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Schedule

 |ntroduction to Editor software
 |ntroduction to Word

* Practice with lab exercises

* |[ndividual exercises




Table of contents

Introduction to editor tools

Main functionalities

Advanced functionalities




Introduction to Editor tools




What is an editor?

 Editor tools allow to create and alter textual
documents

« Main functionalities
— Show/Display the content of document
— Allow users to alter the content
— Customize font style, document style
— Attach photos/images
— Save document/Export to other formats
— Support print tools




Editor softwares

I
Bl

Microsoft Word LibreOffice Writer
 Licensed e Free

 Format .doc, .docx
. . [ ]
’ -
.
« OS: Windows, MacOS : 7
' ’ « OS: Windows, MacOS, Linux
. 3 )
@ &2 & = ICT4_Final_Project_VN_2016.docx - Word 72 @ - 0O X e article odt - LibreOffice Wiiter TECO
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Tien Nguyen Duc ~ x Eile Edit View |nsert Format Table Jools Window Help x
o _— P —— #Find - E-8 =88 W @e1 ¥
Calibri (Body) ~ |11 ~ Aa~ feo
0 ibri (Body) A A BaBbCel AaBbCcDc AaBbCcDc 2 Replace [Cefault Style v )| [Gberation Serift | v IR - I -® -
Paste o B I U-aex. X A-¥-A- = Comman... TNormal TNoSpac.. 3| | cyject~ 3 -
Clipboard Font [ Paragraph [ Styles G Editing ~
ol B "\:; 1 2 3 4 5 6. . Rz~
Navigation v x - | siep knong tnu s tnon gian Ty ) J
Sau khi nhan m3 diu khién, Curioisity Marsbot & khang xi? If ngay, ma phai doi lénh kich hoat m3 tit LibreOffice is a free and open source office suite, developed - s
Search document Pelid ban phim Keyboard & Display MMIO Simulator. €6 2 lénh nhy vay: by The Document Foundation. It is descended from D " . .
I th(hhnnma Iv..g»::a - I OpenOffice.org, from which it was forked in 2010. lereol I Ice
him Enter et thic nhap ma v yu U T
HEADINGS  PAGES  RESULTS [Fimoer 15 to3n b m3 &7 Knién Sang nhZp 46 danE. |
The LibreOffice sulte includes a word processor, et
& - iy I3p trinh §€ Marsbot cé thé hoat ddng nhu 83 mé t3. spreadsheet, graphics editor, slideshow creator, database
4 Huéng din thuc hién Bbng thifi b3 sung thém tinh ning: mi khi gifi mét ma digu khién cho Marsbot, hién thi m3 46 1n man and math formula writer. T - =
Cich thic dénh gi hinh console 3& ngudi xem <6 thé gidm sét I3 trinh cla yg. =
ja: - =]
PR bog Itis designed to be compatible with other major office "
 Curiosity Marsbot suites, including Microsoft Office, though some Microsoft
2. VE hinh trén man hinh Bitmap Office layout features and formatting attributes are L b =
3. Kiém tra téc d6 va dé chinh xac khi gé vin ban handled differently or are unsupported. LibreOffice is
. g ble for a variety of computing platforms, including
4. Postscript CNC Marsbot sveis ) P ;
. ’p o Microsoft Windows, Mac OS X 10.4 Tiger or newer, and L
5. Biéu thirc trung t6 hau t& — Linux-based systems running Linux kernel version 2.6.18 or newer. It is the default office suite of
6. Ham FindSubStr() popular Linux distributions like Debian, Fedora, openSUSE and Ubunt. Ports for FreeBSD, NetBSD,
7. Chuong trinh kiém tra cti phap lénh MIPS J and OpenBSD are being maintained by contributors to those projects, respectively.
s essages [ BATS ~
& M~° ?h°“? o "ﬁé RAIDS) ol ﬁ = g Between January 2011 (its first stable launch) and October 2011, LibreOffice was downloaded D
9. V& hinh bang ki tur ascii - o Hién thi m3 didu khifn e approximately 7.5 million times) :
SEET Emirns Page 1 /1 Words: 149 Default Style English (USA) - B0 O - + 100%

Others: OpenOffice, Apple Pages, BKAV eOffice...



Application

At school

e Editor thesis reports
e Scientific papers/reports

At work

e CV to introduce yourself

e Project analysis documents
e Project Report

e Product Marketing



Using Word Office Tool

 This course focuses on
introducing Word Office
Tool

* |tis possible to use any
version of Word Office

after 2010 Version

» References: Microsoft
office professional 2010 Office Professional 2010
Step by Step e @

ftp://dce.hust.edu.vn/tiennd/nhapmoncntt/

oyce Cox, Joan Lambert, and Curtis Frye



ftp://dce.hust.edu.vn/tiennd/nhapmoncntt/

Bang

tinh \
Trinh
chiéu

Soan

thao

Main Functionalities




Tab Design

* Any changes on Tab Design will be applied to
— Theme for organizing everything in a systematic way
— Style allows to present

E] H ©- 0§~ = Demo.docx - Word

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES = .
A —# Paragraph Spacing ~

0 u
Aal |Title Title TITLE T . n [ [@] Effects ~

..... . ot ! Colors Fonts W
Themes | 225 Office e [Z] Colors FC o + @ Set as Default
’ Aa i| Aa ]ﬂ Aa g AOE | ) Custom [4]
- ~Ofice | focr | wmega g || EONEENEE Custom
i i D T Office
Ao" Aa ]_ ha] Aow B REEREE offcc Any changes to
lon Board... Organic Retrospect Slice : HCEEEEENE Office 2007 - 2010 another theme
Aall |Aa ' A A BELONNNEN Grayscale
OJ : ] aﬂ - E EOEEEEEE Bl Warm when you had
Wisp Badge Banded Basisn | BEEEEEE Blue Chosen a theme
Aa !H Aa 1 Aa 1 Aa || | ECOEEEENE Biuel
semnss [l |sessss mmm = ...1' ; HCEEEEEN BlueGreen pefore may lead tO
Berlin Celestial Circui‘t Crop» BEOEEEEEE Green InCOITeCt forms
Aa 1 Aa 1 Aa } Aa 1 |

Damask Depth Dividend Droplet v



Font / Shape / Table

m H - 0§~ = Demo.docx - Word
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Sign in
D | o v - 1—  a— | % Find ~
. ibri - v Aa~ A it NS, &E=a3= A
[ - Calibri (Body) - |11~ A A w =iz &3 2L T | aasbeede AaBbCeD AABBC —
v | Zac Replace
Paste ¢ B I U ~abex X A~ 3. A == == 1§ v T Normal = TNo Spac.. Heading1 |5 I Select -
v a
Clipboard Font [ Paragraph [P Styles [ Editing -~
L 1 % 1 2 3 4 5 6. RIS (4]
}_]I [ L J
A - kd .
| Tén van ban Ribbon Tool
Rules
D3u muc ldn
. N&i dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi
dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, noi dung, ndi dung, ndi dung, ndi dung,
noi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi
dung, ndi dung, ndi dung.
~ D3u muc ldn
D3u muc nhd DAINOC
DOC ume nt N&i dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung,
ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung.
- content
N&i dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung,
noi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung. BACH KHOA |
D3u muc nhd ‘
- NGi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi
. dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, noi dung, ndi dung, ndi dung, ndi dung. 1
Statistic 3 presentation
. . D3u muc lén d d .
information modes: reading,
n web, doc

PAGE 1 OF 1 192 WORDS  #3




Show supporting tool

« Show Ruler: to align the document
— tab VIEW / group Show / Ruler

« Show Navigation Pane: to view the structure/table of
contents
— tab VIEW / group Show / chon Navigation Pane

B HS 048+
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DE\

| .l Ij [=] Outline [V Ruler Q [‘:) [£] One Page £E3 New Window E
100}

Z [ praft Gridlines B8 Multiple Pages [ Arrange All

Read Print Web Zoom 100% Sw
Mode Layout Layout v| Navigation Pane € Page Width Split Wind
Views SHowW Zoom Window
L E 1 2 3 4
Navigation %
Search document Jo R

HEADINGS PAGES RESULTS N . S
. TEN VAN BAN
P3u muc lén

N&i dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dun,

Pau muc lén

dung, ndidung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, né
ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi duny

~



Headings

- Headings make text
stand out and help scan
document

- Add headings with
heading styles

- Benefits

- Generate automatically
table of contents

- Create references
- Changing styles applies to
all the text using this style

- Tab HOME / group Styles

AaBbCcDdl AaBbCcDdE Wil:l:lee

TNormal T No Spac... Head Update Heading 1 to Match Selection

A Modify...

Styles
Select All: (No Data)

Rename...

Remove from Style Gallery

Add Gallery to Quick Access Toolbar
S — -

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER |»

o Calibri (Body) ] ELELs &= %
N AaBbCcDdt  AaBbCcDdt _
O BIU-ax,x A ==== l=- = e ABBCCYR i
Pavste S A A-Aa~ AN Do i\l T TNormal T No Spac... Heading 1 ||/~ Ivmg
Clipboard Font [ Paragraph [ Shelag ] ~
X 1 2 3 4 5 6 7.«

Navigation 7% ) } )
TEN VAN BAN
Search document o iR

HEADINGS PAGES » -

— Noi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ni dung, ni
=
dun, dédg,dg dg,dg i dung, ni d dg_dg dg dg,
Dau muc lén uéldung.nul ng, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung.
“ — B _
D3u muc nhé . BAINOC
DAU MUC NHO
D3u muc nho
2 N&i dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ni dung, ndi dung, ndi
Dau muc 16n " dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung.
Ngi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ni
dung. ngi dung, ndi dung. nGi dung, néi dung. ndi dung BACH KHOA
DAU MUC NHO -




Table of Content

Muc luc

- All the heading text in the
document will be added to the
Table of Content

- Whenever text changes, to update
the table of contents, select the
table of contents or select the full
text and press F9

- Tab REFERENCES / group Tables

ra HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES = MAILINGS
Of CO ntent % E Add Text ~ ABl [[_[i‘] Insert Endnote |—_—\:‘/ r:ﬁ]' Manage Sources
Toble of ! Update Table oot '“2; Next Footnote ~ —_— %Sty[e: APA :
able of nse nse )
- See the table of contents of the Contents Footnote [ Show Notes  itation~ € Bblography = ¢
I . . BUie-In “ |'s & Bibliography
document in Navigation Pane Automatic Table 1 3

CONTENTS
OSSR |

(HIDDEINE B 0000010000000 0000000 000 1000504 040400 100 58 500 5060466 501 5640150 400 1608 50454 60 00 50050 400 5406608 664 5456460 400 58004 3408406 404 0401
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Table Design

Trinh bay Table

« Automatically colorize the
Table

« |f additional columns and rows
are added, the color is
automatically re-painted

« It is possible to choose a
special color for the first/last
row/column.

« Click on Table / Design tab /
Table Styles group

I I K B

rRow v/ First Column
Total Row Last Column

v| Banded Rows Banded Columns

#x 1
aling, not aung, nor aun

Pau muc lén

15



Picture Design

Trinh bay Picture

« Select any Image, the Format
ribbon will appear, with many
default effects.

* The effect is fine-tuned by the
functions “Picture Shape”, <
“Picture Border”, “Picture Effects”.

« Shapes also have similar features

 Remove Background and Color/
Set Transparent Color function to
remove background

ﬁ HOME '\ INSERT  DESIGN  paGE LavouT REFERENCES MAILINGS REVIEW

RZ—"TJ ) gg E;Q'C'Omp Pictu —~— — f—

VIEW

DEVELOPER FORMAT

LZ Picture Border ~

~ | &@ Picture Effects ~
M

5 Picture Layout ~

e

e —
e —



SmartArt & Chart

 Create animation models,
smart diagrams to
represent a process,
idea, workflow...

« Easy to edit

HOME INSERT DESIGN TRANSITIONS ANIMATIONS

)
H o e . =2 & T 1
able  Pictures Online Screenshot Photo  Shapes SmartArt Chart

Pictures v Album ~

ibles Images Illustrations

Ky thuat
may tinh

n Truyén
Trung t A
My tinh J \ thone
e N
Vien
An toan CN I I & I I Khoa hoc

thong tin may tinh

Céng nghé Hé théng
phan mém thong tin

17



Ta b I e Of F i g ures Hinh 9: So sanh vu diém. nhuoc diém cua ASIC va FPGA

Hinh 10: Céu tric ctia PLD (a) / PROM (b)
Hinh 11: C4u tric cia PLA (a) / PAL (b)

D h h‘ h Hinh 12: Phén loai FPGA theo kién triic tong thé
anh muc hin

T REFERENCES MAILINGS REVIEW VIEW DEVELOPER

« Step 1: Create a new caption TS
' 5 5] Manage Sources ;_] ’C +1—l —[jj-lnsertlndex , "':r
_ Select tab REFERENCES / group Y Gt o D\ B —

Mark
. . itation ~ & [ Bibliography ~ aption bitatio
CaptlonS / Insert Captlon - tCitationsm& Biblizgr:piy - —T:"’gt::'e‘l I'tt
— Name the caption as Image - ‘ 5| options
Label: Figure v
S Step 2: Set Captlon for eaCh Position: |Below selected item

[C] Exclude label from cantion L

| Label:
AutoCaption... Hinh

image in the file
— Select tab REFERENCES / group
Captions / Insert Caption
— Choose caption as Image

R

(named) REFERENCES ~ MAILINGS  REVIEV Caption 7 X
— Press the OK button Y S5 Manage Sources . Caption:
] ol ER Style: |APA Jl [Hinh 1 |
« Step 3: Generate a list of fion - €t Biblography -
. Citations & Bibliography Sapiid @ G D
Images 3‘ 4 Position: |Below selected item
e !l
— Select the REFERENCES tab / : L xkascluls i s ion :
group Capt|ons / Insert Table Of BACH K“OA New Label... Delete Label Numbering...
Flgures AutoCaption... < oK > Cancel t

Hinh 1
— To update the image catalog and |

renumber the images, select the

caption area and press F9 18



Ta b I e Of Ta b I es Bén 15: Bang chan ly mach AND vdi tin hiéu vao khong xac dinh

Bang 16: Bang vector ngat
Bang 17: Bang ma phép toan trong BINADDER

D a n h m l.] c bé n g Bang 18: Bang giai ma phép toan BINADDER

« Same as with Table of
Figures

19



Page Break

Ngat trang

Page break allows the next
content to be at the top of the
new page.

Select tab PAGE LAYOUT /
group Page Setup / Breaks /
Page

DAU MUC LON

NOI dung, néd dung,

DAU MUC NHO
NI dung, nét dung, ndl dung, ndl dung, ndi Oe dung, ndl dung, nél dung, ndl dung, nél dung, ndil cung, ndl
dung, n@l dung, ndl dung, nél dung, ndil dung, néi divy ag, ndl dung, nés cung, ndl durg.

g’ Dat Page Break

N

v

INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS

S '— Breaks ~ Indent Spacing

134

Page Breaks

ize Columns -

- | Page (

age Setup *—.  Markthe point at which one page ends
and the next page begins.
N Column
( Indicate that the text following the column
= break will begin in the next column.

DAU MUC LON 6 déy

el

NJI dung, néd dung

DAL MUC NHO

NOI dung, nés dung ndl dung, nél dung, ndi dung, nél dung, ndl dung, n@l dung. ndi dung, nél dung, ndi cung, ndl
dung, n@l dung, ndi dung, nfl dung, ndi dung, n@l dung, ndi cung, ndl dung, néd cung, ndl durg.

20




Paste As...

Specifical format when copy/paste

« When pasting content from another text,

instead of pressing Ctrl+V, use the Context h
. . . . =3 :1..‘
Menu (right-click menu) with various Paste = =2
Options =q Paragraph...
By Define
keep the content but get the keep the content but get the = Z_,,:Cmfms X
format of the destination file format of the source file By Tranglate
SKILLs SKILLS € Search with Bing
) ) — ‘% Hyperlink...
Explain what you're especially good at. What sets Explain what you're especially good at.
you apart? Use your own language—not jargon. What sets you apart? Use your own L¢ New Comment

language—not jargon.

..just paste the content, keep the content but mix the format
ignore the formatting of the source and destination files
Skills SKILLS

Explain what you're especially good at. What sets Explain what you're especially good at. What sets

you apart? Use your own language—not jargon. you apart? Use your own language—not jargon.




Using Online Template

 When creating a new MS Word document, instead of
creating a blank page, use the templates available for
free

Demo.docx - Word ? - 0O X
Sign in

New

Search for online templates jol
Suggested searches: Business  Industry Personal DesignSets Event Education Labels

Report design (blank) Student report with cov... APA style report (6th... =

Iyour suevener]
[EVENT NAME]

Account

Options




Colorize text

Each time the document is
edited, changes should be
colorized so that the viewer

can clearly see the text update.

After sending the document to
the client/manager, we
continue to send newer
documents in which any
changes should be colorized

Remind viewers of these

coloring parts in email or doc
history.

Abc (!‘ ADS (}..
il efghl
) jkimn
PO opqgrs
B IR R B
Mocthoi gian | K# | Mocsia d6i | Ngudi sva
2003/10/30 1 [(STEPD EIE
2004/02/06 1 | (STEP2 g E
2006/03/24 1 (STEP4) = HIER

Em guri thay phiéu dé xuat HDKH2012. Dé thay tién theo ddi thi:
- Cac ndi dung giong v¢&i phiéu cili, em té6 mau blue:
- Cac ndi dung moi viét thém, em té6 mau green:




Compare two documents

« Received the message "l have
sent additional documents,
please see". Where are these
additions

« This functionality compares
any 2 documents to find out
the difference

— reduce document review time.

— Focus on reviewing additions
without reviewing the entire
document.

« Select tab REVIEW / group
Compare

Compare Documents

Original document Revised document
‘ftpserver_ZkB [Compatibility Mode] v | = ftpserver 2k3 vl &

Label changes with l

Label changes with pem chua

o
=
o) o
’6,, = LIS Compare Result 6 - Microsoft Word o
= Home Insert Page Layout References Mailings Review View Add-Ins @
ABC ) Research [~ o | 2% Final Showing Markup - Do %2 Reject ¥ E)
4 S Thesaurus % —‘I o | =4 E’ 1) Show Markup ~ g 2 Previous :
Spelling & a8 Ne Track Balloons - Accept Compare Protect
ar 4 Translate .5 Comment =d Changes ~ E Reviewing Pane|~ - '?) Next - Document
Proofing Commenf ts Tracking Changes Protect
Summary: 4 revisions & A X | Compared Document X | Original Document {ftpserver_2k3 - Nem chuz X
Insertions: 2 Deletions: 2 Moves: 0 & Hi Techlink team &
Formatting: 0 Comments: 0 Hi Techlink team, h ;
E GiapHV gt t6i cac thanh
| GiapHV giri t6i cac thanh vién cia vién cua Techlink user de
[kt Wemewa ]| | |Techlink user va mat khau dé truy D e e STy Sty oL TIeg
HY dich chia sé files va bg cai 2
cap vao server véi muc dich c chla sé dat. °
M.—"e"‘d““] |f1 t d 3 awbe Weaiéwwat T R e [ PP -y ey b
va mat khau | [files trén do. T —— 5]
[ Nem chua | H‘ZQQ& dan cu EAhAE thvg sau: Revised Document (ftpserver_2ks - Nem chu: X
trén d6. Hi Techlink team, =
[Deleted Nemchwa || | - Trén server ¢6 2 thu muc duge chia
va b cai dit. sé do 1a setup va public, khi truy c4p © Gidp gui t6i cac thanh vién
| I¥ vao s& c6 quyén duge down di liu cua Techlink user va mat
(none) 5] h khau dé truy cap vao server
[ | tirserver v€ va nguoc lai cling ¢6 thé ' 6i myc dich chia sé files *
{none) up dir lleu len ° trén do 2
| | Bl Inina dSn o thdobcan.
| DEENTEE— |

Words: 261 | Enaglish (U.S.)
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Track changes

« After updating a document, each
person must also keep track of
what they have corrected, in
order to:

— Check again
— Distinguishing coloring
— Send test order

« Use the “Track Change” function

- 4 viewing can be changed
— (1) viewing the original
— (2) the new version
— (3) the original + the change mark

— (4) the new version + the change
symbol.

- The manager adds comments or
approves changes.

{@ H9-0 = ftpserver_2k3 [Compatibility Mode] - Microsoft Word - = X
> Ho Insert Page Layout

me References Mailings Review View Add-Ins % ©
y ﬁ Researc! h & ] LAY R4 -'429 } fj Final Showing Markup - % 8- _ﬂ Y
< Thesaurus ] @ = il |5} Show Markup ~ L3 =5
Spelling & _, e New o Track |Balloons o Accept Compare Protect
mmar %3 Translate 4a3) | Commen t 2d Changes~  ~ [B] Reviewing Pane ~ - 9 - Documen it~
Proofing Commen ts Tracking Changes Protect
i)
Hi Techlink team
GidpHY gui t6i cdc thanh vién cua Techlinkluser va mét khiu 08 truy cdp el it
vao serveryi muc dich chia sé files va-béeaidatirén do.
Hudngdancuthenhwsaw] -+~ { Comment [Ne2):i & i
- Trén server ¢6 2 thumuc duoc chia s¢ d6 1a setup va public. khi truy cdp °

vao sé ¢ quyen dwoc down dit liéu tirserver ve va ngwoc lai cling ¢6 the up
AL

Page:1 of 5 | Words: 261 Q} English (U.S))
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Mail Merge

« A combination of static and dynamic content to form a
series of documents that share the same format.

« Static content is presented in a .docx file, while dynamic
content is populated in an .excel file

* Apply: to create invitations, announcements, thank you

L A

letters, report cards...

1. SO luong sinh vién toan doan: «S6_SV» A B c E F G !
N | 1 |Namhoc Hocky M3 hoc Don vi thuc tip Thoi gian SG SV Trwdng nhom
2. Dia diém thuc tip: «Pon_vi_thwe tdp» 3 2 2015-2016 20152 IT4991 Céng ty CP Trueplus Viét Nam 15/2/2016 —20/05/2016 6 Dam Khic Tao
. . S ‘ 3 |2015-2016 20152 IT4992 Cong ty CP Trueplus Viét Nam 15/2/2016 —20/05/2016 1 Pham Hoang Khuong
3. Thoi gian thue tdp: «Thoi gian» |_J::| 4 20152016 20152 1T4991 Céngty TNHH Alt Plus Vit Nam 15/2/2016 —20/05/2016 5 93 Dirc Minh
4. Ho va tén can b6 trucmg doan- Nguyén Piic Tlén 5 |2015-2016 20152 1T4991 Cz:mgty cé ph’érlTqul‘én Ehéng Vé. Phat t115/2/2016 —20/05/2016 1 Nguyén Tué’n Anh
6 |2015-2016 20152 ITA991 Céng ty TNHH Lién két Cong nghé 15/2/2016 —20/05/2016 2 Nguy&n Dai Phong
Ho va tén sinh vién thue té.pf truc’mg nhém- «an(’mg_nhém» 7 |2015-2016 20152 IT4991 Trung tdm khitwong thdy van quécgia 15/2/2016 —20/05/2016 2 Nguyén Huong Vo

Dia diém thuec tap: Trung tim khi twong thiy van quéc gia
Thoi gian thue tap: 15/2/2016220/05/2016

S6 lzong sinh vién toan doan: 2

Ho va tén can bd trrdng doan: Nguyén Dirc Tién

Ho va tén sinh vién thue tdp/ tredng nhém: Nguyén Huong V6

A

) lwong sinh vién toan doan: 2

Dia diém thuc tap: Cong ty TNHH Lién két Cong nghé
Thoi gian thwe tdp: 15/2/2016 — 20/05/2016

Ho va tén can bo trrdng doan: Nguyén Diee Tién

Ho va tén sinh vién thuc tip/ treong nhom: Nguyén Dai Phong



Common issues

« Table of contents, list of figures/tables are faulty

OTHER PRECATUIONARY STEPS TOBETAKEN ...............oiirre et cetens e 6
AN OVERVIEW OF THE SURGICAL TREATMENT .............. Error! Bookmark not defined.
PRECAUTIONS TO BE TAKEN AFTER SURGERY ................ Error! Bookmark not defined.
O L S LN e R B T S R TSR et 7
REfr @RS o e S e R S R R B Error! Bookmark not defined.

- Cause: Content of Heading changed, but the table of
contents and categories have not been updated.

« Solution: click on the table of contents, categories and
press F9 to update again



Vi du minh hoa

Tén van ban

Pau muc lén

NGi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi
dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung,
ndi dung, ndi dung, ndi dung, noi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, noi
dung, ndi dung, ndi dung.

Pau muc lén

Pau muc nho DAIHOC

N&i dung, noi dung, ndi dung, ndi dung, néi dung, ndi dung, ndi dung, ndi dung, ndi dung,
ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung.

No&i dung, ndi dung, ndi dung, ndi dung, néi dung, ndi dung, ndi dung, ndi dung, ndi dung,

ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung.

BACH KHOA

Pau muc nho

NGi dung, noi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, noéi dung, ndi dung, ndi
dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung.

Pau muc I6n

TEN VAN BAN

CONTENTS

Dau muc lén 1
Dau myclon 1
Dau muc nhd 1
Dau muc nhd 1
Dau muc lén 1
Dau muc nhd 2

DAU MUC LON

Noi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi
dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung,
ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung.

DAU MUC LON

DAU MUC NHO

BAIHOC

N&i dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi
dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung.

Noi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi
dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung.

BACH KHOA

DAU MUC NHO

Noi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi
dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung.

DAU MUC LON

PAU MUC NHO

N&i dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi
dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung, ndi dung.



* Open Demo.Original.docx

e Using tab DESIGN / group Document Formation
change Theme and Style of the document

 Save to file Demo.Result.docx



* Open file
Demo.Original.docx

e Use tab DESIGN / group
Page Background /
Watermark / to change the
background of the document

e Save to file
Demo.Result.docx

Tén van ban

aAu MUC LON
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* Open file Demo.Original.docx

* Use tab DESIGN / group Document Formation /
Colors and Fonts/ to change the color style and
font style of the document

o Save to file Demo.Result.docx



Open file Demo.Original.docx

Use tab HOME / group Styles / to apply heading
style to a Heading text

Show Ruler and Navigation Pane

Verify the content of Heading showed at the
Navigation Pane.

Save file to Demo.Result.docx



* Open file Demo.Original.docx

« Use tab HOME / group Styles / to apply other
heading styles in the document.

« Show Ruler and Navigation Pane

* Verify the content of heading showed In
Navigation pane

 Save to file Demo.Result.docx



Open file Demo.Original.docx

Use tab HOME / group Styles / to apply Strong
font style to the text SOICT in the document

Using tab HOME / group Styles/ customize
Strong style to have font Arial, Size 24, blue

Save to file Demo.Result.docx



Open file Demo.Original.docx

Use tab REFERENCES/ group Table of Contents / to
create automatically the table of contents for the
document.

Customize your document so that the headings appear
in different pages.

Change “Dau muc I&n” to “Phan”, Change “Dau muc
nhé” to “Chuong’.

Update the table of contents.

Save to Demo.Result.docx



Open file Demo.Original.docx

Use tab PAGE LAYOUT/ group Page Setup / to setup
Page Break before the headings “Dau muc lon”.

Add more content after the first “Dau muc Ién”.
Review the changes applied to other “Dau muc Ién”

Save to file Demo.Result.docx



Open file Demo.Original.docx

Use tab INSERT / group Page/ Cover Page to add a
cover page.

Input the student information in the cover page.

Save to file Demo.Result.docx



Open file Demo.Original.docx

Use tab REFERENCES/ group Captions/ Insert Caption /
to create a caption named Hinh.

Setup captions for all photos of the document

Fill in the details of the caption to explain the photo.
Example: Logo of Bach Khoa school; Logo of Institute of
Information and Communication Technology; Floor plan
of Bach Khoa school

Insert the List of Pictures at the beginning of the file

Save the results to the file Demo.Result.docx



Open file Demo.Original.docx

Use tab REFERENCES/ group Captions/ Insert Caption /
to edit the old caption named "Hinh” to have Numbering
to number as A,B,C...

Add content so that the SOICT logo is on page 2.

Use tab HOME / group Styles / edit Caption style to
center align, blue text color, font size 15

Click Table of Figures at the top of the file, press F9 to
update the content again.

Save the results to the file Demo.Result.docx



* Open file Demo.Original.docx

* Add vietnam.jpg and set the Caption Hinh for this
picture.

« Click Table of Figures at the top of the file, press F9 to
update the catalog again.

 Save the results to the file Demo.Result.docx



Open the file Demo.Original.docx

With the Bach Khoa logo, use the FORMAT tab / Picture
Styles group to change the effects

With SOICT logo, use FORMAT tab / Adjust group /
Color / to change to yellow

For a photo of the HUST campus, use the FORMAT tab /
group Adjust / Remove Background/ to display only the
logo on the background of the image.

Save the results to the file Demo.Result.docx



Open the file Demo.Original.docx

Select table
Use the DESIGN tab / Table Styles group / to change the
style

Use the DESIGN tab / group Table Style Options / to
fine-tune the display style

Save the results to the file Demo.Result.docx



Open the file Demo.Original.docx

Use tab REFERENCES/ group Captions/ Insert Caption /
to create a new caption named “Bang”.

Set “Bang” captions for all boards.
Fill in the details next to the caption to explain the table.
Insert Table List at the beginning of the file

Save the results to the file Demo.Result.docx



* Open the file Demo.Original.docx

« Use tab INSERT / group lllustrations / Smart Art / to
present the contents of the course "Nhap mon CNTT"
more beautifully.

« Changing Smart Art about “Vien CNTT&TT"

 Save the results to the file Demo.Result.docx



* Open the file Demo.Original.docx

« Use tab INSERT / group lllustrations / Chart / to draw a
chart about 12 the most searched programming
languages

« Change Chart of the next 8 programming languages

 Save the results to the file Demo.Result.docx



Open the file Project1.0riginal.docx

View the design of the Calculator software interface with
the Shapes tool.

Use tab INSERT / group lllustrations / Shapes / New
Drawing Canvas .. to create a drawing area

Use tab INSERT / group lllustrations / Shapes / with
shapes to design Paint software interface.

Save the results in the file Project1.Result.docx



Open file ver1.docx and file ver2.docx

Observe the two documents and Find out the differences
between the 2 files

Use the REVIEW tab / group Compare / to compare and
highlight the difference right away



=DY E@ Original -
Open file Nhiemvu.Original.docx TDk B) | Simple Markup

Changes~

All Markup
ry

No Markup
raf Original

Use tab REVIEW / group Tracking / click on Track Changes / to start
the review process on the document

Insert the individual information to file
Set Style is Heading 2 for all the sections 1, 2, 3

Select the text “Cac tinh nang tuy chon”, then open tab REVIEW
/group Comments/ New comment/ to add a comment with the
content “SV da hoan thanh”

Use tab REVIEW / group Tracking / change Display to Review / dé
Verify all changes

Use tab REVIEW / group Changes/ select Accept or Reject to
accept or reject changes.

Save to file Nhiemvu.Result.docx



* Open the file ADCoding.Original.docx

* In this file already defined Style is Coding: zzz5cen:

* Please select each code text, then apply ¢ coding
CodingArea to those codes.

o Save the results in the file
ADCoding.Result.docx



Individual Exercise 1

* Please select a course report that the student has done,

save it with the file name
<MaSoSV>.BTL1.Original.docx. Example

20152345.BTL1.0riginal.docx

« Apply learned operations to present the course report.
Store as <MaSoSV>.BTL1.Result.docx



Individual Exercise 1

« Write your CV to introduce yourself. Use any of the
templates, or one of the three templates in the BTL2
folder

* Archive with the file name <MaSoSV>.CV.docx. Example
20152345.CV.docx



Xin cam on




« Nghi tuan 11 => hoc tiép tuan 13

» Bai tap 03 noi dung: Word, Presentation, Excel
=> nop vao tuan 13



