1 Thiét 1ap ciu hinh cho MS Word
+ Thay d6i don vi do 1a Centimeters
+ Bd ché do tu dong ké khung Canvas khi chén vao van ban mot déi tugng AutoShaps
+ Thay d6i thudc tinh Wrapping (loai thung dung vi du Square) khi chén anh vao van ban
+ B6 chlc ndng Drap and Drop khi soan thao vdn ban
+ Cho phép tao ban du phong (backup) moi khi déng ctra s6 lam viéc
+ Tu dong Iuu khi lam viéc trong thai gian vi du 5 hay 10 pht
+ Truy cap dén cac tap tin vén ban thudng sir dung: 7
+ Dt dudng dan mic dinh d& luu va ma van ban.
2 Tao va sir dung AutoCorrect, AutoText
+ Thém vao danh sach AutoCorrect nhu sau:

Replace With

cbnv can bo nhan vién

sV sinh vién

hs hoc sinh

ptth phd thong trung hoc
cntt céng nghé thong tin
ttth trung tam tin hoc
th tin hoc

mt may tinh

+ Tao céc AutoText v6i nhifng mau sau:

Tén NGi dung
conghoa CONG HOA XA HOI CHU NGHIA VIET NAM
Poc Lap — Tu Do — Hanh Phic
------ ©8 &3 & -

thongbao | TRUONG PAI HOC KHOA HOC TU NHIEN CONG HOA XA HOI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Déc lap - Ty do - Hanh phie

TRUNG TAM TIN HQC MNgdy thdng ndm
86 :
THONG BAO
ketquaht KET QUA HOC TAP
Piém
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1 Nguyén Minh Anh 8.0 7.0 6.0 7.0

2 Lé Trudng Tung 6.5 6.5 6.5 6.5

3 | Tran Minh Chién 7.0 5.0 9.0 5.0

4 | Nguyén Thanh Tric 9.0 9.0 10 9.0

Tong so hoc sinh




