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e el vy Dandi ba VIV — Brang k¥ tén mien

méi nhat clia Microsoft - Microsoft Office 2007 - gan nhu 16t xac
hoan toan so vai cac phién ban trudc do.

Tryc quan va tap trung, d6 la hai tir chinh xac nhat dé mo ta giao dién
méi clia Office 2007, cho di ¢6 thé ban sé mat thoi gian dé 1am quen Vi
no.

Vi Office 2007, Microsoft da tan trang lai toan bo glao dién nguai
dung cla b (mg dung van phong nay. Cac menu a6 xuéng va thanh
cong cu quen thugc da dugc thay thé bang mét thanh ribbon (thanh chire
nang) ng(r canh. Ngoai viéc cho phép ban xem tru6c nhimng gi sé lam,
thanh ribbon con dat san nhiéu tiy chon lién quan nham giam bét vo 56
lan thao tac chuét nhur & nhimg phién ban trudc.

Mot tinh nang quan trong khac cta Office 2007 la khi ban danh dau
mot cum tir nao do réi nhap chudt phai, cac tiy chon mac dinh sé khong
con ma thay vao dé la nhirng tiy chon thudng dung.

Ngoai cach trinh bay c6 nhiéu cdi tién rét thuan tién va nhiéu cong cu
han, phién ban mdi c6 giao dién rat bat mat véi mau sac chl dao xanh
da troi nhat. Sau day la mot s6 diém chinh khac biét va thuan tién hon
S0 V@i cac phién ban trudc:

1. Nhiéu tuy chon Save hon:

Ngoai viéc cho Save as dudi dang Word clia nhitng phién ban cii
han, Office 2007 c¢dn cho ban Save van ban dudi dang PDF hoac XPX.

2. Xuat ban thanh blog:

Cho phép ban xay dung van ban dang soan thao thanh mét trang
nhat ky truc tuyén (blog) that su: Vao menu File>Publish>Blog.

3.Cong cu Home:

La nai chira cac cong cu soan thao van ban thay cho Format truéc
day. Khi ban vao Home, tat ca cac cong cu s& hién lén trén thanh Toolbar
rat thuan tién. Hau hét nhimng hiéu (ng trong menu Format trudc day déu
duoc dua vao Toolbar, ban khong can cuc khé mé ra mé vo Format>...
nhu trudc day nia.

4. Cong cu Equation: duoc hd trg thém rat nhiéu cong thirc mdi, ban

.Duc_m d6i tén tir Office 12, phan mém (ng dung hé trg van phong
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co thé tur thiét lap cong thirc,
phép toan roi luu lai cho lan skt
dung sau. Thuc hién nhu sau:

Insert>Equation hoac
InsertNewEquation.

5. Page Layout: Ngoai
nhitng cong cu cd nhu

Paragraph, PageColor, Page
Border - dong khung van ban,
Office 2007 ho trg thém mot s6
cong cu thiét ké trang van ban
rat hay:

- Themes: cho phép chon
Ira cach trang tri van ban.

- Margins: tuong duong vdi
Page setup, ban co thé tuy
chon Ié clia van ban theo mot
s6 mau ¢ san hoac tu thiét lap
theo y mudn.

- Watermark: tao nén cho
van ban. Ban c6 thé tao nén la
chr hoac anh in chim. Trudc
tién ban chon cach trinh bay
nhitng chit d6 theo mau ¢6 san
roi vao More Watermark dé ma
clra s6 PrintedWatermark lén:

+ Chon Textwatermark:
Trong 06 text gb dong chir ban
muon in chim trén van ban.
Ban ciing c6 thé chon font,
ngon nglr, mau chit. Sau do
bam Apply hoac OK dé hoan
tat.

+ Chon Picture watermark
(néu ban mudn hinh nén la hinh
anh): 8 6 Select Picture ban chi
dudng dan dén file hinh anh
chon lam hinh nén. O Scale
cho ban chon kich thudc anh.
Chon Washout néu mudén hinh
hién ro trén nén.

6. Microsoft Office 2007 hd
trg mot s6 thao tac chinh slra
hinh &nh chén vao van ban
trong menu Format (Picture
Tools). Cac cong cu nay chi
hién ra khi ban da bam chon
hinh anh, hoac khi ban vé
Shape (Drawing Tools).

Cac thao tac chinh stra trén
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SU DUNG NUSC HOA

C6 mét thit “trang siic” khéng thé nhin tan mét, s tan tay nhung su
quyén rii clia né lai khé c6 gi sanh bang, dé chinh la nuéc hoa.
Nhung lo nuéc hoa du dat tién dén may, nhan hiéu nédi tiéng dén
may néu st dung khéng ding cach sé mang lai nhiéu phan cam.
Nuéc hoa khéng chi déng khung & huong thom va chiéc lo dep
dung né ma la ca mét vii tru ma ban phat hién ra su cuédn hat
manh liét bdi cac mui huong. Néu cho rang nudc hoa ciing 1a mot
loai trang s(c thi day qua la loai trang stc kin dao va than diéu
nhat. N6 |a vi khi quyén ri hiéu qua nhat va lau bén bdi né “danh”
vao giac quan clia con ngudi, khién ngudi di réi mui huong con
dong lai mai. Viéc biét cach st dung nudc hoa dén muic nao sé la
bi quyét dé ban tao nén su quyén rii cho riéng minh.

1. Cach chon nudc hoa tét nhét
_Viéc Iya chon mui huong nude hoa phy thude rat nhiéu vao ca tinh va do
tudi moi ngudi. Vao mua hé ban nén dung nudc hoa loai Cologne cé huong
cam quyt, huong hoa, nhe nhang phu hop vdi thai tiét nong nuc, oi buec.
Nguac lai, vao mua dong ban nén st dung nhitng mui huang thom manh va
nong nan hon vi thai tiét lanh lam gidm huong thom cla nudc hoa.
- Nén chon nudc hoa vao budi sang vi khitu giac hoat dong t6t nhat va
mai chua bj lan nhiing mui vi khac nhau.
- Khi mua nudc hoa ban khong nén str dung mot loai nude hoa hay my
pham nao ca bdi n6 sé lam ban lan mui.
- Ban nén méac bd d6 hop vai ban nhét vi c6 thé cd mot s6 chdi hang tinh
y, nhay cam s& chon gidp ban loai nuéc hoa phu hgp véi trang phuc cing
nhu tinh cach clia ban (trudng hop nay rat kho vi da sé cac chd hang déu vi
lgi nhuan cda ho).

- Néu ban ung y ngay
mot loai nudc hoa nao dé
thi ban cting nén kién tri boi
mat chut nudc hoa vao mat
trong canh tay dé thi, réi
ban nén rdi khoi clra hang
va quay trd lai do sau 1
tiéng. Khoang thai gian nay
dd dé cho ban c6 thé quyét
dinh chinh xac c6 nén mua
loai nuéc hoa do hay
khong. Néu con do du, ban
co thé xirc mét it nudc hoa
vao khan tay va mang vé
nha dé xem xét ky hon, sau
do quyét dinh mua ciing
khong muon.

- Khdng nén thir nhiéu
loai nudc hoa cung mot ltic
vi mli sé bi chimg loan
mui.

2. Nén st dung nuéc
hoa nhu thé nao?

Khi str dung nudc hoa,
ban can cht y nhing diém
nhay cam, nhu gitta nguc,
chd gap khic cla khuju
tay, dang sau dau g6i, c8
tay, cd, gay, sau tai. Cha y
khéng cha xat cd tay vi no
sé lam mui thom béc hoi
nhanh.

Meo: Xit nudc hoa vao
khong khi, sau dé ban budc
nhanh vao dé, cach nay
gitip nudc hoa ¢ thé tod ra
hét ca thé. Ban ciing c6 thé
thdm nudc hoa vao miéng
béng réi dé trong 40 ngurc.

Mui  huong thoang

anh cho c¢a 2 loai cdng cu Picture Tools va Drawing
Tools gém co:

- Picture Styles: chon kiéu khung, hiéu tmng trinh
bay cho anh.

- Postion: chon vi tri clia anh trong van ban.

- Size: cat xén va tuy chon kich thudc cho anh.

Thay d6i I6n nhéat clia Office 2007 chinh la quyét
dinh sir dung dinh dang XML méi (.docx, .xIsx hay
.pptx) clia Microsoft nhu la dinh dang chuan cla
Word, Excel va PowerPoint. Quyét dinh nay dugc su
ing ho cla cong dong ma nguén mad vi tir day,

Office 2007 va OpenOffice.org da c6 thé “hop tac’
vOi nhau, doéng nghia vai viéc Office 2007 c6 kha
nang don nhan thém mot luang khach hang mdi.

Ban c6 thé tai va sir dung ban dung thir 60 ngay
clia Microsoft Office 2007 duoc cung c&p mién phi
trén website chinh thirc clia Microsoft

http://us1.trymicrosoftoffice.com/http:/fus?.trymi-
crosoftoffice.com

hoac: http://office.microsoft.com
BICH HANG (tong hop)
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