Microsoft Office nhitng chi dan cap thiét

PCWorld VN 9/99

Nhirng chi dan trong bai sé mach néc cho ban thoat ra khoi canh rimg ram téi tam va sau tham cua
Word, Excel, PowerPoint va Outlook trong bo Office 97 va 2000.

Nam doc toan b Office

C6 nhiéu thit trong Office 2000 Premium Edition hon nhiing gi ban ¢6 thé biét. Mu6n ¢6 ban danh sach
ddy du tdt ca cdc tng dung c6 trong 4 CD-ROM cha bo phan mém, hdy xem trong
www.pcworld.com/sept99/office_tips. Ban sé tim thdy nhiing thu thuat cho FrontPage va Publisher, cling
v6i cdc héng dan bo sung gitip ban tan dung t6i da nhitng kha nang Web mdi ctia Office 2000.

Office 2000 16n, phitc tap va 12 manh dat hdu nh cha doc thdm hiém. Néu da thir ding bo phdn mém
mdéi ndy chac ban ciing thay bén trong 12 mot céanh rimg ram. Ngay ca nhiing cuu chién binh diing cam
cua Office 97 ciing ¢6 thé cam thay minh 1a nha tham hiém liéu [inh trong chén hoang vu rong 16n véi
nhiing tinh nang m& rong cua Office 2000. Tim dong xuyén qua khu rimg ram nay khong phai la nan giai,
nhng dé 1am cht Word, Excel, Outlook, PowerPoint, FrontPage va Publisher, ban can c6 cdach nhin thay ro
"ring" va "cay coi".

Sau day la nhitng tht thuat dung cho ca Office 97 va Office 2000, héng dan ban trong qua trinh cai dat,
tlly bién va su dung cac ung dung khac nhau.

Microsoft quang cdao Office 2000 1a c6 kha nang Web (Web-enabled). Qua that 1a nh vay, n6 con c6
kha nang lu va mo céc file HTML. Doc bai nay, ban s&€ nam doc qui trinh nang cap tir Office 97 1én 2000
va cach chon ra nhiing Gng dung can thi€t ma khong cin phai tai vao nguyén ca bo phan mém 526MB.
Ban s€ biét cach tan dung nhiing kha nang Web mdi trong tiing Gng dung, dong thoi tranh bi ching doc
chiém dia cing. Cac chi dan va tha thuat sé gitp ban su dung cdc tinh nang cua ting ung dung mot cach
tot nhat, hi€u 6 vé menu, giao dién thanh cong cu mdi, va diéu khién céc giao dién nay.

Ban sé& tim doc nhitng héng din ngan gon dé st dung Word, Excel, Outlook va PowerPoint méi (c6 ki
hiéu 2000), trong d6 mot so c6 hiéu luc ca véi Office 97 (ki hiéu 2000/97).

Muo6n tham khao tha thuat cho FrontPage va Publisher, hay vao www.pcworld.com/sept99/office tips.

Word

Cuoc tham hiém Office ciia ban doc bdt ddu véi ting dung phé bién nhdt ciia bo phdn mém nay, dé la
Word. Mdc di Microsoft giit lai dinh dang file Office 97 trong Office 2000, ho c¢6 bé sung mot so tinh
ndng moi nh man hinh 6cé thé nhan moi noié, khd ndng in dn méi va dbdng trong bdngé.

Nhap dix liéu ¢ vi tri bat ky trong tai liéu. Trong Word 97 va cdc phién ban tréc d6, néu mudn nhap
dit liéu trong mot tai liéu méi & vi tri khac v6i géc trén cung bén trdi, ban phai dung hang loat thao tac
<Enter>, <Tab> va <Spacebar>. Tinh niang Click and Type ciia Word 2000 da thay déi moi viéc. Dé thuc
hién tinh nang nay, chon Tools.Options, nhan vao 6 Edit va danh dau chon Enable click and type. Chon
ti€p View.Web Layout hodc View.Print Layout. Chuyén con trd chudt t6i viing trong cla tai liéu, noi ban
muon bat diu nhap dit liéu va nhan chuot. Con trd s& bién thanh mot biéu tong cin hang (alignment).
Chuyén con trd méi t6i vi tri muén nhap liéu réi nhan dip va bat dau gd. Click and Type ciing c6 téac dung
trong cac 0 bang cua Word.

Lu y: néu ban nhin ddp chudt & trung tdAm man hinh, van ban ban g6 vao s€ doc can gitta. Néu nhan
chudt & gan mép phai, vian ban s& doc cin phdi. Biéu tong con trd, trong giong biéu tong cin hang cla
thanh cong cu, s& thay d6i tiy theo vi tri ban di chuyén con trd chuot.


http://www.pcworld.com/sept99/office_tips

In nhiéu trang trén mot trang giay. Mot tinh nang than thién trong Word 2000 cho phép ban in t6i 6
trang tai liu trén mot to gidly. Hay chon File.Print hay nhin <Ctrl>-P. Chi dinh s6 trang trén mot td trong
0 Zoom ctia hop thoai Print, roi nhan OK.

Tao siéu lién két. Ban c6 muon dat lien két trong tai liéu cia minh dé c6 thé nhanh chéng chuyén tdi
mot vi tri khac trong tai liéu d6 hodc dén Web site? Trée tién di chuyén dén vi tri ma ban mu6n lién két da
tGi, tao bookmark bang cach chon Insert.Bookmark. Sau d6 trd lai va chon doi tong d6 hoa hay tir ban
muon st dung lam lién két. Chon ti€p Insert.Hyperlink hoac nhan <Ctrl>-K. Déi véi Word 97, nhin nut
Browse trong phan 6Named location in filed va chon bookmark trong hop thoai xuat hién. D6i véi Word
2000, nhan vao Place in This Document; mot danh sach cédc tiéu dé va bookmark sé gidp ban lua chon vi
tri mot cach dé dang.

Tao 2 trang ké nhau trén mot trang giay. Xem 2 trang tai liéu trén mot trang gidy 12 tinh nang thuan
tién khi can so sanh hay in sich nho. Chon File.Page Setup va nhan vao 6 Margins. Tiép theo, nhian chon 6
2 pages per sheet. Chinh 1€ theo y mu6n roi chon chiéu Portrait hay Landscape trong 6 Paper Size.

B6 sung frame vao tai licu Web. Word 97 cho phép lu tai liéu & dang trang Web, con Word 2000 c6
kha nang tao Web site hoan thién vGi cac frame. M& tai liéu, chon View.Web Layout. Sau d6 chon
Format.Frames.New Frames Page. Trong thanh cong cu Frames, chon vi tri cho frame méi. Kéo dong vién
dé thay déi kich théc ctia né. Nhan phim phdi vao bén trong frame va chon Frame Properties dé thiét lap
trang ddu cho frame va dong vién. Gid day ban c6 thé tao van ban va cac siéu lién két trong frame dé diéu
khién hoat dong ctia n6, stt dung cdc cong cu soan thao va dinh dang thong thong ctia Word. Lu frame véi
tén file riéng nh mot phan Web site clia ban.

Lam cho cac trang Web cua Word doc doc trong cac trinh duyét cii. Cic tinh nang Web méi cta
Word 2000 thich hop nhat véi Internet Explorer 5, nhng ciing ¢6 thé xem cac trang Word HTML trong IE
4.0 va Netscape Navigator 4.0. Ban chi can hiéu chinh cac thong s6 thiét 1ap: chon Tools.Options va nhin
vao 0 General. Ti€p theo nhan Web Options, chon Disable features not supported by, ro6i chon Microsoft
IE 4.0 hoac Netscape Navigator 4.0 tir danh sach Browser. Nhian OK.

B6 sung bang thao luan (Discussion Board) vao tai liéu. Mot nhém ngdi ¢ thé cling cong tic trén
mot tai liéu hodc sir dung tai lieu Word da 1én Web hay intranet dé "tdn déc". Thuc hién tinh nang nay,
ban phai c6 server thao luan Web do ngoi quan tri mang thiét 1ap. Chon Tools.Online Collaboration.Web
Discussions dé hién thi thanh cong cu Discussions. Mudn binh luan vé tai liéu, nhdn vao nit Insert
Discussion about the Document trén thanh cong cu, nhap chu dé ctia ban tai 6Discussion subjectd va go
phin binh luan vao d6Discussion textd. Nhan OK. Dé xem phin binh luan, nhan nit Show General
Discussions trén thanh cong cu Discussions.

Tao phim tat cho cac ki tu dac biét. Mot s6 ki hiéu thong hay lap lai. Néu khong mudn tim trong
menu Insert mdi khi b6 sung mot ky tu dic biét, ban hdy thir th thuat nay. Chon Insert.Symbol, trong hop
thoai Symbol chon normal text & phia dau danh sach Font xuét hién né€u ban mudn c6 tinh linh hoat cao
nhat; hodc chon mot font cu thé néu ban can ki tu chi xudt hién & dang font d6. Nhan vao ki tu dic biét
ban muén dung, réi nhan Shortcut Key. Nhan t6 hop phim theo ¥ mudén, chon 6 6Press new shortcut keyd
dé€ dam bao 12 n6 cha doc dung. Khi da Iva chon xong, nhan Assign rdi Close. Lap lai tong tu cho céc ki tu
khdc. Lu y: Word 2000 hé trg Unicode, vi vay ban c6 thé go bang nhitng ngon ngit khdc nh Nhat, Do
Thdi, Arap... va tiéng Viét. Dé cai dat module ngon ngit, vao Tools.Set Language. Ban s& nhan doc thong
bao da dia CD-ROM cai dat vao.

Chen bang vao bang. Cic bang 16ng nhau la viéc phic tap, nhng véi Word 2000 thi dé dang hon.
Nhan vao mot 0 trong bang, noi ban mudn chén bang khéic vao, chon Table.Draw Table. Dung con trd dé
v€ bang mdi. Mot cach khéc 1a chon Table.Insert. Table roi xdc dinh s6 coOt va hang trong hop thoai.

B4 sung 16i chinh td thong dung vao AutoCorrect. Chiing ta ai ciing c¢6 nhitng tir hay bi 16i. Hay da
ching vao danh siach AutoCorrect cia Word. M tinh nang tu dong kiém 16i chinh ta bang céch chon
Tools.Options.Spelling & Grammar.Check spelling as you type va nhan OK; sau d6 nhan phim phai chuot
vao tir sai. Chon AutoCorrect r6i nhan vao tir diing. Word bé sung tlr ndy vao danh sdch AutoCorrect clia
né va sé tu dong sira vao 1an sau khi ban t4i pham. Lu y: tir ding phai nim trong tir dién ctia Word dé lénh
AutoCorrect diing dé€ hién thi.



B6 sung do hoa vao AutoCorrect. Ban ciing c6 thé sit dung AutoCorrect nh mot macro dé bd sung cic
doi tong d6 hoa thong dung. Chon hinh ban muén bé sung vao danh sich AutoCorrect. Chon
Tools.AutoCorrect va gd tén tat cho hinh dé, chang han logol, trong trong Replace ctia hop thoai
AutoCorrect. Nhin vao Formatted Text, roi Add va cu6i cing 1a OK. Mudn chén hinh nay vao tai liéu bat
k¥, g0 tén tit cha nd roi nhan Space hoac Enter.

Tao biéu theo déi. Biéu theo ddi c6 thé gitp ban tim hiéu nhiéu lénh va phim tat ciia Word. Dung mot
macro ¢6 sidn ctia Word dé tao biéu. Chon Tools.Macro.Macros hoic nhan <Alt>-F8. Trong hop thoai
Macros, chon Word commands tir danh sich 6Macros ind. G6 ListCommands trong trong Macro Name va
nhan Run. Chon Current menu and keyboard settings hoac All Word commands trong hop thoai List
Commands. Nhan OK. Word s& tao mot tai liéu gom céc thong so thiét 1ap hién hanh hay cdc lénh.

Excel

Excel 2000 véi nhiing tinh ndng mdi phong phii ¢é thé coi la trong tam ciia bo Office 2000. Ban sé khdam
phd doc khd néng cong tdc trén Web, nhiing tinh ndng bdo mdt khong cong bé dung 6 dn, dinh dang 6 cé
diéu kién, va cdach tao niit siéu lién két cung nhitng diéu thii vi khdc.

Cat gifu cac 6 an. Dé tranh nhitng cap mat td mo vé chi tiét trong cdc cot va hang 4n, hiy tao ban sao
chi gébm c6 cac 6 hién thi & dang gian loc. Tréc tién cho Excel hién thi chi cdc cot hay hang gian loc, sau
d6 chon tat ca dir liéu gian lgc. Trong menu Edit, nhan vao Go To, chon Special réi nhan Visible cells
only. Bay gid chon nit Copy, nhin vao 6 bat ky trong mot biéu trong, va nhin nit Paste. Biéu méi tao sé
chi chita dit liéu gian lgc.

Tha bang Web vao Excel. Chic ban da biét 1a c6 thé lu bang tinh & dang trang HTML. Nhng ban c6
biét 12 hién nay c6 thé dé dang sao bang HTML tir mot trang Web truc ti€p vao bang tinh ctia ban? Chi
can chon dit liéu bang trong trinh duyét Web, r6i kéo né va tha vao vi tri mong muon trong bang tinh.

Lu bang tinh dé6i dang trang Web tong tac. Khi Excel 97 Iu bang tinh thanh trang HTML, n6 tao ra
céc trang Web tinh ma ngdi ding khong thé thao tdc, sdp x&p hay stta déi. Excel 2000 cho phép ban tao
trang Web thuc su tong tdc mot cach dé dang nh lu dit liéu bang tinh tinh & dang file HTML vay. Trdc tién
chon File.Save as Web Page, sau d6 nhap tén tai liéu vao khung oFile named. Chon nit Selection:Sheet
néu né cha doc diém sang. Nhan vao 6 canh Add interactivity. Nhd' chon 6 nay, 1an sau khi ban lu bang
tinh, biéu do hay bang pivot & dang trang Web bang lénh File.Save as Web page, khach dén tham trang
Web clia ban (dung Internet Explorer 4.01 try 1én) s& c¢6 kha nang thay déi noi dung va dinh dang cta
nhitng di liéu khong khéa. Khi mg bang tinh trong IE5, ban ¢6 thé hiéu chinh cdch trinh bay thong tin
bang trén trang Web, hoac thuc hién cac phép tinh. Nhian phim phai chudt vao mot 6 va chon Property
Toolbox. Tir day ban c6 thé thay déi dinh dang, tinh to4n hay tim kiém 0.

Tao dinh dang c6 diéu kién. D& 1am cho nhiing gi4 tri dac biét (chang han con s6 x4c dinh xem doanh
thu c6 dat chi tiéu hay khong) néi bat trén bang tinh, hdy dung tinh nang Conditional Formatting. Chon
vung ban mudn dinh dang, r6i chon Format.Conditional Formatting. Trong hop thoai xuét hién, nhin vao
miii tén bén déi Condition 1 va chon Cell Value Is hoac Formula Is. Tiép theo, nhan vao mdii tén trong tr-
ong ké ti€p va chon so sanh bang (equal to), 16n hon (greater than) hay phong an bat ky khéc trong menu
do6. Nhap gid tri vao trong thit ba. Sau d6 nhan nit Format réi chon mau sic va cac thuoc tinh ctia font
(dam, nghiéng...) trong 6. D¢ tao thém dinh dang c6 diéu kién cho cuing dit liéu, nhan nidt Add va lap lai
cdc bdc trén. Mudn bo mot diéu kién, nhin nit Delete roi nhan ti€p vao diéu kién da doc dénh so.

Pé macro lam viéc trong moi biéu (workbook). Khi ghi mot macro, c6 1& ban mudn né cé hiéu luc
trong céc biéu khéc nita, nhng theo thiét 1ap mic dinh ctia Excel thi cdc macro chi 1am viéc doc trong biéu
ma ching da doc tao ra. Dé khic phuc han ché nay, ban cin lu macro clia minh trong Personal Macro
Workbook chit khong phai trong biéu dang md. Chon Tools.Record New Macro. Trong 6 0Store macro
ind, cuodn xudng va chon Personal Macro Workbook. Dit tén macro, nhan OK, roi bat ddu ghi macro mdi.
Excel tao Personal Macro Workbook ngay lan dau tién khi ban lu vao né va thoat ra khoi chong trinh. T
day n6 sé tai workbook nay méi khi ban khéi dong Excel.



Chuyén niit trén thanh cong cu thanh siéu lién két tiy bién. Néu thong phai vao Web site, intranet,
tai liéu hay dia chi e-mail c6 dinh nao d6 trong khi 1am viéc vé6i Excel, ban c6 thé dat doc diéu ndy bang
mot dong tdc nhdn chudt néu gan siéu lién két cho nit trén thanh cong cu. Tréc hét, chon
View.Toolbars.Customize. Nhan vio 6 Command, rdi tir danh sach Commands kéo niit Custom (biéu tong
mat coi) dén vi tri trén thanh cong cu, noi ban muon dat nit siéu lién két. Tha phim chudt ra. Bay gio hay
nhan phim phai chuot vao nit hinh mat coi va chon Assign Hyperlink.Open. Nhap dia chi URL trong 6
Type the file or Web page name. Ban ciing c6 thé chon mot trong nhitng biéu tong & thanh cong cu doc
phia bén trai dé hién thi danh sich cdc trang Web mdi duyét hay nhitng dia chi e-mail doc ghi trong
Outlook. Néu site hay dia chi ban muon lién két t6i c6 trong danh sdch, chi cdn diém sdng né r6i nhan
OK.

Lu y: Ban khong bi bé budc véi biéu tong mit cdi. Néu vao mot ngay ban cam thdy khong vui vé, nhan
phim phai chuot lén biéu tong mat coi trong hop thoai Customize réi chon Change Button Image. Nhén
vao mot trong nhitng biéu tong trong bang xuat hién va déng hop thoai Customize.

Outlook

Outlook la trinh qudn ly thong tin cd nhdn va e-mail dua trén wizard rdt thudn tién, gitip ban quadn 1y hop
th dén, cdc cudc hen, cdc tdc vu va cd nhitng ghi chii. Trong so cdc ving dung cuia Office 2000, Outlook la
it thay doi nhat, tuy nhién véi nhitng tinh ndng phong phii ciia né thi cdc thii thudt sau ddy ciing gitip ban
tranh doc ldm phién phiic va tiét kiém nhiéu thoi gian.

Don gon hép th dén (Inbox). Ching may chéc ma Inbox ciia ban s& chat ciing céc thong diép va that
khé khan cho ban khi tim ki€m nhiing thit quan trong trong d6. Cong cu Organize c6 thé gidp ban tu dong
sép x&p th dén vao céc folder. Sau khi chon Inbox trong danh sach Outlook Folder (hoidc Outlook Shortcut
Bar), nhan vao Using Folders trong cong cu Organize. Chon mot thong diép nao dé, Outlook sé& tu dong
chi ra tén ngdi gl trong hop thoai dCreate a ruled. Bay gio hdy tao folder dé lu céc thong diép. Chon 6
bén canh 6intod trong hop thoai 6Create a ruled, roi cudn xuong va chon Other folder. Hop thoai Select
Folder s& xudt hién. Nhan niit New, chong trinh s& nhéc ban diém séng vi tri ban muon folder méi xuat
hién trong Folder List. Néu ban diém sang Inbox, folder ndy s& xuét hién trong Inbox nh mot folder con.

Nhan OK dé déng hop thoai Select Folder, réi nhin niit Create trong 6Create a ruled. Tir day, tat ca
thong diép tir ngdi guri nay s€ doc lu trong folder chi dinh, dé tim hon nhiéu. Khic véi Outlook 98, nguyén
tac cua ban 2000 cho phép 4p dung nhitng qui dinh tu tao d6i vdi tat ca cdc muc trong Inbox, tiét kiém doc
nhiéu thoi gian. Dé khi doc hoi, nhan Yes sau khi tao qui dinh.

Quan ly thong diép tir mot vung dia chi (domain). Outlook con quén 1y céc thong diép tir toan bo
mot ving Internet, chang han annoyingserver.com. Ban c6 thé tao mot qui dinh tim kiém tén viing trong
dia chi e-mail, réi chuyén cdc thong diép tir viing nay vao folder do ban chon. Nhin nit Rules Wizard &
goc trén bén phai cua cong cu Organize. Ti€p theo, nhan nit New. Trong 6 trén cung, chon Check
messages when they arrive va nhan Next. Sau d6 4p dung diéu kién loc theo qui dinh cta ban: chon with
specific words in the senderds address trong 6 trén. Vao khung mo ta Rule va nhan vao specific words.
Trong hop thoai Search Text, go tén ving ma ban mu6n Outlook theo ddi (vi du annoyingserver.com) va
nhan OK dé déng hop thoai.

Nhan Next roi Move to specified folder trong 6 trén cung. Chon Specified Folder trong 6 Rule
Description va chon folder ban muén lu thong diép, hodc tao folder méi bang cdch nhéan nit New.

Chia sé cac qui dinh tu tao. Mot khi da tao cdc qui dinh dé quan ly viéc Outlook xir 1y thong tin céd
nhan, c6 thé ban s& muoén chia sé v6i nhiing ngdi dung khdc. Rules Wizard thuc hién viéc nay dé dang.
Nhan ndt Options trong hop thoai Rules Wizard, r6i nhan nit Export. Rules Wizard sé Iu tap hop cac qui
dinh v6i phan m& rong 1a .rwz. Ngoi khdc muén ding tap hogp nay c6 thé nhap né bing cdch chon
Options.Import trong hop thoai Rules Wizard. Tuy nhién nén nhé 1a néu ban chia sé cac file .rwz cua
Outlook 2000 v6i nhitng ngoi dung Outlook 98 thi mot s6 qui dinh s€ khong tong thich véi phién ban cii
nay.



Ma héa th dén biang mau sic. Outlook c6 thé tu dong tao mau cho tiéu dé cac thong diép, chang han
do sép chia ban gti t6i, d€ 1am néi bat. Trong cong cu Organize, nhan Using Colors. Chon tic gia clia cdc
thong diép ban mudn ddnh dau mau, chon mot trong 18 mau c6 thé dung, va nhian Apply Color. Tir day tat
ca thong diép do ngoi nay gui téi s ¢6 tiéu dé mau.

Lam chu bo loc th. Ca Outlook 98 va Outlook 2000 déu c6 bo loc th khong mong mudn, tim ki€m theo
nhitng tir nhit dinh. O& ch€ do mic dinh, né danh d4u nhitng e-mail tap nham va noi dung danh riéng cho
ngoi I6n biang mau sic riéng biét. Nhng bo loc c6 thé ddnh d4u ca nhiing th c4 nhan c6 chia tir hay cau
"pham hiiy", hodc tham chi x6a nhdm nhiing thong diép quan trong ngay khi nhan dgc. D€ kiém tra xem
phién ban Outlook ctia ban dung phong phap loc nao, hay vao th muc \Microsoft Office\Office va xem file
filters.txt.

Dé b6 sung hoic cap nhat danh sach dia chi gti th cin loai bd hay nhitng noi dung danh cho ngoi 16n,
nhan vao Organize r6i chon 6 Junk E-Mail & phia tréi clra s6 xudt hién. Ban c6 thé chi dinh dia chi hay ng-
Oi glii can loc bo bang cdch nhan phim phai chudt vao thong diép r6i chon Junk E-Mail tir menu va lam
theo chi dan.

Tao phim tat cho folder. Ban mu6n truy cap nhanh dén mot folder nao d6 cua Outlook? Chi can nhin
lén folder trong Outlook va kéo né vao man hinh lam viéc hodc thanh Quick Launch. Diéu nay sé tao ra
mot phim tét (c6 tén 12 "Exchange shortcut", ban cin dit tén lai) dé md folder khi c6 yéu ciu chit khong
phai m& Outlook. Nghia 1a ban ¢6 thé doc va stra nhiing gi ¢6 trong folder nhng khong truy cap dgc nhiing
thit khac cua Outlook.

Bao vé su riéng t. Nhitng ké nhiéu su c6 thé tim cdch nim dia chi e-mail ciia ban bing cach dat thong
diep nhan-doc tu dong. Outlook c6 chic ning ngin ngira viéc nay. D€ thiét 1ap, nhan Tools.Options va
chon 0 Preferences trong hop thoai Options. Nhan vao nidt Email Options roi nhan Tracking Options.
Trong hop thoai Tracking Options, chon muc Ask me before sending a response & cu6i trang dé dam bao
chong trinh khong tu dong doc th va phan hoi néu khong c6 su chap thuan cua ban.

PowerPoint

Thdam hiém trong PowerPoint 2000 dé dang hon PowerPoint 97 nho mot s6 diém sang Microsoft dé lai
doc dong di. AutoFix Text gio ddy tu dong chinh kich théc vdan ban cho phit hop vadi slide, con Tri-pane
View két hop cdc chitc nang xem Slide, Outline va Notes riéng ré tréc ddy. Cung vdi hang loat cong cu
trinh bay Web va khd ndng sdng tao, PowerPoint c¢o tdt cd siic manh ciia mot chiia son ldm - ban chi cdn
biét cdch thudn héa né.

Xuat ban trén Web. PowerPoint 97 cho phép ban lu céc trinh bay Web & dang HTML bang chiic niang
Save as HTML ctia menu File r6i thuc hién theo chi dan ctia wizard nay. Con PowerPoint 2000 ¢6 nhiing
chiic nang xudt (output) HTML manh hon dé phan phdi ban trinh bay (presentation) 1én Internet hoic
intranet van phong. Chon File.Save as Web Page, 16i chon nhiing chic niang mong mudén trong 6 Publish
as Web Page. Vi du, néu ban khong muén nhitng ghi chi clia ngoi néi (speaker) hién thi trén trang Web,
hiy bo chon 6 Display speaker notes. Néu ban mudn c¢6 thanh di chuyén, mot chitc nang thuan tién cho
ngdi xem trang Web, nhan nit Web Options va chon Add slide navigation controls. Nhan OK dé thodt
khoi 6 Web Options, r6i nhin Publish trong hop thoai chinh khi ban da sian sang. PowerPoint 2000 lic do
s€ tao cac file HTML ma ban yéu cau.

Xem tréc cac trinh dién Web. Trdc khi lu ban trinh bay trong PowerPoint 2000 & dang trang Web,
ban c6 thé thi sat va hiéu chinh né bing tinh nang xem tréc trang Web.

M6 ban trinh bay ban muén xudt ban thanh trang Web. Lu lai nhiing thay déi 1an cu6i. Chon File.Web
Page Preview dé md né trong trinh duyét Web mic dinh clia ban (tinh niang nay ctia PowerPoint chi lam
viec v6i Internet Explorer 4.01 tr& di). Sau khi xem xong, ban c6 thé déng trinh duyét va trd vé
PowerPoint. Tai thoi diém nay, ban c6 thé thay déi bat ky chiic niang xuat nao da xdc dinh tréc day bang
cach chon File.Save as Web Page.Publish, roi lap lai qua trinh xem trGc cho dén khi ban hai long va sin
sang tao trang Web cd dinh.



B6 sung cac cham dau dong vao ban trinh bay. PowerPoint 97 va 2000 cho phép ban thém cham dau
dong vao slide dé 1am néi bat y can nhdn manh, chang han khi liét ké cc tinh nang clia sin phim méi.
Trong PowerPoint 97, chon van bian muon dinh dang, nhan phim phéi chudt dé xuat hién menu r6i chon
Format dé m& hop thoai Bullet. Tai day ban c6 thé chon font, mau sic, kich théc va kiéu cham ban muén
dung.

Trong PowerPoint 2000, chon vian ban mu6n dinh dang, nhan phim phai dé m& menu, va chon Bullets
and Numbering. Trong hop thoai xuat hién, chon kiéu chdm c6 sdn hodc nhan nit Picture hay Character
dé vao phén lua chon bé sung. Vi du, nhin nit Picture d€ m& hop Picture Bullet va vao danh sdch cic
chdm d6 hoa trong 6 Picture hay chdm hoat hinh trong 6 Motion Clips. Ban ciing c6 thé nhap kiéu chidm
riéng clia minh vao céc folder nay. Trong 6 Motion Clips, nhan vao lua chon nay réi chon chiic nang
Insert clip trong menu xuét hién (muén xem tréc hoat hinh, nhan Play clip). Dé xem cdc chdm xuat hién
trong slide ra sao, nhan ndt Slide Show & bén phai cdc nit chiic nang xem.

Thu Nga - PC World My 9/1999
Nhiing dié¢u co ban vé Office

Office 2000 cho ban nhiéu lua chon cai dat, ty bién va tao tai liéu vé6i cdc thanh phan tir tit ca ing dung
ctia né. Dé biét cach thuc hién nhitng diéu nay can ¢6 mot s6 héng dan.

Néu ban mudn giit lai phién bdan Office cii trong hé thong, nhdn Customize. Néu khong, Upgrade Now sé
loai bo né.

Khéi dau bang viéc nam quyén diéu khién

Microsoft goi ban Office 2000 Premium Edition ctia ho 1a bo phan mém van phong (office suite). Nhng
v6i dung long khéng 16 chita trén 4 CD-ROM (cai dat day da chiém 526MB) phai goi n6 1a cao 6c van
phong (office building) thi ding hon. Cai dat bo phan mém nay lén hé théng ctia ban mot cach hitu hiéu
nghia 12 phai chon xem cai nhitng thanh phén nao va & dau. Ban phai diéu khién dgc Office 2000 ngay tir
ddu, néu khong sau ndy né sé diéu khién ban va thoi gian ctia ban. Mudn vy, hdy tham khao nhitng chi
dan sau:

Nhiing lua chon dau tién. Khi Installation Wizard héng dan ban nhéap thong tin khach hang va khéa
CD, dong thoi ban chidp nhan mua ban quyén st dung, ban sé€ d6i mat véi lua chon dau tién: Upgrade Now
(Nang cap bay gio) hay Customize (Tuy bién). Nit Upgrade Now s€ loai bo phién ban Office cii va cai dat
Office 2000 trong th muc mac dinh.

Day la cach dé dang nhat, nhng ban khong khéng ché doc qua trinh cai dat nh véi lua chon thi hai. Néu
muon gitt lai phién ban Office cii thi chon niit Customize.

Bdc dau tién khi cai dat tuy bién cho phép ban chon vi tri cho cac file Office. Néu chi ¢c6 mot dia ciing
thi c6 thé theo vi trf mic dinh, nhng khi ¢6 nhiéu 6 dia logic, ban c6 thé thay déi vi tri cha folder Office
bang cdch nhap dong din méi trong trong vi tri. Chi y: khi dé Office cai dat trong th muc mic dinh, trinh
Installer s€ x6a phién ban Office cii. Néu ban muoén giit lai phién ban cii, hdy xac dinh th muc cai dat méi
cho ban 2000.

Giir lai Office 97 hay khong. Sau khi x4c dinh th muc méi cho Office 2000, ban c6 thé gitt lai Office
97 bang cach chon 6 Keep these programs trong Installer. Vi Office 97 chi€m it nhat 80MB, ciing nén dé
Installer x6a phién ban cii nay di. Nhng néu ban c6 nhiéu khong gian dia cting, c¢6 thé giit n6 lai cho dén
khi cai dat xong Office 2000 va xac dinh r6 1a ban thich phién ban mdi réi x6a di ciing khong muon. D
céch nao thi céc tai lieu va biéu miu cha ban van doc bao ton, va Office 2000 s& thay céc ban ctia Outlook
cii bang Outlook 2000 (dt liéu trong s6 dia chi van gift nguyén).

Chon nhiing gi nén cai dat. Ban phai thuc su lua chon khi Installer béc sang hop thoai Selecting
Features. Ban c6 thé cai dit toan bo hay mot phin clia bat ky tng dung nao trong bo phdn mém nay, hoic



loai bd han mot vai ting dung nao dé. S& mat chiit it thoi gian va suy nghi dé cai Office theo cich ban
muon, vi vy ciing dimg voi vang. Sau day 1a nhiing tha thuat gitp ban vot qua cong doan phiic tap nay:

Nhdn vao biéu tong dia cing dé truy cdp menu cho phép ban diéu khién qud trinh cai dcit.

Tréc tién nhin vao biéu tong 6 dia cing - d€ chon hay bd chon timg tng dung. Mot menu xuét hién.
Chon Not Available dé khong cai dat ting dung canh biéu tong nay. Nhan vao d4u cong (+) canh ting dung
hay tinh ning nao d6 dé truy nhap vao céc tinh niang bén déi mic dé.

Nhan nit canh mot tinh niang dé hién thi menu lua chon mic cai dat tinh nang do, rdi chon phong 4n:
Chon Run from My Computer dé cai dat tinh nang nay lén dia ciing ctia ban.

Chon Run all from My Computer dé cai dat tat ca tinh nang tai muc hién thoi va déi né. Khi d6 niit tinh
niang nay s& thanh mau tring, thé hién su lua chon clia ban. Néu c6 nhiéu chd trong trén dia cing, hdy
chon phong 4n nay dé tranh gip phai nhitng lénh khong mong muén khi da CD-ROM cai dit vao.

Chon Run from Network hay Run all from Network néu ban dang cai dat tir server mang. Nhitng tinh
nang doc chon s& niam trén server va ban c6 thé dung chiing khi két néi vao mang.

Chon Run from CD hay Run all from CD dé chay mot hay nhiéu tinh niang ctia Office tir 6 CD-ROM.
Nén nhé rang ban phai truy cap vio CD-ROM Office dé st dung nhitng tinh ning doc cai dat theo kiéu
nay, va chung sé tai tong doi cham.

Chon Installed on First Use dé tan dung tinh ning Install on Demand (ci dit theo yéu ciu) ctia Office.
Cac tinh nang cai dat theo cdach nay sé xuat hién trong menu Start va trong cdc menu chong trinh. Lan dau
tién khi ban chon mot tinh nang, Office s& nhac ban da CD-ROM vao rdi cai dit ¢6 dinh tinh nang nay.
Dung cach thiét 1ap nay do6i v6i nhiing tinh nang ma ban cha can sit dung ngay hoac khong quen thudc
1am.

Chon Not Available dé loai bd han mot tinh niang hay nhitng tinh nang déi miic ny. Sau ndy muén cai
dat nhiing tinh nang do6, da dia cai dat vao, chay Setup néu dia khong chay tu dong, roi chon Add or
Remove Features.

Xem dong Size trong hop thoai dé biét long khong gian téng cong trén dia ciing can cho thiét 1ap cai dat
hién thoi.

Néu ban muén xem mo ta cia moét tinh nang, nhan vao tinh nang d6 ro6i doc van ban trong dong
Description xuét hién bén déi.

Can chd y dac biét dén tinh nang Office Tools. Office 2000 ¢c6 céc ting dung nho nh Photo Editor, hd
trg cac ngon ngit, tinh nang quét va video, v.v... phdn nhiéu khong doc cai diat mac dinh. Hay kiém tra
danh sach va danh dau chon nhitng tinh nang ban muon. Lu y: Néu khong thich Office Assistant hoat
hinh, ban c¢6 thé cha cai & thoi diém nay. Néu muon cai dit, xem muc "Office Assistant: dung hay bo"
ciing trong bai ndy dé biét cdch diéu khién no.

Nh6 trién khai ca danh sach Converters and Filters. Phan 16n ngoi ding chi cdn mot vai bo loc vin ban
va do hoa dé nhap va xuat céc file. Chi nén cai dit nhitng gi ban du kién st dung.

Am hiéu nhiing cai méi

Giong nh moi ban nang cap phan mém, Office 2000 doi hoi phai hiéu chinh céch thiic thuc hién cac tac
vu khac nhau nh trinh bay sau day.

Tai liéu ¢ dau? Tinh nang Single Document Interface méi ctua Office 2000 1am cho méi tai liéu cta
Office 2000, du la file Word, bang tinh Excel hay béan trinh bay PowerPoint, déu c6 niit riéng trén thanh
cong cu chit khong gop chung trong niit ciia ting dung nh Office 97. Mudn chuyén sang tai liéu mé khéc,
ban chi can nhan vao tai liéu muén ma trén Windows Taskbar thay vi nhan vao nidt Gng dung trén thanh



cong cu roi méi mo tai lieu. Dé Windows Taskbar ¢6 chd sip xép cho céc tén file, nhan va kéo dai thanh
cong cu ra. V6i giao dién mdi, ban vin c6 thé chuyén qua lai giita céc tai lieu m& bing <Alt>-<Tab> va
<Alt>-<Shift>-<Tab>. Chuyén déi giita cdc ti liéu ciia mot ing dung bing cdch chon Window 16i chon
tai liéu hoac nhan Ctrl-F6 hay Ctrl-Shift-F6 dé di chuyén qua lai lui gifta cdc tai liéu md cla ting dung
nay.

Tam biét Office Assistant bang cdch nhdan niit Options va chon Disable.

Nhap tir may quét. Ban c6 thé chén mot hinh dnh tir mdy quét hay nguén video truc ti€p vao tai liéu
Office 2000 bang cach chon Insert.Picture r6i m& rong menu con Picture (néu cin) dé tim lénh From
Scanner or Camera.

Office Assistant: dung hay bo. Tinh niang Office Assistant phién phitc nay c6 than thién hon so véi
trong Office 97: néu muon ban c6 thé loai bé né hoan toan nhng van gift lai tinh nang Answer Wizard
Help. D€ hién thi Assistant tir tng dung bat k¥, chon Help.Show the Office Assistant. Mu6n gifu né di,
chon Help.Hide the Office Assistant. C6 thé loai bo né bang cdch nhan phim phai chuot vao Assistant roi
chon Options tir menu cam ngit canh. Bd chon Use the Office Assistant. Dé g& bd hoan toan Office
Assistant, chay Office Setup lan nita tr CD-ROM va bd chon né nh mo ta trong muc "Chon nhiing gi nén
cai dat".

M rong thanh tdc vu dé cé ché cho tdt cd cdc niit cua tai liéu Office.

Tong thich véi cac phién ban cii. Office 2000 ¢c6 moét s6 phong phdp dam bao tinh tong thich véi cac
ban Office cti. Word 2000 tu dong lu file & dang c6 thé doc bang Word 97, tuy nhién cdc tinh nang riéng
ctia 2000 s& khong thé c6 trong phién bén cil.

Néu thong chia sé tai lieu v6i ngoi dung Office 97, ban s€ d ton nhicu thdi gian nho loai bo nhitng tinh
nang khong c6 trong Word 97. Chon Tools.Options, nhan niit Save, chon Disable features not supported
by Word 97 va nhan OK. Céc file Excel 2000 c6 thé lu & nhiéu dang. Chon File.Save As rdi chon
Microsoft Excel 97-2000 & 5.0/95 Workbook (.xls) tir danh séch Save as type. Lu y rang cling nh véi
Word, mot s6 tinh nang cap tién s€ khong c6 trong phién ban cii.

Clipboard cuia Office 2000 c6 thé tdp hop dén 12 doi tong van bdn va dé hoa. Kéo chudt phia trén dé xem
tréc, roi nhdn chuét dé dan.

PowerPoint cling cung cap lua chon da dang khi lu. Chon PowerPoint 97-2000 & 95 Presentation (*ppt)
trong danh sach 6Save as typed.

Dé dat dgc tinh tong thich t6i da giita céc phién ban va kha niang doc t6i da cac tai liéu Office 2000, nén
can nhéc viéc lu tai liéu & dang HTML. Trong phan 16n cac ting dung, ban s& tim thdy lénh 0Save as Web
Pageo trong menu File. OG dang nay, bat ky ai ¢6 trinh duyét Netscape hay Internet Explorer ban 3.x trg
di déu c6 thé xem tai liéu chia ban (chit khong stta d6i). Xem thong tin vé céc dang file HTML khong tong
thich cua Office 2000 tai www.pcworld.com/jul99/oftice2000.

Stra 16i Office. Diéu nay c6 thé xay ra véi bat ky ai: mot tng dung Office bat ddu truc tric, ¢ khi hoan
toan khong 1am viéc. C6 thé ai d6 x6a mat mot file can thiét, hodc file bi hong. Néu diéu nay xay ra trong
Office 2000, hay chon Detect and Repair trong Help ctia ing dung. Néu ting dung van khong khéi dong,
da dia CD-ROM Office 2000 Disc 1 vao, chay Setup va chon Repair.

Office tich hgp

Ban mudn tao mot tai liéu st dung mot s6 ung dung ctia Office? Nho cac tinh nang tich hop tai liéu méi
trong Office 2000, di€u nay dé thuc hién hon ban tong.

Clipboard tot hon. Tinh nang Collect and Paste ctia 2000 cho phép ban tap hop 12 doan tai liéu tir bat
ky tng dung nao ctia Office réi d4n ching theo thit tu bat ky vao mot tai liéu hay biéu mau.



Tap hop: chon van ban, dit liéu hay doi tong. Chon Edit.Copy (hay nhan <Ctrl>-C) hoac Edit.Cut (hay
nhan <Ctrl>-X). Lap lai d6i véi ca 12 lya chon.

Dan: dat con trd vao vi tri ban mudn dan tap hop trén. Néu thanh Clipboard khong hién thi, nhan phim
phai chudt vao thanh cong cu bat ky roi chon Clipboard. Kéo con trd chuodt phia trén cdc muc cua
clipboard dé xem noi dung. Nhan vio muc ban cin dé cheén tap hop.

GUi e-mail truc tiép tir Office. D€ giri tai lieu dén cho ngdi khéac tir mot ing dung Office, chon
File.Send To r6i chon Mail Recipient hoac Mail Recipient (as Attachment). Khi d6 Outlook s& khai dong,
cho phép ban chon dia chi va gtri th. Néu chon Mail Recipient, Office sé gtri th & dang HTML ma bat ky
khach hang e-mail nao c6 kha naing HTML déu c6 thé doc dgc. VGi Mail Recipient (as Attachment), tai
liéu s& doc guri di nh file kém th, & dang ma né da dgc lu.

Mot tai liéu, nhiéu nguon. Office dé dang tich hop dit liéu va cdc doi tong tir tat ca ing dung trong
Office vao mot tai lieu. Ding Word lam co s& d€ tao tai liéu roi thuc hién tich hop tir day.

Pé tao mot d6i tong méi, chon Insert.Object va chon ting dung. C6 thé soan thdo déi tong nay trong
Word ding giao dién cua ting dung da chon. Muon chen céc doi tgng c6 san, dung Collect and Paste. Nh-
ng néu muon da vao mot lién két dé nang cap tai liéu mdi khi d6i tong goc thay déi, ban cin dan né ngay
sau khi sao chép: chon va sao chép doi tong trong ting dung khac, quay vé Word, chon Edit.Paste Special,
chon kiéu clia d6i tgng nay tir danh sach As, chon Paste Link va nhan OK. Ban c6 thé stta d6i d6i tong nay
trong chong trinh g6c¢ clia n6é bing cach nhin dip vao doi tong. Chen céc siéu lién két vao tai liéu, file
Web hay tai liéu intranet dé md rong tinh toan cau. Chi cAn nhap URL dé tu dong tao siéu lién két, hoic
chon Insert.Hyperlink hay nhan Ctrl-K dé tao né diung hop thoai liét ké cdc bookmark ctia Internet
Explorer va cho phép xem 6 dia ciing cuc b, cic ldng giéng trong mang hay duyét Web.

Tuy bién Office 2000

C6 vé nh Personalized Toolbars vd Menus mdi cua Office 2000 thé hién c¢6 ging ctia Microsoft nhim
gidi quyét su 1on xon trén man hinh. Céc thanh cong cu hién thi nhitng nit mdéi st dung gan day nhat; cdc
menu chira nhitng 1énh méi sir dung nhat. Thanh cong cu va menu theo sat nhiing gi ban st dung khi lam
viéc; khi ban diing dén nhitng nit cong cu hay 1énh menu khdc, ching ciing s& xuat hién. Diéu nay ldc dau
c6 thé 1am cho ban ling ting, nhat 12 khi da quen véi giao dién ctia Office 97. Hay tham khdo cdc thu
thuat sau:

Pé tim 1énh va nit hién dang khong hién thi, nhan vao 2 chit V & géc phai cudi thanh cong cu hoic &
cu6i menu. Khi ban diing dén mot niit hay 1énh, n6 s& hién thi trén menu hay thanh cong cu diu tién.

Mot cach don gian hon dé xem lénh menu dang khong hién thi 12 d€ m& menu trong vai giay. Néu ban
da chon Tools.Customize.Options.Show full menus after a short delay, n6 s€ tu dong mé rong.

Néu muon bé sung mot nit méi cho thanh cong cu nao doé, nhan vao niit More Buttons ctia thanh cong
cu d6 va chon Add or Remove Buttons. Sau d6 chon niit ban muén bé sung hoic chon Customize dé truy
nhap tat ca cdc 1énh, chic nang va biéu tong.

Néu muodn loai bé mot nit khoi thanh cong cu, nhan gitt phim Alt va kéo nit d6 ra khoi thanh cong cu.
Dé cac thanh cong cu cta Office 2000 thé hién va lam viéc gi6ng nh trong Office 97, chon
Tools.Customize.Options va bo chon Menus show recently used commands first. Sau d6 danh ddu chon

Standard and formatting toolbars share one row. Nhan Close.

Pé da mot thanh cong cu vé trang thii mic dinh ciia né, nhan niit More Buttons, chon Add or Remove
Button r6i chon Reset Toolbar.



