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Core Skills

Muc tieu

« hiéu mét diém dng tab la gi

 nhan biét cac loai khac nhau
cla cac diém dirng tab

« thiét 1ap cac diém dirng tab
trén thanh thwdc do cling
nhw cac hop thoai Tabs

- thiét 1ap cac leader cho céac
diem dwng tab

« x6a MmOt hodc tat ca cac tab

e tao ra cac danh sach gach
dau dong hoac sbé

 tao cac danh sach phac
thao danh s6

e tuy chinh danh séach

e [am yiéc v®i danh sach
da cap

e tao ra phac thao
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Thlet Iap cac dlem dwng tab

]I]IJ o T N R e O R S e 2 e I I LA L 6 LS
B Left Tab Center Tab Right Tab Bar Tab Decimal.Tab
T. Jones VP, Computers Data Processing 565 082 3009
- J. Martinez VP, Supplies Purchasing 64 376 08
= A Chan VP, Manufacturing Manufacturing 62000152
J 0. Arcosa VP, Operations Adminigtration $61,705.297
Left Tab Céac ky tw dwoc nhap vao bat dau & bén trai va di chuyén
sang phai.
Center Tab Van ban dwoc canh gilra trén vij tri tab.
Right Tab Céc ky tw dwoc nhap vao bat dau & bén phai va di chuyén
sang trail.
Bar Tab Thiét l1ap dwdng thang dirng (vertical line) gitra cac cot cha
van ban.
Decimal Tab |S6 dwoc nhap chuyén sang tradi cho dén khi gd dau thap
phan, van ban sau dé di chuyén phai.
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Thiet lap cac diem dirng tab

« Thanh thwéc do 1a cach nhanh nhat dé thiét 1ap va diéu chinh

cac tab
— Bam phim Alt dé do chinh xac

« HOp thoai Tabs tot cho céc vi tri tab chinh xac hodc cac leader

 Piém dirng Tab c6 hiéu lwce tr vi tri tab cho dén khi tab maoi thiét
lap

» Left Tab méc dinh dirng lai m6i 0,5 "

« CO thé thiét 1ap trwdc khi bat dau danh may hoac ap dung doi
v&i van ban hién hanh

« Nhan Tab dé di chuyén tr mot diém divng tab dén diém tiép theo
khi g6

S dung Show / Hide § dé hién thj khi Tab dwoc nhan

© IIG Vietnam.
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Thiét 1ap cac Tabs trén Ruler

* St dung nhw 1& phan hwéng dan dé xem noi tab dwoc dat lién quan
dén van ban

« ScreenTips gilp xac dinh cac danh dau diém dng tab khac nhau
« Dé chon loai tab, bam vao hép Tab Selector
— M@i khi nhap vao, no cho thay loai tab tiép theo
— Néu di qua loai tab, tiép tuc nhap cho dén khi né hién thj mét 1an nira
e Khi Io’ai talq da dwoc chon, kich thanh thwédc do noi chira diém dirng
tab dé di tiép

a1
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Thiét |1ap cac diem dieng tab

« P& thém diém dirng tab mai, nhap vao Tab Selector dé chon loai
tab va sau d6 nhap vao thanh thwdc do

« Pé x6a diém dirng tab hién tai, kéo ky hiéu tab ra khdi thanh
thwoe do

P& diéu chinh diém dirng tab hién tai, kéo ky hiéu tab dén vi tri
moi trén thanh thuwdc do

« Kiém tra cac diém dirng tab thiét 1ap cho tirng dong van ban
rieng lé bang cach nhin vao thanh thwéc do

« Néu diém dirng tab xuat hién véi mau xam trén thanh thwéc do,
co nghia la c6 nhiéu diém dwrng tab khac nhau trong van ban
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Thiét 1ap cac Tabs véi Tabs Dialog Box

» Hién thj danh séch clia tat ca cac vi rT::mmm mttf:‘w
tri tab, nhwng khong hién thj két qua | o5 =)
cai dt = M

» C6 thé thiét 1ap cac tab v&i cac phép |l
do chinh xac hoac chon cac tuy chon || ot ccmer  caon
tab khac ——

- D& hién thj hop thoai Tabs, nhdp dap | o— o
vao b4t ky ky hiéu tab trén thanh e
thwée do —
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To6 chirc danh muc thdng tin

Popular Tours Popular Tours Popular Tours
*  Cycling trips 1. Rockclimbing 1. Cycling trips
*  Whale watching 2. Cycling trips a. Copenhagen
= Rockelimbing 3. lce climbing b. Bogota
* Heli skiing 4. Whale watching 2. Whale watching
e Hotair ballooning . Heliskiing a. Victoria
e Iceclimbing 6. Hotair ballooning b. Perth

3. Rockclimbing
a. Kilimanjaro
b. North
Carclina
4. Heliskiing
a. Rockies
b. Colorado

« CAc loai ky hiéu dau dong hoac kiéu s
e Tuy chinh cho cai nhin khac nhau

P& ap dung thé loai danh sach trén van ban, trén tab Home,
nhom Paragraph, nhan mii tén cho nut danh sach

© lIG Vietnam. 8
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Tuy chinh cac danh muc i CIDIE RAee

Recently Used Number Formats A

1.
 Thay doi kiéu cu thé cho cac ky hiéu dau dong .
hOéC Sé Mumbering Library
e Sau khi ap dung, c6 thé thay dbi mac dinh bang .| s
cach st dung cac tuy chon Library % 3
ERI= - T (9 8| 9 || gapneen : A @)
Recently Used Bullets - I, B b
n c c}
® . L !
R & b
wil[ o] 0][=][+][] — &
} ‘/ - ;ﬂﬁ-u.m'leﬂtﬂuhbefr-ﬁrmals
® . 3 !
w3 gi.'mnut List Level ¥ === Change List Level r
Define Mew Bullet... Define Mew Number Format...
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Tuy chinh cac danh muc

« Xac dinh kiéu mé&i cho ky hiéu dau dong hoac sb

rﬂ-eﬁnc New Number Format w1
Number format
" Define New Bullet | B it ol | ﬂ:“::’h* Al
Bullet character e R m
| mbol.. | | pewre.. || goot.. | L |
Left E Left E
Preview Preview
y 5
2
i
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Tao mét danh muc da cap

 Dé tao danh séch v&i cac cap cua cac cha dé
bang cach s dung ky hiéu dau dong, so6, hoac
két hop

» Dé &p dung danh sach da cap dang danh so,
trén tab Home, nhém Paragraph, nhan
Multilevel List

 Dé chon kiéu sb khac nhau cho danh muc, hay
nhap vao kiéu ttr danh muc hién thi

« D6i v&i mot cap chi sir dung mot kiéu danh muc,
chon van ban va sau do vao tab Home, nhém
Paragraph, nhan Multilevel List, nhap vao
Change List Level, nhap vao kiéu danh muc

Core Skills

Seel (81| T | Aapbcenc ]| AaBb:

anv
Current List

1.

1)

a)
i)

Section 1.01)
(a) Heading *

A Heading . | | Hesdng J—
1. Headin Headng T—

Drefine New Multilevel List...

Define Mew List Style...

Article | Heas

| | Chapter 1 Hes

1 Heading 1—

1.1 Heading 2=
1.1.1 Hasding

© IIG Vietnam.
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Tao mét danh muc da cap

P ) P ~ [ Define new Multilevel st )
* Dé tuy chinh cap do danh muc, —"—
A Z - 1.
trén tab Home, nhom ;—
Paragraph, nhan mai tén trong : o
Multilevel List, kich Define 3 o
New Multilevel List - P —
Vé o . Number format ‘
 Nhan T?b hoac :Sh_njt + 'Ijabl | — | ]
trong van ban de bieu thi cac o =
cap dbé khac nhau EASITI [ s pm
Textindentat:  o,5* % | setfor AbLevels... |
| More >> ;___I;K__H[ Cancel ]
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Tao cac phac thao (Outline)

 Hiru ich dé hién thj sw tién trién & nhiéu cap dé cla
dang danh sé
« D& chuyén sang Outline view:
— Trén tab View, trong nhém Document Views, nhap vao
Outline;
— kich Outline tlr cac ché dd View trén thanh trang thai

Fiie Outlining Home Insert Page Layout References Mailings Review View
9= chow Level Level9 - [ :
W ¥ Levell M Egj s
| Show Text Formatting e
_ v o o= ’ _ Show Collapse Close
Show First Line Only Document Subdocuments  Qutline View
Cutline Tools | Master Document Close
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Tao cac phac thao (Outline)

« D& tang cap van ban dén cap dé cao hon, nhap vao Promote hodc
nhan Shift + Tab

« D& gidm cap van ban dén cap doé thap hon, nhap vao Demote hoac
nhan phim Tab

« D& thém van ban cing cap, nhan Enter va gé van ban moi

« D& gidm cap van ban dén cap Body Text, bam vao Demote to Body
Text

« Dé tang cap van ban dén cap kiéu Heading 1, nhap vao Promote to
Heading 1

« D& xem hodc thay dbi mirc &p dung cho dong hién tai, st dung
QOutline Level

 C4c biéu twong & bén trai cta céac cap thwc hién mé rong hodc thu gon
cac cap

e Van ban gilra cac ky hiéu la "ho van ban“ (family of text)

— Nhép Move Up hodc Move Down dé di chuyén gia dinh cta van ban, hodc
elevenan k&0 dén vj tri moi 1
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Tao cac phac thao (Outline)

¥'| Show Text Formatting
| Show First Line Only

* St dung Show Level dé chi hién thi van ban & cap do

St dung Show Text Formatting dé thay déi hién thj cia
van ban khaoi dinh dang hoac théng thwdng

» S& dung Show First Line Only dé chi hién thj dong dau
tién cua nhiéu dong van ban cho cap dé do
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