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Muc tieu
» chén hoac stra ddi cac * tao, sap xép va nang cao
hinh anh hoac Clip Art hinh dang
« chén, slra doi va nang cao  tao ra mot drop cap
cac hop van ban , - cheén va thay déi cac biéu
e chén va chinh stra cac doi dé SmartArt

twong WordArt
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Chen Hinh anh

 Chén hinh anh tlr nhiéu ngudn va céc dinh dang

tap tin khac nhau e —

2 - - S G@'l" b Librares ¢ Pictures » w |42 ||| Search Suctures 2
*Pée chen hinh anh, o TEENY

4 L Faventes

dat vi tri con tro cho ey | n nnnnnnn
hinh anh va, e .-

4 Bl Duskiop

4 (5 Librarhes

trén tab Insert, "

bt Music
[ Pictures

trong nhdom lllustrations, | == T
nhap vao Picture s

© IIG Vietnam.
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Chen Clip Art

« D& chén hinh anh clip art, dat vi tri con trd, va e

v X

trén tab Insert, trong nhom lllustrations, — ||
kich Clip Art e T
— Search for: Nhé&p van ban cho hinh anh clip art cy | @ mdue offce.com content
thé

— Results should be: Xac dinh noi dé tim kiém cho
phu hgp véi hinh anh

— Include Office.com content: Bao gobm Office.com
dé tim phu hop

— Find more at Office.com: di d&n Microsoft Clip Art
va Media Web site dé tim phi hop |

. . . . .2 .. 2 L, &) Find more at Office.com

— Hints for finding images: Hién thi ctra SO trg’ JiUP @ ws for g mages

v&i thdng tin va I&i khuy@n dé cé két qua tot nhat

© IIG Vietnam.
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Core Skills

Chen Clip Art

«Dé chén hinh anh trong danh sach két qua:

— Nhap vao hinh anh trong danh séch, hoac
—Tré vao hinh anh va sau d6 bam vao
mdai tén xudng cho hinh anh
«Dé xac dinh xem hinh anh phu hop,
diém con trd vao hinh anh

— ScreenTip xuat hién v&i tr khoa
nhw la mét tham khao.

Inzert
“a Copy
X Delete from Clip Organizer
2 Make Available Offline...

Wi o
] Move to Collection.

Edit Keywords...
Preview/Properties

© IIG Vietnam.
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Thao tac v&i hinh anh
e Picture Tools ribbon

™ B Rt B Documentd - Miciosoft Word

“ Hame Tngert  Pape Lavaut  Referendes M linig [ ] View | Famat

o 7

o @
{ | ﬁ ‘_{r{.mp |||||||| 00 | | o (e E re Boe j :ﬂ T Bring Fonwasn I;' hign = |:JI 3] Height: 464"
d Change Ficture 'd p— ‘ d =| o Picture Pitects . 4 ten Barkward
Remo -l!un' lllllllllllllll i —_— | ﬂ d Paosition 'Win r—'W ol Witk 6.5
Gackigmaid Z + EMtects g Fesel Picture - -ﬂ'm upwt o Tate By Seledion Pane Lnum
Adjurt Pictyre Stybs Asrangd e

» Thay ddi vj tri hodc tang cworng su xuat hién cua do hoa
trong tai liéu
« D& chinh sra hinh anh thwc té, phai st dung chwong trinh
danh riéng cho thiét ké dé hoa
» D0 hoa dwa vao s dung pht hop véi bo tri van ban
— Chen hinh anh véi day cua hinh anh xép hang dwéi cung cua dong
van ban
« Céc tly chon dwoc bo tri hinh anh ndi
— Trwdng hop van ban bao boc xung quanh no

© IIG Vietnam.



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Thao tac v&i hinh anh

* Khi hinh anh dwoc chén vao, né dwoc chon tw donq

* Hinh anh dworc lwa chon khi cac hop nho | .

va vong tron bao quanh chu vi Ly

— Céc diéu khién (handle) cho phép ban thao t: L

— Handle vong tron mau xanh |a cay & dau quay hlnh anh

— S dun)g cgc handle dé hién thj hinh anh dwoc lwa chon
hoac dé diéu chinh kich thudc

* Sir dung Reset Picture trong nhom Adjust cua tab
Format dé thiét Iap lai hinh anh ban goc

© IIG Vietnam.
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Dinh kich t

* Quy mo (sca
dwoc duy tri

rd 20 10 Core Skills

nwéc hinh anh (Sizing Pictures)

e) dwoc s dung trong hinh &nh ban dau

« CO thé thay doi kich thwée va / hodc quy mé hinh anh

& ty 1& bat ky

— Kéo horizontal handle dé diéu chinh chiéu cao cta hinh anh

— Kéo vertical

handle dé diéu chinh chiéu rong cta hinh anh

— Kéo corner handles dé diéu chinh chiéu cao va chiéu réng
twong wng tai cung mot thdi diém
— Pé thay dbi kich thwéc can xirng tlr tam, nhan Ctrl khi ban

kéo handle

© IIG Vietnam.
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Piéu chinh ty 1& hinh anh (Scaling the Pictures)

- Pé thay dbi kich thwdc e :
voi do lwdng chinh xac, | e
str dung hdp thoai Size || I m— gl
— Bén dudi Picture Tools, trén || *w== == e o]
ta_b Format, trong nhom Size, e —
click chon Layout Advanced: ||a. |
khéi chay hdp thoai Size [| o BB e EE
_ P& thay ddi tAt ca cAc thidt [ap || Jxmesmrer=
dé ban dau, nhan Reset : e T

| ook | [ Cancel ]

© IIG Vietnam. 9
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Cat bé hinh anh (Cropping the Picture)

e Cat mét phan nhat dinh cua hinh anh véi anh hwédng dén
chiéu cao hodc chiéu rong, thich hop dé dinh hinh, hoac
thiét Iap cac tuy chon

« D& cat, chon hinh anh va sau do: [EH .

— Bén duw¢i Picture Tools, trén tab Format, Crop |53 wiath: J6.5°
trong nhdm Size, nhan Crop va sau do st dung Grop
crop handle thich hop, hoac o

— Bén duwdi Picture Tools, trén tab Format,
nhém Picture Styles, nhap vao khéi chay
hdp thoai Format Shape, bam vao Crop,
va sau do nhap vao trong khu vwe Crop, cac s do crop, hodc

— Bén dwdi Picture Tools, trén tab Format, trong nhom Size, bam vao
mdi tén cho Crop va sau dé nhap vao Crop to Shape

© IIG Vietnam. 10
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Cat bé hinh anh (Cropping the Picture)

» S dung céc crop handle dé quyét dinh xem nhirng gi can
cat giam

« Phan can dwoc cat xuat hién trong ving toi nhw hwéng dan

« Nhap vao tinh nang nay dé tat

© IIG Vietnam. 11
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Xoay hinh anh (Rotating the Picture)

» Xoay anh 90° ho&c thiét Iap géc xoay e -

* DOI tweng quay dwa trén &2 Rotse etts0
diém trung tam cda no o Ko

» Dé xoay mot bire hinh, chon no va sau do: B e sosoncpon.

— Kéo handle tron mau xanh & cay dé xoay doi twong, hodc

— Pé xoay 15° tai mot thdi diém, nhan Shift khi ban kéo

— Bén dw¢i Picture Tools, trén tab Format, trong nhém
Arrange, bam Rotate, hoac

— Bén dw¢i Picture Tools, trén tab Format, trong nhom
Arrange, bam Rotate, More Rotation Options, va sau do6
trong khu vuc Rotation, nhap vao cac sb do

© IIG Vietnam. 12
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Xoay hinh anh (Rotating the Picture)

-Dé thiét 1ap hiéu ’ng [ i
3 - D _— z ::otatmn
A s = . Line Style ; : |
—Bén duwdi Picture Tools, ||| s weanen
A Reflecton & 0 :
trén tab Format, trong el —=
nhom Picture Styles, soremet || 5 @
nhan Picture Effects va | e | 0 55 ®E
sau do chon 3-D || M
Rotation, hoac o g s
—Nhan vao 3D Rotation —
Options

© IIG Vietnam. 13
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Bao boc van ban xung quanh hinh anh

» Kieu bao boc mac dinh 1a In Line with Text
— Trén dong van ban dé hinh anh di chuyén véi van ban
» Thay ddi kiéu bao boc dé hinh anh co6 thé "tha néi"

hoac vi tri & bat cir dau Bl s

- Dé thay doi bao boc van ban, = vt 2
chon hinh anh va sau do: B sour
— Bén dwdi Picture Tools, trén tab Format, i

trong nhém Arrange, nhap vao Position, ho&c @ st

{# Behind Text

—Bén dwoi Picture Tools, trén tab Format, i Front o Tex
trong nhom Arrange, nhap Wrap Text ] Edit Wiap Points

[ More Layout Options...

© lIG Vietnam. 14
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Bao boc van ban xung quanh hinh anh
«Nhap chon More Layout Options dé hién thj cac

tuy chon nang cao

r -l - = Iy
Layout |7 Layout | 8 o]
[Postion | Textwraporg | Sae | {Pesibon || Text Wrapping | See | :
Wrapping style Harizonkal |

— —— | —_ . R ) Abgrment .L|-_-|'l 3 relative lo Codurrm 3
o 8 o & a6 Rad ) Book layout Trside [+] of Margin -]
rinewithtext  Sguare " Tght Thveugh  Tap and bottom @ Absoluts poston |07 ol totherightof  Column 3
= ) Relative position | relasveto | Page v]|
- - S— Vertical :
Behind text  [n frantof text I Aligrmant Tap [v| relativets  Page ]
Wrap text @ Absoluts posion 0" : below Paragraph E[
@ Both sides ) Leftonly ") Right only " Largest only ) Relative positon | =l reatvets  [Foge j -
Cistance from text Options |
Top |0 v - [ Move object with text 7] Allow ouerlap
Bottom |07 - Right 0.13 Ea |1 Lock ancher [#] Layoutin table gel
ok | o] Lok J[ concel

© IIG Vietnam. 15
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Di chuyén mét hinh anh

Khi di chuyén hinh anh P
In Line with Text, Tolate=s om
tréng nhw kéo van ban %

Khi di chuyén hinh anh ndi (floating)

han sao cla hinh anh xuat hién 'Tsm@;j
khi ban kéo hinh anh Gy
M6t khi hinh &nh di chuyén,
diéu chinh bang cach kéo

trén man hinh, hoac s dung phim huwédng mi tén

wwwww

Upramriber

© lIG Vietnam. 16
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Ap dung Quick Styles

* C4c hiéu rng duoc thiét ké san dé tao ra tam trang
(mood)

*Bén dwoi Picture Tools, e r )
trén tab Format, e R~

— St dung Picture Styles
Gallery lam anh hwéng S—— L S i

: A ' -
dén cai nhin vé hinh anh - g -
—Live Preview c6 san

trong nhom Picture Styles kd bd & Ed Ed =a -
s

-l =i od =a =

© IIG Vietnam.
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Ap dung Quick Styles

_SOJ dung PICture Border 'glnnweﬁnrdtr'| _j] |'-J‘Pidﬂ'“5”fﬂ5'_" P

dé taO dU’O’ﬂg Vi‘én mcn::lIlll ) Breset
xung quanh hinh anh I P cradon
99 1T
Standard Colors ! Reflection
HR llllll
—Sw dung Picture Effects =« ;_ ey L?‘""“
cho hiéu rng dac biét = ;;;.5 ;“""’"“

© IIG Vietnam.
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Piéu chinh mau sac cua hinh anh

m$%mpgﬁjtﬂ éi-'

Color Artistic ' =

-Dé diéu chinh hinh anh .o, = 2 Browcre
ro rang, bén duoi i

L L L L L

Picture Tools, trén tab e mcons

Format, trong nhom i S s e

X - R .

Adjust, nhap vao L P

- o e
Correction -

19
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Piéu chinh mau sac cua hinh anh

«Dé thay d6i mau sac ] g;" i
hinh anh. bén dudi il |
Picture Tools, Trén tab

—ormat, trong nhom 7
Adjust, chon mau sac =~ == _ ———

%Wmmhﬂsm

* s

© IIG Vietnam. 20
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»Dé ap dung hiéu &rng
nghé thuat, bén dwdi
Picture Tools, trén tab
Format, trong nhom
Adjust, nhap chon
Artistic Effect

» Cling c6 thé kich hoat hop ’ﬁ
%y  Artistic Effects Optio
thoai Format Picture dé
tuy chinh thém

© IIG Vietnam. »
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Nén mot hinh anh

« Tai liéu v&i nhiéu hinh anh c6 thé 1am tang nhanh

chong kich thwdc tap tin Compreepres e
* Khi nén hinh anh, ciing cé kha nang "
giam do phan giai hoac chat lwong =
hinh &nh, hodc vinh vién loai bé som fesss
cac khu vyc dwoc crop —
D& nén hinh anh, chon né va sau doé j

bén dudi Picture Tools, trén tab Format,
trong nhdm Adjust, kich Compress Pictures

© IIG Vietnam. 22



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

e

- Tao ban vé bang cach slr dung cac ===~
tinh nang Shapes Foism—

ERE2EEEEE
Baric Shapes

|

A 7 ?;._'J.-"‘-. bAAS '."']'J_Dl'\f'_?'j}@
Trén tab Insert, trong nhom 65000 L /o00s

LIt )< %

Block Arows

] V4 -
lllustrations, kich Shapes et RNt
L
2 , - , Y ek
*Duoc to chire theo loal va muc dich  S22gsg9ezeez
Sae
SRRl as
£k BB 0 B 30000
Callimts

G 3G 0 AR [ AT A A
r AD A 3
d Hew Drwing Canvas

© lIG Vietnam. 23
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Lam viéc vé&i cac doi twong Shape

 Khi tao ra cac hinh dang (Shape) lién quan v&i nhau, s
dung khung vé (drawing canvas) dé gitr cac hinh dang
cung voi nhau

— Pé tao ra cac khung vé, trén tab Insert, trong nhom lllustrations,
kich Shape va sau d6 nhap vao New Drawing Canvas

— Dé thiét lap khung vé cho moi lan,
hay nhap vao tab File, nhan vao Options,
nhap vao hang muc Advanced
va theo cac tuy chon Editing,

nhap vao Automatically __
tao ra mét khung vé khi chen AutoShapes

=l

© lIG Vietnam. 24
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Lam viéc vé&i cac doi twong Shape

« Khi doi twong dwoc vé hodc dwoc lwa chon, Drawing Tools ribbon sé

hién thij
ién thi
Mad9-0 = Documents - Mirosoft Waord D Tt b e
“ Home Ingert Page Layout Rederences Mailirgs Revicw Vigw Format |
r‘j@m@@ﬁ - £ Edit Shape ~ : = |- iy Shape Fl ~ = _ A Test Pill - It et Durection - j Ix“ -.hﬁﬂﬂqFDm'ﬂ' Iz Atign + 1l
D @T LY el i! = E Orarad Tewd Box | Abe | . | = E Shape Juthne + i\ LS gtﬂl Outlime - _::Iﬁllul'l Text = L e ..,'; Send Baciward + Ea],'.‘.i'\clup T
= iyl o | =\ Position %Wrap
20 ) = — {=a e i (| S S ST {ih Text Eferts~ | s Creste Link BN N Brcsubitianpane ok Bidae s | 0
Inart Shagds Shape Stylei ] WeTdAn Sty Tt ArTange HE

« BAm vao & gdc trén bén trai cta doi twong dé bat dau va sau do kéo
chuét dé thay ddi kich thuwéc
« M6t khi d6i twong dwoc vé, cong cu bd dwoc chon
« Nhan vao vao déi twong dé chon n6
« D& chon nhiéu dbi twong:
— Nhap vao ddi twong dau tién, nhan gitr Shift, nhap vao doi twong ké tiép,
hoac
— St dung tab Home, nhém Editing, hédy nhap vao Select va nhap vao Select
Objects dé vé vung lwa chon xung quanh mét s6 doi twong

© IIG Vietnam. 25
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Lam viéc vé&i cac doi twong Shape

« Dé thay dbi kich thwéc dbi twong, chon no, keo diéu khién (handle) cho
dén khi do6i twong dat kich thwéc mong mudn

 Dé di chuyén dbi twong, tré bat c& noi ndo trén nd va kéo dén vi tri maoi
« Dé x0a céc ddi twong, chon nd va nhan Delete
« PAi vai vi tri chinh xac:

— Trén tab View, nhom Show / Hide, nhap vao Gridlines, hoac

— Bén dwdi Drawing Tools ribbon, hdy nhap vao tab Format, trong
nhém Arrange, bam vao Align va nhap vao View Guidelines
« Dé vé& duwdng thang hodc ddi twong hoan toan can ddi, nhan Shift khi
ban vé doi twong
« Dé vé ddi twong voi khoang cach bang chiéu cao hodc chiéu rong tty
diém trung tdm, nhan Ctrl khi ban vé déi twong

© lIG Vietnam. 26
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Lam viéc vé&i cac doi twong Shape

- Pé vé ddi twong canh hoac diém chung,
vé doi twong dau tién, tdng zoom, sau d6
vé doi twong the hai va di chuyén
doi twong dén canh dwoc chia sé

« Pé chén van ban vao doi twong:

— Chon dbi twong va bat dau nhap, hoac
— Nhap vao Draw Text Box, hodc

— Kich chuét phai vao dbi twong
va nhap vao Add Text

© lIG Vietnam. 27
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Tuy chinh Shapes
* S dung cac handle mau xanh dé thay doi
kich thwéc hinh dang

S dung handle mau xanh 1a cay dé xoay
hinh dang
e S&r dung hinh kim cwong mau vang
dé thay déi chiéu sau
» Cling cO thé bam vao tuy chon trong tab Format cla
Drawing Tools ribbon
— Lé&nh trong nhom Arrange hoac Size van giong nhau

© IIG Vietnam. 28
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Tuy chinh Shapes

S dung nhom Arrange dé dat ra vj tri cia cac

hinh dan = =

: g B - Lk Bring Forward ~ | Align ~ . -
. . all 146 =

[ send Backward ~ Ig] Group - -
Position Wra : R
TextE K1, Selection Pane S Rotate ~ (215 s
Arrange | <i :
| ze ™

* S dung nhdm Size dé thay doi chiéu cao hoac
chiéu réng cua hinh dang
— Ciing co thé sjr dung t‘ab Size trong hop thoal Format
Shape dé thiét lap chiéu cao va chiéu rong

© IIG Vietnam. 20
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Sw dung WordArt

, ~ N N .z ﬁ 4% Signature Line ~
* S da dang cua cac mau hinh va kiéu, M T Q
|

(WaordArt| Drap 3Date&11me Equation Symbol
phong chi va kich c& 7‘% A’“ - h 'A -
- GO vao lén dén 200 ky tu i AR
» Chinh stra b&ng cach s dung A M A A A
D[aW|ng Tools ribbon A A A A A
* Pé thém WordArt, tren tab Insert,
, P AAAAA
trong nhom Text, nhap vao WordArt 0
— Sau khi dworc tao ra, thao tac bang cach \ A\ A A A
st dung cac tly chon twong tw nhw doi .
twong dwoc vé A A A A Y

© lIG Vietnam. 30
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WO rd 20 10 Core Skills

Swr dung Drop Caps

* Vi tri ho&c tha (drop) nhw vay phan cao nhat
cua ky tw gan v&i phan cao nhat cua dong dau

tien trong doan R
*\/j tri trong 1& doan, 0 oo
hoac khu vuc bién = won
-Dé tao drop cap, chon ky ty AS oo
va vao tab Insert, L -
trong nhom Text, chon Drop Cap £ ooecsoptions.

31
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Word 2010 Core Skills
St dung Drop Caps

«Dé thay dbi cac tly chon, orop Cop el
bam vao Drop Cap Options i T —
— | |W=| (W=
— i — —
None Dropped  Inmargin
Options
Font:
Calin =]
Lines to drop: 3 wal
Distance from text: 0" ey
| o Cancel

32
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e Chén hop van ban dwoc dinh dang
san dé nhap van ban cho khu vuc cu
thé cla tai liéu

 BU dap thong tin ho&c thu hat sy chd y
dén thong diép cu thé

« Thw vién anh clia nhiéu kiéu cla cac
hép van ban hoac tao cua riéng.

« P& st dung hdp van ban, trén tab
Insert, trong nhém Text, bam vao
Text Box

« Sir dung Drawing Tools ribbon dinh
dang hoac nang cao cac hép van ban

© IIG Vietnam.
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Str dung hép van ban (Text Box)

4 | Signature Line - n s‘z
) Date & Time
Q ick Wordart Drop ; Eguation Symbol
B-u | Parts ~ ap - "8l Object - - -
| Built-In
smmem —
= (=
==
Simple Text Box Alphabet Quote Blphabet Sidebar

Annual Quote

e

il

55 More Text B

Anni

ual Sidebar

oxes fTrom Office.com
Draw Test Bow

Austere Quote

33
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Stwr dung hop van ban (Text Box)

* C6 thé lwu cac dinh dang va kiéu hép van ban trong
Text Box Gallery

* Trén tab Insert, trong nhom Text, hdy nhap vao
Text Box, bam vao Save Selection to Text Box

—Nhap théng tin dé xac dinh el T =

M: nﬁ J-:'\ﬂ?-'—-rlﬂ
cac hop van ban Gley:  [TextBoes =
[2]

Category: | General

Description:

Savein:  |Buiding Blocks{en-US) E
Options: Insert content only E
J

Lo [ comcel

© IIG Vietnam. 34
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Sw dung SmartArt

«Dé tao doi twong SmartArt, trén tab Insert, trong

Core Skills

nhom lllustrations, kich SmartArt

Choose a Smarthrt Graphic
List
(P | jp————
= . [~ 159 |E
0 Process - -
§¢ Oy I ——
- i ——— !
sy Heerarchy — '_ S - | =
& Relaionshio . ifon
@ Matix s : : III -J-I
£ Pyramd N Basic Block List
i Pictre e @ i ... " Use to show non-sequental or grouped
@ Offics.com blocks of information. Maximizes both
hanzontal and vertical dsplay space for
shapes,
OO0 O S
- I= . = -
poc HEE ESS —
[ ok || cance |

© IIG Vietnam.
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Word 2010 Core skills
Sw dung SmartArt

 SmartArt Tools ribbon:
—tab Design thay dbi thiét ké cta cac doi twong

SmartArt
[PESEH

Wi~ = ‘Documentd - Macresaft Werd
feferences Rtalin gs Revlew Wiew ,D»{-ﬂun_l Foemat

“ Home [nsert Fage Layout
] add sh - Fromot & Nove ey [T oomemm ——————— oo ™ —
_._j dihape = i ¥ g v -- - o ¥ - m - - i E
S add Bullet < Demobs & Move Down [ - 1= 5 - L —_— = =]
% o e = . O .
[CvestPane 32 Rightto Left = Lspout - — | | Cotars= — = | Graphic
Create Graphic Layouts sSmartart Styles Feiet |

—tab Format stra d6i van ban sé xuat hién trong doi
two’ng SmartArt

|:| .H )« | Docuanﬂ Microsoft Word
5 Rewsrw e

n He Page Layout References ing
.._fll.‘.i' nge Shape
e OEEEEE

-_gsur
Shapes pe Styles

36
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Sw dung SmartArt

* Nhap van ban trong hinh dang hoac St | meeyourtexthere =
dung Text Pane e
— Nhap vao tab & bén trai Text Pane i
— Kich Close dé an Text Pane . [Tex)

— Dé& gidm cap van ban, nhan Tab

— P& tang cap van ban, nhan Shift + Tab

— Nhan Enter trén dong gach dau dong &
cling cap

— Dé di chuyén gilra cac dong, chon dong,
hoac nhan phim Up hoac Down

© IIG Vietnam. 37
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-Word 2010

Thém chu thich (Caption)

« D& chén chu thich, dinh vi tri con tré va sau do6 vao tab
References, trong nhom Captions, nhap vao Insert Caption

i | 9 oo
|.I'ig"|ur- 1[ |
Opbons
Label:  Figure E]
Pasibon; ..Edn'h selected item E]
] ke e fream capton —————
(tientsbeton] [ ooete e | (bbb

Caption Hién thi nhan chd thich cho nhap di liéu.

L abel Chon nhé@n hién c6é cho cha thich, hoac
tao riéng.

Position Chon dé hién thi & trén hoac dwdi muc.

Exclude label | Tat tinh ndng khéng hién thi mé ta chu thich.

from caption

New Label Tao nhan khac so véi nhirtng cai duwoc
cung cap.

Delete Label | Xo6a nhan.

Numbering Xac dinh kiéu s str dung v&i cac ghi chd.

AutoCaption

Thiét 1ap cac muc dé ty ddong danh dau cho
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EEA\\/ord 2010

Sw dung Screenshots

« Hiru ich dé chup man hinh vé théng tin |
c6 thé thay dbi hoac hét han |
« D& chup man hinh, trén tab Insert, =
trong nhom lllustrations, kich Screenshot

— Danh s&ch Windows c6 san cho thay cac chwong trinh mé& dé chup

— Nhap vao hinh anh trong danh sach ho&dc anh chup man hinh, nhan
Screen Clipping

— Word chuyén sang chwong trinh khac dé c6 thé chup man hinh

— bam vao & goc trén bén trai ctia &nh chup man hinh va kéo dén géc
dwéi cung bén phai
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