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% Tao doi twong do hoa S —
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1. View > Toolbar > Drawing
2. Chon nut cong cu vé
3. Kéo chuét dé vé doi twong

Draw = i | AutoShapes = ™, ™ O A Al 28 (8] L&
h-Fd-A-== @ F
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2. Hiéu chinh ddi twong do hoa
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% Hiéu chinh doi twong do hoa /===
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= Chon doi twong

= Pwa van ban vao trong doi twong
= Hiéu chinh kich thwdc va dinh vi tri
= Hiéu chinh thudc tinh doi twong

= X6a dbi twong

Hiéu chinh dbi twong dé hoa 6


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Chon déi twong >

= Nhan trai chudt; chon N o
= SHIFT+Nhan trai chudt: :
chon nhiéu doi twong ’

= Nut Select Objects
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Egraw* Lt \.J
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* Dung Textbox,

= Nhan phai chuét
. Chon Add Text

. Nhap néi dung
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& cut
Copy
E Paste
GErouping b

Crder 3

Set Aukoshape Defaulks

Format AukoShape, ..
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d_ Hiéu chinh kich thwéc va vi tri

= Chon ddi twong

= Thay dbi kich thuwdc: st
dung cac phim mdi tén

= Dichuyén: nhan va kéo

= Xoay: Draw > Rotate Or
Flip
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X. Order b
" ChOn doi tU’Q’ng T} Bringto Frant
Align or Distribute b
B3 Send to Back
= Draw > Order : Retate or Fip , |
L Bring Forward
R ’ X Text Wrapping b
thay doi vi tri xuat e Send Barkward
) Change AukoShape b

i @ Bring in Fronk of Text
h Ien gia cac doi Set AutoShape Defaulks B) sendBehind Text

twong Dran - |15 autoshapes= \ W (O E 4| €2 [1]
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% Hiéu chinh kich thwéc va vj tri /===

= Nhém / Tach nhom doéi twong

Chon cac doi twong
« Draw > Group : nhom cac dbi twong

« Draw > Ungroup : tdch nhém dbi twong
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= St dung cbng cu Drawing

« T6 mau, Tao béng, 3D
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= St dung thanh cdng cu

 Draw > Align or Distribute : canh chinh céc doi

tong
I B align Left
Order * | &  align center
Align or Diskribute » =|  align Right
Raotate or Flip Pl
it Align Top
Texk Wrapping Y| g align Middle
ichange AutoShape » ol Align Boktom
Set MtDShipE Defaults ofle  Diskribute Horizonkally
— [:& T .ﬁ.gt;Shapes . %- Distribute Yertically
1 = 11 ar || ¥ | Relative to Page
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= S dung thanh cdng cu

« Draw > Text Wrapping : vi tri doi twong so voi

~ >
van ban _
ﬁ Group
I{_ﬂ LIngroup
i, ] In Line with Text
Crder N
e SquAre
Fokate or Flip 3
] Tight
[M] Text Wrapping d E Behind Text
Change AutoShape " Il 1n Front of Text
Set AukoShape Defaulks
. Top and Bottom
| Through

Edit “Wrap Poinks
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= St dung Iénh Format > Format Autoshape

Format AutoShape o 2]
Coiors andUines || see | Layout | picture | Tetmor | web |
Fill

Color: I Mo Fill j
Transparency: Ll _*I IIII L E“

Line
Calor: | I - | Style: | |
Dashed: |— - — j wWeight: f6pt =
Arrows
Begin style: | =] End style: | =]
Beqin size: | =] End size: | =]

(o] 4 I Cancel |
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% Hiéu chinh thuéc tinh doi twong /===
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= S dung lénh Format > Text Direction : thay déi hwéng
cda van ban trong doi twong

Text Direction - Text Box \ 7| x|

—rientaktion —Freview

Text

Text
¥=1

The quick, brown
Fou jumps aver
the |azy dog

Apply ko -

| 0] 4 I Cancel
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3. Chén hinh anh vao van ban
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% Chén hinh anh vao van ban ” SIS
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= Chén hinh anh tw
Clip Art:
« P&t dau chén vao
trong van ban

e Menu: Insert >

Picture > Clip Art

 Thanh cong cu

Hiéu chinh dbi twong dé hoa

i Fle Edit Wew Insert Format  Tools  Table Window  Help
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% Chen hinh anh vao van ban " S

= Chén hinh anh tw tap tin

« P&t dau chén vao trong
van ban

* Insert > Picture > From
File

 Thanh céng cu

(@ljz-2-

. Inserk Picture |

=1
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= Hiéu chinh hinh anh

* Menu: Format > Format Picture

« Thanh cong cu Picture

3| B O Dkt @l | 4 = Y | T
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4. Chir nghé thuat (WordArt)
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= Tao Word Art

* |nsert > Picture > Word Art

« Thanh céng cu Drawing

Dran v | [} | Autoshapes \DD@:I b-J4-A-S=E01,

Click and drag to select several objects,

Tnsert Worddrt
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d chi nghé thuat - WordArt

= Tao Word Art
« Chon mau trong WordArt

Gallery

Hiéu chinh dbi twong dé hoa
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.Wnrdhrt Gallery El
Select a ‘Worddrt skyle:
Woreit | yordA™® wordar, Wordar{ Woraart 5
o | WordArt | Wordet | vior2 | onttet]| 5 ™
Woraint| WordARt| ' woaan | WordArt| WordA ' L
Wordaet | WortAre| Worddeh | Wil ool 2 “
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d Chir nghé thuat - WordArt =~

= Tao Word Art
* Nhap n6i dung vao Edit WordArt Text

Edit WordArt Text

Fonk: Size:

“ Tahorna w24 W
Chir nghé thuat

I r Texk:

[ ok ] [ Cancel
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d Chiv nghé thuit - WordArt s
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= Hiéu chinh
« Chon hinh
e St dung thanh céng cu WordArt dé hiéu chinh
« Dung cac phim mai tén dé chinh stra kich thwoc + 3o

cong
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2. Hiéu chinh doi twong do hoa
3. Chen hinh anh vao van ban

4. Chir nghé thuat (WordArt)
5. Tao biéu dé (Diagram)
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g Biéu do - Diagram —

.

- TaO bleu dO Diagram Gallery E|

Select a diagram kvpe:

« Pat dau chén vao trong van

| | o % o
. o | | S
ban sha ||| 2] | 2%

* Insert > Diagram... ‘ @ 0

= Hiéu chinh biéu dd (gidng

Qrganization Chark

CéC dél tU’O’ng trLFé,C d-(')) Used to show hierarchical relationships

QK | | Zancel
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