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Bii doc thém 5
CHEN Ki HIEU VA HINH ANH

1. Tao chifldn d&s doan van

Trén céc bao va tap chi ching ta thudng th&y ch céi ddu mét doan vén ban dude
dinh dang déc biét lam che ndi b&t C6 hei kiéw tao chl cai 1dn ddu mét doan vén
ban: trong |& va ngoai 18 (h. 75].
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Hinh 75

Bé thuc hign, dat con trd trong doan vAn bdn cén tso chif cdi ldn va thuc hign cdc
budc nhu trén hinh 76 sau day
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M&u chi 94t con tra vao doan vin, Word chi 2 dung ki tv ddu tién lam chd
cdi |8n. Trugng hdp mudn tir ddu fien dude dinh dang chi 14n ta phéi chon
o4 bir dd.

1. Chén céc ki hiéu dic bidt

Céc ki higy dic bitla cdc ki by trén mét phong ch d8c bidt néo d4, vidy I, @,
M. £ o DE chén cac ki hiduw dbc bidt trong Word cf [&nh Symbol (Ki hiéu)
trang béng chon Insert Vdi cac ki hide d4c biét, ta cb thé zao, xoa hay di chuyén nhu
vii ki i thugng.

B vii cdc ki hidu chuy&n mén v& Toan, Hoad, Sinh.... cac hé soan théo cung cp
cac chudng tinh déng d€ zosn théo ma ching ta khéng x&t 4 day.
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Cdc bufic thue hién d& chén ki tr d8c bigt dude minh haa tr&n hinh 77;
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3. Chen hinh anh

Cac hinh dnh minh hos thudng dudc ding trong vAn bdn v& l&m cho néi dung cds
w&n ban truc quan, gsinh d8ng hon.

g) Chén tdp ddhoa
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Hinh 78. Chén tép dB8hos

Co thé chén nhiu loai hinh &nh khéc nhau véo bSt K v frf nao trong vén ban.
Théng thugng Word coi hinh &nh 6 hes dude chén vao vln bn nhula kit d4c bigt
Céc hinh énh cling of thé dudc aao chép, xod hay di chuydn 15 vi i khdc trong v&n bhén.

b) Chén mot phdn hinh dnh cle tdp ddhoa

Mudn chen mat phdn hinh dnh cla tép 8 hoa, ta adr dung mét phdn mém g8 hos
{vidu Painfi d& mg tép d6 hoa, ding cac cing cu frong phédn mém d4 48 chon va zao
phén hinh dnh cén thigt vao b6 nhd dém cle Windows. Sau dé trd 1ai v&n ban va =@
dung l&énh Edit=pPaste cia Word.
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4 Ké dudng vién va dudmg Iudi cho bang

Viéc tso bang thudng d kém véi vigc ké cac dutng vién va dudng fufi. Tso céc
dugng vién va dudng Iudi da dang 2E1&m ndi bt nhidng nét quan trong cda bang.

BE tso dudng vién, ta chon phén cida bang cén dudc tso dudng vién rbi thuc hién
céc thao tic nhutrén hinh 74.
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Hinh 70. Hip thoai tee dudng vign
Chi §: M&Eu cn tao dudng vién cho ca bang thi chi cdn dit con trd vao trong bang.

5. Tao chifmghé thudt

WordArtla mét céng cu cia Word che phép ta tao cadc chir béng ba chidu vdi muc
dich treng trivén bdan. DE ch&n WordArt, ding 1&nh Insert—pPictu re—sWordArt

Hép thoai WordArt Gallery dudi dayxust hién (h. 50):
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Hinh §0. Hép thoai WordArf Gallery
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Chon ¥éu chrngh& thuétva nhay OW. Hép thosi Edit WordArt Text §8p theo cho
phép gé v&n bén (h. 81} theo hidu (ng db.
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Internet
Hinh &1
Font Chon phing chit Sizee Chon ob chil B : Tae chir dém.
¥ | Tao chir nghiéng. Text Dang vin ban.

¥hi zoan thdo xong, nhay OK. K&t qua nhén dude tudng o zan déy
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BE higu chinh 46 tugng WordArt nhay chuét [én d8 tugng. Ngdm dinh, thanh
cong cu WordArt & xust hién (h. 82]. NSu khéng th&y thanh cing cu nay, cb thé lam
nd xust hién bang [&nh View—Toolbare—WordArt
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Hinh 82. Thanh céng cu WordArt

Hitl&nh | Chdcnang

4 Chén chifngh& thuat

. Md hop thosi EditWordArt Text 48 zoan théo lai néi dung vén ban

Ca Md hép thosi WordArt Gallary d€ cho phép thay d0i kiéu higu (ng.
By Einh dang

[ Chen hinh dang thé hign cls WordArt (cong, fron, thdng,...).

i_.r} ¥ifu b8 trichT ngh& thudt trén van ban.
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