BAl 9: KHONG GIAN LAP RAP VAN BAN

Lam viéc véi Bang (Tables) va Doi tuong D6 hoa (Objects) trong Microsoft Word.
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Khoi tao Nhao nan Pa phuong tien

9.1 Tao Bang 9.2 Thao tac véi Bang 9.3 Poi tuogng Khac
Xay dung nén méng phan Cat gop, tuy chinh kich Nhing hinh anh, khai hinh

chia thong tin. thudce va xur ly dir liéu. va xur ly khong gian 3 chiéu.
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~ Excel S'p_re“adsheet': f Creation Matrix

- Nhing toan bd stic manh ‘ ‘
“tinh toan cua Excel vao | f L
(Word. Insert Table (Hap thoai):
| : Nhap chinh xac s6 dong/cot,
; ? thiét I3p AutoFit. ANEEEEREREEE
Draw Table (Ve tay): i " Quick Tables:
? Tgadcotghac Qoeedcy St dung céc mau lich,
j |- : ,Ap.  danh séch c6 san.

 Kéo tha ludi (Grid Selection):
Dung chudt quét so cot/dong.

Do tiy bién (Thap dén Cao)

M
Toc do (Cham dén Nhanh)




Modular Document Studio

* Chon Toan Bang (Select Table): . Chon Cot (Select Column):
Click vao biéu tugng miitén 4 | Tro Ién dinh cot
chiéu & gdc trén cung bén trai RN '
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Chon O (Select Cell):
Tro vao canh trai cua 6

Chon Hang (Select Row):
Tro ra lé trai ngoai cung cua
bang

Menu thay thé:
Layout -> Group Table -> Select |
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Above/Below (Hang) | Left/Right (Cot)

- = | Xoa (Delete

= o PR B A -
Delet; Insert Inf:ert Insert Insert Xoa O (Ce“S) / CQt

Above Below Left Right

B DaiaCas: | (Columns) / Hang (Rows) | ™

% Delete Golums / Toan bang (Table).

;X Delete Rows

,]‘ Delete Table
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Khép kich thwéc (AutoFit

- Contents: Co gian 6m sat chir. o
- Window: Trai dai bang kho giay.
' | - Fixed Width: Khoa clrng chiéu rong. |
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Bién nhiéu 6 lien ké thanh mot 6 duy nhat. Split Table




| Tinh toan (Formula)

Tén Linh Kién

CPU

RAM

Mainboard

Tong tién:

. | Formula

|
i | Formula:

=SUM(ABOVE)

: Number format:

Paste function:

MOD
L | [NOT
' | |OR
. "|PRODUCT
' |ROUND

. ISIGN

Sur dung =SUM(ABOVE) trong hop thoai
Formula dé tinh tong tu dong khong

can ma Ex

Paste

bookmark;

Cancel

cel.
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Quan Ig Dir lieu (Data Management)

Sort: Sap xép dir liéu A-Z.

Repeat Header Rows:
Tu dong lap lai tiéu dé
khi bang dai tran sang
trang mdi.

Convert to Text: Pha bd
khung bang, gilr lai chir.
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Mau nén (Shading): D6 mau nén
cho tirng nén cahe cho tirng
6 hodc nhém 6 cu thé.
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Border —s Borders Border
Styles ~ s P€N Color - *  Painter

Borders Fa
L [ |

Khung vién (Borders): Tuy chinh nét
dut, nét lien, do day. S&r dung Border
Painter dé quét vién ty do bang co Vé.

' Header Row || First Column

Total Row Last Column

v Banded Rows Banded Columns

Table Style Options

B4t/t3t cic yéu t6 nhan manh: Header
Row (Tiéu dé), Banded Rows (T6 mau xen
ké cach hang), Total Row (Hang tdng).




Hinh anh thuc (Images)

Picture (Tu may tinh) &
Clip Art (Thu vién san c6)

(Object

Cau truc logic (SmartArt & Chart)

v = all s

el | | '}

Sa do thong minh, quy trinh,
biéu do s6 liéu

@h\théi

Doi tugng

Ecosystem)

Hmh khoi co ban (Shapes)

OA%?

. l l
Céc kh6i h‘lnh hoc, m(]i tén,
biéu tugng veé tu do

Nghé thuat & Toan hoc (Text & Math)
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WordArt, Drop Cap, Equation (Cong thurc toan),
Symbols (Ky tu dac biét)




Modular Document Studio
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* Van ban thuan tay | i‘\ .,',.
- Budc 1: Khai tao [
- Budc 2: Nhao nan . 8 Chuyen d8i m w\ _
- Budc 3: Pa phuong tién i , thanh SmartArt /| nan 4
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SmartArt tu‘ dong chuy'é’n hoa cac y tudng (danh sach, chu trinh, hé théng
phan cap) thanh cac do hoa cau truc chuyen nghlep Chl vd| va| cu C|ICk




Drop Cap (Chir Equation &

R WordArt
to dau doan) Symbols
Lorem ipsum 0 o v
dolor sit © T
amet, consec- X TM
tetur adipisic 2
o elit, sed e " E — "
labore et dolore magna m C
manna magna aliqua. Ut € ~ %/
volt pati minim veriam, Z G
aliginre er erzam quis. ' - - B
Tao diém nhan phong Chir nghé thuat véi cac Chén céng thuc toan
cach tap chi cho ky tu hiéu Ung dé béng, phan hoc chuan xac va cac

dau tién ctia doan van. chiéu va uén cong. ky hiéu dac biét.




Modular Document Studio

Cong cu Crop (Cat xén): Loai bd cac
phan thira cta hinh anh. Ho trg Crop to
Shape (cat anh I6ng vao khung hinh hoc).

&3] | ¢ [ Height: 1.22"

L

— : o
eos Width: 245" |

Size F ~
= ..Fl' Lrop

Crop to Shape »

Aspect Ratio »
as  Fill

lal: Fit

Kich thudc (Size): Nhap théng sé Tl o SR S >
chinh xac cho Chiéu cao (Height) Can lé (Align): Dong hang céc doi tugng (Trai, Phai, Gitra)
va Chiéu rong (Width). mot cach toan hoc, thay vi kéo tha bang mat thuong.




Modular Document Studio

Hinh anh
(Bring Forward)
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Group: GOp cac doi tuong J’

thanh mot khdi duy nhat Khoi Shape tron

(Send Backward)
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Van ban nén (Text)

Wrap Text: Diéu khién cach
chir bao quanh vat thé.

A) NotebooklLM




Modular Document Studio

Wln; M/ van .J:m *:i@JJﬂ'fl jﬂan'1fJﬂ!
k_;_ QJ,P._I %J"Jﬁ_l ;

X{r ly bang luong, tinh toan phirc tap

VE so do tu duy, quy trinh nhan su. Chon: SmartArt




Modular Document Studio

Ctrl + A |  Chon toan b6 véan ban/d6i tuong.

Ctrl + [ hoac Ctrl + Tang/Giam 1 c& chi nhanh.

Ctrl + Shift + > hoac < Tang/Giam 2 cd chir nhanh.

- . Chon nhiéu doi tugng cung ldc
Shift + Click (dé Group hoac Align).

Lam chu khong gian lam viéc bang t6 hop phim.

A) NotebookLM
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