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Chuong 111
TAO CAC VAN BAN NGHE THUAT

Bai 1
TAO CAC VAN BAN NGHE THUAT VOI DRAWING
1. Cac cong cu tao van ban nghé thuit.

- Khoi dong cac cong cu tao van ban nghé thuat. Nhan biéu tuong
b

Draw trén thanh cong cu.

PDraw~ i |Autoshapes N\ W [ O A ol &3 G &l | & v - A-= == A JH

Hinh 18: Cac cong cu tao van ban nghé thuat
2. Ké doan thing, miii tén.

2.1. Nhén vao biéu tuong Line hodc Arrow trén thanh cong cu vé duoi
day man hinh. (c6 bi€u tuong 1 duong gach xuoéng va miii té€n chi xuong).

2.2. Nhan vao vi tri can vé€, kéo ré chudt dé vé, mudn dung lai ta tha ntt
chuot ra.

2.3. Chon kiéu nét vé trong hop Line Style, Dash Style, Arrow Style
trén thanh cong cu ve.

2.4. B¢ di chuyén doan thang va miii tén: ta nhan chudt vao khi con tro
chudt c6 thém hinh miii tén 4 dau ¢ trén ta nhan chudt va kéo ré dén vi tri
moi.

2.5. Bé rit ngan hodc kéo dai thém doan thing, miii tén: ta nhay dup
vao dau doan thang, miii t€n khi tré chudt chuyén thanh hinh miii tén 2 dau ta
nhan va kéo dén do dai tuy y.

3. Vé mot hop hinh tron, hinh vudéng hodc hinh chir nhit bing
thanh cong cu vé.

3.1. Nhén chudt vao biéu tuong v€ hinh hop trén thanh cong cu vé dudi
day man hinh.

- V& hinh 6 van: Chon biéu tugng Oval.
- V& hinh tron: Chon biéu tuong Oval nhung khi v& nhan giit phim Shift.
- V& hinh chit nhat: Chon biéu tuong Rectangle.

- V& hinh vudng: Chon biéu tuong Rectangle nhung khi v& nhan gii
phim Shift.
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4. Chon kiéu dwong vién cho hép: Nhin vao duong vién cta hop khi
con tré chudt chuyén thanh hinh mii tén 4 dau ta chon cac kiéu dudng vién
trong cac lya chon Line Style, Dash Style trén thanh cong cu v€ duoi day
man hinh.

5. Piéu chinh chiéu cao, chiéu rong ciia hop: bang cach nhan kéo cac
nut di€u chinh trén hop.

* Luu y: Muén diéu chinh kich thudc hop ma van giit ty 1é gitta chiéu
cao va chi€u rong cua hop ta nhan kéo cac nut di€u chinh ¢ 4 goc hop.

6. P¢ hién thi viin ban trong hop:

6.1. Nhan Menu Format chon Borders And Shading.

6.2. Trong Tab Color and Lines, lya chon Fill nhén hop xb Xuéng
Color chon No Fill.

6.3. Trong tab Wrapping chon None
6.4. Nhan OK dé xac nhan.
. Bai 2
CHEN NHUNG KY TU PAC BIET (SYMBOL).
1. Chon vi tri s€ chén ky tu dac biét.
2. Nhan Menu Insert chon Symbol.
3. Trong hop x0 xuéng Font chon nhom ky tu dac biét.

4. Chon k¥ tu dic biét nhin Insert, mudn chon thém ky tu khéac ta chon
& bing i tp

tl.lc nhﬁl’l Symbols | Special Characters
Insert. :
Font: [webdings i

gl Ko 0| | @ = [ T] 2] £ | m|sm| w0 k] | R | 8] £

a chon xong |\ THl@lq [ » [alw [« w1 [m|o]|n|&
nhan Close dé = m
dong lai.* xlﬂﬁ@ﬁ@ﬂﬁ@@ &ﬁ@ P
Luu v d¢ | ot i e I <0 0 | P | (L0 ||\ |8 #®83
dlnh dang C.E’IC Recently used symbaols;
k}’ﬂ}’daCb’lCt €£¥©®TM1¢£‘E‘_XG}”&B
nhu kich
thu‘('),c, kléu ‘Webdings: 89 Character code: (589 fram: | Symbol {decimal) w
dém , nghléng [&utu:uCu:urrect... ] [Shnrtcut kew... l Shortout keys

Cﬁng C() thé [ Insert ] [ Cancel
dung cac cong

cu dinh dang Hinh 19: Chen cac ky tw dac biét vao van ban
nhu d6i voi 1
ky tu binh thuong.
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] Bai 3 ]
CHEN ANH VAO VAN BAN

? : Chén cdc dnh coé san vao dé trang tri van bdn.

1. Chon vi tri s€ chén anh.

2. Nhan Menu Insert chon Picture, chon tiép Clip Art. Nhan
Organize clips dé chon cac anh dugc dat & thu muc khac.

B Buildings - Microsoft Clip Organizer |'__ E”E'
! File Edit Yiew Toos Help Type a question Far help =

: 11 search... |@ Collection List. .. || EEME-. 4 | i EE T Clips Orline !

Collection List -
ﬁ

5 WINDOWS A~
=% Office Collections
ﬁ Academic
ﬁ Agriculkure
ﬁ Animals
&% Arts
&% AutoShapes
ﬁ Backgrounds
=
&% Business
% Character Collections
&% Communication
ﬁ Concepks
ﬁ Decorative Elements
&% Emations
% Fantasy
@ Food .

FRL

11 Ikems

Hinh 20: Chen anh vao trong van ban

3. Chon anh can chén sau d6 nhan phai chudt chon Copy va dat con tré
chudt vao vi tri mudn chén anh, phai chudt chon Paste dé chén anh vao van
ban.

4. Khi da chon xong nhan Close dé dong lai.

= rung tam Tin hoc tinh Dién Bién - 26 -
‘—)‘))

Tel: 023. 827726 - 023.827319 - Fax: 023. 830489



Vanphong UBND  GIAO TRINEH T HOC VAN PHONG

tinh Dién Bién Microsoft Word Trung tam Tin hoc

Bai 4
PE ANH LAM NEN MO CHO VAN BAN
1. Chén anh vao van ban.

2. Nhan phai chuot trén anh chon Show Picture Toolbar dé hién thanh
cong cu chinh stra anh.

3. Nhén Color chon Washout dé 1am mo anh.
4. Nhan Text Wrapping Chon Edit Wrap Point.

3 ERIOT @) & 2l | F do =F F B L0y OB w42 S E 1 Lt
AlEOmatE In Line With Text
Grayscale . . ) 2 A . ] Square
e Hinh 21: Tao hinh anh kiéu nén mo .
Washout | E Behind Text

4 InFronkt of Text
[] Top and Bottom
> Through

@ Edit Wrap Paits

5. Nhan Text Wrapping Chon Behind Text dé dit ché do anh 1am nén
cho van ban.

Bai 5
CAC KIEU CHU NGHE THUAT
1. Nhdn Menu Insert chon Picture, chon tiép WordArt.
2. Chon 1 trong cac kiéu chir nghé thuat c6 san va nhan vao nat OK.

3. Chon Font chit, kich thudc chit va gé doan van ban mudn tao kiéu
chir nghé thuat vao hop Text.

Wordart Gallery (]| Esit vordart Tex X

Fort: Size:

Select a Wordart stvle: A
oot ordA" wiorear, Wordart Woraarl 3 "N [|7*

i Vol e oo £ # (| CHU NGHE THUAT

. w wardart | WordArt| WordAr W
Wondhet FilAve Hordlot iy i

CEITRTE HEET-TETT ]

P

-

I O H Cancel ]

EL TR

Hinh 22: Céc kiéu chir nghé thudt
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4, Nhan OK dé xac nhan.

+ Piéu chinh kich thudc chii: Bang cach nhin kéo cac nit diéu chinh
trén hop chir.

+ Di chuyén hop chit: Bang cach di chuyén chudt dén hop chit khi con
tro chudt chuyén thanh hinh miii tén 4 dau ta nhan gitt kéo dén vi tri mai.

+ Thay d6i mau cho hop chir:

- Chon mau cho dudng vién trong hop Line Color =" trén thanh cong
cu ve.

& -

- Chon mau cho nét v& trong hop Fill Color
Bai 6
TAO CHU THUT PAU DONG (DROP CAP)

trén thanh cong cu ve.

1. Chon chir cai va vi tri muon tao Drop Cap.

2. Nhin Menu Format
chon Drop Cap.

NHUNG ANH SAO PEM

Phan Huynh Digu

3. Trong hop Drop Cap
chon Dropped va ki¢u Font trong b dling trén thng gic thit cao nhin ra ch ‘
A Tif bao mai nha dén hea sing ngdi, bau tréi thém wio mudn nghin
th Font. sae sang.

Téi ngém bao gia dnh I¥a 4m tinh yéu,

X 2 , A Nhif mAu trong Hm hed niém vl Fing lang 181 ca
4. Nhan OK dé xac nhan. Ern cil Anh cén di xéy nhidu nha KhAp noi, nhiéu +4 & séng i tinh i dai
* Léng anh nhut thdy cang thuong nhé emn, dit xa nhau tron ngay dém

an gié thom hiong dém € quanh ki nha 85 méi cdt xong chidu ga
T# ditng trén tAng gic that cae nhin ra chan trél xa xa,

Anh cang yéu em cang hang say, xay cho nha cao cac cao mal

* Luu y: C6 thé di€u chinh || 6 xinh dep 5 quec ci
, , ~ X \ Anh lng nche bae 13 an &, nhitig bai tinh ca,
kich thudc chit thut dau dong
bang cach kéo cac diém diéu Hinh 23: Tao thut ddu dong véi Drop Cap
chinh trén hop cua chir.

Bai 7
TAO HOP VAN BAN (TEXT BOX)

? : Van ban hodc anh dwoc dira vao hdp gitip ta dé dang di chuyén téi
bat ky vi tri nao trén man hinh soagn thdo.

1. Nhén Menu Insert chon Text TRUONG TIEU HQC THI TRAN MUONG THANH

Box.
GIAO AN QUYEN SO.........
2. GO chir vao trong hdp.
Re o1 :R A A Lop 3A,

3. Thay do1 kiéu vién, mau ... | Gigo vi¢n: Vit Minh Hong
cho hop ap dung nhu d6i véi hop chir Ndim hoc 2007 - 2008
ngh¢ thuat.
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Bai 8
TAO BONG NEN CHO VAN BAN.

1. Chon van ban muon tao bong nén.

2. Nhian Menu Format chon Borders and Shading, hop thoai s€ dugc
mo ra.

Borders and Shading b_q

Borders | Page Border |§§hading§ |

Fill Preview

C Mo Fill D)
|

| Mo Fill

More Colors., ..

“:' Clear LvS | Bigiely a2
|Paragraph L |

Show Toolbar ][ Horizontal Line. .. ] [ (0] 4 ][ Cancel ]

Hinh 24: Tao béng nén cho vain ban

Nhén chudt vao Tab Shading chon mau va kiéu bong nén.
4. Nhan OK d¢ x4c nhan.

* Lwu y: Néu mudn bo bong nén cho vin ban ta chon No Fill trong
hop chon mau.
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Chuong IV
LAM VIEC VOI BANG
Bail
TAO MOT BANG
+ Cach 1:

1. Bat dau chén vao vi tri mudn tao bang

2. Nhan Menu Table chon Insert [REiatEEE

X

—> Table. Trong hop Insert Table: Table size
A 2 . Mumber of columns: | -
- GO s6 ¢Ot muodn tao trong bang -
Mumber of rows; z s

vao 6 Number of columns
AukaFit behaviar

- GO 86 hang muon tao trong bang (%) Fixed column width: Auko #
vao 6 Number of rows () AukoFit to cantents
x () AutoFit bo window
3. Nhan OK

Table stvle: Table Grid AutoFormat. . .

[ ] remember dimensions For new tables

[ Ok, ] [ Cancel ]

+ Cach 2:

Hinh 25: Tao bang
‘lllll
EEEEN

- Tha nut chuot ra ta da c6 mot bang. 2 % 5 Table

C6 thé chén nhanh mét bang vao
van ban bang céch:

- Nhan gitt chudt vao biéu tuong Insert Table j
trén thanh cong cu, kéo chudt sang phai dé tang s6 cot,
kéo chudt xudng dé tang s6 dong.

* Lwu y: v6i mot bang c6 nhiéu dong thi ta khong
can phai chon du s6 dong, sau nay s€ chén thém dong hodc khi di dat con trd
chudt xudng cudi dong va nhan phim Tab s6 dong s€ dugc tu dong thém vao.

Bai 2
CAC THAO TAC TRONG BANG
1. Di chuyén trong bang va chon bing
- Dung cac phim mili tén hodc chudt dé di chuyén tdi cac 6 trong bang.

- Nhin phim Tab dé di chuyén sang 6 tiép theo, néu 1a 6 cudi cing cua
bang thi khi nhan Tab s€ tao thém 1 dong mdi véi cac thudc tinh dinh dang
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