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]: Clhlrnh stra van ban

B
a) Minh hoa cho néi dung van ban thém sinh dong v
hap dan.
b) Tao thém phan van ban & vi trf khac giong hét phan
da chon.

3) Chén hinh anh ¢) Bra phén van ban tir vi trf ¢l dén vi trf moi

1) Sao chép

2) Di chuyén

Em c6 thé st dung cdc thao tdc ......................... mBt
phdn vidn bdn dé soan thdo nhanh va hop li. Em
ciing cé the........................ thém ................... d& vén
bdn sinh déng va hdp dan hon. /

Chon mét phan van ban can copy

i Nhan nuat Iénh Copy p
S Nhan vao nut Iénh Paste . @’J

3 Pua con trd chudt dén vj tri can sao chép
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Chon mdét phan van ban can cut

Nhan ndt lénh X cu a2
Nhan vao nut Iénh p“@ | ]:ﬂl

Pua con trd chudt den vj tri can di chuyén

Chon tép hinh anh.

Chon nat 1énh Picture trong dai Iénh Insert.

Pat con tro soan thao vao vi tri muén chén anh.

Chon thu muc chira tép hinh anh.
Nhdy chubt vao nut Iénh Insert trong ctra s6 InseAry

Picture.

"Em hay danh sé thir tu tir 1 dén 4 vao 6
tréng truéc moi thao tac dé duwoc cac
budc mad tép dang.

Chon thu muc chira tép van ban.

Chon |Iénh Open trong bang chon File.

Nhay chubt vao nut Iénh Open trong clra s6 Open.

Chon tép van ban.
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