BAI KIEM TRA SO 1

1. Chinh 12 cho viin ban.

2. Tao style cho van ban

3. Tao dwong vién cho trang

4. Thay déi vi tri anh trong viin ban

5. Sﬁp xép noi dung theo thiwr tuw giam dan

6. Tao mot 6 chira text

7. Tao hiéu rng cho anh

8. Tao hiéu &rng 3-D cho dnh.

9. Tao bookmark cho déi twgng.

10. Céong cu thay thé

11. Chia ¢gt bdo cho van ban

12. Chén muc luc
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13.

14.

15:

16.

17,

18.

19,

20.

21.

22,

23.

24.

25.

Chon miu cho trang bia theo miu

Chia cgt, chinh do rong cjt

Tao style cho bang (table styles)

Tao endnote, danh sé cho endnote.

D6i mau cho SmartArt.

Chen text vao SmartArt.

Hién thi biéu twong doan viin ban.

Xoéa bo cac thufc tinh, thong tin cua file vin ban.

Thay déi phong cich cho chir

Thay d6i 9 rong cit trong bing

Thay déi trang thai ciia viin bén (status)

Tang, giam font size cua van ban.

Xoa bo moi dinh dang cho doan text cho trudrc.
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26.

27.

28.

29.

30.

Chuyén doi text thanh SmartArt.

Chen file excel vao file word.

Tao Link cho dbi twong.

Ngit doan, cdt, ngiit trang (Breaks)

Thém biéu twong dau dong véi anh cho trude. (Bullet)
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