GHI LAI CAC THAO TAC/ PUONG DAN DE HOAN THANH CAC KY NANG

1. Thao tac véi bang (Table)
Chén bang

Thém Alt Text cho bang

Thay déi Table styles

Ll

Bé dinh dang bang (chuyén bang thanh text)
2. Thao tac véi anh (Picture)

- Thém anh

- Can anh vao giira.
3. Chen hinh khoi (Shapes)

- Thém hinh

- Thém text vao trong hinh.

- C&n hinh khéi vé phia bén trdi ctia doan text:

4. Chen SmartArt
- Lam thé& nao dé tao Smart Art dang Basic Process:

- Cach thém text/ chinh sira text trong smartArt

- Thay di vi tri cac d6i twong d6 hoa trong smartArt:
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5. Cheén Link/Hyperlink
- Céach thém link cho do6i twong véi 1 trang web

6. Chen Bookmark
- Tao mdt bookmark cho déi twong

- Str dung cdng cu Go to dé di dén bookmark

7. Chén Header & Footer
- Vao dau dé chén ndi dung cho header va footer.

- Thao tac ndo giup header va footer & trang dau khac vé&i trang khéc.

8. Cheén Page number
- Mudn danh sé trang & phia cudi, bén phai can lam gi?

9. Chén tai liéu Word (.docx) vao tai liéu dang mé
- Cau lénh nao giup chén mot file word c6 san vao file vin ban dang mé

10. Chén ky tw dac biét
- Vao dau dé chén cac ky ty déc biét nhu ™ ®©

11. Chen trang bia cho tai liéu (cover page)
- Thay ddi trang bia cta tai liéu

12. Chén file Excel (.xIsx) vao tai liéu dang m¢
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