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1 |Bedecs Anna 123 1st Street Seattle WA
2 |Gratacos Solsona Antonio 123 2nd Street  Boston MA
3 [Axen Thomas 123 3rd Street  Los Angeles CA
4 |[Lee Christina 123 4th Street  New York NY
5 |O’Donnell Martin 123 5th Street  Minneapolis | MN
6 |Pérez-Olaeta Francisco 123 6th Street ~ Milwaukee Wi
7 |[Xie Ming-Yang 123 7th Street  Boise ID
8 |Andersen Elizabeth 123 8th Street  Portland OR
9 | Mortensen Sven 123 9th Street  Salt Lake City | UT
10 |Wacker Roland 123 10th Street Chicago IL
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cdt dau tién sé cé mau dam

v Banded Columns |

D lastName  FirstName  Address | City  State
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5 O’Donnell Martin 123 5th Street | Minneapolis MN
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9 Mortensen Sven 123 9th Street | Salt Lake City UT

10 Wacker Roland 123 10th Street| Chicago IL
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Nhém WordArt Styles hoat déng giéng véi WordArt dwoc chén tir tab Insert

Ban doc xem tai:

Tab Insert — Group Text Insert and Format WordArt

Insert ’q . .
Chon kiéu SmartArt, déy la déi tuong chi¥ nghé thudgt
WordArt | nén s& xudt hién tab Format d€ chinh sira chuyén séu

AAAAA
A A A A 5 (i} Q
AsAnal Yourtext hereo

Shape Format

~ < Shape Fill v ~ A TextFill v
v zshape Outline v A A A v AText Outline v
¥ = Shape Effects v ¥ A Text Effects v
Shape Styles N WordArt Styles N

Todn bd cdc tinh nding Format shape trong WordArt giéng nhw format Shape théng thuédng




ToolTab Table Design — Group Draw Borders

<

1 pt

Z Pen Color v

v

No Border 1=

Pen Style
kiéu dwong vién

v

1pt

v

z Pen Color v

Ya pt

2 pt

% pt

1 pt
1% pt —
2 Va pt e—

3 pt —

41 pt w—

6 pt I

Pen Style, Pen Width and Pen Color

v

Pen Width Tpt v
dé day cua vién LZ pen color~ || Pen Color

mau dudng vién
Theme Colors

Standard Colors

More Border Colors...




ToolTab Table Design — Group Draw Borders

| ¥4 ) |
Draw | Eraser Draw |Eraser
Table Table
Draw Table Eraser
tinh néng vé thu céng bang xo0d 6/nhém 6 (cd thé s dung tinh ndng Merge Cells dé gdp 6)
I I Insert Table
O DO OO0 0O0000 N

Table | OOOOOOOO00
N
| |
N
N
N
N

@ Insert Table...

BZ Draw Table Cdc 6 giao vdi hinh chi¥ nhGt mau dé sé bj xod,
F@ Excel Spreadsheet sau khi XOd, 46chiconlé




ToolTab Layout — Group Table Select and View Gridlines

> | EH > | B

Select| View Select| View
v |Gridlines v |Gridiines

BH select Cell Select Cell: chon 6, St dung dé hién thj dwdng vién do (giéng Excel) khi bang khéng cé border

HH select column | Select Column: chon cét, | o

BH select Row Select Row: chon hang,

BH selectTable | Select Table: chon cd béng

O

Pudng nét duet nay la Gridlines (rat me), khéng phdi border thurdng



ToolTab Layout — Group Rows and Columns

| B B AR BB

Delete | Insert Insert Insert Insert
v Above Below Left Right

X Delete Cells... Delete Cells — xod 6 noi cursor dang &,

W Delete Columns | Delete Columns — xod ct noi cursor dang &,
=X Delete Rows Delete Rows — xod cdt noi cursor dang &,

EX Delete Table Delete Table — xod cd bdng

Chon nhiéu é sé xod dung sé 6/cét/hang twong tng vdi sé 6 dé chon



ToolTab Layout — Group Rows and Columns

) |EH BH &8 BB

Delete |Insert Insert Insert Insert
v Above Below Left Right

Tuy thudc vao vj tri cua cursor ma:

* Insert Above — chéen thém mét hang lén trén,

* Insert Below — chén thém mét hang xuéng dudi,
* Insert Left — chén mot cét sang trdi,

 Insert Right — chen mét c6t sang phdi

Néu chon nhiéu cét/hdng, sé chén thém sé cdt/hang twong trng
Vi du: béi den 2 hang, Insert Below sé chén thém 2 hang xuéng dudi

— Calibri (Body)

Insert

Hodc Right-click vao bdng
| |
vis YA A EEED 10 < B ES

New Delete Insert Insert

Insert | Delet
nse elete Comment Rows Below Above

EE Insert Columns to the Left

ﬂ})] Insert Columns to the Right
EEQ Insert Rows Above

Eiﬁ Insert Rows Below



ToolTab Layout — Group Merge

Merge
Cells

Split
Cells

Merge Cells gbp cdc 6 duwoc chon lai thanh mét

Tinh ndng Merge Cells chi sdng dén (khé dung) khi chon nhiéu hon 1 6

‘Arial v”m .

iii v Insert Delete

AN BE B

Right-click

2{, Cut
(& copy

[_E"D Paste Options:

i

Insert

Delete Columns

== Merge Cells

D} Distribute Rows Evenly

E Distribute Columns Evenly

Border Styles
lﬁ‘ Text Direction...

@ Table Properties...

'lt] New Comment

e

Merge Cells




ToolTab Layout — Group Merge Split Cells

1 Split Cells chia 6 dwoc chon thanh cdc 6 nhé hon bén trong 6 dé

Merge| Split
Cells | Cells

CISCREIY =N,

T Bi=2-A 0.8 +
Split Cells ? X
X -
Number of columns: !2 = —
@ —_ : o]
Number of rows: 1 =
anl Paste Options:
E‘ﬁ |
/® Search I
Synonyms >
X% Transite Number of columns: chia thanh bao nhiéu cét,
Insert > Number of rows: chia thanh bao nhiéu hang
Delete Cells...

Right-click B split Cells..

— Border Styles >

Text Direction...

fH =

Table Properties...

@

Link >

"lt:‘ New Comment



ToolTab Layout — Group Cell Size

T Height: 0.17" * | OF pistribute Rows Nhép thu céng Height (chiéu cao) va Width d6 réng cla 6
= Width: |1.3" * | B Distribute Columns | Chon nhiéu é d€ diéu chinh déng loat
1 Height: 0.17" ~ | | B pistribute Rows Phdn phdi déu chiéu cao/dé rong cdc hang/cét
(thuwong sw dung sau khi Merge Cells)
EWidth: 1.3" : E Distribute Columns

Chiéu cao 3 hang khéng déng déu

Video provides a powerful

way to help you prove your
point. Whep vyou click

Online Vi
paste in the
for the video

keyword to search online
for the video that best fits
your document.

[]:T.r Distribute Rows

Chiéu cao 3 hang déu nhau

Video provides a powerful
way to help you prove your
point. When you click
Online Video, you
paste in thd ember
for the video ", »
add. You can aiso type a
keyword to search online
for the video that best fits
your document.




ToolTab Layout — Group Alignment Alignment
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