


Tab Insert — Group lllustrations

i Word
Pictures Pictures

v v

Insert Picture From Insert Picture From

P This Device... P This Device
kAl Stock Images... R OneDrive
kAl Stock Images

P& Online Pictures...

b Bing Pictures

This Device — hinh c6 sdn trong mdy
Ca Stock Images va Online Pictures
déu tim kiém hinh online

Word bdo 16i khéng thé tim hinh online vi mdy tinh khéng két néi mang

You need an internet connection to insert stock images.

While you are offline, you can insert images from your computer.

Work offline Cancel

<P

Pictures

<

Photo Browser...
bcl Picture from File...
&) Online Pictures...

Photo Browser — chén hinh tir 'ng dung Photo



ToolTab Picture Format — Group Picture Styles

z Picture Border v

=252 =2==E:
=== =2 =L
OE=E 0 EBEEHZE =
2 gdaE=E S =
ScE=Eg=Ec

W

v

Theme Colors

Standard Colors
] | FEEEERE

No Outline

)
<

ore Outline Colors...

Styles & Border




ToolTab Picture Format — Group Picture Styles

&) Picture Effects v

=

[~
=
—

Preset >

v

Shadow

v

Reflection

Glow >

v

Soft Edges

v

Bevel

3-D Rotation >

Picture Effect — tgo hiéu trng cho dnh

Preset— moét s6 kiéu duoc két hop tir nhiéu hiéu tng,
Shadow — dé bdng,

Reflection — phdn chiéu,

Glow — phdt sdng,

Soft Edges — l[am md/mém dnh tir bén ngodi vdo trong,
Bevel — tao khéi,

3-D Rotation — xoay cdc goc

Picture Effects



ToolTab Picture Format — Group Picture Styles Picture Layout

@ Picture Layout v

Picture Layout — tao b6 cuc cho Gnh/nhém dnh dang 16n xén tré thanh mét bé cuc ré rang théng qua SmartArt

w W

W

W —

R




ToolTab Picture Format — Group Arrange

~ Wrap Text v| Wrrap Text — thiét IGp vi tri twong déi gitta d6i tugng (Picture) va vdn bdn théng thwdng (text)

In Line with Text

LIt ET I IR EA R N

b)Y

s

Square

Tight

Through

Top and Bottom
Behind Text

In Front of Text

More Layout Options...

Set as Default Layout

In line with Text (default) — hinh dnh ndm trén ciing mot hang vdi vén bén noi dét cursor

Kiéu wrap text nay théng thuong khéng dworc st dung vi can tré ngudi dung thay déi vi tri cda déi twong

dén noi mong muén

Video/,

)

mrovides a powerful way

to help you prove your point. When you click Online Video, you can paste in
the embed code for the video you want to add. You can also type a keyword
to search online for the video that best fits your document. Video provides a
powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also
type a keyword to search online for the video that best fits your document.




ToolTab Picture Format — Group Arrange

Eas Wrap Text v

A |n Line with Text
In: Square

In- Tight

iac Through

Y Top and Bottom
= Behind Text

=

In Front of Text

More Layout Options...

Set as Default Layout

Wrap text cd thé thay d6i mdc dinh thanh kiéu khdc:
Tab File » Options » Advanced » Cut, Copy and Paste: Insert/paste picture as

Word Options

General v| Asian fonts also apply to Latin text
Display Automatically switch keyboard to match language of surrounding text
. v| IME Control Active
Proofing
v| IME Truelnline
Save
Typography
Language Cut, copy, and paste

Ease of Access

[ Keep Source Formatting (Default) "

Pasting within the same document:
Advanced I

Pasting between documents:

l Keep Source Formatting (Default) "

Customize Ribbon

Pasting between documents when style definitions conflict: l Use Destination Styles (Default) v|

Quick Access Toolbar Pasting from other programs:

Keep Source Formatting (Default) "

Add-ins Insert/paste pictures as:

Trust Center [v] Keep bullets and numbers when pasting text with Keep T{
Use the Insert key for paste

v| Show Paste Options button when content is pasted

v| Use smart cut and paste® : I

Link Handling H

In line with text | ¥

Square

Tight

Wrap Text

Ngoai trir In Line with Text, cdc kiéu
wrap text con lai déu cho phép thay
déi vi tri cua hinh trén vdan bén mot
cdch dé dang



ToolTab Picture Format — Group Arrange

Eas Wrap Text V‘

In Line with Text

Top and Bottom

Behind Text

LI EI R IR EAY WER (lid
.
=
g
«Q
o

In Front of Text

B}

E More Layout Options...

Set as Default Layout

Square — vin ban bao boc xung quanh border dnh

" Video provides a powerful way to hel

you prove your point. When you click
Online Video, you can paste in the ;%\bed code for the video you want to

add. You can
keyword to
for the video
your

Video

powerful way
prove  your
you click o

)

730 type a

search online
that best fits

document.
provides a
to help you
point. When
o Online Video,

you can paste in the embed code for the video you want to add. You can
also type a keyword to search online for the video that best fits your

document.




ToolTab Picture Format — Group Arrange Wrap Text

Eas Wrap Text V\

In Line with Text

Square

Tight Tight — vin ban bao boc xung quanh border bén trong cta déi tuong
Through

Top and Bottom

Behind Text

LI EI RN N REAR EINNI 4

" Video provides a powerful way to help%u prove your point. When you click
Online Video, y&u ‘Can paste in the emb E)de for the
video you want to _._ add. You can
also type a keyword to Q. & .. ' search online
for the video that best fits your
document. Video provides a
powerful way to help you prove your
point. When you click Online Video, you can
paste in the emhed code for the o video you,want to add.
You can also type a keyword to search online for the video that best fits your
document.

In Front of Text

B

E More Layout Options...

P
’
.
70’

Set as Default Layout




ToolTab Picture Format — Group Arrange Wrap Text

Eas Wrap Text v

|

I

In Line with Text

Square

|13l

1
2

Tight
Through Through — vén bén di xuyén qua nhing phén réng cla déi tuong

1
2

I

Top and Bottom

Behind Text

[l Il

In Front of Text

[n]| Edit Wrap Points
Move with Text

Fix Position on Page

L More Layout Options...

Set as Default Layout




ToolTab Picture Format — Group Arrange Wrap Text

Eas Wrap Text v

A= In Line with Text

in: Square

In Tight

I~ Through

A Top and Bottom Top and Bottom — vin bdn nam & trén va dudi hinh

= Behind Text

= InfrontofTed " Video provides a powerful way to help you prove your point. When you click

o] Online Video, you can paste in the embed code for the video you want to
add. You can also type a keyword to s?érch online for the video that best fits

0 0 o} \E\
il More Layout Options...
Set as Default Layout (0] (o)

. O : O O .
your document. Video provides a powerful way to help you prove your point.
When you click Online Video, you can paste in the embed code for the video
you want to add. You can also type a keyword to search online for the video
that best fits your document.




ToolTab Picture Format — Group Arrange

AT

Wrap Text V\

In Line with Text
Square

Tight

Through

Top and Bottom

Behind Text

1) LR NEI IR e I

B

s

In Front of Text

More Layout Options...

Set as Default Layout

" Video provides a powerful way to help

Behind Text — hinh énh ndm sau vdn ban

u prove your point. When you click

Online Video, yau cappaste in the e AU want to
add. You can also type d%&gword to search online for_the video that best fits
your document. : vay 1o ol prove your point.

When you click Online Vigiex ’ | groed code for the video
you want to add.|You pe e
that best fits your documni

.




ToolTab Picture Format — Group Arrange

Eas Wrap Text V‘

In Line with Text
Square

Tight

Through

Top and Bottom

Behind Text

LI IR ET I IR EA R I

In Front of Text

2]

s

Set as Default Layout

More Layout Options...

In Front of Text — hinh dnh n@m trwdc vdn bdén

¢

" Video provid
Online Video, you ca&g
add. You can also type
your document. Vide
When you click ON§
you want to add. Yot
that best fits your document.

P
l"l

¢
A

smwerful way to help you prove your poi%@'Vhen you click

’
ll'
‘
P

: e embed code for the video

video you want to
video that best fits
elp yo! prove your point.

0 search online for the video

o




ToolTab Picture Format — Group Arrange

AT

Wrap Text v

In Line with Text
Square

Tight

Through

Top and Bottom
Behind Text

In Front of Text

¥ Video provides a 1 2

E Y NI NI T AN

Edit Wrap Points

<

i

Move with Text

Fix Position on Page

More Layout Options...

Set as Default Layout

powerful way to help yi~; prove your
_——aclck  Online
: g in the embed
/' you want to add.
4 type a keyword to
) * the video that best fits
your document. '1\ Video  provides a
powerful way to help you prove .8 Yyour point. When you
click Online Video, you can paste in the embed code for the video you want
to add. You can also type a keyword to search online for the video that best
fits your document.

point. When you . %
Video, you can paste / ,,,,,,,,,
code for the video /'
You can also *<%
search online for s

Ll

\
/
]

Di chuyén chdm den dé thay d6i khodng cdch tiép xuc gitva vién anh va vdn bén

Edit Wrap Point — thay d6i kich thudc cia vién dnh (thay déi vj tri tiép xuc gilva vién anh va vdn bén),
tinh néng khéng sdng deén (kha dung) khi dang & ché dé wraptext Id In Line with Text



ToolTab Picture Format — Group Arrange Wrap Text

0= Wrap Text v

In Line with Text

I?l

= Square
- Tight

- Through

EINNEA R IR

Top and Bottom

Behind Text

[l Il

In Front of Text

[

= More Layout Options.. | [Mlove with Text — di chuyén theo vdn bdan: khi vdn bén di chuyén, hinh dnh sé di chuyén theo,
Set as Default Layout Fix Position on Page — cé dinh trén trang: khéng di chuyén theo vdn ban ma cé dinh tai mét noi




ToolTab Picture Format — Group Arrange § EXPERT

Eas Wrap Text v

EINNEARE] I?l

[l Il

In Line with Text

Square

- Tight

= Through

Top and Bottom

Behind Text

In Front of Text

More Layout Options...

Set as Default Layout

Layout ? X
Position  Text Wrapping Size
Wrapping style
~_ M- M- M- M
In line with text Square Tight Through Top and bottom
Behind text In front of text
Wrap text
° Both sides O Left only O Right only O Largest only
Distance from text
Top 0" = Left 013" =
Bottom 0" = Right 0.13" =
oK

Cancel

Wrap Text — chon phia cia Gnh muén thiét lép vi tri
twong déi gitta anh va vdn ban

Distance from text — khodng cdch gitta 4 phia

cua anh va vdn ban



ToolTab Picture Format — Group Arrange

Position v | Position — thiét Iap vi tri tuong déi gitta déi twong (Picture) va bién gidy (margin)

In Line with Text In line with Text (default) — hinh Gnh nam trén cing mét hang vdi vdn bén noi ddt curor
— (tinh ndng nay ciing xudt hién trong Wrap text)
RATSR
With Text Wrapping With Text Wrapping
Page
| || I z
= = = Margin
o~ B~ e~ = ad =
| || |
E More Layout Options...

P

P




ToolTab Picture Format — Group Arrange | EXPERT

Position v ‘

In Line with Text

I~

With Text Wrapping

bd:| g |cad
NE ad -l
N 2N I~
=

22 More Layout Options...

Nhirng tinh ndng trong hop thoai
Layout nay khéng sdng dén (kha
dung) khi dang & ché d6 wrap text
In line with Text

Layout

Position  Text Wrapping Size

Horizontal
O Alignment Left
O Book layout Inside

© Absolute position 0"
O Relative position

Vertical
O Alignment Top
o Absolute position 0.06"
O Relative position

Options

C] Move object with text

D Lock anchor

v | relative to
vl of
- | to the right of

- | relative to

v | relative to

>

below

4

»

- relative to

Allow oyerlap

Margin
Margin
Margin

Margin

Margin
Margin

Margin

Layout in table cell

OK

Horizontal — chiéu ngang: thiét IGp
vi tri cta hinh énh so vdi chiéu
ngang cua trang

Vertical — chiéu doc: thiét IGp vi tri
cua hinh dnh so vdi chiéu doc
cua trang

Move object with text

di chuyén cuing vén ban,

Lock anchor

khod neo,

Allow overlap

cho phép chéng Ién nhau,

Layout in table cell

bé cuc hinh énh trong é cua bdng



ToolTab Picture Format — Group Arrange

Bring Forward & Send Backward — thay d6i thi tw xudt hién cda hinh énh trong s6 nhiéu hinh dnh chéng Ién nhau

(nhitng tinh ndng nay téi dén (khéng kha dung) khi dang & ché dé wrap text In Line with Text)

|:||_'| Bring Forward VI

[y Bring Forward Bring Forward — dua Ién trén hinh lién trudrc,

= .
[J; Bring to Front : 5n trén cl
41 Bring to Fron Bring to Front — dua Ién trén cung,

% Bring in Front of Text . . . . . )
Bring in Front of Text — dwa Ién trén van ban

l__l[] Send Backward V’

[ Send Backward Send Backward—- dwa ra sau hinh lién sau,

O N
Eg Send to Back Send to Back — dwa ra sau cling,
=) Send Behind Text

Send Behind Text — dwa ra sau vdn ban




Selection Pane

ToolTab Picture Format — Group Arrange

K Selection Pane | Selection Pane — hién thj danh sdch cdc objects c6 trong vdn ban (khéng cé text)

Selection

Show All Hide All

Hodc mé tai tab Home
Show All - hién thj tdt cd cdc déi twong, _—

Home \
Hide All — Gn tdt cé cdc déi twong ,
% Select v Arrow: Right 6
- _ Liét ké cdc déi twong cé trong slide Rectangle 5
CK Selection Pane... Picture 7

/
Déi twong dang dworc dn di (Hide)

79

Déi twgng dang duworc hién thi (Show)



ToolTab Picture Format — Group Arrange
LI:_'I:‘ Align v|

Align to Page | Align to Page — cdn chinh theo trang

i~ )
1 4. OOTS 3 2 1 > 1 2 3 4 5
= o aY a

”[l_T Align Top |

|<=_"=' Align Left I
H} Align Middle |
:'E,_n Align Center |

= Align Right |

u|]_¢ Align Bottom




ToolTab Picture Format — Group Arrange

LI:_'I:’ Align vI

Align to Margin| Align to Margin — cdn chinh theo bién

L':_":’ Align Left |
E: Align Center |

= Align Right

oY

'J[]_‘r Align Top |

H Align Middle |

I:II]_-L Align Bottom




ToolTab Picture Format — Group Arrange

LI:_'I: Align vI

Align Selected Objects | Align to Selected Objects — ccin chinh theo cdc déi twong duoc chon

vy
O O R R R S B S B T B U SRR B RES JR R R NP

1.\..\.9”\”‘ R, o

|]|:|_T Align Top |

|:"=' Align Left I
= Align Right l

© < <

|][|_¢ Align Bottom

L




ToolTab Picture Format — Group Arrange

L|

=
= Align v

View Gridlines | View Gridlines — bat dwong ké Go

Hodc bat tai tai tab View

View I

Ruler

v Gridlines

Navigation Pane

Show




ToolTab Picture Format — Group Arrange

LI:_":' Align v

Use Alignment Guides | Use Alignment Guides — st dung dwong cén chinh
Khi bat tinh ndng nay, duwdng mau xanh sé xudt hién cho biét déi twgng
dd & gitra trang theo chiéu doc hodc chiéu ngang

»’

I 1 2 3

Alignment Guides  *

\7

IS

O
O
A4




ToolTab Picture Format — Group Arrange § EXPERT Grid Settings
|(=_‘|:' Align v \

H Grid Settings.. | Grid settings Grid setting — thiét IGp gridlines:
Horizontal spacing: o1 Horizontal spacing — khodng cdch giita cdc duwong ngang ngang,
Vertical spacing — khodng cdch giita cdc dwong doc

s

Vertical spacing: 0.13"

1 2 3

o4

o4




ToolTab Picture Format — Group Arrange § EXPERT Grid Settings
|:‘|:' Align v

H Grid Settings.. ’ G”:'igi" _ Grid origin — Grid ban déu: Bé tich Use margins dé tuy chinh:
= e margins Horizontal origin — vé thém dudng ngang bdt dau tir ngodi bién,

Vertical origin — vé thém dudng doc bat dau tir ngoadi bién

Horizontal origin: 1

Asian

Vertical origin: 1

| 3




ToolTab Picture Format — Group Arrange § EXPERT Grid Settings
|:‘|:' Align v

H Grid Settings... ’ Show grid Show grid — Hién thj Grid
Display gridlines on screen Display gridlines on screen — hién thj gridlines Ién man hinh:
Vertical every: 1 [=] Vertical every — ctr méi don vi do thi vé mét dwdng doc,
dori _ = Horizontal every — ct* moi don vi do thi vé mot dwong ngang
Horizontal every: 1 =
1 z 1 2 3

IDSe]
~




ToolTab Picture Format — Group Arrange m

I Group v | Group — gdép nhém cdc déi tugng

Ban doc tham khdo tinh ndng Group tai:

Tooltab Shape Format — Group Arrange m

g Group ¥| Group — nhém cdc déi twong thanh mét nhém

N Bi Group

Cdc déi twong sau khi group sé st dung chung border,
thu nhé/phdéng to border sé thu nhé/phdng to tét cd cdc déi twong trong group

El_'% Show All || Hide All

Selection

Multiplication Sign 9

Pane 4 Group 1 o
Plus Sign 6 o

Division Sign 10 I}

N

N

Minus Sign 8 Group 1 xudt hién trong Selection Pane chira tét cd cdc déi twong thuéc group dé




ToolTab Picture Format — Group Arrange

1 Rotate v| Rotate — xoay hinh

Ban doc xem tinh ndng Rotate tai:

Tooltab Shape Format — Group Arrange

ZRrotate v| Rotate — xoay shape

i B A B K

Rotate Right 90°
Rotate Left 90°
Flip Vertical

Flip Horizontal

More Rotation Options...

Rotate Right 90° — xoay shape sang phdi 90°,
Rotate Left 90° — xoay shape sang trdi 90°,

Flip Vertical — Idt doc,
Flip Horizontal — Igt ngang

Layout

Position  TextWrapping  Size

[ Lock aspect ratio
Relative to original picture size
Original size

Height:

Width

oK

Height

@ Absolute | 1.78" =

O Relative relative to | Margin v ‘
Width

@ Absolute 271" =

O Relative lative to | Marg j‘
Rotate

Rotation:  |0° =]
Scale

Height: 100 % = Width: 100 %

Rotation — nhép s6 do gdc

AB Flip Horizontal
—)




ToolTab Picture Format — Group Arrange

crop | Crop —cat hinh

Y crop Crop — cdt thi céng,
[0 croptoshape > | Crop to Shape — cdt hinh theo hinh dang ctda shape,
aspectRatio > | Aspect Ratio — cdt hinh theo ty 16 (1:1, 4:3, 16:9),
~E Fill - thay d6i kich thudc sao cho van thdy toan bo hinh dnh sau khi crop,
B Fit Fit — hoat déng gdn giéng tinh ndng Fill

W -

F(b Crop to Shape







Tab Insert — Group lllustrations

O
Shapes

v

Recently Used Shapes

ENNOOCOALLIG
e\ { %

Lines

NANNTLTLL23 3N\0GY

Rectangles

OoohotnonbnOono

Basic Shapes

EHOANLO A
@Gcoogr
Oeo®~LO©
(J{xCJ3{}

Block Arrows

DAl tPLPR L
Covun=D>HAN
Hon

Equation Shapes
=1
Flowchart

Oo<c/Oaddocoaw
oUAdR®RD X o AVAD
Qs o

Stars and Banners

T Yo X 3 O O R R
e ek a7 LI

Callouts
N[ O A0S AT AT
d-iA0A0d0

301010
Ly Q0
(VARoX (@)

JRAG

Recently Used Shapes — nhitng shape dworc st dung gén dédy

Rectangles — hinh chi¥ nhét va cdc bién thé cia hinh chi¥ nhét

Basic Shapes — cdc khéi co ban

Block Arrow — cdc khéi cé miii tén

Equation Shapes — cdc khéi lién quan dén céng thic

Flowchart — cdc khéi lién quan dén biéu db tién trinh

Stars and Banners — ngdi sao va biéu ng¥

Callouts — bong ndi



Tab Insert — Group lllustrations

M6t sé shape cd nut chuyén géc dé thay déi kiéu dédng ban déu cua shape ©® %

\ 9,

Rectangle: Rounded Corners Arrow: Right Parallelogram

5 ? 5 0 /f?\ o

LA SN

Isosceles Triangle Sun Star: 8 points

O O

Plus Sign Circel: Hollow Speech Bubble Rectangle



Tooltab Shape Format — Group Insert Shapes

B o000 -
e ENN\OO -
OALLI~

Recently Used Shapes

ENNOOCOALL 3G
e\ { } %k

Lines

NNNTLL23 3N\GE

Rectangles

Ooohoatnnnono

Basic Shapes

EHEOANOIAOOOOE®
GCOOOr Ly O0d
%%????O§©@O\

Block Arrows

pafleofeLrRa
Counm>DDLILM
Don

Equation Shapes
=B
Flowchart

Oo<c/opgidocoav
oUladnl®e® X ¢ AVAD
Qe o

Stars and Banners

PO O D R IR
o ek a7 LI

Callouts
AP (.3 A0 AZdT AT AT
diA0AO0d0O

Insert Shapes

Thao tdc chén shape & tab Shape Format tuong tu tab Insert =t | FQ

Shapes

v



Tooltab Shape Format — Group Insert Shapes Change Shape

(XL Edit Shape v |

r(') Change Shape

>

£X. Edit Points

=] -
LS Reroute Connectors

Rectangles

OoOLoatnOonbhnono

Basic Shapes

OANOLOOQOOO®E
Gcougrky 0080
%????O§©@O\U

Block Arrows

DCflelterbrRdd
CoUNIDD D[R]
¢enN

Equation Shapes
=8 =S
Flowchart

Oo<o/uplUdocoavu
CUAdnN®® X AVAD
Qs o

Stars and Banners

P Yo 3 B O T R
s ks [T I

Callouts
[J O o (.:3 A O AT A0 AT AT
i A0 AOdO

Thay déi sang shape khdc nhwng vén giit lai toan bé dinh dang

B




Tooltab Shape Format — Group Insert Shapes

(<. Edit Shape v | IO Change Shape

>

Edit Points

e
i
[
LS Reroute Connectors

Thay d6i géc cua cdc diém trén dudong vién cla shape




Tooltab Shape Format — Group Insert Shapes

[A] Text Box | Ban doc tham khdo tinh ndng Textbox tai:



(=) (=) (=) (=] (=] (=] [=]

Theme Styles

[ Abc ] (Abc ] ‘ Abc Abc ‘ Abc
ﬂ D
E

Presets

<l < >

Abc Abc Abe AbE St Abe Abe

S (3 (5] = (E)
Do -

TLELELL
TITLLL

Other Theme Fills > >




Tooltab Shape Format — Group Shape Styles

< Shape Fill v | Shape Fill - mau nén

Theme Colors

Standard Colors
[ J | PfEEEEN

Recent Colors

L]
No Fill
More Fill Colors...
B Picture...
I] Gradient >
Texture >

Theme Colors — thuw vién mau cung cdp sén
Cdc mau nay sé thay déi khi thay déi Theme hodic Color Set tai tab Design

Ban doc tham khdo tinh ndng Theme va Color Set tai:

TAB DESIGN — GROUP DOCUMENT FORMATTING

H‘ Offi:e‘ -

Themes A

Organic

Banded

Droplet Frame Gallery

Aa Chon mau sdc, dinh dang (chung) cho vén bén

TAB DESIGN — GROUP DOCUMENT FORMATTING

amame Theme (Office) la theme mdc dinh

Main Event

Reset to Theme from Template

B6 cdc thiét ké dang dung, quay vé theme géc (Offict

[E Browse for Themes.. SU dung theme download tir bén ngodi

Save Current Theme.. Luru theme hién tai cho 1@n st dung sau

H cm-m
N RN Cuson
sto

Colors

H EEEEEE sue
N EEEEEN el
"

B EEEEEE Ornge Red
N ETEEEE fedOrnge

Hé mau dwoc tao tir ngudi ding

Thur vién cung cép sén hé mau

Tuy chinh/tgo hé méau cd nhén




Tooltab Shape Format — Group Shape Styles

S Shape Fill v

Theme Colors

[
||III|||||

Standard Colors
[ J | fEEEEE

Recent Colors

L]
No Fill
More Fill Colors...
Picture...
Ij Gradient >
Texture >

Theme Colors — thuw vién mau cung cdp sén

Standard Colors — cdc mau chuén, khéng bi thay déi khi thay d6i Theme hodc Color Set

Recent Colors — cdc mau duwoc st dung gén déy, thudng la mau bén ngodi

No Fill - khéng sir dung mau nén



Tooltab Shape Format — Group Shape Styles

S Shape Fill v I

More Fill Colors... |

Standard — nhém mau dwa trén mau chudén

Shape Fill - More Fill Colors

Custom — nhém mau tuy chinh: RGB, HSL va Hex

Colors

Standard | Custom

Colors:

Transparency:

< > 0%

? X

Cancel

a
v

Current

Colors

Standard

Colors:

Color model:

Red:
Green:

Blue:

Transparency:

<

? X

Cancel
«
w L
191
5 =
26 ’g‘ New
#BF391A
> 0% g Current

Colors ? X

_ 4
Color model:  HSL v
Hue: 155 [

Standard ~ Custom

sat: ‘133 e

Lum ’132 % New
Hex #4472C4

Transparency:

: > 0y E Current




Tooltab Shape Format — Group Shape Styles

S Shape Fill v

More Fill Colors... |

Hé mau RGB duoc két hop tir 3 mau chinh:

R: Red — mau dé,

G: Green — mau xanh 1d,
B: Blue — mau xanh duong

Colors

Standard

Colors:

Color model: | RGB v
Red: 191 2

Green: 57 =

Blue: 26 :

Hex: #BF391A
Transparency:

< > 0%

? X

Cancel

Current

A

Hé mau HSL dwa trén 3 yéu to:
H: Hue — mau sdc,

Shape Fill - More Fill Colors

S: Saturation — dé béo hod cua mau,

L: Lightness — d6 sdng cua mau

Colors

Standard

Colors:

Custom

Color model:  HSL

Transparency:

<

155 o

v

-

133 -

v

a

132

v

#4472C4

> O%I

<

v

Current

2

Mau Hex ld cdch thé hién mau tir cdc mé
hinh mau khdc nhau théng qua cdc gia tri
thap luc phan.

Mau thap luc phdn tudn theo dinh dang
#RRGGBB (RR — mau dé, GG — mau xanh Id
va BB — mau xanh lam)



Tooltab Shape Format — Group Shape Styles

ﬁ v &) More Fill Colors...’

Shape Fill - More Fill Colors

Display Profile

Shgpe
il Hé mau CMYK duoc két hop tir 4 mau chinh: Hé mau HSB dwa trén 3 yéu to: ey P
C: Cyan - mdu h‘éng, H: Hue — mdu Séc, v SRGB IEC61966-2.1

ACES CG Linear (Academy Color Encoding System AP1)

M: Magenta — mau xanh, S: Saturation — dé bdo hoa cia mau, s
N N . A , > N Adobe RGB (1998)
Y: Yellow — mau vang, B: Brightness — do sang cua mau Apple RGB
K: Black — mau den o8- CODECPLUS
Color LCD

J [ ] Colors

( O F & = i

& cmvksiders ®

Cyan .
| . 3%
Magenta
I e 2%
Yellow
O ) 97%
Black
i | 10%
Opacity
100%

@

~ wES (e8P FHd
O = L e lim

[ ] Colors

HSB Sliders

Hue R—
(F T —
Saturation

P . 7%

Brightness

o 7%

Opacity

| W

100%

Cancel

ColorMatch RGB

DCDM X'Y'Z' D60 Gamma 2.6
Device RGB

Display

Generic RGB

HDMI2VGA V101

HDTV

P3 D60 Gamma 2.6

P3 D65 Gamma 2.4

P3 D65 Gamma 2.6

P3 D65 PQ

PAL/SECAM

ProPhoto RGB

ROMM RGB: ISO 22028-2:2013
Rec. ITU-R BT.2020-1

Rec. ITU-R BT.709-5
Rec.2020 Gamma 2.4
Rec.2100 PQ

Rec.601 NTSC Gamma 2.4
Rec.601 PAL Gamma 2.4
Rec.709 Gamma 2.4

Rec.709 PQ

SMPTE RP 431-2-2007 DCI (P3)
SMPTE-C

SONY PJ

Wide Gamut RGB

image P3



Tooltab Shape Format — Group Shape Styles Shape Fill - More Fill Colors

Cac logi mau xanh vdi mda Hex Cac logi mau xanh véi ma Hex va RGB

. . - =
L
9589C7
RGB
149,185,199

Blue

#3944BC

Slate

#757C88

Novy
#0A1172

Indigo

#231E5D

Cobalt

4#1338BE

Teal
#43AAAD

Ocean
#016064

Azure
#1520A6

Peacock

Lapis
#2832C2

Cerulean
#0492C2

#022D36

STOHG

#5973%E

Spruce
#2C3E4C

Aegean
#1F456E

Berry
#241571

Denim Admiral Sapphire U P ot

#151E3D #051094 #52B2BF - - =
Nguén énh: https://www.color- Ngudén dnh:
meanings.com/shades-of-orange-color-names-htmil- https://www.pinterest.com/pin/375839531404295044/

hex-rgb-codes/



Tooltab Shape Format — Group Shape Styles m

O Shape Fill v |

Picture.. | Picture — si¥ dung hinh dnh lam nén cho shape

Picture... |

|/__\ *] From a File
Q Q ElBrowse files on your computer or local network




Tooltab Shape Format — Group Shape Styles

S Shape Fill v I

[d Gradient | Gradient — Hé mau giao thoa tir hai mau tré 1én

No Gradient

Light Variations

-

R 4

N
—
~
J

_\J
\_JL/

IC”

Dark Variations

2 ...
S
=
=]
@

kl
[
(9]
a

Bl
1
"r

Fill — Gradient



Tooltab Shape Format — Group Shape Styles Fill — Gradient

S Shape Fill v

I] Gradient

M Gradients... . ~ s N .
[d More Gradients | Preset gradients — chon nhanh nhirng kiéu mau gradient

L H| ey ™ [

Direction D N/

Angle 0°

Gradient stops

Color 2~
Position 0%
Transparency F———
Brightness ~—+—

Rotate with shape

> < >

<

< >




Tooltab Shape Format — Group Shape Styles Fill — Gradient

S Shape Fill v

Gradient

More Gradients... I

Preset gradients - | Tuy thuéc vao Type (ki€u gradient) ma gradient sé cé cdc Direction (hwdng) chuyén tiép mau
Type . ~|| khdcnhau

Direction v Llnear Radlal

Angle 0° ;

Rectan ular

Gradient stops

@::TII

Color

Position 0%

< >

Transparency F——— 0%

Brightness ~ —+—
Rotate with shape !

< >

< >




Tooltab Shape Format — Group Shape Styles Fill — Gradient

S Shape Fill v I
I] Gradient I

D More Gradients... I

Preset gradients [d~ | Angle — gdc chuyén tiép mau (chi khé dung vdi Type: Linear)
Direction 7 Rg
Angle 0°

Gradient stops

I ——
Color 2 N
Transparency F———

Brightness ~—+— Angle: 2700 Angle: 90°

[v| Rotate with shape

—

< >

>

<

< >




Tooltab Shape Format — Group Shape Styles Fill — Gradient

O Shape Fill v
I] Gradient

D More Gradients... |

Preset gradients [d ~| | Gradient stops — diém déi mau
Direction PR
Angle 0°

Gradient stops

Color 2~ _:] Y | BS diém d6i mau duoc chon (hodc kéo ra ngodi)
Position
Transparency F———
Brightness ~ —+—

3 | Tao thém diém d6i mau (hodc click trén thanh gradient)

>l € >

<

< >

Color — mau cta gradient stop,

Position — vij tri ctia gradient stop trén thanh gradient,
Transparency — dé trong sudt cua gradient stop,
Brightness — dé sdng cua gradient stop



Tooltab Shape Format — Group Shape Styles Fill — Texture

O shape Fill v | Texture — théu dét

Texture |

More Textures... k

Q




Tooltab Shape Format — Group Shape Styles Fill — Texture

S Shape Fill v

Texture I

More Textures... |

Texture \/

0% °

Transparency |

Transparency — dé trong suét

Q



Tooltab Shape Format — Group Shape Styles Shape Outline

IZ shape Outline *| Shape Outline — vién shape

Theme Colors Theme Colors (srapo il
IE . . - . . - < Shape Fill v

‘Theme Colors.
H EEEEsEEN

Standard Colors
am SEEEEEN

Theme Colors — thu vién mau cung cép sén

Standard Colors — céc mau chudn, khéng bj thay déi khi thay d6i Theme hodc Color Set

Recent Colors.

Recent Colors — cdc mau duoc st dung gén déy, thuwong la mau bén ngodi
Standard Col H 7.
andard Colors Standard Colors | Ban doc xem lgi tqi: No Fill— khéng i dung méu nén
EEY EEEEEE B
@ crdient >
Recent Colors Recent Colors B ]
[ |
No Outline No Outline
More Outline Colors... More Colors _
f Eyedropper Tooltab Shape Format — Group Shape Styles Shape Fill - More Fill Colors
E Weight > & Shape Fill »
@ More il oo
%% Sketched >
- Standard — nhém mau dya trén mau chudn Custom — nhém mau tuy chinh: RGB, HSL va Hex
w2 Dashes > Colors 7 x Colors X Colors ? x
) N [standard | custom Standard [ Custom | T o

oo Cancel olos: Cancel Colors o

O |

Color mogel st
e Bed o s He: s 2
Greer ERC s = 2
New Blue: % 2 e Lum: w2 bl
Hex oA Hex sunzch
Transparency. Tansparency: Tansparency.
< > o Bl e b > % 5 cument S N -




Tooltab Shape Format — Group Shape Styles Outline — Weight

g Shape Outline Vl

= Weight | Weight — do day

Ya pt

vpt ——————————
hpt —— No Outline Weight: 1pt Weight: 6pt
1pt

1 pt

—

2Va pt

3 pt [—

41/ pt L]

6 pt I

*=2 More Lines...

Width et T Nhdp s6 do cu thé dé day cua vién shape




Tooltab Shape Format — Group Shape Styles Outline — Sketched

g Shape Outline Vl

3% Sketched | Sketched — nét phdc hoa




Tooltab Shape Format — Group Shape Styles Outline — Dashes

g Shape Outline Vl

Dashes — cdc nét gach

++++++++++++++++




Tooltab Shape Format — Group Shape Styles Outline — Arrows

g Shape Outline VI

= Arrows | Arrow — miii tén, chi khd dung khi shape thuéc nhém Lines
|

‘ . - |

— -_— -

—
=
£ More Arrows...

v

4

Begin Arrow type

Begin/End Arrow type — kiéu miii tén tai diém bat dau/két thuc,
Begin/End Arrow size — kich thudc miii tén tai diém bat déu/két thuc

4

Begin Arrow size

4

End Arrow type

i e o

<

End Arrow size




Tooltab Shape Format — Group Shape Styles

&) Shape Effects v ' Shape Effects — hiéu trng shape

D Preset
I:' Shadow
[ Reftection
D Glow
|| soft Edges
[ Beve

>

v

v

>

m 3-D Rotation >

Preset — cdc kiéu hiéu ng két hop sén,

Shadow — dé bdng,

Reflection — phdn chiéu,

Glow — phdt sdng,

Soft Edges — l[am md&/mém dnh tir bén ngodi vao trong,
Bevel — nhdn xuéng hodc lam néi anh Ién so vdi vién,

3-D Rotation — xoay cdc goc

Shape Effects



Tooltab Shape Format — Group Shape Styles Shape Effects — Presets

& Shape Effects v |

] preset >| Preset — cdc kiéu hiéu trng két hop sén

No Presets

]

OEEE
IEE0
Be g

Cl
m—)




Tooltab Shape Format — Group Shape Styles Shape Effects — Shadow

&) Shape Effects v |

(] swaow | Shadow - d§ bong

No Shadow

. J
@ 4 a

Inner

eon

4 Shadow ) . .

Cea presets Presets — cdc ki€u d6 bdng,

S 8 a Color Color —mau bong, ,

N Transparency b Transparency — dd trong subt cua bong,

23 @ Size — Size — kich thudc bong,

2@ - Blur — Blur - d6 mo cda bong,

Angle : - Angle — géc dé bdng,
Bl iR Distance | Distance — khodng cdch tir shape dén canh ngodi cia béng




Tooltab Shape Format — Group Shape Styles Shape Effects — Reflection

&) Shape Effects v |

[ ] Reftection >| Reflection — anh phdn chiéu

No Reflection D
Reflection Variations
D Reflection Options... 4 Reflection
Presets Presets — cdc kiéu dnh phdn chiéu,
Transparency b————— Transparency — dé trong suét cua dnh phan chiéu,
Size : Size — kich thud'c anh phdn chiéu,
BI % - N \ ? 2 - n
= Blur - @6 mé dnh phdn chiéu,
Distance - . ) , . ~ s » N
Distance — khoang cdch tu shape dén anh phan chiéu



Tooltab Shape Format — Group Shape Styles Shape Effects — Glow

&) Shape Effects v |

[ ] glow >| Glow — vién sdng
No Glow
)
Glow Variations
U 0 0 0 0
O 0 0 0 g @
U 0 0 0 g @
U 0O 0 0 0 @
More Glow Colors >
D Glow Options...
4 Glow .
presets Presets — cdc kiéu vién sdng,
Color Color — mau cua vién sdng,
Size — Size — kich thuwdc vién sdng,
Transparency | Transparency — dé trong suét cua vién sdng




Tooltab Shape Format — Group Shape Styles Shape Effects — Glow

&) Shape Effects v I

|| softedges >| Soft Edges — lam mém canh

No Soft Edges

O

Soft Edge Variations

]

[] Soft Edges Options.. | 4 Soft Edges
Presets L1 ~1| Presets — cdc kiéu vién sdng,

Size | Size — kich thudc lam mém canh




Tooltab Shape Format — Group Shape Styles

Shape Effects — Glow

&) Shape Effects v |

[J s % Bevel —tgo d6 déc

]
—

No Bevel

[

Bevel

Hoo=
QO Top bevel Top bevel —tgo d6 déc & dinh
" El
e _ Bottom bevel Bottom bevel —tao dé déc & ddy
7 3-D Options... D Width
o [on |
Depth Depth — d¢ séu
o7 = [ 1]
Contour Contuour — dwong vién
Material Material — vat liéu
&7 -
Lighting Lighting — dnh sdng
Q Angle | g° :




Tooltab Shape Format — Group Shape Styles

&) shape Effects v |

m 3-D Rotation ~

No Rotation

]

DO Ol
A0=0
[ &

ﬁeuy

m=I=lN
Ccac

Oblique

COO00a

<"/ 3-D Rotation Options...

3-D Rotation — quay 3D

No Rotation

Khéng xoay

Parallel
song song

Perspective
phéi cénh

Oblique

xiéng

Shape Effects — Glow

[
—)

Distance from ground 165pt |

Presets

X Rotation 0°
Y Rotation 0°
Z Rotation 0°
Perspective 0°

[ ] Keep text flat
Distance from ground

Reset

Presets — cdc kiéu xoay

X Rotation — xoay theo chiéu ngang,
Y Rotation — xoay theo chiéu cao,
Z Rotation — xoay theo chiéu séu

Perspective — goc nhin

(Chi khd dung cho nhém Perspective)

Keep text flat — gii¥ cho vdn bén van phdng
Distance from ground — khodng cdch vdi nén



Tooltab Shape Format — Group WordArt Styles Styles

AAAAA
A A A A
AAA A A
A A A A

Ao Clear WordArt Clear WordArt — xod WordArt, dwa vé kiéu chir mdc dinh




Tooltab Shape Format — Group WordArt Styles

Héu hét nhitng tinh ndng nay dé duwoc dé cép trong Shape Format

A Text Fill v |

Theme Colors

Standard Colors

Recent Colors

|
No Outline
More Outline Colors...
/ Eyedropper
§ Weight >
Z= Dashes >

A Text Outline vI

Theme Colors

Standard Colors

Recent Colors

[ |
No Fill

More Fill Colors...

/ Eyedropper

Picture...

I] Gradient >
Texture >

A Text Effects v |
A Shadow >

A Reflection >

Glow >

Bevel >

=z > B

3-D Rotation >

db(. Transform >




Tooltab Shape Format — Group Accessibility Alt Text

At | Alternative Text — vdn ban thay thé
Text

Alt Text vox
How would you describe this object and its Ban mualn mé td déll tU‘O’ng ndy Vd bOAII Cdnh C'ja nO, nhU’ thélndo ChO

context to someone who is blind or low

o nhitng nguoi khiém thj hodc c6 tdm nhin kém?
- The subject(s) in detail oA ) .

- The setting * Chi tiét cua déi tuong,

- The actions or interactions . C , th . ,«t I,\

- Other relevant information ac e apl

(1-2 detailed sentences recommended) * Hanh dong ho-ac phan Ulng,

* Théng tin lién quan khdc,...

. Khi mét ngudi st dung bé doc man hinh dé xem tai liéu, ho sé nghe thdy Alt Text;
\ néu khéng cé Alt Text, ho sé chi biét rang ho dé di téi mét dnh ma khéng biét dnh
[] Mark as decorative © dé hién thi nhu thé ndo.

Nhép mé té tai ddy, khéng cén Save



ToolTab Shape Format — Group Arrange

Ban doc xem lai nhom tinh ndng nay tai:

ToolTab Picture Format — Group Arrange

Bring Forward & Send Backward — thay déi thi tw xudt hién cda hinh dnh
(nhing tinh ndng nay téi dén (khéng khé dung) khi dang & ché dé wrap text In Line with Text)

E,I_] Bring Forward v/

[y Bring Forward Bring Forward — dwa Ién trén hinh lién trudrc,

I X
L Bring to Front Bring to Front — dua Ién trén ciing,

% Bring in Front of Text

Bring in Front of Text — dwa Ién trén vdn bén

FDSend Backward v

[0 Send Backward Send Backward— duwa ra sau hinh lién sau,

[m] \
th Send to Back Send to Back — dwa ra sau cling,

= sendBehind Text | gond Behind Text — dua ra sau vén bén




Tooltab Shape Format — Group Arrange

Selection X
m

Selection
Pane

>

] Show All H Hide All ‘

Cdc déi tuong duoc liét ké trong Selection Pane sdp xép theo thir tu,

Division Sign 10 o) déi twgng ndo & trén hién thj phia trudce, déi tugng ndo & dudi hién thi phia sau
Multiplication Sign 9 o
Minus Sign 8 o
Plus Sign 6 o

Division Sign hién thj trén cting, sau dé dén Multiplication Sign, Minus Sign va
Plus Sign hién thj cudi cuing




Tooltab Shape Format — Group Arrange

Selection X
m

Selection
Pane

‘ Show All H Hide All ‘

Division Sign 10
Multiplication Sign 9
Minus Sign 8

Plus Sign 6

Chon, gii¥ sau dé thd déi twong vao vi tri mong muén

Plus Sign 6
Division Sign 10
Multiplication Sign 9

99 9 9

Minus Sign 8

Plus Sign hién thj trén cting, sau dé dén Division Sign, Multiplication Sign va
Minus Sign hién thj cuéi cting



Tooltab Shape Format — Group Arrange

&= Align V| Align to Slide — cén chinh cdc déi twong

Ban doc xem lai tinh nang nay tai:

ToolTab Picture Format — Group Arrange
|:‘I:' Align v
Align to Page | Align to Page — cdn chinh theo trang
ToolTab Picture Format — Group Arrange
LE_‘I:' Align v

Align to Margin| Align to Margin — cén chinh theo bién

ToolTab Picture Format — Group Arrange

|,=_":' Align v

Align Selected Objects | Align to Selected Objects — cén chinh theo cdc déi tugng duoc chon

“I:l_‘r Align Top

|:=' Align Left

w |

)——O0—0

ﬂ Align Bottom

=5 Align Right




Tooltab Shape Format — Group Arrange

IH Group V| Group — nhém cdc déi twgng thanh mét nhém

PV LEl_iGroup|

O | [snowan | vigent

Selection

Pane 4 Group 1

Plus Sign 6

Division Sign 10
Multiplication Sign 9
Minus Sign 8

B

99 9 9 9

Cdc déi twong sau khi group sé st dung chung border,
thu nhdé/phdéng to border sé thu nhé/phdng to tdt ca cdc déi twong trong group

Group 1 xudt hién trong Selection Pane chira tdt cd cdc déi tuong thuéce group dé



Tooltab Shape Format — Group Arrange m
:'-_ELEGroup VI

I N . / %®

= .

Click vao border nghia la chon tét cé cdc déi twgng trong group,
tiép tuc click vao mét déi tugng cu thé dé chon va dinh dang riéng cho déi twong dé

i Ungroup | Chon group W Upgroup dé bé nhém cdc déi tugng

i Regroup | Regroup — nhém lai cdc dé6i tuong vira Ungroup



Tooltab Shape Format — Group Arrange
1 Rotate v| Rotate — xoay shape

2
(N
=
S|

i B

Rotate Right 90°
Rotate Left 90°
Flip Vertical

Flip Horizontal

More Rotation Options...

Rotate Right 90° — xoay shape sang phdi 90°,
Rotate Left 90° — xoay shape sang trdi 90°,
Flip Vertical — gt doc,

Flip Horizontal — lat ngang

Layout ? X

Position  Text Wrapping Size

Height

© Absolute  1.78" H

O Relative ’?‘ relative to | Margin j
Width

© Absolute ‘2.71 " ki”

O Relative [ : ‘ relative to | Margin v

Rotate

Rotation: ‘ 0° }%”

Scale

Height: 100% 2 width:  100% 5]

|:| Lock aspect ratio

Rotation — nhép sé do goc

Relative to original picture size

Original size

Height: Width:

Reset
o

AE Flip Horizontal |

—)




Tooltab Shape Format — Group Size

e > | Height — chiéu cao,
=3 | Width — chiéu réng

Hl

Right-click vao déi twong chon ZE More Layout Options..

Hodc ma réng Group Size

Layout

Position  Text Wrapping Size

» Height
@ Absolute 2" E‘
O Relative ’?

B Width

@® Absolute 3" Ij
OReIatjve —‘:‘

Rotate

Rotation: 0° }%
Scale

Height: 100 % Ij

|:| Lock aspect ratio
Relative to original picture size
Original size

Height:

relative to | Margin v

relative to | Margin

Width: 100 %

Width:

OK

Reset




3D Models



Tab Insert — Group lllustrations 3D Models

3D 3D Models — mé hinh 3 chiéu
Models v

Insert 3D Model From

f% This Device... 0 0 0 0 e
All Animated Models Animated Animals Animated for Education ji Chemistry. Anatomy

@ Stock 3D Models...

£ E<S E %
Online 3D Models © ®
<~ [ £ Animated Animals X l
o ~
Clothing Furniture
ey g’
|
&
Anlmals Dlnosaurs ’
) -
v

Insert (1) Cancel



Tab Insert — Group lllustrations ? Play/Pause Model
@ o o o

3D
Models v

Mé hinh dang chuyén déng
(mdc dinh chuyén déng sau khi chén)

Play Hodc chon Play tai tooltab 3D Model dé mé hinh chuyén déng



Tab Insert — Group lllustrations

3D
Models v
O ?

Chon va xoay dé thay déi huwdng cua mé hinh

Hodc chon cdc hwéng c6 san tai tooltab 3D Model

3D Model W ‘ ﬁ 'N 5’
¢ ¢ P ¥
§ W ¥ ¥ m

Views




Tooltab 3D Model — Group Play 3D m

- ?
Scenes
O

v

w

None | None — tét Chuyé\’n déng

O
C

Khi tat chuyén déng,
moé hinh khéng con nut Play/Pause

o
5 5 5

scene s scencd scencs | Scene 1-5 — cdc kiéu chuyén déng




Tooltab 3D Model — Group Adjust Insert & Reset 3D Model

MOZZS .| 3D Model — Chén thém mé hinh 3D, twong tw thao tdc chén ¢ tab Insert

s
| F,i:;if? Tinh ndng nay twong tu Reset Picture

é':a Reset 3D Model

(Qa Reset 3D Model and Size

Cdc tinh ndng thudc cac nhom Accessibility, Arrange va Size ban doc xem lai tai tooltab Shape Format

. ‘:I 1 n i—\ _E | .
E @C l:||_—, rlj E’—‘% F .L_l:_‘_l NS, I_D Height: 3.89"
Alt Bring Send  Selection Align Group
Text Forward v Backward v Pane v v

2 Hwidth: (3417

v

Accessibility Arrange Size N




Tooltab 3D Model — Group Size

Pan &1 pan & Zoom — phdng to két hop nut xoay dé xem cdn cénh (Pan) & thay déi kich thudc mé hinh (Zoom)

Zoom

Nhén git¥ kinh ltip dé phdng to hodc thu nhdé mé hinh
nhwng khéng thay déi kich thudc

o e N\

Pan két hop Rotate

R —




SmartArt



Tab Insert — Group lllutrations SmartArt

ZE\] Choose a SmartArt Graphic ? X

SmartArt List .

] 2 Al

£ List %% O@% L =—

*  Process =l o Qg =

L Cycle (E=— -

(=
gh  Hierarchy o =
. . |- [ [ 3
4 Relationship =8 e
=— [FEE FF P
& Matrix =
Basic Block List
é Pyramid %Q} (ﬁ(t’ o-e-0- G-6@-@ Use to show non-sequential or grouped blocks \
g =1 =1 | | of information. Maximizes both horizontal and

m Picture

vertical display space for shapes.

Office.com e m gg
=S gsls SN S y

oK | Cancel ‘ SmartArt

@

Kiéu SmartArt | Danh sdch bé cuc SmartArt Xem trwdc SmartArt 88 List
theo moi kiéu > Process

T Cycle

Eﬁ Hierarchy
F5 Relationship
{} Matrix

A Pyramid

[ad Picture

VYVvyVVVVYVYY




Tooltab SmartArt Design — Group Create Graphic

1 Add Shape v <— Promote T Move Up

— Add Bullet — Demote \L Move Down #1: Click vao shape va gé truc t,'e"'p
EText Pane <—_> Right to Left = Layout v (
/’Type your text here X ? ?
* Microsoft Office

* Excel

* Word
C6 2 cdch dé md Text Pane: : :“”°r‘|°"
Cdch 1: stt dung nut lénh Text Pane N
trong tab SmartArt Design, nhom o o
lénh Create Graphic; #2: Nhap trong Text Pane

a Microsoft

Cdch 2: mé nhanh Text Pane bang /’Q Office ?
nut mdi tén & bién bén trdi cua ——
SmartArt o

Diverging Radial

Use to show relationships to a central idea in a
cycle. The first Level 1 line of text corresponds
to the central circular shape. Emphasizes the
surrounding circles rather than the central
idea. Unused text does not appear, but
remains available if you switch layouts.

Learn more about SmartArt graphics




Tooltab SmartArt Design — Group Create Graphic Add Shape

1 Add Shape v| <= Promote /r Move Up
E Add Bullet — Demote \L Move Down
‘E‘ﬁ:w Pane (—_> Right to Left = Layout v

Click vao Shape B1 sau do
click truee tiép vao nut

'|'-_—| Add Shape v——




Tooltab SmartArt Design — Group Create Graphic Move Up/Down

1 Add Shape v <— Promote /r Move Up
E Add Bullet — Demote \L Move Down
‘E‘ﬁ:w Pane (—_> Right to Left = Layout v

—

Click vao Shape B2 sau do chon

T Moveup| |
i [T

Hodc Click vao Shape B1 sau do chon ||

\L Move Down |




Tooltab SmartArt Design — Group Create Graphic

1 Add Shape v |<— Promote /r Move Up
E Add Bullet — Demote \L Move Down
(—_> Right to Left = Layout v

——

Click vao Shape B2 sau do chon

<— Promote




Tooltab SmartArt Design — Group Create Graphic

1 Add Shape v <— Promote /r Move Up
E Add Bullet — Demote \L Move Down
‘E‘ﬁ:w Pane (—_> Right to Left = Layout v

Click vao Shape D sau d‘y
— Demote




Tooltab SmartArt Design — Group Create Graphic Right to Left

1 Add Shape v <— Promote /r Move Up
E Add Bullet — Demote \L Move Down
<—_> Right to Left = Layout v

Click vao SmartArt sau do chon
A | gttt




Tooltab SmartArt Design — Group Create Graphic

1 Add Shape v <— Promote /r Move Up
E Add Bullet — Demote \L Move Down
(—_> Right to Left = Layout v

Click vao Shape A sau do chon
% Standard

% Both
B? Left Hanging

IEE Right Hanging




Tooltab SmartArt Design — Group Create Graphic

Assistant Shape

Assistant chi xudt hién & bé cuc Organization Chart;
Bullet cta Assistant thé hién bdng ddu mdi tén xuéng dong
Vi tri cia Assistant ndm khdc huéng vdi nhén vién con lqi

) O
Type your text here

A

*B

_B_§ B2

Organization Chart

Use to show hierarchical information or
reporting relationships in an organization. The
assistant shape and the Org Chart hanging

layouts are available with this layout.

0
|

Learn more about SmartArt graphics




Tooltab SmartArt Design — Group Create Graphic Add Assistant Shape

1 Add Shape v |<— Promote /r Move Up
E Add Bullet — Demote \L Move Down
(—_> Right to Left = Layout v

Type your text here X

O
Click vao Shape C sau dé chon *A
Le AA
r- Add Shape After *B
* B2
r|j Add Shape Before . B1
e C
E Add Shape Aboyve oD
e |
E Add Shape Below
i > o)
E Add Assistant
Organization Chart
Use to show hierarchical information or
reporting relationships in an organization. The
assistant shape and the Org Chart hanging
layouts are available with this layout.
Learn more about SmartArt graphics
O O




Tooltab SmartArt Design — Group Layouts and Smart Styles

Layout — Chuyén sang bé cuc khdc Change Color — Péi mau Style — Kiéu
T o e, B m | m mm wm =
EEEE%%E.% ET2T o6 change--------%%%%%-ii’u

<l < >

Colors v

Layouts SmartArt Styles
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Best Match for Document
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Accent 1

33 More Layouts...

Accent 2
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Tooltab SmartArt Design — Group Reset Resert & Convert

B
Reset

sraphic,  Reset Graphic — khéi phuc dinh dang gbc



Tooltab Format — Shape Styles Format Shape

Toan bé cdc tinh ndng Format shape trong SmartArt giéng nhu format Shape théng thudng

~ < shape Fill v ~ A Text Fill v
[ Abc] { Abc } ‘ Abc ‘ Abc Abc v z Shape Outline v A A A v AText Outline v
@ Shape Effects v Y1 A Text Effects v
Shape Styles I~ WordArt Styles N

N

Click vao shape A dé thay déi
shape do

Click vao dwong néi giita B2
va B1 dé thay déi duwdrng dé _n






Tab Insert — Group lllustrations

r() Shapes v 1 SmartArt Insert Chart ? X
'E.j Icons [I] Chart

@ 3D Models v &1 Screenshot v Recent
oo (1l 1A (AR i 93 03 4

Column

Line Clustered Column Chon kiéu biéu do thudc loai Column

Pie Chart Title

Bar

Area
e il Ill |
Map =y

((((((((((( Category4

eRSMeFE QOO

................

Stock
Chon logi biéu dé e

Radar
Treemap
Sunburst
Histogram

Box & Whisker
Waterfall

Funnel

FIAdEZFOHER Y

Combo

OK Cancel




Tab Insert — Group lllustrations

Word chén biéu d6 déng thoi
m& ctra s6 Excel d€ nhép dit liéu cho biéu dd

r(l) Shapes v 2= SmartArt
'g.j Icons [I] Chart
@ 3D Models v gl Screenshot v

~.
|

a
'Q v Q‘ v Chart in Microsoft Word X
A B C D E F G [4]
1 I Series1 |Series2  Series 3 L
2 Category 1 43 2.4 2
3 Category 2 2.5 4.4 2
4 Category 3 Bi5 1.8 3
5 Category 4 4.5 2.8 5,
= - E_
< oy

Category 1

Category 2 Category 3

B Series1 M Series?2 M Series3

Category 4

=T IN (B



Tab Insert — Group lllustrations

ré Shapes v 2= SmartArt
tg Icons |:D:| Chart
@ 3D Models v él Screenshot v

Gil? va di chuyén gdéc dudi bén phdi dit liéu dé thu hep/mé réng
kich thuwdc di¥ liéu cda biéu dé



Tooltab Chart Design Edit Data
57

Edit Data — chinh s di¥ liéu biéu d6

Edit
Data v
@ Edit Data | H 9 ¢ R Chart in Microsoft Word N4 X Edit Data
2 ? ~ \ -
mo cua sé lam viéc
- ? ~ . L

A B c D E F S H ! chi dé thay doi sé liéu
1 [ Series 1  |Series2  Series 3
2 Category 1 4.3 2.4 2
3 Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 Category 4 4.5 2.8 5)
6 [~]
] | []

ﬁ Edit Data in Excel l AutoSave B ©v & < Chart in Microsoft Word - Excel 0 Pham Khanh @ N4 s B - O X Edit Data in Excel
Home  Insert  Draw Page Layout Formulas Data Review  View Help  Table Design & ) mo’! Cl}a 56’ /dm V,'e"c
2‘, Calibri V11 v === ?;Ez General v ﬁConditional Formatting v & v /O 7. W 2 s v
= E j voi day du chuec ndn
D E@ . B I U+ A A === $ v 9% 9 @meatasT‘ablev X v " y g
Paste — Editing | Analyze
v v v A =5 D < 9% [iZ cell styles ~ [t Format v v Data

Clipboard N Font ~ Alignment N Number N Styles Cells Analysis A
B1 % fx Series 1 v

A B C D E F G H J K L -
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2 Category 1 4.3 2.4 2
3 Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 Category 4 4.5 2.8 5,
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Tooltab Chart Design & Format

Chart Design |

ik &%

b 'I' "l M i I|| I |I| B i E

Chi tiét vé dinh dang biéu db6, ban doc xem tai Gido Trinh Truw’c Quan Excel

Laitd bbbl Lt bin [N
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il

Add Chart Quick Change = s Switch Row/ Select Edit Refresh Change
Element v Layoutv | Colors v Column  Data Datav Data Chart Type
Chart Layouts Chart Styles Data Type

Formatl

Chart Area v | A \ ’__‘ ~ £ Shape Fill v ~ A 5 . =] =~ Ehering Forward ~ B2 Align v 135 ~

% Format Selection \, oo . . . Z Shape Outline v A A A v A =l _ |_—|[:| Send Backward v H_:_h Group v . ”

P _ Change - Alt Position Wrap N s ~

|-_—1| Reset to Match Style O A —I— Shape v &) Shape Effects v A Text v Text v ['g Selection Pane A Rotate v baid v
Current Selection Insert Shapes Shape Styles N WordArt Styles I Accessibility Arrange Size N







Tab Insert — Group lllustrations

|§:|+ Screenshot v| Screenshot — chup man hinh

Available Windows Available Windows — cdc trng dung Office dang m¢o

\ Chon dé chén toan man hinh &*ng dung dé

fal. Screen Clipping Screen Clipping — chup man hinh t*ng dung dang m¢& ngay sau Excel




