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ey | Vi du vé Index

Index liét ké danh sdch cdc thudgt
ngit duoc si dung trong vén ban,
Sé trang bén phdi cho biét tir d6
dwoc st dung & trang nao,

Muc & ngodi Id main entry (chd dé),
muc thut dong la sub entry (thugt
ngit thuéc chu dé dé)

Index

NUMBERS

3D models
formatting, 151-152
inserting, 136-137
moving, 152
rotating, 152
zooming, 152

A

accepting tracked changes, 176-178
Accessibility Checker, 47-49, 51
activating

comments for editing, 170

headers and footers, 28

tables for editing, 92
adding authors, 36. See also inserting
alignment of table cells, 95-96
alternative text for graphic elements, 163-164
angles of shapes, changing, 133
animated 3D models, 136
applying

3D model views, 152

artistic effects, 148

graphic element styles, 148

SmartArt graphics effects, 151

SmartArt graphics styles, 151

style sets, 25-26

styles, 6569

table styles, 89-90

text effects, 60-61
artistic effects for pictures, applying, 148
aspect ratio for shapes, 133
authors

adding, 36

removing, 36

Backstage view
Info page, 35-36
for program options, 5-6
balloons, 168
bibliographies
changing style, 127
citation sources, creating, 116-119
converting to text, 127
creating, 125-127
updating, 127
bookmarks
inserting, 16-18
linking to, 14-15
moving, 17-18
naming, 17
borders for pages, 33
bulleted lists, 104-105

C

capturing screenshots, 140-141

cells in tables
alignment/spacing, 95-96
merging, 96
splitting, 96

change tracking, 172-176
accepting/rejecting changes, 176-178
locking, 173
reviewing markup, 174-176
unlocking, 174

changing. See also modifying
bibliography style, 127
footnote/endnote type, 115
layouts for SmartArt graphics, 157
list levels, 107
margins, 24-25
number format

Mark Entry
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Buwdrc 1: chon thudt ngi¥ cén dwa vdo Index

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.

Buwdrc 2: thiét Igp théng tin

Mark Index Entry ? X

- s Main entry — chd dé chinh,

ubenty: _[Online Video Subentry — thuét ngt thuéc chu dé,

S Cross-reference — tao tham chiéu chéo dén index khdc,

O Current page Current page — liét ké s6 trang hién tai cua index dwoc chon,

N Page range — liét ké danh sdch nhém trang cé chira bookmark (phdi tai bookmark truérc),
R  Page number format — dinh dang s6 trang,

85? Bold — in dam, Italic — in nghiéng,

Mark — ddnh dé@u chi ttr nay,
Mark All — ddnh déu tat cd tir nay trong vdn ban

This dialog box stays open so that you can mark
multiple index entries.

Mark All Cancel
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Ky hiéu Index

|

Video-provides-a-powerful-way-to-help-you-prove-your-point.-When-you-cIick-OnIine-Videox-XE-

nsert:OnIine‘-Video"-i,-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.9|

Main

Subentry
entry

INDEX

» insert

» Online Video, 1 «—— Trang chura index

insert
Online Video, 1, 2, 3+—— Trong truwong hop Mark All,

hién thj tét cé cdc trang chira index

Mark Entry
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Insert Index | Bwo'c 3: Chén Index

Indent — kiéu Index liét ké thanh tirng dong

Index ?

Table of Contents  Table of Figures  Table of Authorities

Print Preview

‘Aristotle, 2 ‘ - Type: O indented O Rup-in

insert
footer, 1
header, 1
Online Video, 1, 2, 3
objects
charts, 1
cover page, 1
pictures, 1
sidebar, 1
SmartArt, 1
text box, 1

Insert Index

Run-in — kiéu Index néi tiép nhau

Index ?
Index Table of Contents ~ Table of Figures  Table of Authorities
Print Preview
Aristotle, 2 - Type: O Indented o

insert: footer, 1; header, 1; Online Video, 1, 2, 3
objects: charts, 1; cover page, 1; pictures, 1; sidebar, 1; SmartArt, 1; text box, 1
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Insert Index | Bwo'c 3: Chén Index

Index chia thanh 2 c6t Index chia thanh 3 c6t

Index ?

Table of Contents ~ Table of Figures  Table of Authorities

Print Preview

Index ?

Index Table of Contents  Table of Figures ~ Table of Authorities

Print Preview

Aristotle, 2 Type: O Indented O Rup-in Aristotle, 2 Type: O Indented O Run-in
Asteroid belt. See Jupiter Columns: 2 E Asteroid belt. See Jupiter Cumes [3 |5
_Atmosnhere Atmocnhore
insert cover page, 1 insert objects sidebar, 1
footer, 1 p.lctures, 1 footer, 1 charts, 1 SmartArt, 1
hea'cler, 1 sidebar, 1 header, 1 cover page, 1 text box, 1
Online Video, 1 SmartArt, 1 Online Video, 1 pictures, 1
objects text box, 1

charts, 1
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Formats: Classic

Index

Table of Contents ~ Table of Figures  Table of Authorities

Print Preview

A
Aristotle, 2
Asteroid belt. See Jupiter
Atmosphere
Earth

exosphere, 4
ionosphere, 3

(@] Right align page numbers

Type: O Indented
Language: | English (United

Columns:

Tab leader: ‘ v ‘
Formats: ‘Classic v ‘
! (o]
insert
footer, 1 objects
header, 1 charts, 1
Online Video, 1 cover page, 1
pictures, 1
sidebar, 1
SmartArt, 1

text box, 1

Insert Index

Formats: From Template

Index

Index Table of Contents

Print Preview

Table of Figures

Aristotle, 2
Asteroid belt. See Jupiter
Atmosphere
Earth
exosphere, 4
ionosphere, 3
mesosphere, 3—-4
stratosphere, 3
thermosphere, 4

O Right align page numbers

Tab leader: |.......

Table of Authorities

Type: O Indented

Columns: |2 %

Language: | English (Unite

Formats: From template 22
insert cover page, 1
footer, 1 pictures, 1
header, 1 sidebar, 1
Online Video, 1 SmartArt, 1
objects text box, 1
charts, 1



