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Vi tính ÖÙng duïng

Microsoft Equation 3.0

Coâng cuï cuûa Microsoft Office trong
1. Microsoft Word
2. Microsoft Excel
3. Microsoft PowerPoint
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Khôûi ñoäng
Giaû söû chuùng ta ñang trong phaàn meàm Microsoft 
Word, vaø muoán cheøn coâng thöùc vaøo Word.

1. Insert > Object …
2. Choïn Microsoft Equation 3.0
3. Nhaáp nuùt OK
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Giao dieän nhaäp coâng thöùc
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Nhaäp coâng thöùc

Duøng thanh coâng cuï Equation ñeå nhaäp
vaøo caùc kyù hieäu cho coâng thöùc theo yeâu
caàu.
Sau khi nhaäp coâng thöùc xong nhaáp chuoät
vaøo vuøng traéng ngoaøi coâng thöùc ñeå ñöa
coâng thöùc vöøa nhaäp vaøo Word.
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Thanh coâng cuï

Microsoft Clip Art

Microsoft Office
1. Microsoft Word
2. Microsoft Excel
3. Microsoft PowerPoint
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Khôûi ñoäng Clip Art

Vaøo Insert > Picture > Clip Art
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Cheøn hình vaøo taäp tin
1. Choïn nhoùm hình (ñaõ phaân loaïi) caàn
2. Choïn hình trong nhoùm ñoù
3. Nhaáp traùi chuoät vaø choïn Insert Clip
4. Nhaáp nuùt daáu cheùo ôû goùc treân phaûi cuûa cöûa

soå ñeû ñoùng Clip Art.
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Thanh coâng cuï Drawing

Microsoft Office
1. Microsoft Word
2. Microsoft Excel
3. Microsoft PowerPoint
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Goïi thanh coâng cuï

View > Toolbars > Drawing
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Thö vieän hình veõ AutoShapes
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WordArt

Insert > Picture > Word Art
Choïn kieåu vaø nhaáp OK
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WordArt

Nhaäp vaøo noäi dung Word Art, choïn kieåu
chöõ vaø kích thöôùc chöõ, chöõ ñaäm, chöõ
nghieân. Nhaáp nuùt Ok.
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Thanh coâng cuï Word Art

Insert WordArt: cheøn WordArt môùi

Edit Text: chænh noäi dung WordArt

WordArt Gallery: ñoåi kieåu

Format WordArt: toâ maøu, ñònh daïng

WordArt Shape: hình daùng
Free Rotate: xoay töï do

Text Wrapping

WordArt Same Letter Heights

WordArt Vertical Text

WordArt Alignment

WordArt Character Spacing


