TAO DONG DAU CHAM (............... ) NHANH - TABS
D& mau nén cho file. (khi in lai khéng cd)
Tao dong ddu chém (............... ) nhanh - Tabs
1. Vao Format\Tabs. ..

2. Xuét hién hop thoagi Tabs

Tab stop position: D& dai tinh tir dau dong cda tab dén vi tri diém cusi dong.
Default tab stops: Ch& dé méc dinh cda tab (thudng la 1,27cm)
Alignment: Cén € dong tab.

Left: LE trai
Center: Gitra dong
Right: L& phdi.

Leader: Lya chon kigu duong tab |(......... ,
Not Set: Thiét lap

3. Kich vao not OK dé hoan thanh viéc tao tabs. Trong cung 1 dong c6 thé tao duoc nhiéu tab
khac nhau.
* Néu mudn bd duéng Tab:

1. Tai hép thogi Tabs, chon logi duéng tab & Tab stop position 2. Chon nit Clear: Xéa 1 tab da
chon 3. Chon nit Clear All: X6a todn bé céc duong tab. 4. Chon nit OK d& hoan thanh.

1. Vao Format \ Background

2. Lva chon mau 8 ra, hodic vao More Colors... va Fill Effects... d& mé réng thém nhiéu logi mau
mudn chon. Sau khi chon mau nén xong, file vén bén s& chuyén sang ché do hién thi la Web
Layout:

3. N&u muén trd lai ché do hién thi file binh thuong (khéng cé mau nén): Vao View\Print Layout

Dt file véin bén ¢ tidu d&, mau nén... trinh dién gidng chuong trinh MS-PowerPoint.

1. Vdo Format\Theme...



2. Xuét hién hop thogi Theme:

Choose a Theme: Lya chon kiéu trinh dién c6 san trong bd Office. Trén ving Sample of Theme: la
noi hién thi hinh dnh minh hoa cho viéc lya chon. N&u cé dong théng bdo: “To install the selected
theme and see its preview, click Install” thi cén click vao nit Install va duong dén téi bd cai Office
dé cai dat bé sung.

Vivid Colors: Dgt mau séc séng déng

Active Graphics: Dt hiéu tng dé hoa

Background Image: D&t dnh nén

NGt Set Default...: Thiét lap ché dé méic dinh.

NGt Style Gallery: Thiét lap file hién hanh thanh mét kiéu trinh dién méi.

3. Kich ndt OK dé& hoan thanh. Sau khi chon xong, file vén bén s& chuyén sang ché do hién thi la

Web Layout:

4. N&u mudn tré lai ch& do hién thi file binh thuong: Vao View\Print Layout.



