BAI 7: THUC HIEN CHEN CAC POI TUONG

|. CHEN HINH ANH (PICTURE)
- Budc 1: Nh€:1p trd chudt tai vi tri can chén File anh vao vin ban.
- Budc 2: Nhap Ribbon Insert / Group Illustrations / Chon nut Pictures / This Device...
Word 2010 Word 2016

Iﬂ‘ % "[_jj zﬁ ﬁh @..4. Design HO TRC WORD

Picture = Clip |Shapes SmartArt Chart Screenshot [0y Shapes ~ I SrnartArt
o : "
Ilustrations Pictures 3 |cons |:D:|Chart

- €D 30 Models ~ &1 Screenshaot ~
Illustrations
- Budc 3: Ctra sb Insert Picture xuit hién, tim t6i File anh can chén vao van ban, nhan nit Insert.
- Diéu chinh hinh: Sir dung Ribbon Picture Format

AutoSave (8 off) 3~ < Document2 - Word P Search

Tran Thi Cam Van T

1% Share I Comments

File Home Insert Design Layout References Review View HE TRO WORD Picture Format

~ Color ~ icture Border ~ * osition ~ end Backward ~ [B] - -
E4 - B L2 Picture Bord & posi [ 5end Backward ~ ] 4
RS P [ pemy peem e EE:" = = . I 1486 em 2
E[A Artistic Effects v G v =l | E o B o=@ || & PictureEffects =~=Wrap Text ~ [k Selection Pane P g
Remove Corrections == Alt = Crop — 1651 em *
Background - | Transparency ~ £ ~ T [yBring Forward ~ [E= align ~ . es)1t. -
[F] ~

Adjust Picture Styles M Accessibility Arrange Size

b~ | | | =2 |=4| |

B~ Change Picture:
Thay thé hinh anh hién tai, = ©d From afile.. ———— Ly hinh tir thu muc 6 dia cuc bd

b?;m r}hap c}{(_.)n ‘b1e171 m"’“? Fal From Stock Images.. — L4y hinh tir ngudn co sin theo chu dé
nay roi tim to1 hinh anh méi _ ) . )

dé thay dé hinh anh hién tai. =~ £® From Online Sources.. —] 3y hinh tir nguon tryc tuyén

%5 From lcons... - 5 Léy hinh biéu twong

e
Loai bo tit ca cac thay ddi dinh dang ban
‘W Reset Picture *— d3 Iam vdi hinh

“A Reset Picture & Size +— Thiét Iap lai kich thudc ban dau

a) Nhom Iénh Picture Styles

L# pi .
[ e [ — F——| W gem e IEI L& Picture Border
f— I - | CF Picture Fffects -

7| 5L, Picture Layout -

Picture Styles ra

L# pi = , . .
= Pcture Border™ . 1 5 muc cho phép thay déi Color (Mau sic), Weight (D6 day) va Dashes (gach
ngang) cua khung vién.

CP Ficturs Effects - : Chinh stra cac hiéu tmg trong Word nhu Shadow (D6 bong), Reflection (Phan chiéu),
Bevel (Bo vién), 3D Rotation (xoay 3D), ...

[l p; - . . ) .
o Pleture Layout™ . ppicrosoft Word 2016 cung cap thu vién cac Layout chuan cho hinh anh khong nhiing
trinh bay ma con ¢ thé mé ta hinh anh rat sinh dong voi nhiéu chu dé khac nhau (chuyén hinh anh duoc

chon thanh dang SmartArt).



D Picture Effects =

L-'_,-L‘, Picture Layout =

g Preset » NoPresets .: ._
—_— o II . A
smat| Shadow ’ ‘ ‘ o]
== S— == L=
(o] Presets - L=}
=l Reflection 3
=] T T
~ 4 B [0
et Glow » L 7LI _I_
mam Soft Edges 3 | \ = g
- (= ,_t
pr—
S Bevel > | .
9 —
=8 oo
— .
==a| 3-D Rotation » %4 3-D Options... —
(=
CI=1
CHE

b) Nhom Iénh Arrange: Sir dung cac |énh trong nhém nay dé sap xép vi tri hinh dnh trén vén ban.

b Picture Format

Position ~

e Wrap Text ~

[’E‘ Selection Pane

L_'DSEnd Backward ~ |-_P_LI

2~

D_‘|Bring Forward ~ |{=_":'A|igr1 -

Arrange

Picture Format
Pasition ~ ]

E Wrap Text ~

& in Line with Text

L: |
E’E‘ Selection Pane Zq v

, Di twong cling

— . hang v6i van ban
wmc Square

I5 « 1 « 18 o
=~ Tight I N
— — D01 tuong day van ban dat ra
~- Throug

~  Top and Bottorn |

Behind Text S 3 )
ehind Tex Poi tu'O‘Ilg nam truoc

hodc sau van ban

(Bl IHI

In Front of Text ]

More Layout Opticns...

Set as Default Layout

Position: thé thiét 1ap vi tri cho hinh anh trén trang
vin ban bang cach nhip chon biéu tuong Position.
Mot danh sach cac vi tri dugc li¢t ké trong menu
nhanh.

-1 Bring Ferward = g i Forward: Hién thi hinh anh

1€n trudce céac hinh anh khac, st dung cong cu nay trong
truong hop c6 nhiéu hinh anh xép 1én nhau.
00 Send Baclward - s
- Send Backward: Hién thi hinh
anh sau céc hinh anh khac, truong hop str dung tuong
tu Bring Forward.

& Align - Align: Sir dung cong cu nay dé cin chinh 18

cho mét hodc nhiéu hinh anh mot lac. PAu tién ban hay
chon mot hodc nhiéu hinh anh can cin 18 giéng nhau
bang cach giit phim Ctrl va tich chon c4c hinh anh. Tiép

- Worap Text: Chinh vi tri ciia ddi twong vé6i van
ban: Chon dbi tuong, chon nat Wrap Text

¥ Néu dbi tugng 1a hinh dat phia sau van ban, can
luu y lam gidam d¢ dam dé c6 thé doc dugce van
ban phia trude

* Khi dbi tuong da dugc chinh vi tri ra phia sau van
ban, néu mudn chon lai dbi tugng d6 dé chinh sira
thi dung Select / Select Object trong Ribbon
Home.

. [e Align~
Picture Format
|=  Align Left
Position ~ O )
& Align Center
In Line with Text - .
5| Align Right
Il it  Align Top
ot  Align Middle
With Text Wrapping e Align Bottom
Ba- =T g~ 0o Distribute Horizontally
= = e & Distribute Vertically
p— p— p— Align to Page
el ~ -ad «  Align to Margin
B ~ B Use Alignment Guides
View Gridlines
E More Layout Options... ﬁ Grid Settings...



theo ban nhép chon cong cu nay trén thanh Ribbon, mot
danh sach cac Align xuét hién nhu hinh anh bén canh:

2 , i . i i . D Picture Format
Group: Bé nhém danh sach hinh anh ching lai _—

thanh mot thé thong nhat ban hdy sir dung cong cu

\ A A ~ . . 5 A =N - Y| : P=r
Group ndy. DAu tién hiy chon danh sach hinh 4nh can | == 2P Tet Lhskcianlane & Group

nhoém, tiép theo nhép chon biéu twong Group trén thanh Ly Bring Forward ~ [E5 Align « i

Pasition ~ |__||:|Ser1d Backward ~ HE_"I"

cong cuy, tiép tuc chon 1énh Group. Arrange :
- Truong hop mudn g& nhom ban nhap chon
Ungroup.

&Lv
?k Rotate Right 90°
A% Rotate Left 90°

—— \
Rotate: tuy chinh xoay hinh anh theo nhiéu
hudng véi cac goc do khac nhau. Pau tién hay lya

chon hinh anh céan thao tac sau d6 nhap chon bicu

Flip Vertical
tuong Rotate trén thanh cong cu. - -

, A A .| dl.  Flip Horizontal
» Trong danh sach ban c6 thé thay goc quay ma

1 ALz A n ., L R 11 i ions...
hinh anh mo t4, néu nhu khong vira y ban c6 thé More Rotation Options
chon More Rotation Options... dé thay ddi goc

quay theo y mudn.

¢) Nhém Iénh Size: Diing dé thay doi kich thwéc cia dnh trén vin ban.

D Picture Format ¥ Share 17 Comme Rectangles
. I [ [ [ B o o
Position ~ L—‘D Send Backward ~ |-E_'I = 171 -
Mesem

= Basic Shapes
=0 Wrap Text ~ [’T“ Selection Pane 2~

CANTOAOQOOO®®

Crop —

D_]Ering Forward ~ Ll:_l':',ﬂ\hgrlv . o 049cm : CodorLeyrODam
. 00AHOVAECD 0
rrange Size [F] ——— ” [ ] { }
‘ : i %l] 445 cm : Block Arrows
i . i L PP LOTELPRI S
b . Pia H T hid T om1a A £ — 2|6 2vneD D RYOn
Crop: Picu chinh pham vi hién thi cua anh, véi Cr'op l445cm s|oan
N R , 2 z \ ~ A . A N Equation Shapes
cong nay ban c6 thé cat bo nhiing phan thura trén hinh EA =T
, , 'ﬂ Q’Op Flowchart
. 2a vin ha v hét ha A Do< /0008000y
anh duogc Insert vao van ban. Trudc hét hay nhap chon %) CroptoShape * ||ooores% 2 avab
< R A A . Je N 5 ~ Qsoo
biéu tuwong Crop trén thanh cong cu. Khi d6 hinh anh s& Aspect Ratio b | Starsand Bamners
) HOLACLOBDBED
duoc bao quanh boi cac duong cat. ad Fill Ll fal=ole
. o bt & F NOODBEOL O
Tai day ban c6 thé Iva chon Crop to Shape (cac hinh ~ i=: Fit €00 @

dang hinh anh ma ban muén cdt hinh anh trong Word)
hodc s dung tuy chon Fill (Ldp day khung hinh)
va Fit (Viea khung hinh).

Nhap chudt tai nhitng diém nay roi kéo dén vi tri can thu

hep hay mé rong hinh anh.
il Shape height: Thiét 14p chiéu cao cho hinh anh.

= . - .
B Shape width: Thiét 1ap d6 rong cho hinh anh.




Il. CHEN POI TUQONG SHAPES:
- Buwéc 1: Nhap chon biéu tugng Shape trén thanh cong cu Ribbon Insert.

) Temewt g a0 - Bude 2: Khi d6 hinh chut s& chuyen thanh hinh dau +, ban gii chudt
11 Chart i . ,

SMPES Screenshot= e or OMne | 161 v& 1én vi tri thich hop trén vin béan tiy chinh céc thudc tinh cho doi

Recently Used Shapes -

ENNOOCOA T LD 4G tugng Shape

EARTANE S ¢

Lines a) Nhém Iénh Insert Shape

SNNTLL 2 NG %

Rectangles . s . .

([ [ [ [ NNOOO - |- ©~. Edit Shape: Cho phép thay déi hinh

Basic Shapes - & ‘.

EOANITNCOOOE®® &—L;L’E??E’ - dang cua doi tuong Shape

®Lc0arts ¢o0g EERANR R

OO®AHOUVXGCB™

)4 Insert Shapes

Block Arrows

e R T L | S N EP 1

E f} VDD PPN - Vd: v& mét Shapes hinh chi nhdp trén van
@

Equation Shapes [ Change Shape ban, chon Edit Shape / Edit Points

qre= 83 e 2 A

i< Edit Points

Flowchart
oUdrA®@e X ¢ AVAD[~

E“) New Drawing Canvas

b) Chén Text vao trong Shapes:

Nhap chudt phai vao ddi twong Shapes / Chon Add Text Chay

AutoSave ( ) = P = Document? - Word }3 Search Tran Thi CamVan  TT [cal

File Home Insert Design Layout References Mailings Review View Developer Add-ins HO TRG WORD Shape Format ¥ 8k
@.\\,D i~ . . | £ ShapeFill ﬁ,&“ A 13 v Position ~ [ Send Backward ~ L1 .r-[l 365cm "
Abc A — IS v
DA—L—L;DD ~| & | Abc m > Eshapeﬂutlmev i} [%]AIlgnTextv E =A=Wrap Text ~ E’T‘kSeIe(tron Pane 2~
— \ s = = I:! -~
[ [@ AN { } - ¥ | & Shape Effects ~ &~ @ Text D_] Ering Forward ~ |= Align ~ w593 em
Insert Shapes Shape Styles 15| WordArt Styles Text Accessibility Arrange Size [F]

c) Nhom Iénh Shape Style: Co y nghia twong tw nhw nhém Iénh Style cua Picture va Online Picture

abc | e

Shape Styles P

22 Shape Fill
Z Shape Outline =
&¥ Shape Effects ~

L3

4

1]

- Danh séach Style: Thao tac twong tu nhu da huéng dan phan thao tic v6i Picture va Online Picture.

V[ e e < Ngoai cac Style trong bang liét ké ban c6 thé nhap
Abc Abc Abc Colored Outline - Orange, Accemt 2 Abc L )
' — : chon muc Other Theme Fills d€ b6 xung mot so

[ ) A N
Abc Lz Colored Fill - Orange, Accent 2 StYIC dac blet
[ ]
Abc Lz nght 1 Qutline, Colored Fill - Orange, Accent 2
A G
. Ab‘f Subtle Effect - Orange, Accent 2 LM’C
-—
A
Abc Modera‘[e Effect - Orange Accent 2
. Abc Intense Effect - Orange Accent a

Other Theme Fills




22 Shape Fill
Z Shape Outline ~

& Shape Effects ~

L2 Shape Fill -
Theme Colors

7 Shape Qutline =

Theme Colors

: Thay d6i mau nén cho cac dbi twong Shape.

: Thay d6i mau vién cho dbi twong Shape.

& Shape Effects ~

: Y nghia tuong tu nhu 1énh Effect trong phan Picture

Standard Colors

Standard Colors

L] EEEEN
Mo Fill No Qutline
%9 More Fill Colors.. v’ More Outline Colors..
Picture... = Weight »
[ Gradient ’ == Dashes ’
Texture 4 ]

Soft Edges 4

D Bevel 4
[ i 3-D Rotation »

No Bevel

.

Bevel

Iy S
<0320
QA0

5}4 3-D Options...

d) Nhém Iénh Text: S dung nhom Iénh nay thao tac véi ngi dung Text trong cdc doi twong Shape.

||fi Text Direction ~ «— Xoay chir
« Can chinh vi tri noi dung

CIAli :
(5] Align Text - : :
+ o ABC Horizontal : To
@ Create Link Text trong doi tu'dng Shape ~op
reate Lin e e o e,
*~_Tao lien ket giua 2 doi tudng
=
Text ) Rotate all text 90° i )
Shape o : Middle
‘\i'} A A A . A .
bé tao lién ket giva 2 doi tugng Shape: Chon Shape 1, chon Rotate all text 770°
Create Link, khi d6 hinh chudt s€ chuyén thanh hinh binh : Bottom
N - _ :
2 Ao q. , e A , Hu Text Direction Options...
d6 muc, roi click chon Shape 2 (luu y muon thuc hién chic
nang nay thi Shape 1 va 2 phdi o che do Add Text)
X Muon thuc hién nhanh mot so thao tac trén Pictures, Shapes, SmartArt, Chart ban c6 thé dung menu ngit
canh bang cach nhap chudt phai vao doi tugng can chinh sua:
Pictures Shapes SmartArt Chart
X cut X cut X cut & cut
B3 Copy By Copy By Copy By Copy
&D Paste Options: &D Paste Options: ‘D Paste Options: AD Paste Options:
“D i AD ¥
: ‘2 Reset ta Match Styl
Add Text = Change Layout... = Reset to Matc tyle
Save as Picture... i Edit Points E Hide Text Pane A Font.
E‘Q Change Picture... - 1l Change Chart Type...
™ Bring to Front b 1 Save as Template...
P4 Send to Back ’ FZ Edit Data ’
@ -
% Hyperlink.. =y Hyperlink...
% Hyperlink.. Insert Caption... Insert Caption...
Insert Caption... = Wrap Text ' o~ Wrap Text ’
=~ Wrap Text » Set as Default Shape w):g Reset Graphic Insert Caption...
T Size and Position... T More Layout Options... 1 More Layout Options... N Wrap Text 4
% Format Picture... & Format Shape.. &"{ Format Object... J# Format Chart Area..

Hﬂ Text Direction -

(3] Align Text ~




I11. CHEN TEXT BOX: Nhip chon biéu twgng Text Box trén Ribbon Insert (Group Text).

- La mdt khung chura van ban, ngoai viéc thay
BTEH doi ndi dung bén trong ban con c6 thé tuy
o™
Built-in = chinh thiét ké mau sac, nén cho cac TextBox.
—]

Pé thém mot TextBox vao van ban ban nhép

chon biéu tugng nay nhu hinh bén tréi:
- Danh sach cic miu TextBox xudt hién, hay

nhap chudt d¢ chon mau can chén vao van

Simple Text Box Austin Quote Austin Sidebar ban.

- Néu chon Draw Text Box, sau khi nhép chon

muc nady hinh tré chudt ctia ban trén van ban

-
s€ d6i thanh hinh dau +, bay gio hay gilr va
kéo roi tha chuot dé vé TextBox trén van ban
Banded Quote Banded Sidebar Facet Quote - y nhﬁ’ng Vi tri ma bal’l mong muén.
@ More Text Boxes from Office.com 4

Draw Text Box

1. Pinh dang cac d6i twgng TextBox

AutoSave (8 Of) ) O = Document2 - Word P Search Tran Thi Cam Van  TT Eal
File Home Insert Design Layout References Mailings Review WView Developer Add-ins HO TRO WORD Shape Format 1 Sk

@\\DO S~ - . ) Shape Fill ~ ﬁ = J,‘j'f Text Direction ~ g Pasition ~ '__||:| Send Backward ~ |-.aj 1 om "
DA—L‘L)Q U, - | Abc > zshape Outline ~ o5 & g [%]Allgn Text ~ % iWrap Text ~ E’EI Selection Pane 2 LD = .
El[a_\’\ { } = - " F & Shape Effects ~ S?;;v = @@ Create Link Tatt E‘_]Bring Forward ~ :":'Alignv E 896cm
Insert Shapes Shape Styles = WordArt Styles Text Accessibility Arrange Size ]
a) Nhom Iénh Text: Thao tac voi noi dung b) Nhém Iénh Arrange: Dé sip xép vi tri
Text trong cac ddi tuong TextBox. TextBox trén van ban.
(chite néng tuwong tir trong phan Shapes) (chike néng twong tir trong phan Picture)
“ﬁ Text Direction = Pasition ~ l__'|:| Send Backward ~ |-_P_"I v
(] Align Text = - Wrap Text ~ [ Selection Pane A~
L1y Bring Forward ~ [E= Align ~
Text Arrange
2. Chirec nang Link TextBox

- Tuc la dit 1iéu duogce hién thi trong 1 TextBox nhung khi hét chd chita n6 s& tw dong nhay qua Textbox
con lai. Cach tao Link TextBox.

’ £ Ag N , £ £ . |2 i 5 POy \

- Bwoc 1: Nhap chudt vao TextBox thur nhat, nhan nat , con tro chugt sé bién thanh dang
chiéc coc

- Bwéc 2: Nhap con tré chudt hinh chiéc cde nhap vao TextBox thir hai

- Dé huy Link TextBox: Ban nhép chudt vao TextBox thir nhat, roi nhan nit S Break Link



IV.CHEN POI TUQONG WORDART: Nhip chon biéu tweng WordArt trén Ribbon Insert (Group Text).

4~

A A A A A
A A

WordArt 1a dbi tuong chitr hiéu tmg duoc sir
dung khi mudn trinh ndi dung dudi dang chir
ngh¢ thuat.

Hay nhip chon mét mau bat ky dé bo xung vao
van ban

Nhap ndi dung cho WordArt

L @
O— {1 -
A A A A A  YOURTEXTHERE
I._,- {t
Hi¢u chinh WordArt - Quick Styles: Thay dbi kiéu chit nghé thuat ma khong phai tré vé Tab Insert
Shape Format - Text Fill: Hiéu chinh mau cho than chit, dé thuc hién ban nhap chon biéu twong
A - Text Outline: Thiét 1ap mau cho vién chit
%f E . - Text Effects: Ngoai viéc Iuya chon kiéu chit cho WordArt ban con c6 thé bd
EET;E A - xung nhimg hidu tmg rat dep, v6i nhidu cach thé hién khac nhau

ul Wordart Styles Mn

Text Fill Text Outline
A- A-
. Automatic . Automatic
Theme Colors Theme Colors
H EEE Bl HE EEN [ ] |

Standard Colors
Standard Colors EE

EEEER
C EEEER Mo Outline
Mo Fill - ;
% More Qutline Colors...
A -
¥¥ More Fill Colors... = Weight »
[l Gradient 4 EE Dashes »

* Luu y: Ban c6 thé tuy chinh dinh dang, hi¢u ing cho
cac di tugng WordArt bang cach nhip chon biéu tugng
Format Text Effects & dudi nhom WordArt Style
ﬁ =
! % & =
Quick
Styles ~ A~
WordArt Styles @

Text Effects
No Transform =
abede
A -
P Follow Path
/AN Shadow P _cde, ot9es  neY,
I ® - X e i
- g ‘,,M\‘ I
/2\ Reflection  »  warp
i\ abcde abcde abcde 2bcde
J,f 4\ Glow »
I\
A abcde abcde €33 &€33:
/L Bevel N (G : o
=y =

)

2 U 2h abe
;t\ 3-DRotation *  * © L

dbﬁ SR “vcdé 3bcae abcde  abcde

Format Shape v %

Shape Options  Text Options
—
O =

I Shadow

I Reflection
I Glow

I Soft Edges
I 3-D Format

I 3-D Rotation



