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BAI 19

1. Tao bang: (co 3 cach)

Cach 1: Insert = Table = Insert
Table = Xuat hién hop thoai.

Cach 2: Insert = Table 2 Draw
Table.

Cach 3: Insert 2 Table 2 Kéo
chuot chén bang.

Chon so cot

Insert Table

Table size
Number of columns:

Nurber of rows:

AutoFit behavior
(%) Fixed column widtp

Chon so hang

[] remember dimensions for new tables

L




b/ Chon thanh phé‘in cua bang:

+ Kich chuot tai
phia trong canh trai caa 0 can
chon

4+ Dwa chuot ra
ngoai bang, sat mép trai cua
hang.

P Dwa chuot ra
ngoai bang, sat duwong bieén
trén cua cdt can chon.




¢/ Thay d6i kich thuéc cia cot (hay hang):

Buéc 1: Chon khoi 6, hang hay ¢t can diéu chinh

Budc 2: Layout = Cell Size (chon cac thudc tinh can
dieéu chinh twong wng voi nhu cau)

> Pua con tré chudt vao duong vién cua cot /
hang) can thay doi. Click va drag chuét theo :a
muon.

> Dung chudt kéo tha cac nat B8] (hay JB) trén cac

thanh thwoc ngang va doc.




hay xod b6t mot hang
(cot) trén bdang. Co
lam trong Word dwoc
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vi trong MS Word

ludn c6 day di cac

cong cu ho trg cho

viéc thao tac trén
ban




» Chen:
: Table Tool > Layout = Row and

Column = Insert ...

: Click chuét phai = Insert /
: Click chuot phai = Properties

Chon doi twong




Table Tool > Layout = Delete ...

Click chuot phai = Delete ..

Table Tools

nsert Page Layout References Failings Reviews Wiy Design ‘ I.ayol..-lt
] > B = e —H == == |E8| @ %l reiont 09
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=< Delete Rows
[3d Delete Table /




Chon khoi 0 can tach.

Table Tool = Layout = Split Cell
Click chuot phai = Split Cell

| Table Tools |

r1ailings Rewvieww i e Design I Lavout

] —J] =43 [—=<
| == B =5 £l veignes |o.08

Nnsert Merge Sphit Sphit A2utoFit o2 wWidth: 1.66"
—Right Cells Cells Tabl= b
= Merge Cell Size

Split Cells

rMumber of columns:

MMumber of roves: 1

[ rMerge cells befFore split

—— =




Chon khdi 6 can gop.
Table Tool > Merge Cell
Click chuot phai > Merge Cell

| Table Tools
M ailings

I

Insert rerge Split Split AutaFit — wWidth: 1.66"
Right Cells Cells Table e =

rerge

MMerge the selected cells into aone
cell.




co 2 cach

Table Tool = Alignment

Piit con tro tai vi tri can ciin chinh.
Click phai chuot = Cell Aligment
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Alignment
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