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Apps va Applications > 5

« Applications 1a cac chuong trinh phitc tap duoc thiét ké dé su
dung vo1 chudt va ban phim.

e Chiing doi hoi mot lugng tai nguyén hé thong kha 16n va
chung thuc hién mot loat cac chirc nang.

« Apps nho va nhe dugc thiét ké dé st dung trén cac thiét bi
man hinh cam Gng va chirc nang cua chung tap trung hon
nhiéu.

e Nhiéu Apps thuc hién cac tac vu riéng 1é c6 thé thuc hién
trong trinh duyét web.
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Cac chuong trinh rng dung P <

* Cac loai chuong trinh khac nhau phu hop vai1 cac loal nhi€ém
vu khac nhau.

* Piéu quan trong la chon chwong trinh phan mém phu hop véi
nhiém vu thuc té.

* Nhiéu chuong trinh chia s¢ mot sO tinh nang; tap trung vao
nhirng gi nguoi dung muodn dat duoc



Cac chuong trinh ting dung P <

« XUur ly van ban (Word Processing)
* Tao, chinh stra, lvu, dinh dang va
In tai liéu
«Cho phép chén anh va cic d6i [ B
tuong khac Newsletter |85
* Vi du: thu, ban ghi nhg, héa don, T B
fax, bai viét va doi khi Ia cac trang

web co ban, ban tin, biéu mau, tai
liéu quang cao hoac to roi




Cac chuong trinh ting dung P i

« Xuat ban (Desktop Publishing)

» Thao tac voi so luong 16n van ban va
d6 hoa y&u cau bd cuc hoidc cau tric
trang chuyén biét

e Chtra nhiéu tinh niang va chic ning
giong nhu mot chuong trinh xt Iy van
ban nhung linh hoat hon dé thao tac
cac muc
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Cac chuong trinh irng dung P <

* Bang tinh Spreadsheets

* Thuc hién tinh toan, phan tich dir
li¢u, tao bicu do, bicu do, so do

« M6t lya chon tét dé theo ddi s
lwrong va phan tich xu huéng

« Cho phép siap xép, tim hodc loc
thong tin; hiru ich dé quan ly va
thao tac voi luong 16m dir licu




Cac chuong trinh irng dung R &

» Thiét ké do hoa va chinh stra hinh anh (Graphic Design
and Image Editing)

» Tao bd cuc trang, logo, nhan hi¢u, ap phich, bang quang
c4o, d6 hoa trang web va nhiéu hon nita
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Cac chuong trinh ting dung P <id

* Phét trién web (Web Development)
* Tao web pages va web sites
- Giilt cau trlc trang web hop 1y va co EEENEEEEER
to chirc T
« Cung cap giao dién WYSISYG
*Bao gom cac cong cu hodc phat
trién ung dung di dong
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Céc chuong trinh tmg dung P <oV 4

* Chinh stra video (Video Editing)
* Thao tac hinh anh video
e Cat doan
» Sap xép lai trinh tu clips
e Thém hiéu ung chuyén tiép,
hi€u trng dac biét va chu thich
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Cac chuong trinh trng dung D <

» Trinh chiéu (Presentation)

e Tao trinh chiéu

 Chen van ban, hinh anh, am
thanh va video

» Thém dinh dang, biéu do, so d6
va bang

* Thém hinh anh dong va chuyén
tiep

Student Na ‘ cooz




Céc tng dung Web (Web Apps) =«

* Chay trén World Wide Web
» Khong chay truc tiép trén thiét bi
« Khong phu thudc vao nén tang

* Bo1 khi duoce goi la ph?m mém nhu mot dich vu SaaS
(Software as a Service)

* Luu trit tap tin trong ddm may

* Puoc truy cap thong qua tai khoan dam may
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Cac ung dung Web (Web Apps) P

» Google Drive & Drive

y Google DOCS E Folder

* Google Sheets Q) Fieupioac

[+#) Folderupload

» Google Slides
B Google Docs

Google Sheets

Google Slides

More




CaC tng dung cuc bo (Local AppS) e

« Cac Apps cuc bo dugc cai dat va chay truc tiép mot thiét bi.

e Dugc thiét ké cho mot Hé diéu hanh cu thé (i0S, Mac OS
X, Windows, Android).

* Pugc str dung trén méy tinh bang va dién thoai th()ng minh

» Thiét bi di dong bao gom cac Apps dugc cai dit san va mot
App dua nguoi dung dén App Strore
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Cac tng dung cuc bd (Local Apps)

* App Stores
App Store Name Platform
Google Play Store (or simply, Play Store) Android
App Store iOS
Windows Store Windows
Appstore for Android (via Amazon) Android
BlackBerry World BlackBerry




Cac ung dung cuc bd (Local Apps) ™ «=

* Duyét App Store
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Cac ung dung cuc bo (Local Apps) -

* Productivity/Communication Apps
* Productivity apps la cac chuong trinh cho phép hoan thanh
cong viec
* Nguoi dung co the SUr dung Chung dé tao tai liéu va cac tap
tin khac hoac dé lién lac v4i nguoi khac

(1 © [ B @

Google Hangouts LINE Skype Pages Office Mobile (Word)
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Cac img dung cuc bo (Local Apps) ™ «

* Content Apps
» Content Apps tong hop tin tirc va thong tin
» Sir dung thong tin vi tri, tai khoan truyén thong xa hoi
cling nhu theo doi hoat dong tryc tuyén cua ngudi dung dé
mang thong tin lién quan dén cho ho

.
CNN Google WikiPedia Mobile The New York Times Fox News iITunesU

Ehe
New Jovks

Times
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Cac uing dung cuc bo (Local Apps) e

* Creativity Apps
e Creativity apps la nhirng trng dung cho phép sang tao hoac
sir dung cac cong cu theo cach sang tao

W

Afterlight Draw Something Smart Tools
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Cac ung dung cuc b (Local Apps) w

* Social Media Apps

* Social media sites la cac trang web ma ngum dung c6 thé
tham gia dé két n6i v6i moi ngudi va chia sé cac muc

f

Facebook Twitter Instagram
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Cac uing dung cuc bo (Local Apps) e

* Audio Apps

« Truyén phat néi dung 4m thanh va phat noi dung dugc luu trit

A O

Audible iTunes Music Pandora Spotify
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Cac ung dung cuc b (Local Apps) »

* VVideo Apps

e Truyén phat ndi dung video hodc phat nodi dung duogc luu trit

U]

Hulu Netflix UStream.tv WatchESPN YouTube




CaC tng dung cuc bo (Local Apps) e

» Tim kiém trong App Store

* Nhép tén cua mot ung dung cu the vao thanh Tim kiém va
tim kiém céc két qua phl hop nhat
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Cac ung dung cuc b (Local Apps) e

. Léy ung dung ) WeatherBugs
* Tim App
e M¢ trang Detail
« Nhap vao Install
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Cac ung dung cuc b (Local AppS) e

* In-App mua hang (In-App Purchases)
« Mua hang duogc thuc hién tir trong g dung di dong
» Toan bd qua trinh mua dugc hoan thanh tir trong rng dung
* Qua trinh cd thé duoc tu dong néu thdng tin thanh toan
duoc cap nhat
e Ngudi ding c6 thé dinh cau hinh thiét bi ctia minh dé yéu
cau mat khau khi mua hang trong ung dung
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Cac trng dung cuc bo (Local Apps)

« Dé x6a mot App trén Android:

1.
2.

Moé ung dung Google Play Store.

Cham Va0 biéu tugng menu, sau dé
nhan My apps & games.

Trén tab Installed, cham vao bat ky
ung dung nao co nhan la “Installed”
dé mé cac tuy chon.

Cham Uninstall dé x6a va x4c nhan
X0a néu duoc nhac.

bong Google Play Store app

N
-

- Dé g& cai dat App trén iPhone
hoac 1Pad:
1.

2.
3.

Di dén Home screen.

Tim biéu tuong tmg dung can Xx0a.
Nhén va giit biéu tugng cho dén khi
tat ca cac biéu tuong bat dau lac lu.
Cham vao X ctia tmg dung dé xda va
Xac nhan xoa.
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Cac tng dung cuc bo (Local Apps)

e Khoi phuc App trén Android: e Khoi phuc App trén 10S:
* Mo Play Store. * Mé App Store.
« Nhap vao nat Menu. * Cham vao Updates.
* Cham vao My apps & games. * Cham vao Purchased.
« Cham Vvao thé All. ¢ Cham vao thé Not on This 1Phone.
« Cham vao App can khoi phuc, va « Tim App can khéi phuc, cham vao

nhéip B (e bi€u tugng cloud dé cai dait lai.

B080


E:/Working Everyday/IIG Books/IC3 GS5 Books/IC3 GS5 Key Applications Review.pptx
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Céc tinh nang chung Y 4
» Nhiéu ing dung chia sé mot so6 yéu to pho bién
» C4C yéu to nay xuat hién & cung mdot vi tri trén man hinh
. Nh1eu ung dung o) cung cac budc tap hop cac tieu

chuan trén co SO’ Cac ung dung co ban, dé thuc hién cac
t4c vu co ban, bat ké ung dung la gi

* Cac ung dung va h¢ diéu hanh chia sé¢ nhiéu phim tat
giong nhau dugc gan theo mic dinh



-

Cac tinh nang chung Y &

» Bat dau mot tng dung
« Bt ddu mot rng dung dugc cai dat trén thiét bi Windows 10:
« Nhap vao nut Start — Chon All Apps — Chon g dung
trong Menu hoac
* Nhap tén trng dung trong Search box
* Thoat kho1 mot ing dung
* Thoat/dong tmg dung duoc cai dat trén thiét bi Windows 10,
nhap . Close) & goc trén cung bén phai cia ctra s6 ing dung
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Backstage View

Word

Recent

You haven't opened any documents recently. To browse for a
document, start by clicking an Open Other Documents.

@ Open Other Documents

Suggested searches:

Blank document

Banded design (blank)

0

Business Personal Industry Print  Design Sets

Take a
tour

Welcome to Word
TITLE

1 HEADING.

Spec design (blank)

Education

Aa

Single spaced (blank)

Event

Sign in to get the most out of Office

Learn more

Report design (blank)

Student report with cov...

JANUARY|
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Mam hinh soan thao van ban

File Tab Min/Restore/Max/Close
Quick Access Toolbar [Ribbon Tabs | Title B Tell Me Ribbon Display Options

El 3 - Document] - Word Lucylee & = X
File Insett  Draw  Design Layout  References  Mailings  Review  View @ Tell me what you want to do 8 Share

2119 | aambcene| AzBbCeDe T AaBbCcDi AaBbCcDi |
mat Painter i TMormal | T Subtle Em.. Emphasis

Clipboard 53 > g Paragraph

| 4«—Insertion Point

Status Bar View Buttons Zoom Slider

Pagelof1 Owords 23 + 100%
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Accessing Commands and Features™ <«

* Sir dung ScreenTips

* Gllp xac dinh cac nut hodc thanh _
phan trén cac tab cua Ribbon va trén ‘\c: )
man hinh

« Bé xem ScreenTip, dat con trd chudt
|En trén muc

Customize you thlrJaIar

superscript, and aII a[_
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Truy cap cac Iénh va cac tinh nang ™«

* St dung Thanh cong cu truy cap nhanh
» Bao gdbm cac ntt Save, Undo, va Redo theo mic dinh.

= L2 -
* C6 thé tuy chinh
* Tro chu(f)t/nhép vao lcon, Active Icon s& xuat hién v4i mau
nén khac.



Truy cép cac 1énh va céc tinh nang ™ <=

* Str dung Ribbon

. G1up nhanh chong tim thay cac nat 1énh ngudi ding yéu
cau dé hoan thanh mot nhiém vu

* Cac nuat 1€nh dugc nhom hop 1y trén moi tab, vdi moi tab
lien quan dén mot loai hoat dong

« Mt s6 tab chi xuat hién khi ap dung cho mdt tinh ning

File Hame Insert Draw Design Layout References Mailings Review View Q Tell me what you want to do F

P Find -

. ab. Replace
TMermal | TMoSpac.. Headingl Heading2 |+

[::'_:‘. Select -
Styles [ Editing
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Truy cap C4c 1énh va cac tinh nang ™ <«

« M6t nit 1énh vi mot mii tén cung cap hai A
su luya chon: [ “Rutomatic
» Nhap vao nat dé kich hoat tiy chon nay véi Th:m[:'c: R ——
cac cai dat hién tai; hoac
e Bam Va0 mii tén dé hién thi menu tha
xudng voi nhiéu tly chon hon cho 1énh do.

Standard Colors
HE EEEER

vy More Colors..,

[l Gradient
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Truy cap cac Iénh va cac tinh nang ™ ««

 Néu mot nhom bao gom mét tinh nang

AaBbCcDc AaBbCcDe A

CO thanh Cuon hoac HUt Cuon bam TMormal | TMe Spac. Hn:an:llr_u:_;l|_1I H:E:::Illrlu:;._':
B More de hlen thl danh sach day Ll AQB saeocer aasbcene Aasbeed:

Title Subtitle  Subtle Em.. Emphasis

hoac b suu tap cac lwa chon T —
e Tro chuot lén mot tuy chon trong thu: tenseE..  Swong  Quote  Intenze Q.

AsBRCCDCD AsBRCCDC AgBbCcDd  AaBbCcDe

Vlen de hlen thl ban Xem tmGC tmc tlep :IJI'_It|E_F'-ET Intense R... Book Title T List Para...
Ve cach muc dugc chon s& xuat hién [HEEEeE

P Clear Formatting

néu ap dung tuy chon d6 A4 Aoy St
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Truy cap C4c 1énh va cac tinh nang ™ <«

« M6t s6 nhém bao gom nit khai chay hop
thoai & phia dudi bén phai ctia nhom
«Bam vao Trinh khoi chay hop thoai

(Dialog box Iauncher) dé moé hop thoai,
kKhung tac vu/ctra s6 trong irng
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Truy cap cac 1énh va cac tinh nang ™«

- Kiém so4t hién thi cua Ribbon
« Ribbon c6 thé duoc an/thu nho tam thoi dé ¢6 thém
khong gian trén man hinh
* B¢ giam thiéu Ribbon:
e Bam dup vao tab hoic
« Nhap mm Collapse the Ribbon & phia bén phai
cua Ribbon

« B¢ hién thi lai Ribbon, nhap = Ribbon Display
Options & phia trén bén phai man hinh — chon loai

hién thi tr menu hoic nhap dup vao thé Ribbon dé
hién thi lai Ribbon
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Nhap va chinh stra van ban P &t

* Ngudi dung c6 thé nhap/Chen van ban tai vi tri con tro
(Cursor/lnsertlon Pomt) vao bat ky vi tri ndo mong muén

» Nhan Backspace dé x6a cac ky tu & bén trai Cursor

» Nhan Delete dé x6a cac ky tu & bén phai Cursor

* Chi nhép Enter khi mudn két thic mot doan hodc dé thém mot
dong trong
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Nhap va chinh stra van ban P &

* St dung thuoc ke
» D¢ bat /tit thudc, trén thé View nhom Show — Chon Ruler
* Pon vi do mac dinh la Inch cho vi tri cia ngudi dung
« C6 thé thay doi don vi do trong hop thoai Word Options




Chon van ban P i

» Chon vin ban lién tiép (Consecutive)

e Chon van ban béipg chuét, dinh vi con trd chudt & dau vin ban
s€ chon — ke¢o dé td sang van ban.

« Chon mot tir, bAm dup vao tu.

» Chon mot cau, gitr Ctrl va nhap vao bat cit noi nao trong ciu

e Chon mot doan, nhap ba lan vao bat ctr dau trong doan do

* Chon toan b9 tai li€u, trén th¢ Home nhom Editing — Chon
Select — Chon Select All, hoac nhan Ctrl +A



Chon van ban P 4

* Chon van ban khﬁng lien tuc (Non-consecutive)

« Dé chon nhiéu doan van ban trong cac khu vuc khac nhau
cua tai liéu, chon doan van ban dau tién — nhan va giit
Ctrl khi chon doan van ban tiép theo.



Quan ly tap tin P <

e Luu ta1 li€u
e Luu tai liéu thuong xuyén khi lam viéc véi chang.
« Bam vao thé File — Chon Save/Save As.

Nhap B Save trén thanh cong cu Truy cap nhanh; hodc
nhan Ctrl+S luu nhanh tai liéu.

e B¢ Iuu tai liéu hién co voi mot tén khac, sir dung Save As.
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Quan ly tap tin

Info

New

Open

Save

Save As

Print

Share

Export

Close

Account

Options

Feedback

Save As

(‘.\' OneDrive - Personal

llee@tolano.onmicrosoft.com

Etl This PC

ol
o= AddaPlace

Browse

T

Drives or locations
to save the file

Document] -

Up One Current
Level Folder

'

nter file name here

OneDrive - Personal

ocument [

tions...

MName T
Documents
Pictures

Public

f

Folders or documents
in current folder

LY

Lucy Lee

<+— File name
<4—— Save as type

Date madified
0 PM

49:20 AM

Date created
or modified
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Quan ly tap tin -

« Dé lvu tai liéu Word dudi dang loai tap tin khac — Chon
mili tn & truong Save as dé hién thi danh sach cac dinh
dang tap tin kha dung.




Quan ly tap tin W o

» Bat dau mat tai liu méi
» Mdi khi khéi dong Word, giao dién Backstage xuat hién.
« Nhap vao Blank document/nhan Ctrl+N dé tao tai liéu trong
moil.
» Nhap va0o mau dé tao tai liéu moi dua trén mau
» Mdi khi tao mot tai liéu méi, tai liéu dwoc danh so va s& tu
dong xuat hién trong thanh tiéu dé.



Mo tal lieu WV &t
* Chon thé File —» Chon Open — Chon tap
tin t danh sach Recent documents; hoac

* Chon th¢ File — Chon Open — Chon
Browse dé chon tap tin bang hop thoai Open

°Nhan Ctrl+O hoac Ctrl+F12 — diéu hudng
dén vi tri cta tap tin.

/6/2016 1:01 PM
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Quan ly tap tin s

* Ché d6 Read-only va Ché do Protected View

* Khi m¢ mot tai liéu nhan duoc qua Internet, Word s€ mé 6
Ché do Protected Mode

=] L- = TEC Corporate Profile (Protected View) - Word luglee @ — m] X

Fle  Home Inset Draw  Design  Layout  References  Mailings  Review  View @ Tell me what you want to do

nderstand each orga
ratch, facing a specific challenge, or tracking the progress of ne

o identify th e portuni ciated with green

We work te thoroughly understand the operations and culture of your b nd your needs as 3 way of

identifying the most appropriate and efficient environmental actions and behaviora Our tailor-made
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Thao tac van ban > <

e TUy chinh ché d6 View
* St dung cac tuy chon trén th¢ View dé diéu chinh cach
hién thi tai liéu

* Hoac stir dung cac nut trong thanh Status

=13l I:l I-]uthn Rea.d Pl’int Web
| | |:| | Mode Layout Layout
|:| Draft

Read = Print

Maode Layout La ut

Views
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Thao tac van ban » <

» Biéu chinh thu phong

« Dé diéu chinh thu phong, nhap vao mét tly chon trong
khu vuc thu phong trén thanh trang thai

« Nhap vao nat Zoom level d¢ mo hop thoai Zoom

() Page width

O Text width
Zoom Out Zoom In - e
() Whaole page
Percent: |100% =
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St dung Cut, Copy, and Paste P &

* Str dung Cut, Copy va Paste
« Pé cat/di chuyén mot muc da chon, chon ExT hoac nhan Ctrl+X
« D¢ sao chép mot muc da chon, chon hodc nhan Ctrl+C
« Pé dan mot muc, dinh vi con tré — Chon Paste hoic nhan Ctrl+V
* C6 thé sir dung nit Exeem (Paste Options) dé chi dinh tUy chon dan
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Ap dung dinh dang &

» Binh dang lam thay d6i dién mao/vi tri ctia van ban/cac doi tugng
khac

« Nguoi dung co thé 4p dung dinh dang cho vin ban khi nhap n6
hoac sau khi da nhap no

« C6 thé bat/tat hau hét cac tinh niang dinh dang bang cach nhap
vao nut thich hop trén Ribbon hoac trén thanh cong Mini

« Pé x0a tit ca dinh dang khéi van ban da chon, bam B (Clear
Formatting)



Ap dl.lng dinh dang > .

» Lam noi bat ky tu van ban
« Nhap vao nit dinh dang trong nhém Font trén thé Home
« Nhap vao mot tiy chon trén thanh céng cu Mini

Calibri (Body) - - oA N - - -
Calibri (Body) ~ | 11 A A &:" Calibri (Body) |11 - A A Aa- #&
B I U 3 - A - s= v = v Styles

J— - —

B I U-abex, x° [{-3%-.A-

5
aolano Adventures

Font I



Hi€u chinh doan van ban P <

* Can chinh van ban
e Can chinh lién quan dén cach cac canh trai va phai
cua mot doan van theo chiéu ngang trén trang
» Align Left: Can chinh vin ban sang 1¢ trai
« Center: Can chinh van ban gitra 1€ trai va 1é phai H===
« Align Right: Cin chinh vin ban vao 1é phai |
» Justify: Can chinh van ban sao cho canh trai va
phai cua van ban dugc lam phang voi 1€
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Hi€u chinh doan van ban P &
e Thay doi khoang cach dong
* D¢ thay d6i khoang céch dong, chon g (Line and Paragraph
Spacing)
* bat khoang cach doan

« Pé dit hoidc thay doi khoang cach doan, nhap vao the Layout,
trong nhom Paragraph, dat khoang cach theo yéu cau




/ I P s
Thiét 1ap cac Tab dung >

* Tab dung cho phep can chinh van ban theo cac khoang
cach cu thé va xép vin ban thanh cac cot.

e Sir dung céc ky tu can chinh tab thich hop dé khdp véi loai
dit lieu s€ dugc nhap

Tab Selector
Box Left Tab Right Tab  Bar Tab Decimal Tab

VP, Computers Data Processing $65,082.3009

J. Martinez VP, Supplies Purchasing 04,376.08
A, Chan VP, Manufacturing Manufacturing 62,000.152
D. Arcosa VP, Operations Administration 561,705.257




\/‘:

Formatting the Document »

« Dé thay doi cach céc trang trinh bay cho cac loai tai liéu,
chon cac tuy chon tir thé Layout.
» Thay doi kho giay
- Pé thay doi kich thudc giay, trén thé Layout, nhém Page

Setup — Chon Size — Chon kich thudc theo yéu cau tir
danh sach

@5&!

Margins Orientation 5Size Columns
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Dinh dang tai liéu D g

» Thay doi hudng trang
* Trén thé Layout, nhom Page Setup
— Chon Orientation — chon mot
tl\ly ChQIl Orientation  Size C
» Thay doi 1€ trang
* Trén thé Layout, nhom Page Setup
— Chon Margins
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Dinh dang tai liéu > <
» Thém s trang e
B Bottom of Page

* Trén thé Insert, "hom Header & Footer — Chon  [Esiis
Page Number va chi dinh vi tri © sumeesin
» Nhap vao Current Position dé chon tiy chon S
danh s6 dé ap dung cho vi tri s0 trang hién tai EEE=r=—m——m
« Bam Format Page Numbers dé mé hop thoai [t

Page Number Format
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Dinh dang tal liéu P <
: Ap dung C6t _ [ Line Number
« Trén thé Layout, nhdm Page Setup, — Chon 2T o Hyphenstion
Columns

 bé két thdc luéng vin ban & dudi cung cua mot
cot, nhan Ctrl+Shift+Enter d&€ nhap ngat cot.

—
::

,_
&
=4

Right

== More Columns...
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Chuan bi tai liéu dé in » oo

Spelling

S04t 101 tai 11éu _
* Trén thé Review, nhOm Proofing —> RS

chon Spelling & Grammar hodc nhan |l
F7 dé kiem tra chinh ta va ngir phap

Change Change All Change

Washington = Capitalization in Titles

ctionary Aticles and short prepositions and
r English (United States). To see conjunctions she
i The first we

Was a War in 1958,
f Mice And Men is a

lice and Men is a nov

English (United States)
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Chuan bi tai liéu dé In
* Tim va thay thé
* Nhan Ctrl+F dé hién thi ngin Diéu hudng

» Thay thé cac muc
* Trén th¢ Home nhom Editing — Chon
Replace hoac nhan Ctrl+H

Find and Replace

Find Replace  GoTo

Find what:

Replace with:

More =>

Navigation

Search document

Headings Pages Results

Text, comments, pictures... Word can
find just about anything in your
document.

Use the search box for text or the
magnifying glass for everything else.
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Chuan b1 tal lieu de In Y &

* In tal liéu
« Bam Vvao thé File va bam Print hodc nhan Ctrl+P

nnnnnn




Lam viéc vdi hinh anh P <

* Pinh vi con tré chuot, trén thé Insert, nhom Illustrations
— Chon Picture

 Dé tim kiém hinh anh truc tuyén, dinh vi con tré chuét,
tréen thé Insert, nhom lllustrations — Chon Online
Pictures

I Insert Picture

Deskto
- P balloens

All Pictures




T
Lam viéc vai hinh anh

» Thao tac cac doi tuong
» Chon hinh anh d¢ hién thi cac nit
diéu khién (Handles)
« NUt diéu khién 13 céc vong tron
hoac hinh Vuong nhé xuat hién
xung quanh chu vi cua hinh anh va

Xac nhéan doi tuong da dugc chon
dé san sang thay doi
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Lam viéc vai hinh anh -z
* Bao van ban xung quanh mot hinh anh =Wepledr| i Selcto

In Line with Text

» Kiéu bao boc anh hudéng dén cach bo tri vin ban
xung gquanh cac hinh anh dugc chon
* Trén thé Format cua Picture Tools, nhom

Arrange — Chon Wrap Text — chon kiéu bao
van ban phu hop

Square

Tight

Through

Top and Bottom

Behind Text

Y
s
=
o)
=3

In Front of Text

B Maore Layout Options...

Set as Default Layout
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St dung bang \

N

&

» Bang | su sap xép ctia Cac cdt va hang
» Sir dung B8 (Table Selector) dé chon toan bd bang




/ K%
St dung bang

* Chen bang
 Trén thé Insert, nhom Tables —

Chon Table — keo qua lu6i dé chi
dinh so luong cot va hang

« Str dung tinh ning Insert Table dé
chen bang 16n hon 8 x 10

N -
=y

- »~
4<§$

65 Table

I

I
B Insert Table...
™ Draw Table

() AutoFit to contents
() AutoFit to window

E['a Excel Spreadsheet
B Cuick Tables



St dung bang R &

* Cheén va x6a hang/cot/o

« Dé chén mot hang/cot don, dinh vi con tré chudt, bén dudi
Table Tools, trén thé Layout, trong Rows & Columns —
chon vao tuy chon thich hop

« D¢ x0a Ccéc o/hang/cot/toan bd bang, dinh vi con tré chuot trong
0/hang/cot can x0a — trong Table Tools, trén thé Layout, nhom
Rows & Columns — Chon w dudi Delete — chon tuy chon
thich hop

| B R B

elete Insert  Insert Insert Insert
Above Below Left Right

Rows & Columns P
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7 71.7 - 25
St dung bang P &S
* Hop nhat va tach 6
* Chon cac 0, bén duoi Table Tools, trén thé Layout, nhom
Merge — Chon Merge Cells.
« B¢ phan chia mdt 6 thanh nhiéu 6, chon 0, bén dudi Table
Tools, trén the¢ Layout, nhom Merge — Chon Split Cells —
chi dinh s6 lugng cot va hang thich hO’p — OK

Split Cells ?

Mumber of columns: |2

Mumber of rows: 1

IMerge cells before split
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Theo dbi cac thay doi > s

« D¢ bat/tat Track Changes, trén thé Review, nhém Tracking —
Chon Track Changes.

» Chon Next dé bo qua thay doi va chuyén sang thay doi tiép theo
» Chon Accept/Accept and Move to Next dé chap nhan thay doi.

IHI IHI EjF%Hn S

* Mext
Accept Reject

L b

Changes



Theo dbi cac thay doi > s

* Chon w dudi Accept — Chon Accept All Changes/Accept All
Changes and Stop Tracking dé chap nhan tat ca cac thay doi.
« Chon Reject/Reject and Move to Next dé tir choi thay doi

* Chon w dudi Reject — Chon Reject All Changes/Reject All
Changes and Stop Tracking dé tir chdi tat ca cac thay doi.

. . :__LI Previous

-l* Mext
Accept Reject

" "

Changes

B080
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Glao dién trang tinh Excel

=] -

File Home Insert

Draw Page Layout

Name . Insert
, Box - Function
= rormat Painter g
iptmard = l Font
Al - f

<4—— Select All )

Formulas Data

Review

Y

Active Cell Column Headings

Row Headings

Tab Sheet
Scroling  Tab

a1

|

= ». Formula

Book1 - Excel

General

$-9%

Number

Q Tell me what you want to do

lugylee B — X

9 Share

Scroll Bars
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Glao dién trang tinh Excel P <

* Nhap van ban hoac nhan
* Bam vao mot 6 dé chon va nhap ndi dung.
* St dung phim Backspace/Delete dé stra bat ky 16i nao.

« Nhan Enter dé di chuyen dén 0 tiép theo bén dudi hoic nhan
Tab dé di chuyén dén 0 tiép theo bén phai.

. Nhap vao mot 6 khac hodc nhan bat ky phim mii tén nao dé
chap nhan dit liéu nhap vao trong 6 hién tai

ABC Company
a1 Qz a3 Q4 Total

Region1l  541,000.00 275,000.00  280,000.00 310,000.00 5 1,406,000
Region2  125000.00 127,000.00 122,000.00  126,000.00 5 500,000
96,000.00  100,000.00  102,000.00  205,000.00 5 503,000

@ @@@ : 5 762,000 5 502,000 S 504,000 S 641,000 S 2,409,000
BY MNC EA
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Glao dién trang tinh Excel W <

» Nhap so hoic ngay

« Néu nhap cac ky tu khéng phai 1a s, Excel s& coi toan bo dit
liéu nhap dudi dang nhan (Label)

» Excel hién thi c4c gia tri khong cé dinh dang, cho phép nguoi
dung tu dinh dang dir liu.

« Khi nhap ngay, nguoi dung c6 thé nhap dudi dang sb

* Dinh dang méc dinh cua gia tri ngay la m-d-yy, mac du nguoi
dung co thé thay doi dinh dang.
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Glao dién trang tinh Excel W <

* Di chuyén xung quanh bang tinh

« Scroll Bars: Str dung thanh cudn ngang/doc dé di chuyén dén
cac khu vuc khac cua trang tinh.

* Left, Right, Up, Down: Diéu hudng dé di chuyén mdt 6 mdi 1an.
» Home: Chuyén dén cot A trong hang hién tai.
» Ctrl+Home: Di chuyén dén 6 Al
« Ctrl+End: Di chuyén dén 6 cudi cung co dir liéu trong bang tinh
» Ctrl+G hoic F5: Hién thi hop thoai Go To
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Quan ly s6 tinh (Workbook) P <

» Tao mot Workbook trong mai
* Trong Backstage, chon New — Nhap dup vao Blank workbook
hoac nhan Ctrl+N.
 Tao mdt Workbook méi tir mot mau
* Chon th¢ File — Chon New — Chon mau dé mé ché dd xem
cuia ndi dung mau.
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Quan ly s6 tinh (Workbook) >

e Luvu Workbooks
* Chon thé File — Chon Save; hoac

» Chon |ESave trén thanh cong cu Truy cap nhanh hoic nhan
Ctrl+S.

« B¢ luu tap tin hién c6 véi tén moi hodc ¢ dinh dang tap tin
khac, Chon thé File — Chon Save As.

e Lan dau tién luu tap tin, s& lubn thay cé4c tly chon Save As
dé ngudi ding cd thé dat cho workbook méi mét tén riéng
va chon vi tri noi tap tin s€ duoc luu
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Quan Iy so tinh (Workbook

Save As

OneDrive - Personal
llee@tolane.onmicrosoft.com

This PC
Add a Place

Browse

T

Drives or
locations to save
the file

Up One Current
Level Folder

| |

OneDrive - Personal

Enter file name here

Excel Workboo

Maore options...

Mame T

Documents

Pictures

Public

Folders or files in
current folder

LY

<«—- File name
— Save as type

Date modified
3:40 PM
/2014 %:20 AM

f2014 9:20 AM

Date created
or modified




Quan ly s6 tinh (Workbook) P &

 M& Workbooks

* Chon the File — Chon Open — Diéu huéng dén vi tri tap tin
hodc bam Browse mod hop thoai Open — Chon tap tin — Chon
Open, hoac

* Chon thé File — Chon tap tin tir danh sach Recent Workbooks,
hoac

e Nhan Ctrl+O dé hién thi hop thoai Open



Quan Iy s6 tinh (Workbook) P

* bong Workbooks
* Chon thé File — Chon Close, hoac
e Nhan Ctrl+W hoic Ctrl F4 dé dong so 1am viée, hoac
» Nhap chon Close dé tit tng dung



Thao tac noi dung » <

* Chon 0 (Cell)

« Mot 6: Nhap vao 0

. Nhiéu 0: Nhap vao 6 dau tién va kéo dén cudi pham vi yéu
cau, hoac

 Nhap vao 6 dau tién, giit phim Shift va nhap vao 0 keét
thdc trong pham vi.

» Toan bo hang: Nhap vao tiéu dé hang.

» Toan bo cot: Nhap vao tiéu dé cot.
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Thao tac noi dung P <

» Toan bo bang tinh: Nhap Chon nat Select All.

» Cac 0/cot/hang khong lién ké: Nhap vao 0 dau tién, giir
phlm Ctrl —» nhap dé chon olcot/hang tiép theo.

* Nhiéu hang Nhap vao so6 hang dau tién, kéo cho so luong
hang can chon

. Nhleg cot: Nhap vao chir céi cot dau tién, kéo cho s6 luong
cOt can chon.



Thao tac noi1 dung R &

 Str dung Undo/Repeat
» Nhap chon w bén canh nit Undo dé hién thi lich su thay
doi - to1 da 100 hanh dong.
« Dé dao ngugc hoan tac, cd thé Redo/Repeat.
« D¢ hién thi lich sir lap lai, nhap chon w bén canh nut
Repeat



Thao tac ndi1 dung r

» Sao chép va di chuyén dit lidu
e Cut: X0a noi dung cia mot 6/pham vi 06 vao Clipboard.
 Copy: Sao chép ndi dung ctia mot 6/pham vi 6 vao Clipboard.
e Paste: Dan bat ky/tat ca noi dung tir Clipboard vao mot hoic

nhiéu vi tri 6.



Thao tac ndi dung P <

* Thay doi do rong cot
* Do rong cot: Cho phép tir 0 —» 255 ky tu
* Trén thé Home, nhom Cells — Chon Format — Chon Column
Width

*Co the tro con tro chudt trén dong & canh phai cua ti€u de cot
can diéu chinh, nhap va kéo dén chiéu rong mong muon

Column Width ?

Column width: | 8.43




Thao tac ndi dung P <

« Biéu chinh chiéu cao hang
* Tréen thé Home, nhém Cells — Chon Format — Chon Row
Height.
- Co thé tro vao canh dudi cua tieéu dé hang can diéu chinh,
nhap va keo dén do cao can thiét

Row Height

Eow height: |15




Thao tac hang, cot va o P <l

 Chen hang, cot hoac 0
* Trén th¢ Home, nhém Cells — Chon v duéi
Insert — chon muc can chen

* CO thé nhap vao tiéu dé hang hoic ticu dé cot ks
noi muon chen hang hodc cft moéi — R

=]

nhan Ctrl ++ trén ban phim so6 &= Insert Sheet Rows

* Hay can than khi st dung cac 1énh nay vi |EE i
Chung anh huong dén toan bo bang tinh, ké
ca cac khu vuc khong hién trén man hinh

L___{‘_ Inzert Sheet
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Thao tac hang, cot va 0

« X0a hang, cot hoac 6
* Trén thé Home, nhom Cells — Chon v dudi
Delete dé chon muc can x0a, hoéc

» Nhap vao tiéu dé hang/cot muon x6a — nhan
Ctrl + - trén ban phim so.

« H3y can than khi x6a toan bo hang/cot dé
dam bao khong vo tinh x6a dir liéu co gia tri
hién khéng duoc hién thi trén man hinh

EEIL}( iil 2 AutoSum
SEE e ] Fill -
Delete Format

- Clear -

. Delete Cells...

=X Delete Sheet Rows

5 J Delete Sheet Columns

¢ Delete Sheet
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Tao cOng thirc don gian P <

« Nhép dau = trong bat ky 6 nao dé bat dau cong thurc
» Sau dau =, c6 thé nhap so, cac toan hang hoic dia chi 6

» CH thé nhap dia chi 6 vao cong thirc bang cach nhap truc tiép
hoac nhap vao cac 0 dugc bao gom

« O duoc nhap cong thirc s& hién thi két qua ctia cong thirc,
cong thie s€ duogc hién thi trong thanh cong thirc



Tao cOng thirc don gian E

« Sir dung cac ham tich hop pho bién
 SUM: Tinh tong céc gia tri trong pham vi 6 dugc chi dinh
* AVERAGE: Tinh trung binh gia tri trong cac 6 dugc chi dinh
« MIN: Hién thi gia tri toi thiéu trong pham vi 6 dugc chi dinh
« MAX: Hién thi gia tri toi da trong pham vi 6 duoc chi dinh
« COUNT: Pém s6 luong gia tr1 trong pham vi dugce chi dinh



Tao cong thirc don gian R <

« Stir dung dia chi tuyét doi va tuong doi
Mot dia chi 6 twong d6i thay doi dé dap ung véi vi tri hién
tal cua no trong mot bang tinh
* Néu sao chép cong thirc c6 dia chi 6 tu’ong d6i va dan né vao

0 khac, Excel sé tu dong diéu chinh cac tham chiéu 6 trong 6
da dan dé phan anh vi tri méi



®

Tao cong thirc don gian P &

e Mot dia chi 6 tuyét doi dé cap dén mot vi tri chinh xac
hodc c6 dinh trén bang tinh
« B¢ thay doi dia chi 0 twong d6i thanh dia chi 6 tuyét doi
trong cong thirc hoac ham:
« Nhap Ky hiéu $ trude s6 hang/chir cai cot, hoic
« Nhan F4 khi nhap dia chi 6



®

Dinh dang dir li¢u P &
* Dinh dang 14 viéc thay doi sy xuat hién ctia dir liéu.
* Nguoi dung c6 thé dinh dang 6/pham vi 0 bat ¢ 1Gc nao

* Trén thé Home — nhap vao 1énh dé &p dung dinh dang tu
nhom thich hop

= . -
=¢ Wrap Text General

I"u'1er|_;|EE-'_ Center = $ - 9

Alignment M Mumber




Dinh dang dir li¢u P <

* Dinh dang s6 va chir s6 thap phan
» Excel hién thi s6 khi chiing dugc nhap
« C4cC s0 16n hon chiéu rong ctia 0 hién thi ¢ dinh dang ky hiéu
khoa hoc
» Pé dinh dang céc 6 da chon c6 chira gié tri:
* Trén thé Home, nhom Number — Chon w bén phai Number
Format — Chon dinh dang mong muon, hoac

e Bam Va0 mot trong cac nat dinh dang s6 thuong duogc st dung
trong nhom Number cta thé Home



/ 5
Dinh dang dir li¢u -

» Thay d6i cin chinh 0
* Sir dung Merge & Center dé can gitta nhan

van ban trén mot s6 0, bao vin ban trong
mot 6 hodc xoay nd & mot gac cu thé

Options
» B¢ phan chia céac 0 dugc hop nhat — Chon

Merge & Center — nhap chon w trén nit EEEEEE L
Merge & Center — Chon Unmerge Cells 5 Merge & Center e

2 2 , A ~ - Alignment
* PE thay doi can chinh cho cac 0 da chon,
ptions
trén th¢ Home, nhom Alignment — Chon

cin chinh can thiét
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Dinh dang dir liéu >

* Ap dung Puong vién 0
* Trén th¢ Home, nhom Font — Chon w bén
phai Borders — Chon duong vién, hoac
» Bam vao More Borders dé ap dung cac tly
chon dinh dang khac cho cac duong vién tir
thé Border cua hop thoai Format Cells




/ & R @

Dinh dang dir li¢u > &

» Ap dung mau sic va hoa vin
* Trén thé Home, nhdm Font — Chon w bén phai Fill Color
— Chon mau trong bang mau, hoac
» Chon More Colors dé chon cac tlly chon mau.

Theme Colors

Standard Colors

| B | EEENERN
Dﬂ-::FiII

wy More Colors...
©
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Lam viéc vai bi€u do Y &

« M6t biéu dd cé thé minh hoa
XU hudéng hoac cac mau trong M fo s < Chart Tide
dir licu.

* Nguoi dung co thé tao biéu do

bang cach chon dir li€u tur
bang tinh va chon loai biéu do ‘ I | ‘ s
dé chén

Ocean Dancer  Ocean Radial

Vertical Horizontal

Axis/Series Axis/Series
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Lam viéc vdi bi€u do P <
» Chon loai biéu do
* Biéu do duong tot hon cho xu huéng, bleu do thanh tot hon

cho am Iugng va biéu dd hinh tron 14 tot nhat dé hién thi céac
phan ciia tong 30

« Excel cung cap nhiéu loai biéu do va mot s6 kiéu biéu do
con trong moi loai chinh




T . P =
Lam viéc vo1 bieu do -
e Chon loai biéu do
» Column: So sanh cac gia tri theo thoi gian
e Line: So sanh xu hudng lién tuc
« Bar: So sanh cac gia tri theo thoi gian
e Area: So sanh su thay doi lién tuc vé am
luong
X Y (Scatter): Xac dinh cac mau dit liéu
e Stock: Hién thi dit liéu dong cao thap
e Surface: Hién thi xu huéng 3-D

« Radar: X4ac dinh cdc mau c6 diém va
duong
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Lam viéc vdi bi€u do P <

* Thay d61 bo cuc bi€u do
» Axes: Bao gom nhén trén truc ngang va truc doc . o | o

Element = Layout = | Co

« Axis Titles; Thém tiéu dé cho truc ngang va truc doc

» Chart Title: Thém tiéu dé cho biéu db »
- Data Labels: Bao gom nhin dit li¢u trén biéu do b
- Data Table: Hién thi dir liéu biéu d6 bén duéi biéu do DataToble >
e Error Bars: Hién thj 1é cua 16i va do 1éch chuén Y e
* Gridlines: Bao gom duong ludi trén bi€u do legend >
* Legend: Bao gom chu giai va dinh vi nd lién quan dén D

biéu do.
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/& P &
e

Lam viéc véi danh sach va Dir lieu ™ «

« Danh sach Excel 14 tap hop dir liéu duoc sap xép theo mot
loat cac cot
« Hang trén cung chua tiéu dé cot (tén truong) va cac hang bén
dudi chira dir liéu
* Moi cdt trong danh sach phai chtra cing loai dit liéu cho
tirng hang thong tin
« Sap xép dir liéu vao danh sach gilp dé dang sap xép va loc
thong tin | T edarie

(DVD/Blu-ray)
Blu-ray
Blu-ray

5 Sci
ndiana Jones Trilo ction
en Har et Sa Come DVD
@ @@@ r. Poppa's Penguins Come Blu-ray
BY MO £/
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Lam viéc vdi danh sach va Dit ligu™ «w

« Sap xép dit lidu
* Trén thé Home, nhom Editing — Chon Sort & Filter
» Sort A to Z: Sap xép cac muc theo tht tu ting dan
- Sort Z to A: Sap Xép cac muc theo thl'l: tu giam dan

» Custom Sort: Thlet lap t6i da 64 cap d6 hoic mirc do wu
tién cho cac muc sap xép theo thu tu

e Filter: Tim kiém c4c muc cu thé va chi hién thi cac muc
phu hop

e Clear: X6a bo loc, hién thi tat ca c&c muc trong trang tinh

« Reapply: Ap dung bo loc mot 1an nira
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Lam viéc vdi danh sach va Dit ligu™ «w

* Loc thong tin

» Sir dung bo loc dé 4n céc hang khong i
guan tam

* Loc khong thay doi noi dung cia HEHS

bang tinh hodc chuodi thong tin, chi gy c

hién nhtng dir liéu can thiét e T ceme <] i
2 : R - i sones T acion  Blurr
¢ Sfl‘ dung CaC bléu tuqng AutOFIIter de 4 WhenHarryMellSagI:,r Comedy l[JVDv
P . Jé N A 5 |Mr. Poppa's Penguins Comedy Blu-ray
chi dinh cac bg loc ¢t o ——

8 Ocean's Eleven Collection Drama Blu-ray
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Lam viéc voi bang (Tables) P &
» Bang Excel bao gom cac hang va cot lién ké
* Dt liéu dugc sap xép theo thi ty hang, véi mot tidu dé &
dau mo1 cot va dir liéu duoc 11iét ké bén dudi
* Bé chuyén doi mot pham vi 6 chtra dit liéu thanh bang, trén
thé Insert, nhom Tables — Chon Table, hoac

* Trén thé Home, nhom Styles — Chon w trong Format as
Table — Chon Table style.



Lam viéc vdi bang (Tables) Y <

» Sira do6i dir liéu bang
» D€ thém mot cot dit liéu méi & phia bén phai cua bang,
nhap dir li¢u nay vao cot tréng dﬁu tién
* Excel s€ mo rong bang dé bao gom mot hang dur li€u mo1

duoc nhap truc tiép bén dudi bang, mién 1a tinh niang Total
Row khong dugc kich hoat

« Trén thé Home, nhom Cells — str dung ntit Delete dé xoa
cac hang/cot dir liéu khoi bang
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In bang tinh P <

* In bang tinh
« BAm vao thé File va bAm Print

Print
New

=
Open

Print
Save
Save s Printer
Print
S Settings

Print Act

- B o
Publish
Close
Account
Options.

Feedback

P

Cau hoi 6n luyén
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Dt 1iéu la gi? P
* Dit liéu 1a thong tin c¢6 thé dugc do ludong, thu thip, phan
tich va bao cao.
« Dit liéu c6 thé ton tai & nhiéu dang
e Dt l1cu khac vd1 vat chira duoc luu triv



T P &=
Co s6 dir liéu la gi? Y &

* Co s0 dit liéu 1a mot tap hop thdng tin cé to chirc.

« Hé thong quan Iy co s& dit liéu quan hé (RDBMS) la
mot ung dung duoc thiét ké dé xur ly cac moi quan hé
phtrc tap gitra cac muc dir liéu Khac nhau.

» Tat ca C4C co so dit liéu st dung Ngbn ngit truy van cé
cau truc (SQL) dé tao va lam viéc véi cac bang va dir
liéu cua ching



Co sé dix liéu la gI?

» Nhiéu bang lién quan

e Co 50 dit liéu quan hé luu trit dit liéu trong nhiéu bang lién

quan vo1 nhau

Orders Table Customers Table

Not Shipped 2/19/2015 Helen Anderson 123 Maple Street
Not Shipped 2/19/2015 Andrew Willis 425 Cyprus Street

Orderltems Table

1
i
1
2
2
2
2
2
2

Inventorylte: able

Related fie g,

Garden hose, vinyl, 50 FT
eed, organic
Enghsh lavender seed, organic
Rosemary seed, organic
Yarrow seed, orga
i

Frost pop-up net, 3x3
Fieldstone stepper garden path

15.25
3.68
3.39
3.68
3.41
3.41
3.41
23.95
175.50




Bang Co so Dt licu P 4

* Trong co so dir liéu, dir ligu dugc luu trit trong cac bang,
duoc sap xép thanh mot chudi cac hang va cot

ItemID - Description itPric QuantitylnStock - VendorlD -  Click to Add -
1 Potting soil s 4.25 1,200
1,200
3 Potting soil 2 2.! 1,200
4 Potting soil 3.8 CUFT 30.2! 1,200
Garden Hose Vinyl 50 FT
Garden Hose Vinyl 100 FT
Garden Hose Vinyl 25 FT
den Hose Rubber 50 FT
Garden Hose Rubber 25 FT
10 Garden Hose Rubber 100 FT
11 Watermelon seed, organic
12 Red pear seed, organic
13 Shelling peas seed, organic
14 Artichoke seed, organic

w

4
4
a
a
6
6
6

=~

¥z}
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Bang Co s Dt li¢u

* Bang si€u dir li¢u
e Cau triic cuia mot bang mo ta di
11€u ma no chrra:
* Tén cua bang dir 1i€u
* Tén cua tung truong
« Kiéu dir liéu cua ting trudng
* Kich thudc cua tung truong

= Products
Field Name

ItemID
Description
UnitPrice
QuantitylnStock
VendarlD

General |ookup

Data Type

AutoNumber
Short Text
Number
Mumber
Number

es [Duplicates OK)

Field Properties
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Bang Co so Dt licu \

e Lugc do bang
e Hién thi bd cuc cua bang
* Bao gdbm tén cua bang va li€t ké cac truong trong bang

roducs
[temlD ltemID

Description Description
UnitPrice .
o UnitPrice
Quantitylnstock
VendorlD QuantitylnStock
VendorlD




Bang Co so Dt licu y

« Khoa chinh
e X4c dinh duy nhat mdi ban ghi duoc luu trit trong mot bang
» Gid tri phai 1a duy nhat va khéng thé 1a null
* Viéc chi dinh khoa chinh s& ngin viéc nhap bat ky ban ghi
nao cO chira cac gia tri trung lap hoac null trong truong
khoa chinh
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2 i ~ A ID - Fname - Lname - Suffix
Bang CO’ SO Dll' 11@11 i carl Henderson
2 Dennis Henderson
3 Edward Henderson Jr.

l =] Revised Table B

* Chon khoa chinh (Primary key)
« Khoa chinh phai la mot gia tri
« S& khong bao gio thay doi,
« Cuc ky kho c6 thé 1a null.
* D61 khi, mot bang da bao gom mot truong 14 mot lua chon
tu nhién dé st dung lam khoa chinh.
 Thuong 1a mot truong “ID” duge thém vao dé phuc vu
nhu la khoa chinh.
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Bang Co s¢ Du licu VW gt

» M6i quan hé bang - Khoa ngoai
» Khoa ngoai (Foreign key) la mot cot trong bang
tham chiéu khoa chinh trong bang khac
e Moi quan hé duoc tao ra giita khoa chinh va

khoa ngoai

» C4c moi quan hé nay kiém soat dir liéu nguot
dung c6 thé thém hodc x0a va dam bao rang co eii—
s¢ dit lieu duy tri tinh toan ven cua no - ‘nghia
la tat ca dit liéu co y nghia va tuan thu cac quy o

tac co so dit liéu.



Bang Co so Dt licu R <l

» C4c kiéu quan hé dir liéu

Mot méi quan hé trong d6 mdi ban ghi trong Bang A chi ¢6 thé co
mot ban ghi khép trong Bang B va nguoc lai.

Mot mdi quan hé trong d6 mot ban ghi trong Bang A co thé co
One-to-Many  |nhiéu ban ghi khép trong Bang B, nhung mét ban ghi trong Bang
B chi c6 mdt ban ghi khop trong Bang A.

Mot mbi quan hé trong d6 mot ban ghi trong Bang A hoic Bang B
c6 thé lién quan dén nhiéu ban ghi khép trong bang khac.

One-to-One

Many-to-Many
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Bang Co s¢ Du licu -
* Co s0 dit liéu siéu dit liéu (Luoc do

co s dir liéu - Database schema)
* Thé hién mot cai nhin logic cua toan

bé\) CO’ 86‘ df[' liéu % ::i;:km"
« Xac dinh cach t6 chuc dir liéu

Length

« X4c dinh cach céac bang co lién quan  [F—

Street

vO1 hhau

ZIP
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Bang Co s Dt li¢u

LY

Query: Which customers live in Arizona?

CustomeriD -~ FirstName -~
Helen
1022 Andrew
1030 Alice
1034 Robert
1035 Anna
1042 Sarah
1044 Melissa
1052 Edgar
1059 Jerome
1066 Rose
1071 Ken
1074 Kim
1079 Terry

LastName ~
Anderson
Willis
Goldman
Meyers
Billings
Armstrong
Sharon
Harrison
Keller
Callahan
FirstName
Andrew
Alice
Robert
Melissa

Street
123 Maple Street

-

West Hempstead

425 Cyprus Street Queen Creek

78 West Elm
29 River Street

Mesa
Mesa

516 E Chessman Ave Wantaugh
256 W Delaware Ave Island Park
1517 Hillsdale Lane  Flagstaff

636 W Plateau

Blue Island

1241 E Orange Drive New Lenox
2363 Window Drive  Trona

»  LastName -~
Willis
Goldman
Meyers
Sharon

Street
425 Cyprus Street
78 West ElIm
29 River Street
1517 Hillsdale Lane

State ~
NY
AZ
AZ
AZ
NY
NY

City

ZIP ~

11552
85242
85203
85202
11793
11558
86002
60406
60451
93562

Queen Creek

Mesa
Mesa
Flagstaff

Phone - Click

516-555-2323

480-555-8256
480-555-7777
516-555-8888
516-555-0204
928-555-9354
708-555-1881
815-555-1021
760-555-1221
v State - ZIP ~
AZ 85242
AZ 85203
AZ 85202
AZ 86002

Query Result Set
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Biéu mau (Form) co sé dit liéu

Garden Shop Supply House Orders

I OrderDate  [2/13/2015 Status | NotShipped |~ SthDatel

Helen | Anderson Phone | 516-555-2323
Address | 123 Maple Stre | (WestHempstead | Hempstead 11552

Line ltem ItemID  Description Quantity Unit Price Extended Price

|Wfﬂlﬁ
i i 2 | 68| 57.35]

Record: M 4 1of5 1o Filter | Search

Order Total [ $233.76
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Co so Du liéu dugce sir dung ¢ dau?™ ««

* Co so dir li€u dugc su dung hau hét moi noi
» Co s0 dir lidu c6 thé la

« Hang ton kho

e Giao dich tién té

* Bao dudng xe

* Danh ba dién thoai

* Bai dang trén blog...
» Danh sach nay con tiép tuc. ..
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Co so Dir li€u dugc sur dung ¢ dau’? -

*Co so du ligu va trang web
* Co s¢ dir li¢u cung cap thong tin cho

cac cura hang truc tuyen va cac trang
web dé hién thi noi dung dong

* ODBC va JDBC la cac ti€u chuan dé
két no1 vo1 co so dir l1éu

* Ngon ngﬁ’ lap trinh phia méy chu co
thé truy van va hién thi no1 dung tu
co so dit liéu dugc két noi
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Co so Dir 1i€u dugc sur dung ¢ dau?™ <

« TOi da sir dung truy van trén web?
» Ban str dung truy van moi lic khi ban & trén World Wide Web

amazon

Departments - Ot flowers in Al
flowers in ourmet Food
flowers in Ho
flowers for delivery
artificial flowers

flowers for algernon

LAl in Fresh Cut Roses

$34.26
Prime

flowers in the attic .
- Get it by Wednesday, May 4
fake flowers

silk flowers

flowers for delivery birthday
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Co so Dir li€u dugc sur dung ¢ dau’? -

 T61 da sur dung cac Form trén web?
* Ban st dung cac Form khi ban
« Thiét lap mot ho so
* Nhap dia chi email
* Nhap thong tin thanh toan

B080
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PowerPoint la gi? Y &

* Mot chuong trinh timg dung dugc st dung dé tao, chinh
sira Va thao tac cac slide cho céc bai trinh chiéu trén man
hinh va hon thé nita.

» C4c bai trinh chiéu c6 thé dugc gt tdi khan gia truc tiép
hoac xem riéng 1¢.

* CO thé nhap van ban, vé doi tugng, tao bicu d6 hoic
thém d6 hoa

* CO thé chon cung cap ban trinh bay cho khan gia truc
tiép hodc chia sé qua Internet
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Bai trinh chiéu bao gom nhiing gl’? P i

« Slide tiéu dé
« Slide mé dau gi6i thiéu chil dé cua bai trinh chiéu, thuong bao gém tiéu

dé hodc chu dé va phu dé
* Slide gidi thi€u noi dung
» Thuong liét ké céc tiéu dé cua tat ca cac slide trong bai trinh chiéu,
thuong 13 slide thir hai va cung cap mot cai nhin tong quan vé nhiing gi
s& dugc trinh bay va co thé gilp ngudi Xem nam bat duge dong chay
ctia bai trinh chiéu.
« Slide tiéu dé va ndi dung
« Slide tiéu dé va ndi dung thuong duoc goi 12 slide danh sach dau dau
dong, bao gom mot tiéu dé va mot danh sach gach dau dong cua cac
diém chinh ma nguoi trinh bay mubn thao luin
« No6i dung cac dau dau dong nén ngan gon, stc tich va rd rang.




/ &8 > b=

.

Bai trinh chiéu bao gom nhiing gl’? P 48

e Ho tro slide ndi dung
« Thém cac loai ndi dung khac nhau vao ban trinh chiéu bang cach sir
dung cac bo cuc ndi dung khac nhau, bao gom van ban, thanh phan
thiét ke, so do, video, bang, bi¢u do, &m thanh, hoat hinh hoac chuyén
tiép dac biét tur slide sang slide

« Slide Tom tt
« Slide cudi cung trong bai trinh chiéu, cing cb cac thong diép chinh va
cung cap thong tin lién h¢ d€ bict thém chi tiet
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Bai trinh chiéu bao gom nhiing gi? ™

* Man hinh soan thao

=] hr- R Presentation] - PowerPoint luylee @ = — X
File Hon Insert  Draw  Design  Transitions  Animations  SlideShow  Review  View  Q Tell me what you want to do 8 Share

Paragraph Editing

Placeholder

Slide Pane

Slides
Thumbnails

<— Split Bar

Click to add notes

Slide 1 f 1 = Notes WComments [E 33 E




Bal trinh chiéu bao gom nhirng gl’? Y 4

e Hicu thuat ngit co ban
» Mbi slide bao gom cac trinh gitr chd
* Mot hop duong nét dut co goi y cho

ngu:cn ding biét co thé sir dung hop
nay dé 1am gi

* B6 cuc Sllde~trong khong bao gom céc
trinh gitr cho
. Nhap vao bén trong mot trinh gilr cho
dé chén van ban hoic mot doi tugng




Bal trinh chiéu bao gom nhiing gl’P i

e Tao bai trinh chiéu
« Blank Presentation - Ban trinh chiéu trong chi voi mot slide
tidu dé
» Templates - St dung ban trinh chiéu dugc dinh dang san
duoc thiét ké san voi cac dé xuat cho van ban
« Reuse Slides - Chén mot hodc nhiéu slide tir mét bai trinh
chiéu hién 6 vao ban trinh chiéu hién tai



Lam viéc vdi bal trinh chiéu > <

* Nhap van ban trén mot slide
* Sur dung ngan Slide dé chén hoic sua
doi cac muc trén cac trang trinh chiéu

« Ctra s6 hinh thu nho Slide hién thi
hinh thu nhé cua cac trang trinh chicéu

» Sir dung thanh chia d¢ hién thi nhiéu
hay it cua moi khung

Alaska Hiking Tours
Green Soles Adventure Club




Lwu bai trinh chiéu D

* Chon thé File — Chon Save, hoac

* Chon Save trén thanh cong cu Truy
cap nhanh hodc Save As

* Nhan Ctrl+S

» Lan dau tién luu bai trinh chiéu, thé
Save As cua ché do Backstage view
s¢ hoat dOng
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Lam viéc vai bai trinh chiéu

« M bai trinh chiéu

* Chon thé File — Chon Open va diéu hudng
dén tap tin mong mudn hodc

e Nhan Ctrl + O

» Néu tap tin duoc luu & dinh dang tap tin khac
v6i dinh dang .pptx mic dinh, bam Vvao
duong dan dé hién thi hop thoai Open —
Chon All PowerPoint Presentations

% >
. .

e
All PowerPoint Presentations  w

All PowerPoint Presentations
Presentations and Shows
PowerPoint XML Presentations
PowerPoint Templates

Office Themes

All Qutlines

PowerPoint Add-ins
OpenDocument Presentations
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Lam viéc voi bal trinh chiéu Y &
* Hién thi thong tin trong bai trinh chicu
« B¢ thay doi giao dién cua ban trinh chiéu, trén thé View, nhdm
Presentation Views, bam:
. 1= Normal: Hién thi c&c hinh thu nho Slide, Slide va cac ghi chu
. Slide Sorter: Hién thi nhiéu slide thu nhé trén mot man hinh
theo cach tuyén tinh dé sap Xép lai hodc sap x€p

* = Readlng View: Xem & ché d6 toan man hinh dé hién thi noi

dung cua tung trang chiéu twong tu nhu cach khan gia s& nhin
thay chdng

« =8 Slide Show: Chay trinh chiéu hodc dé trinh bay cho khan gia
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Lam viéc vdi bal trinh chiéu > <

» D¢ thay doi do phong dai cho ban trinh chiéu:
-0 phla bén phai cua thanh trang thai, nhap vao

nut ¢ hai bén cua thanh trugt thu phong dé
phong to hodc thu nhé 10% mdi lan; hodc

» Nhap vao ggg(Zoom Level) dé chon kich thuédc
hodc ty 1é thu phong cu thé, hoic

« Nhap Va0 =1 (Fit slide to current wmdow) de
nhanh chong toi da hoa kich thudc cua trang
trinh chiéu trén man hinh tir ty 1& thu phéng
trude do cua no.
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Quan ly céc trang trinh chiéu >

* Chen cac slide mod1
* Trén th¢ Home, nhom Slides — Chon New
Slide dé chen mot trang trinh chiéu co cung
b6 cuc dugc s dung trudc do; hoac
« Bé chén mét trang trinh chiéu méi vai bo cuc
cu thé, trén thé Home, nhom Slides — Chon
v dudi New Slide — Chon b6 cuc can thiét
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Quan ly céc trang trinh chiéu

» Thay d6i nén Slide
« D¢ thém nén vao trang trinh chiéu, chon thé
Design, trong nhom Customize — Chon
Format Background

* Khi chon mot tuy chon mau, cac truong khac
nhau sé& xuat hién dé khO’p vo1 lua chon do

* CO thé chon chi them nén VAo trang trinh chiéu
hién tai hodc cho tat ca cac trang trinh chiéu

v X




Quan |y cac trang trinh chiéu »

* Sap x€p lai céc slide
e Dé sip Xep lai thir tu cac trang
trinh ch1eu trong ché do xem Slide
Sorter , bam va kéo trang chiéu dén §
vi tri moi |
« C4c slide dugc chon hién thi véi [
mot outline mau do
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Quan ly cac doi tuong trinh chieu ™ <«

 Sir dung Select so v6i Edit Mode
e C4c vOng tron xuat hién quanh mot doi twong dugc chon duoc goi 14
handles
« Nhap va kéo handle dé thay doi kich thudc dbi tugng
* Khi duong Vlen Xung quanh hop vin ban la mot dudong dut net, nghla

la dang & ché do Edit mode va co thé chon céc khu vuc cu thé cla van
ban dé thay d01

» Khi duong vién Xung quanh mot trinh gitx cho la mot duong lién nét,
nghla dang ¢ ché do Select va cd thé anh huong dén toan bd noi dung
ctia doi tuong

@@@@ Travel ha‘_,s no age!




Quan |y cac d6i tuong trinh chiéu ™ <

* Thao tac van ban
« B¢ chén vin ban, nhap vao trinh giit chd va bat dau nhap
* P¢é x0a van ban, str dung Backspace hoac Delete.

« B¢ cat/di chuyén mot myc da chon, trén thé Home, nhom
Cllpboard — Chon gz hoic nhan Ctrl+X

« B¢ sao chép mot muc da chon, trén th¢ Home, nhom
Cllpboard — Chon mmg hodc nhan Ctrl+C

« Pé dan mét muc, dmh vi diém chen, trén thé Home, nhom
Clipboard — Chon Paste hoac nhan Ctrl+V
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Quan ly cac doi tuong trinh chiéu <

* Dinh dang van ban
» Nhém Font trong thé Home cung cap
quyén truy cap vao cac tuy chon dinh
dang Ky tu
* Thanh cdng cu Mini cung cap quyén Calibri (Body) - |28 -| A A7 | A
truy cap tuong tu va bao gom hon hop |[EEEIEE T ST
cac nut dinh dang ky tu va doan van Font
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Quan ly cac doi tuong trinh chieu ™ «

e Can chinh van ban

* Trén thé Home, nhom Paragraph — Chon tuy chon can
chinh phu hop
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Quan ly cac doi tugng trinh chieu ™ «

 Chen hinh anh
* Trén thé Insert, nhom Images — Chon
Pictures, hoac

* Chon mot b cuc €6 chira trinh gitr cho
Content — Chon Pictures dé chén anh tir
vi tri da luu

Pictures
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Cac doi tuong hoat hinh P i

e Trén thé Anirpatipns, nhém Animation —
Chon More dé hién thi Animation Gallery

* Khi chon moét hinh dong, hay dat cac tuy
chon cu thé cho hinh dong bang cach su
dung nhom Timing

P Start |On Click ~ | Reorder Animation

(D) Duration: 0050 2 Mowve Earlier

(5 Delay: 00.00 L| ¥ Move Later

Timing
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Céc doi tuong hoat hinh > _

 Tuy chinh hoat hinh
e B¢ tly chinh hoat hinh, trén thé Animations, nhdm
Advanced Animation — Chon Animation Pane
* Khi chon ting thanh phan dugc lam dong,

PowerPoint cung Cap cac tuy chon kiém soat thoi
diém hoic cach phan tir s& xuat hién

* Khi ap dung hinh dong cho cac thanh phan trén |
trang trlnh chiéu, PowerPomt sé dat cac hop duoc et
danh so trén trang trinh chiéu va liét k& cac hinh
dong theo thir tu so6 trong Animation Pane. seamds~ 4 [B[2]>
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Cac doi tuong hoat hinh P i

» Ap dung chuyén tiep Slide
e Trén thé Transitions, nhom Transition
to This Slide — Chon More dé¢ hién
thi tat ca cac kiéu chuyen tlep trong

thu vién — Chon chuyén doi dé &p
dung va xem trudc
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Thiet 1ap trinh chiéu P <

* Trén thé Slide Show, nhom Set Up —
Chon Set Up Slide Show

* Su dung cac tuy chon de chi dinh cach
muon cung cap ban trinh chiéu

* Ciing c0 thé dinh cau hinh ban trinh
chiéu dé hd trg nhiéu man hinh
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Thiet 1ap trinh chiéu P <

e Xem trinh chiéu
« Bé bat dau trinh chiéu, nhap B8 Slide Show tir cac nit View
. Be chuyén cac slide theo cach thu cong nhap de di chuyen

dén slide tiép theo hoic dé hién thi cac diém hodc doi twong
bullets trén slide



Thiét 1ap trinh chiéu » 2

« Xem xét phan cling
» Néu du dinh xuat dén mot thiet bi video tht cap, hdy nhé
mang theo cap can thiét

Pam bao cap chinh xac dé két noi tir cong dau ra video trén may tinh
v6i cong dau vao video trén man hinh tht hai hodc may chiéu hoic TV
HD. Hau hét cac thiét bi déu hd tro VGA va ca HDMI hoic HDMI.

Video
OF:10] [

Audio  Néu bai trinh chiéu bao gom am thanh hoic video duoc nhing, can phai
Cables dam bao rang &m thanh s€ dugc phat lai rd rang va ¢ mirc &m luong du.
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Thiet 1ap trinh chiéu P &

« Khi két noi may tinh véi man hinh ngoal, hé diéu hanh s&
phat hién phan ciig bo sung.

« Can phai chi dinh cho hé¢ diéu hanh biét ngu’0’1 dung mudn
phan chiéu hoic mé rong man hinh trén man hinh ngoai
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Thiét 1ap trinh chiéu

e Str dung Ché do Presenter View

» Khi chi€u trinh chicu téi mot man hinh
khac, c6 thé st dung ché do Presenter \.

INTRODUCTION

view, cho phep Presenter xem tat ca
cac cong cu can trinh bay, trong khi
khan gia chi nhin thay ban trinh chiéu

* Trén thé Slide Show, nhdm Monitors
— Chon Use Presenter View
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Chia sé bal trinh chiéu > i

* Str dung thé Share
» Sir dung c4c tlly chon trén thé Share dé chia sé toan b bai

trinh chiéu
Share

Alaska Hiking Tours Share with Peaple
Desktop » 7500-Student-Files » PowerPoint
Share

Share with People

(] R
" Email

£ Present Online

[=g Publish Siides
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Chia sé bal trinh chiéu > <
* Sir dung the Export

* Str dung thé Export dé xuat ra ban trinh chiéu & cac dinh
dang tap tin khac

Export

Create a PDF/XPS Document
-E||—,_,Ll Create PDF/XPS Document

||‘% Create a Video
'//' Package Presentation for CD
¥

‘IJ Create Handouts

7 Change File Type




Chia sé bai trinh chiéu > i

* Tao Handouts trong Word
* Chon thé File — Chon Export — Chon Create Handouts

» Nhap vao Create Handouts dé xem cac tuy chon tao tai li€u
Word : >

crosoft Word

lides in the handout when the presentation changes

Add slides to Microso ord documen

®) Paste
() Paste link
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Chia sé bai trinh chiéu » <

» Xuat ban ban trinh bay o
* Trén thé File — Chon Share, trong bang

Share — Chon Publish Slides va chon nut
Publish Slides

* Trong hop thoai Publish Slides, chon cac
slide dé xuat ban — chi dinh vi tri cho cac
slide s€ duoc luu trir
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Chia sé bal trinh chiéu » <

* In cac slide

« C6 thé in cac slide trong bai trinh chiéu theo nhiéu cach
khac nhau

« Bam vao File — Chon Print

Settings
== Print All Slides

——  Print entire presentation

Full Page Slides
Print 1 slide per page

-

Edit Header & Footer

B080
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