N o Ok DD

MS POWERPOINT
THIET KE FILE TRINH DIEN

. Design (thiét ké Slide)
. Transition (tao hiéu (tng chuyén Slide)
. Animation (tao hiéu tmg cho cac d6i twong trén Slide)

Hyperlink (tao cac lién két trén Slide)

Thiét 1ap vong l3p khi trinh chiéu

Tao Footer, Slide number, Cap nhat ngay tu dong
a0 Slide Master




CHUAN BI MOI TRUONG LAM VIEC

1. Chay bo g& Tiéng Viét

- Thiét 1ap Ban mé

- Thiét lap kiéu gb

- Chon t6 hop phim chuyén
2. Khéi dong MS Word

- Chon Font chtr

- Chon Size
3. Chinh don vi do dé canh & trang vin ban (Centimets)
4. Canh 1é cho trang van ban (Top, Botton, Left, Right)
Page layout -> Page Setup
5. Soan thao van ban
5.1. St dung dau cau
5.2. Canh Ié vin ban: (left, Center, Right, Justify)
-> Home -> chon dinh dang (Chon canh déu: Justify)

6. Binh dang gian cach dong, gian cach doan van ban



- Phan biét dong, doan trén van ban
- Page Layout-> Paragraph -> Before/After (gian cach doan)
- Page Layout-> Paragraph -> Line Spacing (gian cach dong)



CAC KY THUAT PINH DANG VAN BAN

7. St dung cong cu sao chép dinh dang (Formart Painter)
8. Pinh dang van ban

8.1. Binh dang Tab

M¢ thanh thudc ké: View -> Chon Ruler

- Left tab: Cb dinh bén trai

- Center tab: LAy vi tab lam trung tam

- Right tab: C6 dinh bén phai

- Decimal tab: Dung cho nhap sé6 liéu c6 s6 thap phan, cé dinh dau thap phan tai vi tri tab

8.2. Pinh dang Pé muc dau dong

- Ki hiéu dau dong: Bullet

- Ki s6 dau dong: Numbering

8.3. Binh dang Drop Cap: Tao ki hiéu lon & ki tu dau doan vin ban

- Chon ki ty dau doan vin ban-> Insert -> Drop Cap



8.4. Chia cot van ban
- Chon doan vin ban can chia cot -> Page Layout -> Column -> More Column
8.5. Chen tranh anh vao van ban
Insert -> Picture -> chon File tranh anh
8.6. Chen chir nghé thuat vao van ban
- bt chuot tai noi mudn Chén chit NT -> Insert -> WordArt -> chon mau chit -> nhap théng tin
- Chon Text box chira théng tin — Text Effect -> Transform -> chon mau hiéu ung
8.7. Chen ki hiéu dac biét vao van ban
- bt chuot tai vi tri can Insert ki hiéu BB -> Insert -> Symbol
8.8. Chen cbng thire vao vian ban
Insert -> Equation -> Insert New Equation
8.9. Chen Header, Footer, Page Number

- Cheén sé trang lién tuc

- Cheén s trang ngat doan

+ Chia van ban thanh cac Section

e Dit chudt tai dau dong Section maéi
e Page Layout -> Break -> Next Page



+ Huy két ni gitra cac Section

+ Pinh dang lai s6 trang tai cac Section

9. V& hinh, so d6 bang cong cu Shap

10. Chen bang: Table

Insert -> Table -> Insert Table -> Number of Columns, Number of Rows
11. Tim kiém, thay thé ni dung trén viin ban
12. Viét tat

13. Ngit trang

Page Layout -> Break -> Page
Ctrl + Enter

14. Di chuyén trén vin ban

- C4c phim miii tén

- Phim End, Home

- Pg up, Pg dn



- C4c t6 hop phim:

+ Shift + End -> chon dén cudi dong

+ Shift + Home -> chon dén dau dong

+ Ctrl + End -> Vé cudi vian ban

+ Ctrl + Home -> Vé dau van ban

+ Ctrl + Shift + End -> Chon dén cudi vin ban

+ Ctrl + Shift + Home -> Chon dén dau van ban

ON TAP EXCEL

=DAY (dd/mm/yyyy)
=MONTH(dd/mm/yyyy)
=YEAR(dd/mm/yyyy)
=WEEKDAY (dd/mm/yyyy)
=DATE(yyyy,mm,dd)
=NOW()

=AND(PK1, PK2, ..., DPKn)
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=OR(PKI1, PK2, ..., PKn)

=IF(PK, GT1, GT2)

=LEFT(CHUOI, N)

=RIGHT(CHUOI, N)

=LEN(CHUOI)

=MID(CHUOL, S, N)

=VALUE(CHUOI SO)

=SUMIF(MIEN CHUA PK, PK, MIEN TiNH TONG)
=COUNTIF(MIEN PEM, PK)

=RANK(GT XEP HANG, MIEN XEP HANG, CACH XEP HANG)
=MATCH(TRIL DO TIM, BANG DO TIM, CACH DO TIM)

=VLOOKUP(TRI DO TiM, BANG DO TiM, COT THAM CHIEU, CACH DO TiM)

=HLOOKUP(TRI DO TiM, BANG DO TiM, DONG THAM CHIEU, CACH DO TIM)

=INDEX(BANG DO TIM, DONG THAM CHIEU, COT THAM CHIEU)




