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e Muc tiéu bai hoc

IG VIET NAM

» Tao tai liéu va bén trinh chiéu co ban
» Hiéu vé cac tham chiéu trong tai liéu
» Biét luu va sao luu cong viée

e Hiéu khai niém co ban vé in an



G s dung Microsoft Word

IG VIET NAM
« C4c tinh ning pho bién
 Tim hiéu vé ché d6 xem Hau trudng

(Backstage View)

« Chon Vi tao mdt tai litu méi trong B
(Blank Document) hoic mau (template) I8
duoc liét ké trong thu vién.

« Truy cap céac thanh phan khac bang cach
nhap vao lién két Open Other &
Documents, Info, New, Open, Save, Save
As, History, Print, Share, Export, Close
va Account.




e ; dung Microsoft Word

IIG VIET NAM

« Man hinh soan thao

Quick Access

Toolbar Title Min/Restore/Max/Close

Ribbon Tabs Ribbon Display

File Tab v
® U amcet amct AaBb AaBbr AsBLC AsB T L
T Mouse
Cursor
Insertion
Point
Zoom Slider

Status Bar
l View Buttons



G s dung Microsoft Word

IG VIET NAM
i Truy Cap CéC 1énh Va tllnh Iléng Paragraph fal 5t
) Meo man h\lnh (ScreenTlpS) i::z: t:ztrln::[n:tr::;:iwiththeIEft
 Pat con tré6 chudt |1én mot 1énh/thanh margin.
phan, ScreenTip xuat hién MO t ngén gon Lefslgnment s commonly s
vé lénh/thanh phén va phl'm tat néu co. document easier to read.

* Stir dung Thanh cong cu Truy cap nhanh
QAT (Quick Access Toolbar)
 Theo mac dinh, QAT chi hién cac nut
Save, Undo va Redo (va nit Ché do Cam
rng néu €6 man hinh cam tng).
e CO thé tly chinh QAT dé bd sung cac lénh
thuong Xuyén sur dung.

AutoSave (@ 0ff) RN OR .




NG s dung Microsoft Word

IIG VIET NAM

 Str dung Ribbon
« Ribbon chira cic biéu tuwong (Icon) lénh cua cac Thé
(Tab) lénh.
e C4c biéu tuong 1énh duoc gom nhom (Group) trén moi  Temecoen
thé HE EN i
« Biéu tugng l1énh dang dugc kich hoat c6 mau nén khac
S0 voi Cac biéu tuong 1énh Khac.

A === =
_h‘ -— -
B uoms

omatc

+ Bicu twong 1énh c6 mii tén s& cung cap hai lya chon e
 Nhap vao bicu tugng 1&€nh s€ nhan gié tri hién tai. & More Coton.
* Nhap vao mili tén d¢ hién thi trinh don tha xudng véi nhi€u (3 c.uen >
tuy chon cho 1énh do.

nset  Design  Layout  References  Mailings  Review  View  Developer  Help  FoxitRescer POF MyTab &) Tell me what you want to do

PN O Find -
W AT aamncer | aaBbcel AaBbk AaBbt AaBbC | Er
dy « 12 1 Mormal | T Mo Spac. Heading1 Heading2 Heading3 = =

Fant ] Paragraph ] Styles



’G St dung Microsoft Word

« Néu mo6t nhém bao gom tinh niang c6 thanh cudn/nlt cudn, nhap vao
nat (More) dudi cing dé hién thi danh sach day du céc lua chon cho
tinh nang d6. Nhom tinh nang nay goi la thu vién (Gallery).

 Khi dat con troé chudt tai mét tuy chon nao do6 trong thu vién, img dung
s& cho xem trudc truc tiép vé muc dang chon.

AaBbCcDc¢ AaBbCcDc A

) 1

AaB AaBbCcC AaBbCcDt AaBbCcDc
AaBbCcDc AaBbCcD

AaBbCcDt« AaBbCcDc



G s dung Microsoft Word

IIG VIET NAM

Clipboard

« Mot s6 nhom trén Ribbon c6 | ==

nat trinh khoi chay Hop thoai e —— |
(Dialog box launcher) ¢ goc '« o= s s .
phai dudi ciaa nhom. v |

» Nhép vao nlt khoi chay hép o0 v

thoai dé mé, h@p thoai téC Vl:l |-|D;:ntandsuasrM“:""Dafwlﬂ;h'-'3"'-"'“-!”5":'! b
chira tinh nang/cong cu can °
thao tac

Iabs... Set As Default Cancel et

Dialog Box Pane



e ; dung Microsoft Word

IIG VIET NAM
* Nhép va chinh stra van ban
« C6 thé nhap/chén van ban vao bat ky vi tri ndo trong van ban
Con tré s& di chuyén sang phai khi nhap
« Pé di chuyén con tro dén vi tri khac trong tai liéu — nhap
chuot vao vi tri do.
» Pé x6a van ban, st dung phim BACKSPACE dé x06a cac ky tu
& bén trai con tro, nhan Delete dé x6a cac Ky tu bén phai con tro.
e Chi nhan Enter khi mudn két thic mét doan hodc dé thém mot
dong trong



e ; dung Microsoft Word

IG VIET NAM

* Chon van ban

» Pé chon mdt tir: Nhap dtp vao vao tir do.

» Pé chon mot cAu: Giit CTRL va nhap Va0 bat ctr noi ndo trong cau.

* Pé chon mdt doan: Nhap vao ba lan vao bat cir noi ndo trong
doan/nhap dup chudt vao ving lua chon bén trai doan can chon.

 Dé chon toan bo tai liéu: Trén thé Home, nhdm Editing —
Chon Select — Chon Select All hoic nhan CTRL+A hoic
nhap ba lan chudt vao ving lwa chon bén trai van ban.



e ; dung Microsoft Word

IIG VIET NAM
* Chon van ban lién tuc
« Pinh vi con trd, nhan va giit phim Shift — Nhan cac phim miii tén
dé di chuyén con tré hodc nhap chudt vao diém cudi pham vi cta
van ban can chon — Nha phim Shift.
* Chon van ban khong lién tuc
e Chon doan vin ban dau tién — Nhan va giit Ctrl khi chon doan
van ban tiép theo.



e ; dung Microsoft Word

IIG VIET NAM
e Luu tai liéu
» Nhap vao thé File — Chon Save/Save As — Diéu huéng dén
noi can luu — Pat tén tap tin — Chon Save .
- Nhép vao nat [Z] Save trén QAT; hoiic nhan Ctrl+S.
« Pé luu tai liéu hién c6 véi mot ten khdc — chon Save As trong thé File



G s dung Microsoft Word

IIG VIET NAM

« Up One Level: Lén mot cap

* Current Folder: Thu muc hién hanh

* File name: Tén tap tin

 Save as Type: Luu thanh loai tap tin

« Drives or locations save: O dia hodc
v1 tri luu trr

* Folders or documents in current
folder: Thu muc hoac tap tin trong
thu muc hién hanh

 Data created or modified: Ngay tao
hoac chinh stra

Save As

I~
.4_3'5

30

t

Folders or documents
in current folder

<4—— File name
4—= Save as type

Date created
or modified



NG s; dung Microsoft Word

IG VIET NAM

e Cac loai tap tin

Loai tap tin dugc lién két voi cac phién ban Microsoft Word trudc nam

doc 2007. Nhiéu chuong trinh xir Iy vin ban c6 thé mé tip tin ¢6 phan mé rong .doc.
txt | Loaitap tin thuan vin ban c6 thé dugc doc trén bat ky HPH nao.

rtf Loai tap tin vin ban van giit cac dinh dang trong tai liéu (Font, Paragraph,
; Picture,...).

df Loai tap tin dugc phat trién boi Adobe Systems cho phép xem tai liéu trén
PAT | v4t ky HPH nao,

Loai tap tin mac dinh dugc s dung trong Microsoft Publisher bao gém

.pub thong tin bo cuc, dinh dang, d6 hoa, siéu lién két, bi€u do va cac loai doi

tuong khac




G s dung Microsoft Word

IIG VIET NAM

* Cac loai tap tin

Word Document (*.docx)

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (".doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

PDF (*.pdf)

XP5 Document (*.xps)

single File Web Page (*.mht;*.mhtml])
Web Page (*.htm;*.html)

Web Page, Filtered (*.htm;*.html)

Rich Text Format (®.rtf)

Plain Text (*.txt)

Word XML Document (*xml)

Word 2003 XML Document (*xmil)

Strict Open XML Document (*.docx)
OpenDocument Text (*.odt)




G s dung Microsoft Word

IIG VIET NAM

« Bit dau mét tai liéu mai

 Trong Backstage view — Chon New

— Chon Blank document hoac,

* Nhan Ctrl+N.

« Pé chon tir tai liéu — Nhap chon
mau duoc hién thi — Chon Create.




e ; dung Microsoft Word

IG VIET NAM

» Ap dung dinh dang
» Pinh dang 14 qu4 trinh thay d6i hién thi hodc vi tri vin
ban/cac dbi tuong trong tai licu.
« C6 thé 4p dung dinh dang cho vin ban trong khi nhap hoic sau
khi da nhap.
e Khi muébn x6a tat ca dinh dang kho1 van ban da chon, trén the
Home, nhém Font — nhap chon Clear Formatting.



e ; dung Microsoft Word

IG VIET NAM

* Dinh dang ky tu (Characters)

« Font: Thay doi kiéu chit ctia cac ky tur trén man hinh va trong ban in.

» Font Size: Thay doi kich ¢& cua cac ky tu.

 Character Formatting: La cac bién thé cach diéu dic biét duoc ap
dung cho cac ky tu tho gom Bold, Italic, Underlines.

« Effects: Ap dung cac hiéu tmg dic biét cho vin ban gom
Strikethrough, Superscript, Subscript, Shadow, SMALL CAPS,...

e C6 thé dinh dang vin ban bang cac phim tat nhu Ctrl+B in dam,
Ctrl+I 1in nghiéng hoac Ctrl+U cho gach chan.

Calibri (Body -1 11 o A" A Aa~ A
B I U+~ 3 X X A ~ 2. B

B -
—

Font



NG s; dung Microsoft Word

IG VIET NAM

* Dinh dang doan van ban (Paragraph)
 Can chinh van ban
 La dinh dang canh trai/phai ciia mot doan van theo chiéu

ngang trén trang. Chon mét trong bon tiy chon trong
nhom Paragraph trén thé Home:

» Alight Left: Can chinh vin ban déu & bén trai. = ===
« Center: Cin chinh van ban giita 18 trai va 1& phai ¢ giita trang. T
« Alight Right: Can chinh vin ban déu bén phai va sang 1é phai Center Justify
3 Jl}stify: Can chinh van ban 520 cho canh tréi~ va phai ngang

bang voi 1€ ngoai tror dong cuoi cung cua moi doan.

Align Left  Align Right



e ; dung Microsoft Word

IIG VIET NAM
» Thay d6i khoang cach dong (Line Spacing)
* La khoang cach gitra cac dong van ban dugc nhap, dugc
do tur duong co s¢ cua mot dong dén dudng co so cua
dong tiep theo.

Editina | (rq

3
11
<

« Word tu dong diéu chinh khoang cach giira cac dong
theo kich thudce cua cac ky tu duge s dung.
 Ngudi dung c6 thé thiét 1ap khoang cach dong bang mot e
s cu thé.

AT 111

Remove Space After Paragraph

. Pé dit/thay d6i khoang cach dong, trén thé Home, nhom
Paragraph, nhap chon - Line and Paragraph Spacing.



e ; dung Microsoft Word

IG VIET NAM
» Thiét 1ap khoang cach doan vin ban (Paragraph Spacing)
* Paragrap spacing 1a khoang cach gitra cac doan van ban.

« Pé thiét 1ap/thay doi khoang cach doan, nhap vao thé Layout,
nhom Paragraph, dat khoang cach theo yéu cau.

Spacing
Before: 0 pt

L LA RIE] L]

After: & pt




IG St dung Microsoft Word

* Str dung Style.
* Str dung dinh dang nhanh (Quick Styles)
» Style !é su két hop cua Font, Color, Size va co thé duoc ap dung
cho bat ky van ban nao trong tai li¢u.
« Style 1a su két hop gitta dinh dang k¥ tu va doan vian ban.
« Mbi Style duoc luu vi mot tén duy nhat.

AaBbCcDc¢| AaBbCcDc AgBbC( AaBbCcl /—\a B AaBbCcC AaBbCcDt AaBbCcD:
T Normal | TNo Spac... Heading1 Heading?2 Title Subtitle  Subtle Em... Emphasis

AaBbCcDc¢ AaBbCcD: AABBCCDC AABBCCDC AaBbCcDt AaBbCcDc
Intense E... Strong Quote Intense Q... Subtle Ref... IntenseR... BookTitle T List Para..

74 Create a Style
2# Clear Formatting

24, Apply Styles...



e ; dung Microsoft Word

IIG VIET NAM
« C4c chure ning trong ctra s6 Quick Styles bao gom:
 Create a Style: Tao mot Style moi.
* Clear Formatt‘ing: Xoa cac dinh dang van ban da dugc ap dung
Style va tra vé Normal Style.
« Apply Style (Ctrl+Shift+S): Hién thi mot cira s6 cho phép chon
Style tir danh sach hoac nhap tén Style s€ ap dung.



NG s; dung Microsoft Word

IIG VIET NAM
) Styles X
* Str dung cura so Style (Style Pane) e gon
« Style Pane cho biét Style nao ap dung cho Ky tu, cho doan ez e
VB hodc ca hai. GO
« Khi tré chudt vao mot Style bat ky trong Style Pane, Word s& 1577 &
cho biét cac thong tin cu thé vé Style do. 1
« Style Pane cho biét cu thé vé pham vi ap dung ctia Style va 13; y
hién dang co baq nhi€u truong hop (Instance) dang duoc ap To E
dung Style cy the. ) roce "
 Styles: Hién thi dar}h sach Séc Style ¢6 san cho moi tai li¢u maoi. roce !
* Show Preview: Hién thi moi tén Style dugc dinh dang theo cac s 1
thudQc tinh cua Style. [r—
« Disable Linked Styles: Cac kiéu duoc lién két chi co thé hoat TR Al e

dong giong nhu ki€u doan van ban.



NG s; dung Microsoft Word

IIG VIET NAM
Styles X

Table Paragraph T
Heading 1,Main Title 18
patrgs 2
A, New Style: Cho phép tao mot Style moi e
4| Style Inspector: Hién thi hop thoai dé xem lai cac thudc tinh Style [
. TOC A1

gilp tuy chinh hoac quan ly Style. roc 2

TOC 3

A | Manage Styles: Thiét 1ap cac tuy chon mac dinh cho Style hiénthi =
trong Style Pane bang cach str dung cac thudc tinh mac dinh cho o

TOC 6

Style cu thé. Ciing c6 thé chinh stra céac Style trong hdp thoai nay. ToCT

TOC 8
. Options: Ki€m soat hanh vi va sy xuat hién ctia Style Pane e

2 2 8 0 -4 808000z 2 2EE

Footer
Show Preview
Disable Linked Styles

;ﬂ‘~+ ﬁuo\ ;’5\\/ Options...



’G St dung Microsoft Word

» Ap dung céc chu dé (Themes)

A
e La tap hop cac yéu to thiét két hop nhur =
mau sac, font chit va d6 hoa ] o N 2]
« Cung cap giao dién nhat quan cho tat ca céac el f =] o]
trang trong tai liéu. fof| [ (e [oo]
» Ngudi ding c6 thé hidu chinh mau (Theme ‘2B 2l ) 2]
Colors) va font chir (Theme Fonts) tuy theo facj |Aeal) [Anc) 2]

nhu cau cu thé.



’G Str dung Microsoft Word
* Str dung Document Style Sets
« La mot tap hop hodc nhom céc kiéu (Style) cé thé dugc ap dung
de tao cho tai li€u mot di€n mao chuyén nghi¢p va nhat quan.

This Docum
Custom
Title
Built-1
TIE e Title e ™ e © T
e B, ey, S L me Siarrme Eeseee SRS e
TITLE ! Tiig b
Tltle HEADMG1 e p— Hoadog | :“"‘
e 1 Sompemne GRS, e SEnohme smee e
Beset to the Default Style Set

Save as a New Style Set...



ne St dung Microsoft Word

IIG VIET NAM
* Dinh dang tai liéu
» Thay doi Kho giay (Paper Size)

» Kho giay mac dinh duoc xac dinh boi thiet 1ap
ngon ngit va khu vuc hé thong ctia ngudi dung

* Néu may tinh Cé‘liv dét,ngén ngit tiéng Anh va khu -
vuc la My thi kho giay mac dinh 1a Letter. 0 & O #

« Tai Viét Nam, kho gidy thong dung 1a A4. BT

e Nguoi dung co thé thay doi kho gidy phu hop bang
cach st dung the Layout, nhom Page Setup —
Chon Size — chon kich thudce phu hop tir danh sach.



ne St dung Microsoft Word

IG VIET NAM

» Thay d6i hudng trang (Orientation)
e Hudng trang dé cap dén cach tai liéu sé in trén trang.
« Portrait hién thi van ban theo hudng doc ctia to gidy,
« Landscape hién thi theo huéng ngang ctia to giay.
« Pé thay doi hufo"ng trang cho tai li¢u, trén theé Layout, nhom Page
Setup — nhap chon Orientation — chon huéng trang.

D E

Orientation| Size Coll

D Portrait
D Landscape




ne St dung Microsoft Word

IG VIET NAM

» Thay d6i 1€ trang (Margins)
e Lé trang xac dinh khong gian giira canh gidy in va khu vuc van ban.
* Trén thu’c,’rc dp ngang/doc, duong phan chia gitra mau sang (1¢ trong)
va mau to1 (1€ ngoai).
» B¢ thay doi ¢ trang, trén the Layout, nhém Page Setup — nhap
chon Margins — Chon ki€u 1¢ trang.

Danh déu & trai Déanh déu 1& phai

,.._é......l......2.....3......4.....5.......5...l...;r...

Top Margin Left Margin| :
- ——Dénh d4u 1é trén



[

IG VIET NAM

« Sir dung dau dau dong va danh s6 (Bullets and

St dung Microsoft Word

Numbering)
e Sur dung dau dau dong (Bullets)

Chon cac doan vin ban can danh dau dau dong —
Tr?n thé Home, nhom Paragraph — nhap chon
biéu twgng = hoac;

Nhap c}}()n - dé mo danh sach dau dau dong —
chon kiéu dau dau dong hoac;

Nhap chon biéu tugng = trong Mini Toolbar hoic;
Nhap c}}()n - dé mo danh sach dau dau dong —
chon ki€u dau dau dong.



e St dung Microsoft Word

IG VIET NAM

° S‘l:’l’ dl.lng dénh 86 déu d(\)ng (Numbering) . Recently Used Number Formats

a. 1.

« Chon cac doan van ban can danh s6 dau dong — : y

. Tr?n thé Home, nhoém Paragraph — nhap chon ——
biéu tugng := hodc; Noe | |2 2

« Nhéap chon = dé md danh sach kiéu s6 dau dong — | >
chon kiéu sb dau dong hoac; " c— |

. Nhép chon biéu tuong :i= trong Mini Toolbar hoac; | : -
e Nhap chon = dé mé danh sach kiéu so dau dong -
— chon kiéu danh s6 dau dong. . i_



TG powerpoint 13 gi?

IG VIET NAM

« La mot (g dung trinh chiéu ding dé tao, chinh sira va thao
tac voi cac trang trinh chiéu (slide) trén man hinh trinh chiéu.

» Cac bai trinh chiéu c6 thé dugc phan phoi cho ngudi xem
truc tuyén, hodc co thé ty xem trén thi€t bi cua nguoi dung.



TG powerpoint 13 gi?

IG VIET NAM

Mot bai thuyét trinh bao gom nhiing gi?

Trang tiéu dé (Title Slide)

Slide m& dau gidi thiéu chi dé cua bai
thuy¢t trinh

Title Shide

Trang chuong trinh
(Agenda Slide)

Liét ké tiéu dé cua tat ca cac trang trinh bay
trong ban trinh bay

Agenda Slide

Trang tiéu dé va noi dung
(Title and Content Slide

Trang chiéu tiéu dé va ndi dung thuong 13
trang chi€u danh sach c6 dau dau dong

Slide 1

Trang hé tro ndi dung
(Support Content Slides)

Thém nhiéu loai ndi dung khac nhau vao
ban trinh bay

Slide 2

Trang tom tt
(Summary Slide)

Trang chiéu cudi cung trong ban trinh bay
va danh gia ban trinh bay

Summary
Slide




e PowerPoint la gi?

IIG VIET NAM

* Man hmh soan thao (Edlt Screen)

Slide F

Split E

Placehc |

e

Slide
Thumbnails

Slide Thur = el

rser Placeholder 2o

v

Click to add title

* Click to add text

<4— Split Bar

7
&

Slide

Pane

.cua cua
1ew).
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e PowerPoint la gi?

IIG VIET NAM
* Tao ban trinh chiéu

* Tao bén erPoin o ornin o e o :é trang
chi€u tICHS. - - ).

« Nhép ¢ ’ I - B on

e T manBis - ate.
° Tt[, mén You P #i't aperned 4y preentations secantly. Chek Dpen 1o bicwis for & préstnlation. L BSS,
Techong Create.

» Nhap cHEss bén dudi hop

» Tao ban UINN bay tu ban trinh bay da co (Reuse Slides)



TG powerpoint 13 gi?

IG VIET NAM

e Trude khi tao bai trinh chiéu

« Lén ké hoach cho bai thuyét trinh dudi dang ban nhap.

e Giit cho van ban nhat quan vé dinh dang va bd cuc

e Giit s6 luong mau duoc str dung 6 mirc tbi thiéu.

* Sur dung QQ tuong phan dé nhan manh thong di¢p, chéng han nhu
van ban t01 trén nén sang.

« Gift s6 lyqng gach dau dc‘)pg trén m(f)i trang chiéu & murc toi thiéu;
tiéu chuan to1 da l1a sau di€ém cho moi trang trinh chiéu.

* Phu hop véi cac hiéu ig dac biét.



TG powerpoint 13 gi?

IIG VIET NAM
* Chi thém hinh anh hodc bang khi ¢6 1ién quan hoac dé nhan manh.
« Pam béo rang bai thuyét trinh xac dinh rd rang vdi khan gia.
* Hinh thirc va cach trinh bay c6 thé xac ,dinh murc do thanh cong
trong vi¢c ti€p can va tao anh huéng dén khan gia.
* Hay nhé quy tac: “Néu ban m,ét nhi‘éu thoi gian dé tao trang trinh
chiéu, thi khan gia cling s€ mat nhiéu tho1 gian doc va hi€u no.”



TG powerpoint 13 gi?

« Thay doi tiy chon kich thudc trang trinh chiéu
* Kich thudce slide mac dinh 1a 16:9 (Landscape)
* Notes, handouts, outlines in theo hudng dimg Portrait.

Slide Size

* Hiéu chinh kich thudc slide theo nhu cau cy thé: === ="
* Chon thé Design — nhoém Customize — chon Slide == = oo
Size — chon Standard (4:3)/Widescreen (16:9). '

e Thay doi kich thudc slide tuy chinh:
* Chon thé Design — nhém Customize — chon Slide

Size — chon Custom Slide Size — chon/nhap kich
thude Slide trong hop thoai Slide Size — OK



TG powerpoint 13 gi?

IIG VIET NAM
* Nhap van ban trén mot slide
* St dung Vl‘mgvSIide pane dé ghinh stra Cac srlide. Su dung cac
Placeholder dé dinh hudng bo cuc trinh chi€u trong slide.
 Slide Thumbnails pane 1a ché d6 xem mic dinh, hién thi céf:h thong
tin xuat hién trong cac khu vuc khac nhau cua bai trinh chicu.

* Sur dung thanh chia (Vertical Split Bar) gitra Slide Thumbnails va
Slide Pane dé thay doi1 d6 rong cho tirng vung.

de Thumbnails Pane | | Slide P

Alaska Hiking Tours

“— Vertical Split Bar



TG powerpoint 13 gi?

IG VIET NAM

e Luu bai trinh chiéu

e P& luu bai trinh chiéu
méi/luu cac thay doi doi
v&i bai trinh chiéu hién cd,
bam Vvao tab File —Save.

« Ciing c6 thé, nhap vao nut
(Save) trén thanh cong cu
QAT hodc nhan Ctrl + S.

Save As

Lén mét cAp thw muc  Thu muc hién tai

(& OneDrive - Personal

llee@tolano.onmicroso ft.com ‘ Enter file name here

Tén tap tin

I PowerPoint Presentation (*.pptx)

Add a Place
g Custom Office Templates

Duyét tap tin va thw muc Thuw muc/tap tin trong thw muc hién tai

_._+_Dang tap tin

Date modified

3/1/2016 1228 PM

Ngay tao/stra



TG powerpoint 13 gi?

IIG VIET NAM

» Hién thi thong tin trong bai trinh chiéu

Normal | =} | Hién thj cac hinh thu nho Slide, Slide va cac ghi chi

Slide a0 | Hién thi nhiéu slide thu nho trén mot man hinh theo céch
Sorter 80" | An tu.
Reading ___. | Xem & ché d6 toan man hinh dé hién thi noi dung cta
View Eg] tirng trang chiéu twong tu nhu khi khan gia cua ban s&
nhin thay ching

Slide E;l‘ Chay trinh chiéu cho bai trinh chiéu tu dong hoac dé ban
Show trinh chiéu véi khan gia.

Zoom

Zoom to

® Fit Percent:

O 400%
O 200%
O 100%
O s6%
O s50%
O 33%

[72% o

Cancel

Zoom | -1 +| Thay doi d6 phdng dai cho bai trinh chiéu ¢ ché d6 soan thao

Fitslide | .« | Téidahoa kich thudc ctia trang chiéu trén man hinh




TG powerpoint 13 gi?

IIG VIET NAM
* Quan ly cac slide
* Chen cac slide mot
« MJi bai trinh chiéu méi bat dau bang mot slide véi layout Title

Slide, PowerPoint s€ tu dong chén Layout Title and Content lam
slide thur hat.

e Ngudi ding c6 thé thay doi bo cuc cua slide theo nhu cau.

« Ngudi ding c6 thé chén mot slide méi vao bai trinh chiéu bat ctr
lUc nao.

» Slide méi s& dugc chén truc tiép trude slide hién hanh.



’G PowerPoint la gi?
e Chen mot slide moi

* Trén tab Home, nhém Slides — chon
New Slide dé chén mot ban chiéu cé
cung layout dugc st dung trudce do, hoac

e Trén tab Home, nhom Slides, bam vao
v ctia New Slide — bam vao Layout can
thiét, hodc

 Nhan Ctrl + M dé chén mot slide méi st
dung layout cua slide dugc sur dung
trudce do.

Design

u lﬁ ljl-.,m -

el Reset
Reuse
Shde = Slides [O] Section ~

Office Theme

=) Duplcate Selected Slides

Slides frem Outfine.




TG powerpoint 13 gi?

IIG VIET NAM
» Thay d6i bo cuc (Layout) ctia Slide
* Nguoi dung co thé thay doi bo cuc cua trang
cua bat ky slide nao vao bat ctr luc nao.
« Pé thay d6i bo cuc chp trang chiéu, trén tab
Home, nhom Slide, l?ém miti tén v Layout
— Chon Layout muon ap dung.
» Xo0a cac slide

* Trong khung Slide Thumbnails hoac Outline
View, chon slide va nhan Delete.

[ Layout ~

Office Theme

" Titleand Content  Section Header

...........




TG powerpoint 12 gi?

IIG VIET NAM
» Sap xép lai cac slide
. Ngu’é’j dung c6 thé ,thay doi thi tu cta cac slide dé dat duoc su
sap x€p thong tin tot hon.
« Trong ché do xem Slide Sorter, bAm va kéo silde dén vi tri méi.




TG powerpoint 13 gi?

IIG VIET NAM
* Sur dung ché do chon va ché d6 chinh sura
« Khi bam vao doi tugng, cac vong tron (handles) xuat hién
xung quanh d6i twong cho phép thé chinh stra.
e Thay d6i kich thudc dbi twong:
. Nhaflp vao mot ‘handle & cac canh ngang/doc, kéo dé diéu chinh
chiéu rong/chiéu cao, hoac
* Nhap vao mot goc dé dieu khién kich thudc hai canh lien ke cia
do1 tuong.
» Khi duong vién xung quanh hop van ban 1a mot dudng nét
dut, nghia 12 & ché do chinh stra (edit) van ban (Edit).



TG powerpoint 13 gi?

IIG VIET NAM
« Khi dudng vién xung quanh mdot placeholder 1a mot duong
lién nét, nghia 14 dang & ché d6 chon.
« Pé nhanh chong kich hoat ché do Chon, nhap chuét 1én mot
trong cac dudng vién cua placeholder.

» Pé chon nhiéu placeholder, nhap vao placeholder dau tién va
nhan Shift/Ctrl va chon cac placeholder ké tiép.

TV
O

O

Travel has no age!




’G PowerPoint la gi?
* Pinh dang van ban
» Chon ky tu can dinh dang, trén thé Home, nhém Font — nhap
chon nut dinh dang thich hop
» Font: Thay doi kiéu chit trén man hinh va trong ban in.
» Font Size: Thay doi kich ¢& cua cac ky tu.

« Character Formatting: Bién thé cach diéu dic biét duoc ap dung
cho cac ky tu tho

 Effects: Ap dung cac hi¢u irng dac bi€t cho van ban

Calibri (Body - 11 ~ A A 2

B JT U~ax x¥ A« & A.



TG powerpoint 13 gi?

IIG VIET NAM
e Can chinh van ban
* Mdi b6 cuc slide tich hop sé can chinh vin ban theo mic dinh
duoc dat cho layout do.
« Pé thay d6i can chinh, trén tab Home, nhom Paragraph, nhap
chon tuy chon can chinh phu hop.

Align Left  Align Right
|

Center  Justify



TG powerpoint 13 gi?

IIG VIET NAM
* Cheén anh
* Chen anh da luu:
* Trén tab Insert, nhdm Images, bam Pictures, hoic
« Khi tao/thay ddi b6 cuc trang chiéu, chon Icon Pictures
trong Placeholder (néu c6) dé chén anh tir vi tri da chon.
« Pé chén anh tir Internet:
« Khi tao/thay doi bd cuc trang chiéu, chon icon Online
Pictures trong Placeholder, hoac
« Trén tab Insert, trong nhom Images, bam vao Online Pictures.
e Co thé nhap tiéu chi tim kiém vao truong Bing Image
Search va nhan ENTER



G

IIG VIET NAM

e Theo mic dinh, b anh hién thi dugc bao ham véi gidy phép

PowerPoint la gi?

Creative Commons.

b bing  teamwork

TEAMWORK

These results are tagged with Creative Commons licenses: review the licen:

You are responsible for respecting others’ rights, including copyright. Learn
more here.

tecynwork

mﬁ W

e you comply. Show all re:

TEAMWOF{K




TG powerpoint 13 gi?

IIG VIET NAM
* Thao tac vai hinh anh

e Chon hinh anh, hién thi handle truéc khi thao tac.

» Pé tang hodc giam kich thudc cta hinh 4nh, nhap va kéo mot
trong cac handle.

« Pé di chuyén,hinh anh, dinh vi con tro6 chudt & bat ct dau trong
anh va khi thay *ft, nhap va kéo hinh anh.

« Pé xoay hinh anh, nhap ) va kéo handle theo goc yéu cau.

« Khong thé boc vin ban xung quanh mot hinh anh.

« Pé giam cac phan cta hinh anh, ¢6 thé cat hinh anh theo chiéu
ngang/doc/theo mdt hinh dang (Shape).



’G Tham chiéu thong tin

« Pé tranh moi kha ning vi pham ban quyén (Piracy) hoic
dao van (Plagiarism):

» Bat ctr khi ndo str dung théng tin/san pham do nguoi khac
tao, chiing ta phai thira nhan chu so hitu ban quyén.

« Luat ban quyén dugc dua ra dé bao vé cac tdc pham gdc dugc
tao bdi mét ca nhan/mot td chirc.

» Pao van la hanh dong lay mot tdc pham goc, thay doi bo cuc,
ndi dung, nhan vat... dé tré thanh mot tdc pham khac va xem
tdc pham duoc chinh sira ndy nhu 14 mot tic pham goc cua
minh.



EG Tham chiéu thong tin

e Luat ban quyén &p dung cho moi thtr dugc tim thay trén
Internet theo cach tuong tu nhu ching ap dung véi bat ky tai
liéu duoc xuat ban nao.

» Word cung cap nhiéu cong cu dé tham chiéu tai liéu cho phu
hop véi cac loai tai liéu bao gom: chi thich (Captions), chu
thich chan trang (Footnotes), chi thich cudi tai liéu
(Endnotes), trich dan (Citations),...

e Trich dan (Citation) 1a nguon tai liéu tham khao dugc stir dung
hodc trich dan trong tai liéu va thuong dugc bao gdom trong
danh sé&ch c4c tai liéu tham khao khi tai liéu hoan tat.



G Tham chiéu théng tin

IIG VIET NAM
e Muc dich chinh cua viéc sir dung trich dan 1a ¢é dam bao su
tin tuéng vao cac nodi dung thdng tin dugc cung cap tir Cac
nguon tham khao va cung cap cho nguoi doc ¢O co s Xac
dinh xem tai liéu dugc tham khao ¢ hd trg cac van dé duoc
néu ra trong tai liéu hay khoéng.

Reference examples — APA format

References

Allen, T. (1974). Vanishing wildlife of North America. Washington, D.C.: National
Geographic Sociely.

“'.I":.‘I.’}'. { 1950, I':I'I-C}L‘J\\['Clliil britannica, {Volume 1, pp. 100-101). Chicago:
Encyclopedia Britannica

Best battenies. (December 1994). Consumer Reports Magaane, 32, 71-72.

Booth, Steven A, (January 1999), High-Drain Alkaline AA-Baneries. Popular
Electronics, 62, 58,




e Sao luu cong viec

IG VIET NAM

» Ban sao luu 1a ban sao trung lap cua chuwong trinh, nhim
muc dich luu trit/bao vé cac tap tin khoi bi mat néu ban
nguon bi hong/bi pha hiy.

* Sa0 luu nén duoc luu trén phuong tién luu triv Khac voi
ngudn ctia ban sao luu.

* Gitt mét ban sao luu hién tai cia tat ca Cac tap tin quan
trong la diéu can thiét d¢é dam bao dir liéu co thé duoc
phuc hoi trong truong hop xay ra 16i/mat.



,,G’v,mqﬂ Sao luu cong viec
» Windows bao gom cac tinh ning tich hop gitp dé dang va
thuan tién dé sao Iuu ca dir liéu hé thong va cac tap tin ca
nhan cua nguoi dung.

Backup Strategy

\
k -



,!;,mqﬂ Sao luu cong viec
* Sa0 luu cac tap tin ca nhan
* Sao chép tap tin vao bd nhd dam may.
* Str dung Lich str tap tin trong Windows 10.
 Str dung Windows Backup and Restore.



,!;,mqﬂ Khai niém vé 1n an
e Chuan b in

 May in laser cho phép 1é t6i thiéu la 0,25 "(0,6 cm),
may in phun c6 thé co 1é toi thiéu 1a 0,55" (1,4 cm).
e Trén thé File, bam Print, hoic
* Nhan CTRL + P.

» Tat ca cac tiy chon in déu c6 san trong ché dé xem nay.
* Print - Gui tai liéu dén may in bang c4c ty chon duoc

chi dinh.

e Copy - Chi dinh s6 ban sé& duoc in.
* Printer - Chi dinh may in dang hoat dong va chon may in.

Printer

MPI128F6% (HP Color Laser]...
-

"% Ready

Printer Properties

Settings
I==)

Slides:

Print All Slides
Print entire presentation

Full Page Slides
Print 1 slide per page

Print One Sided
Only print on one side of th..

Wm0



G

IG VIET NAM

Khai niém vé 1n an

 Tuy chon in (Print Option)
« Print All Slides: in tat ca slide.

 Print Selection: in cac slide duoc chon.

* Print Curent Slide: In slide hién tai.

« Custom Range: Chi in mot s slide dugc chi dinh:

# - # . Chi pham vi slide duoc chi dinh,;
#, #, # . Chi cac trang duoc chi dinh;

- #: T trang 1 dén trang duoc chi dinh;
# - :Ttr trang ndy dén trang cudi cung;
-s # - s #: Tir Section dén section khac;

Settings

== Print All Slides
]

Print entire presentation

-

Slides

||_= Print All Slides
I—I Print entire presentation

[

Print Current Slide
Only print the current slide

Custom Range
Enter specific slides to print




,,!V-,Eﬁ, Khai ni€ém vé 1n an

 Print One Sided : Chi dinh in trén mot mat hay ca hai mat va chi
dinh 14t trang theo canh dai hay canh ngan

Print One Sided

s= -

—1  Only print an one side of th...

Print One Sided
Only print on one side of the page

el

Print on Both Sides
Flip pages on long edge

.Ilﬁ

Frint on Both Sides
Flip pages on short edge

[m]




ne Khai niém vé in an

IIG VIET NAM
« Full Page Slides d¢ chi dinh bo cuc sé&

In: slides, handouts, hoac outlines va

chi dinh cac cai dat khac cho ban in

» Notes Pages: In cac slide c6 ghi chu
trong ngan Notes pane.

 In outline cta van ban trén cac slide:
nhap vao Outline.

* In handouts: trong phan Handouts, c6
thé chi dinh s6 luong slide co trong
handouts theo hudng gidy doc hoic
ngang.

I:I Full Page Slides

Print 1 slide per page

Print Layout

] E g
Full Page Slides Motes Pages Outline
Handouts

E ] E

15lide 2 Slides 3 Slides

£ g =
4 Slides Horizontal 6 Slides Horizontal 9 Slides Horiz:

E & E

4 5lides Vertical & Slides Vertical Slides Verti

Frame Slides
Scale to Fit Paper

High Quality



ne Khai niém vé in an

IG VIET NAM

+ Collated: in bai trinh chiéu thanh timg bo. () o
* Uncollated: in tat ca cféc ban sao cua —
slide 1 trudce, sau do la tat ca cac ban sao KESRNEEES
cua slide 2, v.v., T Ve oss
« Color: Chi dinh dé in mau.
» Grayscale hoac Pure Black and White:
chi dinh in tréing den. =
« Sir dung khung Preview & bén phai dé =
xem két qua ban in trude khi in R
1 |of6 » 8% — 1 + [ . coler




!;,qu Khai niém vé 1n an
* Phuong phap in
* In tap tin tr tng dung/tr trinh duyét.
« C4c nha cung cap c6 thé thiét 1ap cac han ché dbi v6i nhitng gi s& thuc
su In tir trang web.
« M6t s6 nha cung cap han ché viéc in noi dung dé bao vé tai san tri tué
cua ho.
* Luu/in tap tin dudi dang pdf va xem véi Adobe Acrobat Reader
« Nhiéu chuong trinh phan mém c6 kha nang luu tap tin duéi dang PDF
(Portable Document Format).
« Piéu ndy cho phép moi ngudi xem nodi dung cua tép vai thiét ké va bod
cuc day du cua no.
 Tap tin nay chi dugc xem khong duoc sira.
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