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Y ? v ?
Chuong 1: Be hoc soan thao van ban
I) Muc tiéu bai hoc
« Sau bai hoc, bé biét sit dung phan mém soan thao van ban dé go chtr, trinh bay va luu van ban don gian.
« Bé hinh thanh ky nang go phim, chinh sifa van ban cd ban va tu tin hoc tap vdéi may tinh.
I1) Noi dung nghién cuu

- Bai 01: Khdi ddng phan mém soan thdo Word nao!

Bai 02: Lam dep cho chir va doan van

Bai 03: Lam dep cho trang gidy ciia em

Bai 04: Trang tri cho danh sach

Bai 05: Chen ki tu dac biéet

Bai 06: Thém hinh anh vao van ban

« Bai 07: Bé vé hinh dang

« Bai 08: Bé su dung bang

Lai Dai Vudng Tranc
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Bai 1. Khéi dong phan mém soan thao Word nao!
1) Tao M6t Trang Gidy Mdi Nao!

3

Docum... dao huy hoang @ or, 3 ? = O X

Word NeW
Buigic 8N@w e

= Open

. Account

Budc 12 Nlh»a\nn @hnll’Ojj*.tl‘gfll'lj an! R
vao bicul tuo; ngj‘w\or, !
trén man hinh

Blank document

s

i Bu @’ fﬁJ C’honn B‘la-nnk« d’oeunmenltr

Lai Dai Vudng
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2) Trong Phan Mém Word Cé Gi Nhi?

(ﬂ AutoSave (@ off) “) ﬂ_)@l LDocumenﬂ - Word £ Search 9) = O X )
(" File Home |Insert Draw Design Layout References Mailings Review View Developer Help Acrobat [D Comments [ ]/ Editing v]
{  |Times New Roman W13 v =i o 2= 3= /O R D é} 0. oo
D . v e, catd .0 '(_Jj folad T DD .
L[ B I U+ g x X A‘) |:|: i | . ¢ N e)
Paste — = 2 =) — = | 8= Styles  Editing Create PDF  Create PDFand  Request Editor = Add-ins
v ¥ Ay 2~ Av Ay AN O 2LQ v v and Share link Share via Outlook Signatures
Clipboard I Font EY Paragraph N Styles I§ Adobe Acrobat Voice Editor Add-ins A y
L i ) . — (o C— o— : S, bt ) | it L’ | 3 I 4 | 5 | 6 [ T S—_ Y q—Y— - g IS SR Y SN Y US— [ S Iy S— e P
( e =
a
©
v
(e  ——© . =
&age 10of1 Owords  Text Predictions: On @ f" Accessibility: Good to go :D: Focus F‘e = —4 T 22099
oA ~ °
1.Thanh tieu de (Title Bar)

4. Vt‘mg soan thao van ban (Document Area)

2.Thanh cong cu nhanh (Quick Access Toolbar) 5. Thanh cuon (ngang/doc)
3. Thanh Ribbon (Ribbon)

6. Thanh trang thai (Status Bar)

Lai Dai Vudng Tranc
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3) Luu Van Ban Cua Em Vao May Tinh

- : AutoSave @
uo¢ 1 Chon Kile) m

Home Insert Design Layout References Mailingg

e

Times NewRoma v 13 ~ A" A" Aa~ ﬁ;}
Paste —

- ¥ Format Painter

I U+ a x, X B~ £ A.

Clipboard B Font ¥
s J
-~ OneDrive - Personal ==
huyhoangchannel@gmail.com [l Save As e
€ « 4 Il » ThisPC » Desktop v O Search Desktop 2
; A L5 _ N E | . =i _
Buioi¢ 23 Chon Save as) |
- Organize « Mew folder e o
_|__ FE This PC 1 Mame B Date modified Type
; ; F [ g L . [
) AddaPlace 3 30 Objects Buoi¢ 43 Chon thu mue; luu
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TS . |":_f] Documents I
* Downloads
Buigi¢ 33 Chon Browse) ) Musi
& =| Pictures y N
- ,_u.- A
File names: Bulﬂ'@ 5% :?. 'i; _ >
Save as type: docx) w
Authors:  dao huy hoang Tags: Add atag
[] Save Thumbnail
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i Fy T W I.I"'l.';. ' . . .
A i Folders Buidic: 613 Nhan sayes (s )| conee
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Bai 2. Lam dep cho chir va doan van

Cac Cong Cu Lam BPep Cho Chir Va Poan Van

C;ﬁ'{ chury
Bhung: chitr:

-

Insert Draw Design Layout References

Paste
- ¥ Format Painter

Clipboard M M Paragraph

Ml nén
Can deu
E ﬁlﬂu liFh *ﬁ'il
Can gitia
Can trai

Lai Dai Vuong Tranc
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Bai 3. Lam dep cho trang gidy chia em

1) Thay D6i Khoang Cach Giita Cac Dong Va Poan Van

Page Layout (Layout) = Paragraph = Hinh bén

O

O

After: 6pt (khoang cach so vé1 doan sau)
Before: 6pt (khoang cach so vd1 doan trude)

Line spacing: Single (khoang cach cac dong trong
cung mot doan)

Trung tam Tin hoc Sao Vi€t la moét trong nhitng Trung tam
Tin hoc hang dau tai Viét Nam c¢6 hon 10 nim xay dung va
phat trién.

. Before)
V&i tam nhin va cam két khong ngirmg nang cao chat luwong
dao tao nhan luc chat lvong cao, Tin [hc_)c Sao Viét da khéng
dinh duoc vi thé va uy tin trong linh vuc dao tao tin hoc cho
nguo1 di lam, hoc sinh, sinh vién, doanh nghiép.

. After, ;
Cac khoa hoc tai Trung tam bao gém: Khoa hoc tin hoc van

phong Word, Excel, May Tinh, PowerPoint; Khoa hoc vé
k¥ thuat AutoCAD 2D, AutoCAD 3D; Khodéa hoc
SolidWorks; Khoa hoc SketchUP

Lai Dai Vudng Tranc

Draw Design References Mailings Review View

= Breaks v Spacing

A

5- Line Numbers v 2= Left: | = Before: |6 pt - ’

Al d=

be Hyphenation v =< Right: '0 cm v lt=

~ Paragraph

[
I R [ S I T B 2
e |

Paragraph

Indents and Spac.e Line and Page Breaks

General
Alignment: Left
Outline level: |Body Te! y default

Collapsed b

@ tinhocsaoviet.com

Developer

| & )

Indentation \
Left: 0cm = Special: By:
Right: 0cm = (none) s
(| Mirror indents
Spacing \
Before: 6 pt r—:~ ’ ’JLine spacing: At:
After. 6pt; I . :

(] Don't add space between paragraphs of the same style
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2) Thay P6i Khoang Cach Caa Lé Trang Giay
Budc 1: Vao Layout

Budc 2: Chon nut nho & géC Page Setup Draw Design References Mailings Review View Developer Help
Budc 3: Chon thé Margins = Breaks v ent Spacing I
, Ay . o e >~ Line Numbers v 2= Left: ‘.O cm < l ! = Before: |6 pt |
BUOC 4 Can theo dlnh dang Chuan b2 Hyphenation v ‘ =« Right: [O cm - JiéAﬂer: [6 pt ° ’
* Top (L& trén) = 2cm Paragraph £
I v LW g T g &) T Gy 6 7 « 1 « 8 |
* Bottom (L& dudi) = 2cm
e Left (L& trdi) = 3cm
« Right (L& phdi) =1.5cm ‘
Margins \
Top: 2 cm z Bottom: 2 cm =
Left: 3 cm = Right: 1.5 cm =
Gutter: 0 cm < Gutter position: Left

Orientation

Portrait Landscape

Pages

Multiple pages: Normal

Lai Dai Vudng Tranc
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Bai 4. Trang tri cho danh sach

1) Thém Biéu Tugng Dau Dong Cho Danh Sach
Budc 1: Chon danh sanh can them biéu tugng

Budc 2: Vao thé Home

Budc 3: Trong nhém Paragraph, chon Bullets

Budc 4: Chon biéu tugng ma em mudn chén vao du dong cldia danh sach

Draw  Design Layout  Referances  Mailings Review View Help File Home Insert Draw Design Layout References Mailings  Revi

|f"| }0 | .E .= = ﬂ,;? O O g 00 Ijl'j [TimesNeth:uman ?][13 *| [EE v 'E v '*_—_ v | €= 3=
|:| [ 0 I\T) Edi A.:II_—.ljD Paste [I-—LI B I U~ x x ﬁ;’ == = =|i=-
F‘afte |cfate itor -Ins . ﬁ A 2. ﬁ e Aa~ A A & v T %\L q
Clipboard & Font ¥ P h ¥
Clipboard * ® o u Vaoice Editor Add-ins phear . o = . Fragran .
L [ I I I B [ B ey [ I I SR U SRCHE IR SRR I
L 10 1 o111 c120 0 2131 0 14 H
* e,
+ 0 | V/
B Define Mew Bullet...
- Cac vat nu% nha em . Cac vat nuoi nha em
- Con ga : e Conga
N Con méo N e Con meo
- . . ]
R Con ché Con cho
- _ B e Chon vit
N Chon vit
— =t

Lai Dai Vudng Tranc
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2) Panh Thd Tu Dau Dong Cho Danh Sach
Budc 1: Chon danh sanh can them biéu tugng

Budc 2: Vao thé Home

Budc 3: Trong nhdm Paragraph, chon Numbering

Budc 4: Chon biéu tugng ma em mudn chén vao dau dong clia danh sach

File aw Design Layout References aillings  Review View Help File Home Insert Draw Design Layout References  Mailings
Ifﬁ . | - ,é - €= 2= &ﬂ? O @ Ifl"j |.Tir'r1E5.NewF'u:|r'nar1 ?.”.13 v| EE v [2= ,—__,,, €=
2 T ] . 2 3 == = = =
Paste [ = : ’ 0 te Paste D-_LI B I U~ & x x :'ﬂ‘{? [;]: = = =~
N 1) i ~ c{ﬁ ﬂ"’ ﬁ?ﬁ?'&la? Aﬂ "a"v dﬂ"’L"’ %\L Tl—
Clipboard Ty 2) oic Clipboard & Font = Paragraph
L 3) : L N o . 1I:|| 20 3 0 4 5
_ a)
. b) .
c) -
- . . . Cac vat nuoi nha em
: ——0) _
. Conga - .
- . - I. Conga
F': Cﬂnmﬁ':n Define Mew Mumber Format... . 2 Cﬂﬂméﬂ
™ Con cho = - 3. Concho
- _ " 4. Chon vit
N Chon vit -
- «

Lai Dai Vudng Tranc
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Bai 5. Chen ki tu dac biet

1) Chen Ki Tu Pac Biét

Budc 1: Dat tré chudt vao vi tri mudn chén ki tu dac biét
Budc 2: Vao thé Insert

Budc 3: Chon Symbol

Budc 4: Chon cac ki tu cd san trong 6

Layout

File Home References  Mailings  Review View Help |F' Comments | |_¢.;$9Editing v| 5 Share ~

% '—E}Shapes*’ 7= SmartArt : @ ) ¥ E - T[Equatin:un %
2 o . .
Pages Tabkle ictures & lcons ED] Chart Online Links Comment @ Footer
- v v €0 3D Madels  ~ I'Eh'- Screenshot ~ Videos i @ Page Mumber ~ Box~ A= . E|:| ~ = — 4 %
Tables lustrations MMedia Comments Header & Footer Text
= - ¥ © B M
L 1 1 1 I -|:|-|-1-|-2-|-3-|-4-|-5-|--E~-|-.-'-|-E-|-E-l-1':--|-11-|-12-|-13-|-14-|-15-|-|_
= £ = = =
) x w ou oo P
. Q Meore Symbols..,
. Cac vat nuol nha em
: — Con ga
N ~——3» [Con méo
m Con cho

Lai Dai Vudng Tranc
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2) Chén Nhiéu Ki Tu Dac Biét Khac Nira

Budc 1: Tai muc Symbol (Xem trang trudc trudc), Chon More Symbols
Budc 2: Tai hop thoai Font, tim dén cac nhom Wingdings, Wingdings 2,...
Budc 3: Chon biéu tugng ma em mudn chén

Budc 4: Nhan Insert dé chén biéu tuong dé vao bai clia em

|5¢9 Editing ~f| 15 Share ~ Symbol ] W

TT Equation  ~ Symbols  Special Characters
(") symbol ~ | I )
B BECEuEER
== P Work Sans lack s = = E H & ==
e s 2, IWork Sans ExtraLic SIC N A= SR e
, { & |57 | 7|97 x| CGl@ 28 VY ISS|S) M
Ll o) |22 |z % leriéd o |o[m|Tjmjajo] + [ ¢
Recently used symbols:
—| | & | E L X O|®TML|£|< + | % a0

Unicode name:

Character cade: | 32
Wingdings: 32 -

fipm: | Symbol (decimal -~

AutoCorrect... Shortcut Key...  Shortcut key:

Cancel

Lai Dai Vudng Tranc
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Bai 6. Them hinh anh vao van ban
1) Chen Hinh Anh

Budc 1: Dat tré chudt vao vi tri mudn chén anh
Budc 2: Vao thé Insert — This device
Budc 3: Chon Picture

Budc 4: Tim dén tdm hinh ma em mudn chén — Insert

File Home Draw  Design  Layout R W¥ Insert Picture

A T B8 < vuo.. > Pictures

% Cowver Page ~

N

Organize « New folder

B Elank Page Table

= Page Break ~ *-* fy Home

Pages Tables . &/ Gallery ‘ @ 4 p % ( '
1 1 [ [ » D V (0 - p E¥. ; . > - ‘>
I I I I > a1 Vuong - Per R T / > :

[ |;.| his EE"..I'iCE... Check Mark.jpg Christmas.jpg Rock Music.jpg

Fal Stock Images... ™ Desktop

& Taixudng # 1 . ‘ '
F& Online Pictures... g » A
B Documents # A Y A .

lethnology.jpg Torch.jpg

<

File name: | Step.jpg ‘m

Tools ~ Insert |v ‘ Cancel

Lai Dai Vudng Tranc
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2) Tuy Chinh Hinh Anh

® Kcéo dé tang giam kich thude theo 2 hudng

_ - g . - . 1A , : X
a) Giir thém Ctrl dé tang giam theo 4 hudng A 1in Hoe Vi Py cRp T8 i .

Frhurong phis Mo chn Lay ol vip
1 Gldo vitn kém 1 hoc vl . - l L. ﬁh xt 1
Dot 1: 05/06/2024 Ll 24 n lne w e
t .“ s g 1 e e T
“n

b) Giir thém Shift dé giir nguyén hinh dang ban dau
~_
9 Xan tr on hlnh With Text Wrapping
® Tang giam kich thudc hinh theo chiéu ngang =N s cO
- - 1 . 3 o X N B B
® Tang giam kich thudc hinh theo chiéu doc =

© Vi tri hién thi hinh trong van ban:

See more...

Lai Dai Vuong Tranc
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Bai 7. Bé vé hinh dang

1) Ve Hinh Dang

Budc 1: Vao thé Insert — Shape

Budc 2: Chon hinh mudn vé

Budc 3: Gitr chudt & vi tri mudn vé va kéo ra dé vé

Design  Layout  References Mailings  Review  View

% Cowver Page ~ = SmartArt

D Blank Page Table Pictures "
= Page Break ’ S JEANNOCOALLe 6
Pages Tables _ ['E':-‘-: "ﬁ,l —“*-.k { } 'f-li"
L R A N I:' v 8§

Lines

NNNLLLe2 e NG E

Lai Dai Vudng
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2) Tuy Chinh Hinh Dang
Budc 1: Chon hinh mudn tuy chinh
Budc 2: Chon thé Shape Format

@ AutoSave ) ~ ¥  Documentl - Word £ W = O X

Fle Home Insert Draw Design Layout References Mailings Review View Shape Format LE] l?
Budc 3: Chon cong cu tuy chinh (2) e
. : g : y oo A, llA p & <) I:I
Ab ~1 B2 : ‘1‘ — | = V_
e Vi - Y Text Alt Arrange Size
| & ~ A ~ = Text ¥ v
Insert Shapes Shape Styles @ WordArt Styles Accessibil... i
A \ A L s-n---n-u-;--.lcn-z-u-z-l-4-7’-5.,-6-. e 1 s B o g o 90 g o400 1 o 11 g 120 g o 13
TO mau nén .
N \ o N - |
TO mau vién -
o N X / c
Kiéu mau co san .
: L)
; v
<l »
| Page1of1 Owords Vietnamese Text Predictions: On [® . Focus B - I + 120% ]

Lai Dai Vuong Tranc
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3) Viét Chir Vao Hinh Dang
Budc 1: Chon hinh mudn tuy chinh
Budc 2: Nhan chudt phai, chon Add text hodc Edit Text

File  Home Insert Draw Design Layout References Mailings Review View Help Shape Format ||F||E|’

I—_(Ij <~ ﬂ ]r%; Ay _ Hﬁ‘ F‘@ FJ ID

Shapes AbE Abe Alt Arrange Size
o ~ A ~ Text ~ >

Insert Shapes Shape 5tyles M= Wordart Styles Accessibil..,
1 e 200 304 5 5 Foor o B o % e 11 o120 0 13

4 & £

Style Fill ~ Qutline

ot

Search the menus

A Cut
[ Copy
|_ﬂ|f| Paste Options:

_ [
~ Add Text
e Edit Points

. ]

Page1of1 Owords Vietnamese Text Predictions:

B - 3 + 120%

rl'_l. Primm +n Frant *

Lai Dai Vuong Tranc
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Bai 8. Be su dung bang

1) Tao Bang
Budc 1: Vao thé Insert — Table
Budc 2: Chon Insert Table

Budc 3: Nhap s6 dong, s6 cot clia bang — Enter

Layout References

Table siZe

B Cover Page~ : I l__lrj % SmartArt a :
[ Blank Page o I - <> 1 1 Chart i Mumber of colummns:
Pictures Online Shapes 3

— i ey
'— Page Break N . Pictures =~  £a¢ ocreenshot~ Mumber of rowws:

AutoFit behavior

@ Fixed column widl

() AutoFit to contents

. AutoFit to window

Remember dimensions for new tables

T Draw lable

Lai Dai Vudng Tranc
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2) Thay Péi Kich Thuéc Dong, Cot
Budc 1: Pua chudt vao gill dudng ké ctia dong hodc cot (Dén khi hién thi ky hiéu 4—"—} )
Budc 2: Gilr chudt trai va kéo dé thay doi kich thudc

4—|i-»

Lai Dai Vudng Tranc
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3) Thém Dong, Cot Cho Bang
Budc 1: Dua chubt vao vi tri mudn thém dong (bén trdi) hodc cot (bén trén)
Budc 2: Khi xudt hién dau + thi bam chubt trdi dém thém dong

+

! Thém dbng]

C J
- T

‘ C)\/

l Thém cot ]

Lai Dai Vudng Tranc
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4) X6a Dong, Cot
Budc 1: Chon toan bd dong hoac c6t mudn xda

Budc 2: Nhan chudt phdi — Delete Row (xda dong) hoac Delete Column (xda cot)

Search the menus

I;.é Review selection in Editor
A Cut
[ Copy

LﬂIfI Paste Options:

(1]

Insert 2

Delete Rows

% Merge Cells

\
Xo6a dong J

Search the menus

;i-" Review selection in Editor

A Cut
(@ Copy
|_ﬂ|f| Paste Options:

[ (

Insert >

Delete Columns

% Merge Cells

Lai Dai Vudng Tranc

Xoa cot

—/
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5) Gép O
Budc 1: Chon cac 6 mudn gdp
Budc 2: Nhan chudt phdi — Merge Cells

Search the menus

;..é Review selection in Editor

A Cut L |
[ Copy
|_ﬂ|f| Paste Options:

[ [ [

Insert >

[ Delete Cells...

Gop 6
% Merge Cells

Border Styles by

li‘ Text Direction...

E Table Properties...

'l,tj Mew Comment

Lai Dai Vuong
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6) C3n Chinh N6i Dung Trong O
Budc 1: Chon cac 6 mudn can chinh ndi dung

Budc 2: Chon thé Table Layout — Nhdm Alignment — Chon vi tri muén can chinh

@ Autosave (@ Off) "“j . O = Document] - Word 2 'LL‘ — O

! Tablg Layout I I

Filee Home Insert Draw Design Layout §

L} Sn.alect ‘-’I | I__I __:l}/i _’;T:_ Eﬁ Insert Row Below %

FH View Gridlines Delete  Insert Ro ©H Insert Column Left Merge !:E”

E Properties v Above I {3 Insert Column Right " Size ¥

Table Rows & Columns = V
L oo B oo o1y 20 - 3 ¥ 4 -5 0 & o TE O L —» I
Text Cell
- E E E Rrection Margins
~ T Aligrment
. Ho va tén Lép hoc o i
_ Ho va téen Lop hoc
- Nguyen Van A | 3A Nguyén Van A 3A
. Nguyén Van B 3B Nguyen Vin B 3B
- L8 T C 3C Lé Thj C 3C
_Pagelof1 17words  English (United States]  Text Predictions: On T, Focus B - 3 +130%

Lai Dai Vudng Tranc
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o Y ? Y o A o
Chuong 2: Be hoc bang tinh thong muinh
I) Muc tiéu bai hoc
* Hoc sinh c6 thé nhan biét va sif dung bang tinh dé nhip dir liéu don gian.

« Biét thuc hién cac thao tac co ban nhu nhip sd, chinh stra 6, tinh toan don gian va budc dau van dung bang

tinh vao hoc tap mot cach thong minh, hiéu qua.

I1) Noi dung nghién cuu

Bai 09: Khéi ddng phan mém bang tinh Excel nao!

Bai 10: Cung kham pha bang tinh Excel nao!

Bai 11: Em hoc tao bang tinh

Bai 12: Loc va sap xép

Bai 13: Em hoc tinh toan

Bai 14: Em mudn tinh téng cong

Bai 15: Em mudén tim sd ldn nhat, nhdé nhat

Lai Dai Vudng Tranc
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Bai 9. Khéi dong phan mém bang tinh Excel nao!
1) Tao Bang Tinh Cua Em

Excel
Good afternoon
v New
A L
]
Take a tour
N - I
Blank workbook Welcome to Excel
\J

Budci3:€hon Blanksworkbook:

Recent Pinned

D Name

—_—

m;‘;—* Bao Cao xlsx

Desktop

Lai Dai Vudng Tranc
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2) Luu Trang Tinh Cua Em

-

Insert Page Layout Farmulas

appears when you hover over a folder.

Clipboard

*
<« v 4 Bl » ThisPC » Desktop » v @ | Search Desktop L
Get Add-i
; = Organize = Mew folder = v 9
Inf G A
nfo = This PC
. ) 30 Objects .
Save ) T - e L Lt i
, I Deskiop Buige S dat ten file
E] Docurnents
Other locations
Downloads
— ; “
E@ This PC
File name: w
+::1‘-, . L
':E'Ij Add a Place Save as type: | Excel Workbook (*.xlsx)

Authors:  Bai Vuong Lai +) ﬁl Tags: Add atag

Buioie 3 Chon Briowse)

L ~ Hide Folders Save Cancel
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3) BDéng Ung Dung Excel

H - Bookl - Excel Bai Vuong Lai [y

File Home Insert Page Layout Formulas Data Review View B Telp '/ Tell me what you want to do

;E'u]. s .,ﬁr-' Fy [ [ [T vk Fal gk
Buidie 2y Luu trudie khil thodt %
Save your changes to this file?

A E C D [ - L . A M

1 1 (| Buigic 33 Dat ten

z . “ Eai tap bang tinh excel Jlsx I

A | ' r2 i LT [

5 ( Buoe 4: Chon noji luu

i Documents y

T C: » Users » PC

a8 | (I A

9 \ Luu Khong luu

10 e

> \_f l Dng'tEaveTl

12|

13

14

Lai Dai Vuong Tranc
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Bai 10. Cung kham pha bang tinh Excel nao!

1) Trang Tinh Cua Em (Sheet)

Méi mdt bang tinh clla em cé nhiéu trang (sheet), néu coi bang tinh la 1 cudn s, thi trang (sheet) nhu
nhing t& gidy trong cudn sé dd, mét trang (sheet) la mot ta.

e Thém: Chon vao dau (+) dudi khu vuc tén trang.

e Pat tén: Chubt phai vao tén — Rename (hoac nhan chudt trai 2 cai lién tiép vao tén trang).

« Xoa: Chu6t phai vao tén — Delete.

Xoda trang tinh

‘e Developer Help Power Pivot |F|

Paéi tén trang tinh
A A i d 00 ¢
] — g 00
Paste [ Font | Al EJ View Code ormat as Table ~ Cells Editing  Add-ins  Python
N ¥ ) EE Protect Sheet... ell Styles ~ ” )
Clipboard M Tab Col 5 Styles Add-ins  Boardflare b
Tab Color
D35 hd
i Hide
A B E F G H J K a
1 L]
2 Select All Sheets
3
4

| _ E{:—_.ﬂ Link to this Sheet Thém trang tllﬂh .
< > Sheet1  Baitap 1 : ._; .

Ready [E@ 70 Accessibility: Good to go H m - 3 + 100%

Lai Dai Vudng
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2) Dong Va Cot

Cot (Column) thudng ky hiéu bang chif cai, dong (Row) thudng ky hiéu bang con sé.

« Chon dong/cot: Click chuot vao tén dong hoac cot.

e Xoa: Chon dong/cot > Chuot phai > Delete

« Chen: Chon dong/cot > Chuot phai > Insert

e Gian dong, cot: Chon tro chuc?);c vao dugng chi dugi dong hodc bén phai cot va keo tha.

@ »  Bookl - Bxe : @ > Book - bce

Xo6a dong/cot

File  Hom Inser Dra Delete 1 Filee Hom Inser Draw Page Form Data Revie View Autol Deve

ﬁj ﬁ Clear Contents f’tl A — % [l Conditional Formatti
Clipboard =~ Font Al Clipboard ~ Font  Alignment Number 2 FormatasTablev |
“ “ o-| Format Cells... - - v . 57 Cell Styles ~
Column Width... Thay doi kich thudc ]
B1 B1 - ~
A LB Hide b e F s

1 1 0
2 Unhide 2
3 3
4 v 4 v

¢ > Sheet! = Bai = + : < o > < Sheet! Bai w4 < oD v

Lai Dai Vuong Tranc
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3) Pia Chi O

Pia chi 6 dudc ky hiéu bing Cot va Dong tudng Ung, vi du B12 = dia chi O n3m trén cot B va dong 12.
e Chon nhiéu 6: Chon 1 6 dju tién — Gilr Shift va chon vao 6 cudi trong vung

e Tron 6: Chon cac 6 can tron — Thé Home Nhdm Alignment — Cong cu Merge...

»  Xuéng dong tu déng: Chon O — Thé Home Nhém Alignment — Céng cu Wrap text.

» Chinh stfa néi dung: Chon O — F2 (ho3c Click dup chudt vao O)

« Xéa no6i dung: Chon 6 — Nhan phim Delete

File Home Insert Draw Pagel Form. Data Reviev View Automr Develi Help Power |L_—'

E'-' A _ '::y L Conditional Formatting ~ p [
— — O [
Clipboard Font | Alignment | Number {4 Format as Table ~ Cells Editing  Ad »
- ‘” 7 Cell Styles ~ “ -
[ | Styles A b
ALl I===|== s00  Ju
Alignment [

T M=

Lai Dai Vudng Tranc
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Bai 11. Em hoc tao bang tinh

1) Ké Khung Cho Bang

¥ Bookl - Excel
Insert Page Layout Formulas Data Review View Developer ‘D Tell me what you want to do
s ‘J';.-_ *Fla | e o2 i A /| e e
n & Buioi¢ 2 chon cong eu Border [Genera 11
Ebn e * -
Paste __‘ - = $ v 9% » %0 0 Conditional For
~ g @ H'""I : —— o Formatting~ Ta
Clipboard T g Borders Alignment - Number & Style
-~ Bottom Border
H2 b -
Top Border
Left Border LY
' . | Right Border B H | ] K h_ L M
1
- Mo Border
3 — ‘E All Borders l
- . : \ L :
P i | | =58 | ' ey
5 Buide 3 Chon All border
B
7
8
L
g Py i - | = ! ey
o Buigie 1: Chon ving
11

Lai Dai Vuong Tranc
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2) Tuy Chinh No6i Dung Trong Bang

- —
Page LaycC

el

Paste

- 36
. Etj -
=4

Clipbo74¢ M=

Tao khung
vien

Sao chep
dinh dang

B=Boi dam

Can giiva,
tren, dwoi

Can trai,
giitva, phai

Wrap text= xuéng
dong tw dong

Mau chiv

I= in nghieng
U=gach chan Mau

nen

Lai Dai Vudng Tranc
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Bai 12. Loc va sap xép

1) Tao B0O Loc

H ©- =
Zg@lh@miﬂh{%

Existing Buioie 3}

From Fr|:|r'r1 From Table/ §

Data « Text/CSV  Web Range urces Connections To Advanced
et & Transformffifata Sort & Filter
A5 5 J || Ngay ban
A B C D E F G H | J
1 \
5 _ b
3 ]
4
3 :
6 |01/01/2024) SPL1 MHO001 | Gao thom la Kg 65 | 25000 | 1.625.000
7 101/01/2024 SPL1 MHOO04 | Duong t[é:.ﬂg Kg 65 4 500 292 500
g | 01/01/2024) SPL1 MHO001 | Gao thom & Eg 65 | 25,000 | 1625000
9 101/01/2024| SPL1 MHO001 | Gao thom la Kg 65 | 25,000 | 1,625,000
10 | 03/01/2024| SPL1 | MHO002 | Nudc mam Phii Quéc | Chai 40 | 10,000 | 400,000

Lai Dai Vudng Tranc
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2) Loc Dir Liéu

& 093.11.44.858

Buidie 1: Click vao miii tén 6 dau eft

03/01/2024

| 26/01/2024

Lai Dai Vuong

| 01/01/2024
| 01/01/2024
| 01/01/2024
01/01/2024
03/01/2024
| 03/01/2024
| 03/01/2024

| 26/01/202 4

| 26/01/2024
| 26/01/2024

2| SortAtaZ
5l SotZtoA
Sort by Color

Text Filters

b

Ewrang den|

.‘4‘?‘ _'u.

----- [ (Select All Search Results)
----- |:| Add current selection to filter
----- [ Buéing den

_"

J'

Il

@ tinhocsaoviet.com

Nlhbﬂllg, noil dung;
2 ViAo 0) Sle aar@hl
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Buoie 13 Click vao

—

| 01/01/2024| 7| SortAtoZ
| 01/01/2024 2l sotZton
101/01/2024)  Sort by Color
01/01/2024
03/012024 09 - |car Fifter From “Tén SP*
| 03/01/2024 s
(03012024
| 03/01/2024
| 26/01/2024| — searen
26/01/2024 -~ (Select All)
| 26/01/2024 71 Busng den
| 26/01/2024

(e LT

mii tén ¢; dau coit

LA

Lai Dai Vuong Tranc
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4) Sap Xép

Buidie 13 Click vao mii tén 6; dau cot:

B-j““'rﬁ 2 ‘ S{HEJ ]'ﬂ:ﬂl!. Naiy bg = Loai - Ma i Ten 5P

Ting dan — 3 F & _./ 63
Giam dan ey L Kg 65
ALL A8 .

Sort by Color | Kg 65 | 25,000

_ Kg 65 | 25,000

] 'T';:.t Clear Filter From "Ten 5P Cha .l 40 | 10.000

Chai 40 | 10,000

Text Filters | Cha 40 | 10,000

| Chai 40 | 10,000

= Search _Kg 40 5.000

""" Iil {SEIEEII ﬂh"} Kg 40 5}{}[]{}

----- Ij Add current selection to hilter [ ;
..... . E'LI'III'FIg den _ KE 40 }:'D'D'D'
| Kg 40 5,000

Lai Dai Vuong Tranc
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Bai 13. Em hoc tinh toan

1) Phép Toan Cao Ban
Cong (+), Tru (<), Nhan (*), Chia (/)
2) Cach Thuc Hién Phép Tinh
= Biéu thudc toan hoc -> Enter
VD: =11+13 (cbng 2 s6 nhap tU ban phim)
=B2+C2 (cong 2 s6 trong 6 Al va Bb5)

A B C D

Con heo 4 6

5 Con bo 2 1

Lai Dai Vuong Tranc




Trung Tam Tin Hoc Sao Viét & 093.11.44.858 @ tinhocsaoviet.com

3) Sao Chep Cong Thuc

Budi¢ 1; Chon 0 e¢hira cong thiie

, Nha Lan
2
3 Con vit
Con heo 4 ’ Buoic 2 Giur t:r'hug&:tj 2 (0)
: ge dudi bén phail & va kéo
5 Con bo 2 1
- Con trau 0 7
. Con cho 1 2
. Con de 0 4

Lai Dai Vuong Tranc
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Bai 14. Em mudn tinh tong cong

1) Ham tinh tdng (SUM)
Cach dung ham tinh téng: =SUM(Vung tinh téng) — Enter
2) Vi du minh hoa

, Con ga 11 13 9 15
3 Con vit 8 7 9 11
4 Con heo 4 0 3 3
; Condé 0 4 3 4
- Tong so con vat moi ban nudéi =SUM(B2:B5)

Lai Dai Vuong Tranc
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Bai 15. Em mudn tim so ldn nhat, nho nhat

1) Ham tim sé ldn nhat (MAX)
Cach dung ham tim s6 ldn nhat: =MAX(VUng can tim s6 ldn nhat) — Enter
2) Vi du minh hoa

Nha Lan Nha Huy Nha Hung Nha Kiét

11

2

3 Con vit 3 7 9 11
4 Con heo 4 6 3 3
5 Con de 0 4 3 4
- So lwong vat nuodi nhiéu nhat

Lai Dai Vudng
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3) Ham tim s& nhé nhat (MIN)
Cach dung ham tim s6 nho nhat: =MIN(Vung can tim sé nhd nhat) — Enter

4) Vi du minh hoa

Nha Lan Nha Huy Nha Hung Nha Kiét

> 11

3 Con vit 8 7 9 11
4 Con heo 4 6 3 3
5 Con de 0 4 3 4
R So lwong vat nuoi it nhat

Lai Dai Vudng
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Chuong 3: Bé hoc trinh chiéu
I) Muc tiéu bai hoc

Sau khi hoan thanh chucng hoc, hoc sinh cé thé lam quen va sif dung phan mém trinh chiéu dé tao cac trang
trinh bay don gian, biét chén chit, hinh anh, sap xép ndi dung ro rang va tu tin gidi thiéu y tuéng chia minh

trudc Lap.

I1) Noi dung nghién cuu

Bai 16: Khéi ddng phan mém trinh chiéu PowerPoint nao!

Bai 17: Cung kham pha phan mém trinh chiéu PowerPoint

Bai 18: Cac cong cu lam dep van ban

Bai 19: Lam dep cho danh sach

Bai 20: Em chén hinh anh vao trang trinh chiéu

Bai 21: Em vé hinh dang vao trang trinh chiéu

Bai 22: Thém hiéu ung sinh ddng cho trang trinh chiéu

Lai Dai Vudng Tranc
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o N

Bai 16. Khéi dong phan mém trinh chiéu

PowerPoint nao!

1) Tao Ban Trinh Chiéu Cha Em

New
A ,
23 Clhgm New
ﬁ pa p‘ t@ bonk Prescnsion Gircui
Burfee 13 Clfick chuft trél 2 Bm J/

Budie 3y Chon Blank Presentation

vio bin turymg PowerPofimt

Lai Dai Vuong
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2) Luu Ban Trinh Chiéu Cha Em

' Draw
l:' =] Layout ~
"] Reset

1_|-|_r Home ;
1 Paste
v 5|,de? = Section ~
Ot Clipboard & Slides Ek the pin ico

[ Open T—1 1
@ save As bt

Get Add-ins < v /I || <« Desktop > Baitap v @ | Search Baitap

Organize « MNew folder

~ Buoie 4 thﬂlll noi lusul

= Ko tems maf"h rour search.

Fi
4
d o

Info

[ This PC
P 3D Objects

B Desktop
@ Documents

Save

Budie 5 Biit tén

Bai tap trinh chiéu w

File name:

Save as type: | PowerPoint Presentation (*.pptx) v
Authors:  Blai Vuong Lai \Tagz: Add a tag
\ Budie 6 ehon Save
» Hide Folders Tools -j- Save Cancel

Lai Dai Vudng
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3) Pédng Phan Mém Trinh Chiéu PowerPoint

H

File Home

£ [i=] ~
PEE ﬁ, e B I U § ab AV
v Shide~ O~ | ¥ Buidie 1y Click ﬁﬁg@ ' VA0) df.éﬂlll WX
Clipboard Ty Slides Font o~
1 -
| | ‘ Buoie 2y LLuu trwoie khil thoat
Save your changes to this file?

Buoie 3k Pat ten

[T
Bai tap trinh chigu ppix

‘x|

Buigic 4: Chon noji luu

Tal liéu

OneDlrive - Personal

\ Luu  Khong luu
Mnreuptinn}-\__.f ' 3 Cancel

Lai Dai Vuong Tranc
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Bai 17. Cung kham pha phan mém trinh ch

PowerPoint

1) Thém Trang Trinh Chiéu MGdi

Bugie 13 Chon the Home -

== ‘f_ ==’

Buidie 2 Chon New Slide

Buidie 3 Chon mau Slide

)

Insert Draw Design

@ =

Transitions

Animations

Title and Content

Section Header

......................................................

.....

Twe Content Comparison

Title Only

""""""""""

|

............................

Blank Content with
Caption

Picture with
Caption

o N

Ieu

Lai Dai Vudng



Trung Tam Tin Hoc Sao Viét & 093.11.44.858 @ tinhocsaoviet.com

2) X6a Trang Trinh Chiéu

— "
Budic 13 Chon the Home —==38"..... Daw  Design  Transitions  Animatic
'\ L_I Layout ~
; : ] Reset
APV My ] ! M - AV ak
Buoie 2 Chon Newy Slide) New Recmqu | B I U S e :
slides Font

Office Theme

|
Buidie 37 Chon mau Slide ¢é) san.

Two Content

Toi'e nhan n, phim tat Ctrll M

Content with Picture with
Caption Caption

Lai Dai Vuong Tranc
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3) Nhé&n Ban Trang Trinh Chiéu

i il

thuot phail vao) Slide; m muon x6a

i e

¥ M

[ Llal

i—| Mew Slide
= i i Sl ] "y ) N
3 1) Duplicate Slide Buioie 2; Chon Duplicate) Slid'e
& osncmar et (¢ Delete Slide
SR adsecr
;.:l i mrin b s ohal D |__a}l'|:||_|t h-
¥ Reset Slide
4 - _J—— @ Format Background...
SRS 4 Hide Slide
’}‘ 1 Mew Comment

Lai Dai Vudng Tranc
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4) Di Chuyén Trang Trinh Chiéu

L

Bugie: 1t Giur chuot; trai

vao slide can dil chuyén

* W

T wrdchae ip 23 oo b 8y N v Ol 3
2 thanr A3 &n N
s o w3 S0 ) Gl rde vl o el o

e Buigie 2t K€o toil il tril mgji
vl thal chut ra
4 Vs Vi s 2he 4wy thws?
X P

Lai Dai Vudng Tranc
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Bai 18. Cac cong cu lam dep van ban

@ﬁi char:
Phong chir

H ©~ O @ = Presentation1 - PowerPoint

File Home Insert Draw Design Tra 1sitions Anir 1ations Shde Show Record Review View

A A
Layout ~ . - - . — _ -
| | Y imes Mew Roman A AR S E: o IE v “:J'
y -] Reset , _ . I
E‘l.l'l.l' -ﬂf = — EE -
¥ | slide~ 0JSection~ IBIEIEE = 2.
Clipboard [Tu Slides [ Parggraph [

Can ﬂ-ll
Can |0 hai
@ﬁlﬂl gi}ﬁ‘;ﬂ.

Can trai

Lai Dai Vuong Tranc
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Bai 19. Thém ki tu dac biét va lam dep cho danh sach

1) Thém Ki Tu Dac Biet (Symbol)

& Autosave (@ off) D~ ) T = BailTaoslidetrinh chi€u don gian.... = Saved to this PC v

File Home | Insert — — E ® Record .15 Present in Teams | [ERLEIGERS
insent =) | | 15 Share ~|
: 4 FO L:Q" (D 3D Models ~ _\ Q

I SmartArt m—

Cameo  Shapes Icnns Symbols
Bugie 2; Chgn "Inser¢” N T char Buidie 33 Chon "Symiyol” ¥ A
N N Equatio
{?. ...................................................................................... D -
Symbaols
i6ic 45 ehgn bicu| tuigng muon chién
1 O *
\ _
i H e - Wlngdmgs 2 Vﬂ /
; 'n'v' |+ =y __.-——"’-———__———\‘ . ' - - p— ~
ﬁ_i@, —_‘*_B{@rt A @h;']mt - @ A2\ E| ) | jog|e|e|g| D)0
VAo v trill muon ehen 9 O EE e =l Al m o] ol<e |-l
' NOI DUNG CHINH el el e el i
AR AL ALAR IR AR IR AR AR AR 4
RO er&|&a|&|?|(?|?|? o3
| 52|20 |00 DG C® DGO OO
Tail mye Kont, tl'mlﬂt.u CAC MUCH  [Tnganss elole|e|e|e|e|o|[0[0[Od|C|F|t+
W’m&dmm&g | ide Lo § I
.............................................. 'l..l".l'|r| d|r|5 Kecen used symbols:
g |r1 |r1
W;}'mgdg'mz;ﬁ 2B | =| |2]s|=[=@EV|> €0 o i oo
Wingdings 3  flvo. 2::: ciack P—
- Wingdingsz:ﬂlxz Character code: 32 from:ﬁnbol[decimal] e f
) [P Buidies Sz Chion) "“Insent'[ e [ cona |

Lai Dai Vudng Tranc
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2) Thém Biéu Tudng Dau Dong Cho Danh Sach

@ Autosave (@ Off) D~ ) T <=  BailTaoslide trinh chifu dan gidn... - Saved to this PC v ' search

N Recnrd Review View Add-ins Help  Shape Format |F'| ||1.§'.f' Record | |ﬂﬁF‘rezent in Teams |

=, lT Text Direction ~ T T S ' |:|—| ) Shape Fill ~ ,__.5::' Find and Replace l;_‘."'
= 7 Noo- 2[4 2 - ﬁ & BH o
E]}T}‘]_:LE} u Arrange Quick == Shape Outline G4 Replace Fonts Dictate = Add-ins = Designer
(5€ Y\ P v Styles~ OF Shape Effects ~ [» Select~ >

Drawing I Editing Vaoice Add-ins

"= Bullets and Numbering...

JBlome"

Duoc moi nguoi yéu quy

3 Y ngh|a Cua Lam cho chung ta cdm thay yéu d&i va thoai mai hon

Song dep Gilp cudc sdng va xa hdi twoi dep hon

11 Chom vaim bém

Lai Dai Vuong Tranc
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2) Panh Thu Tu Cho Danh Sach

B Autosave Y+ ) ® ¥  BailTaoslidetinh chi€u don gidn.pptx = Saved to this PC v

File m Inserf  Draw Design Transitions  Animations  Slide Show Record oW, Add-ins  Help  Shape Format |L_-‘| |@Rec0rd | |ﬁPresentin Teams | % Share ~
. L [ = Text Direction ~ 12 [5] Oo - O £ Shape Fill Find
_ - __‘E IE - l‘J, irection =] =] \\ |——|I:| ape Fi /O in QJ EE 8

| - e I N WU\ L w oL :- b\ s D&—LLQU Arrange  Quick L Shape Outline ~ G Replace ~ Dictate =~ Add-ins = Designer
\B:llrﬂ!’fﬁ 3. Cll_ll@ﬁ_ll Nl'll@lli!»‘%’ﬂt_mtgj SSE M 1 1) me~"{ } B B o ’

N

=
o
=
@
M
I

] Drawing [ Editing Woice Add-ins ~

Bude 4: chon kiéu thi tw mong muon

\\
d)
S, 1)
\\ N
N\ I c o) (?'
o O o

m I= [
o

= Bullets and Mumbering...

[Thé& nao 1a séng dep:

Buoc 2: Clll_li(g,lll_]n thé "Home"

-7 Biéu hién cta séng dep:

NOI DUNG CHINH | ¥ nehia cta song dep: c,

Lam thé nao dé cd dao li song dep:

Loi ket

Buwoic 1: Chon van ban
.5,,{ 3 % I i i

muon danh thw tw

O 9] O

Lai Dai Vudng Tranc
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Bai 20. Em chen hinh anh vao trang trinh ch

1) Chen Hinh Anh
113 Chom {hé "lmsert™

o N

Ieu

File Home I Insert | Draw  Design  Transitions  Amimations  Slide Show  Record Review View  Add-ins  Help |
s . iy ~ I . \ . + =
% &"\\ Buoe 2: Chon "Picture" AT B A

Mew Table .|Lictures Comment Text  Header WordArt

Box~ & Footer - E]

Slide ~
Slides Tables L Insert Picture From Camera [Hustrations Power Bl Lirks Comments Text
g™

—E—_] Bude 3: Chon This "Device..."

: Fal Stock Images...

¥

F& Online Pici NTTagaT, ¥

Organize =

Onelrive - Perso

B This PC
E B 2D Objects
M Desktop
E Documents
Downloads
7
ok Lévi ket

L

o) Buidc S: Chon "Insert

Lai Dai Vudng Tranc
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2) Tuy Chinh Hinh Anh

@ AutoSave z) vl ¥ = Presentation1 - PowerPoint

File Home Insert Draw Design Transitions  Animations  Slide Show Record Review View AddWﬁa“—mﬁthicture Format =l | @ Record | | & Present in Teams |

E'g Color v i~ \
Pt ~ \' , - ; : -~
s : PSR (Feem| PSR R YN YR CRarove Ve y 2w Froy
g " v v > v 1 o -.4 = ) ] l - U )l (3 ’ ] L8
Remove | Comactions B8 Atistic Effects v 53 ot || [ ot aa o Buigic 2 Pictuter Format
Background ¥ Bl Transparency > £ ~ =
Adjust Picture Styles

32 Chen Kitu Khung vitn

Click to add notes




Trung Tam Tin Hoc Sao Viét & 093.11.44.858 @ tinhocsaoviet.com

Bai 21. Em vé hinh dang vao trang trinh ch

1) Ve Hinh Dang
113 Clhgm (Ing *Imsert™

o N

Ieu

File Home I Insert I Draw Design  Transiions  Animations  Slide Show  Record Review View  Add-ins  Help |E| |@' Record | |ﬁ Present in
M I_?‘:)
e e W} M acilt - . ; L ~ -~
Buoe 23 Chon "Shapes” s=»= 7\ Budic 3; Chon hinh dang muon vé
= i e A U =) M- \
Slides Tables Images Camera r HEEE‘Hﬂ]I'USJd!l‘EIPE’S il Links Comments Text MMedia

‘ EHENNCOOOAT LD I
e\ { }

Lines
e, o | ' . )~ i A A by A =~
_\“HM Buidic 4: Giii chudt va kéo de vé

Rectangles
OO AGLGOOOnE

*

Basic Shapes

EIFEIOANOOLSOO
(EHGOAONr L¢ gp
FOO@~JO0OXR T
RINI RN

Block Arrows

oo
€ Sun=mD >IN
AXed0!

4 Equation Shapes

=R =S5

b
e
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2) Tuy Chinh Hinh Dang

File Home Insert Draw Design  Transitions  Animations

& 093.11.44.858 @ tinhocsaoviet.com

Slide Show Record Review  View  Add-ins

‘-J-—

<7 Shape Fill ~

EEN OO %, Edit Shape ~
OAL LD B[] ETettor ~

‘E Shape Outline ~

e 1 1@

Insert Shapes

‘E? Shape Effects ~
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