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Loi mé dau

Tai liéu nay dugc xay dung dya trén cac tai liéu cua Microsoft. Tai li€u nhim muc dich giip
nguoi hoc hé théng lai mot s6 nhing kién thirc co ban vé PowerPoint phuc vu cho céc céng
viéc van phong hang ngay nhu: xtr ly cong viéc cua co quan, hoc tap va nghién ctru. Nhiing
kién thtrc trong tai liéu nay khong c6 gi méi ma chi dugc bién tap sap xép theo khdi kién thirc

ma theo tc gia 1a can thiét cho nhitng ngudi st dung mdy tinh trong céng viéc vin phong.

Tai liéu nay dugc bién soan dé chia sé cho nhitng ngudi quan tam dén kién thirc vé Microsoft

PowerPoint cht khong mang muc dich thuong mai.

Phung Van Bong
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Chuong 1. Céch tao bai thuyét trinh

1.1. Lam quen véi PowerPoint 2007

1.1.1. Pic diém chung ciia PowerPoint

e PowerPoint diing dé hd trg soan bai trinh bay, bai giang vé mot chu dé nao d6 va trinh
dién trén cdc man hinh 16n (ti vi, mdy chiéu da nang ...) cho mot nhém ngudi tham dy

(hoi thao, hoi nghi, bdo cdo ...) hoac nhém ngudi hoc (day hoc).

e (Céu trdc cua mot tai liéu PowerPoint bao gém nhiéu slide, mdi slide (twong ty nhu

mot trang word) s€ dugc ngudi soan thé hién mot (hodc nhiéu) nodi dung trén do.

e Tai liéu PowerPoint dé dang trinh bay dep, an tugng, 16 gic nhd cdc hiéu tmg sin c6 va
bang viéc nhiing cdc hinh anh, am thanh, video. Nh¢ vy ma nguoi nghe hiéu van dé
mot cich nhanh chéng, an tugng, khé quén, khong mét moi, nham chian khi nghe

nguoi trinh bay.

e (Cé4c thao t4c bién soan mot tai liéu PowerPoint nhu: tao mai, ghi, soan thao ndi dung,
copy, cit, dan, dinh dang font chii, hinh 4nh .v.v. tuong ty nhu thao tic véi tai li€u
Word. Vi vay, néu nguoi sir dung da biét ding phan mém MS Word dé soan thao vin

ban thi viéc soan thdo mot tai liéu PowerPoint 14 khong c6 gi kho khan.

e Ngudi sir dung c6 thé copy dit liéu tir Word, Excel hodc nhiing truc tiép dit lidu & cic

file nay vao tai liéu PowerPoint.

Luu y: Rat nhiéu ngudi dd nham 1an viéc st dung PowerPoint thay cho viéc phai viét 1én
bang hodc chiéu bai trinh bay nhu mdy chiéu Overhead nén ho d copy toan bd nodi dung tir
gidy hoic file Word vio céc slide dé trinh bay. Viéc trinh bay nhu vay s& lam cho ngudi nghe

nham chan hodc khong dat hiéu qua cao.

1.1.2. Lam quen véi giao dién Ribbon

Nhitng phan thay d6i dé nhan thay nhat 12 khu vuc phia trén cia ctra s6 PowerPoint. Thay vi
nhitng Menu va Toolbar nhu cic phién ban trudc ddy thi ngudi diing PowerPoint 2007 s& thay
cdch sap xép khoa hoc hon véi nhimng 1énh lién quan dugc dwa vao mot nhém. Dy 1énh trén
ctra s6 PowerPoint 2007 duoc goi la Ribbon, né dugc xem la trung tdm diéu khién cho cdc

thao tac tao ra cac bai thuyét trinh. Ribbon rat thuén tién cho viéc si dung.



Insert Dresign Animations Slide Show Review View Form
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Ribbon bao gém mot s tab véi chire nang cu thé nhu sau:

Insert: Pay la noi nguoi st dung c6 thé thém vao trén slide tir table, hinh anh, biéu dé, doan

text, am thanh, header va footer

Design: La noi dinh dang cho slide ¢6 hinh thirc dep hon, bao gém cich thiét ké thong tin

nén, font chit va cach sap xép mau sac.

Animations: Pay 12 tab tao nén hiéu tng cho bai thuyét trinh. Ngudi st dung c6 thé d& dang

diing nhiéu hiéu tng trén tab nay.

Slide Show: Khi bét dau thuyét trinh thi chic chén ring ngudi sir dung phai sir dung tab nay.
Ngoai ra né con chirc ning thu lai bai tudng thuat trong sudt bai thuyét trinh, bén canh chirc

ning chuén bi bai thuyét trinh.
Review: Tab nay cho phép kiém tra chinh ta dam béo an toan cho bai thuyét trinh.

View: Tab nay cho phép xem lai bai thuyét trinh va sap xép lai bai thuyét trinh trén cira so.
1.1.3. Tim hiéu vé thwr vién (Gallery)
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1. M6t sb hiéu ting chuyén tiép giita cdc Slide (Slide Transition) trén Ribbon.

2. Dé tim thém nhiéu mAu Slide Transition, chon niit More.



3. Toan bd thu vién Slide Transition dugc thé hién trén man hinh, ré chudt vao cac Transition

dé xem thir, click vao Transition phit hop dé 4p dung cho bai thuyét trinh ctia minh.

1.1.4. Nhirng chirc ning khac khong hién trén Ribbon
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1. Khi nguoi sir dung khéng thdy mot chic ning trong nhém nhu nhém Font nhu hinh trén,
thi hay click vao mii tén & goc dudi cua nhém.
2. Mot hop thoai xuat hién v6i nhiéu tiy chon khdc dé nguoi sir dung lua chon.

Thoéng thuong cé nhiéu 1énh trong cdc nhém, nhung vi dién tich c¢6 gigi han trén Ribbon, nén
chi ¢6 nhitng 1énh thudng str dung nhat méi hién trén man hinh, con trong trudng hop khong

thdy ngudi str dung nén click vao cdc mili tén tré Ribbon dé tim thém nhiing 1énh can thiét.

1.1.5. Sw dung Quick Access Toolbar

Khi nguoi st dung 1am viéc v6i bai thuyét trinh va c6 mot vai tinh hudng ngudi st dung
mudn lap lai, chfmg han nhu luu tai li€u, thi nén st dung Quick Access Toolbar. N6 1la mot
nhom nhé cac nit 1énh nam phia bén trdi trén Ribbon. Céc nit 1énh bao gém Save, Undo,
Repeat va Redo. Ngudi sir dung ciing ¢6 thé thém cdc 1énh thuong dung vao Quick Access
Toolbar béng céch click phai chudt vao 1énh d6 trén thanh Ribbon r6i chon Add to Quick

Access Toolbar.



1.1.6. Thay ddi cach hién thi bai thuyét trinh

* Performance reviews -

e Mentoring program

1. Nt view giéng nhu phién ban trudc day, nhung chiing bi thay ddi vi tri trén cira so.

2. Kéo thanh Zoom dé phéng to thu nho slide bai thuyét trinh hogc click niit cong hodc trir ¢6

¢6 tinh nang phéng to hoac thu nho slide.

3. Nhan vao niit trong hinh trén & chon géc nhin phit hop.

1.1.7. Phim tit ciia PowerPoint 2007

Néu nguoi str dung thich sir dung ban phim hon chudt, chic chin ngudi sit dung can phai biét
phim tit trong PowerPoint 2007. Cach thiét ké Ribbon di kém v&i cch sir dung phim tit moi.
C6 hai wu diém 1a ¢6 thé sir dung mot nit don cho phim tit va sir dung t6 hop phim. Day 1a

cdch sir dung phim tit

1. Dau tién nhan phim Alt trén ban phim.

2. Nhitng ky tw va con sé xudt hién trén hdu hét cdc trén phin ciia Ribbon dugc goi 1a Key
Tips, Nhitng ky tu hién trén cdc tab cia Ribbon va nit Microsoft Office, con nhiing con sd
xudt hién trén Quick Access Toolbar. Biy gid ngudi st dung c6 thé sir dung né dé c6 thém
nhiéu 1énh va nit khédc. Vi du nhin ndt “H” dé hién 1én Key Tip cho tAt ca cdc nhém trén tab

Home.
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3. Sau d6 nhan Key Tip trong nhém dé thuc hién mot 1énh nao do, chéng han ngudi st dung

nhan Alt, r6i H, roi L thi nguoi st dung s& c¢6 1énh layout cho bai thuyét trinh.

Con nhitng phim tit truéc ddy nhu thé nao? N6 van duoc st dung binh thudng véi
PowerPoint 2007. Chang han nhu phim tit Ctrl + C 1 1énh copy va phim tit Ctrl + V 12 1énh

ddn.
1.2. Cac thao tac co ban

1.2.1. Tim hiéu vé Workspace (khong gian lam viéc)

o x
J 1
| -y
4 | =
Adventure Works
sales pmp{:sal:
Click ta add notes | 4 l

HEREEnS - AW L

Hinh anh trén dwoc goi 1a Normal View, khi nguoi sit dung mo PowerPoint, thi nguoi su
dung s& thay Normal View cua bai thuyét trinh. Nguoi st dung 1am viéc ¢ day dé tao ra cic
slide, ¢6 ba khu vuc chinh ctia Normal View:

1. Slide pane 12 khu vyc 16n & giita, nguoi sir dung s& 1am viéc chii yéu tai day.

2. Trén slide, nhitng hop dugc tao thanh béi nhitng chdm dirt quing dugc goi 1a Placeholders.
Pay 1a noi nhap dit liéu, hinh anh, biéu d6 va nhiing tht khéc nhu file 4m thanh, video clip.

3. Nhitng hop nhé phia bén trdi goi la Thumbnail, khu vyc nay dugc goi la tab Slide va
nguoi str dung c6 thé chon Slide thumbnails (hinh thu nhé cua cic slide) & day dé tim va di
chuyén téi cdc slide khac.

4. Khu vyc phia bén duéi 12 Notes pane, noi nguoi st dung c¢6 thé nhap nhitng ghi chi khi

can thiét.
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1.2.2. Thém slide méi

fRer

Title and Content

Khi m¢ PowerPoint ra chi c6 moét slide trén man hinh, nguoi st dung muon thém cic slide

khéc thi cach thong dung 14 chon New Slide, trén tab Home tab, nhu hinh trén.
Co6 hai cach dé sir dung nit nay:

1. Néu ngudi sir dung click phan trén cta niit nay, mot slide méi s& xuét hién ngay 1ap tuc,

bén dudi tab Slide, slide d6 ciling xuét hién.

2. Néu nguoi st dung click phan dudi cta nit nay, nguoi st dung s€ c6 mot thu vién layouts

cho slide dé nguoi sir dung c6 thé chon lya dé thém vao bai thuyét trinh.

1.2.3. Chon kiéu dan trang (layout) cho slide

; | Tile and

Title $lide Content

2

W=

Click to add title

Click to add subtite

1. Slide tiéu dé (Title Slide) trong hinh trén c6 thé tim kiém trong Layouts Gallery. Thudng

trong Slide tiéu d& s& ghi tén bai thuyét trinh va cdc thong tin lién quan nhu tic gia v.v...

2. Layout ctia Slide tiéu dé (Title Slide) bao gdm diém dinh sin (placeholder) cho tiéu dé

chinh va tiéu dé phu.
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3. Layout nguoi st dung s& sir dung cho hau hét cic slide khac duoc goi 1a Title and Content

(tiéu dé va ndi dung), nguoi sir dung c6 thé thiy trong Layouts Gallery.

4. Trén layout cta cdc slide nay c6 mot placeholder cho tiéu dé& va mot placeholder cho viéc

nhap ndi dung vin ban (text), hinh anh (picture), phim anh (movie), biéu d6 (chart), ...

1.2.4. Nhap noi dung van ban vao slide

Calibri (Body] -|32 = = ||l -
5 B 4 U 8 et =i W G- 3
A Ac|A N (EFEAR T
Fanit . Paragraph
x.
: Current products
: .
+ Outdoor gear
— Camping
o 1 = Duffle bags
= Backpacks
— Frame packs
= Day packs

1. Nguoi st dung c6 thé sir dung nhi€u cap khac nhau d€ thé hién cac ndi dung chinh va céac

ndi dung phu tuong ung

2. Trén Ribbon, st dung 1énh trong nhém Font dé c6 thé thay doi cich dinh dang cho cdc ky

tu, mau sac va kich c& chir.

3. Sur dung 1énh trong nhém Paragraph dé thay ddi dinh dang céc doan text nhu dinh dang

danh sach, xuéng dong.
1.2.5. Chen slide tir mét bai thuyét trinh khac

Hame .R:uscﬁl'pdcs bl .
3 Insert shide frome | C\:-Prasertations... s []

= Browse v
“I g
Slide - erne Shdes -
Odfice The me - e
. Cf il
w4
Title Shide -I. ——
! — Lepours Sy 5
= -
-
Tita Chrhe
e
== Shicles from Quthing... E = g

.

£ .zl Beuse Slides... Qg— % Kasp tource fomm aming

Nguoi sir dung c6 thé sir dung nhiing slide tir bai thuyét trinh khéc, cdch 1am nhu sau:
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1. Trén tab Home, click miii tén trén New Slide, Néu ngudi st dung muén chén mot slide

moi thi chon layout cho né trude.
2. Phia duéi layout gallery, chon Reuse Slides.

3. Trong Reuse Slides, dudi Insert slide from, chon Browse dé tim bai thuyét trinh ¢6 nhiing
slide nguoi sir dung mudn chén va sau d6 nhap vao mili tén dé mo nhiing slide nay.

4. Khi da c6 nhiing slide ngudi sir dung can, chon Keep source formatting bén dudi ctra so.
Néu ngudi sir dung mudn giir nguyén slide thi truéc khi chen ngudi sir dung can chon Keep
source formatting. Néu khong chon thi né c¢6 dinh dang giéng nhu slide ngudi sir dung dang
lam viéc.

5. Chon slide ngudi sir dung mudn chén. Céc slide s& duoc copy sang bai thuyét trinh ma

nguoi st dung dang lam.

1.2.6. Tao ra nhimg ghi chi cho nguoi thuyét trinh (Speaker Notes)

The Opportunity

The Potential =

ey

» How should we expand our inventory?
* Consider the concept of ™just-in-time” retail.
= Our range will cutdo the competition.

1. Khi x4y dung ndi dung cho slide, ngudi st dung c6 thé nhap nhimng ghi chi trong 6 Notes

phia bén dudi slide.

2. Nguoi sir dung c6 thé ndi rong 6 notes dé dé dang 1am viéc bang cach kéo thanh chia tich

(Split bar).

3. Nhitng ghi chd cua ngudi st dung s& dugc luu trit trong mot trang ghi chd bao gdm ban sao

cua slide v&i nhitng ghi chi.
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1.2.7. Sir dung miu thiét ké theo chit dé (Themes)

Adventure Works
2004 Sales Proposal

MBJi bai thuyét trinh c6 mot chu dé. Chu dé x4c dinh phong cdch va mau sic cho slide cua
ngudi st dung. Trén hinh 12 ba kiéu slide c6 ciing mét ndéi dung, nhung véi ba chu dé khic

nhau. Mot chu dé bao gdm:
e Thiét ké nén
e Mau sic
e Kiéu va kich c& font chir
e Vi tri cdc Placeholder (diém dinh sin).
e Chu d& mau sic anh hudng dén mau hinh nén, mau font chlt, mau dudng vién va

nhitng yeu t6 khac nhu bang bic¢u va biéu do.

1.2.8. Chon mot theme cho slide

B ovwn | Sl show — Riteid—_ View
ol | gl
R0 o

Adventure Works
2008 Sales Proposal

LINBA MARTIN
SENIOR VICE PRESIDENT
WORLDWIDE SALES

MGdi bai thuyét trinh méi bt diu duge gan mot chi dé mic dinh Office Theme (chu d& vin
phong). Cach chon mot chii dé bing céch nhin vao tab Design va tim mot cha d& phit hop cho

bai thuyét trinh ciia minh.
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1. Chu dé mau: Nguoi st dung thiy s& ndm trong nhém Themes.
2. Bé tim thém chu d¢, click nit More mili tén bén phai ctia nhém Themes.
3. Khi chi con tré vao bat cir chit & miu ndo, ngudi sit dung s& thdy né hién cha dé d6 1én

slide.

1.2.9. Céch chén hinh anh hoic nhirng thanh phan khac

1. Chon biéu tuong Clip Art trong Placeholder.

2. Mot cira s6 nhiém vy Clip Art mé ra, nhép tir khéa trong hop Search for véi nhing chii dé

goi ¥ phén loai, sau d6 nhan Go.

3. Nhing doan clip xuét hién phtt hop theo yéu cdu cua tir khéa. Chon mét cdi dé chen vao

trong slide.

Hinh anh s& ty dong c6 kich thudc va vi tri trong Placeholder. Nguoi sir dung ciing c6 thé
chén bang biéu, biéu dd, hinh anh c4 nhan, video va SmartArt graphics bang cich nay. Nén
luu ¥ rang ngudi st dung phai giam dung luong hinh anh can thiét khi chén vao slide.

1.2.10. Cach chén hinh anh hogc nhimg thanh phin khac bing Tab Insert

C6 mot cich khac dé chen nhitng thanh phan khdc vao slide bang cdch sir dung tab Insert trén

Ribbon. Tat ca moi thir ngudi st dung c¢6 thé chen tir day.
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Home Insert Design Animations Stide Show Review View Faormat

Bl m [y Shapes - %H;prrl.nl_ A _] Header & Footer | @] Shide Number
_I - T smartArt % Adtion A Wordart - £2 Symbol
Fidure Clip Fhoto o
At Album - [l Chart

" Object

1. Text boxes rat thuan tién khi ngudi sit dung muon thém doan text noi nao dé va can chu

thich cho n6. Trudc hét chon Text Box trén tab Insert.

2. Va sau d6 v€ mot hop trén slide va nhap ndi dung.

1.2.11. Chinh stra slide
Khi chén mét hinh anh vao rdi va ngudi sitr dung mudn diéu chinh né nhu chinh sta kich
thudc, cit bét, chinh mau séc, St dung Picture Tools dé 1am viéc nay. N6 c6 san khi nguoi

st dung chon hinh anh.

Picture Taols
Animations Slide Show Review View | Format
T - " = & A =3 "1 -

> iy S ¥ Picture Shape {4 Bring to Front - |2 Align o 5 J

d .d “ | - 2 Picture Border = -iil send to Back - ::
g ' = . o Crop —
T i Picture Effects - "';:‘. Selection Pane 5 Rotate - o
Ficture Styles = Arrange Size

1. Chon hinh anh.

2. Picture Tools xuit hién trén Ribbon. Sir dung lya chon trén tab Format dé chinh sta.

1.2.12. Sip xép ndi dung slide

Khi ngudi sit dung da c6 ndi dung can thiét cho slide va ngudi sir dung chi mudn sip xép
ching ngan nip hon dé 1am cho bai thuyét trinh 4n twong hon. Ngudi sir dung c6 thé sir dung

Iénh Arrange dé di¢u chinh cic yéu to.
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Ficture Tools

Format

4 Bring to Front - |I2= Ll m
B3 Send to Back = | |3 Adign Left 3
"I-:; Selection Pang & Align Center
2 | Amange =l Align Right
b i | Align Top
Happy campers with Adventure : <F | Align khiddle

1. bé sép xép théng hang ghi chi vi hinh dnh thi chon Placeholder ctia ca hai b@'mg cdch nhin

Ctrl rdi chon ting cii.

2. Tim nhém Arrange trén tab Format, trong Picture Tools.

3. Chon niit Align va sau d6 chon and then click Align Left. Lénh Arrange c6 sin trén nhém
Drawing, tab Home.

1.3. KV niang chuén bi bai trinh bay bz‘“mg PowerPoint

Pé ¢6 mot bai trinh bay dep, an tugng va thu hit dugc ngudi nghe thi viéc chuén bi ndi dung
hét stc quan trong, dudi ddy 1a mot sé dic diém chung cia noi dung trinh bay bang

PowerPoint:

e Noi dung duoc phéan theo céc chu dé chinh, ngan gon, xic tich. Noi dung can dugc
trinh bay can dugc phan chia thanh cdc chu dé trong tim, khong lan man lam nguoi
hoc kho tap trung theo doi.

e Phan giai thich cho céc chii dé phai thé hién c6 dong, ngan gon, diing cic cum tir ngan.
Pay ciing 12 phan khéc biét co ban giira vin ban PowerPoint va vin ban Word.

e Gay duogc su chi ¥, tap trung bang cach van dung mau sic, hinh anh, 4m thanh va céc
doan phim (video) minh hoa hop 1y. Tranh lam dung qua nhiéu cic file nay.

e D4i v6i cic bai giang: Can van dung cic bai tip bang cdc trd choi nham kich thich
ngudi hoc nhé 1au, khdng nham chédn véi bai hoc.

e Ngudi trinh bay phai hiéu rat rd timg van dé can trinh bay. Trinh bay ¢6 16 gic, chid y

str dung c4c hiéu ing dé dién giai minh hoa cho ndi dung.
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1.4. Bai tap chwong 1

Bai 1: Hay soan bai trinh bay “Giéi thiéu mon tin hgc co s6” voi cac slide sau:

Lua chon kiéu, str dung font chir, ¢& chit, cic hiéu tng cho phit hop.

Slide | Noi dung
Slide 1: | Tén mon hgc : Tin hgc co sé&
S6 don vi hoc trinh  : 4 DPVHT (60 tiét)
Trinh d¢ : Sinh vién nam th{r nhat va nam thir hai.
Phén b thoi gian : 60 tiét Iy thuyét va thyc hanh.
Piéu kién tién quyét  : Khong
Slide 2: | Muc dich ciia mon hoc
- Léy’néi dung trong file P& cwong chi tiét mon hoc trén cong thong tin dao tao,
tém tat thanh cic y chinh.
Slide 3: | M6 ta tém tit ndi dung mon hoc
- LAy noi dung trong file D& cuong chi tiét mon hoc trén cong thong tin dao tao,
tém tat thanh céc y chinh.
Slide 4: | Nhiém vu ciia sinh vién
- C6 mit it nhét 1a 80% so gio quy dinh.
- Hoan thanh bai tap kiém tra.
Tai liéu hoc tap
- Tai liéu chinh : B0 tai liéu do B mon THCS bién tap.
- Tai liéu tham khao : Céc tai li€u ctia Microsoft va tai li€u trén mang.
Slide 5: | Kiém tra, danh gi4 sinh vién

- Baitap kiém tra : 30% (01 bai tap lam tai nha).
- Bai tap kiém tra hét mén: 70%
Thang diém 10.
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Bai 2: Hay soan bai trinh bay “Microsoft Office Word” véi cac slide sau:

Lua chon kiéu, st dung font chit, cd chit, cic hiéu trng cho phu hop

Slide No6i dung

Slide 1 | Chwong 1. Lam quen véi Microsoft Word
1.1.  Lam viéc trong moi truong Word
1.2.  Thao tic voi tép
1.2.1. Tao moi
1.2.2. Mo tép
1.3.  Céc cdch hién thi tai liéu
1.4.  Céc céch di chuyén tai lidu

1.5. Xem trudc va in tai li€u

Slide 2 | Chwong 2. Soan thao va trinh bay thong tin
2.1.  Tao tai lidu dau tién

2.1.1. Thiét 1ap méi truong soan thao

2.1.2. Lam quen véi ctra s soan thao
2.2.  Chinh stra van ban va tai liéu

2.2.1. Hiéu chinh tai liéu

2.2.2. Chen ndi dung vao van ban

Slide 3 | Chwong 3. Trinh bay thong tin trong cot va bang
3.1.  Céch trinh bay thong tin trong cit

3.2.  Sirdung Tab dé tao danh sich dang bang

3.3.  Céch trinh bay théng tin trong bang

3.4. Dinh dang bang

3.5. Tinh toan trong bang

3.6.  Sap xép dit liéu trong bang

Slide4 | Chwong4. P hoa, ky tw diic biét va cong thirc toan hoc
4.1.  Chen va chinh stra 4nh

4.2.  Tao chit ngh¢ thuat

4.3.  Chen ky tu dac biét va cong thirc todn hoc

Slide 5 | Chwong 5. Sir dung Mail Merge

5.1.  Thiét lap danh sich ngudi nhan trong Mail Merge
5.2. Tim hiéu céc truong (fields) trong Mail Merge
5.3.  Thuc hién Mail Merge
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