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Ciu 1: Dé tao mét slide giong hét nhu slide hi¢n hanh ma khéng phii thiét ké lai, nguwdi sir
dung

Chon Insert -> Duplicate

Chon Insert == New Slide

Chon Insert -> Duplicate Slide

Khong thuc hién dugc

Ciu 2: Dé ciin 1é cho mét doan viin bin nao d6 trong gido 4n dién tir dang thiét ké, trude tién ta
phai

Dua con tré vin ban véo giita doan vin ban cin cin 1é
Chon ca doan vin ban can cin 1é

Chon mét dong bét ky trong doan van ban can cin lé
Ca 3 cach néu trong cau nay déu ding

Ciu 3 : Mudn x6a slide hién thai khéi gido dn dién tir, nguoi thiét ké phai

Chon tat ca cac dodi tuong trén slide va nhin phim Delete.

Chon tit ca cac d6i twong trén slide va nhan phim Backspace.

Chon Edit -> Delete Slide.

Nhan chuét phai 1én slide va chon Delete

Ciu 4: Dé lvu mét doan vin ban di dwoe chon vao ving nhé dém (clipboard) ma khong lam

miit di doan vin ban d6 ta nhan td hop phim

Ctrl+ X
Crl+Z
Ctrl + C
Ctrl+V
Ciu 5: Pang thiét ké giso 4n dién tir, trwde khi thost khoi PowerPoint néu ngudi sir dung chua
luru lai tip tin thi may sé hién mdt thong béo. PE luu lai tip tin nay ta sé kich chudt trdi vao nit

nao trong biang thong bio nay?

Nt Yes

Nut No

Nut Cancel

Nt Save

Ciu 6 : Mudn sao chép mdt phin ciia doan viin ban trong mét Text Box, ta phii
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Chon phan vin ban cén sao chép, nhan Ctrl + C ro6i dua con tro viin ban dén vi tri cén sao chép,

nhan Ctrl + V

Chon phan van ban cén sao chép, nhan Ctrl + V r6i dua con tro van ban dén vi tri cin sao chép,

nhan Ctrl + C

Chon Text Box chira doan van ban do, nhan Ctrl + C roi dwa con trd van ban dén vi tri can sao

chép, nhén Ctrl + V

Chon Text Box chira doan van ban do, nhan Ctrl + V roi dua con tro van ban dén vi tri can sao

chép, nhén Ctrl +
Ciu 7: Thao tic chon Edit -> Delete Slide 1a dé

Xoa slide hién hanh
Xéa tap tin co noi dung 1a bai trinh dién hién hanh
Xoa tat ca cac slide trong bai trinh dién dang thiét ké

Xoa tat ca cac doi tugng trong slide hién hanh

Ciu 8: Khi thye hién thao tic chon Insert -> Movies and Sounds ngudi sir dung

Chi duoc phép chén hinh anh vao giao an
Chi dugc phép chén am thanh véo gido an
Chi dugce phép chén phim vao gido an

C6 thé chén am thanh hodic phim véo gido én

Ciu 9: Dé thiét lap cac thong sé trang in ta thue hién

Chon File -> Page Setup

Chon File -= Print

Chen File -= Print Preview

Chon File -> Properties

Ciu 10: D¢ t6 mau nén cho mét slide trong bai trinh dién ta thyc hi¢n

Chon View -> Background
Chon Format -> Background
Chon Insert -> Background
Chon Slide Show -> Background
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