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,‘M\é SR Bai 1 - Con hiy chon dap an ding
_ “Ce’tc tir hodc cum tir ngan & dau trang trinh chiéu ky thuat sé
! (Digital Slide) la gi?
V' Nha xuét ban (Publisher) URL
bé muc (Heading) Tac gia (Author)

Z"Bi’éu gi c6 nghia 1a kiém tién cho chi sé hiru trang Web khi ban tim
Kiém trwc tuyén?
Tin nhan trong ttrng dung Két qua tim kiém

Quang cao (Ads) Tir déng nghia (Synonyms)

‘.Chli thich (Caption) 1a gi?
Nhirng ngwoi ban mong doi sé doc ndi dung cua ban.
Mot md ta ngan vé ndi dung sap tai.
Céach van ban dwoc sap x€p trén trang.

Mot m6 ta van ban dwéi mot hinh anh.

z’Tinh nang nao dwoc sir dung véi tinh nang Find, sé thay thé van ban
sau khi no dwoc tim thay?
Thay doi (Change) Thay thé (Replace)
Thay thé (Substitute) Thu hoi (Retrieve)

rTujf chon Alignment - can lé trong tai liéu la gi?
Nhitng nguwdi ban mong doi sé doc ndi dung ctia ban.
Ndi dung dwoc sap x€p nhw thé nao trén trang.
Khi cac thanh vién ctia mét nhém lam viéc cung nhau.

Van ban xuat hién bén dwdi mot hinh anh.
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Z’Posting c0 nghia la gi?

Co thé hiéu nguoi khac c6 thé cam thiy nhuw thé nao.

% Nhitng cich ching ta thé hién su ton trong va long tét truc tuyén.
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Chap nhan ai d6 hodc diéu gi d6 ngay ca khi ban khéng déng y hodc khong hiéu.

Pwa mot cai gi do 1én Internet.

‘.Tiéu dé (Title) 1a gi?
Nguon thong tin trong tai liéu.

Cach &rng dung xac thuc nguoi dung.

Cac tir va cum tilr gi¢i thiéu chi dé ctia mot tai liéu hodc ndi dung céng viéc.

Van ban xuat hién bén dwdi mét hinh anh.

Z’Trong chwong trinh Microsoft Word, khi mgt hinh anh dwoc chon, cac

Handle nhé xuat hién xung quanh dwdong vién cua hinh anh. Con hay

cho biét, chirc nang ctia cac Handle la gi?

Cat (Crop) hinh anh.
Thay doi kich thwéc hinh &nh.

Thém cac kiéu dang (Style) cho hinh anh.

Thém dwdong vién (Border) cho hinh anh.

‘.L'I’ng dung nao c6 thé dwoc sivr dung dé hién thi hinh anh, van ban, Video

va ndi dung truc quan khac cho khan gia?

U'ng dung thw dién tr (Email Applications)

’ng dung nhén tin (Text/SMS Applications)

&

U'ng dung trinh chiéu (Slideshow Applications)
U'ng dung bang tinh (Spreadsheet Applications)

Trong cac tuy chon sau, tuy chon nao la tinh ning tim kiém cho phép :’
con tim kié€m cac tir dwa trén cic mau va trinh tw cu thé? 4
Wildcard Characters (Ky tw dai dién) Go To _ 5‘;%
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N Tim kiém cta ban khéng mang lai du két qua.

bén canh mot so lién két, diéu do co nghia la gi?

Ban sé mdat tién néu ban nhap vao lién két.

May tinh ctia ban bi nhiém Virus.

bay la mot muc dwoc tai tro ma ai d6 da tra tién.

L Con hay cho biét, van ban dwoc thém vao bang (Table) trong tai liéu
Word nhw thé nao?
Van ban duoc nhap tw dong.
Vin ban dwoc nhép thu cong khi ngwdi dung nhap chudt vao 6 va bat dau nhap.
Van ban dwoc chén qua thé Insert.

Van ban khéng kha dung cho bang trong tai liéu Word.

‘rfTily chon nao dwéi day la mot vi du vé giai tri?
Mot tir dién truc tuyén.
Truyén tric tuyén (Streaming) mét chwong trinh.
Gwi Email cho gido vién ctia ban.

Mot bang tinh diém cia ban.

rTrong Microsoft Word, tuy chon nao cho biét 16i chinh ta?
Mét vong tron mau do. Mot vong tron mau xanh lam.

Mot dwong luon song mau xanh. Mot dwong lwon song mau do.

L Con hay cho biét, tuy chon nao la irng dung dam may?
Vin ban sira doi Google Tai liéu
Microsoft Word Notepad
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z’Chl’rc nang nao trong PowerPoint cho phép Con ap dung mét hiéu rng,

chuyén Slide (Transitions) cho tit ca cac Slide trong bai trinh chié

Apply To All Timing Duration Effect Options Adva@igli. 1
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hay cho biét, tily chon nao sau day dwo'c may tinh sir dung dé

A

Y tam thoi lvu trir van ban da dwoc sao chép?
AN
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GPU Clipboard USB Drive Driver
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‘.Con hay cho biét, thé nao trong cac tuy chon sau co6 thé chira cac tuy
chon trinh chiéu?

Home Slide Show Review File

z’ Con hiy cho biét, tily chon nao sau diy dwgc dung dé bién dién tiéu dé
dong trong Excel?
S6 La M3 (Roman Numerals) Con s6 (Numbers)
Mau sac (Colors) Ki tw (Letters)
‘. Véi moi cAu phat biéu vé hoat dong giao ti€p trén mdi trwedng s6, hay
chon Pung hoac Sai.

Vi ban dang khéng giao tiép mat d6i mat nén ton trong
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la diéu khong can thiét.

Phép xa giao trén moi trwedng s6 1 bo quy tac gitip dinh
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hwéng cach moi ngudi twong tac xa hoi trén mang,.

Nén dung danh sach c6 ky hiéu dau hang khi thi tw cac
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muc dong vai tro quan trong.
Dong cam la kha nang thau hiéu rang phia sau thiét bi

bén kia la mét con ngwéi that va cé cam xuc.

I‘Tﬁy chon nao sau day biéu dién tiéu dé cot trong Excel?
Con s6 (Numbers) S6 La Ma
Mau sic (Colors) Ki tw (Letters)
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r Thé nao trong cac tiy chon sau cho phép thém mét Video vao bai trin

chiéu PowerPoint?
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Chia sé y twdng cua ban.

Khéc phuc 16i va lam cho bai tdp hoan chinh hon.

Phéi hop véi nhau dé hudéng dén mot muc tiéu.

Nhan dwoc diém so tuyét doi.

ch‘ly chon nao sau day sé tang do rong cot trong Excel? (Chon 2)
Nhéap chudt mot lan (Single Click) 1én ranh giéi cot.
Nhép (Click) va kéo (Drag) chudt 1én ranh gi6i cot
Nhap diap chudt (Double Click) 1én ranh gidi cot.
Str dung t6 hop phim Ctrl + Shift + R

z‘ Con hay cho biét, nhdap chudt ba lin vao viing chon (Selection Area)
trong tai liéu Word sé dan dén hanh dong nao sau day?
Chon mot dong duy nhat. Chon toan b0 tai liéu.

Chon mot doan van ban duy nhat. Chon mot tir duy nhAt.

‘.Con hay cho biét, hanh dong nao trong cac tuy chon sau dwoc dung dé
di chuyén mét Slide trong PowerPoint?

Reset bai trinh chiéu

Tinh nang Reorder Slides Appropriately
Nhip (Click) va kéo (Drag) mot Slide sang vi tri mai.
Tinh nang Layout

z‘ Con héy cho biét, tinh niang nao trong chwong trinh Microsoft Word
cho phép tim va thay thé cac tir trong toan b tai liéu?

Replace Redo Undo Spelling & Grammar
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Z’ Con hay cho biét, tuy chon nao sau day coé thé dwoc thwc

hién trong thé Animations cua PowerPoint? (Chon 2)
Thay doi thoi gian khi phat hiéu &ng hoat hinh (Animations).
Thay doi thir tw ctia cac hiéu rng hoat hinh phat dau tién trén mot Slide.
Nhap hiéu trng hoat hinh ttr cac chwong trinh khac.

Tao tuy chinh hiéu &rng hoat hinh (Animations) tir cac tap tin trén may tinh.

e[{hi Con chia sé tai liéu trwc tuyén véi ai do, Con quyét dinh nhirng
quyén ma ngwdi do co. Con hay cho biét, quyén nao cho phép ai d6 xem
tai liéu nhwng khong dwoc thwe hién thay déi doi véi tai liéu?
Tao nhan xét (Make Comments) Xem tai liéu (View Document)

Sao chép tai liéu (Copy Document) Chinh stra tai liéu (Edit Document)

IfTily chon nao trong chwong trinh Microsoft Word cho phép ngwoi
khac doc hoac chinh sira ban sao tap tin caa con?

Share Save As Export Save

‘. Mot loat cac muc dworc chia nho boi cac ki hiéu dau dong 1a gi?
bé muc (Heading)
Danh sach ky hiéu dau dong (Bulleted List)
Poan van ban (Paragraph)

Danh sach danh so6 (Numbered List)

"rf Str dung cua mot danh sach danh sé dé lam gi?
Gri tin nhadn van ban.
Liét ké cac muc theo mot thir tw hodc trinh tw thoi gian nhat dinh.
Viét mot 14 thu gom nhiéu doan.
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Thém hinh anh vao ban trinh chiéu. "‘l ;.
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