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Bai 2 - Con hdy chon dap an dung

i Con hady cho biét, tiy chon nao la rng dung dam may?
Van ban stra doi Notepad
# Microsoft Word Google Tai liéu

%" &

= Khi Con sao chép hoic di chuyén vin ban tir mot tai liéu. Con hay chioz

biét, tuy chon nao sau day dwoc may tinh sir dung dé tam theoi lwu '
van ban da dwoc sao chép?
GPU USB Drive Clipboard Driver
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ﬁ Con hay cho biét, chirc nang nao trong PowerPoint cho phép Con‘ap
dung mét hiéu iwng chuyén Slide (Transitions) cho tdt ca cac Slide trong
bai trinh chiéu?

Timing Duration Apply To All Effect Options Advance Slide
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f% = Con hiy cho biét, thé nao trong cac tuy chon sau c6 thé chira cac tuy chon
) trinh chiéu?

Home File Review Slide Show

ﬁ Con hay cho biét, tily chon nao sau day dwoc dung dé bién dién tiéu deé
dong trong Excel?
S6 La Ma (Roman Numerals) Mau sac (Colors)

Con s6 (Numbers) Ki tw (Letters)
Pt

&f

= V&i moi cAu phat biéu vé hoat doéng giao tiép trén méi trwong s, hay

chon Pung hoac Sai.

Phép xa giao trén moi trwong so 1a bd quy tic gitp dinh huémg cach

moi nguoi twrong tac xa hoi trén mang. de
vy
L]
Vi ban dang khong giao tiép mat déi mat nén ton trong la diéu khong can %
thiét.

D6ng cam 1a kha ning thiu hiéu rang phia sau thiét bi bén kia 1a mot

con nguwoi that va cé cam xuc.

é'ﬁf%% Nén dung danh sach cé ky hiéu dau hang khi thir tw cdc muc déng vai
% tro quan trong.

ﬁ Tuy chon nao sau day biéu dién tiéu dé cdt trong Excel?
Con s6 (Numbers) Ki tur (Letters)

Mau séc (Colors) S6 La Ma
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«-"l" Muc dich caa viéc chinh sira la gi?
Chia se y twong cua ban.
Phdi hop véi nhau dé hwdng dén mdt muc tiéu.
Nhan dwoc diém so tuyét doi.

Khac phuc 16i va 1am cho bai tdp hoan chinh hon.

ﬁ Con hdy cho biét, thé nao trong cac tuy chon sau cho phép thém mot
Video vao bai trinh chiéu PowerPoint?

Insert Home Design File
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= Tuy chon nao sau day sé tang d0 rong cot trong Excel? (Chon 2)
Nhéip chudt mét lan (Single Click) 1én ranh giéi cot.

Nhap duap chudt (Double Click) 1én ranh giGi cot.

Str dung t6 hop phim Ctrl + Shift + R

Nhap (Click) va kéo (Drag) chudt 1én ranh gidi cot

ﬁ Con hay cho biét, nhip chudt ba lin vao viing chon (Selection Area)

trong tai liéu Word sé din dén hanh doéng nao sau day? »i;':_:,m
s A ~ ~ k= L
Chon mot dong duy nhat. Chon mét tir duy nhat. 33
Chon mét doan van ban duy nhat. Chon toan bo tai liéu.
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Con hay cho biét, hanh déng nao trong cac tuy chon sau dwoc dung dé
. di chuyén mdét Slide trong PowerPoint?

R Reset bai trinh chiéu

I Nhap (Click) va kéo (Drag) mét Slide sang vi tri méi.

Tinh nang Reorder Slides Appropriately

Tinh nang Layout
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ﬁ Con hay cho biét, tinh ning nao trong chwong trinh Microsoft Word)
cho phép tim va thay thé cac tir trong toan bo tai liéu?

Undo Redo Replace Spelling & Grammar
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= Khi Con chia sé tai liéu trwc tuyén véi ai do, Con quyét dinh nhirng

s
A

gquyén ma ngwoi do cé. Con hiy cho biét, quyén nao cho phép ai dé6 xem
tai liéu nhwng khong dwoc thuc hién thay doi doi véi tai liéu?

Tao nhan xét (Make Comments)

Sao chép tai liéu (Copy Document)

Chinh swra tai liéu (Edit Document)

Xem tai liéu (View Document)

ﬁ Con hay cho biét, tily chon nao sau diy c6 thé dwoc thwe hién trong thé
Animations cua PowerPoint? (Chon 2)
Thay doi thi tw ctia cac hiéu (rng hoat hinh phat diu tién trén mét Slide.
Nhap hiéu trng hoat hinh tir cac chwong trinh khéc.
Thay doi thoi gian khi phat hiéu (rng hoat hinh (Animations).

%
Tao tuy chinh hiéu (trng hoat hinh (Animations) tir cac tdp tin trén may tinh. @f&

é—f L

= Tuy chon nao sé di chuyén con tré xudéng hang bén dwéi trong Excel?

Tab Shift Enter Backspace

ﬁ Chu thich (Caption) la gi?
&?@e Nhirng ngwoi ban mong doi sé doc ndi dung cia ban.
Mot mé ta van ban dwéi mot hinh anh.
Cach vin ban dwoc sip xép trén trang.

Mot mé ta ngdn vé ndi dung sap téi.
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«::" Tuy chon nao trong chwong trinh Microsoft Word cho phép ngw¢i khac
doc hoac chinh sira ban sao tip tin cta con?

Export Save As Share Save

ﬁ Mot loat cac muc dworc chia nho béi cac ki hiéu dau dong 1a gi?
bé muc (Heading)
Poan van ban (Paragraph)
Danh sach danh sé (Numbered List)

Danh sach ky hiéu dau dong (Bulleted List)
&.-‘:'-‘ Sir dung ctia mot danh sach danh s6 dé lam gi?
Gti tin nhan van ban.
Liét ké cdc muc theo mdt thit tw hodc trinh tw théi gian nhit dinh.
Viét moét 14 thu gom nhiéu doan.

Thém hinh danh vao ban trinh chiéu.

ﬁ Tuy chon Can lé - Alignment trong tai liéu la gi?
Nhirng ngudi ban mong doi sé doc ndi dung cua ban.
Khi cac thanh vién ciia mét nhém lam viéc cung nhau.
Van ban xudt hién bén dwdi mot hinh anh.

No6i dung dwoc sdp xép nhw thé nao trén trang.
Py
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= Trong Microsoft Word, tily chon nao cho biét 18i chinh ta?

Mot vong tron mau do. M6t vong tron mau xanh lam.

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

ﬁ Tuy chon nao dwéi day la mot wng dung trinh chiéu?
Gmail Microsoft Excel

Microsoft PowerPoint Google Docs
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