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CHU DE 4: SANG TAO NOI DUNG

Viéc dinh dang van ban, nhw in dam, in nghiéng, mau chir va kich

c® to nhd, c6 thé giap xac dinh thi tw tim quan trong cho céc _ Sai
. . s 7 &
phan khac nhau ¢ tai liéu.
Dung kich c& phong chir khac nhau cho tirng doan van gitup
" dé doc va hiéu nhitng phan quan trong nhét ctia ti liéu. w &%
7 Tieu de i lidu nén dwoc dit & diu trang. & @

gk
é Ban nén dinh dang tiéu dé nhw thé nao dé trong noi bat hon?

Dinh siéu lién két (Hyperlink) vao tiéu deé. Giam kich c& phong chi.

Chuyeén tiéu dé xuéng cudi trang. Poi dinh dang thanh in dam.

Vé&i moi ciu phat biéu vé ndi dung trwe tuyén, hiy chon C6 néu néi dung dé

nham muc dich giai tri hodc Khéng néu khéng phai.

Kc' F Sach dién twr ® @ Co Huéngdinsirdung < < Co
Ef':} Loichimgthwe v,  Khong Meme ¢ ¢ Khéng | _'\y

Véi mdi cau phat biéu vé quy tic chon hinh 4&nh phu hop trong tai liéu va bai

trinh chiéu, hay chon Piing hoac Sai.

Hinh anh nén bi vé nét. - Sai

i ol
Hinh anh nén lién quan dén chu de. % & Sai
Hinh anh nén c6 dadu an mo tir cac trang kho hinh anh. it < Dung

Muc dich cua viéc chinh sira la gi?

Chia sé y twdng cta ban.
Phéi hop véi nhau dé hwédng dén mot muc tiéu.

Nhan dwoc diém s6 tuyét doi.

( Khac phuc 16i va 1am cho bai tap hoan chinh hon. \ )
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L

A\VER 55LIVEWORKSHEETS'




t‘:‘:"_

o

¢

Q¢

B O’ mdi tinh huéng ban cin tao danh sach, hiy chon xem ban nén tao duéi dang

danh sach danh s6 hoac danh sach cé ky hiéu ?

Danh sach nhirng mén d6 an nhe ban yéu Danh sach c6
thich. w ky hiéu
) Danh sach c6
Danh sanh hwéng dan cach nwéng banh quy. &
ky hiéu
Danh sach cac bwéc 13p rap mot mén do choi Danh sach
” & w
mai. danh so
- Danh séch cdc mon d6 ban can xp vao hanh Danh sach
o & .
Iy dé di choi danh s6

Ban dang chuin bi mét bai trinh chiéu dai 5 phit, méi trang chiéu sé c6 mét

hinh anh. Ban nén lam gi dé cung cap thong tin vé tirng hinh anh?
Viét mot doan vin dai vé tirng anh. Pinh kém chu thich.
Duing phéng chir dam. D6i mau nén.
Hay ndi thuat ngir & danh sach bén phai véi dinh nghia twong (rng bén trai.

MOt tir, cum tir hodc ciu tém tat noi " ¥ Doan van
dung sé trinh bay & phan tiép theo. ' (Paragraph)

Kiém soat cich hién thi va hwdng clia Can lé

mot muc, vi du nhw doan van hoac o ©/  (Alignment)

hinh anh.

M6t chudi cac cau déu lién quan dén & P Dé muc

mot chi dé duy nhat. - (Heading)

Mdt chudi cac muc c6 ky hiéu hoic sé % & Danh sach (List)
E:: g &L

o dau.

Tuy chon nao la ng dung dam may?

Van ban sira doi Notepad Microsoft Word Google Tai liéu

Khi Con sao chép hoac di chuyén van ban tir mot tai liéu. Con hiy cho biét,
tuy chon nao sau day dwo'c may tinh sir dung dé tam thoi lwu triv van ban
da dworc sao chép?




Qedl/

E‘-  T'GRU USB Drive Clipboard Driver
X -

Con hiy cho biét, thé nao trong cac tuy chon sau cho phép thém mét Video g

o

vao bai trinh chiéu PowerPoint?

Insert Home Design File

Con hay cho biét, nhap chudt ba lan vao viing chon (Selection Area) trong

tai liéu Word sé dan dén hanh dong nao sau day?

Chon mot dong duy nhat. Chon mét tir duy nhat.

Chon mot doan vdn ban duy nhét. Chon toan b6 tai liéu.

Tuy chon nao sau day sé tang do rong cot trong Excel? (Chon 2)

Nhéip chudt mot Ian (Single Click) 1én ranh giéi cot.

¢

Nhap dap chuét (Double Click) 1én ranh gi&i cot.
Str dung t6 hop phim Ctrl + Shift + R
Nhép (Click) va kéo (Drag) chudt 1én ranh gidi cot

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

Tab Shift Enter Backspace

Chirc nang nao trong PowerPoint cho phép Con ap dung mot hiéu irng

chuyén Slide (Transitions) cho tit ca cac Slide trong bai trinh chiéu?
Timing Duration Apply To All Effect Options Advance Slide ;

€

Con hay cho biét, quyén nao cho phép ai dé6 xem tai liéu nhwng kKhong

dwoc thwe hién thay doi d6i véi tai liéu?
Tao nhan xét (Make Comments) Sao chép tai liéu (Copy Document)

Chinh sira tai liéu (Edit Document) Xem tai liéu (View Document)

Thé nao trong cac tuy chon sau c6 thé chiva cac tuy chon trinh chiéu?

Home File Review Slide Show

Con hay cho biét, hanh dong nao trong cac tuy chon sau dwoc dung dé di

chuyén mgt Slide trong PowerPoint?

Tinh nang Reorder Slides Appropriately Reset bai trinh chiéu
Nhap va kéo mot Slide sang vi tri mai. Tinh nang Layout ‘\\ '
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Tuy chon nao sau diy dwoc dung dé bién dién tiéu dé dong trong Excel?

Con sd Ki tu Mau sac S6 La Ma

Tuy chon cho phép ngwoi khac doc hodac chinh stra ban sao tap tin ctia con?

Export Save As Share Save

Tinh nang nao cho phép tim va thay thé cac tir trong toan bg tai liéu?

Undo Redo Replace Spelling & Grammar

i Tuy chon nao thwc hién trong thé Animations ciia PowerPoint? (Chon 2)

Thay doi thir tw ctia cac hiéu (rng hoat hinh phat d4u tién trén mdt Slide.
@ Nhap hiéu rng hoat hinh tir cac chwong trinh khac.
Thay doi thoi gian khi phat hiéu &ng hoat hinh (Animations).

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

Cac tir hodc cum tir ngan & dau trang trinh chiéu ky thuit sé 1a gi?

Nha xuat ban URL Pé muc Téc gid (Author)
Chu thich (Caption) la gi?

s K’  Nhirng nguoi ban mong doi sé doc ndi dung cua ban.

é Mot mo ta ngan vé ndi dung sap toi. % *
. Cach vin ban dwoc sap x€p trén trang. '
Mot mo ta van ban dwdi mot hinh anh. @

Mot loat cac muc dwoc chia nhé béi cac ki hiéu dau dong l1a gi?

bé muc (Heading) Danh sich ky hiéu dau dong

DPoan van ban (Paragraph) Danh sach danh s6 (Numbered List)
Trong Microsoft Word, tity chon nao cho biét 16i chinh ta?

M4t vong tron mau do. Mot vong tron mau xanh lam.

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

Tiéu dé (Title) 1a gi?

Nguon théng tin trong tai liéu.

Cach Urng dung xac thyc nguwoi dung.
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Cac tlr va cum tlr gi¢i thiéu chii dé ctia mot tai liéu hodc ndi dung cong viéc. —
=
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'Q” ; i“‘ﬂan ban xuat hien ben dwo1 mot hinh anh.

|
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Con hay cho biét, van ban dwoc thém vao bang (Table) trong tai liéu Word

nhw thé nao?

Van ban dwoc nhap tu dong.

Vin ban dwoc nhip thi cong khi ngwoi dung nhdp chudt vao 6 va bat dau nhap.
Van ban dwoc chén qua thé Insert.
Van ban khéong kha dung cho bang trong tai liéu Word.
-
' H{" Nhitng cach ching ta thé hién sw ton trong va long tot truc tuyén.
é, Cé6 thé hiéu nguwoi khac ¢ thé cdm thdy nhw thé nao.
‘ Chap nhén ai d6 hodc diéu gi d6 ngay ca khi ban khéng dong y hodac khong hiéu.

Pwa mot cai gi do 1én Internet.

Tuy chon Alignment - can lé trong tai liéu la gi?

Nhitng nguwdi ban mong doi sé doc ndi dung cia ban.

Noi dung dwoc sap x€p nhw thé ndo trén trang.

Khi cac thanh vién ctia mét nhém lam viéc cing nhau.

Van ban xuat hién bén dwdi mét hinh anh.

0 Tuy chon nao dwéi day 1a mot irng dung trinh chiéu?

Gmail Microsoft Excel Google Docs  PowerPoint @

'~ Tuy chon nao dwdéi day 1a mot vi du vé giai tri?

Mot tir dién truc tuyén.

Truyén trwc tuyén (Streaming) mot chwong trinh.

Gwri Email cho giao vién ctia ban.

Mot bang tinh diém cua ban.

('ng dung nao cé thé dwoc sir dung dé hién thi hinh anh, vin ban, Video va

ndi dung trwrc quan khac cho khan gia?

U'ng dung thu dién tir (Email Applications)
U'ng dung nhén tin (Text/SMS Applications)
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LNy '#\;_‘I%g dung bang tinh (Spreadsheet Applications) —
-, -
Khi ban tim kiém mdt chi dé va thdy tir "Ads/Sponsored” bén canh motsé ¥4

U'ng dung trinh chiéu (Slideshow Applications) |

- Y

lién két, diéu do co nghia la gi?

Ban sé& mat tién néu ban nhap vao lién két.
Tim kiém ctia ban kh6ng mang lai du két qua.
M4y tinh ctia ban bi nhiém Virus.

Pay 1a mot muc dwgc tai tro ma ai d6 da tra tién.

Tinh nang nao dwoc sir dung véi tinh nang Find, sé thay thé van ban saul]

% Kkhi n6 dwoc tim thiy?
Thay déi (Change) Thay thé (Replace)
Thay thé (Substitute) Thu hoi (Retrieve)

Tinh ning nao dworc sitr dung véi tinh nang Find, sé thay thé vin ban sau khi

Trong cac tuy chon sau, tity chon nao la tinh nang tim kiém cho phép con tim

kiém cac tir dwa trén cac miu va trinh tw cu thé?

Wildcard Characters Go To Replace Undo

B Diéu gi c6 nghia la kiém tién cho chi s& hiru trang Web khi ban tim kiém

{trwc tuyén?

Tin nhan trong (tng dung Két qua tim kiém
Quéng cao (Ads) Twr déng nghia (Synonyms) @

Trong chwong trinh Microsoft Word, khi mét hinh anh dwoc chon, cac

Handle nho xuit hién xung quanh dwdong vién cta hinh anh. Con hdy cho

biét, chirc nang ctia cac Handle la gi?

Thém cac kiéu dang (Style) cho hinh anh. Cat (Crop) hinh anh.

Thém dwong vién (Border) cho hinh anh. Thay déi kich thwéc hinh anh.

Str dung cua mot danh sach danh s6 dé lam gi?

Gtri tin nhan van ban.

Liét ké cac muc theo mét thi tw hodc trinh ty thoi gian nhat dinh.

Viét mot 14 thw gobm nhiéu doan.
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chon Ding hoac Sai.

Hinh dnh nén phu hop véi déi twong kKhan gia. W ¥ Sai
Hinh dnh nén dit gin nhitng n6i dung vin ban phi hop nhat. @ @ Ping
Hinh anh nén hai hwéc va khong cén lién quan dén cha deé. W v bung

Khi viét tai liéu, ban nén dung gi dé cho nguwai doc biét vé ndi dung sé dwoc

trinh bay trong tirng phan?

Tiéu dé Pé muc Doan van Tom lwoc

Pinh dang nao dwoc str dung dé nhan manh mot tir?

Phéng in dam Danh sach danh s6

Phong chir nho Gach ngang gitra than chir

Hay noi tirng thuat ngir vé tao ndi dung rng véi dinh nghia

Canlé

Tém tat (cac) y chinh trong ndi dung cta ban. + + n )
ignment

- Tinh ning cho phép ngudi dung cin déu tirng Doan van

dong van ban. (Paragraph)
Mot chudi cac cau ndi vé mot luan diém hoac o
% v + Tiéu de (Title)
chu deé cu the.

Gido vién yéu ciu ban tim hiéu vé rirng mwa nhiét déi, réi chia sé nhirng diéu
hoc dwgc véi ban cung 1ép thong qua mét bai trinh chiéu. Muc dich cta bai

trinh chiéu nay la gi?

bé thuyét phuc Pé cung cap thong tin DE giai tri bé giao tiép
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