Chwong 6: MS Word va MS
PowerPoint

6.1. MS Word

6.1.1. Gidi thiéu chung

a) Microsoft Word

b) Man hinh Word

c) G6 Tiéng Viét trong Word
6.1.2. Mt so quy tac chuan khi soan thao van ban
6.1.3. binh dang van ban

a) binh dang chix

b) binh dang doan
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6.1.4. Chén d6i tugng vao vin ban
a) Ky tu dac biét va cong thirc toan hoc
b) S6 trang, Header/Footer
c) Bang biéu
d) Muc luc tu dong
6.1.5. Thiét lap trang in
6.1.6. Nhan xét (Review) van ban

6.1.7. V& hinh trong Word
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6.2. MS PowerPoint

6.2.1. Gidi thiéu chung

a) Microsoft PowerPoint

b) Man hinh PowerPoint
6.2.2. Mot so quy tac chuan khi khi tao ban trinh
chiéu
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6.2.3. Tao ban trinh chiéu
a) Thém, xda, thay doi thi tu céc trang (Slide)
b) Thay d6i mau Slide vamau nén Slide
c) Tao vathay doi cac dé muc (Bullets and Numbering)
d) Chén céc d6i tuong vao Slide
e) Tao hiéu (tng dong cho cac d6i tuong trén Slide
6.2.4. Xem vatrinh chiéu
6.2.5. Slide Master va Handouts

6.2.6. Thiét lap trang in ban trinh chiéu



