


Tab Insert — Group Images Insert Pictures

i

(
Pictures ‘

v

Photo Browser...
bcl Picture from File...
&) Online Pictures...

Insert Picture From

P This Device...

Fal Stock Images...

P& Online Pictures... Photo Browser — chén hinh tir 'ng dung Photo

This Device — hinh cé sdn trong mdy
Ca Stock Images va Online Pictures
déu tim kiém hinh online

Powerpoint bdo 18i khéng thé im hinh online vi mdy tinh khéng két néi mang
You need an internet connection to insert stock images.

While you are offline, you can insert images from your computer.

Work offline Cancel




Tooltab Picture Format — Group Adjust Remove Backgound

Ed

Remove
Background

Remove Background — bé di nhitng vat thé khéng mong muén trong hinh

Background Removal | ToolTab Background Removal xudt hién khi st¢ dung tinh néng Remove Background

Mark Areas to Keep: ddnh ddu thém ving muén giit lai,
P @ W v
_ Mark Areas to Remove: ddnh déGu thém viing mudn bo di (ving phu I6p mau hong tim),
Mark Areas Mark Areas = Discard All  Keep . s e .
to Keep  to Remove Changes Changes Discard All Changes: bo tat ca thay dOI,

Refine Close Keep Changes: gilt lai cdc thay doi
Vv
. - , > C ) L s
(1): Xdc dinh déi twrong (2): St dung ME% ME‘% (3): Chon | .., | déhoan tét
cén loai ra khdi hinh ofep tofemore Changes




Tooltab Picture Format — Group Adjust Insert Pictures

ESS \ Correction — ting gidm do sdc bén (Sharpen), dé mém (Soften), Color — thay d6i mau mdc dinh hinh I~
Corrections

0O
< o
[9)
=

dé sdng (Brightness) va dé tuwong phdn (Contrast)

Sharpen/Soften

EEEE

Brightness/Cont

IIE

P2
P2
e

More Variations N

:% Set Transparent Color

<'7 Picture Color Options...




Tooltab Picture Format — Group Adjust Insert Pictures

£3 \ ] o]
aristic| Artistic Effects — hiéu trng nghé thuat Transparency — dd trong subt cua hinh  tansparency
Effects v v

& EEEE
&

< Picture Transparency Options...

|72

G} Artistic Effects Options...




Tooltab Picture Format — Group Picture Styles Picture Styles

A W Picture Border v

g g g 2 'é 2 - v & Picture Effects v
<,> Picture Layout v
=E=E=2==
BEOCEEHZ==
ZladEmE=E = =
SE=EE=8C

Rotated, White




Tooltab Picture Format — Group Picture Styles

3

¥

=

I <

z Picture Border v

&) Picture Effects v

e @5 Picture Layout v

Picture Border — tgo vién dnh

Picture Styles




Tooltab Picture Format — Group Picture Styles Picture Styles

‘ Z Picture Border v
I~ === ~—= \ — ] o ?
I~ i~~~ pl v| @ picture Effects v | Picture Effect — tao hiéu trng cho anh

Y| & Picture Layout v

=3 Preset > | Preset — cdc kiéu hiéu trng két hop sén,

T~ > ,

= Shadow > | Shadow — dé béng,

== Reflection 7 | Reflection — phdn chiéu,

T~

= Glow > | Glow — phdt sdng,

~——]

== softEdges ’ | Soft Edges —Iam md/mém énh tir bén ngodi véo trong,
=3 Bevel > | Bevel — nhdn xuéng hodc lam néi énh lén so vdi vién,
N LS . ; .

== 3-D Rotation 3-D Rotation — xoay cdc goc




Tooltab Picture Format — Group Picture Styles Picture Styles

L2 picture Borderv | Picture Layout — tao bé cuc cho anh/nhém dnh
@ picture Effects v | dang 16n x6n tré thanh mét bé cuc rd rang
& picture Layout © | théng qua SmartArt (Mac khéng hé tro)

>

b
b
¥
b3
1y
b
[]

>







Tab Insert — Group lllustrations

|§:|+ Screenshot v’ Screenshot — chup man hinh

Available Windows Available Windows — cdc trng dung Office dang m¢&

\ Chon dé chén toan man hinh &*ng dung dé

fal. Screen Clipping Screen Clipping — chup man hinh t*ng dung dang m¢& ngay sau Excel




Photo Album



Tab Insert — Group Images New Photo Album

Photo Album — tao bai trinh chiéu tir hinh dnh

New Photo Album... | New Photo Album — tgo album mdi

Photo Album ? X

Album Content

Insert picture from: Pictures in album: Preview:
F' It . . ~ \ N \
File/Disk Chon File/Disk dé chén hinh vao Album
Insert text:
New Text Box @ Insert New Pictures X
Picture Options: 1+ « Desktop » Data » Office Icon v O Search Office Icon P

Captions below ALL pictures
g el Organize ~ New folder i | o

ALL pictures black and white

Word Logo
JPG File
57.0 KB

2 Excel Logo
s Quick access X PNG File
ML | X Remove NS ZIECIE BT B [ Desktop ~ # 104 KB
Downloads Office 365 LOgo
Album Layout = i
um Layou . & Documents A ng ;ge
Picture layout: |Fit to slide i !il -' B Pictures » ’
o Outlook Logo
Frame shape: |Rectangle N . . & iCloud Drive (# PNG File
Theme: Browse... : Excel 58.9 KB
Office Powerpoint Logo
. PNG File
Powerpoint 31.0 KB
Create Cancel Word
v

@ Microsoft PowerPc

File name: V‘ All Pictures v

Tools ¥ Insert |v Cancel

Powerpoint trén MacOS khéng hé tinh ndng nay



Tab Insert — Group Images

New Photo Album... ’

[] captions below ALL pictures |

Caption & dwdi hinh dnh
(khéng kha dung khi Picture layout: Fit to Slide)

[ AL pictures black and white I

Chuyén tét cé hinh dnh sang hé tréng den

Rotate — Xoay

Contrast — Tdng giam dé twong phdn

Brightness — Ting giam d6 sdng & |

New Photo Album

A

A

A

Photo Album

Album Content
Preview:

Pictures in album:

Insert picture from:

1 Excel Logo

File/Disk...
Insert text: D 2 TextBox
[] 3 Office 365 LOgo
New Text Box
[]4 Outlook Logo

Picture Options:
P 5 Powerpoint Logo

Captions below ALL pictures
[ 6 WordLogo

[] ALL pictures black and white

/r \l, X Remove i=

Move Up — dua hinh |én trén,
Move Down — dua hinh xuéng dudi,
Remove — xod hinh

& X Remoye
Album Layout
Picture layout:  Fit to slide v
Frame shape: |Rectangle v
Theme: Browse...

Cancel




Tab Insert — Group Images New Photo Album

New Photo Album...

/ Picture layout — cdc kiéu b6 cuc slide
Album Layout
Picture layout: | Fit to slide v ‘

1 picture

Frame shape: |Rectangle P
E =— 2 pictures
Theme: Browse... 4 pictures

1 picture with title

Theme — giao dién/chi dé cua album: 2 pictures with title

@ Facet 4 pictures with title

@ Gallery

@ Integral Frame shape — tao khung vién cho hinh dnh
® lon Bosrdroom

@ lon Rounded Rectangle

. Simple Frame, White
@& Office Theme

Simple Frame, Black

& Organic Compound Frame, Black
@ Retrospect Center Shadow Rectangle
@ Slice Soft Edge Rectangle

@ Wisp




Tab Insert — Group lllustrations

o
Shapes

v

Recently Used Shapes

ENNOOCOALL2IG
e\ { %

Lines

NANNLTLL23 3 \0GYE

Rectangles

Ooohoatnonbnoo

Basic Shapes

HOANOLOOOOO®
®GOoJOr Ly r0O0d
%%????O§©(©\

Block Arrows

Dot letfitrRdT
€ o2VUNLDDPLIM
¢én

Equation Shapes
=8B
Flowchart

Oo<o/oguidocoavu
oUadnl®e X ¢ AVAD
Qe o

Stars and Banners

T2 Yo Xz 3 O O 4 R R
e ek w 7 LI

Callouts
N Qi) O A0 AT AT
d-iA0A0d0

Action Buttons

(<1 (] 1< ] ][9] (91 (=] D] I [2] L

Recently Used Shapes — nhitng shape dworc s dung gan déy

Rectangles — hinh chi¥ nhét va cdc bién thé cia hinh chi¥ nhét

Basic Shapes — cdc khéi co ban

Block Arrow — cdc khdéi cé miii tén

Equation Shapes — cdc khéi lién quan dén céng thirc
Flowchart — cdc khéi lién quan dén biéu dé tién trinh
Stars and Banners — ngdi sao va biéu ngi¥

Callouts — bong ndi

Action Buttons — cdc nut Iénh hanh dong



Tab Insert — Group lllustrations

M6t sé shape cd nut chuyén géc dé thay déi kiéu ddng ban déu cua shape ©® f

\ 9,

Rectangle: Rounded Corners Arrow: Right Parallelogram

5 ? 5 o /f?\ o)

A SN

Isosceles Triangle Sun Star: 8 points

O O

Plus Sign Circel: Hollow Speech Bubble Rectangle



Tooltab Shape Format — Group Insert Shapes

LBIJoOG
FENNOO ~
OALL> U~

Recently Used Shapes

ENNOOCOALL 3G
e\ { %

Lines

NNNTLL23 3N\GE

Rectangles

Ooohoatnnnono

Basic Shapes

EHOANOLOOO®
GGOOOr Ly O
INIOISIAYIPIGIVAR O X
(JxCJ){}

Block Arrows

DafleofeLrRa T
CouvunmD DI
Don

Equation Shapes
=B
Flowchart

Oo<c/gpgidocoav
oUladnl®e® X ¢ AVAD
Qe o

Stars and Banners

PR OO R
o ek 7 LI

Callouts
NG (.3 A0 AZdT AT AT
diA0AO0d0O

O
&
~

O
Qa

Action Buttons

(<1 > 14 ] [l @] (91 (=] BRI 2] L

Insert Shapes

Thao tdc chén shape & tab Shape Format tuong ty tab Insert et | FQ

Shapes

v



Tooltab Shape Format — Group Insert Shapes

(- Edit Shape v |

r(b Change Shape

>

£X. Edit Points
@

LZ

Rectangles

OoOoatnOnbhnono

Basic Shapes

OANOASOOOEOO®E
Gcoogr Ly O 0aH
%????O§@@O\U

Block Arrows

DCflelterbrRdT
CoVUNIDD D[R]
¢enN

Equation Shapes
=8 =S
Flowchart

Oo<o/upUdocoavu
CUAdN®® X AVAD
Qs o

Stars and Banners

T2 Yo Xy O R R R
pe a2 0s Y ik N

Callouts
[J C) o (.:3 AAO0AT A3 d0 AT AT
g1 A0 AOdO

Action Buttons

(<11 <] 1] fd (@ (9] [=] Bl Rl [2] ]

Change Shape

Thay déi sang shape khdc nhwng vén giit lai toan b dinh dang




Tooltab Shape Format — Group Insert Shapes
(XL Edit Shape v I IO Change Shape >

£X. Edit Points

Thay d6i géc cua cdc diém trén dwdong vién cla shape

[




Tooltab Shape Format — Group Insert Shapes

[A] Text Box | Ban doc tham khdo tinh ndng Textbox tai:

Tab Insert — Group Text Insert Textbox

A J

b hép ch b ¢
Textbox — hép chira vén ban g

Text

Box v \C\/

Draw Horizontal Text Box | \/& textbox hulo"ng chir ngang

Vertical Text Box V& texbox huéng chi¥ doc o

Shape Format | 7o0/tab Format Shape xuét hién sau khi tgo textbox

~ < Shape Fill v ~ A Text Fill v
[ Abe ] [Abc] ‘ Abc | v [Z Shape Outline v A A A v A Text Outline v
v =) Shape Effects v ¥ A Text Effects v

Shape Styles N WordArt Styles N

Todn bé cdc tinh ndng trong tab Shape Format trong Textbox giéng nhu format shape théng thuwong




Tooltab Shape Format — Group Insert Shapes Merge Shapes

© Merge Shapes v Merge Shape — nhdp cdc shape lai vdi nhau, tinh ndng nay chi kha dung khi chon tir hai shape

Q Union Union — gép cdc shape lai thanh mét, shape ndo chon trudc Idy mau cua shape d6

o ? O

1%

Shape mau vang dwoc chon truoc

Shape mau cam dwoc chon trudc

[




Tooltab Shape Format — Group Insert Shapes Merge Shapes

@ Merge Shapes v

© combine | Combine — két hop, phén giao nhau bj bé di, shape ndo chon trwdc Idy mau cua shape d6

Q ? O

O

Shape mau vang dwoc chon truoc

o |

—

)
U

Shape mau cam dwoc chon trudc

[




Tooltab Shape Format — Group Insert Shapes Merge Shapes

@ Merge Shapes v

@) Fragment | Fragment — phédn mdnh, cdc shape cdt 1dn nhau, shape ndo chon trwdc Idy mau ctua shape dé6

Shape mau vang dwoc chon truoc

e )

—

)
U

Shape mau cam dwoc chon trudc

[




Tooltab Shape Format — Group Insert Shapes Merge Shapes

@ Merge Shapes v

©) Intersect | Intersect — Iy phén giao nhau, shape ndo chon trudc 16y mau cua shape dé

Shape mau vang dwoc chon truoc

o ? 0

—

)
U

Shape mau cam dwoc chon trudc

[




Tooltab Shape Format — Group Insert Shapes Merge Shapes

@ Merge Shapes v

@) subtract | Subtract — trir nhau, shape néao chon trwdc giit lai mau va phén con lai cua shape dé

Q ? 0

7

Shape mau vang dwoc chon truoc

Shape mau cam dwoc chon trudc

[




(=) (=) (=] (=] (=] [=] (=]

Theme Styles

[ Abc ] ( Abc ] ‘ Abc Abc Abc
ﬂ D
E

Presets

1<

Abc Abc AbE ADE } Abe Abe

Abc [Abc ] ( AbE &J }
B |

soooDeD
POCC.LD

Other Theme Fills > =




Tooltab Shape Format — Group Shape Styles

& shape Fill v | Shape Fill - mau nén

Theme Colors

Standard Colors
[ J | fEEEER

Recent Colors

L]
No Fill
More Fill Colors...
f Eyedropper
Picture...
D Gradient >
Texture >

Theme Colors — thuw vién mau cung cdp sén
Cdc mau nay sé thay déi khi thay déi Theme hodic Color Set tai tab Design

Ban doc tham khdo tinh ndng Theme va Color Set tai:

Themes
g
5 e Browse for Themes s dung giao dién tdi tir internet (*.potx);
& sov Save Current Theme Iuu giao dién dang ding dé s& dung lai
Tab Design — Group Variant

T L1 B

K col |
Crete e
,,,,,
1 Text Text
o e AN |
E 2 - o ©
o SO i
At - prow
sz - e
A --
-
- -
-
--
--
uuuuuuuuuuu Dt tén cho hé mau mdi

s Khéi phuc lgi mau géc s« coca

Tuy chinh hé mau




Tooltab Shape Format — Group Shape Styles

S Shape Fill v

Theme Colors

Standard Colors
[ J | fEEEER

Recent Colors

[]
No Fill

More Fill Colors...

/ Eyedropper
Picture...

D Gradient >

Texture >

Theme Colors — thuw vién mau cung cdp sén

Standard Colors — cdc mau chuén, khéng bi thay déi khi thay déi Theme hodc Color Set
Recent Colors — cdc mau dwoc st dung gan déy, thudng Ia mau bén ngodi

No Fill - khéng sir dung mau nén



Tooltab Shape Format — Group Shape Styles Shape Fill - More Fill Colors
S Shape Fill v |

More Fill Colors... |

7 \ N \ ~ 4 \ A ? \
Standard — nhom mau dwa trén mau chudn Custom — nhom mau tuy chinh: RGB, HSL va Hex
Colors ? X Colors ? X Colors ? X
Colors: @] Colors: Cancel Colors:
‘ _ 4
Color model:  RGB v ‘ Color model: | HSL v
Red: 191 Hue: 155 &
Green: 57 ’;’ Sat ‘133 %‘
New Blue: 26 ’g‘ New Lum ’132 ;‘ New
Hex: #BF391A Hex: #4472C4
Transparency: Transparency: Transparency:
=] < > =
< > 0% = @ 0% % Current < > 0%‘ E Current
4 2) %)




Tooltab Shape Format — Group Shape Styles

S Shape Fill v

More Fill Colors...

Hé mau RGB duoc két hop tir 3 mau chinh:
R: Red — mau dé,

G: Green — mau xanh 1g,
B: Blue — mau xanh duong

Colors

Colors:

Color model: | RGB

Standard

Red: 191 5
Green: 57 S
Blue: 2%
Hex: #BF391A
Transparency:

< >

? X

Cancel

Current

A

Hé mau HSL dwa trén 3 yéu to:

H: Hue — mau sdc,
S: Saturation — dé bédo hoa cua mau,

L: Lightness — d6 sdng cua mau

Colors

Standard ~ Custom

Colors:

Color model:  HSL

Hue: 155 o
Sat 133 -
Lum 132 5
Hex #4472C4
Transparency:

< > 0%|

<

Current

2

Shape Fill - More Fill Colors

Mau Hex la cdch thé hién mau tir cdc méb
hinh mau khdc nhau théng qua cdc gia tri
thap luc phan.

Mau thap luc phdn tudn theo dinh dang
#RRGGBB (RR — mau dé, GG — mau xanh Id
va BB — mau xanh lam)



Tooltab Shape Format — Group Shape Styles

ﬁ v &) More Fill Colors...’

Shape
Fill

Shape Fill - More Fill Colors

Display Profile

Hé mau CMYK duoc két hop tir 4 mau chinh:  Hé mau HSB dua trén 3 yéu to: -
C: Cyan - m(\JU h‘éng, H: Hue — mdu Séc, v SRGB IEC61966-2.1

. . A ~ R 2 R ACES CG Linear (Academy Color Encoding System AP1)
M: Magenta — mau xanh, S: Saturation — d6 bdo hoa cua mau, ASG

N N . A , 2 N Adobe RGB (1998)
Y: Yellow — mau vang, B: Brightness — d6 sang cua mau Apple RGE
\ CIE RGB
K: Black — mau den CS-CODECPLUS
Color LCD

) [ ] Colors

( O F & = i

\i/\/ CMYK Sliders ®

Cyan
( D 3%
Magenta
N . 2%
Yellow
O ) 7%
Black
fai | 10%
Opacity
100%

8
Cancel m

~ (o=l T']
O = L e lim

[ ] Colors
HSB Sliders

Hue

( e | 27 |

Saturation
I . 77

Brightness

o 7%

Opacity

8-

100%

ColorMatch RGB

DCDM X'Y'Z' D60 Gamma 2.6
Device RGB

Display

Generic RGB

HDMI2VGA V101

HDTV

P3 D60 Gamma 2.6

P3 D65 Gamma 2.4

P3 D65 Gamma 2.6

P3 D65 PQ

PAL/SECAM

ProPhoto RGB

ROMM RGB: ISO 22028-2:2013
Rec. ITU-R BT.2020-1

Rec. ITU-R BT.709-5
Rec.2020 Gamma 2.4
Rec.2100 PQ

Rec.601 NTSC Gamma 2.4
Rec.601 PAL Gamma 2.4
Rec.709 Gamma 2.4

Rec.709 PQ

SMPTE RP 431-2-2007 DCI (P3)
SMPTE-C

SONY PJ

Wide Gamut RGB

image P3



Tooltab Shape Format — Group Shape Styles Shape Fill - More Fill Colors

More Fill Colors... |

Cac logi mau cam vdi mda Hex Cac logi mau cam vdi mda Hex va RGB

Orange Tangerine Merigo\d Cider
#ED7014 #FAB128 #FCAETE #B56727
Rust G'mger Tiger
#BES5504 #FC6AB3
Bronze CMTo\oupe Apricof REDSAND
#B2560D ¥FDA172 #EDB20E ‘ e,
Honey Caree Squash
#ECq706 HEDTN7 #C95B0C ORANGE PEACH
Marmalade Amber Sandsfone Yom

#D16002 $#393101 #D67229 #CC5301

WHEAT
HEX/HTML
F5DEB3

RGB
245,222,179

#304004

Fire
#DD571C

Clay

#304008

HEX/HTML
FFC594

RGB
255,197,148

Ngudn énh: https://www.color-
meanings.com/shades-of-orange-color-names-htm|- Ngudn énh:

hex-rgb-codes/ https.//www.pinterest.com/pin/375839531404295044/



Tooltab Shape Format — Group Shape Styles Fill - Eyedropper

& Shape Fill v

# bedopper | Eyedropper — hut mau

Cé6 thé st¥ dung tinh ndng Eyedropper dé hut mau bén canh viéc nhép cdc théng sé
trong hé mau RGB, CMYK, HSL, HSB va Hex

Khi dét eyedropper 1én trén mau cdn I8y, cdc théng sé hé mau RGB sé dugc hién thj

. [ ] Colors
< &) More Fill Colors... | - o w0 i
— O=3Ba -
Shape
Fill HSB Sliders )

Hue

S | 230° |

Saturation
O . 83%

Brightness

G 8%

E] RGB(192,0,0)
Dark Red

Opacity

e

Eyedropper cia Powerpoint trén MacOS N o

100%



Tooltab Shape Format — Group Shape Styles m

O Shape Fill v I

Picture.. | Picture — si¥ dung hinh dnh lam nén cho shape

Mol Picture... |

|/__\ *] From a File
Q Q ElBrowse files on your computer or local network




< Shape Fill v
[d Gradient Gradient — Hé mau giao thoa tir hai mau tré 1én
)
PRNEE
LR[S
-

Dark Variations

More Gradients...




Tooltab Shape Format — Group Shape Styles Fill — Gradient

S Shape Fill v

I] Gradient

More Gradients... . ~ . \ .
[ wore Gradients..| Preset gradients — chon nhanh nhifng kiéu mau gradient

Preset gradients | (4 : —{ J { ] t H H H J
e NUULG
Angle 200 ¢ . . - u . .

Gradient stops

il 5 L lalel [
[ ]

Color 2~
Position 0% 5
Transparency | 0% ;

Brightness I 0%




Tooltab Shape Format — Group Shape Styles Fill — Gradient

S Shape Fill v

l] Gradient

I] More Gradients... |

Preset gradients A4~ Tuy thuéc vao Type (kiéu gradient) ma gradient sé cé cdc Direction (hudng) chuyén tiép mau
Type lnexr - | Khdcnhau

Direction 4~ Llnear adlal

Angle ‘ 270°

Gradient stops

Ll @\Q

Color

Rectan ular

Position 0%

Transparency b 0%

< > < > K>

Brightness I 0%




Tooltab Shape Format — Group Shape Styles

S Shape Fill v

I] Gradient

|] More Gradients... |

Preset gradients D v
Type Linear %
Direction I] N
Angle 270° °

Gradient stops

Color ﬁ N
Position 0% °
Transparency | 0% °
Brightness 1 0% -

A

Angle: 270°

Angle — gdc chuyén tiép mau (chi khé dung vdi Type: Linear)

>

Fill — Gradient

o)

Angle: 90°



Tooltab Shape Format — Group Shape Styles

S Shape Fill v
I] Gradient

D More Gradients... ’

Preset gradients l] v
Type Linear %
Direction l] N
Angle 270° °

Gradient stops

I—— J

Color 2 N
Position 0% °
Transparency | 0% z
Brightness 1 0% -

Color — mau cua gradient stop,

Gradient stops — diém d6i mau

.

Position — vj tri cua gradient stop trén thanh gradient,
Transparency — dé trong suét cua gradient stop,
Brightness — dé sdng cua gradient stop

g

Y

Fill — Gradient

Tao thém diém déi mau (hodc click trén thanh gradient)

Bé diém déi mau dwoc chon (hodic kéo ra ngodi)



Tooltab Shape Format — Group Shape Styles Fill — Texture

O shape Fill - | Texture — théu dét

Texture |

More Textures... k

Q




Tooltab Shape Format — Group Shape Styles Fill — Texture

S Shape Fill v

Texture l

More Textures... |

Texture \/

Transparency | 0% °

Transparency — dé trong suét

Q



Tooltab Shape Format — Group Shape Styles Shape Outline

IZ shape Outline *| Shape Outline — vién shape

Theme Colors Theme Colors (Shape Fil |
IE . . - . . - < Shape Fill v

‘Theme Colors Theme Colors — thu vién mau cung cép sén
 EEEEEE

|||II|||||
Standard Colors Standard Colors — céc mau chudn, khéng bj thay déi khi thay d6i Theme hodic Color Set

.“'“"' Colors Recent Colors — cdc mau duwoc st dung gén déy, thudng la mau bén ngoai
Standard Colors H fe =
Standard Colors | Ban doc xem lgi tqi: e | Mo R~ khtng g mis
| ] | fEEEEN e
Recent Colors Recent Colors :
[ |
No Outline No Outline
More Outline Colors... More Colors _
f Eyedropper Tooltab Shape Format — Group Shape Styles Shape Fill - More Fill Colors
E Weight > & shape Fill »
— & More Fill Colors
ax Sketched >
. Standard — nhém mau dya trén mau chuén Custom — nhém mau tuy chinh: RGB, HSL va Hex
== Dashes > s — o T x oy r——
N Sandard | custom sundarg [ Cusom | Sundard Cusom
Colors: Cancel Solors: Cancel s Cancel
e Bed w2 Hue: 155 12
Green: 57 = sat 133 [=
New Bue: s B [ Lum; 12 2 hew
Hex: #BFI9IA Hex: #4472C4
e — —
< > o Bl crem K > 0% T cument i > o B et




Tooltab Shape Format — Group Shape Styles Outline — Weight

g Shape Outline VI

= weort | Weight — dd day

Ya pt

Voot
Y Et - No Outline Weight: 1pt Weight: 6pt

1pt
1% pt
24 pt

3 pt [E—

41/ pt L]

—

6 pt I

=22 More Lines...

Width et T Nhdp s6 do cu thé dé day cua vién shape




Tooltab Shape Format — Group Shape Styles Outline — Sketched

g Shape Outline v|

5% skeched | Sketched — nét phdc hog




g Shape Outline VI

Tooltab Shape Format — Group Shape Styles Outline -
Dashes

Dashes — cdc nét gach

++++++++++++++++




Tooltab Shape Format — Group Shape Styles Outline — Arrows

g Shape Outline v|

= Arrows | Arrow — miii tén, chi khd dung khi shape thuéc nhém Lines
|

‘ . - |

— _) - >

—
=
£ More Arrows...

4

Begin Arrow type

Begin/End Arrow type — kiéu miii tén tai diém bat dau/két thuc,
Begin/End Arrow size — kich thudc miii tén tai diém bat déu/két thuc

4

Begin Arrow size

4

End Arrow type

i e o

<

End Arrow size




Tooltab Shape Format — Group Shape Styles

&) Shape Effects v ' Shape Effects — hiéu rng shape

] reset
L] shadow
l:l Reflection
[ ] glow
|| softEdges
(] ever

>

v

v

>

m 3-D Rotation >

Preset — cdc kiéu hiéu wng két hop sén,

Shadow — dé bdng,

Reflection — phdn chiéu,

Glow — phdt sdng,

Soft Edges — lam mdo/mém dénh tir bén ngoai vao trong,
Bevel — nhdn xuéng hodc lam néi anh Ién so vdi vién,

3-D Rotation — xoay cdc goc

Shape Effects



Tooltab Shape Format — Group Shape Styles Shape Effects — Presets

&) shape Effects v |

] preset >| Preset — cdc kiéu hiéu trng két hop sén

No Presets

]

T
IEE0
Be g

Cl
m—




Tooltab Shape Format — Group Shape Styles Shape Effects — Shadow

&) shape Effects v |

(] swiow > Shadow — d6 bong

No Shadow
0 ®
o
@00 —
@ 0 a
@ 4 a
—
e a O 4 Shadow i ’
ee0 presets 0. | Presets— cdc kiéu d6 bong,
C e d Color o .| | Color —mau bdng,
perspective Transparency | ~ | Transparency — d¢ trong sudt ctia béng,
D@ @ Size I ~ | Size — kich thwoc bong,
- Blur ' C | Blur - @6 mor cia béng,
e angle | - | Angle — géc d6 bong,
— prnee - | Distance — khodng cdch tir shape dén canh ngoai ctia béng




Tooltab Shape Format — Group Shape Styles Shape Effects — Reflection

&) shape Effects v |

[ ] Refiection >’ Reflection — dnh phadn chiéu

uJ

O @ @

Qg 0 @

g g @

[] Reflection Options.. 4 Reflection

Presets — cdc kiéu anh phén chiéu,

O
<

Presets

Transparency — dé trong sudt cua énh phan chiéu,

Transparency |

Size I

Size — kich thudc dnh phan chiéu,

Blur I Blur - @0 mo énh phén chiéu,

<> > <> K>

Distance I

Distance — khodng cdch tir shape dén dnh phdn chiéu




Tooltab Shape Format — Group Shape Styles Shape Effects — Glow

&) shape Effects v |

[ ] clow >| Glow — vién sdng
o

O 0 0 0 g a
U 0 0 6 G
O 0O 0 0 0 @
U O 0 06 0 @
More Glow Colors >
[ Glow Options...

4 Glow
Presets 00 - | Presets — cdc kiéu vién sdng,
sl & - | Color — mau cida vién sdng,

Size I

Size — kich thuwdc vién sdng,

< > <>

Transparency |

Transparency — dé trong suét cua vién sdng




Tooltab Shape Format — Group Shape Styles Shape Effects - Soft Edges

&) shape Effects v |

|| soft Edges >| Soft Edges — lom mém canh

No Soft Edges

LJ

Soft Edge Variations

[[] soft Edges Options... 4 Soft Edges
Azecis 1~ | Presets — cdc kiéu vién sdng,

St | . | Size — kich thudc lam mém canh




Tooltab Shape Format — Group Shape Styles

&) shape Effects v |

] gever

No Bevel

[

Bevel

Sy S
B0

00
(i

% 3-D Options...

' Bevel —tgo d déc

4 3-D Format

Top bevel

Q Width

Height

Bottom bevel

D Width

Height
Depth
O~ Size
Contour
M v Size
Material
Lighting
Angle

P~

0 pt

0 pt

0 pt

0 pt

0 pt

0 pt

0°

Top bevel —tao d6 déc & dinh

Bottom bevel — tao dé déc & ddy

Depth — dé sdu
Contuour — duong vién

Material — vat liéu

Lighting — anh sdng

[
—

Shape Effects — Bevel




Tooltab Shape Format — Group Shape Styles

&) shape Effects v |

m 3-D Rotation ~

No Rotation

3-D Rotation — quay 3D

<|/‘/ 3-D Rotation Options...

Distance from ground 165pt |

Shape Effects — Glow

[
—)

No Rotation
Khéng xoay
Parallel
song song
Presets v
. X Rotation 0° (!9 e!)
Perspective
phéli cdnh Y Rotation 0 \f\ ’1,
Z Rotation 0° @ @z
Perspective 0°
.| Keep text flat
Oblique :
i n Distance from ground 0 pt .
xiéng

Presets — cdc kiéu xoay

X Rotation — xoay theo chiéu ngang,
Y Rotation — xoay theo chiéu cao,
Z Rotation — xoay theo chiéu séu

Perspective — goc nhin
(Chi khd dung cho nhém Perspective)
Keep text flat — giit cho vdn bén van phdng

Distance from ground — khodng cdch vdi nén



Tooltab Shape Format — Group WordArt Styles Styles

AAAAA
A A A A
A AA AL
A A A A

Ao Clear WordArt Clear WordArt — xod WordArt, dwa vé kiéu chi* mdc dinh




Tooltab Shape Format — Group WordArt Styles

Hau hét nhirng tinh néng ndy déd duoc dé cép trong Shape Format

A Text Fill v |

Theme Colors

Standard Colors

Recent Colors

|
No Outline
More Outline Colors...
/ Eyedropper
§ Weight >
Z= Dashes >

A Text Outline v|

Theme Colors

Standard Colors

Recent Colors

[ |
No Fill

More Fill Colors...

/ Eyedropper

Picture...

I] Gradient >
Texture >

A Text Effects v l

Shadow
Reflection
Glow

Bevel

=z > » > P

dbc. Transform

>

3-D Rotation >

>




Tooltab Shape Format — Group Accessibility Alt Text

= . . .
At | Alternative Text — van ban thay thé
Text

Alt Text vox
How would you describe this object and its Ban mualn mé té déll tU‘O’ng ndy Vd bOAII Cdnh Clja né nhU’ thélndo ChO

context to someone who is blind or low

o nhitng nguoi khiém thj hodc c6 tdm nhin kém?
- The subject(s) in detail o N s

- The setting * Chi tiét cua déi tugng,

- The actions or interactions . C , th . ,«t I,\

- Other relevant information ac e apl

(1-2 detailed sentences recommended) * Hanh dong ho-ac phan Ulng,

* Théng tin lién quan khdc,...

. Khi mét ngudi st dung bé doc man hinh dé xem tai liéu, ho sé nghe thdy Alt Text;
\ néu khéng cé Alt Text, ho sé chi biét rang ho dé di téi mét dnh ma khéng biét dnh
[J Mark as decorative © dé hién thi nhu thé ndo.

Nhép mé té tai ddy, khéng cén Save

Ddnh déu la déi twong trang tri va
khéng co description



Tooltab Shape Format — Group Arrange
O Y

v

O (
Bring Reorder
Objects \/\/

Forward v

LD|

DD Reorder Objects

[y Bring Forward | Bring Forward — dwa 1én trén shape lién trudc,

r .
Hh BringtoFront | gring to Front — duwa Ién trén ciing

In
Send
Backward v

[y Send Backward | Send Backward— dwa ra sau shape lién sau,

04 )
"0 sendtoBack | Send to Back — dua ra sau clng

Kéo thd cdc layer dé thay déi thi tw hién thij



Tooltab Shape Format — Group Arrange

E’—I Selection X
Selection| | show All || Hide Al ~[~] L s A . g ,
Pane | show Al | Hide Al 2IM cqe g twong duworc liét ké trong Selection Pane sdp xép theo thi tu,

Division Sign 10 o) déi tw'gng ndo & trén hién thj phia trudc, d6i tuong ndo & dwdi hién thi phia sau
Multiplication Sign 9 o
Minus Sign 8 o
Plus Sign 6 o

Division Sign hién thj trén cting, sau dé dén Multiplication Sign, Minus Sign va
Plus Sign hién thj cudi cuing




Tooltab Shape Format — Group Arrange

Selection X
m

Selection
Pane

‘ Show All H Hide All ‘

Division Sign 10
Multiplication Sign 9
Minus Sign 8

Plus Sign 6

Chon, gii¥ sau dé thd déi twong vao vi tri mong muén

Plus Sign 6
Division Sign 10
Multiplication Sign 9

99 9 9

Minus Sign 8

Plus Sign hién thj trén clng, sau dé dén Division Sign, Multiplication Sign va
Minus Sign hién thj cuéi cting



Tooltab Shape Format — Group Arrange
LI:_'I: Align vI

v Align to Slide | Align to Slide — cén chinh theo slide

'W Align Top I

[B= Align Left | & Align genterl =| Align Right | HF Align Middlel

|:||]_¢ Align Bottom




Tooltab Shape Format — Group Arrange
LI:_'I: Align vI

v Aligntosiide | Align to Slide — cdn chinh theo slide

- % + +

k%1

Ml Distribute Horizontally | = Distribute Vertically |

Phén phéi déu theo chiéu ngang Phén phéi déu theo chiéu doc



Tooltab Shape Format — Group Arrange
LI:_'I: Align vI

v Align selected Objects | Align Selected Objects — cdin chinh theo cdc déi twong duoc chon (chi khé dung khi chon tir 2 d6i tuong)

UW Align Top |

=

'Zjl Align Right I

|E= Align Left |

o

=4 © =4

|:|[|_¢ Align Bottom I




Tooltab Shape Format — Group Arrange m

HiGroup ¥| Group — nhdm cdc déi tugng thanh mét nhém (khéng giéng Union hay Combine trong Merge Shape)

x4+ 2

+ =

e} O

l

I:'@ Selection

Selection ‘ Show All H Hide All ‘

Pane

4 Group 1
Plus Sign 6
Division Sign 10
Multiplication Sign 9
Minus Sign 8

B

99999

Cdc déi tuong sau khi group sé st dung chung border,
thu nhdé/phdng to border sé thu nhé/phdng to tdt ca cdc déi twong trong group

Group 1 xudt hién trong Selection Pane chira tdt cd cdc déi twong thudc group dé




Tooltab Shape Format — Group Arrange m

:@Group v

Click vao border nghia la chon tét cé cdc déi twgng trong group,
tiép tuc click vao mét déi tugng cu thé dé chon va dinh dang riéng cho déi twong dé

i Ungroup | Chon group W Upgroup dé bé nhém cdc déi tugng

h Regroup | Regroup — nhém lai cdc déi twong vira Ungroup



Tooltab Shape Format — Group Size m

Height — chiéu cao,
Width — chiéu réng

III Height: |1.33"

v

S width: 138"

Right-click vao d6i tugng chon [l Size and Position..

Hodc mo réng Group Size

4 Size
Height 133
Width 138 O
Rotation 0° _| | Rotation — xoay
Scale Height % 7| | Scale Height — Diéu chinh ty I1é chiéu cao
Scale Width 0% 7| | Scale Width — Diéu chinh ty 1é chiéu réng
Lock aspect ratio Lock aspect ratio — Khod ty 1é géc canh:
Relative to original picture size Néu tinh ndng nay dwoc bat, tdng/gidm chiéu cao s€ lam chiéu réng sé tdng/gidm tuong trng
Best scale for slide show Vi du: Height:Width = 4:3, tdng Height Ién 8 => Width tdng Ién 6
Resolution




3D Models



Tab Insert — Group lllustrations 3D Models

3D 3D Models — mé hinh 3 chiéu

Models v
X
Insert 3D Model From
f% This Device... 0 0 0 0 o 0
All Animated Models Animated Animals Animated for Education Emoji Chemistry. Anatomy
@ Stock 3D Models...
£ E<S E x
Online 3D Models Q© ©®
& | £ Animated Animals X l
~

jel
Clothing Furniture

.
Do
“
Anlmals Dlnosaurs
) -
~ * W/
-

Insert (1) Cancel



Tab Insert — Group lllustrations Play/Pause Model

Models v

Mé hinh dang chuyén déng
(mdc dinh chuyén déng sau khi chén)

Play Hodc chon Play tai tooltab 3D Model dé mé hinh chuyén déng



Tab Insert — Group lllustrations

3D
Models v

o % O]

Chon va xoay dé thay déi huwdng cua mé hinh

Hodc chon cdc hwéng c6 san tai tooltab 3D Model

3D Model l W ‘ % q,q ﬁ

W

i § ¢ ¥ 9w
m o o ” ” Ral }Qj' Ka!

- -




Tooltab 3D Model — Group Play 3D

| Scenes_
—:%

Scenes

v

O O

None | None — tat chuyé’n ddng

—D

Khi tat chuyén déng,
moé hinh khéng con nut Play/Pause

a3
o 5 5

Scene 3 Scene4 Scene5

Scene 1-5 — cdc kiéu chuyén déng




Tooltab 3D Model — Group Adjust Insert & Reset 3D Model

MOZE,S .| 3D Model — Chén thém mé hinh 3D, twong tw thao tdc chén ¢ tab Insert

s
| F;:;ZL?? Tinh ndng nay twong tu Reset Picture

€® Reset 3D Model

(Qa Reset 3D Model and Size

Cdc tinh nang thudc cac nhom Accessibility, Arrange va Size ban doc xem lai tai tab Shape Format

: SH U s S

[ El: DI_—, L_Ij E’—‘% F .L_l:_‘_l g I_D Height: 3.89"
Alt Bring Send  Selection Align Group
Text Forward v Backward v Pane v v

= Width: 341"

v

Accessibility Arrange Size N




Tooltab 3D Model — Group Size

Pan &1 pan & Zoom — phdng to két hop nut xoay dé xem cdn cénh (Pan) & thay déi kich thudc mé hinh (Zoom)

Zoom

Nhén git¥ kinh ltip dé phdng to hodc thu nhdé mé hinh
nhwng khéng thay déi kich thudc

o e N\

Pan két hop Rotate

Gﬁl —)




Tooltab 3D Model — Group Size

Format 3D Model v ox

O

Xoay

Vi tri cda vat thé trong mé hinh -

& O @

4 Model Rotation

Presets
X Rotation
Y Rotation

Z Rotation

|| Resize view to fit 3D model

4 Camera

Position
X Position
Y Position
Z Position
Look-at Point

X Position

Y Position

Z Position

Field-of-view

@)v
1010 7 ya)
5.5° °




SmartArt



Tab Insert — Group lllutrations

Choose a SmartArt Graphic

]% All

2= List

§

Process

d nj

o
~

Cycle
Hierarchy
Relationship
Matrix

Pyramid

> S @ B

Picture

@

Office.com

List

BNl mm —
T & B —
E— B [

=== |

e - - e e 3
— =

il Q9] c-e-0- 6 ¢
g EmpEE| \ \

-z == 2eg
BES 3cls Him Hoe

Basic Block List

Use to show non-sequential or grouped blocks
of information. Maximizes both horizontal and
vertical display space for shapes.

oK Cancel ‘

Kiéu SmartArt

Danh sdch bé cuc SmartArt
theo moi kiéu

Xem trwoc SmartArt

=~
SmartArt
B |jst
> Process
T Cycle
Eﬁ Hierarchy
F Relationship

{} Matrix
A Pyramid
[xd Picture

VYVvyVVVVYVYY




ToolTab SmartArt Design — Group Create Graphic Add Text

+ 7
'9 Add Shape v <= Promote T Move Up #1: Click vao shape va gé truc tiép
— Add Bullet — Demote \J, Move Down
EText Pane (j Right to Left % Layout v
, 0 ‘o)
T \ Create Graphic Type your text here X
\ * Microsoft Office
—> * Excel
* Word
C6 2 cdch dé mé Text Pane: ' :“”°r‘|°"
Cdch 1: stt dung nut lénh Text Pane
trong tab SmartArt Design, nhom o o
lénh Create Graphic; #2: Nhap trong Text Pane f
1 Microsoft
s 2 M ’ . ()
Cdch 2: mo nhanh Text Pane bang /'\ Office
nut mii tén & bién bén trdi cia ——
SmartArt o

Diverging Radial

Use to show relationships to a central idea in a
cycle. The first Level 1 line of text corresponds
to the central circular shape. Emphasizes the
surrounding circles rather than the central
idea. Unused text does not appear, but
remains available if you switch layouts.

Learn more about SmartArt graphics




ToolTab SmartArt Design — Group Create Graphic Add Shape

Click vao Shape B1 sau do
click tryc tiép vao nut

'||'_—| Add Shape v |




ToolTab SmartArt Design — Group Create Graphic Move Up/Down

I

Click vao Shape B2 sau do chon ||

T Move Up\ .

Hodc Click vao Shape B1 sau dé chon ||

\L Move Down |




ToolTab SmartArt Design — Group Create Graphic

>

Click vao Shape B2 sau do chon

<— Promote




ToolTab SmartArt Design — Group Create Graphic

Click véio Shape D s JM
— Demote




ToolTab SmartArt Design — Group Create Graphic Right to Left

Click vao SmartArt sau do chon
<—_> Right to Left|

— K=
=T



ToolTab SmartArt Design — Group Create Graphic

Click vao Shape A sau do chon

% Layout v —
% Standard
% Both

E? Left Hanging

%E Right Hanging




ToolTab SmartArt Design — Group Create Graphic

Assistant Shape

Assistant - Shape chi xudt hién & bé cuc Organization Chart;
Bullet cta Assistant thé hién bdng dédu mii tén xuéng dong
Vi tri cda Assistant luén ndm khdc hwdng vdi nhén vién con lai

o
Type your text here X

O O
*A
*B
* B2
* B1
. C
*D
> (0]

Organization Chart

Use to show hierarchical information or
reporting relationships in an organization. The
assistant shape and the Org Chart hanging
layouts are available with this layout.

“L

Learn more about SmartArt graphics




ToolTab SmartArt Design — Group Create Graphic Assistant Shape

Type your text here

A

Click vao Shape C sau do chon

] Add Shape v <— Promc *8
. B2

'-_- Add Shape After * B
e C

r[:| Add Shape Before *D

E Add Shape Above

E Add Shape Below

E Add Assistant

Organization Chart

Use to show hierarchical information or
reporting relationships in an organization. The
assistant shape and the Org Chart hanging
layouts are available with this layout.

Learn more about SmartArt graphics




ToolTab SmartArt Design — Group Layouts & SmartArt Styles

Layout — Chuyén sang bé cuc khdc Change Color — P6i mau Style — Kiéu
T Sl T oD e e e e e e T T
=== EERE, = & 2 -0-0- o Change I B N -- --
Colors v
Layouts SmartArt Styles
~ 7 Primary Theme Colors el Best Match for Document
=

EEE e mERE &L 2 66 o A it | it B i it e R
[ =

- | e o e e S T T e e

-2 =2 BF Z e e e e S

Accent 1

)
[

[ | [ | [ | [ |

Accent 2

CJ -

!:& ] 1] - -
seemssiy T T B T I B T | I | | |
Accent 3

JIE B | L] - ]
seeesslN T T B T I W T | |




ToolTab SmartArt Design — Group Reset Resert & Convert

P
Reset

sraphic,  Reset Graphic — khéi phuc dinh dang gbc

s

SO

Convert

@\ converttoText | Convert to Text — chuyén SmartArt thanh vén ban théng thudong,
?6 convert to shapes | Convert to Shapes — chuyén SmartArt thanh shape,




ToolTab Format — Shape Styles Format Shape

Toan bé cdc tinh ndng Format shape trong SmartArt giéng nhu format Shape théng thudng

~ < shape Fill v ~ A Text Fill v
[ Abc] { Abc } ‘ Abc ‘ Abc Abc v z Shape Outline v A A A v AText Outline v
@ Shape Effects v Y1 A Text Effects v
Shape Styles I~ WordArt Styles N

N

Click vao shape A dé thay déi
shape do

Click vao dwong néi giita B2
va B1 dé thay déi duwdrng dé _n



Convert to SmartArt



Tab Home — Group Paragraph Convert to SmartArt

&~

M. . 5 ~ \

i Convert to SmartArt chuyén van ban théng thuong sang SmartArt
=~ | Tinh ndng nay chi séng (khé dung) khi click vao vén bén

== 3 [— Chon védn bdn can chuyén sang SmartArt » Convert to SmartArt
QZI » Chon kiéu SmartArt dwoc cung cdp san

3l

- 5%.9 "

an 6
i
= @

"B More SmartArt Graphics.. Chon More SmartArt Graphics dé xem thém cdc kiéu SmartArt

KK

of

* Thuctrang . .
*  Nguyén nhan Thyc trang S Nguyen nhan
s Kétqui







Tab Insert — Group lllutrations

|:I] Powerpoint chén biéu d6 déng thoi
Chart | MC clra s6 Excel d€ nhap di liéu cho biéu d6

.

N

v v Chart in Microsoft PowerPoint X
A B C D E

1 Sales
2 1stQtr 8.2 O
3 2ndQtr 3.2
4 3rd Qtr 14
5 4thQtr 1.2)
]

O
O

m1stQtr = 2nd Qtr = 3rd Qtr 4th Qtr

O O O



Tab Insert — Group lllutrations

&

Gii? va di chuyén géc dudi bén phdi biéu dd dé thu hep/mé réng
kich thuwdc di¥ liéu cda biéu dé



Tooltab Chart Design Edit Data
57

. | Edit Data — chinh s d liéu biéu d6

Data v
@ Edit Data ’ = 9y & R Chart in Microsoft PowerPoint L7 X Edit Data
? ? ~° \ oA
mo cura s6 lam viéc
A B C D E F G H - > A5 XA iA
1 I Series1 |Series2  Series 3 E Chl de thay dOI S0 /I'eu
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 5)
6 [-]
] | []
H@ Edit Data in Excel ’ ] Y~ (Y v Chartin Microsoft PowerPoint - Excel L Pham Khanh @ ® & ®m - 0 X | Edit Data in Excel
Home Insert Draw Page Layout Formulas Data Review  View  Help Table Design 2| B mé’ Cl}’a 56 Idm ViéC
o = — — ab i N — 7. W ? ’ v
Elrj X Calibri v 11 v i — 22 % fEH conditional Formatting =i L0 (Vo4 day du Chu’c nang
Paste E@ v B I U~ AR ===E Number @Format as Table ¥ Cells Editing | Analyze
v Hiv Av A e=5= v [ Cell Styles v v v Data
Clipboard N Font N Alignment N Styles Analysis A
B1 v fx Series 1 N
A B C D E F G H | J K -~
1 Series 1 -Series 2 Series3
2 Category 1 43 2.4 2
3 Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 Category 4 45 2.8 5, IZI
Sheet1 ©) [«] | ]

Ready H 0 - — 88—+ 100%



Tooltab Chart Design & Format

Chart Design | Chi tiét vé dinh dang biéu db, ban doc xem tai Gido Trinh Trwc Quan Excel

i E

Add Chart  Quick Change L' Ill l!' M ||| |I| Ill |||

Element v Layout v | Colors v

Chart Layouts

<

:lll.l‘l.ld:lll lrﬂwhh I!Il!ll!ll!l l_ll I!_| |_|| |II - = t@ !ﬂ ?{ er:f,[zé, d]

Switch Row/ Select Change
Column ~ Data Datav Data Chart Type
Chart Styles Data

Type

Format I

Chart Area < NONN - r@ ~ £ shape Fill v ~ A Text Fill v F‘ Chering Forward ~ [E3 Align v 1 Height 219" -

<|,’/ Format Selection T I M Abe v Z Shape Outline v A A A v AText Outline v =l FD Send Backward v |-._D‘_'I Group v * ’

] Reset to Match Style 233" ;}:T}T:‘: ¥ @ shape Effects v V1 A Text Effects v Tzl):t R Selection Pane ARotate v 3 Width: 64° :
Current Selection Insert Shapes Shape Styles ~ WordArt Styles IS Accessibility Arrange Size ~




