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Tab Insert — Group Text Insert Textbox & WordArt

Textbox — hop chira védn bén

Draw Horizontal Text Box Vé’ textbox hu’o"ng Chlj" ngang

Vertical Text Box Vé texbox hu’o"ng chir dOC

Shape Format

Tooltab Format Shape xudt hién sau khi tao Textbox va WordArt

< Shape Fill v A Text Fill v
[Abc] [ Abc ] [ Abc } v z Shape Outline v A A A v AText Outline v
MR~/ Shape Effects v Y1 A Text Effects v
Shape Styles N WordArt Styles N

Toan bé cdc tinh ndng trong tab Shape Format trong Textbox va WordArt giéng nhw format shape théng thudng
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Header and Footer Header and Footer ? X

Notes and Handouts

Include on slide Preview

Slide = Notes & Handouts

|:| Date and time

Update automatically

Preview: ’ 15002001 \L‘
= Language: Calendar type:
‘English (United States) F‘ Gregorian j\
Date and time Fixed
»  Update automatically ‘18-02-2021
o [ slide number
|:| Footer

|:| Don't show on title slide

Slide number

Starts at:

Footer

Apply Apply to All Cancel

Don't show on title slide

Cancel Apply Apply to All
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Date and time — thoi gian:
Update automatically — cGp nhat tw dong méi lan mé file;
Fixed — nh@p thoi gian c6 dinh, khéng thay déi méi lén mé file

Slide number — ddnh sé trang
Footer — ndi dung & chdn trang

Don’t show on title slide
Khéng hién thj & slide tiéu dé, slide cé bé cuc Title Slide

Header and Footer - Slide

Header and Footer ? X

Slide Notes and Handouts

Include on slide Preview

Date and time

® Update automatically

16/03/2022 4
N S —
Language: Calendar type:
English (United Kingdom) v | |Gregorian v
O Fixed
15/03/2022

Slide number
Footer

Don't show on title slide

Apply Apply to All Cancel

Apply dp dung cho slide hién tai;
Apply to all ép dung cho tat cd slide
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Cdc thiét Iap cho Notes & Handouts giéng vdi Slide

Header and Footer ? X

Slide Notes and Handouts
Include on page Preview

Date and time

® Update automatically

16/03/2022 v
Language: Calendar type: | ____1
English (United Kingdom) v | |Gregorian v

O Fixed
16/03/2022

Page number
Header

Apply to All ‘ Cancel

Cdc thiét Iap nay chi thdy duoc khi chon in kiéu Note Page hodic Handouts
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=j el

s
Object \ Object.

Insert Object ? X
Insert Object
Object type:
Object type: @ Bitmap Image N |:| Display as icon

Microsoft Excel 97-2003 Worksheet

Microsoft Excel Binary Worksheet

Microsoft Excel Chart

Microsoft Excel Macro-Enabled Worksheet

Microsoft Excel Worksheet N

Microsoft Excel 97 - 2004 Worksheet Display as icon QO Create from file
Microsoft Excel Binary Worksheet
Microsoft Excel Chart

Microsoft Excel Macro-Enabled Worksheet
Microsoft Excel Worksheet

Microsoft Word 97 - 2004 Document el
Microsoft Word Document

Microsoft Word Macro-Fnabled Document

Inserts a new Bitmap Image object into your presentation.

T

(W0 Inserts a new Microsoft Excel 97 - 2004 Worksheet object into
& your presentation.

From File.. Cancel Cancel

Insert Object type dién hinh la Microsoft Excel Worksheet hay Microsoft Word Document:
Mac: mé ra cira sé Excel va Word riéng biét;

Win: mé ra ctra sé Excel va Word ndm trong méi trud'ng cia Powerpoint;

Create from file/From file chén file c6 sGn vao Powerpoint;

Display as icon hién thj file dwgc chén dwdi dang icon tuong trng
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D6i twong Spreadsheet nay chi cé thé chinh stra bdng Excel, khéng phdi
dinh dang bang théng thuong nhu khi Insert Table

O

O STORE LOCATION STAFFS MANAGER IPHNE SAMSUNG OPPO HUAWEI TOTAL Sﬂlp
STORE 1 DANANG 12 2 18 44 62 24 148
STORE 2 TPHCM 13 3 17 44 a5 33 139
STORE 3 HANOI 9 3 15 37 51 29 132
STORE 4 HANOI 13 3 17 37 59 28 141
STORE S5 DANANG 7 2 14 35 61 29 139
STORE 6 DONGNAI 6 3 16 41 38 22 117
STORE 7 HAIPHONG 6 1 13 29 a7 38 127
STORE 8 DONGNAI 14 2 30 35 58 32 155
STORE 9 HAIPHONG 15 3 16 47 56 34 153
STORE 10 TPHt 13 3 26 38 57 31 152
STORE 11 HANOI 9 2 29 39 55 25 148
STORE 12 DANANG 9 1 28 47 53 32 160 D bl I . k Y d h ~
STORE 13 TPHCM 9 2 14 47, 54 27 142 - t d
STORE 14 DONGNAI 9 3 23 49 50 25 147 O u e C IC Vao Sp rea S ee e
STORE 15 HAIPHONG 13 1 28 38 55 31 152 2 2 ~ A ‘\’
STORE 16 H 8 2 15 38 53 20 126
T e 2 = o= = = = chinh swa dif liéu bang Excel
STORE 18 2 3 22 41 58 37 158
STORE 19 TPHCM 9 3 14 42 53 30 139
STORE 20 BINHDUONG 15 2 25 35 54 31 145
STORE 21 HUI 3 18 46 56 23 143
STORE 22 DONGNAI 6 2 21 40 63 29 153
STORE 23 DANANG 8 2 20 a7 48 23 138
STORE 24 HAIPHONG 15 2 27 47 45 38 157
STORE 25 HANOI 13 1 17 37 59 28 141
STORE 26 HUI 12 2 15 51 49 24 139
STORE 27 DONGNAI 13 2 20 34 37 31 122
STORE 28 BINHDUONG 15 1 22 49 51 24 146
STORE 29 TPHCM 10 2 28 31 56 27 142
STORE 30 DANANG 10 2 25 43 60 22 150
STORE 31 HAIPHONG 8 1 16 34 49 32 131

( ORE 32 HUE 8 2 19 50 53 32 154

'ORE 33 BINHDUONG 6 3 22 40 46 32 140

STORE 34 BINHDUONG 5 2 24 41 59 38 162
STORE 35 DANANG 9 2 29 52 45 28 154
STORE 36 TPHCM 11 3 28 39 53 33 153
STORE 37 TPHCM 5 1 10 48 45 34 137
STORE 38 HANOI 11 3 21 42 44 32 139
STORE 39 HANOI 7 2 17 56. 36 33 142
STORE 40 DONGNAI 15 3 33 33 47 22 135
STORE 41 HAIPHONG 6 3 21 30 55 27 133
STORE 42 TPH 9 3 22 32 46 32 132
STORE 43 DANANG 14 3 25 29: 61 37 152
STORE 44 TPHCM 7 1 24 50. 58 29 161
STORE 45 HUE 7 2 23 44 49 26 142
STORE 46 HUE 14 1 22 42 51 28 143
STORE 47 BINHDUONG 9 3 9 33 45 28 115
STORE 48 HAIPHONG 12 2 28 41 60 20 149
STORE 49 DONGNAI 11 2 23 40 49 34 146
STORE 50 DANANG 11 3 30 47 38 34 149
STORE 51 TPHCM 10 3 22 55 50 34 161
STORE 52 HANOI 12 3 25 40 50 29 144
STORE 53 HANOI 6 2 17 47 48 25 137
STORE 54 DANANG 10 3 23 a7 53 32 155
STORE 55 DONGNAI 8 3 17 34 54 30 135
STORE 56 HAIPHONG 11 1 32 41 63 34 170
STORE 57 DONGNAI 9 1 22 42 43 36 143
STORE 58 HAIPHONG 5 2 20 39 55 23 137
STORE 59 TPHCM 15 3 18 44 53 24 139
STORE 60 HANOI 12 1 22 26 48 39 135
STORE 61 DANANG 12 3 23 43 a1 30 137
STORE 62 TPHCM 14 2 22 46 55 21 144
STORE 63 DONGNAI 10 3 18 32 58 30 138
STORE 64 HAIPHONG 7 2 30 38 30 27 125
ISTORE 65 HUE 12 2 9 43 57 37 156 7

G O O
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Ctra s6 Excel xudt hién dé chinh stra di¥ liéu trong méi trivdng Powerpoint

[ Presentation - PowerPoint - X
File Window
® v £ Search (Alt+Q)
Home Insert Page Layout Formulas Data Review View Developer Help Power Pivot {3 Comments
= . .
?’c‘" Calibri 25 Wrap Text General v ﬁ % Normal Bad @ ﬁ)} @ Au osum é? p
[BCopy ~ - v EFill v /
Paste Conditional Format as d Neutral —1 | Insert Delete Format Sort & Find &
I U+ " v O <0 .00 Goo =
v <F Format Painter = Merge & Center $ v % 0 WA | g Tble- v v v | ©Cdearv  Fierv Select~
Clipboard ~ Font N Alignment N~ Number N~ Styles Cells Editing Analysis ~
c28 - f | 13 v
6 ! 5 ! 4 3 ! 2 ! 1 I 0 ! 1 2 ! 3 ! 4 5 I 6 [ =
1
” A B C D E | F ~
1 STORE  LOCATION  STAFFS MANAGER TOTAL STAFFS TOTAL STAFFS PER MANAGER
2 STORE1 DANANG 12 2 14 6
3 STORE2 TPHCM 13 3 16 4
4 STORE3  HANOI 9 3 12 3
o 5 STORE4 HANOI 13 3 16 4
6 STORES DANANG 7 2 9 4
- 7 |STORE6 DONGNAI 6 3 9 2
8 |STORE7 HAIPHONG 3 1 7 6
9 |STORE8 DONGNAI 14 2 16 7
- 10 STORE9  HAIPHONG 15 3 18 5
11 |STORE 10 TPHCM 13 3 16 4
12 |STORE 11 HANOI 9 2 1 5
13 |STORE 12 DANANG 9 1 10 9
14 |STORE 13 TPHCM 9 2 1 5
° 15 STORE 14 DONGNAI 9 3 12 3
16 |STORE 15 HAIPHONG 13 1 14 13
N 17 |STORE 16 HUE 8 2 10 4
18 STORE17 BINHDUONG 11 3 14 4
19 |STORE 18 HUE 12 3 15 4
- 20 |STORE 19 TPHCM 9 3 12 3
21|STORE20 BINHDUONG 15 2 17 8
22 |STORE 21 HUE 7 3 10 2 [+]
< > .. STAFF|SALE | IPHONE | SAMSUNG .. ® : [« 0]
~
~ o . 2
- Chon sheet mudén hién thij :
Side10f1 [} English (United Kingdom) % Accessibility: Investigate Lnotes  [E 88 ¥ ————+ 0% €

B&m phim Esc hodc click ra ngodi vdn ban dé thodt cira s6 Word



Tab Insert — Group Text Word Document

Péi twong vdn ban nay chi cé thé chinh stra bang Word, khéng phdi
dinh dang vdn ban théng thuong nhu khi Insert Textbox

Double-click vao document dé
chinh stra vén bén bdng Word

Q. : 0 . : —o0
Video provides a powerful way to help you prove your point. When you click Online
Video, you can paste in the embed code for the video you want to add. You can also
type a keyword to search online for the video that best fits your document.

\J

T'o make your document look professionally produced, Word provides header, footer;
cover page, and text box designs that complement each other. For example, you can add
a matching cover page, header, and sidebar. Click Insert and then choose the elements
you want from the different galleries.

o

(@)
O
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Ctra s6 Word xudt hién dé chinh stra vdn bdn trong méi trivdng Powerpoint

% Presentation? - PowerPoint - X
File Window
P sewaona

Home Insert Design Layout References Mailings Review View Help

X 5 ~ A ane == L=, = e, A ] LFind ~ e
fﬁlm Times New Rome v|13 | AT A" Aa~ [ Ao *7 [A] | F EE R 2L T AaBbCe AaBbCe AaBbCc Aasbcet AQB assbeeo. daBhCel AaBbCe & s QJ L
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Paste 2 = Ty i is [ Dictate Editor
B I U- v 2w A =0 | 1 Normal | TNo Spac.. Heading1 Heading 2 Title Subtitle  Subtle Em... Emphasis |v

v < Format Painter Uy x XA A-H® = ™ Ll " 9 o " I Select v

Clipboard & Font 5 [ Styles 5] Editing Voice Editor | Reuse Files|

l 6 i 5 ' 4 ' 3 2 ' 1 0 ' 1 ' 2 ' 3 ' 4 ' 5 ' 6 ' -

L | 1 .

Video provides a powerful way to help you prove your point. When you click Online;
Video, you can paste in the embed code for the video you want to add. You can also
. _ type a keyword to search online for the video that best fits your document.

2 3 | 4 | 5 0 6

- To make your document look professionally produced, Word provides header, footer,
- cover page, and text box designs that complement each other. For example, you can add
- a matching cover page, header, and sidebar. Click Insert and then choose the elements
~ you want from the different galleries.
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¥
slide10f1 [}  English (United Kingdom) % Accessibility: Investigate = Notes E 88 H - —f—+ 100% @

B&m phim Esc hodc click ra ngodi vdn ban dé thodt cira s6 Word

Edit Word Document



