CHUONG 1
CAC CHUC NANG SOAN THAO VAN BAN NANG CAO

Trong gido trinh tin hoc dai cwong B, sinh vién dd lam quen v&i phdn mém soan thao vin ban
MS Word, tuy nhién vi gi6i han thoi lugng gidng day nén cac em chi dugc huéng dan nhiing
chirc ning soan thao co ban. Trong gi4o trinh nay cac em tiép tuc dugc gioi thiéu thém nhiing
chirc ning nang cao ctia phan mém soan thao MS Word. Nhirng chirc ning nay giup cac em c6
thé tao ra nhirng vin ban mang tinh chuyén nghiép cao, phuc vu cho viéc hoc tp cta cac em sau
nay.

Str dung style

Style 14 mot tap hop cac dinh dang co san trong Word hodc do ngudi dung tao ra va duoc gan
cho mot tén riéng. Trong mdt style co thé chua cac dinh dang ky tu, dinh dang doan vin
ban,...Trong Word c6 75 style dugc xac dinh trudce, dugce goi la style chuan. Mot s style chuén
nhu Normal, Heading 1, Heading 2,....

Viéc str dung style cho phép chiing ta dinh dang vin ban nhanh, c6 tinh théng nhat cao. Vian ban

str dung style c6 thé tao bang muc luc d& dang. Chiing ta co thé: Thay ddi nhitng dinh dang (Font,
Paragraph ...) cho style chuan.

Tao mot style moi.

a. Hiéu chinh mot style chuan:

Chtrc niang ndy cho phép thay d6i mot sé dinh dang cua style chuan cho pht hop vé6i yéu cau cua
nguoi su dung.

Cdch thuc hién:

Chon Format | Style, xuat hién hop hoi thoai:

sl |

Styles: Paragraph preview

'l Body Text L T RILLRTT I
1l Body Text 2

1l Body Text 3

1l Body Text First Indent
1l Body Text First Indent 2
1l Body Text Indent

1l Body Text Indent 2

1l Body Text Indent 3

1l Caption

11 Closing Times New Roman
a Comment Reference
11 Comment Text

1l Date Description

Character preview

» @ Default Paragraph Font L] Mormal + Indent: Left 1" Right 1", Space after & pt
Lisk:

all styles IE’

Skyles in use |

User-defined styles Mew... Modify... | Delete |

Apply I Cancel |

® Chon mdt style muon hi¢u chinh tir danh sach , nhan niit Modify, xuat hién hop hoi
thoai: ® Nhin vao nit Format rdi chon dinh dang mudn thay dbi: Font, Paragraph, Tab,...
> Chon Font: dé thay doi font chit.
> Chon Paragraph: d¢ thay d6i dinh dang doan.
> Chon Border: dé thay d6i dudng vién.
@ Sau khi da thyc hién nhitng thay d6i, nhin OK dé tré vé cira s6 Modify style.
© Chon checkbox Add to Template va nhan OK dé luu lai sy thay doi cua style.
® Nhin vao niat Apply hay Close dé hoan tat viéc thay doi dinh dang cho
style. b. Tao mot style méi:




Chirc ning nay cho phép tao ra mot style méi dé bo sung thém cho nhirng style chudn ciia MS
Word.

Cdch thuc hién:

© Chon Format| Style, xuét hién hdp hoi thoai Style.

Trong hop hdi thoai Style, chon NEW dé tao ra mot style moi.

New Style 7] x| I
Style type:
IParagraph _:I
Based on: Stvle for following paragraph:
I 11 Normal LI l 1l Stylel _V_I

Preview

Soaple TowSaxnple TowSonple TowSople TowSaxple TouSople TowSaxple TouwSoxmple
ToSoyple ToSople TowSoyple TowSomple TowSople TowSomple TowSomple TouSomple
To.doyple Toudonple TowSomple TouSoxple TowSoxple TouwSomple TouSomple Tow

Description
Normal +

[~ Add to template [~ Automatically update

| OK I Cancel l Format ~ | Shortcut Key... l

>Name: nhdp vao tén cua style méi, toi da 24 ky tu.

» Style type: chon loai style s€ tao ra

-Paragraph: style dung dé dinh dang cho doan vin ban

-Character: style dung dé dinh dang ky tu

>Base on: chon dinh dang cho style méi dua trén mot style san c6 nao do.

® Nhéan Format, tiép theo 1a cac thao tac tuong tu nhu viéc hi€u chinh mot style

chuan. c. Ap dung style cho doan vin ban:

Chtre niang ndy dung dé dinh dang cac doan van ban bang cach st dung nhiing style sin co.
Cach thuc hién:
(1) ChQIl doan vin bin mu 6 n dll’lh dang | Eile Edit View Insert Format Tools Table W

£ NN V. A A n [ =2 = | v E
® Nhan chudt vao nat cong cu style trén thanh cong cu J [EEET T [7mes vow Roman. 8110 51|

Formatting, chon mét style dé dinh dang cho doan van  [7 p.. P — .
ban do. Heading 1 =
Heading 2 f_: p':'
I Heading 3 i p‘g
| Normal i

Tao chu thich

Chirc nang nay cho phep tao ra cac chi thich cho nhing tur ngir, thuét ngtr. No1 dung dién gidi
ctia chu thich ¢6 thé dit ¢ cudi trang (footnote) hodc cubi van ban (endnote).

& Cach thuc hién:

O Di chuyén con tro dén vi tri sau tur ngtr mudn tao cha thich.



® Chon Insert| Footnote, xuét hién hop hoi thoai:

21
Insert
(% Footnote Bottom of page
" Endnote End of document
Mumbering
{* autoNumber v
" Custom mark: |
Symboal... |
QK Cancel I Options. .. |

» Footnote: cho phép tao chu thich & cudi trang

> Endnote : cho phép tao cha thich ¢ cudi van ban.

> Autonumber: ty dong danh s cha thich

> Custom mark: cho phép nhap ky tu ding dé chu thich theo y muén. Néu mudn str dung céc
ky tu ddc biét, nhdn nit Symbol rdi chon ky tur tir cira s6 Symbol.

©® Nhan OK dé két thuc.

® Nhap ndi dung cho footenote hoac endnote vira tao ra trong cua s6 footnote.
&  Pé hiéu chinh ndi dung cua footnote, nh:?ip dap chudt vao vi tri chi sb cua
footnote. & Dé xem ndi dung cia footnote, dua con tré chudt gan chi sé ciia
footnote.

& Pé xda footnote hodc endnote: chon chi sb r6i nhdn DELETE

Tao thuyét minh:

Chtre niang nay cho phép tao ra céac tiéu dé hodc 101 thuyét minh cho céc biéu bang, biéu do, hoic
cac hinh anh trong van ban.

Cach thuc hién:

© Chon déi twong mudn tao tidu dé hoic 16i thuyét

minh ® Chon Insert/Caption, xuat hién hop hdi thoai:

Caption NN 21|
Caption:
[Figure 1
Options
Label: Figure o MNew Label. ..
Position: Below selected item ] Delete Label
Mumbering...
AutoCaption... OK I Cancel

> Caption: Nhap ndi dung cho tiéu dé hoic 16i thuyét minh



> Label: Chon loai tiéu dé, cac nhan c6 sin 1a Figure, Table, Picture,...cidc nhan ndy s€ xuét
hién  trudc 10 thuyét minh.
> Position: chon vi tri cho 101 thuyét minh.
Above selected item: 101 thuyét minh ¢ bén trén ddi twong dang chon
Below selected item: 1i thuyét minh & bén dudi ddi twong dang chon
»New Label: chon nat nay dé tao thém cac nhin méi. Khi chon nut nay s€ xuét hién hop
hoi  thoai: Nhap tiéu dé cho nhin mdi, nhidn OK dé dong hop hoi thoai. Nhin nay s& xuat hién
trong danh sach cac nhan ctua hop ké tha Label.
>Delete Lable: chon nat nay khi mudn x6a di cac nhan khong st dung trong danh sach cac
nhan dugc liét ké trong hop ké tha Label.
>Numbering: chon nat nay khi mudn thay doi cach danh sé cho cac nhian. Xuat hién hop
hoi thoai:

Format: N |

I” Include chapter number

Chapter starts with style E‘Esl'_‘h"l] 1 LJ

LIse separator: - (hyphen) v I

Examples: Figure II-1, Table 1-A

QK | Cancel |

»Format: chon mét trong cac cach danh s tur hop ké tha

> Include chapter number: cho phép thém vao trudc tidu dé sb thir tr ctia chwong. Khi muén
chon muc nay thi cac tiéu dé ciia chuong phai duoc dinh dang bang cach sir dung style.

> Nhin OK dé dong ctra s6 Caption Numbering.

AutoCaption: chirc ning nay cho phép tu dong tao ra 161 thuyét minh mdi khi mot déi twong da
dinh trude (hinh anh, 4m thanh, biéu d6...) dugc chén vao vin ban.

© Nhin OK dé két thic.

Ghi chu: d6i voi nhitng biéu bang, hinh anh, ... duoc sir dung caption dé dit tiéu dé thi nhirng
tiéu dé nay cé thé lap thanh danh muc, vi du nhu danh muc biéu bang... twong tu nhu cach tao ra
bang muc luc & ph'?ln sau.

Tao bang muc luc

Chirc ning nay cho phép tao ra bang muc luc trong nhitng vin ban c6 nhiéu trang nhu bao cao,
luén van, gido trinh,...Co hai cach tao ra bang muc luc:

- Tao ra bang muc luc di v&i vin ban dinh dang kiéu heading style

- Tao ra bang muc luc tir vin ban bat ky sir dung cac Field Code

a. Tao bang muyc lyc cho van ban c6 st dung Style

Dé tao ra bang muc luc nhu ¥ mudn thi van ban phai dugc dinh dang mét cach nhét quan. Nhitng
muc chinh trong vin ban phai duoc dinh dang bang cich sir dung céc style chuan hoic style tu
tao.

Cach thuc hién:

O Di chuyén con tro dén vi tri mudn tao bang muc luc



@ Nhin Ctrl + Enter dé tao ra ngit trang phan chia gitra muc luc va noi
dung ® Chon Insert | Index and Tables, xuét hién hdp hoi thoai:
® Chon 16p Table of Contents

>Preview: cho xem trudc két qua cua bang muc luc s€ dugc tao ra
>Show page numbers: liét ké s trang twong (mg trong bang muc luc
>Right Align page numbers: s6 trang dugc can 18 phai

>Tab leader: chon dang dudng ké nbi giira tiéu dé voi sb trang
»Formats: Chon dang thirc dung dé thé hién bang muc luc

>Show level: chi ra s6 mic d& muc s& hién thi trong bang muc luc

© Chon Options, xuat hién hop hoi thoai:



»Available Style: 1iét ké danh sach style duoc st dung trong van ban. Trong cot TOC
level, nhap lai cac chi cip d&& muc theo ¥ mudn.

® Nhin OK dé tro vé cira s6 trudc.

® xem két qua trong cira s6

Preview. ® Nhéan OK dé két thuc.

% Pé cap nhat bang chi muc:

Chuyén dén vi tri bat ky trong bang chi

muc. Nhan chudt phai, chon Update Field.

b. Tao bang muc lyc tir vin ban bat ky

Chtre niang ndy dung dé tao bang muc luc cho mot van ban bat ky. Tuy nhién vin ban can phai
duoc cheén Field code vao nhiing vi tri du dinh dua vao bang muc luc.

Cdch thuc hién:

Buoec 1:

Panh dau cac muc s& dua vao bang muc luc: st dung 1é€nh Insert | Field hoac nhén t6 hop CTRL-
Fo.

O Di chuyén con tré dén vi tri mudn dua vao trong muc

luc ® Chon Insert | Field, xuat hién hop hdi thoai:

Feld R 2| |

Cateqgories: Field names:
(Al Index -
Date and Time RD -J
Document Automation TA

Document Information

Equations and Formulas TOA
W TOC

Links and References XE
Mail Merge
MNumbering
User Information _'_]

Field codes:  TC "Text" [Switches]

ITC "Chuong 1: Dai cuong ve Tin hoc'|

Description
Mark a table of contents entry

™ Preserve formatting during updates

Options... QK I Cancel

» Category: chon Index and Tables

»Field names: chon TC ) i )
»>Field codes: gd mét khoang trang, nhap vao tén dé muc bao quanh bdi dau nhay kép. Vi du:
TC “Chuong 1: Dai cuong ve Tin hoc”

© Nhéin OK dé két thuc



® Lap lai thao tac trén d€ chén Field code cung vai tén cua cac d€ muc muon dua vao trong
bang muc lyc.

Budéc 2:

Tao bang muc luc tir cac Field Code.

O Di chuyén con tré vé vi tri mudn tao bang muc

luc ® Nhin CTRL-ENTER d¢é tao ngit trang

© Chon Insert|Index and Tables va chon muc Table of Contents nhur d trinh bay & phan
trén. @ Chon Options, xuét hién hop hoi thoai Tables of Contents Options

© Chon check box Table Entry Field

® Néu cira s6 TOC Level ¢6 céc gia tri s, x0a cac gia trj so d6

di. @ Cac budc con lai thyc hién nhu da trinh bay ¢ trén.

©® Nhin OK dé két thuc.

Biéu do

Chue nang nay dung dé thém cac biéu do vao trong van ban. MS Word cho phép nguoi dung
thao tao v&i biéu dd thong qua phan mem MS Graph di kém vé1 bd MS Office. Nhirng thao tac
trén biéu d6 ctia MS Graph hoan toan giéng nhitng thao tac trén biéu do trong MS Excel. a. Tao
biéu d6 méi:

© Di chuyén con tro dén vi tri mudn tao ra biéu dd

® Chon Insert|Picture|Chart, xuat hién mot biéu do va mot bang dir licu.

[} 'l | |
100 -
80
: 60 1 o East
" 40 mWest | u
20 1 O North

l] 4
1st Qtr 2nd 3rd Otrdth Otr

x
A B C D E -
1st Otr Znd Otr  [3rd Qtr  |4th Otr

1 af|East 20.4 274 90 204

2 afl|West 30.6 38.6 34.6 31.6

3 afiNorth 459 46.9 45 43.9
4 v
<] | /

© Xoa hét dir liu mau trong bang dir lidu, thao tac ndy twong tu nhu xoa dit liéu trong MS

Excel.

® Nhap dir liéu moi vao bang dir li€u
©® Bam chudt ra khoi ctra s6 biéu do, tro vé
Word b. Hiéu chinh biéu do

Chirc nang nay cho phép hiéu chinh mét biéu dd da dugc tao ra trude do nhu

hiéu chinh di liéu, chon dang biéu d6 mdi,
=] Cach thuc hién:
O Chon biéu d6 muodn hiéu chinh




Nhin dap chudt vao biéu dd, cira s6 Datasheet hién ra
a. Thay doi dir liéu: nhap lai dir li¢u mdi trong cira s6 Datasheet
b. Xac dinh lai tryc bi€n thi€n dir li€u: cho phép chi ra dit li¢u bién thién theo hang hay theo

cot. Chon Data ttr thanh menu

+ Chon Series in Rows néu dir liéu bién thién theo hang

+ Chon Series in Colunms néu dit liéu bién thién theo

cot ¢. Thém dong / c¢ot vao biéu do:

Di chuyén con tré dén 6 thudc dong hay cot mudn thém vao

Chon DatalInclude Row/Col..

+ Chon Colunm dé thém cot

+ Chon Row dé thém hang
d. Loai bo dong/cot ra khoi biéu do:
Di chuyén con tré dén 6 thudc dong hay cot mudn loai
bo Chon Data|Exclude Row/Col...

+ Chon Colunm dé loai bo cot

+ Chon Row dé loai bo

hang c. Thay d6i dang biéu d6:

© Chon Chart|Chart type, xuat hién hop hoi thoai:

Chart Type

Standard Types I Custom Types |

Chart type:

®: Bubble

[ﬁ;ﬁ_ Stock

Chart sub-type:

il)s
-0

% N B

ptions
™ apply ko selection
I Default Formatting

‘ Clustered column with a 3-D visual effect,

Press and Hold to View Sample l

[@l Set as default chart | | OK l Cancel |

Chart type: liét ké cac dang biéu d6, nhin chudt vao biéu dd mudn chon
Chart sub-type: liét ké cac dang chi tiét ciia timg dang biéu d6 trong ctra s6 chart type

® Nhin OK dé két thic.

Mot s6 biéu d6 (Chart) va dé thi (graph) thong dung:

Loai bi€u do

Mo ta

Column

Biéu d6 dang c6t (Colunm) dugc dung bi€u di€n sy bi€n
thién cta cac dai lugng trong mot khoang thoi gian . Moi
gia tri trong biéu d6 duoc biéu dién bang 1 cot. Dir liéu




trong cac nhom s€ dugc bicu dien bang cic mau khac

nhau.
Biéu d6 dang thanh (Bar) ciing gidng nhu biéu do dang cot
nhung duoc biéu dién theo chiéu ngang

Bar )

Y Biéu d6 dang Line: dung dé minh hoa xu hudng bien thién

cua dir liéu. Moi gia tri cia dir li¢u dugc v& thanh mot
diem trén do thi, sau d6 dung duong ké ndi cac diem nay
Line lai.

Biéu d6 dang Area: ciing giéng nhu biéu do dang Line

t :’ ! nhung dugc t6 mau vung bén dudi duong ké

Area
Biéu do dang phan trim (Pie) dung dé biéu dién gia tri cua
dit liéu theo ti 1& phan trim, mdi gi4 tri s& dugc gan cho
mot mau.
Pie
" ., Biéu do dang XY thuong duoc sir dung dé biéu dién su
- .~ , .
LI tuong quan gitra cac dai lugng.
XY Scatter

d. Pinh dang biéu do:

Chtrc nang nay cho phép dinh dang cac thudc tinh cua biéu d6 nhu tiéu dé, mau sic, chu thich,..
Cach thuc hién:

© Chon ddi tuong mubn dinh dang trong biéu do6

® Nhan dap chudt, hop hoi thoai Format xuét hién

© Thay ddi cac thudc tinh cua ddi tuong d6 trong cira s6

Format. @ Nhin OK dé két thuc

Macro

Trong qué trinh soan thao, néu mot sd thao tac nao d6 duge thuc hién lap di lap lai nhiéu 1an thi
ta ¢ thé thuc hién nhitng thao tdc d6 nhanh hon bﬁng cach su dung macro. Mot macro la mot
chudi cac 1énh va chi thi dugc nhom lai véi nhau va dugce thi hanh nhu mot 1énh don binh
thuong. Co6 hai cach tao ra macro, ghi lai tat ca cac thao tac chung ta thuc hién hodc 1a sir dung
ngdn ngit Visual Basic for Application dé viét macro. Trong pham vi gi4o trinh nay chiing ta sir
dung phuong ghi (record) macro.

Chu y: Khong duge st dung chudt dé hidu chinh hodc chon khdi vin ban, nhitng thao tac nay
bat budc phai sir dung ban phim.

Tao ra macro moi:

Cdach thuc hién:



© Chon ToolMacro|Record New Macro, xuét hién hdp hdi thoai:

Record Macro i] .’il
Macro name: o
Macrol
~Assign macro to Cancel

| BB

Toolbars Keyboard

Store macro in:
All Documents {Mormal.dot) -:I

Description:
Macro recorded 2)7/2003 by Bui Quoc Chinh

»Macro name: nhap vao tén cho macro
»Store macro in: chi ra noi luu macro.

+ Luu trong van ban hién hanh: macro chi str dung dugc trong van ban hién hanh

+ Luu trong tap tin Normal.dot: macro ndy c6 thé sir dung trong moi van ban.
» Assign macro to:

+ Toolbars: Itu macro vao mot thanh cong cu cua Word, mdt ntt 1¢nh méi s€ xuét hién
trong thanh cong cu nay

+Keyboard: gan cho macro mot t6 hop phim nao d6, mdi 1an nhin t6 hop phim d6 thi
macro s€ thi hanh.
® Nhin OK dé dong ctra s6 macro. Luc nay con tré chudt thay doi hinh dang va xuat hién thanh
cong cu Macro nhu sau:

Chu y: Tur luc nay tro di, tat ca cac thao tac déu duoc ghi lai, do d6 can thuc hién cac thao tac
mot cach cin than. Néu thuc hién sai mot thao tac nao do thi thao tac sai dé cling s& dugc thuc
hién néu chung ta thi hanh macro.

© Nhan vio nit Stop trén thanh cong cu macro sau khi thuc hién xong céc thao tac can ghi vao
macro.

Str dung macro:
Khi muon thi hanh macro thi nhan t6 hop phim da gan cho macro hodc nhan vao nat macro trén
thanh cong cu.

Vi du:

Khi st dung chirc nang dinh dang chi s6 trén hodc chi sb dudi, cac chi sd duge tao ra hoi nho
hon so véi ¢& chit dang sir dung. Sau day chung ta s& tao ra mot macro ma mdi lan chung ta
mudn dinh dang chi s6 dudi thi chi can dua con tro dén tai vi tri ky tu mudn tao chi s6 dudi roi
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nhén t6 hop phim Ctrl+Alt+Shift+D. Ky tu tai vi tri d6 s& dwoc chuyén thanh chi s6 dudi va c&
chit gin bang ¢ chit binh thudng.

+ Chon menu Tools| Macro | Record New Macro

+ Nhap tén cho macro: chisoduoi
+ Nhan vao nut Keyboards, xuat hién hdp hoi thoai:

Customize Keyboard = 21 x|
Categories Commands:
Close
Macros Zl Mormal.NewMacros.Macrol
Assian
;_I __l Remove
Press new shorkcut key: Current keys: Reset all...
| ]
escription y
Save changes in:
INormal.dot ZI

+ Nhan t6 hop phim: Ctrl+Alt+Shift+D, trong dong mé ta (Description) hién 1én chir
[unassign].

+Nhan nat Assign, trong ctra s6 Current keys hién 1én t6 hop phim vira gd.

+Nhan Close dé dong cura sO

Luc nay ching ta bat dau thuc hién nhirng thao tac dé dinh dang chi sb dudi. Can cha ¥ 1a phai
thyc hién that chinh xac cac thao tac, néu khong két qua s& khong nhu ¥ muon

+ Nhin phim Shift va miii tén phai dé danh dau khéi ky tu dinh dang chi sé dudi.

+ Chon Format|Font

+ Chon muc SubScript

+ Chon c¢& chit 14 trong cira s6 size.

+ Nhin OK

+ Nhan chudt vao nat Stop trén thanh cong cu macro.

Pén day chung ta di hoan thanh viéc tao ra macro chisoduoi.
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Chuong 2:
PHAN MEM TRINH BAY POWER POINT 97/2000

Gioi thigu:

Trong chuong nay chiing ta s& lam quen v&i phan mém trinh bay Microsoft PowerPoint. Day 1a
mot cong cuy trinh didn chuyén nghiép c6 nhiéu tién ich dé trinh bay van dé c¢6 hinh thic dep va
sinh dong. PowerPoint c6 thé sir dung dé trinh bay mot van dé theo cac cach sau:

+Trinh bay truc tiép bang mdy tinh: mdy tinh s& dwgc ndi v6i mot may Projector hodc may
Datashow.

+Trinh bay gian tiép: bang cach in ra cac trang slide roi sir dung may Overhead.

Ung dung ctia PowerPoint: PowerPoint duoc cac thuyét trinh vién str dung dé trinh bay trong cac
hdi thdo, hdi nghi, seminar, bdo cao ludn van,...Ngoai ra n6 cling dugc sir dung phd bién trong
cong tac giang day.

Khoi dong va thoat khoi MS Power Point

Céch khoé1i dong va thoat khoi MS PowerPoint dugc thuc hién tuong tu nhu cac ing dung chay
trong mo1 truong Windows.
a. Khéi dong MS PowerPoint

Dé thé khoi dong MS Power Point ta co thé thuc hién theo cac cach sau:

+ Nhan Start / Program files / Microsoft PowerPoint

+ Nhin dap chudt ( double click) vao shortcut cia MS PowerPoint trén man hinh nén hodc nhin
dap chudt vao mot tap tin do MS PowerPoint tao ra.

b. Thoat khoi MS PowerPoint

Trude khi thoat can phai luu cac tap tin dang 1am viéc vao dia, néu khong thi dir liéu dang 1am
viéc c6 thé bi mat di, tuy nhién trudc khi thoat néu cac tap tin chua duoc luu thi MS PowerPoint
s€ hién Ién thong bao nhac nho:

! 5 Do you want to save the changes you made to Presentation1?

Yes No Cancel |

Yes:  Luu va thoat

No:  Khong luu, thoat

Cancel: Huy bo 1énh ( khong luu, khong thoat)

+ C6 thé thoat khoi MS PowerPoint bing mot trong cac cach sau:
- Nhin t6 hop phim Alt-F4

- Chon Iénh File | Exit

- Nhan véo nut ll nam & phia trén, bén phéi ciia thanh tiéu dé

Tao mot trinh bay moi:
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Sau khi khéi dong xong, MS PowerPoint s€ hién 1én hop hoi thoai véi bdn chon lua, trong do ba
chon lya dau dung dé tao mot trinh bay mdi (new presentation), chon Iya con lai dung dé mo tap
tin da c6 san. Trong truong hop mot tap tin MS PowerPoint da dugc mé hoac hop hdi thoai
khong xuét hién, chon File | New tur thanh menu.

PowerPoint 2| x|

—Create a new presentation using

ﬂ
|

[T Don't show this dialog box again

| OK I Cancel |

AutoContent Wizard : tiy chon nay cung cip nhiéu miu va y tuong cho cac kiéu trinh bay
khac nhau. Duyét cc trang ctia Wizard bang cach nhan chudt vao nut Next & cudi trang sau khi
da chon nhitng muc thich hop.

Design Template:MS PowerPoint cung cip nhiéu mau chuan, nhirng mau nay di duoc dinh

AutoContent Wizard 2] |

5 AutoContent Wizard
Start

Presentation type The AutoContent Wizard gets you started by
providing ideas and an organization for your
presentation,

Presentation style
Presentation options

Finish

‘@J Cancel l & Btk | Finish |

dang san mot so thudc tinh nhu mau nén, font chit,...dé nguoi dung st dung cho trinh bay ho.
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Muon tim hodc chon mdt mau nao do, chon tén mau tir ctra s6 bén trai roi xem mau do trong ctra
s0 Preview . Nhan OK khi da chon dugc mgt mau thich hop.

New Presentation 2| x| l

General Design Templates IPresentations | Office 97 Templates |

Exoedition Network Blitz l

Factory Notebook
Sl |Bamboo @ Fireball @l Jpast Modern Preview
Blends Gesture Pulse
BIue Diagonal Global Radar
S |Blueprint High Yoltage Ribbons
Bold Stripes Japanese Waves Ricepaper

r adiplSeng Sie

Cactus La'v'erne Romanesque
Capsules Lock And Key Sakura
Checkers Marble Sandstone
5] citrus & JMountain @] S0aring IR TR
Construction Nature Straight Edge
Dads Tie Neon Frame Strategic
L« | >

OK Cancel

Blank Presentation: tuy chon Blank Presentation ding dé tao ra mot trinh bay khong c6 dinh
dang truoc.

AutoLayout: Sau khi da chon mdt trong ba tuy chon, hop hoi thoai New Slide hién ra nhu hinh
Sau:

New Slide ki B4

Choose an Autolayout:

Cancel

;
HHE
i

il =] |lsBesl| |nna]| =

Title Slide

™ Don't show this dialog box again

H

Chon mét b cuc phu hop véi trinh bay sé dugce tao ra dugc tao ra 10i nhan OK.

Open an Existing Presentation: Chon muc nay dé mé mot trinh bay di c6 san.
Céc ché d¢ trinh bay
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MS PowerPoint c6 bon ché dd trinh bay va mot ché do trinh dién. Dé chuyén gitta cac ché do
trinh bay, nhan vao mit cac nit cong cu trén thanh cong cu formating ¢ cudi trang man hinh.

normal slide slide show

| | |
E=0 8 %

outline slide sorter
a. Ché d¢ binh thuong (Normal View)
Khi hién thi & ché d6 nay, man hinh dwgc chia thanh 3 phan: ctra s6 bén trai hién thi tong quan
ndi dung cta ban trinh bay, cira s6 bén phai hién thi ndi dung cia slide hién hanh, va cira s6 ghi
chu ¢ phia bén duoi.

Microsoft PowerPoint - [MS PowerPoint.ppt] [ 0[]
} Fle Edt View Insert Format Tools Slide Show Window Help ;|§] _5]
“ D ﬁ E @ é 1 a}} %‘ K) v @l B‘ 0% - @ ?H Times NewRoman v 24 = EE l G o) ‘ Cornman Tasks v ):
1 @ Ms PowerPoint ‘
Chaa mihg ban dén vdi
PowerPoint
MS PowerPoint
Chao mimg ban dén vé1 PowerPoint

BEO2® 1J _'J |C|itk tn add notes ‘j
}D[awvmﬁj Autoshapes » \ \[]O“&..I. vE—Elﬁ,!
] Side 1 of 1 | Soating [ /

b. Ché do xem slide (Slide View):
Hién thi tung slide trén‘ man hinh, ché do nay thuong dugc dung dé thém hinh anh, dinh dang ky
tyu, va dinh dang mau nén.
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Microsoft PowerPoint - [CASTLE seminar.ppt] i =10l x|
J File Edit Yiew Insert Format Tools Slide Show MWindow Help =18 x|

@ \3‘ 75% v ‘ () ’,’“ Times New Roman  + 24+ ‘ B I U = = ’ & o

XJ v

DzEa 8@

Common Tasks v 2

19 =
2 3) N dun Sy o 5 o
Gt Lo1 ich cua E-learning (1)
D E-learn O 5
5 3 E-learn ’ .
b mNho lo1 theé clia may tinh nén sinh vién ¢o the:
;fﬂ”":f'ﬁf _Hoc & bt it noi dan
? O Latich: _Hoc vao bat ky lic nao, 2+
103 So sanl
Pk mSt dung cac tién ich cia may tinh (chirc nang tim
kiem, tir khoa,...)
mGiam dang ke cac chi phi:
0 vige —Chi phi (théi gian va tién bac) di lai cfia ngwoi hoe,
dai hoc ngudi day
o Trun_ & o
T I B [1=F T~ Y= |
JD@Wvﬂ%G)‘ AutoShapes » \ \DO“Q'-I'A'E ERg.
[ Slide 7 of 34 [ Blue Diagonal [ i

c. Ché d¢ tong quan (Outline View):

Hién thi tong quan céc slide, ché d6 nay thuong dugc dung dé thém ndi dung dang vin ban (text)
cho cac slide. Bam chudt vao cac nit cong cu di kem theo tung slide dé hién hodc an ndi1 dung

cua slide do.

-loix]
j File Edit View Insert Format Tools Slide Show Window Help ;ll_ﬂﬁl
IDEEda &8 2@ o @ 9xee @ 2 tmestenromn «26+-| B [i=| ¢ & | comonTasks~ 2
13 = ~“.* R -
2 (2 bi dung 1 ho tro nguol g
3 3 nNoi dung | :

nguol day va

-learning la gi? (2)

v

Click to add notes =
. ong phai la E-
L gitfa ngudi day
I
6 (2 Tai sao can xay dung hé théng E-learning?
« Nhu cu tin hoc hda trong tat ca cac nganh nghé # Sinh vign tSt nghigp can phai dudc
trang bi k¥ nang IT
« IT cd the mang dén cac cd hdi d& cai tién cac phuohg phap gido duc
« IT cd thé cung cdp cac hé thing hé trd cha gido vién, sinh vién mdt cach rat hidu qua
« Sinh vién khéng bi lac hau trudc nhu cau toan cdu hda hé thdng thdng tin
73 Lgi ich cha E-learning (1)
+ Nhéf Igi thé cla may tinh nén sinh vién cd thé:

* Hoc & bat o nai dau | =l
BEox? ol i3
|oraw~ [y & | oshapes - \ N OO B 4| 2--#-A-=S=50a.

[ Outline [ Blue Diagonal [ 7

d. Ché d6 xem thtr ty slide (slide sorter):

Hién thi nhiéu slide cung luc trén man hinh. Ché d6 nay thuong dugc ding dé thay ddi va sap

xép thir tu céc slide.
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Microsoft PowerPoint - [CASTLE seminar.ppt] 1 3 ;]E]ﬁ]

J File Edit View Insert Format Tools Slide Show Window Help ..||5’|5]|
D@8y sarRd o o @FOEO|[Elams - B,
J i ‘ Mo Transition > Appear hd ﬁ ‘ @ ' Common Tasks » ,’/

1 Ej 2 E 3 =) 4 ‘:J

Lo ith ciu B

14 8 clx rydrhet

e ahrg Wk che gl

SAEH

Blue Diagonal 4

e. Ché d¢ trinh dién ( Slide Show):
Hién thi ting slide ddy man hinh. Dé thoat khoi ché d6 nay va tré vé ché do trude do, nhan phim
ESC.

Lam viéc voi slide

Trong phan ndy chiing ta s& lam quen véi cac thao tac co ban thudng str dung khi tao ra mot trinh
bay.

a. Thém mot slide moi:

Chtrc nang nay cho phép thém mot slide mdi vao ban trinh bay hi¢n hanh.

Cach thuc hién:

+ Trong cua s6 Outline, chon mot slide ma tai d6 mudn chén thém'slide moi.

+ Chon Insert | New Slide tir thanh menu hodc nhan nat cong cu " tir thanh cong cu chuén (
Standard)

+ Chon bd cuc cho slide méi tir cira s6 New Slide rdi nhan OK

b. Sir dung mau thiét ké chuan:

Chirc ning nay cho phép sir dung nhitng dinh dang ctia cic mau chuan cho bén trinh bay hién
hanh.

Cach thuc hién: ’

Chon Format | Apply Design Template, xuat hién hop hoi thoai:
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Apply Design Template ] 2| x|

Look in: I[ﬁ Presentation Designs j dem | @ ¥ oy ~ Tools -
Arksy . pok =
Azure, pok
Bamboa.pat
Blends. pot
Elue Diaganal.pot Lorem Ipsum
ooz | Spe—
Bold Stripes.pot Elﬁng;;l d;aar:ne consechetuer adipiscing
Cactus.pot » Moruminmy ribh evismod
Zapsules, pot + Tondidunt ut
Zheckers, pot ’ L?E::‘:\I&mam
Citrus. pot . ff:fpti?ﬂ l;l:“rﬂm'p-u' Susdpt lobTHs Nkl ut

Conskruction, pok
Dad” s Tie.pot
Expedition. pak
Favorites Fackory,pat

& | Fireball. pot -
|

File: parne: I j = soply I
Files of bvpe: |Design Templates (*.pot) j Cancel |

Chon mdt mAu chudn tir trong ctra s6 bén trai, xem mau dé trong ctra s Preview bén phai. Dé
liét ké cac mau chua duogc hién ra, nhan chudt vao thanh cudn bén phai. Nhan Apply khi chon
dugc mau phu hop.

c. Thay d6i bd cuc cua slide:

Chtrc nang nay cho phép thay doi bd cuc ctia mot hodc nhiéu slide.
Cdch thyc hién:

Chon slide mudn thay d6i bd cuc.

Chon Format | Slide Layout , xuat hién hop hoi thoai:

Slide Layout = e Bl
Reapply the current master styles: Reapply
T — T 'm — Cancel
Elfn | (WkE| |lemel| (0|
Title Slide
=HEURIEE

=

Chon mot bd cuc thich hop rdi nhdn Apply hoic Reapply
d. Thay dbi thi tu ctia céc slide:

Chirc ning nay cho phép thay doi hodc sap xép lai thir tu xudt hién cta cac slide trong ban trinh
bay.
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Cdch thyc hién:

Chuyén sang ché d6 Slide Sorter bang cach nhin vao nut Slide Sorter View & thanh cong cu
Formatting.

Chon slide mudn thay ddi thtr tu, kéo dén vi tri méi rdi tha ra.

e. An cac slide:

Chirc ning nay cho phép an mét hodc nhiéu slide trong ban trinh dién (Slide Show) nhung khong

x6a han cac slide d6 khoi ban trinh bay hién hanh.

Cdch thuc hién:

+ Chon céc slide mudn an

+ Chon Slide Show | Hide Slide.

+ Mudn hién lai cac Slide nay, chon Slide Show | Hide Slide mét lan nita.

f. Tao mot trinh dién theo yéu cau:

Chirc ning nay cho phép tao ra mot trinh dién ma chi str dung mot sé slide tir nhitng slide cua
ban trinh bay hién hanh.

Cdch thuc hién:

Chon Slide | Show | Custom Slide Show tir thanh menu, xuét hién hop hoi thoai

Custom Shows |

Custom shows:
Custom Show 1
Edit...
Remove |
Copy
Close Show

Chon New... tir cira s6 Custom Shows, xuét hién hop héi thoai:

Define Custom Show 2| x|

Slide show name: ICustom Show 2

Slides in presentation: Slides in custom show:
1. Title
(2) Title

] 4|
HemBye ¥
: E3

OK I Cancel I

+ Slide show name: Nhap tén cho phan trinh dién theo yéu cau.

+ Slide in presentation: danh sach cac slide trong ban trinh bay c¢6 thé chon dé dua vao phan
trinh dién theo yéu cau.

+ Slide in custom show: céc slide s& xuét hién trong phan trinh dién theo yéu cau.

+ Add: chon mdt hodc nhiéu slide trong ctra s6 Slide in presentation roi nhan nit Add dé dua
vao danh sach Slide in custom show.
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+ Remove: chon mot hodc nhiéu Slide tir ctra s6 Slide in custom show roi nhdn Remove dé loai
bo khoi danh sach Slide in custom show.

+ Nhin OK dé két thuc.

+ Nhén nut Show trong cira s6 Custom Show dé xem thir trinh bay theo y mudn.

+ Nhén nut Close dé dong thoat.

Lam viéc vdi van ban:
Trong phan nay ching ta s& lam quen v&i nhitng thao tac co ban trén cac ddi tuong cua slide.
Nhirng doi tugng thong thudong duoc dat trong cac textbox.

a. Thao tac véi cac d6i tuong trong slide:
Khi tao ra mot slide méi, tiy vao bd cuc cua slide d6 ma MS PowerPoint ty dong tao ra nhiing
textbox dé ngudi dung nhap ndi dung trinh bay vao cac textbox d6. Noi dung dua vio textbox co
thé 12 doan vin ban, biéu bang, biéu do...
Nhitng thao tac trén cac dbi tugng cia slide hoan toan gibng nhu nhirng thao tac dbi vai textbox
trong MS Word.

+ Chon mdt Textbox: nhan chudt vao khung cua textbox
+ Thay doi kich thudc ciia textbox: di chuyén con tré chudt dén cac nut diéu khién cia textbox
roi kéo chudt dé thay doi kich thudc.
+ Di chuyén textbox: di chuyén con tré chudt dén cac nat didu khién, kéo textbox dén vi tri méi
va tha ra.

+ Xoba textbox: chon textbox mudn x6a, nhin phim Delete.

b. Thém van ban:

Chtrc nang nay cho phép dua noi dung van ban vao trong cac slide mai.

+ Truong hop bd cuc cua slide da c6 sin nhiing textbox:

Chon textbox mudn thém vin ban, g0 ndi dung vao textbox dé nhu hinh sau:

EWW.WW/W‘WW‘WW@

72
3 é
Z Z
Z .
R m s

{# Click to add text

+ Pé thém textbox vao slide, chon Insert|Text Box va dung chudt tao ra textbox.

c. Binh dang van ban:

Chirc ning nay cho phép dinh dang cac doan vin ban trong mét hodc nhiéu slide. Cac thao tac vé
dinh dang van ban trong MS PowerPoint hoan toan tuong tu nhu trong MS Word.

Cach thuc hién:

+ Chon khéi vin ban mudn dinh dang tir cira s6 xem tong quan hodc trong slide.

+ Chon Format | Font hoac nhan chudt phai 161 chon muc Font tir menu déy 1én.
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+ Chon cac thudc tinh mudn thay ddi, nhan nit Preview dé xem trudc.
+ Nhin OK dé thyc hién.

d. D6i font chit mic dinh cho cac slide:

Chirc nang nay cho phép ddi cac font chit mic dinh hodc hién hanh cia cac slide.

Khi tao ra mot ban trinh bay mai béng viéc su dung mau thiét ké chuén, cac slide d3 duoc gan
trudc cho mot sb font chit nhat dinh. MS PowerPoint cho phép doi cac font chir d6 theo ¥ mudn
cua ngudi dung.

Cdch thuc hién:

Chon Format | Replace Font , xuat hién hop hoi thoai:

Replace Font | 2| X
Replace: Replace
=
Close
With:
IArial Unicode MS ﬂ

+Replace: Chon font muén thay thé tir hop ké tha
+With: Chon font thay thé tir hop ké tha

Nhan Replace dé thay thé

Nhan Close dé dong hop hoi thoai

e. Thay d6i khoang céach giira cac dong:

Chtrc niang nay cho phép thay doi khoang cach mic dinh giita cac dong. Thong thudng khoang
cach gilra cac dong la 1 dong.

Cach thuc hién:

Chon Format|Line Spacing, xut hién hop hoi thoai:

Line Spacing 2| x|

—Line spacing ————————— | oK I
I E ILines ;'I Cancel I

— Before paragraph

IU.Z E lLines LI

— After paragraph
ID E ILines _vJ
Line Spacing: Nhap vao khoang cach gitra cac dong, gia tri mac nhién la 1.

Before paragraph: Nhap vao khoang cach so vdi doan ¢ phia trén, méc nhién la 0
After paragraph: Nhap vao khoang cach so véi doan ¢ phia dudi, méc nhién la 0

f. Chuyén dbi loai chit:

Twong tw nhu MS Word, MS PowerPoint ciing cung cip cong cu cho chuyén doi chit hoa thanh
chir thuong va cac dang khac.

Cdach thuc hién:

Chon Format | Change Case, xuét hién hop hoi thoai:

Change Case 2| X|

¢ Sentencecase.. [ ok
" lowercase

Cancel
" UPPERCASE 21
™ Title Case

" LOGGLE cASE




Chon mot tuy chon thich hop roi nhan OK dé thyc hién.

g. Tao va thay ddi danh sach danh diu dau muc:

Chirc ning nay cho phép tao ra danh sach danh diu dau muc cho cic doan vin ban trong textbox.
Cdch thuc hién:

Chon khdi vin ban mudn tao hodc thay d6i danh sach danh dau dau muc

Chon Format | Bullets and Numbering..., xuat hién hop hoi thoai:

Bullets and Numbering 2| X |

Bulleted l Numbered |

None e "
0 o P ia
0 o B i
0 —— R > V' e

Size: IIDU E % of text  Color: I- 'I Picture. .. Character...

QK Cancel

Céc buoc con lai tuong tu nhu thao tac trong MS Word.

h. Tao thut dong cac muc trong danh sach:
Chirc nang nay cho phep thay ddi cap d6 dau muc hodc sé cua doan vin ban trong cac textbox.
MS PowerPoint cung cap 5 cap do thut dong trong mdt textbox.

9////////////////////////////////////D’///////////////////////////////////.9

* Lo1ich cia Internet
— Tim kiém thong tin
* Pham vi rong
— Tim kiém nhanh
Iﬁ’///////////////////////////////////.13’///////////////////////////////////

& Cdch thuc hién:

Di chuyen con tro dén dong mudn thay d6i cap do thyt dong
Nhin phim Tab de thut dong mot cap. Tlep tuc nhan Tab dé thut dong thém, néu can.
Néu mubn giam cép do thut dong, nhan t6 hop phim Shift+Tab.

ARARNRRARRRRRRARAN B SRR
[ I 7 R
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Ngoai ra ¢ thé dung nut céng cu Promote va nit cong cu Demote dé thay doi cap do
thut dong.

Dinh dang Slide master

Slide master 1a noi qui dinh tat ca cac dinh dang, kiéu dang cua céc slide trong ban trinh bay. Khi
thay d6i cac thudc tinh cta Slide Master thi nhitng thay d6i d6 s& c6 hiéu luc voi tat ca cac slide
trong ban trinh bay. Khi sir dung Slide Master, ta c6 thé tao ra mot ban trinh bay voi kiéu dang
c6 tinh nhat quan cao.

a. Thay doi cac thudc tinh ciia slide master
Cach thuc hién: )
Chon View|Master|Slide Master, xuat hién hop hoi thoai:

v~ Master B3
Close

- Click to edit Master text styles
! _ Second level

+ Third level
— Fourth level
» Fifth level

Pinh dang céac thudc tinh ctia Slide Master nhu dinh dang van ban thong thuong. Cac thao tac
thuong thuc hién 1a:

+ Pinh dang style cho cac ddi tuong: font, cd chir, mau séc. ..

+ DPinh dang danh sach danh d4u dau muc.

+ Thém mau nén

+ Thay d6i kich thuéc va vi tri ciia cac dbi tuong

Nhan nuat Close dé thoat.

b. Binh dang Header va Footer:

Chure nang nay dung dé thém footer, thoi gian va sd trang cho Slide Master khi ta dang & trong
ché dg dinh dang Slide Master.
Cach thuc hién:

M Date and Time: chon check box niy khi mudn chén thém thoi gian vao slide
® Update automatically: tu dong cép nhat thoi gian lac trinh
dién. Chon dinh dang thoi gian tir hop ké tha,
® Fixed: Nhap thoi gian ¢ dinh, thoi gian nay s& khong thay doi.

M Footer: chon muc nay dé dua thém van ban vao vung footer cua slide
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M Slide number : chon check box nay dé hién sb thir tu trang cho slide
Header and Footer 2| x|

Slide I Notes and Handouts |

~Include on slide Apply to All
[V Date and time = I
& Update automatically £

Ig“z,’gg :_I Cancel
LEnguage; Galendartyees
IEngNsh(U.S.) LI IWestem j
" Fixed

[V Slide number

.................

[ Don't show on title slide

Nhan Apply dé 4n dinh thay d6i cho slide hién hanh Nhan
Apply to All dé 4n dinh thay d6i cho tat ca cac slide

Céc thao tac khac:

a. Tao bicu bang:

Chtrc nang nay cho phép tao ra cac biéu bang (table) dé nhap dir liéu twong tu nhu biéu bang
trong MS Word.

Cach thuc hién:

Chon nat New Slide trén thanh cdng cu chudn hoic chon Insert | New

Slide Chon nut Table layout tir cira s6 New Slide

21|

Choose an AutoLayout: QK
™ Cancel

[rr— LR rrrereeen)
. A
A

EnTE S

Table

™ Don't show this dialog box again

Nhin dip vio biéu tuong bang dé tao ra bang moi.
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Double click to add table

Hoac:
Chon Slide mubn chén bang.
Chon Insert | Table, xuat hién hop hdi thoai:

Number of columns: OK
—|
Cancel

MNumber of rows:

2 3

Nhap vao sb dong va sb cot cho bang rdi nhin OK

Thyc hién cac thao tac trén bang tuong tu nhu trong MS Word.

Ghi chii: Néu trong Word hoiic Excel c6 chira nhitng bang gidng nhu bang can tao ra trong MS
PowerPoint, ta c6 thé tiét kiém thoi gian bang cach chép cac bang d6 qua MS PowerPoint.

b. Chén biéu do:

Chtrc nang nay cho phép chén biéu d6 vao ban trinh bay. Cach thuc hién twong ty nhu ddi véi
MS Word.

Cach thuc hién:

Chon nat New Slide trén thanh cong cu chuan hodc chon Insert | New

Slide Chon nut Chart layout trong hdp hoi thoai New Slide

21|
Choose an AutolLayout: :
Cancel |
= [Py Py P
= P e e
——. e e

=l | |z (ﬁl]hﬂﬂﬂjl

I Don't show this dialog box again

| Chart

=

Nhén dap vao biéu tuong biéu dd dé tao ra biéu dd, cac budce con lai thuc hién nhu trong phﬁn
thao tac voi biéu do cuia MS Word.
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Double click to add
chart

c. Chén biéu d6 tir MS Excel
Chtre nang nay cho phép copy biéu do tir MS Excel sang ban trinh bay.
Cdch thuc hién:
+Tao ra mdt slide m&i hodc chon mot slide mudn chén biéu d6

+Chuyén sang cira s6 tmg dung Excel bang cach nhin chudt vao biéu twong ctia MS Excel trén

thanh cong vi¢c (taskbar)

+Chon biéu d6 mudn chén

+Nhan t6 hop phim Ctrl+C
+Chuyén qua ctra s6 MS PowerPoint
+Di chuyén con tré vao textbox mudn chén biéu

do

+Nhan t6 hop phim Ctr+V.

d. Chén hinh anh, chit nghé thuat, d6i twong v& vao slide:
Chirc nang nay thuc hién tuong tu nhu trong MS Word.

In

cac trang trinh bay:

Chtre ning nay cho phép in cac slide trong ban trinh bay ra gidy hodc phim.

Cdch thuc hién:
Chon File | Print hodc nhan vao nat cong cu Print, xuat hién hop hoi thoai:
Print 21
— Printer
MName: IHP Laserlet 1100 {MS) L] Properties I
Status: Idle
Type: HP LaserJet 1100 (MS)
Where: LPT1:
Comment: I Print to file
—Print range — Copies
= all " Current slide € Selection MNumber of copies:
|1 —
€ Gustom Show: I -:l 3
" Slides: l ﬁ ﬂ@
Enter slide numbers andfor slide ranges. For example,
1,3,5-12 v cCollate
Print what: Handouts
2 Slides per page: |6 ¥ EI E'
ge: l l
4
Order: % Horizontal ¢ Vertical =0E
IV Grayscale I~ Scale to fit paper

I Pure black and white |V Frame slides

I™ Include animations I~ Print hidden slides | OK I Cancel I

Name: tén cia mdy in s& dugc str dung dé in. C6 thé chon may in mudn sir dung tir hop ké tha.

Print range:
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+ Selection: in cac ddi tuong dwoc chon trude
+ Custom show: in céc slide trong dugc chon trong Custom Show
+ Slides: liét ké cac slide mudn in, phin cach bang déu phiy.
Copies: s6 ban in, mic dinh in 1 ban
Print what:
+ Handouts: cho phép in nhiéu slide trén cing 1 trang gidy
- Slide per page: sb slide trén mot trang
- Order: tht ty in.
Horizontal: th ty tir trai qua phai
Vertical: thi ty tir trén xudng dudi
+ Slide: in mdi slide trén mot trang
+ Notes: in cac ghi chu
+ Outline View: in cic dé cuong

Grayscale: Qui d6i mau sang tring den
Scale to fit paper: tu dong diéu chinh kich thudc dé in vira du kho gidy
Frame Slide: thém vao khung bao cho moi slide.

Tao hi€u tng cho céc slide

Dé phan trinh dién trd nén sinh dong, MS PowerPoint cung cap nhiéu hiéu Gmg hoat hinh dé

trinh dién nd1 dung cua cac slide va khi chuyén gitra cac slide.

a. Tao nat hanh dong:

Chtre nang nay cho phép tao ra cac nat hanh dong trén trang trinh dién nhu chuyén trang, tao lién

két. ..
Cach thuc hién:

Chon Slide Show | Action Buttons, dit con tré vao thanh tiéu dé rdi kéo ra khoi menu, ta co

thanh cong cu Actions nhu sau:

Action Buttons B3
_| & 2| 3|
s O
| b| ¢ =|

+ Chon m¢t nut tir thanh cong cu Actions, kéo chudt dé tao nat 1énh cho slide. Xuat hién hdp hoi

thoai:
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Action Settings |

Mouse Click, I Maouse Cver I

—fckion on click
i MNane
& Hyperlink to::

|First Slide ;[

i Run program:

I ErOwWsEs |

£ Ry Ei=IE R

| [7

£ ek et

| =

[T Play sound:
|[Nc| Sound] j
¥ | Highlight click

| Ik I Zancel |

+ Mouse click: mot hanh dong twong tng s& dugc thi hanh khi nhan phim chudt

+ Mouse over: mot hanh dong twong tmg s& duoc thi hanh khi con tré chudt nim trong pham vi
cua nut 1énh

+Hyperlink: chon slide lién két tir hop ké tha. Khi hanh dong duoc thi hanh, MS PowerPoint s&
chuyén dén slide nay.

+ Play sound: chon checkbox nay khi mudn MS PowerPoint tao ra 4m thanh khi hanh dong
duoc thi hanh.

+Nhin OK d¢ két thic.

b. Tao hi€u ung hoat hinh:

Chtrc ning ndy cho phép tao hiéu tmg cho cac ddi twong trong mot slide. C6 rat nhiéu hiéu Gmg
c6 thé chon dé gan cho cac d6i tuong trong slide.

Cach thuc hién:

Chon dbi tuong mudn tao hiéu ung, coO thé 1a text box hodc ddi tuong dd hoa.

Céch 1:

+ Chon Slide Show | Preset Animation

+ Chon m¢t hi¢u trng tur menu.

+ Dé chon hiéu ung khac hoac tat chuc ndng hoat hinh, thyc hién lai 1€nh trén mot lan
ntra. Cach 2:

Chon Slide Show | Custom Animation, xuat hién hop hoi thoai:
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Custom Animation Ed |

heck to animate slide objects:

L84

™ Title 1

Zancel

Prewiew

Order & Timing  Effects |Chart Effects | Multimedia SEttingsl

—Entry animation and sound — Introduce text

j I.ﬁ.ll ak once j
I[Nn:n Sound] j v Grouped by Ilst vl

level paragraphs
—After animation I Eirnate sttached shape

iDnn't Diirn ﬂ ™ Inreverse order

Check to animate slide objects: chon cac dbi twong mudn tao hiéu Gng.

Trong l6p Effects:

+ Entry animation and sound: cho phép chon loai hiéu ing va hudng cua hiéu trng. Chon No
effect dé tit churc nang hoat hoa.

Hop ké tha thu nhét: danh sach cac hiéu ung, mac nhién khong co6 hi¢u tng.

Hop ké tha thr hai: hudng xuét phat ctia d6i twong khi dd chon hiéu tng.

Hop ké tha tha ba [no sound]: danh sach am thanh, mac nhién khong c6 am thanh.

+ Introduce text: cach cac ky tu xuét hién

+ Grouped by: qui dinh cac d6i twong xuat hién theo nhom nao.

+ After animation: hanh dong sau khi hiéu tng hoat hoa két thiic

Color: mau cta van ban sau khi hiéu ung két thic

Don’t Dim: x6a bo hét cac hiéu timg cua muc After animation

Hide After animation: vin ban s& an di sau khi hiéu tng hoat hoa két thiic
Hide on Next Mouse click: van ban s& bi x6a khi chudt dugc nhan.

29



Trong 16p Order & Timing:

+ Animation order: cho phép thay d6i thtr ty xuét hién cta cac d6i tuong trong slide

Chon dbi tuong muén thay ddi tht tu, nhin vao miii tén Move dé di chuyén vi tri caa ddi tuong
do.

+ Start animation: cho phép chi ra khi ndo thi cac d6i twong bat dau xuat hién

On mouse click: xuét hi¢n mdi khi chudt duge nhén

Automatically: chi ra sau bao nhi€u gidy thi dbi tuong tu dong xudt hién

+ Nhin chudt vao nit Preview bt ctr luc ndo mudn xem thir cac hiéu tng.

+ Nhan OK dé két thic

c. Hién ctra s6 Animation Preview:

Chtre niang nay cho phép ta thir xem két qua ctia cac hiéu Gmg ngay sau khi ta gan mot hiéu Gng
cho mot ddi tuong nao do.

Chon Slide Show | Animation Preview, ctra s6 Animation Preview s& xuat hién

d. Tao hiéu tng chuyén giita cac slide
Chirc ning nay cho phép tao hiéu tmg chuyén trang giita céc slide.
Cach thuc hién:
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Chon Slide Show | Slide Transition, xuat hién hop hoi thoai:

Slide Transition | 2 X| I

~Effect Apply to Al
Apply
Cancel
" Slow ¢ Medium % Fast
—Advance—— | [ Sound
[V on mouse click |[No Sound) —v_]
[ Automatically aftger I oopuntiinextseurd

Effect: cho phép chon cac hiéu rng va tdc d6 thi hanh cua hiéu ung d6. Chon hiéu ung tir hop ké
tha, cung vai toc do la cham, trung binh, va nhanh. Advance: cho phép chon cac tity chon nang
cao.

+ On mouse click: khi check box nay dwgc chon, hiéu tng s& xay ra khi nhan chuét.

+ Automatically after: chi ra so gidy can tri hoan trude khi hiéu irng xay ra.
Sound: cho phép tao ra am thanh khi thi hanh hiéu tng.

Nhan Apply dé an dinh hiéu Iuc cho slide hién hanh
Nhan Apply to All dé 4n dinh hiéu luc cho tit ca cac slide.

Mot vai goi ¥ khi thiét ké mot ban trinh bay:

+ Str dung mau chir va mau nén twong phan dé chir dé doc

+ Str dung c& chir da 16n dé nhitng nguoi ngdi xa co thé doc dugc. Nén sir dung ¢ chir 24-point
hoac 16m hon.

+ Khong nén st dung qua nhiéu chit hoa vi n6 khé doc hon chir thuong. Chi sir dung chit hoa
trong truong hop mudn nhidn manh ndi dung nao do.

+ Dung nhitng ménh dé hozc nhitng cau ngin gon

+Su dung hiéu img Chuyen trang don gian. Qua nhiéu hiéu ng chuyén trang s& lam cho ngudi
ding mat tap trung vao van dé dang trinh bay.

+Tranh dua qua nhidu vin ban va hinh anh trong mot slide. Thinh gia cn phai tap trung nghe
van dé dang trinh bay hon 14 tap trung vao cac slide.

+Str dung dinh dang van ban don gian, tranh st dung qué nhiéu dinh dang nhu dam, nghiéng,
gach dudi, cd chir lon ... dé nhan manh trong mét cau. Khong nén str dung qua nhiéu font chit
khéc nhau trong mét slide.

Mot vai thao tac co ban trong qua trinh trinh dién:
+ Dé bat dau trinh dién, nhén chuot vao nut Slide Show 2 & cudi man hinh.
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+Chuyén qua trang tiép theo: nhan SPACE BAR, ENTER, PAGE DOWN, phim miii tén phai
hoac chuot trai.

+ Trd vé trang trude: nhin BACKSPACE, PAGE UP hoidc nhan phim miii tén

trai. +Dé cham dut phan trinh dién trude khi két thuc slide cudi, nhdn phim ESC.

+ Pé gidu con trd va cac nit, nhan phim A.

+ Trud6c khi trinh dién cho thinh gia, nén trinh dién thir dé kiém tra thiét bi chiéu (projector,
overhead) dé diéu chinh & cu ly va vi tri thich hop.
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CHUONG 3:
INTERNET VA EMAIL

Mang Internet

Hién nay nhu ciu khai thac thong tin trén mang Internet ngiy cang ting. Vi vdy trong chuong
ndy s& gioi thiéu nhirng khai niém co ban vé Internet va trinh bay cach sir dung trinh duyét
Internet Explorer dé khai thac thong tin trén Internet.

a. Internet da bat dau nhu thé nao?

Nam 1965, Bo qudc phong My da xay dung mot hé théng mang may tinh phuc vu cho viéc
nghién ctru quén sy. Mang nay c6 tén la ARPAnet, h¢ thong nay dugc thiét ke v&i kha nang chiu
dung dugc nhitng sy c6 nghiém trong nhu thién tai, chién tranh,...ma van hoat dong binh
thuong. Pay chinh 13 tién than cia mang Internet sau nay. Tai thoi diém nay, chi c6 nhitng nha
khoa hoc, co quan cta chinh phu My méi c6 quyén truy cap vao hé thong ARPAnet.

Vao cudi nhitng nam 1980, hiép hoi khoa hoc My di c6 nhiing nd Iyc dé cho phép cac nha khoa
hoc, cac truong cao dang va cac truong dai hoc co thé tham gia st dung hé thong mang
ARPAnet dé chia sé nhitng thong tin, dir li¢u khoa hoc cua hg. Tuy nhién viéc st dung Internet
lac @6 rat kho khan, doi hoi ngudi dung c6 k¥ ning may tinh cao.

Mang Internet co thé chi dung lai & déy néu nhu khong c6 su ra doi cia World Wide Web, dugc
phat minh boi Tim Berners-Lee trong thoi gian 1am viée tai CERN (T6 chirc nghién ctru nguyén
ttr ciia Chau Au dit tai Thuy Si). Ong Tim d3 tim ra cach thirc dé may tinh & cac vi tri, dia diém
khac nhau c6 thé hién thi nhirng vin ban co lién két dén cac tap tin van ban khac. Két qua nghién
ctru ctia dng Tim d6 13 ngdn ngir danh dau siéu van ban HTML.

b. Thong tin gi dugc cho phép dua 1én Internet?

Internet 14 mot mang dién rong ma trong d6 c6 nhiéu ca nhan, to chirc, qudc gia cung tham gia.
Thong tin dua 1én mang Internet c6 xuat x@ tir nhiéu ngudn khac nhau, va phuc vu cho nhiéu
muc dich khac nhau. Tur nhitng thong tin phuc vu cho giao duc, y té, quoc phong, du lich cho dén
nhiing thong tin 6 thé ¢6 hai cho céc t6 chirc, cac qudc gia, hodc cac nén van hoa.

Vi mbi qudc gia c6 hé thdng phap 1y riéng cua ho va nhirng hé théng phap ly nay doi khi lai trai
nguoc nhau nén thong tin dugc dua 1én mang Internet hau nhu khong thé kiém soat duoc. Chang
han toa 4n Canada mudn két toi mot cong dan nudc ho vi tdi tuyén truyén, ung hd chu nghia phat
xit m6i nhung ho khong thé dua anh ta ra toa duoc vi thong tin anh ta dua 1én mang duogc lwu trit
& M§. Ma theo luat phap My thi diéu nay lai cho phép vi day 1a My 1a quéc gia tu do ngdn ludn.

c. Nguyén ly hoat dong cua Internet:

Dé hiéu nguyén 1y hoat dong cua Internet theo cach don gian nhit, ta co thé hinh dung
thong tin goi va nhan tir cic may tinh gidng nhu viéc goi thu qua hé théng buu dién. Khi mudn
goi thu, nguoi ta thudng dén mot tram buu dién gan nhat dé bo thu vao thung. Tai ddy thu cia
ching ta va cua nhiéu nguoi khac nira s€ dugc phan loai theo dia chi roi tiép tuc dugc goi 1én
tuyén cao hon. Qui trinh cur tiép tuc nhu thé cho dén khi thu cua chung ta t&i duge dia chi cua
nguoi nhan.

Tuong tu nhu vay, khi nhin va géi thong tin trén Internet, thong tin can phai dugc xac
dinh dia chi duy nhét. Pia chi Internet cua cac tu liéu duoc quan ly béng bd dinh vi tai nguyén
dong dang URL (Uniform Resouce Locator). Mdi trang Web khi dugc dua 1én Internet s& co it
nhat mét dia chi URL tham chiéu dén no.

Trinh duyét Internet Explorer

a. Khoi dong:

C6 nhiéu cach dé khoi dong trinh duyét Internet Explorer (IE).
Chon Start | Program Files | Internet Explorer
Nhéin dup vao biéu tuong IE trén man hinh nén
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Nhin chudt vao biéu tuong IE trén thanh taskbar
Sau khi khoi dong xong, cac thanh phan trong man hinh cta IE hién ra nhu sau:

7§ about:blank - Microsoft Internet Explorer =0 x|
File Edit View Favorites Tools Help j',"
0 . © . M 2] 0 e 23 @ € (3= - 7
Back Forward Stop Refresh Home Search  Favorites — Media History Mail Print

Address |@’] about:blank _vJ Go ’Links 2%
=

=

|&] Done [ [ | |4 mternet 7

b. Thanh cong cu:
Céc nut trén thanh cong cu cho phép thuc hién céc thao tac nhanh hon. Chirc nang cua cac nut
trén thanh cong cu nhu sau:

O . @ = E] L;J ;\ /‘:’ s e £ e

Back Forward Stop Refresh Home Search  Favorites  Media History Mail Print

Back: tr¢ vé trang trude do

Forward: hién thi trang ké tiép

Stop: ngung tai trang web hién hanh tir may chu

Refresh: nap lai ndi dung trang web hién hanh

Home: hién thi trang khoi ddu, trang nay tu dong nap mdi khi khoi dong IE
Search: tim kiém

Favorites: Danh sach nhirng trang web ua thich.

Media: nap trang web c6 chira lién két dén nhitng tai nguyén vé Media
History: li¢t ké cac trang da xem trudc do

Mail: thi hanh chuong trinh nhan géi email

Print: In trang hién hanh

c. Thanh dia chi:

address [&] about:blank | EJeo ks

Dung dé nhap dia chi ctia trang web mudn truy cap. Thanh dia chi ciing hién 1én dia chi ciia trang
web hién hanh.
Nhin chudt vao hop ké tha dé chon dia chi ctia nhiing trang web thuong hay truy cép.
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Address |&] about:blank i a =

I c:\Downloadshslideeffects. html *I
hkkp: fimail cku,edu,wen

hikkp: | s, yeabioo, cam

htkp: f iyahoo, com)f

htbp:ffvnexpress, net

htkp: fiser2000, brath . local(Forumfindesx, asp

htkp: f iser2000, brath. local/Forum) admingindex, asp
172.16,19. 11 /forum/

hitkp: [ v vnexpress, netf

hikkp: v, binbvan, comy

S Local Disk (2

| hkp: fimail wahoo, com|

4| htkp: [ hw msn, comy

4 | htkp: fhaana, hotmail . com >

i i i, g i gl gl

d. Thanh trang thai:

Dung dé hién thi tién trinh nap trang web. Khi trang web dang dugc nap, nhin vao thanh chi thi
mau xanh dé biét duoc lugng thong tin di nap duoc so véi tong s6 thong tin can nap. Khi trang
web duoc nap xong, thanh trang thai s€ hién chir “Done”.

|.§] Done | [ | !Q Internet V/

e. Xem ndi dung cua trang web:

Pé xem ndi dung cta mdt trang web nao do, nhap dia chi ctua trang web d6 vao thanh dia chi
hoic chon File | Open rdi nhap dia chi vao trong hop vin ban Open.

Mudn xem thong tin trong phan bj che khuat, str dung thanh truot dé cudn trang man hinh. Ngoai
ra cling c6 thé dung phim PgUp va PgDn dé cudn trang man hinh 1én hodc xudng.

Néu trang web dang xem c6 chira nhing lién két dén cac trang web khac, nhan chudt vao
cac lién két d6 dé chuyén dén trang méi. Nhan vao nat Back dé trd vé trang web cii. Thong
thuong cac lién két trong trang web duoc gach dudi hodc st dung mau khac véi mau cua vin
ban. Khi dua con tré chudt dén cac lién két, con tré chudt s& dbi hinh dang thanh hinh ban tay.
Lic nay thanh trang thai s€ hi¢n Ién dia chi cta lién Kkét.

Néu mudn xem ndi dung cua trang web lién két dong thoi van giit nguyén trang web hién hanh,
nhan chudt phai vao lién két, chon Open in New Window.
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Thisitem eet M|

The items presented in this tutorial are released, public use items

from the National Assessment of Edugational Pro resi‘§ S
: - gq”:j A Open
Mathematics test. Our item bank consv.4s of 64 multi  open in New Window

items. The images where redrawn to improve quality. :‘f":;"":: B
A s S rint largl
released items are available at the NAEP site in Adok
Ccut
Copy.

The item bank is too small fora real CAT. Two or thr Ef‘":f Shortcut

many items would allow the software to choose from

S e : Add to Favorites..,
quality items at each ability estimate level. To comp
. . _ Download all by FlashGet
smallness of the item bank, we improved the statistic Download using FlashGet
items by adding 4 to the item discrimination parame Progert

discriminating items, desired levels of precision in abIlity estigAtes |
can be achieved more quickly, that is, with the administration of 'I
»

Kl

(] http:/jnces.ed.gov/NAEP || |4 Internet 4

Lam viéc véi cac trang web

a. Luu ndi dung trang web:

Chtre niang nay cho phép ta luu ndi dung cua cac trang web trén may cuc bo, sau d6 ta c6 thé
xem ndi dung cua cic trang ndy ma khong can phai c6 két ndi Internet.

Cdch thyc hién:

Truy cip dén trang web can Iuu ndi dung.

Chon File | Save As, xuét hién hop hoi thoai:

2]

Save in: |[fj2l305 _'J (€ s N s

B RASP
_JCORE

My Recent _)DATA
Documents CINAVG

@. L) TEMP
L) TEST
Desktop & DEFAULT HTML

4

My Documents

a‘_:
My Metwork File hame: IComputer Adaptive Testing Tutorial ;l | Save I
Places
Save as type: |web Page. complete (*htm.* htm) =l Cancel I
Encoding: IWestern European (Windows) _:l

Save in: chon vi tri s€ luu trang web

File name: nhap tén cho trang web
Save as type: chon dinh dang muon Iuu, mac nhién la dang trang web.
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Encoding: chuan dung dé giai ma noi dung.
Nhin nat Save dé luu, nhian Cancel dé bo luu.

b. Tai tap tin tir Internet:

Chtrc nang nay cho phép tai cac tap tin van ban, hinh dnh, hoac cac chuong trinh rng dung tur
Internet vé may cuc bo.

Cach thuc hién:

Nhan chudt vao lién két dung dé tai thong tin, xuat hién hop hoi thoai:

File Download k _: x|

9 Some files can harm your computer. If the file information below
- looks suspicious, or you do not fully trust the source, do not open or
save this file.
File name: vietware.exe
File type:  Application

From: wiww, cbu,edu, vn

& This type of file could harm your computer if it containg
malicious code.

Would you like to open the file or save it to your computer?

Open I Save Cancel More Info

¥ Blways ask before opening this type of file

Open: mo tap tin bang Gmg dung thich hop
Save: tai tap tin vé may cuc bd
Cancel: bo qua, dong cira s6 Download

Ghi chu: néu lién két tro dén mot tap tin van ban nhu Word, Excel, PDF.... thi khi nhn chudt
vao lién két, img dung twong tng s& duoc thi hanh dé hién thi ndi dung cta vin ban d6 bén trong
cira sb IE. Trong truong hop nay, néu mudn luu tap tin thi phai nhan chuot phai, roi chon muc
Save Target As...

c. Intrang web:

Chure nang nay cho phép in ndi dung cua trang web dang xem ra may in.
Cach thuc hién:

Chon File | Print, xuét hién hop hoi thoai:
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Rt T 2l

General I Options |

—Select Printer

3 &

Add Printer

HP LaserJet

1100 (MS)
Status:  Ready |~ Printtofile  Preferences
Location:
Corent Find Printer...

~ Page Range

O Number of copies: |1 5:
= Selection € CurrentPage

" Pages |1 ¥ Collste m \
Enter either a single page number or a single : 12

page range. For example, 5-12

Print Cancel I Apply

Select Printer: chon may in s€ in
Page Range:

+ All : in tat ca thong tin trong trang web

+ Selection: in théng tin trong khdi dugc chon

+ Current page: in thong tin trong trang hién hanh

+ Pages: liét ké cac trang mudn in trong hdp van ban nay.
Number of Copies: sé ban in.

Dinh 18, va mot s6 thong s6 khac trong muc Option.

Ghi chu: Trong IE 6.0 c6 thém chirc nang Print Preview cho phép xem trudc cac trang trude khi
in.

Tim kiém thong tin

Tim kiém thong tin 1a hoat dong pho bién ddi v&i nguoi sir dung Internet. So vé6i thong tin duoc
Iuu trir trén nhitng phuong tién khéac, thong tin dwoc luu trir trén Internet truy cap va tim kiém dé
dang hon. Ngoai ra, két qua tim kiém dat dugc nhidu hon so véi viéc tim kiém thong tin duoc
luu trir trén cac phuong tién khic. Py la diém manh nhung d6i khi ciing 1a diém yéu cua
Internet vi khi tim dugc qua nhiéu thong tin lién quan dén thong tin can tim, ta phai ton thoi gian
dé loc lai nhiing thong tin phu hop.

Trén Internet c6 rat nhiéu trang web cung cap cac cong cu tim kiém (search engine). Mdi cong
cu tim kiém c6 nhitng diém manh va diém yéu riéng. Do do6 khi tim thong tin, ta nén bat dau
bang cong cu quen thudc nhat. Néu két qua tim kiém chua tdt, ta c6 thé thuc hién lai viéc tim
kiém vé6i cong cu tim kiém khac.

a. Cong cu tim kiém Google:
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Day 14 cong cu tim kiém da ning nhit, cong cu nay c6 kha ning tim kiém trén vai ti trang
web.
Nhap dia chi GOOGLE.COM vao thanh dia chi ctua IE. Khi nap xong, trang chu ctuia cong cu tim

Google

m Images Groups Directory MNews

» Advanced Search
» Preferences

Google Search I'm Feeling Lucky - Language Tools

Isearch engine

Advertise with Us - Search Solutions - Services & Tools - Jobs, Press, & Help

Make Google ¥our Homepage!

®2003 Google - Searching 3,083,324,652 web pages

Nhap thong tin mudn tim vao hop vin ban search rdi nhan nut Google Search. Thdng tin tim
kiém thuong 1 cac tir khoa (keyword) hodc mot cum tir dic trung nhat.

Ghi cht: khong nén nhdp vao nhirng tir khoa co ndi dung téng quat vi két qua tim kiém s& rat
nhiéu, thong tin duoc tra vé s& khong gan voi ndi dung mudn tim.

Vi du: muén tim sach hudng dan sir dung Word, ta st dung tir khda “Word” dé tim thi két qua
tra vé c6 thé 1én dén vai triéu trang! Trong trudng hop ndy, ta co thé sir dung cum tir “ How to
use Word” hoic 1a “How to use MS Word 2000” thay vi chi dung tir “Word”, nhu thé thi két qua
tra vé sé& tot hon. Trong truong hop c6 nhiéu két qua tim duoc, nhiing trang web ¢ chira thong
tin gin v6i thong tin can tim nhit s& dugc liét ké trude, nhiing trang it thong tin hon duoc liét ké
sau.

DPé xem két qua tim kiém, nhan chudt vao mot trong cac lién két dugc liét ké ra. Ngoai ra, ta co
thé nhan chudt phai vao lién két rdi chon Open in New Window, lam nhu thé ta van gitr dugc
trang két qua tim kiém.
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http://www.google.com/

7} Google Search: biotechnology - Microsoft Internet Explorer

N [=1j

File Edit wiew Favorites Tools  Help

-,
| &

Q-o-Naa|llléee|o-2M-UBEI3

Address I@j http:,l’,l’www.google.com,l’search?h|=en&ie=UTF—8&oe=UTF-8&q=biotechno|0gy&btnG=GoogIe+ﬂ el

0 |Links 2%

Engineers,...
Category: Science = Biology = Biotechnology = Publications = Journals
pubs.acs. argfjournals/bipret! - Similar pages

Council for Biotechnology Information

The Council for Biotechnology Information invites you to learn more of the promise

of biotechnology. ... Copyright @ 2002 Council for Biotechnology Information. ...

Description: Site contains information regarding the value of biotechnology for corn, food and fiber
production.

Category: Science = Agriculture = . = Cereals » Corn > Biotechnology

wwww whybiotech. comd - 26k - 10 Feb 2003 - Cached - Similar pages

Information Systems for Biotechnology Home Information Systems ...

... Directions and Research Priorities for the USDA Biotechnology Risk Assessment Research
Grants Program Information Systermns for Biotechnology (|SE) provides ..

wwww. ishovt.edud - Bk - 10 Feb 2003 - Cached - Similar pages

Gouuuuuuuuug le b

Result Page: Next

Google Search | Search within results

biotechnology

Description: A joint publication of the American Chemical Society and the American Institute of Chemical

=l
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b. Tim kiém nang cao v&i Google:

Trong trudng hop mudn c6 két qua tim kiém gan voi thong tin dang tim, str dung chirc ning tim

ki€m nang cao cua Google.

'5 Google Advanced Search - Microsoft Internet Explorer = |D|_)ﬂ
File Edit View Favorites Tools Help l o
0-o-HRpGLree|c-LWM-UaE3
Address l.@ http:/fwaww,.google.comfadvanced_search?hl=en LI Go | Links >>
“ Ty Advanced Search Tips | All About Google _I
O Ug e Advanced Search
ith all of th d 10 results ¥
Find results with all of the words [ _I
with the exact phrase ] aggleseaich
with at least one of the words [
without the words I
Language Return pages written in Iany language "I
File Format |Only 'I return results of the file format Iany format =~
Date Return web pages updated in the Ianytime 'I
Occurrences Return results where my terms occur Ianywhere in the page LI
Domain |Onl =1 ret Its from the sit domai I :
¥ return results from the site or domain R R e S
SafeSearch & Nofiltering ¢ Filter using SafeSearch
Page-Specific Search
Similar Find pages similar to the page I ﬂl
e.q. www. google. comihelp. htmi
Links Find pages that link to the page | Search |
Topic-Specific Searches
=l
& [ [ [ mternet 7

Find results: dat diéu kién cho két

qua tim kiém:

+ With all of the words: két qua tim kiém phai bao gdm tat ca cac tir can tim

+ With the exact phase: két qua tim kiém phai c6 chinh xac cum tir cin tim.

+ With at least one of the word: két qua tim kiém phai c6 it nhat mot trong nhiing tir can tim

+ Without the word: két qua tim kiém khong chtra nhitng tir nay

Két qua tra vé: chon sd keét qua tra ve tir hdp ké tha, mdc nhién s€ tra ve 10 két qua néu tim dugc

tur 10 trang web trd 1én.
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Ngoai ra ta co thé dat thém diéu kién vao nhirng tuy chon khac nhu ngén ngir, thoi gian, dinh
dang...

c. Tim kiém véi VinaSEEK:

Cong cu nay cho phép tim kiém thong tin bing tiéng Viét rat hiéu qua. Mot trong nhirng diém
manh cua cong cu nay 1a né co kha nang tim kiém thong tin trong cac van ban voi nhiéu chuén
font chir khac nhau. Néu may tinh cia ngudi dung khong c6 bo g6 tiéng Viét, ngudi dung van co
thé b tiéng Viét bang cach bat bo gd tiéng Viét cua cong cu nay.

2} ¥inaSeek - Microsoft Internet Explorer e ] =10l x]
File Edit View Favorites Tools Help \ .J‘.'F
O . © . [ 2] 0 e e & @ »
Back Fotward Stop Refresh Home Search  Favorites — Media History
Address I@ http: {fwww, vinaseek.comf l] Go | Links >
=

ONILLLER TCWVN  WNL VIOR Vietware Bach khoa  VISCI VPS5 WNU VNWin95|

VINASEER

Tim kiém ning cao  Huwémne din

ll _

Bat b of tiéng Viét

Meo vat: Ban nén chon bang mé Unicode néu trinh duyét ciia ban cho phép dung Unicode.
Chirtifng Viét s& dep hon nhiéu

€] I_ l_ [_ | Internet

d. Cac cong cu tim kiém khac:
Danh séch cac cong cu tim kiém thong dung:
WWW.msn.com : trang web ctuia hang Microsoft
www.yahoo.com: trang web ctia hang Yahoo
www. lycos.com: trang web cua hang Lycos
www.alltheweb.com : trang web cua hang Fast Search

N
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THU DIEN TU

Thu dién tr (email) 1a phuong ti¢n lién lac vo cung tién 191 trong thoi dai tin hoc ngay nay. St
dung email ta c6 thé trao ddi thong tin véi ban beé, ddng nghiép trén toan cau. Uu diém noi bat
nhat cua viée st dung email 1a nhanh, ré, moi lic moi noi.

Mubn sir dung thu dién tir thi ngudi dung phai c6 may tinh ndi két Internet hodc ndi két vao may
chii cung cdp dich vu email (Mail Server). Ngoai ra, dé goi hodc nhin email thi nguoi st dung
phai c6 tai khodn email va danh sach dia chi email ciia nguoi nhan.

a. Chuong trinh Outlook Express

Outlook Express 13 phan mém quan 1y email duoc cai dat sin trong cac may tinh sir dung hé diéu
hanh Windows. Phin mém nay cung cip hau hét cac tinh ning can thiét dé nguoi dung co thé
quan ly email mdt cach hi€u qua.

Khéi dong Outlook Express:

Nhan Start | Program | Outlook Express, cira s Oulook Express xuat hién nhu sau:

¥ Outlook Express e o =] |
J File Edit View Tools Message Help l,','
Y S
Create Mail Send/Recy Addresses Fir

& Outlook Express

Folders X ] f
7] Outlook Express
= @ Local Folders

&2 Inbox (1) Find a Message... Identities w

g g:r:ltj?t);ms E-mail Tip of the day X

B4 There is 1 unread Mail message

(3 Deleted Items in your Inbox To download
<8 Draft : more newsgroup
&} Drafts Set up a Mail account... messages, click
the Tools menu
Newsgroups and then click
Set up a Newsqgroups account... Get Next 300
Headers.
Contacts ¥ X ] Contacts
There are no contacts to display. Click Open the Address Book...
on Contacts to create a new contack, ER rind People...

™ when Outlook Express starts, go directly
to my Inbox.

[ @ Working Online I

4 Previous Next)p

Thanh cong cu:

. 8 & w8 | 2 X

Create Mail Reply Reply All Forward Print Delete

Send/Recy

-y
AP
Addresses

Create Mail : Soan email méi

Reply: Tra 161 email dang mé cho nguoi goi

Reply All: Tra 161 email dang md cho tat ca cac nguoi co trong danh sach ngudi nhin cia email
dang mo.

Forward: Goi email nhan dugc cho nhitng nguoi khac.

Print: In email dang mo.

Delete: X6a email

Send/Recv: ra 1énh cho Outlook Express gdi email di va nhan email mai tir may chu.

Addresses: M¢ danh sach dia chi email.
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b. Boc email:

Thong thuong cac email nhan duoc s€ dugc luu trong thu muc Inbox. Nhén chudt vao thu muc
Inbox, danh sach email sé xuat hién nhu hinh sau:

¥4 Inbox - Outlook Express H =101 x|
J File Edit Yew Tools Message Help I;','
= A 4-]] 2
I' v y 9 bs 5? x = A
Create Mail Reply Reply all Forward Print Delete SendfRecy
‘& Inbox R
Folders x|[[¢]a]%]3]From | subject 4
El @ Local Folders & Huynh Xuan Hiep Re: Khach san SG-CT.
%R Inbox Huynh Xuan Hiep 2.000.000 —
@ Outbox [ Floris hekma Fwd: Re: Thank you!!
-5 Sent Items Tien TRAN THUONG Re: HI M
(3] Deleted Ite < | L4

44444 S Drafts

From: floris hekma To: bgchinh@ctu.edu.vn; dtlngan@ctu.edu.vn Cc: alesuwen@scie. ..

E] @ mail.ctu.edu.vr

-4 Inbox (35__|

Subject: Fwd: Re: Thank you!!

-~
—
—

QE! SentItems _t| Dear Chinh and Ngan
< o o» We are finishing the Testgenerator Module today.
Contacts ¥ % l I think that the most efficient and save method for updating is that you
[Bfloris hekma send us copies of your databases (box & mdb) and that we do the
[Bingoan do hien updates.
[BTien TRAN THUONG Is that OK with you 7 In that case you can archive them in a ZIP-file

and put it temporanly on a server where we can download it.
TIT. A. o . IR S, IO

@ Working Online |

debm e min e [P, PSPPI T © IR

145 message(s), 39 unread

N\

Cot From: liét ké tén cuia nguoi goi.

Cot Subject: ligt ké chu dé cua email

Cot Received: ligt ké thoi gian nhan

Chon mdt email tir cira s6 phia trén, ndi dung ctia email d6 s€ duogc hién thi & cira s6 bén dudi.
Nhirng email chua dugc doc s€ dugc thé hién béng chit in ddm, bén canh do 1a biéu tuong cua
chiéc phong bi dong

Nhirng email da dugc doc 10i s& duoc thé hién béng chir in thuong, bén canh do la biéu tuong
ctia chiéc phong bi ma.

Nhitng email co biéu tuong chiéc kep gidy 1a c6 tap tin dinh kém.

Con s6 bén canh thu muc Inbox 14 s6 email mai chua doc

Dau cham than (1) bén canh email bao hiéu email khan, can tra 1oi gap.

c. Tao email moi:
Nhén chudt vao nat Create Mail trén thanh cong cu, xuét hién hop hdi thoai:
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i How to use Outlook Express K] =101 x|
. — 8 ax
J File Edit View Insert Format Tools Message Help I;.,
= \ X a9 §& o "
Send Gt Copy  Paste Undo Check Speling | Attach
To: !Alumni Relations Office
e |floris hekma
Bec:  |ngoan do hien
Subject: |How to use Outlook Express
attach: [ access2000.pdf (5.06 ME)
[ arial o] E|B Z BA|EEE>

Dear Sir,
Please tell me how to use QOutlook Express |

fd |
l V.

To: Nhap dia chi ciia ngudi nhin vao hdp van ban ndy. Cé thé nhan vao nut cong cu dia chi dé
chon danh sach dia chi email.

Select Recipients k li ﬂl’
Type name or select from list:
| Find. .. |
IC°“té‘Cts :-I Message recipients:
Name / I E-Mail& | To:->
EZ]ngoan do hien hienngo.
EZ] Tien TRAN THUONG tien.tran,
KN =
Cer->
KN — i
Bee: - |
K IR i
New Contact | Properties | K0 I 2
OK I Cancel I

CC: Trong trudng hop goi cho nhiéu ngudi, nhip dia chi ciia nhitng ngudi nay vao khung dia chi
thir hai (khung ndm sau tir CC), mdi dja chi cach nhau boi ddu chdm phdy. TAt ca cac dia chi nay
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s& dugc hién thi trong e-mail cua ting ngudi nhan. Nguoi nhan s& biét dugc email ndy con duoc
g1 ddng thoi cho nhiéu nguoi khac nita.

BCC: Trong trudng hop ciing mudn goi cho nhidu ngudi, nhung dia chi duoc hién thi & ngudi
nhan chi 1& mdt hodc nhiéu dia chi ban dién trong khung To, cac dia chi ngudi nhan ban dé trong
khung BCC s¢€ bi 4n di. Dé 1am viéc nay, ban nhap cac dia chi mubn dwoe hién thi vao khung
To, cac dia chi mudn 4n vao khung BCC. Néu khung dia chi BCC chua duogc hién thi, chon
View->All Headers trén thanh menu ctia chuong trinh. Subject: Nhap chii dé email vao khung
Subject.

Cira s soan thao: Nhap ndi dung vao cira s6 soan thao (khung hinh chir nhat mau trang c6 kich
thude 16n nhat nam bén dudi khung Subject).

Nhan nat Send dé goi mail di sau khi d& nhap xong ndi dung.

d. Géi tap tin dinh kém:

Ngoai noi dung ctia email, ta con c6 thé goi dinh kém theo email mdt hodc nhiéu tép tin cho
nguoi nhan. Nhan chudt vao nat Attachment, chon tap tin muon goi dinh kém, roi nhan nut
Attach.

| 2/
Laook in: I ) My Documents :J L B

]abcdef.mdb
™ access97.pdf
E access97qr.pdf

: ‘access2000p. pdf

= i

File hame: laccessZDOUp. pdf Attach

Files of type: IAII Files [*.%) l.l Cancel

™ Make Shortcut ta this file

e. Tra 161 mot ernail

Chon email mudn tra 101, rdi nhin vao nat REPLY trén thanh cong cu. Dia chi cia nguoi goi s&
dugc ty dong dién vio, toan bd ndi dung cua email cii ciing duge dién vao trong ctra s6 soan
théo. Ta co thé giit lai ndi dung nay hodc xda di tiy theo timg trudng hop cu thé. X6a email:

Chon nhitng email muén xéa rdi nhan phim Delete hodc nhin niit cong cu Delete. Nhitng email
bi x6a s€ dugc luu vao thu muc Deleted Items. Do d6 trong truong hop x6a nham thi ta van con
co hdi phuc hoi.

SU DUNG HOTMAIL
MSN Hotmail 1a h¢ thong email sir dung giao dién Web. Dbi v6i hé thong nay ngudi dung co thé
su dung bat cr may tinh nao c6 ndi két Internet dé gdi va nhan Email.
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Dé str dung hotmail, gnuoi ding phai ding ky tai khoan voi dich vu hotmail. Nhap vao dia chi
web ctia hotmail: www.hotmail.com, trang chu ctia hotmail xuat hién nhu sau:

/Z} MSN Hotmail - More Useful Everyday - Microsoft Internet Explorer - = ||:||_>ﬂ

File Edit ‘“iew Favorites Tools Help [ n?,.

Q-Oo-NEAGLree|-SEM-UAB3

Address r@ http:f{lc1.laws. hotmail. passport.comfcgi-binflogin j Go | Links >
-

New to Hotmail?

* Hotmail’
msn o t m a I Sign Up for an E-Mail Account!  {%hy Sign Up?)

{and get a Microsoft® .NET Passport!)

MSN Hotmail has an =

it g Already have a Hotmail account?
Sign-In Name

[ @ hotmail.com ~|
Password

All About Hot n Forgot Your Password?
Fi Du\, ,:\0 .;; s I lm Problems Signing In?

Security Options {what's this?) :
¢ Public{shared computer.
¢~ Keep me signed in to this and all other .NET
Passport sites unless I sign out.
& Neither

Need more information on Hotmail and .NET
.ﬁ?tPassport Passport? Click here.

dband! Don't Wy

ou're alw, a 2003 Microsoft Corporation. All rights reserved.
TERMS OF USE  Advertise
TRUSTe Approved Privacy Statement GethetWise

aE

[ [ [ [ mnternet

a. Céch tao tai khoan méi trong Hotmail:
Tir trang chii ctia hotmail (hotmail.com), nhan chudt vao nat New Account Sign Up

Profile Information

Help

First Name |
Last Name |

Yourfirst and last names will be sentwith all outgoing e-mail messages.
Language | English _'J
Country /Region |United States ;_I
State I[Choose One] ZI
ZIP Code |
Time Zone IUniversaI Time - GMTE'
Gender T Male  Female
Birth Date [Month  >||Day ~| (ex. 1999)
Occupation I[Select an Occupation] ;I

Dién céc thong tin can thiét vao miu ding ky, doc thoa thuan“Diéu khoan str dung” (Term of
Use), nhan nut | Agree néu chap nhan cac diéu khoan sir dung.
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Account Information

E-mail Address I @hotmail.com

Password
Siw-character minirmurm; I
no spaces

Retype Password I
Secret Question |Faw:|rite pet's name? j
Secret Answer I
Services ¥ Haotmail Member Directary

¥ Internet White Pages

Uze these chedk boxes to indicate whetheryou'd like to be listed in
these Internet directories. More information about directories

Registrabion Check Type the characters that wou see in this picture. Why?

U 5K 5Wgpe K A

Characters are not case-sensitive.

Nhan Continue dé tiép tuc

Chon thém mdt s6 tily chon (néu mudn) vé cac ban tin mién phi, réi nhan Continue.

Chon thém mdt vai tiiy chon rdi nhdn Continue to E-mail.

b. Kiém tra email moi.

Ding nhap vao trang chu Hotmail, s6 email méi s& duoc liét ké trong muc Message Summary &

bén trai cua trang chi Hotmail.

Z MSN Hotmail - Home - Microsoft Internet Explorer 1} =101 x|
File Edit View Favorites Tools Help J '.','

MSNHome | MyMSN | Hotmail | Search | Shopping | Money | People & Chat

Search the Web

(o)

“gehinh@hotmail.com Free Newsletters | MSN Featured Offers | Reminders [MALQIE ET A 113

- e | Compose Contacts Options Help

0% C————7100% Today on MSN
Zta; :‘;: ”ﬁg?;g;;:’;gn -The week's top pictures ‘
8 _Why singles should buy Directories
o
Y . «Top 10 classic sex symbols R
MSN Worldwide
Inbox 3(3 new)
Spotlight
Junk Mail 0(0 new) . .
= Single? Find a
View all Folders ~ “date by Feb. 14
X
Featured Newsletters y
More from MSN

m"' eShop -Web no longer tax-free
Auction addicts beware: MSN's 20 workout boosters ;
Auctions ... -Sweets for your sweetie
Over 100 more worldwide! “What's your pet's sign? Be notified when new mail arrives at your Hotmail

Inbox-- b
4 »
& [ [ |4 mtermet 7

Nhan vao muc Inbox, va nhan chudt vao dia chi nguoi goi trong cot From dé doc email.
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SN Hotmail - Inbox - Microsoft Internet Explorer Tl (=] P

File Edit View Favorites Tools Help

C-0o-Ranl,ree|-LH-UaD3

Address [&] http:/{by2Fd.bay2. hotmail. msn.com/cgi-bin/HoTMail 7curmbox=F000000001 &a=5334b03e22651 70c9d750abe4890F 1 | £ Go

MSNHome | MyMSN | Hotmail | Search | Shopping | Money | People & Chat Sign Out, ..

I N
ED

M! Search the Web
Music

Npe Compose Contacts Options Help
qchinh@hotmail.com Free Newsletters | MSN Featured Offers | Find Message I L1 ET BTS20 e
Show me mail from: | Everyone > I >
<< Hide Folders l Delete l Block I Mark As Unread | IPut in Folder... = I
# Inbox (3) M From Subject vDate Jr
35 Junk Mai ) [T archifacts@webaccess need to quit smoking? -emxkphme Feb 11 MSN Worldwide
o) T bells@alwlvgimyy.hom. .. are you a S minute man? -shhbxvudgl Feb 11
) Sent Messages s MSN France
@ [~ Hotmail Staff ‘Welcome back to MSN Hotmail Feb 11 MSN Germany
| Drafts MSN India
IMSH Tkaly
1 Trash Can MSN Japan
MSN Korea
| Backup TiMSN
MSH LK
| Drafts YupiMSh
 eare ol l More MSN Int'l Sites...
Manana Fnldare |
<
B T [ (@ et 7

c. Boc va Tra 161 email

DPé doc mdt email, tir thu muc Inbox hodc thu muc bt ky, nhéan chudt véao tén cua nguoi goi
trong cot From dé doc email cua ngudi do.

Biéu twong “phong bi” xuét hién canh mdi email c6 nghia 1a email chwa duoc doc (email moi).

Khi mé& mdt email, ta ¢6 thé chon thém cac chon lya:

Save Thém dia chi email cua ngudi goi vao danh sach dia chi email.

Address(es)

Block Ngan nhiing email goi tir dia chi nay, sau nay khong nhan email tir dia chi
nay nira.

Previous Poc email trudc do

Next Doc email ké tiép

Close Dong cira s6 email dang doc, trd vé danh sach email.

Reply Tra 101 nguoi goi.

Reply All Tro 101 nguoi goi va goi cho nhitng nguoi trong danh sach dinh kem.

Forward Go61 ndi dung email nhén dugc cho nguoi khac.

Delete Xoa email .

Put in Folder Chuyén email tir thu myc Inbox sang thu muyc khéc.

Printer Friendly | Thé hién noi dung ctia email trong ctra s6 thuan tién cho viée in ndi dung

Version

Néu email co kém theo tap tin, nhdn chudt vao nit Attachment dé mo tap tin do.
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Néu sir dung tai khoan Hotmail mién phi, ngudi dung chi c6 thé nhan va géi nhitng email c6 kich
thuéc toi da 1IMB

Nhin chudt vao nit Attachment

Sau khi chuong trinh di¢t virus McAfee da kiém tra virus trén file dinh kém, xuét hién cac chon
lua.

Néu khéng tim thdy virus, nhan Download File.

Néu tim thay virus nhung c6 thé diét boi McAfee VirusScan, nhan Cure and Download
File.

Néu virus khong thé diét dugc, file s& khong dugc tai xudéng. Tra 16i cho ngudi nhan va
yéu cau goi lai file khong bi nhiém virus.

Tuy thudc vao kiéu tap tin, tap tin dinh kém c6 thé dugc mo trong mot ctra s6 khac hodc hop hoi
thoai File Download xuét hién.

Dé x6a mot email dang doc
Nhan niit DELETE ¢ phia dudi ndi dung ciia email

bé xba cac email tir mot thu muc:
Chon check box bén canh email mudn x6a, r61 nhan nat DELETE ¢ phia trén cac email.

d. Soan thao email méi
Nhén chudt vao nat Compose, xuét hién trang soan thao nhu sau:

|2l MSN Hotmail - Compose - Microsoft Internet Explorer =101 x|

File Edit ‘iew Favorites Tools Help | ’.

0'.)"‘1.~1 P e|-vm-LAaE 3

WHume lnbox" Compose Contacts Options Help

qchinh@hotmail.com Free Newsletters | MSN Featured Offers TS ET TR TS
3 Free Newsletters
Toc | M Featured Offers
« al Find Message
cc: | Reminders

4 Dang-The-Gia

Bee: | « DINHCONG_NGUYE
+ hekma
Subject : [ < hooman
Attachments : AddjEdit Attachments Show all | Edit List
|Tools -I I Copy Message to Sent Folder Send | Save Draft I Cancel |
Send I Save Draft I Cancel |

<

Directories

MSN Worldwide

MSH France
MSN Germany
MSN India
MSN Italy
MSN Japan
MSN Korea
TIMSN

MSN UK

YupiMS
More MSN Intl Sites. ..

(]

o

|‘ Internet 4

To: Nhap dia chi ngudi nhan vao dong To.
Subject: Nhap tiéu dé email trong dong Subject.

Cira s soan thao: Nhap ndi dung vao textbox bén dudi.

Send: Nhén nat nay dé goi email di.

e. Goi tap tin dinh kém

Tat cé céc tap tin dinh kém déu dugc ki€ém tra virus, néu phat hi¢n cé virus, tap tin s€ bi tur choi

khong cho goi.

Ttr trang soan thao, nhin Add/Edit Attachments, va thuc hién cac bude duge yéu cau.
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Chon myc Copy Message to Sent Folder check box above the message area.

Thém dia chi email vao danh sach dia chi email:

C6 ba cach thuc hién

Khi goi email cho mdt ngudi nao do chua cé trong danh sach dia chi email, chon check box bén
canh dia chi email mudn luu lai roi nhin nat Save .

Khi doc email ctia ngudi goi méi, nhan nat Save Address(es) ¢ phia trén cua email.

Trong ctra s6 Contacts, nhan nat New Contact.
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