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Loi gioi thiéu

Han ché vé kj nang tin hoc 1a mdt nguyén nhan khién nhiéu giadng vién
thiéu tw tin trong viéc ng dung Cdng nghé théng tin vao gidng day. Diéu
nay dan dén tinh trang |a khi gidng vién khéng cdm thay thoai mai sir dung
may vi tinh thi ho sé& tim cach lang tranh né'. Trén thwc té, nhin chung cac
gidng vién déu thanh thao kj nang soan thao van ban va trinh chiéu, nhung
khong it gidng vién con han ché vé ky nang Internet, kj nang bao tri va bao
mat °. Khéng loai trir mét gia dinh rang, nhirng gido vién khéng gidi vé viéc
st dung Internet c6 trinh dd k§ nang co ban con yéu, va nguoc lai.

Dé giai quyét véan dé trén, VVOB Viét Nam thdy rang tap hun ky nang tin
hoc co ban la dieu can thiét va la diéem khéi dau gidp quy vi gido vién ty tin
hon khi d&n than vao qua trinh tng dung Coéng nghé thong tin trong giang
day. Chung t6i hi vong rang, cuon tai liéu nay (dwoc thiét ké theo tirng mo-
dun riéng lé va linh hoat) sé la mét hanh trang hiru ich cho quy vi gido vién
st dung trong giang day va hoc tap.

Chung t6i xin chan thanh cdm on nhirng y kién dong gop cua quy giao vién
la can bé giang day Tin hoc & cac trwdong Pai hoc/ Cao dang sw pham cla
nam tinh Nghé An, Quang Nam, Quang Ngai, Quang Ninh va Thai Nguyén,
va clia cac co quan té chirc khac.

RAt mong nhan dwoc sw gép y cla quy Vvi.

VVOB Viét Nam

vvoboffice@gmail.com
www.vvob.be

1. Becta. (2004). A review of the research literature on barriers to the uptake of ICT by teachers: British
Educational Communications and Technology Agency (Becta).

2. Peeraer, J. (2009). Intergration of ICT in Teacher Education in Vietnam. Unpublished Scientific paper.
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Trong tai liéu nay

OQ‘ Muc luc cac phan chinh trong mé-dun
é boc

ﬂﬂ Chu y

@ Muc dich

34 MUC LUC Trang

Hoc phan |: St dung may tinh va tap tin 4

Hoc phan II: Microsoft Word 14
Hoc phan Ill: Microsoft Excel 38
Hoc phan IV: Microsoft PowerPoint 52
Hoc phan V: Théng tin va truyén théng 62
Hoc phan VI: Ky nang nang cao 79
Phu luc 108
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Trong phan nay...

Gidi thiéu

Lam viéc v&i may tinh
Xem cac théng tin co ban ciia may tinh
Diéu chinh dd phan giai cia man hinh
Cai dat/ g& bd cac phan mém (rng dung
T4t cac chwong trinh (ng dung bi treo
St dung phim PrintScreen
Ctra sb Properties

Lam viéc v&i thr muc va tap tin
Tao thw muc va cac thw muc con
Sao chép thuw muc
Déi tén thw muc
Di chuyén thu muc
Xoba thv muc
Kiém tra dung lwong cla thuw muc
Duyét xem tén cac thw muc, tap tin
Nhan dang cac loai tap tin théng dung
Nén cac tap tin trong mot thw muc
Bung cac tap tin nén vao trong mot thw muc
Phuc hdi cac thw muc/tap tin tr Recycle Bin
Xbéa réng Recycle Bin
St dung cdng cu Search dé tim kiém
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Hoc phan I:
St dung may tinh va quan ly tap tin

Muc tiéu

Hoan thanh hoc phan nay, hoc vién c6 thé biét:
- Xem céc thoéng tin co ban cia may vi tinh

- Cach tao thv muc va tép tin

- Cach slr dung cong cu tim kiém

- Cach nen, bung cac tap tin )

- Cach cai dat cac tién ich khac vao may vi tinh

Danh gia

- Bai tap thwc hanh trong cac budi hoc
- Quan sat

- Ban phan héi 5 phat sau méi budi hoc

Cac hoat dong tap huan

- Trinh bay

- Hoat dong thyc hanh (hand-on practice) theo ca nhan, cap, nhom
- Q-A: phan hoi ca nhan

Phwong tién

- May vi tinh/hoc vién

- May in

- May projector

- Hand-out céac bai tap thyc hanh
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® Xem cac théng tin co’ ban cta may vi tinh

Céch 1: Vao Start »Run, g6 dxdiag, mot clra s6 xuat hién cho phép ngudi sir dung xem thong tin
phan clrng cia may vi tinh. )
Cdch 2: Vao My computer, nhay phai chudt, chon Properties, hop thoai xuat hién,

System Fles_lo:e _ Automatic Updates | Remote
General | ComputerName | Hardware | Advanced
System:
Microsoft Windows XP
1 Professional
/ 'l’ Version 2002
l'[ 7 Service Pack 2
/
- Registered to:
ﬂ—-

76487-0EM-0011903-00101

Manufactured and supported by: Hewlett-Packard Company

HP Compaq d«7400 Microtower

[ Intel(R] Core(TM)2 Duo CPL
ﬁ E4400 @ 2.00GH2
1.20 GHz, 0.93 GB of RAM

invent Physical Address Extension

[ Suppart Information ]

[ oK ” Cancel ]

- Click vao cac the, General, Computer Name, Hardware, vv dé xem
thong tin phan clrng clia may vi tinh.

<> pidu chinh dd phan giai man hinh:
Cédch 1: Vao Start=Control Panel=Display, click vao thé Settings. Di chuyén cay Screen
Resolution dé thay doi do phan giai man hinh.
Cach 2: Nhay phai chuét vao vung trong ciia man hinh, chon Properties, hién ra mét hdp
thoai, chon Setting, va thao tac nhw cach 1.



Tai liéu tap huan ky ndng CNTT_ VVOB- 2009

[" education for development

PX

Display Properties

| Themes | Desktop | Screen Saver | Appealancei Settings

Click vao day dé di
chuyén cau hinh
theo mong muon.

Display:
Plug and Play Monitor on Intel[R) Q33 Express Chipset Family

Screen resolution
Less J Mare

v

1280 by 1024 pix

[ Troubleshoot... | [ Advanced |

[ ok ][ cance |

¢ Cai dat va g& bé cac phan mém rng dung:
- Vao Start = Control Panel = Add/Remove Programs, mét ctra sb xuat hién
- Muon thém chwong trinh, click vao Add Programs & goc trai clra so click vao CD or Floppy,
néu chwong trinh dé dwoc lay tir dia CD, click vao Window Update néu muédn cap nhat chwong
trinh Window.
- Muon g& bo chwong trinh, click vao Change or Remove Programs, click vao chuo’ng trinh

muén thay ddi hodc g& bd, chon Tuy chon Change (thay déi) hodc Remove (G& bd) dé xac nhan.

B Add or Remove Programs

\E‘lﬁ Add a pragram from CO-ROM or floppy disk.
ot o L., Toadd aprogram from a CD-ROM or Floppy disk, click CD or Floppy D or i
Remove w"
Progas Add programs from Microsoft
To add new Windows features, device drivers, and system updates over the Internet, click )
% ‘Windows Update Windoves Uncels
Add New
Programs
Add/Remove
2
ORI Click vao day dé
e thém chwong trinh
Set Program
Access and
Defaults
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® Add or Remove rograms

- Sze
@L'! I wcsoft PhotaStudio 5.5 =
m’ Q) avast! antivins x =
COeots Y o Mansgemert rorans | CliCK VA0 dy d6 thay o
@ 3% Canon Canoscan Toobox 5.0 doi hoac gc’y bd =
setprgam | ¥ Conoscan LCE 60cF chwong trinh -
Accessand [ Color Laserdet 26000 o
41 ConceptOraw MINDMAP S Professional Sz
B Encvvote 52 -
@ =te — eLmarning KHTML edor =
o] Frechand See

[ oA i SR Se 172.00M8
% Google Tookar for Inbernet Explorer See

\

Click vao day dé
xac nhan viéc thay
ddi hodc g& bé mot
chwong trinh cu thé

® Tat cac chwong trinh teng dung bi treo:

- Nhén Ctrl-Alt-Del
- H6p thoai xuat hién

- Click vao chwong trinh &ng dung can dwoc tat, va click vao End-Task

B Windows Task Manager
File Options View Windows ShutDown Help

Applications | Processes | Performance | Networking | Users

Task Status
4 Training materials_MT_v0,0_090120 - Micros... [UuLL]
() Training materials Running
JICT skills training Runining
@Gmai - Inbox - thytranvietnam@gmail.com - ...  Running
@& vahoo! 360° - My Page - Mozilla Firefox Running

B1CT_skill training plan_General_MT_v0.0_090... Running

< )

[ EndTask || swichTo || mewTask... |

leocesses: 37 CPU Usage: 0% Commit Charge: 483M | 2440M

St dung phim Print Screen
Dé& chup anh man hinh, chinh stra blrc anh va dan vao

mot trinh (’ng dung, ngwdi st dung cé thé str dung phim Print Screen

- Nhan phim Print Screen & ban phim
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- Vao Start » Programs = Paint.

- Vao File » New

- Nhan Ctrl-V dé dan hinh anh da chup vao trinh (rng dung Paint. .

- Muén copy mot phan cla hinh anh dé s dung vao cac trinh &ng dung khac, click vao =
& thanh céng cu vé&, di chuy&n dén phan anh can cét, nhan Ctrl-C

- Vao céc trinh ng dung khac (Word, PowerPoint, vv) nhan Ctrl-V dé& dan phan hinh anh.

Ctra s6 Properties

- Nhay phai chuét vao khoéng trbng man hinh, sé hién ra hop thoai Properties.

- Mudn thay &nh cia man hinh, click vao Desktop, chon anh & Background hoac tlir may tinh
(bang céach Click vao Browse)

- Muén thay ddi Screensaver, click vao Screensaver, chon screensaver phu hop va thiét lap
thoi gian (ngu’o’l str dung khéng dung may tinh trong bao lau thi chwong trinh ty ddng chay
Screensaver) & 6 Wait.

- Trong thé screensaver, ngwo'l st dung ciing ¢c6 thé click vao Power (Nang lwong) dé thiét lap
cac tuy chon lién quan dén viéc tiét kiem dién khi st dung may vi tinh.

Tao thw muc va cac thw muc con

Bl

Nguyén tac dat tén thw muc

- Thw muc khéng nén dét tai 6 C, hay & chira hé diéu hanh Windows
- Trong 1 6 thw muc khéng dwoc tring nhau

Cadch tao thw muc

- Vao 6 dia dinh tao thw muc

- Vao File =New= Folder hoac nhay phai chudt, chon New = Folder
- G6 tén thu muc (khéng bé dau tiéng Viét), nhan Enter,

Tao thw muc trén man (u’nh Desktop

- Nhan phai chu6t vao nén man hinh

- Di tr6 chudt dén muc New .

- Di chudt dén muc Folder nhan trai chudt, ltc nay da co mét biéu twgng c6 mau vang
- GG tén thu muc can tao

- Nhan phim Enter dé hoan thanh tao thw muc

Arrange Icons By
Refresh

Mew Fo || der Paste

Undo Delete

6 ACDSees BMP Image
Microsoft Word Document
Microsoft Access Application
Microsoft PowerPoint Presentation
[El Text Document

E] Hercaudic

E Microsoft Excel Worksheet

q WinZip File
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Cadch tao thw muc con trong thw muc Ién

Céch 1: Nhay phal chuot vao nut Start -»Explore
- Nhay vao 4 dia cé thw muc ban can tao thw muc con, tim thu muc
- Nhay vao File=New = Folder
- GG tén thu muc méi va &n Enter.
Céch 2: Vao thw muc can tao, nhay phai chudt
- Chon New = Folder
- G6 tén thw muc can tao, nhan phim Enter

Sao chép thw muc

- Nhap phai chu6t vao thw muc can sao chép/ xuét hién hop thoai

=

Open
Explore

Browse with ACDSee
Search...

Verify by D32 Anti-virus®
Scan for viruses by Bkav200S

Sharing and Security...
— Q WinZip »
Scan for Viruses

Send To »

Cut

Paste

Create Shortcut
Delete
Rename

Properties

- Nhap trai chudt vao muc Copy
- Chuyen dén thw muc can sao chép di liéu tdi réi nhay phai chudt
- Nhap trai chuét vao muc Paste

DP6i tén mot thw muc
- Nhay phai chth vao thw muc dinh ddi tén chon Rename
- GO tén m&i va an Enter.

Di chuyén thw muc

- Nhan gitr va di chuét trai vao biéu tweng can di chuyén téi vi tri dich can téi, nha tay chuét

Xoéa thw muc
- Kiém tra trong thw muc co tap tin nao khéng trwée khi xéa

- Nhay phai chuét vao thw muc dinh x6a chon Delete = Yes
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6 Kiém tra dung lwong cta thw muc

- Nhay phai chuét vao biéu tweng thw muc mau vang trén man hinh/ xuét hién hop thoai

T aget_' General | 5 hating

L/ll "I'v'ly Documents il

Type: File Folder
Location: C:ADocuments and Settings'dang quang huy
Size: 42.0 MB (44.110.,965 bytes)

Size ondisk: 42 4 MB (44,466,176 bytes])

Contairs: 37 Files, 10 Folders
Created: ‘Wednesday, December 22, 2004, 11:46:15 AM
Tnternet | Attributes: Read-only
eeieLEr ] [ Hidden
[] Archive

Microsoft
Catlook

"

- Nhay trai chudt vao muc General liic nay man hinh sé hién thj thong tin:
- Size: 42 MB, ¢6 nghia la dung lwgng cla thw muc la 42 MB
- Contains: 37 Files, 10 folders. C6 nghia la thw muc chira 37 files va 10 thu muc con

¢ Duyét xem tén cac thw muc, tap tin

- Vao My Computer = Folders X
- Click vao 0 dia, folders twong (rng dé xem tén cac thuw muc (folders) hoac cac tap tin (files)

G@ Pic diém nhan biét ctia thw muc

- D&c diém dé nhan biét trén man hinh Desktop thw muc bao gi¢ ciing c6 mau vang. D& tranh
x0a cac thv muc ma cé thé lam nglrng hoat dong ctia may tinh, chi xoé nhirng thw muc do
ngwoi st dung tao ra. Khi dat tén cho thw muc, can chi y, tén thu muc la mét day céac ky tw,
tén thw muc khong cé phan duéi mé rong. Vi du THUVIEN, KHTN

6 Nhan dang cac loai tap tin théng dung

Tap tin anh: JPG, BMP, PNG, GIF

Tap tin van ban: doc, txt

Tap tin di¥ liéu ban tinh: xIx

Tap tin 4m thanh: MP3, WMA, ASF, OGG, FLAC
Tap tin video: WAV

Tap tin nén: Zip, Rar

: e - ~ . ~ Open
6 Nén cac tap tin trong moét thw muc Explore
- Chon tap tin cAn nén Browse with ACDSee 10 Photo Manager
- Click phai chuét, xuat hién hop thoai Search...

¢ ¢
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Scan for viruses by Bkav2006

Sharing and Security...
B add to archive. ..
B 4Add to "THY TRAN.rar"
B Compress and email...
2 Compress to "THY TRAN.rar" and email

Send To »

Cut
Copy

Create Shortcut
Delete
Rename

Properties

- Chon Add to archive dé nén tap tin, mot hop thoai xuét hién

i Archive name and parameters

Update mode
(s et )
Archive format Archiving options
& RAR [] Delete fies after archiving
OzP [] Create SF archive
[[] Create solid archive
Compression method ] Put authenticity verification
| Normal ) [] Put recovery recod
Spit to volumes, bytes D Test archived files
= [] Lock archive
[ ok J[ cence |[ Hep |

- Chon dang nén (RAR hay ZIP), click OK dé& hoan thanh viéc nén.

Sw khac nhau gitra file nén RAR va file nén ZIP

Péu la dang file nén nhwng file dudi .zip dwoc nén bang chwong trinh WinZip hodc chwong trinh
nén co san trong Windows. Con file .rar la file dwg'c nén bang chwong trinh WinRar,va co thé
nén lai dwgc nhiéu hon so véi WinZip

Bung cac tap tin nén vao trong moét thw muc

- Nhay phai chuét vao tap tin nén
- Chon extract file, chon vi tri chira tap tin sé dwoc bung vao 6 Destination=0K.

Phuc héi cac thw muc/tap tin tir Recycle Bin

- Vao Recycle Bin, click vao thw myc, tap tin can phuc héi, nhap vao Restore.
Thuw muc, tap tin sé dwgc phuc héi lai va & vi tri ¢ (& vi tri triwdc khi chwa bi x6a)

11_
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é Xéa rong Recycle Bin
Click vao biéu twong Recycle Bin, nhay phai chudt va chon Empty
Str dung céng cu Search dé tim kiém

- Vao Start = Search
- Mot clra s6 xuét hién

B Search Results

File Edit View Favorites Tools Help

J “) .’ /'ﬁ Search ||| Folders -

Address d Search Results
Search Companion X Name In Folder Size Type
To start your search, follow the instructions in the left pane.

Click vao day dé chon cac tuy chon thich hop
-Pictures, music, or video (tap tin anh,

am thanh, video)

-Documents (tap tin tai liu)

-All files and folders (tat ca cac tap tin va
thw muc)

-Computers and people (may tinh, nguoi-
Tim may tinh trong mang lu&i, tén ngudi
trong sb dia chi)

- Click vao tuy chon thich hop, gd tén (hodc mét phan cuia tén) thw muc/tap tin vao 6 All or part

of the file name

- C6 thé thiét 1ap tuy chon tim kiém nang cao bang cach click vao Use advanced search options.
O day, nguoi stv dung cé thé gé mot sb tir ¢é trong thw muc hay tap tin can tim & thé A word

or phrase in the file, chon vi tri can tim & thé Look in.
- Click Search
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Ry ,
0‘ Trong phan nay......

Microsoft Word
Diéu chinh mét sd cAu hinh co ban
B gob tiéng Viét, cai dat va str dung
Nhap di liéu
Lénh phuc vu soan thdo
Theo dd va chinh sira van ban
Téch clra s6 van ban
Khéi phuc ndi dung da xda
Tim kiém va thay thé
Cheén sb thr tw va danh dau

Sao chép dinh dang

Dinh dang trang van ban (thay di kich thwéc trang, header
and footer)

Tao tiéu dé trang
DPanh sé trang
Ngét trang

Chon céc Tab
Bang biéu

Do hoa trong van ban (vé hinh, gom nhém, g& nhém, nhém
lai hinh &nh, chén anh)

Trén tai liéu
Tao muc luc tw déng trong tai liéu

In van ban

Trang

14

15
15
17
18
19

19
20

20

20
20

20

21
21
21
22

22

23

25
26
36
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Hoc phan I

Soan thao van ban véi MS-Word

Muc tiéu

Hoan thanh hoc phan nay, hoc vién cé thé biét:

- Cac thao tac co ban trong MS Word

- Céach cai dat va str dung cac bd go tiéng Viét

- Céach dinh dang van ban . )

- Lam viéc voi cac tuy chon in an va kiém tra trwdc khi in.
- Trbn tai liéu

banh gia

- Bai tap thuc hanh trong cac budi hoc
- Quan sat

- Ban phan héi 5 phut sau mdi budi hoc

Cac hoat dong tap huan

- Trinh bay

- Hoat déng thyc hanh (hand-on practice) theo ca nhan, cap, nhom
- Q-A: phan héi c& nhan

Phwong tién

- May vi tinh/hoc vién

- May in

- May projector

- Hand-out cac bai tap thuyc hanh

- Phan mém bd gb tiéng Viét Unikey, va Vietkey
- Cé4c file hinh &nh s&n co6
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Diéu chinh mét sé cau hinh co ban
- Vao Tools=Options

- Vao Security (Ché d6 bao mat) d& chon mat ma (password) cho tai liéu cn bao mat

- Vao Spelling & Grammar, danh dau vao céc tuy chon kiém tra chinh ta va ngl phap

- Vao Track Changes, danh dau vao tuy chon lién quan dén mau, cach theo doi chinh stra van ban

- Vao Save, chon thoi gian may ty dong lwu van ban, vao 6 minutes & Save Auto recovery into every...

- Vao Default Format chon dinh dang lwu trir (doc., txt, v.v)
- Click OK d& hoan thanh viéc tuy chon

Options
Security [ Spelling & Grammar I Track Changes
User Information [ Compatibility [ File Locations
View . General | Edit 1 Print 1 Save
| Show
Startup Task Pane!  [V] Smart tags Windows in Taskbar
Highlight Animated text [] Field codes
[[] Bookmarks Horizontal scrollbar ~ Field shading: )
Status bar Vertical scroll bar When selected ¥ |
| ScreenTips [picture placeholders '

Formatting marks
[ 1ab characters [T Hidden text
[1spaces [] optional hyphens
[IParagraphmarks [ All
| Print and Web Layout options
Drawings wWhite space between pages (Print view only)
| [] object anchars [] Background colors and images (Print view only)
[ [[] Text boundaries Vertical ruler (Print view only)

| Outline and Normal options _
[] wrap to window Style area width: |0
[] oraft font: '

©

[ ok ][ cancel |

6 Bo6 go tiéng Viét, cai dat va st dung

Bo6 go Vietkey
Cai dat
- Copy file: VKNT.EXE vao thw myc trén 6 clrng may vi tinh
- Nhap chuét vao biéu twong cta Vietkey
Cdch s dung
Cdch go tieng Viét .
- Cédch 1: Khi dong Vietkey, bang cach nhay chudt vao biéu twong,
clra s diéu khién clia Vietkey xuat hién
- Nhay chudt vao nut Char Sets (Bang ma)

15_
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Viethey 2000 - Licensed 1o The Bitish Council [2% Usets)

' Everywhere Simula‘{owerfuf

D 0ang Mh Tud hMpiwewoviothicy.com 1e 04 4 0433072

Irgud Mohods [Ohes Sete | Optiats Uiifies | Plagidn  Abot

B8t Chaacts Sels

(C TOVN-ABE(Valine ) [33 VN Urcode 1 ]

YN Wi N Times, )
€ ViR T ngVe L)
T~ Auto Detect

@ b | X Ex ) e g Tedax

Chon Unicode Pre-compound
Nhay chuét vao Input Methods dé chon
kiéu gb tiéng Viét (Telex hoac VNI)

E Cach go dau

D4u tiéng viét Kiéu gb Telex Kiéu g VN
a aa ab
é ee e6
6 00 06
a aw a8
o ow o7
w uw u7
d dd do
sac s 1
huyén f 2
nang j 5
héi r 3
nga X 4
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Cich 2: C6 thé click vao biéu twong Vietkey FastCorrect
trén thanh Taskbar, mét ctra so thye don xuat Autotzxt
hién. Nhap chudt vao dong chir Unicode [V Retupe ¥ Evors Decur

il Vietkey Panel ..C+5heP

1 -%N Unicods 1...C+5h+F1
2-Ucodel UTF3. C43heF2
3 -Ucode1 UCS2W...C+5h-F2

Cach g6 tiéng Anh . .
Click vao bieu twong V, biéu twong 1ap tiee chuyén sang E (English)
Hoac t6 hop phim Alt-Z

Bé6 g6 Unikey
Cai dat

- Vao website http://www.box.net/public/exrfédi4s6, chay phan unikey exe.
Céch st dung

- Click vao biéu twgng Unikey

- Bang dieu khién Unikey sé xuat hién

Piéu khién

Bingnz | I v [V s |

Kiéu gé: Telex v @ Kétthic

Phim chuyén: (& CTRL + SHIFT

Sarss

| @ Huongdin || Thengtin | [ Mscarn |

Cach g6 tiéng Viét
- Chon bang ma va kiéu gé twong trng
- Click vao Mac dinh hoac Béng

Cdch g6 tiéng Anh
- Click vao biéu twong V & thanh Taskbar, biéu twong lap tic chuyén sang E (English).

Nhap dir liéu

Mot s6 quy dinh khi nhap van ban

- Mudn i vao dau dong nhén phim Tabs khéng st dung phim Space ]
- Cacdau,.!?:; thi phai sat ky tw tredc va cach ky tw sau mét khoang trang
-Cacdaumé (,“," thi phai cach ky tw trwdc nhung lién ky ty sau, con cac dau déng )

, . " thi phai lién ky tw trwdc nhwng cach ky tw sau.
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[" education for development

- Két thuc doan van ban thi moi dugc nhan Enter

- Mét sb phim dich chuyen con tré:

- Home: Dich chuyen con tro. vé dau dong

- End: Dich chuyén con tré vé cudi dong

- Page Up: Dich chuyén con trd Ién mot doan van ban trén

- Page Down: Dich chuyén con tré xubng dwéi mot doan van ban

- Cac phim mi tén: Dich chuyén con trd 1én trén, xubng dwdi mdt dong; sang trai , sang phai

® Theo déi va chinh sira van ban
. chire nang Track Change cho phép nguwoi st dung chinh stra

hém, b&t, xod, thém ghi chd goép y) cho mét van ban
- Vao Tools, chon Track changes

- Mét thanh cong cu xuét hién:

}. mot ky tu. i Final Showing Markup v Show~ | #2 92 v v 52 ~ ] % + | EDI_ﬂ _fjatcaptorkelectdwas...!
E Lwu y khi nhap van ban - 3
Khi nhap thd van ban, ban phim phai dé ché do chi thwong, khdng nén chuyén sang ché do M6t sé chirc nang cta thanh cong cu nay: 3 ~ Chap nhan chinh sira
Caps Lock. . ) ¥ v Lo 2
- G0 du xong mot ttr roi go dau. . . P VP S - O déu tién: Hién thj trang thai van ban: )
- Bé g6 tiéng Viét cung vai tieng Anh, ky tw nao gay ra dau hay gé thém lan nira dé bo dau di C6 cac trang thai sau: r 52 ~ Khoéng chap nhan viéc chinh sira
- R X * Original: Van ban géc -
® Lénh phuc vu soan thao (khdng c6 danh dau chinh stra) o
Panh d4u chon vin ban ‘ * Original showing markup: = Thémgdpy
- Chon mét ti: Nhay dup chudt vao tir can chon Van ban goc c6 danh dau chinh stra
- Chon mot doan van ban: ) * Final: Van ban cudi cung aby A s
- Céch 1: Kéo chudt tir diém dau dén diém cudi cia doan van ban ) ] (khdng c6 danh dau chinh stra) Ml Danh dau cactir chuy
- Cdch 2: Nhay chudt dé dat con tré text & diem dau, gitr Shift va nhay chuét & diém cudi * Final showing markup: )
ctia doan van ban can chon. Van ban cudi cung (cé danh dau chinh stra)

a2

- Cédch 3: St dung céac phim Home, End va cac phim midii tén trén ban phim. Theo dbi chinh stra
Di chuyén con tré chudt dén diém dau, git Shift va gé cac phim mii tén thich hop.

- Chon toan b6 van ban dung td hop phim sau: Mot tay nhan phim Ctrl tay con lai nhan chir A

trén ban phim _ Chép nhan hoac khong chép
P Accept or Reject Changes.... han tt ca cac chinh stra
Stra néi dung van ban Vi du:
Xoad ky tw van ban
- Xoa ki tw lién sau con tré nhéan Delete I:%mud_]&m}m‘*’w %
- Xoa ki tw lién trwdc con tré nhan BackSpace -.{D*M:B"' )
Xod mét tir hodc mét doan van ban - m'ed:ﬁdﬂ_ ¥ )
- Chon tir hodc doan van ban mudn xoa ~.{D°::d=b; 2 ]
- Nhan phim Delete :
Cac Iénh soan thao Tach cira 56 van bé,n N
- Cut (Ctrl X): Chuyén doan van ban da chon vao bd nhé dém Vao Window, chon Split dé tach mét van ban thanh hai ctra sO.
- Copy (Ctrl C): Chép doan van ban da chon vao b6 nhé dém e
- Paste (Ctrl V): Dan doan van ban co trong bd nhé dém vao vi tri con tré e e
RNET" NERHTIE | o FENE- X CH AR R A RRCRAL A e 0117, B —i«gj
2 ~ ~ £y hormad R wE -l =2t A
Di chuyén mét doan van ban ttr cho nay sang cho khdc o ....-....".g.. e e I S

- BDanh dau doan van ban

- Chon Menu Edit= Cut hodc nhan bidu twong #. trén thanh cong cu
- Dat con tré Text tai mot vi tri thich hop trong van ban

- Chon Menu Edit ®Paste hoac biéu twong dan 3 trén thanh céng cu

i
g kf b (sac chip dink dang. tas &) guin déng, tao bullet sumbering

!,r.:hd:g\rng\'l ik (thay 454 keich thue trang, header and focter)

Bing bify

B4 hea trong viin bn (v8 hish, dinh dang. lkm wiéc vin tip bop hink v&, chién inh)

In vie bin

Sao chép mét doan van ban tur vi tri ndy sang vi tri khac

- Panh d4u doan van ban

- Chon Menu Edit = Copy hoac biéu tuo’ng 2 trén thanh cbng cu
- Dat con tré tai vij tri thich hgp trong van ban

- Chon Menu Edit » Paste

Nguoi sir dung co thé lam viéc vao cira sé bén dudi va xem ndi dung vao cira sb bén trén hoac
nguwoc lai. Bé tré lai mot clra sO, vao Window chon Remove Split.
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<> knoi phuc ndi dung da xéa

Cdch 1: Vao Edit, chon Undo (tr& vé néi dung ban dau), Redo (khéi phuc lai trang thai trwée khi st dung Redo)

Cédch2: S dung hainut trénthanh ) . . cbéng cu chuan

<5 Tim kiém va thay thé

Tai liéu tap huan ky ndng CNTT_ VVOB- 2009

Tim kiém
-Vao Edit, C}hon Find Find and Replace E|[i|
-Danh tr can Tim vao 6 Find what | find | Replace GoTo |
- Click Find Next e — =
Nguoi stv dung c6 thé tim nhanh '
tlr trong van ban hién thoi
[T Highlight all items found in:
4 [ more s | [Fndnext | [ cancel
Thay thé: Find and Repl ?)
- Vao Edit, chon Replace ——— 2%
- Banh tir can thay thé vao 6 Byl Recece |igoTo
Find what Find what; CNTT -
- Banh tr m&i vao 6 Replace with
Replace with: |Céing nghé théng tin] v
[ tore = ][ Reploce | [Replaceat | [ EndMext | [ Concel |

- Click vao Replace néu mubdn thay thé & mot sé vi tri, Replace all néu muén thay thé

tAt ca cac vi tri trong van ban cé tir can thay thé.

&5 Cheén sé the tw va danh dau
- Vao Format = Bullets and Numbering |
- Click vao Bullets, chon ky hiéu danh dau pht hop
- Click vao Numbering, chon kiéu danh sé thi tw phi hop
- Vao Customize dé diéu chinh kiéu danh sé
Click OK

<5 sao chép dinh dang
- Banh d4u vén ban géc (ttrc la van ban da dinh dang)
- Click vao biéu twong |/ (Format Painter) trén thanh céng cu
- Con tré sé c6 hinh bidu twong chiéc chéi
- Ré con tré t&i phan van ban can dinh dang ]
- Van ban sé ty dong dwoc dinh dang theo van ban goc

| Bang cach str dung, /. nguoi str dung khong can phai lap lai dinh
dang nhiéu lan cho cac doan van ban khac nhau

6 Dinh dang trang vin ban (thay déi kich thwéc trang, header and footer)

Thay dbéi kich thwéc trang
- Vao File = Page Set up

- Chon Portrait néu muén dinh dang trang & chiéu doc, chon Landscape néu mudn dinh dang

trang & chiéu ngang

- Co thé thay dbi khoang cach tir van ban dén dau trang (top), cudi trang (bottom),
|& phai cta trang (Right), 1& trai ctia trang (Left) bang cach thay dbi cac théng sé & cac 6

twong trng .
- Chon c& giay (A4, A3, vv) bang cach click vao 6 Paper

&

Tai liéu tap huan ky ndng CNTT_ VVOB- 2009

Tao tiéu dé trang
- Vao View= Header and Footer, thanh céng cu Header va Footer hién ra,

Chuyén dbi giira
Setup Header va Footer

Chén Binh
sé trang dang sd

lnsertMoText/,@ ﬁ Be DG |_| & T Cos
Chén sd Chén ngay em Xem
trang trén tong thang trang trwéc  trang tiép

G5 nodi dung tiéu dé dau hoac tiéu dé cudi trang. Click nut close trén thanh cong cu

Header va Footer dé tr& vé ctra s soan thao

Danh sé trang
Cé hai cach danh s6 trang van ban )
Cdch 1: Vao Insert= Page Number, xuat hién hop thoai:

Page Numbers g|
gusi_tion: _
v
Alignment: )
Right b

o
2
a
z

Show number on first page

[ OK ][ Cancel ]

- Chon vi tri danh sé trang
(Position_: Top of page (danh s6 trang vao dau trang),
Bottom of Page (danh so trang vao cubi trang) Number format:

- Chon g|ong so (Allgnment) Right (s6 glong vao bén phai), ~ . . iR
Left (so giéng vao bén trai), Center (s6 giéng & glua)

- Bé dau chon & Show number on the first page néu

Chapler starts with syle

khéng muén s6 trang xuéat hién q trang dau cya tai liéu Use separator:
- Click vao Format dé tuy chon kiéu s6 hoac bat dau Exampes: 1-1,1-A
danh sb trang theo s6 tuy chon clia nguoi sir dung. e

- Lwa chon cac tuy chon: R .
- Number format: chon kiéu danh so trang

Page Number Foimat 2] x|

menc— |

" Continue from previods section

Ine-sdnl; 1 ¥ I
|- (hyphen) -I

P ) =
- Include chapter number: dua s6 chwong la mét thanh At :
phén cla s6 trang

- Page numbering: ok | caxe

* Continue from previous section: danh sé trang tiép theo
cla muc trwdc o

* Start at: danh s0 lai, bat dau tir gia tri do nguoi str dung go vao

- Chon OK dé xac nhan tuy chon, hodc Cancel dé huy thao tac.
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