- Chon vung dir liéu B4:E7.

- Nhan chon Menu Insert, chon Chart hodc nhan nut [l trén thanh cbng cu, hop thoai

Chart Wizards xuat hién

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types I Custom Types I

|_ xY (Scakter)
haly Area

@ Doughnut
vy Radar

@ surface

®: Bubble

lisi Stock

Chart sub-type:

il

il | A
r

Clustered Column. Compares values across
categories.

Press and Hold to Yiew Sample

Cancel

|Next>| Einish

- Chon kiéu biéu db

- Nhan nat Next dé chuyén sang buéc hai.

Chart Wizard - Step 2 of 4 - Chart Source Data

DataRange | Series |

200 4
120

160

140

120

100

= Kho 1

20

| Kho 2

&0 4—

0 Kho 3

40 +—

20 4+—

o

Qu 1

QuYy 3

Data range:

Series in: 0+ Rows

| _ <Back

I MNext > I Einish
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- Ving di¥ liéu dé vé biéu do, d6 thi la viing dang dugc chon trdc khi thire hién budc 1. Co
thé chon lai viing di liéu bang cach go truc tiép vao vang chon vao Data Range
- Nhan nat Next dé& chuyén sang bwéc ba, xuét hién hop thoai

Chart Wizard - Step 3 of 4 - Chart Options ﬂm
[Titles | axes | Gridines | Legend | DataLabels | Data Table |
Chart title:
200
_ 180
Category (X) axis: 160 |
140 =
= 120 BKho 1
Yalue () axis: 100 BKho2
| 20 OKho 3
Second category (¥) axis: 80 9
I 40 - -
20 - -
Second value (Y) axis: 0 4 T v
| Qu¥ 1 Quy 2 QuY 3
Cancel ] <gack [ next> |  Einish

- Dién cac thong tin: Chart title (tén biéu d6), Category (X): tén s6 liéu cot ngang, Value (Y):
tén so liéu cot doc

- Nhan nat Next dé chuyén sang buwéc thiy tw. Chon noi dét biédu dd:

Chart Wizard - Step 4 of 4 - Chart Location EE
Place chart:

|.| " Asnewshest:  |Chart2

% @ Ascbiectin: G |

@l Cancel | < Back I Next > Il Finish I

Chon Sheet trong 6 As object In dé dat biéu do két qua.
As a new sheet: ban do6 sé dwgc dat & trang bang tinh khac

(nam ngoai trang di liéu clia ban dd). As object in: Ban d6 sé dwoc dat trong trang di ligu.
Nhan nut Finish dé két thac.

|
Thu mua lvong thyc
200 —
%‘:150 DKhol.
= 100 B Kho 2
WQ L
& 207 O Kho 3
il I B Es

Qui 1 Qui2 Qui 3
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® Bién tap, stra d6i biéu d8, dd thi

Thém tiéu dé, cha thich y nghia cdc truc do thij

- Nh&n chon db thi.

- Nhan chon thwc don 1énh Chart = Chart Option.

- Trong hdp thoai Chart Option, chon thé Tittle. Sau d6 chinh slra cac tiéu dé.
- Nhan nat OK dé két thuc.

Xod bo tiéu dé, cha thich
- Nhan chon do thi. . )
- Nhan dlp chudt vao viing tiéu dé hay chd thich, sau d6 nhan phim Delete dé xoa ba.

Hién thj hodc khéng hién thj cdc dwong ké 6 Iwdi

- Chon d6 thj vtra tao. )

- M& bang chon Chart, nhan chon Chart Option.

- Chon thé Gridline.

- C6 2 loai duwong ké 6 lwdi: Major Gridline 1a cac dwong biéu dién gia tri chinh, Minor Gridline la
cac dwdng phu biéu dién cac do chia nhd hon. Ca truc X va Y déu cé thuéc tinh nay. Néu muén
hién thi dwong ké 6 lwéi ndo thi danh dau chon vao bén trai dwéorng ké 6 do.

Dé hién thj dir liéu kém do6 thi

Trong nhirng trwérng hop ngudi dung muédn dir liéu co s& phai di kém cung biéu dd thi thuc hién
thao tac sau:

- Chon biéu db vira tao.

- M& bang chon Chart, nhan chon 1énh Chart Option.

- Chon thé Data Table. BPanh dau chon vao 6 Show data table.

Thay d6i dang biéu db

- Nhan chon biéu dd, thanh cong cu Chart sé tw dong duoc hién thj trén ctra sb chwong trinh.
- Nhan nat Chart Type dé mé danh 'sach dang biéu d6.

- Nhan chuét vao dang biéu @& mudn ap dung.

Co déan va xod biéu d6

Co dan kich thirc biéu dé ] ] o
Nhan chon biéu do. Mot khung hinh chr nhat v&i cac moc dinh vi doi twong sé bao quanh biéu do.
Néu muon thay doi kich thwéc cua tivng thanh phan co trong biéu do (tien de, cot bieu dién di liéu.)
thi nhan chuét vao thanh phan do.

Co dén kich thwéc bdng cach nhan va kéo tha chuét tai cac mdc dinh vi & bién hodc goc biéu db,
thanh phan con.

Xod biéu d6 )
- Nhan chon do thi mudn xoa
- Nhan phim Delete hoac chon Edit = Clear= All

Di chuyen sao chép bleu do

- Nhan chon biéu @b muén sao chép.

- Bé sao chép: Vao Edit = Copy (hodc nhan phai chudt vao biéu dé, chon Iénh Copy).

- Bé di chuyén:

* Chon Edit = Cut (hodc nhay phai chudt vao biéu @6, chon I&énh Cut).

* Nhan chon trang bang tinh khac. Néu mubn sao chép biéu dd sang bang tinh khac thi mé bang
tinh do rdi chon trang sé chra biéu db.

* Nhan nut Paste trén thanh cong cu.
Co6 thé di chuyen nhanh biéu d6 dén vj tri khac trong trang bang tinh bang cach nhan chuét tryc
tiép vao biéu dd, kéo va tha dén vi tri méi.

Tai liéu tap huan ky ndng CNTT_ VVOB- 2009

Thay d6i mau nén biéu do, dé thj

Biéu d4 gébm nhiéu thanh phan khac nhau: tiéu dé, vung chu thich, vung dir liéu, cac dbi tucrng

cot dung cot ngang. M6i thanh phan déu co thé dinh dang lai mau nén rleng biét. Can chu y khi

thay 530| mau nén, tranh dq cac dbi twong ca‘n biéu dién bi chim so v¢&i cac ddi twong khac.

- Nhén chon thanh phan can thay dbi mau nén cua biéu do.

- Thanh c6ng cu Chart sé tw dong hién thj trén ctra s6 chwong trinh .

- Nhan nat Format. Tuy theo doi twong dugc chon ma MS-Excel sé hién thi hdp dinh dang thich hop.
Vi du: - thay d6i mau nén ctia ca biéu dé.

- Chon mau trong bang mau Area. Néu muén ap dung cac hiéu (rng mau dac biét hon thi nhan vao
nat Fill Effects. Chon mét trong cac mau mau thich hop Gradient, Textute, Pattern, Picture.

- Nhéan OK @é két thuc.

Thay déi mau trong biéu dé

- Nhén chon biéu do. o

- Nhan dup chudt vao cft dieng, cot ngang, quat tron (tuy loai bieu do) . )

- Chon thé Patterns, sau dé chon mau thich hgp. Néu muon thay do dwong vién thi nhan vao hop
Color (trong viing Border) d& di mau, nhan vao Style dé ddi kiéu, nhan vao Weight dé thay ddi
dod day méng.

Pinh dang in va in an

Bai tri trang in

- File Page= Setup,

- Click vao thé Pages, chon hwéng trang: Portrait (hwéng doc) hoac Landscape (Hwéng ngang)
- Click vao thé Margin dé diéu chinh I& cla trang

In an )
- Click File » Print hoac nhan Ctrl-P
- Chon céc tuy chon thich hgp (twong tw nhw thao tac in & Word) Xem trang 36

Printer

Name: 55 \\PC-13\hp LaserJet 3015 PCL Se v
ool
Type:  hp LaserJet 3015 PCL Se AR

Where: DOT4_0D01
Comment:

[ print to File
Print range Copies
®al Number of copies: | TN &
() Page(s) From: s To s

Print what Iﬁl @] . Collate
(O Selection Entire workbook

\ —5 ) (o]

\
In sheet (ban tinh) hién thoi \

In toan bd workbook (tap tac nghiép)
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-y ;
A Trong phan nay......

Microsoft PowerPoint: Muc tiéu, danh gia, cac
hoat dong tap huan va phwong tién

Khéi dong PowerPoint

Diéu chinh mét sé cau hinh co ban (zoom, options)
Cac kiéu xem tap tin trinh chiéu (View mode)

Lam viéc voi slide

Design Template

Lam viéc v&i tuy chon nén

Master va thiét ké master

Cac thao tac hiéu chinh

Dinh dang phién trinh bay

Bullets and numbering

Chén hinh anh, am thanh, doan phim, thu am thanh
Siéu lién két

S& dung biéu do, db thi

Tao so dd té chirc

Hinh vé va lam viéc v&i cac hinh vé

Sao chép, di chuyén, x6a cac dbi twong

Hiéu &ng

In &n

Trinh chiéu slide

Trang

51

52
52
53
53
53
53
54
54
54
56
56
57
58
58
58
59
59
60
60
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Hoc phan IV:

Trinh chiéu voii MS-PowerPoint

Muc tiéu

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

- Céac thao tac co ban trén MS PowerPoint .

- S dung hinh anh, dd thi, phim anh d& minh hoa va truyén dat théng tin
- St dung siéu lién két va cac chirc ndng khéc lién quan dén db thi

banh gia

- Bai tap thuc hanh trong céac budi hoc

- Quan sat

- Ban phan héi 5 phat sau méi budi hoc

- Bai thuc hanh cubi khoa (performance task)

Cac hoat dong tap huan

- Trinh bay

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

Phwong tién

- May vi tinh/hoc vién

- May in

- May projector

- Hand-out cac bai tap thuc hanh
- Thw vién hinh anh, am thanh
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Gi¢&i thiéu PowerPoint: Khéi dong PowerPoint
- Vao Start » Programs = Microsoft PowerPoint

@ DPiéu chinh mét sé cau hinh co’ ban (zoom, options)
- Zoom (phéng to, thu nhé trang)
- Vao Edit, chon Zoom, hién ra hdp hdi thoai:

Zoom EI

Zoom to
I () Fit Percent:
Qao0% (B 2%
O 200%
O 100%
O 6%
() 50%
O33% .

[ OK I [ Cancel J

- Click chon d6 Zoom cho sén, hoéc tuy chon d6 Zoom theo y mudn & 6 Percent

- Click OK

Options:

- Vao Tools chon Options:

- Thiét lap céc tuy chon lwu trir (Save), bdo mat (Security), Kiém tra chinh ta (Spelling and Styles),
Hiéu chinh (Edit), In (Print)

Options EIEI

Save Security Spelling and Style
View General Edit Print
Show
Startup Task Pane
Slide Layout task pane when inserting new shdes
Status bar
Vertical ruler
Windows in Taskbar
Slide show
Prompt to keep ink annotations when exiting
Show menu on right mouse click
Show popup toolbar
End with black slide
Default view
Open all documents using this view
The view saved in the file v

o | T

B Dé bao mat van ban, chon Security va gd mat ma dé bao mat.
Dé thiét lap ché dd lwu trir van ban tw dong sau mét thdi gian nao do, chon thé Save va tuy chon
twong trng.
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@ Cac kiéu xem tap tin trinh chiéu (View mode)

Click vao cac kiéu xem tap tin trinh chiéu & goc trai ciia man hinh:
= Slideshow from current slide: Trinh chiéu tir trang hién thoi

12 Slide sorter view: Xem tat ca cac slide
H Normal view: Xem trang hién thoi .
Hoac c6 thé vao View chon cac kiéu xem trinh chieu: Normal, Slide Sorter hoac Slide show

&> Lam visc voi slide: Kidu trinh bay

- Vao File » New
- Vao Format = Slide layout
- Chon cac kiéu trinh bay & géc phai cia man hinh

Design Template o
- Vao Format = Slide design, chon mau thiét ké & géc phai cia man hinh

Lam viéc v&i tuy chon nén ,
Dé thay déi mau nén clia mét slide cu thé, hodc toan bd cac slide, nhan chuét phai vao slide,
chon Background.

Background

Background Fill ' Apply to Al !

P Thie of Slide

Apply

« Bullet text

- |

I
[ Automatic
AR AR B

More Colors. ..

Fill Effects...

- Click vao mdi tén d€ chon mau. Néu muén chon cac mau khac, co thé click vao More Colors.
Néu chon cac hiéu trng ctia mau (bong, dam nhat), click vao Fill Effects.

- Sau khi hoan thanh viéc chon mau: )

- Click vao Apply to All: Néu mudn mau dwoc chon ap dung cho tat ca cac slide trong van ban
hién thoi

- Click vao Apply: néu muén mau dwgc chon chi ap dung cho slide hién thoi
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@ Master (khuén mau thiét ké) va thiét ké Master
[7] Chirc nang tao Slide Master cho phép ngudi str dung co thé Ia chon mau va ty thiét ké ban trinh
dien theo phong cach cta minh. Bang cach nay nguoi stv dung cé thé thay doi cach thiét ké ciia moi
bd cuc slide va dinh dang van ban trén maéi slide.

Click to edit Master title style
* Click to edit Master text styles
— Second level
« Third level
— Fourth level
» Fifth level
idatefime: ifooters s WMN’:&T

Click vao dwong vién cac 6 (con tré ¢b hinh ddu cong), nhay phai chuét, chon Format Placeholder,
chon tuy chon mau va cac dinh dang khac. Chon Save dé Iwu lai master.

@ Cac thao tac hiéu chinh

-Chén mét Slide réng: nhay chudt vao Insert = New Slide hodc nhan phim CTRL+M.

-Chén thém mét Slide giéng hét nhw mét Slide dang c6: Nhan chudt vao Insert » Duplicate Slide

- Xo4 Slide: M& Slide & dang Slide Sorter View, chon Slide muén xo4, nhan phim Delete.

- Di chuyén Slide: M& Slide & dang Slide Sorter View, chon Slide muén di chuyén, git nat trai
chudt di chuyén dén vi tri méi.

- Sao chép Slide: M& Slide & dang Slide Sorter View, chon Slide mudn sao chép, gitr phim Ctrl
va nhan nut trai chudt, di chuyén dén vij tri moi.

- Che Slide: Chon Slide can che, nhay phai chudt, chon Hide Slide. Nhirng Slide bi che sé khéng

trinh dién duwoc.

@ Dinh dang phién trinh bay
Dinh dang chir (font, mau)
C6 hai cach g6 van ban vao slide:
- G6 vao 6 theo mau trinh bay cd san . . .
- Dung biéu twgng Textbox & thanh cong cu vé dé g6 van ban va co the di chuyen van ban trén
slide theo mong muon.
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Dinh dang chi: )
- Vao Format= Font, xuat hién hép thoai

Font ﬁ!

e e o)
ariall Regular 18
~ CCTTEEE A
I Arial Black Bold 20
T Arial Narrow Italic 24
W Arial Rounded MT Bold Bold Italic 28 a2
| B Baskerville Old Face v 32
Effects Color:
[[] underline [T superscript I
[]shadow Offset: 0 2%
[CEmboss [ subscript
This is a TrueType font.
This same fonk will be used on both your printer and your screen.

- Chon céac dinh dang twong &ng: Font (phéng chi), Font style (Dinh dang kiéu chi thwong, in
nghién, hay in dam), Size (c& chir) va Color (mau chir)

- Click OK ) ) i

Dinh dang mau nén theo y muén

- Chon Menu Format= Background, xuét hién hép héi thoai Background

- Chon hinh mdii tén trong Background fill xuét hién hop hdi thoai mau séc
Trong hép thoai nay:

- C6 thé chon mau sac trén l;éng mau hién co

- C6 thé pha mau theo y mudn: chon More color '

- C6 the chon céac hiéu t'ng mau nen: chon Fill effects, xuat hién hop thoai cua
Fill effects nhw hinh duoi

I Fill Effects EHE F

[Gradient ]| Texture | pattern | picure |
Ll . ok

o |
_ Concel |

" One color
" Two colors
" Preset

Shading styles . Varlants -
" Horizontal
™
" Diagonal up
 Diagonal down ;:

¢ Erom corner
 From title

Trong hép thoai nay:

- Trong Color, ngwoi str dung c6 thé chon mot mau hodc hai mau.

- Trong Shading Style ngwdi st dung cé thé chon cac kiéu bong ctia mau.
- Click OK.

- Chon Apply to all d& ap dung mau cho tét ca cac slide hoac Apply cho Slide dé& ap dung mau cho

slide dang chon .
- Huy bd ché d6 mau nén vira dat: Chon Format = Background = chon lai mau ci
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® Bullets and numbering

- Vao Format = Bullets and Numbering, xuét hién hdp thoai

Bullets and Numbering E|
Bulleted | Numbered |
- o ——
None = — T
] & »—— || v —
E Q—— o » Vv —_——
D —r o:o > V —_—
(oo
— Customize
[ ok ][ conce |
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- Chon bullet twong rng & thé Bulleted, chon danh sb & thé Numbered

- Click OK.

Chén hinh anh, am thanh, doan phim, thu am thanh

Cheén hinh anh )
- Vao Insert= Picture, xuat hién hép thoai:

Picture » |

Clip Art...
::: Diagram... From File...
Al TextBox From Scanner or Camera. .

NI TS

Movies and Sounds  » Mew Photo Album,..
i il Chrt... AutoShapes
3| Table... Wordart...
#9 Hyperlink... Ctrl+ Organization Chart

Cheén am thanh, doan phim, thu am thanh
- Vao Insert = Movies and Sounds

Clip Art: Chon hinh anh tt
thw vién co sén

From File: Chon hinh &nh
tw file

From Scanner or Camera:
Chon hinh anh tlr may
scan hogc may camera
(néu may tinh co két noi
v&i may scan hoac
camera)

New Photo Album: chon
anh tir Album anh & dia
Autoshapes: chon hinh
WordArt: chon anh nghé
thuat

Organization Chart: Chon
so do td chirc

Chén doan phim
- Movie from Clip Organizer: Chon doan phim t& thw vién phim

- Movie from File: Chon doan phim ttr tap tin cia nguwoi st dung

Chen am thanh

- Sound from Clip Organizer: Chon dm thanh tir thw vién am thanh

- Sound from File: Chon am thanh tlr tap tin cla ngwoi str dung

- Play CD Audio Track: chon &m thanh tr dia CD
- Record Sound: Thu &m thanh
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Siéu lién ket

Tao mét nat diéu khién lién két cac slide trong Powerpoint

S dung mau nut cé san

- Chuyén tré van ban dén vj tri can tao nut lién két trong Slide

- Chon Menu Slide Show = Action buttons, xuat hién hop thoai sau:

Slide Show I Window  Help
el view Show F5  hond

Set Up Show... : - '-.:

| Action Buttons >

1% Animation Schemes...

Custom Animation, ..
-

Slide Transition...

23

'L&;_

v

=

Trong hop thoai nay chon mét kiéu nut, sé xuét hién hop thoai khac, cho phép ngudi siv dung
chon slide can lién két dén & 6 Hyperlink

Action Settings r?t

Mouse Click | Mouse Over

Action on click
() None
(&) Hyperlink to:
Previous Slide v

[CJPlay sound:

ok || cancel

ﬂﬁ Noi dung trong hdp Hyperlink to 1a ndi dung dé cac c6 thé chon dé 1ay di liéu khi Iwa chon cac
hinh thie link di liéu:
Next Slide: Nut lién két sé Iay dir lieu tai Slide tiép theo Slide hién thoi.
Prevous Slide: NGt lién két sé Iay dir liéu tai Slide dirng trwdc Slide hién thoi.
First Slide: Nut lién ket sé Iay di liéu tai Slide dau tién trwdc Slide hién thoi.
Last Slide: Nut lién két sé& lay di¥ liéu tai Slide cudi cung sau Slide hién thoi.
End Show: Nut lién két s& la nut c6 chirc nang déng Slide dang trinh dién lai, va dwa man hinh
quay tré vé& man hinh soan thao Slide.
Custom Show: Nut lién két sé lay d lieu tai moét trong nhirng ndi dung da tao ra tir trwdc do.
Slide: Nut Ilen két sé l4y di¥ lieu tai Slide sb may dirng dang trwdc hoac déng sau Slide hién
thoi (c6 thé chon sb theo tirng Slide) .
Other PowerPoint Presentation: Nut lién két s& lay di¥ liéu tai cac phién trinh bay khac trong
chwong trinh PowerPoint.
Other File: Nut lién két sé 14y di¥ liéu tai cac files trong cac chwong trinh khac nhw Word, Excel,..
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Tao mét nut lién ket theo y muon

- V& mot hinh bat ky hodc chon mét hinh anh, mét biéu twong hoac mét ky tw dac biét.
- B6i den hinh vira tao hoac vira chén vao

- Chon Hyperlink to = Slide, chon Slide can lién két.

- Chon OK

Thay doi lién két

- Click vao biéu twong lién két

- Nhay phai chuét, chon Edit Hyperlink, xuét hién hop thoai nhw trén, chon lai tuy chon lién két
Huy bé lién két

- Click vao biéu twong lién két

- Nhay phai chuét, chon Remove Hyperlink

Str dung biéu do, dé thi
- Céch 1: Click vao biéu twong 4y trén man hinh o
- Cdch 2: Vao Insert » Chart, xuat hién hai ctra so, bang tinh va biéu do.

90 ;
80
70
60 -
50
401
30
20
10
04

O East
B West
B North

1stQtr 2nd Qtr 3rd Qtr 4th Qtr

A B [ D E »
| 1st Otr 2nd Otr 3rd Otr | 4th Ot
1_af|East 204 274 90 204
2 afl|West 30.6 38.6 34.6 31.6
3 _afl|North 45.9 46.9 45| 139
1 |

- Thay d6i s6 liéu trong bang tinh
- Néu nguoi str dung dé co dir liéu san, vao Edit = Import Files
- Thay déi kiéu biéu dd béng cach: bAm chuét phai, chon Chart Type.

Tao so d6 to chirc

- Cach 1: Vao Insert =»Picture = Organization chart

- Cdch 2: Vao Insert chon Diagram, chon so d6 phu hop.
Hinh vé va lam viéc v&i cac hinh vé

V& hinh dung thanh céng cu vé trong PowerPoint

|
;B:Eﬂ
Draw> [y Autoshapes \ WO E 422 E &-4-A-==0 f6.
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Q muc AutoShapes, nguoi st dung c6 thé chon cac dang hinh twong (ng.
O muc Draw, ngudi str dung cé thé thao tac

il L1

Iﬁ l_,;r oup
Iﬁ: |__H‘||;]r |]U[:r
a‘i Regroup A

Order .

-Group, Ungroup,
Regroup: Nhém, g&
nhoém, gom nhom lai
-Order: Vi tri cta
hinh vé cu thé (truérc,
hay sau mét hinh vé
/van ban khac)
-Aligh or Distribute:

Grid and Guides...

MNudge . Gioéng hinh
-Rotate or Flip:

Align or Distribute B Quay hinh
-Change

Rotate or Flip . Autoshapes: Thay
ddi hinh

Reroute Connectors

Edit Points

Change AutoShape v

I Set AutoShape Defaults

=
S8 Chire nang Order la mét chirc nang hivu ich, cho phép ngwdi sir dung co thé diéu chinh vi tri cta
hinh vé trwéc hay sau van ban hoac hinh anh cé san.

Sao chép, di chuyen, x6a cac doi twong

Sao chép

- Chon van ban, hinh vé can sao chép

- Nhén Ctrl-C, hoac vao Edit = Copy, hodc click vao biéu twong % trén thanh cébng cu
- Chon vi tri méi o

- Nhéan Ctrl-V, hodc vao Edit = Paste, hoic click vao biéu twong =4 trén thanh céng cu

Di chuyén: ) ,
- Click vao ddi twgng can di chuyén, ré va kéo tha chudt vao vi tri maoi

Xoéa cédc dbi twong ) ) )
- X6a mot doi twong: Chon doi twgng can xoa, nhan Delete
- X6a nhiéu doi twong: Chon mét doi twong, gilr phim Shift, nhan Delete

6 Hiéu rng

- Vao Slide Show, chon Animation Schemes, chon hiéu tng cho slide dwoc chon, hoac click vao
Apply to All Slides (néu chon higu (ng cho tat ca cac slides)
- Chon doi twgng can tao hiéu ng, vao Slide Show chon Custom Animation
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- Nhén Ctrl-P, ho&c vao File chon Print, xuat hién hop thoai

Printer

Status:
Type:

@al
O slides:
1,3,5-12

Print what:
Shdes

Grayscale

Idle

hp LaserJet 3015 PCL Se

Prink range

Where:  DOT4_001
Comment:

) Current slide

_Color.l'g'ayscde:

Handouts

v

v

Mame: |52 WWPC-13ihp Laserdet 3015 PCL Se

Enter slide numbers andjor slide ranges. For example,

 [scale to fit paper

[[]Frame shdes

-Trong phan Print range:
Chon All: Néu in toan bd cac slide
[ print to file Chon Current Slide: néu in slide hién
Copies thoi
Number of copies: Chon Slides, chon sb Slide can in

- Trong phan Print What, chon céac
dinh dang in: In slides, hoac
Handouts, hoac Notes Pages (trang

P

[l Colite slide c6 phan dé ngudi str dung ghi
chu), hogc Outlines View )

o - Tron‘Ag p_hén Copies, chon s6 ban

A sao can in_ )

) - Trong phan Handouts, chon s6

lwgng slides trén nj(f)t trang in, va
chon hwéng sap xép cla cac slides
trén trang in d6 (Horizontal: huwdng

o« ] [ concsl ] ngang hay Vertical: hwéng doc)

Trinh chieu slide
- Cach 1: Vao Slide Show chon View show

- Céch 2: Click vao biéu twong chiéc ly & goc trai man hinh

- Khi trinh chiéu, c6 thé click chudt phai dé tuy chon cac chirc ndng véi trinh chiéu

Mext

Previous

Last Viewed

Go to Slide »
Customn Show — »
Screen »

Pointer Options »

Help

Next: Trinh chiéu trang tiép theo

Previous: Trinh chiéu trang truéc

Last Viewed: Trinh chiéu,lai trang vira xem

Custom Show: Trinh chiéu trang ngwoi st dung chon
Screen: dieu chinh man hinh (trang, den)

Pointer Option: Dung but danh dau hodc chi vi tri
End Show: Két thuc trinh dién
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-y ;
A Trong phan nay......

Théng tin va truyén théng

Internet

Céac khai niém co ban (www, http, url, trinh duyét web, vv)
Lam viéc voi Internet Explorer

Lam viéc v&i Firefox

Truy cép trang web

Lwu trang web, hinh anh, dia chi trang web

Sép xép favorite, bookmark

Xoéa History

Thay ddi bang ma hién thi

S dung cac may tim kiém (search engine)

(Iwa chon tir ngr, sao chép théng tin, cach tim kiém ngudn tai nguyén)

In &n

Thw dién tir
Tao va str dung hop thw Yahoo mail
Tao va str dung hop thw Gmail

In thw

Trang
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VY

@ Internet

Hoc phan V:
Théng tin va truyén théng @ Szvcv w;;dnljﬁdme IS:V:vaban (www, http, url, trinh duyét web, vv)

Muc tiéu

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

- Hiéu cac khai niém lién quan dén Internet
- Céch tim kiém thdng tin trén Internet

- GUri va nhan tin nhan, tai liéu qua email

- Lam viéc v@&i Internet Explorer va Firefox

banh gia

- Bai tap thwe hanh trong céac budi hoc
-Quansat .

- Ban phan héi 5 phut sau méi budi hoc

Céac hoat déng tap huan
- Trinh bay

- Hoat dong thuc hanh (hand-on practice) theo ca nhan, cap, nhém

- Q-A: phan héi ca nhan

Phwong tién

- May vi tinh/hoc vién

- May in

- May projector

- Hand-out cac bai tap thyc hanh

- Internet, Internet Explorer, Outlook
- Nguén tai nguyén

Hay con goi la Web, la mét thanh phén phan quan trong va hiru ich clia mang Internet, tuy nhién
no khong phal la mang Internet ma la mét dang dich vu trén Internet.

Web cung cap cho nguoi st dung kha nang chia sé va truy cap théng tin trén toan cau mét cach
thuan tién va dé dang, t» d6 ngudi st dung cé thé khai thac cac théng tin trén internet duéi dang
van ban, hinh anh, &m thanh va video .

bé str dung dwgc Web, trén may tinh ngwoi st dung can cé mét chwong trinh dwoc goi la trinh
duyét web (web browser) d& xem siéu van ban.

Web browser: Trinh duyét Web . .

Trinh duyét Web & mét chwong trinh phan mém, hé tro cho ngwdi sir dung duyét Web mét cach
dé dang ¢6 chtre néng chinh sau:

- Géiyéu cau thong tin cla ngwoi dung dén may chi Web (Web Server)

- Nhan két qua cla yéu cau tir may cha Web.

- Hién thi két qua trén man hinh may tinh dang chay trinh duyét web do.

Giao thurc

Dé cac may tinh trong mang c6 thé trao dbi thong tin dwoc véi nhau thi phai co mét qui tac
chung nao dé dé trao ddi théng tin. Nhw vay, giao thirc 1a mét giao wéc vé cach thire trao dbi
thong tin gitra cac may tinh véi nhau trong mang. Internet str dung b6 giao thirc TCP/IP
(Transmission Control Protocol/Internet Protocol), méi may tinh trong mang dwoc phan biét véi
nhau b&i moét dia chi goi la dia chi IP.

http: HyperText Transfer Protocol (giao thirc truyén tai siéu van bén)

La giao thirc co ban ma World Wide Web str dung. HTTP xac dinh cach cac thong diép (cac file
van ban, hinh anh d6 hoa, am thanh, video, va céac file multimedia khac) dwgc dinh dang va tuyén
tai. HTTP la giao thirc truyén tai cac file tr mot Web server vao mét trinh duyét Web dé& nguoi
dung c6 thé xem mét trang Web dang hién dién trén Internet. (Tt www.vnpower.org )

HTML: HyperText Markup Language: Ngon ngu’ dénh dau siéu van ban
La ngén ngir danh dau dwoc thiét ké ra dé tao nén cac trang web, nghia la cac mau thong tin
dwoc trinh bay trén World Wide Web. (Ttr www.vinaora.com/joomla)

Web Server: May phuc vu Web . . .
May tinh ma trén do cai dat phan mém phuc vu Web. B6i khi phan mém Web d6 cling dwoc goi
la Web Server. (Ttr www.vinaora.com/joomla)

URL: Uniform Resource Locator: dwong dan )
Dung dé tham chiéu t&i tai nguyén trén Internet. Cac tai nguyén khac nhau dwgc tham chiéu toi
bang dia chi, chinh la URL. M6t URL gom céac phan: tén giao thirc, dich vu World Wide

Web (www), t&n mién, céng va phan phu. Cu thé hon:

Tén giao thirc (URL scheme): VD: HTTP, FTP, HTTPS [SSL], ...

World Wide Web: www (c6 thé khong can).

Tén mien: Domain (VD: vnpower.org, viethosting.vn, nvhserver.com, ...).

Cbng (port): VD: 80, 2082, 8080, 443, 7777, ... (mac dinh cac browser [trinh duyét] chay giao
thirc HTTP & cong 80 nén c¢6 thé bd qua cong nay trén URL).

Phan phu: Phan phu la phan duéi d&ng sau tén mién va cdng (néu co) (vd: forums/URL-la-gi-
t22460.html).

Birc twong Itra

Bure twong Itra hay con goi la Firewall, c6 chirc nang bao vé mang may tinh. Muc dich cta né
la cAm nguoi dung khong mong muén truy cap, cho phép ngudi dung hop 1& truy cap, ngan
chan nhirng thong diép khong tét givi di ra bén ngoai mang.

Co hai dang Firewall: Firewall cirng (Ila mét dang thiét bi phan cirng c6 chirc nang lam Firewall)
va mém (la mot dang chuwong trinh ¢é chirc néng lam firewall)
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-Web hosting .

Web Hosting la noi lwu trir tat ca cac trang Web, cac thong tin, tw liéu, hinh anh cta Website trén
mot may chi Internet. )

Web Hosting déng thei ciing la noi dién ra tat ca cac hoat déng giao dich, trao déi théng tin gitra
Website v&i ngudi str dung.

Lam viéc v&i Internet Explorer

IE (Internet Explorer) la mét trinh duyét web, tht c& cac may tinh khi cai hé diéu hanh Windows
déu c6 sén trinh duét IE.

Khé&i dong trinh duyét IE

C6 nhiéu cach dé khai dong trinh duyét IE:

- Céach 1: Vao Start »Programs = Internet Explorer

- Cdch 2: Nhép dup chudt vao biéu twong @ trén man hinh Desktop
Mot s6 nut Iénh trong thanh céng cu hay st dung

() Back Nt lénh thyc hién quay lui v trang truc do
O ¥ Nut 1énh thwe hién chuyén dén trang trwéc do
\ﬂ Nut 1énh thyc hién ngirng thwc hién yéu cau

|=1 Nut 1énh thwc hién nap lai trang web hién thoi

Lam viéc v&i Firefox

Cai dat Firefox

- Vao http://www.mozilla.com/en-US/firefox

- Chon Firefox.3 = Free download

- Sau khi da download, chon Run = Run =Next = Next= Install dé cai dat

- Sau khi chwong trinh da cai dat, click vao Finish dé hoan thanh viéc cai dat

- Chuwong trinh sé xuat hién hép thoai cho phép ngwoi str dung:

olmport Options, Bookmarks, History, Passwords and other data from Microsoft Internet
Explorer: Danh diu kiém vao 6 nay chwong trinh sé tu dong sao cac trang, mat méa, va cac div
liéu khac ma nguwoi str dung da lam viéc trén trang Internet Explorer sang Firefox

* Don't import anything: Banh dau kiém vao 6 nay, chwong trinh sé khéong sao cac
dliéu twr Internet Explorer.

* Click Next = Next =»Finish

Bay gid nguwdi st dung hoan toan cé thé s dung trinh duyét Firefox

Truy céap trang web

Mé& mét trang web

Khi trinh duyét web |IE da mé ra, nhap dia chi ctia trang web vao hop dia chi, sau d6 nhan phim
Enter ho&c nhan nut Go ndm & cudi hop dia chi

Mé& céc lién két trong trang web ) )

Trén moét trang web théng thwdng cé cac lién két dan dén cac ndi dung khac trén trang web do
hay cac trang web khac. )

Thong thwong khi ré chudt vao ving cd lién két, biéu twong chudt sé thay déi thanh biéu twong
ban tay, khi biéu twgng ban tay xuat hién thiwc hién nhap chudt trai thi lién két nay sé mé ra ngay
trén clra sO hién hanh. Bé m¢ trang lién ket & mot clra sO mai, thao tac nhuw sau: Ré chudt vao
lién két can mé&, nhay phai chudt va chon Open in New Window.
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@ Lwu trang web, hinh anh, dia chi trang web
Lwu mét trang web: .
- Vao Menu File » Save as, xuat hién hép thoai:

21
Smh']{_.;llileaklup ﬂ o e

My Documents

' My Computer

[d My Nebwork. Places

| B0 ducng giao vien

|2 Chia S D Lifu Tréin Windows Xp - Vietnamese: IT_files
|2 download bai gang

J2PhBn mim hi trg Download_files

| —ivb

P& Chia 52 D LiSu Trén Windows ¥p - Vietnamese [T, htm
H&1Phan mEm hi trg Download hitm

File pame: [iari | sove |
Saveariype:  [Web Page. complete (" him. hiri) 4| Cancel |
Encodng [unicode =]

- Tai muc Save in, chon vi tri muén lwu trang, sau do tai muc File name nhap tén file

- Nhan Save

Lwu hinh anh

- Nhay phai chuét 1én hinh anh can lwvu xubng 6 dia, xuat hién menu, chon muc Save Picture As

“

Sawve Picture As...

E-mail Picture. .,

Print Picture...

Go o My Pictures

Set as Background
Set as Deskbtop Item...

Copy

Add to Favorites...

Properties

- Chon thw muc dé Iwu hinh anh

- Click OK

Lwu Iai dia chi trang web )

Vao Menu Favorites= Add to favories, xuat hién hép thoai

213
(& Intemet Explorer will add this page to your Favorites list

| | &:&: 3?3:1365“6???& Customize.. | Cancel I

MName; [ . Tuoi Tre Online . Create in >> I

Tai muc Name, tén ctia dia chi nay s& dwoc mac dinh, nguoi su dung co thé stra ddi lai thong
tin nay theo y va nhan OK, lic nay dia chi da dwoc lwu.

Dé xem lai dia chi nay: vao Favories, chon vao tén clia trang ma minh da lwu lai trwdc do va
trinh duyét sé tw ddong mé trang nay ra.
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Y

6 Sap xep favorite trong Internet Explorer
- Vao Favorite » Organize Favorite, nguoi st dung cé thé thay déi tén, xéa dia chi, di chuyén cac
dia chi, tao thv muc méi chira dia chi.
- O phién ban IE méi, click vao ngdi sao vang & gdc trai man hinh, click vao History dé cé thé sap
xép céc favorite theo ngay thang (date), theo trang (site), hodc theo cac trang web duoc xem
nhiéu nhat (most visited).
6 X6a history
Xo6a thong tin trong History va cac file tam khi truy cap web
- Vao menu Tools=Internet option, xuat hién hop thoai:

20

General | Secuity | Piivacy | Content | Connections | Programs | Advanced|

~ Home page
“YYou can change which page to use for your home page.

Addess: | NI
Use Curent |  UseDefaut | UseBlank

r Termotary Internet files

Pages you view on the Intemet are stored in a special folder
ﬁ for quick viewing later.

Delete Cookies... | Delete Files... Settings...

~ History
The History folder contains links to pages you've visited, for
quick access to recently viewed pages.

Days to keep pages in history: |2I3 32 Clear History |

[ ok | concel | ooy |

-Trong do:

-Delete Cookies: X6a cac file Cookies

-Delete Files: X6a cac file tam

-Clear History: X6a cac thuw muc chirc cac lién két dén cac file da vién tham

M@ trinh duyét IE 1én, nhén va gi phim Ctrl va nhan t|ep phim H, lic nay sé thay bén trai trinh
duyét IE xuat hién danh sach céac dia chi ma ta da vao. DPé xoa d!a chi nao, hay nhé&p chudt phai
Ién dja chi d6 va chon Delete.

ﬂa Cookies

Cookie dwoc xem la nhirng tin nhén don gian dwgc may cha dang quan ly mot website, chi
dong gl dén trinh duyet web dang dung de lwot trang web do, nham muyc dich theo d&i cac
hoat dong ctia ngudi dang xem website va biét dwgc mot s6 thdng tin vé nhirng nguwoi dang truy
cap trang web. 3 ) ) .
Khi tat di trinh duyét thi cookie van con lwu trir trong may va van sé tiép tuc hoat dong & cac lan
ghé tham sau. Cac cookie cé thé gitp cho viéc lwu trir cac thong tin ca nhan cda ban, ma nhirng
thong tin nay giup cho ban khi vao trang web do lan sau sé& cam thay thuan tién hon. Dién hinh
la viéc vao cac trang web yéu cau ban * ‘check” vao nhitng 6 dai loai nhw “Remember me on this
computer” ma lan truy cap sau ban sé thay nickname cta minh hién sén trong 6 username, tham
chi né con nhé ludn password va ban chi can “Enter” la vao thang dworc tai khodn da dang ky.
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Cht nhan ctia cac cookie khéng thé dung né dé phat tan virus, spyware, trojan... dwoc vi no
khong thé truy dwoc vao dia clrng cua ban. Tuy nhién n6 cling co t,hé thu thap dwoc kha nhiéu
thong tin ca nhén cla ban, nhat 1a nhirng thong tin ma ban cung cap cho trang web, chang han
nhw thdng tin thé tin dung ctia ban sé chra trong cac cookie néu ban cho phép né nhé theo kiéu
“Remember me on this computer” hoac “Nh¢ tén truy cap...”.

Dé& ngan cAm cookie xam nhap vao may tinh khi st dung'lnternet Explorer, ban lam nhw sau:
Vao menu Tool = Internet Option= chon thé Privacy = nhan vao nat “Advance” = danh dau

vao 6 “Override automatic cookie handling”, sau do danh d4u hét vao 2 6 “Block” dé hoan toan
chan lai cookie va nhin OK dé hoan tat.

(Tw http://www.tuoitre.com.vn/Tianyon/Index.aspx?ArticlelD=138807&ChannellD=297)

<> Thay déi bang ma hién thj trang web

(& Khi vao mét sé trang web tleng Viét, nguoi st dung khong thé doc dugrc font tiéng Viét, chirc

nang thay d6i bang ma hién thi hé tro ngudi stv dung giai quyét van dé nay.

2} .: Tuoi Tre Online :. - Microsoft Internet Explorer =10 x|
Fle Edt Vew Favortes Toos Help | &
(JBack v ) - x] 2] | /) search Favorites & Media £ | v L [ - (v S
Address |-€] http: /e, tuoitre. com, vry Tianyon/Index. aspx j Go | Links **
| -
ChAnh Tra»¢ - XAL Ha» ™| Tha®;, Giaml
® Xa» LAY nghil®m cAjc va»¥ thi cA'ng gAgy tai  * ThAji Lan: Thés§ tE°4mng Samak khi®ng
na%n cha®it ngE4»0i A'dasah khA'ng tas« cha»©c
* Tras£ ca%%p khA® khAfn do giAj ca°E vA 14%m = Colombia: TA%a Ajn ra la»3nh ba®t gid»~
phjt Ta»=ng thés'ng Alvaro Uribe

* Ti4»0On Giang: Tai na%n giao thA'ng , 6 ng/E° = Pakistan A'ia»0u tra Agm mE%u Ajm sAjt

i o . I
€] Done | | @ mtemet

Céch 1: Vao Menu View » Encoding va thtr chon mét bang ma nao déy (thdng thuwdng nén chon
UTF-8) (néu sau khi chon van khong thay hién thj dwoc tiéng Viét, cé thé thir chon mét bang
ma khac)

View Favorites Tools Help

Toolbars » lch - Favorites & Media €
+ w Status Bar

Explorer Bar > nyon/Index.aspx

;ﬂ“ - > Tha®; Giaml

) = [ngoAgytai = ThAji Lan: Thé:

-~ A'asmh khA'ng
£ Text Size P Loc & 120w m Calavabine TAZ
T o
| Source Western European (Windows) I

Privacy Report... Unicode (UTF-8)

Script Debugger » ® Western European (I1S0)

Full Screen F11 Moare L4
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[" education for development

Cach 2: Mé& Internet Explorer,
vao Tools=Internet Options,

o the General xuat hién hop thoai:

Click vao Assessibility,

danh dau kiém vao Ignore

font styles specified on ~ ~
Web pages dé trang web van giw
nguyén font ban dau cua no.

Internet Options

Generd | Socuny | Privacy | Cortent | Connections | Programs | Advanced
Home page
h ‘Wou ean change which page to ute fof yous home page
Addess it e eeduf

| Use Cument | | Use Detout | [ UseBlark |

Tempoeaty inbemet fles
Pages you view on the Intemet are stoed in a special folder
for quack: viewang later

[Dolote Cookies | [Delete Fies. | [ Seitings. |

Hustory

Y, The Hislory folder contans links ta pages you've visited lor
S quick sccess to recently viewed page:

Days 1o keep pages in history: 2 3 | Clea History

(oo J[ Forts ] [Languapel ] [Accessbmy |

| tuy chon font

Click vao day
dé thiét lap

hién thi cua

trang web
Accessibility EHZ|
Formatting
[J1gnore colors specified on Web pages
[“]1gnore Font styles specified on Web pages

["11gnore font sizes specified on Web pages

User style shest
[C]Format documenits using my style sheet

Lok ][ concel |

6 Str dung cac may tim kiém (search engine)

(lwa chon tir ngir, sao chép théng tin, cach tim kiém nguén tai nguyén)

Xem phan phu luc trang 108

In an

In ndi dung cua trang web

- In toan bd ndi dung trong trang:
Vao menu FilesPrint, xut hién
hép thoai chon in va OK

LI 2

General | Options |

~ Page Range

page tange. For example, 5.12

Al Number of copies: [T =]

€ Selection. € Current Page

" Pages. i‘l I Cotste = e
Enter either a single page number of 8 single @[2? a2

[ o | comee | o |

- In mét phan: Dung chudt dé chon viing mudn in, vao Menu File=Print,
xuat hién hop thoai chon in, chon muc Selection va nhan OK.
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<& The dien tir

6 Tao va str dung hép thw Yahoo Mail

Mo trang www.yahoo.com.vn

2} vahoo! Viét Nam - Microsoft Internet Explorer
| Ble Edt Vew Favorkes ook Help
[Otak ~ O - [x) 2] (| S seach 7Pavorkes @Mede | (- w
Agdress [£] hitp:fjvn.yahoo.comf

_ Dat Yahoo! Viét Nam battrang chu
P> lam trang cha! Nbu khing (i, xin xem hung alin chitidt
’ Bmg hién lal thdng béo nay
Nam lam trang chd
, Web | Hinh dnh | Video | Tin tirc
), Tim || Moi trang Web ||  VietNam |
AM Kiéugd: Tit Tudéng Telex NI
Thir Bay, D609200s | EEEEDERE B8]
{Sw kién
Mubail vod chal Y Boc mail: Pang nhap Mail mién phi: Bang Ky
uon la “ngwéi tré cd dau oc¢
Tirng tham gia nh|eu phim nhung chi i o 5
déq Goi giac mao ve, Minh Hang mai B3] mail @ Meszengar Ea Hol & O4p
khéng dinh durocw tri cia minh... »
= D dinh shp ti cia c6? ':]
4 v
Done [ (@ Tnstedstes 7

Nhép chuét vao lién két Dang Ky dé bat dau viéc dang ky, khi ctra sé dang ky mé ra, nhap day
da céac thong tin theo huwéng dan trén ctra sb nay. Trong do canluwuy phan théng tin thtr hai dé

la phan chon ID (tén dia chi emall) va mat khau, ngum st dung c6 thé chon mét ID ma minh thich,
tuy nhién ID nay phai chwa c6 ngudi nao da chon vi ID trén yahoo la duy nhét. Khi nhap ID vao
Yahoo sé tw dong kiém tra, néu Yahoo bao triing thi ngwoi su dung can phai chon mét ID khac
cho dén khi Yahoo chép nhan.

A Yahoo! Bang ky - Microsolt Internet Explorer
DAL Gk i S cpecl TS I | &
Qbak = 3 - (2] 2] | Seach iFavoites WfMeda €] - L BB ST

Address [ i8] hups: jedt.yahoo ) dorembtp %34 V. yahoo.com. srcmym B ws®

1. Hay cho ching téi biét vé ban than ban...
Tén cia Téi | |
Giéd Tinh [~ Chon M3t Muc - =]
Hgay Thing Mam Smh [ [+ Chon Thing - =
Téi chng tai [Vigt Nam 5

M5 Buu Chinh I

2. Chon ID va mat khau
Yahoo! ID vk Emad [ @ [yahoo.comwm =]

N&U 55 1D mé ban mudn khing cd sin, hy thir
Wit thém mdt chil holic 58 34 tao thiarh tin
riéng biet

Chi duicic phép sl dung chill o, chir 55, d&u
gach dud, va mét déu cham () |

Mit Ko [
Dinh Lai Mit Khfu [

3. Dé dé phong trurémg hop ban quén ID hodc mat khdu...
Emad Thay Thé Khic |
CanH Mit [- Chon Mt Muc - =
i Tri Lia céa Ban |

et st S
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