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Bai 7: Cac tinh nang phd bién
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Muc tiéu bai hoc

Chi ra cac b6 cuc va tinh nang twong tw trén man hinh gitra cac &rng dung

Ghi nhin cdc meo va cac cong cu trén man hinh dé€ dé dang truy cap

Lam thé ndo dé€ bat dau hoac thoat khdi chwong trinh Microsoft Office

Cach st dung va tuy chinh thanh cong cu truy xuat nhanh (Quick Access
Toolbar)

Str dung cac Iénh va diéu hwdng trén Ribbon

Cach diéu hweéng xung quanh man hinh

Tro giup trong Microsoft Office

? 2 L] \ M)
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 Sw dong gitta cic chwong trinh gidp tiét kiém thoi gian dé hoc
cac khai niém can ban cua mo6t chwong trinh maéi

* Nhitng khai niém va nhitng kj nang nén tang trong cac
chwong trinh rng dung la twrong tw nhau

- Sw khac biét chinh lién quan dén vi tri ctia cac 1énh trong moi
chwong trinh

 Microsoft Office la mot bd chwong trinh pho bién
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Khéi dong chwong trinh

~? < AV \ . M- ﬂﬂ: Dﬂ'_
» D& bit d4u chwong trinh Microsoft | (] Microsoft Access 2000

Office 2010, chon Start, tro téi All ] Microsoft Excel 2010

_ ) . @ Microsoft InfoPath Designer 2010
Programs, chon Microsoft Office va | (I] microsoft Infopath Filler 2010
@ Microsoft OneMote 2010

nhap chudt chon chwong trinh phu 0] Microsoft Outlook 2010
hO’p Microsoft PowerPoint 2010 F

Microsoft Publisher 2010
@ Microsoft SharePoint Workspace 201
Microsoft Word 2010

chwong trinh xuat hién trén man hinh| | Microsoft Office 2010 Tools

« Néu biéu twong shortcut cia cac

m
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Thoat khoi chwong trinh

* Dé thoat chwong trinh:
- Nhap chudt vao File va chon Exit, hoac
- Chon nit E= (Close), hoac
- Bam to hop phim ALT + F4
e Néu ban c6 bat ky sw thay doi nao véi tai liéu dang mé, ban
sé dwoc ®ng dung nhac nhé lwu tai liéu khong lwu nhitng
thay doi do.
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Quan sat man hinh (Word)

Document? - Microsoft Word -
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Quan sat man hinh (Excel)
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uan sat man hinh (PowerPoint)

@‘ H9-0|= Presentation] - Microsoft PowerPoint
Insert Design Transitions Animations Slide Show Review View

| Layout ~ ape Fill = 44 Find

M - A NS

Shape Outline = | 8l Replace =
8 abe AV -| A~ y
LI ke 24- Aa- | hape Effects = | [} Seleet ~

Slides Font ] Drawing T Editing

) Section

Click to add title

ClICk__.t.é ..édd. Subtme B
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Quan sat man hinh (Access)

—i

LR ],

Record: M 4 1o0f1 [ | “f Mo Filter | Search
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The File

Hién thi géc nhin hiu treong (Backstage)

Thanh cong cu truy
xuat nhanh (Quick
Access Toolbar)

Nhanh chong truy cap vao cac cau 1énh thuwong dung

Thanh tiéu dé

Hién thi tén tép tin hodc chwong trinh hién hanh

Cac nut
Minimize /Maximize

Restore Down/Close

Str dung cac nut nay dé diéu chinh cach ctra so &ng
dung hién thi trén man hinh: NUt Minimize déng
chwong trinh tam th¢i vao thanh tac vu cua
Windows, nat Maximize sé choan clra s6 &ng dung
day man hinh, ntit Restore Down giam Kich thuéc
man hinh dén kich thuéc truede khi dwoec mo toi da,
va nut Close sé thoat chwong trinh.

Ribbon

Str cac thé trén thanh Ribbon dé truy cip cac lénh
ban can dé hoan thanh tac vu.



Tro giup Mé& cira sO Help, ban c6 thé tim ki€m cac cha dé tro gitp
chwong trinh  dwoc cai dat cung véi phan mém Office hodc truy cip vao
Microsoft trong Web ctia Microsoft dé tim nhirng tro gidp méi nhat.

Thanh trang  Hién thi cic théng tin vé tai liéu hién hanh, hoac st dung
thai cac nut View va thanh trwot Zoom.

Cacnut Hién  Nhanh ch6ng hién thi tai liéu theo nhitng cdch khic nhau.
thi
Thanh trerot  Nhap chudt vao cac nut & cic phia cda thanh trwot Zoom

phéng to/thu lam tang hodc gidm cap do (theo phan tram) phéng to cda
nho tai liéu hién thoi trén man hinh. Ngoai ra, ban ciing c6 thé
kéo nut trieot dé tang hodc gidm cap dd phong to.
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Quan sat man hinh

* Word
Thanh chia theo Nhap chudt va kéo nut nay xudng dé chia man hinh
chiéu ngang thanh hai phan.

Hién thi Thwéc ké Str dung thwéc ké dé gitip ban thiét 14p hodc chinh stra
cac thé, thut 1é va thiét 1ap 1é
Piém chen dir liéu xem Vi tri hién thdi cda con tréo dwoc dat trong tai liéu

Trang trwérc/Trang  Di chuyén tir phia trén cia mot trang sang trang khac, lui
sau vé mot trang hoac nhay dén trang ti€p theo
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Quan sat man hinh

* Excel
Hop tén Quan sat hop tén dé biét dia chi cia 6 dang hoat dong
Chén ham M¢& mét hop thoai cho phép ban chon va chén ham da
dwoc xay dung san.
Thanh cong thirc xem noi dung cia 6 dang hoat dong

Tiéu dé cot

Cac ky tw tuan tw & phia trén moi cot cho phép ban xac
dinh dworc cac cot

Tiéu dé dong
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S6 tuadn tw nam bén trai moi dong cho phép ban xac dinh
dwoc cac dong.




e PowerPoint

The Slide

Nhanh chéng xem no6i dung cua cac slide hodac dong cac slide
trong ban trinh chiéu, di chuyén nhanh dén moét slide cu thé

Thé Qutline

Hién thi phac thdo van ban trén cac slide hoidc la mot phwong
phap nhip tit cd van ban trén slide mét cach nhanh chéng

Placeholder

Hop c6 vién dirt doan nam trén céc slide dé goi y loai ndi dung
ban c6 thé chén vao trong cic vung dién tich khic nhau cia
slide

Thanh ngan
cach

Kéo thanh nay dé tang hodc gidm kich thwéc cia thé phac
thdo hoac thé Slide, hay ciing c¢6 thé dung dé ting hoic gidm
kich thwéc cua khung Slide hodac khung ghi chua

Khung ghi chua
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Nhip phan ghi chi cho slide




Quan sat man hinh

e Access

vung dién tich  Doi twong dé sé xuit hién trong vung nay dé ban c6 thé lam

lam viéc caa viéc v&i ching

Access

Thanh ngan Kéo thanh nay dé ting hodc giam kich thwéc cia khung diéu

cach hwéng, hoac tang gidm kich thwéc cia déi twong ban dang
hién thi

Nit diéu hwéng Di chuyén giita cac ban ghi trong mot bang hoic biéu mau

Bo loc Cho phép ban x6a hoac ap dung lai bo loc.
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Truy cap vao cac lénh va cac tinh nang

* ScreenTips chi ra cac nut hoadc cac Al=Es=== 1= &5
thanh phan trén cic thé cia Ribbon va rﬁ Paragraph
\ . _*_| Font Color
man hinh

Zhange the text color.

- Dé xem ScreenTip, tré chudt 1én mot @ Press F1 for more help.

muc nao do

T
‘ Mumber P Styles

SO lwong cac thanh phan dwoc hién thi

Format Cells: Alignment

1 Show the Alignment tab of the

trong vung nay cé thé dwoc cdu hinh dé = | @iy
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 Str dung thanh cong cu truy xuat nhanh
- PE cau hinh: Wid9-0(= [EiH9-®-]|3
- ( bén phai ctia thanh cong cu truy xuit nhanh, nhap chudt chon Customize Quick
Access Toolbar va chon nut trong danh sach hoac chon More Commands; hoac
- Nhap chudt vao thé File, Options, va sau d6 chon Quick Access Toolbar; hoac

- Nhap chudt phai vao thanh Ribbon, va nhip chudt chon Customize Quick Access
Toolbar

- Co thé di chuyén thanh cong cu:
- O bén phai cta thanh cong cu truy xuat nhanh, nhap chudt chon Customize Quick
Access Toolbar va sau do chon Show Below the Ribbon; hoac

- Nhap chudt phai vao thanh Ribbon, va sau d6 chon Show Quick Access Toolbar
Below the Ribbon; hoac

- Nhap chudt phai vao thanh Ribbon, chon Customize Quick Access Toolbar, va sau
do6 chon Show Quick Access Toolbar below the Ribbon



? -
L S‘r dl-lng Rlbbon Home Insert Page Layout Formulas Data Review View
=

'*‘ Calibri T AN FS=|=% 5 Genenl
- Cacnutlénh dwocnhOmmot ~- 5" 275 = 64 s====a -

Clipboard & Font F] Alignment Fl W1l

cach logic trén moi thé
- C4c nut xut hién véi mau sac khac nhau hodc cé dwong vién
xung quanh Khi chiing hoat dong; rat nhiéu trong sé dé sé bi
nguwng kich hoat khi ban chon lai nat do hoac chon mot lwa
chon khac
- MOoi thé trén Ribbon bao gdm cidc nhém chira nhitng 1énh lién
quan v&i nhau

- Néu mc¢- nhém con c6 thém dac tinh véi thanh cudn, Nhap
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Truy cap vao cac lénh va cac tinh nang

e Néu mo6t nhom con c6 thém dac tinh véi thanh cuén, Nhap chuot
vao nut = More dé hién thi day du lwa chon
- Khi ban dat tré chudt qua mot tuy chon trong bo swu tap, chwong
trinh hién thi muc dwoc chon sé xuit hién nhw thé nao véi tuy
chon trong bd swu tip dé xem truéc

* Mot vai nhom trén thanh Ribbon chira nut Dialog box launcher

A , Q ~ o | Pageseup (L2 [ Clipboard - x
- Nhap chudt chon nit nay dé mé | v

Click an item to paste:

Clipboard empty.
Copy or cut fo collect items.

@ Adjust to: % normal size
) Fit to: page(s) wide by tall

Paper size: |Letter (8.5% 117)

print uality: |00 dpi

First page number:

© CClI Learning Solutions Inc.




Truy cap vao cac lénh va cac tinh nang

« D€ thu nho dai Ribbon:
- Nhap dap chudt vao mot thé bat ky, hoac
- Nhap chuot vao nut -
 Dé hién thi lai Ribbon, Iap lai m6t trong nhitng bwéc trén

- Nut trén Ribbon d6i thanh «
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Truy cap vao cac lénh va cac tinh nang

« Khung diéu hwd'ng ciia Access

2 . - NGt Mé&/Bong khung
2 z 2 2 z S Thwe don —>| all Access Object @ « o
- Nam o phiabén traiman yumgaen  fen " (thanh chap)

\ hwéng >
hinh —

CUSTOMERS

O tim kiém

INVENTORYITEM S

CORDERITEMS

- Vi tri trung tdm la noi ma
ban cé thé tao va st dung
bat ky loai doi twong co
s¢ dir liéu nao Céc nhém

déi twong

ORDERS
ORDERSTATUSES

WENDORS

OrderDetails Cac déi twong

OrderHistary co so dir Iiéu
OrdersQuery

A

e G Gh G OB B
3

OrdersWithPrices

)
:

CustomerCirders
Customers
OrderltemsSubform
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Thwc don Khung
diéu hwong

Nhap chudt vao miii tén dé mé thuc don cho phép ban xac dinh
cac doi twong dwoc hién thi

Cac nut dong/mo

Thu gon Khung diéu hwéng dé chi hién thi nat M&/Pong va
thanh chip. Pé mé lai khung diéu hwéng, ban nhip chudt chon
lai thanh chap.

Cac nhom doi
twong

T6 chirc cac dbi twong trong co s& dit liéu, cho phép ban tim
kiém dé dang hon.

Cac doi twong cor
s& dir liéu

Bang, truy van, biéu mau va cac ddi twong khac ton tai trong co
s& dix liéu.

Hop tim kiém
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« Khung diéu hwéng & hinh trén hién thi tat ca cic d6i twong
trong co s& dit liéu va va khong hién thi cAc nhém doi twong
khong chira dir liéu.

 Co so dit liéu Access chira cdc nhém Macros va Modules

- Cac nhém nay khong xuat hién trong khung diéu hwdng & hinh
trén bai vi trong co s& dit liéu khong chira nhirng loai doi
twong trén.

* Dé mé& mot doi twong:

- Nhip dap chuot vao doi twong do6 trén khung diéu hwdng, hoac
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Tro giup

 Tinh nang tro giup trong Microsoft Office 2010 dwoc lién két
véi trang Web Office truc tuyén.

~? A \ /7 “ ./ f Waord Help E@E
* P& truy cap vao chitc ndng tro gitlp =+ 5" s X

- S Search ~

trong Office: T

'E:E_Ofﬁaeér Search help m bing

More on Office.com: downloads | images | templates

- Nhap chudt vao nut@ (Microsoft Word
Help); hoac

Getting started with Word 2010

em— = Getting started with Word 2010
L‘ = Introducing the Backstage view
= Create a document .
= Create a document to be used by
previous

versions of Word

~N
- Bam Fl Thanh cdng cu tro gid

—>

Browse Word 2010 support

= Collaboration = Formatting
= Creating documents = Getting started with Word
= File migration

see all
i

_‘5 & s Learn what's new with the Ribbon

! .
it “; ® i in Office 2010.
S

AllWord |

| o Connected to Office.com J
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Tro giup

Thanh congcu  Nhitng nit trén thanh nay gitup ban di chuyén tir trang tro giap

tro’ giup nay sang trang Khac.
Thanh congcu St dung trwong Type words to search for
tro giup dé tim kiém mot cha dé cu thé i
~ A \ ~ aY ? ’ Luseaiche
Nhap chudt vao miii tén cua nut Search All Word ¢ conoricecn
dé thay doi cac tuy chon tim kiém. e
0 ord Templates
Word Training
~ E S Developer Reference

Thanh cong cu  Nhap chudt vao bat ky muc nao trong danh sach @ coment s compute
tr(.)’ gil’lp déq Yéu C‘éu tr(.)l gilflp trén Chl,l d‘é dé. Developer Reference
Pham vi tim Chi ra noi ma Word tim kiém trg gidp, pham vi tong quat hoac
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Tro giup

St dung thanh cong cu tro’ giup
CIICIR - X i

Back/Forward  Dichuyén vé trwdc hodc sau trang hién tai.

Stop Ngtrng tai hodc tim kiém trang tro gitip nay.

Refresh Lam m¢&i ndi dung cla trang tro gitp nay.

Home Di chuyén t&i trang chi hodc trang chinh ctia phan tro gidp .
Print In ni dung cua trang trg’ gitp nay.

Change Font Tang hodc gidm kich thwédc font chir dang hién thi.
Size
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Tro giup

* Str dung muc luc

- Pé€ hién thi danh sach ndi dung, nhap chudt vao nit (Show
Table of Contents)

- «nghiala chd dé doé c6 bao gobm cac chu dé con

1 S (0 v BE=—)
- Lnghlalatitcacacchudetro |~ s ovis g

(4 2 2 A 7 AN + O Search -
giup con cua chu dé do déu T T— X[ oo s "
@Acoessibility - =
dang hién thii G pioffice = s
o) @Add-ins More on Office.com: downloads | images | templates
@Charm

@Collaboration

- Nhé’p Chllé_\)t vao blé’u tu’O’ng @ \Gycreating documents Getting started with Word 2010

@) Create a document

OInsert a check mark symbol
) = Getting started with Word 2010
(@) Qick Parts ) )
1h —— - 4 = Introducing the Backstage view
Appl emes ora gocumen
@40y = Create a document
OAdd a cover page

= Create a document to be used by
(@) Count the number of words in a document previous versions of Word
@Creah& your first Word document I

@Creab& your first Word document 11
@) Add AutoTextin Word

Browse Word 2010 support m

OSEarch or move around in a document using

= Collaboration = Formatting
gAlUse the Navigation Pane to search and moy = Creating documents = Geting started with Word
@) Add or delete a page - = File migration I
R T b seeall v

All Word |

| 0 Connected to Office.com
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* Nhin cac tro gitp bo sung

- NGi chuyén v&i dong nghiép hoic goi dén phong ho tro giai
quyét van dé ndi bo

- Lién lac v&i Microsoft

- Trao d6i véi nhan vién ho tro bang cach str dung nhirng dich vu nhw tro
chuyén trwc tuyén hoac giri thw dién ti.

- Pang ky tham gia cac trang Web chuyén nganh cho moi nguoi

dung dé co thé chia sé kién thirc va kinh nghiém
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Thao tac veéi cac tép tin

» O bang diéu khién bén trai chira:

- CAc tip lénh tiéu chaan cho cdc phdn mém

Goc hién thi Hiu trwong (Backstage view) cling bao gom nut

Options

- Tuy chinh phin mém

cho phu hop véi moi

trwong lam viéc

Recent

MNew

Print

Save & Send
Help

Options

4 Exit

r T e

= R LN Document2 - Microsoft Word

Home Insert Page Layout References Mailings Review View
H Save .

Information about Document2

ﬂ Save As
[5 Open Permissions
£ Close %] Anyone can open, copy, and change any part of

this document.
Protect

Document =

Prepare for Sharing

Mo known properties, personal information, or
accessibility issues were found.

Check for
Issues ~

«

Manage
Versions ~

Versions

] There are no previous versions of this file.
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Size Mot saved y...
Pages 1

‘Words 1]

Total Editing Time 0 Minutes
Title Add a title
Tags Add atag
Comments Add comm...

Related Dates
Last Modified Mever
Created

Last Printed Never

Related People
Author

Last Modified By

Show All Properties

Today, 1:31 ...

Add an aut

Mot saved y...




Thao tac veéi cac tép tin

« Thay doi cac tuy chon ciia chwong trinh

- tuy chinh tirng chwong trinh trong bo Office dé dap trng vadi
nhirng yéu cau cu thé hoac dé dap &ng véi sé thich cia ban

- Mot vai tuy chon dwoc chia sé gitra cac chwong trinh Office

- Thay d6i tuy chon d6 trong (Word Options )
mét Chll’O'rlg trinh thi D() Sé General options for working with Word.

Display

dwoc ap dung cho cac broofing s ntetace options

chwong trinh khac trong bd e Z:;’;‘;i‘:f;’,;‘j’;;?“'““"”‘“

. . = anguage LColor scheme:
Advanced

ScreenTip style: |5how feature descriptions in ScreenTips |Z|

Customize Ribbon
Personalize your copy of Microsoft Office

Cuick &Access Toolbar

User name: |hndrew McSweeney

Add-Ins Initials:

Trust Center

Start up options

Open e-mail attachments in Full Screen Reading view (i)

[ ok || concal ]
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Thao tac veéi cac tép tin

* Str dung cac cong cu bién tap can ban
- Mot vai tac vu c6 chirc nang giong nhau gitra cac chwong trinh
- Lam gidm thoi gian tim hi€u cach st dung cac chwong trinh
khac nhau
- CAc tuy chon trong moi hop thoai twong tw nhau

- Khac nhau & nhitng dac diém riéng dwoc ap dung cho tirng chwwong trinh
cu thé
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Tac vu Muc dich Cach truy cap vao lénh do

Close (Pdng) boéng tép tin o

Nhap chudt vao thé File va sau dé chon Close
Nhap chudt vao nut Close ctia &rng dung, hoac
néu cic tép tin trong ché dé Restore Down, nhap
chuot vao nit Close cta ctra so tai liéu

Nhan Ct)+(W) hoac (Ctr)+(F4)

Copy (Sao Tao ban saohodcsao e
chép) chép muc da chon

Trén thé Home, trong nhém Clipboard, nhip
chudt vao Copy

Nhan Ct)+(C)
Nhay chudt phai vao ving chon va nhip chudt
vao Copy

Drag and Drop Di chuyén muc da chon e
(Kéo va tha) tlr vi tri hién tai dén vi
tri méi st dung chuot
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bat vi tri cia tré chudt 1én trén vung chon va kéo
dén vi tri méi




Tac vu Muc dich

Cach truy cap vao lénh do

Move (Di chuyén) Cathoicdi chuyén
muc da chon twr vi tri

Trén thé Home, trong nhém Clipboard, nhap
chuot vao Cut

hién tai e Nhin CTRL + X
e Nhap chudt phai vao vung chon va chon Move

New Blank File Tao tép tin trongméi e Nhan CTRL + N
(Tao mai tép tin
trong)
Open (Mé) Mé& mot tép tin dang e Nhap chudt vao thé File va chon Open

ton tai e Nhin CTRL + O hodc CTRL + F12
Paste (Dan) Dan muc da dwoc e Trén thé Home, trong nhom Clipboard, nhap

sao chép hoac bi cat
dén vi tri mai

CCl Learning Solutions Inc.

chuot vao Paste
Nhin CTRL + V




Thao tac veéi cac tép tin

Tac vu Muc dich Cach truy cap vao lénh do
Redo (Thwc  Thuwc hiénlai hanh ddng e Trén thanh c6ng cu truy xuit nhanh, chon Redo
hién lai) cuoi cung vira bi ddo e Nhin CTRL + 7

nguoc. e Nhap chudt phai vao ving chon va chon Redo
Replace Thay thé mot muc dirliéu e Trénthé Home, trong nhoém Editing, nhip chudt
(Thay thé) cu thé (hoac da dwoc tim vao Replace

ki€m) bdng mét muc e NhinCTRL+H

khac.
Save as (Lwu Luwu tép tin dang hoat e Nhap chudt vao thé File va chon Save As
thanh) dong vdi tén mai e Nhin F12
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Tac vu Muc dich Cach truy cap vao lénh do
Select DPanh diu cadc muc bang e Trénthé Home, tron nhom Editing, chon Select
(Chon) nhiéu phwong phap khdc o P& chon toan bd vin ban, nhin CTRL + A
nhau dé thwc hién mot
hanh dong nao do voi
vung da chon
Spell Check Kiém tra chinhtad ciatép e Trén thé Review, trong nhém Proofing, chon

(Ki€ém tra tin Spelling & Grammar

chinh ta)

Undo (Lui  Pao nguwoc hodc lui lai e Trén thanh c6ng cu truy xuat nhanh, nhip chudt

lai thao tac  hanh dong cudi cung vao Undo (hodc chon miii tén canh niat Undo dé

trwérc) dwoc thuc hién. hién thi 100 muc ban c6 thé thwc hién lui lai theo
thi tu)

e Nhin CTRL + Z

PaY

NNnap chud
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Thao tac veéi cac tép tin

* Lam viéc cong tac vai ngwoi khac

Truyén thong gitip con ngwoi két noi véi nhau trong cac moi
quan hé xa hoi hay trong cong viéc

Cong nghé lam tang nang suit lao dong trong viéc

HAu hét moi nhan vién van phong déu c6 it nhdt mot may tinh
Gan nhuw tat cd moi nguwdi déu két nodi dwoc véi nhau thong qua
mang cuc boé & co quan
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Thao tac veéi cac tép tin

* Str dung thw dién twr

- Pé giri tai liéu st dung thu dién ti:

1. Trong taili€u hién hanh,

-
M9 S= - — Mema to Andrew - Microsoft Word — — e
T A th 2 F .l h ~ Home Insert Page Layout References Mailings Review View & 0
ren tne riie, nnap
[ save : ]
Save & Send Send Using E-mail
chudt vao Save & Send S
A Send Using E-mail Attach a copy of this document to an e-mail
. . L5 Open l lé 'S lﬂ= 5 Everyone receives separate copies of this document
3 Close Changes and feedback need to be incorporated
° Saveto Web TIES maznually
h ~N h A h Info Attachment
2. Nhap chu6t chon Send e ———
" " Recent @ Saveto SharePoint Create an e-mail that contains a link to this document
g g Everyone works on the same copy of this document
U E- 1 - N B
Slng mal g Send a Link Keeps the e-mail size small
Print File Types /Ay Document must be saved in a shared location

Help

Options

B Exit

ﬁ Change File Type

b
Create PDF/XPS Document
==

Attach a PDF copy of this document to an e-mail
‘@ Document looks the same on most computers

Preserves fonts, formatting, and images
Send as

PDF

Content cannot be easily changed

Attach a XPS copy of this decument to an e-mail

Document looks the same on most computers
+4= Preserves fonts, formatting, and images
Send as XPS Content cannot be easily changed

Send as Internet Fax
ﬁ Send a fax without using a fax machine

Requires a fax service provider
Send as

Internet Fax
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Thao tac veéi cac tép tin

Send as Attachment  Tao moét ban tin thw dién tr véi tép tin dinh kem Ia tai
liéu ctua ban:

o |

=1 e ||
Send

Subject: |Tulanc| Adventures Employee List.doox

Send a Link Khéi dong Outlook va mé ban tin thw dién tr chira
dwong dan siéu lién két dén tai liéu
Send as PDF Chuyén tai liéu thanh dang PDF (Portable Document

Format) trwdc khi ban gtri
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Thao tac veéi cac tép tin

- Ban nén chon Send a Link nhw mot phwong phap dwoc wu tién
khi ban chwa sé tai liéu cho dong nghiép trong cung t6 chirc
- Dat tai liéu nay &@ mot vi tri da dwoc chia sé va giri dwong dan siéu lién két,
moi nguoi (trong do cé ban) ludn luén cap nhat dwoc dit liéu trén cung tai
liéu
- Send as PDF hoac Send as XPS la nhirng lwra chon hiru dung
néu ban muon khong cho ngwdi nhan thay doi tai liéu
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* Lwru vao cac dam may (Cloud)

- Cung cap mot lwong lwu trir xac dinh khong tinh phi va ban c6
thé tra tién dé st dung dung lwong lwu trir nhiéu hon hoac st
dung cac dich vu bo sung néu can

- Co thé truy cip vao cac tap tin & bat ky noi nao chi can co két
noi Internet dé ban dang nhip vao tai khoan st dung dich vu
dién toan dam may.

- Cho phép ban gan cac quyén dé nguwoi khac c6 thé chi doc, hoac
chinh swra cac tép tin do

- SkyDrive (onedrive.live.com)
- La mot trong nhitrng thanh phan cia nhém cac dich vu trwce tuyén cua
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Thao tac veéi cac tép tin

1. Mo tailiéu, chon thé File, chon Save & Send.

2. Nhap chuot chon Save to Web.

File Home Insert Page Layout References Mailings Review View o

| Save

Save & Send Save to Microsoft SkyDrive
B Save As
& g 8 . Save to Web to access this document from any computer or to share it with
|5 Open — ¢ SendUsing E-mail other people.

[ Close L

earn more about Microsoft SkyDrive

Info

Sign in with: Windows Live ID (Hotmail, Messenger, XBOX Live)

Recent

New Publish as Blog Post \%

. SignIn
AL File Types _

ﬁ Chiange File Type Sign up for Microsoft SkyDrive

Create PDF/XPS Document
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Thao tac veéi cac tép tin

3. Chon Sign In. Nhip vao tén dinh danh va mat khau cho
tai khoan Windows Live cua ban.

4. Chon mot thw muc trong SkyDrive va chon Save As.

5. Thay doi tén tip tin & File name va/hoac loai tip tin &
Save as type.

6. Chon Save.

7. Hay tao ra bat ky su thay d6i nao véi ndi dung tip tin
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* Str dung mang
- Tép tin c6 thé dwoc xem hoac chinh stra béi ngwoi khac va
nguwoi dung cin phai Kich hoat 1énh dé lwu lai dwoc bat ky thay
doi nao hoac binh luin dwoc tao ra b&i ngwdi khac
- SharePoint tich hop rat nhiéu c6ng cu ma moi ngwoi c6 thé s
dung dé chia sé tai liéu

- Pwoc dé cip téi nhw la moi trweong lam viéc cdng tac trén nén tang web
(web-based collaborative environment)

- 0 dia mang dwoc chia sé dé lwu trir cac tép tin va tai liéu - mot cong
ty hodc phong ban IT phai thiét ké cAc may tinh chuyén dung dé lwu trir
cac tép tin

- Diéu khién phién ban tai liéu - Tai mot thoi diém chi c6 mot ngudi co
thé chinh stra tai liéu
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Thao tac veéi cac tép tin

- Mang xa hoi - dang nhan xét cling nhw chia sé cac tép tin van ban hoac da
phuong tién

- Thw dién ti - cung cip noi c6 thé chira nhirng thong tin c6 lién quan dén
nhau va cac thanh vién c6 thé truy cap cac thong tin truyén thong

- Cac hinh thirc truyén thong khac - ban thiét 1ap lich lam viéc cho to
chitc hodc cho nhém, cac phiéu diéu tra va tham do y kién

- Dé lwu tai liéu lén SharePoint:
1. M@ tailiéu, Nhap chudt vao thé File, chon Share.

2. Nhap chuot vao Save to SharePoint.
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 Chira cacbo cucva cac tinh nang twong tw trén man hinh cac &ng
dung

e Ghi nhan cic meo va cic cong cu trén man hinh dé dé dang truy
cap

 Cach dé khéi dong va thoat chwong trinh Microsoft Office
 Cach st dung va tuy chinh thanh c6ng cu truy xuat nhanh
 Cach st dung cac lénh va diéu hwdng xung quanh Ribbon
 Cach diéu hwédng quanh man hinh

* Tro giup trong Microsoft Office

* Str dung thé File va Backstage (cach hién thi Hiu truong)

Thay doi cac thiét 1ap mac dinh cuia chwong trinh
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Cau héi on tap

1. Taisao viéc dong mot chwong trinh ng dung khi ban khong c6 nhu cau
st dung lai quan trong?

a. DE ngan tit cd cac kha nidng hong cac tép tin chwong trinh.
b. Dé gidi phong bd nhé cho chwong trinh khéc.

c. Dé quan sat man hinh nén da dwoc don gian hoa.

d. Mot trong nhirng dap an trén.

e. ahoachb
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Cau héi on tap

2. Chira thanh ngan cach trong hinh dwéi day:

Insert Design Transitions Animations Slide Show View
e Al - A Pt .
B8 AN B = @y (2 B
By = - ab Replace ~
Paste New .. B 7 U 8§ abe AV~ a.- | A == == | == Shapes Arrange Cuick
« F | sider ‘T~ = - P - - Siyles- =07 | lg Select~
Clipboard Slides Font P Paragraph 7} Drrawing [F} Editing

12y 10 B s T 20 2 A aE B0 12

Click to add title

.......

Click to add subtit

|||B|||5|||4|||2|||n|||2|||4|-||5|||g||1

Click to add notes
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Cau héi on tap

3. Tén cta thanh c6ng cu nam ngay trén Ribbon trong mot chwong trinh
Microsoft Office la gi?

a. Standard c. Quick Access

b. Page Setup d. File
4. Muc dich ctia moi biéu twong dudi day trén Ribbon 1a gi?
d. [

b. [~
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Cau héi on tap

6. Khinao ban c6 thé sir dung nut Search thay vi trweong nhip van ban trong dic
tinh tro giup?
a. DEKkich hoat ché d6 Search dé tim tiéu chuin tim kiém.

b. DEIl4y loai tro gitup xac dinh cho mot chi dé chang han nhw Templates hodc
Training.

c. Dé diéu hwdng nhanh dén trang Web cia Microsoft dé nhap tiéu chuin tim kiém.
d. Déthay doi ché do trg giup tlr truc tuyén vé ngoai tuyén.
7.  Cach hién thi Hiu trwong (Backstage view) la gi?

a. Mot cach hién thi ma théng qua thé File sé gitip ban quan ly cac tép tin va cac thiét

A
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Cau héi on tap

8. Chi ra tuy chon nao & bang diéu khién bén trai ban sé st
dung dé thay doi cac tuy chon cho chwong trinh nay:

r ———— = —
| = R L N Presentationl - Microsoft PowerPoint EI&E
e Insert Design Transitions Animations slide Show Review View o @
Recent Presentations Recent Places

To browse for a file, click Open.

Quickly access this number of Recent Presentations:
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