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Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

Chudng trinh dao tao

Lam quen vdéi may tinh /Al Phan mém bang tinh Excel

A

Luyén go phim chuin 10 ngdén

Phan mém trinh chiéu PowerPoint -

nang s dung may tinh co ban - Ung dung Al trong thiét ké Slide

K

<

Thiét ké va hdi hoa vdi Paint Tao sc d6 tu duy véi MindMaple

Ky nang su dung Internet

Lam quen v8i phan mém chinh sifa anh

Phan mém soan thao Word 72l Lam quen vé@i phan mém d6 hoa 3D
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Mo ta chudng trinh

MODULE 1 - Lam chtd nén tang cong nghé (Thang 1)
(Chuong 1 dén 5)

Modul d3u tién md ra canh cira vao thé gidi cong nghé, ndi hoc vién dudgc lam quen tu nhithg budc

rrrrr

n nhat dén cac

Ung dung d3u tién cha may tinh =

MODULE 2 - Lam viéc hiéu qua trong mai truéng sé (Thang 2)
(Chucng 6 dén 8)

Modul thi hai hudng dén viéc phat trién ky nang lLam viéc chuyén nghiép vdi cac cong cu van phong hién dai

MODULE 3 - Khai phong sang tao va tu duy cong nghé (Thang 3)
(Chucng 9 dén 12)

Modul cuéi cung la budc dot pha, dua hoc vién budc vao khéng gian sang tao sé va tu duy cong nghé hién dai:
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MODULE 1 - Lam chd nén tang cong nghé (Thang 1)
Lam quen vdi may tinh (2 bubi)
Luyén go phim chuén 10 ngdn (3 bubi)
Ky nang st dung may tinh co ban (1 bubi)
Thiét ké va hdi hoa vdi Paint (5 budi)

Ky nang st dung Internet (1 buébi)

MODULE 2 - Lam viéc hiéu qua trong mai truéng sé (Thang 2)
Phan mém soan thdo Word (5 bubi)
Phan mém bang tinh Excel (4 bubi)
Phan mém trinh chiéu PowerPoint (3 bubi)

MODULE 3 - Khai phong sang tao va tu duy cong nghé (Thang 3)
Ung dung Al trong thiét k& Slide (1 budi)
Tao so doé tu duy véi MindMaple (1 buébi)

Lam quen vd3i phan mém chinh sira anh (5 bubi)

Phan bo Chucong trinh

Lam quen vdi phadn mém dbd hoa 3D (5 bubi)
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Chuong 1:

k. Lam quen vdi may tinh
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Noi dung bai hoc

n Md& may tinh dung cach

Tat may tinh ding cach

Man hinh lam viéc

Lam quen vdi chuot may tinh

Thuc hanh su dung chuét may tinh
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l. M3 may tinh dung cach
(&~ Em hay thuc hién cac thao tac dudi day dé khéi dé y tinh: . .
m hay thuc hién cac thao tac dudi day dé khdi dong may tinh 2Nhéh ndt nqudn
Man hinh khi = . trén than may tinh
hoan thanh ¥
khai dong

[1] Nhan nut nguon
man hinh

V6i may tinh xach tay va mdy tinh bang em chi can nhan nit nguon.

/ Dgi 30 dén 60 gidy dén khi may tinh dudc khdi déng
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Trung Tam Tin Hoc Sao Viét

Il. Tat may tinh dung cach

Chu y: Trudc khi tat may tinh phai thoat ra hét cac phan mém ung dung dang mdé. Khéng dude 4n.va
gilf nut nguén trén thdn may hoac rut phich cam ra khdéi nguén dién dé tat may tinh. Néu tat may tinh

khéng dung cach sé g4y ton hai dén cac thanh phan cda may tinh.

(&~ Em hay thuc hién cac thao tac dudi day dé tat may tinh ding cach:
[1] Nhdy chudt vao nit lénh Start; i |

[2] Nhay chudt vao nut lenh Power;

' Documents

[Y Documents
& Sleen

re  Pictures

& smd;-‘n

-~
L

\) Restart
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I1l. Man hinh lam viéc

tcel 2013
1PUTER
e -

w3

- ) ’

This PC Weord 2013

R R -

S u

Network Microso

Edge

CD?\O DESKTOP
\e\OC’ l

Thanh Taskbar

4

Khay hé thong

I
y

L Type here to search @
y
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V. Lam quen vdi chuot may tinh

Cach cAm chudt: Cam chudt bang tay phai, ngdén tré dat vao nut trai chudt, ngdn gitra dat vao nut phai

chuot, ngon cai va cac ngon con lai giltr hai bén than chuot.

Nut phai
Nut tral

Nut cuon

75 Dao Huy Hoang Trang 10




Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

V. Thuc hanh su dung chuot

Thuc hanh nhan chuot: Tim kiém trén google vdi tu khda “Roomrecess ClickSpeed” va lam theo hinh dudi
"B . B W _

[ Roomrecess Clickspeed ]9) b 'ﬂ e . \

Tatcd Mu§sam Video Hinhanh Tintde Videongan Web

TODAY'S BEST: 2751
Co phai barnudén tim: Roomrecess Click Speed 2ND PLACE: 2738
4 ™ 3RD PLACE: 2675
R Room Recess

https:ffwww roomrecess.com » play - Dich trang ndy  :

4TH PLACE: 2657

Mouse Accuracy Test - Click Speed 2)

L Click Speed is a fun way to test your mouse accuragy. Click on the targets a
The closer to the center of each target you click , the __

Thuc hanh kéo thd chudt: Tim kiém trén google vdi tU khda “Roomrecess DragonDrop” va lam theo hinh dudi

(Roﬂmrecess DragonDrop ] 9/,

Tated Mudqsdm Video Videongan Hinhanh Tintle Web  Thé

Dang hién tHi két qua cho Roomrecess Dragon Drop

Tim kiém thay &€ cho Roomrecess DragonDrop

El Room Recess 9
https:/Awww roomrecess com - play - Dich trang ndy & _/I

Dragon Drop | Computer Mouse Practice Game for Kids

Dragon Drop is a fun way for kids of all ages to practice their computer mouse skills. |
game for kids, there are 20 stages that increase in
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Chudong 2:

R Luyén go phim chuan 10 ngodn
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Noi dung bai hoc

n Tu thé ngoi

Bd cuc ban phim

Cach dat tay

Thuc hanh luyén go 10 ngon

Thuc hanh luyén g6 tiéng Viét cé diu
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l. Tu thé ngoi

Tu thé ngdi khi go may tinh La ban phai ngdi thang lung, khéng ngtra dau ra sau cling nhu khéng. cui
vé phia trudc. Mat nhin thang vao man hinh may tinh, cé thé nhin hoi chéch xudéng dudi, nhung khong

nén nhin hudng len trén.
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Il. B6 cuc ban phim

Esc Cum phim chidc nang PriSc Cum phim s&

Fs P10 FlL P12

Shift Ctl Enter Phim di chuyén
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Il. B6 cuc ban phim

oo 0B BHEAEAHHEEED
s 11111 T T T-[-TT]
Hang phim co' s& - . .n _ . .-
oo (163 3 D DD 0 6 D D
oo g ) ) NS €3 3 €
phim ddu cdch | |

. Phim cach

Hai phim c6 go
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Ill. Cach dat tay

HANG 1 2 2 14 5 6 7 8 9 10

ﬂ

y
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V. Thuc hanh luyén go 10 ngon

Lam quen vdi ban phim: Tim kiém trén google vdi tUr khda “typingstudy” va lam theo hinh dudi

( typingstudy ] (1)

| typing with two fingers? Do you still need to look at your keyboard befc

Tét ca luasam Hinhanh Video  Video ngan kE"_",I'EtF'DkE'?
Typing Study
https:/Awvww typingstudy.com - Dich trang nay 3 @) )

Touch Typing Study 9___/} Start Typing

Touch Typing Study Is a free, user-mendly leaming websit
and improve your typing speed and accuracy. Once you ...

Tro chai luyén go phim: Tim kiém trén google vdi ti khda “typing” va lam theo hinh dudi

Tupin k S

0 [Tgomgecmeg J
REarn O TUDENR o
and Easier for F

Hinhanh Video Muasam Video ngan

~

Typing.com
t https:/Awww. typing.com - Dich trang nay & 9)

Learn to Type | Type Better | Type Faster f
\ Teachers and Administrators, Get Started Today. Grade, tirgel
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IV. Thuc hanh luyén go tiéng Viét c6 dau
+ Kiém tra phan mém go tiéng Viét
Ki€ém tra trén khay hé thédng cé biéu tugng V hay E, néu cd tic la phan mém dang dudc hoat
dong.
Chir V: G6 tiéng viét cé dau
Chit E: Go khong dau
Luu y: BA&m vao biéu tudng dé thay déi qua lai gilta hai kiéu g6 nay

2 G

= Notes (=]

— i + 80%
10007 PM
MA ENG 2= ) &> vy (3
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IV. Thuc hanh luyén go tiéng Viét c6 dau
» Khéi dong phan mém g6 tiéng Viét
Chua c6 biéu tudng chir E hay V thi chung ta phai khéi dong lén nhu sau:
Nhan t6 hop phim Windows + S hodac Windows réi G6 “Unikey” vao 6 tim kiém

Best match

UnikeyNT

Desktop app
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IV. Thuc hanh luyén go tiéng Viét c6 dau

 Chinh kiéu go tiéng Viét

5 UniKey 4.2 RC4

Dieu khién

Unicode

Phim chuyén: @) CTRL « SHFT

Tuy chon khac

&3 Cho phép gb tw do

[ ] ®at ddu oa, uy (thay vi da, Gy)

[ ] Ludn sir dung clipboard cho unicode

Tuy chon g0 tat
[ ] Cho phép gd tat
[ ) Cho phép gd toi ~a khi tat tiéng Viét

Béng g0 tét

@ Hwong dan Thong tin

|j_§,' Déng Q)

§' Kétthic

ﬁ Thu nh6

B) i 5t neem tra chinh ta
M Tw déng khdi phuc phim vé&i tiy sai
| Hién théng bao phan hdi

Hé théng
|| Bat hdi thoai nay khi khéi ddng

A A

AA=A EE=E

DD=PD 60 =0

OW=0

-

AW =A

F = Dau huyén (\)
S = Dau sic (/)

J = Dau nang (.)
X = Dau nga (~)
R = Dau héi (?)
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IV. Thuc hanh luyén go tiéng Viét c6 dau

e Thuc hanh go doan van sau vao trong Word

Lép hoc tin hoc véi thiy co gido that thu vi va bd ich. Chung em dudc hoc cach sif dung may
tinh, g6 ban phim, va kham pha nhitng phan mém mdi la. Thay c6 luén kién nhan hudng dan
tung budc, giup ching em hiéu cach sif dung cdng nghé dé hoc tip va sang tao. Méi bubi
hoc, thay c6 con day ching em cach giltr an toan khi sif dung internet. Em rat hao hic méi khi
dén gid tin hoc vi khong chi dudc hoc nhitng diéu mdi ma con dudc trai nghiém thé gidi cong
nghé day hip dan!

'
7
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Chuang 3:

k. K¥ ndng sif dung may tinh cd ban
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Noi dung bai hoc

n Lam guen vdi clfa s6 Ung dung

O dia va thu muc

Lam viéc vdi 6 dia va thu muc
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Bai tap thuc hanh ky nang si dung may tinh ¢o ban

1. M3 phan mém Word. Sau dé tién hanh thu nhd, phdng to, 4n/hién clfa s6 Ung dung, dong ung
dung

2. M8 phan mém Excel. Sau d6 tién hanh thu nhd, phdéng to, 4n/hién clra s6 Ung dung, dong Ung
dung

3. Trén man hinh may tinh, tao thu muc “Pong V4t” va thu muc “Hinh Anh”

4. Trong thu muc “Dong Vat”. Tao thém 2 thu muc “Cho” va “Meo”.

5. Doi tén thu muc “Ché” thanh “Cay Céi”

6. Di chuyén thu muc “Cay C8i” sang thu muc “Hinh Anh”

7. X6a thu muc “Meo”
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Bai tap thuc hanh ky nang si dung may tinh ¢o ban
1. Trong & dia D, tao thu muc “Hinh Anh”.
2. Trong thu muc “Hinh Anh”. Tao thém 2 thu muc “Pong Vat” va “Hoa”.
3. Trong thu muc “Dong Vat”. Tao thém 2 thu muc “Cho” va “Meo”.
4. D6i tén thu muc “Ché” thanh “Cay Céi”
5. Di chuyén thu muc “Cay C8i” sang thu muc “Hinh Anh”
6. Xoa thu muc “Hoa”
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l. Lam quen vdéi clfa s6 Ung dung

== File Explorer

== View e
? A ™ > Quick access W @ 5 Search Quick access
1. Ancuaso
' . | \ ' > ':
: . T Cuick accass Folders (8) Recent files (20)
2 . Ph()n g t() thu nh() B Desitop. 2 @l Desklop &9 MOT SO THAQ TAC TRUGC KHI SU DUNG.pplx 87 File méu_
, . 2 L Dénioads # 4 Downloads W] Mau xac nhan.doc &| Logo.jpg
3 . Dong Cua SO = Documents — Document & Capture0.png @ Gido TrinH
4 D ; h 2 PR Pictures  # PN Picuures @] GIAO TRINH EX.pptx 82 EXCEL TT.
= l C uyen Gido trinh va th ‘ Gigo trinh va thyc hanh k& toan  |% Gido trinh Excel Co Ban 1.pdf 3 4M3u 56
5 C * o~ Proiect . Project ¢ giao trinh tin hoc can ban file_goc_cole.vn.pdf B 25 -tien-id
. Co gian ,. .,
. Sal r.Duy ~ Salon Mr.Duy =) 2018.02_Dot_xet_IN_DH_dot_03.2018xls 3" Giao trink
Zalo Haceived F Zalo Received Files B33 Phep kiem tra DK xlsx @5 GIAO TRI

we OneDrive - Perso B¢ Ke_Hoach_SXxlsb

03 BAO GIA KHOA HOC DO HOA - KY THUAT BINH DUONG.docx
v [ This PC

B2 NHAT KY SAN XUAT xlsx
W Desktop

® game.png
=~ Documents

e =~
L Downloarls

28 itermns ]
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l. O dia va thu muc

Trong qua trinh st dung may tinh, cdc cong viéc can dudc luu trir mot cach khoa hoc, tranh trudng hdp
lam mat thdi gian tim kiém, hodc xé6a nham dtt liéu...

Hai don vi luu trir cong viéc chinh trong may tinh la 6 dia va thu muc.

-
= -

th I MNuUcC V.9 GIAO TRINH Gio trinh dao He thong So

tao sach

Hinh dang : k X

-

CD Drive (G2

Won
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l. O dia va thu muc

™ B ThisPC »
) Home v Devices and drives
+ @ OneDrive - Personal B Lo O5(C) DATA (D)
@l Desktop >
4 Downloads »
ﬁ Documents <
0 viu :C L

1. Nhén t6 hop phim Windows + E

2. Mé thu muc bat ky = This PC (Computer)
3. M& biéu twong hinh may tinh trén man hinh (This
PC hoac My Computer)
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I. O dia va thu muc

'
/,/

y
y

J

Music

This PC
v Folders (7) e

¢ A
, 3 B = 3
4 30 Objects  Desidop  Documents Downloads
+  Devices and drives (3)
¢

+— “~
4 ~y L ~
" Local Disk  Data (D2) New

(C) Volume (E:)

¢

Bay thu muc

——
— ‘

Pictures Videos

Ba O dia

s > ThisPC » Data(D:)

CUONG
MANH
NAM Thu muc con cta & dia D;

NGOC LAN

YEN
Tieng Viet
Tin hoc Thu muc con cta thu myc YEN
Toan |

@ Bai l.docx
0" Hinh.docx Cac tép cua thu muc YEN

& convol.jpg
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\
I1l. Lam viéc v@i 6 dia va thu muc
1. Tao thu muc: Nhan Ctrl + Shift + N hoac chudt phai vao khoang trong — New — Folder

2. Doi tén thu muc: Chon thuy muc — nhan F2 hodc chon vao tén thu muc 2 lan khéng lién tiép hoac
chuot phai vao thu muc — chon Rename
3. Di chuyén d6i tudng vao thu muc:
« C1. Kéo va tha: Chon déi tugng can dua vao thu muc — Gilr chudt trai va kéo dé Lén thu muc mudn
dua vao
e C2. Cat (hoac sao chép) va dan:
Budc 1: Chon déi tugng can cho vao thu muc — Ctrl + X (hoac Ctrl + C)
Budc 2: M& thu muc can luu — Ctrl + V (hoac chuét phai chon Paste)
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.,  Chudng 4:
. Thiét ké va héi hoa véi Paint

RN
.\‘i A
-
) S
- i e 113

75 Dao Huy Hoang Trang 32



Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

\ Y _

Noi dung bai

n Lam guen giao dién lam viéc

Lam quen vdi cac cong cu cd ban

Thuc hanh vé va t6 mau
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Trung Tam Tin Hoc Sao Viét
l. Lam quen giao dién lam viéc

Kh&i déng phan mém Paint: Nhdn Windows + S — G& tif “Paint” vao 6 tim kiém — i/ zZ'p“t

Chon _
hanhimenul  e— F

+ | Untitled - Paint

Home View
o " Cut ' = Crop y .-:\;; A - O TCI/E A 77 Outline - —— . . . . . . . . . . u\
Tihanhjcongicu N F'a;nzl o SEIECI: R 4 (]  Brushes E‘ SO AT - L Size Color = = Edit  Edit with
i - - "k Rotate = 4 f A - ‘D’ N ﬁ ﬁ (AP~ - 2 colors  Paint 3D
Clipboard Image Tools Shapes Colors
-

/}/7
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Il. Lam quen va@i cac cong cu cd ban

Menu File: Menu View:

= | Untitled - Paint &l | v Ll Paint

&

Zoom Zoom 100
i out %

Rulers

A &

Gridlines

Full Thumbnail
SCreen

Status bar

Zoom Show or hide

Display

| new  Raofile)
<

7 Open Moyile)

Tuyychinh kiéuihién thi

Save l!.ll'llu file; ;'-._} to)thuinho)

=
ﬁ Save as I_l.ll'-lll ﬁll:",u ﬂlﬂi'

Alnyhi iénjthanh phdll \giao)dién)
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Il. Lam quen va@i cac cong cu cd ban

Menu Home:

5 | Untitled - Paint

Home View

. o, i O . . O [:IE& 7 Outline ~ |.||.||.I|.I|.II II.II.II.II.I ﬁ .

L ooy | | i Y - Fill — ’

Paste J . r (]  Brushes Il‘ G [:;I E:} {::I ﬁ | . . ' Edit with
- h Rotate - Paint 3D

Clipboard Image

Hie

wélhinhi khoil Kichithwocinétive!

"y

‘Banginhoj/tam, uichinhyhinhyanh Bangimau

'
g

y
y
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I1l. Thuc hanh vé va to6 mau
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I1l. Thuc hanh vé va to6 mau

J
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lll. Thuc hanh vé va to mau

i: 3 - PRy
Wt \
Mo
'
i =
. - q
. Ry, -
'l( *
[ | - |
[ R
e
Ll N A
o
=5
r | o . - e " ~ .
' _— = . T - - 3 AN '
- A ’ L
:
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l1l. Thuc hanh vé va to mau

i)

B\ 4B

ﬁ

£

P”

L
2
£
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l1l. Thuc hanh vé va to mau
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l1l. Thuc hanh vé va to mau
\ |
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l1l. Thuc hanh vé va to mau

J

SCHOOL
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l1l. Thuc hanh vé va to mau
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. Chudng 5:
Ky nang su dung Internet

;
i RN
h
| T
- i e 113
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Noi dung bai hoc

n Lam quen phan mém duyét Web

Tim kiém thong tin trén Internet

Tai hinh anh tu Internet

Tim kiém thong tin trén Website

Su dung Internet an toan
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l. Lam quen phan mém duyét Web

M)

@@-— I'hém 1 Tab mod ]

COnLY

Done Tab J

Google
Olimkiém [-—
—_—

Xem ang G3u fién tim dugc

Tim wén Google

G00gkE oo cac thir 88ng  Englsh Frangass

H
"
1)

Tim kiem bang giong noi J

P:'l/

y
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Il. Tim kiém thong tin trén Internet

Q  Tim trén Google hoac nhap mét URL
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lIl. Tai hinh anh tu Internet

Budic 13 Go ndil dung can tim kiem vao 0 tim kiém roil nhan Enter

GO gle 1 doraemon ] X = § G Q
/ Buige 23 Chon thé hinh anh tai dj@y

Tat ca [ Hinh anh ] Vldeo Sach Tintic Muasam  Chuyén bay : Thém Cong cu

\

: Piacau

+ Coolmate

DOREAMEN @ DOREAM
= Doraemon Wiki - Fandom B VnExpress < Coolmate

Doraemon | Wikia Doraemo... 32 nam truyén tranh Doraemon dén Viét Na... Kham pha cac nhén vat chinh t... ; - . ’
_ JI Kham pha cac nhan vat ch

- _J

. trona NDaraemon - Conlm:z
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lIl. Tai hinh anh tu Internet

tinhocsaoviet.com

T et s mem cemees e ey

el 2
1 @ sovers X 5{.’,: 3 SN l Luu lién két thanh...
4N <« Dirlieutamthai » filetam » v O Search file tam ye, % ' “ Sao chép dia chi lién két
Organize v New folder = v @
M& hinh anh trong thé mdi
A A

B T

= This PC = -,’- Coolmate = ( Luu hinh dnh thanh... )
) 3D Objects E—

3 Sao chép hillganh
B Desktop < NH 4 ‘-
:f] Documents wiad Sao chép dia |y hinh anh
,‘ Downloads Office 2021 LTSC 96-bed-files Logo Hung (&) Tim kiém bangQloogle Cng kinh
J\ Thanh Dat 2024
Music
| Pictures Tién ich Google¢fKeep danh cho Chrome
B Vvideos
% Local Disk (C:) ) Kiém tra
e : I~ \/—a
= HDD (D:) W tank 1vs. 1 Tro choi ban
en tranh Dorae = Fa =g inhan-vat-doraemon-3012_329.jpg
Save as type: | JPEG Image (*.jpg) - o AT AR AS A L >)e A\ -} .
| A \ » ) 0 i ) \ ] f € !
e e . b v & S Bugc 45 Nhan_chugg¢ phailvao anh
<) J 1 H 3 : ) 1N > : Ml | A N \ I £ 1] | AN ALe L S koNy ) e b AR RN A
! 3 \ : B

'j,
s, i
4 d

“
. By A

800 = 800

Kham pha cac nhan vat chinh trong Doraemon -
Coolmate

Hinh anh co thé cé ban quyén. Tim hiéu thém
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lIl. Tai hinh anh tu Internet

1. Tao thu muc “hinh 3nh” trong 6 dia D

.

2. Tai 10 hinh anh dong vat va luu trong thu muc “hinh anh”
3. Tai 10 hinh anh doraemon va luu trong thu muc “hinh anh”
4. Tai 10 hinh anh con ca va luu trong thu muc “hinh anh”

5. Tai 10 hinh anh bau trdi va luu trong thu muc “hinh anh”
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V. Tim kiém thong tin trén Website

1: GO noi dung; ¢ can tim kiem vao 6 tim kiém roi nhan Enter:

/ gido trinh tin hoc tré em X =3 § G Q

Buioic 2 Chon thé talt ca tail day

x] Hinh anh ] V|dem =] Tin tuc M Sach &) Muasam : Thém  Cong cu

Buige 33 Chon bai viet ¢6) ket qua can tim

blogdaytinhoc.com
) https://blogdaytinhoc.com » khoa-hoc-tin-hoc-ung-dung... :

Khbéa Hoc Tin Hoc Ung Dung Danh Cho Tré Em 9/2024

Khoa hoc Tin hoc cho tre em, hoc sinh tai Trung tdm tin hoc Sao Viét 1a chuong trinh duoc

thiét ké phu hop véi do tudi caa tré tir 6 tudi dén 14 tudi nham ...
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V. Tim kiém thong tin trén Website

7.1. Tao cac tai liéu, van ban véi Cac irng dung Google Docs

7.2. Tao va chinh stra bang tinh v&i Ky nang st dung Google Sheets Co the ban muon xem

LS Trinh Hoc Lap Trinh
Tré Em Tai TPHCM

7.3. Ky nang str dung Google Form dé tao cac cau haéi truc tuyén

Phan 8: Chat GPT - U'ng Dung Tri Tué Nhan Tao Vao Hoc Tap

Ldp Hoc Tin Hoc Cho
: Tré Em, Hoc Sinh Tai
Thi Pec, TP. HO Chi
Minh

3. Cac Khéa Hoc Tin Hoc Danh Cho Tre Em Tai Trung Tam Tin Hoc Sao Viét -

y/ Dmh Kém Tai Liéu
/ (THTE007 Tin Hoc U'ng Dung Cho Tré Em)

Bugie 4 Tim kiem ngi duuung/
can tim trén. Websnte

Trung Tam Pao Tao
= Tin Hoc Cho Tré Em.
Hoc Sinh Tai Bong Nai

Khoéa Hoc Tin Hoc Cho
= Tré Em, Hoc Sinh Tai
Quén 12, TP. H6 Chi

TIN HOC

0 Minh
@[N]@ @@h\‘\]@ KHOA HOC % Khoéa Hoc Tin Hoc Tré
| ' WY ' Em Tai Go Vap Uy Tin
[ [ l l \ \ \ \ EM TAI :,_
ﬁ CO VAP

THTEO006 - Tin Hoc Wng Dung Cho Tré Em (2 Thang)

y
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V. Tim kiém thong tin trén Websit

1. Thuc hanh tim kiém “Gido trinh tin hoc tré em” trén Internet

.

va thuc hién ma giao trinh

2.Thuc hanh tim kiém “Truyén tranh Conan” trén Internet va
thuc hién ma truyén

3.Thuc hanh tim kiém “Truyén tranh Doraemon” trén Internet

va thuc hién mad truyén
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V. SU dung Internet an toan

Khong chia sé dia chi, sé dién thoai, thong tin ca nhan trén mang.

Tranh giao tiép v38i ngudi la trén mang, khdng tiét L6 thdng tin riéng tu.

Tranh xa n6i dung bao luc, khiéu ddm hodc tin tuc giad mao. Bao ngay cho ngudi lén khi gap van dé.
Chi st dung Internet trong khoang thai gian cho phép, khong qua lam dung.

SU dung cac trang web va Uing dung dudc cha me kiém duyét.

S dung phan mém bao vé dé ngan tré truy cdp vao cac trang web khong phu hop.

Ludn trao ddi véi cha me va thiy cb khi gdp van dé hodc thac mac trén mang.

Bado cho ngudi ldn néu bi bat nat hodc nhan dudc tin nhan xau trén mang.

SU dung cdng cu tim kiém dé tim kiém thong tin hoc tap, gidi tri Lanh manh va bé ich.
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Chuadng 6:
k. Phan mém soan thao Word

RN
N
-
y TN
-~ <] .' § s 1%
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Noi dung bai hoc

n Cac thao tac co ban véi phan mém Word

Nhom cong cu dinh dang cd ban

Cac budc trudc khi soan thao van ban

Chén biéu tudng, danh sé va biéu tudng dau doan

Cheén va xu ly hinh anh, hinh dang

Cheén, dinh dang bang biéu // -
v/
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|. Cac thao tac co ban véi phan mém Word

BAI TAP THUC HANH CAC THAO TAC CO BAN TRONG WORD

1. Tai Desktop, hay tao thu muc “Thuc hanh” va thu muc “Bai tap word”

2. Tao tai lieu mdi (md file Word mdi), luu vao thu muc “Thuc hanh” véi tén “Bai tap cia em”.

3. Tai “Bai tap thuc hanh cac thao tac cd ban trong word”, sau do luu vao thu muc “Thuc hanh” véi tén “Soan
thao word”

4. Tai bai tap “Thuc hanh nhom cong cu dinh dang cd ban”, sau do luu vao thu muc “Bai tap word” va dat tén

cho file word la “Bai tap 1”.
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(ﬂ AutoSave (@ Off) 7 @j | Document1 - Word £ Search & - 0O X )
~ File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat | 2 Comments ] !/ Editing v’
: lTlmes New Roman vH13 v‘ "= v i= v a—~v | €= 3= p ‘7\ D é} CIC]
[ : B === ~’ & L L0
LB B I U+ 3 x X /Ao |E—| = = = =~ Editi : : : @
Paste — : =5 Styles iting Create PDF  Create PDF and  Request Editor = Add-ins
v g A~ 2 A A~ A A Do e 209 v v and Share link Share via Outlook Signatures
Clipboard Tx Font EY Paragraph v Styles I§ Adobe Acrobat Voice Editor Add-ins A
- J
L | | | | S I — O Y U | 3 4 | B | B TR qu——— | 9 RS T —r——
{ L A N
a
©
5 = , v
: Qd = ) @ 3
(Page 10f 1 Owords Text Predictions: On  E@ 14 Accessibility: Good to go @ O, Focus B - —4 + 220‘@
oA n °
1.Thanh tieu de (Title Bar)

2.Thanh cong cu nhanh (Quick Access Toolbar) 5. Thanh cuon (ngang/doc)
3. Thanh Ribbon (Ribbon)

6. Thanh trang thai (Status Bar)
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4. Vung soan thao van ban (Document Area)
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l. Cac thao tac cc ban véi phan mém Word
* Tao file word mai

Docum... dao huy hoang @ @ ®

Account

Buoe 13 Nlhha%nn @huu'0,3*t' ail 2} lan Feccihack

Options B ,
ey .J

Blank document

$~ Chon Blan

vao bicu two;nngo:rd
trén man hinh

nt:

ot et @ ff

« docume
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l. Cac thao tac cc ban véi phan mém Word
* Luu file word

Home Insert Design Layout References Mailings

[ ] Times NewRoma ~ (13 ~ A" A" Aa~ .5{;:»

, U
@ Req Paste B I U-~ ab x, - -&”"ﬁ"i*

- ‘-f:? Format Painter

Clipboard ¥ Font ]
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‘ OneDrive - Personal A
huyhoangchannel@gmail.com ﬂ Save As bt
— v B > ThisPC » Desktop w 0 Search Desktop 2
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Buoi¢ 23 Chon Save) as) |
- Organize = Mew folder == - o
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I Thic PC Mame Date medified Type

= - - s |
- () AddaPplace 3 30 Objecs Buo¢ 43 Chony thue mue luu
\4 E? Browse }/‘_’_—d _,‘4 B Desktop l N

|if'| Docurments

: " i ' * Downloads
Bui¢ 35 Chon Browse b s
\ = Pictures y .
File name: y

Save as type:
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[ ] 5ave Thumbnail
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l. Cac thao tac cc ban véi phan mém Word
* M4 file Word cd san

Layout References

' L/e Recent
- paSte \0 B I _L_’_ v abc x: x; 'i:':}. v a‘v v A v A ( ?1
Buoci2:ChoniOpen, v
Clipboard Iy Font I~
u Open X
Other locations ,
- « P 5 > ThisPC » Documents > v & Sparch Documents o
ET] This PC Orgnmzr v New folder H== - T o

Burdicj4:Chonythuymucichirafilejcanymo;

=0
—=— Add a Place

v B8 This PC
) 3D Objects

‘
x I Desktop Budci5:Chonyfilejcanymo;
e M * ' - =| Documents = 3
wocr3ChonyBrowse) : »' | BAI TAP 2.do 13
' - " < Dovmloads —

\ : | Word Documents (*.docc*.c v
6664 ChigniOpen; - {[Tomr [ Conce
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|. Cac thao tac cd ban véi phan mém Word
« Pong file Word

[ e HE~ = Document] - Word L ETRUTGLTRETE

File plsl -l Insert Draw Design Layout References Mailings Review Views 1 lable Design Table Layout 'D Tell me

=5 Calibri (Bedy) - %% [A v | €S 3= A, .
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L poEE o 1E 2000 3 4 1 5 B
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g 7 (Save your changes to this file?
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+ To change any of the
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_ formatting has alrea

" programmed for £as hoose a Location Burdci4: Choningilluul -
- You can easily chang

h—_‘ colors of the templa Documents

- clicks. Go to the De:

.;._;. on Colors. From the C:» Users» PC

o can choose a differe \
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'Z feel of the documen H}\ - — W - 1
3 each different aptio: More optiofism= _— Save Don't Save Cancel
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II. Nhom cong cu dinh dang co ban
e Cong cu dinh dang van ban cd ban

Cﬁ" char
Phong: c¢hitiy

m~ =

Home Insert Draw Dﬁign Layout References Mailings Review View Help g Tell me what y

P )i < pae B HE | S E-me EE owe 4
Paste ' [ al, 1 P e 1= _ |
% Farmat Painter ﬂ A B a a | =
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Clipboard M M Paragraph
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Can giia,
Can trai
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II. Nhom cong cu dinh dang co ban
* Nhom cong cu Text

a) WordArt: Tao kiéu chit ngh¢ thuat
 B2: Dinh dang chix

)5  Mailings Review View Developer He@®)Shape Format

 B1: Tao chit nghé thuat

e Fill v 4 Text Direction . ‘Bd - Q_] Brir
e Outline v A A | Al PoSiBER W F[:] Sen
Draw Design | (3 Comments | | ¢ Editing t osition Wrap {_|
v Text v Text v
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II. Nhom cong cu dinh dang co ban
Nhom cong cu Text
b) Drop Cap: Tao chit cai 1én dau dong
® Chon chit (m6t hodc nhiéu chir) dau dong can dinh dang c¢& 16n

® The Insert
©® Chon cong cu Drop Cap

Insert aw Design Layout References Mailings Review View Developer Help I (I Con
E Qj @ m 1 @Llink v +| =] EB ' ’ [E] Quick Parts v [ Signature |
e Pictures Shape¥ Icons SmartArt Chart Screenshot = Online L Comment  Header Footer  Page Text ’4 Word st X r-:l Rate Bl
¥ ¥ Models v ¥ Videos [ cross-reference e Number~  Box "L AZ Drop Cap v ] 8] object | ~
es lllustrations Media Links Comments Header & Footer T , |
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A Dropped
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l1l. Cac budc trudc khi soan thao van ban
 Hién thi thudc do

File Home Tiénich Insert Draw Design Layout References Mailings Review Developer Help |DComments‘ | Editing v \

g 00 [HE 2% Qhlx- 88" D B G
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WQIJ’ (=] Draft | Gridlines ; Multiple Pages

Focus Immersive  |Vertical| Side Zoom 100% New Arrange Spiit Switch Macros = Properties
Mode |Layout| Layout Reader to Side [} Navigation Pane n Page Width Window  All V0N Windows v v
Views Immersive Page Movement Show Zoom Window Macros SharePoint 6l
L POGEH | 5 7 v 3 | v 4 5 b 7 8 O} 10 1 2 13 14 15 [ (a0 { LU B ¢
’ a

2N gnls 2N —atenls

k e

- Leitrail Le phai

Thwéecingang

Theé View = Ruler || " TP

75 Dao Huy Hoang Trang 67



Trung Tam Tin Hoc Sao Viét

093.11.44.858

l1l. Cac budc trudc khi soan thao van ban

» P6i don vi vé centimeter

Thé File = Options = Advanced = Display = Show...unit of = Tich chon la Centimeter.

Fead

Frint

Web

Viewrs

Mode Layout Layout

Account

(o)
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l1l. Cac budc trudc khi soan thao van ban

* Chon Font cht, cG chu

J Font chir: Times New Roman
J Co chir: 13
Chu y:

1) Van ban co san, phai chon tat ca roi moi chon Font va co

2) Néu tir g tay thi két thiic phai nhan Enter dé Gp dung.

O

@ Document1

File Home

- Word

Tienich Insert Draw

ftl | ;Q}[Times New Roman

tinhocsaoviet.com

DEsign  Layout

Paste —
v

Clipboard N

Recently Used Fonts

Times New Roman
UTM BAVIDA

UTM Amerikka Sans
UTM classizismantiqua
flarrinston
VNI-Times

VN Times

UTM Khuccamta

Arial

Calibri

All Fonts

VnAnal

(Headings)
(Body)

Q)AV Aa v /Ao

2

Reference

(N
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l1l. Cac budc trudc khi soan thao van ban

e Can chinh khoang cach dong doan

Page Layout (Layout) = Paragraph = Hinh bén

O

O

After: 6pt (khoang cach so vd1 doan sau)
Before: 6pt (khoang cach so vdo1 doan trude)

Line spacing: Single (khoang cach cac dong trong
cung mot doan)

Trung tam Tin hoc Sao Viét la mot trong nhitng Trung tam
Tin hoc hang dau tai Viét Nam c6 hon 10 nim xay dung va
phat trién.
. Before)

Vi tam nhin va cam két khong ngirg nang cao chat luong
dao tao nhan luc chat lvong cao, Tin ﬂxoc Sao Viét da khéng
dinh duoc vi thé va uy tin trong linh vuc dao tao tin hoc cho
nguoi di lam, hoc sinh, sinh vién, doanh nghiép.

After
Cac kﬁéa hoc tai Trung tam bao géln: Khoa hoc tin hoc van
phong Word, Excel, May Tinh, PowerPoint; Khoa hoc vé
ky thuat AutoCAD 2D, AutoCAD 3D; Khoa hoc
SolidWorks; Khoéa hoc SketchUP

75 Dao Huy Hoang

Draw Design | Layout | References Mailings Review View Developer
= Breaks v o Spacing Bl '
52 Line Numbers v 2< Left: ! = Before: |6 pt - ]
be Hyphenation v =« Right: \‘O cm
~
| TERT [ e A | 7
Paragraph X
Indents and Spac\e Line and Page Breaks
General
Alighment:
Outline level: | Body Te Collapsed by default
Indentation \
Left: 0cm o Special: By:
Right: Ocm -2 (none) >
[ Mirror indents
Spacing \
Before: 6 pt r-f— ~ Line spacing: At:
After: 6 pt = - -
(] Don't add space between paragraphs of the same style
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l1l. Cac budc trudc khi soan thao van ban

e Can chinh va cai dat trang in

CAI PAT VA CAN CHINH TRANG IN
Layout (Page Layout) = Page Setup =2

Chon theo hinh bén phai.

d Top (Ié trén) = 2cm

3 Bottom (Ié dwéi) = 2cm
Q Left (lé trai) = 3cm

O Right (l¢ phai) = 1.5cm
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Draw Design |Layout| References Mailings

= Breaks v ent Spacing

>~ Line Numbers v 5= Left: |O cm

N

ns

be Hyphenationv JF =< Right: ’\O cm

Paragraph

A BT [ I

Margins

Review

View Developer Help

' e )
M

5 ’ ! = Before: |6 pt

° | ii After: |16 pt

< >|1< >

3, g a

= E— —

Margins
Top: 2 cm = Bottom: 2 cm =
Left: 3cm = Right: 1.5cm =
Gutter: 0 cm < Gutter position: Left

Orientation

Portrait Landscape

Pages

Multiple pages: Normal
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l1l. Cac budc trudc khi soan thao van ban

. Bai tap thuc hanh (L)

Tai “Bai tip vé thuc hién cac budc trudc khi soan thdo van ban hanh chinh” va thuc hién cac yéu ciu sau:
1. Khdng hién thi thudc do.

2. Hién thi thudc do va d6i don vi tinh thudc do vé Inch

3. Chon font chir Calibri va ¢ chir 19 cho toan bo van ban

4. P6i don vi tinh thudc do vé cm

5. Chon khodng cach giilta cac doan la 15pt (trudc va sau déu Ll 15pt)

6. Chon khoang cach gitra cac dong la Multiple 1.5

7. Can Lé tat ca cac bén (trén - dudi - trai - phai) la 1cm

8. Chon font chir Times New Roman va cd chir 13 cho toan bo van ban

9. Chon khoang cach gitra cac doan la 6pt, khoang cach giita dong la Single

10. Chon khd gidy A4 nam doc 11. Chon Lé trdi 3cm, L& phai 1.5cm, L& trén 2cm, L& dudi 2cm
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IV. Chén biéu tugng, danh sé va biéu tugng dau doan

» Chén biéu tugng va sé muc dau doan

File nsen Draw Design Layout References Review  View
D Times New Roman v iAW A Aavﬁ»‘ S_ = 3= ,Z\L bl
Paste ? ill U v ab A~ 2 A = = & v B

pboard I N

= BAITAP TH
-

Numbering BP) (cie biét ang boc ¢

canfnghe tir vin ky cang vé

mofmon va lich hoe cu thé.

I(2) | Phii doc ky muc lug

< Bullets la cdac biéu tirong (vi du nhur hinh miii tén, hinh cham g

giip dinh hudng viée hoc tr

fronm...) dat dau moi doan dé phan biét cac doan. N 3 | Chis ding nghica ci

vien, viéc nav giup hoc vién

Q NZI’??belﬂl.ng ]a‘ Ca’c COn SOA d.av’ daAL{ ’7/10/‘1. dOQ”, dé da’nh LSYTT do.an. e : File | Home L _Tiénich Insert Draw Design Layout References Mailings Rew
4 ps New Roman 7’-'; 14 v A. A m [EE "| :E ¥ 1: ¥ E
I : = =

O B1: bat dau nhay vao doan can chén - iy
1 B2: Home > Nhom Paragraph =2 Bullets (hoac Numbering) =

BAl
Cin biét d

2
®
Ic
4
>
D
'-._
)
- U ‘
@ 1
1
Sramlll

Bullets

can fghe tu van |
moi mon va lich |
() | Phii doc }
hoc phimg no1 du
giup dinh hudng

@ Chu dong

xiendviéc nay giy]

4
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 Chen Symbol

O B1: Dat dau nhay

1 B2: Insert = Symbol

- Chon cac hinh ¢6 san.

Hodc vao More Symbols
dé c6 nhiéu hinh dang
hon.

chuot trudce vi tri can chen.

75 Dao Huy Hoang

093.11.44.858

¥ kinhocsaoviet.com
i Cdltrungtamtinhocsaoviet{@gmail.com

I''n Hoc Sao Viét

mh zsaoviet.com

ngtamtinhocsaoviet@gmail.com

tinhocsaoviet.com

IV. Chén biéu tugng, danh sé va biéu tugng dau doan

2 hinh dudi

Néu hinh trén chua du thi chon theo

Symbol

o X
symbos | @W)kial characters

Eont: ngdm/g:\ @

Wi ] @)« =0 R| 0 =2=mlan] "l

! Wingdings 2 n ?%ﬁ%g@ | & o
flnging- o] s v ololee o
&%Q‘%ﬁ?ﬁ??*@(’@&ﬁvg/
‘R_(-fFenlly us ed %yfnbol 7 7 7 7 , 7 ] , E

O My V| - | —-| O350

Unicode name:

Wingdings: 32

AutoCorrect... Shortcut Key...

Character code: |32

Shaortcut key:

from: ?o[(decimal)

‘ Cancel
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V. Chen va xu ly hinh anh, hinh dang

tinhocsaoviet.com

1) CHEN HINH ANH

Insert =2 Picture =2

® Chon hinh can chén

©® Bam nut Insert

® Tim dén thu muc ¢o6 hinh can chén

S Insert Desia

“\"A®
B Cover Page ~ = T e L l . I5Smart
:] Blank Page == [ [Tl = : \/ 1l Chart
i~ Page Break Table Pigtures inine Shapes L] Seree
v I} Pigtures -
Pages Tables lllustrations

3 Insert Picture

N E > This PC » Windows (C:) > Users > TUAN > Pictures

Organize * New folder

_6 Music
u Videos
Gido trinh THVP
WORD CO BAN
Mau Mdi

Zalo Received Files
,
@ OneDrive - Office 365
Il This PC

= \Windows (C)

== Phan_Mem (D))

w= Tai Lieu (E)

t Network

G Microsoft Word |

Chon thwmucicé hinh anh

File name: khoa-hoc-tin-hoc-van-phong.png

.
~

Camera Roll

enshots

C Search Pictures
O- O3 @
M-
New folder Saved Pictures
/]
iI » |
khoa-hoc-tin-hoc zalo last screens
0\\-van-phong.png hot.png
|3
Al'é‘tures (*.emf*.wmf* jpg;*. ~
Tools ~ 'lnsert lv Cancel
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V. Chen va xu ly hinh anh, hinh dang

2) CHEN HINH DANG
Insert = Shapes =2

Home

2r Page v
k Page
> Break

ages

Tienich ),

Layout  References

Models v

Mailings Review View Deve|

@Y\[ﬂ]@+

Icons SmartArt Chart Screenshot Online

ANNNLLL 2 2 2B E

Rectangles

HiESIRIAINIRIEIEn

Basic Shapes

HOANLOOAOQOOO®
@GOo0Odrkvar0O0d
O0ALHOORLGCSN
LIt L J & 2

[::é (@ Link

v Videos |_—E] Cross-re
Media
41+ 5

Sao Viét
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V. Chen va xu ly hinh anh, hinh dang
1) Dinh dang cho hinh dang:
O B1: Chon hinh dang: Chon ngay vién ngodi, xudt hién chiim miii tén thi méi chon
(d B2: Chon thé Format =2
® Shape Fill: Chon mau cho toan bo hinh dang 10t i Doy S

=T & Shape Fill ~ @

A
z Shape Outline @) A A & v [ Align Text v
- f ~

&) Shape Effects v €@ Create Link

’i Text Direction v

S No Color = Khéng mau (khdc mau trdng).

WordArt Styles (Y] Text

® Shape Outline: Vién ké ngoai cia hinh dang.
< No Outline = Khéng mau (khéac mau trang).

o Weight: D¢ day ciia vién
o Dashes: Kiéu dwong ke
© Shape Styles: Mau c6 san

2) Viet chit va chinh sita chit vao hinh dang

Chudt phai vao hinh dang = Add Text (hoac Edit Text)
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V. Chen va xu ly hinh anh, hinh dang

File Home Tiénich Insert Draw Design Layout References Mailings Review View Developer Help TPidure Format

Elg % Color v = LZ picture Border 0 E

3 D. h d h‘ h 2 h Remove coections Eig Artistic Bfects™  igal- @p f*/:\; P fp f\/? % &) Picture Effects~@
) !n ang ln an Background @" Eld Transparency v g v @_—) Picture Layout v

* N~
o

Adjust Picture Styles I Acce

Chon hinh = Picture format = : S A R T Y T RN R T I T
® Tao khung vién
® Hicu ing ;

, - : V oIV Téng Khai Gia
* A . A _ ! Tin Hoc Vin l:‘hgbngaca’p T%?:
® Kicu dinh dang mau -

1 Gldo vién kém 1 hoc vién

® Chon d6 sang to1 cho hinh = © =

I 0823 552 558 | 11t ok trme By M
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V. Chen va xu ly hinh anh, hinh dang

1) Thay doi kich thwée va kiéu hién thi trong van ban

® Kéo dé tang giam kich thudce theo 2 hudng

; Layout Options X

a) Giir thém Cirl dé tang giam theo 4 huong BN 1 ocvin pone CADTE

2]

N ) ' B ) ‘ 5 LT, o ‘}%I
b) Giir them Shift dé giir nguyén hinh dang ban dau ’ e

s N
9 Xoay trOn hlnh With Text Wrapping
® Tang giam kich thudc hinh theo chiéu ngang o o ClE o T
® Tang giam kich thude hinh theo chiéu doc RalgEotpes

® Vi tri hién thi hinh trong van ban:

See more...
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VI. Chen, dinh dang bang biéu
I. TAO BANG:
Thé Insert 2> Table = Insert Table 2

Insert | OB \ Y| ——
=0 Cot |

Layout References
Table size
| l__,['_) %Smarm.rt

d M " chan ‘ Mumber of columns:
Pictures Online Shapes
Pictures ~ g4 >creenshot~ Mumber of rows:

AutoFit behavior

@ Fixed column widl

v AutoFit to contents

) AutoFit to window

FEemember dimensions for new tables

Draw Table
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VI. Chén, dinh dang bang biéu
II. CAC THAO TAC VOI BANG

1. Di chuyén hoac co gian toan bang

|'|-|-|ww%&él'l-l'zﬁ-}wfl-l'Sﬂl'Gw-7'|-ﬁ-|-9%-10-1%1-1-12%-13'§-14-|'15«|-1@|'|-1-

Co gian toan bang

Chon toan bang, hodc di chuyén bang

2. Gian dong/ cot

Di chuyén con tro chudt vao duong ke dudi cua dong hodac duong ke bén phai cua cot = Xuat hién dau = va
mu1 tén =2 Giir chuot tra1 va kéo.
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VI. Chén, dinh dang bang biéu

. Delete Cells ? X |

PP R LB ————

. ©!Sh|ft cells |eft! 6a;vﬁ\,d6ngsalng,trén

3. Xoa dong/ cot/ o O shift cells up Xoéaywalddn(dillén

A " . (O Delete entire row Xéadong,|
Chuot phai vao 1 O =2 Delete cells..—> (S Diicte enitie colu m t

cance

Insert gl Insert Columns to the Left Chi’lll trongsan
5 s & Delete Cells.., 2 Insert Columns to the Right Chénicatitrongisang phai
4. Chen dong/ cot : g *"'L‘?‘J‘“J‘*EP'J
m  Sphit Cells.. 1 Insert] .

Chuoét phai vao 1 6 = Insert =2

BorderStyles b | [
H} Text Direction.. Eﬂ Insert Cells..
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VI. Chen, dinh dang bang biéu

7. Can chinh noi dung trong o:

Chon 6 = Chudt phai = Table properties = Cell =2
| - ——— Table Properties ? X
.\—h Ot |
| = - I Table Row
— E@ Copy -
I 3y Paste Options: : 1| Size
A__‘] E Preferred width: |[3.3 cm | Measurein: | Centimeters i

(i} SmMmart Lookup e
5 EEaceEl T CRCRWRRE Vertical alignment

SR ONYIMSs b

Eab"ﬁ Tran=slate

Iln=ert B

Delete Cells...

Top  Center  Bottom
Split Cells... Trén Gira! Durdril
Border Styles g M

llﬁ Text Directicon...

75 Dao Huy Hoang Trang 83



Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

VI. Chen, dinh dang bang biéu

8. To6 mau nén cho 6: ;
Chon 6 = Thé Home - Nhom Paragraph = Chon ¢ong cu Shading 2

Luu y: (dé bé mau, chon No Color).

AaBbCcDc A

o B TMNormal | T1

Theme Colors
HE EEEETHEBE

7] B [l
. LIIIIIHII'I.

" Standard Colors
H B FEEEEE

|_: Mo Color

%y More Colors...

Paragraph
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Chuadng 7:
L. Phan mém bang tinh Excel

RN
N
-
y TN
-~ <] .' § s 1%
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Noi dung bai hoc

n Cac thao tac co ban véi phan mém Excel

Tao va trinh bay bang tinh

Loc va sap xép dir Lliéu

Tim kiém va thay thé

Tinh toan vgi cong thuc va st dung ham cd ban
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l. Cac thao tac cc ban véi phan mém Excel
» Bai tap tiép can
1. Tao 1 workbook mai va luu vao Desktop vdi tén Thuc hanh Excel
2. Tao 3 sheet mdi va dat tén nhu sau: Sao Viet 01, Sao Viet 02, Sao Viet 03

3. Doi tén Sheet Sao Viet 01 thanh Tin hoc Sao Viét

4. An Sheet Sao Viet 02

5. Xda Sheet Tin hoc Sao Viéet

6. Hién thi cac Sheet bi an
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l. Cac thao tac co ban véi phan mém Excel
* Tao file excel mai

-

dao huy hoang 3 C)IE) ? — O X

Budci3: Ehon Blankeworkbooks
4&non

~N O B WN e

Blank workbook

Account Search for onli... P

Suggested searches:  Business Personal Planners and Trackers

Feedback
Lists Budgets Charts Calendars

Options
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l. Cac thao tac co ban véi phan mém Excel

e Luu file

Lrl_I Home

DNE‘I.I'I.I'

[Z Open

Get Add-ins
Info

Save

Save As

Print
Share
Export

i Close

y

75 Dao Huy Hoang

excel madi

—t _F-.-F_

Buioe 13 Chon Kile

—

COther locations

E@l This PC
'%H Add a Place

Buidi¢ 3i: Chon Briowise

s . -

D db Calibri 111 | A A
Eg ~

Paste B I U~ i+« e A~

Clipboard T

appears when you hover over a folder.

X
<« » 4 Bl > ThisPC » Desktop » v | @ | Search Desktop fe]
Organize « Mew folder = v 0

A
[ This PC
_J 30 Objects
> [ Desktop ﬁ']l:
|£:-'| Documents
Jr Downloads
Tags: Add atag
. Hide Folders Save Cancel

R —
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l. Cac thao tac co ban véi phan mém Excel
« Pong file excel

= E Bookl - Excel Bai Vuong Lai

File Home Insert Page Layout Formulas Data Review View E Help / Tell me what you want to do

Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

‘::.-"'

Buigie 11z Cliek chQ>=

Al & Jx 2 ; . W) VAR . T
Buioie 2y Luu truoie khil thoat 8
Save your changes to this file?

A E C D
. ’(l Budic 3 Dt tén

( Buigie 45 Chon neil luu
Luu  Khong luul

10
11 “

Documents
C:» Users » PC

(o IR (e R 5 Y S T B L IR

|+

75 Dao Huy Hoang
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l. Cac thao tac cc ban véi phan mém Excel
* Trang (Sheet)

Sheet (ky hiéu SH) M6i mot WB c6 nhiéu SH, néu coi WB la 1 cudn s6, thi SH

nhu nhiing t&8 gidy trong cudn sé do, mot SH la mot ta.
e Thém: Chon vao dau (+) dudi khu vuc tén SH.

« Pat tén: Chudt phai vao tén — Rename (hoac nhay dup vao tén SH).

« Xoa: Chuot phai vao ten — Delete.
» Sao chép: Gill chudt trai vao tén déng thai gitr CTRL va kéo tha.
* Di chuyén: Gilf chudt trai vao tén trang déng thai kéo tha

75 Dao Huy Hoang
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l. Cac thao tac cc ban véi phan mém Excel
e Dong, Cot
Cot (Column) thudng ky hiéu bang chir cai, dong (Row) thudng ky hiéu bang
con so.
e Chon dong/cot: Click chuot vao tén dong hoac cot.
» Chon nhiéu dong/cot:
o Chon liéen tuc: Chon 1 dong/c6t sau do gilr Shift va chon dong/cot khac
o Chon khong lien tuc: Gitr Ctrl va click chuot vao tung dong/cot
« Xoa: Chon dong/cot > Chuot phai > Delete (hoac Ctrl -)
e Chen: Chon dong/cot > Chuot phai > Insert (hoac Ctrl +)
e Sao chép: Chon dong/cot > Chudt phai > Coppy (hoac Ctrl C)
* Di chuyén: Chon dong/cét > Chudt phai > Cut (hoac Ctrl X)
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l. Cac thao tac cc ban véi phan mém Excel
e Dong, Cot
e Dan: Chon dong/cot > Chuot phai > Insert Copied Cell (hoac Ctrl V)
o ,&n/Hién thi (Hide/Unhide): Chon cot/dong > Chu6t phai > Hide/Unhide.
« Gian dong, cot: Chon tré chudt vao dudng chi dudi dong hoac bén phai

cot va kéo tha.

« Tu dong gian theo kich cd noi dung: Nhay dup chuot vao dudng ké (dong
hoac cot)

e Dan déu nhiéu dong cdt: Quét chon nhiéu dong hodc cbt > Kéo dan 1

dong hoac 1 cot trong vung chon
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l. Cac thao tac cc ban véi phan mém Excel
e
Pia chi 6 dudc ky hiéu bing Cot va Dong tudng Ung, vi du B12 = dia chi O ndm
trén cot B va dong 12.
e Chon: Chon tré chuot vao 6 bat ky.
» Chon nhiéu 6: Chon 1 6 dau tién — Gilr Shift va chon vao 6 cubi trong
vung.
* Tron 6: Chon cac 6 can trébn — Thé Home Nhém Alignment — Céng cu
Merge...
+ Xudng dong tu ddng: Chon O — Wrap text.
» Xudng dong tha céng: Chuyén diu nhay tai ngi cdn xudng — Alt + Enter
» Chinh slfa ndi dung: Chon O — F2 (ho3c Click ddp chudt vao O)

75 Dao Huy Hoang Trang 94




Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

l. Cac thao tac cc ban véi phan mém Excel
e Xoa dir lieu trong Excel
» C1: Chon O Phim Delete.
e C2: Chuot phai ClearContents.
 C3: Thé Home Nhédm Editing — Chon cong cu Clear — Chon cac muc

sau:
o Clear All: X6a toan bo (tu dinh dang, n6i dung, ghi chu...)
o Clear Formats: Chi xda dinh dang (Chi xéa mau sac, khung vién,
in dam...)
o Clear Contents: Chi x6a noi dung; Clear Comment: Chi x6a ghi

chu.
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Il. Tao va trinh bay bang tinh
« Ké khung cho bang

> Bookl - Excel

Insert Page Layout Formulas Data Review View Developer Help ‘D Tell me what you want to do

Fi e 1 L% : _.H. . 3 = i
- X Buioie 2y chon cong cu Border [Genero 10 E
| B o | x

Paste B I U ~ ¢~ 9 » %1 M Conditional For

v ’ s ' Formatting~ Ta
Clipboard M g Borders alignment Number M Style

-  Bottom Border
H2 - —
Top Border
Left Border N
A l ¢ | Right Border G H 'I K h. L M

1 .\."'\.
- y . Mo Border
| .
'4 i - i i k .
5 Buigie 3z Chon All border
B
T
E |
= Buoe 15 Chon vung
11
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Il. Tao va trinh bay bang tinh

e Can chinh noi dung cho bang
tren, dwoi
A Page LaycC

Tao khung
vien

Wrap text= xuoéng
dong tw dong

Can trai,
giitva, phai

Sao chep
dinh dang

\ - |

Mau chiwv

B=Boi dam
= in nghieng X
U=g@c|] chan Mau nen
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. Loc va sap xép

* Tao bo loc
5 o~

Eﬂ@m@miﬁh@

From

ent Existing

Buoie

i

I b
= Filter

Data* Text/CSV  Web Range urces Connections Yo Advanced
Get & Transformfifata Sort & Filter
A5 o J || Ngay ban
A B C D E F G H | J

1 III"-..
5
3 "
. | Buidie 1z Quét chon vung du Li¢u

Ngiy bin | Loai SP| Mi SP PVT | S5 hromg |Gid ban| L lauh
9 - ' tien
6 | 01/01/2024| SPL1 | MHO001 | Gao thom la Kg 65 | 25.000 | 1.625.000
7 | 01/01/2024| SPL1 | MHO004 | Dudng tring Kg 65 | 4.500 | 292500
g | 01/01/2024| SPL1 | MHO001 | Gao thom la Kg 65 | 25.000 | 1.625.000
9 | 01/01/2024| SPL1 | MHO001 | Gao thom la Kg 65 | 25.000 | 1.625.000
10 | 03/01/2024| SPL1 | MHO002 | Nudc mam Phi Quéc | Chai 40 | 10,000 | 400,000

75 Dao Huy Hoang Trang 98



Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

. Loc va sap xép
Loc dir lieu

e LT

Buigie 11z Click vao mui téni ¢7 dau €0t

| 01/01/2024| 21 SortAtoZ |
|01/01/2024| £| SortZto A "
| '[]'1.-"{}1.-"2{}24_ Sort by Color b
01/01/2 {}24_
03/01/2 {}24_
| 03/01/2 {}24_
| ﬂi.-'ﬂl.-'2ﬂ24_ Text Filters '
03/01/2024 |
. . ) ) 2l i (o)
26/01/2024) | Puong den <] _{l! Y Zi3 Nlhiﬂ[g, noil dung;
. _ "\
26012004 o [ (Select All Search Results) cAanl lﬂc fﬂﬂ) ) ge ﬂ]rﬁ“hl
' . 1 | |:| Add current selection to filter St - &
| Eﬁ.-ﬂl.-2ﬂ24_ _____ .E"-I"Ifﬂg den
| 26/01/2 {}24_

,/'l
y
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. Loc va sap xép
* B0 loc
Buoie 1:

| 01/01/2024| 7
| 01/01/2024| &
| 01/01/2024
01/01/2024
03/01/2024|f
| 03/01/2024
| 03/01/2024
| 03/01/2024

| 26/01/202 4

| 26/01/2024
| 26/01/2024
| 26/01/2024

!
i
|

Sort Ato £
Sort £ to A

Sort by Color

Teut Filters

Search

[ L F

Click vao miil tén ¢ dau ¢t
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. Loc va sap xép
« Sap xép

Buoe 1 Click vao muil ten o; ﬁlfa\ul i:{]p

B““"WE s S{dlg’ E‘:JF.'J Ngiy by Loai Sl Ma Sha Tén SP

Ting dan — 3 P & _./ 63
Giam dan ) | Kg 65
e — T e
Sort by Color Kg 65 | 25,000
| EKg 65 | 25,000
] T;; Clear Filter From “Ten 5P Cha l 40 | 10.000
Chai 40 | 10,000
Text Filters ) | Cha 10| 10.000
Chai 40 | 10,000
Search ..
I Kg 40 | 5,000
""" |: {SEIEEII ﬂi“} Kg 40 5}{}[}[}
----- Ij Add current selection to hilter ;
----- ) Buong den Kg 40 5,000
Kg 40 5,000
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V. Tim kiém va thay thé

e Tim kiém

Buidic 13 Nhan Ctrl B

Find and Replace L] >
Find Replace
Find what: Gao tham I3i — _ v
} i i _1‘ e
Baroie 2 \Ilhrﬂllg, mﬂ dung can tim
. Options > =
Close
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V. Tim kiém va thay thé
» Thay thé
Budie 113 Nhan Ctrll H
Find and Replace ] "

Buidie 23 Nhap noil dung ean tim

Find what: EJLrtrng den

Feplace with: | Buong phen

| Buigie 3z Nhap ndi dung thay the

i Replace Find All Close
Buigie 43 Chon Replace All
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V. Tinh toan vdi cong thuc va si dung ham don gian
* Phép toan co ban
e Cac phép toan cd ban:
o Cong (+), Tru (-), Nhan (*), Chia (/).
e Quy tac thuc hién phép tinh.
o = biéu thuc todn hoc -> Enter
o =PDijachio 1l + diachio 2 ->Enter

o VD:
m =3+b5
m =-Al1+Bb5
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V. Tinh toan vdi cong thuc va si dung ham don gian
* Phép toan co ban

y Con ga 11 13 =B2+C2
3 Con vit 8 7
4 Con heo 4 6
5 Con bo 2 1
. Con trau 0 2
. Con cho 1 2
’ . Con de 0 4
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V. Tinh toan vdi cong thuc va si dung ham don gian
e Sao chép cong thuc

Bugie 15 Chon o) ehira; cong thurie
A B C D

Nha Lan Nha Huy Toéng cong

, Con ga
3 Con vit & 7
Con heo 1 6 Buoic 2 Giur chuot vao)
’ ée duéi bén phiil & v kéo
A ==

5 Con bo 2 1

B Con trau 0 2

. Con cho 1 2

. Con deé 0 4
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V. Tinh toan vdi cong thuc va si dung ham don gian
* Ham tinh téng
e Cong thuc:
o =SUM(Vung tinh tong)
o Vidu:

) Con ga 11 13 9 15
3 Con vit 8 7 9 11
4 Con heo 4 6 5 3
; Condé 0 4 3 4
E Tong so con vat moi ban nudi =SUM(B2:B5)
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V. Tinh toan vdi cong thuc va si dung ham don gian
e Ham tim gid tri nhdé nhat
e Cong thuc:
o =MIN(VUung tim gia tri nhd nhat)

o Vidu:
1 Nha Lan
, (Con g 11 13 9 15
3 Con vit 8 7 9 11
4 Con heo 4 0 3 3
. Condé 0 4 3 4
] So Iwong vat nuoi it nhat =MIN(B2:B5)
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V. Tinh toan vdi cong thuc va si dung ham don gian
* Ham tim gia tri Ll8n nhat
e Cong thuc:
o =MAX(Vung can tim gia tri l6n nhat)
o Vidu:

Nha Lan Nha Huy Nha Hung Nha Kiét

, Conga 11 13 9 15
3 Con vit 3 7 9 11
4 Con heo 4 6 5 3
. Conae 0 4 3 4
; SO lwong vat nuodi nhiéu nhat FMAX(B2:BS)
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Chuadng 8:

. Phan mém trinh chiéu PowerPoint
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Noi dung bai hoc

n Cac thao tac cc ban véi phan mém PowerPoint

Thiét ké va lam viéc vdéi slide

Dinh dang van ban trén slide

Su dung hiéu Ung cho slide

Chén biéu tugng, danh sé va biéu tudng dau doan

Chen va xu ly hinh anh, hinh dang // -
Y/
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|.Cac thao tac cd ban véi phan mém PowerPoint
* Tao file PowerPoint madi

PowerPoint N ew

Blonk Presentation Circuit
PowerPoint //
e 1l Bm ==
s Clhick chufe (ki 2

Buoie 3: Chon Blank Presentation

vdo bidn tuyng PowerPofimt
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|.Cac thao tac cc ban vdéi phan mém PowerPoint
* Luu file PowerPoint

Draw

tinhocsaoviet.com

| | [ | Layout ~
LI'IJ Home | D ¥ Reset
Il Paste Mew
. Slide~ L oection
(3 New Cliphoard s Slides Ek the pin ico
[ Open 11 1
@& save As ot
y . T
Get Add-ins «— 1 <« Desktop » Baitap v | 0 Search Bai tap o
Organize + Mew folder = (7]
Info T i . Qe
. ~ Budie 44 ehon nejil luu
E This PC e T ——— Fﬂ'cﬁff’ehwiﬁrﬁaﬁfh}-'c:ursearn:h.
Save “J 3D Objects
I Desktop

@ Documents

Budie Sy DAt tén

File name: | Bai tap trinh chiéu

<
—

Save as type: | PowerPoint Presentation (*.pptx)
I LS s Tl
Chon, Briowse

/ \Tagz: Add a tag
[ |~ Browse ]

Authors:  Bai Vuong Lai

.

Tools w—

» Hide Folders

Save

&

Buidie 63 ehoni Save)

Cancel

Pao Huy Hoang
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|.Cac thao tac cc ban vdéi phan mém PowerPoint
« Pong file PowerPoint

. = [
Clipboard ¥ Slides Font s

1
\ ¢ Buoie 2 Luw truige khil thoat
( Save your changes to this file?

( Bugie 45 Chon neiil luu

Budie 3s Dt tén

Bai tap trinh chiéu pptx

1’.‘ Tai liéu y
[~ OneDrive - Personal

| Luw  Khong luu
More .:.pti.:.r;;h___.‘_f \ Duﬂ'tﬂav:_l Cancel
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Il. Thiét ké va lam viéc vdi Slide
 Théem Slide

75 Dao Huy Hoang

|
Budie 3 Chon mau Slide ¢6) san:

Hlo E_‘:ﬁ' [llh_t:ilg phim tait Citrl M

-

Insert Draw Design Transitions Animations

Two Content

Content with Picture with
Caption Caption
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Il. Thiét ké va lam viéc vdi Slide
e Xoa Slide

-

]

. 47 Buide 13 Click chuot phail vae Slide muon x6a;

¥ M

'EEI Paste Options:
" oy
[ L
I—| Mew Slide

=] Duplicate Slide
"|' i | b TP e | S Alta o Sy

i!.--\.r.n...l.::-.ll:.rilu-. I__E:! EE'EtE 5|||:|E _,.:i_':_],-"cj Z'in.; @.J' | l. ]__ll_).,-E:'l = U S'!lll 'E_"‘II

Lru E Add Section

';IJ.'.I i ol b s ok |:| LE}I’DI_”: h-

Y] Reset Slide

-{E Format Background...

¥ L

¥

sl .
é MRS 4 Hide Slide
%

'-::' Mew Comment
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Il. Thiét ké va lam viéc vdi Slide
Nhan ban Slide

~Buigie 11y Clicks chuot phiil vao Slide muon xoa

Search the menus

X Cut

¥ P

.T-_hl Paste Options:
=i oy
O Llal
i—| Mew Slide

=] Duplicate Slide

Hhac sinh chow. Pty E EElEtE Slide
" Add Section

Buigie) 2 Chon Duplicate) Slide;

¥ L

F
[l

';IJ.'.I o e bbb Qe ik |:| La}rnut h.
¥™] Reset Slide
_— @ Format Background...

¥ I

w .
é MRS d Hide Slide
S

'-::' Mew Comment
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Il. Thiét ké va lam viéc vdi Slide
* Di chuyén Slide

n LR

Buidi¢ 113 Giuy chuot: trai

" — ——..j/ -

vao slide ean dil ehuyén

2
&
3
S g
Buigie 2 Keo toil vil tril moiil

va tha chugt ra
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lll. Pinh dang van ban tren Slide
e Cong cu dinh dang van ban thuong dung

@ﬁi char:
Phong: ehir

H ©~ 0 @ v Presentation1 - PowerPoint

File Home Insert Draw Design Tra 1sitions Anir 1ations slide Show Record Review View

L B &= o — J— "E" e
Layout Times Mew Roman b A A & = E: v =~ lli
N 7] Reset . k - 3 [:] i
= A\‘I' e o a e — EE e
o Clide~ CJ3ection~ a a n S e S~ Al 7 é = | é é = = ]~
Clipboard T Slides [ Parggraph B

Cian deu
Can phai
Can, gitia

F 4 Cin trdi
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V. St dung hiéu Ung cho Slide
Hiéu Ung chuyén trang

&@b@]}ﬁ]ﬁ@mﬁm@mﬂmﬁm
E e Bm W

Push ‘n"' ipe Spllt Reveal Cut Random Bars
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V. St dung hiéu Ung cho Slide

e Hiéu Ung cho noi dung

*:: E-:u

Preview

W 114 )L ¢ X w

Float In Spht

Wipe

Preview

5

L
&‘J-T..—.-.—..—E

¥ L

* I

|

75 Dao Huy Hoang

Animation

Bude 1 Chon doil tugng
muon| them, hi¢u, wng
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V. S dung hiéu Ung cho Slide
e Tuy chinh hiéu Ung
=R

tinhocsaoviet.com

PowerPoint Bai Vuang Lai ‘“L’l = — O

File Home ' ‘Transitiﬂn ‘ Animatior @[3 Shﬂu‘ Record ‘ Review ‘ View ‘ Add-ins ‘ Help | Shape Format ‘ 'D Tell me []

Ca¢h hicu: 1’i-n; (bat diau b Start: |On Click |~
Thoil gian ¢ hIE ul ling: L) Duration: Auto |

Bﬁ——-fu_;w =
Hiie ul wing: bat: daul saul . <o Zlay

Pt et e et Sar—t e

(5 Dy (0000 =

Timing

With Previous

After Previous

¢ keet th

=

Neay sau l—ahull hllElll g tEuoe
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V. Chén biéu tugng, danh sd va biéu tugng dau doan
e Chén biéu tugng (Symbol)

& Autosave (@ off) YD~ 0) T = Bai1Taoslide trinh chiéu don gian... = Saved to this PC v

File Home — — |E |@Remrd |'15Present in Teams
l . ~ o \
B DY > ()

b=
@ SmartArt Symbaols

D Cher Buioi¢ 3: Chon ""Symibol"

“ameo | Shapes lcons

Buidie 2y Chon "Insert"

____ - Camera wlystrations | ) s
Symbaols ‘
udic 4 chon bitul tuigng muon ghm\
O >
‘Wingdings 2 vl
Buoi¢ 1 Dat LIH'_L chuot B = 2|7 2lae|3¢ @;J nlo|al=|=z|g|n|os
vao Vil tril muon eheén 0 - TSINR: glololzlzleoElalal o cl<s=|=e
gNQlDUNGCHlN EEENIBREDRERNEEE
® ®|0|0ler&|a|&|?|P|?|? a0
| <o 0|l0|o|o|e|ole|o|e|o|o|e
Fail mue Font, tim dén cdo mues o e ole/eleee|o 1[00C[¢[+ .
Wingdings vt i
Wingdings| 2 = |Aln|m= BV DNEDO| A a0
g Wingdings 2: 32 Character code: | 32 frﬂm:ﬁbnl[decimal] e :
g [P L Buidies 5 Chon "“Insent!" [ T ]| [ ane |
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V. Chén biéu tugng, danh sd va biéu tugng dau doan
» Panh thud tu dau dong (Numbering)

S e ——— — — \ .
File m Insert Draw Design  Transitions  Animations  Slide Show  Recofd oW, Add-ins  Help  Shape Format |'»~_—'| |@'Record | |@Presentin Teams |

' - :Z'H§ 1= l’i‘ Text Direction ~ ..\\.DQ |:| Q O =2 Shape Fill ~ £ Find I\Q) EE 8
w \J1] E] B ¥ ‘ \ OALLD G . ange B? Shape Outlin (')LI': Replace Dictate  Add-ins  Designer
Bur(j,}c 3/. Ch'ﬂ)}l’m N“|m|b)®lﬂntg E } 1 1 e } l S | v &) Shape Effects [ Select~
Mone 2 2) & Drawing o Editing Voice | Add-ins .

Bude 4: chon kiéu thii tw mong muon

I C c) %\;
o O

m

= Bullets and Mumbering...

| [Thé nao 13 séng dep:

| h th ome P

Biéu hién cua song dep:

NOI DUNG CHINH |  {¥nehia ctaséng dep: c,

Lam thé nao dé cé dao li séng dep:

Loi ket
Buare 1:; C,i_@nn van ban
mtw@n anh thar tu

) 9] 9]

75 Dao Huy Hoang Trang 124



Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

IV. Chén biéu tugng, danh sé va biéu tudng dau doan
» Chén biéu tugng dau dong (Bullets)

@ Autosave (@ off) D~ ) T < BailToslide trinh chiéu don gian.... = Saved to this PC v P sear

m  Record Review View Add-ins Help  Shape Format

Shape Fill » 2 Find and Replac
 Shape Outline ", Replace Fonts

& Shape Effec Lr Select ~
] Editing

Duoc moi nguoi yéu quy

3 Y ngh|a Cua Lam cho ching ta cam thay yéu doi va thoai mai hon

Song dep Giup cudc sdng va xa hdi tuoi dep hon

113 Clhom vam bdm
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V. Chen hinh anh va hinh dang
e Chen hinh anh
11 Chgm & "lmsert”

File Home rIn5»a=rl_'lljlraw Design  Transitions  Animations  Slide Show  Record Review View  Add-ins  Help |
__|

L - ] | I D= - . / T '3'.
Buoic 2: Chon "Picture" AL A

Comment Text  Header Word&rt

[T
Mew Table | |Lictures

Slide Box~ & Footer - E|:|
Slides Tables L Insert Picture From Camera Hustrations Power Bl Links Comments Text
0o < : 11 0[] PRE<PE i 8 L
ude 3: Chon This "Device..."
\ (= meeee- | Biwoie 3: Chon This ""Deviee...
o — Fal Stock Images... )

ok Organize «

Onelrive - Perso

B This PC

W 3D Objects
P Desktop
E Documents

¥ o

Downloads

-

I JEF@Q 5:"; Crhl@li_l "'fImlgartfﬁ'f
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V. Chen hinh anh va hinh dang
e Tuy chinh hinh anh

@ AutoSave O~ I = Presentation] - PowerPoint .
iE\ | @ Record | | & Present in Teams |

Design  Transitions  Animations  Slide Show Record Review View AddV"/vUFXCFE@e’ZU‘TZIPicture Format

——— ]

File Home Insert Draw

Elg Color ~ =] \
- 23 : ot | e W Be W oe- B oe MR pe- B B \ seory e Strntor
Remove Corrections EE Artistic Effects~  Gal v = =3 = == = =8 = B]u\@G 210’, Plc_'it',l_l't_"!? b((lrm’at‘
Background ¥ E[d Transparency~ £ ~ )
Adjust Picture Styles

by

“‘ 33 Chon Kitw Khung vitm
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\ \ ? \ \
V. Chen hinh anh va hinh dang
e Chen hinh dang
113 Clhgm tihé “lmsert™

File Home I Insert I Draw  Design  Transitions  Animations  Slide Show  Record Review View  Add-ins  Help ||.T—|| |@Hemrd | |ﬁF‘resentin

zahﬁnhﬁ____fjé

Bude 2: Chon "Shapes” = T\ Buidie 33 Chon hinh dang mudn vé

"

I
Slides Tables Images Camera Recently I.Ised hapes Ll Links Comments Text Media

‘ FAEFENNCOOOA L LD
(Fe™ ™ { }

_ Lines -\
- . 2 | m— . A - " 2 =
_\\\ILN Buidgic 4 Giiir chudt va kéo deé vé

Rectangles
I I L |

*

Basic Shapes
EEFEOANLO O
GCOoJOI~
FHO~LJO
NI 0 ) ()

Block Arrows

Do Jeo LR
€ oun=D >IN
1p4r R

4 Equation Shapes

P = 83 = S FA

6
e

e
L
ORL

Livi ket

¥ =]

¥ Co

/// [rm-|
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IV. Cheén hinh anh va hinh dang
« Tuy chinh hinh dang

File Home Insert Draw Design  Transitions  Animations  Slide Show Record Review View Add-ins Help JShape Format |E| |@ Record | |ﬁ Present in Teams |
' .— - T ———————— — : .
. - . -_—- . " dﬂ Sha EF||| " r-—__-.-————___ |
\\\DG {5 Edit Shape r el p t 2 ~ = . ‘ i
Buioie 23 Chon "Shape Format™

[:]&—L—I_,E}U [A] Text Box ~ - # .7 Shape Outline ~
e\ { e

Insert Shapes

.@ Shape Effects ~

WordArt Styles My Accessibil.. Arrange Size Mmoo~

'Y

v chinh mau Nén
v chinh Vien
Tll!y chinh hiéu

L

LI |

i
O
w

oo

/ Slide 3of8 [ English[Unite;States] %% Accessibility: Investigate — Notes IS 55 = - — + 0%
75 Dao Huy Hoang Trang 129



Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

 Chudng 9:
A, Ung dung Al trong trinh ch

o N

ieu
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Noi dung bai hoc

n Gidi thiéu vé Slidesgo

Cac budc tao bai thuyét trinh véi Slidesgo

Gidi thiéu vé Gamma

Cac budc tao bai thuyét trinh véi Gamma

75 Dao Huy Hoang Trang 131



Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

l. Gigi thiéu vé Slidesgo

Bai tap tiép can

+ Bai 1: H3y tao bai thuyét trinh 8 trang vé cha dé “Ung dung cta Al
trong cudc séng”

» Bai 2: Hay tao bai thuyét trinh 10-12 trang vé chu dé “Bao luc hoc
dudng tai Viet Nam hién nay”
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l. Gigi thiéu vé Slidesgo

» Pay la la mo6t nén tadng truc tuyén cung cdp hang nghin mau slide
mién phi va tra phi danhcho Google Slides va PowerPoint
* Tinh nang ndi bat:
o Slidesgo cé cac thiét ké sang tao, dep mat
o Phu hdp véi nhiéu linh vuc
o H6 trg tao thuyét trinh tu dong nhanh chdng
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Il. Cac budc tao bai thuyét trinh véi Slidesgo

« Budc 1: Truy cap slidesgo.com va dang nhap. sau do chon “Tao bai

thuyét trinh Al nhu hinh”

< SLIDESGO

congcuAl ] v Mau v Trungtimgidoduc v  Hoc héi v

Hon v Ké hoach & Gia ca

Tao cac bai thuyét trinh 4n turong nhanh hon vai Al

Chuyén tir y tudng sang slide chi trong vai gidy véi Al va cac mau mién phi cho Google Slides, Canva va PowerPoint.

Trinh tao bai thuyét trinh
Al

Tao bai thuyét trinh tét hon,
nhanh hon vai Al

Tim kiém mdt mau

&)

B chuyén déi Al PDF
sang PPT

Chuyén ddi nhanh chéng PDF
thanh ban trinh bay bang Al

©

Trinh tao ké hoach bai
hoc Al

Tao bai hoc theo tung lép hoc
vai Al

Trinh tao cau do Al

Tao cac cau dd san sang su
dung chi bang mét cu nhap
chudt

Q

5

May phat dién pha bang
Al

Tao cac hoat dong I6p hoc
thu vi vai Al

”v

75 Dao Huy Hoang
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Il. Cac budc tao bai thuyét trinh véi Slidesgo
* Budc 2: Nhap chu dé hoac muc tiéu cta bai thuyét trinh

Al Presentation Maker @

MNang cap tro choi slide cua ban vai Al Presentation Maker cua chung t6i. Tao bai thuyét trinh
chuyén nghiép chi trong vai giay!

Hay tao bai thuyét trinh (khodng 10 - 12) trang vé chi dé “Bao luc hoc dudng tai Viét Nam hién nay”

% 3_12
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Il. Cac budc tao bai thuyét trinh véi Slidesgo

e Budc 3: Xem lai ndi dung dudc tao ra va nhan “Tiép Tuc”

Xem lai n0i dung @

Tinh chinh va tuy chinh néi dung trang chiéu dé cé bai thuyét trinh hdp dan.

Tong cdng co 11 slide

1 | Tieu dé slide | Bao Iuc hoc duéng

2 Giéithiéu

Bao Iuc hoc dudng dang trd thanh van dé nghiém trong tai Viét Nam, anh
hudng dén mai trueéng hoc tip va tadm ly cla hoc sinh. Bai thuyét trinh nay
s& phan tich tinh hinh hién nay, nguyén nhan va dé xuat giai phap nham
giam thiéu tinh trang nay.

3 Tinh hinh bao lue hoc duédng K .
_ | >
Tai tao Giong diéu Hinh anh  «- {]
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Il. Cac budc tao bai thuyét trinh véi Slidesgo
e Budc 4: Chon chu dé va nhan “Tao bai thuyét trinh”

chon mdt chii dé va tai xubng @

Kham pha chu dé cua chung t6i, chon chi dé ban yéu thich va tai xuéng ngay! - a2
Chon|chulde¢)

DOODLE

TECHNOLOGY A 6
INNOVATIONS m PORTFOLIO
“ .

\ -
" X/
rd
/
! g
”~
‘
Horo o our prosontabon b

- N International 4~ MINIMALIST
HOLLYWOS ’ Organlz;'atlons AESTHETIC

\“. s ';

2%

Bat dau lai [ «}; Tao bai thuyét trinh
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Il. Cac budc tao bai thuyét trinh vdi Slidesgo

e Budc 5: Nhan nut “Tai xuéng ngay” va kiém tra két qua

X
Da xong! Tai xudng bai thuyét trinh cta ban

Nhap vao nut dé tai xuéng bai thuyét trinh cta ban.

Hay bé s Tai xuéng ngay

\ 7
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I1l. Gidi thiéu vé Gamma
e Cong cu Gamma App: Pay la mot cong cu Al giup tu dong hoa viéec

thiét ké slide trinh chiéu mot cach chuyénnghiép va nhanh chéngl)
* Tinh nang ndi bat:
o Gamma Al c6 kha nang tu déng téi uu bd cuc slide
o Tich hdp cac hinh anh va biéu d6 tu dong

o Linh hoat diéu chinh dé dap Ung nhu ciu riéng.
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IV. Cac budc tao bai thuyét trinh véi Gamma

e Budc 1: Truy cap Gamma.app va dang nhap. sau do chon “Tao maé

299
I

Pai Vwrong Lai's Works... - + Nhan Alkhdnggiéihan & 470 credits Q. ’
FREE ' v O Gammas -

' + Méitrtrbng 5 Nhap v

= Tatca @© Daxem ginday ® Dobantao ¢¢ Muc yéu thich 7L 88 Lwéi = Danhséch

Chuyén dén

[

5 Gammas
2  Duogc chia sé véiban
@& Trang

4 Hinhanh Al

4

Thw muc +

T4 chirec gammas theo chil dé
cuia ban va chia sé chiing voi
nhém cua ban

Tao hoac tham gia mét thw muc “

¢ Mau ~ [ 4 L.\
o Khong phat hien gammas
(M Camhing .
n— Hay thi thay ddi bo loc clia ban hoic xem tAt ca gammas.
@ udé
@& Phong chir tuy chinh Xem t4t ca gammas
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IV. Cac budc tao bai thuyét trinh véi Gamma
« Budc 2: Chon “Tao”

Sdng tao bdng Al

K 4 A K N
Ban muon bat dau nhw the nco?

Ddn véo vén ban Tao Nhaép tép hodic URL
Tao tir I&i nhic mét dong

3 Tang cuwong tai liéu, ban trinh
trong vai giay

bay hoac trang web hién cé

Tao tir ghi chd, @& cuong
hodc ndi dung hién cé

g X
4+ PHO BIEN

75 Dao Huy Hoang Trang 141



Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

IV. Cac budc tao bai thuyét trinh véi Gamma
» Budc 3: Chon sé lugng Slides, dién chu dé va nhan nut “Tao dany”

Tao

A e O T
Ban muon tao néi dung gi hom nay?

-
Thuyét trinh Trang web Tai liéu Xa hoi
8 thé v 11 Macdinh v  m TiéngViét ~

Thuyét trinh vé tinh hinh bao luc hoc duoc hién nay
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IV. Cac budc tao bai thuyét trinh véi Gamma
» Budc 4: Chon chd dé va nhan “Tao”

Tuy chinh gammactua ban

Y
Chu de @ Xem thém
Str dung mét trong nhirng cha @& phé bién cua chiing t6i bén dudi hodc xem thém

Title Title

Body & Body & link

v Night Sky Fluo Borealis

Title

Body & link

Wine Coal Daktilo
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IV. Cac budc tao bai thuyét trinh véi Gamma

* Budc 5: Hoan tat. Nhan “Chia sé” > “Xuat” va chon dinh dang tai xudng

(> Chia sé Bao Luc Hoc Duong: Thuc Trang va Giai
Phdp

2+ Cong téc ® Chiase y, Xuét </> Nhing Xuét ban Ién trang web...

o
> A > ~ > 2 . > .. -e
Tai xuong ban sao tinh ctia ban gamma dé chia sé véi nguoi khéc.

TAt ca céc thé v
Xuét sang PDF
Xuét sang PowerPoint
Xuét sang Google Slides MOt

Xuét duéi dang PNG

hoac ban c6 thé dang truc tiép 1én ...

f Linkedin mon
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Chudong 10:

~-|-?o sd do tu duy véi MindMaple
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Noi dung bai hoc

n Cac thao tac co ban véi phan mém MindMaple

Thiét ké so do tu duy ddon gian

Dinh dang cac déi tugng chir

Dinh dang cac d6i tugng hinh hoc
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|. Cac thao tac co ban
1. Tao so dd tu duy mdi

o Budc 1: Mé phan mém MindMaple.

o Budc 2: Chon File

o Budc 4: Chon New dé tao mot so do tu duy mdi.

o Budc 3: Chon mau cé san (template) phu hdp v8i muc dich su
dung.
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|. Cac thao tac co ban
* 1. Tao s d6 tu duy mdi

) ' =
9 File N Insert Format View Review Tools Style

] New  |§E;

Recent Files

093.11.44.858

| Design Tools | Mind1 - MindMaple

tinhocsaoviet.com

H SaVE 35 Thank You for Using Mindkaple.emm =
ﬂ CvProgram Files x3c)\MindMaple\MindMaple1\Contents\ENLU
E; Dpen
J Close
) X
I Map Themnes “
Map Templates R — &
Import == — : — =
Print Branch Map Army Green
@ Export
e |
£ 2 =
. Help = (== (&=
MindMaple
Classic : .
Options Blossom Christmas
Quit
T = -
—— | = — =
G N }*f._(:":“j =
= W
Cancel
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|. Cac thao tac cd ban
e 2. Luu so do

o Budc 1: Chon thé File

o Budc 2: Chon Save As

o Budc 3: Chon nai luu

o Budc 4: Pat tén cho so d6

o Budc 5: Chon Save (hoac Luu)
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|. Cac thao tac cd ban
* 2. Luu sg do

| [ =B 9 - == Mind2 - MindMaple

Format View Review Tools
) =1
—_ ]{T'j - - g 4 Q L\S . (B
Topic Subtopic Floating Callout | Relationship Boundary on Picture Growth Find 5Select Delete | Transparent
Topic - fdarke Direction = T Ficture
| Topics Topic Elements Layout Edit Save
i | 1
= ) ~
* :
) Close e seéetion and put
18 Clipbao
Info

®
Import
‘ <« + 1+ B sktop » MindMaple Con ga
Print Cay dieéu N
Con wt
Feport 2 A Ngy sira déi ;
Cay tieu _ e
Help . M; S Mo items match your search. Cﬂn HEG =
-~ o . n indMaple
Options Jay ca phe l PowerQuery Cﬂn dé
Quit C“ 't . B :hare
ay tiéu =

Tén tép: Khuvudn Cﬂn hD

Luu vai leai: | MindMaple maps (*.emm)

~ An Cap

75 Dao Huy Hoang Trang 150



Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

|. Cac thao tac co ban
e 3. Thém nhanh cho s do

o Budc 1: Chon vao déi tugng muédn thém nhanh.
o Budc 2:
= Nhin phim Enter hodc chon “Topic” dé thém nhanh cung
cap.
= Nhin Inset hoac chon “Subtopic” dé thém nhanh nhé hon.

o Budc 3: Click chudt 2 lan vao ddi tudng dé chinh sira n6i dung.
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|. Cac thao tac cd ban
e 3. Thém nhanh cho sc do6

@ HEBA9-6«-8 = |Da;ignTm|s| Mind2 - MindMaple

Haome Insert Format ‘-fievé Eeview Toals Style
— 40 —_— A — .-. \ - - T
0¥ ¥ & =2 CeE 2 QR X H

Paste Copy Cut Format | Subtopic Floating Callout  Relationship Boundary lcon  Picture Growth Find Select Delete | Transparent

Painter > - - Marker = - Direction = h h Picture
Topic Elements Layout Edit Save

Clipboard

Con ga

Con vt

4

Subtopic Khu vueon Vat nuéi Con Heo

Con dé

Con bo
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|. Cac thao tac cd ban
e 3. Thém nhanh cho sc do6

& B9 -c-\< |Dﬁign T::I-:JI5| MindZ - MindMaple

Home Insert Fu:urmat9 View Review Tools Style
— = A —— . o ._. 1 r==="
DD ¥ % D8 8 CeE = Qk X H

Paste Copy Cut For; Topic UL a- Floating Callout | Relationship Boundary lcon  Picture Growth Find Select Delete Transparent
~ ~ i s “Tiic ~ ~ Marker = ~ Direction = ~ ~ Picture

Clipboard Topic Topic Elements Layout Edit Save
Con ga
C3 d-:. ?) Con ut
ay diéu 1 ) |
- ® Cay trong Khu vwon VAt nudbi Con Heo |-
N Subtopic [)
- Con dé
Con bo
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Il. Thiét ké so d6 tu duy don gidn
* Vuon nha em

5 Lon ga

Cay digu
Can wit

Cay tieu ﬁ .
Ty trong Khu viron WAL nudi Con Heo

Cay ca phe
Caon dé

Cay tigu
Can bo
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Il. Thiét ké so d6 tu duy don gidn
» Em hay thiét ké so do tu duy gidi thiéu vé ban than
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l1l. Pinh dang ddi tugng chr.
» Budc 1: Chon ddi tugng mudn dinh dang.

* Budc 2: Chon thé Style > Nhom Font
@ EB9-a-\ = Design Too's. khu vuén.emm - MindMaple
.

Home Insert Format View Feview Tools Style
2 ’

(] Topic Shape -

L
O O O 2o/

= | &1 Topic Fill =

~ Branch Shape =

| _# Branch Qutline =
- 7 [ Fitto |Wrap T::upic| Picture  Callout
Text Text = Placement = Shape -

Topic Style ¥ Branciktyle Layout
‘ Con ga
Cay dieu 3
. Con wit
Cay tieu . . L
Cay tréng Khu vueon Vat nudi Con Heo
Céy ca phé
Con dé
Cay tiéu
Con bo
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IV. Dinh dang déi tudng hinh hoc
Budc 1: Chon déi tugng mudn dinh dang.

e Budc 2: Chon the Style > TOplC Style

,;'} 1 IE‘ H Wy - (% Design Too'g khu wudgn.emm - MindMaple
g 9 P

Home Insert Format View eﬂewew Toa= Style ‘ﬁ

— N,

L Topic Shape = ? Branch Shape = P |E—|=_ -

e '/((/'u SR S Arial 14 T A A A | = =BE L
D D -2 ' ine~ I, ~ | #M\Branch Outline~ L=

w [ r

_# Topic Outline
B|7 Ues A-=- Tr- o Fito WapTopic| Picture Callout
Ly —— Text Text = |Placement = Shape -

Font ' Layout

7| &1 TopicFill -

Topic Style Branch 5Style

Topic Shape: Hinh dang

« Topic Outline: Mau vién

* Topic Fill: Mau nén

Con ga
Cay dieu
. Con it
Cay tieu . . L
Cay tréng u Khu vueon [r Vat nudi Con Heo
Cay ca phe
Con dé
Cay tieu
Con bo

75 Dao Huy Hoang Trang 157




Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

IV. Dinh dang déi tudng hinh hoc
 Bai tap thuc hanh
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IV. Dinh dang déi tudng hinh hoc

M& may tinh ding cach

Tt may tinh ding céch —
Cac thao tac co ban vidi phin mém Excel
Man hinh 1am vidc Lam quen wai may tinh
Tao va trinh bay bang tinh
Lam guen viti chudt may tinh . . o
Phan mém bang tinh Excel Loc va sap xép dif liéu
Thirc hanh s dung chudt may tinh L )
il Tim kigm va thay thé
Tur thé ngdi
) Tinh todn vidi cong thire »a =% dung ham co ban
Bd cuc ban phim — |
Cac thao tac co ban wdi phan mém PowerPoint
Cach dat tay K% nang gd 10 ngon .
Thigt ké wa lam vigc vdi slide
Thirc hanh luyén gd 10 ngdn
) I . ) . Blinh dang van ban trén slide
Thirc hanh luyén gd tigng Vigt co dau Fham mem tinh chigu FowerPoint
I 2l dung hiéu tng cho slide
Lam quen vori cita s teng dung I ) . .
Chén biéu twoeng, danh sd wa bigu teong dau doan
0 dfa va thu muc
) Fa nang st dung may tinh co ban Chén va it 1§ hinh anh, hinh dang
Lam wigc voi 4 dia va thu muc o
Céac thao tac co ban vdi phan mém MindMaple

o Tin hoc irng dung cho fré em % Thiét ké sor dd tu duy don gian
Lam guen phan mém duyét Yeh Tao sor di tw duy wdi MindMaple

Thiec hanh lam wigc v § dia, va the muc

) Binh dang cac ddi twoeng chik
Tim kigm thing tin trén Internet )
Blinh dang cac ddi twong hinh hoc
Tai hinh anh tir Intemet Ky nang s dung Internet ]
. Cac thao tac ca ban vidi phdn mém Photashop
Tirn kigm thing tin trén YWebsite
Cac cing cu chinh sa anh
b dung Internet an toan . .
Phan mém chinh scra hinh anh Cac cdng cu tao ving chon
Lam guen giao dién lam viéc
| | Lam vigc w2 layer - Transform
Lam guen viti cac cing cu co ban Thiét ke Jdd hoa wii Paint )
Thuwe hanh cit ghép don gidn
Thuc hanh & va td mau .
T Cac thao tac co ban vai phin mém Sketchlp
Cac thao tac co ban v phan mém YWaord
Cac cdng oy vé hinh hoc co ban
Mham cdng cu dinh dang co ban 1 . . )
Lam guen w&i thigt ké do hoa 30 Cac cdng cy tao khii co ban
Cac buwde trrde khi soan thao vén ban . . -
] ; ) ) Fhan mém soan thao vwan ban Word Cac cding cu hidu chinh khdi
Chén biéu tugng, danh sd va bigu tuong dau doan
Td mau va gan it ligu
Chén va x0 Iy hinh anh, hinh dang

Chén, dinh dang bang biéu
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Chuaong 10:

b, Lam quen véi phan mém chinh sifa anh
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Noi dung bai hoc

n Cac thao tac cd ban véi phan mém Photoshop

Cac cong cu chinh sifa anh

Lam viéc vai layer - Transform

Cac cong cu tao vung chon

Thuc hanh cat ghép don gian

75 Dao Huy Hoang Trang 161



093.11.44.858 tinhocsaoviet.com

Trung Tam Tin Hoc Sao Viét

|. Cac thao tac co ban véi phan mém Photoshop

Bai tip tiép can

1. Ngoai man hinh, hay tao mot thu muc vdi cu phap: Tenhocvien_PTScoban

2. Hay tao mot du an mdi vaéi cac thdng sb tuy chinh va luu vao thu muc Tenhovien_PTScoban via tao

Hudng dan:
= Chon File > New > Tuy chinh trang gidy > Create

= Chon File > Save As > Chon thu muc can luu > Save

3. Hay md hinh dnh cé tén “Hinh 1” trong thu muc bai tap “Cac thao tac cd ban vdi phan mém Photoshop”
va luu lai véi dinh dang lan lugt: .PSD, JPG, .PNG, .PDF tén “Baitapluufile” vao thu muc

Tenhocvien_PTScoban.

Hudng dan:
» Chuot phai vao “Hinh 1”, Chon Open With..., Chon Adobe Photoshop

= Chon File > Save As > Chon thu muc can luu > Chon dinh dang > Save

Trang 162
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|. Cac thao tac co ban véi phan mém Photoshop
* Nhan chu6t trai hai lan lién tiép vao biéu tudng Photoshop §

o N

trén man hinh lam viéc dé tién hanh khaéi dong phan mém.

» File Editl lmage Layer Type Select Filler View Plugine Window  Help

Welcome to Photoshop, Kyleigh

1. Tao dw an moi 3. Cacdw an da mo
2. Mé& dv an hoac hinh anh cé san 4. Cac chée do xem Recent
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|. Cac thao tac co ban véi phan mém Photoshop
e Tao du an mdi:

o Budc 1: Tai giao dién lam viéc sau khi khéi dong phan mém, ta

click vao Create new hoac vao File — New

ke bBdit Image Laver Iwpe Select Hiter Yiew Flogins Window  Help

File Edit Image Layer Type Select Filter View Plugins Window Help

Mew... Ctrl+N

Open.. Ctrl+0

Browse in Bnidge.. Alt+Ctrl+0
Welcome to Photoshop, Kyleig Open As.. Alt+Shift+Ctrl+0

Open as Smart Object...
Open Recent
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|. Cac thao tac co ban véi phan mém Photoshop
e Tao du an mdi:

o Budc 2: Tai hop thoai New Document chon 1 khé gidy bat ki

Untitled-1
Width

85

1l
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|. Cac thao tac co ban véi phan mém Photoshop
e M3 du an / hinh anh cé san:

o Budc 1: Tai giao dién lam viéc sau khi khéi dong phan mém, ta

click vao Open hoac vao File — Open

File bBdit Image Laver Iype 5LSelect Hilker Yiew Flogms WWindow  Help

File Edit Image Layer Type 5elect Filter View Plugins Window Help
Cirl+MN

EW..

Open.. Ctrl+0O
Browse in Bridge... Alt+Ctrl+0
Welcome to Photoshop, Kyleig Open As... Alt+Shift+Ctrl+ 0

Open as Smart Object...

Open Recent »
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|. Cac thao tac cd ban véi phan mém Photoshop
* M& du an / hinh anh cé san:

o Budc 2: Ta tién hanh chon du an / hinh anh cé san tai hdp thoai

Open sau d6 nhan Open dé tién hanh maé du an / hinh anh.

g 1
& op e
i w A p This PC » PNATHCNG (Crd * Cuay man hinh sppls i {3 coarch Duayman binksppts &
Organize k Id O N | 'E

M motures L
) Music *
i vid + | PSD
GiAm gid wietnamyne biarner welsile | Jarmer 'Website 2 digital-marketing ILC ¥Weelsile Em ip 2 STARTINGE web-page-mock-
agency-banrsr up-callection
Open dioud doouments Image Sequence
File namse: ch d F 4 / h'l. h ” h ~ h nr 0 Il Formats
- - p Cipen Cancel

y
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l. Cac thao tac cc ban véi phan mém Photoshop
* Luu du an cé san

;//
/ /
/

/V
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Ctrl+N
Ctrl+0Q

Alt+Ctrl+0O
Alt+Shift+Ctrl+0O

Browse in BN
Open As..

Open Recent

Close

Close All
Close Others
Close and Go to Bridge...

Shift+Ctrl+

Save As... Shift+Ctrl+S

ave a Copy.. AM+CUT+5
Revert F12

o Budc 1: Chon theé File — Save (luu) hoac Save As (Luu mai)
o Budc 2: Chon ngi luu — Dat tén — Nhan Save dé luu

File Fdit Image Layer Type Select Filter

. Save Az

A Hide Faldens

Chon thw muc can lwu, dit tén
va nhan Save

Lawe a Copy.,

Lawe Cance
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|. Cac thao tac co ban véi phan mém Photoshop
Cac ché dé xem anh

» P& phong to: Ctrl va phim +
* P& thu nhé: Ctrl va phim —
(Hoac giur Alt + lan chuot)

* Di chuyén vung xem: Nhan gitt phim cach va kéo phim chudt trai
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Il. Cac cong cu chinh sura anh
Bai tip tiép can
1. M4& file “baitapmovekhoidong” va thuc hién cac yéu cau trong bai
2. M3 Hinh 1 va hinh 2 trong thu muc bai tap “Cac cong cu chinh sifa co ban”
Yéu ciu bai tap:
Sau khi md anh, chon cong cu Crop Tool (C) dé cat ting hinh vdi cac ti lé sau:
e Hinh 1: Ti lé 9:16
e Hinh 2: Ti lé 1:1
Sau d6 luu lai tung hinh véi cud phap “Tén hinh - ti l&” va luu vao Desktop
2. M3 Hinh 3 va Hinh 4 trong thu muc bai tap “Cac cong cu chinh sifa cd ban”
e S dung cong cu Eraser dé tach nén cac hinh anh

Gai y bai tap:

e K&t hdp vdi tinh nang Tolerance ctia cong cua Eraser Tool dé tuy chinh muc d6

trung mau dé tach nén dé hon.
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Il. Cac cong cu chinh sura anh
Move tool (Cong cu di chuyén): di chuyén déi tugng hoac vung

chon di ndi khac

Move tool (V)

Moves a selection or layer
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Il. Cac cong cu chinh sura anh
K& Crop tool (cong cu cdt xén): Cat hodc md rong kich thude cia

khung hinh

Crop tool (C)

Trims or expands the edges of an image

Learn how
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Il. Cac cong cu chinh sura anh
Eraser tool (Cong cu tiy xda): Xda mot vung anh tuy chon

Magic Eraser tool: X6a vuing cé mau déng nhat

<

Eraser tool (E)

Changes pixels to the background color or
makes them transparent
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lll. Lam viéc vdi Layer va Tranform

» Bai tap tiép can
S dung cac hinh anh d3 chuan bi san trong thu muc bai tap “Lam viéc vJi

Layer va Tranform” va thuc hanh cat ghép layer dé tao ra “Gié qua dau”

IIlI d . . .<<‘:“‘>. 2
) ., > B N T

- N .

u \ VR R ) B
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Ill. Lam viéc vai Layer va Tranform
« Layer (L&p):

o La mot tinh ndng quan trong giup ban té chic va chinh sira cac
yéu t6 d6 hoa doc lap trong mot tai liéu. Maoi layer cé thé chua
cac doéi tudng khac nhau nhu hinh anh, van ban, mau sac, hoac
hiéu Ung, va ban coé thé thao tac chung ma khong lam anh

hudng dén cac phan khac cta hinh anh.
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Ill. Lam viéc vai Layer va Tranform
 Chon Layer

o Click chudt truc tiép Llén layer

o Chon mot luc nhiéu layer: Click chon 1 layer va nhan Ctrl sau
dé tiép tuc click chon nhitng layer khac

o Chon déi tugng 1 va gitr Shift sau dé click chon Layer cuéi

cung cta nhdm muén chon
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Ill. Lam viéc vai Layer va Tranform
* Thao tac quan ly cd ban

o Biéu tugng con mat: An/ Hién Layer
o L8p nén Background (mac dinh la khdng di chuyén dudc)

o Di chuyén l8p: Nhan gitr chudt va kéo Llén/xudng so vdi layer

khac
'O Background ()
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Ill. Lam viéc vai Layer va Tranform
* Thao tac quan ly cd ban

o Opacity: Do trong sudt (66 mdé duc) cha Layer
o Fill: Pd trong suédt ctia cac Pixel mau
Mormal w | Opacity: | 100% |~

lock: B o b ¥ @  Fill: 100% |~
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Ill. Lam viéc vai Layer va Tranform
* Pdi tén va nhan d6i Layer

o Pobi tén layer: Double click vao tén layer hién tai cia layer
trong palette layer — nhap tén mdai
o Nhan doi Layer:
= Chon Layer — nhan Ctrl +J
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Ill. Lam viéc vai Layer va Tranform
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 Transform: Bién hinh tu do (Ctrl + T)

@)

o

O

75 Dao Huy Hoang

Scale: Phdng to thu nhé d6i tudng dudc chon

Rotate: Xoay ddi tudng

Rotate 180 : Xoay ddi tudng 180 dd

Rotate 90 CW/CCW: Xoay ddi tugng 90 theo chiéu/ngudc chiéu kim déng hé
Flip Horizontal/Vertical: L4t ddi tugng theo chiéu ngang/doc

Free Transform Rotate 180°

Rotate 90° Clockwise

Rotate Rotate 90° Counter Clockwise

Flip Horizontal

Distort Flip Vertical

Perspective
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V. Cac cong cu tao vung chon
 Bai tap ti€ép can

Md Hinh 1 dén Hinh 6 trong thu muc bai tap “Nhom cong cu vung chon”

S dung céc cdng cu chon vung dé tadch nén toan bd cac déi tusng
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V. Cac cong cu tao vung chon
» Cong cu Magic wand: Chon vung c6 mau tudng déng
". File Edit Image Layer IType Select Filter 3D View Plugins Window Help

ﬁ 3 2K Y 4 ’:‘-} ;*“ ® v A 0° Sample All Layers Enhance Edge

12

<4
Untitled-1 @ 12.5% (RGB/8) ~

rh Object Selection Tool

i "2 Quick Selection Tool

o Chon cong cu Magic wand. Click vao mot mau trén hinh anh, mot vung mau
tudng Ung se dudc chon. PO rong cua vung chon tuy thuoc vao gia tri

Tolerance trén thanh Options.
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V. Cac cong cu tao vung chon
e Cong cu Quick Selection: Chon nhanh

B rie Edit Image Layer Type Select Filter 3D View Plugins Window Help

% 3 2R Y ; 54 ® .| A0 Sample All Layers Enhance Edg:

12

<<

Untitled-1 @ 12.5% (RGB/8) *

o Chon nhanh vung chon bang cach Click lién tuc vao nhithg viing can chon.
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V. Cac cong cu tao vung chon
e Tuy chinh vung chon

Tach nén tu vung chon: Ctrl +

hém vung chon: Gilr Shift khi chon tiép.

Bét vung chon: Gitr Alt (Windows) hoac Option (Mac).

« (Cacthao tac vdi vung chon

Di chuyén vung chon: Dung céng cu Move (V)

Cat — dan vung chon: Ctrl + X (cat), Ctrl + V (dan)
Sao chéep vung chon: Ctrl + C (copy), Ctrl + V (paste)
Xo6a vung chon: Nhan Delete

B6 vung echon: Ctrl + D

Trang 184
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V. Bai tap thuc hanh cat ghép daon gidn

 Bai tap ti€ép can

ai bai tap “Bai tap thuc hanh cat ghép don gidn” va s dung cac tai nguyén trong thu
muc dé cat ghép nhu hinh dudi

. VIOLIN
Design 2020
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Chudng 11:

Lam quen véi phan mém dd hoa 3D
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Noi dung bai hoc

n Cac thao tac cd ban véi phan mém SketchUp

Cac cong cu vé hinh hoc cd ban

Cac cong cu tao khdi co ban

Cac cong cu hiéu chinh khdi

To mau va gan vat lieu
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|. Cac thao tac co ban véi phan mém SketchUp

 Bai tap tiép can

1. Hay tao 1 khong gian lam viéc SketchUp va luu lai trén man hinh

2. Bat hién thi cac cong cu: Standard, Styles, Views, Large Tool Set,
Entity Info va Materials

3. Gido vién vé san 1 s6 mo hinh khdi va cho cac ban tién hanh quan

sat bang chudt
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|. Cac thao tac co ban véi phan mém SketchUp
* Tao Project mdi trong SketchUp )

o Budc 1: Khai dong SketchUp trén may tinh cua ban. s
o Budc 2: Chon mau thiét ké nhu hinh

Architectural
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|. Cac thao tac co ban véi phan mém SketchUp

* Giao dién lam viéc chinh

— Thanh tiéu de

Thanh congcu

(B Untitled - SketchUp Pro 2020 )" TThanh Menul X

File Edit View Camera Draw Tools Window Extensions Help ‘

5§ B - D) | € & P B [k D AN & O 0 2 ©

ach ] | ~ A < AR _ ih 1 e 1 0 . ’ - ‘ “A. v Untagged
Default Tray [l x
» Entity Info

> Matenals
» Components

| > Styles

> Tags

> Scenes

> Instructor

» Soften Edges
» Shadows

f

Thé¢ nhap so ligu

\

(' ® | Select objects. Shift to extend select. Drag mouse to select multiple. )

(Measurements

75 Dao Huy Hoang
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|. Cac thao tac co ban véi phan mém SketchUp
* Luu project

o Budc 1: Vao File > Save As.

o Budc 2: Bat tén file va chon thu muc luu tri.

B Untitled - SketchUp Pro 2020
@ dit View Camera Draw Tools Window Extensions Help

ew From Template...
(oen... Ctrl=0

Ohen Mewer Version...

Save A Copy AS.

Save As Termplate...

Revert

Send to LayOut...

Geo-location »
Trimble Connect b
3D Warehouse »
Import...

Export b

Print Preview...
Print... Ctrl+P
enerate Report...

. 1 Hs 1-33 PA2 (5U 2020).5kp
y 2 C:\Users\..\Untitled.skp

75 Dao Huy Hoang

Print Setup... —

- O b4

o Ctrl+N _@mmﬂbﬂ @O @OO'&Q v Untagged

W Save As et
L v ¥ ThisPC » HDD (k) » Drligu » Sketchup » v O Search Sketchup 2
Organize - Mew folder - 0
P |
- 3D Objects i MName Date modified Type
I Desktop bamn wé 2023 4:29 PM folder
| Documents Plugins gr2023 T:28 PM ile fiolder
‘ Downloads Thur widén 3 153 AM ile faldes
B Music
| Pictures
i Videos
e Local Disk (C:)
- HOD (D:)
o Metwork
v £ >
File name: | Baitap 1 "
L Save as type: | SketchUp Models (*.skp) |3

# Hide Folders

Cancel
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o Budc 1:
o Budc 2:

Vao File > Open.

093.11.44.858

Chon file cAn mé > Open

tinhocsaoviet.com

|. Cac thao tac co ban véi phan mém SketchUp

* M3 project c6 san

B Untitled - SketchUp Pro 2020

Edit View Camera Draw Tools Window Extensions Help
ew
ew From Template...

Ctrl«N

Open...

Ctrl+O

Save

Save As...

>3ve A Lo {‘. S5
Save As Template...

Revert
Send to LayOut...

Geo-location
Tnmble Connect
3D Warehouse
Import...

Export

Print Setup...
Print Preview...
Print...

Generate Report...

1 Hs 1-33 PA2 (SU 2020).skp
2 C:\Users\...\Untitled.skp
3 POWER+SOCKET+-+0+cdme
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e+VN (SU 2020).skp

Ctrl+P

— O X
@Eﬁ@ﬂﬁﬂ @O@Ooee v Untagged
® Open ¢
< S « Sketchup > Thuvién > KETIVI » KETIVI v O Search KE T\ o
Organize v New folder = v 1 ©
A : " : > : L , o
B This PC KE TV (5).skp KE TV (6).skp KE TV (7).skp KE TV (8).skp
N
. 3D Objects
—

Bl Desktop . ; | o

% Documents ﬂ

& Downloads g v@

D Music KE TV (9).skp | KETV(10)skp KE TV (12).5kp

= Pictures

B Videos . ,,Ef

‘aa Local Disk (C:)

s HDD (D2) ) @ ) " " @

KE TV (13).skp KE TV (14).skp TV (15).5kp KE TV (16).skp

¥ Network

Y, f Aw >

A

File name: | KE TV (10).skp

MY SketchUp Models (*.skp) v

Cancel

n %

|
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|. Cac thao tac co ban véi phan mém SketchUp
 Thiét lap céng cu
o Hién thi cong cu:
o View > Toolbars > Chon vao cac cong cu dudi day (hoac cac cong cu ban

B Untitled - SketchUp Pro 2020

thudng sU dung) e

Camera Draw Tools Window Extensions  Help

b o |
® | e 9B ESERBNB 90 200e0
cene Tabs
< Default Tray
o Standard, Styles, Views, oy ot
Show Hidden Objects » Materials
Section Planes pts
) Toclbars
arge OO e '  Section Cuts
~  Section Fill Toolbars  Qptions
s Toolbars:
¥ Guides [ |FrontFace(TM) A Reset es
[ ] Getting Started
Shadow [ |Helix along curve Reset Al
Fog [ ]JHS PowerBar
/ Mlage ToolSet =
[ | Location S
Edge Styl > L]
ge Style | |Measuremen ts
Face Style > [ | Mirror Rename...
[ | Principal
ST EEIET RN ’ [_|Profile Builder 2 Delete
Animation » \*u__ =E:§E:EP?E .
iF’urger
[ |QuadFace Tools
[ ]Round Comer
[ 1=di-Make Fare v
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|. Cac thao tac co ban véi phan mém SketchUp
* Thiét l3p cong cu
o Hién thi cong cu:

o Window > Default Tray > Tich chon 2 c6ng cu la “Entity Info” va “Materials” >

Show Tray

Extensions Help

Default Tray b

Show Tray r ‘ |

Rename Tray

Manage Tray|i..

NewTray.. N ©)
Model Info }""# v DMaterials

Preferences Components

30 Warehouse Styles
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|. Cac thao tac co ban véi phan mém SketchUp

e Cac thao tac co ban vdi chuot

@)

O

O

Chon d6i tugng: Nhan chudt trai 1 lan vao doéi tuong

Chon nhiéu dbi tuogng Llién nhau: Nhan chudt trdi 2 lan Lién tiép vao déi tugng
Chon tat cd d6i tugng lién nhau: Nhan chudt trai 3 lan Lién tiép vao doi tusng
Chon nhiéu d6i doc lap: Gitr phim Shift va nhan chudt trai dé chon tung doi
tugng (nhan 2 lan sé bd chon)

Chon nhiéu d6i tugng theo vung: Gilr chuot trai va quét chon

Thay d6i géc nhin: Nhan gilr con lan chubt va kéo tha, gilr thém phim shift néu
mudn thay d6i vung xem

Di chuyén hudng nhin xa gan: Lan con lan chudt lén/xubéng
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Il. Cac cong cu vé hinh hoc cd ban

» Cong cu vé dudng thang (L) ssemee e ow

o Dung dé vé dudng thang

Sau khi chon diém dau cla
dudng thang, ta nhan phim
mdi tén trai hodc phadi dé
khéa theo hudng mat dat,
nhan mdi phim mai tén én dé

vé dudng thang thang dinag.

75 Dao Huy Hoang
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Il. Cac cong cu vé hinh hoc cd ban
 Bai tap tiép can
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Il. Cac cong cu vé hinh hoc cd ban
» Cong cu vé dudng tron — vé da giac déu (C)

o Sau khi goi lénh ta kich chon tdm dudng tron > chon diém
thu 2 dé hoan thién dudng tron.

o Co thé chon dudng tron da co, sau dé hiéu chinh ban kinh

va do min trong bang “Entity Info”

» Cong cu vé vé da giac déu
o Sau khi goi lénh ta nhap sé canh da gidc > Enter > kich chon tdm da giac >

chon diém thu 2 dé hoan thién da giac.
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Il. Cac cong cu vé hinh hoc cd ban
 Bai tap tiép can
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Il. Cac cong cu vé hinh hoc cd ban
e Cong cu ve hinh chir nhat (R)
o Chuc ndng: Dung dé vé hinh chir nhat
o Sau khi goi leénh vé hinh chir nhat ta

chon diém bat dau, sau d6 nhan chon

d.ié,m Cua’i !A\ ’ B [ 4 . SN \ L\A\ [
Congjcuve hinhychuznhat
o Veé hinh vuong: Sau khi chon diém dau,

ta ré chuot sao cho hinh chir nhat hién
thi dudng chéo (hién chir Square trén
con tré chudt), sau dé gitr Shift dé ve

hinh vuong

75 Dao Huy Hoang Trang 200



Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

I1l. Cac cong cu tao khdi co ban
 Bai tap tiép can

N oy
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I1l. Cac cong cu tao khdi co ban
» Lénh tao - cat khéi tr mat 2D (P) <>
o Chuc nang: Tao khéi tir mat phang 2D
o Sau khi goi l&nh ta tién chon mat phang 2D > di chuét dé xac dinh hudng
dun khéi > nhap nhiéu cao khéi hodc kich chuot dé tao md hinh (lam tucng tu
néu ban mudn cat khai)
o Néu khéi ban tao cé mau den (bi ngudc), can it lai bang cach nhan chudt

phai vao khai réi chon Reverse Faces
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V. Cac cong cu quan ly va hiéu chinh
 Bai tap tiép can (du an vé ké sach ctia em)

I

1000 mm
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V. Cac cong cu quan ly va hiéu chinh
 Bai tap tiép can (ban hoc ciia em)
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V. Cac cong cu quan ly va hiéu chinh
 Bai tap tiép can (ghé tua)

W/
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V. Cac cong cu quan ly va hiéu chinh
 Bai tap tiép can (ban tron)
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V. Cac cong cu quan ly va hiéu chinh
* Di chuyén va nhan ban ddi tuong (M)

o Chon déi tudng can di chuyén > goi lénh M > Chon diém dat dé tién hanh di
chuyén ddi tudgng (céd thé di chuyén bang cich kich diém tu do hoac nhap
khoang cach theo hudng dudc xac dinh)

o Trong qua trinh di chuyén, nhan Ctrl dé tién hanh nhan ban ddi tuong. Bé
nhan ban ra nhiéu déi tugng cé cung khodng cach ta nhap Xx hoac X/

o Pé di chuyén cac khdi ta can Group trudc

75 Dao Huy Hoang Trang 207



Trung Tam Tin Hoc Sao Viét 093.11.44.858 tinhocsaoviet.com

V. Cac cong cu quan ly va hiéu chinh
* Lénh xda ddi tudng (E)
o Chuc nang: Xda ddi tudng

o Sau khi goi Lénh ta kich chon cac ddi tudgng can xda dé xda

) v
= leoatd‘;(jBt;l,!;.jﬂg

» @)
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V. Cac cong cu quan ly va hiéu chinh
 Group
o Chuc nang: Nhém ddi tueng Group
o Sau khi chon déi tuogng > nhan chuodt
phai va chon Make Group
o PEé chinh slira ddi tudng trong Group
ta nhan chudt 2 Lan lién tiép vao doi

tuong

Make Component...
Make Group
ntersect Faces

Reverse Faces

Flip Along

Convert to Polygon
Find Center
Explode Curve
Zoom Selection
V-Ray Object ID
V-Ray UV Tools

Camera Focus Tool
Profile Builder 2

Profile Builder 3
FredoScale
FredoTools
Divide Edges
JointPushPull

VisTools

Align Endpoints...
Mirror Selection
ProxyPlants

- FFD...

BZ - Transform to (control points)

75 Dao Huy Hoang
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V. Cac cong cu quan ly va hiéu chinh
 Xoay va ddi tudng
o Chuc nang: Xoay ddi tugng quanh tdm theo gdc tu do hoac xac dinh trudc
o Chon ddi tudng can xoay > goi cong cu xoay > chon tdm xoay > va tién hanh
thiét lap goc nghiéng.
o Trong qua trinh xoay nhan phim Ctrl dé tién hanh nhan ban ddi tudng

Edit X

> SC)e
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V. Cac cong cu quan ly va hiéu chinh

Tao dudng song song (F) TN e
o Chuc nang: Tao dudng song song ';; SONgISong]

o Sau khi goi lénh ta chon déi tudng hoé mat phang chuda d6i tucgng > ré

chudt dé xac dinh hudng sao chép > nhap khodng cach réi nhan Enter
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V. Cac cong cu quan ly va hiéu chinh

* Phdéng to thu nhé ddi tugng 2

o Chuc nang: Phong to hoac thu nhé déi tugng T A

o Ta chon déi tugng sau d6 goi lénh > ré chudt vao cac nut xanh dé kéo tha

R A
e
T A e R R
L g
e
i TR
« 5
s B
cinininn s M
B
.
...... .
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V. T6 mau va gan vat lieu

Eongjculdojvatlicu;

» To vat lieu A°
- : .
o Goi cong cu to6 vat liéu > chon vat liéu > kich chon vao déi tuong mudn td

o To bén ngoai Group dé td toan bo bé mat cta khéi

Default Tray =

' Materials X
Cardboard I':I
Chon| thurvien vat1i¢ 5

Select Edit & ;f’

G f;] 3d Printing v |E>
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