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DAY HOC
V01 CONG NGHE THONG TIN
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Cimg véi sy phit trién manh mé ciia khoa hoc ki thuit, cong nghé thong
tin (CNTT) d4 duoe ‘mg dung rong réi trong cic linh vue did s dng x5 hoi.
Trong bdi canh d6, viéc 4p dung cic phuong tién, thiét bi day hoc hién
dai ciing véi img dung CNTT vao qua trinh day hoc 1a miot yéu ciu khach
quan va cap thiét. Thyc t&, CNTT d3 xm nhidp ngiy cing sdu vao hoat
dong gidng day trong nhi tnrémg va sop phén quan trong trong viéc doi
mdi PPDH v kiém tra, danh gid, qua d6 mé rong kha ndng truyén dat va
linh héi tri thire véi chat hrong cao, téc d6 nhanh.

¢ Viét Mam nhilng ném sén day, cime véi vige ddi méi chuong trinh, sach
gido khoa, cic truimg phi thong d& duge ting cutmg trang bi phuong tign,
thiét bi day hoc hién dai, trong do cd my vi tinh, medy chidu. Nhiéu GV &
hiét tmg dung CNTT phuc vu cho hoat déng chuyén mén ca minh nhr
soan gido 4n, trinh chiéu trén lép, kifm tra d&inh gid. Tuy nhién, khong phai
tat ca GV déu dirpe trang bi mit cidh bai ban va co he thong nhimg kidn
thitc cin thiét & hién CNTT thinh mat cong cy hd tro d&c hue cho hoat
dong dnryén mon cia minh. Nhiéu GV gip phai kho klein khi sit dung cic
phin mém hay khi khai thic cic thong tin cin thiét ttén mang Internet
hoiic img dung CNTT dé ddimdéi PPDH, phuomg phdp kifm tra, danh gia
Vi cic tinh ndng da dang va phong phii, CNTT co thé tro gitip cho qua
trinh day hoc trén nhiédu phuomg dién:

Ehd néng bidu didn théng tin: My tinh co thé cung cip théng tin dudi
dang vin ban, dd thi, hinh anh, dm thanh... Sy tich hop nay cia méy tinh
cho phép mi rong khi réing biéu dién thong tin, nédng cao vigc e quan
hoa tai lidu day hoc.

Fhd nédng mé hinh hod cde 461 freong: Day chinh I kha nang 1ém nhat cia
may tinh. N6 co thé mo hinh hoa cic ddi hrong, xay dmg cic phuong dn
khac nhau, so sdnh ching it d6 tao ra phuong dn tdi v, Thét vay, co
nhiéu van dé, hién hromg khong thé tuyén i duge bii cic mo hinh
thong thartmg, nhar cac qua trinh 53y ra trong 1o phan tmg hat nhén, hién
tuong dién ra trong xilanh cia dong co dot ttong, tir eme quay tong
dong co khong dong bo ba pha, chuyén dong ciia dién v sung quanh hat
nhin, chuyén dong hiéu kién cia Trii Pit quanh Mt Tréd... nlnmg hoan
toan co thé mo phong ching bii may tinh.

Fha ndng e B vd khat thde théng fin: Vii bo nhé ngoai co dung
hrong thong thirémg nha hign nay, méy tinh co thé hm iy mot hrone



lém dif Ligu. Diédu nay cho phép thanh EKp cic ngan hang dit ligu. Cac
mdy tinh con cd thé két ndi vid nhau tao thanh cic mang cuc bo hay két
ndi v&i mang thong tin toan ciu Internet. o chinh I nhimg tién dé
oitip GV va HS dé dang chia sé va khai thidc thing tin ciing nhu xar i
chiang co higu qua.

Ngodi ra, iy theo kha méng, i thé sit dung CNTT cho nhiéu muc dich
khic trong qua trinh day hoc va nghién cira khoa hoc, nédng cao trinh do
chuyén mon, nghigp vu. Module nay vii muc dich gidd thigu kién thire, ki
ndng co ban va phd bién nhét cia viée ing dung CNTT trong qui trinh
day hoc.

b e
@ B.MucCTIEU
— Hiéurd tim quan trong cia CNTT trong day hoc & THPT.
— XAc dinh rd dinh hiémg ‘'meg dung CWTT trong day hoc &« THPT.

— Lasa chon duoe cic chire nang thich hop cia CNTT d€ vén dung trong cic
khiu cia qua trinh day hoc &« THPT.

[2 c.NOIDUNG
Hoat dong 1. Tdng quan img dung CNTT trong day hoc
Hoat dong 2. Lip ké hoach bai day bing phin mém Micros oft Word
Hoat dong 3. 307 li dit lidu bang phin mém Microsoft Excel
Hoat dong 4. Thiét ké trinh dién bing PowerPoint
Hoat dong 5. Khai thic thong tin trén Internet.
Tras ¥ Khi st dung modulenay, cic thiy co nén thuc hinh cic thao tic
trén iy vi tinh song song vii vigc nghign ciu li thuyét dé nang cao hidu

qua hdi dufmg.

Hoat dong 1:

TONG QUAN NG DUNG CONG NGHE THONG TIN TRONG
DAY HOC (2 tigt)

PHUONG TIEN: Gidy khd lém, hiit da, bang, biang dinh

MUC TIEU
1. Ndm durc cicnguyén tic img dung CNTT trong qua trinh day hoc.
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2. ¥ac dinh dugc kha mbng img dung CNTT trong cic khiu cia qua trinh
day hoc.

3. Panh gia dupce cac tac dong tich cuc cda viéc tmg dung CNTT trong qua
trinh day hoc.

NOI DUNG

1. Cac nguyén tic co ban khi img dung CNTT trong day hoc.

2. Eha ndng img dung CNTT trong qua trinh day hoc va tic dung cia CNTT
ddi viévi vidc nédng cao higu qua day hoc.

CAGC BUOC TIEN HANH

1. Tién hanh thio luin vé khi ndng img dung CNTT trong cic khau ciia qua
trinh day hoc va tic dong tich cuc cita CNTT doi vii hoat dong day hoc.

2. Chia lép thanh cic nhom thio luin @nodi nhom tir 5 dén 10 hoc vién tuy
theo sd luonmg hoc vién trong lop tip huin).

3. Giai thich muc tigu ciia hoat déng hoc tip 1a tim hiéu kha ning img
dung CNTT trong timg khiu cia qua trinh day hoc (chudn bi bai siang,
giang bai trén lop, kiém tra danh gid), tic dong cia CNTT ddi vid hoat
diong day hoc.

4. Phit cho moi nhom mot tir gidy khd to, mot bit da viét bing.

5. Yéu ciu cdc nhom thio luén (théd gian khoang 30 phiat) va thé hién két
qua thao luin cia nhom bang cich viét lén tér gidy khd to. Khuyén khich
hoc vién dit ra ciu hoi va thao ludn.

6. Céc nhom din san pham lén bang va dai dign nhom trinh bay két qua
thao luin.

DANH GIA

1. Tai sao cin ndm 1d cic neguyén tic img dung CNTT trong qui trinh
day hoc?

2. Hiy cho biétvai tro ciia CNTT trong day hoc.

KET QUA MONG DOT:

1. Xic dinh duoe CNTT cb thé img dung rong rdi trong cic khan cia qua
trinh day hoc (soan béi, sidng day trén lép, kidm tra dinh gia, xarli vahm
trit thiong tin).

2. Nim duoc vai tro ciia CNTT trong vigc ddi méi phuong phap day va kifm
tra, danh gia.
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THOMNG TIN CO BAN

1. Cong nghé thong tin la gi?

Trong nhimg nim gin day, CNTT duoe coi A mot trong nhimg nganh
khoa hoc phit trién véi toc do nhanh nhat va thém nhép vao moi linh
vire cita deni song kinh té — x4 hoi.

CNTT (tiéng Anh: Information Technology, viét tit 13 IT) I nganh ‘mg
dung cong nghé quan li va xit i thong tin, d3c biét trong cic co quan td
chite 1ém. Nginh CNTT st dung midy tinh va phin mém may tinh dé
chuyén ddi, hm trit, bao v¢, xa¥ ki, ttuyén va thu thép thong tin. fﬂfiét
Nam, khii nigm CNTT duoc néu trong Nghi quyét 49/CP K ngay
04/08/1993 vé phit trifn CNTT ciia Chinh phv Viét Nam, nhr sau:
"CNTT la tip hop cac phuong phap khoa hoc, ciac phurong tign va cing
cu ki thuat hign dai— chil yéu Ia K thagit may tinh va vién thong — nhim
td chitc khai thec va sit dung oo higu qua cic ngudn tii nguyén thong tin
rit phong phii va tiém ting trong moi linh vuc hoat déng cia con ngudi
va x4 hoi. CNTT duwce phit trién trén nén ting phét trién cia cic cong
nghé Pién t1— Tin hoc— Vién thong va tu dong hod”.

2. Cac nguyén tac khi i'ng dung cing nghé thdng tin trong day hoc
Trong gido duc, nhé nhimg thiét bi hién dai cing véi nhime phan mém
tign lod, CHTT 43 trir thanh céng cu hd tro dic huc cho cong tic giang
day, gop phan méng cao hidu qua gido duc dao tao. P& dam bao vigc img
dung CNTT trong day hoc dat higu qua, ngutd GV cin chnl ¥ cic nguyén
tac co ban sau:

— Phai cin o vdo muc tigu, noi dung va hinh thitc cia mdi bai hoc &€ lua
chon kha ning va miae d6 tmg dung CHNTT trong bai hoc do.

— Co6 phuong phap thich hop ddi vii vige img dung CNTT trong cac khau
ciia qua trinh day hoc.

— Poivii mbi bai hoc cin xic dinh ré: 50 dung CNTT nham muc dich i,
oidi quyét van dé gi, noi dung oi trong bai hoc.

— Pam bao cho tit ¢ HS trong lép cing cd oo hoi duoe tiép can vid CNTT
trong qui trinh hoc.

— Pam bao két hop gitta time dung CNTT v cic PPDH, dic bigt cha ¥ két
hop vin cic PPDH tich cuc.
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3. Kha nédng unqg dung cdng nghé thdng tin trong day hoc

Vi cic tinh ming da dang va phong pha, CHTT co thé van duyng d€ éing
cao higu qua chic khiu oiia gqua trinh day hoc.

Ung dung CNTT trong tim kiém, khai thédc tu ligu phuc vu cho day hoe.
Ung dung CNTT trong soan gido 4n, thiét ké bai gidng va sidng bai
trén lap.

Ung dung CNTT trong quin ki Iop hoc (quan i diém, dinh gia, x&p loai
HS...).

Ung dung CNTT trong kiém tra, danh gia.

4, Tac dong tich cyc cua ng dung cong nghé thing tin trong day hoc

Mir rong kha mng tim kigm va khai théc thong tin cho norid day va
ngudd hoc: thing qua viéc ra cin, tim kiém thong tin trong cic phin
mém va trén cic trang weh, GV THPT co thé khai thac thong tin hodic
khai thac tranh anh, dm thanh, video clip dé bd sung cho bai day; HS
THPT co thé chil dong tim kiém thong tin mé rong hodc cic bai tip, bai
thurc hanh cho cic kién thite 43 duoe ttuyén thu trén 1ép hoc.

Nang cao higu qui truyén dat va linh hoi tri thire: GV THPT oo thé img
dung CNTT &£ soan gido 4n dién 1, tinh chiéu trén lép hoc ttong cic
oitr len lip. Thing qua sido 4n dién tT, kién thntc co thé bifu dién dudd
dang kénh chii, kénh hinh, qua do tao himg tha cho ngudéd hoc, kich
thich ngurei hoc chi dong, tich cuc trong viéc linh hoi tri thare.

Tang cutmg vigc giao oy, trao ddi thone tin siffa noudd day va ngred hoc:
théng qua viéc img dung CNTT, GV THPT co thé tao nhidu co hoi dé
neudd hoc boc 16 nhimg quan di€ém, suy nghi cia ban thin vé cic kién
thitc trong bai hoc ciing nhu cach truyén thu kién thire ciia ngudi day.
Newii day dé ding tiép nhan duoe thong tin phan hdi tir ngudd hoc va
ngrii hoce duge rén huyén cic ki ndng trao ddi, thao luén, thayét trinh,...
Néng cao hidu qua cta hoat dong kiém tra, danh gia.

5. Mot s6 han ché thudng gap trong viéc &ng dung cdng nghé thong

tin
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vao qua trinh day hoc hién nay o Viét Nam
Coi CHTT chi nhu mot phueng tién trinh chiéu (thay bang den va phén
trang truyén thong) trong qui trinh day hoc trén lép.

Chira biét cich két hop co higu qua gitta tmg dung CNTT va van dung cic
PPDH tich cuc.



Lam dung CNTT, & HS chd dong khai thac kién thite thong qua CNTT
mi thiéu su dinh nrémg cia neusd day.

Pré khic phuc nhimg han ché trén, khi thiét ké mot bai gidng dién i, GV
nén coi CNTT nhu mot phuong tign thé hign ¥ tuimg trén do khong
trinh bay toan ba kién thitc cia bai sijng ma thiét ké theo huime la mot
khung ciia tién trinh bai giang, trong d6 6 thé ¢d cic yéu ciu hoat dong
doi viri nowed hoe, cich thire gidi quyét yéu cau...

Hoat dong 2:

SOaN GIAD AN BANG MICROSOFT OFFICE WORD
(5 tigt: 1 tidt i thuyat, 1 tiét thuc hanh, 3 tiét tr hoo)

PHUONG TIEN: May vi tinh, tii lidu neudn vé hréme din sit dung Microsoft

Office Word.

MUC TIEU

L.

Lam chtd duoc vigce quan li cic tép gido an dupc scan thio trong
hicrosoft Office Word.

. 511 dung thanh thao chc thao tic co si trong qua trinh soan thao gibdo 4n

mdi hodc chinh sita lai néi dung gido 4an trong Micros oft Office Word.

511 dung thinh thao cic thao tac dinh dang vé mt hinh thie hién thi cia
Zian Ao trong Microsoft Office Word, gitip cho gido an trinh bay d rang
vamach lac.

Co6 kha ndng dua vio gido 4n cac ddi tuong do6 hoa cb s3n hodc tao mi
trong Microsoft Office Word.

NOI DUNG
1. Tao Ibp, quan li cac file gido dn soan thao trong Microsoft Office Word.
2. Cach trinh bay gido an trén Microsoft Office Word.
3. Pua cic ddi tuomg do hoa cb s3n (tranh Anh, bidu bing, so do, hoore do,

4.

ban dd, biéu d6) tir cic ngudn khai thic khic vAo gido an.
Truc tiép tao ra cic ddi hrong dd hoa trong Micros oft Office Word.

CAC BUGC TIEN HANH

L.
2,

Nghign ci tii ligu hnréme din sir dung Micros oft Office Word
Thure hanh tao va hru file gido 4n theo yéu ciu.
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3. Cung cdp cho hoc vién file gido 4n ngudn chua dinh dang, yéu ciu hoc

vién thure hinh dinh dang gido 4n theo mau sido 4n duoce phit tay.

PAMNH GIA

1. Soan thio mét gido 4n hoan chinh, trinh bay rd rang, khoa hoc.

2. Biét 511 dung Microsoft Office Word trong cic cong vigc khdc nhr viét dé

tai, sdng kién khoa hoc, bdo cdo, lam gidy méi...

KET QUA MONG DO

1. Quanli duoe cac file gidao an trén may tinh.

2. Co kha ning soan thio gido 4n trong MMicros oft Office Word.
3. Trinh bay gido 4n khoa hoc v co tinh tham mi.

THOMNG TIN CO BAN

Trudre xu hirémg d6i méd phnrong phap siang day theo nrémg tich cuc hod
vai trd cfia ngutd hoc, viéc soan gido 4n trén mdy tinh 1 mot doi hoi 4t
véu doi vii GV. Soan gido an trén mdy tinh duoce coi nhr giai doan s6 hoa
gido an, day cling 1 badice khii diu quan trong cho vige xiy dumg cac bai
gidng diégn 0.

Phién han coia cong cu soan thao duoc gidd thidu trong tii lidn la
Microsoft Office Word 2003. Pay I phién ban duoc sit dung phd bién va
cO giao dién hrong tu nhar Word 95, 98, 2000, 2002,

1. Thao tac vdi mot tép gido an

Mbi mot oiio 4n duoce soan thao trong Microsoft Office Word 1A mot tép
ct dudi dinh dang .doe. Chay vmg dung Microsoft Office Word bing
cich: Tit cing cu Start chon All Program, chon Microsoft Office, chon
hicrosoft Office Word 2003.

1.1. Tao mdot gido an moi
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Ngay khi mir Microsoft Office Word, mot tép tai ligu trong (blank
document) diroe mir ra. GV cd thé thao tic ngay trén tép tai lidu nay. Bé
Iuu tép 2ido0 an, GV thao tac: nhay chudt vao tuy chon Hle trén thanh
cong cu, chonlénh Save As.

Sau khi hra chon 1énh Save As trén man hinh xuét hign hop thoai, GV
lua chon dia chi hna tép gido an tai Save in va dat tén cho tép gido an tai
File name.
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* Tt v Khi dang soan thao gido 4n, néu o sy cd mdy tinh nhar mét dién,

16i phin mém... thi tép gido 4an chi ghi lai phin noi dung d3 soan thao ké
tir lin st dung lénh ghi cudi cimg. Nhiéu GV cd thoi quen chi st dung
lénh ghi mot lan e khi dimg viée soan thido gido 4n, vi vay néuxiyra
su co s& mét toan bé noi dung soan thao trude d6. Do d6, cin thwimg
xyén dimg 1énh ghi trong quii trinh soan thio bing cich: tirtrinh duyét
File trén thanh cong cu chon lénh Save hoic kich vao biéu hrong (=] trén
thanh cong cu, hodc nhanh nhét 13 bam td hop phim Ctrl + .

1.2. Tao mot gido &n maoi tir gido n co san

— Cach thit nhat: mé mot tép gido 4n soan thao trong Microsoft Office

Word d3 co 53n, tir trinh duyét File trén thanh cong cu chon lénh Save as,
dat ten cho tép sido 4nva hra chon dia chi cin hn.

Cach thit hai, copy mot tép gido 4n cd san sang mit dia chi moi: Kich
dip vao bifu tuong My Computer trén mén hinh, lua chon dia chi co
chita tép gido an cd san, kich chudt phai vao tép gido an co san, chon
lénh Copy dé sao chép. Sau d6 hsa chon dia chi cin hr tép gido 4n mdi,
kich chuit phai, chon lénh Paste dé dan tép gido 4n d3 ha chon dén dia
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chi méi. Bdi tén tép gido an bang cich kich chuot phai vio tén file gido
an va hra chon lénh Fename.

T Gk e Pews koh teD ¥

Qe - @ F [Tt

1.3. MdJ tép gido an co san
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Trén thanh cong cu cta Microsoft Office Word, chon trinh dwuyét File,
chon lénh Open, xuat hign hop thoai. Tir muc Look in trong hop thoai,
Iya chon dia chi hm tép tai ligu, chon lénh Open. Co thé md cimg lic
nhiéu tép gido 4n.

P hién thi ciing ldc trén méan hinh hai tép gido an 43 mdr sin s dung
chitc ning so sdanh trong Microsoft Office Word bang cich: Trén thanh
cong cu cia Word chon trinh duyét Window, chon lénh Compare Side by
Side with...
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2. Cacthao tac co ban trong qua trinh soan thao gido an
2.1. GO Hiéng Viét

C6 mét 56 bo phong chit thuéng

duopc dimg dé gb tigng Viégt nhnr | 200 =
Unicode, TCVN3 (ABC), VNI | @s | Bk
Window. Hién nay, bo phong chiy | ™ Ocmser Oans [ s |
Unicode duoc Chinh phit quyét | mees

Cho phép gi tur do Bt kigm tra chinh t3

dil'l.h A h fl phﬁng chir [:h]ﬁn, s1T [t du o, us (thay vi 5a, i) Tur ding Khoi phuc phim véh ki sl
e . " [ Luén ik dung cliphoard cho unicods
dung trong khoi co quan hanh chinh

Thy chon oétét Hé théng

Nhél IIUEI'C. Céﬂ phﬁng [.‘.hﬁ' thl.l'ﬁllg [ cho phép ué té [Z1Bt héithosl néy khi kndi déng
. - - ~ - []cho phép i tit ca khi tt tigng vigt [ Kni dong cling Windows
ding trong b phong chit Unicode oea——

la Times New Roman, Arjal.
Hai phén mém h trg g6 cde ki ty | 27 [ | [ |
tigng Viét droc s dung rong rEi

hién nay i Vietkey va Unikey. P& si1 dung, khii dong phin mém (tir
thanh cong cu Start, chon All prosrams, chon phin mém Vietkey hodc
Unikey), trén giao dign ciia phin mém hya chon moi tmrimg Fam viéc
thich hop, trong d6 quan tam dén chon bing mé va kiéu od.

2.2. Chén cac ki twdac bigt

Lua chon trinh duyét Insert trén B W
thanh cong cu, chon Symbol, xudt | o o
hién hop thoai ttong 46 co chira
cac ki tu &ce higt. Lua chon font
chit, tim va kich chuoét vao ki tu

cin chén, nhay it nsert. SRR
- . . N e|le|x|o|mm x|zl =|+|x|m|p|a
¥ Iree ¥ Font chit Wingdings va SR R e

Symbol cd chita nhifu K ty dic | G | Grve | s

hiét va thutmg cin s dung khi ot ] [ o]
s0an 2iao an trén may tinh.

P ai vii nhimg K tu d3c biét o tin 56 xdt hién cao khi soan gido an, dé
oiam thao tic khi 51 dung hop thoai Symbol va tiét kiém theéd gian co thé
diung cach sau: M& hop thoai Symbol, kich chudt chon ki tu dic biét, sau
db kich chuot chon mit AutoCorrect. Vi du, &€ chén K ty (), hua chon K
tu nay trong hop thoai S5ymbol, Kich chudt vao niat AutoCorrect..., nhip
cum tr xichma, kich chuot vao nat OK. Nhr vy, trong qua trinh soan
oido dn, khi ddnh cum tir “xichma” sé ty dong chuyén thainh kitu =,

121



Rig

Shi Babooeedt Sphions Buthons

T Cgrrast P Wil Ciigata b ieplen
¥ Coapitaiow Firet Infter of gardenos
| Capltubos fret lnfter of Lok pols

[ Captuion paras o dee

L] Corment scricentsl usags of cAPS LOCK by
Paplara pad: & you byps

Eepdae ~ Pl s ]

bl

2.83. Lua chon dit liéu trong giao an
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Trong qua trinh soan thao gido 4n, thao tic hva chon dit lidu trong gidao
4n (hay con goi i ddnh diu hosic boi den viEn ban) 1 thao tic can thiét
trurére &€ thare hign hiéu chinh, dinh dang, sao chép, x0d van ban.

Thao tic thadmg duoce sit dung 13 dimg chuot két hop vii bin phim. Cu
thé nhusau:

Lua chon met tir: Kich dap chuot vio bat ki mot K oy o trong tir cin
lra chon. Microsoft Office Word xic dinh mot tir bang ddu cich lién phia
tnrére va déu cach lién phia sau.

Lua chon mot cau: Gilt phim Ctrl va Kich chudt vio mot K trbét K trong
ciu da. Word tu dong xic dinh mot ciu bing ddu chém ciu phia tiuée va
ddu cham ciu phia saw

Lua chon mot déng vin ban: Pua oo chuot ra 18 i cia dong cin hea
chon (trd chuot chuyénsang kidu hién thj dang mii tén) va kich chudt.
Lua chon mot vimg vin ban: Kich chuot vao K tu ddu tién cia ving
vin ban cin chon, 4n giit phim Shift, kich chuot vao Kt cudi cing, tha
phim Shift.

Lua chon mot doan vin ban: Pua tro chuot ra 1€ trdi cda doan vin ban
cin hra chon (ro chuot chuyén sang kiéu hién thj dang miii tén), kich
dup chudt vao mot dong bat K ciia doan van ban. Word ty dong xic dinh
doan vin ban tir K higu xiong dong phia tnuére (phim Enter) va K hig¢u
xmdng dong phia sau.

Lua chon toan bd vin ban: Anté hop phim Ctrl + A hodc tir thanh cong
cu chon trinh duyét Edit, chon lénh Select All.



* Tz ¥ Sau khi thue hién thao tic lua chon dit lidu, phén vén ban duoc
Ia chon rit dé hi xod nhiam néu neudd 511 dung 8n vao mot phim bat ki
trén ban phimn. Trong tmrimyg hop iy cin thye hign neay thao tic khoi
phuc bing cach: trén thanh cong cy, hra chon trinh duyét Edit, chon
lénh Undo Typing hodc 8n td hop phim Ctol + Z.

3. Binh dang gido dn
Pé sido 4an trinh bay khoa hoc, sau khi hoan thién vigc soan thao noi
dung cin thue hién cic thao tic dinh dang vin ban. Nhimg thao tic dinh
dang co ban nhu font chit (font), doan van ban (paragraph), trang van
ban (page)... cd thé thuc hign trong trinh duyét Forrmat hoic thanh cong
cu Formmathng.

111
qa
m
¥
Ll

0-2-A-

— ¥

zﬁ Mormal + 14pt » TmesMNewRoman ~ 14 « | B F U | = = ¢§ < %E :

3.1. Binh dang font chir

— Trén thanh cong cu, chon trinh duyét Format, chon lénh Font, xzit hién
hip thoai. Co thé hea chon font chit, kidu chit (nghiéng, &m, gach chan)
va cir chit trong hop thoai.

3.2. binh dang doan van ban

Trén thanh cong cu chon trinh duyét Format, chon lénh Paragraph, xuét
hién hop thoai. Tai d6 cd thé hra chon hii ddu doan, khoang cich giita
cac dong vin ban, khoang cach giita cic doan van ban.

3.3. binh dang trang van ban ”
3.3.1, Binh dang khd gidy, 18 ol

Trén thanh cong cu chon trinh duyét File, chon : _
lénh Page Setup, xuit hién hop thoai Chen | [A] &

trang Margms thuchién cac dinh dang: S e ]
— Can lé trang gido 4n tai Margins: Top (& o
trén), Bottom (I& dudni), Left (1€ trai), Right (& | === = -
phiai). Thong thuémg, sido 4n khi dong quyén
5é can 1é trai rong hom. e

— Binh huimg trang tai Orientation: Portrait {doc), Lands cape (ngang).
Chon trang Paper, chon Paper Size dé hua chon kiéu gidy.
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3.3.2.

Chen Héu d& diu trang, cudi trang va danh =3 trang

chin trang (thuimg dé gerauoTes | 9 6|61 © | &) | E F 5, | gese
trinh bay cac thing tin nhu tén gido an, tén GV...): Trén thanh cong cu,
chon trinh duyét Header and Footer. Trén trang sijo 4n xnat hién phin
khing gian diu trang va chén trang d8 nhap noi dung can thiét, dong thod
st hién hop thoai.

Pénh sd trang: Trén thanh cong oy, D nbers
chon trinh duyét Insert, chon lénh Page [
Numbers. Tai Position, chon danh sdé | 0

el
a
=,
@
=

Aligrment:

trang & dau trang (Top of page), danhsa | v

Show number on first page

¢ chin trang (Bottom of page); ta
Alisnment, chon ddnh s6 & phia bén trii
trang (Left), & gifta trang (Center), & bén phai trang (Right).

4. Bang bigu va cac ddi tugng dd hoa khac trong gido an

4.1. Bang biéu
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Tao bang Pt o chudt vao vi ti mudn tao bdng, trén thanh cong cu,
chon trinh duyét Tahle, chon 1énh Insert, chon Tahble. Trong hop thoai
Insert Table, g6 56 cit mudn tao trong bang vao 6 Number of columns,
26 50 hang mudn tao trong bing vao 6 Number of rows. Kich chon OK 4
hoan tat.

Cac thao tic nhip va dinh dang dit lién trong bang thue hign nhar cac
thao tac nhip va dinh dang vin ban thong thadime,

Thém hing: Bat ro chuot & 6 cudi ciing ciia bang, nhén phim Tab trén
ban phim.

Chén thém dong méi vao bang: Bat oo chudt vio vi i mudn chén thém
dong, trén thanh cing cu chon trinh duyét Tabhle chon Insert, chon Rows
Ahove (chén 1én trén dong hua chon) hodc Rows Below (chén xudng dudi
dong lua chon).

Chén thém cot mbi vio bang: Pt trd chuot vao vi i muon chén thém
cot, trén thanh cong cu chon trinh duyét Table, chon Isert, chon
Columns to the Left {chén sang bhén trai cit ducoc lua chon) hodc
Colurnns to the Right (chén sang bén phai cot duoc hia chon).

Xod hing, xoi cot: Chon hing/cot cin xod, trén thanh cong cu chon
trinh duyét Table, chon Delete, chon Cohans dé xpa cot hodc chon Rows
dé xo4 hang.



Table, chon lénh Merge Celks.

Tach cic 6 cfa bang: Chon cic 6 cin tach,
trén thanh cong cu chon trinh duyét Tahle,

— Két hop cic 6 cila bang: Chon cic 6 cin két
hop, trén thanh cong cu chon trinh duyét

|£j Merge Cells M

|5 Sl Cells... N

chon lénh Split Cells. Nhip s6 cot can tich
vao Number of columns, nhép s6 hing cin tach vao Number of rows.

Tao va thay d8i duémg vién

cho bang: Chon bang hoic o irior | pnoe gy .
¢in tao va thay déi dutmg | 8 smsmosma
vién, trén thanh cong cu chon i
trinh duyét Format, chon l¢nh B -
Borders and Shading. Trong | [ s 7770 .
bang chon Borders, chon kidu g - [ o B ' '

L4 . et
duimg vién trong tai Style, o 3 |t
mau sic duémg vién tai Color, &| o Pararoh v
do rong dudmg vién tai Width. ions..
Nhin OK dé hoan tat. T ISR

Piéu chinh d6 rong hang/cot: Lira chon cac hang/cot cin diéu chinh do
ring, trén thanh cong cu chon trinh duyét Table, chon lénh Table
Properties. Trong bang chon Row, dinh dang 46 rong cho hang tai
Specify height, trong bang chon Column, dinh dang dé rong cho oot tai
Preferred width. Whin OK dé hoan tit.

Table Properties @@
Table Row Column Cell
Size
Rows

Options

Specify height: [1.2cm| %

Row height is: | Ak least  w

Allaw row ta break across pages

[ % Previous Row ] [ Mext Row ¥
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— Binh dang huimg vin ban trong

bang, trong 6 cia bang theo mit  JE AR e
trong ba huimg (ndm ngang, | crentstin Preview
thing dime tir trén xudne, thing
dimg tr dudi lén): Lua chon 6 S :::E::;:Tgn
cin thay déi huémgvin ban, trén 3 ) the lazy dog.
thanh céng cu chon trinh duyét
Format, chon lénh  Text
Direction, nl&y chupt chon mot
trong ba huimg vin ban trong
hop thoai. Nhin OK dé hoan tit. [ o ][ cancel

4.2. Cac ddi tugng d6 hoa

4.2.1.

4.2.2,

4.2.3.
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Trong gido an thutmg cd cic ddi tuong dd hoa nhar hinh Anh (Pictures),
hinh vé (AutoShapes), sor d6 (Diagram), biéu db (Charts)...

Hinh w&

Hién thj thanh cong cy Drawing: trén thanh cong
cy, mé trinh duyét View, chon Toolbar, kich chon Ll N
thanh cong cu Drawing.

Pré chén cic hinh vé cb sin, chon AutoShapes, tai d4y co cic hinh vé co
ban. Viéc dinh dang kich ¢, mau sic ciia cac doi tuome duoce thae hign
trén thanh coéng cu Drawing.

Hinh ank

Chén hinh idnh tir thar vién: trén thanh céng cu mé trinh duyét Insert,
chon Picture, chon Clip Art, Kich chuot chon hinh dnh cin chén.

Chén hinh 4nh hr cic file c6 s3n hodc b cic thiét bi két ndi: trén thanh
cong cu moé trinh duyét Insert, chon Picture, chon From File, chon dia
chi i hinh dnh cin chén.

ad da

Trén thanh cong cu md trinh Néng

duyét Insert, chon 1énh Diagram,

kich chon kiéu st db tai Select a T

dlﬂ%l’ﬂlﬂ type, hl:r;an tit nhan OK. Tring Ghin Dich vu
Xuat hign so do dﬁ l"-'aa chon, trot fui nong nohicp
nhip cicnoi dung can thiét.




4,24, BiEgw ds

Nhap s0 lidu vé hléu dd, dinh r:]';.:;;;:”. o - i |
ddu (hoi den) sd ligu cin vé . AR E R ST |

"

hiéu do. Trénﬂlatﬂlcungm,l i da P20 spa s Rz 3l ws B

mﬁ'ﬂ'ilﬂlduﬁth]ﬁﬂrt’dlgnéiu_.'ﬂ TR ET T R e i
lénh Picture, chon Chart, |—° = & S

xudt hign bang s ligu vabidu ||
dé (dinh dang mic dinh B |¢

biéu dd hinh cot). Trén bang |
58 lidu, x4 s6 ligu by dong |
hién thi, nhap s0 Ligu cin vé 53'1
hifu dd va cic dong tieu dé.
Trén thanh cong cu, mé trinh
duyét Chart, chon Chart Type
dé chon kiéu hidu do, chon
Chart Option d€ dinh dang
hiéu d6. Sau khi hoan tat kich
chuot vao bat ki vi tri bén ngoai hléu dh.

* Fiai = Mudn chinh sira biéu do, kich dip chuét vao biéu d6 dé hién thi
lai thanh cong cu va bang sd Ligu.

= Cov cau GOP unh A mden 2010
W r."':'i — Chiteu | Tile[w
B
407

Hoat dong 3:

X1 LI D LIEU BANG MICROSOFT OFFICE EXCEL (3 tiét)

PHUONG TIEN: Miy vitinh, tai idgu nogudn vé Excel, phiéu bai tip phit tay cho
hoc vién.

MUC TIEU
L. Lam chni dugc viége quan i cic tép di ligu duoc tao l&p trong Microsoft
Office Excel.
2. 511 dung thanh thao cic thao tac oo s& trong qua trinh nhip va o1 h da
ligu trong Microsoft Office Excel.
3. 5 dung thanh thao cic thao tic dinh dang vé mat hinh thire hién thj cia
dii ligu trong hMicrosoft Office Excel.
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PHIEU BAITAP CHO HOAT PONG 3

LOP 12A1

BANG DIEM TONG KET CA NAM (NAM HOC: 2011 - 2012)
STT Ho va Tén Toan | Li |Ho4 | Sinh | Van | S | Pja | Anh |GDCD| TD | TB mén | Xép loai | Ghi cha
1 |NeuyénVianAn 80 |7.7| 70 | 45 | 86 |5.5|5.0| 65| 7.7 |6.7
2 |Trdn NeocAnh 55 |6.5| 86 | 6.7 | 5.4 |6.5|7.2| 54| 6.0 |83
3 |Trinh Nam Giang 79 |53| 85|56 | 78|83|55|68]| 7.0 |80
4 |Nguyén Thi Hoi 83 |72|94 |72 |83 |80|78|69| 91 |73
5 |Mé&n Quang Huy 83 (68|72 |73 |42|(82|59|65| 63 |57
6 |ViThiNamPhuong | 9.1 (83|42 | 3.4 |55 |6.7(6.2| 75| 6.5 |56
7 |Trinh Thanh Thanh 85 (43|55 |45 |73 |46|74| 78| 7.2 |85
8 |TrinhVin Tudn 53 |5.8| 56 | 7.5 | 6.4 |5.8|93| 76| 76 |77
9 |PhamVin Ta 72 |69| 78|93 |76 |82|85| 72| 5.1 |68
10 |Truong Thij Hoang¥én| 7.3 (9.2| 3.5 | 8.7 | 46 [4.5|52| 7.8 | 6.5 |56

Hoc vién thure hign chc yéu ciu sau:

— Xéploai yéu: conlai.
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. Tai ciot TB mon, tinh diém trung hinh mén (trong db hai mon Vin va Toan hié 56 2).
. Tai cot Xép loai, tharc hién xép loai hoc huc cila HS theo tigu chi:
Xép loai gioi: diém trung hinh trén 8,0, trong d6 khong cd mon ndo duni 6,5.
Xép loai kha: diém ttung hinh tir6,5 dén di 8,0, trong d6 khong co mon nao dudi 5,0.
Xép loai tung binh: diém trung hinh tir5,0 dén dwdi 6,5, trong &6 khong co mon ndo dndi 3,5.




NOI DUNG

1. Tao l&p, quan hi cac file trong Microsoft Office Excel.

2.
3.

Cach nhip va trinh bay di lidu trong Micros oft Office Excel.
i1 li dit lidu trong Microsoft Office Excel.

4. Vé biéu db trong Microsoft Office Excel.

CAC BUOC TIEN HANH

L.

Phat tii ligu va yéu ciu hoc vién doc tii ligu ngudn vé huimg dan st dung
Microsoft Office Excel vii nhimg ki thuét co ban xab li sd ligu va bhiéu do,
do thi.

Thure hién bai tip 1: Yéu ciu hoc vién nhip dit liéu theo phiéu bai tap d3
phit va 511 dung cic cong thite trong Excel dé xrli dit Ligu.

3. Hocvién thuc hinh trén mdy tinh va nop két quA.
4, Thure hién bai tap 2: Gitd thigu vé bifu dd. Yeu ciu hoc vién vé hiéu d6 tir

.
6.

nhimg sd ligu trong két quia cia bai tip 1.
Hoc vién thue hinh trén may tinh va nop két qua.
Nhiin xét vi tong két vé noi dung ciia chil dé hoat dong.

PDANH GIA

L.
2.

511 dung Excel dé nhép va quan i ditliéu phuc vu hoat déng day hoc.
San pham vé za1 i, vé hidu dd va do thi trong Excel.

KET QUA MONG DO
1. Quanli duoe caic file dit ligu tao Ibp trong Microsoft Office Excel.
2. 5 dung duoe cic K thuat tir co ban dén néang cao dé xa l s0 ligu, xay

dumg hiéu d6 va vé do thi trong Excel.

THOMNG TIN CO BAN

Trong cong tic giang day ciing nhu quan li lop hoc, sit dung Microsoft
Office Excel co nhiéu tignich cho GV & hmu triy, xi1li 56 ligu.

Phién ban dugc gidi thidu trong tii lidu 14 Microsoft Office Excel 2003.
Pay B phién ban duoe st dung phd hién va cd giao dién throng tu nhur
Excel 95, 98, 2000, 2002,

Khini dong Microsoft Office Excel: Vao Menu Start, chon Programs, chon
Microsoft Office, chon Microsoft Office Excel (hodc Kch dap vao biéu
tuong trén méan hinh). Xuit hién siao dign cia Excel. @
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1. Nhap dif lidu
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Vimg lam viéc cida Excel dimg dé thiét lap bang tinh. Bay B mot tip hop
ciac 6 hinh chit nhit (goi I Cell) ndm xép canh nhau, mdi 6 cd mot
dia chi rigng cida no, do chinh 1a diém giao nhan gitia dia chi cot va dia
chi dong.

Nhip dit lidu vao mot 6 trong bang tinh: kich chudt vao 6 cin nhap di
ligu (vi du nhar A1) va nhap dit ligu. Két thac nhép ligu: bam Enter hodc
ding cic phim mii tén, phim Tab hodc kich chuét dinoi khac.

Cac kiéu ditligu:

Eidu chudi (Text): Puoe quy uire bing cic K tu rong bang chit cdi it A
dén Z. Trong cong thirc tinh toan dit ligu loai chudi phai dugce dbt rong
ddu ngoickép (“....").

Kidu s (Nember): Puoe quy uire bing cicconsd 0, 1,2, 3,4, 5,6,7, 8,9
hoic bing mit trong cic K t: + (cong), — (), . (chiam thap phan). Khi
nhap dit litgu kidu s khong hop 1&, Excel iy dong chuyén thianh dit ligu
kiéu chudi.



2. Chon dif ligu

Chon mot 6: Kich chuot vao 6 cin chon.

Chon cdc 6 lién tiép: Re chudt tir 6 gic trén cing dén 6 goc dudi cing
hoic ngupc lai.

Chon céc 6 réd nhau: Chon khoi thit nhat sau d6 4nva giit phim Ctrl roi
tiép tuc dimg chudt kich chon cic khdi 6 khdc nhau cho dén hét.

Chon mot hang: Kich chudt vao s thi tu oia hang.

Chon mat cot: Kich chudt vao chit chi ghi tén cot.

3. Chinh sira dif lidu va bang tinh

Chinh sira lai dif ligu &3 nkéip: Kich dip chuét vao 6 can chinh sira hoic
chon 6 cin chinh sira roi bam phitn F2. Thue hién thao tic chinh sira.
Xo4 dit ligu: Chon cic 6 co chira ditlidu cin xod va 4n phim Delete.

Thay ddi do rong cot: Pra tro chuot 1én vi ti vach hién ttén thanh tigu
dé cot cho dén khi hinh dang chudt thinh miii tén hai chiéu « kich
chuit va ré chuot dén vi tri cin thay ddi rdi tha chuot ra. Hoiic mé trinh
duyét Fonnat, chon lénh Column, chon Width, nhip d6 rong cia cot vao
hop thoai.

Thay ddi do cao dong: Pua tro chuot 1én vi i vach bién trén thanh tigu
dé dong cho d&n khi hinh dang chudt trés thinh miii tén hai chiéu 4 sau
do ré chuot dén vi ti cin thay ddi rdi tha chudt ra. Hodc miv trinh duyit
Format, chon lénh Row, chon Height, nhéip d6 ring cia cit vao hip thoai.
Chén thém cot/dong: Chon vi tri cin chén, miv trinh duyét Isert, chon
lénh Columns /Rows.

Xod cot/dong: Chon cot/dong cin xod, mir trinh duyét Edit, chon lénh
Delete.

4. binh dang

Chon 6 hodc khoi 6 cin dinh dang, mé trinh duyét Formmat, chon lénh
Cells, hién thi hop thoai Format Cells bao gém cic chon lua nhu sau:
Bang chon Number: Gom cic chon lua hién thi 56, cic kidu hién thi
thong thuemg (General), phin trim (Percentage), khoa hoc (Scientific),
tién té (Currency), ngay, thang, nam (Date).

Bang chon Alisnment: Gom cic hua chon vé kiéu hién thi chudi vin ban:
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2=

Murnber I Fonk I Eorder I Patterns I Probection I
Text alignment —orienkation
Horizontal: Indent:
IGeneraI ;I ID ﬁ .
werkical: L=
IBnttDm LI >t<

Text conkrol ID E‘ Cegrees
| Wrap text
I shrink ko fit
I Merge cells

(=] I Cancel I

Horizontal: Vi tri hién thi trén 6 theo chidu ngang.

Vertical: Vi tri hién thj trén 6 theo chiéu dimg.

Text control: Chon Wrap text, tu dong tach dit ligu xudng thanh nhiéu
hing (van trong cimg mot &) trong tmdmg hop chidu dai chudi dit Ligu
vurot quea do rong .

Orientation: Chon hra kiéu hién thj trén 6: ngang, doc, dimg, chéo,...

Bang chon Font: Font chit (Font), kiéu chit (Font style), of chit (Size),
sach chén (Underline), néiu sac (Color), higu tmg (Effects).

Format Cells d |

Nurmber I Alignment I Border I Patkerns I Protection I
Font: Font skyle: Size:
|Arial |Regu|ar | 10
T @MS Mincho - - E] -
T @PMingLil o [malic ]
e - - gg:g Italic =l Jit =
Underline: Color:
INone ;I I Aukornatic ;I I pormal Fant
ffects——— review
I strikethrough
™ Superscript . AaBbCcY¥yZz |
I subscript
This is a TrueTvpe Font, The same Font will be used on both your printer
and your screen.

Ok I Cancel I

— Bang chon Border: Gim cic chon hpa vé ding Khung (nhur trai, phai,
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trén, dudi, bao quanh Border), nét klnmg (Style), nsiu khung (Color).



x|

Murnber I alignment I Fonk Patterns I Prokection I
Presets rLine

Dutline Inside

Text

Color:

I Autornatic T I

The selected border skyle can be applied by clicking the presets, preview
diagram or the buttons above,

Ok I Cancel I

— Bang chon Patterns: Gom cic chon hra vé nén nhir: méu nén (color), kiéu
nén (Pattern).

Format Cells =l

Mumber I Alignment I Font I Border Protection I

Cell shading
Color:

P

o
Il

ample

NO|ENEN
| pimige] |
minpininge] | |
O0jCEEEN
ER (JOONN 5
HE CENEN
N CENEN
B0 JCEEN

Il
o
o
o
o
2
El

1

OK I Cancel I

5. Tao higu dd trong Excel

Biéu db 1A mot dang bhidu dién s0 ligu trong Excel. Thing qua hifu d6 GV
khing chi biéu dién s6 ligu mot cich sinh déng méa con biu dién duoc
mitc dd trong quan gitta cic chudiso lign, tir d6 nit ra duoe nhime nhan
xét, dadnh gia chinh xic.
Cac buérc tién hinh vé hiéu do:

—  Mirtip tin chita bang tinh cin vé do thi.

— Chon pham vi bang tinh cin vé dd thij (co thé bao gdm ca tigu dé dong,
cot va dit lidu).
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— Trén thanh cong cu, miv trinh duyét Insert, chon 1énh Chart, xuét hién
hop thoai (Step 1 of 4). Chon kiéu dd thj tai bang chon Standard
Types /Chart type, kich Next &€ tiép tuc budc sau.

Chart Wizard - Step 1 of 4 - Chart Type E]E]

Standard Types | Custom Types

Chart bype: Chart sub-type:

ol ETCE m

=== M
2% Line

oPie

L XY (Scatter) Uﬂ 3
Area
: Doughnut II!ILII, Illl Ilr
@ Radar
@) Surface
8y Bubble v

Clustered Column, Compares values across|
rategaries,

[ Press and Hold to Yiew Sample ]

* Fzas v Khi chon Kéu hiéu d6 xong, kich giit chuét vao nit Press and Hold
to View Sample trén hop thoai d€ xem vi du.

— Barérc 2 (Step 2 of 4): tai Series in chon hién thj dit liéu theo dong (Rows)
hoic theo cot (Cohmmns). Chon xong, kich chuot vao Next d€ tiégp tuc.

Chart Wizard - Step 2 of 4 - Chart Source Data EJ@|
Data Range | Series

00%
a0y
s0%
0%
B0%
0%
40%
0%
20%
0%

0z

Lerp B Lop 6B Lop 6
Datarange: | =sheetl!§a¢2:$046
Series in: (&) Rows!
O Columns
Cancel ] [ < Back ” Mexk = 1 [ Finish
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— Buirc 3 (Step 3 of 4): Nhap tén hifu dd tai Chart title, tigu dé truc X tai
Category (X) axis, igu dé truc Y tai Value (Y) axis. Kich chuot vao Next dé
tiép tuc.

Chart Wizard - Step 3 of 4 - Chart Options

Titles | Axes Gridlines | Legend | Datalabels || Data Table
Chart title:
- PR
[Tén bigu d8 | Tén bidu 3
Category (%) axis: 100%
a0% [
| Bailugng | o
= T0x [
Yalue (¥ axis: T e CRET
" 5% OTrung bin
| Bai lurgng ¥ | 3 T mKhd
& aox oGl
20%
| | 10%
0%
L¥p6s  LYREE  LFpEC
| | £9i bo'ng X
[ Cancel ] [ = Back ” Mext = ] [ Finish ]

— Kich chuét vao Finish d€ hoan tat.

Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

|_|_I_ () &s news sheet: |Chart1 |

v

(%) A= object in:

(o) (e

A | e | ¢ | p | E | F | & I H | v [ 4 ]|
1 | KET oUA XEP LOAI HOC SINH KHOI 6 Ket qua xep loai hgc sinh khoi 6
2 [Xép loai [Lép 6A |Lop 6B |Lép 6C
3 |Gigi 15 B 3 100%
4 |[Kha 12 15 12 BO% - Ovéy
5 |Trung hin 5 7 15 e 50% 1 O Trung kinh
E |Yéu 3 7 5 T a0 BKha
7 20% - B Gidi
B | o
19_0 Léw 64, Lép 6B Lém BC
1] Lép
12|
13
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Pé chinh sia ki hiéu 46, kich dip chudt vio timg noi dung hién thj cia
hiéu dd, co thé chinh sira kich thurée biéu db, tén biéu dd, chi gidi, mau
sdc. Néumudn chinh si¥a lai 56 ligu, chi cin chinh sira truc tiép trén bang
50 ligu ngudn, biéu dd sé tr dong diéu chinh theo.

6. Cac phép toan
— Todn tirsd hoc: + (cong), — (i), * (nhan), / (chia), & (ui thira).
— To#an tTlogic: Wot (khing), And (va), Or (hoic).
— Todn tit s0 sanh: = (bng), = (nhd hon), = {ém hon), <= (nho hon hodc

bing), == (lém hom hodc bing), <= (khac).

7. Cac kiéu dia chi

Khi thire hién cic cong thite tinh todn trong Excel cin xic dinh dia chi 6
dit ligu, bao gim cic loai:

BDia chi fuong ddi: Pugce biéu thi duti dang tén COTDONG (Vi du: A2, B3,
C4). Khi sao chép hay di chuyén cong thntc dén noi khac dia chi tuonmg doi
sé tir dong thay ddi tromg duomg vin vi tri sao chép.

Bia chi heyet dot: Bugce bidu thi duéi dang  $COTSDONG (Vi du: $A%2,
$B%3, $C%4). Khi sao chép hay di chuyén cong thire dén noi khic, dia chi
tuyét doivan oitt nguyen khong thay doi.

Bia chi hén hop: C6 hailoai

Pia chi tuyét ddi cot, toomg doi dong: duoc bifu thi dudéi dang
$COTDONG (Vi du: $42, $B3, $C4).

Pia chi tuong ddi cot, tuyét doi dong: duoc bifu thi dudéi dang
COT$DONG (Vi du: 452, BS3, CH4).

8. Ham {Function) va cach s duyng

8.1. Khai niém ham
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Ham K nhimg cong thire dinh s3n ca Excel nhim thuc hién mét chire
ndng tinh todn rigng biét ndo d6, hodc d€ thuc hién cic thao tic rén
bang tinh. Trong quai trinh 517 dung khi cic ham co sdn cia Excel khong
dap img duoc thi co thé viét ra nhimg him méi thich hop.

Cii phap chung: = TENHAM (Bdisd 1, Pdisd 2, ..., Pdiso n)

Trong do:

Déu “=": Bit buoc phdi co tnrde him, néu khing co din “=" thi Excel s&
coi d6 13 mot chudi vin ban thong thutme va khong thue hién tinh todn.



— Cac ddisa: L gid tri hay 6 hodc khoi 6 duoe him st dung.
Pé sit dung cic him co thé nhép tmuc tiép tén him va cic d6i sd hodc
ding hop thoai: i trinh duyét nsert/chon lénh Function

8.2, Gac ham thuong dang trong excel

Tén ham, Ca phap Ynghiavavi du
Hem tocm hoc
ABS (rumber) Lay gia tri tuyét ddi ca déisé
=ABS (hiéu thitc 50)
=ABS (12-20). Két qua: 8
INT(rzermber) Léy phén nguyén ciia déisé
=INT (bifu thirc 50)

=INT (5.6) Két qua: 5
=INT(-5.6) Két qui: —6

PRODUCT (nuermberI nummber?,...)

Tinh tich cha cac gia tn trong danh sach
tham 56
=PRODUCT{2-6,3,4) =144

ODD{nicrmber)

Lam tron dén mot s0 nguyén 18 gin nhat
=0DD(3.6) =5

MOD(nurnberdizisor)

Tra vé s0 dur cita phép chia nouyén nrrmber
cho diviser (number va divisor A cac so
neuyen)

=MOD({3,3) = 2

ROUND {nusmbernntim_digiis)

Lam tron s0 number vii do chinh xac dén
nurn_digits chit 56 thip phan (Quy uéc0 1
lam tron dén hing don vi, -1 [am tron dén
hang chuc, 1 1A Iy mot chivso théap phan...)
=ROUND(5.43234,1) = 2.4

SUMnzemberlniember2...)

Tinh tdng cic gii tri trong danh sdch tham
50
=SUM(2-6,8,4) = 8

SUMIF (range,criferia, fsim_nnge)

Tinh tong cic 6 thoa mén diéu kién:
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range: vimng ma diéu kién sé duroe so sanh
eriteria: chudi mo ta diéu kign

surmn_range: vimg duge tinh tdng, CGic 6 trong
viing 16y sé duoe tinh tdng néu cic 6 tuong
img trong vimg range thod diéu kign. Néu
khong co gom_renge thi ving range sé duoc
tinh.

=SUMIF({C4:C12," ==6" F1:F12)

SQRT{ruernber)

Tinh cinbichai ala motsd duong mumber
=SORT(9) =3

Cdeheam théng ké

MAN frermberLniember2...)

Tra vé gid trj lém nhit cia cic gid toj s0
trong danhsach thamsd
=MA¥(1,2,3,5) =5

MIM frrermberlnummber?,. )

Tra vé gia trji nho nhit cia cic gia trj s0
trong danhsach thamsd
=MIMN(1,2,3,2) =1

AVEPAGEhumberI nuember2.. )

Tra vé gid i ttung binh cing cila cic s0
trong danhsach thamsd
=AVERAGE(1,2,3,3) = 2.75

COUNT(ralwl valie?...)

Pémn cic gid trj 50 trong danh sdch thamsa
=COUNT(?,"hai",3,4) = 3

COUNTA(akelralwe?..)

Pémso cic o khong rong trong danh sach
tham sd

=COUNTA(2,"hai",3,4) = 4

COUNTBLANK(range) Péms6 cdc 6 rong trong ving renge
=COUNTBLANK(BL:BE12)
COUNTIF(range,criteria) Pém cic 6 thoa mén diéu kign criteria

trong ving range
range: viing ma diéu kignsé duocsosanh
criteria: chudimo ta diéu kién

=COUNTIF(B4:B12," >=6)
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RANK(number, ref, forder])

Tra vé thit hang cda nunber trong ref, vii
orderla cich xép hang

Néu order=0 hodc bo qua thi ref dupc hiéu
l4 co thi ty giam

Néu erder <=0 thi ref dugc hiéu 1 cd thit tu
tAng

= BFANE{M3, 5 MB35 VE30,0)

Ceicham logie

AND{logical1logical2...)

Tra vé gia tri TRUE néu tit ca cac didukign
dié¢ula TRUE
=AND(3>2,5-3,2>—4) = TRUE

OR{logical1logical?...)

Tra vé gia tri TRUE néu co it nhat mot diéu
kiénla TRUE
=0R(2-3,5-3,2=—4) = TRUE

NOT(legical)

L&y phti dinh ciia gid tri legioal
=NOT{?=3) = TRUE

IF(logical festyvalue if buevalie
_if false)

Tra vé gia tri thit nhat vale if Hue néu
diéu kién logical test 13 TRUE, nguoc lai sé
tra vé gid tri thit hai vale_if fale
= [F(N3="Yéu","Thilai","Lén lép")

Ceic ham xic 1 chuoi

LOWER(#ext)

Chuyén chudi fext thinh chit thuémg
=LOWER(“trung HOC co s&") —trung hoc
Cosl

UPPER(Zexi)

Chuyén chudi fext thémh chitin hoa
=UPPER{(“trung HOC co s6™) = TRUNG
HOC COSO

PROPER.(fxf)

Pdi cic K tr ddu ciia mbi tir trong chudi
fext thanh chit in hoa con lai déu la chir
tharéme.

=PROPER(“trung Hoc co56™) = Tnung Hoc
CoSo
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TRIM(fext) Catbo K ty trong vo ich trong chudi fext
=TRIM{“ trung hoc cosir* = trung hoc corsiy
LEN(fext) Tra vé do dai chudi fext (56 k¥ tu trong

chudi fexs)
=LEN(“trung hoc co si™) = 15

LEFT{fext, num chars)

Tra vé num chars ky tu bén trdi chudi text
=LEFT(“trung hoc cos4,9) = trung hoc

RIGHT(fext nerrn_chars)

Tra vé num_charsky tu bén phai chudi fext
=LEFT{(“trung hoc cos&,2) = cosi

MID{fextstart nicr,niem chars)

Tra vé chubi ky t cod do dai num_charshit
dAu tir vi tri start_nwm cia chuadi fexe
=MID{“trung hoc cos4",7,3) = hoc

VALUE({fext)

Chuyén chudi co dangsd thinh trj so

FIND{find_text,within_fext, [start_

niernber)

Tra vé vi i xuat hign (néu cd) cia
fine_text trong within_ fext {(bit ddu tim tir
vl il start_niern)

Chut jr

— Néu khong co start num thi vi tri bat
d4u timn tir d5u chudi.

— Ham FIND phén biét chit in hoa va chit
thaémg

— Néu khong tim thiy find_fext thi sé tra
vé 161 #VALUE

=FIND{“excel”,"Microsoft excel”) = 11

SEARCH (ﬁﬂd_ fextarithin foxt,
fstart nurnberf)

Tuong ty nhu ham FIND nhung khing
phin higt chit tharéme hay chitin hoa
=S5EARCH(“excel”,"Microsoft Excel”) = 11

REPLACE{old fextniom start,
nur_charsner_fext)

Thay thé num_chars ky tu rong old_fext
bing newr fext, bat ddu b vi tri neesn._start.
=REPIACE(*ngon ngit lap tinh”, 10,3,
chuomg”) = Nedn negit chiromg trinh
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Huémg dan bai thue hinh thoat dong 3):
— ot L5 duoc tinh béng phép todn:
=ROUND{{SUM{C:L2)+C+ G}/ {COUNT{C>:La}+2),1)
— CotNO daoc tinh bang phép fodn::
=IF{M="","", IF{AN D (M==8, MIN{CH:L3)==6.5)," Gioi" , [FAND (M5 ==6.5
MIN(C5:L3)>=5),"Kha", IF(AND (M3 >=5,MIN{C5:L53)>=3.5)," TB"," Yéu")))

— €68 05 duoc tinh: =IF(N5="Yéu","Thilai","Lén 16p")
e ey - =~

SF] e Qs P e Fpems Desh Deie ey e P
_'_-_ﬂ.'_-_*_i—. .?.;t._.".‘.__-__.-':_.._._.‘-_."..___...'ll. urn = nl
BEE TN T .!.:.t:l'j---_i-]

" - : . it B
] g 7] 3 ~ 7] i K T M s 7] =

| LOP 1241

2 IANEG THEM TOMEG KET CA %A
] SN FBOC: 00 -pand

1 | Todm | Lj | Him | Gimh | Wam | Sir | $ja | Aok |GIED | TB | TH Moo Nep Logi Gl Chi
= a0 77 =0 1% ] Tz [T [T T BT o (TR Léa ki

[ 8 | a7 | s4a | &% | 7z | %4 | &0 | k1 | e+ @ Lo g |
T [ %6 | 7a | &% | 38 | R& | *b | &0 | Tr |Kha [Lelp |
1 1 72| | 72 | B3 | | T8 | &0 | Rl | TJ | RD Jowd  LAkp |
8 I H L] - T3 i3 53 55 hE [ RT e 0 11:] Lfa kip
10 .'\-'.I. i Mim Phuoong I ® 1 | 53 | -..' | 54 a5 | [ | [ 73 | B | B | 8.3 .'I-'l Léa krp |
n ':In-.l' Thaak Thmk 3.5 44 55 4% u] 48 T2 TE 1.1 (X £.E :I!'.C :Ih:i

12| E[Trish Vil Tl | 53 | 54 | 56 | 78 | 64 | 58 | 98 ) V6 | T | TV | AT IKhi [AMp

3 & Phars Vin T T Ha 5 LR T 52 B T2 11 iE T.% AT L#a kg
14 WiTrong THHoeg W 73 | 03 | 58 | &7 | &8 | &8 | &% | Tk | 6k | %6 | &3 |TB Ly |

= el | Sheetd o Sheeh ) L |

Hoat dong 4:

THIET KE TRINH DIEN BAI GIAMNG BANG MICROSOFT
OFFICE POWERPOINT (3 tist)

PHUONG TIEN: Miy vi tinh, tii lidu nsudn vé hréme din sit dung Microsoft
Office PowerPoint, phiéu bai tip phat tay.
MUC TIEU
1. Lam chii duoe vige quan 1 cic tép bai giang duoc thiét ké trén PowerPoint.
2. 511 dung thanh thao cic thao tic co si trong qua trinh tao va =7 li kénh
chit, kénh hinh trong noi dung bai giang,
3. Biét cach dit cic higu tmg khi trinh dién bai gidng dé nang cao hidu qua
truyén dat thong tin.
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NOI DUNG
1. Tao Kp, quin li cac file trinh chiéu bai gidng trong Microsoft Office
PowerPoint.
MNhip va xa1 li kénh chit trong bai giang.
Chén va xat li hinh Anh trong bai giang.
Tao vi xa1 li bang, hiéu trong bai siinge.
Chén dm thanh v video clip vao bai gidng,
Tao cic hidu timg khi trinh dién.

U

CAC BUOC TIEN HANH
1. Nghién cim tii ligu huéimg dan st dung Micros oft Office PowerPoint.
2. Thuc hénh tao va hm file trinh chiéu béi gidng theo yéu cu.
3. Cung cip cho hoc vién file gido 4n nguﬁil chua dinh dang, yéu ciu hoc
vién thuc hanh dinh dang giao 4n theo mau gido an duoc phat tay.

PANH GIA
1. Trinh bay ¥ tuéimg thiét ké trinh dién bai gidng trén PowerPoint.
2. 5an phim thiét ké hoan chinh bai giang trén PowerPoint.
KET QUA MONG DO
1. Quan li duroe cac file trinh chiéu bai giang trén mdy tinh.
2. €0 kha nang thiét ké file trinh chiéu bii gidng trén may tinh.
3. Biét van dung linh hoat cac thiét ké va higu img ttong khi thiét ké trinh
chiéu bai gidng trén PowerPoint vii noi dung, PPDH va tién trinh thare
hién bai day trén lop.

THOMNG TIN CO BAN
Thiét ké trinh chiéu bii gidng trén ny tinh 1 mot cong viéc quan trong
dé ting thém tinh kdp din, sinh dong va ndng cao hidu qua cia bai siane.
TY LE KIEN THU’C NHO DUOC SAU KHI HOC
20% 30% 50% 80% 90%

NHINBUGC | NGHEBUUC )  NGHENHN |  nojpugc | LAMBUGC
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Chinh vi vay, trong qud trinh gidng day trén lop khong chi gidng cho HS
nghe (nghe dupe) M phii cho HS nhin (nhin duod, tao co hii cho HS
dugc, tham gia cic hoat dong nha thao ludn, trinh bay (noi duoc va ting
cudmg cic hoat ddng ngoai khoa, thuc hanh...).

Mot cong cu hitu higu cho thiét ké bai giang dip ‘my cic yéu ciu trén 1a
phin mém Microsoft Office PowerPoint. Pay I céng cu duoc tich hop
sin trong phin mém Microsoft Office véi nhiéu tinh ning i viét: trinh
bay ré rang, truc quan, sinh dong, dé khai thac, 11 dung, cip nhat, chinh
s1ra; dé két ndi va trinh chiéu trén mdy chiéu (projector).

PowerPoint duoce sit dung dé thé hién ¥ himg trinh by noi dung bai
oiang cia GV chir khong phai dé dua toan bé noi dung bai gidng 1én trinh
chiéu, Vi viy khi thiét ké bai gidng cin dam bio cic yéu ciu:

— Xay dung ¥ tuimg vé kich ban sé trinh bay trong bai gidng theo dinh
hurimg st dung PowerPoint d€ hd tro cho GV thé hién ¥ tuimeg su pham
mot cach thuin loi va higu qua hon.

— Noi dung trinh chiéu phai c6 cau tric chit ché, logic, dam bao tién trinh
day hoc. Thong tin ngin gon, co dong, duoce thiét ké trinh bay mot cach
khoa hoc phi hop véi tién trinh 1én 1op. 5 dung hop i cic déi toomg da
phirong tiégn d€ hé tro cic hoat dong nhan thie,

— Qud trinh thiét ké bai day cin phdi hop vii cic PPDH tich cuc nh3m
khuyén khich sy trap ddi sitta GV va HS; ting cudmg trao ddi, hop tic
gitta cac HS; khich 12 tu duy, hoat déng doc lip, sang tao...

1. Thao tac voi tép bai giang
Fhoi dong Microsoft Office PowerPoint: Vao Menu Start, chon Progranis,
chon Microsoft Office, chon Microsoft PoswerP oint.

1.1. Tao mot tép bai giang madi

Neay khi khid dong PowerPoint, mot tép mai chra co ndi dung duoc
moe ra cho phép soan thao biai giang. Trén thanh cong cu me trinh
duyét File, chon lénh Save As d€ thuc hién thao tic ghi va hra chon dia
chi houa triT tép.

Mbi trang trong PowerPoint 13 mot slide trinh chiéu, trong do cd thé
chifa cic noi dung 13 vian ban, bang hidu, hinh anh, 46 hoa va cic doi
tuong da phuong tign khiac (Gm thanh, video clip).

Mobi slide oo mot mau rigng (goi I slide layout) trong d6 dinh dang s3n
bd cuc slide. Phin vin ban trong slide khong ném truc tiép trén slide ma
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nam trong mot 6 vin ban (texthox). Khi mudn nhip vin ban phai nhip
trong texthox

:i_lrnn-l--\-—'n--rl-ﬁ-n- B
‘-hw_hk

. r . - o e

T =
'

Nhap tiéu dé tai day

Mhdp van ban tal Jay

- e
1.2. Gac ché dd hién thi cia PowerPoint

PowerPoint 2003 cd 4 ché do hién thi ddi vii mot tép, 1A cic ché do:

Nommnal, Slide Sorter, Note Pages va Slide Show (ndm trong trinh duyit
View trén thanh cong cu).

— Normal: d4y i ché do hién thj mic dinh cia PowerPoint, dimg khi thiét ké
bai giang, (f ché do nay, slide dang soan thao nam & chinh gitta man
hinh, khung slide ném & bén trdi man hinh dimg d€ quan sét tdng thé
cac slide trong bai giang.
] e P

ETH AT

= sl
A e ey

o TR T —— .~ |
L 1

LN e EEEEEEE—— |
e e | Ldn | Tepry | Wenphdng | Cadmg 85
s | oy | 90 |weeng | eohiing
= = [ = L ke

i wli

i T

sus ket

— Slide Sorter: ché do hién thi todn bo cic slide ¢ trong bai ra mén hinh,
144

sidng nhu ché do dan trang ttong Word. Khi hién thi ché d6 nay co



thé xem todn bo noi dung ciing nhar b cuc, hidu img cia cicslide trong
hai giang.

— Note Pages: diing dé soan thao ghi chii di kém vii slide. Do trén mobi slide
chi thé hi¢n duoe nhimg noi dung ngin gon, vi thé trong phan ghi cha co
thé bd sung thém nhiéu thong tin cin thiét cho GV trong qui trinh giang
day trén lop ciing nhar tra ciu, huu toi thoéng tin.

Pa i g e fpma ek e i Dy gl

— Slide Show: ding dé trinh chiéu slide, ché d6 nay moi mot slide sé mé
ring man hinh véi todn b nii dung va cic higu ime di duoc dat odee.
Pé di chuyén gitra cac slide 4n phim miii tén trén ban phim hodc phim
Page Up/Page Down, thodt khoi ché do trinh chiéu 4n phim Esc trén
ban phim.
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2. Soan thao ndi dung trinh chiéu trén PowerPoint

2.1. Mot 56 kiéu bd cuc slide co ban
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Khi tao motslide sé cd mot bang tui chon kifu bd cuc trong khung tic vu
bén phai man hinh. Bd cuc slide xic dinh vi ti cila cic doi tuome rén
slide, hd cuc nay hoan todn co thé thay ddi duoc.

Nhin chung, cic kifubd cucslide duoc thiét ké s3n ttong PowerPoint co
thé chia thanh mot sd dang sau:

Kiéu ba cuc dé trong (Blank Layout): slide d€ trong, khong co 6 d& nhip
vin ban hay cic d6i tuomg khdc, Mudn nhip noi dung s dung trinh
duyét Insert trén thanh cong cu hodc cac it 1énh khac.

Kiéu bo cuc chi co vin ban (Text Layouts): trén slide duoce thiét ké sin
cic 0 Texthox d€ nhép van ban.

Kiu bo cuc chita cic ddi hromg khong phai 1 van ban (Content Layouts),
oom: bang, hidu do, tranh anh, so d6, cic ddi tuemg da phuong tién. Kidu
bd cuc nay trén slide cd s3n cic hidu trong, cin chén ddi tuong nao thi
kich chudt vao doi tuomg do.

Kiéu bo cuc hon hop (Text and Content Layouts): bao gdm viEn ban va
cic ddi tuomg dd6 hoa, da phuong tign.

Slide Layout
@ A
Apply slide layout:
Text Layouts
—— O Pl |
— Qe S| e
Content Layouts
B & BH S HE(BS
LU (LU A L5 [
Text and Content Layouts
) I:l"\.n I:l";n = e | "”“'”"“"““‘ |
L5 1 (e EEYIER
Other Layouts
= : L | et e H H e e e
s 2 || e e e o
o) | 0
—| | [ —




2.2. Ly'a chon va sir dung cic mau slide thiét k& san trong PowerPoint
Khi khéi déng PowerPoint, slide hién thi trén man hinh cd nén ting,
hinh thitc dom dign. Dé dat muc tién dit ra B thiét ké tinh chiéu bai
giang sinh déng, co tinh thim m§ va thu hit duwc su cni ¥ cda HS cin
thay ddi mau nén, méu chit cia slide. Trong PowerPoint ¢ s3n cic miu
slide co thé ap dung cho vigc thiét ké trinh chidu bai giang.

P é 511 dung cic mau thiét ké co sin, thuc hign theo cic buire sau:
— Trén thanh cong cu, chon trinh duyét Format, chon lénh Slide Design,
toan ho cic mau thiét ké hién thi ttong cba sd Slide Design bén phai
— Pé hsa chon kich chuot vao méu slide trong cfa s6 Slide Design. Kich
chudt vao miii tén hién thj bén phai slide 4 chon, néu chon méu thiét ké
cho todn bé bai gidng chon 1énh Apply to All Slides, néu chon mau thiét
ké cho mot (hodic motso) slide chon lénh Apply to Selected Slides.

Slide Design * X

@ fa

&) Design Templates
G C es
S Ar

Apply a design template:

Used in This Presentation

Recently Used

Available For Use

Apply to All Slides

Apply to Selected Slides

‘ Show Large Previews

3. Nhdp va dinh dang v&n ban trong PowerPoint

Vin ban trong cic slide luon ndm trong cic 6 texthox hoic trong ddi
tugng do hoa. Viée scan thao va dinh dang vin ban trong cic 6 texthox
tiromyg tu nhr cac thao tic s oan thao van ban trong Word.
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Ppé dinh dang 6 texthox, trén thanh cing cu chon trinh duyét
Format/Placeholder, co thé chon méu nén, duémg vién, vi tri, kich tharére
cho 6 texthox tai diy.

ormat Placeholde
Colors and Lines Size Position TextBox | Web
Fill
Color:
Transparency: Mo Fil |
Line Automatic
Calor: M HNE N
Dashed: EEEEEEERE
| EEEEERER
Connector: u ] |
. | |
Arrows
Begin style:
More Colars, ..
Eeagin size: Fill Effects...
D Default for new ol Background
l OK ] l Cancel J

* Mot so goi v khi thiét ké trinh dién bai giang

— Kich thuére chit viét: Cin hua chon kich thuaére chit di 1ém € dam béo cho
tat ca neudi hoc thu nhén thong tin mot cich day dd, 1o rang trén man
chiéu. Co thé tham ko tigu chudn dudi day:

Khoang cach tir ngurdd quan sat

. c. 3 6 |9 1215|1821 ]| 24
tdl mdan chiéu (m)

Chiéu cao toi thifu cda chit (mm) 12 (25|40 | 50 |60 | 75 | 80 | 100

*  Chii ¥ Kich thuére ctia chit trén man chiéu phu thuéc vao rit nhiéu yéu té
nhnr kiéu chii, ci chit, khoang cich tirméay chigu téi man chién, kha néng
phing to, thu nho cia nedy chiéu... Do vay, tuy thudc vao phong hoc va
trang thiét hi cu thé ma chon kiéu chit va ci chit 4 ddp imeg duoc tidu
chudn trén. Trong thue té, nén chon ci chit toi thiéu 24, kidu chit khong
chan (vi day la kiéu chit dé doc). Trong ciing mot slide nén hea chon v si
dung khing qui hai kiéu chir nhim dam bdo tinh cin bing va nhét quin
trong bai trinh bay.

—  Mausic chit viét va nén: D€ noi dung thong tin trén man chiéu rd ring, dé
doc, cin d3m bao nouyén ticsit dung nriu tuone phan sitta nén v chir.
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+ Miu nén tdi, méau chif sang. Cach chon nay dam bao do tuong phan tot,
tuy nhién, 1ép hoc co thé bj tdi, siy kho khin cho HS ghi chép cic noi

dung, kién thirc chinh.

+ Miu nén sdng, mén chit tdi. Cach chon nay ciing dam bao do6 tuong
phan tot, lép hocsdng, HS co thé shi chép tot. Tuy nhién, miu nén sang
trong mot théd gian dai co thé gay e ché cho ngurdi hoc.

Mdu nén Mau tring hau den hMau vang Mau xanh
Mau den Mau tring

Ilan chik Mau dd Mau dd Mau den Mau tring
Iviau xanh Mau vang

* Chit % Khong nén sit dung qui nhiéu méu sic trong mot trinh dién
(khong qua 3 mé), diéu nay co thé khién neued hoc mét moi. Cach bo i
cic noi dung trong slide, mau nén, mén chit nén trinh bay dong bo.

— ILia chon ving hién thj thong tin: Mot
nohién cim chi ra ring, khi mét newed
nhin vao mot hinh chi nhit thi su thp
trung chil ¥ khong gidng nhau v cic
ving khic nhau. Theo so d6 nay, mat
nend sé thip trung chi ¥ nhiéu nkét vho
phia trén, bén trii cda khung hinh chii
nhit. Pay chinh 13 ving nguti thiét ké

S

L

-

ST

/

nén dit nhimg ddi tirong, thone tin quan trone,

— Cach ngit dong: Nén ngat dong khi hét ¥, viéc ngit dong khong ding sé
lam cho ngréd hoe rat khd doc va ghi nhé thong tin trinh bay, Vi du dudi

d4y sé minh hoa diéu nay:

Ngit dong khong ding

Ngit ding ding

St dung bai giang dign ot két
hop véi cac phuong phap day
hochién dai

S1r dung bai giang dign tr két hop vii cac

PPDH hién dai

— Hoat hinh (animation) cic doi tuong trong slide: I cach thirc lam cho
timg thing tin hién thi pht hop vii tién tinh day hoc cda GV.
PowerPoint cung cip rét nhiéu hoat hinh rét sinh déng va hap dan. Tuy
nhién, dé€ dinh huimg norti hoc tip tung vio noi dung trinh béy, cin
thiét 511 dung cic hoat hinh dom gian, chén phrong.
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— Nhin manh cic thing tin ttong slide: Nhian manh noi dung théng tin

ndo do A motsitc manh cia PowerPoint va ciing 13 véu ciu quan trong
khi thé hién thong tin trong gi¢r day. Co nhiéu cach thie 3 nhin manh
mot nii dung o do nhu sit dung chirc ning hoat hinh (anination). Vi
chitc niing nay, co thé tic dong tii cic ddi tuomg thong tin trong slide
theo 4 cich klic nhau, d6 l: Entrance (xuit hign); Emphasis (nhin
manh); Exit (hién mat) va Motionpath (chuyén déng té mot vi tri mi).

4. Pua cac ddi tugng bang bigu, dd hoa, da phuong tién vao slide

Ngodi ddi toomg vEn ban (rong cic texthox), cic ddi toomg trong
PowerPoint bao gdm cic nhom chinh sau: bang biéu (table), biéu do
(chart), hinh anh (picture), so dd (Organization Chart, Diagram), cac doi
turong da phuomg tign (imovie and sound]).

4.1. Bang biéu (tabie)
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Cic thao tic chén bang hifu trong
PowerPoint titong tu nhu trong Word. Bé
thue hign: trén thanh cong cu chon trinh | Number of columns:

duyét Insert, chon lénh Table. Xu#t hign | 2 =

hl_ﬁzrthuz_li Isert Table, nhap 56 cot tai | Number of rons:
Nurnber of columms, s6 hang tai Number | 2 v
of rows.
Binh dang bang biéu: trén thanh cong cu, chon trinh duyét Format, chon
lénh Table. Tai bang chon Border ciia hop thoai, dinh dang kiéu (5tyle),
mau sdc (Color), d6 rong (Width) cia duéme vién. Tai bang chon Fill,
dinh dang maunén ciia bang biéu. Tai bang chon Text Box, dinh dang vi
tri cfia vin ban so vid duémg vién va chiéu (hgang/dime) cda vin ban
trong bang hiéu.

ormat Table

Borders | il Text Box

% ~ Click on diagram below or use buttons
to apply borders

S ‘o @

L CK ]l Cancel I




4.2. Cac ddi tugng db hoa

Cac ddi tuomg dd hoa hua chon phit hop vii noi dung bai siang ducc dua
vao slide Jam cho bai sidng thém sinh dong, hip din, thu hat sy chi ¥
cita HS. Tuy nhién, cin chi ¥ khong nén qua lam dung, hinh anh sa
dung trong nhimg tnréme hop khong cin thiét hodc khong phin hop vid
noi dung sé lm mét tip trung cia HS vao nhimg noi dung chinh.

Hinh anh (Picture): D€ chén hinh dnh vao Slide thuc hién: trén thanh
cing cu, chon trinh duyét nsert, chon lénh Picture, chon From File d€
tao duémg dan dén dia chi luu anh trong may tinh.

Biéu do so Ligu (Chart): D€ vé bidu dds0 | s
li¢u trong PowerPoint, thuc hién cic thao - '

tac: trén thanh cing cy, chon trinh duyét | -GE‘JF‘ I
Insert, chon lénh Chart. Nhip sd Ligu va ;

thure hign thao tic vé nhur trong Word. = "

S0 d8 (Diagram): D dira M6t 50 A0 V30 |iurpuomes [consrunts| | o
slide trinh chiéu bii gidng, thuc hién cic [

thao tic: trén thanh cing cy, chon trinh

duyét Insert, chon lénh Diagram. Xuit hién o =
hop thoai Diagram Gallery viéi cic miu so Se.e‘ctagiag..am type:

dd cod sin d€ hm chon. Kich chudt chon — -
mot kidu thich hop, 4n nut OK. ada ||| 5 ||| 2
Nhip cic noi dung vio so do. Co thé chinh

stra, dinh dang so dd theo yéu ciu tai thanh A
Organization Chart nhu thém déi thromg, .

mau sic, kifu... hién thi trén man hinh san Used b shom hicrarchical relationships
khi d3 hra chon mot kiduso do. o e

70

D
©

4.3. Cac ddi tuong da phuong tién

Khic vii bai gidng ttong Word, thiét ké trinh chidu bai sidng trong
PowerPoint cho phép tich hop cic thianh phan nhu dm thanh, cic doan
phim video.

Chén dm thanh: trén thanh cong cu, chon trinh duyét Insert, chon lénh
Movies and Sounds, sau do chon mot trong cic lénh saw:

Lénh Sound from Clip Organization: chén mat dm thanh co sin trong
thar vién cia Microsoft Office, tuy nhignsd hromg & day rat han ché,

Lénh Sound from File: chén &m thanh dang dugc hnu trit trong may tinh.
Tao duimg din dén dia chi hm it am thanh ronghop theai Insert Sound.
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Lénh Play CD Audio Check: chén &m thanh tirmot dia CD.

Lénh Record Sound: chén dm thanh duoc thu &m tnye tiép. Trudmg hop
nay phai cd thiét bi thu 4m di kém nedy vi tinh.

Chén doan phim video: trén thanh cing cu, chon trinh duyét Insert,
chon lénh Movies and Sounds, sau do chon mét trong cac lénh sau:

Lénh Movie from Clip Organization: chén mit doan phim cé sdn trong
thar vién cia Microsoft Office, tuy nhién s6 hromg doan phim & day ciing
ratit.

Lénh Movie from File: chén doan phim dugc uu trif trong nsdy tinh. Tao
dutmg dan dén dia chi hm trit 4&m thanh trong hop thoai Ins ert Movie.

5. Thiét 1ap hiéu fng

Mot tinh ning rit manh va cd uu thé cia PowerPoint trong vigc thiét ké
trinh chiéu bai gidng B sit dung higu tmg. o chinh I thiét Bp chuyén
dong hodcam thanh cho cic ddi tuong. Biét cich vin dung linh hoat cic
hiéu img cd thé mo phong chuyén dong ciia nhiéu thi nohiém hoic cic
dién bién, qua trinh.

Co hai loai higu img B hidu tmg chuyén déng cho cic ddi homg trén
slide (Anirmation) va higu img chuyén ddislide (Slide Transition).

5.1. Tao higu tng chuyén déng cho cac ddi tugng (Animation)

Cac budc tién hanh nhu sau:

— Chon d6i toomg mudn thiét lap chuyén dong bing cich kich chuot vao

déi hromg.

— Trén thanh cong cuy, chon trinh duyét Slide Show, chon lénh Custom
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Animation. Xt hign cifa s8 Custom Animation bén phai mén hinh. Tai
day co thé:




+ Lua chon hi¢u img cho ddi hoong tai huy chon Add Effect. Co thé huy ho
higu tme d4 chon bing cich kich chuét vao tuir chon Remove.

+ Pat diéu kign thure hign higu tme khi trinh chigu thire hién thao tic tai g
chon Start, chon On Click néu mudn higu img thare hign khi Kch chuot,
chon With Previous néu mudn higu img ducc thue hién cing vid doi
tuong tnic nd trong Slide, chon After Previous néu mudn hiégu ‘mg duoc
thure hignsaukhi ddi toome trudre no trong Slide d3 e hién hign i,

+ Pattoc do dién ra hidu img tai tui chon Speed. Co cic lua chon sau: Very
slow (rat cham), Slow (chém), Medium (trung binh), Fast (nhanh), Very
fast (rat nhanh).

*  Chii v Dé xem thit higu tmg d thiét lap Kich chuét vao nit Play.

5.2. Tao hiéu ang chuyén doi slide

Slide Transition ST

@ A

Apply to selected slides:

N

Shape Plus

Split Horizontal In
Split Horizontal Out
Split Vertical In
Split Vertical Out
Strips Left-Down
Strips Left-Up
Strips Right-Down
Strips Right-Up
Uncover Down
Uncover Left
Uncover Right
Uncover Up

Lura chor mihe nandhy hidu dng Medify transition
Hrore it Mri Gek ofruadd Speed: | Medium
Sound: | Chime
Advance slide

On mouse dick

Lugchonn e nracdn hidu E'E’IS [ automatically after
thare hige tr ddng zmenrdt
th & giam duoe cai At

Apply to All Slides

- II* Play I I Slide Show I

“Um|

AutoPreview

Chon nedt hidu dmg
chuydn ddizlide ti
dols zdch may

Tdc 38 thue kign
hifu i ol
ddislide

b

Any thank 3 ki

theo Figuing
v.
w Loop until next sound
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Pé thiét lap higu ing chuyén ddi slide: Trén thanh cong cu, mir trinh
duyit Slide Show, chon lénh Slide Transition. Trén ciasd Slide Transition
bén phii mén hinh, thue hign hra chon higu img chuyén ddi slide.

Néu mudn thiét Eip nhanh mét hi¢u timg chuyén ddi slide cho toan bo
cic slide trong bai siine thi sau khi thiét Ep higu mg cho mot slide, kich
chudt vao lua chon Apply to All Slides.

6. 5U dung trinh chiu bai day bang PowerPoint trong gid hoc
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Luyen tip cich trinh bay: P€ dam bio thanh cong khi sit dung trinh
dién, can thiét phai tip trinh bay tnréc. Poi vii nhimg GV mii sit dung
PowerPoint nén luyén tap 3 dén 4 1dn tmurére khi st dung dé dim bdo Bim
chil duoce vige phoi hop gita néi dung gijng, cic tién trinh bai gidng vii
noi dung thiét ké bai giang diégn tit trong PowerPoint.

Tu thé dimg va chi dan thong tin: Nén chon vi tri dimg hop i € vira co
thé quan sét duge mdn trinh chidu vita quan sat duoc lop hoc. Co thé sir
dung que chi, bt chi laze mdt cach hop L. Viod hinh thite day hoc nay,
khéng nén dilai qua nhiéu trong lép hoc khi trinh bay.

Khong doc nguyén vin cic thong tin trinh chidu: Mot 16i ki phd bién
ciia GV khi 511 dung bai giang dién t i bién soan toan hi noi dung bai
day lén PowerPoint va trong qua trinh giang doc nguyén vEn lai cicslide
trinh chiéu. Bai day sé phan tic dung néu nguéi trinh bay chi doc nguyén
vian noi dung thong tin trinh chiéu, Chi ¥ 1a nhime thong tin trinh chiédu
cho HS chi 1 nhimg ¥ ngin gon, stic tinh, cd tinh goi nhé. Trén co si
nhimg thong tin d6, GV sé& trao ddi, dam thoai, cd co hoi tich cuc hod
hoat déng nhén thire cia HS v gitip cic em hiéu 16 hon vé thong tin,
nhan dinh... ducc trinh chiéu.

Giao tiép bing miét, phoi hop vii giong noi, of chi: Pay 1A nhimg yéu to
quan trong tao nén tinh hip dan, phong cich rigng cia GV. Thuimg
xyén thé hign su nhiét tinh, quan tim cia minh thong qua dnh mdt.
Piéu nay khong nhimg thu hat duoe su tip ttung cha ¥ cia HS ma con
gitip GV nhén biét duoc nhimg théng tin phan hdi vé gitr day, bai hoc.
Giong noi cin phai to, rd va nén thé hién theo kifu tro chuyén, co nhin
manh, trinh noi déu déu hay theo kiéu dién kich, bién ddi ngit didu va
toc do noi, ngit quing dé€ nhin manh Bén canh d6 cin thiét phai thé
hién sy nhiégt huyét, dam mé trongkhi trinh béy.

Khai thic tdi da cic PPDH tich cuc: Ung dung CNTT trong day hoc chi
mang lai higu qua cao néusit dung két hop vii cic PPDH tich cuc. Vi vay,



cin thé hién quan diém ndy ngay tir khi thiét ké bai day, coi CNTT chi
dong vai tro 13 phuong tién ho tro dé thae hign thuan lod hon cic PPDH
tich cuc. Bén canh d6, c6 mot vai bién phap GV co thé 4p dung dé ting
himg thia hoc tip cia HS nlhar 517 dung cac hidgu imeg dGc bigt nhar Am
thanh, hoat hinh. .. &€ tao ra cic tinh hudng hoc tép.

Hoat dong 5:

KHAI THAC THOMNG TIN TREN INTERMNET (3 tigt)
PHUONG TIEN: May vi tinh két ndi Internet

MUC TIEU
1. 50 dung thanh thao cac thao tac truy ciip trang weh, khai thac thing tin
trén mang Intermet.
2. €6 kha ning sit dung cong cu tim kiém Google dé€ tim kigm thong tin
trén mang Intermet.
3. Biét tao nhom va chia s& théng tin truc tuyén cho thanh vién trong nhom
bing tinh ning sToup cia Google.
NOI DUNG
1. 517 dung trinh duyét Internet Explore dé truy cip trang weh.
2. Tim kiém théng tin theo chil dé bang cong cu Google.
3. Tao tai khoin omail (hom thu dign b1 trén Google, tao nhom va trao ddi
théng tin tiye tuyén trong nhom.
CAC BUOC TIEN HANH
1. Nghién cim tii ligu vé nhitne kién thite co ban khi st dung Internet.
2. Thuc kéimh tim kKiém thing tin trén mang, s1t dung cong cu tim kiém soogle.
3. Yeéu ciu hoc vién thye hinh ding K tai khoan gmail; tao lip mot nhom
511 dung tai khodn grmail gom nhimg hoc vign co cing chuyén mén (cing
bé mén giang day).
PDANH GIA
1. Mé& mot trinh duyét Internet, mé mot web site (vi du nhu web site caa
tnrdme, cia 5& Giao duc va Pao tao...).
2. TAi cac dit ligu tim kiém duoe vié noi dung mot bai gidng ma hocvign dang
chuin bi scan gido 4n trénmang vé ndy tinh ci nhan va o i, s dung.
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3. Tao mot nhom trao ddi thong tin truc tuyén trén google cho nhimg

thanh vién trong cing td chuyén mon cia tnrémg,

KET QUA MONG DO
1. Tim kiém duoce cic ditligu cin thiét trén mang.
2. Tim kiém thong tin phuc vu hoat déng day hoc va nghign ci, tu hoc

ning cao trinh dé chuyén mon, nghiép vu thing qua Intermet.

3. Thanh kip nhém va duy tri trao ddi thong tin vé chuyén mon, nghiép vu

trUc tuyén trén nmang.

THOMNG TIN CO BAN

Internet 1a mot kho thong tin khdng 16 sitip cho ching ta cé thé o i,
chia s va klai thac thong tin phuc vu cho hoat déng giang day.

Thong tin trén Intermet duoc hou tof trén cic may chi wehb Gveh server),
neudi si1 dung mudn tnay cip duge cic thing tin nay cin sit dung mot
phuong tién, do I trinh duyét web. Hién nay & Viét Nam mot s trinh
duyét web thawmg duoe sit dung 1A Intemet Explorer (cfia hing
hicrosoft), Firefox (cta hing Mozilla) va Chrome (cia béing Google). Cac
trinh duyét webh déu cd mot tinh ning I st dung d€ truy cap dén cac
trang web trén mang. Moi trinh duyét web co mit giao dign rieng nlnmg
thanh cong cu v cic lénh tujr chon nhin chung déu gidng nhau, vi vy
tai ligdu sé tip trung gidi thidu cac thao tic trén trinh duyét Internet
Explorer 14 trinh duyét duoc cii dit san khi cii hé didu hinh Windows.

1. Tim hi@u va sir dung trinh duyét web
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Wehsite duoc hifu dom gidn 1 dit lidgu duoge hm it trén mot may chin
weh va dure tuy cip tir Internet. Mot website cd thé cd nhiéu trang
théng tin, mai trang thong tin dugce goi ld motweb page (trang weh).

Pé truy cap mot wehsite cin phai biét dia chi cia website d6, hay con goi
14 URL (viét tit ciia tir Uniform Resource Locator). Mot dia chi website
bao gim hai thianh phan: thinh phin thit nhat 13 giao thire, thuemg bat
d4u bing http:// va thanh phin thit hai B dia chi cia médy chid web hoic
dudmg dan chi tiét dén website.

Vidu, dia chi trang web aia Bo Gido ducvabao tao B http:/ Swwwamoet.govam
Pré truy cap mot trang weh, nhép dia chi trang web vio 6 dja chirdinhén
phim Enter. Néu nxiy tinh duope két noi Internet thi noi dung trang web
sé duore hién thi lén man hinh.




2. 8if dyng cong cy tim kidm Google dé& tim ki&m thdng tin trén mang
Internet

2.1. Gidi thidu cong cu tim kiém Google

Mot trong cic img dung ndi tiéng cia Google [a cong cu tim kiégm, cong
cu nAy gitip nouréd ding ntermet co thé dé dang tim dugc trang Web co
cic thong tin cin thiét. Google hd tro s dung nhiéu ngén ngir, trong do
c ngon neit idng Vit

C«Oug[e

dung ciin tim Viét Nam

Web Hinh Anh  Mhém  Thur Muyc

tim Iy lite tudi hoc sinh THCS Lim Kidm Hing Cao
—_— e — — Tyy chon
| Tirm wdi Google ” ¥em Trang B&u Tién Tim Budc ] Dung Cu Ngdn Hoir
Tim kiém trén; & web O nhing trang viét bng tiéng Vist © nhing trang tir Viét Nam

Google.com.wn cé sin bing tiéng: English Francais &7 ( %18

Chirong Trinh Quang Céo - Néi VE Goagle - Google.com in English

2007 Google

S1t dung cong cy tim kidém Google bing cich: Mé trinh duyét Internet
Explorer bang cich kich chuét trii vao biéu tuomg Start & goc dudi bén
tr4i rEn hinh, chon Internet Explorer, xgit hién giao dién cba trinh duyét.
Tai phin nhéip dia chi & goc trén bén rdi maAn hinh, nhip dia chi ata web
site http:/ /www.google.com/ (Héng Anh) hodc http:/ /www.google.comayn/
(tiéng Viét). ¥uit hitn giao dién cia trang web hd tro tim kiém soosle.
Nhip thong tin cin tim vio khung trong, san d6 4n nit Enter trén
ban phim.

2.2, Gidi thidu vé tim kidm co ban

Thong thutmg chi cin nhép tr khod mudn tim va nhan Tim véi Google
(Search) hoic nhan phitn Enter thi Google sé cho ra nhiéu két qua tim
kiém bao gom dia chi lign két dén trang Web co tirkhod, chi cin nhin
trai chuot vao dia chi lien két sé mé duoe trang Web cd thong tin mudn
timn. Nhin vo mit Xem trang dau tign tim dirgce thi Google sé tim v oy
dong mdr trang Web diu tién trong két qua tim kiégm. Céac hma chon tim
kigm trén:

Weh: Tim trén ¢ cic WehSite.
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s Nhimg trang viét bing tiéng Viét: Chi tin nhimg trang hién thj tiéng Viét.
+ Nhimg trang tir Viét Nam: Chi tim nhing trang tir Viét Nam.
e —.

-

e r————— — -

]

[ T——— .- g i
TR O N e———
Coogle e s rocen T n |

e z R
Sau khi 4n phim Enter, Google sé cho hién thi cac két qua tim kigm 13 cic
dia chi trang web, cb thé kich chudt vao bat K mot két qua nao d€ di dén
trang weh da.
Ngodi ra, dé cho két qua tim kiém dugce chinh xic hon Google con cho
phép 511 dung cic thing sd va diéu kén chon loc kém theo tir khod. Sau
day 14 cic thong sd va didu kién loc thong dung:
— FRiit gon tir khod cin tim: INmg 38 dai dién cho mot, nhiéu K ty hodc
nhiéu tirkhoa qua dii.
Ci phap: To khoa * tirkhoa
Vi du nhip vio 6 tim kiém ciia Google: oido dn*mér Google sé tim cic
trang co6 tirkhod gido an mau.
— Tim chinh xic tirkhoa: Google sé cho ra cackét qui co chinh xic tirkhoa
duoc chi dinh.
Cia phap: "trkhod"
Vi du nhip vao 6 tim kiém ca Google "bai giing dién 6" Google sé cho
ra két qua l4 efio 4n.
— Tim Kém thong tin trong mot web site nhat dinh: Google sé cho ra két
qua co tirkhod trong weh site 43 duoce chi dinh.
Cid phap: “trkhoa” web site: ténweh site
Vi du nhép vao 6 tim kigm cia Google “bdi gidng dign 1Y’ wehsite:
violetam
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3. 5ir dung gmail group dé& thao ludn nhém

3.1. Tao thu nhom
Pray B mot hinh thitc sinh hoat nhém, thao luan, trao ddi thong tin trén
Internet. Pé thure hién, truy cip vao trang weh:

hittp://eroups.google.com/ chon tao nhom mdéi (create a gsroup)

S ____ . BT e

- m e o=

= = R e

T s b by b R shh e

L5 BT R
L

Elcol W W el ol N T
Pré tao thu nhom, can thare hién 3 buérc:
— Buire 1: Tao mot tii khoan cfia Gmail (néu &3 cd mot tii khoan cia
ermail):
Sau khi kich chuit vao tuy chon Taoe mhom  tmén  website

http://eroups.google.com/, sé gt hién website d¢ ding nhép vao tai
khoan smail (néu d3 co) hodc dang K tii khoan méd (néu chara co). Trong
trrémg hop di oo, nhip tén va password dé€ d&&ng nhép, trong trudmg hop
chura cd, kich chuét vao tujy chon Peang ki & goc trén bén phai giao dién.

Famn s b ool T,

, e @ 0 A wi- o
(oogle ti khoan

Tio Tail khioan

i ichabins Gaophs che phep can |

Théing tin bift bust cho 31 Khodn Googls — —
o Pk tin g
B oy wmad A ) ci b e e ] Wakn o ey

Cewnptde: | s
L e [y i G el Ay
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Tai day dién ddy dd cic thong tin bat budc nhu dia chi email dang s
dung, dit password cho tii khodn.

MNéu chua co dia chi email dang st dung dé khai bdo trong muc nay thi
cin thuc hign cic thao tic tao mot dia chi email bing cach: tir trinh
duyét ntermet Explore (hodc trong duong) vao wehsite google, vao taiy
chon gmail. Trén giao dién gmail vao tuy chon Tae #df @i khodan mot
& goc trén bén phai man hinh. Tai day khai bdo cac thong tin theo
Ihrémg dan.

Budre 2: Thiét lip nhom

Sau khi ding nlép theo dia chi email, s& xuét hién website dé khai bdo
cac thong tin tao nhém nhur tén nhom, dia chi email cia nhom, sau do
hé thong iy chil sé tu dong tao ra mot dia chi website cho nhom. Co
thé chon nmnre do cong khai nhar: cho it ¢ moi noudd, chi cho ngued
nhan thémg béo hodc chi cho ngudi trong nhom.

—  Budéc 3: Mod mpi ngudd tham gia (thém thanh vién gqua mail)
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Nhip dia chi email cia ngudi mudn med, soan noi dung tha méd va g,

Miri thiinh wits qua small | Thim thint eds (nie 1l

snap dia chi mail oba ngud ban mudn mad

maguanghuy @ isail.com

Widt thur Pg
Riit kéin hanh mo ben tham gua wao
nham ola T4 bodn tnstmg THRT A&

B ik wiin | | Bo gud beoe fay |



3.2. surdung thu nhom dé thao lugn
Ian hinh lam vigc ciia Google Groups chia lam hai khung: khung hén
tr4i 14 danh sach hay noi dung cic bai viét, khung bén phai B hé thong
menu gom cic muc.
Trong khung trdi ligt ki 1n luot : danh sdch cic Cudce thao ludn, danh
sdach cic Thianh vién tham gia nhom, danh sach cac Trang (la nhime bai
viét dai, dinh dang phic tap, mot chi dé 16m), danh sach cic Tép d4 tai
1én. ¥ cudi thanh titu dé cila méi muc déu cd mot niit cho phép bd sung
mot doi tuomg mii cia muc. Khi nhiy vho tén bai trong mot danh sach
thi noi dung chi tiét ca bai hién ra & khung trai.
Khung hén phai man hinh co cicmuc saw:

s Trang chii: Hién Trang chi ciia nhom.

* Cudcthio luin: Hién danh sach cac Cudc thao ludn & khung trai.

s Thinh vién: Hién danh sdch tét ci cic Thinh vién & khung trai.

s Trang: Hién danhsach tit ci cic Trang & khung trai.

s Tép: Hién danh sach tit A cac Tép 4 tailen.

» Thong tin vé nhom nay: Hién thong tin vé nham nay.

e Chinh sifa thong tin thanh vién cia toi: Ding d& chinh sia thong tin
thanh vién.

e Cai dit nhom: Thiét Kp cic cai dit cho nhom. Cho phép chinh sira cic
théng tin chung cila nhom, quyén han truy cip, thay ddi giao dién (kidua
siao dién, mau sic va phong chi), diéu huémg cic muc cia menu, cai dit
vé email, chon cic danh muc cho nhom, cic cai dit nédng cao (ngon ngi,
x04 toan ha nhom).

o Tac vu quan li: Dhyét bai tnrdee khi ddng, duyét cic thinh vién dang chir
xi1 li, quan li thanh vién.

* DNtd thanh vién: Mai thinh vién tham gia nhom.

e Nhimg lién két duoc tii tro: Google gidd thigu cic bai viét va cic trang
weh co dé tii gidng cic dé tai thudc nhom cia ban

¢ Thing tin nhiom: Thong tin tom titvé nhom.
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