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1.1. Tim lgi giao di¢n Word 2003 trén Word 2007/2010 véi UBitMenu
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1.3. Su dung tinh nang sao chép dac biét “Paste Special”
1.4. Chuyén doi cac logi ma font van ban véi Unikey
1.5. Kiém tra chinh td van ban véi VcatSpell, Vietkey Office
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2.4. Pé ngi dung tu vira theo dg réng cot
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2.8. Thiét Igp trang in cho nhiéu sheet cling ldc
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3.2. Trinh bay slide theo nhiéu dang thiic
3.3. Tqo hiéu ing dac biét bang trigger
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7.1. Tao va quan ly Bookmark trong trinh duyét web
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1. K¥ ning xir ly van ban chuyén nghiép

1.1. Tim lai giao dién Word 2003 trén Word 2007/2010 véi UbitMenu

Menu

Chay file UBitMenu.msi dé cai dit
Click nt cho dén khi hoan thanh qua trinh cai dit

Mé Word 2007/2010 s& thay c6 thém thé Menu véi giao dién gibng Word 2003

Insert

Page Layout

References

File = Edit = View = Insert = Format = Tools = Table = Window ~ 7~

_}]leg@—]@:lﬁﬁﬂ i —Jlﬁfq'

4;{ Mormal

= Times Mew R¢~ 12

-

Mailings Review
O B=E-9
B J U-EEZ=EE = -~

1.2. Thiét 1ap mic dinh kiéu chir, khé gidy, don vi do, dinh dang, noi luu trir

i

Thiét lap kiéu chi#: Vao menu Format > Font. Trong khung Font va Size, chon

kiéu chix va c& chix mudn thiét lap mic dinh. Click nat [Set As Defaul

Font

Font Advanced

[ 2 ]Sl

Font
Times Mew Roman
Tekton Pro -~
Tekton Pro Cond
Tekton Pro Ext M
Tempus Sans [TC e
X
Font color: Underline style:
Automatic |z| (none)
Effects
[T strikethrough [T shadow
[ Double strikethrough ] Qutline
[T superscript [T Emboss
[T subscript [ Engrave
Prewview

Font style:
Reqgular
-

Ttalic
Bold

Bold Italic

Underline color:

[]

Automatic

[7] small caps
[T all caps
[T Hidden

Times New Foman

This is & TrueType font. This font will be used on both printer and screen.

Set As Default

oK ] [ Cancel

Thiét Igp khé gidy:

» Vao menu File > Page Setup
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-

’Pageﬁetup @

Margins | Paper |Layuut |

Margins
Top: 2am = Bottom: 1.5cm =
Left: 2cm = Right: 2cm =
Gutter: 0cm = Gutter position: Left |Z|
Orientation
Portrait Landscape
Pages
Multiple pages: Mormal |Z|
Preview
Apply to: | Whole document |z|

o) (o ]
>

> Trong khung Margins, chinh I& trén, dudi, tréi, phai theo y muén

> Click thé¢ | Paper |. Tai khung Paper Size, chon kho giay mic dinh
» Click nit [Set As Defaulq ¢é hoan tat

e Thiét Igp don vi do:
» Vao menu Tools = Option
» Click thé | View |

Display
Show this number of Becent Documents: 25 =
Show measurements in units of: Centimeters EI

> Style area pane width in Draft and Outline views: |0 cm

» Trong khung Display, chon don vi do tai muc “Show measurements in units of”
> Click nit [OK]
e Thiét lgp dinh dang, noi lwu trir:
» Vao menu Tools = Option
» Click thé | Save |
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Save documents

Save files in this format: | Word 97-2003 Document [*.doc) (]

SauegutnRecwerinfnrmatinnEw.rerj.-' 10 = minutes

Keep the last autosaved version if I close without saving

AutoRecover file location: | Chisers\¥XuanVinh'AppDatatRoaming\Microsoft\Word,

Default file location: (R

» Tai khung “Save files in this format”: chon dinh dang phién ban word

> Tai khung “Default file location”: Nhap tén 4 dia hoic thu myc mic dinh

> Click nt [OK|

1.3. Sir dung tinh niing sao chép dic biét “Paste Special”

e Tinh ning nay cho phép chuyén vin ban bat ky(tir website, vin ban khac..) V& vin

ban tho dé chinh stra hozc trang tri lai theo y mudn.
e  Céachdung:
> Sao chép mot doan van ban bat ky
» Vao menu Edit - Paste Special

i

Paste Special

Source: Microsoft Word 97-2003 Document
E:\HUTECHYTO CMTT Yy nang tin hoc cho dan van phong-noi dung. doc

As:

... |Formatted Text (RTF
Paste link: U e
Picture (Enhanced Metafile)
HTML Format

Unformatted Unicode Text

Result

@) Paste: Microsoft Word 97-2003 Document Object - Display as icon

Inserts the contents of the Clipboard as text without any formatting.

(0]

| | cancel

>

» Chon muc “Unformatted Text” trong khung As
> Click nut [OK|
1.4. Chuyén d6i cac loai ma font viin ban véi Unikey

e Sao chép doan van ban mudn chuyén doi

e Click chuét phai vao biéu twong Unikey ¥l & khay hé théng chon menu “Céng cy”
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-

UniKey Toolkit

Bang ma Lwa chon
Ngudn | Tevna (aBe) v| [Jsangehivhoa
[7] sang chii thwing
v] [T Loai bé ddu
[] khéng diing rich text
| [] Ding bi font tdi thiéu

Bich [Uniu:ude

| 1’4} Béo bang mi

Chuyén mé clipboard
File

File ngudn

File dich

Chi hi trey file text va file Rich Text Format (RTF)

Chuyén mi 4 Bing
W

e Tai muc ngudn chon ma font hién tai; Tai muc Dich chon ma font muén chuyén doi
e  Click nit > Click nat

e  Dan @¢ 1én van ban hién tai hoac Dan vin ban mai

1.5. Kiém tra chinh ta viin ban véi VcatSpell, Vietkey Office
e Mo van ban mudn kiém tra chinh ta

e  Khoi dong tién ich VcatSpell Ag

-

VietCatholic Spell Unicode =

Kiém Tra L6i Chinh T3 | Tac Ky | Tu Dién | Xuat Ban Trén Net |

cﬁl{ié’m tra

tula

IE alam £/0C: Lm. JONM |ran Long

r,—j*_—.“ Maghi Xoa
% L% Thao Chudng: K.s. J.B. Bang x danh
% i Minh An } A,
U Churdgng trinh Kiém Tra Lai Chinh
—— L Xoa ky
Q
i
)
G

— Thu nho | Trd gidp | MNgLng

e  Click nit

e Sau khi kiém tra xong, néu tir ndo c6 vain dé vé chinh ta s& bi highlight.

1.6. Sir dung chire niing “Page Break” dé c6 dinh vi tri diu trang
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Click diém nhay tai ¢au dong

Vao menu Insert = Break

[ Break =

Break types

-

Column break

Text wrapping break
Section break types

MNext page

Continuous

Even page

0Odd page

[ oK ] | Cancel |

Chon * ® Page break”

Click nat OK]

1.7. Pat nhiéu ngi dung khac nhau ¢ phan Header, Footer

Dé diém nhay tai trang 2. Vao menu Insert - Break

[ Break R

Break types

-

Page break
Column break
() Text wrapping break

Section break types

Even page

0Odd page

[ oK ] | Cancel |

Trong phan Section break types, check vao muc ® Next page
Click menu View - Edit header

j' _'_d Previous
5, Mext
Goto =—
Header ‘%_‘%Linkto Previous

Mavigation

Click vao nat “Link to Previous” dé ngat lién két footer trang trén

1.8. Béi den viin ban theo chiéu doc, theo tirng dong

Chao ban A e Chaoban A
Chao ban B e ChaobanB
Chao ban C e ChaobanC
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e Nhan giir phim Alt va kéo ré viing chon vao cac chir “Chao ban”

e Nhan giir phim Ctrl va kéo ré viing chon vao cac dong

1.9. Pit |& cho trang chén, trang 1é ngwoc nhau

e Vao menu File > Page Setup...

Page Setup 5|
Margins | Paper | Layout |
Margins
Top: 2am o Bottom: 2am o
Left: 2em = Right: 1.5 cm =
Gutter: 0cm = Gutter position: Left |Z|
Orientation
Portrait Landscape
Pages
Multiple pages: Mormal -
Marmal -
) 2 pages per sheet
Preview Book faold
Apply to: | Whole document |E|
o) (o
°
e Chon thé Margins trong hop thoai Page Setup
e Tai khung Pages, chon muc Mirror margins.
e K&t qua trang van ban s€ c0 I¢ nhu sau:
- Trang 1: trén: 2cm, dwdi: 2cm, tréi 2cm, phai 1,5cm
— — - Trang 2: trén: 2cm, dwdi: 2cm, trai 1,5cm, phai 2cm
1.10. In nhiéu trang viin ban trén cng mt mit giy

e \Vao menu File = Print (hoic phim nhan t6 hop phim néng Ctrl + P)
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-

Page Setup [ [l
Margins | Paper | Layout |
Margins
Top: 2am = Bottom: 2am =
Inside: 2cm = Outside: 2cm =
Gutter: 0cm = Gutter position: Inside
Orientation
Portrait Landscape
Pages
Multiple pages: Book fold
Sheets per booklet: |8 -
Auto -
Preview All =
—4 E
— g 12
— 15 i
Apply to: | Whole document
Set As Default [ oK ] [ Cancel ]
°

e Tai khung page:
0 Muc Multiple pages chon “Book fold”

0 Muc Sheets per booklet: chon sé trang mudn in trén 1 trang hoic chon tit ca

e Click nit OK

1.11. Tim anh trang tri “Clip-Art” ding chia dé
e VAo menu Insert - Picture - Clip Art
Clip Art —
Search for:

Results should be:

Selected media file types |Z|
Indude Office.com content

e Xuat hién ctra s6 Clip Art bén phai. Tai khung “Search for”, nhap cha dé can tim

e  Check vao muc “ ™ Include Office.com content ”. Click nt
e Click chon hinh can chén trong khung két qua
1.12. Khai thac thw vién mau thiét ké tir Microsoft

e Vao menu File > New
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Search Office.com for templates +

== - - / 9

| -1 []
Business Calendars Contracts Diagrams Envelopes
cards

e Trong khung "Search Office.com for templates”, nhap vao tir khoa (tiéng Anh)
e Chonmdt mau can tim, click nat dé tai vé
e  Truy cap vao website www.microsoft.com, chon menu Office Template. Tai day
c6 thé tai cac loai mau thiét ké danh cho bo @ng dung Microsoft Office
1.13. Che gidu nhirng doan vin ban nhay cam
e Danh dau doan vin ban muébn che dau
e VAo menu Format, chon muc Font, Check vao myc Hidden trong vung Effects
e  Click nit OK. Ngay lap tic, doan vin ban nay bién mat tam nhuong chd cho ngi
dung nam ngay sau do
e Dé hién thi nhimg doan d4 che gidu, vao menu Tools = Options, chon thé View,
danh dau kiém vao tuy chon Hidden Text
e  Click nat OK
1.14. Ra lénh cho Word bang gigng noi
e VAo Start > Control Panel > Speech Recognition

e Click biéu tugng “ Start Speech Recognition. Click nit Next

sl

@ @ Set up Speech Recognition

What type of microphone is Digital Audio (S/PDIF) (High Definition Audio
Device)?

('\, @ Headset Microphone
f) Best suited for speech recognition, you wear this on your head.

= Desktop Microphone

These microphones sit on the desk.

Other
Such as array microphones and microphones built into other devices.

Cancel

e  Click Next cho dén khi hoan tat.
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K¥ ning xiw ly bang tinh néng cao

2.1. Panh s6 thir tw tw dong khi xoa dong

A B
Danh Sach Hoc Vién

STT Ho Tén
Nguyén Vin A
Trin Van B
Pham Thi C

[

=]

1
2
3
4
3
il

L

Tai 6 dau tién cua cot STT (6 A4), nhap cdng thic EIF(B4="","" 1)

bat con tré vao 6 A5 va nhap cong thic EIF(B5=""","" MAX($A$4:A4)+1)

Sao chép cong thirc 6 A5 xudng cac 6 phia dudi

Bay gio nhap thong tin vao cot He Tén sé& thiy STT duoc dién tu dong vao cot STT

2.2. Panh sb thix ty theo gia tri ting giam tuy y

A B
............................... 01012011
6:01/06/2011
0:01/11/2011

12:01/04/2012
+

[ I S I

Nhap mét gia tri vao 6 dau tién
Kéo dé chudt vao goc phai ciia 6 vira nhap xudng cac 6 phia dudi va chon Series
Nhap mét gia tri vao Step values trong hop thoai hién ra

Click nat OK

2.3. Panh sé mii, lu¥ thira

B6i den chir s6 can chuyén
Vao menu Format Cell, chon thé Effect

Check vao tuy chon SuperScript

2.4. P& ndi dung tu vira theo dd rong cot

Chon viing dir liéu can sir dung chon menu Format Cells...
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Format Cells

[ 7 (el

Mumber | Alignment | Font | Border | Fill

Text alignment

Horizontal:

General |Z| Indent:
Vertical: ]

Bottom |Z|

Justify distributed

-
-

Text control

|:| Wrap text

[] Merge cells
e  Chonthé
e  Click nat/OK

2.5. Kiém tra va goi y khi nhap dir ligu

e Vao menu Data = Data Validation...

Data Validation

Settings | Input Message | Error Alert |

| Protection
Orientation
* .
*
T
e
—
« Text )
t ;
+*
.
0 = | Degrees

Alignment |. Trong khung Text control check vao muc & Shrink to Fix

Validation criteria

Allowe:
[T S| (9 onore bk

Data:
less than |Z|
Maximum:
. 10

e  Trong thé Setting, tai muc Allow

e  Click thé Input Message

Data Validation

Errar Alert

Show input message when cell is selected

When cell is selected, show this input message:
Title:
Chid !
Input message:
58 ban nhap phai nha hon 10

Clear All QK

| [ cancd ]
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e Muc Title: nhdp tiéu d&, Muc Input message: nhap néi dung thong béo
e  Click nat OK
2.6. Pdi s6 thanh chir, chuyén ma font véi vnTools
e  Khoidong %] Microsoft Excel
e VAo Menu Tools - Macro - Security

Macro Settings

) Disable all macros without notification
Disable all macros with notification
Disable all macros except digitally signed macros
@ Enable all macros (not recommended; potentially dangerous code can runj

Check vao muc “ ® Enable all macros... ”
Click nt|OK], Khai dong lai Excel
Chay file “vnTools-Office2003.exe” hoac “vnTools-Office2010.exe” tuy phién

ban Excel dang dung

Click nat Next cho dén khi hoan tat qua trinh cai dat

Mg Excel s& thiy xuat hién thém Menu vnTools nam cudi ciing

% @ Aﬂ WV ©4isd thanh chif (V)

. — .| U baisd thanh chi¥ (EN)
An dinh | Chuyén dai Chuyén dai X .
hign thi Font Chir  Kiéu Chix j Ham ngay -

Déi sé thanh chi:
> Chon viing chtra di liéu (Kiéu s6) mudn chuyén doi
> Chon menu vnTools > Péi sé thanh chir (VN) dé doi sang tiéng Viét
> Chon menu vnTools > Béi sé thanh chir (EN) dé doi sang tiéng Anh
> Chon 6 dit két qua va click nat
e Djima font chi
> M0 vin ban mubn chuyén ddi ma font
> Click Menu vnTools & Chon menu “Chuyén d6i Font Chir”
> Chon font chir mudn chuyén di, Click ntit [OK]
2.7. Nhap 2 cdt, tach ho - tén, cit ky tw tring thira, sip xép danh sach he - tén
e  Khoi dong Microsoft Excel
e Mo file “TienlchTiengViet.xla”
e Xuat hién thém Menu “Cong cu cia ngwdi Viét” nim cudi

e  Céc chuc nang duoc liét ké & menu:
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Céng cu cda ngudi Viét -
Mhap hai cat
Tach ho tén
Ddo ho tén
Béo chir
at ki tutrang thira
B4 réng cot tuvira vai ndi dung.
&z DAl bdng mi chiftiéng Viét
‘}.l, Sap x€p danh sach Ho - Tén tifng Viét

& Viét hoa - viét thudng

e  Nhdp hai cét:
> Chon viing dit liéu chira 2 cot can nhap thanh 1 cot
» Click menu “Nhap hai cgt”. Click nat
e  Tach ho tén:
> Chon viing di liéu chira cot can tach
> Click menu “Téach ho tén”. Click nit
e Cdtky twtring thaa:
> Chon viing dit liéu chua ky ty thira can loai bo
> Click menu “Cit ki tw tring thira”. Click nit [OK]
e Sdp xép danh sach Ho - Tén

> Chon vuing dit liéu can sip xép > Chon menu “P#o he tén”
> Click menu “Sip xép danh sach Ho - Tén tiéng Viét”.
» Click menu “Bao he tén”. Click nit[OK]
2.8. Thiét lap trang in cho nhiéu Sheet cting Itc
e Dir phim Shift dong thai click chon cac sheet can thiét lap
e Vao menu File>Page Setup.. (hoic nhan to hop phim Ctrl + P)

e Thiét lap kho gidy, I8 trang in, header, footer...

e  Click nit 0K
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3. K§ ning trinh chiéu 4n tuong

3.1. Thiét ké, chinh sira giao dién mau

. Vao menu View = Slide > Master Slide

e Thay doi kiéu chit, giao dién trén cac slide

° Click menu “Close Master View” i Lo

3.2. Trinh bay slide theo nhiéu dang thirc
e  Click chu¢t phai lén slide = chon Menu Layout

e Chon mot kiéu trinh bay c6 sin

e  Thém ndi dung vao céac khung
3.3. Tao higu tng dic biét bang trigger
e  Chon hiéu ung cua ddi tuong ¢ thanh Taskpane va chon muc Timing ¢ menu

e  Chonthé Trigger va click vao nut Trigger

Effect | Timing
Start: ‘3 On Click (]
Delay: 0 = seconds

Duration: | 1seconds (Fast)

[=]
Repeat: | (none) IE‘

@ Animate as part of dick sequence

" Start effect on dick of:

Start effect on play of:

R [ Ok ] I Cancel

e Chon ddi tuong tac dong dé hiéu ung thuc hién
3.4. Thém sirc hut khi trinh chiéu véi Zoomlt
e  Chay chuong trinh Zoomlt
e Nhin phim Ctrl+1: Tang, giam kich thuéc man hinh
e Nhan phim Ctrl+2: V& tu do 1én man hinh hién tai
e Nhin phim Ctrl+3: Xuat hién dong ho.(nhan chudt phai vao biéu tugng Zommilt)
phia duéi khay hé thong va chon thai gian trong Option)
3.5. Trinh chiéu slide véi 2 man hinh khéac nhau
e Click chuot phai trén desktop chon “Screen Resolution”. Tai muc Multiple
Displays, Chon “Extend these Displays”. Click nat @
e  Trong PowerPoint. Click menu Slide Show - Setup Slide show. Tai muc Multiple
monitors, chon “Monitor 2 Generic PnP Monitor”. Click nat
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Show options

[ Loop continuously until 'Esc’

[7] show without narration

[7] show without animation
I - |
Laser pointer colar: I IZ‘

Pen color:

button.

Set Up Show B
Show type Show slides
(@) Presented by a speaker (full screen) @ All
() Browsed by an individual {window) (71 From: 2 To: =
() Browsed at a kiosk (full screen) ErEn e T

To show a laser pointer during slide show, hold down the Ctrl key and press the left mouse

-

Advance slides

() Manually

(@) Using timings, if present
Multiple monitors

Display slide show on:

Monitor 2 Generic PnP Maonitor
[7] Show Presenter View

=

[ Ok ] [ Cancel

e Dichuyén ctra s6 chuong trinh PowerPoint sang man hinh 2

3.6. Lién két nhanh dén mét slide hoic file

e  Lién két nhanh dén trang slide trong cung mét file.

e Chon doan van ban hoac hinh can tham chiéu.

e  Click chu¢t phai chon menu Insert /Hypert link

e Chon muc “Place in this Document”. Chon mét slide can lién két dén trong khung

“Select a place in this document:”

2. INDOCHINA ADS

1. PROMOTION JULY 2010

[t bont

( o

MCsmon Aifatin

3. KHACH HANG TIEU BIEU/S

4, GOOGLE ADWORDS
5. HINH THU'C QUANG CAD
6. DOANH NGHIEP & KHACH
7. CHUONG TRiMH THANG

8. KHUYEN MAT LON THAN! -

L L] ¥

E+nail Address

&=

c#.ﬂﬂr.'-'ld P T

GALﬁT#{:F_lSI

KLASSY... ..

L e L

Shewe and

md rab e

retum

ok ][ cone

Insert Hyperlink E
Link to: Text to display: | Indoching Ads SoeenTig... |
_":‘I Select a plage in this document: Slice preview:
Existing File or Next Shde R
Web Page Previous Skde HAC . HANG
Shde Titles @' 3

Click nit OK|

Lién két nhanh dén file hodc dwong din trén mang.
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Chon khéi van ban hoic hinh va click vao Insert/Hypert link, click file c6 trong may
tinh cua ban. Bam OK. Néu 1a duong din trén mang thi ban ma

Insert Hyperlink -7 el
Link to: Text to display: |Indochina Ads | sueenTo.. |
lookin: |y SOURCE (E) =] @ Q&
|, $RECYCLE.BIN ~| | Boockmark...
iﬁ‘t . GHOST MAKER
5| |, HUTECH
Flace in This Q mod_freesider =
Document Browsed | | QUANG CAO GOOGLE ADSWORD
Pages | SOURCE
_i‘ |, System Volume Information
Create New Recent |44 WEBSITE-BEST
Document Files zt_morga
#] Kehoach_Marketing_Mautaileu >
i Address: | http: [fwwe.hutech.edu.vr |
E-mai Address
o
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4. Ky nang xir ly file PDF
4.1. Tao file PDF véi DoPDF
e M van ban muén tao file PDF
e VAo menu File = Print va chon may in la DoPDF
 doPDF - Save PDF file 5]

@ MNeed more features? Click here!

File name:
I DkVKy nang tin hoc cho dan van phong-noi dung. pdf ﬂl

[~ Always use this folder ¥ Open POF in reader
[~ Embed fonts * small file ™ High quality images

[~ Stay on top ik I Cancel Help
e Click nt & chon thu muc lwu chir va dit tén cho file PDF

e  Click nit 0K

4.2. Thém ghi chq, trich xuét trang véi PDF Xchange Viewer

e  Khoi dong chuong trinh PDF Xchange Viewer

=] search-engine-optimization-stanter-guide - POF-XChange Viewss [o @ =]
File Edt WView Document Comments Tools Window Help @ D
L_,UFH‘I..." -ﬂ'i]‘ h - "= x.:‘ '3- iwns
& Zoomln = o] oY o 0% - @ v Q, ® @ '%‘-‘.ﬁ'ﬂ-"

[sesc-engin-opamiaton-sater-guice | -
I— ;
e  Thém ghi chu:
> Click chut phai Ién viing can ghi chd, chon menu “Add Note”
e Trich xuat trang:
» Click menu Document - Extract Page
> Chon Cerrent Page dé trich xuat trang hién tai hoac nhap trang mudn trich xuét.
4.3. Cat ndi cac file PDF véi PDF Split-Merge
e  Khoi dong chuong trinh PDF Split-Merge

15k Ap PDF SplitiMerge
File [F]  Option (Q@] Help[H]
PDF Split | FOF Mergel Dptionsl

| Pages | Split Parameters | Destination Folder | Output Base

I Source File

e  Décat 1 file PDF ra nhiéu file, click thé PDF Split
e Dé ndi cac file PDF thanh 1 file, click thé PDF Merge

e Ngoai ra ban cé thé chinh siza cau hinh cho phii hop trong thé Option
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4.4. Chuyén file PDF sang file vin ban véi Able2Extract
o  Khoi dong chuong trinh Able2Extract

File Edit Document WView Window Help

= h k

Open Al Area  Exed  Word

e Mo file PDF mudn chuyén d6i sang dinh dang Word

e Nhan phim “Ctrl + A” dé chon toan b vin ban hoidc boi den mot doan vin ban
muén chuyén doi

e Click biéu twong Word trén thanh céng cu

Standard (Recommended)

Fetains background graphics
and textual layout. Best option
for viewing and editing.

Conwvert

Custom

e
= Enables users to specify various
e

options prior to conversion.

Specify...
e  Click nit

e  Chon noi luu trit va dat tén cho file vin ban

e  Click nit dé hoan thanh qua trinh chuyén doi
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5. K¥ niang xtt ly anh co ban
5.1. Thay déi dinh dang anh hang loat véi ACDSee

e Mo chuong trinh ACDSee

e Chon cac anh mudn chinh stra, click menu Batch > Convert File Format

e Chon dinh dang mudn chuyén dbi, click nat

Batch Convert File Format @
Select a format _ _ I=
Choose a file format for your output files, and dick the Format Settings button

to change any options assocated with that format. Click the Advanced Options
tab to set options for this wizard,

Format | Advanced Options

BEEMP  Windows Bitmap -
@GIF CompuServe GIF

GEIFF PR

EEIP2  IPEG 2000 P2 File

PG IPEG

[EPcx  PCX

m

@PNG Partable Metwork Graphics
FslpSD  PSD

BS|RAS  SUN Rasterfie Image
EHRSE  Red Storm File Format
EE{SGI  5GI Image [
I TGA  Targa

UETIFF  Tag Image File Format

ﬂﬁ'nl'ln'F!MD WWiralaze RME [

Format Settings... l

Vector Settings... ]

ack [ Mext = M [ Cancel ] [ Help
e Chon thu myc luu két qua, click nit

e Click nat Start Convert| dé tién hanh qué trinh chyén dbi

5.2. Thay d6i kich thwéc anh, xén anh véi ACDSee

e Click anh mun chinh stra, chon menu Edit (goc phai phia trén)
e  Trong khung Geomety, chi y cac muc sau:
> & Rotate: xoay anh theo mgt goc nhat dinh
> ® Crop: xén anh ty do hoic theo ti Ié kich thuéc dinh truéc
> & Resize: thay ddi kich thuéc anh
5.3. Tao anh nén desktop phu hep véi tirng man hinh
e  Click chudt phai 1én Desktop chon Screen Resolution (Trong Windows XP chon
Properties, thé Setting), xem thong tin d§ phan giai hi¢n tai (VD: 1024 x 768)
e Ding tién ich ACDSee thay d6i kich thudc anh gidng vai do phan giai hién tai
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6. Ky nang si dung E-mail hiéu qua
6.1. Tao chir Ky c& nhan chén tw dong vao cudi ndi dung thw
e Gmail:
> Ding nhap vao E-mail (Bai viét nay ding Gmail, twong ty véi Yahoo!, Hotmail)
> Click biéu twong % (hinh banh rang) ¢ goc phai man hinh chon “Mail settings”
> Trong phan signature nhap nai dung chir ky

No signature
@

B I U F 1T 15 e=e iz

111
m
il
I
(I
il
s

Tran Xuan Vinh - Mobi-098-492-4642
I thike 18 ngudn f8i nguyén k6 tan |
> HUTEGH - University of Technology|

» Click nit dé hoan tét
e  Yahoo! Mail:
» Dang nhap tai khoan vao Yahoo! Mail
» Vao menu Option - Mail Option
» Chon muc Signature va nhap noi dung chir ky vao khung soan thao

Save Changes

Signature

nature Do not use a signature
@ Show a signature on all cutgoing messages

> Hhip chi ky cia ban tai déy{
> Click Signature dé luu thay doi

6.2. Tw dong chuyén tiép thw khi dung nhiéu ti khoan Email

e  Dang nhap vao Email

e Click biéu twong % Setting & goc phai man hinh chon “Mail settings”

e  Click th¢ Forwarding and POP/IMAP

e Muc Add a forwading address, nhap E-mail muén chuyén tiép va click

Add a forwarding address x

Please enter a new forwarding email address:

txvinh@hemhutech_edu vn|

| Mext || Cancel |
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o  Click nit OK]

e  DPang nhap vao Email vira nhap ¢ trén

e Mo Email do hé théng giri ty dong

e Click vao lién két xac nhan trong noi dung E-mail dé hoan tat
6.3. Tw dong thdng bao Khi c6 thw méi

e Mo chuong trinh duyét web Firefox

e  Truy cap vao dia chi https://addons.mozilla.org

e  Trong khung Search for add-ons, nhap tir khoa “gmail manager”

M Gmail Manager

by Todd Long

e Click nat JAdd to Firefox| dé bo sung tinh ning ndy vao trinh duyét

e Sau khi qué trinh cai dat hoan tat khoi dong lai Firefox s& xuat hién thém biéu twong

gmail nim & thanh Status [0 XuanVinh P 1 HUTECH

e Click vao biéu twong gmail va thém vao cac tai khoan Email.
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7. Ky ning tim kiém théng tin & Khai thac tai nguyén trén Internet
7.1. Tao va quan ly Bookmark trong trinh duyét web
e Mo chuong trinh duyét web Firefox
e M& website muén tao bookmark
e  Click chu¢t phai (hoac Crtl + D) I&n trang web chon “Bookmark This Page”

Edit This Bookmark

’ Remove Bookmark ]

Mame: HUTECH

Folder: EEuakmarks Toolbar - ]
Tags: Separate tags with commas

| Done || Cancel |

e  Dat lai t&n cho website trong khung Name va chon vi tri hién thij trong khung Folder

7.2. Sao lru va phuc hdi Bookmark
. Click menu Bookmark = Show All Bookmarks

‘ Organize v =
B L0 History Mame Location
Tags a VnExpress http:/fwww.vnexpress.net/
4 i AllBookmarks IE DanTri http:/fwww.dantri.com.vn/
I+ -H Bookmarks Toclbar ) 24h http://www.24h.com.vn/
Bookmarks Menu @ Adown http:/fwww.9down.com/
) Unsorted Bookmarks Q™ http://www.quantrimang.com,

e  Click Import and Backup

Backup...

Restore k

Import HTML...
Export HTML...

e Dé sao luu Bookmark click menu “Export HTML...”
» Chon noi luu trit va dat tén cho file Bookmark
> Click nat

e Dé phuc hdi hoic di chuyén Bookmark click menu “Import HTML...”
> Click nat[Next. Chon file Bookmark d lwu trén § dia

> Click nat dé hoan tt
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7.3. Tim kiém thdng tin hiéu qua bang google

e Tim chinh xac cum ti, dit noi dung can tim trong “dau ngoic kép”

» VD: “Ky nang tin hoc”

Tim thdng tin theo kiéu tap tin: filetype:[Kkiéu file] [tir khod]
» VD: filetype:doc gido trinh ky nang tin hoc

Tim hinh nén cho desktop: wallpaper [tir khod]
» VD: wallpaper nature

Tim thdng tin trong mot website nhat dinh: site:[tén mién] [tir khod]
> VD: site:www.hutech.edu.vn tuyén sinh dai hoc

Tim thdng tin c6 chira mot trong nhiéu tir khoa: [tir khod] OR [tir khoa..]
» VD: tin hoc van phong OR thvp

Tim thong tin lién quan dén website nao do: info:[tén mién] [tir khod]
» VD: info:www.hutech.edu.vn

7.4. Tai vé céc loai tai nguyén trén mang véi Internet Download Manager
L]

M¢ chuong trinh Internet Download Manager (IDM)

i

@ Internet Download Manager 6.05

=3 HCR =X

Tasks File Downloads View Help Registration

& vy o PAE-S-Rae

Categories * | File Name Q Size Status Time le
0

 Unfinished
E Finished

----- [ Grabber projects
Queues

e  Click vao nat Option trén thanh cong cu

Click the File types, nhap thém dinh dang muén download trong khung file types:

@ Internet Download Manager Configuration @
Proxy | Steslogns | DlUp |  Sounds
General | Fletypes | Saveto | Downloads | Connection

= Downloaded file types

Automatically start downloading the following file types:

IGP 7Z Al A1 AAC ACE AIF ARJ ASF AV BIN BZ2 EXE GZ GZIP IMG
150 LZH M4A M4y MOV MP2 MP4 MPA MPE MPEG MPG M5l M5U OGG

FLJ PP5 PPT QT RO- R1= R4 RAR RM SEA SIT SITX TAR TIF TIFF WAV
WMA WMV Z ZIP 5w

e  Click nat|OK

-~
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8. Ky nang bao vé dir li¢u an toan

8.1. Piat mat khiu ding nhap vao hé théng
Click nat # Start = Control Panel

Click biéu twrong % User Account

Click lién két “Create password for your account” va nhap mat khau tuy y
Sau khi dit mat khau xong click nit [OK|

8.2. Tit ché @8 Autorun khi cam céc thiét bi USB nhiam han ché virus

Trong Windows 7

>
>

Click nat #8 Start = Control Panel
Click vao biéu tuong =d Autoplay

> B diu check tai O Use AutoPlay for all media and devices. Click nit
Trong Windows XP

YV V VYV V

A\

Click nat # Start > Run
Nhap “gpedit.msc”

Khung bén trai chon Administrative Templates = System

Khung bén phai click dap Turn AutoPlay off
Check muc Enable d¢é tat tinh ning nay

8.3. Piat mat khau cho viin ban

M¢ van ban mudn dit mat khau

Vao menu File > Save As

Vao menu Tools > General Options

e

General Options

(2 ]Sl

File encryption options for this document

Password to open; YT

File sharing options for this document
Password to modify:

Read-only recommended

Protect Document...

Macro security

Adjust the security level for opening files that might Macro Security. ..
contain macro viruses and spedfy the names of —

trusted macro developers.

Tai khung Password to open: nhap mat khau cho vin ban

Click ndt [OK]
Click nat
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8.4. Piat mat khiu cho tap tin nén bing Winrar

e Click chudt phai 1én thu muc mudn bao mat, chon Add to archive

-

’E Archive name and parameters @
General | Advanced | Options | Files | Backup | Time | Comment |
Archrve name
Security.ar M
Update mode
| Pofies. | [Addand replace fies -
Archrve format Archrang options
@ RAR [ Delete fles after archiving
® ZIP [ Create SFX archive
[[] Create scbd archive
Compression method [ Put authenticity verfication
[Numal '] [C] Put recovery record
Spi.t to volumes, b'!.l'tES D Test archived files
- [7] Lock archive
ok J[ cancel J[ Hep |
°
e  Click th¢ Advanced
’E Archive name and parameters @ﬂ

General | Advanced | Options | Fles | Backup | Time | Comment|

MTFS ophons Recovery record
[ save fie secuity 0| percent
[ 5ave file streams
Yolumes : ]
Compression...
Pauze after each volume
Oid styde volume names SFX options...
0 | recoveny volumes Set d ]
System
[7] Background archiving
[7] Tum PC off when done
[] wiait if other WinRAR copies ars active
| ok || cancel || Hep |

e Click nat Set password..., dit mat khau xong click nat @
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-

Archiving with password @

Enter password

Reenter password for venfication

Show password

Encrypt file names

| ok | [ cancel | | Hep |

e  Click nit OK dé hoan tét

8.5. Khdi phuc dir liéu da bi xo4 hoac format véi Disk Recovery
Mg chuong trinh Disk Recovery

&, 0&0 DiskRecovery 6 Tech Edition =n =R
Data Recovery P
Select drive on which you would like to rescue data
y Please select a drive from the list, on which you would like to recover data. You may either pick a single partition or
the entire storage volume (e.g. hard disk).
m) My Computer | Refresh Drives |
=J.a) ST3250318AS (232,89 GB) . R
) e desired drive is not presen
&0 C:[SYSTEM] (NTFS, 48.83 GB) in the list (removable media such
D: [DATA] (NTFS, 87.89 GB) as a USE Stick or a digital camera),
E: [SOURCE] (NTFS, 96.16 GB) please click 'Refresh Drives', It may
take a moment for Windows to
detect a new removable drive.
/| Hide unpartitionable areas
Save data recovery | < Back |[ Mext » ] | Cancel | | Help
L]
L]

Click nat Next, chon & dia chira di liéu can phuc hdi, click nat
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&% O&0 DiskRecovery 6 Tech Edition EI

Data Recovery

vanced options for the search

Selection of the search process

/| Search for deleted files and folders (08:0 UnErase)

Scans the folder chart for deleted entries and restores files. This search makes it possible to reconstruct files and
their file name almost completly.

| Search for formatted or structurally damaged partitions (080 Format Recovery)

Scans the partitions or the whole disk for deleted folder charts and restores them. This search is especially ideal to
restore formatted partitions.

/| Deep search for files on destroyed partitions and disks (080 DiskRecovery)

Scans the partitions or the entire disk for deleted files based on their signature and restores the data. This scan is
especially suitable for situations, where all the file information was destroyed.

L Additional settings

Further settings enable you to set the parameters to scan and restore data. It is possible to define file types, which
have to be considered during the search.

Adapt settings...

| Save data recovery... | < Back |[ Mext » ]| Cancel || Help

e Thiétlap céc ché d6 :
> Search for deleted file and folders: Tim file bi xoa
» Search for formatted or structurally damages partitions: Tim file bi format
> Deep search for files on destroyed partitions and disks: Tim file theo chiéu sau

e Click nut Next cho dén khi bt ¢au qué trinh tim kiém phuc hoi

& 0&0 DiskRecovery 6 Tech Edition [r=] =
Data Recovery
Save rescued data
Target folder
| Please select the target folder for the restoration:
+ ] Browse...
Free Disk Space: 31.33 GB. 826.47 KB will be required to save these data.
Clicking 'Mext’ will save the files to the target folder.
Report
= /| Create data recovery report
" = P
Ch\Users\HUTECHTX\"\Documents\Recover\DiskRecoveryReport.rtf Browse...
Save data recovery... < Back |[ Mext > ] | Cancel | | Help
L]
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e Chon noi lvu trit dit liéu phuc hdi, click nat

e Click nit dé hoan tat
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9. K ning khai thac phan mém tién ich
9.1. Truy cap nhanh FTP véi FTPRush

Mg chuong trinh FTPRush

(©) FTP Rush ftp://bovinh:™*@ftp.hutech.eduwvn ===

! Fle Edit Mark View FTP Tools Help

ﬂ @ |DD not use proxy - |=._..- * Host fip.hutech.edu.vn + Pass

J @ fh::ﬂtnrinh:***@fﬂq:l.hutem.edu.un|

|{1} Remote: ftp:/fbovinh:**=@ftp.hutech.edu.vn |
I IR S HEEE IR

: [Save_Here/ - ! iy DATA (DY) - !
Siz -

Mame ¢ = | Mame A i
. Parent Directory 1
, BAM GIAM HIEL N , CD-TIM HOC VAN PHONG ‘E
. BAM KHOA HOC CO BAN ~ || | cIsco-FuLL o
. BAM THANH TRA . CNTD
., DAMNG UY . DOMAmMouse
. HOI DOMG QUAN TRI . DOWMLOADS
. KHOA CNTT . eBOOKS
. KHOA CO-DIEM-DIEN TU , ENGLISH
, KHOA COMG NGHE THUC PHAM - . FILMS -
o m b ' 1 | P
0 file(s) 31 folder{s) O byte(s) 5 file(s) 22 folder(s) 2.1 M byte(s), 6.2 G free
|-|FI'PLQQ|@TransFerLog | 52 System Log | [ Tasks | |
Mame | Progress |Speed |TransFerred |Size |Sour::e path |Target path |Remark L
1
T AT T [ oo

Khung Host: Nhap tén hoac dia chi FTP Server
Khung User: Nhap tén tai khoan FTP

Khung Pass: Nhap mat khau

Nhan phim Enter d¢é truy cap

9.2. Chup anh man hinh véi FScapture

M¢ chuong trinh FScapture

A FastStone Capkure

[J: Chup ctra s6 &ng dung hién hanh
[El: Chyp tirng viing chirc ning caa tng dung

42: Chup ty do theo viing chon

%[ Chyp man hinh vugt qua do phan giai

9.3. Quay phim man hinh véi Screen2exe

Mo chuong trinh SCREEN2EXE
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i SCREEN2EXE =% EoR (S
File Edit Help
1. Record 1
Screen Capture
%# Select range of recording by draging a box. Default, record all. () Slow, 1FPS
- (@) Mormal, 2 FPS
= ©) Quick, 4FPS

(") Fast, as fast as it can

[7] tndude Audio

1280x800, Sel. 1280x800 Start Recording =
Click nut Start Recording dé bat dau ghi hinh

Nhan & F9 hoac ¥ click chuong trinh SCREEN2EXE & khay h¢ thong

Recording stoped @
Recorded, Om:02s, 5 frames, Estimate final size: 73.49K - 119, 36K bytes.

| Continue /Edit = | Edit movie, Add annotations and effects.

’ Frame Optimizing ] Delete unnecessary internal frames to save more file size.

’ Save MNow ] Save to file directly, ignore editing step.

’ Exit ] If you want to record again, you need restarting this program.

Click nt
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i% SCREEMZEXE = ===

File Edit Help

3. Save

General Option

Output Quality: |Good _ 15hit colors - | Estimate size: about 178K
bytes.
Title My videg|
Description  quay phim mén hinh . Ctrl+Enter for Enter.
Save to
@) Self-Play (=.EXE) Save &s FLASH format with the smallest filesize !

("I Flash File 1% SWF*FLv () windows video (*.AVT)
|
SCREEN: 2 SLUF

File  c:\myvideo.exe \:l Settings ...

| < Back | | Finish || Save Mow |

e Khung Title: Nhap tiéu dé Video; Khung Desciption: Nhap md ta (néu c6)

e  Khung File: Chon noi luu trir va dat tén cho Video. Click nat
9.4. Tao ghi cha trén Desktop véi Simple Sticky Notes

e Mo chuong trinh Simple Sticky Note (. SSN.EXE)

>
>
>
>

1 2 3
Shopping List oW

. App!ﬂ
v Milk

» Sugar

4
1. Tiéu dé ghi chu (Click dup dé thay doi théng tin)
2. Menu

3. Bong tam ghi chd

4. Tang giam kich thudc khung ghi chu

e Tao mét ghi chi méi: Click dup vao biéu tugng . trén khay hé thong

e Xo& mét ghi chd: Click nat Menu trén ghi chi mudn xoa va chon Delete Note
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e Thay d6i mau khung ghi chd: Click Menu va chon mét mau tuy y

e  Dinh dang kiéu chit

> B6i den doan vian ban muén dinh dang

» Dung cac phim nong giup dinh dang nhanh ghi chd: Béi dam (Ctrl+B), In
nghiéng (Ctrl+lI), Gach duéi (Ctrl+U), Gaeh-gitra (Ctrl+T), Can phai (Ctrl+R),
Cin giira (Ctrl+E), Can trai (Ctrl+L), Cach 1 dong ké trang (Ctrl+1), Céch 2

dong ké trang (Ctrl+2)

e Ty dong chay chuong trinh ldc khai dong may tinh

> Click chudt phai vao biéu twong

trén khay hé théng va chon Menu “Settting”

> Trong khung General, d4nh diu check vao muc M Load on Startup

o  Click nit OK]

9.5. Scan tai liéu chuyén nghiép véi ScanToPDF

e Mo chuong trinh ScanToPDF

D Page Document

= Scan

> Softi Scan to PDF = - &[]
Select Scanner
| wild-HP Scanjet 4800 series v | wisMode ‘ @) Help ‘ ‘@] Exit |
7 o »¢ Clear Document *' Settings

‘ @F‘review ‘ Save PDF ‘

» 3 xoa trang van ban dugc chon

> Nt |Preview|: xem trudec file tai liéu dd scan

Trong muc Select Scanner, chon may scan dang mé

Click nat dé khoi dong qua trinh scan tai liéu

Y nghia cac biéu tuong va tinh ning:
> 9 xoay vin ban 90° nguoc chiéu kim d¢éng hd
> ©: xoay vin ban 90° theo chiéu kim dong hd

> Nt [Save PDF]: luu tai liéu d4 scan theo chuan PDF

> Trdn Xuan Vinh - T CNTT - Mobile: 098.492.4642 - Email: txvinh@hcmhutech.edu.vn J Trang 33



