TRAN KIEU HUONG

MODULE THCS @

DAY HOC
YOI CONG NGHE THONG TIN
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A. GIOI THIEU TONG QUAN

Prdi méd PPDH I mot yéu ciu thiét yéu &it ra cho nginh Giio duc clia
tat ci cic nudc trén thé gidi. Véi su phiat trién nhu vii bdo cda CNTT va
kha ndng phd bién thong tin ngiy cing da dang, dom gidn, nhanh ching
va rat higu qua, hoat déng day hoc phai co nhimg ddi méi vé phuomg
phip dé thich ‘mg duwe vii diéu kién cong nghé méi v tin dung duoc
nhimg thanh tui cia cong nghé trong cic hoat dong day hoc. Thuc té
cho thay, CNTT di xfm nhip neiy cing siu vao hoat dong siang day
trong nha trudmg va gop phin quan trong trong viéc ddi méi PPDH va
kiém tra, dinh gii, qua dd meér rong kha ning truyén dat va linh hoi tri
thitc vir chét hromg cao, tdc do nhanh.

Poi vii gido duc Viét Nam nhimg nam gan day, cing véi viee doi méd
chuomg trinh, SGE, cic tnrémg phd thong & dugc ting cuémg trang bi
phirong tién, thiét hi day hoc hién dai, ttong d6 cd mdy vi tinh, mdéy
chiéu tao diéu kign cho GV ‘mg dung CNTT trong cic hoat ding chuyén
mon ciia minh nht soan gido 4n, trinh chiéu trén 1ép, kiém tra, danh ois.
Tuy nhién, dé vigc tmg dung CNTT trong day hoc dat hiéu qui cao, GV
cin dugc trang bi mot cich bai ban va cd hi thong nhimg kién thire cin
thiét d€ bién CNTT thinh mot cong cu hd tro dic luc cho hoat dong
chuyén mon cia minh.

Khi tmg dung CNTT vao hoat dong gidng day, cic thay, co co thé nhin
thay higu qua tro givp cia CNTT ddi vid qua trinh day hoc, nhar:

Ehd néng bidu didn théng tin: May tinh co thé cung cip théng tin dudi
dang vin ban, d thi, hinh anh, 4m thanh...

Ehd néng mé hinh hod cde 467 frong: Day 1 vu thé manh cia CNTT so
vid cic phuong tién, thiét bi day hoc khdc. May vi tinh co thé mo hinh
hod cac ddi hrong, cic qud trinh dién bién cda sy vat, hign toomg ma cac
mo hinh thong thirime khing thé hién truyén tai duoe, vi du nha qua
trinh déng dit, mii hia, chuyén dong cila cic hanh tinh trong Hé Mat
Tréni, phan tmg hat nhan, chnryén dong ciia cic electron xung quanh hat
nhén... Tinh ning nay giip cho viéc truyén t3i kién thitc dén HS dat higu
qua cao hon.

Fhd neng hae 07 vd khat thde théng fn: Vi bo nhé co dung luong 1om,
may vi tinh co thé i thinh mot kho hr trir khdng 16 va dé tim kiém,
tra cinu... GV co thé thanh lp cic ngan hang dir ligu, hoc lidu phuc vu



hoat déng giang day. May vi tinh con cd thé két ndi Internet, b didukiégn
thusdn loi &€ GV, HS chia s& va khai thic thong tin.

Trong qui trinh x4y dung module nay, tic oia d3 cip nhit thém nhiéu
nodi dung dua trén viége tim hidu nhu ciu oia GV THCS tai métsd 1op tap
hudn va & cd ging thiét ké don gian, dé hiu, trinh bay truc quan vid
nhiéu hinh anh minh hoa dé thuin tién cho viée ty hoc cia GV. Hi vong
module s& 1A mot tii ligu hitu ich ttong qua trinh tim hidu va ‘mg dung
CNTT vao hoat dong day hoc ciia cic thiy, co.

Phan noi dung cia module duge thiét ké thinh 5 hoat déng trong img
vir 15 tiét i hoc thodc iy hoc cd nrdmg din) cida GV:

Thai luong Hoat dong
2 tiét Hogt d¢ng 1. Tim hiéu chung vé ymg dung CNTT trong day hoc
4 tiét Hogt déng 2. Soan gido 4n bing Microsoft Office Word
3 tiét Hogt d¢ng 3. X i ditligu bing Excel
3 tiét Hoat d¢ng 4. Thiét ké trinh dién bai giang bang Microsoft
Office PowerPoint
3 tiét Hogt déng 5. Khai thac thong tin trén Internet

Lrae ¥ Khi 511 dung module nay, cic ban nén thare hanh cac thao tac trén
may vi tinh song song vii vigc nghién cia li thuyét 3 nédng cao hidqu qua
bdi dufmg.

B. MYC TIEU

Sau khi hoc xong module nay hoc vién co thé:

Hiéu rd tim quan trong cia CNTT trong day hoc & THCS.

Xic dinh rd dinh huémg tmg dung CWTT trong day hoc & THCS.

Lua chon duge cac chite nding thich hop ofa CNTT € van dung trong cic
khin cia qua trinh day hoc & THCS.

Co K ning van dung thinh thao CNTT trong cic khiu cia qua trinh
day hoc.

Tich cuc, chil déng tmg dung CNTT trong day hoc d& néng cao hidqu qua
hoat dong day va hoc.
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[ C.NOI DUNG

NI dung 1

TIM HIEU CHUNG WE NG DUNG COMNG NGHE THOMNG TIM
TROMNG DAY HOC

Muctiéu

Sau khi hoc xong noi dung nay, ban co thé:

Nam duoe cic nguyén tic img dung cong nghé thing tin (CNTT) trong
quia trinh day hoc.

Xic dinh duge kha ndng tmg dung CHNTT trong cac khdu oia qua trinh
day hoc.

Pranh gia duoc cic tic dong tich cuc va nhimg han ché cda vigc img dung
CNTT trong qua trinh day hoc.

Hoat déng 1. Tim hi&u chung v& c¢éng nghé thdng tin

MHIEM W/

Ban hiy doc ki thong tin co ban cita Hoat dong 1 d€ tra 1ed can hoi sau:

1. Thé naola CNTT?
2. Cécnguyén tic co ban khi ‘mg dung CHTT vAo que trinh day hoc.

THOMNG TIN CO BAN

1. Tim hi€u khai niém ciing nghé thing tin
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CNTT (tigng Anh: Rformation Technelogy, vidt &t 1a IT) duoc hiéu la
nganh tmg dung cong nghé quan li va a7 i théng tin, dic hiét trong cac
cor quan, td chire 16m. Negdnh my s dung mdy tinh va phén mém may
tinh dé chuyén ddi, i triv, bao v&, ¥ li, truyén v thu thap thong tin.
¢f Viét Nam, trong Nehj quyét 49/CP K neay 04/8/1993 vé phat trién
CNTT ctia Chinh phi Viét MNam, CHNTT dugc dinh nghia nhwsau: “CNTT
la tip hop cac phuong phap khoa hoc, cic phuong tién va cong cu ki
thust hign dai — chi yéu 14 K thuat méy tinh va vién thong — nhim t
chire khai thic va sit dung c6 hidu qua cic ngudn tii nguyén thong tin rat
phong phii va tiém ting trong moi linh vire hoat déng cida con noréd va
x4 hoi. CNTT duwc phét trién trén nén tang phit trién oia cic cing nghé
Pién tir— Tin hoc— Vién thong va tu dong hod"”.



2. Cac nguyén tac khi i'ng dung cing nghé thdng tin trong day hoc

Pé viéc img dung CNTT trong day hoc dat hidu qua mong mudn, ngréd
GV can dam bdo thuc hién cic nguyén tic co ban sau:

Vigc hua chon kha ndng va mare do tmg dung CHNTT trong modi bai hoc
phai cin oif vao muc tigu, ndi dung va hinh thirc cia bai hoc do.

Vigc img dung CNTT trong mdi bai hoc cin xdc dich 16: sit dung CNTT
nhim muc dich gi, gidi quyét vin dé gi, noi dung gi trong bai hoc.

Pram bao cho tit ci HS trong lép cing co co hoi duoe tidgp can vid CHNTT
trong qui trinh hoc.

Pram bao két hop siita ‘mg dung CNTT vii cic PPDH, dic biét chi ¥ két
hop vin cic PPDH tich cuc.

Hoat déng 2. Thao luan nhém vé kha nang ung dung céng nghé

théng tin trong qua trinh day hoc

MNHIEM W/

1. Chia lép thanh cic nhom thdo ludn moi nhom tir 5 dén 10 hoc vién tay
theo sd luomg hoc vién trong lop tap hudn).

. Phit cho mdi nhom 1 tér gifdy khd to, mot it da viét bing va yéu ciu
thao ludn vé kha ming img dung CNTT trong cac khiu ciia qua trinh day
hoc, tic dong tich cuc cia CNTT ddi vid hoat dong day hoc. Théi gian 1a
30 phnit.

. Yéu ciu cic nhom thé hign két qua thao luan bing cich viét 1én tir gidy
khd to.

4. Cécnhom dén san phim lén bang va dai dign nhém trinh bay.
THONG TIN CO BAN

1. Kha nang dng dung cong nghé thing tin trong day hoc

Vi cic tinh réing da dang va phong pha, CHTT co thé van dung dé ning

cao hidu qua cic khiu cia qua trinh day hoc:
— Ungdung CNTT trong tim kiém, khai thie tu ligu phuc vu cho day hoc.

— Ung dung CNTT trong soan gido 4n, thiét ké bai giang va thuc hién giang

bai trén lép.
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Ung dung CNTT trong quan li 1ép hoc (quan I HS, diém, két qua dénh
oid, xép loai HS,...).
Ung dung CNTT trong kiém tra, danh gia.

2. Tac ding tich cyc cia vng dung cing nghé thing tin trong day hoc

Mir rong kha mng tim kigm va khai théc thong tin cho norid day va
neudd hoc: Thong qua viée tra ciu, tim kiém thong tin trong cic phin
mém va trén cic trang weh, GV THCS co thé khai thac thong tin hodc
khai thiac tranh anh, dm thanh, video clip & bd sung cho bai day; HS THCS
co thé chil dong tim kiégm thong tin mé rong hodc cic bai tip, bai thuc
hinh cho cic kién thire 43 duge truyén thy trén lép hoc.

Nang cao higu qui truyén dat va linh hoi tri thite: GV THCS oo thé img
dung CNTT d€ soan gido 4n dién 1, tinh chiéu trén lép hoc trong cic
gitr 1én lip. Thing qua gido an dién tf, kién thnic co thé biéu dién dudi
dang kénh chit, kénh hinh, qua do tao himg tha cho nouéd hoc, kich
thich nguéi hoc chi dong, tich cue trong viéc linh hi tri thare.

Ting cutmg vigc giao huy, trao ddi thong tin gifta nguéd day va nguéd hoc:
Théng qua vigc tmg dung CNTT, GV THCS cb thé tao nhiéu co hoi dé
neudd hoc boc 16 nhimg quan di€ém, suy nohi oia ban thin vé cic kién
thitc trong bai hoc ciing nhu cach truyén thu kign thire ciia nguti day.
Nouii day dé ding tidp nhan duoc thong tin phan hoi tir ngudd hoc va
ngrii hoce duce rén hayén cic ki ndng trao ddi, thao luén, thuyét trinh...
Néng cao hiéu qua cfia hoat déng kiém tra, danh gia.

Hoat déng 3. Tim hi&u mét s& han ché thudng gap trong irng

dung c¢éng nghé thdéng tin vao qua trinh day hoc hién nay
d Viét Nam

MHIEM 4/

Trao ddi, thio hein vii hoc vién khdc (hoic véi ddng nghiép) vé nhimg
han ché GV thurémeg gip khi ime dung CNTT trong day hoc.

THOMNG TIN CO BAN
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Mot sd han ché thirémg gip trong viéc img dung CHNTT véo qua trinh day
hoc hién nay & Viét Mam:



— Coi CNTT chi nlnr mot phirong tiégn trinh chiéu (thay bang den va phin
tring truyén thong).

— Chura hiét cach két hop co higu qua siita img dung CNTT va van dung cic
PPDH tich cuc.

— Lam dung CNTT, dé HS chil dong khai thic kién thitc théng qua CNTT
ma thidu su dinh nrémg cia ngudi day.

BANH GIA NOT DUNG 1
1. Trinh by nhimg nouyen tic khi tme dung CNTT trong qua trinh day hoc.
2. Hiy cho biétvai tro ciia CNTT trong day hoc.

KET QUA MONG B101
1. Xic dinh duoe CNTT co thé img dung rong rdi trong cac khau cia qua
trinh day hoc (soan béi, sidng day trén lép, kidm tra dinh gia, xarli vahm
it thong tin).
2. Nam duoc vai tro cia CNTT trong vigc ddi méi phuong phap day va kiém
tra, danh gia.

NI dung 2
SOAN GIAD AN BANG MICROSOFT OFFICE WORD

Muctiéu
Sau khi hoc xong noi dung nay hoc vién co thé:

— Lam chi dugc vige quan i cic tép gido an duoc scan thio trong
hMicrosoft Office Word.

— 511 dung thanh thao cac thao tic cosd trong qua trinh soan thao gido an
mdi hodc chinh siia lai noi dung gido an.

— it dung thanh thao cicthao tic dinh dang vé mat hinh thite hién thij cda
2ido a0 trong Microsoft Office Word, giup cho gido 4n trinh bay khoa
hoc, rd rang va mach lac.

— Co6khaning thém doi tromg dd hoa vao gido dn.
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Hoat déng 1. Tao lap, quan li cac file giao an soan thao trong

Microsoft Office Word

NHIEM W
1. Nghién cim tii ligu huémg dan st dung Microsoft Office Word.

2. Thuc hinh tao va hm file gido 4n theo yéu ciu.

THOMNG TIN CO BAN

Mbi mot oiio 4n duoce soan thao trong Microsoft Office Word i mot tép
cd dudi dinh dang .doc. Chay ‘mg dung Microsoft Office Word bing
cach: Tir cong cu Start chon AN Program, chon Micresoff Office, chon
Micreseft Office Word 2003,

1. Tao mit giao an mdi
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Ngay khi mér Microsoft Office Word, mot tép tai ligu trdng (blank
document) dirge mir ra. GV cd thé thao tic ngay trén tép tai lidu nay. Bé
I tép gido an, GV thao tac: nhay chuit vao trinh duyét File trén thanh

cing cu, chon lénh Save As.

@ Document? - Microsoft Word

| File ) Edit View Insert Format Tools Table Window Help Type a question for help = X

0] new... BRI IO AGER=BIT o -0 B

——:L B uEEEsi- e EEE-v-A]
o R

[ Page Setwp. .. d 5I L A . (Ia leme]lrnEnt v
1D:YdeuHuongh, .. THCS 19§THCS 19. doc ) l = l ~
2D:\...\Bai 4 - Tai lieu cho nguoi huo... N
3D:\...\Bai 4 - Tai lieu phat tay 2 (L... D Blank document
4D:\...\Bai 4 - Tai lieu phat tay 1 (L... XML document

s
Exit Web page
g B E-mail message
- T [@ From existing document. ..
- Templates
N Search online for:
” @ zt'!a Templates on Office Online
£ =
_ ° On my computer...
- [ Onmy Web sites...
i ¥
= e[@]= @(g) b w ] 2
Egraw'[}|agm5hape5'\\|:|04:=|&'£'A'=f5.ﬂ!
Page 1 Sec 1 11 At 19am ln1 Col 8 REC TRK EXT OVR English(u.s &

Sau khi hga chon lénh Save As trén nen hinh snét hign hop thoai, GV hea dhon
dia chi hr tép gido 4n tai Sape in va d&it tén cho tép gido 4n tai File name.



Save As ? X
Save in: | % Computer -3Q X L Coee
e_—: fi’ XPSP3 (C:) %
@ == DATA (D:)
MyRecent || EpyD-RAM Drive (E2)
Doauments || | chared Documents
q Ll Admin's Documents
Desktop
K
My Documents
e
My Computer
File pame: v Save
My Metwork —
Places Save as type: |Word Dacument (= doc) l&lﬂ

* Laae 7 Khi dang soan thio gido 4n, néu cd su cd mdy tinh nhu mét dién,
16i phin mém... thi tép gido 4n chi ghi lai phan noi dung d3 soan thao ké
tir lin st dung lénh ghi cudi cimg. Nhiéu GV cd thoi quen chi s dung
lénh ghi mot Ian tmudre khi dimg viée soan thao gido 4n, vi vay néuxiyra
sy cd s& mét toan bo noi dung soan thao truée d6. Do 46, cin thuimg
xuyén dung lénh ghi trong qua trinh soan thao bang cich: Tir trinh duyét
File trén thanh cong cu chon lénh Save hodc kich vao biéu tuomg B trén
thanh cong cu, hodc nhanh nhét 1 bam td hop phim C#1 + 5.

Co thé cii dit cho may tinh nhé ty dong sau mot khoang thii gian
nhit dinh d& han ché viéc mat noi dung. Tién hénh nlnr san: M
Tools/Options/Save, ddnh dau vio hop kigm Save AutoRerover info every
va go thid gian (Vi du 5 minutes) vao 6 bén canh.

2. Tao mdt gido dn madi tir gido an co san

— Cach thit nhit: M mot tép gido 4n soan thao trong Microsoft Office
Word da co sdn, tir trinh duyét File trén thanh cong cu chon lénh Save As,
diat tén cho tép gido 4nva hra chon dia chi cin hn.

— Cach thit hai, copy mot tép gido an oo sin sang mot dia chi maéi: Kich
dip vao bidu tume My Compriter trén man hinh, lya chon dia chi co
chita tép gido an cd sdn, kich chut phai vao tép gido 4n co sdn, chon lénh
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Copy d€ sao chép. Sau do6 lua chon dia chi cin luu tép gido 4n mei, kich
chuot phii, chon lénh Paste 3 din tép gido an & lua chon dén dia chi mii.
P14i tén tép gido 4n bing cach kich chuot phai vio tén file gido an va lya

chon lénh Renarme.

. Mews Folder |:| |§| |X|
File —Edit ‘iew Favorites Tools  Help 'r)

@Back - ',._r\‘ P p Search ] 4 Falders -il;j‘v

fddress | | DiiMew Folder

»
File and Folder Tasks ¥ @

V|-}Go

Open
Edit
Other Places Mew
Print:
DATA (D
— 0:) Open With 4
E [y COTUHERS Badd to archive. .
| Shared Documents B add to "Gido &n miu.rar
18 My Computer B Compress and email. .
Cn? My Metwark Places B Compress ko "Gida &n m_u.rar” and email
Zend To 4
Details Cuk
Create Shorkcut %
Delete
Rename
Propetties

3. Mo tép gido an co san
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Trén thanh cing cu cta Microsoft Office Word, chon trinh duyét Frle,
chon légnh Open, xxit hién hop thoai. T muc Zeek in trong hop thoai,
luya chon dia chi hru tép tai liéu, chon lénh Open. Co thé mé cing hic
nhiéu tép gido an. PE hién thi cing lac trén man hinh hai tép sido 4n 43
mir s3n, 511 dung chifc ning so sdnh trong Microsoft Office Word bing
ciach: Trén thanh cing cu cia Microsoft Office Word chon trinh duyét
Window, chon lénh Compare Side by Side with...



Tl Dia 8 Tuan 312.doc - Microsoft Word

{ Fle Edt View [nsert Fomat Took Table \indow Hel Typea au rhes « X|l: Ble Edt View [sert Fomat Took Toble \indow Help eaqueston farhes  + X
DFEHRI ARGQAIZHEI s ARSI -C- AFERB]» -HOSHRISERA7PH| L B I 9 -0 8 HE3RM] o -

{ M4 Heading 2 +Tw » TnesNewRoman - 12 - [B] 7 © -2~ A Bl M tomol +14pt » TrnesNewRoman « 14 < | B 7 U | = Blism-»-A
5 R T DY RIORE SEY DS DY R DILRE  TRET OOt - CNE - T OIS CIe (] | ] ~Show~ [} B} B - - | @Y -

I j?\-}wn?-:--!-‘w-w-s-e---!-w-nw-e- BT TR R B qua
, Gide an Dia li lép 5 * gido én c6 skn, kich chudt

5 Tiét 44 Bai:38 ©  phai vao tép gido an co sin,

,; BAOV!;T:AINGUYENSI'NHVATV[ETNAM = chon 1énh Copy dé sao chép. Sﬂudl:il Ira chon dia chi can Iuu tép giétu i
5 - kich chugt phai, chon 1énh Paste dé dan tép gido an da lya chon deén djz
‘fT L Muc titu: = mdi. Pe doi tén tép gido an bang cach kich chudt phai vao tén file gido &
. 1.Kién thirc: 5 1a chon 1énh Rename.

1]

« *HS cin nim: 7 .
© -Vai 1o ciia tai nguyén sinh vt doi vi sy phét trién kinh té —xa hoi cia nud
= -Thue té s6 luong ciing nhur chat lrong ngudn tai nguyén sinh vt nrde nha.

3. M@ tp gido an co sin

Trén thanh odng cu cia Microsoft Office Word, chon trinh duyét |

Gz gl

T 2Ky niang: i
*  -Doi chidu, so sénh cic ban 46, nhin xét 49 che phi nimg. d chon lénh Open, xudt hién hop thoai. Tir myc Look in trong hp thoai.
»| 3,1l 86: *| thon dia chi I t&p tai lidu, chon 1&ah Open. C6 thé mé cling Hie ghidy

© =Y thirc s cén thiét phai bio vé, gitr gin va phat huy ngubn tdi nguyén sinh v:
+ -Khbng déng tinh vdi nhimg hinh vi pha hoai tai nguyén sinh vat

- II.Chudin bi:

2 a.GV: -Bandd tynhién Viét Nam + Tranh dnh mét sb dong vét qui hiém.
b. HS: - Tép ban do dija li 8.

1II. Phuong phip: 3 5 5 3
-Quan sat ban d:‘") cu cia Microsoft Office Word chon trinh duyét Window, chon 1énh Com

-Céch thirc tién hanh: théo luin nhém Il - Sideby Side with... ()
. .
@ = =t
v *

Mer

gido an
D¢ hién thi ciing lic trén mén hinh hai ép gido 4n da m& sin sir ¢
chite ndng so sanh trong Microsoft Office Word béng cach: Trén thanh ¢

S S

& IV.Tién trinh:

-] 1. Cjn_d‘;'nh lép: Kiém dién hoc sinh — né nép hoc 1ap.
=afETeE " m

D b laoshepess N N O A @@ &2 -

19 1g

ot agms 2. Trik biy £idg
=aE= uwls]
iprew~ I3 Auteshepes N\ W (1O &
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Hoat ddng 2. Trinh bay giao an trén Microsoft Office Word

NHIEM WU
1. Nghién cim tii ligu huéme dan st dung Microsoft Office Word
2. Thuc hanh dinh dang mot trang van ban tirmot file ngudn.

THOMNG TIN COF BAN

1. Cacthao tac co ban trong qua trinh soan thao gido an

1.1. G& tiéng Viét
Co motsd ho phong chit thiimg duoe diing dé o6 tidng Viét nlnr: Unicode,
TCVM3 {(ABC), VNI Window. Hién nay, bé phong chit Unicode duoc
Chinh phd quyét dinh 13 bd phong chit chudn, sit dung trong khoi co
quan hinh chinh Nha nudc. Cac phong chit thaimg diing trong hi
phong chit Unicode la Times New Roman, Arial.
Hai phin mém ho tro g6 cic K tr iéng Viét duoc sit dung rong réi hién
nay ki Vietkey va Unikey. D€ st dung, khéi dong phan mém (hr thanh
cong cu Start, chon Al programs, chon phin mém Viethey hodc Unikey),
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trén giao dién ciia phian mém hya chon méi tmg lam viée thich hop,
trong db quan tim dén chon bang mé va kidu gd.

‘% UniKey 4.0.8 Final

Bitu khign -
Béng mé: | Unicode |£|| & Ping

Wi o |Telex I |

Pim chuyBn. @ cTRL +SHFT  QALT+Z

Thu nhd |

Tuy chon khéc
Chi phép of tu do Bét kidm tra chinh t3
Ol ot déu od, wi thay vi da, y) T d8ng khéi phuc phim v tie sai

CJLuéin =t dung cliphoard cho unicode

Tiry chon o tit Hi thiing
Ocho phép b ti Bt hii thoai ndy khi khii ding
[Jicho phép o tat o khitat titng vist [k dong cing Windowes

Bang obté... Vietnamese interface

[ € Hudng dén

[ Théng tin l [ Méc dinh

1.2. Chén cac ki ty'dac bigt
Lua chon trinh duyét Jusert trén thanh cong cu, chon Symbel, xudt hién
hop thoai trong do cd chira cac ki tu dic biét. Lua chon font chir, tim va
kich chudt vao K tir cin chén, nhay nuit Fsert.,

Symbol
Symbols | Special Characters ‘

Iy
#<|ade a0 & |80 [ HE|elah|dtla?
Sm=CEEIEIBAEE : BEIEEICIE R
=[] e]s]=]=d]p[%]C]C]0)6 2R
NN R AR

Recently used symbols:
| lelsl¥[of@m]+|2]<]z]+|x |ofu]a]

‘wingdings: 56 Character code: |56 | From: |Symhnl (decimal) v|

[&utocarrect... ] [Shortcut A= ] Shortcut key:

L Insert [\][ Cancel ]
= |
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* Luw ¥ Font chit Wingdings va Symbol co chira nhiéu K ty dic biét va
thuémg can s1r dung khi soan gido An trén mdy tinh.
P ai vii nhimg K tu d3c biét o tin 56 xdt hién cao khi soan gido an, dé
giam thao tac khi st dung hop thoai Symbel va tiét kitm theéd gian co thé
dimg cach sau: Mo hop thoai Synbel, kKich chuot chon ki tu dic biét, sau
do kich chuot chon nit Az teCorrect. Vi du, dé chén K tu &), luva chon K
tur nay trong hop thoai S5ymbol, kich chuot vao nnit Aude Carrect..., nhip
cum hr “xichma”, kich chudt vao nat OF. Nhu vay, trong qua trinh soan
sido an, khi ddnh cum tir “xichma” s& ty dong chuyén thainh kit =,

Symbol AutoCorrect: English {U.5.)

Symbels | special Characters | AutoCarrect

Eont: ‘Symbu\ v‘ [[] show AutoCorrect Options buttons
~
=73 L)
N 5 EH @ ® @ @ L DD || el e [ correct Twio INkial CApitals
w| Capitalize first letter of sentences
LIV @@ ™| = | viele =V Bcs s
™ ( | k\ ’— | L ( % L | Capitalize first letter of table cells
O < ® © [¥] Capitalize names of days
M > I r | _J \ | ) —| | J ] % J 1 % [ Correct accidental usage of cAPS LOCK key
_ [ Replace text as vou type
Recently used symbols:
™ Replace: with: O Plain bext (@) Formatted tesxt
el ¥o|®m™x |2 <]z [ x|w|p]a] mr |-
Symbal: 229 Character code: |229 | from: |Symbul (decimal) v‘
- era wear ~
| AutoCorrect... o [Shurt:ut Key... ] Sharteut key: Eras YEErS |
[\\\ ersa ears =
Insert Cancel oiu Fat] ~
- |

Add Delete

Automatically use suggestions From the spelling checker

)

1.3. Lua chon dif liéu trong giao an
Trong qua trinh soan thao gido an, thao tic hva chon dit lidu trong giao
an (hay con goi I danh diu hoic boi den viEn ban) 1 thao tic can thiét
bit buoc dé thuc hiégn viéc hidu chinh, dinh dang, sao chép, xod vin ban
trén vimg dit lidu duoe chon do.
Thao tic thudémg diroce sit dung 1 dimg chuot két hop véi ban phim. Cu
thé nhu sau:

— Lua chon mét tir: Kich dip chudt vao bat ki mot ki tu ndo trong tr cin

lira chon. Word xic dinh mot tir bing ddu cich lién phia tnée va diau
cach lién phia sau.
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— Lua chon mot ciu: Giit phitn Ctrl va kich chuit vio mot ki iy bat ki trong
ciu da. Word tr dong xic dinh mot ciu bing ddu chém cau phia tnrée va
ddu cham ciu phia saw

— Laa chon mot dong van ban: fama tro chuot ra 1é i ofa dong cin lua
chon (trd chuot chuyénsang kidu hién thj dang mii tén) va kich chudt.

— Lia chon mot vilng van ban: Kich chudt vao K tr d3u tién cia viing vin
ban cin chon, dn gilt phim Shift, kich chudt vao K tr cudi cing, tha phim
Shift.

— ILaa chon mot doan vin ban: P tro chuot ra 1é trdi cfa doan vEn ban
cin hra chon (tro chuot chuyén sang kifu hién thi dang mii tén), kich
dip chudt vao mot dong bat K ciia doan van ban. Word ty dong xic dinh
doan vin ban tir kK higu xdng dong phia tnuére (phim Enter) va K higu
xong dong phia sau.

— Lira chon toén bd vin ban: Anté hop phim Ctrl + A hodc tir thanh cong
cu chon trinh duyét Edit, chon lénh Selecz AlL

* L J= Sau khi thuc hién thao tac lua chon dit lidu, phin vén ban dugc
Iira chon rét dé bi xoa nham néu nhu ngudi st dung dn vao mot phim béat
ki trén ban phim. Trong tmrémg hop ndy can thue hién ngay thao tackhoi
phuc bing cich: Trén thanh cong cu, hsa chon trinh duyét Edfz, chon
lénh {fndo Typinghodc dn td hop phim Ctrl + Z.

2. binh dang gido an
Pé sido 4an trinh bay khoa hoc, sau khi hoan thién vigc soan thao noi
dung can thuc hién cic thao tic dinh dang vin ban. Nhimg thao tic dinh
dang co ban nhar font chit (font), doan vin ban (paragraph), trang vin
ban... co thé thuc hign trong trinh duyit Format hodc thanh cing cu
Formathng.

" = = A= | 4= = &E iE b
4_1 Mormal + 14pt = TimesMewRoman - 14 - | B J U | = =*=v iz 1= iF 3T ,Ejvévg

2.1. Binh dang font chir

— Trén thanh cong cu, chon trinh duyét Forrmat, chon lénh Font, xuibt hién
hip thoai. Co thé hea chon font chit, kidu chit (nghiéng, &m, gach chan)
va ¢ chit trong hop thoai.
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2.2. Binh dang doan van ban
Trén thanh céng cu chon trinh duyét Fermat, chon lénh Paragraph, xuat
hién hop thoai. Tai d6 cd thé hra chon hii ddu doan, khoang cich giita
cac dong van ban, khoang cich gifta cac doan van ban.

2.3. Binh dang trang van ban

a. Dinh dang khd gidy, 18
Trén thanh céng cu chon trinh duyét File, chon lénh Page Sefip, xuat
hién hép thoai. Tai bang chon Margins thare hign cac dinh dang:

— Can lé trang sido 4n tai Margins: Top {lé trén), Bottom (lé duir), Left (1é
tr4i), Right (& phai). Thing thiémg, gido 4n khi dong quyén sé cin 1@ trai
ring hon. Néu in gidy 2 meit thi cho 1é trai va 1é phai bang nhan.

— binh huimg trang tai Orienfafion: Pormrait (rang doc), Landscape (mang
nzang).

Tai bang chon Paper, chon Paper Size dé lua chon khé gidy. Déivei gido
an thong tharémg nién hra chon kidu gidy khd Ad.

Page Setup

Margins | Paper || Layout |

Matrgins

Top: Bottam: |2 cm

Left: Right: |2 cr

Gukker: Gutter position: |Left

CQrientation

Portrait Landscape

= [

- |
> )
>

ERARE S ARE 2

Pages
Multiple pages: |N0rma| w

Preview
Apply to;
Whole decurment w

-~

Default... o]

l [ Cancel
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b. Chén fidu dé ddu trang, cudi trang vé ddnh s5 trang
— Chén titu dé diu trang va chén trang (thuimg dé trinh bay cic thong tin

nhr tén gibdo an, tén GV...): Trén thanh cong cuy, chon trinh duyét Header
and Footer. Trén trang gido an xuét hign phan khong gian dau trang va
chan trang dé nhap noi dung cin thiét, dong théd st hién hop thoai
nhar sau:

Header and Footer

Insert AutoText ~ || 8 & E 9| s | EE & 8, | close

Pranh s0 trang: trén thanh cong cu, chon trinh duyét Fsert, chon lénh
Page Nurnbers. Tai Posifion, chon danh 56 trang & dau trang (Top of page),
danh 56 & chan trang (Bottom of page); tai Alignment, chon dédnh s6 &
phia hén trai trang (Left), & gitta trang (Center), & hén phai trang (Right).

Page Mumbers

o
=
b
=
i
=

Position:

Alignment:
Right LY

Show number on firsk page

) (o

Hoat déng 3. Thém bang bi&u va cac déi tugng db hoa vao giao an

MNHIEM W1

1. Thém bang bifu gido 4n va nhap ditligu vao bang biéu.

2. Thém cic ddi hrong dd hoavao gido 4n.

THOMNG TIN CO BAN

1. Bang bigu

— Tao bang: &t tro chudt vio vi i mudn tao bang; trén thanh cong cuy,
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chon trinh duyét Table, chon 1énh Fsert, chon Table. Trong hip thoai
Tnsert Table, 26 50 cot mudn tao trong bing vio 6 MNember of columns, gb
56 hiang mudn tao trong bang vio 6 Mimber of rows. Kich chon OK dé
hoan tat.



Cac thao tic nhip va dinh dang dit ligu trong bang thuc hién nhu cic
thao tic nhip va dinh dang van ban thong thudng.

Thém hang: Bt tro chuot & 6 cudi ciing cia bang, nhin phim Tab trén
ban phim.

Chén thém dong méi vao bang: Bat oo chudt vio vi i mudn chén thém
hang, trén thanh céng cu chon trinh duyét Table chon Fisert, chon Rews
Above (chén lén trén dong hra chon) hodc Rowrs Below (chén xudng bén
dudi dong lua chon).

Chén thém cot moi vao bang: Dt trd chuot vao vi tri mudn chén thém
cit, trén thanh cong cu chon trinh duyvét Table, chon Hsers, chon
Colurnns fo the Left (chén sang bén trai cot duoc luva chon) hodc Colurns
for the Right (chén sang bén phai cot duoc lua chon).

Xod hing, xoi cot: Chon hing/cot cin xod, trén thanh cong cu chon
trinh duyét Table, chon Delete, chon Coluirns d x4 cot hodc chon Rows
dé xoa hing. Cach khac: Chon hing/cot cin xod, nhay phai chuot, chon
Delete RowiCalims.

Két hop cic 6 cia bang (nhip 6): Chon cic 6 cin két hop, trén thanh
cong cu chon trinh duyét Table, chon lénh Merge Cells; hode nhay phai
chuét chon biéu tugng Merge Cells

|:|j Merge Cells -

Téch cic 6 ciia bang (nhép cic 6): Chon cic 6 cin tich, trén thanh cong
cu chon trinh duyét Table, chon lénh Splif Gells. Nhip s6 cot can tach
vao Number of colimns, nhap 56 hang can tach vao Niember of rows.

EIEN

Tao va thay ddi dudmg vién cho bang: Chon bang hoic 6 cin tao va thay
ddi drtmg vién, trén thanh cong cu chon trinh duyét Fermat, chon lénh
Borders and Shading. Trong bang chon Bermders, chon kidu dutmg vién
trong tai Sfyle, miu sic duimg vién tai Celer, do rong dudmg vién tai
Widlth. Nhin OK dé hoan tat.

Piéu chinh d6 rong hing/cot: Lira chon cic hing/cot cin diéu chinh do
ring, trén thanh cong cu chon trinh duyét Table, chon lénh Table
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Properties. Trong bang chon Rewr, dinh dang do rong cho hang tai Specify
hetgh, trong bang chon Celirmn dinh dang 4o ring cho cit tai Preferrnad
width. Nhan OK dé hoan tat.

Table Row Column Cell
Size

Rows

Specify height: |1,z cm| (4| Row height js: |8t least  »
opkions

Allove rave to break across pages

[ * Previous Row ] [ Mext Row ¥

[ Ok ] [ Cancel ]

— Pinh dang hirémg vin ban trong 6 cia bang theo mot trong ba hiime
(ndm ngang, thing dimg tir trén xudng, thing dimg tir dudi lén): Lua
chon 6 cin thay ddi huémg vin ban, trén thanh céng cu chon rinh duyét
Format, chon lénh Text Direction, nhay chuot chon mot trong ba huong
vin ban trong hép thoai. Nhan OK d€ hoan tit.

Text Direction - Table Cell

Orienkation Previgw
i Texk E
[} The quick brown
fox jumps over
8 ) the lazy d
g 2 & lazy doq.

[ Ok ] [ Cancel
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2. Cac dbi tugng dd hoa

Trong gido 4n thuemg cd cic ddi hoong dd hoa nhar hinh Anh (Pictures),
hinh vé (AutoShapes), sor d6 (Diagram), biéu db (Charts)...

2.1.Hinhvé

Hién thj thanh cong cu Drawing: Trén thanh cong cu, mié trinh duyét
View, chon Teelbar, Keh chon thanh cong cu Drawing.

» | Drawing

N

Pé chén cic hinh vé co sin, chon Ar:foShapes, tai day co cac hinh vé co
ban. Viéc dinh dang kich cf, méu sic ciia cic ddi toong duoc thue hién

trén thanh cong cu Drawing.

2.2. Hinh anh

— Chén hinh anh 7 tha vién: trén thanh cing cu mé trinh duyét nsert

chon Picfiire, chon Clip A, Kich chuot chon hinh anh cin chén.

— Chén hinh anh tir cic file cd s3n hodc tir cac thiét bi két ndi: trén thanh
cong cumd trinh duyét Fsers, chon Pictiere, chon From File, chon dia chi

lru hinh Anh can chén.
2.3. 50 db

Trén thanh cong cu mé trinh
duyét fnsert, chon ignh Diagrarn,
kich chon kiéu so do tai Selecta
diagrarn type, hoan tit nhin OK.
Xuat hign so do & hra chon,
nhip cicnoi dung can thiét.

2.4. Biéu db

San At
dién
~
| 4 Z ~ - 1 -
Thity dién | |Nhi¢t dign| | C4cloai
L ) khiac

Trén thanh cong cu md trinh duyét Fisert, chon lénh Pictere, chon Chart,
xuat hign bang s6 lidu va biéu d6 (dinh dang mic dinh I biéu d6 hinh
cot). Trén bang s6 lidu, xoa sd lidu tr dong hién thi, nhip s6 ligu cin vé
hiéu dd va cic dong tigu dé. Trén thanh cong cu, mi trinh duyét Cha,
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chon Chart Type dé chon kiéu biéu do, chon Chart Option dé dinh dang
biéu dd. Sau khi hoan tit, kich chudt vao bat K vi tri ndo bén ngoai
biéu do.

16

1l

12-’_ =T

10 H @ Giai

g 4 — mHKha
I 6171 ] oTB

417 | OHKém

2 -

g -

Lop6A Lop6B Lop6C

* L J= Muédn chinh sira biéu do, kich dip chuét vao biéu d6 dé hién thj
lai thanh céng cu va bang sd ligu.
BANH GIA NGT DUNG 2
1. Soan thido mét gidao 4n hoan chinh, trinh bay 16 rang, khoa hoc.
2. Biét 511 dung Microsoft Office Word trong cic cong vigc khdc nhr viét dé
tai, sdng kién khoa hoc, bdo cio, Jam sidy méd...
KET QUA MONG D101
1. Quanli duoce cac file gido 4n trén may tinh.
2. Co khi ndng soan thio gido 4n trong icrosoft Office Word.
3. Trinh bay gido 4n khoa hoc va co tinh tham mi.
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NI dung 3

%I LI DO LIEU BANG MICROSOFT OFFICE EXCEL

Muctiéu
Sau khi hoc xong noi dung nay hoc vién co thé:

Lam chni dupe viége quan li cic tép dit lidgu duoe tao 18p trong Microsoft
Office Excel.

50 dung thanh thao cac thao tic or 5 trong qua trinh nhép va ath div
lidu trong Microsoft Office Excel.

S11 dung thianh thao cic thao tic dinh dang vé met hinh thie hién thij cia
dit lidu trong hMicrosoft Office Excel.

C o kha nang vé hidu db trong Microsoft Office Excel.

Hoat ddéng 1. Tao lap, quan li cac tép dif liéu trong Microsoft

Office Excel

MNHIEM W1

L.

Nghign ci tai ligu hnréme din sir dung Micros oft Office Excel.

2. Thuc hanh tao va hou tép dit ligu trong Miaosoft Office Excel theo yéu cau.

THOMNG TIN CO BAN

Trong cong tic giang day ciing nhu quan i lop hoc, sit dung Microsoft
Office Excel co nhiéu tignich cho GV & hm triy, xa7 i s 6 ligu.

Phién ban dugc gidi thidu trong tai idu la Microsoft Office Excel 2003.
Pay B phién ban duoe si1 dung phd hién va co giao dién trong tu nhur
Excel 95, 98, 2000, 2002,

Mbi mot gido 4n duoc soan thao trong Microsoft Office Excel I mot tép
c dudi dinh dang «xfs. Khoi dong Microsoft Office Excel bing cich:
Vao Mernue Start, chon Al Prograrmns, chon Micreseft Office, chon
Micmsoft Office Excel (hoac Kich dip vio biu tugng trén @ man
hinh) s& xuAt hign siao dién cia Excel. -

1. Tao modt tép dif lidu moi

N gay khi mir Miaosoft Office Excel, mot tép tai lidéu trong (blank document)
duge mir ra. GV co thé thao tic ngay trén tép dit lidgu nay. P& hm tép

141



dit ligu nay, tir trinh duyét File trén thanh cong cu, chon lg¢nh Soe As.
Tai hop thoai Sare As chon dia chi hmi va nhép tén tép dit iéu.

L 1= Can thirémg xuyén dimg lénh ghi trong qud trinh s oan thao bang
cach: tir trinh duyét File trén thanh cing cu chon 1énh Sz hodc kich vao
hiéu tuonmg B trén thanh cong cu, hodc nhanh nhét 13 bidm td hop phim
Cirl + 5.

2. Mo tép gido an co san

Trén thanh cong cu cta Microsoft Office Excel, chon trinh dwuyét File,
chon lénh Open, xxit hién hop theai. Tir muc Zeek in trong hop thoai,
lua chon dia chi hru tép tai liéu, chon lénh Open. Co thé mé cing hic
nhiéu tép gido 4n.

Hoat déng 2. Nhap va trinh bay dif liéu trong Microsoft Office Excel

MHIEM 4/

L.
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Nghién ciru tii ligu sit dung Microsoft Office Excel phén hniime dan nhép,
trinh bay va xt ki dit lidu.

Thure hign yéu ciu cha bai tip 1: Nhap, ttinh bay va xt i dit ligu theo
Phiéu hoc tip duoc phiat (moi dung nhu trang 143).

Thure hanh trén méay tinh va nop két qua

Hocvién thiechifn ede yéu o saw

. Tai cot T smdn tinh diém trung hinh mon (rong d6 hai mén Van va

Todn hé s0 2).

. Tai cot Xép loai thuc hién xép loai hoc huc ciia HS theo tigu chi:

Xép loai gioi: difm tung binh trén 8,0 trong db khing o mon o dudi6,5.
Xép loai khd: diém trung binh tir 6,5 dén dudi 8,0 trong do khing cd mon
nao duid 5,0.

Xép loai trung hinh: Piém trung binh tir 5,0 dén dudi 6,5 trong d6 khong
co mon nao dudd 3,5

Xép loai yéu: con lai.



OHL JHON SNCD IoA DOH AR

e FT | MILEN

PHIEU BAI TAP CHO HOAT BONG 2 —-NOI DUNG 3

BANG PIfM TONG EET CA NAM (NAM HOC: 2011-2012)

5TT Ho witén Todn | Li |Hod | Sinh |Van | S | Pia | Anh | GDCD | TD | TEmén | Xéploai | Ghiclm
1 | Mguyén Thifn 74 45 | 83 | 56 | 78 |54 | 52 | 587 .0 72
2 | TrdnVin Binh 67 TH | BB | BY | 54 |65 | 72 | 54 6.0 2.5
3 | Mguyin Thi Giang 55 6E | 85 | 56 | T8 |83 | Ta | &3 70 a0
4 | TrdnThiHoa 78 69 | 94 | 72 | 83 |80 | 83 | 72 2.8 6.8
& | DA Vin Kitn 54 66 | T2 | T3 | 42 |&§2 | 91| 73 a1 .5
6 | HodngNgocPlummg | 6.2 TH | 42 | 34 | &5 |67 | 63 | &7 28 45
T | Trdn vinTa T4 TA | 65 | 45 | 73 |48 | 65 | 56 £ 58
& | Trinh Vin Tudn 9.3 TA | &6 | TR | B4 |58 | 72| 85 7.2 6.9
3 | Dnremg ThiXnan Th TT| 7e | 95 | 76 |82 | &85 | &7 74 9.z
10 | DdNgocYen 4.5 45 | 35 7.2 51 |68 | 52 | 7.8 6. 5.5

3. Tai cot Ghi chrit thue hién phin loai HS theo tigu chi:
— Thilai: HS ¢ hoc uc x€p loai yéu.
— Lénlop: HS con lai.




THEMNG TIN MGUON

Sau khi khid dong Microsoft Office Excel, xgit hién giao dién lam viéc.
Thing tin trén giao dién duwe thé hign trong hinh duéd day:

lﬂ_] File Edit Wiew [nsert Format Tools [Data  Window  Help Type & question for help = = @
NN EWETIE NENE 2 U O ), L N RV Y1) e Y |

{ Al 20 o B U |EEE S NG S

Thanh MMenu Thanh cong cu

Ci Thu tu cot, dens

- Vung soan thao

= Thanh tnrgt e
= | cac hang tinh

27
28
289 '
30

a9
1+ » ni\Sheetl / Shest2 { shest3 / | < »
iDraws s |Auoshepesz N N O A G @@ | M-Z-A-===@ @

Ready NUM
A 7 [ reptn | O Hes.. 38 5-... aiS-.. | @ urtitle.. | 5B BaiS-.

1. Nhap dif lidu
WVimg lam viéc cia Excel ding dé thiét lip bang tinh. Péy I mot tip hop
cic 6 hinh chit nkt (goila Cell) ndm x#p canh nhau, mai 6 ¢ mot dia chi
riéng cia no: do chinh I diém siao nhau gitta dia chi cot va dja chi dong.

— Nhap dit lidgu vao mét 6 trong bang tinh: kich chuét vao 6 cin nhép dir
ligu (vi du nhar A1) va nhap dit ligu. Két thac nhép ligu: bam Enter hodc
ding cac phim mii tén, phim Tab hodc kich chuot di noi khac.

— Cackidu dit ligu:

+ Kid chudi (Text): Puoc quy wie bing cic K tu trong bang chit cdi tir a
dén z. Trong cong thire tinh toan, dit ligu loai chubi phai dugce dbt rong
ddu neoickép (“....").
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+

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

2. Chon dif ligu

Chon mot 6: Kich chudt vao 6 can chon.

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

Chon cic 6 réd nhau: Chon khoi thit nhat sau do 4nva giit phim Ctrl roi
tigp tuc dimg chudt kich chon cic khai o khdc nhau cho dén hét.

Chon mot hiang: Kich chuét vao s thi tu oia hang,

Chon maot cot: Kich chuit vao chit cii ghi tén cot.

3. Chinh sira dif lidu va bang tinh

Chinh sita lai dit ligu 43 nhép: Kich dip chuot vao 6 can chinh sira hoic
chon 6 cin chinh sira roi bam phitm F2. Thue hién thao tic chinh sira.
Xo4 dit ligu: Chon cic 6 co chira ditlidgu cin xod v 4n phim Delete.

Thay ddi &6 rong cot: Ehra tro chudt 1én v tri vach bién trén thanh tigu dé
cot cho dén khi hinh dang chuot thénh mii tén hai chiéu <4, Kidh chuot
va ré chudt dén vi i cin thay ddi roi tha chudt ra. Hodc mir trinh
duyét Forraar, chon lénh Colrerran, chon Widsh, nhip 46 rong oia cit vao
hop thoai.

Thay ddi d6 cao dong: dwa trd chudt 1én vi tri vach bién trén thanh tigu
dé dong cho dén khi hinh dang chuét tré thianh mii tén hai chiéu 4
sau do ré chuot dén vi tri cin thay ddi rdi tha chuot ra. Hodc mi trinh
duyét Format, chon lénh Rowr, chon Hefght, nhip 406 rong cia cot vao
hop thoai.

Chén thém cot/dong Chon vi tri cin chén, mér ttinh duyét Fisert, chon
lénh Coliirnns/Rows.

Xod cot/dong: chon cot/dong cin xod, md trinh duyét Edit, chon lénh
Delete.
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4. binh dang dif liéu va bang tinh

Chon 6 hosc khai 6
can dinh dang, mé
trinh duyét Format,
chon lénh Cells,
hién thi hop thoai
Format Cells bao
gom cic chon hra

nhr sau:

2l

Protection I

Format Cells

Murnber | Fonk I Border I Patterns

Text alignment —rientation

Horizontal: Indent:
IGeneraI LI IEI i’

T
Wertical: e
IElottom LI i;(

Texk control

ID E‘ Degrees

[ \Wwrap kexk
[ shrink ko Fit
[ mMerge cells

[ o« 1|

Cancel |

Bang chon Mimber: Gom cic chon hya hién thi 56, cic kifu hién thi

thong thnrmg (General), phin tram (Percentage), khoa hoc (Scientific),
tién t¢ (Currency), ngay thang nam (Date).

Text control: Chon
Wrap fext, by dong
tach dir lidgu xuong
thanh nhiéu hing
(van trong cling

mit i) rong meng
hop  chiédu  dai

chudi dir lidu vurot
qua do rong o.
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Bang chon Alignment: Gom cac lua chon vé kifu hién thj chudi vin ban:
Horizontal: Vi tri hién thi trén 6 theo chidu ngang.
Vertical: Vi tri hién thj trén 6 the o chiéu dims.

Format Cells d |

Mumber I alignment | Border I Patterns I Prokection I
Font: Font style: Size:
I.ﬁ.rial IReguIar I 10

T @M3 Mincho - - ) -

T @PMingLil oy [ealic 2

@5 SUn Eold
| leodiaic =] i1 =l

Underline: Color:
INDne LI I Aukomatic LI I Normal Fonie

FFects review

I strikethrough

™ Superscript AaBhCeYyZz

I subscript
This is a TrueType font, The same Font will be used on both wour printer
and wour screen.




+ Orientation: chon hra kidu hién thj trén 6: ngang, doc, dimg, chéo,...

— Bang chon Fonf: phong chit (font), kiéu chit (Font style), cir chit (Size),
zach chén (Underline), néiu sac (Color), higu img (Effects).

— Bang chon Border: Gom cic chon hra vé dong khung nhar tri, phai, trén,
dudi, bao quanh (Border), nét khung (Style), mau khung (Color).

Format Cells 2

Murber I Alignrnent I Fank

I Patterns I Protection I
Presets rLine

Skyle:

MNone outline Inside

b Text

Color:

Automakic ™

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

oK, I Cancel I

— Bang chon Pafferns: Gom cic chon lua vé nén nhar: méau nén (colon), kiéu
nén(Pattern).

Format Cells

2

Mumber I .ﬁ.lignmentl Fonk I Border Protectionl

Cell shading
Color:

|| Mo Colar

ample

O [EEEN
BN [(EEN
Ay |
EN [([OEN
EED (EENEN
EN [([EEEN
B0 JOEEN |

o
w
o
o
o
5
3

1

Ok I Cancel I
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5. Cac phép toan trong Microsoft Office Excel
— Toantirsd hoc + (cong), — (), * (nhan), / (chia), & (uf thira).
— Todan tirlogic: Not (khong), And (va), Or thoic).
— Todn tit s0 sdnh: = (bdng), = (nho hon), > {ém hon), <= (nho hon hodc

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

6. Cac kiéu dia chi trong Microsoft Office Excel

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

Bia chi fuong doi: Dugc biéu thi duii dang tén COTDONG (vi du: A2, B3,
C4). Khi sao chép hay di chuyén cong thire dén noi khic, dia chi tuong
do6i sé ty dong thay ddi tuomg duomg v vi tri sao chép.

Bia chi fuyet dot: Puoc bifu thi duii dang $COTSDONG (Wi du: $4%2,
$B%3, $C%4). Khi sao chép hay di chuyén cong thire dén noi khic, dia chi
tuyét doivan oitt nguyén khong thay doi.

Bia chi hén hop: C6 hailoai:

Pia chi tuyét ddi cot, hromg d6i dong: dupc bifu thi dudéi dang
$COTDONG (Vi du: $A2, $B3, $C4).

Pia chi tuomg d6i cot, tuyét doi dong: dupc bifu thi duéi dang
COTSDONG (Vi du: A$2, BS3, CH4).

7. Ham {Function) va cach s duyng

7.1. Khai niém ham

Ham b nhimg cing thite dinh s3n cia Excel nhim thue hién mot chnrc
ndng tinh todn rigng biét nao do, hodic dé thuc hién cic thao tic trén
bang tinh. Trong qui trinh 511 dung, khi cic ham co san ciia Excel khong
dap tmeg duroc thi co thé viét ra nhime him méi thich hop.

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

Trong da:

DiAu “=": Bit buoc phdi o tnude ham, néu khing co ddn “=" thi Excel sé
coi d6 1a mot chudi vin ban thong thueme va khong thue hién tinh todn.

—  Cac ddiso: Ja gia tri hay 6 hodc khi 6 dooc him st dung.
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Pé st dung cic him co thé nhép truc tiép tén him va cic doi sd hodc
diung hop thoai: Mo trinh duyét Fisert/chon lénh Frnction.

7.2. Cac ham thudng dung trong Excel

Ténham Ynghiavavi du

Hidirn tocn hoc

LAy oia trj tuyet doi cita doisd
ABS fruomber) =ARS (hiéu thirc s0)

=ABS (12-20). Két qua: 8

L4y phin nguyén cia ddisd

=INT (hiéu thirc 56)
INTFmber)

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

PRODUCT (nrerrberI nrmmber?,...)

Tinh tich cia cic gia tri trong danh
sach thamsd
=PRODUCT{2-6,3.4) = —144

Lam tron dén motsd nouyén 18 gin nket

ODD{ncmber)
=0DD{36) =5
Tra vé s6 du cila phép chia nguyén
o nmnber cho diviser (nuember va divisor
MODemberdivisor) I cic 56 nguyen)
=MOD(H,3) = 2

ROUND {nresmbernnim_dioifs)

Lam tron sd number voi do chinh xic
dén nurn_digits chitso thap phan (Quy
uirc 0 13 lam tron dén hang dom vi, -1
lim tron dén kang chuc, 1 By mot
chit 56 thép phan...)
=ROUND({5>.43234,1) = H.4
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Tén ham

Ynghiavavi du

SUNMmberLnumber?...)

Tinh tdng cic gid trj trong danh sach
tharm sd

=5UM{2-6,54) = &

SUMIF {range,criteria, [sim_range])

Tinh tdng cic 6 thod mén diédu kién:
—range:vimngma didukign sé duoe sosanh
— criteria: chudi mo ta diéu kén

— sum _range: vimng droc tinh tdng. Cac
6 trong ving naysé duoc tinh téng néu
cAc O hrong Ty frong vithe range thoa
diéu kign. Néu khong co s _range thi
vimng rwnges e duoc tinh,
=SUMIF{C4:C12,">=6" F4:F12)

SORTHuimber)

Tinh cin béc hai cia mot sd duong
ruember

=SQRT() = 3

Cdc héim thing ke

MANruemberLniember?...)

Tra vé gia trj 1ém nhét cia cic gid t s0
trong danhsach thamsd
=MA¥(L2350) =15

MIN {rzesmberLnmber?...)

Tra vé gia tri nho nhat cfa cic gid trisd
trong danhsach thamsad
=MIN(1,2.3,0) = 1

AVERAGE{nmberI nirmber2..)

Tra vé oii trj ttung binh cong cda cic
50 trong danh sach tham sd
=AVERAGE(L2,3,0) = 2.75

COUNTvalwl, valel...)

Pém cdc gia trj s0 trong danh sach
tham s0
=COUNT({2,"hai",3.4) = 3
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Tén ham

Ynghiavavi du

COUNTAaluel vale?...)

Prém s0 cic o khong rong trong danh
sach thamso

=COUNTA2,"hai",34) = 4

COUNTBLANK{range)

Pémsad cic 6 rong trong vimg range

=COUNTBLAMNK(BL:B12)

COUNTIF{range.criferial

Prém cdc 0 thod mén diéu kign criteria
trong ving range

— range:vimng e digukién sé duoe sosanh
— criteria: chudi mo ta didu kign

=COUNTIF(B4:B12," ==6)

RANK e mber,ref, forder])

Tra vé thir hang cfia number trong ref,
vir ordderla cach xép hang

— Néu ender = 0 hodc bo qua thi »f
duoc hidu la co thi ty giam.

— Néu order <=0 thi ref dugc hiéu 1a co
thit tu ting.

= RANK(M3, 5 M$3:$M$E30,0)

Cac ham logic

AND{logical 1 logical2...)

Tra vié gia tri TRUE néu tit ¢a cac didu
kig¢n diéula TRUE
=AND(3>2,5-3,2=—4) = TRUE

OR{logical1logical?...)

Tra vié gia tri TRUE néu co it nhat mot
diéu kién diéula TRUE
=0R(2-3,9-3,2=—4) = TRUE

NOTegical)

Ly pht dinh ciia gia tri fegiaal
=NOT(2=3) = TRUE
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Tén ham

Ynghiavavi du

IF
(logical_testvahue if true,valuz._ if folse)

Tra vé gia trj tha nhit vebie if frue néu
didu kign fogical fest ]a TRUE, nguoe
lai & tra vé gia trj thit hai value if false
= [F(N3="Yéu",“Thilai" “Lén lép")

Cdc héirm xiz Hchudi

Chuyén chudi fext thénh chit thirémg
LOWER{fzxz)

=LOWER{“trung HOC cosd”) = THCS

Chuyén chudi fext thénh chit in hoa
UFPPER{(#xi) =UPPER(“tung HOC co s47) =

TRUNG HOC CO S

Pdi cic K tr diu oda mdi tir trong

chudi zext thinh chit in hoa, con lai
PROPER{ex?) déu 14 chit thuémg

=PROPER(“THC5") = THCS

C3t ho kit tring vé ich trong chudi e
TRIM{fext) ' e

=TRIM{“THCS" = THCS

Tra vé do dai chudi fext (50 K tr trong
LEN (fext) chuéi zexs)

=LEN(*THCS") = 15

LEFT(fext. nicrn_chars)

Tra vé nzm chars K tu bén i chudi
fext
—LEFT(*THCS,9) = trune hoc

RIGHT{fext nuerrn_chars)

Tra vé nus_chars Kty bén phdi chudi
fext
=LEFT(“THCS,%) = cosd
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Tén ham

Ynghiavavi du

MID{fextstart nicr,niem chars)

Tra vé chubi K tr co do dai nuem chars
hét & tirvi tri start nren oia chudi fext

=MID(“THCS5",7,3) = hoc

WVALUE(fexr)

Chuyén chudi co dangso thanh trj s

FIMD
{find_texcturithin fext,(start numberf)

Tra vé vi tri xudt hién (méu co) cha
find_fext ttong within_ fext {hbiat dau
titn tr v 1 start nern)

— Néu khong cd start nurn thi vi ti bit
diu tim tir d8u chudi.

— Ham FIND phan biét chit in hoa va
chit tharéme.

— Néu khong tim thay find_fext thi sé
tra vé 16i #7ALUE

=FIND(“excel”, “Miaosoft excel”) = 11

SEARCH
(frnd_texcturithin fext, start_numberf)

Tuong tu ninr him FIND nhvmg khang
phin hiét chit tharéme hay chit in hoa

=SEARCH("excel”, “Micosoft Excel”) = 11

FEPLACE {old fmdruom shmtrnom ofuns,

new fexi)

Thay thé nuwm chars K tuv trong
old fext Bang new fext, bat du tr vi
tri nien start.

=REPLACE(*ngon neit lp trinh”, 10,3,
“chuong”) = Negbdnnegit chuong trinh

153




Huémg dén bei thiee hanh (Hogt dong 3

A B [¢c[D[ETFIG[H[IT[J] K L] M [ N [ ©
| 1| BANG DIEM TONG KET CA NAM
2 NAM HOQC: 2011-2012
3 STT Ho va Tén Toan| Ly [Hoea|Sinh| Viin| Si | Pia [Anh|GDCD| TD|TB mon Xép loai | Ghi chii
4 | 1|Nguyén Thi An 79 |43|83|56|78|54]52]37| 80 |72] 6.6 TB [Lénldp
5 | 2|Trn Vian Binh 67 |73|86|67|54|65]72]|54| 60 |83 6.7 Kh4a |[Lénldp
6 | 3|Nguyén Thi Giang | 5.5 | 6.8|85|56|78]83]|79(53| 70 [80] 7.0 Kha |Lén16p
7| 4|Trin Thi Hoa 78 169|94(72(83[80]83]|72| 83 |68] 79 Khi |Lén16p
8 | 5|/Dd VinKién 59 |65|72(73(42[82]91]|73| 9.1 |83] 69 TB |Lénlép
9 | 6|Hodng Ngoc Phirong | 6.2 | 7.5]4.2(34[55]|67]|63|5.7| 85 [43] 58 Yéu |Thilai
10| 7|Trdn Van TO 74 |78]|55[45|73|46]|65|56]| 53 |58 63 TB |Lénlép
11|  8|Trinh Van Tuén 93 |78|56|78|64[58]72]|85| 7.2 |69]| 74 Kha |Lénl6p
12| 9|Duong Thi Xuéin 7.6 | 77178193 [7.6[82]85]|87| 73 [92] 8.1 Gioi |Lén 1dp
13 IODéNch&'én 46 | 45|35 72([51]68]52]7.8 68 |[56] 5.6 TB |Lénldp
1. Cong thiie tinh diém TB mon:
Cot M4 dhreae Hn b
=ROUND{{SUM(C4:L4)+C4+ 1)/ (COUNT(CA:L43+2), 1)
2. Cong thiie xép loai HS:
Cot N dreoc tink:
=IF(vH=""“" IF(AND vId==8, MIM{C4:L4)=>=6.5),“Gioi", IFAND (Vd==6.5,
MIN{C4:14)==5),“FKha" , IF{AN D{id ==5, MIN (C4:L4)>=3.5),“TB", “Yéu"))))
3. Cong thnie phin loai HS thi lai valénlap

Cot 04 duoc tinh: =IF(N4="Yéu",“Thi lai”,“Lén lép”)

Hoat déng 3. V& bi&u db trong Microsoft Office Excel

NHIEM Wi
1. Tim hiéu vé tinh ning vé biéu db trong Miaosoft Office Excel.
2. Thuc hanh vé biéu d6 tirkét qua xi7li 56 ligu trong phiéu bii tip cila Hoat

diong 2.

3. Trinh bay va nop két qua thuc hanh.,

THONG TIN CO BAN
Bifu dd  mot dang biéu dién so ligu trong Excel. Thong qua biéu d6,
GV khong chi biéu dién s6 ligu mot cich sinh dong ma con hiéu dién
duwe mire d6 toomg quan gitta cac chudiso lidu, tir &6 nit ra duwe nhimg
nhin xét, danh gia chinh xic.
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Cac budc tién hanh vé biéu do:

Md tip tin chira bang tinh
cin vié bifu do.

Chon pham vi bang tinh cin
vé hidu dd (co thé bao gom ca
tigu dé dong, cotva ditligu).
Trén thanh cong cu, mé trinh
duyét Fsert, chon lénh Chart,
xaxit hign hop thoai (Step 1 of 4).
Tai bang chon Siandod
Tvpes/Chart fype chon kiéu
bifu dd (Column: biéu db
dang cot dimg, Bar: hidu do
dang thanh ngang, Line: hiéu
dd dang ducmg Pie: hiéu do
dang hinh tron,...).

Sau khi hra chon kifu biéu dd
hudrc sau.

Lin i Khi chon kiéu biéu d6
xong, kich giit chudt vao niat
Press and Held o View
Sample trén hop thoai dé
xemn thit bidu dd.

Hop thoai Sfep 2 of 4: Tai
bang chon Dafe Range chon
hién thi dit litn theo dong
{Fows) hodc theo
{Columns); bang chon Series
in co thé thay ddi, them bét
ciac o dir ligu dé vé hidu do.
Chon xong, kich chudt vao
Next dé tigp tuc.

cot

PX

Chart Wizard - Step 1 of 4 - Chart Type

standard Types | Custom Types

Chart sub-type:

I ot it
|
.

Clustered Column, Compares values across
caktegories,

Chart bype:

ol EETR—
E Bar

|ﬁ Line

> Pie

=, ¥ (Scatter)
‘ Area

D Doughnut
@r Radar

@ Surface

s Eubble

[ Press and Hold to Yiew Sample ]

Cancel

Mext> | [ Finish |

thich hop, Kich chuot vao Next d€ tiép tuc

Chart Wizard - Step 2 of 4 - Chart Source Data EEJ

Data Range | Series
100%
a0%
B0%
;g: o
O Trung bin
Ed | Khd
40% =
0% LIc)
20%
10%
0%
L& 64 L& 6B Ltp BT
Datarangs:  |=Sheetli$adz:$D46
Series in; ;
) Columns
[ Cancel ] [ < Back ” Mext = ] [ Einish
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— Hop thoai Step 3 of 4: Nhiap tén biéu do tai Chast fite, titu dé truc X tai
Category (X) axis, igu dé truc Y tai Valiee (¥) axis. Tai bang chon Tegend,
chon Showr fegend dé hién thi bang chii thich. Kich chudt vao Next dé
tiégp hyc.

Chart Wizard - Step 3 of 4 - Chart Options

Titles Axes Gridlines | Legend | Datalabels | Data Table
Chart title:
5 R S
Tén bigu d& Tén bi2udd
Category (%) axis: 100%
0% I
Brai hogng a0
= T0x I
Yalue () axis: FIT o
R s0% 0 Trung binl
Bai hogng ¥| S oY LT
B oam o Gidi
20
10%
0%
Lrp6a LGB Lip6C
R b'ng X
[ Cancel ] [ < Back ” Mext = ] [ Finish ]

Chart Wizard - Step 4 of 4 - Chart Location

Place chark:

|_|_I_ () As new shest: Chartl

() As ohject in!

o ) (e

— Kich chuét vao Finish dé hoan tit & Step 4 of 4. Sau khi kich chuét vao
finish s& hién thi hiéu d6 trén man hinh.

A [ e | ¢ | o | E | F | &6 [ H | o | 4 |
1 | KET QUA XEP LOAI HOC SINH KHOI 6 Ket qua xép loai hoc sinh khoi 6
2 [Xép loai [Lop 6A [Lép 6B |Lép 6C
3 [Gidi 15 5 3 100%
4 [Kha 12 15 12 B0% - Ovéu
5 |Trung hin 5 7 15 @ B0% O Trung kinh
b |Yeu 3 7 a = 40% - Bkha
[ 7 | 20% - O Gidi
(5 | % : .
19_0 Lép B, Lém EB Lép BC
11| Lép
12
13

[y
L
=y




Pé chinh sia ki hiéu 46, kich dip chudt vio timg noi dung hién thj cia
hidu d6: kich tharire, tén, chil gibi, méu sdchidu d6. Néu mudn chinh sira lai
sd ligw, chi cin chinh sia true tigp trén bang s0 ligu d3 noudn, bidu ddsé
tur dong diéu chinh theo.
BANH GIA
1. 517 dung Excel tao mot tép dit ligu dé quan li diém cia HS.
2. Ung dung cic tinh ning cia Microsoft Office Excel d€ xi li tép dirLigu vié
diém vavé biéu dd xép loai HS cudi ndm.
KET QUA MONG B0l
1. Quanli duoc cacfile dit lidu tao l§p trong Microsoft Office Excel.

2. 5 dung duoe cic K thuat tir cor ban dén nang cao dé a1 l s0 ligu, xay
dumg hiéu d6 va vé db thi trong Excel.

NI dung 4

THIET KE TRIMNH DIEN BAI GIANG
BANG MICROSOFT OFFICE POWERPOINT

Mute Héu
Sau khi hoc xong noi dung nay, hoc vién co thé:
— Tao lap va quin li cic tép trinh chiéu bai gidng ducc thiét ké trén
hicrosoft Office PowerPoint.
— 511 dung thanh thao cic thao tac cosd trong qua trinh tao va =T li kénh
chi, kénh hinh trong ndi dung bai giang.
— Biét cach dit cic higu ime khi trinh dién bai gidng d€ ndng cao hidu qua
truyén dat thong tin.
Hoat déng 1. Tao lap, quan li cac tép trinh chiéu bai giang dugc
thiét ké trong Microsoft Office PowerPoint
NHIEM WU
1. Nghién cir tii ligu huéimg dan st dung Micros oft Office PowerP oint.
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2. Thao hiin vé cic yéu ciu khi thiét ké trinh chiéu bai siing trong Migosoft
Office.

3. Thuc hinh tao va hnu tép trinh chiéu bai gidng trong Microsoft Office
PowerPoint theo yéu cau.

THONG TIN CO BAN
Thiét ké trinh chiéu bdi gidng trén iy tinh 1 mot cong vigc quan trong
dé ting thém tinh hdp din, sinh dong va ning cao hidu qui cta bai
giang. Mot cong cu hifu hi¢u cho thiét ké trinh chiéu bai giang I phin
mém Microsoft Office PowerPoint. Day 13 cong cu duoc tich hop sdn
trong phin mém Microsoft Office vii nhiéu tinh ning 1 viét: trinh bay
r ring, trre quan, sinh dong; dé khai thec, sit dung, cap nhit, chinh sita;
dé két ndi va trinh chiéu trén mday chiéu (projector).

1. Cac yéu cdu khi thiét ké trinh chiéu bai giang
PowerPoint duoce sit dung dé thé hién ¥ himg trinh by noi dung bai
siang cia GV chit khong phai d€ dua toan b noi dung bai gidng lén trinh
chiéu. Vi vy, khi thiét ké trinh chiéu bai gidng cin dam bdo cic yéu ciu:

- Xay dung ¥ tuimg vé kich ban sé trinh bay trong bai gsidng theo dinh
hurémg st dung PowerPoint d€ hd tro cho GV thé hign ¥ tuimg su pham
mot cach thuin loi va higu qua hon.

— Noi dung trinh chiéu phai c6 ciu tric chit ché, logic, darm bao tién trinh
day hoc. Thong tin nein gon, co dong, duoce thiét ké trinh bay mot cach
khoa hoc phii hop véi tién trinh 1én 16p. S dung hop li cic ddi tuome da
phuong tign € hé tro cic hoat dong nhan thire.

—  Qud trinh thiét ké trinh chiéu bai gidng cin phdi hop vii cic PPDH tich
cure nham khuyén khich sy trao ddi gitta GV va HS; ting cudmyg trao ddi,
hop tic gitta cac HS; khich 1&¢ HS tich cuc tu duy, hoat dong doc lap,
sang tao...

2. Thao tac vdi tép bai giang
Ehii déng Microsoft Office PowerPoint: Vao menu Start, chon Programs,
chon Micmsoft Office, chon Microsoft PowerPoint.
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2.1. Tao mat tép bai giang madi
Neay khi khiv déng PowerP oint, mdt tép mid chira co noi dung duoe mix
ra cho phép soan thao bii giang. Trén thanh cong cu mix trinh duyét File,
chon lénh S As € thuchién thao tic hivi hya chon dia chi hra trirtép.
Mbi trang trong PowerPoint 13 mot slide trinh chiéu, trong d6 cd thé
chita cic noi dung 13 vian ban, bang biéu, hinh anh, 46 heoa va cic doi
tiromng da phuong tign khiac (Gm thanh, video clip).

7= 1) Mgl el
A A= = A Degen ) tew side B

Nhap tiéu dé tai day

Nhap van ban tai day

ik to add nates

E==

(st Moot . | T RIS Momecht W, I M

Moi slide cd mot man rigng (goi I slide layout) trong d6 dinh dang sin
b cuc slide. Phin vin ban trong slide khong ném tryuc tigp trén slide ma
nam trong mot 6 vin ban (texthox). Khi mudn nhép vin ban phai nhap
trong texthox

2.2. Gac chd dd hign thi cia PowerPoint
PowerPoint 2003 cd 4 ché do hién thi ddi véi mot tép, 1A cic ché do:
Nommnal, Slide Sorter, Note Pages va Slide Show (ndm trong trinh duyét
View trén thanh cong cu).

— Normal: Payla ché do hién thi méc dinh cia PowerPoint, ding khi thiét
ké bai giang. ¢ ché do nay, slide dang soan thao ndm & chinh gilta man
hinh, khung slide ném & bén trdi man hinh dimg d€ quan sat tdng thé
cac slide trong bai giang.
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HOAT BPONG NHOM
b.Dac diém hai van

Nhém 2: Néu dic
diém vé dong bién,

|
ché do thuy triéu, d6 |
mén cta bién Viét ‘
Nam? |

a) Déng bién mua déng b) Déng bidn mua ha

* Gio mba mia ha
* Dong bién: e

‘ / Gi6 mila mila déng

- Hudng chay clia cac dong bién /' Dongbianéng
tuong wng v&i hudng clia hai mia iz

ai6 chin: = A Dougbidu ot
+ MUa déng: cac dong bién chay
theo huéng BB -TN.

+ Mua ha: cac dong bién chay theo
hudéng TN - DB.

— Skide Sorfer: Ché do hién thi toan b cac slide ¢ trong bai ra mém hinh,
siong nlnr ché do dan trang trong Word. Khi hién thj ché do nay co thé xem
toan bo noi dung ciing nlar b cuc, higu img cia cic slide trong bai gidng,

— Note Pages: INing dé soan thao ghi chii di kém v slide. Do trén mobi slide
chi thé hién duoe nhimg noi dung nein gon, vi thé trong phén ghi cha
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ct thé bd sung thém nhiéu thong tin cin thiét cho GV trong qua trinh
giang day trén lop ciing nhar tra e, ot thong tin.

B3 Micrasaft PowerPoinl - [khi hau viet nam] [ 55
d] Bk ER Wew fset Fymat Toos Sueshow Widow tep forbe

BIRWEA LY LTRE NV - W R WA R " o B RN S0 8 LT Y |
i #oTine ci3 « B LU S EEEI - AN A D bewske

Nhép théng tin ghi chi cho slide

BRET
e [ e N s OO MG D2 -A-=m=ad)

Mates 5 of 39 Dbt Desgn

—  Skicle Shour: Diing ¢ trinh chiéu slide, ché do maymoimot slide s& mé rong
man hinh véi toan b noi dung va cic hitu tmg 43 duoe dat tode. BE di
chuyén siita cic slide, an phim miii tén trén ban phim hodc phim Page
Up/Page Down. Thodtkhoi ché do trinh chiéu: 4n phim Esc trén ban phim.

Hoat déng 2. Soan thao ndi dung trinh chiéu bai giang trong
Microsoft Office PowerPoint

NHIEM W/

1. Nghién cim tii ligu huéimg dan st dung Micros oft Office PowerPoint.

2. Thuc hanh hra chon kiéu bd cuc slide co bén, méu thiét ké slide (duoc
thiét ké s3n trong Migosoft Office PowerPoint) va nhép, dinh dang noi
dung vin ban.

3. Thuc hinh dua cic ddi tuomg bang hidu, do hoa, da phurmg tign viao
slide trinh chiéu.

THONG TIN CO BAN
Bai gidng dugc thiét ké trinh chiéu trén PowerPoint cd nhiéu vu diém,
tuy nhién do noi dung thé hién trong méi slide han ché, vi vay cin hya
chon noi dung trinh chiéu ngin son, rdé rang; bd cuc slide khoa hoc, co
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trinh tur logic. Mhin chung, viéc thiét ké cic slide trong bai giang phu
thuic nhidu vao dic tnmemon hoc v ¥ tirémg trinh bay bai sidng cia GV,

1. Mot 58 kigu bd cuc slide co ban
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Khi tao métslide sé cd mot bang tiy chon kifu b cuc trong khung tac vu
bén phai man hinh. Bd cuc slide xic dinh vi ti cila cic doi tuome rén
slide, b cuc nay hodn todn co thé thay ddi duoc.

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

Kiéu ho cuc dé trong (Blank Layout): slide d€ trong, khong co 6 d€ nhip
vin ban hay cic déi tuomg khidc. Mudn nhap ndi dung s dung trinh
duyét Insert trén thanh cong cu hodc cac it 1énh khac.

Kiéu bo cuc chi cd vin ban (Text Layouts): trén slide duoe thiét ké sin
cic 6 Texthox d€ nhip van ban.

Kiuho cuc chita cic ddi tuong khong phai I van ban (Content Layouts),
oom: bang, bifu dd, tranh anh, so 46, cic ddi tuome da phuong tign. Kiédu
bd cuc nay trén slide ¢6 s3n cac bidu toong; can chén ddi tuong nao thi
kich chudt vao doi tuomg do.

Slide Layout v X
@ A

Apply slide layout:

Text Layouts

Content Layouts

= & =N ER ERNER RN ERER
Rt b = s | (|l [ .8 || |[E.8) |
Text and Content Layouts
e || ETS) | N[ S e e E E e e He ] | |28 EHE
LN ] 0 O | R il | | = R | | = |
Other Layouts
= ||| = HE] 2 HNEEEE
o[l ||l S




— FKiéu bd cuc hdn hop (Text and Content Layouts): bao gom vin ban va
cic doi tuomg dd hoa, da phuong tién.

2. Lya chon va sir dung cdc mau slide thiét k& san trong PowerPoint
Khi khoi dong PowerPoint, slide hién thj trén man hinh cd nén tfing,
hinh thitc dom dign. BE€ dat muc tiéu dit ra B thiét ké tinh chiéu bai
giang sinh déng, co tinh tham mi v thu hit duoc su chi ¥ cda HS, can
thay ddi mAu nén, méu chit ciaslide. Trong PowerPoint ¢ s3n cic mau
slide co thé ap dung cho vigc thiét ké trinh chidu bai siang.

Pé 511 dung cic mau thiét ké co sin, thuc hign theo cic budre sau:

— Trén thanh céng cu, chon trinh duyét Fermaf, chon lénh Slide Desion,
todin bé cicrdu thidt ke hién thi trong arasd Slide Design bin phdi méin hinh.

— Dé lua chon, kich chudt vao méu slide trong cita 56 Slice Design, kich
chuit vao miii tén hién thj bén phai slide 434 chon; néu chon méu thiét ké
cho toan b bai giang chon lénh Apply fo AH Slides, néu chon mau thiét
ké cho mot (hodc motsa) slide chon lénh Apply fo Selected Slides.

slide Design - x

@ A

&) Design Templates

(st Color Schemes
(% Animation Schemes

Apply a design template:
Used in This Presentation

|

Recently Used

Apply to All Slides

Apply to Selected Slides

Show Large Previews

B3 EBrowse...
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3. Mhip va dinh dang v&n ban trong PowerPoint
Vin ban trong cic slide ludn nim trong cic 6 texthox hodc trong doi
tuong do hoa Viéc scan thao va dinh dang vin ban trong cic 6 texthox
tuong tu nha cac thao tac soan thao van ban trong Word.
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 Placeholder a
Colors and Lines Size Position Text Box Web
Fill
Color: o Ro EICTT
Transparency: Mo Fill
Line Automatic
Color: M C N
Dashed: EEEEEEER
EEEEEREEEN
Connector: ] H H B
| | |
Arrows
Begin style:
More Colors...
Begin size: Fill Effects...
[ pefault for new o Background
I Ok J I Cancel ]

* Mot sd got 1 Mhi thiét ké trinh bey, dinh dang vém bén trong PowerPoint

—  Kich thidbe chit vide Can hua chon kich thuéc chit dilim d& dam bao cho
tAt ci ngrid hoc thu nhén thong tin mot cach diy &, 16 ring trén man
chiéu. Co thé tham ko tigu chudn dudi day:

FKhodng cich tr nguii gquan st

] ) q 3 |6 [9 12|15 |18 |21 |24
t6i méin chidu {#2)

Chiéu cao toi thiéu ctia chik frzm) 12 |25 |40 |50 |60 |75 | 80 | 10O

Chzi ¥ Kich thuére ctia chif trén man chiéu phu thuéc vao rit nhiéu yéu té
nhr kiéu chii, ci chit, khoang cich tirmay chiéu téi man chiéu, kha néng
phong to, thu nho cia nxiy chiéu... Do vay, tuy thudc vao phong hoc va
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trang thiét hi cu thé ma chon kiéu chit va ci chit 4 dip tmg duoc tidu
chudn trén. Trong thue té, nén chon ci chit toi thiéu 24, kiéu chit khong
chan (vi day I kidu chit dé doc). Trong cing mot slide, nén lua chon va
511 dung khong qui hai Kéu chit nhim dam bao tinh cin bang v nhit
quan trong bai trinh bay.

Ddm bdo &6 fuong phdn vé méu séc: DE noi dung thong tin trén man
chiéu rd rang, dé doc, cin dam bdo nguyén tic phoi hop gitta mau nén
va mau chit. Néu nén méu sdng thi chit sé neiu tdi va nouoc lai. Co thé
tham khdo motsd cip néu chit— nén sau:

Mau nén Mau tring Mau den Mau vang Mau xanh
Iau den Mau trang

Mdu chit & do Mau dd Mau den Mau tring
hau xanh hau vang

Trong thire té, co hai cich trinh bay:

Mau nén toi, mau chitsang: Cach chon nay dam bao d6 tuong phén tot;
tuy nhién, 1ép hoc co thé hj tdi, gay kho khin cho HS ghi chép cic noi
dung, kién thirc chinh

Mau nén sdng, mau chit tdi: Cach chon nay ciing dam bao d6 tuong
phan tot, lép hocsdng, HS cb thé ghi chép tot. Tuy nhién, miu nén sang
trong mot théd gian dai co thé gay it ché cho ngréd hoc.

Lua chon viing hién thj thong tin quan trong:

Mot nghign cim chi ra ring, khi mat ngudi nhin vio mot hinh chit nhét
thi sur tip trung chi ¥ khong sidng nhau véi cic vimg khdc nhau. Theo sor
do nay, mit ngudi sé tap trung chi ¥ nhiéu nhat vio phia trén, bén trai
cita khung hinh chit nhkit. Pay chinh 14 vimg nouei thiét ké nén dit
nhimg ddi tuong, thong tin quan trong.

4 N
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— Pam bao yéu to ngit dong:
Viegc nedt dong khing ding sé lam cho ngd hoc rit kho doc va ghi nhi
théng tin trinh bay. Vi du duéi déy sé minh hoa didu néay:

Ngit dong khong ding Ngit dong ding

PowerPoint 1 mot phin PowerPoint 1 mot phin mém ‘mg dung
mém img dung cho phép thiét | cho phép thiét ké va by dumg trinh dién
ké va xay dymg trinh dién

— MAiusicva ciu tmic thong tin trong slide nhét quan:
Khong nén st dung qua nhiéu mau sic trong mot trinh dién (khong qua
3 mau), diéu nay co thé oy roi mat khi quan sat, khién noni hoc mét
moi. Cach bd tri ndi dung trong slide, mau nén, ndu chit nén trinh bay
dong bo.
4. Pua cac ddi tugng bang bigu, dd hoa, da phuong tién vao slide

Nogodai dbi toomg vEn ban (rong cic texthox), cic ddi hrong trong
PowerPoint bao gdm cic nhom chinh sau: bang hiéu (table), biéu dd
(chart), hinh anh (picture), so dd (Organization Chart, Diagram), cac doi
tuong da phuong tign (imovie and sound).

4.1. Bang biéu (tabile)
Ciac thao tic chén bang bhifu trong
PowerPoint tuomg tu nhu trong Word. Dé
thuc hién: trén thanh cong cu chon trinh Nmber of golumns: E
duyét Fisert, chon lénh Table Xt hién hop Nmber GFES:
thoai Fsert Table, nhip 50 cot tai Meonber

of colimns, 56 hang tai Number of rows.

Insert Table

Binh dang bang biéu: trén thanh cong cu, chon trinh duyét Forrmat, chon
lenh Table. Tai bang chon Border cda hop thoai, dinh dang kifu (Style),
mau sdc (Color), d6 rong (Width) cia duémg vién. Tai bang chon Fill,
dinh dang méiu nén ciia bang biéu. Tai bang chon Text Box, dinh dang vi
tri cla vin ban so vii dudmg vién va chiéu (ngang/dimg) cia vin ban

trong bang hiéu.
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Borders | Fill Text Box
Style:
E A i A Click on diagram below or use buttons
— to apply borders
e - [v] =
Color: s
I —
Width:
1pt b
L QK J [ Cancel ]

4.2, Cac doi tugng di hoa
Cac ddi tuome dd hoa hua chon phit hop vii noi dung bai siang duoc dua
vio slide Iam cho bai gidng thém sinh déng, hip dan, thu hat sy chi ¥
cita HS. Tuy nhién, cin chil ¥ khong nén qua lam dung, hinh anh si
dung trong nhimg truémg hop khéng cin thiét hodc khing phin hop vii
noi dung sé Fm miét tip trung cia HS vao nhimg noi dung chinh.

— Hinh dnh (Picture): Bé chén hinh anh véo slide thue hiégn nhu saw: Trén
thanh cong cu, chon trinh duyét hsert, chon lénh Picfiere, chon From
File &é tap dudmg dan dén dia chi hru anh trong may tinh.

—  Bidu Ad s Iigu (Chart): PE€ vé bidu dd so ligu trong PowerPoint, thure hién
cic thao tic: Trén thanh cong cu, chon trinh duyét &serf, chon lénh
Chart. Nhip s ligu va thue hign thao tic vé nlnr trong Word.

—  Sodd (Diagram): Dé dra mit s do vao slide trinh chidu bai giang, thuc
hién cac thao tac: Trén thanh cong cu, chon trinh duyét Fiser?, chon lénh
Diggram. Xuit hién hop thoai Diagram Gallery véi cac miu so d6 c6 sin
dé hra chon. Kich chudt chon mét kidu thich hop, an nit OF.
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Select a diagram type:

Gallery 1 Organization Chart v x

s™InsertShape - | Layout~ | Select~ | FitText ¥3 75%

|| Sie ~
L
toi Lt

sZu
A

©
©

Organization Chart
Used to show hierarchical relationships

UQ!Z!QRQ!H@Q} LQVQ!Z!Q RQ!J!@!?} { Rich vu

[ Ok ] l Cancel ]

Nhip cicnoi dung vio so dd. Co thé chinh sira, dinh dangso 46 theo yéu
ciu tai thanh Organization Chart nlar thém doi tuomg, méau sic, kidu...
hién thj trén man hinh sau khi 44 hra chon mot kifu so dd.

4.3. Cac dai tugng da phuong tién
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Khic véi bai gidng trong Word, thiét ké trinh chidu bai gidng trong
PowerPoint cho phép tich hop cic thanh phan nha dm thanh, cic doan
phim video.

Chén @m thanh: Trén thanh cong cu, chon trinh duyét Fisert chon lénh
Mevies and Sorinds, sau do chon mét trong cac lénh sau:

Lénh Sound from Clip Organization: chén mot &m thanh cd sin trong
thar vién cia Microsoft Office, tuy nhignso hromg & day rat han cheé.

Lénh Sound frorm File: chén Gm thanh dang dupe hn tni trong may tinh.
Tao dutmg din dén dia chi hni trir &m thanh trong hop thoai bsert Sound.
Lénh Play CDAndio Check: chén dm thanh tirmot dia CD.

Lénh Recond Sornc: chén am thanh duoce thu &m e tiép. Tnwmeg hop
nay phai cd thiét bi thu 4m di kém nedy vi tinh.

Chen dogn phimm rideo: trén thanh cong cy, chon trinh duyét Insert,
chon lénh Movies and Sounds, sau do chon mit trong caclénh sau:

Leénh Mowvie frorn Clip Organtzation: chén mot doan phim co san trong thu
vién ciia Migosoft Office, tuy nhiénsd heong doan phim o dy ciing rt it
Lénh Mowie fiom File: chen doan phim duge hm trif trong may tinh. Tao
dutmg dan dén dia chi hm trit 4&m thanh trong hop thoai Ins ert Movie.



Hoat déng 3. Tao cac hiéu 'ng khi trinh dién

NHIEM WU

1. Nghién cim tii ligu huéme din st dung Microsoft Office PowerP oint.

2. Chialép thinh cicnhim, mbinhom 2 dén 3 hoc vién.

3. Cung cip cho hoc vién (hoic hoc vign ty tao) mot file thiét ké trinh chiéu
trong PowerP oint chira ¢o cic hidqu tmg. Thue hinh tao higu tmg cho cac
doi tromg trong slide.

4. Pai diégn mot s6 nhom lén trinh chigu bai thue hinh, Cac nhom nhén x@t,
g0p ¥.

THONG TIN CO BAM
Mot tinh nAng rit manh va oo wu the cia PowerPoint trong vigc thiét ké
trinh chiéu bai gidng B 511 dung higu ‘mg. Po chinh I thiét Ep chuyén
dong hodcam thanh cho cic ddi tuone. Biét cich van dyng linh hoat cic
hig¢u img cd thé mo phong chuyén déng cita nhidu thi nghigm hodc cic
dién bi¢n qua trinh.
Co hai loai hidu img B hié¢u tme chuyén dong cho cic ddi homg trén
slide (Anirmation) va higu img chayén ddislide (Slide Transition).

1. Tao hiéu rng chuy&n dang cho cac dii tugng (Animation)
Céc budre tién hinh nhu sau:

— Chon d6i hoomg mudn thiét lap chuyén déng bing cich kich chuot vao
ddi hromg.

— Trén thanh cong cu, chon trinh duyét Skide Show, chon lénh Cusforn
Antmation.

Xuat hign oita 56 Cusforn Anirmation bén phai mén hinh. Tai day co thé:

+ Lua chon higu tmg cho doi tuomg tai tiry chon Add Effect. Co thé hiy ha
higu img d4 chon bing cich kich chudt vao tiy chon Rerove.

+ Pat didu kign thare hign higu ‘me khi trinh chigu fhare hign thao tac tai tiy
chon Starz, chon On Click néu mudn higu img thue hién khi kich chuot,
chon With Previons néu mudn higdu img ducc thuc hiégn cing vid doi
tuong trudre no trong slide, chon After Previons néu muén higu timg dugc
thure hign sau khi doi tuomg tnisdre nd trongslide &3 thue hién higu ‘mg.
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%) He Edt Yew [nsert Fgmat Took SideShow \Wndow Heb i
DEFHRIP G TH L0 O - i E R A - e
A |besn peusie §
Outine | Shides x ' Custom Animation v x
f @En
1

Modify: Diamond

. Mt sé nguoi quyér dinh bat bét ber mueong, ding mar = — =

Rie Dhing nghiéng aé kéo dng bé ting 1én (h.14.1). Liéu Oreciors [ =
« A v X g4 -
lam nlu the co dé dang hon khing ? Soeed: | Mecium .
0 3 Mo bai_002 »
Sk Shape 2 Hinh 14.1
3k Shape 3: MBt 5 ngui quyt dinh bat bt bo muon...
Sy 00033

4+ Re-Order (@]
[ sice soon

- [ AutoPreview

“mnic

s

+ Pat toc do dién ra hiéu 'me tai tiy chon Spead. Co cac lua chon sau: Very
slow (rat cham), Slow (cham), Medim (rung binh), Fast (nhanh), Very
fast (rat nhanh).

Chit 7 D€ xem thit higu timg d4 thiét lap, kich chuét vao nit Play.

2. Tao hiéu &ng chuyén dai slide
Pé thiét lap higu ineg chuyén ddi slide: Trén thanh cong cu, mir trinh
duyét Sfide Show, chon lénh Slide Transition. Trén casd Shide Transition
bén phai mén hinh, thye hién lya chon hiéu tmg chuyén ddislide.
Néu mudn thiét Eip nhanh mét higu timg chuyén ddi slide cho toan bo
cic slide trong bai gidng thi sau khi thiét Kp higu img cho mat slide, kich
chudt vao lva chon Apply fo Al Slides.
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b Slide Transition v X
)|

Apply to selected slides:

)

Shape Diamond

Shape Plus . o
split Horizontal In T Cf’?ﬂzm?flf!i.f“ ting
split Horizontal Out chuyén dbi slide tir
Split Vertical In danh sdch ndy

Split Vertical Out
Strips Left-Down
Strips Left-Up
Strips Right-Down
Strips Right-Up

Uncover Down

/— Tée di thire hign
hiéu ing ch sg—'eaﬂ
Uncover Left dtfi slid,

Uncover Right

Uncover Up
Modify transition Am thanh i kém

A A - -
Lua c!:gfeﬂrwu mubn kzgu‘“'ﬂg Speed: [Medium [v] theo hiéu stng
thue hien khi kich chudt b
Sound: |Chime Loop until next sound

Advance slide

On mouse didk
Lura chon néu mubn hiéu ieng [ Automatically after
thwe hién tw dong sau mot /

théi gian dwoe cai dit  —' Apply to Master

Apply to All Slides

[ play | [E2 side show |

“nx]

AutoPreview

BANH GIA
1. Trinh bay ¥ tuémg thiét ké trinh dién bai gidng trén PowerPoint.
2. 5an phim thiét ké hoan chinh bai giang trén PowerPoint.
KET QUA MONG D01
1. Quan li duoe cac file trinh chiéu bai ging trén mdy tinh.
2. Co kha nang thiét ké file trinh chiéu bai gidng trén may tinh.
3. Biét van dung linh hoat cic thiét ké va hidu img trong khi thiét ké trinh
chiéu bai gidng trén PowerPoint vii noi dung, PPDH va tién trinh thare
hién bai day trén lop.
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NI dung 5

KHAL THAC THONG TIN TREMN INTERNET

Muc tiéu

Sau khi hoc xong noi dung nay, hoc vién co thé:

511 dung thanh thao cac thao tic tnuy cip trang weh, khai thac thing tin
trén mang Intermet.

Co kha ning sit dung cong cu tim kiém Google dé€ tim kigm thong tin

trén mang Intermet.

Hoat déng 1. Tim hi&u va s dung trinh duyé&t web

NHIEM 1
1. Ban hiiy tim hiéu vé ¥ nghia cia thuit ngit “website” va mot so trinh

duyétweb duoc 51t dung phd bién & Vit Nam hién nay.

2. Thuce hanh khivi dong va lam quen vii giao dién ciia trinh duyétweh

THOMNG TIN CO BAMN
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Gidi thiéu vé trinh duyét web

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

Thing tin trén Intermet duoc o It trén cic may chil weh (Gwehb server),
neudi s dung mudn tnuy cip duge cic thing tin nay can st dung mot
phirong tign, do B trinh duyét web. Hign may & Viét Nam, mot s trinh
duyét web thudmg duoc sir dung B Internet Explorer {cia hiing Microsoft),
Firefox (cta hing Mozilla) va Chrome (chda hiing Google). Cac trinh duyét
weh déu cd mot tinh ning F st dung dé truy cip dén cic trang web trén
mang. Mbi trinh duyét web cd mot siao dién riéng nhume thanh cing cu
va cdc lénh tity chon nhin chung déu gidng nhau, vi vay tai lidgu sé tap
trung giti thidu cac thao tic trén trinh duyét Intermet Explorer la trinh
duyét duoe cii &t sdn khi cii hé didu hanh Windows.



Wehsite duoc hifu dom gidn 1A dit lidgu duoe hm i trén mot may chi
web va durc truy cip tir Internet. Mot website co thé co nhiéu trang
théng tin, moi trang thong tin dugc goi la motweb page (trang weh).

Pé ttuy cip mot website cin phai biét dia chi cia no, hay con oo0i lA URL
(viét tit cida tir Uniform Resource Locator). Mot dia chi website bao gdm
hai thanh phén: thanh phin thit nhét 1 giao thite, thirémg bit d&u bing
http:// va thanh phén that hai 14 dia chi cia mdy chnl web hodc duimg
dan chi tiét dén website.

Vi du dia chi trang web ciia Bo Gidao ducva Dao tao la:

http: / fwww. moet.govam

Pé truy cap mot trang weh, nhip dia chi trang web vio 6 dia chirdinhén
phim Enter. Néu nxiy tinh duoc két ndi Internet thi néi dung trang web
sé durre hién thi lén man hinh.,

Hoat déng 2. S dung ¢éng cu tim kiém Google d& tim kiém
théng tin trén mang Internet

NHIEM W1
51 dung trang wehb http:/ Aviww.google.comamn/ dé tim kiém thong tin

trén mang internet.

THONG TIN CO BAN

1. Gidi thiéu cdng cy tim kiém Google
Mot trong cic tme dung ndi tiéng cia Google Ia cong cu tim kigm; cong
cu DAy gitp nouti dimg mtemet co thé dé dang tim duoe trang web co
cic thong tin can thiét. Google hd tro 511 dung nhiéu ngon neir, trong do
cd ngom ngif tigng Vit
51t dung cong cu tim kigm Google bing cich: Mé trinh duyét Internet
Explorer bang cich kich chuét trii vao biéu tromg Start & goc dudi bén
trdi man hinh, chon hifernet Explorer, xait hign giao dién ca trinh duyét.
Tai pkén nkéip dia chi & gic trén bén trdi man hinh, nhép dia chi cia web
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site http:/ fvww.google.com/ (tiéng Anh) hodc http:/ Avww.google.comayn/
(tiéng Viét). Xuit hign giao dién cia trang web hd tro tim kiém google.
Nhép thong tin cin tim vao khung trong, san do dn mit Enter trén ban phim.

Viét Nam
% Web HinhAnh Mhom Thu Myc
Tyi chon
[ Timwdi Google || *em Trang Ba&u Tién Tim Budc | Dyno Cu Ngdn Malr

Tim kiém trén:. @ web O nhirng trang vift bing tifng Vit O nhitng trang 1 Vgt Nam
Google.com.m cé s&n béng tigng: English Frangais & { %W 3

Churong Trinh Guing Céo - M Wi Googla - Google_com in English

0T Google

2. Gidi thigéu vé tim kiém co ban
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Thong thutmg chi cin nhip tir khod mudn tim va nhén tim véi Google
(Search) hoic nhan phim Enter thi Google sé cho ra nhiéu két qua tim
kiém bao gom dia chilién két dén trang web cd tirkhod, chi cin nhén trai
chuot vao dia chi lién két sé mir duwc trang web cd thong tin mudn tim.
Nhén vio nit Xem frang ddu tién im dugc thi Google sé tim va ty dong
mir trang Web dau tién trongkét qua tim kiém. Cac hra chon tim kigm trén:
Wed: Tim trén ci cic web site.

Nhimg trang viét bang tidhg Vigt Chi tim nhimg trang hién thi tiéng Viét.



8 t3m I lirs tudi brac sinh thes - Tim vé

€ it/ wrvow google.comwn/=hlzv
x

CC33A2mE201%CT RBD015E] BB KASaS20tuSC3 5B iBcp= 20Bigs id=3hdizhe: [ 43 |

i Favi s [E] Mtp-—wwnv.google.com [ Suggested Sites = B Get more Add-ons =

IEJ tam Iy liia tusi hoc sinh thes - Tim wdi Google B - # v Page= Safety~ Teols= @v

+Ban  Tim kiém  Hinh anh  Tin tivc

GO: ﬂgl&’ tam I iva tudi hoc sinh THCS ] “ ©:3ng nhip

Web  Hinhanh  Video Whiduhon ~  Céc cdng cy tim kiém e

inh THCS - Thir Vién Tai Lidu Tryc ..
iC-SINh-thes 516 i
TRIEN TAM LY L

122.nimi
P4 TUOI HOC SINH

HIEU DAC PIEM TAM SINH LY LUA TUSI CUA HOC TRO-CO SO ...
ef edu v ly . /224-Nie-dac-diem-lam-sinh-ly-1a-ioi-ca-hoc.-1

nay, xin phép dirng & nhimg déc diém Tam sinh Iy lira tudl cla hoe
ung hoc o' 56 (THCS) ngay nay. 2. Cdc dac diém thm sinh Iy co ban & ...

Tam Iy Icra tudi hoc
[ jia N> THC
a tudl hoc sinh TH
daomy/Tam-ly-lua-tu

sinh THCS - Phong gido duc Lang Gians

W Tng hor
HCS Bao MJ - hitp://padianggiang
Ly

H.MT- TAM LY LUA TUOI THCS

il e L BCN=] Ol sl

& Internet | Protected Mode: O

» Nhitng frang He Vigt Naw: Chi tim nhimg trang tir Viét Nam.
Sau khi 4n phim Enter, Google sé cho hién thij cic két qua tim kiém 13 cic
dia chi trang weh, co thé kich tro chudt vao bat ki mot két qua nao dé di
dén trang wehb do.
Ngodi ra, 8 cho kit qua tim kigm dirge chinh xic hom, 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 kign loc thong dung:

- Rt gon tir kho4 cdn tim: Ding dé dai dién cho mét, nhiéu K tr hoic
nhiéu tirkhod qua dai.
Cid phap: To khoa * tirkhoa
Vi du nhép vio 6 tim kiém ciia Google: gido dn*mdic Google sé im cac
trang co6 tirkhod gido an mau.

- Tim chinh xsc tirkho4: Google sé cho ra cic két quia co chinh xic hitkhoa
duoc chi dinh.
Ci phap: “trkhod”
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Vi du nhép vao o tim kiém cia Google “bai giing dién 10" Google sé cho
ra két qua 4 siio dn.
- Tim ki¢m thong tin trong mot web site nhit dinh: Google sé cho ra két
qua co tir khoa trong weh site 43 duoc chi dinh.
Ci phap: “torkhoa” weh site: ténwehsite
Vi du nhip vao 6 tim kiégm cita Google “bii gidng diégn nY” wehsite:
violetam
BANH GILA
L. M& mit trinh duyét Internet, mé mot wehbsite i du nhu website caa
turomg, cia si gido duc va dao tao,...).
2. TAi cic dit ligu tim kigm duoe vé noi dung mot bai gidng mea hoc vign dang
chuin bisoan giio dn trén mang vé may tinh ca nhén va lua tri, s dung.
KET QUA MONG D01
1. Tim ki¢m duoc cic dit ligu cin thiét trén mang.

2. Tim kiém théng tin phuc vu hoat déng day hoc va nghién cia, tir hoc
ning cao trinh di chuyén mon, nghiép vu thing qua Internet.
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Chiu tréch nhiém xudt ban:

NHA XUAT BAN GIAD DUC VIET NAM NHA XUAT BAN DAl HOC SUf PHAM

Chi tich HBTY kigrn Téng Giém ddc: Giamn dc:
NGO TRAN Al PINH NGOG BAQ
Phé Téng Gi&m dfc kigm Téng bién tép: Téng bién tép:
v VAN HUNG DINH VAN VANG

Chiu trdch nhigm ndi dung:
Téng bién tap Nha xust ban Dai hoe Sur pham DINH VAN VANG
Phé Thng bign tap Nha xudt ban Gifio duc Viet Narm NGO ANH TUYET
Gi&m déic CTCP Sach Gigo duc tai TP. Ha Noi GAN HOU HAI

Bién idp ndi dunyg v sta bédn in:
PHAM HONG BAC — NGUYEN BICH LAN

Thiél ké sdach va ché ban:
TIEU wAMN ANH

Trinh bay bia:
PHAM WIET QUANG

Tii liéu bdi dudng phat trién ning lue nghé nghiép giso vién
TANG CUONG NANG LUC DAY HOC
THCS 17 — THCS 18 — THCS 19

{Txinh che gide vién Gung hec oo sa)

58 cing ki KHXB: 410— 201 ¥ CXB/26— 14D HER
In ban (QD: TK), khd 17 x 2dem

Tai Cangty TRIHH in.......... Biachl.........
In xang vwa ndp vy shido thang & ndm 2093
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