Ths. Tran Duy Thanh(thanhtd@uel.edu.vn) Giéao trinh Office 2013 nang cao

3. SUDUNG INTERNET
3.1.Gigi thi¢u Internet ‘ q ‘
Internet la hé thong thdng tin toan cau cé thé duoc truy nhap céng cong gom cac

mang may tinh duoc lién két véi nhau. Hé thng nay truyén thong tin theo kiéu chuyén mach
goi dix liu (packet switching) dua trén bo giao thirc da dugc chuan héa (giao thuc TCP/IP).
Hé thdng nay bao gdm hang ngan mang may tinh cua cac doanh nghiép, cua cac vién nghién
Clru va céac truong dai hoc, cia nguoi diing c& nhan, va cac chinh phu trén toan cau.

Tién than caa mang Internet ngay nay 1a mang ARPANET do bo quéc phong My
lien két véi mot sb truong BH caa My thyc hién.

Hién nay nhu cau khai thac thong tin trén mang Internet ngiy cang ting. Vi vay
trong chuong nay s& gigi thiéu nhitng khai niém co ban vé Internet, cac dich vu trén Internet
va céch str dung trinh duyét Internet Explorer dé khai thac théng tin trén Internet.

Mang Internet c6 thé chi dirng lai ¢ ddy néu nhu khong c6 su ra doi cua World Wide
Web, dugc phat minh bgi Tim Berners-Lee trong thoi gian 1am viéc tai CERN (T4 chuc
nghién ctu nguyén tir cia Chau Au dit tai Thuy Si). Ong Tim d3 tim ra cach thic dé may
tinh & cac vi tri, dia diém khac nhau c6 thé hién thi nhimg vin ban ¢ lién két dén céc tap tin
van ban khac. Két qua nghién ctu cia ong Tim d6 1a ngdn ngir danh diu siéu vin ban
HTML (Hyper Text Markup Language).

Dé hiéu nguyén ly hoat dong cua Internet theo cach don gian nhat, ta cé thé hinh
dung thdng tin goi va nhan tir cac may tinh gidng nhu viéc goi thu qua hé théng buu dién.
Khi mudn géi thu, ngudi ta thuong dén mot tram buu dién gan nhat dé bo thu vao thung. Tai
day thu cua ching ta va cua nhiéu nguoi khéc nita s& dugc phan loai theo dia chi rdi tiép tuc
duoc goi 18n tuyén cao hon. Quy trinh ct tiép tuc nhu thé cho dén khi thu cua ching ta téi
duogc dia chi cua nguoi nhan.

Tuong tu nhu vay, khi nhan va goi thdng tin trén Internet, théng tin can phai dugc
xac dinh dia chi duy nhat. Dia chi Internet cua cac tu liéu dugc quan ly bang bo dinh vi tai
nguyén dong dang URL (Uniform Resource Locator). Mdi trang Web khi dugc dua Ién
Internet s& c6 it nhat mot dia chi URL tham chiéu dén no.

3.2.M@t so khai niém
+ Dia chi IP (Internet Protocol Address)

Khi tham gia vao Interntet, mdi may tinh goi 1a host, phai co6 mot dia chi IP ding
dé nhan dang. Dia chi IPv4 duoc chia lam 4 sé thap phan cé gia tri tir 0-255, phan cach nhau
bang diu chdm (vi dy nhu: 172.16.19.5 hoic 172.16.0.3). B¢ truy xuét trang chu cia PH
Cong Nghé Pong Nai thi gb IP 1a 125.234.251.138 vao trinh duyét.

Céch danh IP gom 4 sé thap phan nhu trinh bay & trén goi 1a IPv4. Hién nay do
tbc do phét trién qua nhanh cua Internet, IPv4 (c6 chiéu dai 32 bit) di can kiét. Internet dang
chuyén d6i dan sang IPv6 (128 bit).
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£ Heé théng tén mién DNS (Domain Name System)

Ddi voi con ngudi, cach truy xuat mot website (nhu trang chu truong PH Nghé
Pong Nai ndi trén) bang IP nhu trén 1a rat kho nhd. Do d6 hé théng tén mién DNS gilp anh
Xa giita tén va IP gilp dé dang sir dung hon. Vi du, www.dntu.edu.vn dé& nhé hon nhiéu so
V6i IP 12 125.234.251.138. Tén mién DNS do cac DNS server dam trach, do d6 ching ta
phai tra phi hiang ndm cho viéc dang ky tén mién.

Cac phan com, edu hay vn trong dia chi tén mién & trén duoc goi 1a tén mién cap
1, chia lam 2 nhém chinh:
Domain mang tinh t chic:

Domain To chirc

com (Commercial) Thuong mai

edu (Educational) Giao duc

gov (Governmental) Nha nudc

int (International) T6 chuc quoc té

mil (Military) Quan doi

net (Networking) Tai nguyén trén mang
org (Organizational) Cac to chirc khac

Domain mang tinh dia ly: Gom 2 ky tu tat dai dién cho ting qudc gia, nhu vn (Viét
Nam), au (Uc), in (An Do), ...
<+ IAP

IAP (Internet Access Provider) la nha cung cap dich vu duong truyén dé két noi
v6i Internet, quan Iy cong (gateway) ndi véi quoc té. Cac may tinh & cac quéc gia khac
mudn két ndi vai nhau phai co co so ha tang, do d6 phai nhd dén IAP. Tai Viét Nam, 1AP 14
cong ty dich vu truyén s liéu VDC thudc tong cong ty buu chinh vién théng, co quan thuc
hién truc tiép 12 VNN.

< ISP

ISP (Internet Service Provider) 1a nha cung cap dich vu Internet cho cac t6 chic
va ca nhan. ISP phai thué duong truyén va cong cia mot IAP. Viét Nam c6 nhiéu ISP
thwong mai: Cong ty dich vu truyén sé liéu VDC, Céng ty FPT, ...

Khi ding ky voi mot ISP, nguoi dung duoc cung cap mot tai khoan dé quan ly
truy cap va tinh phi. Mdi tai khoan bao gom tén (User name) va mat khau ding nhap
(Password). Tai khoan nay thuong dugc luu sin trong cc thiét bi (nhu cac modem) duoc
cau hinh bai ISP nén ngudi ding khong sir dung truc tiép.

3.3.Cac dich vu théng dung trén Internet
+ Dich vu truy xuat tir xa (Remote Login)
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Dich vu truy xuét tir xa cho phép ndi két, va sir dung mot may tinh & vi tri khéc.
Vi dy, Telnet 1a mét dich vu cho phép remote login. Ngay nay, nhiéu dich vu an toan hon da
ra doi thay thé cho telnet nhu ssh, vpn...

+ Dich vu thw dién t& (Mail Service)

Dé c6 thé gui hodc nhan cac thu dién ta (Electronic Mail - Email) tir bat cir mot
noi nao voi diéu kién 1a nguoi nhan va nguoi gii phai c6 mot dia chi Email va may tinh str
dung c6 ndi mang Internet.

+ Dich vu tin dién tir (News)

Cho phép trao d6i cac bai béo va ban tin dién tir (bulletin) xuyén subt Internet.
Céc bai bao duogc dit tai trung tdm co so dit liéu trén sudt khong gian Internet. Nguoi ding
truy cap vao co so dir liéu d6 dé iy vé cac bai bao ho can. Biéu nay lam giam tic nghén trén
mang Vva loai trir viéc luu trit nhiéu ban sao khong can thiét cua mdi bai bao trén ting hé
théng cia ngudi dung.

+ Dich vu truyén tap tin (FTP: File Transfer Protocol)

FTP 12 mot hé théng chinh yéu dé chuyén tai file gitra cac may vi tinh vao
Internet. File duoc chuyén tai c6 dung luong rat 1én. FTP hau hét duoc st dung cho viéc
chuyén tai nhitng dir liéu mang tinh ¢ nhan.

Thong thudng, ban s& dung FPT dé chép file trén mot may chu tir xa vao may
cua ban, viéc xu Iy nay goi 1a nap xubng (downloading). Tuy nhién, ban ciing c6 thé chuyén
file tir may caa ban vao may chu tir xa, diéu ndy goi 1a nap 1én (uploading). Thém vao do,
néu can thiét, FTP s& cho phép ban chép file tir mot may cha tir xa téi mot may khéc.

+ Dich vu Web (World Wide Web — WWW)

Pay 1a dich vu duoc ding nhiéu nhat. Nguoi ta viét tat 1A WWW hay goi ngan
gon 1a Web. Web chtra thong tin bao gom van ban, hinh anh, am thanh va tham chi ca video
dugc két hop voi nhau. Web cho phép ban c6 thé thAm nhap vao moi ngd ngach trén
Internet, 1a nhitng diém chira dit liéu goi l1a Web site. Nho ¢ Web, nén du khong phai 13 mot
chuyén gia, ban van c6 thé sir dung Internet.

Phan mém sir dung dé nap, dich va hién thi Web goi la trinh duyét Web (Web
browser). Hién nay, trinh duyét théng dung nhat 1 1 Internet Explorer cua Microsoft, ngoai
ra con c6 Mozilla Firefox, Chrome ctia Google, Opera, Safari cua Apple ...

3.4.Trinh duyét web
3.4.1. Céac trinh duyét thong dung
Hién nay c6 rat nhiéu hang cung cap trinh duyét mién phi, nhung tuu trung lai cé

3 san pham théng dung sau:
v" Chrome
v’ Firefox
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v" Internet Explorer

3.4.2. Sir dung trinh duyét

Khi cai dat may tinh thi phan mém IE d4 dugc tich hop san,
bé khoi dong trinh duyét: Chon Start/ All Programs/ Internet Explorer.

o
°@|g http://www.google... 2 ~ & ||E Google | | # K Lt

Eile Edit Niew Favorites Tools Help

Truy cép Google nhanh hen. Thém Google vio trang bét dau. OK Khéng

+Ban Timkiém Hinhanh Tintbec Gmail Drive Lich Dich Anh Khac -

Google

Viét Nam

v
< >

Cac nut cong cu cho phép thuc hién cac thao tdc nhanh hon. Chirc ndng cua cac nut

trén thanh cong cu nhu sau:

Back: Tré vé trang trude do.

Forward: Hién thi trang ké tiép trong lich str duyét.

Stop: Ngung tai trang web hién hanh tir may chu.

Refresh: Tai lai ng1 dung trang Web hi¢n hanh.

Home: Hién thi trang home, dia chi trang nay dugc config theo mdi may khac nhau, 1a
website tu dong nap mdi khi khai dong IE.

Favorites: Danh sach nhirng trang Web ua thich.

New Tab: Thém mot Tab méi.

Address: Dung dé nhap dia chi cua trang Web mudn truy cap. Thanh dia chi ciing hién
1€n dia chi ctia trang Web hi¢n hanh. Ban c6 thé Click vao hop tha Xuéng dé chon dia chi
cua nhiing trang Web thuong truy cap.

Current Tab: Tab hién dang hién thi.

Tools: Chtra cac nhém cong cu cua Internet Explorer.

Trang thai nap : Dung dé hién thi tién trinh nap trang Web khi trang Web dang duoc
nap. Sau khi nap xong biéu twong nap s& dugc chuyén thanh biéu tuwong Internet
Explorer.

4+ Luwu ndi dung trang Web

Nguoi dung c6 thé luu nodi dung caa cac trang Web trén may cuc bo, sau do ta co

thé xem noi dung cua céc trang ndy ma khong can phai c6 két ndi Internet. Sau khi truy cap
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dén trang Web can luu ndi dung, chon Tools=>File>Save As, va chon vi tri ciing véi tén file
can luu.
4+ Luwu cac dia chi thwong dung
Chtric nang nay gitp nguoi dung luu dia chi cua cac trang Web thuong st dung,
gitip nguoi dung khéng can phai nhé chi ciia né. Sauk hi truy cap dén trang Web can luu dia
chi, Chon Favorites/ Add to Favorites, nhap tén cho dia chi muén luu->OK.

3.5.Tim kiém thong tin trén Internet

Tim kiém thong tin 13 hoat dong phd bién dbi v6i nguoi sir dung Internet. So véi
thong tin dugc luu tritr trén nhitng phuong tién khéc, thong tin dugc luu trir trén Internet
phong phu va tim kiém dé dang hon. Ngoai ra, két qua tim kiém dat dugc nhiéu hon so véi
viéc tim kiém thong tin duoc luu trit trén cac phuong tién khac. Day 1a diém manh nhung do6i
khi cling 1a diém yéu cua Internet vi khi tim duoc qua nhiéu thong tin lién quan dén thong tin
can tim, ta phai tén thoi gian dé loc lai nhimng thong tin phi hop.

Hién tai c6 nhiéu hing cung cép dich vu tim kiém khac nhau: google
(www.google.com), microsoft (www.bing.com), yahoo (www.yahoo.com)... Mdi hing cé
nhimng diém manh va diém yéu riéng, tuy nhién dan dau hién nay 13 www.google.com.

Nhéap thong tin muén tim vao hop van ban r6i nhdn Enter hodc Click vao nat 1énh
Google Search. Thong tin tim kiém thuong 1a cac tir khoa (Keyword) hoac mét cum tur dac
trung nhat. Viéc chon tir khoa chinh xac cho giup cho viéc tim kiém dé dang, nhanh chéng.

Q@|m http://www.google... 2 ~ ¢ ” E how to improve english - Ti... ‘ ‘ 1 * E’}

Eile Edit Yiew Favortes Tools Help

+Ban Timkiém Hinhanh Tintic Gmail Drive Lich Dich Anh Khac -

GO. ngﬁ’ how to improve english

Web Hinh anh Video Nhigu hon + Céc cdng cu tim kiém

How to improve your English skills - Learn English Free
www_learmnenglish de/improvepage_htm - Dich trang nay

Learn English Free - How to improve your English skills - Improve your Leamning
Skills.

70 ways to improve your English - Articles - UsingEnglish.com
www_usingenglish.com/__ /70-ways-to-impro.__ - Dich trang nay

cla Alex Case

x Start your own English language blog. Even for people who don't have to
write in English, writing can be a great way of properly learning the kind of
vocabulary ...

10 Simple Ways / Tips to Improve Your English | Malaysia Students v

winw malaveia-students ~omd MN-simnle-wave-ta-im - Nirh trann nav
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Chuy:
— Dit dau “ trude tir khoa dé yéu cau tim kiém chinh xac cum tir can tim (lién két
AND).
- Khong nén nhap vao nhing tir khoa c6 nd1 dung tong quat vi két qua tim kiém
s& rat nhiéu, thong tin dugc tra vé sé khong gan voi ndi dung mudn tim.

+ Tim kiém ning cao véi Google

Trong trudng hop mudn c6 két qua tim kiém gan vé6i thong tin dang tim, ta sit dung
chirc nang tim kiém nang cao cua Google (Advanced Search).

— Find results: Pit diéu kién cho két qua tim kiém.
—  With all of the Words: Két quéa tim kiém phai bao gdm tit ca cdc tir cdn tim
—  With the exact phase: Két qua tim kiém phai c¢6 chinh xac cum tir can tim.
— With at least one of the Word: Két qua tim kiém phai c6 it nhat mot trong nhiing tir
can tim
—  Without the Word: Két qua tim kiém khong chtra nhiing tir nay
Hién thi két qua tra vé: chon s két qua tra vé tur hop ké tha, mac nhién s¢€ tra vé 10
két qua néu tim dugc tir 10 trang Web tr¢ 1én.

Ngoai ra ta c¢6 thé dat thém diéu kién vao nhitng tuy chon khic nhu ngén ngir, thoi
gian, dinh dang, ...

3.6.Dich vu Email
+ Gidi thi¢u
Thu dién tr (Email) la phuong tién lién lac vo cung ti¢n loi trong thoi dai cong
nghé thong tin ngay nay. Str dung Email ta c6 thé trao doi thong tin voi ban beé, ddng nghiép
trén toan cau ma khong quan tdm dén viéc nguoi nhan ¢ dau.

bia chi Email (Email Address), goi tat 1a email, 1a mot dinh danh duy nhét trén
Internet cho phép ngudi st dung giao dich voi nhau. Cau trac mot dia chi Email: <Tén tai
khoan>@<Tén mién>. Tén mién: Tén cua may chi cung cap dich vu Email (Email Server),
tén tai khoan 1a tén duoc dang ky, dé phan bi¢t voi cac dia chi Email khéc ¢6 cung tén mién.

Vi dy: ttentt@yahoo.com; email@dntu.edu.vn; list@hotmail.com; ...

Mudn goi email thi ngudi diung phai c6 ndi két Internet (hodc ndi két vao Mail
Server. Khi ngudi A géi Email cho nguoi B, ndi dung thu s€ dugc luu trit tai Email Server.
Chi duy nhat ngudi B c6 thé dang nhap vao tai khoan ciia minh va doc tat ca Email goi cho
minh. Cé nhiéu cach dé lam viéc véi email: st dung Webbrowser dé sir dung Webmail (néu
nha cung cip email c6 dich vu ndy), hodc ding cong cu khac.

Webmail 1a hé théng cung cap cac dich vu Email thong qua mot Website. Nguoi ding
stt dung Webbrowser truy cip vao dia chi Website ctia nha cung cip dich vu, st dung tai
khoan Email da dugc cung cép dé sir dung cac dich vu Email. Mot s6 webmail thong dung:
www.gmail.com, www.hotmail.com, www.mail.yahoo.com... Cach st dung cac dich vu
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email ctia cac hang 16n gan nhu twong tu, do d6 trong gido trinh nay chi tap trung mo ta vé
dich vu email cia Google. Google tu dong hién thi ngén ngir theo ving truy xuat email, tirc
1a tiéng Viét, va cung cap nhiéu dich vu khac dua trén tai khoan email ma thé gi6i rat wa
chudng.

+ Ding ky tai khoan email

Mi dbi vi¥i Gmail? Hoan toan mién phi va thit d& dang.

DPé dang ky mot tai khoan Email méi: tir

Webmail (chang han, tir trang www.gmail.com), chon L el o J

muc Tao tai khoan.

Giéi thidu vé Gmail  Tinh nang mdit
Sau d6 dién cac thong tin vao biéu mau, va bim nit tao tai khoan.
Luu ¥ 13 gmail yéu cau ban phai c6 s6 dién thoai di dong dé goi ma xac nhan nhim
bao v€ nguodi dung.
Google tai khoan
Xac minh tai khoan cua ban

M3 xac minh cia ban di dwrec gl dénm
Méu ban khéng nhan dwoc thr, hdy thiv glvi lai.

Nhép mé cia ban

Bat dau str dung Gmail

Tén: I
Ho: I
Tén Diing nhap mong mudn: I {@gmail.com
Vi du: JSmith, John.Smith
kiém tra tinh kha dung! |

Chon mét khéu: I D)6 manh cila mat khiu-
Dai tdi thiéu 8 ky tu.
Nhap lai mat khu: |

I Duy tri trang thai ding nhap
I Bat Lich si¥ Web Tim hiéu thém

Céu hoéi Bao mét: [Chon mét cau hai ... =l
Né_u ban quén mat khéu caa ban ching téi s& yéu céu ban tra |&
higu thém

Tra 1&i: I

Email phuc héi: I

Bia chipéy QUqc s(¥ dung a8 wdc thie tai khoan clia ban khi ba
mét khau. Néu ban khéng cd mét dia chi email khac, ban co thé

thém
Vitri: | Viét Nam
Xac minh Tir: Nhap cac ky tw ban nhin thiy trong birc hinh dwéi day.

R) .

+ Sir dung email véi Webmail
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Sau khi da c6 tai khoan Email, trudc khi sit dung Email phai ddng nhap tur trang
www.gmail.com.

Céc email nhan duoc sé hién thi khi chon muc Thu.

Pé soan Email méi, chon nit Compose. Nhap ndi dung Email v6i cac muc nhu sau:
T6i (Email mét hay nhidu ngudi nhin -cach nhau bang déu ;); CC (Email ngudi déng nhén);
BCC (Email nguoi dong nhan nhung khong hién thi cho biét cing nhan Email voi hai nhom
Email ¢ trén); Cha dé (Subject -tiéu d& Email); Body (ndi dung Email);

Dé goi file dinh kém Email, chon nit Dinh kém. Sau dé chon file can géi di.

Chu y: sau khi sit dung Email xong, chiing ta phai Sign-out dé tranh viéc mét tai
khoan Email, b4o vé thong tin riéng tu.

+Tran Duy  Search Images Maps Play YouTube HNews Gmail Drive Calendar More -

Google o - |
Gma“ Y >4 c More ~

CauPast £ Frimary 22 Social % Promotions +

[ Inbox
Starred Vi, 1
Impertant Duyer
Chats Vorm
Sent Mad
= Tean,'
Res Tran Ouy -
Tran. |

Gi¥i bang diém Iép B113 .
To: ngudi nhan

To Dieu Pham

CC: nguoi dong kinh gti.

Tiéu dé th Cc  Tran Duy Thanh . i A
éu dé thu = TR BCC: giong CC nhung ngudi nhan
Bce hung nhat ~ A - X \ \:
? sé khong biét (trir nguoi BCC)
From Tran Duy Thanh <tranduythanh@dntu

Gi¥i bang diém 16p B113

oo cic om 4— | Noi dung thu guri

Pinh Pinh kém Chen Xoa thu

NGt gui dang font FILE hinh anh

ER: (ed~oa
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+ Sir dung email véi Outlook Express

Outlook Express 1a phin mém quan 1y Email cia 'J- - — - — 3

hang Microsoft Windows (tuong tu voi Thunderbird cua ‘
. Account Information

No account available. Add an e-mail account to er

- _] Modify settings for this account
=
&
Account

Settings ~

Add Account...
Add an e-mail account or other

connection,

Mozilla). Phan mém ndy cung cdp hau hét cac tinh ning can
thiét dé ngudi dung c6 thé quan 1y Email mot cach hiéu qua.
Outlook Express s& gitp giao tiép voi Email Server dé
chuyén-nhan Email véi mot sd tinh ning quan ly rat tién
dung. Khoi dong Outlook Express tir muc All Programs—>
Outlook Express.

-r‘-‘n Account Settings... L
&E, Add and remove accounts or change
“ existing connection settings.

Pé sir dung email v6i Oulook, dau tién chung ta phai khai béo tai khoan email cho
Outlook. Ttr menu Info, chon Add Account.

Sau d6 nhap thong tin email Anin Acraent Setug
Click Mext to connect to the mail server and automaticaly configure your account settings.

Thanh cong cu:

- New E-Mail: Soan Email mgi. @ ®meacsut
Your Name: |Aun |
Example: Ellen Adams

cho nguoi goi. E-mai Address: Opmilam |
. Example: sllen@contoss.com

- Reply: trd 161 Email dang mé

- Forward: Go1 Email nhan duoc

Password: .“" |
cho nhitng nguoi khac. Retype Password: | === |
Type the password your Intemmet service provider has given you.

~
R BES
I Home Send / Receive Folder View

B w28 S RS

New| New Delete Reply Reply Forward
E-mail tems" & Junk - ‘ All

New Delete

Respond

3.7.Dich vu Office Online

Phan mém online 13 céac ph?m mém thyuc thi tai cac may chu, va tra vé két qua cho
ngudi ding cudi. Office Online 1a mot trong cac phan mém online dugce cung cap mién phi,
cho phép nhiéu ngudi dung dong thdi soan thao mot vin bang, bang tinh, file trinh dién
online, 6 hoa.. va chia sé cho nhitng nguoi khac voi kha ning phan quyén giup bao vé
thong tin dugc toa ven. Office Online ngay cang tién dung va manh mé& khi cong nghé dién
toan dam may duoc cac hing 16n dau tu phat trién trong cac nim gan day. C6 nhiéu hing
cung cép Office Online nhu Mirosoft védi dich vu Officelive, Google vo1 Google Docs &
Spreadsheets, ThinkFree Online va Zoho Office Suite ... Trong tai liéu nay chi dé cap dén
dich vu ctia Google, 1a Google Docs (soan thao van ban -) & Spreadsheets (bang tinh) & dia
chi https://docs.google.com. Ban phai c6 tai khoan gmail dé dang nhdp va st dung dich vu
mién phi nay.
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Google docs

| Create newv| | Upload... | Documents v  Images & wvideos v More options v

8 Document

| Presentation

B Spreadsheet
Form

No

=]

@ Drawing
(@ .
items

Collection

Fromtemplate . fith me

Sau khi dang nhép, tir man hinh chinh cua googledoc, chon Create new, va chon tiép
Document (néu soan vin ban), Presentation (néu soan thao trinh dién), Spreadsheet (néu
soan thao bang tinh)...

Gmail Calendar Documents Photos Reader Web more v ymail.com | Satti
GDDglE docs  Untitled document & privatetoonlyr | Save now, | & Share |+

File Edit View Inset Format Tools Table Help
0w o Bl Normal text - Asial ~1pt~ B I U A~
- o@m Eic=E EF3E E-

.|...=...|...1...|...2...|...-g_...|...4...|...

Man hinh soan thao ciia googledoc véi chitc ning gidong nhu véi ban Office thong
thuong, do do cach sir dung hau nhu tuong tu, hoc vién tu tim hiéu.

Sau khi soan thao xong, ngudi dung c6 thé download file v& may minh bang cach st
dung menu File — Download as. Hodc c6 thé chia sé tai liéu nay cho nhiéu nguoi xac xem
hay ddng soan thao bang cach bdm nut Share va phan quyén.

Download as ® | CSV (current sheet)
= Save Ctl+S | HTML (current sheet)
Print Ctrl+p | Text (current sheet)
0 Excel
11 OpenOffice
12
1 PDF...
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3.8.Dich vu chia sé thong tin truc tuyén
Vi su phat trién ciia may chup anh sb, dién thoai chup anh, ngay nay hau nhu ngudi
nao cling co thé chup dugc anh moi luc moi noi. Cac anh sb nay co thé duoc upload 1én
internet, quan 1y theo ngdy thang, noi chup, va chia sé¢ cho nhiéu ngudi hodc chi don gian 1a
noi Iuu anh an toan cho chinh minh. Nhiéu dich vu cung cip chirc nang luu anh mién phi,
nhung thong dung nhét 13 dich vu Web Picasa cua google hd tro tiéng Viét va hé théng ban
d6 qudc té. DI nhién 13 ban phai c6 tai khoan cua google.

Truy xuét vao trang https://picasaweb.google.com, chon nut Tai 1én, nhap théng tin
vé album hinh, sau d6 tién hanh upload hinh. Véi giao dién tiéng Viét than thién, hoc vién tu

tim hiéu va stir dung churc nang quan ly — xem anh.

3.9.Dich vu Online Calendar

Ngay nay, toc do cong nghi€p yéu cau chung ta unipatmem teuas
phai sdap x€p va bo tri lich biéu, nghi nhd cic ngay l€, sy zemn 6w seuew  ewn  wes

kién quan trong, nhiac nhd cic cong viéc can lam.... [Gmd Cuew.

Thong thuong ngudi ta hay sit dung PDA (may trg giGp | *“=t4n | tniism

ca nhan nhu Palm) hay cac dong smart phone nhu Iphone, Bin dden

Windows phone, Adroid phone..). Tuy nhién, dich vu lich te | tameoem

truc tuyén 1a khong thé thiéu vi né ddng bo lich véi PAD, s

Smartphone, giup nguodi dung soan thao, xem lich moi lic

moi noi. Néu ban dang st dung smartphone thi khong thé Los nbc [Emer 2wl «
) . . . . . ;\ R ) [Cira sEedtin =] 10 [pit =] =

bo qua dich vu nay, va dung quén dong bd ca danh ba Thim 91 o

dién thoai dé khong bao gio bi mat danh ba ngay ca khi bi mét dién thoai.

Tai liéu nay chi d& cap dén dich vu Calendar cua Google. Pang nhdp vao tai khoan
gmail tr trang https://www.google.com/calendar

Ban c6 thé xem lich theo ngay, tuan, thang. Dé them su kién cho lich, click nat Tao
su kién, sau do nhap thong tin cho su kién: ti€u dé, dia diém, thoi gian, mo ta, 101 nhic. ..
Vi giao dién tiéng Viét than thién, hoc vién tu tim hiéu va st dung churc nang quan 1y lich
online.
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Nhap dé thém tiéu dé

2212011 13.00 afn 14:00 222011 Miigib
[ Cangdy I Laplai..
Chitiétsikign  Tim théi gian

Bia diém
Lich Bgmail.com =]
M& ta
&
Léinhéc [Email = 10 [phat 7] =
|Cira sd bt n =] 10 [phit =] =
Thiber léri nhie
Google lich Tim hoben trbn bch €62 161 14t i chon
k]
Tao sy kitn Hém nay llﬂiﬂtﬂ-"lql Thisi @dm:  th 3. 1 thiing hai, 08:30 - 05:30
ihing hei, 211 @0 e W0 N dong |
]z; : ; : : ; ; ;:M [P FprT———
T OB 9 M0 11 12 13 Tao sy kin | Chinh siva chi tét sur kidn =
14 15 16 17 18 19 20 e
323 2425 248 27
M 1 2 1 g ar.oe
I ] 2 1
Lich ciia 14 = '
s —

Chngibe o5 08
Whvllew | Cobi i
Lich khiic - =
Thimichciatasbk | 11:08
|_ L

3.10. Google Form ‘
Bat ctr doanh nghiép nao ciing can

nhitng y kién cua -khach hang de hOa} O N [e d OCS
dong va c6 hudng kinh doanh tot hon. bé 9/

c thé khao sat va lay y kién cua nguoi

dung théng qua cac phiéu khao sat thi rat 4 & &
kho khin va tén kém vé mat thoi gian va £ ‘ '

tién bac. Vi sy phat trién manh mé cia

cdng nghé théng tin hién nay, Google,Microsoft va rat nhiéu hang phan mém khac di dua
dén cho doanh nghiép mot cong cu hét sirc tién dung va tiét kiém thoi gian, tién bac nhung
lai mang lai hiéu qua cao cho cong viéc khao sat hay lay y kién tir khach hang. Véi Google
Form (Microsoft hay cac hing khac tuong tu) thi chi vai lan click chudt ban da tao ra dwoc
mét ban khao sat Online nhanh chéng, tién dung va khoa hoc gui dén khéach hang.
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+ Tao mot Google Form

Dé tao mot Google Form thi ban can phai c6 tai khoan google (Gmail) — néu chua c6
ban c6 thé tao m&i hoan toan mién phi.

Khi da co tai khoan Google, ban truy cap vao trang drive.google.com va dang nhap véi
thdng tin tai khoan caa minh.
Chon muc “Tao / MAu” nhu hinh bén dudi dé tién hanh tao Google Form:

Drive
Tao mot thu muc Online gitp ban phan

i loai, quan ly dit liéu t5t hon
| 4 - Thur muc i o
_ Tao mot tai liéu van ban (doc)
% Tai liéu
[ Tao mét tai liéu trinh chiéu
Ban trinh bay (Power Point)
Bang tinh Tao mot bang tinh Excel

Mau - Tao mot ban khao sat / dang ky

Online
n Ban vé

» Thiét ké ban khdo sat Online cua ban

Trudc khi thiét ké giao dién cho form cua minh. Ban can luu ¥ mét sb tdy chon sau cho
Form cta minh :
» Caidit bigu mau
¥ Yéu cdu dang nhdp BH Céng nghé Biéng Nai dé xem biéu mau nay
Tu déng thu thip tén nguai ding DH Céng nghé Déng Nai clia nguai tra 1éi

Hién thi thanh tién trinh & cudi trang biéu mau
Chi cho phép mét phan héi mdi nguai (yéu cdu dang nhép)

Xao trat tu cdu hdi

e Yéu cau diang nhap (DH Cong Nghé Dong Nai) dé xem biéu miu nay: Nguoi nhan s&
dugc yéu cau ding nhap tai khoan Google doanh nghiép/to chtc cua ban dé tra loi
form.(Ban phai sir dung tai khoan cua doanh nghiép/té chirc ciia minh dé tao form) ->

Chi khao sat trong noi bo.
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e Tu dong thu thap tén nguoi dung (PH Cong Nghé Pong Nai) cuia ngudi ding: Google
s& thu thap tén ngudi tra 151 form theo té chire cua ban.

e Hién thi thanh tién trinh & cudi trang biéu mau: Hién thi % ngui tra 161 da hoan thanh
form.

e Chi cho phép mét phan hoi mdi nguoi (yéu cau ding nhap): chi cho phép ngudi tra 10i
giri form 1 1an — Google s& bat budc ngudi tra 1oi ding nhap (tai khoan google) trugc
khi tra loi form.

e X4o trat tu cAu hoi: Cau hoi s& dao 1on ngau nhién khdng theo trat tu ban thiét ké

form.

Giao di¢n chinh ciia man hinh thiét ké Google Form:

Trang 1/1

Phiéu Pang Ky Hoc Tin Hoc A/B

. : DN
Tiéu de Cau hadi ‘ Ma S& Sinh Vién|
Van ban Tro gidp Nhap M3 S& Sinh Vién Cia ban
Loai Cau hai Van ban «
Cau tra lai

» Cai dat ndng cao
Céau hdi bét budc

Thém myc =

Google Form cung cip cho ban nhiéu loai cau tra loi dé gip ban khao sat d& dang
hon: vin ban, van ban cua doan vin (doan vin ban), nhiéu lya chon, hop kiém, chon tir danh

sach, ngay.......
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Loai Cau hdi \Van ban

VVan ban cla doan van

Whiéu Iua chon

"""""""""""" Hap kiém
» Cai dat nang cao . .
Chaon tir danh sach

Lurvi
Thém muc Ngay

Thai gian

e Vin ban: Cho phép ngudi tra loi nhap vao 1 doan van ban ngan (vi du: ho tén, mssv,

16p,....)

Tiéu dé& Cau hdi Ma S6 Sinh Vién

Van ban Tro gidp Nhap M& Sé Sinh Vién Cia ban
Loai Cau hdi Vin ban -

» Cai dat nang cao
Cau héi bat budc

e Vin ban ciia doan: Cho phép nhap vao 1 doan vin ban (vi du: phan hoi cua khach
hang vé san pham....) — bén canh do ban con c6 thé thiét 1ap s6 ky tu téi thiéu (t6i da)
cho cau tra 16i théng qua phan xéc thyc dit liéu.

\ : : || D|
Tiéu de Cau hai ‘ Y kign cia ban dai voi 'ITI'H| |

Van ban Tro gidp

Loai Cau hdi Van ban cia doan vin -

~ Cai dat ndng cao

Xac thuc dif liéu

- -

Cau héi bat bude
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e Nhiéu lya chon: Cho phép dua ra nhiéu lya chon trong Form (nguoi ding chi dugc
chon duy nhat 1 gia tri ) (Radio button)
Tiéu dé& Cau hdi Ban muén hoc méy ngay / tudn
Van ban Tro giap

Loai Céu hai Nhiéu lwa chon ~ Bi t&i trang dira trén cdu tra 16

1 ngay
2 ngay
3 ngay

hodc Thém "Khac"

» Cai dat ndng cao

Cau héi bt budc

e Haop kiém: twong ty nhu radio button, nhung ngudi ding c6 thé chon nhiéu gia tri

dong thoi. (Check box)
7’

Tiéu d& Céu hai | Chon mén hoc dang ky|

Van ban Tro gidp
Loai Cau hai Hép kiém
Tin Hoc A

Tin Hoc B

hodc Thém "Khac"

» Cai dat nang cao

T e

e Chon tir danh sach: twong ty nhu radio button, chi khac & phan giao dién hién thi
(ngudi dung bam vao mii tén s& hién thi mot danh sach dé lya chon) (Combo box)

Trang 212



Ths. Tran Duy Thanh(thanhtd@uel.edu.vn) Giéao trinh Office 2013 nang cao

’

Tiudé Cauhsi | [CTNTE |

Van ban Try gidp

Loai Céu hdi Chen tir danh sach = Bi t&i trang dwra trén cdu tra 1o

1. BH Céng Nghé Bdng Mai

2 Co S&1

[¥%]

Co 5& 2

» Cai dat ndng cao
Céu hdi bat budc
Trén ddy la cdc ¢éng cu co ban, hoc Vién t tim hiéu thém mét sé cong cu con lai.

4+ Hoan thanh Google form va chia sé:

> Xem lgi Form truoc khi gui
Sau khi thiét ké giao dién form xong, dé xem form (¢ giao dién nguoi dung) nhu thé

nao, d hop 1y chua thi google cung cap cho ngudi tao form chirc nang xem biéu mau truc

tiép.
Tir thanh cdng cu ban chon “xem biéu mau truc tiép” nhu hinh:
[ T [
, . _ z Mo ' —_— T .
utrd i (0) Coéngcu  Tiénich bo sung  Tro gidp at ca thay doi da Iwu trong Drive

cha d&é [ Xem céu tra lixi g Xem bigu mau treec tiép

Ban muén hoc méy ngay / tudn
1 ngay
2 ngay
3 ngay

Google Form sé hién th; ¢ giao dién nguoi diing cho ban xem thiz :
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Phiéu bang Ky Hoc Tin Hoc A/B

Ma S6 Sinh Vién
Nhap M3 S8 Sinh Vién Cla ban

Ho va Tén
Ldp

Y ki&n cua ban déi véi TTTH

Ban mudn hoc may ngay / tuan

1 ngay
2 ngay

3 ngay
> Hoan tdt va chia sé Google Form

Sau khi thiét ké giao dién cho form xong, ban c6 thé chon cac tly chon (néu muén)
sau d6 bam bam giri biéu mau dé két thlic qua trinh tao Form.

Trang xac nhan
Céu tra I&i cla ban da duoc ghi lai.

v Hién thi lién két dé giri cdu tra 161 khac
Xudt ban va hién thi lién két céng khai dén két qua cta biéu mau ?

Cho phép ngudi trd & chinh sira céu trd 161 sau khi gl

Guri Form khao sat cho ngudi dung/ khach hang. ...
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o Gui link tryc tiép
GUri bieu mau

Lién két dé chia sé

‘ 01100, gliforms/kqUIVE LBV ‘ Nhiing

Chia sé lién két qua m n E Chia s¢ [en mang xa hoi
-

Guri qua Email

Gri biéu mau qua email:

+ Mhap tén, dia chi email hodc nham...

Ban mudn méi ngudi chinh sira khac vao biéu mau nay? Thém cing
fac vien.

Két thic qua trinh tao Form

> Xem cau trd loi

Sau khi nguoi dung/ khach hang tra 161 khao sat xong, Google s€ tu dong Iuu lai
thanh mot file Excel cho ban dé dang quan ly.
Tur giao dién thiét ké form, ban cé thé chon xem cau trd loi truc tiép :

- Ut -

, . . :  Wau . . . ,
utrd 1&i (0) Cdngcu Tiénich bd sung  Tro gidp at ca thay dbi da lwu trong Drive

dha dé [ Xem cdu i3 1&i g Xem bifu mau trwc tiép

Ban muén hoc méy ngay / tudn
1 ngay
2 ngay
3 ngay

Hodgc vao Google Drive cia ban mé file (Excel) théng ké cau tra loi ciia Form twong vng:
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Hay thtr Drive mail

Chadng t6i s& lam viéc tich cuc dé tao ra mat tréi nghiém don gidn, nhanh chong va twoi méi cho ban.

Drive cla tHi

TIEU BE

CHU sC HU

sira 01 LAN cudl

L. backdrop.pdf Bwoc chiasé tai 08 thg 10
p-p g
Dang Ky MOS tai 22thg 1 5
Dang Ky MOS (Cau tra 1&i) Buroc chia sé tai 22 thg 1 Duong Minh Luc
Danh Sach Dang Ky ERP tai 10thg 1
Danh Sach Dang Ky ERP (Cau tra |&i) fwoc chia sé tdi 10thg 1
Phiéu Bang Ky Hoc Tin Hoc A/B tdi 18:33 14
Phiéu Ding Ky Hoc Tin Hoc A/B (Cau tra |oi) téi 18:33 nguéi ding khéing x:
$ SpeakingEHForChild.rar Swoc chia sé téi 15 thg 11 1
I Thobai ndf Fuee chis o2 A N& the 10 .

Giao di¢n thong ké cau tra loi khdo sat:

4. AN TOAN THONG TIN

&5 P

Phiéu Ding Ky Hoc Tin Hoc A/B (Cau tré 1&) | ]
Tép Chinhsira Xem Chén BDinhdang D liéu Céngcu Bidumdiu Tiénich bdsung Tro gitp

4 % .0 .00 123~ Al > 10

Dau thei gian

A B c

Dau theri gian Ima S Sinh Vién Ho va Tén

- B I s AL ®.-H- E-1-5 cocBMYVY-2Z- &-

D E F
Lep Y kién ciia ban di véi TTTH

Chinh stra l&n cudi duoc thuc hign cach day 3 gic bdi &n danh

Ban mudn hoc méy ngay Chon mén hoc déng kj  Chon noi hoe

Phan nay s& trinh bay cach bao vé may tinh, chang han nhu: Thiét 1ap mat khau cho
may tinh, ma hoa dir liéu bang Bitlocker, cach nén tap tin véi mat khau va cudi cung 1 virus
méy tinh.

> Thiét 1ap mat khau cho may tinh

Viéc thiét 1ap mat khau cho may tinh 1a vo ciing quan trong, né bao vé dix liéu ca nhan
cua nguoi st dung, dac biét la nhirng dir liéu nhay cam.
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