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KY NANG SU DUNG CONG NGHE THONG TIN

1. K¥ nang tra ctru tai liéu

1.1. Cac Thuat ngir:

1.1.1. Tén mién (Domain name) :

Pé quan 1y cac may dit tai nhimg vi tri vat 1y khac nhau trén hé thong mang
nhung thudc cung mét to6 chure, cung linh vuc hoat dong... nguoi ta nhom cac may nay
vao mot tén mién (domain).

Cac mién thong dung -

com : Céc to chirc, cong ty thuong mai.
org: Cac to chtrc phi lgi nhuan.
net: Cac trung tm ho trg vé mang
edu: Cac to chire gido duc.
gov: Cac to chtrc thudc chinh phu
mil :  Cac to churc quan su.
int:  Cac to chirc dugc thanh 1ap bdi cac hiép udc quoc te.
Ngoai ra, mdi qubc gia con c6 mot mién gém hai ky tw. Vi du : vn ( Viét
Nam), us (M¥), ca (Canada)...
1.1.2. Trang web (Webpage) :

Trang web thuc chat 13 mét tap tin chwong trinh dwoc lap trinh bing ngén ngi
html (hyper text markup language), tam goi 1a tap tin html. Tép tin html c6 duoi .htm
hodc .html. Ching c6 kha ning nhiing hoic lién két véi nhiéu tap tin khac thudc nhiéu
chung loai khac nhau nhu tap tin anh, video, &m thanh, text,... ké ca tap tin html khac.

1.1.3. Website :
Noi chira cac trang web ctia mot t6 chirc hodc cac nhan.
1.1.4. Homepage :

Trang web dau tién cia mot Website hodc trang web xudt hién dau tién khi khoi
dong trinh duyét.

1.2. K§ Ning Can Thiét Khi Tim Kiém Thong Tin:

1.2.1. Xac dinh muc dich sir dung thong tin:

Két qua thong tin nhan dugc thuong rat 16n nén gdy mat tap trung cho su chon
Iwa. Vi vy, can xac dinh muc tiéu tong quat khi tim tin. Mot tim kiém théng tin theo
dién rong sé tim dugc mdt lwgng 16n thong tin hon tim theo chiéu sau. Mot cudc tim
kiém thong tin theo chiéu siu s& tim duoc thong tin sat voi chu dé hon, mic du sd
lugng thong tin s€ it hon.

1.2.2. Chudn bi cac tir khoa cdn tim



Khai niém tur khoa : Tt khoa 1a mdt tr hodc cum tir dugc rat trong tén chu dé
hodc chinh van tai li€éu, n6 phan d4nh mdt ph?m ndi dung hodc toan bd ndi dung cua chu
dé hodc tai liéu d6. Sau khi gd tir khoa vao va tim kiém thi mot loat két qua s& hién ra.
Mdi két qua 1a mot duong link dén trang web c6 chira tir khoa hodc chii d& ma ban
dang mudn tim. Viéc ban can lam lic nay 12 xem xét két qua ma chirc nang tim kiém
dua ra:

- N€u c6 qua nhicu két qua, quay lai va go thém tur vao 6 tim kiém.

- Néu c6 qua it két qua, thu hep/ x6a bot mot sb tir trong 6 tim kiém hodc tim tir
khac thay thé.

- Ban ciing nén thir xem qua nhitng két qua dau tién. Néu nhiing trang d6 chua
hiru ich 1am, thir quay lai va dung tir tim kiém khac.

1.2.3. St dung muc tim kiém nang cao cia chirc ning tim kiém

Vi du: Ban dang muén tim tai liéu chuyén nganh ké toan thi tir khoa ¢ day 1a "tai
liéu vé chuyén nganh ké toan", ban co6 thé chon tr hay cum tur dong nghia nhu voi tir
khoa d6 nhu "tai liéu vé chuyén nganh ké toan".

- Cho ma cac tir khoa duoc tim théy. Vi du: & tiéu dé, & doan thtr nhat, hay & doan

ma.

- Ngén ngit dé tim kiém. Day 1a mot chi tiét dang luu ¥ vi néu ban mudn tim tai
liéu bang tiéng Viét thi ban nén chuan bi mot bo g tiéng Viét nhu Vietkey hay Unikey
dé c6 thé gb nhitng tir khéa ma ban muén tim bang tiéng Viét, khi d6 két qua do tim s&
chinh x4c hon nhiéu.

- Cac trang web bao gém cac file hinh anh, video, MP3/nhac, ActiveX, JAVA...)
- Thoi gian cac trang web duoc xay dung hodc bd sung thong tin méi.

1.2.4. Theo d&i qua trinh tim kiém:

- Li¢t ké nhiing trang ban da xem qua, thoi gian xem.

- Xem cac trang web, dic biét 1a dia diém va ngay ban tim thay.

1.2.5. Thao tac tdi va luu thong tin sau khi ban da tim dwec:

Néu Iuu van ban (file text, htm) : vao File — Save as (chon cac kiéu lru vin ban).
- Néu luu file (.doc,.pdf, .exe) : Nhip chudt vao file can tai, sau d6 luu.

- Ngoai ra, ban c6 thé dung nhiing cong cu tai thong tin. Trén Internet hién nay c6
kha nhi€u cong cu ho trg tdi (download) file kha hi¢u qua nhu: Get right, Mass
download, Internet Download Manager, Flashget, Gigaget... 1a nhitng cong cu tai file
hay Teleport, Webcopyer...l1a nhiing cong cu tai web.

1.3. Tim kiém tai liéu & dau?

1.3.1. DUng trang web thuéc linh viwe dang quan tdm ma ban da biét.



Internet hién nay rat pho bién, c6 thé néi rat dé dung ngay ca déi tuong 1a tré em.
Vi vay, thoi quen st dung web vé linh nao dé thi chinh ban 1a nguoi hi€u hon ai hét.
Vay ban m¢ trang quen thudc ay dé tim tin, it ra cling khong mat nhiéu thoi gian tim
kiém.

1.3.2. DUng website c6 nhiéu lién két véi trang khac.

C6 thé mo trang web bt ky, nhirng trang nay c6 thé ban chwa timg duyét qua
nhung ban dd nghe noi théng qua phuong tién sach, bao, dai, ban be...v.v. Thong
thuong cac trang web déu co 1ién két voi cac dia chi web khac.

Vidu :

http://home.vnn.vn

http://www.hcm.fpt.vn

http://hocmai.vn

Thong qua cac trang web nay ban s€ tim dugc trang web can thiét.

1.3.3. Dung website cdng cu do tim c6 o Viét Nam

Sy ra doi cac cong cu do tim la rat hitu ich cho nguoi dung Internet. Cac trang
nay dugc vi nhu “danh ba” dé tim dia chi, tén nguoi, ndi dung trang...v.v... néi chung
tim moi thir ma cac trang web khac dua 1€n hoac ty n6 tim dén.

Vidu:

http://xalo.vn/

http://panvietnam.com

http://www.google.com.vn/
http://vn.yahoo.com/

T nhitng budc so lugc trén cac ban di c6 thé tim kiém thong tin
trén_Internet mot cach dé dang roi d6. Con cho gi nira, ban hay bt tay tmg dung nhiing
phuong phap trén dé tim nhiing tai liéu nghién ctru cho minh di, két qua thu duoc s&
khong 1am ban that vong dau.

2. K¥ ning thiét ké Powerpoint

2.1. Kién thirc co ban vé bai thuyét trinh
2.1.1. Khéi niém bai thuyét trinh

2.1.1.1. Khai niém

Thuyét trinh I su trinh bay nhiing nhan dinh, quan diém, chién lugc, kién thirc
chuyén mon...nham thuyet phuc khan gia chap thuén, dong tinh véi nhiing chu de va
thong tin dugc nghe. Nhu vay, thuyét trinh 14 qua trinh truyén dat thong tin nham dat
dugc cac muc ti€u cu thé: hi€u, tao dung quan hé va thyc hién.

2.1.1.2. Céc yéu té anh hwéng dén chat lwong thuyét trinh

Chudn bi khéong chu ddo:


http://vnpthcmc.vn/index.php/en/bang-gia/bang-gia-internet-adsl-megavnn/item/506-khuyen-mai-mien-phi-lap-dat-internet-cap-dong-gia-sieu-re

Su chuan bi khong chi 12 v& ndi dung ma con phai c¢6 su chudn bi vé tam 1y. Dé
tranh duogc tinh trang nay, khong nén chu quan ma can phai c¢6 sy chuan bi trudc cang
chu ddo cang tot. Chuan bi cang k¥ thi ti 1€ thanh cong ctia buoi thuyét trinh cang cao.

Khong danh gia dung khan gia:

Khan gia 1a yéu t6 quan trong anh hudng dén sy thanh cong cua bai thuyét trinh.
Neéu nguoi thuyét trinh khong tim hi€u thong tin, dac diém cua khan gia nhu: gidi tinh,
tang 16p, trinh dg, nghé nghiép,...thi s€ khong xac dinh dugc phuong phap tac dong
phu hop.

Thiéu tw tin:

Thong thudng, da sb chung ta déu cam thiy bdi rdi, cing thang trude khi thuyét
trinh. Pay chinh 13 co ché tir vé clia co thé nén chung ta khong can qua lo ling. C6 khi,
chinh su cing thang nay lai gitip cho chung ta nd lyc nhiéu hon khi thuyét trinh va gop
phan ning cao hiéu qua cua bai thuyét trinh. Tuy nhién, néu khong biét kiém soét, ché
ngu su lo léng thi né c6 thé tac dong tiéu cuc dén bai thuyét trinh.

2.1.1.3. Mot so chi din dé tao nén mot bai thuyét trinh tot

Bai thuyét trinh t6t can c6: Noi dung, ciu tric, tong thé va yéu td con nguoi.

Chuén bi cho bai thuyét trinh

Noi dung: Can nhiéu thoi gian dé nghién cau k§ vé cha dé, dé tai va phat trién
thanh cac y tuong.

Cich t6 chikc: Sap xép cac ¥ tuong vao cac phan ma bai, than bai, két luan mot
cach logic.

Tab ghi cha: Lam cac tdm card ghi cht nhitng y chinh s€ noi trong bai djén van.
Chung sé giup ban nha lai nhanh chong cac y chinh ma khéng can phai doc nhicu.

Thwe hanh: Can phai thuc tap nhiéu lan trude ngay thuyét trinh dé bai thuyét
trinh thanh céng va hiéu qua.

2.1.2. Céc buéc co ban dé tao mot bai thuyét trinh
- Xac dinh muc tiéu thuyét trinh.
- Thiét ké, bién tap ndi dung cac trang cua bai thuyét trinh.
- Luu va xuét ban (publish) ndi dung bai thuyét trinh.

- Thuyc hién viéc thuyét trinh béng mot cong cu trinh chiéu.



2.2. St dung phan mém Microsoft PowerPoint

2.2.1. Céc thao téc tao trinh chiéu co ban

2.2.1.1. Giéi thiéu Microsoft PowerPoint

Microsoft Powerpoint 2019 hd trg nguoi dung tao nén cac bai thuyét trinh sinh
dong va 161 cuon.

Giao dién Powerpoint 2019 duoc phét trién tir phién ban 2007 voi cac Ribbon s&
mang lai nhiéu tién loi va véi nhiéu tinh ning méi gitp tao nén bai thuyét trinh sinh
dong, hap dan va truc quan mét cach nhanh chong.

2.2.1.2. Tao mét bai thuyét trinh co ban
Tao mot bai thuyét trinh rdng: Vao tab File & New = Blank presentation
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Search for online templates and themes pel

Suggested searches:  Presentations Education Business Themes Charts Diagrams Infographics

Get started
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Hinh 5.1. Mt s6 Sample templates

Tao bai thuyét trinh tir miu c6 sin: vao tab File & New = Chon mot mau thiét
ké tir danh sach bén dudi va xem hinh minh hoa phia bén phai ctra so.
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Hinh 5.2. Mot s6 Sample templates

2.2.1.3. Céac thao tac trén slide

Khi tao moi bai thuyét trinh, PowerPoint chén sin slide twa dé& v6i hai hop van
ban trong goi 1a cac placeholder. Day la cac placeholder dung dé nhap van ban. Ngoai
ra, PowerPoint con c6 nhiéu loai placeholder khac dé chén hinh anh, SmartArt, bang
biéu, d thi,...
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Hinh 5.3. Slide tua dé bai thuyét trinh véi hai placeholder



C6 nhiéu kiéu bd tri cac placeholder trén slide ma PowerPoint xay dung sin dugc
goi la cac Layout. Tuy theo ndi dung can xay dung cho slide ma banchon kiéu Layout

phu hop.
Office Theme

------------------------- m“mm“““““;‘{;
Title Slide Title and Content Section Header
e .:::::::::::.’:%::::::::3 """""""""""""""

Two Content Comparisoen Title Only

Blank Content with Picture with
Caption Caption

Hinh 5.4. Cdc kiéu layout ciia slide
Chén slide moi:

- Chon tab Slides trong ché d6 Normal View va nhép chudt vao dudi slide dau
tién do PowerPoint tu tao ra khi chung ta tao bai thuyét trinh méi1. Khi do,
chung ta s& thiy mot duong nam ngang nhip nhdy cho biét d6 1a vi tri ma
slide mo1 s€ duoc chén vao.

- Vao tab Home chon nhom Slides
- Chon ntt New Slide, hop chira cac kiéu layout xuat hién

- Chon mdt kiéu layout, slide mo1 s€ dugc chen vao bai thuyét trinh theo kiéu
layout vira chon.



I:l Layout - .
A
"] Reset
New ) I U § abe &V . Aa aly
Slide~ [ Section~ -
Office Theme
““““““ ‘* "1
[t ' M P :
Title Slide Title and Content = Section Header
frnmnarasnann . i i
: 3 -
H = H i f
3
............. S
Two Content Comparison Title Only
, ...........
Blank Content with Picture with
Caption Caption

3] Duplicate Selected Slides
F[j Shides from Qutline...
=) Reuze Slides...

Hinh 5.5. Chen slide
Sao chép slide (nhan ban)

canh

- Chon Duplicate Slide tir danh sach 1€nh

Trong ché d6 Normal View, chon cac slide trong tab Slides mudn sao chép

Nhip phai chudt 1én mét trong sb cac slide dang chon dé m¢ thuc don ngir
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Hinh 5.6. Sao chép slide

Thay ddi layout cho slide:
- Trong ché @6 Normal View, chon cac slide trong tab Slides mudn sao chép
- Chon slide can thay dbi layout
- Vao tab Home | nhom Slides | chon nat Layout

- Chon kiéu layout méi cho slide
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