21 meo cho bd san pham Google Docs

Quan tri mang - Néu chua biét nhiéu vé Google Docs thi
c6 I& ban nén thir dung bd san pham nay. Day la bd san

pham lam viéc hoan toan bén trong ctra so trinh duyét, tuy
c6 hoi cham hon cac bd san pham chay trén may tram cuc
bd nhwng bd san pham nay c6 rat nhiéu céng cu hitu dung

va duoc cung cdp mién phi.

Khong gidng nhu cac phat hanh phan mém danh cho may
tram nhu Microsoft Office, bd san pham cla Microsoft
thuong nhan dugc nang cdp toan dién sau chu ky vai nam
mot lan, doi voi Google Docs, nhitng thay doi cla san
pham nay xuat hién mot cach lién tuc. Cac add-on cla
Google xudt hién mot cach lién tuc tr Google Labs va tlr
Google Apps Marketplace.

C6 rat nhiéu bi an ma c6 I€ rat nhiéu ngudi chua biét hét vé
nhitng gi nam bén dwdi Google Docs. C6 I& do digu do ma
trong bai nay ching téi mudn gidi thiéu cho cac ban 21
meo it dwoc biét dén trong cac phan mém trinh dién, xt Iy

van ban, hay trang bang tinh,...



Trwdc khi bat dau cac ban can phai lwu y rang cac san
pham clia Google Docs lam viéc tot nhat trén trinh duyét
Chrome clia Google hoac Firefox clia Mozilla. Kha nang
hoat dong clia cac san pham trong bd san pham nay bi han
ché dbéi chut trong trinh duyét Internet Explorer cla

Microsoft.

1. Thwc hién tim kiém trong Does va Gmail cung nhau

saved spreadsheet (it Pr.a’i onlyto

8 MM
Fotmat Fotm Tools Help CAS dollar
Amh dinar
k 123» IOpl- B W& w IB * m

% dollar
Normal i dong
€ auto
1.000 Rounded EGP Egypﬁan pouna
1.000 12 20eomals n foont
Customised Decimals Ft franc
* Kong ooltai
(1 000) FMncial rotimled HK Mooq Kong .I
. \ pn hrywnia
(1.00012) ~ Fnanca i e
101E+03 Soentrflc ke *ena
£1.000 Cunency Kn tuna
tab

£1.000 12 Currency Ls _
] lei »al nox

More currencies >

ne lav
10% Pitc*nt fo-jixJed L lira
*
10 12% Parcant u Ida
YTL na* Ira
26/09/2008 Dote PUP pavo
15 59 00 Time c pound
26/09vV2008 15.59 00 Datetra RS ra?l
24 01 00 Hour» p mbia
Rs rupaa

More formats 4 .
Rp rupiah
Plain text 0 Snafcal
M NT$ naw Tai*an dollar
w won

¥ >n yuan



Nguoi dung cé thé lam viéc voi nhiéu ki€u ngoai té trong
cling mot trang bang tinh bang cach kich nat More
Formats trén thanh cong cu. Tuy nhién c6 mét diéu ma ban
sé chac chan cam thay tha vi hon 1a néu co thé thuc hién
hanh dong tim kiém trén cd Gmail va cac tai liéu Google
cla ban cung mot thoi diém. Cau tra 16i & day la hoan toan
c6 thé, Gmail Labs cung cdp mot cach cho phép thuc hién
diéu do6. Dé vao dugc Labs tu’Gmail, kich Settings & phan

bén phai phia trén man hinh, sau d6 kich vao lién két Labs.

Tim ki€ém muc Apps Search; & day, kich Enable, sau do
kich nat Save Changes ¢ phia trén hodc phia duw¢i danh
sach. T lic nay tré vé sau, bat ctr tim kiém nao thuc hién
motyéu cau tim kiém bén trong Gmail, tim kiém nay sé déu
duoc thuc hién doi voi tat ca cac tai liéu cla ban, cac két
qua co trong tai liéu sé xuat hién bén du@i cac két qua
Gmail.

2. Lam viéc vaéi nhiéu loai ngoai té trong mot trang bang
tinh

De thiét 1ap mot dinh dang ngoai té co ban cho mot trang

bang tinh, kich File sau do la Spreadsheet Settings. Thay



doi thiét 1ap Locale phu hop véi nuéc lién quan (cho vi du
nhu My sir dung dola).

Khodng quan tam dén thiét lap Locale duwgc chon, ban c6 thé
danh dau cac 6 hodac mot dai 6 sé duoc dinh dang dwéi mot
ki€u tién té khac. Dé thuc hién diéu nay, danh ddu céac 6 doé
va kich nat More Formats trén thanh cong cu (né la nut co
ghi “123”). Sau d6 tim dén menu More Currencies va chon
ki€u ngoai té.

3. Tao ban vé bén trong trinh dién

Trong khi tao mot trinh dién, ban khéng can chuyén sang
mot thanh phan vé riéng dé tao ban phac thdo ma thay vi do
kich Insert sau d6 la Drawing. Cac 1énh nay s& m& ra mot
giao dién cho phép vé trong mot clra s6 ndi. Khi két thuc,
kich Save va Close dé chen ban vé vao trinh dién, noi ban

c6 thé dinh vi cling nhu kich thuéc lai no.

4. Pat ¢ dinh anh vao mét vi tri nao dé

Position: Inine *Fixed

CO thé dat co dinh cac blc anh vao mot vi tri nao do bén



trong céc tai liéu va phan van ban phai hién thi xung quanh
ching. Mac dinh, bd x& ly van ban ctia Google Docs chen
cac anh theo cach chdng di chuyén véi van ban; sw sap xép
nay dugc biét dén nhuw ki€u dinh vi theo dong. Dé dat cling
mot anh vao trang nao d6 nham cho no ton tai vinh vién du
phan védn ban cé thay doi dau tién chon anh va sau d6 &
phan dudi kich Fixed, chi c6 mot cach dé di chuyén bic
anh la kich vao kéo né.

5. Backup mdt cach nhanh chdng tat ca céac tai liéu
Offline

Néu thich luu tat cd tai liéu cé trén may chu clia Google
vao 0 clrng cuc bd trén may tinh cia minh, hay di chuyén
chuét qua file trong danh sach file trong Google Docs. Tiép

dén, chon Actions va chon Download trong menu xuét hién.

Trong hop thoai xudt hién, kich tab All Items. Ban s& thay
moi kidu s& ¢6 nhidu muc cé thé download:; néu thich mot
muc nao dé, hdy c6 thé kich nat Download. Céc file sé

duwoc download nam trong mot file .zip.



