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GIOI THIEU BO UNG DUNG VAN PHONG

SU DUNG MICROSOFTWORD SOAN THAO VAN BAN
KY THUAT GO BAN PHIM

CHIA SE VA CAI BAT THONG SO TRONG MSWORD
DINH DANG VAN BAN

TRON THU

IN AN VAN BAN.

GIOT THIEU PHAN MEM XU LY BANG TINH

SU DUNG MS EXCEL DE TAO BANG TINH

PO THI VA IN AN BANG TINH

GIOT THIEU UNG DUNG TRINH CHIEU

SU DUNG MS POWERPOINT BE TRINH CHIEU
GIOT THIEU CAC UNG DUNG VAN PHONG KHAC
TIM KIEM THONG TIN TREN INTERNET

SU DUNG E-MAIL TREN OUTLOOK EXPRESS

HOI THOAI INTERNET
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TRUGNG CAD BANG NGHE

_ Bai 1: GIOT THIEU
BO UNG DUNG VAN PHONG

Biét cac irng dung trong cong viéc van phong, lua chon rng dung cho cdng viéc
cu thé.

+ Gidi thiéu i'ng dung Microsoft Office
+ Gidi thiéu i'ng dung OpenOffice

Microsoft Office System products CD

Office Enterprise 2003
Office FrontPage 2003
Office OneNote 2003

Office Project Standard 2003

Office Project Professional 2003

Office Publisher 2003

Office Visio Professional 2003
Office Access 2003 DE

VST for Office System 2003

Office OutLook 2003
Browse This CD

Building on tools already familiar to
Office users, the Microscft Office
System includes servers, services,
programs, and salutions to help you
connect people and organizations to
infarmation, business processes,
and each other,
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Create a new document
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6@1 Presentation Drawing

2y 3
E Database Templates...

Open a documnent...




splace MUC TIEU BAI HOC

TRUGING GAD DANG NGHE

4+ Hiéu va phén biét dugc cac 'ng dung clia cdng viéc vén phong
+ Lua chon Ung dung phu hgp cho cong viéc
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<
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Sﬁ% THIEU UNG DUNG MICROSOFT OFFICE

TRUGNG CAD BANG NGHE

Tong quan vé cac irng dung cua bd Microsoft Office, chirc ndng ciia mét sé irng
dung thudng dung.

+ Cac phién ban:

¢ La san pham cla cong ty Microsoft

¢ San pham dang tra phi, chiém ti Ié ngudi dung da so:
¢ 1995: Microsoft Office 95
€ 1999: Microsoft Office 2000
€ 2002: Microsoft Office XP ‘
$2003: Microsoft Office 2003 [y o~ &>
€ 2006: Microsoft Office 2007 '
$2009: Microsoft Ofice 2010 (%o %o &

e C_ R
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[TRUGNG CAD DANG NGHE

[Bié’t cac rng dung trong bo Microsoft Office dung trong cong viéc gi. ]

4+ Microsoft Office Word

& Ung dung rat hiéu qua cho viéc soan thdo, dinh dang, chinh sira vin
ban va in an nhirng van ban hanh chinh, tai li€éu giang day,...

@ Document] - Microsoft Word

’ = - = oﬂ A0 = Documents - Microsoft Word S — 3o
:& m w Insert FWM Io* T‘.* W u.b x . y Hom Insert Fage Layout Reterences Mallings Review w
JJHE’!%IJ.&I?“PAROWU-- F| 9 -3 A L ' é_:l 4 Tumes New Roman -4 - o) e o] ** &% Ee)

i TimesNewRoman = 12 = | B 7 U ||EE|=E | I= = &R - ’ ) || Bi-d - -hxx"jl“i.”
¢ etaeres — — — - — - Pasu Y = 0 Q ek Cmnqe Eotting
I—‘_}L{‘g. PIEEE SRR SCNL IO TR IR SORY IS S S SO Rt SUHURER ZORN - IR B | R B J A Asc (AT A A "lq Styles = Styles + -
g ' ' ' Shsbeng 7 foo G twwam G m o
Dy 14 trng dunig Microsoft Office Word[2003 . O K K A A A K KT R KR g

-~ Day la img dung Microsoft Office Word 2007

: ~
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TRUGNG CAD DANG NGHE

+ Microsoft Office Excel

& Ung dung rat hiéu quad cho van ban chlra nhitng két qua tinh toan
theo cong thirc; van ban can du’c_fc dinh dang va in an trén nhiéu loai
kho gidy khac nhau ...

H9-®-F Bookl - Microsoft Excel - =X
J‘Hama\ Insert Page Layout  Formulas Data Review  View  Acrobat - ‘-G’X
\ % = =il = || Genent + | [} Conditional Formatting ~ | 3=nsert ~ ): ‘
E Microsoft Excel - Book1 j e I A‘ ‘_;g __” = “[,J"‘ |§_% " 5 Format as Table 3 Defete ~ ﬂ lﬁ |
i‘:.lﬁ B View fnsent w Jooks Data Window  Hel ‘ Pt ‘B z H H-—- “& A ‘ “—*EEH -"=" e ,‘ ) Call Styles v || &) Format ~ J é‘t’tﬂ& Feiedct& ‘
3 = | ; j r_ t" bl ..‘__ﬂ 4« || Clipbadr ad Font Ty Atignment il Number & | Styles Ceils Editing |
?Qa&&éa&a& L] = N - A ol
£ aria -JOJ:!‘:S&S%-L“. AW I T T N N I I I R R R R A
§ — AV
dlu £ ] o ﬁ R FE A _;
Al = el
A B =] E F G H =
1 4 |
2 9 | =
B3| 6 |
T 7|
5 | 8 |
6| 9|
7| 10|
8| A
g | 12|
10| 13|
11 14|
12| 1 T - T |
13-1 v 4 4 b W] Sheet1 Sheet2 ~Sheet3 3 [ T
W« » w\Sheetl /Sheat2 [ Sheatd / I | i H0EE
Ready
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TRUGNG GAD DANG NGHE

+ Microsoft Office PowerPoint

& Ung dung rat hiéu quad cho viéc tao ra nhitng trang ndi dung trinh
bay nhu bai thuyét trinh hdi thao, bai trinh dién cong nghé mdi,...

@ Microsoft PowerPoint - [Presentationl] 1. 1 i i;i _-..Lm_’ﬂ

ns  StdeShow  Review  View w

AriE e EERE 1“ CpEy / v s

3 & B Replace
¥ [ = : Shapes At
KAy A |EF - EE . ° I Select +

- I
Faragraph : mmu i kg

Microsoft Office Online
* Connect to Microsoft Office
Online

* Getthe latest news about using
PowerPoint

R ; *  Automatically update this list

i ickio add subti gy Fromtbheveh Click to add title

More...

Search for:

L Click to add subtitle
l |
Example: "Print more than one copy"
Open
7 Open...
‘Click to add notes = =
Isa =41 = = J —
‘o [[5] Adtoshapes- N\ N OO B A @@ S-L-A-=S=2 B  Clckto add ntes
Stideot1 | "Office Theme™ | Engllsh (United States)
Slide 1 of 1. Default Design 7
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TRUGNG CAD DANG NG

+ Microsoft Office Access

7

& Ung dung rat hiéu qua cho nhitng hé thong thong tin quan ly muc
vUa va nho nhu Quan ly thong tin hoc vién, hoc phi va diém hoc tap
cua mot Trung tam dao tao,

¥ Microsoft Access 2003 - [Orders : Form =IE .
. 031 ] "5 Office
FE’B”‘F TR T T e S

- lan »‘-lbul B Rl A UL N B e

ﬂo-rulmwi
= = Wﬁ;mw“m.:‘\

BilToLabel  ~ | M5 Sans Serf - |8 o ‘j &
# Detail — "“”‘»’A s v e ot
— 7 S i
& - il Tos TCuskomerlD v/ Fhip lﬂ [ShipName -;‘——1 v .
e | Form! Orders By A Ny sl e i
A ” Ship&ddress 3 ;
Keyboard Shortcut Errors - | i i (O Objects that depend on me wl Selitiv) Sl
Dupléats Keyboard Shortaik Tglun IPostaICode| |ShipCity | ‘?hlpﬂeg] |Sh|pPostaIC| (® Objects that T depend on ! 7 =
Change Caption » Bill To: :I BhisCounty 5 T?b b
= = hllea ‘ & 5 Customers
ERCeetion Froperty 8T V|| " [opesdy| [TUnied] [lrededl] | | | @ o Enployees
Help on This Error Bill Ta: ! = Queries
~ a o
Ignore Error l Bill To: =] @ & Order Detais Extended
hecki . == =] @ Orders Qry
ErroriCherking Ontiosiy | [UnitPrice: | [UnitPrice | I & Forms
Tmiie] Pimatie 1 [inmet] [Nopmemt 1 [Citmmdd D] [E b amnBring, 4 ® [FF  Orders Subform . T
SR, ik 1 ) sulitite
3 i l = Reparts Geting Siartedh s Mivasclt (Ve Yot T
der Dat OrderD at = None my
SRR Idelzae |Subtotal: | |=[Orders Subfom].For| T, B Tk e
Fequired Date: | [RequiredDate Print Invoice Freight: | |Freight
Shipped Date: | |ShippedDate | iTalaI: ] |=[Subtatal]+{Freight] |
% Sl e R T
Nembwur o R ey T
i L I Do - Crmasen o
Help _nulm | Lz Rasaee
= ok gt a1 e AL
@ Things that cause deperidencie: it l 0 il
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+ Microsoft Office OneNote

Sﬁ@c UNG DUNG TRONG MICROSOFT OFFICE

& Ung dung thudng danh cho viéc tao ghi chd, chl thich cho cong viéc

da lam.

@ Cdngviéc hang ngay - Microsoft Office OneNote 2003
File Edt ‘View Insert Format Tools

ARExa
My Notebook ~

Window Help -

X &

Verdana » 10 -

General

Meetings

Type text to find a

vCﬁngviEc ha
Cong viéc hang ngay Tuesday, January 13, 2009

3:20 PM B
o
‘+ Budi sang: Hoc Ngoai ng (8h-»11h)
+ Budj chigu: Vigt ing dupg (13h->16h30)
Q
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" 1. OneNote basics - Microsoft Office Onel

¢ File
‘@ -

Edit  View Format  Share

Sh M Y & - Y Tag - &itClip O 45 @

Insert Tools

. [ New 100%

(= OneNota 2007 Gui..,| (] Persanal Notebaok | [ Wark Notebook | ¥ ‘

[E2E

OneNote 20. Getting Started with OneNote " More Cool Features

1. OneNote basics’

How are OneNote pages different?

your name here. Then try movingitaround.

What are all the tabs?

OneNote is a place for gathering, organizing, searching, and sharing notes, clippings, thoughts, refer
materials, and other information. All your notes will be visible here — organized by notebooks, secti
pages. You can create them by clicking File > New.

Notebooks:
Start with one or two.

Sections in the current notebook: Pagesinthe cur
Sections letyou organize notes by activities, topics, or | Create asmany|
nennleinvnurlifa Startwith afewineach notehnnk | sach sactinn acy

Thisisan example of anormal page of notes. You can type anywhere — just clickand type. For exar|

1. OneNote basics

2. How can OneNote
3. Take notes of man
4. Gather screen clipp
5. How to organize n
6. Search your notes
7. Work with Outlook
8. Send notes to other
9. Tag important note
10. Use shared noteb
11. Upgrading from O

12, More resources
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TRUGNG CAD DANG NG

4+ Microsoft Office Outlook

& Ung dung rat hiéu quad cho viéc t6 chlc lich cong viéc ciia mot ca
nhan, gui/nhan email,

[ hbox - Microsoft Gutiook - 'm X
: File Edit View Go Tools Adions Help Type a question for help =
iaNew v | g 3 X | CaReply b@Replyto All iy Forward |85 W | 4 | K Send/Receive » [ | [f) Searchaddressbooks > | @) =
Mail « |2 Inbox |Search Inb A~ % | THU MOIHOP # | To-Do Bar » X
FaV_oﬁte Folders A lClle here to enable Instant Search | GIAO BAN ; 4 January 2009 b
[ Inbox 33l SM TW T F S
:}ufre"‘ _— Arranged By: Date Newest on top I: Hanh Nguyen Thi — = o
Sent Items e Sent Fril6/01/2009 122 456 7 8 910
= =] Yesterday
| Mail Folders Al e g » 11 12 13 14 15 16[47)
‘ “ || (21 Hanh Nguyzn Thi Ngoc Fri 13:06 Hai Nguyen The = 1319 20 21 22 23 24
All Mail It ;
'9] i 7 Tien Nguyen Tr ¥

(2| Drafts
= [ Inbox
[ Chi Dung G\u
[ Thay Hoang"

@ Deleted Items (L}| _ 2

THU. MOI

=) €4 Personal Folders & (205

"Tan Mauyen Yan';
'Hoang Nguyen Th

(=4 Hanh Nguyen Thi Ngoc

THU.MOE Du Teng ket 2008 va tiectat nien hop mat

# Wednesday

Fri 12:06
!

anh'

A

Thay Cél

=] Monday

Date: Wednesday

Theo chi dao

(=4 Thanh Nguyen van

Mon 16:03

KE HOACH TQ CTHULC BAQ CAO THU (SO KHAT] VONG 2 BSMT-TT-D,,

(=1 Hoang Nauyen Thanh

Mon 12:37

RE: KE HOACH TO CHUC BAOQ CAD THU (SO KHAQ) VONG 2 BSMT-TT -

) Last Week

cla Trwdng

Khoa. Kinh moi
quy Thay/Co

tham du cudc

hop giao ban

hang thang

Khoa Cdng v

] Two Weeks Ago

==

Kinh chao quy [F]

25 26 27 28 29 30 31

Mo upcoming appointments.

Arranged By: Due Date [ -

Typea new task I

There are no items to
show in this view. -

‘92 Items'
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TRUGNG CAD BANG NGHE

|
|

+ Microsoft Office Visio

& Ung dung dung trong cdng viéc v& sd do hé théng mang, sd d6 ca sG

dit liéu, sc do phong lam viéc,...

\E 06086

Drawingl - Microsoft Visio

E;lg] File Edit View Insert Format Tools Shape Window Help v -8 X

N-sdaadve @ar 9. @Il A i) =% @
Arial -8t ~ B I u cOpyDraw‘ng A~ &. =

Shapes X

Search for Shapes:
Type your search I@
B Annotations (US units)
| [ Borders and Titles {US units)
[ Callouts {US units)
[ Computers and Monitors (US u..,
E Detailed Network Dxagram (Us ...

[E Metwork and Peripherals (US u...
[ Network Locations (US units)
[ network Symbaols (US units).
[ servers (US units)

Page 1/1 4
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& Drawingl. - Microsoft Visio 066
@Fﬁgi Edit ‘iew Insert Format Tools Shape ‘Window Help e 5 ! v -8 X
. ull_) New 5] Choose Drawing Type... 2 v LA~ %% - @ =

A 5 Open.. Cirl+0 ] New Drawing Chrl+N i =-mLE
Sa— - Z
Close I® i
i O3 BlockDiagram AT AT A
o save Ctr+5 |3 Brainstorming »
Se &
Save fs.., [ Buiding Plan »
Ba |@g Save as Web Page... [ Business Process >
e A shapes » |4 Charts and Graphs » A
B c Page Setup... ’lj Database » ] B} Database Model Diagram (Metric)
:c |4 Print Preview [3  Electrical Engineering » |E] Database Model Diagram (US units)
D¢ _
g print.., Colp |3 Flowchart 4 Express-G (Metric)
Send To y | Map » Express-G (US units)
Exit (4 Mechanical Engineering > @ ORM Diagram (Metric)
[ Network » [ER] ORM Diagram (US urits)
- Y "4 Organization Chart o ! ; )
i3] Network and Peripherals (US u... | Gl Process Engingerin 3
[ Metwork Locations (US units) EE 0 9
[ Network Symbols (US units) 3 Project Schedule r v
[ servers (US urits) TH[a  Software » ' >l
[ ‘Web Diagram » Page 1/1 %
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TRUDNG GAD BANG NGHE

Tong quan vé cac ir'ng dung cua bé OPENOffice, chirc ndng ciia mét s6 (rng dung
thuong dung.

4+ Cac phién ban da va dang ton tai

& L3 san pham cla cdng ty Phan mém Sun MicroSystems
& San pham nay dudc phat hanh s dung mién phi:

¢ 2002: OpenOffice 1.0

€ 2003: OpenOffice 1.1

¢ 2005: OpenOffice 2.0

2008: OpenOffice 3 Opoffices20
H B B B W

SRR
~~ Developer Shapshot

Open 13.X

L7 @2 24P
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S,L\'a?gs CAC UNG DUNG TRONG OPENOFFICE

TRUGNG CAD DANG NGHE

Gidi thiéu cac irng dung cua bo OPENOffice, chirc nang cua mét so rng dung
thuong dung.

4+ Writer
& Ung dung cho viéc soan thao van ban.

fle Edt View Tools Window Hep File Edit View |ns Format Table Tools Window Help X
- ————————— 3-ERE -‘»i-’.ad"'_"z;‘! D& h-8- A0-P ACBE1A I
Y (Derur =) [TmesNewrsman _[~] (10 [~] A4 A [FEEEGE s&Em 2

T X 1, 2,3 & 5 6 7 8 9 1011 12,33 14 15 16 1796 19

Welcome to i
OOO'deV fi Hello OpenOffice 3, iswa

Create a new document

e N =
| ' Text Document LEB Spreadsheet

i | presentat 2| o

A@‘ Presentation i || Drawing o
@

Datab )| Templat = @

1 Database " )| Templates... 8

(= L T i

iK1l

@

Pagel /1 | Default INSRT [ STD |+ | (OB e —e

Open a document...
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ACE) CAC UNG DUNG TRONG OPENOFFICE

TRUGNG CAD BANG NGHE

+ Calc
¢ Ung dung cho viéc tao bang tinh.

Welcome to

00o-dev

Create a new document

- =4 :.‘
| Text Document Spreadsheet

Presentation T )| Drawing

Database Templates...

.
Open a document...
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% Untitled! - 000-dev Calc

Eile Edit Miew Insert Format Tools

v 14

v| fo =

456

1
2
3
"‘4
5
&
7
8
9

Data MWindow Help

B-eHe @ B8R Y[
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TRUGNG CAD BANG NGHE

4+ Impress
¢ Ung dung cho viéc tao trinh chiéu.

Eile Edit View Instrt Format Tools Slide Show Window Help

@g\ : ) 2B b0 QES E @G- @ Wside [Dsicedsion 2
Duplicate Stide - =
w B e = Eupondside | meack [+] & [color  [+|CDBiues =
Shides ‘ PN - = | | Qutine [ Notes | Handout | Slide Sorter | Tasks View + x|
welcome to [ | e um.er... : : - 4 || b Master Pages |
1 Date and Time... CaC - Al IgES |
Date(ficed) | S laouts.

00o0-dev

Create a new document

oL

Special Charactel Date (variable)

Formatting Mark  » Time (fixed)

Hyperlink Time (variable)
&L Animated Image... k Alithor i

| Text Document [ta Spreadsheet

Picture » Page Number
7 Moyie and Sound FEile Name
Object »
Spreadsheet

Chart...

Floating Frame

ol

m

i | presentat | o
@, | Presentation [ | Drawing ‘
i Database Templates...

Open a document...

B
iiil
il
=
j — ]
=]

mf_T

- || P Custom Anir
< | i i b Slide Transition \‘

|i[B) /~=meT ¢ e B0 g» i i oS e SR

*
L 00x000 | 39% |[ |[ |[Shde1/1 | iyt-darkblu
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sﬁace ~
TRUONG CAO DANG NGHE QUY DINH HOC TAP

Tat chudng dién thoai Lang nghe

a1 S

e Ns g N bong gop y kién Khong hat thuoc
Hoi lai nhung gi va chlga sé kinh trong 16p hoc
chua hieu nghiém
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