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HUONG DAN
THU'C HIEN SO PO HOA NOI DUNG VU AN

|. MUC PiCH, YEU CAU

1. Muc dich
- Tang cuong ung dung cong nghé thong tin hd trg, phuc vu cho cac hoat
dong nghiép vu ctia Kiém sat vién trong cong tac kiém sat diéu tra va bao cdo an.
- La co so tién t6i xay dung hd so dién tir, thuan tién trong vi¢c luu trix,
tra ctru ho so. Giup cho Kiém sat vién thuan loi trong vi€c trich dan, st dung cac
chtng cir, tai liéu dé tranh tung tai phién toa.

2. Yéu ciu

- Phai ndm rd ndi dung vu én, tom tat dugc noi dung dé xay dung kich
ban dé thyc hién so d6 hoa.

- Sir dung thanh thao cac phan mém dé c6 thé tai hién bang hinh anh, so
d6 noi dung, dién bién hd so vu an hinh sy.

- Két hop nhing tai liéu, chimg cir (chit viét, am thanh, hinh anh, vat
chimg,...) dé phéan anh dugc mot cach sinh dong, truc quan dién bién noi dung cua
vu an.

- B4o cao bang hinh anh, video vé vu 4n phai ngan gon, dé hiéu nhung
van dam bdo phan anh dung, khach quan, toan dién cac hanh vi pham toi cua
ting d6i tuong.

- Lanh dao nhanh chéng nim bat dugc tong thé ndi dung vu an, tir d6 dua
ra cac chi dao chinh xac, kip thoi trong qua trinh giai quyét.

Il. CAC BUOC THU'C HIEN

1. Chuin bi trang thiét b va cai dit cac phan mém

- Trang thiét bi: My tinh, may scan va céc thiét bi khac dé s6 hoa tai liéu.
- Vé phdn mém:

+ Phdn mém quét tai liéu tir may scan ra file pdf- cdc may scan, may
photocopy da chirc ning hién nay déu co tich hop san chuc ning quét tai lidu
gidy ra file dinh dang pdf, jpg... Dbi véi cac may scan thé hé cii, co thé st dung
phan mém PaperScan Scanner.

+ Phan mém nhdn dang van ban chit Viét Nam: St dung phﬁn mém
ABBYYFineReader.

+ Phan mém cat, ghép, chinh sira file pdf: st dung phan mém Foxit
Reader, PDFMate Free PDF Merger, UltraPDFMerger, Wondershare PDF
Editor,...
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+ Phan mém cat, néi file dm thanh: phan mém Free MP3 Cutter Joiner.

+ Phan mém cat, néi file video: phan mém Free Video Cutter Joiner.

+ Céng cu vé so do san c6 trong bé phan mém Microsoft office: \Word,
Excel, Power point, Visio.

+ Phan mém vé so' d6: Phan mém Draw-io.

Ngoai ra, con ¢ mdt $b phﬁn mém dd hoa nhu: Autodesk Maya, Video
Studio Ultimate, Sweet home 3d,... dé mo6 phong, dung lai su di chuyén, dién
bién hanh vi cua cac ddi tuong tham gia trong vu an, vu viéc.

2. T6m tit ndi dung vu an
Sau khi nghién ctru hd so vu 4n, lap ban tom tat ndi dung, qua trinh giai
quyét vu an, bao gdm cac thong tin nhu:

— Céc co quan, ngudi tién hanh td tung trong vu an;

— Nhitng ngudi tham gia td tung trong vu 4n; Qua trinh t6 tung giai quyét
vu 4n, cac quyét dinh t6 tung lién quan;

— Tom tat dién bién sy viéc, hanh vi pham t6i, chimg ¢t x4c dinh hanh
vi pham td1 cua bi can, bi cdo;

— Nhan than cua bi can, bi céo;

— Viéc 4p dung, thay doi, hity bo bién phap ngin chin, bién phap cuong
che;

— Thua doan, dong co, muc dich pham t61;

— Y thitc cta bi can, bi céo, nguyén nhan, hoan canh pham t0i;

— Cac tinh tiét ting ning, giam nhe trach nhiém hinh sy; viéc thu gii,
tam gilr 6 vat, tai liéu va viéc xur 1y vat ching;

— Ly do, cin ctr dé nghi truy t6, t6i danh, diéu, khoan, diém ctia Bo Luat
tb tung hinh sy duoc 4p dung;

— Quan diém ctia cc co quan c6 tham quyén tién hanh t6 tung doi véi
viéc giai quyét vu an.

3. Chuan bi ho so, tai liéu dé sé hoa

Chuén bi tai liéu, ching ctr ¢6 ban tom tat noi dung vy an dé sb hoa, tao
cac thu muc dé luu trit theo cac nhom, gom:

- Nhém 1: Céc tai liéu lién quan dén cac Quyét dinh té tung ctua Co quan
tién hanh tb tung nhu: Quyét dinh khoi td vu an, Quyét dinh phan cong BTV,
KSV kiém sat diéu tra; Quyét dinh khdi t6 bi can; Quyét dinh nhap, tach vu an
(néu c6); Ban két luan diéu tra; Cac Thong bao, Quyét dinh lién quan dén cir
nguoi bao chita cho bi can....
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- Nhém 2: Tai liéu, ching cir vé hién truong, so d, ban anh, bién ban
thu gitr cac cong cu phuong tién, thuc hién hanh vi pham t0i, tir thi. Tuy vao
tung vu an khac nhau s¢€ thyc hién s6 hoa theo ting vu an cu thé.

- Nhém 3: Tai liéu lién quan dén bi can gém: Ly lich bi can, cac quyét
dinh t6 tung d6i véi bi can; ban tu khai, bién ban ghi 101 khai va bién ban hoi
cung bi can; cac ching cur, xac dinh nhan than cua bi can.

- Nhém 4: Tai li€u ching cir lién quan dén bi hai; 1y lich bi hai (néu co);
cac quyét dinh trung cAu giam dinh; Két luan giam dinh; yéu cau dinh gia tai
san; két luan dinh gia; bién ban ghi 16i khai ctia bi hai; 101 khai dai dién hop phap
cua bi hai.

- Nh6ém 5: Tai liéu lién quan dén 10i khai ciia cac nhan ching; bién ban
ghi 101 khai.

- Nhém 6: Tai liéu 16i khai ctia ngudi c6 quyén loi va nghia vu lién quan
dén vu an.

- Nhom 7: Cac tai liéu khac lién quan dén vu an nhu cac Bién ban xac minh
cac d6i tuong khac co lién quan dén vy an; Céc gidy to ching minh vé van dan
su va boi thuong dan su.

4. Sb hoa, sap xép ho so

Str dung cac cac phén mém di cai dat dé scan, sao chup van ban td tung,
tai li¢u, chung cu....theo dinh dang PDF hodc cac dinh dang anh; cat ghép cac
file video hoac file &m thanh, luu trir vao cac thu muc twong tng theo cac nhém
tai liéu da chuan bj & Budc 2.

5. Xay dwng béo céo bang phwong phap so d6 hoa

TU ban tom tat ndi dung vu an va dir li¢u da sb hoa, st dung cac phﬁn
mém dé xay dung bao cao bang phuong phap so do hoa. Mot sé dang béo céo
bang phuong phap so dd héa nhur:

- Bdo cdo bang so dd tinh: Kiém sat vién sau khi tong hop bao cdo theo
quy ché, kém theo d6 xay dung phu luc bao cdo bang cac so do, bang biéu don
gian (st dung cac cong cu tién ich co ban Word, Excel, Power point, Visio,...)
dé thé hién cac mbi quan hé giri cac sy viée, hodc mdi quan hé giita cac ddi
tuong, bi can, bi hai trong cac vu an, vu viéc...

- Bao c4o an bang so d6 dong: Kiém sat vién st dung phan mém
PowerPoint dé xay dung cac slide trinh chiéu trong d6 10ng ghép, dan duong lién
két cac so do hién truong, ban anh hién truong, clip... Ngoai ra, co thé két hop
trinh chiéu céc tai liéu khac ¢6 trong hd so nhu: Céc tin nhin dién thoai, Zalo,
Messenger, cac bién ban hoi cung, ban tu khai cua bi can, 101 khai nhan chung. ..
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Bdo cdo dn bang video: Kiém sat vién st dung cac phan mém do hoa
nhu: Autodesk Maya, Video Studio Ultimate... dé mo phong, dung lai su di
chuyén, dién bién hanh vi... cta cac d6i tuong tham gia trong vu an, vu vigc.

I11. GIOI THIEU MOT SO PHAN MEM VA CAC TiNH NANG CHINH

Vién kiém sat nhan dan t6i cao di giri Hudng dan s6 hoa hd so kém theo
Cong vin s6 636/VKSTC-C2 ngay 22/9/2019 cua Vién kiém sat nhan dan tdi
cao, cac don vi truy cp vao dia chi http:/ftp.vks.gov.vn/prg/SOHOA/ tai vé cai
dat va xem hudéng dan stir dung mot ) phén mém thyc hién sd hoa va chinh sira
dir liéu.

Ngoai ra, dé thuc hién v& so dd ndi dung vu an, co thé sir dung mot )
phan mém sau:

3.1. Phan mém ABBYY FineReader

3.1.1. Cdc budc thuc hié¢n chuyén doi PDF sang Word 7
Buwdc 1: mo phan mém ABBYY FineReader. Xuat hién ctra so:

Tép Chinhsita Xem Congcu Trg gilp

Tac vu mai

Xem va Chinh siUra cac tai liéu PDF

& Mo Tailiéu PDF

Chuyén ddi tai liéu

Gan day Mg trong OCR Editor

Chuyén déi thanh tai liéu PDF

B

Chuyén déi thanh Microsoft Word

=«

Chuyén déi thanh tai lieu Microsoft Excel

<t

!f Chuyén déi thanh Dinh dang khéac

Chon M¢ trong OCR Editor --> Chon dén file PDF can Chuyén doi.
(Hoic chon céc cach chuyén d6i bén dudi déu duoc)


ftp://ftp.vks.gov.vn/prg/SOHOA/

. s s , . L® Ma hinh dnh -
Xem va Chinh stfa cac tai lié = —— — =
« V' « Viét.. > Hudng dan dd... v O £ Search Hudng dan dung AB...
Md Tai lieu PDF Organize ~ New folder = - O @
A
= This PC
~ A e 1A f .
Chuyén ddi tai lieu€y 3 30 Objects —
B Desktop o
Mg trong OCR Editor | Documents G
Chuyén ddi va xac minh nang cao ‘ Downloads giao-dien hop-dong-hop-t
» Musi ac-kinh-doanh
usic
i = Pictures
| g Chuyén d6i thanh tai liéu PDF B Videos
% lncal Disk ey Y
M Trang d€ mé: [T] Lua chon cac trang (v Tu ddng xif Iy cac
Chuyén dai thanh Microsoft Word du235-7): trang hinh anh khi
1-5 chidng dudc théem vao
M\e Tay chon...
| Chuyén déi thanh tai liéu Microsoft Excel
File name: | hop-dong-hop-tac-kinh-doanh v | | Tép hinh anh chung ™

Cancel

| B Chuyén di thanh inh dang khac e

Bwée 2: Chd chuyén d6i hoan tit sau d6 nhin Lwwu thanh tai lidu
Microsoft Word...

hsifa Xem Nhandang Ving Congcu Trd gilp

mii € € MME 2 Que 1/5t 4  @Nnandang |Tiéng Anh Tigng Viet - | Bansaocothéchv| [ =
I Luu duéi dang tai liéu PDF c6 thé tim kiém...
TRANG x LD 7 )
B oS EJ] Tép POF nay gbm mot 16... Luu dudi dang tai lidu PDF chi hinh dnh...
= i R A R @&EE

5 @ [3  Chédonhan dang PDF ~ A Chinh “"Gg Lutu thanh tai liéu Microsoft Word,
~

Luu dudi dang trang tinh Microsoft Excel...

....... - -
A Lutu thanh An ban dién tif (EPUB)...
HOP BONG 0P TAC KINH DOANI A Luu dudi dang HTML...
e mpTRe
Luu & dinh dang khac...
= N e ey ook o 104 e ko e 2018 E
e (o= 1Ml Gui dén Microsoft Word
i Gtfi Gén Microsoft Excel
b g 144 ghem Qugeigas
Glri dén PDF Editor...
i A (Sox fty g the s B &)
== e O e e P, L) GUfi dén cac ing dung khac...
e e LR
ek - = o GUfi dén Amazon Kindle...
" GUfi tai liéu qua email...
= [y (Gax tarpei i By
hacs e
frusses O Ol vy widm Ong W Oeve
e et s
E P e A - o e

[ ] "
L. L1 Mectian by o inh Gk



Buwée 3: Poc va sua 16i chinh ta.

[CONG HOA XA HQI CHU NGHIA VIET NAM
Péc lip - T do - Hanh phic

HQP DPONG HQP TAC KINH DOANH
S6: ./HDHTKD

- Can ci theo quy dinh cia B6 ludt din sy nam 2015,

- Can o theo quy dinh cia Lujt throng mai nim 2005;

- Can cir vao tinh hinh thyc té cia Hai bén;

- Dua trén tinh thin trung thyc va thi¢n chi hop tic cia cic Bén;

Chiing téi gom c6:

(Sau ddy goi tit 1a Bén A)

o

Bén A va Bén B nhilt tri ciing nhau hop tic kinh doanh, diéu hanh va chia sé loi
nhudn c6 duoc tir viéc hop tac kinh doanh

Pham vi hop tic kinh doanh

Hai bén ciing nhau hop tic kinh doanh, diéu hanh, quin Iy hoat déng kinh doanh
¢ cing phat sinh lot nhuin

2.1. Pham vi Hoptic ciaBén A

Bén A chiu trich nhiém quin Iy chung m3t bing kinh doanh va dinh udng phit
trién kinh doanh

Pham vi Hop tic cdaBén B

Bén B chiu trich nhiém diéu hinh toan bd qua trinh kinh doanh cia cac sin pham,
dich vy nhu:

- Tim kiém, dam phan ky két, thanh toan hop déng vai cic nha cung cdp nguyén

ligu;

- Tuyén dung, d0 ta0, quin Iy nhin sw phuc vu cho hoat déng kinh doanh trong

Dia chi 7 TR pham vi hop tac;
Dai dién Ong/Ba Chire vy - Diu tu xuc tién phit trién hoat déng thuong mai trong pham vi hop tic...;
Dién thou
S6 tai khoin tai Diéu 2. Théi han cita hop dong
2.1.  Thihan cia hop dong: la ( nam) bat dau tir ngay ... thang
Vi oim............ dén ngay .. thing .. ndm......;
2.2, Giahan hop déng: Hét thai han trén hai bén c6 thé théa thuin gia han thém thin
han cia hop déng hodc théa thudn ky két hop déng méi tay vao diéu kién kinh
(Sau diy goi tat 1a Bén B) doanh ctia Hai bén;
Dia chi . TP
Dai dién O B i s s G I i sy Diéu 3. G6p von v phin chia két qua kinh doanh

3.1.2. Cdc budc thuc hién qhuyén doi Hinh Anh sang Word
Buwoc 1: Chup anh tai liéu can Scan. Sau d6 mé phan mém ABBYY

FineReader. Man hinh xuét hién cira so:

Tép Chinhsira Xem

Cong cu Trd gitp

Tac vu mai

Xem va Chinh stfa cac tai liéu PDF
M Tai liéu PDF
So sanh » g Mo Tk
Chuyén dai tai lieu

Gan day Mg trong OCR Editor

€ N nang cao

Chuyén déi thanh tai lieu PDF

B«

Chuyén déi thanh Microsoft Word

= i

Chuyén déi thanh tai liéu Microsoft Excel

fd «

Chuyén déi thanh Pinh dang khéc

Buwéc 2: Chon Mé trong OCR Editor --> Chon dén cac hinh anh can
chuyén d6i. (Luu ¥ xem tht ty hinh anh dé tranh bi 16n tai liéu)

: It
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\ ) > s Nt A e
Xem va Chinh sUa cac tai li€u [z wenmam -
= M& Tai liéu PDE « v: « dulieu > Hinhanh v (&) Search Hinh anh
i liéu
Organize ¥ New folder =~ m @
~ A AN e A i . ~
-# 3D Objects
Chuyén dai tai lieu 3D 0bjac ;
Bl Desktop
Md trong OCR Editor —_—'”g‘} e |
MY Q0LYa. XRC TR DAng Ca & Downloads ’
D Music 1 2 3
9 & Pictures
Chuyén d6i thanh tai T80 PDF B videos
&, Local Disk (C) ,
Chuyé'n d&i thanh Microsoft Word Trang dé md: Lua‘(jw:vlca( trang (vi TL.’ dong x({. ly cac
du 2,3,5-7) trang hinh anh khi
ching dugc thém vao
+ TIRE 7 N S N Tuy chon...
g Chuyén déi thanh tai liéu Microsoft Excel
I_ UAL) y [File name: *1° 72" "3° v | Tép hinh anh chung v
i Chuyén dai thanh Dinh dang khéac . 3 ' ‘m Cancel

Buwée 3: Chd chuyén do6i hoan tat sau d6 nhan Lwwu thanh tai lidu
Microsoft Word... (Tuong tu nhu trén)

Buwéc 4: Tai tép tin Word --> Nhén Ctrl + A dé chon tat ca --> Chon xo04
tat ca dinh dang.

Home Insert Design Layout References Mailings Review View Developer Q Tell me what you want to do...

Cut . - A A - 3 =l e=ra=:] A

ooy K& na-NBEQYE- = == 8T psBboe AaBbC Asebcer AQ
> 5 A ==== 1=- &~ - 1 . i i

P o I U ~abe X; X /_ =EE=E=EE ET QA No Spac... Heading1 Heading 2 Titl

board P Font [ Paragraph [

e O & E-B

Clear All Formatting 12 14 16 18 20 22 24 26 28 30 32 34 1

CONG HOA Remove all formatting from the IT NAM qu‘}n IJ;

> B ~ selection, leaving only the normal, N g

DQ( unformatted text. Can cu

c L”' s @ Tell me more tyCPK
o i cong n

HOP DONG THI CONG ErE

) Can cir

$6: .00.... .1./HDPSL-TTCIZ - M
G6i thiw/Cong trinh : Thi cong san lAp mat bang 16 B12+B18 Khu Cong Hom nay, ng

Nghiép Thanh Thanh Céng
Dia diém thi cong  : ap An Hoi xa An Hoa huyén Trang Bang tinh Tay Ninh REA A
Chii dau tw : Cong ty o phan Khu cong nghiép Thanh Thanh Cong gy T
e
Pia cl

Rl s ALY At e A LSO DT AN TTE I s T RUN KA DT A
Buwéce 5: Dinh dang lai font chir, can 18, doc va sira 15i chinh ta 1a hoan tat.
Cdc cdch con lai nhw: Chuyén doi thanh tai liéu PDF, Chuyén d6i thanh
Microsoft Word, Chuyén doi thanh tai liéu Microsoft Excel, Chuyén doi thanh
Dinh dang khac... Thi thyc hién tuong tu. Nhung st dung chu yéu van 1a Mé
trong OCR Editor.

3.1.3. So sdanh tai liéu


https://trungtamtinhocthaibinh.com/cach-can-le-van-ban-va-font-chu-chuan-truoc-khi-lam-bao-cao/

Chinh s

Tac vu mai

Gan day

Tra gitip
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So sanh tai liéu

M ABBYY So sénh tai liéu

ABBYY So sénh tai liéu so sanh hai phién ban ctia cing mét tai liéu, cho phép ban
xac dinh diém khac biét vé ndi dung van ban bat ky va gilip ban tranh ky hoac phat

hanh phién ban khéng chinh

vi dy ban c6
c6 1dp van ban
khac nhau (JPEG, TIFF, PNG, v

hodc céc tép hinh anh cé dinh danc

« Danh dau cac diém khéac biét & ca hai tai liéu va hién thi chiing cing nhau.

» Luu két qua so sénh vao mét bao cdo khéc hodc & dinh dang tai liéu PDF vdi céc

thay dé6i dugc luu dudi dang nhan xét.

Chirc nang

Buéc 1: Chon Mé phan mém ABBYY sau d6 chon So sanh tai liéu

Budc 2: Chon mé file dé mé cac file can so sanh. Sau d6 nhan So Sanh

Tép Chinhsifa Xem

Sosanh Tro gitip

D:\Trung Tam Tin Hoc ...\hop-dong-hop-tac-kinh-doanh.pdf - a D:\Trung Tam Tin Ho...\hop-dong-hop-tac-kinh-doanh.doox n SO SANH
s
1/5 + - 4+ -G Ngdn ngi tal ligu:
M Tiéng Anh; Tigng Viét v
CONG ROA XA BOT CHU NGHIA VIET NAM CONG HOA XA HOT CHU NGIIA VIET NAM [A1Tim diém khc nhau vé dfu cau
Biclip-Tydo- Hpuh phic Diclip- T do - Hash phic ] Tim diém khac nhau & mét chi¥ c&
HOP DONG HOP TAC KINH DOANH HOP DONG HOP TAC KINH DOANH
Sé: _/HBETXD 54 _HBHTED

- Clin i oo guy sk cia B4 bule s sy sim 2015, - Clin i thee quy Sish cia B Bk s sk 2015

« Cim o thee quy &ak cia Laie thowng mai sim 2005. - Clia i fheo quy &2 cila Lusit thwong mas nlken 2005

- Clis i who tsh hish tho ¥ cia Fk b - Clincir vao inh b thc i Hi b

+ Dya i S thn ramg e i thiln chi by t cl ci Bl - Dya i sk thi wrang th vi ki i Do i il cic Bl /
Chiing ti ghem i Ching 1 ghes cé:
(Sam iy poi tit i Bim &) (5w &y gt t3t 1 Bin A)
Dudi Buai
Dusin  -OngBi Chix v Deisis  :OngBi Qi v
Difa Sow. Dukndon
56t kb i 56 ti Mois - = -
vi vi
(Sam diy poi tht 1 Bim B) (Sam iy goi tit i Bin B)
Padi Puci
Busi  -OuwBi Chin v Duisis  :GugBi Chic vy
Diatest Dok hon
bt Abmin . 6 i Mhnin i
c ; Glng hin i 1 hep g o : ia Ko sam iy
Didu 1. Mac tim v phem v hop tic tink it 1. Moc tvn vi pham v hep tic kinh dasak
L1 M tibm hop tic kink d 11 Muc e bop tic kink doask

v

Bude 3: Xem su khéc biét gitra cac file
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hop-dong-hop-tac-kinh-doanh.pdf / hop-dong-hop-tac-kinh-doanh.docx - ABBYY So sanh tai liéu

D:\Trung Tam Tin Hoc @@m .kiﬁ‘@ bjilé}tj >

.~ \ ~, b ) -
- D) Ny ¢ S
P gitka 2 van ban - — e +E| Buw - v
~
CONG HOA XA HO! CHU NGHIA VIET NAM
e Ro-Tud- Eoah ghve
HOP DONC HOP TAC KINH DOANH
sé . MDHTKD
- Clia it theo quy &ish ols B tuke dis sy ks 2015
Cla i e L 005, - Clin cir theo quy dinh cia B3 hujt din s
Btk A "y * Gl o quy dinh o Lt s i i
- Cim cirvio tink hich thue 8 cia Hai bim, q T e Trana 2
——— B iaal e v thidn chi hoy tic cila €3 *  N&i dung van ban da bi x6a rang
(Son iy g 1 Bin A) Ching 1 ghin i A
Baai
Dadin OugBi — Qe (San iy goi t3¢ 13 Bin A) + N&i dung vén ban d3 bj xéa Trang 3
L nckne Baci  :
[ L1 PO— —_— Pai dii . Ong Qi v
va Dién thaw -
6 thikboin - B - + Noidungvinbindibjxéa  Trangd
(San diy ol tht 1 Bin B) Va
@i
Dutis  epBi Chic vy
Diiathosl : . R - Trang 3
N = oty s el Bia ) Néi dung vin ban da bj x6a rang
Daci G
R PEROSIT (e Dudin  :OngBi Chare v
Bién thei -
Dida 1. Mec tkn vi pham vi hop b kinh dassd 8 thi kbodn : i + N&i dung vin ban da bi x6a Trang 3

1L My tibm bop tic kish doank

Ciing thia thuin ky bop doag bop tic kinh dosnk véi akimg diéa kboin 1au diy:

P U S P
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3.2. Phan mém vé so dd Draw-io

3.2.1. Giao dién lam vi¢c

Giao dién vé so dd ciia Draw.io thudng sé& c6 4 phan chinh, gdm:

Phan 1: Thanh cong cu. Phin nay twong tu nhu thanh cong cu cua cac
phan mém soan thao nhu word, exel, ...

Phan 2: bay 1a vi tri cac khdi hinh dé nguoi su dung lua chon, sang tao
dua vao so d6 phu hop véi muc dich. Cong cu cho phép thuc hién thao tac kéo
tha mot cach dé dang khi lua chon dugc hinh khoi phu hop. Kho giao dién cua
Draw.io cung cap da dang va hau nhu ddy du tit cac hinh anh st dung dé vé so
do.

Phén 3: Khu vic dé v& so dd, ngudi str dung c6 thé kéo tha hinh anh tuy
thich tir ¢t (2) vao day va diéu chinh kich thudc phu hop.

Phan 4: Nhiém vu chinh cta phan nay 13 chinh mau cho cac hinh khdi,
duong line, duong miii 1én cho so dd cta ban trd nén sinh dong hon. Ngoai ra
con hd trg mot sd chire ning ning cao khac.

|| Untitled Diagram.drawio Céin Tho Phy Kign ~ &
“ File Edit View Arrange Extras Help Lastchange 9 minutes ago 1 B | & share
- 1w0%- @ a = = +'() 4 oEaa
|| (4)
D
Shapes Q gra
(2)
Scratchpad P

odOm (3)

=i |

B ol :
(I YmY A —
DDOS S ——
[%J /J / Edit Data
/ / / Clear Default Style

Giao dién lam viéc
3.2.2. Cach vé so do
Sau khi lira chon hinh khéi phu hop vé6i so d6 can v&, nguoi st dung ndm
kéo tha tir khu vuc (2) sang khu vuc (3) dé bat dau chinh stra phi hop.



Untitled Diagram.drawio
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File Edit View Arange Extras Help All changes saved in Drive

i ow® %20 - k-

B~ 100% ~ Q
Search Shapes Q

Scratchpad

HOodbo
oPbBonr
OaDAa
Od5 %D
DAS A/
S

Misc

Advanced

e

@: i

Tho NguyEn Minh

E A Share

GEOa

Style Text Amrange
9 Fin =
Gradient
¥ Line |
v ii=
Perimeter opts
Opacity 100 %| =
Rounded Shadow
Comic
Edit Style
Copy Style Paste Style

Set as Default Style

Property Value

Pé tao mdi lién két gilta cac hinh lai v&i nhau, nguoi sir dung nhan vao
hinh can lién két, lic nay hinh s& hién ra nhiing miii tén mo tai cic canh. Nhan
vao miii tén tai canh can lién két véi hinh ké bén hodc gan d6. Sau d6 hinh s& tu
dong xuat hién mii tén ndi lién giita 2 hinh, xut phat tr hinh ngudi sir dung

chon va két thuc tai hinh gan nhat.

Untitled Diagram.drawio

File Edit View Amrange Extras Help Saving..

B~ 1w~ @ a
Search Shapes Q

Scratchpad

H[@]= ¢y
ool
i m)mymYvAl
ODAs %D
DOS A
SO

Misc

Advanced

+ More Shapes...

s

Page-1

= fr e e

Tha Nguyén Minh

E & Share

Diagram

Options
| Connection Arrows
Connection Points

v
¥ Guides
¢

Paper Size
A4 (210 mm x 297 mm)

® Portrait © Landscape

Edit Data
Clear Default Style

Lién két hinh trong ban d6 Draw.io

Pé thém vin ban vao hinh khdi, nguoi st dung nhén chon vao hinh, sau
d6 danh ndi dung phii hop vao bén trong. Ngodi ra, c6 thé chinh stra chit bang

thanh cong cu bén trén dé ndi dung duoc trinh bay dep mat hon.

Ngoai ra, nguoi st dung c6 thé thém mau vao céc khoi da tao dé dé dang
phan biét timg phan bang cac churc nang trong phan trén phai cua cong cu. Tai
day cho phép nguoi st dung chinh mau nén, mau vién, duong ké cua cac khoi

dé phu hop véi muc dich so dd.
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3.2.3. Lwu so dé va xudt file

Sau khi tién hanh cac budc vé& so d6 va hoan thanh dugc mot so dd theo ¥
mudn (hodc luu lai tam thoi dé tiép tuc hoan thanh), nhan vao muc Tép tin, chon
luvu (Hodc phim tat Ctrl + S), sau do dat tén file, chon khu vuc luu trir va dinh
dang file s€ luu.

Bén canh viéc luu file, ngudi str dung cd thé lra chon hinh thirc “Export
as”, dé xuit file dudi nhiéu dang khac nhau nhu: PNG, JPEG, PDF, SVG,
HTML, SML,... dé sir dung tuy theo muc dich.

Biéu dd vo dé.xml
Tap tin Chinh sdra Xem Sap xép Bé sung H& tro

McoSi. .
MS tlr >
Open Recent >
» Scratct Luu Ciri+S
-~ Chung Luu dudi dang. .. Ctris Shift+S [
Béitén._.
:I Tao ban sao. .
:I Nhap tor >
- Xuat dudi dang > PNG. ..
Nhang > JPEG. ..
T Publish > SVG. ..
@ Thw vieén mdi > PDF. ..
I—_Bl MS thu vién tor > HTML. .
Cai dat trang.. XML ..
» Linh tin i Ctri+P Budong dan..
Song BPong Nang cao._ .
iy ha

3.3. Phan mém vé so d6 Microsoft Visio

3.3.1. Cach sit dung

Budce 1: Mo Visio, giao dién dau tién 1a giao dién lya chon kiéu so dd,
Visio cung cép rat nhiéu kiéu vé so dd cho cac lua chon (néu khong xuét hién
giao dién dau thi c6 thé chon File -> New). Bé v& so db tu duy chon Categories
-> Business.
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Search for online templates el ‘ a

Suggested searches: Network Software Flowcharts Education Business Switch account{;-'
Database  Floor Plans

FEATURED § CATEGORIES

Business Engineering Flowchart

Budc 2: Chon Brainstorming Diagram.

£} Home » Business

- .
- S ¥l

= - =

Brainstorming Diagram Cause and Effect Diagram

T o

A «ceo= -
Yy . -
@ | =3
Tiép theo chon don vi do ludng Metric Units va chon Create.

Audit Diagram
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Brainstorming Diagram

Create brainstorming diagrams (graphical
| representations of thought processes) for planning,
I problem solving, decision making, and brainstorming.

{ ® Metric Units

| US Units

Creata

Budc 3: Xuat hién giao dién lam vi¢e, s€ thay Visio co6 giao dién truc quan

gidng v6i Word, Excel... nhung lai khac mot sé phan mém vé& so dd tu duy khac.
Phia bén trai phan Brainstorming Shapes (1) ¢c6 mot s6 hinh hd trg vé so do tu
duy. Phan OutlineWindow (2) c6 thé theo ddi duogc toan b so dd tu duy mot
cach thu gon, khi chinh sta ndi dung bén so dd tu duy thi
trong OutlineWindow ciing s& thay ddi theo. Tuong ty thay ddi ndi dung
trong OutlineWindow thi ndi dung bén so d tu duy ciing thay d6i theo.

¥ Drawing1 - Visio Professional ™ O X

Insert Design Data Process Review View BRAINSTORMING @ Tell me.. Cham Yoko X

—} Calibri ~lopt ~|| SEE= 3 [~ &~ G, o3k
H B I U akeAa~ =SE== X he -
Paste T DG i & Quick ™= " Arrange Change
v A~ A A === A "I:I Styles = e Shape I3 ~
Clipboard Font I Paragraph P Tools Shape Styles Editing ~
| |0 e 10 | 150 {200 250 | | | ]ogx
Shapes S
STENCILS SEARCH
7,8:
More Shapes P L

& Main topic —==— Topic

MOGNIM 3NITLNO

. Multiple Dynamic
— topic connector
t Association
| — line
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C6 thé thu nho OutlineWindow bang cach chon biéu tuong ghim trai,
nhu vay khi bé con tré chudt khoi OutlineWindow thi né sé dugc thu nho lai.

DPé m¢ OutlineWindow thi nhan chudt vao chit OutlineWindow, néu
mudn ghim lai thi nhan chudt vao biéu tuong ghim doc nhu hinh dudi.

?ﬁ Drawing1

MOGNIM INITLNO

@/
Buéc 4: Tao chu dé chinh (Main topic)

Pau tién can tao chu dé chinh (Main topic), c6 thé kéo tha Main topic tir
bén Brainstorming Shapes sang giao dién trang.

g =0 5 20
hapes <
FENCILS SEARCH
8
ore Shapes P
uick Shapes
-ainstorming Shapes 2 o
:gend Shapes =
coen rz“ +
= Main topic IW SR
=]
- Multiple Dynamic =
= Hapic connector
Association 2
—» line
X

Hoic ciing c6 thé chon thé Brainstorming -> Main.
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Home Insert Design Data Process Review View BRAINSTORMING Q Tell me...

» = &4 Di
” 0 o 5=Y 53 Layout h B 4 Diagram Style
; 3 Move Topic to New Page (/| Outline Window
Subtopic Peer Multiple  Auto- ) Import Export
Subtopics Arrange % Change Topic Data Data~
Add Topics Arrange Manage

> : ,:!!H!iIIJIHHQUIIIHH{J’HIl!l!jﬁiqllIHJ!I&Rlllll!1“%1!1[!1“%9!I!ll!hﬂ!IHHH??]!HllhsﬁllI[HH%!IHIiJEZ!ZR!IHHH‘?quHJ

IA
H

|
(OGNIM INITLNO |

R

Nhép dtp chudt vao cha dé va nhép tén cho chii dé, co thé chinh stra font,
size, kiéu chir, mau chit trong ph.:?ln Font cua thé Home.

BRAINSTORMING 2 Tell me...

B A A = ¥ :

L iy EE=E=E X A ine s ;

Paste ., Quick Align Position ,_, C
. S EE AN syl @Efeas- | . Bi- g

Clipboard Paragraph fa Tools Shape Styles [ Arrange

> ?Illll ZI':illlli .ﬂlll :??Ill |Bﬁlll: Hcﬁll ZH%(?I Ihﬂl IH??Z :||1W Zl|m IIHEI‘:.I IIH‘P LLL

H

-
19:||

LLLLL

eI

120

|m|
L
MOGNIM INILNO

.9;"

Dé x0a chu d& nhan chon chu dé va nhan phim Delete.
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P__II'?III|IIII|%(?II|IIIIHIfII|I|II|ﬂ||||III|WII|IIII|1(HI|IIIIh%‘(fl|ITIIh‘ﬁl|IIIIhﬂlhlllhzﬁl|||IIH(HHIIIIH%(M|||I|ml|llll|ﬁql|llllq
E2
= nhan phim Delete
e ]
3 2
| 2 Bao cao
8] =
o 8
g =
EE
E
o x

Budc 5: Thém chu dé con (Subtopic)
Chon chii & chinh -> chon thé Brainstorming -> Subtopic.

File Home Insert Design Data Process Review View BRAINSTORMING & Tell me.

Sy & Layout &i4 Diagram Style
i ) Move Topic to New Page > [+ Qutline Window
Main Peer Multiple  Auto- ) Import Export
Subtopics Arrange 7 Change Topic Data Data~
Add Topics Arrange Manage
N 1A T B0 o M 090 P9 b 1999 O 190 DO L 9 0 L 129 00 B 1
Er &
E @
- ! ] [
= -] ’ Hat
. E S . . . frm—
= "4t . BAO CAO AN
=4 m
=
g Z
1 = § O u 0
I 7
B
=

Nhép dtp chudt va nhap tén cho chu dé con sau d6 chinh stra chit cho chit
dé con twong ty cha dé chinh.
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70 130 140 200 210

T
2 |

[po | [woa) [0 [r20 150) [0 [0 [eeo| |59

|m| 1140 150

|'20]

Bao cdo an Danh muc|

|nu|

100
MOONIM ANITLNO

a0

:fo|

Visio hd tro thém nhiéu chi dé con mét luc bang cach chon cha dé can
thém chii dé con va chon Brainstorming -> Multiple Subtopics (hodc nhn chudt
phai vao chii & can thém va chon Add Multiple Subtopics).

Home Insert Data Process Review View Tell me...

Main Subtopic Peer | Multiple

Add Topics

Design

Layout

£ Move Topic to

Auto- .
Subtopicsl| Arrange %= Change Topic

Arrange

New Page

O

dgy Diagram Style
|| Outline Window

Import Export

Data

Data -

Manage

BRAINSTORMING Q

_|_%0I (N |QI'I.IiII|;HII|IIIIHQI'| | Iqol | | I?GI | | IliﬁI | 1 I"qu | 1 Ilwd.qllllllnqallllil'li%ol LIl |2?GI 11 |2-?[9| 111

Er &
L E
E
—
. ® 3 T
— 42 | Danbmue |
= Bao cdo an et
=
t 94 =
- =
B
| =

Xuat hién Add Multiple Topics nhap tén chu dé con, mdi chu dé con viét
trén mot dong. Sau khi nhap xong chon OK dé thém nhiéu chu dé con.
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Al uuﬁ?ﬂhmm‘ l ,,,e,oulur!!%?u?b 100‘l‘]219|“1140 | ,,Llﬂihm“%?w 200‘“12‘2‘9””2& B8, |
Add Multiple Topics X
Type topic text, then press ENTER for each new topic

(o}

S

=

z - A

m Bao cdo an

s

z

3

=
)

X

Thuc hién thém chi dé dén khi nao dung nhu mong muén 13 dugc, c6
thé thém bao nhiéu tuy .

1

Van phang
Facebook
Bao mit
Gmail Két noi . . Danh muc )
Bao cao
' 85 hoa
Messenger
k Phin mém

Budc 6: Chinh stra so d6 tu duy

3.3.2. Thay déi kiéu hinh cho chi dé

Chon tat ca chu dé trong so dd tu duy (nhan giit phim Shift + click chuot
chon cic chii dé can thay d6i kiéu hinh), sau d6 chon thé Brainstorming -
> Change Topic.
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View ERAINSTORMING Q

Tell me...

% 0 ’Q =Y &2 Layout » 6%‘4 Diagram Style
2] Move Topic to Ney Pag | Outline Window
Subtopic Peer Multiple = Auto- . Import Export
Subtopics  Arrangdl Change Topic Data Data~
Add Topics Arrange Manage
et B n Pk IR o e Lo PO vl L 00 DO O R B8 L 00000 B

:E 1

= Lk - L

= intemet

85

f Van phang

1 2

LE S Facebook

— E

4

= | Blomit [
2_ g [N} o
3 = Grrail Két noi . Danh muye }

=1 8 a0 O

EE 2 26 hos

== Messengsr

E l\‘ Prln mém

4 x

Xuat hién Change Shape cac lua chon kiéu hinh trong New shape va

nhan OK dé thay d6i. Trong Newshape
Oval: hinh oval.

Cloud: hinh dam may.

Rectangle: hinh chir nhat.

Line: hinh dudng thang.

Freehand: hinh tu do/ kiéu vé tay.
Wave: hinh lan séng...

¢6 cac kiéu hinh:

7;111H:;;11mﬁ9 J]HHi‘ﬁ,!mH!Eelqwl‘.[!!!i%lt[!!!l“?‘?l!!ﬂ«HzollmH[H’?!]HHHG!?NHH!‘;%JJH!sizf?qlJ»!i!!%zi?![l!!!%ﬁ?l[!!!lﬁ?‘?ll!u
=

2 |
£ | Q

0! Lt 3

3 Internet
8=

= Change Shape X

g V&n phing
== New shape:
= e

= Cloud
= u] Rectangle B30 mit L]
=5 < | |Line

- 8 Snel Kétt |Freehand ah muc

§ Wave

z 85 hoe
m 7~ ‘

= — ) Lo J7 cne

‘ § Pnan mém
- SPRTORSS—
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3.3.3. Thay déi theme, mau sic, hiéu irng cho so do tw duy

Chon tat ca so d6 tu duy, tiép theo chon thé Design -> chon lia chu dé sao
cho phu hop véi so d6 tu duy ma da vé& trong phan Themes. Nhan nit mo rong
dé lya chon nhiéu chu dé khac nhau.

Home Insert Design Data Process Review View BRAINSTORMING Q Tell me...

PELE Professional Re-Layout Page ~
. 2 o Connectors ~
. 8.l T SRMEIEN,
; f Y 5
f« Layout e
"i“ r JHMP\QOH\\vwizwzvq“\wH‘H%\HH}%G\?\IHMH

Modern

_ S - R R

1 Trendy

_T_J
3 B (5

VEn phdng
']
= Aa

20,
&=

Hand Drawn

(Tl s
re ) [na ) baa i
D) e R

Phan Variants 1a phﬁn mau sic ung véi chu dé ma lua chon, nhén chon
biéu tugng More.

MOAQNIM INITLNO

Review View BRAINSTORMING & Tell me what you want to do...

EEELI R

Themes Variants Backgrou

I|I. gt?lllllll.d'{| ZIII|??I. .|Eﬁllll. 1t€lIi|““.12|}.””|H-\?. Zhﬂlll. 1!?‘:‘]Illllll.ax}.IIIIH;F? .ilgﬁqlll. Eiﬁllllll.zsu.lll

¢

|, O

Sau d6 chon nhiéu mau sic hon trong phan Colors.
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D 28 <@

S - .
= A
= -’ Backgrounds Borders & Re-Layout Connectors
. —— Titlac ~ Dana v

® Effects »
o 190 [0 0000 O Connectors » m

Embellishment » Office

Aa

LLER L]

|ii| ‘
(o))

LL LR ]

Zephyr Integral

Parallel

T
Q

J1iL]]
= PR -
> B >
w

° 8
(TTLT]]

Daybrea

|Hi|
Q
rEmEn

Aa

sEssEE * mmssew

LLL ]
2
Q
LERR ] ] ]

k
Sequence lon Retrospect

L)
P g
n
m
LLLL LT ]
LT
||II
Q
L LL L

Organic Bubble Clouds Gemstone

Aa

L LY L
mumnen
Q
LLLE] ]}

3
m
w
mEsan L LR ]
@ DA - B3
. L
ST

Prominen... Smoke

Ad

|HII
L ]
||i|l
Q
LR ]

Radiance Pencil Pen

DPé chon cac hiéu tmg cho cic chu dé cia so dd tu duy chon trong
phan More -> Effects.

{1

0 % @

ﬂ E EJ ! E E Backgrounds Borders & Re-Layout Connectors

- ~ Titles - Page ~ “
Colors

Backgrounds M Layout ]
||:||||1I?q|.|||||ﬁ(?.||||| O Connectors
Embellishment ‘ 5 b 5

Office Linear Zephyr Integral
[ —~ Ili :ft
h:ﬂ" phang Simple Whisp Daybreak Parallel

A
J

el

Sequence Slice Retrospect
Ly
Organlc Bﬁ ds Gemstone

_ ——_li§ [ rr
L Lines Prominen... Smoke
- r
Radiance Shade Pencil

r1 —

= " B o

Chon céc kiéu mili tén trong phan More -> Connectors.
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- - T b Y oy
B 1 | -
- 4 : Backgrounds Borders & = Re-Layout Connectors

- - Titles = Page - -
&2 Colors * Backgrounds 1 Layout =
® [Effects L

E—E 3

Embellishment »
al < - | < |
* * e -
Office Linear Zephyr Integral
afeeaneenns ; -+ J - - ]
L. * * L *
Simple Whisp Daybreak Parallel
- - —
- * —
Sequence Slice lon Retrospect
Q—I - 4—/
» — - : *
Organic Bubble Clouds Gemstone
L L ®
Lines Facet W Smoke
H |
o=’ <
L —

Radiance Shade Pencil Pen

3.3.4. Thay doi giao di¢n cho tirng chii dé
Nhan chudt chon chii dé can thay d6i sau d6 cac d6 mau (Fill), duong
vién (Line), chon kiéu hinh (Shape Styles), hiéu tng (Effects) trong thé Home.

Design Data Process Review View BRAINSTORMING Q Tell me.. Chay

Home Insert

. v | T =R - IrFill - o -
& Franklin GothicB~|16pt ~ A A =|A Q - R AL l‘(:_] :S-D =1
Ea =EE== (&~ X Qé”k & Line~ o A Y - o
B I U acAa~ A ~ Sy e uic ign Position ,_, Change
¥ = | LEes A "n Styles ~ Q@ Effects - v S Shape
vard Font 1 Paragraph F Tools Shape Styles I} Arrange Editir

) ool B b M o 19 Lo 19 Lo O 19980 L 99 10 L 19 0 0 B L1
2
s
.é,_j Biomijt
- o
o a’P»
1 2
=
z Messenger
— 2 -

3.3.5. Thay déi kiéu so do tw duy
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Khong phai chon bat ky chu dé nao trong so d6 tu duy ma chon ngay
thé Brainstorming -> Diagram Style.

H S- Drawing] - Visio Professional
File Home Insert Design Data Process Review View BRAINSTORMING Q Tell me...
% 0 'Q‘ =Y &2, Layout '?5‘ Diagram Style
; - : Move Topic to New Page 2 S v Outline Window
Main Subtopic Peer Multiple = Auto- ; y Import Export

Xuat hién Brainstorming Style Iwa chon kiéu so do trong phan Select a
style, phan xem trudc phia bén phai cho dé dang Iya chon. Sau khi da Iya chon
xong kiéu so 36 chon OK dé lya chon.

> ul

Brainstorming Style X

Select a style:

Si‘mplg (Default)

Elliptical |:| |:|

Mosa@c 1 \

Starburs p T i
=

So dd tu duy cua s& dugc thay doi theo kiéu chon:

Bao cio

Messenger

3.3.6. Thay déi bé cuc sdp xép cho so dé tw duy
Cé thé diéu chinh bd cuc cho so dd tu duy bing cach chon
thé Brainstrorming -> Layoult.
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H S- Drawing]1 - Visio Professional

File Home Insert Design Data Process Review View BRAINSTORMING Q Tell me...
- pra—— 5
‘ 28 e0 2 eyl ) (G omrmsye

i € &z Move Topic to New Page _ V| Outline Window

Xuat hién phan Layout Iwa chon bd cuc phu hop trong phan Select a
layout, nhan OK dé luu lya chon.

Layout

Select a layout:

Default

Left to Right
Right to Left
Top to Bottom

Bottom to Top

Connectors: Q

rai : : : :
: NG < v

So db tu duy s€ duoc se‘ip Xép theo b6 cuc ma da chon, c¢6 thé se“ip Xép cho

vlra trang gidy.

Bao cao

(ﬂl r"_ > ¥ T T

m I Flang

Budc 7: Xuét dit lidu

3.3.7. Sao chép so dé (hinh vé) sang Word
C6 thé sao chép dit liéu sang Word bang cach nhan gitr chudt va chon so
dd tu duy, tiép theo nhin chudt phai chon Copy (hodc nhan t6 hop Ctrl + C) dé

copy.
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Mé& Word, nhan chudt phai chon Paste hoac nhén t6 hop Ctrl + P dé dan.

Documentl - Word &= e

‘“‘ﬁ 3{, Times New Roman 13 -~ E viz=~ “;_—_‘ = 3= A" Pol
p—E@ B I U~aex, x> 20 =E=== s“l’ cait

aste . . tyles iting

. ~ &.E‘V.A.Aa. A A IR () g .
Clipboard = Font = Paragraph r Styles = -
l.-I.-l-H-l-l-l-l-l-3-|-4-|-5v|-6-

~

st B 9o 10y +21e g 120 213 1 o140 g 1501 16 - AR 1B -

N i Bdo cao

> s
Page1of1 Owords English (United States) E3 = - 1 + 90%

B¢ chinh stra so d6 chi can nhap dup chuot vao so do thi sé xuat hién
phan chinh stra ctia Visio cho di€u chinh.

(] Document1 - Word =N Ech ~<=
File Window
Home Design Data Process Review  View ERAINSTORMING
—} Calibri 2pe ~|| =EEI= A 8O- & - G, el
“—Em B I U abc Aa~ = b4 - =~
Paste P . ﬁ_g & Quick '&’ Arrange |k o
- A~ A A == A g Styles - e % @
Font [ Paragraph [} Tools Shape Styles Editing -~
C1 0 e 2e0 e300 A B p o Bt T u s Bt 81 1004 cAhe ) 1204 03e 4l 1 180 4 <16 | AnadBeg |
~
L Wersriiiiiiiiiiii it R, SPRIPI) RO s pa st ress ITIITIIIIIIN
-
-z N
Z 5 2 @Y% Drawing in Documentl.vsdx po 00 120 k0 [~
. = Z
= Z
l | = 2
- r B D z
_ 2 =
7 =
~ i z Bio cao
: B| =
. - =
N g f
-+ - e
N -
wiks
] ] % » Z
T [ | )
9 1 [ » z
- I_. z
1 = __Paae-1 All a (+) 7 -
| 4 | »
Page1of1 Owords English (United States) [E| El = - 1 + 90%




3.3.8. Xudt ni dung ciia so dé sang Word
Chon Brainstorming -> Export Data -> To Microsoft Word.

Insert Design Data Pracess Review View

TS RLNEN  C Tell me what you want to do..

iu) =Y =2 Layout

Move Topic to New Page z
Multiple Auto-

Subtopics = Arrange 5 Change Topic Data
Arrange

co Lo Bk M8 (B LB 1099 (901

Import  Export

[¥| To Microsoft Word...

Te Micresoft Excel...

rﬂi‘ Diagram Style
| Outline Window

'Dch L1l |1|20I| II.ZIAF}.ll Il.zﬁlq L1l I|ES€?I 1

Xuat hién ctra s6 File Save chon vi tri luu file va dat tén file trong File

name, sau d6 nhan Save.

File Save
1 > OneDrive > Documents

Organize « New folder

X Name

3 Quick access
[ Desktop »
‘ Downloads #

/2| Drawingl.xml

@ Documents
= Pictures ~

Google Drive #
w  katakana

Jﬁ Music

Y

X
v O Search Documents yel
= @

Status Date modified Type

03/06/201810:30 ... XML

» Hide Folders

NTC
m Videos vl IE >
File name: v
Save as type: .XML Files (*.xml) v|

Tools ~ Save Cancel

Trang Word chira ndi dung so d6 tu duy s& dugc hién thi.
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L |-§-|-1~.-2-|-3--~4-|-5-..s~|<7-|-a~-~9-|-10--~u~.-12-.-13~-~

- XML Document ™
al XML data views

- This XML document has

= multiple data views. Before
il Danh muc making changes to the

2| document, choose the data
il Internet view (XSLT) to apply.

2 . . Visio Brainstorm to Word
A Van phong Data only

| Bao mat

-7 Dé hQﬂ Browse... |

©

- Phanmém

~

- Kétnéi

@

T Facebook

o

- Gmail

g

- Messenger

3.3.9. Xudt néi dung ciia so' dé sang Excel
Tuong ty nhu xuat sang Word, chon Brainstorming -> Export Data -> To
Microsoft Excel.

Insert Design DEYE Process Review View BRAINSTORMING Q Tell me what you want to do... Cham Yol

.Q =3 & Layout 434 Diagram Style

) [£) Move Topic to New Page z v Qutline Window
Multiple  Auto- ) Import Export
Subtopics  Arrange ** Change Topic Data Data~
Arrange CE] To Microsoft Word.., /

C P ITTT . Y ISTY Lo IOY FYOTL, . RRUITYNAL o SUPTYN Lo NIT Lebosiigtyed Al B L 138 L (3R L 3R

To XML..

Xuat hién ctra s6 File Save chon vi tri luu file va dat tén file trong File
name, sau d6 nhan Save.
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I File Save X
r > OneDrive » Documents v O Search Documents P
Organize v New folder Rz v Q
m Microsoft Visio ) Name - Status Date modified Type
=] Drawing1.xml 03/06/2018 10:30... XML

2% Dropbox
5] 2018-06-01
b 2018-06-02

03/06/2018 2:42PM XML

w Camera Upload:
w katakana

&8 Shared_TLS_Ch:
& WORK

‘@& OneDrive

[ I TR P

File name: v

Save as type: | XML Files (*xml) v

~ Hide Folders Tools ~ Cancel

File Excel chtra ngi dung so dd tu duy s& duoc hién thi.

A B __C | D | E | F | 6 __H | 1

2 T4 Danhmuc
3 711 Internet

4 |T1.12  Van phong
5 |T1.13 Béo mat

6 [T1.14 Db hoa

7 |T115  Phan mém
8 |T12 Két ndi

9 |T1.21 Facebook
10(T1.22  Gmail
11/T1.23  Messenger

Budc 8: Luu so d6 tu duy.
Chon File -> Save (hoac Save As) -> Browse.

Drawing1.vsdx - Visio Professional

Save As

OneDrive - Personal Current Folder
6 ntc91tb@gmail.com
Desktop
i ThispC
Today

+ Add a Place / Desktop

Chon vi tri luu file, dat tén cho file trong File name va chon dinh dang cho
file trong phan Save as type, cudi cting nhan Save dé luu lai.




33

Save As *
<« v 4 Il > ThisPC > Desktop v & | Search Desktop pe)
QOrganize v New folder = - (7]

~
s+ Quick access

| Desktop -
‘ Downloads
E, Documents o
= Pictures o+
Google Drive
& katakana
J'i Music
NTC ke

File name:

Save as type: | Visio Drawing (*.vsdx) ~

Authors: Cham Yoko Tags: Add atag

Options... /
~ Hide Folders Tools ~ Cancel

3.4. Phan mém vé so dd Microsoft Word

3.4.1. Cich vé so dé trong Word bing Smart Art
Budc 1: Mo Word, chon Insert > Chon Smart Art.

wvout  References  Mailings Rewiew  Wiew
===

JE2 - @ =

re  Clip  ShapesjSmartirt fChart Screenshot  Hyperlink Bookmark Cross-refers

Art - 2 -
lustrations Links

| * 2 * | '|Insert SmartArt Graphic [Z

V&i Word 2007, 2010 va 2016 nt Smart Art nam ké bén nut
Shapes nhung véi word 2013 thi ntit Smart Art dugc b tri gon nhu hinh sau:

Insert gsign Layout Re—ferences_: Mailing

geview  View QT

O | g N o Store W
| — I~ ~ Chast ol
Cover Blank Page Table Pictures Online Shapes lcons 3D . Wikipedia Onlir
= i P - a4+ Stkeekshot - & My Add-ins ~ P )
Page - Page Break - Pictures - Models - Vide

Pages Tables INustrations Add-ins hed

Budc 2: Luc nay hop Smart Art s& xuat hién cho phép chon so d6 phu
hop véi nhu cau > Chon OK.
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O day, co rat nhiéu loai so dd duoc go1 ¥ nhu:
- List: Kiéu so d6 danh séach.
- Process: Kiéu so d6 qua trinh.
- Cycle: Kiéu so d6 vong.
- Hierarchy: Kiéu so d6 to chiic.
- Relationship: Kiéu so d6 quan hé.
- Matrix: Kiéu so d0 ma tran.
- Pyramid: Kiéu so d6 hinh kim tu thap.

- Picture: Mau so do ma co thé chén thém anh tir bén ngoai.

Al

List . .
2w Process EE

% Cycle

§ -

Hierarchy

Relationship

& Bl &

B Marix
p————=

Budc 3: Sau khi chon duoc loai so d6, can tién hanh dién ndi dung
vao phan [Text] hién thi trong so dd.

Vi du: chon vé& kiéu so d6 so dd danh sach (List), nhap ndi dung - chi
“Béanh” vao 6 dau tién. Tuong tu dién cac noi dung vao céac 6 con lai.

Luu ¥: Luc ndy, c6 thé x6a hodc thém bat ky 6 ndo c6 trong mau so do,
bang cach:

Néu mudn xda: Click chon 6 mudn x6a, rdi nhan Delete.

Néu mudn thém: Click chon 6 vi tri muén thém, chon Design > Add
Shapes xuét hién cac vi tri chén 6 nhu:
Add Shape After: Chen 6 ¢ phia sau.
Add Shape Before: Chen 6 ¢ phia trudce.
Add Shape Above: Chén 6 ¢ phia trén mot murc.
Add Shape Below: Chén 6 ¢ phia dudi mot mirc.
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Vi du: mudn thém mot 6 trén “Banh” thi chon 6 “Banh” > Chon Add
Shapes trong phan Design > Chon Add Shape Before. Luc nay, s& xuat hién mot
0 moi phia trén 6 “Banh”, co thé nhap lai dir li€u vao 6.

Add shaps| - = rormote B Mowe L)
FIrTET A .

Hi‘ Add Shape Ak Mlowe Down

IL;] Adcdd Shape Before I

Left v Layaut

R

R Y

Bbie

Add Shape BEefore

Add a shape before the selected
shape.

_— = B vy —
] - EECNSS . -

| 1 e 5 S 1 = Lalyou;s ! | 5

e [Text]

1 [Text]

Budc 4: ¢6 thé thay d6i mau 6 cta so dd bang cach vao Design > Change
Color, r6i chon nhiéu kiéu nhu duoc goi ¥.

Mailings  Rewview

Vie\p‘v‘l Designl Format

l .
E — ==

- 9

4

—

1l

Layouts

Primary Theme Colors

|-X-| 11 - - - T S ] ™ | ' ]
: | = =
1] Q";] | v J
Colorful
It B
N |~ I
v:' Vi ' ]

"]

3

[ —
v 1

¥

v |

Céch v& so d0 trong word khi sir dung Smart Art s& gitip tiét kiém thoi
gian v& hon véi nhitng so dd ma hé thdng da goi y san.

3.4.2. Cdch vé so do trong Word bing Shapes
Trude khi chon cach v& so d6 trong Word bang Shapes, can liét ké nhiing
y chinh duogc thé hién trén so do dé rat ngan thoi gian vé.
Budc 1: Mé Word, chon Insert > Chon Shapes, chon bat ky hinh dang
nao ma muon.
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Horme Ilnsertl Page Layout Feferences hAailings Frewiewns Wy

> =i ElE=
B =15 EEEP 2 s
Cower  Blank  Page Tahle Picture  Clip tart Chart Screenshot | Hyperlink B
Page~ Page Break 7 Art =
Pages Tables Recently Used Shapes -
A S OO L L b 5] 4
% L T 3
Lines
5 |\xx11m112m&%

Budc 2: Tim vi tri mudn v& trén trang, nhén trai chudt va kéo dé tao ra
hinh.

References rAailings aA=R = “iew ‘ Format l
-~ &» shapeFill - ; A Text Fill
+ L& shape Outline - ﬁ £ Text Qutline
= | @b Shape Effects ~ LA &) Text Effects ~
Shape Styles E Wiordart Steles
b2 v -2 -v L - 1 -1 -2 -3 1-4 1 5 -1 -6 -1 7 1 -5 | 9 ! 101 11

Duya vao y chinh ma mudn thé hién trén so d6, tién hanh v& thém s lugng
hinh twong tng bang cach giit phim Ctrl trén ban phim, dong thoi nhan giir trai
chudt (sao cho xuat hién dau thap) roi tién hanh kéo tha hinh & vi tri khac.

Néu khong thuc hién thao tac kéo tha chudt dé tao hinh nhu trén, tién
hanh sao chép va dan hinh bang t6 hop Ctrl+C va Ctrl+V.

Budc 3: Tai Format, tién hanh chinh style theo s& thich.
Trong khung Shape Styles c6 nhiing chirc nang sau:
. Shape Fill: Mau hinh nén bén trong hinh.
« Shape Outline: Mau vién, do day vién, kiéu vién (nét lién, nét dut,...).
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« Shape Effects: Hiéu ting hinh (3D, d6 bong,...).

ailings Rendew Wiews I Format Il
N Shape Fill = A TextFill Hﬁ Text Direction |_dT| Iﬂ [
B - Eshape Cutline - ] &2 Text Outline i:——JA”gh Text =
| < Shape Effects - Text Effects = | &3 Create Link POSLUOH :E;?’i IE]}
Shape Styles " wWordArt Styles Text
fZ'l'].'Il'2"Iél3'l'I4'|'5I'|'6'I|'7"|I'El'|'l9'|'lOl'|'ll'll'12"I'13'|'].I4‘|'].5:"].6‘*'].7’
?

Budc 4: tién hanh vé& cac mii tén hoic duong théng dé thé hién su lién
két, bang cach vao Insert > Chon Shapes > Chon hinh miii tén hodc dudng
thang.

Insert Page Layout References Mailings Review e Format

108 2] B3 =l s Q 2 H BAEE

= Table Picture i Shapes Fmartart Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer Page
ke ~ i = < = Mumber ~

Header & Footar

Tables Recently Used Shapes Links
EEOC]&"I_—L.Eb{F@ Z RN S AR RN SRS CER

ca T

Lines

S S TLTLL T RO %

Rectangles

L () [ i () () [E) (&) )

Basic Shapes

EHO ALIOLOCOODEE®

E (L Oy O TS o oo (8 5
O0@@OP G T3

CI4%0 14 &

Block Arrows

5 <P r L TE e L [P [ 7 I °

€ 2o »HLI Ok _-‘-
Néu mudn chinh d¢ day ctia miii tén (hay duong thing) thi chon Format >
Chon Shape Outlines > Chon Weight > Chon d6 diay mong muén.
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Mailings  Review  View Format 1

O Shape Fill - A TextFill Hﬁ Text Dir

Abc Abc 2|[_E|Shape Outline vll & Text Outline |i_;-'JA|ignTE

Theme Colors TextEffects = &2 Create ||

Shape Styles WordArt Styles Text]
'X'I G0 % 1w 11 121 13
— T T T T T

11 - I AR
D e

Standard Colors

] ENEEN
Mo Dutline
4 21 More Outline Colors..

= Weight vl ot
=2z Dashes b Vept
— b apt
Tpt
1V pt
214 pt

3 pt
;

Khi v& so d6 trong Word ma gdm nhiéu hinh (d6i twong vé& bang Shapes),
thi can nén Nhom (group) lai dé tranh bi x6 16ch khi thay d6i bd cuc cua so dd
bfmg cach nhén phim Ctrl, roi dung chudt click chon hét so do, nhép chuot
phai dé chon Group.

TimesMev 13« A" 47 iF i [ O
7 i BIS==A-0-2-9

=3

% Cu
=2 Copy
ﬁ Paste Options:

_r_.._j
I Group 1 I IE Growp 2
el

Bring to Front |
"Ea Send to Back | b

g Insert Caption...

W Wrap Text b

Budc 5: tién hanh dién noi dung vao hinh hop, bang cach chon hinh, nhap
phai chudt chon Add Text rdi sau d6 nhap chit vao.



I
L]

L

Times MNe- 13~ A" 4

B I
Zu

-~ L~

—_—
Lopy J
Paste Options:

B

Add Text

jurl

i

Ih @ &

Edit Points

=
18

3.4.3. Dung Drawing Tools trong Word

Véi cach sir dung Drawing Tools dé vé so do trong Word, c6 thé tily chinh
khung v& dé tao phong nén da dang cho flowchart.

Budc 1: Vao word, roi chon Insert > Chon Shapes > Chon New Drawing
Canvas.

Home I!n ertI Page Layout References Mailings Review View
3'—lﬂjmﬁﬂlelﬁﬂ@+@a@ EE B

\Lln

Blank  Page Table | Picture Clip f§|Shapes |FmartArt Chart Screenshot Hyperlink Bookmark Cross-reference  Header Footer Page
Page Break - Art ~ %

> = Number |
Pages Tables Recently Used Shapes Links Header & Footer
Eﬁ\\\\DO[:]&—L—L.d>G@4"'SI"-6-I'-7 G e To )
RS ¢
Lines

NN LL ARG S

Rectangles
OEEGEEEE@mes

Basic Shapes

HO AMNIOOSOODO®®
SGOOOr Lo am
O0@HOEC RT3
CIL-C X L &

Block Arrows

R T L s (e (R I
g Jwawm=DD »pLId
Ty PPN

Equation Shapes

=R =g

Flowchart

O OCIARB K ¢ AVED
Qoo

Starsand Banners

DT oy 2 30 @ 5 G o 6
o 2 () B [T I R R

Callouts

L @ €388 @A A
£ ADAD do

I-{} New Drawing Canvas I

»10»|‘9»|‘3‘\‘7‘\‘6‘\‘5‘|v4‘\‘3‘\‘2‘\‘1‘|w-|'1-|‘2 ‘ F 594
Q 2
)
52

Budc 2: Khung vé biéu d sé& xuét hién.
Phai thay d6i kich thuéc khung v& dé toan bo so dd nam gon trong khung.
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2y Shape Fill - [ rection E E
Abc C_/’Shape Outline ~ | Align T =
S <) Shape Effects ~ =5 Create | Basitiofy: M
~7 Tex]
Shape Styles WordArt Styles Text
i1 (-1 -1-01 21 -3:1 41 5161 70 -8 -1 91 -10- -11- 1 +12- 1 -13: | 14 | 15 1 -16

Tim vi tri mudn v& trén khung, nhén trai chudt va kéo dé tao ra hinh.

Home  Insert  Pagelayout References  Mailings  Review Viewl Format Il

A~ NObb o - £=editshape - ‘ ~ 4 ShapeFill =
&—L—L.ED"'«'\} (Y ~ A Draw Text Box ‘ v EShape Qutline ~
&% ™Y { } ﬁﬁf v | —= <’ Shape Effects ~
Insert Shapes Shape Styles i
m "2"'1"'2"'1"'2"'3"'4"'5"'6"
= ; ; ; ; ;
o™
N
-

Budc 3: Tai Format, tién hanh chinh style theo ¥ muén.
Trong khung Shape Styles ¢6 nhiing chirc nang sau:
«  Shape Fill: Mau hinh nén bén trong hinh.
. Shape Outline: Mau vién, do day vién, kiéu vién (nét lién, nét dut,...).
« Shape Effects: Hiéu tng hinh (3D, d6 bong,...).
Trong khung WordArt Styles ¢6 nhitng chirc nang sau:
« Text Fill: Mau chir.
. Text Outline: Mau vién, do day vién, kiéu vién (nét lién, nét dat,...) caa chit.
« Text Effects: Hiéu ing hinh (3D, d6 bong,...) cua chit.
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ert  Pagelayout  References  Mailings  Review  View Format ‘
"L Edit Shape ~ 1 Shape Fill ~ " A TextFill -
‘A Draw Text Box [Abc} [Abc] Abc |+ L& shape Outline ¥ A / v gTeXtOutlinev
< | Shape Effects v & ¥ | J&\ Text Effects ~
es Shape Styles E WordArt Styles
||3|2|1|-§‘|1|2|3l\4|5|-5-|7| I +9 v 2100 1
=
rm r o _

Budc 4: tién hanh v& cac miii tén hodc duong thang dé thé hién sy lién
két, béng cach vao Insert > Chon Shapes > Chon hinh miii tén hoac duong

?
thang.
C m . 0 —
Home Insert  Page Layout  References Mailings Review  View Format in:
&_L_LOLV&CS = . Edit Shap 7;."
2‘2 /\ { } DA did _JDY&WT"xtBox M ~ [Z shape Outline ~
“ —L._L.'_L. v ¥ Shape Effects »
Insert Shapes Shape Styles
T_Al ' 2 |-1-|?( 1 2 ! 3 1=l 3 I 6 1
o~
m L
—f
o~ Aoz
Gayan
ol
sl

Ck

Néu

mudn chinh do daycta mili tén (hay duong thang) thi

chon Format > Chon Shape Outlines > Chon Weight > Chon d6 day mong

muon.
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— !
Mailings  Review  View ‘ Format
A Shape Fill 1 :\ Text Fill
. = A _-_‘;/ 4Ot
Shape Outline ]I 7O\ & Text Outlir
Text Effect
fordArt Styles
e - T A - Al A G B
| = | 0 i i 0
ST T
Standard Colors
m  ENEEE
No Qutline
+8) More Outline Colors...
3 = Weight > I Ya pt —
=tz Dashes » | Vapt
~—  Arrows » | Vapt
S % | 1pt
Gay an
4 1% pt l
| 2%a pt
4% pt
6pt I

Budc 5: tién hanh dién noi dung vao hinh hop, bang cach chon hinh, nhap
phai chudt chon Add Text rdi sau d6 nhap chit vao.

il

Shape Styles = & Cut

Sa eSS el 2o Copy -3 -1 -4 - s =g

5 Paste Options:
o)

Edit Points

goh

Bring to Front \ >

Send to Back \ >

Hyperlink... a |
Gay an

Insert Caption...

=5
2
=]
Wirap Text
22,

v

Set as Default Shape

More Layout Options...

Format Shape...

1
L

|
F

Budc 6: Dé chén chit bén ngoai cac 6 biéu d6 d3 v&, chon Draw Text Box.
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rt Page Layout References Mailings Review WViews 1 Format

Edit Shape ~ ¥ shape Fill ~

A | Draw Text Box [ Abc ] [ Abc ] L Abc J ~ L[ZZ Shape Outline ~ A

= ‘i’ Shape Effects ~

Shape Styles

Draww Text Box S D R SN e o e s o P S TR
=

Insert a text box into the document.

Gay an

3.4.4. Cich vé so dé trong Word dang biéu do
Budc 1: chon vung dir liéu, chon thé Insert > Chon Charts.

Home I lnsertl Page Layout  References Maﬂmgs Review  View

21T EHED (e €
Cover Blank Page Table | Picture Chp Shapes SmartAr] Chart Bcreenshot Hype
Page~ Page Break > Art X
Pages Tables [llustrations

["2"'1"'i:|nsertChan
[ ] : Ine
o co
~ ; Ba
- S0
E; 1 J
- | : L

- g Press F1 for more he

Budc 2: Mot cira s6 hién thi cac biéu d6 khac s& hién ra dé lua chon. Tuy
thudc vao bang dit li¢u ma lya chon loai biéu dd phu hop.

- Column: Dang biéu do hinh cot dimg hién thi nhiing dir liéu thay doi
theo thoi gian hay so sanh giira cac muc.

- Line: Biéu d6 duong biéu thi dit liéu thay doi theo thoi gian véi cac diém
danh dau tai mdi gia tri dit liéu.

- Pie: Biéu db hinh tron, biéu dién sd liéu ¢ dang phan tram.

- Bar: Biéu d6 cot ngang, tuong tu véi dang Column.
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- Area: Biéu d6 ving thuong dugc sir dung dé nham tap trung t6i tong gia
tri.

- X Y (Scatter): Biéu d6 phan tan XY, dugc dung dé so sanh gia tri dit liéu
theo timg cap.

- Map: Biéu do dang Map dugc st dung dé so sanh dit liéu cac vi tri.

- Stock: Biéu dd chimg khoan, thé hién dao dong 1én xubng cb phiéu,
lugng mua, nhiét do.

- Surface: Biéu d bé mit két hop téi wu giita cac tap hop dit liéu, mau sic
minh hoa cho cac khu vuc thudc cung mot pham vi gia tri.

- Radar: Dang mang nhén thé hién cac dit liéu da bién, thuong su dung dé
xéac dinh hiéu suat, diém manh va diém yéu.

Tai déy, chon biéu d6 tron > Chon OK.

_ | Templates A
Il Column i ~. m
Bar
=E==EAE]S
XY (Scatter) - -
= e .
o A < | = |
l.ﬂ_%‘] Surface / 2 E\’_ J 2 ,
& Doughnut
@2 Bubble »
Wy Radar —_—
VNS AAN
‘ Manage Templates... ] \ Set as Default Chart ‘ 3 OK Cancel ‘

Budce 3: Bang dit liéu dudi dang trang tinh Excel s& xuét hién. nhép dit
lidu vao dé biéu dod dugc vé theo dir lidu.

Sau khi hoan tat, chi viéc tit bang d6 di 1a dugc. Néu mudn stra lai dir liéu
ctia biéu do thi nhan chon 2 1an vao biéu d6 nhé! Bang di liéu s& hién ra dé thao
tac.
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“ Home Insert Pagelayout References Mailings Review View | Design | Layout Format ‘ ae

TR

Home | Insert Pagelayout Formulas Data Revi

‘ r_}»- X | [Calibri < General
|

T $-%

Change Save As Switch Select  Edit Quick Quick Paste 2
Chart Type Template Row/Column Data Data Dat Layout~ Styles ~ = . s} %8 %68
Type Data Chart Layouts| Chart Styles Clipboard = Font ¥ Alignment “ | Number
Eé (R g S S I A G M i G e (e N G L 0 N e 1 R 1 15;53 A6 - [.'
] ald A ] 8 C D E
N il Sales
= 2 1stQtr 8.2
A 3 2ndQtr 3.2
s 4 3rd Qtr 14
= 5 4th Qtr 12
: Sales 6
7
5 8 To resize chart data range, drag lower righ
2 9
. | 5T
: 11
- 12
’_1 m Ist Qtr 13
" 2nd Qtr 14
‘? w 3rd Qtr 15
o athQur 16
17

Budc 4: Néu mudn thay d6i kiéu biéu db thi nhan chudt phai vao biéu do
> Chon Change Chart Type va lya chon kiéu biéu d6 méi.

Sales

TimesNev 13~ A

BIS==

I

" Plot Area

ol Tl

> »

Delete

Reset to Match Style

&
@ Change Chart Type... l
)

st Qtr
Edit Data... a
3-D Rotation.. nd Qtr
% FormatPlot Area. ‘rd e
4th Qtr

3.5. V& so dd tw duy bang cong cu PowerPoint

3.5.1. Cdch vé so dé tuy duy

Pé vé so db tu duy trong PowerPoint, can tao mot slide méi va sir dung
SmartArt dé thém cac thanh phﬁn dd hoa. Thuc hién theo cac budc dudi day:

Bude 1: M mot slide méi va thém tiéu dé cho so do tu duy cua .

Budc 2: Cheén SmartArt. Nhitng dd hoa nay s€ tao thanh bd cuc cua ban
dd tu duy. Co rat nhidu bd cuc SmartArt ¢ san, nhung bd cuc Horizontal

Hierarchy gan giéng voi ban d6 tu duy nhat.
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Budc 3: Chuyén dén Ribbon > Insert > SmartArt > Hierarchy > Horizontal
Hierarchy.

Presentation?
Slide Show Review View

. — . ~ + E R 4-Fa —_ | .
<" = e =] o L#
Shapes .o % o Comment Text Header & WordArt Date & Slide Object Equation Symbol Video
:= List > Box  Footer Time Number
*»» Process >
-~
' & CVCle ’ - - - - - - - - .
i i
~ — N
g3 Relationship > =X ] | e a5 =
= = = == S & -Q-9- = B =
25 Matrix > -
A Pyramid > = [ ———] | =] =
- Picture > =22 == —aJla M=) -
| =l - [=] I+ = e
13

] izontal Hierarchy

St

u i
i
1|

K

Budc 4: Click vao hop dau tién (hop trung tdm) va nhap chu dé tu duy
cta. Trong vi du ndy, chii dé cdt 15 1a “Content ldeas”.

Budc 5: Chu dé cbt 16i s& dugc chia 1am céc chi dé chinh va chu dé phu.
O day cac cha dé chinh 13 "Recreate Top Posts" va "Ask Your Readers".

How to Generate Content Ideas

Expand a
Point

* Content Iccas
* Recreate Top Posts
* Expand a Pont

.k,f;:Im;.‘ | Recreate
fl Top Posts Add New
Content }} Information
Ideas \.
BN Ask Your

Budc 6: Cac chii dé phy sé& twong tmg véi ting chil dé chinh. Vi dy, chi
dé chinh “Recreate Top Posts” s& ¢ cac chui dé phu 1a “Expand a Point” va ‘Add
New Information”.

Budc 7: ciing ¢ thé sir dung SmartArt Text box & bén trai dé thém thong
tin chi tiét va thém hodc b6t cac hinh ciia SmartArt.
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Budc 8: Thém hinh SmartArt sir dung cong cu text box hodc thanh cong
cu SmartArt va truy tri hé thong phan cép. Bang cach ndy c6 thé mo rong so dd
tu duy v6i nhiéu cha dé hon.

Budc 9: Thanh coéng cu SmartArt Design and Format gitp ban dd tu duy
dep hon.

Trong qué trinh tao ban dd tu duy, bat ctr khi ndo xay ra 18i, co thé
nhan Reset Graphic (trén thanh cong cy SmartArt Design) dé tro lai trang thai
ban dau.

3.5.2. Cdch lién két trong PowerPoint

Tao lién két trong PowerPoint (tir phién ban 2010 #ré 18n)

Budc 1: Tao hinh khdi va hinh anh trén slide. Nhan vao tab Animations roi
nhan tiép vao Add Animation dé chon hiéu tmg cho anh.

Presentation] - Microsoft PowerPoint PICTURE TOOLS
INS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
‘|"* 7 Animation Pane Start Reor
’.k W 1 r PR ri - [ . Trigger Duration: |
y i i —| Effec
Fly In FloatIn Split Wipe Shape - Options Animation * Animation Painter 2 Delay |
Animation Entrance
¥ U D G | ¢
Appear Fade Fly In Float In Split
- . ¥ N < o
Click to add title » X e oY
; Wipe Shape Wheel Random Bars  Grow 81
LT
5 &+ % 4«
Zoom Swivel Bounce
Emphasis
Pulse N Teeter Spin Grc»v‘_-}éh
Color Pulse k
Desaturate Darken Lighten Transparency Object C
k ¥ k : g
Compleme...  Line Color Fill Color
u B B A

Budc 2: Sau khi chon xong hiéu tmg chuyén dong, tai phan Advanced
Animation chon Trigger réi nhan vao On Click of va chon tén khéi hinh.
Két qua ciing twong tu nhu trén, click chudt vao hinh khéi dé hién thi hinh anh.


https://quantrimang.com/tao-do-hoa-smartart-trong-word-2016-144815
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Presentation - Microsoft PowerPaint

ASIMONS ANIMATIONS SLDESHOW REVIEW VIEW

T % ¥ - +*, d Animation Pane P Start: |OnClck | R

» 28 Y - - e Trigger = @ Duration: 2200 5| -
ect | . |

Options = Anirration = ‘B OnClickef  + || ContentPlaceholder 3

Animation 1 fdra SRS

Toom Swivel Bounce Pulze Color Pulse |+

Click to add title

Tao Lién két Hypelink trén PowerPoint

Céch tao lién két Hyperlink nay s& ap dung cho toan bd cac phién ban
PowerPoint dé lién két t6i cac slide, trang web, email. ..

a. Tao lién két tdi slide

Budc 1: Trong slide mudn chén cic két nbi ngudi dung nhén vao tab
Insert dé v& hinh tao nut lién két. Tiép tuc chinh sira, thay d6i lai dinh dang cho
hinh khéi rdi nhap ndi dung. Tiép dén click chuot phai vao hinh khéi va chon
Hyperlink.

Preratont Mo Poveror DRAING T0OL |
ANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
- a— a - =
Calibri (Body) - |18 <] A" a7 e T . iT . = “:1 Text Direction ~o e OO 3 DI:I g 2 Shape Fil
[2] Align Text - AL L G- A ka L# Shape Ou
AV . - - =E= ===~ - - rrange uic
B I USsa&i-fa- LA- ==== = T Convert to Smartart - | VO 42 Fe =T SUET O shapeEn
Font o Paragraph o Drawing
36 Cut

Paste Options:

Click to add title =

-,
0O l=
Edit Text
= Edit Points
Bring to Front v
Send to Back »
Hyperlink... R |

Save as Picture...
Set as Default Shape

Size and Position...

3¢ Format Shape...

a2

Style Fill Outline

Budc 2: Hién thi giao dién mdi nguoi dung nhan vao muc Place in this
Document dé lién két nhanh t&i bat ky mot slide nao cé trong file PowerPoint.
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Khi click vao tung slide s& hién thi giao dién ndi dung bén canh tai khung
Preview. Nhu viy nguoi dung s& dé dang hon trong viéc chon ding slide ma

minh muon lién két téi. Cuoi cung nhan OK dé hoan thanh tao lién két.
blevesl |

TONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
Text Direction O Shape Fill i Find
Align Text U o Sh Outline 3ac Replace -
Arrange Quick
Convert to SmartArt *  Styles Shape Effects [s Select~
Font Paragraph Drawing Editing
Insert Hyperlink ? *
Link to: Text to display: | < <Selection in Document> > ScreenTip...
Select a place in this document: Slide preview:
Existing File .. First Slide ~
orwebPage | | | oot Shide
- Mext Slide

et | 2 ) - Previous Slide
=ewt | Place in This
Document [=- Slide Titles

Kreate New
Document

=

Show and return

E-mail
Address

b. Tao nit lién két truy cdp web
Budc 1: Truy cdp vio trang web mudén tao nat lién két trén slide
PowerPoint roi tién hanh sao chép dudng dan trang web.

¥e Camry gdy tai nan, 3 ngudich X -+
<~ (& (ﬁ https://vnexpress.net/iopic/xe-cam—- ——- = == 2 aaiaiich s anooa
Emoiji Win+Period
Undo Cirl+Z
Cut Cirl+X
I harding Copy crrl=c
Paste Ctrl+V

Paste and go

Delete

Select all Cirl+ A

Manage search engines and site search

Always show full URLs

VNEXF’REES T

# Thoisw Gocnhin Thé gici Video Podcasts Kinh doanh Khoa hoc  Giai tri Thé thao

Theo dong sw kién
Xe Camry gay tai nan, 3 ngudi chét
£ w
Buoc 2: Cling mé Hyperlink lién két cho nut lién két. Trong hop thoat
Insert Hyperlink, nhan vao Existing File or Web Page va dan URL trang web d
sao chép vao thanh Address. Nhan OK dé luu lai.

Pha



Insert Hyperlink

Link to:

c. Tao lién két mé file trén PowerPoint

Existing File
or Web Page

Place in This
Document

Create Mew
Dacument

E-mail
Address

Text to display: | < <Selection in Document> =
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? X

ScreenTip...

~ Bookmark...

Look in: Vu dn mau f&{
[m] 99991
Current 9099,
Falder @ 2
=] 99993
Er d @
Browse:
Pages @ 99993
=] 99996
R t @ 7
;ﬁ:? @l Anh xetai hién truding va tai xé
% £8 Vin Anh hd

Address:

ttps:/fvnexpress.net/topic/xe-camry-gay-tai-nan-3-nguoi-chet-20884 |«

Tai nat lién két t&i slide trén PowerPoint, nhan chudt phai va chon
Hyperlink. Tiép dén trong giao dién méi nhan chon vao Existing File or Web
Page. Tiép d6 tim t6i file hay thu muc mudn lién két nhanh. Nhan OK dé luu
lai. Nguoi dung co thé chon bat ¢t dinh dang file hay thu muc nao dé lién két.

Link to:

Insert Hyperlink

Existing File
or Web Page

Place in Ti
Documen

Create New
Document

E-mail
Address

? X
Text to display: File ScreenTip...
Lookin: v s LOcal Disk fD:) : 5 :@: .
=] IMG_7887.PNG A Bookmark...
Current | =7 |MG_7888.PNG
Folder &= v 20_‘ooc
:s'g nhung-cau-noi-kinh-dien-cua-jack-ma.pdf
G ] okinawa-fucoidan-ho-tro-dieu-tri-ung-thula-jpg-1431098411
S Pages 5] ten.xlsx
8] Vlookup.xlsx
— #)| Wanna One (R &) - IHAE (Energetic) MV.mp4
Files &)| Wanna One on Twitter [ZX|] Wanna One ZE 0JM0| A[E2
v
Address: ;nhung-cau_-noi-kinr_\-qien-cu‘a-jackfma._pc_!_f ~ :f

| cance

Dé tao lién két t6i file PowerPoint khéac thi thuc hién tuong tu nhu trén.

Ciing can click vao file PowerPoint dé lién két nhanh.
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Insert Hyperlink ? X
Link to: Text to display: File ScreenTip...
Look in: Jy Downloads r:'] 5| "fa: '
Existing File = — ! :
or Web Page =] 50018900_2354517668165914_8364386480394600448_n.jpg A Bookmark...
Curent | i=] 50259873_2354517571499257_903959700909850624_n.jpg
| [=] 50288803_2354517531499261_6154310925370261504_n.jpg
Place in This [=] 99959F495C34129021.gif
Document Browsed o
Pages £l bai-giang-ong-do.ppt
B 2| BLACKPINK - ‘OFX| =} & (AS IF IT'S YOUR LAST)' M-V W- ENI
Create New — )] cam-nghi-cua-em-ve-nhung-ngay-dau-duoi-mai-truong-thg
Document Files |2 ChenAnhTuDongxism
8] desktopcal-setup-v2.exe v
Address: §7C:\Users\User\Downloads\bai-giang-ong-do.ppt \7
E-mail bt not bbbt ecintit b B L
Address a4
conc
bé xo6a lién két Hyperlink da tao trén PowerPoint, nhan chudt phai vao
nut lién ket roi chon Remove link. Bé xem dugc ndi dung ban nhan F5. Cac nut
1énh s€ chi hoat dong khi chiéu slide PowerPoint, khong hoat dong trong qua
trinh soan thao.
Insert Hyperlink ? X
Link to: Text to display: File ScreenTip...
Look in: ‘ Downloads ‘:] > :@::
Existing File o ] _
or Web Page =] 50018900_2354517668165914_8364386480394600448 _n.jpg A Bookmark...
CF%'I";*;t [=] 50259873_2354517571499257_903959700909850624_n.jpg
=] 50288803_2354517531499261_6154310925370261504_n.jpg
Place in This [=] 99959F495C34129021.gif
Document Browsed i
Pages £ bai-giang-ong-do.ppt
2 BLACKPINK - ‘OrX| =F4 E(AS IF IT'S YOUR LAST)' M-V W- ENi
Create New e & cam-nghi-cua-em-ve-nhung-ngay-dau-duoi-mai-truong-thg
Document Files 5] ChenAnhTuDongxlsm
desktopcal-setup-v2.exe v
Address: §7C:\Users\User\Downloads\bai-giang-ong-do.ppt \7
E-mail R i £ 5 o
Address 3\
conce

V& co ban thi cach tao lién két, tao Hyperlink trén PowerPoint cling twong
tu nhu trén Word va Excel. Nguoi dung cling c6 nhitng tity chon chen sang file
khac, trang web,...
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3.6. Phan mém Iclone 7
3.6.1. Chirc nang chinh

iClone 12 phan mém real-time 3D animation nhanh nhét, gitp dé dang san
xuét hinh anh déng chuyén nghiép cho phim, hoat hinh, tro choi dién tu, phat
trién ndi dung, gido duc va nghé thuat. Pugc tich hop cac cong nghé real-time
moi nhat, iClone7 don gian hoa thé gigi Hoat hinh 3D trong moi truong san Xuat
than thién vo1 nguoi dung. No két hop hoat hinh nhan vét, thiét ké canh va ké
chuyén dién anh, nhanh chéng bién tdm nhin cta ban thanh hién thuc.

Character Animation: Tao hoat anh cho bat ky nhan vét nao ngay lap tic
bang céac cong cu truc quan cho hoat anh khudén mat va co thé.

Facial Animation: Tao hoat anh trén khudén mat vai tinh ndng dong bo
hoa nhép chinh xac, bi€u cam cam xtc con roi, chinh stra phim khuén mat dua
trén co va chup khudn mat tuyét voi trén iPhone.

Character Generation: Tao nhan vat 3D hinh nguoi thuc té hodc cach
di€u, san sang hoat hinh trong thoi gian ngan.

Professional Animation: Cac tinh nang hoat hinh manh mé gitiip canh
chuyén dong nho kha nang kiém soat sang tao tbi uu.

Scene & Prop: Tao noi that hodc moi truong ngoai troi ty nhién bang
cach két hop cac dao cu va cac yéu to dia hinh, bau troi, nude, cd va ciy cdi.

Lighting: Chiéu sang bat ky khung canh bén trong hodc bén ngoai nao
bang hé thong chiéu sang kéo va tha toan dién, co6 cac di€u khién stra doi truc
quan, shadow va presets.

Real Camera System: Tao ra nhiing birc anh chuyén nghiép bang céch st
dung cac may anh ti€u chuan cong nghi€p nhu Alexa, Red, Canon, v.v.!

Superb Real-time Visuals: Tang cuong chat lugng canh Vi cong nghé
PBR, VXGI va IBL giup ban bién canh 3D binh thuong thanh thé gidi anh
chan thuec.

Material Generation: Chi dinh va quan ly vat liéu thong qua giao dién
dugc stra d61 don gian dé ki€m soat két cau, UV va cai dat vat liéu da kénh.

Content Resources: Truy cap hang nghin nhan vét, chuyén dong, phu
kién va dao cu d3 san sang dé tao hoat anh ma khong can thu tuc tao mo hinh
t6n thoi gian.

Video Compositing: Két hop video va canh 3D voi hi¢u ng va phat lai
theo thoi gian thyc; nguoi dung co thé két hop video 1am nén va hoa tiét hodc
bién video thanh mit phang hodc bién quang céo.

Import & Export: Ban c6 thé nhap va xuét tat ca cac loai assets 3D bao gdm;
vat thé tinh, dao cu hoat hinh, nhan vat c6 xuong song va céc t&p chuyén dong.
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Extensive Plug-Ins: Phuc vu cho nhu cau cu thé ctia ban véi cac cong cu
chup chuyén dong va VFX. iClone cung cép cac loai plug-in khac nhau dé mé
rong hdp cong cu sang tao cua ban.

Extending iClone7 with Python API: Ngudi dung sang tao gio day co thé
dé dang tang cudng cac tinh ning hoat anh va thém cac thiét bi tiry chinh vao
iClone7 thong qua kich ban Python.

3.6.2. Cdch sir dung mét sé tinh ting cua phéin mém
Kich chon biéu twong phan mém Iclone 7 , nhu hinh sau:

2\

N
iClone v7.92

Man hinh xuat hién ctra so:

iClone’ ./

Real-time 3D Animation

Ctra s6 chinh bén trai Content (dn F4 d@é an/hién) bén trai. Cho phép lua chon:
Project template: Iwa chon cac mau co san;
Avatar template: Iua chon cac nhan vt co san;
Animation template: lya chon cic chuyén dong;
Background template: Iyra chon dao cu nén;
Tree template: lya chon dao cu cay;
Media template: lya chon hiéu tng video;



=
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Cira so chinh bén trai Scene (an F5, dé an hién cira so): quan 1y céc tai liéu khi

lam phim, dat tén cho céc tai li¢u do.

Condition

Shadow Catcher

Shadow Catcher
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Cira s6 chinh bén trai Visual (4n F7, dé an hién ctra s6): dung dé diéu chinh anh
sang, chinh mau cho cac bdi canh.

Ambient Light

Ambient Occlusion

Fog Settings
HOR

Image Based Lighting

Activate IBL

h sau:

Sau d6 lya chon cira s6 phai chinh Modify (4n F6 dé an/hién), nhu hinh sau:
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TLF AT T =

[C] openiClose Mouth

[] Affect all materials with the same name

@ Affect symmetrical materials

Mini Viewport

Texture Settings (Y)

Traditional

—
i1
s )

Diffuse Opacity Bump

//"‘._
/1 \
//’ [ \.‘

Specular Reflection

C6 céc ctra sO phu sau:

Cura sb phu 1: |= chinh stra ting chi tiét cho nhan vat; chi tiét cia cura sb:

+ Facial Features:
Mudn chinh tung bd phan cua khuon mat, kich chon vao b phan trong ctra $0:
Solo Feature Selection. Sau dé diéu chinh kich thudc trong muc Cheeks.
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Q " Facial Features

o

Solo Feature Selection

Narrow

B

Jaw

Bl —— o

+ Body:

Preset Finger

=

e
Length
-Oo0—

Depth
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Cira s6 phu 2: H dién cac chuyén dong; co cac ctra s6 phu sau:
+ Motion Puppet:

::;-_;:.-1 |_-r_| Motion Puppet

Cho phép chinh céac budc chay ctia nhan vat, nhu hinh sau:

== —

P e —
7 ks 2

SR

Body Profile : Base Motion

A - | BN A B AR
.
01_Bored 01_Boxing 01_Dance 01_Dan
Mood - & ~ =
R viove
7

01_Drunk 01_Fight 01_Look 01_Natural

@ Slider Control
Lower Hips

O Mouse Control

Exaggeration

Shoulder Down Shoulder Up Speed
Upright Slouch
. U ————————
Lower Elbow Raise Elbow
—O—
Elbow In Elbow Out
MW e rr t-oono-\iroo

Lean Back Lean Forward

+ Direct Puppet:

Direct Fuppeat

Cho phép diéu chinh chuyén dong cua timg diém trén nhan vat.



IK Settings

[ wirror

[M Realistic Shoulder

Pinning
[] Lock Move
[ LockRotate

Puppet

Move
® Screen-based (1)
O Horizontal (2)
O Vertical (3)

Rotate

O Screen-based (4)
O Primary(5)

O Secondary (6)

+Edit motion layer:

2J = Edit Motion Layer

Cho phép diéu chinh tong thé cac diém trén co thé nhan vat.

+ Create script:
Cho phép ghi lai giong néi
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Record Voice: ghi am lai dé nhén vat noi theo minh.
+ Face Pupset:
Cho phép lua chon céc biéu cam

Xuat hién cura so:

+ Face Key:
Cho phép lya chon cam xtc

Xuat hién ctra so:

SO:
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Cira s6 phu 4: H lya chon tung diém trén co thé nhan vat dé thay ddi mau séc.

Cira s6 phai chinh Miniviewport (4n phim F8 dé an/hién): cho phép xem trudc
khi chinh camera.

3.7. Vé so' d0 bang phan mém ma nguén mé Xmind
3.7.1 Chirc nang chinh

XMind la mot phén mém mi nguén md, cai dit hoan toan mién phi va don
gian. Bén canh d6, mot trong nhimg dich vu mién phi hiru ich ctia XMind duoc
goi 1a XMind Share, cho phép ngudi ding tai 1én ban d6 tu duy cta ho va chia
sé chung mot cach ty do. Nhitng ngudi dung khéac sau d6 co thé xem, nhan xét
va tham chi tai xuéng cac ban do6 tu duy do.

Khi st dung Xmind c6 thé tu tao cho minh nhing ban dd tu duy N thlet
ké riéng. Con nhiing ai can sy nhanh chong thi phan mém ciing cung cip sin
nhitmg miu dé st dung. Cau trac trinh bay trong Xmind kha da dang: ban dd
(mic dinh), xwong c4, bang tinh, t6 chirc, cay va biéu do logic.

XMind c6 nhiéu yeu td ma ban c6 thé tuy chinh ban dd va thé hién tat ca
cac khai niém mot cach t6t hon. Chang han nhu hd trg hinh anh, ghi chu, tap tin
va tham chi 12 nhitng dudng link can thiét. Ngoai ra, cac ban dd duogc tao bang
XMind ¢6 thé duge xuét sang dinh dang van ban, hinh &nh hoac HTML.

3.7.2. Cdch siv dung mét so tinh ting ciia phan mém
Chay phan mém Xmind, man hinh chinh ctia phan mém:
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= Untitled & o ~ w o+ I O] m

= o X
Topic  Subtopic  Relationship Marker  Insert ZEN  Pitch Format

»# o o ER e

Mind Map

e Central Tapic e
i e —

Main Topic 1

Central Topic

Main Topic 3 Main Topic 2

CENTRAL e
Topic:1/5 U | 100% &  Outliner TaMc

Lua chon mau so d6 phu hop theo mong mudn:

Main Topic 1
Central Topic

Main Topic 1

Main Topic 2

Central Topic

Main Topic 3 Main Topic 2 Main Topic 3
Mindmap Logic Chart
Central Topic
‘ Central Topic ’

- Main Topic 1

Main Topic 2 Main Topic 3 Main Topic 2
Main Topic 3

Org Chart

Timeline

Tree Chart

Sau khi chon so d6 phu hop, kich chon vao nhan cua 6 va stra tén nhu hinh sau:

Y chinh 5 Y chinh 2

Mudn thém nhanh nhé so dd, lya chon nut so dd can thém sau dé kich chon
Topic nhu hinh sau:
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—  Untitled & | o ~ lo & w o+
- Edited Topic ubtopic  Relationship  Summary Boundary Marker  Insert

Y chinh 1

Y chinh 4

Y chinh 2

Y chinh 3

Thém céc y phu cho cac nhanh nho, kich chon nhanh nhé sau d6 kich chon
Subtopic nhu hinh sau:

—  Untitled B[ o ~ J= & w ot
- Edited Topic | Subtopic J Relationship Summary Boundary Marker  Insert
Y chinh 5 Ychinh2 |— ¥ phu1 — ¥phu2

Thém quan hé gitra cac nhanh, kich chon Relationship sau do kich, kéo tur
nhanh ngudn dén nhanh dich nhu hinh sau:

N\
—  Untitled & o - 1S B w +v
- Edited Topic  Subtopic |Relationshipj Summary Boundary Marker Insert

Y phu 4.1

Y phu 4.2

s 5 - 5 Y phu 2.1 Y phu 2.1.1
Y chinh 5 Y chinh 2
Y phu 2.2

Thém tong hop hodc tom luge ¥, lya chon ving can thém tém lugc, sau d6 kich
chon Summary nhu hinh sau:
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TN

—  Untitled
- Edited

Y phu 41

Y phu 4.2

Tom lwgce cac y

(=) 0 Ny
Topic  Subtopic  Relationship

Y chinh 5

l= =

w o+

Summary | Boundary Marker Insert

Y chinh 2

- ¥ phy 21 — Y phy 211

}

\”phu22

Thém céac ky tu, biéu twong; kich chon Marker sau d6 kich chon biéu
tuong, ky tu can thém nhu hinh sau:

[/ N\

—  Untitled

o
S ECIEC

0000000
0000000
5000290
eOOOEOO
0000000
6000000

Xac dinh thong tin sém

() 0

Topic  Subtopic

b4 @ @
Category All ]
Business

@ W E *

8GO0O&X
H @ g
ER=NEN=:
E (9 &

-P@®
& B & &

Diéu tra tir nhiing ngudi xung
quanh

Giai quyét cac vu an

~ o = w .

Relationship  Summary  Boundary | Marker  Jinser

A4 @ ] x
Category All s
Productivity

@E

&

Travel

2 ®

© Xac dinh déi tvong

© Phdng van nan nhan |- 8itnai tidng Kinh
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Giki quyet cac vy an

Diéu tra t nheng ngusi xung
quanh

Xuat tap tin Xmind sang dang khac, kich chon biéu turong danh sach & goc
trén bén trai cla cia so, sau do lua chon Export -> lya chon dang can xuit nhu
hinh sau:

—  Gidi quyét cac vy an s w o+ oD ®
T Edited Relationship Marker  Insert ZEN Pitch
Undo Ctrl+2Z
Redo Ctrl+Y
New Ctrl+N
Open Ctrl+O
Save Ctrl+S

Save As Ctrl+Shift+S

Export 4

Print Ctrl+P

a tim
© Xac dinh dbi tuong -

Preferences Ctrl+Shift+P

Xac dinh thong tin som

File 4 B
Giai quyét cac vu an

Edit 4 quy! ) 19 tu
Insert > Diéu tra tir nhitng ngudi xung Dan tée Mang

09 quanh N
Tools 4 Phdng vé&n nan nhan Biét ni tidng Kinh
View 4
Help » ban ¢ béc 18t finh d

Chia sé tép tin Xmind: mubn chia sé tép tin kich chon biéu tuong danh
sach ¢ gbc trén bén trai cia cura s6, sau d6 kich chon File/Share sau d6 lua chon
phuong thirc chia sé¢ nhu hinh sau:



Undo Ctrl+Z

Redo Ctrl+Y

New Ctrl+N

Open Ctrl+O

Save Ctrl+S

Save As Ctrl+Shift+S

Export >
Print Ctrl+P —

Preferences Ctrl+Shift+P

»
>
Insert » New Tab Ctrl+T
Tools 4 Open Recent
View >
File Cache
Help >
Set Password

Import
Share
Ctrl+wW

Close Window

Exit

»
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@ Xac dinh ddi twong

) >
= Xéc dinh théng tin som | <
File New From Template . = @ MAtThiEvE S
Edit New From Library Gidi quyet cac vy an 9

Phdng van nan nhan

XMind Share
Blog
Facebook
Twitter
Pinterest
E-mail
Evernote

Biggerplate

Customize  Ctrl+Shift+P Topic:20 QN | 50% { | Outliner

Trinh chiéu so d6: trén thanh so dd kich chon Pitch nhu hinh sau:

w o+

Marker Insert

3.8. Phan mém dung phim ma nguén mé Blender

3.8.1 Chirc ning chinh

Blender 12 mot trong nhitng phan mém chinh sira video mién phi tot nhat

hién nay. Pay 1a mot cong cu d6 hoa 3D, gitp tao ra cac bo phim hoat hinh, tng

dung 3D, hi€u ung truc quan. Phan mém cung cép cac tinh nang nhu mé hinh
3D, rigging, texturing, mod phong khoi, hoat hinh, két xuat, tao 16p che phua va

chinh stra video.

Cong cu cua phan mém Blender véi nhi€u tinh ndng hon cac phan mém

thong thuong khac. Bay 1a mot cong cu tao hinh anh dong 3D hoan chinh, cho

phép két xuét, md hinh hoéa, theo ddi chuyén dong, va mot s6 hoat dong khac.

N6 cling cung cap cac tinh nang khac nhu chuyén ti€p, bd loc, ki€ém soat toc do,

tiy y phdi mau, .....

3.8.2. Cdch sir dung mét so tinh ting ciia phan mém
Sau khi chay phan mém Blender, man hinh xuat hi¢n ctra so:



© Mk o s P

Thanh thuc don trén cung bao gém cac muc: File, Edit, Render, window,...
- Trén thuc don File can luu ¥ cac chire ning:
Link: dung lién két cac tép tin blender voi nhau;
Append: 13y dir liéu tir 1 tép tin blender khac;
Import, Export: nhap xuat dir liéu tir phan mém 3D khac.
- Trén thuc don Edit can luu y cac chic ning:
Preferences: thiét 1ap cac quyén riéng tu.
Blender chia man hinh thanh cac phan vung, nhu hinh sau:

o

- Thanh Header nhu hinh sau:

- thanh toolbar chtra cac cong cu
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- Bang properties chira thong tin cia ddi tuong:

- Ctra s6 hién thi 3D (3D view): cho phép xem ddi tugng 3D

- Mudn thay d6i kich thudc cta ting ctra s6: dua tro chudt dén canh cua
moi ctra so, kich trai chudt ro1 kéo.
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- Mudn chia nho ctra so: dua tré chudt dén ctra s6 mudn chia nho, kich
phai chudt roi1 chon Split Area

- Mubn nhap ctra s6: dua tré chudt dén ctra s6 mudn chia nho, kich phai
chudt roi chon join Area

- Phan mém hién thi sin cac leyout trén thanh menu, Mudn hién thi thém
cac layout: kich vao dau “+”nhu hinh sau:

)

Céc layout bi mo 1a céc layout da duoc hién thi.
- Mudn nhan déi cong cu layout, kich phai chudt vao cong cu layout can
nhan do6i, sau dé chon Duplicate. Nhu hinh sau:
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- Muo6n stra tén cong cu layout, kich dup vao layout can stra sau do sura tén
cua layout, nhu hinh sau:

- Mu6n x6a cong cu layout, kich phai chudt vao cong cu layout mudn x0a,
chon delete, nhu hinh sau:

- Cach diéu khién vung 3D view:

Str dung céc chtic nang trén Bang properties. Nhu hinh sau:
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Trong do cé cac chirc nang:

. dung dé di chuyén d6i tuong;

: dung phong to hay thu nho déi tuong;

: dung dé xoay doi tuong (truc toa 4o XYZ: truc X la chiéu
ngang, truc Y 1a chiéu séu, truc Z 1a chiéu cao);

Ngoai cac cong cu, phan mém dé v& so dd co ban da hudng dan, con mot
s6 phan mém vé& dd hoa, dung phim chuyén nghiép c6 thé img dung dé mé phong,
dung lai su di chuyén, dién bién hanh vi ctua cac d6i tuong tham gia trong vu an.
Tuy nhién, dé st dung dugc cac phan mém nay thi ngudi str dung phai co kién
thire nhat dinh va thoi gian dé hoc cach sir dung. Trong hudng dan nay sé gidi
thiéu mot sb phf?m mém dé tham khao nhu:

3.9. Phan mém chinh sira video va lam phim Corel Video Studio

Corel VideoStudio cung cap hon 1.500 hiéu ung va bg loc, cho phép chinh
sira video nhiéu camera, hd trg nhiéu dinh dang pho bién, chinh sira video HD
va 4K dé c6 doan phim tuyét voi. Bat dau véi cac template hodc chinh stra trén
Timeline va két hop anh, video va audio trén nhiéu track. Corel VideoStudio
kém theo nhiéu tinh ning sang tao, hd trg video voi chat luong hinh anh va 4m
thanh tot. O moi cép do ky nang, ban déu co6 thé chinh stra va tao cac video an
tugng ngay tir dau.

Corel VideoStudio mdt trong nhitng phan mém bién tdp video chuyén
nghiép nhat hién nay. Co thé tao va chinh stra Video, thém hiéu ting, chuyén doi
dinh dang ... v6i Corel VideoStudio. Day la Iwa chon tin cay cho nguoi dung co
PC céu hinh khong can cao ma van mudn bién soan video HD.

Corel VideoStudio dugc danh gia cao véi kha nang xir Iy cac video va am
thanh, lam viéc vai cac video ¢6 do phan giai 1én té1 4K. Pac bi¢t, phién ban méi
nhat cua chuong trinh gitip tai nhiéu trach nhac cing luc véi toe do nhanh hon
t61 130% so véi cac phién ban trude. Giao dién lam viée cua ting dung kha gon
gang va dep mat v6i khong gian Media Library, Timeline va Share tao thuan lgi
cho ngudi dung khi tao cac video trinh chiéu anh.

Corel VideoStudio ban mdi nhat tich hop thém cong cu Movie Profile
Manager gitp tao thanh profile riéng dé truy cip sau ndy véi viée lya chon, tiy
chinh va luu trit cac thiét 1ap yéu thich sau khi chinh sira phim. Phan mém ciing
gitp xu ly cac dinh dang video HDV va AVCHD, tai video lén youtube theo
cach thirc don gian va nhanh chéng nhat.

Corel VideoStudio cho phép quay lai man hinh hoat dong ctia may tinh dé
chia sé trinh chiéu slide, bai thuyét trinh, demo san phém, tro cho1 hoac bai
huéng din, dua canh quay man hinh cua ban 1én dia DVD hodc Blu-ray. C6 thé
dang tai cac Video lén nhiéu dich vu tryc tuyén nhu YouTube, Facebook va
Flickr, hodc xay dung trang web riéng qua HTMLS5. Nguoi dung cling dugc phép
chia sé cac Video trén cac thiét bj di dong nhu iPad, iPhone, PSP...
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3.10. Phan mém thiét ké, mdé phéng Sweet home 3d

Sweet Home 3D hd trg ban thiét ké mot cach nhanh chéng va dé dang,
thay doi mau sic, kich thudc hay két cau ciia mdi phong, kéo tha do vat tir catalog
duoc sap xép theo danh muc (cta s6, ctra chinh, phong khach, phong bép), trong
d6 c6 thé nhap vao cac mau 3D ty tao hoic tai xuong tur nhiéu trang web. Sweet
Home 3D cho phép chuyén déi giita ché do hién thi 2D va 3D, diéu huéng goc
quay ngdi nha tir trén khong, hoic tir tim nhin ctia nhitng ngudi ghé thim 4o.
Véi Sweet Home 3D, ¢ thé tao anh thuc 3D véi anh séng tuy chinh, tao phim
tir dwdng dan a0 & ché do xem 3D va két xuat ra dinh dang SVG hay OBJ.

Dé thuan tién trong st dung ban c6 thé sir dung ban Sweet Home 3D Viét
hoa, cach dung Sweet Home 3D kha don gian véi dan thiét ké nhung c6 thé kho
khan véi nhimg nguoi bat dau s dung. Sweet Home 3D tich hop day du céc
cong cu v& d& tao nén nhitng hinh dang co ban trong ngdi nha nhu thang, tron
hoac céc birc twong doc véi kich thude chinh xéac théng qua mot vai bude don
gian véi chudt va ban phim. Nguoi dung cling dugc stir dung cac thao tac kéo tha
dé 14p ctra ra vao va cira 56 vao nhitng birc tudng ¢ dinh. Phan mém sé tinh toan
chi tiét cac 16 hdng phi hop cho qué trinh lap dit.

Sweet Home 3D ciing cho phép ngudi dung thém céc noi that cho mé hinh
ngdi nha vé&i danh muc nha bép, phong khach, phong ngu, phong tdm...cung cac
tién ngh1 nhu ban ghé, giuong, ti1, rém cira, ké bép, bon tam, bon ria, ta lanh, 10
Vi song... véi cac vi tri dat thich hop nhat. Néu khong ung y véi mot cach sap
Xép nao, ban ciing duoc thay ddi n6 d& dang. Phan mém con cung cap cac hiéu
rng mau sic dé lam cho cac do vat trd nén sinh dong hon. Pong thoi, céc két
cau, kich thudc, d6 day, vi tri va huéng caa do noi that, tuong, san va tran nha
cling c6 thé duoc thiét 1ap vai nhitng tinh toan chinh xéac va cu thé.

V6i cac mo hinh duoc thiét ké duoc phép sir dung n6 dé in va két xuat ra
PDF, bitmap hay la anh vector, video va file 3D véi cac dinh dang file chuan,
chia sé qua cac hinh thuc gui email, tai 1én mang...

3.11. Phan mém Autodesk Maya

Autodesk Maya 1a cong cu manh mé& cung cip mot bo tinh ning sang tao
toan di¢n cho hoat hinh may tinh 3D, md hinh héa, m6 phéng, két xuit va két
hop trén nén tang san xuat c6 kha ning mé rong cao. Maya c6 cong nghé hién
thi thé hé tiép theo, ting téc quy trinh mo hinh hoa va cac cong cu dé xir 1y dir
liéu phirc tap. Pay 1a cong cu hang dau cho hoat hinh, mé hinh hoa, mé phong
va két xuat Maya 3D cung cip mot bo cong cu tich hop, manh mé. Sir dung no
cho hoat hinh, méi truong, dd hoa chuyén dong, thuc té 40 va tao nhan vat.

Cdc tinh nang cua Autodesk Maya

> Hinh ba chiéu thiét ké nang cao

> M6 phong nhiéu yéu tb tu nhién va mdi trudng nhu bién doi khi hau,
nude va chat long, Itra, thyc vat va ...

> C6 nhiéu cong cu dé mo hinh hoa va dir liéu quan 1y

> Kha ning chuyén cac thudc tinh cia mot ddi tuong dé ddi tugng kha
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> Coordination voi mé hinh phan mém khac va hiéu tmg dong

> NURBS m6 hinh toan hoc - H trg (viét tit cia NURBS)

> C6 kha nang két hop cac yéu t6 cia mo hinh hai chiéu va ba chiéu

» Kha nang st dung ngdn ngir 1ap trinh tap 1¢énh va MEL (Vlet tat cua ngdn
ngit nhung Maya) va ++ C va Python trong viéc phat trién phan mém.



