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I. GIOT THIEU CHUNG VE MICROSOFT OFFICE VISIO

II. BAT PAU VOT MICROSOFT OFFICE VISIO 2010
1. Giao dién bat dau Microsoft Office Visio 2010
2. Gidi thiéu cac thé chinh trong Microsoft Office Visio 2010
3. Tao sa do cd ban dau tién.

III. LAM VIEC VOTI MO HINH

Gidi thiéu clra sd Shapes.

Thu gon ctra s6 Shapes.

Tuy chinh s3p xép cac biéu tugng trén clra s6 Shapes.
Chen chi{r vao mo hinh.

Di chuyén,tuy chinh kich thudc,quay va sao chép mé hinh.
Tao dudng dan lién két trén mo hinh.

Tim ki€m mo hinh trong may tinh.

Tim ki€m mo hinh trén thu vién Internet.

W O N oA~ WDNe

Tim ki€m nhirng m6 hinh vdi Quick Shapes.

10.T6 mau cho mo hinh.
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11.Tao mot stencil mdi trong clra s6 Shapes.

12.Chu thich cho mé hinh véi chic nang Callout.
13.Canh [é va khoang cach bang tinh nang Dynamic Grid.
14.Viét IGi binh luan cho mé hinh.

IV. KET NOI MO HINH BANG CONG CU CONNECTOR

Nhiing di€ém ndi bat cta cong cu két nSi Connector trong MS Visio 2010.
Thuc hién mét két noi don gian.

binh dang cac dudng két nai.

Chtfc nang tu dong két ndi AutoConnect.

AR

Nhom trong két nai.

V. LAM VIEC VOI BAN VE

Tao mot ban vé mdi.

Pua hinh anh vao ban vé va xtr ly anh.
Thém hinh anh mau tUr thu vién vao ban v&.
Pua bi€u d6 vao ban Vé.

DPua sg d6 AutoCAD vao ban Vvé.

Thiét 1ap cac thong s6 ban VE.

Phong to thu nho.

Thém cac 'ng dung van phong khac vao ban veé.

W ©® N o U b~ D=

Ap dung hinh nén cho ban V&.

10.Tiéu dé ban vé.

11.Ap dung chu dé giao dién.

12. Ty dong canh khoang cach véi chlc ndng Auto-Align&Space.
13.D06ng bd hda so d6 theo cau tric véi chic nang Re-Layout.

14.T6 chiic hda so d6 véi tinh ndng Container.

VI. DU LIEU
1. Dt liéu thong tin cia mo hinh.
2. Hién thi d liéu thdng tin md hinh kiéu d6 hoa Data Graphic.

3. Bao cao dir liéu thong tin.
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VII. SO PO THUC TE

So d6 t6 chirc trong doanh nghiép.
SG d6 mang may tinh.

Sc do kién tric mat bang.

Sa do mach dién.

e

I. GIOI THIEU CHUNG VE MICROSOFT OFFICE VISIO

Microsoft Office Visio la mot chuong trinh vé sg d6 thong minh, dudc tich hgp vao
bd chuang trinh Microsoft Office tir phién ban 2003. MS Visio cho phép ban thé hién
ban vé mét cach truc quan. Hon nita, ndé con cung cap nhiéu dac tinh khién cho sd

dd cda ban y nghia han, linh déng hon va phu hgp hon véi nhu cau cua ban. Ngoai
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ra, ban cd thé sao chép ban vé ctia minh qua cac phan mém khéc (nhu : MS. Word,

MS. Excel,...) dé tién s dung cho cdng viéc cia ban.

Vi MS Visio, ban cé thé tao cac so dd lién quan dén cdng viéc nhu la : biéu dd dong
(flowcharts), sd dd t6 chlc (organization charts), va lich trinh du an (project
scheduling). Ngoai ra,Visio con cho phép ban tao cac s d6 mang tinh ky thuat,
chang han tao cac ban vé xay dung, thiét k€ nha, so d6 mang, s6 d6 phan mém, so

do trang web, sd d6 may mac, va cac s do ky thuat khac.

I O 00 KIEN TRUC MAT BANG ~ MTTP://ICT24H.NET

Dgn bich = dyng : 83,52 met vzong
Thist k& : Chng ty TNHH ICT24H

Website | hMtp://ict24n.net

Hinh I.1 : vé& sd d6 bang MS Visio 2010

M6t ly do khac dé tao ra cac so do td chiic trong Visio 1a ban cd thé tao ching tu
dbng bang cach str dung théng tin tir mot ngudn dir liéu nao dé. Chang han, ban ¢
thé dgt mét so dd td chirc trong 1 CSDL, mét bang tinh Excel, hay thdm chi la hé
thdng thu dién tor clia céng ty ban. Chi can sau vai cl click chudt, biéu dd da ¢ san

cho ban ma khong can phai nhap thém cac thanh phan khac.

Trai qua nhiéu phién ban tir MS Visio 2003 ,MS Visio 2007 thi mdi day nhat la phién
ban MS Visio 2010 vdi nhitng tinh ndng ndi bét:
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e Cung cap thu vién md hinh kha 16n ,phuc vu dé vé cac sd d6 mang may

tinh,sc d6 quan tri phan cap trong cong ty,sad do kién trdc nha,sg do ki

thuat....
v
Search for Shapes [=] 2
Mare Shapes 3
Quick Shapes —

Annotations (U5 units)

Computers and Monitors (US units)

Detailed Metwork Diagram (US units)

[ Metwork and Peripherals (U5 units)
Metwork Locations (US units)

Metwork Symbols (US units)

Network and Peripherals (US units)

'@' Ring network l"_—.—u.—' Ethernet
S Switch Q Firewall

E!E]J Super @ Printer
computer

Qj Hub @ Modem

*E Wireless Digital

access point camera

fi Dynamic
- connector

@ Multi-funct...
Fax .
device

@ Server @ Mainframe % Router

—=— Comm-link

% Plotter @ Scanner @ Copier

CRT :

projector g Screen % Bridge
@ Telephone ﬁ Cell phone @ Smart phone
@ Video camera 6 User

Legend

Hinh 1.2 : thu vién mé hinh phong phu véi nhiéu chu dé.

e Tim ki€ém va truy xuat vdi cac cong cu mét cach nhanh chdng

e Vé sd do nhanh han vdi cac tinh nang tu dong trong MS Visio 2010 nhu Quick
Shapes Mini Toolbar,Auto Size,Auto-Align ....

e VGi nhitng sd d6 I6n va phuc tap,MS Visio 2010 sé gilp ban phan bd rd rang
bdng tinh nang Subprocess and Containers.
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Worldwide Datacenter Capabilities

Africa / Australia

Hinh : chifc ndng Container trong MS Visio 2010

e Chia sé sd d6 mot cach dé dang trén Microsoft Sharepoint Server.Tai
day,ngudi st dung co thé tuy chinh sd d6 & kich thudc phdng to hodc thu
nho.

e Bao dam tinh nhat quan va hop li trong cau tric cta so do bang tinh ndng
Diagram Validation.

e Chic ndng Live Preview gilip ban vira dp dung cht dé giao dién vira cé thé
xem truc tiép.
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II. BAT PAU VOI MICROSOFT OFFICE VISIO 2010
1. Giao dién bat dau MS Visio 2010

DPE md chuong trinh Microsoft Office Visio 2010 vao Start > All Programs ->
Microsoft Office > Microsoft Office Visio 2010
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.. Maintenance Defau
. Microsoft Office
(': Microsoft Office Access 2007
[38] Microsoft Office Excel 2003
% Microsoft Office Excel 2007
l@ Microsoft Office Groove 2007
@ Microsoft Office InfoPath 2007
[t? Microsoft Office OneNote 2007
[ Microsoft Office Outlook 2007
|@] Microsoft Office PowerPoint 2003
i3 Microsoft Office PowerPoint 2007
E Microsoft Office Publisher 2007
[#] Microsoft Office Word 2003
fiw. Microsoft Office Word 2007
(V] Microsoft Visio 2010 (Beta)
I Microsoft| Create, edit and share diagrams by u:
.. Microsoft Office Tools -

Back

Hinh II-1.1:md chuong trinh MS Visio 2010

Giao dién dau tién cua MS Visio 2010
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Choose a Tompiate Cross Functional Flowchart (US units)

+ 3 vome

Hecently Used Templete:

s 52

Crom-Functonael Bowc Network Actrow Dinctory (US
Flowchant (US umts) | Diagram (LS units umits) US wnety)

Template Categotioy

4

Butiress  Engnesting
390
o o'm

Schedule Software and

Other Ways 1o Get Started

<

OMcecom Sempe New fram

ing

Hinh II-1.2 : Giao dién dau tién MS Visio 2010

drawing templates duwgrama worsh

Tai khung Choose a Template gém 3 phan : Recently Used
Template, Template Categories va Other Ways to Get Started.

Recently Used Template : muc nay bao gém nhitng mau sir dung gan day nhét.

Recently Used Templates

0y | e M 90
v

Work Flow Diagram Process Flow Cross-Functional Basic Network
(US units) Diagram (US units) Flowchart (US units) Diagram (US units)

e
|
|

Hinh II-1.3: Nhitng mau st dung gan day nhét.

Template Categories 13 nhitng mau vdi thu vien md hinh khd 16n ma MS Visio
2010 cung cap.Bao gom:

e Business : sd d6 quan tri kinh doanh trong doanh nghiép.
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e Engineering : sd do ki thuat.

e Flowchart : so do ti€n do.

e General : sd do cd ban.

e Maps and Floor Plans : sd do kién tric mat bang.
e Network : sd d6 mang may tinh.

e Schedule : sd d6 lich lam viéc.

e Software and Database : sd d6 phan mém va cd sé dir liéu.

Template Categories

3 s | ¢ | q-', :1 0@ ‘ \,‘:ﬁ Q P 2
St @ | %/ | @ o |
== = S L el 8—t) =
Business Engineering Flowchart General Maps and Netwerk Schedule Scftware and
Floor Plans Database

Hinh II-1.4 :Thu vién mau MS Visio 2010 cung cap.

Other Ways to Get Started : tai ddy ban cd thé tim thdy mét s8 s¢ d6 da dugc

thiét k& san trén thu vién cta Office.com va ban cé thé tai xuéng dé xem.

Other Ways to Get Started

QEE

Blank Office.com Sample New from
drawing templates diagrams existing

Hinh II-1.5:Tai xudng mét s6 sc do da thiét k& san.

2. Gigi thiéu cac thé chinh trong MS Visio 2010

MS Visio 2010 gom 8 thé (tab) chinh:

10
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Home Insert Design Data Process Review View

Choose a Template

€ fa Home

Hinh II-2.1 : Cac thé (tab) chinh trong MS Visio 2010

« File : thé File bao gdm céac thanh phan dé sao chép,tao mdi,ma,ddng,in &n
mot sd d0.CS su khac biét & giao dién ban dau cta MS Visio 2010 so vdi hai
phién ban trudc day la MS Visio 2003 va MS Visio 2007.

e Home : bao gdm cac thanh phan gitp ban tuy chinh ,sdp x&p cdc md hinh
cho phu hgp.Gom cac phan
Clipboard,Font,Paragraph, Tools,Shape,Arrange, Editing.

Wastow Wew & 0 - &8

nluu‘

= T = g ) o 4 Pondst foe « e G =] y M Fing -
5 Calion . A A "me = A 3
4 dp Copy f”-nnnc'i" * o bioe = 4 v ¥ Layers -
e B J U deda A EEIR FFE L., & R sdon- -.f'_ap-:'-:'r Pouttion o, e
o ant ' rase Lrange 1

Hinh II-2.2: thé Home

o Insert: tai day ban c6 thé thém cac hinh anh,biéu d6,ban vé CAD hodc cac

chu thich.... Vao sd d6,mo hinh ctiia minh.Gom cac phan

Pages, Illustrations,Diagram Parts,Links, Text.

Home Insert De's'ign Data Process Review View
~ [0 EE Jda [ [ ) | [AS] | =) [ O
. - - — p 7 - e i | /)
O EEEl s OF @ A 4 w0
Blank | Picture Clip Chart CAD Container Callout | Hyperlink Text ScreenTip Object Field Symbol
Page ~ Art Drawing S v Box~
Pages lllustrations Diagram Parts Links Text

Hinh II-2.3: thé Insert

» Design : thiét k& dan trang,thay ddi giao dién la nhiing thanh phan ndm

trong thé Design nay.Gom cac phan Page Setup, Themes,Backgrounds,Layout.

Huwe Imient

& G [ —HE_'§ [@i E]i i § Bl =] e

Owertaton  Size | Aty
. Sire

[ — l—

Page Setug

Hinh 11-2.4 : the Design

11
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o Data : tai thé Data,ban c6 thé truy cap ,dua cac hé cd sd di liéu khac vao so

do nhu MS Excel,MS Access... Gom cac phan External Data,Display
Data,Show/Hide.

Desibn Data Process Review View
L}FS " === [ Shape Data Window
z e =[] External Data Window
Link Data Automatically Refresh Data Insert
to Shapes Link All Graphics » Legend
External Data Display Data Show/Hide

Hinh II-2.5: thé Data

Data Selector
What data do you want to use?
(@) Microsoft Office Excel workbook
— (&) Microsoft Office Access database
‘l‘ ) Microsoft SharePoint Foundation Services list
[ﬁ ML ' () Microsoft SQL Server database

() Other OLEDB or ODBC data source

' . (") Previously created connection
T
>

] [ oo [ean ]

Finish

Hinh II-2.6: lién két v&i cac ca sd dif liéu.

e Process : tai day,ban cd thé xur ly,kiém tra tinh hgp Iy trong céu triic s6

d6.Bén canh dd véi chiic ndng Subprocess gilip ban tao mét bd x ly phu dé

XU ly dong bo lai nhitng sc do ké ti€p.Va chirc nang cudi cung trong thé

Process la truy xuat va truy nhap Sharepoint Workflow.Gom cac phan

Subprocess,Diagram Validation,Sharepoint Wordflow.

12
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Insert

Home Dels'ign Data Process Review View

) nisEy ‘SQIL (24 Ignore This Issue ;C"fli i@!i
=3 +
Create Linkto Createfrom Check [T Issues Window Import Export
New Existing Selection Diagram
Subprocess Diagram Validation SharePoint Workflow

Hinh II-2.7 : thé Process
e Review : gom cac tinh nang phién dich,ngon ngir,danh dau,tao binh luan
trong sd d6.Bén canh dd la chic ndng Share Reports gilip ban téng hop bédo

cao nhifng thong so trén so d6.Go6m cac phan

Proofing,Language, Comments,Markup,Reports.

Home Insert Design Data Process Review View
[fi !55 I E.af_i %\?: ] 3 83 Delete I3 &2 Delete Markup gTrack Markup g—@
=% y #2 Previous b 2 #2 Previous Markup 6Ink =
Spelling Research Thesaurus | Translate Language New Edit R Show . . : o Shape
v Comment Comment o Next Markup ¥ Mext Markup [T Reviewing Pane Reports
Proofing Language Comments Markup Reports
15 | 5 1. 0 15} 2 1 3 1 4 ! s ! I3 1 7

Hinh 11-2.8 : thé Review

e View : tai day ban cd thé hiéu chinh dé xem toan trang chilra s6 dd cua ban

3 kich thudc tly y bang viéc tuy chinh sir dung chiic ndng Pan & Zoom.Gom

cac phan Views,Show,Zoom,Visual Aids,Window,Macros.

Home Insert Devsvign Data Process Review View

= (3 Zoom [¥] Dynamic Grid £33 New Window g? — g
Ruler Page Breaks |=|_ = i ‘ = = LC‘EI"
;L‘Jr] Fit ta Window AutoConnect = Arrange All =2
Full i i Task % Switch Macros Add-Ons
Screen Gid: [@] Guides Panes v | (=] Page Width [¥] Connection Points % Cascade Windows + -

Views Show ] Zoom Visual Aids P Window Macros

" Hinh 11-2.9 : thé View

Iy ICY T 13 Ir

3. Tao so do co ban dau tién.

PE tao mét sc d6 mdi ,tai giao dién dau tién nhdn New .Tai muc Template
Categories ban chon mau so d6,vi du nhu mau Genral.Tiép theo khi ban nh&n chon
mau General s& xuat hién cac chl dé con ctia mau.0' mdi mau déu co nhitng chu dé

con khac nhau véi nhitng thu vién mo hinh khac nhau.

13
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(=]

Home Insert Design Data Process Review View

Choose a Template

3 Open € & (3 Home » General

B A
1T & g
® * =

Basic Diagram Block Diagram Block Diagram With
Perspective

Hinh II-3.1 : nhitng chu dé con ctia mau chinh
MS Visio 2010 cung cap cho ngugi dung hai don vi tinh.

e US Units : kich thudc dugc tinh theo don vi inch.
e Metric Units : kich thudc dugc tinh theo don vi met
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Basic Diagram
Contains 2-0 geometric shapes and directional lines
for feedback loops and for functional decomposition,

hierarchical, data structure, data flow block, and data
block diagrams.

I
)
\ 4

i) Metric Units
@ LS Units

)

Create

A
!
*

Hinh II-3.2 : chon dan vi do ludng

Sau khi chon mét cha dé con,MS Visio 2010 s& chuyén qua thé Home va giao dién
nhu hinh 1-2.
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T=@ &I
Home  inelt  Design  Osts  Process  Revew  View > S
. o . ter Tael| [ ]~ SAFiN- ) \ A Find -
3 * caiba e A A Wi = A Sefeeetedill- 2 :J_J - #ie
) d-pllcnnrdm x ol e = ' o Seowd ek S Lyen -
Paste - - = ut Potition .,
e B 7 U odeAa A ESEE FFE L., @ Dsmacon- - O i Seiect »
Phoald Fund ’ Faraginph . Toeh “hape Artangs foting
» 3 x .3 3 L ¢ " [ ! I 3
Shapes P35 52 (SO TS OOV STV, JPUPS PO 23V Y. USSP 0T YT AU PO T TSI TP

Seacch for Siupes E] P ~
Mcva Shapes b=
Quick Shapes
Bavie Supes (US unis) =
Basic Shapes (LS units) -

Iw_] Pectangle D Square ::

( ) Circle

{ __J: Hiipse

!_ Reounded

A ;
7\ Tnangle o
L0

rectangle

43 degres s, 45 degre |3
= egr D egres '€

single doubile 3

\ (‘ Pentagon { ) Hesagon 3 l
~ - &
[ Ntwptagon [ JOctagen
\ A =
Toses  Dlswe 3
"~ 52 " Center dray o
G \_/ circle =
c =
s Right triangle ¢ ﬂ.: Crom v u ¢ » P # 1
S i » Page-1 3 A

Pegedot) | Engiab s} | 2

Hinh II-3.3: giao dién dau tién khi tao mot sG d6 mdi

Giao dién gom 3 bo cuc chinh :

e Ribbon : thanh cong cu tai thé Home (hinh 1-3)

et T Rlicrnendt Hict

v _&v... b

ncert  Design  Data  Process  Fevew  View @ c @i
o w { - T e R I " ' Fnd =
ot v A A gl = A w PoisterTooti[ ]~ A i"l 4 1 P
=1 Hc-ann(am x i‘lmt - - S 1 S Layen -
B /7 U = A A’ EE 3R 2 A Test @ j'fmduw- ¥ Pun.hoﬂ b g Setedt
Clibosrd Fara . Faragraph v TooM Shape Atrange Editing
e - T - R et - e r < 3 oo T
Shapes < ’%l o RS SO, YTLL 2OV TN FTVVOUS ZOVIVIR OV OV OVYOLCATUOTY FOCIVON. SOV L AT L YOS O 2

Hinh II-3.4 : thanh Ribbon G thé Home

e Shapes : thu vién mo hinh trong s d6.Tai day gom cac phan More
Shapes,Quick Shape la hai thanh phan cg ban ,con lai la phan tugng ('ng

véi mau.Phan con lai ndy goi 1a stencil(Xem hinh 1-4)

16
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Shapes <
Search for Shapes (=] P
More Shapes [
Quick Shapes
[ Basic Shapes (U5 units)
Basic Shapes (US units) -
I:I Rectangle Square
) Ellipse O Circle
Rounded ij Trianal =
rectangle rangle
¢ 45 degree — 45 degree
single double
Q Pentagon <:> Hexagon L
O Heptagen O Octagen
* Star 5 $ Star 6
E::?) Star Q Center drag
circle
Il_ Right triangle + Cross -

Hinh II-3.5 : thu vién m6 hinh cé trong sd do da chon

Pagel of1 | English (U.s) | P |

Page : day la giao dién chinh ,Ia mdt ban vé,la noi dé ban thiét k& s do,dua

cac mo hinh Ién .(Xem hinh 1-5)

17
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- TOTOgTORETT - T T JTTOR TTOTTY CETCTT TG
_'"E"'|||||T']|||I||-|:J1|||I||-|ZI|||I||-|1I|||I|ri'||||||1|||||||;TI|||I|3|'I|||I|1I|||I|5|||||||Fi'||||||:r||||||§I|||I|9||||||||1|?||||||1|]|||||||1|}l||||||‘
.
= -
4 4 » M| Page-1 %2 1 | in | >
@z a2 (=0 (+) @) =

Hinh II-3.6 : giao dién chinh,la nai d€ ban thiét ké so do.

Sau khi da xem dugc thanh phan giao dién,chlng ta bdt dau dua mo hinh vao
trang.D€ dua mdt md hinh nao dé vao trang,ban nhan chudt vao md hinh trén thu

vién Shapes va kéo tha mé hinh vao trang.(xem hinh 1-6)

18
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Hame nten D Data Woreit Review View o 0 = @ g.

]
hj <a == f’(ﬂnmﬂm x e -
A 7 B 7 U e As- A~ EEIEW EFE A Test i

Qipboars Fant . Paragraph . Taols hape Astange Ealting

Shapes P 22 TNEL ARG y ex TN TN T T F: TR TV LA L T AL AE B -

Search for Shapes Ev] PE
Maoce Shapes ‘
Quick Shapes

Banic Shapes (US unit)

E el A 2 R = % 2 - 2 '
Calibel S AT A Wi = |2 . i fnmjnq.\_} S jJ I:J_J &) Bing Focward N hnd

S Sendt Backward + 55 Layens +
Auto Mign Positien o
S shadow = | & sonce 28t Group « lg Setect =

( )circe

Iﬂuwulexi 4,
l__ rectangle 2N Triangle

. 45 degren s, 45 degres
- sngle Y double

\_/' Hexagon

| JOcagon
i, O
LA Stac B

7 Center drag
! eirgin

Rught trangle quF Cross - T‘ 4 M Pager

WAt 13in  Hewght: LS. Angée @ | Englan 1 | 73

Hinh II-3.7 : kéo mé hinh va tha vao trong ban vé

3

Nhu vay budc dau ban da tao dugc mot s do dan gian gom nhiéu mo hinh.

III. LAM VIEC VOT MO HINH.
1. Gidi thiéu cira s6 Shapes.

19
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Clra sd Shapes bao gdbm céc thé thanh phan More Shapes,Quick Shapes va phan
con lai 13 thu vien mé hinh tugng Ung véi mau.Vai moi so d6 bao gom mdt hodc

nhiéu stencil di v8i mo hinh.

Stencil 1a t&p hgp cac md hinh trong mdt chd dé.Vi du véi mau s do Network >
Basic Network Diagram sé cd hai stencil la Computers and Monitors va
Network and Peripherals tap hgp cac md hinh,biéu tugng may tinh nhu

Server,Router,Firewall,Switch ....

Shapes E I
Search for Shapes IE' ju
More Shapes [ ]

Quick Shapes
Computers and Monitors [US units)

MNetwork and Peripherals (US units)

Network and Peripherals (US units) Y

Q Ring network l"#' Ethernet

@ Server Painframe
% Router % Switch

O Firewall === Zomm-link

Super .
computer @ Frinter
% Plotter @ Scanner
@ Copier @ Fax
Multi-functi... .
@ device @CRT projector
D Screen % Eridge

Hinh III-1.1 : 2 stencil ctia mau chd dé Network.

Hinh dudi biéu dién ctra s6 md hinh (xem hinh 2-1)

20
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Shapes < ||l
Search for Shapes El pe :_E
More Shapes 2 :,—_:
Quick Shapes ::
[ Basic Shapes (US units) | -:-__:

g

Basic Shapes (US units) - ::
I:I Rectangle Square ::
() Elipse Q Circle =
Rounded A Trianal = ‘”__:
rectangle rangie =
¢ 45 degree — 45 degree I-r-__:
single double —
-
O Pentagon D Hexagon — ::
O Heptagon O Octagon ::
i‘\{' Star 5 EC:( Star 6 =
N =
llf} Star 7 Q Center drag E
circle =

Il‘ Right triangle + Cross - T; P

Pagel of1 | English (U5s) | B |

Hinh III-1.2: clra s6 Shapes

VGi mdi stencil dugc mé trong mdi sG dd,tham chi so d6 khdng ndm trong mau khi
mac dinh.D& thém mét stencil khac khéng thudc mAu,tai ctra s6 Shapes,nhan chon
More Shapes .Tai day ban c6 thé thém céc stencil khac vao bang cach chon stencil
tr cAc mau.(Xem hinh 2-2)
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=K LUrawing s
Shapes R 8 R L B G R b R L B D B e B b B b B b B
| [=] 2|5
More Shapes 4 Search for Shapes
Quick Shapes Find Shapes Online...
.[ Basic Shapes (U5 units) ]| My Shapes »
Basic Shapes (US units) - Business N
I:I Rectangle D Square Engineering 3
Flowchart 4
() Hllipse O Circle Ceneral ,
Rounded . Maps and Floor Plans 4
ATnangle
rectangle Network b
; 45 degree — 45 degree = Schedule b
single double -—/\—-
fallcn il il Database  * | Bl Entity Relationship [Metrig
Visio Extras » S oftw: v | [ . . - .
Q Pentagon <:> Hexagon oftware 1] Entity Relationship (US units)
@ Open Stencil... Web Diagram * | B Object Relational (Metric)
O Heptagon O Octagon E Mew Stencil (US units) | El]  Object Relational (US units)
@ Mew stencil Metrig)
i‘:\\(—' Star3 $ Star6 I Show Document Stencil
{:& Star7 O Center drag E
circle =
I\_\_ Right triangle EH:I Cross =
Shadowed ‘3_;
. [_]3-Dbox =
[ | Rounded 60 deqree ¥ 4 4 » M| Page-1 ¥ 1K

Pagelofl | English (US) | B | ~
Hinh III-1.3 : thém stencil khéng thuéc mau vao.
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IE_E’] Crawing?

Shapes < (PR LG B R R L L Y

=2 =

More Shapes 3 ':'._;

Quick Shapes ::

Basic Shapes (U5 units) E:

| Entity Relationship (Metric) I 3

Entity Relationship (Metric e

E Entity E'-l_E Relationship "TE

D . ¢ Parentto E

View P —

=== category ]

Ly Category to FE

£ Category - child =

@ Dynamic o=

! connector —]

=

Hinh III-1.4 : Stencil Entity Relationship tU mau chl dé Software and Database dudc

thém vao trong mau ch dé General

2. Thu gon cira so6 Shapes

PE thu gon ctra s6 Shapes ban nhan chubt vao biéu tugng Minimize the Shapes

windows.(xem hinh 3-1)

j S Calibri ~8pt. v A A ==
B 53 Copy

Pajte # Format Painte B 7 U abeAa~ A SIEE

Clipboard Font u Parag

SHEFIES $ < C “|||||l|ﬁl|ll|||I|||I||TT:I:||I|||I|||I||TT-J-|||I|||I|||I|
C__.fs

E| 0 inimize the Shapeswinduwl

More Shapes [ 2
Quick Shapes =
[ | i SR ) ISR L [ . . ] ]
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Hinh III-2.1 : thu gon clra s6 Shapes.

LUc nay clra s6 Shapes da dugc thu gon.(hinh 3-2)

[T . -
Home Insert

Calibri -

Paste ; B 7 U abe A

' Clipboard Font

> (- B
I@» =
=
)=
==
Ol
27N a_:
@l =
=
A
==
|5
|

~ | M 4 » M| Page-1

Pagelofl | English (US) | &

Hinh III-2.2: clra s6 Shapes dudc thu gon lai.

3. Tuy chinh sip xé&p cac biéu tugng trén cira s6 Shapes

M3c dinh tai clra s6 Shapes,trén céc stencil la su sdp xép goém bi€u tugng va tén

bi€u tugng bén canh.
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Shapes £
Search for Shapes [=] 2
More Shapes 3
Quick Shapes

| Basic Shapes (US units) |
Basic Shapes (US units) -

I:I Rectangle Square
) Ellipse Q Circle

Rounded [

rectangle Hnangle
g 45 degree — 45 degree
single double

@ Pentagon D Hexagon
O Heptagon O Octagon

Hinh III-3.1: méc dinh sdp x€p cac mod hinh

Ban c6 thé thay ddi ki€u sdp xép khac tly y bang cach nhdn chudt phai Ién thanh

Shapes va chon kiéu s3p xép tuy y.

1

Shapes Anchor Window
Search for Shapes Icons and Mames
More Shapes Mames Under Icons
Quick Shapes Icons Only
| Basic Shapes (US units) Names Only
Icons and Details

Basic Shapes (US units)
|:| Rectangle Squa
Close All Stencils

) Ellipse Ogrc“ $2  Hide Window
]l

Hinh III-3.2 : tuy chinh sap x€p cac mo hinh

Search Options...

MS Visio 2010 cung cdp 5 ki€u sadp x&p.Gom:

o Icons and Names: kiéu sdp x&p gom biéu tugng va tén biéu tugng nam bén

canh
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I:I Rectangle Square

() Ellipse Q Circle
Rounded [i E Triangle
rectangle

¢ 45 degree — 45 degree

single double

N
\ [ Pentagon <:> Hexagon
O
L) Heptagon O Octagon

Hinh III-3.3 : kiéu Icon and Names

o Names Under Icons : ki€u sap xé&p tén nam dudi biéu tugng.

Basic Shapes (US units) -
Rectangle Square Ellipse
Circle Rounded Triangle \
rectangle
<}:I =
45 degree 45 degree
single double
O O O
/ ) B

Hinh III-3.4: ki€u Names Under Icons

o Icons Only: ki€u sdp x&p chi cd biéu tugng.
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[]

—

Basic Shapes (US units)

OO ON =

OO0 R 53
O arOQe
&= R S <X

Hinh III-3.5 : ki€u Icons Only

e Names Only : ki€u sdp xép chi co tén .

Basic Shapes (US units)

| »

IRectangle

Square

(HEllipze

BlCircle

GRounded rectangle

BTriangIe |
£345 degree single

#3245 degree double

HPentagon
(FHexagon
FHeptagon
f#0ctaoon 1l

Hinh III-3.6: ki€u Names Only

» Icons and Details: ki€u sdp xép gébm biéu tugng va chi tiét cho biéu tugng.
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Basic Shapes (US units) -

I:I Rectangle

Drag the shape onto the drawing page.

Square
Drag the shape onto the drawing page.

() Hiipse

Drag the shape onto the drawing page.

| Circle
Drag the shape onto the drawing page.

[;] Rounded rectangle

Drag the shape onto the drawing page.

— |

Hinh III-3.7 : kiéu Icons and Details

4. Chen chir vao mo hinh.
Hau hét cac sd d6 bao gom nhitng mé hinh va dugc chén chir trén mé6 hinh.Ban cé
thé chén chir vao mé hinh rat dé dang vai MS Visio 2010.

Trudc khi chén chir vao mé hinh ,ban cé thé tuy chinh cac ché d6,dinh dang cho chit

Nhan chudt phai vao mé6 hinh,chon Format - Text.
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Calibri 12t + AS AT Lh LY
BISE=A-L-Z-F
4  cut
3 Copy
[, Paste
[ Paste special..
Group "
J_I |
z |
¥|
Container 3

_‘Q'_,J Hyperlink...

Data k
Format Pl A Text.
e HEIF:' -ﬁr |__iI"IE...

Sy Fill..,

v | Allow Themes

Remove Theme

Hinh III-4.1: dinh dang chir trong mo hinh.

Tai clra sd Text,& thé Font chira céc thiét I1ap dinh dang chif céi trong mé hinh,gém

cac muc:
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Text =
Font | Character | Paragraph | Text Blodk I Tabs | Bullets|
Font settings
Font: Calibri |E| Style: | Fegular |E|
Size: |12 pt. |E|
General
Case [Nornal B o (-
Position: Maormal IEI Language: English (11.5.) IE'
Lnderline; (none) |E| Transparency: I_J 05
Strikethrough: | (none) |E|
l@ Apply [ QK ] | Cancel

Hinh III-4.2: Pinh dang font chir

Font : font ch{r cho doan van ban.

Style : kiéu dang chi ( in nghiéng,t6 ddm,binh thudng...)

Size : kich thudc chr.

Case : dinh dang chit hoa ,chir thudng.(All Caps : dinh dang chir hoa cho tat
ca cac chif trong van ban ;Initial Caps : dinh dang chir hoa & chir cai dau
tién trong van ban ;Small Caps : dinh dang chif hoa cho tat ca cac chir cai
trong van ban nhung & kich thudc nhé.)

Position : vi tri ciia chir.(Normal : vi tri cac chir cdi méc dinh,khéng thay déi ;
Superscript: cac chii cai nam vé phan phia trén ctia mo hinh ; Subscript:
cac chif cai nam vé phan phia dudi cia mo hinh.)

Underline : ché do gach dudi.(Single: mot gach dudi cac chif cai trong van
ban ; Double: hai gach dugi cac chif cai trong van ban.)

Strikethrough : gach ngang & gilra than chit.(Single: mé6t gach ngang giira
than cac chir cai trong van ban ; Double: hai gach ngang giifa than cac chit

cai trong van ban ).
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e Color : mau sac cac chir cai.
e Language : ngbn ngdr.
e Transparency : dd trong suét cua cac chir cai.(ban c6 thé nhap gid tri hodc

kéo thanh cdng cu dé tly chinh dd trong suét)

Thé Character ch(ra cac thiét lap dinh dang ki tu,gom cac muc :

[ Text &J

Spacing
Scale: |100% B
Spacing: |Condensed E] By: |-1pt. e

) [Coc]) (o

Hinh III-4.3 :dinh dang ki tu.

e Scale : d0 dan cua chir
e Spacing : khoang cach giira cac chir cai. ( Normal: mdc dinh khoang cach
cla cac chir cai ; Expanded: khoang cach theo chiéu dudng gilfa cac chif cai

; Condensed: khoang cach theo chiéu am cla cac chir cai.)

Thé Paragraph ch(ra cac thiét Iap canh I€ cho doan trong m6 hinh ,gém cac muc :

31



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

Text

General

| Font | Character | Paragraph | Text Block | Tabs | Bullets |

Alignment: |Centered

Indentation

Before text: (0in.

Spacing

Before: 0pt.

After text: (0in. ! Firstline: |0in.

After: 0pt. : Line: 120%

IS

ADDIY

[

oK

J { Cancel

Hinh III-4.4 : dinh dang doan

e Alignment : canh Ié (Left : bén trai mo6 hinh, Centered : trung tdm mé hinh ;
Righ: bén phai mo hinh ; Justtified : canh déu)
e Before text : canh chinh trudc

e After text : canh chinh sau.

e Fisrt line : canh chinh dong dau tién.

e Spacing : khoang cach trudc (Before),khoang cach sau (After),khoang cach

cac dong (Line).

Thé Text Block gom cac muc :
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i Text &J

| Font | Character | Paragraph { Text Block ‘[Tabs | Bullets \

Alignment

Alignment: | Top |~
Margins

Top: 4pt, = Left: 4pt.

Bottom: |4 pt. = Right: |4 pt. :
Text backaround

() None @) Solid color: [_ 'J

Transparency: I—J 0%

(g

Apply l oK ] ( Cancel

Hinh III-4.5 : dinh dang Text Block

e Alignment : canh [€

e Margins : I€ trang (Top: bén trén; Left: bén trai ; Bottom: bén duGi ;
Right: bén phai)

e Text background : mau nén chir (None : khong stif dung mau nén cho doan
van ban; Solid color : thiét Iap mau nén cho doan van ban va tuy chinh do

trong sudt)

Thé Tabs trong MS Visio 2010 tudgng tu nhu thiét Iap tab trong MS Word :
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-

Text

| Font | Character | Paragraph | TextBlock | Tabs | Bullets |

Tab stops:
- Tab stop position: |1.3in. ]
Alignment
) Left @ Right
(") Center (7) Decimal

> Default tab stops: |1.1in. ]

Add ] [ Modify ] [ Remove ] [Remove AII]

Apply [ OK ][ Cancel

Hinh III-4.6 : dinh dang ,thiét |ap tab

e Tab stop position : thiét lap vi tri dirng cho tab.
e Alignment : canh [é

e Default tab stops : mac dinh dirng cho tab.

Ban c6 thé thém ,sira ,xda tab tly y,xda toan bd tab bang cach nhdn chudt vao cac
nit tuang ing Add,Modify,Remove,Remove All.

Thé Bullets la thé chira cac thiét Iap danh cho dau hang cho cac dong van ban.
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i 9
Text [
| Font | Character | Paragraph | Text Block | Tabs | Bullets |
Style: Fonk size:
L ] 1 — 100%
I
Text position:
& — O — B
Qin.
L ] (] L
I
Custom
O w— L3 > v m— Bullet characters:
I I
O =— A — B e— v —
I L] L] L]
& Fank:
I - EE— } L] '( L]
I L] L] L]
Apply [ Ok J [ Cancel

Hinh II1-4.7 : dinh dang danh dau trudc dau dong.

Sau khi d3 dinh dang chir va van ban,nhdn chon Apply d€ ap dung va chon OK dé

hoan tat thiét 1ap.Sau do click chudt double vao mo hinh va nhap chir vao.

MS Visio 2010
Tutoriall

Hinh III-4.8 : chen ch{’ vao mo hinh.
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Ban c6 thé dinh dang nhanh céc chi cdi bang phan Font trén thanh Ribbon hodc

click chudt vao doan van ban trén mo hinh sé xuat hién thanh tuy chinh.

3 Insert Design Data Process H
Calibri - 18pt. * A A’

t Painter B|7 U abeAa~ A~

| Font

N ST & TR = TR T & T

Hinh III-4.9:dinh dang font.

Calibri 18pt. A A
BIEE=EA 2 &7
MS Visio

2010 Tutorial

Hinh III-4.10 : dinh dang font

Thanh tuy chinh font tugng tu nhu thanh tuy chinh font trong MS Word .

5. Di chuyén,tuy chinh kich thudc,quay va sao chép mé hinh.

PE di chuyén md hinh trong ban v&,ban chi viéc click vao md hinh va gilt chudt,di

chuyén chudt dén vi tri .
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3 .

i

1 e

4

] i
]

/

:K\ / |

H g g

Hinh III-5.1 : di chuyén mé hinh

Ban c6 thé tly chinh kich thudc mé hinh tuy y bang cach click chudt vao md hinh, ltc
nay trén md hinh s& hién 8 diém hinh vudng nho mau xanh ,va tat ca cdc md hinh
déu cb 8 diém nay.Ban click chudt vao vi tri muén tdng hodc giam kich thudc mé

hinh va kéo chudt theo chiéu tang hodc giam kich thudc.

@
" @
s | L ~_ !
L/ A\
/ \
|I|' "Illl':
o i
[E } ( !
\"- .r'll.ll: \ )"J
b : Py
\‘.\ ‘;’_/ T \H'"—"'-J
\n,__\_\_ -
H------- R SR PERE |

Hinh III-5.2 : tdng(giam) kich thudc mo hinh

Viéc kéo chudt dé téng gidm md hinh s& khién kich thudc ciia mé hinh khdng chinh
xac.Dé& thiét 1ap chinh xac kich thudc mé hinh ma ban muén click chudt vao mé hinh

,5au dé click vao thong so kich thudc phia dudi thanh tac vu.
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=

| ~ Right triangle Ell_::lCross -
e ——— Y|4 4 » M| Page-1 %]

Page 1l of Width: 60 mm, Height: 60 mm, “yAngle: 0° | English {U.S) | =l |

Hinh III-5.3: cac thong so kich thudc

PE thay dai kich thudc click vao Width hodc Height,bang thong sé sé hién thi.

Size & Position - Circle x
X &0 mm.
W 170 rm.
Width 60 mm.
Height |60 mm.
Angle 20 deg.
Pin Pos | Top-Right

4 b M| Page-1 %1
Angle: 207 | English [L.5.) | = |

Hinh III-5.4 : hién thi bang thdng s6.

Tai day ban co thé chinh vi tri md hinh theo truc ngang (X),truc doc (Y),chiéu doc
(Width),chiéu cao (Height),géc quay (Angle),vi tri so véi ban vé (Pin Pos).

Luu y : néu click vao md hinh ma céc théng sd khdng hién thi ¢ thanh tac vu,ban

click chu6t phai vao thanh tac vu va chon thong s6 kich thudc .
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|| mectangie | |>quare | ” Iﬁ
< Customize Status Bar

v | Page Mumber 1ofl
E v | Width &0 mm.
@ v | Height &0 mm,

v | Length

v | Angle 200
( v | Language English [U.5.)
( v | Macro Recording Mot Recording

v | Wiew Shortcuts
i v | Zoom 40%
{ v | Zoom Slider

v | Zoom to Fit
E v | Pan & Zoom Window

] i Page-1

E v | Switch Windows Im

Hinh III-5.5 : tuy chinh hién thi trén thanh tac vu.

Trong MS Visio 2010 ban cé thé quay md hinh theo y mudn.Dé thuc hién diéu
nay,ban click chudt vao diém quay (xem hinh 5-3) ,gilt chudt va quay theo chiéu can

quay.

<«

@,
_________ T

Rotate
Shape

0_-_-_-_-_-_

Hinh III-5.6 : quay mé hinh
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Hinh III-5.7 : mo hinh da dudc quay.

PE sao chép md hinh ,click chudt phai vao md hinh va chon Copy.

@
__________________ ﬂ
- 8pt - A AT Lk
==A-2-u2-
; &
: B3 Copy
R~ [ Paste
[, Paste Special...
Group L4
4 |
4 |
3
Container 4
& Hyperlink...
Data L4
Format 4
© Her

Hinh III-5.8 : sao chép mo hinh
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Click chudt phai vao vi tri can dan trén ban vé va chon Paste.M6 hinh mdi dugc tao

ra giéng mo hinh cii va kich thudc cla hai mé hinh nay bang nhau.

L
T -,
' -"-I-f \-\.
A"
/ 1
||l I|
| 1
III IIJ
5 /
, ri
\ -
T,
e e
"-\._\_\_ _'_'_,.J'
L
- ~.
/ N
A"
/! 1
||l I|
| 1
III IIJ
5 J
, ri
\ -
T,
e e
"-\._\_\_ _'_'_,.J'

Hinh III-5.9 : 2 m6 hinh giéng nhau va bang nhau vé kich thudc

Ban cling 6 thé sir dung t6 hgp phim ,click chudt vao md hinh va nhan Ctrl + C dé

sao chép,sau do chon vi tri va nhan Ctrl + V dé& dan vao.

Trong MS Visio 2010 ban cé thé ddt mé hinh nay ndm phia sau mé hinh kia,hodc ¢

thé dat ndm trudc mat véi chic néng Bring Forward,Send Forward.

Pua 2 mo hinh lén ban vé.Tai thé Home ,muc Arrange ban sé thay 2 chifc ndng

Bring Forward,Send Forward .
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Drawing8 - Microsoft Visio

A ’_ngOInterTo9I![:] - yFill ~ :g_b & 4y Bring Forward ~ A Find ~
e ,5—9 Connector X - Line - _ A‘ L Send Backward ~ Layers ~
BT e G | Qe | A
4 Tools Shape Arrange Editing
ot bt % dct B bt Bt ot Bt bt d8t b Bt bt ISt o Bt st o bt Bt st 2% b

Hinh III-5.10 : chic ndang dat mo hinh.

Tai Bring Forward cd hai phan thiét 1ap:

:]j ||-b Bring Forward!vl 44 Find ~
e« =
L}y Bring Forward Z Layers v

.

Auto Align Position| — .
V™ | &Space v 43, BringtoFront  § Select~
Arrange Editing
' |
|IIllllIll|llllﬁlIllllIll|lll]?‘l'llllIll|llllﬁl'llllIll|lll]l71[|llllIll|lll]ﬁlllllllll|lll[lgllllllllll'lllllli?llllllll|1|

Hinh III-5.11 : Bring Forward

Bring Forward : md hinh dugc chon vdi chiic ndng nay ,sau khi di chuyén

dén mot md hinh khac trong ban vé sé nam chong Ién trén mé hinh kia.

Hinh III-5.12 : md hinh ndm chdng Ién trén
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Véi hinh 5-9,chdng ta chon md hinh can di chuyén Ia hinh tron,chon Bring Forward
trong chirc néng Bring Forward thi khi di chuyén hinh tron dén cdc md hinh khac
trén ban vé,hinh tron s& nam phia trén cac mo hinh do.
e Bring to Front :md hinh dugc chon véi chirc ndng nay ,sau khi di chuyén
dén nhitng mo6 hinh khac trong ban vé sé nam chong Ién cac mo hinh khac

,Xét trudng hgp cac mo hinh nay gan nhau.

™,
/N @
r A" ]
r \,
A B9 i N
1 ' ",
4 VS \\1
/ )4
/,f i :
: d
A i |
A /i
i \‘x A
E------- " pu R B

Hinh III-5.13: md hinh ndm chong Ién cac md hinh khac.

Tai Send Backward cé hai phan thiét lap:

e Send Backward : m6 hinh dugc chon véi chirc ndng nay ,sau khi di chuyén

dén mét mé hinh khac trong ban vé s& nam an phia dudi mé hinh kia.
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Hinh III-5.14 : mé hinh ndm &n phia dudi
e Send to Back : md hinh dugc chon véi chlic nang nay ,sau khi di chuyén
dén nhitng md hinh khac trong ban vé sé nam an phia dudi cdc md hinh khac

,Xét trudng hgp cac mo hinh nay gan nhau.

Fa)
\
7\
/ AN
/BN
T NS
Vi : \ ™
s i \ 1"-.
i E \\ II'!
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Hinh III-5.15 : mé hinh ndm &n phia dudi cdc md hinh khac.

Chu y : vGi phan thiét 1ap Bring Forward hay Send Backward trong cac chic
ndng tudng Ung la Bring Forward,Send Backward chiing ta chi xét dén viéc

md hinh nay di chuyén dén mét méd hinh khac.Va thiét 1ap Bring to Front

,Send to Back dé xét dén md hinh nay di chuyén dén nhiéu mé hinh khac.

6. Tao lién két dudng dan trén mé hinh.

Lién két dudng dan vao md hinh dé& ngudi dung click chudt vao mé hinh,trinh duyét
s& m3 mot website theo dudng dan ma ban da thiét 1ap lién két tai mo hinh hodc

dén mot tap tin,mot thu muc trong may tinh cta ban.

Click chudt phai vao mé6 hinh,chon Hyperlink.

@
o T B o]
: - i It
L ' S
L/ Calibri - 8pt. - AT AT
of === . - .
BIEEZA &L
- I
Rx #  Cut
N 53 Copy
D____i“;?h 4 Paste
[, Paste Special...
Group 4
Container 4

gﬁ_,_J Hyperlink...

Data

Format

© Hep

Hinh III-6.1 : lién két dudng dan cho md hinh
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Tai clra s& Hyperlinks,khung Address ban click chuét vao Browse:

O
Hyperlinks =)
.
Sub-address: Internet Address...
Description: | Local Filve...

Use relative path for hyperlink

Hinh III-6.2 : chon kiéu lién két.

 Internet Address : tao dudng dan dén website.

e Local File : tao dudng dan dén tap tin,thu muc trong may tinh

Tai khung Sub-address : ban cd thé nhdp duding dan phu ,lam tudng tu nhu trén.

Description : chu thich cho dudng dan.

Ngoai ra ban c6 thé tao nhiéu lién k&t dudng dan bang cach nhan chon New .Dé
xda lién két nhan chon Delete va dé mac dinh nhan chon Default
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i
Hyperlinks =
Address: http://microsoft.com ‘ Bro
Sub-address: : ‘ Browse...

Description: | Buéng dan dén weBéiieﬁi&oso@ﬂ ]

1 | /] Use relative path for hyperlink

Pudng dan dén website Microsoft -

e Il

Hinh III-6.3: dudng dan dén website Microsoft.

Sau do6 chon OK dé hoan tt.Tai ban v&,ban gitf phim Ctrl va nhan chuét vao mé
hinh.Sau dé chon dudng dan thich hgp.

Budng dan dén website Microsoft

D_-_-_-_-_

Favorites.vss

http:/foffice.com

®EEP

Edit Hyperlinks...

Hinh III-6.4 : lién két t&i cic dudng dan.
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Ban ciling c6 thé t&i cac dudng dan béng cach click chudt phai vao mo hinh va chon

dudng dan can dén.

Cut

Copy

Paste

TEIE

Paste Special...

Group 4

Container k

2 BPudng dan dén website Microsoft
== Favorites.vss
== http://office.com

Edit Hyperlinks...

Data 4
Format g
Help
Calibri - 8pt. - A A7 L LY
\(PIEEEA-2-4- ¥
E-------- T —T— o

Hinh III-6.5 : lién két cic dudng dan

N&u ban mudn stra lai dudng dan,nhan chudt vao Edit Hyperlinks... va thiét 1ap
nhu trén.

7. Tim kiém mo hinh trong may tinh.

PE tim ki€m md hinh trén may tinh cda ban , nhdn vao thanh More Shapes,chon

Search for Shapes
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Maore Shapes 4 Search for Shapes
Quick Shapes Find Shapes Online...
| Basic Shapes (US units) | sy snapes X
Basic Shapes (US units) - Business ,
I:I Rectangle Square Engineering r
Flowchart L
() Ellipse O Circle General R
Rounded ] Maps and Floor Plans L4
i \ Triangle
rectangle g Metwork 3
g 45 degree o 45 degree Schadule -
single double
Software and Database »
Wisio Extras L4
Q Pentagon <:> Hexagon
% Dpen Stendil...
O Heptagon O Octagon | & E Mew Stencil [US units)
Mew Stencil (Metric)
i\\? Star3 X:K Starb Show Document Stencil
{} Star 7 O Center drag =
circle =
l\;\_ Right triangle IZHZI Cross =
Shadowed =
oha [ 13D box v| 4 4 » M| Pagel | Page2 . %J

Hinh III-7.1 : m& khung tim ki€m md hinh

Luc nay ,khung tim kiém xuat hién trén thanh More Shapes

Drawinglf
Shapes < |l
| =fyE
More Shapes 3 ::
Quick Shapes =
I[ Basic Shapes (US units) |
| Basic Shapes (U5 units) :I

|:| Rectangle

Square

() Ellipse

Rounded
rectangle

45 degree
(]:l g

single

O Circle
A Triangle

— 45 degree
double
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Hinh III-7.2 : khung tim ki€ém m6 hinh
Tai khung tim ki€ém,nhap tén mo hinh hodc tu khda tim kiEm va nhan Enter.

P& tim nhanh mdt md hinh,ban nén s dung kiéu tim kiém tir khda.Vi du,dé tim md
hinh vé ndi that,ban cé thé nhap tir khda “desk” hodc “chair” . Hay dé tim mdt ghi
chi cho md hinh ,ban cé thé nhap tir khda “callout,text,label” hoic “annotation”
.Sau khi nhan Enter,hé thong MS Visio 2010 s€ tim nhitng mo hinh trén may tinh

cua ban.(xem hinh 2-6)

IR
Home Insert Design Data
1 7 * Calibri ~8pt. * A A
Paste B 7 U abe Aa- A .
" -:t;;:xb::'ar-j”’ Font )
Shapes < 7 ‘.
desk [Z],b :‘E
More Shapes > | §7
AV I, e ==
Hinh III-7.3 : tim ki€m mo hinh
Ghi cha Dich vu tim kifm Windows Search cua hé diéu hanh

phai chay d€ st dung chifc ndng tim ki€m md hinh
Search for Shapes.Dich vu Windows Search ludn mac
dinh,nhung néu ban gap phai van dé truc trac khi st
dung Search for Shapes,chtic ndng Windows Search trén

may tinh cta ban c6 thé da ngung hoat dong.

8. Tim kiém mo hinh trén thu vién Internet.

Néu mdy tinh cua ban két ni Internet,ban cé thé tim md hinh thdng qua céc
Website.
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Tai clra s6 Shapes,nhan chon More Shapes,sau dé chon Fine Shapes Online.

More Shapes k||| Search hap
Quick Shapes

Find Shapes COnline...
Basic Shapes (U5 units) - )

Basic Shapes (US units) N Business
I:I Rectangle | Engineering
Drag the shape onto the drawing page. |~ Flowchart

Hinh III-8.1 : Chon chidtc ndng tim ki€ém Find Shapes Online

Theo méc dinh,trinh duyét cta ban s& ma dén website Office.com,tai ddy ban cd thé

tai xuéng nhitng mo hinh .

Cac md hinh ¢é thé dugc tao tir cAc nhan hodc tir nhitng céng ty khéng thudc tap

doan Microsoft.

Sau khi da tai dugc nhirng mo hinh thich hgp,ban sao chép ching vao thu muc My
Shapes.Méc dinh thu muc My Shapes theo dutng dan sau:

DPAGi vbi hé diéu hanh Windows Vista :

[drive]:\Users\user namé\Documents\My Shapes.

Vi du : C:\Users\Peter\Documents\My Shapes

Pai vdi hé diéu hanh Microsoft Windows Server 2003 hodc Microsoft
Windows XP

[drive]:\Documents and Settings\user name\My Documents\My Shapes

Vi du : C:\Documents and Settings\Peter\My Documents\My Shapes
9. Tim kiém nhirng mo hinh v@i Quick Shapes

Thanh c6ng cu Quick Shapes ludn mac dinh,tai day ban cd thé tim kiém nhitng md
hinh thudng dugc st dung nhiéu nhat.

Thanh cong cu Quick Shapes luén nam giira thanh cdng cu More Shapes va stencil

tuong ('ng véi mau sc do.
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10.

PE t6 mau cho md hinh click chudt phai vao md hinh,lic nay sé hién Ién thanh tuy

chinh

Shapes

Search for Shapes

Mare Shapes

=] P

[ Quick Shapes
Basic Shapes (US units)

Basic Shapes (U5 units)

I:I Rectangle

O Circle

single

Square

Reounded
rectangle

g 45 degree — 45 degree

double

Hinh III-9.1 : thanh cong cu Quick Shapes.

To mau cho mo hinh.
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Calibri = Ept. - A" AT Oh Y
= -
/S BIEEEA-R-L-J
! & Cut
i
58 Copy
[ Paste
[, Paste Spedial...
Group 4
=l |
T |
¥
Container k

. Hyperlink...

Data 4
Farmat g
9 Help

Hinh III-10.1 : t6 mau cho mo hinh

Sau d6 click chudt vao biéu tugng ~ 27 saudé chon mau tuy y.Khi ban ré chudt

vao mau nao thi mé hinh sé hién thi mau dé .

Calibri -8pt. - A" A7 Ok O

B I =E=A-8Z-¢

=

Use Default

Theme Colors

«HEBcEEREE

Standard Colors
[ B | EEEREN
Mo Fill

+a)  More Colors...

& Fill Options...
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Hinh III-10.2 : t0 mau cho mo hinh.

Ngoai ra ban cé thé tu’ chon mau sic tly y vé do nhat,ddm bang cach chon More

Colors.

Tai ctlra s6 Colors,thé Standard ,chon mau sic theo chuan cd ban

e
Colors @Jﬂ
Standard | Custom | OK I

Colors: Cancel

New

Current

Hinh III-10.3 : chudn mau cd ban.

Tai thé Custom cho ban tuy chinh mau sac nang cao han.
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Color model: ERGB
Red: 153 [
Green: =

Blue:

Hinh II1.10.4 : thy chon mau sdc nang cao
O muc Color model cé hai su lua chon :

e RGB :sir dung mo6 hinh mau RGB,trong dé cac mau do,xanh la va xanh lam
dudc t6 hgp vai nhau theo nhiéu phuang thirc khach nhau dé tao thanh cac
mau khac.

e HSL : st dung cac trang thai Hue (sac thai),Sat (d6 dam) ,Lum (dd sang ).

Ngoai ra,ban cé thé hiéu chinh hiéu ('ng mau sic bang chdc nang Fill Options
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Fill
Fill Shadow
Pattern: 01: Solid - Calor: “ ||*]
Pattern color: || ||v Pattern: 01: Solid -
Transparency: U %% Pattern calar: || ||v
Preview Transparency: - D 50%
[ Apply ] [ Ok, ] [ Cancel

GOm cac muc :

Color : mau sac

Hinh III-10.5 : ché do Fill Option

Pattern: ki€u dang mau sic.

Fill
Fill Shad
Color: I - 5ty
Pattern: o7: NN | ~ to
o7: INNNEENEEN - o
' a

Pt o, |
03 L |
Transparency: = Pa
M Tre
Preview 1
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Hinh III-10.6 : tuy chon ché do Pattern.

o Pattern color : sau khi da chon kiéu dang,ban cé thé chon mau sic tuong
(’ng ki€u dang.

e Preview : xem lai mau sau khi d& hiéu chinh.

e Style : ki€u dang smé hinh.

e Transparency : do trong su6t.

y&

Hinh III-10.7 : hiéu (ng mau sac va mo hinh.
~ RN A \ . n \ - A - L 7 \ 9
Pé tao vien cho mo hinh,click chudt vao bieu tugng -~ = _ sau d6 chon mau sac
tuy y.
Ngoai ch€ dé chon mau sic nhu trén,khi tao vién cho mé hinh cé thém céc kiéu tao

vién Weight,Dashed,Arrows cho ban cac kiéu lua chon.

57



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

Calibri - &

=]

t.
&

=

R
ﬁf

. se Default

Irg?:w»

B 7

Theme Colors

Standard Colors
[ ] EEEREN

Recent Colors

Mo Line
18 More Colars..,

= Weight 3

v

|
=z Dashes |
|

—
o *
¢ Arrows

T
I |-|=|| ™= Cimos

Hinh III-10.8 : tao vién cho mo hinh

11. Tao mét stencil méi trong cira sd Shapes

Trong qua trinh tao sa d6,c6 thé nhitng md hinh ban can st dung khdng cling ndm

chung mét stencil,hodc ban mudn dua cac mo hinh can dung vao mot chu dé stencil

nao dé dé dé thuc hién cho nhitng so dd sau ma khdng phai tim kiém hodc dua
thém stencil khac vao.

Tai clra s6 Shapes,nhan chudt vao More Shapes > New Stencil ( chon don vi do

ludng met hodc inch).
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Search for Shapes [=] 2 Hg

More Shapes » Search for Shapes
Quick Shapes Find Shapes Online...
Basic Shapes (US units) ] My Shapes »
Basic Shapes (US units) - Business N
I:I Rectangle Square Engineering 4
Flowchart L
D Ellipse O Circle zeneral *
Rounded ) Maps and Floor Plans L
ATrlangle
rectangle Metwork 3
g 45 degree — 45 degree schedule 3
single double

Software and Database »

Visio Extras k
Q Pentagon O Hexagon

Dpen Stendil...
O Heptagon O Octagon

Mew Stencil (Metric)
i\\? Star 3 Z& StarG Show Document Stendil
q} Star 7 O Center drag

circle =
. Right triangle E”:l Cross

1 Shardowerd h

Mew Stencil (US units)

E B E

Hinh III-11.1 : tao stencil mdi.

M3c dinh khi tao stencil,tén cua stencil 13 Stencil ,vi thé ban can thay ddi tén.Click

chudt phai vao stencil vira tao va chon Properties
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Shapes < el bbbl

|5earch for Shapes El » _:E

More Shapes » .,.—:E

Quick Shapes :—E

Basic Shapes (US units] —_E

Stencill0 % | Eait Stenc

: Stencill0 Il ;ave
Drop Quick Shapes here Save As..
& Properties...

View k
Cirder ¥

Eeset Stendil

Float Window
£3  (Close

3

Hinh III-11.2 : thiét Iap cho stencil

Tai clra s6 Properties,gdm cac muc :
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Stencil10 Properties

| General | Summary | Contents |

Title: Stendl quan tri doanh nghiép
Subject:

Author: Microsoft

Manager: ||

Company: |Microsoft

Language: | English (U.S.) E

Categories:
Tags:

Comments:

Hyperlink
base:

[ save preview picture

e s
Save workspace

[ OK J [ Cancel

Hinh III-11.3 : thiét Iap cho stencil mdi

e Title: tén stencil.

e Subject: chu dé.

e Author : tac gia.

e Manger : ngudi diéu hanh.
e Company : cong ty.

e Language : ngdn ng(r.

e Categories: phan loai.

e Tags : thé tag.

e Comments: |0i binh luan.

 Hyperlink base : lién két dudng dan.
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Search for Shapes (=] 2

More Shapes 3
Quick Shapes
Basic Shapes (US units]

[ Stencil quan tri doanh nghigp H]

Stencil quan tri doanh nghiép

Drop Quick Shapes here

4 5 b 7 8
||||||||I|||I|||I|||||||||||I|||I|||||||I|||||||||||||||||||I||||||||||

Hinh I1I-11.4 : thay ddi tén stencil

Sau khi thay d6i tén stencil ,budc ti€p theo ban can lam 1a dua cac md hinh vao.Dé

dua m6 hinh vao stencil mdi,click chudt phai vao moé hinh da Iua chon va chon Copy

Quick Shapes =
[ Basic Shapes (U5 units) l
Stencil quan tri doanh nghiép =l
Basic Shapes (U5 units) -
I:I Rectangle fFoansen ]H
ft
) Ellipse Q' 53 Copy
Rounded A B paste
rectangle
= 45 degree = Add to My Shapes

single '

Q Pentagon <:>I
P
e L

Pagel of1 | English [U.5.)

Remowve from Quick Shapes

© Hep

Hinh III-11.5 : sao chép mé hinh

Dan mo hinh vao stencil mdi.
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Quick Shapes
Basic Shapes (U5 units)
| Stencil quan tri doanh nghiép H]

Stencil quan 1
Drop Quick SH °
==

[, Paste

Mew Master...

X

Pagel of 1 | English (US) | 2 |

Hinh III-11.6 : dan mo hinh vao stencil mdi.

Ban cling c6 thé dua md hinh vao stencil méi bang cach click chubt phai vao mé

hinh chon Add to My Shapes va chon stelcil can dua m6 hinh vao.

Ban c6 thé dua nhiéu mé hinh & cac stencil & cac chu dé khac nhau vao stencil méi

tao nay dé dé lam viéc.

Basic Shapes (US units)

| Stencil quan tri doanh nghiép H]

Stencil quan tri doanh nghiép
Drop Quick Shopes here

Square ﬁ%:f; Role
"Q’i Control

5 b 7 8
||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||

Hinh III-11.7 : dua cac mo hinh tU khac stencil khac vao stencil mai.
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Mé&c dinh,ban khdng thé tly chinh dugc cdc méd hinh da cé san trong céc stencil. Tuy
nhién,véi mot stencil mdi va nhitng md hinh ndm trong dd,ban cd thé tuy chinh cac
mo hinh nay.

PE ddi t8n md hinh,click chudt double vao tén mé hinh ,sau dé nhap tén vao.

[ 1= L ] IEHC} [T L L]

| Stencil quan tri doanh nghiép H]

Stencil quan tri doanh nghiép

Drop Quick Shapes here

Square [ERQH

|.|.I.|.|.|.I.|5.|.|.I.|.|.|.I.|.|.|.I.|.|.|.|.|::||.|.I.|.|.|.I.|E.

Hinh III-11.8 : d&i tén mo hinh.

Ban c6 thé thay ddi tén md hinh cling nhu thay ddi mot s6 thiét 18p khac bang cach
click chudt phai vao mé hinh va chon Edit Masters > Master Properties.

| Stencil quan tri doanh nghiép lg]

Stencil quan tri doanh nghiép

Drop Quick Shapes here -

Add to My Shapes k
Add to Quick Shapes

Hew Master...
:?( Drelete Master
Rename Master

Edit Master 4 Master Properties...

© Hep i  Edit Master Shape

™~
% Edit [con Image
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Hinh III-11.9 : thay d&i md hinh.

Tai clra s6 Master Properties,gém cac muc chinh:

d B
Master Properties Ii_hj

Properties

Name: Role]

Prompt:

Iconsize:  Normal (32 x 32) v

Align master name: (7) Left (@ Center () Right
Search

Keywords: |inspection, account, bookkeeping, audit,
business,process, compliance, SOX, role

Behavior
[ | Match master by name on drop

(V] Show live preview in Shapes Window

@ [ OK J [ Cancel ]

Hinh III-11.10 : bang thié€t Iap mo hinh.

e Name : tén md hinh.

e Prompt: I0i nhdc nha.

e Icon size: kich thugc cia mo hinh khi dua vao ban vé.
o Align master name: canh I€ cho tén cta md hinh.

o Keywords : tir khoa tim ki€m cta mo hinh.
Sau khi thiét Iap,chon OK dé hoan tét .

Ngoai ra ban cd thé thay hinh anh dai dién cho md hinh ,click chudt phai vao md
hinh va chon Edit Master - Edit Master Shape.
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| tome Wiert Oebgn  Oats  Proced Heview Vow o e
— ) . N . . < -
_j b [ Tomen et AN = i . 4 PainterToal N Fin :‘1 "y M Fina
. 1 H-:ormrxm x o2 Line - = " = Layess ~
Paat - - & Potion o,
- ) BZOMA A FEaAR FF A Tent & =3na:l:m = ‘.m 5551 w Selea
W00 d Fomt . F3pripn . Tooh Shape Armange fotmp
1"
@j Draming6 oc = = | te le o = b g ‘
S < LB Lt Bl B L -~ i p ] I L) i 5 W AT Rl LIPS
Search for Shapes =2 | & 6 a A
More Suapes 13 i
Quick Shapes
Banic Shapes (US urwtz) r~
Stencd yudn i doanh nghiée "
Stencl quén tri doanh nghifp ‘
g Quh nNopes Adre

-

vl . - -

I = $E3] ‘ v 1]

Pagedotl | Engunmsy | (3 |

Hinh III-11.11 : thay d6i hinh &nh dai dién cho md hinh.

Sau khi thay d6i tat clra s6 hinh anh,MS Visio 2010 s& héi ban mudn cp nhét thay
d6i hay khong.

Microsoft Visio i
@ Update Role'?

ers]r[No | [cancel |

T
—

Hinh III-11.12 : cdp nhét thay déi

PE stra lai hinh dai dién cho md hinh,click chuét phai vao mé hinh va chon Edit
Master 2> Edit Icon Image.
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on Edidar

= Aot [ aes 2 N ‘Q { I
» - d V' \
Sl W3 Topy 1y tamo
Faste = Fenul Buzket Lett fught Close kon
K cleor FGSeled Al 1ol Tool Suttorn- Outton= | Editer
(Cipbcarsg Selet Pt Close

(= = =
TR TR VR SR BT

[Semech for Shapes
“utesups

Quick Shapes

Basic Shapes (US units)
Stencd quan t duanh nghiéy
Stencil quén tri doanh nghiép

Divg Quack Shapes e

(o [
6 Control

Hinh III-11.13 : s(ra hinh dai dién.

Sau khi d3 thay d6i ,phai luu stencil .Click chudt vao biéu tugng 1 va chon
nai luu lai stencil.

DEé ddng stencil,click chudt phai vao stencil va chon Close.
12. Cha thich cho m6 hinh véi chirc nang Callout.

VGi moi sd d8,can phai cé nhitng chd thich,nhiing dinh nghia cho so d6 d4.Trong
MS Visio 2010,chirc nang do co tén goi Callout.

M3 qua thé Insert .Click chudt vao mo hinh can chu thich,tai muc Diagram Parts
,click chon Callout.
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Data Process Review

Hyperlinkl Text ScreenTip Object Field Symbaol
Box~ y [

I
=] G G

< | |P|I||||||2|||||I||3|||||I||4|I|||I||-5|||||I

o
Juo L fm ] (e ) )

ST S R

Hinh III-12.1: céc kiéu dang cha thich.

Chon mdt kiéu dang .

68



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

Text
v
T
/,f"f H\\\
rd
/ ™,
/ \
/ \
| |
\\ y,
\\‘m #//
e R

Hinh III-12.2 : chon ki€u dang ch thich

Click chudt double vao dong dong Text va nhap doan van chu thich vao

This is a circle

V
e - ER“\\
/ ™
/ f \‘\
| |
\. /
. >

Hinh III-12.3: ghi I8i chd thich cho m6 hinh.
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Ban co thé thay ddi kiu chd thich bang cach click chudt phai vao callout dé va chon

Callout Style ,sau d6 chon kiéu callout.

& s
Callout Style

Crientation

Callout Line

Resize with Text
% cut
=2 Copy
/ [, Paste
[, Paste Spedial...
[ Group
' L3, Eringto Front
\ B sendto Back
T Containgr
& Hyperlink...

Data

Format

© Hep

h-

Text callout
Box callout
Bubble callout

Owal callout

Line callout
Bracket
Parenthesis
Brace

Line pair
Bracket pair
Parenthesis pair

Erace pair

EBend callout
Reverse bracket
Reverse parenthesis

Reverse brace

Triangle callout
Full bracket
Ward balloon

Cloud callowt

Hinh III-12.4 : chon kiéu chd thich

Néu ban muén cé dudng két noi tir callout téi mo hinh,click chudt phai vao callout

va chon Callout Line ,tai day ban c6 thé chon an (Hidden) ,két ndi tir callout dén

md hinh (Line from Center),két ndi tir trung di€ém cla canh dudi callout téi mé

hinh ( Line from Edge Midpoint).
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Calibri - 10pt.

|

iB I

L
Ter
Callout Style

Orientation

=

Callout Line

Resize with Text

v

db  Cut

=3 Copy
' [ Paste
[

Paste Special...

\ Group

._,;I; Bring to Front |
3end to Back |
Container
) Hyperlink...

Data

Format

© Hep

Hinh III-12.5: hién thi dudng két ndi tir callout dén md hinh

Bén canh do,ban cling cd thé tly chinh dudng ké két néi tir md hinh dén diém két

thic tai callout & cac vi tri khac nhau nhu phia trén (Top),phia dudi (Bottom),bén

v

J

- A A G

v

A-b-2-g

Hidden
Line from Center

Line from Edge Midpoints

trai (Left),bén phai (Right) hodc tu dong (Automatic) bang cach click chudt phai

vao callout va chon Orientation.
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Calibri - 1opt. - AT A7 Oh O
BISEZTA -S43
E Text o
Callout Style 4
Orientation 4 Tap

Callout Line Pl | Bottom
Resize with Text Left

Cut Right

v
&
23 Copy Automatic
( [, Paste
[, Paste Special...
\ Group g
. L EBringto Front | »
'-.lh 5end to Back | 4

Container 4
1?_,) Hyperlink...

Data k

Format 4
@ Help

Hinh III-12.6 : tiy chinh vi tri dudng két néi tr md hinh dén diém két thic tai

callout.

13. Canh [é va khoang cach bang tinh ning Dynamic Grid .

Trong MS Visio 2010,ban cd thé dé& dang canh [& va khoang cach giita cdc md
hinh,gitip cho sG d6 cta ban dugc rd rang va co té chirc hon bang cach st dung tinh

nang Dynamic Grid.
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Hinh III-13.1 : dudng ké dynamic grid

PE bét chirc nang Dynamic grid,m& thé View,tai muc Visual Aids,danh diu chon

Dynamic Grid.

= Process Beyisw s
Zoom [V] Dynamic Grid £ New Window [
Fit to Window | || AutoConnect g Arrange All
: = i ; Switch
Page Width [V] Connection Points -,_3'_1 Cascade Windows ~
Zoom Visual Aids , Window
ll;ﬁlll111]llll1]:{’1llllll]llllll;ﬁlllllllllllllrillllllhllll[?lzlllllillllIlll;lllllll{lllllll‘3!|lllll11|"lll]]l|"lllllll‘ll

Hinh III-13.2 : bat chifc ndng Dynamic Grid

Ban c6 thé thdy Dynamic Grid lam viéc khi dua mot mé hinh lai gan mét mé hinh

khac va chd y dudng ké mau cam xuat hién.
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»
L o

Hinh III-13.3 : Dynamic Grid.

O vi du trén,Visio nhan dién ,so khdp nhiing mé hinh dugc chon.N&u mé hinh cé
kich thudc khac ,Visio sé canh chinh cac canh,dudng bién ciia mé hinh & cac canh

phia trén,dudi,bén trai,bén phai.

|

Hinh III-13.4 : canh chinh v3i mo6 hinh co kich thudc khac

Luu y rang Dynamic Grid chi canh chinh v&i nhitng mé hinh c6 cac canh cung vi tri
Vi du ,canh trén cia mod hinh sé dugc canh vdi canh trén cia mot mé hinh dé ma

khong phai la canh dudi cia mo hinh dé.

Dynamic Grid cling thé hién dudng ké mau cam khi xuét hién cac khoang céch giira
cdc md hinh .Diéu nay gilp ban cd thé dé dang biét dugc khodng cach gittra mé hinh

nay so v8i mo hinh kia.
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Hinh III-13.5 : khoang cach ciac md hinh dugc thé hién

Dynamic Grid quét ca chiéu ngang va chiéu goc khi hién thj cac théng tin phan hoi

gitip ban dé dang s3p d&t vi tri gitra cdc md hinh.

Q@

Hinh III-13.6 : dé dang sdp x&p nhiéu md hinh

14. Viét Igi binh luan cho mo hinh.

Trong ban vé,ban can viét ghi chd cho mo hinh hodc binh luan mo hinh.V&i MS Visio
2010 dé dang lam diéu d6 béng cach chon mé hinh,sau dé click biéu tugng New

Comment tai muc Comment ndm trén thé Review.
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’I"“-I

nsert Design Data 55 Review View

= =0 = A Deiete r—-—3 X2 Delet
| f %‘Jh :’/Z
J =& o #1 Previous v Z ¥ Previc
iurus | Translate Language New Edit Show Ve

v | Comment Cpmment —d Next Markup ¢ Next !

, Language Comments l
N o [-P) [19P) [P [P 1A% 19

Hinh III-14.1 : s’ dung chifc ndng binh luan.

Tai khung soan thao van ban,ban nhap Igi binh luan hodc IGi ghi chd vao.

1_[ICT24H.NET 01/01/2010
Micrasoft Office Visio 2010 Tutorial|

Hinh III-14.2: viét IGi binh luan.

Néu mudn thay ddi I3i binh ludn hodc xda ,click chubt phai vao biéu tugng nho va
chon Edit Comment hoac Delete Comment.

76



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

Calibri - 8pt. ~ A" AT

B 7

(1
(|
i
b=
&
Ik

I
ﬁ Edit Comment

£ Delete Comment

Hinh III-14.3 : tUy chon thay déi hodc xda I8i binh luan.

IV. KET NOI MO HINH BANG CONG CU CONNECTOR.
1. Nhirng di€m ndi bat ciia cdng cu két néi Connector trong MS Visio
2010

Trong mét sc d,dé thé hién dugc méi quan hé clia cdc md hinh,ching thudng dugc
két ndi v6i nhau bang nhitng dudng mdi tén.Vi du,trong mét doanh nghiép,cac nhan
vién dugdc két ndi vSi nhau dé thé hién mdi quan hé trong phong ban,va cac phong
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ban két ndi v8i nhau trong mét cong ti.DGi véi sd d6 mang may tinh,cac may tinh

két ndi véi hub,switch.

.-""--
/"-'
o
-
J
i
|
1
\__‘
—
M,
A
N,
4 LY
" |
\, !
N, rd
', !
'\l\.x i
/ 4
' "
! '
Fi x\'
\ ¥,
LY F
h f
“

Hinh IV-1.1 : két n6i cac mo6 hinh
Nhiing di€ém ndi bét :

o Két ndi dé dang véi thao tac don gian.

e Cac dudng két nbi da dang ( gébm 3 dudng két ndi : thang,gap khic,cong)

e Chutc nang tu dong két ndi AutoConnect.

e Gilr nguyén két ndi khi di chuyén mé hinh.

e Tu dong két noi véi mod hinh thir ba khi chén vao dudng két ndi gilra hai mo

hinh.

2. Thu'c hién mot két noi don gian.

Trudc tién,ban tao 2 mo hinh can két ndi vao ban vé cua b

an.
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Hinh IV-2.1 : chudn bi k&t ndi 2 mé hinh.

Tai thé Home,trén thanh Ribbon,nh&n chon biéu tugng Connector.

View
| 2= | A l§ Pointer Tool 1~ SFinl -
i o |5 Connector| X & Line
= E  EiE X :
R A Text @, iShad
‘aragraph Tools Shay
lm)-nhh-2n|m)-!1|m[%Jm)-!1|mm.hx.)-!1|mIISIIM.)-!1|m[-e’whx.)-nhx.[.?fx

Hinh IV-2.2 : cdng cu Connector

Trd chudt vao mé hinh & diém bat dau két néi.Tai ddy ban sé thdy trén md hinh

xuéat hién nhiéu diém danh dau (x) ,day la diém bt dau két ndi trén md hinh nay.
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Hinh IV-2.3: cac diém két ndi trén mod hinh

Tai hinh 8-3,v6i hinh 7 canh c6 7 diém két ndi xung quanh va 1 diém két ndi tai

tam.D3&i véi hinh 4 canh c6 4 diém két n6i xung quanh va 1 diém két ndi tai tam.

Hinh IV-2.4: cac diém két ndi trén md hinh

Quay trd lai véi hinh 7 canh,khi ban tré chudt vao mét diém két ndi sé hién [én mau
do,l0c nay ban ding chudt va kéo cdng cu Connector qua md hinh bén kia,va diém
két thac két noi tuy theo ban chon.Va nhu vay ban da két n6i dugc 2 mo hinh vdi

nhau .

Hinh IV-2.5 : két nGi 2 mo hinh vdi nhau.
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Trong Visio,cau truc cia mét connector gom c6 2 thanh phan Begin point va End
point:
e Begin point : diém bt dau ké&t ndi.Khi ban kéo chudt tir bén nao qua thi
bén d6 s& la diém bat dau két ndi.

o Endpoint : diém két thic két nGi.Diém nay ludn cé mii tén.

¥

Hinh IV-2.6 : hai két nGi trai ngugc nhau.

3. Pinh dang cac dudng két noi

Méc dinh trong MS Visio 2010 ,dudng két néi 1a dudng g&p khic,ban cd thé dé dang

dinh dang dudng két ndi nay thang dutng thang hodc dudng cong bang cach click

chudt phai vao dudng két néi va chon kiéu .
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Hinh IV-3.1: chon kiéu dudng két ndi.

Right-Angle Connector : ki€u dudng két néi gap khic.

Straight Connector : ki€u dudng két ndi thang.

Curved Connector : ki€u dudng két ndi cong.

Chirc nang tu dong két noi AutoConnect

Churc ndng két ndi trong MS Visio 2010 khong chi dirng lai & mic d6 két n6i don

gian,MS Visio 2010 cung cap cho ban céng cu tu dong két ndi AutoConnect.

DE md chirc ndng tu ddng két ndi AutoConnect ,ma qua thé View,tai muc Visual

Aids danh dau chon vao dong AutoConnect.

82



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

L L) u}»l _
Home Insert Design Data Process Review View
= 7] D ic Grid 22 New Wind
| Ruler [¥] Page Breaks "—:"La 3 Zoom SRR hE]' 2k
#] Fit to Windowi AutoConnect = Arrange All
i i Task 5
| Grid  [¥] Guides Panes ~ | =l Page Width Connection Points %Cascade
Show I Zoom Visual Aids ¥ Window
< "'é"'.x.|.x.|.x.H.l.t.[.l.l.x.l?l.l.l.l.1.l.l.l].'l.lu.lu.lu.l?r.|||.|||.|||.|;3|.|.
Shapes  [#] P ||

Hinh IV-4.1: m@& chiric nang AutoConnect

Trd lai v8i nhitng mo hinh.Khi da kich hoat chifc nang AutoConnect.Ban click chuot
vao md hinh,ré chudt dén mi tén sé tu’ ddng hién thi bang cac md hinh.

Hinh IV-4.2 : chiic nang AutoConnect

Click chon mo hinh can két noi.

M6t ki€u tu ddng két ndi khac thé hién & MS Visio 2010 la tu ddng két néi véi mb
hinh ndm gan mé hinh bt dau diém két néi.

83



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

Hinh IV-4.3: tu dong két nGi véi mo hinh nam gan .

5. Nhom trong két nai.
Nhu d3 giGi thiéu nhitng di€ém ndi bat trong két ndi & MS Visio 2010.Khi c6 mdt md
hinh khac chén vao dudng két ndi gilra hai mo hinh,dudng két ndi sé tu dong tach

ra va két noi ba mo hinh .
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Hinh IV-5.1: tu dong tach két nai.

Khi di chuyén thi cac két ndi van gilr nguyén.
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Hinh IV-5.2: céc két ndi van dudc gitr nguyén.

Li do khién két nGi bj tach ra Ia ban chua thiét 1ap nhém cho két n6i nay dan dén né

bi tach ra khi c6 mot mé hinh khac chén vao dudng két nbi.Noi cach khac thiét lap

nhom d6i tugng dé nd khdng phu thudc vao ddi tugng khac.

PE thiét 1ap nhédm cho két ndi,trude khi dua md hinh vao chén trén dudng két

nai,click chudt phai vao dudng két ndi va chon Group.
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Cut
Copy
Paste

Paste Special...
Group

Bring to Front
Send to Back
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Hyperlink...

Data

Format
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Help

Calibri - apt.

Group

'E

Hinh IV-5.3: thiét Iap Group cho dudng két nai.

Sau khi d3 thiét 1dp nhdm cho dudng két néi,ki€ém tra béng cach dua mé hinh chén

trén ducng két ndi .
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V.

Hinh IV-5.4: Két n6i khong bi tach.

LAM VIEC VOTI BAN VE
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Ban v& la nai dé ban vé sg dd .Trong chucng nay,ban s& dugdc lam quen véi viéc tao
mdi mot ban vé cling nhu thiét k€ ban vé cho dep mat.

1. Tao mot ban vé mai.

M&c dinh khi m& MS Visio 2010 d& c6 san mot ban vé.DE tao thém mot ban vé mdi

click chu6t vao tab Insert,tai muc Pages,chon Blank Page (tao mot ban vé trang)

Mid9-0 Qs

Home Insert Design
e el ; =
] o= 50 Ml L3

Blank | Picture Clip Chart CAD

Page > Art Drawing

J ] BlankPage -
_] Backaround Page.., <
Search for Shapes ] £
AMara Chanar h

Hinh V-1.1 : tao mot ban vé mdi

M6t cach khac dé tao mdt ban v& mdi bang cach click chudt phai vao tén ban vé

trudc dé va chon Insert.

I

Insert
Delete
Eename

Page Setup...

g

4 » M| Pag Reorder Pages...

Hinh V-1.2 : tao m6t ban vé mdi.

Céch th(r ba d€ tao mét ban vé& mdi bang cach click chudt vao biéu tugng Insert
Page gan tén ban vé gan nhat.
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Hinh V-1.3 : tao mot ban vé mdi.
Véi viéc tao mdi mot ban vé thi khung clra shape sé hién thi con néu ban chi tao nén
clia ban v& thi khung clra s6 Shapes s& khodng hién thi,ban phai thém vao bang cach

vao More Shapes va chon cdac stencil can thém vao.

= 1iaft 23 ol
ie Design Dats Process Brview c@og 2
23 ] A ] Al 1 ( ‘
s :;.;“_‘,; T J | = $2
Blars Picdture Chp Cnant CAD Containes Cadount Test Objert
Page ~ At Drawing . Hox
Page Huateation Diagram Part
— e e T T e e T T TR ]
Shapes oI o AT TR, R T R A T T T LT L LT T OO L Tt O ST L T L
W—
Search for Shapes =1 P =
1 E
—= =
Meve Shapes ’ [ S
= s
Quick Shapa = No Shape Cata %
Hanc Shapey (US unity) : -
e et U Qi AL 4155
Basic Shapes (US units) -l .
= =
[7 I‘te-:t.:ngle I Square |
. =
| Ellgpse { ) Cadle !
- e
| :-oumza / Trangle |
b’ tectangie PN [
45 degree «_» 45 degree I =
wrgle T doutile r
- fnd
7 Perdagon () Hasagon |
ST e
VHepagon | | Octagen t
= [
. AL
=7 e : L RmE l_
i | Star? /) Conter diag ‘ -
2 LSl =
Wi 52T N TIl 4> M Paged | Page2 ¥ i1
Paged ot | toguniuss T

Hinh V-1.4: tao ban vé mdi.

VGi moi ban vé riéng biét déu cd mot tén khac nhau,dé gilip ngudi str dung co thé
phan biét d& dang .Tén méc dinh clia ban v& trong MS Visio 2010 |a Page -1
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[7l[ 14 4 > [ Page-1 FJ

Hinh V-1.5 : tén mac dinh ban vé

PE thay dbi tén méc dinh nay thanh tén ban v& ma ngudi st dung mudn dat,click

chudt phai vao tén ban vé & thanh tac vu phia dudi va chon Rename.

Insert
Delete
Rename

Page Setup...

k”l|lIlIol[lhIlIHI|l|l|21[l|l|li3l[l|l|l|ﬂ

> ——] Reorder Pages...
bl L b

T —
Hinh V-1.6 : thay d6i tén ban vé

Sau d6 nhap tén ban vé can dét vao va nhan phim Enter d€ hoan tat viéc thay doi.

Hl|l|l|9’l|l|l|”l|l|llzl

¥ 4 € » M| Ban-ve-1 . EJ

—

Hinh V-1.7 : nhap tén ban vé.
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M6t cach khac nhanh han trong viéc d6i tén ban vé ,ban co thé click double chudt

vao tén ban vé,sau do nhap tén ban vé can dat vao va nhan phim Enter.

P& thuc hién viéc xda ban v&,click chudt phai vao tén ban vé & thanh tac vu phia

dudi va chon Delete.

|

Insert
Delete
Eename

Page Setup...

— Reorder Pages...
|4 4 ¢ M| Ban-ve— =

Hinh V-1.8 : x0a ban veé.

2. Pua hinh anh vao ban vé va xir ly anh.
Trong qua trinh tao mot ban vé,ban mudn dua thém hinh anh tir may tinh hodc mot
ngudn nao do trén Internet dé€ ban vé thém rd rang va sinh ddng hon.Véi MS Visio
2010 s& gitip ban lam viéc nay mot cach dé dang.
PE dua mdt hinh anh vao trong ban vé ,click chudt qua thé Insert,tai muc

Tllustrations ,chon Picture.

Home Insert Design Data Process R

i E= ' A = é
Blank | Picture Clip Chart CAD Container Callout | Hypel

Page ~ Art Drawing v Y
Pages IHustrations Diagram Parts Linl

Shapes | Insert Picture from File s MR AR ARG

;;Séarch”f : [rfsert a Tdure from a file,
e Press F1 for more help.

More Sh
Quick Shapes
| Basic Shapes (US units)

”lllll“’ lllllllllilllllll
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Hinh V-2.1: dua anh vao ban ve.

Chon hinh anh tir may tinh cta ban va chon Open.

O ——

«| .. » Libraries » Pictures » Sample Pictures v | 44 ||| Search Sample Pictures ,ON

Organize New folder =~ 0 @

b (] Microsoft Visio ~ Pictures libra ry

Arrange by: Folder v

Sample Pictures
A %'Iilh ?I||||c {||||I| ?I||c||

4 . Favorites
Bl Desktop
4 Downloads

] Recent Places

Chrysanthemum Hydrangeas Jellyfish

4 5 Libraries ‘H ; Fyra
> ['5] Documents ‘
,Jﬂ Music
P (&= Pictures
! E Videos

Lighthouse Penguins

> ¥ Homegroup X

File name: v [All Pictures

Tools ~ [ Open Iv] [ Cancel

Hinh V-2.2 : chon hinh anh tir may tinh cta ban.

V@i nhitng hinh anh co kich ¢@ I6n han so v@i ban vé,MS Visio 2010 sé tu dong thém
1 ban vé khac ghép vao ban vé cii dé hinh anh méi dugc dua vao ndm gon trén ban

~

ve.
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Hinh V-2.3: MS Visio 2010 tu dong tao thém 1 ban vé

Lic nay,ban can stra lai kich thudc clia hinh anh d€ né nam gon trong mot ban
v&.Click chudt vao ban v&,chon hudng can tuy chinh va kéo chubt dé& giam kich
thudc hinh anh.

Home Design : Wocest Fermat

-3 £ caon st s A A [y IR - Ha ¢ i Fna-
- “ia % Connedor X i J 2 " = Layens =
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Search for Shapes

More Shapes

Craick Shapes
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Basic Shapes (US units)
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Hinh V-2.4: giam kich thudc cua hinh anh
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Sau khi da dua hinh anh vao ban vé ,trén thanh Ribbon sé xuat hién thém mot thé
mdi la thé Format (Picture Tools),day la thé gilp ban cé thé dinh dang,x( ly hinh
anh vira dua vao nhung & mdc do dan gian.

Mome 'n Design Dats Froces:
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Hinh V-2.5 : thé dinh dang,xt ly anh Format (Picture Tools)

awing

File Home Insert Design Data Process Review View || Format
20 r e y i i o
B O A M , B 4 B
Brightness Contrast AutoBalance Compress Line Bring Send Rotate Crop
= > Picture > Forward ~ Backward v Tool
Adjust % | Picture Styles Arrange
Shapes < "'g"'l|l|l-lﬁ||l|mﬂ|I|I}HllI|IﬁzlhI||-|17|1|:I|Iﬁ?||I|ml||||Iﬁ|||l||ﬂ|||l|lﬁ|f|llﬁl'll;T‘M
T~
Search for Shapes =12 I3

Hinh V-2.6 : cac thanh phan trong thé Format (Picture Tools)

Brightness : d0 sang .Tai day ban cd thé chinh dd sang cho hinh anh .
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N H?0 v Drawangl. - Microsoft Visio - E""L‘ZZ'
a > |
>, A I~
I_\’ ﬂ o it B =5
Srighiness Cortrant AutoBalente Comprens re Rotate (5]
hd . Ficture . Tool
« P Arang
-2 P TR TV TP L2 LA 00, AT, ATO 5, T, T A0 AP AU Y T U OO 2O
3 =P I‘
by E
~10% i
% 2l
HNama |
=
= =
o |
y =
10% =
E
s =
> 1y 3
A =
B o K
Wy Mcture Coractions Opben e
s, s hA
v N Certer drog E
4 SSha? § Iz
L -/ Crcle YIH A Banvel TJ [S.
Fagelath | Wit m  Meghti 1022 Angle 0 | Englishiasd | 2 | R aes -

Hinh V-2.7: diéu chinh d6 sang cho anh

Contrast : d6 tuong phan.

AutoBalance: tu dong diéu chinh d6 sang va d6 tuagng phan cho hinh anh

Compress Picture: dinh dang ,x(r ly hinh anh & murc do don gian.

O clra s6 Format Picture,thé Image Control gdm cac muc :
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Format Picture &J

Tnage Contl [

Balance Preview
Brightness: [ 50%
Contrast: () 51.18%
Gamma: I_J 1

AutoBalance

Effects
Transparency: |—J 0%
Blur: ] 0%
Sharpen: I_J 0% —
|| Live preview updates
Denoise: |_J 0%

)

[ OK J [ Cancel

Hinh V-2.8 : bang xur ly hinh anh mic d6 don gian.(thé Image Control)

e Brightness : do sang

e Contrast : d6 tuong phan

e Gamma : chudn mau sac (ddm hodc nhat)

e AutoBalance : tu dong diéu chinh mau sac thich hgp.

e Transparency : do trong suct.

e Blur : d6 md cua hinh anh

e Sharpen : d6 nét cua hinh anh.

e Denoise : do nhiéu .

e Live preview updates : ché€ do xem truc ti€p.Néu danh dau chon vao dong
nay,khi ban diéu chinh mau sac cling nhu hiéu (rng thi hinh anh sé truc tiép

thay ddi ,gitp cho viéc diéu chinh nhanh chdng hon.

O thé Compression gom cic muc :
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‘ ["|Delete cropped areas of pictures
Change resolution

() Web/Screen

() Print Resolution:

@ No Change

™ — == =
ress Line e BLIOG send . Rotate  Crop
"¢ | Format Picture "
.
[image Conrol| Compression FHAEAN

!—.l / Compression options

Compress pictures T

Quality: - {J 0% | Es

- u Low quality/smaller file High qualitylarger file 1

=
x
3

2l

Hinh V-2.9 : bang dinh dang,xt ly hinh anh (thé Compression)

e Quality : chat lugng tap tin anh.

e Delete cropped areas of pictures : x6a nhirng phan da cat cta hinh anh.

e Web/Screen : ché d6 anh & nén web,man anh.

e Print : ch€ d6 hinh anh in an.

e No Change : khong thay ddi.

Line : diéu chinh khung vién cho hinh anh .
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- srwes o
Vid®>0 35 Dravensgl - Microsolt Vimo | T —
File Hame insen Deirg Data Pracess Review View Format 3 0 [0
'
[ ’ 2 wt [ o
. o= =
Enightneds Contradt AuteBalante Compre Lew Rotate Crop
. e Piture - - Tool
¥ s . Use Defaut s —— S e =3 = 1 -
P | -39 - T - ® -
Shape € 'l Theme Colors i Sl o : ) \ i he -
TR H RoEnEw
Swarch for Shapes - M
More Shapes bl a f
' 4
S HTTITT
Basic Shapes (LS unity) | Standand Color
: ot |
Basic Shapes (LIS unity) . /E n EEmEm
Recent Colors
Rectangle Square [ Rl
= ~ ! Mo tve
fllipse \ 3 ) Circle % Mare
Rounded - e
() Rounde . Tremes = eign
— rectangle Lo —
= ashe
{5 degree os, 45 degre —
— sngle Y Goubl = anmew
=
Pertagor ) gon
= |
Heptago g0
-
Star

Hinh V-2.10 : chinh khung vién cho hinh anh.

Chon mau sac thich hgp cho khung vién tai bang mau mdc dinh hodc chon More
Colors.. dé chon mau sic néng cao .
Trong muc Line con cho phép ban chon cac kiéu dang cua dudng vién anh.

e Weight : d6 day cta dudng vién.
o Dashes : cac ki€éu dudng gach ngang

e Arrows : cac ki€u mi tén.

DPE ma rong ki€u dudng vién ban cd thé click chudt vao ki€éu dudng vién can mé

rong va chon More Lines..

99



Phién ban thtr nghiém — Lwu hanh néi bé - Microsoft Vietnam

\:7aiafeoo | Drawingl - Microsoft Visio

1sert Design Data Process Review View Format
. ¥ s T
ea] ol O B
g ha, | | F 0 Al
Balance Compress Line Bring i Rotate Crop
Picture = Forward ¢ Tool
| Pi¢ ll Use Default
< || Theme Colors
I — /| 'H EEENEN
I P
» I
H AT
|61
J Standard Colors | O
el I ISP E PR 0
=[] Recent Colors
:I Square ‘ 'l
o No Line
> Circle | @ More Colors...
k Triangle Weight | 7 pt
Dashes | »
o« 45 degree ¥ pt
double Arrows | ¥
= Y pt
H
> exagon 1 pt
) Octagon 1% pt
T Star6 2% pt ——————————
Center drag 3pt —————
circle
Tl 4% pt —
3 Cross
6 pt N
J3-0box :
| ¥ More Lines...

Hinh V-2.11: m& rong dudng vién.

Xuét hién cira s Line,tai day gdbm cac muc cho ban diéu chinh:
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s

Line 22

Line Arrows
Dash type: i—] ~ Begin: 00: None v
Weight: fpt [E— v End: 00: None v
Color: [l | " Begin size: | Medium ]

E Round :

£20 oun E End size: |Medium E
Transparency: I_J 0%

Round corners Preview

L0 )
EE=E

Rounding: 0.375in.

@ ] |

Hinh V-2.12 : tly chinh dinh dang dudng ké

o Dash type : cac ki€u dung gach ngang

e Weight : do day cla dudng vién.

e Color : mau sac

e Cap : cac hiéu Ung cla dudng vién.

e Transparency : do trong suét.

» Round corners : cac ki€u cong ngay phan géc dudng vién bao quanh hinh
anh,ban cd thé& nhép gia tri vao & Rounding.

e Begin : ki€u mii tén & diém bat dau.

e End : ki€u mili tén & diém két thdc.

e Begin size : kich thudc & diém bat dau.

o End size: kich thudc & di€ém cudi.

Hai chirc ndng Bring Forward va Send Backward tucong tu véi phan di chuyén

cac mo hinh.
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3.-" o

Hinh V-2.13 : st dung chic nang Bring Forward,Send Backward.

Rotate : quay hinh anh & cc géc dd khac nhau,gém cac kiéu quay:

Picture; J:..;g' Drawingl - Microsoft Vi!

rocess Review View Format N

\ ) ==

I AN | |l

= 5 (A=
Bring Send Rotate | Crop
Forward v~ Backward | Tool

AIfangé e potate Right 90°
1[1['111?11[1[]11{[1[1[]11?11[11'111?[| 42 Rotate Left 90° 111'111?[1[1[]?1[1[1[??1[1[1['1{1[1[

= Flip Vertical

4h Flip Horizontal

Hinh V-2.14: quay hinh anh

e Rotate Right 90 : quay hinh anh vé bén phai mot goc 90 do.
e Rotate Left 90 : quay hinh anh vé bén trai mot géc 90 do.
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e Flip Vertical : quay hinh anh ngudc lai mot géc 360 do.
e Flip Horizontal : phan chiéu hinh anh qua guong .

Crop Tool : cit hinh anh.Nh&n t& hgp phim Shift+Ctrl+2 dé sir dung céng cu,sau

dd kéo hinh anh theo y muon.

Hinh V-2.15: s dung cdng cu cat hinh anh.

3. Thém hinh anh mAu tir thu vién vao ban vé.

V@i cac ban Office clia Microsoft nhu MS Office 2003,MS Office 2007 déu cé thu vién
hinh mau Clip Art ,va tai MS Visio 2010 cung cap thu vién hinh anh mau 16n hon.

PE ma thu vién Clip Art ,click chudt & thé Insert ,muc Illustrations chon Clip Art

Vb 9~-0 4|~
Home Insert Design Data Process

: EE g o [

_j | | B | I [EH .
Blank | Picture| Clip | Chart CAD Container Callout
Page ~ Art Drawing v ¥
Pages IHustrations _D_légrsm Parts
Shapes < || 11]-111?1111]311‘1‘1111]7]
Search for Shapes IZJ P
Maore Shanec N | =]
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Hinh V-3.1: m& thu vién hinh mau Clip Art.

Sau khi mé& Clip Art,khung Clip Art s&é nam bén tay phai cia MS Visio 2010

(AR ¢ =T A
) =] €
ip Object Field Symbol
Text
T i N s AV YT YT T T Clip Art v
Search for:
table
Results should be:
All media file types B
[¥] Indude Office.com content
~
(A
23 Find more at Office.com
= —_— X Q Hints for finding images
4 l 1| »
|[@E]= 33% (= U— + @ &=
=)

Hinh V-3.2 : khung Clip Art mdc dinh ndm bén phai .

Ban cd thé tim kiém céc hinh anh trong thu vién nay bang cach nhép tir khda tim

ki€m vao 0 Search for sau dé chon Go.

Tai muc Results should be chon ki€u hién thi k&t qua theo titng chi dé va danh
d&u chon vao dong Include Office.com content néu ban mudn hién thi ca két
qua trén thu vién website Office.com.

P& dua hinh anh vao ban vé&,click chudt phai vao hinh &nh va chon Insert.
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Indude Office.com content

7N\

Inzert

Copy

Delete from Clip Organizer <:_
.’_ - .'; ";I' ’ -

Copy to Collection... PR e

e X W

o
Move to Collection... x—a,."l

Edit Keywords...

Preview/Properties n

— ™| @ Hints for finding images
I »

Hinh V-3.3 : chon Insert d& dua hinh vao ban vé.

Chon Copy dé sao chép hinh anh.

Chon Clip Organizer dé xda hinh anh trong thu' vién.

Chon Copy to Collection... dé sao chép hinh anh vao bd suu tap tu tao cla ban.
Chon Edit Keywords.. dé thay déi ti khda tim kiém

Chon Preview/Properties dé€ xem toan bd thdng tin vé hinh anh nay.
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v

Preview/P ropertlef ’ g

Name: 00365422, wmf

Type: WMF File

Resolution: 2002 (w) x 1278 (h) pixels
Size: 7KB

Created:

Orientation: Landscape
Open with:  Paint
Keywords:

.
persons

sports

table tennis

table tennis balls
table tennis paddles
table tennis players

Caption:

Provided by: Microsoft

Paths

Edit Keywords...

File: C:\Users\ICT\AppData\Local \Microsoft\Windows\Temporary Internet Files\Content.IES\B35TMS4J\0036¢

Catalog: http://officebeta.microsoft.com

2

Hinh V-3.4 : thOng tin vé hinh anh trong thu vién.

4. Pua biéu do vao ban vé.

MS Visio 2010 tich hgp MS Excel 2010 dé sir dung biéu d6.Néu may tinh ban chua

cai dat MS Excel 2010,MS Visio 2010 s& st dung chuong trinh Microsoft Graph dé
thay thé.

Khi ban tao m&i mét bi€u dd trén Visio,ban cd thé sira bi€u d6 do trén MS Excel ,tuy
nhién dir liéu dugc luu lai & dinh dang Visio

Pé dua mot biéu dd ban v&,vao thé Insert,tai muc Illustrations chon Chart.
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I[3] Drevingl - Visresor e
G} File Edit View sert Format Tools Data Chart Window Help |;HE Ed |
| a3 % s e B e - WEE S > @

: : Tahoma -~ 10 ~1 U E==$% % » %% % '?‘5
Shapes < '“E-i|1K|[21|1|A1||1I1(|Ill31IA1lle\lllxIlPllllllxillxll‘llsxlllllllxllillxlellllxlllxlll‘
{ igéarch fofghapes |Z],° {
More Shapes » __'
A 2CSr S ™~ 3
Quick Shapes E
[ Basic Shapes (US units) __,
“Basic Shapes (US units) - - ? 3
[ IRectangle D Square | [ Drawingt - Datasheet
() Ellipse O Circle =] A 8 < D .
| P E 1stQtr _ 2nd Qtr _ 3rd Qtr _ 4th Qtr
= 1 afieast 20.4 27.4 90 20.4 =
| Rounded . = L2 RN RO L
‘ Drmang.e AT"MS'E =l 3 2. afl \west 30.6 38.6 34.6 31.6 -
-] 3_.adiNorth 45.9 46.9 45 43.9
. 45 degree = 45 degree B
single double E &
+H | ML m ¥
E UE N EE R P
{__J Pentagon O Hexagon BE 1stQtr 2nd 3rd  4th
—| = tr tr tr
(_) Heptagon O Octagon E Q Q Q
* Star5 X:Z Star6 =
[ E
& Star7 Center drag E
circle ]
S
Il Right triangle IHD,ZI Cross E =
—— Shadnwed __—— Y|4 4> M| Page-l /I [[4 [ om ] >
Pagelof1 | English Us) | &3 | (@ 1% o U ) @ B
:Draw~ i |AutoShapes~ . N\, [(J OB dl - Z-A-== @ @ -

Hinh V-4.1: hién thj biéu d6 trén ban vé.

Khi ban thém biéu db vao ban v&,thanh cong cu biéu dd xuét hién trén thanh Ribbon
thay vi thanh Ribbon gom 8 thé chinh.

@_32] File Edit View Inset Format Tools Data Cart Window Help
] | 3 % an 9 [EHma e WEH 8 & e

:  Tahoma 20 -[BlzuEEESs %0 WYY
Shapes < '"5";I.|‘IZ.<.Iyl‘|.o.|y|‘|3.|.l.ly|‘|.1.|y|4‘|.i.|.|.|‘l.<.Syl‘I.o.|yl‘l.l.ls.lyl‘l.l.lyl‘

|Search for Shapes E] pe

7Iw||

More Shapes »

Hinh V-4.2: thanh céng cu dé& tuy chinh biéu d6

Trén bi€u d6,ban nhép céc théng s6 cho hang va cot trong biéu dd .Dé dinh dang

cho nhiing chir s6 ,click chudt phai vao chir s6 dé va chon Number...
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Tahoma - 10 - I uj=E==|3% % » %
<_m§m_|||||||||||2|||I||||||||||||3||||||||||||||||4||||||||||||||||5|||||||||||||I||6|I|||I
o R (e

E Drawingl - Datasheet @
e A B C D E
- 1st Qtr 2nd Qtr 3rd Qtr 4th Qtr
il 1 afliHa Noi 20 c a0 20.4
E 2_afl pa Nang 3pg, # Cu 34.6 31.6
= 3..80{Tp.HCM 45,3 Copy 45 43.9
E Al  —
E o= Insert..
—_ % Delete...
_E Clear Contents
= _' MNumber...
. A Font.. -
E =~ - I Ha Noi
E |-.d.n M Bl e

Hinh V-4.3 : dinh dang cho chit s

Tai clra s6 Format Number c6 cac kiéu thiét 1ap s6 chir s8 & phan thap phan,ki€u
hién thi ngay gid thang ndm,ki€u hién thi s6 dién thoai...Sau khi thiét 1ap xong chon
OK dé€ hoan tat thiét 1ap.

Trong MS Visio 2010 cung cap cho ban kha nhiéu mau biéu d8,dé chon biéu dd thich
hdp vao Chart - Chart type ...

1at Tools Data ‘Chart] Window Help 7
£ E % Ha|  ChartType. L | ) & -

Chart Options... ahoma

v

Add Trendline... T o I

2 N \Via
a-UView..,

Hinh V-4.4 : m& bang cac kiéu biéu do

Tai clra s6 Chart Type chon ki€u biéu do thich hgp.Ban cd thé click chudt vao dong
Press and Hold to View Sample va giita nguyén dé& xem mau vi du vira chon.
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Standard Types | Custom Types |

Chart type: Chart sub-type:

e Doughnut

@ Radar

I @ Surface
®+ Bubble
.®

li;i Stock -

Clustered Bar. Compares values across

Options categories,

[] Apply to selection
["] Default formatting

| Press and Hold to View Sample |

[Sgtasdefaultchart] [ OK ][ Cancel ]

| ==

EE—

Hinh V-4.5 : chon ki€u biéu do

VGi MS Visio 2010 ban ¢4 thé linh dong trong viéc dinh dang céac phan trong biéu

d6.Dé thiét 1ap dinh dang ,vao Format > Selected Data Series...

e Edit -~ View Insest-[Farmat] Tools

Data Chart Window Help
Tp.HCM" v Selected Data Series... Ctrl+1 e84 | gl ~ LI_UE
Font...
i 2
5 Number... ‘
— I >
1 for Shapes PRcemen
Column Width..,
Shapes |
Shapes
Shapes (US units) ‘
Shapes (US units) | 7%

Hinh V-4.6 : dinh dang céc phan trong biéu db.
Tai clra s6 Format Data Series gdbm cac muc :

e Patterns : kiéu ddng va mau sic cac dudng ké.
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e Axis : thiét 1ap kiéu hién thij trong biéu do.
e Y Error Bars : hién thi cac diém trén cac truc trong biéu do.
o Data Label : hién thj cac gia tri trén biéu do.
e Options : cac thiét lap md& rong khac.
Ban cd thé xem thé cira s6 dit liéu Datasheet bang cach click vao View >

Datasheet dé xem bang dit liéu cta biéu do.

Drawing2 - Microsoft Visio

] File Edit |View]_AVIpAsieArtﬂ Format Tools Data Chart

| ¥ Datasheet | 6 53 T
Zoom...
Iapes Toolbars [ l sl ik
zarch for S‘hapes E] 2 “:
lore Shapes b \[ EE
uick Shapes ‘ t

Hinh V-4.7: xem bang dir liéu clia bi€u do.

PE thiét 1ap cho biéu db,click vao Chart > Chart Options ...

at Tools Data |Chart] Window Help

EE % 583 Chart Type... Lf_[_l_l =HE M
Chart Opticns... bhoma
S ‘ i R Add Trendline... W
% 3-D View...
=elld L
=
IS
‘ i~

Hinh V-4.8 : thiét 1p cho bi€u db.
Tai clra s6 Chart Options,ban c6 thé thiét 1p :
e Title : tén cua biéu db.
e Axes : truc cla biéu do.
e Gridlines : cdc dudng ké hién thi trén bi€u do.
e Legend : vi tri cila bang cac d6i tugng clia biéu do.

 Data Labels : hién thij gia tri dugc chon trén biéu do.
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o Data Tables : hién thi bang dir liéu
Sau khi thay d6i,chon OK dé& hoan tét thiét 1ap.

MS Visio 2010 tich hdp chlic ndng xem va tly chinh biéu d6 & ché& dd 3D,dé sir dung
click vao Chart - 3-D View.

(3-D View - -2 [ %
=

T
S—
Elevation:
| o :
e n
Rotation: || Auto scaling
20 ) [¥] Right angle axes
. Height: 100 % of base
Default | ok || cose || acply

Hinh V-4.9 : xem bi€u d6 va tuy chinh & ché& d6 3D
Tai clra s6 3-D View gém cac thdng so:
e Elevation : d0 nang
e Rotation : d0 xoay
Sau khi tuy chinh,chon Apply d€ ap dung va chon OK dé hoan tat thiét Iap.
Ban c6 thé dinh dang cac phan cho biéu d6 nhanh chdng hon bang cach click vao &

gdc trai phia trén.
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l:l Rectangle

Value Axis

i Category Axis

Chart Area \
Chart Title

Corners

Floor

Legend

Plot Area

Value Axis Major Gridlines
Walls

- Series "Ha Noi"

Series "Da Nang"

~

e

4

o

-

—~

Hinh V-4.10 : chon phan can dinh dang.

kl.i [N 1‘17111 [ NN 1.1 [N

Square | |

Sau do click vao biéu tuéng Format —— bén canh .

Biéu do
100 - =
3“.
&0 B Ha NG
401 EDiNing
201 OTPHCM
u_
ist 2nd 3rd 4th
Qtr Qir Qtr Qtr
Hinh V-4.11 : biéu 6 mau

5. Pua so do AutoCAD vao ban vé

Pé thuc hién viéc dua sc dd AutoCAD vao ban v& ma thé Insert ,tai muc

Illustrations,chon CAD Drawing.
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V90 g+ Dr
EJOme Insert | Design Data Process Review View
[ B2 ol || i = 3 @ E
Lj i HE] M G —
Blank | Picture Clip Chart CAD Container Callout | Hyperlinl Text
u Page ~ Art Drawing v hd Box~
Pages Illustrations Diagram Parts Links
!2
Shapes CAD Drawing
I Insert a drawing in AutoCAD DWG
Search for Shapes or DXF format,
More Shapes >
Quick Shapes =
[ Basic Shapes (US units) 1
Hinh V-5.1: dua so d6 AutoCAD vao ban vé
Chon tap tin AutoCAD can dua vao.
; - — T TR T — e W 9
. @ Insert AutoCAD Drawing S|
. s
B I\ J=| | » banghe v | ¥4 ||| Search ban ghe o
{ @01 ons |
) Organize ¥ New folder =~ 0l @
a IE MicicaobE Vicio B Name Date modified Type
i || ban_ghe_go.dwg 23/02/2008 7:01 PM WG File
rfil 70 Favorites = |_| ban_ghe_gol.dwg 23/02/2008 7:02 PM  DWG File
Bl Desktop
& & Downloads
"5l RecentPlaces '—
4 Libraries
. .
E} Documents
J5 Music
Pl || Pictures
=& Videos v iff<l ] I 4
|
r L File name: v [AutoCAD Drawing v]
, Tools ~ [70pen Iv] [ Cancel ]
-ume =

Hinh V-5.2 : chon tap tin AutoCAD can dua vao.

Sau khi ban da chon mét tap tin AutoCad can dua vao va chon Open chuong trinh

MS Visio 2010 sé hién thj clra s6 CAD Drawing Properties .
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Tai thé General gom cac thiét Iap:

e Pre-defind scale : thiét 1ap kiéu dan trang da c6 san .

e Custom scale :tuy chinh thong s6

e CAD drawing units : dan vi do ludng.

e CAD drawing protection : ché do bao vé cho ban vé CAD.

Tai thé Layer dé ban thiét 1&p mau sic cla cdc mé hinh trong ban vé CAD,click

chudt vao gia tri mudn thay ddi la mau sic hodc dd day cla dudng ké hodc ban

cling cé thé chon mdt mé hinh va click vao cac nit dé thay déi bén phai : Set
Visibility,Set Color....,Set Line Weight.

7~

CAD Drawing Properties 2
General | Laver {
Name Visible Color Line weight | [ setvisibiity ]
Thin_line Yes . ‘ Set Color... J
Note Yes : :
Door+Window Yes ' e -L e { Sekbinedicighls ]
Sign Yes ustom Lineweig
P b Lineweight: |0pt]
Section_line  Yes
Dimension Yes
OK Cancel
Hand_rail Yes @ S [ ] [
THAY Yes
new walls Yes D
bhatch Yes ]
NOITHAT  Yes (i =
[ apy | [ ok || cancel

UL B L

- I —

Chon OK dé& hoan tat thiét 1ap.

Hinh V-5.3 : thay déi cac gia tri trong thé Layer.

114




Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

| @@@g @@@@

Hinh V-5.4 : tap tin AutoCAD trén ban vé MS Visio 2010.

6. Thiét lap cac thong s6 ban vé.

VGi mdi ban v&,ban can thiét 1ap cac thong s6 cho ban v&.Dé hién thi ctra so thiét

Iap ban vé Page Setup ban nhan t6 hgp phim Shift+F5.
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Page Setup l u

Print Setup | page Size | Drawing Scale | Page Properties | Layout and Routing | Shadows |

Printer paper
TR D S =]
@) Portrait
() Landscape
Print zoom

t@v Adjuslto !100“/5 E]]
) Fitto l_l isheet(s) across

by i1 §sheet(s) down

Printer paper: 8.5x 11in. {Portrait)
Drawing page: 8.5 x 11in. (Portrait)
Print
[ Gridiines Print zoom:  None
ooy | [ok ] [ Concel

Hinh V-6.1: clra s0 thiét [ap ban vé Page Setup

Tai thé Print Setup I3 cac thiét 13p dé in ban v&,gdm cac muc :

Printer paper : chon khd gidy cho ban vé.
Portrait : kho gidy in ¢ dang ding
Landscape : kho gidy in & dang ndm.
Adjust : diéu chinh s6 phan trén 1 trang giay
Fit to : tly chinh s6 phan trén trang gidy.

Khi ban click chon Setup sé hién ra clra s6 Print Setup.Tai day ban cé thé diéu

chinh cac thong s6 [€ trang giong vdi diéu chinh théng s6 [€é ¢ MS Word 2007.
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Print Setup [

Paper = =
Size:  Letter E]
B

Source: |Default tray

Orientation: @) Portrait (" Landscape
Maragins (inches) Small drawings
Left: 0.25 Right:  0.25 ["] Center horizontally
Top: 0.25 Bottom: 0.25 | Center vertically
Print zoom

) Adjustto |100% |

@ Fit to 1 sheet(s) across by 1 sheet(s) down

Loc ][ cance

Hinh V-6.2 : thiét 1ap in trang ch(ra ban vé

Tai thé Page Size cho phép ban thiét Iap kich thudc ban vé:
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—Y
Page Setup i
Print Setup | Page Size | Drawing Scale | Page Properties | Layout and Routing | Shadows |
Page size
(") Let Visio expand the page as needed %
- 7
@) Pre-defined size: g
R R R N A S T Y A R R S S AV VA /
Emm ............... {E1 g
EAS: 148 mm, x 210 mm, H Z
%
o 72
() Custom size: Z
l148mm. } X E210 mm, g
Page orientation Printer paper: 215.9 x 279.4 mm, (Portrait)
@ Portrait () Landscape Drawing page: 148 x 210 mm. {Portrait)
Print zoom:  Fit to exactly 1 sheet
[ apy | [ ox [ cancel |

Hinh V-6.3: thiét Iap kich thudc cho ban vé

e Let Visio expand the page as needed : m& rong néu can thiét.

o Pre-defined size : dinh dang daon vi kich thudc va chon khé gidy .

e Custom size : tuy chinh kich thudc theo don vi da chon 8 muc Pre-defined
size.

« Page orientation : lua chon ndm ngang (Lanscape) hodc ding(Portrait)
cho trang.

Tai thé Draing Scale cho phép ban thiét Iap ti 1& cho ban vé& so véi khé gidy khi in

ra.
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_—y
Page Setup .
| Print Setup | Page Size | Drawing Scale | page Properties | Layout and Routing | Shadows |
Drawing scale
) No scale (1:1)
@ Pre-defined scale:

(") Custom scale:
T o

%
Z
/
/
/
/
/
/
/
/
/
/
/
é

Printer paper: 215.9 x 273.4 mm. (Portrait)
Page size (in measurement units) Drawing page: 148 x 210 mm. (Partrait)
148m.  [x|21m, | Printzoom:  Fit to exactly 1 sheet
ooy ] [ ok ][ cancel |

Hinh V-6.4 : thiét 1ap ti I&.

e Noscale:tilé1:1

o Pre-defined scale : dinh dang ti I& theo cac chuan va ti Ié.
e Custom scale : tuy chinh cac thong s6 dinh dang.

e Page size : kich thudc trang.

Tai thé Page Properties cho phép ban thiét 1ap ki€u ban Vé.
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_—

[ Page Setup l ﬂ

| Print Setup | Page Size | Drawing Scale | Page Properties | Layout and Routing | Shadows |

Page properties
Type: @ Foreground ") Background
Name: Page-ll
Background: |None

Measurement units: |Meters

[E] [&] |

Hinh V-6.5 : thiét 1ap kiéu trang

o Type : chon ki€u ban vé chinh ( Foreground) hodc ki€u ban vé nén
(Background)
e Name : dat tén cho ban vé.

e Measurement units : don vi do luGng .

Tai thé Layout and Routing cho phép ban thiét Iap ki€u bd tri cia cdc mé hinh
trén ban vé.
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-
f Page Setup @
i Print Setup l Page Size ] Drawing Scale I Page Properties | Layout and Routing IShadows‘
Routing Preview
Style: Organization Chart ’E
Direction: | Left to Right [=]
Separate:  Unrelated lines [Z] | H
Overlap: Using routing style E]
Appearance: | Straight E]
Line jumps
Add line jumps to: None [Z] Vertical size: v f {0.6667
Line jump style: | Arc Horizontal size: - 0.6667
Other
[ Move other shapes away on drop [¥]Enable connector splitting
[ oy | [ ok ][ concel

Hinh V-6.6: ki€u bd tri cdc md hinh

e Style : ki€u ciu tric mé hinh.

e Direction : vi tri cta vi tri chinh.

e Separate : kiu ngan cach.

e Overlap : ki€u chong lén.

o Appearance : kiéu két ndi thang (Straight) hodc cong ( Curved).
e Add line jumps to : thém dudng ké vao.

e Line jump style : kiéu cic dudng ké nhay chuyén tiép

e Vertical size : gia tri chiéu doc.

o Horizontal size : gia tri chiéu ngang.
Ban cd thé& chinh khoang cach bang céch click chon Spacing.

Tai thé Shadows cho phép ban chinh d6 bdng.
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| Print Setup | Page Size | Drawing Scale | Page Properties | Layout and Routing | Shadows

Style Preview

13: Offset, custom ; v

To apply this setting to shapes,
select the shapes, then dick Shadow
on the Format menu and select Page
Default as the style.

#
Page Setup

Direction

Size & position

ISHCIEE
— 0
Y Offset: |-0.0625in. | @@@

X Offset: |0.0625in.

Magnification: I:} 100%

Hinh V-6.7: chinh d6 béng
e Style : chinh kiéu bdng.
e Size & position : chinh gia tri cac vi tri hudng vé toa do X (X Offset) va toa

do Y (Y Offset).
e Magnification : do phong dai.

Ban ciing c6 thé chon nhanh ki€u khd gidy bang cach click vao bi€u tugng Size trén

thanh Ribbon.
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Orientation

v

Page |

|
|

|

DE chinh nhanh ki€u ndm ngang hodc ding cta ban vé click vao biéu tugng

Shapes

irSearch for

More ShaplE
Quick Shap
 Arrow Shap
Audit Diagt
Complianc.

Audit Diag.
Bl
proce
D Taggt
docu

On-p
refere
Dividt
proce

|

1 AA

MEd9 83

T

Insert Design Data Pr

Auto ‘ [

Size

%%
+
>
o
EEE00
fm——

% ¥8{ Fitto Drawing =
ined -
proce’ Ad  More Page Sizes... 3

Letter

8.5 x11"
2 |l|'|ln||

Tabloid =
11" x 17" =
Legal 7 _5
8.5"x14" ==

A3
11,697 x 16.54" =

|

A4 -
8.27"x11.69" oy e
AS -
5.83"x8.27° =
B4 (JIS) BE
1012"x14.33"

BS (JIS) =
717" x10.12"

Japanese Postcard ]
3.94"x5.83" =

Custom Size ]

—_—

Hinh V-6.8: chon kiéu khé gidy.

Orientation trén thanh Ribbon.
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Design Dati

L3 —
tﬂ Aa
Auto i
Size
| ‘ — | I
TI D ‘ Portrait 5]
L= ¢S
! jl Landscape E R g__;
“wiore napes > N_é
Quick Shapes g
Arrow Shapes (US units) 3__5

Hinh V-6.9: chinh ki€u ndm ngang hodc ding.

7. Phong to thu nho

Trong qua trinh lam viéc,sé cé IGc ban can phai phdng to hodc thu nho ban vé ,Dé

tuy chinh kich thudc ban vé phong to hodc thu nhé ,click vao thé View ,tai muc

Zoom chon Zoom.

l|lll|:|1IlllI||||lllIlg|llllllllIllllllhllllllllIllllbzllIllllllllllllatllllllllIllllﬁlllllllllIllllﬁtlllll

L mman,

Zoom ﬂ

() 400%

‘-:' 200%

() 150%

(71 100% (Actual size)
) 75%

@) 50%

(") Page width

| Whole page

(") Percentage: ‘

Hinh V-7.1 : tuy chinh kich thudc xem.
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Chon gia tri va chon OK dé hoan tat.

Ban c6 thé phdng to hodc thu nhé bang cdng cu Zoom nay dudi thanh tac vu cua
MS Visio 2010.

Hinh V-7.2: cdng cu Zoom.

MS Visio 2010 cho phép ban mé& clra sé cho thanh c6ng cu Pan & Zoom bang cach

click vao biéu tugng === & thanh tac vu phia dudi.

]Zl [ I | l?l

@z 33% ()0

Hinh V-7.3: mé& clra s6 phdng to,thu nho.

Clra s6 phdng to ,thu nhé Pan & Zoom s& hién thi bén phai.
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Panes = | =7 FI0& WO & COTMECIGIT POITS | 1 Lascaae Windows = -
Zoom Visual Aids ] Window Macros
< ':é'"_|:T|||I||ﬁ||||||_|]l|||||?I|||I|]|'I|||I|%I|||I|%I|||I|‘|1I|||I|%I|||I|?I|||I|?I|||I|¥I|||I|?I|||I||]|'1J|||I||]|'F'|||I||]|'F|||I‘ Pan & Zoom x
e a
3(E
A = O
o | |E P O
c ) -
nator =
, U3
ge f"_;
nce =
Hoc E
ment G—?
E - =
ase Y|4 4 » M| Page-1 /%1 4 i » =1
@z s U @ [EH @

Hinh V-7.4 : clra s6 Pan & Zoom hién thi bén phai.

8. Thém cac irng dung van phong khac vao ban vé

MS Visio 2010 cho phép cac ing dung khac trong MS Office vao ban vé,gilp ban sur
dung linh dong han.

M3 thé Insert ,tai muc Text click vao Object.
L, | Drawing8 - Microsoft Visio "W

e Insert Design Data Process Review View
B g (2 = ) A= LN el O
- , T —| ¥ A0 ]

HIE] L &« | = (] =] S

Clip Chart CAD Container Callout | Hyperlin} Text ScreenTip [Object| Field Symbol

Art Drawing v v Box~

llustrations Diagram Parts Links Text

< I|l’lll|I|Tﬁ|l|l|l“!lll|:ﬁ|I|ll|h!\'lll-|1l|IIIll“!('llgI'HI||lll||||l1h ]nsertobject ' o |

Insert an embedded object.

s [=]»

>

.|.h|.|y|.|}ll.l.|.lu

Hinh V-8.1: mé& chic nang thém cac iing dung khac.

Tai clra s6 Insert Object chon (hg dung can chén thém vao.
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4‘A - —

Insert Object

Object type:
' Adobe Acrobat Document -
| Microsoft Equation 3.0 3
| Microsoft Office Excel Chart ' | .
'Microsoft Office Excel Worksheet = P
'Microsoft Office Excel 97-2003 Worksheet ‘

Microsoft Office Excel Binary Worksheet Eee Acrobat

| Microsoft Office Excel Macro-Enabled Worksheet Document
| Flash Document

| Microsoft Graph Chart

|Package

Paintbrush Picture -

@ Create new (" Create from file [¥] Display as icon

Result
Inserts a new Adobe Acrobat Document object into your document. It will

be displayed as an icon.

| changelcon... | | ok || cancel

Hinh V-6.2: cac ing dung MS Visio 2010 h trg.

chon xong Ung dung ,chuadng trinh ban Iua chon sé dugc chén vao MS Visio
2010,ndi cach khac,ban cb thé sir dung ('ng dung dé trén MS Visio 2010.

Péanh diu chon vao Display as icon dé hién thi bi€u tugng clia ('ng dung.Sau khi
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e R
F) File Window 12 %)
H=-v ]
Home ntent Page Layuut Nefesences Manng: Tievien View "W ]
. S s T ing = !
| i o w1 A AT = s Sl 8 BRI ) o o sbccoe b asBbcco AaBb( AaBbC % .M:“:m !
F‘b::t 7 BJ U -ex X AW-A- EEREE| 0L 1hoemal [T No Span,.. Headingl  Hesdng 2 E:;":\'?_' tiz‘!d'
Chpboens = ford - Parsgraph . Shpley tuitng
Shapes PR & P IR NI TR SOOI YUY VTN VTS, UL VIV (T SOOI, ST L 2 g oo T x
Search fee Shapes =] # a %
More Shapes 8 =
Quick Shapes -
S
Basic Shapes (US units) ~
) Elligne ( ) Cirele = l '-!‘;. [ T N N ST o
— : ENSARARNRRRAARARAANN
Okt A |2
v, 45 degree s 1 degres
' sngle 7 double .
‘_4..' Pertagon < _ Heagon "
B Heptagon | JOcagon '-; =
Star§ 31 st =
B e PN hCenterdng wIM 4 % W Pagel 85 {4 ’ = 2
Fageloty | tmgashiusy | 3 | 0 ars (- ] @ 5
Hinh V-8.3: m& ('ng dung MS Office 2003 trong MS Visio 2010
Trén ban vé c6 bd khung gd vén ban,ban cé thé mé rong khung ra ,sau d6 nhép van
ban va chon dinh dang chi.

Tl Faragraph T Shyles Tl
< | "'5'"||||||'ﬁ||||||T1]||||||'|3]||||||'|2|||||||'|]1||||||{f|||||||]|'|||||||}f|||||||3';|||||||1|||||||5||||||||'E|‘||||||H|||||||1f||||||ﬁ|||||||]|"[f|
=
NE

NIE

:: -

= L. o+ 1 o0 2 0 3 1 4 1 5 1 & 1 F 1
Bl = i MS VISIO 2010 TUTORIAL]

o . :
L4 ﬂ___: .

:: "

Hinh V-8.4: nhap van ban vao khung go.
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Sau khi nhap xong,click chudt ra khoang trong cua ban vé,doan van ban sé hién trén
ban vé.

Ban cling cé thé dua trinh chiéu slide MS Office Powerpoint 2003 vao MS Visio 2010
va trinh chiéu truc ti€p trén MS Visio 2010.Sau khi da tao xong slide,click chudt phai

vao slide Powerpoint d6 va chon Presentation Object .

Calibri Slizpt. « A° A7 B By
B 7 =E== é R R AL |
B---n--mno-EeEmE A O -=rmmermreeeem e =
M. Hyperlink
‘ = .
+ MS VIS |
: 2010 g Cut :
i TUTOR =3 Copy !
[, Paste
E;] [ Paste Special... g
{3, Bring to Front | »
41, Sendto Back | »
Data » ﬂ
e Format O iy
Presentation Object » Show
Edit
Open
Convert...
4 [

Hinh V-8.5 : tly chinh dé& trinh chiéu slide

e Show : xem trinh chi€u slide trén trén MS Visio 2010
e Edit : chinh s(ra slide.
e Open : md slide bang chuang trinh MS Powerpoint.

e Convert.. : chuyén ddi qua cac 'ng dung Powerpoint khac.
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”
Convert

Convert
@ Convert to: Activate as:

Object type:

Microsoft Office PowerPoint Macro-Enabled Slide
Microsoft Office PowerPoint Presentation
Microsoft Office PowerPoint Slide

Microsoft Office PowerPoint Template
OpenDocument Presentation

Microsoft Office PowerPoint Macro-Enabled Design Template
Microsoft Office PowerPoint Macro-Enabled Presentation

Result

Current type: Microsoft Office PowerPoint 97-2003 Presentation

[ Display as icon The selected Microsoft Office PowerPoint $7-2003
Presentation object will not be converted,

Hinh V-8.6 : chuyén déi qua cac (ing dung Powerpoint khac

Néu ban mudn tao mét tap tin mdi ,trong clra s6 Insert Object,chon Create from

file sau d6 chon dudng dan tdi tap tin.

9. Ap dung hinh nén cho ban vé

MS Visio 2010 gidi thiéu mét tinh ndng mdi dung dé ap dung hinh nén cho ban vé

cUa ban.Vai thu vién hinh nén trong thé Design trén thanh Ribbon da dang phong

phu,ban c6 thé Iua chon ki€u dang va dp dung n6 chi bdng mét cai click chudt.

O nhitng phién ban trudc,MS Visio chi cho phép ban &p dung hinh nén béng céch

kéo tha cic mau tir stencil Background vao.Véi MS Visio 2010,ban dé dang ap dung

hinh nén chi bang nhiing cai click chu6t.

PE ma va chon hinh nén cho ban vé,tai thé Design ,click vao biéu tugng

Backgrounds.
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rounds| Borders | Re-Layout Connectors
TS B Titles v Page ~ =
No Background =
.............. Backgrounds
=

Background Color

Hinh V-9.1 : thu vién hinh nén cho ban Vvé.

Click vao mau hinh nén trong thu vién ban vé cla ban sé dugc thay dai.
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?:ycuv'ul,& TYITCOTOIOTC vV IioTo —_— S
ta Process Review View &

2 =] = ol e g) - [ Colors - {}fp = ¥

O [u] [a] o o 5] ‘ ‘ =t

il ||| Aa Aa | Bl |[Aa | § m o IAa I 8| - [O]Effects ~ : og
. = | = | E | 8 E | E = Backgrounds Borders | Re-Layol
s v & Titles v Page v

Themes Backgrounds La

"i‘lsllll!!}-ﬁl|1!("!3]Illlli-|2‘l|1fll.ll1l!:!IE(I))I|X!lill|l!:91izl’I|1!lI3||X!!f]i4lllII!]]%'X!:fl|61|Ilt!lH'Ili!llslllll!!lgI'lli!li];QIl:!!i]i*lh

(ENEEENNEENEEENNNENEEERNNENEEENNEENEEENNEENEEENNNENEEENNNENEEENNNENEEENNNNNEEENNENNEEENNNEDEE]

A 5 Al 0 1 | wp L 5 od 1 L4 | A !

Hinh V-9.2: ap dung hinh nén cho ban vé

Khi ban ap dung hinh nén,MS Visio 2010 sé tao mot ban vé hinh nén (tén mac dinh

la “Vbackground-1" néu la [an ap dung dau tién).

= —

4 4 » M| Page-1 VBackground-1 .~ %J

Hinh V-9.3 : tu dong tao mot nén ban vé

Cha y : néu ban dua mo hinh |én ban hinh nén nay thi ban vé chinh cua ban sé
khdng hién thi md hinh d6 va ngugc lai khi ban dua md hinh 18n ban vé chinh thi tai
ban hinh nén sé hién thi md hinh d& dudc dua 1én do.
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Trong qua trinh lam viéc,sé co nhiéu ban vé trén chuang trinh MS Visio 2010,c6ng
viéc bay giG la phai ap dung mot hinh nén cho tat ca cac ban vé.
Click chudt phai vao thu vién hinh nén va chon Apply to All Pages.
E=nroN
o @ = Ei
]Colors - i )-)717 : : oW s
Al | O | 28 =k

|| Effects ~
|Backgrounds| Borders = Re-Layout Connectors
¥ & Titles = Page ~ v
No Background -
Backgrounds

v | Applyto All Pages

Apply to Current Page

Hinh V-9.4: ap dung hinh nén cho tat ca cac ban vé.
NEu ban mudn ap dung cho ban vé dang ma thi chon lai Apply to Current Page.

Ban cd thé tly chinh mau nén cho ban vé bang céch click chon Background Color
trong thu vién hinh nén.Sau dé chon mau sac tuy thich trong bang mau méc dinh

hodc c6 thé mé rong bang mau néu chon More Colors.
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1 . Use Default
M N WEEEE  sackground Color »

[
Standard Colors

Recent Colors
'
No Fill .
I o | )
. @ More Colors... IB-; : ;;; Q—w' Q~5§ . B

Hinh V-9.5: chon mau nén cho ban Vvé.

134



Phién ban thtr nghiém — Lwu hanh néi bé - Microsoft Vietnam

5] o = 5] - M Colors ~ E/b%
a 5] o a B
2 =¥ o Se @ DO 3%
b = = = = = Backgrounds Borders = Re-Layout (

v & Titles v Page v
Themes Backgrounds ‘ Layoul|

Al R LR LB L Bl Be b Bo b Bu bt e i B8 i B i B i B i 38 i B ]

A Al on. 4 n. a N 2 Nn o 2 < o T4 [ e 1
Hinh V-9.6: thay doi mau nén cho ban vé.
10. Tiéu dé ban veé.

DGi v6i mot ban vé I6n,viéc dat tiéu dé la diéu can thiét,giip ban vé clia ban dugc
rd rang hon,trinh bay hai hoa va dep mat han.
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Page 1

Hinh V-10.1: dat tiéu dé cho ban vé.

Ban c6 thé dp dung cac mau tiéu dé cho ban vé tuong tu nhu viéc dp dung hinh nén
cho ban v&.Thu vién cic mau tiéu dé ndm & thé Design.Click chon biéu tugng
Borders & Titles.
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(= e |

o @ o @R

] ‘3‘ Pt e

Backgrounds Borders} Re-Layout Connectors
v STitles~]| Page~ -

No Border and Title -

:

111

_Borders and Titles

L —— ) | .

Hinh V-10.2: thu vién mau tiéu dé

Click chon mdt mau,ban v& ctia ban s& hién thi tiéu dé.pdng thdi chuong trinh MS

Visio 2010 sé tu dong tao mé6t ban vé nén .

Cau trdc cia mot tiéu dé trong MS Visio 2010 gdm tén tiéu dé,thdi gian va so thd tu

ban vé (ng vai nén do.
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December 22, 2009

Hinh V-10.3 : tiéu dé hién thij trén ban va.

Phia dudi cua ban v& hién thij th{ tu cac ban Vve.

Page 1

Hinh V-10.4: th( tu cha ban vé.

Chu y : viéc danh s6 th(r tu cla ban vé dua trén cac ban vé chinh,khong tinh vao

cac ban vé nén.

PE thay ddi tén tiéu dé,click chudt vao ban vé nén & thanh tac vu.Tiép theo,click vao

phan tiéu dé can thay doi
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7

Hinh V-10.5: chon phéan can thay déi

Sau dé ban nhap tén tiéu dé vao.

[CN-EENEEES TEEYEARE SRR REES TRE EERY LELN REES SERN K SN KRS SRR

Hinh V-10.6: nhap tén tiéu dé

Sau khi d3 nhap xong tén tiéu d&,click chudt vao khoang tréng trén ban vé dé hoan
tat viéc thay doi.

Thay d6i thdi gian hay s6 th(r tu’ ban vé tudng tu nhu trén.Click chubt vao phan can
thay d6i va nhép ki tu' vao.Ban cd thé dinh dang font chit,kich ¢&,mau sac .

Calibri - 12pt. ~ AT A7 Oh O

iz B IEEEFA- S LY
Ik

Hinh V-10.7: thay ddi thdi gian.

Néu ban khdng mudn hién thi danh s6 thir tu' & cudi ban vé (footer) ,click chudt phai

vao tiéu dé va chon Hide Footer.
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tCaIibri *12pt. v A A L 13_1
B I =[=| |

Hide Footer

Cut

&
53 Copy
[ Paste
| @ Paste Spedial...
Group 4
€3 Bringto Front| »
T

Send to Back | »

Container 4
‘Q_y Hyperlink...

Data »

Format 4
@ Hep

Hinh V-10.8: &n hién thi danh s6 th{ tu & cudi ban vé.

Pé &p dung cho tat ca cac ban v&,click chudt phai vao mau tiéu dé va chon Apply

to All Pages hodc chi 4p dung cho ban vé dang mé (Apply to Current Page).
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(A @ DE
M colors ~ Sl [ = | T N
a (U Y b

Effects ~

Backgrounds | Borders | Re-Layout Connectors
> |&eTitles »}|  Page - v

No Border and Title
[}ﬁlml}hlMhzllmrf ’

Borders and Titles

\/ Apply to All Pages

Apply to Current Page

Add Gallery to Quick Access Toolbar

.. — S

Hinh V-10.9 : &4p dung mAu tiéu dé cho tat ca cac ban V&.

Chu y : tat ca nhitng thao tac déu thuc hién trén ban vé nén.Néu khong ,ban vé

chinh ctia ban s& khéng c¢é hiéu luc thay d6i.

P M| Page-1 Page-2{ - VBackground-1 ¥l
‘\..--—-—J'

Hinh V-10.10: cac thao tac phai thuc hién trén ban vé nén.

11. Ap dung chu dé giao dién.

Ap dung cac chl dé c6 san dé dong bd vé mau sic,kiéu dang clia cdc mo hinh trong

ban vé clia ban.Trong MS Visio 2010 ,thu vién cac chu dé giao dién ndm trén thanh

141




Phién ban thtr nghiém — Lwu hanh néi bé - Microsoft Vietnam

ribbon & thé Design,gilip ban dé dang &p dung giao dién,bén canh dé,véi chirc
nang xem truc ti€p Live Preview nhanh chdng trong viéc lua chon ap dung cha dé
giao dién thich hgp.

j rawin;’»m'icrosoﬁ Visio

sert Design Data Process Review View
IEHENEH - e
5 g . e gl -
e | Themes
< "'"'|9|.t.,.l...t.,.|,1|.t.,.l...t.,.|.2|.t.,.l...t.,.|:”|.t.,.l...t.,.|f'|.t.,.l...t.,.|ﬁ.t.,.l...t.,.|ﬁ.t.,.l...m.|ﬂ.t.;.|...t.,.|ﬁ.t.,.l...t.,.|ﬁ.t.,.l.|.t.,.|

3
ly

——p

Hinh V-1i.i: cha dé giao dién nam trén thanh ribbon,tai thé Design.

|ll|||||

4|

.Click chuét vao mi tén d& mé rdng thu vién.

[ —— T ——— -
Design Data Process Review View

No Theme Al

This Document

7] 5]
5] a

[aa | Bl |(aa]) B
|| . B8

Built-In [
[#a] 8 2 2 2 |Aa] B H : |
8| As &l (A2 ] § = g L»APQJ ] ] = ‘
7] 7] 7] 5] 5] ] =] B 5] !
a2 5] B | . 8 ] 5] 5] 7] = B ‘
B| [@ ] 5] 5] ] @ B 5] B s |
] = & ] | B ] 3 [Aa } 5] 5] B |
- : gl 8 - Il F - -
B B a Flow colors, Simple Shadow effects I L 8 8 e
8| [0 : - N ¥ : : - :
g (M : : g (el 8 : :
Bl | . =& a a = || L. & 5] 8+

Apply Theme to New Shapes

Hinh V-11.2: thu vién chu dé giao dién co trong MS Visio 2010

Sau khi da thuc hién xong md hinh,ban chon mét chd dé can ap dung bang cach

click chudt vao chu dé dé.
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Hinh V-11.3: ap dung chu dé giao dién.

ChU y : khi ban chon nén cho ban v& thi mot s6 mau chi dé sé thay doi.
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— NG5 =" IVIICTOSOTT VISIO - ]

Design Data Process Review View

No Theme | colors ~ ﬁ?j =
@ Effects v L

Backgrounds Bort

> & Tit
Backgrounds
This Document
‘l7||||||1[81|1|1|1P||||1|1]1
=]
B
]
— B
|
Built-In

ooEpoE
[ (s 1= ]

ol lm] ]
[m] - [ ] s ]
oEEDE

’;ul |I|i|
o

EEDR0| | DEEDE

NENNE| (EREOE

] DEER0| (DEEEE

2] & e

2] IDF[
A EE

L]
BOOBO

-]

&
[ 1 ] 1]
[alo] -] ERDDE | | [ [5]

onENm
!IIII

DOEDEE| |ER0DD| |DDD00| | IEREE

DDEE0| NODDE| (IEEEE

lTechnic colors, Button effectsl

D0DDE | (EEEDE

Apply Theme to New Shapes

L E

Hinh V-11.4 : mot s6 mau chu dé thay doi.

Ngoai viéc sir dung cdc mau cé san,ban cé thé tao mot chl @& mau sic khac bang

cach click vao Colors ,chon Create New Theme Colors.
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Bacolors=] BN [y ¥ b

v | No Theme Colors il

oEEDo

EEEDD

nEEnm

Adjaceny

(2]
|

Aspect Austin Basic

(8s)
l

[‘iIAa ]

oEoom

=l [ 1] ]
P
>
+7]
S

2] [=]m]m)

BoE0O
mEEEE
()
z
N
EEEDE

Composite

DDD0DE
NEDRE

Create New Theme Colors... ‘

Hinh V-11.5: tdy chinh mau sdc cho cha dé.

Tai clra s New Themes Colors,ban tlly chon mau sic cho chu dé.

145



Phién ban thtr nghiém — Lwu hanh néi bé - Microsoft Vietnam

' = '
New Theme Colors M

General

Name: | Theme1| 1

Theme colors Preview

Text Accent 1

Line Accent 2 0
O
Connector Accent 3 .
Fill Accent 4 | E
Fill Pattern Accent 5
Shadow Background
| Aoy | [_ok | [ cancel

Hinh V-11.6 : chinh mau sac tao cht dé mdi.

Bén canh dd,ban cb thé tao mdt s8 ki€u dang cho md hinh clia ban dé dp dung cho

nhitng mo hinh khac.Click vao Effects va chon Create New Themes Effects.
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— o —
v Gt = g R
o EEColors < ,ﬂ J g«b/% ){]_JJ
gl - (@] effects ~| — = aa .
B = - - R Pl mmm L e f-_—--torf
* | No Theme Effects
L |l |__1_]
None
Built-In
Aa ’ (4a | Aa | Aa |
= [ == [y
Basic Bevel Bevel Button

Shadow Highlight Illusion

t Aaq [ Aa ] Aa Aa

> ! ....... > l_. l_.
Decal Mesh Oblique Outline
| Aa | Aa Aa Aa
L | —— | |
Pillow Pinstripe Raised Simple
Surface Shadow
Aa [ Aa } Aa (Aa)
== — [ T
Square Stripes Subdued Toy

Create New Theme Effects...

Hinh V-11.7 : céc kiéu giao dién mé hinh.

Tai cra s6 New Theme Effects c6 cac thé:

General : tai ddy ban co thé dét tén cho chu dé dugc tao.
Text : chon font chir .

Line : ki€u dudng vién cho md hinh va dd cong clia dudng vién.

Fill : cac ki€éu nén trong md hinh .
Shadow : tuy chinh céc kiéu bong ctia md hinh.

Connector : tuy chinh cac két ndi.

Sau khi d3 diéu chinh xong chon OK dé hoan tét.

Luu y :khi ban da dp dung kiu dang cho cac md hinh thi & clra sd Shape s& cé su
thay ddi déng bd theo chu dé do.
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Search for Shapes [=| P

More Shapes ]
Quick Shapes
I[ Basic Shapes (US units)

Basic Shapes (US units)

I:I Rectangle Square

i Rounded
D Ellipse B rectangle
45 degree
single

{=
45 degree :
= double O Circle

Q Pentagon Q Hexagon R
O Heptagon O Octagon

Star b

[ »

Center drag
circle

o
- (O <%

Hinh V-11.8 : trudc khi ap dung chu dé.
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Quick Shapes
[ Basic Shapes (U5 units)

Basic Shapes (US units)

I:I Rectangle Square

[ »

D Eli Reunded
p=e rectangle
N Triangle = iiﬁn;;aegree =

— 45 degree .
double O Circle E

{} Star 7 O Center drag
circle |
Il\ Right triangle él]:l Cross i

Hinh V-11.9 : sau khi ap dung chu deé.

12. Tu dong canh khoang cach véi chirc nang Auto-Align & Space.

Trong ban v&,viéc sdp dat ,bd tri cac so do la rat quan trong,ban cd thé déng bd
nhitng dudng két ndi gap khic thanh nhitng dudng két n6i thang hodc cong bang
chirc ndng Auto-Align,Auto-space va Re-layout.Ban ciing c6 thé tu dong canh
[é,canh khoang cach gilra cac mo hinh.

PE str dung chiic ndng Auto Align ,chon cac md hinh can canh ,click chon vao Auto
Align & Space trén thé Home.

[P— —

4 @_J
Auto Align Position .

&

Lo

by & Space 2 =)
Arrangs

I|hﬁ§ﬁ| [ lfﬁml |tif12|€|ﬁ| Ilhﬁ‘?ﬁlhhﬁ?ﬁll
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Hinh V-12.1 : chifc ndng Auto Align & Space

NEu chon tat ca cac mo hinh thi Auto Align & Space sé tu’ dong canh ddi véi tat ca
cac mo hinh theo khoang cach mac dinh.
NEu ban chon mét mod hinh can tu’ dong canh khoang cach,mo hinh va mé hinh bén

tri cta nd sé di chuyén theo,khodng cach dudc canh van méc dinh.

—

Hinh V-12.2 : s do trudc khi st dung chirc nang Auto Align & Space

Hinh V-12.3: sa d6 sau khi sir dung chic nang Auto Align & Space

MS Visio 2010 cung cdp 6 ki€u canh vi tri khac .Click vao Position dé xem cac kiéu
dé.
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& [B #
| l@_} &z
| r 4
Auto Align Position |, .
!T | B Space - o by
-l Align Shapes L | E
{1571 :mE'm: :m!- j-’ Auto Align m!.\l;?ﬁm
1=
=]
ot
!

Space Shapes

j-’ Auto Space
Spacing Options...
Space Shapes »

Orient Shapes

Rotate Shapes »
Rotate Diagram »
|

Hinh V-12.4: céc kiéu canh vj tri

Sau khi da chon so d6 bang cach kéo chudt toan so do,click vao Position va chon
ki€u canh thich hgp.

Mac dinh,chuong trinh tu dong canh khoang cach gitta 2 m6 hinh theo chiéu ngang
va chiéu rong 1a 7,5mm.Dé thay d6i khoang cach click Position ,chon Spacing
Options.Tai clra s6 Spacing Options ,ban ¢ thé thay ddi khoang cach chiéu
ngang (Horizontal) ,chiéu doc (Vertical) .Danh dau chon vao dong Use same
spacing for both néu ban mudn ap dung khoang cach cho ca chiéu ngang va chiéu
doc.Sau do6 chon Apply dé ap dung va OK dé hoan t&t thay dai.
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p
Spacing Options &

Distance between shapes

Horizontal: ;14 mm.

|4l
Hidl

Vertical: '8 mm.|

| Use same spacing for both

@] [Leeey J[ ok ][ cancel ]

Hinh V-12.5: thay d&i khoang cach.

PE& thuc hién viéc quay dong bd cac md hinh ,ban cé thé click vao Position ,chon
Rotate Shapes (d6i véi viéc &p dung cho mdi mé hinh) hodc chon Rotate
Diagram (doi vdi viéc ap dung toan b6 sg do).

o
orward &3 Find =
ckward =% Layers -

by Select -

Align Shapes Editing

1R (52 @2 Auto Align i e e e G

I= Align Left

& Align Center
=] Align Right
ajt  Align Top

af  Align Middle
ddl  Align Bottom
Space Shapes

=00 Auto Space
Spacing Options...
Space Shapes 4
Orient Shapes

Rotate Shapes * | oL Rotate Right 90°

Rotate Qiagram 4 .:-'l- Rotate I__Eft an®
= Flip Vertical

Ak  Flip Horizontal

Hinh V-12.6 : quay md hinh va sg do.

152



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

13. Pong bo hoa so do theo cau tric véi chirc nang Re-Layout.

Trong MS Visio 2010,cé cac ki€u ciu tric sé dd nhu cdu tric phan cép,céu tric

cay,cau truc hinh tron ......

Click vao biéu tugng Re-Layout Page va chon ki€u cu trdc.
[A) 0 = @ 2

O [3%] <>

nds Borders ;Re-LayoutEConnectors

&Titles - || Page~ | v
Flowchart
[ 4 _—r e
L [ ; g S
Hierarchy
A ——. e
Compact Tree
= - T
ton aul| “Fa o’
v 4

| Rightvthen Down |

Radial

Circular

“%  More Layout Options...

Hinh V-12.7: cac kiéu ciu tric.
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Hinh V-12.8 : sau khi da chon cdu tric cay (Compact Tree)

PE tuy chinh,thiét 1&p cho ki€u sdp dat ciu tric ,click vao Re-Layout Page va chon

More Layout Options.

Tai bang Configure Layout cho phép ban thay ddi cac phan :

Style : ki€u dang.

Direction : hudng (chi &p dung véi mot s ki€u dang)

Alignment : canh thang hang (chi dp dung déi véi ki€u cdu tric phan nhanh
Hierachy)

Spacing : khoang cach.

Appearance : chon kiéu két néi thang (Straight) hodc cong (Curved).

Danh dau chon vao dong Apply routing style to connectors néu muén ap dung

ki€u dang dé.
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v | |
Configure Layout 1 M

Placement Apply settings to

Style: Ham VVVVVVVVVVVVVVVVV !EJ @ Selection ) Current page

Direction: |Left to Right E]

Alignment: ‘Mldd|e E:J L~

Spacing: 7 5 mm. =] 7 ™
Connectors M

Style: ?Cenher to Center E] |

Appearance: Hcitrlrve& B

[¥] Apply routing style to connectors Enlarge page to fit drawing
T I T =

Hinh V-12.9: tly chinh kiéu c4u tric.
14. To chirc héa so d6 véi tinh nang Container.

Contrainer |a tinh ndng gitip ban td chirc hda cadc nhém so d6 trong mét ban vé
phuc tap.
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Worldwide Datacenter Capabilities

Hinh V-12.10: phan nhém trong ban vé vdi tinh nang Container.

Ciling nhu tiéu d&,anh nén thi Container cling c6 thu vién mau.Dé str dung tinh ndng
Container,md thé Insert,click vao Container nam & muc Diagrams Parts.Chon mot
mau va xem hién thi tai ban v& nhd tinh n&ng xem truc tiép Live Preview cd trong
MS Visio 2010.
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e Drawingd = Microsot Visio T T i mm—

Data Process Review View
8 2= A j [
15 @ E & &= Q
Contalner’Callout Hyperlink Text ScreenTip Object Field Symbol
- v Boxv

e | |

=y

e

- l Container 5 I it

5 ) I Y S B "
R

Heading

Il

Hinh V-12.11: cdc mau container.

Khi container d& hién tri trén ban vé& kéo tha md hinh tir clra s6 Shapes vao .Néu
nhiéu md hinh véi kich thudc qué 13n,container sé tu’ ddng téng kich thudc dé chira
du mé hinh dé.
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Heading

Hinh V-12.12: dua mo hinh vao container.

N&u ban str dung chirc ndng Dynamic Grid,né van hién thi trén container.Ban cé thé

tuy chinh kich thudc container tugng tu’ nhu tly chinh kich thudc ciia mo hinh.

PE thay ddi tén cho ban container dé,click double vao dong chir (méc dinh Ia

Heading) va nhap tén mdi vao.

2N .
\\| Ff \\ \\\
% —

MS VISIO 2010 TUTORIAL-ICT24H.NET

Hinh V-12.13 : thay ddi tén cho container.
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Khi tao mot container.trén thanh Ribbon sé xuat hién thém mot thé cong cu dinh

dang container Format ( Container Tools).

- rome et Detign Dats l‘m o Srvew W Format o g —
ANt | , e J ‘ N
. L ) By N
H\ Jﬂ W atomatic R = _ Heading Lock Seiect  Disband
LB i _ ——— a8 . —_— — T Shyie=  Container Contentt Cortamet
1o oA B o Shuke s Memtharity
. - e .
Shapes i = ) - 28 176 ey B % ) N « £ =)
r—r o |
Search for Shapes _!_’ »

Hinh V-12.14: thé Format (Container Tools)

P& canh khoang cach tir 4 mép [é cla container d&n md hinh,ban str dung chiic

nang Margins.Click vao Margins tai muc Size va chon khoang cach .

V98 |= Dra

Home Insert Design
], \ ’;_/;ﬂ Fit to Contents

Marginsi@ Automatic Resize ~

o mm. | 74

‘7 2.5 mm.
som. s al;

7.5mm, |

( 10 'mm, Metric) |«
15 mm. |4 Monitors (Metric)

20 mm,
30 mm.

40 mm.

prk Diagram (Metric)
&)
iMetric)

| l:l Rectangle

Square

41 m

I'n |

#EEN

Hinh V-12.15: canh Ié cho container

Tai muc Size con c6 thém hai chirc ndng:

e Fit to Contents : tu dong khép container .
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o Automatic Resize : tai ddy ban co thé kich hoat chifc ndng tu ddng diéu

chinh kich thudc .Néu mudn tu ddong md rong container chon Expand as

Needed,néu mudn ludn luon khép container chon Always Fit to Contents.

Tai thé Format(Container Tools) cho phép ban Iua chon cac mAau tai muc

Container Styles.Ngoai ra ban c6 thé Iua chon céc kiéu tén cho container bang

céch click vao Heading Style va chon kiéu tuy thich.

&9:)@

— | = | i‘
pred [
4 —{=y ==
o ‘Heading‘ Lock Select
TI| Styler | Container Contents Containe:
| No Heading
=
kil
Heading Styles - -
= .  mc—
g}
PR
i
398088
=] { Heading Style 7

=

HLIHL
L

LT

e

Hinh V-12.16: cac kiéu tén cho container.

Tai muc Membership ,ban c6 thé khda container bang cach click vao biéu tugng

Lock Container.Khi thuc hién khoa,nhirng mé hinh nam trén container nay sé

khong thé xoda bé .
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! L Shape protection, container, and/or layer properties prevent complete execution of this cormmand, 2

O

N T
Hinh V-12.17: khéng thé xda md hinh khi st dung chiic ndng Lock Container

-

.

LTy g 9T R

DE& chon tat ca cdc mé hinh click vao Select Contents.

[} i

) N
N | ff'r/
AN

[}

N
|

[

x\[
/|

=]

|

W5 WVISIO 2010 TUTORIAL-ICT24H.MET

Hinh V-12.18: chon tat ca cac hinh.

PE thuc hién viéc xda nhanh container click vao Disband Container.(Container
khong khda thi khi x6a mdi cé hiéu luc.)

Ngoai ra,ban cé thé thao tac container bang cach click chudt phai vao container va

chon Container.
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# cut
— & Copy L
E [, Paste
i [, Paste Spedial...
E Group b
E T} BringtoFront | » | e
: -~ _.-*"'f. H"'a
| By sendtoBack | » ﬁ:f I “lll
I? f,.«-—h-,, Containgr g Fit to Contents
i l :'é.!; Hyperlink... Lock Container
i \\M_ - Data . gn.zler:t Cu:untentst
| Format . Disband Container
: @ Help Add to Mew Container
Db mmm e e e e e o Add to Underlying Container
Calibri - 10pt. ~ A" A7 [
BI=E=E=Z=A-L-9-F
Hinh V-12.19: thao tac trén container.
e Fit to Contents : sir dung chdc nang khép container.
e Lock Container : khda container.
e Select Container : chon tat ca cac mo hinh trong container.
e Disband Container : xda tat cd cdc mo hinh trong container.
e Add to New Container : thém mot container (container cli s€ nam trong
container mdi dudc tao.
15. Sao luu va dinh dang .

MS Visio 2010 hd trg ban dinh dang sd d6 thanh cac dinh dang
* pdf,*.png,*.jpg,*.html mdi khi ban mudn Iuu lai s¢ do.

Sau khi da hoan thanh sg d6 ,nh&n t& hogp phim Ctrl+S hodc click vao Save tai thé

File.
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. T

Vi 9- 9= Drawing]:
Home Insert Design Data Process Review View

=l save ; g

Information about Drawingl

Bl save As

' Open — Remove Personal Information

[ Close @ You can remove hidden or personal information

share.

Remove Personal
Information

N Reduce File Size

|ZE You can reduce the size of this file by letting Visig
from the file.

Reduce File Size

Hinh V-15.1 : luu so do

Chon ndi can luu sg do.
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o = Drawing

= = Web Drawing

@ Save As “\ Stencil

o~ —— " Template
| @U'l 1. « Do XML Drawing
— XML Stencil
1 Organize Ne XML Template
i Visio 2002 Drawing .
| B Desktop Visio 2002 Stencil "
3 ' Visio 2002 Template
g (_u Bownkst Scalable Vector Graphics
izl Recent Places Scalable Vector Graphics - Compressed

8 AutoCAD Drawing
~ N AutoCAD Interchange
£l Libraries Web Page ‘
|:‘] Documents Compressed Enhanced Metafile
J’ Miicic Enhanced Metafile |
- Graphics Interchange Format
(=] Pictures I
| B videos PDF

Portable Network Graphics
Tag Image File Format
o Homearoun  Windows Bitmap
. Windows Metafile
File name: yps pocument

Save as type: | Drawing. x

~—

! ' Authors: ICT Tags: Add a tag '

| & Hide Folders Tools v |  Sawe | |

Hinh V-15.2 : cac dinh dang

Tai muc Save as type |a ndi chira cac dinh dang,ban cé thé chon dinh dang can
luu lai ,sau d6 click Save dé hoan tat Iuu.

Ban c6 thé chuyén dinh dang clia s6 d6 bang céach click vao Share tai thé File va
chon Change File Type .Sau dé chon dinh dang can chuyén déi tai khung bén
phai.
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Help

23 Qptiony

d £t

Hinh V-15.3 : chon dinh_da—ng can chuyén doi tz;khung bén

network - Microzoft Visio

Osta Process Pesey Jiew

Save Drawing

Graphic File Types

‘ PNG Pocabile Network Graphics

o PEG Fle Interchange Format

‘] EMF Enhanced Metafile

V] il
o s i
Share
i saee s
oJ Open Send Using E-mail
i Close
Save to SharePoant
Info
Recent File Types
’ e Ty
Mo k.{ Change File Type
Prevt

Croatn POEOIPS Docurment

] SVG Scalable Vector Graphics

Dther File Types
7 ] ML Drawing

e

2

4 AutoCAD Draweny

h"l Save a3 Ancther File Type
A

1 network.pdf - Adobe Reader

8 Edit View Document Tools

Window Help

/2

L W

473% ~

=

'CH

Find

$§ 1

L NETWORK DIAGRAM — HTTP://ICT24H.NET

January 3, 2010

# Asve

¥ Addes

. cove L

Hinh V-15.3 : luu sd d6 & dinh dang *.pdf
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16. Chia sé sc do

MS Visio 2010 hd trg ban hai kiéu chia sé qua email va ('ng dung sharepoint.

Share

F
UE i] Send Using E-mail

Save to SharePoint

File Types

H Change File Type

= Create PDF/XPS Document

Hinh V-16.1 : hai kiéu chia sé trong MS Visio 2010

Véi kiéu chia sé qua email,ban c6 4 tuy chon:
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!

\']‘{ | 3| network - Mucrosalt Vislo e

m” Ingent Design Osta Fraress Renew View 0

o Sae

Share Send Using E-mail
i)
i Save i
J Attach a copy of this drawing to 2n e-mail
5 Open Yoq SandUsing Emul ) e/ Sy e e =
- o work an one copy of the daveing, whie the e-mail recipients
_" Close work on another

Save 1o SharePoet Send 25 Changes and feedback peed to be incorporated manustly
Anachment

File Typ =
e T_y[:és Creste an e-mad that contans 2 link to thes deswing

fveryone wocks on the same copy of this drawsng
hi Change File Type Everyone slways sees the lateat changes
Keeps the e-mail sae small

Create POF/XPS Document 1 To send o link 10 this drawing it must be saved to 2 Web server or shered
folder

Artach 2 POF copy cof this drawing to an e-mail
Tea) Document looks the same on most computers
Preserves fonty, formatting and images

Sendd 25 -
POF Lontent cannot be easdy ('I!“QEJ

Artach & XPS copy of this drawing to an e-mail
I Document looks the same on mest compaten
Preserves fonts, formatting, and images

Send a2z XPS Contents of XPS5 docurments cannot be esily changed

Hinh V-16.2 : ki€u chia sé qua email.

e Attach a copy of this drawing to an e-mail : dinh kém ban sao chép cla
sG do vao mail.

e Create an e-mail that contains a link to this drawing : tao mo6t mail mdi
bao gém ndi dung va dudng dan téi sa do.

e Attach a PDF copy of this drawing to an e-mail : dinh kém so d6 dinh
dang *.pdf vao mail.

e Attach a XPS copy of this drawing to an e-mail: dinh kem sg d6 dinh

dang *.xps vao mail.

Véi ki€u chia sé qua Shapoint c6 2 tly chon:
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Wld @- 0 - - network - Microsoht Visio — - B
n Home Insert Design Data Process Review View 0
el sawe _ .
Share Save to SharePoint
| Bl Save g
2
> )
T Cpen [y Sed Using Exmalt Share this drawing with others by sending a link to s location,
lJ Close £t this deawing with multiple people st the same tene
" ’] Save 10 ShareP o Edit this drawing through a Web browser
ko Access previous versions of th doewing
File Types
Recent Thets are no known SharePoing locatons.
l. ! Change File Type Learn more abont sraeg 1o SharsPoint
Prmt Craate PDE/XPS Document
Save Drawing A5
Shaee GO -
@ Orawing % Web Drawing
| Lsesthe Vino Daweng fommat Data-refreshabile draweng for ase with
Help ‘ Yol .
2] Ogtiom o
(VS
4 b =
Swveto
Sharecind

N

Hinh V-16.3 : ki€u chia sé qua ('ng dung Sharepoint

e Drawing : gilr nguyén sg do khi chia sé
e Web Draawing : chia sé sg d6 & dinh dang website.
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1. Dir liéu thong tin cia mo hinh.
VGi mdi md hinh,ban cé thé xem dugc thong tin ctia md hinh d8.Vi du véi md hinh
phan cap chuc vu,khi ban click vao vi tri giam doc,thong tin vé giam doc nay sé cho

ban biét tén,tudi,nci lam viéc,phodng lam viéc...v...

| Shape Data - Manager X |

| Department | ICT24H Co.ltd| ,.

| Telephone | 093 217 1556 " =
; Name } Nguyén Ngec Thuan r| quyEn Ngoc Thusnll
| Title |

‘ I cr {

| E-mail dandch@ict24h.net

’ Nguyén Van A } AL { Nguyén Van 8 l

Hinh VI-1.1 : dif liéu thong tin mo hinh.

DT liéu m6 hinh chi dugc str dung & nhitng so do thuc té nhu sg d6 phan cap chic
vu,sd d6 mang may tinh,sc do6 kién tric mat bang....3 s6 d6 cc ban General sé
khéng thé hién bang dir liéu,néu ban mudn cb thdng tin di liéu thi phai tao cac dé

muc .

M& mau chl dé Business ,dua mo hinh vao ban vé.Click chudt phai vao mé hinh va
chon Data - Shape Data
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& Cut
=3 Copy
[, Paste

[, Paste Special..,

Group ’

Container »
Hyperlink...

Data * | & Shape Data..

Format » Define Shape Data..,
O Help l;-é Edit Data Graphic...

Properties
1uac }I

& Calibri vispt. ~ A" A7 @y @
B 7 %fgiéé'&z'-/' " 4

Hinh VI-1.2: m& bang dif liéu

Lic nay s& xudt hién bang dir liéu Shape Data.Tai day ban cd thé nhdp cac thdng
tin vé mo hinh.

Shape Data - Manager x
Department |ICT24H Co LTD
Telephone | 093 217 1556

Mame MNguyén Ngoc Thudn
Title Manager
E-mail dandoh@ict24h.net
b
x
Nguyén Ngoc Thudn
Manager

=
L

Hinh VI-1.3 : nhap dif liéu thong tin .
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Luu y : vGi mdi mau cha dé khéc nhau ( Business,Network,Building....) thi cic

dé muc trong Shape Data sé phu hgp vdi chu dé doé.

Shape Data - PC X
Asset Number
Serial Number
VLocation
VBuilding
Room
Manufacturer
Product Number
Pa& Nuﬁbér

Product Description
Network Namré

VIP Address

rSubnet Mask
Administrative Interface
Number of Ports
Community String
NéMork D-esc.r-i.ptic;n
MAC Address

CPU

rMemory

VOperating System
Hard Drive Capacity
Department

Hinh VI-1.4: bang dif liéu thong tin cho sa d6 Network.
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Shape Data - Toilet stall x
Stall depth 1500 mm.

Stall width 900 mm.

Panel thickness | 25 mm.

Door width 700 mm.

Basze elevation 0 mm.

Hinh VI-1.5: bang dif liéu thdng tin cho sc do ki€n tric mat bang.

Trong qua trinh lam viéc,mac dinh cac dé muc trong bang dir liéu thong tin Shape
Data,ban c6 thé thém cac dé muc bang cach click chudt phai vao md hinh chon
Data -> Define Shape Data.

Tai clra s6 Define Shape Data ban ¢4 thé thay ddi cac d& muc mac dinh ,cling nhu

thém cac dé muc mdi.
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pr :
Define Shape Data g

Label: ;Department
Type: |String E Language: | English (U.S.) E|

Format: | E] Calendar: =1

Value: ;Department

Prompt:
Properties:
Label Type Format “#
String L
Telephone String
Name String [
Title String
"~ eewl Pl =

Hinh VI-1.6: thay d6i cac d& muc théng tin

Label : tén dé muc.

Type : ki€u nhap .

Format : dinh dang .

Prompt : I0i nhdc nha.

Language : ngon ngir

Calendar : lich ,chi ap dung véi ki€u nhdp Date.

PE tao mot dé muc mdi,click vao New sau do nhap théng tin .
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Define Shape Data

Label: %Birthday

Type: ‘Date E]} Language: | English (U.5.)
Format: g{{dd/MM/yyyy}}

Value: |DATETIME(33039)

5] [E]|

b E] Calendar: [Western

Prompt:

Properties:
Label
Name
Title String

E-mail String
Birthday

et ]

{ddMMfyyyy

»

-

J [ concel ]

Hinh VI-1.7 : thém dé muc mdi vao bang dir liéu

Click OK dé hoan tat.Kiém tra bang cach md bang dir liéu thdng tin Shape Data

Shape Data - Manager X
Department
Telephone
Name Nguyen Ngoc Thuan
Title Manager
E-mail dandoh@ict24h.net
ithday

Hinh VI-1.8: d& muc vira mdi dugc thém.
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PE xda dé muc ,tai clra s6 Define Shape Data ,chon dé muc can xda va click vao
Delete.

Luu y : véi moi ki€u nhap (Type) khac nhau sé cé nhitng dinh dang (Format) khac
nhau

2. Hién thi dir liéu théng tin mé hinh ki€u d6 hoa (Data Graphic)

Data Graphic la mét cach hién thi dif liéu théng tin cia mé hinh & dang d6 hoa vdi

céc kiéu nhu callout,thanh di liéu,biéu tugng hodc mau sic thé hién.

CPU (MHz) CPU (MHZ)

4 | B [ 3 | %
femory [MB) Memaory (MB)

[ 1024 | ( 2048| |

Windows Server 2008 Windows Server 2008
Datacenter . Datacenter
IP Address 10.0,1.5 IP Address 10,0,1.51
{ filestore-sales-01 ) { sql-sales-01 J

L

Hinh VI-2.1 : chiic nang Data Graphic

Click chuét phai vao mé hinh va chon Edit Data Graphic.(O day str dung chu dé vé
Network d€ th3y rd Data Graphic).
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| % cut
53 Copy
& Paste
@ Paste Special...
Group »
4 i
3 |
Container »
9_5, Hyperlink..,
Data * | B shape Data...
Farmat » Define Shape Data...
" @ Help (4 Edit Data Graphic..
G----13 z ‘ ;
/ Properties
i\ i
~ | Calibri »12pt. v A° AT
o —-
= = I5 !
B IEEEA-B-4-F
Y

Hinh VI-2.2 : sif dung Data Graphic.

Tai clra s6 New Data Graphic click chon New Item...
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New Data Graphic

e T -
Data Field Displayed as Position

Click 'New Item' to display data on shapes.

Default position Display options

Horizontal: t)."#ar' nght [ show border around items at default position
[ Hide shape text when data graphic is applied

Vertical: [= Middle

[ ] o) o)

Hinh VI-2.3 : chon thanh phan mdi.

Tai clra s6 New Item ,6 muc Data field chon muc thdng tin di liéu.Tai muc
Displays as chon kiéu hién thi chi (Text),thanh di liéu (Data Bar),biéu tugng
(Icon Set),s theo gid tri ( Color by Value).NEu ban mudn tuy chinh vi tri hién thi
, danh dau chon Use default position.

177



Phién ban thtr nghiém — Lwu hanh néi bé - Microsoft Vietnam

Position
[V}Use default position

Horizontal: I

CPU

< < Select > >

< < Select > > Vertical; |
Text
DA

Hinh VI-2.4 : chon kiéu hién thi.

Vi cac ki€u hién thi khac nhau sé cd su thiét [p khac nhau.

Chon kiéu hién thj Text :
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New Item [i_&J
Display Position
[V] Use default position
Data field: CcPU v =
[k Far Right
Displayed as: Text ‘L]
[=] Middle
Style:
ae w Text callout v
Details
Value Font Size | 8pt. =
Label Position Left of Value
Label [Default]
Label Font Size | 8pt.
Border Type Bottom =
Fill Type None
Callout Offset None
Callout Width |0 =
@ [ OK | l Cancel

Hinh VI-2.5: kidu hién thi Text
Tai muc Style chon kiéu hién thi .Bang Details gém cac muc :

e Show Value : hién thi gia tri khi ban nhap di liéu théng tin cia md hinh.
e Value Format : dinh dang gia tri (s6,chit,don vi tién té.)

o Value Font Size : kich cG font cla gia tri.

o Label Position : vj tri tén hién thi.

e Label : tén hién thi.

o Label Font Size : kich c3 font tén hién thi.

o Border Type : ki€u dudng vién.

e Fill Type : t6 mau nén .

o Callout Offset : khoang trong tU callout dén mo hinh.

e Callout Width : chiéu rong cua callout.

Sau khi thiét 1ap xong,m3& Shape Data va nhap thong s6 cho dé muc ban chon.
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|P Address 192.168.1.1

Hinh VI-2.6: st dung ki€u hién thi Text véi dé muc IP Address

V4i ki€u hién thi Data Bar co su khac biét so vai ki€u hién thi Text ¢ hai muc :

e Minimum Value : gia tri nhd nhat.
e Maximum Value : gid tri I6n nhat.(Néu ban nhap qua gia tri nay,su hién thi
van chi 8 miic cao nhat khi thiét 1ap).

CPU (MHz)

Hinh VI-2.7: st dung ki€u hién thi Data Bar vdi dé muc CPU

Véi ki€u hién thi Icon Set cho phép ban thiét 1ap gid tri d€ bi€u tudng dudc thiét
lap d6 hién thi.V4i mdi biu tugng,ban thiét ap gid tri trong cac trudng hop,khi gid
tri nhdp vao & bang Shape Data thudc trong hodc duing gid tri ,biéu tugng sé dudc
hién thi.

Sau khi da chon trudng hdp , chon kiu nhip & & bén canh.
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equals EI |
Enter a value
- Enter a date...
containg EI Enter an expression
More Fields...
equals EI 1
equals El 1
equals El L

Hinh VI-2.8: chon kiéu nhap

Luu y : thdng thudng,cac so d6 thudng st dung ki€u nhap gia tri.(Enter a value)

Hinh VI-2.9 : bi€u tugng hién thj khi nhap gia tri da thiét 1ap.

Véi ki€u hién thi con lai la hién thi mau sic ,co hai cach thiét Iap :
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7 e
Edit Item
—
Display Position
Use default position
Data field: CcPU (=] e
Displayed as: Color by Value E

Coloring method: | Each color represents a range of va[z]
FEammrqxgsg\tsauiqueyabe .........

Each color represents a range of values

Color assignments
Value 1 Value 2 Fill Color Text Color e
1500 2000 D | | Defaut v Delete
1000 1500 [ ~) [ pefait |
500 11000 [~ | opefait v
0 500 C—k) [ pefait |+

[ ok || cancel |

A= ——

o Each color represents a unique value : vdi gia tri ding dugc thiét
Iap,mau séc mo hinh sé thay dai.

o Each color represents a range of values : thiét |ap khoang gia tri (ing véi
mau sac dudc thiét 1ap.

Hinh VI-2.10: dén mdrc gia tri ,mau sdc mo hinh sé thay déi.
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Pé 4p dung Data Graphic cho tat ca cdc mé hinh ban chon All shapes with this
data graphic.Néu chi ap dung cho moé hinh dugc chon thi danh dau chon vao Only

selected shapes.

; ——
Edit Data Graphic: Data Graphic.7 ! S

=] New Item... & edit Item. .. X Delete

Data Field Displayed as Position

‘cPU |z| Color by Value

Default position Display options

Horizontal: [k Far Right || sShow border around items at default position

[ | Hide shape text when data araphic is applied
Vertical: [=] Middle

Apply changes to:
") All shapes with this data graphic
@ Only selected shapes

|

Hinh VI-2.11 : chon ché& do ap dung cho m6 hinh

3. Bao cao dir liéu thong tin.

Sau khi da lam viéc véi bang dir liéu thong tin ,ban can phai bao cao thong tin dé
.\VGi MS Visio 2010 cé 4 phudng thirc bao cao thong qua Excel,Website, Visio
Shape,XML,trong dé kiéu béo cdo thudng dudc st dung nhét 1a théng qua website

hodc Excel.

PE sir dung chiic ndng bao cdo Share Report .M3 thé Review,click vao biéu tugng

Share Reports trong muc Reports.
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Luu y : ban phai hoan thanh dit liéu thong tin mo hinh trudc khi sir dung Share
Report.

Tai clra s6 Reports cho ban ba thanh phan,mdi thanh phan 13 ki€u hién thi khac

nhau.

7

=t}

Reports -
Report Location New...
Count Positions C:'\Program Files\Microsoft O Modify ]
Inventory C:'\Program Files\Microsoft O
Organization Chart Report C:\Program Files\Microsoft O Remove

Browse,.,
41 1 ‘ )
Description

Organization Chart: Count similar Titles

[¥] show only drawing-specific reports

[ Run.., ][ Close

 S—

Hinh VI-3.1 : bdo cdo dif liéu théng tin.

Chang han vdi ki€u bao cdo Count Positition d6i tugng dugc bao céo la cac tiéu

dé,hoac Inventory bao cao vé tén va s6 lugng mo hinh.

NéEu ban mudn thém cac doi tugng can bao cao ,click Modify .
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i I Dt

p
Report Definition Wizard

Choose the objects you want to report on:

" Shapes on all pages
(_) Shapes on the current page
(") Shapes that are selected
@ Other:
'Organization Chart B

Advanced...

Cancel ‘ < Back | Next > Finish

Hinh VI-3.2 : thay d6i ki€u bao cdo.

e Shapes on all pages : bao cdo tat ca cac mo hinh trén tat ca cac ban ve.
e Shapes on the current page : bao cao mo hinh trén ban vé hién tai.

e Shapes that are selected : bao cao mo hinh dudc chon.

Néu khong chon mot trong 3 trudng hgp trén thi click chon Other.Sau do click
Next.
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- "

"
| Report Definition Wizard

Choose the properties you want displayed as
columns in your report,

[V] Department -
[¥] E-mail
I
& ,:3' [] Number of direct reports
;.:.*’ [7] Telephone
h Title
< )

["]5how all properties

Cancel ][ < Back ][ Next > ] Finish

Hinh VI-3.3: danh dau chon nhirng déi tugng can bao cao.

Click Next d€ ti€p tuc.Tai clra so ti€p theo,nhap tén tiéu dé bao cdo tai muc Report

Title.Cac muc con lai d& méc dinh.

[
Report Definition Wizard e S|
Report Title:
Subtotals...
:; . X Group by: Department
| v

-~

Sort by: None

Format...
Precision: 2, Show units: TRUE

| cConcel | [ <Back || mMext> | | rFnisn
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Hinh VI-3.4 : dat tiéu dé bao cdo.

Click Next dé tiép tuc.Tai clra s6 tiép theo,chon dudng dan luu ,hodc cd thé chon

Save in this drawing d€ luu trén ban vé,

A A —

7
Report Definition Wizard

Save the report definition
Name:
Organization Chart Repor|
Description:

‘Name, Title, Number of direct reports, Telephone -grouped by Department

(") Save in this drawing B - 7
@ Saveinafile |C:\Program Files\Microsoft Office\Office 14\1033\ORGCH. vrd

Browse... V

Hinh VI-3.5 : luvu ban vé

Click Finish d€ hoan tat.Sau dé,click Run d€ chay tinh nang bao cdo.Tai clra sd bdo
cdo,chon phuong thirc bao cdo.
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( Run Report M

Select report format
Excel -

Visio shape
XML

Save report as
! C:\Users\ICT\Documents'\Report_5.html

| < [» | [+ !efiIe:///C:/Users/ICT/Documents/Report_S.html ¢ | | Qr Google

[J7 =2 Apple Yahoo! GoogleMaps YouTube Wikipedia News(22) v Popular v

Organization Chart Report
- Department Name Title Telephone E-mail
Technical Nguyén Ngoc Thuan  ICT24H.NET 093 171 1556 dandoh@ict24h.net

1

Hinh VI-3.7: phudng thirc bao cao dinh dang html.
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AT - - Bookl - Microsoft xce =l S|
- @ Home Insert Page Layout Formulas Data Review  View @ - = x
=] % ||{Arial ~10 ~|||= ='=|5i |General - A || gebnset~ | X~ '2? ;
ﬁ G [z U W B G- | (8- 0] | Fouee - |G- BT ??&
aste TR [ 2 o s || e - 0 in
- || A EiE || %60 58 ~ | [ElFormat~ | (2~ Filter~ Select~
Clipboard > Font ‘3” Alignment "-7 Number I Celis Editing ‘
A3 ~Q |
Al B , C D] E F G
1 | Organization Chart Report
2 Department Name Title Telephone E-mail
13 | Technical| Nguyén Ngoc Thuén|ICT24H.NET| 093 171 1556, dandoh@ict24h net
4 |Count 1 3
5 4
L6 |
7
8 |
9
10 |
11
| 12
| 13 |
j]i‘ “C» 4| Sheetl Sheet2 , Sheet3  ¥J I rv— ] 0
ozl [EEfEET e O
Hinh VI-3.8: phucong thirc bao cao thong qua MS Excel.
I, & |
Nguyén Ngoc Thudn
ICT24H.NET
[ 1o )
Organization Chart Report
Department Name Title Telephone E-mail
Technical| Nguyén Ngoc Thuan| ICT24dH.NET| 093 171 1556| dandoh@ict24h.net
Count 1

Hinh VI-3.9 : phuadng thirc bao cdo tai ban vé.

VII. SO PO THUC TE
1. So do to chirc trong doanh nghiép
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Vdi phén ndy ,ban sé duoc hudng dén cu thé tao mot so dd té chuc trong doanh
nghiép.

Sa d6 t6 chiic trong doanh nghiép 1a s6 d6 dugc phan nhanh,trong dé gém nhing
phong ban,td chic truc thudc cdng ty.

PE vé dugc sd dd ,trudc tién can phai liét k& nhitng phdng ban trong doanh
nghiép,va nd sé hién thi trén so d6 .V8i moét cdng ty cd phan,nhitng thanh phén hién
thi trén s¢ d6 gom :

e Dai hoi cd dong.

o Ban kiém soat.

e HGi dong quan tri.

e TOng gidam déc

e Phé tdng gidam ddc kinh doanh.

e Pho tong gidam ddc ki thuét.

e Gidm doc tai chinh

e KE& toan vién

e K€ toan trudng

e Trudng phong Ké hoach kinh doanh

e Trudng phong Ky thuat — An toan.

e Trudng phong quan ly chat lugng.

e Giam doc quan ly nhan su.

e Giam doc marketing.

e Trudng phong IT

Cong viéc ctia mdi phong ban khac nhau.Vi du phong tai chinh ké& toan gom céc bd
phén nhu k& toan,ki€ém toan,khai thué,thd quy....v.v .hay & phong nhan su’ gém
nhirng b6 phan nhan su,quan ly,hanh chinh....v.v.

Tiép theo,can thiét k& ban vé ( nén,tiéu dé .....) sao cho cdc mé hinh dudc néi bat
trén nén ban vé.

VGi sG db t6 chifc doanh nghiép,chling ta cd thé sir dung mau chu dé cg ban

General dé thuc hién,tuy nhién nén tan dung cac tinh ndng ho trg khi ban str dung
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mau chi d&@ Business. M4 File ,chon mau chu d@ Business.Ban nén sir dung don

vi do luGng la mét.Chon chu dé con la Organization Chart va click vao Create.

EE
|

v

Brainstorming

Cause and Effect

Charts and Graphs

EPC Diagram

*
soe

Diagram Diagram
‘ %"Di L ‘ o
| ; * S8
et |/\ | neps :
| | SECS |
ITIL Diagram Marketing Charts | Organization Chart
and Diagrams
| =—
e =\
=01
[ |
B B
Six Sigma Diagram TQM Diagram Value Stream Map

Organization Chart
Wizard

B

Create

Hinh VII-1.1 : chon chd dé con Organization va don vi do IuGng la mét.

Ban nén chon kich thudc ban vé la A4,va ndm ngang,da s6 cac so d6 té chirc doanh

nghiép cac nhanh s& trai rdng ra hai bén cta ban vé.Néu can than han,ban cd thé

sir dung khé A3 (gép dbi khé gidy A4).Click vao thé Design,tai muc Page

Setup,click vao Size va chon khé A4.
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VAn tai muc Page Setup & thé Design.Click vao Orientation va chon kiéu ndm

il 7 U ———

n Home Insert

:| Positi

i Vacar

J Team
Multi

] shape

Z .

e Title/

p Dynat

conm;

|

Design Data
' BE [
| ] L‘j Aa | |
Size | Auto | -
S Size
i Letter
u 21,59 cmx 2794 ecm §, ||.i.
< 1] i
| Tabloid =
D 27.94 cmx 4318 cm P | (RS
Legal > 5
D 21.59 cm x 35.56 cm 18
A3 Q =
D 297 cmx42 cm é;
( | A4 =
7 D 21 emx29.7 cm =
Sl 2-
AS -
] 14semx2tem E
g:
B4 (JIS) =
257 cm x36.4 cm 3
=
B5 (JIS) -
18.2cmx 257 cm =
Japanese Postcard g;
10 cm x14.8 cm =
Custom Size =i
==
@ Fit to Drawing c—f
2 o)
W] More Page Sizes... =

Hinh VII-1.2 : chon khé A4.

ngang la Landscape,nhu thé ban sé€ st dung chiéu rong cua ban vé mot cach thoai

mai hon.
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————

'@I"J'UI% .

Home Insert Design Data

N — — ——

rg l.j @ | Aa

Orientation| Size | Auto | |
' - ~ | Size
-l ‘ r;
7 Portrait 5 | [Z.F20
B i )
I Landscape E] P §';
| oa
— l =
Quick Shapes =

Hinh VII-1.3: chon kiéu ndm ngang Landscape.

Luu y : néu ban mudn tu thiét Iap kich thudc cho ban vé,click vao Size >More
Page Sizes.Tai bang Page Setup,click qua thé Page Size.banh dau chon Custom
size va nhap kich thudc lan lugt chiéu dai,chiéu rong

e e ———— ]

||| | Print Setup | Page Size | Drawing Scale | Page Properties | Layout and Routing | Shadows |

Page size

() Let Visio expand the page as needed

() Pre-defined size:

[Metric (150) <]

| A4: 297 mm. x 210 mm. |~ |

(@ Custom size:
§297 mm. (X 1210 mm.

Page orientation Printer paper: 297 x 210 mm. {Landscape)
) Portrait @) Landscape Drawing page: 297 x 210 mm. {Landscape)

Print zoom:  None

[ Ay | [ ok [ cancel |

Hinh VII-1.4: chinh kich thuGc ban vé.
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PE cac thao tac dudc logic,ta nén dua cac md hinh 18n ban vé trudc khi tao tiéu dé
va nén cho ban vé.Vi mac dinh,ban vé dugc ké cac 6 vuong nhé ,thuan Igi cho viéc

canh vi tri m6 hinh.
Khi lam viéc v8i mé hinh nén bat cac ché& dd hién thi cac dudng canh vi tri,khoang
cach (Dynamic Grid) va két ndi tu dong (AutoConnect).Click vao thé View,tai muc

Visual Aids danh dau chon vao cac ché do nay.

Home Insert Design Data Process Revigy

View Org Chart

f (. Zoom V| Dynamic Grid 25 New Windo g ; .
V| Ruler V| Page Breaks |=|. o it S el B SNCOW = [
4] Fit to Wirfdow | (¥ AutoConnect = Arrange All = —=a
7 i J i Task e ) ‘ ) Switch Macros Add-Ons
i Suldes Panes~ =] Page Widt V' Connection Points = Cascade Windows ~ -
Show " ~ Zoom Window Macros )
B ) [0 [20 o 120 [40 |60 [80 [100, 120, [140, |60, (180, [200;, |2
< ‘ :AIIIIKHKHHIHH ||||!|KH“H\[HHI”H!I[H“H\[HHI””[I[H[\H\‘HHI“IlIIlH\HH‘HHIH“IHH\HH‘H“IH“IHHH\H‘Hlll:
. I
for Shapes [+1 0 8=

Hinh VII-1.5: bat cac ché do trudc khi lam viéc véi mo hinh

Trudc tién,cap cao nhét clia cdng ty cd thé la Chi tich hdi dong quan tri,cling cb thé
la dai hdi c6 ddng .Kéo mé hinh Excutive vao so d6 va dit & gilra,phia trén cla

ban vé.M6 hinh Excutive dai dién cho cap do quan ly cao nhat.

Click double vao mo hinh va nhap tén quan ly * Cha tich hoi dong quan tri “.

Chui tich hdi déng

quan tri

Hinh VII-1.6: nhap dong “Chu tich hdi déng quan tri” vao mé hinh

Cong viéc ti€p theo la nhap thong tin cho chu tich hdi dong quan tri.Ban nén thiét
lap lai bang thong tin cho chu tich hdi dong quan tri nhu tén cong ty,tén,so dién

thoai,email.Click chudt phai vao mo hinh va chon Define Shape Data.
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Define Shape Data @

Label: |E-mail 7

Type: | String [»] Language: English (U.S.) EI

Format: | [B Calendar:

Value: |E-mail

Prompt:
Properties:
Label Type Format
Cong ty String
Ho va tén String
Bién thoai String
E-mail String
< | 1 | »

[New][Delehe][ OK ][Cancel

Hinh VII-1.7: thiét lap lai thong tin.

Shape Data - Executive X | O I |
Céngty | TNHHICT24H Pham Thanh Tiing
Pién thoai |0983112280 t{ Cha tich hgi déng quan
Howvitén | Pham Thanh Ting tr
Vi tri Chi tich héi dbng quan tri = B a

E-rnail tungpt@ict24h.net

Hinh VII-1.8 : thong tin vé chu tich h6i dong quan tri.

Pinh dang mau sic cho md hinh dé dé dang phan biét véi cac cap khac.
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Use Default

Theme Colors

Shape Data - Executive X U I | I I I I I I I

Céngty | TNHHICT24H : .5“:""”’ C°'°'5. —
Dién theai | 008 311 2280 B i o et Coes
Howitén | Pham Thanh Ting Pham Thanh Ting m
Wi tri Chi tich hai déng quén tri o Chia tich hgi dong quan Mo Fill
E-mail seatek@ict24h.net trj T @ More Colors...
O Tahoma = 8pt. - & Fill Options...
(B]r =E=A- 07 7]

Hinh VII-1.9: dinh dang mau sac dé phan biét

PE thdng tin ddy du vé chu tich hdi ddng quan tri,ban cén tao cho vi tri nay mot

trang khac,trang nay sé thong tin vé chua tich HDQT .Click vao thé Process va chon

Subprocess.
Vd9~-ol=
Home Insert Design Data Process Revie
— [ *’-] ?’ ' 1anore This Issue j
[
Create Linkto Createfrom Check 7 Issues Window Impi
New Existing~ Selection Diagram ~

Subprocess Diagram Validation ShareP
Shapes < i_}‘l)lllllll”?llllllll??ll“llliel

Search for Shapes [+] 2 |IE&

Il More Shapes =

== 7=

Hinh VII-1.10: tao trang cho mod hinh

Ldc nay,MS Visio 2010 sé& tao mdt trang mdi,tai trang nay ban cd thé thdng tin day
du han vé chu tich HDQT.VGi ban vé chinh,chi can nhan gilt phim Ctrl va click vao

mo hinh,ban sé dudc dua qua trang cua mo hinh dé.

S dung bd gd MS Word 2003 dé& nhap van ban vao ban vé.Tai thé Insert,click vao
Objects va chon MS Word 2003 .
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Insert Object

Object type:
Adobe Photoshop Image
Microsoft Office PowerPoint Presentation
Microsoft Office PowerPoint 97-2003 Presentation
Microsoft Office PowerPoint Macro-Enabled Presentation
Microsoft Office PowerPoint Slide
Microsoft Office PowerPoint 97-2003 Slide
Microsoft Office PowerPoint Macro-Enabled Slide
Microsoft Office Ward Docurnent

Microsoft Office Word 97 - 2003 Document;

Microsoft Office Word Macro-Enabled Document
Wordpad Document

@ Create new (71 Create from file

Result

document.

[7] Display as icon

Inserts a new Microsoft Office Word 97 - 2003 Document object into yaour

] [ Cancel

Hinh VII-1.11 : chon bo go MS Word 2003

Nhap van ban vao .

& File  Window
d9-0 s
Home Insert Page Layout References Mailings Review View
= d - | A AT (2L [= - = - her || EE == A
B ’J jahtina 0 A N[ == 5| E LT | asebcene| aasbceoe AaBb( 4aBBC. AaB
Paste Y B I U -~ ahe x, X Aa~ |7~ é-| == = §||1§-||{*»- | TMormal | TMNo Spaci.. Headingl  Heading 2 Title
Clipboard ™ Font (F] Paragraph ) Styles
Shapes < "'E"'II|IIII|T?III|III||2lqll||||||ﬂll|ll|I|‘ﬁll|llllmllhlllwﬁlllll||1I'ZI‘?I|IIIIH‘ﬁl'll|||1|"ﬁl||||I|ml|llll|zl‘ﬁlllll||2|ZI‘?I|II
=
|Search for Shapes [=] 2 N_E
Maore Shapes » C,—E
Quick Shapes N_f
Organization Chart Shapes (Metric) _E
Basic Shapes (Metric) &4 Elg'l"_' —
Basic Shapes (Metric NE : T '
I:I Rectangle I:‘ Square H_f : kdng ty : TNHH ICT24H
E Anh 3x4 B Ho vatén: Pham Thanh Ting
Ell OC' I EE - " .
O tpse rete = & | Diénthoai: 098 3 11 22 80
Rounded ATriangle E : Website : http://ict24h.net
rectangle =R ~
— - Vitri : chd tich HDQT
. 45 degree = 45 degree = -
single double = : Ngay vao cing ty : 02-10-2010
ZC:( Star G f :

LN
Hinh VII-1.12 :

nhdng bd gd MS Word 2003 vao dé nhap van ban
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Anh 3x4

Céing ty : TNHH ICT24H

Ho va tén: Pham Thanh Tung
Dién thoai: 098 3 11 22 80
Website @ http :/fict24h.net

Vi tri @ chad tich HDQT

Ngay vao cdng ty : 02-10-2010

.

4 » M| Page-{ | Chi tich héi d6ng quan tri - WBackground-1 .~ VE[4

| 1| |
|[El= 6% (——1 (F)

Hinh VII-1.13: trang thong tin vé cha tich hoi dong quan tri

Sau chu tich hdi d6ng quan tri 1a téng giam ddc.Vdi vi tri téng gidm ddc,ban st dung

mo hinh Manager.Kéo mo hinh Manager va tha vao trong mo hinh * chu tich hoi

déng quan tri “.Luc d6,md hinh Manager nay sé tu déng dugc di chuyén xudng

phia dugi mo6 hinh Excutive va tu dong dudc két noi.

Pham Thanh Ting
Chu tich hdi dong quan
tri

Mame
Title

Hinh VII-1.14 : kéo tha m6 hinh Manager vao trong mo hinh Excutive.
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Tai md hinh nay,ban nhip tén Téng giam ddc va thiét [ap thdng tin,chon mau

sdc.Cac budc thuc hién tuong tu’ véi mo hinh trén.

Pham Thanh Tung
Chu tich hgi dong quan
tri
Shape Data - Manager X
Congty | TNHHICT24H T
Dién thoai | 098 91062 66 " = |
= MNguyan Trung
Howatén | Mguyen Trung Thanh o e
Vi tri Téng giam déc Tong giam déc
|, LF
E-mail thanhnt@ict2dh.net

Hinh VII-1.15: tao m6 hinh Manager

Tao mét pho téng gidm déc .

Pham Thanh Tlng

Chu tich hoi dong quan

Hinh VII-1.16 : tao thém mét mo hinh phd TGD

tri
Nguyén Trung
Thanh
Téng gidm dc
Shape Data - Manager.13 X
Céng ty THHH ICT24H é
Biénthoai (0932171556 L = n
. Nguyen Ngoc
Howvatén | Mguyen Mgoc Thudn Thuin
Vi tri Pha TGD Pho TGD
= 7 =]
E-mail thuannn@ict24h.net
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Tiép theo,chiing ta bat dau tao nhanh.Cu thé & day la tao hai nhanh cho hai vi tri

giam doc tai chinh va giam doc kinh doanh.

P& tao nhanh,bén clra s6 Shapes click vao md hinh Dynamic connector.

L bxecutive L# | Manager | Fosition
r_§_| Consultant ﬁ‘ Vacancy Assistant
£ — Multiple
- —n
i Team frame = Staff |:| <hapes
[ Three T Title/Dat KT Ty
ociti == Title/Date e 1 1HlE

Dotted-line
_ _ report

Hinh VII-1.17: sir dung mé hinh Dynamic connector dé vé nhanh.

Di chuyén mé hinh Dynamic connector vao diém chinh giita mé hinh phia trén.

¢

Mguydn Trung
Thanh
Téng giam dac

r

NBY Glue to Connection Point

Phé TGD ’T
T

Hinh VII-1.18 : di chuyén mé hinh vao di€ém chinh dudi cia mé hinh bén trén.

Click vao dau két néi va di chuyén huéng vé mdt phia.
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Pham Thanh Tiang
Cha tich hi déng quan
tri

'

Mguyin Trung
Thinh
Téng giém dfc

'

HNguyEn Neoc
Thudn
Pha TGO

Hinh VII-1.19 : di chuyén dau két ndi vé mét phia

Sau khi di chuyén xong,copy md hinh Dynamic connector va di chuyén qua bén phia
con lai.(cong viéc nay sé giup khoang cach tir moé hinh trén dén hai dau két noi déu

bdng nhau.
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Pham Thanh Tang
Cha tich hii déng quan
tri

'

Mguydn Trung
Thiinh
Téng gldm déc

Hguyen Ngot
Thudn
Pho TGO

Hinh VII-1.20 : tao hai nhanh cho sc do

Dua hai m6 hinh vao hai nhanh,tao thdng tin va mau sac.

Pham Thanh Tiing
Chu tich hi dong quan
tri

¢

Neuyén Trung
Thanh
Tdng giam dac

¢

Nguyén Ngoc
Thudn
Pho TGD

Tran Minh Hing
Giam doc kinh
doanh

Mguy&n Minh Tudn
Giam dde ti chinh

Hinh VII-1.21: dua hai mo hinh vao hai nhanh
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V@i cac mo hinh dong bd phia dudi,néu thém tirng mo hinh va tao cac dudng két noi
s& tén thdi gian,ban cd thé sir dung cach dua nhiéu md hinh vao ban vé bang md

hinh Multiple shapes.

Click vao md hinh Multi shapes bén cira s6 Shapes va dua vao md hinh,lic nay
chuong trinh MS Visio 2010 s& hién thj cra s6 Add Multiple Shapes .

' - v
Add Multiple Shapes [

Number of shapes: |3

Hinh VII-1.22: lva chon s6 m6 hinh dua vao ban vé

Tai 6 Number of shapes nhap s6 mo hinh can dua vao va chon mo hinh can dua
vao G phia dudi.

Luu y : ban cd thé dua 3 mé hinh vao véi md hinh Three position trong clra sd
Shape
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Pham Thanh Tang
Chil tjeh hil Sdng quan
tr|

|

Mguyin Trung
Tharh

Téing gldm d8c

Mgurdn Mo
Thudn
Phé TG0
Y
L irsh Hi
HguvEn Minh Tudin :I:::‘;::kl:"zu
Giim ¢dc tai chinh doanh
Y
Mamez Hamz Mamez Hame Famez Famez
Titke Titk= Tikk= Titk= Titk=

Hinh VII-1.23 : dua nhiéu mo hinh va dua vao ban Vvé.

PE tao cho nhdm mé hinh mdt ciu tric,va rd rang trong ban vé ,ban c6 thé thém
mo hinh Team Frame vao.Click vao md hinh Team frame bén c(ra s6 Shapes

va di chuyén vao cho phu hap.
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Pham Thanh Ting

Chii tpch kil ddng quan
trj

Nguyln Trurg
Tharh
Téng glim déc

BT e
Thudn

Phé TGD

MRyEn Minh Tedn
Gidm gic b chinh

Mama
Ttk

Mams=
Title

Mams=
Titl

—_———— e

Phanrg tai chirh

S N T N S S N

—_———— e

Tekn Minh Hing
Giam 48c kinh
doanh

Mama
Tith=

FMame=
Titl=

Mama
Ttk

“hiémng kink doanh

5% [ I Y N S A N R

Hinh VII-1.24: thém mo hinh Team frame dé cau trdc hda cac nhém

Tao thong tin va chon mau sac cho mo hinh.
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Pham Thamh Ting
Chia tich i ing quin
trj

Hgdn Trung
Thinh
Tang gidm i

Higardn MEns
Thuan
Bha Tl

Y Y
T Minh Hing

Mgupin Minh Tudin .
Giimddetichish| T T T T T a o Gimdie:_‘mh i L L S

}

|

|

|

¥ |
¥ Mish Tuiin "‘:’r’f,-:'"h::;“w :ﬁ;:::.r:i ‘
Fha GE Kinh Dsash wai !
I

|

I

Wakeing

Hinh VII-1.25 : tao thdng tin,mau sdc cho cac mod hinh

Vé&i cdc nhom,vi tri ti€p theo ban cb thé tu’ lam.

MS Visio 2010 hd trg ban thé Org Chart khi ban chon mau chi dé Business.Gom

cac muc :

Layout : tai day ban cd thé tuy chinh céc ki€u cu tric nhanh cho s d6
theo chiéu doc ,chiéu ngang

Arrange : s3p xép,di chuyén mé hinh.Ngoai ra tai day ban cé thé tly chon
cac kiéu ciu tric nhanh ( Show/Hide Subordinates) hodc thay déi vi tri
(Change Position Type).

Picture : thém,xda,hién thi hinh anh.

Synchronize : dong bd sc d6.Khi ban chon chiic ndng Create
Synchronized Copy va chon trang can déng bd,sc d6 clia ban s& hién thi
bén trang do.

Organization Data : truy,xuat dir liéu tur may.

Sau khi da lam viéc véi cac mo hinh.ban can thiét ké ban vé.V4i ban veé trén chua

hién thij tén cdng ty.Véi stencil dang st dung ,ban cé thé thém mé hinh Title vao va

nhap tén cong ty .
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Hinh VII-1.26: thém mo hinh Title vao

Tiép theo,chon nén va tiéu dé cho ban vé& bang cach click vao biéu tugng

Backgroundva Border&Title nam trén thé Design.

Cong ty TNHH ICT24H

ICT24H Co.LTD

Phom Thamh Tung
Cha tich hbi diing quan
trj

:

> Mgyl Moh Tidn
T T T T fiamm i 1M chindy

Trin Mih Himg
GHiro d2¢ il — — - ——

dnars

\

V& Mish Tuln
[F10 GD Kinh Doanh

Mguyla Mgoc Thdo P Via Hog

Tratmg chong rarimg phong sin
Makesting i

T —————————

Hinh VII-1.27: sG do td chlc

L&i két : bai viet hudng dan tao mot so dd td chirc tong thé.Mbi cong ty 1a mot kidu
sd d6 td chirc khac nhau.So d6 dugc tao & trén chi la so dd tdng quat,ban co thé tao
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thém cac nhanh bang cach s dung chirc ndng sép x€p Layout & thé OrgChart
,thém cdc trang thdng tin cho tiing vi tri hodc ké&t hgp cac chiic ndng dé tao mot sa

d6 hoan chinh.

2. Sc d6 mang may tinh.

PE tao mét s d6 mang may tinh can liét k& nhitng d6i tugng sé hién thi trén so

d6.MG6t so d6 mang may tinh thudng goém cac d6i tugng:

e PC

e Router
e Moderm
e Firewall
e Printer
e Switch

e Server
Chon mAau chi dé Network ,dé vé s d6 mang can nhiéu md hinh khac nhau ,vi thé
ban nén chon chu dé con |la Detailed Network Diagram vdi thu vién mo hinh da

dang

Choose a Template

+ {2} Home » Network

Active Directory Basic Network Detailed Network LDAP Directory Rack Diagram
Diagram Diagram

Hinh VII-2.1 : chon Detail Network Diagram

Cong viéc dau tién la dinh dang cho khé gidy cla ban vé.
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v | Size :
el | Letter 7
= K_] 21,59 ecmx 27.94 cm |
-: =l Tabloid -
s J 2794 cmx43.18 cm |
Pl —  Legal
on J 21.59 cm x 35.56 ¢m
B ) A3
Ne ‘<| 297 cmx 42 cm
i J A4
| 21 cm x 29.7 cm E o |
int ‘ %
A5

Vg s
Hinh VII-2.2 : dinh dang kho gidy A4

Chon ban vé nam ngang.

31— -_—

Home Insert D

—— | RS

SO T

;Orientation Size | Auto ‘
‘ N 2 thize —]

|

; Portrait i—

‘ \I Landscape

wroreonegpes”

Hinh VII-2.3: chon ban vé& nam ngang ( Landscape)

Sau khi da dinh dang khé gidy,bat dau thuc hién so d6.Néu ban dua tirng md hinh
vao ban vé thi sé ton kha nhiéu thdi gian,vi thé nén dua tat ca nhitng moé hinh can

hién thi trén ban vé ,sau dé di chuyén,sap xé&p va két ndi lai.
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Hinh VII-2.4 : dua nhitng md hinh can hién thj Ién ban v&.

Sau khi da dua nhitng md hinh Ién ban vé,ban can sap x€p lai cho ding vi tri .M&

tinh ndng Dynamic Grid dé ho trg ban trong viéc s3p xép .
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[®)
o

(B)

Hinh VII-2.5 : sdp x€p cac mo hinh

Két nbi cac mo hinh,str dung cong cu két n6i Connector.
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Hinh VII-2.6: s dung céng cu Connector dé két nSi cac md hinh

V@i nhitng dudng két ndi trén,ngudi xem sé chua biét dugc dudng két nbi nao dai
dién cho kiéu day cap mang nao,vi thé€ ban can dinh dang lai d&€ phan biét .V3i md
hinh trén cd ba loai cap:

e 2Mbit DSL Line

e 8Mbit DSL Line
o 100Mbit LAN

Click vao dudng két nSi va nhan td hgp phim Shift + F3 .

212



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

Line

Line Arrows
Dash type: — - Begin: 00: None v
Weight: Yept [—| ~ End: 00: None v
Color: I - Begin size: | Medium [=]
Cap: Round 7 E] S s [Mediam E‘
Transparency: [j - | 0%

Round corners Preview

l O] IC
A e

Rounding: |0 mm.

Appl [ ok _'] | cancel A

= .
== —

Hinh VII-2.7: dinh dang dudng két nai.
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Hinh VII-2.8: dinh dang d€ phéan biét két ndi

Thiét lap thong tin cho cac mé hinh va sir dung Data Graphic.

Click chudt phai vao mo hinh va chon Data - Edit Data Graphic.Sau dé chon vi
tri hién thi thdng tin .
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Edit Item 3

Display Position
[

orizontal: [8] Center

efault position
Data field: IP Address 0o

Displayed as: [ Text

EN N

rtical:  [[] Below Shape v
Style:
@ Textcallout
Details l
Show Value Yes s
Value Format J

Value Font Size | 8pt.

m

Label Position Above Value

Label [Default] '.

Label Font Size | 8pt.

Border Type Bottom

Fill Type None "

| ok || cancel |

S

Hinh VII-2.9: thiét 18p,chon vi tri hién thi théng tin.

NS
0
NS
IP Address
192.168.2.202
( Red Hat Linux ED

Hinh VII-2.10 : hién thj théng tin md server

V@i nhirng m6 hinh khac,lam tuong tu,si dung kién thi'c Shape Data va Data
Graphic.
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IP Address IP Address
192.168.2.3 192.168.2.6

C XP SP3) ff

IP Address
192.168.2.202

( Red Hat Linux 5)

IP Address
192.168.2.2

& Fedora Core S)

Hinh VII-2.11 : chon vi tri hién thi thich hogp.

Sau khi da thuc hién xong dif liéu thong tin,ban can thiét 1ap nén va tiéu dé cho ban

vé.Tai thé Design click vao biéu tuong Background va Border&Title.
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- NETWORK DIAGRAM — HTTP://ICT24H.NET December 25, 2002

Page 1

Hinh VII-2.12 : sd d6 mang may tinh

L3i két : cd rat nhiéu loai sd d6 mang may tinh ,trén day la sd d6 mang may tinh
dan gian .Bai viét chi hudng dan cach st dung MS Visio 2010 dé tao mét sc do

mang may tinh .

Mot s6 s6 d6 mang may tinh khac.
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[ ICT24H DATACENTER — HTTP://ICT24H.NET becember 25, 2000

Vindows Server 2003
Dataanin:

CRU [rba 1
Memaony (M8)] 08
1P G ress 100,158

Vingdoms Servee 2063
Dutientee

] 14
Memory (MB) 1024
1B A ress 10015 Vindows Server 208

Datasnin:
CRU [rba 12
1P G ress 100,152

Vingdoms Servee 2063
Dutientee

CRU || 1%
Memaey IME) pAc]
1F Ao 10016

Vindows Server 2063

wrh-dles 03
Datasnin: g
CRU [rba 1

Memony (MB) 208
1P G ress 100,15

Vindoms Server 2063
Stasadard

CRU M| 2
Memory IMB| 1536
1P Address 100118

[}

Page 1

Hinh VII-2.13 : sG d0 server
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HATRS T 2dh NET

Connected Infrastructure
Access lo suppliers data
from any Web-enabled device

Sk

Server

Access
fo
Supplier's
Data

Web-enabled cell phone

Laptop with wireless modem

Hinh VII-2.14 : sd d6 mang may tinh don gian.
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NETWORK DIAGRAM — HTTP://ICT24H.NET

AN

§ 10.1.16.0 Ethernet Network

% @

l l
10.1.50.0 Ethemet Network

S S—

=1

Hinh VII-2.15 : sd d6 mang may tinh.

3. So dd kién tric mit bang.
MS Visio 2010 cung cap cho ban thu vién mo hinh vé kién tric mat bang kha da
dang,vdi thu' vién nay ban cé thé tao dugc nhitng so d6 mét bang nha clra,vén
phong,san vuon.......
Bai viét s& hudng dan v& so do kién tric mét bang nha .Click vao mau chu dé Maps

and Floor Plans ,chon chi dé con Home Plan.

Luu y : chon dan vi do luGng mét (Metric Units)
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LNOOSE a TeEmMpiate

* ¥ Home *» Maps and Floor Plans
PSSR e e
e 1t |
. o
T
l"lfg f ¥ g Q 9 1
Directional Map  Directional Map 3D Electrical and
Telecom Plan

\ i

| | |

— S |

‘ A |

e f,._ .71 ~:i

| |l | I PR
HVAC Control HVAC Plan Office Layout Plant Layout Plumbing and
Logic Diagram Piping Plan

B 071 eempl [AR]

Hinh VII-3.1 : cac ch( dé con trong mau chu dé Maps and Floor Plans.
Trude khi bat dau lam viéc véi cac mo hinh,nén xac dinh chiéu dai va chiéu rong toi
da ciia mat bang dé thiét Iap kich thudc cho ban vé.Tai thé Design ,click vao biéu
tugng Size > More Page Sizes .Click qua thé Drawing Scale va thiét 1ap ti 1€ cho

ban vé tai muc Pre-defined scale.
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Page Setup

Drawing scale
() No scale (1:1)

@ Pre-defined scale:

| Print Setup | Page Size | Drawing Scale | page Properties | Layout and Routing | Shadows |

Metric [=]
1: 50 [=]
() Custom scale:
|2|:rn. |=|1EIIZIIIImm. |

Printer paper: 420 x 297 mm. (Landscape)
Page size (in measurement units) Drawing page: 420 x 297 mm. {Landscape)
|?-1'3"3I am, |}'E |141'35 cm, Frint zoom:  Mone
| Apply | [ OK ] [ Cancel

Hinh VII-3.2 : thiét Iap thong s6 cho ban vé

Sau khi da thiét 13p ti I1é cho ban vé&,ban bat dau liét ké ra chiéu dai va chiéu rong

cua nha.

e Chiéu dai: 13,3m
e Chiéu rong : 8m

Sau d6 dua mo hinh tudng (Wall) vao ,md hinh nay nam & stencil Walls,Shell and
Structure.Thiét lap kich thudc chiéu dai va rong cua burc tudng.
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Size & Position - Wall
BeginX |6 m.
Begin¥ |4 m.

End X & m.
End ¥ 17.3 m.
Length (133 m.
Angle 00 deg.
Height | 100 mmn.

Hinh VII-3.3 : dat mo6 hinh tudng lén ban vé theo kich thudc

Sau khi da thiét ké cac tudng,dua cac ctra ra vao (Door) Ién sg do.
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1]

Hinh VII-3.4: dua cac clra ra vao lén so do

Tiép theo,dua céc clra s6 (Window) vao sc do.

224



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

[

Hinh VII-3.5 : dua cac clra sd vao sa do.

Sau khi da hoan thanh bén ngoai ctia s¢ d6 ,bat dau ti€n hanh xay dung bén

trong,chia cac phong bang mo hinh tudng.

225



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

A

Hinh VII-3.6: xay dung cac phong

Budc ti€p theo la bo tri cac vat dung trong nha,thém cac stencil bang cach click vao
More Shapes > Maps and Floor Plans - Building Plan va click va stencil can

thém vao.
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FIFSrY R P
Tt [t
Tt [

Hinh VII-3.7: thém cac vat dung vao s do.

V& cd ban da hoan tat thiét k€ mat bang,ti€p theo ban can ké cac dudng kich thudc
trén ban vé.Tai thé Home,click vao biéu tugng dudng ké & muc Tools hodc nhén té
hop phim Ctrl+6.

Plan
sl A \¢ Pointer Tool | \~| &3 Fill ~ LP_,:] =3 5
% A : =% é&

5 4 é—yConnector [] Rectangle 3 ] -
i= 3= == | W Auto Align Pasition .
=B A Text () Ellipse ' | & Space v Ak

x Tools \ Line A {«rrange
T
Ll B B A PRI e [ 18 [ 2
Line (Ctrl+6)

Drag to draw a straight line.
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Hinh VII-3.8 : vé cac dudng ké

Tiép theo,tai thé Home ,click vao biéu tugng Line bén muc Shape .Click Arrows

va chon dudng ké cd hai dau déu la miii tén.

IW &F”IT i 1! |:| .|_|E ";1:: ward I%Fln
-E %
» |JLinev| J . Send Backward Eé?LE}.I'
- e T
G B Ui Defaunt I8 Group by el
Theme Colors Arrange S

ETITLi i R R R PR e

F
’IIIIIIIIII

I Standard Colors
| B EEEEN
Recent Colors

Ho Line

H i3 More Colors..

= Weight ¥
g_ Dashes 3

—
-— i
P oS b

=i}
e
- -
£
« »
DI - B
- Maore Arrows... =
—

Hinh VII-3.9 : chon kiéu dugng ké

228



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

A

Eal

g
B
| |

Hinh VII-3.10 : vé cac dudng kich thudc

Sau do,dién cac gia tri kich thudc bén trén cac dudng Ve.
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A

by
g

3900

13300
4300

3800

i

e} l a4

HOCY

Hinh VII-3.11: dua cdac gia tri kich thudc I1én

Ban c6 thé t& mau hodc chon tiéu dé cho ban vé.
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IR O 00 KIEN TRUC MAT BANG ~ MTTP://ICT24H.NET

Din tich s dyng : 83,52 mét vzong
Thist k& : Chng ty TNHH ICT24H
Website . hitp://ict24nh.net

Hinh VII-3.12: s d0 ki€n trdc mat bang

L&i két : bai viét hudng dan vé sd dd kién tric mét bang ,ban cé thé thém cac dir
liéu thong tin cho cac vat dung nhu gia vat dung,ngay mua hodc nha san xuat vat

dung d€ hoan thién sc do kién tric mat bang.

4. So d6 mach dién .

ChU dé& mAu Engineering gom cac thu vién,sé gilip ban vé& dugc cac sd db dién,ca

khi..

Phan nay sé& hudng dan ban 1dm quen vdi mau chi dé Engineering va vé& mot so

do mach dién.

Tai thé File,click m3u chl dé Engineering va chon chu d& con 13 Basic Electrical.
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JT Choose a Template
.

= Open * {3t Home * Engineering

(|
Recent
m Basic Electrical Circuits and Legic Fluid Power Industrial Control ~ Part and Assembly Piping and
Systems Drawing Instrumentation

Diagram
—gN-G o o

() o

Help

:] Options

4 op Process Flow Systems
@ Exit Diagram

Hinh VII-4.1 : chon chu dé con Basic Electrical
Khong gidong nhu sg d6 mang may tinh ,vdi sg d6 dién,ban nén vé theo thur tu tur
di€ém dau hodc cb thé bt dau tir diém cudi cung.
Thiét k&€ ban vé& ki€u nam ngang bang cach click vao Orientation trén thé Design

va chon Lanscape.

31— —_

Home Insert
EEE
= )

{Orientation| Size | Auto
. - | size | =

=)

: Portrait £

I Landscape

wroreonegpes
Hinh VII-4.2 : chon ban vé& nam ngang

Chon khd gidy s dung 1a A4,tai thé Design,click vao Size va chon khé A4.(Ban ¢
thé& chon cac khé gidy khac hap ly).
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W 9 UE

- Home Insert Design Data

T B U:; 7 I
=i b Aa | I
ntation| Size | Auto -
- X Size ||
Page! __  |Letter 7
: u 21,59 cmx 2794 ecm §, ||.i.
pes < 1] L1
| Tabloid =
rehiford D 27.94 emx43.18 cm . | (RS
re Shap! Legal ;_ _E
ck Shap D 21,59 cm x 35.56 cm 2]
|anizatic A3 [_' E
= || 3
janizatic D 297 cmx 42 cm =]
L (e— e
:' Execu [ A4 =
I 21 em x 29.7 cm L=
= 21
] Positi AS 3
[:] 148 cmx 21 cm -
CR
Vacar B4 UIS) =
257 cm x 36.4 cm 3
- =
J Team B5 (IS) SE
5 18.2 cm x 25.7 cm =
] Multi =
shape Japanese Postcard =
10 cm x14.8 cm =
2 Title/ E
Custom Size e
P‘ Dynai _:.
- conm; S
b3 Fitto Drawing =
l {0 More Page Sizes... __f

Hinh VII-4.3 : chon khd gidy thich hgp.

Néu ban muon thiét ké kich thudc riéng cho ban vé click vao More Page Sizes ,tai

thé Page Size danh dau chon Custom size va nhap kich thudc riéng .
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Poge Setup e | ) ]

Print Setup | Page Size | Drawing Scale | Page Properties | Layout and Routing | Shadows |

Page size

(") Let Visio expand the page as needed
() Pre-defined size:
|Metric (150) |
IA4: 297 mm. x 210 mm, [j

@ Custom size:
[297 mm. Jx {210 mm. ‘

Page orientation Printer paper: 297 x 210 mm. (Landscape)
) Portrait @ Landscape Drawing page: 297 x 210 mm. (Landscape)

Print zoom: None

[Am][ox][camdlll

Hinh VII-4.4 : tuy chinh kich thudc.

Sau khi da thiét ké ban vé&,ban bat dau s do véi cac miii tén thé hién dong dién.Dé

vé& miii t&n mdt chiéu,click vao biéu tugng vé cac dudng thdng va chon ki€u vé Line.

S T S —
w Developer ——
= | & L Pointer ol \lv hﬁuv “r*" [:ll 3 Bring
= - «

5 Connector Rectangle d = I Send
E | sEsE o5 Auto Allgn Position ..
= | =EE A Text O Ellipse & Space > ] 6Grou
ih 5 Tools ['<| Vie Arrange
') [P [499, %0 | 140 40 TP L. 160, 180, Jipn , Jipg | Jiff

Line (Ctrl+6)
Drag to draw a straight line,

|
Hinh VII-4.5 : chon ki€u vé dudng thang.

Sau khi da chon kiéu vé dudng thang,ban can chon kiéu mi tén 1 chiéu.Click vao

biéu tuwo7n5g Line > Arrows.
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- & riltp = 1k Bring Forward
(=
(2
- - n__:l.inn N
Use Default %Gr-:uup
Theme Colors Arrange

{1 Send Backward

3 Fine
g Laye
kg Sele

Editir

) B mEm w78 [19 9 [P PP P

Standard Colors
HNE EEEEN
Recent Colors

Mo Line
+48)  More Colors...

= Weight

&

¥

9

Y

+*

-
L 4

&
v

14

&
v

L

& More Arrows.., |] =

Hinh VII-4.6 : chon ki€u mi tén 1 chiéu.

Sau d6 vé mii tén 1 chiéu thé hién dong dién 1én ban v&.Ban mudn mii tén hudng

theo chiéu nao thi kéo chubt hudng theo chiéu dé,sau dé di chuyén md hinh cau chi

(SPST) 6 stencil Switches and Relays va xoay cau chi khép vai miii tén.(dau mau

do sé cho ban biét cau chi da khdp véi miii tén)

235



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

Semiconductors and Electron Tubes (Metric)

[ Switches and Relays (Metric)
Transmission Paths (Metric)

Switches and Relays (Metric) -
[ Relay 1 Switch
L] Relay -+ caontacts \ disconnector

Qﬁl Fuse

oa SPST o2 SppT °% ppsT

o

=0

=7 ppOT \I Make contact %‘ Break contact
Il Two way J  Passing 4 . L
'I' contact \ make-cont... \ 3pring return @
1 [ 1 Circuit @ e |
\| Stay put ﬂ Limit switch N bresker 4 4
s 3Pring return o Spring return _Q%&_Limit switch ke
2 3 n/o
- Limit switch %‘\ 2 paosition 3 position
nfc switch s, switch
AL A mari#ian Azmuia Diichbidbnn

I n I I
Hinh VII-4.7: di chuyén mé hinh cau chi vao khép miii tén.
Tiép tuc v& mii tén thé hién dong dién va dua phan cam dién vao ,mé hinh phéan

cam dién (Inductor) nam 4 stencil Fudamental Items.

S5
Fundormentat ltems (Metoe) Ji
Qualitying Syredscts (Meant =
I~
Semiconducion snd flectran Tubes (Metnic
Switches and Relays (Metncd 3
Traarmsssion Paths Metne]
Fundamental e (Metric} a0
2
W Resisto ‘,L Capacitor M) AC source e
#
-2 DC source _|_ quipaten t l 5
E
" . \
Inductey ¢ Crystal R —————
™ e &
> 5 &t % Atteruno =
L4 L IS
-+ " t henna <|> : na 37
J
\ - -V
G 3} lozal : >
L .
E~ Tranzduce O i ]
w b —
3 Ha t L

Hinh VII-4.8 : dua phan cam dién vao.

Tiép tuc vé dong dién bang miii tén va thém cong tac (Make contact) nam & stencil

Switches and Relays .
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{r”'#f#{:

Hinh VII-4.9 : dua cong tdc vao .

Sau do vé nhifng dudng thang thé hién dong dién va dua ciu chi vao.
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Hinh VII-4.10 : vé ti€p cac dudng dong dién.

Dua hai cong tac vao sé d6.M6 hinh hai cong tac ( Two way contact) ném & stencil

Switches and Relays .

Hinh VII-4.11 : md hinh hai cong tac.

Ban c6 thé tly chon ki€u cdng tac khac so vdi ki€u mdc dinh bang cach click chudt

phai vao md hinh cdng tac va chon Set Switch Position
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T

& &

®

Calibri

B 7

Hinh VII-4.12 :

Set Switch Position...
Show ShapeSheet
Cut

Copy

Paste

Paste Special...
Group k
Bring to Front
Send to Back

Caontainer 4
Hyperlink...
Data L4
Farmat L4
Help

-6pt. v A A7 Lh
=E=E=ZA- &2

thay d6i ki€u mé hinh.

Tai clra s6 Shape Data ,muc Switch position cho phép ban chinh vi tri clia céng

tdc qua phia phai,trai hodc & giita.Muc Symbol option cho phép ban chinh céc kiéu

hién thj cong tac.

I Shape Data @‘
Switch position:  Right E
Symbol option: Symbolv3 E]
Prompt
@ [ Define... J [ OK J [ Cancel ]

Hinh VII-4.13 : tiy chinh hién thi cia mé hinh

Sau khi da chon xong,dua cong tac vao.
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Hinh VII-4.14 : dua m6 hinh hai cong tac vao.

Hoan t&t so d6 bang cach dua thém mot s6 doi tugng vao.
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Hinh VII-4.15 : dua thém céc déi tuong khac dé hoan tat so do

Sau khi da hoan tat so d6 ban can viét chit cha thich va cac thong so.
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Cong tac khoa dién
+12V

" Cau chi
(1A)

Cye dwong cda dc

quy
+12

Rorle

A L

a7

a5

Cong tic nhigt do
Mo mat

T

86

| Cau chi quat

lam mat
(20A-354)

MG tor quat

+

BNiém ndi rngt{kh URE e
hodc cu'c am)

Sau khi da hoan tat sg d6,ban can trang tri nén cho ban vé ciing nhu tao tiéu

Hinh VII-4.16 : s d6 mach dién.

dé.Click vao Background va Borders&Titles G thé Design va chon ki€u tuy thich.
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So d6 mach dién — HTTP://ICT24H.NET January 5, 2010

Dan vi thiét ké : ICT24H Group.

Website : http://www.ict24h.net

T duong clade

Coag th khaa dign
quy

12V
+
+ A

Cau chi guat
liam mét
Rola [204-35A)
3 chil
(1A} —
£ 0
T a7

Cang thc nhigr 40 85 M 10 guat
n m

Dibm nii n;:(kmn; w
hodc ae bm)

Hinh VII-4.17 : sd d0 mach dién.

PHU LUC

Thiét Iap tuy chon trong MS Visio 2010 tai bang tuy chon Option.
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Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Visio Options
| General "
enera . ; . ] ..
- ; é General options for working with Visio.
Proofing
Save User Interface options
Language [V] Show Mini Toolbar on selection i
[7] Enable Live Preview i
Advanced

[¥] Enable Live Preview in Shapes Window (i
Color scheme; Blue B

ScreenTip style:  Show feature descriptions in ScreenTips

Personalize your copy of Microsoft Office

User name: ICT24H.NET

Initials: I

[=]

l

OK

] [ Cancel

Hinh a : tong quét (General)

» Show Mini Toolbar on selection : hién thij thanh c6ng cu nho .

o Enable Live Preview : bat chirc ndng xem truc ti€p Live Preview.

o Enable Live Preview in Shape Window : bat ch(rc nang xem truc ti€p

Live Preview trén ctra sd Shape.

e Color scheme : mau nén cua MS Visio 2010

 ScreenTip style : hién thi kiéu hudng dan ScreenTip

e User name : tai khoan sur dung.

« Initials : ki tu dau tién cla tai khoan,dung dé viét tat.
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Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Visio Options
General ABC| o
X { Change how Visio corrects and formats your text.
[ Proofing
Save AutoCorrect options
Language Change how Visio corrects and formats text as you type: [ AutoCorrect Options...
Advanced

When correcting spelling in Microsoft Office programs

[¥] Ignore words in UPPERCASE

-/j Ignore words that contain numbers
7| Ignore Internet and file addresses

[] Flag repeated words

[] Enforce accented uppercase in French
[] Suggest from main dictionary only

Custom Dictionaries..,

French modes: Traditional and new spellings EI
Spanish modes: | Tuteo verb forms only [z‘

When correcting spelling in Visio

[¥] Check spelling as you type
|| Hide spelling errors

OK

| [ Cancel

Hinh b : kiém tra (Proofing)

kiém tra chinh ta.

website.

Phap.

Flag repeated words : danh ddu nhiing tir can nhac lai.

Suggest from main dictionary only : dé nghi tir tir dién.
French mode : tuy chon cho kiéu tiéng Phap

Spanish mode : tiy chon cho kiéu tiéng Tay Ban Nha.

Check spelling as you type : kiém tra chinh ta khi nhap chir.

Hide spelling error : 16i chinh ta dugc an di.

Change how Visio corrects and formats text as you type : thay doi
Ignore words in UPPERCASE : bo qua gach dudi nhitng chur viét hoa.

Ignore words that contain numbers : bo qua gach dudi nhiing chir s6.

Ignore Internet and file address : bd qua nhiing tap tin ch(r dia chi

Enforce accented uppercare in French : bat budc viét hoa trong am tiéng
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Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Visio Options
General .
Customize how documents are saved.
Proofing
{ Save Save documents
Language Save files in this format: | Visio Document E]
Advanced [] save AutoRecover information every |10 ~| minutes

D Prompt for document properties on first save
Offline editing options for document management server files

Save checked-out files to:(
@ The server drafts location on this computer

() The web server

Server drafts location: | C\Users\ICT\Documents\SharePoint Drafts\

Browse..,

[ OK ] l Cancel

Hinh c : Iuu lai (Save)

o Save AutoRecover information every : luu véi tinh nang tu déng phuc

hoi.

» Prompt for document properties on first save : hién thi khung thuéc
tinh & [an luu dau tién.
e The server draft location on this computer : luu lai ban nhap tur may

tinh.

e The web server : luu tai may chu web.

« Server draft location : dudng dan ban nhap.
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> : — Tm—— =
Visio Options a2
T ea— - o acse
General == ) i
%<~ Set the Office Language Preferences,
Proofing e
Save Choose Editing Languages
[ Language ] Add additional languages to edit your documents. The editing languages set language-specific i)
features, including dictionaries, grammar checking, and sorting
Advanced Editing Language Keyboard Layout  Proofing (Spelling, Grammar...)
Customize Ribbon English (U.S.) <default> Enabled '? Installed Rerooe
Vietnamese Enabled ), Not installed = <
Quick Access Toolbar | Setas Default |
Add-Ins < i r 2
rustCenter [[Add additional editing Ianguages] El dd
Choose Display and Help Languages
Set the language priority order for the buttons, tabs and Help >
' Display Language } Help Language P
1. Match Microsoft Windows <defau !» “ | |1 Match Display Language <defai| | - |
1 2.  English [3 2. English [E L
< | T | < | T | »r
|> View display languages installed for each Microsoft Office program
g, How do I get more Display and Help languages from Office.com?
Chnnes SeraanTin | anonans Y

[ OK ] [ Cancel
~
Hinh d : ngbn ngir (Language)
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~
Visio Options

General
Proofing
Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

j Advanced options for working with Visio.

Editing options

[¥] Enable live dynamics ¢
2
[V] Delete connectors when deleting shapes
(]
[¥] Enable transitions

Enable connector splitting

Enable AutoConnect

[7] Zoom on roll with IntelliMouse

Center selection on zoom

[7] select shapes partially within area

[7] show more shape handles on hover
[¥] ShapeSheet formula AutoComplete

Maximum number of undos: 20
Automatically zoom text when editing under: |8

Freeform Drawing

Tight
Precision: |‘J
Tight
Smoothing: |—J
Ink Tool
Slow
Auto-create speed: |_J

4 ll4l»

points

Loose

Loose

Fast

OK

J [ Cancel

!

Hinh el : bang md rong (Advance)

e Enable live dynamics : bat chic nang live dynamic.

o Enable connector splitting : bat chific nang tach két nai.

e Delete connectors when deleting shapes : xda két n6i khi da xda cac mé

hinh.

o Enable AutoConnect : bat chirc nang tu dong két noi.

» Enable transitions : bat chiic ndng chuyén tiép.
e Zoom on roll with IntelliMouse : phong to bang cach I1an chudt.

o Center selection on zoom : bang phdng dai.

 Select shapes partially within area : chon mé hinh 8 mét phan ctra sé.

o Show more shape handles on hover : hién thi nhiéu mé hinh & 6 diéu

khién.

o ShapeSheet formula AutoComplete :cong thic tinh tu dong hoan thanh.
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Visio Options l 2

General Display

Proofing
Show this number of Recent Documents: 12 >

Save Show this number of Recent Templates 4 5

Language lz‘ Show New screen on launch
[¥] Show Smart Tags

Advanced _
|| Show Shapes window ScreenTips

Customize Ribbon [¥] Show other ScreenTips

[¥] Show shortcut keys in ScreenTips

Greek text under: 4 >
Stencil spacing

Quick Access Toolbar

Add-Ins
Trust Center Characters per line: 12 s

Lines per master: 2 %

Default units
Text: Points B
Angle: Degrees E]

Duration: |Days E
[T] Always offer ‘Metric' and 'US units' for new blank drawings and stencils i

.

Save/Open

[¥] show file save warnings
[¥] Show file open warnings
Language for file conversion on Open
@ Let Visio decide language
) Prompt for language
(7} Use the following language:

English (U.S.)

Shape search

[V] Show Shape Search pane ¥

| ok | [ cancel

Hinh e.2 : bang md& rong (Advance)

e Maximum number of undos : sO lan t6i da khi xda trang thai vira thuc
hién.

e Automatically zoom text when editting under : tu dong phong tai chir
viét khi s(ra.

e Show this nhumber of Recent Document :hién thj s3 tai liéu sir dung gén
day nhat

o Show this number of Recent Template : hién thi s6 mau chi dé dudc s
dung gan day nhat.

o Show New screen on launch : hién thi man hinh méi & thanh khdi chay.

o Show Smart Tags : hién thi chirc ndng Smart Tags.

o Show Shape windows ScreenTip : hién thi ScreenTip & cra s6 md hinh.

» Show others ScreenTip : hién thi nhitng ScreenTip khac.
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o Show shortcut key in ScreenTip : hién thi khda shortcut trén ScreenTip.
e Greek text under : gach dudi van ban chir Hy Lap.
» Show file save warnings : hién thi canh bao khi luu tap tin.

» Show file open warnings : hién thj canh bdo khi mé tap tin.

Visio Options 2
General Duration: |Days E] &
Proofing [7] Always offer ‘Metric' and "US units’ for new blank drawings and stencils (i
Save Save/Open
Language [¥] show file save warnings

[¥] Show file open warnings

Advanced ‘ _ :
Language for file conversion on Open

Customize Ribbon @ Let Visio decide language

) Prompt for language
Quick Access Toolbar :
) Use the following language:

Add-Ins English (U.S))

Trust Center SHape seanh
[¥] Show Shape Search pane
Search for:

@ All of the words (AND)

' Any of the words (OR)
Sort results:

@ Alphabetically

(7) By Group
[7] open results in new window

[¥] warn when results are greater than: 1

General

[7] Run in developer mode i

[¥] Enable Automation events

|| Open each ShapeSheet in the same window
[T put all settings in Windows registry

[¥] Show customer submitted Office.com content

File Locations...

Hinh e.3 : bang md rong (Advance)

» Show Shape Search pane : hién thi khung tim ki€m md hinh.
e All of the words(AND) : tim kiém vdi tur khda chinh xac.

e Any of words(OR) : tim kiém véi bat ki tur khoa .

o Alphabetically : sép xép theo bang chir cai ABC..

e By group : sap xép theo nhém.

e Open results in new window: md bang két qua & clra s6 mdi.

e Warm when result are greater than : thong bao khi két qua 16n han.
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e Run in developer mode : chay bang develop.

« Enable Automation events : bat chiic nang tu ddng diéu khién theo su’
viéc.

e Open each ShapeSheet in the same window : m& mdi shapesheet trén
clra s6 tuong tu.

e Put all settings in Windows registry : dat cac thiét Iap trong hé thong
Windows registry

» Show customer submitted Office.com content : hién thi ndi dung cac

yéu cau khach hang cta website Office.com

Visio Options ? l&’
General f‘ ) .
Customize the Ribbon.
Proofing
Choose commands from: Customize the Ribbon: i
Save Popular Commands E] Main Tabs E‘
Language
4, Bring to Front - Main Tabs
Ad d r
L 5~ Connector Ei:' ;1 :"0"1':
: # [V]Inse
Customize Ribbon ’ 53 Copy ﬁl :
; $% Cut [+ [V] Design
Quick Access Toolbar A" Decrease Font Size &3] !, Data
X Delete [+ [¥] Process
Add-Ins ) Ellipse [# [¥] Review
e i [ [¥] View
= E-mail 4
Trust Center 0 ok iz 5 [7] Developer
A Font Color > [ Code
Font Size Tv [# Controls
J Format Painter [ Shape Design
I Group [# Stencil
A~ Increase Font Size [* Show/Hide B
N, Line [# SDK Tools
3 New # [¥] Add-Ins v
= Open . @ [¥] stencil
E Paste 1 # [¥]Icon Editor
:é Paste Special...
Lﬂ Picture...
R Pointer Tool
| @, Print Preview
& Quick Print
[] Rectangle
l# save
@ Save As
4 sSend Backward New Tab I [ New Group ] [ Rename... l
&
;:‘l ]S-end to Back Customizations: i
ext L
IE] Ungroup - Import/Export ¥ |0
| [ OK ] { Cancel

Hinh f : ty chinh thanh ribbon

Tai khung Choose command from chon cac nut chdc nang va thém vao thanh
ribbon d€ st dung MS Visio 2010 nhanh chéng han.Ban cd thé tao thé méi bang

céch click vao New Tab dé thém vao cac nit chirc ndng thudng s dung.
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VGi Quick Access Toolbar ciing tuong tu nhu trén,nhung ban sé thém nut chirc

nang vao thanh céng cu x li nhanh.

j 1* Calibri
bi| 23

Design Data Process

0

¥ i8pt. . K Av

Paste . B 7 U abe Aav | A ~ ==&
3 j = ==y =S| =s
Clipboard | Font i Paragraph
Shapes
N -
Hinh g : quich access toolbar .
— = —
Visio Options F— ‘- - m
Praad S T - S —— —— ., -
General a3 " . :
<y View and manage Microsoft Office Add-ins.
Proofing
Save Add-ins
Language Name ~ Location Type
Advanced Active f’\.pplkaﬁoq .Add-ins
No Active Application Add-ins
Customize Ribbon
Inactive Application Add-ins
Quick Access Toolbar No Inactive Application Add-ins
Add-Ins Document Related Add-ins
T No Document Related Add-ins
Trust Center
Disabled Application Add-ins
No Disabied Application Add-ins
Add-in: Active Application Add-ins
Publisher:
Compatibility:
Location:
Description:
| Manage: CM-s
[ ok | [ cance |
8

Hinh h : phan mé réng ing dung cho MS Visio 2010 (Add-In)

PE thém céc phan ('ng dung md réng,tai muc Manager click vao Go.Sau do click

vao Add va chon add-in .
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— P —— e — e [ — D[S
Visio Opticn: 24 - — L2

General
@ Help keep your documents safe and your computer secure and healthy.
Proofing
Save Protecting your privacy
Language Microsoft cares about your privacy. For more information about how Microsoft Visio helps to protect your privacy, please
see the privacy statements.
Advanced i e >
Show the Microsoft Visio privacy statement

Customize Ribbon Office.com privacy statement

Customer Experience Improvement Program
Quick Access Toolbar

Add-Ins Security & more

Trust Center Learn more about protecting your privacy and security from Office.com.

Microsoft Trustworthy Computing

Microsoft Visio Trust Center

The Trust Center contains security and privacy settings. These settings help keep your

computer secure, We recommend that you do not change these settings. [ Trust Center Settings... J

[ OK ][ Cancel ]

Hinh i : bao vé sg do an toan.

Click vao Trust Center Settings dé€ thiét 1ap bao vé cho so d6 cua ban.
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