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1. Khai quat vé HTTT

1.1. Li thuyét hé thong

La mot tap hop cac phan ttr c6 twong tac voi nhau
tao thanh mét tdng thé tich hop nham thwe hién mét
muc tiéu nao do.

Vd: hé thong giao thdong, hé thdng tai chinh..

Mbi hé thdng dwoc mé té bang cac ranh gi¢i khdng
gian va thoi gian va bi anh huwdng béi moi tredng
Céc phan to nam ngoai hé thong co tac déng, anh
hwéng tdi hé thong dwoc goi la méi trwdng

Gitra moi trwdng va hé thong cé tac déng téi nhau




1.1. Li thuyét hé théng (tiép)

Pau vao

HE THONG

Paura

< Tac dong ctia moi trwdng [én hé thong goi 1a dau vao
< Tac ddng cla hé thdng 1én moi trwdérng goi la dau ra




1.1. Li thuyét hé thong (tiep)

Pac diém cua hé thong:
C6 cau triic gom céac thanh phan, bo phan
hodc dac diém hiru hinh
Co6 cach thire hay phwong thire xe li
CO muc tiéu hoat déng

Phan loai hé thdng co ban:

Hé thdong dong

Hé thong déng co quan hé
Hé thong mé&

Hé thong kiém soéat phan hoi.




1.1. Li thuyét hé thong (tiep)

= CA&c thanh phan cua hé thong théng tin
= Dau vao (Input)
= DPau ra (Output)
= B6 xtr ly (Processor)
= Kiém soét (Control)
= Phan hoi (Feedback)
= Ranh gi¢i va giao dién (Boundary & interface)
= MOi trwwdng (Environment)




1.2. He thong thong tin doanh
nghiep

La hé thong thu thap, Iwu trl , xt Ii va cung cép

thong tin cho muc tiéu dwa ra quyét dinh va kiém

soat hoat dong cua DN

dwoc cau thanh tir nhiéu hé thdng nho

la hé thong mé s dung chu trinh 1-P-O




1.3.Cac loai hoat dong quan li

Ké hoach chién lvoc
Thiét Iap muc tiéu dai han, cach s dung va sap xep
cac nguon lwc

Kiém soat quan tri
Puwa ra muc tiéu cu thé dwa trén muc tiéu chién lwvoc

Do cap quan |i trung gian(phu trach chi nhanh, ké
toan..) thwc hién

Kiém soat hoat ddng cu thé
La hoat ddng chi dao, gidm sat cac hoat ddng cu thé




1.4. Cac thanh phan cua HTTT
DN

Hé thong xtr |y nghiép vu (TPS — Transaction
Management Information Systems)

Hé thong thong tin quan |i (MIS - Management
Information Systems)

Hé thong ho tro quyét dinh (DSS — Decision
Support Systems)

Hé thong thong tin chi dao (ESS — Executive
Support Systems)




e
a. Hé thong xtr li nghiép vu

* La hé thong co ban
cua DN dé ho tro cac
cong viéc hang ngay

- C!"lng Cép thﬁng‘ t|n Chl Sales
tiet va co ban ve toan " S,
\ —‘

bd hoat ddng hang —

ngay Warehouse ————» "3 ;..____ plages
= Input: s} /v<“- purcnsses
. Kinh’doanh w— . R
« Thué
e Nhan sw

e Kho




e
b. Hé thong théng tin quan li

* La hé thong tong hop céc
théng tin cua hé thong xu li
nghiép vu

= Cung cap thong tin tdng hop

hon cho cac cap quan li . I |
| Database | '__—_ — _:
= |nput: csdl giao dich - 7 [ eudet
== '::_—-_1‘:'3‘;,{“ J-_-;gpﬂrtz .

" Ouput T,
p J'tli_ﬁghEdeES : ﬁ\j.Sates B |

« Bao cao ngan quy summary
» B&o cao kinh doanh profit/Loss |

 Bao cao 16 lai e

 Tién d6 san xuat




e
c. Hé thong ho tro quyét dinh

= L& hé thdng tbng hop
cac thong tin cua hé
thong quan tri

I i
| Transaction !
I

= La théng tin tdng hop e
bao goém thong tin vé — 1 ..i”'m"“”ﬁ Lx
linh vwe kinh té, van JLmdmm & N
héa, x& hdi phuc vu e o A fradeﬁgE“i
Cho VIéC |ép ké hoaCh Australian | Farecasts_ 1| *

Ch|én |U’O’C dé] han’ Lfnsus ‘ trends, analysis |

gidi quyét cac van dé
co tinh tong hop




e
d. Hé thong chi dao

= L& hé thdng hé tro’ cho viéc
chi dao “LEXECUTIVE INFOR

R e
._..1:"-\.-.,

1"

= Cung cap thong tin can TR
thiét cho nha quan tri cao :
cap bang cach tom tat va
trinh bay di liéu & muc tap
hop cao nhat

= Muc dich la thu nhiéu dir
liéu tlr nhiéu ngudn khac
nhau réi tich hop va hién
thi két qua dwdi dang bao
céo tiéu chuan

-

= La hé thdng méi, dwoc ky
vong




e. Hé chuyeéen gia

= L4 hé thong théng tin
dac biét v&i chirc nang
cung cap |&i khuyén
va s giup d& vé céc
van dé ban cau truc

= Dw doan nhirng van
dé nao dé cla hé
thong

= X li di¥ liéu dau vao
dwa trén nhirng hiéu
biét da dworc tich lly
trong hé thong




Executives

Senior
Managers

Middle
Managers

Workers

Executive
Information
Systems

Decision Support
Systems

Management Information
Systems

Transaction Processing Systems




2. Khai quat ve HTTT Tai chinh
DN

2.1 Khai niém
la hé thong thu thap, Iwu triv, X li va cung cap thdng
tin cho muc tiéu dwa ra cac quyet dinh va kiem soat
hoat dong vé tai chinh cua doanh nghiép
Trong cac théng tin phuc vu lanh dao ,vé quan li,
théng tin tai chinh dwoc quan tdm nhat cua moi
doanh nghiép vi muc tiéu lgi nhuan
HTTT tai chinh thwong gan lién voi HTT ke toan dé
duwa ‘trén cac soO liéu ké toan ma cung cap cac théng
tin vé tinh hinh té,li chinh cilng nhu’ moi khau trong
qua trinh san xuat va tai san xuat trong doanh nghié

- 0. V0 A
p— L R
e
L




2. Khai quat vé HTTT Tai chinh

= 2.2 Céc thanh phan:
= HTTT tai chinh c4 nhan

= HTTT tai chinh nhém
= HTTT tai chinh doanh nghiép

= Phan clng

= Phan mém tai chinh — ké toan
= D{ liéu tai chinh — ké toan

= Tha tuc tai chinh — ké toan

= Con nguoi

= HTTT tai chinh tac nghiép
= HTTT tai chinh sach lvoc




3. Mot s6 cong cu

= COng cu soan thao van ban

= COng cu bang tinh

= COng cu trinh chiéu

= Cong cu quan tri co s& dir liéu




3.1. Tron thw voi MS Word

Churc nang Mail Merge (Tron thw) trong

MS Word dé tao ra cac thw méi hay phiéu

bao diém...

giup nguwdi str dung gidm dang ké thoi

gian x ly van ban trén may tinh

Tinh nang nay dung:
chen thong tiq d lieu khac nhau vao mot tai
liéu van ban c6 dinh nao do

bang cach két hop 2 nguon thdng tin lam 14k




Qui trinh tron thw

Mau vin
ban chinh

Dix liéu
can chen.

J\ Tron thw
\ (Mail Merge}

Tai liéu
hoan chmh.




E o

[ Tooks | Teble Window Help m—
J Spelling and Grammar... F7 100% - Read

Research... Alt+Click T Select document type

Language - ' . ' ' ' mﬁ t}rpe_::nfdomment are you

w (Mail Merge) warking an:

Ward Count... (3) Letters
! =peech ron thw 1a mot trong cac t O Envelopes

Shared Workspace. .. van ban trén may tinh Tit O Labels

- - () Directory
I Letters and Mailings 3 | Mail Merge...
: ) Jaﬁb Letters
Customize. .. Show Mail Merge Totlbar
Send letters to a group of people.
Options... =1 Envelopes and Labels... ‘You can personalize the letter that
) each person receives,

! e R Click Next to continue.




= O man hinh ké cho
phep ban chon dinh
dang thw nao dung

lam tai liéu chinh. e o~ Eu——

Select starting document

Trong treong hop vi

letters?

du néy ban dung téi (¥) Use the curren t documen t

) Start from a template

lieu hién hanh thi e

Use the current document

chon nhw hinh va et
nhap Next.

to add recipient information.




= Man hinh ké cho
nép ban chon noi
nan, treong hop nay

nang ta sé tao mot gon

danh sach m&i nén e

) select from Outlook contacts

ban chon vao Type a e

> O

@)

n eW I iSt, XO n g n h é p T:;amf:ar:iz and addresses of

recpients.

vao Create... ——




Thém ds dia chi

HOp thoai nay cho phép
ban nhap danh sach
nhirng ngwdi can thém
vao thw cua ban, cac chi
muc & trén cé thé sé dw
thtra, ban cé thé xoa
bang cach chon nut
Customize..., @ hdp
thoai Customize Address
List ban chon cac muc
trong Field Names va
nhép Delete dé bé.

Enter Address information

New Address List E
o

Title |

First Mame |

Last Mame |

Address Line 1 |

Address Line 2 |

|
|
|
Company Mame | |
|
|
|
I

Gity |
[t |
s
| mewEntry || DeleteEntry | | EindEntry... | [FiterandSort...| [ customize... |
View Entries
View Entry Number E e Me
Total entries in list 1




man hinh sé tré lai phan
New Address List nhwng
lan nay da dwoc bd baot
thdng tin khéng can
thiét, ban nhap théng tin
vao, nhap xong ban
nhap New Entry dé nhap
tiép, c thé lan lwot dén
hét danh sach, xong
nhap Close, hop thoai
xuat hién yéu cau ban
lwu tap tin nay lai, khi
ban nhap Save thi man
hinh sé m& hop thoai
Mail Merge Recipients
nhw sau

Mail Merge Recipients

To sort the list, dick the appropriate column heading. To narrow down the redpients displayed by a
specific criteria, such as by dty, dick the arrow next to the column heading, Use the check boxes or
buttons to add or remove recipients from the mail merge.

List of recipients:
| First Name | Last Name ¥| Company MName
mlionh  JAhThor  |HAGL |
LLrdng C&m An T-Link
Tran Kim Quan Viettel
MguyEn Mgoc Vigt Tudn ABM
yurang Maoc Phurang SGN
[ Select Al ] [ Clear Al ] [ Refresh ]
| End. || Edt. || valdate |




= Trong hop thoai nay
thi cac thong tin ban P v
da nhap sé duwoc thé e our e
hién, nhép OK dé ke your et e o

To add redpient information to

vour letter, dick a location in the

A ’
do n g y document, and then dick one of

the items below,
] Address block...

= Tiép theo ban nhap 2 e,

|E§ Electronic postage...

Next tai thanh Mall 1 o .
Merge, mé.n h\lnh né,y When you haueﬁnilsll';edwriﬁng

your letter, dick Mext, Then you
can preview and personalize each

sé cho ban viét thw S




= Tai day ban nhap vao
lién két More items...
dé thém cac trwdng
(fields) vao tai liéu,
hop thoal Insert
Merge Field sé xuat
hién.

Insert:
() Address Fields {¥) Database Fields

[ﬂatﬁFields...]L Insert J[ Cancel ]




= Tai day ban lan lwot
chon cac dong First
Name, Last Name va
Company Name roi

CONG HOA XA HOI CHU NGHIA VIET NAM

nhan Insert. Khi dé P p=Todo i phic
c?c I’:|eld duwoc chAen NGO
Se CO dang Sau tren Kinh giri (Ong/Ba): «First Name» «Last Name»

Thugc cong ty: «Company Name»

man hinh soan thao.




= Tiép theo ban nhap
Next & thanh Mail — ,x
o 16| ~ J—

Merge, man hinh I
soan thao sé chuyen on e

another letter, dick one of the

cac Field thanh d¥
Ileu Cho ban Xem %Findaredpient...

Make changes

You can also change your recipient

trivdc, tren thanh Mail S
Merge sé hién ra nhw o

When you have finished
previewing your letters, dick Next.

S au : Then you can print the merged

letters or edit individual letters to
add persona | commen t=.




= Man hinh nay thong
bao Mail Merge da
san sang tao tron thw ; -
cho ban, dé chinh lai o
cac thw ban nhap vao

muc:




= Luc nay hop thoai
Merge to New
Document sé& xuéat
hién, ban chon All va
nhap OK




3.2. Str dung bang tinh Excel

Pac trwng co ban cua cac bai toan kinh té,
tdi chinh & phai x& Ii mét sd lwong 16N
cac bang biéu

Phan mém bang tinh dién t&r EXCEL dang
dwoc s dung rat rong rdi va hiéu qua
trong cac HTTT kinh té, tai chinh




Cac chirc nang chinh cua Excel

T6 chirc di¥ liéu & bang tinh

Sap xép, phan nhom div liéu

Loc, két xuat di liéu

Biéu dién d liéu & dang biéu dd
Phan tich di¥ liéu va tién hanh dy bao
Tinh toan bang cac ham chuén

Quan tri Co so di¥ liéu

Tro gilp gidi cac bai toan kinh té




e
Bai toan Quy hoach tuyén tinh

Hiy xac dnh vec to X = (X, X, ..., X,) #ao cho ham muc tien
F=1X)=cX; +X; +..+c,X, - Max (hoac Min)

Thoa man cac rang buoc :

3]

Noa, X =b, (ie I))

J=1
ZI%J{J = b (ie I,)
=
Y oa,X ;= b, (1€ 1)




Vi du:

Viét Thang la moét trong nhirng céng ty dét
may xuat khiu I&n & Viét Nam. Cac mat
hang may chl yéu cta céng ty 1a bludong,
40 bd, so' mi va quan bd. Mot cdng ty
nhap khau & My mubn dat hang loat 16
hang cho Viét Thang v&i gia mua dinh
san. Biét rang néu may mét bludong thi
cong ty lai dwoc 4%, mot o bo 1ai dwoc
2%, mot so mi 1ai dwoc 1$, mot quan bo 1ai
dwoc 3$. Biét gia thanh cla mét Bludong
la 9%, ciia mot ao bo 1a 4%, ciia mot so mi
la 2$ va clia mét quan bo 1a 6$. Vi nguyén
vat liéu trong kho va ngudn tai chinh co
han nén céng ty phai lia chon cac
phwong an dé san xuat. Néu may ca 4 loai
hang trén thi tdng gia thanh khéng vuot
quéa 1600$. Néu chi may 4o bo, so mi va
quan bo thi tbng gia thanh khéng dwoc
vuot qua 900%. Néu may bludong, so mi
va quan bo thi tbng gia thanh khéng duoc
vuot qua 8403.

Xac dmh m0| Ioal san pham nen may bao

Goi X1 1a s0 lwgng bludong, X2 1a 0
lwvgng ao bo, X3 la so lwgng so' mi,
X4 la s6 lvong quan bo dw dinh may.
Khi d ham muc tiéu sé la:
F=4X1+2X2+ 1X3+3X4 >
Max
V@i cac rang budc:
OX1 +4X2 + 2X3 + 6X4 <= 1600
4X2 + 2X3 + 6X4 <= 900
OX1 + 2X3 + 6X4 <= 840
Do sb lwong cac san pham phai la sb
nguyén, khéng am nén
Xi >= 0 va phai la sb nguyén, voi i
=1,2,3,4.




M4 hinh toan bai toan QL ddu

tw

Goi Xy, X, X3, Xy 1a 86 hrong tien cong ty Dau khi dinh bo ra de mua
cac loai trai phiéu A, B, C, D (don vi tinh triéu VND). Khi do, 1:1::r11':'E
tien lii hang nim la: |

F = 0.073X; +0.085X; +0.078X5+ 0.081Xy — Max
Vo1 cac rang buoc:
N XX+ = 600
0553 — 0453, + 0553 — 0453, = 0
0253 — 0753, + 0253+ 0253, = 0
XNy o= 100, Xp = 300, X5 = 200, Xy =
No=0,1=1,23.4




Giai bai toan QHTT bang céng cu Solver

F=350%; + 300X; — Max

Cac rang buoc:

Xy +X; < 200(RI)

0¥, +6X; < 1566 (R2)

12X; +16X; < 2880 (R3)
X = 0 (R4)
X; > 0 (RS)

A, E C O E
1 |T6i vn mdt mue tiéu
2 Sinphdm XL X2
3 |3dn luting 0 1 ) * Tidng loi nhndn
4 |Ldi nhudn ddn +i $350 $300 $0
5
B |Cdc rang budc Bi sfdung Maudn hiz
7 R1 0 200
8 R2 9 B 0 1566
g R3 12 16 0 2880
10
11 | Ghi chi: D4=B4+B3+C4+_3
12 DI7=BT+B3+CTH_3
13 DR=B3*B3+C38*_3

DO=B9*B3+_9H_3




e
Bwoc 1: To chire dir lieu

= Bién quyét dinh: B3
va C3 . A | B [ € [ 0
\ - | T vu mét muc ticn
* Ham muc tieu: 2 Sdnphén VR
D4=B3*B4+C3*C4 S Singg | 0 1 0 Dhghiahuga
, . A 4 Ldinhudnddnvi  §380 §300 50
= Cac rang budc: o
n nhép hé Sé tal CéC 6 %Cicrét;gllbuﬁc 1 1 Bi s.t;dung Ng;;glm
B7:C9 3| R : 6 0 1566
= Lwong tai nguyén tai TR . 0 280

cac 6 D7, D8, D9

= Quan hé rang budc:
E/7:D9




~ Bwéc 2: Khai bdo théngsé

= Chon D4 r0i Solver

Tools\Solver
: 2 x
= Set Target Cell: D4 mmm IE_I_I
= Equal to: Max dé toi Tl et Cwes B o
da hda lgi nhuan | T s
~Sulijecl Lu U Conslraiils: Optiors
Al

Change

J el Resel Al
- e

Felp




Buoc 3:

= Nhap B3:C3 tai By
Changing Cells: la

vung dia chi cac bién 21
X . gt Target Ce %
quyét dinh (twong I
2 -3y Changing Cells:
tru;ng Iwo’ng san — -
pham X1 Va X2 Can “SubijeLt Lu Ui Conslraii ils: Optiors
phai san xuat). d
Change
—r Recet Al
ﬂ Eelp




= Thém cac rang buoc

vao Subject to the
Constraints

= Nhap nut Add

= chon vung dia chi
D7:D9 tai Cell
Reference

= chon dau <=

= chon E7:E9 tai
Constraint.

2| x|
Cell 2efzrence Crnchrsint:
|sD$7: 4043 5] <= j [sc47:4084l -t
Ok Cancel | add | Hep |
Add Constraint llij
Cell 2efzrence Cnnstraint:
|sB$3: 443 ﬂ |;== El |o .y
oK Cancel | add | Help |
21 xl
Sek Target Zel: [$034 Ry
Fryial T ¥ Max © Ma © Yalusof: Iﬂ Chse I
2y Changing Colls
[se533cse %] Guess
~Subjet Lo U Cunsbeg s Optiors
$E§54C45 ==10 = acd
$047:3049 <= 4E$T:4E49 _I —J
Change
Reset Al I
LI Jelete




Buwoc 5:

= Nhap nut Solver dé chay
Solver, sau do hop thoai

ket qua xuat hien 21x]
: K_eeE) SOl}/GFSOlUj[lOﬂZ qu Solver found asolution. All constraints and optimaity
lai két qua dang hién trén  condtions e satisfied, Reparts
man hinh — , er 2]
L. « Kezp Solver Solusion, o
- | e em———— Limits
* Restore Original Values: . 00 o e |

gitr lai gia tri ban dau

ok | cael | SaveSeenmio.. | Heb |




St dung céng cu trinh chiéu PowerPoint

3.3.1. Lam quen v&i céng cu trinh chiéu
PowerPoint
Microsoft PowerPoint (PowerPoint - PP) 1a modt phan
mém dwoc tich hgp trong bd Microsoft Office.
Cong dung: Tao ra cac Slide phuc vu cho viéc
thuyét trinh mét néi dung hay mét van dé nao do tai
cac cubc héi thao, giang day, bao vé luan van tot
nghiép...
Khéi dong: chay tép chwong trinh  chinh
POWERPNT.EXE (5 cach)
Thoat: (4 cach)
Ctra sb lam viéc cta PP: twong tw MS Word.



Presenter
Presentation Notes


C1: start – program
C2: shortcut tren desktop
C3: Lenh Run
C4: Mở My Computer – tìm đúng tệp POWERPNT.EXE
C5: Nháy kép vào một file PPT đã được có.


PROBLEM > presentation UNDERSTANDED




Mot so hinh thirc thuyét trinh
= Speaking only... j

= Speaking and writing...

= Speaking and showing...

= Speaking, showing and

O S S
. 24/10/2004 — e g



e
Chuan bi moét bai thuyet trinh

= NOI dung (content)
= Khan gia (audience)
= Hinh thirc (methodology)

= Tw lieu (material)

= Cho khan gia

= Cho ban than




& chwong trinh tot cho phép
chuan bj tw liéu thuyét trinh dang slides.

Moi trang man hinh ma khan gia dwo'c xem goi 1a mét slide.




Str dung cdng cu trinh chieu PowerPoint

Thiet ké tép trinh dién bang PP
Tép trinh dién (Presentation hay
SlideShow): bao gdbm mot tap cac trang
trinh dién dwoc sap theo thi tw.
Moi trang trinh dién (Slide) chiva cac
thdng tin can trinh bay.
Mot tép trinh dién dwoc ghi thanh mot tép
c6 dudi mé réng la .PPT (néu & dang |
Power Point Show thi co dudi m& rong Igte,



Presenter
Presentation Notes






PPT có thể chỉnh sửa
PPS chỉ có thể xem, ko chỉnh sua hoac copy noi dung


QUY TRINH TAO SLIDESHOW

Tao mot tép trinh dién maéi

Chon 1 mau Slide cé san tir Slide Design
hoac tr mot Slide da co

Pinh dang Slide Master

Nhap n6i dung cho Slides

Tao hiéu tng riéng cho céac Slides bang
Custom Animation

Tinh chinh riéng cho tirng Slides
Lrinh chié ieu ="

31/07/2019 7




Chon mau thiet ké v&i Slide Design

= DUng dé tao mau thiét ké
chung cho toan b cac Slide
= Menu Format -> Slide
Design
= Design Templates: Chon
cac mau Slides c6 san
= Color Schemes : Chon
mau nén
= Animation Schemes:
Chon hiéu rng

L ———

! Slide Design -

&l Design Templates
(==t Color Schemes
=% Animation Schemes

Apphy a design template:

- mmmaemE st es . ———




e
Chon mau thiet ké v&i Slide Design

! Slide Design -

= Dung dé tao mau thiét ké chung

&l Design Templates

cho toan b6 cac Slide e
= Menu Format -> Slide Design e — 7

= Design Templates: Chon cac -
mau Slides c6 san

= Color Schemes : Chon mau
nén

= Animation Schemes: Chon
hiéu rng




inh dang Slide Master

Slide Master chira cac dinh
dang chung cua toan bd cac
Slide trong bai trinh dién.
Menu View -> Master ->
Slide Master

Pinh dang cho phan tiéu de
va 5 mic cua phan ndi
dung (thwc don Format )

Bam Close Master View dé
dong lai

Click to edit Master title style

Title Area for AuioLayouisi

* Click to edit Master text styles

»Second level
* Third level

- Fourth level
» Fifth level

Chiect Area for Autolayouts

| dateltime: P dooten P |
: Date Area Footer Area Number Area!




Nhap noi dung cho Slide

Nhap noi dung van ban, dung phim Tab va Shift Tab dé thay doi
cac mwc phan ndi dung
Thém 1 Slide méi:

= Chubt phai -> New Slide hoac

= chon nut cong cu New Slide hoéac

= menu Insert -> New Slide hoac

= bam phim Ctrl + M
Xoa 1 Slide: chon Slide, chubt phai -> Delete Slide, hoac Edit ->
Delete Slide
Céc thao tac sao chép, di chuyén, dinh dang... twong tw nhw trong
Word, Excel
C6 thé chén cac dbi twong dac biét tir thwe don Insert
V& céac dbi twong hinh hoc bang thanh céng cu Drawing
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Chen cac nut dieu khien

= Slide Show -> Action Buttons -> Lwa chon nut
diéu khién
= Lwa chon Hyperlink to trong Action Settings

(%) Hyperlink ko
Mext Slide ]

|Previous Slide
First Slide

Lask Slide

{Last slide viewed
End Show

.;:;. iMext Slide e

| £
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Nhap noi dung cho Slide...

= Tao Hyperlink cho khoi van ban
= Chon doan van ban
= Chubt phai -> Hyperlink
= Lwa chon slide hoac file link toi
= Tao Header — Footer
= Chon thwc don View / Header and Footer
= Lwa chon, Apply...
= Chén Am thanh, Video, so trang... ttr menu
Insert

e L
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