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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.

Chtrc 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:



Phién bdn thiranghiém =tuudhomb ndi-bé sMicrosoft Mietnatmile goc Gé xem toén b céc trang

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

Eﬂlj 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 Tompilate

+ 3 vome

Hecently Used Templete:

& o
¥ ‘&

Bawc Network Actoow D

Crom-Functonel
Flowchant {US umity)

Template Categotioy

4 -2 e
!

Butirats  Engnesting

—

o om
Schedule  Software and
Other Ways 1o Get Started

<

O¥icecom Sempie

Irwng templates

Disgram (LS units wmats)

New fram
diagrama washing

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

meciory (US

Tai khung Choose a Template gém 3 phan : Recently Used

Cross Functional Flowchart (US units)

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

Y4y | ol

Eh

@ |

e
|
|

—

&_Y
°8

Process Flow
Diagram (US units)

Work Flow Diagram
(US units)

Cross-Functional

Flowchart (US units) Diagram (US units)

Basic Network

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.



Phién bdn thirnghiém =tuudhomb ndi-bé sMicrosoft Mietnarmile goc dé xem to

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

R i i i1 1‘@@ ‘ Qﬁ g P

. @ | 2 %| | 9 5 |

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 do da dugc

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

Other Ways to Get Started

Q}EE

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



Home Insert Desf’én Data Process Review View

Choose a Template

€ {3 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.

Ve S5
Outign Outa Precens Wastow Wew O 7
. .« SyFae 2 ; nd
Colnt et A A Wil = A 4 Pondst foe > Fal gl :l y M fing
Copy &Y Conneter X o bioe = 4 e 2 Layers -
v ’ i P Auts Algn Poutty d
B 7 U deior A EEam k¥ A"r' G 2 sedow- l‘:_‘_;‘"r N 1e 5 sedins
! F .

H|nh 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
: S » T 8 & ]
Blank @ Picture Cllp Chart Container Callout | Hyperlink Text ScreenTip Object Field Symbol
Page ~ Art Drawmg v 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 Intent Devign Duts Wotsil Ravaw

S (]
Sl n e Aty t I__ } -
. Sive -

ape Selug

Hinh II 2 4 : thé 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
4 ) Microsoft SharePoint Foundation Services list
[ﬁ ML : () Microsoft SQL Server database
= (*) Other OLEDB or ODBC data source
=

' . (") Previously created connection
T
>

Cancel < Back 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



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 hdp bdo

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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W

Insert Design Data Process Review View

d Save

Bl Ssave As
>

e -

[ Open

Choose a Template

€ & (3 Home » General

B A
1 1
® * =

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

14
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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 chu d& con,MS Visio 2010 sé 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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I:I Rectangle
) Ellipse

Rounded
rectangle

¢ 45 degree

single

Il_ Right triangle

Shapes <
Search for Shapes (=] P
More Shapes [
Quick Shapes

[ Basic Shapes (U5 units)
Basic Shapes (US units)

| »

=
3,
]
e
m
I

— 45 degree
double

Q Center drag
circle
+ 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

3 ‘ Cahbel

= 8pt.
Haste

B 7 U #As- A

Qipboard

Y. Y

Detign  Dats  Procest

ANy

- ;’Cr.nnod-:n x
EWEEm OEFE L.

Paragraph

(7

..hnu - &y Being Focward -
e -

= shacow =

49 'CJ
o g :
o4 Send Backward
Auto Algn Portien o
& Space - '.‘Eif’”’“p 2

Shape Astange

3 Layers
W Selea ~
Eating

Shapes

Search for Shapes

Maoce Shapes
Quick Shapes
Banic Shapes (US unit)

( )circe

’—I Rounded ,/’\ Tenale
I— rectengle P25 Sl
e 45 degren s, 45 degres

Y duuble

-.\_/'v Hexagon

| QOctagon
o,
L8 StaeE

v

7 Center drag
o cirgln

D

Rught trangle 4’1': Cross -

=
N 49 M Pagel %3

41 <+ 13 15, 008

1ily

<.|‘,.w

Y EN £ TV T

TV AT TV OV .

rh! ‘.‘1‘,1,.“

Width 1510 Height: 1.5,

Angie @ | tnglan st | 23

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

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

LAM VIEC VOI
1. Gidi thiéu cra

I1I.

MO HINH.
s0 Shapes.
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