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NGOAINGU VOI BAN NGU|

NHUNG KHO KHAN SINH VIEN GAP PHAI KHI HQC

A ) Iy ” 5 7’
MON THU TIN THUONG MAI VA HUONG GIAI QUYET
LE THI THANH HA*

TOM TAT: Thu tir trong kinh doanh duoc dung nhu mdt hinh thirc giao tiép chinh thire giita cac
doanh nghiép. Thu tir cung cép nhimg théng tin quan trong va quy gia liéo quan dén linh vue kinh
doanh, chang han ohu giao dich mua bén, chuyén déi va phuc vu nhimg muc dich mang tinh phap i
Thur tir trong kinh doanh cting cén duge ding nhu nhimg tai ligu tham khao cho cdc giao dich trong
tuong lai gitra céc c4 nhan va té chire,

TU KHOA thu tin thuong mai; vin dé; giai quyét.

NHAN BAI 1 |/1/2019 BIEN TAP-CHINH SUA-DUYET DANG: 23/2/2019

1. it van aé

Trong qua trinh giang day neng Anh, ching t6i lhay réng, 4bi véi mot sinh vién, that
khong dé de viét mot 14 thu thuong mai do c6 nhimg tr& ngai va khé khan nhit dinh trong
qua trinh vlet Tac gia dua ra mdt s6 nhimg khé khin ma sinh viéo hay gép phai khi hoc viet
thur tin, déng théi cing dé cdp mot vai giai phap dé gitp cho viéc viét thu thuong mai duge
hiéu qua hon.

2. Khé khin

2. ] Dinh dang cia mpt vin ban thiong mai

Rét it sinh vién rt quan tdm dén chu tric ciia mét 14 thu thuong mai b{mg ueng Anh.
Théam chi ho ndi rang ko khéng chic va khonu nh¢ dinh dang ctia mét 14 thu hay maét 14 thu
lhucmg mai dién tir. Do d6, nhimg 13i sai vé cau tric truomg dugc dé tim lhay nhit trong cac
bai viet thr thuong mai cia sinh vién. Nhimg 15i pho bién nhu 1a cich mé va két mét 1a thu
Dear... or Yours sincerely, Yours faithfully, cach viét dia chi, ngay thang ndm va thic i cua
chiing.

Dudi day 13 mt vi du cho thiy 15i sai vé cach dat vi tri ciia dia chi, ngay, thang, nam:

11 Thornron Hill

Exeter, Devon.

EX4 4MN.

16th March 2003

My Frank Jones,

Marketing Department.

Topsham Toys,

Exeter, Devon

EX4 28.

2.2.Thiét ké npi dung

Sinh vién nhin thay kho khan khi hiét ké ndi dung mot van ban thuong mai. Cic y tudng,
lhong tn va sb liéu doi hoi phai ludn rd rang va chinh xac, phi hgp dé giop ngudi doc dugc
hiéu 6 va duge lhuyel phuc. Nhimg 15i sai phd bién ma sinh vién hay gap la viéc hiéu nhim
hoiic hidu khéng ki vé cac y trong kinh doanh, thiéu théng tin, 56 ligu, céch !0 chire ndi dung
khong khoa hoc va sy lién két mach van khéng r6 rang. Vi du cho 181 sat vé van dé nay:

Dear Ms,

1 have obtained your brochure sent on July 10 2010 and 1 find it very useful. I wonder if
you can supply more details of your products like models, colors...

* ThS: Dai hoc Sai Gon; Email: jennythanhhal 6@gmail.com
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[ think the prices you offered are too high and I hope that we could have a negotiation
about the selling price if [ buy in large quantity.

We hope to have further cooperation with your company in the future. Thank you.

Yours respectfully,

R& rang 14, thu thuong mai thudng duoc chia lam ba phin riéng bigt: phan gioi thiéu,
phén nol dung chinh bao gom ca thong lin lién quan, théng tin can, muc dich cba tic gia, va
phan két luan thé hlen 13 thién y cla thc gid vl ddi tic. Tuy nhién, sinh vién thinh thoang
kho nhan ra lam thé nao dé sip xép thong tin cho diing va hop i trong mot 14 thu thuong
mai.

2.3. Ngén ngit thur tin

Lon ve cach sir dyng ngdn ngir 1a mdt trong nhirng méi quan tam hang diu cua smh vién
khi viét thu thuong mati. Sinh vién lhu(mg c6 xu huéng dung nhimg tir thong fuc, neng long
hay nhimg tir khéng 1 nghia d& khién cho ngudi doc cam thdy bdi rbi, khé hiéu. Nguyén
nhén 1a do sinh vién Viét Nam b| anh huéng tiéng Viét, thuong cé xu buéng dich fir Viét
sang Anh, sir dung van phong ueng Viét nén ngudi doc Ja ngudi nudc ngoai s& rét kho hiéu,
Ngoai ra, ching ta ciing dé phan thay sinh vién thudng mac 18i trong viéc sir dung nhimg ki
higu chir ddu (BTW, AFAIK, ASAP.. .). Giai thich cho vin dé nay 1a do sinh vién bj anh
huong boi nhimg phuong tién giao tiep héng ngdy béng céng ngh¢ nhu smart phones,
Facebook and Yahoo,...Viéc diing hinh thirc viét tat dé 1iét k|¢m thoi gian 13 diéu cam ki
trong van phong thuong mai. Didu d6 thé hién su ciu tha va thiéu chuyén nghiép cia nguoi
viét. Bén canh d9, kha nang sinh vién sir dung ngir phip trong bai viét con rat han che Vi dy
nhu cach thay dbi tbi, sir dung danh xung khéng phu hgp, sir dung hinh thic vidt it thay vi
viét day a4, cach hinh thanh cdc lai dong tir trong cau,... Mt van dé quan tim khic d6 14
viéc chon loc tir trong van viét thu tin ctia sinh vién. SJnh vién van con dang & md1 truomg
hoc dueng, chua giao tiép nhidu véi cic doanh nghiép, nén rit xa la véi nhimg thanh ngir
thuong mai, khéng chon duoc nhitng thuat ngir kinh doanh phi hop nén dé din dén viéc viét
ra nhimng 14 thu thiéu sy chinh x4c, minh bach, 1o rang, trong tm, trang trong va chuyén
nghiép.

2.4. Vanphnng

Vin dé cét yeu cua loai thu tin thuong mai la mirc d6 trang trong cua la thu. Muc d6 d6
tiy thubc vao théng diép viia ngudn wel i quan hé clia ngudi viét déi véi ngudi nhan
Chang han nhu, mt thong bao ndi bd vé két qua ctia mét cude hop s& trang trong hon ral
nhlcu so véi mét thu dién tr méi mot dong nghiép cho mot buon gdp mét tro chuyén tan Au
cubi tudn. Tuong ty, van phong cita mdt thu d1¢n tu gui dén mét ngudi ban, ngudi dong
nghlep sé than mat hon S0 voi mét 14 thu giri dén cap trén cia minh. Vin phong trong giao
tiép thuong mai phéi (ruyen tai su kinh trong, lich sy va gifr khoang cach v&i ngudi nhén;
trong khi 46 véi thu gini cho ban, ngdn ngir rat than thi¢n va quen thudc.

Nhiéu sinh vién nhdn lhay ral kho dé nho va phan biét dau 1a ngdn nglr trang trong dau la
ngdn ngir than thién. He cho raug dién dal vin phong trang trong rat kho, dién dat béng ueng
Anh tham chi con khé hon cho du ho van biét réng vin phong trang trong 1a diéu bt budc
trong céc hinh thirc giao tiép thuong mai.

2.5. boc kiém tra

Poc dé kiém tra 1a gia doan cubi clng cua qué trinh viét v ciing khéng kém phan quan
trong vi déy la giai doan phai dam bao réng van ban phai dugc chinh xac, khong ¢6 15i sai vé
tir 16ng, ar mo hd va tich mach lac. Nhimg 14 thu trinh bay tot, chinh xac, d& doc s& thé hién
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tinh chuyén nghiép trong mdi tnrong lam viée. Nhimg 13i cAu tha, s& mang t6i nbimg cai
nhin thicu thién cam cia khéch hang dén doanh nghiép, tuy nhién, sinh vién thuong khéng
lvuy diéu nay, thuong hay méc nhitng 151 sa1 khéng dang 6. Sinh vién chua hiéu duoc rang
mdt khi thu giao dich di dugc gui, 46 la phu’(mg tién giao tiép s& ¢ nhleu anh huéng dén
tuong lai sau d6. Va nhimg thr 43 gini di 1oi thi khéng thé chinh sira hay viét lai.

3. Hwémg khic phuc

3.1. Pinh dang ciia mt van bin thiwrong mai

Sinh v1en phai tuan tha dinh dang chuan ctia mét 14 thu thu(mg mai. Mét 14 thu hoan
chinh bao gom mdt doan giéi thiéu, nhing doan nho théog tin chi tiét va mat doan két luén
tom it y ca 14 thy. Néu sinh vién 1am theo dung dinh dang ban dhu thi s& khong bi di sai
hu(mg Thém vao dé, ngudn viét ciing cén nén xic d;nh 13 minh cin phai hoi nhimg gi va yéu
cAu cu thé gi rrong 14 thu minh viét dé wranh gay hiéu nhidm hoic hidu sa1. Nguoi viét nén
luyén tip ohidu nhimg bai tdp luyén tip xac djuh dinh dang cua thu thuong mai, chﬁng han
nhu: Rearrange the letter parts; Identify the letter parts and put them in their correct p]aces
What is the missing information?; Fill them in... Ngoai ra, ngudi day ciing chn Iuu y nhidu
dén bai viét clia sinh vién, dic bi1ét 1 trong giai doan luyén tap trong 16p.

3.2. Vé thiét ké ni dung

Sinh vién thuémg hay dugc khuyén ring khong nén viét nhimg gi ma minh chua thanh 1ap
ké hoach truée, néu khong s& tht bai. Trudce khi viét, ngudi vidt phai lap ra dugc dan y cua
nbimg d1du minh s& phai dé cap trong thu, va didu ndy s& gitp ho x4c dmh duoc vy tri ciia
céc y thich hop trong mét 1a thu. Dé dat dugc muc tiéu cua minh, ngum VJet phél ty tra 1&i
nhimg ciu héi nhu sau: Muc dich cia 14 thu duqc vidt 2 gi? Lam thé ndo dé dién dat duac y
twong cta minh? Nhing théng tin cin cung cap cho dbi téc la gi? Va ching dugc sap xep
theo mot trét tr nhy thé nao? Ngudi viét phai can nhic that ki ludng truée khi dua théng tin
vdo 14 thu. Sau do doc lai cac ghi chit cia minh vi quyét dinh théng tin nio quan trong nhét
thi hru ¥ trude va théng tin néo it quan trong hon thi dé cap sau.

Ngodi viée thong tin dugc chon loc ding, thu thuong mal nén thé hign nhimg tiéu diém
quan trong theo mét trinh tr nhét djnh. Gifra cdc doan vin can phai c6 nhfing tir ndi phit hop.
Téc gia khong nén dé cép nhimg viéc tidu tidt, khong lién quan cung nhu ngal doan khong
hop li. De mang dén nhimg théng diép thuyét phyc, tac gia cin phai trich ddn phi hop,
nhimg vén dé d& cap phai dugc rd rang, khéng mo ho.

M6t vi du minh hoa cho viéc tranh gay ra 16 thiét ké n6i dung thu yéu chu (request/an
enquyry) la nguoi viét phai glm lhleu rd minh la ai, chirc vu trong phong ban, cong ty va
muc dich cy thé ciia I4 thu. Ké uep la cAm on n{;u'tn nhén da danh théi gian doc thu minh.
Phan nep theo cua la thu la phan quan trong nhat. Nguéj viét phai tip trung vao trong tdm
can dugc dé cép, cdu hot cy thé can duge tra 16i,... Lam ohir vy, bai vidt s& 13 rang, ngin
gon va hop li. Cudi ciing, phin két thu phél tom tﬁt ngén gon nhtrng ¥ quan trong trong né1
dung va khong quén cam on ciing nhu dé cap dén nhitng giao dich uep theo.

3.3 Vé ngbn ngir thuwong mai

Nhu sinh vién di dugc hoc, sir dung thudt ngir thuong mar 1a mt trong nhing yéu cin
trong li€n lac thu tin. Sinh vién cin phal luyén tép nhleu vé cau, chir, tir ving, ngfi phép. Mot
trong nhimg chia khéa dé thanh cong trong viéc l:ruyen tai ngdn ngir 1a fudn theo quy 1At
KISS (Keep It Short and Slmple) Néu ching ta git moi thong tin ngan gon, don gian, dé&
hleu chung ta sg tranh dugc nhidu hiéu 1dm khdng déng co. Sinh vién phal duge khuyen cdo
16i gian cdc y tudng va sir dung ciu lich sy trang trong theo vin phong viét. Ngodi ra, giong
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diéu cia ngudi viét ciing mét phin dong gép cho sy thanh cong cia vin ban. Nguoi viét cin
phai giff giong vin trung tinh, tranh sir dung ngdn ngit thong tue, khoa truong; ciing khong
nén ding tiéng long. Dudi diy 1a mt s6 vi du vé viéc nén tranh ding nhimg tiéng long, cum
tr théng tuc:

“I have to scouring off you”, it can be replaced like: “I need a loan™.

- Do not use language that is too colloquyal like "Don't worry, I'll get your money back".
Something like " Your loan will be repaid" is much better.

- Don't ever use slang, you simply can not write anything like "4 couple of hundred quyd"
or “bucks" or "I have to scouring off you" instead of "I need a loan".

- Avoid using idioms or figure of speech. Price simply "go up" or "raise” rather than
"rockel" or "go through the roof™; or they simple "go down" or "drop" rather than “plummer”,

"crash" ot “go thr ough the floor".

Ngoai ra, ngudi viét cAn ey y nhimg 16i ngir phap. Sir dung ngir phap sai s& anh huéng
dén uy tin cta ngudi viét. Thong thudng thi nén sir dyng daph tir chung hon la dung danh tir
riéng. Vi du, “I will pay more attention” nén lhay bang “We will pay more attention.”. Sur
dung cau day du, khéng viét tit.Vi dy, “U'll..." chuyén thanh “I shall...”. Ciu bj dong sé
nang tAm trang trong hon cdu chd djng. e.g. “You have not settle your bill yet” nén dugc
thay thanh “payment of your bill is outstanding”. Trong th tin, c4c thi trong tiéng Anh khac
véi tiéng Viét. Dac biét, thi hién tai don dugc sir dung wu 4i hon céc thi hién tai khac. Vi dy,
“I'm purchasing...” is “I purchase...”. Bén canh d6, ngudi viét cing nén luu y tranh nhimg
ngdn ngfr c6 thé hién gidi tinh, phan biét ching téc, ton gido. Vi du: ding “workforce” thay
vi “manpower" or “chairperson” thay vi “chairman”.

3. 4 Vé vin phong

Pé chudn b| 16t cho 14 thw thuong mai, sinh vién duge khuyén la phai ding 101 vin phong
13 ring, tnuc tidp, sir dung tir, cum don gian nhung truc tiép. Ngudi viét ciing cin nén nhg
ring sir trang trong ctia la thu thuong mal ciipg ty thuge vao van phong viet ciia ngudi nhén
thu. Téc gia cua I4 thu phai dém bao ring cacy duqc sap xep dung cling voi cac chuyén ngir
gitra cac doan hop If, dé lam hai long ngu(’n doc. Cudi ciing, két thir vai sy trén trong va quan
1am, e.g. “We are looking forward to..

La tac gia cua nhitng la thu thuo‘ng mat, ngudi viét phai didu chinh giong diu cho phu
hop véi timg hodn canh. Giao tlép trong kinh doanh cang phal trang trong, nguai wet nén
biét khi nao dint khoat, cimg rén, khi nao déj thoai, khi nao Xxin 151.. Chang han nhu, néu viét
cho mgt ¢4 nhan, ngudi d6 c6 thé thich thing thin, true tiép va than thién hon. Tuy nhién,
néu viét cho mot nhém c6 hoc vi cao hofic mdt t§ chirc thi vin phong cin phai chuyén
nghiép va ddi thoai hon. Hom nira, xc dinh gigng vén cho timg loai vin ban con luy thudc
vio khé niing cia timg c4 nhan dé1 véi viée thiu hidu nhu chu cta ngudi doc. Viét thir dya
trén quan diém cla nguoi doc ludn e ndo ciing dat duge thanh cdng. Gidn gitr, ganh ghét,
buc béi hay chi trich la nhimg giong diéu :huong nén tranh. Glong diéu tiéu cyc dé bi ngudi
doc tir chdi. Dudi ddy 1a mot var bi quyel @& sinh vign diéu chinh vin phong cho hop li:
Tranh nhimg tir ho3c cym tir mang sao rdng, khdng thanh that: "bonestly," "certainly," and
"basically.” ; Khéng ding biét ngir.; Lwa chon s6 héu hop li, trinh bay sb lieu d& hiéu, thu
hit. Ngudi v1et ¢6 thé v& tranh minh hoa, hinh anh tuong tnmg cho nhimg sé mink muédn
trinh bay.; Luén danh thoi gian ty dat cho minh ciu hoi tai sao phai ngudi khac phai quan
14 vGi bai viét clia minh.

2.5 Ve vigc doc dé kiém tra
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Cho di ngudi viét co gi0i va thanb thao c& n3o thi ciing gap nhitng 13i sai vé chinh ta, ngir
phap.. trong céu. Nguoi viét nén nho ngudi doc va phan bién cho minh. Truce hét nguot
viét phai: kiém tra tir, chinh ta, ddu cau, viét hoa; hru y khéng 1€ thugc vao cong cu kiém tra
161 chinb t4 trép may tinh, vi c6 khi mdt fir chinh t3 ding nhung khéng thich hop khi dat vao
cau; khdng chey cho dén khi ngudi doc hd phat hién ra 181 réi sira 18i; doc lai nhidu lin cho
tréi chay. Ngudi viét nén c6 bang danh myc dé ligt ké nhimg dé myc trong qua trinh doc lai
kiém tra:

- Hinh thirc va dinh dang (Form and appearance) ; - Céch thirc 15 chirc (Organization);

- Chch ding tir va gioog diéu (Wording and Tone); - Dau cau (Punctuation);

- ViéL hoa (Calpilalizat‘ion) s - Chinh ta (Spglling).

Nhurog tréo het, mdt giai phap cho cach hanh vin dai dong khé hiéu 12 tuén theo bay quy
tic tir 7 tinh tir mibu 13: & rang (clear); ¢6 dong (concise); chinh xac (correct); lich su
(courteous); firong tac(conversalional); lhuyét phuc (convincing); hoan thanh (complete).

3. Két lugn

That khé dé phii nban ring viéc hoc khong bao gitr d&, dac bidt dbi véi nhing sinh vién
boc cAc chuyén nganb thuong mai. D$ 1a mét qué trinh hiéu, hoc hoi, trao ddi, pham va chita
18ty nhimg 18i dom gian dén phirc tap. Tuy nhién, that 16t ldu chung ta biét nh@n ra nhimg
18 sai va diéu chinh dé trau d6i hiéu biét. Tac 214 tin rang vAn con cét nhidu diéu 1ai glang
duong dai hoc ma sinh vién cé thé linh héi. Tac gia hi vong ¢6 co hdi duge dong gép hé trgy
céc thé hé sinh vién.
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Challenges that students may encounter when learning business correspondece
and suggested solutions
Abstract: Business letters serve as a formal method of communication between people. They
provide valuable information on business-related matters, such as purchasing transactions, and
serving a legal purpose. Business letters are also used as a reference matenal to future transactions
between 1ndividuals and organizations. However, it is not easy to master how to write an effective
business letter due to several reasons.
Key words' commercial correspondence; problems; solutions.
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EIGOA] NGU VOI BAN NGQ

UNG DUNG CONG NGHE THONG TIN
PE HO TRQ VIEC GIANG DAY VA SOAN
PE THI CHO KI NANG NGHE
PHAM THUY NGQC TRANG*

TOM TAT: Trong nhimg n3m gin day, nhd vao su phat trién, bing nd cia cong nghé |h6ng tin,
nhimg tng dung cua no di déng vai tro quan lrong trong qua trinh g,lang day ngén ngd, nhét 14 ki
nang nghe. Bai bao nay s& gi6i thiéu mdt s6 phin mém tmg dung mién phi va hiru ich nhim hd trg
vigc chuyén dé1 van ban thanh file am thaph va chinh sira file &m thanh. Ngoai ra, con hudng din
céch sir dung va (mg dung ching trong viéc gidng day va soan céc dé thi lién quan dén file Am thanh,

TU KHOA t3p tin &m thanh; trang web; hudng dan; chuyen déi; ki nang nghe; soan dé thi.
NHAN BAI: 9/1/2019. BIEN TAP-CHINH SUA-DUYET DANG: 25/2/2019

1. M du

Trong qué trinh gidng day tiéng Anh, dic biét la ki ndng Nghe cho sinh vién tai trudng dai
hoc trude diy, gidng vién thudmg sir dung mady cassette va bang, dac biét laptop va CD nhim
gidp sinh vién rén luyén ki nang nghe. Viéc nay trong gtai doan dé dugc xem la pha hop va ¢d
tinh hiéu qua cao va thiét thuc vi tinh co déng cia trang thidt bj ndy. Véi mot may cassette hay
may doc dia tir my tinh x4ch tay, giang vién c6 thé sit dung & Bt ca cac l6p khi gidng day mon
Nghe cho sinh vién. Ngodi ra, gidng v1@n phy trich cac mén Nghe gip rit nhidu khé khin trong
vigc soan d& thi. Ching han, kit ho muén cit file 4m thanh tr nhiéu ngudn khac nhau va tdn
nhiéu chi phi va céng strc khi phai thu 4m nhing 1&i din cho nhimg phén kh4c nhau cba bai thi
nghe.

Tir khi nha truémg b5| dau trang bi thidt by hd tro giang day tai tht ca cac phong hoc béng
nhimg thiét bj tuong dbi bign dai nhu may chiéu da phuo-ng tién va hé lhong am thanh tuong dé1
hoan chinh thi viéc giang day mon Nghe cho sinh vién theo dang rruyen thong truge day dudmg
nhu khéng cén phd hop nira, bdi vi ngoai vi¢c nghe néi dung bai hoc, sinh vién cin phai duge
nhin thiy ndi dung trén man chiéu ma khong cn phai sir dung sach di kem. Viéc két hqp giira
ndi dung gidng day va phan ghi &m di kém phai dugc thuc hién song song trén may chiéu da
phuong ti¢n qua phan trinh chiéu béng Powerpoint. Néu giang vién biét soan bai giang qua phén
trinh chidu béng Powerpoint thi viéc giang day mon Nghe hay bit ctr phan gmng day nao co lién
quan dén phan m thanh di kém s& dugc gia quyét mdt cach hidu qua véi sy hd trg ciia may vi
tinh trong qué trinh chudn bj bai gidng, bing giao an dién 1. Bén canh dé, cong nghé lhong tin
ciing hé tre rit nhidu cho vigc soan dé thi lién quan dén dm thanh nhu nhimg phan mém img
dung givp ngucn day dé dang, tiét kiém thoi gian va chuyén nghlep hon khi soan dé thi nghe.
Chéng han, viéc émg dung cc phin mém cit va dén file 4m thanh (Sound Forge, Format
Factory, Audacuy .) hodc tao file 4m thanh tir van ban (From Text To Speech, Audio
Converter) s& hé trg nhleu trong qu trinh gidng day va nhét 13 viéc soan d& thi.

Trong pham vi bai viél néy, 16i chi xin dugc phép trinh bay mét 56 (hi thuat co ban nhdm giai
quyet vén dé (rén trong qué trinh gidng day c6 sir dung may chiéu da phuong tién cé sin tai
trudmg va vxec h 1rgr soan dé thi 6 sir dung file &m thanh. Cu thé 13 gidi thiéu mjt sé phin mém
img dyng mién phi hé ro 1am file 4m thanh; viéc chuyén déi am thanh hr dia CD audio sang
MP3 dé chén ching vao cic slides Powerpoml

2. Gi6i thleu cac phan mém mién phi h trg vige Jam file 4w thanh

A.  Mpt sb website hé try ding lam 157 din Sile ém thanh

* ThS: Dai hoc Sat Gon; Email: pham.ngoctrang2010@gmail.com
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Mot s6 trang web mién phi ma nguoi day ¢ thé dé dang sir dung c4c img dung cua né trong
viéc tao nhimg file 4m thanh tr vin ban va ngudi dﬁng c6 thé ry chon nhidu giong doc khac
nhau, ching han tir cée nuéc My, Anh, Uc... holic giong nam hay nir. Ung dung ndy thuong
dugc dung dé 1am 181 dan cho file 8m thanh.

1. Nhim lam tiéu dé hay 15i d3n vi dy nhu “You will hear the recording twice.” hojc “That
is the end of the text.”, ngudi dung co thé su dung trang From Text To Speech
(http://www. fmmlexttospeech com).

2. Nhim dbi dinh dang file pho hop, ngusi ding c6 thé sit dung Audio converter
(http://www., audm online-convert.com).

B. Mjt sé website Im ro dung dé cét din file am thanh

Sau day 13 mt so phin mém mien phi ma ngudi ding c6 thé duing dé cat dan file Am thanh h3
trg cho viéc soan dé nghe abi voi gido vién.

1. Audacity 2. Format Factory

@Audactty. P

=
* 2o LT T ———
* = =
- . =

o

m tlmnh tir dia CD audio sang dm thanh dirdi dang MP3.

Théng thudmg ta phai “rip” tat cé céc file 4m thanh bang cich sir dung phan mém Jet audio
mé méy vi tinh nao cling c6 cai d4t sin. Cée bude tién hanh nhu sau:

1. Cho d“a CD, audio vao dau doc dia CD hoic DVD

2. Mo phan meém Jet Audio

3. Trén biéu tugng Jet Audio. ta vio phin “Rip”

4. Double click chudt teai, ta sé thiy hién ra ngi dung nhu sau:
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- File name: Chon Track <munber>

- Folder: <My documents>: thuémg 13 dia chi luu lai am thanh dugce rip mc djnh. Ta nén dat
mét t€n méi cho Folder nay v luu ching & mdt noi thich hep. Vi du: D\ Interaction 2.

- Output format: chon MP3 - MPEC Layer 3. Vao biéu tuong Config. dé chon ché 46
256Kbps (ché d% am thanh tuong déi chudn va ro nhét.).

- Nhap vio biéu tuong Start Chuong frinh rip cia Jet Audio sé fr tién hanh cong viéc chuycn
46i sang am thanh sang dang MP3. Sau mt thoi gmn phan rip nay s& dugc hoan 1Al Biy gio khi
mé lai Folder ma chiing a d& luu true dAu ta thiy cac track nhu sau:

Théng thuomg c6 nhimg dia CD audio duoc chia cic phan 3m thanh thanh tmg Track riéng
biét cho cic phan nghe trong cac ndi dung bai hoc. Néu da dugc phan chia sin nhur thé thi ching
ta khong gap phai ric roy khi chén 3m thanh vao céc slide cia Powerpoint vi méi Track 4m thanh
MP3 tuzmg img v&i mdi phin bai tap.

Néu mdi Track 4m thanh MP3 danh cho ca mét bai hoc véi nhiéu ndi dung nghe khéc nhau.
Trong truong hop nay, ching ta khong thé chén dm thanh cioa ca mdt bai hoc chi cho mét néi
dung bai tdp nghe nén ching ta cin phai cht phén am thanh ra cho tuong (ng véi mdi ndi dung
nghe kém theo cho méi slide eha Powerpoint.

Muon it phin 4m thanh tuong img cho mdi phén nghe kém theo, chung ta c6 thé sir dung
phin mém Sound Forge (Sound Forge 9 hofic Sound Forge 11) dé cit 4m thanh ra trudce khi chén
vao cac slide cia Powerpoint. Céch tién hanh nhu sau:

|. Mé& Sound Forge 9 ra.

2. Nhap chudt trdi vao File trén thanh cong cu. Nhép chubt tréi vao Open, ta thiy hop thoai
nhép tiép chudt trai vdo biéu tugng v cba Look in sau d6 tim Folder c6 chia phin 4m MP3, nhip
chut tré1 2 1an vao track am thanh can cit ra, Chiing ta s& lhay mot day song am thanh nhur sau:

3. Nhap chudt vao New dé ta0 mdt Track m6i cho am thanh cét ra.

4. Tro Jai track 4m thanh goc. ding chudt trdi t6 den phén 4 am thanh (uong xirng cho phan bai
tap cAn cit ra. Vao phin Edit chon Copy dé chép an am thanh nay

5. Trd lai phin Track am thanh méi. Vao Edit, chon Paste dé dan pl\én 4m thanh vao Track
mai.

Sau d9, vao File chon Save as va hru né véo File thich hop da chon truée. Khi lam nhu thé
ching ta ¢ thé cit bt cir doan am thanh ching ta cAn cho phén nghe tuong img dé chén vao cac
slide clta Powerpornt.

3.2. Cdch chén am thanh duci dang MP3 vao cdc slide ciia Powerpoint.

Théng thudmg c¢6 nhiéu cich chén Track am thanh MP3 vao cic slide ctia Powerpoint, trong
pham vi bai nay, ching 151 d& nghi ching (a sir dung hai cach théng thuong nhu sau:

A. Chén Track édm thanh phat song song khi vinh chiéu shde cia Powerpoint.

1. Mg slide cua Powerpoint ma ching ta mudn chén Track 4m thanh vao.

2. Trén thanh cong cy, ching ta nhap trai chudt vio biéu tugng Insert, vao liép Movies and
Sounds, chon Sounds from File.

4. Khi nhip irdi chugt vio Sounds from File, ching ta s& thdy mat hop thoai khic nhim giap
chung ta tim noi da luu lat File 4m thanh MP3 da dugc hoan chinh truée do.

5. Khi d3 chon dugc Track am thanh fong ung cho Shde cia Powerpoint, chang ta nhap tréi
chudt vao Track do, chon OK, dong thoi biéu tuong chiée loa nho s& hién ra trén slide coa
Powerpoint do.

6. Cing lic mdt hép thoai khdc s& hién 1én yéu cdu chiing ta chon ché do phat cung lic khi
trinh chiéu slide cua Powerpoint (aulomauca[ly) hay chi phat &m thanh khi ching ta mhap chuét
vio bidu \uo’ng CthC loa nhé mau ving (When clicked). Ching ta chon ché 44 phat tay thich.
Chilng ta chi can nhdp chudt trai vao & thich hop.
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Sau nay khi trinh chiéu slide cua Powerpoint d6, phan am thanh s& dugc phat theo ché d ma
chting ta da chon.

B Chén Track ém thanh phat nhiéu ldn hodc timg phén ciia Track ém thanh do khi trinh
chibu slide cuia Powerpomt

Dé thyc hién viéc ndy, ching ta nén sir dung phén Windows Media Player. Cach thuc hién
nhu sau:

1. M slide cua Powerpoint can chén Track 4m thanh vio,

2. Trén khung ctia thanh cfng cy, ching ta nhip phai chudt. Mot hdp thoai s& hi¢n ra. Ching
ta vao Control Toolbox, nhép trai chuot & Control Toolbox, mdt hdp thoai khic hi¢n lén, nhap
trai chudt vao More controls, mél cua so khac hién 1&n, kéo 1€ chubt trong 6 cua sb nay dé tim
Windows Media Player. Mot dhu + xudt lén, diing ddu + nay dé v& thanh Windows Media
Player véo noi can dt Track 4m thanh.

3. Nhip traj chuét vao thaph Windows Media Player vira tao ra. Sau dé,vao phﬁn Properties
cua hp thoai vira hién ra. Mt hap thoai khac hign ra. Nhip trii chudt vio phin (Custom) (ndm
bén trai man hinh)

4. Mt hop thoai khdc nia hién ra. Daylad hdp thoai dé tim Track &m thanh cin chén vio.
Nhap dup tré1 chudt vao Browse dé tim ding Track 4m thanh, chon Track cﬁn chén vao. Nho tit
phn auto start truée khi chon OK. Sau nay khi trinh chiéu, chung ta chi can nhép chudt trai vao
nat Play trén thanh Windows Media Player, track 4m thanh can phal s¢& hoat dng va chung ta co
thé phat Track 4m thanh d6 theo yéu cau cia néi dung cin hudng dan.

4. Thay 101 két

Trén day chi 12 mdt 56 thao tac don gian ma chang ta €6 thé thyc hién khn soan d& nghe nhu
chén 161 din, chuyén ddi 4m thanh audio tir dia CD va cit dan file nghe. Ching 16i mong réng
nhimg chia sé ctia ching 16i s& hé g gitip ngudi day dé dang hon trong giang day cing nhu soan
dé thi d6i vn cic mon lién quan dén am thanh. DV nhién, trong qua trinh trinh bay khéng the
trdnh khoi nhimg thiéu s6t vi kha ning vé ki nang tmg dung ¢dng nght cua ching 161 con han
ché. Chiing t61 mong nhén dugc sur chia sé va gp y tir quy ddc gia.
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The application of information technology to teaching language
and writing tests relevant to audio files

Abstract: In recent years, with the rapid information technology development, its apphcation has
played a crucial role in language teaching, especially listening skill. This article comes up with some
recommendations on free useful websites in converting online English text into MP3 audios files and
editing digital auduo files. It also gives users the instructions on how to use them in language teaching
processas as well as writing tests relevant to audio files.

Key words: audio files; website; instructions; converting, listening skill; writing tests.





