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Dé cwong bai giing hoc phan Tin hoc dai cwong

CHUONG 1: CAC VAN DE CO BAN VE CNTT

1. Cac khai niém co ban.
1.1. Khdi ni¢m vé thong tin.

Trong doi sdng hang ngay, chung ta tiép nhin va sir dung nhiéu thong tin. Thong tin
dem lai cho ching ta su hiéu biét, giup chung ta nhan thic dang din vé cc hién tuong tu
nhién va xa hoi. Cling nhd thong tin ta c6 dugc nhitng hanh dong hop 1y nham dat dugc
nhitng muc dich trong cudc song.

Chung ta déu thdy duogc sy can thiét ciia thong tin va cam nhan duoc thong tin 13 gi.
Nhung dé dua ra mot dinh nghia chinh xac vé thong tin thi hdu hét chung ta déu ling
tang boi thong tin 14 mot khai niém kha triru twong va né dugc thé hién dudi nhiéu dang
thirc khac nhau. Tuy nhién, ngudi ta c6 thé tam dua ra khai niém sau day:

"Théng tin thuong dwoc hiéu la ndi dung chira trong thong bdo nham téc ddng vio
nhdn thirc ciia mét sé doi twong nao do".

Thong bao dugc thé hién bang nhiéu hinh thirc: van ban, 15i néi, hinh anh, cir
chi...; va cac thong bao khac nhau c6 thé mang cing mot ndi dung. Trong linh vuc tin
hoc, thong tin co thé dugc phat sinh, dugc luu trir, duoc bién ddi trong nhitng vat mang
tin; thong tin duoc bién d6i boi cac dit lidu va cac dir liéu nay c6 thé duoc truyén di, duoc
sao chép, dugc xur Iy hoac bi pha huy.

Con ngudi hiéu dugc thong tin qua 1i noi, chit viét... va dién ta thong tin thanh
ngodn ngir dé truyén dat cho nhau.

Thong tin duoc chuyén tai qua cic mdi truong vat Iy khac nhau nhu 4nh sang,
song am, song dién tu...

% Phdn logi thong tin.

Dua trén dic diém lién tuc hay gian doan vé thoi gian cda cac tin hiéu thé hién
thong tin, nguoi ta chia thong tin 1am hai loai:

» Thong tin lién tuc: Cac tin hi¢u thé hién loai thong tin nay thuong 1a céc loai dai
lugng duogc tiép nhan lién tuc.

Vi du: Thong tin vé mirc thuy triéu 1én xudng ctia nude bién, thong tin vé cac tia
blrc xa tir anh sang mat troi.

> Théng tin roi rac: Cac tin hiéu thé hién loai thong tin nay thuong 1a cac dai lugng
duoc tiép nhan c6 giéi han.

Vi du: Thong tin vé cac tai nan giao thong tai TP Ha Noi.

* Don vi do thong tin:

Trong tin hoc, don vi do thong tin nhé nhét 1a Bit (viét tit cua Binary digit - s6 nhi

phan) - dugc biéu dién véi 2 gia tri 0 va 1, viét tat 1a b.
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Trong thuc té nguoi ta thudng dung don vi 16n hon 13 byte. Byte 1a mot nhom 8 bit
trong bang ma ASCII

Ngoai ra nguoi ta con dung céc bdi so ctuia byte nhu sau:

Tén goi Ky hi¢u Gia tri
Byte B 8bit
Word W 8,16, 32 hoac 64 bit
KiloByte KB 1024b
MegaByte MB 1024Kb
GigaByte GB 1024Mb
TeraByte TB 1024Gb

1.2. Khdi ni¢m vé dir ligu.

Dir liéu (Data) 13 hinh thtrc thé hién cua thong tin trong myc dich thu thap, luu trix
va xtr 1y. Dir liéu 1a d6i twong xtr Iy ctia may tinh.

Thong tin ludn mang mot y nghia xac dinh con dit liéu 1a cac dir kién khong co y
nghia rd rang néu né khong duoc to chirc va xur 1y.

1.3. Khai niém xuw ly thong tin.

Qua trinh xir 1y thong tin chinh 14 su bién d6i nhitng dit liéu dau vao ¢ dang roi rac
thanh thong tin daura & dang chuyén biét phuc vu cho nhitng muc dich nhét dinh. Hay
n6i mot cach khac xur 1y thong tin 13 tim ra nhitng dang thé hién méi cua thong tin phu
hop vo1 muc dich stir dung.

Viéc xir 1y thong tin bang may tinh 1 xr Iy dang cua thong tin, thé hién dudi dang
tin hiéu dién mo phong viéc xir 1y ky hiéu dé dat toi viéc thé hién ngit nghia.

& So do xir Iy théng tin.
Moi qué trinh xtr 1y thong tin cho du thuc hién bang may tinh hay bang con nguoi
déu phai tuan thu theo chu trinh sau:
Dit liéu (data) dugc nhap & dau vao (input). Sau d6, mdy tinh hay con ngudi s&
thue hién nhitng qua trinh xur 1y dé xuét thong tin ¢ dau ra (output). Qua trinh nhap di
lidu, xtr 1y va xuat thong tin déu co thé duoc luu trir dé phuc vu cho cic qua trinh tiép
theo khac.

NHAP DU LIEU R XULY .| XUAT DU LIEU
(INPUT) (PROCESSING) (OUTPUT)

LUU TRU (STORAGE)

Qua trinh xw ly thong tin

1.4. Khdi nigm vé tin hoc .
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Tin hoc 1a mot nganh khoa hoc cong ngh¢ nghién ctru cac phuong phap xu ly va
truyén nhan thong tin mdt cach ty dong dua trén cac phuong tién k¥ thudt ma chu yéu
bang cac may tinh dién tir va ciing 12 khoa hoc vé nguyén 1y hoat dong va phuong phap
diéu khién cac may tinh dién ti.

% Linh vwe nghién ciru cua tin hoc.

Xuat phét tir khai niém trén ta thay tin hoc bao gém hai khia canh nghién ctru:
> Khia canh khoa hoc: nghién ctru vé cac phuong phap xtr Iy théng tin tu dong.
> Khia canh kj thudt: nham vao 2 k¥ thuat phat trién song song d6 la:

e K§¥ thuit phin cirng (hardware engineering): nghién ciru ché tao cac thiét
bi, linh kién dién tir, cong nghé vat liéu mdi... hd tro cho mdy tinh va mang
may tinh diy manh kha niang xir Iy toan hoc va truyén thong thong tin.

e K¥ thuit phin mém (software engineering): nghién ctru phét trién cac hé
diéu hanh, ngdn ngit 1ap trinh cho céc bai toan khoa hoc k¥ thuat, mé phong,
diéu khién tu dong, to chirc dit liéu va quan 1y hé thong thong tin.

& Ung dung ciia tin hoc

Tin hoc hién nay dang dugc Uing dung rong rai trong tat ca cac nganh nghé khac
nhau cta xi hoi tir khoa hoc k¥ thuat, y hoc, kinh té, cong nghé san xuat dén khoa hoc xa
hoi, ngh¢ thuat,... nhu:

- Tu dong hoa cong tac van phong

- Quan tri kinh doanh.

- Thong ké.

- An ninh, qubc phong.

- Cong nghé thiét ké, Gido duc.

-'Y hoc, Cong nghé in.

- Nong nghiép, Ngh¢ thuat, giai tri, v.v....
1.5. Khdi ni¢m vé truyén thong.

Truyén théng 1a mot qua trinh giao tiép dé chia xé nhitng hiéu biét, kinh nghiém,
tinh cam.

Mot qua trinh truyén théng ddy di bao gom cac yéu td: Ngudi giri, ngudi nhén,
thong diép, kénh truyén thong va su phan hoi.

Trong truyén théng c6 su trao doi thong tin hai chiéu, c6 su chuyén ddi vai tro:
ngudi gii ciing 14 ngudi nhan. Su phan hdi trong truyén thong gitp thong tin trao d6i
dugc chinh xac hon.

V& mit hinh thirc ¢6 2 kiéu truyén thong:

- Truyén thong truc tiép: Pugc thuc hién gitta nguoi véi nguoi, mat d6i mit.
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- Truyén théng gidn tiép: Pugc thuc hién thong qua cac phuong tién truyén thong
nhu sach, bao, radio, TV..

1.6. Khdi niém vé Cong nghé théng tin.

Cong nghé thong tin 1a tap hop cac phuong phap khoa hoc, cadc phuong tién va
cong cu ki thuat hién dai, chi yéu 1a ki thuat may tinh va vién théng nham t6 chirc khai
thac va str dung c6 hiéu qua cac ngudn tai nguyén thong tin rat phong phi va tiém ning
trong moi linh vuc hoat dong ctia con ngudi va xa hoi.

Cong nghé thong tin dugc phat trién trén nén tang cta cac céng nghé Tin hoc - Dién
ttr - Vién thong va Tu dong hoa.

Cong nghé thong tin mang mét y nghia bao trum rdng rai, nd vira 1a khoa hoc, vira
1a cong ngh¢, vira 1a ky thudt, vira 1a tin hoc, vién thong va tu dong hoa.

2. Hé thong phan cirng.
2.1. Khdi ni¢m phan cirng.

Phén cimg 13 tit ca cac thiét bi, linh kién dién tir duoc két ndi véi nhau theo mot
thiét ké da dinh trudc.

Vi du: Chip, Mainboard, Ram, HDD, CD_ Rom...

2.2. Cac bo phdn co ban cua may tinh.
- Khéi xtr 1y trung tdm (CPU).
+ Bo mach chu (Mainboard)
+ B¢ vi xu ly (CPU)

+ B0 nhd (Memory)

+ O ctng (Hard Disk)

+ O mém (FDD)

+ CD_ROM

- Man hinh (Monitor)

- Ban phim (Keyboard)

- Chudt (Mouse)
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- Hé diéu hanh.
- Phan mém tng dung.

- Cac thiét bi ngoai vi.

2.2.1. Khéi xir ly trung tam - CPU.

Khéi xtr 1y trung tim (CPU) 14 trung tdm diéu khién moi hoat dong ctia may.

Céc mach dién ciia CPU dugc coi 1a bd ndo cua may tinh, doc va dieén dich cac chi

dan cua phﬁn mém, X 1y dit liéu thanh thong tin.

CPU dugc diic trung béi 2 yéu to:

Téc do xtr 1y.
S6 lugng thong tin dugc xtr Iy dong thoi.
CPU bao gdm cac bd phén sau:
-Bo diéu khién CU: Quan ly va diéu hanh moi hoat dong cuia toan bd hé théng.
- B lam tinh ALU: Thuc hién phép tinh s hoc va logic.
- Cac thanh ghi (Registers): Duogc gén chat vao CPU béng cac mach dién tr lam

nhiém vu bo nhé trung gian. Céc thanh ghi mang cac chirc nang chuyén dung gitip tdng

tdc do trao doi thong tin trong may tinh.

2.2.2.B) nho trong va by nho ngoai.
& Bj nhd trong.

La noi luu trir thong tin tam thoi trong qua trinh xtr 1y.

B6 nhé trong bao gom 02 bd nho:

RAM (Random Access Memory): La bd nhd truy xudt ngau nhién cho phép ca
ghi va doc thong tin. Khi mét dién hodc khi tit may dot ngot thong tin trong RAM
cling s& mat theo.

Dung lugng bo nhd RAM cho cac may tinh hién nay thong thuong vao khoang
256 MB, 512 MB, 1GB, 2GB va c6 thé hon nita.

ROM (Read Only Memory): La bd nhd cho phép chi doc thong tin. N6 chira cac
chuong trinh diéu khién do nha san xuét thiét ké sin. Khi mét dién hoac tét may
thong tin trong ROM van con.

*+ B nho ngoai.

La thiét bi dung dé luu trit thong tin v6i dung lugng 16m, thong tin khong bi mét

khi khong c6 dién. Co thé cat gilr va di chuyén bo nhé ngoai doc 1ap véi may tinh. Hién

nay c6 cac loai bd nhd ngoai pho bién nhu:

Pia cirng (hard disk): Pho bién 13 dia cing c6 dung luong 80 GB, 120 GB, 160
GB, 320 GB va 16n hon nira.

Pia quang (Compact disk): La thiét bi phd bién dung dé luu trir cic phin mém
mang nhiéu thong tin, hinh anh, 4m thanh va thuong duoc st dung trong céc
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phuong tién da truyén thong (multimedia). C6 hai loai phd bién 1a: Bia CD (dung
luong khoang 700 MB) va DVD (dung luong khoang 4.7 GB).

e Cic loai by nhé ngoai khiac nhu thé nhé¢ (Memory Stick, Compact Flash
Card), USB Flash Drive c6 dung luong phé bién 1a 512 MB, 1GB, 2GB, 4GB ...

2.2.3. Thiét bi vao ra.
2.2.3.1. Thiét bi vao (Thiét bi nhap).
+ Ban phim (Keyboard).
La thiét bi dung dé nhap dir liéu va cau lénh. Ban phim mdy tinh ph6 bién hién nay
la mdt bang chira 104 phim tac dung khac nhau. Va dugc chia thanh 3 nhém phim chinh:
e Nhom phim danh may: Gdm céc phim chit A-Z va cac phim ky tu dac biét (~, !,
@, #, 3, %, &, 2, ..).
e Nhém phim chirc néing (function keypad): Gom cac phim tir F1 dén F12 va céc
phim nhu « 1 — | (phim di chuyén timg diém), phim PgUp (1én trang man hinh),
PgDn (xudng trang man hinh), Insert (chén), Delete (x6a), Home (vé dau), End (vé
cuoi).

e Nhom phim s6 (numeric keypad): Bao gdm phim s6 tir 0-9.

i 7| Fr0 P} Fi2)pscf bk

ing hm nlk
del en 8
45

4+ Chugt (Mouse).

Chuét c6 kich thudc vira ndm tay di chuyén trén mot tim phang (mouse pad) theo
huéng nao thi ddu nhay hodc mii tén trén man hinh s& di chuyén theo huéng dé tuong
g véi vi tri ctia vién bi hodc tia sang (optical mouse) nam dudi bung ciia nd. Mot sd
may tinh c6 con chudt dugc gin trén ban phim.

+ May quét anh (Scanner).
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La thiét bi dung dé nhap vin ban hay hinh v&, hinh chup vao may tinh. Thong tin
nguyén thay trén gidy s& dugc quét thanh cac tin hiéu sb tao thanh cac tap tin anh (image
file).

2.2.3.2. Thiét bi ra (Thiét bi xudv).
+ Man hinh (Monitor).

Dung dé thé hién thong tin cho ngudi sir dung xem. Thong tin dugc thé hién ra
man hinh bang phuong phap anh xa bé nhé (Memory mapping), v6i cach nay man hinh
chi viéc doc lién tuc bd nhé va hién thi (Display) bat ky thong tin nao hién c6 trong ving
nhd ra man hinh.

+ May in (Printer).
La thiét bi xuat dé dua thong tin ra gidy.

4+ Mady chiéu (Projector).
Chtrc nang tuong ty man hinh, thuong dugc sir dung thay cho man hinh trong céc
bubi hoi thao, béo cdo, thuyét trinh, ...

e =%

< / | —
- o=

—n | p— |
2.2.4. Cdc thiét bi ngogi vi.
- O dia mém: Dung dé ghi dir liéu tir may tinh sang dia mém. ( Pia mém c6 dung luong
bd nho 1a 1,44MB
- O cirng gin ngoai hodc 6 cirng di dong: Dung dé luu trir dit liéu. O cidm ngoai c¢6 dung
luong bo nho 16m.
- Cic loai thiét bi nhé mé rong: USB, thé nho ...
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- O dia quang (CD, DVD)

- Camera: cho muyc dich an ninh, gidm sat dugc khi dugc két ndi véi may tinh.
- Webcam

- Modem: loai quay s6, ADSL...

- Loa may tinh

2.2.5. Cdc cong két néi.
Bao gébm cong COM , USB,
LPT...

3. Hé thong phan mém.
3.1. Khdi niém vé phin mém.
Phan mém 1a mot bo chuong trinh cac chi thi di¢n tir ra 1énh cho may tinh thuc
hién mot diu nao d6 theo yéu ciu ctia ngudi sir dung. Chiing ta khong thé thiy hodc so
duoc phﬁn mém, mic dau ta ¢ thé hién thi duoc chuong trinh trén man hinh hodc may
in. Phin mém c6 thé duoc vi nhu phan hon cia may tinh ma phan cimg cta nd dugce xem
nhu phan xAc.
Phan mém chia lam 2 loai: Phdn mém hé thdng va phan mém tng dung.

3.2. Phén logi phdan mém.
3.2.1. Phin mém hé thong (Operating System Software).

La mot bd cac cau 1énh dé chi dan phan cimg may tinh va cac phan mém Gng dung
lam viéc v6i nhau. Phan mém hé thdng phd bién hién nay ¢ Viét nam 1a MS-DOS,
LINUX va Windows.

3.2.2. Phan mém irng dung.

Phan mém tng dung 1a nhiing chuong trinh duoc viét ra cho mot hay nhiéu muc
dich tmg dung cu thé nhu soan thao van ban, tinh toan, phan tich sb lidu, td chirc hé
théng, bao mat thong tin, dd hoa, choi games

Vi du: Phian mém ké toan, ban hang,...

4. Bi¢u dién thong tin trong may tinh.
4.1. Hé dém trong mdy tinh.

Hé dém 1a tap hop cac ky hiéu va qui tic sir dung tap ky hiéu d6 dé biéu dién va xac
dinh céc gia tri cac s6. Mdi hé dém c6 mot sb ky sd (digits) hiru han va téng sd ky sé cia
mdi hé dém duoc goi 13 co s6 (base hay radix), ky hiéu 1a b.

Cac hé dém phd bién hién nay hay dung 13 hé dém La ma va hé dém thap phén, hé
dém nhi phan, hé dém bat phan, hé dém thap luc phan. Nhung trong linh vuc k¥ thuat
hién nay pho bién 4 hé¢ dém nhu sau:
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STT Tén hé dém Co sb Ky s
1 H¢ nhi phan 2 0,2
2 | Hé bat phan 8 10,1,3,4,5,6,7
3 | Hé thap phan 10 10,1,2,3,4,5,6,7,8,9
4 | Hé thap lyc phan 16 10,1,2,3,4,5,6,7,8,9,A,B,C,D,E,F

4.1.1 H¢ dém thdp phdn (Dicemal system).

Hé dém thap phan hay hé dém co s6 10 bao gdm 10 ky s theo ky hiéu sau: 0, 1, 2,
3,4,5,6,7,8,9

Khi di chuyén mét vi tri tir trai qua phai, thi gia tri cua ky sb (digit) sé tang 10 lan.
Chung ta thiy rang vi tri caa sb anh huong dén gia trj ciia nd. Vi vy, ngudi ta goi loai hé
dém nay 1a hé dém dinh vi. N6i cach khac, cac ky hiéu dung dé dai dién cho céc s trong
mot hé dém thi duoc goi la co s6 cua hé dém d6. Tom lai gia tri ctia mdi ky ) trong mot
hé dém duge xac dinh thong qua:

- Ban than ky s6 do.

- Vi tri ciia ky s6 d6 trong day sb.

- Loai co sd cua hé dém.

Dang tong quit:

Nio=2,10" + a,,10™" +.. + a,10" + 2,10°

n : Vi tri ciia ky s6 trong phan nguyén tinh tir vi tri ddu phay sang trai.
m : Vi tri cta ky sb phan 1¢ tinh tir vi tri diu phay sang phai.

Vi du : SO 254 duoc biéu dién nhu sau.
254=2x10*+5x10"+4x10°

1.1.2 H¢ dém nhi phén (Binary system).

Hé dém nhi phin hay hé dém co s6 2 bao gdm 2 ky sb theo ky hiéu sau: 0, 1.
Trong hé dém nay, khi chiing ta di chuyén sang trai, gia tri cua ky s s& tang 2 1an so véi
s6 ké truéc nd. Nhu vay gia tri duoc thé hién 1a:

S 64 <232 <e- 16 <- 8 <-4 <2 < 1.

MB&i chir s6 nhi phan goi 1a Bit (viét tit tir chit Binary digit). Vi hé nhi phéan chi co
2 tri 6 14 0 va 1, nén khi mudn dién ta mét sb 1én hon, hodc cac ky tu phuc tap hon thi
can két hop nhiéu Bit v6i nhau.

Dang tong quit:
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Nz = an2“ + an_12"'1 +...+ 3121 + 3020
n : Vi tri ciia ky s6 trong phan nguyén tinh tir vi tri ddu phay sang trai.
m : Vi tri cta ky sb phan 1¢ tinh tir vi tri diu phay sang phai.
Vidu : Chuyén s 10101 hé nhi phan sang hé thap phén.
10101 =1x2*+0x2°+1x2°+0x 2"+ 1 x2°=21,

4.1.3 H¢ dém bdt phan (Octal system hay hé 8).

Hé dém nhi phan hay hé dém co sd 8 bao gém 8 ky s6 theo ky hi¢u sau: 0, 1, 2, 3,
4,5, 6, 7. H¢ bat phan co6 co s6 1a 8 nén khi di chuyén sang trai, gia tri cua ky s6 s& tang 8
1an s6 véi sb trude nod.

Gia tri gia tdng tur phai qua trdi 1a 1, 8, 64, 512, 4096...

Dang tong quit:

Ng=a,8" +2a,,8"" +...+ a,8" + a,8°

n : Vi tri cda ky sb trong phan nguyén tinh tir vi tri ddu phy sang trai.
m : Vi tri cta ky sb phan 1¢ tinh tir vi tri diu phay sang phai.

Vidu : Chuyén so 1204 h¢ bat phan sang h¢ thap phan.
12045 =1x8 +2x 8 +0x 8 +4x8" =512+ 128 + 0 + 4 = 644,

4.1.4 H¢ dém thép luc phin (Hexadecimal system).

Hé dém nhi phan hay hé dém co sé 8 bao gdm 8 ky sd theo ky hiéu sau: 0, 1, 2, 3,
4,5,6,7,8,9, A, B, C, D, E, F (trong d6 A=10, B=11, C=12, D=13, E=14, F=15. H¢
dém thap lyc phan dua trén co s6 16 nén khi di chuyén sang trai, gia tri ciia ky sb sé ting
16 1an s6 véi s6 trude no.

Gia tri s& thay doi tir phai qua trdi 1a 1, 16, 256, 4096, 65536...

Dang tong quit:

Nig=a,16" +a,,16"" +...+ a,16' + a,16°

n : Vi tri ctia ky s6 trong phan nguyén tinh tir vi tri ddu phay sang trai.
m : Vi tri ctia ky s6 phan 1¢ tinh tir vi tri diu phay sang phai.

Vidu : Chuyén s6 1A3C hé thap luc phan sang hé thap phan.
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1A3C16=1x 16"+ 10x 16+ 3 x 16" + 12 x 16° = 4096 + 2560 + 48 + 12
= 6716(10)

4.2. Chuyén doi cdc hé sé.
4.2.1. Chuyén déi tiv hé 10 sang hé 2.

Dé chuyén ddi s tir hé thap phan sang hé nhi phan. Ta 1iy sé can chuyén doi (hé
thap phan) chia cho 2 dugc két qua va ghi lai phan du. Sau d6 lai tiép tuc 14y két qua vira
chia duoc chia tiép cho 2 dugc két qua va ghi lai phan du. Tiép tuc lay két qua chia cho 2
dén khi nao khong chia duoc nita thi ta ghi két qua d6 sang phan du. Ghi lai cac s6 du
theo quy tic tir dudi 1én trén. Cac sd du trong cac lan chia chinh 13 sd nhi phan ma ta
chuyén tir hé thip phén sang.

Dang tong quat:  N;o = N/2.

Vi du: Chuyén s6 43 hé thip phan sang hé nhi phan

43 2 = 21 du 1
21 2 = 10 du 1 *
10 2 = 5 du 0

5 2 = 2 du 1

2 2 = 1 du 0

1 2 = 0 du 1

Ghi lai s6 du tir dudi 1én trén ta dugc két qua: 101011
S6 nay chinh 13 két qua chuyén ddi tir s6 43 hé thap phan.
Vay s6 4310, d6i sang hé nhi phan 14 : 101011,

4.2.2. Chuyén déi tiv hé 10 sang hé 8.

Dé chuyén d6i s6 tir hé thap phan sang hé bat phan. Ta ldy s6 can chuyén dbi (hé
thap phan) chia cho 8 dugc két qua va ghi lai phan du. Sau d6 lai tiép tuc 14y két qua vira
chia duoc chia tiép cho 8 dugc két qua va ghi lai phan du. Tiép tuc 1iy két qua chia cho 8
dén khi nao khong chia duoc nira thi ta ghi két qua d6 sang phan du. Ghi lai cac s6 du
theo quy tic tir dudi 1én trén. Cac sd du trong cac 1an chia chinh 13 s bat phan ma ta
chuyén tir hé thip phén sang.

Dang tong quat: Nio = N/8.

Vi du: Chuyén s 52 hé thap phan sang hé bat phan.

Gido vién: Lé Tuin Hanh - B mén Tin hoc 11
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52
6

8 =
8 =

6 du
0 du

Ghi lai s6 du tir dudi 1én trén ta duge két qua: 64

Sb nay chinh 1a két qua chuyén doi tir s6 52 hé thap phén.

Vay sb 5210y doi sang hé bat phan 1a : 64,

4.2.3. Chuyén déi tir hé 10 sang hé 16.
Dé chuyén dbi s6 tir hé thap phan sang hé thap luc phan. Ta iy sb can chuyén doi

(hé thap phan) chia cho 16 dugc két qua va ghi lai phan du. Sau d6 lai tiép tuc lay két qua

vira chia dugc chia tiép cho 16 duoc két qua va ghi lai phan du. Tiép tuc 14y két qua chia

cho 16 dén khi nao khong chia duoc nita thi ta ghi két qua d6 sang phan du. Ghi lai cac

s6 du theo quy tic tir dudi 1én trén. Cac sb du trong cac lan chia chinh 14 s6 thap luc phan

ma ta chuyén tir hé thap phén sang.

Chii y: Néu sé dw ma > 9 thi ta phdi chuyén cdc s6 d6 thanh cdc chir cdi (A=10, B=11,

C=12, D=13, E=14, F=15).

Dang tong quat: N;o = N/16.

Vi du: Chuyén s6 58506 hé thap phan sang hé thap luc phan

58506
3656
228
14

16 =
16 =
16 =
16 =

3656 du
228 du
14 du
0 du

Ghi lai s6 du tir dui 18n trén ta duoc két qua: E48A
E=14;A=10

S6 nay chinh 13 két qua chuyén doi tir s6 58506 hé thap phan.

Vay s6 5850619, d6i sang hé thap luc phan 1a : E48A

4.2.4. Chuyén déi tir hé 2 sang hé 8.

Khi d6i tir s6 nhi phan sang hé 8 ta thyc hién theo qui tic sau:

10

14

Ta gom cac bit thanh tirng nhom 3 tinh tir bén phai sang, khi can c6 thé thém cac

bit 0 & trudc sau d6 dbi cac nhom 3 bit thanh ky sb hé 8 twong tng.

Bang chuyén doi

STT

Heé nhi phan

H¢ bat phan

000

0

Gidao vién: Lé Tudan Hanh - By mon Tin hoc
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001
010
011
100
101
110
111

R Q||| B W[
NN DN AW~

Vi du: Chuyén d6i s6 hé nhi phan 11010110, sang h¢ bat phan,

011 010 110
3 2 6

Vay s6 11010110,y chuyén sang h¢ bat phan 14 s6 326

4.2.5. Chuyén déi tiv hé 8 sang hé 2.

Khi d6i tir s6 hé bat phan sang hé nhi phan ta thyc hién theo cach sau:

Lay timg sd ctia hé bat phan tir bén trai sang chuyén thanh 3 bit twong tng cua hé
nhi phéan sau d6 ghi lai két qua.

Vi du: Chuyén d6i s6 567 hé bat phan sang hé nhi phan.

5 6 7
100 101 110

Vay s6 567, chuyén sang hé nhi phan 14 s6 100101110,

4.2.6. Chuyén déi tiv hé 2 sang hé 16.

Khi dbi tir sb nhi phan sang hé 16 ta thuc hién theo qui tac sau:

Ta gom céc bit thanh tirng nhém 4 tinh tir bén phai sang, khi can ¢ thé thém céc
bit 0 & trudc sau d6 d6i cac nhom 4 bit thanh ky s6 hé 16 twong Gng.

Bang chuyén doi

STT Hg¢ nhi phan | HE thap luc phan
1 0000 0
0001 1
3 0010 2
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4 0011 3
5 0100 4
6 0101 5
7 0110 6
8 0111 7
9 1000 8
10 1001 9
11 1010 A
12 1011 B
13 1100 C
14 1101 D
15 1110 E
16 1111 F

Vi du: Chuyén d6i s6 h¢ nhi phan 100101101101, sang hé thap luc phan.

1001 0110 1101
9 6 D

Vay 56 100101101101 5, chuyén sang h¢ thap luc phan 1a s6: 96D

4.2.7. Chuyén déi tiv hé 16 sang hé 2.

Khi d6i tir s6 hé thap luc phan sang hé nhi phan ta thyc hién theo cach sau:

Lay timg s6 cta hé thap luc phan tir bén trai sang chuyén thanh 4 bit tuong g
cua hé nhi phan sau d6 ghi lai két qua.

Vi du: Chuyén doi s6 78ED3 hé bat phan sang hé nhi phan.

7 8 E D 3
0110 0111 1110 1101 0011

Vay s6 78ED3,y, chuyén sang hé nhi phan 1a s6: 0110011111101101001 1,

Gido vién: Lé Tuin Hanh - B mén Tin hoc 14
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CHUONG 2: SUDUNG MAY TiNH VA QUAN
LY TEP VOI WINDOWS

1. Cac khai niém co ban.
1.1. Khai niém hé diéu hanh.
Hé diéu hanh 13 mot chuong trinh duge xem nhu 13 trung gian gitta ngudi sir dung

may tinh va phan ctng may tinh.

+ Muc dich cua h¢ diéu hanh:
- Thuc hién cac chuong trinh gitup cho ngudi dung sir dung mdy tinh dé dang hon.
- Giup hé thdng méy tinh thuan tién trong viéc str dung.
- Str dung phan ctimg mot cach c6 hiéu qua.

1.2. Khdi ni¢m é dia.
O dia cling, hay con goi 1 6 cung (tiéng Anh: Hard Disk Drive, viét tit: HDD) I3
thiét bi dung dé luu trir dir liéu trén bé mit cac tAm dia hinh tron phu vt liéu tir tinh.
O dia cimg 1a loai bd nhé "khéng thay doi" (non-volatile), c6 nghia 1a chiing khong
bji mét dir liéu khi ngirng cung cip ngudn dién cho ching.

Hé diéu hanh nhan biét dia mém hay 6 dia cing thong qua tén cua chung. Vi du 6
dia mém co tén A hay B, 6 dia cing dat tén 1a C, D, 6diaCDcotén la E,...
1.3. Khai niém tép tin (file), thw muc (Folder).
1.3.1. Tap tin (file):

Tap (tép) tin 13 noi luu trit thong tin bao gdm chwong trinh, dir liéu, vin ban,... Mdi
tap tin c6 mot tén riéng phan biét. Tén tap tin thudng c6 2 phan: phan tén (name) va phan
mo rong (extension). Phéan tén 13 bat budc phai c6 cia mot tap tin, con phén mo rong thi
¢6 thé ¢6 hoic khong.

- Phan tén 1a mot diy co tir 1 dén t6i da 8 ky twr c6 thé 1a: cac ky tu chit tir A dén Z,
cac chit s6 tir 0 dén 9, cac ky tw khac nhu #, $, %, ~, ~, @, (,), !, _
- Phan mo rong c6 tir 0 dén tdi da 3 ky tu trong sd cac ky ty néu & trén.

- Giita phan tén va phan mo rong c6 mot dau chdm (.) ngan cach.

Tén tap tin khong chip nhén cac trudng hop sau:

- C6 khoang tréng trong tén file

- Tring tén véi cac 1énh cia DOS va 1énh diéu khién thiét bi: CON, PRN, ...

-Cochtacackytunhu ., 2, * .> </ \,[,].+

1.3.2. Thu muc (Folder).
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Thu muc 1 noi cat giit cac tip tin theo mot chu dé nao d6 theo y ngudi sir dung.
Pay 1a bién phéap giup ta quan 1y dugc tap tin, d& dang tim kiém chung khi can truy xuat.
Céc tap tin c6 lién quan v6i nhau c6 thé duoc xép trong cling mot thu muc.

Ban than mdi dia mang mot thu muc chung goi 1a thu muc gdc (root directory). Thu
muc goc khong c6 tén riéng va duge ky hiéu 1a “\” (ddu x6 phai: backslash). Dudi mbi
thu muc géc c6 cac file truc thudc va cac thu muc con (sub-directory). Trong céc thu
muc con cling c6 cac file truc thudc va thu muyc con cua n6. Thu muc chira thu muc con
goi la thu myc cha (parent directory).

Thu muc dang lam viéc goi 1a thu muc hién hanh hay thu muc hién thoi (current
directory). O dia dang lam viéc goi la 6 dia hién thoi.

1.4. Khdi niém dwong dén (Path).

Puong din (path): Puong din dung dé chi dan 16 trinh t&i thuy muc hodc truy
nhap téi mot tép nao do6. Puong dan 1a mot diy cac thu muc cach nhau boi dau “\”, thu
muc dtng sau 1a con cta thu muc dung trude. N6i cach khac, duong dan dung dé chi
dinh duong di téi thu muc can dén, mdi tép nam trong bd nhd duoc xac dinh bang tén tép
va “dudng dan” dan dén tép do.

CA

\—i TTIDTI1 |
99CM2
THCS.DOC

Trong cdy thu muc trén ddy ta goi C:\TTDT1\99CM2\ la duong dan cua tép
THCS.DOC.

1.5. Khdi nié¢m biéu twong.

Biéu tuong la cac hinh v& nhé dac trung cho mdt ddi tuong nao d6 cia Windows hodc
cia cac ung dung chay trong moi truong Windows. Phia dudi biéu tuong 13 tén biéu
tugng. Tén ndy mang mdt y nghia nhat dinh, thong thudng né dién giai cho chirc ning
dugc gan cho biéu tuong.

sAnOt

1 RS R

2. Khai thac va st dung may tinh.
2.1. Khoi dong mady tinh.
Dé khoi dong may tinh ta thyc hién nhu sau:
Nhén ntt Power (ngudn dién) trén than vo may tinh dé khoi dong.
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Doi véi cde mdy tinh ¢é ddt mdt khdu, thi khi may tinh khéi déng hé diéu hanh
Windows sé yéu cau ngueoi sir dung nhdp tén va mdt khdu khi diang nhdp. Mat khau nay
do chinh nguoi dung tao ra.

2.2. Man hinh nén ciia Windows (Destop).

-

Linikzy

Softz

!
Windows

Professional

2

Recvrlz Rin

%8 .- 2:31 PM

Trén man hinh Desktop chira cic dbi

& Microsoft Update
tll’(.)'llg sau: @) Set Program Access and Defaults
- Cac biéu tugng (icon), thu muyc (folder) hay cac ' Windows Catalog
file... Programs >
\ , B o t >
- Menu Start va thanh tac vu. > aeumEnts
[} Settings »
3 . »— Search >
» Menu Start va thanh tac vu. @) Help and Support
Khi kich Ién nut Start trén thanh Taskbar, = run...
thuc don Start s& dugc mé va sin sang thi hinh 4] ogoffz...
cac chuong trinh Umg dung. Ngoai ra trén thyc  2) Turn OFf Computer...

don nay ching ta con cé thé thuc hién cac thao
tac tim kiém va dinh c4u hinh cho may tinh.

2.3. Cira sé, hip thogi, menu.
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2.3.1. Cira sé.

1. Thanh tiéu deé 4. Nut dong ctra s0
2. Thanh memu 5. Nut phong to cira 50
3. Thanh cong cu 6. Nut thu nhé cira g0

7. Thanh dia chi ]

T My Computer LB
-
v B
Files Stored on This Conputer .
Sysbem Tasks
[#] wiew systam information ] Sharad Doouments [ scdinir’s DUt s

;1__':) Bdd or remone programes

B Change a setting
Hard Disk Drrives

Other Places

T @mdumc;; '@mmm.—]
Pty Bbwor L

’_] ety Document s

£ Shared Documents 'q:._.'_,‘_d] Local Disk (Ex) 'q;.i] DATAZ (F:)

B Control Pane

Devices with Removable Storage

@ DVD-FLAM Drive (51

=

Cic thao tic véi cira s6:

- Di chuyén vi tri cira s6 (moving): Dit con tro chudt vao thanh tiéu dé kich chuot
trai va ré dén vi tri méi.

- Thay dbi kich thuéc (resizing): Dat con tré chudt vao canh ctra s6 khi tro chuot
bién thanh dang mili tén hai chiéu ta kich chudt trai va ré chudt thi ta c6 thé thay d6i
chiéu dai hodc chiéu rong cta cira sb theo hudng di chuyén tuy theo canh 1a canh dimg
hay canh ngang. Néu con tro chudt dat tai mot trong bdn dinh cua cira s6 thi khi ré co thé
thay d6i kich thudc cua ca hai chiéu.

- Thu cira s0 vé thanh tac vu: Kich chudt trai vao nut de thu nho ctra s6 vé
thanh tac vu
Chu y: Chi tam thoi giau cua so di dé danh cho mot cua so khac. Khi nao muon khoi
phuc lai ta kich chudt vao tén cira sé trén thanh tac vu.

- Phéng to va thu nhé cira s6: Bam vao nat Max

- Pong cira so: Bam vao nut
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2.3.2. Hop thoai.

Hop thoai 12 mot ving man hinh nhé ciing twong tu nhu cira s6 dung dé giup cho
nguoi dung céd thé thuc hién cac lya chon va ra quyét dinh hanh dong.

Vi du: hop thoai Shut Down Windows xuat hién khi tat may tinh

Turn off computer

Cancel

- Dong trén cung ctia hop thoai 1a Thanh tiéu dé ma trén né ghi tén hop thoai.

- Trén hop thoai thuong cé cac nut sau: Pong hop thoai, cac lya chon,...

2.3.3. Menu.
Thanh menu nam ngay phia dudi thanh tiéu dé cua cta cira s6. Trén thanh menu
chira cac nhom Iénh.

File Edit ‘iew Favorites  Tools  Help

i Folders v x n |ﬂ }‘é . E

€ ?) le‘ P ! Search
2.4. Svr dung ban phim, chugt.
2.4.1. Ban phim.

Cich sir dung mét s6 phim va chirc niing ciia né trén Windows.

STT | Tén phim Chirc nang
1 Tab Di chuyén t&1 cac muc chon
2 |Alt+F4 Pong cira s6 chuong trinh
3 |Fl Hién thi trg gitip
4 CTRL+ESC: Hién thi nhanh thanh Start.
5 | Alt+Tab Chuyén nhanh giita cac cé s6 dang mé
6 Shift + Delete Xoéa vinh vién (Khong con trong thung giac)
7 Ctrl +C Copy ddi tugng
8 |Ctl+X Cit ddi tugng
9 |Ctrl+V Dan d6i tuong
10 | Windows Logo Hién thi nhanh thanh Start.
11 | Windows Logo+R Mo nhanh hdp thoai Run
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12 | Windows Logo+M Thu nho cac cira s6 hién hanh

13 | Windows Logo+F Mé cong cu tim kiém

14 | Windows Logo+D An nhanh céc cira s6

15 | Ctrl + Alt + Delete Péng cac chuong trinh dang chay bi 13i, treo ‘
may..

2.4.2. Sw dung chugt.
Phim gitra

Phimphai L

Phim trai T

Thong thudng chudt gom 3 phim: phim chudt trai va phim chudt phai, phim giira
(nut cudn)

Phim trai: La phim chinh, dung dé Click, Double Click chon ddi tuong.

Phim phai: Dung hién cac Menu phu (C6 thé d6i chtc ning cua phim chudt phai
va trai)

Phim giira: Dung dé cudn 1én, xudng.

+ Click (Kich) 12 bAm nat phim chudt trai roi tha ngay. Thuong dung thao tac nay
dé chon mét ddi tuong hodc kich hoat mot cong viéce.

+ Double_click (Kich dip): Bam nhanh lién tiép hai lan. Kich dup thuong ding
dé thuc hién chay ddi tuong.

+ Drop - Drag (Kéo tha): 1a dong tic bAm phim chudt trai vao mét déi tuong, roi

di chuyén con tré dén mot vi tri mdi va nha phim.

2.5. Khoi dong lai may tinh.
- Buédce 1: Kich chon Start\ Turn off Computer..
- Bude 2: Kich chon nut Restart.

Sau khi kich chon nit Restart may tinh sé tu
dong khéi dong lai.

Chu_y: Khi khoi dong lai mdy chung ta phai

doéng va ghi lai tat cd cdc chwong trinh dang
lam lai roi méi thue hién.

2.6. Tit mdy tinh.
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- Buée 1: Kich chon Start\ Turn off Computer..
- Bwée 2: Kich chon nut Turn off.

Sau khi kich chon nut Turn off may tinh s€ tu

Stand By

dong tat may tinh.

Chii y: Khi tit mdy ching ta phdi déng va ghi

2.7. Cdch té chirc luu triv file, thw muc va 6 dia

s MEy Wolunme (D)

-]

e Local Disk (2
e Local Disk (E:
=

trén mdy tinh.
e DATAZ (F:)

Trén may tinh céac file, thu muc va 6 dia dugc £ Anh gia dinh

i | nh sapa

=== ;D cai i

I de9cs7a79bZes0d4cSFas
<A Ny 7 A 7 A \ 7 i | o an kok =

Computer ti¢p theo 1a cac 0 dia, trong cac 0 dia la cac 5 Cortoar yass For W

L Driverva4soFfor=P

I Sames

I Shost =Pz

o N

I3 Mews Falder

L0 Mews Folder (23

L Mhac moi

2.8. Khai thac va sir dung My Computer. S romghieplanz

I Trachighiem

quan 1y theo cdu trac hinh cdy. Trén cing 1a My

EEE

BEE

thu muc va file. Trong cac thu muc cé thé chira cac thu
muc con cua no6 hoac cac file trong thu muc doé.

BE

i

B

Cong cu My Computer quan 1y tit ca dir liéu
ctia ngudi dung trén cac 6 dia ciia may tinh.

. Nut dong ctra 50
. Nt phéng to cira g6

1. Thanh tiéu de
2. Thanh memu

node

3. Thanh cong cu . Nt thu nhé ctra 6

7. Thanh dia chi

T My Computer BB
Fie Edt Wiew Favorbes Took Help s

L

= | = "' ,.‘Sewch 4 Folders -

Address | & My Compater

\-Go

Files Stored on This Computer =

System Tasks

[S] Wiew swstem infarmation '—J Shawed Docunment s '_J aecdirins Diocummnts
LY Add or remons programes | !

B Change a setting
Hard Disk Drives

Other Places

h;,_:.d Local sk (C:) h;@ o Vi (D:)

g My Netweork Places
e My Documents

L3 Shared Documents lq_.:_‘i] Local sk (Ex) 'q:“‘) DATAZ (F)

B¢ Control Panel

Devices with Removable Storage

; @ CVE-RAM Drive (Gi)

Dé truy xut vao cac 6 dia hodc thu myc trong My Computer chung ta thuc theo
cac cach sau:
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- Cach 1: Kich dap chudt trai vao 6 dia, thu muc can mé.
- Cach 2: Kich chudt phai vao 6 dia va thu muc cAn mé -> Chon Open.
- Cach 3: Kich chuot trai chon thanh Address -> Chon 6 dia va thu muc cin mé.

2.9. Siwr dung chwong trinh Windows Explorer.

Windows Explorer 1a mgt chuong trinh cho phép nguoi sir dung thao tac voi céac
tai nguyén c6 trong mdy tinh nhu tap tin, thu muc, 6 dia va cac may tinh trong hé théng
mang (néu may tinh ctia chiing ta c6 ni mang).

V61 Windows Explorer, cic thao tdic nhu sao chép, x0a, doi tén thu muc va tap
tin... duoc thuc hién mot cach thuén tién va dé dang.

2.9.1. Khoi dong Windows Explorer.

- Cach 1: Kich chon Start\ Programs\ Accessories\ Windows Explorer.

- Cach 2: Kich chudt phai vao nut Start -> chon Explore.

- Cach 3: Kich chudt phai 1én biéu trong My Computer -> chon Explore ...

% | ocal Disk (C:)

File Edit View Fawvorites Tools Help h
G Back - 7 ir y. Search lL Folders '
Address |<ee O\ b &
Folders el - R L
@, D_esktop ~ —”J Data ,J Diocuments and Settings
[+ .LI My Documents
= _J My Computer ' 5 s
[ER= | ocal Disk (00 —”J Drivers ’J Intel
) Data
() Documents and Settir ) 5
2 Drivers | Laog ; Program Files
E ) Intel L
D Leg
[# | ) Program Files ( » . D=
-l ,’J Trachighiem ’J WINDOWS
H 7)) WINDOWS
[ o8 Mew Yolume (D) Sy rnd @ = & thiml
e Local Disk (E:) [a23| | RND File Microsoft Word Document
45
“e DATAZ (F1) i Mt
| | i . T - N . -
2> DVD-RAM Drive (G:) @ B & thimz @ S TRUGHG BHEP k¥ THUAT HUNG
{} Conkrol Panel Microsoft Word Document YES
= Shared Documents 144 KB Iicrosoft Word Document
[+ | =) admin's Documents L - . " . B oy . " .
(%) 1USE video Device % @ TRUONG BHSP KY THUAT HUNG TRUOMG BHSP KY THUAT HUNG
oS HEN YEML
# W4 My Metwork Places Micrasaft Wiord Document Microsoft Waord Document
2| Recyrle Bin v
< > il By TRUGNG DHSP k¥ THUAT HUNG [zl ) TRUONG BHsP k¥ THUAT HUMNG v

2.9.2. Cira $6 lam viéc ciia Windows Explorer.
4 Cira so trai:
Chtra cac 6 dia, thu muyc va tai nguyén duoc trinh bay theo cau trac hinh ciy
Nhitng dbi tuong c6 dau cong (+) & phia trude cho biét ddi trong d6 con chia
nhimng ddi twong khac trong né nhung khong dugc hién thi. Néu kich vao du (+) thi
Windows Explorer s& hién thi cac d6i twong chtra trong d6i twong d6. Khi d6, dau (+) s&
ddi thanh dau (-) va nguoc lai néu kich vao dau (<) thi ddi tuong s& duoc thu gon tré lai.
4 Cira s phai:
Liét ké noi dung cuia di tugng duoc chon twong ng bén cira so trai.
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2.9.3. Thanh dia chi (Address):
Cho phép chung ta chon hoic nhap dudng dan 6 dia, thu muc, tap tin can mé hodc
dé x4c dinh duong dan hién hanh.

Address %@ | v B¢
Folders X -

@' Desktop A /I Data /l Documents and Settings

ﬂ My Documents

3.4. Thanh cong cu.

J D Pt s (@ X 6 I ¥ D) F

Trén thanh cong cu chira cac nit sau:

Back ~ Chuyén vé thu muc trude do.

) Chuyén t6i thu muc vira quay vé.
—

? Chuyén 1én thu muc cha.

P 'Search | Tim kiém tap tin/ thu muc.

Folders | Cho phép 4n/ hién cira s6 Folder bén trai.

HIE Céc ché d¢ hién thi cac doi twong.

2.10. Cdc thao tac vdi tép tin va thu muc.
2.10.1. Tao thu muc.

- Bwéc 1: Chon noi chira thu muc | _JElder
A = Shorkcut

can tao ﬁ Briefrase

- Buwéc 2: Chon menu File\ New\ 4 Bitmap Image

- , A > @ Microsoft Word Docurment
FOIder hOaC kICh Chu()t phal Ch(-)n Eﬂ Microsoft Office Access Application

NeW\ FOldel‘. Wiew » ﬂj Microsoft PowerPoint Presentation
] Microsoft Office Publisher Document
g WinRAR archive

El Text Documenkt

@:I W'gve Sound

- Buée 3: Nhap tén cho thu muc méi 2] Microsoft Excel Worksheet
X 3 g WinRAR ZIP archive
-> Nhan Enter.

Arrange Icons By #
Fefresh

Properties [
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2.10.2. Chon File va thu muc.
- Cach 1: Chon tung file hoac tirng thu muc.

Kich chudt trai én file hodc thu muc can chon.
- Cach 2: Chon nhiéu thu muc cung mot lan.

- Chon cac ddi twong khong lién tiép nhau: Kich chudt trai 1én file va thu muc
can chon sau d6 nhan gilt phim Ctrl va kich chon file va thu muc khac.

- Chon cac d6i twong lién tuc nhau: Kich chu6t trai 1én file va thu muc cin chon
sau d6 nhan giit phim Shift va kich chon file va thu myc cudi cing trong danh sach chon.

2.10.3. Sao chép File va thu muc.
- Buéde 1: Chon cac thu muc va file can sao chép.
- Bwée 2: Thyc hién theo mot trong hai cach sau:

- Cach 1: Nhan giit phim Ctrl sau d6 kich chuét trai vao file va thu myc vira
chon, kéo dbi tuong da chon dén noi can chép.

- Céach 2: Nhan tb hop phim Ctrl + C (hoac kich chon Edit\ Copy hoac kich
chudt phai va chon Copy) dé chép file va thu muc vao Clipboard, sau d6 chon noi can
chép dén va nhén to hop phim Ctrl + V (hoac kich chon Edit\ Paste hoac kich phai chudt
chon Paste).

2.10.4. Di chuyén File va thw muc.

- Buée 1: Chon cac thu muc va file can sao chép.

- Buée 2: Nhan t6 hop phim Ctrl + X (hoic kich chon Edit\ Cut hoic kich chudt phai va
chon Cut) dé chép vao Clipboard, sau do chon noi can di chuyén dén va nhan to hop
phim Ctrl + V (hoac kich chon Edit\ Paste hodc kich chut phai va chon Paste).

2.10.5. Péi tén File va thw muc..

- Budre 1: Chon file hodc thu muc mudn ddi tén.

- Buére 2: Kich chon Filel Rename hoic nhan phim F2 hodc kich chudt phai vao file
hoac thu muc chon muc Rename

- Buée 3: Nhap tén méi -> nhin Enter dé két thuc.

Chii y: véi tdp tin dang sir dung thi cdc thao tac di chuyén, xod, doi tén khong thé thuec
hién duoc.

2.10.6. Xoa File va thu muc.

- Budre 1: Chon cac thu muc hodc file can x6a.

- Budre 2: Kich chon File\ Delete hoic nhan phim Delete hodc kich phai chut chon muc
Delete.

- Buée 3: Xac nhan c6 thue sy mudn xo4 hay khong (Yes/ No).
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Confirm File Delete

L3

ﬂ Are vou sure you wank ta send 'modem’ to the Recycle Bin?

Yes ] [

(]

- Yes : Dong ¥ x6a.
- No : Khéng dong ¥ x6a.

2.10.7. Xem théng tin vé File va thw
muc.

Kich chudt phai vao file hodc thu muc can
xem thong tin chon Properties.

Trong cira s6 Properties cho chung ta biét
mot s6 thong tin sau lién qua dén file hodc
thu muc:

- Location: Vi tri cua file va thu
muc dugc luu trong 6 dia nao.

- Size : Kich thudc (dung lugng) cua file hoac thu muc chon.
- Contains: S6 file trong thu muc (cht ¥: muc nay chi c6 thu muc méi c6).

Tai lieu T.K.Poc Properties

—J
Tvpe:
Location:
Size:
Size on dizk:

Contains:
Created:

Asttributes:

General | Sharing || Customize

Tailieu T K. Bdc

File Folder
(=Y

10.5 kE [11.096.231 bytes]

10.5 ME [11.112.448 bytes]

¥ Files. O Folders

Sunday. Sugust 28, 2071, 11:56:07 Ak

[F] Read-only
[] Hidden

[ Ok

] [ Cancel ]

- Created: Ngay tao thu muc hodc file.

2.11. Pwa doi twong ra man hinh Destop.
Déi tuong & day co thé 1a file, thu muc hay mot chuong trinh chay nao do.
Dbé dua d6i tuong ra man hinh Desktop ta thyc hién nhu sau:

Kich chudt phai vao file, thu muc hoac chuong trinh chay chon Send to\ Desktop.

Open
Edit
Mew
Print

BF QU virus wdi Blkaw
&F M File wdi Bkaw Safe Run

Dpen With
B add ko archive. ..
B Add to "Cong wvan.rar"
B Compress and email. ..
B Compress to "Cong van.rar” and email

Zuk
Copy
Creake Shortcuk

Delete
Rename

Properties

Elustooth

[Z] Compressed (zipped) Folder

_J Mail Recipient
'_.'| My Documenks

L DVD-RAM

Drrive (G0

|

2.12. Chay mgt chwong trinh vrng dung.
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- Cach 1: Kich chon Start\ Program\ kich chon chuong trinh can chay.
- Cach 2: Kich dap 1én biéu twong ctia chwong trinh can chay.
- Cach 3: Chon chuong trinh can chay, kich chudt phai chon Open.

2.13. Tim kiém file va thw muc.
- Buwéce 1: Kich chudt vao Start, sau do6 chon Search\ Files or Folders hoac kich chon
cong cu Search trén thanh cong cu.

B Search Results [\ ||E| [E|
File Edit Wi Favorites Tools Help '1"

L€ [=> ] L’@} pSEar(h [~ Folders | [F27]~

address | ] Search Resuls 8 | =

Search Companion > Mame In Folder E
To start wour search, Fallow the instructions in the left panes.

What do you want to search
For?

Pictures, music, or video

Documents (word
et e T R
[=2{=H

All files and Folders
Computers or people

%) Information in Help and
Suppork Center

wou may also wank to.. .

£ search the Internet
Change preferences

%.J Turn off animated character

Fcres, music, o video - Tim céac file anh, am thanh, video...

Documents (word - Tim céc file vin ban.
pracessing, spreadshest,

ett.)
Al fles and Folders

CompLters or people

- Tim tat ca cac file va thu muc.
- Tim may tinh va ngudi dung

- Buéc 2: Kich chon hinh thire tim kiém. (chon All files and folders)

B scarch Resulis

=]

File Edit Wi Fawvorites Tool=s Help -.,'
(<) © - P || O searer |l Forders =
Address | d Search Resulks s | [=ta]

= Marne In Folder
To skark wour search, Follovs Ethe instruckions in the left pane.

Search Companion

Search by any or all of o~
the criteria below.

&ll or park of Ehe File name:
& weord or phrase in Ehe File:
Look im:

|=7——F Dwvives (20D E ;P |

when was ik S
modified?

-

[ Eack ] [ Search ]
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- Bwée 3: Nhap tur can tim vao muc "A word or phrase in the file" va chon 6 dia can tim
trong myc Look in:

- Buée 4: Dé bit dau tim kiém, kich chudt vao Search.

Két qua tim kiém dugc hién 1€n trong ctra s6 bén phai.

2.14. Xem théng tin hé thong mdy tinh.
Kich chudt phai 1én biéu tuong My Computer chon Properties.

System Properties

System Hestore

Automatic Updates
General

Remote
Cormputer Mame

Hardware Advanced

System:
bdicrosaft "indows =P
Professional
Wersion 2002
Service Pack 2

AW,
Llfl{

R egistered to:
Scllser
ay dung
55274-640-1118755-23004

Cornputer:
Intel(FR] Core[TH )2 Duo CPU
TEEOO & 2. 20GH=z
2139 GHz. 1.86 GE of RAbkd
Phyzical &ddress Extension

[ Ok ] [ Cancel ]

Trong ctra s6 System Properties cho chung ta biét cac thong tin sau:
- Tén hé diéu hanh may tinh dang sir dung.
- Tén phién ban.
- Nguoi dang ky.
- Téc d6 chip, loai chip.
- Dung lugng bd nhd RAM.

2.15. Swr dung cdac cong cu trong Control Panel.

2.15.1. Cai dat Font chii (thém font chit mai).

- Budce 1: Trong Setting chon Control Panel chon muc Fonts.

- Buée 2: Cura s6 cai dit Fonts xuét hién. Tir menu File chon Install new font.

- o 5
List af fants: N Edit  Wiew  Faworites  Tools  Help
I? /.._\JSearch ||~ Folders E E

Install Mew Font. ..

A A

chwindows Drives:

MnarabiaH Snidsrial Mndrial Bold
B ch Al [=c v| [ Netwo. 1 (TrueType)  (TrueType)  (TrueType)
= WwWINDOWS Claose
0 e R | I |
£ AppPatch
£3 Corfig Andrial SMndrialH MndvialH Bold WndrialH Bold | vnArialH Tkalic
£3 Cormection wizar o By st o st il MarrowH,.,  (TrueType)  (TrusType)  Ikalic (True...  (TrueType)
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- Budc 3: Tim t6i 6 dia va thu muc chira cac fonts. Chon tit ca cac Fonts can thém vao
roi kich OK.

2.15.2. Thay déi gio hé thong (date and time).

Chung ta c6 thé thay d6i ngay gio clia hé thong bang cach kich dup 1én biéu tuong
dong ho trén thanh Taskbar hodc kich chon Start\ Setting\ Control Panel -> Kich dup
vao biéu twong Date and Time.

Date and Time Properties E|® Date and Time Properties
Date & Time | Time Zone | Internet Time Date & Time | Time Zone | Internat Time
Date Tirmne

(GMT+07:00) Bangkok, Hanoi, Jakarta

Septemberfitd

. it
4 5 6 7 8 9 10
11 12 13 14 |/ 16 17 3

158 19 20 21 22 23 24
25 26 27 26 29 30

7i2m41aM %

Current time zone: SE Asia Standard Time

[ Ok ] [ Cancel ]

[ CK ][ Cancel ]

- Trang Date & Time: cho phép ta thay doi lai ngdy, thang, nim, gid, phut, gidy
cho hé thong may tinh.
- Trang Time Zone: cho phép thay d6i gio GMT cho hé théng.

2.15.3. Thay déi ché dé hién thi ciia man hinh (Display).

Dé thay d6i ché do hién thi cia man hinh ta kich chon Start\ Settings\ Control
Panel -> Kich dip chon biéu tuong Display hoic kich chudt phai trén man hinh nén
(Desktop) chon Properties. Xuat hién cira s6 Display Properties.

4 Trang Desktop: Thiét lap

hil’]_l’l nén Display Properties ri_lgi
I - Danh sdach hinh nén. Ta cé thé Thomes] Deskiop | Sconon Sover] Appoosamca | Sctings
thay doi hinh nén bang cach kich
chudt trdi chon tén hinh nén trong
danh sach Background.
1 2
2 - Cho phép ta chon file anh khong ,_l J
, , . //Eukgu?\\
co trong danh sach Background ma — {" & pioce N ~ @
né dwoc luu trén cic 6 dia trong | - \ ﬁﬁ'—‘“* B
P | i Al | Stisich ) 5
may tinh. \ e | ]
Y 23 BlueLace 16
» z o | Customize Detkl
3 - Chon vi tri hién thi cua hinh nén = fovee
4 ok J[ Concel J[ Aeww ]
trén Destop.
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4 - Chon mdu nén cho man hinh (Destop).

4 Trang Screen Server: Thiét 1ap man hinh cho.

-~
B

.2 27 en N N Dizplay Properties
1 - Chon kiéu thé hién man hinh

. Themes | Deskiop | Seieen Saver | Appmacance | Settings
cho.

2 - Thiét lgp thoi gian xudt hién
man hinh cho (Trong khodng

thoi gian nay néu ching ta 1 4

khong sir dung may thi né sé tu l - /

déng chuyén sang ché dé6 man i [ Seteg: ] | Preview -
hinh Chd.) , , = it 10 2 marsstes [ O regumme, patveodd peotact

3 - Xem trudc kiéu thé hién man 2 T

hinh cho. T2 I ncrincr RV BeMgH. B S 7R aXuedy.

chck Poweer
([(Porer ]

4 - Thiét ldp cdc thugc tinh cho
| ok || cocel |

kieu man hinh cho da chon.

4+ Trang Setting: Thiét lap ché do mau va do phan giai cia man hinh.

Display Properties ]
o Themes | Deskiop | ScreenSaver | Appestance | Seftgs

1-T hc{y doi do phan giai cua mdn‘ P —
hinh bang cach kéo thanh truot vé
less hoac more (do phdn giai man
hinh cang cao thi do nét cua man

hinh cang lon va man hinh Desktop

thé hién dwoc nhiéu thong tin hon).

‘I PIug and Flay Mordor on Mobie InteliR) 4 Senes Express Chipset Fr v

2 - Thay doi ché d¢ mau sdc hién i Hd:“::: HI Ll
thi (16 bit hodc 32 bit). Ché dé mau

cang cao thi do ro nét cang lon.

1 | idertily || Troubleshoot.. | | Advanced |

Sau khi thiét 14p sau kich chon Lok J[ Cancel |
Apply -> Kich chon OK.

2.15.4. Tao tai khodan ngwoi dung (Administrative Tools).
Pé mo cong cu tao tai khoan ngudi dung ta kich chon Start\ Setting\ Control
Panel -> Kich dup biéu tugng Administrative Tools -> Kich dap biéu tuong Computer
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Management hodc kich chudt phai vao My Computer chon manage. Kich chon muc
Local Users and Groups -> Kich dtp muc Users

L. Computer Management El@"gl S computer Management

Bl Fla  Action  View  Window = 8]
= Heb =i x] = Fie Action View ‘Window Help =1=] ]
€+ M@ @ (@ 2
. % ¢~ @ &
Computer Management (Local) | hhme— —
= i Systen Tooks ':uurlUs'!'j}) —> 0=, Computer Management (Local) A | Mame | Full Mare
& | L] Event Viewsr CTaroups = ﬁ% Siystem Tools m_vmware_u... _yIWare_Le
| & Shared Foldars ) + Event Wiewer admin
R ] ocol ers ond Grougs g +-g] Shared Foldsrs ] ncministrator
+ Perfarmarnce Logs and Alerts - Local Users and Groups cuest
Davice Managar 3
I ﬂfwﬂ g g:;;;s %Helpnssistant Remote Deskl
» (@ Removate Storage + & Performance Logs and B <UPPORT_35... Ch=Micrasoft
x Defragmenter =) Device Manager
= lanepement = Starage
& Ser and At @
+ [ Services and Appleations + Removable Storage
'y ). L4 | ¥ Disk Defragmenter ’

< | @ | >

bé tao tai khoan nguoi dung ta kich chudt phai vao ctra s6 Users bén phai chon New
Users... Xuat hién man hinh sau.

Uszer narme: || |

Full narne: | |

Drezcription: | |

FPazzword: | |

Confirm password: | |

User must change password at nest logon

[ Account is dizabled

Cloze

- User name: Nhap tén tai khoan nguoi dung.
- Full name: Nhép tén day dii ciia nguwoi ding.
- Description: Mo ta nguoi dung.
- Password: Nhdp mdt khau cho tai khoan nguoi ding.
- Confirm Password: Nhip lai mdt khau ngiweoi ding.
Sau khi nhap ddy du thong tin ta tich bo lua chon "User must change..." dong
thoi kich chon hop kiém "User cannot change password va Password never expires"
va kich chon Create dé tao tai khoan.

2.15.5. GO bo chwong trinh wng dung.
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Kich chon Start\ Setting\ Control Panel -> Kich dup chudt trai vao biéu tuong

Add or Remove Programs trong cira so Control Panel xuat hién man hinh sau:

¥ Add or Remove Programs

Change ar

Remove
Programs

o)

Add MNew
Programs

Add/Remove
Windows
Compaonents

@

Set Program
Access and
Defaults

Currently installed programs: [ show updates Sort by |Mame

¢ Adobe Flash Player 10 ActiveX

Click here for support information.
To remove this program from your computer, dick Remove.
& Bkav Pro 2011 Internet Security
Foxit Reader
5] K-Lite Codec Pack 5.2.3 (Full) BETA
E] Microsoft Office 2003 Edition English Interface Pack
E] Microsoft Office Professional Edition 2003
Sid Reealtek High Definition Audio Driver
G Unikey 4.0
fih USB Disk Security 5.1.0.8
"_',é Windows Internet Explorer 8
B windaws Media Farmat 11 runtime
EI Windows Media Player 11

g WiInRAR. archiver

sizeNg0.004

Size
Size
Size

Size

Size
Size
Size
Size
Size

Size

Remove ’
Qe

5.60MB
36.65MB
26.03MB

229.00MB

0.54MB
2. 12ME
4.21MB
5.31MB
6.31ME

4. 22MB

Chon chuong trinh can loai bo rdi kich chon nit Remove dé gd bod chuong trinh

do.

2.15.6. Sao lwu va phuc héi div liéu.
“+ Sao lwu dit li¢gu.

- Buée 1: Kich chudt phai chon b dia hodc 0 dia co6 chira thu muc, file can sao luu chon

Properties -> Chon Tab Tools.

- Buwéce 2: Kich chon nit Backup now... Xuit hién bang ‘Welcom to the Backup or

Restore wizard’ -> Kich chon Next.

[ Genemi | Tecls [ Hardware | Shanng || Gusta |
Erorchecking

This aption will check the volume for

B I

Drefragmertaticom

E Ii' Thia option will defragment files on the volume.

Defragment MNow ...

Backup

BEEg This estion will back up files on the volume
T

I O ] | Cancel |

- Budre 3: Kich chon ‘Backup files and settings’ -> Kich chon Next dé tiép tuc.
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Hackiep or Fostore Wizard

Backup or Restons

Withat dio you want to do?

= Baak wo e snd sengt

{2 Restom fles and setings

Wiou 28 Back un Ties B SeTGE . O PeStor them (rom & Snevies RSk

= Bac " Topuaz I t il

- Buéc 4: Lua chon kiéu sao luu

B

va kich chon Next.

+ My documents... : Sao luu
toan bo My document.

+ Everyone’s document... : Chi
sao luu My document cua tai
khoan nguoi dung dwoc chi
dinh.

+ All information... : Sao luu
tat ca dir liéu trén may tinh.

Backup or Restore Wizard

What to Back Up

You can specify the items you want to back up.

=l

What do you want to back up?
(®) My documents and settings

Includes the My Documents folder, plus your Favortes, desktop, and cookies.
() Everyong’s documents and settings

Includes every user’s My Documents folder, plus their Favorites, desktop, and
cookies.

O All information on this computer

Includes all data on this computer, and creates a system recovery disk that
can be used to restore Windows in the case of a major failure

() Let me choose what to back up

[ < Back

I

Meaxt =

] |

Cancel

+ Let me choose...: Sao luu

nhitng thu muc dwoc chon.

- Néu ta lya chon muc cudi cung thi khi kich Next man hinh xuét hién.

I — Chon noi cat file sao luu
(Backup).

2 — Nhdp tén file sao luvu (Backup).

- Buée 5: Kich chon Next dé sao luu.
Xuat hién man hinh dudi.

Backup or Restore Wizard E

Backup Type, Destination, and Name i%
-

Your fles and sefings am slomd in the destination you specty

Chaoose a place to save your backup:

Tgoe naace for this backup
@

o vl Ao nead & foppy dekt (o store ystem racoveny
rformaticn

(]

[

l‘aﬂ““n'm:Jl:’“
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E

Backup or Restore Wizard

ltems to Back Up

i

ltems to back up:

YYou can back up any combination of drives, folders, or files.

Double-click an item on the left to see its contents on the right. Then select the check
box next to any drive, folder, orfile that you want to back up.

x|

=

EJEL 2 | Name
=] yM& Computer 1 /% Computer
=0 *PSP3C) |=(| q I Documents
E J go_.cumerﬂ O B3 TUYEN THE .
* os L;;Tem [ € Network
| & Program F
L& RECYCLE
L 1 System Ve[»
3 T | =

Comment

[

< Back “ Nexd > I’ Cancel ]

- Budc 6: Kich chon 6 dia, thuy muc hoac file can sao luu bang céch tich dau “V” vao 6

vudng dimg phia trudce 6 dia, thu muc va file.
- Budc 7:
- Budc 8:

Kich chon Next dé sao luu.
Kich chon Finish dé két thuc.

& Phuc héi div liéu.

Phuc hdi dit liéu sao luu & day chinh 14 viéc ching ta khoi phuc lai dir liéu ma
trude do chung ta da Backup. pé phuc hoi dit liéu ta thuc hién theo cac budc sau:
- Buée 1: Kich dup chudt trai vao file Backup trudc d6 ma can phuc hoi. Xuat hién bang
‘Welcom to the Backup or Restore wizard’ -> Kich chon Next.

(:- up or Restore Wizard

- Buwée 2: Kich chon Restore files and
setting -> Kich Next d¢ tiép tuc.

Backup or Restore
You can back up files and settings. or restore them from a previous backup.

What do you want to da?

O Back up files and ssttings

@estore files and seﬂing_s>

=]

=] |

[LosBack  JL__New >

] [

Cancel |

I

- Bwéc 3: Kich chon thu muc va file
can phuc hoi trong file sao luu bang

cach tich diu vao 6 vudng dung phia
trude rodi kich Next dé phuc hoi.

- Buée 4: Kich Finish dé két thuc.

(h 1ip or Restore Wizard B3
What to Restore
You can restore amy combination of drives, folders, or files
£
iy Deuble click an item on the left to see its contents. Then select the
% ¢ check box next to amy drive, folder, or file that you want to restore.
""""
ltems to restore:
= [lgg File MName Size
=[] @ Backup bkf created § De cuong LYTSK 4
I [5
=Byl
4 De cuong LV
< I =] =] I =]
[oosBack L _Net> ] [ Cancel |
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2.16: Cai dat va si dung Font tiéng viét trén Windows.
2.16.1. Vin dé tiéng Viét trong Windows.

Hau hét cac phién ban ctia hé diéu hanh Windows hién dang sir dung 13 céc phién
ban khong hd tro tiéng Viét, vi vay dé sir dung duogc tiéng Viét trong Windows thi can
phai cai dit thém cac font chit tiéng Viét va phan mém gb tiéng Viét.

Cac phan mém gb tiéng Viét théng dung trong Windows hién nay la: ABC,
Vietware, Vietkey, Unikey... trong d6 phan mém Vietkey va Unikey rat dugc ua chudng
vi ¢6 nhiéu vu diém hon so véi cac phan mém khac.

2.16.2. Font chir va Bdang ma.

MJi mét font chir sé di kém véi mot bang mi tuong ung, do d6 khi soan thao tiéng
Viét, ching ta phai chon bang ma phu hop véi font chit ma chung ta dang sir dung, néu
chon khong ding thi cac tir ma chung ta nhap vao s& khong duogc hién thi nhu ¥ mubn.
Céc b font chir thong dung hién nay la:

e B¢ Font VNI: day 1a bg font chitr kha dep, cung cép rat nhiéu font chit, tén font
chir bat dau bang chit VNL

e B¢ Font Vietware: bd font chit Vietware c6 hai ho: cac font chir c6 tén bat dau
bang chir SVN va cac font chir c6 tén bit dau bang chir VN.

e B¢ Font TCVN3: bo font chit ndy thudng di kém véi phan mém gb tiéng Viét
ABC, day 1a bo font chuan cua qudc gia, tén font chir bat dau bang ky tu "." (ddu
cham).

e Bj Font Unicode: vi mbi qubc gia déu c6 ngdn ngi riéng nén viée st dung 1 loai
font chit ma c6 thé hién thi dugc tit ca cac ngdn ngir 13 didu mong mudn cua cac
chuyén gia vé cong nghé thong tin vi né thuan tién cho viéc xir 1y thong tin. Sy ra
doi cua bo font Unicode dd cho phép tich hop tit ca cac ky tu cta cac ngdn ngir
trong 1 font chit duy nhat. Hién tai, day 1a font chit chuin cua nudc ta ciing nhu
nhiéu nuéc khac trén thé gidi. Do d6, khi hoc ciing nhu khi khi st dung tiéng Viét
trén may tinh chiing ta nén chon bd font Unicode.

B¢ Font chir Bang ma Font chir thong dung
VNI VNI Windows VNI-Times

Vietware X Vietware VNtimes new roman
Vietware F Vietware SVNtimes new roman
TCVN3 TCVN3 .VNTime

Unicode Unicode Time New Romand, Arial

2.16.3. Cdc kiéu gé tiéng Viét.
Co rat nhiéu kiéu gé tiéng Viét trong Windows. Vi ban phim chung ta dang dung
khong cé san cac ky tu tiéng Viét nén dé g0 dugc cac ky tu tiéng Viét nhu chir 0, u, €...
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thi chung ta phai str dung cac to hop phim. Mdi kiéu gd tiéng Viét déu c6 nhitng wu diém
va nhuge diém nhét dinh, hai kiéu gd thong dung nhat 14 kiéu gd Telex va VNI.
Qui tic gd cac td hop phim cho kiéu gd Telex va VNI nhu sau:

Ky tu:
Ky tw a é 0 o w a d
Kiéu Telex aa ee 00 oW uw aw dd
Kiéu VNI a6 e6 06 07 u7 a8 d9
DAu:
Diu Sic Huyén Hoéi Nga Nang
Kiéu Telex S f r X 1
Kiéu VNI 1 2 3 4 5

2.16.4. Cac bg go thong dung.
2.16.4.1. By go Unikey.
& Cai dat Unikey.
- Buére 1: Kich dup file setup trong Unikey.

k4 0EnkSetup, exe

Xuat hién man hinh dudi.
& UniKey 4.0 NT Setup =13

Welcome to the UniKey 4.0 NT
Setup Wizard

This wizard will guide vou through the installation of UnikKey
4,0 NT.

It is recommended that you close all other applications
before starting Setup. This will make it possible to update
relevant system Files without having ko reboat wour
compuker.,

Click. Mezxt ko conkinue,

[ Mext = l [ Cancel ]

- Buée 2: Kich chon Next dé tiép tuc. Xuat hién man hinh sau.
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& UniKey 4.0 NT Setup

License Agreement

Please resview the license terms before installing Unikiey 4.0 NT. (

Press Page Down to see the rest of the agreement.

Unikey is provided free of charge. Permission is granted ko anyone ko use this software,
Redistribution of this software is allowed only For non-commercial purposes,

This software is provided 'as-is', without ary express ar implied warranty, In no event wil
the author be held liable For any damages arising From the use of this software.

Far more infarmation about Unikey, please wisit: htkp: /funikey.arg
Copyright (C) 1998-2005 Pham Kim Long

If wou accept the terms of the agreement, click I Agree to continue, You must accepk the
agreement ko inskall Unikey 4.0 NT.

[ < Back ” 1 Agree ] [ Cancel ]

- Buére 3: Kich chon I Agree d¢ dong y cai dat. Xuat hién man hinh sau.
# UniKey 4.0 NT Setup

Choose Install Location ——
Choose the Folder in which to install Unikey 4.0 MT, (

Sekup will install Unikey 4.0 NT in the Following Folder, To install in a different Folder, click
Browse and select another Folder. Click Mext ko continue.,

Destination Folder

| Browse...

Space reguired: 522,0KE
Space available: 22.2GE

[ < Back. “ Mext = ] [ Cancel ]

- Buéc 4: Chi dinh noi chira bo cai dat. Kich chon Next dé tiép tuc cai dat. Xuat hién
man hinh sau.

® UniKey 4.0 NT Setup

Installation Options —_—
Please check your desired options (

Add Unikey to the Windows Quick Launch
Add Unikey to the deskiop

< Back H Install ] [ Cancel

Gidao vién: Lé Tudan Hanh - By mon Tin hoc

36



Dé cwong bai giing hoc phan Tin hoc dai cwong

st

- Buée 5: Kich chon Install dé bit dau cai dt.
- Bwéc 6: Kich chon Finish dé két thuc.

+ Khdi dong Unikey.

Thong thuong Unikey duge cai & ché d6 khéi dong tu dong. Chiing ta c6 thé nhin
thdy biéu twong ctia Unikey & thanh Taskbar v6i ché d6 bat 1a tiéng Viét (chir V) hoic
ché d¢ tiéng anh (chit E).

Dé khoi dong bo gd Unikey chiing ta thuc hién theo cac cach sau:

- Cach 1: Kich dtp chudt tréi vao biéu tuong Unikey trén man hinh Desktop.
El"‘—_l

(L1232

- Cach 2: Kich chon Start\ Programs\ Unikey vietnamese Input Method\ Unikey.
- Cach 3: Kich chu6t phai vao biéu tuong Unikey (chit V hoic chit E) duéi gbc phai man
hinh chon “Béng diéu khién... [CS + F5]”

%P UniKey 4.0 Beta X

Bidu khign
Bang mé:
X e
Higu o Telex v @ wétthic
Phim chuy&n: (%) CTRL + SHIFT
Surer
@ Huwing oén Thing tin l [ M&c dinh l

+ Cdc thao tic co ban.

= Bat/ tit tiéng Viét

Dé bat tat ché do gd tiéng viét ta kich chon vao biéu twong cua Unikey ¢ goc phai cua
man hinh Desktop & thanh Taskbar. Néu biéu tuong d6 1a chit V thi ché do gé tiéng Viét
dang bat nguoc lai néu biéu twgng d6 1a chit E thi ché do g d6 1a tiéng Anh. Chiing ta
cling c6 thé str dung t6 hop phim Ctrl + Shift dé bat/ tit ché do gb tiéng Viét.

= Sit dung Bang diéu khién ciia Unikey
Hop thoai cta Unikey c6 2 ché do:
- Ché 6 mé rong: cho phép dit tit ca thong sd hoat dong ctia Unikey.
- Ché dd thu nhé: chi dit cac thong sb thudng str dung nhat.
Dé chuyén d6i gitra 2 ché do nay ching ta kich vao nat Thu nho hoic M rong.
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5P UniKey 4.0 Beta

Erids khi&n

Bang ma: Unicode o
Kigu af: Telex e

Phim chuy&n: () CTRL + SHIFT

CAaLT+ 7

Tiry chon khac
Cho phép gd dau mi, moc & cudi tir “ietnamese interface
[] &4t dAu o0&, uy cthay i da, 0y [] cho phép gb tht
|:| Sk dung clipboard cho unicode - —

£ .z . . [ Bang ad tat. . ]
|:| Tat kiem tra chinh t5
[[] Bt hai thosi néy khi khdi Jang Kh&i dang cing Windowes

I @ Huwdng din

Théng tin ] I M&c dinh

Trong bdng diéu khién nay chiing ta quan tém dén mdy ndi dung sau:
- Bing mi: Néu sir dung font chit la .vatime thi ching ta phdi chon bing md la TCVN3
(ABC) va kiéu gé la Telex, con néu sir dung font chir la Time New Romand, Arial thi
chiing ta phdi chon bang md la Unicode va kiéu gé la Telex.
- Tich b6 Iira chon ‘Bdt héi thoai nay khi khéi dong’ dé khi khéi ddng may tinh thi né
khéng xudt hién bang diéu khién Unikey.
- Tich lva chon ‘Khoi dpng cung Windows’ dé khi khéi dong Windows thi Unikey duoc
khéi ddng va thu nhé xuong géc phdi man hinh Desktop.

& Chuyén doi giiva cdc bang ma.
- Buéde 1: Chon ving van ban can chuyén doi.
- Budre 2: Thuc hién 1énh copy hoic cut doan van ban can chuyén vao clipboard
- Buwéc 3: Kich chudt phai vao biéu tuong Unikey ¢ goc phai dudi man hinh Desktop

chon “Cong ey ... [CS + F6]”.

- Budc 4: Trong myc Bang md Ta | eanams e cror
2 ~ A 5 - Mgudn WM (ABC) Sang chik hoa
chon bang ma nguon cua doan van [Jsang chit thudng

Bich Unicocde hd . i
|:| Loai bd dau

[Ckhéng ding rich text
X A ’ Wb EE I W [ Ding bé font téi thidu
can chuyén. Chon xong kich chon aee

nut chuyén ma [¥] Chuyén mé cliphoard

File:

-Bwéc 5: Sau khi chuyén xong thuc | e ngusn

ban can chuyén va bang ma dich

hién 1€nh dan doan van ban vira

File dich

ChLIy'éIl tl‘,l’ Clipboard VéO. Chi h& tror file text wa file Rich Text Format (RTF)

I> ChUYén e
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2.16.4.2. B go Vietkey.
+ Cai dqt Vietkey.
Tham khao phan cai Unikey.
+ Khdi dopng Vietkey.

5Sira déu nhanh

Thong thudng Vietkey duoc cai ¢ ché do khai Cho phép gi tat
dong ty dong. Chung ta c6 thé nhin thdy biéu tuong ctia Gi#p (51 rd lai tigng Anh
Vietkey o thanh Taskbar véi ché do bat la tibng Vit R
(chit V) hoic ché d6 tiéng anh (chit E). 2

Pé khoi dong bo gd Vietkey chung ta thuc hién ';:*imdem .

Zng m

theo cac cach sau: EBZng ma VIGR

Bing m3 TCWM3

- Cach 1: Kich dup chudt trai vao biéu

| ]| G# tidng Wist
G# téng Anh

tuong Vietkey trén man hinh Desktop.

- Cach 2: Kich chon Start\ Vietkey.
- Cach 3: Kich chudt phai vao biéu twong Vietkey (chir V hoidc chit E) dudi goc phai
man hinh chon “Hién cira s6 Vietkey”

Vietkey 2000 Beta3d-Uinregistered E|

& 2000 Ek_!\ng Mirh Tudin, Tel B4-04-8 433872
Kigu g ] ESng m3 ] Tl chon ] Ciéng cu ] BErang ki ] Théng tin ] i

Ti&ng figt
Telex 7 Wi | TELE -

i
[ Bd diu kidu cil [ba, de, ty]
[ Bd& diu ngay zau nguvén &m
v Ed dau e do

G& ban phim Ean phim =&n g
= Tigng “Wist "
7 Tigng &nh v
= I
= I
= I

o~

@P Tioovn M Thoat | L) Ludnndi

TazkEBar

4

+ Cdc thao tic co ban.

= Bt/ tit tiéng Viét.

Dé bat tit ché do go tiéng viét ta kich chon vao biéu tugng ciia Vietkey & goc phai
ctia man hinh Desktop & thanh Taskbar. Néu biéu twong d6 13 chit V thi ché do g tiéng
Viét dang bat nguoc lai néu biéu twong d6 1a chir E thi ché do g d6 1a tiéng Anh.

= St dung Bing diéu khién ciia Vietkey.
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Trong bang diéu khién nay
ching ta quan tim dén céac
trang sau:

o Kiéu go:

Trong trang nay ching ta

c6 thé chon kiéu g& 1a

Telex hoac Vni va chon

ban phim can gd (thong

thuong chung ta tich chon
cd 2 loai ban phim dé la

Tiéng Viét va Tiéng Anh.

e Bang ma:

Vietkey 2000 Beta3-Unregistered ﬁl

Nlic K a2 00C

@ 2000 Bang Minh Tudin, Tel B4-04 843387 2
Kigu g Bang m3 ] T i chon ] Ciang cu ] B ang ki ] Thang tin ]

Cac ba m3 5-Bit

7 TCWHSE - ABC [(WnTime. .. ] | a9
7 WML W YNI-Times. . ]
O WIAR [ Tie™'ng YWie™ k]

- %M Unicode 1

Unicode 16-Bit
t* Unicode dung =&n
7 Unicode t3 hop
[ Tich hop wdi MS Local Support

@ Trz gitip x Thoat RH) Ludn ndi 5 TazkBar

Trong trang ndy chiing ta chon bang ma 18 TCVN3 —ABC hoic Unicode dung san.

Chu y: Tuy thuoc vao Font chir ma chung ta chon bang ma cho dung.
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CHUONG 3: MANG MAY TiNH VA INTERNET

1. Mang may tinh.
1.1. Khai niém mang mady tinh.

Mang may tinh 1a mot nhém cac may tinh, thiét bi ngoai vi dugc ndi két voi nhau
thong qua cac phuong tién truyén dan nhu céap, song dién tir, tia hong ngoai...gitp cho
céc thiét bi ndy c6 thé trao doi dir liéu v6i nhau mot cach dé dang.

1.2. Cdc thanh phén co bén céu thanh lén mang mdy tinh.

- May tinh: PC, Laptop, Mainframe...

- Cac thiét bi giao tiép: Cad mang (NIC), Switch, HUB, Router. ..

- Méi truedng truyén din: Cép, song dién tir, song vi ba, tia hdng ngoai. ..
- Cac giao thire (Protocol): TCP/IP, Netbeui, IPX/SPX....

- Cac h¢ diéu hanh mang: Win2000, NT, Win2003, Unix...

- Cac thiét bi ngoai vi: May in, M4y Fax, Modem,Scan...

- Céc rng dung mang: Cac phan mém quan 1y chay trén mang.

1.3. Lgi ich cua mang mady tinh.

- Tiét kiém dugc tai nguyén phan ctng.

- Trao d6i dit liéu tré nén dé dang hon.

- Chia s¢é ung dung.

- Tép trung dir 1i€u, bdo mat va backup tdt.

- Sir dung cac phan mém tng dung trén mang.
- Str dung cac dich vu Internet.

1.4. Ddc trung ky thudt ciia mang mdy tinh.
1.4.1. Puong truyén.

Puong truyén 13 phuong tién dung dé truyén cic tin hiéu dién tir giira cic may tinh.
Céc tin hiéu di¢u tir d6 chinh 1a cac thong tin, dir liéu duoc biéu thi dudi dang cac xung
nhi phan (ON, OFF), moi tin hiéu truyén giira cac may tinh véi nhau déu thudc song dién
tir, tuy theo tan sb ma ta c6 thé dung cac dudng truyén vat Iy khac nhau.

Piic trung co ban ciia dwong truyén 13 dai thong no biéu thi kha ning truyén tai tin
hiéu ctia duong truyén. Thong thudng ngudi ta phan dudng truyén thanh hai loai:

< Puong truyén hitu tuyén (cic may tinh duoc ndi v6i nhau bang cac day dan tin

hiéu: Céap dong truc, cap déi UTP, cap doi STP, cap quang ).

< Puwong truyén vé tuyén: cac mdy tinh truyén tin hiéu véi nhau théng qua cac

song vo tuyén vai cac thiét bi dicu ché/giai diéu ché ¢ cac dau mat.

1.4.2. Ky thudt chuyén mach.
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K¥ thuat chuyén mach 14 dic trung k§ thuat chuyén tin hi¢u giita cac niit trong mang,

cac nit mang co6 chirc nang hudng thong tin té1 dich nao dé trong mang.

C6 cac k§ thuit chuyén mach nhw sau:

R/
0‘0

0

K§¥ thuat chuyén mach kénh: Khi c6 hai thuc thé cin truyén thong véi nhau thi
giita chiing sé& thiét 1ap mot kénh ¢ dinh va duy tri két ndi d6 cho t6i khi hai bén
ngit lién lac. Cac dir liéu chi truyén di theo con dudng ¢ dinh d6. Qua trinh thiét
1ap cudc goi tién hanh gom 3 giai doan:

Giai doan thiét 1ap két ndi: Qua trinh nay 1a lién két cac tuyén giita cic tram trén
mang thanh mét tuyén (kénh) duy nhét danh riéng cho cudc goi.

Giai doan truyén tin: Thong tin cudc goi 1a trong sudt. Su trong sudt thé hién qua
hai yéu t6: thong tin khong bi thay doi khi truyén qua mang va d6 tré nho.

Giai doan giai phong (huy bé) két ndi: Sau khi cudc goi két thuc, kénh s& duoc
giai phong dé phuc vu cho cac cude goi khac.

__________ .ﬂ,"d“ ‘\-\1‘_____—________ E
. 18]

Mang chuyén mach kénh.

K§ thuit chuyén mach thong bao: Thong bao 1a mot don vi di liéu ciia nguoi sir
dung c6 khuon dang dugc quy dinh trude. Mdi thong bao co chira cac thong tin
diéu khién trong d6 chi rd dich can truyén tdi cta thong bao. Cin ctr vao thong tin
diéu khién ndy ma mdi nut trung gian c6 thé chuyén thong bao téi nut ké tiép trén
con duong dan téi dich.

MJi niit can phai luu trir tam thoi dé “doc” thong tin diéu khién trén théng bao dé

sau d6 chuyén tiép thong bao di. Tuy thudc vao diéu kién ctia mang, cac théng bio

khac nhau c6 thé truyén theo dudng truyén khac nhau.

Phuong phap chuyen mach thong bao.
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< K§ thuat chuyén mach géi: & diy mdi thong bao dugc chia ra thanh nhiéu géi
nhé hon duge goi 1a cc goi tin (packet) c6 khudn dang qui dinh trudc. Mdi géi tin
cling chira cac thong tin diéu khién, trong d6 c6 dia chi ngudn (ngudi gii) va dia
chi dich (nguoi nhan) cta goi tin. Cac gbi tin ciia ciing mot thong bao co thé duoc
guri di qua mang toi dich theo nhiéu con duong khac nhau. O bén nhan, tht tu
nhan duoc c6 thé khong ding the tu duoc gui di

I

Mang chuyén mach goi

1.4.3. Kién tritc mang.

Kién tric mang may tinh (network architecture) 1a sy thé hién cach ndi cac may tinh
v6i nhau va tap hop cac quy tic, quy wdc ma tit ca cac thyc thé tham gia truyén thong
trén mang phai tuan theo dé dam bao cho mang hoat dong tt.

Khi néi dén kién trac ciia mang ngudi ta mubn ndi t6i hai vin dé d6 1a hinh trang
mang hay topo mang (Topology) va giao thirc mang (Protocol).

< Topology: La cach két ndi cic may tinh v6i nhau vé mit hinh hoc. C6 céc topo
mang co ban do 1a: hinh sao (star), hinh truc (bus), hinh vong (ring).
¢ Protocol: Giao thirc mang.

1.5. Cac logi mang mady tinh.
1.5.1. Mang cuc by LAN
* Khdi niém.
Mang LAN (Local Area Network) 1a mot nhom may tinh va cac thiét bi truyén
thong mang duoc ndi két v6i nhau trong mot khu vuc nhé nhu mét toa nha cao ¢, khuon
vién truong dai hoc, khu giai tri. ..

& Dic diém ciia mang cuc by LAN.
Mang LAN thuwong c6 cac dic diém sau:
- Bing thong 10n, c6 kha ning chay cac tng dung truc tuyén nhu xem phim, hoi thao qua
mang.
- Kich thude mang bi gidi han boi cac thiét bi.
- Chi phi cho cac thiét bi ciia mang LAN tuong d6i ré.
- Quan tr1 don gian.
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Sal=s Marksting
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gling Customer Semvice

1.5.2. Mang dién rong WAN.
& Khdi niém.

Mang WAN (Wide Area Network) 1a mang bao phu mot ving rong 16n ¢ thé 1a
mot qudc gia, mot luc dja hay toan cau. Mang WAN thudng 12 mang cia cac cong ty da
quéc gia hay toan cdu dién hinh 13 mang Internet. Do pham vi rong 16n ctia mang WAN
nén thong thuong mang WAN 1a tap hop cac mang LAN, MAN ndi lai véi nhau bang
cac phuong tién nhu :V¢ tinh, song vi ba, cap quang, cap dién thoai...

& Dic diém ciia mang cuc by WAN.

Mang WAN thuwong cé cic dic diém sau:
- Bang thong thap, d& mat két ndi, thuong chi phi hop véi cac tng dung offline nhu E-
Mail, Web, FTP...
- Pham vi hoat dong rong 16n khong gidi han.
- Do két ndi cua nhiéu mang LAN, MAN lai v&i nhau nén mang rat phic tap va cé tinh
toan cau nén thudng 13 co to chirc qudc té dimg ra quan tri.
- Chi phi cho cac thiét bi va cong nghé rat dit tién.

San Francisco Offica Boston Offica

1.6. M6 hinh xwr ly mang.
1.6.1. M6 hinh xwr ly mang tap trung.
+ Dinh nghia.
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La toan b cac tién trinh xtr 1y dién ra tai may tinh trung tim. Cac mdy tram trong
mang dugc ndi mang véi mdy tinh trung tdm va chi hoat dong nhu nhitng thiét bi nhap
xuat dir liéu cho phép ngudi ding xem trén man hinh va nhap liéu ban phim. Cac may
tram khong luu trir va xtr 1y dir li€u.

£ Uu diém.

Dit liéu duoc quan 1y tap trung nén dugc bao mat an toan, dé backup va dé diét virus.
& Nhwoc diém.

Kho c6 thé chay nhiéu tmg dung khac nhau cting mét thoi diém.

1.6.2. M6 hinh xi¢ Iy mang phdn phoi.

+ Dinh nghia.

La md hinh ma cdc mdy tinh c6 kha nang hoat dong doc 1ap, cac cong viéc dugc tich
nho va giao cho nhiéu may tinh khac nhau cung thuc hién thay vi tp trung xu 1y trén
may trung tdm. Tuy dir li¢u duoc xur Iy va luu trit tai may cuc bd nhung cac may tinh nay
duoc ndi mang véi nhau nén chung co thé trao doi dit liéu va dich vu.

£ Uu diém.
Truy xuat dir liéu nhanh, phan 16n khong gi6i han cac Gng dung.

+ Nhwoc diém.
Dt li€u luu trit roi rac trén cac may tram nén rat kho dong bo, backup va rat dé nhiem
virus.

1.6.3. M6 hinh xwr ly mang cong tdc.

+ Dinh nghia.

La mo hinh ma cac may tinh trong mang hop tac v&i nhau dé thuc hién mot cong viée.
Mot méy tinh c6 thé muon ning luc xtr 1y bang cach chay cac chuong trinh trén cic may
nam trong mang.

+ Uu diém.
Xtr 1y dir liéu rat nhanh va manh, c6 thé dung dé chay cac tng dung c6 cac phép toan
l6m.

+ Nhwoc diém.
Céc dit liéu duoc luu trir trén cac vi tri khac nhau nén rat kho déng bo va backup,
kha nang nhiém virus rat cao.

1.7. M6 hinh wng dung mang.
1.7.1. Mang ngang hang (peer to peer).

+ Dinh nghia.

Mang ngang hang 13 mang ma cac may tinh két ndi voi nhau nhung khong c6 bat ky
mot may tinh nao dong vai tro may phuc vu (server). Mot may tinh trén mang c6 thé vira
la client, vira la server.
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Trong mang ngang hang ngudi dung may tinh ty chiu trach nhiém diéu hanh va chia
sé cac tai nguyén cia may tinh minh..

Mang ngang hang thuong dung cic hé diéu hanh sau: Windows XP, Windows Vista
Windows 2000 Proffessional, Windows 7...

+ Dic diém.

¢ Thich hop v6i cac mang cuc bo quy md nho, don 1€, cac giao thuc riéng 1€, mirc
do

thap va gia thanh ré.

% Cac mang ngang hang duoc thiét ké chu yéu cho cac mang noi bo vira va nho.

¢ Chia sé file va may in do gian.

% Nguoi dung duoc phép chia sé file va tai nguyén nam trén may cia ho va truy
nhap dén céc tai nguyén duoc chia sé trén may ngudi khac, nhung khong cé ngudn
quan 1y tap trung. Vi mang ngang hang khong can bat ¢ may nao trong mang lam
may chu.

< Trong mang ngang hang, tt ca cac may tinh duoc coi 1a binh dang, bai vi chung
c6 cung kha ning sir dung cic tai nguyén co san trén mang.

1.7.2. Mang khdach chu (Client - Server).

& Dinh nghia.

La m6 hinh ma trong mang c¢6 mot hé théng may tinh cung cép cac tai nguyén va dich
vu cho ca hé théng mang st dung goi 1a may chu (Server). Mgt hé thé)ng may tinh st
dung cac tai nguyén va dich vu nay doc goi 1a may khéach (Client). Cac may Server th-
udng c6 cau hinh rat manh, tbc do xtr Iy nhanh, kich thudc luu trix 16n.

+ Dic diém.

¢ An toan, hi€u qua lam viéc cao.

% Trong mang c6 mot hodc nhiéu may tinh dong vai trd 13 may chu va duoc chia sé
cac dich vu cho nhiéu ngudi ding nhu cac dich vu file, dich vu in, dich vu truyén

tin.
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% Kiém soat quyén sir dung trén tdan mang tai may chu.

% Cung cip cac dich vu thu myc trén tdan mang.

¢ Cac giai phap dua trén may chu duoc coi la sy quan tri mang tap trung va thuong
la may quan 1y mang nd1 bd chuyén dung.

2. Mang Internet.
2.1. Sw ra doi ciia mang mady tinh.

-Nim 1965, Bo qubc phong My di xay dung mot hé thong mang may tinh phuc vu
cho vi¢c nghién clru quan sy. Mang nay c6 tén la ARPAnet, hé thé)ng nay dugc thiét ké
v6i kha ning chiu dung duoc nhitng su c¢b nghiém trong nhu thién tai, chién tranh,...ma
van hoat dong binh thuong. Pay chinh 1 tién than cia mang Internet sau nay. Tai thoi
diém nay, chi c6 nhitng nha khoa hoc, co quan ctia chinh phit My mdi ¢6 quyén truy cip
vao hé thong ARPAnet.

Vao cubi nhitng nam 1980, hiép hoi khoa hoc My di c6 nhitng nd lyc dé cho phép
cac nha khoa hoc, cc truong cao déng va cac truong dai hoc cé thé tham gia st dung hé
thong mang ARPAnet dé chia sé nhiing thong tin, dir liéu khoa hoc ciia ho. Tuy nhién
viéc str dung Internet luc d6 rat kho khin, doi hoi ngudi ding c6 k¥ nang sir dung may
tinh cao.

Mang Internet ¢ thé chi ding lai & ddy néu nhu khong cé sy ra doi cia World
Wide Web, dugc phat minh béi Tim Berners—Lee trong thoi gian 1am viéc tait CERN (Té
chirc nghién ctru nguyén tir cia Chau Au dit tai Thuy Si). Ong Tim di tim ra cach thirc
dé may tinh & céc vi tri, dia diém khac nhau c6 thé hién thi nhimng van ban c6 lién két dén
cac tap tin vin ban khac. Két qua nghién ctru cta 6ng Tim dé 1a ngdn ngir danh dau siéu
van ban HTML (Hyper Text Markup Language).

2.2. Cac khdi niém co badn.
% HyperLink (link): La cac mbi lién két giira cac tu liéu. Thong thudng, trong mot
trang Web, cac mdi lién két c6 mau xanh duong va dugc gach dudi. Ngoai ra, bt
ky mot hinh anh, van ban nao khi di chuyén con tré chudt ti con tré chudt chuyén
sang hinh ban tay déu 1a cac lién két (link).

s HTTP (Hypertext Transfer Protocol): La giao thirc cho phép cidc may tinh giao
tiép qua World Wide Web va két ndi voi nhau qua cac hyperlink.

< HTML (Hypertext Markup Language): La ngon ngir dinh dang dung dé tao ra

cac trang Web giup ngudi dung cé thé doc va truy cap tir bat ky may nao trén

mang, dung bat ky hé diéu hanh nao.

WebPage: La mot trang tu li¢u Web.

WebSite: La tap hop cac trang Web ctia mot to chirc, mot cong ty...

/ R/ K/
0’0 0‘0 0‘0

Home page: La trang Web dau tin cia mot Web Site hodc trang Web xuat hién
dau tin khi khoi dong, dong thoi trang nay chira cac lién két tiéu biéu dén céc trang
Web con lai.
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< Tén mién (Domain name) ding dé xac dinh vi tri ctia mot website trén internet.

Tén mién do mét t6 chirc quan 1y cap qudc gia cung cap, & Viét Nam 1a VNNIC.

Tén mién 13 duy nhit khong duge trung nhau.

Vi du: URL ctia PH Quy Nhon http://www.qnu.edu.vn, c¢6 phan tén mién 1a

www.qnu.edu.vn.

Tén mién dugc xac 14p tir cac thanh phan (tinh tir bén phai sang)

e Xac dinh qudc gia: vn (Viét Nam), jp (Nhat Ban), uk (Anh Qudc)...
e Xac dinh linh vuc: edu (gido duc), gov (chinh phu), com (thuong
mai),...
e Xac dinh t6 chirc, c4 nhan: qnu (PH Quy Nhon), baobinhdinh (bo
Binh Dinh),...
< URL (Uniform Resource Locator): La dudng dan chi t6i mot tip tin trong mot
may cht trén Internet. Chudi URL thudng bao gdm: Tén giao thirc, tén may chu
va dudng dan dén tap tin trong may cha do.

Vi _du: http://www.hcmuns.edu.vn/TongQuan/Tongquan.htm c6 nghia la: giao
thic s dung http://, tén may chii: www.hemuns.edu.vn, dudng dan va tén tap tin:
/TongQuan/Tongquan.htm.

Luwu v: Duong din str dung déu "/" thay cho ddu "\".

2.3. Két noi Internet.
2.3.1. Gidi thiéu trinh duyét IE (Internet Explorer).

Internet Explorer 12 phan mém ctia hdng Microsoft duoc thiét ké va duoc tich hop trén
cac hé diéu hanh Windows dé truy cap vao cac trang Web.

% Giao dién IE.

Ciing nhu moi ctra s6 Gng dung trén Windows, giao dién cta IE ciing c6 cac thanh
phan nhu menu ngang, cac nit cong cu chuan, dic biét trén IE c6 thanh dia chi dé nhap
hodc cho biét dia chi cua website dang truy cap dén.

Dé 4n, hién cac thanh menu nay, ta kich chon menu View\Toolbars va danh dau
chon vao cac menu tuong ung. Cac thanh truot ngang, doc cling thuong dugc sir dung khi
duyét web.

File Edt Wiew Favorites Tools  Help

P Iﬂ IEI .;\- /-\: Search ,\ Favarites 6-‘ == ﬁ “E‘?.

Address .‘-Ej EEp: e s, com ) hd a Go

Hotmail  Messenger My MSH  Bing Mak

¢ Chirc ning cua cac nit trén thanh cong cu chuan:
Lan luot tir trdi sang phai cac nit ¢6 cong dung sau
Back: Lui vé trang trudc do
Forward: Dén trang sau
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Stop: Ngung tai vé trang web hién thoi

Refresh: Lam tuoi trang web, tai lai thong tin méi nhat.

Home: Truy cip ngay dén mot website qui dinh trude

Search: Dén mot trang web tim kiém

Favorites: M¢ cac dia chi web nguoi dung chu dong luu lai trude do6
Media: Truy cap dén trang phim, nhac windowsmedia

History: Xem cac dia chi da truy cap do may tu dong luu lai

Mail: M& mot trinh gui thu

Print: In trang web

Edit: Stra doi ndi dung trang web

2.3.2. Khoi dong IE.
Mubn truy cap dugc vao Website thi ddu tién chung ta phai khoi dong chwong trinh
Internet Explorer. Cach khé1 dong nhu sau:
Kich chon Star\ Programs\ Internet Explorer hoic kich dip biéu twong
Internet Explorer trén man hinh Desktop. Sau d6 nhap dia chi web can truy nhap vao
thanh dia chi Address.

File Edit ‘view Favorites Tools Help

- — i
J < IiLI IELI W search < Favories 6- j i = ﬁ i A“

Address | ] T

Hotmail  Messenger My MSK  Bing Mak

2.3.3. Mt s6 thiét ldp thong dung.
& Thiét Igp trang Home.
Trang Home 1a mdt trang dugc tu dong truy cap khi khdi dong IE hodc duge nguoi

dung kich chudt 1én nit Home, dugc thiét 1ap nhu sau:

- Buée 1: Khéi dong IE. -> Kich chon menu Tools

- Buéc 2: Kich chon Internet Options.

- Bude 3: Chon tab General.

- Buéc 4: G6 dia chi trang can thiét 1ap vao dong Address trong hop thoai Home page

- Buée 5: Kich chon niat Apply. -> Kich chon OK.

T —— =15=

Haome pags
% “ou can change which page to use for pour home pags.

Address: e =] = SS.nek

[ Use Cunen t | [ Use Default | [ Use Blank |

Temporans Intermet files
-y FPages you wview on the Intermet are stored in a special folder
&= Y for quick wviewing laker.

[Delete Cockies... | [ Dselete Fies.. | [ Settings... |

Historw

The Histon folder contains links to pages you've visited. far
quick access to recen iy wrievae d pages.

D avs to keep pages in histons ElES Clear History

[ Colors. IE ] Fornts. ] [ Languages.. | [ &ccessibilit.. |

—T— T ] T
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+ Luwu lai dia chi trang web hay diing.
Dé luu lai nhitng trang web c6 ndi dung hay ma ta hay ding t6i, chung ta c6 thé luu
lai dia chi d6 lai nhu sau:
- Bude 1: Trén trang web kich chon menu Favorites
- Bwée 2: Kich chon Add to Favorites
- Buére 3: Dit tén tiéu dé cua trang web trong hop Name roi kich OK

Két qua khi nhip nut Favorites s& xuit hién tiéu dé cua trang web d6 trong danh
sach. Dé truy cip trd lai chi can nhip chudt vao tiéu dé do

q.r:f Internet Explorer will add this page to pour Favorites list.

l [] take available offline
Mame: | thao 24h, lich thi d3u, k&t qua, video clip - YnExpress
Cozliz Mews Folder...

2.3.4. Cac thao tac co ban trén IE.

& MG nhiéu trang web cing lic.

Néu cac trang web d6 trén cling mot website thi ta chi can kich chudt phai 1én lién
két (hyperlink) roi chon Open in New Window, nguoc lai néu trén cac website khac
nhau thi chiing ta lam theo céch sau:

Kich chu6t chon nit Start\ Programs\ Internet Explorer hoic kich dtp biéu tuong
IE trén Desktop roi nhap dia chi Website can truy nhap vao.

+ Sao chép toan b trang Web.

Thao tac ndy thudong dugc dung khi chung ta mudn doc ndi dung cic vin ban trén
web ma khong phai truy cip online dé tiét kiém chi phi. Pé sao chép trang web ta thuc
hién nhu sau:

- Bwée 1: Kich chon menu File

- Budce 2: Chon Save as

- Bude 3: Chon thu muc luu lai

- B4: Dit tén file trong hdp file name -> Kich chon Save

Két qua ta thu dugc mot tap tin dang htm hodc html cé thé xem noi dung trong mot
trinh duyét tuy y.

+ In trang Web.

Trong web ciing cho phép chung ta c6 thé in ndi dung cua trang web ma chung ta can.
Trude khi in ching ta nén xem trudc bang cach kich chon File\Print Preview dé xem
truge khi in. Dé in trang Web ta thuc hién nhu sau:

- Buée 1: Kich chon File/Print
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- Buée 2: Chon may in, pham vi, ) lugng ban in, pham vi trang
- Bude 3: Kich chon Print

Chu y: Pé in mot ph?m, ta danh dau phﬁn van ban can in, thuc hién cac thao tac
nhu trén va chon Selection khi xac dinh pham vi in.

4 Tim kiém théng tin trén Internet.

Internet c6 thé duoc xem 1a mot kho thong tin khéng 16, chira dung hau nhu toan bod
kién thtrc ctia nhan loai nhung khéng dugc sap xép theo mot trat tu nao ca. Viée sap xép
hau nhu khong thé thuc hién duoc vi ban than thong tin trén Internet c6 qua nhiéu dinh
dang. Néu khong thanh thao, khong nhitng chung ta khé tim duoc nhitng thong tin can
thiét cho minh ma con bi mat kha nhiéu thoi gian.

Dé tim mot thong tin bat ky nao d6, ngudi ta st dung mot s6 may chii “tim kiém” con
goi la Searching Engines. Cac engine nay s gitip ching ta “suc sao” trong Internet va tim
nhiing thong tin can thiét.

Co rat nhiéu trang tim kiém nhu http://www.altavista.com, http://www.msn.com,

http://www.vinaseek.com, http://www.panvietnam.com va kha ndi tiéng 14 trang web tim
kiém http://www.google.com.

Cong cu tim kiém Google 1a mot cong cu tim kiém thong tin toan cau trén Internet
manh nhat hién nay. Tién ich ndy gitp ta c6 thé tim kiém thong tin véi rat nhiéu ngon
ngtt khac nhau

Cich tim kiém thong tin trén google nhuw sau:

- Buédce 1: Truy cap vao trang http://www.google.com.vn
- Buéc 2: Nhap tir khoa lién quan dén thong tin can tim va nhan Enter.

2l Google - Microsoft Internet Explorer

File Edit  View Favorites Tools  Help e

Qo - © - X B @ Peen oo @25 @ - [JEL O B
Address |ﬁj http: ffwnans, google. com, wn) v| Go Links **
Web Hinh &nh “ideo Tintire Dich Gidi Bap Gmail thém « iGoogle | Cai g4t tim kidm | B4ng nhip

=5 Tim ki&m nang cao
CaAng oy nadn nol

internet

Tirn vw&i Google | Xemn trang d4u tién tim duwoc

Tim kiém trén: @& web O nhitng trang vidt bing tiéng Wigt O nhikng trang tir Wit Nam

£

&) 8 Interner
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Chii y: Chung ta c6 thé sir dung céc tinh nang tim kiém nang cao bang cach kich
chudt vao dong chit "Tim Kiém nang cao". Xuat hién man hinh sau:

GO jgle Tim kiéem nang cao Thi thust tim kidm nang cao | Gidi thiéu vé Google

Tim cac trang webh cdé...
tat cd cac tiv nay: |
tir hodc cum tir chinh xac nay:
mdt hodc nhidu tir trong s6 céc
tir nay:
Mhung khéng hién thi cac trang cé...
hat ki tir nao trong sd nhitng tir

khéng mong mudn nay:

Can thém céng cu?

K&t qud trén mdi trang: 10 két gqua ~
Mgédn ngir bit ky ngfn ngik b
Loai tép: bt ki dinh dang nao -

Tim kidm trong trang web hoic
tén rmién:
Cwi dur youtube com, edu)

) Mody. quydn siv dung, khu wirc va hon thé niva

[ Tirn kiérm nang cao ]

Nhép cac thong tin can tim nang cao vao cac muc. Nhip xong nhin nat "Tim kiém
nang cao".

Két qua 1 danh sach nhimg trang Web c6 lién quan dén tir khod da nhap.

Vi du: Ta go tu can tim 1a “dich cam gia cam”, may s€ liét ké ra mdt danh sach cac
dja chi ma & d6 co thé tim thdy nhimng thong tin lién quan nhu mot s6 bai bao viét vé dich
cim gia cam. ..

2.4. Cac dich vu co bdn trén Internet.
2.4.1. Dich vu tén mién DNS.
2.4.1.1. Muc dich ciia hé thong DNS.

May tinh khi két ndi vao mang Internet thi dugc gan cho mdt dia chi IP xac dinh. Pia
chi IP ctia mdi may 13 duy nhat va c6 thé giup may tinh co thé xac dinh duong di dén mot
may tinh khac mot cach dé dang. Nhu dbi v6i nguoi dung thi dia chi IP 1a rat kho nhd.
Do vay can phai sir dung mot hé thong dé gitip cho may tinh tinh toan duong di mot cach
dé dang va dong thoi ciing giup ngudi ding d& nhé. Do vy hé thong DNS ra doi nham
gitip cho ngudi ding co6 thé chuyén doi tir dia chi IP khé nhd ma mdy tinh str dung sang
mot tén dé nhé cho ngudi st dung va dong thoi né giup cho hé thong Internet dé dang st
dung
dé lién lac va ngdy cang phat trién.

Hé thong DNS sir dung hé thdng co sd dit liéu phan tan va phan cap theo hinh cay do
d6 viéc quan 1y s& dé dang va ciing rat thuan tién cho viéc chuyén doi tir tén mién sang
dia chi IP va nguoc lai. Ciing gidng nhu mé hinh quan 1y ca nhan ciia mot dat nudc mdi
c4 nhan s& c6 mot tén xac dinh dong thdi cling ¢ dia chi ching minh thu dé gitp quan 1y
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con ngudi mot cach dé dang hon (nhung khac 1 tén mién khong duoc tring nhau con tén

ngudi thi van c6 thé tring nhau). Mdi mét dia chi IP twong (mg v6i mot tén mién

2.4.1.2. Cau truc cua tén mién.

Tén mién dwgc phan thanh nhiéu cip theo dang hinh ciy:

Cap gbc (Domain root): N6 1a dinh cta nhanh cdy cua tén mién. N6 xac dinh két
thuc ciia domain. N6 thé biéu dién don gian chi 13 ddu chim «.”

Tén mién cap mot (Top-level-domain): La tén mién gdm vai ki ty xac dinh mot
nude , mot khu vue hodc to chtre. Vi du: “.vn”.

Tén mién cip hai (Second-level-domain): N6 rat da dang co thé 14 tén mot cong ty,
mét to chirc hay mot cd nhan. Vi du : dantri.

Tén mién cap nho hon (Subdomain): Chia thém ra cta tén mién cip hai tr& xuéng
thudng duoc str dung nhu chi nhanh, phong ban cia mot co quan hay chii dé nao
do. Vi du: phone.fpt.vn la mgt phong cta cong ty Fpt, www.thanglong.edu.vn.

Tén mién s€ dugc doc tur trai qua phai, myc dau tién (www) 1a tén cua may tinh. Tiép

theo 13 tén tén mién cap 3 (thanglong), tiép dén 1a tén mién cap 2 (edu) va cudi cung la

tén mién cap 1 (VN).

Tén mién dugc ding ki v6i co quan quan 1y tén mién ¢ dudi cap vn 13 trung tAm thong
tin mang Internet Viet Nam (VNNIC).

Chu y khi dat tén mién:
Tén mién nén dat gidi han tir cap 3 dén cap 4 vi nhiéu hon nita vi¢c nhd té€n va quan

tri kho khan. Str dung tén mién 1a phai duy nhit trong mang Internet nén dit tén don gian

g01 nh¢ va tranh phur tap.

Cich dit tén mién

o
%
o
o
o
o

/7
0‘0

» Tén mién sé& c6 dang : Label.label.label....label.

Do dai t6i da ctia mot tén mién 1a 255 ky tu.

M&i mot label téi da 1a 63 ky tu bao gdm ca dau “.”.
Label phai dugc dugc bit ddu bang chit va chi dugc chira chit, sb, dau trir (-).

2.4.1.3. Phén loai tén mién
Tén mién dwoc chia thanh cac loai sau.

¢

o2

K/ K/ / R/ K/ K/ /7
0‘0 0’0 0‘0 0‘0 0‘0 0’0 0‘0

« Com : Tén mién nay duoc dung cho céc t6 chirc thuong mai

« Edu : Tén mién nay duoc dung cho cac co quan gido duc, truong hoc
« Net : Tén mién nay dugc dung cho cac t6 chirc mang 16n

« Gov : Tén mién nay dugc dung cho cac t6 chirc chinh phi

« Org : Tén mién nay dugc dung cho cac t6 chirc khac

« Int : Tén mién nay dung cho cac t6 chirc qudc té

« Info : Tén mién nay ding cho viéc phuc vu thong tin

« Mil : Tén mién danh cho cic t6 chirc quan su, qudc phong
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% « Ma cac nudc trén thé gidi tham gia vao mang internet, cac qudc gia nay duoc qui
dinh bang hai chit cai theo tiéu chuan ISO-3166 (Vi du: Viét Nam 13 .vn, Singapo
lasg....)

<« Travel : Tén mién danh cho t6 chirc du lich

% «Post: Tén mién danh cho céc to chirc buu chinh.

Céc tén mién dudi mirc root nay duoc goi 1a Top —~Level — Domain

2.4.1.4. Mdy chii quan ly tén mién (Domain name server - DNS).

May chii quan 1y tén mién (DNS) theo ting khu vue, theo timg cap nhu: mét t6 chic,
mot cong ty hay mot ving lanh thd. May chu d6 chira thong tin dit liéu vé dia chi va tén
mién trong khu vyc, trong cip ma né quan Iy dung dé chuyén giira tén mién va dija chi IP
ddng thoi no cling c6 kha ning hoi cac may chii quan 1y tén mién khac hodc cap cao hon
n6 dé co thé tra 101 dugc cac truy van vé nhitng tén mién khong thudc quyén quéan 1y cia
n6 va ciing ludn sin sang tra 1oi cic may chu khac vé cac tén mién ma nd quan Iy.

May chii cap cao nhat 1a Root Server do to chitc ICANN quan 1y. La server quan 1y
toan bd cau tric ctia hé thong tén mién. Root Server khong chira dit liéu thong tin vé cau
trac hé thong DNS ma né chi chuyén quyén (delegate) quan 1y xudng cho cac server cip
thip hon va do d6 root server c6 kha ning dinh dudng dén ctia mot domain tai bat ki dau
trén mang

Hién nay trén thé gidi co khoang 13 root server quan 1y toan bd hé théng Internet.
Mot DNS server c¢6 thé ndm bat ¢t vi tri nao trén mang Internet nhung dugc ciu hinh
logic dé phan cip chuyén tén mién cap thip hon xudng cho cac DNS server khic nim bt
cur vi tri nao trén mang Internet. Nhung tdt nhat 1a dat DNS tai vi tri nao g?ln vdi1 cac
client dé dé dang truy van dén dong thoi ciing gan véi vi tri cia DNS server cip cao hon
tryc tiép quan 1y né.

2.4.2. Dich vu thw dién tir. (Email).
2.4.2.1. Tong quadt vé thw dién tit.

Thu dién tir, hay email (tir chir electronic mail) 14 mot hé thdng chuyén nhan thu tir
qua cic mang may tinh. Email 1a mot phuong tién thong tin rat nhanh. Mot miu théng tin
(thu tir) c6 thé dugc gii di & dang ma hod hay dang thong thudng va dugc chuyén qua
c4c mang may tinh dic biét 1a mang Internet. N6 c6 thé chuyén mau thong tin tir mot may
ngudn t6i mot hay rat nhiéu may nhén trong ciing luc.

Ngay nay, email ching nhitng c6 thé truyén giri duoc chit, nd con c6 thé truyén duoc
cac dang thong tin khac nhu hinh anh, am thanh, phim.

Phan mém thu dién tir (email software) 14 loai phan mém nham hd tro cho nguoi ding
viéc chuyén va nhan cic mau thong tin (thuong 1a dang chit). Thong tin c¢6 thé dwa vao
phan mém thu dién tir bang cach thong dung nhét 13 g chit tir ban phim hodc may quét
hinh (scanner), ding may ghi hinh sé (digital camera) dic biét 1a cic Web cam. Phan
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mém thu dién tir gitp do cho viéc tién hanh soan thao, gui, nhan, doc, in, xo4 hay luu gilr
cac thu dién tr.

=> Thu dién tir (E-mail) 12 mot buc thu dugc s6 hoa. Khi gui, E-mail dugc ty dong
chuyén dén hop thu nguoi nhan va luu trit trong may chi noi nguoi nhan ding ky hop
thu cua hg. Khi nguoi nhan truy nhap vao hop thu cua ho trén may chu, ho s€ nhan dugc
danh sach cac thu cii va thu méi duge giri dén.

2.4.2.2. Loi ich cua thw dién tir.

¢ Nhanh: Vi E-mail dugc gtri qua Internet dudi dang cac tin hi¢u dién nén tbe do di
chuyén ciia né gan nhu tirc thoi.

% Chi phi ré: Voi E-mail ching ta chi tbn mot khoan chi phi nho dé két ndi internet
cung va&i chi phi cho dich vu E-mail.

Chii y: Néu dung thu dién tir ciia Yahoo hodc Gmail thi ching ta khong mét phi dich

vu gui thu)

% Khoéng co khoang cach: V&i E-mail cho dui ngudi nhan & rat xa c6 thé 1a & mot
chau lyc khac hay & ngay bén canh thi viéc giri va nhan thu déu duoc thuc hién
gan nhu ngay lap tuc.

% Hiéu qua: Néu ching ta c6 mot cau hoi can duoce tra 1oi chung ta c6 thé giri thu
dién tir thay vi dén tan noi hay goi dién thoai dé hoi. Bén cach d6 chung ta ciing c6
thé guri thu cing mot ndi dung cho nhiéu ngudi nhan cing mot lic thay vi phai giri
cho ting ngudi mot. chinh vi vay chung ta tiét kiém dugc thoi gian va tién bac.

% Xau chudi dugc toan bo thong tin lién lac: Vi phén 16m cac E-mail dugc luu gitr lai
do vay ching ta co thé tip hop duogc toan bd thong tin lién lac.

2.4.2.3. M6 hinh hoat dong ciia E-mail.

Tai mdi Mail Server thong thuong gdm hai dich vu: POP3 (Post Office Protocol 3)
1am nhiém vu giao tiép mail gitta Mail Client va Mail Server, SMTP (Simple E-mail
Transfer Protocol) lam nhiém vy giao tiép mail giira cac may Mail Server.

=1
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[y |
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%
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M& hinh hoa

s@ﬁ
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déng cla Mail Server.

Pé st dung E-mail, ngudi ding can c6 mot account mail do nha cung cép dich vu
Internet (ISP) cap bao gdm cac thong tin sau: Dia chi mail (vi du: nvteo@hcm.vnn.vn),
username, password va dia chi cia Mail Server ma minh dang ky. Sau d6 chon mdt
chuong trinh Mail Client (Outlook Express, Netscape...) va cdu hinh cac thong s trén
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vao chuong trinh d6. Tir d6 ban c6 thé st dung chuong trinh nay dé soan thao va goi
nhan mail mot cach dé dang.

2.4.2.4. Cdc thanh phan ciia mot dia chi E-mail.

Dia chi E-mail 1a mot dinh danh trén internet cho phép ngudi sir dung nhan biét duoc
chinh xac nguoi can lién heé, giao dich, trao doi thong tin va ra Iénh gtri cac thong diép,
tai li€u, hinh anh,... t61 dinh danh nay.

Céu triic chung ctia mot dia chi E-mail ¢6 dang : tén dang ky@tén mién

% Phan tén dang ky cua dia chi e-mail dé phan biét v6i cac dia chi e-mail khac do

cing mot tén mién quan 1y.

% Phan tén mién quan 1y dia chi E-mail.

Vi du: Ta c6 moét dia chi E-mail daotao@gmail.com

Thi tén dang ky la: daotao
Ky tu @ la bat budc phai ¢ dbi voi moi E-mail.
Tén mién: gmail.com

2.4.2.5. Svr dung thuc dién tir.

+ Dang ky hop thw mdi.

Pé dang ky mot dia chi mail Internet dé giao dich v6i ban bé chiing ta ¢6 thé dén nha
cung cap dich vu Internet dé dang ky hoic ty tao cho minh mét dia chi mail mién phi
trén cac Website noi tiéng nhu Yahoo, Gmail, Fpt, Vnn.... pé dang ky mot hop thu bﬁng
Gmail chung ta thyc hién nhu sau:

- Budc 1: Mo IE va truy nhap vao trang web '""htttp:/www. mail.google.com/mail"'.

=M Gmail: Email t= Google - Microsoft Internet Explorer
File Edit [ Farvori ks Toals Help -
) Back - 2 = 21 b0 search  5l'¢ Favorites  £F) - e ]~ ] 23
Address | &) httpsiffwwww google. comfaccounts/ServiceLogin?ser L m—rF. Mtinue—httpe3a%ezFezFmail.a ~ | B So Links >
-~
G r~ail

Giai phap email cua Google.
Smail duwoe xdy dwng trén ¥ tudng rng email €6 thé trrc quan, hisu
qua wa hiru dung hon. & tham chi cé thé tha vi nda. Cudi cong, Gmail T&n ngwei diong: ||
[=1=} -
Wi du: pat@example.com
RSt khdu:

Tai khoan Google

= Dung lwong 16m ) = e
E Hon 7E16.169290 megabyte dung lwong mign phi (va sé& tiép — E:EX 6l GrErnE) Ml ERmE
tuc tang) L
Bang nhap
itspam hon .
ity cho hép the dén cha ban khai bi spam Khéna the truy cfe t6i khoan cla kan?

il.com. Tim hidu thém M 8 v Grnail? Hodn toan min phi va
that d& dang

Tao tai khodn »

- Buéc 2: Kich chon niit "Tao tai khoan" dé mo man hinh ding ky hop thu.
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L ]
G l% ; II Change Language / Thay d8i Ngan ngit: '_Tinng Yigt b

Tao Tai khoan

Tai khodn Google cho phép ban truy cép vio Gmail va cac dich w khac cla Google, Méu han 4 cd mit Tai khodn
Google, ban cd the ding nhdp & day.

Bat dau sir dung Gmail

Ten:
Ho:
Tén Bang nhap mong mudn: | :@gmaﬁ. o
Wi du: JSrith, John, Sraith -!
Kém tra tinh khd dung! |
Chon mat khau: I | Bifi manh cia mat khiu:

Dai tdi thigu B ki tu

Nhap lai mat khau:

Duy tri trang thai dang nhdp

Bt Lich sir ¥Web Tim higu thérn

Trang chi Mac dinh Bt Google lam trang chil mac dinh cia téi ) )
Trang chid méc dinh cla ban trong trinh duyét 14 trang ddu tién xuat hign khi ban ma trinh duyét.

Céu héi bao mat: Chon mét ciu hdi . v
Méu ban quén mat khiu ciia ban ching tdi 58 y8u cu ban trd I&0 céu hdi bi mat cia ban. Tim
higu thém

Tra loi:

Email phyc hai:

Blia chi 'néy ﬂfuo_'c sl dung dé xac thirc tai khodn cia ban khi hgn gép'phéi win dé hodc quénv
mét khau. Méu ban khing cd mdt dia chi email khac, ban cd thé dé trdng treémg nay. Tim hisy

thém
Vi tri it Marn S
Xac minh Ti: Mhap cac ki ty ban nhin thiy trong birc hink duwdi 33y,

P

&

Khing phan biét Hoathuwéng

Biéu khoan Dich vu: Ui Ibng'kiém tra théng tin Tai khoan Google ma ban d4 nhép & trén (ban cd thé tw do thay ddi

Chuing ta nhap day du cac thong tin sau:
¢ Nhap ho tén nguoi 1dp Email.
% Nhép dia chi hom thu (Email) vao dong "Tén ding nhip mong mudn".
Chii ¥: - Chi cin nhdp phan dau khong can nhap vé @gmail.com.
- Nhap xong kich nut kiém tra tinh kha dung dé kiém tra dia chi d6 c6 tring
v6i ngudi khac khong. Néu tring may yéu cau nhap tén Email khac.
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+¢ Nhép mat khau vao 6 "Chon mat khau" va "Nhap lai mat khau".

Chu y: Mat khau phai it nhat 1a 8 ky tu. Mat khéu nén bao gém ca chit, ca sd va ky tu
dic biét dé mat khau c6 do an toan cao hon.

¢ Chon cau hoi bao mat trong hdp thoai.

¢ Tra 101 cau hoi bao mat (Nhap cau tra 101 vao 0 tra 101).

% Nhap dia chi Email phuc hdi.

*» Nhap cac ky tu xac minh vao 6 "Xac minh tur"

- Buée 3: Sau khi nhap day du thong tin kich chon nut "Téi chap nhin. Hay tao tai
khoén ciia t6i". Xuat hién man hinh xac nhan sau la chung ta da tao xong hom thu.

Gmail  sisithieu vé Gmail

Xin chuc morng!

Ban d5 dang ki thanh céng Gmaill By 14 thing tin ngén gon gidp ban d& dang lam
quen.

L it

Hién thi thiing tin tai khodn cla téi s
s Luu triv thay vi xéa

- Buére 4: Kich chon dong "Hién thi thong tin tai khoan ciia t8i" dé dang nhap vao hop
thu vura tao.
+ Dding nhdp hop thu.
Dé dang nhap hop thu ching ta thuc hién nhu sau:
- Buwdc 1: Mo IE va truy nhap vao trang web '""htttp:/www. mail.google.com/mail"'.

3 Gmail: Email t= Google - Microsoft Internet Explorer

Fils Edit Wisw Favorites Tools  Help -
[ N x] [&] @R | SO ssarch Sl Favortes £ - g M - F®) 33
Address | @] hitps: /fvasw. google .comfaccountsiServiceL ogin?service=mailBpassive=trusgrm=f alsefcantinue=http¥3A%2F 2 2Fmail.a v | B o Links >
-~
G mail
Giai phap email cua Google. .. -
B - Tai khoan Google
Grmail dwoe xdy dung rén § tring ring email c6 thé tnrc quan, hisu
qua va hiru dung hon. %3 tham chi oo thé tha vi niba. Cudi cung, Gmail Ten ngweni dong: ||
ca -
Wi du: pat@exampls.com
Mt khiu
= Dung lwong Ién - PP
g Hern 7616.169290 megabyte dung lwong midn phi (va =& tidp (3] gy &7 G T0el GEmng
M nhap
tue ting) 2 =
Bang nhap
ftspam hon
Giir cho hap thu dén cia ban khai bi spam Khiing thé truy cép tai khodn clis ben®
Truy cap tiv dién thoai di déng .
Bioc Grail trén dign thoai di deng cla ban bang cach trd trink
duy8t web clia dién thoai tai httpz//gmail.com. Tim_hidu thém Mo ddi viri Gmail? Hoan toan mién phi va
that d& dang
Tao tai khoan »
~
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- Buéc 2: Trong muyc tai khoan chung ta nhap dia chi Email vao 6 "Tén ngwoi dung",

nhap mat khéu vao 6 "Mat khiu". Nhép xong kich chon nut "Pang nhap" dé vao hom

thu.

Chii y: Néu chung ta tich chon nat "Duy tri trang thai ding nhap" thi 1an dang

nhép sau chung ta khong phai nhép lai dia chi Email va Password.

+ Sogn thw va gii thu.
Dé soan thu va gui thu dién tur ta thyc hién nhu sau:
- Buée 1: Dang nhap vao hop thu. Xuat hién man hinh sau.

2} The Hapro Long Bien JSC - Hap the d=n {13) - tuanhanh@haprolongbien.vn - Microsoft Internet Explorer

File

O Back ~

Address ] https:f/mai google. comjmail{?shrva=1 #inbax

Edit View Favorites Tools Help

A —, i N
IiLl ﬁ i) p ) Search ‘f\?Favnntes 6’-‘( i

@03

Links **

~ aGo

Thw Lich Docs Sites Mhim

LONG BIEN JSC

Soan thw

O Lwutrit  Bao céo spam

Hop thw dén (13)
Thir gin déu san 15

Thee hp thw dén mai: o dién

Qluan trong

Thir dd giri Hip thu wru tidn

Thir nhap

Khac apps-noreply
Theo ddi apps-noreply (2
Lty tign

nguyen Toanshift
4 nhan khac - apps-noreply

Danh sdch lign hé yahoo-accountservicesvn

X . yahoo-account-services-vn
Tro chuyén ~|=|
—_— yahoo-accountservices-vn
Tirn kiérm, thém hodc mei

yahoo-account-services-vn
@ Tuan Hanh Le

Dt trang thai & ddy ¥

Google Apps Team

o

CONG AONG SO

Xoa +

— — = Hin thi tiy chon tim kiém
Tim kiem Thw l Tim kiem trén Web lTaa bé loc

= Dichuyéntéir | Nhiny Téac vu khacr

Thw guan trong trwdee tién  Thu chuwa doc trede tign

Google Apps account infrastructure transition complete - Dear G
Final notice: Google Apps accounts will he automatically transit
nguyen Toanshift dd gii cho ban mét Yéu cau Két ban qua hi5 -
Two week notice: Google Apps accounts will be automatically t
Yahoo!Mat khau ciia ban 44 dwoc thay d6i - Vahoo! 1D cia ban 13
Céch 18p lai mat khdu Yahoo! - Yahoo! ID cia ban 13 le (ID dwoe Anr
Yahoo!Mat khdu ciia ban 44 dwye thay 851 - Vahoo! D iz ban 12
Cach ldp lai mat khdu Yahoo! - Yahoo! 1D cia ban 13 le (ID duwore Anr
Google Apps News: February 2011 - Google Apps Google Apps Me

Hi ! Chiie mivna cinh nhat han -0 il Hi toankhankB8 Chna ddine

- Buére 2: Kich chon nut "Soan thw" dé mo trang soan thu.

Soan thw

ghien.vn | Quan [f mién nay | Cai dat | Tro gidp | Béng bt &

Lam mii
1- 29 trong tdng 58 29

Thr gén san trde tign

3
24/5
9
3

1374
1374
04/4
04/4
04/2
1RM02010 Y

GUFi Luwu bay gid Hily

Hop thw dén (13) L.
Thir gén déu sao ¥ Toi:
Cluan trong
Thu d4 givi Thém Cc | Thém Bcc
Thu nhap .

Chu de:
AT £ Binh kém Chén: Thu mei
Theo ddi
Ut tién B 7 U F 1Ty T =

& %an ban don gian

4 nhdn khac -«
Danh sach lién hé

Tro chuyén

Tirn kiém, thém hodc me

@® Tuan Hanh Le
Bt trang thai & day ¥
@ 349 Mgoc Lam Cia ha...
@ Hapromart 26phoDucgi...
176 Ha Huy Tap Hapro
364 Mgoc Ldm Cira ha...
BZ22 Mgd Gia Tw Hapro...
bienbac_sale
chtt
Diai
dongnd
Td chirc hanh chinh P...

Guri Lwu biy oié’

Hiiy
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% Trong muc "Téi" nhap dia chi hop thu ngudi nhan (Nhap day di tén hop thu).
Néu gui cho nhiéu nguoi cung maot lan thi khi nhép dia chi hdp thu ciia ngudi nhan
thi gd déu ";" dé phan cach giira dia chi hop thu cua timg nguoi hodc kich chon
muc "Thém Cc" hoac "Thém Bcece".

Trong muyc "Chii dé" nhap tén chu dé cua thu dinh guri.

K/ O/
0‘0 0’0

Nhép ndi dung cta thu vao vung nhédp ndi dung thu.

Chu y: Ching ta c6 thé thiét 1ap kiéu chit, c& chit, mau sic, ddu chi muc... dé
nhép thu.

% Dé dinh kém tai liéu dé gui cung thu ta kich chon myc "Pinh kém". Xuét hién
man hinh sau.

Look in: | <es DATAZ [F) =] =~ EE-

I anh gia dinh
S ICanh sapa
tdy Becent [[T)dedcs7a74brea0d465F23052 sbbbFa
Documents L Driver w450 Ffor W7
" L2 Driverv4Sofor=p
I)Games

Desktop [C)Ghost xP2
LM
I Mew Folder

6

I Mew Folder (23
ICZIMhac moi
oy, IC1Setup

|
._..1-' Drawingl.bak
Drawingl .dwg
BB IDMS12EUILD10

ky Documents

kdy Camputer
=)
kM Metwork File name: | j Open |
Flaces
Files of tpe: [ 2l Files ] a| Cancel

Chon file can dinh kém va kich chon nit Open. Man hinh quay lai cira s6 soan thu.
Néu mubn giri thém file dinh kém thi kich chon dong "Pinh kém mét tép khac". Cach
lam tuong tu.

- Budre 3: Sau khi soan thu va dinh kem file xong kich nut "Gwi" dé guri thu di.

+ Doc va nhin thu.

DPé doc va nhén thu ta kich chon "Hop thw dén". Mic dinh khi chung ta dang nhép
vao hop thu thi luén ludn & trang thai "Hop thu dén".

Khi m& hop thu dén thi tit ca cac thuy ma moi ngudi giri déu xuat hién trong hop thu
va dugc xép thtr ty theo ngay nhan gan nhat. Thu mdi nhan ma chua doc thi s& dugce danh
dau d¢am dé phan biét véi cac thu da doc.

bé doc thu trong hop thu dén ta chi can kich chuét chon thu can doc thi thu dé s&
duoc mo ra.
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2} Tho Hapro Long Bien JSC - Hap tha don (13) - tuanhanh@haprolongbien.vn - Microsoft Internet Explorer

File Edit Miew Favorites Tools  Help

QEack - & lﬂ @ _;\J /-‘JSearch L

.Favontes {‘3 i af’- _ﬂ s _I ﬁ J:i

Address |®:| https: /imail. google, com/mail{?shva=1#inbox ~ ‘ Go | Links ¥
Thw Lich Docs Sites Mham hanh@haprolongbien.vn | Quan [ mign nay | Cai dat | Troe gidp | Béng wudt

—— - iy - Hi&n thi tiy chon tim kigm
Tim kiem Thw l Tim kiem trén Weh ITED b loc

LONG BIEMN JSC

Soan thw . P = . = = : : : s
[+ Lueutrit | Bdo céo spam = Xoa B = Dichuyéntéiv | Nhinv Tac vu khacy Lam mé1i

Hop thw dén (13} 1- 29 trong tng 8 29

Thir gén déu sao Y7

Quan trong Thiv hép thw @én méi:  Co dién  Thuw quan trong trecre tign Thir chua doc tredrc tign The gén sao tnecre tign

Thee d4 givi Hip thu wu tién

Thur nhap

Khac L} apps-noreply Google Apps account infrastructure transition complete - Dear 5 27175

Theo déi ] apps-noreply () Final notice: Google Apps accounts will be automatically transit 24/5

Lfu tign ] nguyen Toanshift nguyen Toanshift @3 gii cho ban mét Yéu cau Két ban qua his - 17 /5

4 nhan khac » L] apps-noreply Two week notice: Google Apps accounts will be automatically t 12/5

Danh sach lign hé L] yahoo-accountservicesvn Yahoo!Mat khau chia ban & dwoe thay d6i - Vahoo! D cila ban 14 1374
Tré chuyén - 1 yahoo-account-serices-vh Cach 18p lai mé't khdu Yahoo! - ¥ahoo! ID cﬂei ban 1a: le (1D duogc dnr 1374
— ] L} yahoo-account-servicesvn Yahoo!Mat khau cia ban 43 dwec thay doi - Vahoo! 1D cla ban |a: 0474
il iyt ek Bcjmo] Fl yahoo-account-gervices-vi Cach [&p lai mat khdu Yahoo! - ¥ahoo! ID cda ban 13 le (1D dwore Anr 0474
@ Tuan Hanh Le O Google Apps Team Google Apps News: February 2011 - Google Apps Google Apps Me 04/2

Battrang thai & 88y ¥ 1o o none <6 Hi ! Chite mivna sinh nhat han -0 3ol HibianhankB8 Chine dfine 1RADZNID Y

Khi nhan thu ma trong thu c6 file dinh. Néu muén xem hodc tai file dinh kém vé ta
kich chon chit "Xem" dé mo file con khong kich vao chit "Tai xuong" dé tai file vé may.

=g Bao gia PC E 5200, 7500 _ Hiep Thanh_{12-12).xls
BSk. Xem Mo & dang bang tinh Google T&i xudng

Tra Icvi Chuyén tiép

2.5.5. Xoa thu.
Néu mudn xéa mdt thu nao do trong hop thu ta mé hop thu, danh d4u chon vao 6
vudng trude cac thu can x04, sau do6 kich chon nut "Xoa".
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CHUONG 4: SOAN THAO VAN BAN VOI MS WORD

1. Gidi thiéu Microsoft Word.

1.1. Khoi dong Word.

- Cach 1: Kich chon Start\ Programs\ Microsoft Office\ Microsoft Office Word 2003.
- Cach 2: Kich dup chuét trai vao biéu twong Microsoft Office Word 2003 trén man
hinh Desktop.

- Cach 3: Kich chon Start\ Run -> g Winword.exe nhan Enter hoic chon OK.

1.2. Cira sé lam viéc Word.
Sau khi khéi dong word 2003 xong thi xudt hién ctra s6 1am viéc. Cura s6 lam viéc
ctia Word 2003 bao gdm cac thanh phan co ban sau:

BTN Lo PR3N R g 0 -6 e i
i Aq Normal = Tenes NewRoman = 14 = nz'n@:*.ﬁv = - ik ixE Dv'?i’vﬁvl
idrd) —— = % oadel Bl Oo D d) =l ol gL gL

il.:lf AR ENFEANET RN R ENER TN EN TRENENTE RN ER LR LIS RN LRI - RIS LRI F. 0 e
- 7 $—%
0O . . v .

. Ving goan thao vin ban

: 0 d
,__. 11 10 | ;
I.-I'-I!-Eﬂt _l ?‘
inmv4.wj-xv\ 2Oosda@d L A-===adl

Page1 Secl | 11  A2Sm Inil ot
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1 — Thanh tiéu dé (Title bar): Chura tiéu dé cia cira so6 hay d6 chinh 14 tén cia tép vin

ban dang dugc md cung véi tén phan mém soan thao vin ban Word.

2 — Thanh menu (Menu bar): Ch{ra tén cac nhom lénh. Trong moi nhom 1énh lai c6 thé
cO cac Iénh va cac nhom I¢nh con. Ching ta phai dung chudt dé mé cac muc chon nay,
d6i khi cling c6 thé sir dung to hop phim tit dé goi nhanh ti cdc muc chon. Cac nhom
Iénh co ban trén thanh menu la:

- File: Gom cac 1énh lién quan dén viéc xtr 1y tép vin ban nhu: Open (md mot tép vin
ban co trén dia), Close (Pong tép van ban), Save (Ghi t&€p van ban)...

- Edit: Gom céc 1énh gitp bién soan ndi dung van ban nhu: Copy (Sao chép), Cut (Pua
van ban vao Clipboard), Paste (Dan van ban tir Clipboard ra), Find (Tim kiém vin ban),
Replace (Thay thé van ban)...

- View: GOm cac quy dinh vé hinh thirc thé hién van ban va 4n hién cac thanh cong cu,
thanh thuodc ké, ...

- Insert: Gom céac 1énh chén cic ddi twong vao vin ban nhu: Chén Page Number (s6
trang), Date and Time (ngay thang), picture (tranh anh)...

- Format: GOom céc 1énh dinh dang vin ban: Font (Chit vin ban), Paragraph (doan vin
ban, dong...)...

- Tools: Gdm céc cong cu gitp thuc hién nhitng thao tac dac bi¢t 1én van ban, thiét lap
céc ché do 1am viéc cho chuong trinh,...

- Windows: Cac 1énh lién quan dén hién thi cira so.

- Help: Céc Iénh goi chuong trinh trg giap.

3 — Thanh céng cu chuin (Standard): Chtra cac 1énh co ban cia Word 2003:

4 — Thanh dinh dang (Formatting): Chtra cac nat cong cu gitp dinh dang van ban sau:
5 — Thanh tao bang biéu va dwong vién (Tables and Borders): Chira cac cong cu gilip
thao tac v6i bang va ké khung, ké vién.

6, 7 — Thanh thwéc ké (ngang, doc) Ruler: Dung dé kiém soat cac 1& va thiét 1ap diém
dung cua Tab.

8, 9 — Thanh cudn (ngang, doc) Scroll Bar: Dung dé xem cac phan vin ban bi che
khut.

10 — Thanh dd hoa (Drawing): Chuta cic nat cong cu v&, chén hinh anh, 4m thanh, tao
chir ngh¢ thuat...

11 — Thanh d6 hga (Drawing): Chura cac nat cong cu v€, chén hinh anh, am thanh, tao
chir nghé thuat...

1.3. Cdac thanh cong cu.
1.3.1. Thanh céng cu chudn (Standard):
Trén thanh cong cu chuin chira cic nit sau:

1 2 3 4 5 &

7 2
| | | | | | | |

2 10 11 12
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1. New: Tao tép moi.
2. Open: Mo tép da co trén dia.
3. Save: Ghi tép 1én dia
4. E-mail: Cong cu soan Email.
5. Print: In van ban.
6. Print Preview: Xem trude khi in
7. Spelling and Grammar: Kiém tra chinh ta
8. Research: Tim kiém.
9. Cut : Cat khoi van ban dua vao Clipboard
10. Copy: Copy khdi vin ban dwa vao vung Clipboard
11. Paste: Dan khéi vin ban tir Clipboard ra
12. Format Painter: Bt vé dinh dang.
13 14 15 16 17 18 19 20 21 22 23
| | | | | | | I |
D - o 4 EE [E3] &) a1 100 -
13. Undo Typing: Khoi phuc lai trang théi trude do
14. Redo Typing: Quay lai trang théi cli. (Trang thai trude khi su
dung Iénh Undo Typing)
15. Insert Hyperlink: Chén mét siéu lién két
16. Tables and Border: Tat mo cong cy dinh dang nét vé& cho bang biéu
17. Insert Table: Chén bang biéu vao vin ban
18. Insert Worksheet: Chen bang tinh Exel vao van ban
19. Colums: Chia c6t cho van ban
20. Drawing: Bat/tat cong cu ve hinh
21. Document Map: An/hién so d6 tai liéu
22. Show/Hide: An/hién ky tu khong nhin thay

1.3.2. Thanh dinh dang (Formatting):

1 2 = L) I 7 3 9 10
| | N N R I
A4 Normal + 14pt » TimesNewRoman ~ 14 ~ | B J U |[|E|= = =
Trén thanh cong cu nay chira cac nut sau:
1. Style: Céc kiéu trinh bay (dinh dang)
2. Font: Cac kiéu phong chir
3. Font Size: Kich thuéc chir
4. Bold: Chir dam
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1.3.3.

5. Italic: Chir nghiéng
6. Underline: Chir gach chan
7. Align Left: Canh 18 trai
8. Center: Canh gitra
9. Align Right: Canh 1¢ phai
10. Justify: Canh déu hai bén

11 12 1= 14 15 1& 17 1=

| | | | | | | |

= i=— = == == | (1. -2 - A -

11. Line Spacing: Dit ché d6 gidn dong cho vin ban.
12. Numbering: Thiét 1ap sé chi muc dau dong cho vin ban.
13. Bullets: Thiét lap dau chi muc dau dong cho van ban
14. Decrease Indent: Pua van ban lui trai mot khoang.
15. Increase Indent : Pua van ban lui phai mdt khoang.
16. Outside Border: Thiét 1ap dudng vién cho vin ban, bang biéu. ..
17. Highlight: Dit mau nén cho vian ban.
18. Font Color: Pt mau chir cho vén ban.
Thanh tao bing biéu va dwong vién (Tables and Borders):
Trén thanh cong cu nay chira cac nut sau:

1 =2 = < = & F =
| | | | | | | |
K il ———— - s = e O - S e

1. Draw Table: Cong cu ké bang tu do.
2. Eraser: Xoa.
3. Line Style : Kiéu dudng vién.
4. Line Weight: Do rong duong vién.
5. Boder Color (auto): Mau dudng vién.
6. Shading Color: Mau nén.
7. Merge Cells: Gop nhiéu 6 thanh mét 6.
8. Split Cells: Tach mét 6 thanh nhiéu 6.
A T S S S S
= |- -dF ol la |21 <1 =
9. Align: Canh 1¢ cho vin ban trong bang tinh

10. Distribute Rows Evenly: Chinh khoang cach dong cho déu nhau
11. Distribute Colums Evenly: ~ Chinh khoang céch c6t cho déu nhau
12. Table AutoFormat: Dinh dang bang theo dang c6 sin
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13. Change Text Direction:
14. Sort Ascending:
15. Sort Descending:

Dinh hudng ctia van ban trong 6
Sap xép tang dan
Sép xép giam dan

16. Auto Sum: Cong cu tinh tong
1.3.4. Thanh d6 hoa (Drawing):

Trén thanh cOng cu nay chira cac nut sau:

1 2 3 4 o & 7 3 3 10 11

| | | [ | I _—

Draw ~ Lz AutoShapes ~ . ~ [1 O ~] @l 22 8]

1. Draw: Cong cu hiéu chinh va can chinh trén hinh vé
2. Select Objects: Chon mot doi tuong
3. AutoShapes: V& céac khdi hinh dugc thiét ké sin
4. Line: V& duong thang
5. Arrow: V& duong miii tén
6. Rectangle: V¢ hinh vuong, hinh chir nhat
7. Oval: V¢ hinh ovan va hinh tron
8. Text Box: Hop nhap vén ban.
9. Insert Word Art: Chén dang chir ngh¢ thuat (Word Art)
10. Insert Diagram or Chén biéu dd

Or Organization Chart:
11. Insert Clip Art: Chén anh tir thu vién (Clip Gallery)

12 13 14 15 16 17 18 19 20

| | | | | | | | |

S e - A==
12. Insert Picture: Chén anh chup c6 san trén may tinh
13. Fill Color: Mau nén cho hinh
14. Line Color: Mau dudng vién cho hinh
15. Font Color: Mau cho chir
16. Line Style: Kiéu dudng vién cho hinh
17. Dash Style: Kiéu duong nét dut cho hinh
18. Arrow Style: Kiéu dudong mili tén
19. Shadow Style: Tao bong
20. 3-D Style: Tao 3D

1.4. Thiét 1ap cac cong cu hién thi trén Word.

1.4.1. Thiét lap phong chi, kiéu chit,

co' chir mdc dinh.

- Buéc 1: Kich chon menu Format\ Font -> Xuit hién cira s6 Font:
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Character Spacing Texk EFfecks

Fonk skyle: Size:

Bold Italic

Universaltathl BT it

Fonk calor: Underline skvle:

| Automakic vl | Crnone) r |

Effects
[ Strikethrough [ shadaw [] Small caps
[] pouble strikethrough [ outline [ all caps
[] superscript [ Embuoss [ Hidden
[1 subscripk ] Engrawve

Frewview

Times Mew Eoman

This is a TrueType Font. This Font will be used on both printer and screen,

——

Cancel ]

- Budc 2: Trén hop thoai Font thiét 1ap:
- Phong chit (Font) : Chon phong Time New Romand.
- Kiéu chit (Font style): Chon kiéu Regular.
- C0 chir (size): Chon c& chir 14
- Budre 3: Kich chon nat Default... Xuit hién bang xac nhan sau:

Microsoft Office Word

92 Do wou want to change the default Font to {Default) Times hew Roman, 14 pt?
-t
This change will affect all new documents based on the NORMAL template,

I‘f‘es][Nol

- Buéc 4: Chon Yes dé dong y.

1.4.2. Gé b6 16i kiém tra chinh ta va danh van.

- Buére 1: Kich chon menu Tools\ Options... Xuét hién cira so Options:
- Bwdc 2: Kich chon Tab 3

Options

Spelling & Grammar. Sy b st Compatibaty

Wi General Edit

z Cn R R Security Speeding S Grammas ) : Track Changes
Xuat hién man hinh sau:

Speling

/Jil |Sheck spellng as you type|

Ahways Sggest corrections
[ Swogest From main dectionary ornily
Ignore words in UPPERCASE
Ignore words with numbess
Ignore Interret and file addresses
| Sustom pictionaries... |

- )5

File Locations

Grannnnar

T | Check grammar as you type Wriking style:

Grammar Onily -~

\EI Check grammar with spelling

Proofing Tools

- Buwée 3: Tich bo diu (V) !
trong cac 0 nay
- Buée 4: Kich chon nut OK

= | [ <cancet |
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1.4.3. Thiét Igp don vi do cho thuéc ké.

- Buwéc 1: Kich chon menu Tools\
Options... Xuit hién
clra s6 Options:

- Budce 2: Kich chon Tab General.

Xuét hién man hinh sau:

Security Spalineg & Gramanar Track Changes
Lisar Information i Comipatibdity Fidz Locations
e | Genersl Edit Frinit Save

General options
Allowy starting in Reading Layout
[[] Bl backgrownd, white text
[ Provide Feedback with sound
Provide Feedback with arimation
] Cgnfirm comversion at Open

Update automatic inks at Cpen
[+] Mad as attachment

Recentlhy used File kst: 4

[l Hedp For WordPasfect users

[ Mavigation keys For WordPerFect users
] allows background open of web pages

=] Automatically create dr Inserting AutoShapes
Messurement wnits: Iruchees -
[ Show pixels For HTML F

| [E-mai options_.. |

= | entries

- Buéc 3: Tai dong Measurement
units ta kich chon vao mii tén tha
xubng va chon Centimeters

- Budc 4: Kich chon OK

| oK ] | cancel |

1.4.4. Bat, tit cdc thanh céong cu.
< Bat thanh cong cu:
- Bwéce 1: Kichch chon menu View\Toolsbar.

=2

jigw | Insert  Format  Tools  Table  window  Help

Mormal

weh Layouk

L] & [

Prink Layouk

Toolbars 3 | Standard
Formatting

AutoText

Thumbnails

|

- Buwéce 2: Kich chon thanh cung cu can bat bang

Header and Footer

Contral Toolbox

cach tich dau (v) vao phia trudc tén ctua cong cu Zoom. .

w
V’

Database

can bat (gidng trong hinh)

Drawing

E-mnail

Forms

4 Tit thanh cong cu:
- Buée 1: Kich chon menu View\Toolsbar.

Frames
Mail Merge
Cutlining

Picture

- Buwée 2: Tich bo diu (v) phia trude cac thanh

cOng cu can tat. Options )%
Security Speling B Gramimar Track Changes
Usear Informeation Compeakibility File Locations
Views General Edit Print | Save

Sarde options
Ciahways creste hackup copy|
[ aBow fast saves

1.4.5. Thiét ldp ché dp tw dpng ghi lai vin -
] Prompt to save tormal templée

>
ban' ] aiows background saves ] save daka anby For Forms
[ Embed TrueType fonts Embed inguistic dats

- Bwéc 1: Kich chon menu Tools chon

[] Make local copry oF files stored o o
[¥] save autoRecover info every: 1 = | minutes
[F] Embed smart tags

[[] 5axe smart tags as XML properties in Web pages

Options... Xuét hién cira s6 Options.

Dafaul Format
Save Werd Ffiles az: Woard Dacument (* . doc) ¥
[[] Disable festures introduced after:

- Buéce 2: Kich chon Tab Save.

- Buwéc 3: Tich chon ché do ghi tu dong
“Save AutoRecover info every:” va nhap

[ ox [ conca ]

vao so phut & 6 bén canh.
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(Y nghia ciia dong nay la Word sé tw dong ghi lai néi dung van ban ma ching ta dang

thue hién sau bao nhiéu phut mot ldn)

1.4.6. Bat, tit thanh thuéc ké.
- Bwéce 1: Kich chon menu View.

- Buwéc 2: Panh dau (v) phia truéc muc Ruler thi thanh thudc
ké duoc hién thi, nguoc lai néu tich bo dau (v) phia tru¢c thanh

Ruler thi thanh thuéc ké s& dugc tit.

1.4.7. Thiét Igp chirc ning gé nhanh.

ﬂ

1o Inserk Forrmak Toc

Marrnal

Wweb Lawout
Print Layouk
Reading Layout

Ctline

[«] Ll & O & [

Task Pane Chrl+F1

Toolbars »

Ruler

Docurmnent Map

whal

Thurnbnails

Trong khi soan thdao mdt van ban nao d6 ma ndi dung ctiia n6 xuat hi¢én rat nhiéu

ciu ma ctr 1ap di 1ap lai rat nhiéu lan. Vay dé khong phai mét nhiéu thoi gian dé nhap lai

céc cau d6 thi chiing ta thiét 1ap chirc ning gd nhanh trong word. Thay vi gd ca cau ching

ta chi can gé mdt vai tr va nhan nat cach thi ndi dung cua céu do dugce thay thé bang cac

tu do.

Pé thiét 1ap chirc ning nay ta thuc
hién nhu sau:
- Buwdéc 1: Kich chon menu Tools chon
AutoCorrect Options... Xuat hién bang
sau:

- Buéc 2: Trong muc Replace nhap tir viét
tit, muc With nhip cu day du cin gd
nhanh.

Vi du: Ta muén thuc hién g6 nhanh tu
“Kinh té dang phdt trién” thi ¢ phan
Replace ta nhdp chir viét tat la “ktd” va

AutoCorrect: English (U.S.) @

AukaTexk
AutoCorrect

AukoFarmak Srnark Tags
AutoFarmat As You Type

Showe AutoCorrect Options buktons

Correct Tho IMitial Capitals

Capitalize First letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key
Replace text as you bype

Replace: Wikh:

ir

3] -~
®
(k) ™

[ oK ] [ Cancel

phan With ta nhédp day dit cau “Kinh té dang phdt trién”.
- Buérc 3: Kich chon nut Add dé thém vao danh sach. -> Kich chon OK dé két thuc.

1.4.8. B sung, logi bé cdc niit Iénh trén thanh cong cu.

1.4.8.1. Bé sung niit I¢nh Ién thanh céng cu.
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- Bude 1: Cho hién thi thanh cdng ou

can bd sung nat 1€nh trén man hinh

Word.
; , . To add a command to a toolbar: select a cakegory and drag the
- Buoc 2: KlCh ChQn nemu Vlew\ command aut of this dialog box ta a koalbar,

Toolbars | Commands | Opkions

. x A Cateqgaries: Commands:
Toolbars...\ Customize... Xuat h1¢n
an A] [0 ven- 2
man hinh sau. Views 3 New
Ie 3 , A A R I k
- Buéc 3: Tim nit 1énh can bo sung || | Fermet 1 Hew »
M , . Tools
bang cach. Trong muc Categories Table F | Mot Fegs
, s AN s g A A Web 4 Mew E-mail Message
chon cac chu dé c6 cac nut 1énh can window and Help 23
D awing w| | ] Mew Blank Docurment -

tim. Tiép theo bén muc Commands

Madify Seleckion + [ Rearrange Commands. ..

chon nut 1énh can bd sung.
- Bwéc 4: Kich chudt trai vao nut

1énh do, gitt va kéo nat 1énh dod tha

Save in: | Mormal W Kewvboard. .. l [ Close

vao thanh cong cu can bo sung.

1.4.8.2. Loai bo mgt nut lénh trén thanh cong cu.

- Buéc 1: Kich chon nemu View\ Toolbars...\ Customize... Xuét hién man hinh trén.

- Buée 2: Kich chudt trai vao nat 1énh can loai bo, gilt va kéo nut 1énh dé tha vao cac chu
dé trong muc Categories.

1.4.9. Thay déi hién thj trang vin bdn.

- Cach 1: Kich chon nemu View\ chon ché do hién thi View | Insert Format  Todls
- Normal: Hién thi ty nhién = ormal
- Web Layout: Hién thi duéi dang trang Web | & wieb Layout
- Print Layout: Hién thi dudi dang in ra (thong ] et avou
thuong ta ding ché d¢ nay) | Reading Layout
- Outline View: Hién thi dudi dang cac dé muc g Qutine

- Reading Layout: Hén thi & ché do chi doc
- Céch 2: Kich chon cac ché d6 hién thi ¢ gbc trai phia =@ L
dudi man hinh word.

2. Cac thao tac co ban.
2.1. Mo mgt file tai lieu moi.
- Cach 1: Kich chon menu File\ New

- Céach 2: Kich chon biéu tuong _:.I trén thanh cong cu Standard.
- Cach 3: Nhén t6 hop phim Ctrl + N.

Chii ¥: Lan ddu tién khi ching ta khéi dong chwong trinh word thi trén thnh tiéu dé ciia
tai liéu dé cé tén la Documentl. Néu chung ta thuc hién lénh New (tao tai lieu moi) thi
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xudt hién mét tai liéu méi ¢6 tén la Document?. Cir nhw vay moi lan chung ta tao moi
mot tai liéu thi tén cua no dwoc thay doi la Document 3, 4, 5...

2.2. Ghi tai ligu Ién vao é dia.

- Cach 1: Kich chon menu File\Save

- Céach 2: Kich chon biéu tuong lﬂ trén thanh cong cu.
- Cach 3: Nhén t6 hop phim Ctrl+S.

Chii y : - Néu file van ban chiea c6 tén thi khi ghi tén man hinh xudt hién cira s6 sau Save

as nhw sau:
Savein: |[Ei My Docurnents V| @ o | Q X P’} j v Taools ~
+ Tai muc File name: Nhdp L@ gg‘g;tnﬁj;:f““a”g*°'der
tén cho van ban. s || e
+ Muc Save in: Chon noi cat () |[Ey e
van ban (thw muc hodc 6 dia). esttop
-> Sau khi nhdp day du thong LY
. , , ‘e vy 2 Iy Documents
tin kich chon nut “Save” dé _
ghi lai tdi liéu. L
My Cormpuker
A - » r A N File name:
- Néu file van ban da co tén thi | wnewark 8 [ e ]
Places Save as Lype |W0rd Dacument v| Cancel

chung ta chi viéc ghi lai tai
liéu theo cdc cdach trén khéng can phdi nhdp lai tén.

2.3. Ghi tai liéu voi mot tén khac.

Kich chon menu File\ Save As...

, Save in: ‘B My Documents v| @ Lﬁ | Q X (] j ~ Tools -
A A hY b} .
Xuat hlen man hlnh sau. [)Bluetonth Exchange Folder
{ (L) Downloads
My Recent || 5)My Designs
Documents ﬁMy Music

- Tai myc File name: Nhép tén méi cho | [ s
van ban.

- Muc Save in: Chon noi cit vian ban
(thu muc hoac o dia). jlj
-> Sau khi nhap day du thong tin kich MVC%UW

chon nut “Save” dé ghi lai tai ligu. &5 e mmm T =
yPI:E:sor Save as bype! | Word Document v‘ Cancel

2.4. Mo tai liéu da co trén dia.
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- Cach 1: Mo muc chon File\

Open Look in: |h:‘l My Documents v| S Q K i Tods-
y . A A 7 A () Blustooth Exchange Folder
- Cach 2: Nhan t6 hgp phim ﬁ Y
z My Recent | | -5)FIFAOrine2
tat Ctrl+0 Dacuments iy pusic
@ |;E]|My Pictures
- Cach 3: Kich chon nut L—l;
v Desktop
trén thanh cong cu Standard. N
n . e J
Hop thoal Op en Xuat Iy Documents
hién nhu sau: _1]
My C;mputer
Tim dén 6 dia, thu muc @--g
chira tép tai liéu can mo trén = g
My Metwork
*P : Flaces Files of type: |AIIWordDocuments V| Cancel

dia, chon tép tai li¢u, kich
chon Open dé mo tai liu. Tép tai liéu s€ dugc mo ra trén man hinh Word.

Chii y: Tim file word can mo. Kick diip chudt trdi vao cdc file Word can mé.

2.5. Dong mot tai liéu.
Kich chon nut X trén gbc phai cira s6 soan thao Word.

Chu y : Khi chung ta dong mot tai liéu

Microsoft Office Word

dang lam viéc thi chung ta phia s dung
lénh ghi lai van ban roi moi thuc hién 3 Dio you want ko save the changes b "TIN HOC DAI CUONG_GIAQ TRINH'?

dong tai liéu. Néu ching ta khéng ghi lai

[ Yes l ’ ] ]’Cancel]

thi man hinh xudt hién théng bdo sau.:
Néu ddng y ghi lai ndi dung vira soan thao thi kich chon “Yes”, néu khong dong ¥
kich chon “No”, néu mudn huy Iénh thi kich chon “Cancel”.

2.6. Thoat khoi word.

- Cach 1: Kich chudt trai vao nut [a trén goc phai phia trén cira s6 soan thao Word
2003.

- Cach 2: Kich chudt trai chon menu File\ Exit.

- Cach 3: Nhan t6 hop phim Alt + F4.

Chu y : Khi chung ta thoat khoi Word

Microsoft Office Word

néu chung ta chwa ghi lai tai liéu thi man
A oA A ’ 1 Do wou wank ko sawe the changes to Documentl
xuat hién thong bao sau: A

[ wes i [ Mo ] [ Cancel ]
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Néu dong ¥ ghi tai liéu thi kich chon “Yes”, néu khong dong ¥ kich chon “No”,
néu mudn huy bé 1énh thi kich chon “Cancel”.

2.7. Phong to thu nho trang tai liéu.
- Cach 1: Kich chudt trai vao nut Zoom trén thanh cong cu Standard va kich chon cach

thé hlén Zoom EJ
Zoom ko -
, , () zo0% () Page width () Many pages: ?gg;:
- Cach 2: Kich chon nemu | @ss: O Text width 100%
. Z A () 75% () whole page = TS%a
View\ Zoom... Xuat hién S0%
B Percent: 100%: = 25%
5 ’ 10%%
bang sau -> KlCh Chon Presie Page \Width |
, A 1A \ ’ 14 pk Tires Mew Roman Text Width [
cach thé hién va kich chon ABbCDIESTTy Tﬁfﬂ;@e ,
0K 72
AaBbCcDdEeXXYY
—
[ Ok ] [ Cancel ]

2.8. Di chuyén trong vin bin word.

4 Di chuyén bing chudt.

Dé di chuyén tir vi tri nay sang vi tri khic trén trang van ban word ta chi viéc dua con
trd chudt t6i vi tri can va kich chudt trai dé chon.

4 Di chuyén bing ban phim.

Dé di chuyén trén trang van ban word chung ta sitr dung cac phim hoic t6 hop phim.
Chtrc ning cta cac phim va t6 hop phim nay nhu sau:

«— Pua con tro van ban sang trai mot ky tu

— Pua con tré van ban sang phai mot ky tu

T Pua con tré van ban 1én mdt dong

J Pua con tré vin ban xudng mot dong

Home Dua con tré vé dau dong

End Dua con trd vé cudi dong

Ctrl + T Pua con tro vé dau dong dau tién ciia doan

Ctrl+ | Pua con tré xudng dau dong dau tién ctia doan vin ban

ngay phia dudi
Ctrl+ Home  Pua con tré vé dau vin ban
Ctrl +End Pua con tro vé cudi vian ban
Page Down  Chuyén xubng trang ngay phia dudi
Page Up Chuyén Ién trang ngay phia trén

2.9. Chon va dédnh diu vin ban.
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Chon va danh diu van ban thuc chat 13 viéc chung ta boi den ky tu, tir, dong, cau,
doan hay toan bd tai liéu.

bé danh dau chung ta thyuc hién theo cac sau:
- Céch 1: Di chuyén chudt vao vi tri van ban can danh dau, kich chudt trai dong thoi gitr
phim trai chuét va di chuyén chudt dé chon vin ban can danh dau.
- Cach 2: Di chuyén chudt vao vi tri van ban can danh dau, kich chudt trai dé chon vi tri
bat dau chon, giit phim SHIFT va két hop véi viée di chuyén cac phim miii tén trén ban
phim dé chon vin ban can chon.
- Céch 3: Pua tro chudt vé dau dong van ban can danh dau. Khi tré chudt bién thanh mii
tén thi bAm chon dong van ban.

Chii y: Chiing ta ciing c6 thé sir dung cdch ndy dé chon cdc dong van ban lién tiép nhau
hay ca doan van ban. Khi chon dong véin ban dau tién ma muon chon cdc dong tiép theo
ta giir phim trdi chudt va di chuyén chudt @é chon tiép cdc dong van ban khdc.

- Cach 4: Panh diu tit ca tai liéu: Ta str dung t6 hop phim Ctrl+A.

2.10. Sao chép khéi vin ban.
- Buée 1: Danh dau khéi van ban cin sao chép.

- Buéc 2: Kich chon menu Edit\ Copy hoic kich chon biéu tong L trén thanh cong
cu hodc nhin t6 hop phim Ctrl + C.
- Buwéc 3: D1 chuyén con tro toi vi tri can dan khdi van ban vira thue hién 1énh Copy va

kich Edit\ Paste hodc kich chon nat trén thanh cong cu hodc nhén t6 hop phim Ctrl

+ V.

Chu y: Chung ta co thé thuc hién viéc sao chép cac doan van ban trén cung mot tai liéu
hodc giita cdc tai liéu voi nhau. Pé sao chép van ban gitra cdc tai liéu voi nhau ta thuc
hién budc I va buée 2 nhung dén bude 3 ta dimg chudt chon dén file tai lidu khdc va déan
doan van ban vira sao chép vao.

2.11. Di chuyén khéi vin bdn.
- Bude 1: Panh dau khéi van ban can sao chép.

- Buéc 2: Kich chon menu Edit\ Cut hoic kich chon biéu tuong . trén thanh cong cu
hodc nhan t6 hop phim Ctrl + X.
- Buére 3: Pua con trd vao vi tri can dan khéi vin ban vira copy va kich Edit\ Paste hoic

kich chon nut é trén thanh cong cu hodc nhan t6 hop phim Ctrl + V.

Chu y: Chung ta co thé thuc hién viéc di chuyén cdac doan van ban trén cung mot tai liéu
hodc giita cac tai liéu voi nhau. Bé di chuyén van ban giita cac tai liéu voi nhau ta thuc
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hién budc 1 va buée 2 nhung dén bude 3 ta dimg chudt chon dén file tai lidu khdc va déan
doan van ban vira thuc hién lénh (cut) vao.

2.12. Xéa khéi vin ban.
- Bude 1: Panh dau khéi van ban can sao chép.
- Buéc 2: Nhan phim Delete trén ban phim.

Chu y: Pé xéa mot ky tw chung ta co thé sir dung 2 phim sau:
- Phim Delete: Xoa ky tu bén phdai con tro chuot.
- Phim Backspace: Xoa ky tw bén trai con tro chugt.

2.13. Go chi sé trén, chi so dwdi.

Pé gb chi so trén ta st dung t6 hop phim Ctrl + Shift +, dé tit ché d6 ta 4n lai to
hop phim mot 1an nira.

Dé gd chi sé dudi ta st dung t6 hop phim Ctrl +, dé tit ché do ta an lai to hop
phim mat 1an nira.

2.14. Cheén ky tw dac biét.
- Buée 1: it con tré chudt vao vi tri can chén
- Budre 2: Kich chon Menu Insert\ Sympol... Xuat hién bang sau.

Symbaol

- Buwéc 3: Trong hop Font
n - 2 Cn Font: | {normal text) lz‘ Subset: | Basic Latin IZ|
chon phong chir thé thién . y:
L #ls|el& [ D=+, |-B/
o, ~ o 011(2(3|4|5(6|7|8|9|:]:|<|=|>|?
Chii y: Moi mot logi phong N[ & TeTCID|E|F |G H| 1|7 |K|L|M|N|O
chit c¢o cac ky hiéu ddc biét PIQ|R|S|T|U|VIWIX|Y|Z|[|N[T]~
khdc nhau' Recently used symbols: -
€|E|O|a|d™=|#|<|>|®|1|w|a|a|p
= Blré:c 4: Chon ky tu déc FULL STOP Character code: |002E from: |Unicode (hex) El
biét can chen va kich chon [ msert | [ concel |

nut Insert.

2.15. Khoi phuc lai trang thdi cua van bdn.

Khoi phuc lai trang thai cdu van ban la viéc chung ta st dung 1énh Undo va lIénh
Redo dé khéi phuc lai trang thai van ban.

- Undo Typing: Khoi phuc lai trang thai trude do

- Redo Typing: Quay lai trang thai cli. (Trang thai trudc khi st dung 1énh Undo
Typing)

2.16. Tim kiém va thay thé.
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Cong cu nay duoc st dung khi ching ta nhap van ban ma trong van ban c6 mot tu
ching ta mudn stra thanh tir khac. Dé tim tir nay thi chiing ta phai kiém tra tir dau van ban
dé xem tir ddy & dau? Néu vin ban cua ta c6 hang trim trang ma tim nhu vay thi rat kho.
Chinh vi vay ching ta phai st dung cong cu tim kiém va thay thé cua Word dé thuc hién.
Cach thuc hién nhu sau:

- Buéc 1: Dit con tro chudt 1én dau van ban
- Buwée 2: Kich chon menu - Edit\ Find hay Replace hoic nhin t6 hop phim Ctrl + F
hay Ctrl + H. Xuat hién man hinh sau:

= Bll’()’c 3: Nhép tl‘I Sai Cél’l Find and Replace E|E|
tim vao muc Find what. Find | Reglace | GoTo

- Bude 4: Nhap tir can thay || - guhae | 3
thé vao muc Replace.

- Budc 5: Kich chon nuat ||Reriace it =
Find Next dé ba:[ dau tlr‘n.
Khi mdy tim thay tu can

thay thé thi ta kich chon niit Replace dé thay thé. Néu muén thay tat ca thi kich chon
Replace AlL

: e 1B
3. Pinh dang. e dld
O . b Chacactor Spacesy Text Effecks
. v > Eranie - = Fornk styje: Saw:
3.1.Dinh dang vin bdn. e oo © a—
10
3.1.1. Chon Font chir cho vdn bdn. -
Cach 1:
- Budc 1: Chon (b6i den) van ban can | ‘&5 s ] shadon B e
2 1A N ey £ Evons. C saden
do1 phong chir. C suimerion El o
- Budéce 2: Kich chon menu Format\ - R
Font... hOéC kich Chu@t phél Ch(_)n Thia = & TrumTupe fara. The Fora vl be wrmad oo both printer s sormen
X “ A N [ Cefawik... | I = 11 Cancel
Font... Xuat hién bang sau: LRt
‘ _Times New Roman |8
4 . . A N A4 \ ) T . WVoTime
- Budc 3: Trong myc Font: chon phong chir can dung va | -2 &
r  VnfAirabia
kich OK. T VRARABIAR
T WnArial
o AnArial Narrow
T VMNARIAL MARROWH
Cdch 2: WV NARIALH
T st Peisfafe
- B NIRRT T FETE
Buée 1: Chon (bodi den) vin ban can doi phong chit. > DR

- Buéc 2: Chon phong chit can dung trong nut Font trén thanh Formating bang cach tlch
vao diu tam giac dé chon phong.

3.1.2. Chon kiéu chi# cho vin bén.

Cach 1:

- Buéde 1: Chon (bdi den) vin ban can dbi kiéu chir.

- Buéce 2: Kich chon menu Format\ Font... hodc kich chut phai chon Font...
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- Buére 3: Trong muc Font Style: chon kiéu chit can dung va kich OK.

Cach 2:
- Buée 1: Chon (bdi den) vin ban can doi kiéu chir.
- Buée 2: Chon kiéu chit can dung bang cach kich chon vao nat twong timg voi kiéu chir
ma minh dinh chon trén thanh Formating.

- Bold (B): Kiéu chit &m — Phim néng Ctrl + B

- Italic (I): Kiéu chir nghiéng — Phim néng Ctrl + I

- Underline (U): Kiéu chir gach chan. Phim néng Ctrl + U
Chii y: C6 thé két hop cdc kiéu chir d6 véi nhau.

B f U |

3.1.3. Chon cé chir cho van ban.
Cach 1:
- Buée 1: Chon (bdi den) vin ban can ddi c& chir.

- Buée 2: Kich chon menu Format\ Font... hodc kich chut phai chon Font...
- Buwée 3: Trong muc Size: chon hodc nhép cd chir can dung va kich OK.

Cach 2:
- Buée 1: Chon (bdi den) vin ban can ddi c& chir.

- Bwéc 2: Kich chon nat Font size trén thanh Formating va chon hodc nhap 1% ™
¢& chir can ding vao.

3.1.4. Chon mdu chii cho vin bdn.
Cach 1: L -

- Buéc 1: Chon (bdi den) van ban can d6i mau chir.

|| Aukomatic
- Buée 2: Kich chon menu Format\ Font... hodc kich chudt phai [m]m m m = = = =
NN NN
chon Font... = EEEE
- Buée 3: Trong muc Font Color: chon miu chir can dung va kich ™ —
OK More Colars.. .

Cdch 2:
- Buéde 1: Chon (bdi den) vin ban can d6i mau chir.
- Buére 2: Kich chon nut Font Color trén thanh Formating va chon mau chit can dung.

Chii y: Néu ching ta khong ung ¥ véi cdc mau chudn dé thi c6 thé kich chon vao dong
“More Colors...” dé chon cic mau déc ddao hon.

a

<

-

3.1.5. Chon mau nén cho van bén.

- Buée 1: Chon (bdi den) vin ban can ddi mau nén. Mane

- Budc 2: Kich chon nut Highlight Color trén thanh Formating va I;I
|

|
A A A <\ u
chon mau nén can dung.

Gido vién: Lé Tuin Hanh - B mén Tin hoc 77




@’ | Pé cwong bai giing hoc phin Tin hoc dgi cwong

3.1.6. Sao chép dinh dang tir mot ban cho mgt van bdn khdc.

- Buéc 1: Chon (bdi den) van ban da c6 dinh dang.

- Buéce 2: Kich chon nat Format Painter trén thanh cong cu.

- Bwée 3: Chon (bo6i den) van ban moi chua c¢6 dinh dang.

=> Sau khi thuc hién xong cac budc trén thi 2 vin ban sé& c6 dinh dang giéng hét nhau

3.1.7. Gan dang Style cho van ban.

Dé gan dang Style cho mot doan vin ban khac ta thyc hién nhu sau:
- Buée 1: Chon (bdi den) vin ban can gan dang Style.
- Buwéc 2: Cho

Clear Formatting

| SV aTone

13 pt
13 pt, Black, Justified, Line spacing: kultiple 1.2 1i
12 pr, Bold, fralic
i3 pE, IEolic
13 pi, Ialic, Black
i3 pi, olic, Biack, Justified. Line spacing: Multiole 1.2 ..
13 pi, Talic, Fusiified
15 pt, Justified, Furst line: 0.95 cm
Arial
Blaclk

3.2. Dinh dang doan van ban.

Mdi mét dau xuéng dong (Enter) s€ tao thanh mot doan van ban. Khi dinh dang
doan van ban, khong can phai luya chon toan bd van ban trong doan d6, ma chi can dit tro
chudt trong doan can dinh dang. Pé mé tinh nang dinh dang doan van ban, ta kich chon
Format\ Paragraph. Hop thoai Paragraph xuét hién nhu sau:

[ — I

Indents and Spacing Line and Pags Breaks
General

Aligrment: ~r Outline lewel: Body bext s
Indentation

LefE: Ocrn - Special: Byt

Right: O cr = (none) - =
Spacing

Eefore: 0 pt = Line spacing: ok

AFter: 0 pt = Single ~ £
FPrewvisy

——

4+ Muc Aligment: Cho phép chon kiéu cin 1& cho doan vin ban:
— Justified: Cin déu 1€ tréi va 1&
phai;
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— Left: Can déu 1€ tréi
— Right: Can déu 18 bén phai
— Center: Cin giita 2 18 trai va phai.

+ Muc Indentation: Thiét 1ap khoang cach tir mép 1& doan so véi 18 trang:
— Left: khoang céch tir 1é trai doan dén 18 trai clia trang van ban
— Right: khoang cach tir 18 phai ciia doan dén 1& phai cia trang vin ban. Ngam dinh, hai
khoang cach nay déu 13 0.
— Muc Special:
+ First line: Thiét 1ap d6 thut dong cua dong dau tién trong doan vao
muc By.
+ Hanging: D¢ thiét 1ap do thut dong ctia dong thir 2 tro di trong doan so véi dong dau
tién mot khoang cach duoc gd vao muc By:
+ None: Dé huy bo ché d6 thut dau dong trén doan.
— Néu muc Special 12 First line, khi 6 c6 thé thiét 1ap d6 thut dong cua dong dau
tién trong doan vao muc By.

+ Muc Spacing: Cho phép thiét 1ap cac khoang cach dong.
— Before: Khoang cach dong giita dong dau tién cua doan t6i dong cudi cing cta
doan van ban trén no.
— After: Dé thiét 1ap khoang cach dong gitta dong cudi ciing cta doan v6i dong dau tién
cua doan sau no.
— Line Spacing: Pé chon d6 dan dong. Ngam dinh d6 din dong 1a 1 (Single).

& Man hinh Preview cho phép xem trudc nhitng két qua dinh dang doan vira thiét
1ap.

Chon xong nhan Ok dé chép nhan nhiing thudc tinh vira thiét 1ap cho doan van
ban dang chon ngugc lai kich chon Cancel dé huy bo cong viéc vua lam.

3.3. Thiét lgp va gé bé Tab.

Tab 13 cong cu dugc sir dung rat nhidu trong viéc nhap van ban. Ngoai kha ning
dich chuyén diém tro theo ting budc nhay, Tab con giup ching ta tao mot vin ban hién
thi dudi dang céc cot.

Pé hiéu rd hon vé Tab chung ta léy mot vi du sau va cung thyc hién thiét 1ap Tab:

Hay tao bang dir liéu nhu sau:

STT Ho va tén Dia chi

1 Nguyén Vin Quang 123, Tay Son

2 Ho Hai Ha 68, Nguyén Du

3 Duong Quéc Toan 23/10 Nguyén Trai
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Pé thiét 1ap Tab dé dé tao vin ban trén ta thyc hién nhu sau:
Cach 1:
Budc 1: Dinh nghia khodng cach cho cac cdt cua bang bdi hop thoai Tab nhu sau:
— Kich chon nemu Format\ Tab.., hop thoai Tab xuét hién:
+ Muc Default tab stops: Hién thi budc nhay ngam dinh ctia Tab. Hinh dudi bude nhay
ngﬁm dinh 1 1.27 cm (trc 1a mdi khi nhan phim Tab, con trd sé dich sang phai mét doan
1a 1.27 cm trén man hinh soan thao). Ta c6 thé thay d6i gi tri budc nhay ngam dinh Tab
trén man hinh soan thao Word bang cach gé mot gid tri méi (don vi 12 cm) vao hop nay.
Véi vi du trén thi bang trén c6 3 cot, mdi cot s& duge bat dau tai mét vi tri c6
khoang cach ¢ dinh dén 18 trai trang vin ban ma ta phai thiét lap. Gia sir cot STT céach 1é
trai lem, cdt Ho va tén cach 18 trai 3 cm, cot Dia chi cich 18 trai 8 cm. Thi ta phai thiét
1ap céc thong s nay trén hop thoai Tab nhu sau:
+ Trong muyc Tab stop position: g 1 (1a khoang cach tir cot STT dén mép 18 trai trang
3]

-
-~

van ban. -

Default tab stops:
1.27 cm

4 Tab stop position:
1 [ZER
1cm

I cm
S cm

+ Trong muc Alignment: chon 1& cho dir
lidu trong cot ndy (cot STT): Left — canh 18
dir 1iéu bén trai cot, Right — canh 1é bén phai {

Tab stops ko be cleared:

Alignmenkt

cot, Center — can 1€ gilta cQt, chon xong

, . | &) Left ) Cenker » Right
nhan nut Set. Tuong tu lan lugt khai bao vi © becimal O Bar
Leader
tri Tab cho cac cot Ho va tén (3 cm) va cot @ 1 None Oz, S
1 Ca

Dia chi (8 cm). Dén khi hop thoai Tab c6
dang nhu hinh bén. Cudi cung nhan nat Ok

]
] |

Clear all ]

Cancel ]

dé hoan tat viéc thiét 1ap Tab cho cac cot va -

c6 thé str dung chiing.
Chii y: Sau khi kich OK dé hoan tat thi ching ta quan sdt thdy trén thanh thieée ké ngang
xudt hién nhw hinh sau:

Tabs =]
Tab stop position: Default bab stops:
+ Nut Clear: Dung dé xoa bo diém Tab dang et oo 2 e e
chon
+ Nt Clear All: Ding dé xo04 bo toan b cac | “"2rmere 5 corer J—
diém Tab dang thiét 1ap trén hop thoai. | beemal e
Bu6c 2: Cach st dung nhitng diem Tab vira | & iner #]E0000002 e
thiét 1p & trén dé tao bang dit liéu:
Khi con tré dang nam & dau dong vin C o e ]

ban, nhan Tab dé dé con tro chudt nhéy vao vi
tri Tab (1 cm) va ta nhap dir lidu cho c6t STT. Nhap xong tiép tuc nhan Tab, con tro s&
chuyén dén vj tri tab tiép theo (3 cm) va nhép tiép dit liéu cho cot Ho va tén. Nhap xong
nhén Tab dé nhap dir liu cot Dia chi. Khi nhap hét mot hang nhén Enter dé xuéng hang
va lai lam tuong tu véi cac dong tiép theo.
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Cach 2:

Chung ta chi can st dung chuot dé thiét lap va diéu chinh cac diém Tab trén thudc

ké nam ngang (Vertical Ruler). Cach 1am nhu sau:

|-§-|-L-|-2-|-3_-|-4-|-5-|-5-|-?-u-q_-u-9-|-1u-|-11-|-12-|-13-

Dé tao diém tab cho cot STT (co khoang cach 1a 1cm, 1é gitra), ta kich chudt trai
1én vi tri 1 cm trén thude ké ndm ngang. Mot diém Tab c6 khoang cach lem, 18 trai mic
dinh (Left) da dugc thiét 1ap. Mudn thay d6i 1& cho diém Tab nay ta kich dup chudt trai
1én diém Tab vira thiét 1ap, hop thoai Tab xuét hién nhu hinh trén. Tiép theo ta chon 18
cho diém Tab dang chon trong muc Alignment. Chon xong nhat nat Set dé thiét lap.
Tuong ty nhu vay ta cé hé thiét 1ap véi cac diém Tab cho cot Ho tén va cot Dia chi.

Chu y: Voi cach nay néu chung ta muon loai bo mot diem Tab nao di ta chi viéc dung

chudt kich chon diém Tab d6 va kéo chung ra khoi thudc ke.

3.4. Thiét lgp Bullets va Numbering.
3.4.1. Thiét Igp Bullets.

Thiét 1ap Bullets chinh 1a viéc thiét
1ap cac du chi muc (dau dong) cho vin ban.
Céch thiét 1ap nhu sau:

- Buwéc 1: Bat con tro 1én dong, doan can
danh dau dau dong.

- Buwoe 2: Kich chon menu Format\ Bullets
and Numbering.., Hop thoai sau s& xuit
hién:

- Buée 3: Kich dap chon dau chi muyc can

Bullets and Numbering

Bulleted Mumbered Cutline Nurmbered

Mone

Lisk Skyles

B
>
g
"

(814

] [ Cancel

J

dung hodc kich chon d4u chi muc sau d6 chon nut OK.

Chii ¥: Ngoadi 7 dau chi muc nay, ching ta ciing c¢é thé lwa chon cdc dau chi muc khdc

bcfng cdch kich chon niit Customize... Xudt hién hinh sau:

Customize Bulleted List gj
Eull=E charact=er
[sharacksr... | [ Eictur=... ]
Eull=E positior
Indent at: |[0.&3 cm =
Text positior
Tab space sFber:
1.=27 cm = Indenkt ak: |1.27 cm =
Prewiews
b
e
e
E =1 ] [ anc=l ]
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Picture Bullet 3 Trong hinh bén ta kich chon vao nut
e Picture... d¢ chon hinh anh d4u chi muc khéac
=% = - can dung. Xuét hién bang sau:
= Chon anh Bullets can dung kich chon nat OK
+ - . > Tiép tuc chon OK.
Ngoai ra trong cira s6 Customize
- - Bullets list ching ta co thé:
. ® - - Thiét 1ap Font chit cho Bullets bang cach
~ || kich chon nut Font.
[ ox ) [ semeel ]

- Thiét 1ap khoang cach tir dau Bullet dén 1&
trai tai li€u trong 6 Indent at cia muc Bullet Position.

- Thiét 1ap khoang cach tir van ban (Text) t6i mép trong 1& trai cta tai lidu trong muc
Text Position.

Bullets and Numbering ]

3. 4‘ 2. Thiét l.dp Nu m b erin g_ Bulleted | Mumbersd | Cutline Mumbered || List Styles

Thiét 1ap Numbering chinh la T N :
viéc thiét 1ap cac s6 chi muc cho van 3 3 .
ban. Céch thiét 1ap nhu sau: A 5 ; i
- Buére 1: Pat con tré 1én dong, doan can o ? .
danh s6 chi muc.
- Buwéc 2: Kich chon menu Format\ — ]
Bullets and Numbering.., hop thoai sau
s& xudt hién. Custornmize Mumbered §List <
- Bwéce 3: Kich chon Tab Numbered NE:;;Z
- Budc 4: Kich dup chon s6 chi muc can N:fn’b'f;iic.;;mn = srereettls B
dung hoac kich chon s6 chi muc sau do | .77 ... == ) 95 [
chon nut OK. F_:EE?"ECE B incene st roem IS
Chu y: Pé thiet ldp dinh dang cho cac s0 -
chi muc ta kich chon nut Customize... —

Xudt hién bdang sau:
Y nghia cdc muc tin trén hdp thoai nay nhw sau:

— Niuit Font...: cho phép chon kiéu phéng chit cho s6 chi muc;

— Muc Start at: @é chon chi muc dau tién can danh sé: néu chon 1, sé thuc hién danh chi

muc la 1, 2,..; nhung néu chon la 5 thi sé danh sé tie 5 tré dila 5, 6, 7..

- Muc Number position: dé thiét ldp vi tri cua chi muc trén doan van ban

- Text position dé thiét Igp khodng cdch van ban so véi mép 1é cia trang tai liéu.

3.5. Chia c¢t cho vin badn.

Gido vién: Lé Tuin Hanh - B mén Tin hoc )



{@)| Dé cuong bai giang hoc phin Tin hoc dgi cwong

- Buée 1: Panh dau viung van ban can chia cot.

- Bwéc 2: Kich chon menu Format\

Column. Xuat hién man hinh sau

- Buédce 3: Chon cach chia cot trong | FPresets
muc Presets. =| |5 £ £
+ One: Chia thanh 1 c6t oie  Tws  Hwse  Left EEh:

Mumber of columins:

+ Two: Chia thanh 2 cét.

idth and spacing

4

+ Three: Chia thanh 3 cot.
+ Left: Chia cgt bén phai 16n hon cot
bén trai.

Cal #:
1:

23

Width:
7.78 cm

7.78 cm

4 (4

Spacing:
1.27 em

F
6.3

[ Line between

Presiew

+ Right: Chia cot bén trai 16n hon cot
bén phai.

[] Equal column width

Apply bos Selected text

- Buéc 4: Nhap s6 cdt can chia vao

muc Number of columns
- Budc 5: Xac dinh do rong ting cot va khoang cach gitra cac ¢t trong muc Width and
spacing
- Buéc 6: Chon pham vi p dung cac thiét lap trén trong muc Apply to:
+ Whole Document: Toan van ban
+ This Point Forward: Tu vi tri con tré tro di
+ Selected Sections: Cac phan vin ban duoc chon
+ Selected Text: Khéi vin ban dugc chon
Ngoai ra néu chung ta mudn khi chia cot thi giita cac cot c6 mot duong ké doc thi
ta tich chon vao 0 Line between.

3.6. Tao chir cdi I6n dau doan vin ban.
- Bude 1: Chon (bdi den) vin ban mudn tao chir cai lon dau dong.
- Bwéc 2: Kich chon menu Format\ Drop Cap...

X

Drop Cap

Position

= W

Xuat hién bang sau:

- Buée 3: Chon kiéu bé tri chit cai 16n trong muc
Position

Mone Dropped

- Budc 4: Chon phong chit cho chit cai 16n trong muc | @rtiens
Font

- Buée 5: Chon ¢ chit cho chit cai 16n bang cach

Eonk:

MnTime

Lines to drop: 3

TRETIRE S

Distance Ffrom kexk: Ocm

nhap vao sb dong trong muc Lines to drop.

- Buéc 6: Nhap khoang cach tir van ban dén chir cai Lo I

Cancel ]

16n trong muc Distance from text.
- Bude 7: Kich chon OK

3.7. Tao vién cho khoi van bdn va trang van ban.
bé tao vién cho khoi van ban va trang van ban ta thyc hién nhu sau:
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3.7.1. Tao vién cho khéi vin ban.

- Bude 1: Chon (bdi den) vin ban can tao vién.

- Buére 2: Kich chon menu Format\ Border and Shading... Xuat hién cira s6 sau.

- Budre 3: Kich chon kiéu vién trong muc Setting (chon muc kiéu Box)

- Buéc 4: Chon nét cho duong vién
trong muc Style.

- Buée 5: Chon mau cho dudng vién
trong muc Color

- Bude 6: Chon d6 rong cho nét duong
vién trong muc width.

- Budce 7: Chon pham vi 4p dung cac
thiét 1ap trén trong muc Apply to va
kich chon OK

+ Text: Cho dong

+ Paragraph: Cho khoi vin ban.

Chii y: Ngodi cdch trén ching ta cé thé

|T

3.7.2. Tao vién cho trang van ban.

st dung biéu tuwong

- Buéc 1: Kich chon menu Format\
Border and Shading...

- Bwéce 2: Kich chon trang Page
Border. Xuét hién cira so sau.

- Buée 3: Kich chon kiéu vién trong
muc Setting (chon muc kiéu Box)

- Buéc 4: Chon nét cho duong vién
trong muc Style.

- Buée 5: Chon mau cho dudng vién
trong muc Color

- Bude 6: Chon d6 rong cho nét duong
vién trong muc width.

[

Borders and Shading g|
Page Border | Shading
Setting: Shyle: Previgw
EI ~ Click on diagram below or use
Hane buttons ko apply borders
g = O
| I Shadow T ¥
Calar
D Automatic v
3D
width:
Y pt v Apply ko
é Custarn
an Paragraph -
Options. ..
[ Show Taolbar ] [ Harizontal Line. .. Ok ] [ Cancel ]
. A A Ao v ”
(Outside Border) dé tao vién cho khoi van ban.
Borders and Shading g|
Borders | Page Border | Shading
Setting: Style: Preview
A Click on diagram below ar use
Hone buttons ta apply borders
g ~ B
D Shadaw T ¥
Color:
D Aukomatic v
iyt
width:
Wpt v Apply ko
§ Cuskom
s Ak Whale document -
(none) K

Show Taolbar H Harizontal Line. .. ]

OF ] [ Cancel

]

- Buéce 7: Chon anh cho dudng vién (hoa vin) trong muc Art

- Buéc 8: Chon pham vi 4p dung cac thiét lap trén trong muc Apply to va kich chon OK.

+ Whole Document: Toan van ban

+ This Section — First page only: Cho trang du

Chii y: Ngodi cdch trén chiing ta cé thé sir dung biéu twong (Outside Border) dé

tao vién cho khoi van ban.
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3.7.3. Tao mdu nén cho vin ban.

- Buwéc 1: Chon (boi den) vin ban can tao
mau nén.

- Buwéc 2: Kich chon menu Format\
Border and Shading...

- Buéc 3: Kich chon trang Shading xuét
hién man hinh sau:

- Buéc 4: Chon mau nén cho van ban
trong muc Fill.

Cé thé chon mdu khic bang cdach kich
chon vao More Color... dé chon mau phu
hop.

- Bwéc 5: Chon pham vi 4p dung cac thiét
lap trén trong muc Apply to:

+ Text: Cho dong

+ Paragraph: Cho khéi vin ban.

- Bwéce 6: Kich chon OK

3.8. Thiét lgp trang in va khé gidy.

- Bwéc 1: Kich chon menu File\ Page

Setup... Xuat hién ctra so sau:

- Bude 2: Thiét 1ap 1 cho trang in trong ving

Margin tuong Ung la cac muc:

+ Top: Lé trén clia trang in

+ Left: L& trai cta trang in

+ Gutter: Gy trang in (phan dong bia)
+ Buttom: Dy trang in.

+ Right: Lé& phai trang in.

- Buée 3: Chon hudng gidy trong phin

Orientation:
+ Portrait: Chiéu doc kho giy.
+ Landscape: Chiéu ngang kho gidy.

- Budc 4: Chon pham vi &p dung trong muc

Apply to:
+ Whole Document: Toan van ban
+ Selected Text: Khdi vin ban duge chon

- Buée 5: Kich chon Tab Paper dé thiét lap

kho gidy in.
Trong muc Paper size chon kho gidy in.

Borders and Shading E\
Borders | Page Border | Shading
Fil Preview
Mo Fill
ANEEEEEN fo il
Patterns
Style:
|:| Clear w Apply to:
Patagraph v
[ Show Toolbar ] l Horizontal Line. ..
rMargins Faper Lawout
Margins
Top: 1.5cm = Eokttom: |1.5 cr =
Left: 2 cm = Right: [1.5cm e
Gukter: O cm ¥ | Sutter position: |Left ~
Orientation
Ly L
Portrait Landscape
FPages
Multiple pages: Morral -
Prewvies
apply ko = =
—cr— =
Margins Paper Layout
Paper size!
nd 2
L
Legal
Executive
At
~

AS

P A soarTE
Firskt page:

DieFault braw (Outo Sele=cth

Auto Seleck

Manual Feed

other pages:

Default Eray (Auto Seleck)
Aukto Select
Manual Feed

Prewicw
Apply bo:
whole document -

Print Options. ..
Default. ..

o}
x

) [ Coneel ]
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- Bude 6: Kich chon OK.

3.9. Chia vdan ban thanh cdac plu”in (Section).
Dé cac trang co thé dugc dinh dang trang khong

3

gidng nhau ta phai chia vin ban thanh nhiéu phan khac

nhau (Section), tir 46 ta méi c6 thé dinh dang trang

cho mdi phan theo mdt kiéu khac nhau. Néu khong | © Textwrapping break
. . \ o A . . A o R . Section break bypes
chia Section thi word mac nhién coi toan bo van ban la

{:} Mext page
mc}t Section duy nhat. () Continuous
2 . - 5 \ , . ‘A E
D& chia vin ban thanh cac Section ta thuc hién | & Evenpase
; ; () odd page
nhu sau:
[ K ] [ Cancel

- Buée 1: Kich chon menu Insert\ Break. Xuat hién

hop thoai sau:

- Bude 2: Chon kiéu ngit trang hodc ngit Section.
+  Céc lwa kiéu ngat trang trong ving Break Types:

+ Pages break: Ngit trang

+ Column break: Chén ngit cot (4p dung khi vin ban dugc trinh bay duéi dang cot).
+  Céc lvu chon kiéu ngit Section trong ving Section break types:

+ Next page: Section mdi s& sang trang tiép theo

+ Continuous: Section méi van nam tiép tuc véi section trudc no.

+ Even page: Section méi bt dau bang mot trang danh s chan.

+ Odd Page: Section méi bt dau & mot trang danh sb 1é.

Chu y: Pé thuee hién xéa cdc ngcft trang va ngd't cac Section ta thwc hién nhw sau:

- Buéc 1: Bt man hinh word ¢ ché d6 Normal View (Kich chon menu View\ Normal).
- Buée 2: Khi d6 ngit trang 1a mot dudng gach ngang chim dat & giita co chir Page
Break, ngit Section 1a mot duong nét déi cham dut ¢ gitta c6 chit Section Break. Dé x6a
chung ta di chuyén tro chuét tdi cac dudng ndy va 4n phim Delete dé x6a bo.

3.10. Thiét lap tiéu dé dau, tiéu dé cudi trang cho vin bdn.

Tiéu dé dau trang va cudi trang 14 phan vin ban duoc in trén dau hodc cudi mdi
trang tai liéu. Tiéu dé dau trang hodc cudi trang thudng 13 tén tac gia, tén tai liéu, co quan
phat hanh... C6 thé ap dung céc kicu dat tiéu dé trang nhu sau: Tén tiéu dé giéng nhau
trén toan tai liéu, tiéu dé trang dau tién khac véi cac trang con lai, mot s6 tiéu dé danh
cho cic trang chin tiéu dé kia cho cac trang 1¢.

Cach dat tiéu dé nhu sau:

- Buée 1: Kich chon menu View\ Header and Footer. Xuat hién phan trinh bay phan
tiéu dé cung voi tanh cong cu nhu sau:
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+ Cac Iua Insert AutoText ~ [ TG T 2 R T o = =S N P A [P
Types: et
- Pages brealk: Ngat frang e e
- Column break: Chen ngat cot (ap dung kdu van Text wrapping break
ban chwroc trinh bay dwol dang cot) ection break types

4 Cac luu chon kiéu ngit Section trong ving
Section break types:
- Next page: Section mal 2€ sang frang tiep theo
- Clintinnons: Section mdi van nam tiep tue vol

Cancel

section roc no

Buée 2: Nhap ndi dung cua tiéu dé dau trang vao khung Header, tiéu dé cudi trang &

khung Footer. Nhap xong kich niit Close dé tré vé ché d6 soan thao vin ban.

Chii Y: Chiing ta ciing cé thé sir dung thanh céng cu dé nhdp ndi dung tiéu dé vao cho
1 2 3204 5 f 78 S 10 11 12

Insert AutoText ~ | ¥ M & & © | &h |+ & 8, | close

nhanbh.
Churc nang cua cac nut trén thanh cong cu nay nhu sau:

1. Insert AutoText: Dién cac mau c6 sin

2. Insert Page Nuber: Chén sd trang

3. Insert Nuber of pages: Chén tong sb trang clia van ban.

4. Format Page Number: Céc dinh dang sd trang

5. Insert Date Cheén ngay hién tai

6. Insert Time Chén gio hién tai

7. Page Setup bit trang

8. Show/Hide Document Text: Hién thi/an vin ban cta trang hién tai

9. Same as privious: Thuc hién chon ché d6 Header va Footer

nhu ¢ trang trudc
10. Swich between Header and Footer: Chuyén d6i con tro giita tiéu dé dau
trang va cudi trang

11. Show Previous: Xem Header va Footer ké trudc
12. Show Next: Xem Hearder va Footer ké sau
13. Close: bong thanh cong cu
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3.11. Tao chii thich ¢ cudi trang, cuéi vin ban.

Trong bién tap sach doi khi ta phai tao
cac chi thich ¢ cudi trang (Footnode) hoidc cudi
van ban (Endnode) dé giai thich mot tir, chir,
cau... Vay dé tao chu thich ta lam nhu sau:

- Buéde 1: Pit man hinh word & ché d Normal
hoac page Layout

- Buée 2: Pua tré chudt chon tir can tao chu
thich.

- Buéc 3: Kich chon menu Insert\ Reference\
Footnode... Xuat hién man hinh sau:

- Buéc 4: Trong muc Location chon Footnode

Footnote and Endnote E
Locakion
Eokttom of page R
() Endnotes:
Forrnak
FMumber Format: 1, 2,3, ... S
Cuskarm marlk:
Stark ak: 1 =
Mumbering: Conkinuous e

Apply changes

Apply changes to: whole docurnent

[ Inserk

J [

Cancel ]

néu muodn tao chu thich & chan moi trang, chon Endnode néu muodn tao chu thich & cudi

tai lidu.

- Buée 5: Chon cach danh chu thich (theo dang s6 hay chit cai) trong muc Number

format

- Buée 6: Chi dinh sb hodc chit bit dau dé danh dau cha thich tai muc Start at.

- Bwéc 7: Kich chon nut Insert.

r o7

Chu y: Pé xéa chii thich ta lua chon s6 thir tw chii thich & sau cac chir ghi chu thich va

dan phim Delete

3.12. Ddinh sé trang cho vin ban.

- Buwéc 1: Kich chon menu Insert\ Page
Number... Xuit hién hop thoai sau:

- Buéc 2: Chon vi tri danh sb trang trong muc
Position.

+ Top of page: Dau trang

+ Bottom of page: Cudi trang

- Buwée 3: Can chinh vi tri sd trang trong muc
Alignment.

- Budc 4: Kich chon OK

r r

Chu y:

- Néu muén hién thi hodc khong hién thi sé trang
o trang dau tién cua tai liéu ta kich chon hodc bé
tich chon 6 “Show number on first page”

+ Tich chon la dinh sé trang & trang ddu tién
cua tai liéu.

+ Khéng tich chon thi sé khéng ddnh s6 trang &

Page Numbers

=l
X
@
=
m
=

Position:

Battar of page (Footer)

Alignment:
Right

Show number on first page

|

ok H Cancel J

%]

X]

ER——

Page Mumber Format

Mumbet Format:

[] tnchude chapter number

1-1, 1-4
Page numbering
G} Continue From previous seckion

{:} Skart ak:

Y
w

[ Ok, ] [ Cancel
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trang ddu tién ciia tai liéu.

- Dé thiét ldp cdc théng sé cho sé trang ta kich chon niit Format. Xudt hién bang sau.:
+ Number format: Thiét Igp s trang dang sé hay chit.

+ Continue from previous section: Tiép theo sé trang ciia phan trudec.

+ Start at: Panh sé trang bdt dau tir s6

3.13. Soan cong thirc toan hoc.
Pé soan théo cong thirc toan hoc ta thuc hién nhu sau:

- Buéce 1: Pua cong cu soan thdo cong thirc toan hoc 1én thanh cong cu chuin béng cach

sau:

Customize

+ Kich chon menu View\

Toolbars | Commands | Oplions

Toolbars...\ Customize... Xuit hién

Tao add a command to a koolbar: select a cakegory and drag the

man hinh sau. cormrand out of this dialog box ko a toolbar,
Categories: Cammands;
+ Kich chon Tab Commands. File a P a
Edit lﬂ
+ Trong muyc Categories chon Al wordart...
, N N A oy € Equation Editor
nhom cong cu Insert va bén muc || oo | ——
. B R . Tahle =] “oice Comment
Commands tim dén cong cu Equation web Al Insert Voice
A . R Win o & Help
Editor. Kich chudt trai vao cong cu || (brawing B (S5 Pen Comment of

Equation EditOl' déng thb’l glﬁ’ phim Madify Selection = [Eearrange Commands. .. ]

trai chudt va kéo cong cu do tha lén

thanh cong cu Standard.

Save in: | Marmal w [Eeyboard... ] I Cloze ]

| o

- Buéce 2: Kich chon nuat cong cu
Equation Editor trén thanh Standard dé khoi dong cong cu do. Xuat hién man hinh sau:

!’f'f.-"f.-"f.-"f.-l’.-"f.-"f.-"f.-"f
-

Llow3d EnC  deod | Awh | AOE

- Buée 3: Nhap cong thirc theo ¥ mudn vao khung nhap bang cach chon dang cong thirc
trén thanh cong cu.

r r

Chu y:

- Trong qud trinh nhdp céng thirc todn hoc dé di chuyén sang ché dé nhdp van ban ta
kich chon Style\ Text. Ngwoc lai muon chuyén tiv ché d nhdp van ban sang dang cong
thuee ta kich chon Style\ Math.

- Dé swra doi cong thirc todan hoc ta kich vao cong thure va siwa lai.
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4. Chén bang biéu. _
4.1. Tao mot bang biéu mai . ———
C{lCh 1 . Murnber of columns: 3 £
, , Mumber of rows: z F
- Buwée 1: Kich chon menu Table\ Insert\ | _
N utoFit behawvior
Table... Xuat hién man hinh sau: 2 ] i el Gtto >
, , () AukoFit to conkents
- Buwde 2: Nhap so cot va so6 hang vao muc: © #utoFit to window
A L A Table skyvle: Table Grid
+ Number of columns: Nhép so cot.
+ Number of rows: Nhép s6 hang
[1 remember dimensions For new tables
[ 1K ] [ Cancel ]

- Buwée 3: Xac dinh kich thudce cho bang:
+ Muc Fixed column width: Nhap chiéu rong mdi cot bang cach kich vao mili tén 1én
xuéng. Néu dé Auto thi chiéu rong mdi cot 1a chiéu rong trang in chia cho s cot.

+ Muc AutoFit to contents: Chiéu rong mdi cot vira du véi ndi dung trong cot.

+ Muc AutoFit to window: Vira vdi cira so

+ O AutoFormat: Dé chon céc kiéu mau c6 san.

- Bwéce 4: Kich chon OK.

Cach 2:
St dung thanh cong cu Tables and Borders dé tao bang biéu bang cach dung
chuot chon nét vé trén thanh cong cu va v€ vao van ban.

Cach 3:

St dyng nat == (Insert Table) trén thanh cong cu dé tao bang biéu. Cach thuc
hién nhu sau:
- Buée 1: Kich chudt trai chon nut Insert Table trén thanh cong cu. Xuét hién hinh sau:
- Buée 2: Chon s6 cot va s6 dong cho bang biéu bang cach kich
chon chudt 1én 6 ddu tién dong thoi giit chudt va kéo chudt dé S|

chon cdt va dong.

Cancel

4.2. Nhap dir liéu vao bang tinh.

Dé nhap dir liéu vao bang tinh ta sir dung chudt kich chon vao 6 ndo ma chung ta
muon nhap dir liu. Nhap xong nhan phim Tab trén ban phim dé chuyén sang 6 khac
hoidc str dung chudt dé chon 6 khac. Cach nhap dir liéu trong bang biéu giéng cach nhap
van ban.

Trong bang biéu ching ta ciin c¢6 thé sir dung mot s cac phim sau dé lam viée véi
bang biéu:
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Tab: Chuyén dén 6 ké tiép.

Shift + Tab: V& 6 trude

Alt + Home: V& 6 dau tién caa dong hi¢n tai

Alt + End: Chuyén t6i 6 cudi cung ctia dong hién tai
Alt + PgUp: Vé 6 dau tién trong cot

Alt + PgDn: Chuyén dén 6 cudi ciia cot

Céc phim miii tén dé di chuyén dén cac ky tu trong 6.

4.3. Chon 0, hang, cot, vang va bdang.

4.3.1. Chon o.

- Cach 1: Bé danh dau 6 ta di chuyén tro chudt dén mép trai 6 d6 khi tré chudt bién thanh
dang miii tén mau den thi ta kich chuot trai dé danh dau 6 do.

- Cach 2: Kich chudt vao 6 can chon. Kich chon menu Table\ Select\ Cell

4.3.2. Chon mgt hang.

- Cach 1: Di chuyén tré chudt dén mép trai 6 dau tién cua hang can danh dau, khi tro
chudt bién thanh mii tén mau den thi ta kich chudt trai ddnh ddu 6 d6, sau do6 gitr chudt
trai va di chuyén chudt dé chon cac 6 con lai trén hang do.

- Cach 2: Di chuyén chudt dén mép 1¢ trai ctia dong dau tién cua bang bicu, khi thay tro
chuot nghiéng sang bén phai thi kich chudt dé chon hang do.

- Cach 3: Kich chudt vao 6 bat ky thugc hang can chon. Kich chon menu Table\ Select\
Row

Chu y: Pé chon nhiéu hang lién ké nhau ta thuc hién theo cach 2. Khi chon dwgc hang ta
@itk trdi chudt va di chuyén chudt 1én trén hay xuéng dwdi dé chon tiép cdc hang lién ké
nhau.

4.3.3. Chon mt cot

- Cach 1: D1 Chuyén tréo chudt 1én phia trén cia cot can danh dau, khi tré chudt bién
thanh miii tén mau den thi ta kich chudt trai danh dau cot do.

- Céch 2: Kich chudt vao 6 bat ky thudc hang can chon. Kich chon menu Table\ Select\
Column

Chu y: Pé chon nhiéu hang lien ké nhau ta thuce hién theo cach 1. Khi chon dwoc cot ta
gitF trdi chudt va di chuyén chudt sang trdi hay sang phdi dé chon tiép cdc cét lién ké

nhau.

4.3.4. Chon mgt vung.

Vung 1a tap hop cac 6 ké can nhau c6 thé nam trén cung moQt hang, cung mot cdt,
hodc nhiéu hang nhiéu cot.

bé danh dau mot vung trén bang biéu ta thuc hién theo cach sau:
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Di chuyén tré chudt dén mép trai 6 dau tién cua vung can danh dau, khi tré chudt
bién thanh miii tén mau den thi ta kich chudt tradi danh dau 6 do, sau do gitr chudt trai va
di chuyén chuot dé chon céc 6 khéc trong vung can chon.

4.3.5. Chon badng.

K2

Gdsaghd
I

- Cach 1: D¢ danh dau toan bd bang ta di trd chudt 1én trén bang biéu khi bang biéu xuét

hién dau 6 gdc trén bén trai bang biéu ta dung chudt kich chon dau nay dé danh déu
toan bo bang biéu.

- Céch 2: Kich chudt vao 6 bat ky thudc bang can chon. Kich chon menu Table\ Select\
Table

4.4. Chén 6, hang, cot vao bang biéu.

4.4.1. Chen o.

- Buée 1: Danh diu vi trf cin chén thém 6.

- Buére 2: Kich chon menu Table\ Insert\ Cells. Xuét hién bang sau:
Ta chon mot trong 4 lya chon sau:

+ Shift cells right: Chén 6 méi va ddy 6 chon sang bén

phai. () shift cells vight

+ Shift cells down: Chén 6 mé1 va day 6 chon xuong { = ZF:EF2200
, . {:} Insert entire row
dudi.

) {:} Insert entire column
+ Insert entire row: Chén mdt dong madi va day dong |

[ Ok ] [ Cancel

chtra 6 chon xudng dudi

+ Insert entire column: Chén mot cot mdi va day cot chira 6 chon sang bén phai
- Buée 3: Sau khi lya chon moét trong 4 Iya chon ta kich OK.

4.4.2. Cheén hang.
- Cach 1: Chén m6t hang vao cudi bang:

Pua tro chudt chon 6 cudi cliing ctia bang va nhan phim Tab
- Cach 2: Cheén mot hang vao bang:

Pua tro chudt chon vi tri can chén thém hang mai, kich chon menu Table\ Insert\
Chon Rows Above (néu muén chén hang méi 1én phia trén hang dit tré chudt) hoic
chon Rows Below (néu mudn chén hang méi xudng phia dudi hang dat tré chudt).
- Cach 3: Chen thém n hang méi ¢ gitra bang:

DPéanh dau n hang co6 sin phia duéi (phia trén) nhimg hang dinh chén. Kich chon
menu Table\ Insert\ Chon Rows Above (hay Rows below) hoac kich chudt phai chon
Insert Rows.
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4.4.3. Chen cot.
- Cach 1: Chen mot cot vao bang:

Pua tré chudt chon vi tri can chén thém cdt mai, kich chon menu Table\ Insert\
Chon Columns to the Left (néu mudn chén cot méi bén trai cot dat tro chudt) hoac chon
Columns to the Right (néu mudn chén cot méi bén phai cot dit tro chudt).
- Cach 2: Chen thém N cot méi ¢ gitra bang:

Pénh dau N cot co sin bén phai (bén trai) nhitg cot dinh chén. Kich chon menu
Table\ Insert\ Chon Columns to the Left (hay Columns to the Right) hodc kich chudt
phai chon Insert Columns.

4.5. Xéa 0, hang, cft va bang.

4.5.1. Xoa o.

- Buéc 1: Danh dau 6 can xoa

- Budce 2: Kich chon menu Table\ Delete\ Cells hodc kich chudt phai chon Delete

Cell.... Xuat hién bang sau:

Ta chon mot trong 4 lya chon sau:

+ Shift cells left: X6a 6 chon va diy 6 bén tréi sang. O Shift colle upr

+ Shift cells up: Xo6a 6 chon va day 6 bén dudi 1én () Delete entire row
+ Delete entire row: X6a ca dong chira 6 chon () Delete entire column

+ Delete entire column: Xo6a ca ¢t chira 6 chon [ ok ][ cancel

- Bwée 3: Sau khi lya chon mdét trong 4 luya chon ta kich
OK.

4.5.2. Xoa hang.
Panh dau dong can x0a, kich chon menu Table\ Delete\ Rows hoic kich chudt
phai chon Delete Rows

4.5.3. Xoa cot.
Panh diu cdt can x6a, kich chon menu Table\ Delete\ Columns hoic kich chuot
phai chon Delete Columns

4.5.4. Xoa bang.
Panh dau bang can x6a, Kich chon menu Table\ Delete\ Table.

4.6. Thay d6i do rong cot, dd cao hang.
4.6.1. Thay déi dé rong cét.
- Cach 1: Céc cot khong déu nhau

Pua tro chudt téi duong thang phan cach giira hai cot khi trd chudt bién thanh
dang miii tén hai dau hudng ra ngoai thi ta kich chudt trai gitt va kéo (néu kéo sang trai
thu cot duoc thu hep, néu kéo sang phai cot duge md rong) dé thay doi do rong cot.
- Cach 2: Cac cot c6 do rong bang nhau ta thuc hién nhu sau:
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Panh dau cac cot mudn co do rong béng nhau -> Kich chon menu Table\ AutoFit\
Distribute Columns Evenly hoac kich phai chudt chon Distribute Columns Evenly.

- Céch 3:

+ Budc 1: Kich chudt vao cot can thay doi do Tsble | Bow
Size
I‘C)Ilg. Columns 1-5:

, , [=] Preferred width: Measure in:
+ Bwéc 2: Kich chon Table\ Table

Properties hodc kich chudt phai chon Table

[ 44 Previous Colurn ] [ Mext Calumn ke ]

Properties. Xuit hién hop thoai sau:

+ Budce 3: Chon Tab Colmn -> Nhap kich
thudc moi cho do rong cot vao 6 Preferred
width va kich OK.

Chu y: Néu muén thay doi do rong cho cdc 6 [ ok [ canca |
khdc ta cé thé kich chon 6 lién trude (Previous colum) va 6 lién sau (Next column).

4.6.2. Thay déi dé cao hang.
- CéCh 1: CE'lC héng khéng déu l’lhau Table Properties @E]
Pua tro chudt t6i duong thang phan |[ mbe | gow [ cowmn | con

e Size

cach gitra hai hang khi tré chudt bién thanh || rows

~e A . X , A e N Specify height: |1.6cm 3| Row height is: | &t least -
dang miii tén hai dau hudng 1€n, xudng thi ta | opuon

Allovy row ko break across pages

kich chudt trai giir va kéo (néu kéo 1én trén thi

hang bi thu hep, néu kéo xuéng dudi hang [ *erevieusrow | [ Hexthows |

duoc néi rong) dé thay d6i do cao hang.
- Cach 2: Cac hang c6 d6 cao bang nhau ta
thuc hién nhu sau:

Péanh ddu cac hang mudn co d6 cao

H [a]4 | [ Cancel ]

bang nhau -> Kich chon menu Table\

AutoFit\ Distribute Rows Evenly hoac kich chudt phai chon Distribute Rows Evenly.

- Cach 3:

+ Buére 1: Kich chudt vao hang can thay doi do cao.

+ Bwéc 2: Kich chon Table\ Table Properties hodc kich chudt phai chon Table
Properties. Xuat hién hop thoai sau:

+ Bwéce 3: Chon Tab Row -> Nhap kich thudc méi cho d¢ cao hang vao 6 Specify
height va kich OK.

r 7

Chii $: Néu muén thay doi dg cao cho cdc hang khdc ta cé thé kich chon hang lién truée
(Previous Row) va hang lién sau (Next Row).

4.7. Gop tach cac 0 trong bang.
4.7.1. Gop cdc o trong bdng.
- Buée 1: Chon céc 6 can gop.
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- Bude 2: Kich chon Table\ Merge Cells hoic sir dung biéu tuong = Merge Cells
trén thanh cong cu Tables and Borders hodc kich chudt phai chon Merge Cells.

4.7.2. Tach mét 6 thanh nhiéu é nhé.

- Buédre 1: Chon 6 can chia. —
Mumber of columns: g &

- Bude 2: Kich chon Table\ Split Cells hodc kich chuot

- . 4 en . . murmber of rows: 1 £
phai chon Split Cells. Xuat hi¢n man hinh sau:
- Bude 3: Nhap s6 cot can tach (Number of columns)
va nhap sd hang can tich (Number of rows) -> Kich o | [ conea
chon OK.

4.8. Di chuyén, sao chép 6, hang, cot trong bang.

- Bude 1: Chon 6, hang, cot can di chuyén hodc sao chép

- Buée 2: Bé di Chuyén, ta kich chuot trai vao 6, hang, cot gilr va kéo dén vi tri méi. Dé
sao chép ta giit phim Ctrl va di chuyén phan duoc chon t6i vi tri méi.

Chu y: Chung ta ciing co thé sir dung lénh Copy va lénh Cut dé sao chép hodac cdt cdc 6
da chon vao Clipboard réi din ra ché khdc. Tuy nhién déan ra (Paste) ¢ ddy c6 nghia la
chen cot hay hang trong Clipboard vao vi tri moi.

4.9. Pinh dang dir liéu cho bang biéu.
4.9.1. Chon Font chii, kiéu chir, cd' chit, mau chir.
Cach thyc hién tuong tu véi cach dinh dang van ban.

4.9.2. Ciin chinh dir ligu trong béing biéu.
C6 thé ap dung cach cin chinh cta van ban cho bang biéu. Ngoai

ra chiing ta c6 thé sir dung cong cu Align trén thanh cong cu Tables and —
Borders dé cin chinh dit liéu trong bang biéu: =8 E
= = =
- Align Top Left: Can thang 18 trai va dinh = = =
- Align Top Center: Can gitra va dinh.
- Align Top Right: Can thang 1¢ phai va dinh
- Align Center Left: Cin thang 1¢ phai va gitra.
- Align Center: Can thing gitra

- Align Center Right: Can thang 18 phai va giira.
- Align Button Left: Can thang 18 trai va day

- Align Button Center:  Cin thing giita va day

- Align Button Right: Can thang 1& phai va day.

4.10. Thay d6i huwéng viin ban trong o:
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- Buwéc 1: Chon 6 cd van ban can thay dOi |ErEiliirairn e piraent

hudng chir.

- Bwde 2: Kich chon Format\ Text Direction
hoic kich chudt phai chon Text Direction. Xuat
hién bang sau:

- Buwéc 3: Chon hudng chir trong muc
Orientation va kich chon OK

4.11. Pat khoang cach tir viin ban trong o t6i bon cach ciia 6.

- Buée 1: Chon 6 can dit khoang cach.

- Bwéce 2: Kich chon Table\ Table
Properties... hoac kich phai chuot chon Table
Properties...

- Bwéc 3: Trén Tab Table kich chon nut
Options... Xuat hién bang sau.

- Buéc 4: Nhap khoang cach cac 1& va kich
chon OK.

+ Top: Canh trén

+ Left: Canh trai

+ Buttom: Cach dudi

+ Right: Canh phai

4.12. Tao vién, mau nén cho bang biéu
4.12.1. Tao vién cho bang biéu.

- Buwéc 1: Chon (bdi den) bang biéu can
tao vieén. Setting:
- Bwéce 2: Kich chon menu Format\
Border and Shading... hodc kich chudt
phai chon Border and Shading. Xuét
hién cira s6 sau.

- Budc 3: Trong Tab Borders kich chon
kiéu vién trong muc Setting (chon muc
kiéu Box hoic All)

- Buéc 4: Chon nét cho dudng vién

]| || |EE]] |

trong muc Style.

Qrienktakion Prewview
; Texk E
The quick brown
Fox jumps over
= T
= ey the lazy dog.
I Ok ] [ Cancel ]
Table Options E|
Default cell margins
Top: | Lefk: 0.5 cm s
Boktam: 0.5 cm % | Right: 0.5 cm =

Default cell spacing

Cpkions

[] allow spacing between cells

Automatically resize ba it contents

O, ] [ Cancel ]

Borders and Shading

Borders | Page Border | Shading

[—1I¢
Mane
Box
al T v
Color
Automatic A4
Grid
Width:
14 pt v
Cuskom
Hotizankal Line. ..

X
Presview
Click on diagram below or use
buttons to apply borders
(1]
Apply to:
Table v

- Bwéc 5: Chon mau cho duong vién
trong muc Color

- Buée 6: Chon do rong cho nét duong vién trong muc width.

- Buéc 7: Chon pham vi 4p dung cac thiét lap trén trong muc Apply to va kich chon OK

+ Text: Cho dong
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+ Paragraph: Cho khoi vin ban.
+ Table: Cho ca bang
+ Cell: Cho 6

Chii y: Ngodi cdch trén ching ta c6 thé sit dung biéu tuwong (Outside Border) dé
tao vién cho bang biéu.

4.12.2. Tao mdu nén cho bing biéu.
- Buéc 1: Chon (bdi den) hang, cot, bang biéu can tao mau nén.
- Buée 2: Kich chon menu Format\ Border and Shading... hodc kich chudt phai chon

BOl’del‘ and Shading- Borders and Shading El
- Buée 3: Kich chon Tab Shading. Xuat | e | eage torcer | shaing
Fil Preview
hién man hinh sau: Na il
EEEEN
] - | EemmEms
- Buwéc 4: Chon mau nén cho van ban T
trong muc Fill. ER"EERE
. Z ) . M . , [ vere Colors...]
(Co thé chon mau khac bang cach kich |
chon vao More Color... dé chon mau phu | 5., - serly o
Table w
hop).
"

- Budc 5: Chon pham vi 4p dung cac thiét
1ap trén trong muc Apply to:

+ Text: Cho dong

+ Paragraph: Cho khoi vin ban.

+ Table: Cho ca bang

+ Cell: Cho 6

- Bwéce 6: Kich chon OK

4.13. Chon cach bo tri bang trong cac trang cé viin ban.
- Buéc 1: Chon bang can b tri.

Table Properties

- Bll’(')’c 2: KiCh Ch()l’l Table\ Table Table R Calurmn Cell

Size

Properties... hodc kich phai chu¢t

[ Preferred width: Measure in:

chon Table Properties...Xuét hién | |#ianment

_ _ _ —_ Indenk From lefk:
bang sau: = H==F =Ed
- Budc 3: Chon két hop hai muc Left Center Right
Alignment va Text wapping dé || ' "™
, IO Ed E

chon cach bo tri bang. =

Mone around

[ﬁorders and Shading... ] [ pkions. .. ]
[ (a4 ] [ Zancel ]
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- Buée 4: Kich OK dé chap nhan lua chon.

4.14. C6 dinh dong tiéu dé cot cho bang biéu.

C6 dinh tiéu dé cot trong trudng hop bang biéu ching ta c6 nhiéu dong khong du
chd trén mot trang. VAy ching ta phai c6 dinh dong tiéu dé dé sang trang sau véan trén
bang van c6 dong tiéu dé d6. Ta thyc hién nhu sau:

- Bu6cl: Chon dong tiéu dé can cb dinh.
- Buée 2: Kich chon Table\ Heading Rows Repeat

Chu y: pé go' bo c6 dinh dong tiéu dé ta thue hién lai cdc budce trén.

4.15. Sap xép dix liéu trong bang.

Ta c6 thé sép xép cac hang trong bang theo mdt ¢4t nao do. Cot do goi 1a cot khoa.
Word cho phép chung ta sip xép theo 3 khoa theo thir tr wru tién. Néu khoa thir nhat chua
phan dinh dugc thi chon tiép khoa thur hai, khoa thur 3.

Vi du: Néu hai hoc sinh c6 tén giéng nhau thi xét t6i ho dém, néu ho dém giéng
nhau thi xét thém ngay sinh...

Khoa phai 14 cot c¢6 cung kiéu dir liéu nhu: Kiéu Text (vin ban), kiéu Number
(kiéu sd), kiéu Date (ngay thang). Néu dir liéu & cac hang trong mot cot khoa ma khac
kiéu nhau thi may sé& hiéu cot d6 1a kiéu Text.

Cac budc sap xép:
- Buée 1: Chon cac hang, cot, bang can sép Xép
- Buéc 2: Kich chon Table\ Sort... Xuét hién man hinh sau:
- Buéde 3: Trong muc Sort by xac dinh khoa thir nhat. Trong cot Type bén canh xac dinh
kiéu dir liéu. Néu can chon céc khoéa tiép theo trong muc Then by.
- Buéc 4: Chon kiéu sip xép ting dan (Ascending) hay giam dan (Descending)
- Budce 5: Kich chon OK

Sort E]

Sork by _
v|| Tupe: [umber |w| & Ascending
{#) Descending
Using: |Paragraphs w
Then by
- {*) Ascending
o Type: |Text -
LE = () Descending
Using: |Paragraphs o
Then by
My lisk has
——

4.16. Tinh toan trong bang biéu.
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4.16.1. Dia chi cdc 6 trong cot.

Tuy khéng thé hién trén bang nhung word ngam dinh 13 mdi cot tir trai sang phai
trong word tuong Gmg vdi tén cot 1a A, B, C,... mdi hang tir trén xubng dudi duoc danh
sO tir 1 cho dén hét. Nhu vay mdi 6 déu c6 mot tén (dia chi 6) dudi danh CotHang.

Vidu: A4 (1a 6 giao gilra cOt A, hang 4)

4.16.2. Ham tinh todn.
+ Dang tong quat cia ham tinh toan:
= TénHam (cac doi s6)
- TénHam: La tén go m& ndi1 dung cia ham, tén nay do word qui dinh.

.9

- Cac d@6i s6: P6i sb 1a danh sach cac dia chi 6 cac hang... viét cach nhau boi dau
hodc dau “,” tily thudc vao qui dinh ctia hé thong. Néu 1a dia chi 6 thi gia tri tham gia tinh
toan 13 gia tri trong 6. D6i voi moi trudng hop, néu trong 6 khong cé gia tri tinh toan
duoc thi 6 d6 bi bé qua. Néu c6 mdt s6 6 1ién ké nhau tham gia danh sach cac ddi sé thi ta
c6 thé nhom cac 6 lién nhau nay va duogc viét gon lai thanh: Dia chi 6 diu : Pia chi 6
cudi (Vi du: B2:B8) hoac cling c6 thé viét nga“'m gon la Left, Right, About, Below dé chi
do 1a cac 6 bén trai, bén phai, ¢ phia trén, va & phia dudi (Vi du: = SUM(left) c6 nghia la
cong cac 0 bén trai lai vdi nhau)

- Biéu thire: 1a mot diy cac toan hang (cac ham, cic hang,..) ndi v4i nhau bai cac phép
toan.

+ Cac phép toan: + (cdng), - (trir), * (nhan), / (chia),..

+ Thir ty wu tién: Nhan chia trudc, cong trir sau, tur trai sang phai

4.16.3. Mt s0 ham tinh todan co bdn.

- Bwéce 1: Dua tro chudt vao 6 chira két qua ——
- Buée 2: Kich chon Table\ Formular... Xuit hién | ==eecel

R . Murnber Format:
hdp thoai sau: v
- Blr()’c 3: Nhép bléu thﬁ-c tinh Paste Funckion: Paste bookmark:

: a2 b b
+ Muc Formula: Nhép biéu thurc tinh toan.
l O ] [ Cancel

+ Muc Number format: Chon dinh dang s6
+ Muc Paste function: Chon ham tinh toan dé dan 1én muc Formula.
- Bwéce 4: Kich chon OK.

4 Mot s6 ham tinh toan co ban.
e Ham SUM (Ham tinh tong).
Dang téng quét ctia ham:
= SUM(Danh séch céc déi sd)
- Danh séach ddi sb: C6 thé 1a sd, dia chi cac 6, ham...
Vi du: = SUM(4,5,6) cho két qua la 15 (4+5+6)
= SUM(A4:A6) cho két qua 1a 24 (7+8+9)
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¢ Ham AVERAGE (Ham tinh trung binh).
Dang téng quét ctia ham:
= AVERAGE(Danh sach ddi s6)
Vidu: = AVERAGE4,5,6) cho két qua 1a 5=(4+5+6)/3
= AVERAGE(A4:A6) cho két qua 1a 8= (7+8+9)/3

e Ham ROUND (Ham lam tron)
Dang téng quét ctia ham:
= ROUND(Danh sach déi so, N)
- Danh sach di s6: C6 thé 1a s6, dia chi cac 6, ham...
- N: + Néu N>0: Ham lam tron vé bén phai N ky tu ké tir vi tri ddu phay
+ Néu N<0: Ham lam tron vé bén trai N ky tu ké tir vi tri dau phay
Vi du: = ROUND(456.78,1) cho két qua 1a 456.8
= ROUND(456.78,-1) cho két qua 1a 460
= ROUND(333.3,-1) cho két qua 13 330
= ROUND(A4,2) cho két qua 1a 123.32

e Ham SQRT (Ham tinh gia tri cin béc 2)
Dang téng quét ctia ham:
= SQRT(S0 cin tinh gia tri cin bac 2)
Vidu: = SQRT(9) cho két qua 1a 3

e Ham COUNT (Ham dém cac phan tir kiéu s)
Dang téng quét ctia ham:
= COUNT(Ving cin dém)
Vi du: Cho A4 =3; B4 =“Handi”; C4=6; D4="7
=COUNT(A4:D4) cho két quala3

e Ham PRODUCT (Ham tinh nhan)
Dang tong quat ctia ham:
= PRODUCT(Danh séach céac ddi so)
Vi du: =PRODUCT(4,5,6) cho két qua 1a 120=(4*5%6)

e Ham MAX (Ham tim gia tri 16n nhit)
Dang tong quat ctia ham:
= MAX(Danh sach ddi so)
Vi du: = MAX(4,5,8) cho két quala 8

e Ham MIN (Ham tim gia tri nhé nhat)
Dang tong quat ctia ham:
= MIN(Danh sach dbi s6)
Vi du: = MIN(4,5,8) cho két qua 1a 4
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5. Chén hinh anh va biéu do.
5.1. Vé cdc hinh khoéi bang AutoShape:
5.1.1. Cong cu vé hinh khéi AutoShape.
Dé v& hinh khdi AutoShape ta sir dung thanh cong cu Drawing. Day 13 cong cu

cho phép ta v& nhanh cac khdi hinh theo miu c6 [m = |' ........

|.§;\3 Lines

Conneckors

san.

*
L3
Basic Shapes 3
L3

Elock Arrowvas

r

- Nhom hinh vé cac dwong thang, miii tén,.. Elowschart

Stars and Banners 3

Callouts

L

Bk SR

More AutoShapes. ..

AutoShapes ~ | ™. ™ [ ] 2 =] 4l S

Conneckors

- Nhém hinh vé cac khéi hinh co bin: nhw hinh |

chit nhdt, dwong tron, elip, tam gidc...

Easic Shapes

e >
=7 .
HA 3
% Elock Arrowves »
=N 3
A 3
St 3
(i

00|

$OROON

Elovechark
Stars and Banners
Callouks

More autoshapes. ..

~ /300

0
v

Sec 1 =R Xi=t Ak 122

r , ) Ao ~e A ;gf Lines 3
- Nhom cdc hinh khoi dang miii tén: “f| Comnectors .
@ EBasic Shapes »

|% Elock grrows » | |:> -2:;"5 &

En  Elowchart [ {"::} j::c cﬁe AL,

Z5: Stars and Banners T M O T

Sh| Callouts r | € D e s

ﬁ More auktoShapes. .. "E> Z> = ==

AutoShapes ~ | ™. ™a [ ] 2 [ «1 Iﬁ I;

Sec 1 a4ja4 ar 17.00 P GO € 6D

r ” N Ao ~ A I:_f\’f Lines [
- Nhom cdac hinh khoi vé so do: o] Conmectors Rk
@ Easic Shapes »

% Elock. arrowves » D-E-:"]";; 7

[Za  Flowchart vl 8B =

5z Stars and Banners b |l—= > 1 S

E/h Zallouks » Lo S o A (N N g |

ﬁ More AukoShapes. .. ® 63' E %

autoshapes ~ [~ ~w [ | & 5F X D

Zec 1 o494 ar za142 B O O

- Nhom cac hinh khoi vé hin sao va Banners.

§3 Lines »

:ﬂ Conneckors »

@ Basic Shapes »

% Elock. arrows .

=o | Flowchart »

Stars and Banners || T

|% = | 3:::;‘ g:;i <.> ‘é"_&'

EJJ Callouts . o
o 8

ﬁ More AutoShapes. ..

T T
utoshapes ~ [ ™ ™~ [] 2 IT i &0 00

= e P

il
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- Nhém cdc khéi hinh ghi chii thich, gidi thich...

é%f Lines »

Z‘ﬂ Conneckors »

E} Basic Shapes »

% Block Arroves 3

Zo | Elowchart L

%, Stars and Banners » | C OO “o
|'ﬁ Callouts [ | B R e ':!j
ﬁ More AutoShapes... A A d
putoshapes - [~ w I O~ < 7~ T
Sec 1 95195 Ak F.6cn =0 A Al dl:l

5.1.2. Vé hinh khéi.

- Budcel: Kich chon AutoShape trén thanh cong cu Drawing. Xuét hién menu doc ¢6 6
muc chinh twong tmg v4i 6 nhom hinh. Ding chudt chon mau hinh cin vé& khi dé chuot
bién thanh diu cong.

- Buéc 2: Di chuyén chudt vao ving vin ban kich chon diém bat dau dat hinh ré chudt dé
v¢€ hinh.

Chu y:

Ngoadi viéc chon cdc khoi hinh trong céng cu AutoShape ching ta cé thé vé dwong
théng, hinh chit nhdt, hinh vuong, dwong tron, hinh elip bcfng cach kich chon cac biéu
twong vé hinh do trén thanh cong cu Drawing.

5.1.3. Chén chii vio hinh khoi.

Dé nhap chir vao hinh khéi ta thyc hién nhu sau:

Kich chon hinh khdi -> Kich chudt phai chon Add Text -> Nhép chir vao khoi
hinh.

5.1.4. Chon va chinh siva khéi hinh.

5.1.4.1. Chinh kich thuéc.

- Buée 1: Kich chon khdi hinh (DAu hiéu dé nhan biét khéi hinh d3 duoc chon 13 trén
khéi hinh xuat hién 8 chdm tron xung quanh hinh. Dé chon nhiéu d6i tuong ta gitr phim
Shift dong thoi dung chudt chon céc hinh khéc)

- Buée 2: Pua tro chudt vao cac ddu tron xung quanh hinh khi con tro chudt bién thanh
hinh miii tn mau dén 2 chiéu thi kich chuét trai dong thoi giir va di chuyén chudt vao
trong (néu mudn thu nhé hinh), di chuyén ra ngoai (néu mudn phéng to hinh).

5.1.4.2. Chon nét vé cho khéi hinh.

- Buée 1: Chon khéi hinh cin thay doi nét vé

- Budre 2: Kich chon nut Dash Style dé chon nét vé.

- Buée 3: Kich chon nut Line Style dé chon do rong nét ve.

5.1.4.3. Chon mdu nén cho khéi hinh.
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- Buédre 1: Chon khdi hinh.

- Budce 2: Kich chon nit & (Fill Color) trén thanh cong cu Drawing. Chon méau nén
cho khéi hinh.

Chii y: - Néu chon No fill thi hinh khéong dwoc t6 mau.
- Kich chon More fill color.. dé chon cdc mau sinh dong hon.

5.1.4.4. Chon mau dwong vién cho khéi hinh.
- Buéc 1: Chon khéi hinh.

-

i )
- Buédc 2: Kich chon nit (==__ (Line color) trén thanh cong cyu Drawing. Chon mau

duong vién cho khoi inh

Chu y: - Néu chon No line thi hinh khong dwoc to mau.
- Kich chon More line color... dé chon cdc mau sinh dong hon.

(]

hiadoww

5.1.4.5. Tao béng cho khéi hinh. [ o
- Buée 1: Chon ddi tuong.

- Buére 2: Kich chon nut |l'Z | (Shadow style) trén thanh cong cu
Drawing. Xuit hién bang sau:
- Buée 3: Chon kiéu bong ua thich.

‘TRT
TIrL
Enplmi
mEEmn

Chu y: - Néu chon No Shadow thi hinh khong dwoc tao bong.
- Néu chon Shadow Setting dé hiéu chinh cich dé béng.

Shadows Settings. ..

=Ty

5.1.4.6. Tao khoi hinh thanh 3D
- Buée 1: Chon khéi hinh (12 hinh phang)
- Blrr()’c 2: Kich chon nut (3-D Style) trén thanh cong cu Drawing. | pe= ; 3; @l
Xuat hién bang sau: = gs . A
- Buwde 3: Chon kiéu 3-D wvu thich. & = W

S AN o
Chu y: - Néu chon No 3-D khéi hinh khong duwoc tao 3-D. o e -

- Néu kich chon 3-D Settings.. dé hiéu chinh khoi hinh 3-D. jT__D methnes.

5.2. Cheén Text box.

Text box 1a mdt cong cu AutoShape dac biét, nd 1a mot khung chir nhat ma ta cé
thé dua vao bat ky dau trén trang vin ban va nhap ndi dung vao d6. Bé tao mot Text box
ta thuc hién nhu sau:

A
- Bude 1: Kich chudt chon menu Insert\ Text box hoac kich chon nut = Text box

trén thanh cong cu Drawing.
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- Buée 2: Di chuyén chudt kich chon viing can chén Text box (xac dinh do 16n cua Text
box).
- Buéc 3: Nhap van ban.

5.3. Chén danh vao vdn bdn.
5.3.1. Chen danh tur Microsoft Clip Art.

H Clips Ak e

. .oa s ,
- Bwée 1: Chon noi can chén anh. Kich chon menu = scarch ror:

Insert\ Picture\ Clip Art.. hoac chon nut ___ .. ...

Sl collections -

Lm FResulcs should be:
-

(Insert Clip Art) trén thanh cong cu Drawing [~ me=di= file evpes

xudt hién hop thoai sau: —— |
- Buéc 2: Chon tép anh can chén béng cach kich '

chon vao anh can cheén.

r r

(jh—u-ﬁ JEC T S-S e e e -
- Néu khi mé Clip Art ma khéng thdy dnh ta kich

chon nit ‘Go” dé word tu dong timd anh.

- Cach chon va chinh swa anh twong tw voi cach

=] organize clips. ..

hiéu chinh khoi hinh AutoShape “B» <lip art on Sffice online

5.3.2. Chén danh tir File anh c6 sin trén mdy tinh.
- Bude 1: Kich chudt chon noi can chén anh. Kich chon menu Insert\ Picture\ From

r]
File.. hoac chon nut Insert Picture Eﬂ trén thanh cong cu Drawing xuat hién hdp thoai

Sau:
Insert Picture @@
Look in: ,;J_’l' My Pictures v | @ - | Q Z [y [EF v Tools +
i
My Recent
Daocuments
=
Deskiop Sample Pictures
-

My Docurnenkts

%‘n

My Computer

File name: -
My Metwork

- Buée 2: Chon tép anh can chén br?mg cach kich chon vao Look in dé tim dén noi chira
tép anh. Sau khi chon tép anh can chén kich chon nut Insert dé chén anh.
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r r

Chu y: Cdach chon va chinh swra anh twong tu voi cach hiéu chinh khoi hinh AutoShape

5.3.3. Hiéu chinh danh.
- Cach 1: Kich chon menu View\ Toolbars\ Picture
- Cach 2: Kich chon vao anh can hiéu chinh thi s& xuat hién thanh cong cu Picture.

Chirc ning cia cac nit trén thanh cong cu Picture.

Picture w2
= e DL w1 | 42 = 16 pE 22 o~ ta
1 2 s a4 s & 7 8 5 10 11 12 13 1a

1. Insert Picture: Chén 4nh moi.

2. Color: Dinh dang mau cho anh.

3. More Contrast: Tang do twong phan

4. Less Contrast: Gidam do tuong phan

5. More Brightness: Tang do sang

6. Less Brightness: Giam do sang

7. Crop: Cit bét hinh, phan hinh con lai khon bi thu nho.

8. Rotate left: Quay hinh

9. Line Style: Chon kiéu dudng vién cho anh

11. Text Wrapping: Hiu chinh trang thai anh khi chen vao van ban word.

12. Forrmat Picure: Cong cu dinh dang anh

13. Set Transparrent Color: Lam trong sudt mau cho anh

14. Reset Picture: Khoi phuc lai trang thai anh

Hiéu chinh anh.

- Buéc 1: Chon anh can hiéu chinh.
- Bwée 2: Str dung cac nit trén thanh cong cu dé hiéu chinh anh theo ¥ muén.

5.3.4. Di chuyén, sao chép, xéa hinh dnh.
Cach thuc hién tuong tu véi van ban.

5.4. Chén chir ngh¢ thuat vao van ban.
5.4.1. Chen chit nghé thudt.

Pé chén chir ngh¢ thuat vao van ban ta sit dung cong cu ﬂ Insert WordArt
trén thanh cong cu Drawing. Céach thuc hién nhu sau:
- Buwée 1: Chon vi tri can chén chit nghé thuat. Kich chon menu Insert\ Picture\
WordArt hodc kich chon ntt Insert WordArt trén thanh cong cu Drawing. Xuét hién
man hinh sau:
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e
===
Seleck a Wordark style:
AL r, '#ﬂ - ‘E wAr
Werd e |y worda|(Wordfrt (WordAr! | 2
'_:_._',fi.-__i;,;__,d;xdr_lr" 1|l]||'IUE';L' e \'\.lﬁ._?é'.l SEPSICEA | 15T ; L

Mhan chust lén & cé

miu chii cin taoc! - W
Hﬂij_ rt|[Wordart| ¢

|

Werdaat [WardAre |5.’s’atd&ﬁ Wil [0 " o
Wﬂlwl% Wi T % e

|_'[|;| .:'-'n'.l-:-;uEH =] I_;:ﬂ ll il

=3 I Cancel |

- Buéc 3: Chon phong chir, kiéu chit, ¢& chit nghé thuat can tao. Sau do g0 van ban can
tao tai 6 Text. Sau khi nhap xong kich chon nit OK.

5.4.2. Hiéu chinh chit nghé thudt.

- Cach 1: Kich chon menu View\ Toolbars\ WordArt

- Cach 2: Kich chon vao anh céan hiéu chinh thi s& xuét hién thanh cong cu WordArt.
Chirc nang cia cac nit trén thanh cong cu Picture.

Al | edit text... | 5 32 A Pl ||FZE] g3 = AL
=] | | | | | e | | [
1 2 3 4 5 & 7 8 9 10
1. Insert WordArt: Chén chir nghé thuat méi
2. Edit Text: Hi¢u chinh lai n01 dung chitr ngh¢ thuat
3. WordArt Gallery: Chon kiéu chir ngh¢ thuat khac
4. Format Object: Dbinh dang chir ngh¢ thuat
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5. WordArt Shape: Chon céc kiéu thé hién khéac cho chit nghé thuat

6. Text Wrapping: Hi¢u chinh trang thai chit ngh¢ thuat khi chén vao van
ban word

7. WordArt same..: Hiéu chinh chiéu chao céc chir nghé thuat bang nhau

8. WordArt Vertical..: Xoay hudng chir nghé thuat

9. WordArt Alignment: Can chinh chit ngh¢ thuat

10. WordArt Character..: Chinh khoang céch gitra cac tur chitr nghé thuat

5.4.3. Di chuyén, sao chép, xéa chiv nghé thudt.
Céch thuc hién twong tu véi van ban.

5.5.Chén biéu do vao vin ban.
5.5.1. Chén biéu dé.
- Buéc 1: Chon vi tri cAn chén biéu do. Kich chon menu

X

Diagram Gallery

Select a diagram type:

..Ia'll
. - , tg . ~ rd o 7,0
Insert\ Diagram... hodac chon nut =% Diagram trén % o3ito

A

- Buéc 2: Chon kiéu do6 thi can thé hién bang cach kich -
5 : N ) ) Organization Chart
Chon mét kléu d6 thi Vé kich Chon OK Used ko show hierarchical relationships

[ K ] [ Cancel ]

e

Q
R
[+]

thanh cong cy Drawing. Xuat hién man hinh sau.

@
©

5.5.2. Nhdp vin bén vao do thi.

bé nhap van ban vao dd thi ta kich chudt chon dong chit “Click to add text” Trén
d thi va nhap vin ban vao. Ngoai ra ching ta c6 thé str dung cong cu Text bd trén thanh
cong cu Drawing dé nhap vin ban vao biéu db.

5.5.3. Hiéu chinh biéu do.

Céach hiéu chinh kich thuéde cta biéu d6 tuong tu nhu cach thuc hién véi hinh anh.
Ngoai ra ching ta c6 thé str dung thanh cong cu Organization Chart dé hiéu chinh biéu
do.

Pé lay thanh céng cu nay ra ngoai man hinh chiing ta thyc hién nhu sau:
Kich chon biéu d6 can hiéu chinh thi khi d6 s& xuét hién thanh cong cu Organization
Chart.

Chirc nang cda cac nut trén thanh cong cu Organization Chart.

Organization Chart Bl

- “Insert Shape ~ Layout ~ | Select ~ | 73 €] 100% -~
1' 1' | 1' 1' f -
1 2 3 4 5 &
1. Insert Shape: Thém d6i twong vao biéu dd
2. Layout: Chon kiéu do thi
3. Select: Chon ddi tugng do thi
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4. Diagram: Chon dang thé hién d6 thi

5. Text Wrapping: Hiéu chinh trang thai biéu dd khi chén vao vin ban
word

6. Zoom: Phéng to biéu do.

6. Tron thu.

Trong cong tac vin phong d6i khi ching ta phai lam cong viéc soan thao gidy moi
hop véi ndi dung giéng nhau nhung chi khac nhau mot s muyc nao dé (tén, chic vu...)
cho khoang 200 ngudi. Nhu vdy ta phai tao ra mot ban mau va dé trong phan ndi dung
khac nhau dé dién tay hodc 1a phai 1am 200 gidy md&i khac nhau. Nhu vay sé mat nhiéu
thoi gian dé thuc hién cong viée ndy. Dé c6 thé giai quyét cong viée nay nhanh va chuyén
nghiép thi word cung cip cho ching ta mot cong cu don gian d6 13 Mail Merge. Ta chi
viéc thiét ké mot mau van ban chinh, trong d6 chura cac ndi dung giéng nhau va 1ap mot
danh sach dit liéu can chén (VD: Danh sach ho tén, chtrc vu..) dudi dang bang sau d6
thuc hién tron hai van ban nay v6i nhau dé duoc két qua 14 gidy moi hop hoan chinh.

El‘-‘laill‘-‘lerge T T
@ | @ |~

Select document bype

Dé tron thu ta thuce hién theo cac bwéc sau:
7 )4 Nha e of document are you
- Buwéc 1: Kich chon menu Tools\ Letter and  wefnsons e

@ Letters

Maillings\ Mail Merge... Xuat hién thanh cong cu Mail & Srvmenss
Merge phia phdi man hinh Word.-> Kichs chon mau tai e
liéu 1a Letters, nhap Next dé tiép tuc. o e e e e

each person receives.
Click Mext to continue.

- Buwéc 2: Chon dinh dang thu cin dung lam tai liéu
: Mail Merge - e

chinh. O day ta kich chon dung tai li¢u hi¢n hanh (user
the Clll‘l'ent document) Vfl kiCh ChOl’l NeXt Select starting document

How do you want to set up your
letters?

{¥) Use the current document
() Start from a template
) Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge wizard
to add recipient information.

- Buée 3: Chon noi nhan. O day ta kich chon muc Type . T

N . i ’ H ail erge -
a new list dé tao mot danh sach mdi. Kich chon nut
Create... dé tao danh sach. Xuat hién bang dudi. Select recipients

() Use an existing list
() select from Outook contacts
(*) Type a new list

Type a new list

Type the names and addresses of
recpients.

= Create...
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MNew Address List

Enter Address information
Title |

e (5

First Name |

Last Mame |

Company Name |

Address Line 1 |

Address Line 2 |
City |

craan |

W

Mew Entry ] [ Delete Entry ] [ Eind Entry... ] [Filher and §ort...] [ Customize. .. ]

View Entries

View Entry Mumber

Total entries in list 1

Cancel

Trong bang nay cho phép chiing ta nhap danh sach nhitng ngudi cin thém vao thu
cua ban, cic muc trong bang trén co thé s& du thira, ta c6 thé xoa bﬁng cach chon nut
Customize..., & hdp thoai Customize Address List ban chon cic muc trong Field
Names va nhip Delete dé bo di. X6a xong kich chon OK.

Customize Address List | |

Field Names

X

First Mame Add...
Last Mame —
CDmEanE MName

Cancel

[ ox |

Man hinh sé& tro lai phan New Address List nhung 1in nay da duoc bo bét thong
tin khong can thiét

- Buée 4: Nhap thong tin vao cac muc can thiét, nhap xong kich chon New Entry dé
nhap tiép ngudi khac, ctr thé 1an luot dén hét danh sach. Nhip xong kich chon Close, hop
thoai xuat hién yéu cau ban luu tap tin nay lai. Sau khi luu lai xong thi man hinh s€¢ mé
hop thoai Mail Merge Recipients nhu sau:
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Mail Merge Recipients @

To sort the list, dick the appropriate column heading. To narrow down the recpients displayed by a
spedfic 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 Mame | Company Mame
=) ok JAnhThe  JHAGL |
Lurang Cam An T-Link
Tran Kim Quan Viettel
Mguyén Mgoc Vit Tudn ABM
Virong Mgoc Phurong SGM

HERERE

Select all ] [ Clear all Refresh ]

wpidote_]

[ J
[ J

Eind... ][ Edit...

Trong hdp thoai nay thi cac thong tin ban da nhap sé dugc thé hién, nhép OK dé
dong v. _

- Bude S: Kich chon Next tai thanh Mail Merge. ‘Wt yeour tete=r

If wvou have nmnot already done so,
werite wour letter now.

,
A A \ )
. T ddd i t info 4 o
Xuat hién man hinh sau: e
document, and then dick one of
the items belowe.
=3 address block. ..
= Greetng line. ..
% Electronic postage...
|!|_! Postal bar code. ..
e =] More items. ..
2 N A A N
Mo tai ligu giay moi hop. e —
. . your letter, dick Mext. Then you

can preview and personalize each
recipient's letter.

GIAY MOI

Kinh giti ong (ba):

Cong fy:
Nhan dip ky niem 50 ndm ngay thanh 1ap cong ty va khai trirong Show Rom
$0 237 Neuyen Vin Ctr. Kinh moi qui ong (ba) den dw buoi lé khai treong
dwoc to chirc vao hoi 14h ngay 27 thang 6 nim 2011 tai s0 237 Nguyen Vin
ctt - Quan Long Bien — Ha noi.

Kinh mong dugc tiep don qui ong (ba)

Ha noi, ngay 16 thang 6 ndm 2011

Insert Merge Field

Insert:
2 Address Fields &) Database Fields

Kich chon chudt vao phan “Kinh gui ong (ba)”. s
Kich chon muc More items... dé chén truong =z -
(fields) First Name vio tai liéu bang cach chon

truong First Name kich chon Insert -> Kich

chon Close dé dong ctra so. Tiép tuc 1am twong tur
vl hai truong Last Name va Company name

[ Match Fields... ] [ Insert ] [ Cancel ]
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trong hop thoai Insert Merge Field. Sau khi chén xong gidy moi c6 dang nhu hinh duéi.

- Budc 6: Kich chon Next ¢ thanh Mail Merge, man hinh soan thao sé chuyén cac Field
thanh dit liéu cho ban xem tru6c nhu hinh dudi dong thoi trén thanh Mail Merge s& hién

man hinh sau:

Kinh giti ong (ba): Vwong Quoc Toan

Kinh givi ong (ba): «Fust Name» «Last Name»

GIAY MOI

Cong ty: «Company Name»
Nhan dip ky niém 50 ndm ngay thanh lap cong ty va khai trrong Show Rom
S - [oo—— . - 0 2 . 5 Re q% 44 =
£0 237 Nzuyen Vin Cuw. Kinh moi qui ong (ba) den du buoi le khai trrong

-

Fl . . 0 . . T e s - i cw
duge to chnre vao hot 14h ngay 27 thang 6 ndm 2011 tai £0 237 Neuyen Vin
cit - Quan Long Bién — Ha noi.

Kinh mong dwoc tiep don qui ong (ba)
Ha noi, ngay 16 thang 6 nam 2011

GIAY MOT

Cong ty: Thing long

Nhan dip ky niem 50 ndm ngay thanh 1ap cong ty va khai trirong Show Rom

$0 237 Neuyen Vin Cir. Kinh moi qui ong (ba) den du buoi I¢ khai tnrong

duoe to chnte vao hoi 14h ngay 27 thang 6 nim 2011 tai $6 237 Neuyén Vin

ctt - Quan Long Bien — Ha noi.

Kinh mong dioc tiep don qui dng (ba)

Ha noi, ngay 16 thang 6 nim 2011

E Mail Merge -

Preview your letters

One of the merged letters is
previewed here. To preview
another letter, dick one of the
following:

Recipient: 1
_f“l}. Find a recipient...

Make changes

You can also change your recipient
list:

@ Edit recipient list...

Exclude this recipient

wWhen you have finished
previewing your letters, dick Next.
Then you can print the merged
letters or edit individual letters to
add personal comments.

Dé xem trude cac ndi dung duge chén khac ban nhip nit hay trén thanh Mail
Merge. Nhap Next d¢ tiép tuc. Xuat hién man hinh sau:

- Buéc 7: Man hinh nay thong bao Mail Merge di san
sang tao tron thu, dé in giéy moi ta kich chon muc

Print... Xuit
hién hop thoai
sau:

Merge to New Document

Merge records

() Current record

) From:

3

] [ Cancel

]

<

Mail Merge -

Complete the merge

Mail Merge is ready to produce
your letters,

To personalize your letters, dick
"Edit Individual Letters. ™ This will
open a new document with your
merged letters. To make changes
to all the letters, switch back to the
original document.

Merge

3 Print...

4 Editindividual letters. ..
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- Buéc 8: Trong hop thoai Merge to New Document ta chon All va nhdp OK dé in tai
liéu. Xuat hién man hinh sau:

Prinkter
Marne: | 8 Canon LEP-1260 - Properties
Skatus: Idle
Type: Canon LEP-1260
wWhere! LPT1: [ Print ko File
Comment:
Page range Copies
e all Nurber of copies: *
" Current page i
" Pages: | H: H: Iv Collate
[ [
Enter page numbers andfor page ranges

separated by commas. For example, 1,3,5-12

Zoam

Print what: |Dcu:ument j Pages per sheet: 1 page -
Prink: |.ﬁ.|| pages in range j Scale bo paper size:  |Mo Scaling -

Options., .. Ok | Cancel |

7. In tai liéu.
7.1. Chuén bi tréc khi in.

7.1.1. Kiém tra lai vin ban.
Ta kiém tra lai toan by van ban nhu kiém tra chinh ta, nglr nghia, diu chdm, diu
phéy, can 18, ¢& chit, dinh dang...

7.1.2. Xem trwoc khi in.
- Cach 1: Trén thanh menu bar kich chon File\Print Prevew.

¥
- Cach 2: Kich chon biéu tong Print Prevew == trén thanh cong cu.

Chirc ning cia cac nit trén thanh cong cu Print Preview

B 33 | 514 ~ 11 C3 | B | close g

= = o & i = =
1. Print: In ta1 liéu
2. Magnifier: Phéng to thu nho tai li¢u
3. One Page: Hién thi mot trang
4. Multiple Pages: Hién thi nhiéu trang
5. Zoom: Phong to thu nho theo ti 1€
6. View Ruler: Bat/ tit thanh thudc ké
8. Full Screen: Bat ché do toan man hinh
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9. Close: Poéng ctra s6 Print Preview

7.2. In van ban.
Pé in dugc vin ban chung ta nhit thiét phai c6 may in va may in d6 phia duoc két
ndi véi may tinh. Dé in vin ban chung ta thuc hi¢n nhu sau:
- Cach 1: Kich chon File\Print.
- Cach 2: Nhén t6 hop phim Ctrl+P. Xuét hién man hinh sau:

Print ? E|
Printer
Status: Idle Find Printer...
Twpe: HP Laserdst 1020
Where: USEDO1 [ Prink ko File
Comment: [1 rMarnual duplex
Page range Copies
& all Mumber of copies: 1] =

O Current page

) Pages: q: Collate
Enter page numbers andfor page ranges -

separated by commas. For example, 1,3,5-12

Print what: | Docurent | EoOm
Pages per sheet: -
Prink: all pages in range BRI * 1 pags
Scale to paper size: Mo Scalimg R
T T

Chung ta thiét 1ap cac thong tin sau trudce khi in.
- Printer: Chon may in trong muc Name.
- Page range: Thiét lap ving can in.
+ All: In toan b tat ca cac trang trén tai liéu.
+ Current page: Chi in trang tai li¢u dang dat tro chuot.
+ Page: Chi ra cac trang can in (VD: 5 hodc 6-9 hodc 12, 16,19).
- Number of copy: Nhép vao sd ban can in (Mic dinh 13 in 1 ban).
- Page per sheet: Chira ) trang tai liéu s€ doc in trén mdt trang giéiy (Mac dinh 1a 1
trang).
- OK: Nhén Ok d¢ thyc hién 1¢nh in.
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CHUONG 5: BANG TiNH PIEN TU MS EXCEL

1. Lam quen véi Excel.

1.1. Khoi dong Excel.

- Cach 1: Kich chon Start\ Programs\ Microsoft Office\ Microsoft Office Excel 2003.
- Cach 2: Kich dp chudt trai vao biéu twong Microsoft Office Excel 2003 trén man
hinh Desktop.

- Cach 3: Kich chon Start\ Run NgZi| => g0 Excel.exe nhan Enter hoic chon OK.

Office B

1.2. Cira 56 lam viéc ciia Excel.
Sau khi khéi dong Excel 2003 thi xuét hién ctra s6 lam viéc. Cira s6 lam viéc cua
Excel 2003 bao gom cac thanh phan co ban sau:

| 1 2 3 4 5

|
e -k I = ==
{2) File Edit View [nsert | Fgrmat Iwhi Type a question for he - _ 8 x
RN " W= NE-NE A N e N . | | il [3] 100% g!
: Times Mew Roman =12 - B r u_El’LE e 4] 48 02 | E EE ___.‘-h_&,l
E9 - A
A | B G D E | F G H I
1 | |
2
3 | 6
2  J—
5 -
= ] ?’ L
10 11 o
Ho4b n".jheetl,fi»eetz A Sheet3 / | « m | -l
iDmw~ i |Autoshapes- N\ N Ol A @l - Z-A-=S==adfi

1 — Thanh tiéu dé (Title bar): Chira tiéu dé ctia ctra s6 hay d6 chinh 13 tén File Excel
dang dugc mo cung véi tén bang tinh Excel.

2 — Thanh menu (Menu bar): Chtra tén cac nhoém lénh. Trong mdi nhom Iénh lai co thé
cO cac Iénh va cac nhom I¢nh con. Ching ta phai dung chudt dé mé cac muc chon nay,
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d6i khi cling c6 thé sir dung to hop phim tit dé goi nhanh ti cdc muc chon. Cac nhom
Iénh co ban trén thanh menu la:

- File: GOm cac 1énh lién quan dén viéc xtr 1y File Excel nhu: Open (m& mdt file Excel
co trén dia), Close (Pong file Excel), Save (Ghi lai file Excel dang mo)...

- Edit: Gom cac 1énh thao tac véi bang tinh: Copy (Sao chép), Cut (Pua dit liéu, bang
tinh vao Clipboard), Paste (Dan dit liéu, bang tinh tir Clipboard ra), Find (Tim kiém),
Replace ...

- View: Gom céc quy dinh vé hinh thtrc thé hién bang tinh va an hién céc thanh cong cu
cac nat cong cuy...

- Insert: Gom céc 1énh chén cic ddi twong vao bang tinh: Rows (chén dong), Columns
(chén cot), Worksheet (bang tinh)...

- Format: Gom céc 1énh dinh dang bang tinh: Can chinh dir li€u trong cac 6 cua bang
tinh, d6 cao ctia dong, d rong cot. ..

- Tools: Gom cac cong cu gitp thuc hién nhitng thao tac dic biét 1én bang tinh, thiét 1ap
céc ché do 1am viéc cho chuong trinh.

- Data: GOom cac cong cu gitp thuc hién sa“ip xép dir li€u, loc dit li€u,... trong bang tinh.

- Windows: Céc 1énh lién quan dén hién thi ctra s bang tinh.

- Help: Céc I¢nh goi chuong trinh tro giap.

3 — Thanh céng cu chuian (Standard): Chua cac 1énh co ban ciia Excel 2003:

4 — Thanh dinh dang (Formatting): Chura cic nat cong cu gitp dinh dang van ban.

5 — Thanh cong thirc (Formular Bar): Dung dé nhap dit li¢u va ham tinh toan.

6 — Dia chi cot: Duoc ky hi¢u bdi cac chir cai (A, B, C, D,...)

7 — Pia chi hang: Puoc ky hiéu bai cac chir s6 (1, 2, 3, 4, ...)

8, 9 — Thanh cudn (ngang, doc) Scroll Bar: Dung dé xem cac phan bang tinh bi che
khut.

10 — Cac bang tinh Sheet: Tén cac bang tinh Sheet

11 — Thanh d6 hoa (Drawing): Chtra cic nit cong cu v€, chen hinh anh, am thanh, tao
chir ngh¢ thuat. ..

1.3. Cac thanh cong cu.
1.3.1. Thanh céng cu chudn (Standard):
Trén thanh cong cu chuan chira cac nut sau:

1 2 3 4 5 & 7 2 g 10 11 12
| | | | | | | | | | | |
1. New: Tao tép mdi.
2. Open: Mo tép da co trén dia.
3. Save: Ghi t&p 1én dia
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4. E-mail: Cong cu soan Email.

5. Print: In van ban.

6. Print Preview: Xem trudce khi in

7. Spelling and Grammar: Kiém tra chinh ta

8. Research: Tim kiém.

9. Cut: Cit khéi van ban dua vao Clipboard

10. Copy: Copy khéi van ban dua vao ving Clipboard
11. Paste: Dan khéi van ban tir Clipboard ra

12. Format Painter: But v€ dinh dang.

13 14 15 16 17 18 19 20
| |

21
|

-
(=]

|
| =2 ~ ™ ~ | =2, = - 2] X1 | 5|3 ]|100°

3

13. Undo Typing: Khoi phuc lai trang thai trude do

14. Redo Typing: Quay lai trang thai cii. (Trang thai trude khi st
dung 1énh Undo Typing)

15. Insert Hyperlink: Chén mét siéu lién két

16. AutoSum: Tinh tong tu dong

17. Sort Ascending: Sap xép tang dan

18. Sort Descending: Sap xép giam dan

19. Chard Wizard: Chén biéu d6

20. Drawing: Bat/tit cong cu v& hinh

21. Zoom: Phong to, thu nho tai liéu

1.3.2. Thanh dinh dang (Formatting):

1 =2 3 ) I 7 2 2 10
| | | N N R S T .
A4 Normal + 14pt » TimesNewRoman ~ 14 ~ | B 7 U |[|IE|= = =

Trén thanh cOng cu nay chira cac nut sau:

1. Style: Céc kiéu trinh bay (dinh dang)

2. Font: Céc kiéu phong chir

3. Font Size: Kich thudc chir

4. Bold: Chir dam

5. Italic: Chir nghiéng

6. Underline: Chit gach chan

7. Align Left: Canh 18 trai

8. Center: Canh gifra
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9. Align Right: Canh 1¢ phai
10. Justify: Canh déu hai bén

11 12 13 14 15 1e 17 18 19 20 21
! | - ! ! T —— | .

=ad | B of > 68 %8 | EF &R | i~ D» o~ ~
11. Merge and Center: Trdn 6 va can chinh dir li¢u vao gitra 6
12. Currency: Géan dang tién té cho dir liéu duoc chon
13. Percent Style: Gan dang % cho dir liéu dugc chon
14. Comma Style: Gan diu phéy cho dir liéu duoc chon
15. Increase Dicimal: Tang céc chit s6 dimg sau dau phay thap phan
16. Decrease Dicimal: Giam cac chir s6 ding sau ddu phay thap phan
17. Decrease Indent: Dua van ban lui trai mot khoang
18. Increase Indent: Dua van ban lui phai mét khoang
19. Border: Thiét 1ap duong vién cho vin ban, bang biéu...
20. Highlight: Dit mau nén cho vin ban
21. Font Color: Dit mau chit cho vian ban.

1.3.3. Thanh d6 hoa (Drawing):

Trén thanh cong cu nay chira cac nut sau:

Draw v Lz

1 2

3

4 5 & 7 8 9 10 11

AutoShapes~ . N [ O 2] 4l 72 8]

1. Draw: Cong cu hiéu chinh va can chinh trén hinh vé
2. Select Objects: Chon mét ddi tuong
3. AutoShapes: V& cac khdi hinh dugc thiét ké sin
4. Line: V& duong thing
5. Arrow: Vé duong miii tén
6. Rectangle: V& hinh vuong, hinh chir nhat
7. Oval: V¢ hinh ovan va hinh tron
8. Text Box: Hop nhap van ban.
9. Insert Word Art: Chén dang chir ngh¢ thuat (Word Art)
10. Insert Diagram or Chén biéu do
Or Organization Chart:
11. Insert Clip Art: Chen anh tur thu vién (Clip Gallery)
12 13 14 15 16 17 18 19 20
| | | I T
& DL A==
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12. Insert Picture: Chén anh chup c6 sin trén may tinh
13. Fill Color: Mau nén cho hinh

14. Line Color: Mau dudng vién cho hinh

15. Font Color: Mau cho chit

16. Line Style: Kiéu dudng vién cho hinh

17. Dash Style: Kiéu duong nét dut cho hinh

18. Arrow Style: Kiéu dudng mili tén

19. Shadow Style: Tao bong

20. 3-D Style: Tao 3D

1.3.4. Thanh cong thuwrc (Formular Bar):

1

o]

HB v £ =F8/GE
1. Name Box: Hién thi dia chi 6 duoc chon
2. Formular Bar: Hién thi gia tri cia 6 dugc chon (Co thé 1a
dw liéu, ham..)
fx: Bét bang Insert Funtion.

1.4. Tép bang tinh Workbook.

Mot tép bang tinh Workbook 1a mot tap hop cac tai licu c6 quan h¢ voi nhau dugce
nhom chung lai thianh nhom. Tai liéu chira trong mot tép bang tinh c6 thé 1a mot bang
tinh, mot biéu dd, hinh anh...Mot bang tinh thuong chira dit 1i€u, cong thirc va nhiing dbi
tugng khac nhu biéu dd, hinh anh.

- Mbi mét tép bang tinh (Workbook) gom tir 1 dén 255 bang tinh (sheet).

- Mdi mot tép bang tinh (Workbook) khi luu trén dia s& ton tai & dang mdt tép tin
¢6 phan mé rong 1a XLS.

- Tén mdc dinh cua t€p bang tinh (Workbook) 1a Book# (vdi # 1a s6 thir tu tuong
g véi nhimg 1an mo tép tin bang tinh. VD: Bookl 14 tén tép bang tinh md lan tht nhat)

1.5. Bdang tinh Sheet

Bang tinh Sheet 1a mot bang tinh c6 ciu tric hang va cot. Bang tinh gdm ¢ 256
cOt (column) duogc danh sb béng cac chir cai: A, B,. . .AA, AB. .. 1V goi la dia c6t va co
65.536 hang (Rows) duoc danh sb tir 1 dén 65.536 goi 1a dia chi hang.

Giao cua hang va cot goi 1a 6 (cell). Vi du: B6 (cot B hang 6)
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Mbi bang tinh Sheet c6 mdt tén goi cu thé (Téi da 1a 31 ky tu). Tén mac dinh 1a
Sheet# (trong d6 # 1a s6 thtr tu bang tinh trong tép bang tinh.
Khi bang tinh dugc mé thi tit ca cac bang tinh trong tép nay ciing dugc mé theo.

1.5.1. Thay déi tén bing tinh Sheet:
- Buée 1: Kich chudt phai vao tén Sheet can d6i tén chon Rename.
- Bude 2: Nhap tén méi cho bang tinh va nhin Enter.

1.5.2. Chén thém bang tinh Sheet:
- Budc 1: Kich chudt phai vao vi tri can chén bang tinh chon Insert. Xuét hién cura sd

sau. Insert e
ki ey W TN A T * L—J
| General | Spreadshest Solutions|
@ :H 7 E
= %
Chart MS Excel 4.0 International Preview
Macro Macro Sheet
=
S
o
MS Excel 5.0
Pikog Preview not available.
Templates on Office Online oK ] | Cancel

- Bwéce 2: Kich chon Worksheet va kich hon OK.

1.5.3. Di chuyén bing tinh Sheet:
Kich chuét trai vao Sheet can di chuyén gilr chuot trai va kéo Sheet to1 vi tri méi va
tha tay.

1.5.4. Xoa bang tinh Sheet:
Kich chudt phai vao Sheet cin x6a va kich chon Delete.

Chu y: Khi xoa bang tinh néu bang tinh co dir liéu thi sé xudt hién hop thoai hoi ban co
muén xéa bang tinh nay khéng, néu dong y thi chon Delete, néu khéng chon Cancel.

1.6. O, dong, cét, ving.
1.6.1. Cot (Column).

Cot 1a tap hop cac 6 trong bang tinh theo chiéu doc, duoc xac dinh théng qua nhan
cua no.

Vidu: Cot C.

Cot c6 do rong mac dinh 1a 9 ky tu (co thé thay doi do rong cua cot trong khoang
tir 0 dén 255 ky tu)
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1.6.2. Dong (Row).

Dong 1 tap hop cac 6 trong bang tinh theo chiéu ngang, duoc xac dinh thong qua

sO thu ty dong
Vi du: Dong 10

Dong c6 chiéu cao mic dinh 1a 12,75 (co thé thay ddi do cao cua cot trong khoang

tir 0 dén 409)

1.6.3. O (Cell).

O la giao diém cua cdt va dong. Mo1 mot 6 duoc xac dinh bang mot dia chi dya

theo ky hiéu ctia cot va so thir tu ciia dong.

Vi du: C7 13 dia chi 6 ndm & cot C, dong thir 7.

1.6.4. Vung (Range).

Vung 1a tap hop nhiing 6 ké can nhau. Mdi vung dugc xéac dinh béng mot cap toa

do <Toa do 6 goc trén bén trai>,<Toa d¢ 6 goc dudi bén phai>

Chii y: Trong truong hop ddc biét, mot viing c6 thé chi gom mot 6 (Vi du: G9) hay mét sé
6 cung mot cot (Vi du: A5...A10) hay cac 6 cung mot dong (Vi du: B10...B20) hodac ca

bang tinh.

Moi vung dugc dat mot tén riéng dé tién cho qua trinh st dung. bé dit tén cho

vung ta thuc hién nhu sau.

- Bude 1: Chon ving can dit tén.

- Bwée 2: Kich chon memu Insert\ Name\
Define. Xuit hién man hinh sau:

- Bwée 3: Nhap tén vung vao 6 Names in
workbook hodc chap nhan tén mic dinh
cua Excel.

Chii_y: Tén ving phdi bdt dau bang chir
cdi va khong dat trung voi toa do 6.

Define Name

Marmes in waorkboak:
Fd .

Close

Delete

Refers o
=Shest114G511:$HE12

Buwéc 4: Nhan niit Add dé bo sung viing méi vao danh sach ving da co.

Buéc 5: Nhan nat OK dé két thuc.

1.7. Dia chi 6 (Cell Address).

Co6 3 loai dia chi 6: Pia chi twong ddi, dia chi tuyét dbi va dia chi hdn hop.

4 Dia chi twong ddi (Relative address).
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Dia chi twong ddi dugc thanh lap truc tiép tir ky hiéu cot va sd thir tu dong. Pia chi
tuong ddi 6 trong cong thirc s& dugc thay d6i mdi khi sao chép cong thirc dén mot 6 khac.
Vi du: Cong thuc trong 6 G3 la = A3 + B3 + C3 thi khi sao chép téi 6 G4 thi

cong thirc s& thay doi 1a = A4 + B4 + C3.

Dia chi twong doi dwoc viét nhw sau:
<Pia chi cot><Dia chi hang>.
Vidu: B5
4+ Dia chi tuyét ddi (Absolute address).
Dia chi tuyét ddi dugc thanh 1ap truc tiép tir ky hiéu cot va sd thir tu dong nhung c6
ky hiéu $ dung phia trudec.
Dia chi tuyét ddi 6 trong cong thire s& duge cd dinh mdi khi sao chép cong thire dén
mdt 6 khéc.
Dé danh dia chi tuyét d6i ta nhan phim F4.

Dia chi tuyét doi dwoc viét nhw sau:
$<Dia chi cot>$<Dia chi hang>
Vidu: $B$S

+ Dia chi hon hgp (Mixed address).

Dia chi hon hop 1a sy str dung trdn 1an gitra dia chi twong ddi va dia chi tuyét dbi. Pia
chi hdn hop duoc thanh lap tir ky hiéu cot va sb thir tw dong nhung c6 ky hiéu $ dimg
trude s6 thir tu dong néu 1a twong dbi cot va tuyét doi dong (A$5) hodc ky hiéu $ ding
trude ky hiéu cot néu 1a tuyét dbi cot va tuong dbi dong ($B6).

Dia chi hdn hop 6 trong coéng thirc chi thay dbi ki hiéu cot (néu 1a twong ddi cot va
tuyét d6i dong) va chi thay d6i sb thir tw dong (néu 1a tuyét ddi cot va twong ddi dong)
mdi khi sao chép cong thirc téi mot vi tri moi..

2. Thao tac voi bang tinh.
2.1. Mo mot tép tai lieu (Workbook) mai.

- Céch 1: Kich chon menu File\ New. Xuét hién cira e Werkbeok —
“ ' R © |~
sO New Workbook. Kich chon Blank workbook dé

mo tép tai liéu moi. ] Blank workbook
@J From existing workbook. ..
Templates

- Cach 2: Kich chon biéu tuong _:'I trén thanh Search online for:
cong cu Standard. - : _
: 4} Templates on Office Online

- Cach 3: Nhén t6 hop phim Ctrl + N. ] On my computer...

[ Cn my Web sites...

Chii y: Lan dau tién khi chiing ta khéi dong chwong trinh Excel thi trén thanh tiéu dé cia
tai liéu dé6 cé tén la Bookl. Néu chung ta thuc hién lénh New (tao tép tai lieu moi) thi
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xudt hién mét tai liéu méi ¢é tén la Book2. Cir nhur vay moi lan chung ta tao moi mot tai
liéu thi tén cua no dwoc thay do6ila Book 3,4, 5...

2.2. Ghi tép tai liéu (Workbook) Ién ¢ dia.

- Cach 1: Kich chon menu File\ Save.

- Céach 2: Kich chon biéu tuong lﬂ trén thanh cong cu.
- Cach 3: Nhan t6 hop phim Ctrl + S.

Chuy:
7 “ e A , Savein: ||£i My Documents v| @ @@ X i B Toos-
- Néu tép tai lieu chua co
, L‘g |- Blustooth Exchange Folder
tén thi khi ghi tén xuat hién - (@ Dowrloads
, 2 B“V RECEI‘EE )My Designs
cuia s6 Save as nhu sau: = L
?[r [ﬂMy Pictures
. . o Dieskbop
+ Tai muc File name: Nhdp
tén cho tép tai liéu. 7
. . My Documents
+ Muc Save in: Chon noi cat
tép tai lieu (thw muc hodc o0 31,3
My Computer
dia). -
=> Sau khi nhdp day du '3} File name: vl [ e |
‘ Iy Network
thOAng tl”l klrch Chon nljt Flaces Sawe a5 bype: |Word Diocumenk v| Cancel

“Save” dé ghi lgi tép tai liéu.
- Néu tép tai lieu da co tén thi chung ta chi viéc ghi lai tép tai liéu ma khong can phai
nhap lai tén.

2.3. Ghi tép tai liéu Ién 6 dia véi mot tén khdc.
- Bwéc 1: Kich chon menu File\

Save As... Xuat hlén man hinh saveln | () My Dooments v| @ @@ X Ci B - Tooks~
) Blustooth Exchange Folder
Sau: ‘45 ) Downloads ?
My Recent [C)My Designs
Documents haMV Music
, . . L. . T ﬂMv Pictures
- Bude 2: Nhap tén moi cho tép | =
eskiop
tai liéu vao muc File name. o

- Budc 3: Chon noi cit tép tai ligu | mosmens
(thw muc hodc & dia) bang cach 8

My Computer

3

kich chon muc Save in. <
_ , . . A A 5 - File: name: gsahdndahe v| [ = ]
Bu,o’c 4 ‘ Sau khl nhap day du MYPI\\J:ct;\‘sork Save as byDe! |word Docurnent A | Cancel

thong tin kich chon nit “Save” d¢
ghi lai tép tai liéu.

2.4. M tép tai ligu dd c6 trén 6 dia cirng.
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Tép tai liéu soan trén Excel duoc luu trén dia dudi dang tép tin c6 phan mé rong 1a
XLS. Pé mé mot tep tai li€u Excel da c6 trén dia, ching ta co thé chon mot trong cac
cach sau day:
- Cach 1: Kich chon menu File\ Open
- Céch 2: Nhan t6 hop phim tat Ctrl+O.

- Cach 3: Kich chon nut Lj trén thanh cong cu Standard.
Hop thoai Open xuat hién nhu sau:

Look in: | h'j My Documents hd | ] ®] | Q X P j = Tools -
! |CBlustooth Exchange Folder
5 ) Downloads
My Recent | |5 FIFACNline2
Documents uﬁMY Music
?T (2] My Pictures
Deskkop
My Documents
My Computer
!} File name: | “ ‘
My Metwark
Places Files of type: |AH ‘word Documents A ‘ Cancel

Tim dén 06 dia, thuy myc chtra t€p tai liéu can mé trén 6 dia, chon tép tai li¢u can
mo, kich chon Open hodc kich dup vao File can md dé md tai li€u. T¢p tai liéu sé dugc
moé ra trén man hinh Excel

2.5. Dong mot tai liéu.
bé dong lai mot tép tai li¢u ta thyuc hién nhu sau:
Kich chon nut X trén gbc phai cira s6 soan thao Excel.

Chu y : Khi chung ta dong mét tép tai liéu (Workbook) dang lam viéc thi chung ta phai
sir dung lénh ghi (save) réi méi thue hién dong tai liéu. Néu ching ta khong ghi lai thi
man hinh xudt hién théng bdo sau:

Microsoft Excel

Néu dong y ghi lai néi dung vira tao thi kich chon “Yes”, néu khéng dong v kich
chon “No”, néu muon huy lénh thi kich chon “Cancel”.

2.6. Thoat khoi Excel.
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- Cach 1: Kich chudt trai vao nut [ﬂ trén goc phai phia trén ctra s6 soan thao Excel.
- Cach 2: Kich chuot trai chon menu File\ Exit.
- Cach 3: Nhan t6 hop phim Alt + F4.

Chii ¥ : Khi ching ta thodt khéi Excel néu ching ta chwra ghi lai tai liéu thi man xudt
hién thong bdo sau:

Néu dong ¥ ghi tai lidu thi kich chon “Yes”, néu khong dong ¥ kich chon “No”,
néu mudn huy bé 1énh thi kich chon “Cancel”.

2.7. Di chuyén trong béng tinh.
Khi khéi dong Excel thi con tré chudt luon dugce dat tai 6 dau tién trong bang tinh

(6 A1) dé di chuyén trong bang tinh chiing ta co thé sir dung céc cach sau:

+ Dung chudt.

Dung chudt kich chon 6 can chuyén toi.

4+ Dung ban phim.

Pé di chuyén trong bang tinh chiing ta sir dung ban phim bang cach st dung cac phim

mili tén, cac phim chirc ning, to hop phim. ..

- Phim miii tén lén T hodc gitr phim Shift + Enter : Lén mdt 0.

- Phim miii tén xubng l hozc phim Enter : Xudng mot 6.

- Miii tén sang phdi —» hodc phim Tab: Sang phai mét 0.

- Mii tén sang trdi <+— hodc gilr phim Shift + Tab: Sang trai mot 0.

- Phim Ctrl + mui tén lén T : Lén 6 trén cung cua cot hién hanh.

- Phim Ctrl + mili tén xudng l : Xudng 6 dudi cung cta cot hién hanh.

- Phim Ctrl + mili tén sang phai —» : Chuyén dén 6 cudi ciing ctia cot hién hanh.
- Phim Ctrl + mili tén sang trii <— hodc phim Home: Chuyén dén 6 dau tién cia
dong hién hanh.

- Phim Ctrl + Home: Chuyén vé 6 Al.

- Phim Page Up: Lén mot trang man hinh.

- Phim Pege Down: Xuéng mét trang man hinh.

- Phim Alt + Page Up: Di chuyén sang trai mot trang man hinh.

- Phim Alt + Page Down: Di chuyén sang phai mét trang man hinh.

2.8. Di chuyén giita cdc bing tinh (Sheets).
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Pé di chuyén giita cac bang tinh (Sheets) ta sir dung chudt kich chon véo tén bang
tinh can chuyén t6i hodc sir dung cac t6 hop phim:
- Phim Ctrl + Page Up: Di chuyén dén bang tinh trudc bang tinh hién hanh.
- Phim Ctrl + Page Down: Di chuyén dén bang tinh sau bang tinh hién hanh.

2.9. Chon 0, dong, cit, vung, bang tinh.
2.9.1. Chon é.
+ Chon mot  bat ky.
DPé chon mot 6 bat ky ta kich chuét trai chon 6 can chon hoic st dung cac phim
mii tén trén ban phim dé chon 6 can chon.

4 Chon mdt nhom cac 6 khong lién nhau.

Pé chon mot nhom cac 6 khong lién nhau ta thye hién nhu sau:

Chon 6 dau tién trong nhoém cac 6 can chon, gilt phim Ctrl va kich chuot trai dé chon
cac 6 tiép theo.

2.9.2. Chon dong.
+ Chon mot dong bt ky.
Dbé chon mot dong bat ky ta thyc hi¢n nhu sau:
Pua tré chudt ra dau dong can chon khi con tro chu6t bién thanh miii tén mau den
—> ta kich chudt trai dé chon dong do.

+ Chon mdt nhom cac dong lién nhau.

Pé chon mdt nhom céc dong lién nhau ta thyc hi¢n nhu sau:

Chon dong dau tién trong nhom cac dong can chon, giit chudt trai va ré chudt dé chon
tiép cac dong phia trén hodc phi dudi.

+ Chon mdt nhém cac dong khong lién nhau.

Pé chon mdt nhom céc dong khong lién nhau ta thyc hién nhu sau:

Chon dong dau tién trong nhom cac dong can chon, giit phim Ctrl va kich chudt trai
chon céac dong tiép theo.

2.9.3. Chon cét.

+ Chon mot ct bat ky.
Dé chon mot cot bat ky ta thuc hi¢n nhu sau:

Pua tré chudt 1én tiéu dé dau cot can chon khi con tré chudt bién thanh miii tén mau
den | takich chuot trai dé chon cot do.

4 Chon mdt nhom cac cdt lién nhau.

DPé chon mot nhom céc cot lién nhau ta thuc hién nhu sau:

Chon c6t dau tién trong nhém céc cot can chon, gilt chudt trai va ré chuot dé chon tiép
cac cOt phia bén trai hodc phi bén phai.
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+ Chon mdt nhém cac cot khong lién nhau.

DPé chon mot nhom cac cot khong lién nhau ta thuc hi¢n nhu sau:

Chon cdt dau tién trong nhém céc cot can chon, gilt phim Ctrl va kich chudt trai chon
cac cot tiép theo.

2.9.4. Chon mot vang cdc o0 theo hinh chii nhdt.

Dbé chon mot vung cac 0 lién nhau theo hinh chit nhét ta thuc hién nhu sau:

Kich chon 6 dau tién cia gbc trén bén trai vung can chon, gilt chudt trai va ré chuot dé
chon cac 0 trong vung can chon hodc chon 6 dau tién cua gbc trén bén trai vung can
chon, nhan phim Shift va kich chu6t chon 6 & goc dbi dién cua vung can chon.

2.9.5. Chon cd bang tinh (Sheet).
Pé chon ca bang tinh ta nhan t6 hop phim Ctrl + A.

2.10. Nhap dii liéu cho cdc o6 trong bdang tinh (Sheet).

Mdi 6 trong bang tinh Excel c6 thé nhan nhiing loai dit liéu khdc nhau nhu: Dir lidu
kiéu chir (Text), kiéu s6 (Number), kiéu ngay thang (Date), kiéu thoi gian (Time) va cong
thtrc.

2.10.1. Nhdp dit liéu kiéu chir.

Dir liéu kiéu chit bao gdm céc ky tu tir A d&én Z va cac chit sd.

bé nhap dir liéu kiéu chit ta chon 6 can nhap sau d6 nhap dir li€u vao 6 tir ban phim.
Chu y: Mbi 6 nhén t6i da la 255 ky tw. Mdc dinh dir liéu chit dwoc can chinh sang trdi o.

2.10.2. Nhip dit liéu kiéu sé.

Dit liéu kiéu s6 bao gdm cac s6 tir 0 dén 9.

Dé nhap dir liéu kiéu sd ta chon 6 cAn nhap sau d6 nhap dit liéu vao 6 tir ban phim.
Chii y: Kiéu so phdi dwoc viét theo ding quy dinh. S6 thdp phdn phdi ¢é ky hiéu phdn
cach phan nguyén va phan thdp phdn. Néu viét sai quy dinh thi Excel coi dé la mét xdu
ky tw va moi phép todn trén cac $6 d6 khong co tac dung. Mdac dinh dir liéu kiéu s6 diwoc

can chinh sang phdai 6

2.10.3. Nhdp dit liéu kiéu ngay thdng.

Dé nhap dir liéu kiéu ngay thang ta chon 6 can nhap sau d6 nhip ngdy thang vao 6 tir
ban phim.
Chii y: Tru6e khi nhdp kiéu ngay thing cho mét truong ndo dé (cét) thi ta phdi dinh
dang truong dé theo dinh dang Date. Nén dinh dang kiéu ngdy thang theo dinh dang
sau: dd/mm/yy hodc mm/dd/yy, sau d6 néu méi nhdp ngay thang theo dinh dang do.

2.10.4. Nhap di liéu la cong thuec.
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D¢ nhdp cong thuc ta phai bat dau bang dau “=" hodc dau “+” hoac dau “-* va phia
sau la cong thtrc can tinh toan.

2.11. Cheén o6, dong, cjt cho bdang tinh (Sheet).

2.11.1. Chen o.

Buée 1: Chon vi tri can chén 6

- Buwéce 2: Kich chon menu Insert\ Cells.. hoac kich chudt phai chon Insert. Xuét hién
bang sau:

- Buée 3: Lya chon 1 trong 4 kiéu chén sau: (
nse

X

- Shift cells right: Chén 6 mdi vao vi tri é hién hanh dong

Insert
) shift cells right

thoi a”cfy dir liéu cua 6 hién hanh sang phadi mot 6.
- Shift cells down: Chén 6 mdi vao vi tri 6 hién hanh dong

thoi ddy dir liéu cua 6 hién hanh xuong dwdi mot o. o
) Entire row
- Entire row: Chen thém mot dong méi vao vi tri 6 hién hanh ) Entire column

dong thoi day hang chira 6 hién hanh xuéng dudi mot hang. o]

- Entire column: Chen thém mot cot moi vao vi tri 0 hién

hanh dong thoi ddy cét chira 6 hién hanh sang phdi mét cot.
- Buée 4: Kich chon OK.

2.11.2. Cheén dong.
- Cach 1: Chon vi tri dong can chén. Kich chon menu Insert\ Rows.
- Cach 2: Kich chudt phai chon vi tri can chén thém mét dong mé1i, chon Insert.

Chu y: Neu muon chen thém nhiéu dong ta boi den so dong can chén thém roi thuc hién
theo cac cdach trén.

2.11.3. Cheén cot.
- Cach 1: Chon vi tri cOt can chén. Kich chon menu Insert\ Columns.
- Cach 2: Kich chudt phai chon vi tri can chén thém mot cot méi chon Insert.

Chu y: Néu muon chén thém nhiéu cét ta boi den so cot can chén thém roéi thuc hién theo
cac cach trén.

2.12. Xoa o, dong, cot khoi bdang tinh.

2.12.1. Xoa é.

- Buére 1: Chon 6 cin x6a
- Buée 2: Kich chon menu Edit\ Delete.. hodc kich chudt phai | pejete

chon Delete. Xuat hién bang sau: () shift cells left

- Bude 3: Lua chon | trong 4 kiéu x6a sau: | TENUEREE

+ Shift cells‘ left: X6a 6 dwoc chon dong thoi day diF lidu cia 6 8;2: [;Emn

bén trdi 6 can xéa sang phdi mot o. )

+ Shift cells up: Xoéa 6 dwoc chon dong thoi day dir liéu ciia 6 Lo J[ concel |
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phia duéi 6 can x6a 1én trén mét 6.

+ Entire row: Xoa cd dong chita 6 can xéa.
+ Entire column: Xoa cd cot chiva é can xda.
- Buée 4: Kich chon OK.

2.12.2. Xoa dong.
- Cach 1: Chon dong can x6a. Kich chon menu Edit\ Delete.
- Cach 2: Chon dong can xo6a. Kich chudt phai chon Delete.

Chu y: Néu muon xoa thém nhiéu dong ta boi den so6 dong can xda roi thuc hién theo cdc
cach trén.

2.12.3. Xoa cot.
- Cach 1: Chon ¢t can x6a. Kich chon menu Edit\ Delete.
- C4ch 2: Chon ¢dt can x6a. Kich chudt phai chon Delete.

Chu y: Neu muon xoa nhiéu cot ta boi den so cot can xoa roi thuc hién theo cac cach

trén.

2.14. Hi¢u chinh kich thuwéc dong, cot trong bang tinh.
2.14.1. Hiéu chinh kich thwoc dong.

+ D¢ hi¢u chinh kich thuéc ciia mdt dong chiing ta thue hién theo cic cach sau:
- Cach 1: Pua tro chudt vao ving phan cach gitra tiéu dé hai dong khi tro chudt bién

thanh dau _t_ ta kich chuot trai, giir va ré chudt 1én xudng dé thay déi kich thudc dong.
- Cach 2: Kich chon menu Format\ Row\ Height bang Row Height

Row height xuit hién nhu sau:
R R . . . <4, Ry heighk:
- Nhéap d6 cao cho dong vao muc Row height va kich

chon OK. [ oK

4 D¢ hi¢u chinh kich thuéc cic dong c6 d cao bang nhau:
Ta chon (boi den) cac dong can hiéu chinh kich thuéc bang nhau va dua tré chudt vao

ving phan céch giira tiéu dé hai dong trong viing chon khi tré chudt bién thanh dau _t_

ta kich chudt trai, gitr va ré chudt 1én xudng dé thay doi kich thudc cac dong.

2.14.2. Hiéu chinh kich thwoc cét.
+ D¢ hiéu chinh kich thuéc ciia mt cot ching ta thue hién theo cic cich sau:
- Céch 1: Pua tré chudt vao ving phan cach gitra tiéu dé hai cot khi tro chudt bién thanh

dau ‘+. ta kich chudt trai, giir va ré chudt sang trai hodc sang phai dé thay doi kich
thuodc cot.
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- Cach 2: Kich chon menu Format\ Column\
Width bang Column Width xuét hién nhu sau:
- Nhap do rong cho cot vao muc Column width va || Solumn width:
kich chon OK. [ ok ] [

Column Width

Zancel ]

4 D¢ hiéu chinh kich thuéc cac cdt c6 dd rong bing nhau:
Ta chon (bdi den) cac cot can hiéu chinh kich thuége b'?mg nhau va dua tro chudt vao

ving phan cach giira tiéu dé hai cot trong ving chon khi tré chudt bién thanh dau ‘+' ta
kich chuét trai, giir va ré chudt sang trai hoic sang phai dé thay doi kich thudc cot.

2.15. Tron, tach 6 trong bang tinh.
2.15.1. Tron o.

Tron 6 13 viéc chung ta gdp nhiéu 6 lién nhau lai thanh mot 6. Dé tron nhiéu 6 lai véi
nhau ta thyc hién theo cac cach sau:

- r oA A N Format Cells E|E|
- Cach 1: Chon cac 6 can tron -> Format\
) ) Numbser | | Aligrement Fonk Border | Patterns | Protection
CellS Text alignment Oirienibathon
, , A X ~ , Horizontal: 3
- Cach 2: Chon cac 6 can tron -> Kich General 3 ¥ 3.
" -~ T =
chuét phai chon Format cells.. T 5 = ® || ten —o
r ’ A A A A A t -
- Cach 3: Chon cac 0 can tron. Nhan to e
Text control s
hop phim Ctrl + 1 [ wrap text N
Dl sheink o f 2 Sl e
qumerwe?s
o b el
Khi thuc hién cac cach trén s€ xuat hién Text drection:
Conbexk e
man hinh sau:
+ Chon Tab Alignment va tich chon muc [_ox [ concel ]

Merge cells.
+ Kich chon OK dé tron .

\ il
Cach 4: Chon cac 6 can tron. Kich chon ntt ;3 (Merge and Center) trén thanh cong
cu dé tron o.

2.15.2. Tach oé.
Tach 6 thyc chét 13 viéc chiing ta hity bo tron 6 (nhitng 6 ma trude d6 chung ta d3 gop
nhiéu 6 lién nhau lai). Dé tach 6 ta thuc hién theo cac cich sau:
- Céch 1: Chon 6 can tich -> Format\ Cells
- Cach 2: Chon 6 can tach -> Kich chudt phai chon Format cells..
- Cach 3: Chon 6 can tach. Nhéan t6 hop phim Ctrl + 1

Khi thuc hién cac cach trén s& xuat hién man hinh Format Cells nhu trén:
+ Chon Tab Alignment va tich bo lva chon muc Merge cells.
+ Kich chon OK dé tach 6.
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- Cach 4: Chon 6 céan tach. Kich chon nut —:3 (Merge and Center) trén thanh cong cu
dé tach o.

2.16. Xoay vung di liéu.
Xoay ving dit liéu thuc chét 14 viéc ching ta bién doi dir lidu theo cot thanh hang va
nguoc lai. Cach xoay vung dit liéu nhu sau:

) ¢ ‘ RPN P:ste Specia a5
- Bude 1: Chon (b61 den) vung dir liu can | .__,_
@ all O Validation
Xoay ) Formulas (2 all except borders
- Buwéc 2: Thyc hién 1énh Copy vung dir | & usles e
: y N () Farmats () Formulas and number formats
héu Véo Clipboard ) Comments () values and number formats
y A A . A z by , Operation
- Budc 3: Chon 6 dau tién bat dau chira @ MNone © muiltply
N ~ 1:A [ O add ) Divid
vung dit liéu sau khi da xoay. O subract s
- Buéc 4: Kich chon menu Edit\ Paste _ e .
, ’ [ skip blanks [~liTranspose.
Special. Xuat hi¢n man hinh sau.
L Ik J l Cancel ]

- Bwée 5: Tich chon muc Transpose va
kich chon OK.

2.17. Cé dinh hang cot.

Trong mdt bang tinh c6 nhiéu hang va nhiéu cot nén khong thé nhin thdy hét cac
hang, cot trén man hinh. Khi xem ph?m duoi thi phﬁn trén bi khuat, xem phﬁn bén trai thi
bén phai bi khuét. Dé tién cho viéc xem hodc nhap dir liéu, Excel cung cép cho chung ta
mot chirc nang lam ¢ dinh mot sb ¢ot 1ién nhau ké tir cot A va mot sd hang lién nhau ké
tir hang 1 dé chung khong bij khut.

Chung ta ¢6 cac trudng hop cb dinh hang va cot nhu sau:

+ CO6 dinh mt s cot ké tir cdt A: Ta thuc hién nhu sau.
Chon c6t phia bén phai cta cot cudi cung trong cac cot can c¢d dinh. Kich chon menu
Windows\ Freeze Panes.

+ C6 dinh mgt sé hang ké tir hang 1: Ta thyc hién nhu sau.
Chon hang phia dué6i ciia hang cudi cung trong cac hang can c¢d dinh. Kich chon menu
Windows\ Freeze Panes.

+ Co dinh dong thoi ca mdt so hang va mdt so ¢t dau tién: Ta thyc hién nhu sau:
Chon 6 phia bén phai ctia ¢ft cudi cung va phia dudi hang cudi cung cia khu vuc can
c0 dinh. Kich chon menu Windows\ Freeze Panes.

Chu y: pé huy bo 6 dinh ta kich chon menu Windows) Unfreeze Panes.

2.18. Co dinh tiéu dé ciia dit liéu cho cdc trang.
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Trong bang tinh co nhiéu dit liéu, khi in ra s& chiém nhiéu trang in. Mubn mot hang
hay c0t nao d6 (thuong la hang hoac cdt ti€u dé) duoc xuat hién & tit ca cac trang ma
khéng can phai gd lai ta thue hién nhu sau:

- Budre 1: Kich chon menu File\ Page Setup. Xuat hién man hinh sau.
- Bwée 2: Kich chon Tab

Sheet. (PaEe Setip )
- Bu’é’c 3: Page Margins Header Footer
+ Néu mudn cb dinh hang || ™™ o
Print titles

thl tal dong “ROWS to Rows to repeat at top: EkiSes
repeat at top” nhap vao Columns to repeat at left: Splons.

n N A A . - Print
ten hang ¢dan o dlnh hoac [ Gridlines ] row and column headings

’ , X [ Black and white Comments: [ {rone) ™
kich Ch‘(')n n}lt de Ch(')n [ oraft guality Cell errors as: displayed o]
hang can c6 dinh. Khi 6 || pag=order >
con trd bién thanh mii tén ® Down, then over EE B B

\ . R () Over, then down B8 Sl 58

mau den ta di chuyén chudt
té1 tiéu dé hang can co Lo [Lcancel ]

dinh va kich chuot trai dé
chon hang d6. Nhan Enter dé quay vé man hinh trén. Kich chon OK dé két thuc.

+ Néu mudn cb dinh cot thi tai dong “Columns to repeat at left” nhap vao tén cot can cd
dinh hoac kich chon nut dé chon cot can c6 dinh. Khi d6 con trd bién thanh mii tén
mau den ta di chuyén chuot to1 ti€éu dé cot can ¢b dinh va kich chuot trai dé chon cot do.
Nhén Enter dé quay vé man hinh trén. Kich chon OK dé két thuc.

Chii y: Pé g6 b6 cé dinh hang ta vao Tab Sheet va g& bo tén hang va tén cjt trong muc
Print Titles di va kich chon OK.

2.20. Tao, hiiy bé dwong vién khung, mau nén cho bing tinh (Sheet).
2.20.1. Tao dwong vién khung.

[ Format Cells 22X
= CéCh 1: ChOl’l 69 Vﬁnga bé-ng til’lh Mumber || Alignment Fant Patterns || Protection
can tao dudng vién khung -> Kich || === e
chon Format\ Cells mid] (==l Ll I Lhis e
- Cich 2: Chon 6, vung, bang tinh B°"de B R : R
can tao duong vién khung -> Kich Text Text N
chudt phai chon Format cells.. Text Text cmo— —

- Cach 3: Chon 6, ving, bang tinh [ Automsve [
can tao dudng vién khung. Nhén t6 g;éf::;treizoggﬁg styie can be applied by clcking the presets, previen
hop phim Ctrl + 1.

Khi thuc hién cac cach trén s@& o ] [cencel ]

xuat hién man hinh sau:

- Chon Tab Border va thiét lap cac muc sau.
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+ Muc Presets: Chon kiéu thé hién dudng vién khung.
e None: Khong tao dudng vién khung cho bang tinh.
e Outline: Tao dudng vién khung bén ngoai clia bang tinh.
e Inside: Tao dudng vién khung cho cac cot va cac dong bén trong bang tinh.
+ Muc Style: Chon dang dudng vién khung cho bang tinh.
+ Muyc Color: Chon mau nén cho dudng vién khung cta bang tinh.
+ Muc Border: Chon dudng vién can thé hién bang cach kich chon vao cic nat ¢ chira
cac duong thang dé tao dudng vién khung.
- Kich chon OK dé tao duong vién 0.

- Cach 4: Chon 6, ving, bang tinh can tao dudng vién khung. Kich chon nat =
(Borders) trén thanh cong cy. Chon phan thé hién duong vién.

2.20.2. Tao mdu nén cho 6, ving, dong, ct, bing tinh.

- Buéc 1: Chon 6, vung, dong, ¢t hodc [EEEET=E =)=
bang tinh can tao mau nén. e
Color:
A . ) 3 Mo Color
- Buwdc 2: Trong man hinh Format Cells. e
4 \ A A I N B BN B B .
Kich chon Tab Patterns va chon mau can - - - -
t6 sau do kich chon OK. - === St
- - I . . -
Chu y: Neu kich chon vao 6 No Color dé
huy té6 mau. L= 3 [ coe ]

2.21. Sao chép, di chuyén, xéa dit ligu trong bang tinh (Sheet).
2.21.1. Sao chép dir liéu.
- Buée 1: Chon 6, vung, dong, cdt hoac bang tinh can sao chép.

- Buére 2: Kich chon menu Edit\ Copy hoic kich chon biéu twong
cu hodc nhan t6 hop phim Ctrl + C.

trén thanh cong

- Buwéc 3: Di chuyén con tro toi vi tri cAn dan dit liéu vira thyc hién 1énh Copy va kich

2 e thanh

Edit\ Paste hoac kich chon nut

cong cu hodc nhan t6 hop phim Ctrl + V. Paste
@Al () validation
() Eormulas () All except borders
Chﬁ '_' () values () Calurn widths
_-’L , 2 A A , - gn () Formats () Formulas and number Formats
- Chung ta co thé thuc hién viéc sao chép dit liéu | © comments © Values and number Formats
A N A 2 ’ v o~ ’ , o] Ei
trén cung mot bang tinh Sheet hodc giita cdc cdc | e g O puiply
» v ) Add ) Divide
bang Sheet voi nhau. & subsract
- bé sao chép mot phan dir liéu ta thuc hién theo
[ skip blanks ] Transpose.
cac buoc sau:
Paste Link [ Ok l [ Cancel ]

Thuc hién buoc 1 va buoc 2 nhu trén.
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Buwoc 3: Di chuyén con tré t&i vi tri can dan dir liéu vira thuc hién 1énh Copy va kich
Edit\ Paste special xudt hién man hinh sau:
Chon muc twong vng véi néi dung can Paste va kich OK.

Mt s6 muc chinh:
+ All: Paste tit ca.
+ Formulas: Paste cong thuc.
+ Values: Paste gid tri dang hién thi trong viing dir liéu nguon.
+ Formats: Paste cdc dinh dang.
+ ..
+ Paste Link: Dir li¢u nguén va dir li¢u dich duoc ddt lién két véi nhau. Khi dir liéu
nguon thay doi thi Igp tirc div liéu dich thay doéi theo.

2.21.2. Di chuyén div li¢u.
- Bude 1: Chon 6, ving, dong, cot hodc bang tinh can di chuyén.

- Buéc 2: Kich chon menu Edit\ Cut hodc kich chon biéu tuong
hozc nhan t6 hop phim Ctrl + X.
- Budre 3: Chon vi tri can dan khéi dit liéu vira copy va kich chon menu Edit\ Paste hoac

trén thanh cong cu

kich chon nut trén thanh cong cu hodc nhan t6 hop phim Ctrl + V.

Chu y: Chung ta co thé thuc hién viéc di chuyén dit liéu trén cung mot bang tinh Sheet
hodc gitta cac bang tinh voi nhau.

2.21.3. Xoa dir li¢u.
- Buée 1: Chon 6, vung, dong, cot hoac bang tinh can x0a.
- Bude 2: Nhan phim Delete trén ban phim.

Chu y: Pé xéa mot ky tw chung ta dwa tro chuot vao vi tri ky tu can xéa va nhan phim::
- Phim Delete: Xoa ky tu bén phai con tro chuot.
- Phim Backspace: Xoa ky tw bén trai con tro chugt.

L r \ A ~ AN LlE =2 mm
2.22. Dinh dang cdac truwong (cot) dir liu |. _ _

® ° ® ® ih Alignment Font Border Patterns || Protection
trong bang tinh (Sheet). e — senele

2 B , . n ~ 1A MNumber
Dé dinh dang céc truong (cOt) dir li€u trong || cur=ne
Date reshe mamber formag.

bang tinh Sheet ta thuc hién nhu sau: T

Percentage
Fraction

- Buéce 1: Chon (bdi den) truong dir li€u can | scense
Special

d!l’lh dang. Custom
- Buwde 2: Kich chon menu Format\ Cells hoac
kich chudt phai chon Format Cells hoac nhan

t6 hop phim Ctrl + 1. Xuét hién man hinh sau:

L [o]4 ] l Cancel
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- Bwée 3: Kich chon Tab Number.

Trong muc Category ta chon kiéu dinh dang cho trudng di chon.
Y nghia ciia cac kiéu dinh dang d6 nhw sau:

- General: Dinh dang mac dinh

- Number: Dinh dang kiéu sb

- Currentcy: Dinh dang kiéu tién té

- Accounting: Dinh dang kiéu tién té.

- Date: Pinh dang kiéu ngay thang.

- Time: Pinh dang kiéu thoi gian

- Percentage: Dinh dang kiéu %.

- Fraction: Dinh dang gia tri phan sb.

- Text: Binh dang kiéu van ban.

2.23. Can chinh dir liéu trong bdng
tinh.
- Buée 1: Chon (boi den) dir liéu can dinh

Format Cells E]@

Fonk Border Patterns Protection

Crientation

Horizontal: - .

dang. et o IK
- Bude 2: Kich chon menu Format\ Cells Bottom v 2|
hoac kic,:h (ihuét phai chon Format, Cells i el .
hodc nhan t6 hop phim Ctrl + 1. Xuat hién e i
man hinh dudi: o e o
- Bude 3: Kich chon Tab Alignment. context -

Trong muc Text Alignment chon kiéu ok ] [ cancel ]

can chinh cho dir liu.
e Horizontal: Cin chinh dir liéu theo chiéu ngang.
+ General: Can chinh méac dinh
+ Left: Cian mép 1& trai
+ Center: Can giita
+ Right: Cin mép 18 phai
e Vertical: Can chinh dit liéu theo chiéu doc.
+ Button: Can chinh dit liéu theo day 6
+ Center: Can chinh dir liéu vao gitra 6.
+ Justify: Can chinh dir li¢u theo dinh 6.
- Orientation: Cin chinh hudng cia dir liéu bang cach kich chon vao thanh chinh dé
chon goc quay cho dir liéu hodc nhép vao goc quay vao muc Degrees.

2.24. Pinh dang phong chit, c¢é chit, kiéu chit, mau chi cho dir li¢u.

- Bude 1: Chon (bdi den) dit liéu can dinh dang.

- Budc 2: Kich chon menu Format\ Cells hodc kich chudt phai chon Format Cells hoac
nhan t6 hop phim Ctrl + 1. Xuat hién man hinh duéi:
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- Buée 3: Kich chon Tab Font dé dinh dang.

Y nghia cac muc nhw sau:

+ Font (phong chir): chon phong chir cho van

ban.

+ Font style (kiéu chit): Chon kiéu chit cho van

ban.

+ Size (co chir): Chon c6 chit cho van ban.
+ Underline (kiéu gach chin): Chon kiéu
chan cho chir gach chan.

+ Color (méau chir). Chon mau cho chi.

2.25. Pdnh sé thir tw tw dpng cho bing tinh.

gach

Format Cells

Murnber | Alignment
Fonk:
Arial

T vnvogueH
T Agency FB

Algerian
A

Underline:

Eat

Mone A

Effects

[ skrikethrough
I:l Superscripk
[ subscript

_i| Border
Fonk style:
Reqular

Italic
Bold

Eold Italic
Color:

Autornatic

Previgw

X

Patterns | Protection

Size:
10

g
a

11

-~
b

. Mormal Fonk

AaBbCoYylz

This is a TrueType font, The same Font will be used on both your printer

and wour screen.

[ ok

J [

Cancel ]

- Bude 1: Chon 6 dau tién va 6 thir hai ctia c6t STT va nhép lan luot s6 1 va s6 2 vao 2 0.

- Buée 2: Kich chon 02 6 vira nhap s6. Di chuyén chudt xudng goc trai phia dudi cta 6

thtr 2 vira chon khi con trd chudt bién thanh dau + thi kich chuot trai va ré chuot Xuéng
cac 6 phia du6i dé danh sb tu dong cho cac 6 tiép theo.

2.26. Tao tiéu dé ddu trang, tiéu dé cudi trang.

- Buée 1: Kich chon menu Format\ Page Setup... Xuit hién bang Page Setup. Kich

chon Tab Header/Footer.
- Buéc 2: Nhap tiéu dé dau trang va

Page

Page Se

Ly

Margins

Sheet

cudi trang:

+ Kich chon nut Custom Header...
dé nhap tiéu dé dau trang.

Header:

( N
{none)

+ Kich chon ving can tao tiéu d& | |

Custom Header...

|

Custom Footer...

trang trong muc Header.
+ Kich chon nut Custom Footer... ‘

Footer:

{none)

de nhép ti€u dé cuoi trang.
+ Kich chon vung can tao tiéu dé cuoi

wafr |

Prlnt Prev |e

J

Cancel

trang trong muc Footer.
- Bwée 3: Kich chon OK.

3. Cong thirc va ham tinh trong Excel.

3.1. Cic kiéu dit liéu trong Excel.
3.1.1. Kiéu chir (Tex).

thuong.

Chir khi nhép vao trong 6 dugc méac dinh can 1é sat mép trai.

Kiéu Text trong Excel 13 cac chudi ky tu. Khi nhap ta sir dung ban phim gd chit binh

Trong cong thirc mudn nhap hang chir thi phai dat hiang chir d6 trong nhay kép (“ ).
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- Céc toan tir str dung véi kiéu chir (Text) 1a: phép & (ndi 2 chit vé nhau), cac phép
toan so sanh >, <, >=, <=, =, <> (c4c phép toan nay cho két qua Ia true (dung) hoic
False (sai)).

3.1.2. Kiéu so6 (Number).

- Kiéu s6 trong Excel 1a cac sd. Khi nhap s6 ta sir dung ban phim dé nhap.

- Khi nhap dit liéu s6 phai gb dung quy cach. Néu d3 quy dinh ddu phan céch giita phan
nguyén va phan thap phan 1a dau “.” hoic ddu “,” thi phai nhap dung néu nhap sai thi
Excel sé& cho rang day khong phai 1a s6 ma no coi d6 1a chit.

-S4 khi nhap vao dugc mic dinh cin 18 sat bén phai.

- Céc toan tir sir dung v6i kiéu s6 1a: cac phép +, -, *, /, ~ (lily thira)... va cac phép toan
so sanh >, <, >= <= =, <> (cac phép toan nay cho két qua 1a true (dung) hoic False

(sai)).

3.1.3. Kiéu ngay thing (Date):

- Khi nhép dir liéu 1 kiéu ngay thang ta phai dinh dang trudc ngay thang quy udc theo
kiéu nao. Néu quy udc nhdp ngay thang dang mm/dd/yy tirc 13 ta phai nhap thang trudc,
ngay sau roi dén nam (cha y g6 2 s6 cudi cua phan nim).

- Trong Excel mdi mot ngdy thang nam sé tuong Gmg voi mot sé nguyén dé chinh 1a sb
thir tyr cia ngdy d6 tinh tir ngay 01 thang 01 nam 1900 (dau thé ky 20) dugc coi la ngay
thir nhét. Excel chi xir Iy ngay thang nim trong giéi han tir 01 thang 01 nam 1900 tr& di.

Chiing ta c6 mét s6 phép toan véi kiéu Date.
+ Cong ngay thang véi mot sé:
Vi du:
Ta mudn biét 100 ngay sau ngay 8/3/2010 1a ngdy nao, ta thuc hién nhu sau:
Trong 6 A3 ta nhap ngay la 8/3/10, Tai 6 C3 ta gd vao cong thurc sau: = A3 + 100
thi ta dugc két qua 1a ngay 11/11/10

+ Trir ngay thang cho mot so:
Vi du:
Ta mudn biét 100 ngay trudc ngay 8/3/2010 13 ngay nao, ta thue hién nhu sau:
Trong 6 A3 ta nhap ngay la 8/3/10, Tai 6 C3 ta gd vao cong thirc sau: = A3-100 thi
ta duoc két qua la ngay 25/4/10

+ So sanh céc dir li¢u kiéu ngay thang bing cac phép toan so sanh.

Vidu:

Néu khach hang mua hang trudc ngay 31/9/2011 thi khach hang dugc giam gia 10%
con néu mua sau ngay 31/9/2011 thi khong duoc giam gia.

3.2. Biéu thire.
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Biéu thirc 1a day cac phép todn, cac toan hang va cd thé cé ca cac dau ngoac don dugc

sap xép theo mot quy tic toan hoc.

Toan hang c6 thé 13 hang, dja chi 6, dia chi ving, va ¢ thé 1a ham.

3.3. Cdc todn tur thuwong dung.

Toan tir | Tén toan tir Vi du Két qua
+ Cong =4+8 12
- Tru =12-8 4
* Nhan =12*8 96
/ Chia =12/4 3
A Mii =84 4096
<, <=, =, So sanh =4>8 False
= > <> =6<9 True
& Noi chudi =“Hong”& “Nhung” HongNhung
Tham chiéu =Sum(B5:B15)
, Ngéan cach =Sum(B5:B9,D4:D8)
% Phan trim = 8%4% 0.32
Do wu tién cua cdc todn tw trong Excel.
BS uu tién Toan tir ¥ nghm
1 i) Ngoac
2 - Lu¥ thira
3 - D& u dm
4 * o F MNMhan,chia
o] +, - Cang, tror
=, <= Bdng nhau, khdac nhau.
G == Ldn hon, I6n hon bang
<, = MNhd hon, nhd hon bdng
7 NOT Pha dinh
8 AND va
9 OR Hoac
10 & Todan 1y ghé p ndichudi.

3.4. Ham tinh todn trong Excel.
3.4.1. Khdi niém.

Ham 13 dang cong thirc duoc viét sin dé gitip tinh toan nhanh hon. Tt ca cac ham

déu co6 dang tong quat nhu sau:

= <Tén ham>(Danh sach ddi s6)

- Tén ham: La cac tén ham do Excel qui dinh. Ham khong phan biét chitr hoa hay chir

thuong, tén ham thuong goi mé churc nang cia ham.

- Danh sach doi so: Danh sach doi so co thé 1a gia tri s0, danh sach cac 0, dia chi 6, tén

cac vung va cling c6 thé 1a ham.
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Chu y:
- C6 ham khéng cé doi so (ham TODAY()), véi nhitng ham nay ta khéng dwoc bé cdp
ddu ngodc ().

Cdc ham cé nhiéu doi so. giita cdc doi sé dwoe phan cdch boi dau phin cach da dwoc

quy dinh (thwong la ddu () hodc ddu (;).

3.4.2. Cach nhap ham vao 0.
- Cach 1: Nhap truc tiép.
Dé nhap ham tryc tiép ta thyc hién nhu sau:
+ Buée 1: Chon 6 can nhap ham.
+ Bwéc 2: Nhip ham va cac d6i sé dung quy dinh.
Chii y: Vi cach nay yéu cau ching ta phdi nhé chinh xdc tén ham, so doi so, kiéu cia
cdc doi s6, thir t cdc doi s6, va dau phdn cdch gitka cac doi sé (dau phdy hodc dau cham
phay).
- Cach 2: Dung hop thoai Paste Function.
Dé nhap ham tryc tiép ta thyc hién nhu sau:

+ Buwde 1: Chon 6 can nhap ham.
+ Bwéc 2: Kich chon menu Insert\
Function hodc kich chon biéu tuong

3

man hinh sau.
+ Buéce 3:
Trong muc Or select a category: kich

trén thanh cong thirc. Xuét hién

chon lya chon cac nhém ham can dung.
Trong muc Select a function: chon ham
can dung.

+ Buée 4: Kich chon OK. Xuét hién
man hinh sau:

+ Budce 5: Nhap céac ddi sb vao cac muc
Numberl, Number2... Nhip xong kich
chon OK.

N 4

Chu y: Tuy thuoc vao cac ham cu thé ma
cdc doi so co thé khac nhau.

( nse! uncoron

Search for a function:

Or select a category: | Most Recently Used

Select a function:

~
MAX )
SUM

F
HYPERLINK
COUNT
SIN

AVERAGE(numberl,number2,...)

Returns the average (arithmetic mean) of its arguments, which can be
numbers or names, arrays, or references that contain numbers.

|

Help on this function [ Ok Cancel ]

uncoaon Arguments a

Sum
tumber1 SENTCHN :: - 0
Mumber2

=6
Adds all the numbers in a range of cells.

Number1: number1,number2,... are 1 to 30 numbers to sum, Logical values and text
are ignored in cells, included if typed as arguments,

Formula result = g

Help on this function [ o | ’ Cancel
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3.4.3. Mjt s6 ham co ban trong Excel.
3.4.3.1. Cac ham todn hoc.
a). Ham ABS.
- Dang téng quat:
= ABS(Number)
Trong d6: Number 13 s6 can ly gié tri tuyét d6i
- Chuc ning: Lay gié tri tuyét doi cho s6 (Number).
- Vidu:
1.  =ABS(-7) Cho két quala 7
2. Giastrtaco206: Ad=-5A5=6
= ABS(A4)+A5  Chokétquala9

b). Ham INT.
- Dang tong quat:
= INT(Number)
Trong d6: Number 13 sé can iy gid tri phan nguyén.
- Chirc nang: Lay gia tri phan nguyén cta s6 (Number).
- Vidu:
1.  =INT(4.35) Cho két qua 1a 4
2. Gidsutaco206: A4d=3.2,A5=4.15
= INT(A4+A5) Cho két quala 7

¢). Ham MOD.
- Dang téng quat.
= MOD(Number, n)
Trong d6: + Number 13 sb bj chia
+n 14 s6 chia.
- Chirc nang: Ly phan du cia phép chia sé (Number) cho n
- Vidu:
1. =MOD(7,3) Cho két quala 1
2. Giasttaco206: Ad=9,A5=7
=MOD(A4,A5)  Cho két qua 1a 2

d). Ham ROUND.
- Dang tong quat.
= ROUND(Number, n)
Trong d6: + Number 13 s6 can lam tron

- Chtc niang: Lam tron sé (Number) dén vi tri thtr n ctia phan thap phan.

+ Néu N>0: Ham lam tron vé bén phai n ky tu ké tir vi tri ddu phay

+ Néu N<0: Ham lam tron vé bén trai n ky tu ké tir vi tri du phay
- Vidu:
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1. = ROUND(456,78;1) Cho két qua 13 456.8

2. = ROUND(456,78;-1) Cho két qua 1a 460

3. = ROUND(333,3;-1) Cho két qua 1a 330

4, Giasurtaco 6 A4=123,322

= ROUND(A4,2) Cho két qua 1a 123,32

e). Ham SQRT.
- Dang tong quat.

= SQRT(Number)

Trong d6: Number 13 s6 can tinh cin bac 2
- Chirc ning: Tinh cin béc 2 cta sé (Number).
- Vidu:
1.  =SQRT(9) Cho két quala 3
2. Gidsutaco o Ad=4
= SQRT(A4) Cho két quala 2

3.4.3.2. Cdc ham théng ké.
a). Ham SUM.
- Dang tong quat.
= SUM(Numberl, Number2,...)
Trong d6: Number i c6 thé 14 s6, dia chi 0, dia chi mot ving can tinh tong.
- Chuc ning: Tinh tong cia cac sb (Numberl, Number2,...) trong danh sach dbi sd.
- Vidu:
1. =SUM®4,5,6) Cho két qua 1a 15 vi 4+5+6=15
2. Giasutaco6 A4=7,A5=8,A6=9
= SUM(A4:A6)  Cho két qua 1a 24 vi 7+8+9=24

b). Ham SUMIF.
- Dang tong quat.
= SUMIF(Range, Criteria, Sum_Range)
Trong do:
+ Range: Vung chira diéu kién céan tinh tong.
+ Criteria: Piéu kién can tinh tong cho trudc.
+ Sum_Range: Ving can tinh tong
- Chtrc ndng: Tinh tong cac 6 thao méan diéu kién cho trudc.
- Vi du: Cho bang sau:
Hay tinh sd luong hang béan ra trong ngdy cta Loai hang A va dat két qua tai 6 F7.
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_SUMIF - ' A& =SUMIF(3B$4:5B%11,E7 $C$4:5C511)
AT B | C | D | E E | G | H

i

Loai hang|So lwong
14

A

B 20

A 45 Loai hang Tong so lwong

C 3 1A J=SUMIF($B%4:3B%11 E7 $C%4:5C3511)]
B

B

C

i
15
30

100,

O m

/]
IJJ‘--.I(J'ILI“II::-LI.IP\..'I—‘j

| | |
‘:_‘55 m!m \J;m‘m!h w

ak
hJ

Tai 6 F7 ta nhap cong thuc sau:
= SUMIF($B$4:$B$11, E7, $C$4:$CS$11)
Sau khi nhap cong thirc ta c6 két qua nhu bang dudi.

FB8 - S

E0 AT O B | S S | DT S EENNSEE— G | H
1|

21

3 |STT [Loai hang|So lwong

4 1A 14

5 2B 20

6 |  3A 45 Loai hang Téng so lwong
7 | 4|1C B A 159
8] s5|B 7 B I 1
9 |_b|B 15

10 7[c 30

11 | 8|A 100

12

c¢). Ham AVERAGE.

- Dang téng quat.
= AVERAGE(Numberl, Number2,...)
Trong d6: Number i c6 thé 1a s6, dia chi 0, dia chi mot ving can tinh trung binh.
- Chuc nang: Tinh trung binh cong ciia cac s6 (Numberl, Number2,...) trong danh sach
doi s6.
- Vidu:
1.  =AVERAGE®4,5,6) Cho két qua 1a 5 vi (4+5+6)/3=5
2. Gia su ta co cac 0 Ad=T7, A5=8, A6=9
= AVERAGE(A4:A6) Cho két qua 1a 8 vi (7+8+9)/3=8

d). Ham COUNT.
- Dang tong quat.
= COUNT(Valuel, Value2,..)

Trong d6: Number i c6 thé 14 s, dia chi 0, dia chi mot ving can dém.
- Chtrc ning: Pém céc 6 co gia tri kiéu s6 trong danh sach ddi s6 (Valuel, Value2,...)
- Vidu:

1. = COUNT(-2,”VTD”,5,8) Cho két qua 1a 3

2. Gia str ta c6 6 A4=-5, B4= Ha, C4=3, D4=8, E4=10
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= COUNT(A4:E4) Cho két qua 1a 4

e). Ham COUNTA
- Dang tong quat.
= COUNTA(Valuel, Value2,..)
Trong d6: Number i c6 thé 14 s6, dia chi 9, dia chi mot ving can dém.
- Chirc nang: Dém céac 6 ¢6 gia tri bao gdm ca sd va chir trong danh sach dbi sé (Valuel,
Value2,...)
- Vidu:
1. = COUNT(-2,”VTD”,5,8) Cho két qua 1a 4
2. Gia str ta co 6 A4=-5, B4= Ha, C4=3, D4=8, E4=10
= COUNT(A4:E4) Cho két quala s

f). Ham COUNTIF.
- Dang tong quat.
= COUNTIF(Range, Criteria)
Trong do:
+ Range: Ving can dém.
+ Criteria: Diéu kién cho trude.
- Chire ning: Pém cac 6 trong ving Range thoa mén diéu kién Criteria.
- Vi du: Cho bang sau:
DPém s6 mit hang ban ra trong ngay véi s6 luong >15 két qua dit tai 6 D7.

Il SLIIFE [= € ~F = =COUNTIF(SES54:565%11 Dd4)
| | B | C [ | E
1
2
3 |STT _Sé lwong Biéu Kidn
4 | 1 14 [>15 |
5 | 2 20
= 3 45 S luoarg = 15
7 1 4 (=] |=COUNTIF(SES4: SB%11 D)
8 | 5 7
a | (= 15
10| 7 30
11 a 100
12

Tai 6 D7 ta nhap cong thuc sau:
= COUNTIF($B$4:5B$11, D4)
Sau khi nhap cong thirc ta c6 két qua nhu bang dudi.

[5] - =
T T | B | = [ (] | =
1
| 2 |
| 3 [STT Sé lwong Biew kidn
[ 4 | 1 14 >15
| 5 | 2 20 )
| 6 | 3 45 So hwomng > 15
i F G F
8] = 7 [ 1
[ 9 | (= 15
[ 10 ] i 30
{11 ] = 100
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g). Ham RANK.

- Dang téng quat.
= RANK(Number, Ref, [Order])
Trong do:

+ Number: S6 can xép hang

+ Ref : Danh sach can xép hang
+ Order: Thir tu sip xép (néu sip xép tir nhé dén 16n thi nhap sd 0 va nguoce lai

nhap s6 1)

hang.

Vi du: Cho bang dudi.

Churc nang: Xac dinh thir hang cua s6 (Number) so v&i cac so trong danh sach can xép

Hay cho biét “Piém TB ca nim” cia HS “Nguyén Phwong Anh” xép thir may trong

S

= X N A& =RANKIFD BFE3:5FE70)

A B c D E F E H

1 BANG TONG KET NAM HOC
_ Diém TB | Diém TB | Diém TB | Xép = .| Khen

2 STT He tén HKA1 HK2 ¢d nim hang Ket qua thwéng
3| 1[MguyEn Pheeng |An g 10 8.50  |=RANK(FIFFE3EFE7,0)
4 2| Trin Hoai Anh =] 10 8.00 [ RamK{number, ref, [orderT |
5 3|Bach Tuin Kigt 5 Bl 5.50
5] 4|B&5ng Thanh Fhang 8 2 5.00
7 a|Lam Phuaong Tric 10 4 8.50
&
g

—
(]

Tai 6 G3 ta nhap cong thuc:

= RANK(F3, $F$3:$F$7,0)
Trong do:
- F3: La Piém TB ca nim ctia HS Nguyén Phuong Anh cin xép hang.

- $F$3:$F$7: Ving chtra danh sach diém can xép hang

- 0: Sdp xép tir nhé t6i 16n.
Sau khi thuc hién cong thirc trén ta c6 két qua nhu bang dudi.

=3 - & =RANKF3 $FF35FF7 0

A B C ) D E F G H
1 BANG TONG KET NAM HOC

o Diém TB |Diém TB | Piém TB Xép 5 .| Khen

9 STT He tén HK1 HK2 ¢a nam hang Ket qua thwéong
3 1|[Mguyén Phuong |An a 10 .50 1 7 7
4 2|Tran Hoai Anh ] 10 8.00 3
5 3|Bach Tuin Kigt 4] ] 5480 4
5 4183ng Thanh Fhong g 2 2.00 i
7 5|Lam Phurong Tric 10 ] .50 1
5 m
9
10
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Két qua trén cho thay diém ciia ban Nguyén Phwong Anh xép hang 1 trong danh
sach.

h). Haim MAX.
- Dang tong quat.
= MAX(Numberl, Number2,...)
Trong d6: Number i 1 danh sach cac s6
- Chirc nang: Tim gi4 trj 16n nhit trong danh sach di s (Numberl, Number2....)
- Vidu:
1. =MAX(4,5,8) Cho két quala 8
2. Gid sur ta co 6 Ad4=6, B4=2, C4=3, D4=8, E4=10
=MAX(A4:E4)  Cho két qua 1a 10

i). Ham MIN.
- Dang téng quat.
= MIN(Numberl, Number2,...)
Trong d6: Number i 13 danh sach cac s6
- Chtc ning: Tim gi tri nho nhat trong danh sach doi s6 (Numberl, Number2,...)
- Vidu:
1. = MIN(4,5,8) Cho két qua 1a 4
2. Gia str ta c6 6 A4=6, B4=2, C4=3, D4=8, E4=10
= MIN(A4:E4) Cho két quala 2

3.4.3.3. Nhom cdac ham van ban.
a). Ham LEFT.
- Dang tong quat ctia ham:
= LEFT(Text, num_chars)

Trong do:

+ Text: La chudi ky tu can cat

+ Num_char (n): SO ky tu can cat (phia bén trai chudi ky tu can cét)
- Chuc ning: cat n ky tu tir bén trai chudi ky tu can cit.

- Vidu:
1. = LEFT(“Ha N6i”,2) Cho két qua 14 “Ha”
2. Gia sir ta ¢6 6 D5 =“Manh Hai”
= LEFT(D5.,4) Cho két qua 1a “Manh”
b). Ham RIGHT,

- Dang téng quat.
= RIGHT(Text, num_chars)
Trong do:
+ Text: La chudi ky tu can cat
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+ Num_char (n): SO ky tu can cat (phia bén phai chudi ky ty can ct)
- Chuc ning: ct n ky tu tir bén phai chudi ky tw can cat.

- Vidu:
1. = RIGHT(“HaN%i”,3)  Cho két qua 1a “Noi”
2. Gia st ta c6 6 D5 =“Manh Hai”
= RIGHT(D5,3) Cho két qua 1a “Hai”
¢). Ham MID.

- Dang tong quat cia ham:
= MID(Text, start num, num_chars)
Trong do:
+ Text: La chudi ky tu can cit
+ Start_num (m): Vi tri ki tu bat dau cat
+ Num_char (n): S6 ky tur can cdt (tinh tir vi tri ky ty bat dau cat).
- Chirc ning: Cit n ky tu bat dau tir vi tri m tinh tir trai sang cua chudi (Text).
- Vi du:
= MID(“Ha N¢i”,4,3) Cho két qua 1a “Noi”

d). Ham LEN.
- Dang tong quat.
= LEN(Text)
Trong d6: Text 1a chudi ky tw
- Churc nang: Tra vé chiéu dai ciia chudi Text.
- Vidu:
= LEN(“Ha noi”) Cho két qua 1a 6

3.4.3.4. Cac ham Logic.

a). Ham AND.

- Dang tong quat.

= AND(Logicall,[logical2],..)
Trong do6 :
+ Logicall, Logical2: La cac biéu thirc logic.

- Chirc nang: Cho két qua 1a phép va cua cac biéu thirc logic. Him AND chi nhén gia
tri dang (TRUE) khi tat ca cac biéu thuc logic trong ngodc déu ding con lai ham s&
nhén gia tri sai (FALSE).

- Vidu:

= AND(3>2,6>4) Ham tra vé gia tri TRUE
= AND(4>5, 7>6) Ham tra vé gia tri FALSE

b). Ham OR.
- Dang tong quat.

Gido vién: Lé Tuin Hanh - B mén Tin hoc 145



Dé cwong bai giing hoc phan Tin hoc dai cwong

= OR(Logicall,[logical2],..)
Trong d6 :
+ Logicall, Logical2: La cac biéu thirc logic.

- Chirc nang: Cho két qua 1a phép OR (hoic) ctia cac biéu thirc logic. Him OR chi nhan
gia tri sai (FALSE) khi tit ca cac biéu thirc logic trong ngodc déu sai con lai ham s&
nhén gia tri sai (TRUE).

- Vidu:

= AND(3<2,6<4) Ham tra vé gia trj FALSE
= AND(4<5, 7>6) Ham tra vé gia tri TRUE

¢). Ham NOT.
- Dang tong quat.
= NOT(Logic)

Trong do :

+ Logical: La biéu thirc logic.
- Chirc nang: Ham cho két qua 1a phép phu dinh cua biéu thirc Logic. Him NOT cho

két qua TRUE néu biéu thirc Logic c6 gia tri FALSE va nguoc lai.

- Vi dy: =NOT(3>2) Ham tra vé gia tri FALSE

d). Ham IF.
- Dang tong quat cia ham:
=IFPK, GT1, GT2)
Trong do ta got:
+ PK 1a Piéu kién
+ GT1 la Gia tri dung
+ GT2 la Gia tri sai
- Chirc nang: Ham IF cho két qua la:
+ Néu Diéu kién 1a dung ham nhan GT1.
+ Néu Piéu kién 13 sai ham nhan GT2.
- Vidu:
Xét “Pd” hodc “Truot” cho hoc sinh dya vao diém trung binh mon thi. Néu TB>=5
thi ghi “P&”, Néu TB<5 thi ghi “Truot”.
Gia st Piém TB & 6 D3 cua hoc sinh 14 7 ta ¢6 cong thirc sau:
= IF(D3>=5, ”P§”, “Truot”) Cho két quauu 13 “P6”

e). Ham IF mo rong.
- Dang tong quat.
=IFPDK1, GT1, IFPK2, GT2, IF(DDK3, GT3 GT4)))
- Churc nang.
+ Néu PK1 dung ham nhan GT1.
+ Néu PK2 dung ham nhan GT2.
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+ Néu PK3 dang ham nhan GT3
+Néu PK1, PK2, PK3 14 sai ham nhan GT4.
=> C6 bao nhiéu Piéu kién thi c6 n-1 ham IF
- Vi du: Xé4c dinh hoc luc cho hoc sinh dua vao Piém TB
+ Néu Diém TB>=8 thi xép loai “Gi6i”.
+ Néu Diém TB>=6.5 va <8 thi xép loai “Kha”.
+ Néu Diém TB>=5 va <6.5 thi xép loai “Trung binh”.
+ Néu Diém TB<S5 thi “Yéu”

Gia thiét Piém TB cua hoc sinh ¢ 6 E3 13 7 ta xac dinh nhu sau:
= IF(E3>=8, ”Gi6i”, IF(E3>=6.5, ”Kha”, IF(E3>=5, ”TB”, ”Yéu”)))
> Gia tri tra vé s& 1a “Kha”.

3.4.3.5. Nhom ham tim kiém.
a). Ham VLOOKUP.
- Dang tong quat.

= VLOOKUP (Lookup Value, Table array, Col index num, Range lookup)

Trong do:

+ Lookup Value: Gia tri tim kiém trén cot bén trai cua bang Table_array.

+ Table_array: Vung tim kiém hay bang tra cru (bang phu), dja chi phai 13 tuyét
doi.

+ Col_index_num: 13 s thir ty cua cot trong bang Table_array tinh tir trai qua
phai noi chtra gia tri can tra vé.

+ Range_lookup: gia tri logic xac dinh viéc tim kiém 1a chinh x4c hay gan ding.

* Néu 1a True hay 1: Cot dau tién phai duoc sap xép ting dan. Khi khong thiy sé
lay két qua gan ding hay con goi 12 do tim khong chinh xéc.

* Néu 1a False hay 0: Cot dau tién khong can sap xép. Khi tim khong thiy ham s&
béo 16i #N/A hay con goi 1a do tim chinh x4c.

- Chirc nang: Tim kiém gi4 tri trén cOt bén trai cta bang tra ciru (Table_array) cho dén
khi tim thdy gi4 tri tim kiém (lookup_value) thi do sang ngang va liy 6 nam & cot
dugc chi dinh bdi (Col_index num).

- Vidu: Cho 2 bang tinh sau
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=HLOOKUP (Lookup Value, Table array, Row_index num, Range lookup)

Trong do:

SUMIF > X o & =VLOOKUP(B4,5B517:3E%$19.2.0)
AT B | [o] iy | E I F | S | S
1 THU MUA VAT LIEU XAY DU'NG
2
3 |STT [MA HANG [TEN HANG| BVWT | PON GIA [SO LWWO'NG|THANH TIEN
4 1[S06 1=VLOOKUP(B4,5B%17:3E512.2.0) 100
B 201 50
[5 3|co1 10
7 4|S06 10
B 5[x01 20
9 &[x01 25
10 7|co1 100
11 8|C01 3
12 9|sS06 200
13| 10|co1 5
14
15 BANG PHU
16 | MA HANG [TEN HANG| BVWT BON GIA
17 S06 St KG 5000
18 01 ¥i mang BAD 45000
19 01 Cat KHOI 30000
20
Yéu cau: Xéac dinh cot “Tén hang” dua vao cft “Ma hang” va “Bang phu”.
bé xac dinh cot tén hang ta kich chudt chon 6 C4 va nhap cong thirc sau:
= VLOOKUP(B4,$B$17:$E$19,2.,0)
Ta dugc két qua nhu bang dudi
Cd - 7 =vVLOOKUP(B4,5B%17:3E%19,2 0)
Al B | c | D | E I F | G | H
) THU MUA VAT LIEU XAY DIFNG
2
3 [STT |[MA HANG |[TEN HANG | BVT PON GIA [SO LIWONG|THANH TIEN
4 1]s08 Sat 100
5 2 Xi mang 50
B 3|C01 Cat 10
7 AEE Sat 10
(=] 51X Xi mang 20
9 B[X1 %1 mang 25
10 7{CO1 [ICAt 100
11 8{Cc0o1 [T 3
12 g|s0e [Sat 200
13| 10[co1 [cat 5
14 . =F
15 BANG PHU
16 MA HANG|TEN HANG| BVT PDON GIA
17 S06 Sat KG 5000
18 01 i mang BAC 45000
19| c01 Cat KHOI 30000
20
b). Ham HLOOKUP.
- Dang tong quat.

+ Lookup_Value: Gia tri tim kiém trén hang dau tién ctia bang Table_array.

+ Table_array: Vung tim kiém hay bang tra ciru (bang phu), dia chi phai 1a tuyét
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+ Row_index_num: 13 sé thtr ty cua hang trong bang Table_array tinh tir trén
xudng dudi noi chira gia tri can tra vé.

+ Range _lookup: gia tri logic xac dinh viéc tim kiém 1a chinh xac hay gin dung.

* Néu 1 True hay 1: hang d4u tién phai duoc sap xép ting dan. Khi khong thiy s&
lay két qua gan diing hay con goi 1a do tim khéng chinh xac.

* Néu Ia False hay 0: hang dau tién khong can sap xép. Khi tim khong thdy ham
s& bao 16i #N/A hay con goi 1a do tim chinh xac.

- Chuc nang: Tim kiém gia tri trén hang dau tién cua bang tra ctru (Table_array) cho
dén khi tim thiy gia tri im kiém (lookup_value) thi do xuéng dudi va lay 6 nim &
hang dugc chi dinh bdi (Row_index num).

- Vidu: Cho 2 bang tinh sau

SUMIF = 3 o & =HLOOKUP(B4 $C$16:5E%19.2.0)
| A B 1 [= | D | E | F | G | H |

1 | THU MUA VAT LIEU XAY DUFNG

2

3 STT |MA HANG [TEN HANG | BVT | BON GIA |SO LUWO'NG|THANH TIEN]
4 | 1 J=HLOOKUP(B4,5CS$16:SES19 .2 00 100

5 | 20 50

B | k] [=1]] 10

7 | 4|S06 10

a8 | 501 20

9 | B>01 25

10 | 7col 100

11 8{col 3

12| E =S 200

13 10]co 5
| 14 | _

15 | BANG PHU

16 | MA HANG |SO6 01 co1

17| TEN HANG Sit ¥ mang  |Cat

18 BT G BAD KHOI

19| BON GIA | S000 45000 30000 |
20 |

Yéu cdu: Xac dinh cot “Tén hang” dya vao cot “Ma hang” va “Bang phu”.
Dé xé4c dinh cot tén hang ta kich chudt chon 6 C4 va nhap cong thirc sau:

= HLOOKUP(B4,5C$16:$E$19,2,0)
Ta duoc két qua nhu bang dudi.

c4 - &= =HLOOKUP(B4,5C516:9E519,2.0) S|
JEAS B | c | D | E F [ G | H |

(=] THU MUA VAT LIEU XAY DIFNG

20
"3 /STT |MA HANG |[TEN HANG BvT BON GIA [SO LWFO'NG|THANH TIEN|

4 1|S06 [Sa 100

5 201 I¥d mang 50

6 3[co | =T 10

i 4| S06 Isat 10

8 S0 I3 mang 20

E] &1 X mding 25

10 7ico Ica 100

11 a]co1 ICé 3

12 a|so6 Isa 200

13| 10]col Icat 5 N
14} - =

15 | BAMNG PHU
16 | MA HANG |S06 =0 co1
7] TEN HANG|S3t i mang  |Cat
118 | BVT _ |KG BAD KHOI
[19] BON GIA S000 45000 30000

20 |

4. Sip xép dir liéu trong bang tinh.
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- Bude 1: Chon mot 6 bat ky trong vung dit liéu hodc chon ca ving dit liéu can sap xép.

- Buéc 2: Kich chon menu Data\ Sort. Xuat hién man hinh sau:

- Bwée 3: Nhép hodc chon truong khoa sip xép chinh trong muc Sort by, sau d6 chon
cach sap xép theo trat tu ting dan (Ascending) hoic giam dan (Descending).

Chii y: C6 thé chon truong khéa phu thir nhdt va triueong khéa phu thiv 2 trong muc Then
by. V&i méi khéa phu ciing cé thé chon cdch sap xép tang hay giam.

- Buére 4: Kich chon OK dé chap nhan cach sip xép.

5. Trich lgc dir li¢u.

Trich loc dit liéu 12 phuong phép 13y dit liéu theo yéu cau. Ché do loc AutoFilter gitip
ta loc va gilr lai mqgt tap con cac ban ghi cua mot co s¢ dir li¢u ma khong lam anh huong
dén co so dir liéu nay. Khi dat ché do loc AutoFilter thi trén mdi tén truong (tén cot)
xuét hién mot mii tén trai xuéng. Khi ta kich vao d6 ta c6 thé chon tiéu chuén can loc.

Dé loc dir liéu theo ché do AutoFilter ta thuc hién nhu sau:

- Buée 1: Chon bang tinh can loc dit liéu.
- Buée 2: Kich chon menu Data\ Filter\ AutoFilter. Khi d6 trén cac cot xuat hién mot
mui tén trai xuéng dé ta c6 thé chon tiéu chuan loc.

Chu y: Moi mot cot sé xuat hién cdc tiéu chuan loc khac nhau.

- All: Hién thi toan bé cdac ban ghi co trén cot nay.

- Top 10...: Cho phép loc ra mét sé ban ghi ¢é gid tri dimg dau hodc dimg cudi danh
sach.

- Custom...: Hién thi cira sé Custom AutoFilter dé tao tiéu chuan loc va két hop voi
cdc todan tir AND hodc OR cho phép ta cdc tiéu chudn loc phire tap.

r 4

Chu_y: pé huy bo ché dé loc ta kich chon Data\ Filter va tich bé lua chon
AutoFilter.

6. Chén biéu do (Chart).
Trong Excel biéu d6 Chart duoc gin véi dit liéu, tu cap nhat lai dit liéu khi dir liu
thay di. Ta c6 thé tao biéu dd, thay ddi chinh stra dugc biéu do theo yéu cau.

6.1. Tao biéu do.
- Buée 1: Chon vung dit liéu muébn thé
hién thanh biéu dd (Chon ca hang tiéu d8). [l s i = x

Standard Types | Custem Types

| Chart type: Chart sub-type:

- Buwéce 2: Kich chon nut (Chart
Wizard) trén thanh cong cu hodc kich
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chon menu Insert\ Chart... Xuét hién bang sau:

- Buée 3: Chon kiéu biéu d6 cin tao trong muc Chart type va muc Chart sub-type.
Kich chon Next dé tiép tuc. Xuét hién bang sau:

+ Trong muc Data range ta kiém tra lai

dia chi vung da chon trudce do.

+ Trong muc Series in: Kich chon dang p

thé hién d thi theo hang (Rows) hay theo :

cOt (Columns). S
Kich Next dé tiép tyc. Xuat hién | ==~

bang sau:

art Wizard - Step 3 of 4 - Chart Options g

- Bll,é-c 4: Nhap tiéu dé ChO d6 thi VélO muc Titles Axes | Gridines || Legend | Data Labels | Data Table

Chart title:

Chart title. Kich chon Next dé tiép tuc. ! .

Category (X) axis:

Xuat hién bang sau:

Value (Z) axis:

T e .
- Buéc 5: Chon noi dé biéu do. o Chat Wizard - Sop 4 of & - Chart Locaton a5
+ Muc As new sheet: Chen biéu do trén oo

mot Sheet riéng. E Ousnewsheets  [Charty

+ Muc As object in: Chén biéu dd trén — B
Sheet hién hanh. B Oboecn ad

- Buéc 6: Kich chon Finish dé chén biéu [Lcancel ) [Lsgssc ]
do.

6.2. Chinh sira biéu do.
6.2.1. Thém dit liéu vao do thi.
Chung ta c6 thé thém mot dudng, thém mot diém hay doi dit liéu gbe ciia mot dudng.
4 Dé thém dit liéu cho biéu dd ta thuc hién nhu sau:
Chon biéu d6 => Kich chon menu Chart\ Add Data... => Nhép viung dir liéu can bd
sung va kich chon OK.

4 Dé sira lai dia chi vung dir liéu cia mdt duong ta thyc hién nhu sau:
Chon dd thi => Kich chon menu Chart\ Source Data... => Nhép vung dir liéu madi thay
cho vung dir liéu cu.
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6.2.2. Thém nhan dii liéu (Data Labels).
- Buée 1: Chon biéu do.

- Budc 2: Kich chon menu Chart\ C'““f Oprons el
Chart Option. Xuat hién bang Chart || 7ts | e

Is | Data Table

0 Label Contains
ptlon. [] series name utl:
Kich chon Tab Data Labels. [ category name i
[ value o r—
20
.
Separator: [¥] i
5
0
1 2 3 i 5

i Ok, I [ Cancel

- Buwée 3: Chon kiéu hién thi nhan trong muc Label Contains.

6.2.3. Thém chii gidi cho do thi (Chart Legends).
Chu giai cho biét duong nao thé hién muyc dir liéu nao trén do thi.
Dé tao chu giai cho dd thi ching

ta thuc hién nhu sau:

| Tites || Axes || Gridlines__é Data Labels || DataTable |

- Bwée 1: Chon biéu do. [ show legend
- Bwéce 2: Kich chon menu Chart\ D'Eféf{lém
Chart Option. Xuat hién bang Chart g;f:er
Option kich chon Tab Legends. .

- Bwéc 3: Kich chon muc Show

legend va chon vi tri thé hién chu giai

(Botton, Corner, Top...) |
- Bll’(’)’c 4: KiCh chon OK. T ] [ Cancel ]

r o r

Chu y:

- Chiing ta c¢6 thé hiéu chinh vi tri dat chu giai theo ¥ muén bang cach kich chudt trai
vao cht giai, gitt chudt va kéo dén vi tri méi.

- Dé x6a chu giai ta kich chon chu gia va nhan nit Delete.

7. Thiét 1ap 1€ trang in va chon f )

kho giéy- Header Footer | _sheet

7.1. Thiét lgp kho gidy. \ ‘

- Buwdc 1: Kich chon menu Format\ et O rdeeee
Scaling Options...

Page Setup... Xuit hién bang Page © Adiustto: [100 B normalsce

Setllp. KiCh ChOIl Tab Page. Xuét O Fitto: |1 {:} page(s) wide by 1 {C] tall
hién bang sau:

Paper size: Letter [vl
, Print guality: | 300 dpi [v] -
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First page number: Auto
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- Buée 2: Thiét 1ap kho gidy khi in theo chiéu ngang hay chiéu doc.

+ Portrait: In theo chiéu doc

+ Landscape: In theo chiéu ngang.

- Buée 3: Chon kho gidy can in trong muc Paper size (thuong 1a kho gidy A4)

"

7.2. Thiét lap Ié trang in.

22X
- Buéce 1: Trong bang Page Setup Tiargine | | Header/Footer | _Sheet
kich chon Tab Margins. Xuat hi¢n L. S
man hinh sau:
L n , _thions. -
- Bude 2: Thiét 1ap cac muyc sau: e Right:
A 1AL 2 . 0.75 [ 075
+ Top: Thiét 1ap dinh trang in
+ Left: Thiét lap 1€ trai trang in
7 N . . Bottom: Footer:
+ Right: Thiét lap 1€ phai trang in 1 B 05 3
L I~ ’ . Center on page
+ Bottom: Thiét 1ap day trang in e e
+ Header: Thiét 1ap 1€ cho phan tiéu C o o=
de dau trang
+ Footer: Thiét 1ap 1€ cho phan ti€u dé cuoi trang.
- Bwée 3: Kich chon OK.
nnt mm
7-3- In b(ing tinh. Printer
- 7 . 5 , A . Mame: @ Microsoft Office Document Image Writer v
Bude 1: Chon bang tinh cén in. e e —
- Bu’é’c 2- Kich Chon menu File\ Type: Microsoft Office Document Image Writer Driver
° , ° . Where: Microsoft Document Imaging Writer Port:
Print... hodc nhan t6 hop phim | ©m=* T
Ctrl + P. Xuat hién man hinh sau: Print range Copes
® al Mumber of copies: _3
() Page(s) From: = To =
- Budc 3: Chon may in dung dé in | eomtwhat ﬂg ﬂg ] Colate
N ,nh . ) selection () Entire workbook
bang tinh trong muc Name: © Actve sheet(s)
- Budc 4: Chon vung dit liéu can in
‘ OF J [ Cancel

trong muc Print range:
+ All: In tit ca bang tinh.

+ Page(s) From...To: In tir trang ... dén trang.
- Buéc 4: Nhap s6 ban can in vao muc Number of Copies.

- Bwée 5: Kich chon OK
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CHUONG 6: TRINH DIEN PIEN TU VOI MS POWERPOINT

1. Lam quen véi Powerpoint.

1.1. Khoi dong PowerPoint.
- Cach 1: Kich chon Start\Programs\Microsoft Office\Microsoft Office Powerpoint

2003.

- Céch 2: Kich dap vao biéu tuong E8M trén Desktop.
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- Cach 3: Kich chon Start\Run.... -> Tai 6 Open nhip viao Powerpnt.exe va nhin

Enter.

1.2. Cvra so0 lam viéc PowerPont.

Type aquestion forhel|p = X

EZ Microsoft PowerPoint - [Presentation3]
EJ File Edit Viewy Insert Format  Tools  Slide Show  Window Help  Adobe PDF

0 H3BINATEI LB S o R Fasler <ol
; i 10N B Z UBEFE| - - A w5 A ves ewside B

5'@@%!
Slides x

1

Slide Design

Design Templates
[z} Color Schemes
\gb Animation Schemes

Apply a design template:

Used in This Presentation

[_.

Recently Used

Click to add title

Click to add subtitle

wvailable For Use

=

Click to add notes [1 Browse. ..

=z adj

B |ngt05hapes'\ \DO£42:3|§|E|&'£'A‘

Slide: 1 of 1 Default Design English {L.5.}
& Tin dai cuonig e Yahoo! Messe @ Bdi giang tind... 7@ adobe Acrob, ., ‘3 Bai giang tin ., Ei Presentation ’(,I'—.A F: e '] 10:38 &M

1 — Thanh menu va céc thanh cong cu.

2 — Danh sach cac Slide da duoc tao.

3 — C4c mau Slide san c6 va cong cu tao hiéu tng cho cac Slide.
4 — Bang liét ké cic mau Slide san c6 va cac hiéu tng cua Slide.
5 — Cong cu trinh dién Slide.

1.3. Cdac thanh cong cu.
Tham khao chuong 4.

2. Lam viéc véi Slide.
2.1. Tao moi mot File.
- Cach 1: Nhén t6 hop phim Ctrl+N.
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{
- Cach 2: Kich chon File\New.

- Cach 3: Kich chon nut QI trén thanh cung cu.

2.2. Ghi m¢t File lén dia.
- Cach 1: Nhan t6 hgp phim Ctrl+S.
- Cach 2: Kich chon File\Save.

- Cach 3: Kich chon nut E trén thanh cung cu.

Save As E]
Save in: |[ﬁ Mew Folder V| @ - Q@ X o E v Toos -
N [Chbt1
4 [CIHOC PROTEL
My Recent (L) Mevs Folder
Crocumenks [iphan hay
= (=3 Thue hanh kong hop
L £ Biai giang tin DC_Modunt
o E;]Bai giang kin D _MOduns Word

E;]Bai giang kin D _Modund Excel
E;]Bai giang kin 0C_ModunS Poveerpoink
E;]Baigial'ug Ward

@BG_EXCE|

E;]Tin 2_word_pp

.3
V&
a

Iy Documenks

=
=
]

ompuker

c

@

! File name: | 2ai giang kin D ModunS Powerpoing - | [ Save ]
[y Metwiork
Places Save as bype! |Presentation e | Cancel

Khi xuét hién bang trén thyc hi¢n theo cac budc sau:

- Buéc 1: Tai muc Save in: Chi dinh noi cét file Powerpoint

- Buée 2: Tai muc File name: Nhap tén file can ghi hodc chép nhan tén mac dinh.
- Bude 3: Kich chon nut Save.

2.3. Ghi mgt tép lén dia voi tén khac.
Kich chon File\Save as...

Save As
Save in: | [C5) Mew Folder - | @ - | Q@ X i E - Teos~
Ty ICT)bk1
A [C2IHOC PROTEL
Iy Recent IC5) Mew Folder
Crocurments () phan hay
— |3 Thue hanh kong hop
L B Eiai gisng kin DC_Modun

[y Mebwork,
Flaces

) Bai giang tin DC_MOdun wword
E;]Bai giang kin DC_Modund Excel
ﬂ;jBai giang tin D _ModunS Powerpoint
E;]Baigiang W'ard

ﬂ;jBG_E):ceI

@Tin 2_word_pp

File pame: | ai giang tin O ModunS Powerpoint - | I Save ]
Save as bype: |Presentation he | Cancel
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Khi xuét hién bang trén thuc hién theo cac budc sau:

- Buéc 1: Tai muc Save in: Chi dinh noi cat file Powerpoint
- Buéc 2: Tai muc File name: Nhap lai tén file can ghi.

- Bwéce 3: Kich chon nut Save.

2.4. Mo mot tép da Co trén dia.
- Cach 1: Nhan t6 hop phim Ctrl+O.
- Cach 2: Kich chon File\Open.

o
- Cach 3: Kich chon nut o trén thanh cung cu.

Open EIX]
Look in: =} My Documents ~| @ - A &Q X Ch EE - Tools -
7 Mame
-—"JI ILFIFACIineZ
My Recent
Documente My Data Sources
é My Music
F ,‘3 My Pictures
Desktop
My Documents
=3
"
My Computer
§ ‘--'] < >
" Y File name: g
My Metwork. )
Flaces Files of bype: | all PowerPaint Presentations ¥ ppk;* . pps; ¥ pok; * hem;*, s

Khi xuét hién bang trén thyc hi¢n theo cac budc sau:

- Buée 1: Tai muc Look in: Chon t&i noi cat file Powerpoint trén 6 dia -> Chon file can
mo.

- Buédre 2: Kich chon nut Open hodc kich dup vao file cdn md.

2.5. Thoat khoi PowerPoint.

- Cach 1: Kich chon biéu tuong trén cira sO Powerpoint.
- Cach 2: Nhan t6 hop phim ALT+F4.
- Cach 3: Kich chon File\Exit.

2.6. Nhdp ngi dung vao cdc khung van bdn.

Dé nhap nodi dung vao cac khung van ban ta lam theo trinh ty sau:
- Buédc 1: Chon khung van ban can nhép ndi dung.

- Buéde 2: Nhap ndi dung vao khung véi Font chir tuy chon.

2.7. Tao hop van bdan Textbox.
Pé tao hop van ban Textbox vao Slide ta lam theo trinh ty sau.
=

- Buée 1: Chon biéu turong trén thanh cong cu Drawing
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- Buére 2: Di chuyén tré chudt vao Slide khi tré chudt bién thanh hinh l Kich chon chudt
trai va di chudt dé tao hop Textbox.

- Buéde 3: Chon Font chit, dudng vién cho vin ban va bit ddu nhip van ban.

- Buéc 4: Dung chudt chon doi tuong khac dé két thuc viée nhip van ban.

2.8. Dinh dang van ban.
Dung thanh cong cu dé dinh dang vin ban.

i
Ll

: .WnTime ~18 - B I U 8§

1 2 3 4 5 £ g,

. Cac kiéu phong chir

. Kich thuéc chir

. Cac kiéu chir: Chir dam (B), chir nghiéng (I), chit gach chéan (U)
. Canh 1&: Canh trai, canh gifra, canh déu hai bén, canh phai.

. Panh chi muc: DAu chi muc, s chi muc

. Tang, giam phong chir

. Thut dong trai, phai.

0 3 N L AW -

. Binh dang mau chi.

2.9. Chén thém, di chuyén, copy, xod Slide.
2.9.1. Chen thém Slide.
- Cach 1: Kich chudt phai vao vi tri can chén Slide va bAm chon New Slide.

- Cach 2: Chon vi tri cAn chén thém Slide -> Kich chon biéu tong (=AH=w shde

trén thanh cong cu.

2.9.2. Di chuyén Slide.
- Cach 1: Kich chudt phai vao Slide can di chuyén -> Kich chon Cut -> ddic chuyén tro
chuot téi vi tri can dat Slide -> Kich chuot phai chon Paste.

- Céch 2: Chon Slide can di chuyén -> Kich chon biéu twong Cut . -> di chuyén tro

chuot t6i vi tri cAn dat Slide t6i -> Kich chon bidu tuong Paste 4

2.9.3. Copy Slide.

- Cach 1: Kich chudt phai vao Slide cin Copy -> Kich chon Copy -> di chuyén tré chuot
t6i vi tri can dat Slide toi -> Kich chudt phai chon Paste.

- Cach 2: Chon Slide can Copy -> Kich chon biéu trgng Copy > di chuyén chudt

t6i vi tri can dat Slide t&i -> Kich chon biéu tong Paste. e
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2.9.4. Xoa Slide.
Bude 1: Chon Slide can xo4 hodc kich chuot phai 1én Slide can X04.
Budc 2: Chon Delete hodc nhan phim Delete trén ban phim hodc Edit\Delete Slide.

2.10. Trinh dién Slide.
- Cach 1: Kich chon View\Slide Show.

- Cach 2: Chon biéu tuong = .

- Cach 3: Nhan phim F5 hoic t6 hgp phim SHIFT+FS5.

Chu y:

- Muén chuyén dén Slide tiép theo trong khi trinh dién ta nhan nat trai chudt, phim
Enter hodc niit di chuyén 1én, xudng trén ban phim.

- Mudn thoat khoi man hinh trinh dién dé tro vé trang thai thiét ké ta nhan phim ESC.

2. Chén cac dbi twong dd hoa vao Slide.
2.1. Cheén hinh anh.
2.1.1. Cheén tir mét file anh da co.

- Buée 1: Kich chon Insert\Picture\From file... hoic kich chon biéu tuong - trén
thanh cong cyu Drawing.
Xuét hién cira s6 Insert picture.

Insert Picture E]

Tun toi noi chita File w v|@- @@ X [ - Took-

anh can chen

2hob3be Zistp47

Pty Compiuter T
. =
J File pame: w
My Mebwork

Places Files of type: | ol pictures Cancel
s O a)

Kich chon Insert dé
chen anh vao Slide.

- Buée 2: Trong muc Look in tim dén noi chira file anh cin chén. Chon file anh can
chen.
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- Buée 3: Kich chon nut Insert hoac kich dup vao file anh can chén.

2.1.2. Chén tir thu vién cua Powerpoint.

- Buée 1: Kich chon Insert\Picture\Clip art... hoac kich chon biéu tong LE' trén
thanh cong cu Drawing.

Xuat hién ctra sO Insert picture.

H Clip Art - 3
Search For:
l Lee )
Kich mit Go de chuong trinh tif Search in:
dong tim anh trong thu vien Al coleHord .
Results should be:
All media File types ~

Daoh sach anh co trong thw vién

- Buéc 2: Kich chon niit Go (Néu phan danh sach anh chua hién cac anh trong thu vién).
- Buée 3: Kich chudt trai vao anh can chén vao slide.

2.2. Chén biéu béng.

- Cach 1: Kich chon Insert\Table... Insert Table

Xuat hlén cura sO Insert Table. Mumber of calurmns: _DK
2 -

2 >

thanh cong cu.

Dung chu¢t dé chon s6 hang va so6

| Cancel

- Céch 2: Kich chon biéu tong InsertTable... j trén E| T3 @ | IE A
cot cho biéu bang. I

Xuét hién cira s6 bén. | I || || || ||
|
|

2.3. Chén am thanh.
- Bude 1: Kich chon Insert\Movies and Sounds.
Xuét hién cira s6 Insert Sound.
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Insert Sound @@

Looki: | ) My 0o ¥ @ QX Ci e rock-
Tm tot noi chwa File ) 786 Flashiack Movies
| — __Blustonth Exchangs Folder

am thanh can chen it 1123 Doveioed:
Documents | = konat

Py Netwark
Placas Fies of bvpe: | sound Files v Cancel

- Buéce 2: Trong muc Look in tim dén noi chua file nhac can chén. Chon file nhac can
cheén.
- Bude 3: Kich chon nut Insert.

3. Thiét lap hiéu vng trinh chiéu.
3.1. Thiét lap hiéu irng cho cdc doi twong.
3.1.1. M¢ bang thiét ldp higu irng.
- Bude 1: Chon d6i twong can thiét 1ap hiéu tng.
- Buéc 2: M6 hop thoai Custom Animation... bang cac cach sau:
+ Cach 1: Kich chon Slide Show\Custom Animation...
+ Cach 2: Kich chudt phai vao ddi twong can thiét 1ap hiéu tGng chon Custom
Animation...
Xuét hién Custom Animation.

Etush_:m.ﬂ.nlmauun .4
G| @ | A

Add Effect ¥

Kich nat Add Effect de chon cic
hiéu ung cho doi tvong da duoc
chon

Sefect an aEmant of the sids,
then cick Mo Effect ™ to ac!

andmabion.
Danh sach doi tuong da duoce dat
hiéu tog. i
4 3
= EJ slide show
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3.1.2. Chon hiéu irng cho déi twong.
- Buée 1: Chon dbi tuong can dat hiéu ung.
- Budre 2: Kich chon nat Add Effect dé chon hiéu ung cho dbi tuong

: Custom Animation - X

® || &
% ndd Effect -

Enktrance » | 1. Blinds

L % %%

Emphasis » . Box

Exit » . Checkerboard

Mokion Paths »

" R 8RR

. Flw In

2
3
. Diamond
=1
il

ore Effects... =3

armalion.

Sau khi chon hi¢u tmg cho doi twong xong man hinh xuat hién nhu sau:

i Custom Animation —
@ D]

|:& Add EFfect '| P'r\_- Remove]

Chon cach thirc lam xuat hién doéi

Modify: Circle

" n: - [T T ks
tugng kh trinh dien. S

-]
trinh dién.

Chon toc do xuat hién doi tugng kln
trinh dién

“3 ©n Click, ~

ireckicor: In
/ i Medium ~
Chon huwéng zuat hién doi tuong khi 1“3 Sk Shape 2i Kichn... ~

-

[ Play | [ET side show |

] AutoPresien

3.1.3. Hiéu chinh hiéu vung.

Dé hiéu chinh hiéu ung ta thuc hi¢n nhu sau:

Trong muc Mordify:

- Muc Start: Chon cach thirc 1am xuét hién dbi tuong
(bang kich chudt, dat thoi gian).

- Muc Direction: Chon hudéng xuat hién ddi tuong.

- Muc Speed: Chon tdc do xuat hién.

Chii y: Ta lam tuong tu véi cac ddi trong khac.

3.1.4. Thiét lgp thoi gian trinh dién.
Dé thiét 1ap thoi gian trinh dién ta thuc hién nhu sau:
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Custom Animakion -

5 Add Effect v| (% Remove

Modify: Checkerboard

Start: “& on Click w
Direction: Across -
Speed: Wery Fast L

13 Zk Title 1: Fdsfsd [

Start On Click

Skart with Previous
12 | Start After Previous

Effect Options. ..

Tirnirg. ..

Show Advanced Timeline

Bemove
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- Buéc 1: Trong bang danh sach céac doi tuong da dugc dat hiéu ung, kich chudt phai vao
dbi twong can thiét 1ap thoi gian trinh dién xuat hién menu nhu hinh bén.

- Buée 2: Chon muc Timing... xuét hién bang sau:

Box @

Effect | Timing | Text Animation

Dat thoi gian xvat

hi¢n doi twong khi Start: v
trinh dien TEtEyT 0 < | seconds

| | Speed: 0,5 seconds (Very Fast)
I):'_fl toc do xuat hien [~ | it '(mmﬂ =
dot nrgng. /E'B

/ [_]rewind when done playing
T ; Tri 3
Dit so lan lap lai sw

xuat hien doi twong

!_ OK _I |— Cancel —l

- Buéc 3: Thiét 1ap cac thudc tinh thoi gian trinh dién cho dbi twong. Kich chon OK.

3.1.5. Thiét Igp ché dé tw djng lip lai trinh dién.
- Buée 1: Kich chon Slide Show\Set Up Show... xuat hién cira s6 sau:
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Chon Slide
Set Up Show 2] dé thict Lap
Chon aut nay Show type Show shdes qua trnh lap
dé thict lap @wedhya_spg#wmen} O] lai khi trinh
qua teiah Lap O Browised by an individual (windaw) O Erom: % |To: = dicn
lat kbt trinh () Browesed at a kosk (full screen)
dien
Show options Advance sides
Loop continuously unt Esc O Manualy
(] show withouk parration (5) Using timings, ¥ present
(] Sheow withaut animation Multiple monitors

Pen cobr: | N v

[l show Presenter view
Performance
[ UUse hardware graphics acceleration
Shidz show pesolution: | [Use Current Resolution] w
| ok || comel |

- Budce 2: Tich chon myc “Loop continuously until Esc”.
- Budc 3: Chon cac trang can thiét 1ap tu dong trinh dién tai muc “Show slides”.

3.2. Thiét Igp higu irng cho Slide.

- Bude 1: Chon Slide can thiét 1ap hiéu tng.

- Buéc 2: M6 hop thoai Animation Schemes... bang cac cach sau:

+ Cach 1: Kich chon Slide Show\Animation Schemes...

+ Cach 2: Kich chuét trai chon biéu twong Design ‘= P==#9%  {rén thanh cong cu
Xuét hién ctra s6 Slide Design.
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&) Design Templates
Kich chon Animation Schemes. }\_'-ué Color Schemes

i Animation Schemes

Apply a design template:
Used in This Presentation .

Recently Used

| @® | a
=l) Design Templates

_22i Color Schemes
Sy Animation Schemes

A_pply_ to s_ele&:ted_ s_llde_s:
Recently Used e
Title arc

Danh sach cac hieu tog . Elegant

| Ascend

| Faded zoom
MNo Animaktion
Mo Amimnation
Subtile
Appear
appear and dim
Fade in all
Fade in one by one
Fade in and dim
Faded wipe
Faded zoom
B scb on s indasline

ap dung cho tat ca cac Slide .

| Bppl to all Shdes |

[» play | [BET slide show |

- Budc 4: Chon hi¢u tng cho Slide.

4. Thiét 1ap trang in.
Dé thiét lap trang in ta kich chon File\Page Setup. Xuét hién ctra so sau.

Gido vién: Lé Tuin Hanh - B mén Tin hoc 165



zlv! Dé cwong bai giang hoc phc“in Tin hoc dai cuwong

Page Setup

Slides sized For: Crigntation
On-screen Show W | Slides

Width: ) Portrait
Inches (#) Landscape

Height: Motes, handouts & outline
Inches b (5 Portrait
Murnber slides fram: @ L;ndscape

1 v

4.1. Dinh dang trang in.

I theo chieu

Chon kho giay

Page Setup !
L \ —
Slides sized for: Orienitation : I
[ EECECT v | sides

Width: (O Portrai tacd
10 % Inches (®)Landscape
Height: Notes, handouts & outine
75 % Inches
£ | Orgtiat
Mumber shides from: Olandseape

In tir ban so 1 2

4.2. Chen Headers va Footers.
DPé chén Headers va Footers ta kich chon View/Header and Footer. Xuét hién cira s6

Sau:
Chéa ngay thing Header and Footer @
VAo cuol ang Side | Motes and Handouts
Inchsde on shie to £l
Tur dong cap bt = s
ngay thing |10 update automaticaly
Chén nghy |
; = ° | Panh ngay thang
VRO CUOL 1| v (Nsay thang
——— | 1a Cd d'-'lh-) \\@’Figed Preview
Tw dong cap
ngay thang | PDaoh so wr dong  |—Fside pumber
cho Slide [¥Footer _
Dinh 0gay 1| Nhap tieu de cuot ”/E;m . {Batat clurc nang
bat ky (Nga | trang Rkttt hién tieu de cuoi
la co dinh) tang
e
EM uu.-:
Danh so tw dong ' !
cho Side | '
™ psge e :
Nhap tiew dé cusi ||| 2E= o | - Nbap ticu de dau
trang | === trang

4.3.In 4n.
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Kich chon File\Print hoic nhan t6 hgp phim CTRL+P.

Choo may in

Status:
Type:

Choa Slide can in |\ hors:

Comment:
Primt range
@al

Chon noi dung can
in teén cac Slide

1 e
Entar shide numbers andfor shde ranges, For exampls, Iﬁ

(O Shdes:
#3512
b [] Collate
-4 Prinit what: Handouts
R - R
Color grayscale: )
@
Grayscale w
[Oscale to fit paper
[ Frame shdes
Lo | [ e |

5 DT
Idi= - :
et 1000
LiSE001

[Cevint to file

So ban canin

Copies
O Cumrent shde () Selection Humber of copiegs”

So Slide canin tén
mot trang giay
(Chu y: Neu 66
Print what chon
Haondouts.

- Slides: In noi dung cac Slide. In mdi Slide trén mot trang.
- Handounts: In ndi dung cac Slide. C6 thé in nhiéu Slide trén mot trang gidy.
- Note page: Chi in ra thong tin chu thich céc Slide.
- Outline: Chi in céac thong tin chinh trén cac Slide.
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