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- Soan thu moi:
- Click chuét vao nat New Mail , (Néu ban ding Outlook 4.0 thi ndt New Mail va
menu Message s& duoc thay bang Compose message va menu Compose) trén thanh

cong cu hodc chon menu Message --> New Message dé mo thu mai.
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- Mdy sé& tim trong tat ca nhiing tai li¢u, nhiing gi dugc luu trit trong nd, c6 cac
chir ma ban gd vao, sap xép theo mét trat ty nao d6 roi giri vé cho ban

- Van d¢ con lai thi ban phai ty giai quyét 1ay vi danh sach nhiing trang Web c6
lién quan c6 thé 1én t&i hang nghin, hang chuc nghin.

- Mot sb site tim kiém ndi tiéng 1a: Yahoo www.yahoo.com ,Altavista
www.altalavista.com, www.google.com.vn ...

2.2.5. Sir dung phan mém d@é nhan va gii thu

Sau khi khéi tao chuong trinh(Chon Start --> Program --> Outlook Express, hoac

Click véo biéu tugng Outlook Express trén man hinh) Trén thanh cong cu ¢ cac nut chirc

nang sau:

& Inbox - Dutlook Express =101 x|
J File Edit Yiew Tools Message Help | ,','
Y . & @& 8 - ==Y \
Create Mai Feply Reply Al Forwar d Print [elete SendfRecy Addresses
= Inbox
Folders = |[t]a[ % [From [ Subject
%71 outlook Express
15D Locel Folders There are no items in this view.
{352 Inbo
(- GEh Outhox
LS Sent Tems
13 Deleted Items
".GE Drafts 1 | i
From: To:
Subject:
Ll
Contacts ¥ E There is no message selected,
There are no contacts to display, Click
on Contacts to create a new contact.
=l
0 message(s), 0 unread @ Working Onling | Error v

- New Mail: Dung dé tao thu méi.

- Reply: Dung dé tra 15i cho tac gia cta birc thu giri cho minh.

- Reply All: Dung dé tra 10 cho tac gia va nhitng ngudi dong nhan buc thu nay.

- Forward: Dung dé chuyén tiép bt thu cho ngudi thir ba.

- Print: In thu.

- Delete: Xoa thu.

- Send/Recv: Nhan va gui thu.

- Addresses: S6 luu dija chi tao sén.

- Find: Dung dé tim thu.

- Churc nang cua cac Folders chinh

- Inbox: Chira nhitng thu nhan vé.

- Outbox: Chtra nhitng thu da soan xong va cho g di.

- Send Items: Copy nhitng thu da gui thanh cong.

- Deleted Items: Chura nhiing thu bi xo04

- Ngoai céc Folders chinh trén ban c6 thé tao nhiing Folders cua riéng minh dé thuan
tién trong viéc quan ly thu: Trén thanh menu cta giao dién Outkook Express:

- chon File -> Folder -> New dé tao Folder riéng cho minh.
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Goi chuong trinh gui nhan e-mail tir Web Browser
Goi chuong trinh nhan, gui e-mail cua trinh duyét hoac s dung truy cép dia chi
trude tiép tir trinh duyén
b. Lwu lai cac dia chi Web wa thich
Day la tién ich cua trinh duyét, cho phép ngudi sir dung luu lai céc dia chi cac trang
Web (st dung tinh ning Bookmark (Favorities)) ua thich mot cach c6 hé thng, theo
chu dé, theo tinh chét str dung, theo sé thich c nhan ...
Trong MSIE, Tinh nang nay dugc goi la Favorites: (/Favorites/Add to Favorites,
Organize Favorites)
Trong Netscape: Tinh nang nay dugc goi la Bookmark (/Go/Bookmarks)
2.2.4. Tim kiém thong tin trén Internet
Internet c6 thé duoc xem nhu 1a mot kho thong tin khéng 10, chira dung hau nhu 1a
toan bo kién thirc ctia nhan loai, nhung tiéc thay, ngudn tri thirc d6 lai khong duogc sip xép
theo mot trat ty ndo ca (thuc ra, viéc sap xép hau nhu khong thé thuc hién duoc va ban than
cac thong tin trén Internet cling that kho ma kiém chung). Néu khong thanh thao, ban rat
dé bi lac 16i va chim ngap trong mot mé thong tin vo cung hdn don va muén hinh muén vé
ay.
bé dinh hudng va tim kiém thong tin, nguoi ta da tao nén mot ) may chu “tim kiém”
con goi la Searching Engines. Cac engine nay s€ gitip ban “suc sao” trong Internet va tim
nhirng thong tin ma ban can. Pon gian, hiy gd thong tin ban can tim va may s& liét ké cho

ban mot danh sach cac dia chi ma & do, ban c6 thé tim ra nhiing thong tin hiru.

'€ Google - Windows Internet
QIV; i-‘l ttpe//www.google.comwvn, "!'7}/\ -.' Google P
File Edit View Favorites Tools Help
¢ ¥ cooge BBl 9r 0 0B K
Web Hinh anh Video Tin Tirc Nhém Blog Gmail thém v iGoogle | Cai dat tim klénx:Déngnhég x
Google
Viét Nam

— O ———— F £hog qu Nadn noi
\ Tim véi Google \ _ Xem Trang Déu tién Tim duoc

Tim kiém trén: @ web © nhing trang viét bang tiéng Viét © nhiing trang tir Viét Nam

Google.com.vn hién d3 c6 béng cac ngdn ngiv: English francais 37 (B8)

@ Intemnet | Protected Mode: On fa v R100% ~

Cach thirc thuc hién:

- Truy cap vao web site d6 (VD: http://www.yahoo.com/ or
http://www.google.com.vn )

- Hay gd véo thong tin ban can (VD: “Miss world™)
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Trén cac trang thong tin c6 mot s6 tir cé thé "né" ra, mdi tir ndy thyc chat déu co
mot lién két véi cac thong tin khac. Dé thuc hién viée lién két cac tai nguyén nay,
WWW st dung phuong phéap c6 tén 1a URL (Universal Resource Locator). V&i URL,
WWW ciing c6 thé truy nhép t6i cac tai nguyén thong tin tir cac dich vu khac nhau nhur
FTP, Gopher, Wais... trén cac server khac nhau.

Nguoi dung sir dung mot phan mém Web Browser dé xem thong tin trén cac may
cht WWW. Tai server phai c6 mot phan mém Web server. Phin mém nay thuc hién
nhan cac yéu cau tir Web Browser giri 1én va thuc hién yéu cau do.

Vi sy bung n6 dich vu WWW, dich vu nay cang ngay cang dugc mo rong va dua
thém nhiéu k¥ thuat tién tién nham ting kha nang biéu dat thong tin cho nguoi sir dung.
c. Dich vu truyén file - FTP (File Transfer Protocol)

Dich vu FTP dung dé truyén tai cac file dir liéu giita cac host trén Internet. Cong
cu dé thue hién dich vu truyén file 1a chuong trinh ftp, nd st dung mot giao thirc ctua
Internet 1a giao thirc FTP (File Transfer Protocol). Nhu tén cta giao thirc da noi, cong
viéc cua giao thire nay 1a thuc hién chuyén cac file tir mot may tinh ndy sang mot may
tinh khéc.

Giao thirc nay cho phép truyén file khong phu thudc vao van dé vi tri dia 1y hay
moi

truong hé diéu hanh cia hai may. Diéu duy nhat can thiét 1a ca hai may déu cd
phan mém hiéu duoc giao thirc FTP.

Mubn str dung dich vu nay trude hét ban phai c6 mot ding ky nguodi ding & may
remote va phai c6 mot password tuong ng. Viéc ndy s& giam sb ngudi duoc phép truy
cip va cap nhap cac file trén hé thong & xa. Mot s6 may chu trén Internet cho phép
banlogin v&i mot account la anonymous, va password 1a dia chi e-mail cua ban, nhung

tat nhién, khi d6 ban chi c6 mot sé quyén han ché v6i hé thong file & may remote.

2.2.3. Wide web, cac chirc nang co ban caa trinh duyét Internet

a. Mé mdt trang Web trén Internet:
G tryc tiép dia chi cua trang Web vao 6 dia chi (address hodc location tuy theo
trinh duyét) hodac dung menu /File/Open

- o x
[¥] .com/vi- C || Search. el
Fmsn m:
[ R ] @ v P Safety v Tools v @ W 0
~
¥ | b | tmk B  osngnhap 2%

Cép nhét dich viém phéi c&p do virus Covid-19 >

v
— - = .
httpi// A /t56c3%a0i-x%ee phiel 1g-%6cA%91%e1%bb%9-c%e1 %bb%g3n-g° R 100%
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Thu dién tr, hay thuong goi e-mail, 1a mét trong nhing tinh ning quan trong nhat
cta Internet. Mic du ban dau dugc thiét ké nhu mot phuong thirc truyén cac thong diép
riéng giita nhimg ngudi ding Internet, Internet e-mail 1a phwong phap truyén vin ban
ré tién nhét c6 & moi noi. Chi tén khoang vai cent dé giri e-mail di bt ky dau trén thé
gidi, ré hon nhiéu so voi cudce buu dién loai thdp nhat. Mot trong nhiing loi ich chinh
ctia email 1a téc d6 luu chuyén. Tuy khong tirc thoi nhu fax, thoi gian truyén e-mail
thudong dugce tinh bang phut, ngay ca khi nguoi giri va ngudi nhan 6 tan hai du cia trai
dat.

Hé thong dia chi e-mail: Mot van dé vo clng quan trong trong qua trinh giri hay
nhén thu 13 cach xac dinh chinh xac dia chi cua thu can gui dén. Dé thuc hién diéu nay
nguoi ta st dung dich vu danh tén viung (Domain Name Service - DNS). Dya trén dich
vu danh tén vung, viéc danh dia chi e-mail cho nguoi st dung s¢€ rat don gian nhu sau:

Tén nguoi sit dung@Tén day du cua domain

Vi du nguoi dung Nguyén Vin A thudc domain 14 hn.vnn.vn sé c6 thé cé dia chi e-
mail 12 AVNGUYEN@HN.VNN.VN

Hé thdng phan ving

Domain Té chirc Domain Quoc gia
com (Commercial) | Thuong mai at Ao
edu (Educational) | Giao duc au Uc
gov Nha nudc ca Canada
int (International) | T6 chuc quoc té de Puc
mil (Military) Quan doi Fr Phéap
net (Networking) | Tai nguyén trén Jp Nhat
org Céc t6 chirc khac uk Anh
Béang 17.1: Domain t6 chic us My§
vn Viét Nam

Bang 17.2: Domain mang tinh dia ly
b. Dich vu mang thong tin toan cau
bay dich vu méi va manh nhét trén Internet. WWW duoc x4y duyng dua trén mot

k¥ thuat c6 tén goi la hypertext (siéu van ban). Hypertext 1a k¥ thuat trinh bay thong tin

9
AN

trén mot trang trong d6 c6 mot s6 tir ¢o thé "nd" ra thanh mot trang thong tin méi cd
noi dung day da hon. Trén cing mot trang thong tin ¢ thé c6 nhiéu kiéu dir liéu khac
nhau nhu TEXT, anh hay 4m thanh. Pé xdy dung cac trang dir liéu véi cac kiéu dir liéu
khac nhau nhu vay, WWW str dung mot ngdn ngtt c6 tén la HTML (HyperText Markup
Language). Ngon nglt HTML duogc xdy dung trén co s& ngon ngir SGML (Standard
General Markup Language). HTML cho phép dinh dang céc trang thong tin, cho phép

thong tin duoc két ndi véi nhau.
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Nhu vy, ngudi ding trong Internet hinh dung Internet 1am mot mang thong nhat
va bat ky hai may ndo trén Internet déu dugc ndi voi nhau thong qua mot mang duy
nhat.

Hinh v& sau mo ta kién truc tong thé cua Internet.

Internet

Physical
net

(a) - Mang Internet dudi con mdt ngueoi sir dung. Cdac mdy dwge ndi véi nhau thong
qua mét mang duy nhdt. (b) - Kién tric tong qudt ciia mang Internet. Cdc routers cung
Cdp cdc két néi giita cdc mang.

g. Van dé quan Iy mang Internet

Thuc chét Internet khong thude quyén quan 1y cia bt ky ai. N6 khong co giam
dbc, khong cd ban quan tri. Ban c6 thé tham gia hoic khong tham gia vao Internet, d6
1a quyén cua mdi thanh vién. Mdi mang thanh phan s& c6 mot giam ddc hay chu tich,
mdt co quan chinh pha hodc mét hing diéu hanh, nhung khéng c6 mét t chirc nao chiu
trach nhiém vé toan bo Internet.

Hi¢p hoi Internet ( Internet Socity- ISOC) 1a mét hi€p hoi tu nguyén c6 muc dich
phét trién kha ning trao doi thong tin dwa vao cong nghé Internet. Hiép hoi bau ra
Internet Architecture Board- IAB (Uy ban kién trac mang). Ban nay c6 trach nhiém dua
ra cic hudng dan vé k¥ thuét ciing nhu phuong hudng dé phat trién Internet. IAB hop
dinh ky dé ban vé cac van dé nhu cic chuén, cach phan chia tai nguyén, dia chi ...

Moi ngudi trén Internet thé hién nguyén vong ctia minh thong qua uy ban k¥ thuat
Internet ( Internet Engineering Task Force - IETF ). IETF ciing 13 mot to chuc tu
nguyén, co muc dich thao luan vé cac van dé k¥ thuat va sy hoat dong cua Internet. Néu
mot van dé dugc coi trong, IETF 14p mot nhom ki thuat dé nghién ctru van dé nay.

Nhom dic trach nghién ctru phét trién Internet ( IRTF )

Trung tAm thong tin mang ( Network information center-NIC ) gdm c6 nhiéu trung
tdm khu vuc nhu APNIC - khu vyc Chau 4-Thai binh duong. NIC chiu trach nhi€ém
phan tén va dia chi cho cdc mang may tinh ndi vao Internet.

2.2.2. Cac dich vu thong tin trén Internet
a. Dich vu thu dién tw - Electronic Mail (E-mail)
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Céc thiét bi cam tay hay bo tai thuong cé thé lién lac v6i nhau bang phuong phap
khong day va theo kiéu LAN. Mot phuong 4n khac dugc dung cho dién thoai cam tay
dua trén giao thirc CDPD (Cellular Digital Packet Data) hay 1a dit liéu géi kiéu cellular
50.

Céc thiét bi khong day hoan toan co thé ndi vao mang thong thudng (co day) tao
thanh mang hdn hop (trang bi trén mot sé6 may bay hanh khach chang han).

2.2. Internet va cac dich vu Internet
2.2.1. Internet
e. Lich sir phat trién

Mang Internet ngiy nay 14 mgt mang toan cau, bao gdm hang chuc triéu nguoi sir
dung, dugc hinh thanh tir cudi thap ky 60 tir mot thi nghiém cia Bo qudc phong My.
Tai thoi diém ban dau do 1a mang ARPAnet ctia Ban quan 1y dy an nghién ctru Qubc
phong. ARPAnet 1 mot mang thir nghiém phuc vu cac nghién ctiru qudc phong, mot
trong nhitng muc dich cta nd la xay dung mdt mang may tinh c6 kha nang chiu dung
céc su ¢b ( vi du mot s niit mang bi tan cong va pha huy nhung mang van tiép tuc hoat
dong ).

Mang cho phép mot mdy tinh bat ky trén mang lién lac voi moi méy tinh khéc.
Kha ning két ndi cac hé thong may tinh khic nhau di hap din moi ngudi, va lai day
cling 1a phuong phap thyc té duy nhat dé két ndi cac mdy tinh cta cac hang khac nhau.

Két qua 1a cac nha phat trién phan mém & My, Anh va Chau Au bét dau phat trién
cac phin mém trén bd giao thirc TCP/IP (giao thirc duoc sir dung trong viéc truyén
thong trén Internet) cho tat ca cic loai may. Diéu nay ciing hip dan cac trudng dai hoc,
cac trung tAm nghién ctru 16n va cic co quan chinh phu, nhirg noi mong muén mua
may tinh tir cdc nha san Xuét, khong bi phu thudc vao mét hang ¢ dinh nao.

Ngay nay mang Internet d3 duogc phat trién nhanh chong trong gidi khoa hoc va gido
duc cua My, sau do6 phat trién rong toan cAu, phuc vu mot cach déc luc cho viéc trao dbi
thong tin trude hét trong cac linh vyc nghién ctru, gido duc va gan day cho thuong mai.

f. To chirc ciia Internet

Internet 1a mot lién mang, tirc 1a mang cia cac mang con. Vay dau tién 1a van dé
két ndi hai mang con. Dé két ndi hai mang con véi nhau, c6 hai van dé can giai quyét.
V& mat vt 1y, hai mang con chi co thé két ndi voi nhau khi c6 mot may tinh co thé két
nbi v6i ca hai mang nay. Viéc két n6i don thuan vé vay ly chua thé 1am cho hai mang
con c6 thé trao doi thong tin voi nhau. Vay van dé thr hai 1a may két ndi duoc vé mat
vat 1y v6i hai mang con phai hiéu dugc ca hai giao thirc truyén tin duoc sir dung trén
hai mang con nay va cac goi thong tin ciia hai mang con s€ dugc gui qua nhau thong

qua do.

ThS. Duwong Truwong Quéc Khdanh 177

Ung dung CNTT Co bdn
MODULE IU1: KIEN THUC CONG NGHE THONG TIN
CHUONG 1: KIEN THUC CO BAN VE MAY TiNH VA MANG MAY TiNH
1.1. Théng tin va biéu dién thong tin trong may
tinh dién tir

1.1.1. Thong tin
= Khai niém vé thong tin
Dit liéu c6 thé 1a cac ki tu, van ban, chit, s6, hinh anh, 4m thanh, hodc video chua dugc to
chure, xir Iy va chua c6 y nghia.
Thong tin 1a dir licu da dugc xu ly, t6 chirc, cdu trac hodc trinh bay trong mdt bdi canh cu
thé dé 1am cho né hiru ich, cé y nghia.
Vi dy: TP. Pa Nang, Khu Il, P. Thac Gian, dudng 3/2, Q. Hai Chau la dir liéu. “Pia chi
Khoa CNTT&TT la Khu Il, duong 3/2, P. Thac Gian, Q. Hai Chau, TP. Pa Nang” 1a thong
tin.
Hé thong thong tin (information system) 1a mot hé thong ghi nhan dit liéu, xur 1y chiing dé

tao nén thong tin cé y nghia hodc dir liéu maéi (hinh 1.1)

Nha Xuit

Hinh 1.1: Hé théng thong tin

* Pon vi do thong tin

Don vi co s¢ dung dé do thong tin duoc goi 1a BIT (Blnary digiT). Mot BIT 1a mot chi thi
hoic mot thong bao vé su kién nao d6 c¢6 1 trong 2 trang thai la: Tat (Off) / Mé (On) hay
bung (True) / Sai (False).

S6 hoc nhi phan sur dung hai chir s6 0 va 1 dé biéu dién céc sd, nén sb hoc nhi phan duogc
dung dé biéu dién trang thai cua 1 BIT. Trong tin hoc, ngudi ta thudng sir dung cac don vi

do thong tin 16n hon nhu sau:

Tén goi Ky hiéu Gia tri
Byte B 8 bit
KiloByte KB 2'0B = 1024 Byte
MegaByte MB 210 KB
GigaByte GB 210 MB
TetraByte B 20 GB
Petabyte PB 210 TB
Exabyte EB 219PB
Zettabyte ZB 20 EB
Yottabyte YB 21078
Brontobyte BB 21°YB
Geopbyte GeB 219BB

* Qua trinh xir ly thong tin
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Moi qué trinh xtr ly théng tin bang may tinh hay bang con ngudi déu duoc thuc hién theo
mot quy trinh sau: Dit liéu (data) dugce nhap ¢ dau vao (Input). My tinh hay con nguoi sé
thuc hién qua trinh xtr Iy nao do dé tao ra thong tin & dau ra (Output). Qua trinh nhap dir
lidu, xir Iy va xuat thong tin déu c6 thé duge luu trit. Hinh 1.2 mo ta téng quat trinh xtr 1y
thong tin.

NHAP DU LIEU XU LY XUAT DU LIEU/ THONG TIN
(INPUT) " (PROCESSING) > (OUTPUT)

LUV TRU (STORAGE)

Hinh 1.2: M6 hinh tong quat qua trinh xir Iy thong tin
= Xir ly thong tin bing mdy tinh dién tir
Bdn chirc ning co ban ciia mdy tinh ciing dugc biét dén nhu 14 chu trinh xtr Iy thong tin:
- Nhap dir li¢u: may tinh tap hop dir liéu hodc cho phép nguodi dung nhap dir lidu.
- Xir 1y: dir liéu dugc chuyén thanh thong tin.
- Xuat dir liéu: Két qua xu 1y duoc xuit ra tir mdy tinh.
- Luu trit: dit liéu hodc thong tin duoc luu trir dé sir dung trong tuong lai.
= Biéu dién thong tin trong may tinh dién tir
Dit liéu s6 trong may tinh gdm c6 s6 nguyén va sb thuc.

Bieéu dien so0 nguyén: SO nguyén gom so nguyén khong dau va so nguyén cé dau. So

nguyén khong du 1a sé khong c6 bit déu nhu 1 byte = 8 bit, ¢6 thé bidu didn 28 = 256 s6
nguyén duong, cho gia tri tir 0 (0000 0000) dén 255 (1111 1111). S6 nguyén c6 dau thé
hién trong may tinh ¢ dang nhi phan 1a sb dung 1 bit 1am bit diu, ngudi ta qui wée ding
bit & hang dau tién bén trai lam bit ddu (S): 0 13 sb duwong va 1 cho sb am.

Biéu dién ky tu: Dé c6 thé bidu dién cac ky tu nhu chit cai in va thuong, cac chit sb, cac ky
hiéu... trén may tinh va cac phuong tién trao d6i théng tin khac, ngudi ta phai 1ap ra cac bd
mi (Code System) qui u6c khac nhau dya vao viée chon tip hop bao nhiéu bit dé dién ta 1
ky tu twong Gng, vi du cac hé ma phd bién:

H¢ thap phan ma nhi phan BCD (Binary Coded Decimal) dung 4 bit.

Hé thap phan ma nhi phian mé rong EBCDIC (Extended Binary Coded Decimal
Interchange Code) dung 8 bit twong duong 1 byte dé bidu dién 1 ky ty.

Hé chuyén dbi thong tin theo ma chuan cia My ASCII (American Standard Code for
Information Interchange) 1a hé ma thong dung nhat hién nay trong nganh tin hoc. Hé ma
ASCII dung nhém 7 bit hodc 8 bit dé bicu dién téi da 128 hodc 256 ky tu khac nhau va ma
hoa theo ky tu lién tuc theo co s 16.

H¢é ma ASCII 7 bit, ma héa 128 ky tu li€n tuc nhu sau:
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- Lam dung hé thong mang dé lam diéu phi phap hay thiéu dao dtrc: Céc to chitc budn
nguoi, khiéu dam, luong gat, hay tdi pham qua mang, t6 chirc tin tic dé an cép tai
san clia cong dan va cic co quan, to chirc khing b, ...

- Mang cang 16n thi nguy co lan truyén cic phan mém éc tinh cang dé xay ra.

- Hé théng budn ban tré nén khé kiém soat hon nhung cling tao diéu kién cho canh
tranh gay git hon.

- Mot van d& nay sinh 1a x4c dinh bién gii giira viéc kiém soat nhan vién lam cong va
quyén tu hitu ctia ho. (Chu thi mudn toan quyén kiém soat cac dién thu hay cac cudc
trd chuyén trye tuyén nhung diéu nay c6 thé vi pham nghiém trong quyén c4 nhan).

- Van dé giao dyc thanh thiéu nién ciing tré nén khé khan hon vi cac em c6 thé tham
gia vao céc viéc trén mang ma cha me kho kiém soat ndi.

- Hon bao gid hét véi phuong tién thong tin nhanh chéng thi su ty do ngén luan hay
lam dung quyén ngdn lun ciing c6 thé anh huéng sau rong hon trude day nhu 14 cac
truong hop ciia cac phan mém quang cdo (adware) va cac thu rac (spam mail).

2.1.4. Phan loai mang may tinh

a. Mang cuc bo LAN (Local Area Network)
- Truyén dit lidu tdc dd cao
- Tbn tai trong mot khu vuc dia 1i gidi han
- Cong ngh¢ dé hinh thanh mang tuong ddi ré tién

b. Mang do6 thi MAN (Metropolitan Area Network)
- Truyén dit liéu téc do cao
- Tén tai trong mot khu vuc dia li gidi han
- Két hop nhiéu mang LAN, phirc tap hon mang LAN
- Cong nghé dé hinh thanh mang tuong dbi dit.

c. Mang dién rong WAN (Wide Area Network)
- Truyén dit liéu téc do cao
- Tén tai trong mot khu vuc dia li khong han ché
- D@ truc tric boi cac khoang cach truyén dir liéu xa
- Két hop nhiéu mang LAN hay mang MAN, phtic tap hon mang LAN, MAN
- Cong nghé dé hinh thanh mang dat tién.

d. Mang GAN (Global Area Network)

Két ndi may tinh tir cac chau luc khic nhau. Thong thudng két ndi nay duoc thuc
hién thong qua mang vién thong va vé tinh. Mang GAN dugc hinh thanh tir nhiéu mang
LAN, MAN, WAN.

2.1.5. Mang khong day
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Vao giita thap nién 1980, ngudi sir dung dung cac may tinh doc 1ap bat dau chia sé
cac tap tin bang cach dung modem két ndi v4i cac mdy tinh khac. Cach thirc nay duoc
goi 1 diém nbi diém, hay truyén theo kiéu quay s6. Khai niém nay dugc mé rong bang
cach dung cac may tinh 13 trung tim truyén tin trong mot két ndi quay sd. Cac mdy tinh
nay duoc goi 1a san thong bao (bulletin board). Cac ngudi dung két ndi dén san thong
bao nay, dé lai d6 hay lay di cac thong diép, ciing nhu giri 1én hay tai vé cac tap tin. Han
ché cua h¢ thdng 13 c6 rat it hudng truyén tin, va chi voi nhing ai biét vé san thong bao
d6. Ngoai ra, cac mdy tinh tai san thong bao can mot modem cho mdi két ndi, khi sb
luong két ndi tang 1én, hé thong khong thé dap tmg duge nhu cau.

Qua céc thap nién 1950, 1970, 1980 va 1990, B6 Qudc phong Hoa Ky da phat trién
cac mang dién rong WAN tin cdy nham muc dich quan sy va khoa hoc. Cong nghé nay
khac truyén tin diém ndi diém. Né cho phép nhiéu may tinh két ndi lai v6i nhau bang
cac duong din khac nhau. Ban than mang s& xach dinh dit liéu di chuyén tir may tinh
nay dén may tinh khac nhu thé nao. Thay vi chi cé thé thong tin véi mot may tinh tai
mot thoi diém, nd cé thé thong tin v6i nhidu may tinh cung lac bang cung mot két ndi.
WAN ctia B Qudc phong Hoa Ky vé sau tro thanh Internet.

2.1.3. Ung dung ciia mang may tinh

Trong t6 chic:

- Chia sé tai nguyén: Cac ung dung, kho dir liéu va cac tai nguyén khac dugc dung
chung.

- Do tin cay va sy an toan cua thong tin cao hon. Thong tin dugc cap nhat theo thoi gian
thuc, do d6 chinh xac hon. Mot khi ¢6 mot hay vai may tinh bi hong thi cac may con
lai vAn c6 kha ning hoat dong va cung cip dich vu khong gay 4ch tic.

- Tiétkiém: qua k¥ thuat mang ngudi ta c6 thé tin dung kha ning cua hé théng, chuyén
mon hod cac may tinh, va do d6 phuc vu da dang hoa hon.

- Mang may tinh con la mot phuong tién thong tin manh va hiru hiéu gitra cac cong su
trong to chuec.

Véi nhiéu ngudi: Hé thdng mang cung cap nhiéu tién loi cho sy truyén thong tin trong

cac moi quan hé ngudi voi nguoi nhu 1a:

- Cung cip thdng tin tir xa gitra cac ca nhan

- Lién lac tryc tiép riéng tu giira cac ca nhan véi nhau.

- Lam phuong tién giai tri chung nhau: nhu cac tro choi, cac thd tiéu khién, chia sé
phim anh, vv qua mang. Céc ing dung quan trong hi¢n tai qua mang la: thu dién tu,
hoi nghi truyén hinh (video conference), dién thoai Internet, giao dich va 16p hoc ao
(e-learning hay virtual class), dich vu tim kiém thong tin qua cac may truy tim, vv.

Véi xa hoi: Quan hé gitta nguoi v6i ngudi trd nén nhanh chéng, dé dang va gan giii hon

cling mang lai nhi€u van dé xa hoi can giai quyét nhu:
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0 : NUL (ky tu rong)

1-31 : 31 ky tu diéu khién

32 -47 : cac dau trong SP (space) ! “#$% & () *+,-./
48 - 57 : ky s6 tir 0 dén 9

58 - 64 : cicdau:;<=>?@

65 - 90 : cac chir in hoa tir A dén Z

91 - 96 : cacdau[ \ ] _°

97 - 122 : cac chir thuong tir a dén z

123 -127 : cacdau { | } ~ DEL (x6a)

Hé ma ASCII 8 bit (ASCII mé rong) c6 thém 128 ky tir khac ngoai cac ky tw néu trén gdbm
cac chit cai co dau, cac hinh v&, cac dudng ké khung don va khung doi va mot sb ky hiéu
dac biét.

1.1.2. Biéu dién thong tin trong may tinh dién tir

= Biéu dién s6 trong cac hé dém

Hé dém 1a tap hop cac ky hiéu va qui tic sir dung tap ky hiéu d6 dé biéu dién va xac dinh
gia trj clia cac s6. M6i hé dém c6 mot sb ky sé (digits) hiru han. Tong sb ky s6 ctia mdi hé
dém duogc goi 1a co s6 (base hay radix), ky hiéu 1a b.

Hé dém co's6 b (b >= 2, b 13 s6 nguyén duong) mang tinh chit sau :

C6 b ky s6 dé thé hién gia tri s6. Ky s6 nho nhat 1a 0 va 16n nhét 1 b-1. Gia tri vi tri th@ n

trong mot s6 ctia hé dém bang co s6 b liiy thira n: bN

S N(b) trong hé dém co s (b) duoc biéu dién bdi: N(b) = @n an-1 @n-2... &1 a0 a1 a2... an
trong do, $b N(b) c6 n+1 ky s6 biéu dién cho phz‘in nguyén va m ky s6 1& biéu dién cho
phﬁn thap phan, va co gia tri la:

Ny =a,b"+a, b +a,,b"" +. +ab +a b’ +a b +a,b” +.. +a_,b™
Trong nganh toan - tin hoc hién nay phd bién 4 hé dém 1a hé thap phan, hé nhi phan, hé bat
phan va hé thap luc phan.

* Hé dém thap phan

Hé dém thap phan hay hé ¢ém co s6 10 (b=10) 1a mét trong céc phat minh ctia nguoi A rap
cd, bao gom 10 ky s theo ky hiéu sau: 0, 1, 2, 3,4, 5,6, 7,8, 9

= H¢ dém nhi phan

Hé dém nhi phan hay hé dém co s6 2 (b=2). Pay la hé dém don gian nhat vai 2 chir s6 13 0
va 1. Mdi chir s6 nhi phan goi 14 BIT (Blnary digiT). Dé dién ta mot s6 16n hon thi can két
hop nhiéu bit v6i nhau.

= H¢ dém bat phan
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Uhg dung CNTT Co ban
Heé bat phan hay hé dém co s6 8 (b=8). Hé dém nay c6 8 chirsd: 0, 1, 2, 3,4, 5, 6, 7.
= Hé dém thap luc phén
Hé dém thap luc phan hay hé dém co sd 16 (b=16). Khi thé hién & dang hexa-decimal, ta
c616kytw: 0,1,2,3,4,5,6,7,8,9,A, B, C,D, E, F dé biéu dién céac gié tri s6. Cac chir
in A, B, C, D, E, F tuong tmg véi cac gia tri s6 la 10, 11, 12, 13, 14, 15 trong hé dém thap
phan. Bang 1.1, qui doi twong duong 16 chir s6 dau tién cua 4 hé dém

Hé10 | Hé2 | Hé8 | Hél6
0 0 0 0
1 1 1 1
2 10 2 2
3 11 3 3
4 100 4 4
5 101 5 5
6 110 6 6
7 111 7 7
8 1000 10 8
9 1001 11 9
10 1010 12 A
11 1011 13 B
12 1100 14 C
13 1101 15 D
14 1110 16 E
15 1111 17 F

Bang 1.1: Qui ddi twong dwong 16 chit s6 dau tién cta 4 hé dém
= Me¢énh dé logic
Ménh dé logic 1a m¢nh d& chi nhan mot trong 2 gia tri : Ping (TRUE) hodc Sai
(FALSE), twong duong vé1 TRUE = 1 va FALSE = 0. Phép toan phu dinh NOT,
vi du NOT TRUE = FALSE; NOT FALSE = TRUE. Phép toan logic 4p dung
cho 2 gia tri TRUE va FALSE tmg véi to hop AND (va) va OR (hoic) nhu sau:

X Y AND(X, Y) | OR(X,Y)
TRUE TRUE TRUE TRUE
TRUE FALSE FALSE TRUE
FALSE TRUE FALSE TRUE
FALSE FALSE FALSE FALSE

= Céu tric tong quat ciia may tinh dién tir
MBJi loai may tinh c6 thé c6 hinh dang hodc céu tric khac nhau, tiy theo muc dich sir
dung, nhung mot cach tong quat, may tinh dién tir 1a mot hé xir 1y thong tin ty dong
g6m 2 phan chinh: phan cirng va phin mém.

1.1.3. Phan cing
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MODULE I1U6: LAN/INTERNET
CHUONG 2: LAN VA MANG INTERNET

2.1. Giéi thiéu tong quan vé mang may tinh
2.1.1. Mang may tinh

Mang may tinh hay hé thong mang (tiéng Anh: computer network hay network
system), 1a mot tap hop cac may tinh tu hoat dugc két ndi nhau thong qua cac phuong
tién truyén dan dé nham cho phép chia sé tai nguyén: mdy in, may fax, tép tin, dir
lidu....Khac vai cac tram truyén hinh chi gui thong tin di, cac mang may tinh ludn hai
chiéu, sao cho khi may tinh A giri théng tin t&i may tinh B thi B ¢6 thé tra 15i lai cho A.

Noi cach khac, mot s may tinh dugc két ndi véi nhau va co thé trao doi thdng tin
cho nhau goi la mang may tinh.

Cic thanh phin ciia mang c6 thé bao gdém:

—  Céc thiét bi dau cudi (end system) két ndi v6i nhau tao thanh mang, c6 thé 1a cac
may tinh hodc céc thiét bi khac. N6i chung hién nay ngay cang nhiéu cic loai thiét
bi c6 kha nang két ndi vao mang may tinh nhu dién thoai di dong, PDA, tivi,...

— MB0i trudng truyén (media) ma céac thao tac truyén thong duoc thuc hién qua do.
MBoi trudng truyén c6 thé 1a cac loai diy dan (day cap), song (d6i v6i cic mang
khong day).

— Giao thure (protocol) 13 cac quy tic quy dinh cach trao doi dit liéu giira cac thuc
the.

2.1.2. Lich sir mang may tinh

May tinh cta thap nién 1940 1a cac thiét bj co-dién tir 16n va rat d& hong. Su phat
minh ra transitor ban dan vao nim 1947 tao ra co hoi dé 1am ra chiéc may tinh nho va
dang tin cay hon.

Niam 1950, cic may tinh mainframe chay boi cac chuong trinh phiéu dyc 15 bat dau
dugc dung trong cac hoc vién 16n. Piéu nay tuy tao nhiéu thudn loi véi may tinh c6 kha
nang duogc lap trinh nhung cling c6 rat nhiéu khé khin trong viée tao ra cac chuong trinh
dwra trén phiéu duc 15 nay.

Vao cudi thap nién 1950, mach tich hop (IC) chtra nhiéu transitor trén mot mau ban
dan nho dugc phat minh, tao ra mdt budc nhay vot trong viéc tao ra cac may tinh manh
hon, nhanh hon va nhé hon. Pén nay, IC c6 thé chtra hang tri¢u transistor trén mot mach.

Vao cubi thap nién 1960, dau thap nién 1970, cac may tinh nho duoc goi 1a
minicomputer bat dau xuét hién.

Nam 1977, cong ty may tinh Apple Computer gidi thiéu may vi tinh cling dugc goi
Ia may tinh ca nhan (personal computer - PC).

Niam 1981, IBM dwa ra may tinh ca nhan dau tién. Sy thu nho ngay cang tinh vi hon

cua cac IC dua dén viéc s dung rong rai may tinh ca nhan tai nha va trong kinh doanh.
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Ung dung CNTT Co ban
= May vi tinh va thiét bi cAm tay théng minh
Mic du cac may tinh c6 kich ¢& va hinh dang khac nhau, nhung cac thanh phan co ban can
thiét dé hoan thanh chu trinh xr 1y thong tin phai c6 mit trong d6. Ngoai may vi tinh
(microcomputers) nhu may tinh dé ban va may tinh xach tay va céc thiét bi di dong ma
ching ta quen thudc, ciing c6 may tinh dic biét bao gom may chu (server), may tinh 16n
(mainframes), siéu may tinh (supercomputers), va may tinh nhing (embedded computers).
May vi tinh (microcomputers) duoc phan loai nhu cac may tinh nho, ré tién duoc thiét ké dé
sir dung c4 nhan va 1a cdc may tinh ma hau hét moi nguoi thuong sir dung. Cac may vi tinh
trong pham vi thé loai microcomputer c¢6 kich thudc tir hé thong may tinh dé ban 16n téi céc
thiét bi cam tay phu hop trong tdi. Mot s6 loai pho bién nhét ciia may vi tinh bao gom méy
tinh dé ban (Desktop computers), may tinh xach tay (Notebook computers), may tinh bang
(Tablet computers), cac thiét bi di dong (Mobile devices). Hinh 1.3, mo ta cac thiét bi nay.

Notebook

Tablet

Hinh 1.3: Cac loai may vi tinh (microcomputers)
May tinh dé ban (Desktop computers): May tinh dé ban 13 cc may tinh dit trén ban lam
viéc, san nha hodc trén mot bé mat béng phéng va ¢6 ban phim, chudt, man hinh, va céc
phan thiét bi khac c6 thé thao roi. May tinh dé ban thudng roi vao hai loai chinh: may tinh
ca nhan hoic may tinh Mac. Céc tinh c nhan (personal computer -PC), ban dau dugc goi
1a IBM may tinh ca nhan, hién nay duoc san xuit béi mot loat cac cong ty bao gdm Hewlett-
Packard, Dell va Gateway, ... Cac may tinh Apple Macintosh, nay dugc goi 1a Mac, c6 thé
thuc hién céc chirc nang tuong tu nhu PC. Nguoi dung may tinh c6 thoi gian dai tranh luan
12 PC t6t hon hay Mac. Ca hai loai mdy tinh déu c6 nhiing vu diém va khuyét diém, nhung
trong thyc té, ca hai la cac hé thdng tbt va sy lua chon tly theo so thich ca nhan. Su khéc
biét chinh gitra mat tinh PC va may tinh Mac lién quan dén cac bo vi xir Iy va hé diéu hanh
str dung khac nhau. May tinh PC thuong dugc sir dung trong moi truong hé diéu hanh
Microsoft Windows va Mac str dung hé diéu hanh Mac. May tinh PC c6 thi phan 16n hon
trong s6 ngudi str dung may tinh va trong thi phan kinh doanh, trong khi may tinh Mac thi

noi tiéng vai cac chuyén gia thiét ke do6 hoa.
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Ung dung CNTT Co ban

May tinh xach tay (Notebook computers): May tinh xach tay cho phép nguoi dung co
thé mang xach dugc, lam cho thong tin ctia ho luu dong. Thuét nglt ban dau 1a “Laptop”
va dan dan dugc thay thé bang thuc ngit "Notebook". May tinh xach tay duoc thiét ké dé
lwu dong va bao gdm mat pin sac dé cung cap dién, cho phép chiing dugc sir dung trong
céc dia diém khac nhau. May tinh xach tay c6 ddy du cac thanh phan co ban clia mot may
tinh ca nhan thong thudng, n6 thudng duoc tich hgp mot man hinh hién thi, mot ban phim,
mot loa nhod, mot thiét bi tré chudt (nhu touchpad hoic trackpad), cac cong ndi két. May
tinh xach tay ciling c6 thé két ndi t6i cac thiét bi roi dé sir dung thoai mai hon.
May tinh bang (Tablet computers): May tinh bang thuong nhe va nho hon may tinh xach
tay. No 1a mot loai thiét bi di dong dugc tich hgp mot man hinh cam trng phéng va chu yéu
hoat dong bang cach cham vao man hinh. Khong c6 ban phim vat 1y duoc dit vao nd va
thuong st dung mot ban phim 4o trén man hinh hodc mdt cay but ky thuat s6. Thuong,
may tinh bang khong cé tich hop ban phim nhung né c¢é thé néi két t6i mang khong day
hoac mdt ban phim USB. May tinh bang c6 cac nat vat ly cho cac tinh nang co ban nhu &m
luong loa va ngudn dién va cac cong cam dé truyén mang, tai nghe va sac pin.
Cac thiét bi di dgng (Mobile devices): Mot thiét bi vién thong dién tur, thuong duoc goi
1a mot dién thoai di dong. Dién thoai di dong két ndi voi mot mang ludi thong tin lién lac
khong diy qua song radio hodc truyén vé tinh. Hau hét cac dién thoai di dong cung cip
thong tin lién lac béng giong noi, dich vu tin nhin ngén (SMS), dich vu tin nhén da phuong
tién (MMS), va dién thoai méi hon ciing ¢ thé cung cip cac dich vu Internet nhu duyét
web va e-mail.

- Dién thoai théng minh (smartphone) la dién thoai di dong dugc xay dung trén mot hé
diéu hanh di dong voi nhiéu kha ning tinh toan cao cap va két ndi hon mét tinh ning
dién thoai thong thuong.

- Céac thiét bi di dong bao gdm thiét bi k¥ thuit s hd trg ca nhan (personal digital
assistant — PDA), cac may tinh cim tay (handheld computer) va dién thoai théng minh
(smartphone). Cac thiét bi nay bt diu duoc thay d6i kich thude va muc dich, nhung
tat ca cac thiét bi nay diéu nhe va luu dong.

- Cac PDAs ban dau duogc thiét ké c6 chire nang nhu 13 mot ngudi quan 1y thong tin ca
nhan, cung cip kha ning tinh toan, luu trit théng tin va tim kiém cho c4 nhan. Tién
dung luu giit lich trinh va s6 thong tin dia chi. Ngay nay, PDA phan 16n duoc coi 12 16
thoi v6i Iya chon sit dung pho bién 14 cac smartphone.

Ngay nay cac thiét bi di dong méi, thudng duoc 1a "thiét bi cam tay", két hop cac tinh ning

t6t nhét cho céc thiét bi nay nhu cac tinh ning sau:

+  Cho phép nguoi dung nghe nhac
+  Chtrc ning dién thoai tiém niang: tin nhin, cudc goi video, speakerphone
+  Duyét Web khong day (su dung 2G, 3G, 4G hoac WiFi)
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- Bat/ tat ché do lam tréng toan man hinh: nhin phim W hoac phim *,’.

St dung cac nut I¢nh & goc trai bén dudi man hinh (hinh 16.4)

1. Vé slide trude
2. Dén slide ké

s Highlighter dénh dfiu

3. Chon con tro laser, cong cu viét tay,

4. Chuyén sang ché do Slide Sorter

5. Chti y mdt phan man hinh va phéng to

Jooe
3.

1. 2. 4. 5. 6.

Hinh 16.4: Céc nut su dung khi tr

R _Click 1én man hinh (hinh 16.5) va chon 1énh nhu menu
Sau:

Chu

Next: chuyén toi Slide ké.
Previous: vé Slide trudc.
Last Viewed: chuyén dén Slide vira xem.
See All Slides: xem tat ca cac slides (¢ ché @6 Slide
Sorter).
Zoom in: cht y mot phan man hinh va phéng to.
Show Presenter View: bat ché do xem Presenter.
Screen: lam den/trang man hinh
Pointer Options: tuy chon con tré laser, viét, cong cu
chuy
End Show: két thiic budi trinh chiéu.

y: trude khi trinh chiéu cho thinh gia, nén trinh chiéu thir

dé kiém tra thiét bi chiéu (projector, overhead) va diéu chinh &

cu ly va vi tri thich hop

1.11.

In cac trang trinh chieu

inh chiéu
[=
Previous
Last Viewed
See All Slides
Loom In
Show Presenter View
Screen
Pointer Opticns
Help

End Show

Hinh 16.5: Str dung

menu lénh khi trinh

chiéu

Chtrc ning nay cho phép in cac Slide trong ban trinh chiéu ra gidy hodc phim.

1 C

ach thuc hién:

Chon 1énh File/ Print hodc nhan t6 hop phim Ctrl + P (hinh 16.6)
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e Custom Show » |
slide show name: Nhom thu 2
Slides in presentation: ~ Slides in custom show:
[] 1. stide 1 1. Slide 1
[] 2. slide 2 2, Slide 2
[] 3.slide 3 3. Slide 3
[[] 4. slide 4 4, Slide 4
[[] s5.stide s 5. Slide 6 x
[] &.slide s 6. Slide 10
] 7. Slide 7 7. slide 11 i
[] & slide 8. Slide 12
[T] 9. slides
1 10, Slide 10 M
OK | Cancel

Hinh 16.3: Chon cac slides trong phuong an trinh chiéu
New: tao mét phuong an trinh chiéu méi.

Edit: chinh sira phuong 4n trinh chiéu duoc chon.

+ o+ o+

Remove: x04 bo phuong an trinh chiéu dugc chon.

+ Copy: sao chép phuong an trinh chiéu duoc chon.
Khi chon New hodc Edit thi s& xuat hién hdp thoai Define Custom Show nhu hinh
16.3 & trén chophép tao va chinh sira mot phuong an trinh chiéu. Ban c6 thé thém
(Add), hay loai bo (Remove) cac Slide trong phuong an d6 ciing nhu sap xép lai thir
tu cac Slide.

1.10. Thyee hi¢n mdt budi trinh chiéu

bé kiém tra lai hoac thuc hién trinh chi€u chinh thirc, thuc hién cac cach sau:

e
EQ
s

From

Nhén phim F5 hodc chon 1énh Slide Show/ Start Slide Show/ eesimingdé trinh chiéu tir
slide dau tién
Click chudt vao nut Slide Show = & cudi man hinh hodc chon 1énh Slide Show/ Start

=

Slide Show/ curensiee 4 bt dAu trinh chiéu tir slide hién hanh

Chon 1énh Slide Show/ Custom Slide Show/ chon phuong an trinh chiéu hoic Slide
Show/ Custom Slide Show/ Custom Show.../ chon phwong &n trinh chiéu/ nhan nat
Show dé trinh chiéu mot phuong &n riéng da thiét ké

Céc thao tac co ban trong qua trinh trinh chiéu

Chuyén qua trang tiép theo: nhin SPACE BAR, ENTER, PAGE DOWN, phim N,
phim miii tén phai, phim miii tén xudng hodc chudt trai.

Trd vé trang trude: nhan BACKSPACE, PAGE UP, phim P, phim miii tén trai hodc
phim mii tén Ién.

DPén mot Slide bat ky: gd s thir tir ctia Slide va nhan Enter.

Két thuc trinh chiéu: nhan phim Esc, phim -* hodc t6 hgp phim Ctrl + Break.

Pé gidu con trd va nut 1énh & goc trai bén dudi: nhan phim A hodc phim ‘=’

Bat/ tat ché do boi den toan man hinh: nhan phim B hodc phim °.’.
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Ung dung CNTT Co ban
Dinh vi v¢ tinh GPS
Cac chuc nang video camera
Xem va chinh stra anh va video
Poc ebook

Tai tng cac dung: game, céc trinh tién ich, ...

Phin cirng may tinh

Phan ctrng may tinh |4 tip hop tat ca nhitng phan vat Iy ma ching ta ¢ thé cham dén. Phan
cting bao gdm 3 phan chinh (hinh 1.4):

- B§ nhé (Memory).
- DPon vi xtr Iy trung wong (CPU - Central Processing Unit).
- Thiét bi nhap xuat (Input/ Output).

Bd xi¥ 1y trung wong
CPU (Central Processing

Thiét Thiét bi
bi g Khéi didu khifn Khbi lam tinh |  Xuvat
Nhip CU (Control ALU {Anthmetic Logic fOintn

Céc thanh ghi

¥ t

B3 nhd trong (ROM + RAM)
B& nhé ngodi (dia cing, dfa mém, dia

Hinh 1.4: C4u tric phan cimg may tinh

Khoi hé théng may tinh (Computer System Unit): Hay con dugc goi 1a thung may tinh

(computer case), 1a mot cai thung chira dyng cac thanh phan chinh cta mdy tinh nhu
motherboard, CPU, RAM, dia ciing va cac thanh phan khac. Khi thung may tinh dugc két
ndi voi cac thiét bi ngoai vi (ban phim, man hinh, chudt, may in) tuong thich, hé théng may

tinh c6 thé thyc hién bon chirc ning may tinh co ban: nhap (input), xt 1y (process), xuat

(output) va luu tri (storage). Khi ta md thung may tinh, chiing ta s& thdy mot s thanh phan

chinh bén trong. Mot trong nhitng thanh phan quan trong nhat 1a chip vi xi Iy, con duoc goi

1a bo xir Iy trung tdm (CPU). CPU nam trén bo mach chii (motherboard), mot bang mach

in 16n ma tat ca cac bo mach khac trong mdy tinh dugc két ndi (hinh 1.5)

o

Mainboard

Computer case

Hinh 1.5: Computer case va Mainboard
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Ung dung CNTT Co ban
B0 xir ly trung wong (CPU): B xu 1y trung wong chi huy céc hoat dong ctia may tinh
theo 1énh va thuc hién cac phép tinh. CPU c6 3 bo phan chinh: khéi diéu khién, khéi tinh
toan s6 hoc va logic, va mdt sb thanh ghi.
Khoi diéu khién (CU: Control Unit): 1a trung tdm diéu hanh may tinh. N6 c6 nhiém vu giai
mA& cac 1énh, tao ra cAc tin hidu diéu khién cong viéc cta cac bo phan khéc ciia may tinh theo
yéu cau clia ngudi sir dung hodc theo churong trinh da cai dat.
Khoi tinh toan sb hoc va logic (ALU: Arithmetic-Logic Unit): bao gém cac thiét bi thuc
hién céc phép tinh sé hoc (cong, trir, nhan, chia, ...), cac phép tinh logic (AND, OR, NOT,
XOR) va cac phép tinh quan hé (so sanh 16n hon, nho hon, bang nhau, ...)
Cé4c thanh ghi (Registers): Pugc gan chit vao CPU bang c4c mach dién tir lam nhiém vy
bo nhé trung gian. Cac thanh ghi mang cic chirc niang chuyén dung giup ting toc do trao
d6i thong tin trong may tinh. Ngoai ra, CPU con duoc gin véi mot dong ho (clock) hay
con goi 12 bd tao xung nhip. Tan sé ddng hd cang cao thi tc do xu ly théng tin cang nhanh.
Thudng thi dong hd duoc gin tuong xtmg véi cau hinh may va cé cac tan s6 dao dong (cho
cac may Pentium 4 tr¢ 1én) 1a 2.0 GHz, 2.2 GHz, ... hodc cao hon. B vi xur 1y 16i kép (dual-
core) hoic da 16i (multicore) duoc san xuat boi Intel va AMD. Cac CPU nay c6 nhiéu hon
mot bo xir 1y (hai cho mot 18i kép, nhiéu hon cho mét da 18i) trén mot chip duy nhat. St
dung nhiéu b vi xir Iy ¢6 nhiéu lgi thé hon mot don bd xir Iy CPU, trong d6 c6 kha ning
cai thién da nhiém va hiéu suat h¢ thong, tiéu thu dién ning thap hon, giam thiéu sir dung
tai nguyén hé thong.
B nhé: Bo nhd 1a thiét bi luu trit thong tin trong qua trinh may tinh xir Iy. B nhé bao
gd6m bd nhé trong va bd nhé ngoai.
B§ nhé trong: gdbm ROM va RAM :
ROM (Read Only Memory) 1a Bo nhé chi doc thong tin, dung dé luu trit cac chuwong trinh
hé thdng, chuong trinh diéu khién viéc nhap xuat co sé (ROM-BIOS: ROM-Basic Input/
Output System). Thong tin dugc ghi vao ROM khong thé bi thay ddi, khéng bi mit ngay
ca khi khong c6 dién.
RAM (Random Access Memory) 1a Bo nhé truy xuit ngdu nhién, duoc dung dé luu trix dit
kién va chuong trinh trong qua trinh thao tac va tinh toan. RAM c6 dic diém 1a noi dung
thong tin chira trong né s& mat di khi mét dién hodc tit may. Dung lugng b nhé RAM cho
cac may tinh hién nay thong thudng vao khoang 2GB dén 16GB va c6 thé hon nita.
Bo nhé ngoai: 12 thiét bi luu trir théng tin voi dung luong 16n, thdng tin khdng bi mét khi
khdng cd dién, dir liéu luu trén bo nhé ngoai van ton tai cho téi khi ngudi st dung xda
hodc ghi d¢ 1én. Bo nhé ngoai ¢6 thé cat giit va di chuyén doc lap voi may tinh. Hién nay
c6 cac loai bd nhé ngoai pho bién nhu: (hinh 1.6)
- Pia ciing (Hard Disk): pho bién 1a dia ciing c6 dung luong tir 40 GB t6i 2 TB va 16n

hon ntra.
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+ Browsed by an individual (window): cho phép trinh chiéu & ché d&6 man hinh binh
thuong, va tu diéu khién viéc trinh chiéu ciia PowerPoint theo nhu cau riéng.
+ Browsed at a kiosk (full screen): cho phép thuc hién trinh chiéu ¢ ché d6 toan man
hinh, dién ra mot cach tu dong, va dugc lap di lap lai.
+ Loop continuously until “Esc’: cho phép trinh chiéu lap di 1ap lai lién tuc dén khi
nhan phim Esc, tiy chon nay 1a mic dinh khi str dung ché d6 Browsed at a kiosk.
Show without narration: cho phép tit phan thuyét minh di kém.
Show without animation: cho phép tat cac hiéu img.
Pen color/ Laser pointer color: chon mau
e Tuy chon Show slides: chon céc slide cho budi trinh chiéu.
+ All: trinh chiéu tat ca cac Slide.
+ From ... To ...: trinh chiéu mot nhom Slide lién tyc.
+ Custom show: cho phép chon phuong 4n trinh chiéu riéng.
e Tuy chon Advanced Slides: cic tuy chon nang cao.
+ Manually: ché d6 chuyén trang thii cong (nhan phim hodc Click chudt dé qua Slide
Kh&c).
+ Using timings, if present: ché 6 chuyén trang tu dong (sau mot khoang thoi gian
nao do).
1.9. Thiét ké mot phwong an trinh chiéu riéng
Chtrc ning nay cho phép ban tao ra nhimg trinh chiéu c6 thé tuy bién dé phuc vu nhiing
d6i twong khan gia khac nhau, hodc nhitng muyc dich khac nhau ma khong can phai tao ra
nhiéu trinh chiéu c6 nodi dung tuwong tu. Ngoai ra, viéc chinh stra, cip nhat noi dung ciing
dugc nhanh chong va chinh xac hon.
Vi du: ban can tao mot trinh chiéu cho 3 nhom ddi tuong khac nhau. Trong do, 6 Slide dau
duoc st dung chung cho ca 3 nhém, mdi nhom coé thém 3 Slide riéng. Nhu vay, ban chi
can thiét ké trinh chiéu vé6i 15 Slide 1a c¢6 thé sir dung cho ca 3 nhom thay vi phai thiét ké

3 trinh chiéu riéng phai dung t&i 27 Slide.

Cach thuc hién:
- Vao menu Slide Show/ Custom Slide Show/ Custom Show..., hop thoai Custom
Show nhu hinh 16.2:
Custom Shows ?
MNhom thu 1 Mew...
Mhom thu 2
Mhom thu 3
Bemove
Copy
Show Close

Hinh 16.2: Thiét ké mot phuong an trinh chiéu riéng
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- St dung mau chir va mau nén twong phan dé chit dé doc

- Dung nhitng ménh dé hodc nhitng cau ngan gon theo timg Y.

- Tranh dwa qua nhiéu van ban va hinh anh trong mot Slide. Thinh gia can phai tap
trung nghe van dé dang trinh bay hon 13 tap trung vao cac Slide.

- St dung ¢ chir di 16n dé nhitng ngudi ngdi xa cb thé doc duge. Nén st dung ¢ chir
24 point hodc 16n hon.

- Khdng nén sir dung quéa nhiéu chit hoa vi nd khd doc hon chit thuong. Chi sir dung chit
hoa trong truong hop mudén nhan manh ndi dung nao do.

- St dung dinh dang van ban don gian, tranh st dung qua nhiéu dinh dang nhu dam,
nghiéng, gach dudi, cd chir 16n, ... dé nhan manh trong mot cau. Khong nén sir dung
quéa nhiéu Font chit khac nhau trong mét Slide.

- Strdung hiéu tmg cho d6i tugng ciing nhu hiéu Gng chuyén trang don gian. Qué nhiéu
hiéu tng s& lam cho nguoi dung mat tap trung vao van dé dang trinh bay.

1.7. Thue hién mét budi trinh chiéu

Sau khi hoan tat viéc tao cac Slide trong trinh chiéu, ban phai duyét lai tit ca nhiing thong

tin, hinh anh, 4m thanh, ... ma ban s& trinh bay trudc thinh gia, dong thoi ban phai xay

dung mot kich ban vé viée str dung cac k¥ thuat thich hop dé thé hién noi dung d6 mot
cach co hi¢u qua.
1.8. Thiét ké mét cudc trinh chiéu

Chtrc ning nay cho phép ban thay ddi cac tiry chon cho budi trinh chiéu.

Cach thuc hién:

- M6 tap tin trinh chiéu mudn thiét ké

- Chon 1énh Slide Show/ Set Up Slide Show (hinh 16.1)

Set Up Show » I
Show type Show slides
(® Presented by a speaker (full screen) ® Al
(7) Browsed by-an individual {window) () From: 1 2| To: |59
(_) Browsed at a kiosk {full screen) Custom show:
Show options
[] Loop continuously until 'Esc’ Advance slides

["] Show without narration
[C] show without animation
[”] Disable hardware graphics acceleration

() Manually
(® Using timings, if present

Pen color: 2 - Multiple monitors

= Slide show monitor:

Laser pointer color: a z
L s, Automatic v

Resolution

Use C nt Resolution

[¥] Use Presenter View

[7 QK Cancel

Hinh 16.1: Thiét ké mot budi trinh chiéu
e Tuy chon Show type: cach thuc hién trinh chiéu.
+ Presented by a speaker (full screen): cho phép thyc hién trinh chiéu & ché do toan
man hinh va dugc diéu khién boi ngudi dién thuyét.
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- Pia quang (Compact disk): loai 4.72 inch, 12 thiét bi pho bién dung dé luu trix caC phan
mém mang nhiéu thong tin, hinh anh, 4m thanh va thudng duoc sir dung trong céc
phuong tién da truyén thong (multimedia). Cé hai loai ph6 bién l1a: dia CD (dung
lugng khoang 700 MB) va DVD (dung lugng khoang 4.7 GB).

- Céc loai bd nh¢ ngoai khac: nhu thé nhéd (Memory Stick, Compact Flash Card), USB
Flash Drive c6 dung lugng pho bién 14 tir 2GB dén 8GB va 16n hon nira.

Mét s6 thuit ngir véi bd nhé ngoai:

- S6 vong quay mdi phat (Revolutions Per Minute - RPM): RPM duoc sir dung dé gilp
Xac dinh thoi gian truy cap vao 6 dia cimg clia may tinh. RPM xac dinh s6 vong quay
ctia mot dia cirng thuc hién trong mdi phit. Cac dia cing c6 RPM cang cao, dir liéu
s& dugc truy cap nhanh hon. Vi dy, néu so sanh hai 6 dia cimg véi 5400 RPM va 7200
RPM, 6 dia ciing 7200 RPM s& c6 kha nang truy cap dir liéu nhanh hon nhiéu so voi
dia cing 5400 RPM.

- S6 bit trén gidy (bits per second — bps hoic bit/sec): Trong giao tiép dit lidu. Bits per
second 12 s6 do toc do truyén dit liéu giira cac thiét bi trong mot hé thong truyén dir
lidu. Bps 1a s6 bit dugc truyén di hodc nhan mdi gidy. Poi khi don vi 16n hon duoc sir
dung dé biéu thi téc do dir liéu cao. Mot kilobit trén gidy (viét tit Kbps hodc kbps)
bang 1.000 bps. Mot megabit trén gidy (Mbps) 1a bang 1.000.000 bps hodc 1.000
Kbps.

—

Dia cimg. Compact disk Compact Flash Card ~ USB Flash Drive
Hinh 1.6: M6t s6 loai bd nhé ngoai
Cic thiét bi xuat/ nhap
Cic thiét bi nhap
- Ban phim (Keyboard, thiét bi nhap chuin): 1a thiét bi nhap dit liéu va cau lénh, ban
phim may vi tinh ph6 bién hién nay 1a mot bang chtra 104 phim c6 céc tac dung khac nhau
(hinh 1.7).
C6 thé chia lam 3 nhém phim chinh:
+  Nhom phim d@anh may: gdm cac phim chit, phim sé va phim cac ky tu dic biét
~!@ #% %"N&?, ..).
+ Nhém phim chire ning (function keypad): gdm cac phim tir F1 dén F12 va céc phim
mili tén (phim di chuyén tirng diém), phim PgUp (Ién trang man hinh), PgDn (xudng
trang man hinh), Insert (chén), Delete (x6a), Home (vé dau), End (vé cubi)
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+ Nhom phim sé (numeric keypad) nhu NumLock (cho céc ky tu s6), CapsLock (tao

cac chit in), ScrollLock (ché do cudén man hinh) thé hién & cac deén chi thi.

+ Nhan phim t6 hep: khi can sir dung phim t6 hop, ban can nhéan va giit phim t6 hop

diéu khién trudc (Ctrl hodc Alt hodc Shift) sau d6 bam tiép phim con lai.

+ Tinh trang dén bao sang: Do6i khi nguoi st dung khong cha y va vo tinh bat cac tinh

nang hd trg, chang han ché do gd chir hoa, ché d6 go s, ché do khoa thanh cudn.
Céc tinh niang nay, khi bat 1én c6 thé lam cho thao tac ciia ngudi sir dung gap kho
khan. Do d6 khi gip diéu la khi g6 cac phim, hay nhin khu vuc dén béo tinh trang
ban phim trudc tién.

= Cac phimchircnang  Dén trang thai — Céc phim sb
[ | n Mea e e | [es [es I[ p Aee | o [ o0 I enn | vz [\ vee | o || o | .
= "! ‘@ " s ‘% ;A ‘& . ‘( ‘) |- i* “_ [H [ Hm"'””" _um I I |IE
11 f2 |3 ‘4 s l6 |7 [8 Jo fo |- = o 0 04l 0L I |
:..':-,“’ W [E | T ?v v ‘I 0 iP [ \I ou] o [l 78 ]9
et SO FMIIKI T [ [ olsTe
Shift Z [X |IC [V B IN M |< [> |? x i 0l a3
o CrLLL e 2 | ¢
-y T r— ’ e el - e Ent
out I::ln { Ium lx[u«ulm el 1 e 0
Nhém phim t3 hop Phim di chuyén

Hinh 1.7: M6 hinh ban phim

- Chudt (Mouse): 13 thiét bi can thiét phd bién hién nay, nhit 13 cac mdy tinh chay
trong méi trudng Windows. Con chudt ¢ kich thude vira ndm tay di chuyén trén
mot tAm phéang (mouse pad) theo huéng ndo thi ddu nhay hodc mili tén trén man
hinh s& di chuyén theo huéng d6 twong Ung vé6i vi tri cta vién bi hodc tia sang
(optical mouse) ndm dué6i bung ctia nd. Mot s may tinh c6 con chudt duoc gin trén
ban phim.

Hién tai c6 2 loai chudt théng dung trén thi trudng ddi véi cac may tinh dé ban do 1a
chudt ding bi va chudt diing cam bién quang. Cac thanh phan co ban ctia chudt
mAy tinh nhu hinh 1.8: (1) Nut nhan trai (left button), (2) Banh xe cudn (Scroll
wheel) va (3) Nt nhin phai (right button). Tuy theo muc tiéu sir dung ma c6 thé c6
thém nhiéu loai nat bAm khac dugc bd tri tai cac vi tri khac nhau trén than chudt.

Cam bién quang —

B o dnS

Chuét dung bi

Chudt quang

Hinh 1.8: Cac loai chudt phé bién va vi tri cac nat chudt

- Chon dit hanh dong thi hanh khi Click chu6t 1én d6i tuong (16p Mouse Click) hoic khi

tré chudt “di” ngang qua d6i twong (16p Mouse over).

+ Hyperlink to: chon Slide hodc tap tin lién két tir hop ké tha. Khi hanh dong duoc thi
hanh, PowerPoint sé& chuyén dén Slide hodc mo tap tin nay.

+ Run program: khai dong mot chuong trinh trng dung khi hanh dong dugc thi hanh.

+ Play sound: chon am thanh khi hanh dong duoc thi hanh.

Click OK dé hoan thanh.

Action Settings

g - |

Action on click
O' None

() Hyperlink to:

Next Slide

Run macro

Object action

[] play sound:
[Na Sound]

Highlight click

) Run program:

Mouse Click | Mouse Over

| ok |

Cancel

Hinh 15.18: Hp thoai Action Settings

= Tao niat hanh dong

Chtrc nang ndy cho phép ban gan mot thao tac vao mot nit 1énh cu thé. NUt hanh dong la

mot ddi tuong dugce xac dinh trudce, duge gan vao madt thao tac thong qua tuy chon trong

hdp thoai Action Settings & trén.
Cach thuc hién:

- Chon 1é€nh Insert/ Shapes/ Action Buttons. (hinh 15.19)
- Chon mot nit tir thanh céng cu Action Buttons, kéo chudt dé vé nut 1énh vao slide. Khi

d6 s& xudt hién hop hoi thoai Action Settings nhu & trén.

- Thyc hién twong ty nhu thiét 1ap tac dong cho mot ddi twong bat ky néu trén

Action Buttons

IIERIENENE

(| o | |=H

O] =15 | 2

Cac khai niém thao tac véi chuft
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Hinh 15.19: Cac nat hanh dong
= Cic goi y khi thiét ké mot ban trinh chiéu
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» Start With Previous: khi hi¢u g ngay trude dugce kich hoat
= Start After Previous: khi hiéu ing ngay trude hoan thanh
- Duration: toc d6 cta hiéu tmg
» Delay: sau khoang thoi gian dugc chi dinh trong khung delay
Ghi ch(: Chon Animations/ Preview dé thir xem két qua ctia cac hi¢u ing ngay sau khi
ta gan mot hiéu ing cho mot ddi twong nao do.
= Tao hi¢u ng chuyén tiép giira cac Slide
Chirc ning nay cho phép tao hiéu mg chuyén tiép giita cac Slide trong ché do Slide
Show.
Cach thuc hién:
- Chon céc slide mudn tao hiéu ung
- Chon I¢nh Transitions (hinh 15.17)

DOEEEAEN0A A

Preier | pjope (ut Fade Push Wipe Spit  RandomBars:  Shape  Uncover  Cower

m 4 Sound: [NoS_tmn_tﬂ y Advance Slice
il :

O Durgtion: 10 V] On Mouse Clck

Efect
Opirs+ gy ToAl (b

Preview Transition to This Stide Timing

v

T |

Hinh 15.17: Tao hiéu Gmg chuyén slide
v Preview: xem trude hiéu g chon ap dung cho slide
v" Transition to This Slide: chon hiéu tng ap dung cho slide
Effect Options: cac tuy chon 4p dung cho hiéu ung (hudng ngang, hudng ding,...)
v Timing: dinh thoi gian chuyén slide hay click chudt dé chuyén slide, don vi tinh
bang giay
- Sound: chon 4m thanh khi chuyén slide
- Duration: dinh tdc d6 chuyén slide nhanh hay cham
- Apply To All: 4p dung cho tét ca cac slide
- On Mouse Click: click chudt dé chuyén slide
- After: dinh khoang thoi gian chuyén sang slide ké tiép
= Thiét 13p hanh dong cho mdt ddi twong
Chtic ning nay cho phép ban gan mot sy kién vao mot dbi tugng PowerPoint (hop vin
ban, dbi tuong dd hoa, nat hanh dong, ...), ban co thé chuyén sang mot Slide khac, mo&
mot tap tin ng dung khac, khéi dong mdt chuong trinh ting dung, mé mot trang Web, ...
bang cach Click chudt hodc don gian hon 14 chi can dua tré chudt “di” ngang qua ddi
tuong dugc chon.
Cach thuc hién:
- Chon déi trong mudn gan hanh dong.
%]
. Vo menu Insert/ Links/ Action, hop thoai xuét hién nhu hinh 15.18
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+ Banh xe cudn (Scroll wheel): cho phép ngudi sir dung di chuyén giita cac muc ndi dung
trai dai cia chwong trinh va c6 tinh ning twong ty thanh cuén & mét s6 chuong trinh
nhu Word, Chrome,...

+ Tré chudt (Point): tro chudt trén mat phang ma khong nhan nut nao ca.

+ Nhian chudt (Click): hanh dong nay twong tng vdi viéc nhan nat chudét mét 1an (ap dung
cho ca hai nat tréi va phai).

+ Nhin chudt phii (R_Click): diéu nay twong ung véi viéc kich hoat thyc don ngit canh
ctia chuong trinh, hé diéu hanh tai dbi twong/ nhom dbi twong duoc chon hoic tai cira
s6 1am viéc hay man hinh nén

+ Nhan kép (D_Click): thao tac ndy ing v6i viéc ban nhan mot niit chudt 2 1an lién tiép.
Nhén kép chudt dugc hé diéu hanh quy dinh twong duong véi viée kich hoat chuong
trinh hodc tinh ndng cua chuong trinh.

+ Luwa chon (Select): Pé 1am viéc véi mot d6i tugng, ngudi sir dung can phai lya chon
chung, c6 2 kiéu lya chon: Iya chon mét d6i tuong va lga chon vung chura nhiéu ddi
tugng.

+ Lua chon mét ddi twong: Nhan chudt tri vao ddi tuong can lya chon.

+ Luwa chon ving d6i twong: Nhan chudt trai vao ving chira d6i twong (diém bat dau nhan
phai 12 diém nam ngoai, khong chong lap 1én ving d6i twong), giit nguyén nhin chudt
va kéo chudt dén khi ving lua chon bao phu hét ving can chon va tha chuét. Luc nay
vung dugc lya chon s& dugc kich hoat bﬁng kiéu hién thi khac (khac nhau tuy theo
chuong trinh phan mém). Dé lya chon nhiéu dbi twong khong lién tiép, can két hop giir
phim Ctrl va nhin chudt vao ddi twong can chon. Nhan Shift dong thoi véi str dung
chuot dé chon s& giup chon nhiéu dbi twong lién tiép trong ving.

+ Kéo tha (Drag): Hanh dong nay tuong Gmg voi viéc ban nhan chudt trai vao dbi tuong,
gilt nguyén chudt va kéo dbi tuong sang mot khu vuc khac hay dén mot d6i tuong khéc.
Noéi chung tac vu nay dugc ap dung dé thuce hién nhiéu loai hanh dong khéac nhau di
chuyén d6i twong, chon khéi van ban, .....

Chu y: Trong Windows cac thao tac dugc thuc hién mic nhién véi nlt chudt tréi, vi vay dé

tranh Lap lai, khi n6i Click (nhan chu6t) hoic D_Click (nhdn dtp chuét) thi duge ngdm

hiéu d6 1a nGt chudt trai. Khi ndo can thao tac voi nit chudt phai s& mo ta rd rang.

May quét hinh (Scanner): Ia thiét bi dung dé nhap vin ban hay hinh v&, hinh chup vao may
tinh. Thong tin nguyén thiy trén gidy sé dugc quét thanh cac tin hiéu so tao thanh cac tap
tin anh (image file).

Can diéu khién (Joystick): 1a mot thiét bi dau vao thuong duogc sir dung dé diéu khién trd
choi video va cong nghé hd tro. Joystick bao gom mot chan dé, mot tay don (stick) voi mot
hay nhiéu nit nhan c6 thé dugc di chuyén bat ky hudng nio.
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Webcam: viét tit ciia 'web camera, 1a mot may quay phim k¥ thuat sé duoc két nbi véi T \ _ e | Y Uinsiontue | P Sat|ncick | fe i
z ” PR ’ .. 4 y(% y p . N y , ) 4 , e e, , *9 ;l( * ( * ﬁ ’r ) * i Trigger ~ @Dumiom 0050 o & MoveEarlier
mét méy tinh. N6 0 the g&l hinh anh truc tlép tir bat cir no1 nao no du’O’C bo tri toi V1 tri khéc p’“'"e“‘ None Appear Fade Fiyln Float In Splt Wige Shape 3 OESZSS' Anir:jgon' ¥ nimation Painter | (B)Delay COT_{ v MoveLater
bang phuong thirc Internet. Nhiéu man hinh may tinh dé ban va may tinh xach tay cé gin et — e —
~ N . “A , , ,,( L A ~ “n , . )\ - - A xK: . . ” ~ . .
san Webcam va micro, tuy nhién, ching ta c6 thé gan thém mot webcam riéng. C6 nhicu { Gl Signimas ARGl ] [ HiGne Enktdined Aniniton
loai Webcam khac nhau. Mot s6 dugc cam vao may tinh thong qua cong USB, mot so Hinh 15.15: Tao hiéu tng cho céc déi twong trong slide
khac la khéng day (wireless). (hinh 1.9) Trong do:
s + Preview: xem thtr trude cac hiéu ing g i
\ ( + Animation: cac mau hiéu mg c6 san e
j‘v/ ' ’ g A:*l’;r Fad\a Flll'lln FI?xzﬁn ? E V’;&‘E fﬁ ‘Wheel
fﬁ# + Effect Options: mot s0 tuy chon cho hieu ~ x o 3 s %
= ":rng Eml:‘TSis = \‘ ‘P'I 1"(" S J Gi /Sh k D \?r Ds kk Light
May quét (Scanner) e _ + Advanced Animation: tao cac hi¢u Ung ..., XK. K. L JK WAL AL LK
Can diéu khién (Joystick) Webcam L 5 &
h h . b h ) theo y rleng B;IdFla:h Bold Reveal Wave
Hinh 1.9: Céc thiét bi nhap ngoai Vi . : . A, - A L
] ) H iHHap NEot + Timing: dinh thoi gian cho hi€u ting R S SR
Cic thiét bi xuat , q A s X X !
o . L Céch 1: str dung cac hi¢u tng c6 san
Thiét bi xuat co ban gom céc thiét bi sau: (hinh 1.10) . A N . - :
Man hinh (S hav Moni g bkt chudn): d 48 thé 1 " o oh + Click chudt vao thanh cudn ding bén phai  « s
- an hinh (Screen hay Monitor, thiet bi xuat chuan): dung dé¢ the hién thong tin cho . x o . ) A L3
( y : ) 9 : 9 khung thu vién mau Animation (hinh Hinh 15.16: Tao hi€u tng co6 san

ngudi str dung xem. Thong tin dugc thé hién ra man hinh bang phuong phap anh xa bd

ons | . ; 15.15)
nh.or (memory rnapplng), V(?’l cach r.1ay man hinh chi viéc doc lién tuc bd nho va hler} + Chon mét trong cdc hiéu tmg dugc hién
thi (display) bat ky thong tin nao hién cé trong vung nhd ra man hinh. Man hinh pho thi

bién hién nay trén thi truong 13 man hinh mau SVGA 157,177, 19” véi d6 phan gii co
thé dat 1280 X 1024 pixel.
- May in (Printer): 12 thiét bi xuat dé dua thong tin ra gidy. May in phd bién hién nay 1a

Chu y: dé chon hiéu tng khac hoic bo hiéu
ung, thuc hién lai 1€nh trén mét lan nira.

| didm (d ) logi 24 k ) | g - Céch 2: tu tao cac hi€u ung riéng
oal may in ma tran diém (dot matrix) loai 1m, may in phun muc, may in laser tran X A N . R in 2 N
: M . : ( ) loz ymp i M & Moi doi tuong trén slide c6 thé duoc tao hi¢u ung theo 4 kicéu sau: (hinh 15.16)
den hoac mau. . Z. Ao via A 1
Tée d 4 b 4 ¥ . LpS + Entrance effect: cach doi twong xuat hién trén slide
- oc dd ctia mot may in dugc do boi cac don vi sau: cps (ky tu trén moi giay), . , e £ T
4@ . o yh i ) N h' ps (ky & giay) + Emphasis effect: cach thirc doi trong dugc nhan manh, dugce chua y trén slide

ong trén moi giay) hodc ppm (so trang moi phut . , Z. et ae 1
1(\/[ g i b gldy) hos hpp ( £ P }3 s 4 q N + Exit effect: cach doi tugng roi khoi slide
- ay chiéu (Projector): chirc nang tuong tu man hinh, thuong dugc str dung thay cho ) , Z. . 2 ea s x4 . o a s
y (Proj )7 ' _ & gt ) g aue Hng thay + Motion path: cAch doi tugng di chuyén trén slide, chon mau cé san hodc tu vé duong

man hinh trong cac bu6i Seminar, b4o cao, thuyét trinh, ... S Z in . , . R ,
di cua doi tugng Muodn tao hi¢u trng riéng, ban st dung cac 1énh trén nhém Advanced

P Animation.
{ @

~— Cach thuc hién:

/ _ ',a‘\ + Chon d6i twrong mudn tao hiéu tmg

+ St dung cac 1énh trén nhom Advanced Animation (hinh 15.15)

May quét (Scanner)

Cén diéu khién (Joystick) Webcam v" Add Animation: chon loai hi¢u ing 4p dung
Hinh 1.10: C4c thiét bi xuAt ngoai vi v Animation pane: hién thj cac hiéu tmg da ap dung cho cac slide
v’ Trigger: hiéu tng duoc kich hoat khi click chudt 1én mdt doi tuwong trén slide
v’ Start: thoi diém hiéu ing dugc kich hoat
= On Click: click chudt

ThS. Duwong Truwong Quéc Khdanh 12
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Title Master cho phép dinh dang cac thudc tinh cho Slide tiéu dé (Slide dau tién trong ban
trinh chiéu). Néu da chinh stra Slide Master trudc, ban s& khong can thay d6i nhiéu cho
Slide tiéu dé. Ban c6 thé chon Font chit 16n hon, hodc thém vao mot hinh anh, bo ngay
gio, tiéu d¢, sd trang, ...
Cach thuc hién:
- Vao menu View/ Master Views/ Slide Master/ chon Title Master slide
- Tién hanh thay déi thudc tinh cho cac ddi tugng nhu véi Slide Master.

1.6. Tao cac hi¢u ing hoat hinh
Dé phan trinh chiéu tré nén sinh dong, PowerPoint cung cp nhiéu hiéu tmg hoat hinh dé
dé thyc hién cac hoat canh trén ban trinh chiéu. Hoat canh 1a mot cach dung dé minh hoa
khéi niém va y tuong mot cach truc quan dé hiéu, hodc dung dé nhan manh théng qua cac
hiéu tmg gay su chl Y. Vi du: ¢6 thé tao mot hoat canh dé huéng dan ngudi xem hiéu duoc
tung budc cua mot tién trinh. Ta cling c6 thé nhidn manh sy xuét hién hay bién mat caa
mot dbi twong bang cac hiéu ing gay an tuong.
Mot hoat canh ¢6 thé don gian chi 1a mot ddy cac Text Box duoc chi dinh xuat hién theo
mot thir ty theo thoi gian cua nguoi bao cdo. O mirc d6 phire tap hon, ta c6 thé lam cho
cac anh chuyén dong dé dién ta ban chat cia mot qua trinh. Ban ciling c¢6 thé tuy bién céac
hiéu tmg hoat hinh co ban theo nhiéu cach khac nhau nhu: tao lién két giita cac Slide, mo

mot tap tin ing dung khac, khdi dong mdt chuong trinh tng dung, mé mot trang Web,

* Tao hi¢u ing hoat hinh
Chtrc ning nay cho phép tao hiéu tng cho cac d6i twong trong mot Slide. Co rat nhiéu
hiéu tmg co thé chon dé gan cho cac dbi tuong trong Slide.
(] Cach thuc hién:
- Chon dbi tuong mubn tao hiéu ung, co thé 1a Text Box hodc d6i tuong dd hoa.
- Chon 1énh Animations. Xuit hién menu 1énh nhu hinh 15.15 va thuc hién mot trong

hai cach sau:
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Ung dung CNTT Co ban
Cong (Port): Mot cong hoat dong nhu mot mach ghép ndi (interface) giita cac thiét
bi ngoai vi cta hé théng va mdy tinh, cho phép trao doi dir liéu khi ching dugc két
nbi. Nhu ban co thé thiy trén mat sau ciia may tinh xach tay hién trong hinh 1.11,
cong co thé c6 hinh dang va kich ¢& khac nhau.

USE ports Modem port
FireWire port or RJ-11 port

Speaker port Etr‘errm-;it port

DVI port
Monitor port

Parallel port S-video Microphone port

Hinh 1.11: Cac cong thong thuong trén may tinh xach tay

Cong nbi tiép (serial port) va cong song song (parallel port): 14 hai trong sb cac loai
cong xwa nhét (hinh 1.12) duoc tim thiy trén mot may vi tinh. Cong ndi tiép 1 cong
ma nd c6 thé goi dir liéu chi mot bit tai mot thoi diém, vi thé tde do trao dbi dir lidu
cham so v&i cac cdng nghé méi hon. Tdc d6 toi da ma mot cong ndi tiép chuan cé thé
truyén dit liéu 1a 15 Kbps. Thiét bj chudt va moderm 1a nhitng vi du cua thiét bi c6 thé
st dung cong ndi tiép. Cong song song 1a loai cong c6 thé goi dit liéu trong nhom cac
bit, tdc do 1én t&i 500 Kbps, vi thé phwong thirc truyén dit liéu nhanh hon cong nbi

tiép. Cac may in cii thuong dugc ndi véi may tinh qua cong song song.

2 Y

2 R O 2 o gy
Cong va dau nd1 no1 tiep Cong va dau ndi song song

| ;ﬁﬁmmu;‘g

PO

Hinh 1.12, Cong va dau ndi cua cac cong ndi ti€p va song song

Cong USB (universal serial bus): cong nay c6 thé giao tiép giao tiép véi nhidu thiét
bi ngoai vi khac nhau. Céng USB c6 thé truyén dit liéu ¢ téc dd cao. Cong USB ban
dau, duoc biét nhur USB 1.1, €6 téc do co thé 12 Mbps. Céc phién ban mai, USB 2.0
(hay con goi 1a Hi-Speed USB), co thé dat toc do 480 Mbps — gip 40 1an téc do USB
1.1 va hon 400 1an mot cong ndi tiép. Thiét bi st dung cong USB bao gdm ban phim,
chudt, may in, may nghe nhac MP3 va PDA, ..., USB 3.0 (con duoc goi la SuperSpeed
USB) ¢6 tdc d6 bang thong t6i da 1a 5 Gbps (gigabits mdi gidy). Tirc c6 thé dat toc do
truyén dir liéu 1a 640 MBps (MB mdi gidy), nhanh hon gép 10 lan so véi USB

2.0. (hinh 1.13)
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Ung dung CNTT Co bdn

= o=
Hinh 1.13: Céng va dau ni USB

Cong FireWire (FireWire port): (hinh 1.14) duoc phat trién bdi Apple va con duge
goi 12 IEEE 1394, 1a mot phuong tién truyén tai dit liéu nhanh chéng. FireWire 400 c6
tdc do truyén dir liéu 400 Mbps, trong khi FireWire 800 méi hon truyén dit liéu ¢ toc
800 Mbps! Cong nay thudng duge st dung dé két ndi cac thiét bi can chuyén mot luong
16n dit liéu dén mot may tinh mot cach nhanh chong, chang han nhu may anh k¥ thuat
s6 hodc may ghi video k¥ thuat s hodc 6 dia cting gan ngoai. Cong FireWire 14 tiéu
chuan trén nhiéu san pham ciia Apple, nhung thuong chi dugc tim thay trén Windows
PC va céc thiét bi ngoai vi cao cap. (hinh 1.14)

o
-

Hinh 1.14: Cong va dau ndi FireWire
Cic cong ndi két mang: (hinh 1.15) chang han nhu cong Ethernet va modem, duoc str

dung dé két ndi may tinh vao mang ndi bo hoic Internet. Mot cong Ethernet, ciing duoc
biét dén nhu mot jack RJ-45, tuong tu nhu mot jack cam dién thoai chuan, nhung 16n
hon mot chit. Cac cong Ethernet duoc st dung dé truy cap mang va ciing c6 thé duoc
st dung dé két nbi voi mot

modem hoic router dé truy cap Internet. Mot cong modem 14 cung kich thudc va hinh
dang nhu mot jack cam dién thoai va duoc sir dung dé két n6i modem véi mot hé théng
dién thoai, cho phép quay sb truy cép Internet. Téc do truyén dit liéu t6i da ddi voi mot
modem 56 Kbps, trong khi tiéu chuin phd bién nhat Ethernet, Fast Ethernet, truyén dit
lidu véi tdc do 100 Mbps. Tuy nhién, Gigabit Ethernet, kha ning toc do truyén 1a 1.000

Mbps
i
L

Hinh 1.15: Cong va dau ndi ndi két mang
1.1.4. Phan mém
= Khai niém phan mém
Phén cimg may tinh bao gdm céc thanh phan vat 1y ctia hé thong. Tuy nhién, chwra c6 phan
mém, may tinh s& chi 13 mot tap hop cac bd phan co khi. Phdn mém cung cip cac hudng
dan cho may tinh phai lam gi. Pé thuc hién cac nhiém vu khac nhau, may tinh doi hoi mot
bo cac hudng dan, goi la chuong trinh.

ThS. Duwong Truwong Quéc Khdanh 14

- Vao menu Slide Master/ ZiBackground Styles~
chon cic mau c6 san hodc chon Format
Background (hinh 15.12)

- Chon mau nén hoac st dung céc hi¢u ung cho

nén Slide (mﬁu nén, hinh anh, ...).

- Click Apply dé 4n dinh thay ddi cho Slide hién

hanh.

- Click Apply to All & an dinh thay doi cho tat ca
cac Slide.

= Pinh dang so' @6 mau cho Slide Master

Format Background g

<

< FILL
®) Salid fill
() Gradient fill
(Z) Picture or texture fill
) Pattern fill
[ Hide background graphics

Hinh 15.12: Binh dang mau

A

nen

Chtrc ning nay cho phép ban thay d6i mau cho cac d6i tugng trong Slide Master.

Cach thyc hién:

- Chuyén sang ché d6 xem Slide Master (View/ Master Views/ Slide Master)
- Nhén nut Colors/ chon so d6 mau ¢6 sin hoidc nhan Customize Colors. .. dé dinh nghia

so 6 mau (hinh
15.13 hodc hinh 15.14)

5 Colors ~ ‘:’33 Background Styles ~

This Presentation
BN e . .
. T
I EIE
. T
|| (BN (Em| (W]
I T T 7
| jam| | .
N T O 0 T
T T .
N T O P T

T
N T T .

Office
I T T
T T -
T
I N N (O
R EEETCE
I O
T ..
I T .
HOEEEEEE

Default Design 1
Default Design 2
Default Design 3
Default Design 4
Default Design 5

Default Design 6

Default Design 7

Default Design 2

Default Design 9
Default Design 10
Default Design 11

Default Design 12

Office

Office 2007 - 2010

yscale
Blue Warm
Blue
Blue 1l
Blue Green
Green

Green Yellow

Hinh 15.13: Thay d6i so d6 mau

Céc budc tu dinh nghia so ¢6 mau:

CTustomize Colors...

Theme colors

Text/Background - Dark 1

Text/Background - Light 1 ||

Text/Background - Dark 2

Text/Background - Light 2 | (B

Accent 1
Accent 2
Accent 3
Accent 4
Accent 5
Accent &
Hyperlink

Followed Hyperlink

Name: |Custom 1

I Save l Cancel

Hinh 15.14 So d6 mau tu dinh nghia

Trong hop thoai Create New Theme Colors, thay d6i mau theo ¥ thich cho cac ddi

tugng trong slide

Trong khung Name, dit tén cho so d6 mau

Nhan niit Save
Dinh dang cho Title Master

ThS. Duwong Trwong Quéc Khdnh
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- Click vao khung ndi dung dé thay ddi cac thude tinh cho cac dé muc nhu font chi,
mau chtr, kich ¢& chir, ky hiéu numbering/bullet,...
- Click vao hop Date Area, Footer Area, Number Area dé thay do6i cac thudc tinh cho

ngdy gio, tiéu dé dau va cudi trang, sb trang.

Close
Master View

- Click Slide Master/  cise  dé trd vé ché do binh thuong.

* Dinh dang Header va Footer

Chtrc ning nay dung dé thém ngay gio, tiéu dé dau va cudi trang, sb trang cho Slide khi
dang & trong ché d6 dinh dang Slide Master.

Cach thuc hién:

=

Header

- Vao menu Insert &Feoterya chon (hinh 15.11)

- Tién hanh thay d6i thudc tinh cho cac ddi twong trong ché do Slide (16p Slide) va ché
d6 Notes Page (16p Notes and Handouts).

M Date and Time: thém ngay gi¢ vao Slide hoac Notes Page.

® Update automatically: tw dong cap nhat ngay gio lac trinh chiéu. Chon dinh

dang ngay gio tir hop ké tha.
® Fixed: nhap ngay gio cd dinh, ngay gid nay s& khong thay doi.
M Slide number: Chén sb thir ty trang cho Slide.

M Page number: Chén s thir ty trang cho Notes Page.

M Footer: thém tiéu dé cudi trang cho Slide hoic Notes Page.
M Header: thém tiéu dau trang cho Notes Page.

- Nhép Apply dé 4n dinh thay d6i cho Slide hién hanh.
Nhap Apply to All dé 4n dinh thay d6i cho tét ca cac Slide.

Header and Footer

3 |

Slide | Notes and Handouts

Include on slide

[] Date and time

[] stide number
[ Footer

[] Don't show on title slide

Apply

Preview

Apply to All Cancel

Hinh 15.11: Binh dang Header va Footer

= Pinh dang mau nén cho Slide Master

ThS. Duwong Trwong Quéc Khdnh
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Ung dung CNTT Co bdn

Céc chuong trinh ndy cho phép ngudi dung sir dung may tinh ma khong can k¥ nang lap

trinh dac bi¢t. Ching ta khong thé théy hoac so duogc phﬁn mém, mic dau ta co thé hién thi

dugc chuong trinh trén man hinh. C6 hai loai phin mém mdy tinh: phan mém hé thong va

phan mém tng dung

= Phin mém hé théng (Operating System Software)

Phan mém hé thdng cung cap cac hudng din ma may tinh can phai thyc hién. N6 chira cac
huéng dan can thiét dé khai dong may tinh (duoc biét dén nhu qua trinh khéi dong), kiém

tra dé dam bao moi thir déu trong lam viéc tdt, va cho phép ban giao tiép may tinh va thiét

bi ngoai vi ctia n6. Phan mém hé théng bao gdm hai loai chwong trinh chinh: hé diéu hanh

(operating system) va cac chuong trinh tié€n ich (utility programs)

H¢ diéu hanh (operating system): Hé diéu hanh (OS) 12 mot chuwong trinh may tinh
dac biét, nd co mit trén tat ca cac mdy tinh dé ban hodc mdy tinh xach tay, tir may tinh
16n dén cac thiét bi cam tay thong minh. Cac h¢ diéu hanh diéu khién cach nhiing may
tinh 1am viéc tir khi n6 dugc bat cho dén khi né duoc tat. Cac hé diéu hanh hé thong
quan ly cac thanh phan phan ctimg khac nhau, bao gdm ca CPU, b nhd, thiét bi luu
trit, va cac thiét bi ngoai vi. N6 con phéi hop véi cac tng dung phan mém khéc dé céc
phan mém nay c6 thé duoc chay. Phin mém hé théng phd bién hién nay ¢ Viét nam la
3 h¢ diéu hanh chinh: Microsoft Windows, Mac OS, and Linux.

Phan mém Microsoft Windows: c6 thi phan 16n nhét trong ba hé diéu hanh chinh va
dugc tim thay trén hau hét cac may tinh dé ban va may tinh xéach tay hién nay. Da c6 rat
nhiéu phién ban cia Microsoft, Windows, bao gobm Windows 3.0, Windows 95,
Windows 98, Windows ME va Windows Vista, Windows 7, Windows 8, Windows 10.
Phian mém Mac OS: Mac OS 1a mot hé diéu hanh dugc thiét ké dic biét cho may tinh
Macintosh ciia Apple. Hé diéu hanh Mac xuat hién tuong ty nhu Windows, vi né ciing
stt dung mot giao dién dd hoa. Trong thyuc té, Apple 1a cdng ty dau tién giéi thiéu hé
diéu hanh giao dién db hoa mang tinh thwong mai. Nhung, vi sy phd bién ap dao cua
cac may tinh dya trén Windows, Mac OS c6 mot thi phz‘in nho hon nhiéu. Mot sb phién
ban Mac OS nhu Mac OS X Tiger, MacOS Sierra.

Phim mém Linux: Linux 1a mot hé diéu hanh thay thé dua trén diéu hanh UNIX, dugc
phat trién cho cac mdy tinh 16n. Linux 13 mot hé diéu hanh ma ngudn mé, c¢6 nghia 13
n6 khong phai 13 thudc so hitu ciia mot cong ty va mot sd phién ban cé sin mién phi.
Mot s6 hé diéu hanh Linux phd bién nhu: Ubuntu Linux, Linux Mint, Arch Linux,
Deepin, Fedora, Debian, openSUSE.

Chuwong trinh tién ich (utility programs): Phan mém hé diéu hanh la phan mém quan
trong nhat trén may tinh, vi may tinh khong thé hoat dong dugc khi khong c6 phan
mém hé diéu hanh. Tuy nhién, cac chuong trinh tién ich 1a mot thanh phan quan trong

ctia phan mém h¢ thong.
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Ung dung CNTT Co bdn
Chuong trinh tién ich 1 ing dung nh¢é xir 1y nhiéu nhiém vy quan trong lién quan dén viéc
quan 1y va bao tri hé thong cia ban.Chuong trinh tién ich ¢ thé dugc str dung dé sao luu
cac tdp tin quan trong, loai bo cac tap tin hoac cac chuong trinh khong mong muén tir hé
théng ctia ban, va lich cac tac vu khac nhau dé gilr cho hé théng cua ban chay muot. Mot
sb cac tién ich duogc bao g@)m trong cac h¢ diéu hanh, hodc mot sb tién ich co phién ban doc
1ap ma ban c6 thé mua hodc tai vé mién phi. Vi du, trén mdi truong Windows. Mot sé tién
ich quan ly file nhu Win Zip dé nén tap tin, tién ich Aladdin Easy Uninstall 2.0 g& bo cac
tmg dung khong mong mudn. Céc tién ich chuan doan va bao tri hé thong nhu Task
Manager cua Windows, Norton Ghost, Norton SystemWorks, ...
1.1.5. Phan mém ng dung (Application Software)
Phan mém mg dung rat phong pht va da dang, bao gdm nhiing chuong trinh dugc viét ra
cho mot hay nhiéu muc dich ung dung cu thé nhu phﬁn mém soan thao vin ban, phﬁn mém
tai chinh, phan tich s6 liéu, td churc hé théng, bao mat thong tin, dd hoa, choi games, ...,
Phin mém xir Iy viin ban: Phin mém xu 1y van ban dugc sir dung dé tao, chinh stra, dinh
dang, va luu cAc tai liéu cac dinh dang tap tin van ban khac nhau. Phan mém xt Iy vin ban
Microsoft Word cho phép ban tao hodc chinh stra van ban, cac bao cao, mot cach nhanh
chong va dé dang. Tai liéu duoc tao v6i phan mém nay ciling ¢ thé bao gdm dd hoa, biéu
dd, va cac yéu td dd hoa khac. Microsoft Word, Lotus L&i Pro, va Corel WordPerfect 1a
nhing vi du ctia cac churong trinh xir 1y van ban. Mot s6 phan mém xir Iy van ban ma ngudn
m¢& nhu LibreOffice Writer, OpenOffice Writer.
Phin mém bang tinh: Phin mém bang tinh cho phép ban thyc hién céc tinh toén va cac
tac vu toan hoc khac. Tuwong ty nhu céc tai lidu duge st dung bai cac ké toan, bang tinh
chtra dir liéu nhap vao trong céac cdt va cac hang va cho phép ban thuc hién cac phép tinh,
phan tich, tao biéu dd va do thi.
Mot tién ich quan trong cta phin mém bang tinh 1 kha ning tinh toan lai bang tinh ma
khong can ngudi ding can thiép. Khi dir liéu dugce sir dung trong mot phép tinh hoic sta
cong thirc dugc thay d6i, phan mém bang tinh ty dong cap nhat cac bang tinh voi két qua
dang. Microsoft Excel, Lotus 1-2-3, va Corel Quattro Pro l1a nhiing vi du cia cac chuong
trinh bang tinh. M6t s6 phdn mém xt Iy vin ban mi ngudn mé nhu LibreOffice Calc,
OpenOffice Calc.
Phin mém co sé dir liéu: Co so dit liéu duoc sir dung dé luu trix va to chirc mot luong 16n
dir liéu. Thong thuong, phan mém co so dit liéu c6 thé dugc sir dung dé quan 1y céc loai
thong tin khac nhau nhu hang t6n kho, lich sir dat hang, va 1ap hoa don.Co sé dit lidu gilp
ban nhap, luu trit, sap xép, loc, ldy, va tom tat cac thong tin va sau d6 tao ra cac bao céo co
¥ nghia.Chuong trinh co s¢ dit liéu phd bién nhu Microsoft Access, Lotus Approach, va
Corel Paradox.
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- Nhan t6 hop hop phim Alt-G hodc vao menu Design/ chon Themes hodc Variants

(hinh 15.9)
B E

Themes Variants

Hinh 15.9: Pinh dang slide theo mau thiét ké
- Chon mau thiét ké .

B2 | Aa

L L TR

iAa

I memmm 4

* Lam viéc véi Slide Master

Slide Master 1a noi qui dinh tat ca cac dinh dang, kiéu dang cua céc Slide trong ban trinh

bay. Khi thay doi cac thudc tinh cta Slide Master thi nhitng thay d6i d6 s& cé hiéu lyc véi

tat ca céc Slide trong ban trinh chiéu. Khi str dung Slide Master, ta c6 thé tao ra mot ban
trinh chiéu voi kiéu dang c6 tinh nhit quan cao.

Pinh dang cac thudc tinh ciia Slide Master giéng nhu dinh dang mot Slide thong thuong.

Céc thao tac thuong thuc hién la:

- Pinh dang Style cho céc ddi twong vin ban (tiéu dé, danh sach danh dau dau muc)
trong Slide: Font, ¢ chir, kiéu chit, mau chir, canh I&, khoang cach giira cac dong,
cac doan, ...

- Thay d6i kich thudc va vi tri ctia cac dbi tuong khac (thém ngay gio, tiéu dé dau va
cubi trang, danh sb trang, ...).

- Thay d6i mau nén, mau cho cac d6i tuong trong Slide.

= Thay déi cac thudc tinh cia Slide Master
Cach thyc hién:
- Vao menu View/ Master Views/ Slide Master, xuat hién ctra s6 nhu sau: (hinh 15.10)

- Click vao khung tiéu dé dé thay ddi cac thudc tinh cho tiéu dé.

Click to edit Master title style

* Click to edit Master text styles

* Second level
* Third level
+ Fourth level
« Fifth level

EIRE
Lald 3

i 13-82013 Foater @ |

Hinh 15.10: Thay d6i thudc tinh cta Slide Master
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+ Néu trong Word hoic Excel c¢6 chira
nhitng bang gidng nhu bang cin tao ra

trong PowerPoint, ban c6 thé sao chép cac

bang d6 qua PowerPoint.

3 x 4 Table

Hinh 15.7: Nt cong cu Insert Table
Chén biéu do
Chtrc ning nay cho phép chén biéu dd vao ban trinh chiéu.
Cach thuc hién:
Tuong tu trén, ban cling c6 thé thuc hién theo mot trong cac céch sau:
- Chon loai Slide c6 chira biéu d6 trong hop thoai New Slide/ Insert Chart hodc chon tir
hop thoai Layout/ Insert Chart .
- Vao menu Insert/ Chart.
- Sao chép biéu do tir Word hoic Excel sang.
Chén hinh anh, chir nghé thuit, doi twong vé vao slide
Chure nang nay thyc hién tuong tu nhu trong Word.
Dinh dang cach trinh bay ni dung Slide

Céach trinh bay ndi dung 1a cach sap xép cac ™

thanh phan trong Slide nhu: tiéu dé, cac danh

B |
=2

Title and Content Section Header

sach, bang biéu, biéu do, hinh anh, ... Khi tao

mot Slide méi, ban ¢6 thé chon kiéu trinh bay
Slide trong hop thoai New Slide da gidi thiéu & -ty =

phan trude hodc ban ciing ¢ thé thay do6i cach

= =

trinh bay slide hién hanh cho phu hop vdi nd1 |
dung. Blank : ‘nr nt with F':v’tuvf ith

ptio aption

Cach thuc hi¢n: Hinh 15.8: Céch trinh bay slide
- Vao menu Home/ Sildes/ Layout hoac

R_Click 1én slide/ chon Layout. (hinh 15.8)
- Chon cach trinh bay Slide.
Pinh dang Slide theo miu thiét ké sin

PowerPoint cung cép nhiéu miu chuan, nhiing mau nay da dugc dinh dang sin mot sb
thudc tinh nhu mau nén, font chit, cAch danh sd thir tu dé muc,... Khi tao mot ban trinh
chiéu moi sir dung Template, ban ¢ thé chon trinh bay Slide theo mau cé san nhu da
trinh bay & trén hodc ban ciing c¢6 thé thay doi cac slide di tao sang mau nay néu ban st
dung ban trinh chiéu tréng (Blank Presentation).

Cach thuc hién:
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Ung dung CNTT Co ban
Phin mém trinh chiéu: Phan mém nay dugc sir dung dé tao cac bai thuyét trinh do hoa,
duogc goi la slide show, né cd thé dugc chiéu 16n bang phuong tién nhu may chiéu hoic
hién thi trén Web.Phan mém trinh chiéu ciing dugc st dung dé tao ra c4c tai liéu phan phat
cho khén gia (handout), nhitng ghi chli cho ngudi thuyét trinh va céc tai liéu khac c6 thé
duoc st dung trong mdt bai thuyét trinh. Microsoft PowerPoint, Lotus Freelance Graphics,
va Corel Presentations 1a nhitng vi du ctia c4c chuong trinh phan mém trinh chiéu. Mot s6
phan mém trinh chiéu ma nguén mé nhu LibreOffice Impress, OpenOffice Impress.
Phan mém thwong mai: Phin mém thwong mai 1a bat cr phan mém hodc chwong trinh
dugc thiét ké va phat trién cho viéc cap phép hodc ban cho nguoi dung cubi hoic phuc vu
muc dich thuong mai. Phan mém thwong mai da timg duoc coi 1a phan mém thudc quyén
s& hiru, nhung hién nay mot s6 mg dung phdn mém mién phi va ma nguén mé dugc cap
phép hoidc ban cho nguoi ding cubi. Cac san pham cua Microsoft nhur cac hé diéu hanh
Windows va MS Office 1a mot trong nhiing vi du ndi tiéng nhét ctia phan mém thuong mai.
Hau hét cac chuong trinh phdn mém thwong mai yéu cau nguoi sir dung ding ky chuong
trinh dé cong ty c6 thé theo ddi nguoi ding dugc y quyén. Mot s6 chuong trinh phan mém
thuong mai, chang han nhu céc phién ban méi hon ciia chuong trinh Microsoft va Adobe,
yéu cau nguoi ding ding ky cac chuwong trinh dé tiép tuc sir dung sau thoi gian dung thi
(trial).
Trong khi hau hét cac chuong trinh phan mém thuong mai dugc ban thuong chira trong dia
CD hodc DVD va di kém trong mot hop vat 1y, nhiéu phadn mém thuong mai ngay nay c6
san bang cach tai vé tir trang web ctia cong ty. Ngudi dung tra tién cho phan mém truc tiép
trén website va tai ndé vao may tinh ctia minh.
Mot cach pho bién khéc cua viéc mua phin mém thuong mai truc tuyén chi don gian 13 tra
tién cho mot khoa dang ky (registration key), dé mé ra cac tinh ning cia mot chuong trinh
phan mém chia sé (shareware) dé thanh phién ban thwong mai. Shareware ciing 1a mién phi
dé str dung, nhung thudng han ché tinh ning ciia chuwong trinh hodc sé luong thoi gian cac
phan mém c6 thé dugc sir dung.
Phin mém nguén mé: Phin mém ngudn mé 13 phdn mém véi mi ngudn ma ai ciing co
thé str dung, nghién ctru va dic biét 1a stra d6i va nang cao. Bat cr ai ciing c6 thé sir dung
chuong trinh cho muc dich nao dé; khong c6 18 phi cip gidy phép hodc han ché khac vé
phan mém.
Céc nha phat trién phan mém tai cing mot thoi diém ty quyén hop phap cho bat ky sira doi
va ho phan phdi nguén ciia phan mém dé dua cac nha phat trién khac trong mot diéu kién
dé dang chinh stra n6. C6 diéu kién gidy phép gan lién véi phan mém mién phi nay, vi du
ban khong tu thé ban né va néu ban thay d6i ma ngudn va cho ra phién ban mai, phién ban
ctia ban phai mién phi. Vi du phan mém nguén mé dién hinh nhét 1a hé diéu hanh Linux.
1.1.6. Hiéu niang may tinh
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Ung dung CNTT Co bdn

Nhin chung, hiéu ning ciia may tinh phu thudc vao cac thiét bi hoat dong v6i nhau. Néu - Di chuyén con tré dén dong mudn thay doi R S
) N A f _ 7*Loi ich cua Internet
chung ta nang cap mot phan thiét bi cia may tinh trong khi dé lai phan khac 161 thoi thi sé cap heading. 7 T Kiém théne fi 7
SRTEPN ‘A = . A LA o ) £ ‘A e ror X £ A e . 2 N PO - A 7z — 11 cm on n 7
khong cai thién hi€u nang. Cac y€u to anh hudng dén hi¢u suat may tinh bao gém toc do - Nhan phim Tab dé thyt dong mot cap. Tiep % Ph oA s g
. . N . . s * Pham vi ron
cua bd xur Iy trung tam (CPU), dung luong va toc bd nhd RAM, téc do dia cting va card do tuc nhan Tab dé thut dong thém, néu can. g B T;m luém nE anh g
hoa (graphic card) - Néumuon giam cap do thyt dong, nhan to hgp % » Théng tin day da %
= Téc dp ciia bd xir ly trung tdm (CPU): téc do CPU c6 lién hé véi tan sé ddng hd 1am phim Shift 7 » | ?
A 5 7 , ~ 7 . Ko y oo 7 N . é’///7///7////////////////////11’////////////////////////7///,15
viéc cua no (tinh bang cac don vi nhu MHz, GHz, v.v..). Boi véi cac CPU cung loai, + Tab. . . ,
A ] ;i ) . j 0 B o, o Hinh 15.4: Tao thut dong cho cac
tan sO nay cao hon ciing ¢ nghia 1a toc do xt ly cao hon. Doi voi CPU khéc loai, dicu - Ngoai ra c6 thé dung nat cong cu muc trong vin ban
néy chua ChéC da dﬁl’lg Vi du: CPU Intel Core 2 Duo c6 tén Sé) 2,6 GHz c6 thé xu li Home/Paragraph/ = "va Home/Paragraph/ .
nhanh hon CPU Intel Pentium 4 ¢ tan s6 3,4 GHz. Téc d6 CPU con phuy thudc vao bo -

= hodc drag dau bullet/numbering vao/
ra dé thay doi cp do thut dong. (hinh 15.4)

* Thém cac dbi twong khac vao Slide

nhé dém - b nhé ding dé luu cc 1énh/dit liéu thuong ding hay cé kha ning s& dugc
dung trong twong lai gan, giup giam bét thoi gian chd doi cia CPU. Vi du: Intel Core
2 Duo str dung chung cache L2 (shared cache, L1 c6 vung b nhé dém 128 KB, L2 la Chitc nfing nay cho phép tao ra cac bang bidu (Table) dé nhap dir licu twong tur nhu bang

256-512KB) giup cho toéc do xur ly cua hé thong hai nhan méi nay cao hon so véi h¢ biéu trong Word.

thong hai nhan thé h¢ thir nhat (Intel Pentium D) v6i mdi nhan ting b nhé dém L2 , s ,
i i i Cach thuc hién: Cach 1: Ny
riéng biét. Insert Table @

- Vao menu Insert/ Table/ Insert Table,
Number of columns: oK

o . , ! xuét hién hop thoai (hinh 15.5) %
tinh cua ban tao su khac biét rat 16n cach thyc hién may tinh cua ban. Néu ban dang co P P ]4 5.
- Chon s6 hang, s6 cot. Cancel

ging dé chay Windows XP v&i 64 MB bo nhd RAM thi ¢6 18 né khong lam viéc. Khi Click OK. S
cac may tinh str dung hét tat ca dung lugng RAM c6 san, may tinh bat dau st dung 6 3 5

cung dé 1am bd nhé 4o. Viéc chuyén ddi dit liéu gitta RAM va b nh¢ o (b nho b dia

= Dung lwong va téc by nhé RAM: dung lugng va téc do clia bd nhé RAM trong may

ctimg) 1am chdm may tinh xubng dang ké. Dic biét 1 khi cd ging tai cac tmg dung hay Hinh 15.5: Hop thoai Insert Table

tap tin. Ngoai ra tbc do cua bd nhd RAM cuia ban c6 thé bi anh huong. Tbc do binh Cach 2:

thudng cia bd nhd RAM trong hau hét cic may tinh hién nay 1a PC100 (100MHz). - Chon lénh Home/ gwj: . ‘

biéu nay chay tot cho hﬁ}l hét cac tng dung. Cac may cao cip c6 ,thé ‘duqc str dung - Chon loai Slide ¢6 chira Table (hinh o

DDR (double data rate - toc @6 dit liéu kép) RAM. N6 méi hon va dat tién hon, nhung 15.6) N “

chay nhanh hon déng ké (266MHz). . Nhén nit Insert Table S —
. ”lj(')c do dia cirng (,disk Speesl): yéu tb 16n l’lh??lt trong hoat qéng cua m'f'ly tinh cta ban la _ Nhap sé dong va sé cot mudn tao bang, “

toc do dia cung, toc do cac 6 dia cung co6 thé tim, doc, viét, va ‘chu},/én dﬁ7 liéu s€ lam nhép OK. P e

cho mot khéac biét 16n trong cach may tinh cua ban thuc hién. Hau hét cac 6 cirng ngay Thue hién cac thao tic trén bang tuong tu nhu Hinh 15.6: Insert/ New Slide

nay quay tai 7.200 rpm, may tinh xach tay van quay tai 5.200 rpm, d6 la mot trong trong Word

nhimng ly do may tinh xéach tay thuong xuat hién cham chap v4i mot may tinh dé ban Céch 3:

tuong duong. Dung lugng cia 6 dia cing cia ban dong mot vai tro trong hiéu nang cua - Chon 1énh Insert/ Table (hinh 15.7)

A - Chon sé hang, s6 cot.
phan manh may tinh s& thuc hién cling khong c6 van dé gi kich thude. - Click chon dé chén bang. Ghi ch:

mot may tinh. Mién 12 ban c¢6 du khong gian tréng cho bo nhé 4o va gitt cho dia chéng

+ Thyc hién céc thao tac trén bang tuong
tu nhu trong Word.
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Ch0 ¥: ban ¢6 thé thyc hién nhanh bang thao tic Drag chudt nhu sau: chon Slide can thay = Toéc @) card dd hoa: néu ban chay cé4c tro choi 3-D hodc c4c chuong trinh chinh stra

ddi vi tri trong khung Outline hodc trong ché do Slide Sorter, dung chudt Drag t6i vi tri video, tbc d6 card d6 hoa cua ban c6 thé tré nén qguan trong anh hudng hi¢u nang cua

moi. may tinh. Card d6 hoa gilp v&i hiéu suét ciia may tinh bang cach nhan trach nhiém xtr

» An céc Slide Iy d6 hoa 3D va cac nhiém vu phtic tap Khéc.

Chtic ning nay cho phép an Slide trong ché d6 trinh chiéu (Slide Show) nhung khong x6a 1.2. Mang may tinh va truyén théng

han Slide d6 khoi ban trinh chiéu hién hanh. 1.2.1. Khai niém mang may tinh

Céch thuc hién: Mot mang méy tinh 1a mot hé thong trong d6 nhiéu may tinh dugc két nbi v6i nhau dé chia

- Chon mdt hoic nhiéu slide muén an. sé thong tin va ngudn tai nguyén. Khi cdc may tinh dugc ndi trong mot mang, moi ngudi
A ' c6 thé chia sé tap tin va thiét bi ngoai vi nhu modem, may in, bang dia sao luu, hoac b dia
Hide CD-ROM. Khi cac mang dugc ndi voi Internet, nguoi ding cé thé giri e-mail, tién hanh

- Chon Slide Show/ Slide hoac R_Click/ Hide Slide.
Ch0 y: muén hién lai cac Slide ndy, chon Slide Show/ Hide Slide mdt 1an nita.
1.5. Chinh stra trong Slide
= Nhap van ban
Trong PowerPoint, van ban dugc dat trong cac Placeholder hoac cac Text Box, ban ciing

hdi nghi video trong thoi gian thuc véi nhitng nguoi dung khéc tir xa. ..., cho phép chia sé
cac chuong trinh phan mém hozc diéu hanh trén hé thong tir xa.

Mang c6 thé duoc ciu hinh theo nhidu cach. C6 hai loai chinh: Mang ngang hang (peer to
peer - P2P) va mang may khach - may chu (client - server).

q Mang ngang hang: pho bién nhét duoc tim thay trong co quan va doanh nghiép nho. Trong
c6 thé ap dung cac dinh dang cho van ban d6 nhu: dam, nghiéng, gach dudi, tao cac muc

s6 hodc dau hoa thi (Bullets and Numbering), ... bang cach ding cach 1énh trong nhém
Home/
Font va Home/ Paragraph.

mot mang ngang hang, mdi nit (node) trén mang c6 thé giao tiép vai tat ca cac nit khac.
Mot nit (node) c¢6 thé 1a mot may tinh, may in, may quét, modem, hoic bat ky thiét bi
ngoai vi khic c6 thé dugc két ndi vi mot may tinh. Mang ngang hang 1a tuong doi dé

) ) dang thiét lap, nhung c6 xu hudng 1a kha nho.
- Néu ban chon ki€u trinh bay cé chira van

ban tir hop thoai New Slide thi ban co thé
bit ddu ngay viéc nhdp va dinh dang vin
ban. (hinh 15.3)
- Néu mudn thém hop vin ban cua riéng
E
T =t

minh, ban chon menulnsert/ === hoac

Mang May khach — May chii: thuong co hai loai may tinh khac nhau. Cac may chu la

may tinh cung cap ngudn tai nguyén cua no, thudng dugc 1ap trinh dé cho doi cho dén khi
mot ngudi ndo dé yéu cau tai nguyén cua nd. Céac khach hang 1a may tinh trong d6 sir dung
cac ngudn tai nguyén va giri mot yéu cau dén may cha dang chd doi. (hinh 1.16)

Client

Client

Hinh 15.3: Lam viéc voi1 van ban

chon 1énh Insert/ Shapes/ TextBox,sau do Ethernet

v& Text Box 1én Slide dé sir dung.

=
* Pinh dang van ban : batg
: - . . . File Server

Ban c0 thé ap dung cac dinh dang cho van ban trong PowerPoint twong tu nhu Word: dinh : P Server

dang ky tu (Font, Size, Font style, ...), canh 1& cho doan vin ban (trai, giira, phai), tao cac Printer

muc sb hodc dau hoa thi (Bullets and Numbering), ... Hinh 1.16: mang Client — Server
= Tao thut dong cho cac muc trong van ban - Cac may khach (client) 1a cac may tinh duoc st dung may tram (workstation) dé viét

Cach thuc hién: thu, giri e-mail, héa don, hodc thyc hién bat ky nhiéu nhiém vu. Cac may khéach 1a mot

trong c4c may ma hau hét nguoi dung tuong tac truc tiép véi no,
ThS. Duwong Trwong Quéc Khdnh 19
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Ung dung CNTT Co bdn
- Cac may tinh server thuong duoc gitt & mot noi an toan va duoc st dung dé quan 1y
tai nguyén mang.Néu mot may chii duoc phan cong giai quyét chi 6 nhiém vu cu thé,
né duoc biét dén nhu mot may chu chuyén dung.Vi du, mot may chi Web duoc su
dung dé cung cép cac trang Web, mot may chu tap tin duoc sir dung dé luu trit va kho
luu trit tap tin, va mot may chi in quan ly cic ngudn tai nguyén in 4n cho mang. Mbi
trong sb nay 1a mot may chii chuyén dung. M6 hinh mang client — server thuong dugc
sir dung khi s6 nat (node) dugc ndi két trong mé hinh vuot qua 10.
1.2.2. Mang cuc bg (LAN) va mang dién rong (WAN)
Mang cuc b (local area network - LAN): 1a mang thuong gidi han trong mot khu vuce dia
ly, chéng han nhu mot toa nha don 1¢ hodc moét trudong dai hoc (hinh 1.17). Mang LAN ¢6
thé phuc vu vai nguoi st dung (vi dy, trong mgt mang ludi van phong nho) hoac vai tram
nguoi sir dung trong mot van phong 1én hon. mang LAN bao gdom cép, switch, router va
cac thanh phan khac cho phép nguoi dung két ndi dén cac may chii ndi bo, cac trang web
va cac mang LAN khac thong qua cac mang dién rong (wide area network - WAN).

Inlersst -

Local Area

Neitwork f

P .| Home couter

<% o
= | P =
. & o i T

Gaming

Dasitzp
taptop Ce3 Phone Console €allPliolm

semputer-necsrrking-succesr o

Hinh 1.17: Mang LAN
Mang dién rong (Wide Area Network — WAN): mot mang dién rong (WAN) la mang
ton tai trén mot khu vue ving dia 1y 1on thuong cho quéc gia hay ca luc dia, pham vi vai
tram cho dén vai ngan km (hinh 1.18). Mang WAN két n6i cac mang LAN khac nhau va

duogc stir dung cho cac khu vuc dia ly rong 16n hon. Mang WAN tuong tu nhu mét hé

théng ngan hang, noi hang tram chi nhanh & céc thanh phé, qudc gia khac nhau dugc két

no1 vo1 nhau dé chia sé dir liéu cua ho.

Regional g
Offices -

Hinh 1.18: Mang WAN
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Céch 1: Click n(t 2 mili tén huéng 1én/xudng trén thanh cudn
(scroll bar) (hinh 15.2) i
Céch 2: Nhan phim PageUp hodc PageDown L
Céch 3: Dung thanh cun (scroll bar)
Céch 4: Trong danh sach cac slide & khung ctra s6 bén trai man Hinh 15.2: Di
hinh, click chudt chon slide can di chuyén dén chuyén giira cac
slides
Xoa bo Slide
Chtrc ning nay cho phép xoé bé Slide khong sir dung trong ban trinh chiéu.
Cach thyc hién:
- Chon hién thi cac slides & ché do Normal hoic Slide Sorter
- Chon mdt hodc nhiéu slides muén x6a
- Nhéan phim Delete hoic R-click chudt 1én céc slides/ chon Delete Slide

= Nhén bian mét/ nhiéu slides

Chtic ning nay cho phép tao ra mét/ nhiéu slide tir cc slides d tao.
Cach thuc hién:
- Chon hién thi cac slides & ché do Normal hodc Slide Sorter

- Chon mot hoac nhiéu slides mudn nhan ban

- Nhéan t6 hop phim Ctrl-D hodc chon 1énh Home/ New Slide/ Duplicate Selected

Slides
Sao chép Slide

Chtrc ning nay cho phép sao chép Slide trong ban trinh chiéu.

Cach thuc hién:

- Chon mot hodc nhiéu slide can sao chép trong khung Outline hodc trong ché
Normal hoac Slide Sorter.

- Vao menu Home/ Copy hoic hodc nhin t6 hop phim Ctrl + C hodc R_Click/ Cop

- Nhép chon vi trf dan slide.

- Vao menu Home/ Paste hodc nhin t6 hgp phim Ctrl + V hodc R_Click/ Paste.

= Sip xép lai cac Slide

do

y.

Chtrc niang nay cho phép sip xép lai cac Slide trong ban trinh chiéu cho dung véi trinh tu

ndi dung.

Cach thuc hién:

- Chon mdt hodc nhiéu slide can thay d6i vi tri trong khung Outline hodc trong ché
Slide Sorter.

- Vao menu Home/ Cut hoic nh4n t6 hop phim Ctrl + X hoic R_Click/ Cut.

- Nhép chon vi tri méi cho Slide.

- Vao menu Home/ Paste hodc nhin t6 hop phim Ctrl + V hoic R_Click/ Paste.

ThS. Duwong Trwong Quéc Khdnh
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- Vao menu File/ New/ chon Blank Presentation
- Chon cach b tri noi dung trong slide bang 1énh Home/ Layout hodc R_Click Ién
slide/ Layout .
- Tién hanh nhép va dinh dang cho ndi dung cua trinh chiéu theo yéu cau thiét ké.
1.4. Thao tac trén cac Slide
Trong phan nay chung ta s& 1am quen véi cic thao tic co ban trén Slide thuong sir dung
khi tao ra mot trinh chiéu.
» Thém Slide méi
Chtre ning nay cho phép thém Slide méi vao ban trinh chiéu.
Cach thuc hién:

Mew ,
Cach 1: Chon 1énh Home/ Slides/ gjige - , xuat hién hop thoai sau (hinh 15.1)

Office Theme

\/y Section Header ‘
Chon dang —wr | e
trinh bay slide 5
Two Content

[ Nhén ban cac slides dugc chon ]

Blank Content with P 7ith 1l
Caption ption ‘
(2] Duplicate Selected Slides

P(:} Slides from Outline...

] Reuse Slides...
Hinh 15.1: Thém slide m&i

Céch 2: Chon 1énh Home/ I__l hodc nhén t6 hop phim Ctrl + M hodc R_Click vao khung
c4c slides bén trai man hinh/ chon New Slide dé thém céc slides méi c6 kiéu trinh bay
gidng hét cac slide hién hanh

= Thay d6i cach trinh bay cia Slide
- Chon slide mudn thay d6i cach trinh bay
- Vao menu Home/ Layout hodac R_Click 1én slide/ chon Layout
- Chon cach trinh bay mudn thay d6i

= Di chuyén giira cac Slides
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Ung dung CNTT Co ban
Internet: 1a mot lién két cac mang trén pham vi toan thé giéi. Véi sy gia ting nhanh
chong nhu cau két ndi, Internet da tré thanh mot xa 10 thong tin lién lac cho hang triéu
nguoi sir dung. Internet ban dau dugc han ché cho cac to chirc quan su va hoc tap, ngay
nay Internet c6 hang ty trang web dugc tao ra boi con ngudi va cac cong ty tir khap noi
trén thé gidi. Internet cling c6 hang ngan dich vu gitip cho cudc séng thuan tién hon. Vi
du, nhiéu to chtrc tai chinh cung cap cho ngan hang tryc tuyén cho phép nguoi ding quan
Iy va xem tai khoan tryc tuyén ciia ho.
Mang ndi bd (Intranet): 13 mot mang riéng trong mot doanh nghiép, mot to chirc. N6 ¢o
thé bao gém nhiéu mang cuc bg lién két voi nhau. Thong thuong, mdt mang ndi bd bao
gdm cac két ndi thong qua mot hodc nhiéu cong (gateway) may tinh lién két Internet bén
ngodi. Muc dich chinh ctia mot mangndi bo 1a dé chia sé thong tin cong ty va cac tai
nguyén may tinh gitra cac nhan vién. Mot mang ndi bo ciing ¢ thé duoc st dung dé tao
diéu kién 1am viéc theo nhoém va hoi nghi tir Xa.
Mang extranet: mot extranet 13 gidng nhu mot mang ndi bd, nhung cung cap truy cap
duogc kiém soat tir bén ngoai déi véi khach hang, cac nha cung cép, déi tac, hodc nhiing
ngudi khac bén ngoai. Extranet 13 phan mé rong, hodc cac phan doan cta mang intranet
tu nhan duoc xay dyng bdi cac doanh nghiép dé chia sé thong tin va thuong mai dién tir.
1.2.3. Céac phwong tién truyén din
Phuong tién truyén thong dé cap dén cac phuong thirc cung cip va nhan di liéu hoic thong
tin. Trong mang may tinh, c6 hai phuong thirc truyén thong: c6 day va khong ddy. Phuong
tién truyén thong c6 day dé cap dén céc loai cap két néi may tinh véi nhau. C6 rat nhiéu
loai khac nhau nhu cép xodn d6i (twisted-pair cable), cap dong truc (coaxial cable), cap
quang (fiber optics). Phuong thirc khéng day gém cac phuong thirc truyén din nhu séng
v tuyén (radio wave), séng vi ba (microwaves), vé tinh (communication satellites).
Khi dé cap dén mot két ndi dit liéu, bang thong, toc do truyén théng, hoic toc do két ndi la
tong toc d6 truyén tdi da ciia mot cap mang hodc thiét bi. V& co ban, n6 1a mot phép do dir
lidu c6 thé duoc giri qua mot két ndi co day hodc khong day nhanh nhu thé nao, thudng
tbc d6 do bang bit trén gidy (bps).
= Cic phwong tién truyén din cé day
C4p xoin dbi (twisted-pair cable): Cap xodn doi 1a loai cap phd bién nhét duoc st dung
trong cic mang mdy tinh. N6 1a dang tin cdy, linh hoat va hiéu qua chi phi. Cap xodn dbi
gdm nhiéu cip day dong xoan lai voi nhau nham chdng phét xa nhiéu dién tir. C6 hai loai
cap xoan ddi duoc st dung rong rii trong LAN 1a: loai ¢6 vo boc chéng nhiéu (Shielded
Twisted Pair - STP) va loai khong c¢6 vo boc chdng nhiéu (Unshielded Twisted Pair - UTP).
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Ung dung CNTT Co bdn
C4p xoin d6i c6 vé boc chong nhiu STP (Shielded Twisted Pair): gdm nhiéu cip xoan
dugc pht bén ngoai mot 16p vo lam bang diy dong bén lai v6i nhau. Lép vo ndy cé tac
dung chéng nhiéu cam ung tir (electromagnetic interference — EMI) tir ngoai va chéng phat
xa nhiu bén trong. Cap nay chi phi dat tién hon cap khong vé boc chdng nhiéu, téc do
truyén c6 thé 500Mbps.
Cip xoin d6i khong c6 vo boc chong nhiéu (Unshielded Twisted Pair — UTP): gdm nhiéu
cdp xoan nhu cap STP nhung khong c6 16p vé dong chong nhiéu. Do gia thanh ré nén da
nhanh chdng tré thanh loai cap mang cuc b duge wu chudng nhat. Khong ¢ vé boc chdng
nhiéu nén dé bi nhiéu khi dat gan cac thiét bi va cap khac do d6 thong thuong ding dé di
day trong nha. Tc do truyén tly thudc vao loai cap va co thé truyén 100 Mbps.

Hinh 1.19: Cap xodn d6i

Cap xodn doi thuong duoc str dung nhét 13 cap Ethernet trén cac mang c6 day va két ndi

cac thiét bi trén mang cuc bd nhu may tinh, thiét bi dinh tuyén (router), va chuyén mach
(switche). Tc do cap Ethernet tiy vao loai nhu: Cap loai 5 (Category 5 cable - cat 5) cép
Fast Ethernet c6 téc do 100 Mbps, Gigabit Ethernet c6 téc d6 1000 Mbps. Cap loai 6
(Category 6 cable -cat 6) c6 thé truyén toc d6 10 Gbps (hinh 1.19). Bang dudi day tom tat
chuan mang Ethernet theo chuan IEEE 802.3 (Institute of Electrical and Electronics

Engineers) va cap xoan doi twong thich

Tén Chuéan Tée do Cac loai truyén Khoztng cach
IEEE , tai toi da
Ethernet 802.3 10 Mbps Cap: UTP cat 3; 100 meters
10Base-T
Fast Ethernet/ | . | 100 Cap: UTP cat 5; 100 meters
100Base-T ' Mbps 100Base-TX 2000 meters
100Base-EX
Gigabit 1000 Cap: UTP cat 100 meters 275/550
Ethernet/ 80232 | 5/5e/6; 1000Base-T | meters 550/5000
GigE P 1000Base-SX meters
1QﬂﬂR:\cn-l X
Cap: UTP cat 6; 300 meters
10 Gigabit \EEE 10GBase-SR 300m MMF/ 10km
gal 10 Gbps | 10GBase-LX4 SME
Ethernet 802.3ae 10GBase-LR/ER 10km/40Km
10GBase- 300m/10km/40km
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Phong to toan man hinh, dung dé doc truc tiép trén man hinh, c6 thanh cong cu dé duyét
slides.

= Ché dd trinh chiéu (Slide Show)
Hién thi timg Slide & ché d6 toan man hinh. Ché d6 nay dugc dung khi thuc hién budi
thuyét trinh. Dé thoat khoi ché do nay va trg vé ché do trudc d6, nhan phim ESC.

1.3. Tao mdt ban trinh chiéu
Trong PowerPoint, ban c6 thé tao mét trinh chiéu bang nhiéu céch khac nhau, tiy theo ndi
dung va sy hd trg thiét ké ban yéu cau, ban c6 thé:

= Tao trinh chiéu sir dung Design Template hoic Theme:
MS PowerPoint cung cép nhiéu mau trinh chiéu chuén, nhitng mau nayda dugc dinh dang
san mot s6 thudc tinh nhu mau nén, font chit,... Phuong phap niy cho phép ban b sung
cac Slide va ndi dung cua riéng minh, nhung van gitr duoc khudn mau nhat quan.

= Tao trinh chiéu trong Blank Presentation:
ty chon Blank Presentation ding dé tao ra mot trinh bay khong c6 dinh dang trudc.
Phuong phéap nay khong cung cap cho ban nhitng dé nghi thiét ké, mau sic hodc ndi dung
dinh sin. Ban chi nén tao mot trinh chiéu tréng khi da sir dung PowerPoint tuong ddi
thanh thao va mudn tao mot thiét ké tuy y, thay vi st dung mot trong nhitng mau thiét ké
cO san.

= Tao trinh chiéu sir dung Design Template
Ban c6 thé thuc hién theo mot trong hai cach sau:
- Chon Iénh File/ New/ Chon template hoic theme muén st dung (hinh 14.6).
- Chon I¢nh Design/ Themes hodc Variants dé chon mau muén su dung (hinh 14.7).

New
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]
[
n N
]
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Blank Presentation Organic Facet Integral

Aa
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lon Boardroom Office Theme Retrospect Slice Wisp

Hinh 14.6: Chon mAu trinh chiéu tir 1énh File/New

b Y ) =W:BER.

Hinh 14.7: Chon mau trinh chiéu tir 1énh Design
= Tao trinh chiéu trong Blank Presentation
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Hinh 14.4: Ché d6 Outline View
= Ché d9 xem thit tr Slide (Slide Sorter)
Hién thi nhiéu Slide cung Ic trén man hinh. Ché d6 nay thudng duoc ding dé thay ddi va
sap xép thu ty cac Slide. (hinh 14.5)
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Hinh 14.5: Ché d¢ Slide Sorter
= Ché d) xem Notes Page
Hién thi cac slide kém theo cac ghi cha, ¢ thé & ché do nay dé thém vao cac ghi cha cho
slide.
= Ché d9 Reading
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Ung dung CNTT Co bdn

Cip dong truc (coaxial cable: Cap dong truc duoc sir dung trong cic mang may tinh va
trong viéc truyén tai video, thong tin lién lac, va am thanh. Céap déng truc bao g6m mot
16i day déng nam chinh gitta dé truyén tin hiéu va dugc boc lai boi mot 16p dién moi
khong dan dién, chung quanh quan thém mét 16p kim loai, ngoai ciing lai mot 16p phu
nhya. Hai loai dong truc duogc sir dung trong mang: cap dong truc mong, con duge goi 1a
Thinnet va cap dong truc day, con duoc goi 1a Thicknet. (hinh 1.20)

Hinh 1.20: Cap ddng truc

Cap dong truc thinnet: La cap dong truc dudng kinh 0,64 cm (0,25 inch). Cap dong truc
thinnet c6 thé truyén mot tin hiéu cho mot khoang cach 1én dén khoang 185 mét va tdc
d6 dat 10Mbps. Cap dong truc thicknet 1a cap ddng truc duong kinh 1,27 cm. Cap dong
truc thicknet c6 thé truyén mot tin hiéu cho mdt khoang cach Ién dén khoang 500 mét va
t6 d6 dat 10Mbps

Cép quang (fiber optics): Cap quang bao gdm mdt hodc nhiéu sgi thuy tinh, méng hon
mot sgi toc nguoi dugce bao trong mot vé boc cach dién. Cap quang dugc st dung dé gui
dir liéu bang xung anh sang. Trung tim cia mdi soi dugc goi 1a "16i - core" cung cip
duong cho anh sang di chuyén va dugc bao quanh boi mot 16p thuy tinh goi 1a "vé boc"
dé phan chiéu 4nh sang phia trong tranh mét tin hiéu va cho phép anh sang di qua khac
cua trong cap. Cap soi quang mang tin hiéu giao tiép str dung xung anh sang dugc tao ra
béi laser nho hodc didt phét sang (light-emitting diodes - LED). Cac loai cap duoc thiét
ké véi khoang cach ndi két dai, hiéu suit trao dit liéu rat cao. Chting ho tro nhiéu hé théng
Internet, truyén hinh cap va dién thoai ctia thé gidi. Cap quang c6 hai loai chinh: sgi don
mode (single mode fiber) va da mode (multi mode fiber). (hinh 1.21)

Hinh 1.21: c&p quang
Soi don mode (single mode fiber): c6 duong kinh 18i nho (9 um - micrometer), khoang
cach 6 thé hd tro tir 2 dén 10000 mét va st dung ngudn phat laser truyén tia sang
Soi da mode (multi mode fiber): c6 duong kinh 18i 16n (50 um hoac 62.5 pum), khoang
cach c6 thé dat ti 550 m. Va st dung didt phat sang hoic laser dé truyén tia sdng
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Ung dung CNTT Co bdn
Cip quang cung cip nhiéu lgi thé hon cap dong truyén thong bao gom:
- Dung luong cao: sb lugng biang théng mang cap quang c6 thé mang theo dé dang vuot
troi so voi mot cap dong voi do dai twong tu. Toe do cap quang co thé 10 Gbps, 40 Gbps
va tham chi 1a 100 Gbps.
- Pham vi truyén dai: anh sang c6 thé di chuyén khoang cach xa ma khong suy giam tin
hiéu.
- [t bi nhiéu - c4p mang truyén thong doi hoi vo boc dic biét dé bao vé nd khoi nhiéu dién
tir. Lop vo boc nay khong dil ngdn khi cac cap budc lai voi nhau ¢ khoang cach gan. Cac
tinh chat vat Iy ctia day cap quang tranh hau hét cac van dé nay.
Mic du cap quang c6 nhiéu thuan loi, nhung van khong duoc sir dung pho bién cap xoan
d6i. Viéc lap dat cap quang kho khan, thudng doi hoi ki thuat vién co tay nghé voi cac
cong cu chuyén nganh va chi phi cao. Mot nhuge diém tim an cua viéc thuc hién cap
quang la chi phi trang bi thém céc thiét bi mang hién c6. Cap quang khong tuwong thich
v6i hau hét cac thiét bi mang dién tir. Didu nay c6 nghia rang ban phai mua cap quang
thich hgp phan cting mang.

Céc phwong tién truyén din khong day

Truyén thong khong day 1a truyén thong tin giita hai hodc nhiéu diém khong duoc ndi véi
nhau bang mét day dan dién. Phuong tién truyén théng truyén dan khong day gui tin hiéu
thong tin lién lac bang cach sir dung song vo tuyén (wave radio), séng vi ba (microwaves),
vé tinh (satellites), va cac tin hiéu hdng ngoai (infrared signals)
- Séng vo tuyén (wave radio): 12 cong nghé khong day pho bién nhat sir dung radio. Vi
song radio khoang cach c6 thé ngin, chang han nhu mét vai mét cho truyén hinh hay nhu
xa nhu hang ngan hodc tham chi hang triéu km cho khéong gian truyén thong radio.
- Tin hiéu hong ngoai (infrared signals): 1a mot phuong tién truyén théng truyén din
khong ddy. N6 giri tin hiéu bang cach sir dung séng anh sang hong ngoai. Truyén hong
ngoai doi hoi thiét bi giri va thiét nhan phai phu hop, khong cé gi can tré dudng di cua
song anh sang hdng ngoai.
- S6ng vi ba (microwaves): day 1a nhitng séng vo tuyén cung cap mot tin hiéu truyén
dan téc d6 cao tir mot tram vi song té1 mot tram vi song khac. Cac tram vi séng thuong
dugc dat trén dinh cua toa nha, thap hoac nuai. Tin hi€u vi séng phai dugc truyén nhu
duong thang, khong bi cac vat can giita cac anten vi séng.
- Vé tinh (satellites): 1a mot tram khong gian nhan duoc tin hiéu séng ngan (microwave)
hodc tan sb vo tuyén dién tir mot tram trén mat dat, khuéch dai cac tin hiéu va phat song
tin hi€u trd lai trén mot dién tich rong tdi cac tram trén mat dat. Su truyén tir trai dat dén
mot vé tinh dugce goi 1a mot dudng 1én; Su truyén tir mot vé tinh tdi mot tram mit dat
duoc goi 1a mot duong xudng. Dé tranh nhidu tin hiéu, c4c to chirc qudc té quy dinh céac

day tan so cho cac t6 chirc nao d6 dugc phép sur dung.

ThS. Duwong Truwong Quéc Khdanh 24

Ngoai cac tab tuong tu nhu ctia Word, PowerPoint co thém cac tab Transition, Animation,
Slide Show chtra cac 1énh dung dé tao cac hiéu img cho cac déi tuong trong Slide (van
ban, hinh anh, bang biéu, d6 thi, ...), giup cho Slide thém sinh dong (hinh 14.1)

Cac thao tac trén tap tin
Tap tin cia PowerPoint ¢ phdn mé rong mac nhién 1a .pptx (Presentation). Cac thao tac
mo¢ file, dong file, luu file twong ty nhu Word.
Ngoai ra, ban c6 thé chon luu tap tin PowerPoint duéi dang phan mé rong 1a .ppsx
(PowerPoint Show), .pdf,
.ppt (PowerPoint phién ban 2003 trd vé trudce). Muén vay, ban chon dang tép tin mudn

luu trong muc Save as type trong hop thoai Save as.

1.2. Cac ché dd hién thi ciia PowerPoint

PowerPoint ¢6 nam ché do trinh bay va mét ché do trinh chiéu. Dé chon ché d6 hién thi,
click chon vao nit céng cu trén thanh cong cu View ¢ cudi (bén phai) trang man hinh.
(hinh 14.2, 14.3)

Ban cling ¢6 thé vao menu View/ Presentation View, sau d6 chon cach hién thi twong

ung.
Norm Outli
=l = (=] =
E=EIEE] I
Mormal Outline Slide Motes Reading
View Sorter Page View
Slide Slide
Presentation Views
Hinh 14.2: Cac ché d6 hién thi Hinh 14.3: Cac ché d6 hién thi (menu

View)

= Ché dd binh thwong (Normal View)

Khi hién thi & ché ¢ nay, man hinh duoc chia thanh 3 phan: ctra s6 bén trai hién thi tong
quan ndi dung caa ban trinh bay, cira so bén phai hién thi noi dung caa Slide hién hanh,
va ctra s6 ghi chl & phia bén dudi. Ché d6 nay thuong dugc sit dung khi tao, chinh stra
ndi dung Slide.

= Ché dd tong quan (Outline View)

Ché d6 nay dugc dung dé xem ciu trac cua céac sildes (hinh 14.4), v6i tiéu dé cua slide
c6 cap heading cao nhat, cac d& muc trong phan noi dung cé cac cip heading thap tiép
theo. Click chudt vio biéu tugng slide (canh s thir tu Slide) dé hién hodc an ndi dung

cua Slide do.
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MODULE IU5: MICROSOFT POWER POINT
CHUONG 1: KIEN THUC CO BAN VE THUYET TRINH VA TRINH CHIEU
1.1. Microsoft Powerpoint
» Gidi thiéu Microsoft Powerpoint
Microsoft PowerPoint (goi tat: PowerPoint) 14 mot phan mém trinh chiéu (presentation)
chuyén nghiép c6 nhiéu tién ich d¢ trinh bay van dé c6 hinh thirc dep va sinh dong, dé sir
dung, dﬁy hi€u qua. Ban co thé su dung PowerPoint dé tao cac trinh chiéu phuc vu dong
dao khan thinh gia v&i nhiéu muc dich khac nhau. PowerPoint cung cip cho ban cac cong
cu dé tao cac minh hoa cho phan thuyét trinh trong cac hoi thao, hoi nghi, seminar, bao
c4o luan vin,... Ngoai ra n6 cling dugc sir dung pho bién trong cong tac giang day. Mdi
trang thé hién noi dung, hinh anh, am thanh, ... duoc goi 1a mot Slide.
PowerPoint co thé str dung dé trinh bay mét van dé theo cac cach sau:
- Trinh bay tryc tiép bang may tinh: mdy tinh s& duoc ndi véi mot may Projector
- Trinh bay gian tiép: bang cach in ra cac trang Slide rdi sir dung may Overhead.
=  Khéi dong Microsoft PowerPoint
Tir menu Start cia Windows 8, click vao biéu twong chuong trinh Microsoft PowerPoint
2013, chon Blank Presentation hodc cac mau c6 san
= Thoat khoi Microsoft Power Point
- Céch 1: Click vao nut Close Xlo goc trén bén phai cira s6
- Céach 2: Nhan t6 hop phim Alt + F4
- Cach 3: Chon Iénh File/ Close

=  Man hinh cua PowerPoint
g6 T, - - <
=
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Hinh 14.1: Cira s6 chwong trinh PowerPoint
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Ung dung CNTT Co bdn
1.2.4. Céc thiét bi lién két mang
Co rat nhiéu thiét bi mang khac nhau, moi thiét bi c6 mot dic diém va vai tro riéng, sau
day 1a mot sb thiét bi nbi két mang thong dung nhu Repeater, Bridge, Router, Gateway
Hub va Switch
= B{ tiép strc - Repeater
Repeater 14 loai thiét bi phan cimg don gian nhat trong cac thiét bi lién két mang, n6 duoc
hoat dong trong tang vat Iy ctia md hinh hé thong md OSI (hinh 1.22). Repeater dung dé
nbi 2 mang giéng nhau hoic cc phan mot mang cung c6 mot nghi thirc va mét cau hinh.
Khi Repeater nhan dugc mot tin hi€u tir mét phia cua mang thi n6 s€ phat tiép vao phia
kia cia mang (hinh 1.23)

Héthéng A He théng B
Giao thirc tang 7
7 APPLICATION e e e r— wng dung 7
6 PRESENTATION | _  Giaothictangs | Trinh dién 6
s SESSION e Phién s
4 TRANSPORT ____?fﬁ‘_’f'_“_’f_t_af‘%_‘_____ Giao van 4
3 NETWORK - Mang 3
Giao thirc tang 2 . N
2 DATA LINK e e e s s -l Lién két d liéu 2
Giao thirc tang 1 —
1 PHYSICAL e iyl s - Vat ly 1

Hinh 1.23: M6 hinh lién két mang cta Repeater

Repeater khong c6 xir 1y tin hiéu ma no chi loai bo cac tin hiéu méo, nhiéu, khuéch dai tin
hiéu d3 bi suy hao (vi d3 duoc phat v6i khoang cach xa) va khoi phuc lai tin hiéu ban dau.
Viéc str dung Repeater di lam ting thém chiéu dai cuia mang. Hién nay c6 hai loai Repeater

dang dugc su dung 1a Repeater dién va Repeater dién quang.
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Ung dung CNTT Co bdn

- Repeater di¢n ndi véi duong day dién ¢ ca hai phia cia no, nd nhan tin hi€¢u dién tir mot
phia va phat lai vé phia kia. Khi mot mang sir dung Repeater dién dé nbi cac phan cua
mang lai thi ¢6 thé 1am tang khoang cach ciia mang, nhung khoang céch d6 ludn bi han
ché boi mot khoang cach toi da do do tré cta tin hiéu. Vi du véi mang sir dung cap dong
truc 50 thi khoang cach t6i da 1a 2.8 km, khoang cach d6 khong thé kéo thém cho du str
dung thém Repeater.

- Repeater dién quang lién két voi mot dau cap quang va mot dau la cép dién, né chuyén
mot tin hidu dién tir cap dién ra tin hiéu quang dé phat trén cap quang va nguoc lai. Viéc
sir dung Repeater dién quang ciing lam ting thém chiéu dai ciia mang.

= Céau ndi - Bridge

Bridge 14 mot thiét bi cé xir 1y ding dé ndi hai mang giéng nhau hodc khac nhau, né cé thé

dugc ding véi cac mang co cac giao thirc khac nhau. Cau ndi hoat dong trén tang lién két

dir liéu nén khong nhu b tiép sirc phai phat lai tat ca nhitng gi n6 nhan duoc thi cdu nbi
doc dugc cac goi tin cua tang lién két dir liéu trong mo hinh OSI va xir Iy ching trude khi
quyét dinh c¢6 chuyén di hay khong.

Khi nhan duoc cac goi tin Bridge chon loc va chi chuyén nhiing géi tin ma no thay can

thiét. Piéu nay lam cho Bridge tré nén c6 ich khi ndi mot vai mang véi nhau va cho phép

n6 hoat dong mot cach mém déo. Khi c6 mot goéi tin tir mot mdy tinh thudc mang nay
chuyén téi mot may tinh thudc mang khéc, Bridge s& sao chép lai géi tin va va giri né téi

mang dich hinh 1.24

CollisionDomain

Computer]  Computer2 Computerd Computerd

CollisionDomain CollisionDomain

Hinh 1.24: M6 hinh lién két mang cta Bridge
= B¢ tim dwong — Router
Router 1a mot thiét bi hoat dong trén tang mang, né co6 thé tim dugc dudng di tot nhat cho
céc g6i tin qua nhiéu két nbi dé di tir tram giri thudc mang dau dén tram nhan thudc mang
cubi. Router ¢6 thé dugc sir dung trong viéc ndi nhiéu mang véi nhau va cho phép cac goi
tin c6 thé di theo nhiéu duong khac nhau dé toi dich (hinh 1.25).
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Vi du: Cho bang tinh véi s liéu nhu sau:

A B c D E F
1 A01 5 12 16 10
2 C02 6 15 20 24
3 B75 8 25 22 18

=MATCH(12,D1:F1,0) > 1
=MATCH(22,D2:F2,0) > #N/A
=MATCH(22,D2:F2,1) > 2
=MATCH(24,D3:F3,-1) > 1

10.2.7. Cac ham thong tin

Cac ham thong tin dung dé kiém tra xem kiéu ctia mot gia tri hay ctia mot 6 co thoa

man mot didu kién ndo d6 khong. Ching han: 6 dit liéu c6 phai 13 gia tri s6 khong? Co

phai 1a chudi ky tu khong? ...

Céac ham théng tin ludn tra vé mot trong hai gia tri TRUE hodc FALSE. Nhu vay cac

ham nay c6 thé dap Gmg dugc trong cac trudng hop ma c6 mot sd dit liéu ngoai 16 trong

mot bang dit liéu can tinh toan.

- ISBLANK(value): tra vé gia tri TRUE néu value 1a gi trj rong (blank), nguoc lai
thi tra vé gia tri FALSE

- ISERROR(value): tra vé gié tri TRUE néu value 1a mot 15i bat ky, nguoc lai thi tra
vé gié tri FALSE.

- ISLOGICAL (value): tra vé gia tri TRUE néu value 1a mot gia tri logic, nguoc lai
thi tra vé gia tri FALSE.

- ISNA(value): tra vé gia tri TRUE néu value 1a 18i #N/A, nguoc lai thi tra vé gia tri
FALSE.

- ISNUMBER(value): tra vé gia tri TRUE néu value 13 gia tri s6, nguoc lai thi tra vé
gia tri FALSE.

- ISTEXT(value): tra vé gia tri TRUE néu value 1a mot mot chudi, nguoc lai thi tra
vé gia tri FALSE.
Vi du: Cho bang tinh véi s liéu nhu sau:

A B C =ISBLANK(C1) > TRUE
1 | MACB | LCB =ISBLANK(AL) > FALSE
2 | 111 333 =ISERROR(MOD(114,0)) > TRUE
3 | 112 444 =ISERROR(MOD(114,3)) > FALSE
4 | 113 555 =ISLOGICAL(2>3) > TRUE
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A B C D E F
1| AO01 5 12 16 10
2 | CO02 6 15 20 24
3 B75 8 25 22 18

=VLOOKUP("B75", A1:B3,2,0) > 8

=VLOOKUP("B8", Al:B3, 2, 0) > #N/A

=VLOOKUP("B85", A1:B3,2,1) 2> 5

=VLOOKUP("B85", A1:B3,2) 2> 5

HLOOKUP(lookup_value, table_array, row_index_num[, range_lookup])
Tuong tw nhu ham VLOOKUP nhung tim gi4 tri lookup value trong dong trén cung
clia bang table array theo chuan do tim range lookup, tra vé tri twong g trong
dong thir row_index_num (néu tim thay)

Vi du: Cho bang tinh véi s6 liéu nhu sau:

A B C D E F
1 A01 5 12 16 10
2 C02 6 15 20 24
3 B75 8 25 22 18
4
5 A02 10 A01 B75 D25
6 B555 12 CAN | THO GAO
7 D25 15 TRANG | NUOC | TRONG

=HLOOKUP(16, D1:F3, 3, 0) > 22
=HLOOKUP(15, D1:F3, 3, 0) > #N/A
=HLOOKUP(F5, D5:F7, 2, 0) > GAO
=HLOOKUP(“E95”, D5:F7, 2, 0) > #N/A

MATCH(lookup_value, lookup_array, [match_type])

Tra vé vi tri (néu tim dugc) cua lookup value trong mang lookup_array theo cach

tim match_type

= match_type = 1: tim trong ddi, danh sach cac gia tri do tim ctia bang table_array
phai sap xép theo thir tu ting dan, Néu tim khong thay sé tra vé vi tri cta gia tri
16n nhat nhung nhoé hon lookup_value

» match type = 0: tim chinh x4c, danh sach cac gia tri do tim ctia bang table array
khong can sap xép tht ty. Néu tim khong thay sé& tra vé 161 #N/A

= match_type = -1: tim tuong d6i, s& dung gi4 tri nhé nhat ma 16n hon hoic bang
gia tri can tim lookup_value 1a gia tri tim duoc va day gia tri lookup_array phai

duoc sap xép theo thir tu giam dan
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Khéc voi Bridge hoat dong trén tang lién két dir liéu nén Bridge phai xir Iy moi goi tin trén
dudng truyén thi Router c6 dia chi riéng biét va né chi tiép nhan va xtr 1y cac géi tin gui
dén n6 ma thoi. Khi mot tram mudn giri goi tin qua Router thi n6 phai giri goi tin voi dia
chi truc tiép cua Router (Trong gai tin d6 phai chira cac thong tin khac vé dich dén) va khi
g6i tin dén Router thi Router méi xur 1y va gi tiép.
Khi xtr Iy mot goi tin Router phai tim duoc dudng di cua goi tin qua mang. Dé lam dugc
diéu d6 Router phai tim duoc dudng di tot nhat trong mang dya trén cac thong tin né cé vé
mang, thong thuong trén mdi Router c6 mot bang chi dudng (Router table). Dya trén dit
liéu vé Router gan d6 va cac mang trong lién mang, Router tinh duoc bang chi duong

(Router table) t61 vu dua trén mot thuat toan xac dinh truée.

Wireless
Access
&, Point

Squeezebox NAS Computer PDA Laptop  Squeezebox

Hinh 1.25: M6 hinh lién két mang cua Router
= Cong ndi — Gateway
Gateway cho phép ndi ghép hai mang dung giao thirc khac nhau. Vi du: mang st dung giao
thire IP v&1 mang stir dung giao thure IPX, Novell, DECnet, SNA... Qua Gateway, cac may
tinh trong cac mang str dung céc giao thirc khac nhau c6 thé dé dang két ndi duoc véi nhau.
Gateway khong chi phan biét cac giao thirc ma con con c6 thé phan biét img dung nhu cach

ban chuyén thu dién tir tir mang nay sang mang khac, chuyén d6i mot phién lam viéc tir

172.16.10.0/24 172.16.100.0/22
Local Area Network i Azure Virtual Network’

| 172.16.101.0/24 172.16.1(00.0/24
W GatewaySubnet Server§ubnet

“Gareway () —((_sever_ 1)

Hinh 1.26: M6 hinh lién két mang ctua Gateway
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Ung dung CNTT Co bdn
= B tap trung — Hub
Hub duoc coi 1a mot Repeater co nhiéu céng. Mot Hub c6 tir 4 dén 24 céng va co thé con
nhiéu hon. Trong phan 16n cic trudng hop, Hub dugce st dung trong cac mang 10BASE-
T hay 100BASE-T. Khi cdu hinh mang 14 hinh sao (Star topology), Hub déng vai tro 1a
trung tam cua mang. Vi mot Hub, khi thong tin vao tor mot céng va s& duge dua dén tat
ca cac cong khac (hinh 1.27)
C6 2 loai Hub thong dung lIa Active Hub va Smart Hub:
- Active Hub 13 loai Hub duoc dung phd bién, duoc st dung dé khuéch dai tin hiéu dén
va 1ap tin hi¢u ra tai nhiing céng con lai, dam bao mirc tin hiéu can thiét.
- Smart Hub (Intelligent Hub) c6 chirc nang tuong tu nhu Active Hub, nhung c6 tich hop
thém chip c6 kha ning ty dong do 16i (tim va phat hién 16i trén mang)

/// :UAQ\

nestinaﬂoqiy ‘f ,l\/’g

‘/ ::;u.m}; l ;mputevb

£ 4
:\\} !\bj/’
Computer A Computer C
Hinh 1.27: M6 hinh lién két mang ctua Hub

= B9 chuyén mach — Switch
Switch d6i khi duoc md ta nhu 14 mot Bridge ¢ nhiéu cong. Trong khi mot Bridge chi ¢6
2 cong dé lién két dugc 2 segment mang vé6i nhau, thi Switch lai c6 kha ning két ndi dugc

nhiéu segment lai véi nhau tuy thudc vao sb cong (port) trén Switch. Ciing gidng nhur
Bridge, Switch ciing “hoc” thong tin cia mang thong qua cac goi tin (packet) ma n6 nhan
duge tir cAc may trong mang. Switch str dung cac thong tin ndy dé xay dung 1én bang
Switch, bang nay cung cip thong tin giup cac goi thong tin dén dung dia chi. (hinh 1.28)
Ngay nay, trong cac giao tiép dir liéu, Switch thuong ¢ 2 chirc ning chinh 13 chuyén céac
khung dit liéu tir ngudn dén dich, va xay dung cac bang Switch. Switch hoat dong ¢ toc do
cao hon nhiéu so v&i Repeater va ¢ thé cung cp nhiéu chirc ning hon nhu kha ning tao
mang LAN ao (VLAN).

Switched Ethernet

Switch

4
Computer A *‘1 Computer C

Computer B

Hinh 1.28: Mo hinh lién két mang cta Switch
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Cu phap

Y nghia va vi du

SEARCH(find_text,
within_text [,

Tuong ty nhu ham FIND nhung khéng phén biét chit in hoa
hay thuong.
=SEARCH(“Excel”, “Microsoft Excel”) = 11

REPLACE(old_tex
t, num_start,
num_chars,
new._text)

Thay thé num_chars ky tu trong old_text bang new_text bat
dau tir vi tri num_start.

=REPLACE(“Ngon ngu lap trinh”, 10, 3, “chuong”) -
Ngon ngu chuong trinh

10.2.5. Cac ham ngay gio

Cu phép Y nghia va vi du
Tra vé ngay hién hanh cua hé thong.
TODAY() =TODAY/( ) = Tuy vao ngay hién hanh ctia h¢ thong.
NOW( ) Tra v€ ngay va gid hién hanh cta h¢ thong.

=NOW( ) = Tuy vao ngay va gid hién hanh cua hé thong.

DAY (serial_number)

Tra vé gia tri ngdy trong thang cta biéu thirc ngay
serial_number.
=DAY(Al) > 28

MONTH(serial_number)

Tra vé gia tri thang trong nim cua biéu thirc ngay
serial_number.
=MONTH(A1) > 9

YEAR(serial_number)

Tra vé gia tri nam cua biéu thirc ngay serial_number.
=YEAR(A1) > 2004

WEEKDAY (serial_numberf[,
return_type])

Tra vé sb thir tw ngdy trong tuan cua biéu thirc
serial_number.

Gia tri 1: Sunday, 2:Monday, ..., 7: Saturday.
=WEEKDAY (A1) > 3

10.2.6. Céc ham tim kiém

VLOOKUP(lookup_value, table_array, col_index_numl, range_lookup])

Tim gia tri lookup value trong cot trai nhat ctia bang table array theo chuan do tim

range lookup, tra vé tri tuong tng trong cot thir col index num (néu tim thay).

»= Range_lookup = 1 (mac nhién):

Tim twong ddi, danh sach cac gia tri do tim ciia bang table_array phai sap xép theo thir

tu tang dan. Néu tim khong thay s& tra vé gié tri 16n nhat nhung nho hon lookup_value.

= Range_lookup = 0:

Tim chinh xéc, danh sach cac gia tri do tim cta bang table array khong can sap xép
th tu. Néu tim khong thay sé tra vé 161 #N/A.

Vi du: Cho bang tinh véi s6 lidu nhu sau:
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Cu phap

Y nghia va vi du

NOT (logical)

Lay phu dinh cua gia tri logical.
=NOT(2>3) > TRUE

IF(logical_test, value_if true,
value_if false)

Tra vé gié tri thir nhat value_if _true néu diéu kién
logical_test 1a TRUE, nguoc lai s& tra vé gid tri thtr hai
value_if false.

=IF(A1 >=5, “Pau”,”Ré4t”)

Néu gia tri tai A1 >=5 thi két qua ctia ham 1a Pau. Nguoc
lai néu gia tri 6 6 A1 <5 thi két qua 1a Rot.

10.2.4. Cac ham xir Iy chuoi

CU phap Y nghia va vi du
Chuyén chudi text thanh chit thuong.

LOWER(text) ~LOWER(“Dai hoc DUY Tan”) - dai hoc duy tan
Chuyén chudi text thanh chir in hoa.

UPPER(text) =UPPER(“Dai hoc DUY Tan”) > DAI HOC DUY TAN
Déi cac ky tu dau cia mdi tir trong chudi text thanh chir in
hoa, con lai déu 1a chir thudng.

PROPER(text) , _
=PROPER(“Dai hoc DUY Tan”) - Dai Hoc Duy Tan
Cit bo cac ky tu trng vo ich trong chudi text,

TRIM(text) =TRIM(“ Duy Tan )= Duy Tan

LEN(text) Tra vé d6 dai ctia chudi text (sb ky tu trong chudi text).

=LEN(“Dai hoc DUY Tan”) - 15

LEFT(text[, num_chars])

Tra vé num_char ky tu bén trai chudi text. Mic nhién 1a 1
=LEFT(“Dai hoc DUY Tan”, 7) = Dai hoc

RIGHT (text[, num_chars])

Tra vé num_char ky tu bén phai chudi text. Mic nhién 1a 1
=RIGHT(“Dai hoc DUY Tan”, 7) - DUY Tan

MID(text, start_num,

Tra vé chudi ky tu ¢ 6 dai num_chars bat dau tir vi tri
start_num cua chuoi text.

num_chars) =MID(*“Dai hoc DUY Tan”, 5, 3) = hoc
Chuyén chudi c6 dang s thanh trj s6.
VALUE(text) = VALUE("123") + 2 > 125

FIND(find_text, within_text [,
start_num])

Tra vé vi tri xuat hién (néu c6) cua find_text trong
within_text (bat dau tim tir vi tri start_num).

=Néu khong cd start_num thi vi tri bit dau tim tir dau chudi.
» Ham FIND phan biét chir in hoa va chir thuong.

= Néu khong tim thay find_text thi s& tra vé 15i #VALUE!
=FIND(“Excel”, “Microsoft Excel”) 2 11
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= Bj diéu bién - Modem

Modem (viét tit tir modulator and demodulator) la mét thiét bi chuyén d6i giita cac tin hiéu
tuong ty (analog) thanh tin hiéu s6 (digital) va nguoc lai. CAc loai modem chil yéu duoc
ding 1a modem cap dong truc, ADSL va cap quang.
Modem la thiét bi giao tiép vé i man g lud i cu a cac nha cung cap dich vu Internet (ISP).
Thong qua hé thé ng cap ndi dong truc hodc cap quang tir cac tram cung cap Internet néi
dén nha ban, modem s& dong vai trd chuyén héa cac goi dir liéu do ISP cung cap thanh
két ndi Internet cho router hodc cac thiét bi c6 lién két mang khac. Trong khi d6 , modem
DSL (dang quay sd) két ndi tryc tiép téi duong day diénthoaj (hinh 1.29).

e —

)

S Fodom

Desktop ) - Laptop
Computer \
Router/switch
i L/J
Printer Database

Hinh 1.29: M6 hinh lién két mang cua Modem

1.2.5. Cac dich vu két ndi Internet
Mot nha cung cap dich vu Internet (Internet Service Provider - ISP) 13 mot cng ty cung cap
cho khach hang cac dich vu dé truy cap Internet. Dir liéu c6 thé duoc truyén di bang mot
s6 cong nghé, bao gdm ca dial-up, ADSL, cap modem, wireless.
- Dich vu két néi Internet quay sé (dial up): 1a mot dich vu cho phép két ndi véi internet
thdng qua mot dudng day dién thoai chuan. Bing cach két ndi dudng day dién thoai véi
modem trong may tinh cua ban, chén dau kia vao jack cam dién thoai, va ciu hinh may
tinh dé quay mot sb cu thé duogc cung cép b1 nha cung cép dich vu internet (ISP), ban c6
thé truy cdp internet trén mdy tinh cta ban. Téc d6 két ndi Dial-up thong thuong tir 2400
bps dén 56 Kbps.
- Dich vu két ndi Internet ADSL: 12 mot loai cong nghé truyén thong bang thong rong
DSL sir dung dé két ndi voi Internet. Dang thic két ndi Internet sir dung dudng day dién
thoai nhung c6 toc do két ndi Internet cao va 1a két ndi lién tyc. ADSL cho phép nhiéu dir
lidu dugc giri qua duong day dién thoai hién c6, khi so sanh voi cac dong modem truyén
théng. Mot b loc dic biét, duoc goi 1a vi loc, duoc cai dit trén duong day dién thoai thué
bao dé cho phép ca hai dich vu thoai thdng thudng (dién thoai) va ADSL dugc st dung cling
mot lac. ADSL doi hoi mot modem ADSL dac biét va cac thué bao phai ¢ trong vi tri dia
Iy gan véi van phong trung tAm cta nha cung cp dé nhan duoc dich vu ADSL. Thong
thuong khoang cach nay 1a trong vong ban kinh tir 3,2 dén 4 Km. ADSL hd trg toc do dix
liéu 1,5-9 Mbps khi nhan dit liéu va 16-640 Kbps khi gui dit liéu.
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Ung dung CNTT Co bdn
- Dich vu két ndi Internet modem cap (cable modem): 1a mot thiét bi cho phép may tinh
két ndi Internet véi toc d6 cao thong qua nha cung cap dich vu cap. Modem kiéu nay dugc
thiét ké dé hoat dong trén dudng truyén hinh cap va cap dong truc duoc sir dung bdi truyén
hinh c4p nén n6 cung cap biang thong 16n hon nhiéu so véi duong day dién thoai. CAc bang
thong thuc té cho dich vu Internet trén mot dudng truyén hinh cap cd thé dat tbe do 27
Mbps, tuy nhién cac nha cung cap dich vu dia phuong c6 thé khong két néi Internet véi voi
duong truyén cao va toc do thuong 1a 1.5 Mbps
- Dich vu két noi Internet cap quang (fiber to the home - FTTH): Ia dich vu két ndi
duong truyén din cép quang tir nha cung cip dich vu dén dia chi khach hang véi téc do
truyén dan cao, 6n dinh va bao mat. FTTH la mot phuong thirc tvong d6i méi va phat trién
nhanh chéng, cung cip bang thong rong nguoi tidu dung, va do dé cho phép cac dich vu
video, internet va Am thanh thiét thuc hon.
1.2.6. Cac kiéu két ndi Internet
= Két ndi Dial-Up:
Két ndi dial-up yéu cau ngudi dung lién két day dién thoai ciia ho vao mot may tinh dé truy
cap Internet. Két ndi nay khdng cho phép nguoi sir dung thuc hién hodc nhin cudc goi dién
thoai qua dich vu di¢n thoai trong khi st dung Internet.
» Két ndi DSL (Digital Subscriber Line)
Két ndi nay str dung 2 day dién thoai dé dién thoai khong bi ban khi may tinh ndi két Internet.
Ngoai ra ciing khong can thiét quay sb dién thoai. Nguoi sir dung van co thé dit cudc goi
trong khi ludt Internet. Hai loai chinh cia DSL cho nha thué bao la ADSL
(AsymmetricDigital Subscriber Line) va SDSL (Symmetric Digital Subscriber Line)
= Két ndi cap (cable)
Cép két ndi Internet 13 mot hinh thire truy cip bang théng rong. Thong qua viée st dung
mot modem cap, ngudi ding c6 thé truy cap Internet qua dudng truyén hinh cap. Modem
cap co thé cung cap truy cap Internet nhanh.
= Két noi Mobile
Cong nghé di dong cung cap truy cap Internet khong diy qua dién thoai di dong. Cac toc
d6 khac nhau tuy thudc vao nha cung cip, nhung phd bién nhét 13 toc d6 3G va 4G. Mot
3G la mét thuat ngir moé ta mot mang di dong thé hé thir 3 c6 duogc tdc d6 di dong khoang
2,0 Mbps. 4G 1a thé hé thir tr cia chuan khéng diy di dong. Muc tiéu ctua 4G 1a dé dat
dugc toc do di dong dinh cao 100 Mbps nhung thyc té hién nay 1a khoang 21 Mbps.
= Két ndi Wireless
Khong day (hoic Wi-Fi) khong str dung duong day dién thoai hodc day cap dé két ndi vai
internet. Thay vao d0, né st dung tan sb vo tuyén dién. Wifi c6 thé duoc truy cip tir bat cir
dau. Toc d6 cac wifi thi khac nhau va pham vi 14 tir 5 Mbps dén 20 Mbps.

= K&t noi vé tinh Satellite
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Cu phap

Y nghia va vi du

COLUMN(cell)

Tra vé sb tht tu cot cua 6 cell
=COLUMN(B5) = 2

COLUMNS(range)

Tra vé s6 cot trong range
=COLUMNS(A4:D4) > 4

COUNT (valuel, value?, ...)

Pém sd cac gia tri s trong danh sach tham so.
=COUNT(2, “hai”, 4, -6) > 3

COUNTA(valuel, value?, ...)

Pém s6 6 khong rong trong danh sach tham sb.
=COUNT(2, “hai”, 4, -6) > 4

COUNTBLANK(range)

Pém sb cac rong trong ving range.
=COUNTBLANK(B4:B12)

COUNTIF(range, criteria)

Pém cac 6 thoa mén diéu kién criteria trong ving range.

- range: 1 ving ma diéu kién s& dugc so sanh.

- criteria: 1a chudi mo ta diéu kién. Vi du: "10", ">15",
"<20".

=COUNTIF(B4:B12, “>=6")

MAX(numberl, number2, ...)

Tra v€ gid tri lon nhat clia cac gia tri s6 trong danh sach
tham s0.
=MAX(1,2,3,5) > 5

MIN(numberl, number2, ...)

Tra vé gia tri nho nhit cua cac gia tri sb trong danh sach
tham s0.
=MIN(L, 2,3,5) > 1

RANK(number, ref [, order])

Tra vé thir hang cua number trong ref, voi order 1a cach xép
hang. Néu order = 0 hodc duoc bo qua thi ref dugc hiéu 1a
c6 thu ty giam.

Néu order <> 0 thi ref dwoc hiéu 1a co thir tu ting.
=RANK(F4, $F$4:$F$12, 0); =RANK(G4, $G$4:$G$12, 1)

ROW(cell)

Tra vé s thir ty hang cua 6 cell
=ROW(B5) > 5

ROWS(range)

Tra vé s6 hang trong range
=ROWS(A4:D4) > 1

CHOOSE(Index_num,value
1, valuez, ...)

Ham Choose str dung index_num dé tra vé mot gid tri tir
danh sach cac ddi sb valuel, value2, ...

CHOOSE(2, “HocTinVanPhong.Net”,300,2014) =300
CHOOSE(3, “HocTinVanPhong.Net”,300,2014) =2014

10.2.3. Cac ham logic

Cu phap

Y nghia va vi du

AND(logicall, logical2, ...)

Tra vé gia tri TRUE néu tat ca cac diéu kién déu 1a TRUE.
=AND(3>2, 5<8, 9>-12) - TRUE

OR(logicall, logical2, ...)

Tra vé gia tri TRUE néu c6 it nhat mot diéu kién 1a TRUE.
=OR(2>3, 12<8, 9>3) > TRUE
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Cu phap Y nghia va vi du
Tra ve gia trj tuyét doi cia mot sO.
ABS(number) =ABS(§2 “50) }; g :
INT(number) Tra vé sO nguyén 16n nhat khong vuot qua number.

=INT(5.6) > 5:; =INT(-5.6) > -6

MOD(number, divisor)

Tra vé s6 du ctia phép chia nguyén number cho divisor
(number, divisor 1a cac s6 nguyén).
=MOD(5, 3) > 2

ODD(number)

Lam tron trén toi mot s6 nguyén 1é gan nhat.
=ODD(3.6) 2 5

POWER(number,exponential)

Tinh number liy thira exponential
=POWER(2,3) > 8

Tinh tich cta cac gia tri trong danh sach tham s.

PRODUCT (numberl, PRODUCT(2, -6, 3, 4) > -144
number2, ...)
RAND() Tra vé mot so ngau nhién trong khoang tir 0 dén 1.

=RAND( ) = S6 ngau nhién

ROUND(number, num_digits)

Lam tron s6 number véi d6 chinh x4c dén num_digits chit
s6 thap phan (voi qui wée 0 13 1am tron téi hang don vi, 1
1a 14y 1 chit s6 thap phan, -1 13 1am tron téi hang chuc,
)

=ROUND(5.136, 2) > 5.14; =ROUND(145.136, -2) >

SQRT(number)

Tinh can bac 2 cua mot sé dwong number.
=SQRT(36) > 6

SUM(numberl, number2, ...)

Tinh tong clia cAc gia tri trong danh sach tham sb.
=SUM(2, -6, 8,4) > 8

SUMIF(range, criteria [,
sum_range])

Tinh tong cac 6 thoa mén diéu kién.

- range: ving ma diéu kién s& duoc so sanh.

- criteria: chudi mo ta diéu kién. Vi du: "10", ">15", "<20"
- sum_range: ving dugc tinh tong. Cac 6 trong ving niy
s& dugc tinh tong néu cac 6 twong Ung trong ving range
thoa diéu kién. Néu khong c6 sum_range thi viing range
s& duoc tinh.

=SUMIF(C4:C12, “>=6", F4:F12);

—SUMIF(C4:C12, “>=6")

10.2.2. Cac ham thong ké

Cu phap Y nghia va vi du
AVERAGE(numberd, Elr; H\I/e; (A)gla tri trung binh cdng ctia cac so6 trong danh sach
numberz, ...) =AVERAGE(Y, 2, 3,5) = 2.75
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Ung dung CNTT Co bdn

V& tinh truy cap Internet thong qua mot vé tinh quay quanh trai dat. Vi khoang cach 16n

ma mot tin hiéu di tir trai dat dén vé tinh va nguoc lai nén né cung cép mot két ndi cham
so véi truyén hinh cap va DSL. Téc d6 két ndi vé tinh 1a khoang 512K dén 2,0 Mbps.

ThS. Duwong Trwong Quéc Khdnh

31



MODULE 1U2: MICROSOFT WINDOWS
CHUONG 2: HE PIEU HANH WINDOWS
2.1. Hé diéu hanh
2.1.1. Khai niém vé H¢ diéu hanh
* Khai niém
Heé diéu hanh (Operating System) 1a mot tp hop cac phan mém ding dé quan 1y tai nguyén
phan cimg va cung cap cac dich vu cho cac chuong trinh may tinh. Hé diéu hanh 1a mot
thanh phan quan trong nhét trong hé thong cac phan mém trén may tinh, tao su lién hé gitra
ngudi st dung va may tinh théng qua cac 1énh diéu khién. Néu khong c6 hé diéu hanh may
tinh s& khong thé hoat dong duoc.
= Chirc ning chinh ciia H¢ diéu hanh
Hé diéu hanh co6 nhitng chtic nang chinh sau:

- Thuc hién cac 1énh theo yéu cau ctia nguoi str dung may tinh

Quan 1y, phan phéi va thu hdi bo nhé
- Piéu khién cac thiét bi ngoai vi nhu 6 dia, may in, ban phim, man hinh,...
- Quan ly tap tin,...

= Cac dong Hé diéu hanh

Hién nay c6 2 dong hé diéu hanh ton tai cho phép ngudi ding ¢ thé chon lua:

- He diéu hanh ma ngudn déng: La cac hé diéu hanh thuong mai, nguoi ding phai mua
gidy phép ban quyén. Hién nay hé diéu hanh Windows ctia hing cong nghé Microsoft
13 hé diéu hanh ma ngudn déng duge sir dung phd bién. Cac phién ban cua Windows:
Windows 95, Windows 98, Windows 2000, Windows XP, Windows Vista, Windows
7, Windows 8, ....

- Hé diéu hanh m& ngudn ma: La nhirng hé diéu hanh mién phi, ngudi dung c6 thé tai vé
va cai dit vao may tinh ma khong can phai tra bat ky khoan chi phi nao dé str dung. Cac
hé diéu hanh ma ngudn md phd bién nhat hién nay 1a hé diéu hanh Unix/Linux vdi cac
ban phan phéi: Ubuntu, Mandriva, Fedora, MintLinux, CentOS, Debian, ...

= Cic doi twong do H¢ diéu hanh quan ly

= Tap tin (File)

Trén may tinh, dir liéu duoc luu trlt dudi dang cac tap tin theo mot cAu tric nao do. Noi

dung cua tap tin c6 thé 1a chwong trinh, dit liéu, vin ban,... Mdi tap tin duoc luu 1én dia voi

mot tén riéng phan biét. Mdi hé diéu hanh c6 qui udc dit tén khac nhau, hé diéu hanh

Windows c6 thé hd tro dit tén tap tin c6 chicu dai ti da 1én téi 255 ky ty. Tén tap tin thudng

¢6 2 phan: phan tén (name) va phan md rong (extension). Phan tén 13 phan bat budc phai

¢ ctia mot tap tin, con phan md rong thi c6 thé c6 hodc khong.

- Phan tén: Bao gom cac Ky tu chit tir A dén Z, cc chit so tir 0 dén 9, cac ky tu khac nhu

#$,%,~" @, (,),!, ,khoang trang. Phan tén do ngudi tao ra tap tin dit.
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Pa s6 cac ham ctia Excel déu c6 dbi s6 nhung ciing ¢6 nhitng ham khong c6 d6i s6. Néu
ham co6 nhiéu doi s6 thi gilta cac d6i s6 phai dugc phan cach bang ky hiéu phan cach
dugc quy dinh trong Windows (thudng st dung dau phay). S6 ddi sd ctia ham nhiéu
hay it 13 tuy theo timg ham cu thé. Pdi s6 ctia ham c6 thé 13: cac gi tri s, dia chi 0, dia
chi viing, mot chudi ky tw, mot ham khac hoic tén ctia mot ving

10.1.3. Cach sir dung ham

Néu cong thirc bt dau 1a mot ham, thi phai c6 ddu = hodc + & phia trude. Néu ham 1a
d6i s6 cia mot ham khac thi khéng can nhap cac dau trén.

C6 2 cach nhap ham

Céch 1: nhap tryc tiép tir ban phim (hinh 10.2)

- bit tro chudt tai 6 mudn nhap ham.

- Nhap dau = (hoac dau +). : o
o oz oz | sum “| i X v f || =IF{C2:0,SQRT(C2),"Khong thé 13y c3n bc hai)
- Nhap tén ham cung cac doi so . — ————— .
theo dung cu phap. B c . b | E F G H [
. 1 ' |
~ X4 Z, 1 3 1 : _ _ _
- Go Enter dé két thuc. 2 | 91=IF[C2>0,50RTIC2), "Khang thé 1y cin bic hai |
3 | IFEIUgicéI_test, [\.ralue_if_trué],[ﬁﬁe_if_false]]_] :

Hinh 10.2: Nhdp ham truc tiép
Céch 2: thong qua hop thoai Insert Function (hinh 10.3)
- Bit con tro tai 6 mudn nhdp ham va goi hop thoai Insert Function
- Chon nhém ham trong khung Select a category

- Chon ham cén str dung trong khung Select a function va Nhap OK dé chon ham.

- Tuy theo ham duoc chon, Excel s& mé hop thoai ké tiép cho phép nhap cac ddi sé.

IF

Logical_test |C2 ==0 E = TRLE
value_if_true [SQRTICZ) e = 2449489743
value_if_false |"5& 4m khdng cd cin hic hail" e = "5 &m khdng cé cin

= 2,449459743
Returns one walue if a condition wou specify evaluates to TRUE and another walue if it
evaluates ko FALSE.
¥Yalue_if_false is the walue that is returned if Logical_test is FALSE. IF omitted, FALSE is
returned.

Formula result =2, 449459745 o] 8 | Cancel |

Hinh 10.3: Nhdp ham thong qua hop thoai Insert Function

- Tién hanh nhép cac doi so.

- Nhip OK dé két thuc.
10.2. Cac ham thong dung

10.2.1. Cac ham toan hoc
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CHUONG 10: MOT SO HAM TRONG EXCEL

Trong chuong nay, ban s& tim hiéu cac ham cé san trong =XIMHM @. Phan nay s& cung
cap cho ban cac k¥ niang dé giai quyét cac bai toan tir co ban dén cac bai toan phirc tap.
Ham dung dé tinh toan va tra vé két qua ctia ham mot tri, trong 6 chtra ham s& tra vé mot
gia tri, mot chudi ky tu hodc mot thong bao 13i, ... Excel c6 mot tip hop cac ham rat phong
pht va dugc phan loai theo tirng nhém phuc vu cho viéc tinh toan trén nhiéu kiéu dit liéu
va nhiéu muc dich khéac nhau.

10.1. Ci phap chung va cach sir dung

10.1.1. Xem danh sach cac ham

Cach 1: Chon lIénh Formulas/ chon

=4 L =
Home Insert Page Layout Farmulas Data Review View
5 b Cut Calibri -1 A A E== - B
E@ Copy -
z - | EE = | = = = | £ 3=
% Format Painter B I U - O A - - — I |'
Clipboard P Font P Alignment

Jilx v [2] -
Céch 2: Click nut trén thanh cong thurc

Céach 3: Nhan t6 hop phim Shift + F3. khi d6 hop thoai danh sach cac ham xuét hién
(hinh 11.1)

Insert Function ? >

Search for a function:

Type a brief description of what you want to do and then Go
click Go
Or select a categony: | All e

Select a function:

T — -

ACCRINT

ACCRINTM

ACOS

ACO5H

ACOT

ACOTH v

ABS{number)
Returns the absolute value of a number, a number without its sign.

Help on this function Cancel

Hinh 10.1: Xem danh sach cac ham
10.1.2. Cu phap chung

= TEN HAM ([Danh sach ddi so])

ThS. Duwong Trwong Quéc Khdnh 145

- Phan mé rong: thuong dung 3 ky tu trong cac ky tu néu trén. Thong thudng phan mo
rong do chuong trinh ing dung tao ra tép tin tu dat.
- Gifta phan tén va phan mo rong c6 mot diu cham (.) ngan céch.
Vi du: CONG I’AN TIXT  QBASIC.EXE AUTOEXEC.BAT M _TEST
phin tén phin mé rong
* Phan loai tap tin

Ta c06 thé cén ctr vao phan mé rong dé xac dinh kiéu cua file:

= COM, EXE : Cac file kha thi chay truc tiép duoc trén h¢ diéu hanh.

« TXT, DOC, ... : Cac file van ban.

= MP3, DAT, WMA, ..., BMP, GIF, JPG, ...: C4c file am thanh, video va cac file hinh
anh

= Ky tu dai dién (Wildcard)
Dé chi ra mdt nhoém céc tap tin mudn truy Xut, ta co thé sir dung hai ky tu dai dién:
- DAu ? dung dé dai dién cho mot ky tu bat ky trong tén tap tin tai vi tri nd xuét hién.
- Déu * dung dé dai dién cho mot chudi ky tu bat ky trong tén tap tin tir vi tri n xuat

hién.
Vi du: - Bai?.doc dai dién cho Bail.doc, Bai6.doc, Baiq.doc, ...

- Bai*.doc dai di¢én cho Bai.doc, Bai6.doc, Bail2.doc, Bai Tap.doc, ...

* Thw muc (Folder/ Directory)
Céc tap tin dugc luu trir trén may tinh tai mot noi duoc goi l1a thu muc. Thu muc la noi luu
giit cac tap tin theo mot chu dé nao do theo y ngudi sir dung. Pay 1a bién phap gilp ta quan
ly duogc tap tin, dé dang tim kiém chung khi can truy xuét.
Trén mdi dia c6 médt thu muc chung goi la thu muc géc. Thu muc géc khong c6 tén riéng
va duogc ky hiéu 1a \ (d4u xd phai: backslash). Du¢i méi thu muc gdc co cac tip tin truc
thudc va cac thu muc con. Trong cac thu muc con cling ¢é cac tap tin truc thudc va thu
muc con cua nd. Thu muc chtra thu muc con goi 1a thu muc cha. Thu muc dang lam viéc
goi la thu muc hién hanh. Tén cta thu muc tuan thu theo cach dat tén cua tap tin.
= O dia (Drive)
O dia 1a thiét bj dung dé doc va ghi thong tin vao dia, cac 6 dia thong dung 1a: O dia di
dong (con goi la 6 dia USB), O dia cting, O dia CD/DVD.
* Puong din (Path)
Moi thu muc ¢6 thé chira nhiéu tap tin va thu muc con, mdi thu myc con lai c6 thé chira
nhiéu tap tin va thu muc con bén trong. Vi kiéu luu trir nhu vay tao nén mot cau tric cay
goi la ciy thu muc (Folder tree). Dé di dén thu muc dugc chi dinh can phai di qua cac thu
muc trung gian. Puong di tr mot thu muc dén mot thu muc chi dinh duoc goi la duong
dan. Puong dan 1a mot danh sach c6 tht tu cua cac thu muc lién tiép nhau va duoc phan
cach boi ky hiéu \ (ddu x6 phai: backslash).
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2.2. Hé diéu hanh Windows

2.2.1. So lwgc vé sw phat trién cia Windows

Windows la mot hé diéu hanh do hang Microsoft phat trién. Tir version 3.0 ra doi vao thang
5 nam 1990, dén nay hang Microsoft da khong nging céi tién lam cho hé diéu hanh nay
ngay cang duoc hoan thién. Microsft Windows gdom cic phién ban sau: Windows 95,
Windows 98, Windows Me, Windows NT 4.0, Windows 2000, Windows XP, Windows
Vista, Windows 7, Windows 8, Windows 10. Trong giao trinhnay trinh bay Windows 8.
2.2.2. Khéi dong va tit may tinh trén Windows 8

* Khéi dong Windows 8

Windows 8 duoc tu dong khai dong sau khi bat nguén may tinh. S& cé thong béo yéu cau
nhap vao tai khoan (User name) va mat khau (Password) ctia ngudi dung (hinh 4.1). Thao
tac nay goi la dang nhap (login).

0 6 © 6

e Lo e -
Caoge (vome Wedow atmticr X0

1

o TN d W R

Nut Desktop

1

el X1)

Hinh 4.1: Man hinh dang nhap Hinh 4.2: Man hinh Start
Sau khi ding nhap thanh cong, mot man hinh chira cac biéu tuong c6 thé kich hoat cic tng
dung sé& hién thi, man hinh nay dugc goi la Start Screen (hinh 4.2). Nhan vao nat Desktop
dé m& ra man hinh desktop.
MOi nguoi st dung s& c6 mot tap hop thong tin vé cac lua chon ty thiét 14p cho minh (nhu
hinh nén, cac chuong trinh tir dong chay khi khai dong may, tai nguyén/ chuong trinh dugc
phép sir dung, v.v...) goi 1a user profile va dugc Windows luu gitr lai dé st dung cho nhing
lan dang nhap sau.
= Tit may tinh
Trude khi thoat khoi hé diéu hanh, cin phai dong cac chuong trinh dang mé. Tiép dén ré
chudt vao bién phai ctia man hinh (hodc nhan t6 hop phim Windows + C) dé hién thi menu
dung bén phai (charm bar), sau d6 nhan vao nit Settings/Power sau d6 chon Shut downs dé
tat may, chon Restart dé khai dong lai va chon Sleep dé chuyén sang ché d6 cho (tiét kiém
dién ning). (hinh 4.3)
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Cach thuc hién:
Chuyén bang tinh sang ché do Page Break Preview (chon lénh View/ Page Break

Preview hodc click nat mtrén thanh trang thai) (Hinh 9.5)
Tré chudt vao Ky hiéu ngit trang cho dén khi chudt bién thanh miii tén 2 dau, drag ky hiéu
ngit trang dé diéu chinh

l A B c 0 £ F G | H J K L M
' BANG THED DOI NHAN Su CONG TY XXX Mgy set: 5]

12

| 3 [STT] Hotén | Phai Hgdysinl Tusi Jgdy L.Vihayldmhémni{ Thuing Phucip THig — ., -~
4 NgugnMirh  |[Nam | 12121360 2-10-63] 23 Ky hiéu ngat trang
1 5 TeinTharhAn  |[Mam  [24-12-1959 0S-10-90 26

] HuynhPhugng [MY [ 13.5-1968 0-12-98] 2

7 WinSjHing  [Nam || 551876 =, 08-0592] 20 - —_ 700000

] TrinCéngMinh [Nam  [255-19780) | ) $=}=03-07-90 19 g8te] () 6 450000

19 LéHoyHEng [N Proaoa3mo[* =0 S720-10-88] % 40000] 540000

10 LiPheongTrinh [N¥ | 5517 | 08-05-95] 25 383000

i Nguydn Hing SofNam [ 30-6-1382 03-07-38[ 23 15000 480000

2 Trin ThuHvong [N¥ | 18-9-1870 20-10-65] 24 10000] 470000

113 V1 V4 VS VB

14 V2 Vi

?15 V3 V3

Hinh 9.5: Diéu chinh ngit trang
9.4. Luu tap tin thanh tap tin PDF:

Cach thyc hién:

- Chon Iénh File/ Save As

- Chon thu muc mudn luu tap tin PDF, nhép tén tdp tin, chon kiéu tap tin la PDF trong
hop tha Save as Type (Hinh 9.6)

- Standard (publishing online and printing)/ Minimum size (publishing online): nén két
qua tap tin PDF dé sir dung trén web

- Open file after publishing: chon ty dong md tap tin PDF két qua ngay sau khi chuyén

doi thanh cong
- Option: chon pham vi dit liéu mudn chuyén doi
a Save As EX|
< ) « Giaot.. » DulLieu TH Excel v & s
Organize ~ New folder TR «©
A Name i Date modified
~4 Libraries
*| Documents
@' Music
&= Pictures
B8 videos
File name: | dulieu v ‘
Save as type: | PDF v :
Authors: Admin Tags: Add atag
pt f ) [+] Open file aft:
Options...
= Hide Folders Tools ~ Save Cancel
Hinh 9.6: Luu tap tin thanh tap tin PDF
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e Lép Header/ Footer: tao tiéu dé/ ha
muc, danh sd trang, ...

C6 thé chon tiéu d&/ ha muc ¢ san trong

hop Header/ Footer, tuy nhién cac tiéu d¢/

Chon Header
c6 sin

Tao Header
theo y muon

Tao Footer

Custom Header.. | Custom Footer theo y muén
Chon Footer ¢6
\l E
id and even pages
v
......

Hinh 9.3: Tao Header va Footer

ha myc nay co6 thé khéng dung véi mong

muon cua ban. B¢ tao tiéu dé/ ha muc theo

y cua riéng minh, ban hay Click vao nut
Custom Header/ Custom Footer. Hop
thoai Header/ Footer (Hinh 9.3, trang ké
tiép) cho phép ban tao tiéu dé/ ha muc, danh

sO trang, chén ngay, gio,. ..
e Lép Sheet: chon vung dir li¢u in, dat tuy chon khi in, thr ty in, ...

9.2. Xem trudc (Print Preview) va in (Print) bang tinh
Céach thuc hién: Chon 1énh File/ Print hodc nhén t6 hop phim Ctrl-P (Hinh 9.4)

Buo® [Compatib

ity Modi

Print r BN THED 008 SHN 5 COMG T Y X

g b

iy

3 " ]
2| Thay doi dj rong/
= chiéu cao

H

erinter

Hewdett-Packard HP Laserle

» ..

LSk

1

Phong to/thu nho

Collated

Portest Onientation v !

Duyét trang in

An/hién Ié trang ‘

1 of3 P

Hinh 9.4: Print va Print Preview
- Print: In bang tinh
- Copies: s6 ban dugc in
- Printer: chi dinh may in
- Settings: mot s6 cau hinh
9.3. Pi¢u chinh ky hiéu ngit trang

ThS. Duwong Trwong Quéc Khdnh 143

Sleep

Shut down

Restart

Hinh 4.3: Tat may tinh trong Windows 8
Néu chon Shutdown, ung dung dang chay s& dugc dong lai va may s€ tu dong tat. Néu vi
mot 1y do nao d6 ma may tinh khong san sang dé dong (chua luu dir lidu cho mot img dung
hoic sy trao d6i thong tin giita hai may ndi mang dang tiép dién v.v..) thi s& c6 thong bao
dé xu ly.
Ch0 y: néu khong lam nhiing thao tac dong Windows ma ta tat may tinh ngay thi c6 thé
mot phan dir liéu trong cac tap tin dang mé bi mat va hé diéu hanh Windows phai chinh
sira cac tap tin nay trong 1an khéi dong may tinh tiép theo.
= Thoat khéi tai khoan Windows

I+

student g

Change account picture

Lock

Sign out

Hinh 4.4: Sign out trong Windows 8
Trude khi thoat khoi hé diéu hanh, can phai dong cac chuong trinh dang mé. Tiép dén ré
chudt vao bién phai ciia man hinh (hodc nhén t6 hop phim Windows + C) dé hién thi menu
dang bén phai (charm bar), sau d6 nhan vao nit Settings/Power sau d6 chon Shut downs dé
tat may, chon Restart dé khai dong lai va chon Sleep dé chuyén sang ché d6 cho (tiét kiém
dién nang). (hinh 4.3)
Mot may tinh ¢ thé c6 nhidu ngudi st dung chung, mdi nguoi dung s& duge cAp mot tai
khoan riéng dé dang nhip vao may tinh.
Khi dang nhap thanh cong Windows sé& thiét 1ap lai cac thong sé da duoc luu trit trude day
tuong tng véi tai khoan dang nhap. Dé thoat khoi tai khoan ngudi dung can thuc hién mot
thao tac goi 1a ding xuat (Sign out hoic Logout).
Sau khi Sign out, man hinh dang nhap s& dugc hién thi va lac nay nguoi dung khac co thé
dang nhap vao dé sir dung may tinh. Dé thuc hién thao tac Sign out nguoi ding can phai
thuc hién cac budc:

e Mo Start Screen bang cach click vao géc trai cta thanh taskbar hodc nhan phim

Windows Bcé biéu tuong 14 cd) trén ban phim.

ThS. Duwong Trwong Quéc Khdnh 35



e Nhian vao biéu tugng ngudi ding bén goc trén bén phai ctia man hinh.
e Chon Sign out dé dang xuat. (hinh 4.4)

Chu y: Déi véi Windows 8.1, dé tit may va  CentrolPanel |

, b e R , 2 A File Explorer Sian out
thoat khoi tai khoan, ta c6 thé thyc hién: R- | 9
. A P ) N R N Sleep
Click 1én nut Start cia man hinh va chon Shut  Run Shust down
down hodc Sign out (hinh 4.5) Shut down of sign out » Restat

Hinh 4.5: Sign out trong Windows 8.1
2.2.3. Gi6i thiéu man hinh Desktop ciia Windows 8
= Man hinh Desktop
Desktop 13 noi bat ddu cac hoat dong, né chira cac biéu tugng dé kich hoat cac chuong
trinh, cac 161 tit co thé thay ddi thong sb thiét 1ap hé thdng, thong tin vé cac chuong trinh
dang hoat dong, cac trang thai hi¢n hanh...(hinh 4.6)

Hinh 4.6: Man hinh Desktop cia Windows
Nim cudi man hinh 1 thanh tic vu (Taskbar). Trén thanh tac vu co biéu tuong
Internet Explorer, File Explorer, ...
= Nhirng biéu twong trén man hinh nén
Cic biéu twong (icon)

i

Biéu tuong la cac hinh vé nhé dac trung cho mot dbi tuong nao ‘!-3 =
o ]
-

d6 ciia Windows hodc cia cac ng dung chay trong Windows.

ComputersRecycleBin

Phia duéi biéu tuong 1a tén biéu twong, thdng thuong tén biéu
twgng dién giai cho chitc ndng nao d6 duge gan cho bidu tugng  Hinh 4.7: Bicu tuong
(vi du n6 mang tén cua 1 trinh ng dung). (hinh 4.7) trén man hinh desktop
Computer

Biéu tuong nay cho phép duyét nhanh tai nguyén trén may tinh. Khi mé Computer (bang
thao tac Double Click hoic Right Click/ Open trén biéu tuong cua no), ctra s6 Computer
s& xuat hién.

Recycle Bin
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CHUONG 9: PINH DANG VA IN AN TRONG EXCEL
Chuong nay s& hudng dan ban chuan bi cac cong viéc dé in an nhu: thiét 1ap c4c tly chon
cho trang in (Page Setup), xem ludt bang tinh (Print Preview) va thuc hién in (Print).
9.1. Pinh dang trang in (Page Setup)
Lénh Page Layout/ Page Setup/ Print Titles cho phép ban dat hudng trang
(Orientation), chon kho gidy in (Size), dit do rong cua cac 18 (Margins), tao tiéu dé va ha
muc (Header and Footer), danh sd trang (Page number), chon ving dit liéu in (Print Area),

Hop thoai Page Setup gom cac 16p sau: _ -
(Hinh 9_1) [ Page | Margins | HeaderFooter | Sheet |

Orientation

o Lép PaQEI dét hll'é'ﬂg tl’ang, Ch(_)l’l khé O Portrait (®) Landscape
giéy in, Scaling

@ Adjustto: | 100 [%] % normal size

-::J Fitto: 1 :'-3' page(s) wide by |1 :-3- tall

- Orientation: Chon hudng gidy in.

Paper sige: | A4

+ Portrait: huéng in dung. print quaiity: |

First page number: | Auto

+ Landscape: hudng in ngang.
- Scaling: chon ty 1€ in.

- Paper size: chon kho giay. prnt.. | [ printprevew | | Options..

- Print quality: chon chat luong in. [ ok || con
- First page number: chon s6 bat du cia  Hinh 9 7- Par hutomg trang, chon khé

giay in

o Lé&p Margins: dit do rong cta cac 16 [ Resesas

trang dau tién.

Chon d6 rong cac 1& Top, Bottom, Left, e H""mm;i A
Right, Header va Footer (don vi 1a inch). s e
(H,‘Inh 9.?) ‘ - -

Neéu muon dat bang tinh nam ngay tai tam ors i ors I8

ctia trang in (Center on page), danh diu vao

muc Horizontally dé dat bang tinh vao trung R o jos 13

tam trang in theo chiéu ngang, ddnh dau vao - ooty

muc Vertically dé dat bang tinh vao trung e | (e
tAm trang in theo chiéu dumg. - DK_ P

Hinh 9.2: Bt d6 rong cua cac 18
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¥ Format Painter

- Click vao nut Format Painter

- Chon cac 6 ma ban mudn sao chép dinh dang.

8.6. Thao tac trén tap tin

M tap tin méi

Chon File/New hodc nhan t6 hop phim Ctrl + N hodc nhan nut mtrén thanh Quick

Access
M¢ tap tin da c6 trén dia

Chon File/Open hodc nhan t6 hgp phim Ctrl + O hozc nhan niit ~

Access.

Luwu tip tin lin dau tién

™ trén thanh Quick

Chon File/Save hodc nhan t hop phim Ctrl + S hodc phim F12 hodc nhin nat & trén

thanh Quick Access
Luwu tap tin v6i tén khac
Chon File/Save As

Luwu tap tin v6i dinh dang phién ban cii

Céc tap tin tao ra tur cac phién ban Excel 2007, Excel 2010 va Excel 2013 c6 dinh dang
ctia tap tin XML. Mudn luu tap tin Excel ding dinh dang cua phién ban cil thi trong hop
thoai Save As/ Save as type, chon Excel 97-2003 Workbook. Excel cling cho phép ban

luu tép tin dang PDF
Pong tap tin

Lénh File/ Close:Dung dé dong tap tin hién hanh, ban phai luu tap tin trude khi dong,

néu tap tin c6 cip nhat ma chua luu lai thi Excel s€ hi¢n thong bao nhéc nho:

I Want to save your changes to ‘database.xlsx'7

Learn more

Save [ Don't Save

If you click "Don’t Save’, a recent copy of this file will be temporarily available.

Cancel

- Save: luu dir liéu va dong tap tin hién hanh.

- Don’t Save: dong tap tin hién hanh ma khong luu dir lidu.

- Cancel: hiy bo 1énh, tr vé tap tin hién hanh.
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Recycle Bin (hinh 4.7) 1a noi luu trir tam thoi céc tap tin va cac dbi tuong da bi x6a. Nhiing
d6i tugng nay chi that sy mat khi ban x6a chung trong cira s6 Recycle Bin hoic
Right Click vao biéu tugng Recycle Bin r6i chon Empty Recycle Bin. Néu mubn phuc hoi
céc tap tin hodc cac ddi twong da bi x6a trong ctra s6 Recycle Bin, ban chon dbi tuong can
phuc hoi, sau d6 Right Click/ Restore.
Chu y: Mudn x6a cac tap tin, cac ddi twong truc tiép khong luu trong Recycle Bin, ta thyuc
hién cac cach sau:
R- Click 1én ddi twong Recycle Bin trén man hinh nén va chon Don't move files to the
Recycle Bin. Remove files immediately when deleted
Nhan t6 hop phim Shift + Delete 1én ddi trgng mudn x6a
Cic 16i tit (biéu twong chwong trinh - Shortcuts)
Céc 16i tat giup ban truy nhap nhanh mét d6i twong hodc N
mot thu muc nao do6, vi du mé mot chuong trinh, mot dia @ E]-
cing, mot thuy muyc, .v.v.. Pé mo mot ddi tuong, ban ZEndb Ut iORGOCYISDIVE
Double Click trén Shortcut cia nd hoac Right Click/ Open. I S
Biéu twong cua cac 1i tit s& c6 hinh mili tén mau xanh chi Hinh 4.8: Cac 10i tat dén
v& huéng déng béc (hinh 4.8). thu myc hodc chuong trinh
Menu ngir canh (Context menu)
Trong Windows khi Right_Click 1én méot dbi tugng (tap tin, thu muc...), mot menu ngi
canh sé& hién thi chta cac 1énh cho phép tuwong tac véi ddi twong d6. Tuy vao ddi tugng va
quyén cua ngudi dung ma cac 1énh xuét hién trong menu ngit canh s& khac nhau.
2.2.4. Cira s0 chwong trinh
= Cira s0 va cac thanh phén ciia cira s6
Mot cira s6 trén hé diéu hanh Windows bao gdm rat nhiéu thanh phan nhu hop diéu khién
(Control box), thanh menu 1énh (Menu bar), tiéu dé ctra s6 (Title bar), nit thu nho cira sb
(Minimize), ndt phong to/thu nho (Maximize/Restore), nut déng ctra sé (Close), ... (hinh
4.9)

Control Box  Menu Title Minimize
o a9 ¢ = ‘ Datument] - Microsaft Ward ? m*~ A0
HOME INSERT DESIGN  PAGE LAYOUT REFERENCES  MAILINGS  REVIEW  VIEW  Fouit Repler|»
S ¥ | Times New Roman -he -] iEeELEe =as — [ 2%
Bp | B 7 U - xoc] B0 4 _ | AaBbCcDc AaBbCcDe AaBbhCt |, L |
= = —| Edjing

Eim —
Paste - N T L ] i i
M o AW A -har A A MaeDH | Bl MNormal | T NoSpac.. Heading 1

Cliphoard = Font ]

Vertical scroll har ’

Status Horizontal  scroll

[
PAGE1OF1 OWORDS  ENGLISH [UNITED STATES)

Hinh 4.9: Ctra s6 phan mém Microsoft Word va cac thanh phan
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Cic thao tic trén mét cira so

+ Di chuyén ctra s6: Drag thanh tiéu dé ctra s6 (Title bar) dén vi tri méi.

+ Thay d6i kich thudc ctia cira s6: Di chuyén con tro chudt dén nit canh hodc nit géc cua
ctra s6, khi con tré chudt bién thanh hinh miii tén hai chiéu thi Drag chudt dé thay do6i
kich thudc.

Phoéng to ctra s6 ra toan man hinh: Click 1&n nit Maximize . O

Phuc hdi kich thuée truée cua cira so: Click 1én nit Restore . &l

Thu nho ctra s6 thanh biéu tuwong trén Taskbar: Click 1én nat Minimize 1.

+ + + o+

Chuyén doi gifta cac cira so ciia cac ing dung dang md: Dé chuyén doi gitta cac tng
dung nhén to hop phim Alt + Tab hodc click chon biéu tuong ung dung trén thanh
Taskbar.

+ Dong cira s6: Click 1én nat Close Xlctia cira s6 hodc nhan t6 hgp phim Alt + F4

2.2.5. Hop hoi thoai

Cac hop thoai thuong xuét hién khi chay chuong tinh ing dung Windows dé gitp ban chon
thém thém nhiing thong sb trude khi chuong trinh thyc hién 1énh cta ban.

Cic thanh phan ciia hop hdi thoai:

Thong thuong, trén mdt hdp hoi thoai s€ c6 cac thanh phén sau (hinh 4.10)

- Hop van ban (Text box): dung dé nhap thong tin.

- Hop liét ké (List box): liét ké san mot danh sach cé cac muc co thé lua chon, néu sd muc
trong danh sach nhiéu khong thé liét ké hét thi s& xuét hién thanh trugt dé cudn danh sach.
- Hop liét ké tha (Drop down list box/ Combo box): khi Click chudt vao nut tha thi sé liét
ké& mdt danh sach cac muc va cho phép chon mét muc.

- Hop lua chon (Check box): cho phép chon mét hodc nhiéu muyc.

- Nt tiy chon (Option button): bit budc phai chon mot trong sb cac muc.

- Nt 1énh (Command button): yéu cau thyc hién 1énh.

[ S—

Cic 16p (Tab) (1,

Hoép van ban ~| T 2 A
(Text box) s San 1C Bo1 o ’

Nut dong
(Close)

Hop liét ké
(List box)

Hép lwa chon
Hop liét ké tha (Check box)

(Combo box)

4-
a
s
s
a M
& &=
3 Y2

Times New Roman

™is 15 a TrueType fort. This font will be used on c:vm

hién thi

| | Set As Default Text Effects ox Cancel

Hinh 4.10: Hop thoai
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- Right : canh 1& phai. - Fill : 1ap dir liéu day®.

- Justify : canh déu trai phai.

- Center across selection: canh gitra vung dugc chon
Vertical: phan bé doc.

-Top : canh 1& trén. Text control: diéu chinh dit liéu.

- Center - canh 18 gitta. - Wrap text : nam chung trong 6.
-Bottom  : canh 1& dudi. - Shrink to fit: canh vira véi 6.

- Justify : canh trén dudi.

v Orientation: Chon huéng thé hién dir liéu
Ngodi ra, c6 thé st dung lénh Home/ Alignment dé dinh dang nhanh phan bé dir liéu
trong 6 (hinh 10.29).

A1 2 3 C D A. Phan bé doc:
==_ - =¢ Wrap Text 1. Canh lé trén;
2. Canh giita;
= = = e = Merge & Center\ 3. Canh Ié dudi
B4 56 Al Et - B. Phén b ngang:
onme 2 4. Canh Ié trdi;
5. Canh Ié giita
6. Canh Ié phai;
C. Orientation
D. Wrap text;
E. Ghép cdc 6 va canh giita dit liéu ving
dirge chon
Hinh 10.29: Binh dang phan bo dir li¢u
Dinh dang ky tu

Dt 1iéu trong 6 c6 thé dinh dang ky tu theo cac thanh phén: Font (kiéu chir), Font Style
(loai nghiéng, dam, gach dudi ...), Size (kich c& chir), va Effects (hiéu tng).
Chon 1énh Home/ Format/ Format Cells/ Chon 16p Font, ban chon thay ddi cac thanh
phan twong ty nhu véi hop thoai Font ctia Word.
Ngoai ra, c6 thé sir dung 1énh Home/ Font hodc stir dung cac phim tat dé dinh dang ky tu
tuong tu nhu thao tac trong Word.

Ké khung va td mau nén cho bang tinh
Mot tinh ning hiru ich dé 1am ndi bat nhitng théng tin cu thé trong mot bang tinh do 1a
thém cac dudng vién (Border) va t6 nén cho cc 6 quan trong.
-Pé ké khung, chon 1énh Home/ Format/ Format Cells/ Chon 16p Border
- Dé t6 mau nén, chon 1énh Home/ Format/ Format Cells/ Chon 16p Fill

Sao chép dinh dang bang niit Format Painter
Doi khi ban can sao chép dinh dang tir mot 6 ndy sang cac 6 khac ma khong sao chép dir
liéu trong 6. Vi du nhu can sao chép Font chit, Size chit, kiéu chit (Bold, Italic), dudng

vién, mau neén, ... Bé thuc hién duogc viéc nay, ban c6 thé st dung nit Format Painter

¥ Format Painter Céach thuc hién:

- Chon 6 ¢6 dinh dang can sao chép.
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Loai dir Cong dung Vi du
i B§ cac dang hitu ich, bao gém: Zip Code, Phone Number | 9810-123
Special 12-34-56

Custom Dbinh dang riéng, cho phép ngudi sir dung gd vao cac ma | INV-0075

dinh dang riéng theo véu cAu. 25/12/2003

Ta c6 thé dinh dang nhanh cach hién thi dir liéu bang cach sir dung cac nit trén nhom
Home/ Number (hinh 10.27)

General g . 1. Dinh dang kié:u fié;?. té
2. Dinh dang kiéu phan tram
$ - % » %85 3. Dinh dang 56 ¢6 ddu phdn cdch hang ngan
1 2 3 4 5 4. Tang mot sé lé thap phan
Numbes ‘ 5. Giam mét s6 1é thdp phdn
6. Dinh dang hién thi dit liéu

Hinh 10.27: PBinh dang hién thi sb
= Canh I dir liéu trong 6
Sy phén b dir liéu trong mot 6 phu thudc vao 3 thanh phan: phan bb ngang (Horizontal),
phan bb doc (Vertical) va hudng thé hién dir liéu (Orientation).
- Chon vung dir liéu can dinh dang.

- Chon 1énh Home/ Format/ Format Cells.../ Chon 16p Alignment, xuét hién hop thoai

(hinh 10.28)
= 9
Format Cells » BIEN |
Number | Alignment Border Fill Protection
Text alignment Orientation
Horizontal: e .
General Indent ’.
Vertical: 0 o : 3
(Bottom K4 x || Text *
t
Justify distributed 3
*
Text control * -
[C] wrap text 0 $- Degrees
[] shrink to fit
E] Merge cells
Right-to-left
Text direction:
Context v
OK ‘ Cancel

Hinh 10.28: Pinh dang phéan bd dif liéu trong 6
Horizontal: phan bo ngang.

- General : dang mac nhién.
- Left : canh 18 trai. Center : canh 1& giira.
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Céac nut 1énh thong dung:

- OK: thuc hi¢n 1€nh theo thong s6 da chon va dong hop thoai.

- Close: giir lai cac thong sé da chon va dong hop thoai.

- Cancel (hay nhéan phim Esc): khong thyuc hién 1énh va dong hop thoai.

- Apply: ap dung cac thong s6 di chon nhung khong dong hop thoai.

- Default: dit mic dinh theo cac thong s6 da chon
2.2.6. Sao chép dir li€u trong Windows
Vi¢e sao chép dir liéu trong mot ung dung hodc gitra cac ing dung dugc thyc hién thong
qua bd nhé dém (Clipboard). Tai mot thoi diém, bd nhé dém chi chira thong tin méi nhat.
Khi sao chép dir li€u tr mot vi tri dé dan vao mot vi tri khac, can thuc hién bon thao tac
theo thir tu sau:

- Chon ddi tuong can sao chép.

- Thuyc hién 1énh Edit/ Copy hodc nhén t6 hgp phim Ctrl + C hoic Right_Click/ Copy

dé sao chép d6i twong vao bd nhé dém (Clipboard).
- Xac dinh vi tri cAn dén.
- Thuec hién 1énh Edit/ Paste hodc nhan to hop phim Ctrl + V hodc Right Click/ Paste
dé dan ddi tugng tir bd nhd dém vao vi tri can dan.

2.2.7. Cach khéi dong va thoat khéi cac chwong trinh
Khéi dong chwong trinh irng dung
C6 nhiéu cach dé khai dong mot chuong trinh tmg dung trong Windows:
Khéi dong tir Start Screen

Nhan vao vi tri goc bén trai ciia thanh taskbar hodc nhan phim Windows B) trén ban
phim, click vao chuong trinh mudn khoi dong.

Khéi dong bang 1énh Run

Right_click vao vi tri bén goc trai trén thanh Taskbar va chon 1énh Run (hodc nhan t6 hop

phim Windows + R) s& xut hién hop thoai Run nhu hinh 4.11.
=3 Run n

Type the name of a program, folder, document, or Internet

- resource, and Windows will open it for you.

Open: unikey v

OK Cancel Browse...

Hinh 4.11: Hop thoai Run
- Nhap vao tén ctia chuong trinh muén thuc thi hodc Click chon nut Brown dé chon
chuong trinh.
- Chon OK dé khoi dong chuong trinh.
Dung Shortcut dé khéi dong cac chwong trinh
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Double_Click hoic Right_Click/ Open vao Shortcut ciia c4c tng dung ma ban mudn khai
dong. Céc Shortcut thudng duoc dit trén man hinh nén Desktop.
Khéi dong tir cac Folder
Khi tén ctia mot chuong trinh tmg dung khéng hién ra trén menu Start thi cach tién loi nhat
dé ban khai dong no 1a mé tir cac Folder, Double Click hodc Right Click/ Open trén biéu
tugng cua chuong trinh ing dung can mo.
Thoat khéi chwong trinh irng dung
Pé thoat khoi mot img dung ta c6 thé dung 1 trong cac cach sau day:

- Nhan t6 hop phim Alt + F4

- Click vao nit Close (& goc trén bén phai cua thanh tiéu dé).

- Chon menu File/ Exit.

- Double_Click 1én nut Control Box (¢ goc trén bén trai clia thanh tiéu dé).

- Click 1én nut Control Box. Click chon Close.
Khi dong 1 ung dung, néu dit liéu cua ung dung dang lam vi¢c chua dugce luu lai thi n6 s€
hién thi hop thoai nhic nhd viéc xac nhan luu dit liéu (hinh 4.12). Thong thudng ¢6 3 chon
lya:

Microsoft Word [ x| |

1 Want to save your changes to Document1?

If you dlick "Don't Save’, a recent copy of this file will be temporarily available.

Save Don't Save Cancel

Hinh 4.12: Hop thoai nhic nho luu dit liéu cua Microsoft Word
- Save: luu dit liéu va thoat khoi chuong trinh tng dung.
- Don’t Save: thoat khoi chuong trinh ing dung ma khong luu dir liéu.
- Cancel: huly bo 1énh, tré vé chuong trinh ing dung.
2.3. Thay déi cAu hinh Windows
Windows cho phép thay doi cau hinh cho phu hop véi cong viéc hodc sé thich cua
nguoi sir dung thong qua nhom cac cong cu trong Control Panel. Trén Windows 8 dé
vao control panel thuc hién cac cach sau:
- D-Click vao biéu tugng Control Panel trén man hinh nén néu co.
- Nhép chudt phai & goc dudi bén trai cia man hinh (hodc t6 hop phim Windows %
+ X), khi &6 menu xuat hién va chon Control panel. Cira s6 Control Panel s& xuat
hién (hinh 4.13)
- Trudc tién phai md charm bar bé“mg cach ré chut vao bién bén phai man hinh, chon
Settings / Control Panel.
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lidu kiéu sb co thé hién thi theo nhiéu loai dit liéu khac nhau nhu Number, Date,
Percentage,...

Format Cells ? IES

Number | Alignment Font Border Fill Protection

Category:
General Sample
Number 12/12/1960
Currency -
Accounting Type:

Date
Time
Percentage 0% ~
Fraction |
Scientific
Text

Special
[Custom |

dd/mm/yyyy

v
Delete

Type the number format code, using one of the existing codes as a starting point,

oK Cancel

Hinh 10.26: Pinh dang dir liéu

Chon loai dir li¢u ¢ khung Category:

Loai dir Cong dung Vidu
Dinh dang dir li¢u s6 mic dinh, canh phai, gitt nguyén [ 15.75
General N D
dang ban dau khi nhap vao. 15234
Number Pinh dang dit liéu s0, ma dinh dang gom dau phan cach | 3.14159
hang ngan, s6 chir s6 thap phan va cach hién thi cac s6 m | -1,234.57
Dinh dang tién té, mi dinh dang gdm ky hiéu tién té khac, | $15.25
Currency X e Ko Al x R g o Aoa
so chit so thap phan va cach hién thi cic sO0 Am VND 500
Dinh dang tién &, dic biét duoc thiét ké dé canh dit liéu | $75.50
Accounting | theo ky hiéu tién té. (Ky hi¢u tién té xuét hién doc theo $5.50
cac canh trai cua 0). .
Dinh dang ngay thang nim, mi dinh dang gdm mot s6 | 09/12/2003
Date X e s
mau dinh san. Sep-12-03
i Dinh dang thoi gian gid phit gidy, ma dinh dang gom mét | 2:30 PM
Time A <
s0 mau dinh san. 14:30:20
Dinh dang ty 1€ %, cac gia tri trong cac 6 dugc chon dugc | 184%
Percentage | nhan véi 100 va két qua hién thi véi biéu tuong %, ma 24,155
dinh dang gom sd chir s6 thap phan 70
Fraction Dinh dang phan sb. 01-May
o Dinh dang s6 khoa hoc, str dung ky hiéu mii cho cac s6 ¢ | 1.25E+03
Scientific o .
qua nhiéu chir so. 2.00E-02
Text Dinh dang van ban (dit li¢u s€ dugc canh trai trong 0). 123
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- Chon mét hodc nhiéu cot/ hang/ Sheet
muén cho an/hién
- Chon 1énh Home/ Format/ Hide&Unhide
hodacR_Click 1én cac cot/ hang/ Sheet da
chon, chon 1énh 4n/ hién cot/ hang/ Sheet.
(hinh 10.24)
Ghi ch: C6 thé an/ hién cot/ hang bang cach
cho d6 rong cua cot/ hang bang 0/ khac 0.

(Xem lai 2 cach thay d6i do rong cua

cot/hang)

= Poéng bing tiéu dé cdt/hang

J. Hide Rows 1. A_:H hdng
2. Hide Columns 2 A-ﬂ Cdf
3. Hide Sheet 3. An sheet

4. Unhide Rows 4. Hién hang
5. Unhide Col _r'r1ﬁ'.‘-"“-—\.._\__\_‘5- I-I]",l?"n f’fjr

6. 6. Hién sheet

Hinh 10.24: An/Hién cot/hang/sheet

Trong céc bang dit liéu 16n, khi cuén man hinh xudng phia dudi hoic sang phai thi tiéu

dé cot/ hang s& bi che khuat. Excel hd tro chic ning dong bang tiéu dé cot/hang khi cudn

bang tinh, nham tao dicu kién dé dang khi lam viéc v6i cac bang tinh 16n.

Cach thyc hién:
- Chon 6 ¢ ngay bén phai cac cdt, ngay L
bén dudi cac hang mudn dong bang

- Chon lénh View/ Freeze Panes/

Freeze Panes (hinh 10.25)

;] =] Split [T View Side by Side :':
T Hide dl

Switeh

Widow | 1. Dong bang nhiéu

B Freeze Panes 1 {r{}{/hang
E Keep rows and columns visible while the rest of

the worksheet scrolls (based on current selection).
—— Freeze Top Row 2

Keep the top row visible while screlling through ‘\ {'{}"

the rest of the workshest,

2. Ping bang tiéu de

Ghi chii: ¢6 thé dimg tir bt ky 6 ndo, = i 3 ;ﬁ;”é’ bang tiéu dé
chon View/ Freeze Freeze Top Row dé e '
dong Hinh 10.25: Péng bang tiéu dé cot/hang

bang hang dau tién (tiéu dé cot) hodc
View/ Freeze First Column dé dong
bang cot dau tién (tiéu dé hang)

Chu : Dé g& bo dong biang bang cach
chon 1énh View/ Unfreeze Panes

8.5. Pinh dang bang tinh

Pinh dang hién thi dir liéu

Chon vung dir li¢u can dinh dang.

Chon menu Home/ Format/ Format Cells.../ Number hodc click miii tén bén phai nhom
Home/ Number hodc nhan t6 hop phim Ctrl-1 dé hién thi hop thoai Format Cells (hinh

10.26)
Chon quy dinh cach hién thi dir liéu:

Dt li€u khi nhap vao mot 6 trén bang tinh s€ phu thudc vao 2 thanh phﬁn: Loai dir liéu
(Category) va Ma dinh dang (Format code). Mdi loai dit liéu ¢6 ma dinh dang riéng. Dt
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3 Al Control Panel Hems - olEH
B » ControlPanel » Al Control Pane tems| v/ G| | Search Control Panel »
Adjust your computer's settings Viewby: Smallicons ¥
¥ Action Center B Add features to Windows 8 ) Administrative Tools 3 AutoPlay
84 Bitlocker Drive Encryption KX Color Management Credential Manager 9 Date and Time
59 Default Programs 2 Device Manager &3 Devices and Printers Display
© Ease of Access Center & Family Safety & File History Flash Player (32:bit)
J Folder Options JA Fonts ) HomeGrovp B 107 Audio Control Panel
& Indeiing Opticns IR intel(R) Graphics and Media € Intemet Options S Keyboard
€5 Language @ Location Settings & Mouse A% Network and Sharing Center
& Notification Area leons W Ped Information and Tools & 5 Phone and Modem
D Power Options {4 Programs end Features © Recovery & Region
%5 RemoteApp and Desktop Connections & Sound & Speech Recognition 8 Storage Spaces
® sync Center 18 System 2 Taskbar [# Troubleshooting
88 User Accounts ) Windows 7 File Recovery B Windows Defender & Windows Firewall
B8 Windows Mobility Center @ Windows Update

Hinh 4.13: Cura s6 Control Panel

Tu cira s6 Control Panel ta c6 thé su dung cac céng cu dé thiét lap cAu hinh cho hé
thdng, thay d6i ngay gio, cai dat thém Font chit, thiét bi phan cting, phdn mém méi hodc
loai bo ching di khi khong con st dung nira.

2.3.1. Thay d6i man hinh nén

Man hinh Desktop 1a noi ma nguoi st dung sé khédi dong cac chuong trinh cling nhu quan

Iy cac Gmg dung dang md. Windows cho phép thay d6i hinh nén cua desktop theo ¥ thich

cua nguoi st dung bang céch:

Right click vao vi tri tréng trén man hinh desktop va chon Personalize.
Chon Desktop Background, khi d6 cira s6 méi hién ra (hinh 4.14)
Chon céac anh trong danh séch.

Néu nguoi dung muon thém anh mai thi nhan vao niut Browse dé chon thu muc chira

Ngoai ra, ta ¢ thé chon hon mot anh dé 1am anh nén bang cach chon nhiéu anh trong
danh sach, cac anh s& tu dong thay doi theo khoang thoi gian ma ngudi dung thiét 1ap
tai muc “Change picture every:” véi thoi luong tir 10s cho dén 1 ngay.

Néu mubn cac anh thay d6i khong theo tht ty ta check vao muc Shuffle.

a] x
® ~ 1 B, Control Panel » AllCy | | Sea »
Choose your desktop background
Cicks ¥ orselect
Picture location: [ Windows Deskiop Backgrounds V] [[romen seectan | [ Claral
4 Earth (6)
(7 om s 1[5 — ?-\_ |2 & )
N N || st |
+ Flowers (6)
% Y| 9 & ’!E —mn
% | . ‘(
i \
ﬂ J (|2 ||
+ Windowis (1)
o :
e ‘
e h
| 30 minutes v [shuffle
m\ 2 J B
[E5ove changes: Cancel

Hinh 4.14: Ctra s thay doi anh nén Desktop
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2.3.2. Bit ché dd bao vé man hinh
Ché d6 bao vé man hinh trong Windows dugc kich hoat khi khong c6 hoat dong st dung
d3 dugc cam nhan trong mot thoi gian nhat dinh. Pé bat ché do bao vé man hinh (Screen
saver) ta thuc hién:

- Right_click v&o vi tri tréng trén man hinh desktop va chon Personalize.

- Trong ctra s6 Personalize nhan bi€u tugng Screen saver —. Hop thoai xuat hién

S
(hinh 4.15)
= Screen Saver Settings “ < Screen Saver Settings n
Saeen Saver Screen Saver
Screen saver Screen saver
Photos [ setings... | [ preview [Photos v [ Settings.. | [ Preview |
A medisplaylogon sereen Wait: | 1[2]] minutes|(J0On resume, display logon screen
Power management
nce by adjusting display Conserve energy or maximize performance by adjusting display
brightness and other power settings.
Change power settings Change power settings
ok || concel || apply [ox ][ cancel || appty |
b} A . by 2 N . \
Hinh 4.15: Hop thoai Screen saver Hinh 4.16: Dat thoi gian cho

- Nhén vao mii tén cta hop liét ké tha dudi Screen Saver (hinh 4.15) va chon mot ddi
tugng tir danh sach.
- Nhan vao nut Settings... dé dat thém tiiy chon.
- Pat thoi gian cho cho Srceen saver (hinh 4.16), nhan nut Preview dé xem két qua.
- Nhén nit OK.
2.3.3. Thay d6i d phan giai ciia man hinh
Do phéan giai man hinh 13 théng sé qui dinh trén man hinh ¢6 bao nhiéu diém anh (pixel)
dugc bd tri theo chiéu ngang va bao nhiéu diém anh duoc bé tri theo chiéu doc. Mdi diém
anh s& hién thi mot chi tiét hinh anh trén may tinh. Khi man hinh duoc thiét 1ap ¢ phan
giai cang 16n thi hinh anh cang sic nét va trung thuc hon. Do phan giai cang 16n thi hinh
anh hién thi s& cang nho lai va cang rd hon, khong bi md hay bi “bé hat”. D6 phan giai man
hinh duoc ghi theo quy tit (dai x cao). Vi du d6 phan giai man hinh 13 (1440x900) c6 nghia
1a chiéu dai hién thi 1440 pixel va chiéu cao 1a 900 pixel. Thay d6i do phan giai nhu sau:
- Nhén chudt phai vao vi tri tréng trén man hinh desktop
- Chon Screen Resolution
- Chon d9 phan giai mong mudn trong danh sach Resolution
- Chon Apply dé ap dung
- Chon Keep changes dé xac nhan thay do6i
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- Chon cac cot/hang can thay doi kich thude. =20 3 AutoSum - %?

- Vao menu Home/Format Fonar 2P Sort &

. 2 2. Y ) = & Clear~ Filter -
+ Chon Row Height d€ thay doi chiéu cao cia <.
hang (hoic chon Column Width dé thay d6i do IC Row Height..

rong ctia cot). (hinh 10.21) FuteRit Row Feight

L1 Celumn Width...

+ Chon AutoFit dé tu dong diéu chinh kich thudc AutoFit Column Width
cho vira véi dit liéu. Default Width...
Ghi chl: C6 thé R_Click 1én khéi da chon, chon  Hinh 10.21:Diéu chinh do
Column Width/ Row Height dé thay doi kich thudc. rong cot/hang

* Lénh Undo, Redo
a. Lénh Undo
Trong qué trinh thao tac trén bang tinh, néu ban co pham sai 14m nao d6 nhu khi x6a
nham khéi dir liéu hodc thyc hién nhdm mot 1énh nao dé, ban co thé hity bo 16i d6 bang
cach str dung chirc nang Undo. Thir tu cac 1énh dugc undo nguoc lai véi thir tu 1énh da
dugce thue hién. Excel 2013 hd tro 1énh undo nhiéu cép cho phép chon hiy bo nhiéu 1énh

cung mot ldc.

Cach 1: Click nat Undo trén thanh S - il
Quick ACf:eSS, chon mét hodc nhiéu Thu Borders A Thir
Iénh muén huy bo (undo) (hinh ”—f Font _ tir
10.22) ""5’”; fl_crmat E:;l - lénh
I A A ’ A Lndao Yping dl 1n .
Céch 2: Nhan t6 hop phim Ctrl + Z dé Typing ‘Ho ten' in B1 thue
huy bo timg 1énh. v Typing 'Stt'in A1 hién
| Undo 6 Actions
! ! |

Hinh 10.22: Undo
b. Lénh Redo
Lénh Redo dung dé hiy bé cac thao tdc Undo vira thyc hién (trc thyc hién I€énh da undo).
Excel 2013 hd tro 1énh redo nhiéu cap, cho phép chon nhiéu 1énh Redo ciing mot lic. Thir
tu cac 1énh Redo nguoc lai véi thir tu cac 1énh da Undo.

Cach 1: Click vao nut Redo trén thanh o - :
Quick Access, chon mot hoac nhiéu 1énh Thir Typing ‘Stt' in AT~ Thie
z tus Typing ‘Ho ten’ in B1
muon Redo. (hinh 10.23) o Typing ‘Phai’ in C1 tie
, X 2 , Gl Format Cells i lénh
Céach 2: Nhan t6 hop phim Ctrl +Y. redo | ||Eomt | 5:@
Borders
Redo 6 Actions
- I |
Hinh 10.23: Redo
= An/Hién cot/hang/Sheet:
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i1 1€—>1 z AutoS
= [ . utoSum

°7"‘>§ I = l A=
T e, || Fill~
Delete Format

-~ - Clear ~
E—* Delete Cells 1
= Delete Sheet Rows
3 Delete Sheet Columns
E5X Delete Sheet

Hinh 10.18: X6a hang/cdt/6/sheet

Xba 0:

Chon céc 0 can xoa.

Chon I¢nh Home/ Delete/ Delete Cells...; hoac R _Click 1én khdi 6 di chon, chon 1énh
Delete... Hop thoai xudt hién (hinh 10.19)

1. Xoa 1 6 hoac nhiéu 6, dir ifu cua 6 1 — Delete ?
bén phai dwoc dE;l}-' qua O hién hanh

Delete
3 R

2. Xoa 1 6 hodc nhicu 6, dit idu coa & 4

- iy P oam omoqca gn {_) Shift cells up
bén dwot deoc dav 1én 0 hién hanh. = .
b () Entire row
3. Xoahang () Entire column

Hinh 10.19: X04a 0

= Thay doi d¢ rong ciia cft va chiéu cao cua hang

a.

Thay d6i d9 rong ciia cdt va chiéu cao ciia hang bang chudt

bit con tré chudt ngay canh ctia cdt hoac hang (hoac khoi da chon) can thay doi.
Drag sang trai hodc sang phai dé thay doi d6 rong cta cot; Drag 1én trén hoic xudng
duéi dé thay ddi chiéu cao cua hang. (hinh 10.20)

Drag chudt vao day 1 A 1' B 41
W Drag
| A B | chuét
1| 1+ 4 vao : g
2 2 5 44
3 | 3 6 | 3 b

Hinh 10.20: Thay d6i d6 rong cua cot va chiéu cao cua hang

Ghi ch: Ban c¢6 thé D _Click vao canh dé tu dong diéu chinh kich thudc cot, hang cho
vira voi dir liéu.

b. Thay doi do rong cia cot va chiéu cao ciia hang bang menu Format
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- Chon Revert hodc nhan phim Esc trén ban phim dé huy bo 1énh
Ch0 y: Trudc khi thay d6i ¢ phan giai man hinh can phai xem k¥ danh sach d6 phan giai
man hinh c6 thé hién thi. Néu chon sai thi man hinh den s& hién ra, diéu d6 co nghia man
hinh da khong thé hién thi dugc hinh anh & d6 phan giai vira chon.
2.3.4. Thay ddi mat khau
Pé dang nhap vao may tinh, ta cd thé ding 2 loai tai khoan: tai khoan quan tri (administrator
account) va tai khoan binh thudng (user account). Néu ngudi ding dang nhap vai tai khoan
quan tri s& c6 quyén thay d6i mat khau cia tat ca cac tai khoan hién co trén may tinh. Doi
v6i tai khoan binh thuong thi ngudi ding 6 thé thay d6i mat khau cta chinh tai khoan dang
dang nhap. Dé thay do6i mat khau:

- Mo thanh Charm, chon Settings, chon Change PC Settings ¢ dudi ntat Power.

- Ctra s6 md&i hién ra, chon Users trong danh sach ctra s6 bén trai man hinh.

- Chon Change your password bén ctra s6 bén phai.

- Mot ctra s6 méi hién ra, nhap vao mat khau hién tai dang ding nhap vao 6 Current
password sau d6 nhan Next.

- Ctra s6 mdi hién ra, nhap va mat khau méi tai 6 New password.

- Nhép mat khau méi lan nita tai 6 Reenter password.

- Tai 6 Password hint nhap vao mot thdng tin goi ¥ lién quan dén mat khau méi, théng
tin ndy dugc dung dé goi nhé mat khau cho nguoi ding trong trudng hop ngudi
dung quén mat khau.

- Nhén Next dé tiép tuc.

- Nhéan Finish d¢ hoan tat.

2.3.5. Thay ddi ngay gio' h¢ thong
- Dé thay doi ngay thang va thoi gian cho mdy tinh nguoi dung c6 thé vao Control
Panel chon Date and Time hodc nhan chudt 1én biéu tuong déng hd & thanh Taskbar,
chon Change date and time settings, chon tiép Change Date and Time dé thay ddi
ngay gio. (hinh 4.17)
- Dé thay dbi mui gior cho hé théng nhin chon Change time zone va chon mui gio thich
hop (vi du: Viét Nam stir dung mui gio (UTC+07:00) Bangkok, Hanoi, Jakarta).

el Date and Time Settings ﬂ

Set the date and time:
Date:

< July 2013 4

Su Mo Tu We Th Fr Sa
31 2 3 4 5 6
7 8 9 10 1NN[EE 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27

2 3

404:07PM| 2]

OK Cancel |

Hinh 4.17: Cira so thay d6i ngay va gio
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2.3.6. Thay ddi dinh dang ngay gid' va tién té

Thong thuong, hé diéu hanh sir dung dinh dang tién té va ngay thang cia My (vi du ngay
thang c6 dinh dang mm/dd/yyyy, do d6 07/26/2017 1a ngay 26 thang 07 nim 2017). Ung
dung c6 tén Region 4 Rregion trong Control Panel cho phép thay d6i dinh dang nay (hinh

4.18)

?;l Region Bl (5 Customize Format [

Numbers | Currency | Time | Date |

Formats | Location | Admirsstrative |

Format: Example

| Vietnamese (Vietnam) v Positive: | 123.456.789,00 MNegative: | -123.456,789,00
anguage preferences
Date and time formats Decimal symbok | l
Short date: | dd/MMyyyy No. of digits sfter decimal: 2
Long date: | dd MMMM yyyy Digit grouping symbok
Short time: | hemm tt

Digit grouping: 123.456.789

LI RIESIR I

Long time: fhmm:“ tt MNegative sign symbol:

Sl elfeile (el eifelle]

First day of week: | ThirHai Negative number format: a
Display leading zeros: 7.
:::T::.: 12/0772013 Lt separater
Long date: 12 Thang Biy 2013 Measuremen t system: | Metric
Short time: 455CH Standard digits: (0123456789
Long time: 4:55:04 CH Use native digits: Never
Additional settings... Click Reset to restore the system default settings for Reset
numbers, currency. ime. and date.
Cancel | | Pooly [ oc ][ cance

Hinh 4.18: Ctra s6 thay ddi dinh dang ngay va gio va 16p Number

Pé thay doi dinh dang ngay va gid, trong danh sach Format chon lai dinh dang muén thay
d6i (vi du chon Vietnamese (Vietnam)). Két qua sé& hién thi & cac 6: Date and time formats.
Trong khung Examples hiénthi cac két qua ctia dinh dang duoc thiét lap twong mg vai cac
muc & trén. Sau khi Iya chon xong nhan Apply dé thay d6i. Dé thay doi cac dinh dang tién
t¢, dinh dang sé ta click chudt vao nat Additional settings dé thay doi. Chon cac 16p twong
g dé thay doi:

» Number: Thay doi dinh dang sd, cho phép dinh dang viéc hién thi gié tri s6 (hinh 4.18)

- Decimal symbol: Thay d6i ky hiéu phan cach hang thap phan.

- No. of digits after decimal: Thay d6i sb cac s6 1¢ & phan thap phan.

- Digit grouping symbol: Thay d6i ky hiéu phan nhom hang ngan.

- Digit grouping: Thay d6i sé ky s6 trong mot nhom (mic nhién 1a 3).

- Negative sign symbol: Thay d6i ky hiéu chi s6 am.

- Negative number format: Thay d6i dang thé hién cta sé am.

- Display leading zeroes: Hién thi hay khong hién thi s6 0 trong cac s6 chi ¢ phan thap

phéan: 0.7 hay .7.

- Measurement system: Chon h¢ théng do luong nhu cm, inch, ...

- List separator: Chon ddu phan cach giita cic muc trong mot danh sach.

» Currency: Thay d6i dinh dang tién té ($,VND,...)

» Time: Thay d6i dinh dang thoi gian, cho phép ban dinh dang thé hién gio trong ngay

theo ché d6 12 gio hay 24 gid
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C.

-

- Chon 1énh Home / Paste ; hodc nhan Ctrl +

V. Cach 2:

- Chon ving dit liéu can di chuyén

- Tro chudt vao bién ctua vung dugc chon, drag
dén vi tri méi (hinh 10.15)

Thém hang, c¢ft hoac 6 méi vao bang tinh

a. Thém hang (Row) ero | [.— 2 A

.1 P ) \ A . fes Lo EH = [T Fil
- Chon cac hang ma tai d6 muon chén thém hang madi Vao.  jpeert Delete Format

v ; ; Ch

- Chon 1énh Home/ Insert/ Insert Sheet Rows (hinh 10.16) I

hodc R_Click / chon Insert / Entire row.

Ghi chi: hang méi duge thém vao s& day hang duoc chon  us.

o) :
&= Insert Cells..

€= Insert Sheet Rows
€ R

nsert Sheet Columns
xudng phia duéi. B Insert Shee
- Chon cac c¢0t ma tai do mudn chén thém cOt madi vao. hang/cot/o/sheet

- Chon Iénh Home / Insert / Insert Sheet Columns (hinh
10.16) hoac R_Click / chon Insert / Entire column

Ghi chi: ¢ot méi duge thém vao s& day cot duoc chon sang
bén phai.
Thém 6 méi
Chon céc 6 hodc dua con tro dén 6 ma tai 6 mudn chén cac 6 tré)ng Vao.
Chon 1énh Home / Insert / Insert Sheet Cells; hoic R_Click, chon Insert..., xuit hién
hop thoai sau (hinh 10.17)

1.Chén 16 hoég nhiéu 6, dit liéu cua Insert a -
0 hién hanh bi day sang phai. —_—
2. Chén 16 hoc nhidu 6, dit ligu cua 1 7| O sniftcelsright
6 hién hanh bi day xudng dudi. T |
33— Entire row
3. Chén hfil’lg. 4 — ) Entire column
4. Cheén cot. [ ox pre——
Hinh 10.17: Thém 6 mdi
Xo6a hang/ cot

Chon céc hang/ cot can X0a.

Chon 1énh Home/ Delete/ chon Delete Sheet Rows hoac Delete Sheet Columns (hinh
10.18) hoac R_Click / chon Delete .../ Entire row hoac Entire column
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Céch thuc hién (hinh 10.13) * Clear~ ’
- Chon vung dit liéu can thao t4c. S— Xoa tat ca
n TS i . Xoa dinh dang
- Chon 1énh Home/ Clear. , i . Xba ngi dung
- Chon thao tac dir liéu: x0a tat ca, e e Xoa chii thich
x6a dinh dang, ... Xoa lién két va dinh dang

Hinh 10.13: X6a ndi dung va dinh dang 6
= Sao chép dir liéu tir 6 nay sang 6 khac va dién dir liéu (Fill)
a. Sir dung chirc niing Copy va Paste dé sao chép dir liéu
Cach 1:
- Chon vung dit liéu ngudn can sao chép.
- Chon 1énh Home/ < - : hodc nhén Ctrl + C.
- Di chuyén con trd 6 dén 6 dau tién cta ving dich.
-
h :

- Chon lénh Home / Paste ; hodac nhan Ctrl + V. Céch 2:
- Chon ving dit liéu ngudn can sao chép
- Tro chudt vao bién cua vung dugc chon, nhan phim Ctrl + drag dén vi tri can sao
b. Tuw dong dién dir liéu bang tinh ning AutoFill va menu Insert/Fill
Excel sé& ting tc viéc nhap dir liéu vao bang tinh bang cach dién ty dong mot diy 6 véi
mot gia tri 1ap hoac duogc tang theo thu tu. Vi dy, ban co thé sao chép mot gia tri giéng
nhau cho nhiéu san pham trong mot ban bao cdo hoic tao phan sé tang theo quy luat (nhu
S6 thu ty).

Str dung tinh nang AutoFill A | B AlB|
Khi Drag tai Fill handle xuéng phia dudi hoidc % ; \[/)argg i ;
sang phai, AutoFill s& tao ra ddy céc gid tri ting |3 S % i

1én dua theo mau trong diy 6 di dugc chon. Khi :

ban Drag tai Fill handle Ién phia trén hodc sang AutoF
trai, AutoFill s& tao ra ddy cac gia tri giam dan Hinh 10.14: Ty dong dién dir liéu
ciing dua trén mau do. (hinh 10.14)

c. Dichuyén dir li¢u

» Date: Thay doi dinh dang ngay thang (Date), cho phép ban chon cach thé hién dir liéu
ngay theo 1 tiéu chuan nao d6. Trong d6 Short date format: cho phép chon quy uéc
nhap dir liéu ngay thang

Vi du: ngay/thang/nam (d/m/yy) hodc thang/ngay/nam (m/d/yy)

2.3.7. Cai dat va go' bé chuong trinh

Sau khi cai dit hé diéu hanh Windows, chi c6 mot sb ung dung co ban dugc cai dat kem
theo nhu chuong trinh vé (paint), may tinh dién tu (calculator), ... va mét vai chuong trinh
khac. Néu mubn sir dung cac chuong trinh khong dugc cai dit sin, nguoi sir dung co thé
cai dat (install) thém vao hodc co thé g bo (uninstall) cac chuong trinh di cai dit nhung
khong con su dung.

2.3.8. Cai dat chwong trinh

Pé cai dat chuong trinh vao may tinh trudc tién ngudi ding can phai cé tap tin cai dt
(thudng co tén 1a setup.exe/install.exe). Ta double_click vao tap tin can cai dat va lam theo
cac huéng dan. Thong thuong & cac budc cai dit chwong trinh s& hoi noi dé cai dit (mac
dinh s€ cai vao thu muc C:\Program Files\), cac lua chon cai dat (cai dat toan b cac tinh
nang hay chi chon mdt vai tinh niang), nhap vao thong tin ban quyén phan mém (thuong la
product key hoic serial, email...) dé chuong trinh kiém tra. Khi hoan thanh cac budc
chuong trinh s& bat dau qua trinh cai dat va hién thi trang thai cai dat. Khi két thiic qua
trinh cai dat, mot thong bao s& hién thi dé cho ngudi dung biét qué trinh cai dat thanh cong
hodc that bai.

2.3.9. G& b6 chwong trinh da cai dat

Dé g& bo cac chuong trinh khong con sir dung ta double click chudt vao biéu tuong
Programs and Features trong ctra s Control Panel. M6t cira s6 méi hién ra chira danh sach
cac chuong trinh da dugc cai dat trong may tinh (hinh 4.19).

=7 Programs and Features = 1=
®© ~ 1 [E& » ControlPanel » All Control Panel ltems » Programs and Features v G| | SearchPrograms and Features 0
Control Panel Home s
Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
) Tum Windows features on or
off Organize v  Uninstall =y @
Name e Publisher Installed On ~ Size Version A
0 Microsoft Visual Studio Tools for Applications x86 Ru... Microsoft Corporation 6/3/2013 933KB  10.0.40220
EMicrosoft Visual Studio Ultimate 2012 Microsoft Corporation 6/3/2013 71068 11.0.50727.1

Céch 1: Al B | T8
) \ . , 1 1
- Chon vung dir liéu can di chuyén. > 2 ; ;
- Chon lénh Home/ *<* ; hogc nhén Ctrl + |33 3 3
X | 4 % l\ 4
) 5

Di chuyén con tré 6 dén 6 dau ti€n ctia vung

Drag chudt vao day

dich. :
Hinh 10.15: Di chuyén dit liéu
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3 Microsoft VSS Writer for SQL Server 2012 Microsoft Cot 6/3/2013 275MB 110210060

(@ Microsoft Web Deploy 3.0 Microsoft Corp 6/3/2013 11.8MB 312361631

15! Microsoft Web Deploy dbSqlPackage Provider - enu  Microsoft Corporation 6/3/2013 320KB 103202250

© Microsoft Web Platform Installer 4.0 Microsoft Corporation 6/3/2013 413MB 401622

@) Moilla Firefox 22.0 (26 en-US) Mozilla 7/6/2013 464MB 220

5 Morzilla Maintenance Service Morzilla 7/6/2013 333KB 220

© MySQL Connector/ODBC 5.2 32bit (community editi... Oracle Corporation 6/20/2013 169MB 525

© MySQL Connector/ODBC 5.2 64bit (community editi... Oracle Corporation 6/20/2013 17.8M8 525

[&f Notepada+ Notepad«+ Team 6/3/2013 63.3

@ Poedit Poedit Uninstall

|3 Prerequisites for SSDT

£ Snagit 11

[ SQL Server Browser for SQL Server 2012 Are you sure you want to completely remove Poedit and all of its

[ StarDict (remove only) components?

&0 Sybase PowerDesigner 16.0

[ TeraCopy 2.3 beta 2

87 Visual Studio 2010 Prerequisites - English Ves

S vMware Player

[E7]WCF RIA Services V1.0 5P2 Microsoft Corporation 6/3/2013 278MB  4.1.61829.0

BB WinRAR archiver 6/3/2013

[E7XAMPP 1.8.1 6/3/2013

@ Zend Studio 10.0.1 Zend Technologies Ltd. 6/2/2013 45M8  10.0.1 v
a2, Vaclav Slavik Product version: 1.5.5 Support link: _ http://www.poedit.net/ Size:  20.5 MB
\3A Helplink: _httpy//www.poedit.ne... Update i e Hiae

Hinh 4.19: G& bé céac chuong trinh da cai dat
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bé g0 bo chuong trinh nao ta chi can chon chuong trinh trong danh sach da liét ke, nhéan
chuot phai va chon Uninstall. Mgt hdp thoai s€ hién ra thong bao réng chuong trinh s€ bét
dau g0 bo, nhin Yes dé xac nhan. Néu chuong trinh c6 hién thi cac lua chon, doc ky céac
lua chon va chon Next dé tiép tuc. Sau khi g& bo chuong trinh s€ thong bao da gd bo thanh
cong hay that bai.

Chu y: Mot s6 chuong trinh ¢6 thé thuc thi truc tiép ma khong can phai qua tién trinh cai
dat o trén, do d6 khi liét ké cac chuong trinh da duogc cai dit ta sé khong thiy chuwong trinh
do trong danh sach nay.

2.3.10. Tit cac chwong trinh bi treo

Trong qua trinh sir dung, khi mot chuong trinh khong thé xir Iy dugc cac yéu cau chuong
trinh d6 s& khong thyuc hién cac 1énh diéu khién ciia ngudi dung. Trang thai nay dugc goi
1a treo. Khi chuong trinh bj treo ngudi dung s& khong thé dong chwong trinh dé theo cach
binh thuong. Mudn tit cac chuwong trinh bj treo ta sir dung tién ich Task manager ciia
Windows bang cach nhan chudt phai Ién vi trong trén thanh taskbar chon Task manager
hodc nhéan t6 hop phim Ctrl-Alt-Delete va chon Task manager (hinh 4.20)

Pé tat chuong trinh bi treo, chon tén chuong trinh trong danh sach sau d6 click chudt vao
nut 1énh End task.

Loai vung

Cach chgn

Vung chi c6 mdt 6

Click vao 6 can chon.

Vung nhiéu 6 lién tuc

- Mouse: Drag tir 6 dau dén 6 cudi cua ving.

- Keyboard: Pua con trd vé 6 dau tién, nhan giir phim Shift
két hop véi cac phim miii tén.

- Mouse + Keyboard: Dua con tré 6 vé 6 dau tién, nhin giir

Shift, Click vao 6 cudi cia ving.

Nhiéu 6 cach khoang Gitlr phim Ctrl, Click chon tirng 6.

Nhiéu ving cach Giir phim Ctrl, Drag chon lan luot timg ving.

khoang

Nguyén cot Click vao tén cdt can chon, Drag tiép dén cot cudi (néu
chon nhiéu Cf)t),. o o

Nguyén dong Click vao chi s6 hang, Drag ti€ép dén hang cudi (néu chon

nhiéu hang).

Toan by Sheet

Click vao nut dau tién giao gitta thanh chira tén cot va

thanh chua sb cua hang; hodc nhin td hop phim Ctrl + A.

Mot phan cua 6

D Click vao 6 can chon (hodc dit tro vao 6, gd phim F2),

sau d6 chon gidng nhu chon vin ban thong thuong.

Pat tén cho viung

Pé thuan tién cho céc thao tac trén dir lidu, ta co thé dit tén cho mét vung dir liéu duogc

chon nhu sau:

- Chon vung dir li€u can dat tén.
- Nhap tén vung vao khung Name box trén thanh

Formula (hinh 10.12)
- GO Enter
Chuy:

A B c
: CHIET TINH G
2 [KHACHHANG DIA CHI sO TIEN TRA [l
3 |Nguyén Thi Thanh Ly Tw Trong 15000
4 |Nguyén Thi Ngoc Prrang 3/2 10000
5 [Nguyén Tém Trung Trin Québc Toan 30000
6 |Tran Minh Tri Hai Ba Trung 50000

_ Task Manager - olEN
\ File Options View
‘ Processes | Performance | App history | Startup | Users | Details | Services
42% - 49% 5% 0%
Name Status CPU  Memory Disk Network
m Microsoft Word (32 bit) 0% 210.8 MB 0 MB/s 0 Mbps e
Service Host: Local System (17) 0% 1424 MB 0 MB/s 0 Mbps
4 Windows Explorer (2) 0.1% 69.2 MB 0MB/s 0 Mbps
€ Google Chrome (32 bit) 2.0% 69.1 MB 0 MB/s 0 Mbps
» & Google Chrome (32 bit) 0.4% 68.2 MB 0.1 MB/s 0 Mbps
& Google Chrome (32 bit) 0% 63.3 MB 0 MB/s 0 Mbps
Service Host: Local System (Net... 0% 53.0 MB 0 MB/s 0 Mbps
& Google Chrome (32 bit) 0% 433 MB 0MB/s 0 Mbps
& Google Chrome (32 bit) 1.6% 42.7MB 0 MB/s 0 Mbps
Vi Kaspersky Anti-Virus (32 bit) 0% 24 M8 0.1 MB/s 0 Mbps v
@ Fewer details End task

Hinh 4.20: Hop thoai Task manager
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- Tén vung sau khi da dinh nghria c6 thé duoc sir Hinh 10.12: Dit tén ving
dung trong cong thurc, trong in an, ... Chi nén dat

tén vung cho cac 6 chtra dir li¢u dugc st dung

thuong xuyén.

- Tén vung bét dau bang ky tw, khong duoc co

khoang trang (c6 thé dung ky hiéu _)

- C6 thé dung dia chi viing dé dat tén cho ving nhu

C3C12

- Tén vung khong dugc trung nhau trong mot

Sheet.

= Xo4a b6 n¢i dung/ dinh dang 6 (Home/ Clear)
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= Cac thong bo 16i thwong giip trong Excel

khong c6 doi so

L&i bao Nguyén nhan
#DIV/0! | Trong cong thirc c6 phép tinh chia cho s6 khong (0)
ANJA Cong thuac tham chiéu dén 6 c6 muc nhap #N/A hodc go mot s6 ham

#NAME? | Trong cong thirc c6 mdt tén ma Excel khong hiéu dugc

Xay ra khi xac dinh giao gilta 2 ving nhung trong thyc té 2 ving dé

#NULL! N )
khong giao nhau
#NUM! | Xay ra khi dit lidu s6 c6 sai sot
#REF! Xay ra khi trong cong thirc tham chiéu dén mot dia chi khong hop 16

#VALUE! | Trong cong thiic ¢6 cic toan hang va toan tir sai kiéu

8.4. Cac thao tac co ban trong excel

= Cac loai vung va cach chon

83 Y fe || LyTyTrong
L—» v A : c D E
// CHIET TINH GLAM GI{
2 (ARG SO TIEN TRA [NGAY NHANHANG [NGAY TRA TIEN
3 [Nguyén Thi Thanh L TwTrong | 15000
3 / 4 |Nguyéa Thi Ngoc Durimg 312 10000
5 NgwenTamTrong~ |Trén Quoc Toan 30000
6 |Tran Minh Tri Hai Ba Trng 50000
7 [Newén ThiTm Cic [Ly Thromg Kiét 40000 -
8 |Van Vin Sén Pham Hing 25000 B
9 [NewynPhwocHoa  [Trge Himg oo 20000 s
10 |V Mih Tén L thrimg Kict 30000 g
11 [Nowio TiPic [Pham NgtEso——— 15000 \\
/Nﬁ&mm L¢La 10000 I
4" 13 |TONG CONG:

Hinh 10.11: Cac loai vung va céach chon

1. Chon toan b bang tinh.
2. Chon cOt.

3. Chon hang.
4. Chon déy 0 lién tuc. | tuc.

5. Chon day 6 khong lién
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w BAI TAP

Trong Windows, thue hién cic yéu ciu sau:

Ciau 1. Thao tic véi cac cira so:

- M@ cira s6 Microsoft Word. Thuce hién cac thao tac: phéng to, phuc hoi, thu nho, thay
d6i kich thudc, di chuyén cira s6 sang vi tri moi trén man hinh Desktop.

- M6 tiép hai cira s6 Computer va Microsoft Excel. Chuyén d6i qua lai giita ba cira sb
(dung phim tat Alt+Tab hoic click chudt vao cac biéu twong clia cac (mg dung trén thanh
Taskbar).

- Péng cac cira s6 dang mé

Cau 2. Hi¢u chinh d¢ phan gidi man hinh:

- Xem d6 phan giai man hinh dang dugc thiét lap & thong sd nao?

- Thay d6i d phan giai man hinh thanh 1280x720 va cho nhén xét.

- Dt do phan giai tro lai thong s6 ban dau.

Cau 3. Thay d6i man hinh Desktop:

- Thay d6i 4nh nén ciia man hinh dya vao danh sach anh nén cé san (Desktop
Background) va xem két

qua.

- Chon tét ca cac anh nén c6 trong danh sach, thiét 1ap thoi gian tu dong thay d6i anh nén
sau mdi 5 phut, cach thay d6i anh ngiu nhién khong theo thir ty.

Céu 4. Bit ché @) bao vé man hinh (Screen saver) ciia may tinh:

- Chon kiéu Bubbles.

- Chon thoi gian cho 1 phut.

- Nhan nut Preview dé xem thu.

- Ddi kiéu khac, nhan Preview dé xem thir.

Céu 5. Thay d6i ngay gio hé thong:

- D6i ngay gid hé théng sang ngay 24/12/2025 va cho biét xem ngay nay la thir miy
trong tuan?

- D6i gio hé théng sang 11:35 PM.

- Ghi nhan lai ngay va gio, d6i mui gio hé thong sang (UTC+01:00) Amsterdam, Berlin,
Bern, Rome,

Stockholm, Viena.

- Ghi nhan lai ngay va gi¢ vira thay doi, cho nhan xét.

- P61 mui gio sang (UTC+07:00) Bangkok, Hanoi, Jakarta.

- P6i lai ngay va gio hién hanh cho may tinh.

Céu 6. Thay d6i dinh dang ngay va gio, tién té

- Thay ddi dinh dang ngay: dd/mm/yyyy

- Thay d6i dinh dang thoi gian: hh:mm:ss

- Thay d6i dinh dang sb:

= Phan cach hang nghin: diu cham (.)

= Phan cach phan thap phan: diu phay ()

ThS. Duwong Trwong Quéc Khdnh 47



CHUONG 3: QUAN LY THU MUC VA TAP TIN BANG FILE EXPLORER

3.1. Gi6i thi¢u
File Explorer 1a mot chuong trinh cho phép nguoi sir dung quan 1y va truy xuat céc tai
nguyén trong may tinh nhu tap tin, thu muc, 6 dia, ... va nhitng tai nguyén khéc trong hé
thong mang (néu may tinh cia ban c6 ndi mang). Véi File Explorer, cac thao tic nhu sao
chép, x6a, doi tén thu muc va tap tin,... duoc thuc hién mot cach thuan tién va dé dang.
3.2. Khéi dong File Explorer
Khéi dong chuong trinh File Explorer dugc thuc hién mot trong nhitng céch sau:

e Nhén t6 hop phim Windows + E

e Right_Click Ién goc trai ctuia thanh Taskbar, sau do chon File Explorer

e Double Click vao biéu tugng Computer trén man hinh nén Desktop.
3.3. Cira s6 1am viéc ciia File Explorer

L Program files - o[EN
) [J £t b t \. x @ l :;_:Ilew tem~ ‘ \ ?Dvm' FB setectan @ ]
- [ Copy path 4 - ’_‘my access * - :,‘_’Eml Select none
(@ Paste e l-l|o~4e C.om Delete Rename 'N:v Properties ~ Fs B A
(‘/r * 1 L » Computer » Localy |5k(7(9mgumnla \ v G| SeachProgram Files p
¥ Documents b [ Name : Datemodfied  Type Sie | " |(.shellclasstnfo)
o Music Js Microscft Silverfight 6 M Filefolder Localizedresour ceName=E%
! Pictures b Microsoft SQL Server File folder S\z’;gﬂ;go;ﬂ?gi;z?
H videos L Microsoft SQL Server Compact Edition File fol
o Homegroup 1 Microsoft Visual Studio 100 Fiefol:
R haidangvo Ju Microsoft Visual Studio 11.0 File foldel
& Computer J. Microsoft NET Fie fol
£, Local Disk (€ 1, MSBuild Fie fold
SRecycleBin L MysaL File folde
Boot |, Reference Assemblies File fold
L dell L. TenCopy File folder
(& Documents and Settings J: Unikey File fold
L Intel Uninstall Informaticn de folder
MSOCache )i Windows Defender File fold
Ju Pedlogs Windows Journal e fo /
% J. Windaws Mail Flefol X /
7. Program Files (x0) Ji Windows Media Player File fold
ProgramData Ju Windows Multmedia Platform File feld
Recovery Ju Windows NT File folde
J. SQL Server 2000 Sample Databases 1. Windows Photo Viewer File folde
System Volume Information Js Windows Portable Devices File folde
b Users Windows Sidebar e folde
L. Windows WindowsApps ¢ fold
s Local Disk (D) [ desitopini T2HB231PM Configurater Ky
. Local Disk (E) v < >
3Sitems  1item selected 174 bytes E -

Hinh 5.1: Ctra s6 chwong trinh File Explorer
Cira s6 File Explorer dugc chia 1am 4 ving (hinh 5.1):

1. Thanh menu (Ribon menu): chira cac 1énh cho phép thao tac vai cac tap tin va thu muc.
Mic dinh thanh menu s& bi 4n, dé hién thi ta nhan va nt ~ & goc trén bén phai cia cira
s6 va chon Show Tabs and Commands (hodc nhén t6 hop phim Ctrl + F1). Thanh menu
dugc chia 1am 3 tab 1a Home, Share va View. Mdi tab s& chira cac 1énh dugc nhom
theo churc nang.

2. Cira s6 chira danh sach cac 6 dia va cac tai nguyén chia sé. Pé thao tac v6i 6 dia nao
chi can click chudt vao tén 6 dia duoc hién thi.
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A B NOT (A) AND (A, B) OR (A, B)
FALSE FALSE TRUE FALSE FALSE
FALSE TRUE TRUE FALSE TRUE
TRUE FALSE FALSE FALSE TRUE
TRUE TRUE FALSE TRUE TRUE
¢ Cé hai cach nhap cong thirc
Vi du: dé nhép cong thirc =A2+B2+C2 vio 6 D2 sum [ v| XV = =AZ+ER+C2
Céch 1: nhap truc tiép 1 Alslel D |
- bit con tro tai 6 D2. 2| 100 151 201=A2+B2+C7]

3
Hinh 10.9: Nhép cong thuc theo

kiéu tham chiéu

- Nhap =A2+B2+C2
- GO phim Enter.
Céch 2: nhdp theo kiéu tham chiéu (két hop
chudt/ ban phim dé chon 6, vuing) (hinh 10.9)
- Dbat con tré tai 6 D2.
- Nhap =Chon 6 A2, nhap +, chon 6 B2, nhap
+, chon 6 C2
- GO0 phim Enter.
8.3. Cic loai dia chi va cac thong bao 16i thwong gip
= Pia chi twong dbi
- Qui udc viét: <tén cot><chi s6 hang>, vi du A1, B2, ...
- Trong qué trinh sao chép cong thic thi cac dia chi nay sé& tu dong thay dbi theo hang,
cot dé bao t6n mbi quan hé twong ddi.
= Dia chi tuyét ddi
- Qui udc viét: $<tén cot>$<chi s6 hang>, vi du SA$1, $BS$2, ...
- Khi sao chép cong thirc thi cac dia chi loai ndy s& khong bao gio thay doi.
= Pia chi ban tuyét ddi (dia chi hdn hep)
- Qui ubc viét:
+ COot tuyét d6i: $<tén cot><chi s6 hang>
+ Hang tuyét d6i: <tén cot>$<chi s6 hang>, vi du $A1, B$2, ...
- Khisao chép cdng thuc thi cac dia chi loai ndy chi thay d6i ¢ thanh phan twong d6i con
thanh phan tuyét d6i thi khong thay doi.
Ghi cht : C6 thé sir dung phim F4 dé luin chuyén giita cic loai dia chi trén. (hinh 10.10)

Hinh 10.10: Chuyén dbi giita cac loai dia chi
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= Dit liéu kiéu chudi
Khi nhép vao bao gém cac ky tu chir va chir s6. Mic nhién dit liéu kiéu chudi s& duoc
canh 18 trai
Ghi chl: Néu mudn nhép chudi s thi thuc hién mét trong 2 cach:
- Céch 1: Nhap diu nhdy don ( ¢ ) trudce khi nhap dit liéu sd.
- Céach 2: Xac dinh khéi can nhap dit liéu kiéu chudi sb, chon lénh Home/ Cells/
Format/ Format Cells/ Number/ Text.
- Chudi xuat hién trong cong thirc thi phai duoc bao quanh bai dau nhay kép «”
= Dir liéu Kiéu cong thirc
Microsoft Excel s& hiéu dit liéu kiéu cong thirc khi ta nhap vao bat dau bang dau =. Déi voi
dir liéu kiéu cong thirc thi gia tri hién thi trong 6 khong phai 1a cong thire ma 1a két qua
ctia cong thire d6 (co thé 1a mot tri s6, mot ngay thang, mot gio, mot chudi hay mot thdng
bao 161). Cong thirc duwoc xem nhu 14 sy két hop giita cac toan tir va toan hang.
+ Céc toan tir ¢6 thé 1a: +, -, *, /, &, >, <, >=, <=, = <>,
+ Céc toan hang c6 thé 1a: hang, ham, dia chi 6, dia chi ving.
Vidu: =SQRT(A1)+10*B3
=RIGHT(“Microsoft Excel”,5)
=MAX(3,-7,0,SUM(A2:A10))
Néu trong cong thirc c6 nhiéu ddu ngoic thi qui tic tinh nhu sau:
- Ngodc trong tinh trudc, ngodc ngoai tinh sau.
- Trong ngodc tinh trudc, ngoai ngodc tinh sau.
- Uu tién cao tinh trudc, vu tién thap tinh sau.
- Bén phai tinh trudc, bén trai tinh sau.

eD{ wu tién ciia cac toan tir

PO UUTIEN | TOAN TU Y NGHIA
1 @) Dau ngoic don
2 A Luy thura
3 - Dau cho s6 4m
4 */ Nhan/ chia
5 +, - Cong/ trur
6 =, <> Bang nhau, khac nhau
7 > >= Lén hon, 16n hon hoac b@ing
8 <, <= Nho hon, nho hon hoac bing
9 NOT Phu dinh
10 AND Va (diéu kién dong thoi)
11 OR Hoic (diéu kién khong dong thoi)
12 & Toén tir ghép chudi

¢Bing chan trij ciia cac ham NOT, AND, OR

ThS. Duwong Trwong Quéc Khdnh 129

3. Vung hién thi noi dung (gém cac tap tin va thu muc con) cta thu muc dugc chon bén
ctra s6 2.

4. Khi chon mot tap tin bén ctra s6 3, ndi dung trong tap tin d6 sé duoc hién thi & dang xem
trude (preview) bén ctra s6 4. Mic dinh cira s6 nay an, néu mudn hién thi thi chon
menu View va chon Preview Pane (hodc nhan t6 hop phim Alt + P).

Ngoai ra ctra s6 File Explorer con ¢ thanh dja chi (address bar) dé hién thi duong dan cua
thu myc dang dugc chon va cac chitc ning cho phép di chuyén dén céc thu myc. (hinh 5.2)
@ - 4 |l » Computer » Local Disk(C:) » Program Files v &

Hinh 5.2: Thanh dia chi
Dé di dén mot thu muc ngoai viéc chon thu muc & cura s6 2 hodc 3 ta c6 thé nhap truc tiép
duong dan vao thanh dia chi va sau d6 nhan Enter.

= Cac nit cong cu trén thanh Address bar:

(€) | - Back: Chuyén vé thu muc trudce do.

1 | - Up: Chuyén 1én thu muc cha.

(%) | - Forward: Chuyén téi thu muc vira quay vé (Back).
« | - Recent location: Cho phép chon lai mét thu muc da

Dé thay doi kiéu hién thi ta cd thé chon kiéu hién thi mong mudn trong tab View/Layout.
Khi click chon mét kiéu thi ndi dung & ctra s6 3 s& duoc thay ddi. Noi dung trong cira s6 co
thé duoc sip xép thé hién theo thtr tw. Dbi voi kiéu thé hién Details, ta c6 thé thuc hién
bang cach luan phién nhin chudt 1én cot trong tng (Name, Size, Type, Date Modified, ...)
hozc chon nit Sort by trong tab View sau d6 chon cot can sap xép.

Dé hién thi cac tap tin hodc thu muc an, ta bo chon muc Hidden items trong tab View. Dé
hién thi phin mé rong cta tap tin, ta bé chon tai muc File name extensions. Dé chon nhanh
cac tap tin hodc thu muc, ta bat cac 6 checkbox ¢ dau mdi tip tin va thu muc bang cach
chon Item check boxes trong tab View.

3.4. Thao tac véi cac thu muc va tap tin

* Thao tac véi cac thwe muc va tap tin

C6 ba cach thuc hién :

v Céch 1: Double_Click Ién biéu twong cua tap tin/ thu muc.

v' Céch 2: Right_Click 1én biéu twong cua tap tin/ thu muc va chon muc Open.

v" Céch 3: Click chon tap tin/ thu muc va nhan phim Enter.

Néu tap tin thudc loai tap tin vin ban thi chuong trinh tng dung két hop sé& dugc khoi dong
va tai li¢u s€ dugc nap vao. Trong truong hop chuong trinh ing dung khong dugc cai dat
trong may tinh thi Windows s€ m& hdp thoai Open With va dé ban chon chuong trinh két
hop.
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Chon tip tin/ thu muc
Chon mdt tap tin/ thu muc: Click chudt vao biéu tuong tap tin/ thu muc.
Chon mdt nhom tap tin/ thu muc: co thé thuc hién theo 2 céch:
« Cac dbi tuong can chon nam lién ké véi nhau: Click chudt chon d6i tuong dau
danh sach, sau d6 an giir phim Shift va click chon ddi tuong cudi danh sach.
« Cac d6i tuong can chon nam rdi rac nhau: nhan gitt phim Ctrl va lan luot click
chon céc dbi tugng.
Tao thu muc
Chon noi chira thu muyc (thu muc/ 6 dia) & cira s6 bén trai.
Chon tab Home/New Folder hodc Right Click vao chd tréng & cira s6 bén phai va
chon New/ Folder.
Nhép tén thu muc méi, sau d6 g Enter dé két thic.

Sao chép thu muc va tap tin

Chon céc thu muc va tap tin can sao chép va thyc hién mét trong hai cach sau:

Céch 1: Nhan giir phim Ctrl va Drag d6i twong da chon dén noi can chép.

Céch 2: Nhan t6 hop phim Ctrl + C (hoic chon tab Home/ Copy hodc Right Click va
chon Copy) dé chép vao Clipboard, sau d6 chon thu muc/d dia can chép dén va nhan
t6 hop phim Ctrl + V (hodc Home/ Paste hodc Right Click va chon Paste).

Di chuyén thw muc va tip tin

Chon céac thu muc va tap tin can di chuyén va thuc hién mot trong hai cach sau:

Céch 1: Drag dbi twong di chon dén noi can di chuyén.

Céch 2: Nhin t6 hop phim Ctrl + X (hodc chon tab Home / Cut hodc Right Click va
chon Cut) dé chép vao Clipboard, sau d6 chon thu muc/6 dia can di chuyén dén va
nhén t6 hop phim Ctrl + V (hodc Home / Paste hodc Right Click va chon Paste).
Xo6a thu muc va tap tin

Chon céac thu muc va tap tin can x0a.

Chon Home/Delete hoic Nhan phim Delete hoac Right Click va chon muc Delete.
Xéc nhan c6 thue sy mudn x6a hay khéng (Yes/ No)

Phuc hdi thw muc va tép tin

Céc doi tugng bi x6a dugc dua vao Recycle Bin. Néu muon phuc hoi cac doi tugng da

x6a, ban thuc hién cac thao tac sau day:

Double Click 1én biéu tugng Recycle Bin trén man hinh nén Desktop.

Chon dbi tuong can phuc hoi.

Thuc hién 1énh Restore selected items trén thanh menu hoac Right Click va chon muc
Restore.

Ghi cha:
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1. Ky hiéu s6 thap phan

2. S chir s6 thap phan

3. Ky hi¢u phan cach hang
nghin

4. S6 s6 hang nhom hang
nghin

5. Ky hiéu phu dinh (sb
am)

6. Pinh dang s6 am

7. Pinh dang s6 thuc nho
hon 1

e Customize Format

Numbers | Currency I‘I’m: _iDatl: ]
Example

Positive: | 123.456,789.00

. MNegative: | -123,456,789.00

], Decimal symbol: |-!

2 Mo, of digits after decimal: 2

3 Digit grouping symbol:

4. Digit grouping: | 123,456,739

4. Mzgative sign symbok: .

6 Negative number format: -_1 A

7 Display leading zeros: 0.7

3 List separaton;

8. Dau phan cach danh

, , 9 Measurement system: [us. V|
sach (gia tri, doi so, dia chi Standard digits: (0122456789 v
0) Use native digits: Nevﬂ' W |
9. Hé théng do lu’dng Click Reset to restore the system default settings for | Reset |
: numbers, currency, time, and date. —
| OK | _C_ancel | Apply

Hinh 10.7: Quy dinh cach nhép va hién thi sd

Dir liéu dang ngay

Microsoft Excel s& hiéu dit ligu kiéu Date khi
ta nhap vao dung theo sy qui dinh cua
Windows, mdc nhién la thang/ngay/nam
(m/d/yy). Nguogc lai Excel s& hiéu 1a kiéu
chudi. Mic nhién dit liéu kiéu Date dugc canh
phai trong 0.

Dit li¢u kiéu Date dwoc xem nhu 12 dit li¢u kiéu
s6 voi moc thoi gian 1a ngay 1/1/1900 (c6 gia
tri la 1), ngay 22/1/1900 c6 gia tri la 22, ...
Dé dit quy dinh vé cach nhdp va hién thi sb
trong Windows: mé Region trong cira sb
Control Panel va chon  Additional
Settings.../Chon 16p Date (hinh 10.8)

Dir liéu dang gio

giatrila 1.5, ...
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5. Customize Fry. Méu dir ligu hién

thi

Numbers | Currency | Tme | Date |

2. Quy dinh dinh
——" dang Date

3. Nam ddy du kki
nhdp 2 chit 56 cudi
cua ném (99 -> 1999,
13> 2013)

Example

Short date: 7/31/2013

L .
Long date: |-Wednsddy,J i 31, 20

Date fermats

Short date: [Mrdiyl

Long date: | dddd,_MHMM o?

‘What the notations mean:
d, dd = day; ddd, dddd = day of weelf M = month; y = year

Calendar
‘When a two-digit year is entered, ghterpret it as a year between:
1530 and | 2028 [

First day of weelke | Sunday ~

Click Reset to restore the system default settings for [ Reiet

numbers, cumrency, time, and date,
oK Cancel | Apply

Hinh 10.8: Thay d6i quy dinh

kiéu Date

Microsoft Excel s& hiéu dir liéu kiéu Time khi ta nhdp vao ding theo su qui dinh cua
Windows mic nhién 1a gid:phut:gidy budi (hh:mm:ss AM/PM). Nguoc lai Excel s& hiéu
2 kiéu chudi. Mic nhién dir liéu kiéu Time dugc canh phai trong 6. Dit liéu kiéu Time
cling duoc xem nhu 12 dir liéu kiéu s6. 0:0:0 ¢6 gid tri 12 0, 24:0:0 c¢6 gia tri 13 1, 36:0:0 co
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- X6a m@t Sheet: - Néu mubn x06a han cac ddi tuong, ta thuc hién thao tac x6a mot 14n nira ddi véi cac
- Céch 1: chon Sheet can x0a, chon 1énh Home/ Delete/ Ol =2 | 3 AutoSum d6i twong & trong Recycle Bin.
Delete Sheet. (hinh 10.6) =/ gEm=s % Fill - - Néu mudn x6a han tt ca cac d6i tugng trong Recycle Bin, Right Click 1én biéu tugng
- Céch 2: R_Click 1én Sheet mudn x6a, chon Delete Delvete Fonvmt : Clear Recycle Bin va chon muc Empty Recycle Bin.
Delete Celks... - Néu muén lya chon viéc x6a tam thoi hay x6a khong cho phuc hoi va xuit hién hay

khong xuat hién hop thoai xac dinh khi xéa, Right Click 1én biéu tugng Recycle Bin

va chon Properties

(= o

P

Eb

X Delete Sheet Rows
Lid —- c P

» Delete Sheet Columns

G2 Delete Sheet Poi tén thu muc va tip tin

- Chon d6i turong muodn doi tén

Hinh 10.6: X0a Sheet - Thuyc hién lénh Home/Rename hoic nhan phim F2 hodc Right Click vao ddi tuong
i va chon 1énh Rename
- Di chuyén Sheet: ’ - Nhap tén mai, sau d6 go Enter dé két thuc.
Cach 1: Drag tén Sheet dén vi tri H,lé’i 7 Ghi ch: véi tap tin dang sir dung thi cac thao tac di chuyén, x6a, d6i tén khong thé thuc
Cach 2: R_Click 1én tén Sheet muon di chuyén, chon Move or Copy hién duoc.

Cach 3: Click chon Sheet mubn di chuyén, chon 1énh Home/ Format/ Move or Copy " Thay ddi thude tinh tap tin va the muc

Sheet 7 ’ ‘ Nhan chuét phai Ién doi tuong mudn thay ddi thudc tinh va chon 1énh Properties
- T6 mau tén Sheet: dung dé danh dau cac Sheet quan trong hoac cac Sheet can cha y

Céch 1: R_Click Ién tén Sheet, chon Tab Color
Cach 2: Chon Sheet mudn t6 mau tén Sheet, chon 1énh Home / Format / Tab Color

Thay d6i cac thudc tinh.

Chon Apply dé xac nhan thay doi, nguoc lai thi nhan Cancel.
Tao 16i tit (Shortcuts)

Tao 16i tit tir man hinh nén Desktop

- Right Click 1én man hinh nén, chon New/ Shortcut.

= Cac kieu dir liéu va cach nhap

Microsoft Excel ty dong nhan di¢n kiéu dit liéu khi ban nhép dir liéu vao trong 6. Cong

viéc ctia ban 13 x4c dinh dtng kiéu dir liéu dé tién cho viéc tinh toan va dinh dang. - Trong muc Type the location of the item, nhap dudng din cua déi trong cin tao 16i
" Cach nhip dir lie}l Vﬁo‘ mot o tat (6 dia, thu muc, tap tin, ...) hodc click vao nat Brown dé chon dudng dan cho ddi

- Duacon tr6 6 dén 6 can nhap. tuong. Click Next dé qua budc ké tiép.

- Nhép dir liéu vao. - Nhaép tén cho 16i it can tao va Click Finish dé hoan thanh

- Két thuc qua trinh nhap bang phim ENTER (hoic € > A ), hay bo dit liéu = Tao truec tip tir tap tin/ thw muc

dang nhap bang phim Esc.

Right Click vao tap tin/thu muc

Ghi ch: Mudn hiéu chinh dir liéu da nhap ta chuyén con tré 6 dén 6 can hiéu chinh roi Click chon Send to, chon Desktop (create shortcut)

nhan phim F2 hogc D_Click vao 6 can hi¢u chinh rdi tién hanh hiéu chinh di¥ li¢u. dé tao 16i tt trén man hinh nén Desktop.

* Dirliéu kiéu ?6 ‘ , , 3.5. Thao tac véi dia
Khi nhép vao s bao gom: 0..9, +, -, *,/, (, ), E, %, dau cham thap phan, ky hiéu phan * Pinh dang dia
cach hang ngan, ky hié¢u $ thi s6 mic nhién duoc canh 18 phai trong 6. Excel sé hiéu dix - Right Click vao tén ciia 3 dia (co thé USB hoic dia clmg) can dinh dang, sau d6
liéu kiéu s khi ban nhap dit liéu kiéu s6 ding theo dinh dang ciia Windows (ngay va gio chon 1énh Format (hinh 5.3)
cting dugc luu trir nhu mot tri s6), ngugc lai no s¢ hiéu la dir lidu kiéu chuoi. - Néu mudn dit tén cho dia thi nhap tén méi vao muc Volume label, muén dinh dang
* Dirliéu dang so nhanh (chi x6a dir liéu) thi chon muc Quick Format, tai muc File system, chon la
9 Region FAT32 hodc NTFS ddi véi nhitng 6 dia c6 dung luong 16n.

Dé dat quy dinh vé cach nhap va hién thi sé trong Windows: mé Region Nhio chon Start dé tién hanh dinh d
: - 2 tart dé tién hanh di :
trong ctra s0 Control Panel va chon Additional Settings.../ Chon 16p Numbers (hinh 10.7) ap chon >iatt @e ten fdnh i dane
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Format Local Disk (D) EEX

Capadity:
141 GB ~

File system
NTFS (Default) v

Allocation unit size
4096 bytes -

Restore device defaults

Volume label

Format options
[¢] Quick Format

Start Close

Hinh 5.3: Dinh dang b dia
Cha y: dit liéu trong dia s& bi x6a hoan toan, khong thé phuc hdi dugc.

Hién thi thong tin ciia dia

Right Click vao tén ctia 6 dia can hién thi thong tin, chon muc Properties.

L6p General: cho biét dung lwong dia (Capacity), da sir dung bao nhiéu (Used
space), con lai bao nhiéu (Free space).

L6p Tools: cung cip mét s6 cong cu kiém tra dia (Error-checking), tao dia dy phong
(Backup), chdng phan méanh dia (Defragment).

Lo6p Sharing: cho phép dat cach thic chia sé t

Tai nguyén c6 trén dia (voi may tinh c¢6 nbi mang).
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* Ctrl + Home: V& 6 Al
+ Sir dung Name Box: nhép dia chi 6 hoic ving can chuyén dén, gé Enter
+ Str dung hop thoai Goto: nhan Ctrl-G hoic F3, nhap dia chi 6 vao khung Reference,
nhan OK
+ Str dung thanh cudn ngang/ dirng: cho hién thi viing chtra 6 can chuyén dén, xong
click chudt vao 0.
Vung (Range/ Block/ Array/ Reference): gdm nhiéu 6 lién tiép nhau theo dang hinh chit
nhat, mdi viing c6 mot dia chi duoc goi la dia chi viing. Pia chi viing duoc Xac dinh bai
dia chi ctia 6 goc trén bén tri va 6 goc dudi bén phai, giita dia chi cua 2 6 nay 1a dau hai
cham (). Vi du C5:F10 la mét ving chit nhat dinh vi bang 6 dau tién 13 C5 va 6 cudi la
F10
Gridline: Trong bang tinh c6 cac duong ludi (Gridline) ding dé phan cach giita cac 6.
Mic nhién thi cac duong ludi nay s& khong duge in ra. Mudn bat/ tit Gridline, chon 1énh
View/ * = 48 bat/ tat dudng ludi.
= Mot sb thao tac trén Sheet
- Chon Sheet lam viéc: click vao tén Insert...
Sheet  hoic  nhin  Ctrl+Page B2 Delete

Bename

Up/Ctrl+Page Down dé di chuyén giira
MMowe or Copy...

cac Sheet

o S View Code
- Doi tén Sheet: S Protect Sheet...
Céch 1: D_Click ngay tén Sheet can doi Tab Color >
tén, sau do nhadp vao tén madi, gd Enter Hide

dé xac nhan Unhid
Céch 2: R_Click I&n tén Sheet can doi o SSiect All Sheets

tén, chon Rename (hinh 10.4) = Hinh 10.4: R_Click Ién tén sheet
Cach 3: Click chon Sheet can doi tén,

chon 1énh Home/ Format/Rename

Sheet.
- Chén thém mot Sheet méi:
Céch 1: Click nat New Sheet. (hinh New shect
10.5) Sheetl (+ % ]
Céach 2: R Click 1én vi tri mudn Hinh 10.5: Thém sheet méi

chén Sheet médi, chon Insert/
Worksheet/ OK

Céach 3: Chon vi tri muén chén Sheet
moi, chon 1énh Home/ Insert/ Insert
Sheet.
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Excel Optiors x|

General [B . £
Rt @-ﬂq Customize the Quick Access Toolbar.
Formula i
Choose commands from: Customize Quick Access Toolbar:
Pro Popular Commands v For all documents (default)
Sav
. g Copy Al ‘Fj Save
11 Create Chart [ |£ Undo »
m Custom Sort... ic’ Redo »
X Cut = Add>> i* Borders
B Datasheet Formatting ] |& Open
Quick Access Toolbar A Decrease Font Size [= Form..
Ak I EJ Delete Cells...
x Delete Sheet Columns v
| > Customizations: Reset ¥ |10
|| Show Quick Access Toolbar below the e =
Rihhnn T ¥
| < >

| 0K Cancel

Hinh 10.3: Chon 1énh gin vao thanh Quick Access
= Thay d6i tity chon Excel
Khi méi cai dat thi Excel str dung cac théng sé mic nhién (theo ngdm dinh). Dé thay dbi
cac thong sb nay theo ¥ mudn, ban chon 1énh File/ Options.
8.2. Céu tric ciia mdt Workbook
Mot tap tin cua Excel dugc goi 1a mot Workbook va co phén mo rdng mac nhién .XLSX.
Mot Workbook duoc xem nhu 1a mot tai liéu gém nhiéu to.
MBJi to goi 1a mot Sheet, sb luong Sheet trong mot Workbook 1a khong gi6i han, nhung
bi gi6i han bai bd nhé kha dung (available memory) trong hé théng. Mic nhién chi 6 1
Sheet. Cac Sheet duoc dat theo tén mac nhién la: Sheetl, Sheet2, ...
= Céu tric ciia mdt Sheet
Mbi mot Sheet duoc xem nhu 1a mot bang tinh gém nhiéu hang, nhiéu cot.
- Hang (row): c6 tbi da 1 1.048.576 hang, duoc danh s tir 1 dén 1.048.576
- Cot (column): c6 tbi da 1a 16.384 cot, duge danh sé tir A dén XFD
-0 (cell): 1a giao cua cOt va hang, dir li¢u dugc chtra trong cac 0, gilta cac 0 co ludi
phan cach.
- Toéng cong c6 1.048.576 x 16.384 = 17.179.869.184 6 trong mot Sheet.
Mbi 6 ¢6 mot dia chi dugc xac dinh br:fmg tén ctia cOt va sd thir tu hang, vi du C9 nghia la
6 & cot C va hang thtr 9. O cudi cung co dia chi XFD1048576.
Con tré 6: 1a mét khung sam mau, 6 chira con tré 6 duoc goi la 6 hién hanh.
- Céch di chuyén dén mot 6 trong bang tinh:
+ Str dung chudt: Click vao 6 can chon.
+ Swr dung ban phim:
« A, Lén, xubng 1 hang.
¢ &, 2:Qua trai, phai 1 0.
e PageUp: Lén 1 trang man hinh.
« PageDown: Xudng 1 trang man hinh
« Alt + PageUp: Sang trai 1 trang man hinh
* Alt+ PageDown: Sang phai 1 trang man hinh
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w BAI TAP

M6 cira so File Explorer, thuc hién cac yéu cau sau:
Cau 1. Cho biét may tinh c6 bao nhiéu 6 dia ? bao nhiéu dia CD/DVD?
Cau 2. Chon 6 dia C cho biét cac thong tin sau:
- Cho biét tén 6 dia.
- Tong dung luong ciia 6 dia. Dung lugng con trong.
Cau 3. Cho biét trong thu muc C:\Windows:
- C6 bao nhiéu tap tin? Cé bao nhiéu thu muc?
- Tong dung luong clia cac tap tin va thu muc trong thu muc Windows?
- M6 thuy myc C:\Windows 1am thur muc hién hanh, thay dbi cac kiéu hién thi va cho nhan
Xét:

= Extra large icons

= Small icons

= List

» Details
- Chon ché d6 hién thi Details va sap xép cac tap tin thu muc theo:

= Date create ting dan

= Size giam dan
- M¢ thu muc C:\ lam thu muyc hién hanh

» (o6 bao nhiéu tap tin va thu muc trong C:\

= B6 chon muc Hidden items, cho biét s6 luong tap tin va thu muc trong C:\

= B¢ chon File name extensions va cho nhan xét.
Cau 4. Tao 141 tat (Shortcut):
- M§ cira sb File Explorer, di chuyén t6i thu muc C:\Windows\System32
- Right_Click vao tap tin SnippingTool.exe, click chon Send to, chon Desktop (create
shortcut) dé tao 16i tit cho cong cu chup anh man hinh Snipping.
- Twong tu, tién hanh tao 16i tit cho cac chwong trinh tng dung v& mspaint.exe trong thu
muc C:\Windows\System32.
- Right_Click vao 14i tit mspaint.exe, chon 1énh Properties. Click vao hdp thoai Shortcut
key va nhan t6 hop phim Ctrl+Shift+H.
- G& t6 hop phim Ctrl+Shift+H va nhén xét.
Céau 5. Tao cay thu muc nhu hinh bén, sau d6 thuc hién:
- Tao 01 thu myc STT HO VA TEN 4 SO MASV 507QT
- Tao 3 File: 1 File word, 1 File excel, 1File powerpoint trong thu muc trén, cac File c6
tén “S6 May Ho va ten Ma SV (4 sb cudi)”
- Copy thu muc sang 6 dia Z
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Cau 6. Su dung chuong trinh hd trg tiéng Viét: Vietkey, Unikey. Thay doi bang ma, Font

chit, kiéu g0 (Telex, Vni), ché do g0 (Viét, Anh, Phép, ...), m¢ img dung Microsoft Word

theo tac gd cac ché do bang ma.
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Menu 1énh cua Excel nim trong cac tab Home, Insert, Page Layout, Formulas, Data,
Review va View.

Home: Tao, dinh dang, chinh stra Sheet. Gdm ¢ cac nhom Clipboard, Font, Alignment,
Number, Styles, Cells va Editing

Insert: Thém ddi twong vao Sheet (dd hoa, bang pivot, d6 thi, lién két, headers va footers).
Go6m ¢6 cac nhom

Tables, Illustrations, Apps, Charts, Reports, Sparklines, Filter, Links, Text va Symbol
Page Layout: chuan bi cho giai doan in 4n hodc sap xép lai cac ddi twong do hoa trén
Sheet. Gom c6 cac nhom Themes, Page Setup, Scale to Fit, Sheet Options va Arrange
Formulas: thém ham va cong thirc vao Sheet hodc kiém tra cong thuc trén Sheet. Gom
cac nhom Function Library, Defined Names, Formula Auditing va Calculation

Data: nhap dir liéu tir bén ngoai vio, truy van, tinh tong nhém (subtotal). Gom co Get
External Data, Connections, Sort and Filter, Data Tools va Outline

Review: bao vé va danh dau bang tinh. Gom c6 Proofing, Language, Comments va
Changes

View: thay doi giao dién ctia workbook va dit liéu. Gom c6 cac nhém Workbook Views,
Show, Zoom, Window va Macros

Ngoai céac thanh cong cu tuong tu nhu cua Word, Excel con cé thém thanh cong thirc
(Formula Bar) ding dé nhap dir liéu, cong thirc vao 6 hién hanh. Thanh cong thirc gdm
c¢6 3 phan (hinh 10.2)

Name box: hién thi dja chi ctia 6 hién hanh, gd vao dia chi 6/ving dé di chuyén dén
o/vung

Al v| f
[ Name box A
— 1-| Nut thanh cong thire ]—

Ndi dung

Hinh 10.2: Thanh cong thurc
NGt thanh cdng thire: gdm co fx (Insert Function-thém ham), X (Cancel) va v'(Enter)
Thanh ndi dung: thanh tring dai, chira n6i dung cong thirc. Néu cong thire dai qua thi
click chudt vao nat ' dé mo rong & cudi thanh cong thire
Ghi chl: C6 thé goi nhanh cac 1énh trén thanh truy xuét nhanh (Quick Access) (hinh
10.3). Click ~ , chon Show Below the Ribbon/Show Above the Ribbon dé dinh vi tri

ctia thanh Quick Access. Thém 1énh vao Thanh Quick Access bang cach click = /
chon More commands.../ chon tiép 1énh mudén gan 1én thanh Quick Access/ nhan Add/
OK.
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MODULE 1U4: MICROSOFT EXCEL

CHUONG 8: KIEN THUC CO BAN VE BANG TINH

8.1. Khai niém bang tinh

= Cac chirc nang cia MicroSoft Excel

Microsoft Excel (goi tit: Excel) 1a mot loai bang tinh dién tir dugc dung dé to chirc, tinh

toan bang nhiing cong thirc (Formulas), ding dé phan tich va téng hop s6 liéu. Cac nhiém

vu ma ban c6 thé thyc hién voi Excel gom nhitng viéc don gian nhu viéc viét mot hoa

don t&i nhitng viéc phirc tap hon nhu tao biéu do 3- D, quan 1y so ké toan cho doanh

nghiép. Chuong mé dau nay sé hudng dan ban luét nhanh qua khong gian lam viéc cua

Excel, cac kiéu dit liéu va cach tao mot bang tinh don gian.

= Cac khai niém co ban

Khoi dong va thoat khoi Excel dugc thuc hién gidng nhu cac chuong trinh khac chay

trong moi truong Windows.
= Khéi dong Excel
C6 thé thuc hién b?mg mdt trong cac cach sau:

- Double_CIICk trén tén tap tin van ban do Excel tao ra.
- Vao man hinh Start chon Microsoft Excel.
= Thoat khoi Excel

Céch 1: Click vao nit Close X! & goc trén bén phai cira s6 Cach 2: Nhan td hop phim Alt

+F4
Cach 3: Chon Iénh File/ Close

= Giao dién cia Microsoft Excel

Cira s6 chuong trinh Excel 2013 d& dang diéu khién va str dung don gian (hinh 10.1)

FH O ¢ Book1 - bxcel T - A x
HOME | INSERT PR Swgmnﬂ
i T BB BRERE I A
TF ¥ ::atP e L35 EMepesiComer = § - % 0 [5533 Condhionl Pt ol ‘“{“ Do fort & Clea oviet bl
Clipboard Styles Cells Editing ~
Al v
; H T u =]
1
2 1
3 1
4
a T Thanh cong thire Thanh Quick Access
A Nhém lénh
e
9 1
10|
h,
12|
13 .
1 Fill handle
= Vung lam viée
16
|7_
IBV
!97
ZD,
2'\_
22| | | |
EE] | T
TG Sheet! | @ P =

Hinh 10.1: Giao dién Excel 2013
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CHUONG 4: MOT SO PHAN MEM TIEN iCH
4.1. Phan mém nén dir liéu WinRar
4.1.1. Gidi thi¢u
Gia sir ban mudn gbi nhiéu tap tin va thu muyc tdi dia chi email cua mdt nguoi, nhung ban
khong muén gdi cac tap tin va thu muc riéng biét. Ban co thé thuc hién béng cach nén cac
tap tin va thu muyc lai thanh mot tap tin nén va gdi téi nguoi nhan. Nguoi nhan co thé giai
nén tap tin nén nay dé nhan cac tap tin va thu muc ban dau. WinRar 12 mot chuong trinh
nén dir liéu va giai nén thong dung hién nay. WinRar hd tro rat nhiéu dinh dang nén khac
nhau: RAR, ZIP, CAB, ARJ, .... WinRAR con ¢6 thém tinh nang tao file nén thuc thi
(Self-extracting), file nay c6 thé giai nén dit liéu & cac may khong cai dat chuong trinh giai
nén. Ngoai ra, WinRar cho phép nguoi dung cat file nén ra nhiéu phan va dit mat khau dé
bao vé tinh riéng tu cho file nén.
4.1.2. St dung WinRar
= Khéi dong WinRar
Ban khéi dong trng dung WinRar tir menu Start. Ngoai ra, do WinRar dugc tich hop vao
trong Windows nén ban c6 thé sir dung truc tiép cac 1énh nén/giai nén dir liéu ctia Winrar
ma khong can khai dong trudc Gmg dung WinRar. Vi du trong ctra s6 File Explorer. Ban
c6 thé thyc hién cac chirc niang nén hodc giai nén ciia Winrar bang cach Right Click chudt
vao cac tap tin hodc thu muc mudn nén.
= Tao tap tin nén thong thudong
Thuc hién cac budc sau:
- Click chon cac tap tin va thu muc mudn nén.
- Right Click va céc tap tin va thu muc, chon Add to archive... (hinh 6.1)

i ile Home Share View ~ @
v — . oo
l u l % d{’ |§‘Move to~ ?( Delete ~ | Ll E % =R
Gl & 56 Select none
Co Paste ~ New Properties |
e E] LE Copy'to =f Rename folder p- &5 E.E Invert selection
Clipbaard Craganize MNew Open Select
®© * 4 \=a* MyC.. » Dulieu(D) » v ¢ Search Dulieu (D) 0
) Name Date modified Type
1% My Computer — - - -
i) |4 Solutions_elernentary WB_Key.pdf 4/22/2016 10:31 AM Foxit F
eskto| =
o P [ giao an grade 6 solution.pdf 2/22/2016 10:56 AM__ Foxit B
| &| Documents e —
| ) h v Ak, 2 TII0LO0M18 1,04 D0 A' !'_llefﬁ
8 Downloads — Open
{b Music Open in new window
=l Pictures /& | SkyDrive Pro >
B Videos %> TeraCopy...
& System (C:) Pin to Start
& Dulieu (D) L:E Add to archive.., l
o Data_1 (E) $  Add to "Tieng Anh cap 2.rar"
—a Data_2 (F:
= nZ:; ”(_”) G 1% E Compress and email... >
3 iten:\s F'iterns selected E Compress to "Tieng Anh cap 2.rar" and email ==

Hinh 6.1: Nén dit liéu trong cira so File Explorer
- Nhép tén tap tin nén vao hdp thoai Archive name, sau d6 click va nat Browse dé chon

thu muc chira tap tin nén.
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- Click chon OK dé tao tap tin nén.

= Cic tiy chon trong cira s6 nén WinRar

= Cit file nén ra 1am nhiéu files nho

Néu tap tin nén co6 kich thudc qua 16n, ban cé thé chia tap tin Nén ra lam nhiéu tap tin co
kich thudc nho hon. Céc files nhé nay cé thé duge gop laitrd lai thanh tap tin nén ban dau.
Diéu nay tién dung khi ban mudn chép file nén ra dia USB hoic gdi file qua email. Ban c6
thé chon cach tach file bang cach chon Split to volumes, size (hinh 6.2). Sau d6 chon kich
thudc moi tap tin sau khi tach ra. Chi y: WinRar sé tach file nén tao thanh cac file *.part1,
* part2...

General | Advanced | Options | Files I Backup |Tirne [Commentl

Archive name Browse...
] Tieng Anh cap 2.rar v |

Update mode
| Profiles... | !Add and replace files v I

Archive format Archiving options

@ RAR [CIpelete files after archiving
O zip [C] create SFX archive
] Create solid archive
Compression method [JPut authenticity verification
Normal v ; [CJeutrecovery record
Split to volumes, size [ est archived files
| [JLock archive

[v]le ]

5 MB
— 100 MB

700 MB {CD700)
4,095 MB (FAT32)
74,431 MB (DVD+R)

Autodetect
Hinh 6.2: Ctra s6 nén WinRar
*= Tao tap tin nén thyc thi (Self Extracing File - SFX)
Chtrc ning ndy cho phép tao mot tip tin nén thuc thi, day 13 tap tin c6 thé tu giai nén ma

khong can c6 chuong trinh WinRar. Ban c6 thé tao file nén thyuc thi bang cach nhan chon
“Create SFX archive” & Archiving options cua 16p General (hinh 6.2)

= Pat Password cho tap tin nén

Pé tang tinh bao mat cho tap tin nén, WinRar cho phép ban dit mat ma giai nén bang céach
chon 16p Advanced va click chudt vao nut Set password ..., sau ndy néu ngudi dung mudn
giai nén thi phai nhap ding mat ma.

= Giai nén tip tin nén

= N§i dung cia tap tin nén dwoc chira tai thw muc hién hanh

Ban c6 thé giai nén tap tin nén ma ndi dung cua tap tin nén dugc chira ¢ thu muc hién hanh
bang cach Right Click vao tap tin nén va chon “Extract here” (hinh 6.3).

E Tiprc Al e ene

Open

SkyDrive Pro
B  Extract files...
B  Bdract Here

Hinh 6.3: Menu gidi nén cia WinRar
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Cau 7: Str dung WordArt, Column, Picture, Shapes, Group soan thao ndi dung sau:

o

*ﬂ'ﬁﬂ' GIVE VIT.

Wy DT‘

Chuyén muc dinh dwéng va siec khoe, bio tiép thi & gia dinh

Co thé hoat déng t6t nhir cac dudng
chit va vitamin ma chiing ta hipthuy ti
cac thire phim hang ngay Nhu ciu va
liéu lrong tiy vao hia tudi va thé trang
cia tirng ngud Tuy nhién, cé nhitng
diéu ching ta con sai 1im khi sit dung

vitamin. Co thé cé

thé dy trir vitamin
) @ Vitamin duoc
e chialam hai loai: Hoa

tan trong
nwrde(Vitamin C, B1, B2, B6, PP, B12.
. .).Loai hoa tan trong nudc dwoc thoat
ra ngoal cong voil nwde. Chiung tidm

Thing tin

—
)
P

Sl

>
e <o
Mo
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hao rit nhanh, nhit 13 vitaminVi vy,
cin bd sung vitamine ti¥ rau, trai cdy
chua. Vitamin téng hop khéng t6t bang
vitamin rynhién Cac vitamin trong
thire phim tw nhién thuémg & dang lién
két, khién co thé cho hip thu tét.Chang
han loai acide folic trong gan bd chi
hip thu 10% qua co thé. Cic nha
nghién ciru cho biét, khéng xcé di tng
nao xiy ra khi co thé ding vitamin
tonghop. Tir 46, nhitng ngwéi bi di ing
vl cam, chanh, budi co thé ding
polivitamin ¢ ham lwgng vitamine C
cao dé thay the

A; ludne
e dinh ¢ udng Vi
L W,

1

4
(o
C

v

Bio tiép thi va Gia dinh
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r dung bang diém tat ca cdc mén hoc, thiy
giao co thé dé dang theo ddi, phan loai
két qua hoc tap cla timg hoc sinh. Nhin vao
————bing iém, em c thé biét ngay dugc két
qua hoc tap cla em cling nhu cla cac ban trong Idp.
1. Gia sif diém tdng két mdn hoc
dugc tinh theo nguyén tic la
diém trung binh cla cac diém
kiém tra miéng, kiém tra 15
phit , kiém tra 1 tiét va thi
hoc ky. ‘
2. Nhu vdy, ngoai trinh bay
thdng tin truc quan, ¢d dong
va dé so sénh, nhu cau thytc hién céc

tinh todn phd bién( tinh tdng, tinh trung binh
cong, xac dinh gid tri Idn nhat, nhd nhat,...), vé
cac biéu dé minh hoa cho cac s liéu tuong (g
la nhu cau thuding gdp trong thuc té. Nhd cac
chugng trinh bang tinh, nqudsi ta 6 thé dé dang
thuic hién cac cong viéc dé trén may
tinh dién tu,

3. Chuong trinh bang tinh la
phdn mém dugc thiét ké dé gitp ghi
lai va trinh bay thdng tin dudi dang
bang, thuc hién cac tinh toan cling

s ’ ? nhu xdy dung cic biéu dd biéu
May tlnh bang dién truc quan cc 5 lidu.

I HovaTén ~ Diém trung binh

1 LéThiHodiAn | ———
'3 Pham Nhu Anh. A 75 ,

4 VIViétAnh | 90 8
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= Noi dung cua tap tin nén dwgc chira & thw muc chi dinh
bé giai nén tap tin nén ma ndi dung cia né chira & mot thu muc chi dinh nao do, ban thuc
hién nhu sau:
- Right Click vao tap tin nén va chon Extract files ... (hinh 6.3)
- Trong hop thoai Destination path (hinh 6.4), ban nhap vao dudng dan chira ndi dung
cua tap tin nén hodc click chudt chon thu muc chira & bén ctra 0 phai.
- Chon OK

= Extractio

General | Advanced| Nhép dudng din chira ni dung tip tin nén
Destination path (will be created if does not exist Display
| D:\Tieng Anh cap 2 - ~| | New folder |

Update maode B Oesitop A
(®) Extract and replace files E'.B G.Virh Cthl thr muc

() Extract and update files l_—-_l--g!_sul My Computer . e ] n
() Fresh existing files only - Desktop chira nol dlll'lg ti'lp
-~ | Documents tin nén

+ & Downloads

-+ Wb Music

+ £ Pictures

H videos

i System (C:)

"_w Dulieu (D:)

"t Data_1 (E:)

Overwrite mode

(®) Ask before overwrite

() Overwrite without prompt
() skip existing files

() Rename automatically

Miscellaneous - Data_2 (F:)
[l Extract archives to subfolders iy DVD RW Drive (G:)
[Jkeep broken files B e DATA (H)

[ bisplay files in Explorer

EESTEDEEEE

-4 CD Drive (3:)
1=y Libraries

Saye setings

 Cancel

Hinh 6.4: Cira s6 chon thu muc chia chi dinh
4.2. Chwong trinh vé Microsoft Paint
4.2.1. Gio6i thiéu
MS Paint 1a mot cong cu vé& (hodc son), duoc bao gdm trong tit ca cac phién ban cua
Microsoft Windows. Trong Windows 8, cong cu vé co nhiéu tinh nang cai tién dé tao ra
cac ban v€, hinh dang khéac nhau, thay ddi kich thuée mot hinh anh, ...
4.2.2. Khéi dong Paint
Hai cach thuong dung st dung paint:-
e Cach1:

+ MO0 ctra s6 Run (nhan phim Windows (E) + R). Hinh 6.5

= Run >

—= Type the name of a program, folder, document, or Internet

1= resource, and Windows will cpen it for you.
Open: | EEEEN o
Cancel Browse...
Hinh 6.5: Cira s6 Run
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+ Nhap vao mspaint va nhan OK
e Céch 2: click vao Start Menu va gd mspaint. Tir danh sach céc két qua, nhap vao Paint.
4.2.3. Cac thanh phin ciia Paint
Thanh menu cua ctra s6 paint duoc chia lam 3 tab 1 File, Home va View. Mdi tab s& chira

cac 1énh dugc nhom theo chire nang (hinh 6.6)

Gl D @ s | Untitled - Paint - o x|
Home View A 01
D ,yﬂ jul 25 A g N OOl I?j' Outline - —— D D EDiEI@QDD@D ’@ [
Paste = Seled /\9 Brushes DEAB: e Fi z Color | Color TD T—i@D Edit
- <0 ok g 7Q - \oaeie]=35 - 1 2 H—“ Ir]l_l calors
Clipboard Selection shapes Shapes. Colors
Rectangular selection 2
{%| Free-form selection
Sefection options
i Selectall
G| Invert selection
7( Delete
Transparent selection
v
< >
+ 15 100 1366 % 768px 100% () [ @ .

Hinh 6.6: Ctra s6 man hinh Paint
Home: chira cdc nhdm 1énh dé thao tac anh:
-Nhém mau (color): Gém c6 2 thanh phin 13 mau v& (Foreground) va mau nén
(Background). Color 1duoc sir dung dé thiét 1ap mau mit trude (foreground) va Color 2
duogc stir dung dé thiét 1ap mau nén (Background). Mudn thay d6i mau, ta chon Colorl
hozc Color 2 va click 1én mau mudn dbi. (hinh 6.7)

= (O EEEEECEEEE g v
= Mo e e Sree
= S OO0 0 e, B aamoe

¥ i
i1 Recangular selection

Hinh 6.7: Nhém mau

Free-form selection

Nivar,

Selection options

i0: Selectall

----- Invert setection
7< | Dslate
Transparent selection
Hinh 6.8: Nhom luya chon anh

- Nhom chinh stra hinh anh: bao gdm céc 1énh cut, copy, paste, undo, redo
- Nhom lya chon hinh anh (hinh 6.8)

+ Rectangular Selection: duoc sir dung dé chon cc ving hinh chit nhat ctia mot hinh

anh
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St Ho vi tén _ Luwrong - Phu cip - Tl kt:rc lanh cua CB-CNV

' ¢ H¢ s6 | Mirc lwong | Phu cip Thuee lanh
% 1 | Nguyén Vin Anh 5.08 1200000 600000 6,696,000.00
8 E 2 Lé‘Thi E}inh 3.66 3000000 330000 11,310,000.00
% = | 3 | Tran Viét C;he‘m 3.66 2500000 500000 9,650,000.00
S = | 4 |NguyénTranDing | 2.67 4000000 700000 11,380,000.00
S ©| 5 |Lé Thanh Em 3.99 3000000 80000 12,050,000.00
Z 6 Théj Phuong Tung 5.08 3000000 500000 15,740,000.00
@2 Tong cong:
Ho va tén : Nguyén Vin Anh Gi¢itinh:  [XNam CIN#
Ngay sinh : 01/02/1998 Noisinh:  Quang Binh
S6 chitng minh : 201409815 Ngay cap:  22/12/2009
Noi cap : DPaNing S6 dién thoai: 0906123654
Pia chi : 209 Phan Thanh
Thong tin ngwoi than:

1 H Vin Hiéu

2 Trwong Van Thanh

3 TranThi A

4 Nguyén Thi B

'CONG TY TNHH TM PHUONG HOA XA HOI NGHIA VIET NAM |
PHONG KINH DOANH POC LAP — TU DO — HANH PHUC
[C =4 5]

GIAY MO1
Cong ty TNHH TM Phuong Péng xin tran trong kinh mai
Quy khach hang : Duong Ngoc Bao Tran

Ngay sinh - 12/02/1989 | | - N
Noi sinh : Quang Nam !

Vao lic 07h30 ngay 02 thang 09 ndm 2011, dén tai dia diém 237 Phan Chéau Trinh '

dé tham dy chuong trinh phéat thudng danh cho quy khach hang may man tring thudng |
phan qua gia tri 5.000.000 doéng.

Da Néng, ngay ... thang ... ném 2011
GIAM POC

én Van Hai

Cau 5: Stur dung Equation soan thao ndi dung sau:

m

x? = {J.:(Z:'l)\il.\:*’.?()i)vd\;}i < c. -"IU:’X}

Cau 6: Soan thao va dinh dang ndi dung sau:
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i . i + Free-form selection: duoc sir dung dé chon mot phan hinh ¢6 hinh dang ty do cua
CHUNG TU KE TOAN A1
l mot hinh anh
l + Select All: dugc sir dung dé chon toan bo hinh anh
SO ngNG T(j)N(% HQ’P Sf) TH,E + Invert selection: duoc sir dung dé dao nguoc lya chon hién tai
QEY CHU.ES;(_[}I’IF(E:A}‘OAN Iéﬁfﬁﬁ + Delete Selection: (-11_1ng dé xo6a hoic l()a?i bo cac lya chon hién Atai o
: + Transparent selection: duoc st dung d¢ chon hinh anh ma khéng c6 mau nén.
i L - Nhém dinh dang anh (hinh 6.9)
! v v i
: NI TN DA » BANG e
R > NHAT KY - SO CAI TONG i Resize
HOP “h Rotate ~
ﬂ “k Rotate right 80°
4" Rotate left 907
BAO CAO TAI CHINH '« Ji'  Rotate 180°
~—  Flip vertical
il Flip horizontal
TRUNG TAM TIN HOC DUY TAN z )
= ; Hinh 6.9: Nhém dinh dang anh
ot
W B + Crop: ving da chon ctia hinh anh c6 thé dugc xét bat.
E Ord 2016 S roP vung da ¢ (_)ncuaq in anq.co é duoc xé ‘
g : + Resize: dugc st dung dé thay doi thude hinh anh hoac chon mdt hinh anh bang ty
;_ EXC el 2 O 1 6 ; 1¢ phan tram hoic pixel
an . S Khi click vao 1énh resize hop thoai xudt hién (hinh 6.10)
&) = - Yy : S .
£| Power Point |< B g
= -
= 2 O 1 6 é - By: Percentage/ Pixels: thay d6i kich REE:ZE ©Percennge O Pt
thudc theo ti 18 phan tram hodc theo [T]  Horizontat  [700
diém anh (Pixels Veicat.  [00 ]
10Base T 10Base T . (_A ) . HE 100
Standard Patch Cable CrossOver Cable - Skew: nghiéng hinh theo chiéu: [ Maintain aspect ratio
Qrange/White - Horizontal: nghiéng theo chiéu ngang Skew (Degrees)
- - 1 1 \ —
! Qrange ! - Vertical: nghiéng theo chiéu doc a7  Gewewt ([
2 . = 7 2 2 . ¥ A i A Wertical:
Gree/White - Rotate: duogc sir dung d€ xoay hinh anh QI : o ]
3 < > 3 3 3 theo 5 hudng
Blue 4 < .4 [ oc ][ cancer |
4 : > 4 ) i - Rotate right 90: xoay phai 90 do ‘ , i
) Blue/White . 5 < . s Hinh 6.10: Nhom luya chon anh
5 < > 3 ) ” - Rotate left 900: xoay trai 90 do
) Green . 6 6 F e A
6 < — > 6 ) - Rotate 1800: xoay anh 180 d¢ o
Brown/White - . g *
7 < > 7 7 > 7 - Flip vertical: 1at doc o
Brown . .
8 = » 8 8§ < > 8 - Flip horizontal: 14t ngang
So' 45 bim cip thing kaﬂa bim cip chép Hinh 6.11: Nhom v€ hinh dang
Pé no6i PC qua Hub Dé nbi PC qua PC - Nhém v& hinh dang (hinh 6.11)
Céu 4: Str dung chirc nang Table soan thao va dinh dang ndi dung sau
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+ Pencil tool( ¢ ‘ ): duoc str dung dé v& ty do cia mot hinh anh wBAI TAP
Cau 1: Str dung chirc nang Tab Left, Tab Right, Tab Center, Tab Leader, Text Direction,

+ Fill with color tool ): duoc sir dung dé to vao cac hinh anh hodc mot phan cia ) .
WordArt, Numbering soan thao ngi dung sau:

hinh anh v&i1 mau sac khac nhau.

+ Texttool ( A ): duoc sir dung dé thém chit vao trong mot hinh anh

Témng Ty Tam Dl T[h'.lé Gﬁ(ﬁgﬁ

+ Eraser tool ( 4 ): duogc sir dung dé xo6a cac phan caa hinh anh. Khi ban x6a mot c:g
Ao~ S S R = Lién doanh Von din tu Pia diém =S
phan no s€ dugc lap day voi mau nén mac dinh dugc chon 5 p
. 2. e a1 .. T ’§ 1. ViInaStar ... 50.000.000 Song Bé o
+ Color Picker tool (+7): chon mot mau tir hinh anh va st dyng n6 dé ve. S 2. Mercedes Benz............ 70.000.000 TP.Hb Chi Minh &
. g [ 2 . . A X - - Y . ]
+ Magnlfler tOOI ( A ): du‘(_)’c S& dung dé C(') du’(_)’C mé:)t Cél l’lhll’l gan ho,n vé m(_)t Image ia 3 VN Suzukl ............................ 9 95?0‘00 E}::?ng MNai 4%';
] , L o, o o X E 4. Ford VN .o 102.700.000 Hai Duong i
Nhom bt vE (brush): sir dung cac but v€, ching ta ¢6 thé thém cac hiéu ing bo sung SR N L —— 89.600.000 TP.H5 Chi Minh &
\ / ’ =- -_— -
cho hinh anh véi nhiéu két cau (hinh 6.12) 0 2.
% N/ OOO&A — A , . A
,A — Cau 2: Str dung SmartArt soan thao noi dung sau
%Bruihesi B <> Olu Q <:] ﬁ ~ — g g
[ < D4 Rh000 size
¢ iw : N
4 o > Hinh 6.14: Nhom Size
& «&' - 1o,

Hinh 6.13: Nhom shapes

Hinh 6.12: Nhom Brush

- Nhém hinh dang (shape): duoc sir dung dé vé cac hinh dang khac nhau trong canvas
(hinh 6.13) déc

(0]
[«VN
3

- Nhém Size: duoc sir dung ting do day dudng vién cia mot hinh anh (hinh 6.14)

. . ' . . Zng Phd P
4.2.4. Cac thao tac co ban l gidm déc l T6 chirc
= Cac buédc co ban dé tao mgt hinh vé

- Chon cong cu v& bang cach nhan chudt trén nhom lénh twong tng. Truéng Phd el Can bo
Y
A A , N . phong phong quan ly
- Chon 36 rong nét v€ trén nhom 1énh Size
- Chon mau Cl:lO nét vé bang C'c"lCh nhan V&(? Color 1 trén nhom mau. Chuyén Nhan P Théng
- Chon mau nén cho hinh v€ bang cach nhan vao Color 2 trén nhém mau. vién vién ké

- Veéhinh Hoc ky Phan
= Hiéu chinh hinh vé ning t'rfg‘n';y
C6 thé hiéu chinh bang nhiéu cach:
- Cong cu x6a (Eraser): dung dé x6a mot phan hinh vé va thay bang mau nén. Qua trinh hoc \
- Lénh Undo va Redo Tién tap ky ning Thuc
= Didu chinh ché d§ hién thi (View) denh gia hah X
Trong nhiéu trudng hop, dé hiéu chinh hoa tiét ban nén phong to nd. Ban c6 thé dung cong \ /
cu Magnifier tool ( %) phong to tirng phan hoic str dung 1énh trong View (hinh 6.15) ﬁg gggg

Céau 3: Str dung chirc nang Shapes, Group soan thao ndi dung sau:
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STT Chirc nang

1 | In tdp tin van ban hién hanh

2 | SO ban in trong mdi lan in

3 | Chon may in

4 | Nhan vao dé chon thudc tinh may in

5 | Pham viin (tét cd, trang hién tai, in thudc tinh trang)

6 Nhap vao sb cac trang can in. Nhitng trang rdi rac thi cach nhau boi dau
phay, nhiing trang lién tuc thi viét theo dang: Trang dau-Trang cudi.

7 | Ché d6 in gidy (mot mat, hai mat,...)

8 Th ty in (in hét s6 ban sao cua vin ban hodc in hét soban sao ctia mot
trang)

9 | Hudng gidy in

10 | Kho gidy in

11 | Canh Ié gidy in

12 | Sé trang vin ban sé in trén mot trang gidy

13 | Thiét 1ap trang in

14 | Trang hién tai va tong s6 trang ctia van ban

15 | Phong to/thu nhé van ban xem trudc khi in

16 | Man hinh Print Preview

ThS. Duwong Truwong Quéc Khdanh
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an (=) 7 0 5 A
/{LA = ] Rruter !f ,..‘,‘,4}

b
X N\ Li [] Gridiines

Zoom Zoom 100 = Full
in out % [V Statusbar  screen

Hinh 6.15: Nhém Size
- Zoom In: sir dung dé c6 duoc cai nhin gan hon vé mét hinh anh (phéng to)
- Zoom out: str dung dé ¢6 duge cai nhin xa hon vé& mot
hinh anh (thu nho)
- Full screen: dugc st dung dé xem hinh anh & ché d6 toan man hinh
- Rulers: hién thi hofc tat thudc.
- Gridline: hién thi hogc tat luéi
Cit hoic sao chép m§t mau cit
Xéc dinh ving can cét (hodc sao chép) bang cach cong cu Select (dé chon khéi hinh
chir nhat) hodc Free-Form Select (dé chon khéi hinh tir do).
Chon menu Home/Cut (hoic Copy) hodc nhén t6 hop phim Ctrl-X (hoic Ctrl-C).
Phén hinh v& nay s& duoc dua vao bd nhé dém ciia Windows (clipboard)
bé dan phﬁn hinh d3 duoc cat, chon menu Home/ Paste hodc nhén to hop phim Ctrl-
VvV

Bo sung chir viét trén hinh vé

Dé b sung chit trén hinh v& ban nhn nat ¢6 chit A trong nhém vé& hinh dang, sau d6 nhan

chut tai vi tri noi ban mubn xuat hién chir viét. Khi d6 xuat hién hop thoai Font va mot

khung nho véi con tréd nhap nhdy. Ban hay nhap chir vao khung d6 roi chon kiéu chir va cd

chir cho né. Pé két thuc ban hiy nhan chudt tai vi tri khac trén hinh vé

Luu va mé cac hinh vé Paint

Luu cac hinh vé Paint

Sau khi d3 soan thao mét hinh v& ban néu mudn luu cét chung trong mdt tap hd so nao
d6 dé sau nay dung lai. P& luu cat tu liéu Paint 1an dau tién, ban dung 1énh File/Save
hodc 1énh File/ Save As, Windows sé& hién thi hop thoai Save As nhu trén hinh sau (hinh
6.16)

&l Save As X
A [El« trung > Pictures » v || | SearchPictures P
Organize v New folder B v o
~
[ This PC A Name Date Type Size Tags
Desktop | Camera Rall 23-Aug-152..  Filefolder
Deeiifients | Saved Pictures 23-Aug-152..  Filefolder
& Dovimloads Capture PNG 12-Aug-161... PNG File 5KB
[ Ak >
File name: | Untitled.png v|
Save as type: | PNG (*.png) Vl

4/ Hide Folders I Save | ] Cancel ‘

Hinh 6.16: Hop thoai Save As
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Save in: cho phép chon 6 dia va thu muc s& luu tap tin.

File name: dung dé nhap tén tap tin.

Save: luu tap tin vai tén trong muc File name

Save as Type: cho phép chon loai dinh dang cua tap tin hinh anh.

Mé tap tin anh

@l Open X
A [El« trung » Pictures. » v @ | SearchPictures P
Organize v New folder f== » [ o
B Documents.  »  Name Date Type Size Tags
¥ Downloads | Camera Roll 23-Aug-152..  Filefolder
d Music | Saved Pictures 23-Aug-152..  Filefolder
[&] Pictures @ Capture.PNG 12-Aug-161.. PNGFile 5KB
m Videos
% Local Disk(C;) ] 72 3
File name: v| |AllPicture Fies v|
| Open | 1 Cancel ‘

Hinh 6.17: Hop thoai Open

bé mo tap tin hinh anh da c6 san trén dia ban chon File/ Open hodc nit cong cu

Ope

n trén thanh cong cy, hdp thoai Open s€ hi¢n ra nhu trén hinh sau (hinh 6.17)
Look in: chon tén 6 dia va thu muc noi cha tap tin cin mo.
File name: nhap tén tip tin can mo.
Files of type: chon kiéu tap tin hinh 4nh mudn mé.
Open: mé tap tin hinh anh.

Cancel: Huy bo Iénh va dong hdp thoai.

4.3. Sir dung tiéng Viét trong Windows

4.3.1. Giéi

= Van deé

thiéu cac chwong trinh hd tro tiéng Viét

tiéng Viét trong Windows

bé st dung dugc tiéng Viét trong hé diéu hanh Windows thi can phai cai dat thém cac font

chir tiéng Viét va phan mém gd tiéng Viét. Cac phan mém g tiéng Viét thong dung nhu

ABC, Vietware, Vietkey, Unikey trong d6 phan mém Unikey duoc ua chudng vi c6 nhiéu

uu di€m hon so véi cac phan mém khac.

* Font chir va Bang ma

M&i Font chir s& di kém véi mot bang ma twong tng, do d6 khi soan thao tiéng Viét, ban

phai chon bang ma phu hop véi font chit ma ban dang st dung, néu chon khong dung thi

van ban ban nhdp vao s€ khong dugc hién thi nhu y mudn. Céac bd Font chi thong dung

hién nay la
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- Form Edge: khoang cach dung dé tao
Header va Footer (khoang cach tur Top/
Bottom dén Header/ Footer)

Headers and footers

- Apply to: ap dung c4c lua chon trén cho sty e

Different first page

Header: (1.27om %

toan van ban (Whole Document) hay WREE ey e B
phan dang dinh dang (This Section) hay po P & *
tir vi tri con trd vé sau (This point -
forward). ——
- Chon OK néu mudn &p dung cac lya ;
chon nay cho van ban hién hanh. B ey g
- Set As Default, sau d6 chon Yes néu (et As pefout o ) [ comet ]
muon cac lya chon nay tro thanh mic Hinh 9.40: Dinh khodng cach
nhién, nghia la sé 4p dung vao tat cd cac Header va Footer

van ban dugc tao & céac lan sau. (hinh
9.40)
7.8.2. In 4n trong Word

Xem trudc tai liéu in cho phép xem tai liéu trude khi in trong nhiéu cach khéac nhau. Trong
mot van ban 16n, diéu nay rat can thiét dé ban kiém tra su ngit trang, kiém tra cac hinh
che phi vin ban va kiém tra mot hang don cua doan chay qua trang khac. Trong word
2013, dé xem trude va in van ban, ching ta vao menu File/Print hoic nhin t6 hop phim
Ctrl+P. Man hinh Print Preview hién thi & phan bén phai (hinh 9.41), phan thiét 1ap thong

tin in & bén trai.

GT Tin hoc can ban_Phan II_Ngan_v2.docx - Word ? — ] x

Sign in ] A
= \ Copies: ’Ll ;J @ 3
Print ( )
Save 1
Save As Printer '
+ ., Foxit Reader PDF Printer =
ol =D  Ready
e Printer Properties
e Settings
“D Print All Pages =il @
Close _ The whole thing 1
Pages: l - ‘ O
I Print One Sided & | ~
Account Only print on one side of th... | @
f
2 === Collated
Options EE i
‘[_]L_] 1,23 123 123 | 2
{ D Portrait Orientation - ]
O 2 - @@
8.27" x11.69" -
']‘ I‘ Normal Margins |
| -~
1ES 3] Left: 1" Right: 1"
{ [ 1 Page Per Sheet - @ @' -
L = of

PagE Sehin: 475 b5 » 30% — b + [H

©

Hinh 9.41: Xem van ban trude khi in
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- Left, Right, Top, Bottom: 1a cac khoang cach cua van ban voi 18 trai, phai, trén, dudi

clia trang giay.

- Gutter: dung khi déng thanh sach, 1a khoang cach ding dé dong gay sach.

- Guttet position: dat vi tri déng gay bén trai hay phia trén trang giay.

- Orientation: dinh hudng trang in:

+ Portrait: hudng in dung, day 1a hudng in mac nhién.

+ Landscape: hudng in ngang.
Multiple Pages:

Left Left
| T | T
! = Top i = Top
Bottom ___
— — —~——Right
Bottom ___ ] - Right
L& trang gidy & ché d6 in 1 trang Lé trang gidy & ché do in 2 trang trén 1
mit gidy (2 pages per sheet)
1 2
Top N I I —  Top Lé trang gidy & ché d6 in 2 mit
— — (Mirror margins)
= = 1: Trang chin.
= = 2: Trang lé.
Bottom __| = = | Bottom 3: Inside: l¢ trong.
4: Qutside: I¢ ngoai.
| 3 |
4

Pinh kh gidy in (Lép Paper)

- Paper size: dinh kho gidy in, kho gidy thuong
dung la A4 (21x29.7 cm).

- Width: nhép vao chiéu rong cua gidy.
- Height: chiéu cao cta giay.
- Paper source: chon mac dinh (Default tray).
Apply to: &p dung cac lua chon trén cho toan van
ban (Whole Document) hay phan dang dinh dang
(This Section) hay tir vi tri con tro vé sau (This
point forward). Hinh 9.39

Pinh khoang cach tao Header/Footer
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(oesens T |-~

Margins | Paper | Layout
Paper size:
(A==
width: | 21am L\‘}

Height: [29.7 cm

ed

Apply to: | Whole document |~ Print Opgions...

Set As Default o« | Cancel

Hinh 9.39: Chon kh6 gidy in
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» B0 Font VNI: day l1a bd Font chir kha dep, g@)m nhiéu Font chi, tén Font chit bat dau
bang chir VNI.

> Bo Font Vietware: bo Font chir Vietware c6 hai ho: c4c Font chir ¢ tén bat dau bang chit
SVN la ho Font chir 1 byte, cac Font chit ¢6 tén bat dau bang chit VN 1a ho Font 2 byte.

» Bo Font TCVN3: bo Font chir nay thuong di kém véi phan mém ga tiéng Viét ABC, day
la bd Font chuan ciia qudc gia, tén Font chit bat dau bang ky tu "." (ddu cham).

» B Font Unicode: vi mdi qubc gia déu c6 ngdn ngir riéng nén viéc sir dung 1 loai Font
chir ma co thé hién thi dugc tat ca cac ngodn ngir 1a diéu mong mudn ciia cac chuyén gia
vé cong nghé thong tin vi nd thuén tién cho viéc xir 1y thong tin.

Sy ra doi ciia bo Font Unicode di cho phép tich hop tat ca cac ky tu ciia cac ngdn ngit

trong 1 Font chit duy nhét. Hién tai, ddy 12 Font chit chuan ctia nudc ta cling nhu nhiéu

nudc khac trén thé gidi. Do d6, khi hoc ciing nhu khi str dung tiéng Viét trén may tinh ban
nén chon b Font Unicode.

B¢ Font chir Bang ma Font chir thong dung
VNI VNI VNI-Times
Vietware_X (2 Vietware VNtimes new roman
Vietware_F (1 Vietware SVNtimes new roman

TCVN3 TCVN3 VnTime
Unicode Unicode Times New Roman,

= Céc kiéu gb tiéng Viét

C6 nhiéu kiéu g tiéng Viét trong Windows. Vi ban phim ching ta dang dung khong c6
san cac ky tu tiéng Viét nén dé gb duoc cac ky tu tiéng Viét nhu 6, w, é.. thi ching ta phai
st dung cac t6 hop phim. Mdi kiéu g tiéng Viét déu cé nhitng wu diém va nhuoc diém
nhit dinh, hai kiéu g& théng dung nhit 1a kiéu gd Telex va VNL

Qui tic gd cac t6 hop phim cho kiéu gd Telex va VNI :

Ky tu a é 0 o u a d
Kiéu Telex | aa ee 00 | Ow;[ |uw;w;| aw dd
Kiéu VNI a6 e6 06 07 u7 a8 d9
Dau sdc huyén hoi nga nang
Kiéu Telex S f r X
Kiéu VNI 1 2 3 4 5

Vi du: mubn gd chir Pa Ning
Kiéu Telex: caanf thow hozc caafn thow Kiéu VNI : ca6n2 tho7 hodc ca62n tho7
Ghi chu: Ban c6 thé bo dau lién sau nguyén 4m hodc bo dau sau khi da nhap xong mét tir,

néu bo dau sai thi chi can bo dau lai chir khong can phai x6a tir méi nhap.

ThS. Duwong Trwong Quéc Khdnh 63



4.3.2. Str dung Unikey

* Khéi dong Unikey

Thong thuong Unikey duoc cai & ché d6 khoi dong tu dong. Ban co thé tim théy biéu tuong

ctia Unikey ¥ & thanh Taskbar nhu khi Unikey dang ¢ ché d6 go tiéng Viét hoac Ekhi ¢

ché @6 tat tiéng Viét. Ngoai ra ban ciing c6 thé khoi dong Unikey nhu cac ing dung khéc

bang cach Double Click vao 16i tit cia Unikey & man hinh nén Desktop.

= (Cac thao tac co ban

= Bat/ tit tiéng Viét

Click chudt vao biéu tuong cta Unikey (trén thanh Taskbar) dé bat/ tit ché do o tiéng Viét,

néu biéu tuwong 1a ¥ thi ché do go tiéng Viét dang bat, 1a E thi ché do gd tiéng Viét dang

tat. Ban cling co thé su dung td Ctrl + Shift dé bat/ tit ché do g0 tiéng Viét.

= Sir dung Bang diéu khién ciia Unikey

Right Click vao biéu tuong Unikey dé xudt hién menu ddi twong (hinh 6.18) rdi chon

Configuration (néu ngdn ngir hién thi 1a tiéng Anh) hodc chon Béang diéu khién, khi d6 hop

thoai xut hién nhu hinh 6.19,

Hop thoai ctia Unikey c6 2 ché do:

- Ché d6 mo rong: cho phép dit tit ca thong sé hoat dong ctia Unikey

- Ché d6 thu nhé: chi dat cac thong sb thudng st dung nhat

Pé chuyén d6i gitra 2 ché do nay ta Click vao nat Thu nhé hoic Mé rong

> Vietnamese interface/Giao dien tieng Viet: Chon ngdn ngit hién thi 13 tiéng Anh hay
tiéng Viét

> Bang ma: Chon bang ma tiéng Viét. Ban phai chon ding bang ma twong tng v4i Font
tiéng Viét dang st dung

» Kiéu g phim: Cho phép chon kiéu gb tiéng Viét: Telex, VNI, ...

» Phim chuyén: Thiét 1ap t6 hop phim néng dung dé bat tat tiéng Viét bang:
CTRLASHIFT hoac ALT+Z.

K i x4
Mg B iy khidn
= -z .a z - 7 = 94
Bing didu khi&n.._[C5+F5] Béng ma: I\-’NI Wwindows J # ang |
Céng cu... [C5+FB] Kigu gis phim: ITELE>< vI X Kétthiic |
Chuyén m& nhanh - [C5+F3] Phim chuén ¢ CTRL + SHIFT
a . 4P Thunhd |
w G kidu TELEX AT +Z ke
G;é kiiu WM ~Lya chn
Ga k!iu R [ Cho phép g déu mil, méc & cudi i v Vietnamese interface
G kiguVIDR* ™ Phii g dé . s
ai gd dau ngay sau nguyen am [~ Cho phep g bt
Unicade [ Bé déu ok, uji [thay i ba, ty] Bre o ek |
TCWHE - ABC [~ 5 dung clipboard cho unicode
w VNI indoes I Bat héi thosi ndy khikbdidéng ) Khai déng aling Windaws
YIDR
UTF-2 Literal @ﬂuéfng dén @ Thingtin | %5 Mac dinh |
Wietware =
Hinh 6.18: Chon thao tac vé1 Unikey Hinh 6.19: Giao dién Unikey
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- Nhéan phim Delete

= Thém tiéu dé va ha muc (header and footer)
Khi ban thém header va footer, word chuyén sang ché d6 Page Layout la mot cira s6 cho
phép nhap vin ban vao header hodc footer va hién thi menu cong cu Header and Footer
Tools, déng thoi ving soan thdo van ban thanh mau xdm. Nguoc lai, khi ban 1[am viéc véi
vung soan thao thi Header va Footer tr¢ thanh mau xam.
- Dé thém tiéu dé va ha muc, trong menu Insert, nhan chon Header/Footer va chon

menu Edit Header/Footer.

- Hinh 9.36, thanh cong cu Header and Footer Tools/Design

BHOS 0= Documentl - Word HEADER & FOOTER TOOLS
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW DESIGN
D D @ E(‘ID Cﬂ @ [__‘[] D& ‘ H 5 Previous EDif!erenl First Page 4 Header from Top: 05 :‘ B
- — == == ) Next [] Different Odd & Even Pages 1 Footer from Bottom: 05° &
Header Footer Page  Date & Document Quick Pictures Online  Coto Goto .. o y - Close Header
* Numbers Time Infor Parts~ Pictures Header Footer 7 LinktaPrevious 12 Show Document Text InsenAhgnmentTab and Footer
Header & Footer Insert Navigation Options Position Close

Hinh 9.36: Thanh cong cu Header and Footer

7.8. In van ban

7.8.1. Dinh dang trang in

= Thiét 1ap cac thong so cho trang in (Page Setup)
Thong thudng trude khi in vin ban, ban méi nghi dén dinh dang trang in nhu dinh dang
khé gidy in, cac 18, huéng in... Tuy nhién khi tao mot vin ban 16n hay vin ban bit budc
dung theo nhitng qui dinh ban dau thi vin dé nay rat mat thoi gian. Vi c6 mot sé dbi tuong
dic biét 1a hinh anh s& bi dich chuyén so vdi vi tri ban dau. Do d6, trude khi tao mot vin
ban m&i ban nén dinh dang trang in trude. Dé dinh 1& trang in, chon menu File/Print/ Page
Setup hoic chon Layout va click vao nat miii tén trong nhém Page setup. Khi d6 xuat
hién hop thoai nhu hinh 9.37.

= Pinh I¢ trang in (L6p Margin)
Viéc dinh 18 trang in phu thudc vao ché d6 ban chon & Multiple Pages (hinh 9.37 va 9.38)

rgesewe D, =

[Margins || Paper | Layout Margins | Paper | Layout

Margins Margns

Top: 2.54am S 3 Top: 2.54cm : Bottom: 2.54am

Left: 2.54am 3 % Left: 2.540m e Right: 2.54om

Gutter: 0am 8 e Gutter: 0cm e Gutter position: Left =
Orientation Orientaton

(A

Portrait Landgcape Portrait Landgcape
Pages
Multiple pages: Normal

Preview

L1l
L1l

Apply to: | Whole document [~ ]

Set As Defaut [ o ][ cance

Hinh 9.37: Hop thoai dinh dang trang in Hinh 9.38: Dinh 1€ trang in
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Khi ban tao mot viin ban méi, tip tin viin ban méi sir dung tap tin mau (template) mic
nhién ctia word 1a Normal.dotm. Word s& xem toan bd vin ban nhu 1a mot phan (Section)
va tt ca cac trang trong van ban ¢ thé dinh dang giéng nhau nhu: kho gidy, 1é trang, tiéu
dé va ha myc,... Néu muén trong vian ban c6 nhitng dinh dang khac nhau thi can phai chia
vin ban d6 thanh nhiéu phan khac nhau. Section 1a phan dic biét quan trong khi chiing ta
can cac dinh dang khac nhau trong cing 1 trang va rat can thiét cho cac dinh dang nhu:
chia cot, dinh 1¢ trang gidy, hudéng trang in, sb trang in va dat tiéu dé header va footer, .. .,
s€ dugc gidi thi€u trong gido trinh.
= Chén du ngit phan va ngit trang
Ban c0 thé thay ky hiéu du ngat phan & ché do Print layout bang cach nhan chon nit

ky hiéu cudi doan ( ) trong menu Home. Mot diu ngét phin danh ddu vi tri trong van

ban ban bat dau dinh dang méi. Ban c6 thé chén ddu ngét phén & bat ¢t noi nao trong van

ban.
Cac budc thuc hién: JESIGM PAGE LAYOUT | REFEREMCES  MAIT
Coe o A T Z = > i
-Dat con tro tai vi tri can chén dau ngat. e Sisaks Indent spacing
Page Breaks

-\Vao menu Page Layout bam chon miii tén page

Mark the point at which one page ends
and the next page begins.

bén phai nat 1énh Break, menu hién thi |’

(hinh 9.35)

-Chon loai ngat can chén

Column
Indicate that the text following the column
break will begin in the next column.

J I L

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

-Page : ngat trang tai vi tri con tro.

]
T

-Column: ngat c0t tai vi tri con tro.
z A . . , N Section Breaks
-Next page: ngdt phan tai vi tri con tro,
Mext Page
Insert a section break and start the new
section on the next page.

phan méi bat dau tir trang ké.

-Continuous: ngat phan tai vi tri con trd,

Continuous
Insert a section break and start the new
section on the same page.

phan mé1 nam lién tuc v4i phan cil.

[y 19

-Even page: ngdt phan tai vi tri con tro, Even Page
Insert a section break and start the new

section on the next even-numbered page.

IT
) |h

phan méi bat dau tir trang chin ké do.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

Hinh 9.35: Chon ngét phan

|
i
I

-Odd page: ngit phan tai vi tri con tro,

H
W

phan méi bat dau tir trang 1é ké do.
-Click chon loai ngit dé hoan thanh.
= Xoéa diu ngit phin va ngit trang
Khi ban x6a mot section break giita 2 section, section trude sé& 1dy dinh dang cua section
sau. Vi du: section 1 c6 dinh dang 1 c6t, section 2 ¢6 dinh dang 3 cot. Néu x06a section
break thi ndi dung cta section 1 s& gom vao section 2 va ciing chia thanh 3 cot.
Cac budc thuc hién:
- Nhén chon section break hodc page break mudn x6a (nhan chon nut ky hiéu cudi doan

l ) dé hién thi cac du ngét).
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w BAI TAP

Cau 1: Nén dir liéu

- Sir dung chuong trinh nén dit liéu WinRar dé nén thu muc Documents véi tén 1a
nen_file.rar chtra ¢ 6 dia D:\

- Kiém tra dung luong ciia tap tin nén nen_file.rar sau khi nén xong.

- Giai nén toan bo tap tin nén nen_file.rar ra man hinh Desktop. Kiém tra lai s6 lugng
va dung lugng cia cac thu muc sau khi giai nén c¢6 khac véi trude khi giai nén khong?

- Thuc hién nén lai thu muc nen_file kém theo mat khau

Cau 2: Thwe hién &rng dung Paint

- Chup man hinh bat ky trén may tinh

- Xt Iy t6 mau, chd thich nhimg dic diém

- Khung vung hinh anh copy va trong trang MicroSoft word

Cau 3. Thuc hién irng dung NotePad

- Soan thdo ndi dung van ban, thay doi Font chit

- Copy vin ban duoc dinh dang tir File Word sang File Notepad dé xem cach x6a dinh
dang van ban

Cau 4. Sir dung cong cu Unikey thuc hién viéc chuyén md TNVN3 sang Unicode cic

chure nang khac ...

UnikKey Toolkit
Bang md Lwa chon
Ngudn TCVN3 (ABC) «|  [dsang chiv hoa
. [ sang chii thwing
Bich Unicode b .
[ Loai b déu

[1Knéng diing rich text

Tl B4do bang mi
$ [ ping bé font tdi thifu

Chuyén mé clipboard
File

File ngudn

File dich

Chi hé tre file text va file Rich Text Format (RTF)

l> o ”Yé" m
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MODULE IU3: MICROSOFT WORD
CHUONG 5: KIEN THU'C CO BAN VE VAN BAN

5.1. Gidi thiéu Microsoft Word
5.1.1. Khéi dong va thoat khéi Word

Khoi dong va thoat khoi Word dugc thyc hién gidng nhu cac chuong trinh khac chay

trong mai truong Windows.
5.1.2. Khéi dong Word

Co6 thé thuc hién bﬁng mdt trong cac cach sau:

- Double_Click trén biéu twong cua chuwong trinh Word trén man hinh nén @

- Double Click trén tén tap tin van ban do Word tao ra.
- Vao man hinh Start chon Microsoft Word.

5.1.3. Thoat khé6i Word
Trude khi thoat can phai lwu ndi dung céc tap tin dang 1am viéc vao dia, néu khong thi s&
bi mat dit liéu. Tuy nhién, néu ban chua luu lai cac tap tin thi Word s€ hién thong bao
nhic nhé trudce khi thoat (hinh 7.1)

/ ! Do you want to save changes you made to Document1?

[ save | [Dontsave | [ cancel |

Hinh 7.1 Hop thoai dong tap tin chua luu

+ Save: luu dir li¢u va thoat khoi chuong trinh itng dung.

+ Don’t Save: thoat khoi chuong trinh ing dung ma khong Iuu dir ligu.

+ Cancel: hity bo 1énh, tré vé chuong trinh tng dung.
C6 thé thoat khoi Word bang mot trong cac cach:
- Nhén t6 hop phim Alt + F4.
- Chon Iénh File/ Close.
- Click vao nit close ®$nim ¢ goc trén, bén phai cua thanh tiéu dé.
- Double_Click vao biéu turong ctia Word & goc trén bén trai cta thanh tiéu de.

5.2. Céac thanh phin co ban trén man hinh Word

Cira s6 chwong trinh Word 2013 dé& dang diéu khién va st dung don gian (hinh 7.2)
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] EE 4

Page Text Quick Word#
Number~ Box~ Parts~ -
B Top of Page >
[2) Bottom of Page >
] Page Margins 4
Current Position >

E‘E Eormat Page Numbers...
E;( Remove Page Numbers

Hinh 9.33: Chén sé trang trong menu Insert
Céch 2: Trong menu Insert, nhan vao nat 1énh Header/Footer, chon Edit Header/Footer,
va chén sé trang thong qua menu Header & Footer Tools
Céc vj tri chén s trang:
- Top of Page: chén & phan dau trang.
- Bottom of Page: chén ¢ phan cudi trang.
- Page Margins: chén trong phan canh 1& trang.
- Current Position: chén tai vi tri dat con tré hién tai.

G — —— i i
Page Number Format . @Iﬁ

Number format: |1, 2, 3, ...

Use separator: = (yprern; 4]
Examples: 1-1, 1-A
Page numbering
@) Continue from previous section
) Startat:

Ai)

[ ok || cance |

Hinh 9.34: Hop thoai chon dinh dang $6 trang
Chay:
- Trong cac vi tri chén sd trang con ¢6 cac tiy chon canh 18.
- Néu mudn chon dang khac cho sb trang, chon Format Page Numbers (hinh 9.33) s&
xudt hién hop thoai (hinh 9.34):
+ Number format: chon dinh dang s6 trang.
+ Page Numbering: Pinh s6 trang bat dau tir s6 nao.
+ Start At: s6 bat dau cua trang dau tién ctia phan vin ban (section) duoc danh sb.
7.7. Hoan chinh vin béan
7.7.1. Chén cac diu ngit

* Phin vin béan (Section)
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Cac budc thuc hién:
- Pat diém chén tai noi mudn thém footnote hodc endnote.
- Trong menu References, nhéan vao miii tén nho trong nhom Footnotes, hdp thoai xuét
hién (hinh 9.31)
- Lua chon Footnote hoac Endnote.
- Chon dinh dang sé (number fotmat), s6 bat dau (start at). Ban ciing c6 thé nhap vao
muc Custom mask dé chon ky hiéu dic biét st dung cho footnote hozc endnote.
- Nhan Insert.
- Nhap vao 101 ghi chu.
Nhan Close trén ctra s6 ghi chi.
= Di chuyén téi cac Footnotes va Endnotes

Ban c6 thé xem ludt qua tAt ca cac T DESIGN PAGE LAYOUT  REFERENCES

\ M ’ 5 ’_, 3 .. gﬂ
footnotes va endnotes bang cach sir dung e S [ i
Insert 8 Next Fcotnote - Sreft ,B] Style:
Next Footnote trong menu References Footnote| A% Next Footnote ion ~ £ Bibliog
(h‘lnh 9 32) f Previous Footnote Zitat:or{nj & Biblic

Next Endnote &

Previous Endnote
Hinh 9.32: Céc nit 1énh duyét cac ddi twong
= Sira ddi Footnotes va Endnotes
Cac budc thuc hién:
- D _Click vao d4u tham chiéu ghi thich ctia footnote hoic endnote mudn stra doi.
- Sira d6i noi dung ghi thich.
- Nhén Close dé dong ctra so.
= Di chuyén vi tri Footnote va Endnotes
Néu muén di chuyén mot footnotes hodc endnotes tur vi tri nay dén vi tri khac, ban lua
chon va kéo (drag) dau tham chiéu ghi thich. Ban c6 thé di chuyén bang thao tac cit, dan
(CtrlI+X va Ctrl+V).
Cha y: trong qua trinh drag ddu tham chiéu ghi thich, ban nhan gitr phim Ctrl thi thao tac
nay la thao tac sao chép dau tham chiéu ghi thich.
= Xoba Footnotes va Endnotes
Dé thuc hién thao tac x6a Footnotes va Endnotes, ban chon dau tham chiéu ghi thich muén
x6a va nhan phim Delete.
7.6.2. Chén sb trang
C0 hai cach dé chén sb trang vao trong tai lidu:
Céach 1: Trong menu Insert, nhan vao nuat 1énh Page Number va chon vi tri chén s6 trang
(hinh 9.33)
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IQuick Access toolbar l

[Ribbon |

= o = o
HOM AGE LAYOL JLING FVIE ¥
c s 1 A " i
Calibn (Body) - 111 B AaBbCcDe AaBbCex AaBb » o
~ cF
Paste: o B T U oo X - A+ o
Nav
HEADINGS
| Cursor
s a grest Document
are o1 q window
To get st Scroll bars
apply M
our dog
Navigation Status bar
pane

PAGELOFI oworos [#

Hinh 7.2: Céc thanh phén co ban trong Word

Cic thanh phin co ban dwgc m ta trong bang sau:

Tén M0 ta
& phia trén cung cia ctra s6 chuong trinh va hién thi tén cta
tai liéu va chuong trinh. Céc ntt & phia bén phai ctia thanh
Thanh tiéu d& (Title | tiéu dé duoc st dung dé c6 duogc sy gitp dd; thay d6i hién

bar)

thi cta thanh Ribbon; va nit thu nho ctra s6 (Minimize), niit
phoéng to/thu nho (Maximize/Restore), niit déng cira sd
(Close).

Thanh cong cu truy
cap nhanh (Quick

Access tonlhar)

Xuét hién & phia bén trai cua thanh tiéu dé va chtra cac 1énh
thuong dugc stir dung, n6 doc 1ap ctia cac tab hién thi trén
thanh Rihhon

Ribbon

nam ngay bén dudi thanh tiéu dé, bao gom nhicu tab, moi

tab c6 chira cac nhoém Iénh c6 lién quan

Panel diéu hudng
(Navigation pane)

¢ phia bén trai cia cura s6 chuong trinh va cho phép ban diéu
hudng céc tai licu dai, tim ki€ém van ban cy thé va té chirc

ndi dung van ban.

Cura s6 soan thao
(Document window)

bén dudi giao dién Ribbon va hién thi nd1 dung cua tai liéu.

Con tro (Cursor)

Dau nhap nhdy cuia con tro trong vung soan thao cho biét vi

tri van ban (hay ddi tugng) khi ban nhap vao
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Tén Mo ta

Thanh cudn (Scroll doc theo phia bén phai va phia dudi ciia ctra s6 tai lidu va

bars) cho phép ban duyét qua cac phan con lai cua tai lidu.

& dudi cing cia cira s6 chuong trinh va hién thi thong tin vé
Thanh trang thai tai lidu (s6 trang, sb tir, ...). Cac niit cong cu & phia bén phai
(Status bar) ctia thanh trang c6 thé dugc sir dung dé trinh bay man hinh,

phong to/ thu nho ving soan thao

- Ribbon: dugc thiét ké dé gitp ban nhanh chong tim thay nhitng 1énh ma ban can phai
hoan thanh mot task. N6 bao gdm mét loat cic tab chuan (standard tabs). Cac tab
chuan c6 thé nhin thay trong sudt qua trinh lam viéc. Céc tab khac, duoc goi 1a cac
tab theo ngir canh (contextual tabs), chi xuat hién khi ban tao hodc chon mot ddi
tugng (nhu hinh anh hay bang). Céc tab theo ngit canh duoc chi dinh boi tiéu dé dugc
t6 mau va chta cac cu 1énh cu thé dé 1am viéc véi cac déi twong dugc chon.(hinh
7.3)

|Standard tabs Contextual tabs

YAGE LAYOUT REFERENCES AAAN I REVIEW VIEW DESIGN

AsBLCCD: . AaBbCax AaBb(

[Dialog box launcher | [Collapse the Ribbon button |
Hinh 7.3: M6 t4 Ribbon
v' C&c Tab chuén trong Ribbon: bao gdm cac Tabs dugc mé ta trong bang sau:
Tén ’ Mo ta
File Chura céac Iénh lién quan dén viéc quan 1y cac tap tin va cac tuy

chon chuong trinh ]
la Tab mac dinh., chtra cac 1énh thuong xuyén dugc stir dung nhat

Home nhu soan thao, copy, cit, dan, tim kiém van ban; dinh dang font,
dnﬂn 7 7 7 7

Insert Chura céac Iénh lién quan dén tat ca cac do1 tugng ma ban c6 thé
chén vao tai liéu. i ]

Design Chura céac Iénh lién quan dén viéc thay doi sy xuat hién tong thé cua
mot tai liéu.

Page ’ y A A A [N A A 5 Nt 1A
Chura céac Iénh lién quan dén viéc thay do6i bo cuc cua tai lidu.

Layout

References Chtra cac 1énh lién quan dé tham chi€u thong tin ma ban c6 thé

thém vao mot tai liéu.

Mailings Chtra cac 1énh lién quan dén viéc tao thu (mailing)
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ChU 'y : Ban c6 thé nhap vin ban, chén cac ddi tugng d6 hoa, bang (Table) vao Textbox,

tuy nhién cac dinh dang va ddi tuong sau khong duogc chén vao trong TextBox: Columns,
Comments, Dropcaps, AutoFormat, Footnotes, Indexes, Page va Column Breaks, table of

Content.

Dinh dang TextBox
Ban c6 thé dinh dang lai di twong TextBox cho phil hop véi muyc dich. Ngoai cac dinh
dang gidng dinh dang hinh anh, ban cd thé c6 cac dinh dang sau v6i TextBox. Mic nhién

vin ban trinh bay theo hang ngang. Ban c¢6 thé d6i huéng van ban tron TextBox theo cac
hudng sau (hinh 9.30).
- Chon TextBox mudn thay d6i huéng van ban.

- Nhén nit cong cu Change Text Direction trén menu Drawing Tools/Format,

- Chon hudng cho hop vin ban hoic nhdn menu Text Direction Options, ..., sau d6

chon huéng van ban.

DRAWING TOOLS

FORMAT

A - |Iff Text Direction ~ T

A~ ‘ABC Horizontal

‘ > =
@ Rotate all text 90°
M

Rotate all text 270°

ABC

||} Text Direction Options...

Text Direction - Tet Bl _ 16 s

Hinh 9.30: Menu va hgp thoai chon huéng cho van ban trong TextBox

7.6. Tham chiéu

7.6.1. Sir dung Footnotes va Endnotes
Footnotes va Endnotes 1a nhitng thong tin giai thich thém duoc thém vao 1& dudi trang

Orientation Preview
Text
L——E.‘-——.I The quick brown
fox jumps over
‘5 ,E‘ the lazy dog.
— =3
| /V
OK Cancel

giay hodc phan cudi cua doan hoac van ban. Endnotes giong nhu Footnote ngoai trir né

dat & cuoi van ban.

= Tao FootNotes va Endnotes

~
Footnote and Endnote

BRI

Location
@ [Eootnotes]

Endnotes:

Footnote layout
Columns:
Format
Number format:
Custom mark:
Start at:
Numbering:
Apply changes

Apply changes to:

Insert ‘

Bottom of page |-

Match section layout |

%, 253, [~]
[ symbor.. |

1 S

Continuous E]

Whole document EJ

Cancel |

Hinh 9.31: Hop thoai Endnote va Footnote
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- Chon menu Insert, nhan vao ndt SmartArt (hinh 9.28), chon mét ddi tuong dd hoa
thong minh (SmartArt Graphic). Word sé& tao mot khung vé trong d6 ¢6 cac thanh phan

cua doi tugng da chon, ban 6 thé chinh stra ndi dung cho phu hop.
PAGE LAVOUT REFEREMCES IAATEITS INSERT | DESIGN ~ PAGELAYOUT ~ REFERENCES ~ MALINGS  REVIEW  VIEW

Bead D M =1 |2 EEOmn, & 3% 500

[> Bookmark

Recently Used Shapes =] Table Pictures Online Shapes SmartArt Chart Screenshot Appsfor Online Comment  Header Footer

Office~  Video L33 Cross-reference

E >~ oo A L Le> 8 : Pictures, ¢4
% SNC 43 ¥ Tables Tustrations Apps | Media Links _Comments  Header & Foc
Lines
L T T LT, 2 2 .S R Choose a SmartArt Graphic - i3
Rectangles r
e o e o Y ) s e s | List :
=== B A g B
El O A D L7 0T OO ® 5 L | oo, 0O = .
DGO he ar 8 6D E=| &0 — = -
OO0 & OEO n & @ <3N 9 Process =1 5] 0oa —
CJ<>C 3 € 3 o oo T
Block Arrows el = &1 =— i i = i
=> <o O <D IE P B 7 @ T T B Hierarchy = = i/ i
G D s o> = Lk 0D oS e g
iy | B Relationship ! E
Equation Shapes {; Matrix o = = == e -
S = g8 == Hif
Flowchart A Pyramid 3 Basic Block List
e e T e = = S -
_— blocks of information, Maximizes both
ane CS, ,:.O @ Officecom Qj SR P horizontal and vertical display space for
ars and Banners shapes.
o ik <= 0 xCx 03 < (ot UEr Uh O -= =2 000 000
e SN o i gl e I s f gy | ’E{’* Bagm _L
cottoues L 0 g8 Frm sk .
[ OO £33 A0 00 o3 A7 AT T 475 A = b
T e— \

Hinh 9.28: Menu chén hinh v& Sharp va SmartArt
Chu y: Drawing Tools/Format: hién thi khi nhan vao mot ddi twong vé (AutoShape,

WordArt) va gitip ban chinh sira cac d6i twong phit hop véi vin ban. Ngoai cac ddi tugng

do hoa ¢ phan trén, ban con c6 thé thém vao tai liéu cac hinh v& nhu: cadc duong thang,

hinh tron, hinh chir nhat. Hinh 9.29

EH S O- Documentl - Word DRAWING TOOLS ? EH - 0
HOME  INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW FORMAT Sign ir
Cb QENNO - s — &Shape Fill » A “ﬁ Text Direction * 4 Bring Forward = - Fi [||0 ' =

= —t SCTE A s -

OOALLD| Abc l Abc ‘ F L# Shape Qutline~ A A ZE\\ ’E B - [ Align Tet~ . _t " £ Send Backward + [ - =
= = L osition Wrap _ e 1 gon B
N ER ARTANN 7| &2 Shape Effects » T A~ @ Createlink v Tete OSelectonPane kv w18 =
Insert Shapes Shape Styles 1 WordArt Styles h Text Arrange Size I

Hinh 9.29: Menu Drawing Tools — Lop Format

7.5. HOp van ban (Text Box)
7.5.1. Gi6i thiéu Text Box

Textbox 1a mot hop chira vin ban. Nhung khong giéng nhu mét trang van ban binh

thuong, ban c6 thé lam viéc véi Textbox giong nhu lam viée vt cac doi tuong khac nhu

hinh, WordArt, va cac dbi tugng AutoShape. Ban c6 thé dat textbox & bat ctr dau trong

vin ban, co thé t6 mau, v& duong vién. Ngoai ban c6 thé dit ca van ban va hinh anh vao

trong textbox va thém cac dinh dang phirc tap cho text box nhu hiéu tng 3D, bong mo va

t6 nén. Ban co thé tao textbox bang mot trong cac cach sau ddy.

7.5.2. Tao va Dinh dang TextBox
Thuc hién cac cach sau:

- Chon van ban trudc, trong menu Insert click vao nut Text Box , sau do chon

Draw Text Box.

- Trong menu Insert, click vao nat Text Box

va chon Draw Text Box, sau do drag

chudt dé xac dinh vi tri va kich thudc cho textbox.
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Chura céac I¢nh lién quan dén ban nhap mot tai li¢u, thém chu thich

Review (comment), theo ddi va giai quyét (tracking and resolving) cac thay

doi tai liéu, va bao vé tai liéu.

Chtra c4c 1énh lién quan dén viéc thay d6i hién thi va cac khia canh
trinh bay khac.

View

v" Cac nhém Iénh (group): 1a mot tap hop cac Iénh li€n quan dugc t6 chirc thanh cac
nhom logic. Mdt s6 1énh bao g@)m mot miii tén tich hop hoac riéng biét.
v Nhip vao mili tén s& hién thi mdt menu céc tiry chon ¢ san cho cac 1énh (hinh 7.4)

11— 11— e —— A
T — a— = 3= '-.-'l
A AT &= 3= 7 1

= 1=
— = = {h‘ R

il

Paragraph
Hinh 7.4: Nhom lénh
v Khéi chay hop thoai (dialog box launcher [=]): xuat hién & goc dudi bén phai cia
hau hét cdc nhdm trén Ribbon. Nhép chudt vao nd s& mé ra mot hop thoai c6 lién quan
hoic ctra sO tac vu cung cip tiiy chon bd sung hodc diéu khién chinh xac hon céac 1énh

c6 san trén thanh Ribbon

v" Thanh cong cu truy cip nhanh (Quick Access toolbar): cung cap click chudt truy

cap t6i 1énh thuong dung va cac tiy chon. Theo mic dinh, né nim & phia bén trai cua
thanh tiéu d¢ va hién thi ntt 1énh Save, Undo va Redo (hinh 7.5). Ban c6 thé thay di
vi tri ctia thanh cong cu Quick Access ciing nhu tiy chinh n6 bao gdm céc 1énh ma ban

st dung thuong xuyén

H ©- C =
Hinh 7.5: thanh cong cu truy cap nhanh

v" Déthém mot 1énh vao thanh cdng cu Quick Access: trén thanh Ribbon, click chudt phai

vao 1énh ma ban mudn thém vao, va sau d6 click chon Add to Quick Access Toolbar

v" Dé loai bé mot 1énh tir thanh cong cu Quick Access: trén thanh céng cu Quick Access,

kich chudt phai vao 1énh ma ban muén loai bé, va sau dé click chon Remove from
Quick Access Toolbar

v" Thanh cong cu nhé (Mini Toolbar): cho phép truy cap nhanh vao cac Iénh thuong

xuyén su dung va xuat hién bt ¢t khi nao ban chon vin ban hodc click chudt phai vao
d6i twong (hinh 7.6)

Calibri (Body) ~[11 ~| a" & & A
B I g E‘b" - ﬁ - E_ r i— = Stl".‘:

— T —

Hinh 7.6: Mini toolbar
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v' Thudc va don vi chia trén thudc (Ruler): thude duge dung dé kiém soat cac 18, 3o
léch so véi cac 1¢, diém dung cia cac tab, ... Trong Word c6 hai thuéc: thude ngang
(Horizontal Ruler) nim ngang phia trén man hinh, thuéc dimg/doc (Vertical Ruler)
nam doc phia bén trai man hinh.

- Bat/tat thudc, chon 1énh: View/Ruler

- Pon vi chia trén thudc c6 thé 1a Inch (") hodc Centimeter (cm), ... Dé thay d6i don
vi chia trén thudc, thuc hién nhu sau: Chon menu: Files/ Options/ Advanced. Sau
do, trong nhom Display, chon don vi trong Show measurements in units of.

v Panel diéu hwéng (navigation pane): cung cap xem nhanh cau triic ctia mot tai lidu
va cung cip mot cach dé dang duyét qua céc tai liéu dai, tim kiém van ban. Bat/tit
panel diéu hudng, chon Iénh: View/ navigation pane

5.2.1. Cac thao tac co ban trong Word

5.2.2. M¢ tap tin

a. Tao mot tap tin méi

Thurc hién cac cach sau:

- Chon File/New sau d6 chon Blank Document.

- Nhan t6 hop phim Ctrl + N.

b. M¢ tap tin da c6 trén dia

Cac budc thue hién:

- Chon File/Open hoic dung t6 hop phim Ctrl + O

- Chon Computer, tiép tuc chon Browse. Xuit hién hop thoai sau (hinh 7.7)

- Chon tdp tin mudn mé va chon Open hoac D Click vao tap tin mubn mé.

2.Chon & dia va thw muc chira tip tin cin mé

@ B
T L. « CCA » Soanchuancongnghe » v & Search Soan chuan cong nghe 0
Organize v New folder =y I @
»
: A Name Date modified Type "
Rl pecscitWeid
1) Phuong thuc ket noi 25/0/All Word Documents
< : o,n/Word Documents
X Favorikes ? G- COMPAIERCEpS oO'J\'.’c:d Macl:o-;abled Documents
B Desktop 1 Mobile Computing 08/0/¥ML Files
B Downloads %11 GO_Internet_Explorer_7 02/0/Word 97-2003 Documents
Y = | All Web Pages
‘ ., Recent places 23 GO_Windows_XP 08/00 2 1 word Templates
%) thong tu lien tich so 3_Bo TT&IT 08/0!Word Templates
Homegrou - tutorial o0o,01 Word Macre-Enabled Templates
& group ? e_commerce_tutenia| u:rlu Word 97-2003 Templates |
L ESANING 06/CIRich Text Format ] Chon kiéu tap
1M This PC L] ElectronicBanking_ADB2426 03/0| Text Files - " -
t Deskto ﬁ 0 120 OpenDocument T tl!l
] p X De cuong 20\ 50F Files
I} Documents 5] De cuong 12/0{Recover Text from Any Hie T
18 Downloads %1 Giao trinh Tin hoe £huan CNTT - Ver] 1370 WordPerfect 5.x v
WordPerfect 6.x
U Music ¥X
Works 6 - § Document
File name: | v |AllFites 4 v
o = A
3. Chon tap tin can Tools « Open Iv ’ Cancel ’
Hinh 7.7: HOp thoai m& tap tin trén dia
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- Dé xoay hinh c6 2 cach:
+ Nhan chudt vao 6 diéu khién quay (Rotation handle) va kéo chudt (hinh phai
khéng cd Wrap type la In line With Text)

+ Trong menu Picture Tools, click vao nit cong cu Rotate va chon kiéu xoay phu
hop.

Rotation handle

Sizing handle
N

Hinh 9.26: Thay dbi kich thudc hinh

» Thém va sira cac diém ciia Wrap Points
Ngoai c4c kiéu van ban bao quanh hinh. Word cho phép
tao cac kiéu bao quanh riéng bang céch sir dung Edit Wrap

In Line with Text

Square
Points tir chtrc nang WrapText trén Picture Tools. Tight
Céc budce thyc hién: Through

- Chon hinh mudn thyc hién.
- Nhén Wrap Text trén menu Picture Tools (hinh 9.27)
va chon Edit Wrap Points. Mot duong bién dut nét

Top and Bottom
Behind Text

In Front of Text
mau do voi nhi€u 6 di€u khién mau den bao quanh

hinh.
- Chon va kéo cé4c 6 diéu khién dé stra d6i duong bién,

Edit Wrap Points

b B A E X EE

More Layout Options...

nh 9.27: Menu chinh stra
Wrap Points

H

—

ban ciing c6 thé tao thém 8 diéu khién moi bang cach

nhén 18n dudng vién va kéo no téi diém ban mubn tao.

= Hinh vé va cac ddi twong dnh

Word hd trg cic cdng cu v& rat manh cho phép ban tao cac dbi trgng dd hoa nhu cac duong

thang, hinh tron, chit nhat... va dugc goi 1a cac ddi tuong v&, bang cach sir dung menu

Drawing Tools/Format. Cac d6i twong nay xuét hién truc tiép trén mot trang cua vin ban

khi ban v& va ban c0 thé di chuyén n6 dén bat ky vi tri nao trong trang. C6 nhiéu cach bat

dau v& mot dbi tuong:

- Chon menu Insert, nhan vao nit Shapes (hinh 9.28), chon mét hinh dang sau d6 click
va drag dé vé hinh.
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+ O tim kiém Bing Image Search: Tir khoa ctia tén anh mudn chén vao tai liéu tim
bang cong cu Bing.
- Sau khi nhap tir khoa vao 6 tim kiém Clip Art va nhén Enter, hop thoai hién thi két

qua (hinh 9.24)
X
<« BACK TO SITES
Qfﬁice.conw CE-'D_Art computer
1000 search results for computer
-~ al
&3 9 -
wih 8
. -

Computers and PDAs

500 x 402 1 item selected. Insert Cancel

Hinh 9.24: Hop thoai hién thi két qua tim kiém theo tir khoa
- Click vao hinh mudn chén sau d6 click vao nut Insert (hoic D_Click).
7.4.3. Cac thao tac nhanh co ban trén hinh
= Cat/xén hinh
Dé cit/xén hinh ban thuc hién nhu sau:
Cac budc thuc hién:
- Chon hinh cin cit xén. Menu Picture Tools/Formart xuat hién (hinh 9.25)

(—
BHE S O: Docurnentl - Word PICTURE TOOLS 7 @ - 0O X

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW | FORMAT | Signin F\Il

i 4 Corrections™ ; S | L Picture Border~ | [f b Bring Fovard - [ | [ e
= s o= s - B QT gl ]
; I ’Z Q3 Picture Fffects = | b

=
[&&] Color~ . | 0 %end Backward = 1
Remaove & = Posiion Wrap _ N Crop =y &
Background [E3] Artistic Effects = 0] - I5‘,—E,P'|cturta Layout~ +  Tet- ClySelectionPane  Zh~ o e b

Adjust Picture Styles L Arrange Size R A

Hinh 9.25: Menu Picture Tools
- Click vao nut céng cy Crop trén menu Picture Tools. Con trd s& thay ddi biéu tuong
cropping.
- Dat con trd tai cac canh hodc cac gbc noi ban mudn cét/tia va thue hién kéo tha chudt
dé thay doi.
= Thay doi kich thuéc va quay hinh

Cac budc thuc hién:

- Chon hinh anh ban mudn thay ddi kich thude hodc xoay hinh.

- Pé thay d6i kich thudc hinh, nhan chudt vao cac 6 diéu khién kich thudc (Sizing
handle) va kéo chuét (hinh 9.26)
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Chu y: Word 2013 ¢6 thé mo tap tin dang PDF va cac dang khac. Pé mo van ban dang
khéc, trén hdp thoai Open (hinh 7.7), click vao hop liét ké (bén phai hop li¢t ké File name)
dé chon kiéu tap tin can mo.
5.2.3. Luu tap tin
a. Luru tap tin lan diu tién
Cac budc thuc hién:
- Chon File/Save hodc nhan t6 hgp phim Ctrl + S
- Chon Computer, tiép tuc chon Browse. Xuat hién hop thoai (hinh 7.8)
+ File name: cho phép nhép tén tap tin can luu (theo ding quy tac).
+ Save as type: kiéu tap tin can luu (word 2013 cho phép luu dudi dang tap tin PDF)
+ Chon Save.
ChU y: Ban c6 thé chon ché d6 bao vé tap tin bang cach chon Tools/General Options...Hop
thoai General Options hién thi (hinh 7.9)

G T o o I -
Kod® | = BOMONTL » Tinhoc_can ban » ooy % > | r o
— ) General Optons - A
e - o | Mat  khau |
ST = e a5 i Fie encryption options for this document
Uibrases A Password to gpen: P

= 1. Chon 6 dia, thwmuc 4 |

Documant 1

Shsls chiza tap tin can luwu Fie shanng options for this document

— Password to modfy
. 3 h_y-.,,.: . _ ; = Rgad-only rec \
2. Nhap tén tdp tin (3. Cl}on_laeu luu Brotect Document... ' Mit khau dé sta |
can lyu icho tlap tin Macro seausnty
Y Adyust the ty level for opering fles that moht Sequr
‘ l contain ﬁn‘s«mwﬂm the names of o) ses
GT Tin hoc.doc Yusted macro developers.
Save as type  Woed 57-2003 Document (".doc)
Bam mii tén dé | 4. Luu tap
chon = A A <
e e Y . | Bam dé lvu mat ]
- HY tuy chon lvu mat Tools e Cancel
| 2 }— Map Netwers Orrve —
Seve Optaoens.
General Optioms.

&
Web Optices.

Compress Puctures. (_01__,1 Cancel
Hinh 7.8: Hop thoai luu tap tin trén dia  Hinh 7.9: Hop thoai nhap mét khéu
b. Luu tap tin da dat tén

Luwu vao cung tip tin: twong ty nhu lan luu dau tién va Word s& tu dong luu trit nhiing

thay d6i ma khong yéu cau dit tén (khong xuat hién hop thoai Save As).

Luwu thanh tip tin méi: vao menu File/Save As xuit hién hop thoai Save As gidng nhu
hinh 7.8 va cho phép dat tén tap tin mai.

c. Doéng tap tin

Lénh File/Close dung dé dong tap tin hién hanh, ban phai luu tap tin trude khi dong, néu
tap tin ¢6 cap nhat ma chua luu lai thi Word sé& hién thong bao nhic nhd (hinh 7.10)

;
woonvors =

! , Do you want to save changes you made to "GT Tin hoc
can ban.doc™

( &veYJ[Dog'tSave][ Cancel |

Hinh 7.10: Hop thoai dong tap tin
- Save: luu dir liéu va dong tap tin hién hanh.

ThS. Duwong Trwong Quéc Khdnh 71



- Don’t Save: dong tap tin hién hanh ma khong luu dir li¢u.

- Cancel: hay bo lénh, trd vé tap tin hién hanh.
5.2.4. Trinh bay hién thi viin ban
V&i Word, ban c6 thé hién thi van ban theo nhiéu cach khac nhau. Sy thay doi ché do hién
thi khong lam thay doi ndi dung van ban, né chi thay d6i cach nhin ctia ban dbi v6i van
ban.
5.2.5. Ché d9 hién thi viin ban
Word cung cap nhiéu ché d6 khac nhau dé trinh by van ban trén man hinh. Ban c6 thé st
dung cac nut trén thanh truot ngang (hinh 7.11)

Web Lavout

Print Lavout
Read Mode
v

PAGE1OF1 OWORDs [J£

Hinh 7.11: Céac ché d6 hién thj trén thanh status
a. Ché dp Print Layout
Vao menu View/Print Layout. Ché d¢ hién thi chi tiét, vdn ban va d6 hoa dugc hién thi
chinh xac nhu khi chiing xuét hién trén trang in, bao gém cac dinh dang dac biét nhu nhiéu
cot, dau ngit trang, cac tiéu dédau va cudi trang. Ché do nay thuong ding dé kiém tra cach
trinh bay thiét ké, b6 cuc, xir Iy van ban va do hoa trudc khi in (hinh 7.12)
ﬁ ©+ (3 = GTTinhoc can ban_Phan LIDANG_HNGAN_v5.doc [Compatibility Mode] - MicrosoftWord 2 B — 0O X

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ABBYY FineReac »

Times New Roman - ;12 i

- #
_L\_ B I U-aex x| 5 a) AaBb = A AaBbCdl
Paste < ar . A-Aa-| A A Headingd Heading5 Heading6 |+ Editing
Clipboard = Font = Styles > ~
gl ¢ 1 2 3 4 5 [ 7 8 3 10 1 12 13 14 15 )4 16 17 18
a) Ché d¢ Print Layout
Vao menu View/Print La}’qut. Ché a6 hién thi chi tié-g, van ban va db hoa duoc hién
2 thi phinh xa'g nhw khi chung xuat hién trén trang in. bao gém cac dinh dang dac biét nhw
nhiéu cét. dau ngat trang, cac tiéu dé dau va cuoi trang. Che d6 nay thudng dung dé kiem
= tra cach trinh bay thiét ke. bo cuc. xw 1y van ban va d0 hoa tnirde khi in.
b) Ché @6 Web Layout
= Vao menu View/Web Layout. Ché 45 hién thi dang Web. hién thi vin ban rat dé

doc trén man hinh. Day 14 ché d6 hién thi Iy twéng cho cac trang Web hay cho viéc doc
o tree tuyén cac van ban Word théng thudéng. Vian ban duoc hién thi khong cé cac, ngit trang

ma chi cé cac Ié rat nho. Cac dong van ban dwoc chay ngang qua toan bo cira s6 Word, va
= bat ki mau nén hay hinh anh nao da gan cho van ban déu dwoc nhin thay.

PAGE 56 OF 151 46188 WORDS EE‘
Hinh 7.12: Ché d6 hién thi Print Layout
b. Ché @) Web Layout
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Phan ndy trinh bay cach thém hinh anh vao trong vin ban. Ban c6 thé chén hinh anh tir
cac nguén dit liéu khac nhau: tr anh, thu vién anh san c6 hoic tu tao hinh anh tr menu
cong cuy vé cua word.
7.4.1. Chén cac hinh anh tir tap tin d6 hoa
Cac budc thuc hién:
- Pat diém chén tai vi tri mudn chén hinh vao tai liéu.
- Trong menu Insert, click vao Picture, xuét hién hop thoai (hinh 9.22)
- Chon vi tri chira tap tin d6 hoa, kiéu file (nGt All Pictures), chon hinh can chén sau

d6 click vao nat Insert.

Organize ¥ New folder s« 0 @

# Downloads G
B Desktop -
. Recent Places
4 Libraries Lipg 2irg
< Documents

o Music £
= Pictures
B videos 3jpg

1™ Computer
& Local Disk (C:)
. Local Disk (0:)
. Local Disk (E)

File name: 2,jpg | AllPictures (.emf;"wmt;*jpg:’ ~

Tooks v [ Inset |v] [ Cancel

Hinh 9.22: Hop thoai chén anh tir tap tin
7.4.2. Chén anh tir thw vién cé sin trong Word
Cac budc thuc hién:
- Dit diém chén tai vi tri mudn chén picture vao tai liéu.
- Chon menu Insert, nhdn Online Pictures, xuat hién hop thoai Insert Pictures (hinh
9.23)

Insert Pictures

G Office.com Clip Art ) . computer
Royalty-free photos and illustrations —

Bing Image Search Search Bing

=4 Search the web — =

Sign in with your Microsoft account to insert photos and videos from Facebook, Flickr, and other
sites.

Hinh 9.23: Hop thoai chén anh tir Clip Art
- Hop thoai bao gé)m cac tac vu sau.
+ O tim kiém Office.com Clip Art: Tir khoa cuia tén anh mubn cheén vao tai liéu tim
trong thu vién Clip Art ciia Word.
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7.2.2. Pinh dang cho WordArt
Sau khi chén WordArt vao vin ban, ban c6 thé dinh dang lai d6i twong WordArt cho ph
hop véi muc dich. Str dung menu Drawing Tools/Format dé dinh dang (hién thi sau khi
d6i twong WordArt duoc chon), hinh 9.20

Documentl - Word DRAWING TOOLS No Transform [=]
REFERENCES MAILINGS REVIEW VIEW FORMAT
— abede
o — Z> Shape Fill ~ -1 & v If} Text Direction
I [ Abc J ~| 2 Shape Outline - A A /:_\\ F A - ElalignTed~ ponow Path
P — il Shape Effects = AT & Create Link “(_a._., _9,_d¢_, w0t T
= -
‘Shape Styles = WordArt Styles - = e T Tenig
o L A2 | E0) A Shadow L4 Crae™ A\ no®
| Warp
/2 Reflection  »
abcde abcde abecde “bcde
/A glow .
abcde abede =273 ez
- Chon kigu Wc, HdAArt thich hep. A Bevel v
—— AOCe,
I [—r\ Fil tri con trd s& xudt hién /ﬁ. 3-D Rotation » r}oc% %qu‘J _gl.an :abci
W O r A rt - Nhap vao ndi dung va nhan ¢ = B
Transform »
Binh dang cho WordArt: db(. abcde abeae abede abcde ||

&ELQLWOFGATYMQQMQQQ 93...&93[& anﬂ Q_B_EE@JQ‘Z_EEQQ&WOTC’AW cho pht

T abcde abcde abcde abcde

abcde abcde abcde abede

|-

Hinh 9.20: Menu Text Effects trong Drawing Tools/Format
7.3. Cong thirc toan hoc
Microsoft Equation gilp ban thém cac phan s6, s6 mii, tich phan phuong trinh...trong
toan hoc vao trong Word. Khi ban mo Microsoft Equation, mot ctra s6 soan thao cong
thirc s& xuat hién clng véi thanh céng cu Equation.
Cac budc thuc hién:
- Pat con tro tai vi tri can chén cong thurec.
- Trong menu Insert, nhdp vao nat Equation, Word sé& hién thi khung soan thao cong
thirc dong thoi xuat hién thanh céng cu equation tools/design (hinh 9.21) nhu sau:

w3 = R S R I Document2 - Word EQUATION TOOLS 7 B - O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN Sign in M

TC Sreeet EEEFMFREORELD 5 e % [, £ {0y sme g fm A [}

€% Linear 0

>
=y p F” A
Equa;hon o Kormai Ted El ’» Fractmn Scrlpt Radlcal lnte'gral Large  Bracket Funchon ccent Limit and Operatcr Matrlx

Operator=  ~ d Leg~ -
Tools 7] Symbols Structures ~

Hinh 9.21: Thanh cong cu cong thirc

- Nhép vao cbng thtc bang cach chon dang cong thirc, cac ky hiéu trén cc biéu tuong
tuong tng, sau d6 tién hanh nhap cong thirc vao.

- Khi nhap xong, dé thoét ra khoi khung Equation (két thic viéc nhap cdng thirc), ban
nhap chudt ra ngoai cong thirc.

Pinh dang cong thirc: cong thic khi duge chén vao van ban thi duge xem nhu 1a mot

dbi tuong nén ta c6 thé dinh dang n6é nhu mot hinh anh.

Chinh stra cong thire: tir man hinh soan thao van ban, D_Click vao céng thie, khi d6

Word s& chuyén sang man hinh soan thao cong thic.

7.4. Chén hinh anh
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Vao menu View/Web Layout. Ché do hién thi dang Web, hién thi van ban rat dé doc trén
man hinh. Pay 14 ché d6 hién thi Iy twéng cho cac trang Web hay cho viéc doc truc tuyén
cac van ban Word thong thudng. Vin ban duoc hién thi khdng ¢ cac ngat trang ma chi 6
cé4c 1& rat nho. Cac dong vin ban duoc chay ngang qua toan bd cira s6 Word, va bat ky mau
nén hay hinh 4nh nao da gan cho vian ban déu dugc nhin thay.

c. Ché dj Outline

Vao menu View/Outline. Ché d6 hién thi tong quan, chi ra cdu triic van ban. Cho phép ban
xem rat nhiéu mirc chi tiét va sip xép lai van ban mét cach nhanh chéng.

5.2.6. Cac ché dd hién thi khac

Ngoai cac thay doi hién thi da trinh bay, ban c6 mét sé cach khac dé thay do6i hién thi van
ban khi lam viéc nhu phéng to/thu nhé kich thuée hién thi van ban trén man hinh, hién thi
van ban trén hai ving dong thoi.

d. Phéng to/thu nhé man hinh (Zoom Control)

Ban c¢6 thé phong to/thu nho méan hinh dé tién theo ddi trong qua trinh soan thdo vin ban
bang cach vao menu View/Zoom hoic sir dung nat Zoom Control dé chon ti 1¢ phan trim
hién thi

PAGE1 OF1 0WORDs [J# Ed Fe

Phéng to/thu nhé ti 18 phén tram hién thi

e. Hién thi hai viing viin ban dong thoi

Trong qua trinh soan thao, doi khi ban muén tich man hinh hién thi ra dé théy hai phén
vian ban khic nhau ciing mot ltc. Bé tach man hinh hién thi ra 1dm hai phan, ban thyc hién
bang 1énh View/split va bo viée chia cira sé bang 1énh View/remove split (hinh 7.13)

lm - TG Tin hoc can ban.doc [Compatibility Mode] & Microsoft Word I e ol S
“ Home Insent Page Layout References Mailings Review View My Tab [a] 0"
> o , ==t | IEER
\ Times NewRom * 13 + A" A"  Aa~ & ' ‘ - N |
I | 5 EEsm = AaBbC AaBbCc¢ AaBbCcDe - Aisﬂ ‘
Paste.  [B1Z U - abe x, X' ¥-A"| a TRl Y THeading2 Heading3 | ¥ Nomal | Change Edtting |
" R V : S0 TR 2 9 3 TR i 1 15 1 16 LERde e
10 roviae chart Gate Farge. Brag lower rgnt (ormer of range o
. " " » *
1 : - 4 —
F Lot by ' , ' - (Resizell? 5
2. P - -
Cach thay doi dom gian bang muc luc
Ban c6 thé thyc hién cdc thay déi nho ma khéng cdn roi khoi hop thoai Table of
Contents. Chang han thay d6i cac gach dit quing gitr cac dé muc va so trang (goi 1a Tab =
Leader), hoac thay A6i canh dong (align) cua so trang :')
< ——— R
< >
Page: 63 of 142 Words: 21,076 450 Be-§ 100% (—~ +

Hinh 7.13: Ctra s6 vin ban hién thi ¢ hai ving
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5.2.7. Nhap va hi¢u chinh van ban

Toém tat chirc ndng cua mot s6 phim trong soan thdo van ban

STT PHIM CHUC NANG

[ | SHIFT Nhan giit phim dong thdi két hop véi mét phim khéc sé:
- Chuyén chit thuong sang chit in hoa hodc ngugc lai.
-Dbivéi phim hai chic niing thi s& tac dung chirc ning thir 2: Vi du Shift+1->!,
Shift+2>(@,...

2 | Caps Lock Chuyén ché d6 d4nh chit hoa sang chif thuong hodc nguoc lai.

3 | Tab Mobi lin g phim tab s& thut déu dong vao mt khoang dimg TAB. Mic dinh 1a
127 cm

4 | Space Bar Diing dé day ky tr sang bén phéi hoic chén | khoang tring giita céc kY tu.

5 | Backspace Xda ky ty phia trwée bén trdi con trd.

6 | Delete X6a ky tur phia sau bén phai con tré hodic x6a cdc doi frong d3 chon.

7 |+~ Qua trai, qua phai 1 ky tw

§ |1, Lén, xudng 1 dong,

9 | Ctrl+e,Ctrl+— Qua trai, qua phai 1 tir

10 | Ctrl+1,Cirl+! L én, xuong mdt doan vin bén,

11 |PageUp, PageDown |Lén, xudng I trang méan hinh,

12 | Ctrl+Home,Ctrl+End | V& dau, vé cudi tai liéu,

Ghi cha:

- C6 thé di chuyén ddu nhay dén bat ky vi tri nao trong tai liéu bang cach click vao vi
tri d6 va st dung cac thanh cudn dé cudn van ban.

- Lénh Home/Find/Go to...(hodc té hop phim Ctrl + G, hodc phim F5): dung dé di
chuyén nhanh dén trang (hay d6i twong khac) c6 sb trang nhap tir ban phim (hinh 7.14)

Find and Replace

Find Replace GoTo

H thowhat:? .
[Pace ———— PO

|| | |Section
Line

@ Enter + and — to move relative to the current location. Examplé: +awil
Bookmark move forward four items.

Comment

Footnote

[ Previous ] [ Next ] [ Close ]

Hinh 7.14: Hop thoai tim kiém va thay thé

5.3. Céc thanh phin cia viin ban
Trong mot vin ban (Document) c6 thé ¢c6 mot hodc nhiéu trang (Page). Trong mot trang c6
thé c6 mot hodc nhiéu doan (Paragraph). Trong mdt doan co thé c6 moét hodc nhiéu cau
(Sentence). Trong mot ciu c6 thé co mot hoidc nhiéu tir (Word). Trong mét tir ¢ thé c6
mot hodc nhiéu ky tu (Character).
5.3.1. Cach nhap van ban
- Giira cac tir phai c6 it nhat mot khoang trang (space).
- Mot clu phai bat dau bang Ky tu in hoa va két thic bang mot trong cac ddu cham cau:

dau chdm (.), diu cham than (1), ddu chdm héi (?).
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= Pién sb thir tw cho bang

Cac budc thuc hién:

Chon c6t mudn dién so thar tu

=  Sur dung Tab trong bang

Ban c6 thé sir dung diém dimng Tab trong bang bang t6 hgp phim Ctrl + Tab.
7.2. Tao chir ngh¢ thuat (WordArt)
7.2.1. Chen WordArt

V&i WordArt ban cé thé chuyén nhitng tir binh thuong thanh nhiing d6i twong d6 hoa da

Trong menu Home, nhan vao Numbering (twong ty nhu d6i voi van ban thuong).

dang, léch hodc cing gidn cac ky tu, quay cac tir hay thém mau sic, che bong md vin ban

(hinh 9.18). Bang cach két hop cac hiéu tung cia WordArt, ban c6 thé tao ra hang trim
thiét ké tha vi.

== UL WEAAL SIS

Hinh 9.18: Vi du vé WordArt

Cach 1:

Cac budc thuc hién:

Chon khéi van ban mudn chuyén thanh WordArt.

Vao menu Insert, click vao nit WordArt, xuét hién cac kiéu WordArt (hinh 9.19)
Chon kiéu WordArt thich hop.
Sau khi chon thi khéi van ban s& chuyén sang WordArt.

Cach 2

Cac budc thuc hién:

Dit con tré tai vi tri mudn chén WordArt.
Vao menu Insert, click vao nut WordArt,
xudt hién céc kiéu WordArt.

Chon kiéu WordArt thich hop.

Tai vi tri con tré s& xuét hién khung dé nhap
ndi dung WordArt.

Nhap vao ndi dung va nhan ngoai khung dé két
thic tao WordArt.
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' 4 A é,,l'{'SlgnatureL|ne « | TC Equation ~

A
=] —-—

—. Date & Time Q) Symbol -

EX Tedt Quick WordArt Drop __
YOI ]R T T HERE Box~ Parts~ = Cap~ L JObject ~

A A A

A C/ Gradient Fill - Blue, Accent 1, Reflect
W, 'L ™ 3 =

Hinh 9.19: Menu chon kiéu

ion

QU (eXC Nere

Hinh 9.17: Hop thoai tach 6
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Documentl - Word ? m —_— 0
5IGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT
=] PN -1
=g oosoo Zo==o | S — 4
00 [—==t== [t - C J £ pt - —d—
= = s e ZZZZZ || Shading Border 'Borders Border

Table Styles Borders

Hinh 9.16: Menu thiét ké bang

- Styles ~ L= Pen Color - - Painter

M=

Ngoai ra con c6 thé dinh dang kiéu khung cho bang bang cac niit Border Styles, Pen

Color, Border Painter.
= Canbh I& cho viin ban trong 6
Cac budc thuc hién:

- Chon cac 6 can canh l&.

- Trong menu Table Tools/Layout, trong nhém Alignment chon céc kiéu canh 1& phi

hop & goc bén trai.
= Thay d6i hwéng vin béan
Cac budc thuc hién:

- Chon céc 6 can doi hudng.

- Trong menu Table Tools/Layout, trong nhém Alignment, nhan chon Text Direction

dé dugc hudéng vin ban mong mudn.
» Ghépb
Cac budc thuc hién:
- Chon cac 6 mudn ghép.
- Trong menu Table Tools/Layout chon Merge Cells.

= Tachd
Cac budc thyc hign: ,Split Cells li].i_kr
-Chon cac 0 can tach. '
. Number of columns: 2 T
-Trong menu Table Tools/Layout chon Split Cells, ‘
A, 1A ~ . . N Number of rows: 1
xuat hién hop thoai Split Cells (hinh 9.17)
+ Number of columns: sb cot duoc tao thanh. eI
+ Number of rows: s hang dugc tao thanh. ok || Cancel

Lg

+ Merge cells before split: ghép 0 trudc khi tach.

4

Hinh 9.17: Hop thoai tach 6

= Tach bang va ghép bang

= Tach bang
Cac budc thuc hién:
- Dit con tré nam trén dong can tach (dong dau tién clia bang méi)
- Trong menu Table Tools/Layout chon Split Table.

=  Ghép bang

Xo4 bo cac dong tréng gitta hai bang thi hai bang s& dugc ghép lai thanh mot.
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- Mot doan dugc vin ban két thiic boi phim Enter.

- Mot trang dugc két thuc boi ddu ngat trang (Page break).

5.3.2. C6 hai kiéu ngit trang:

Ngit trang cimg (Hard page): dugc chén vao van ban khi gb to hop phim Ctrl+Enter hay

chon menu Page Layout/Breaks/Page, diu ngit trang cting ¢ dang:

Ngit trang mém (Soft page): do Word tu dong qua trang khi vin ban di duoc nhap day
trang, dau ngat trang mém co dang;
5.4. Khéi vin ban va cac 1énh xir 1y khoi
5.4.1. Chon khdi vin ban
Khéi viin ban bat ky: Ban thuc hién cac cach sau
- Dung ban phim: dat dau nhay ¢ dau (cudi) phan vin ban can chon, nhan va giit phim
Shift két hop vai cac phim di chuyén dé mé rong khoi can chon.
- Dung chudt: click vao vi tri dau (cubi) phan van ban can chon, nhan giir chudt trai va
kéo dén vi tri cudi (dau) khbi.
- Dung chudt két hop v6i phim Shift: Click vao vi tri dau (cudi) phan van ban can chon,
nhan giir phim Shift, di chuyén chudt dén vi tri cudi (dau) khdi, click chon.
- Chon tir: D_Click Ién tir can chon.
- Chon dong: dua tré chudt vao dau dong can chon, khi c6 dang [ thi Click chon.
- Chon cau: nhin giit phim Ctrl va click vao vi tri bat ky trong ciu can chon.
- Chon doan: D_Click vao khoang tréng bén trai cua doan.
- Chon toan bd vin ban: dung t6 hop phim Ctrl + A hodc nhan giit phim Ctrl rdi click
chon 1én dau dong bat ky hoidc chon 1énh Edit/ Select All.
Chon cac khdi vin ban khéng lién tuc: Dé chon khdi vin ban khong lién tuc ban thuc
hién:
- Chon khdi dau tién
- Tur khéi ther 2 nhén gitr phim Ctrl trong qua trinh chon.
5.4.2. X6a khoi viin bin
- Chon khéi vin ban can xda.
- Nhén phim Delete hodc phim Backspace.
5.4.3. Sao chép (Copy), dan (Paste)
- Chon dbi trong (van ban, hinh anh, ...) mudn sao chép (Copy).
- Thuc hién mot trong céc cach: Chon menu Home/Copy hodc R_Click/Copy hoic to
hop phim Ctrl + C.
- Di chuyén dau nhay dén vi tri can dan. Thuc hién mét trong cac cach: Chon menu
Home/Paste hodc R_Click/ Paste hodc sir dung to hop phim Ctrl + V.
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5.4.4. Di chuyén (Cut), dan (Paste)
- Chon ddi tugng (van ban, hinh anh, ...) muén sao cat (Cut).
- Thuyc hién mot trong cac cach: Chon menu Home/Cut hodc R_Click/Cut hoic t6 hop
phim Ctrl + X,
- Di chuyén dau nhay dén vi tri can dan. Thuc hién mét trong cac cach: Chon menu
Home/Paste hodc R_Click/ Paste hodc sir dung t6 hop phim Ctrl + V.
5.4.5. Huy va l1ap lai mot 1énh
Céc thao tac Undo, Redo va Repeat
- Undo: cho phép huy bo 1énh vira méi thyc hién. Cé thé thuc hién 1énh Undo nhiéu
lan, mdi lan s& hiy bé mot Iénh, trinh tu Undo s€ di nguoc lai voi trinh tu 1€nh vira
duoc thuc hién.
- Mudn thyc hién Undo, ban chon mét trong cac thao tac sau: chon 1énh Undo trén
thanh tiéu dé, hodc nhan t6 hop phim Ctrl + Z.
- Redo: cho phép huy bé thao tdc Undo vira dugc thuc hién.
- Mudn thuc hién Redo, ban chon mot trong cac thao tac sau: chon 1énh Redo trén
thanh tiéu d¢, hodc nhan t6 hop phim Ctrl + Y.
- Repeat: cho phép lap lai thao tac vira méi thye hién. Lénh Undo va 1€nh Repeat cung
chia sé mot vi tri trén thanh tiéu dé.
- Mudn thyc hién Repeat, ban nhan t6 hop phim Ctrl+Y.
5.5. Chen tap tin va chén ky tu dic biét (Symbol)
5.5.1. Chén tap tin
Ban c6 thé thuc hién chén vao vin ban hién hanh noi dung tap tin tir dia nhu sau
Cac budc thuc hién:
- Pit con trd tai vi tri can chén.
- Chon menu I€nh Insert, chon miii t€n bén phai nat Iénh Object, tiép tuc chon Text
from File
- Xuét hién hop thoai, chon tap tin cin chén va click Insert.
5.5.2. Cheén ky tw dac biét (Symbol)
Symbol 1a nhitng ky tu dic biét khong cé trén ban phim nhu:=>, €, V. N, =, ... Sau day
14 cac budc thuc hién dé chén ky hi¢éu dac biét:
Cac budc thuc hién:
- bat diu nhay
- tai vi trf can chén Symbol.
- Vao menu Insert bAm miii tén phia dudi nit Symbol, tiép tuc chon More Symbol. ..
(hinh 7.15)
- Hop thoai Symbol hién thi nhu hinh 7.16
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Céc budc thuc hién: T T e rp—
- Nhén chon 6 can diéu chinh 3 s Gian dong don (1)
- Nhén gitt canh cta 6 kéo trai/phai dé 2 [cutz Gian dong 46i (2)
thay d6i kich thuéc mong mudn. .
(hinh 9.13) Hinh 9.13: Diéu chinh kich c¢& 6
trong bang

=  Sir dung hop thoai Table Properties
DPé md hop thoai Table Properties, R_Click | ererere: TN e mess

1én bang va chon Table Properties... hodc | .. ——
chon bang va trong menu Table Tools/ N;::" H json B Eeo [Paine ]
Layout, chon Porperties (hinh 9.14) BBl B
- Lop Table: cho phép canh 1é cho bang, R o s
chon duong vién va té mau, chon vi tri [ EEW =
dit bang j:m =
- Lép Row: cho phép thay d6i do cao cua
hang. ————
- Lép Column: cho phép thay ddi d¢ rong — .

cua cot. Hinh 9.14: Hop thoai thudc tinh bang
- Ldp Cell: cho phép thay dbi kich thudce
ctia 6, canh 1& dit liéu trong 0.

Ghi chu:

- D _Click trén duong luéi (Gridline) bén phai cua cot dé tu dong diéu chinh (AutoFit)
do rong cua cdt cho vira véi kich thude van ban.

- Tudodng diéu chinh (AutoFit) do rong cua cdt cho toan bang vira vai kich thude van
ban: chon toan bd bang, sau 6 D_Click trén duong ludi (Gridline) bén phai ciia bat
ky ¢t nao.

= Phén bd cac hang, cdt déu nhau
Cac budc thuc hién: TABLE TOOLS

, . . £ N £ DESIGN LAYOUT
- Chon céac hang, c6t muon phan bd

;t; [ Height: 0.79"

BT Distribute Rows

déu nhau.

;,;,,' Width: 1.08" = 11 Distribute Columns

- Nhin Distribute Rows hoac

cong cu Tables and Borders. (hinh
9.15)
= Ké khung va t6 mau nén cho bang
Cac budc thuc hién:

- Chon céc 6 can ké khung va t6 nén.

nhau

- Nhan vao nat Borders dé ké khung va nat Shading dé to6 nén (hinh 9.16)
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Cac budc thuc hién:

- Chon cé4c hang can x0a.

- R _Click va chon Delete Rows hodc vao menu Table Tools/Layout, nhan chon Delete

va chon Delete Rows
= Xoa cot
Cac budc thuc hién:

- Chon céac cot can x0a.

- R_Click va chon Delete Columns hoic vao menu Table Tools/Layout, nhan chon

Delete va chon Delete Columns.
= Xobad
Cac budc thuc hién:

- Chon céc 6 can xda.

- R _Click va chon Delete Cells hodc vao menu Table Tools/Layout, nhan chon Delete

va chon Delete Cells.
= Di chuyén bang
Cac budc thuc hién:
- Nhan chon bang va giir chudt tréi
- Kéo dén vi tri mong mudn.
= Piéu chinh kich ¢& ciia bang
Cac budc thuc hién:
- Nhén chon bang.
- Nhén giit g6c dudi bén phai va kéo dé
thay d6i kich thudc mong mudn (hinh
9.10).
= Piéu chinh chiéu cao ciia hang
Cac budc thuc hién:
- Nhén chon bang.
- Nhin giit canh cua hang kéo
lén/xubng dé thay ddi kich thudc
mong mudn. (hinh 9.11)
= Piéu chinh d6 rong cia cot
Cac budc thuc hién:
- Nhén chon bang.
- Nhén gilr canh cua cot kéo trai/phai dé
thay d6i kich thuéc mong mudn. (hinh
9.12)

=  Piéu chinh kich ¢¢ cua cac 0
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TT  Phim tat Tac dung
1 Ctrl+1 Gian dong don (1)
2 Ctrl+2 Gian dong do6i (2)

Q
=]

Hinh 9.10: Biéu chinh kich c¢& bang

Tr Phim tat Tac dung
1 Ctrl+1 * Gian dong dom (1) |
2 Ctrl+2 Gian dong d6i (2)

Hinh 9.11: Diéu chinh chiéu cao bang

T Phim tat Tac dung
1 I Ctrl+1 Gian dong don (1) I
2 Ctrl+2 Gian dong dé6i (2)

Hinh 9.12: Diéu chinh d6 rong cot
trong bang
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- Chon 16p Symbol dé chén cac ky hiéu hodc 16p Special Characters dé chén cac ky tu
dac biét.

- Chon Font cho symbol: st dung hp thoai Font, thuong st dung cac font symbol nhu:
Wingdings, Symbol, Webdings, ...

- Chon ky hi¢u can chén. Nhan nat Insert dé chén vao.

- Néu mudn chén nhiéu symbol thi lap lai cac thao tac trén.

- Chon nit Close dé thoat (sau khi chén ky hiéu thi nat Cancel d6i thanh nit Close).
Ghi chia: C6 thé thay d6i kich thudc cua Symbol twong tu nhu ddi véi ky tu.

‘:rc ECILIEItiDI"I - Symbol 7 X
L) Symbaol = Symbols | Special Characters
+ =€ £ ¥ |ngdings [v]

[0 & | & o == etke
& I 4 = L &5 e B =G| O«
= — - oo = d|f|%|OCO6E K

T ¢ %GO HE

Recently used symbals:

L» More Symbols... SE1E|E|O®@™ L £(<|>]+|x|w|pu|a
Hinh 7.15: Menu Symb0| i::::::jrg; Qharadercode:m from:éﬂmbol[decima\] |VI

AutoCorred... I Shortcut Key... ‘ Shorteut key:

=)
Hinh 7.16: Hop thoai Symbol

5.5.3. Tim kiém va thay thé viin ban (find and replace)
Chtrc ning tim va thay thé 13 hai cong cu di chuyén va sira vin ban manh nhét trong Word.
Chtic nang cho tim kiém (Find) cho phép tim va di chuyén nhanh dén mét diém xac dinh.
Chtre ning thay thé cho phép tim kiém va thay thé mot tir hodc nhom tir bang mét tir hodc
nhom tir khac. Sau day 1a cac budc thuc hién:

- Vao menu Home, chon mili tén bén phai nat 1énh Find, chon Advanced Find hoac

Home va click chonnut 1énh Replace (Ctrl+ H) (hinh 7.17). Hop thoai hién thi (hinh

7.18)
}::I F”.Id - Find and Re.place 7 %
b Find Replace | GoTo
Ear_' H.EFI'EI‘_’E Findwhat:  [KHTN
t} S'ElECtT Replace with: |CN'|'r|
Edltlng | Replace | | Replace All | | Find Next | | Cancel |
Hinh 7.17: Menu

Find Hinh 7.18: Hop thoai tim va thay thé
- Néu chi mudn tim kiém, click chon 16p Find. Néu mudn tim kiém va thay thé, Click

chon 16p Replace.

ThS. Duwong Trwong Quéc Khdnh 77



- Nhép phén vin ban cin tim vao 6 Find What. - Chon sd hang can chén.

- Nhap phﬁn van ban can thay thé vao 6 Replace With. - Thuc hién mot trong hai cach sau:
- Chon nut Find Next. Word s& ding lai ¢ tir dau tién tim thay.
- Click moét trong céc nut sau:

+ Trong menu Table Tools/Layout nhan vao nut Insert Above/Insert Below dé chén
thém hang bén trén/dudi dong dang chon.
e Replace néu mudn thay thé mot tir va tim tiép. + R_Click va chon Insert va tiép tuc chon Insert Above/Insert Below dé chén thém

e Replace All néu mudn ty dong thay thé tat ca cac tir duoc tim thay. dongbén trén/dudi hang dang chén hang

Cht y: muén thém tity chon cho tim kiém, click nat 1énh “More >>” = Chén cot

5.6. Str dung tinh ning Autocorrect Céc budce thyuc hién:

Chtrc ning AutoCorrect gilip ban ty dong sira nhitng 16i sai thuong xuyén xay ra trong khi - Chon s6 cot can chén.

soan thao van ban hodc dé dwa nhanh vao tai liéu nhitng khéi vin ban hay d6 hoa thuong - Thuc hién mét trong hai cach sau:

xuyén duoc st dung. + Trong menu Table Tools/Layout nhan vao nat Insert Left/Insert Right dé chén thém
cOt bén trai/phai ¢t dang chon.

+ R Click, chon Insert va tiép tuc chon Insert Left/Insert Right dé chén thém cot bén
trai/phai cot dang chon.

- Tiép tuc chon Proofing va chon AutoCorrect Options. .., hop thoai xuat hién (hinh = Chénbd
7.19) Cac budc thuc hién:

- G0 tén tit vao 6 Replace

5.6.1. Tao m¢t muc AutoCorrect
Cac buoc thuc hién:
- Vao menu File/Options.

Insert Cells Wl&]ﬁ

-Chon sb 6 can cheén.
- Nhép ndi dung day dia vao 6 With
- Sau @6 click vao nat Add.

- Click vao nat OK,

-Thuc hi¢n mdt trong hai cach sau dé mo hop
thoai chen 6:

Insert entire row

Insert entire column

+Trong menu Table Tools/ Layout, click vao du | [ = }
: - - , oK C
Mauccomect ingish u5) [ GG = mili tén & goc dudi bén phai nhém Rows &

AutoFarmat Actons Columns; Hinh 9.9: Hop thoai chén 6

AutoCorrect Math AutoCorrect AutoFormat As You Type I

¥ Show AutoCorrect Options buttons

| 7' Correct TWo INtial CApitals Exceptons...
v Captalze first letter of gentences

v Captalze first letter of table cels

v Capetalze pames of days

+R_Click va chon Insert, tiép tuc chon Insert
Cells.
-Hop thoai Insert Cells mé ra (hinh 9.9)

v Correct acodental usage of cAPS LOOK key . . 2 . n L. . 2 ,
+Chon Shift cells right dé chén 6 méi va day cac
¥ Repiace text as you type N A A 5

Bepiace: e : Wy 0 dang chon sang bén phai.

+Chon Shift cells down dé chén 6 méi va day cac
6 dang chon xudng dudi.

+Chon Insert entire row/Insert entire column dé

cheén hang/cot moi
= Xo0a bang
Cac budc thuc hién:

[ ox || caxe

- Chon c4c hang can x0a.
Hinh 7.19: Hop thoai AutoCorrect on cat hang can

L o - R_Click va chon Delete Table hoic vao menu Table Tools/Layout, nhan chon Delete
5.6.2. Chén mét muc AutoCorrrect vao tai li€u -

va chon Delete Table.

Pua diu nhay dén vi tri can chén, sau d6 gd tén tat va nhan phim khoang tring (Spacebar), 6a h
= Xoba hang

phim Tab hodc Enter.
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H

TT-o|Phim-tato Tac-dung-o

it o
1 Ctrl+1x

Gian-dong-don-(1)x

25 Ctrl+2x Gian-dong-doi-(2)x o

Hinh 9.3: Hién thj ky hiéu két thiic
* Chon hang, ¢t va 6
Pé sao chép, di chuyén va dinh dang, trudc hét 1a chon cac 6, cot, hang dé Word biét dit
liéu nao ban mudn thuc hién.

= Chon toan bang
Chon bang va sau d6 nhan chon 6 diéu khién .+
phia trén cung bén trai cua bang. (hinh 9.4) N
Hinh 9.4: Chon bang
= Chon hang
Pua con trd chudt vé dau hang mubn chon sao TT  Phim tit Tac dung
cho chudt chuyén thanh #(hinh 9.5) va nhin a0 e Gian dong don (1)
chuét. > cm=2 Gian dong déi (2)
Hinh 9.5: Chon hang
* Chon cft
Pua con tré chudt vé phia trén cot mudn chon sao 1 pu e =vomr—
cho chuét chuyén thanh W (hinh 9.6) va nhin —— e
chuot. e e
Hinh 9.6: Chon c6t
= Chon 6
Dua con tro chudt vé phia tréi cua 6 mudn chon sao IT |Phim it Tac oung
cho chuot chuyén thanh a (hinh 9.7) va nhin L Gita dong don ()
chudt. 2 cul2 Gian dong 46i (2)
Hinh 9.7: Chon 6
= Chon nhiéu 9, ct, hang
Bam phim Ctrl va nhan chon nhiéu 6, cot, hang
theo cac cach trén (hinh 9.8) ’

Hinh 9.8: Chon nhiéu 0, cot

Chen hang
Cac budc thuc hién:

ThS. Duwong Truwong Quéc Khdanh 99

5.6.3. X6a m¢t muc AutoCorrrect
- Vao lai ctra s6 AutoCorrect.

- Chon muc can x6a bén cot Replace sau do click vao nut Delete.
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» BAI TAP
Céu 1. Bat / tit menu Tab:
- M6 ctra s6 tmg dung Microsoft Word
- Chon menu File/ Options/Customize Ribbon
- Trong hop thoai Main Tabs, click bo dau check menu Tab Home, Insert
- Click chon OK va kiém tra xem 2 menu Tab trén c6 con xuat hién khong?
- Bat lai 2 menu Tab Home, Insert bang cach danh dau check vao 2 menu nay trong hop
thoai Main Tabs
Cau 2. Tao menu Tab méi:
- Tao menu Tab m&i ¢ tén 1a My Tab bang cach chon menu File/Options, chon Customize
Ribbon.
- Chon vi tri dat menu Tab méi trong hop thoai Main Tabs, click chon nit New Tab.
- Chon tab méi tao va bAm Rename va nhdp tén My Tab, chon OK va kiém tra lai menu
Tab méi c6 xuat hién chua?.
Cau 3. Gin niit 1énh 1én menu Tab:
- Tién hanh gin cac nat 1énh Copy, Cut, Paste, Font Color, Font Size vao Tab My Tab d3
tao ¢ cau 2. Vidu:
» Chon menu File/ Options/Customize Ribbon
= Chon tab My Tab trong hop thoai Main Tabs, Click vao ddu + dé chon New Group trong
My Tab.
» Chon nut Iénh Copy trong hop thoai Choose commands from va click vao nat Add >>.
= Tuong tu nhu trén gin cac nat 1énh con lai vao tab My Tab
- Kiém tra xem nut 1énh di duoc gin trong menu My Tab chua?.
Céu 4. Go' b6 menu My Tab
CAu 5. Bat/tit thanh thudc:
- Bat/tat thudc, chon View/Ruler; Chon don vi do trén thudc 1a Centimeter
- Trén thanh cong cy truy cip nhanh gin cac nit 1énh New va Open
- Mo tap tin méi, dinh nghia AutoCorrect nhu sau:
Replace With
nagn nang

- Nhép vao ngi dung van ban sau:

CONG NGHE SAN XUAT PIN
&)@ Hau hét thiét bi di dong hién nay sur dung pin sac Lithium lon (Viét tat Li-ion), cAu
tao gé)m mot cap dién cuc va chat dién phan bén trong. Cap dién cuc duogc ché tao tir
Lithium, than chi hodc c6 thé 1a cac day nano, nhung hau nhu déu phu thudc vao tinh chét
hoéa hoc cua 1ion Lithium.
Nign luong duoc tinh bang cong suit ciia pin theo thoi gian (watt/gidy hodc kW/gid). Dung
lwong cua pin duge tinh bang mili-ampe/h (mAh).
V61 kha nagn luu trit ndgn luong 16m, lai c6 phan trng hda hoc bén trong, cac nha khoa hoc
cho rang loai pin Li-ion nhu mot 16 phan (mg nign lugng nho vi c6 kha nagn giai phong
nagn lugng ¢ nhiét do cao, c6 kha nagn gy chay, né ¢ nhiét do qua murc cho phép.
Vay nén trén cac chuyén bay déu c6 nhiing khuyén cao nguoi dung khong nén cét pin trong
hanh 1y dé tranh nhirng su cd dang tiéc.
Pin Li-ion 14 loai pin str dung nhiéu nhit trong dién tir tiéu dung (ngoai ra con dugc st
dung trong khoa hoc quan su, hang khong vii try va cac loai xe di¢n) vi kha nang luu trix
nign luong 16n nhét trong mot dién tich nhé cho phép
Yéu ciu
- Tim va thay thé tir “Li-ion” thanh tir “Lithium Ion” trong van ban trén.
- Chuyén doan vin ban cubi vao giita doan vin ban 2 va 3.
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+AutoFit Windows: diéu chinh bang sao cho né vira
v6i ctra sO trinh duyét Web.
+AutoFormat: dung dé chon cac bang da duoc dinh
dang sén.
-Nhan nat OK dé tao bang.
= Tao bang tir miu cé sin
Ban ciing c6 thé tao bang véi cic bang miu da tao trudc trong thu vién Word bang cach
st dung Quick Tables.
Cac budc thuc hién:
- Pat ddu nhay tai vi tri can chén bang va Chon menu Insert/Table
- Chon tiép menu Quick Tables, xuat hién danh sach cac mau bang. Chon mau bang
tuong Ung.
Chu y: Ban c6 thé tao moi kiéu bang bang cach chon bang dd tao va vao menu
Insert/Table/Quick Tables, nhin vao Save Selection to Quick Tables Gallery...
= Di chuyén con tré trong bang
St dung cac phim:
v «—, —.,1, |: qua tri, phai, 1én, xudng.
Tab: chuyén dén 6 ké tiép.
Shift + Tab: chuyén vé 6 trudc do.
Alt + Home: vé 6 dau cua dong hién hanh..
Alt + End: dén 6 cudi ciia dong hién hanh..
Alt + Page Up: vé 6 ddu cua cot hién hanh..

D N N N N NN

Alt + Page Down: dén 6 cudi cua cot hién hanh.
Ghi cha:
- Co thé str dung chuot dé click chon 6 can chuyén toi.
- Khi con tr6 dang & 6 cudi cung, néu nhin phim Tab thi Word s& tu dong chén thém

mot dong méi & cubi bang.

- Bat tit lu6i phan cach: Table Tools/ Layout/ View Gridlines

= Hién thi ki hi¢u két thiuc (Markers)
Mot trong bi quyét thanh cong trong di chuyén va sira chita dit liéu trong bang 1a thay
nhirng phan khong thiy. M&i 6, cot, hang trong bang déu c6 mot ki hiéu két thuc (marker)
dé xac dinh diém két thuc cua cac phan trong dinh dang bang (hinh 9.3). Khi ban di
chuyén, sao chép va chén vao thong tin, nhitng ki hiéu két thic khong thay nay co thé di
cung va co thé cho két qua khong mong doi hodc viét chong 1én dir liéu ton tai. Dé hién

thi cac ki hiéu két thtic an, ban nhan nit cong cu trong menu ...
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CHUONG 7: NHUNG CAC POI TUQONG KHAC NHAU VAO VAN BAN

7.1. Bang - Table

7.1.1. Gié6i thiéu
Bang (Table) c6 cau triic giong nhu ludi bao gom cac 6 duoc sap xép trong cac hang va
cac cot. Mot 6 (cell) 1a giao ctia hang va cot. Trong 6 ban c6 thé nhap vao vin ban va ca
hinh anh. Ban ciing c6 thé thyc hién cac thao tac dinh dang dit liéu trong cac 6, dé dang
diéu chinh kich thudc ciia hang va cot. Dir lidu trong bang c6 thé duoc sap xép lai theo
mat trat ty nao d6, c6 thé nhan manh (lam ndi) cac phan cta bang bang céch sir dung
Borders and Background Shading (khung va nén).

7.1.2. Tao bang
Word cung cap nhiéu céch tao bang, ban 6 thé tao bang cach vao menu Insert nhan chon
nit Table sir dung chirc nang Insert Table truc quan, hodc nhan nat Insert Table... dé mo
hdp thoai hodc stir dung chirc nang Draw Table

= Sir dung Insert Table truc quan

Cac budce thuc hién: IMSERT DESIGN PAGE
- Dbat dau nhay tai vi tri can chen Table. E ¥ v (Ln,';‘;’; i
37 Pictures ~
- Chon menu Insert/Table. Insert Table
3 § hang va ¢o i i
Trong phan Insert table, drag chon so hang va cdt cho %%%Q%%% %%%
Table (hinh 9.1). o o o o o o
I N | O O
I N O N A A |
Y O O
Bl Insert Table...
™ Draw Table
E;‘:-] Excel Spreadsheet
E1 Quick Tables N
Hin

h 9.1: Menu chén bang
*  Sir dung hop thoai Insert Table

Céc budc thuc hién: [ Insert Table L& o]
-biat dau nhay tai vi tri can chén Table. Table size
-Chon menu Insert/Table, nhin vao nut Insert Table it of pbowe: 11
r R R . . Number of rows: 2
xuat hién hop thoai nhu hinh 9.2 | torit behavior

+Number of Columns: sb cot ti da 63 cét.
+Number of rows: s6 hang tdi da 32767.
+AutoFit behavior: chon cach chinh bang.

9 Fixed column width: Auto
AutoFit to contents

AutoFit to window

Remember dimensions for new tables
. N &' Cancel
cac cot. =

+AutoFit to contents: diéu chinh do rong cot tuy vao  Hinh 9.2: Hop thoai chén bang

+Fit column width: cho phép xac dinh d6 rong cho

ndi dung.
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Cau 6. Nhap vao ndi dung van ban sau
CHAN DUNG NHA KHOA HOC

"Udc mo ctia em: nha khoa hoc tuong lai...". Nhung c6 ltic ndo ban ty hoi minh: Thé nio

1a nha khoa hoc? Song con cau tra 161 dgc dao cua ban tré Vi¢t nam thi sao, nhét 1 ciu tra

101 rat riéng ctia chinh ban?

Cau hoi nay di duoc 2.500 hoc sinh tir 10 dén 17 tudi & An Do, Chilé, Phap, My, Y,

Méhic6, Braxin va Nigiéria tra 101 qua nhitng buc tranh tham gia cudc thi v& chan dung

nha khoa hoc. La lam sao khi hau hét déu v& nha khoa hoc nhu mét ngudi... deo kinh tring

day cop, toc tai bu xu1 va lac nao ciing khoac 40 choang trang, ban biu véi linh kinh nhiing

chai lo ciing dng nghiém va ludn lam viéc don doc.,...

«6 o6 Gido su Leopoldo de Meis, nguoi ¢6 sang kién m& ra cudc thi nay, nhan xét:" Do 1a

chan dung ctia nguoi ki thuit vién trong phong thi nghiém, hay ctia nhitng ngudi lam nghé

gia kim hoi thé ky 18,19 chir ndo phai 1a nha khoa hoc!". Theo gi4o su, c6 1& cac ban tré da

"thira hudng" hinh anh 4y tir cac phim hoat hinh va truyén tranh.

&R @ R Trong khi d6 90 ban tré tham gia cudc thi Chau Au danh cho cac nha khoa hoc

tré (tir 15 dén 21 tudi) lai tra 101 bang chinh san phdm nghién cru cia minh nhu cac tac gia

doat ba giai nhat déng hang ctia cudc thi 1an thr 10 dién ra tai thanh phé Porto bén Bb Pao

Nha, da tao ra chuong trinh tin hoc bién d6i cac anh chup tir may anh k¥ thuat sd thanh

nhirng anh ba chiéu hay chiéc giy c6 dau do siéu am giip nguoi mu phat hién chudng ngai

cach 5m trén duong di, hay tim ra nguyén nhén son trang bi 6 vang trong bong t6i tir d6

tao ra cac chat thém vao son dé chéng hién tuong nay.

Yéu cau:

- Di chuyén cau "Song con céu tra 101 doc dao cua ban tré Viét nam thi sao, nhét 13 cau tra 101 rat

riéng ctia chinh ban?" dén cudi tai liéu trén (dung thao tac cit va dan)

- Dung thao tac chép va dan dé tao ra dong sau vao cudi tai lidu:
PYVXAIVEIAIYVIAIVEAIYIAIY A

Huéng dan:

- Chén 4 ky hi¢u ¢, ¥, &, a vao tai li¢u (Font: Symbol)

- Chép (Edit/ Copy) 4 ky hi¢u trén vao Clipboard.

- Thyec hién thao tac dan (Edit/ Paste) 5 lan.

- Chon khdi 1a doan thtr nhat, nhan phim Delete. Nhan xét. Thuc hién thao tac Undo. Nhan xét.

- Chon khoi 14 toan b tai liéu (nhén to hop phim Ctrl + A), nhén phim Delete. Nhan xét. Thuc
hién thao tac Undo. Nhan xét.

Tiép tuc thuc hién thao tic Redo. Nhan xét.

- Luu tai liéu véi tén tu chon “.docx

Cau 7. Tao 2 muc AutoText nhu sau:

Tén muc No6i dung
kv khu vuc
db Pong bang Song Ctru Long

Nhép ndi dung sau: )
PONG BANG SONG CUU LONG: TIEM NANG CHUA PUQC KHAI THAC

Déng bang Séng Ctru Long gdom 13 tinh, thanh phd c6 dién tich dat gﬁn 40.000 km2, dan
s0 khoang 17 triéu nguoi. Nhirng nam gin day, cac tinh khu vuc Dong bang Song Cuu
Long d3 tao moi truong dau tu ngdy cang hap dan dé thu hat ngudn vén dau tu tryc tiép
nudce ngoai (FDI).
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Sau thoi gian tram lang, trong nhing thang cubi nam 2004 va quy 1-2005, tinh hinh thu hat
dau tu nudc ngoai vao khu vue Bong bang Soéng Ctru Long da co dau hiéu ting tro lai.
Theo sb 1iéu m&i nhat tir Cuc Pau tu nudc ngoai- B Ké hoach va Pau tu, FDI cua khu
vuc Pong bang Song Ciru Long dat xap xi 1,4 ty USD véi 179 dy an.

Bén canh viéc phat huy noi luc cua céc tinh, thoi gian gan day, Dong bang Song Ciru Long
d3 nhan duoc sy quan tAm nhiéu hon ctia Trung wong va cac bo nganh trong viée cai thién
co sO ha téng, tao moi trudng dau tu.

Yéu cau:

- Str dung chtrc ning tim kiém va thay thé tim cum tir “Ctru Long” va thay thé boi tur
“Hong".

- Luu tai liéu voi tén tu chon “.docx
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Céau 11: Str dung Tab, Tab Leader, Shapes, First Line, Symbol, dong khung van ban, v&
khung do6i cho vién khung, dé thyc hién soan thao mau ndi dung sau:

Mau Giay Chimng nhin sirc khée
(Ban hanh kém theo Théng tuw s6 13/2007/TT-BYT ngay 21/11/2007 ciia Bé trudng Y té)

BO Y TE CONG HOA XA HOI CHU NGHIA VIET NAM

SO Y T8 Déc lip — Twe do — Hanh phiic

BPon vir R Rk

GIAY CHUNG NHAN SUC KHOE

TLO VA tBI(VIBE CFUIE T O et eeeee e e e e e e e eee e e eeeeeeee e eeaans
Gidi tinh: Nam O N O Sinh ngay/thang/nam: ....... A F e
S6 CMND hoic ho chiéu: .... cdp ngay ....... [ S 17:Y CR,
HO KhAU thirdng trl: oooveeeeeeeeecee et eeeees s esseesas e e seenssasssseeeeneeas
OO & BB £817 ettt e e e et e e e e e s e ee e e e enne e e eerene e eneeeanes

Poi tirong : 1. Hoc sinh, sinh vién O 2. Nguoi lao dong [
Loai hinh kham sirc khoe: 1. Khi lam ho so di tuyén O 2. Khi tuyén dung O 3. Theo yéu cau O
Ly do kham sitc khoe (ghi cu thé nganh, nghé, céng viéc ... sé theo hoc hodic lam viéc):

Cau 12. Soan thao CV xin viéc theo mau sau:

0123456789

NHAN VIEN KE TOAN S& 1 dudng Cau Gidy. Ha N&i

Nguyén Hoang Anh

KINH NGHIEM LAM VIEC
&=

Cong ty C6 phian CV365

THONG TIN CA NHAN
—

TU01/01/2016 dén 30/12/2007

K& toan téng hop
Quan ty Thu - Chy, 1009 hop. bao cao quy tisn mat
« K& toan thién luong va bao hiém
« K& toan thanh 10an va giao dich ngan hang
« Ki€m tra. tdng hop chimag tirk& toan

« Hach 104n cac nghiép vy kinh 1 phat sinh
Myc -neu NG"E NG"“EP « Tdng hop, theo déi cong no. phai thu, phai trd
— « Lép bao céo ti chinh, bdo cdo quan tn theo quy. 6 thang. nam va cac bio cao gid

trinh cha tiét
« Ké khai thu® hang quy. bao cao sirdyng héa don
« N&p thué theo ding quy dinh vao ngan sach nha nuodc
Gidi trinh 56 lidw. cung c&p ho s, $6 i€ cho co quan thué, kKiEm 10an, bao hiém kv

co yéu cdu

Cong ty CV365

TU01/01/2016 d8n 30/12/2007
HOC VAN Nhan vién ké toan
— Tong chimg tir k& todn tir cac cia hang trong hé thang cia hang cla cong ty
D4l chié G héy, o ¥ Qila tong cong ty va ¢

Thuc hién cac cong viéc khac dugc grao tr Pho phong tai chinh - K& toan

CHUNG CHi SO THICH
IELTS 6.0 « Doc sach
Chimg chi bdi dutng K& Todn Trudng « Dulich

« Xem phim

ThS. Duwong Trwong Quéc Khdnh 103



Cau 9. Sir dung chirc nang Drop Cap, Colunm, Shapes dé soan thao noi dung sau: CHUONG 6: PINH DANG VAN BAN

Trong chuong nay s& cung cp cho ban nhiing k¥ ning co ban dé dinh dang mat tai liéu

.Déu thur con chic bd sirc khoe, ludn cong tac tot. Thi tiet dao nay trd lanh di, bd nho N q . s eV . o L .A
méic 40 Am khi ra ngoai nhé. & nha hai me con con vAn khde va nhé bé nhidu. Trong Word di€u chinh hinh thirc cta tai li€u. Ban s€ biét cach dinh dang céc ky tu riéng biét

thwr co gui kém anh cia hai me con bd nhé md ra xem day. cling nhu cach dinh dang toan bg cac doan vén ban.

6.1. Dinh dang Kky tu va phong chir

Trong thur triere gl cd nha, bd ndi la sap
dwgc vé phép lam hai me con con ngong
mai. Bao gidr thi bd dwroc vé nhi, liéu bd
c6 durge vé 1au khéng? Ong ba ciing
nhac bd nhiéu 1am, bd mau vé di nhé.

Con dao nay van hoc tap tt, bd vé dirng
quén mua qua cho con. Con van nhé lan
trrdc bd dan con ra cung thiéu nhi choi
rat vui, bd cd vé dan con di choi tiép bd
nhé. Con yéu bd nhiéul

6.1.1. Pinh dang ki tw

Dinh dang ky tu tuc 1a no6i vé cac dic tinh cho tirng ky tu riéng 1¢ trong mot tai liéu. Cac
dic tinh nay 1a: Font chit (Font), kiéu chir (Font style: gach dudi, in nghiéng, in dam), c&

chir (Font size), mau chir (Font color), ...

O trong ay bd c6 khoe me con con lo lam. Tréi Mong sao ba méi khoe Céc budce thuc hi¢n:

khéng, c6 béo 1&n duoc Chon phan vin ban muén dinh dang.

nhiéu khéng? Lan truéc

dao nay trd lanh nén skc manh thdi. Sau nay 1&n -

khde ba hoi yéu di mot con s& kiém that nhigu -

chat, ba van bi bénh thap

Thyc hién mot trong cac cach sau:

tién & mua thudc chira Céach 1: Vao menu Home/Font hogc ding Ctrl+D (hinh 8.1)

cho ba khdi bénh, d& ba

vé bd béo 1&n 1am cd nha

vui 1am. Cong viéc cla khép bd a, chan ba tro

bé vén tot chir a? Bd tréi 1a lai dau. Con khong phai chiu dau dén
. . L L . e 4 BRS  HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW

dirng uong rrgu v hat thirong ba lam nhwng nra. Ba nhac bd nhigu ”

. ) . ) ks S, doLut ibri = = v Bp =L i=L.Nt. == A
thudc 12 nhidu nhé, hai chac biét 1am sao ducc. lam ddy a. [ e CalibriBody) ~[11_~| A" A" [Aa~ (R E-iE-E- &EE N T | aapboan

Paste . 2 WA, =E=== 1= D-E.

) o L. . o 1 L . o 2 & Forns Piintés B I U-~vaxx, xX A~ A =E=E==| = Ro. R lvr % Normal 3

Me cling nhé bd nhiéu Iam. C6 1an con TiF cai ngay bd danh nd 4y no clr quanh i . i t Mg .
thay me Iay ao cia bd ra 6m roi ci quan khéng dam vé nha roi gicr thi bo di v t & Font (Ctrl+D)

ngdi vay mai théi. BO vé mau di dirng lam mat ti&u. BO bao mé&o ma miii 6 thi hay = - Customize your text using advanced

L font and character options to give it
= = the exact look you want.

Click vao mii1 tén sé

me budn nhé&. Con méo hay &n vung nha an vung thé ma ding that. N6 di rbi nha hién thi hép thoai

minh bé di mat rdi bd a.

B You can add a variety of styles and
st vsarnsisnn= | colors to your text, as well as visual
= =1 effects, like strikethrough,
superscript, and all caps.

ciing vang di nhiéu.

Cai clfa ma bd dong vao mia hé giér mia déng gb nd co lai hat gid lanh 1dm bd a. BO
sém vé sira bd nhé. Con cai chudng ga nifa, hdm no con ga né nhay kiéu gi gdy mét roi,
& nha me v&i con chang sira dwoc gi. BS mau vé b nhé. Vay thdi, thwr cling d3 dai. Con Hinh 8.1: Menu Font
Xuat hién hop thoai sau (hinh 8.2)

Font (Gl )

dirng bt & day bd nhé. Con yéu bd nhiéu 1am. Mong sém nhan dwoc thu bo.

Céu 10: Str dung Tab Left, Numbering, Symbol. Soan thao ndi dung van ban theo mau sau: Font |heacod]

Ho va tén D et h ettt eb et Giéi tinh: O Nam O N e — e

. . .. Symbol .| [T - | (s =
Ngay sinh e s NOTLSINNE e e T ‘ §°Ilé’n .- %

: 3 empus >ans Ol alic

SO chimg minh .o NEAY CAP? oo - =l [

. . - . . Font color: Underline style: Underline colon
Noi cap e e S0 dién thoal: ...ocooeeeeieeieeeeeeeeeeeeee, - | | (none) ] [ Automatic

Effects
Bia O e e et [ strikethrough [Z] smal caps
. . \ﬁ Double strikethrough ‘\ All caps
Thong tin ngwroi thén: ] Superscript ] Hidden
|| Supscript
L e e e e e et e e eat e e e ae et e e e e ente e neeerneeanneesrnrennns Preview
2 | Times New Roman
© e eeeeeeeteeeueeeeteeseeeeeesteessesessseesstesseseesssesssessietessssesssseesseessessessseesssesassessteseossesireeen  _
J et eteeeeeeteeeieeerteeeneeeerateaseeesrateeseeestaeeintetaee s anteeaeebeeeeeeeereeerneenraenaneenareen
e e et et e eheaeeeent et eeeteee e saateeeseeeeebneeaanenteaeaeeaeearneeeeanteaaan Set As Default | [ Text Effects.. | ok | [ cancel
Hinh 8.2: Hop thoai Font
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- Font: chon font chir. - Font Color: chon mau chir.
Font: i 5] o
mmm E‘ éu;oc'nan( '
'Symbol 7 E .. -
Tahoma l L
'TCVN3 Sample Font «AENEREEEE
Temws Sans I'rc -Sta;dard Colors- e I L
- Font style: chon kiéu chit.  Font ste: - Underline style: chon kiéu
- Regular: chit binh thuong. Re€¥2  gach dudi. i
: i Regular | ) (none) v
- Italic: chir nghiéng. Italic - None: khong gach dudi. Thone)
~ 3A Bold . ,
- Bold: chir dam. =rr R - Single: nét don. il
- Bold Italic: chir vira ddm  * ' - Double: nét doi.
vira nghiéng. - Words Only: chi gach dugi = |-------eeeeeenee
CAC tir. D

- Size: chon kich ¢& cua chir. - Underline Color: chon mau cho nét gach

duoi.
- Effects: + Subscript: it chi s6 dudi, hodc td hop
+ Strikethough: Gach mot duong gitra cac  phim: Ctrl + =
ky tu. + Small caps: Chir hoa nho.
+ Double Strikethough: Gach hai duong  + All caps: Chir hoa 16n.
gilra cac ky tu. + Hidden: Chit khong hién thi khi in

+ Superscript: it chi s6 trén, hodc to hop
- Chon OK néu muén 4p dung céc x4c 1ap nay cho tai liéu hién hanh.
Ch0 y: Néu nudn cac xac 1ap nay tré thanh mic nhién, nghia 13 s& ap dung vao tit ca cac
tai liéu duoce tao tir d6 vé sau thi chon Default, sau d6 chon Yes.
Céch 2: Dung menu Home va phim tat (hinh 8.3)

Text Effect and typography ‘

= - A~ EBE=E== =D
! A A / A A
i N ™~
AAAAA
I\ [Faa\\ 4
A A A A/
L/ L/ /) =
& QOutline »
A Shadow »
A Reflection »
A Glow »
123 Number Styles 3
fi Ligatures »
»

Stylistic Sets

a
&

Hinh 8.3: Cac nut dinh dang Font trén menu Home
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Cau 8: Str dung Tab, Tab Laeder, Symbol, Shapes soan thao ndi dung sau:

TRUONG PAI HQC DUY TAN

TUC NGU VIET NAMJ

Hoc di do1 vé1 hanh
Hoe dau, biét d6
Gan muc thi den, gan dén thi sang

- i- e
Giau d61 ban, sang d61 vo

{CA DAO CHQN LQC

Al oi ché lay hoe trd

Dai hrng ton vai dn no lai ndm

Hay nidm thii cé vong dao

Dai hrng thét ¢o 4o chdo nha vua

Hay an théi ¢o gao kho

Viéc gi ma ching an no lai nam

TRUNG TAM TIN HOC DUY TAN

CONG HOA XA HOI CHU NGHiA VIET NAM
Biic lip — Ty do — Hanh phic

PHIEU PANG KY NHAP HQC
Chiing chi Ung dung CNTT Co béin va Ning cao

Ho va tén
MNgay sinh
ia chi lién lac

M3 hé sor
_ Giéi tinh
Mo sinh

So dién thoai

CE-Mail -

Thong tin dianh cho sinh vién dang theo hoc tai Troeomg Pai hoc Duy Tan:

Lép dang theo hoc

M3 56 sinh vién

Piing k¥ hoc sudit:

BUOI THOT GLAN

SUAT HOC

Sang 07Th00-10000

O Thur 2 - Thir 4
O Thur 3 - Thur 5

O Thir 6 - Choi nhat
O Thur 7 - Cha nhit

Chiéu 13h00-16h15

Téd 17h45-20h45

= Nijp2ianh 3 x 4:

] Thir 2 - Thir 4
| O Thir 3 - Thir 5

1 Thir 2 - Thir 4
| O Thir 3 - Thir 5

O Thir & - Cha nhit
O Thir 7 - Chi ohat
O Thir & - Chu ohat
O Thir 7 - Chi nhiat

Anh 3 x4

Anh 3 x4

=  May Tot xun nhip hoc vao lap

d3 ding kv nhip hoc.
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TRUONG DAIHOC DUY TAN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM TIN HQC DUY TAN Bic I3p - Twr do - Hanh phiic

PON DPANG KY DU THI CAP CHUNG CHi UNG DUNG CONG NGHE THONG TIN
Kinli giei: Trwdmg Pai hoe Duy Tén - Trung Tdm Tin Hoe Duy Téan

Ciéin cir Quy dink vé 6 chirc thi vi cdp chimg chi img dyng CNTT ban hanh theo Thong tir
tién tich sé 17/2016/TTLT-BGDPT BTTTT ngdy 21 thang 6 nam 2016 ciia By tricong Bp

Gido dyc va Pao tgo va B trieang Bg Thong tin va Truyén thing,

Anhax6 Tén tbi la: Gidi tinh: e

Ngay sinh: . . 86 CMND: .............

Negdy cdp: ... ... Noti chp: . Hoc 1ép:

L TSR T RS £ 5 Y, 1) LR

Tai diing k dur thi cdp chimg chi img dung CNTT: Cer bén

- Tén md dun di thi (00 1hi DA CABY: w.mrvvoeeeee oo eeeeeeses e ee s

Tai Hoi dong thi: Trudng Pai hge Duy Tén - Trung Tam Tin Hoc Duy Tén

Téi cam két thire hién diing cic quy dinh vé t6 chirc thi va cAp chimg chi img dung CNTT.

Di Ning, ngay..... thang ...... HAD oo

N Ngudi Pang Ky Du Thi
Anh4x6

(Ky va ghi ré ho tén)

Cau 6: Str dung chirc nang Numbering. Soan thao noi dung theo mau dir liéu sau:
Mau I:

1. NHAP MON QUAN TRI NHAN SU'
1.1. QUAN TRI NHAN SU LA GI?
1.2. CO CAU TO CHUC CUA BO PHAN NHAN SU'
2. PHAN TiCH CONG VIEC
2.1. PHAN TICH CONG VIEC
2.2. QUI TRINH PHAN TiCH CONG VIEC
3. LAP KE HOACH NHAN SU
3.1. HOACH DINH NGUON NHAN LUC
3.2. PHAN TICH CAC YEU TO TAC DPONG DEN HOACH DINH NHAN SU

Mau 2:

CHUONG I: NHAP MON QUAN TRI NHAN SU
1. QUAN TRI NHAN SU LA GI?
1.1. Khéi niém
1.2. Muc dich — Muc tiéu
2. CHIEN LUGC KINH DOANH VA QTNS
2.1. Déi v6i doanh nghiép nhé
2.2. o1 véi doanh nghiép 1én
CHUONG IT: PHAN TiCH CONG VIEC
1. PHAN TICH CONG VIEC
1.1. Khai niém
1.2. Tém quan trong cua phén tich céng viée
2. QUI TRINH PHAN TIiCH CONG VIEC
2.1. So db qui trinh phén tich céng viée
2.2. Cac phwong phap st dung trong phén tich cong viée
CHUONG III: LAP KE HOACH NHAN SU
1. HOACH BINH NGUON NHAN LUC
1.1. Khai niém
1.2. Muc dich
2. PHAN TICH CAC YEU TO TAC DONG DEN HOACH BINH NHAN SU
2.1. Yéu t6 vimo
2.2. Yéu td vimd

Cau 7: St dung chirc ndng Bullet Library, soan thado ndi dung dung
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Times MewRoman + | Chon Font chit hodc t6 hop phim Ctrl + Shift + F

12 - Chon size chit hoic t6 hop phim Ctrl +
Shift + P hoac:
- Ctrl + ] (tang size chit 1én 1 don vi)

- Ctrl + [ (giam size chit xudng 1 don vi)

B Chon chit ddm hodc to hop phim Ctrl + B
ﬂ Chon chit nghiéng hodc t6 hgp phim Ctrl
+ |
ﬂ Chon chir gach dudi hoac t0 hop phim Ctrl + U
abe Gach mot duong

n, X Chi so dudi va chi so trén

6.1.2. Chuyén déi loai chir

Word c6 thé chuyén doi giita cac loai chir: chit in hoa thanh chit thuong, chit thuong thanh
chir in hoa, hay chir ¢6 ky tu dau 1a chit in hoa, ..., mOt cach nhanh chong ma khong can
phai g0 lai tr ban phim.

Cac budc thuc hién:

- Chon phan vin ban can chuyén doi.

- Vao menu Home/Change Case ) va chon loai chir can chuyén d6i (hinh 8.4).

REFEREMCES MAIL

i i P
Aav +_'-r:_'-r :

Sentence case.
lowercaze
UPPERCASE
Capitalize Each Word

tOGGLE cASE

Hinh 8.4: Menu chuyén dbi loai chi
Trong do:
+ Sentence case: ky tu ddu cau 1a chit in hoa, con lai 14 chir thuong.
+ lowercase: toan bg la chir thuong.
+ UPPERCASE: toan b la chir in hoa.
+ Title Case: ky tu ¢dau mdi tir 1a chit in hoa, con lai 13 chit thudng.
+ TOGGLE CASE: dao ngugc chit thudng/chir in hoa so véi ban dau.
Ghi chu:
- C6 thé sir dung t6 hop phim Shift + F3 1an lugt chuyén dbi giita cac loai chit.
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- Véi tiéng Viét c6 dau, viéc chuyén doi loai chir cé thé khong chinh xéc.

6.2. Dinh dang doan van ban

6.2.1. Mt s6 khai niém

Trong Word, khai niém doan (Paragraph) duoc dinh nghia 1a mot phan vin ban (6 thé chi
la mot dong trong) duoc két thuc boi mot ky hiéu cudi doan (Paragraph mark). Dau cubi
doan duoc dua vao bﬁng cach nhan phim Enter. Dé hién thi dau phan doan, click vao nut

“ nhu hinh 8.5

BETEE ove | st DESIGN  PAGELAYOUT  REFERENGES  MAIINGS  REVIEW  WIEW signin Y

Al SR ey, R Annhc AaBbCc AaBbCe ||

Biat tat ky hiéu cudi doan I—V-A === = |2 ad Heudbiis Eesiion > [<] |editins

.« 1 B = o 7 [=

m- troy cop \no 2100 dign luo tab mo Y

oooooooooooo

............

1Qr
Ghicha:
Muén g& bé nit lénh thi DF
Loaibo lhanh ‘cong cu’

emo
mac dl ,l, 23 khong xéa duge, chi ¢ thd xba cde tab do ngudi
dang tao-them

Hinh 8.5: Hién thi ky hiéu cubi doan
- Khi g vian ban vao, vin ban s& dugc trinh bay tir 18 trai sang phai, khi dén 18 phai s&
tu dong xudng dong moi. Tuy nhién, trong trudng hop tuy vin ban chua dén 1& phai
nhung ban muén xudng dong méi (nhung khong muén sang doan méi) thi nhan to
hop phim Shift + Enter.
C6 thé thuc hién dinh dang doan trudc hodc sau khi gd van ban. Truong hop:
- Trudce khi go van ban: khi go Enter, dinh dang cia doan trudce s€ dugc ap dung cho
doan ké tiép sau, cho dén khi co su thay doi.
- Sau khi g6 van ban:
+ Néu dinh dang mot doan: chi can dua con tré vao doan can dinh dang.
+ Néu dinh dang nhiéu doan: phai chon tat ca cac doan can dinh dang.
6.2.2. Canh I¢ doan viin ban
C06 4 cach canh 1& doan van ban nhu sau (hinh 8.6)
- Left (canh trai): canh thang 1& trai nhung 1& phai s& so le nhau.
- Center (canh giita): canh thing ¢ giita so v&i 18 trai, phai ctia doan vin ban.
- Right (canh phai): canh thang 1& phai nhung 18 trai s& so le nhau.

- Justify (canh déu): canh thang 2 18 trai, phai ctia vin ban.
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- Khé tho 2: chon Font: “Arial”, Size: 18, chir nghiéng, gach dudi hai dudong

- Kho tho 3: chon Font: “Calibri”, Size: 18, chir ddm nghiéng, gach dudi timg tir

- Kho tho 4: chon Font: “Verdana”, Size: 18, chit ddm nghiéng, chir hoa nhé (Small Caps)
- Sao chép khd tho dau tién vao cudi bai tho

- Di chuyén kh6 tho 4 1én trude kho tho 2

Cau 3. Nhap va dinh dang giéng nhu vin ban sau va luu vao dia v6i tén BTTH3.docx

i

HOC 51 THU TIENG NHO MAY TiNH

Transparent Language Company

Transparent Language, mét cong ty chuyén vé phan cimg day ngoai ngir di cong bd mét san
phdm phin cimg c6 thé day nhanh 51 thir tiéng cho nhimg ngudi thudng di du lich hay cong tic &
céc nude. Pay 1a con sb ky luc cia Transparent Language, vugt xa san phim cing loai ctia hing
Learning Company (san phidm nay cé thé day duge 31 thir tiéng).

an phim ciia Transparent Language c6 thé day cac thir tiéng

thong dung nhu Anh, Hoa, Ty Ban Nha, Phap, Duec, Y, Nhit.

Ngoai ra san phim nay co the day dugc hau hét cac thir tiéng
khac trén thé gidi, trong d6 c6 ca tiéng Viét, Do Thai, Hin-di, La-tinh, ..

ransparent Language di tung ra san phim nay véi gia chi c6 29, 95USD nhung phan

cing ndy lai gitp nguoi dung nim rét nhanh cic kién thirc can ban vé mot ngon ngi.

Céc chi d& day hoc ctia phin cirng ciing rit phong phi va gin giii v6i cude song hang
ngay. Nguoi ding Click chudt vao cAc ciu trén man hinh 13 tiéng s& phat ra, dong thdi man
hinh ciing hién thi phan bién dich, ¥ nghia, tir ving vi c4c lién két dn t&i céc cha giai vé
ngit phap. Ngoai ra, san phim phan cimg nay ciia Transparent Language ciing cho phép
ngudi ding 1dp mét danh muc céc tir hay sir dung hodc céc tir kho dé tra nhanh va cho phép
thu tiéng ctia hoc vién dé dbi chiéu.

Cau 4. Nhap va dinh dang gidng nhu vin ban sau va luu vao dia voi tén BTTH4.docx

CONG TY TNHH TAN PAI THE GIOI

him tao diéu kién thuin 16i cho viéc gao dich véi cac khach hang thudng xuyén cia Céng ty, Phong
Quan tri xin guri dén cac don vi truc thude Cong ty bang tin thi trudng nhu sau:

& Bing gia ngoai té

Tinh Mua Bin
Tp Hd Chi Minh 2,130,000 2,190,000
L0 I 1 T T 2,130,000 2,190,000

® Bing gia vang

Tinh Mua Bin
Tp HGE Chi Minh.....ccecveeeeeeeeeeeseeee e 2,160,000 2,122,000
Can TRO . 2,160,000 2,122,000
Chirng khoan - Céc ma giao dich manh

Mi CK Gia KL Khéi lugng Thay db6i

STB 36.0 oo 8,562,350 ----memeee---0.9 (-2.44%)

SS1 645 e 7,450,550 ---eeeeeaea-+3.0 (+4.88%)

Tp.HCM, ngay....thing....ndm 2016
TRUONG PHONG

Cau 5. Soan thao ndi dung dung sau:
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» BAI TAP

Cau 1: Nhap va dinh dang gidng nhu vin ban sau va luu vao dia véi tén BTTHI.docx

cong ty phan mém Microsoft. Phdn mém cho phép ngudi dung lam viéc véi vin ban tho
(text), cac hiéu éaenhuphéneehi miusie—ednevéihinhénh d0 hoa (graphics) va nhiéu
hiéu ing da phuong tién khac (multimedia) nhu 4m thanh, video khién cho viéc soan thao
van ban duoc thuan tién hon.

Ngoai ra ciing ¢ cac cong cu nhu kiém tra chinh ta, ngit phap cua nhiéu ngon ngir khac
nhau dé hd tro ngudi st dung... Ban ciing cé thé cé siv dung Word dé tao ra cdctrang
Web sinh dong va néi bit cho Word Wide Web hay Intranet cu bé.

Vi Word 1a mot phan cia [NlSIOSOMIBIIEE, do d6 n6 c6 thé chia sé dit liéu voi Microsoft
Excel, Microsoft PowerPoint, Microsoft Access, Microsoft Outlook.

Hién nay, ¢ nwéc ta da sé cdc van ban ding trong giao dich, cdic én phdam vin héa, tap
chi, gido trinh... déu sir dung dé soan théo va in dn

Cau 2: Nhap va dinh dang gidng nhu vin ban sau va luu vao dia voi tén BTTH2.docx

GIAN PON

Néu c6 thé ding than chi s6 phan

Gat ndi budn vuéng ban gié cudn di
Doi ngén 1dm yéu thuong con chua du
Sao ban long cho nhirng phut san si

Néu c6 thé hiy tha 1ong minh nhé
Sbng vi tha manh mé gitra cudc doi
Bai van biét cho di 1a con mai
Tu bang long tim s& dugc thanh thoi
Néu c6 thé tha hon nwong theo gio
Biét bo budng minh s& c6 that nhiéu
Nhitng niém vui hanh phuc du bé nhé
Cudc doi nay thanh than biét bao nhiéu
Néu c6 thé giit cho minh nhitng phuat
Khé khang tréi khong chut am ao
Gitra chg doi lang ru binh yén ngu
Tha mudn phién theo canh gi6 lao xao ...
Yéu ciu: Pinh dang bai tho theo yéu ciu sau:
- DBinh dang tiéu d@ bai tho: chon Font: “Tahoma”, Size: 26, chit ddm

- Kho tho 1: chon Font: “Times New Roman”, Size: 18, chir dam, gach dudi mot duong

ThS. Duwong Trwong Quéc Khdnh 98

Canh phai Canh d&u

Canbh trai Canh giita
LE‘J_C“““:’L,HIGIEHI‘. R A NN SN S MR T KRR TSN S XA T EMNCN T R W 00 M LENON o7
Ngudi ding cb thé chén, xéa hay|thay d4i Font, kich thuéc Fonp, mau sic, dan} diu._. |

véi van ban mang hiéu vmg cia Wdrdakt

Chii ¥: Chirc nang nay chi six dungfeho nhimg file Word duoc tao|ra tir Word 201p va cé
dinh dang *.docx néu ngudi dung luu file dudi dang *.doc thi cfic hidu img nay|s& tw
déng bi g& bé khoéi van ban

6. Luu file dwéi dang PDF va XPS dugc tich hop sah

Ngoai céc dinh dang duoc hd tro béi MS Office cic phién bin trube 6 nhw Doc, Pocx...
thi Office 2010 cing hd tro luu file duéi dinh dang PDF va XPS ma khéng phal caidat
thém Add-in nao nhuv Offide 2007

[N IRy AN T RN (N RY TN

19"

7. Hién thj théng tin chi tiét ciia file van bin trong Office Button

Pé biét thong tin vé file van ban ban dang lam viéc ban chi viéc nhip chudt ¥ao nut

Office Button. Moi théng tin s& dwoc hién thi nhu dung lwong (tinh dén lin lwu cudi

Hinh 8.6: Cac dang canh 1& doan van ban
Céac budc thuc hién canh 1& doan vin ban:
- Chon céc doan vin ban can dinh dang

- Sir dung menu Home, gdm cac nit:

Canh trai, hodc nhan t6 hop phim Ctrl + L

Canh giita, hoidc nhén t6 hop phim Ctrl + E

Canh phai, hodc nhan t6 hop phim Ctrl + R

Canh déu, hodc nhan té hop phim Ctrl +J

6.2.3. Piéu chinh @9 1éch cac dong trong doan so véi I1& biang thuéc
Khi chua dinh dang thi cac dong trong doan s€ duoc hién thi tur 18 trai sang phai cua doan.
Word cho phép thay dbi cach thé hién cac dong trong doan nhu sau:

- First line indent: dong dau tién thut vao so véi cac dong con lai trong doan.

- Left indent: cac dong trong doan déu thut vao so voi 18 trai ctia van ban.

- Right indent: cac dong trong doan déu thut vao so véi 1& phai cta van ban.

- Hanging indent: cac dong tir dong thtr hai trong doan déu thut vao so véi dong dau

tién.
Céac bude thuc hién diéu chinh d6 1éch doan van bang béng thudc
- Chon cac doan van ban can dinh dang.

- Chon canh 18 bing cac nit cong cu trén thudce ngang (hinh 8.7)

First line )
Tab Right
el ] 7 X ] ]
L U O O O s T e I S P I
_Hanging Right margin
Left margin area ﬁt mndent

Hinh 8.7: Canh 1& trén thudc ngang

e
M

Ghi cha: Béi véi Left indent c6 thé str dung nhanh 2 nut E(Increase Indent) va
(Decrease indent) trén menu Home.
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6.2.4. Pinh dang doan vin ban bang cach sir dung menu Home, nhém Paragraph
Ngoai cach dinh dang doan van ban theo thanh cong cy thudc va phim tat, ban c6 thé dinh
dang doan van ban béng menu lénh. Cac buée thuc hién didu chinh d6 1éch doan vin ban
bang menu lénh:
Cac budc thuc hién:
- Chon cac doan vin ban can dinh dang, néu khong sé& thuc hién trén doan vin ban hién
hanh.
- Mo menu Home, tai nhém Paragraph click vao miii tén & goc dudi bén phai, xuat
hién hop thoai (hinh 8.8)

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS

- . |t - .— t— =

0 Calibri(Body) = [11  ~| A" A" Aa- fe IS -i=-%Z. e=a3= 8 q
Paste o B I U -axx, X’ A-P-A- El=== - &-1
Chpboard . Font e Paragraph e
Paragraph -0 S

Indents and Spacing

Line and Page B 'j‘!'il
General

Algnment:  [EITE— |

Qutline level: Body Text El | Collapsed by default
Indentation \
Left: 0" = Special: By: ! . \ ~t A ~
: . Click vao miii tén s¢&
Right: o~ < Hanging B 0.59 =

=

[] Mirror indents

-] hién thi hop thoai

Spacing
Before: o pt - Line spacing: At

After: opt - Muttipte [=] 25
[T ] Don't add spage between paragraphs of the same style
Preview
|
Sumge Tons Sampe Teus Samp e Tent Semgls Temt Samypls Tent Sample Tent Sample Tons Samps Tont
Samgle Tens Sampls Tous Sample Tous Sample Teus Sampie Tous Sampie Tons Sompic Tons
Samgle Tent Bumple Tent Sumgie Tons Samgle Tent Sumple Tont Sumgle Tons

(L gebs.. ] [setaspetaur]  [_ox ] [ conce ]
Hinh 8.8: HOp thoai Paragraph

Lop Indents and Spacing

- General:

+Alignment: Canh 1& cho doan, gém c6 cac muc: Left, Centered, Right, Justified.
- Indentation: Tao d6 I¢ch cac dong trong doan so véi 1é:
+ Left: Do léch trai.
+ Right: Do 1éch phai.
+ Special: C6 cac lya chon sau:
« None: 18 theo qui dinh cua Left va Right indent.
« First Line: Dit do 1éch cho dong dau tién cta doan (duoc xac dinh trong
muc By).
- Hanging: Dt do léch cho cac dong khong phai 14 dong dau tién cia doan
(duoc xac dinh trong muc By).

- Spacing: Dinh khoéang cach giita cac doan, bao gém:
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- Chon khéi vin ban c6 dinh dang can sao chép.

- Click vao nut Format Painter < . Mot chdi quét son nho ngay canh con tro chudt
hinh chir I.

- Dé gan dinh dang d3 sao chép, chuyén con trd chudt dén vin ban mudn sao chép, va
quét khdi vin ban.

Luu y: Mudn sao chép dinh dang cho nhiéu khdi van ban, nhap D_Click vao nit Format

<

Painter ™ . Khi két thic hiy Click vao nit Format Painter ~ hodc nhan phim Escape.

6.4.6. X6a bo cac dinh dang

Trong Word, hdp liét ké Style trong menu Home c6 chirc ndng x6a cac dinh dang. Ban
c¢6 thé sir dung chirc nang nay dé xé6a dinh dang cho cac khéi van ban dugc chon, cac
doan hoac toan tai liéu.

Cac budc thuc hién:

- Chon khdi vin ban hoic doan muén xéa dinh dang

- Chon Clear All trong hop liét ké style.

2 A
Ban c6 thé thyc hién 1€nh x6a dinh dang thong qua nut I¢nh Clear Formatting trong

menu Home.
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AaBbCcDe AaBbCeDe AaBhC( AaBbCcl Aa B' AaBbCcC AaBbCcD
T Normal | TNoSpac.. Headingl Heading2 Title Subtitle  Subtle Em...

Styles

AaBbCcDe AaBbCcDe AaBbC( AzBbCcl AaBl AaBbCcC AaBbCcD
Normal | TNoSpac.. Headingl Heading2 Title Subtitle  Subtle Em...

AaBbCcDt AaBbCcD« AaBbCcD¢ AaBbCcDi AABBCCDL AABBCCDL AaBbCcDt AaBbCcDc
IntenseE..  Strong Quote  Intense Q.. SubtleRef.. IntenseR.. BookTitle

A4 Create a Style
f& Clear Formatting
24, Apply Styles..

| Styles i3
AaBbCeDt [
‘ ¥ Clear All

Emphasis 5|~ [Normal 7]
L No Spacing b

Heading 1 fa

M

Heading 2 fa

Title ga

Subtitle p-L

AOBbCCD( btlie Emphasis a
Emphasis a

Emphagis Intense Emphasis a
Strong a

Quote 23

Intense Quote fa

. Subtie Reference a

1 List Para...

Intense Reference a

Book Title a

List Paragraph T

["] show Preview
[_] Disable Linked Styles
fij {45! 4—;"7 Options...

Hinh 8.19: Danh sach liét ké cac Style va dinh dang

6.4.3. Ung dung Style vao doan va vin ban
Cac budc thuc hién:

- Chon cac doan vin ban, néu chi 4p dung cho mot doan thi dit con trd trong doan mudn

ap dung
- Chon Style trong hop li¢t ké Style trén menu Home.

6.4.4. Chon va thay déi tit ca cac ddi twong c6 cing mdt style

Ban c6 thé d& dang chon tat ca cac ddi twong c6 cling mot Style & bat ctr noi nao trong

van ban. Vi dy, ban 6 thé lia chon tit ca cac khdi van ban co ciing mot dinh dang dé thay

thé mot dinh dang khac hoic x6a bo tat ca cac khdi vin ban co cling mot Style.

Cac budc thuc hién:

-Trong khung Style ctia menu Home, nhan vao miii tén
0 goc dudi bén phai khung Style, danh sach cac Style
hién thi.

-Nhén vao miii tén bén phai cta Style ma ban mudén
chon tit ca cac d6i twong ap dung Style nay va chon
Select All (no data). (hinh 8.20)

Sau khi chon tat ca cac ddi twong co cung Style, ban co
thé dinh dang lai cho cac ddi tuong bﬁng cach chon cac
style khac trong hop liét ké Style hodc c6 thé bo tat ca
bang phim Delete.

6.4.5. Sao chép dinh dang

Ban c6 thé copy dinh dang mot khdi vin ban da dinh dang truéc d6 cho mot hay nhiéu hon
cac khéi van ban khac bang cach st dung chirc nang sao chép dinh dang (Format Painter).

Cach thuc hién:
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Styles agic
Clear All
[ Normat T
No Spacing a
[ Heading 1 ['E]]
Update Heading 1 to Match Selection
Modify...
Select All: (No Data)
Remove All: (No Data) b
Remove from Style Gallery
Quote Ta
Intense Quote na
Subtle Reference a
Intense Reference a
Book Title a

List Paragraph

E ]

Show Preview
| Disable Linked Styles

gl |28 |22 Options...

Hinh 8.20: Chon céac dbi

tuong cung style

96

Lép Line and Page Breaks

Word tu dong tao cac dau ngat trang trong qué trinh nhap vin ban, nhung ban c6 thé dit
céc doan lién quan dén nhiing trang gidy. Vi du, ban c¢6 thé chin mot doan c6 cac dong

nam & clng trang hay cac trang khac nhau bang cach sir dung 16p Line and Page Breaks

6.2.5. Tao ky tu Drop Cap

Mot trong nhiing dinh dang pho bién thudng két hop vai doan 1a Drop Cap. Céc chit Drop
Cap thuong duoc sir dung dé mo ta cac ky tu 1on ma né xuat hién bat ddu mdi chuong
(chapter) hay mdi phan. Khi ban tao Drop Cap, Word phéng to ky tu du (cé thé nhiéu

hon mot ky tu hay ca tur dau tién cua doan) mot doan nam trén nhiéu dong lién tiép cua

doan do.

Cac budc thuc hién:

E] Quick Parts~ [ % Signature Line
A WordAt~ [ Date & Time
A DropCapr [T]Object ~

—— None
A Dropped
Aé In margin /
A= :
== Drop Cap Options...

+ Before: khoang céch gitta doan hién hanh va doan phia trén (méc nhién 0).
+ After: khoang cach gitra doan hién hanh va doan phia du¢i (méc nhién 0).
+ Line Spacing: Dinh khoang cach gitra cdc dong trong Paragraph.

Dit con trd vao doan can tao Drop Cap, néu mudn nhiéu hon mét ky tu hay ca tir dau
tién cta doan, ban chi can chon cac ky tu hay tir dau tién cta doan.
Vao menu Insert/Drop Cap.
Chon Drop Cap Options xuat hién hop thoai (hinh 8.9)

Font:

Times New Roman
Lines to drop:

Distance from text:

3

_Dcm

(Drop Cap t 'QL' .
Position
{ wo =1 =3 =
| f—— — —
~ None Dropped  Inmargin

Hinh 8.9: Menu va hop thoai Drop Cap

nhién la ba dong).
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+ Position: Dinh vi tri cho ky tu Drop Cap.
+ Options: Cac tuy chon:
e Font: chon Font cho ky tu Drop Cap.

e Lines to Drop: chon chiéu cao cta ky tu Drop Cap nidm trén bao nhiéu dong (mic




« Distance from text: khoang cach tir ky tu Drop Cap dén van ban.
- Chon nut OK dé két thuc.
6.2.6. Ké dwong vién va té nén cho doan vin bén
Word hd tro chitc ning dudng vién (border) va t6 nén (shading). Ban c6 thé thém duong
vién hodc mau nén cho mét khéi ky tu, cho cac doan, cac 6 (Cells) trong bang (Table),
hoic toan bd bang. Ban ciing c6 thé in duong vién xung quanh toan bo céac trang trong tai

liéu. Xem vi du bén dudi:

You can apply berders and shading to blocks of characters. You can apply borders and shading
to entire paragraphs. You can borders and shading to tables

6.2.7. Ké dwong vién va td nén bing menu Borders and Shading
Cac budc thuc hién:
- Chon khdi vin ban can ké dudng vién hoic t6 nén.

- Sir dung céc nut trén menu Home, nhom 1énh Paragraph. (hinh 8.10)

NCES MAILINGS REVIEW VIEW Clle mﬁl tén I‘néf danh
— _ ja= _gem SV R [ . . « X N
S-IE-YE- &3 8l T | assbeenc] Aa sach céc kiéu duong
=E=== - O~ g -cHoimal | TNoSp: vién.

Theme Colors

| HEE=

-
Hllilll

Standard Colors
B . L B B |
Mo Color

Ll Bottom Border
B 7 TopBorder
| Left Border
i l | Right Border
No Border
EB Al Borders
Outzide Borders
&% More Colors/. - Inside Borders
<= Inside Horizontal Border

| Inside Vertical Border
Click miii tén m& hdp s
thoai chon mau nén. 8= Horizontal Line

4 Draw Table

[lil] View Gridlines
[} Barders and Shading...

Hinh 8.10: Menu kiéu dudng vién
6.2.8. Ké dwong vién va td nén bang hop thoai Borders and Shading

Cac budc thuc hién: Ctoterndsratng N (oot
-Chon khéi vin ban can ké dudng vién hodc :::’0 E*“";i f’“"“’ -
to nén. - | e
-VVao menu Home, trong nhom Paragraph, ~ [Pl | — B
cli‘ck miii tén mé danh sach cac kiéu duong = s T '
vién ( . 7 w (B B
), chon myc Borders and Shading,..., dé bat e -
hop thoai Borders and Shading. (hinh 8.11) & oo ([ Bl | o _
-Chon 16p Borders: ké dudng vién cho khéi/ aa gpm,..ﬂ
doan van ban. (ot tine.s o) Cona
-Chon Apply to:
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Hoic o thé chia cot phitc tap bang cach bam vao niut More Columns... (hinh 8.18) Y
nghia:
- Presets: cAc mau chia cot dinh san.
- Number of columns: chon sé c¢ot muén chia.
- Width and spacing: d6 rong cot (Width) va khoang cach (Spacing) gitra cac cot.
- Line between: bat/ tait dudng phan cach giira Cac cot.
- Equal column width: Néu chon, cac cot s& co d6 rong bang nhau.
- Apply to: pham vi van ban dugc chia thanh cot.
+ Selected text: chia cot cho khoi van ban dugc chon (mac nhién).
+ Whole document: cho toan van ban.
+ This Point Forward: tir vi tri dau nhay tré vé sau.
- Preview: hién thi két qua xem trudc.
6.4. Kiéu dang (Style)
6.4.1. Khai niém
Style la tap hop cac dinh dang ma ban c6 thé ap dung téi vin ban trong tap tin vin ban. Vi
du mot style chira dung thong tin quan hé dén kiéu chir va phong chir, 1é cua doan vin
ban va khoang cach xuét trudc sau va giira cic doan van ban...Thay vi dinh dang truc
tiép cac thanh phan nay tdi van ban, ban c6 thé xay dung tap hop cac thong tin dinh dang
nay v4i mot tén goi 14 tén style va sau d6 ban c6 thé ap dung style nay dén vin ban. Trong
Word c6 bdn kiéu Style:
- Paragraph style: dinh dang toan doan van ban cung cac phong chir, kich thudc chir,
khoang cach hang, dudng vién, to nén. ..
- Character style: chi dinh dang khéi vin ban dé chon, chi dinh dang ky tu va ngén
ngtr.
- Table style: dung dé bd tri cach xuat hién ctia bang, hang, cot va 6.
- List style: dinh nghia cach dinh dang cac chi muc (bulleted) va s6 (numbered) trong
danh sach.
6.4.2. Hién thi va sir dung Style
MBOi tap tin vin ban chtra dung cac Style. Bét ctr khi nao ban mo mét tap tin mau dé bat
dau mot vin ban méi, ban di co cac Style sin dung. Ban c6 thé sir dung céc Style nay,
tao nhitng style mdi hodc c6 thé sao chép Style tir cAc tap tin vin ban hodc cac tap tin mau
khac. Khi ban chon File/New va nhan Blank document, ban dang sao chép mau cua tap tin
Normal document. Mau co ban ctia Word dugc thiét ké chung cho cac tap tin vin ban.
Nhén vao miii tén chi xudng trong khung xem trudc Style, danh sach cac Style dugc hién
thi day du. Ban ciing c6 thé nhan vao miii tén & goc dudi bén phai ctia khung Style dé mo
rong khung Style va cac chiic nang (hinh 8.19)
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Paragraph [ Tabs | 2 S
Tab stop position: fautt
Indents and Spacing | Line and Page Breaks DoE P Z'; -
.......
Tab be @
Angnment I
Quthine level Body Text -
Indentation ANgnment
" o
Left: o Speciat By © Lot AT Big
Decimat Bar
Bight o =1 linone ) -
ader
Mirror indents ® 10 2 s
Spaang
Clear ANl
Bet opt ne spi o
3 T =] f108 | > [ ox Cancel
Don't add spag:
Proesr Hinh 8.16: Hop thoai Tabs
ok [ cance

Hinh 8.16: Hop thoai
+ Tab stop position: nhap/chon diém Tab.
+ Alignment: chon loai diém ding Tab.
+ Leader: Chon loai ky tu dan.
- Nhén vao nut Set.
- Tiép tuc lip lai cho cac diém Tab khéc.
+ Nut Clear: bé mot diém Tab duoc chon trong hop Tab stop position.
+ Nut Clear All: bo tit ca cac diém Tab.
Chu y: Dé sir dung dugc diém ding Tab trong bang (Table) thi phai nhén t6 hop phim
Ctrl + Tab.
6.3. Vin ban dang cdt (columns) va cac d6i twong khac
Mic nhién Word hién thi vin ban trén mét cot, nhung ban co thé chi dinh van ban hién
thi trén 2, 3 hodc nhiéu cot giéng nhu hién thi duéi dang céc bai bdo hodc quang cao va
word c0
thé chia van ban dén 12 cot (hinh 8.17). Ban chi c6 thé thay c6t hién thi & ché d6 Print
Layout hodc Print Preview. Trong c4c ché d6 hién thi khac, van ban chi hién thi mot cot.

Xda s trang & trang  mOhopthoaiPageSetup L& trang of thé duoe — [ T [ ‘
ddu tién cia tai liéu n chinh sira qua céc bude D) Line Numbers
e wmenon | (0| || (W] (W] (W
’ ’ v Hy
Trong thi liéu, thwomg - Nhin chuot vio the S — - = .
trang ddv fién khong  Layout trong hop thoai,  * Chon tab Page Layout e Tao Thvee Left Right
duoe danh s6 vi 06 la bén dudi Headers and trén nhom Ribbon =] Number of coumns: |§ % Line between
trangbia. Ap dungphin  footers, ban dénh & |, o o e * Width and spacng Preview
i chi & tho thudt “Bét fon. vio. Heo kb g EE| Three Col #: Width: Spaong:
: g!:‘c e on Y R semw, kich  chon i | [466on 4 [127em
: dau dfnh 50 trang bang Dxfferenl fist page Margins = E § %
mét s0 khic” bén trén, Nhan OK. EEE
o SO tinh ‘ + Chon Default Margin, == EEE
AT Bygobaikba o =| 8 :
= 50 12 0. Vi viy ban hay : SO e — Equal column width
: ? fai xeny, ¢d ding la trang . = More Columns. _
. thye hién thém bude sau déu tién khong c6 sb + Chon vio Custom \ Apply to: | Selected text 2]
& x6a hin s 5 k Margins va hoan thanh
@€ x6a han 50 trang & trasg, a0 08, trang kb ! ':m . TI
trang 0du fifn o83 B gon gioh <61 Kbine T —

+ Paragraph
+ Text

Hinh 8.11: Hop thoai Border and

Shading - 16p Borders

Chu y: Doi v6i khdi van ban thi duong vién

sé
bao quanh khoi van ban.

Y nghia:

- None: Khéng ké (ké nét rong)

- Style: Cac kiéu duong ké.

- Box: Ké hdp bao quanh.

- Color: Chon mau duong ké.

- Shadow: Duong ké cd nét bong mo

- Width: Chon d¢ rong duodng ké.

- 3-D: Buong ké khéng gian ba chiéu

- Custom: Puong ke tuy y.

- Apply to: Vé cho déi tugng la: Text (khéi van ban dugc

chon) hodc Paragraph (toan by doan van ban).

- Options: Cho phép dat khoang cach duong vién d6i véi khodi van ban.

- Chon 1ép Shading: t6 mau nén (hinh 8.12)

(boters st i A S (o e T pnCa o
- | & 2
forders | page Border | Shadng || orders | page ot | srodig ‘
Al Preview ‘ Al Preview
[=) >
o Coor_ —=] > Nocor 3]
Pattarms | | P Theme Colors
— H ENENEN
Stye: | | Clear ] I
T
Standard Colors
| un HENER
No Color
| ® More Colors ‘
Apply to: Apply to: |
Paragraph v| Paragraph 7]
| |
HorizontalLe... | [ Cacel | l}'ummume... ok Cancel | ‘

Hinh 8.12: Hop thoai Border and Shading - 16p Shading

6.2.9. Panh dau va danh sé thir tw

Bullet 13 mot ky hiéu d6 hoa nho nhu ddu chdm nho dé gidi thiéu mot chi myc trong danh

sach va dugc dung khi thir tu cac chi muyc 1a khong quan trong. Sir dung sb thi ti khi ban

mudn nhin manh tinh lién tuc nhu mot chudi cac bude. Néu ban thém vao, di chuyén

hoic x6a cac chi muc trong danh sach céc sd, Word s& tur dong cép nhat cac sb.

6.2.9.1. Chén ky hi¢u in (Bullets)
Cac budc thuc hién:

Hinh 8.17: Vi du chia c0t van ban

Cac budc thuc hién:

Hinh 8.18: Hop thoai chia cot
- Chon phan vin ban can chia cot.

- Trong menu Page Layout, bam vao nat Columns.

- Trong danh sach hién thi, chon kiéu chia cot sdn c6 thich hop.

ThS. Duwong Trwong Quéc Khdnh 94

- Chon céc doan vén ban can tao Bullets.

- Trong menu Home, nhin vao miii tén nhé trén nat Bullets == .

- Chon kiéu danh ddu c6 sin thich hop.
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Define New Bullet ~&ii-f
Bullet character
[ symbol... | [ Pi

Alignment:
Left

ICES MAILINGS REVIEW VIEW

=y (EE=E | 2| T

AaBbCcDc 2
Recently Used Bullets
N7

0.0

Bullet Library Preview

None ® )
> v

Document Bullets

Define New Bullet...

Hinh 8.13: Hop thoai Bullet

Néu mudn c6 ky hiéu (symbol) khac. Ban nhin Define New Bullet... xuét hién hop
thoai (hinh 8.13)

+ Nut Symbol...: m¢ hdp thoai Symbol.

+ Picture: M& hop thoai picture Bullet.

+ Font: thiét lap cac dinh dang cho Bullet.

+ Alignment: chon vi tri cho danh dau (Left, Centered, Right).

+ Preview: xem trudc két qua.

6.2.9.2. Panh sb thir tw (Numbering)
Cac budc thuc hién:

Chon cac doan van ban can tao so thu tu.
-

Trong menu Home nhin vao miii tén nho trén nat Numbering *— .

Chon kiéu danh s6 c6 san thich hop.

Néu mudn sd thit ty v6i dinh dang khac chon Define New Number Format, xuét hién
hop thoai (hinh 8.14)

NCES MAILINGS REVIEW VIEW

Define New Number Format ‘&‘é

2 ¥ AaBbCcDc ¢
=— = Numbering Library 1 Number format
Number style:
Bai1 1 — tyh
i Bai 2 2 1:2,8; B Eont... |
Bai 3 3 Number format:
5
b, ! B, Alignment:
2) 1] B
3) " e Left __T_]
Preview

a a. i
b b. n
c) C. iii 5
Docum Number F 6
Hinh 8.1-1
Hinh 8.1-2: 7
Hinh 8.1-3:

Define New Number Fo t

OK Cancel

Hinh 8.14: Hop thoai Number
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+ Number style: chon kiéu sb thu tu.

+ Font: thiét 1ap cac dinh dang cho s6 thur ty.

+ Number Format: nhap vao dinh dang cho s thir tu.

+ Alignment: chon vi tri cho s6 thir tu (Left, Centered, Right).

+ Preview: xem trudc két qua.

6.2.10. bat cac Tab

Mot diém dirng Tab (tab stop) 1a mot vi tri tai day diém chén van ban s& dimg néu ban
nhan phim tab. Khi nhan phim Tab, diém chén van ban s& dich chuyén sang phai t6i vi tri
Tab stop dong thoi néu bén phai diém chén van ban ¢ bat ky vian ban nao thi van ban d6
ciing di chuyén theo. Piém dirng mac nhién ciia Tab stop
\l4 1.27 cm, tuy nhién ban c6 thé thay d6i. Ban c6 thé ding thuéc hodc menu 1énh dé tao
cac diém ding tab va phai tao cac diém ding tab truéc khi tao vin ban (hinh 8.15)

Left Center Right Decimal
X { 14 -2+ 1 -3+ 4 4-1-5-1 6+ 1-73 1 -8 1 -9- 1 310+ +41- 4 12+ 1 -33- 1 - 14 } 16 - Rl
Code Description Date Price =
01B-01 Big Book - "Alcoholics Anonymous” 08/2010 $17.60
01B-08 Big Book (Portable - soft cover) 09/2011 $24 .00

Hinh 8.15: Vi du vé st dung diém Tabs

= Sir dung thuéc xac dinh nhirng diém dirng Tab

KY hiéu Y nghia
El Left Tab: Vin ban dugc canh trdi so véi vi tri diém Tab.
[a] | Right Tab: Van ban dugc canh phai so véi vi tri diém Tab.
Center Tab: Vin ban dugc canh giita so vdi vi tri diém Tab

oA Decimal Tab: Vin ban dugc canh theo diu chim thap phan tai vi tri diém Tab.

Cac budc thuc hién:

- Nhép vao ky hiéu Tab tai vi tri giao nhau giita 2 thudc ngang va doc dé chon loai
diém Tab.

- Nhép vao céac vi tri mudn dit diém dung Tab trén thude ngang.

- Lap lai 2 budc trén cho cac diém Tab khéc.

Cha y: - Thay ddi vi tri diém dirng Tab bang cach kéo (drag) né dén vi tri méi trén thudc.

- X6a diém dirng Tab bang cach kéo (drag) no ra khoi thuéc.
= Xic dinh nhirng diém dirng Tab tiy bién bing hop thoai Tabs

Cac budc thuc hién:

- Trong menu Home nhén vao mili tén & goc dudi bén phai nhom Paragraph, xuat hién
hop thoai Paragraph, tiép tuc nhan vao nat Tabs ¢ goc dudi bén trai hop thoai. Hop
thoai Tabs xuét hién. (hinh 8.16)
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