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LOI NOI DAU

Vi su phat trién nhanh va manh cua cong nghé thong tin hién nay
va trong tuong lai, moi ¢ong viéce trong cac linh vuc déu can dén nhimg
ung dung cua cong nghe thong tin. Do vay viée trang bi cic kién thirc tin
hoc ¢an ban la hanh trang quan trong trong qua trinh hoc tip, nghe nghiép
cho cac ddi twong ngudi hoe. Xuit phat tu nhu cau thue tién do, nhom tac
gia bién soan quyén sach nay nham hd trg cho ngwoi hoe tham khao trong
qua trinh hoc tap va nghién ciru tai don vi dao tao, van dung duoc trong
qua trinh cong tac sau nay.

Noi dung quyén sach la nhimng kién thirc va kinh nghiém c6 duoc
cua nhom giang vién co nhiéu nam true tiép giang day mon Tin hoc dai
cuong cho sinh vién khong chuyén thue khéi Dai hoe Thai Nguyén. Bo
cuc quyén sach gom 5 chwong.

Chuong 1 trinh bay cac kién thire co ban vé may tinh. O chwong nay
nguoi ding duge cung cip cac kién thire co ban vé may tinh, cac thanh
phén cau thanh, nguyén tac hoat dong cia may tinh, cach quan ly dir liéu
trong may tinh...

Chuwong 2 trinh bay cac kién thirc vé Microsoft Word. Qua chuong
nay nguoi ding duoc hiéu thém cac kién thirc co ban vé phan mém soan
thao vin ban Ward, nhir cach soan thao, dinh dang, trinh bay mdt vin
ban, lam viéc voi bang ...

~

Chuong 3 trinh bay cac kién thirc vé phan mém trinh chiéu
PowerPoint, cach xdy dung, dinh dang, trinh bay mot slide trinh chiéu,
lam viée vai cac doi tuong, thiét lap cac hiéu ung, cac lién két trong va
ngoai shide .. ..

Chwong 4 trinh bay cac kién thirc Microsoft Excel, gom cac kién
thie co ban va cach lam viéc trong Excel nhu: Dinh dang, ham co ban,
thao tac dir liéu, biéu db. ..



Chuong 5 trinh bay cac kién thic Mang may tinh va Internet
Chwong nay nguoi ding duoc cung cap cac kién thire co ban nhat cua
mang may tinh, Internet, cach su dung Internet...

Trong qua trinh bién soan, nhom tac gia da nhan dwoc nhimg gop v
quy bau cua cac dong nghiép thude khoi Pai hoc Thai Nguyén. Mong
rang, cudn sach nay Ia tai liéu hivu ich cho nguoi ding la sinh vién nam
thir nhat thude Dai hoe Thai Nguyén trong qua trinh hoc tap hoc phan Tin
hoc dai cuong,

Chung t6i rat mong nhin duoc nhimg y kién gop y cua cac dong
nghiép va doc gia gan xa dé cudn sach ngay cang hoan thién hon o lan
tai ban.

Tran trong cam on!

Nhom tic gida



CHUONG I. MAY TINH CAN BAN

Trong chwong nay, ching ta tip trung tim hiéu vé may tinh dién tu.
cac khai niém co ban, cau tric va cac thanh phan co ban xiy dung lén
may tinh dién w. H¢ diéu hanh trong may tinh dién tu, cach su dung va
quan Iy cac tép dir liéu trong hé dicu hanh. Viée cai dat va su dung pllﬁll
mém trong hé diéu hanh.

1.1. Khai quat vé may tinh dién tu

May tinh hay la may vi tinh, may dién toan la nhimg thiét bi hay hé
thong dang dé tinh toan hay kiém soit cac hoat dong ma co thé bicu dién
duoi dang s0 hay quy ludt 1ogic. May tinh duge sur dung vao moi truong
gia dinh va xa hot. dam nhan vo 50 cong viée trong moi linh vyre cua cude
song. Nhicu t6 chire su dung két hop cac hé thong may tinh 1on nho dé
quan tri thong tin. Nhiéu may tinh duoc thiét ké chi voi muc dich lam
thiét bi dién toan trong khi mot s6 khac duoe gan trong nhimg san pham
nhu dong co xe hoi, thiét bi cong nghiép hodc y té. dd gia dung hoac may
tinh dién .

I.1.1. Mdy tinh dé ban

May tinh dé ban con dwge goi la may tinh ca nhan (PC: Personal
Computer) 1a mét loai may tinh nho. May tinh dé ban xur ly s6 liéu s va
duge st dung phd bién cho cac ca nhan, cac doanh nghiép nho trong
treong hoc, co quan, don vi hoac gia dinh.

£
ey <,

Hinh I.1. May tinh ca nhdn
May tinh dé ban ra doi vao cudi thap nién 1970 duge san xudt boi
IBM. Hién nay, may tinh ca nhan (hinh 1.1) thiét ké dua theo 2 loai: May
tinh IBM gdc va may Mac do Apple thiét keé.
1.1.2. Mdy tinh xdch tay
May tinh xach tay (Laptop hay Notebook) la mot may tinh ca nhin
nhung nho gon, co trong luong nhe, kich thude nho, thuan lgi cho di

I



chuyén. Laptop dugc thiét ké tat ca trong mot, tich hop man hinh, ban
phim, touchpad (thay chudt) va loa. Di¢u nay co nghia la n6 day du chic
nang, khong co thiét bi ngoai vi nao géan lién vai no.

Netbook tuong tu nhu may Notebook, nhung nho gon vi re hon
Netbook dugc thiét ké danh cho nhimng ngudi lam viée cong tac trong moi
truong khong day hodc can truy cap Internet, nhung nhu cau ding may
tinh dé Iuu trir dir liéu la khong cao.

Hinh 1.2. May tinh Laptop

Loi thé cua may tinh xach tay:

+ C6 thé mang theo bén nguoi.

+ Cong suit tiéu thu dién nang thap.

+ C6 thé mua thém 1 s6 phu kién khac nhu ban phim mo rong, the
nh¢ ngoai. ..

1.1.3. Mdy chu

May chu la may tinh chuyén dung dé chia se tai nguyén giira hai
hay nhiéu may tinh ca nhan va dé quan ly di liéu lon. Loal may tinh nay
thurong co phaﬂ mém chuyén biét duoc cai dat theo muc dich sir dung.

Vi du: M6t may chu cua truong Dai hoe co thé duoc thiét ké lam
may chu co so dir liéu dé luu trir mot khoi lugng dir liéu khong 16 nhu
quan ly toan bd dir liéu vé ho so ly lich va qua trinh hoc tap cua sinh vién
cac khoa da va dang dao tao.

1.1.4. Mdy tinh bdang

Hinh 1.3. May tinh bang
May tinh bang giéng nhu may tinh xach tay, nhung tat ca trong mot
man hinh, c¢6 thé sir dung dé thao tac théng qua bt cam g hoac ngon
tay.
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Lot ich: Nho gon, tién di chuyén, co cac chie niang nghe goi, nhin
tin nhw dién thoai di dong,. ..

Bat loi: Khong thudn ti¢n v ban phim ao, gia thanh cao...

1.1.5. Thiét bi dién todn cdm tay

Thiét bi dién toan cam tay la thiét bi su dung cac cong nghé¢ cua
may tinh, nho vira long ban tay va co thé mang theo bén nguoi. Tuy theo
nhu cau sur dung ma nguoi ding co thé gui, nhan tin nhan van ban hodc
am thanh, sao chép hoic tai nhac, sach dién tir,... tr mang Internet,

bién thoari di dong

Pien thoai di dong thong minh vor nhiéu tinh nang khac nhau nhu
Chay trén cac hé di¢u hanh, quan Iy dit liéu, khai thac cac chuong trinh
phian mém, nghe nhac, chup hinh, quay video, truy cap Internet, hé thong
dinh vi toan céu,. ..

Dién thoai di dong déu dugc gan mat con chip may tinh cho phép
no cung cap nhirng dich vu phit hop vai dong may do. Gia cua thiét bi tay
thude vao ciac tinh nang cua ting dién thoai, nha sdan xuat. ..

1.1.6. Thiét bi hé trg cd nhan ki thudt 56 (PDA)

Co phﬁn mém riéng dé gitip dat lich hen, luu danh muc cac dia ch
lién hé hodc viét ghi chu. Phé bién nho tinh co dong va dugc trang bi cac
ph{in mém can thiét, Co thé duoc dung nhu thiét bi dién tu chinh.

Cac may PDA déu tich hop cong nghé man hinh cam tng, do viy ta
¢6 thé ding ngon tay cham vao man hinh hoac dung thiét bi chuyén dung
dé kich hoat mot lua chon.

Uu diém: Dung lugng luu trir cho hinh anh hoac video, su dung
Internet, chi phi hang thang, tét kiem tir viee co mot thiét by "tat ca trong
mot" thay cho viéc phai co riéng biét may anh ky thuat so, dién thoai,
may nghe nhac da phuong tién,....

Nhuoc diém: Gia thanh cao, ...
1.1.7. Thiét bi da phuwong tién hodc nghe nhac

Thiét bi da phwong tién cho phép nguoi dung xem cac dinh dang tép
tin da phuong tién khac nhu video hodc sach. Nhing thiét bi nay c6 ca
am thanh va hinh anh, d6i khi con cho phép tim kiém trén Internet.

May nghe nhac: Nho gon, khong goi dién thoai va nhén tin duoc,
thuong khéng c6 man hinh cam tng va khong két noi Internet duoc.

-
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1.1.8. Cdc logi mdy tinh khdc
Cong nghé may tinh xudt hién & nhiéu thiét bi trong cac hoat dong
hang ngay nhu:
+ Thiét bi chuan doan truc tric dong co xe hot,
+ May rit tién tu dong ATM.
+ Hé thong dinh vi toan cau (GPS).
+ Cac thiét bi y té nhu: May do nhip tim, méy siéu am, .. .
+ Do dién gia dung nhu: Tu lanh, may giat, tivi,....
Méi loai déu co mot con chip may tinh gfm trong do dé thue hién
duoe mét cong viée cu thé.
1.2. Céic by phin ciu thanh may tinh cd nhén
Mot hé thong may tinh ca nhin bao gdm cac thanh phan sau:
+ Khoi hé thong (System Unit).
+ Cac thiét bi két ndi vai khoi hé thong gom co:
- Thiét bi vao: Ban phim, chuét, ...
- Thiét bi ra: Man hinh, loa, may in,....
L.2.1. Bé vi xar ly

Hinh 1.4. Chip
Bo vi xur ly thuong duge goi 1a “bd ndo™ cua may tinh vi day la noi

tiép nhan va xu ly cac lénh tir chuong trinh phan mém va nhap liéu dau
vao.

Bo xur ly trung tam (CPU) do nhicu hang san xuat. Moi dong hay
loai CPU xr ly théng tin va cau lénh vai toe d¢ khac nhau, do bang don
vi Megahertz (MHz) hoac Gigahertz (GHz). Hertz (Hz) la don vi do toc
do xung nhip bén trong may tinh, dé chi ra tin suat hay s6 vong xoay mdi
gidy. Megahertz twong duwong véi hang triéu vong xoay moi gidy, con
Gigahertz twong duong voi hang ti vong xoay moi gidy.

Bo xir ly 16i kép hay 16i tir ¢ chira hai hay bon con chip vi xu ly,
nhiing con chip nay phdi hop voi nhau sé chay nhanh hon mét con chip don,
¢o toe do xur ly cao hon. Chuang duoc sur dung trong cac hé may tinh moi.

14



1.2.2. By nho

May tinh duoc phat trién su dung hé co s nhi phan 0 va 1, biéu
hién trang thai tich dién va khong tich dién.

DG voi may tinh ding dé lwu tri théng tin, may can cai chip bd
nha. Bo nho duoc do bfmg don vi bit. Bit la don vi dix liéu nho nhat ma
may tinh sw dung, ¢6 thé mang gia tri 0 hoac 1. Mot nhom 8 bit tao thanh
lbyte. Don vi do luong dir liéu nho nhat la mot ky ty can it nhit mot byte
trong b nho may tinh

Kich ¢ tinh bang bytes :

+ 1 Kilobyte (KB) = 1024 byte = 2" byte

+ | Megabyte (MB) = 1024 KB = 2" byte

¢ 1 Gigabyte (GB) = 1024 MB = 2" byte

+ 1 Terabyte (TB) = 1024 GB = 2" byte

¢ 1 Petabyte (PB) = 1024 TB = 2" byte
1.2.2.1. Bd nhd ehi doc (ROM)

_: ._:-___ |

A fric
Hinh 1.5. ROM

ROM viét tat cua tir Read Only Memory: Bé nhd chi doc.

ROM la mot nhom mach tich hop ¢6 chirc nang khot dong may tinh,
kiém tra RAM va tai hé diéu hanh. Qua trinh nay xuat hién khi nguoi
dung bat may tinh hoac khoi déng lai may. ROM con duge ding dé kiém
soat cac thiét br xuat nhap du lieu nhu o dia, ban phim, man hinh kKhir may
tinh dang chay.

Doc cac théng tin dau vao va xu ly thong tin trong khi théng tin luu
tri trong bd nho. Khi qué trinh xir ly hoan thanh, b nhé kiéu nay sé xoa
dir liéu va cho dir liéu dau vao dot ké tiép. Ngoai ra khong thuc hién cac
nhiém vu khac.

RAM viét tat cua tir Random Access Memory. Co thé doc, ghi
thong tin. Dung dé luu trir thong tin tam thoi. Khi tit may, mét dién noi
dung thong tin trong bd nho nay sé bi mat. Bo nhé RAM duoc dat trong

15



khoi hé l]16ng va la mot loai bo nho dién tu noi may tinh luu trir ban sao
cac chuong trinh va dir liéu.

Luu triv tam thoi nhiing chuong trinh nguot dung dang chay va dir
liéu tao ra tir chuong trinh fiy con duoc biét dén 1a RAM hé Ihét]g.
1.2.2.3. Co ché hoat dong cua bo nho

ROM BIOS nam quyén kiém soat khi may tinh khoi dong va tai hé
diéu hanh. Khi hé diéu hanh ndm quyén kiém soat, man hinh khai dong
hé diéu hanh xuat hién.

+ Khi may tinh thye hién mot ¢ong viée cu thé, mot luong RAM
can thiét sé dugce sir dung,

+ Khi khoi dong mot phfin mém hodc mot chuong trinh ing dung,
may tinh s€ sao chép chuong trinh do va dua sang RAM dé xur ly.

+ Dong chuong trinh (mg dung khi khong su dung dé giai phong
RAM.

Khi khoi dong may tinh, may tinh tai hé diéu hanh sé chuyén quyén
kiém soat sang cho RAM, man hinh dau tién nguoi dung nhin thay la man
hinh khoi dong Windows, co biéu tuong Windows va tén phién ban hé
diéu hanh Windows dang dung. Trong lic do, hé diéu hanh kiém tra
théng tin trong Registry (noi chira cac théng tin cau hinh) cua hé dicu
hanh Windows dé xac dinh cac phan cimg hay phan mém duoc cai dat
vao may tinh can dugc Windows nhén dién. Khi qua trinh nay két thuc,
ngudi dung sé thay khong gian lam viée (desktop) cia Windows hién trén
man hinh.

Windows liic nay chi dung mét lugng RAM nhat dinh dé chay cac
tép tin co ban cua hé diéu hanh. Khi nguoi ding yéu cau may tinh thyuc
hién cac nhiém vu cu thé khéc, may tinh s€ sir dung thém dung luong
RAM can thiét dé thwc hién nhiém vu do.

Khi nguoi dung khot dong mét chuong trinh tmg dung tire la yéu
cau may tinh sao chép chuong trinh d6 va dua vao RAM. Day la li do tai
sao cac nha cung cap phan mém thuong thong bao nguoi dung can luong
RAM bao nhiéu dé chay chuong trinh trong khi van chay hé diéu hanh an
hoac chay ding sau tmg dung d6. Khi nguoi dung dong tmg dung, lugng
RAM dang dung dé chay chuong trinh d6 sé duoc giai phong.
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1.2.2.4. O dia ciing

RAM chi lvu triv tam thot nén nguor dung phai heu cong viée dang
lam vao mot thiét bi lwu tri. Thiét bi lueu triv sé tay thuge vao dung luong
luu trir ma nguoi dung can ciing nhu toc do truy xuat dir liéu hodc toc do
truyén dir liéu (Data Transfer Rate). Cac 0 dia cimg thuong dwoc dang dé
luu triv, truy xuat phan mém va dit liéu. Co thé dang cac phuong tién luu
trit khac nhu: The nho hodc dia quang dé luu trir ban sao dir hiéu vor muc
dich du phong va di chuyén.

O dia cing thyuc hién ba chic nang

+ O dia xoay dia véi toc do déu dan dé truy cap tdi timg sector trén
bé mat dia.

+ Di chuyén dau doc/ghi qua cac ranh (track) trén bé mat dia.

+ Poc dir hiéu tor dia va ghi dir lidu vao dia bﬁng dau doc/ghi.

O dia cing la khu vue luu trir so cap cua chuong trinh va dir liu:

Cac chuong trinh phan mém can phai duoc cai dat o 6 dia urnb

O dia cung luu trir va truy xuit (ho:u_ tin vai toe do cao. Cac 6 cung
hoat dong nhu nhau bat ké ching dwoc gan bén trong hay bén ngoai may
tinh.

Tde dd truyén dir liéu cua mot 6 cing la biéu hién cua toc dé quay
dia ctimg (dwoce do bang rpm) va sé dau doc/ghi trén mdi bé mat dia. Tde
do quay cang cao va s6 dau doc/ghi cang nhicu thi thoi gian dé tim dit
liéu nao do cang ngan,

O cimg hién nay ¢6 dung lwong khoang tr 10 GB dén 10TB. Cling
¢6 thé sir dung cac 0 dia cing cho cac mang co dung luong cao dé dap
img yéu cau luu trir dir liéu cua toan bo hé thong. Toc do truyén dir liéu
¢6 thé bi han ché boi cac loai card giao tiép mang cai trén may tinh clng
50 ngudi dung va tac vu ma may chu phai xu ly.
1.2.2.3. O dia quang

O dia quang duoc thiét ké dé doc cac dia tron, det, thuong duoc goi
la dia CD hodc dia s6 da nang (DVD). Dia DVD c¢6 dung luong heu triv
nhiéu hon dia CD.

Doc thong qua mot thiét bi laze hodc dau quang hoc ¢ thé quay dia
vai van toc tir 200 vong quay moi phut (rpm) tro 1én.

O dia CD-ROM hay DVD-ROM c¢o nhirng dac diém sau:



+ Doc va luu trir div liéu, voi cac dang dir liéu nhu: Van ban, am
thanh,.. ..

+ Thong tin dugc ghi trén bé mat dia va truy xuat bing tia laze.

+ Dia CD va DVD ¢6 thé doc/ghi trén céac thiét bi dién tr khac may
vi tinh,

Bdu ghi quang hoc: Con duge goi la 6 ghi dia, ¢6 hinh thic va co
ché hoat dong twong tw mot 6 dia quang thong thuong. Phan mém di kem
voi O ghi dia cho phép ngudi dung doc hay ghi dir liéu 1én dia. C6 cac
dinh dang diu ghi sau:

+ CD-R/ DVD-R: Chi cho phép nguoi dung doc dir liéu.

+ CD-RW/ DVD-RW: Cho phép nguoi ding vira doc va vira ghi dir
li€u lén dia.

+ DVD-RAM: Tuong tu DVD-RW nhung chi co thé chay duoc ¢
nhimg thiét bi ¢ hd tro dinh dang nay thuong xuat hién dudi dang hop
dia.
1.2.2.6. Cdc loai thiét bi e triv khde

-0 Zip

+ O zip ciing giong vai 6 DVD-RAM ngoai trir viée dia zip ¢6 dung
lwong lwu trir khoang 100MB dén 750MB.

+ Gia thanh tuong déi thap.

- Hé thong lwu triv di déng

+ Gom cac the nho, que nhd, bo nho flash (USB), hoac ) cung dat
ngoai.

+ Loi thé la tinh lwu dong, dung luong 1én va kha nang chia sé dir
liéu.

- Céc hé thong luu triv tir xa

+ Dich vu pho bién dwgc cung cap boi cac nha cung cap dich vu
Internet (ISP).

+ Cac 6 dia nam trén mot may chu mang hodc chuyén dung & mot
dia diém.

+ Phai dang nhap vao hé thong bang mot tai khoan va mat khau dé
truy nhap thong tin.

+ Rat hiru ich d6i véi viée luu trir dir liéu du phong tir xa hoac mot
hé thong trung tam dé moi noi trén thé gidi co thé chia sé thong tin.
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+ Bat loi cua hé théng luu trir @o la phu thude vao toc do duong
truyen Internet.

1.2.3. Cdc thiét bi nhdp/ xudt div liéu

Thiét bi nhdp: La thiét bi cho phép nguoi dang nhap théng tin i
bén ngoai vao may tinh. Thiét bi nhap tiéu chuian gom: Ban phim, chudt.
Ngoai ra con co thiét bi nhdp phu khac nhu: May quét (scanner), camera,
microphone. ..

Thiét bi xudr: La thiét bi ¢o thé hién thi duoc thong tin gui di. Cac
thiét bi dau ra pho thong gom: Man hinh, may in, may chiéu, loa
1,231 Ban phim (Keyboard)

+ La thiét bi nhap, dang dé nhap thong tin tir bén ngodi vao may
tinh.

+ Dir liéu nhap thyue hién thong qua mot chubi cac ky tr tir thao tac
£0 phim chuyén doi thanh cac cau lénh thue hién, xu ly cua may tinh,

+ Ban phim duoc thiét ké dua trén cac ky tu cua timg h¢ cha, chirc
nang cua tung loar may tinh nham muyc dich thuan tién cho nguoi su
dung.

- Cdc phim nhip li¢u

Ngoai cac phim ki tw, phim s, nguoi ding ¢6 thé két hop mot so
phim vai ciac phim dic biét khac dé thuc hién mot chirc nang bang cach
an va giir phim dau tién, roi nhan phim tiép theo mot lan. Sau do nha tay
gitr hai phim. M6t s6 phim chirc nang hé tro nhép liéu;

+ Enter: Thue hién mot cau 1énh duoc nhép, hoac mot lua chon o
thanh menu, danh dau cudi dong va tao dong trang.

+ Backspace: Xoa mot Ky tu ben trai con tro van ban.

+ Delete: Xoa mot ky tu bén phai con tro van ban.

+ Spacebar: Tao mot ky tyr trang,

+ Esc: Huy mot lua chon.

+ Tab: Pua con tro van ban vé bén phai mét khoang cach hodc sang
o tinh tiép theo.

+ Shift: Hién thi chit hoa trong cac phim chiv cai hodac ky twr dac biét
o phim chir s6.

+ Caps Lock: Khoa cac phim chir cai dé tao ra chir hoa cua cac chir
cal,
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+ Ctrl: Cung cap chire nang thi cép cua hau hét cac phim khac trén
ban phim,

+ Alt: Cung cép chirc nang thay thé cho hau hét cac phim khac trén
ban phim.

+ Print Scr: Chup anh man hinh may tinh va Iuu vao Clipboard.

+ Scroll Lock: Dao trang thai hién thi thanh cuén dobi voi thong tin
trén man hinh.

+ Num Lock: Khi dén trang thai sang ban phim chir s6 tro thanh
bang chir s6. Khi dén tit ban phim chit s6 tro thanh bang di chuyén con
tro hoac mui tén.

- Céc phim chire niing

+ Nam ¢ hang phia trén cing cua ban phim.

+ Puoc dat tén tir F1 dén F12,

- Con tré va cic phim chir so

+ Khi dén trang thai bét 1én (dén Num Lock), bang phim chir s6 tro
thanh may tinh dién tw hoac bang chir s6.

+Khi dén tat, bang phim chir s6 tro thanh bang di chuyén con tro
hodc mii tén.

1.2.3.2. Chudt (Mouse)

Chudt la thiét bi nhap dir licu cho phép nguoi dung lua chon hodc
kich hoat mot déi tugng trén man hinh b‘i\ng cach bam chudt vao dbi
tuong can lya chon va thuc hién mot hanh dong trén doi tuong do.

Di chuyén chudt trén mot mat phfing khién cho chudt bat dau
chuyén dong thé hién qua con tr¢ trén man hinh.

Chuot may tinh truyén thong co mot vién bi tron lan de kich hoat
chuyén dong khi nguoi ding di chuyén chudt. Chudt bi ¢ vién bi dat ¢
mot phia noi ¢6 ngon tay cai xoay vién bi dé di chuyén chuot.

Chudt quang ding anh sang quang hoc hoac cong nghé di-6t dé di
chuyén con tro chudt trén man hinh.

Céac thao tac chinh voi chudt:

+ Bam don: Tro chudt vao mot doi tuong, bam va nha nut trai chut
dé chon déi twong trén man hinh.

+ Bam dup: Tro chudt vao mot doi twong bam chudt trai hai lan lién
tiép dé kich hoat chuong trinh img dung hodc mé tép tin.
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¢ Bam chudt phai: Tro chudt vao mot doi tong, bam chuot phai dé
hién thi menu biéu twong rut gon cua doi tuong do.

+ Kéo tha: Nhan va gitr chudt trar khi ta di chuyén doi tuong dén vi
tri khac,

# Banh xe: Cudn banh xe nam gitra cac nut chudt dé cudn man hinh
lén xuong.
1.2.3.3. Microphone

Microphone la thiét bi nhap dir liéu dang am thanh. Thiét bi nay ghi
am va chuyén nhimng am thanh do sang dang s6 hoa dé nhiap vao may
tinh. C6 phan mém chuyén dung nhan dang giong noi cua nguoi dung roi
chuyén nhimng gi ngudi ding noi sang dang vin ban hién trén man hinh.
1.2.3.4. Man hinh

Man hinh la thiét bi xuat dir liéu cho phép may tinh hién thi cic
thong tin xu ly ra moi truong bén ngoai cho nguot dang,

Man hinh ¢6 nhiéu kich ¢&, d6 phan giai va nhiéu loai khac nhau.
D6 phan giai man hinh: La mot thude do dua trén do rd nét va sic nét, la
mot yéu to quyét dinh gia thanh cua man hinh. Co nhiéu loai man hinh
khac nhau, ngay nay chu yéu la man hinh phang véi cong nghé cam img.
1.2.3.5. May in

May in la thiét bi xuat dir liéu, chuyén nhirng gi hién thi trén man
hinh sang dang ban in bang cac lya chon in khac nhau.

Trén thi truomg 6 rat nhiéu loai may in. Mdi loai may in su dung
cong nghé¢ va chat liéu in khac nhau (chu yéu in ra gidy). Mot s6 loai may
in chuyén ding bao gém may in biéu do (plotter), may in anh (photo
printer) hoac may in da nang (all-in-one printer).
1.2.3.6. Loa

Loa la thiét bi xuat dir liéu. Dir liéu xuét cua loa la 4m thanh phat di
duot dang cac tép tin dang s0 hoa. Co nhiéu dinh dang am thanh khac
nhau.

Dé ¢o thé nghe am thanh, nguoi dung st dung cac phan mém phat
im khac nhau hoac ciing ¢6 thé tich hop trong cac hé thong phan mem di
kem dung trén may tinh. Dinh dang tép tin dugc dung dé luu triv quyét
dinh chat lwong cua tép am thanh.

Mot bo loa co thé duoc gén vao may tinh nhur la mot thiét bi riéng ré
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hoac dugc tich h(rp vao bén trong may tinh nhu vér may Notebook,
Laptop. Co rat nhiéu loai loa ¢6 cht lwong khac nhau va co thé duoc mua
roi.
1.2.3.7. Mot 56 thiét bi nhdp die liéu khdc

- May quét

+ “Chup lai hinh anh” cua mot d6i twong goc va chuyén doi nd sang
dang s hoa.

+ Phan mém di kém voi may quét quy dinh mirc g chi tiét.

- Pu doc ma vach

+ La loai may quét dugc thiét ké dé cat giam luong dir liéu nhap vao
trong qua trinh giao dich hang ngay hoac dé xac nhan san pham.

+ Quét hoac doc cac dudng vach ctng nhu khoang tréng cua cac ma
vach.

- Man hinh cam tng

+ Ding tay hoac but dién tir dé chon, kich hoat va thao tac trén ddi
tuong.

- Webcam

+ Loai may chup hinh k¥ thuat s két noi véi may tinh, cho phép
chup hinh anh, video va chia sé truc liép vai nguot khac.

+ Can ¢6 két ndi Internet va mot phan mém chuyén dung,

+ Mt s6 Notebook co gin Webcam.

+ Webcam ciing ¢ thé mua roi.
1.2.3.8. M4t s6 thiét bi xudt dir liéu khac

- May chiéu: Két noi may tinh voi may chiéu dé hién thi bai trinh
bay trén may tinh, trén mot bé mat nhu man hinh treo trén twomg hodc ca
hai.

- Mdy in anh: In ra nhiing birc hinh trén loai gidy anh dac biét.

- May in do hoa: May in chuyén dung duoc thiét ké dé in trén kho
giay lon.
1.2.4. Cdc thiét bi két néi

- Nhdn biét cac cong két noi:

+ (‘Gng song song (Parallel).

+ Cong noi tiép (Serial).



+ Cong SCSI (Small Computer System Interface).

+ Cong USB (Universal Serial Bus).

f (‘6ng két ndi mang (Network).

+ C'ong Midi (Musical instrument digitized interface).

t vy,

- Str dung phdn mém:

Trinh diéu khién thiét bi: La chuong trinh nho huong dan hé dicu
hanh vé loai thiét bi, nhan hiéu hoac nha san xuat va chic nang cua no.
Muc dich chinh la cho phép hé di¢u hanh va thiét bi giao tiép duge voi
nhau.

+ Cam la chay (Plug-and-play): La chuong trinh tw dong nhén dién
thiét b1 méi duoc két no1 dé hé diéu hanh tu dong tim kiém va cai dat
thiét bi do. Néu khong tim duoc dang trinh di¢u khién, can phai thao tac
thu cong bang cach dang phan mém cung cap kém thiét bi hodc tim kiém
trén Internet.

+ Dé thiét bi hoat dong tot thi diéu quan trong la trinh dicu khién
phai pha hop.

+ Néu thiét bi ¢6 céc tinh nang dac biét thi viéc chay dung trinh diéu
khién gitp nguoi dung co thé sir dung dugc tat ca nhimg tinh nang do.
1.3. Phiin mém may tinh

La cac chuong trinh dé may tinh hoat dong, duoc viét b?lng cac
ngon ngi lap trinh dé tao ra ma phan mém, Phan mém c6 hai loai: Phan
mém co ban va phan mém tmg dung.

- Mua phian mém

+ lat ca cac phan mem deu tra1 qua mot chu trinh toan dign truoc
khi duoc phat hanh rong rai.

+ Khi mua phan mém la mua giay phép dé cai dat va sit dung phin
mém do (da s6 s dung trén mot may tinh).

+ Mét 16 chirc hodc cong ty co s6 luong nguoi dung lon sé thuong
mua gidy phép tap thé.

+ Ban quyén Phin mém nhu mét dich vu hoac nha cung cép dich vu
g dung.

- Cac phuong thirc khac vé viéc phan phéi va mua phin mém bao
gom:



+ Phan mém chia sé la ban s dung thir ma nguoi ding c6 thé tai vé
mién phi, nhung thuong ban dung thir bi han ché vé tinh nang va thoi han
st dung.

+ Phan mém mién phi khong yéu cau nguoi ding phai tra phi.

+ Phan mém ciing ¢6 thé duoc dong goi kem theo khi nguoi dung
mua may tinh.

+ Phdn mém ma ngudén mo cung cap ma lap trinh cho bat cir nguoi
ding nao c6 thé tuy bién chuong trinh.

+ Tuy chinh phan mém theo nhu cau va chia sé phién ban do voi
nguot khac khong duoc phép thu phi.

- Néng cap phan mém

+ Khi nguoi dung dang ky sir dung phan mém thi dugc quyén nhan
cac thong bao vé ban cap nhat hodc nang cap, théng bao do thuomg qua
mot lién két trong email dé nguoi dung co thé tai ban cap nhit do.

+ Co thé thuc hién viéc nang cip phan mém bét ké do la may doc
lap hay la may noi mang.

+ Cac {mg dung Web c6 thé duge cap nhat thuomg xuyén hon dé
giai quyét cac van dé vé an ninh mang.

+ C6 thé kiém tra trén trang web cua nha cung cap dé tim cac ban
cap nhat nhat dinh.

1.3.1. Phiin mém xir ly van ban

Co thé tao, bién tap, hwu van ban, thay doi quy cach hodc vi tri cuia
chir hoac anh, xem lai cac thay doi do nguol dung khac thue hién, hoac
x0a bo cac muc khong can thiét dé xir ly cac loai van ban nhu thu tir, thu
nhan (memo), hoa don, fax, cac trang tin don gian, ban tin, cac biéu mau,
sach gioi thiéu san pham, hodc toi roi quang cao, ...

1.3.2. Phdn mém bdng tinh

Thue hién cac phép toan, phan tich gia dinh, tao va hién thi biéu do,
do thi hodc so do.

Tép tin bang tinh dugc goi la so tinh va nguoi dung co thé lap bao
nhiéu trang tinh hoac bao cao trong d6 tily y theo gidi han cua Nha cung cap.
1.3.3. Phdn mém trinh chiéu

Tao cac trang trinh chiéu voi noi dung bat ky hd tro cho viée
thuyét trinh.
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Cac higu ung dac biét bao gfml hinh dong, hiéu tmg chuyén tiép
trang chiéu va thiét ké chu dé.

Co thé truyén qua Internet, truc tiép toi khan gia hoac dudi dang tép
tin trinh chiéu tw dong chay trén may tinh.

1.3.4. Phan mém quan ly co so div liéu

Tap hop cac thong tin lién quan vor nhau duoc sap xép co to chire
theo cau tric.

Sur dung cac truy van dé cap nhat dix liéu, trich xuat dir héu, lap bao
cdo, ding biéu mau dé truy cip cac truong trong mot bang hoic nhicu
bang. Trong cac bang phai dat truong khoa va cac bang duoc lién két voi
nhau qua truong khoa do.

1.3.5. Phin mém d6 hoa

Nguoi ding co thé lay hinh hoa/ hinh anh tir nhiéu nguon, tao cac
tép tin anh riéng hodc tuy chinh tép tin hinh anh. Phan mém ciing duoc
phin nhom cung voi cac phan mém da phuong tién dé tao hoac bién tap
am thanh, video. Cac tép tun phai la dinh dang chuyén biét.

Phan mém doé hoa bao gém bd cong cu vé co ban dé vé cac hinh, ki
tw, phu mau hoac vé hoa 1iét, thay do1 kiéu, d6 rong va mau sac duong
vién hoac dung kiéu duong mai tén.

1.3.6. Cac cong cu tién ich

Mot s6 tién ich can quan tam cai dat trén may tinh bao gom:

+ Chong virus,

+ Chong phan mém quang cao/gian diép.

+ Nén dia.

+ Lam sach o dia.

+ Sao luu.

+ Nén file.

+ Widgets / Gadgets.

1.4. Mot s6 ki thudt xir Iy sw ¢d may tinh ciin ban
1.4.1. Gia tang hiéu sudt ciia mdy tinh

Can gia tang hiéu sudt cua may tinh khi ngudn tai nguyén cua hé
thong qua thap dé xu ly cong viée, dac biét la RAM. Diéu nay xay ra khi
ta mo qua nhiéu tmg dung hodc tép tin cung mét lic hoac chuong trinh
chiém qua nhiéu b nho.
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Néu 0 cirng khong con dung luong dé cai dat chuong trinh méi hoac
Iuu tép tin. Khi d6 ngudi ding sé nhan duge thong bao (hinh 1.6). Néu ta
x0a tép tin sang thung rac thi cting khong giai phong duoc khéng gian luu
trir trén may, chi dén khi ta x6a toan bé thing rac dé xoa vinh vién tép tin

thi khong gian luu trir méi duoc giai phong,
W sea scace 142 191 451 534 baer  1110E
W Free cnce

Cacwct

D Chearem

Hinh 1.6. Giao dién quan Iy tai nguyén medy

Cling ¢6 thé may tinh da vi nhiém virut lam cho cac thao tac trén
may tinh dién ra cham va hay bi treo may vi vdy nguoi ding can cai dat
phan mém diét virut va thuong xuyén quét may tinh. v.v..

1.4.2. Giit gin va bao quan mdy tinh

Mot s thiét bi, phan mém va thao tac huong dan dudi day can heuy
khi cai dat va bao tri may tinh:

+ Ding b 6n ap hodc bo luu dién (UPS) dé bao vé hé thong may
tinh khoi bi tang/giam dién ap, hoac sw bién dong dién ap thong thuong.

+ Tranh cim chung cac thiét bi tiéu thu lugng dién lon trén cung
mot mach dién.

+ Khi di chuyén dén mot quoc gia khac sur dung hé thong dién ap
khac, hiay dung bo chuyén nguon dién sao cho twong thich véi cac hé
thong dién va dién ap khac nhau.

+ Tét may tinh trude khi di chuyén may tinh di noi1 khac hoac khi
mua bio.

+ May chu tép tin (File server) can dwoc dat o trong phong co khoa
va doi hoi phai co quyen truy nhap dac biét.

+ Khong dat cac thiét bi dién toan ¢ gan ngudn nhiét hay o méi
truong lanh.

+ Tranh dat chat long gan thiét bi dién toan,

+ Than trong khi mang may Notebook theo nguoi.

+ V¢ sinh may tinh, may in sach byi. Tranh viéc an udng & gan ban phim.

+ Ludn thuc hién viéc sao luu dir hiéu.

+ Thuong xuyén cdp nhat chuong trinh diét virus va quét may tinh
thuong xuyén.
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F VA
1.4.3. Tién hanh bdo tri phan ciing

Dinh ki vé sinh thiét bi trong may tinh dé duy tri vong doi1 may tinh,
Xem xét cach quan ly cac t¢p tin trén 0 dia cing, xo0a cac (€p tun tam tru.
Dinh ki xem xét viéc chong phan manh 6 dia.

Thuomg xuyén hodc dinh ki vé sinh may in, bang muc tranh viée kln
in van ban in bi lem nhem hoac do6i chd bi mo
1.5. H¢ diéu hanh Windows
1.5.1. Gigi thiéu chung vé hé diéu hanh

Hé diéu hanh la mot chuong trinh hay mot hé chuong trinh duoc
thiét ké dé thue hién viée quan ly, diéu khién tuong tac va giao liép gitra
may tinh va nguoi su dung.

Hé diéu hanh ¢o 2 chirc nang chinh:

+ Quan ly thiet bi nhap, thiét bi xuat, va cac thiét bi lwu trir,

+ Quan ly cac tép tin duoc luu trir rén may tinh va nhan biét cac
loai tép tin.

Moi may tinh can mot hé diéu hanh dé hoat dong. DOS la phﬁu
mém giao dién van ban va su dung dong lénh don dé thuc hién cac chie
nang. Ngoai Unix, tat ca cac may tinh khac su dung hé dicu hanh do hoa
nhu Windows hodc Mac OS. Giao dién d6 hoa (GUI) cho phép nguai
dung sir dung thiét bi tro dé tro va chon cac chirc ning.
1.3.1.1. Microsoft Windows

Microsoft Windows (hinh 1.7) la hé diéu hanh cho may tinh do hing
Microsoft san xuat. Hé diéu hanh duoc sit dung nhiéu trén cac may tinh
ca nhan, may chu. ..

n .

Hinh 1.7. Man hinh Desktop windows
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OS (hinh 1.8) la mot hé diéu hanh, thiét ké cho may tinh Apple
Macintosh.

Sir dung giao dién d6 hoa nguoi dung dé may tinh dé sir dung hon
va nhanh hon. Phién ban mdi hon cua hé diéu hanh Mac sur dung Unix
lam cau tric co ban.

R T Y

Hinh 1.8 Man hinh hé diéu hanh OS

Duoc thiét ké vai tinh di dong cho phép si dung da chire nang va da
nguol dung.

Rat pho bién vai cac trromg dai hoc va cac 16 chire khoa hoc, nghién ciru.
1.5.1.3. Linux

Hé diéu hanh Linux dwoc phat trién dua trén hé diéu hanh Unix voi
giao dién nguoi dung d6 hoa. Hé diéu hanh nay dé dang c6 dugc va rt
phd bién dé s dung voi cac may cha cao cap va cac nha phat trién phan
mém kinh doanh.
1.5.1.4. Hé diéu hanh trén cdc thiét bi cam tay

Hé diéu hanh cho cac thiét bi cam tay dugc thiét ké dé lam viéc vdi
cac thiét bi PDA. Mot s6 hé dieu hanh hay sir dung: i0S, Andoid. .
1.5.1.5. Hé diéu hanh nhung (Embedded Operating Systems)

Hé diéu hanh nay co vai tro tuong tu hé diéu hanh trén PC duoc
hoat dong trén cac hé thong nhing. Mot s6 nha san xuat nhing phién ban
stra d6i cia Windows cho cac chuong trinh dé md phong méi truong may
tinh.

1.5.2. Cdc thao tdc véi tép tin va thu muc

- Tép tin chuong trinh (Application File): Gom cac hudng dan chi
tiet cho bod vi xir ly nhitng cong vigc cin thue hién, Tép tin nay dugc luu
trir trong tha muc chuong trinh.

- Tép tin dir liéu (Data File): Chira thong tin dugc nhédp vao va luu
trong (rng dung.
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- Tép tin he lhéng (System File): Chira huong dan chi tiét cho bo vi
xir ly nhitng céng viéc can thyc hién, ching la mot phan cua hé diéu
hanh.

- Thu muc la noi chira cac chuong trinh, tép tin va la phuong thire 10
chirc thng tin. Céu tric phan cap cua thu muc chi ra c6 bao nhiéu cép,
noi cac thu muc ton tai.

+ Khong co gior han vé vi tri luu triv t€p tin hodc %) luong thur muc
tao ra.

¢ Khong ¢6 phuong thirc chinh xac dé thiét 1ap hé thong tép tin.

+ Néu dir liéu rat quan trong, nguoi ding can phai c¢6 ban sao hru
hodc ban sao.

- Dé bat dau lam viéc voi cac tép tin va thu muc, chon mot trong
cac cach sau:

+ Chon Start/Computer

+ Chon Start /Accessories/Windows Explorer

+ Chon Start, go vao: expl trong hop Search /Windows Explorer

+ Bam dup chudt vao biéu tuong Computer trén Windows Desktop

+N]1§tu
T g
. . e

-
= —]
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Hinh 1.0 Man hinh Windows Fxplorer
Cac thanh phan trong cira s6 Windows Explorer (hinh 1.9) bao gom:
I. Lién két wa thich (Favorite Links): Hién thi cac thu muc ma
ngudi ding sir dung thuong xuyén di chuyén thu muc téi khu vuc nay de
truy cép nhanh.
2. Khung dinh vi trdi: Chira tat ca tai nguyén ciia may tinh.
3. Thanh lénh (Command Bar): Hién thi cac nat cho tat ca cac lénh
¢6 sin trén ché do xem hién tai, hoac trén 6 dia hoac thu muc dwge chon.
4. Cadc thiét bi heu triv (Storage Devices): Hién thi tat ca cac 6 dia co
san dé luu trir hodc lz‘iy cac tép tin.
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3. Khung cua 6 néi dung (Contents Pane): Hién thi ndi dung cua 0
dia hodc thu muc duge chon trong Khung cira s6 thu muc.

6. Danh sach cac thu muc (Folders List): Danh sach cac 6 dia va
thu muc trong cau tric phan cap, nguoi dung co thé nhin thay cau tric
thu muc nhiéu hon hodc it hon cho timg 6 dia bang cach sir dung céc nit
Mo rong (Expand) hodc Thu gon (Collapse).

7. Khung cua s chi tiét (Details Pane): Hién thi thong tin vé muc
duoc chon trong khung diéu hudng hoac khung ndi dung.
1.3.2.1. Tao thir muc

- Dé tao thu muc, sir dung mét trong cac cach sau:

t Trén thanh chira Iénh, chon New Folder.

+ Bam chuot phai vao khung cua s0 noi dung va chon New/ Folder.

- Dé tao biéu tuong tat cho thu muc, sir dung mot trong cac cach
sau:

+ Bém chuot phai vao vi tri trén khu vuc chira cac thu mue sau do
chon New/Shortcut.

+ Bam chudt phai vao khung ctra s6 néi dung, chon New/Shortcut.
1.5.2.2. Dét tén thie muc

-bé thay doi tén thu muc, sir dung mot trong cac cach sau:

+ Bam vao biéu twong thu muc dé chon né va sau do nhéan dé
chuyén sang ché do hiéu chinh (Edit mode).

+ Bam chudt phai vao thu muc va sau do chon Rename.

- Khi tén thu muc duoc t6 chon, nghia la dang trong ché do hiéu
chinh (Edit mode), ta thuc hién:

+ 0 ten mao1 cho thu muc.

+ C6 thé sir dung con tro chudt hodc cac phim miii tén dé di chuyén
con tro dén vi tri chinh xéac trong tén thu muc dé chén hodc xoa cac ky tu.
1.5.2.3. Thay déi cdc hea chon cho thir muc

- Chon thy muc va trén thanh chira Iénh, bam ~ ©"9°"** ™ v4 sau
do chon Folder and Search Options.

+ Tasks: Chi dinh hién thi xem trudc (preview) hay kiéu truyén
thong Browse folders: Chi dinh mdi thu muc sé md ra trong cung mot

cua s0, hodc cua s6 khac nhau.
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+ Click items as follows: Cung cap tiy chon bam don hoac bam dap
dé mo thu muc.
1.5.2.4. Thay doi ché dj hién thi

- Lua chon ché d hién thi, sur dung mot trong cac cach:

- L £ - =« bl e
+ Trén thanh chira Iénh, bam vao biéu tuong

+ Bam chudt phai vao vung trong cua khung nét dung va chon
View.
Gom cac ché do hién thi sau:

e Extra Large Icons ® List

® Large lcons ® Details
® Medium Icons e Tiles

e Small Icons e Content

- Sur dung cot tiéu dé dé sap xép noi dung hodc thao tac xem thém:

+ Diéu chinh do rong cua cot, kéo duomg thang ding o bén phai cua
cot va kéo dé lam cho ¢ot hep hon hodc rong hon.

+ Sap xép ndi dung theo kiéu muc, bam vao tiéu dé cot Type.
1.5.2.5. Sao chép va di chuyén cdc tép tin va thu muc

- Bé sao chép mot tép tin hodc thu muc, chon cac tép tin hoac thu
muc, sau do su dung mot trong cac cach sau:

+ Bam Grasmze = chon Copv. dén vi tri mdi va bam

COrganize -

chon Paste.

+Nhén CTRL + C, di chuyén con tro dén vi tri méi va nhan CTRL + V.

+ Bam chudt phai, chon Copy, dén vi tri méi, nhay chudt phai va
chon Paste.

+ Néu sao chép cac tép tin tr mot 6 dia khac, Windows sé tw dong
tao ban sao lua chon khi nguoi dung kéo chon dén vi tri moi.

+ Néu sao chép cac tép tin trong cing mot 6 dia, giit phim CTRL
khi kéo tép tin hodc thu muc vao vi tri moi,

- Dé di chuyén mat tép tin hodc thu muc: Sau khi lya chon cac tép

P
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tin hoac thu muc, sir dung mot trong cac cach sau:

Orgamize =

+ Bam chon Cut, di chuyén dén vi tri mdi, bam

Organize =

chon Paste.

+ Nhay chuot phai, chon Cut, dén vi tri mot, nhay chudt phai va
chon Paste.

+ Kéo tép tin hodc thu muc dugce lya chon dén vi tri mai trén cung
mot 6 dia.
1.6. Str dung Control Panel

- Control Panel la khu vuc trong Windows gitp ching ta truy cap
cac tinh nang cai dat hay tiy chinh cac cai dat cho cac thiét bi trong hé
thong cua minh.

- Dé truy cap Control Panel, ta lam nhu sau:

+ Bam vao nut Start, chon Control Panel

- System and Security: Duy tri tinh toan ven hé thong va thuc hién
sao luu dir ligu, cac tuy chon vé bao mat.

- Network and Internet: Thiét lap hoac thay doi cach hé thong két
ndi mang hodc Internet va chia sé tép tin véi nhitng ngudi khéc.

- Hardware and Sound: Thiét lap hodc sira d6i cac muc phan cing.

- Programs: Truy cap cac tac vu quan ly hé thong,

- User Accounts and Family Safety: Thiét lip may tinh duoc sur
dung bai nhiéu hon mot nguot.

- Appearance and Personalization: Ty chinh man hinh véi bao vé
man hinh, hinh nén may tinh, va tuong tu.

- Clock, Language and Region: Thay ddi ngay, thoi gian, tién (¢,
hodc s6 dé phan anh céc tiéu chuan theo khu vurc hodc cac ngon ngir.

- Ease of Access: Thay d6i kha nang truy cap thong sb ky thuat.

Phan nay ching t6i chi gidi thiéu mot s6 thiét 1ap co ban sau trong
Control Panel:

- Cai dit may in (Printers):

- Thiét lap d6 phén giai man hinh, anh nen, man hinh cho.

- Xem va chinh sira ngay gio hé thng.
1.6.1. Cai ddt mdy in (Printers)

- Bam chon Start/Control Panel/View devices and printers hoac
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Start/Devices and Printers /Add Printer/ ...

- Local printer attached to this computer: Cai may in cuc bo cho
may dang sur dung,

- A network printer, or a printer attached to another computer: Cai
may in dang dugc chia se trén mang Lan.

- Truomg hop cai may in cuc bo:

+ Use the follwing port: Lptl (chon ¢ong may in la 1) == Next

¢ Chon hang san xuat may in: Manufacturer/ loai may in Printers ==
Next

¢ Printer name: Go6 vao tén may in => Next. ..

t Khong cho phép chia s¢ may i lén mang Lan (Do not share this
printer) hodac cho phép chia sé trén mang (Share this printer so that
other...) vai tén do ta dat & muc Share name => Next == Finish.

- Truong hop cai may in mang: Sau khi chon tuy chon cai mét may
in da duoc chia se, qua trinh tim kiém may in dién ra, chon may mang in
can cai, chon Next => Finish.

1.6.2. Thiét lgp dp phin giai man hinh, anh nén, man hinh ché

- Thiét 1dp dé phin giai man hinh:

Bam chon Start/Control Panel/View by/Category dé hién thi theo
nhom cac thiét lap may tinh. Trong nhom Appearance and
Personalization, chon Adjust screen resolution => Trén 0 Resolution
chon d6 phan giai man hinh.

- Thiét lip anh nén (Desktop background)

+ Bam chon Start/Control Panel/View by/Category dé hién thi
theo nhom cac thiét lap may tinh. Trong nhom Appearance and
Personalization, chon Change desktop background.

+ Trén 6 Picture Location chon vi tri cua anh nén, co thé chon
Browse dé chon thu muc chira file anh trong may.

+ Co thé chon Select All dé chon toan bo anh lam nén hoic Clear
All dé bo tat sau do chi chon I anh.

+ Tai 6 Picture Position chon vi tri anh nén.

+ Tai 6 Change Picture Every: An dinh thoi gian thay doi anh nén
(dung khi ¢co nhiéu anh nén duoc chon).

+ Chon Save changes dé lwu lai thay doi.



- Thiét 1dp man hinh cho

+ Bam chon Start/Control Panel/View by/Category dé hién thi
theo nhom cac thiét lap may tinh. Trong nhom Appearance and
Personalization, chon Sereen Saver. Hodc nhay phai chudt tai man hinh
Desktop chon Personalize, chon Screen Saver,

+ Trén 6 Screen Saver lwa chon kiéu man hinh cho.

+ Trén 6 Setting chon thiét lap cho kiéu man hinh cho.

+ Chon thot gian xudt hién man hinh cho tai 6 Wait.

+ Chon OK.

1.6.3. Xem va chinh sica ngay, gio hé thong

Bam chon Start/Control Panel/View by/Category dé hién thi theo
nhom cac thiét 1ap may tinh=> chon Clock, Language and Region.

+ Chon Set Time and Date, xuat hién cura s6, chon Date and Time.

+ Chon Change Date and Time dé thay doi ngay gio. Chon lai ngay
trén O Date, chon lai gi¢ trén 6 Time.

+ Chon Change time zone dé thay doi mii gio. Chon mii gio can
thay doi => OK.

1.7. Cai dit hodc g& bo cac chuong trinh img dung

Su dung Iénh Programs and Features trong phan muc Programs
cua Control Panel néu chuong trinh trong danh sach.
1.7.1. Cai dat mgt chwong trinh moi

C6 thé cai dat cac chuong trinh tir cac nguon khac nhau.

Mot s chuong trinh tu dong bat dau cai dat khi nguoi dung dua dia
vao 0 dia.

Cac chuong trinh tir Internet ro1 vao mot trong hai loat:

+ Puge phép thue hién mot sao luu hoac ban sao cua ban géc.

+ Néu tai phan mém tir Internet, ludn luu né va quét virus trude khi
cai dat.

Qua trinh cai dat co thé tu dong bat dau khi dua dia CD (Compact
Disk) hay DVD (Digital Versatile Disc) nho tép tin Autorun kem theo
chuong trinh cai dat trén dia hodc nguoi dung phai tu chay cac file cai
dat. Cac tép cai dat thuong co tén: Setup.exe, install.exe,. ..

Khi nha cung cap phan mém thong bao cap nhat cho chwong trinh,
cac ban cap nhat thuong khong bat bugc phai cai dat ngay lap tirc.
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1.7.2. G@ bo mit chuwong trinh

- Cach I- Bam chon Start/ Control Panel/View by/Category,
trong nhom Programs chon Uninstall a program. Lya chon phan mém
cin 20 bo roi chon Uninstall (hinh 1.10).

PO S

- BETEBENAL

Hinh 1. 10. Giao dién Uninstall
- Cach 2: Su dung lua chon Uninstall co san trong chuong trinh.
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CHUONG II. MICROSOFT WORD

Chuwong nay tap trung tim hiéu cac ky nang tir co ban dén trung cap
va s dung céc tinh nang, thao tac co ban dé soan thao van ban trong
MicroSoft Word. Véi cac ndi dung nhu: thao tac soan thao va dinh dang,
cheén cac ddi twong vao van ban, tao biéu do, dinh dang trang va in 4n...
2.1. Téng quan vé Microsoft Word

Van ban noi chung la mot loai phuong tién ghi tin va truyén dat
thong tin bang ngén ngir (hay mot loai ky hiéu) nhat dinh. Van ban dugc
hinh thanh trong nhiéu linh vuc cua doi séng xa hoi. Tuy theo ting linh
vuc cu thé cua doi séng xa hoi, quan ly nha nude ma van ban ¢ nhimg
noi dung va hinh thirc thé hién khic nhau. Van ban la san pham cua hoat
dong giao tiép bang ngon ngir o dang viét, thuong la tip hop cua céc ciu
¢o tinh tron ven vé noi dung va hoan chinh vé hinh thire, ¢o tinh hién két
chat ché va huong to1 mot myc tiéu giao tiép nhat dinh.

Microsoft Word la mét modul thude gor Microsoft Office, ¢o chire
nang hd tro viéc soan thao va dinh dang van ban.

2.1.1. Khoi dgng chwong trinh

bé khai dong Microsoft Word nguoi ding s dung mét trong cac
cach sau:

¢ Bam dup vao biéu twong chuong trinh trén man hinh Desktop
(neu co).

+ Start/All Program/MicroSoft Office 2013/Word 2013

Trén giao dién man hinh dwa ra mot s6 mau trinh bay van ban
thuong gip. Ngudi dung chi can chon mot mau thich hop dé tién hanh
soan thao van ban.

Dudi day la cac thanh phan co ban cua Microsoft Word 2013 trén
hinh 2.1
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Hinh 2. 1. Giao dién lam viée Microsoft Word

(1) Thanh c¢ong cu nhanh: Chira cac 1€énh thao tac nhanh.

(2) File button: Chira Iénh thao tac vot tép.

(3) Thanh Ribbon: Chira gan nhu toan bd cac Iénh thao tac voi
chuong trinh, ching dwoc phan chia thanh cac nhom khac nhau.

(4) Thanh thudc do: Dung dé dat Tab, Paragraph cho van ban.

(5) Thanh cuén: Dung dé di chuyén van ban lén xudng, sang trai
sang phat.

(6) Thanh trang thai: Chira mot 50 thong tin hi¢n thoi cua van ban
nhu ché dé hién thi, ph?m tram hién thi, trang hién tai,. ..

(7) Man hinh soan thao: La phz:in [6n nhit trén man hinh cua chuong
trinh, day la noi dé nguoi ding soan thao ndi dung cua van ban.

2.1.2. Givithiéu thanh Ribbon

Thanh Ribbon la thanh cong cu (hinh 2.2) chira gan nhu toan bé cac
lénh dé thao tac vai chuong trinh, nhu cac Iénh vé Font chi, vé
Paragraph. dinh dang in an.. ..

HIUNE rist TR tedl R 1
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Hinh 2.2. Giao dién thanh Ribbon

Thanh Ribbon bao gf}m cac Tab (Home, Insert, Page Layout,..) bén
trong la cac nhom lénh cua Tab do. Tuy ting ngir canh sir dung, cac nut
lénh sé sang lén cho phép nguoi dung thao tac. Nhu vy dé thao tac voi
mot [¢nh nao do trén thanh Ribbon ngudi ding can phai biét né6 nam
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trong Tab Ribbon nao, sau do chon to1 nhom Iénh can thao tac trong Tab
Ribbon do.

Chi tiét cac Tab Ribbon

- Home (hinh 2.2); Mac dinh trén thanh Ribbon, chia cac nhom
Iénh nhur:

+ Clipboard: Cat dan...

+ Paragraph: Can 1é, phan doan...

+ Font: Font, co, mau chit..

+ Style: Kiéu dinh dang...

+ Editing: Cac chuc nang ti¢n ich khi chinh sua van ban nhu tim
kiém, thay thé, di chuyén,. ..

- Insert (hinh 2.3): Chira cac nhom Iénh lién quan dén viée chen cac
doi twrong vao van ban, chi tiét nhu sau:

L ) raitait vy - z teale Wrbah o # i

Bt x Vadte I sk - LT
Bge o Takie Pataier Dnine Seaces Sppater Gl bin ira o

o Bistaninict e e - viman Ve Honde #e Urop wae

4 Ved

Hinh 2.3. Giao dién thanh cong cu Insert

+ Pages: Cac lénh chén mot trang mai vao van ban hién thot,

+ Tables: Cac lénh lién quan dén bang,

+ Ilustrations: Céc lénh chen doi tuong,

+ Links: Lénh cheén cac lién két.

+ Header & Footer: Tiéu dé trén va dudi cua van ban.

+ Text: Chén cac doi twong van ban nhu TextBox, Wordart, . ..

+ Symbols: Chen cac bieu twong, Ky tu dac bigt vao van ban.

- Design (hinh 2.4): Chtra Iénh lién quan dén cac mau vin ban duoc
trinh bay theo mot b cuc nao do.

Hinh 2.4. Giao dién thanh céng cu Design

+ Themes: Tuty chinh nén cho toan bo cac déi twong shape trén van ban,
+ Page Background: Nén cho trang van ban.
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- Page Layout (hinh 2.5): Chira cac nhom lénh lién quan dén bo cuc

cua van ban.
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Hinh 2.5, Giao dién thanh cong cu Page layout

+ Page Setup: Cac lénh thiét lap dinh dang trang in.

+ Paragraph: Cac Iénh thao tac voi doan van ban.

+ Arrange: Cac Iénh sap xép cac doi twong trén van ban

- References (hinh 2.6): Chita cac nhom Iénh lién quan dén mot so
thu thuat dac biét cho van ban nhu danh muc luc tu dong, tao ghi cha cho

van ban,. .

Eu ik
v

Hinh 2.6. Grao dién thanh cong cu References

- Mailings (hinh 2.7): Chira cac nhom lénh lién quan dén VIEC tao

lap thu, mau biéu cho viéc tron van ban.

MARINGS

Larel: Lan Ll )ll‘:'.‘
Meege - Recipients=
s Hart Fla Lheige Artedobien Fasign e a Baugt nt
Hinh 2.7. Giao dién thanh cong cu Mailings

- Review (hinh 2.8): Chira cac nhom lénh hén quan dén cac thao tac
nhu kiém tra chinh ta cho van ban, tao ghi chi, so sanh noi dung van

ban,...
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Hinh 2.8. Giao dién thanh cong cu Review



- View (hinh 2.9): Chira cac nhom 1énh hién thi, chi tiét nhu sau:
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Hinh 2.9. Giao dién thanh cong cu View

+ Document Views: Ché do hién thi vin ban.

+ Show: Tuy chon hién thi mot s6 thanh Panel.

+ Zoom: Cac lénh phong to, thu nho van ban.

+ Window: Chira cac lénh tiy chon hién thi nhiéu vin ban.

+ Macros: Cac lénh vé Macros.

An hi¢n mjt Tab I¢nh

Pé lam an hay hién mot nhom 1énh hoac mét Tab 1énh trong thanh
cong cu Ribbon, thuc hién theo cac budc sau:

Buwde 1; Bam phai chudt vao mot khoang tréng bat ky trén thanh
Ribbon.

Buwde 2: Chon Customize the Ribbon, hop thoai Word Option
(hinh 2.10) xuat hién va tro tdi muc Customize the Ribbon.

P

Hinh 2.10. Hop thoar Word Uption

Trong danh sach Main Tabs bén phia phai cua man hinh liét ké danh
sach cac Tab Ribbon, mu6n an Tab nao ngudi ding chi can bo dau tich &
dau tén Tab d6. Ngugc lai mudn hién ching lén nguoi dung danh dau tich
cho nhitng Tab bi 4n. Cudi cung bam OK dé luu lai.

Luwu y: Truomg hop mudn an toan bo thanh cong cu Ribbon, bam
chon biéu tuong Minimize the Ribbon (hodc nhén to hop phim Ctrl +
F1) phia goc phai trén cua cura s6 lam viéc. Khi mudn hién lai thanh cong
cu nay, bam chudt vao nat lénh d6 mot lan nita.
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2.1.3. Thanh cong cu nhanh
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Hinh 2.11. Thanh cong cu nhanh

Thanh cong cu nhanh nam goc trén trai cua cua o6 lam viéc (hinh
2.11), chira cac 1énh thuong s dung giap nguot dang co thé thao tac mot
cach nhanh chong, tire thot.

Bo sung cic I¢nh thuong sir dung co trong danh sich mic dinh

Khi mai cai dat chi co mot s nat 1énh trén thanh cong cu nay, mudn
bo sung cac nat 1énh khac nguoi diung bam chudt vao mii tén tro xuong
roi chon vao nut 1énh can bo sung (néu nut 1énh d6 chwa c6 trén thanh
cong cu) (hinh 2.12).

Hinh 2.12. Bd sung cac cong cu vao thanh cong cu nhanh

Bé sung cic 1énh khong ¢6 trong danh sich mic dinh

Microsoft Word con cho phép nguoi ding bo sung 1én thanh cong
cu nay nhitng nat Iénh khac khong c6 trong danh sach mac dinh. Cac
budc thye hién nhu sau:

Rircre 1- Bam chudt chon miii tén tro xudng trén thanh cdng cu
nhanh (Quick Access Toolbar), chon More Commands. ..

Hop thoai Word Options (hinh 2.13) xuét hién va tu dong tro toi

muc Quick Access Toolbar.
CETE e R T

| e ——-

Hinh 2.13. Hop thoai Word Option
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Budge 2: Danh sach bén trai la cac nat I¢nh cua chuong trinh, danh
sach bén phai la cac nat Iénh hién c6 trong danh sach Quick Access
Toolbar. Dé bo sung mét nut 1énh méi nguoi dung chon Iénh twong img
trong danh sach bén trai roi bam nit Add>>, nguoc lai néu mudn loai bo
nut 1énh nao nguoi ding chon Iénh do trong danh sach bén phai roi bam
nut << Remove.

Co thé su dung biéu tugng mii tén lén xuéng dé thay doi vi tri cac
nut lénh trén thanh Quick Access Toolbar.

Sau khi hoan tat, bam chon OK dé luu lai nhiing thay doi.

2.1.4. File Button

File Button chwra cac Iénh thao tac voi tép van ban nhu thém mai,
mo mot File da ton tai, in an, luu tri, hay sua doi cac thong tin veé €p,...
Dé hop thoai File Button xudt hién, bam chudt chon biéu tuong File
Button phia trai thanh Ribbon.

- Info: Chira cac lIénh nhu Save, Save AS, Open, .. Ngoai ra con
cho phép nguoi ding c6 thé thay doi mét so thong tin vé tép trong danh
sach céc tép da hién thi.

- Open: Trong do:

+ Recent Document: Chira danh sach File da mo truoc do.

+ Sky Drive: Lay file tir noi cét trir chia s¢ cho mot nguai nao do.

+ Computer: Tro duong dan dén cac thu muc lru file da soan thao.

- New: Tao mét van ban ma1, ngoai viéc lua chon mét van ban Ir.’fmg
nguoi dung ciing ¢6 thé iy chon cac van ban mau ma Microsoft Word
2013 cung cap san.

- Print: In an van ban, o day nguor dung co the lua chon may i va
cac tuy chon khac ngay man hinh phia bén phai.

- Share: Chia sé vdn ban qua Email, Fax, hay luu van ban thanh cac
dinh dang khac nhau,. .

- Export: Tao mot vian ban c6 dinh dang PDF/XPS, hoic co thé
thay doi dinh dang tép cua mot van ban.

- Close: Bong chuong trinh.

- Option: Thiét lap mét 56 tity chon cho mot van ban Word.

Luu y: Muon dong cira so File Button, bam nit Back hodc nhan
phim ESC.
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2.1.5. Thanh trang thai, thanh cuén, thanh thuoc do

Thanh trang thai: Nam phia dudi cua 50 bao gf)m cac thong un
nhur ché do hién thi, phfm tram hién thi, tong $O tur, sO trang, trang hién
tai,. ..

Thanh cugn: Ding dé di chuyén man hinh soan thao Ién trén hoic
xuong dudi, sang trai hoac sang phai. Thanh cudn bao gom: Thanh cudn
ngang va thanh cuon doc.

Thanh thuée do: Co chirc nang dung dé can chinh vi tri cac doi
twrong trén van ban, can 1&, b cuc ¢ho van ban. Thanh thuoc do cting bao
gom thanh thude ngang va thanh thude doc.

2.2. M{t s6 thao tic soan thao vin ban
2.2.1. Khai niém van ban

Van ban tho

Van ban tho la mot van ban chua dugc trinh bay, né chi can ¢o du
not dung va dung chinh ta. Nhu vay, sau khi khot dong chuong trinh
Microsoft Word, nguot dung da co san mot cura sO van ban mai (hodc sau
khi dung I¢nh New) va co thé bat tay vao viéc nhap van ban tho.

Nhép van ban tho nén chon mot phong chir 16 rang, dé doc, kiéu chir
thuong (thuong diang phong chit mac dinh la Times New Roman vai Font
size 14),

Trong qua trinh nhap van ban, nguoi ding c6 thé dung:

+ Shift-Enter: Xudng dong khong tao doan méi (Line Break).

+ Enter: Xuéng dong tao doan vian ban méi (End of Paragraph).

+ Ctrl-Enter: Xudng dong va ngit sang trang mai (Page Break).

Mt s6 thuit ngir thudng dung

- Character (Ky tu): Khi nguoi dang gé mot phim tr ban phim thi
trén man hinh s& hién ra mot ky tu twong @mg va in duoc ra giay thi do la
mot ky tu. Nhu vy, phim ky tu trén ban phim la tat ca cac phim chi,
phim s6, phim dau (ky tr dac biét).

- Word (Tir): Méi nhom ky tu lién nhau va duoc phan cach béng
khoang trang (phim Space Bar) duoc goi la mot tir.

Chii y: Trong doan vin ban khi co déu ngat cau nam gitta hat tir
(nhu dau cham, dau phay..), nguoi dung phal g6 diu ngat cau nam sat
vao tir dimg trude, tiép dén la mot khoang trang (phim Space Bar) roi maoi

43



g6 tiép tir dang sau.

- Paragraph: La mot doan van ban duoc két thic bang cach xudng
dong. Néu nguoi dung chi g& phim Enter ma khong gd thém chir nao thi
do6 la mot Paragraph rong, ngoai ra Paragraph co thé chi la mét dong chir
ngan con thong thuong thi mot Paragraph sé co nhiéu dong chir.

- Word Wrap: Khi gd mot doan van ban dai ma khong co déau
cham xubng dong, nguai ding sé& thay van ban ty dong xuéng dong mdi
khi gap Ié bén phai cia trang gidy, do la Word Wrap.

2.2.2. Cdc thao tdc véi mot tép van bin

Tao mgt vin ban méi

Mac dinh khi khoi dong Microsoft Word chuong trinh sé ty dong
tao mot van ban moi, tuy nhién trong cac truong hop khac nguoi dang ¢
thé tao mot van ban méi bang cac cach sau day:

+ Bam t6 hop phim Ctrl + N.

+ File Button/New.

Luu y: Microsoft Word con cung cap rat nhiéu cac mau (Template)
duge xdy dyng san ma nguoi dung co thé ké thira va sur dung lai. Viéc sur
dung cac mau (Template) dugc xdy dung san sé giup ngudi dung tiét
ki¢m thoi gian cling nhu tiép can voi cach trinh bay van ban hi¢n dai,
khoa hoc cua Microsoft,

Quay tro lai cach thir hai trong cira s6 New (hinh 2.14) nguai dung

bam chon loai mau mudn soan thao nhur: thu, Card, Fax...

s aes ‘" Ems sEEEEN

Hinh 2.14. Hop thoai New

Dé lua chon Templates nguai dung chi can bam chudt vao mau dé
roi nhan Create. Mot File mdi dugec mo véi ndi dung nhu hinh anh mo ta
vé ban mau ma nguoi ding vira chon. Tir van ban nay ngudi ding c6 thé
chinh sira thay dbi noi dung cho phu hop véi yéu cau sir dung.
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Luu lai van ban

Sau khi hoan thién mét van ban nguoi dung ¢ thé luu lai trén 6 dia
ctng dé sir dung o cac lan tiép theo. V&i Microsoft Word 2013 nguoi
ding c6 thé luu mot van ban bang cac cach sau day:

+Bam chon biéu trgng Save trén thanh cong cu Quick Access.

+Bam chon nat Save trong cua s6 File Button, chon muc
Computer, sau do chon vi tri can luwu van ban.

Néu van ban duoc tao mai va luu lan dau tién, bing mot trong hai
cach trén hop thoai Save As sé xuat hién nhu hinh 2.15.

Hinh 2.15. Hop thoai Save

Nguoi dung chon duong dan luu File trén 6 dia climg roi nhap tén
cho cho File van ban vao muc File Name, cudi cing bam nit Save dé luu
lai van ban.

Lieu y: Dé luu lai van ban véi mot tén khac chon Save As trong File
Button.

Cac thao tac con lai gidng nhu khi chon nat Save

Mé mét vin ban da tdn tai

C6 thé thuc hign theo mot trong cac cach sau day:

+ Trong cura s6 Window Explorer bam dup chudt vao van ban can mo.

+ Bam t6 hop phim Ctrl + O.

+ File Button/Open

Bang mot trong hai cach thir 2 va thir 3 hop thoai Open xuat hién
chon t&i File cAn mé ro1 bam chon nut Open.

Thoat khéi ing dung

Nguoi dung c¢6 thé chon mét trong cac cach sau day:

+ Bém chon nat Close & goc phai trén cua man hinh Microsoft
Word.
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+ File Button/Close.

Bang mot trong hai cach trén, néu tép van ban cua n;,um dung chua
leu chuong trinh s& xuat hién hop thoai xac nhan Néu mubdn luu lai thay
d6i chon Save, nguoc lai chon Don’t Save, néu mudn huy thao tac tat img
dung bam chon nut Cancel.

2.2.3. Soan thdo van ban

Sau khi thiét lap mot s6 thude tinh cho van ban nhu khé giéy, can 18,
Font — ¢ chit nguoi dung da c6 thé soan thao van ban tho. Nhu trinh bay
o phan trude nguoi ding nén soan thao day du noi dung ¢ dang van ban
thd trude khi tién hanh hiéu chinh van ban. Dé soan thao ndi dung cho
van ban nguoi dung co thé sir dung toan b cac phim chit, s6 va cac ky co
trén ban phim may tinh.

Di chuyén trén viin ban

Ngoai cach sir dung chudt tro t&i vi tri can di chuyén nguoi ding
con co thé sir dung cac phim chirc nang dé tang toc do di chuyén, mot s6
phim thuong su dung la:

-«—: D1 chuyén con tro chudt sang trai mot ky tu so voi vi tri hién

thoi,

- —: Di chuyén con tro chudt sang phai mot ky tw so vai vi tri hién
thoi.

- 1: Di chuyén con tro chudt 1én trén mét dong so voi vi tri hién
thoi,

- |: Di chuyén con tro chudt xudng dudi mét dong so voi vi tri hién
thoi.

- Ctrl + «: Di chuyén con tré chudt sang vi tri ky tir dau tién cua
chir tiép theo bén trai so vai vi tri hién thoi.

- Ctrl + —: Di chuyén con tro chudt sang vi tri ky tw dau tién cua
chir tiép theo bén phai so vai vi tri hién thoi.

-Ctrl + 1: D1 chuyén vi tri con tro chudt lén vi tri ky tu déu tién cua
doan van ban bén trén so vai vi tri hién thoi.

-Ctrl + |: D1 clluyén vi tri con tro chudt xuéng vi tri dau tién cua
doan van ban phia dudi so véi vi tri hién thoi.

- Home: Di chuyén con tro chudt tdi vi tri dau dong hién thoi.

- End: Di chuyén con tro chudt téi vi tri cudi dong hién thoi.
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- Page Up: Di chuyén con tro chudt lén dau trang hién thoi

- Page Down: Di chuyén con tro chuét xuéng cuoi trang hién thei
2.3. Cac thao tac dinh dang
2.3.1. Lwa chon van bdn

Khi soan thao nguot dung phai thuong xuyén lua chon (boi den)
mot pl]§|1 (mot dong, mot doan, mot trang,...) hay toan bo van ban dé
thuc hién cac thao tac chinh sira. Dudi day la cac cach khac nhau dé boi
den né1 dung van ban.

Ding chugt

- Chon mdt chir: Bam dup chudt trai vao chir can chon.

- Chon mot phﬁn ndi dung van ban: D1 chuyén con tro chuodt to1 vi
tri ddu tién can boi den, gitr chudt trai va ré tdi vi tri cudi cung cua doan
van ban can boi den.

Diang bian phim

- Shift + —: Lua chon van ban bén phai vi tri con tro hién thot.

- Shift + «: Lua chon vin ban bén trai vi tri con tro hién thoi.

- Shift + 1: Luwa chon p]lﬁn bén trai cua dong hién tai va phfin bén
phai cua dong phia trén so voi vi tri con tro hién thoi,

- Shift + |: Lua chon phan bén phai cua dong hién tai va phan bén
trai cua dong phia trén so vo1 vi tri con tro hién thot.

- Ctrl + Shift + —: Chon phan con lai bén phai cia chir gan nhat so
Vot vi tri con tro hién thoi.

- Ctrl + Shift + «: Chon phan con lai bén trai cua chir gan nhat so
vO1 vi tri con tro hién thot.

-crl + Shitt + |2 Chon phe'm con lai ben phat cua doan van ban hign
thot tinh tir vi tri con tro hién thoi.

- Ctrl + Shift + 1: Chon phﬁn con lai bén trai cua doan van ban hién
thoi tinh tir vi tri con tro hién thon.

- Ctrl + Shift + End: Chon néi dung tir vi tri con tro hién thon dén
cubi van ban.

- Ctrl + Shift + Home: Chon ndi dung tir vi tri con tro hién thoi dén
dau van ban.

Str dung thanh cong cu Ribbon

Dé Iwa chon vin ban béng nat 1énh trén thanh céng cu Ribbon nguoi
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dung bam chon Tab Home, tim dén nhém lénh Editing. Bam chudt chon
Select:

- Select All: Lua chon toan bg nd1 dung van ban.

- Select Objects: Chi cho lya chon cac doi tugng (hinh anh, doi
tuong shape) co trén van ban.

- Select Text with Similar Formatting: Lya chon ndi dung vin ban
¢6 dinh dang giéng nhu van ban ¢ vi tri con tré hién thoi.
2.3.2. Sao chép, cit ddn, xéa vin bin

Sao chép vin ban

Dé thuce hién thao tac sao chép vin ban thuc hién nhu sau:

Burde 1: Lua chon (boi den) ndi dung van ban can sao chép.

Bude 2: Thue hién theo mot trong cac cach sau day:

+ Bam t6 hop phim Ctrl + C

+ Bam phai chudt chon Copy

+ Trong Tab Home/Clipboard/Copy.

Ciit vin bin

Nguoi dung thuc hién chirc nang Cut van ban nhu sau:

Buwdc 1: Chon ndi dung van ban can cit (Cut).

Budce 2: Thuc hién theo mét trong cac cach sau day:

+ Bam td hgp phim Ctrl + X

+ Biam phai chudt chon Cut

+ Bam chon Tab Home/Clipboard/Cut.

Dan van ban

Sau khi sao chép hay cat noi dung van ban ¢ hai phan trudc chic
chan nguoi ding can phai dan né vao mot vi tri nao d6, vai cac bude thuc
hién nhu sau:

Buwdce 1: Bam tro chudt tdi vi tri can dan van ban,

Buwde 2: Thuc hién theo mot trong céc cach sau day:

+ Bam t6 hop phim Ctrl +V

+ Bam phai chu6t trong muc Paste Options

= Keep source formatting: Dan ca ngi dung Text va gitr lai dinh
dang nhu nguyén goc.

» Merge formatting: Dan ndi dung Text va hoa trén dinh dang
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géc voi dinh dang cua vi tri can dan.
A Keep Text Only: Chi dan minh noi dung Text, lay dinh dang
theo dinh dang cua vi tri con tro hién thoi,

+ Bam chon Tab Home/Clipboard/Paste

Xoa vin ban

Co thé thuc hién x6a chi mot ky tu hoac xoa mot doan hay ca van
ban, Chuong trinh sé thuc hién [énh xo6a vor nhimng ky tu ma nguor dung
da chon.

Xoa mot ky tu: Dat con tro Text trong vin ban, go phim Delete dé
xoa mot ky tu ¢ bén phai con tro Text, go phim Backspace dé xoa mot ky
tu o bén trai con tro Text.

Xoa mét doan van ban: Danh dau chon doan van ban can xoa, nhan
phim Delete hodc phim Backspace dé x6a doan vin ban do.

2.3.3. Lam viéc vai doan van ban

Paragraph 1a mot doan van ban duoc két thic bang phim Enter.
Thong thuong trong mot van ban ngoai viée nguoi dung phai trinh bay
Font chir sao cho dep, rd rang, dé hiéu thi viéc trinh bay Paragraph sé lam
cho van ban cua nguot dung tro nén phong pha hon, dep hon va mang lai
st thuyét phuc cao hon véi sy khoa hoc cua van ban.

Sur dung thanh céng cu Ribbon

Trén thanh cong cu Ribbon ngudi ding quan tam dén nhom lénh
Paragraph trong Tab Home.

Pé thuc hién can chinh cho mot doan van ban trude hét nguol dung
can ham tro chuat tn doan vin ban do va thue hién theo nhimg chi dan
sau day:

- Can chir cho doan van ban: nguoi dung sir dung lénh Alignment

dé can chir cho doan vin ban (= = = =),

1|

+ . Can chir theo 1€ trai cua van ban.

+

: Can gitra chir cho doan van ban, thuong st dung cho cac tiéu

4
il

. Can chir theo 1€ phai cua van ban

+

= . Dan déu chir theo kho giay cua van ban, thuong su dung cho
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cac doan ndi dung cua van ban, voi chirc nang nay van ban cua nguoi
ding s& dwoc dan déu khong bi tho thut ¢ 1& trai hay 1é phai cia van ban.

- Dan dong cho doan van ban: Su dung lénh Line Spacing (hinh
2.16), bang cach bam chudt vao biéu twong Line Spacing trén thanh cong
cu. Nguoi dung co6 thé chon mot trong cac mau ¢o san hoac chon:

+ Add space Before Paragraph: Thém khoang tring phia trén cua
doan van ban.

t Remove Space After Paragraph: BGt khoang trang phia dudi cua
doan van ban.

Hinh 2.16. Hip thoai Line Spacing

Ngoai ra nguoi ding cling c¢o thé chon Line Spacing Options. .. dé
tuy chinh khoang cach giira cac dong trong doan véan ban.

- Can 1¢ cho ca doan van ban: sir dung lénh Indent dé cin 1€ cho ca
doan van ban ( €= 4= ),

+¢= - Pua 1é toan bd doan van ban sang bén trai mot bude Tab.

++= - Pua 1€ toan bo doan vin ban sang phai mot buoc Tab.

Str dung thanh thudc Ruler

Thanh thuée ngang ciing co thé sir dung dé can chinh 1é cho doan
vin ban:

+ O ' First line indent: Nut trén bén trai thanh thwdc
ngang dung dé can 1é cho dong dau cua doan van ban, dé thuc hién chi
can bam vao biéu twong nay va kéo trugt vé bén phai. Khi d6 dong dau
cta doan van ban hién thoi sé dugc di chuyén theo.

+ @ ' Left indent: Nut phia dudi bén trai thanh
thuoc ngang dung dé can 1é cho toan bd ndi dung doan van ban, dé thuc
hién chi can bam chudt chon biéu twong nay va kéo vé phia bén phai hoac
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bén trai. Khi d6 toan bo ndi dung van ban sé di chuyén theo trir dong dau
tién cua doan van ban.

+ @ : Right indent: Nt duy nhét bén phai thanh
thude ngang dung dé can 1é phai cho ni dung van ban bao gom ca dong
dau tién. Dé thuc hién nguoi ding chi can bam chudt chon biéu tuong
nay va kéo di chuyén ngang theo thanh thuoc. Khi do toan bd ndr dung
cua doan van ban hién thoi sé dugce can trai theo vi tri cua biéu tuong nay.

Su dung hép thoai Paragraph

Dé chinh swra Paragraph cho doan véan ban ngoai cach su dung céac
cong cu trén thanh Ribbon con co thé su dung hop thoar Paragraph. D¢
bat hop thoar nay nguor dung bam chuot vao biéu tugng mii tén ( - ) phia
dudt nhom énh Paragraph trén thanh cong cu Ribbon.

Hop thoai Paragraph (hinh 2.17) s& xuat hién nhu hinh duoi day:

v - - - |

= e

Hinh 2.17. Hop thoai Paragraph

Hop thoai gdm hai Tab la Indent and Spacing va Tab Line and Page
Preaks. O diy ching ta quan tim dén Tab Indent and Spacing.

- Alignment: Can cht cho doan van ban, nhan bon gia try la Left
(can trai), Right (cin phai) Center (can gitra) va Iustified (cin déu hai
bén).

- Qutline: Dung dé chon bac cho doan vin ban phuc vu cho viée tao
muc luc tu dong. Nhitng doan van ban ¢d Outline tir Level | dén Level 9
s ¢6 thé la ngi dung cua muc luc, cac doan khac co Outline la Body Text
s€ chi 1a no1 dung cua vin ban,

- Left: Gia tri trong 6 nay la vi tri vé trai cua van ban.

- Right: Gia tri trong 6 nay la vi tri vé phai cua van ban.

- Special: Thiét lap vi tri dong dau cua doan véan ban, nhén ba gia tri
None (khong thay doi 1¢ dong dau doan), Firstline (Lui vé bén phai so véi
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ndi dung van ban), Hanging (Lui vé bén trai so véi ndi dung van ban).

Sau khi chon hai gia tri First line va Hanging nguoi dung c6 thé
thay doi khoang cach trong muc By.

- Before: Khoang cach gitra doan van ban hi¢n thot vor doan van
ban phia trén no, thong thuomg dé gia tri la 6 pt.

- After: Khoang cach gitra doan van ban hié¢n thoi voi doan van phia
dudi nd, thong thuong dé gia tri 1a 6 pt.

- Line Spacing: Khoang cach giira cac dong trong doan van ban,
thuong dé gia tri Single.

+ Single: Khoang cach la cach gitra cac dong trong Paragraph la |
dong.

+ 1.5 lines: Khoang cach la cach gitra cac dong trong Paragraph la
1.5 dong

+ Double: Khoang cach la cach gitra cac dong trong Paragraph la 2
dong.

# At Least: Tao khoang cach Ién hon mot dong bang cach gd nhép
s6 do mot cach chinh xac vao muc At (don vi la point).

+ Exactly: Khoang cach chinh xac theo s6 da gé nhip vao muc At
(don vi la point).

+ Multiple: Khoang cach tinh theo s6 dong da gé nhap trong muc At
(don vi la Lines).

Luu Y- Néu trong muc Line Spacing chon Exactly va nhap s6 qua
nho trong muc At nguoi dung sé thiy cac dong trong Paragraph la rat
nho Do dé né s& lam cac dong chit trong Paragraph cham hodic dé chong
lén nhau va khién nguoi dung khong thé doc duoc cac dong chir trong
Paragraph do. Viy nén khong nén nhap s6 nho hon 1.

St dung Menu nhanh

Mot tién ich dwoc cai tién dang ké trong cac phién ban tir Office
2007 la st dung menu nhanh ngay trén ndi dung van ban. Trudc hét
ngudi dung bdi den doan van ban can can chinh Paragraph, mét menu mo
mo xudt hién phia trén con tro chudt, nguoi dung hay di chuyén con tro
chudt ta1 viing do. Mot thanh cong cu sé sang lén cho nguoi dung thao
tac, day chinh la menu nhanh trong Microsoft Office.
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2.3.4. Tty bién Font chi

Trude hét nguoi dung chon doan van ban can tuy bién Font (hinh
2.18) chir va sir dung mot trong cac cong cu sau day:

Swr dung thanh cong cu Ribbon

Baste - s 7 U - M . b o
st

Hinh 2.18. Hdp thoat Font

Dé hiéu chinh Font bang cong cu trén thanh Ribbon ching ta quan
tam dén nhom lénh Font.

- calibri Body) ~ Font: Thay doi Font chit cho doan van ban dugc
chon.

- 11 - Font Size: Thay doi ¢ chir cho doan van ban dugc chon

A" Grow Font: Tang cd chit Ién | don vi

A Shrink Font: Giam c& chir di mot don vi

Aa~ Change Case: Thay doi thanh kiéu chir hoa hay chir thuong

+ Sentence case: Gilt nguyén nhu van ban thé da soan thao

+ Lowercase: Chuyén toan bg thanh chir thuong

+ Upper case: Chuyén toan b¢ nd1 dung thanh chir viét hoa

+ Capitalize Each Word: Viét hoa cac chir cai dau cua tir

+ Toggle Case: Viét thuomg chit cai dau va viét hoa cac chit con lai.

- % C(Clear Forrmatting' X6a toan hé dinh dang Font chir cho doan
van ban dugc chon

- B Bold: Chir dam

[talic: Chir nghiéng

= ™~

» Underline: Chir gach chan, dé thay d6i kiéu gach chan bam
chon miii tén tro xuong bén cach biéu tuong nay roi chon kiéu gach chan
can thiét lap.

Ngoai ra néu khong vira y voi mau den nguoi dang ciing co thé
chon cac mau khac bang cach di chuyén chugt téi muc Underline color va
chon mau tuong trng ¢ hop mau bén phai.
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38¢ StrikeThrought: Chir gach ngang
x. SubScript: Danh chi s6 dudi cho chir (vi du X)
- X" SuperScript: Danh chi sb trén cho chix (Vi du X?)

- A&~ Text Effect: Chir img dung, dé thiét lap chit img dung bam
chon biéu tugng nay trong nhom Iénh Font.

Danh sach d6 xudng chon toi kiéu chir img dung can thiét lap.
Ngoai ra néu chua vira y nguoi dung c6 thé thay ddi cac tham s6 nhu
bong do, dudng vién,... & cac muc bén dudi.

- ¥+ Text Highlight Color: Thay d6i mau nén cho chit, néu bim
chon biéu tuong nay chuong trinh s& ty dong liy mau dang hién thi lam
mau nén cho chit trong doan van ban da chon. Dé thay déi mau bam chon
mili tén bén phai biéu tuong nay, hop mau xuat hién ngudi dung co thé
lura chon cac mau khac co trong ban mau.

Trong truong hop mudn x6a mau nén chon No Color.

- A - Font Color: Mau chir, twong tr nhu mau nén nguoi ding
bam chon biéu tuong nay dé thiét lap mau hién tai cho chir trong doan
van ban da chon, ngoai ra co thé chon cac mau khac béng cach bam chuot
vao biéu tuong mili tén tro xudng bén phai biéu twong nay.

Sur dung hdp thoai Font

Dé tiy bién Font chit bang cach sir dung hép thoai Font chon biéu
tuong Font phia dudi nhom I¢énh Font.

Hép thoai Font xuét hién, trong hop thoai nay ching ta quan tim
dén Tab Font

- Font: Danh sach Font chir hé thong, ngudi dung c6 thé chon mét
loai Font chir bat ky trong danh sach nay.

- Font style: Kiéu chir, trong danh sach c6 4 gia tri:

+ Regular: Binh thuong + Bold: Chir dam

+ Italic: Chir nghiéng + Bold Italic: Chir ddm nghiéng.

St dung Menu nhanh

C6 thé sir dung menu nay dé hiéu chinh Font chit cho van ban. Cac
bude thuc hién nhur sau:

Budce I: Chon doan van ban can hiéu chinh Font chit
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Budge 2: Di chuyén Ién menu nhanh phia trén

Cac tuy chon trong menu nhanh co chirc nang twong tu nhu trong
nhom Font.

2.3.5. Ddnh diu ddu doan va danh 5O thir tw tw ding

D¢ van ban duoc trinh bay 1o rang cac dé muc va phong phu sinh
dong, nguoi dang co thé trinh bay van ban theo kiéu liét ké. Nghia la
trong van ban sé ¢ cac gach dau dong, hay cac muc 1, 2, 3..., hay theo
bang chir cai a, b, ¢... Voi Microsoft Ofice 2013 ¢6 thé nhan cac kiéu liét
ké nhu vay nho vao kha nang nhan biét cac ky hiéu ding dau mdi
Paragraph. Nguoi dung c6 thé lya chon kiéu liét ké bang s6 thir tw hay
bang cac ky hiéu dac biét.

Sw dung cdc cong cu trén thanh Ribbon

Trong nhom Paragraph thuong su dung cong cu Bullets,
Numbering, Multilevel list.

- Bullets: Chon cac biéu twong lam ky hiéu dau doan van ban, dé
thuc hién ngudt dung lam nhu sau:

Burgbe - Chon nhitng doan van ban can thiét ké cac ky hi¢u dau
doan.

Bude 2: Bam chudt vao nat Bullets (hinh 2.19) trén thanh Ribbon,
lru y néu ngudi dang bam chudt vao phan chinh cua nat 1énh thi mot biéu
tuong méc dinh (sir dung gan day nhit) sé duoc chon lam ky hiéu cho dau
cac doan van ban. Trong truomg hop muén thay doi bam chudt vao phan
miii tén bén phai cua biéu tuong. Xuat hién danh sach nhu hinh dugi day:

BT @ Y ABbe ¢

O )
[=llelloll=][=][*]
v -'
LR e

et b Bt

Hinh 2.19. Hop thoai Bullets

Recently Used Bullets: Biéu tuong st dung lan gan nhét va duoc
chon la biéu tugng mic dinh.

Bullet Library: Danh sach cac biéu tugng san co.

Document Bullets: Biéu twong dang sir dung trong doan van ban
hién tai.
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Change list level: Thay d6i Outsite Level cho nhitng doan van ban
hién thoi va cing véi no la thay doi cac biéu twong dau doan.

Define new bullet (hinh 2.20): Binh nghia mét Bullet moi, bam
chon muc Define New Bullet... trong hop thoai do xudng, hop thoai
Define New Bullet xuat hién nhu hinh dudi day:

Hinh 2,.20. Hop thoai Define New Bullet

+ Bam chon nit Symbol néu mudn thay doi cac biéu twong. Sau khi
chon xong biéu tugng mai bam Ok dé hoan tat.

+ Bam chon nut Picture néu mudn sur dung cac hinh anh lam ky hiéu
dau dong cho doan van ban.

Ching ta co thé chon anh tir thu muc chira file anh trong may tinh
bang cach chon From a File, hodc c6 thé chon anh mau tim kiém tir thu
vién anh cua Office bang cach chon Office.com Clip Art, hay c6 thé tim
trén mang Internet bang cach chon Bing Image Search.

- Font: Ngoai viéc thay doi cac hinh anh dai dién nguol dung con co
thé thay doi ca Font chir va khoang cach giita ky hiéu dau doan va noi
dung doan van ban, bang cach bim chon nut Font.

- Numbering: Khac vin Bullet sir dung cac hinh anh, biédu tirong
lam ky hiéu dau doan van ban, Numbering sir dung cac ky tu lién tiép
nhu 1, 2, 3,... hay I, II, Ill,... hay a, b, c,... Dé sir dung cong cu nay
nguoi dung thuc hién nhu sau:

Bude 1. Lua chon nhitng doan van ban can tao ky higu déau doan

Buée 2: Bam chudt vao nit Numbering trén thanh Ribbon, lvu v
néu ngudi ding bam chudt vao phan chinh cua nat lénh thi mét biéu
tuong mac dinh (st dung gan day nhat) sé duoc chon lam ky hiéu cho dau
cac doan vin ban.

Trong truong hop mudn thay dbi nguoi dung bam chudt vao phan
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miii tén bén phai cua biéu tuong. Mot danh sach sé d6 xudng nhu hinh
duai day:

Hinh 2.21. Hop thoai Numbering

+ Trong muc Numbering Library nguoi dung cé thé chon mot
kiéu bat ky dé su dung lam ky hiéu dau doan van ban, néu mudn huy bo
chon muc None.

+ Nguoi dung ciing ¢6 thé tu thiét ké cac mau riéng cho minh bang
cach bam chon muc Define New Number Format.

Trong muc Number Style chon mét kiéu nhat dinh hoac tu dinh
nghia mot kiéu @ muc Number Format. Chuong trinh sé hién thi két qua
& muc Preview dé nguoi ding c6 thé xem trudc.

Luu y: Co thé thiét lap gia tri bat dau cho danh sach liét ké bang
cach bam chon muc Set Numbering Value. Mot hop thoai sé xuat hién
nhu hinh 2.22 duai day:

" se1 umbenng vaive bl

Cantinue fiam @rawous

| o || concat |

Hinh 2.22. Hdp thoai Set Numbering Value

Nguoi dung thay dbi gia tri bat dau cho danh sach trong muc Set
value to.

- Multilevel List: X¢t trong mdt quyff'n sach chung ta Ihe’iy bé cuc ¢o
thé xuat hién nhiéu mic do thé hién cﬁp bac. Bé thuan tién cho nguoi
soan thao khéng phai nh¢ xem minh da viét dén bai hay muc nho nao
Microsoft Word 2013 cung cap cong cu Muntilevel List, gitip nguoi ding
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tu dong danh cac dé muc nay.
2.3.6. Chia cét cho vdan bdn

Mot vi du ma ngudi dung thuong thay vé chia cot cho van ban la
cac trang bao gidy. Do dac thu cac trang bao rat rong, dé ngudi doc co thé
tap trung ngudi thiét ké da chia n6i dung bai bao thanh nhiéu cot khac
nhau. Véi Microsoft Word 2013 dé chia ¢t cho néi dung van ban nguoi
dung thuc hién theo cac budc sau:

Buwdce 1: Chon phﬁn van ban can chia cot

Bude 2: Chon Tab Page Layout/Page Setup/Columns (hinh 2.23).

Bude 3: Trong hop thoai d6 xudng ngudi dung c6 thé chon mot kiéu
chia cot bat ky trong danh sach. Hodc chon More Columns dé thiét lap
cai dat.

Hinh 2.23. Hgp thoai Columns

Hop thoai Column xuét hién:

- Preset: Kiéu chia cot

- Number of columns: S ¢t cin chia cho ndi dung vin ban

- Line Between: Gach ngén cach giira hai cot

- With and spacing: Thay d6i do rong va khoang cach giira cac cot.
Trong trrdng hop mudn thiét 1ap dé rong tét ca cac cot bang nhau nguoi
ding tich chon muc Equal column width. Cudi cung bam Ok dé hoan tat.

- Khi chia cot s& co trudng hop tat ca dir liéu don hét vé mot cot, dé
budc doan van ban nhét dinh nhay tir cot nay sang c6t kia ta dung mot
trong cac cach sau:

+ Trén Tab Page Layout/Page Setup/Breaks va sau do chon Column;

+ Nhén Ctrl + Shift + Enter.
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2.3.7. Tao chi cdi lon ddu doan
Pé doan van ban tré nén thu hut nguoi doc hon, dé lam dwoc hiéu
ung nay, ta thue hién nhu sau:
Buwde 1: Boi den chir cai dau tién trong doan can tao chit lon.
Bude 2: Trén the Insert, trong nhom Text, chon Drop Cap. Co 2
ché d6 Drop Cap ma ching ta quan tam d6 la: Dropped va In Margin.
Ngoai ra, ching ta ¢6 thé chinh sura chir cai lon theo y cua riéng
minh bfmg cach chon muc Drop Cap option... Trong d6 muc
+ Lines to drop: S6 dong van ban can chira ra cho chir cai
+ Distance from Text: Khoang cach cua van ban so vai chir car lon.
2.4. Chén cic dbi twong vio viin bian
2.4.1. Ddnh s trang van bdn
Dé cheén sb trang vao tai héu, uén thé Insert/Header & Footer/
Page Number (hinh 2.24),
[y Ly B
Hesder Foster | Page’

reader & f 9] Top of Page
a1 Bortom of Page »
1 Page Marging
A Lurent Position
[ Ecrmat Page Numbers...
F3 Remove Pags Mumbers

Hinh 2.24. Hop thoai Page Number

C6 thé tuy chon cheén s6 trang 1én 1¢ trén hodc 1é dudi cua trang,
ngoai ra nguoi dung cling c6 thé chinh sira dinh dang cua s6 trang van
han h:"mg cach bam chon Format Page Numbers

- Top of Page: Hién thi cac vi tri ¢ thé dat s6 trang o dau trang.

- Bottom of Page: Hién thi cac vi tri co thé dat so trang & cudi
trang,

- Page Margins: Hién thi cac vi tri co thé dat so trang o lé.

- Current Position: Hién thi cac lva chon danh so dé ap dung véi vi
tri danh s6 trang hién tai.

- Format Page Numbers: Hién thi cac kiéu sb trang khac nhau (1,
2, 3; 1, 11, 1ii) cing nhu lua chon con sO bat diu ding dé danh 0 néu
khong bat dau tir 1.
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2.4.2. Chén hinh anh
2.4.2.1. Chén File anh trén o dia

Dé chén mot File anh tir & dia cimg vao van ban ngudi ding thuc
hi¢én theo cac budc sau day:

Bude 1: Dat chudt tai vi tri can cheén File anh vao van ban.

Buwge 2: Chon Tab Insert/Illustrations/Picture.

Cua sb Insert Picture xuét hién nguoi dung tim téi File anh can
chén vao van ban, bam chon File nay roi nhan nut Insert.

Buede 3: Ty chinh hinh anh trén van ban

- Bam chudt chon hinh anh trén van ban. Mot Tab 1énh mai
(Format) xuat hién trén thanh cong cu Ribbon, Tab Iénh Format chira
hau hét cac Iénh thao tac véi hinh anh trén van ban.

mCTURE T8

FORMAT

m * Camectons s Jal Compron Pusirm | P P i Bt Barier -
Ry W Coict 1 Change Prtion - e : ) m | =] G Wictute Effeen -
Baskgruang (il At Eiects < T Reen Puctuer - QL T —
At Putuis Hries £

Hinh 2.25. Hip thoai Pictures

- Nhom lénh Adjust:

+ Color: Lya chon hi¢u ing mau cho birc anh.

+ EoChangePicture  Change Picture: Thay thé hinh anh hién tai,
ngudi dung bam chon biéu tugng nay roi tim téi hinh anh méi dé thay dé
hinh anh hién tai.

s

- Nhom Iénh Picture Styles

+ Danh sich cic Style: Dy la nhimg tién ich méi duge bd sung
trong Microsoft Word, c6 thé sit dung ching dé thiét ké khung cho hinh
anh.

+ LZPictureBorder~  Picture Border: Dung dé thay ddi mau cua
duong vién cho hinh anh

+ Q Picture Effects~ Picture Effect: Nguoi dung c6 thé tiép tuc hiéu
chinh hinh anh véi thir vién cac tmg dung ma Microsoft Word 2013 cung
cfip béng cach bam chon biéu tuong Picture Effect. Trong danh sach dugc
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liét ké co thé thay doi bong, cac goc nghiéng cho anh, ...

+ 5 Picture Layout~  Picture Layout: Sau khi tiy bién anh véi cac
Style rat chuyén nghiép han nguoi dung sé con phai ngac nhién hon voi
cong cu Picture Layout. Microsoft Word 2013 cung cap thu viéc cac
Layout chuan cho khéng nhirng trinh bay ma con ¢6 thé mo ta hinh anh
rat sinh dong voi nhiéu chu dé khac nhau.

- Nhém Iénh Arrange: Sur dung cac lénh trong nhom nay dé sap
xép vi tri hinh anh trén van ban.

Co thé thiét lap vi tri cho hinh anh trén trang van ban bang cach bam
chon biéu tuong Position. Mot danh sach cac vi tri duoc liét ké trong
menu nhanh.

Trong muc In line with Text la vi tri ban dau cua hinh anh, phia
dudi trong muc With Text Wrapping cho phép nguoi dung thiét lap cac vi
tri nhur mo ta trong hinh minh hoa, co thé l1a o dau trang, gitra hoac cudi
trang, (mg voi no la cac vi tri bén phai, bén trai va o gira.

+ Wrap Text: Thong thuong mét trang van ban co chira hinh anh
thi sé chira né1 dung Text. Trén nhiing van ban do ngudt dung sé théy luc
thi hinh anh bén trai, luc lai bén phai néi dung Text, hay hinh anh o giira
bao quanh la ndi dung Text cua van ban,... Dé thiét lap dwoc nhu vay
nguoi dung bam chon biéu tuong Wrap Text, mot danh sach cac kiéu
Wrap Text sé xuat hién, bam chudt chon mét kiéu bt ky cho hinh anh
cua minh.

+ BringForward - Bring Forward: Hién thi hinh anh lén trudc cac
hinh anh khéc, si dung cong cu nay trong truong hop co nhiéu hinh anh
x€p lén nhau.

+ OSendBackward - GSend Backward: Hién thi hinh anh sau céc
hinh anh khac, trrong hop sur dung twong tw Bring Forward.

+ |2 align- Align: Sir dung coéng cu nay dé can chinh 1¢ cho mét
hoac nhiéu hinh anh mét lic.

+ B~ Group: Nhom cac hinh anh lai vé1 nhau, chon danh sach
hinh anh can nhom, tiép theo bam chon biéu tugng Group trén thanh cong
cu, tiép tuc chon lénh Group. Truomg hop muon g& nhom nguoi dung
bam chon Ungroup.
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+ |54~ Rotate: Xoay chiéu hinh anh, sw dung cong cu nay dé doi
chiéu cho hinh anh trén van ban. Trong danh sach nguoi dung co thé thay
goc quay ma hinh anh mé ta, néu nhu khong vira y nguoi ding co thé
chon More Rotation Options. .. dé thay doi goc quay theo y mudn.

- Nhom 1¢nh Size: Dung dé thay doi kich thudc cua anh trén van
ban.

v = Crop: Di¢u chinh pham vi hién thi cua anh, véi cong nay
nguoi dung 6 thé cat bo nhirg phan thira trén hinh anh duoc Insert vao
vin ban.

+ il 2 Ishape height: Thibt 1 chidu cao cho binh dnk.

+E 2 oy Shape width: Thiét lap d6 rong cho hinh anh.

Luwu y: Co thé thay d6i kich thudc cua anh don gian hon bang cach
bam chon hinh anh cin thay doi, di chuyén chuét toi cac diém cho phép
thay dbi kich thudc anh, khi hinh chudt ddi thanh miii tén hai chiéu nguoi
dung giir, kéo va tha & vi tri can thay ddi kich thudce, c6 thé ap dung cho
chiéu cao, 4o rong, hay dong thoi ca hai chi sé nay. Cac diém thay déi
kich thudc anh ¢6 hinh vuéng nho ¢ khung bao quanh hinh anh.
2.4.2.2. Chén Online Picture

OnlinePicture thuc chat la cac hinh anh duge Microsoft Word cung
cap san véi nhiéu chu dé khac nhau, néu nhu nguoi ding khéng c6 anh
phi hop cho ndi dung van ban thi hay thir tim kiém trong thu vién
OnlinePicture cira Microsoft Word xem sao? Dé chén cac OnlinePicture
vao van ban hay bam chon biéu tuong OnlinePicture trong nhom Iénh
Illustrations va may tinh c6 két noi internet.

Bang OnlinePicture xuat hién. Ngudi dung nhap chi dé hinh anh
tim kiém dé tim kiém trong thur vién hinh anh cua Microsoft Office Word.
Ngudi dung nhip chu dé hinh anh tim kiém dé tim kiém trén mang
internet. Sau khi chén Online Picture vao van ban, cac thao tac véi nhirng
hinh anh nay tuong tu nhu ching téi da gidi thiéu ¢ phan trudc.

2.4.3. Chén dbi twong Shapes

Mot s6 hinh anh dic biét va thuong hay sir dung da duoc Microsoft

Word 2013 tip hop va dwa vao nhom Shape dé nguoi dung co thé dé
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dang st dung nhu hinh vuéng, hinh chir nhat, elip, cac duong Line,...
Ngoai thé hién hinh anh cac d6i twong Shape con cho phép chira ndi dung
Text bén trong. Dé chén mét doi tugng Shape vao van ban nguoi dung
bam chon biéu tugng Shape trong nhom Illustrations cua the Insert trén
thanh cong cu Ribbon.

- Nhom lénh Insert Shape (hinh 2.26)

o =) , B | 1Tl Ldit Shape -
I PR + | | Draw Text Box
¢ § =P .

Iiveil Shiapes

Hinh 2.26. Hop thoat Insert Shape

+ Hop chon cac d6i twong Shape: Cho phép chén cac doi tugng
Shape khac Ién van ban ma khong can quay tro lai Tab lénh Insert. Cach
lam twong tu nhu thao tac voi Tab Insert.

# i EditShape - Edit Shape: Cho phép thay dbi hinh dang cua doi
tuong Shape. Bam chon biéu trong nay trén thanh coéng cu, mot danh
sach dd xudng xudt hién, chon Edit Points.

Khi d6 doi tuong Shape bi bao quanh boi mét khung co 4 diém den
& bon goc.

Nguoi dung s dung chudt di chuyén téi mot trong bon diém nay
giit va kéo chudt dé thay d6i hinh dang cua dbi tuong Shap theo y muon,
¢6 thé thay doi thanh nhiéu hinh dang khac nhau.

- Nhém Iénh Shape Style

Co vy nghia twong tu nhu nhom lénh Style cua Picture va Online
Picture, duge ding dé thay doi Style cho cac i tugng Shape.

Ngoai cac Style trong bang liét ké nguoi dung ¢6 thé bim chon muc
Other Theme Fills dé bo sung mét sd Style dic biét.

+ Zxshepefill-  Shape Fill: Thay doi mau nén cho cac doi tuong
Shape.

+ [# Shape Outline~ Shape Outline: Thay d6i mau vién cho ddi tuong
Shape.

+ @ Shave Effects - Shape Effects: Y nghia twong tu nhu Iénh Effect
trong phan Picture, nguoi dung sir dung cong cu nay dé tuy chinh céac (mg
dung hinh anh cho cac doi twong Shape.
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- Nhém I¢nh Text: St dung nhom Iénh nay thao tac voi noi dung
Text trong cac doi tuong Shape.

+ Align Text: Cén chinh vi tri ndi dung Text trong d6i tugng Shape.

Bam chon biéu tugng nay sé c6 3 lya chon Top (Noi dung Text
dugc can 1én dinh cac dbi twong Shape), Middle (N6i dung Text duoc can
gitra cac doi twong Shape), Bottom (N6i dung Text dugc cin dudi day
cac doi twgng Shape).

- Nhém I¢nh Arrange: Sir dung cac lénh trong nhom nay dé sap
xép vi tri d6i tugng Shape trén van ban (cac tuy chon sir dung tuong tu
voi doi twong hinh anh).

- Nhém I¢nh Size: Ding dé thay doi kich thudc cua dbi tuong
Shape trén van (cac tiy chon sir dung twong tw voi doi tugng hinh anh).
2.4.4. Chén ddi twong SmartArt

Poi twvong SmartArt la mt thu vién cac so dd theo nhiéu chu dé
kiéu dang khac nhau. Nguoi dung 6 thé sir dung doi tuong nay dé vé cac
so do nhu so d6 t6 chirc cong ty, so dd vé tinh hinh tang giam cac chi
tiéu, hay liét ké cac danh sach,. ..

Chén dbi twogng SmartArt vao vin ban

Dé sir dung d6i twong nay tir nhom 1énh Insert/SmartArt.

Hop thoai Choose a SmartArt Graphic xuat hién. Gia sir chung ta bd
sung kiéu Hierarchy List vao ngi dung van ban ding dé liét ké cac dau
sach theo chu dé khac nhau. Két qua trén ndi dung van ban s& duoc bd
sung mot doi tuong SmartArt.

Thuc chat cac thanh phén trong d6i tuong SmartArt la cac dbi twong
Shape duoc thiét ké sdn tir mau sic, bd cuc dé tao nén mot ddi frong
SmartArt hoan chinh, thé hién dwoc noi dung theo nhimmg chu dé khac
nhau,

Nhép ngi dung va tiy chinh ddi twgng SmartArt

Dé nhap néi dung cho cac thanh phan trong mot déi twgng SmartArt
ngudi dung nhép tro chudt tryc tiép 1én thanh phan do hodc nhap phai
chudt va chon Edit Text, tily chinh nhitng thanh phan nay cho phu hop
voi yéu cau sir dung cua minh. pé tuy chinh doi tuong SmartArt chung ta
quan tdm toi Tab lénh Design va Format trén thanh cong cu Ribbon.

Trong qua trinh nhap ndi dung cho cac thanh phan trong d6i twong
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SmartArt ¢& chir sé tu dong duoc diéu chinh vira khop trong cic doi
turong Shape.

Dau tién chiing ta sé tim hiéu cac nhom lénh trong Tab Design

- Nhom Iénh Create Graphic

+ _Jadashape > Add Shape: Bo sung cac doi twong Shape va
SmartArt, ngoai cach st dung cong cu nay nguoi dung cling c6 thé sao
chép cac dbi twong Shape dé co duoc Style thong nhat.

+ iz addBullet Add Bullet: Thém biéu twong dau doan cho noi dung
cac doi tugng Shape trong SmartArt. Nut Iénh nay chi sang 1én va cho
phép tac dong khi nguoi dung chon vao phan néi dung Text.

+ {JTetrane Text Pane: Tat/bat hop thoar Text Pane bén tran doi

tuong.

+  Pramote Promote: Clmye"n doi tuong Shape hién tai lén cﬁp cao
hon.

+ = Demote Demote: Chuyén ddi tuong Shape dang chon xuéng mot
cap.

+ 2 mignttolet Right to Left: Pao chiéu cac doi twong Shape trong
SmartArt,

Tiép tuc chon lai lénh nay mot lan nira két qua sé quay tro lai nhu
ban dau.

+, @ ReorderUp Reorder up: Di chuyén d6i twong Shape Ién phia trén
mot vi tri.

+ ® ReorderDown Reorder Down: Di chuyén doi twong Shape xudng
phia dudi mot vi v

- Nhom lénh Layouts: Khung Layouts sé liét ké cac Layout cung
nhém vdi Layout hién tai, ngudi dung c6 thé chon truc liép Layout thay
thé trén danh sach nay. Ngoai ra mudn thay doi cac nhom Layout khac
ngudi dung bdm chon mii tén cudi cing bén phai.

- Nhém 1¢nh SmartArt Styles: Chon mot mau bat ky cho
SmartArt.

- Nhém I¢nh Shapes: Tuong tu nhu khi thao tac voi doi tuong
Shape, tuy nhién nguoi dung chi y hai l1énh sau:

+ Larger: Tang kich thuéc cua thanh phan dugc chon trong doi
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tuwong SmartArt lén 1 don vi.

+ Smaller: Tang kich thudc cua thanh phan dwoc chon trong déi
tuong SmartArt 1én 1 don vi.

- Nhém I¢nh Shape Styles: Tuong tu nhu khi thao tac vai doi
tuong Shape.

- Nhém lénh WordArt Styles: Ching ta sé tim hiéu nhom Iénh nay
khi lam viéc voi ddi twong WordArt.

- Nhém I¢nh Arrange: Twong tu nhu khi thao tac véi dbi tuong
Shape.

- Nhém 1énh Size: Twong ty nhu khi thao tac voi doi tugng Shape.
2.4.5. Chen biéu do

Véi mot bang dir liéu cho trudc nguoi ding co thé s dung cong cu
nay dé thé hién ching dudi dang biéu do, cac s6 liéu néu co thé thé hién &
dang biéu d6 sé& giip nguoi xem c¢6 cai nhin truc quan, dé dang so sach
cac chi tiéu voi voi nhau. Microsoft Word 2013 cung cap rat nhiéu dang
biéu d6 khac nhau nhu hinh khéi, hinh quat, duong thang,... Cing véi no
la Style da dang, cho phép thé hién, so sanh nhiéu chi tiéu trén cung mot
biéu do.

Tir Tab lénh Insert/Chart. Hop thoai Change Chart Type xuit
hién:

.
1 % - i ¥y ol AT Ak ‘
- Chentmr mad £ " |

. amen |

Hinh 2.27. Hép thoai Chart Type

Chon mét mau biéu d6 nhét dinh trong danh sach sau do bam OK.
Khi d6 mét cira s6 Microsoft Excel s& dugc md o bén phai cua so
Microsoft Word nhu hinh 2.28 dudi day:

66



Hinh 2.28. Két qua vé biéu do

Trong cua s6 Excel chira dit liéu nguén tao biéu d6, nguoi dung co
thé thay doi dir liéu cho phi hop voi biéu d6 minh can vé sau d6 dong
cua sO Microsoft Excel lai. Nhu vay mot biéu d6 da duoc cheén vao vin
ban.

Tay chinh thiét ké cho biéu do

Dé tay chinh thiét ké biéu d6 ching ta quan tam dén Tab lénh
Design trén thanh céng cu Ribbon.

Dudi day la chi tiét cac nhom lénh

- Nhém lénh Type

+ Change Chart Type. Mo lai hop thoai Change Chart Type ma
khong can quay lai Tab Iénh Insert.

¢ Save As Template: Luu kiéu Chart hién thoi thanh mau dé c6 thé
dung lai cac lan sau:

- Nhom Iénh Data

+ Edit Data: Mo bang dit liéu nguon cua biéu do o dang File Excel.

+ Switch Row/Column: Chuyén déi dir liéu giira hang — cot va
nguoc lai (nat 1énh nay chi sang khi mo bang dir liéu |1g116n Excel).

+ Refresh Data: Lam mdi lai dit liéu ngudn sau khi chinh sira.

- Nhom Iénh Chart Layouts: Dung dé thay doi cau truc cua biéu
do theo nhitg mau mo ta trong khung nay.

Dé md rong danh sach cac Chart Layouts: Chon miii tén dudi cling
bén phar.

- Nhém 1énh Chart Styles: Thay doi Style cho biéu d6 véi cau tric
da chon.

Cling giéng nhu khung Chart Layout voi Chart Styles ngoai nhiig
mau style hién thi nguoi dung c6 thé chon cic mau khac bang cach bam
chon miui tén dudi cung bén trai cua khung Iénh nay.

Tuy chinh Layout cho biéu dd
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Dé tiy chinh Layout (céu tric) cho biéu dd nguoi dung quan tam
dén Tab lénh Layout trén thanh cong cu Ribbon

- Current Selection

+ Chart Area * Chart elements: Lwa chon cac thanh phﬁn trén
biéu dd gom:

Chart Area: Ving chira toan b biéu do

Chart Title: Tiéu dé biéu do

Horizontal (...) Axis: Chi tiéu truc ngang cua biéu do

Legend: Ghi chu chi tiéu

Plot Area: Vung chira chi tiéu trén biéu do

Series *...”: Mot chi tiéu cu thé

+ Format Selection: Sau khi lya chon mot thanh phfin bat ky trén
biéu d6 nguoi dung bam chon biéu tugng nay dé bat hop thoai Format
thanh phan do.

Chart Area: Cho phép thay doi mau duong vién, kiéu duong vién,
bong, kich thuoce, vitri,. ..

Chart Title: Cho phép thay déi thudc tinh duong vién, can chinh vi
tri cua tiéu dé trén Char Area.

Horizontal (...) Axis: Cho phép dinh dang n6i dung chi tiéu truc
ngang nhu can chinh ni dung, mau sic duong vién,. .

Legend: Cho phép thay doi vj tri cia Legend trén Char Area, kiéu
dang, mau sdc cua duong vien,. ..

Plot Area: Cho phép thay d6i mau sic, hinh anh nén, thiét lap thudc
tinh cho dwong vién, bong, ...

Series “...”: D6i voi cac chi tiéu hop thoai cho phép thiét lap chiéu
cao, do rong, cac hiéu g, ...

- Backgroud: Thiét lap cac thay dbi cho nén cua biéu do
2.4.6. Cheén cdc d@bi twong Text

Ngoai nhitng hinh anh ngudi ding con ¢6 thé chén rat nhiéu cac doi
tuong khac vao van ban nhw cac hop Text, cac WordArt, hay cac ddi
twong tir nhitmg img dung khac,... Trong phan nay ngudi ding quan tam
dén nhom lénh Text trén Tab Insert.

La mét khung chira vin ban, ngoai viéc thay doi néi dung bén trong
ngudi dung con c6 thé tiy chinh thiét ké mau sic, nén cho cac TextBox.
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Néu nhu khéng vira y voi nhitng mau ¢6 san ngudi dung bam chon
muc Draw TextBox dé tu minh thiét ké nhitng mau riéng.

Sau khi bam chon muc nay hinh tro chudt cua nguoi dung trén van
ban s& doi thanh hinh dau +, bay gio hay giir va kéo roi tha chudt dé vé
TextBox trén van ban ¢ nhitng vi tri ma nguoi dung mong muon

Sau khi vé xong con tro chudt sé nhap nhay trong hop TextBox
nguoi dung co thé gd truc tiép ndi dung vao do.

Dinh dang cic dbi tugng TextBox

Dé dinh dang cac doi tugng TextBox chuang ta sir dung cac nhom
[énh nhw Shape Styles, Text, Arrange, Size trén Tab Iénh Format.

- Nhom Iénh Shape Style

Co6 v nghia twong tu nhu nhom lénh Style cua Picture va Chip Art,
duoc dung dé thay déi Style cho cac déi tuong TextBox.

Danh sach Style: Thao tac twong tw nhu da huéng dan phan thao tac
voi Picture va Clip art.

a2 Shape Fill ~ | Shape Fill: Thay do6i mau nén cho cac doi tugng
TextBox.

(Z shape Outline ~| Shape Outline: Thay ddi mau vién cho doi tugng
Shape.

</ Shape Effects ~ | Shape Effects: Sur dung cong cu nay dé tuy chinh
cac ung dung hinh anh cho cac doi tugng Shape.

- Nhom Iénh Text: St dung nhom lénh nay thao tac vor noi dung
Text trong cac doi twong TextBox.

- Align Text: Can chinh vi tri nd1 dung Text trong dd1 tuong
TextBox.

Top (No1 dung Text dugc can lén dinh cac doi tuong TextBox),
Middle (Noi dung Text duoc can gifra cac dobi trgng TextBox), Bottom
(Noi dung Text dugc can dudi day cac doi tugng TextBox),

- Nhém lénh Arrange: Sir dung cac Iénh trong nhom nay dé sap
xép vi tri TextBox trén van ban (cac tuy chon sir dung tuong tu vai dbi
tugng hinh anh).

- Nhém Iénh Size: Dung dé thay doi kich thudce cua TextBox trén
van ban (cac tiry chon sir dung twong tw véi doi twong hinh anh).
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2.4.7. Chén dbi twong WordArt

WordArt 1a déi tuong chir hiéu tmg dugc su dung khi muon trinh
bay nd1 dung dudi dang chir nghé thuat.

Chén WordArt vao viin ban

Chon Tab Insert/ Text/WordArt

Danh sach cac mau chix ngh¢ thuat xuét hién. Bam chon mot mau
bat ky dé bo sung vao van ban

Nhap ndi dung cho WordArt

Sau budc chon thir nhat mot doi tuong dugc chén vao van ban voi
dong chir Your Text Here.

Dé nhap ndi dung cho WordArt nguoi ding xoa dong chir nay va
nhép noi dung minh mudn thé hién vao do.

Dé diéu chinh Font chir nguoi dung thao tac nhu da huong dan ¢
cac phan trude.

Hi¢u chinh WordArt

Nguoi ding bam chon Tab Format tim téi nhom lénh WordArt
Styles.

- Quick Styles: Thay déi kiéu chir ngh¢ thuat ma khong phai tro vé
Tab Insert

- Text Fill: Hiéu chinh mau cho than chit. Bim chudt dé chon mau
can thiét lap.

- Text Outline: Thiét 1ap mau cho vién chi, nguoi ding bam chudt
chon mau can sir dung.

- Text Effects: B6 sung nhiéu hiéu tmg véi nhiéu cach thé hién khac
nhau.

Di chuyén chuét téi nhom chira hiéu tmg can sir dung, bam chon
hiéu g can thiét 1ap cho WortArt.

Luu y: Nguoi dung c6 thé tay chinh dinh dang, hiéu tmg cho cac dbi
tugng WordArt bang cach bam chon biéu twong Format Text Effects ¢
dudi nhom WordArt Style.

Hop thoai Format Text Effects xuét hién, trong hop thoai nay cho
phép thé thay ddi mau sac cho chir, sir dung cac hiéu img,. ..

2.4.8. Chén ky tw ddc biét va cong thirc todn hoc

Trong phan nay ching ta sé quan tam téi nhom lénh Symbol, si
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dung nhom lénh nay dé thém cac biéu tugng va cac cong thirc toan hoc
vao ndi dung vin ban.
2481 Chén cdac ky ne dac biét (hiéu nrong)

Cach thuc hién

Bam chon Insert/Symbol (hinh 2.29) trén thanh cong cu Ribbon,
mot danh sach hét ké cac Symbol xuat hién, hay bam chudt dé chon biéu
twong can cheén vao van ban.

noon L= SRR
(WA

Hinh 2.29. Hop thoai Symbol

Nhan chon More Symbols. .. dé co thém su lua chon. Hop thoai
Symbol xuat hién, trong hop thoai nay nguoi dung c6 thé tu tim cho minh
nhitng biéu twgng thich hop dé chén vao ndi dung van ban.
2.4.8.2. Chén céng thire toan hoc

Cach thyc hién

Khi cén viét cac cong thirc toan hoc trén Microsoft Word 2013
nguoi diung bam chon Insert/Equation trén thanh cong cu Ribbon. Mot
danh sach liét ké cac kiéu cong thirc xuat hién. Bam chudt chon téi dang
cong thirc phit hgp nhat véi noi dung ma nguoi dung du dinh trinh bay.
Sau budc nay mot doi twong Equation sé dugc chén vao ndi dung van
ban.

Tuy chinh

Dé tiy chinh ndi dung cho Equation nguoi ding bdm chon Tab
Design trén thanh céng cu Ribbon.

- Nhom Iénh Tools:

+ Equation: Chon miu Equation ma khéng can tro lai Tab Insert
o o lat+ b=
+ Profesional: Thé hién cong thic dudi dang chuan b

. ! ) , iat2+ br2=c"2
+ Linear: Viét duadi dang cac ky tu don gian =
- Nhom I¢énh Structures: Nhom lénh nay sé cho phép nguoi dung
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nhdp nd1 dung cho cong thirc cua minh.

Cac cong thirc trong phan trén (Fraction) la cac cong thirc rong, sau
khi bd sung vao van ban nguoi dung phai dién ndi dung cho cong thic.

Ngoai nhom Fraction phan mém con rat nhiéu nhom cong thie khac
nhau nhu:

+ Script: M

+ Radical: Cac cong thic khai can

+ Martrix: Cong thirc vé ma trén

Fme
2.5. Bing biéu

Trong thuc té ¢o rat nhiéu van ban can thé hién dudi dang bang
biéu, vi du nhu danh sach l6p, danh sach hoc sinh tién tién, danh sach
dong tién quy 16p,... Trong phan nay chiing t6i sé huéng dan nguoi dung
trinh bay bang biéu cho nhing van ban nhur vay.
2.5.1. Chen bang vao van bdan

Dé chén bang biéu vao van ban nguoi dung thuc hién theo cac budc
sau day:

Bude 1: Dat con tro chudt tai vi tri can chén bang biéu

Buwée 2: Tir thanh cong cu Ribbon bam chon Tab Insert/Tables.
Bam chon biéu twong Table (hinh 2.30) trong nhom nay.

B Seies Tewies

Hinh 2.30. Hop thoai Table

- Tao bang bang cach lwa chon cau triic ¢6 sin: Trong muc Insert
Table nguoi ding di chuyén chudt dé chon ciu tric bang man minh can
tao, voi s6 hang, cot la $0 cac 6 vuong nho dwogce chon trong danh sach.

- Tao bang bang hop thoai Insert Table: Nguoi dung con cé thé
thay doi cdu tric bang biéu bang cach bim chon muc Insert Table. .. Hop
thoai Insert Table (hinh 2.31) xuat hién cho phép ngudi ding chon s6 cot
va 50 hang.
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Hinh 2.31. Hop thoai Insert Table

+ Number of columns: S$6 cot cua bang

+ Number of rows: S6 hang trong bang

t Fixed column with: Tao bang ma dé rong cac cot ¢ dinh theo
mot gia tri,

+ AutoFit to contents: Tao bang ma dé rong cac cot phu thude noi
dung cac cdt do.

+ AutoFit to window: Tao bang ma d¢ rong cac cot dan déu theo do
rong kho gia‘iy.

¢ Remember dimensions...: Luu lai dinh nghia cau tric bang cho
lan tao tiép theo.

Cuoi cung nguoi ding bam chon nit Ok dé hoan tat.

- Tao bang béng Quick Tables: Nguoi dung bam chon biéu tuong
Quick Tables trén menu nhanh. Mgt danh sach cac bang méiu sé xuit
hién, chon mat mau bat ky dé thém vao noi dung vin ban.

2.5.2. Nhip néi dung va trinh bay bang biéu

Nhip via trinh bay ngi dung

Muén nhép dit liéu cho 6 nao nguoi ding di chuyén con tro t6i 6 do
va nhidp noi dung cho O su dung cac mai €n de di chuyen con uo chuot
gilta cac 6. Sau khi nhap néi dung cho bang nguoi dung c6 thé tuy bién
Font chir cho ndi dung tuong tu nhu thao tac voi ngi dung van ban.

Dé can I¢ cho ni dung 6 ngudi dung co thé thyc hién theo cac buoc
sau day:

Burde 1 Chon 6 hodc nhém 6 can can 1é néi dung

Budge 2: Trong Tab Layout nguoi dung tim toi nhom Iénh
Alignment.

+ = Align Top Left: Can noi dung theo 1é trén bén trai cua 6.



+ 3 Align Top Center: Can ndi dung theo I¢ trén va can giira 6.

+ :‘J_EA]ign Top Right: Can néi dung theo 1¢ trén bén phai cua 6.

+ =l Align Center Left: Can nd1 vao gilra bén trai cua o

+ =l Align Center: Can ni dung chinh gita 6

+ | Align Center Right: Can ndi dung vao giita bén phai cua 6.

+ =l Align Bottom Left: Can ngi dung dudi day bén trii cua o,

+ Align Bottom Center: Can ndi dung vao gitra dudi day cua 6.

+ =l Align Bottom Right: Can néi dung dudi day bén phai cia 6.
A=

+ o/ Text Direction: D6i chiéu chit trong 6, gia su ndi dung qua
dai cac 6 khong chira hét nguoi ding co thé quay dung chir dé tiét kiém
dién tich. Cach nay thuong sir dung cho tiéu dé cot.

+ v Cell Margins: Can 1é cho ndi dung trong 0.

Trinh bay bing biéu

Dé trinh bay bang biéu dep, hop voi noi dung va chuyén nghiép
ngudi ding ¢6 thé sir dung nhimg céng cu trong Tab Design trén thanh
Ribbon.

- Nhém Table Styles: Dung dé thiét lap Style cho bang biéu.

+ Chinh sira mot Style san co: Tir danh sach Style bam chon Modify
Table Style... Hop thoai Modify Style xuat hién. Nguoi dung c6 thé thay
d6i mau sac Font chir cho cac hang va cac c¢ot. Sau khi chinh sira xong
bam OK dé lru lai.

+ Thém méi mot Style: Dé thém mot Style bam chon New Table
Styles... Hop thoai Create New Style from Formating xuat hién nguoi
dung c6 thé thay doi mau sic, font chir cho Style mai, sau khi thiét ké
xong bam OK. Khi d6 trén danh sach sé xuat hién mét Style moi nam
trong muc Custom.

Luu y: Truomg hop mudn xoa nhanh cac dinh dang, nguoi dung bam
chon biéu tugng Clear.

+ Thay d6i mau nén cho bang biéu: Ngoai cach chon nhiing Style
xdy dung san voi nhimg quy luat nhat dinh nguoi ding ciing c6 thé tu
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minh thiét lip nhitng thudc tinh nhu mau nén, duong vién cho bang ma
khong can tuan theo bat cir quy lut nao. Cach thay d6i mau nén cho mot
hodc mét nhom 6 nhu sau:

Bude 1: Bam chon nhom 6 can thay doi mau nén

Buge 2: Chon Tab Design/Table Style/Shading

Hoac nguoi dung co thé bam chon lénh Border cling trong nhom
Iénh nay chon muc Border and Shading. ..

Trong muc Fill nguoi diung chon mau nén cho 6 hodc nhom 6 hién
thoi.

+ Thiét lap Border cho bang: Nguoi ding co thé thay doi mau sac,
nét vé cho cac duong Border cua bang, cach thuc hién nhu sau

Bude 1: Bam chon 6 hoac nhom 6 can hiéu chinh Border.

Bude 2: Trong nhom Table Styles/Border. Nguoi dung chon mot
kiéu Border thich hop trong danh sach, néu muodn co thém cac lwa chon
va tiry chinh hay bam chon muc Borders and Shading. ..

Setting: Chon kiéu Border Color: Mau cho duong ke

Style: Kiéu duong ke Width: B¢ rong cua duong ke

Luu y: Trong muc Preview co thé bam chudt dé ap dung hay hiy bo
Border giéng nhu trén hinh anh minh hoa.

+ V& Border: Dé hiéu chinh Border Word 2013 con cung cép nhimng
cong cu rat mai va tién ich. Nguoi dung hay quan sat cac cong cu trong
nhom Draw Borders.

Dé sir dung cac cong cu nay thuc hién theo cac bude sau:

Bude 1: Thiét lap thude tinh cho duong Border can vé

" Line Style: Kiéu cua Border
Vept " Line Weight: D9 1én cua Border

¥ -
#’_ Pen Color

Pen Color: Mau duong

Bude 2: Vé Border da thiét lap lén Table, bam chon biéu trong
Draw Table, khi d6 con tro chudt sé doi thanh hinh chiéc but, nguoi
dung hay di giir chudt dé vé de 1én cac duong Border hién c6 trén bang,
hoac vé nhirng duong Border moi.

Luwu y: Trong truomg hop c6 sai sot ngudi dung co thé s dung cong
cu Eraser (tay) dé xo6a nhimg duong Line khong can thiét, cach lam twong
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tu nhu khi vé duong Line.
2.5.3. Cdc thao tdc lam viéc voi bang

Lwa chon hang, ¢jt, 6 (Cell)

- Lwa chon mot 6: Dé lua chon mét & nguoi dung co thé thuc hién
theo mdt trong cac cach sau day:

+ Bam chuét chon t6i 6 cin lya chon trén Table.

+ Chon Tab Layout/Table/Select sau do chon Select Cell.

- Lua chon m6t nhém cac 6: Bam chudt tai vi tri dau tién gilr roi di
chuyén dén dich.

- Lua chon mot hang: Thue hién theo mot trong cac cach sau day:

+ Di chuyén con tro chudt tdi vi tri dau tién cua hang can Iya chon,
khi con tro chudt d6i thanh hinh mii tén mau tring nguoi dung bim
chudt trai.

+ Chon Tab Layout/Table/Select sau do chon Select Row.

- Lua chon cft: Ngudi ding c6 thé thuc hién theo mot trong cac
cach sau day:

+ Di chuyén chudt t6i dinh cua cdt can lya chon, khi con tro chudt
d6i thanh mili tén tro xudng mau den, ngudi ding bam chudt trai,

+ Chon Tab Layout/Table/Select sau do chon Select Column.

- Chon toan b Table: Stir dung mot trong cac cach sau day:

+ Nhip trai chudt vao biéu twgng phia phai trén cua Table.

+ Chon Tab Layout/Table/Select sau do bam chon Select Table.

Thao téc vai cft

- Thém cot

Deé thém cdt vao bang nguoi dung lam theo cac budc sau:

Budée 1: Bam chudt téi vi tri can thém cot trén bang.

Bude 2: Thuc hién theo mét trong hai cach sau day:

+ Tir thanh Ribbon chon Tab Layout/Rows & Columns.

Chon Insert Left dé thém cot bén trai vi tri con tro hién thoi, chon
Insert Right dé thém cot bén phai vi tri con tro hién thoi,

+ Nhap phai chudt di chuyén téi muc Insert chon Insert Left dé
thém c§t bén trai vi tri con tro hién thot, nhép Insert Right dé thém cot
bén phai vi tri con tro hién thon.
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- Xda cot

Dé xoa cdt khot bang nguoi dung lam theo cac bude sau;

Bude 1 Bam chudt chon téi ¢ot can xoa trong bang

Buge 2: Thuce hién theo mot trong céc cach sau day:

+ Bam chon Tab Layout/Rows & Columns/Delete, chon Delete
cloumns.

+ Nhap phai chuét chon Delete Cells. .. Hop thoai Delete Cells xuat
hién tich chon muc Delete entire column roi bam OK.

Thao tac véi hang

- Thém hang

Dé thém hang vao bang nguot dung lam theo cac budc sau:

Budre 1. Bam chudt téi vi tri can thém hang trén bang.

Buwde 2: Thue hién theo mot trong hai cach sau day:

t Tir thanh Ribbon chon Tab Layout/Rows & Columns.

Chon Insert Above dé thém phia trén vi tri con tro hién thot, chon
Insert Below dé thém hang phia dudi vi tri con tro hién thoi.

+ Nhap phai chuét di chuyén téi muc Insert chon Insert Above dé
thém hang phia trén vi tri con tro hién thoi, nhap Insert Below dé thém
hang phia dudi vi tri con tro hién thoi.

- X6a hang

Dé xo6a hang khoi bang nguoi ding lam theo cac budc sau:

Bude 1 Bam chudt chon tdi hang can xo6a trong bang

Bude 2: Thuc hién theo mot trong cac cach sau day:

+ Bam chon Tab Layout/Rows & Columns/ Delete, chon Delete
Rows.

+ Nhap phai chudt chon Delete Cells... Hop thoai Delete Cells xuat
hién tich chon muc Delete entire row roi bim OK.

Thao tac véi o (Cell)

- Thém 6: Dé thém mot 6 mai vao bang ngudi ding chon t6i vi tri
can thém rdi chon mot trong cac cach sau day:

+ Nhap phai chuot chon Insert Cells... Chon Shift cells right dé
thém mot 6 bén trai vi tri con tro hién tai, chon Shift cells down dé thém
0 phia duoi vi tri con tro hign tho.

+ Chon Tab Layout/Rows & Columns/ Insert/Insert Cells... Hop
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thoai Insert Cells xuét hién nguoi ding lam tuong tu nhu cach trén da
trinh bay.

- X6a 6: Dé x6a mot 6 ngudi dung chon tdi 6 can x6a roi thue hién
theo mdt trong cac cach sau day:

+ Nhap phai chudt chon Delete Cells... Hop thoai Delete Cells xuat
hién chon Shift cells left dé x6a 6 bén trai vi tri con tro hién thoi, chon
Shift cells up dé xoa 6 phia trén vi tri con tro hién thoi, cudi cung bam
OK dé thuc hién.

+ Chon Tab Layout/Rows & Columns/Delete/Delete Cells... Hop
thoai Delete Cells xudt hién nguoi dung lam twong ty nhu cach trén da
trinh bay.

- Gop 6: Nguoi dung thuc hién nhu sau:

Bude 1: Chon nhém 6 can gop

Buwde 2: Nhép phai chugt chon Merge Cells hodac chon Tab
Layout/Merger chon nat Merger Cells.

- Tach &: Ngoai viéc nhap cac 6 lai v&i nhau ngudi dung ciing c¢6 thé
tach ching ra thanh nhiéu 6 khac nhau. Nguoi dung thyce hién nhu sau:

Buwde 1: Chon 6 can tach

Buwdc 2: Nhip phai chubt chon Split Cell hodc chon Tab
Layout/Merge bam chon Split Cells.

Bing mét trong hai cach trén hop thoai Split Cells xuét hién, ngudi
dung dién gia tri cho hai muc Number of columns (sé cot can tach) va
Number of rows (s6 hang can tach). Trong truong hop nguoi ding chon
m@t nhom cdt chuong trinh sé cho phép nhap ching lai trude khi tach nho
bang cach tich chon muc Merge cells before split. Cudi cing bam OK dé
hoan tat.

Luu y: Ngoai tach cac 6 trén Table nguoi dung con c6 thé tach mot
bang thanh mot bang khac, nguoi dung thuc hién theo cac budc sau:

Buwde 1: Chon téi vi tri can ngat thanh bang méi

Buwdc 2: Tab Layout/Merge bam chon Split Table.

Diéu chinh dd rjng, chiéu cao cuia b

Can chinh d¢ rong, chiéu cao cua &: Dé can chinh dé rong, chiéu
cao cho cac 6 trong bang nguoi dung cé thé thuc hién theo cac budc
sau day:
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Burde 1: Chon 6 hodc nhom 6 can can chinh do rong, chiéu cao.

Bude 2: Chon tab Layout/Cell size.

Dé thay doi do rong hay chiéu cao cho 6 nguoi dung nhap thang gia
tri vao hai 6 nhap Table Column With va Table Row height.

pa]0as

> 2 Table Row Height: Thay déi chiéu cao

4 53 11 - 3 Table Column With: Thay doi do rong

Ngoai cach nhap truc tiép gia tri nguoi ding ¢ bam chon cac mili
tén dé tang giam gia tri trong O nhép.

Ngoai ra con mot so can chinh dir liéu theo ting doi twong, nguoi
ding bam chon biéu twong AutoFit mot danh sach d6 xudng gom cac tinh
nang sau:

¢ AutoFit Content: Thay doi d6 rong cua 6 theo ndi dung

+ Auto Fit Window: Thay doi d rong cua 6 theo do rong cua van ban.

+ Fixed Column With: C6 dinh theo gia tri d6 rong hién tai.

2.6. In 4n
2.6.1. Dinh dang van bdn truwoe khi in

Thiét lip trang in

Trude khi in an ngudi dung nén kiém tra lai cac thong s6 vé kho
gidy, can 1& cua van ban. Giup cho viéc chon ding kho giay dang c6 cia
may in tranh in sai gy lang phi. Dé kiém tra cac thong tin nay ngudi
dung nén bat hop thoai Page Setup bang cach bam chon biéu tuong mii
tén phia duoi nhom 1énh Page Setup trén Tab Page Layout.

Hop thoai Page Setup xuat hién nhu hinh 2.32 dugi day:

e (r—

|
- i mest— “ ]
o I E-— i il F
e i+ o =5 =

Hinh 2.32. Hop thoai Page Setup

Trong hop thoai nay ¢ hai tab Margins va Pager sé cho phép nguoi
dung thiét 1ap cac thong s6 nhu Ié van ban, kho gidy, chiéu cta kho gidy
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(Ngang, doc). Nguoi dung nén chi y voi nhimg truong hop in van ban
phap quy nhu hop dong, don tir, quyét dinh,... ching ta dat Ié trai va phai
gan bang nhau. Vi cac trromg hop van ban la tai liéu, sach,... can dong
gay thi ching ta dé 1¢ trai nhiéu hon 1& phai v&i mét ty 1é vira du dé sau
khi dong gay, ngi dung s& nam giira trang van ban.

Luwu y: V&i truomg hop in hai mat ching ta xur ly nhu sau: Chon
Mirror Margins trong muc Multiple Pages cua Tab Margins.
2.6.2. Thue hién in dn

Dé in van ban nguoi dung c¢o thé thuc hién theo cac cach sau day:

+ Nhén biéu tugng Print trén thanh Quick Access Toolbar

+ Nhép t6 hop phim Ctrl + P hodc bim chon nit File Button. Cira
s0 File Button xudt hién nguoi dung chon muc Print (hinh 2.33).

Hinh 2.33. Hop thoai Print

Hay thiét lap cac tham s6 theo hudng dan dudi day:

- Number of copy: S6 ban sao chép tir ban in.

- Print: Chon may in dé in van ban, trong may tinh c6 rat nhiéu may
in khac nhau vi vdy ngudi dung can phai chi dinh may in s& in van ban,
néu khong Microsoft Word 2013 s& lfi}' may in mic dinh cia may tinh.

- Print What: Cho phép tity chon céc trang in, nguoi dung c6 thé
nhap truc tiép trang can in vao hép nhap phia Pages.

Néu in nhiéu trang lién nhau ngudi ding nhap trang dau tién rdi
danh déu — va trang cudi cing.

Néu in nhiéu trang khong lién tuc nguoi dung phai liét ké tat ca cac
trang moi trang cach nhau dau phay dudi. Vi du in cac trang 6, 7, 10, 23,
24 nguoi dung nhap vao gia tri nhu sau: 6, 7, 10, 23, 24,

Ngoai ra nguoi dung c6 thé nhap vao muc All dé ¢6 thém tay chon.

+ All: In toan bd van ban, ciing twong ng nguoi dung khong thiét
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lap gi cho muc nay. Mic dinh may in sé in tat ca cac trang cuia van ban.

+ Selection: Chi in vung duoc chon.

+ Current Page: Chi in trang hién tai (Trang con tro chudt dang
dimg).

+ Print Odd Pages Only: Tich chon muc nay dé chi in trang lé.

+ Print Even Pages only: Tich chon muc nay dé chi in trang chan.

- Other Settings: Cac tiy chon khac khi in én.

+ Collated: Néu in copy thanh nhiéu ban, nguoi ding cé thé chon in
lan luot tirng bo mot hay in tdt ca cac ban cua tung trang,

+ Portrait Orientation: In theo kho gidy ngang hay doc.

+ Chon kho gi:«fiy cho van ban: A3, A4, Letter, ...

+ Last custom margin settings: Chon 1€ cho trang in.

+ Page Per Sheet: In nhiéu trang trong mot to giay.

Cudi cung ngudi ding bam chon nit Print dé thue hién in van ban.
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PHAN THUC HANH CHUONG 2

Bai 1. Soan thao van ban theo mau sau:

PO HOA TUGONG

TAC

¢ thong ki thuit dé hoa tiroung tac (Interactive Computer Graphics System)

1a hé thong xir ly théng tin c6 mé hinh gém ba thanh phan vei cac thao tic

nromg tmg:

Xir Iy va hou trir dir ligu,

w2 e

Hien thj va két xuat két qua,

. Nhap dir liéu thong qua cac thiét bi vao: chudt, may quet, ban phim. ..

Input b‘vi Process r__:{ View I

|

()

oy

User

Bai 2: Soan thao van ban theo mau sau:

Théng s6 ki thuat

Mode ' < 3 D§ phin gidi D[: mc!h’; ::’111% I::u’l
HEW0 | HE 16 i .3 % | Sboht dbsgg min hinh (H§ Logi mén hinh
4 Hexa)

R SO P L L L ¥ % e BRoow L JCOAEGAVGA
..... LGB dohea | LA6 Led0 L300 LA JEGANGN
,,,,, 16 IO, dohoy  L46 LS AN AAOOH e JERANCA

19 131 d0 hoy 256 320 MU AN VOA
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Bai 3: Soan thao van ban theo mau sau:

LGP HOC HIEN DA]

3. Phong hgce c6 may tinh. 6. Gido vién ugwai nwdae ngoai.
4. Co mang Internet. 7. Gido trinh dwoe cip nhat lién tyc,
5. Co projector 8. Toi da la 25 hoc vien mat 1op.

Bao tao cac chuyen nganh dang ¢o nhu céu lao dLju-:f cao. Tu van uwwde klu

g1ao vien. co du gidao vien phu hop van cac winh do ngoar ngi Hldt nhau i*.)ol ngu
giang vién duge dao tao o nurdc ngoal
2220 Lironig Neoc Ouven — TP Thai Ngiven — That Nguvén.
W 0280.456789 - 0123.456987

Bai 4: Soan thao van ban theo mau sau:

~ % B 2 'r
\\ — ( O \ G l O ____F-f-’/f’.
—— J| §
M /
Néu anh 1 <0 géo cua mua he
Quat nhé nhe ru em vao giac ngu
Cho em thay cudec d&i minh qua do
Yéu thuong oi! Ngot lim gitra moi mem!

Néu *anh la (% s ciia ridng em"

NEU ANH LA
CiIA RIENG EM

AN

=S Em hanh phic va han hoan dén nhgn
Va tinh yéu ma anh dem trao ting *‘
Em gitr gin, ap U mai trong tim.

T———— e

J
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Bai 5: Soan thao van ban theo mau sau:

$6 phach " 86 bao danh \\
(Do héi déng (Thi sinh phai ghi
cham thi ghi) . cdphanchirvaso)
= \‘-. .’
:._.;. '-\ P
z
:=' BAITHI TUYEN SINH NAM oooiiiiiiesiinessosesneisessisrssssssesesssssssens
= BAI THIMON .oevcecvrennns
=
g_' Hovaténthisinh:. .......o.oooiviiiiiiiinniciiiiiiiereaenn . DAR IO o
= Ngay sinh: oo, (Nam, ni) Doi trgng i tén: ...
-
il o ——— Khu vire tuyén sinh (KVY: oo,
E- Ho khau thuong i xa (phuong), huyén (quan), tinh (thanhphd): ...
Sochumg minh M ahan din:. o asmmnnsiniisiisarniin il

Bai 6: Soan thao vin ban theo mau sau:

Ban .
s g Ban GV
Cua lap
Nam Niam Haing "g“h Himg Mai
Phy Phy Huiing Hong Mygnh Hai
Nga Ngin Truimng Lan Cunirn Ha

Tl e
& GO 10



Bai 7: Soan thao van ban theo mau sau:

e 6 i b ) At

Nam Phi la mot nuwoc néi téng vige nang nhoc, ban thiu: lvong clu
nhiéu vang, kim cwong, nhimg bang 1/7 hay 1/10 luong cua cong nhan

da tring Ho phai song, chita bénh, di
oc & nhimg khu righg va khong dwge
I huﬁrmz'mf)t chut ur do. dan chu nao

ciing noi tiéng vé pan ph
toc. Ché dd phan higt ¢
durge toan thé gidi biét 4

A-pic-thai. birth voi ché do A-pac-thai. ngudni

den da dimg lén doi binh dang, Cuoc
}C:u anh ding cam va bén bi cua ho
jau ‘ung ho cua nhimg nguoi yéu

ong tv,r do va cong li trén toan thé

lai, nguor da den phai lam nhimg cong o] l'.‘ﬁ&! cling da gianh dugc thing lo.

O nude nay, ngudd da tr
1/5 dan 56, nhung lai nAm
trong trot, 3/4 1ong thu nhap vNg
ham mé. xi nghié¢p, ngan hang,.. Ngucc\ ~.

Bai 8: Soan thao van ban theo mau sau:

BB glé!

hiing 11 bdn mdy tinh ¢6 hém theo cde phin ulem duge cii dat sin nhu: WinX P va Otfice
2007, Quy vicd nhu cdu cai 93t thém phin mem khde, vui long ddnh ddu vio hang sau:

Pascal Corel Draw
C Auto CAD
Visual Swdio Cic yéu cau khic
Monitor:
Thuimg LCD
B nssannua I ESDGGGwnanin TIR 28D
| b Sl R o ;i 1 111 b IR (=] {8 {5
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Bai 9: Soan thao van ban theo mau sau:

Nhirng nguyén nhin gi lam thiéu Vitamin ?

» Ché d¢ an uong Lhun" day duvi thteu hodc kiéng kem qud nhiéu,
» Ché a0 an udng khong can ddi do thiéu hiéu biél. khong biét bd sung thém, théi

quen kiéng cir, bénh ring,

» Nhu cau Vitamin dang gia lénv nhu o tre dang lon. nhirmg ngudi hiit thude, phu

86

N man

Mt 56 Vitamin can thiét

thai, cho con bu, diing tru sinh lau ngdy. ...

A D PP
A 310065 | 3 e s [ 1
D iasisiinain 8070 Bbuannunnd 7340
B rannannouns iR Bl 2icinennnan: 0:60
Bl mnna | 20025 Ciois 12,78
B2 300,76 PP. L1064
Bai 10: Soan thao van ban theo mau sau:
0 ra

Thitrotng maytih Ci nkda trén

o Trong nam 2015 téng s6 may tinh c&
nhan drgc tidu thy trén thé gisila

@ Dy baotrong ndm 2016, lwgong mdy tiéu
thy s2 1a 155.745.000 chiéc vdi tong tr
piA 315 4R trifn USD

o, 80.168.000 chiéc véi téng tri gid 195.068
et tridu USD.

"

M-

!_'_;'__;' 3 /



CHUONG IIL. MICROSOFT POWERPOINT

Chuong nay trinh bay ndi dung vé Microsoft Powerpoint. Cach thirc
dé tao ra mot slide trinh chiéu, bao gém kha nang sang tao, chinh sira, tao
cac mau trinh chiéu khac nhau va xac dinh cach hiéu qua nhat dé su dung
chwong trinh trinh chiéu.

3.1. GiGi thiéu vé PowerPoint

Microsoft PowerPoint la mot ing dung trong bo Microsoft Office,
s dung cho viéc trinh chiéu, trinh dién, véi kha nang tao tép tin trinh
dién nhanh chong, chuyén nghiép. Hién nay Microsoft PoweProint la lua
chon hang dau thé gioi khi thuc hién trinh chiéu. Trong tai liéu nay sé
gioi thiéu cho nguoi dung nhimg chirc nang va cac thao tac co ban dé tao
mot bai trinh chiéu.

Giao dién hoan toan moi so vo1 phién ban truoe do, Powerpoint
2013 bd sung nhiéu cong cu giap nguoi dung tao bai thuyét trinh an
tuong hon, hd trg nhiéu chu dé va cac bién thé, cho phép chén van ban,
hinh anh va video tir nhiéu nguén khac nhau.

Bén canh do6 Powerpoint 2013 hd tro thém nhiéu chu dé o nhiéu linh
viuc khac nhau nhu: Bussiness (kinh doanh), Education (giao duc),
Calendar (lich)... va cac chu dé nay sé dugc thay doi, goi ¥ tuy theo moc
thoi gian (néu may tinh cua nguoi ding co Internet).

3.1.1. Khai dong Microsoft PowerPoint

* Khot dong ung dung

Co6 nhiéu cach dé khoi dong chuong trinh Powerpoint 2013, tuy vao
muc dich sir dung va so thich nguoi dung co thé sir dung mét trong cach
cach sau:

+ Bam dup vao biéu tugng Microsoft Powerpoint 2013 trén
Desktop.

+ Viao Start/Program files/Microsoft Office/Powerpoint 2013.

Sur dung mot trong cac cach khoi dong trén giao dién Microsoft
PowerPoint xudt hién:
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Hinh 3.1. Gidi thiéu man hinh PowerPoint 2013

* Ding cua s wng dung

Str dung mot trong cac cach sau dé dong cira s6 tmg dung:

+ Bam chuét vao nut Office, chon Close

+ Bam chudt vao nit Close dé thoat khoi chuong trinh.

+ Bam t6 hop phim Ctrl+W hoac Ctrl+F4 hoac Alt+F4
3.1.2. Tao mot bai thuyét trinh moi

Thuc hién theo mot trong cac cach sau:

+ File/New, xuat hién cira so New (hinh 3.2).

Dé tao mot tép tin mdi bam vao “Blank Presentation". Hoac lua
chon cac mau co6 sin bﬁng cach bim vao mau, sau d6 chon Create.

.
[ PR
= - ¢ - ==/EE

Hinh 3.2. Giao dién tao mai PowerPoint

+ Bam t6 hop phim Ctrl+N
3.1.3. Cdch luu tép tin lén dia (Save)
Dé luu tép tin lai nguoi dung thyuc hién nhu sau:
Budc 1: Bam chudt vao Menu File/Save hoac to hop phim Ctrl+S
Buwde 2: Xuat hién cira s6 cho phép ngudi dung chon vi tri can lwu:
+ Chon Computer, bam nat Browse chon noti can luu trir, nhap tén
va bam Save dé luu file vao may tinh.

88



+ Chon OneDrive: cho phép luu tai liéu 1én dam may dé co thé tiép
tuc su dung tai liéu o bat cir dau va bat it khi nao nguon ding muon.

Ly

- Trong truong hop t¢p tin da duoc leua vor mot tén nao do khi nguot
dung tién hanh luu, may tinh sé khong hoi vi tri va tén file can dat nira,
ma may sé thue lién heu lai nhimg cap nhat maoi cho tép un.

-Néu tep tin da duoc luu ma muon luu lai voi mot tén khac hoac dat
tai vi tri khac thi nguoi dung vao File/Save As roi tién hanh nhu cac cach
tren.

3.1.4. Cach mo tép tin (Open)

Khi da luu triv tép un thanh cong, dé mo tép un trén thye hién theo
mot trong cac cach sau:

t Mo chuong trinh PowerPoint, sau do vao menu File/Open va
chon vi tri chia file can mo:

e« Computer: File can mo nam trong may tinh

e OneDrive: File can mo nam trén dam may. Nguoi dung can phai
dang nhap vao tai khoan da dang ky voir Microsoft.

o Recent Documents: Chira cac file duoc mo gan day.

¢ Hodc bam to hop phim Ctrl + O.

+ Mo My Computer noi chira trinh dién ma nguoi dung da hru,
bam dup chudt vao tép tin do.

3.2. Cac thao tac voi 1 Slide
3.2.1. Chén thém slide mai

Thure hién theo mot trong cac cach sau:

+ Trén the Home/Slides/New Slide.

Trong cach nay néu nguoi dang bam chudt truc tiép vao biéu tuong
New Slide thi sé thém mdi 1 slide mdi voi bo cuc cho san cua
Powerpoint.

Néu mudn chon cac bo cuc khic cho slide, ngudi ding sé bam chon
vao mii tén bén canh New Slide dé chon Layout phu hop
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PHAN THUC HANH CHUONG 3

Bai 1:

GAME ONLINE

€6 thé ban chua biét!

L@ [CH CUA GAME ONLINE 5w
1.Gidi tri, gidm Stress
2. Kich thich khd nang tv duy

3.Gia ting vé chat xam, ghi nhg,

“PS.7AC HAI CUA GAME ONLINE
« Ton thiri gian, tén tién

+ Dau oc mé mudi, do twémg, ...

+ Dao dirc xudng cip %

~ A
Yéu cau:

1. Tao 3 slide theo mau trén va chon mau nén phu hop

2. Thiét ké hiéu tmg cho tat ca cac doi twong va chuyén slide

3. Tao lién két tr Slide 1 vé Slide 3 va nguoc lai

Bai 2:

R SUC khgg '
> o
i, @ 3

%ﬁ"ln 1oy w?

A A
Yéu cau:

1. Tao 3 slide theo méau va chon mau nén phu hop

2. 'lao higu ing cho cac doi tugng va hiéu ung chuyen slide

3. Chén ngay thang va thoi gian véi dinh dang bét ky waé tit ca sacislide

Bai 3;
H 7 XEM PHIM KINE Dy
appy e
TAI RAP LUC NUA DéM e O
H LLOWEEN 17/10/2014 - 31/10/2014 " ’"U:::‘“

DUY NHAT Tal HE THENG

LOTTE CINEMA ;l I

N Gl vE- 38 000,V




7o A
Yéu cau:

1. Tao 3 slide theo mau trén va chon mau nén phu hop
2. Thiét ké hiéu img cho tat ca cac doi tuong va chuyén slide

3. Chén nit Action Button: Movie tai slide 1 va lién két té1 1 doan

video bat ky
Bai 4

Yéu ciu:
I. Tao 3 slide theo mau va chon mau nén phi hop

2. Tao hi¢u ting cho cac doi twong va hig¢u ung chuyén Slide
3. Thong qua bic anh tai Slide 1 lién két t6i dia chi trang web:

H 1 Jd v

Bai 5:

Y

NHOUNG LOTKHUYEN HOU ICH
GIUP BAN PHAT TRIEN BANTHAN

LU SL7

o Lo it Sy A Ao € an
«Neay i 1811 1928 vas Hiu Plong
o Mgyt 10 199 pan Ha Ngw

o Nighwe nehafp Nhac s oo nbia U

o The lor Nhow tiet) lavn. nhiae do

SUNGHITTP
L1 TER E T TR T
o Tudica
+ g s
=LAt 1
200t Huh vire v kg the gan

g nhime ngde sao thé ky

Ben vaa re ivbe sing  Ludn nghs Sin nhmg
tus chunh ban e i sn

Fhgon iy 4 s narg smphvi | Py Bribini na bry

iy s

& b s

iy hind
3 B s o iy 0

AL I AR Al
W u- L Bt e
Lo o 1 U G | P R0H L ey

e it guron 3 Uhanh cdeg

= BANBAW SANG THAY B6 oF

THANH cONG?

- X
Yéu cau:

1. Tao 3 slide theo mau va chon mau nén phu hop
2. Tao hiéu ing cho cac doi tuong va hiéu tng chuyén slide

3. Panh s trang cho tit ca cac slide
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* )dt mau nén cho Slide

Nguoi dung c6 thé thay déi mau hinh nén cua mot slide hay tit ca
cac slide trong bai thuyét trinh. Nhung hay can than khi chon mau nén
hodc mau chit vi n6 ¢6 thé khién cho van ban tro nén kho doc.

Viéc thay dbi hinh nén chi ¢o tac dung 1én mau hinh nén ma khong
thay doi thiét ké cua mau dang sir dung. Néu mudn loai bo mau thiét ké,
ngudi dung phai thiét 1ap lai bai thuyét trinh tro vé dang goc mac dinh
(Blank design).

Thuc hién theo mét trong cac cach sau dé dat mau nén cho slide:

+ Trong the Design/Background/Background Style

+ Bam chuot phai vao khu vuc lréng cua slide, roi chon Format
background (hinh 3.6).

e ey s
-,

| s

Hinh 3.6. Giao dién Format ?;ac'kgrumrd

Khi d6 mot Panel bén phai xuat hién bao gom:

e No Fill: Khéng mau nén.

e Solid Fill: Mau nén dong nhat.

e Gradient Fill: Mau nén bién déi.

e Picture or Texture fill: Nén la hinh anh hodc dang co két cdu.

e Pattern: Nén la cac mau nén.

e Trén 0 Color chon mau.

® Trén 0 Transparency: Chon d¢ dam nhat cua mau.

°

* Dat mau nén thiét ké (Theme) cho Slide

Pé dat mau nén thiét ké cho Slide nguoi dung thye hién nhur sau:

Bude 1 Chon cac slide can tao mau nén, néu khong chon slide thi
mau nén do sé ap dung cho tat ca cac slide trong bai thuyét trinh.
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Birde 2: Chon the Design/Theme, chon mau Theme can dat.

Luu ¥: Theme dau tién co tén la Office theme chinh la nén mac
dinh mau trang khi tao file PowerPoint trong. Do vay dé khéong ap dung
Theme cho bai thuyét trinh nira nguoi dang chon lai Theme déu tién,

3.3. Chén cic doi twong vao Slide
3.3.1. Cheén hinh anh, bang biéu, dm thanh, video vao Slide

Chén hinh anh: Tai Tab INSERT (hinh 3.7) bam vao Picture va

dan tdi thu mue chia hinh anh cua nguol ding.

-

1
Hinh 3.7. Giao dién Insert

Ngoai ra trong Powerpoint 2013, cho phép chén ca mot album hinh
vao trong trinh chiéu bang cach bam vao nit “Photo Album”,

Chén bang: Tai Tab INSERT/Tables/Table/Insert Table, xuat
higén hop thoai Insert Table va nhap ) hang, s0 ¢Ot can tao cho bang.

Chén am thanh: Tai Tab INSERT/Audio/*Audio on My PC...”
mo thu muc chira tép tin Audio.

Nguoi dung chi co thé chén cac dinh dang nhu: mp3, wav, wma, au,
aiff, midi, mp4, ADTS.

Sau khi chén xong, trén Shde sé co biéu twong cai loa. Khi dua
chudt lai thi sé co nat Play dé phat nhac. Dé tuy chinh chi tiét hon nguoi
ding bam vao biéu twong nay va trén thanh Ribbon chon Playback.

Néu khong muadn hién biéu fnrong nay thi trén thanh céng cu
PLAYBACK, nguoi ding bam vao nat “Play in Background”.

Néu mudn tu dong chay thi tai muc Start chon “Automatically™.

Chén Video: Tai Tab INSERT/Video/Video on My PC...” mo
thr muc chira tép tin Audio.

Chén Video online tir cac trang web thi bam chon vao nut “Online
Video...”

3.3.2. Tao nut Action Button Insert Movies & Sound
Chén cdac mit Button
- Dé chén cac nat Button vao trong slide: Home/Drawing/Shapes.
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Tim dén nhom Action Button

+ Trong nhom nay chira cac nat thue hién mat chire nang nao do khi
trinh chiéu, nhdn chon nit nao thi chirc nang cua nat do sé duge kich
hoat.

+ Chon mot nut va vé no vao shde.

+ Muc Hyperlink to duroc PowerPoint dinh san chirc nang cho mot
sO nut nhat dinh. D6i véi mot sé nut khac khong dwoc dat san chirc niang
thi nguoi ding co thé tu dat chirc ning twong g cho nat do.

Chen dam thanh

- Dé chén nit am thanh vao bai thuyét trinh: Trong nhom Action

Button chon biéu tuong m sau do vé nut do lén vi tri can dat trén bai
thuyét trinh.

- Hop thoai Action Setting xuat hién, trong muc Hyperlink to
nguoi dang chon phan Other file.. va tim dén file am thanh can cheén,
sau d6 nhan chon OK.

Chén movie

- Dé chén nat Movie vao bai llluyél trinh nguot dung cing thue hién
twong tu nhu chén Sound: Trong nhom Action Button chon biéu tuong

- Hop thoai Action Setting xuat hién, trong muc Hyperlink to chon
phan Other file... va tim dén file Movie can chén, sau d6 nhan chon OK.

3.3.3. Chén SmartArt, biéu db, chiv nghé thudt

Chén SmartArt: Tai Tab INSERT/Illustrations/SmartArt, xuat
hién hop thoai Choose a SmartArt Graphic ngudi ding chon mau can
dung va bam OK.

Chén biéu dé: Tai Tab INSERT/llustrations/Chart, xuat hién hop
thoai Insert Chart, nguoi dung lya chon loai biéu do pht hop voi dir licu
va bam OK.

Chén chir nghé thuit: Tai Tab INSERT/Text/WordArt, nguoi
dung lya chon kiéu chir phit hop sau do nhap ndi dung text va bam OK.

(Nguoi ding c¢6 thé tham khao thém cac d6i twong nay trong noi
dung Word).
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3.4. Dat cdc hiéu ieng cho doi tuong

Hiéu ing chuyén tiép giiva cac Shde

Mic dinh sau khi hét mot Slide, thi trinh chiéu sé chuyén sang Slide
ké tiép va hiéu (mg chuyén tiép thi khong cé gi dé noi. Dé thay doi hiéu
ang chuyén tiép nay cho bat mat hon, ngudtl dung lam cac thao tac sau.

Trén thanh cong cu Ribbon, tai tab Transitions/Transiton to This
Slide, nhan chon hiéu (g chuyén Slide pht hop.

Dé chinh thoi gian cho hi¢u tng chuyén Slide, trén thanh Ribon trong
muc “Duration™ la thoi gian hiéu ing s& chay mic dinh la 1 giday 50

Neéu nguot ding muon ¢6 am thanh keém theo lic chuyén Slide thi
trong muc “Sound™ chon | hi¢u (ng am thanh.

Maic dinh thi khi hét 1 Slide mudn qua Slide khac thi nguai dung
phai bam chuét hoac bam nut di chuyén tai ban phim. Tuy nhién trong
mot vai trromg hop nguoi diung mudn khi hét mot Slide thi trinh chiéu sé
tw dong chuyén qua Slide tiép theo trong khoang thoi gian nhat dinh thi
bo dau chon vao muc “On Mouse click”, danh dau vao “After” va nhap
khoang thai gian trinh chiéu tu dong chuyén Slide (gio/phit/gidy). Mudn
ap dung cho toan bé Slide thi chon “Apply To AIl”.

Hiéu img cho cac dii neong trong Slide

Dé tao hiéu tng cho cac doi tuong trong slide nhu: Chiy, hinh anh....
ta thue hién nhu sau:

Trén thanh Ribbon/Animations, bam chon hiéu ung (hinh 3.8).
Mubn hién thi nhiéu hiéu img hon nita nguéi ding bam vao phim mii tén

mau den.

e A "y 2 It v
Hinh 3.8. Giao dién hiéu img

Tuy chinh cho hiéu &ng (hinh 3.9).

-# . T Anmnation Fane = Start O Click - Frewsler Sommiaticn
Tricgeies - U Tiratiae 02.00 =
Zched
& Uelay. 00.00

Anmvation =

P drhceid denninimt e Timaneg
Hinh 3.9, Giao dién chinh hiéu irn
Start: Hiéu tng xuat hién tu dong hodc bam chudt.

95



Duration: Thoi gian hiéu tng xuat hién (gidy).

Delay: Thoi gian lap lai hiéu img.

Néu nguoi dung mudn copy hiéu tmg da lam dé ap dung cho cac
chir khac thi bim vao nit “Animation Painter”. Luc nay con tro chudt sé
¢6 thém biéu tuong hinh “cdy co”, nguoi dung chi viéc bam vao chir
mudn ap dung hiéu nay cia chit trudc.

Dé sip xép ching trén thanh Ribbon, tai Tab Animations, sau do
bam vao nut “Animation Pane” (hinh 3.10).

APIIRAA T AR a e [ “ ! g Wi " raa

? 5 - 1* * A Anumation Pane

Tewages -
Cirmw A Nhiink ot
Tpshimsany Srsrat oo - S Amimation Paintee

e = Stvanne el Spmnatiomn

Hinh 3.10. Giao dién Amimation Pane

Cira s6 Animation Pane xuat hién phia bén phai, trong nay thi hiéu
ing nao ding trén cing sé duoc xudt hién trude roi tiép theo cho dén hét.

Dé di chuyén ngudi ding chi viée nam giir chudt va kéo tdi vi tri
moi,

Dé tuy chinh chi tiét hon cho chit/ hinh anh thi tai cua so
“Animation Pane”, nguoi dung bam chudt phai vao hi¢u ing mudn tuy
chinh chon “Effect Options”.

Chon Trigger dé chon hanh dong kich hoat hiéu tmg.

Vi du khi bam chudt vao déi tugng (On Click).

Tab Effect:

Dé tao am thanh luc xuat én chu trong muc “Sound” nguot dung
chon mot am thanh.

- After animation: Hanh dong sau khi hi¢u tmg chay xong.

- Animate text: Chir xuat hién theo kiéu nao? (timg ky tu, timg chir
hay ca doan van).

Tab Timing: Chon cac thiét 1ap thoi gian voi hiéu ang nhu:

- Start: Chay hiéu tmg bang cach nao?

- Duration: Thoi gian chay hi¢u tung.

- Delay: Thot gian tri hodn.,

- Repeat: Lap lai hanh dong.
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3.5. Tao lién két cho cdc dbi twong
Lién két giiva cdc trang
Birde 1: Bam chudt phai vao mét doi twong/ Hyperlink. ..
Budge 2: Hop thoat Insert Hyperlink (hinh 3 11a) xuat hién, chon

Place in This Document va chon slide can chuyén dén.

[ — p—

Hinh 3.11a. Giao dién Insert Hyperlink |

Lién két vai doi negng khde:

Ngoai kha nang lién ket giira cac trang slide, PowerPoint con cung
cap cho ngudi ding kha nang lién két dén mot dbi tuong khac nam ngoai
trang trinh chiéu.

Bude 1: Bam chudt phai vao doi tuong can chen lién két, chon
Hyperlink. ..

Buwde 2: Hop thoat Insert Hyperlink xudt hién, ta chon muc
Existing File or Web Page. Sau d6 tim dén file mudn lién két dén hoac

nhap dia chi web muon lién két dén vao muc Address.
i, s S YN cliiies . A..:.‘..i-:.ﬂ.ﬁ

Hinh 3.11b. Giao dién Insert Hyperlink 2

3.6. Tong duyét — In 4n mot bai trinh dién
3.6.1. Dinh gio tw dong cho mdt bai trinh dién

Buwde I Slide Show/Set Up/Rehearse Timings dé thiét dat thoi
gian chay gitra cac shide voi nhau.

Bude 2: Chon thoi gian hién thi cho timg slide (hinh 3.12).
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@ U 0:00:04 o 0:00:04

Hinh 3.12. Giao dién Rehearsal

Tuy nhién, néu ding lai & budc nay thi PowerPoint sé chi thuc hién
mét lan trinh chiéu cac slide da thiét ké ma khong lap di lap lai. Néu
mudn qua trinh trinh chiéu cir 1ap di lap lai mai nguoi dung thuc hién nhu
sau:

Bude 1 SlideShow/SetUp/SetUpSlideShow xudt hién hop thoai
(hinh 3.13).

Buede 2: Trong Show options, chon phan Look continuously until
‘ESC’.

3.6.2. Tong duyét bai trinh dién Presentation

- Dé thiét dat ché do dong goi (han ché cho nguoi khac sira chira,
tuy chinh cac slide) thi PowerPoint cung cap cho nguoi dung cach déng
g01 ban trinh chiéu nhu sau:

Biwréc 1: Nhan nut File/Save/Browse, hop thoai Save xuat hién
trong muc Save as Type chon PowerPoint Show.

Bude 2: Sau d6 hwru lai tép tin trinh chiéu

Lac nay tép tin trinh chiéu khong con ¢ dudi dang dudi pptx nira
ma thay vao do la dudi .ppsx.

3.6.3. In dn cdc bai trinh dién

Nguoi ding ¢ thé in bat cir tai liéu nao dwoc thuc hién trén
PowerPoint, du do la cac slide, ghi chi, hay cac ban in danh cho khan gia
(Handout),
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- Thuc hién Iénh in an bang rat nhiéu cach nhu:
+ An to hgp phim Ctrl + P
+ Nhan chon File / Print,

- Cura s6 Print xuat hién, thiét dat cac tuy chon tuong tu nhu trong
Word.
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PHAN THUC HANH CHUONG 3

Bai 1:

GAME ONLINE

C6 thé ban chuwa biét!

LO1 IcH CUA GAME ONLINE g ]w
1.Giai tri, gidm Stress
2. Kich thich kha nang tu duy

3.Gia ting vé chit xam, ghi nh,

P9, TAC HAI CUA GAME ONLINE
* Tan thai gian, tdn tién

+ Dau oc mé mudi, a0 trdng, ..

* Dao dirc xudng cap 7 E

Yéu cau:

1. Tao 3 slide theo mau trén va chon mau nén phu hop

2. Thiét ké hiéu (g cho tat ca cac doi twong va chuyén slide

3. Tao lién két tir Slide 1 vé Slide 3 va nguoc lai

Bai 2:

g ouc Hmﬂ
i @
©

?J}?lﬂ 1oy “‘) d

@ o
P 8y

A A
Yeéu cau:

HO MO

LA

1. Tao 3 slide theo mau va chon mau nén phi hop

2. lao hiéu g cho cac dor tuong va hiéu ung chuyén shde

3. Chén ngay thang va thoi gian voi dinh dang bét ky wae tat ca oacislide

Bai 3:

H o XEM PHIM KINH DY

appy i

TAX RAP LUC NUA DéM ey
AT RA A

H LLOWEEN 17/10/2014 - 31/10/2014 P

{ 2 DUY NHAT 1Al HE THONG
e LOTIE CINEMA |
£ANG Gld Vi 30 0000/vE
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Yéu cau:

1. Tao 3 slide theo mau trén va chon mau nén phu hop

2%

. Thiét ké hiéu (g cho tat ca cac d6i twong va chuyén slide
3. Chen nut Action Button: Movie tai slide 1 va lién két téi | doan
video bat ky

Bai 4:

LU St SUUNGIHITP
o b ke 2w clandi
@ Tudi ¢

o Len il Nguven b au

sNoay whi 15 11 1923 1 Haa Plang
eNpav it 10T PR e Ha S

o Nghie ndadp Nkaw st Dinost itk the

o Tl losit Nhaw tdnd shiens. sl do

Yéu ciu:

1. Tao 3 slide theo mau va chon mau nén pht hop

2. Tao hiéu tng cho cac déi tuong va hiéu ang chuyén Slide

3. Thong qua bic anh tai Slide 1 lién két td1 dia chi trang web:

Bai 5:
] B & amuin oy 2% Sanim "-'ll"@' 1
s i s
A i cuw chinh bgn by mank mudn
= L/ ‘:n'u.a-uuum”} BAN <€ ¥
NHUNGLOTKHUYEN HO'U ICH bttt WDASAN S AN
3 . " ik A T AR g >, GTHAY £ BF
GIUP BAN PHAT TRIEN BANTHAN tat THANH CONG?
Lo ks wa iy P o L g
g B Pk B thah cing

Yéu ciu:

1. Tao 3 slide theo mau va chon mau nén phi hop

2. Tao hiéu ung cho cac doi twong va hiéu tmg chuyén slide
3. Banh s trang cho tat ca cac slide
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CHUONG IV. MICROSOFT EXCEL

Chuong nay trinh bay cac kién thirc can thiét khi sir dung Microsoft
Excel bao gom cac kién thirc tong quan, cac thao tac d6i véi bang tinh,
dinh dang va trinh bay dit liéu trong Excel. Ngoai ra, cung cap cho nguoi
dung cac kién thirc vé cong thirc cung véi cac ham tinh toan co ban dé c6
thé xur ly dé dang cac bai tinh toan. Bén canh do la cac thao tac sép xép,
loc va xtr ly, tong hop dir liéu cung xay dung biéu do ciing dugc dé cap
dén trong ndi dung ciia chuong nay.

4.1. Tong quan vé Microsoft Excel
4.1.1. Khoi dong chuong trinh

Dé khoi dong Microsoft Excel 2013 nguoi dung nhan dip vao biéu
twong san c6 cua chuong trinh trén man hinh Desktop cua may tinh hodc
vao Start/All Program/MicroSoft Office 2013/Excel 2013, man hinh
chinh cua chuong trinh s& xuat hién nhu hinh dudi day:

L0
1. } il

7]

- Nl

Hinh 4.1. Giao dién chwong trinh Microsoft I'veel

Dudi déy la cac thanh phan co ban trén man hinh chinh:

(1) Thanh cong cu nhanh (Quick Access Toolbar): Chira cac 1énh
thao tac nhanh,

(2) Office button: Chira Iénh thao tac vai tép.

(3) Thanh cong cu Ribbon: Chira gﬁn nhu toan bd cac lénh thao tac
voi chuong trinh, ching duoc phan chia thanh cac nhom khac nhau.

(4) Name box: Vung dia chi vi tri con tro hién thoi

(5) Fomula bar: Thanh c¢6ng thirc.
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(6) Man hinh nhap liéu: La phan 16n nhat trén man hinh cua chuong
trinh, day la vung chira dir liéu trén bang tinh (WorkSheet).

(7) Tiéu dé cot, hang WorkSheet: Gom ¢ot va hang tiéu dé, cot
thuong duoc danh dau theo ky tu trong bang chi¥ cai, hang duoc danh dau
theo day so lién tiép.

(8) Thanh cudn: Dung dé di chuyén van ban Ién xuéng. sang (rai
sang phai.

(9) Thanh Sheet tab: Liét ké danh sach cac trang bang tinh (cac
Sheet) co trong tép Excel (WorkBook), ngoai ra con chira thanh diéu
khién dé di chuyén qua lai gitra cac Sheet.

(10) Thanh trang thai: Chira mot s0 thong tin hién thoi cua van ban
nhu ché do hién thi, phfm tram hién thi, trang hién tai,. ..

4.1.2. Thodat khoi excel

Pé thoat khoi excel thue hién theo mot trong cac cach sau:

+ Nhan phai chudt vao biéu tuong Excel ¢ goc trén bén trai man
hinh, chon Close.

+ Nhan chudt vao nut Close (bén phai cua thanh tiéu dé chuong
trinh).

+ Nhién t6 hop phim Alt + F4.

Khi thoat khoi Excel, néu WorkBook hién thoi chua lwu, chuong
trinh sé xuat hién hop thoai xac nhén. Néu muén hru lai thay doi va thoat
khoi timg dung, chon Save, néu mudn khong luu lai thay doi va thoat khoi
ang dung, chon Don’t Save, mudn huy thao tac dong (g dung, nhan
chon Cancel.

4.2. Céc thao tdc doi véi bang tinh
4.2.1. Thanh phdn va cdc thao tic co bin

Céc thanh phin co ban

Mot bang tinh bao gom nhiéu WorkSheet (Sheet) trong méi Sheet
chira cac hang (Row) va cot (Column), giao cua hang va cot tao thanh cac
o (Cell),

- Sheet: La mat trang bang tinh voi cac thanh phi"m nhu da noi o
trén. Nguoi dung c6 thém mai, tay chinh hay x6a bo mot Sheet trén
WorkBook. Cac Sheet trong mot, hoac nhiéu WorkBook co thé lién két
lay dir liéu qua lai voi nhau.
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- Column: Puoc xac dinh boi tiéu dé (dia chi) cot. Dia chi cot duoc
ky hiéu bang cac chir cai bao gébm: A,. ., Z, AA, ..., AZ,.... Vi du ching
ta noi cot A, cot B hay cot XA,... Nguoi dung ciing ¢o thé cheén, xoa, di
chuyén,. .. cac cOt trén mot Sheet.

- Row: Pugc xac dinh bai tiéu dé (dia chi) hang. Dia chi hang duoc
ky hiéu bang cac chit s6 tw nhién lién tiép bt ddu tir 1. Vi du néi hang 1,
hang 2 hay hang 1000,... Nguoi dung ciing c6 thé chén, xoa, di
chuyén,, .. cac hang trén mgt Sheet.

- Cell: La 6 giao nhau gitra mot hang va mot ¢ft xac dinh nao do, vi
tri cua 6 hay con goi la dia chi cua 6 duoc xac dinh bai tén cft va hang
giao nhau chira n6. Gia sir 6 AS dugc hiéu la 6 giao giira cot A va hang 5,
thir tu viét dia chi cua 6 1a “Pia chi ¢ot” + “Dia chi hang”. Mo rong 6
chang ta sé c6 nhom céac 6, nhém cac 6 duge xac dinh bai 6 dau tién va o
cubi cung trong nhom. Nhu vay dia chi cua mot nhom 6 duge viét nhur
sau: “DPia chi 6 dau tién”: “Pia chi 6 cudi cung”. Vi du: nhom 6 tir hang
thir nhat cot A téi hang thir 5 ¢ot E ching ta sé co dia chi la AL:ES.

- Ving lam viéc hién thoi: La mot nhom cac 6 dugc chon tai mot
thoi diém xéac dinh va bao quanh bot mot khung mau den.

e 3

Hinh 4.2. Ving lam viéc hién thoi trén trang bang tinh

bia chi ving lam viéc hién thoi chinh la dia chi cua nhom cac 6
duoc chon.

Thém m{t cira sé bang tinh (WorkBook) méi

M¢& mét WorkBook mai bang mét trong cac cach sau day:

+ Nhan chon biéu tuong File Button/New/Blank WorkBook
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Hinh +4.3. Thém mai | bang tinh nir Tab Home

+ Bam (6 hop phim Ctrl + N.

Cudi cing nhan nat Create.

Luu y: Vi hai cach trén ching ta sé tao duoc WorkBook triing tuy
nhién Microsoft Excel 2013 con cung cap rat nhiéu cac mau (Template)
duoc xay dung san ma ngudoi dung co thé ké thira va sir dung lai. Vigc sir
dung cac mau xdy dung san sé ginp tiét kiém thon gian cling nhu tiép can
voi cach trinh bay, b tri bang tinh hién dai, khoa hoc cua Microsoft.
Ngudi ding c6 thé chon bat ky mdt mau nao muén thuc hién, sau dé bam
vao nut Create.

Thém mot bang tinh (Sheet)

Tu cwra s6 WorkBook, ¢6 thé thém moi mot Sheet bﬁng cac cach
sau day:

+ Nhan chon biéu tuong Insert WorkSheet trén thanh Sheet Tab.

+ Nhan t6 hop phim Shift + F11.

Bﬁng mat trong hai cach trén, mot Sheet moi sé dugc tao va co tén
mic dinh la Sheet + S thir tu cua nhiing Sheet da tao trong WorkBook.

Chén mot bang tinh (Sheet)

Nguoi dung thue hién nhu sau:

Buwdge 1: Nhan phai chudt vao Sheet can chén mot Sheet méi vao bén
trai, chon Insert. ..

Buwge 2: Nhan chon WorkSheet trong Tab General sau do nhin
Ok. Mot Sheet mdn sé dugce chén vao truoc vi tri Sheet vira chon.

Doi tén cho bing tinh (Sheet)

WorkBook c6 nhiéu Sheet, nguoi ding co thé dat lai tén cho cac
Sheet dugc tao ra. Cach thue hién nhu sau:

Bude 1: Nhin phai chudt vao tén Sheet cin déi tén trén thanh Sheet
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Tab, chon Rename Sheet (hodc nhéan dup chudt vao tén Sheet can doi
trén Sheet Tab).

Biwde 2: Con tro chudt sé nhép nhay tai vi tri tén cua Sheet can doi,
hdy x6a tén ci va nhap tén madi cho Sheet.

Luu y: Tén Sheet nén dat ngén gon nhung goi nhd, khong nén sur
dung cac ky tu dac biét (?!@#,...) hoac khoang tréng. pé twong minh,
nguoi dung nén sir dung dau* " dé phén cach cac chir trong tén Sheet.

Xoa m{t bang tinh (Sheet)

Dé xoa mot Sheet, nguoi dung thue hién nhu sau:

Buwée 1: Nhan phai chudt vao tén Sheet can xo6a trén thanh Sheet
tab chon Delete sheet.

“w on

Bude 2: Hop thoai xac nhan thao tic xuat hién, néu dong y xoa,
chon Delete, nguoc lai chon Cancel.

Luu m{t bang tinh (Sheet)

Vi Microsoft Excel 2013, ¢6 thé luu mt WorkBook bang cac cach
sau day:

+ Nhan chon biéu tugng Save trén thanh cong cu Quick Access.

+ Nhan chon nut Save trong cira so File Button.

+ Bam 6 hop phim Ctrl+S

Néu WorkBook dugc tao mdi va lwu lan dau tién, bang mot trong
hai cach trén hop thoai Save As sé xuét hién, nguoi dung chon duong din
lwu File trén o dia cing roi nhap tén cho cho File vao muc File Name,
cudi cung nhan nut Save dé luu lai van ban.

Luu y: Dé luu lai File Excel voi mot tén khac, chon nat Save As
trong ctra s6 Office Button. Cac thao tac con lai giong nhu khi chon nut
Save

M lai mot File Excel da ton tai

Pé mo mot File Excel da ton tai, thie hién theo mot trong cac cach
sau day:

+ Trong Window Explorer nhan dip chudt vao biéu twong File
can mo.

+ Tir cira s File Button/Open

+ Bam t6 hop phim Ctrl + O.

Bang mot trong hai cach 2 va 3 hop thoai Open xuat hién, chon tgi
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File can mo roi nhan chon nat Open.

Déng cira s6 bang tinh hién thoi

Dé dong WorkBook hién thot, co thé thue hién theo cac cach
sau day:

¢ Chon biéu tuong File Button/Close.

+ Nhan chon Close window phia goc trén bén phai man hinh
trng dung,

Néu WorkBook hién thot chua duoc luu, chuong trinh sé Xuét hién
hop thoar xac nhan. Néu mudn luu lai thay doi, chon Save, nguoc lai
chon Don’t Save, néu muon huy thao tac dong WorkBook hién thoi, nhan
chon nut Cancel.

4.2.2. Lwa chon cdc vang div liéu, hang, cot, bdang tinh

- Chon mot 6: Di chuyén chudt dén vi tri cua 6 muon chon sau do
nhan chudt trai. Nguoi dung cing ¢6 thé ding cac phim mii tén dé di
chuyén 0 chon dén noi can chon. O duoc chon goi la 6 hién hanh, 6 hién
hanh duoc (6 mot vién dam.

- Chon mot khoi cac 6

Co thé s dung chudt hoac ban phim dé thuc hién viéc chon mot
khoi 6.

t Sir dung chudt: Pua chudt vao 6 dau cua ving muon chon sau do
nhan chudt trai vao 6 dau va kéo dén 6 cudi cung cua vung chon.

+ Sur dung ban phim dé chon: Pua tro chudt vao 6 dau cua ving
mudn chon, nhan git phim Shift + cac phim mii tén dé di chuyén dén
cudi ving chon.

O hay mot nhom cac 6 da chon dugc bao quanh bor kKhung mau den.

- Thao tac chon hang: Nhién chuot 1én dia chi sé thir tw cua hang, dé
chon nhiéu hang nhan chuot an va kéo tai thir tu cua cac hang khac.

- Thao tac chon ¢ot: Nhan chudt 1én dia chi cua cot trén thanh tiéu
dé ¢ot, dé chon nhiéu cot nhan an va kéo tdi cac cot khac.

- Chon toan bd bang tinh: Nhan chon vao 6 giao nhau cua 2 thanh
tiéu dé cot va dong hodc an t6 hop phim Ctrl+A.

Liuu y: Dé chon cac ving dir liéu hodc cac hang, cac cot ro1 rac nhau
ta tién hanh chon vung chon thir nhat, sau d6 gitt phim Ctrl réi tién hanh
chon Iiép cac vung chon liép theo.
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4.2.3. Nhip dit liéu vao bang tinh

Ta c6 thé chén ba kiéu dit liéu (mac dinh) vao cac 6 trong bang tinh.

+ Chudi: Van ban xuat hién trong cac 6 dung nhu ta nhap ching,
mac dinh can 1é trai.

+ Gia tri: Cac gia tri 56, mac dinh can I¢ phai.

+ Cong thire: Gom céc 6 tham chiéu, cac toan tir s6 hoc va cac ham
dugc ap dung vor dir liéu.

Ngoai ra, néu muén dinh dang dir liéu kiéu khac thi chon 6 hoac
nhom 6 can dinh dang dir liéu, nhén phai chudt chon Format Cells (trinh
bay chi tiét trong phan sau).

* Nhdp van ban hay ghi nhan

- Excel sé tu dong che lap cac 6 khac khi nguoi dung thuc hién viéc
nhap cac ky tur qua mét 6.

- Dé nhap dir liéu, ta nhan chudt vao 6 bat ki sau do go dir liéu vao.
Dung phim BackSpace hay Delete dé chinh sta dir liéu nhap sai. Khi gd
xong nhin Enter dé chuyén sang 6 tiép theo bén dudi. Nguoi dung ciing
¢6 thé nhin chudt vao 6 khac hodc nhan bat ki phim mii tén nao (trén,
duan, trai, phai).

- Nhin t6 hop phim Alt + Enter dé ngét dong trong mot 6.

- Dé chuyén sang nhép dir liéu cho 6 khac: Nhan chudt vao 6 muén
soan thao liép theo, nhén phim Enter dé nhap 6 ké duai, hay nhén cac
phim miii tén dé di chuyén qua lai lén xuong,

- Khi nhép dir liéu, hiay cin nhac nhimg diéu sau:

+ Ta co thé nhap hay chinh sua dir liéu truc tiép vao 6 hién thoi,
hoac sur dung thanh cong thire dé nhap cac dir liéu dai.

+ Cac dir liéu nhap vao cac 6 ké bén s& khong cho phép hién thi tai
ranh gioi cot. Chudi van ban dai co thé khong nhin thay dugc nhung no
van nam trong 6 ma né dwoc nhip vao.

- Ta co thé dé dang thay doi hinh thitc, sw can chinh cua bét ki nhan
néo & bat ki 6 nao.

- D) dai toi da cua noi dung cong thirc 1a 8,192 ky tur.

* Nhdp s6 hodc ngay thing

- S0 la nhing gia tri khong doi nhu %, $. Theo mac dinh nhimg gia
tri nay dugc can 1é bén phai. Néu nhap cac ky tw khong phai 1a sé Excel
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s¢ co1 do la nhan.

- Khi nhap ngay thang, hay chi y cac diéu sau:

+ Dinh dang mac dinh cua gia tri ngay thang la m-d-yy (thang-ngay-
nam). mac du ta co thé thay doi bfmg cach su dung Region and
Language trong Control Panel.

¢ Gia tri ngay thang khong can phai la ngay thang nam day du. No
¢0 thé chi la ngay va thang hay thang va nam,

4.3. Dir liéu va cic thao tic voi div licu
4.3.1. Kiéu chuéi

Kiéu dir liéu nay bao gom cac ky hiéu tir a dén z, tr A dén Z va cac
phim s6 trén ban phim ngoai ra no con co mot sé cac ky hiéu trén ban
phim.

Dir liéu loai chudi thuong duoc ding dé mo ta, giai thich cac thanh
phan cho ré rang n6 khong dung trong tinh toan.

Néu cac kiéu dur liéu duoc nhap vao khong hop ¢ thi Excel wr dong
chuyén cac dir liéu nay thanh di liéu loai chudi.

Dit li¢u loai chudi khi dimg trong c¢éng thirc phai duoc dat trong céap
dau nhay kép (" ").

Khi muén thé hién s6 duai dang ky tu, nhap thém diu nhay don ()
trude dir liéu chudi dang $0.

4.3.2. Kiéu 56 hoc

Kiéu dir liéu nay bao gém cac phim sO tir 0 dén 9 va cac ky hiéu
nhar b= O 28 %%

Dir liéu kiéu s6 mac dinh duoc can phai trong 6, néu do dai cua )
lon hon do rong cua 6 thi no tu dong chuyén sang hién thi kiéu khoa hoc
(s6 mii) hodc hién thi trén cac 6 ky tur (###), luc nay chi can noi rong 0.

Chi y: Tuy thudc vao viéc cai dat cua mdi may tinh ma phan thap
phan s& duoc ngan cach véi phan nguyén boi dau cham (.) hoac dau phay ()

Vidu: 345.6 hoac 345,6

Trong kiéu s6 hoc bao gom 2 kiéu dir liéu dac biét la kiéu ngay
thang va kiéu thoi gian. Trong do:

Kiéu ngay thing: Kiéu dir liéu ngay thang duoc thé hién ngay
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thang nam gid phut gidy hay thang ngay nam... cach thé hién ngay thang
tuy theo su Iua chon cia nguoi dung,

Dir liéu ngay trong Excel la mot s6 nguyén tinh tir 1/1/1900 dén
ngdy ta nhap, ngay 1/1/1900 la ngay 1. Ngay két thic la 30/12/9999.

Kiéu thoi gian:

La mot so thap phan. Hai dang thoi gian thuong dung khi nhap la
13:30:55 hoac 1:30:55 PM.
4.3.3. Kiéu cong thirc

Kiéu dir liéu dang cong thuc bat budc dau tién phai la dau béng (=),
tiép theo sau la cac hang, bién, ham va két hop véi cac toan tir (sé hoc,
ludn ly, quan hé).

Trong 6 c6 kiéu dit liéu dang cong thirc, sau khi chuyén con tro qua
6 khac thi Excel chi hién thi két qua tinh toan cua cong thirc chir khong
hién thi cong thirc,

Vi du: Trong hinh anh dudi day, gia tri cua cong thirc trong thanh
c¢ong thire (f,) duoc hién thi tai 6 D3.

D3 - S | =IF{BICI, TDUNG", "SAIT)
A 8 C o E F
1
2
4 2 5
5 5 4

6

Hinh 4.4. Két qua hién thi cua cong thire

4.3.4. Cdc thao tic dbi véi dir liéu

Thuye hién cdc thay doi vé ndi dung

Pua 6 hién thoi vao 6 can sua dir liéu roi chon mét trong cac cach
sau:

+ An F2 dé sura dir liéu.

+ Bam dup tai 6 can sia.

+ Dua con tro chudt lén thanh cong thire, sau chit /, va sua dir ligu.

Su dung cic l1énh Undo hay Repeat

Tuong tw nhu Word, Excel ciing co chirc ning hoan tac cho phép
nguoi dung cé thé huy cac Iénh da thuc hién trong trang tinh.

N6 ¢6 thé hay t6i da 100 Iénh duoc thuc hién gan nhat. “Lich su cac
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Iénh” nay hién thi khi nguoi ding nhan chudt vao mii tén xudng bén
canh nit Undo. Lénh Undo chi c¢é thé thue hién theo trinh tw nguoce lai
nhirmg thay doi dugc tao ra cho trang tinh.

Néu can dao nguoc mot Iénh vira huy co thé lam lai no bfmg Iénh
Undo hodc nhan t6 hop phim Ctrl + Z. Excel ghi lai 100 thao tac cudi
cung ma b1 huy bo dé co thé thuc hién Iénh Redo.

Dé hién thi lich su Redo, nhan chudt vao mii tén xuﬁng bén canh
nut Redo. Gif)ng nhu lénh Undo, Iénh Redo phai dugc thuc hién theo
trinh tu nguoc lai so voi cac thao tac da by hay bo.

Sao chép, di chuyén dir liéu

- Sao chep dir licu (Copy): Thuce hién theo cac budce sau day:

Bude 1 Chon mot 6 hay khdi cac 6 can sao chép.

Bude 2 Trong budce nay, nguot dung thue hign theo mot trong cac
cach sau:

+ Home/Clipboard/Copy.

¢ Nhan phai chudt trén vang 6 duoc chon, chon Iénh Copy.

+ Nhién t6 hop phim Ctrl + C

Liru y: Sau bude 2, 6 hay khoi 6 duoe sao chép sé co vién den trang
chay bao quanh.

- Di chuyén dir liéu (Cut): Dé di chuyén dir liéu tir vi tri nay dén vi
tri khac, nguoi dung thue hién theo céc budce sau day:

Bude 1 Chon mét & hay khdi cac 6 can di chuyén dir liéu.

Bude 2 Trong budc nay, ¢6 the thue hién theo mot trong cac cach
sau day:

+ Home/Clipboard/Cut.

+ Nhan phai chuot trén viing 6 duoc chon, chon lénh Cut.

+ Nhan t6 hop phim Ctrl + X

Luwu y: Sau Budce 2, 6 hay khoi 6 duoc di chuyén dir liéu sé cé vién
den trang chay bao quanh.

- Dan dit liéu (Paste): Két qua cudi cung cua viéc Copy hay Cut la
dua dit liéu do dén vi tri moi. Dé dan dir liéu da duoc Copy hodc Cut,
nguoi dung can thuc hién theo cac budc sau day:

Bude 1: Nhan chudt chon tai vi tri can dan dit liéu (chi can chon 6
dau tién),
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Bude 2: Thuce hién theo mot trong cac cach sau day:

+ Home/Clipboard/ Paste.

+ Nhan phai chugt 1én vi tri dich, chon Iénh Paste.

+ Nhan t6 hop phim Ctrl + V

Luu y: Véi cac bude trén, toan bd thanh phan o trong 6 hay nhom 6
da Copy hoac Cut dwoc dan vao vi tri méi. Tuy nhién trong mot s6
trwong hop, nguoi ding chi mudn lay két qua la gia tri hay cong thic
hodc dinh dang,... cua 6 hay nhém 6 d6. Va1 nhiing truong hop nhu vay
phai sir dung Paste Options theo cac cach sau day:

+ Str dung cac 1énh trén thanh cong cu Ribbon

- Chon Tab Home/Clipboard. Nhan chudt vao mii tén dudi biéu

tuong Paste.
| @ b2 Vo

Hinh 4.5. Cac tity chon trong Paste Options

- Mét danh sach cac lua chon xuat hién trong muc Paste:

t Paste: Dan toan bg noi dung, dinh dang, cong thie,. ..

e Fomulars: Chi chon cong thirc.

e Fomulars & Number Formatting. Chon cong thue va dinh dang,
o Keep Source Formatting: Gitr nguyén dinh dang goc.

¢ No Border: Khong co Border.

¢ Keep Source Column Widths: Gitr nguyén do rong cua cot.
o Transpose: Chuyén ¢t thanh hang, va nguoc lai.

Trong muc Paste values

e Values: Chi chon dir liéu.

¢ Values & Number Formatting: Chon dir liéu va dinh dang.
e Values & Source Formatting: Dit liéu va dinh dang gdc.



Trong muc Other paste options

¢ Formatting: Chon dinh dang.

e Paste link: Chon cac duong link.

¢ Picture: Chi chon cac hinh anh,

o Linked picture: Chon cac lién két hinh anh.

Néu nhimg tiy chon ké trén chwa dap tmg dugc yéu cau, nguoi
dung c6 thé chon muc Paste Special. .. Hop thoai Paste Special xuit hién
nhu hinh duoi day:

Fanne e . Canin

Hinh 4.6, Cac muc chon khdace trong Paste Special

Tich chon cac diéu kién can dan dit liéu trong muc nay sau do nhan Ok.

+ Str dung menu dé thuc hién, nhan phai chudt tai vi tri can dan di licu.

Trong muc Paste Options, lua chon mét rong cac tay chon cho phi hop.

Dién dir lidu bing Fill

Dién dit liéu tw dong 1a sao chép nhimg dir liéu giong nhau hay danh
sO thir twr tang dan cho mét phan (hoac toan bo) dir liéu trong bang tinh,
Diéu nay giip nguol dung tiét kiém dwoc nhiéu thoi gian hon khi nhap
mot sb lwong dir liéu giéng nhau va rat hitu ich khi danh s6 thir tr cho
ot danh sach dai.

- Dién noi dung hay cong thirc giéng nhau cho nhiéu cot:

Budge 1: Chon 6 chira nd1 dung can dién cho cac 6 con lai.

Bueie 2: Di chuyén chudt xudng phia goc phai bén dudi cua 6 vira chon.

Khi con tro chudt chuyén thanh hinh dau “+” mau den, giir va kéo
chuot xufmg dudi, sau khi qua hét nhiing 6 can dién dir liéu thi tha chuot.

Luw y: C6 thé ap dung cach nay dé dién ngi dung cho cac cot phia
trén, bén phai hay bén trai.

Bude 3: Thay doi két qua dir liéu sau khi kéo Fillhand. Sau khi dién
xong noi dung, ngudi dung co thé tiy chinh két qua bang cach nhan chon

113



nut Auto Fill Options.

Hinh 4.7. Cac tiy chinh sau khi dién dir liéu ne dong

¢ Copy Cells: Copy toan bo néi dung, dinh dang, céng thue,. ..

¢ Fill Formatting Only: Chi Copy dinh dang.

« Fill Without Formatting: Chi lay dir liéu khong lay dinh dang.

o Fill Series: Copy dir liéu trong d6 phan so tang dan.

e Flash Fill: Thue hién Copy va bo qua cac dang dir liéu nhap vao co
do dai 1om hon 255 ky tur.

- Bién cac sb tang t dong.

Luww y: Viéc nhdp dir liéu cho mot s6 ¢ot trudc khi kéo Fillhand dé
tao ra mot quy luat giap chwong trinh c6 thé tu tang gia tri cho cac cot
tiép theo.

4.4, Cic thao tac dinh dang
4.4.1. Lam viéc vdi 6 (Cell)

Chén thém m{t 6

Pé thao tac véi hang, cot, 6 chung ta sé cing tim hiéu mot vi du cu
thé. Gia sir co mot bang danh sach két qua thi tot nghiép cua hoc sinh nhu
hinh duoi day:

#, 1] [ i ' * (5 || '

1

k) L N RN S N R A Al L I DA LI L LR DR L
4

a st uorin [neaysinn [1oan]u [meavan [ann Joia
B ltéAn | 21/01/1994] 9] 6] B 0 6] 7] 7
6 _ 2]Trdn Quan | 03/02/1995| a8 6 7 88
] 3[va minn_ 23/03/1994 s| 2] ] s| 8 7
" a[TeAn Tidn 0s/10/1995| 8] 7 8 8 7| a
% 5|Dac Hung 12/11/1994 6 8] s 8 8 8
1w GNguyén Tan | vasfor/igual ¢l 6| 21 el 2] 2
11 ?|HoangrHa | 19/10/199a] & e] a 7 &) 7

Hinh 4.8. Dir liéu duoc nhap vao mot phcfu trang tinh

Dé chén thém mot 6 vao vi tri 6 Lé An, co thé thuc hién theo cac
budc sau day:
Bude I Nhan chuot chon 6 Lé An
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Bude 2: Nhan phai chugt chon Insert.. Hodc chon Tab
Home/Cells nhan chon mili tén bén phai [énh Insert. Mot danh sach xuat
hién, chon muc Insert Cells. ..

Bude 3: Sau budce 2 hop thoai Insert xuét hién nhu hinh duoi déy:

Insest [ e

Invert |
@ Stk celis rght!
SRt cells gawn
Ente pow

i Entire gatumn f

(=18 Cancel |

Hinh 4.9. Cdc tiy chon khi thém | 6 vao trang tinh

Néu mudn chén thém 6 mai vao vi tri hién tai va chuyén toan bo noi
dung cac cot twong tmg sang bén phai, chon muc Shift cells right, néu
muon chén thém 6 mai vao vi tri hién tai va chuyén toan bd ndi dung cac
cot twong ng xuong phia dudi, chon muc Shift cells down. Cudi cing
nhan Ok.

Két qua khi chen thém mot 6 mai vao vi tri hién tai va chuyén ndi
dung cac ¢Ot trong tung sang phai.

R R N T e BT TR LSRR TR TR B TTL W ST

Hinh 4.10. Chén thém 6 méi va chuyén néi dung

caae cOr eeong g sang pheai

Keét qua khi chén thém mot 6 maoi vao vi tri luén tai va chuyén noi
dung cac cot tuong (g xuong phia dudi.

BEE A I BN S R S e

Jolals

Hinh 4.11. Cheén thém 6 mai va chuyén ndr dung cac cor wong ung xuong dui
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Xoa 6

Dé x6a mot 6, co thé thue hién theo cic budce sau day:

Bude 1 Nhan chudt chon 6 can x6a.

Bwdc 2: Nhan phat chuot chon Delete... Hodc chon Tab

Home/Cells nhan chon miii tén bén phai lénh Delete. Mot danh sach xudt
hién, chon muc Delete Cells. ..

Bude 3: Hop thoai Delete xuat hién cho phép nguoi dung lua chon

Néu mudn xéa cot hién tai va chuyén toan bo ndi dung cac cot
tuong ung sang bén trai, chon muc Shift cells left, néu mudn xoa cot hién
tai va chuyén toan bo ndi dung cac cot twong tng lén phia trén, chon muc
Shift cells down. Cubi ciing nhan Ok.

Gop 6 (Trjn d)

Trong vi du ¢ phan trude, tiéu dé KET QUA.... duoc chira trong
mot 6, 6 nay duge gop tir cac 6 A2 dén 12 (A2:12). Dé c6 thé gop nhiéu 6
lai voi nhau, thyue hién theo cac bude sau day:

Birge 1: Chon nhom 6 can gop, gia sir vai vi du trén chang ta chon
cc & A2 dén 12 (A2:12).

L] . [3 [ER S G H '

2[R QU A O NG R NG I PR G0N G |
4 wit Ao TEnN MLAY Stk | TUARN L1 [HGA WAt |Artan !.-‘1_-1—'
5 ol 6l 8] e 72l 7|
[ L] L] & 7 al 5
’ st 55— sl 3|
R - _ & ? ) L] 7 &
" 6] Al s W 7 )|
1w et n | o a4 I Y I o ] I
11 Tlhe. 1 19 o094 8] & ® 7 a] 7|
Hinh 4.12. Chon viing div liéu can trén 6 (A2:12)

Bude 2: Tir thanh cong cu Ribbon nhan chon Tab Home, tim toi
nhom Alignment.

B e Tenm 3

E - = L Merge B Center =
Fai e B0 ene

PEPIRER TN PO ¥
| flesagr - et

F (=3 H |+

Hinh 4.13. Lwa chon kiéu trén o

Nhan chudt vao miii tén bén phai l1énh Merge, trong danh sach do
xuong, co thé chon kiéu Merge cho cac 6.
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+ Merge & Center: Nhom tat ca cac 6 can gop thanh mot 6 duy nhat
va cin ndi dung vao gitra. Két qua khi gop 6 bang lénh nay:

Hinh 4.14. Két qua tron 6 ven cac 6 da chon

+ Merge Across: Nhom cac 6 hoac nhom 6 thanh cac 6 lon theo
chiéu doc.

+ Merge Cells: Nhom tat ca cac 6 can gop thanh mot 6 duy nhat.

Liu ' Trong qua trinh gép cac 6 c¢6 ndi dung, chuong trinh s& xuat
hién hop thoai canh bao mat dix licu, néu dfmg y ban nhan Ok.

........ g " AR T

| [R—
|

Hinh 4.13. Hop thoai canh bdo mdt div liéu khi gop 0

+ Unmerge Cells: Huy gdp cac 6, gop 6 bang mot trong cac lénh
trén sau do s dung lénh huy gop 6.

4.4.2. Lam viéc voi cot

Chon ¢t

Dé chon toan bo mot cot trong Sheet, nhan chudt trai vao 6 tiéu dé
cua cot do, cot duoc chon sé chuyén thanh mau sam.

lrong truong hop muon chon nhieu cot lien nhau, nhan chon vao
tiéu dé cot dau tién, giir va kéo chudt dén cac cot tiép theo, cudi cung tha
chudt o cot cudi cing. Hoac ciing co thé thao tac bang cach nhan chon
vao tiéu dé cot dau tién, sau do giir phim Shift va nhén tiép chudt trai vao
tiéu dé cot cudi cung.

Néu mubn chon cac cot khong lién nhau, nhan chon chudt trai vao
tiéu dé cot dau tién, gitra phim Ctrl va nhin chudt trai vao tiéu dé cot cua
cac ¢ot mudn chon (iép theo.

Hiéu chinh d ring

Pé hiéu chinh do rong cua cot, co thé thuc hién theo cac cach sau day:
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+ Su dung chudt

Buede 1: Di chuyén chudt dén phan tiéu dé cot can thay doi do réng

Bude 2: Khi con tro chuét c6 dang mot mii tén hai chiéu, nhan gii
chudt trai va kéo qua phai dé tang kich thudc c¢ét hoac kéo qua trai dé
giam kich thudce c6t. Khi dat do rong vira y thi tha chudt ra. Trong khi
kéo chudt, gia tri d6 rong cot xuat hién o khung hinh chir nhat phia trén.

i
Hinh 4.16. Hiéu chinh d¢ rong cho cot bcffng cach su dung chudt

+ Su dung thanh cong cu Ribbon

Buege 1: Nhan chon cét can diéu chinh dé rong

Burge 2: Chon tab Home/Cells/Format.

Trong danh sach xuét hién, chon mot trong cac chirc nang sau:

- Column Width...: Sau khi chon lénh nay, hop thoai Column Width
xuat hién. Nguoi ding co thé thay ddi do rong cho cot bing cach nhap gia
tri trong 6 Column Width, sau d6 nhan nut Ok dé xac nhan.

- AutoFit Column Width: Chon lénh nay dé chuong trinh tw dong
thiét lap d6 rong cho cot.

- Default Width...: Chon Iénh nay dé thiét lap do rong theo gia tri
mac dinh. Sau khi chon Iénh nay hop thoai Standard Width xuat hién. Cé
thé thay doi gia tri mac dinh cho lan sau bang cach nhap vao 6 Standard
Column Width, cudi cang nhan Ok dé hoan tat.

+ Co thé thay d01 do rong cho cot bang cach nhan chudt phai lén
]Jhan tiéu dé cua cot can thay d6i do rong, sau do chon Column Width..

Hop thoai Column Width xuat hién, thiét 1ap dé rong cho cot tron&,
6 Column Width. Cudi cung nhan Ok dé hoan tat.

Chén thém mjt cft

Dé cheén thém mot cot moi vao Sheet co thé thue hién theo cac cach
sau day:

+ Sur dung thanh cong cu Ribbon

Bude 1: Chon cdt (hoac mot Cell trong cot) muon chén ¢dt méi vao

118



trudce no.
Bude 2: Tab Home/Cells, trong nhom nay chon mui tén bén phai
Iénh Insert.

Tnzert =

Hinh 4.17. Chén thém | cort swe dung thanh cing cu Ribbon

Trong danh sach xuat hien, chon muc Insert Sheet Columns, mot
¢ot mon s¢é duoc cheén vao bén trai cua cot hién thoi.

# Nhéan chudt phai vao 6 bat ky trén ¢ot can chén cot moi trude no,
chon muc Insert...

Hop thoai Insert xuat hién, chon Entire column sau d6 nhin OK.

+ Nhén phai chudt lén 6 tiéu dé cua cot can chén cot méi trudce no
chon Insert.

Xoa mit cot

Dé x6a mot ¢ot trén Sheet nguoi dung co thé thue hién theo cac
cach sau day:

+ Sur dung thanh cong cu Ribbon

Bire 1: Nhan chuét chon toan bd hodc nhan chon mét 6 trong cot
can xoa.

Biwge 2. Tab Home/Cells, nhin chon mii tén bén phai cua lénh
Delete.

Trong danh sach xuit hién, chon muc Delete Sheet Columns

Fr Delete -

-

|

Hinh 4.18. Xoa | ¢ot hcing cach swe dung thanh cong cu Ribbon

# Nhén phai chudt vao 6 bat ky trén ¢t can xoa chon Delete...

Hop thoai Delete xuat hién, nhan chon muc Entire column rdi
nhan Ok.

+ Nhan phai chudt 1én 6 tiéu dé cua cot can x6a chon Delete.
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4.4.3. Lam vi¢c vai hang (dong)

Chon dong

Dé chon toan bd mot dong, nhén chuét trai vao o tiéu dé cua dong
do, dong duoc chon sé chuyén thanh mau sam. Vi du duéi day chung ta
vira chon dong thir 6.

Hinh 4.19. Chon I dong trén trang tinh

Trong truong hop mudn chon nhiéu dong lién nhau mot lic, nhan
chon vao tiéu dé dong dau tién, giir va kéo chudt dén cac dong tiép theo,
cudi cung tha chudt & dong cudi cung. Hoac ciing co thé thao tac bing
cach nhéan chon vao tiéu dé dong dau tién, sau do giir phim Shift va nhan
tiép chudt trai vao tiéu dé dong cudi cung.

Néu muon chon cac dong khéng lién nhau, nhan chon chudt tréi vao
tiéu dé dong dau tién, giira phim Ctrl va nhan chudt trai vao tiéu dé dong
ctia cac cot tiép theo.

Hiéu chinh chiéu cao

Dé hiéu chinh chiéu cao cua dong, ¢o6 thé thuc hién theo cac cach
sau day:

+ Sur dung chuot

Buwde 1: Di chuyén chudt dén phan tiéu dé dong can thay doi chiu
cdu.

Bude 2: Tro chudt ¢6 dang mot mii tén hai chiéu, nhén gitr chudt
trai va kéo lén trén dé giam hodc kéo xudng dudi dé tang chiéu cao cho
dong. Khi dat chiéu cao vira y thi tha chuét. Trong khi kéo chudt, gia tri
chiéu cao clia dong xuét hién o khung hinh chir nhét phia trén.

.

Hinh 4.20. Hiéu chinh chiéu cao cua dong trén trang tinh bang chudgt
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+ Sur dung thanh cong cu Ribbon

Bude 1: Chon dong can diéu chinh chiéu cao

Bude 2: Tab Home/Cells/Format

Trong danh sach xuat hién, chon mét trong cac chirc nang sau:

- Row Height...: Sau khi chon 1énh nay hép thoai Row Height xuat
hién, ¢ thé thay doi chiéu cao cho dong hién tai bang cach nhap gia tri
trong 6 Row Height. Sau do nhan nat Ok dé xac nhan.

- AutoFit Row Height: Chon Iénh nay dé chuong trinh tu dong thiét
lap chiéu cao cho dong.

£ Co thé thay d6i chiéu cao cho dong bang cach nhan chudt phai lén
phén tiéu dé cua dong can thay doi chiéu cao, sau do chon Row Height .

Hop thoai Row Height xuat hién, thiét lap chiéu cao cho dong trong
0 Row Height.

Cudi cung nhan Ok dé hoan tat.

Cheén thém mét dong

Dé chen thém mot dong mdi vao Sheet, co thé thuc hién theo cic
cach sau day:

+ Sur dung thanh c¢ong cu Ribbon

Bude 1: Chon dong (hoac mot 6 trong dong) mudn chén dong mai
vao truoc no.

Bude 2: Tab Home/Cells, trong nhom nay chon miti tén bén phai
lenh Insert.

Trong danh sach xuit hién, chon muc Insert Sheet Rows, mgt dong
mo1 sé duoe chen vao phia trén cua cot hién thot.

+ Nhan chuot phai len o bat ky trong dong can chen dong moi truoc
no, chon muc Insert...

Hop thoai Insert xudt hién, nhan chon Entire row sau do nhin OK.

+ Nhén phai chudt Ién 6 tiéu dé cua dong can chén dong mai trudc
no chon Insert.

Xoa mot dong

Pé x6a mot dong trén Sheet, co thé thuc hién theo cac cach sau day:

+ Sur dung thanh cong cu Ribbon

Bude 1: Nhan chudt chon toan bd hodc nhan chon mét 6 trong dong
can xoa.
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Bude 2: Tab Home/ Cells, nhan chon miii tén bén phat cua lénh
Delete. Trong danh sach xudt hién, nhan chon muc Delete Sheet Rows.

+ Nhan phai chudt vao 6 bat ky trén dong can x6a, chon Delete. ..

Hop thoai Delete xuét hién,nhan chon muc Entire row roi nhan Ok.

+ Nhén phai chut 1én 6 tiéu dé cua dong can xoa chon Delete.
4.4.4. Mt 56 thao tdc dinh dang

- Dinh dang khung vién cho bang tinh

Thuc hién theo mot trong cac cach sau day:

+ Trén thé Home, chon mii tén bén trai biéu tugng More

borders . Trong danh sach do xuéng, chon lénh All Borders.

-> Nhu vay toan bo vung chon sé dugc ke khung

+ Hodc chon Home/Cells/Format/Format Cells

Hop thoai Format Cells xudt hién, chon t¢i Tab Border dé dinh
dang khung/vién

[———

!| e e [

Hinh 4.21. Cdc tity chon dinh dang khung vién
cho bang tinh bang Ribbon

- Dinh dang kiéu chir

Phu thudc vao muc dich cua nguoi sir dung ma cé thé thay doi kiéu
chir hay kiéu van ban lam cho nguoi doc tap trung vao nodi dung. Tuy
nhién, chi nén dung mot hay hai kiéu font trong mot trang tinh, vi qua
nhiéu font c6 thé gay phién phirc. Lwa chon mét trong cac cach thuc hién
sau;

+ Home/ Font, nhan vao dinh dang can dung.

+ Home/ Font, nhan viao Format Cells, sau do chon Font thich hop.

+ Nhén Ctrl + Shift + F va chon Font thich hop
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Hinh 4.22. Cac cach hea chon dinh dang kiéu chir

- Dinh dang 50

Sau khi nhap dir liéu, tinh toan... ta ¢ thé trinh bay lai bang tinh
nhur chon kiéu thé hién s liéu, chon don vi tinh thich hop, s liéu quan
trong. ..

Mot s6 khi nhap vao mot 6 tu dong duoc can le phai va duoc hién
thi phu thude hai thanh phan: Lop (Category) va dang.

Cac 16p gom:

- General: S6 chua dugc dinh dang

- Percentage: SO dinh dang kiéu phan tram

- Number: $6 dinh dang kiéu s6

- Fraction: S6 dinh dang kiéu phan sb

- Currency; SO dinh dang kiéu tién 1é

- Scientific: S6 dinh dang kiéu khoa hoc

- Accouting: $6 dinh dang kiéu ké toan

- Text: S6 dinh dang kiéu ki tu

- Date: S6 dinh dang kiéu ngay

- Special: _S{:) dinh dang I‘\'ié'u dac biét

- Time: So dinh dang kiéu gio

- Custom: Nguoi dung tir thiét 1ap

Trong mot 16p ¢ nhiéu dang. Vi du 16p Date ¢6 cac dang: M/D/YY,
D-MMM-YY,. ..

Lua chon mot trong cac cach sau day dé thye hién dinh dang $0:

- Home/ Number, nhan vao Format cells, chon kiéu phu hop ur
danh sach trong Category

Category: Chon muc Number

e Decimal places: 0 (khong c6 s6 lé sau dau phay)



e Tich chon muc Use 1000 Separator (,). Sur dung dau phay la dau
ngan cach hang nghin,

e Negative numbers: Chon gia tri dau tién.

+ Su dung céac lya chon mac dinh dbi voi gia tri trén the Home,
trong nhom Number, nhan vao mii tén chi Number Format va nhan
vao dinh dang can thiét.
v

R —

General -

G- % v |ivel 5%
Number le

Hinh 4.23. Cac cach lwa chon dinh dang kiéu s6

- Dinh dang ngay thang

Trén the Home/Number/Format Cells/Date. Muc Type chua cac
dinh dang thong thwong nhu: dd/mm/yyyy hoac mm/dd/yyyy...

Néu trong muc Date khong c6 kiéu ngay thang mudn chon thi ¢ thé
tuy chinh nhu sau: Trong hop thoai Format
Cells/Number/Custom/Type va gd kiéu ngay thang mu6n dinh dang,

- Dinh dang vi tri

Trén the Home/Font/Format Cells, hop thoai Format Cells, chon
lop Alignment

Hinh 4.24. Cac tiy chon dinh dang vi tri

Trong hop thoai nay ¢o6 cac kha nang chon sau:
+ Khung Horizontal dé lya chon cach diéu chinh ngang dir liéu
trong timg 0.
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+ Khung Vertical dé lua chon diéu chinh doc dir liéu trong timg 6.

+ Khung Orientation dé Iua chon hinh thite trai dir liéu trong 0:
ngang, doc hay nghiéng.

+ O kiém tra Wrap Text néu duge danh déu thi d6 rong co dinh, dir
liéu nhap vao tu dong dan qua nhiéu dong.

+ O Shrink to fit néu dwoc danh dau thi tw dong can chinh ¢ chir

cho phu hop vai kich thude 6 hién tai,
4.5. Cong thire va cac ham tinh toan
4.5.1. Mot s6 khdi niém
£.5.1.1. Pia chi o

Dia chi twong dbi

Dang tong quat: <Cét><Dong>

Goi Al la dia chi tuong doi cua 6 Al, A1:B3 la dia chi twong doi
cua vang dir liéu tir 6 Al dén 6 B3. Dia chi fuong doi duoc s dung khi
nguoi ding tham chiéu téi mot 6 hay mot vang dir liéu nao do. Khi kéo
Fillhand cho cac 6 khac, dia chi twong déi sé thay déi theo chi so hang va
cot mai.

Vi du: Cong thirc nhap cho 6 D2 la; =B2+C2, thi khi Copy cong
thire dén bat ky 0 nao trong bang tinh, dia chi nay thay do1 theo.

L —_—
1 F!
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Hinh 4.25. Dia chi teong doi sé thav doi khi Copy cong thirc

- -

Y
sbavw

Dia chi tuyét ddi

Dang tong quat: $<Cot>$<Dong>

La loai dia chi khi diung trong cong thirc tinh toan, sao chép cong
thirc di noi khac, nd khong thay doi dia chi.

Vi du: Cong thire nhdap cho 6 D2 la: =$B$2+$C$2, thi khi Copy
cong thirc dén bat ky 6 nao trong bang tinh, dia chi nay khong thay doi va
cho két qua luén giong nhau:
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Hinh 4.26. Dia chi wyét doi khing thay déi khi Copy cong thire
Dia chi hén hop
Dia chi hon hop c6 hai loai.
Loai 1: Dia chi tuyét dbi cot, tuong dbi dong $<Cot><Dong>

La loai dia chi ma khi ding trong cong thire tinh toan, sao chép
cong thire di noi khac n6 khong bi thay doi dia chi cot ma chi thay déi dia
chi dong.

Loai 2: Dia chi twong dbi c6t, tuyét di dong <Cot>$<Dong>

La loai dia chi ma khi dung trong cong thirc tinh toan, sao chép
cong thic di noi khac no khong bi thay doi dia chi dong ma chi thay doi
dia chi cot.

RERE I

Hinh 4.27. Cac dia chi hn hop

-
e
wbouwu

4.3.1.2. Dja chi viing dir liéu
- Panh dau 6 hay khoi 6 can dat tén.
- Nhan chuot vao khung Name Box trén thanh cong thuc.
- Nhip tén cho 6 hay khéi 6.
- Dat tén xong, nhan Enter dé chap nhan.
4.5.2. Cdc phép todn
4.5.2.1. Dir liéu chuéi
Dir liéu chudi cho phép nguoi ding thuc hién duoc trén cac phép
toan quan hé va phép toan ni chudi.
Toan tir quan hé
= Bang <=: Nho hon hoac bang
<: Nho hon >=: Lon hon hoac bang
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>: Lon hon <>: Khac nhau

Thuc hién phép so sanh, néu biéu thire so sanh la dang thi két qua
tra vé la gia tri TRUE, nguoc lai néu biéu thire so sanh la sai thi két qua la
gia tn FALSE.
4.5.2.2. Dir liéu 56 hoc

Dir liéu s6 cho phép nguoi ding thuce hién duoc trén cac phép toan:
Toan hoc, luan ly, va quan hé.

Todn tir 56 hoe ¢6 cic ky hi¢u

+: Phép cong /: Phép chia

%o Phan tram - Phép trur

*: Phép nhan A S mi

Todan tu quan hé ¢6 cac ky hi¢u:

= Bang <=: Nho hon hoac bang

<: Nho hon >=: L.én hon hoac bang
>: Lon hon <>: Khac nhau

Thuc hién phép so sanh, néu dung cho ra gia tri la TRUE, nguoc lai
néu sai cho gia tri la FALSE.

D§ uu tién cua cdic todn tir

Trong cong thire toan tu nao c¢6 do wu uén cao, duwoc thuc hién
trude. Cac toan tu ¢6 do wu tién bfmg nhau, Excel tu dong thuc hién tr
trai qua phai.

D) vu tién Toan tir

I (cao nhat) ()

2 Fal

3 *va/

4 +va-

5 (thép nh'fltj =, €, <=, > >= <>va NOT, AND, OR

4.5.2.3. Dir liéu ngay thang

C6 thé sir dung cac phép toan s6 hoc (cong va trir) va cac phép toan
tir quan hé d6i véi dir liéu kiéu ngay thang.

Vi du:



Fe =C3-B3

o C D

Ngay dén Ngay di S& ngay &
12/07/2017 15/07/2017 3
01/02/2017 10/02/2017 9

Hinh 4.28. Két qua thuc hién toan te trén kiéu dir liéu ngay thang

4.5.3. Cong thirc, ham
4.3.3.1. Céng thirc trong Excel

Chi phap: = (Cong thirce).

Phdn loai:

- Cong thirc chi gom céac s6: Loai cong thirc nay gém cac toan tir va
toan hang.

- Cong thirc chi co cac dia chi 6: Loai cong thirc nay gém cac toan
tir va cac dia chi 6 hoac dia chi cac vang.

- Cong thirc vira ¢6 dia chi 6 vira c6 s6: Loai cong thirc nay gom cac
toan tir, cac dia chi 6 hodc dia chi cac ving va cac con s6.

- Cong thirc chi c¢6 cac ham: Loai cong thirc nay st dung cac ham
trong Excel.

- Cong thirc tong quat: Thanh phan cua cac loai cong thirc nay bao
gém cac ham, cac phép toan, s0, ky tu, 0 dia chi.

Cach nhdp cong thire

Dé ¢6 thé nhap cong thire cho mot 6, nhan chudt 1én 6 d6 hoac di
chuyén chudt dén 6 d6 roi nhan phim F2. Khi dau nhic chudt xuat hién,
nhap cong thuc cho 6 bat dau vor dau (=).

- & =B1-C2

Y LY 1

Hinh +4.29. Nhdp cong thire vao ¢ hién hanh

Vi du: Tai 6 D2 chung ta co6 cong thuc la: =B2+(C2

Dé chinh swra cong thirc, thuc hién cac thao tac tuong tur nhu cach
trén hodc c6 thé chon 6 chira cong thirc can sira sau do tién hanh sira cong
thirc trén thanh Formula.
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Lt y: Mot cach don gian hon dé nhap cong thirc cho 6 la chon to1 6

do 161 go truc tiép cong thire. Tuy nhién cach nay khong dung dé chinh
sura cong thirc.
4.3.3.2. Ham trong lxcel

Khai ni¢m

Ham la mot cong thirc duge dinh nghia san trong Excel nham thuc
hién mot chire nang tinh toan rnéng biét nao do. Trong qua trinh tinh toan
va xu ly, doi khi cac ham do Excel cung cap khong dap ing duoc vi vay
ngudoi dung ¢o thé viét ra nhimg ham mai thich hop cho riéng minh.

Ciu tric

Cii phdp: = Tén ham (déi s6 1, ddi sd 2, ..., dbi sé n)

Cirar thich:

- Dau (=) Bat budc phai ¢o trude ham. Néu khong co diu b:"mg.
Excel sé hiéu do la mot chudi binh thwong ma khong tra vé tinh toan.

- Tén ham: Mudn su dung mot ham nao do, nguoi dung phai go tén
ham do ra, tén ham khong c¢6 khoang trang dé Excel nhan dién va thuc
hién dung ham can dung.

- Dau ngoac don mo "(": Sau tén ham la dau ngoic don mo, no phai
duoc dimg ngay sau tén ham khong duge ¢o khoang tring.

- Cac doi so (déi sb 1, déi sb 2, ..., ddi sé n): La gia tri hay 6 hoac
khoi 6 duoc ham sir dung, ngoai ra, ciing ¢6 thé s dung cac ham lam doi
50 cho ham khac hay noi khac di la ham long nhau, trong Excel cho phép
(01 da 7 mirc ham If)ug nhau.

- Dau ngoac don dong ")": Ding dé két thic mét ham.

St dung ham

Dé sir dung cac ham trong Excel, nguoi dung c6 thé nhép truc tiép
tén ham va cac doi s6 tir ban phim.

Hinh 4.30. Vi du vé ham trong Excel

Hodc dung hop thoai Insert Function. D¢ goi hop thoar Insert
Function thue hién nhu sau:
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- Tab Formula/ Function Library, chon Iénh Insert Funtion.
Hodc tir thanh cong cu Formula Bar, nhan chon biéu tuong Insert
Function.

/ f“_"\)_.. i Wiogints [ s % i
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Hinh 4.31. Cdc cach chén 1 ham trong Excel

Hop thoai Insert Function xuat hién nhu hinh dudi day:

v < s Tes
L s A . na-.-i:

Search for & Tunstion

I¥Pe & Bret Getcription af wnat you want 1n de and then | Ge
ek Gl

e smbenl m pelegery Flusd Seenotl Wt

1
.
] i

i

Hinh 4.32. Luwa chon | ham trong Excel

- Nhan vao mii tén hinh tam giac cua chirc ning Or select a
function dé xuét hién danh sach cac nhom ham.

- Trong khung Select a function thé hién cac ham cua nhom ham
dugc chon trong khung Or Select a category. Phia dudi khung Select a
function cho ban biét nhimg thong tin vé ham dugc danh dau trong khung
Select a function.

- C6 thé nhéan vao Help on this Function dé biét thém cach su dung
cua ham.

- Chon mot ham thich hop can st dung, bam OK hop thoai
Function Arguments hién lén. Trong hop thoai, nhap cac théng s can
thiét cho ham.

- Nhép dir liéu xong, nhin OK hay nhén phim Enter dé thuc hién
tinh toan.

4.6. Cac ham co ban trong Excel
4.6.1. Nhom ham ngay thdang
Ham Date

130



Ham nay tra vé két qua la ngay thang duoc dinh dang (mg véi ngay
thang nam nhap vao.

i phap. =DATE(Year, Month, Day)

Giai thich:

- Year: $6 nam, s6 nam nay nam trong khoang tir 1990 dén 9999,

- Month: S6 thang trong nam. néu gia tri nay lon hon 12 thi Excel tw
doi la 12 thang =1 nam va tra vé két qua s6 nam + s6 nam da quy doi va
50 thang trong nam.

- Day: S6 ngay trong thang. Néu s6 nay lon hon sé ngay trong
thang, lic nay Excel tu dong doi 30 hay (28, 29, 31) ngay la mot thang,
va tra vé két qua la s thang+ so thang da quy doi va so ngay trong thang

Vi du:
.i: — 10/03/2017)
Hinh 4.33. Két qua cia ham ~ DATE(2017,10,3)
Ham DAY

Tra vé gia tri ngay cua dit liéu loai ngay thang nam, chudi sb c6 thé
la mot chudi van ban ching han; "4- 5- 03" hodc "15- Apr- 1995", Excel
sé tu dong chuyén thanh dir liéu ngay thang nam.

Cu phap: =DAY(Serial_number)

(ridi thich:

- Serial_number: La gia tri ngay, tham chiéu 6 chira ngay thang hay
vin ban tong cip diu ngodc.

Ham MONTH

Ham nay tra vé gia tri thang cua dir liéu loai ngay thang nam.

Cit phap: =MONTH(Serial_number)

- Serial_number: La gia tri kiéu ngay thang nam, tham chiéu 6.

Ham NOW

Ham nay tra vé ngay gio hién hanh trong hé thong may tai vi tri 6
hién hanh (c6 hién thi gio hién hanh).

Cut phap: =NOW()

131



Ham nay khong co déi so.

Ham TODAY

Ham nay tra vé gia tri ngay thang nam hién hanh tai 6 dwoc kich
hoat. Nhung chi cho biét ngay thang nam khong hién gio phut giay.

Cu phap: =TODAY()

Ham nay khong c6 doi so.

Ham YEAR

Ham nay tra vé gia tri nam, tai 6 hién hanh cua loai di liéu la ngay
thang nam.

Cui phdp: =YEAR(Serial_number)

Giai thich:

- Serial_number: Chita gia tri ngay thang nam, né co thé la chudi
van ban hay mét dang khac cua ngay thang nam, chang han: "9- 15- 03"
hodc "15- Sep- 2003" voi cac dang nay Excel sé ty dong chuyén sang
dang ngay thang nam.
4.6.2. Nhém ham tim kiém va tham chiéu

Ham HLOOKUP

Ham nay c6 cong dung la tim trong hang trén cing cua bang va tra
vé mot gia tri trong hang trén cung, voi s kiém tra cot twong g cua gia
tri dugc tra vé thoa man diéu kién.

Cut phap:

= HLOOKUP(lookup_value, Table_array, Row_ index_num,
Range_lookup)

(siai thich:

- Lookup_value: Gia trl can tim Kiém,

- Table_array: La mang, tén, diy hay ving dé tim kiém thong tin dé
¢ dang dia chi tuyét dbi (Bao gdm ca cot tiéu dé).

- Row_index num: Thir tw ctia hang can tim.

- Range_lookup: La gia tri Logic (TRUE=1, FALSE=0) quyét dinh
ham sé so chinh xac hay twong doi voi d6i s6 Lookup_value.

+ Néu Range lookup=1 (TRUE): So twong doi.

+ Néu Range lookup=0 (FALSE): So chinh xac.

+ Néu bo qua doi nay thi Excel hiéu la Range lookup =1.

Vi du: Két qua cua ham =HLOOKUP(RIGHT(D5,2),8DS$14:5GS15,2,0)
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duoc nhap tai 6 F5 va Fillhand xufmg cac 0 con lai.
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Hinh 4.34. Két qua thwe hién ham HLookup

Ham VLOOKUP

Thue hién twong tr nhua ham HLOOKUP.

Ham nay thuc hién tim gia tri duge chi dinh trong doi
Lookup_value, va tim ¢ cot dau tién trong bang cho trude. Két qua la
giao cua hang vira tim d6 voi cot chi dinh trong doi Col index num.

C'u phap.

=VLOOKUP(Lookup_value, Table_array, Col_index_ num,
Range_lookup)

Giai thich:

- Lookup_value: Gia tri can tim trong ct thir nhat cua bang gidi han.

- Table_array: Bang gidi han dé do tim, ghi bang dia chi tuyét ddi,

- Col_index_num: S6 thir tw cot trong bang gidi han dé tra vé két qua.

- Range_lookup: La gia tri Logic (TRUE=1, FALSE=0) quyél dinh
so chinh xac hay so twong doi voi bang gidi han.

+ Néu Range lookup = 1 (TRUE): So tuong dbi

+ Néu Range lookup = 0 (FALSE): So chinh xac.

+ Néu bo qua doi nay thi Excel hiéu la Range lookup = 1.

4.6.3. Nhém ham thong ké

Ham AVERAGE

Ham nay tra vé gia tri trung binh cong cua cac so.

Ci phap: =AVERAGE(Numberl, Number2,...)

Criai thich:

- Numberl, Number2, ... La cac s0, dia chi 6 hay day 6, cong thirc.
Trong ham nay, ngudi dung c6 thé dung dén 30 doi so6.



Ham COUNT
Pém s6 6 trong day 6, dém cac 6 ¢o chira sd hodc ngay thang con

cac kiéu dir liéu khac khong dém.

Cii phap: =COUNT(Valuel, Value2, ...)
Giai thich;
- Valuel, Value2, ... Co6 thé la nhimg gia tr s0, dia chi o hay day o,

cong thirc. Trong ham nay, ¢6 thé sir dung toi da la 30 doi sb.

Ham COUTA

Dém s6 6 trong day 6, dém cac 6 c6 ndi dung bat ky.

Cii phap: =COUNTA(Valuel, Value2, ..,)

Giai thich:

- Valuel, Value2, ... C6 thé la nhiing gia tri s6, dia chi 6 hay day o,

cong thirc,

Ham COUNTIF

Dém s6 6 trong day 6 thoa man tiéu chuan dua ra

Cii phdp: =COUNTIF(Viing tiéu chuin, Tiéu chufn)

Giai thich:

- Vung tiéu chuan: La diy 6 dé thuc hién viée kiém tra theo tiéu

chuin nao do.

- Tiéu chuan: theo yéu cau dua ra.

Ham MAX

Ham nay tra vé gia tri 16n nhat cua cac so.

Cu phdap: =MAX(Numberl, Number2,...)

Giai thich:

= Numberl, Number2, ... Co thé la gia trn s6, dia chi 6 hay day o,

cong thirc.

Ham MIN

Ham nay tra ve gia tri nho nhat cua cac s.

Cut phap: =MIN(Numberl, Number2, ...)

Giai thich:

- Numberl, Number2, ... C6 thé la gia tri s6, dia chi o hay day o,

cong thuc.

Ham RANK
Ham nay tra vé thir hang cia mot s6 trong day 6 cho trude.



Cui phap: =RANK(Number, Ref, Order)

Giai thich:

- Number: La s6 muén xem thir hang.

- Ref: Mot mang, dia chi 0 hay day 6 co chira s& mudn tm th hang.

- Order: D61 nay ¢6 gia tri s6 0 va 1, qui dinh cach xép thir hang.

+ Néu Order=1: Excel s& sap xép thir hang theo thir ty tir nho dén
lon.

# Néu Order=0: Excel s& sap xép thir hang theo thir tu tir lon dén
nho.

+ Néu bo qua doi nay thi Excel sé hiéu Order = 0

Vi du: Két qua thue hién cac ham trén phan dit licu duoc nhap vao
nhom 6 B2:D6

) F2 =AVERAGE(B2:D2)

O ' F3 =COUNT(B2:D2)

L e o " F4 =COUNTA(B2:D2)
S 1 ES

=COUNTIF(B2:D2,">5")
F6 =MIN(B2:D2)
Hinh 4.35. Két qua thue hién mot 50 ham rh(fng ké

4.6.4. Nhém ham xit Iy chudi

Ham LEFT

Ham nay tra vé s6 ky tu bén trai cua chudi cho trudc ¢ doi Text.

Cii phap: =LEFT(Text, Num_chars)

Giai thich:

- Text: La chudi vén ban dé lay ky tu.

- Num_chars: La long ) ky tu can lay ra (s6 nguyén).

Ham LEN

Ham tra vé chiéu dai cua chudi ky tu, mot khoang tring duoc xem
nhu mot ky tur.

Cu phap: =LEN(Text)

Giai thich:

- Text: La chudi van ban can tinh chiéu dai.

Ham LOWER
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Ham nay c6 tac dung chuyén tat ca cac chir hoa thanh chir thuong.

Cui phap: =LOWER(Text)

Giai thich.

- Text: La chudi can chuyén doi thanh chir thuong.

Ham MID

Ham nay c6 cong dung chon va ldy ra cac ky tr trong chudi cho
trude. Ky tu dau duoc lay ra can cir vao doi Start_num va tiép tuc lay ky
tu ké tiep cho dén khi s6 ky tu lay ra bang doi Num_chars thi két thic.

C1i phap: =MID(Text, Start_num, Num_chars)

Gial thich:

- Text: La chudi dé lay cac ky tr.

- Start_num: La vi tri bat dau lay ky tu.

- Num_chars: Tong s6 ky tu can lay ra.

Ham PROPER

Ham nay c6 tac dung chuyén chudi bat ky sang dang cac chir cai
dau trong mot tir thanh chir hoa.

Ci phap: =PROPER(Text)

Giai thich:

- Text: La chudi van ban can chinh sira.

Ham RIGHT

Ham nay tuong tw ham LEFT nhung n6 lay ky ty bén phai cua
chudi ky tur.

Cii phap: =RIGHT(Text, Num_chars)

Giai thich:

- Text: La chudi van ban dé lay ky .

-Num_chars: La tong s6 ky tu can lay ra (s6 nguyén).

Ham TEXT

Ham nay chuyén kiéu dir liéu so hay ngay thang thanh kiéu dix liéu
chudi theo mét dinh dang cho trudgc.

Cii phap: =TEXT(Value, Format_text)

Giai thich:

- Value: La gia tri 56, tham chiéu 6 chira s6 hay cong thirc tra vé sé.

- Format_text: Déi nay dung dé xac dinh chudi két qua hién thi nhu
thé nao? Co thé dung cac ky hiéu dé dinh dang cho chudi.
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Ham UPPER

Ham nay chuyén chudi van ban bat ky thanh chudi hoa.

Ci phap: =UPPER(Text)

Criai thich:

- Text: La chudi van ban hay tham chiéu 6 chira chudi van ban cin
chuyén thanh chir hoa.

Ham VALUE

Ham nay chuyén chudi s6 thanh gia tri sd.

Cii phdap: =VALUE(Text)

Criant thich:

- Text: La chudi s6 mudn chuyén sang dang gi tri so

Vi du: Két qua thuc hién cac ham trén chudi "KHOA ngoai NGU™
duogc nhap vao 0 B2

’ LEF (B2 C2=LEFT(B2.4)
, A " «  (C3=RIGHT(B2.3)
2 KHOA ngoas NG IK_HJ 1 C4 =LEN(B2)
5 NGU = i »
: 14 C5 =LOWER(B2)
‘ xnoa ncomnar  Co6=UPPER(B2)
NEoa! C7=MID(B2,6,5)

Hinh 4.36. Két qua thire hién mot 6 ham trong nhom ham xue Iy chuoi

4.6.5. Nhom ham Logic

Ham AND

Ham nay tra vé gia tri TRUE néu tat ca cac déi s6 ding voi diéu
kién, nguoc lai chi can mot doir s6 sai thi ham sé€ tra vé FALSE.

Cit phap: =AND(Logicall, Logical2, ...)

Giai thich:

- Logicall, Logical2, .. la cac déi s6 biéu dién ting diéu kién, co
thé su dung t6i da 30 doi.

Ham NOT

Ham NOT lay phu dinh mot dicu kién trong d6i Logical va n tra vé
két qua mot gia tri Logic TRUE=1 (dang) hoac FALSE=0 (sai).

Cu phap: =NOT(Logical)

Giai thich:



- Logical: La gia tri biéu thac luan ly bat ky c6 thé danh gia TRUE
hay FALSE.

Ham OR

Ham OR tra vé hai gia tri 1a TRUE hodac FALSE. Ham nay chi can
mot d6i ding tra vé TRUE, tét ca cac dbi déu sai tra vé FALSE.

Cui phap: =OR(Logicall, Logical2, ...)

Giai thich:

- Logicall, Logical2, ... La mot sb hay mot diéu kién nao do co thé
la TRUE hoac FALSE. Trong ham nay c6 thé sir dung dén 30 déi.

Vi du: Két qua thue hién mot s6 ham Logic

] 4 [¥]

.; 1 1 45 P:u.'sl' yl‘ur DZ:A—ND(BZ> l’(12>3)
_ ;i Wi omp I E2-OR(B223,02<4)

3 a4 TRUE FALSE FalLsE

3 7 TRUE TRUE FALSE F2 =N()T[D2]
Hinh 4.37. Két qua thire hién mot $6 ham logic

4.6.6. Ham todn hoc

Ham ABS

Ham nay lay gia ti tuyét doi cua mot sé va cho két qua tai 6 hién
hanh.

Cit phap: =ABS(Number)

Giai thich:

- Number: La so hay dia chi 6 can lay gia tri tuyét doi.

Ham FACT

Ham nay tinh giai thira cua mot so.

Cii phap: =FACT(Number)

Giai thich:

- Number: La so can tinh giai thira.

Ham INT

Ham nay tra vé gia tri la phan nguyén ctia mot so thuc va no lam
tron xuéng cua so thue do

Cii phap: =INT(Number)

Giai thich:

- Number: La s6 can lam tron.
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Ham MOD

Ham nay tra vé phan dur cua phép chia.

i phap: =MOD(Number, Divisor)

Criai thich:

- Number: $6 bi chia.

- Divior: Sé chia (phai khac 0, néu la s6 0 Excel bao 161)

Ham SQRT

Ham nay ¢6 tac dung tinh can bac hai cia mot so.

Cii phap: =SQRT(Number)

Giai thich:

Number: La s6 duong 16n hon 0 can tinh can bac hai, néu s6 nay la
50 am ham tra vé 15i.

Ham SUM

Ham nay tra v¢ tong cua mot chudi so.

Cu phap: =SUM(Numberl, Number2,...)

Giai thich:

- Numberl, Number2,... co thé la nhimg gia tri s6, cong thic. dia
chi 6 hay day 6... trong ham nay c6 thé lay toi 30 doi so.

Ham SUMIF

Ham nay tra vé mot gia tri la tong cua mot day 6 trong ham thoa
diéu kién.

(1t phap: =SUMIF(Range, Criteria, Sum_range)

Giai thich:

- Range: La day 6 dé thuc hién viéc kiém tra theo uéu chuan nao do.

- Criteria: La mot s0, biéu thire hay chuoi dé xac dinh cai nao can
tinh tong va doi nay dua trén doi Range dé kiém tra.

- Sum_range: Day 6 duoc tinh tong.

Vi du: Két qua thuc hign mot s0 ham toan hoc ddi vai di liéu duoc
nhdp vao nhom 6 B2:B6. Cac cong thire duoc nhap vao cac 6 C2, D2, E2
roi Copy xudng cac 6 con lai (tir dong 2 xudng cac dong 3, 4, 5, 6). Cong
thire nhap vao 6 B7 duoc copy sang cac 6 C7, D7, E7.



C2=ABS(B2)
D2 =FACT(C2)

Fl m[___ ! !ul 167BE00 L
a

] 3 .. ©  E2=MOD(C2,3)
> ! i 5 B7=SUM(B2:B6)
a = N " B8 =SUMIF(C2:C6,">=4" B2:B6)

Hinh 4.38. Két qua thuee hién mot $6 ham toan hoc

4.6.7. Nhém ham diéu kién

Ham IF

Ham nay dung dé lya chon mot trong hai phuong an bang cach kiém
tra di¢u kién o doi Logical test. Néu diéu kién nay ding thi tra ve gia tri
trong doi Value if true, nguoc lai néu diéu kién nay sai thi tra vé gia tri
trong doi Value if false.

Cu phap: =1F(Logical_test, Value_if_true, Value_if_false)

Giai thich:

- Logical test: La di¢u kién cho trude bat ky, dié¢u kién nay phai tra
vé TRUE hay =1 hodc FALSE hay =0.

- Value _if true: Doi s6 nay la bat ky, no dwoc thé hién néu kiém tra
dieu kién o doi Logical test la dung (TRUE hay =1).

- Value if false: D6i s nay la bat ky, né duoc thé hién néu kiém
tra diéu kién o doi Logical test la sai (FALSE hay =0).

D2 s 1" NOUBZ 2L C2: 5. Bunp”. "Sa

(] r n

i

2 2 ?Iiil [
i 10 6 Sm

4 4 4 Bung

]

12 8 Sa

Hinh 4.39. Két qua thuc hién ham )2

IF(AND(B2 -1,C'2- 5),"Diing", "Sai")

4.7. Sip xép va loc dir lidu

4.7.1. Sdp xép div liéu
Dé sap xép dir liéu, nguoi ding thuc hién theo cac bude sau day:
Bude 1: Nhan chon vao c¢ot can sap xép trong ving dit liéu. Gia st

ching ta c6 bang s6 liéu dudi day:

140



L Y Lo T S
T . g
e inewbane
12,000 000
b
B v SRy
wewow o e L3; LX)
1 49,000 v e

CMEL L F AR L

Hinh 4‘ m Hn liéu can sap xép va loc

Yéu cau can sap xép theo Ho tén, bam chon vao 6 bat ky trong cot nay.
Budge 2: Tu thanh cong cu Ribbon, nhan chon Tab Data sau do tim
to1 nhom Sort & Filter.
g

Set & Fan =
Filbar = wheat

Hinh 4.41. Cdc tiry chon khi sdp xép div liéu

Trong nhom nay, ¢é thé chon biéu twong Sort A to Z dé sap xép dir
liéu giam dan, hoac chon biéu twrong Sort Z to A dé sip xép dir hiéu tang
dén. Ngoai ra, ciing co thé chon niat Custom Sort dé co nhiéu tuy chon
sap xép hon.

Dé bo sung cac dicu kién sﬁp xép, chon nut Add Level sau do chon
truomg can loc trong 0 Sort By tiép theo la kiéu sap xép trong 6 Order.

RUEET T —

T~ TN

Hinh 4.42. Cdc diéu kién bo sung khi sdp xép di liéu

4.7.2. Loc di liéu

Loc dir liéu la cach dé dang va nhanh chong dé tim va lam viéc voi
dir liéu trong vang dir lidu duoe chon. Ving dit liéu dugc loc hién thi cac
mau tin dap ung tiéu chuan dwoc chi dinh cho mot trromg.

Excel cung cap lénh AutoFilter ding dé loc tu dong voi tiéu chuan don
gian va lénh Advanced Filter dung dé loc cho tiéu chudn phirc tap hon.
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Viée loc dir liéu khong gidng viée sap xép. Loc dir liéu co tac dung
che tam thoi cac dir liéu ma nguoi ding khong mudn hién thi va n6
khong sap xép lai thir tw cac mau tin trong phan dit liéu duoc hién thi.
Khi da loc cac miu tin, nguoi ding co thé chinh sua, dinh dang cac mau
tin nay trong co s¢ dir liéu ma khong lam anh huong dén cac mau tin
khac.

Loc ty dong bing AutoFilter

Loc tu dong la cach loc don gian va nhanh nhat. Trong do, nguoi
ding ¢6 thé chon nhimg tiéu chuan do Excel phat hién thay co trong
truong dir héu hodc cung co thé su dung cac cau lénh di theo no. Cac
buac thue hién nhu sau:

- Buge 1: Chon tor vung dir liéu can loc

- Bude 2: Tir thanh cong cu Ribbon, nhian chon Tab Data tim tGi
nhom lénh Sort & Filter. Khi do trén ving dit liéu o dong dau tién mdi 6
s& xuat hién mot biéu tugng hmh tam glac nho plna goc ]Jhal

T

Gl e | NGAY
R

srr_' HOMATEN | O LUONG THUC LINH
‘_j_l_i_l_)gl_lﬁ Th Thuy [Ny 5,000,000/ b ‘_uuu.w\':{
r_ 2\Nguyvén Thy Thu [N oo 1] PR 14475 k0|
| 3|Hoang Anh Tudn [Nam 12,000,000 14.000,000
_ djleThuBa | Ne 12.000.000

[ svuTudnash Nam [ iso00.000

|_elLe Thitom  [Nv _1s000000] 1] TRIL f 18] 27600000
| 7|Bu Hong Auh | Nam 4,200,000 d0] BVY ) $.615.000

Hinh 4.43. Dit liéu can loc

- Bude 3: Bay gio muon loc theo ¢ot nao, bam chon biéu tugng hinh
tam giac o c¢ot do. Mot danh sach xuat hién trong menu nhanh nhu hinh
duor day:

+ Sort A to Z: Sap xép dir liéu tang dan.

+ Sort Z to A: Sap xép du liéu giam dan.

+ Sort by Color: Sap xép dit liéu theo mau nén cua 6.

Khi di Lhuycn chudt dén muc nay, mot menu nhanh xuat hién bén
trai liét ké cac mau nén cua 6 co trong cot hién thoi. Nguoi dung ¢6 thé
chon mot mau bt ky nao d6 dé sap xép dir liéu theo mau do.

- Text Filters: Loc dir liéu dang Text

Khi di chuyén téi muc nay, mét danh sach xudt hién bén tay trai, ¢o
thé chon:
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+ Equals...: Loc nhimg gia tri bang. . Sau khi nhan chon muc nay
mot hop thoa xudt hién nhu hinh dudi day:

[ Coterm Marosnes

Hinh 4.44. Cac tiy chon dé loc div liéu theo ¢6t ho (én
Nhap gia tri can tim ¢ hop thoai dau tién bén tay trai, gia su mudn

tim nhan vién ¢o ho tén la *Via Tuan Anh™.

Conten Aasd ihe v

= i Tabn e

Hinh 4.43. Cac ity chon dé tim kiém div liéu theo cot ho én

Cudi cung nhan nat Ok dé hoan tat, két qua sé duoc nhu hinh dudi day:

.| Gian NGAY [ . o

ViR S GAY | oo = o
SIT | HOVATEN | el _L_l.(]_f.\(.__l on- f“m_-,."“ c_.i_ _l[ilt.( 11_.\!1__
SVTuinAwh  [Nam | 18000000 M| PRI L4 20.000.000]

Hinh 4.46. Két qua tim kiém dir liéu

Liu y: Ngoai viéc gd truc tiép gia tri can loc ban ciing ¢6 thé nhan
vao 6 hinh tam giac cudi 6 nhap nay dé chon tinh xac gia trj can loc.

t Does not equal.. - Loc nhirng gia tn khong bﬁng.. Sau khi nhan
chon muc nay hop thoai Custom AutoFilter xuat hién nhu hinh dudi day:

Van voi danh sach trudc ching ta mudn loc ra nhirng nhan vién co
ho tén bat dau la “Hoang” ban thiét lap thong s6 nhu sau:

Custom AutaFilier w ¥

v Heandl -

u re i P st
Lite * b g e B0 et AT NaACTE

Hinh 4.47. Mot vai tity chon mo réng dé loc div lidu



+ Begins With...: Loc dir liéu bat ddu voi...

+ End With...: Loc dix liéu két thic vai. ..

+ Contains...: Loc dir li¢u chira. ..

Gia sir ching ta mudn tim nhirng nhén vién c6 ho tén chia tir “Thi”
sé thiét lap gia tri cho hop thoai nay nhu hinh dudi day:

1

Hinh 4.48. Mét vai tiy chon mo rong dé loc div liéu

+ Does not contains...: Loc dir li¢u khong chira. ..

=3

Gia su can loc ra nhirng nhan vién c¢6 tén khong chira tr “Van” sé

thiét 1ap gia tri cho hop thoai nhr sau:
Curom avnct e i i)
| m.:;:: —hs I |
j T e =™ )

Lits "o sepimian’ Sne Hngle charade
LSS TS Eieie DS ane TerienEf Chamoers

Hinh 4.49. M6t vai tity chon mo rong dé loc dir liéu

+ Custom Filter...: Tay bién diéu kién loc.

Pay con goi la cac diéu kién loc, tuy nhién voi nhirng gi da hudng
dan mdi lan loc ching ta chi co thé lay dir liéu ra voi mot diéu kién (bang,
khong bang, chira, khong chira,...). Trong phan nay ching ta sé hoc cach
loc dir li¢u vai hai dicu kién két hgp nhau. D¢ lam dugce dicu nay ching
ta quy lai v&i ciia s6 Custom AutoFilter va thiét 1ap nhu hinh dudi day:

Gid str ching ta loc nhitng nhan vién co ho la “Hoang™ nhung tén
khac Thay”.

Custarn AutoFiller -

Show rOw wnere

ok Caniel

Hinh 4.50. Mét vai tity chon mo rong dé loc div liéu
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Trong hai muc And va Or, tich chon And vi diy la hai diéu kién xay
ra dong thoi.

Lure v Mudn bo diéu kién loc dé hién thi toan bo dit liéu, nhdn chon
nut Clear
4.8. Co so dir lig¢u
4.8.1. Khdai niém vang div liéu

- Viing Database (ving dir iéu): La ving co so dir liéu gom it nhat
2 dong (Row). Dong dau tién chira cac téu dé cot (Field name), cac dong
con lai chira dir liéu goi la mau tin (Record).

- Viing Criteria (ving tiéu chuin): Chira diéu kién dé tim kiém, xoa,
rut trich.

- Ving Extract (vung trich dir liéu): Chira cac ban ghi cua ving
Database thoa man diéu kién cua vung tiéu chuan. Vung Extract ciing co
dong déu tién chira cac tiéu dé mudn rat trich.

4.8.2. Cdc dang tiéu chudn

- Tiéu chuan s6 hay chudi: La s0, chudi hay diéu kién nao do. Néu
la chudi thi trong o diéu kién co thé chira ky tw dai dién ? hodc *, cic ky
tw sau la bat ki,

- Tiéu chuan so sanh: O diéu kién chira toan tir so sanh kem voi gia
tri so sanh. Cac toan tu gGm: > < o= <= = O

- Tiéu chuén cong thuc: O diéu kién co kiéu cong thue. Trong
truong hop co su dung tiéu chuan nay cau luu y: O tiéu dé cua ving tiéu
chuén phai la mot tiéu dé khac voi tat ca cac tiéu dé cua vung Database.
Trong 6 diéu kién phai lay dia chi cua 6 trong ban ghi dau tién dé so sanh.

- Lién ket tiéu chuan: Co thé tim kiém, x6a hay rat tri cac ban ghi
trong viing Database bang cach dung cac phép toan AND, OR cua nhiéu
diéu kién khac nhau. Néu cac 6 diéu kién khac cot thi biéu thi phép tinh
AND, néu cac 6 diéu kién khac dong thi biéu thi phép tinh OR.

4.8.3. Cdc thao tic rat trich, loc, tim kiém théng tin
* Tim kiém thong tin
- Trén the Data, trong nhom Sort & Filter chon Advanced.
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Hinh 4.51. Tim kiém thong tin trén bang dir liéu

Chu y: Néu mudn hién lai toan b ban ghi nhur ¢t trén the Data,
trong nhom Sort & Filter chon Clear.

* Rut trich thong tin

- Trén the Data, trong nhom Sort & Filter chon Advanced.

A4tan
Eie ot e
* Cupe o T o

[TTEr T

L g RN

o i (R

Hinh 4.32. Rut trich théng tin trén bang div li¢u

4.9. Tong hop dir liéu
- Dat con tro vao ving CSDL
- Trén the Data, trong nhom Outline, chon Subtotal.

Mg Nk baeg S phan  Tan
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Hinh 4.53. Tong hop dit liéu

4.10. Biéu do
4.10.1. Khdi niém

- Biéu do la su thé hién di liéu béng hinh anh trong mot trang tinh,
4.10.2. Cdc loai biéu db

+ Column: So sanh cac gia tri theo thot gian hay cac pham tru theo
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kiéu trinh bay theo chiéu doc.

+Line: So sanh cac xu huong lién tuc,

+ Pie: So sanh cac chudi £ia tr1 tao nén mot tong thé.

+ Bar: So sanh cac gia tri theo thon gian hay cac pham tri theo kiéu
trinh bay theo chiéu ngang

+ Area: So sanh su thay d61 lién tuc vé khoi luong.

+ Scatter: Xac dinh cac mau dir liéu.

+ Stock: Hién thi duor hiéu cao-lhép-gén. doi hoi it nhat ba nhom dix
licu.

+ Surface: Thé hién xu hudng vé gia tri qua cach trinh bay 3 chiéu
va bé mat lién tuc,

+ Doughnut: Co chic nang giong nhu biéu d6 hinh tron, nhung
dung cho nhiéu hon mot nhom dir hiéu.
4.10.3. Cdch tao biéu db

- Boi den viing CSDL ¢én tao biéu do.

- Trén the Insert, trong nhom Hlutrations, ta chon Chart va chon
lay mot kiéu biéu dd thich hop.

D : Ez - W
[ ]

Hinh 4.54. Chon biéu do dé mé ta div liéu

- Chon biéu d6 vira tao.

- Trén the Design, trong nhom Type, ta chon Change Chart Type.

- Va chon kiéu biéu dd khac phu hop hon.
4.10.4. Hiéu chinh biéu aé

- Tén biéu do (Chart Title): Cho phép ta thém tén cho bicu do.

- Tén cac truc (Axis Title): Cho phép ta thém tén cho truc tung va
truc hoanh.

- Chu thich (Legend): Cho phép ta dua ra cha thich va dat no trong
twong quan voi biéu do.
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- Tén nhan dir liéu (Data Labels): Cho phép ta thém nhan dir liéu
vao biéu do.

- Bang dit liéu (Data Table): Hién thi dir liéu bén dudi bicu do.

- Cac truc (Axes): Cho phép ta thém tén nhan vao truc tung va truc
hoanh

- O ludi ( Gridlines): Cho cac 6 ludi vao biéu do.
4.11. Dinh dang va in bang tinh
4.11.1. Dinh dang trang in

Nguoi dung dinh dang cho trang in trudc khi thuc hién viée in bang
mot trong hai cach sau day:

(‘dch 1: St dung thanh cong cu Ribbon

- Tir thanh cong cu Ribbon, chon Tab Page Layout

- Margin: Can 1¢ cho trang in, chon muc Iénh nay mot danh sach
xudt hién nhu hinh dudi day:

Marguis

Hinh 4.55. Can Ié cho trang in

Chang ta c6 thé chon cac mau co san hoac nhan muc Custom
margin. . . dé co thém cac lua chon. Sau khi chon 1énh Custom Margin

hop thoai Page Setup xuat hién nhu hinh dudi day:
-...,:'..I..,. _,‘ - = - L

i eo e ’

Hinh 4.56. Mt vai tity chon mo réng dé can Ié cho trang in
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- Orientation: Chon chiéu cho trang gidy in, nhan chon lénh nay
ching ta sé ¢o hai lua chon Portrait (in theo chi¢u doc cua kho gidy) va
Landscape (in theo chiéu ngang cua kho gidy)

- Size: Ding dé chon khd giay cho trang in. Chon Iénh nay mot
danh sach liét ké cac kho giay xuat hién. Thong thuong ching ta chon
kho giay A4 dé in cac van ban. Ngoai nhimg mau co san, nguoi ding
cling ¢o thé chon More page size dé tay chinh kho giay theo yéu cau sir
dung.

- Print Area: Chon vung in, ddu tién can chon vung da liéu can in
sau do nhan chudt vao biéu tuong nay chon Set print area

Nhu vay khi thuce hién in in may tinh chi i vang di héu ma nguoi
dung da chon va thiét lap la vang in an. Néu mudn huy danh dau ving in
an, chi can chon lai vang dir liéu da thiét lap luc truoe va chon lai bicu
twrong Print Area chon Clear print area.

- Print title: Lénh nay duoc ding trong truong hop mudn tiéu dé cho
tat ca cac trang. Hop thoai Page setup xuat hién va tro tdi Tab Sheet

Bam chon vao 6 vuéng nho phia bén phai cua muc Row to repeat at
top.

Mot hop thoai nho (Page setup — Rows to repeat at top) xudt hién,
nhan chudt chon toi dong tiéu dé can in cho tat ca cac trang, khi do dia

chi cua dong duge chon sé& duoc lay vao hop thoai xuat hién lac trudc.
¥ R

ez i

il =
LI s - S RS——

Print title: =
Rows to tepeat at top (:":)
Columns ta repeat af left T

e A
(Page Setup - Rows to repeatattop: - ae M
|26 F

Hinh 4.57. im chrm in tiéu dé d.lu (dt ca cdc .fn.fng
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Sau do, bam Enter dé xac nhan va bam OK trong hop thoai Page
Setup dé luu lai nhing thay doi.

Cdch 2: S dung hop thoai Page Setup. Dé sur dung hop thoai nay,
nguoi dung bam chon biéu tugng Page setup o phia goc phai dudi cua
nhom Iénh Page Setup (™).

Hop thoai Page setup sé xuat hién nhu hinh dudi day:

- Tab Page

o . —

Hinh 4.38. Cac iy chon dinh dang trang in

+ Orientation: Xac dinh hudng trang _s,la) dé in dir liéu.

e Portrait: In dir li¢u ra theo chi¢u doc cua trang giay.

e Landscape: Dit li¢u ra theo chiéu ngang cua trang gidy.

+ Scaling: Xac dinh ty I¢ di¥ liéu in ra gidy va thay doi in ra khit voi
chiéu ngang hay chiéu doc cua gidy. C6 cac chirc nang cho nguoi dung
chon nhu sau:

e Adjust to: Thay doi ty 1é cua dir liéu khi in ra giay, gia tri nay nam
trong khoang tr 10% dén 400%, mac dinh la 100%.

e Tit to. Thay di vira khit theo chiéu ngang cua gidy.

e Wide by: Thay d6i vira khit theo chiéu doc cua trang giay.

e Pager Size: Lua chon cac kho giay. Nhan vao miii tén hinh tam
giac dé bat danh sach cac kho gidy va chon mot kho gidy thich hop.

e Print Quality: Lua chon chat lugng in (chat lugng in ¢6 nghia la
s0 cham diém trén mot Inch, s0 nay cang lon thi khi in ra dir liéu sé min
hon), nhan vao mii tén hinh tam giac dé chon s cua chat luong in.
Thong thuong nguot dung chon 600dpi.

e Fist Page Number: Chi dinh danh 0 trang dau tién cho bang tinh
¢6 nhiéu s6 trang.
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+ Bam cac nut Print/ Print Preview va Option d¢ in bang tinh,
xem bang tinh trude khi in va cac tuy chon trong khi in.

- Tab Margin

+ Top: Dinh khoang cach tir mép trén cua trang giay dén noi dung
dir liéu can in. Trong Excel mac dinh cho khoang cach nay la lInch.

+ Header: Pinh khoang cach cua tiéu dé déau trang. Trong Excel mic
dinh cho khoang cach nay la 0.5 Inch.

+ Left: Dinh khoang cach tir mép trai cua trang giay dén noi dung
cua dir liéu can in. Trong Excel méc dinh cho khoang cach nay la 0.75
Inch

+ Right: Dinh khoang cach ti mép phai cua trang giay dén noi dung
cua dir liéu can in. Trong Excel mac dinh cho khoang cach nay la 0.75
Inch.

+ Bottom: Pinh khoang cach tr mép dudi cua trang gidy dén noi
dung cua dir liéu can in. Trong Excel mac dinh cho khoang cach nay la |
Inch.

+ Footer: Dinh khoang cach cua tiéu dé cuoi trang. Trong Excel mac
dinh cho khoang cach nay la 0.5Inch.

¢ Chirc nang Horizonlly: Néu nhin chon chire nang nay thi Excel sé
in dir ligu ¢ giira to gidy theo chiéu ngang, nguoc lai khong chon thi
Excel s€ in dir liéu bén trai to giéy,

+ Chire nang Vertically: Néu nhan chon chic nang nay thi Excel sé
in dir liéu o gitia o giz'iy theo chiéu doc, nguoc lai khong chon thi Excel
sé in dir liéu bén trai to gidy.

+ Nhan cac nut Print, Print Preview va Uption de n bang tinh, xem
bang tinh trwoc khi in va cac tuy chon trong khi in.

+ Nhin cac nit Print Preview va Option dé in bang tinh, xem bang
tinh trude khi in va cac tuy chon trong khi in.

4.11.2. Xem va thwe hién in an
Dé in vin ban, co thé thuc hién theo cac cach sau day:
+ Nhén biéu tuong Print trén thanh Quick Access Toolbar

H ©- NReE |

Vi cach nay van ban sé duoc in tat ca cac trang ra may in mac dinh
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trén may tinh. Vi van ban chira nhiéu noi dung, khong nén sw dung cach
nay vi dé dan dén tinh trang may in bi hoc gidy vi in qua nhiéu trang cung
maot luc.

+ Nhan t6 hop phim Ctrl + P hodc nhan chon nut File Button Cia
s0 File Button xuat hién, chon muc Print.

Khung bén trai chira cac tuy chon in an, khung bén phai la man hinh
xem trude khi in cua trang van ban dau tién. Dudi diy 1a y nghia va cach
tity chon cac tham s6 trude khi in an:

- Number of copy: S6 ban sao chép tir ban in, vi du khi mudn in hop
dong thanh 2 ban dé gui khach hang va luu lai, dién gia tri la 2 vao muc
nay.

- Print: Chon may in dé in van ban, trong may tinh c6 rat nhiéu may
in khac nhau vi vay nguoi dung can phai chi dinh may in sé in van ban,
néu khong Microsoft Word 2013 sé lay may in mac dinh cia may tinh.

- Print What: Cho phép tiy chon cac trang in, ngudi dung cin nhap
vao trang bat dau in trong muc Pages va trang cudi cung dugc in trong
muc To.

Ngoai ra, ¢o thé nhin vao Active Sheets dé co thém tiy chon.

+ Active sheets: Chi in Sheet hién thoi

+ Entire workbook: In toan b cac Sheet co trong WorkBook.

+ Selection: Chi in vung dir liéu duoc chon.

- Other Settings: Cac tay chon khac khi in an

Print

=

Hinh 4.39. Cdc iy chon khac khi in

¢ Collated: Khi in copy thanh nhiéu ban, nguoi dung ¢ thé chon

—
Ln
%]



muc Collated dé in ting bo (lan luot tung trang va bat dau lai khi hét
trang cudi cing) hoac chon UnCollated dé in lién tuc (hét cac ban copy
cua trang dau tién roi méi dén trang ké tiép).

t Portrait Orientation: In theo khé gidy ngang hay doc.

+ Chon kho gidy cho van ban.

+ Last custom margin settings: Chon I¢ cho trang in.

+ Cudi cung, nhéan chon nut Print dé thue hién in van ban.
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PHAN THUC HANH CHUONG IV

Bai 1: Cho bang co s¢ dir liéu sau:

Stt Ho va tén Ngay Dén toc | Todn| Ly| Héa | BTB | Hoc bong
1 L& Thu Huong 03/03/1986|Kinh 7 [ 8] 9
2 |D6 Hong Hai 13/03/1985|Tay 8 |[6] 5
3 |Mai Thj Hoa 05/04/1986|Kinh 10 | 8] 8
4 [viAnhTu 28/04/1987|Muomg | 5 | 3| 2
5 |Duong Hoai Nam 20/05/1988|Tay 3 17| 6

YEU CAU: Tinh toan hoan chinh dir liéu cho cac cot trong, biét

rang

1. Cot DTB: médn Toan tinh hé s6 2, lam tron mot chir s6 thap phan.

2. Cot Hoc bong duoc tinh theo nguyén tac:
Néu DTB>=8.0 va khong co mén nao duadi 7 thi duge 300,000
Néu DTB>=7.0 va khong ¢6 mén nao dudi 6 thi dwgc 200,000
Cac trudong hop con lai khéng duoc hoc bong
3. Chen thém cot Xép loai vao gitra cot DTB va Hoc bong va xét
theo tiéu chi sau:

Néu DTB=8 thi xép loai GIOI

Néu 6.5 <=DTB<8 thi xép loai KHA
Néu 5.0 <=DTB<6.5 thi xép loai TRUNG BINH
Cac truong hop con lai xép loai YEU
4. Chi hién thi cac dan toc Kinh

Bai 2. Cho bang co so dit li¢u sau.

| STT | MiSV| Hovatén |Gigitmh| Ngavsinh | Lop | Toan | Tw | NNgr | DPTB | Xep hoai
| 1 |AOO1  |NeoVin Hip 3011 1981 9 8 b
3 A0 [Nao ThuvChi 1241979 6 il ¥
3 [B104  |HoaiAn 287 1980 8 8| 6
1 |A132 [Ngolam 1111 1980 6 6| ?
5 |roi2  [ponQuy 3121979 4 4 8 ] ]
Bang phu
Milop |Lop
A Taan A
B Taan B
IT Tm
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YEU CAU: Tinh toan hoan chinh di liéu cho cac cot tang, biét
rang
1. Cot Gidi tinh: Dya vao ki tu thir hai cua Ma SV, néu la 0 ghi ntr,
la 1: ghi nam
2. Cot Lop: Dua vao ki tu dau tién cua Ma SV va tra trong Bang
phu
3. Cot DTB: Néu la 16p Toan thi mon Toan tinh hé s6 2, néu 1a lop
Tin thi mon Tin tinh hé s6 2
4. Cot Xép loai dua trén nhing tiéu chi sau:
Neu DTB>=8.0 va khong co mon nao dudi 6.5 thi xép loai GIOI
Néu 6.5<=DTB<8 va khong c¢6 mon nao dudi 5.0 thi xép loai
KHA
Neéu 5.0<=DTB<6.5 thi xép loai TRUNG BINH
Nhimg truomg hop con lai xép loai YEU
5. Sap xép cot DTB theo chiéu giam dan

Bai 3: Cho bang co so dir liéu sau:

THONG KE BAN HANG THANG 10 CUA CONG TY HOA PHUQNG

Ngiy bin | Ma hoa don | Tén hang | Tén kbach | S6 lroug Don gii Thauh tién

02 10 2018[XMTT 8

03 10 2015[TVBN 15

0410 2015]MTDD ] 125

03 10 2015/NMBN { 30

05102015/A0TT [ i 1500

06102015]TVDD | i i3

00 10 2013[AUBN [ [ 1234

DANH SACH HANG HOA DANH SACH KHACHHANG

Mihang |[Ténhang |Domgid Mi khiach |Tén khach
AQ Ao somi 85000 DD Siéu thy Bong Do
MT Mav tinh 6500000 BN Bach hoa Bac Ninh
v Tivi 5730000} T Bach hoa Trang Tien
M Xe may 22500000|

YEU CAU: Tinh toan hoan chinh dit liéu cho cic cot trong, biét
raing
1. Cot Tén hang: Dua vao 2 ki tr dau cua Mi hoa don va tra trong
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Bang DANH SACH HANG HOA.

2. Cot Tén khach: Dua vao 2 ki tu cudi cia Ma hoa don va tra trong
Bang DANH SACH KHACH HANG.

3. Cot Don gia: Dua vao Tén hang va tra trong Bang DANH SACH
HANG HOA

4. Cot Thanh tién: So luong*Pon gia, biét rang néu s6 luong trén
1000 thi dugc giam 5% Thanh tién, dinh dang don vi la VND.

Bai 4: Cho bang co so dir liéu sau:

STT | Ma hang | Hang SX | Dou gia (Ponglit) | So lwgug (lity | Thanh tién

1 |pca 1500

2 |DMO 3000

3 DBP - 1000

1 | XBP 2000

s | XES 1500

Bang phu h

Mahing | BP CA MO ES

Hing SX Bristish Pestro | Castrol Mobil Esso

Pongid1 | 17.000 18.000 17,000 12,000

Pongid2 | 20.000 23.000 25,000 16,000

YEU CAU: Tinh toan hoan chinh dix liéu cho cac cot tl'éllg, biét

rang

I. Cot Hang SX: Dua vao 2 ki tu cudi cua Mi hang va tra trong
Bang phu

2. Cot Don gia: Dua vao Hang SX va tra trong Bang phu, biét néu
56 luong trén 2000 thi lay DPon gia | nguoc lai ldy Don gia 2.

3. Cot Thanh tién: Don gia*Sé luong

4. Thong ké so tién cua timg Hang SX
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Bai 5: Cho bang co so dir liéu sau:

BANG LUONG THANG S

STT| Hovatén | Chircvy | Luongngiy |Ngiy cong|Phu cip|Luong thing| Tam irng| Con lai
I |Nguven Thanh |GD 100000, 25

2 |LéBinh PGD 85000 26

3 |Phan Anh P 0000, 28
! 4 [KimDune NV 50000 23 !
5 |PhuomgLan [NV 150000 27 |
6 |Tran Kién NV §5000| 18 |

YEU CAU: Tinh toan hoan chinh dir liéu cho cac cdt trong, biét

rang

1. Cot Phu cz'ip duoc tinh nhu sau:
Néu chue vu la GD thi phu cép la 300,000.
Néu chirc vu la PGD hodc TP thi phu cap la 200,000.
Néu chirc vu la NV va s6 ngay cong > 25 thi phu cép 1a 100,000,
con lai phu cap 1a 0.

2. Cot Luong thang: Luong ngay*Ngay cong, nhung néu ngay cong
>25 thi mdi ngay cong du dugc tinh gap doi.
3.C6t Tam tmg: bang 2/3 Luong thang lam tron dén chir s6 hang
nghin nhung khéng vuot qua 800,000,
4. Cot Con lai: Luong thang+Phy cip-Tam (g

Bai 6: Cho bang co so dir liéu sau:

o] & [wfrs|=f

o
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YEU CAU: Tinh toan hoan chinh dit liéu cho cac cot tréng, biét

rang

1. Cot Tén hang: Dwa vao 2 ki tu dau cua Ma hang va tra trong

Bang phu

2. Cot Don gia: Dya vao tén hang va Loai hang (la 2 ki tu cudi cua
Ma hang) réi tra trong Bang phu.
3. Cot Thanh tién: S6 lwong*Don gia, dinh dang don vi la d
4. Chi hién thi cac mat hang la Nem

Bai 7: Cho bang co so dir liéu sau:

Ma xe Tén xe Solwgng | Phankhoi | Dongida | Thanh tien
HD70 h 100
HD100 200 ]
SU90 500
YAQ90 60
sU110 N T
Bang phy -
Ma Tén xe Gid bin Gid von
HD HONDA $2800 $2300
sU SUZUKI $2500 $2200
YA YAMAHA $2300 $2000

YEU CAU: Tinh toan hoan chinh dit liéu cho cac cot tréng, biét
rang

1. Cot Tén xe: Dua vao 2 ki tu dau cua Ma xe va tra trong Bang phu

2. Cot Phan khoi: La cac con s6 bat dau tir ki tu thir 3 dén cudi cua
Ma xe, yéu cau chuyén vé gia tri sb.

3. Cot Bon gia: Néu sb lugng tir 100 trg 1én léy Gia von nguoc lai
lay Gia ban

4. Cot Thanh tién: S6 lwong*Pon gia

5. Bém s6 xe ¢6 Thanh tién >=5,000,000
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Bai 8: Cho bang co so dir li¢u sau:

TT|[Masé [ Phwougtién | Tuyén vin chuyén | $6lwong (tan) | Gid cwocve |
1 | 01HUE 12
2 | 02ZHUE 30
3 | 02DNA 22
4 | 0INTR 14
5| 01HCM 6
6 | 02NTR 20
Bang phu
Gia cirdre ve 1 tan theo phrong tién |
' Matinh | Tén tinh 01 02
HUE Hué 550000 480000
NTR Nha Trang 270000 240000
DNA Da Nang 350000

YEU CAU: Tinh toan hoan chinh di liéu cho cac ¢dt trong, biét

rang

1. Cot Phuong tién: Dua vao 2 ki tw dau cua Ma so, néu la 01 thi ghi

Xe, 02 thi ghi Tau hoa.

2. Cot Tuyén vén chuyén: Dua vao 3 ki tr cudi cua Ma s va tra
trong Bang phu va thé hién chudi "HCM-" phia trwdc, néu Ma tinh la

HCM thi ghi Néi thanh.

Vi du: 01HUE: Tuyén van chuyén la HCM-HUE
3. Cot Gia cude ve: Dua vao Ma tinh va 2 ki tu dau cua Ma sb roi
tra trong Bang phu
4. Tinh bang thong ké cac hinh thirc van chuyén

Phuovng ticn

50 luung

TOng thanh tién

Xe

?

?

Tau hoa

?

?
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Bai 9: Cho bang co so dir liéu sau:

Ma hang | Ngay ldp phiéu | Tén nwée | S6 lwong | Pon gid | Tién giam
JAN_6.5 10/10/2017 15
FRA_105|  23/07/2017 3
CHL 6.5 28/05/2017 10
JAN_10.5 30/04/2017 25
FRA 6.5 12/05/2017 +
Bang phy
Ma R Don gi.é theo cong su?t
nwoc 10.5 tan 6.5 tan
JAN Nhat Ban 32000 15000
FRA Phap 35000 18700
CHI Trung Quéc 22000 10100

YEU CAU: Tinh toan hoan chinh di liéu cho céc cot trong, biét ring
1. Cot Tén nudc: Dya vao 3 ki tu dau cia M hang va tra trong

Bang phu

2. Cot Pon gia: Dya vao Tén nudc va cong suat roi tra trong Bang phu

3. Cot Tién giam: Giam 3% (S6 lugng*Pon gia) cho hang cua Phap
hodc Nhat Ban c6 so luong >=15, con lai khéng giam.

4. Chen thém c4t Thanh tién vao bén phai cot Tién giam ‘va tinh
theo cong thirc: S6 lugng*Pon gia-Tién giam.

Bai 10: Cho bang co s¢ dir li¢u sau:

160

Phiéu hang Ténhang | Ngayban [ Solwgng | Pongid | Thanh tién
MBHO1ND9 22/02/2017
CSH02XK70 12/03/2017
CSHO2ND80 08/05/2017
KDCO1IND120 14/06/2017
MBHO1XK150 18/04/2017
KDCO2ZND50 15/01/2017
Bang don gia
¢ g iz Don gia
Mildng | Toohim e Tvutcunt
MBH Mii bdo hiém 150000 230000
CSH Cao su hén hop | 250000 300000
KDC Keé dé do 90000 110000



YEU CAU: Tinh toan hoan chinh dix liéu cho cac cot ufmg, biét
rang

I. Cot Tén hang: Hién thi theo dang Tén hang-Loai hang biét

Tén hang: Dua vao 3 ki tu dau cua Phiéu hang va tra trong Bing
don gia

Loai hang: Dua vao ki tu tir 4,5 cua Phiéu hang, néu la 01 ghi Loai
I, 02 ghi Loat 2

2. Cot SO luong: La cac con sO bat dau tir ki tw thar 8 cho dén hét
cua Phiéu hang

Vidu MBHO1IND9 -> s6 lwong la 9; CSHOZNDS8O0 -> s lwong 1a 80

3. Cot Bon gia: Dya vao 3 ki tu dau cua Phiéu hang va hinh thire
ban (la ki tu thir 6,7 cia Phiéu hang, néu ND la Noi dia, XK la Xuét
khau) 1ol tra trong Bang don gia

4. Cot Thanh tién: S6 lugng*Don gia. Sap xép Thanh tién tang dan.
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CHUONG V. MANG MAY TINH VA INTERNET

Chwong nay cung cap cho nguoi dung cac kién thic co ban lién
quan dén mang may tinh va Internet. Dong thoi ciing trinh bay cac thao
tac, cac bude can thiét dé su dung Internet va cac dich vu trén Internet
mot cach co hiéu qua. Vin dé an toan, bao mat thong tin khi sur dung
Internet ciing dugc dé cap dén trong chwong nay.

5.1. Kh4i niém vé mang may tinh
5.L1. Khdi niém

Mang may tinh la tap hop cac may tinh, cac thiét bi ngoai vi duoc
két néi v6i nhau thong qua phuong tién lruyén dan (cac loai cap, song
hong ngoai, viba, ...) va tuan theo cac quy wdc truyen thong nao do dé
trao doi dir liéu nham muc dich chia sé tai nguyén phan cimg ciing nhu
phan mem.

Phan loai mang theo khoang cach dia ly:

e Mang cuc bo LAN (Local Area Network): Nam trong pham vi
nho hep, co khoang cach vai km.

e Mang d6 thi MAN (Metropolitan Area Network): Co pham vi la
mat do thi, hay mot trung tam van hoa xa hoi.

e Mang dién rong WAN (Wide Area Network): Pham vi rong lon,
khong gidi han vi tri dia ly. Co thé la két ndi gitra cac qudc gia, chau luc
hoac toan cau. Vi du: Mang Internet...

5.1.2. Uu nhwpe diém cia mang miy tinh

* Un diém cua mang may tinh:

- Mang may tinh cho nguoi ding phép chia sé tai nguyén phan cimg
nén tiét kiém chi phi cho cac thiét bi ngoai vi nhu may in, dung luong 6
cirng, ...

- Mang may tinh cho phép nguoi dung chia se, dung chung tai
nguyén, thong tin phan mém: Dung chung phan mém diét virus, ding
chung co so dir liéu. .

- Mang may {mh cho phep nguoi dang {ruy cap o bat ky vi tri nao
trong mang, giao tiép truc tuy én voi nhau tir nhiéu dia diém.
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* Nhwege diém cua mang mey tinh:

- Cac hoat dong dién ra trén mang may tinh phu thudc vao tinh on
dinh va téc do cua mang: Hoat dong cua cac to chirc va cac kénh truyén
thong phu thudc vao mang may tinh ¢6 hoat dong 6n dinh hay khong. Khi
o su O trén mang, nguoi ding sé mat kha nang truy cip thong tin va
giao tiép dién tr

- Xay ra rui ro vé van de an ninh mang: Cac to chie hoac ca nhan c6
nhimg thong tin bi mat va co gia tri duoc luu trit trong hé thong két ndi
mang co thé bi truy cap trai phép boi nhitng ke co tinh hoac cac ke tan
cong mang (hacker)

- Vin d¢ lay nhiém Virus: Nguy co ldy nhiém virus la rat cao khi
nguoi ding truy cap hodc tai cac file tir nhiing website khong rd ngudn
.

5.2. Sir dung Internet
5.2.1. Tim hiéu trang web

Dé xem mot trang web, ngudi dung cin sw dung mot trinh duyét
web (web browser) nhu Microsoft Internet Explorer, Google Chrome,
Mozilla Firefox, Safari, Opera, Coccoc,.... Cac trinh duyét web la cac
chuong trinh duoc thiét ké gitp nguoi dung truy cap thong tin thong qua
viée hién thi hinh anh. van ban va hinh anh dong. Cac chuong trinh (g
dung duoc xem thong qua cac trinh duyét tré thanh cac tmg dung “tro va
chon™ (point and click).

Cac trinh duyét web sir dung giao thire HyperText Transfer Protocol
(HTTP) dé giao tiép vor may chu web quan ly trang ma nguoi diang dang
tim kiém trén mang. HTTP la mét giao thirc - hay mdt cau triic ngén ngir
- danh cho may tinh dé may khach (client) co thé gui yéu cau va may chu
(server) gui cdu tra 1oi cho may khach. Ngoai giao thac HTTP con c6 thé
su dung giao thire HTTPS cho cac két noi bao mat. HTTPS la mot su két
hop gitra giao thie HTTP va giao thiae bao mat SSL hay TLS cho phép
trao doi thong tin mot cach bao mat trén Internet. Giao thiee HTTPS
thuong duoc dung trong cac giao dich nhay cam can tinh bao mét cao.

World Wide Web (WWW): Goi tat 1a dich vu Web hay la mot
mang ludi thong tin toan cau cho phép truy xuat cac siéu van ban
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(Hypertext) tir cac may trén mang Internet.

May chu web la noi quan ly, lru trir trang web cua ca nhan hoac to
chirc,

Trinh duyét Web: Trinh duyét web la chwong trinh dugc thiét ké
dé truy cap thong tin thong qua viéc hién thi hinh anh, van ban va hinh
anh dong.

- Trinh duyét web su dung giao thirc HTTP hoiac HTTPs dé giao
tiép voi may chu quan ly trang web ma ngudi dung mudn truy cap.

Cic thanh phan cia mjt trang web:

- Puong dan URL (Uniform Resource Locator): Dé xac dinh duong
dan toi mot trang web hoac toi cac trang bén trong trang web do.

- Thanh diéu hudng (Navigation Bar): Mot website c6 thé ¢ thanh
diéu hudng gidng nhu bang ndi dung trang web, no con duoc goi 1a ban
do trang (site map).

- Siéu lién két (Hyperlink): C6 thé 1a mot phan van ban, hinh anh ¢6
dinh kéem URL bén trong. Dua chudt vao siéu lién két (point) con tro
chudt xuét hién hinh ban tay, nhan vao do trinh duyét sé dua toi trang
web ¢6 duong dan URL dinh kem trong siéu lién két.

- Thanh trang thai (Status bar): Hién thi cac hanh dong ma phan
mém dang thuc hién hoac hién thi lién két khi tro t¢i mot lién két nao do.
Thanh trang thai nay c6 thé dugc an di khi khéng c6 hanh dong nao dién
ra hodc khong hién thi lién két.

- O nhap (Field): Cho phép nhap thong tin, vi du nhu thong tin tim
kiém dé gui vé may chu Web xur ly.

- Nut bam (Button): La mot nut de nguot su dung lya chon béng
cach bam chudt khi mudn thuc hién mot hanh dong nao do. Vi du: g
thong tin tim kiém vé may chu (May chu s& hién thi két qua tim kiém trén
man hinh).
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Hinh 3.1, Giao dién mot trang web trén Internet

Cich nhin biét website cia mjt s6 to chirc: Dé quang ba thong
tin cua don vi trén Internet, cac to chire dang ki va duoc cung c:‘ap cac ten
mién theo quy wdc nhat dinh. Cac cong ty, to chirc khac co thé mua tén
mién nham dua thong tin quang ba Ién Internet.

- Mot s6 kiéu tén mién pho bién:

t.com: To chire thwong mai

t.net: Cac 1o chirc mang

t.gov: To chire chinh phu

torg: To chire phi chinh phu.

+.edu: To chire giao duc

+v.v..

Vi du: Trong dia chi trang web www . tnu.edu.vn thi v nghia cua cic
thanh phan twong tmg nhu sau:

QD www: la ky hiéu World Wide Web

Q tnu ; Tén viét tat cua Pai hoc Thai Nguyén

QO edu: To chire thude linh vire giao duc

Q vn : Viét Nam
5.2.2. Tim kiém thong tin trén Internet

Internet la mot kho tai nguyén thong tin vo tan duoc cung cap boi
hang triéu trang Web trén khap thé gidi. Cac thong tin nay rat da dang va
¢6 thé dang, ciing co thé sai hoac chwa day du, do do nguot su dung can
phai tim kiém thong tin tir nhiéu nguon khac nhau va sau do mai so sanh,
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tong hop dé c6 duoc két qua nhu mong mudn. Ngoai ra, viéc tim kiém
ding thong tin can thiét ciing khong phai la viée dé dang.

Hién nay, co rat nhiéu trang web véi cong cu hd tro tim kiém da
gitp cho nguoi sir dung Internet thuan tién trong viéc tim kiém cac thong
tin hiru ich. Trong sd c6 thé ké dén cac trang web hd tro tim kiém thong
dung nhu Google, Yahoo, AltaVista,....

Dé tim kiém thong tin, trudce tién can phai xac dinh cac tir khoa
(Key words) cua thong tin mudn tim kiém. Tir khoa la tir dai dién cho
thong tin can tim. Day la phan rat quan trong. Néu tir khoa khéong 1o rang
va chinh xac thi két qua tim kiém tra vé s& rat nhiéu. Khi do, rat kho phan
biét va chon duoc thong tin nhu mong muén. Nguoc lai, néu tir khoa qua
dai két qua tim kiém co thé khong co.

Vi du mudn tim thong tin vé cach si dung may tinh:

Néu nhap tir khoa la “may tinh” thi két qua sé ¢6 rat nhiéu bao gom
ca thong tin mua ban, lip rap, sua chira may tinh,. ..

Trong truong hop nay, su dung tir khoa “sir dung may tinh™ hay
“cach su dung may tinh” déu cho két qua tot.

Cic bude tim kiém thong tin:

- Budce I: Xac dinh muc dich sir dung thong tin.

Két qua thong tin nhan dwoc thuong rat 1on nén gy mat tap trung
cho sir chon lwa. Vi véy, can xac dinh muc tiéu tong quat khi tim thong
tin. Tim kiém thong tin theo dién rong sé tim dugc mot luong lon thong
tin hon tim theo chiéu sau. Mot cude tim kiém thong tin theo chiéu sau sé
tim duoc thong tin sat véi chu dé hon, mac du s6 luong thong tin sé it
hon.

- Bude 2: Chudn bi cac tir khoa can tim.

Khai niém Tir khoa: Tir khoa la nhimg tir cin dwoc nhip vao dé
thuc hién cong viéc tim kiém. Tir khoa duoc nguol s dung xac dinh la
trong tam cho ndi dung can tim kiém.

Viéc xac dinh tir khéa phu hop cé anh huong truc tiép toi két qua
tim kiém duoc tra ve.

Sau khi nhap tir khoa va lua chon tim kiém thi mot loat két qua sé
duoc hién thi. Mdi két qua la mot duong dan (link) dén trang web co
chira tir khoa hoac chu dé ma nguoi dung dang muon tim.
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Xem xét két qua ma chire nang tim kiém dua ra:

- Néu co qua nhicu két qua. quay lai va g thém tir hodc cum tr vao
o tim kiém.

- Néu co qua it két qua, thu hep/ xoa bot mot so tir trong 6 tim kiém
hodc tim tr khac thay thé.

- Nguor dung cling nén thu xem qua nhiing két qua dau tién. Néu
nhitng trang do chua hivu ich lam, thu quay lai va dang tir tim kiém khac.

- Burde 3: Sur dung muc tim kiém nang cao cua chirc nang tim kiém.

Vi du: Ngudi dang dang mudn tim tai liéu dé luyén thi dai hoc thi tr
khoa ¢ day la "luyen thi dai hoce" hay cu thé hon (dé cho ra két qua chinh
xac hon) la "tai liéu thi dai hoc", c6 thé chon tur hay cum ur dﬁng nghia
vol tu khoa do nhu "6n thi dai hoc".

- Bude 4. Sau cung, nguoi dung nhé theo doi qua trinh tim kiém
bang cach:

t Liét ké nhing trang da xem qua, thoi gian xem.,

+ Xem cac trang web, dac biét la dia diém va ngay nguoi dung tim
thay.

- Burde 5: Nhirng thao tac tai va leu thong tin sau khi da tim duoc.

¢ Néu luu van ban (file text, htm): vao File — Save as (chon cac kiéu
luu)

+ Néu leu file (.doc, pdf. .exe): Nhan chudt vao file can tai, sau do
I,

Ngoai ra, c6 thé dung nhing cong cu tai thong tin. Trén Internet
hién nay co kha nhiéu cong cu ho tro tai (download) file kha hiéu qua
nhu: Get night, Mass download, Internet Download Manager, Flashget,
Gigaget. .. la nhirng cong cu tai file hay Teleport, Webcopyer... la nhimg
cong cu tai web.

Cic phép todn trong tir khoa tim kiém

Pé ma rong cac chirc nang tim kiém, cting nhu tao thém nhiéu tién
dung cho nguoi ding, cac cong cu tim kiém ciing da hd tro thém nhiéu
phép toan lén tir khoa. Di nhién mdi cong cu c6 thé sé ho tro nhitng phép
toan khac nhau. Chuong nay chi néu ra mot vai phép toan co ban dugc hd
tro bot hau hét cac cong cu tim kiém.

e Ding phép cong (+): Dé tim cac trang co chira tat ca cac chir cua
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tir khoa ma khong theo thir tu thi viét nbi cac tr nay voi nhau bing
dau +.

Vi du: Tim trang noi vé cach thirc viét Linux scripts c6 thé ding b
tir khoa: +Linux +script + tutor

e Ding phép trir (-) : Trong s6 cac trang Web tim duoc do quy dinh
cua tir khoa thi cong cu tim kiém sé loai bo cac trang ma néi dung cua
chiing ¢6 chira chir (hay cum tir) ding ngay sau dau trir.

Vi du: Khi tim tin tic vé cac loai xe dung ky thuat lai méi chua co
ban trén thi trvong nhung khong mudn cac trang ban xe hay cac trang noi
vé hai kiéu xe Prius (cua Toyota) va kiéu xe Insight (cua Honda) lot vao
danh sach truy tim thi co thé thu tir khoa: +car +hybrid -sale -Prius -
Insight

e Dung dau ngoac kép (" "): Khi mudn chi hién thi cac két qua tim
kiém chira tiéu dé hoac noi dung ding nhu nguyén van cua cum tir trong
dau ngodc kép (tim kiém chinh xéc).

Vi du: Khi muén tim huong dan cach cai dat Hé diéu
hanh Windows 10 thi c6 thé su dung tir khoa "cach cai windows 10",

5.2.3. Thuw dién tw (E-mail), tro chuyén (Chat)

Thu dién tr (E-mail) duge xem la mot phuong thire lién lac co vai
trod quan trong doi voi nhimg nguoi si dung Internet. Email la mét hinh
thirc chuyén va nhan thu qua hé thong va qua mang Internet. Hinh thirc
nay phd bién dé gui thu khi yéu cau tra loi khong khan cap.

Thu dién tr da duoc g sé hién thi cho nguot nhan khi ho dang
nhap vao tai khoan E-mail cua ho.

C6 2 hinh thire sir dung thur dién tir:

e Sir dung thong qua viéc dang nhdp tir trinh duyét Web goi 1a Web
mail,

Vi du dé dang nhap vao mail cua Google ta phai mo trinh duyét
Web gd vao duong dan: https:/mail google.com

e Su dung nho mot phf?m meém hd tro cac thao tac nhu gu, nhén,
quan ly thu: Microsoft Office Outlook 2013, Outlook 2013...

Uu diém cia thu dién tir

- Chi phi thap.
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- Thoi gian chuyén thu gan nhu tic thoi.

- Mot nguai 6 thé gui dong thoi cho nhiéu nguoi khac.

- C6 thé gui kem tép tin.

Sw dung thu dién tu thong qua Web

- Cde thanh phan cua dia chi email bao gom: Tén hop thu, tén to
chire, hang muc tén mién.

Vi du: Jsmith@ccilearning.com

Trong vi du: Jsmith: 1a tén hop thu, ceilearning: Tén t6 chue; com:
hang muc tén mién.

- Dang nhdp vao hom thie:

I. Khoi dong trinh duyét Web, nhap vao duong dan URL cua hom
thw trong 6 Address. Vi du: https://mail google.com

2. Giao dién dang nhdp xudt hién, nhdp dia chi Emeail va mdat khdu
roi chon niit Dang nhdp.

- Tao thu mon:

+ Nhan chon nit Compose dé mo cua s6 soan thu.

+Trén 6 "To” go vao dia chi nguot nhén,

+ Chon CC dé liét ké cac dia chi cua nhitng nguoi khac cung nhan
duoce bic thu trén. Céac dia chi email duoc ngan cach boi dédu ]Jhﬁy
Cac dia chi trong phan CC déu xuat hién khi nguoi nhan nhan duoc thu.
Nghia la nguoi nhan biét duoc nguoi gui da gui email cho minh va cho
nhimg nguoi khac.

i Chon BCC d¢€ liét hé cac dia chi cua nhang nguoi khiae cang nhan
duoc bire thu trén. Nhung nguoi nhan chi biét thu gui cho minh ma
khong biét thu giri cho nhirng ai khac.

+ Trén 6 Subject: Nhép vao tiéu dé buc thu.

+ Trén 6 bén dudi viing Subject: Soan néi dung thu.

+ Chon biéu twong kep gidy (Attach files): Dé chon file dinh kém.

+ Chon nit Send dé gui thu.
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Hinh 3.2. Giao dién tao thi mdi
Quan ly hp thu va doc thu
- Sau khi dang nhap vao hom thu, chon muc Inbox dé kiém tra thu.
Danh sach cac thu dén trong hom thu sé dugc liét ké.

- Bé doc thu nao, nhan chudt vao thu do.

- Tra 1oi thu: Sau khi doc xong, nhan vao nut Reply hodc Reply all
dé tra 161 cho ngudi gui hoac tra 1oi cho ngudi g va ca cac dia chi Email
trong phan CC. G& vao ndi dung tra 1oi sau d6 an nut Send dé gui.

- Chuyén tiép thw: La hanh dong gui lai bic thu ma nguoi dung
nhén duoc cho mot nguoi khac. Dé thuc hién chuyén tiép thu, ngudi ding
nhén vao nat Forward. Sau do, nhap dia chi cua nguoi nhin vao 6 “To”,
ngudi ding 6 thé bo sung ndi dung cua vao phia trén ni dung bire thu
cii. Nhan nat Send dé gui.

- Khi dang doc hodc tra 161 thu, dé quay tro lai ngudi dung chon nat
Inbox tai ctra s6 bén trai.

- Dé xéa mo6t hodic nhiéu thu, nhan chon cac thu cin xoa tai cac O
vudng phia dau mdi thu can x6a. Sau dé chon nit Delete & phia trén cua
danh sach cac Email.

5.2.4. Vin a@é bao mdt thong tin

An toan dir liéu luén la moi quan tim hang dau véi nhirmg nguoi sir
dung may tinh. Néu khong co giai phap bao vé thich hop, khi tuong tac
cang nhi¢u véi mang toan cau thi kha nang ngudi dung mét quyén kiém
soat vai dir liéu cua minh cang cao.

Céc buéc bao mit théng tin:

- Birge 1: Ma hoa dir liéu
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- Bude 2: St dung mat khau manh

Viéc ma hoa dit liéu sé tro nén vo nghia néu ke xam nhap dé dang
tim ra mat khau bao vé cua nguoi dung. Mat khau manh la mét mat khau
dai voi su két hop gitra cac chir cai, chir s6 va ki tu dac biét.

- Birde 3: Xac minh hai buoc

Du da ma hoa dir licu va ¢6 mat khau manh, nguoi dung van co
nguy co bi mat mat khau nay khi truyén qua mang khéng ddy cong cong
khong an toan, chﬁng han nhu o mét quan ca phé Internet. Dé tu bao vé
thong tin va dit liéu ca nhan, ngudi ding ¢6 thé su dung ché d6 xac minh
hai budc (hay chung thuc hai 16p), c6 nghia la ngoai mat khau, nguoi
ding can mot s6 thong tin khac dé dang nhap vao website hay dich vu.

- Burde 4: Bao vé mang

Khi cai dat phat song Wi-Fi, nguotn dang co thé tang do an toan
hﬁng cac thiét lap: Tat SSID Broadcast, bat MAC Address Filtering, bat
AP Isolation. Bén canh do, nguoi dung can chic chan da kich hoat tinh
nang tuong lua trén router va may tinh nham ngan chan cac ung dung
thwe hién giao tiép khong mong muon théng qua cong Internet.

- Bude 5: S dung phan mém diét virus.

Tuén thu cdc 1o khuyén sau dé bao vé thong tin cd nhin:

l. Str dung mat ma dai, "doc" béng cach sur dung ca chi $0, ky tu va
biéu tuong.

2. Khong gwi mat khau qua email va khong chia se mat khau voi
nhirng nguo khac.

3. Ludn ¢6 san cac phuong an khoi phuc mat khau va thuong xuyén
cap nhat chung.

4. Tranh xa cac hinh thic lira dao trén mang bing cach khong gui
16 nhan phan héi d6i voi nhimg email, tin nhin hodc trang web khong
dang tin cdy, yéu cau phai nhap thong tin ca nhan hoac tai chinh.

5. Danh dau va thong bao cac doan ndi dung phi phap.

6. Thuong xuyén kiém tra cac tuy chon bao mat va lua chon cac noi
dung muon chia sé trén mang,

7. Chu y dén danh tiéng cua minh trén mang, nén suy nghi ky trudc
khi dang mot thong tin khong phu hop ¢6 thé tu khién ban than bi xau hd
hoac nguy hai.
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