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CHUONG 1- TONG QUAN VE HE THONG MAY TiNH

1.1. Thong Tin Va Xir Ly Thong Tin

1.1.1.  Khai niém vé thong tin

Dir liéu (data) 13 cac dit kién khong c6 ¥ nghia o rang. Khi dir liéu dugc xir Iy dé
xé4c dinh y nghia thyc su cua ching, khi d6 chiing duoc goi 13 thong tin (information). doi
v6i con ngudi, dit liéu duge muc thip nhat cua kién thirc va thong tin 13 mtc d6 tha hai.
Thong tin mang lai cho con ngudi sy hiéu biét vé thé gidi xung quanh.

Qua trinh xtr 1y théng tin con ban nhu sau: Dir liéu duoc nhap ¢ dau vao (Input),
sau d6 may tinh (hay con nguoi) s& thuc hién xtr Iy nhan duoc thong tin & dau ra (Output).

Luu y 1a dir liéu c6 thé luu trit ¢ bat ctr giai doan nao.

NHAF DT XULY ¥UAT DT LIEW THONG
LIET NPUT) (PROCESSING) > T (OUTPUT)

LUT TRT (STORAGE)

Vi du: Nguoi ta tién hanh ghi nhan c6 dit li¢u tir camera cac hinh anh & duong phé,
sau d6 tién hanh phan tich dit liéu d6 co thong tin vé mét s6 xe ndo d6. Toan bd qua trinh
luu trir trén dia cirng may tinh.

Trong thoi dai hién nay, khi luong théng tin dén véi chung ta cang lic cang nhiéu
thi con nguoi co thé dung mot cong cu hd tro cho viée luu trit, chon loc va xtr 1y lai thong
tin goi 13 may tinh dién tor (Computer). May tinh dién tir giup con ngudi tiét kiém rat
nhiéu thoi gian, cong stic va ting d6 chinh xac, gitip tv dong héa mot phan hay toan phan
cua qua trinh xur Iy dir liéu.

Cung mot thong tin c¢6 thé duoc biéu dién bang nhitng dit liéu khac nhau, vi du nhu
s6 1 hay I. Tuy nhién dbi v6i may tinh, biéu dién nay phai 12 duy nhit dé c6 thé sao chép
ma khong mat thong tin. May tinh biéu dién dit liéu bang hé dém nhi phan. Tuy chi ding
2 ky s6 12 0 va 1 (goi 12 bit) nhung hé nhi phan nay giup may tinh biéu dién - xtr Iy dugc
trén hau hét cac loai thong tin ma con nguoi hi¢n dang sir dung nhu van ban, hinh anh,
am thanh, video,...

1.1.2.  Don vi thong tin

Dbi v6i may tinh, don vi nho nhat ding dé biéu dién thong tin goi 1a bit (Binary
digit). Bit 1a mot chit sé trong hé théng s6 nhi phan, no cé thé co gia tri 0 hodc 1. Trong
bd nhd may tinh, mot bit 1a mot cong tic dién nhoé c6 thé bat (gid tri 1) hodc tit (gia tri 0).

Hé nhi phan str dung hai k¥ s6 0 va 1 dé biéu dién cac sd. Khi biéu dién dit liéu, bit
khong biéu dién doc 1ap ma duoc 1ap theo nhom 8 bit, goi 1a mot byte, viét tat 1a B. Do
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d6, mot Kilobyte cia RAM = 1024 byte hodc 8192 bit. Thuc té, ngudi ta it khi st dung
don vi ma ding byte. Xem bang bén dudi dé thdy cac biéu dién khic. Chan han, thé nhd
méy chup hinh 14 32GB, dia CDROM la 650MB, dia DVD la 4.3GB, dia ctmg 1a 1TB.

Tén Ky hiéu Gi4 tri
201

Byte B =8hit

KiloBy KB =2'"B=1024Byt
te e

MegaB MB = 1024
yte KB=2%B

GigaB GB =1024
yte MB=2*B

TetraB TB =1024GB=2"B
yte

Luu y : Khi dé cap dén dung luong luu trit, nguoi ta sit dung mét Kilo twong Gmg
v6i1024, str dung K viét hoa, va thuong dé cap dén byte (Vi du 1KB=1024Byte). Nhung
khi d& cap dén toc do truyén dir lidu, ngudi ta st dung Kilo twong Gmg 1000, sir dung k
viét thuong, va dé cap dén bit (vi du: 1 kbit/s = 1000 bits per second).

1.2.  Co Ban Vé Cau Tric May Tinh

Hién tai may tinh dugc chia lam céc dong:

-Desktop: may ban, it di chuyén, to, gia ré, can nguSn dién ludi, toc do cao, d&
nang cap, stra chira

-Laptop (di chuyén, stt dung pin, toc do cham hon desktop, khé nang cip va sira
chira)

Netbook: gidng laptop nhung c6 céu hinh thip, ré, thoi gian st dung pin dai,
thuong rAt nho va nhe, chi si dung cac vi¢c don gidn nhu soan van ban va duyét Web.

-TablePC: thuong khong c6 ban phim, st dung man hinh cdm ung, tbc do cham,
pin lau, thich hgp cho viéc ghi chu va duyét web.

Cac dong may tinh nay phu hgp cho mdi loai cong viéc tiy theo mdi ngudi, va
khong thé thay thé 13n nhau. Dua trén tiéu chi su dung, may tinh dugc chia thanh ba loai
chinh: méy tinh van phong, dd hoa va giai tri. Mdi hé théng duoc trang bi nhiing phan
cimg co ban 1a bo mach chii (mainboard), thiét bi xtr 1y, bd nhé (RAM), 6 ctng (hard
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disk), vo may kém bd ngudn (case), ban phim (keyboard), chudt (mouse) va man hinh
(monitor), va cai dit phin mém tuy theo cong viéc. Ngoai ra, tuy theo yéu cau cong viéc
ma moi ngudi c6 thé mua thém modem, may in (printer), may quét (scanner) va céac loai 6
dia...

Moi loai may tinh co thé c6 hinh dang hoac cAu trac khéac nhau, tuy theo muc dich
sir dung. Mot cach tong quat, may tinh dién tr 1a mot hé xir 1y thong tin ty dong gom 2

phan chinh: phan ctrng va phan mém.

1.2.1. Phéan cung (Hardware)

Phan cimg c6 thé duoc hiéu don gian 1a tat ca cac phan trong may tinh ma ching ta
c6 thé thdy hodc so dugc. Phan cimg bao gdm 3 phén chinh:

—  don vi xtt Iy trung wong (CPU - Central Processing Unit).

—  B6 nhé (Memory).

—  Thiét bi nhap xuét (Input/Output).

B{ xit Iy trung wong
CPU (Central Processing Unit)
Khéi diéu khién Khéi tinh toan
CU (Control AL U{Arithmetic Thié; bi
Unit) Logic Unit) — xuat
{output)

Thiét bi
nhép
put)
o T t

¥

Cac thanh ghi{Registers)

B nhd trong (ROM + RANM)
Bd nhd ngoai (dia citng, dia meém, dia CD)

o B xtr 1y trung wong (CPU)

B¢ xu 1y trung wong chi huy céc hoat dong cia may tinh theo 1énh va thuc hién cac
phép tinh. CPU c6 3 bd phan chinh: khdi diéu khién, khdi tinh toan s6 hoc va logic, va
mot sd thanh ghi. Khéi diéu khién (Control Unit) 14 trung tdm diéu hanh mdy tinh c6
nhiém vu giai mi cac 1énh, tao ra cac tin hiéu diéu khién coéng viéc cta cac bd phan khac
clia mdy tinh theo yéu cau ctia nguoi stir dung hodc theo chuong trinh di cai dat. Khéi tinh
toan s6 hoc va logic (Arithmetic-Logic Unit) thuc hién cac phép tinh s6 hoc (cong, trir,
nhan, chia,...), cac phép tinh logic (AND, OR, NOT, XOR) va cac phép tinh quan hé (so
sanh 16n hon, nho hon, bang nhau,...). Cac thanh ghi (Registers) dong vai tro b nhd trung
gian, gilp ting toc do trao doi thong tin trong mdy tinh.

Ngoai ra, CPU con duoc gin v6i mot dong ho (clock) hay con goi 14 bd tao xung
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nhip. Tan s6 dong hd cang cao thi tdc d6 xir 1y thong tin cang nhanh. Thudng thi dong ho
dugc gan tuong ximg v6i ciu hinh may va cé cac tan sé dao dong (cho cic may Pentium
4 tro 1én) 1a 2.0 GHz, 2.2 GHz,... hoac cao hon.

B vi xtr 1y thong dung hién nay c6 cac dong Core 17 (Xt 1y da nhiém bdn-hodc
tam-ludn), Core I5 (Xt Iy da nhiém bdn-hodc tam- ludng), Core I3 (Xt 1y da nhiém bon-
ludng)

. B0 nhé

Bo nhé 1a thiét bi luu trix thong tin, dugc chia lam hai loai: by nhé trong va by nhéd
ngoai.

Bo nh¢ trong gdom ROM va RAM. ROM (Read Only Memory) 1a bo nhé chi doc,
dung luu trit cic chuong trinh hé thdng, chuong trinh diéu khién viéc nhap xuit co s&
(ROM-BIOS: ROM-Basic Input/Output System). Dir liéu trén ROM dugc khong thé thay
d6i, khong bi mat ngay ca khi khong c6 dién. RAM (Random Access Memory) 13 bo nhd
truy xuat ngau nhién, dugc dung dé luu trit dit kién va chuong trinh trong qua trinh thao
tac va tinh toan. Dit liéu luu trong RAM s& mat di khi mat dién hodc tit may. Dung luong
bd nhd RAM cho cac mdy tinh hién nay thong thuong vao khoang 2GB MB, 4GB, 8GB

B6 nhd ngoai bao gdm cac thiét bi luu trir thong tin véi dung luong 16n, thong tin
khong bi mat khi khong c6 dién, c6 thé cat gitr va di chuyén doc 1ap véi may tinh. Co
nhiéu loai bd nhé ngoai phd bién nhu: dia cung (hard disk) véi dung lwong hién nay
khoang 250 GB, 500 GB, 1TB, 2 TB... Luu y la dia cing la loai b nhd ngoai mac du
chung luén duge gin bén trong may tinh. dia quang (CD-dung lugng phd bién khoang
650 MB, DVD-khoang 4.7 GB...) thuong luu trir am thanh, video dugc su dung trong cac
phuong tién da truyén thong (multimedia). Cac loai bd nhé ngoai khac nhu thé nhé
(Memory Stick, Compact Flash Card), USB Flash Drive c6 dung luong pho bién 13 4G,
8GB, 16 GB...

. Céc thiét bi ngoai vi

Thiét bi ngoai vi 1a cac thiét bi gitip may tinh két ndi, trao doi dir liéu véi thé gisi
bén ngoai. Thiét bi ngoai vi dugc chia lam hai nhom 14 thiét bi nhap va thiét bi xuat tiy
theo dit lidu di vao hay di ra may tinh. Cac thiét bi nhap gom:

-Ban phim (keyboard) 1a thiét bi nhap chuén, loai pho bién chira 104 phim chia lam
3 nhém phim chinh: nhém phim danh may gém cac phim chir, phim sb va phim cac ky tu
dac biét (~, !, @, #, $, %, ", &,

?,...); nhém phim chtrc ning gém cac phim tir F1 dén F12 va cac phim nhu



— 1 — | (phim di chuyén), phim PgUp (Ién trang man hinh), PgDn (xubng



trang man hinh), Insert (chén), Delete (x6a), Home (vé dau), End (vé cudi); nhom
phim sb (numeric keypad).

-Thiét bi x4c dinh diém (Pointing Device) nhu chudt (Mouse) dé chon mot vi tri
trén man hinh, man hinh cdm tng (Touch Screen)

-Thiét bi doc: c6 nhiéu loai nhu dau doc quang hoc (Optical- mark reader) ding
anh sang phan xa dé nhan thong tin dugc danh dAu, thiét bi doc ma vach (Barcode reader)
dung anh sang dé doc ma vach, may quét (Scanner), may anh sé (Digital camera), may
quay phim sé (Digital video camera)... May quét, may anh, may quay 1a cac thiét bi s6
hoa thé gi6i thuc.

Céc thiét bi xuat bao gom:

-Man hinh (Monitor): thiét bi xuat chuan. Man hinh pho hién tai 14 man hinh LCD
v6i do phan giai c6 thé dat 1280 X 1024 pixel. Tuong ty véi man hinh con ¢ mdy chiéu
(Projector).

-May in (Printer): in thong tin ra gidy. May in pho bién hién tai may in phun, may
in laser trang den.

1.2.2.  Phan mém (Software)

Phan mém 1a cac chuong trinh diéu khién hoat dong cua may tinh nham thuc hién
yéu cau xir Iy cong viéc ctia ngudi st dung. Phan mém duoc chia 1am 2 loai: Hé diéu
hanh va phan mém tng dung. Hé diéu hanh (Operating System Software) chira tip cac
cau lénh dé chi dan phan ciing may tinh va cic phin mém tng dung lam viéc v6i nhau.
Khong c¢6 hé diéu hanh thi may tinh khong thé hoat dong dugc. Chitc ning chinh ciia hé
diéu hanh 1a thuc hién cac 1énh theo yéu cau ciia nguoi sir dung; quan 1y tai nguyén may
tinh: bd nhd, cac thiét bi ngoai vi. Mot s hé diéu hanh phd bién 1a MS Windows
(Windows 7, Vista, XP...), Linux (Unbutu, Fedora), Mac, Unix ... Phin mém tng dung
(Application Software) rat phong phu va da dang tuy theo yéu cau xir 1y cong viéc cho
nguodi st dung: soan thao van ban, tinh toan, phan tich s6 liéu, do hoa, games. Phan mém
dugc cic hing san xuat nang cap lién tuc, tuy nhién cic tinh ning chinh ciia phian mém
thuong duge giir lai nham tao sy than thién cho ngudi st dung. Mot s6 phan mém tng
dung duogc st dung rat phd bién hién nay nhu: MS Word (ché ban dién tir), MS Excel
(bang tinh), MS Access (co s& dit liéu), Corel Draw, Auto- Cad, Photoshop (d6 hoa),
Internet Explorer, Google Chrome, FireFox (trinh duyét web)...

10



Chuwong 2. MICROSOFT WINDOWS

2.1. Tap Tin, Thu Muc, O dia Va dwong Din

2.1.1.  Tap tin (File)

Tap tin 1a tap hop dir liéu dugc td chirc theo mét cau triic nao d6. Noi dung cua tap
tin c6 thé 1a chwong trinh, di liéu, van ban. MJi tap

tin dugc luu 1én dia véi mot tén (filename) thuong c6 2 phan: phan tén

(name) va phan phan loai (extension) cach nhau boi diu chim, vi du nhu:
giaotrinhCSE.docx.

Phan tén 14 phan bat budc, con phan phan loai thi c6 thé c6 hoidc khong. Phan tén
do nguoi tao tap tin dit bao gém cac ky tu chit tir A dén Z, cac chir s6 tir 0 dén 9, cac ky
tu khac nhu #, $, %, ~, ~, @, (, ), !, , khoang tring.

Phan phan loai (con goi 1a dubi file) mic dinh do chuwong trinh timg dung tao ra, 13
3 hodc 4 ky tu trong cac ky tu néu trén. Dua vao dudi file dé xac tap tin luu trir dir liéu
loai nao, v&i mot sb loai phé bién can biét nhu sau: com, exe (cac file c6 kha nang thuc
thi mot Gmg dung nao d6 trén hé diéu hanh); txt (file vin ban don gian); doc (file MS
Word); xlIs (file MS Excel); bmp, gif, jpg (file a&nh); mp3, dat, wma, wmv, mov,mp4 (file
am thanh, video).

Ky hiéu dai dién (Wildcard): dé chi mot nhom céac tip tin co tinh twong dong nao
d6, ta c6 thé str dung hai ky hiéu dai dién. Dau ? dung dé dai dién cho mot ky tu bat ky
trong tén tap tin tai vi tri nd xuét hién. Dau * dai dién cho mot chudi ky tu bat ky trong
tén tap tin tr vi tri nd xuét hién.

2.1.2. Dia - thue muc

bia (Drive): O dia 13 noi luu trit thong tin phu thudc vao thiét bi luu trit va duoc
quan 1y bai MS Windows (khong phai 1a thiét bi luu trit vén doc 1ap v6i hé didu hanh).
Nhu ta di biét, may tinh dung thiét bi 1a dia ctng (hay CD, dia USB) dé luu dit liéu. Tuy
nhién, mot dia cimg c6 thé chia 1am nhiéu dia logic ( vi du nhu may tinh c6 mét HDD
dung luwong 500 GB c6 thé chia 1am 3 6 dia: dia C (100 GB) chira hé diéu hanh, dia D
(200 GB) chira tai liéu, dia E (200 GB) chira ban sao dir liéu quan trong). Mdi dia logic
déu duge MS Windows gan cho mot tén. dia A hay B thuong dung cho dia mém ma hién
nay khong con thong dung. dia C, D, E ... thuong la cac dia cting, CDROM hay dia USB.

Thu muyc (Folder/ Directory) 1a noi luu giir cac tap tin theo mot chu dé nao d6 theo
y ngudi st dung gitp dé dang quan 1y tap tin.

Trén mdi 6 dia c6 mot thu muc chung goi 1 thu myc gbe. Thu muc gbc khong co
tén riéng va duoc ky hiéu 1a “\” (backslash). Du6i méi thu muc géc cO cac tap tin truc
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thudc va cac thu muc con. Trong cac thu muc con cling c6 céc tap tin tryc thudc va thu
muc con cua nd. Thu myc chira thu muc con goi l1a thu muc cha. Thu muc dang lam viéc
goi la thu muc hién hanh. Tén cia thu muc tuén thu theo cach dat tén cua tap tin.

Puong dan (Path) dung dé chi duong di dén thu muc (hay file) can truy xuat. Khi
st dung thu muc nhiéu cp (cay thu muc) thi ta can chi rd thu muc can truy xuit. dudng
dan 1a mot ddy cac thu muc lién tiép nhau, bit dau boi tén dia, dugc phan cach boi dau \.
Vi du: D:\baitap\baibapWin\bai.docx.

2.2. Khéidong MS Windows

2.2.1.  Khéi dong va thoat khéi Windows 7

Windows 7 dugc tr dong khoi dong sau khi bat may. S& c6 thong bao yéu cau
nhap vao tai khoan (User name) va mat khau (PassWord) cua ngudi dung. Thao tac nay
goi la ddng nhap (Logging on).

dong Windows 7: Khi mudn thoat khéi Windows 7, chon nat Start-> Shut down dé
tit may. Luu ¥: trude khi Shut down, ching ta nén déng tit ca cac ctra s6 dang mo dé
dam bdo sao luu cac cong viéc dang lam.

Bén canh nat Shut down c6 mot nit miii tén chira cac tuy chon khac nhu sau:

Switch user-Chuyén d6i qua lai gitra cac tai khc Switch user
thoat cac chuong trinh va khoa tai khoan tzs;ﬁ Lock:
Khoa may tinh bang cach duwa may tinh S
vé man hinh diang nhap (nén thyc hién [Shutdonn » - 7 tinh); Restart:

Khoi dong lai may tinh; Sleep: Luu lai cac phién lam viéc, dua may tinh vé ché do tiét

kiém nang luong va cho phép hé théng hoat dong lai mot cach nhanh chong.

2.2.2.  Man hinh Windows 7

Sau khi khéi dong, man hinh Windows 7 chira nhirng thanh phan co ban nhu sau:

-Man hinh nén (Desktop) chtra cic biéu twong: My Computer: Biéu twong nay cho
phép duyét nhanh tai nguyén trén may tinh, Recycle Bin: noi luu trit tam thoi cac tap tin
va cac ddi twong da bi xo4. (Right click niit phai chudt vao Recycle Bin rdi chon Empty
Recycle Bin hodc Restore dé x6a hoan toan hodc phuc hoi cac d6i tugng). Ngoai ra, trén
Desktop con ¢ cac Biéu tuong chwong trinh khac-1a cac Shortcut: gitip ban truy nhap
nhanh mot ddi twong nao d6 bang cach Double click vao biéu tuong do.

-Thanh Taskbar: chira Start Menu, cac biéu tuong chuong trinh va ban thu nho cac
chuong trinh dang thyc thi, cing véi khay hé thong hién thi ngay gid, thiét lap am
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thanh...

Menu Start: Hau hét tat ca chic ning cia Windows duoc bd tri trong cac menu
xuét hién tir muc Start.

2.2.3.  Sw dung chwong trinh trong Windows

. Khot dong mdt chuong trinh

C6 nhiéu cach dé khoi dong mot chuong trinh tir Windows: chon Start Menu [J All
Programs [1 [Group chuong trinh] [ Tén chuong trinh tng dung. Hodc tu Start
Menulnhdp tén chuong trinh trong muc Search programs and fileslIclick chon chuong
trinh tir danh sach tim thay. Hodc double click vao Shortcut (néu c6) dé khoi dong céac
chuong trinh.

dé thoat khoi chuong trinh tng dung: Nhan t6 hop phim Alt + F4, hodc click vao
nut Close, hodac Chon Tab File[JExit.

. Tu dong chay tng dung khi khéi dong Windows

Mot s6 can dugc ty khoi dong ngay khi bat dau phién 1am viéc véi Windows. dé
thuc hién diéu ndy ta tao Shortcut ciia chuong trinh d6 trong muc Start up: Click Start
Menu [ All Programs[JRight click tén Startup, chon Open dé mé ctra s6 Startup.

. Cira s6 chwong trinh

Nguoi sir dung giao tiép véi cac chwong trinh thong qua céc ctra s0, mot cira sb
chuong trinh gém céc thanh phan sau:

= @
oy f A\ 1 | S——
@uv o« D&}Q(E:] » 3_GiangDay_HK1_2010-2011 » S-oanGucTnnh! v |4yl —
L S J
File Edit View Topls Help I\
\ — 7
Organize v W] Opén\, v ?'mt New Taidaer_ / v 1 ©
(W] \\\, /11 \>\ ) = ///
\ \ M —— s A ! -~
¢ Favorites XX [ s TR~ Sl Z L z
< N, —] — , ~
Bl Desktop a=. hinhl jpg F\'Imu bar T'] Toolbf_ar»*‘ J»// H[T.ONG
w hinh2,jpg = / 2
& Downloads - p > D _\N
= hinh3,jpg T = 3 . “
=l Recent Places - ‘ Minimize, Maximize, Close _4&/ .
09 DoCongThanh T P9 —_— D:\NH
KHOA KHOA HOC & KY THUATMAYTIN ™= hinfS.pg = e ;o
= hinkGjpg | Preview pane MAY
4 Libraries i’ hinh?Jpg »
= hinhS.jpg Cdch bo tri
1 Computer = hink9.jpg ngon tay trén
&, Local Disk (C) i hinh10jpg ban phim:
& e S Properties Scrollbar
. DATA (E) &= hinh12jpg P Dit tav 1én ban
= hinh13, / ez A
s RELAX (F}) i hinht3jpg 7 7 Sk
=) mput'Phuoc.y'«}/ //
Statusbar = ; 2 -
€ Network ) NhapMcho{ﬂltchOlO,dcc s Trén ban
, ) NhapMcn;[-’:onZOlO ;4« - phim & hai phim F =
{4 < f » 4 »
vy /;/
W! ] input_PRyac.docx Title: Add atitle  J/ Size 5.58 MB
T Microgé# Word Document Authors: CSE; Phude
; 7
1 item selected

Title bar: hién thi tén chuong trinh
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Toolbar: Chura cac 1€nh thuong st dung dudi dang céc cong cu. Statusbar: Thanh
trang thai, hién thi thong tin trong ctra so.

Scrollbar: Thanh cuon, dung dé xem phén ndi dung bi che khuét.

Céc nit Minimize, Maximize, Close: Phong to, thu nho, dong cura ) chuong trinh.

) Céc thao tac trén mot cira s6

-Di chuyén cira s6: kéo thanh Title dé ctra s6 dén vi tri méi.

-Thay ddi kich thude cua cta so: Di chuyén con tro chudt dén canh hodc gbc cua
50, khi con tro chudt bién thanh hinh miii tén hai chiéu thi drag cho dén khi dat duoc kich
thudc mong mudn.

-Phéng to cira sO ra toan man hinh: click ntit Maximize.

-Phuc hdi kich thuéde trude d6 cua cira sd: click nat Restore.

-Thu nhé cira s6 thanh biéu tuong trén Taskbar: Click 1én nat Minimize
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-Chuyén d6i giita cac cira s6 cua cac ung dung dang md: dé chuyén doi giita cac
g dung nhan t6 hop phim Alt + Tab hoic chon ting dung twong g trén thanh Taskbar.

. Sao chép dir liéu gilra cac trng dung

Trong Windows vi¢c sao chép dir li€u trong mot ing dung hoac gilta cac ing dung
dugc thuc hién thong qua bd nhd dém (Clipboard). Tai mot thoi diém, bo nhé dém chi
chtra mot thong tin moi nhét. Khi mot thong tin khac dugc dua vao bd nhd dém thi thong
tin trudc do s€ bi xod. Khi thoat khoi Windows thi ndi dung trong bo nhd dém cling bi
X04.

Céc budc sao chép dir licu:

—  Chon dbi twong can sao chép.
Chon Edit[1Copy.

—  Chon vi tri can chép toi.

Chon Edit[JPaste dé chép dit liéu tir Clipboard vao vi tri can chép.

. Tim kiém dit liéu

Chtrc nang tim kiém trong Windows 7 gitp tim hau nhu tat ca nhiing gi ¢6 trén PC
clia ban mot cach nhanh chéng va dé dang. C6 nhiéu cach dé tim kiém, ngudi ding ¢ thé
st dung Search box & Start Button, Search box trong thu muc hay thu vién...

. Tim kiém bang Search box & Start Menu

Click chudt vao Start button[]Search va nhap tir hay bd phan cuda tir can tim vao
Search box. Két qua s& dugc xuét truc tiép 1én Start Menu.

. Tim kiém bang Search box ¢ thu muc

Mé¢ 6 dia, thu muc hay thu vién noi m*" et E@ arch box

tir hay b phan cua tir can tim. (c6 thé bod o
modified hay SiZE). Add a search filter

Date modified: | Size:

pon Date

o
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2.3. Quin Ly Va Ciu Hinh Ciia Windows

Control Panel 12 noi quan 1y cdu hinh ctia hé théng mdy tinh, mé tir menu
Start[Control Panel. Thuong thi man hinh Control Panel hiéu thi dudi dang Category (&
muc View by). Ngudi dung c6 thé chon dang Large icons/Small icons. Trong muc nay
ngam hiéu 1a chung ta dang mo sén ctra s6 Control Panel. Hoc vién tu tim cac chic ning
mo ta sau bang cach sir dung chire niang tim kiém.

2.3.1. Quan ly Font chir

Dung chure nang Fonts dé cai dat thém hodc loai bo céc font khong str dung. Chon
cac font can x6a, bam phim Delete dé x6a font. d& thém font chit méi: Copy font can
thém vao va Paste trong folder Fonts.

2.3.2.  Thay déi thudc tinh ciia man hinh

M¢ man hinh Personalization (hodc R_Click trén Desktop, chon Personalization).

Tir man hinh nay chung ta c6 thé thay doi:

Desktop Background: anh nén cho Desktop bang cach Click chon anh ¢6 sin hoic
kich nat Browse dé chon tap tin anh khac.

Screen Saver: Thiét lap ché d6 bao vé man hinh, déng thoi ¢ thé cai Password dé
bao vé

phién Iam viéc hién hanh.

Windows Color: Thay ddi mau sic, Font chit va c¢& chit cua cac Tab, Shortcut,
Title bar,

Sounds: cho phép thiét 1ap am thanh phat ra khi Windows thyc thi déng/mé ciia so,
tat/khoi dong hé thong.

Theme: mdt tdp hop nhitng yéu t6 tao nén giao dién cho may tinh gdm cac hiéu
ung dd hoa, 4m thanh, mau sic, con chudt, hinh nén.. Ttc 1a thay vi thay dbi trng muc
Desktop Background, Windows Color. Sounds..., chiing ta c6 thé chon theme

Change the visuals and sounds on your computer

Click a theme to change the desktop background, window color, sounds, and screen saver all at once.

My Themes (1)

Unsaved Theme
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2.3.3. Thay d6i dd phan giai, ché 46 mau

Do phan giai cang 16n thi man hinh cang hién thi nhiéu thong tin nhung cac ddi
tugng trén man hinh s& thu nho lai. Cac ché do phan giai man hinh théng dung la
640x480, 800x600, 1024x768.... Tuy theo loai man hinh va card man hinh ma c6 thé thiét
1ap do phan giai, ché d6 mau khac nhau.

Ché d6 mau cang cao thi hinh anh cang dep va rd nét. Cac ché do mau phd bién 1a
256 mau (8 bits), 64.000 mau (16 bits), 16 triéu mau (24 bits).

dé thay d6i d6 phan giai: mé muc Adjust screen resolution. Chon muc Resolution
dé thay d6i d6 phan giai man hinh, sau d6 bam nut Apply. Luu ¥: néu ban chon phan giai
khong phut hop, man hinh s& khong hién thi gi. Khi d¢6 ding bam phim nio va chi cn chd
mot gidy lat, man hinh s& quay vé ché d6 ban dau.

dé thay d6i ché d6 mau: tr man hinh Adjust screen resolution, chon Advance
settings] Monitor(]Colors dé thay d6i ché d6 mau

2.3.4.  Loai boé chwong trinh

Dé loai bo céc chuong trinh khong con st dung, ta thuc hién:

M6 muc Programs and Features, chon chuong trinh can loai bo va clik nit
Uninstall.

2.35.  Céau hinh ngay, gio' h¢ thong

Ban c6 thé thay d6i ngay gio cta hé thong bang cach D_Click 1én biéu tuong dong
ho trén thanh Taskbar hodc chon muc Date and Time tir Control Panel. Ttr man hinh Date
and Time cho phép chiing ta: Change date & time: Thay doi ngay, thang, nam, gio, phut,
gidy; Change time zone: Thay d6i mui gio, cho phép chinh lai cac gia tri mai gio' theo khu
vue hoic theo tén cc thanh phd 16mn.

2.3.6. Thay d6i thudc tinh ciia chudt

Thay dbi thudc tinh cta ban phim: Tir muc Mouse cho phép thay dbi téc do di
chuyén ciia con tro chudt & muc Motion trong thé Pointer Options, thay dbi tbc d6 nhan

phim double click & muc Double-click trong thé Buttons.

2.3.7. Thay d6i thudc tinh viing mién (Regional Settings)
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Pé thay ddi cac thudc tinh nhu dinh dang tién té, hién thi ngay gio, don vi do

luong,.. theo khu vuc ching ta stir dung, chon muc Region and Language.

;] Region and Language @
Formats | Location I Keyboards and Languages | Administrative
Format:
[English (United States) -

Date and time formats

Short date: [dd/MM/yyyy -
Long date: [ dddd, MMMM dd, yyyy - |
Short time: [ tt ~|
Long time: [immss tt ~|
First day of week: | Sunday -

What does the notation mean?

Examples

Short date: 04,/01/2011

Long date: Tuesday, January 04, 2011
Short time: 4:08 PM

Long time: 4:08:12 PM

’ Additional settings...

Go online to learn about changing languages and regicnal formats

[ ok ][ canced || 2eely

Thé Formats: Cho phép dinh dang hién thi cac thong s6 ngay thang, tién té, sd theo
ving mién (quoc gia), .... Ngudi dung c6 thé chon nut Additional settings dé tuy y thay
d6i thiét 1ap veé:

—  Number: Thay ddi dinh dang sd, v&i cac myc co ban: Decimal sym- bol (ky
hiéu phan cach hang thap phan); No. of digits after decimal (s6 cac sd 1é & phan thap
phan); Digit grouping symbol (ky hiéu phan nhém hang ngan); Digit grouping (s6 ky sd
trong mot nhom (mic dinh 1a 3); Measurement system: (hé thong do ludng nhu cm, inch)

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

—  Time: Thay dbi dinh dang thoi gian theo ché do 12 gio hay 24 gio.
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—  Date: Thay dbi dinh dang hién thi ngay thang.

Thé Location: Thay ddi thudc tinh vung, viéc chon mot vung nao doé s€ kéo theo su
thay d6i thudc tinh ciia Windows.

Thé Keyboards and Languages: Cho phép thiét 1ap mdi quan hé giita ban phim va
ngon ngtt dugc nhap vao.

Thé Administrative: Thuc thi dinh dang hién hanh cho cac tai khoan khac hodc tai
khoan mai.

2.3.8.  Thiét 1ap hién thi tip tin, thu muc an

Chon muc Folder Options, chon thé View. Tir muc Hiden files and folders, chon
muc Don’t show hidden files, folders, or drives néu mudn khong hién thi tap tin, thu myc
hay b dia an, chon muc Show hid- den files, folders, and drives néu muén hién thi tap tin,
thu muc hay 6 dia an.

2.3.9. Gadgets

Gadgets 1a nhitng tién ich ma Windows 7 cung cip cho nguoi dung dé hién thi
nhanh mot sé thong tin can thiét ra man hinh Desktop nhu déng ho, lich, thoi tiét hay
thong sb tai nguyén dugc st dung. ..

Chon muc Desktop Gadgets, kéo cac gadget can hién thi ra Desktop. dé bo gadget
trén desktop, chi can bidm nat X bén canh.

2.3.10. May in

Véi mot sé may in thong dung thi MS Windows di tich hop sin chuong trinh diéu
khién (driver) cho may in, néu khong ching ta phai cai dat driver kém theo may in. Tuy
nhién chiing ta cling nén cai dat driver cung cip theo may ngay ca khi MS Windows da
tich hop nham duoc hd tro tot nhat theo hing san xudt may in. Viéc quan 1y may in duoc
thuc hién tr myuc View devices and printers.

dé cai dat thém mdy in: Tir clra s6 View devices and printers chon nut Add a
Printer, xuat hién hop thoai Add Printer. Sau d6 1am theo cac budc huéng dan cia MS
Windows.

dé loai bo may in da cai: Tur cira s6 View devices and printers chon nit Add a

Printer, R_click trén may in twong tng, va chon menu Remove device.
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dé thuc hién in 4n mot tai lidu ra giéy: tor chuong trinh Ung dung chon muc Print

(thudng & trong menu File véi biéu tugng hinh may in). Khi d6 hop thoai Print xuét hién.

Tuy theo phian mém st dung ma hop thoai nay cé thé khac nhau,

chtrc nang chinh nhu sau:

Printer
Mame: ._2‘;" Microsaoft Office Document Image Writer A
Status: IC!|E ) } ; Find Printer. ..
Type: Microsoft Office Document: Image Writer Driver
where: Microsaft Document Imaging Writer Pork: |:| Prink ka File
Comment: [ Manual duplex
Page range Copies
@ al Mumnber of copies: ES
O Current page
() Pages: 1: Collate
Enter page numbers andfor page ranges '
separated by commas, For example, 1,3,5-12
Print what: | Document w Zoarm

} Pages per sheet: 1 ~
Print: All pages in range P LT Bl page

Scale to paper size: | po Scaling R
= Come )

Printer

Chon may in muén st dung. Co thé chon
may in 4o

(nhu Microsoft XPS Document Writer,
Primo Pdf...) dé tao ra file xps hay pdf twong

ung.

Range

Page

Chon pham vi mudn in: toan bd (All),
trang hién hanh (Current page), vung tai li¢u dang
chon (Se- lection), trang in (Page) — nhép s trang
mudn in, hodc nhiéu trang in cach nhau bédi dau
phéy, hodc diu — dé in lién tuc nhiéu trang (vi du:
2;4,5;9-

12;15-20).

Copy

Number of

SO ban in

Sheet

Paper per

S6 trang in trén mot mit gidy

nhung nhiing
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Khi ching ta in mot hay nhiéu tai liéu, Windows s& quan 1y céc tién trinh in, con
dugc goi 1a hang doi in (print queue). dé xem cac tién trinh nay, chung ta double click 1én
biéu twong may in trong cira s6 View
devices and printers. Mudn bo tai liéu naol tORE Mt

Document Name Status Owirer Pages Size S

in ta ChOn téi liéu dé Vé nhén Delete M\cmsuftWord-GTT\nhaccanban..‘ Pinting BoMon Tin . 1 17.2KBI1T3KE 4]
. . * M\crusuft Wwiord - GT Tin hoc can ban..., BoMonTin... 1 2,36 KB 4:]
2.3.11. Thay doi Taskbar va Start Men
- A R s cAL 1A
Chon muc Taskbar and Start Menu tir contrel-panel d€ thay doi cac thict 1ap.

bé thay doi thiét 1ap vé taskbar, chon thé Taskbar véi cac tuy chinh nhu sau: Lock
the taskbar (khda thanh Taskbar); Auto hide (tv dong 4n thanh Taskbar khi khong st
dung, khi di chuyén chudt vao mdi hién ra); Use small icons (st dung icon trén Taskbar
v6i kich thude nhd); Taskbar location on screen (vi tri ctia Taskbar), Taskbar buttons (gom
nhom céc thé hién cia mot chuong trinh); Notification area (Cho an/hién cic chuong
trinh chay nén).

Thé Start Menu giup thay ddi Start Menu nhu thém Run box, Devices and
Printers...bang cach chon Button Customize. Chii ¥ muc Power Button Action dung dé
tiy chinh ché do mdy tinh 1a Shutdown, Sleep... khi nguoi ding bim nat Power trén
thing mdy tinh. Do d6, khi st dung mdt mdy tinh la, vi khong biét cau hinh cho nut
Power & muc nay nén chiing ta nén chiing ta tranh str dung nut Power bura bai.

2.3.12. Thao tac véi file va folder

+Tao folder m&i: Chon vi tri chtra folder can tao, Chon Menu File['New[IFolder
(hodac R _Click[INewl[ ! Folder ). Nhap tén thu muc mai, nhén Enter.

+Sao chép thu muc/tap tin: Chon cac thu muc va tap tin can sao chép, sau do thuc
hién copy vao clipboard (bam Ctrl + C hodc R_Click va chon Copy), sau d6 paste vao noi
can chép (bam Ctrl + V hodc R_Click va chon Paste). C6 thé dung cach giit phim Ctrl va
kéo ré folder vao noi can chép.

+Di chuyén thu muc va tap tin: Chon céc thu muc va tap tin can di chuyén, sau do
cit dbi twong vao clipboard (bam Ctrl + X hodc R_Click va chon Cut), sau d6 paste vio
noi chuyén dén. Luu y: d6i véi ngudi méi bat dau nén han ché viéc dung chudt kéo tha
khi di chuyén trong Expoler vi néu dung chudt khong chuan, c6 thé lam folder bi tha dén
mot folder nao do.

+X6a thu myc va tap tin: Chon thu muc va tap tin can x6a, bAm phim Delete (hoac
R_Click va chon Delete). Luu ¥: tiy theo cdu hinh thiét 1ap ma file/folder bi x6a c6 thé
duogc luu trong Recycle Bin. Chung ta phai cin than trudce khi dong ¥ x6a.
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+d6i tén thu muc va tap tin: chon ddi tuong mudn doi tén, R _Click trén dbi tuong
va chon Rename (hoac bam phim F2), nhap tén madi, sau do gd Enter dé két thuc.

+Thay d6i thudc tinh thu muc va tap tin: R_Click trén file/folder, chon Properties.
Thuec hién thay d6i cac thudc tinh, sau d6 bam Apply dé xac nhan thay doi.

Luu ¥: Véi tap tin dang sir dung thi cac thao tac di chuyén, xo4, doi tén khong thé
thuc hién duoc.

2.3.13. Thao tac véi Shortcut

Shortcut 13 mot biéu twong dung dé khéi dong nhanh mot chuong trinh hodc mot
tap tin/folder trén may. Shortcut co thé duge dat trong mot Folder hodc ngay trén man
hinh nén. Shortcut chi luu duong dan (hodc trd ) dén dbi tuong, vi thé c6 thé x04 ndé ma
khong anh huong dén chuong trinh Gmg dung.

+Tao Shortcut: R Click 1én vi tri can tao Shortcut, chon New(] Shortcut. Trong
muc Type the location of the item, nhap dudng dan cua tap tin can tao Shortcut (hodc
bam Browse dé tim tap tin). Click Next dé qua budc ké tiép dé nhap tén cho Shortcut can
tao, click Finish d¢ hoan thanh.

Luu y: C6 thé tao shortcut tir file gdc trong Explorer hoic (file su khi tim thiy st
dung chirc ning Search) bang cach Copy, va Click phai chudt vao noi mudn tao Shortcut,
chon Paste Shortcut).

+Thay d6i thudc tinh cho Shortcut: cling nhu file/folder, shortcut ciing ¢ thé thay
d6i thudc tinh. Tir ctra s6 Properties ciia Shortcut, chon thé Shortcut. Chung ta c6 thé thay
d6i Target (duong dan file gbc ciia shortcut); Change icon (thay ddi biéu tuong cia
Shortcut); Shortcut key (Gan phim néng cho Shortcut, vi du: nhan phim A néu muén dat
phim néng cho Shortcut 14 Ctrl + Alt + A hodc nhan t6 hop phim gan gan. Khi mudn mé
d6i tuong ta chi can nhan to hop phim vira gan); Run(chon ché do hién thi khi m¢ 13 binh
thuong/ thu nho/ phong to);

2.3.14. Thao tac véi dia

+dinh dang dia (Format): dinh dang dia 1a chuyén mot dia thanh mot dang phu hop
v6i nhitng ti€u chuin cua hé diéu hanh. dé format dfa: R _Click vao tén cua 6 dia, chon
muc Format. Tu ctra s6 Format, thiép 1ap nhan cho dia (Volumn label), chon muc Quick
Format néu mudn dinh dang nhanh — khi chic chén dia khong co 16i. Bam nut Start dé
tién hanh dinh dang.

Chu ¥: Dir liéu trong dia s& bi x04 hoan toan, khong thé phuc hoi duoc.

+Hién thi thong tin cua dia: R_Click vao tén cta 6 dia can hién thi thong tin, chon
muc Properties. Tir ctia s6 nay, cho phép xem dung luong dia (Capacity), da sir dung bao
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nhiéu (Used space), con lai bao nhiéu (Free space) tur thé General.

2.4.  Mbt So Tién Ich

2.4.1.  Snipping Tool

Snipping Tool ding dé chup mot phan hay toan bd man hinh duéi danh hinh chir
nhat hay dang bat ky, sau d6 cho phép ghi cha, v&, hightlight va géi email di ngay
tur tién ich nay.

Sau khi khéi dong Snipping Tool, click chon New, sau doé click chon vao miii tén
gan nut New va tily chon hinh cat dé chup: Free-form Snip (chup véi hinh bao bat ky tu

v€); Rectangular Snip (chup v6i hinh bao chit ghat), Window=Smip (c¢hup mét cura

s0); Full-screen Snip (chup toan bo man hinh). N &% options

Sau do dung cac cong cu trén toolbar d€ v& hay llél(g%’lglﬂ%l’%yl%e ho |1 I&nﬁ% ,ﬁhu

or click the New button.

24.2.  Wordpad

WordPad 1a chuong trinh soan thdo van ban don gidn thudc nhém Accessories da
dugc nang cap rat nhiéu ¢ phién ban Windows 7, v6i giao dién ribbon moi.

Véi nhiéu tinh ning dinh dang dugc bo sung, nhu’ h1ghl1ght bullets, hne breaks va

nhiéu chon lua

[ * icsmea AN iz g w B
mac BITE a2 A [EE AW A e

2 S v . . 2 . 3 0 : 0 < . PRI
Dave’s Zucchini Beead =
This is the stuff 1 brought to kast month’s pink - people were asking for the recipe, 50 bere you
go!

3 cups all-purpose flour

2CUPS SUEM

3 cups grated zucchini

3 15p cinnamon

¥ t5p baking powder

Yitsp ateneg

Jeggs

1ispsalt
1L Stirtogether flour, salt, baking powder, and spices in a large mixing bovel.
2. Inaseparate bowl, beat ef2. ASE sugar and stif to comdine. ACd grated 2ucching,
3. Pour B2into N1 and fold together.

100% (= ) +
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vé mau sac, cho phép chén hinh anh va chic ning Zoom gitlp WordPad tré nén
manh m&, c6 thé thay thé Winword trong trudng hop may tinh khong c6 san bo Office.

Cach sir dung Wordpad twong dong véi cach st dung MS Word, hoc vién co thé
tham khao & phan thé Home cta muc st dung MS Word.

2.4.3. Paint

Paint 13 chuong trinh 6 hoa co ban giup v& va xir 1y cac hinh anh bitmap. Vi giao
dién ribbon, Paint nang kha nhiéu vé chtrc ning co vé (brushes). Paint hd tro tét cho man
hinh da diém cam ung, nén la mot chon lya tuyét voi khi st dung véi Table PC.

V& dudng (line): Co nhiéu chirc ning cho phép vé& line

trong Paint, chung ta phai chon cong cu v& va quyét dinh hinh dang cua nét vé.
Mot sb cong cu vé la: Pencil tool, Nvoooan E

Brushes, Line tool, Curve tool. hOQODAs

2 . B ER R e d B [ X 9t
V& hinh hinh hoc (shape): Co thé v& nhiéu loai shape: duong cong; mi tén, tam

giac, elip, chir nhat, tron, vudng...

Chung ta c6 thé bo sung text (nit 1énh chit A) va format cho text, ¢ thé chon
(select tool) mot phan hinh anh dé copy, x6a. Co thé xoay anh, resize kich thuéc anh, st
dung cong cu dé tay diém anh.

Cac chuc nang dd hoa cua Paint hién thi & thé Home, hoc vién nén lan lugt thu
tirng cong cu mot dé thay sy khac biét gitta cac cong cu vé cua Paint.

2.4.4. Connect to Projector

Viéc két ndi may tinh véi Projector ngdy nay tré nén pho bién dén tat ca

sinh  vién.

Computer only Duplicate Extend Projector only

Tuy theo mdi may co « T =
| *-, *- Ll gi.

(hoac tuy theo driver ni

yét, dat

biét khi dtng trude sd déng nguoi. Windows 7 cung cap chirc nang Connect to Projector

thugc nhoém Accessories trg giup nhanh chéng cho viéc két ndi nay. Chung ta co cac
chon lya:

Computer Only: chi hién thi & may tinh- khi khong muén cho ngudi xem thay
chung ta dang chuan bj gi trén may.

Duplicate: hién thi dong thoi trén mdy tinh va projector gidng

nhau.

Extend: hién thi khac nhau giita may tinh va projector, rat hiru

dung khi trinh chiéu PowerPoint, ngudi xem nhin phan trinh chiéu, con chung ta
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nhin thay ghi cha (note) dé nhéc bai trén may tinh.
Projector Only: chi hién thi trén projector, tat man hinh laptop dé tiét kiém pin cho
nhiing luc trinh chiéu dai.

2.5. Sir Dung Tiéng Viét Trong Windows

25.1. Tiéng Viét trong Windows

Céac phan mém gd tiéng Viét thong dung trong Windows nhu Unikey, Vietkey...
trong d6 phan Unikey rat duoc ua chudng vi mién phi va c6 nhiéu wu diém. Khi nhap
tiéng Viét, chung ta can biét font chir va kiéu go.

Mai font chir tvong mot bang ma, do d6 khi soan thao bﬁng loai font nao, dé doc
dugc chinh xac nhat, chung ta phai ¢ loai font twong Ung véi bang ma d6. Mot bang ma
c¢6 nhiéu font chit v6i hinh ddng khac nhau. Font chit thong dung nhat hién nay la font
Unicode (nhu Tahoma, Arial, Times New Roman...) ¢6 sin trong MS Windows, tich hop
tat ca cac ky tu cia cac ngdn ngit. ddy 1a font chit chuan ctia nudc ta ciing nhu nhiéu nudc
khéc trén thé gioi. Do do, khi str dung tiéng Viét trén may tinh ban nén chon bd font
Unicode. Ngoai ra con c6 mot s6 bo font danh riéng cho nguoi Viét duoc st dung trudc
kia nhu: Font VNI (nhu font VNI-Times), TCVN3...

C6 rat nhiéu kiéu go tiéng Viét trong Windows do ban phim chuan khong cé san
cac ky tu tiéng Viét. dé gd duogc cac ky tu tiéng Viét nhu 6, w, é.. thi ching ta phai sir
dung cac t6 hop phim. Mdi kiéu gé tiéng Viét déu c6 nhitng vu diém va nhugce diém nhat
dinh, hai kiéu go thong dung nhat 1a VNI va Telex. Gido trinh nay chi dé cap dén kiéu
VNI do nhitng wu diém cuia n6 trong thoi diém hién nay khi van ban c6 kha nhiéu tir tiéng

Anh. Hoc vién c6 thé tim hiéu céc kiéu gb khéc tir Internet.

K h n n Mi
v tu ac  juyén i ga ang (4,0) U

him
Vi du: d€ nhap tor Ky Thuat: nhap Ky4 Thua65t

25.2. St duyng UniKey

Thudng thi Unikey dugc dat & StartUp folder dé ty thuc thi, va hién thi & khay hé
thong (tray) véi biéu tuong V néu cho phép gd tiéng Viét, va biéu tuong E néu tat ché do

g0 tiéng Viét. Néu Unikey chua khoi dong, co thé thuc thi Unikey tir shortcut trén man
hinh hodc tir file Unikey.exe. dé bat/tit ché do go
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tiéng Viét, chi can click vao biéu twong E hay V nay.
Ttr man hinh Unikey, chiing ta chon bang ma 1a Unicode, va kiéu gd phim 13 VNL
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Chuong 3. MICROSOFT WORD
3.1. Giéi Thiéu Microsoft Word

Microsoft Word, 13 phdn mém soan thao vin ban duoc dung phd bién hién nay cia
hing phan mém Microsoft. Word cho phép ngudi dung soan thao vin ban (text) véi cac
dinh dang nhu phong chit, mau sic, ciing v6i hinh anh d6 hoa (graphics) va cac dit liéu da
phuong tién (multimedia) nhu 4m thanh, video, ... khién cho viéc soan thao vin ban dugc
thuan tién hon. Ngoai ra Word ciing c¢6 cac cong cu nhu kiém tra chinh ta, ngit phap cua
nhiéu ngdn ngit khac. Cac phién ban trude cia Word luu tén tap tin véi dudi 1a .doc,
phién ban 2007 va 2010 dung dudi 1a .docx. Hau hét cac phién ban ciia Word déu co thé
mao dugce cac dang tap tin khac nhu van ban tho (.txt), cac trang web (.html), ...

3.1.1.  Céac thanh phin co ban trén man hinh Word

Documentl - Microsoft Word
terences  Madings  Review View  Add.ns > @

PSR
g AaBbCC | AaBbCCE AaBbC: A »

nanee  Editin
dormal | T %o Spaci Meading § Change Editin
e

Thanh menu Thanh cong cu

Ving soan thao

Thude

Thanh trang Thai <

'
4 »
Pagelotl | Words Engliah (U.5) 13 3 100% (-~ *

Hinh 3.1: Giao dién MS Word 2010
—  Vung soan thao van ban: Nhap van ban, dinh dang, chén hinh anh,
—  Thanh Tab: Chtra cac 1énh cua Word.
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cu.

Thanh cong cu (Toolbar): Chtra cac 1énh thuong stir dung, dudi dang cac cong

Ruler: Gom thudc ngang va thude doc, dung dé canh 18 vin ban va dinh vi

cac diém dimg (Tab) mot cach tryc quan.

Status bar: Thanh trang thai, hién thi thong tin trang thai cua cura s6 lam viéc

nhu: vi tri hién hanh cta dau nhay, trang hién hanh trén tong s trang, ...

nhau.

3.1.2.

3.1.3.

+

I+ + 4+ + 4+

+ o+ o+ o+

Cac khai niém co ban
Character (ky tu): Mot ky tu dugc nhap tir ban phim, trir cac phim chirc nang.
Word (ttr): Mot nhom ky tu lién tuc, gitra cac tir cach nhau mot khoang tréng.
Line (dong): Cac tir nam trén cing mot dong.
Paragraph (doan): La mot doan vin ban duoc két thiic bang phim Enter.
Page (trang): Kich thudc moét trang dugce xac dinh trong Page setup.

Section (phan doan): La nhitng phan cta vin ban c6 nhiing dinh dang khac

Cac thao tac co ban Khéi dong va thoat khéi Word
Khoi dong: Chon mot trong cac cach sau:
Start[JAll Programs(1Microsoft Office1Microsoft Word 2010.
Double Click vao Shortcut Microsoft Word trén Desktan
Start[] gd Winword vao 6 Search... roi nhin Enter. ]
Thoat khoi Word:
Trong cura s6 lan viéc, chorelJEXxit & et .
Click ndt Closesit =@ [L52]
Céac phim xda:

X6a mot ky ty bén trai dau nhay: BackSpace

X6a mot ky tu bén phai diu nhay: Delete

X6a mot tir trude dau nhay: Ctrl+BackSpace

X6a mot tir sau dau nhay: Ctrl+Delete

Xo6a mot khéi chon: Chon khéi va nhan phim Delete
Thao tac chon khéi

Shift + Cac phim [J [ [1 [1: Chon mot ky tu.

Shift + Home: Chon tir diém chén dén dau dong.

Shift + End : Chon tir diém chén dén cubi dong.

Shift + PgDn: Chon tir diém chén dén cubi trang.
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Ctrl + Shift + End: Chon tir diém chén dén cudi van ban.
Ctrl + A: Chon ca van ban.

Giir phim Alt + Drag chudt: Chon mét khéi tuy y.

—  Nhap van ban:

+

Nhéap van ban chinh x4c, chon font chir rd rang dé doc.
Nhap dung ndi dung, khong sai chinh ta, khong thira khoang tring.

Nhép van ban trude, dinh dang sau, khong nén vira nhéap vira dinh dang.

+ o+ 4+ o+

Khong nén dung phim khoang trang dé canh 1& cho van ban.

Thao tac vo1 tap tin van ban

—  Tao m{t tap tin van ban moi:

File [1 New [ Blank Document (Ctrl+N), hodc Click nit New trén thanh cong cu.

— Mo tap tin da co:

File [1 Open (Ctrl+0O), hoac Click nut Open trén thanh cong cu.

—  Luu tap tin van ban:

File [J Save (Ctrl+S): Luu, néu tap tin chua dat tén thi xuét hién hop thoai dat tén
cho né.

File [1 Save As (luu theo version): Luu lai tap tin v6i tén méi.

Céc ché d hién thi tai liéu khi soan thao

—  Print Layout: ché @6 nhu khi in (WYSIWYG).

—  Full Screen Reading: ché d6 xem toan man hinh.

—  Web Layout: ché do trang web.

—  Outline: ché do dé cuong nhiéu cép.

—  Draft: ché d6 tho giup dé dang chinh sira tai liéu.

Home Insert Page Layout References Mailings Review View

‘ J :LJ ﬂ j J 7\ Ruler _\ _ﬁ (&) one Page

[[] Gridlines @3 Two Pages
Print |Full Screen Web Outline Draft | _ oo Zoom 100% _ ;
Layout | Reading Layout L Navigation Pane =l Page Width
Document Views Show Zoom

Hinh 3.2: Cdc ché dé hién thi tdi liéu soan thdo

In tai liéu: FileO Print
—  Hop thoai dé khai bao céc thong sb in 4n nhu: chon may in, kho gidy, s6 ban

in, in tr trang dén trang, ...
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In tai liéu

Chon may in S6 hrong ban in Noi dung trang in hién tai
(W NhapMonTinHod2010.doc [Compatibility Mode] - M ft Word o @ B
Home Insert ¢ Layout References Mailings Review View Add-In: 0
o save |
Print -
B save s £ ; = Gk v Tis b Ve ghoe Triag 9 Tie b
o = Copies: 1 = - s !c:«)
. e
i O Print - '.'u‘::: Moee
2 6 * Leewes mdivaey Papelp
o cose Thgeste Neo
Print o - Vicedivie OwioLod
Info rinter - mu;:nk-arunmﬁ'
+ Ovrleowe ¥
= / HP Laserlet Professional... _ - Ce phim 300 S
Recent ) Ready e, D
- Xm OvivBac
Printer Properties - x“:::,‘”.::, M:m:w'
New e " ;“X::‘?::;M 306 KBn VY M lem Dew
Settings e S R T
e
— [ S Pages % b~ et ot
“—1 Print the entire document = OxivA :Choecivaedea
Save & Send R :ﬁ:&:::rbnnw Chos mceidtimy y
Pages: + mx‘mzwu‘cﬂnemak
- N - el W0 e
Help J Print One Sided v - .\n;::‘:‘m.uaqmnqameq
'_] Options Only print on one side o... - ;;q:zqgnmrqua‘uam
3133 Thaw iy i
=] _J » Collated & = Tao mt etp tin vie bin mek Chon ok wamg co¢ cxbues
ahn 123 123 123 hn) Bosc Ot + X Bode Cick e New voc Sact
exu-.u Seesirongens ks
5 So4c 8 Sk o Opme yi Saks
_, Portrait Orientation v e
=5
¢ | Custom Page Size - 5
63" x9.25 2
L5 v 4 42 of151 » 9% =—0 + :;j]
|
Thiet lap trang in Trang hién tai / tong so trang  Phéng to, thu nho ndi dung

Hinh 3.3: Hop thoai thiét ldp trang in
3.2. Dinh Dang Van Ban
Cac Tab (Home, Insert, ...) khi dugc chon thi cic nhom 1€nh twong tng cua nod
hién thi theo tirng nhom dang Ribbon (dii bing) gitp cho viéc dinh dang vin ban tré nén
thuan tién va nhanh chéng hon. Ngoai ra nguoi dung ciing c6 thé tao thém cac Tab méi dé
chtra cac chtrc nang thuong dung cho riéng minh.

Home Online Insert Page Layout References Mailings Review View
_j TimesNewRom ~ 13~ A" A" | Aa~v & Z-i=.'%zy EEE 4] q
Paste J"For stpainter B 4 U v abe %, X' -w-A-[EEam = H-@-

Clipboar ! * Font ¥ Paragraph
Main Tab Group chiza cac nhém cong cu

Hinh 3.4: Menu kiéu Ribbon ctia MS Word 2010
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3.2.1. Tao Tab chira ciac cong cu riéng

Do dic thu riéng cua cong viéc, cd nhitng tinh ndng dung lai nhiéu 1an ma lai ndm

& nhitng vi tri khac nhau giy bat loi trong qua trinh dinh dang. Word 2010 cho phép

nguoi dung tao ra nhitng Tab chira cac cong cu dinh dang cho riéng minh.

Thuc hién: R_Click 1én ving tréng cua Ribbon[]Customize the Ribbon hoic

File[1Options[] Customize Ribbon, xuét hién hop thoai Word Options:

Word Options @
i Customize the Ribbon and keyboard shortcuts.
Display :
Choose commands from: Cystomize the Ribbon: (i
Proofing Popular Commands [~] E]
Save
2 Accept and Move to Next - Main Tabs
FBROUAYE = Align Left \‘ ] Home
Advanced '# Breaks » = iPEuoccse {Custom)
S i= Bullets » [ Internet (Custom)
| customize Ribbon | = Center @[] Insert
53 Copy Page Layout
Quick Access Toolbar ¥ cut . &3] References
<%= Change List Level ’ |3 Mailings
Add-Ins Define New Number Format... = Review
Trust Center & Delete View
_|/ Draw Table &) Developer
Draw Vertical Text Box [V] Add-Ins
=1 E-mail | [# [V] Blog Post
3 Find Insert (Blog Post) E]
Font I~ [ [¥] Outlining
A Font.. << Remove [7] Background Removal
A Font Color »
Font Size I
# Format Painter
A" Grow Font
@, Hyperlink...
AB* Insert Footnote
@g Line and Paragraph Spacing »
b Macros
1 New
New Comment — _|
g Next ( New Tab D (ﬂew Group‘bm
= -

Numberina_ i ] ati
Customizations: Reset v i
Keyboard shortcuts: Customize... Import/Export ¥ |G

cancel

Hinh 3.5: Hop thoai Word Options
Customize the Ribbon: Liét ké theo loai Tab c6 trén Ribbon.
New Tab: Thém Tab méi.
Rename: di tén Tab.
New Group: Thém nhom cong cu mai.
Thém cong cu dinh dang: Chon Group can thém [JChon cong cu & ctra sO bén

trai [JChon Add.

X6a cong cu trong Group: Chon Group hay cong cu can x6a [Chon Remove.
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—  Xoa main Tab/Group: Chon main Tab/Group/Thyc hi¢n R Click chon
Remove.

Vi du: Thém mot Main Tab c6 tén 1a Online véi Group Internet gdm mét s chire
nang lién quan dén Internet.

Thuc hién:

—~ R Click Ién Ribbon[1Customize the Ribbon xuat hién hop thoai Word
Options.

—  Muc Customize the Ribbon chon Main Tabs. Chon New Tab dé tao Main Tab
sau d6 d6i tén bang cach chon Rename.

—  Tao Tool Tab bing cach chon New Group sau d6 doi tén bang cach chon
Rename.

—  Chon Tool Tab can thém cong cy, ¢ cira s6 bén trai chon cong cu can thém va
Click Add.

3.2.2. dinh dang ky tu

Nguyén tic chung: C6 2 cach 1a dinh dang truéc, nhap vin ban sau hodc nhap vin
ban trude dinh dang sau. dbi voi cach 2, khdi van ban phai duoc chon rdi thuc hién cac
1énh dinh dang.

Thyc hién: Home [1(Group) Font: chon céc chirc ndang dinh dang twong tng:

Home Insert Page Layout References

Times Mew Romi - 12+~ A" A" | Aa- &}
B 7 U - ahe x, X B . A -
|

Font

Hinh 3.6: Group Font
— Bold ®: dinh dang in dam.
~  ltalic £
—  Underline & " : dinh dang gach chan.
—  Strikethrough®< : Tao dudng gach ngang qua chir.
—  Subscript X: : dinh dang chi s6 duéi dong nhu H,0

: dinh dang in nghiéng.

—  Superscriptx* : dinh dang chi s6 trén dong nhu X°
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- Text Highlight Color * " T6 mau nén cho chit
—  Clear formating, : X6a moi dinh dang.
—  Text Effect . . : Tao hiéu ung cho chir.
- Grow Font - : Tang d¢ 16n cho chi.

—  Shrink Font it Giam d6 16n cho chtr.

—  Change case, _: Chuyén d6i kiéu chir HOA thudng.

- -

Times Mew Rom =~ 13~ A 4 Aa- | &)
B 7 U - a&he x, x° Br . A~

Font

Aa
—  Text Highlight Color ® ~: T6 mau d4nh du cho chi.

~ Font Color £~ : Mau chit.
Céc chuc ning khac dé dinh dang ky tu nim trong hop thoai Font. Ctrl+D dé mo
hop thoai
nay hodc click chon géc phai dudi cua hinh bén dudi.
Hinh 3.7: Mo rong hop thoai Font
Font [~ |3l

Font: Font style:

Regular

Font color: Underline style: Underline color:
Automatic lz‘ {none) |z| Automatic
Effects
[ strikethrough [ shadow [ Small caps
7] Double strikethrough [ Qutline ] Al caps
[] superscript [ Emboss [ Hidden
[ Subscript [T Engrave
Preview

Times New Roman

This is & TrueType font. This font will be used on both printer and screen.

o ) [ e
Hinh 3.8: Hop thoai Font
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Thé font:
Font: Chon font chir
Font Style: Chon kiéu chir dam, nghiéng, ...

Size: Chon c& chit (don vi dung la point, 1 inch = 72 point)

Font color: Chon mau chir

+ 4+ o+ o+ o+

Underline Style: Chon kiéu gach duéi
—  Thé Advanced:
Scale: Chon ty 1€ co gian cho van ban

+

Spacing: Nén hodc gian van ban

+

Position: Thay doi vi tri ciia van béan 1én trén hoac xudng dudi so véi dong

chuan

Chuyén d6i kiéu chit HOA thudng (change case)

Chuyén ddi tir chir hoa sang chir thuong va nguoc lai, chir hoa dau cau hodc chit
hoa dau mdi tir. vl

Thuc hién: Chon Home [1(Group Font) Change Case  septence case,

—  Sentense case: ky tu dAu cAu 1a chir hoa. lowercase

—  lowercase: tat ca chuyén thanh chir thudng. UPPERCASE

—  UPPERCASE: tit ca chuyén thanh chit in hoa. Capitalize Each Word
—  Capitalize Each Word: Ky ty dau ctia mdi tir 1 chitqaeHe4E

—  tOGGLE cASE: Chuyén chit hoa thanh chit thudng va nguoc lai.
Tao va hi€u chinh hiéu tng cho chir

—  Chon phﬁn van ban can dinh dang.

—  Home [I(Group Font) Text Effects va chon hiéu tng mong mudn.

[ A A

aaaaaaaaa
eeeeeeeeee

—  Hié€u chinh hi¢u tng:

Outline: Mau cta dudng vién.

+
+ Shadow: Chon hiéu tmg bong. Chon  tiép  Shadow Options
—— dé hiéu chinh c4c thudc tinh ctia bong.
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+ Reflection: Hiéu tmg phan chiéu.

+ Glow: Hiéu ting tao vién xung quanh ky tu.

3.2.3. dinh dang doan van ban (Paragraph)

doan vin ban 1a phan vin ban dug ¢ tthuc bang phim Enter, dé

hién thi d4u Enter, ta Click ntt Show/Hidé§ .

dé dinh dang doan van ban, ta dat dau nhdy trong doan d6, chon Home [1(Group

Paragraph), chon cac chirc ndng dinh dang tuong Ung:

I
4
R

4

s EE LT

>
1
4
L]
L]

Paragraph

Hinh 3.9: Group Paragraph
~  Bullets = " Tao danh sach
—  Numbering = Tao danh sach danh s thu tu
—  Multilevel List*=" : Tao danh sach nhiéu cép
—  Decrease IndentZ= : dua doan van qua trai
— Increase IndentZE : dwa doan van qua phai
—  Sort 4] : Sap xép
—  Show/Hide qf : An, hién cac mi dinh dang 4n
- Align Text Left=]: Canh tréi
—  Center| = : Canh gilia
- Align Text Right— : Canh phai
— Justify — : Canh déu hai bén

—  Line and Paragraph Spacing =" : Khoang cach giira cac dong
-~ Shading 2. T6 nén

—  Border and Shadding == " : Tao mau nén va dudng vién
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Céc chirc ning dinh dang doan vian khac c6 trong hop thoai Para- graph. dé mé hop

thoai nay.

Paragraph

Indents and Spacing | Line and Page Breaks |

General

Alignment: E

Qutline level: |Body Text IZI

Preview

Indentation
Left: a- = Spedal:
Right: 0" = {none)
[T Mirror indents

Spacing
Before: Opt = Line spadng:
After: 0pt = Single

[] Don't add space between paragraphs of the same style

By:

At

] :

izl T Saemiie Tiaoct Boimie T

Sy Tiaces S Tiace B Tisoo S Tiboct Sl Tacoer Ravmoci Tacer B oo Somici oo S Tueet
Sy Tiaces S Tiace B Tisoo S Tiboct Sl Tacoer Ravmoci Tacer B oo Somici oo S Tueet

| Tabs.. | | SetAsDefault | |

(8.4

] [ Cancel

Hinh 3.11: Hop thoai Paragraph

Thé Indents and Spacing: Canh 18 cho doan vin:

—  Alignment: Canh 1& doan vin (Left/Right/Center/Justified)

—  Indentation: Thut 1& cho doan vin:
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Left/Right: Khoang cach thut vao so véi 18 trai/phai cia trang.

+

+ Special: Kiéu thyt 1¢:

+ First line: Dong dau cua doan van thut vao/ra so vdi cac dong con lai.
+ Hanging: cdc dong cua doan vin (trir dong dau) thut vao/ra so véi

dong dau tién.

—  Spacing: Chinh khoang cach gitta cac dong va cac doan:

+ Before/After: Chinh khoang cach tir doan hién hanh (doan chura diu nhay)
dén doan trude nd hodc sau no.

+ Line spacing: Chinh khoang cach gitra cac dong.

Borders and Shading

Chtrc nang nay cho phép dinh dang duong vién khung va mau nén cho doan vin
ban. Chon Home/Group Paragraph /Borders and Shad- ing va chon cac kiéu dudng vién
co san.

Cac chirc niang khac thong qua hop thoai Borders and Shading. dé md hop thoai
nay chon Borders and Shading...

@k

No Border
All Borders

Qutside Borders

Inside Borders
Draw Table

View Gridlines

Borders and Shading...
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Borders and Shading @
Borders | Page Border I Shading |
Setting: Style: Preview
| ‘ - Click on diagram below or use
Mone = buttons to apply borders
D Box || -— . L m—
I:I Shadow .
color: T
: | 3D
- Automatic |E|
= width:
CHStDITI i |:|t
ke Apply to:
Paragraph |E|
Horizontal Line. .. [ Ok ] ’ Cancel ]

hién hanh

Hop thogi 3.12: Hop thogi Borders and Shading

Thé Borders: dong khung doan van ban.
Setting: Chon kiéu khung.
Style: Xéac dinh hinh thirc duong vién khung: Style, Color, Width.
Apply to: Xac dinh pham vi dong khung:
Text: dong khung khéi vin ban duoc chon.
Paragraph: dong khung ca doan van ban hién hanh.
Thé Page Border: dong khung trang van ban.
Céc dinh dang giéng nhu Borders
Art: Chon cac kiéu duong vién ngh¢ thuat.
Apply to: Pham vi dong khung.
Whole document: dong khung tit ca cac trang cua tai liéu.
This section: dong khung cac trang trong section hién hanh.
This section — first page only: Chi dong khung trang dau ciia section
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- This section- all except first page: dong khung tat ca cac trang trir
trang dau.

+ Options: Thay d6i khoang cach tir khung dén vin ban.

- Edge of page: Khoang cach duoc tinh tir 1 trang gidy dén khung.

- Text: Khoang cach dugc tinh tir vin ban dén khung.

—  Thé Shading: Dung dé t6 mau nén doan vin ban.

Bullets and Numbering

Churc nang Bullets and Numbering dung dé cheén tu dong cac ky tu dac biét

(Bullets) hoidc s6 (Numbers) & dau mbi doan.

—  Bullets: Trinh bay vin ban theo kiéu liét ké, ddu mdi doan dugc chén mot ky

tu dac biét.

ree
111

-

Bullet Library
o
None Eﬂ O ® O |

+ o
(v v
Document Bullets

- e O ® 0O —

Define Mew Bullet..,
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—  Define New Bullet: Chon kiéu ky tu, hoac hi¢u chinh lai cac thong sb cua

Bullets.
[ Define New Bullet o |
Bullet character
Symbol... | | Picture... | | Font... |
Alignment:
Left |Z|
Preview
Ok | cancel |
Hinh 3.13: Hop thoai Define New Bullet
+ Bullet character: Symbol, Picture, Font: Chon ky hi¢u lam bullet.

Alignment: Canh 1& cho Bullet.
Preview: Xem nhanh dinh dang.

—  Numbering: danh s6 thtr tu danh sach, chon kiéu Numbering can dinh dang.



Mumbering Library

1st. 1.
Nﬂne 2nd. 2.
3rd. 3
1) l. A
2) II. B.
3) . .
a) a. i.
[1]] b. ii.
c) iii.
Document Number Formats
1. 1. a.
2. 2. b.
3. 3. C.
a. a a)
b. b)
C. c)
-

Change List Level

Define Mew Number Format...

I

Set Mumbering Value...

B

Define New Number Format: Chon kiéu s thir tu, hodc hiéu chinh lai cac thong s6

cua Numbering:
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rD‘Efir‘IE Mew Mumber Format @ﬁ

Mumber format
Mumber style:

1,2,3 .. [*] [ Font.

Mumber format:
: |

Alignment:

Left IEI

Preview

Hop thoai 3.14: Hop thoai Define New Number Format

Number Style: Chon kiéu sd
Number format : Sé bit dau trong danh sach
Alignment: Canh 1& cho sd thu tu

+ o+ o+ o+

Preview: Xem nhanh dinh dang
—  Multilevel List: dinh dang vin ban dang danh sach nhiéu cip. Chon Define
New Multilevel List dé thiét 1ap thong s6 cho ting cip.
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Define new Multilevel list ==

Click level to modify: Apply changes to:

[2. . 1 Whole list [~
3 Link level to style:

4 -

5 . (no style) E
6 .

7 o Level to show in gallery:

8

g . Level 1 IEI

L]
o Listhum field list name:
- L ]

Number format

Enter formatting for number: Startat: |4 B
2 | Font... Restart list after:
MNumber style for this level: Indude level number from:
L23 .. E [ Legal style numbering
Position
Number alignment: || . |Z| Aligned at: |1~ | Follow number with:
: - - ol (oo 0 | Tab character
Text indent at: 1.25 = Set for All Levels... E
Add tab stop at:
1.25" =

I oK JI Cancel J

Hinh 3.15: Hop thoai Define new Multilevel list

Click level to modify: Chon cap, t6i da 1a 9 cép.

Number format: dinh dang kiéu s thtr tu.

Number style for this level: Chon kiéu sb tht tu: 1, 2, 3 hoac L, 11, I11,...
Start at : S6 bat dau.

Position: Chon vi tri dat s6 va véan ban.

Str dung Tab

Tab 1a cac diém ding dugc dung dé di chuyén con nhay nhanh sang phai khi nhn

+ o+ o+ o+ o+

phim Tab thay vi dung khoang tring thudng chdm va khong nhu mong mudn. C6 2 loai
tab 1a tab mic dinh (c6 khoang cach déu din 0.5 inch) va tab do ngudi dung dinh nghia.
Tab thudng dung khi nhiéu doan vin (chi c¢6 1 dong) c6 cac ndi dung can dong (trai, giira,
phai, ...) voi nhau. dé tao Tab do ngudi dung dinh nghia

—  Chon khdi vin ban can dinh dang.
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—  dat Tab truc tiép trén thudc béng cach Click chudt trong 6 Select Tab
chon kiéu Tab, sau d6 Click chudt 1én thudc tai cc vi tri thich hop. Cac kiéu Tab:

+ Left Tab: Canh tréi.

+ Center Tab: Canh gifra.

+ Right Tab: Canh phai. M
+ Decimal Tab: Canh theo dau thap phan. JI—
+ Bar Tab: Tab vach dung.

—  Hiéu chinh Tab: Double Click 1én Tab dé hop thoai Tab.

Tabs -7 |
Tab stop position: Default tab stops:
iy 0.5" -
1r -~
388" Tab stops to be deared:
Alignment
@ Left ~ Center “) Right
) Decimal I Bar
Leader
1 Mone o e
_|.
I Set I I Clear I I Clear Al I
[ 0K ] I Cancel I

Hinh 3.16: Hop thoai Tabs

Tab stop position: Nhap vi tri cia Tab.
Alignment: Canh 1& cho Tab.

Set: Thiét 1ap gia tri cho Tab.

Clear: Xo0a Tab

Clear all: Xo6a tit ca Tab d3 dit.

Leader: Chon ky ty dién vao chd tréng trudc Tab.

+ + + + + o+




Hop thoai Tab c6 thé m& dé dinh nghia Tab bang cach chon Home [1Paragraph

- Paragraph @

Indents and Spacing | Line and Page Breaks |

General
Alignment: Justified |Z|

Qutline level: |Body Text |Z|

Indentation
Left: o- = Special: By:
Right: 0" = {none) |Z| =
[] Mirror indents
Spacing
Before: 0pt = Line spacing: Af
After: 0pt = Single |Z| =

[7] Don't add space between paragraphs of the same style

Preview

Swroie Teoct Saempie Teoc: Sy Taot Saempie Teoc: S Taoot Saempie Teoc: S Taot Saempie Teoc: Samcie Taot
Swroie Teoct Saempie Teoc: Sy Taot Saempie Teoc: S Taoot Saempie Teoc: S Taot Saempie Teoc: Samcie Taot
Saeriche Taot Saempie Teoc: Samice Taot

{fw]) | setaspefault | | ok || cancel |

..".-'-._--""1.
Tabs...

[ Tabs:
Hinh 3.17: Hop thoai Paragraph

Khai béo sb lugng tab, loai, vi tri, ...



o '\.

Tabs (5| [m2S]
Tab stop position: Default tab stops:
1" 0.5 =
1" -
3.88" Tab stops to be deared:
Alignment
@ Left 1 Center 1 Right
_) Dedimal 1 Bar
Leader
1 Mone o S g
_|.
I Set ‘ I Clear ‘ l Clear all ‘
[ OK ] l Cancel ‘

Hinh 3.18: Thiét ldp toa do Tab

Format Painter 7 Format Painter

: Cho phép copy nhanh dinh dang.

—  Chon mAu vin ban can sao chép dinh dang roi click chon Format Painter.

—  Quét 1én phan vin ban can dugc dinh dang gidng nhu mau.

3.3. Chén Cac d6i Twong Vao Vin Ban

3.3.1.  Chen hinh anh vao van ban

Hinh anh (Picture) 1a cac dang thirc tip tin db hoa thuong c6 phan dudi 13 .jpg, .gif,
... ¢6 thé duoc chén vao cung v6i van ban. Word cho phép ngudi dung dwa vao hinh anh
1a nhitng tap tin c6 san hodc tir thu vién hinh anh di theo bo Office.

Chén hinh anh c6 sén

Insert[1(Group Illustrations)Picture: duyét dén hinh can chén va click Insert.
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Chen Clip Art

Insert[)(Group Illustrations)JClipt Art: xuat hién hop thoai Clipt Art. dé trong
Text box Search for chon Go, cac Clip Art dugc li€t ké bén dudi. Click chudt 1én mot
Clip Art dé dua né vao tai liéu.

Chen Shapes

Insert[)(Group Illustra- tions)[]Shapes: chon hinh can chén rdi ré chudt (Drag) vé
vao ving mudn chén. @

Shapes

-

Recently Used Shapes

B NOoOoOALL2d G
CORTAR ¢

Lines

SN TLTLL T RN %
Basic Shapes

Chen SmartA HEOOUCO®AMNO O
en SmartArt Oﬁgg@ﬁ@gg
Insert[](Group Illustrations)JSmartArt: chon hinh can chén, Click OK réi hi¢u

chinh nhu mong muon.

 Choose a SmartArt Graph!c

| List
o= List
P  Process
_
—

|n||>

_H
--
-

Basic Block List

{} Cyde
sk, Hierarchy
E4 Relationship

Matrix I I

/& Pyramid

E B 'EW

Q Pictre - T-1+} [ Use to show non-sequential or grouped
sas HEE | oo oot
(N nE shapes.
E_E (G EEE
‘ (o N - |
[ ox ][ concel |
Hinh 3.19: Hop thoai Choose a SmartArt Graphic
Chén biéu do

Insert[}(Group Illustrations)JChart chon kiéu biéu d6 can cheén.
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3 Templates Column

XY (Scatter)
Stock

Surface

Doughnut

7]

& Pie
=

@ Area
hu[l

=)

(]

R &&=
) (&=

%) = |&E&

Bubble

o [T
i
Y
<<

%

Radar

A e o=l ARl e o] v

[ Manage Templates... | | setasDefault Chart |

(

) Coma |

Hinh 3.20: Hop thoai Insert Chart
Gia tri dé v& biéu d6 duoc léy tr man hinh Excel kém theo.

Document 1 - Microsoft Word

WH9- 06

I G| o B R
T ome | insert | Page L | Reters

Series “Trung cip”

By Format Selection

& Reset to Match Style

A |[w

| Shape styles

URE s

ren | Maling:| Review | View | Adns | Design | Loyout [ Format| & @

@\d'} Sl

Chart in Microsoft Word - Microsoft Excel = @

=
as  Data Review View Addns ao =2

L) |
T T T @
£

i Dai hoc

2 Gioi 10%
3 Khd 20%
[ 4 [Trung Binh 50%
5 Yéu 20%

[ ¢ [ o E

Caodang Trungcdp
10% 20%
30% 30%)
50% 40%
10% 10%,

o
=
“-ﬂl‘ G

22

To resize chart data range, drag lower right corner of range.

i

[1€ <5 ¥]_Sheet1 /3

1 N

L.ﬁﬁﬁa- O —C

| Ready |

0K I
[EEm w0 |

Hznh 3.21: Hép thoai biéu do va gid tri luu trong bang tinh Excel

Chyp man hinh véi Screenshot
Insert[](Group Illustrations)[Screenshot.
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Screenshot’

v

Available Windows =

|

|

‘,

| -
‘! @5+ Screen Clipping

" A
—  Available Windows hién thi cic chuong trinh dang chay. Ngudi ding chi can
Click chon thi hinh chyp man hinh d6 s€ xuét hién trong tai licu.

—  Screen Slipping: cho phép ngudi dung truc tiép chon ving mudn chup.

Hinh 3.22: Chup hinh bang Screen Slipping

3.3.2.  Hiéu chinh Picture

Phién ban Office 2010 hd tro tinh nang hi¢u chinh hinh anh nhu mgt chuong trinh
xtt 1y anh chuyén nghiép. Ngudi dung chi can Click chudt 1én hinh 4nh mudn hiéu chinh
va chon Tab Format, hé théng cong cu da dang s¢€ xuét hién trén Ribbon.

] Format
't & Corrections v }{ Compress Pictures [ e R T R —— p—
# & Color ~ P’ Change Picture :‘\ di d; ‘ d d

Remove 25
Background |48 Artistic Effects ~ ¥g Reset Picture ~

Adjust Picture Styles

Hinh 3.23: Tab chira cong cu hiéu chinh hinh anh
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(Group) Picture Style

—+

—+

Hinh 3.24: Mo rong Picture Style

Mo rong va chon hi¢u trng mong mudn

Format i

ol 8 - [
HEOEHE ==
- R D |
- R S o R

L& Picture Border ~

Cac chirc nang khac: @ Picture Effects *
% i
. . A R s Picture Layout -
Picture Border: Tao mau vién khung anh.

Picture Effects: Tao hi€u irng truc quan. cho anh nhu béng, anh séng,

phan chiéu hay 14 hiéu tmg 3D.

+ Picture Layout: Chuyén ddi hinh anh hién tai sang dang SmartAurt.
(Group) Adjust
" ig Corrections - :ﬂi Compress Pictures
# {‘@anulcurv %Change Picture

Adjust

Hinh 3.25: Group Adjust

Remove Background: Loai bo hinh nén.
Corrections: Hi€u chinh 4nh séang cling nhu d¢ twong phan.
Color: Thay d6i mau cta hinh anh.

Artistic Effects: Tao hi¢u ing ngh¢ thudt phac hoa cho hinh anh.
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Text:

(Group) Arrange

Position Wrap @

L4

Compress Picture: Lam giam do 16n hinh anh (nén hinh anh).
Change Picture: Thay d6i hinh hién tai bing mot hinh khac.

Reset Picture: dua hinh anh vé trang thai nhu khi méi chén vao.

&

Wrap
Text ~

Edit Wrap Points

M In Line with Text
]| Hj kg Bring Forward = |= Align = |68 sauare
[ Send Backward = ] Group ~ B Tignt
) = o~ - @ Through
Tewt = Crlg Selection Pane sl Rotate B | Ter and Bottom
HIELLEE E=E| Behind Text

Wrap Hinh 3.26: Group Arrange 3 o Front of Text
]
=

+ 4+ + + + + o+ o+ o+

+ o+ o+ o+ o+

In Line with Text: Hinh va chit ciing nam trén m

>
-+
=3
=
g

Square: Chit bao quanh hinh theo hinh vudng.

Tight: Chit bao quanh hinh theo dudng vién cia hinh.
Through: Chit bao quanh xuyén suét hinh.

Top and Bottom: Chir canh theo 1& trén va 1& dudi cta hinh.
Behind Text: Hinh ndm duéi chir tao hinh nén.

In Front of Text: Hinh ndm trén bé mit chi.

Edit Wrap Points: Thiét 1ap giéi han chir d¢ 1én hinh.

More Layout Options: M& man hinh Layout.

Cac chirc nang khéc:

Position: Thiét 1ap vi tri cua dbi twong trén trang.

Rotate: Thiét 1ap goc xoay cho cac dbi tuong.

Align: Canh 1& cho d6i twong hay cac ddi tugng v6i nhau.
Group (Ungroup): Gop nhom (bd gdp nhom) cho cac ddi trong.
Bring Forward: Thiét 1ap d6i tugng nam trén doi twong khac.

More Layout Options...



+ Send Backward: Thiét 1ap ddi twong nam dudi dbi twong khéc.

+ Selection Pane: Hién thi cac dbi twong dang danh sach giup dé dang chon

lwa va thyc thi cac hiéu chinh trén dbi tuong.

Luu y: Canh 1é cho cac doi tuong voi nhau hay gdp nhom chi thuc hién duge khi ta

chon nhiéu ddi twong cing luc bang cach d¢ va giit phim Shift két hop Click chudt chon

cac dbi tuong.
(Group) Size
Cho phép thiét lap chiéu rong hay chiéu cao ciia ddi twong.

:j_ji. 2|] Height: 0.89° :
Crop 7 width: 1.07°

Size

Hinh 3.27: Group Size

Luu y: M6 rong Size, Wrap Text, Position cling cho cac chirc ndng tuong tw nhu
trén.
—  Chirc ning cit xén hinh anh:
—5

Crop

w

7+ Crop
__"}J Crop to Shape F
Aspect Ratio -

L Fill
& Fit

Crop: Cit bo nhitng phan khong can thiét cua hinh anh.
Crop to Shape: Cit theo hinh duoc goi ¥ tir Auto Shape.
Aspect Ratio: Cit theo ty 18.

Fill: Cit bo nhiing ving khong duoc chon.

+ o+ o+ o+ o+

Fit: Cét bo nhirng ving duoc chon.
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3.3.3.  Chén cac loai Text vao tai liéu Chén WordArt

WordArt 1a cong cu tao chit nghé thuat. WordArt dugc xtr Iy nhu mot hinh anh
cheén vao van ban.

Chon Insert[(Group Text)[1WordArt.

Chon kiéu WordArt va nhép ndi dung

Tag chir nght thudt

Hinh 3.28: Tao chir nghé thudt bcing WordArt
Hiéu chinh WordArt
Chon ddi tuong, chon Tab Format.

ﬂsmpe Fill = A -
[ Abc Abc L# shape Outline ~ A A - ﬁ
- | Shape Effects - T | day

Shape Styles WordArt Styles

Hinh 3.29: Tab chu’a cong cu dinh dang WordArt
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(Group) Shape Styles:

Chon dbi tuong WordArt thuc hién mo rdng Shape Styles, chon hiéu ung tuong

ung.

[m] [m] [m] -
Hinh 3.30: Mo rong Shape Styles

(=) (=) (=] | A“J
ﬂ.ﬂ
1800

I
a0
B.H

[“"] L’*“J [““J & LA—“] )
@ -
&

<A°cl

Other Theme Fills

Céc chtric nang khac:

, ; Shape Fill »
+ Shape Fill: Tao mau nén cho WordArt. L shape P
[ Shape Outline ~

+ Shape Outline: Tao mau vién cho WordArt.
o Shape Effects ~ _ .«
+ Shape Effects: Tao hi¢u ng cho WordArt nhu ... C..._, p.... chiéu,
(Group) WordArt Style:
A =
A A AgE

v

WordArt Styles )

3D...
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Hinh 3.31: Group WordArt Style

Text Fill& " : Mau nén chit WordArt.

Text Outline&= " : Mau dudng vién chit WordArt.
Text Effect * " : Hi€u (rng chitr WordArt.

More = : M6 rong WordArt Styles.

- Hi¢u ung cho WordArt:

Ngoai cac hiéu timg nhu bong, phan chiéu, 3D... nguoi ding cé thé thay dbi hinh

+ o+ 4+ o+

dang cia WordArt bang chirc niang Transform.
Cheén Text Box:
Text Box 14 cac 6 cho phép ngudi dung nhap dir liéu vao va co thé duoc dit bat cir
dau trong tai liu.

d cd e, cdg
,IW Transform  » :t % b = *\; nij
Insert[](Group Text)[ ] Text Box. “ e Zalle
cde @i “no
Warp

abcde abcde abcde 2bcde

Nguoi dung c6 thé chon Text Box mau ma Word 2010 cung cap hay tu thiét ké
Text Box riéng cho minh bang cach chon Draw Text Box.

AutoText
AutoText 1a chirc nang chén van ban ty dong. Trong soan thdo van ban, c6 nhiing
cum tir ma ta phai nhap di nhap lai nhiéu lan, dé tiét
=)

Text
Box~

Built-In

»

A

simple Text Box Alphabet Quote Alphabet sidebar

Annual Quote Annual Sidebar Austere Quote -

Drraw Text Box
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kiém thoi gian va thao tac ta c6 thé sur dung chuirc nang AutoText. Cach thuc hién:

—  Tao AutoText:

+ danh diu chon khéi van ban mudn tao AutoText.

+ Insert[1(Group Text)[1Quick Part, chon AutoText, chon Save Selection to
AutoText Gallery.

+ Trong khung Create new Building Block: nhap tir dai dién vao Textbox
Name.

+ Click nat OK.

— St dung AutoText:

+ Tai vi tri can chén AutoText, nhap tur dai dién, nhén phim F3.

3.34. Object

Cong cu cho phép chén cac ddi tugng tir cic phan mém khéac vao vin ban, bang
cach chon Insert[](Group Text)[]Object, chon loai object can cheén.

Cheén cong thic toan hoc: Insert[1(Group Text)[JObject[] Mi- crosoft Equation
3.0, xuat hién thanh cong cu Equation, chon cong cu, nhap cong thirc, khi két thic ta click
chudt ra ngoai thanh cong cu tu dong dong lai.

Equation [E]
w2z [ jab | EE | 2e® |2l nv3 Enc | decf [ AmB |AQ®
O | 407 |8 0 [Zozn| 5| D0 |=e U | i

Hinh 3.32: Thanh cong cu Equation

Chén cic mau ngay va thoi gian:

- ditdau nhay tai vi tri ma ban mudn chén.

—  Chon Tab Insert[1(Group Text)[Date & Time.

—  Trong hop Date & Time click chon mau can dua vao, click OK.
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Date and Time @

Available formats: Language:
20/12f2010 » | |English {lJ.5.) E
Monday, December 20, 2010

December 20, 2010
20/12/10
2010-12-20
20-Dec-10
20.12,2010

Dec. 20, 10

20 December 2010
December 10
Dec-10

20/12/2010 3:57 PM
2&.-'12!2&1!1 3:57:05 PM
3:57PM

J:57:05 PM

15:57

15:57:05

= | [] update automatically

o] (o
Hinh 3.33: Hop thoai Date and Time

Equation: Soan thao cong thirc todn hoc theo mau.

InsertJ(Group Symbols)[]Equation: chon cong thirc mau va hiéu chinh.
3.35. Drop Cap
Chtrc nang Drop Cap dung dé tao mot ky tw HOA c6 kich thuée 16n & dau ctia moi
doan van ban. Cach thuc hién:
— @it dau nhay trong doan vin ban mudn tao chit Drop Cap.
—  Tab Insert[1(Group Text)[1Drop Cap.
—  Trong ctra s6 Drop Cap, chon kiéu chir Drop Cap.
+ None: Bo Drop Cap.
Dropped: Chit Drop Cap nim trong vin ban.
+ In margin: Chit Drop Cap nam ¢ 1& trai vin ban.
—  Font: Chon kiéu chit cho Drop Cap.

—  Lines to drop: S6 dong van ban ting v6i chiéu cao cua chit Drop Cap.
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Drop Cap =<

Position

= W= | W

Mone Cropped In margin

Options
Font:

Times Mew R.oman
Lines to drop: 3

Distance from text: |0°

K, | | Cancel

Hinh 3.34: Hop thogi Drop Cap

—  Position: Vi tri gitra ddi twong dugce Drop Cap va cac hang trong doan van.
—  Font: Thiét 1ap kiéu chit cho Drop Cap.

—  Lines to drop: d6 16n cho Drop Cap (don vi dugc tinh bang dong).

—  Distance from text: Khoang céch tir chit Drop Cap dén vian ban.



3.36. Chén biéu tweng va ky hiéu dic biét (Symbols)
InsertJ(Group Symbols)[]Symbol chon cac biéu tuong co san hodc chon More
Symbols

Symbol (-5 nem]
| symbols | special Characters |
Font: |Wingdings [~]
2K 2 [ § | B O XK|E)e=|ctdl<=
S BIEF| B & EwE =EH®
=¥ |&|e|z|=|=|d|P | T O OB LR
EEEDEEEELE B ENRE
Recently used symbols:
=2 > O €| L|¥FIO® ™ML |£I<|Z|F]|X|w®
Wingdings: 90 Character code: [0 from: | Symbol (decmal) [ =]
| AutoCorrect... | | Shorteutkey... | Shortcutkey:
| mnsert || cancel |

Hinh 3.35: Hop thogi Symbol

Chon ky hiéu va click Insert dé dwa vao tai lidu.

3.3.7. Tao Bookmark va Hyperlink

Bookmark dung danh dau mot vj tri trong tai liéu vo1 mot tén, chirc nang nay
thuong dung trong cac tai liéu c6 ndi dung dai.

Hyperlink dung dé tao lién két dén mot trang Web, mot hinh anh, mot bookmark
hay mot chuong trinh.

Tao Bookmark

—  datddu nhay tai vi tri mudn danh diu .
—  Chon Insert[1(Group Links)1Bookmark.



L o

Bookmark @

Bookmark name:
Bookmark 1] Add

Hinh 3.36: Hop thoai Bookmark

—  Bookmark name: Nhap tén Bookmark.

—  Click Add. Trong tai liéu c6 thé c6 nhiéu vi tri can tao Bookmark, mdi
Bookmark c6 mot tén riéng.

Tao Hyperlink

danh dau khéi ndi dung van ban 1am nhan lién két:

—  Chon Tab Insert[1(Group Links)[/Hyperlink

—  Xuét hién ctra s6 Hyperlink:

+ Link to: Trang web, bookmark, ...
Insert Hyperlink @
Link to: Text to display:
Select a place in this document:
EzinSﬁnQ File or - Top of the Document
Web Page - Headings
- Bookmarks
Place in This
Document
Create New
Document

E-mail Address

Hinh 3.37: Hop thogi Insert Hyperlink
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3.3.8. Cross-reference (Tao tham chiéu chéo)
Dung dé tham chiéu dén mot ddi tugng nhu tiéu dé (her *i=7—+i=k minh hoa, bang

biéu, ... trong tai liu. Mic dinh n6 duoc chén nhu mot hyperl

Cach tao: F—
e tem qem as N ~ X =i
—  Trong tai li¢u hién hanh, nhap nhan tham chi€u. | s=rgue:
—  Chon Insert[](Group Links)[]Cross-reference. L 2L
] Cross-reference @ ]
Reference type: Insert reference to:
(Y I  ~ | |Paragraph number -]
Insert as hyperlink [C] tndude above below
Separate numbers with
For which numbered item:
Hinh 3.38: Hop thoai Cross-reference
+ Trong Combobox Reference type, click chon loai ddi tugng mudn tham
chiéu dén — Vi du: a heading.
+ Trong hop Insert reference to, click chon thong tin mudn chén vao tai lidu
— Vi du: the heading text.
+ Trong hop For which, click chi dinh d6i tuong mudn tham chiéu dén.
+ Insert as hyperlink : Cho phép ngudi sir dung di chuyén dén phan tir tham
chiéu.
+ Click Insert.

3.39. Tao Header & Footer

Insert[](Group Header & Footer)[JHeader hodc Footer, ngudi ding c6 thé chon
cdc mau Header/Footer c6 sin hodc Edit Head- er/Footer dé nhdp ndi dung. Chon
Remove Header/Footer dé bo Head- er/Footer
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Hiéu chinh Header & Footer:

3.3.10. Thao téc trén trang:

Design |

[ Differant First Page f|¢ Header from Top: 0.5 =z E
|:| Different Odd & Even Pages EI-IT Footer from Bottom: | 0.5° :
) Close Header
Show Document Text ,ﬂ Insert Alignment Tab and Footar
Options Position Closa
= = = = g ElEl ; 5, Previous
= = = T = P
= = z = —— 5} Wext
Header Footer Page Date Quick Picture Clip Goto Goto a3 ~
- *  Mumber~ &Time Parts~ Art Header Footer %7 LINKTO FrEvIOUs
Header & Footer Insert Mavigation

Hinh 3.39: Tab chira cong cu tao Header and Footer
Page Number: Thém vao s trang tu dong.
Date & Time: Thém vao ngay thang hién hanh 1ay tir hé thong.
Quick Parts: Thyc hién chirc nang Aj:

Picture: Chén hinh anh tir file ¢6 si §°"'
| Page ~

Go to Header/Go to Footer: Di chuy/ suitin

Previous, Next: diéu huéng dén tran

Different First Page: Tao trang dAu k | L o Vear] | 11ai.

wle]

Different Odd & Even Pages: Tao tr e | nglé

Show Document Text: Tét bt hién t

Alphabet Annual

Tao trang bia theo mau (Cover Page ' .” o

[Type the document title]

Insert[](Group Pages)[]Cover Page chon : =

- Remove Current Cover Page: Xoéa tr —

—  Blank Page: Chén trang trong, Page u S —
Austin Conservative

Enable Content Updates from Office.com...

| ‘_3( Remove Current Cover Page

|
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3.4. Bang — Chia C¢t Va Trinh Bay Trang

Bang (table) 13 kiéu trinh bay vin ban c6 cu tric gdm cac cot (column) va cac
dong (row), giao gitra cac dong va cac cot la cac 6 (cell).

34.1.  Cach tao bang

Insert[J(Group Table)[JTable.

HEE

Table

L4

6x8 Table

Insert Table...

Draw Table

Excel Spreadsheet
Quick Tables [ 3

el (4 B El

Ré chudt chon s6 dong va cot can tao. Tuy nhién cach nay chi tao dugc bang c6 )
dong va cot gioi han.

—  Insert Table: Cho phép tao bang véi sé dong va cot duge ngudi dung nhap
vao, sau d6 Click OK dé tao bang.
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[ Insert Table @

Table size
Mumber of columns: & =
Mumber of rows: g =
AutoFit behavior
(@) Fixed column width: | Auto =

() AutoFit to contents
() AutoFit to window

[7] Remember dimensions for new tables

[ OK ][ Cancel ]

—  Excel Spreadsheet: Nhung bang tinh (Excel) vao trong Word.
—  Quick Tables: Tao bang nhanh theo mau.

3.4.2.  Hiéu chinh bang (Table)

Click chudt 1én bang dé xuat hién Tab Table Tools chon Layout

Layout

FEA

== 4[] Height: 0.18" $ | H¥istribute Rows Ba= g J %i Ej} j&g f;.'

AutoFit — Ht ::J_EJ__:J Text Cell Sort R t C t F I
AULOFIt | —= Width: 2.22" < Distribute Columns € € 0 epea onvert Formula
v a H =l = = pirection Margins Header Rows to Text
118 Cell Size s | Alignment | Data
H R EESEE HE S
ESEE E==z!
Select  View Properties  Delete Insert Insert Insert Insert Split  Split
< Gridlines = Above Below Left Right Cells  Table
Table Rows & Columns Merge

Hinh 3.40: Tab chita cong cu tao bdang

Chon céc thanh phéan trong bang

—  Chon O: Click chudt 1én hang, chon Tab Layout [] Group Table

[ Select chon Select Cell. == T = |

—  Chon cdt: Click chudt 1én cdt, chon Tab Layout[ ] Grou Ta-bleh Select chon
Select View Properties

Select Column. v Gridlines
—  Chon hang: Click chudt lén hang, chon Tab Layout Dthﬂ‘eoup Tablel[1Select

chon Select Row.

—  Chon ca bang: Click chudt 1én bang, chon Tab Layout[]Group Ta-
ble[JSelect chon Select Table.



Sau:

Thao tac trén hang va cot

Click chudt Ién bang, chon Layout [ ﬁ %l 'E‘ Gﬂ_| E‘ ac chirc ndng

Delete | 1Insert Insert Insert Insert
—  Insert Above: Thém mdt hang ¢ j r: gmisncju.?emw iLEft e
—  Insert Below: Thém mot hang 6§ 4 p.iete columns
—  Insert Left: Thém cQt bén trai. | =% pejete ;Dws
—  Insert Right: Thém ¢4t bén phai. | i Delete Table
- Delete:
Delete Cells: X06a 0.
Delete Columns: Xo6a cot.
Delete Rows: Xda hang.
Delete Table: X6a bang.

Tron hoac tach cac 6

+ o+ o+ o+

Chon céc 6 can tron, chon Tab Layout[]Group Merge ¢6 cac chirc nang sau:

—  Merge Cell: Tron cac 6 dang chon thanh mot 6 duy nhat.
_  Split Cells: Tach thanh nhidu 6. = == —
—  Split Table: Tach thanh hai bang khac nhau. Merge Split  Spiit

N Cells  Cells Table
Thay do6i d§ 16n cua cac 6 Merge

Click chu6t 1én bang, Chon Tab Layout[]Group Cell Size gdbm cac chirc ning sau:

- AutoFit:

R

LA H - . .
zz2] 2|| Height: 0.18 :  B7 pistribute Rows

piy

.3

AutoFit) | — width: 1.3° ¢t Distribute Columns

AutoFit Contents e

E[T
sl I

.,.
S
T

AutoFit Window

13

Fixed Column Width
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thao.

Sau.

+ AutoFit Contents: Kich thudc bang co gian theo lugng dit li¢u trong bang.
AutoFit Window: Kich thudc bang mé rong bang chiéu rong ving soan
+ Fixed Column Width: C dinh chiéu rong cot.

—  Height: Hi¢u chinh chiéu cao cua hang.

—  Width: Hiéu chinh chiéu rong cua cot.

—  Distribute Rows: Hiéu chinh cho cic hang c6 kich thudc bang nhau.
—  Distribute Columns: Hiéu chinh cho cac cot co6 kich thudce béng nhau.
Canh 1& cho dir liéu trong 6

Chon cac 6 can canh 1& dir liéu, Tab Layout[)Group Alignment c6 céc chirc niang

Text Cell

Direction Margins
P Alignment

Il

Cac kiéu canh 1é

Hinh 3.41: Group Alignment

—  Text Direction: Thay d6i hudng cua dit liéu trong 6.

—  Cell Margins: Thiét 1ap khoang cach gitra dit liéu va 1¢& 0.
Thao tac voi dir 1iéu trong bang

Click chudt 1én bang, Tab Layout[]Group Data gdbm cac chirc

nang:

%l ER) j@g fr

Sort Repeat Convert Formula
Header Rows to Text

Data

Hinh 3.42: Group Data

—  Sort: Sap xép dit liéu trong bang.
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—  Repeat Header Rows: Hang dang dugc chon sé dugc 1ap lai khi o 16n cua
bang vugt qua mot trang.

—  Convert to Text: Loai bo bang va chuyén dir liéu bén trong vé dang chudi.

—  Formula: Thuc hién tinh toan v&i cac truong dir liéu trong bang

Vi du: Can tinh tong tién cac linh kién dugc liét ké trong bang

Sau:

Thuc hién: Click chuét 1én 6 can tinh toan chon Tab Lay-

out[|Group Datal /Formula.

Tén Linh Kién Gia %

CPU 100

RAM 30

Mainboard 90

Tong tién: 220

g " I
( Formula @

Formula:
=SUM{ABOVE)

Mumber format:

Paste function: Paste bookmark:

3.4.3. Thiét ké bang
Thyc hién: Click chudt I1én bang chon Tab Design.

r ] - % shading -

———————————————————— * || i Borders| T

Table Styles



Header Row First Column — ﬁ '—ﬂ_]’
A
Yapt -

|:| Total Row |:| Last Column
Draw Eraser
Banded Rows [_]| Banded Columns iPen Caolor - Table
Table Style Options Draw Borders

Hinh 3.44: Tab chira cong cu trang tri bang
Group Table Styles
Cho phép tao ra cac bang dir licu dep mét theo mau duoc tao san. Thuc hién: Click

chudt 1én bang va chon Style. C6 thé mo rong

— N —-— —-— — — ——— {4 shading ~
| | s sees: eeses CooIC @Eees Soooo |T(EEBorden)t
Table Styles
Style dé c6 nhiéu Style hon.
Hinh 4.45: Group Table Styles
—  Shading: T6 mau nén.
—  Borders: Tao dudng vién.
(Group) Draw Borders
—  Draw Table: tao bang tu do.
—  Pen Color: Chon mau cho dudng vié v ﬁ :1’
N A oz \ . Yy pt =
—  Eraser: X0a cac duong trong bang. Draw Eraser
- Pen Color = Tahle
Draw Borders

(Group) Table Style Options

—  Header Row: Nhan manh hang dau tién (tiéu d¢).

—  Total Row: Nhan manh hang cudi.

—  Banded Rows: Tao su phan biét gitta cac hang (t6 mau cach hang).

—  First Column: Nhdn manh cot dau.

—  Last Column: Nhan manh c6t cudi.

—  Banded Column: Tao sy phan biét gitra cac cdt (td6 mau cach cdt).
Header Row First Column

[ Total Row [ Last Column

Banded Rows |:| Banded Columns
Table Style Cptions
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3.4.4.  Chia cOt (columns)

Chtrc nang Columns cho phép dinh dang van ban dang ¢4t bao. Chon khdi van ban
mudn chia cot, chon Page LayoutJ(Group

Page Setup)[]Columns. Ngudi dung chon sb lugng cdt can chia hodc

chon More Columns dé m¢& hop thoai Columns.

-

-

Columns s
Presets
one Two Three Left Right
Mumber of columns: |1 = Line between
Width and spacing Preview
Col #  Width: Spacing:

[ ] 65 :
[ .
[ ]

Equal column width

Apply to: | Whole document EI Start new column

[ oK l | Cancel

Hinh 3.46: Hop thoai Columns

—  Presets: chon mot trong cac mau c6 san hoic nhap s6 cOt vao 6 Number of
columns.

—  Line between: Ké/Khong ké duong phan cach gitra cac cot.

—  Width and spacing: d0 rdng cua cot va khoang cach gitra cac cdt.

—  Apply to: Pham vi chia c0t.

Luu y: Khi chia cot nguoi dung thudng méc cac 16i nhu chia hai c¢ot dir liéu ndm
bén mot cot, khong thé thoat ra khoi hai cot... Cac 161 nay xay ra ¢ khau quét chon dir liéu

(thudng 1a khong ngit doan). dé
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chia cot luon thanh cong ngudi ding nén bat nit Show/Hide dé khi quét chon dir
lidu khoéng quét phai ddu Enter cudi cling T.

3.4.5.  Trinh bay trang

T6 mau nén cho trang (Page Color):

Thuc hién: Page Layout[]Group Page Background[Page Color.

Tao Watermark

Chirc nang Watermark cho phép ngudi dung tao 16p chit mo dudi van ban.

Watermark thuong dung dé bao hiéu loai tai liéu can duoc quan tam dac biét nhu

Confidential (mat) hoic Urgent (khan).
Page Layoutl[1(Group Page Background) [ Watermark.

Al

‘Watermark .

Confidential -

CONFIDENTIAL 1 CONFIDENTIAL 2 DO MNOT COPY 1

DO NOT COPY 2 -
Enable Content Updates from Office.com...
A Custom Watermark..,

]

Lk  Remove Watermark

—  Custom Watermark: Tao Watermark theo ¥ nguoi dung.
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i )

Printed Waterrnark @

Mo watermark

Picture watermark

Scale: Auto Washout

Language: |English {L.5.)

EN|{ER|EX

Text: ASAP

Font: Times Mew Roman

Size: Auto E

Color: |E| | Semitransparent
Layout: @ Diagonal Horizontal

| Apply | [ Ok ] | Cancel |

Hinh 3.48: Hop thoai Printed Watermark

No Watermark: Bé Watermark.

Picture Watermark: Tao Watermark 1a hinh anh duoc chon.

Text Watermark: Tao Watermark la chit dugc nhap vao Textbox Text
Remove Watermark: Xéa Watermark.

Footnote va Endnote

+ o+ o+ o+

Chén cha thich cho tai liéu, tai vi tri cha thich s& duoc danh dau va noi dung chu
thich xuét hién & cubi trang (Footnote) hodc cubi tai liéu (Endnote).

- datdau nhay tai vi tri mudn tao cha thich.

—  Tab References[J(Group Footnotes)Insert Footnote dé tao chu thich & cubi

trang hoac Insert Endnote dé tao chi thich & cudi tai liéu
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3.5. Style

3.5.1. Khainiém

Trong qué trinh soan thao vin ban, c6 nhitng ndi dung cé dinh dang gidng nhau,
néu dinh dang lan luot cho tung ndi dung riéng s¢€ mat nhiéu thoi gian va khong nhét
quan. Mot trong nhirng cach don gian dé thuc hién diéu nay 13 dung Style.

Style 1a mot tap hop cac dinh dang duogc tao trude va cd mot tén. Style rt can thiét
khi soan thao giao trinh hodc tai li¢u co nhiéu muc, nhiéu loai vin ban khac nhau.

Style c¢6 thé ap dung cho cho doan van (Paragraph), cho ky tu (Character) hodc ca
hai (Linked). Word c6 sén cac Style mic dinh, ngudi dung c6 thé dinh nghia thém Style.
Céc Style dugc chira trong trong Group Styles trén thanh Ribbon ctua tab Home.

3.5.2.  Céc thao tac trén Style Cach tao Style

—  dinh dang cho khéi vian ban.

—  Chon khdi van ban vira dinh dang.

— Mo rong Style, chon Save Selection as a New Quick Style.

AaBbCcl AaBbCcl AaBbCc AaBbCcl AaBbCcl AaBbCel
T Caption doan Emphasis T Headingl 7 Heading? T7Heading3

AaBbCcl | AaBbCcl AaBbCc AaBbCcl AaBbCcl AaBb(
THeading 4 | T Normal Strong T Subtitle T Mo Spaci... Title

AaBbCeci AaBbCec AaBbCci AaBbCe AABBCC AABBC(
Subtle Em... IntenseE... Quote Intense (J... Subtle Ref... IntenseR...

AABBC( AaBbCc]
Book Title T List Para...

Save Selection as a Mew Quick Style...

Clear Formatting

& E

Apply Styles...

—  Nhap tén Style trong textbox Name:
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Create Mew 5Style from Formatting @

Marme:
Style2

Paragraph style preview:

— Style2

| ok || Modfy.. || cancel |

Hinh 3.49: Hop thoqi dat tén Style
Chon Modify... tir hop thoai trén dé hiéu chinh Style:

Create New Style from Formatting @
Properties

Name: Stylel

Style type: Paragraph

Style based on: T Normal

Style for following paragraph: T Stylel

FIE]E]

Formatting
ﬂmesNe'A'RomanEl IIE B I U Automatic El

-
i Th
o &
i Th
1
K
1
i

Sampls Taxt Sampls Text Sampls Text Sampls Taxt Sampls Text Sampls Tt Sampls Taxt Sampls Taxt
Sampls Text Sampls Taxt Sampls Tt Sampls Teaxt Sampls Tt Sampls T Sampls Taxt Sampls Taxt
Sampls Taxt Sampls Text Sampls Tt Sampls Taxt Sampls Text

Style: Quick Style
Based on: Normal

Add to Quick Style list [ Automatically update

@ Only in this document  (©) Mew documents based on this template

[ oK l[ Cancel ]

Hinh 3.50: Hop thoai Create New Style from Formatting
Name: Nhap tén Style mai.
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—  Style type: Chon loai Style (paragraph, character, linked).

—  Style based on: Chon Style lam co s& cho Style dang tao, Style dang tao sé
bao gdm céc dinh dang cta Style nén.

—  Style for following paragraph: Chon Style cho doan ké tiép.

—  Formatting: Chon céac dinh dang cho Style.

—  Click nut Format cho phép mé rong cac dinh dang nhu: Font, Para- graph,
Tabs, Border, Language, Frame, Numbering, Shortcut Key, Text Effects.

Gan Style

—  Chon khdi van ban mudn dinh dang theo mdt Style nao do..

—  Chon tén Style trong hop Group Styles, hodc nhan t6 hop phim tit.

Hiéu chinh Style

—  Trong ctra s6 Styles and Formatting.

—  Right Click vao tén Style mudn hiéu chinh, chon Modify...

—  Thuc hién hiéu chinh.

3.5.3. Tao bang muc luc

dé tao muc luc can phai tao Style trude, ndi dung nao mudn xuat hién trong muc
luc thi ndi dung d6 phai dugc gan Style.

—  Chon Tab References|Group Table of Contents[ Table of Contents chon
Insert Table of Contents.

—  Show page numbers: Hién thi sb trang.

—  Tab leader: Kiéu Tab tir tén dé muc dén sb trang.

—  Formats: Chon kiéu dinh dang.

—  Show levels: S6 cép xudt hién trong muc luc.



Table of Figures I Table of Authorities |

Web Preview

Table of Contents
Index |1
Print Preview
Heading 1 ... 1|~
Heading 2 ..o 3
Heading 3. 5

Heading 1 =
Heading 2

Heading 3

Show page numbers
Right align page numbers

Tab leader: | ...

General
Formats: From template IZI
Show levels: |3 2

Usze hyperlinks instead of page numbers

[gpore. | (Lot |

[ ok || conce |

Hinh 3.51: Hop

thoai Table of Contents

—  Click chon Options...xuat hién ctra s6 Table of Contents Options.

Hinh 3.52: Hop thoai Table of Contents Options
—  Muc Available Styles: Danh sach cac Style dang ton tai.

—  Trong myc TOC lev- el: Chi dinh cip xuét hién cua Style trong tmg.

—  Click OK dé hoan tat.

L)
~

L'

Table of Contents Options §|

Build table of contents From:

Skyles

Available styles:

[] Table entry fields

Reset Ok

TOC level:

:
Heading 1 I:I
Heading 2 I:l
Heading 3 =

[ Cancel
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3.6. Céc Chuc Nang Khac

3.6.1.  Trdn thu (Mail Merge)

Cong viéc van phong thuong cé nhu ciu tao cac gidy moi, phiéu bao, thu cam on,
gidy chimg nhan, ... Nhitng miu thu tin ndy thuong c6 chung miu ma, chi khac nhau
thong tin ctia ngudi nhan. dé thuc hién céng viée ndy mot cach nhanh chéng va chinh xac
Word hd trg cong cu goi 1a Mail Merge

—  Tao Data source: La mdt Table chtra danh sach ngudi nhan thu, trong do6 cac
cOt s€ chtra cac thong tin cia nguoi nhan, luu thanh tap tin dulieu.doc

—  Tao mau thu tin: Chira ni dung chung cho tat ca cac thu.

—  Thuc hién tron thu: Gdm 6 budc:

Mail Merge v X

Select document type

What type of document are you
working on?

i@ Letters

(") E-mail messages
(71 Envelopes

i Labels

(7 Directory

Letters

Send letters to a group of people.
‘You can personalize the letter
that each person receives,

Click Mext to continue.
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+ Tai trang thu tin, chon Tab Mailings[(Group Start Mail Merge)[] Start
Mail Merge[Step by Step Mail Merge Wizard. Xuét hién ctra s6 Mail Merge.

+ Select document type: Chon loai thu (Chon Letters), next.

+ Select starting document:

- Chon Use the current document: Chon tai liéu hién hanh lam mau thu
tron

- Start from a Template: Chon mau Template

- Start from existing document: Chon mgot tai liu da co, chon xong click
next sang budc ké tiép

+ Use an existing list: Chon bang dit li¢u chira danh sach nguo1 nhan, click
nut browse, md danh sach, click nut select all, OK, Next.

+ Xem trudc thong tin duoc tron.

+ Thuc hién tron: C6 thé dung thanh cong cu Mail merge, Click nut Merge
to new document, xuat hién ctra s6 Merge, chon pham vi tron, OK hoan tat, cac thu tron
xong dugc luu vao mat tap tin moi.

+ Tinh nang nang cao:

—  dé khai thac hét nhiing tinh ning cta tron thu nhu thém diéu kién (If Then
Else...), Next Record, Next Record If... chon Tab Mail- ings[/Group Write & Insert
Fields[JRules.

3.6.2.  Tim kiém va thay thé (Find and Replace) Tim kiém

Tim kiém 1a bai toan kha pho bién trong linh vuc Tin hoc. Viéc tim kiém bang tay
v6i khoi lugng van ban 16n ludn 1a diéu khong kha thi, ton nhiéu cong sitc ma lai kém
hiéu qua. Word cung cap cho nguoi ding tinh ning tim kiém rat manh mé, rat ngan thoi
gian tim kiém va luén dam béo tinh chinh xAc.

View[(Group Show)[/Navigation Pane xuat hién hop thoai Navigation cho phép

ngudi ding nhap ndi dung can tim trong muc Search Document.
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Mavigation v X
Search Document L -
EREES .
Hinh 3.56: Hop thogi Navigation
Thay thé noi dung
Chtrc ning Replace dé thay thé noi dung cii bang ndi dung moi.

View[(Group Show)[1Navigation Pane, click m& rong Combo box Search
Document chon Replace.

Mavigation * X
Search Document 2~

Options...
&‘E Advanced Find...
wae Replace.

= GoTo..

ﬂ Graphics

j Tables

T Equations

AB'  Footnotes/Endnotes

=4 Comments b
Hinh 3.57: Chon churc nang Replace
Xuét hién hop thoai Find and Replace:

Find and Replace @
Replace GoTo
Find what: | E
Replace with: |z|

Hinh 3.58: Hop thoai Find and Replace

78



—  Find what: Nhap noi dung can tim.

—  Find Next: Tim t¢i ndi dung ké tiép.

—  Replace with: Nhap noi dung thay thé.

—  Replace: Thay thé noi dung dang dugc danh dau hién hanh.

—  Replace All: Thay thé toan bd ndi dung duoc danh dau trong tai lidu.

—  Cancel: Huy bo.

3.6.3.  Thém chu thich

Chu thich duoc thém vao tai liéu Word nhiam dién giai cho mot ndi dung nao do.
Review [ J(Group Comments)[ /New Comment, nhdp ndi dung chu thich.

—  Céc chuc nang khac cia Group Comments:

+ Delete: Xo6a chu thich.
+ Previous: Di chuyén dén chu thich bén trén.
+ Next: Di chuyén dén chu thich phia dudi.

3.7. In An Trong Word
dé thuc hién in 4n tr MS Word, tir thé File[Print. Chon thong s6 thiét 1ap nhu mo
ta & phan Windows trudc khi in 4n. Nhung trudc khi thyc hién in 4n, ching ta phai thiét

Page Layout

1ap thong so trudce khi in. = Ol E B
37.1.  Dinh dang trang in T oL T T Ry

Page Layout[1Group Page Setup, véi cac muc chinh nhu sau:

Nt Margins: Chi dinh thong sd vé 1 cho trang in. Chung ta c6 thé chon tir céc
mau cd san,

hodc chon Custom margins dé tiy nhap thong sd vé 1&: 18 trén, dudi, trai, phai
(Top, Bottom, Left, Right).

Nut Orientation: chon hudng in doc hay ngang.

Nut size: Chon kich thudc gidy in trong danh sach, hodc nhap kich thudc trang

theo yéu cau cua ngudi dung tir muc More Paper Sizes.
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Chung ta c6 thé mé rong Page Setup (click vao vi tri miii tén phia cubi bén phai

Page Setup @

| Margins | Header [Footer I Sheet |

Orientation
@ Portrait ) Landscape
Scaling

@ Adjustto: | 100 | % normal size

“) Fit to: 1 = |page(s) wide by |1 = tall

Paper size: Letter

KN |EX

Print guality: | 600 dpi

First page number: | Auto

ctia thé) xuat hién hop thoai Page Setup.
Hinh 4.39: Hop thogi Page Setup

w o+ + o+ + +

Thé Page: dat hudng trang, chon kho gidy in.
Orientation: Chon hudng .
Scaling : Chon ty 1€ in.
Paper size: Chon kho gidy.
Print quality: Chat lugng in.
First page number: S6 bat dau cua trang dau.
Thiét lap trudce khi in
Copies: S6 lugng ban in.
Printer: Chon may in.
Print All Pages: In tat ca hodc nhéap so trang in vao
Print One Sided: Chon in mdt mat hay hai mat.
Collated: Thu tu trang in
Portrait Orientation: Hudng gidy in.
Custom Page Size: Kho gidy in.
Custom Margins: Thiét 1ap 1¢.

1 Page Per Sheet: Thiét 1ap so lugng trang in trén r

ages:

E

IJ\JCD”atEd

123 123 123

j Portrait Orientation

v

5

Print
|'_~J
= Copies:
Print
Printer
; PrimoPDF
% Ready
Settings

Print All Pages

4 Print the entire document

Print One Sided

4k

-

Printer Properties

Only print on one side of the page

Custom Page Size

63"x9.25"

Custom Margins

1 Page Per Sheet

-

Page Setup



Chuwong 4. MICROSOFT EXCEL
4.1. Gi6i Thiéu Microsoft Excel
Microsoft Excel 1a phin mém vé bang tinh dién tir dung dé luu trit, t6 chirc va thao
tac trén dir liéu. Vung 1am viéc cua Excel 1a mot bang gdm nhiéu hang va cot. Hang (row)
duoc duge nhan dién boi sd (1,2,3,...) va cot (col- umn) dugc nhan dién bdi ky tu
(A,B,C,...). Giao giita hang va cot 1a 6 (cell) va co dia chi 1a <cot-hang> vi du A7. O 1a
don vi co s& dé luu trit dit liéu cua bang tinh.

41.1. Céac thanh phin trong cira so Excel

4'4 H9- i Bookl - Mlcrsmﬂ Excel e & =
m Home | Inset  Pagelayout  Formulys  Data hview  View  Add-ins 6o @@ R
1\
= X imes NewRoi~ 12 - = 3% = = Genel A\ A Zelset- T - A
) i \\ 2 727 @

— Q- B ZU- Ax EEFE $-% o)

50 Delete ~ 3] v

"y e e-a e wa \U7 B - et il )
: 5 N -1

Clipboard 1 [ \l - Alignment . Number \ \'\ e Al I‘\

Az | |\ - S 1 | :

'. \ £ S

7 \\is c D‘\\. E ¥ Q'c\l. H 1 J K‘.L‘

: . \I ‘,ll \ V| “I
\ \ - '

> \
6
7
8
: Ving lam viéc
10
11
12
14 ‘,
15
16 1/ X
< < 0| gheet1 /Sheet2 . Sheets . 93 4 'L
Ready ZRE o & -

Hinh 4.1: Giao dién MS Excel 2010

Céc thanh phan trong cira s6 Excel gom:

—  Title bar: Thanh tiéu dé.

—  Tab bar: Thanh 1&€nh.

—  Ribbon: Thanh chtra cac Group cong cu.
—  Formula bar: Thanh cong thtrc.

—  Sheet Tab: Chura céac sheet trong workbook.

81



412. CAu tric cia mdt workbook Workbook

Mot tap tin cua Excel 2010 duogc goi 1a mot Workbook va c6 phan phéan loai mic
dinh la xlsx. Mot Workbook duoc xem nhu 1a mot tai liéu gém nhiéu trang goi la sheet,
mot workbook co tdi da 255 sheet.

Worksheet

Mdi mot sheet 1 mot bang tinh gom cac hang va cot

—  Hang: C6 t6i da 1a 1.048.576 hang, duoc danh sb thir tw tir 1,2,3,...

~  Cot: C6 tdi da 12 256 cot, duge danh sé tir A,B,C,...

- O:La giao cua cOt va hang, dir li¢u dugc chira trong cac 0, gilta cdc 6 c6 ludi
phan cach.

—  MBJi 6 c6 mot dia chi dugc xac dinh bang tén cua cot va so thit ty hang.

<tén cot><Chi sb hang>

—  Con tro 6: La mot khung nét doi, 6 chira con tré 6 dugc goi 1a 6 hién hanh.

—  Vung (Range): Gom nhiéu 6 lién tiép nhau, mdi viing c6 mdt dia chi duoc goi
la dia chi vung. dia chi ving dugc xac dinh bdi dia chi cua 6 goc trén bén trai va 6 géc
dudi bén phai, gitta dia chi ctia 2 6 nay 1a ddu hai cham (:) vi du C5:F10

—  Gridline: Trong bang tinh c6 cac ludi (Gridline) dung dé phan cach giira cac
0, cac ludi nay s& khong xuét hién trong trang in.

—  Mubn bat/tat Gridline, chon 1énh View![ (Group Show)[] Gridlines

Cac thao tac trén sheet
Chon Sheet lam viéc: Click vao tén Sheet.
d6i tén Sheet: D_Click ngay tén Sheet can d6i tén, sau d6 nhap vao tén méi.
Chén thém mdt Sheet: Chon 1énh Insert[] WorkSheet.
—  X6a mdt Sheet: Chon Sheet can xoa, R Click[] Delete.

4.1.3. Cac kiéu dir liéu va cach nhap Kiéu dir liéu so

Khi nhap vao s bao gom: 0.9, +, -, *,/, (,), E, %, $, ngay va gid thi sd theo dung
quy udc trong moi truong Windows s& mic dinh duoc canh 18 phai trong 6.
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bé dat quy dinh vé cach nhdp va hién thi sd trong Windows: chon Iénh
Start[]Control Panel[JRegional and Language [] Formats [] Additional Settings[INumber

¥ Customize Format
m[ Currency l Time l Date ‘
Example
Positive:  123,456,789.00 Negative: | -123,456,783.00
Decimal symbol: ; v
No. of digits after decimal: [2 vJ
Digit grouping symbol: P v
Digit grouping: {123,456,789 ']
Negative sign symbol: < >
Negative number format: [-1.1 vJ
Display leading zeros: [0.7 '}
List separator: . v
Measurement system: [U.S. V}
Standard digits: [0123456789 V]
Use native digits: tNever ']
Click Reset to restore the system default settings for
numbers, currency, time, and date.
[ OK ] [ Cancel } Apply

Hinh 4.2: Hop thoai Customize Format

—  Dir liéu dang sé6 (Number):

Decimal symbol: Quy uwéc dau phan cach phan thap phan.
No. of digits after decimal: S chit s6 thap phan.

Digits grouping symbol: Dau phan cach hang ngan.
Digits grouping : S6 s6 hang trong Group.

Negative number format: dinh dang s6 am.

+ + + + + o+

List separator: Quy udc dau phan cach ngan.

—  Dir liéu dang tién té (Currency):

Excel cho phép nguoi dung dinh dang cach hién thi cac loai tién té khac nhau. Dau
phan cach giita cac phan theo quy dinh cta hé thdng nhu kiéu Number. Kiéu dit liéu tién
t¢ ding s¢€ tu dong canh phai.

—  Dir liéu dang ngay (Date):

Excel s& hiéu dit liéu kiéu Date khi ta nhdp vao ding theo sy quy dinh cua
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Windows, dit liéu s& canh phai trong 6. Nguoc lai Excel s& hiéu 1a kiéu chudi.

dé kiém tra va thay ddi quy dinh khi nhap dit liéu kiéu Date cho Windows: chon
Start[]Control Panel[]Regional and Language [1For- mats[]Additional Settings[]Date.

— Dt li€u dang gi6 (Time):

Excel s& hiéu dit liéu kiéu Time khi ta nhap dung theo quy dinh ciia Windows, mic
dinh 1a gio:phut:gidy (hh:mm:ss AM/PM). Dt liéu s€ canh phai trong 6.

Dir liéu kiéu chudi (Text)

Dir liéu chudi bao gom ky tu chir va sd, khi nhap thi mic dinh 1a canh trai trong 0.

Cong thue (Formula)

Cong thirc bat dau bang dau =, gia tri hién thi trong 6 13 két qua cua cong thirc, c6
thé 1a mot trj s, mot ngay thang, mot gio, mot chudi hay mgt thong bao 16i.

Cong thirc 12 sy két hop giita cc toan tir va toan hang.

[] Cac toan tir nhu: +, -, *, /, &7, >, <, >=, <=, =<>, ...

—  Cac toan hang nhu: hﬁng, ham, dia chi 0, dia chi vung, ...

4.1.4. Cac loai dia chi va cac thong bao 156i thwong gip dia chi twong doi

La dia chi ma no tu dong cap nhat theo su thay ddi cua dia chi 6 nguén khi thuc
hién thao tac copy cong thirc dé bao toan méi quan hé twong dbi giita cac 6 trong cong
thirc.

Quy woc: dia chi tuong doi cua 6 c6 dang:

<Tén cot><Chi sé hang>

Vi du:
A [ B [ € ] A | B | ¢ |
1 |sdlwgng don gid  thanhtign | 1 [sdlwgng domgia  (thanh tidn
2 3l joo)=ka+gz 1| 2 3 100 300
El 10 &0 B007 | 3 101 50)=A3"53
4 16 40 GO0 | 4 14 40 B0
Hinh 4.3: Vi du dia chi twong doi
dia chi tuyét doi:

La dia chi ma n6 khong thay d6i khi thyc hién thao tac copy cong
thurc.

Ouy wéc: dia chi tuyét dbi cua 6 c6 dang:
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Vi du: |$<Tén cot>$<Chi sb Dana> |

A B [C| D_ B ] C| D
1] TG} 16000 (1 TGIA[ 15000
2UsD v 2[UsD N

EN N 3 1502400000

[l 2un 4 2oq=at0s1]

5] G T !

Dia chi hon hop

La dia chi ma né chi thay d6i mot trong hai thanh phan (hang hodc cot) khi copy
cong thirc.
Quy uoc: dia chi-hénhep-eo-dang:

$<Tén cot><Chi sb hang

>giﬁ: cq dinh cot khi copy

cong thirc

giit ¢6 dinh hang khi copy cong thirc
Vidu: $A1  |<Tén cot>$<Chi sb hang>

Vi du: AS1

Vi du:
[ [ATB8[C BN E[F [ JAls[c[0]E NN
| 1 MAT BON PONVI1 o2 [ 1 MAT PON  PONVIY Do VI 2
_?_ HANG GIA g 184 SL 184 ;7727 HANG GIA ¢ iR} SL T
[31a  [og] 19=C5%83 [Bla [oq] 12/ 1200] 15=E39E
|48 [ 250 24 | [4/B 250 24 1
[51c [ 300 10 30 |5IC 300 10 0

Hinh 4.5: Vi du dia chi hon hop
Khi copy cong thirc tir D3 sang F3 thi cot B khong ddi -> ¢b dinh
cot B.
Céach chuyén d6i gitta cac loai dia chi

Khi nhap mot dia chi trong cong thirc va nhan phim F4 dé chuyén tir dia chi tuong
d6i sang tuyét d6i va hdn hop.

F4 F4 F4 T4

Al—> $ASI—*> A5l »$Al > Al

Hinh 4.6: Chuyén doi qua lai cac loai dia chi
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Céc thong bao 16i thudng giip trong Excel
Khi Excel khong tinh duoc mét cong thirc thi chuong trinh s& bao 15i sai, bat dau

bang dau #, dudi day 1a danh sach cac thong bao 1561 thudng gip.

Thong Nguyén nhan
béo 16i
#DIV/0 Trong cong thuc c6 phép tinh
! chia cho 0.
#N/A Cong thirc tham chiéu dén 6 co

gi4 tri khong tim thay hodc nhap ham

thi€u doi so.

#NAM Trong cong thure ¢6 tén ham hodc
E? tén 0 sai.

#NUL Xay ra khi xac dinh giao gitra 2
L vung

nhung ving giao nhau 1a rong.

#NUM Dit liéu s bj sai.
!

#REF! Xay ra khi trong cong thirc co6

tham chiéu

dén mot dia chi khong hop 16.

#VAL Trong cong thurc ¢6 cac toan
UE! hang va

toan tur sai kiéu.
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4.2. Céc Thao Tac Co Ban

4.2.1.  Xurly trén khoi dir lidu dat tén cho ving

dé thuén tién cho viéc thao tac trén dit liéu, ta ¢ thé dit tén cho mot vung dir li¢u
duoc chon nhu sau:

—  Chon vung dir lidu can dat tén.

—  Nhap tén ving vao muc Name box. Nhin enter.

Sao chép dit liéu tir 6 nay sang 6 khac va dién dir liéu

— St dung chtic ndng Copy va Paste:

+ Chon vung dit liéu ngudn can sao chép.

+ Chon Home[(Group Clipboard)[]Copy hoic nhin Ctrl+C

+ Di chuyén con tré 6 dén 6 dau tién cua vung dich.

+ Chon Home[(Group Clipboard)JPaste hoic nhin Ctrl+V

— Ty dong dién dit liéu (AutoFill):

+ Str dung tinh ning AutoFill: Khi Drag tai Fill handle xudng phia dudi
hoic sang phai, AutoFill s& tao ra diy cac gia tri ting dan dua theo mau trong day 6 da
duoc chon.

+ Str dung tinh ning Fill tir Ribbon: Ngoai tinh ning AutoFill, con c6 thé st

dung 1énh Fill tir Group Editing dé thuc hién nhiing sao chép don gian.

- Dit tro tai 6 mudn sao chép va Drag dén nhimg 6 mudn dién vao

- Chon Home[1(Group Editing)[1Fill, sau d6 chon 1énh Down, Right,
Up, Left thich hop véi huéng mudn sao chép

— St dung chure nang Copy va Paste Special

Chtre ning Paste Special gitip ngudi ding cé thé sao chép mét thanh phan nao d6

cua dir liéu.

+ Chon dit liéu can sao chép.

+ Chon Home[1(Group Clipboard)[1Copy.

+ Chon vj tri can sao chép dén

+ Chon Tab Home[ ]Group Clipboard[1Pastel[] Paste Special.
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+ Xuat hién hop thoai Paste Special. Chon dang sao chép:

Paste Special @
Paste
o &II All using Source theme
Formulas All except borders
Values Column widths
Formats Formulas and number formats
Comments Values and number formats
Validation All merging conditional formats
Operation
@) Mone Multiply
Add Divide
Subtract
Skip blanks Transpose
Faste Link [ 0K l | Cancel

Hinh 4.7: Hop thoai Paste Special

- Formulas: Chi sao chép cong thuc.

- Values: Chi sao chép gia tri.

- Formats: Chi sao chép dinh dang.

- Comments: Chi sao chép chu thich.

- Validation: Sao chép kiém tra tinh hop 1¢ dit liéu

- All except Borders: Sao chép tit ca ngoai trir dudng vién.

- Column widths: Sao chép do rong cua cot.

- Formulas and number formats: Sao chép cong thirc va dinh dang dir
ligu s6.

- Values and number formats: Sao chép gia tri va dinh dang dit li¢u $0.

- Operation: Add, Subtract, Multiply, Divide: Sao chép dong thoi thuc
hién phép toan cong, trir, nhan, chia.

4.2.2.  Thao tac trén hang va ct Thém hang

—  Chon cac hang ma tai do mudn chén thém hang méi vao.

—  Vao Home[J(Group Cells)[JInsert Sheet Rows hodac R Click, chon Insert

Thém cot

—  Chon céc cOt ma tai d6 mudn chén thém cot méi vao.

—  Vao Homel1(Group Cells)[JInsert Sheet Columns hodac R_Click, chon Insert

Thém 0 mai

—  Chon céac 0 hoac dua con tro dén 6 ma tai d6 muodn chén céc 6 trong vao.
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—  Chon Home[I(Group Cells)[JInsert Cells hodc R_Click, chon In- sert..., xuat

hién hop thoai sau:

Insert E|

Insert
) shift cells right

{:} Entire row
) Entire column

[ (0] 4 ] [ Cancel ]

Shift cells right: Dit liéu trong 6 hién hanh bi dy sang phai.
Shift cells down: Dir liéu trong 6 hién hanh bi ddy xudng dudi.

Entire row: Chen ca dong mai.

+ o+ o+ o+

Entire column: Chén ca cdt moi.

Xba hang, cot, hoac 6

—  Xoa hang/cot: Chon cac hang/cot can x6a. Chon Home[ Group
Cells[IDelete[1Delete Sheet Rows/Delete Sheet Columns hodc R_Click chon Delete.

—  Xba 6: Chon cac 6 can x6a. Chon Home [l Group Cells[]Delete[1Delete Cells
hodc R_Click chon Delete...

Thay d6i d6 rong cua cot va chiéu cao cua hang

—  (C6thé thay doi do rong cua cdt hoac chiéu cao cla hang bﬁng cach dua chuot

dén bién gitra tén cot/hang sau d6 drag chudt dé thay doi kich thudc.

+ Dung Home[1(Group Cells)[JFormat.

+ Chon Row Height dé thay d6i chiéu cao ctia hang (hoic chon Column
Width dé thay doi do rong cua cot).

+ Chon AutoFit Row Height/AutoFit Column Width dé tu dong diéu chinh

kich thudc vira voi dir liéu.
4.2.3.  Pinh dang cach hién thi dir liéu dinh dang cach hién thi dir liéu sb

—  Chon vung dir li¢u can dinh dang.
—  Chon Home[l(Group Cells)[1Format[]Format Cells, chon thé¢ Number.
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I

Format Cells

5] [nsel
Mumber |Alignment| Font | Border I Fill |Protection
Category:
General - Sample
Currency
Accounting - \ -
Date Decmal places: |2 =
Time [] use 1000 Separator {,)
Percentage
Fraction Megative numbers:
Scientific 123410 m
Text 1234,10
Spedial (1234.10)
Custom (1234.10)

Mumber is used for general display of numbers. Currency and Accounting offer spedalized
formatting for monetary value.

[ o

] [ Canicel

Hinh 4.8: Hop thoai Format Cells

Dit liéu s6 khi nhdp vao mot 6 trén bang tinh phu thudc vao 2 thanh phﬁn:
Loai (Category) va mi dinh dang (Format code). Mot s6 c6 thé hién thi theo nhiéu loai

nhu Number, Date, Percentage,... mdi loai c6 nhiéu cach chon mi dinh dang.
—  Chon loai thé hién trong khung Category.

phay, so chir s6

thap phan tuy y.

LOAI CONG DUNG ViDU
dinh dang s6 mic dinh, canh 15.75
General phai, gitt nguyén dang ban dau nhu 15234
khi nhap vao
dinh dang s véi dau chdm 3.14159
Number dong c6 thé hd tro bang cac dau (1,234.57)

90



Currency dinh dang don vi tién té $12.345 1234
VNd
dinh dang tién té duoc thiét ké $75.50
Accounting |dé canh cac cot theo ddu thap phan $5.50
cua gia tri
tién té
dinh dang ngay thang chung, 09/12/2010
Date ngay thang duogc hién thi theo mot sd Sep-12-10
kicu
tiéu chuan
dinh dang gi¢6 chung, gid dugc 2:30 PM
Time hién thi theo mot so ki€u tiéu chuan 14:30:20
Mot cach dinh dang ma cac gia
Percentage |tri trong cac 6 dugc chon dugc nhan 100%
vGi 100 va két qua hién thi voi biéu 68.8%
tuong
%
Fraction dinh dang dudi dang phén so 1/5
dinh dang s6 khoa hoc, st 1.25E+3
Scientific  |dung mii cho céc s6 ¢6 qua nhiéu chi 2.0E-2
50
Text dinh dang s6 nhu vin ban 123
Cac dang dac biét Zip Code, 9810-
Special Phone Number 12312-34-
56
Custom Danh sach cac dang tiéu chuan 15/06/2010
hoac
cac dang tuy chon

Ngoai ra c6 thé dinh dang nhanh cach hién thi s6 bang cach dung cong cu

trén thanh cong cu Formatting.
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S [

Percent Cottna

A % 1

=T

00
.0

Decrease
-

Increase

Hinh 4.9: dinh dang hién thi s6 bang céng cu Formatting

—  Currency: dinh dang kiéu tién té.

—  Percent Style : dinh dang kiéu phan tram.

—  Comma Style: dinh dang c6 dau phan cach ngan.

—  Increase Decimal: Tang thém mot sb 16 phan thap phan.

—  Decrease Decimal: Giam bot mot s 16 phan thap phén.

dinh dang don vi tién t&

dé kiém tra, thay d6i dinh dang cach hién thi tién té trong méi truong Windows,

Chon Start[]Control Panel[JRegional and Lan- guagel[ ] Additional Settings[]Currency.

—  Currency symbol: Nhap dang ky hiéu tién té.

—  Positive currency format: Chon vi tri dat ky hiéu tién té.

Canh 1& dit liéu trong 6

Chon Home[1(Group Cells)[JFormat[/FormatCells[] Alignment.

Format Cells @
Number EAIlgnment‘él Font I Border I Fill IProbection |
Text alignment Orientation
t:;;:enll'-latlal: |Z| Indent: * ‘_
Vertical: a = T .
Bottom |z| i Text 7’
Justify distributed t .
Text control . *
Wrap text 0 Degree:
Shrink to fit =
Merge cells
Right-to-eft
Text direction:
Context |z|
[ COK ] | Cancel
Hinh 4.10: Hop thoai Format Cells
—  Text Alignment: Canh 1& cho dit liéu trong 6.
+ Horizontal : Canh 1¢ theo chiéu ngang (Left/ Right/ Center/ Justified/
Center Across Selection/ Distributed/ Fill).
+ Vertical: Canh 18 theo chiéu dimg (Top/ Center/ Bottom/ Justify/

Distributed).

92



dang.

Orientation: Chon hudng cho dit liéu (nhap s6 do goc quay trong 6 Degrees).

~  Text Control: diéu chinh dit liéu.

+ Wrap text: Dir liéu ty dong xudng dong khi gip 1& phai cua 0.

+ Shrink to fit: Dt li¢u ty dong thu nho kich thudce cho vira véi 0.

+ Merge cells: Két hop cac 6 thanh 1 6.

dinh dang ky tu

—  Chon Homel!Group Cells[/Format[/Format Cells[/Font: Chon kiéu dinh

— €06 thé dinh dang bang cong cu & Group Font.

K¢ khung cho bang tinh

—  Chon Homel!Group Cells[/Format[Format Cells[] Border.
Format Cells [~ | 3]

MNone Qutline Inside

____________ Border

Text Text

Color: Text Text

The selected border style can be applied by dicking the presets, preview diagram or the buttons
above,

oK ] ’ Cancel

—  Presets: Chon kiéu ké khung.
None: Bo ké khung.
Inside: K¢é cac duong trong.
Outside: Ké duong vién xung quanh.
—  Border: cho phép chon dudng ké truc quan theo yéu ciu.
- Line:
+ Style: Chon kiéu cua duong ké.
+ Color: Mau cua duong ké.
T6 nén cho bang tinh
—  Chon Homel1(Group Cells)[IFormat[]Format Cells[Fill

+ Pattern Color: Chon mau nén.
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+ Pattern Style: Chon cdc miu nén.

~  C6 thé t6 nhanh bang cach Click ntt Fill Color & Group Font.

Luu ¥: C6 thé mé hop thoai Format Cells bang cach chon ving dir liéu, R_Click
chon Format Cells trong Shortcut menu.

4.3. Mot S6 Ham Trong Excel

Ham dung dé tinh toan va tra vé mot gia tri, trong 6 chtra ham s& tra vé mot gia tri,
mot chudi ky tu hoac mot thong bao 10i, ... Excel c6 mot tap hop cac ham rat phong phu
va dugc phan loai theo tirng nhom phuc vu cho viée tinh toan trén nhiéu kiéu dir liéu va
nhiéu muc dich khéac nhau.

43.1.  Cu phép chung va cach st dung Ca phap chung

da s cac ham cua Excel déu c6 do61 s6 nhung cling c6 nhitng ham khong c6 doi

= TEN HAM ([Danh sich #iéi s0])

s0. Néu ham c6 nhiéu doi so thi gitra cac doi so phai dugc phan cach bang ky hiéu phan

cach, cac ky hiéu phan cach dugc quy dinh trong Control Panel... vdi mic dinh 1a dau
phay

Céch sir dung

Néu cong thirc bat dau 1a mot ham thi phai c6 dau = (hodc diu @, hodc dau +) ¢
phia trudc. Néu ham 1a d6i s6 cia mot ham khéc thi khong can nhap cac dau trén. C6 2
cach nhap ham:

—  Cach 1: Nhap tryc tiép tir ban phim
dat tré chudt tai 6 mudn nhap ham.
Nhép ddu = (hodc ddu @, hodc dau +).
Nhép tén ham cung cac ddi s6 theo ding ct phép.
Nhan Enter dé két thuc.
—  Cach 2: Thong qua hdp thoai Insert Function

+

+

+ dat tré tai 6 mudn nhap ham.
+ Click chon Insert Function * hodc Shift+F3.
Insert Function EJE|

Search for a function:

Twpe a brief description of what vou want to do and then
click Gal

O select a category: | all R

Select a Function;

=
AC05

SiZ05H

ADDRESS

Fatyl o

AREAS

A5IM v 94
ABS{number)
Returns the absolute value of a number, a number without its sigr.

Help on this Funckion =14 ] [ Cancel




Hinh 4.11: Hop thogi Insert Function

+ Chon Group ham trong danh sach Function category.

+ Chon ham cén str dung trong danh sach Function name.
+ Click OK dé chon ham.

+

Tuy theo ham dugc chon, Excel s€ m& hop thoai ké tiép cho phép nhap

cac doi so (nhap hodc quét chon). Tién hanh nhap cac doi s6. Vi du danh sach cac do1 so

can nhap cua ham IF

Function Arguments

IF
Logical_test ||
Yalue_if_true

Value_if_False

FALSE,

Formula result =

Help on this Function

Checks whether a condition is met, and returns one value if TRUE, and another value if

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

<]

n o

[ O ] [ Cancel ]

Hinh 4.12: Hop thoai Function Arguments

4.3.2. Cac ham thong dung Cac ham toan hoc (Math)
CU PHAP Y NGHIA VA VI DU
ABS(number) Tra vé gia tri tuyét ddi ciia mot so6 thuc.
=ABS(12 - 20)18
Tra vé s6 nguyén 16n nhat khong vuot qua
INT(number) |number.
=INT(5.6) [15
=INT(-5.6) [] -6
Tra vé s6 du ctia phép chia nguyén number cho
MOD(number, |divisor (number, divisor 14 cac s6 nguyén).
divisor) =MOD(5, 3) 12
Lam tron 1én toi mot s nguyén 1¢ gan nhat.
ODD(number) =0DD(3.6) 5
=0DD(-2.2) [1-3
PRODUCT((nu Tinh tich cta cac gia tri trong danh sach tham sb.
mberl, number2, ...) =PRODUCT(2, -6, 3, 4) [1-144
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Tra vé mot s0 ngau nhién trong khodng tir 0 dén

RAND() 1.
=RAND( ) 1S ngiu nhién
Lam tron s6 number v&i do chinh xac dén
num_digits chit s thap phan (v6i qui ude 0 1a 1am tron
ROUND(numbtéi hang don vi, 1 1a 1y 1 chir s6 thap phan, -1 1a 1am

er, num_digits)

tron té1 hang chuc, ...).
=ROUND(5.13687, 2) [15.14
=ROUND(145.13687, -2) [1100

SQRT(number Tinh cin bac 2 ctiia mot sb duong number.
=SQRT(36) [16
SUM(numberl Tinh tong cua cac gia tri trong danh sach tham s6.

, hum- ber2, ...)

=SUM(2, -6, 8, 4)(1 8

SUMIF(range,
crite- ria |,
sum_range])

Tinh tong cac 6 thda man dicu kién.
- range: vung ma diéu kién s& dugc so sanh.

- criteria: chudi mo ta di¢u kién. Vi du: "10",

n>15n’ n<20u’ L
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Cac ham théng ké (Statistical)

CU PHAP Y NGHIA VA Vi DU
Tra vé gia tri 16n nhat cua cac gia tri so trong
MAX(numberl, |danh sach tham sb.
number2, ...) =MAX(1, 2, 3,5) [J5

MIN(numberl,
number2, ...)

Tra vé gia tri nho nhat ciia cac gia tri s6
trong danh sach tham sd.
=MIN(1, 2, 3,5) [ 1

AVERAGE(nhumb
erl, number2, ...)

Tra vé gia trj trung binh cong clia cac sd
trong danh sach tham sd.
=AVERAGE(1, 2, 3, 5) [12.75

dém so céc gia tri so trong danh sach tham

COUNT (valuel, [so.
valuez, ...) =COUNT(2, “hai”, 4, -6) [1 3
dém s6 cac 6 khong rong trong danh sach
COUNTA(valuel, tham sb.
value2, ...) =COUNTA(2, “hai”, 4, -6) [1 4
COUNTBLANK(r dém so cac 6 rong trong ving range.
ange) =COUNTBLANK(B4:B12)

COUNTIF(range,
criteria)

dém cac 6 thoa man diéu kién criteria trong
vung range.

- range: 1a ving ma diéu kién s& duoc
S0 sanh.

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

=COUNTIF(B4:B12, “>=6")
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RANK(number,
ref [, or- der])

Tra vé thir hang clia number trong ref, v6i
order 1a cach xép hang.

Néu order = 0 hodc dugc bd qua thi ref
duoc hiéu 14 c6 thir tw giam.
Néu order <> 0 thi ref dwoc hiéu 14 ¢6 thi

tu tang.

Céac ham Logic

CU PHAP Y NGHIA VA Vi DU
Tra vé gia tri TRUE néu tt ca cac diéu kién
AND(logicall,  déula TRUE.
logical2, ...) =AND(3>2, 5<8, 9>-12) [ TRUE
Tra vé gia tri FALSE néu tat ca diéu kién 1a
OR(logicall, FALSE.
logical2, ...) =0R(2>3, 12<8, 9>3) I TRUE
=0R(2>3, 12<8, -9>3) [IFALSE
Lay phu dinh cua gia tri logical.
NOT (logical) =NOT(2>3) UTRUE
Tra vé gia tri value_if true néu diéu kién|
IF(logical_test,  [logical_test 1a TRUE, nguoc lai s& tra vé gia tri
val- ue_if true, value_if false.
value_if false) =IF(A1 >=5, “dau”,”Rot”)

Cac ham xur Iy chudi (Text)

CU PHAP

Y NGHIA VA Vi DU

LOWER(text)

Chuyén chudi text thanh chit thuong.
=LOWER(“dai Hoc Cong Nghi¢p™)
[Idai hoc cong nghiép

UPPER(text)

Chuyén chudi text thanh chit in hoa.
=UPPER(“dai Hoc Cong Nghi¢p™)
JdAI HOC CONG NGHIEP TPHCM
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d6i cac ky tu dau clia mdi tir trong chudi
text thanh chit in hoa, con lai déu 13 chir thuong.
PROPER((text) =PROPER(“dAI HOC CONG NGIEP”)
) dai Hoc Cong Nghi¢p
Cat bo cac ky ty trong vo ich trong chudi
TRIM(text) text.
=TRIM(* dai Hoc Cong Nghiép )[dai
Hoc Cong Nghi¢p
Tra vé do dai cia chudi text.
LEN(text) =LEN(“¢dAI HOC CONG NGHIEP”)[119
Tra vé num_char ky tu bén trai chudi text.
LEFT (text, =LEFT(“dAI HOC CONG NGHIEP”, 7)
num_chars) 1 dAT HOC
Tra vé num_char ky ty bén phai chudi
RIGHT (text, text.
num_chars) =RIGHT(“d¢Al HOC CONG NGHIEP”,
11)[] CONG NGHIEP
Tra vé chudi ky tu ¢6 6 dai num_chars
MID(text, bat dau tir vi tri start_num cta chudi text.
start_num, num_chars) =MID(“dAl HOC CONG NGIEP”, 5, 3)
[THOC
Chuyén chudi c6 dang so6 thanh tri so.
VALUE(text) =VALUE("123") + 2 1125

Cac ham ngay va gio (Date & Time)

CU PHAP Y NGHIA VA Vi DU
TODAY() Tra vé ngay hién hanh cta hé thong.
=TODAY()
Tra vé ngay va gio hién hanh ciia hé thong.
NOW() =NOW()
Tra vé gia tri ngay trong thang ciia biéu
DAY (date) thirc ngay date.
=DAY(A1)[114
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Tra vé gia tri thang trong nam ciia biéu
MONTH(date) thic ngay date.
=MONTH(A1)[ 8

YEAR(date) Tra vé gia tri nam cua biéu thirc ngay date.
=YEAR(A1)[12010
Tra vé so6 thir tw ngay trong tuan cua biéu
thuc date.
WEEKDAY (dat Gia tri 1: Sunday, 2:Monday, ..., 7: Satur-
e) day.
=WEEKDAY(A1)[13

Tra vé gia tri dang Date theo quy dinh cia
DATE(year,  hé théng.

month, day) =DATE(2010,08,14) [114/08/2010

=DATE(10,8,14) [114/08/2010

Tra vé gia tri dang Time.
TIME(hour, =TIME(8,25,28) [18:25:28 AM

minute, second) =TIME(17,2,46) [1 5:2:46 PM

Cic ham tim kiém (Lookup & Reference) Him VLOOKUP

—  Chirc nang: Tim gia trj lookup_value trong cot trai nhat ciia bang table array

theo chuan do tim range_lookup, tra vé tri twong ng trong cot thir col_index num (néu

tim thay).
\VVLOOKUP(lookup_value, Table_array,
col_index_num, range_lookup)
-  CuU phap:
+ range_lookup = 1: Tim twong d6i, danh sach cac gia tri do tim cua bang

Table_array phai sap xép theo thir ty ting dan. Néu tim khong thay sé tra vé gia tri 16n
nhat nhung nhé hon lookup_value.

+ range lookup = 0: Tim chinh x4c, danh sach céc gié tri do tim cia bang
Table array khong can sap xép thir ty. Néu tim khong thay sé& tra vé 16i #N/A.
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Vi du:

Ham HLOOKUP

A, C |
1 M3 tredng Tén trrirng
2 [ND 1=VLOOKUPIAZ §4511:58513 2 0)
3 [HB
4 |NT
5 [HB
B [MD
¢/ |HB
2
] BANG TRA
10 | M3 trurding TEn trurdrng ]
11 [ND Mguyén Du
12 |HB Hiaa Binh
13 |[MNT Mouyén Trai

Hinh 4.13: Vi du su d.ung ham Viookup

Chtrc nang: Tim gia tri lookup value trong dong trén cung cua bang table array theo

chuan do tim range lookup, tra vé tri twong tng trong dong thir row_index num (néu tim

thay).

- Cu phép:

HLOOKUP(lookup_value,
row_index_num, range_lookup)

Table_array,

Y nghia cta cac d6i sé ctia ham Hlookup twong ty nhu ham

Vlookup.
Vi du:
A B C o |
1 [M3E trucng Tén trrirng
2 [N J=HLOOKUP(AZ $B510:50511 2 0]
3 |HB
4 [NT
5 [HB
& [MD
7 [HB
8
9 BAMNG TRA
10 [M3 trrerng D HB NT
11 |Tén truérng guyén Du Haia Binh MouyEn Tréi
Hinh 4.14: Vi du su dung ham Hlookup
Ham MATCH
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—  Chuc nang: Ham tra vévi tri cuta lookup value trong mang
lookup_array theo cach tim match_type

MATCH(lookup_value, lookup_array, match_type)

- Cu phap:

+ match_type = 1: Tim twong d6i, danh sach cac gia tri do tim ctia bang
Table array phai sap xép theo thir ty ting dan. Néu tim khong thay s& tra vé vi tri cla gia
tri 16n nhat nhung nho hon lookup_value.

+ match type = 0: Tim chinh xac, danh sach cac gia tri do tim ctia bang
Table array khong can sap xép thir ty. Néu tim khong thiy sé& tra vé 161 #N/A.

+ match_type = -1: Tim tuong d6i, danh sach phai sap xép céac gi tri do tim
ctia bang Table array theo thir tr giam dan. Néu tim khong thiy s& tra vé vi tri cua gia tri

nho nhit nhung 16n hon lookup_value.

Vi du:
A AR c |
ENiGH |=MATCH(A3 A1:A50) —> 3
2 DT
z |
4 |SH
5 pL _
Hinh 4.15: Vi du su dung ham Match
Ham INDEX

—  Chirc ning: Tra vé gid tri trong 6 & hang thir row_num, cot thi

column_num trong mang array.

-  Cu phap:
INDEX(array, row_num, column_num)
Vi du:
S8 B C D ElEl F
11 CB KD ND
2 kv 150 200 100}=INDEX(B2 D4,1.2) —» 200
| 3 1KV2 100 150 85
143 &0 100 70

Hinh 4.16: Vi du swr dung ham Index
Céac ham kiém tra (IS_function)
Cac ham kiém tra dung dé kiém tra xem kiéu ctia mot gia tri hay ctia mot 6 c6 thoa

man moét diéu kién nao d6 khong. Chang han: 6 dir 1iu c6 phai la gia tri s6 khong? Co
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phai 1a chudi ky tu khong?...

Cac ham kiém tra ludn tra vé mot trong hai gid tr1 TRUE hodac FALSE. Nhu vay
cac ham nay co thé dap tng dugc trong cac truong hop ma c6 mot sb dit lieu ngoai 1¢
trong mot bang dit licu can tinh toan.

—  ISERROR(value): Tra vé gia tri TRUE néu value 12 mét 15 bat ky, nguoc lai
thi tra vé gia tri FALSE.

ISNA(value): Tra vé gia tri TRUE néu value 1 16i #N/A, nguoc lai thi tra vé gia tri
FALSE.

—  ISNUMBER(value): Tra vé gia tri TRUE néu value 1a gia tri s0, nguoc lai thi
tra vé gia tri FALSE.

—  ISTEXT(value): Travé gia tri TRUE néu value 1a mot chudi, nguoc lai thi
tra vé FALSE.

43.3. Cong thirc mang

HO6 tro théng ké, tinh toan dua trén nhiéu diéu kién khac nhau va duoc thuc hién
trén mang di li¢u.

Khi thuc hién tinh toan bang céng thirc mang thi cong thitc duge bao boc boi hai
dau ngodc {}. Hai du ngodc nay ngudi dung khong gé ma dugc tu phat sinh khi nguoi
dung thyc hién tinh toan bang cach nhan t6 hop phim Ctrl+Shift+Enter. Néu khi thyc hién
tinh toan hodc sira chita cong thirc ma quén nhan t6 hop phim trén thi cong thirc s& tra vé
gia tri khong ding hay thong bao 16i #VALUE! Error.

Vi du: Tinh téng s6 luong dién thoai do Minh ban:

A B C D
1 STT|TEN SAN PHAM |NGUGI BAN |SO LUGNG
2 1|May Lanh Tron 2
3 2|May Lanh Minh 5
4 3|Dién Thoai Minh 7
5 4\ May Quat Tron 8
6 5|Dién Thoai Minh 5
7 6| May Quat Tron 3
8 7|B4én Thoai Tron 7
Thuc hién:

{=SUM((B2:B8="Di&n Thoai")*(C2:C8="Minh")*(D2:D8))}

Néu phan ttr B; 13 dién thoai, ttrc 12 1 (True) dugc tra vé nguoc lai 0 (False) duoc
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tra vé. Néu phﬁn tir Cj 1a Minh, 1 dugc tra vé nguoc lai 0 duoc tra vé. Cubi cung phén tor
D; duoc tra vé. 3 gia tri nay dugc nhan lai v6i nhau. Sau d6 ham Sum & ngoai s& tinh tong

cho tat ca cac dong.

4.4, Thao Tac Trén Co S& Dir Liéu

44.1. Khainiém vé co sé dir liéu

Khi quan 1y thong tin vé mot d6i tugng, ta phai quan 1y cac thudc tinh lién quan
dén d6i twong d6. Vi du, quan 1y nhan vién thi cin quéan 1y thong tin ctia nhan vién nhu ho
tén, ma nhan vién, phai, ndm sinh, noi sinh, dia chi, ma ngach, bac, hé 30, luong, phu cép,
chtic vu,... d6 13 cac thudc tinh phan anh ndi dung ciia mét ddi twong can quan 1y. Cac
thudc tinh d6 thuong dugc biéu dién dudi dang cac kiéu dit liéu khac nhau (1a chudi, sb,
ngay thang, ...) va duoc hop nhét thanh mot don vi thong tin duy nhat goi 1a mau tin
(record). C&c mau tin cing “dang” (cuing cau tric) hop lai thanh mét co so dit liéu.

Trong Excel, co s¢ dit li¢u c6 dang nhu mot danh séch, vi du nhu danh séch nhan
vién, danh sach hang hoéa,... Mdi danh sach c6 thé gdm c6 mot hay nhidu cot, mdi cot
duoc goi 1a mot truong (field) cia co so dir liéu, tén cua cot sé dugc goi la tén truong.

Hang dau tién trong danh sach (co so dit liéu) chira cac tén truong duoc goi la
hang tiéu dé (Header row), cac hang tiép theo mdi hang 1a mot mau tin (record) cho biét
thong tin vé dbi tuong ma ta quan 1y.

4.42. Cacham co so dir liéu

Céc ham co s& dit liéu mang tinh chat théng ké nhitng mau tin trong CSDL ¢6
truong thoa diéu kién cta ving tiéu chuan di duoc thiét 1ap trude.

Cu phép chung:

—Tén ham(database, field, criteria)

—  database: dia chi ving CSDL (Chon dia chi tuyét ddi dé sao chép).

—  field: Cot can tinh toan, field c6 thé 1a tén truong, dia chi ctia 6 tén field hodc
sO thtr ty cia trudng d6 (cot thir nhat cia ving CSDL dé chon tinh 13 1 va ting dan sang
trai).

—  criteria: dia chi ving diéu kién

Vi du : Ta c6 mot co sé dir liéu nhu sau:
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A B C D F , G ___H

1 Tén Doi twgng_|Nganh hoc [Diém  [Nganh hocTNganh hoc [Nganh hoc
2 Hoa A Toén 7|Toén Ly Hoa

"3 [Binh B Ly 8

4 Khanh A Hoa 6

5 Huong B Toan 10

6 Hanh B Ly 10

7 |Lan A Héa 6

8 Minh B Toan 5

Hinh 4.17: Vi du su dung ham co so dir liéu

Tén ham Y nghia va vi du

Tinh trung binh cOng cac gia tri trong cot
DAVERAGE (datab ffield ciia cac mau tin thoa diéu kién criteria.

ase, field, criteria) =DAVERAGE($A$1:$D$8,D1,F1:F2)
DMAX(database, Tim tri 16n nhat trong c6t field cua cac
field, criteria) mau tin thoa diéu kién criteria.
=DMAX($A$1:$D$8,D1,F1:F2)
DMIN(database, Tim tri nho nhat trong cot field cua cac
field, cri- teria) mau tin thoa diéu kién criteria.
=DMIN($A$1:$D$8,D1,F1:F2)
DCOUNT (database dém céc 6 kiéu so trong cot field ciia cac
, field, criteria) mau tin thoa diéu kién criteria.

=DCOUNT($A$1:$D$8,D1,F1:F2)
dém céc 6 khac rong trong cot field cua
DCOUNTA(databa [cac mau tin thoa diéu kién criteria.

se, field, criteria) =DCOUNTA($A$1:3D$8,D1,F1:F2)

44.3. Céaclénh xir ly dir li€éu Trich lgc dir li¢u

Loc dir liéu ty dong (AutoFilter).

—  Chirc nang: Lénh Datal)(Group Sort & Filter) Filter dung dé loc cac miu tin
thoa man nhitng tiéu chuan nao do tir co so dir liéu ban dau. Két qua chi hién thi nhiing

mau tin théa di€u ki¢n con nhirng mau tin khac s€ tam thoi bi che

—  Thuc hién:
+ Chon ving CSDL véi tiéu dé.
+ Chon Tab Datal 1(Group Sort & Filter)[Filter, Excel s€ tu dong xuét hién

cac nut tha canh tén field cho phép chon diéu kién loc trong tng véi cac field do.

+ Chon diéu kién loc trong hop liét ké cia ting field tuong tng.
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+ Chon Text Fillter dé thuc hién chirc ning loc nang cao theo yéu cau cta
nguoi dung:

[ Custom AutoFilter @

Show rows where:

beqins with |E| |E|
@ And or
=] [=]

IJse ? to represent any single character
IUse * o represent any series of characters

[ Ok ]| Cancel |

Hinh 4.18: Hop thoai Custom AutoFilter

Show rows where: Cho phép ngudi ding chon diéu kién va nhép gia tri so sanh &
combobox ké bén. Ngudi dung c6 thé két hop voi diéu kién “va”, “hodc” phia dudi.

Loc dir liéu nang cao (Advanced Filter)

—  Chirc nang: Lénh Datal)(Group Sort & Filter)[] Advanced dung dé trich ra
cic mau tin theo cac diéu kién chi dinh trong vung diéu kién duoc tao trude.

—  Thuc hién:

Budc 1: Tao vung diéu kién loc. St dung mdt trong hai cach sau:

Céch 1: Str dung tén trudng dé tao ving diéu kién: Vung diéu kién s& c6 it nhét hai
hang, hang dau chira cac tén field diéu kién, cac hang khac dung dé mo ta diéu kién.

Chon céc 6 trong trong bang tinh dé 1am vung diéu kién.

+ Sao chép tén field diéu kién 1am tiéu dé cua ving diéu kién.
+ Nhép truc tiép cac diéu kién vao 6 dudi tén truong tuong tng. Cac diéu
kién ghi trén ciing mot hang 1a cac diéu kién thoa min dong thoi (AND), nhitng diéu kién

ghi trén cac hang khac nhau 14 nhitng diéu kién thoa man khong dong thoi (OR).

Vi du:
dobi d
tuong 1em
A >
5
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Céch 2: St dung cong thuc dé tao vung di€u kién: Vung diéu kién s€ c6 hai 6, 6
trén chtra tiéu dé nhu: “diéu kién”, ...hodc bo trong nhung phai khac vai tén truong, 6

dudi 1a cong thirc mo ta dieu kién.

+ Chon hai 6 trong trong bang tinh dé lam vung tiéu chuan.
+ Nhap tiéu dé ¢ 0 trén cia vung tiéu chuan.
+ Nhap cong thirc vao 6 bén dudi mo ta dieu kién, dung mau tin dau tién

trong co so dit liu dé dit diéu kién so sanh, ham AND dung dé 1ap cac diéu kién thoa

min dong thoi, ham OR dung dé 1ap cac diéu kién thoa man khong dong thoi.

Biidu kién
=AND{LEFT(A2,11="h"D2=5)

Vi du:
Budc 2: Vao Datall(Group Sort & Filter)[! Advanced, xuét hién hop thoai c6 céc

tuy chon sau

- Action:

+ Filter the list, in-place: két qua hién thi truc tiép trén ving CSDL.

+ Copy to another location: két qua dugc dat tai mot vi tri khac.

—  Listrange: Chon dia chi ving CSDL. Advanced Filter X

Criteria range: Chon dia chi vung tiéu chuan. Action
(%) Eilter the list, in-place
() Copy bo another location

Lisk range:

Criteria range:

[ Unigue records only

[ ik ] [ Cancel

—  Copy to: Chon dia chi ciia 6 dau tién trong ving két qua (phai chon muyc
Copy to another location).

—  Unique records only: Néu c6 nhiéu mau tin gidng nhau thi chi liy duy nhét
mot mau tin dai dién, nguoc lai thi léy hét cadc mau tin thoa diéu kién cua vung tiéu chuan
(du giéng nhau).

Sap xép dit lidu

Lénh Data[]Sort ding dé sip xép cac hang hodc cac cot trong ving dugce chon theo

th ty tiy chon twong tmg khod sap xép duogc chi dinh, ving sap xép phai chon tdr cd cdc
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0 co lién hé voi nhau.

+

+

Thuc hién:
Chon ving dit lidu can sap xép.
Vao Datall(Group Sort & Filter)[]Sort, xuét hién hop thoai.

Sort (-8 mesal
| “’;1 Add Level | | X Delete Level | | =3 Copy Level | | Options... | V| My data has headers
Column Sart On Order
Sortby | ngay nhip E‘ Values Iz‘ Smallest to Largest Iz‘
[ CK ] | Cancel

Hinh 4.19: Hop thoai Sort

Sort by: Chon khoéa sip xép.

Sort On: Gi4 tri sap xép (gia tri, mau nén, mau chit, biéu tuong).

Order: Tht ty ting dan hodc giam dan.

Add Level: Thém khoa sap xép, néu dit liéu trong cot khoa phia trén bi tring.
Copy Level: Copy diéu kién.

Delete Level: X6a diéu kién.

Néu mubn sip xép theo hang thi chon nut 1énh Options ctia hop thoai Sort,

sau d6 chon muc Sort left to right.

Mudn sép xép nhanh theo cot nao dé thi dat trd vao 6 bat ky cua cdt do Click chon

A 9 \
nat Sort A->Z 2l hodc Z->A & trén thanh cong cy chuan.

444,

Subtotals

Chtrc ning: Thong ké dir liéu theo tirng nhom trong co so dit liéu. Vi du tinh téng

tién luong theo timg nhom dON VI.
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Thuc hién: Xét CSDL BANG LUONG duéi day. Van dé dit ra 1a

can tinh tong

tién luong theo timg nhém dON VI.

A | B | ¢ | b | E| F | G

1 BANG LUONG THANG 8/2006

o LUONG|NGAY | PHU TONG
2 STI| HQVATEN | BONVI CB |CONG| CAP LUONG
3 1|Nguyen Nam  |TSX 30000 19 300000 £70,000.00 YD
4 2|L& Hoing PKH 40000 27| 400000  1,420,00000 VD
g 3|Binh Trifu Ta 22000 20| 300000(  1,112,00000 ¥ND
B 4|Ly Thing PGB 60000 30| 300000(  2,300,00000 YVHD
7 5|H guyén Hoing |[PEH 32000 26| 400000(  1,232,00000 VND
g 6 |Phong Vit Ta 30000 27| 300000(  1,110,00000 YND
9 7|Tin Hing T 26000 12| 300000 762,000.00 VHD
10| 8|Hoing Vi PKH 30000 22| 400000  1,240,00000 VND
11|  9|L& Minh PGB 70000 22| 500000(  2,460,00000 VHD
12 | 10|Hoi Bio TS 31000 20| 300000(  1,199,00000 ¥ND

Dung 1énh Datall(Group Sort & Filter)[Sort dé sip xép dit liéu

theo dON

VI, muc dich dé cac mau tin c6 cung dON VI thi nam lién ké nhau.

tuy chon sau:

+
+
+

thong ké.

Chon bang CSDL can tong hop vai tiéu dé 1a mot hang.
Vao Datall(Group Outlinel]Subtotals), xuét hién hop thoai Subtotal véi cac

At each change in:

STT W
Use Function:

Sum w
Add subkotal bo:

[ImeivOcdmG ~
[ |rHUOCARP

P TONGOLLIONG b

Replace current subkakals
[] Page break between groups
Summary below data

[ Remove all l [ o4

J
Hinh 4.20: Hop thoai Subtotal

Cancel ]

At each change in: Chon tén truong can tong hop.
Use function: Chon ham sir dung tinh toan hay thong ké.
Add subtotal to: Chon tén truong chira dir liéu can thyc hién tinh toan hay
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+

Replace current subtotals: Thay thé cac dong tong hop cii dé ghi dong

téng hop méi.

+

Page break between groups: Tao ngit trang giita cac nhom.

Summary below data: Thém dong tong hop sau mdi nhom.

1] 2] Mame Box | | B | ¢ | o | E| F | B
1 BANG LU'CNG THANG 8/2006
- LIUTONG | NGAY | PHU TONG
o |STI) HOVATEN DONYV] CB |cHNG| CcAP LITGONG
[[- 3 4Ly Thng FE #0000 30| 500000]  2,300,000.00 ¥HD
4 3 |L& Minh FCE! 70000 28| 500000 2,460.000.00 YHD
- |5 PGP Total 4,760,000.00 ¥HD
[ - B 2|Lé Hodng FKH 40000 27| 400000  1,480.000.00 ¥HD
7 5| NguyinHoing [PKH 32000 26| 400000 1,332.000.00 ¥HD
5 & |Hoang Vi FKH 30000 28| 400000 1,240000.00 YHD
- 5 PEH Total 3,052,000.00 ¥HD
[« 10|  1|HeuyinMam [T3X 30000 19| 300000 £70,000.00 ¥HD
11| 3|Pink Tritu TSX 28000 20| 300000]  1,112,000.00 ¥HD
12| é|Phong Vi TS 30000 27| 300000]  1,110,000.00 YHD
13|  7|TrinHing TSX 26000 13| 300000 765,000.00 VHD
14 | 10|Hodi Bdo TSK 31000 20| 300000 1,199.000.00 ¥HD
-] [15] T5X Total 5,059,000.00 ¥HD
- 16 Grand Total 13,771,000.00 ¥HD

Lam viéc v6i man hinh két qua sau khi tong hop.

Click vao cac nat | 1]12[ 3|/ @ chon cac muc dit liéu ban mudn xem.

+ Chi hién thi tong chinh (Grand Total Only).
+ Hién thi tong chinh va tong phu (Grand Total And Subtotal).
+ Hién thi chi tiét tat ca cac mau tin cung céac tong hop (All Record).
1]z]= A B [ ¢ [ D T E | F ] G
1 BANG LUONG THANG 8/2006
4 i LIUONG | NGAY | PHU TONG
o |STT| HOVATEN |PONVI" g |come| cip LUONG
+ 5 PGD Total 4.760,000.00 VHD
+ 9 PEH Total 3.952,000.00 VHD
* |15 TSX Total 5,059,000.00 VHD
- =y Grand Total 13,771,000.00 VHD
4.45.  Chtc nang PivotTable

Chtrc ning: Théng ké dir liéu theo nhiéu cip do khac nhau véi

dang tr mot bang dir li€u chinh.

Thuc hién:
dat con tro trong bang dir li€u.
Chon Iénh Tab Insert [1(Group Tables)[1PivotTable [ PivotTable xuét hién

hop thoai yéu cau chon vung dit liéu lam théng ké va noi xuat bang thong ké.

nhiéu hinh thic da
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—+

—+

Create PivotTable @

Choose the data that you want to analyze
@ Select a table or range
Table/Range: |SheetllSAS1:51514) ER

(71 Use an external data source

Connection name:
Choose where you want the PivotTable report to be placed
() New Worksheet
(@ Existing Worksheet

T
1l

Location: | Sheet1!5A520 P

| ok || cancel |

Hinh 4.21: Hop thogi Create PivotTable

Select a Table or range: Cho phép chon vung dit li¢u 1a Sheet hién hanh.

Use an external data source: Cho phép chon vung dit li¢u tu file Excel c6

New Worksheet: Phét sinh bang thong ké trén sheet méi.
Existing Worksheet: Phat sinh bang théng ké tir dia chi dugc nhap vao.

Click OK xuét hién hop thoai cho phép kéo tha cac field 1a diéu kién thong ké.

Hinh 4.22: Hop thogi PivotTable Field List

—  Ving Row Labels va Column Labels s& chtra Field 1am diéu kién thong ké

PivotTable Field List -

Choose fields to add to report: 'ﬁ b
Es

[CITEN

[FlcB

To build a report, choose [CJHESS
fields from the PivotTable [C]hé s& thue

[Clc.BAC
[Flk.vuc
[CImUMGAY
[C]2EMNNGAT

Field List [EITEN

2 Drag fields between areas below:
= “W Report Filter 1 Column Labels
i1 Row Labels = values

[ Defer Layout Update Update
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—  Vung Values chira nhitng Field s6 liéu mudn thong ké.

Drag chudt kéo Field vao ving tuong tng két qua s& tu dong cap nhat tao thanh
bang théng ké.

4.46. Chirc nang Consolidate

Dung dé thong ké dit liéu tir nhiéu bang co s¢ dit liéu ngudn & nhiéu tap tin khac
nhau.

Budc 1: Tao bang thong ké, bang théng ké 1a mot khung gom row header hoic
column header, hoac ca hai.

—  Column header: Chira tén cac field mudn thong ké, trong d6 cot dau tién 1a
cot 1am diéu kién thng ké.

—  Row header: Chura gi tri mudn thong ké Budc 2: danh dau chon bang thong
ké

Budc 3: Chon 1énh Tab Datall(Group Data Tools)[|Consolidate xuét hién hop

Consolidate ﬁl

Funckion:

Sum -

Reference:

all references:

Sheets A%l :$HEL 1
Use labels in
Top row
Left column [] create links to source daka
Ok ] [ Close ]

thoai Consolidate
Hinh 4.23: Hop thogi Consolidate

+ Function: Chon phép théng ké.

+ Reference: dia chi ctia bang co sé dit liéu mudn thong keé, click nat Add.
Néu c6 nhiéu bang dir liéu thi click nat Add dé thém vao khung all references.

+ Click nut Browse dé chon dit liéu & tap tin khac.

+ Use labels in: Chon column header va row header theo mau ctia bang
thong ké.

+ Create links to source data: Bang dit liéu thong ké lién két véi dir liéu
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ngudn néu muc nay dugc check, khi dir liéu ngudn thay doi thi dir liéu trong bang thong
ké ciing thay doi theo.
Vi dy: C6 bang dir liéu nhu hinh, ta cin thong ké t6ng lwong va tong phu cdp chire

Vu cta can b cong nhan vién.

B2 Microsoft Excel - Book!

PS]He 0t Yew uet Fomst ook Qos Wndw b Type a questinfor bep v [ X
A | B % 0 £ F G H J K [ i1
: ; Now | Heso | Sonam PC PC : PC
T IlClmw congtac | hromg | congtae Uy clre v {tham nién Chicvy | Loy chie v

Quang  [Biquan | 010178 25| 162057] 5000000 100000{ 500000f | |Siquan
Nooc  (Pucan | 031282 25| 160564] 500000 50000 500000] | [Chién s
Vi hinsi | 200776] 31| 162202] 620000] 80000 620000] | [Héu cin
Tran fquon | Oari20] 3] 161765[ 620000] fooouo] &20000f | N A —
Pharn  [Héucha | 3006700 45 1628.08] 900000 50000 - =
Nouyen [Biquan | 0505m5[  25] 161322 500000[ 100000] 500000 T Bang thong Je

O~ e WD —

8 [Trwong [Hucdn | 0O0571] 48] 1627.23] 900000]  50000[ 900000
9 [Ngé hign i | 180972]  31[ 162685 6200000  80000] 620000

0[St Tquan | 250300 31 1608.34] 620000 100000 620000 Row header

11 Hin__ [Phénsi [ 01023] 31 1605.48] 620000 50000] 620000

12 v
1« v )\ Sheetd [ Sheets / Sheett [ Sheet7 / Sheetd / Sheett [ heet2 ¢ ol
Ready

Luu y: Khi chon dia chi cua bang dir li¢u ta danh diu tr cot chira gia tri lam row
header.

4.5. Tao Biéu do Trong Excel

Khi can trinh bay dit liéu cta bang tinh thi viéc hién thi cac su kién va con sd dudi
dang biéu do rat c6 y nghia. Biéu dd cho phép biéu dién sy twong quan cua dit liéu trong
bang tinh trén phuong dién do hoa, bién ddi cac hang, cot thong tin thanh nhimng hinh anh
c6 ¥ nghia. Biéu do giup ban so sanh sb liéu trong bang tinh mot cach tryc quan, tranh
viéc phai doc céc s6 liéu chi chit trén bang, tién doan dugc su phat trién cua dir liéu mé ta

trong bang, 1am cho bang trd nén sinh dong va thuyét phuc hon.

45.1.  Céc loai bicu do

C6 3 loai biéu dd thuong gip 1a biéu do dang cot (Column), dang dudng thang
(Line) va dang banh (Pie). Tir 3 dang nay Excel trién khai thanh 14 loai biéu d6 chuan
(Standard types) va 20 kiéu biéu dd tuy chon (Customize types) c6 thé ding dé biéu dién
sO liéu trong bang tinh thanh nhiéu cach nhin khac nhau iy theo yéu cau ctia nguoi duing.
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Céc loai biéu do chuan trong Excel va cong dung co ban ciia moi loai

Biéu tuong [Loai biéu do Chtic ning

Column So sanh cac loai dit li€u vdi1 nhau theo
|M chiéu doc.

Bar So sanh cac loai dit li€u vdi1 nhau theo
E chiéu ngang.

Line Cho xem su thay doi dit lidu trong mot
|.=____’:-:: giai doan.

Pie So sanh ty 18 ctia cac thanh phan trong
I:l mot tong thé.

XY (Scat- Mo ta quan h¢ gitra hai loai dir li¢u lién
| - fter) quan.

Area Nhéan manh tdm quan trong twong dbi
I‘ cua cac gia tri qua mdt giai doan.

Doughnut So sanh cic phan véi tong thé trong mot
iy hodc nhidu pham tru dit liéu (Biéu do Pie c6

mot 16 & giira).

Rada Chi ra cac thay doi trong dit liéu hoic
@ tan s dit liéu trong ddi v6i tam diém.

Surface Tao vét cac thay doi trong hai bién s6
E khi bién sb thir ba (nhu thoi gian) thay doi, 13

mot dd hoa 3 chiéu.

Buble Hién sang cac chum gia tri, tuong tu
oy nhu dd hoa Scatter.

Stock Két hop dd hoa Line va d6 hoa Column.
|ﬁr*|] duogc thiét ké dac biét dé tao vét gia cd

phiéu.
Cylinder Str dung mot hinh tru dé trinh bay céc

dir liéu d6 hoa Bar hay d6 hoa Column.
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THONGKE TI LE SINH VIEN THEO LOAI

50% v

45%

AN

Char title

t'lﬂ%'“'/

35% v
3%
25%
20%
15%
10%
5%

T T T
Value (Y) ﬁlf}l KHA T BINH YEU

Legend
— 1

B DAl HOC
m cAD BANG

B TRUNG CAP

Category
. (x) axis

Hinh 4.24: Biéu d6 trong Excel
—  Chart Title: Tiéu dé cua biéu do.

—  Legend: Chu giai, dung dé mé ta diy s lidu trong biéu dd.

—  Category (X) axis : Tiéu dé truc X.

—  Value (Y) axis: Gia tri cua cac dé muyc.

Dung biéu do
Mot biéu do trong Excel dugc tao ra tir dir liéu trong bang tinh hién hanh. Vi vay
trude khi xay dung biéu do can tao dit liéu.

Vi du:

PAI HOC |CAO PANG [TRUNG CAP
GIOI 30% 35% 20%
KHA 35% 45% 20%
T BINH 25% 15% 50%
YEU 10% 525 10%
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Cach tao

Quét vung dir licu can tao biéu do, chon Tab Insert[]Group Charts[1Chon loai biéu

dd (Column, Line, Pie, Bar, Area, Scatter, Other Charts).

S - I IR

Column Line Pie Bar Area Scatter Other
- - - - - - Charts ~ I
‘ Charts = |

Hinh 4.25: Group Charts

Chon kiéu biéu do

= a2 E

N\

.
> [&
=

TN

gl AN Chart Types...

g
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Biéu d6 duoc phat sinh ngay trong sheet hién hanh

THONG KE CAC BAC HQC

50%
45%

ANANANRN

35%
30% - mBAl HOC

25% - mca0 BANG
20% -
15% -
10% -
5% -

®TRUNG CAP

GIoI KHA T BINH YEU

Hinh 4.26: Biéu do két qua

Hiéu chinh biéu do

Sau khi tao xong biéu do, ta cd thé hi€u chinh hién da nhir thav 441 loai biéu do,
Chart.Tools

vung dir li€u, hi€u chinh cac tiéu

. . , . Design ‘ Layout Format
de, ...bang cach: Click chudt 1én biéu do, chon 1ab Chart 1001S.

Design
Group Chart Styles cho phép chon Style cho biéu d6. Phién ban Excel 2010 cung
cap hé thdng Style cho biéu db rat phong phti va dep mat.

i [na]

Yy

o, e | e

<'_‘_"~ &I!}& 5
= 8 5

|
Chart Styles

- Group Chart Layout cho phép chon cac cach bd tri cho biéu dd.

—  Group Data:
+ Switch Row/Column chuyén doi Legend 1 @ [—_-ﬁﬂ
+ Select Data cho phép thém, x6a, stra cac fi  switch  Select y chuyén doi

Row/Column Data
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qua lai gitra legend va category axis.

chon.

—+

—+

Group Type: E ﬂ,ﬂ‘

Change Chart Type cho phép chon lai kiéu Change Save As

N .2 A x Chart Type Template
Save As Template luu lam bi€u d6 mau.

Type
Group Location: Tm—
Move Chart di chuyén biéu do sang vi khéc. G
Group Current Selection: Chast
Combobox Chart Area: Cho phép choQ chart area — »iéu do.
Format Selection: Cho phép dinh dang ¥ Format Selection iéu do dugc

£9 Reset to Match Style

Current Selection

Reset to Match Style: Bo moi dinh dang ao nguor aung tniet 1ap.

Group Labels: L| | i rliﬂ| rIlg|

Chart Title: Thém, x0a, dinl cpan i Legend Data Data

AXiS TitlES: Thém, xc’)a, Title = Titles = La;EIS Labels = Table =

dinh vi tri cho tiéu dé cac truc cua biéu do.

—+

+

+

Legend: Thém, x06a, dinh vi tri cho chu thich.

Data Table: Hién thi gia tri dugc lay tir bang Ién biéu do.
Group Axes:

Axes thay d6i dinh dang va b tri ciia cac truc trén biéu do.

Gridlines bat/tat hién thi ludi trén biéu db.

Axes Gridlines

v v

Axes
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Group Background: J -
oy | dw| [}

+ Chart Wall: dinh dang cho vach c
] o Chart Chart  3-D
+ Chart Floor: dinh dang cho san ct Wall - Floor = Rotation
. - A X 3R g Background
+ 3-d Rotation: Xoay biéu do dé c6 cac gov ITLITLE ST TILTeres
Format
—  Group Shape Styles:

Excel 2010 cung cip hé théng Style mau nén phong phu, dep mat. Ngudi dung chi
cAn mé rong dé thiy tat ca Style va click chon Style ung ¥.

2 Shape Fill -
| Abc l [Abc] [Abc] Abc Abc Abc Abc - Esﬁape Qutline =
@- Shape Effects
Shape Styles
+ Shape Fill: Mau nén; Shape Outline: Mau dudng vién; Shape Effects:
Hi¢u Ung.
—  Group WordArt Styles: o Tet Fill -
2 g . . x| &Z.Text Outline ~

+ WordArt Styles: Chon kiéu Stylewehir cho b@a’ﬁe;{gﬁt  Fill:
Mau chir; Text Outline: Mau _ WordArt Styles s |
duong vién chir; Text Effects: Hiéu tng cho chit.
- Group Size: il 3 :
Thiét 1ap chiéu cao chiéu rong cho biéu do. =t} -

Size

4.6. Dinh Dang Trang In Trong Excel =

Tuong ty nhu khi dinh dang trudc khi in cia Word, tuy nhién tir Excel c¢6 diém
khéc nhu sau:

—  Print Area: Chon vung dir li€u can in. dé in mot phﬁn tai li¢u, ching ta chon
pham vi can in, sau d6 chon menu Set Print Area.

—  Background: Cho phép chon file hinh c¢6 sin lam hinh nén.

—  Print Titles: Thiét 1ap hang hoac cot can 1ap lai khi in: chon vung dir li€u in &
muc Print area tir thé Sheet, chon in cac duong ludi hay khong tir muc Gridlines, chon
tiéu dé dong va tiéu dé cot in lap lai trén mdi trang & muc Print titles, tao tiéu dau va cudi

trang, danh sb trang... tur thé Header/Footer, chon thir ty in tir thé Page order...
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Chuwong 5. MICROSOFT POWERPOINT

5.1. Gi6i Thiéu Microsoft Powerpoint

PowerPoint 12 phin mém tao trinh dién (presentation) chuyén nghiép c6 nhiéu tién
ich gitip trinh bay, thuyét trinh cac van dé tré nén sinh dong va hiéu qua hon, dugc sir
dung trong cac bao cdo, hoi nghi, giang day....Phan nay chi dé cdp cac tinh ning thudc
riéng vé PowerPoint, nhitng diém gidng voi Word va Excel hoc vién xem & cac chuong
trén.

Mot file trinh dién PowerPoint 2010 duoc tao tir nhiéu trang, goi la slide, c6 dudi
1a pptx (c6 thé co dudi 1a ppsx -PowerPoint Show dung cho viéc trinh chiéu, khong cho
phép soan thao).

51.1.  Giao dién chinh

Khéi dong chuong trinh Microsoft PowerPoint tir nhém Mi- crosoft Office.

m Home Insent Design Transitions Animations Slide Show Review View Add-Ins [~) @
. ) s : =
] ) o K4 v P =& "
Paste New B 7 U § abe A \ Shapes Arrange == | Editing
v Slide o - - -
Slides e | X
1 : -
by | X §
Click to add title

Khung - * Click to add text
Outline -
Khung
Slide

“wrn 4

Click to add notes | Khune Note e

Slide 2 0f 2 | “Office Theme* | (5 English (U.S) B M T 45% (- + :3

Man hinh PowerPoint c6 3 khung chinh: khung Slide 1a noi soan thao trinh dién,
khung Note 14 noi nhap ghi chu cia slide, va khung Slide/Outline dung dé liét ké danh
sach cac Slide va soan thao outline.

5.1.2. Cac ché d View

PowerPoint ¢4 nhiéu ché do View khac nhau tuy muc dich st dung. Ché dd View
duge thay ddi tir thé Tab View[Group Presenta- tions Views[] chon ché do thién thi
tuong tng: Normal view, Slide Sorter view, Reading View, Slide Show.
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Normal View: Ché dd soan thao Slide duoc sir dung khi nguoi dung soan thao ndi
dung, note cua ting slide cua file trinh dién.

Slide Sorter: hién thi nhiéu Slide cung liic, khong cho phép soan thao ndi dung
slide ma dugc dung dé thay doi thu tu, sip xép, doi (bang cach drag-drop), chép, xda céc
Slide. Kiéu nay cho mét cai nhin tong thé vé toan b slide.

Reading View: Hién thi tung Slide ¢ dang doc tai li¢u.

Slide Show: Hién thi ting Slide & ché do trinh chiéu, toan man hinh véi cac hiéu
g hoat hinh. dé thoat khoi ché d6 Slide Show, nhan phim ESC.

5.1.3.  Tao file trinh dién méi

Trong PowerPoint, ta c6 thé tao mot trinh dién mdi bé“mg cach dua trén cac khuon
mAu (template) co sin, tuy theo chu dé. Chon Tab File[]New xuat hién man hinh tao méi
file tir nhiéu mau (template) chia 1am 2 nhém: Home va Office.com. Nhém Office.com
Template chita cac Template dugc Microsoft cung cap san, may tinh phai co két ndi
Internet dé tai vé.

Mbét Theme thiét ké trude cho mot file trinh chiéu vé: mau cha dé, font chir, va
hiéu ung hoat hinh (effects). Ngudi ding c6 thé chon mot theme c6 san, sau do thiét lap
lai tirng phén vé mau sic, font chit, va hiéu ung hoat hinh. Tai liéu nay chi tap trung &
nhom Home, dya trén cac template di c6 san trong may, bao gdm cac mau nhu sau:

+Blank Presentaion: Tao trinh dién trang. Nguoi dung phai thiét ké mau va nhap
n6i dung méi cho file trinh chiéu.

+Recent Templates: Nhitng template vira dugc st dung trude do

Sample Templates: Tao trinh dién bang mot sé mau c6 sin bao gom ca ndi dung,
theo cac chii dé khac nhau. Nguoi dung chi viéc chon mot mau trong nhém Sample tng
v6i chit dé can tao, sau d6 chinh stra lai ndi dung.

Themes: Tao trinh dién tir cac mau duoc thiét ké Themes, khong co noi dung. day
1a loai template duoc sir dung nhiéu nhat.

My Templates: Tao trinh dién tir Template do ngudi dung dinh dang truée.

New from exsiting: Tao trinh dién tir file Template hoidc file PowerPoint c6 sin
nao do.

Luu ¥ 12 nguoi dung c6 thé thay ddi lai theme khéc bat ctr Iic ndo, bang cach chon
thé Design[] Group Themes, chon mot mau thich hop (c6 thé mé rong danh sach Themes
tir miii tén phia dudi bén phai), sau d6 c6 thé tuy chinh vé mau, font va Effect cia theme.
C6 thé ap dung mot theme cho toan bo slide, hay cac slide dang chon bang cach R_click
trén theme do, va chon Apply to All Slides hay Apply to Select- ed Slides.

— [ : .| [ cotors ~
£
| - nms o= LD ] Leasmes @@ Effects ~
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5.1.4. Tao Slide mdi

Thém Slide mai: Chon thé Homel[/Group Slide[/New Slide chon Slide ¢6 layout
thich hop (tir danh sach cac slide master c6 sin cua file trinh dién) hodc bam phim
Ctrl+N. Slide sau khi tao xong c6 thé thay d6i Layout bang cach chon thé Tab
Home[1Group Slides[]Layout va chon mau c6 san.

Xoa bo/Copy/Paste Slide: Chon mdt hay nhiéu Slide tir khung Slide/Outline, va
thue hién thao tac nhu cac ddi tuong khac. Ngoai ra nguoi dung c6 thé tao ban Copy bang
cach R_Click 1én Slide cin Copy chon Duplicate Slide.

Sép xép lai cac Slide: tot nhat nén dung ché d6 View 1a Slide Sorter, sau d6 kéo tha
céc slide vé vi tri mong mudn.

Nhu vdy, ching ta luu ¥ rang: tao file moi dya trén cac Design template, con tao
silde mai dya trén cac Slide outline.

5.1.5.  Soan thio ni dung Slide

Trong PowerPoint, van ban dugc dat trong cac Place holder hoac cac Textbox. Chu
y: cac thao tac dinh dang van ban (font, dam, nghiéng, gach dudi, Bullets

and Number- ing...) va chén cic d6i tugng (table, biéu dd, wordart, hinh anh,
header, footer...) duoc

thuc hién tuong tu nhu khi st dung MS Word. So véi cac phién ban trudc,
PowerPoint 2010 bo sung them chirc niang Insert Equation dé chén va soan thao cong thirc

tOé.n nhu- MS Word. werPoint (Technical Preview) Drawing J 0012l [EqUEtion T ools

Slide Show Review View Add-Ins Format

QI A 2 4 3@ aE| T2
5} O — =l Q4 =@ — = |
Hyperlinkg§ Action Text Header WordArt Date Slide Object § EquationfSymbol

Box~ & Footer v & Time Number
Links Text ols

PowerPoint cho phép d6i thay do6i font chit toan bo tai liéu v6i ching niang Replace
Font (dugc m¢o tir Tab Home[JGroup Edit- ing[JReplacelIReplace Font). Sau khi chon
font dang sir dung can thay thé (6 hop chon Replace) va font méi (& hop chon With), bam
ndt Re- place dé thyc hién thay thé.

Chén am thanh/Video vao slide: thém am thanh/video giup demo t6t hon y tuéng
trinh bay. Am thanh/Video hién thi trong slide du6i dang biéu tugng va dugc phat khi
click

vao biéu tuong d6. dé chén am/video thanh vao slide, chon Tab Insert[]Group
Mediall Au- dio/Video, chon Audio from fle LA

(chén tir file c6 sén), hodc Clip Art Audio (dé chén tir thu vién caa Of- fice).
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Mot cai tién dang gia trong PowerPoint 2010 1a cho phép hiéu chinh Video di
insert vao tai lidu. Video ¢ co thé chinh sira mau sic (Color, Coreections), dong khung
(video style), hiéu chinh hinh dang (video shape, video border, video effects....) rit nhanh
va tién loi ma khong can dung bat ky phan mém xt 1y video cong kénh nao khac. Ngoai
ra PowerPoint 2010 cho phép chén video tur cac link (nhu youtube, myspace) vao file

trinh chiéu.

—
H9- BRl= Presenta Microsoft PowerPoin | =
PG| Home  Insert  Design  Transitions  Animations  Slide Show  Review  View Format | Playback

£

v‘k Color v __",’ Video Shape ~ _JJ Bring Forward ~ |=~

4 = 6 o _'i;,‘ }J 171
{5 Poster Frame ~ d ~ [ video Border ~ = [ Send Backward ~ [{]
Video Styles

Play Corrections = Crop (=3 g
- “Q)‘ Reset Design ~ «/ Video Effects v "‘-{3 Selection Pane Sh s 217

Preview Adjust Arrange

Chén hanh dong (action) cho mot ddi tuong

Mot action cho phép nhay dén mot slide khéc, thuc thi mot chwong trinh khac, mé
mot trang Web, ... khi nguoi dung bang cach click chudt hodc dua tro chudt “di” ngang
qua ddi tuong duoc chon. Sau khi chon doi tuong muén

chén action, tir thé In- sert[1Group Links[] Ac- tion xuét hién hop thoai Action
Settings.

Thé Mouse Click: hanh dong thi hanh khi Click chudt 1én ddi tuong. Thé Mouse
over: Chon hanh dong khi dua chudt ngang qua d6i tuong. Ung véi mdi hanh dong xay
ra, chung ta c6 thé chon: Hy- perlink to (nhay dén Slide khac), Run program (khdi dong
mot chuong trinh rng dung khéc), Play sound (phat &m thanh tuy chon).

Section: Khi soan thao mdt file voi hang tram slide & cac phién ban PowerPoint cii
1a rt bat tién khi khong thé gom nhom cho cac slide. PowerPoint 2010 cung cap mét tinh
nang moi — section — gitip t6 chirc cac slide vao cac nhom goi 1a section. Chiing ta c6 thé
Insert them sec- tion m&i (tir thé Home->Slides->n(t Section), do6i tén section d6 (ding
context menu), x6a section va cac slide thudc section, kéo tha cac slide qua lai gitra céac

section giup to chirc tai liéu mot cach khoa hoc hon.
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Action Settings @
Mouse Click | Mouse Qver

Action on didk

() None

() Hyperlink to:
Mext Slide

@) Run program:

Browse...

Run macra:

Object action:

[T]play sound:
[Mo Sound]
Highlight dick
[ Ok ] ’ Cancel
Home Insert Design Transi
' _:ﬁ 27 ! E’
Paste X New 5 B 7 U 8 ak
v Side» "37 -
Clipboard = Slides Font
=] = X
l> Chuong 1 (40)
4 Chuong 2 S T
—_—— '@ Rd Jame Section
41
_ Sy ;{ Re pove Section
= v Gl i < Sli
| 55 Layout Calibri (Headings + |44 % Repove Section & Slides
B Reset L Re hove All Sections
3 Section B 7 U S abe =
L ————————— & M ye Section Up
A 2 Font
G| AddSection :: ¥ M le Section Down
= \ B5  cdJapse All
4= Ex|land All
Ty .

5.2. Slide Master

Slide Master 1a noi qui dinh tAt ca cac mau dinh dang cua céc Slide trong ban trinh
bay. Khi thay doi cac thudc tinh cua Slide Master thi nhitng thay d6i d6 s& c¢6 hiéu luc véi
tat ca cac Slide trong ban trinh dién. Viéc st dung tét Slide Master gitp tao ra mot ban
trinh dién ¢6 tinh nhit quan cao vé mit dinh dang, giam kich thuéc file trinh chiéu. Lay

vi du, néu dé logo truong dH Céng Nghiép Tp.HCM & slide master, thi hang trim slide
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cua file s€ chtra logo nay, thay vi phai chép hang tram hinh vao céc slide.

Pé m& ché dd hiéu chinh slide Master, chon thé ViewGroup Master Views[
Slide Master. Trong man hinh soan thao Slide Master, c6 nhiéu méu slide khac nhau trong
file trinh dién. Nguoi ding chon timg mau slide, hiéu chinh khuon dang dé thay d6i mau
cho tat ca slide cua file dua trén mau nay. Nguoi dung c6 thé thém Slide Master. dinh
dang cac thudc tinh ctia Slide Master giéng nhu dinh dang mdt Slide thong thuong.

Rl 9~ 5 Presentationl - Microsoft PowerPoint o @ R

ﬁ Shide Master Home Insert Transitions Animations Review View Adddns ) a

the [ uicw': ¥ s 1 1 <
ot S J 4 3 i AjFonts ~ . ! " Q

Insert Slide Insert Insert 7] Footers Themes — Cacbqv und Paq Slide Clo

- ose
Master  Layout = Placeholder » . Q| Effects ~ Setup Orientation ~ Master View

4"/

Tn]e -'\.rea for Autola\ outs |

Click to edit Master title style

* Click to edit Master text styles :

*-Second level Obiect Area for Autolavouts
« Third level
« Fourthlevel
- Fifthlevel
|
Slide Master | “Flow™ | OJ  English (U.S) (BES0 T 47% (= } + 9

Vé co ban, khi thay d6i mét Slide Master, c6 cac thanh phén nhu sau: Title Area
for Autolayouts: ving ap dung cho tiéu dé slide; Object Area for Autolayouts: ving ap
dung cho danh sach danh diu dau muc, & ving ndy c6 thé thiét lap cho ting level text
khac nhau; Date Area, Foot- er Area, Number Area: thay doi cac thudc tinh cho ngay gio,
tiéu dé dau va cubi trang, s trang...

Sau khi hiéu chinh xong phai tat ché do soan thao Slide Master, quay vé ché o
soan slide bang cach bam nat Close Master View.

5.3. Animation

Dé phan trinh dién trd nén sinh dong, PowerPoint cung cdp nhiéu hiéu ting hoat
hinh (animation) dé minh hoa y twong mét cach truc quan dé hiéu, hoic giy sy chu y.

Tao animation
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Mot ddi tuong trong slide (textbox, table, picture...) c6 thé gan nhiéu animation

None

None

Entrance

Y " - \ . - < i)
X < w » 3 ¢ ® = ¢ . ¢
Appear Fade FlyIn Float In Split Wipe Shape Wheel
&l Boa i X
= K X g
Random Bars Grow & Turn Zoom Swivel Bounce
Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink Desaturate Darken Lighten
e K °g k A A u
Transparency Object Color Complemen... Line Color Fill Color Brush Color Font Color Underline
B 2
Bold Flash Bold Reveal ave
Exit
r % A LA O . Sk
k™ 5 £
Disappear Fade Fly Out Float Out split Wipe Shape Wheel
A LR T Ls <ad \ *
) x 3 S 4
Random Bars Shrink & Turn Zoom Swivel Bounce
Motion Paths
? _ o TS OO °
é » ( ) - <
® - N L]
Lines Arcs Turns Shapes Loops Custom Path

khac nhau, béng cach chon ddi tuong do, chon thé An- imations[] Group Animation, va
chon animation thich hop (c6 thé mo rong dé chon), hodc c¢6 thé add animation tir group
Advanced Animation.

Animation dugc chia lam 4 nhom: Entrance (Céach thé hién hiéu ung khi doi tuong
bt dau xuit hién); Emphasis (Cach thé hién hiéu tmg khi ddi twong di c¢b dinh, thuong
dung dé nhan manh ndi dung can biéu dién); Exit: (Hiéu tng thé hién khi két thic Slide);
Motion Paths: Cach thé hién hiéu Gng di chuyén.

Danh sach cac animation hién thi trong cira s6 Animation Pane (c6 thé bat hay tat
tir group Advanced Animation), va cac tiy chinh hién thi & Group Timing. Ung véi mdi
animation, ching ta co thé tuy chinh diéu kién dé animation kich hoat & muc Start: Start
On Click (bat ddu animation khi click chudt), Start With Previous: bit dau song song véi
animation truc né trong Animation Pane, Start After Previous( bat dau sau khi animation
dung trude nd da hoan tat).

Ngoai ra, mt anima- tion con co thé tuy chinh Du- ration (thoi gian thuc hién hi¢u

ung) va Delay (thoi gian cho cho hi¢u tng).

f Start:  On Click = Reorder Animation

O Duration: | 00.25 S || & Move Earlier

B Delay: 03.00 | W Move Later
Timing
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Tir cira sO Animation Pane cho phép x6a animation, hiéu chinh lai
animation, thay ddi thtr tu animation b@ing cach kéo-tha.

Vi du tao animation

Trong vi du ndy ching ta s& tao mot slide chtra 3 trai banh di chuyén xung quanh
man hinh. St dung chitc ning Inser-Shape dé tao 3 trai banh c6 mau xanh (b1), d6 (b2),
vang (b3).

Chon bl, chon animation, chon Custom Path, click chudt dé v& 4 diém doi cua
banh, double click dé két thuc. Tuong ty, thém animation cho b2 va b3. Trén Animation
Pane s& xuat hién 3 hang. Chon hang dau tién, va dé mac dinh 1a Start On Click, chon
repeat 1a Until End of Slide (& muc Effect Options- Timing), hang thit 2 va chon Start
After Previ- ous, hang thir 3 va chon la Start With Previous. Repeat tat ca déu 1a re- peat

“| Animation Pane -
i > Play
o e N, 1 [1rd ovals | e
-y
el ., ‘3 start On Click
e e o "\_'\‘:*--“, ™ Wi i
| 2 . - ,x"/ " M“"'.‘“:‘-._____ Start With Previous
| o \\\ N, B start After Previous
My T -~ -, ey
X - N
- ™, ,-" . Effect Options...
Y - A
N \.,\V’_,—' ‘/,, _',\-‘{T . Timing...
| e Hide Advanced Timeline
3 N\ Pt e Remove
‘t.'\ “‘~ s - ”
I". \ “:;}/’_“ 5
(A oo 1
N e e
o L =
' @O - I

1a Until End of Slide. Bim F5 dé xem thir két qua ctia ban.

5.4. Slide Transition

Silde Transition 1 chirc ning tao hiéu ing chuyén tiép giira cac Slide trong ché do
Slide Show. PowerPoint 2010 cung cép thém rat nhiéu hiéu ung transition maéi, dat biét 1a
nhém Exciting v6i cac hiéu tng 3D rat dep ma cac phién ban trude khong co.

Dé chon Slide Transition, tir thé Transitions]Group Transition to This Slide va

chon hi¢u tng.

Transitions
[ oy oI5| ‘ e ; NS
4 O % W & @ E = @ 0O
Cover Flash Dissolve Checkerboard Blinds Clock Ripple Honeycomb Glitter Vortex Effect

Options

Transition to This Slide
Véi mdi hiéu ung Slide transition, tir muc Effect Options cho phép chon huéng

xuat hién cia slide méi. Ciing nhu Animation, Slide Transition cho phép hiéu chinh cac
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thiét 1ap & nhom Timing, va cho phép ap dung transition vao mdt nhoém hay toan bo slide.
55.  Trinh Chiéu

Sau khi soan thao cac Slide, buéc cubi cung la thyc hién trinh chiéu slide trudc
Y x N it
thinh gia.. _%:-T _‘("— E’Jj K Flay tarations

Use Timings

Thiét lﬁp trude khi trinh chiéu Set Up Hide Rehearse Record 5lide [ Show Media Contrals

Slide Show  Slide Timings Show =

Chon the Slide Show[1Group Set Up. Muc Set ScLln

Up Slide Show:

mo clra sO thiét 1ap trinh chiéu véi cac tiy chon.

Show type: Cach thuc hién trinh dién, bao gdm: Presented by a speaker (full
screen): Cho phép thuc hién trinh dién ¢ ché d6 toan man hinh; Browsed by an individual
(Windows): Cho phép trinh dién véi thanh cudn khi slide thiét ké & do phan giai cao
khién viéc hién thi khong day du trang, Browsed at a kiosk (full screen): Cho phép thuc
hién trinh dién ¢ ché d6 toan man hinh, dién ra mot cach tu dong, va duoc lap di lap lai.

Show options: v&i cac chon lya: Loop continuously until ‘Esc’: Cho phép trinh
dién lip di lip lai lién tuc dén khi nhan phim Esc, tuy chon nay 1a mac dinh khi st dung
ché d6 Browsed at a kiosk; Show without animation: tat cac hiéu ung.

Show Slides: Chon cac Slide can trinh dién: All (trinh dién tat ca cac Slide); From

.. To ... (trinh dién mot nhom Slide lién tuc);

Set Up Show [~ 7 [=ES]
Show type Show slides
@) Presented by a speaker {full screen) @ All
Browsed by an individual {window) From: 5| To: =
Browsed at a kiosk (full screen) Custom shaow:
Custom Show 1 EI
Show options Adwvance slides
Loop continuously until ‘Esc’ Manually
Show without narration @) Using timings, if present
Show without animation Multiple monitars
FEnEmas I - |
Laser pointer color: I EI Primary Monitor
Show Presenter View
To show a laser pointer during slide show, hold down the Ctrl key and press the left mouse
button.
[ Ok ] | Cancel

Advanced Slides: Céc tiiy chon nang cao, bao gdm: Manually (ché d6 chuyén trang
thil cong - nhan phim hoic Click chudt dé qua Slide khac); Using timings, if present: Ché
d6 chuyén trang ty dong (sau mot khoang thoi gian nao do).

Thuc hién trinh chiéu

Chon thé Slide Show[1Group Start Slide Show, véi cac tuy chon nhu sau: From
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Beginning (trinh chiéu tir slide dau);

From Current Slide (Bit dau trinh dién tir slide hién hanh); Broadcast Slide Show
(Thuc hién trinh chiéu qua Internet, day 1a chitc ning méi ctia PowerPoint 2010); Custom
Slide Show (tao trinh chiéu tir viéc chon luya mét sd slide nao dé thay vi chiéu tuan tu toan
bJ).

= — | ' "l a2k
‘_IE-EJ o _p ;I;l' Slide Show | Review  View  Add-Ins

= [¥] Pplay Narrations (@8] Re

From Fraom EBroadcast Custom b","- i
Beginning Current Slide ~ Slide Show Slide Show = e e gp o
eginning Current Slide ide Show Slide Show Rehea,selReco,ds,i@‘E SR o
Start Slide Show Timbrigs: SEPNT ©0 >IN REOR LOERS 2

| KO Start Recording from Beginning...

KD Start Recording from Current Slide...
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Chwong 6. SUDUNG INTERNET
6.1. Gié6i Thi¢u Internet

Internet 13 hé thong thong tin todn ciu c6 thé dugc truy nhip cong cong gdm cac
mang may tinh duoc lién két v6i nhau. Hé théng nay truyén thong tin theo kiéu chuyén
mach goi dit liéu (packet switching) dua trén bo giao thirc d3 duoc chuin héa (giao thirc
TCP/IP). Hé théng nay bao gdm hang ngan mang may tinh nhé hon cua cac doanh
nghi¢p, ctia cac vién nghién ctru va cac truong dai hoc, ciia ngudi dung cé nhan, va céc
chinh phu trén toan cau.

Tién than ciia mang Internet ngay nay 1a mang ARPANET do bo qudc phong My
lién két vai mot sb truong dH cua M thuc hién.

Hién nay nhu cau khai thic thong tin trén mang Internet ngay cang tiang. Vi vy
trong chuong nay sé& giéi thiéu nhitng khai niém co ban vé Internet, cac dich vu trén
Internet va cach st dung trinh duyét In- ternet Explorer dé khai thac thong tin trén
Internet.

Mang Internet ¢ thé chi ding lai & ddy néu nhu khong co su ra doi cia World
Wide Web, dugc phat minh boi Tim Berners-Lee trong thoi gian lam viéc tai CERN (T
chtic nghién ciru nguyén tir ciia Chau Au dit tai Thuy S7). Ong Tim da tim ra cach thirc dé
may tinh ¢ cac vi tri, dia diém khac nhau c6 thé hién thi nhitng van ban c6 lién két dén cac
tap tin vin ban khac. Két qua nghién ctru cia 6ng Tim d6 13 ngdn ngit danh diu siéu vin
ban HTML (Hyper Text Markup Language).

Dé hiéu nguyén 1y hoat dong cua Internet theo cach don gian nhét, ta c6 thé hinh
dung théng tin goi va nhan tir cic may tinh gidng nhu viéc goi thu qua hé théng buu dién.
Khi mudn géi thu, nguoi ta thuong dén mot tram buu dién gan nhat dé bo thu vao thung.
Tai day thu cua chung ta va cua nhiéu ngudi khac nira s& duoc phan loai theo dia chi rdi
tiép tuc dugc goi 1én tuyén cao hon. Quy trinh ct tiép tuc nhu thé cho dén khi thu cua
ching ta t6i dugc dia chi ctia nguoi nhan.

Tuong ty nhu vay, khi nhan va goi thong tin trén Internet, thong tin can phai dugc
xéc dinh dia chi duy nhat. dia chi Internet ciia cac tu liéu dugc quan 1y bang bo dinh vi tai
nguyén doéng dang URL (Uniform Resource Locator). Mdi trang Web khi dugc dua 1én
Internet s& c6 it nhat mot dia chi URL tham chiéu dén no.

6.2. Mot S6 Khai Niém

dia chi IP (Internet Protocol Address)

Khi tham gia vao Interntet, moi may tinh goi 1 host, phai c6 mot dia chi IP dung
dé nhan dang. dia chi IPv4 duoc chia 1am 4 sé thap phan c6 gia tri tir 0-255, phan cach
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nhau bang ddu cham (vi dy nhu: 172.16.19.5 hodc 172.16.0.3). dé truy xuét trang chu cua
dH Cong Nghiép Tp.HCM thi go 1P 1a 220.231.93.18 vao trinh duyét.

Céch danh IP gém 4 s thap phan nhu trinh bay & trén goi 1a IPv4. Hién nay do tdc
d6 phat trién qua nhanh cua Internet, IPv4 (c6 chiéu dai 32 bit) da can kiét. Internet dang
chuyén d6i dan sang IPv6 (128 bit).

Hé théng tén mién DNS (Domain Name System)

d6i voi con ngudi, cach truy xuat mot website (nhu trang chii truong ¢dH Cong
Nghiép Tp.HCM néi trén) bang IP nhu trén 1a rat khé nhé. Do d6 hé thong tén mién DNS
gitip 4nh xa gitta tén va IP gitip dé dang st dung hon. Vi du, www.hui.edu.vn dé nhé hon
nhiéu so v&i IP 13 220.231.93.18. Tén mién DNS do cac DNS server dam trach, do d6

chung ta phai tra phi hang nim cho viéc dang ky tén mién.

Céc phan com, edu hay vn trong dia chi tén mién ¢ trén dugc goi 13 tén mién cap 1,
chia lam 2 nhom chinh:

—  Domain mang tinh t6 chtc:

Domain T6 chiic
com (Commercial) Thuong mai
edu (Educational) Gido duc
gov (Governmental) Nha nudc
int (International) T6 chire quoc té
mil (Military) Quan doéi
net (Networking) Tai nguyén trén mang
org (Organizational) Céc t6 churc khac

—  Domain mang tinh dia ly: Gom 2 ky tu tit dai dién cho ting quéc gia, nhu vn
(Viét Nam), au (Uc), in (An dd), ...

IAP

IAP (Internet Access Provider) 1a nha cung cap dich vu duong

truyén dé két ndi vai Internet, quan 1y cong (gateway) ndi v6i qudc té. Cac may
tinh & cac qudc gia khac mudn két ndi véi nhau phai co co sé ha tang, do d6 phai nhd dén
IAP. Tai Viét Nam, IAP 13 cong ty dich vu truyén sb liéu VDC thudc tong cong ty buu
chinh vién théng, co quan thyc hién truc tiép 1a VNN.

ISP

ISP (Internet Service Provider) 1a nha cung cp dich vu Internet cho céc t6 chirc va

ca nhan. ISP phai thué duong truyén va cong ctia mot IAP. Viét Nam c6 nhiéu ISP thuong
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mai: Cong ty dich vu truyén sb liéu VDC, Cong ty FPT, ...

Khi dang ky v6i mot ISP, ngudi ding duoc cung cip mot tai khoan dé quan 1y truy
cip va tinh phi. Mdi tai khoan bao gdm tén (User name) va mat khau ding nhap
(Password). Tai khoan nay thuong duoc luu sin trong cac thiét bi (nhu cac modem) duoc
cAu hinh bai ISP nén nguoi dung khong sir dung truc tiép.

6.3. Cac Dich Vu Thong Dung Trén Internet

Dich vy truy xuét tir xa (Remote Login)

Dich vu truy xuat tir xa cho phép néi két, va sir dung mot méy tinh & vi tri khac. Vi
duy, Telnet 1a mét dich vy cho phép remote login. Ngay nay, nhiéu dich vu an toan hon da
ra doi thay thé cho telnet nhu ssh, vpn...

Dich vu thu dién tir (Mail Service)

dé c6 thé guri hodc nhan céac thu dién ti (Electronic Mail - Email) tr bat cr mot
noi ndo véi diéu kién 1a ngudi nhan va ngudi gui phai c6 mot dia chi Email va may tinh
str dung c6 ndi mang Internet.

Dich vu tin dién tir (News)

Cho phép trao ddi cac bai bao va ban tin dién tir (bulletin) xuyén sudt Internet. Cac
bai bao duoc dit tai trung tim co s& dit liéu trén subt khong gian Internet. Ngudi ding
truy cap vao co s& dir lidu d6 dé 1ay vé cac bai bao ho can. diéu nay lam giam tac nghén
trén mang va loai trur

viéc luu trir nhiéu ban sao khong can thiét ctia mdi bai bao trén tirng hé théng cua
nguodi dung.

Dich vu truyén tap tin (FTP: File Transfer Protocol)

FTP 12 mot hé thong chinh yéu dé chuyén tai file giira cac mdy vi tinh vao Internet.
File dugc chuyén tai c6 dung lugng rat 16n. FTP hau hét duoc st dung cho viée chuyén
tai nhirng dir li€éu mang tinh cé nhan.

Thong thudng, ban s& dung FPT dé chép file trén mot may chii tir xa vao may cia
ban, viéc xtr 1y nay goi 12 nap xudng (downloading). Tuy nhién, ban ciing c6 thé chuyén
file tir mAy ctia ban vao may chu tir xa, diéu nay goi la nap 1én (uploading). Thém vao do,
néu can thiét, FTP s& cho phép ban chép file tir mot may chii tir xa téi mot may khac.

Dich vu Web (World Wide Web — WWW)

day 1a dich vu duoc dung nhiéu nhat. Nguoi ta viét tit 3 WWW hay goi ngan gon
12 Web. Web chira thong tin bao gdm vin ban, hinh anh, 4m thanh va tham chi ca video
duge két hop voi nhau. Web cho phép ban c6 thé thim nhdp vao moi ngd ngach trén
Internet, 1a nhitng diém chira dir liéu goi 12 Web site. Nhd c6 Web, nén du khong phai 1a
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mot chuyén gia, ban van co6 thé sur dung Internet.

Phan mém st dung dé nap, dich va hién thi Web goi 1a trinh duy- ét Web (Web
browser). Hién nay, trinh duyét thong dung nhét 1a 1a In- ternet Explorer ctia Microsoft,
ngoai ra con c6 Mozilla Firefox, Chrome ctia Google, Opera, Safari cia Apple ...

6.4. Trinh Duyét Web Internet Explorer 9.0

Dé khoi dong trinh duyét: Chon Start/ All Programs/ Internet Explorer.

Céc thanh phan trong man hinh Internet Explorer

e weedpeess.com’ g "1 S X |1 B Faculty « Compatter Science ...

S e
sreiculums Sonly  Forms  QRA  Textboo =
>

| COMPUTER SCIENC

KHOA Khoa hoc va X7

HAY TAN TAM VOI

Faculty HSSV MINH DAY, €O

TRACH NHIEM VOT MON
HOQC BUQC GIAO PHO

Cac B6 mén;

RECENT POSTS

&

Céc nat cong cu cho phép thuc hién céc thao tdc nhanh hon.

Chtrc nang cua céc nut trén thanh cong cu nhu sau:

—  Back: Tré vé trang trude do.

—  Forward: Hién thj trang ké tiép trong lich str duyét.

—  Stop: Ngung tai trang web hi¢n hanh tir mdy chu.

—  Refresh: Tai lai ng1 dung trang Web hi¢n hanh.

—  Home: Hién thj trang home, dia chi trang nay duoc config theo mdi may khéc
nhau, 12 website tu dong nap mdi khi khdi dong IE.

—  Favorites: Danh sach nhiing trang Web ua thich.

—  New Tab: Thém mdt Tab mai.

—  Address: Dung dé nhép dia chi cta trang Web mudn truy cip. Thanh dia chi
cling hién 1én dia chi cta trang Web hién hanh. Ban c6 thé Click vao hop tha xudng dé
chon dia chi ctia nhitng trang Web thuong truy cép.
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—  Current Tab: Tab hién dang hién thj.

Tools: Chtra cdc nhom cong cu cua Internet Explorer.

—  Trang thai nap : Dung dé hién thi tién trinh nap trang Web khi trang Web
dang duoc nap. Sau khi nap xong biéu trong nap s& duoc chuyén thanh biéu tuong
Internet Explorer.

Luu ndi dung trang Web

Nguoi dung c6 thé luu ndi dung cia cc trang Web trén may cuc bo, sau d6 ta co
thé xem ndi dung cua cac trang ndy ma khong can phai co két ndi Internet. Sau khi truy
cap dén trang Web can luu ndi dung, chon Tools[File[JSave As, va chon vi tri cung véi
tén file can luu.

Luu céc dia chi thuong dung

Churc ndng nay gitp nguoi dung luu dia chi cua cac trang Web thuong st dung,
gitip nguoi dung khong can phai nhé chi ctia nd. Sauk hi truy cap dén trang Web can luu
dia chi, Chon Favorites/ Add to Fa- vorites, nhap tén cho dia chi mudn luu->0K.

6.5. Tim kiém thong tin trén Internet

Tim kiém thong tin 13 hoat dong phd bién ddi v6i nguoi sir dung Internet. So véi
thong tin dugc luu trit trén nhitng phuong tién khac, thong tin dugc luu trit trén Internet
phong phii va tim kiém d& dang hon. Ngoai ra, két qua tim kiém dat dugc nhiéu hon so
v6i viée tim kiém thong tin dugc luu trit trén cac phuong tién khac. ddy 1a diém manh
nhung d6i khi ciing 1a diém yéu cua Internet vi khi tim dugc qua nhiéu thong tin lién quan
dén thong tin can tim, ta phai ton thoi gian dé loc lai nhitng thong tin phi hop.

Hién tai c6 nhiéu hang cung cap dich vu tim kiém khic nhau: google
(www.google.com), microsoft (www.bing.com), yahoo (www.yahoo.com)... Mdi hang

¢6 nhirng diém manh va diém yéu riéng, tuy nhién dan dau hién nay la www.google.com.
Address "gj http:{jwww.google.comf v | a Go Links >

Google

Web Images Groups MNews Froogle more »
"How to use MS VWord 2000 Advanced Search
[ Google Search [ I'm Feeling Lucky | Language Tosls

Advertising Programs - Business Solutions - About Google - Go to Google Vietnam

@2004 Google - Searching 4,285,199.774 web pages v

&)  Internet
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Hinh 6.2: Trang Web tim hiém ciia Google
—  Nhap thong tin muén tim vao hop vin ban roéi nhan Enter hoic Click vao nat
1énh Google Search. Thong tin tim kiém thuong 1a cac tir khoa (Keyword) hodc mot cum
tir ddc trung nhat. Viéc chon tir khoa chinh xac cho gitip cho viéce tim kiém dé dang,
nhanh chéng.

GO L)gle I"Bai hoc céng nghigp" "trung tam cntt" Tim kigm | %

Tim kigm trén: @ web € nhitng trang viét bing tifng Vigt © nhiing trang ti

Weh KEt qua 1- 10 trang khodng

Truong Dai hoc Cong nghigp TP. Ho Chi Minh - Ho Chi Minh City ...

Trung tim CM Cor khi. Trung tém G Otd. Trung tdm CM Han. Trung tim CNTT ... khii nha
giang dweérng, I&p hoc, phang thi nghiém Treeng Bai hoc Céng nghiép TP. ...

weywy. hui.eduvn/ - 229k - £4 | trong bd nh cache - Cac trang twong fo

Trung Tam CNTT - Dai Hoc Céng Nghiép Tp HCM (HUI

Trung Tam CNTT - Bai Hoc Cang Nghigp Tp.HCM (HUI). Trung Tam CNTT - Pai Hoc
Cdng Nghiép Tp.HCM (HUI). Feed on: Posts - Comments ...

ttentt wordpress. comd - 10k - B4 lwu trong bd nhit cache - Cac trang teong tw

Hinh 6.3: Két qua tim dwoc tir trang Web cira Google
Chuay:
—  dat dau “ trude tir khoa dé yéu cau tim kiém chinh x4c cym tir can tim (lién
két AND).
—  Khéng nén nhap vao nhiing tir khéa c6 ndi dung tong quét vi két qua tim
kiém sé& rat nhiéu, thong tin dugc tra vé s& khong gan véi ndi dung mudn tim.

Tim kiém nang cao véi Google

Trong trudng hop mudn c6 két qua tim kiém gan véi thong tin dang tim, ta sir dung
chtrc nang tim kiém nang cao ctia Google (Ad- vanced Search).

—  Find results: dit diéu kién cho két qua tim kiém:

—  With all of the Words: Két qua tim kiém phai bao gom tat ca cac tir can tim

—  With the exact phase: Két qua tim kiém phai c6 chinh x4c cum tir can tim.

—  With at least one of the Word: Két qua tim kiém phai c6 it nhat mot trong
nhirng tir cAn tim

—  Without the Word: Két qua tim kiém khong chtra nhiing tir nay

Hién thi két qua tra vé: chon s6 két qua tra veé tir hop ké tha, méc nhién s¢€ tra vé 10
két qua néu tim dugc tir 10 trang Web trd 1én.

Ngodi ra ta c6 thé dat thém diéu kién vao nhitng tiy chon khac nhu ngén ngir, thoi
gian, dinh dang, ...

6.6. Dich Vu Email
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Gioi thiéu

Thu dién tir (Email) 1a phuong tién lién lac v6 cung tién loi trong thoi dai cong
nghé thong tin ngay nay. Sir dung Email ta ¢ thé trao ddi thong tin v6i ban be, dong
nghiép trén toan cau ma khong quan tim dén viéc ngudi nhan ¢ dau.

dia chi Email (Email Address), goi tit 1a email, 12 mot dinh danh duy nhat trén
Internet cho phép nguoi sir dung giao dich voi nhau. Cau trac mot dia chi Email: <Tén tai
khoan>@<Tén mién>. Tén mién: Tén cla may chu cung cip dich vy Email (Email
Server), tén tai khoan 1a tén duogc dang ky, dé phan bi¢t vdi cac dia chi Email khac co
cung tén mién.

Vi du: ttentt@yahoo.com; email@hui.edu.vn; list@hotmail.com; ... Mudn goi
email thi ngudi dung phai c6 ndi két Internet (hodc ndi

két vao Mail Server. Khi ngudi A goi Email cho ngudi B, noi dung thu s& duoc
Iwu trit tai Email Server. Chi duy nhat ngudi B ¢6 thé ding nhap vao tai khoan cua minh
va doc tit ca Email g61 cho minh. Co nhiéu cach dé 1am viéc v6i email: st dung
Webbrowser dé sir dung Webmail (néu nha cung cap email c6 dich vu ndy), hoidc dung
cong cu khac.

Webmail 12 hé théng cung cap cac dich vu Email thong qua mot Website. Nguoi
dung str dung Webbrowser truy cdp vao dia chi Website cta nha cung cap dich vu, sir
dung tai khoan Email d dugc cung cdp dé str dung cac dich vu Email. Mot s6 webmail
théng dung: www.gmail.com, www.hotmail.com, www.mail.yahoo.com... Cach st dung

cac dich vu email ctia cic hang 16n gan nhu twong tu, do dé trong gido trinh nay chi tap
trung mé ta vé dich vu email ctia Google. Google tu dong hién thi ngon ngit theo ving
truy xudt email, tirc 1a tiéng Viét, va cung cép nhiéu dich vu khac dua trén tai khoan email
ma thé gidi rat wa chudng.

dang ky tai khoan email

dé diang ky mot tai khoan Email mdi: tir Webmail (chiang han, tir trang
www.gmail.com), chon muyc Tao tai khoan.

Sau d6 dién cac thong tin vao biéu mau, va bam nit tao tai

khoan.

Luu ¥ 12 gmail yéu ciu ban phai c6 sb dién thoai di dong dé goi
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http://www.hotmail.com/
http://www.mail.yahoo.com./

.. R Mé&i ddi véi Gmail? Hoan toan mién phi va that dé dang.
Google tai khoan | _

Xac minh tai khoan cua ban Tao tai khoan »

M xdc minh clia ban da duoc gii dén (IEEEE
Méu ban khing nhan dwec thi, hiy thir gl lai. Gi¢i thidu vé Gmail  Tinh nang meéil
Nhép ma cua ban

|
Xac minhl

ma xac nhan nham ba o v€ nguoi dung.
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Bat dau str dung Gmail
Tén:

Ho:

Tén Bang nhap mong mudn:

Chon mat khéu:

Nhap lai mat khau:

Céu hoi Bao mat:

Tra loi:

Email phuc héi:

Vi tri:

Xac minh Tir:

Str dung email vo1 Webmail

Sau khi da c¢ tai khoan Email, trude khi st dung Email phai dang nhap tir trang
www.gmail.com.

I @gmail.com

Vi du: JSmith, John.Smith

kiém tra tinh kna dung! |

I D6 manh clia mét khau:

Dai tdi thiéu 8 ky twr

¥ Duy tri trang thai dang nhap

¥ Bat Lich sir Web Tim hiéu thém

[Chon mét cau hai =l
Méu ban quén mat khau cla ban ching tdi s& yéu cau ban tra |¢
hiéu thém

Bia chi nay dwec siv dung dé xac thuc tai khoan cla ban khi ba
mét khau. Néu ban khing cd mét dia chi email khac, ban cd thé
thém

|V\ét MNam

Mhap cac ky tw ban nhin thay trong bie hinh dwéi day.

) T\

Cac email nhan duoc sé& hién thi khi chon muc Thu.

Gi*ﬂ J|II

i -z - Hién thi tuy ¢
Tim kiem Thw Tim kiém trén Web | 7 == C

|k Lwu trif | Bao cdo spam | Xoa Dichuyéntéiv | Nhinw Tacwu khacw | Lam mdi

Ther

Danh sach lién hé

Céng vidc [T Nhém Gmail
[T Nhém Gmail

Soan thu

. [T Nhém Gmail
Hop thwr dén (3)
Buzz @
Thw gén ddu sao 5
The a3 gii
Thw nhap

Ca nhan

Tuy chinh Gmail bang mau sic va chi dé& - Dé td ¢
Nhap danh sach lién hé va email cii cia ban - Bar

Truy cap Gmail trén dién thoai di déng cda ban -,

Chuyén |k Lwu trif | Bao cdo spam | Xoa Dichuyéntéiv | Nhinw Tacwu khacw | Lam mdi

6 nhin khacw

dé soan Email mdi, chon ntt Soan thu. Nhap ndi dung Email véi cac muc nhu sau:

T6i (Email mot hay nhiéu nguoi nhan -cach nhau bang déu ;); CC

(Email ngudi dong nhan); BCC (Email ngudi  dong

nhan nhung
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khong hién thi cho biét cing nhan Email véi hai nhom Email ¢ trén); Chi dé
(Subject - tiéu dé

Email); Body (n6i dung Email);

dé gdi file dinh kem Email, chon ntt dinh kem. Sau d6 chon file can gd1 di.

Chu y: sau khi str dung Email xong, chung ta phai bAm nat Sign- out dé tranh viéc
mat tai khoan Email, bao vé thong tin riéng tu.

Str dung email véi Outlook Express

G Liru by gitr Huy Thw nhap dwoc tw ddng lwu vao 19:28 (0 phd

I&i: csehuinet@gmail.com

Ce: huicse@hui_edu.vn

Bce: huicse@gmail.com

Cha dé: G&i cac hoc vién Iép A190 bang diém cudi ki
42 Dinh kém

B 7 U F T Ty T « = = i= 6k T

.
M
i
if

Chao cac em.

Outlook Express 12 phan mém quan 1y Email ctia hing Microsoft Windows

(twong tu voi1 Thunderbird

ciia Mozilla). Phan mém nay cung cid. R, 1 41t 16 nguoi

\ , X 5 , . A , ‘A 8 Account Informatior . <L , .
dung c6 thé quan 1y Email mot cach hiéu e giao tip voi

No account available. Add an e-mail account to er

Email Server dé chuyén-nhan Email v6i mg ety settings for e scconneTl. AUNE. K1

QY

dong Outlook Express tir muc All Pro- grams

Account
Settings

deé su dung email v&i Oulook, dau tienjitss e 02t oan email cho

. Options :;I:Pir:‘fhr:a;. account or other
Outlook. Ttr menu Info, chon Add Account.

Sau do nhép thong tin email

Thanh cong

cu:

New E-Mail: Soan Email méi. Reply:

Email dang m& cho nguoi goi.

Forward: Go1 Email nhan dugc cho nhitng nguoi khac.

6.7. Dich vu Office Online

Phan mém online 1 cac phin mém thuc thi tai cic may cha, va tra vé két qua cho
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ngudi dung cudi. Office Online 13 mot trong cac phan mém online dugc cung cip mién
phi, cho phép nhiéu ngudi ding doéng thoi soan thao mot van bang, bang tinh, file trinh

dién online, d6 hoa.. va

Auto Account Setup
Click Next to connect to the mall server and automatically configure your account settings.

@ E-mail Account

Your Name: Aun
Example: Ellen Adams

E-mail Address: @gmad.com

Example: ellen@contoso.com

Password: = = |FEEEEs=

Retype Password;  ***=*** |
Type the password your Internet service provider has given you.

chia xé cho nhiing nguoi khac véi kha niang phan quyén gitip bao vé thong tin
duoc toa ven. Office Online ngay cang ti¢én dung va manh mé& khi cong nghé dién toan
dam may duogc cac hang 16n dau tu phat trién trong cac nam gan day. C6 nhiéu hing cung
cap Office Online nhu Mir- osoft voi dich vu Officelive, Google vi Google Docs &
Spreadsheets, ThinkFree Online va Zoho Office Suite ... Trong tai liéu nay chi dé cap dén
dich vu cua Google, 1a Google Docs (soan thao van ban -) & Spreadsheets (bang tinh) &
dia chi https://docs.google.com. Ban phéi c6 tai khoan gmail dé dang nhap va sir dung

dich vu mién phi nay.

Gox )g[c docs

Create new ~ | | Upload... Documents v Images & videos v More options v

& Document
o ]

Presentation
E Spreadsheet
= Form

Drawing
No

& Caollection .
Items

Fromtemplate..  jith me

Sau khi dang nhap, tr man hinh chinh ctia googledoc, chon Cre- ate new, va chon tiép
Document (néu soan vin ban), Presentation (néu soan théo trinh dién), Spreadsheet (néu

soan thao bang tinh)...
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