PHAN I. NHUNG KIEN THUC CO BAN VE MAY TINH
Bai 1. May tinh la gi

I. Cac khai niém

1. May vi tinh 1a mot thiét bi dién tir, thao tac thong tin hay dir liéu. C6 c6 kha nang luu tr,
truy xuat, va xur 1y dir liéu. Nhu cac ban di biét, mot chiée may tinh c6 thé st dung dé gb vin ban,
gui email, choi tro choi hay luét web. Ban c6 thé str dung no dé chinh sta bang tinh file excel, file
thuyét trinh power point va ca video.

2. Phan cirng may tinh 1a bat ky
thanh phan nao ciia may tinh c6 cAu tric vat
1y (to nho, ning nhe, mau sic hinh dang...)
hay no6i cach khac 1a cai gi cam trén tay
dugc thi d6 1a phan cing. Chang han nhu
chuot, ban phim, mainbord, chipset...

3. Phin mém 13 bat ky cai gi ma
chay dugc trén phan cing, no tan dung phan
clng de lam cai gi do thi do la phan mém. -
Phan mém néd khong c6 cAu tric vat 1y, né vo hinh, khong caAm nidm duoc. Vi du: Bo phﬁn mém tin
hoc van phong Microsoft Ofice (word, excel, powerpoint,...), trinh duyét web (chrome, firefox..),
phan mém xem phim, nghe nhac....

4. Cac loai may tinh: Hau hét moi ngudi khi nghe cum tir may tinh thi ho nghi ra mot
cai mdy tinh dé ban hodc mét cdi mdy tinh xdch tay (laptop). Tuy nhién may tinh co nhiéu hinh
dang, kich ¢& va thyc hién nhiéu chirc ning khac nhau trong cudc song hang ngay. Vi du trong may
rt tién ATM hay mdy quét cua siéu thi khi tinh tién hay 1a mdy tinh cam tay (casio fx 500,...) chiing
cling dc goi la may tinh, va d6 lam mot trong nhiing loai may tinh khéac véi cai may tinh ma ta hay
20i (desktop - may tinh ban hay laptop - may tinh xach tay).

4.1. May tinh dé ban




May tinh dé ban thuong dugc sir
dung tai noi lam vi€c, van phong, cong ty,
truong hoc, thu vién... N6 ¢co thé to nho, hay
vira tuy theo phong cach, cau hinh va diéu
kién lam viéc cua nguoi st dung. Khi su
dung may tinh dé ban, chung ta hay gin thém
chudt, ban phim dé st dung, thi chung ciing
13 mot phan cua may tinh dé ban.

Hau hét cac mdy tinh dé ban thi rit d&
dang dé nang cdp phan cing, hoic mé rong,
hodc bd sung cac bo phan méi. Mot loi ich
clia may tinh dé ban 1a chi phi dau tu cua né.
Néu ban so sanh mot may tinh dé ban véi mot may tinh xach tay v6i cau hinh twong tu thi chi phi
ctia nd ré hon nhiéu.

4.2. May tinh xach tay - LAPTOP

May tinh xach tay la loai may tinh thir 2
rat quen thudc véi ban, nd con duge goi 1a laptop.
Méay tinh xach tay thi chay bang pin hoic nguon
mot chiéu (AC), may tinh ¢4 nhén thi di chuyén dé
dang hon may ban rat nhiéu, cho phép ban st dung
chung & bat ky dau.

Béi vi mot may tinh xach tay nho hon so
v6i may tinh dé ban, nén n6 s& kho khin hon khi
mo n6 ra dé xem cac thanh phan bén trong va cling
kho khan hodc khong cho phép ban néng cap phan
climg dé dang khi ban c6 diéu kién nang cap nhu
may tinh dé ban.

4.4. May tinh bang - Tablet

May tinh bang con thuong xuyén goi la
tablet 1a mot loai may tinh cam tay ma tham chi con cam
nhiéu hon, di dong hon so v&i may tinh xéach tay laptop.
Thay vi c6 ban phim va ban di chudt (touchpad) tach biét thi
may tinh bang str dung cam tng dé g va di chuyén, IPad 1a
mot vi du ciia may tinh bang dy.

May tinh bang khong thé 1am moi thir nhu may tinh
xach tay may tinh ban lam lam dugc, vi vay ban nén c6 mdt
cai may tinh dé ban hodc mdy tinh xach tay dé lam viéc.
Nhung néu ban chi muén choi game nhé va kiém tra
email, ludt web hoac tham gia chat chit trén mang xa hdi,
nghe nhac, xem video thoi thi may tinh bang 1a mot lua
chon tét.

4.5. May chu - Server

May chu cling 1a mot cai may tinh, loai nay it
ngudi tiép xtic v6i nd hon, nd 1a may tinh phuc vu thong
tin cho cac may tinh khac trén mang. Nhiéu doanh nghiép
tao ra cac may chu dé chitra thong tin doanh nghiép va cho
phép nhan vién truy cap tap tin trén may cha dé lam thao -
tac, chia sé file. May chu c6 thé nho nhu cai may dé ban, ciing co cai may chu (server) rat 16n, co
khi hé théng may chu to hon cai san van dong ay.




Cac may chu cling dong vai tro quan trong trong viéc truy cap internet. Ching la noi cac
trang web duogc luu trir, khi ban st dung trinh duyét cua ban bam vao mot lién két, mot may chu
web s& cung cp trang ban yéu cau.

4.6. Cac loai may tinh khac

Ngay nay c6 rat nhidu thiét bi hang ngdy ma vé co ban 1a mot may tinh chuyén biét mic du
chung ta khong nghi rang d6 1a may tinh. Vi du:

Dién thoai di dong: Nhiéu loai dién thoai di dong c6 thé lam duoc rat nhiéu chuyén nhu may
tinh van lam chéng hang nhu ludt web, cho tro choi, xem video, viét ghi chu, soan mail... Cac dién
thoai nay thuong duoc goi 1a smartphone hay di¢n thoai thong minh.

May choi game: 1a cai may tro choi giao dién diéu khién 1a mot dang riéng biét cia may tinh
dang sir dung dé cho tro choi. Mic du n6 khong day du cac tinh ning nhu may tinh dé ban nhung
choi dugc nhiéu game mdi, 16n...

TV: Nhiéu tivi ngay nay bao gd6m cac tng dung hodc ung dung cai thém gitp ban truy cép
nhiéu loai ndi dung truc tuyén. Vi du c6 thé xem facebook, tin tirc hay xem phim tryuc tuyén...

Bai 2. Tong quan vé H¢ diéu hanh windows

1. H¢ diéu hanh Windows 1a gi?

Hé diéu hanh 1a tap hop cac chuong trinh phan mem chay trén may tinh, ding dé diéu hanh,
quan 1y cac thiét bi phan clng, cac tai nguyén, phan mém trén may tinh. He diéu hanh déng vai tro
trung gian trong vi¢c giao tlep gilta nguoi su dung va phan cung, phan mém may tinh, cung cap mot
moi trudng cho phép nguoi st dung phat trién va thyuc hién cac tng dung ctia ho mét cach dé dang.

Dé biét may tinh dang str dung phién ban hé¢ diéu hanh Windows nao, ban hiy lam theo cac
budc nhu sau:

- Ban bam dong thoi phim Windows (phim c6 hinh cira s6) trén ban phim va phim R, khi cira
s6 Run hién ra, ban gd Winver va bam OK.

- Ctra s6 moi xuét hién s& cung cdp cho ban day du cac thong tin vé hé diéu hanh ban dang
su dung.
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Khong phai ngiu nhién ma hé diéu hanh Windows lai chiém mét vj tri doc ton vé thi phz‘?ln
trén thi trudng hién nay. Vay Hé diéu hanh Windows 1a gi?

Nén tang hé diéu hanh Windows dugc Microsoft khai sinh vao thang 11 nam 1985. Cho dén
nay, trai qua nhiéu phién ban voi nhiéu sy thay ddi, hé diéu hanh Windows da gt hai rat nhiéu
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thanh céng. Mot s6 loai hé diéu hanh windows duoc ké dén nhu: Windows 3.1, Window 98,
Windows XP, Windows 2000, Windows Vista, Windows 7, va Window 8, Windows 10,... Ngoai
ra, con phai ké dén cac hé di€u hanh danh riéng cho may chu (Server) nhu: Window server 2003,
2008, 2012,...

2. Nhirng diém manh ciia nén ting Windows

Tinh twong thich cao: Vén 1a mot nén tang chiém thi phﬁn sir dung cao nhit hién nay nén
cung khong co gi kho hiéu khi hau hét cac nha san xuét déu dau tu xay dung phidn mém ciing nhu
san xuét phan ctng hd tro cho hé diéu hanh Windows.

Bao mat: Vé mat bao mat, tuy Windows khong dugc bao mat toan dién nhu céac nén tang
khac nhu: Linux, Mac OS ... nhung Microsoft van lam viéc chdm chi hing ngay dé thudng xuyén
cung cép cho ban nhitng ban vé céac 16 hong bao mat.

Hb trg nhiéu Gng dung: C6 thé noi rang, Windows hd tro ddy du cac ing dung ban can va
nhiéu hon rat nhiéu, vuot troi hon so véi cac hé diéu hanh khac. Pon gian mat diéu, cac nha viét
mg dung luén mudn nhiam dén mot thi trudng cd sd nguoi st dung dong dao nhu Windows.

HJ tro t6i da cho man hinh cam tmg (Windows 8 tr¢ 1én): Cac dong Laptop hd trg man hinh
cam tmg déu dugc van hanh trén nén tang Windows 8 trd 1én. Windows 7 cling hd trg cam tng
nhung chwa hoan thién bang Windows 8.

Kho tng dung riéng: Bit dau tir Windows 8, Microsoft di dau tu mot giao dién Metro hoat
dong song song véi giao dién Desktop quen thudc, va diém dic biét trén giao dién Metro nay chinh
la kho tng dung Windows Store. Gan ddy, sb luong img dung da bat dau ting lén rat nhanh va néu
ban dang s¢ hiru mdt thiét bi ¢6 man hinh cam ung thi s€ that sy tuyét voi khi st dung nhitng ing
dung nay.

3. Piém yéu ciia Windows

Do duoc str dung qua phd bién nén nén tang Windows tip trung rat nhiéu su cha y cua
Hacker, vi thé phﬁn 16n cac virus, ph?m mém gian di¢p, ma ddc... déu dugc viét dé hoat dong trén
nén tang nay. Viéc phong chdng virus luén phai dugc cap nhat thuong xuyén va day du. Pic biét do
tinh trang s dung Windows “lau” rét cao tai Viét Nam dén dén viéc sir dung may tinh ca nhan chira
nhiéu rai ro tiém an lién quan dén van dé bao mat.

Bai 3. H¢ diéu hanh Windows XP
Windows 1a phan mém hé diéu hanh cta hing Microsoft. Vi giao dién dd hoa thong qua hé
théng thuc don va cac hop hoi thoai da dang, hé diéu hanh Windows d& st dung. Céac hé théng may
vi tinh hién nay tai Viét Nam va nhiéu nuéc trén thé giéi thuong dung hé diéu hanh Windows. Thi
phan st dung Hé diéu hanh may tinh thong ké dén thang 9/2015 nhu sau:
Thi phdn hé diéu hanh may tinh toan cau

1,82%
2,56% 4,46%

» Windows 7 B Windows XP  mWindows 8.1  © Windows 10
® Mac QS X 10.10 m Windows 8 ® Windows Vista m Khdc



Hé diéu hanh Windows 7 dang 1 hé diéu hanh c6 s6 ngudi sir dung cao nhat (57,67%), tiép
dén 1a: Windows XP (12,14%), Windows 8.1 (11,39%), Windows 10 (5,21%), cac hé diéu hanh con
lai déu chiém dudi 5%.

Windows 13 hé diéu hanh da tac vu (hay da nhiém), nghia 1a c6 thé thuc hién dong thoi nhiéu
nhiém vu. Vi dy, vira nghe nhac, vira st dung phan mém Excel dé tinh toan, hay phin mém
Winword dé soan thao van ban. Ngoai ra h¢ dleu hanh Windows con ¢ chirc nang Plug and Play
(cam va chay) tu dong cai dat cac thiét bj dugc gin thém vao hé thong, ciing nhu cac tién ich dé ndi
két mang va Internet.

1. Céch sir dung chudt va ban phim:

1.1. Swr dung chudt:

Trong quéa trinh 1am viéc vi Windows, thiét bi chuot gidp
ban thao tc nhanh hon va tién loi hon véi cac ddi tuwong trong
Windows. Chudt thudng gom 3 nat bAm (con goi 1a nut chudt trai,
phai va lan). Héau hét cac chuong trinh may vi tinh déu c6 giao
dién d6 hoa tryc quan, cic thao tac 1énh déu thuc hién thong qua
céc trinh don Menu nén viéc ding chudt dé thao tac rit théng
dung. B4i v6i nhiu ngudi, chudt duoc sir dung nhiéu hon bat cir
thiét bi nao khac ctia may vi tinh. Chudt thuong dugc hién thi trén
man hinh dudi dang mot biéu tugng (Icon) hay con goi la con trd
chuot. Hinh dang cia con tro chudt cd thé thay doi tuy theo
chuong trinh, vi tri, trang thai lam viéc cua chuong trinh...

1.1.1. Cac nut chugt

- Nt trai (Left Button): Nam phia bén trai khi cAm chudt, ddy 1a nat chinh dugc st dung
nhiéu nhat. Nhan nat nay 1 1an (Left Click) dé chon, nhan 2 1an lién tiép (nhan dtp, Dubble Click)
dé mé hodc chay ddi tuong dang dugc chon.

- Nt phai (Right Button): Nam phia bén phai khi cAm chudt, thuong c6 tac dung dé mé mot
trinh don (Menu) 1énh, va cic 1énh nay s& thay d6i tiiy vao vi tri con tré hodc chwong trinh.

Néu mot lac nao d6 ban cam thidy mét phuong hudng khong biét sir dung hodc thoat khoi
chuong trinh ra sao thi hiy nhan vao nut phai chudt (Right Click), ban s€ tim dugc cach giai quyét.

- Nt cudn (Scroll Button): Thuong nam ¢ gitra 2 nit trai va phai, ¢ tac dung cudén man hinh
lén/xudng, trong mot sd chuong trinh xtr 1y anh nut nay co tac dung phong to/thu nho (Zoom).
Ngoai cach sir dung trén ntit cudn cé mot cach sir dung khac ma it nguoi biét dén d6 13 nhin vao nat
nay sau d6 di chuyén chuot...

1.1.2. Sit dung chudt — Cac thao tac véi chugt

Cam chudt trong 1ong ban tay phai, ngon tro dat 1én ndt bén trai, ngon giita dat 1én nat bén
phai, ngon cai va cac ngon con lai giit chiat xung quanh than chudt. Néu sir dung tay trai thi cAm
ngugc lai.

Dinh vi con trd (Pointing): Cam chudt di va di chuyén chudt theo cac hudng, mat nhin vao
man hinh dé dinh vi tri cho con tré chudt chi vao dung cac ddi tuong can chon trén man hinh.

Chon (Select) mot dbi tuong: Chi con tro chudt vao mot dbi tugng trén man hinh va nhén nut
trai chudt mot 1an dé chon. Nhén va gilr nat trai chuot sau dé kéo thanh mdt duong bao xung quanh
dé chon mot hodc nhidu dbi tuong nam trong do.

M@, chay (Open, Run) mdt tap tin hodc chuong trinh: Chi con tré chudt vao mot biéu tuong
ctia tap tin hodc chuong trinh img dung Va nhan nit trai chudt hai lan lién tiép (nhan dup) dé mo tap
tin hodc chay chuong trinh dang chon.

Kéo va tha (drag and drop): Nhén, giit nat trai chudt vaio mot dbi twong, sau dé di chuyén
(Move) d6i twong nay dén vi tri khac va tha nat trai chudt dang nhén ra.

Chon mdt doan van ban (Text Select): Pua con tré chudt vao vi tri dau cta doan van ban, con
trod sé chuyén thanh d4u I, nhan va gilr nut trai chudt sau do kéo dén cudi doan van ban mudn chon.
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1.1.3. Con tré chugt
Mot s6 chuong trinh cho phép thay do6i hinh dang cta con tré chudt khac nhau. Tuy nhién vé
co ban thi con tré chudt c6 nhiing dang sau:

g Intern:a? - J My Documents
1 [}5- 1. qTré chuot dxang o Atran‘g thfi} binh thl‘rc‘mg’ dl‘ing de . ) My Pictures
chi, chon... nhan chudt vao déi tuong nao d6 dé chon SR
2 @ . ./ My Music
no. . . n ) . . ) i B . E Microsoft Word 55 My Computer
a8 2. Thuong xuat hién khi chi vao cac lién két (Link), B
khi nhan vao cac lién ket nay thi trinh duyét sé dugc | &t " (B contrlpan
4 @ mao dén dla chi lién két. “m !) Printers and Faxes
s B 3; Thlf:ong zcuat’hler‘l trong cac c’husorn% trlr}h XU }y 7 T @) b o sppon
van ban hodc cac vung dugc phép nhap ky tu van Dseri
1 ban (Text), ky tu s€ xuat hi€n ngay tai vi tri ciia con @”BWDVD am A
5 . ~ a1 , 7 Ruri...
tro khi dugc go tir ban phim. w .
+«+ 4, Xuat hi¢n d¢ bao thao tic chudt dang thyc hién
] khﬁng ho’p lé ‘ All Programs D
"B Tro chudt dang & trang thai xtr Iy mot tic vu nao togoff @] Turn off computer
~ 40, hién thi nay bdo cho nguoi sir dung biét can phai FEFEEH se6 > W
cho.
7+ 6. Tro chudt dang 6 trang thai thu nhé hodc kéo gidn ddi twong theo hudng cta miii tén.

7. Tro chudt dang & trang thai di chuyén (Move) ddi tugng theo 4 huéng cua mili tén.

1.2 Sir dung ban phim

Swr dung phim Chirc nang thuc hién

Windows key: Kich hoat menu start

Ctrl + ESC Kich hoat menu start

Application key: Kich hoat nhanh Shortcut menu

ALT + F4 Dong cira sd hién thoi hoic két thic mot chwong trinh

CTRL + F4 Pong cira $6 hién thoi trong mot chuong trinh véi giao dién
tai liu da cira s6 (MDI)

CTRL+C Sao chép ddi tugng vao Clipboard

CTRL + X Cit ddi twong vao Clipboard

CTRL +V Dan ddi tugng tir Clipboard

CTRL+2Z Huy bo (Undo) Iénh, thao tac vira thuc hién

CTRL +A Chon tat ca cac ddi tuong

DELETE X04 cac ddi tuong dang chon, xoa ki tu sau con tro

BACKSPACE Quay vé cép thu muc cao hon, hodc x6a ki tu trude con tro

F1l Bat chirc nang trg giup cia Windows

F2 Thao tac nhanh chirc ning doi tén Folder, File

F3 Bat nhanh chirc ning tim kiém

F5 Thao tic nhanh ché d6 lam tuoi (Refresh)

2. Mt s6 thanh phan giao dién co ban ciia Windows XP

2.1. Thuc don Start va thanh tac vu (Taskbar)

2.1.1. Thure don Start

NGt Start va thanh téc vu thudong ndm ngang dudi ddy man hinh sau khi khai dong
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Windows. Théng thuong, thanh Taskbar dugc dat
& ché do ludn viudn nhin thiy duoc.

Kich chudt vao nat start, thuc don start xuat
hién voi cac nhém chic nang can thiét dé  bat
dau  sir dung Windows. Thuc don nay s& thay doi
vé6i tirng may tinh khac nhau tuy thudc vao sb luong
cac chuong trinh dwoc cai dat trong may. Tuy
nhién thuc don nay ludn luén cd nhirng thanh
phan co ban nhat dinh nhu hinh bén trén.

boi véi Windows XP, thuc don Start
dugc chia thanh 2 cot. Cot bén trdi chwoa cac
chuong trinh vira dugc st dung truéce do.

2.1.2. Thanh tac vu (Taskbar)

Khi thuc hién mot chuong trinh hoic mé mét cira s6, ban s& thiy xuit hién trén thanh
Taskbar mot nut thé hién chuong trinh hoic ctra s6 ma ban dang mo. Tai mot thoi diém, ¢ thé
c6 nhiéu cira s6 duoc mé dé lam viéc. Ban c6 thé chuyén téi cac cira s6 khac nhau bang cach
kich chuot vao cac nut trén thanh Taskbar.

Turn off computer

i 5l:arl:| E @ &= > @ Tin hoc can ban - Micros. ., | 1,_@ untitled - Paink |

2.1.3. Tat may
Dé két thic 1am viéc vai Windows, ban hay thyuc hién theo cac budéc sau:
Kich chuot trdi vao nat Start va chon
Turn off Computer, mot hop thoai xuat hién
(hinh bén),
Kich tiép chuot trai vao nat: Turn Off

Tuy nhién, thuc hién tat ca cac 1énh nay nhanh chong, trong Windows mic dinh cho chung
ta khi nhan nit Power trén Case may tinh, thi may s€ tu dong thuc hién tat ca cac thao tac trén.

2.2. Man hinh nén (Desktop)
Man hinh nén (Desktop) cua Windows dugce b tri rat nhidu cac biéu twong (Icon) khéac
nhau. Sau day la y nghia mot sé biéu twong c6 san khi cai dat Windows:
Biéu twong Y nghia

jl,.g Chura céc tai nguyén trong may cua ban

My Computer

Chi can kich ddp chudt vao day, ban c6 thé mé thu muc chira cac van
ban da co san trén dia

My Docurnents
| N , , , X - o~ 1 - P 2 - A L, 2 - .
2 Thung réc, chira cac doi tuong da bi xoa dé khi can co thé khoi phuc lai
Recycle Bin

é Trinh duyét Internet cia hang Microsoft, ddy la chuong trinh giup ban
Intemet  truy cap Internet

Ewxplorer



-
E,;J Chuong trinh Outlook Express, day la chuong trinh gidp ban giri va nhan
ook thu dién ta, rat nhanh va tién loi
CAc biéu twong do nguoi ding tu tao goi 1a Shortcut, c6 miii tén nam ngay & phia dudi goc
tréi. Cac biéu twong nay lién két dén mot chuong trinh trén may, khi kich dup chudt vao cac
biéu twong nay thi chwong trinh dé sé& chay.
2.2.1. Sdp xép céc biéu twong

- Kich chudt phai vao chd tréng trén man hinh nén, xuat hién menu popup:

- Kich chudt vao muc Arange Icons, xuat hién thém mot menu popup nho, bao gom cac lua
ChQn: , , . Active Desklop #
f by Name: Sap xép theo tén Icon

4 J4 -2 Amrange [cons k by Mame
f by Type: Sap xép theo kiéu Icon Line Up lcors by Type
f by Size: Sap xép theo kich thudc Icon — by Size
f by Date: Sap xép theo thoi gian tao lcon - by Date
f Auto Arrange: Tu dong sap xép cac lcon v futo Arrange

2.2.2. Poi tén biéu twong

- Bam chuot phai vao biéu tuong can doi tén, xuat hiefdtEmenu popup. Kich tiép chuot vao
muc Rename. G& tén méi cho biéu tuong va nhan Enter.

- Phim tét thyc hién: F2

2.2.3. X04 biéu tweng

-Bam chudt phai vao biéu tugng can x0a, xuat hién mot menu popup
- Kich tiép chudt vao muc Delete. Mot hop thoai sé hién ra hoi ban c6 chac chan xoé biéu
tugng nay khong? Ban hdy kich chudt vao nat Yes néu chac chan xoa.

Confirm File Delete x|

.l Are you sure you want to send "Windows Media Plaver' ko the
=) Recycle Bin?

3. Céc thiét bi luu trir, thu muc, tép tin
3.1. Xem thong tin vé 6 dia ‘ X @

bé xem cac thong tin vé 6 dia, trén man hinh nén
Desktop, Click dup chuot vao biéu twong My Computer.
Cura s0 My Computer xuat hién nhu sau:

~ Dé xem thong tin vé mét 6 dia, ban kich chudt phai
vao 6 dia va chon Properties:

3.2. Xem thong tin vé thu muc ’
bé xem thong tin vé mot thu muc, tép tin, ban Kich chuot phai vao doi tuong dé va chon
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Properties:

Games Properties

Local Disk (C:) Properties

General | Sharing | Customize General | Tools | Hardware | Sharing | Quota
_J Games ] |
Type: File: Falder Type: Local Digk
P o Filz system:  MTFS
Size: 116 ME [1 al '5?5'55? b_','tBS] . Uzed Fpace: ?,81 1 ,858,432 b_',JlBS T.27 GB
i ) B Free space: 12183760896 bytes 11.3GB
Size ondisk: 117 MB [116,564,458 bytes)
Contains: 455 Files, 35 Folders Capacity: 19,995,613,328 bytes 18.6 GE
Created: Saturday, September 17, 2005, 2:24:57 P
Attributes: [=]i ¢ TR Disk Cloanp
[JHidden
[ Compreszs diive to save disk space
Allow Indexing Service to index this dizk for fast fle searching
[ [0].8 ] [ Cancel ] [ a8 l [ Cancel ]

Phan ving C: nhu hinh bén phai duoc dinh dang NTFS, déy 1a dinh dang bét budc ddi vai he
diéu hanh Windows 7, Windows 8, Windows 10.

Kich thudc file va dung lugng t6i da ciia phan vung dung NTFS c6 thé rét 16n. Mot sb tinh
nang hién dai ctia NTFS c6 thé ké dén 1a cac tinh nang vé bao mat nhu: dat quyen truy cap cho tap
tin; ghi nhan nhiing thay d6i dir liéu giap dé dang phuc hdi néu may tinh gip su c; tao cic ban sao
(copy) danh cho sao luu (backup); ma hoa (encryption); dat han ngach dia (disk quota limit)... cung
mot sO tinh nang khac. Chung rat quan trong cho cac phan ving hé thong, dic biét 1a tinh ning dat
quyén truy cap cho tap tin.

Bai 4: Sir dung chwong trinh Windows Explorer.
1. St dung chwong trinh Windows Explorer

1.1. Khéi dong chwong trinh
Céach 1: Kich chuot vao nut Start, chon nhém Programs sau d6 chon Windows Explorer

Céch 2: Bam chudt phai 1én n(t Start, - SL=TES
chon Explorer. Khi d6, trén man hinh xuat hién e e vew raores ods e *
maot ctra s6 nhu sau: Q@ et - YR BH ¥ XEH 4E

1.2. Giao dién ciia chwong autvess | 5 E:thac Quyentusiness ZJBe

trinhWindows Explorer
Ctra s6 duoc chia lam hai phan. Phan
bén trai hién thi danh sach cac 6 dia, thu muc,
cac tai nguyén cd trong may cua theo dang
phan cap hinh cay. Phan bén phai hién thi noi
dung cua thanh phan hién thoi ma ban dang
chon & bén trai. Ban can chd y dén mot sd

Folders
= _J My Cornputer
& 314 Floppy (A2
S winxpsp2 (C:)
S win2003 (D)
e DATA (E:)
+I [5) Ke toan - Hang
= [ Khac Quyen
S Fiisiness
My Data Sources
1) My eBooks
d My Music
+ .ﬂ Iy Pictures
+ [2) My Projects
+ My Webs
¢4 objects {Disk free space: 7,25 GB)

¥

¥
¥

[ LA

hd

| Ha Moai Schaol of Public Health -
MoH

/J Mgan Hanh Co Ltd
/J San Vist itd Jsc

Teacher Training Project - MoET

0 bytes _J My Computer




thanh phan sau:

Thanh thuc don (menu):

|File Edit  Wiew Favorites  Tools  Help ;'}’ |

Thanh thuc don chaa cac nhém Iénh cua cira s6 chuong trinh. Nhém File chira cac 1énh
tao thu muc va tép. Nhoém Edit chtra cac 1énh lién quan dén cac thao tac Copy, Cut, Paste. Nhom
View chira céc 1énh vé trinh bay, hién thi giao dién cira cira s6 chwong trinh. Nhém Favorites
chua lién két lién quan dén cac thu muc, chuong trinh, cac trang Web ma ban yéu thich....

Thanh cong cu (Toolbar):

GBack il > | ‘if } ) Search |~ Falders Elv IEI @ L\:I '}é ”—‘

Trén thanh cong cu chira mot s6 nat Iénh thdng dung, ¥ nghia cia cac nat Iénh nay dugc
trinh bay trong bang sau:
Nut Iénh Y nghia

Back Quay tro lai trang théai sau
Forward Quay Vé trang théi trugc

Up Trd vé thu muc me caa thu muc hién thoi
Copy  Sao chép thu muc, tép
Di chuyén thu muc, tép vao bo dém

(Clipboard)
Paste  Dan tép, thu muc tir bo dém ra thu muc dich

' OQ

-
e,

Cut

Undo  Huy céc thao tac da thuc hién
Delete  Xo4 thu muc, tép
Properties  Xem thugc tinh cua thu muc, tép

KX 8o

E, Views Chon cach hién thi cua thu muc, tép trén cta so

- Ban ¢ thé kich chudt vao cac nat trén hinh cay bén trai dé ma rong hoic thu hep hinh cay
thu muc.

- Ban ¢6 thé mé mét van ban hoidc khai dong mét chuong trinh bang céc kich dap chudt vao
biéu tuong trong cira sé bén phai caa Windows Explorer.

- Ban c6 thé thay d6i cach thé hién céc biéu tuong trén phan bén phai cira s6 bang céch
thay ddi cac lwa chon hién thi: Trong thuc don View, ban chon cac dang nhu Thumbnails, Tiles,
Icons, List, Detail.

- Ban c6 thé thém hoic b6t cac biéu tugng trén thanh cong cu. Trén cta sé cua chuong
trinh Windows Explorer, ban thuc hién lénh View/Customize.., mot hop thoai xuat hién nhu sau:
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Customize Toolbar 2| =]

X,

Ayailable toolbar buttorns: Current toolbar buttons:
G Back Fieset
| Sto Forward
\—~L| i bedd > o
_'\J Horme TT Up
™ <-R
F’ M ap Drive ﬂ Separator
' Maowve Up
ﬁ‘ Disconmect we | Refresh
o Mo Do
K ) et ﬁ T o ﬁ Move Down|
Text options: |Selective kext on right ﬂ
Icon options: |Large icons ﬂ

Phan bén phai cua hop thoai la cc nit Iénh dang dugc hien thi trén thanh cong cu cua cira 6
chuong trinh. Y nghia ciia mdt so nut 1énh trén ctra s6 nhu sau:
Nut lénh Y nghia

Add B6 sung thém nat 1énh vao thanh cong cu (sau khi chon nat 1énh

& phan bén trai)

G& bo nat I1énh trén thanh cong cu (sau khi chon nat Iénh &

Remove
phan bén trai)

Reset Khoi phuc trang thai ban dau caa thanh cong cu

Move Up  Chuyén nat Iénh 1én trén

Move Down Chuyén ndt Iénh xubng dudi

2. Thao tac veéi the muc va tép tin trong chwong trinhWindows Explorer

2.1. Lua chon thu muc, tép tin

- Chon mét d6i twong (thu muc, tép tin): Kich chudt vao déi tuong do.

- Chon nhiéu dbi twong ké nhau: Kich chuét vao déi tuong & vi tri dau, nhan va gitr phim
Shift, sau do kich chugt vao dbi tuong cudi.

- Chon nhiéu ddi tugng roi nhau: Nhan va giit phim Ctrl, kich chudt 1an lwot vao cac ddi
tuwong can chon.

- Chon toan b ddi twong trong mét thu muc: Thuc
hién lIénh Edit / Select All Fle Edit View Favorites Tooks Help
hoac nhan t6 hop phim Ctrl + A. e

2.2. Tao méi, d6i tén, xo6a, sao chép, di chuyén thw
muc va tép tin

a Briefcase

,'_\l Bitmap Image

@ Microsoft Word Document
winxpsp2 (Ci) ¥ @ Microsoft Access Application

2.2.1. Tao ther muc mai
Chon thu muc me (thu muc sé chira thu muc mai): %:ﬁ'ﬁ"‘i; Poneron Fresertaien
. ~ N obe Photoshop Irmage
chh ChUQt Vao thu muC m@. (2] Microsoft Office Publisher Document

E1 Texk Docurnent

11 ‘Winamp media file

@_] Microsoft Excel Workshest
ED winzip File

Rename
Properties

Close




Thuc hién 1énh File/New/Folder.

Windows sé€ tao ra mot thu muc méi véi tén mac dinh la New Folder hoac New Folder
(2), New Folder (3)... va cho ta g8 tén thu muc méi vao dé thay thé cho tén mic dinh. Ban hay
nhin Enter dé xac nhan tén cho thu muc mai hoac kich chudt vao mot vi tri bat ki trén man hinh.

2.2.2. Tao tép van ban (Text file)

Chon thu muc me cta tép can tao bang cach kich chudt vao thu muc me, khi 6 phan bén
phai cua ctra s6 s& hién thi noi dung caa thu muc do.

Thue hién 1énh File / New / Text Documet. Windows s& tao ra mot tép van ban tréng
voi tén mac dinh la New Text Document.txt hoic New Text Document (2).txt... va cho ta
g0 tén maéi vao dé thay thé cho tn mac dinh. Ban hdy nhan Enter dé xac nhan tén méi cho tép
hoic kich chudt vao mat vi tri bat ki trén man hinh.

Kich ddp chudt vao tép van ban vua tao, Windows s€ mé chuong trinh

Notepad dé ban nhap noi dung cho tép vira tao:

Trén cia s6 cua chuong trinh Notepad, ban thuc hién Iénh File / Save dé ghi lai tép van
ban vao dia. Phim tit; Ctrl + S

2.2.3. Doi tén thar muc va tép tin

Bam chudt phai vao thu muc hoic tép tin can doi tén, kich chudt vao muc Rename trén
thanh menu popup Vvira xuat hién. G6 tén moi vao dé thay thé cho tén cii va nhan Enter dé xac
nhan hoac kich chudt vao mét vi tri bat ki trén man hinh. Phim tat; F2

2.2.4. Sao chép thw muc, tép tin
Trén phan cira s6 bén phai, chon thu myc hoic tép tin can sao chép bang cach kich chuot
vao chung.
Thuce hién lénh Edit / Copy , phim tit: Ctrl + C
Chon thu muc dich ma ta can sao chép toi, thuc hién Iénh Edit / Paste. Hop thoai
Copying s& xuat hién nhu hinh duéi:

X
2.2.5. Di chuyén the muc, tép tin
Trén phan caa so bén phai, chon thu -
muc hoic tép tin can di chuyén bang céach — L/
kich chu6t vao chung. DATAL.CAB
Thuyc hign lenh Edit / Cut. From cs setu o cs setup

Phim tit: Ctrl + X (TT]

Chon thu muc dich ma ta can sao chép 2 Minutes Remaining

tai, thuc hién 1énh Edit/ Paste

5 Recycle Bin - 0] x|
, a . File Edit WYiew Favorites Tools  Help ;?
2.2.6 Xoa thur muc, tép tin Sy
° p |_\_L| ab ? 7 ! Search Folders Elv

Chon thu muc hozc tép tin cin X04.
Thuc hién 1énh Edit / Delete. Windows sé
hién thi mot hop thoai hoi ban ¢ chac chan xoa Recycle BinTasks A

Address | 2/ Recycle Bin

cac thw muc hoac tép dachon khéng? Ban 3] Empty the Recyce Bin
hay kich chudt vao nit Yes néu khang dinh xo4. % Resrethsien
Phim tit: Delete Delete
Khi mubn xo6a thu muc, tép tin ma khéng ;“E”’:*s A Properties
Desktop

luu lai trong Recycle Bin thi ta dung t6 hop phim _ :
B [} My Documents
Shlft+D9|ete _& My Computer

\3 My Metwark Places
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2.2.7. Khoi phuc thar muc, tép tin da bi xoé

Trén man hinh nén (Desktop), kich dap chudt Ién biéu tugng thung rac. Cira s6 Recycle Bin
xuat hién chtra cac di tuong da bi xoa:

Kich chudt phai l1én déi tueong can khdi phuc, chon Restore dé khdi phuc dbi tuong da
X04a..

Bai 5. Cach giir cho Windows cia ban an toan hon

Nhimng viéc ban can lam sau day s& gitip cho chiéc may tinh chay hé diéu hanh Windows
duoc an toan hon trude nhitng nguy co mit an toan rinh rap.

1. Cai dat chwong trinh diét virus:

Virus 1 ndi lo chung cta hau hét ngudi ding may tinh. Bat ky ai khi str dung may tinh déu
so bi lay nhiém virus may tinh gy ra tinh trang hé thong chay cham, mat két ndi mang va quan
trong nhit la div ligu bi ddnh cdp hodic bi tw dpng xéa. Do d6, ngudi ding may tinh nén cai dat mot
phan mém diét virus dé phong tranh dugc nhimng van dé do.

Phan mém diét virus 1a mot phén mém khong thé thiéu ddi véi windows, may tinh s€ an toan
hon rét nhiéu ngay ca khi ban sir dung phan mém diét virus mién phi.

Ké tir phién ban Windows 8, Microsoft d c6 tich hop phan mém bao vé Windows Defender
va mic dinh duogc kich hoat ngay tir dau. Defender khong di kém trong cac phién ban Windows
truge day va noi chung ciing khong phai la mot giai phap bao mat day du tinh ning nhat hién nay.
Do d6, cac hing san xuit may tinh thuong vo hiéu hoa cong cu ndy va cai thém mot sé phan mém
bao mat khac nhu Norton hay McAfee, nhung thuong chi 1a ban dung thur.

Mot sb phén mém diét virus mién phi tdt nhu: Avira, AVG, Avast, Bkav home, CMC
antivirus,...

Ngoai ra ban nén cai thém phan mém phat hién malware dé bao vé an toan cho may tinh
trong thoi dai Internet ngay nay.

Tuy nhién, c6 thé n6i khéng mot san pham nao 1 hoan hao giup bao vé ngudi ding khoi cac
mbi nguy hiém tiém tang trén mang. Va diu cho mot cong cu néu duoc quang céo 13 c6 kha ning
bao vé ngudi dung c6 thé dat mic an toan cao nhét di nita, thi diéu nay khong c6 nghia 1a ngudi
dung s€ hoan toan dugc bao v¢ tuyét ddi khi truc myén.

2. Kich hoat twong Iira

Tuong lira (firewall) 1a mot phan rat quan trong giup bao vé may tinh khi két ni mang,
nhung d6i khi cc tmg dung, phan mém ddc hai hay chinh ngudi dung tit ching di. Gidng nhu cac
chuong trinh diét virus, firewall dugc yéu cau phai ludn chay nén dé co thé bao vé hé thng.
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Tuong lira duoc yéu cau phai ludn chay nén dé co thé bao vé hé thong.

Hé diéu hanh Windows tich hop tinh ning Firewall rit hiéu qua va ban phai dam bao 1a né
ludn duge kich hoat. Bé thuc hién, hay vao muc Control Panel > Windows Firewall r0i nhan vao tuy
chon “Turn Windows Firewall on or off” dé bat hodc tét tinh nang nay.

3. Cip nhit cic ban ning cAp méi nhit

Hang Microsoft thudng xuyén phat hanh cac ban cap nhat Windows nham stra nhitng 16i hé
théng, vé 16i bao mat hodc dua ra cac tinh naing méi cho hé diéu hanh. Ban khong can phai thuc hi¢n
tim kiém trén web, thay vao d6 hay thiét 1ap dé hé thong tu dong tai vé va cai dit mbi khi c6 ban cap
nhat Windows m&i nhat.

Ngoai ra, ban cling c6 thé ty minh thuc hién thao tac cap nhat béng cach mé Control Panel,
sau d6 chon System and Security > Windows Update > Check for Updates. Hé thdng s& tw dong tim
kiém céac ban cap nhat, tai vé va cai dat. Sau khi hoan thanh, hay khoi dong may tinh lai dé cac ban
cap nhat c6 hiéu lyc. Thao tac khoi dong lai nay co thé phai thyc hién nhiéu lan tiy thudc vao sd
luong ban cép nhat da cai dat.

4. Tao hai tai khoian khac nhau

Moi phién ban Windows déu cho phép tao nhiéu tai khoan nguoi dung khac nhau néu may
tinh duoc chia sé dung chung. Tuy nhién, d6i vdi may tinh c4 nhan, nguoi dung ciing can phai tao it
nhat hai tai khoan cuc bd khac nhau, trong d6 mot tai khoan quan tri dé quan 1y Windows va mot tai
khoan riéng cho cong viéc hodc vui choi giai tri. Tai khoan nay khong nén phan quyén cao nhat, chi
nén phan quyén 1a ngudi dung binh thudng nhu vi du:

Choose a new account type for Lincoln

Lincoln
| Administrator
‘ Password protected

© Standard user
%tandard account users can use most software and change system settings that do not affect other users or
the security of the computer.
Administrator
Administrators have complete access to the computer and can make any desired changes. Based on

netification settings, administraters may be asked to provide their password or confirmation before
making changes that affect other users.

We recommend that you protect every account with a strong password.

Why is a standard account recommended?

| Change Account Type | | Cancel

Néu dang sir dung tai khoan quan tri vién (Administrator), hdy vao coéng cu User
Accounts trong Control Panel. Tiép theo, hiy tao mot tai khoan Administrator méi, sau do thay doi
tai khoan trude ddy cua ban thanh Standard User.

Gio day, ban c6 thé tiép tuc 1am viéc trong tai khoan cii, ttrc 1a tai khoan Standard. Trong khi
d6, tai khoan Administrator hiy dé danh str dung cho céc truong hop can thiét khac.

5. Cap nhat trinh duyét web phién ban méi

Da s6 nguoi dung may tinh ngay nay thuong duyét web hang ngay. Microsoft mac dinh da
tich hop sén trinh duyét Internet Explorer vao trong tit ca phién ban Windows cua hing. Tuy nhién,
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mot sb nguoi dung lai thich chon nhitng trinh duyét va thich khac nhu Céc cde, Chrome, Firefox
hay Opera.

Du dang sir dung trinh duyét web ndo, ban cling nén thudng xuyén tai vé va cai dit nhimng
phién ban méi dé dam bao dugc bao vé tot nhat khi 1én mang. Hiy vao trang web ctia cac hing cung
cAp phan mém dé tim va tai vé phién ban mai nhat cta cac trinh duyét nay.

6. Han ché sir dung céc thiét bj luu trir ngoai

Hién nay céac thiét bi luu trit ngoai nhu USB, thé nhé duoc sir dung kha phd bién. Thiét bi
nay dé& dang tré thanh noi luu trit virus khi ban duoc cdm vao mot may tinh da bi nhiém virus. Khi
duoc cidm tré lai vao may tinh cd nhan, ban nén quét virus dé dam béo an toan.

7. Ma hoa dir liéu

Ma héa la mot cach tuyét voi dé gitr cho dir liéu an toan, cho du ban truyén nd qua mang
Internet, sao luu 1én may chi hodc sao chép 18n thiét bi luu trit di dong va mang theo bén minh. Viéc
ma hoa s€ khong cho phep bét cir ai, chi trir ban va nguoi s€ nhan nd, doc duoc dir lidu.

Hién nay c6 nhleu phan mém vin phong c6 chirc ning ma héa tich hop, don gian va dé dung.
Ngoai ra, con ¢6 mot s6 cong cu chuyén dung dé ma hoa dir lidu cu thé hay tham chi toan bo dir liéu
trong 6 cimg may tinh. Ban chi can chon dit liéu cin mi hoa va 1am theo timg budc hudng dan tuy
tung chuong trinh.

8. Quan ly mat khau

Ngay nay, mdi ngudi dung trong chiing ta déu c6 rat nhiéu tai khoan truc tuyén, tir mang x4
hoi cho dén email hay cac dich vu web khac. Ban s€ cAn mot mat khau riéng biét cho mdi trang web
dang nhap vao, dong thoi moi mat khau phai dai, manh va phire tap. Ghi chép lai mat khau va giit no
an toan khi ban c6 qua nhiéu thtr cAn nhé.

Hay thir tuong tuong néu phai nhé dé nhap mot diy mat khau phirc tap mdi khi mudn ding
nhép vao tai khoan dich vu web thi ban s€ hiéu duogc nhiing kho khan khi thyc hién. Dé khic phuc tinh
trang nay, ban c6 thé st dung mot trinh quan 1y mat khau dé gitp luu lai mét khau, nho d6 tiét kiém
dang ké thoi gian ciing nhu cong sirc.

9. Chu y khi sir dung e-mail

Néu hop thu email vuot qua tim kiém soét, ban c6 thé s& phai xem xét lai vé phuong phap
sap xép email va loc hom thu minh. Thong thudng, cac dich vu email hién nay déu cung cap tinh
ning loc email spam (thu réc), tuy nhién khong phai lic nao chiing ciing chay tot.

Hang ngay, hiy danh ra mot khoang thoi gian dé xir Iy va sap xép email. S& that tdi t& néu
chfmg may dia chi email cua ban la noi d at nhan thu rac mic du ban chéng bao gid mong muén viée
nay.

Khong nén m¢ nhimg e-mail khong rd ngudn goc, khong m¢ cac tép dinh kém hodc duong
dan (link) kém theo khong 16 rang. Diéu d6 tranh dugc dang ké hién tugng bi virus xdm nhap vao
may tinh, c6 méot so truong hop tai tinh Lao Cai dé bi nhiém virus ransomware chuyén ma hoa dit
lidu, nguoi ding gan nhu mét hoan toan dir liéu trong mdy tinh.

10. Tich cwe ning cao hiéu biét vé may tinh

Ngoai nhitng cach da gidi thiéu, ban nén tim hiéu thém nhiéu thong tin tir internet dé hiéu
hon vé cach sir dung may tinh dé dam bao an toan dong thoi khai thac t6i da hiéu qua cta viéc khai
thac sir dung. Nang cao kién thirc vé CNTT thong qua hoc, hoi nhitng ngudi am hiéu vé CNTT
trong co quan.

Mbi khi mdy tinh c6 thong bao can phai lya chon hi¢n ra, hay doc ki mac du no viét hoan
toan bang tiéng Anh. Ban co thé sir dung tir dién hoic Google Translate dé dich va thao tac cho
chinh xac.

Bai 6. Bio quan may tinh dé sir dung hiéu qua
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May tinh sir dung hiéu qua thi khong thé thiéu dugc viée bao quan va sir dung né ding cach.
Théam chi do v6 tinh hay so ¥, chiéc may ban mua s€ khong duoc nha phan ph01 bao hanh cho ban vi
nhiing 1y do hét stc ngd ngén, do thoi quen khong t6t hodc do ban khong biét sir dung nhu nao.

1. Bio quan phin cu’ng

Ngay khi nhan ban giao may tir cira hang, ban hay kiém tra lai cac thong tin trén phiéu xuat
kho, phleu bao hanh va hoéa don. Ban kiém tra xem tat ca thong tin trén gidy to (thong tin ca nhan
cua ban, s serial, thong tin san pham) c6 trung khop voi thong tin trén san pham nhan vién do dang
ban giao cho ban khong? Néu thdy sai sot hiy yéu cau nhan vién dé in lai cho ban nhing gidy to kia
khong nén dé nhan vién do ky vao vi didu d6 khong dam bao dugc quyén loi cho ban khi ¢ nhitng
phat sinh xay ra).

Ngoai ra ban con phai kiém tra san phém xem ching c6 bi xudt, bi ran v& hodc truc tric
khong. Tét nhat khi di mua may, ban hiy din mot nguoi hiéu biét vé may tinh dé co thé tu van cho
ban mua dugc san phadm pht hop v6i nhu cau sir dung, tranh su lang phi khong can thiét.

2. Bao quan trong qua trinh sir dung

- Tranh d@é may tinh & gdn noi am wét hodc bui bdn. Vi nhitng bui ban hodc nudc cé thé
lam giam rat nhiéu tudi tho ctia may tinh. Tham chi mdy c6 thé bi hong néu dinh nudc hodc may co
qua nhiéu bui ban bam vao quat CPU.

- Khdng nén d@é nudc, café hodc nwéc da gan may ciia ban. Rat co thé do vo tinh ban 1am
d6 coc nudc vao may tinh va may ciia ban s& co nguy co trd thanh mot dong rac thai cong nghiép.

- Khi may bj vao nwéec. Hay rut ngay ngudn dién va 1am khd may tinh nhanh nhét co thé.
Dbi véi ‘may tinh xach tay, ban khong nén ty y thdo mdy vi trén mdy tinh c6 rat nhiéu chi tiét khac
nhau, néu ban khong ranh lap rap may c6 thé dan dén truong hop cac khop (ca) trén may bi gay; cac
chi tiét c6 thé khong duoc lap dang vi tri nhat 1a ban lap 6¢ vit khong ding, chiée dc vit d6 c6 thé
xuyén thing mainboard cua may va lam hong hoan toan no.

- Khi di chuyén may, ban hay tit may tinh di va dam bdo n6 da dugc tat hoan toan boi vi
néu khong tat may ma di chuyen may, dau tir cia O ctng s€ co sy rung dong tac dong 1én bé mat dia.
Néu hong nhe 6 cimg c6 thé bi Bad Sector, con néu hong ning ban phai thay thé 6 cimg d6 bang
mot 6 cling mai.

- Khong dwgc dé nhitng vit nidng 18n trén may hodc khong dugc ty tay 1én may.

- Khi di cdng tac xa ma phdai mang theo may tinh xach tay. Ban hay cho may vao mot tai
chbng xbc va dé riéng né vao mot ngan, nén kiém tra va dam bao né duoc an toan khi dé vao ngin
d6. Mot didu quan trong nita ban nén nhd 1a hiy dé nhitng vat cing nhu chudt, Adapter, d6 my
pham... tranh xa ngin dé may tinh xach tay. Vi trong qua trinh di chuyén, nhimg vat cting d6 co thé
va dap lam hong man hinh ctia may.

- Khi si¢ dung may 6 nha, ban khong nén dé may trén giwong dém, boi vi nhitng khe thoat
khi trén mdy c6 thé bi che di lam cho nhiét lvgng khong dugc toa ra. Tur do may dé sinh ra nhing
bénh “ky quai” nhu hay treo, tu tat, chay khong on dinh... Ngoai ra nhiing soi bong nho trén givong
ctia ban c6 thé bi hat vao nhung khe d6 va bam va tim tan nhiét CPU, 1au ngay néu khong vé sinh s&
dan dén tinh trang “ky quai” nhu trén.

- Pam bao h¢ thong tin nhiét ludn hoat dong tot.

- Ngudn dién sir dung may tinh nén la ngudn cé chat hrong tét, dién 4p 6n dinh. Ngudn
dién anh hudng 16n dén d6 bén ctia cac thiét bi trong may tinh.

3. Nhitng nguyén tic khi sir dung may tinh

- Khdng truy cap vao nhiing trang web den, nhiing trang web nay c6 thé 1a ngudn lay nhidm
virus gdy anh huong dén may tinh ctia ban ciing nhu céc dir liéu trén may.

- Khong gan nhiing thlet bi luu trir ma ban chua chéc chan sach virus vao may tinh cua minh.
Vi nhirng thiét bi d6 1a ngudn lay nhiém virus chu yéu. Khi gian USB Flash vao may tinh, dé an toan
ban khong nén click dap vao biéu twong USB Flash. Ban nén mé USB Flash bang chuong trinh
Explorer nhung duyét file theo dang cay thu muc.
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- Khong dé cho nguoi khac tuy tién sir dung may tinh ca nhén cua ban. Néu 1a may ding
chung nhiéu ngudi, ban hay tao nhiéu user khac nhau va phéan quyén cho nhirng ngudi do str dung.

- Sir dung nguyén tic phong hon tranh dé giam thiéu thiét hai c6 thé xay ra.

4. Bao hanh

Néu do khong may mén, may tinh ctia ban c6 van dé. Ban phai mang may tinh cta minh di
bao hanh, ban hiy doc nhimng 161 khuyén dudi day dé tranh nhirng trudng hop xdu (ngoai ¥ mudn)
xdy ra voi ban.

4.1. Cong viéc phai lam trwée khi dem may di bao hanh

- Ban hay sao luu (backup) tat ca dit liéu trén may vao mot 6 clng gin ngoai hodc mot may
tinh khac. Nhirng dir liéu cua ban s¢ khong duoc dam bao khi ban mang dén cac trung tAm bao hanh.
Néu c6 sy mat mat di liéu thi chinh ban 1a ngudi phai lanh 1iy hau qua dau tién vi vay cdu “can tic
VO 4y nay” hoan toan ding trong trudong hop nay.

- Vé sinh may that sach truéc khi dem dén cac trung tim bao hanh. Boi vi, nhitng nguoi k¥
thuat khéng mudn lam trén nhitng may qué do ban. Ngoai ra, viéc dé may qua do ban c6 thé 1a mot
1y do khién cac trung tdm bao hanh khong nhan bao hanh cho mdy ciia ban.

- Ban hiy chuan bj tit ca nhimng gidy to, nhitng phu kién can thiét cho viéc di bao hanh may.
Hay tudng tuong khi ban dén cac trung tdm bao hanh, nhiing nhan vién ¢ d6 khong chiu nhan bao
hanh cho ban do ban thiéu nhiing gidy to can thiét. Ban phai di vé 1ay chang, that 1a mat thoi gian
ding khong?

- Truée khi mang may di bao hanh, ban hiy cam phiéu bao hanh 1én va doc k¥ moi diéu
khoan (diéu kién) trén phiéu bao hanh. Sau d6 xem xét lai may ctia minh va dua ra su so sanh danh
gia diéu kién bao hanh voi 16i ma may cua ban dang bi. Néu nhiing 16i @6 dap tmg duoc diéu kién
bao hanh thi ban hay tlep tuc di. Nhung néu 18i d6 khong trong diéu kién bao hanh, ban hiy chuyén
bi truéc nhimng tinh hudng x4u nhét ¢é thé xay ra. Hay vui vé chap nhan nhiing diéu do!

4.2. Khi mang may dén trung tam bao hanh

- Thong bdo 14 tinh trang 16i cua may véi nhan vién k¥ thuat, néu dugc ban hay liét ké ra
mot to gidy va dan 1én may.

- Ban yéu cau nhan vién ky thuat kiém tra lai may va thong bao rd tinh trang 13i ciia may,
thot gian dugc nhan lai may.

- Kiém tra k¥ cac thong tin trén phiéu nhan bao hanh cta trung tim bao hanh va quan trong
hon nita 13 giit phiéu bao hanh dé that k§ hodc dé vao mot noi an toan tranh that lac.

4.3. Khi ban nhian ban giao may bao hanh

- Goi dién dén trung tam bao hanh héi tinh trang cua san phém ban gui bao hanh trude khi
qua ldy may tranh tinh trang qua cac trung tdm bao hanh ban phai chd doi, xau hon nita nhan vién &
do tra 101 ban “san phém anh chi gui bao hanh chua dugc!”

- Kiém tra k¥ tinh trang ctia may khi nhan may.

- So sanh lai cac thong tin trén phiéu nhan véi thong tin hién tai cia may: Thong tin k¥ thuat
san pham ( Model ctia san pham ); Thong tin vé so serial.

5. Sira chira -Tim Kiém noi sira chira may tinh xach tay uy tin

- Khi may tinh ctia ban gip su ¢6, ma thoi han bao hanh cua san pham d hét. Pau tién ban
hay mang may tinh dén cac trung tdm bao hanh dé yéu cau su trg gitip tir nhitng noi o, ¢6 thé ho s&
gitip ban khéc phuc nhiing 16i d6 gitp ban hodc ho tu van cho ban nhing dia chi dang tin cay dé co
thé khic phuc nhiing 16i dang xay ra.

- Hoi ngudi than hodc ban bé hiéu biét vé nghanh cong nghé thong tin xem noi nio stra chita
nhiéu kinh nghiém va uy tin. Tiép theo ban hdy dit ra nhitng cau hoi dé c6 nhiéu kinh nghiém hon
trong vi¢c di sua chita may.

- Banh gid mét vai co s¢ stra chita ma nhiing nguoi than cia ban da cho hoac nhiing trung
tdm bdo hanh da gidi thi¢u. Truong hop nay ban phai danh gia hai tha: Kinh nghiém va trinh d6 stra
chita; Uy tin ctia noi d6: ho c6 hay “ludc” dd khong? ho chiam soc c6 tét khong?. ..
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BAI TAP
1. Muén phuc hdi cira s6 ta chon
a.Nhip vao nit Maximize
b.M¢ Control box / Chon Maximize
c. M¢& Control box / Chon Restore
d.Chon Menu File / Restore
2. Muén thu nhé cira sé ta chon
a.M¢ Control box / Chon Maximize
b.M¢ Control box / Chon Restore
¢. M¢ Control box / Chon Copy
d.Céc cau trén déu sai
3. Mubn déng cira so irng dung ta chon

a.Alt+F4 c. Shift + F4
b.Ctrl + F4 d.Alt + F5
4. Khi mé mot hop thoai, mudn chuyén ddi qua lai giira cac thanh phan trong hdp thoai, ta
dung:
a. Phim Tab c.Phim Alt + Tab
b. Phim Ctrl + Tab d. Haicéua.b.
5. Trong chwong trinh Windows Explore, mudn tao thuw muc:
a. Chon File / New / Folder €.Chon File / New / Shorcut
b. Chon File / New / Directory d. Tat ca déu sai.

6. Trong chwong trinh Windows Explore, muén x6a thw muc da chon:
a. Chon File / Delete, chon yes
b. Nhén phim Delete, chon yes
C.Nhép chuot phai Ién tén thu muc, chon Delete / chon yes
d. Tét ca déu dung.
7. Trong Windows Explore, mudn thay ddi tén tip tin thu muc:
a. Chon menu File / Rename, gd tén mai J
b. Click chudt trai vao tén thu muc, nhan phim F2, g5 tén méi
c.Click chudt phai vao tén thu muc, chon menu Rename, go tén maéi J
d. Tét ca déu dung.
8. Tron Windows Explore, mudn thay ddi thudc tinh ciia tap tin hoic thuw muc:
a. Chon File / Properties
b. Click chudt phai, chon Properties
c.Click chudt trai, nhin phim F3, chon Properties
d. Hai cau a. b. déu ding
9. Trong Windows Explore, mudn xem ndi dung tip tin da chon:
a. Nhéan phim Enter
b. Nhip dip chudt vao tén tap tin
c.Click chudt phai vao tap tin, chon Open
d. Tét ca déu dung
10. Trong Windows Explore, mudn sao chép tap tin, da chon:
a. Nhan Ctrl + dung chudt ré kéo tén tap tin dén vi tri mudn sao chép dén.
b. Nhan Ctrl + C, dén vj tri sao chép dén, nhan Ctrl + V
¢.Chon File / Copy, dén vi tri sao chép dén, Chon Edit / paste
d. Hai cau a. b. déu ding
11. Trong Windows Explore, muén sao chép thw muc da chon:
a. Chon Edit/ Copy, dén vi tri sao chép dén, chon Edit / Paste
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12.

13.

14.

15.

16.

17.

18.

19.

b. Nhén Ctrl X, dén vi tri sao chép dén, nhan Ctrl + V

¢.Nhan phim Shift + dung chudt kéo ré tén dén vi tri sao chép dén.

d. Haicau a. b. déu dung

Trong Windows Explore, mudn khai phuc tip tin vira bi x6a, trong dia cirng cuc bj:

a. Mo Recycle Bin, chon tap tin, chon Open

b. Mo Recycle Bin, chon tap tin, chon Restore

€.M¢& Recycle Bin, chon tap tin, chon Save

d. Téatca déu sai

Trong Windows Explore, muén tao Shortcut:

a. Chon biéu tuong mudn tao Shortcut, chon File / Create Shortcut

b. Chon biéu tuong mudn tao Shortcut, chon Edit / Create Shortcut

C.Nhép chuot phai lén biéu tuong, Chon Create shortcut

d. Hai ciu a. c. déu ding

Muédn tao Shortcut trén Desktop:

a. Mo Windows Explore, Dung chudt phai kéo ré biéu tuong ra ngoai Desktop, chon Create
shortcut here

b. Mo Windows Explore, chon biéu tugng, chon Edit / Create Shortcut on desktop

¢.Mo Windows Explore, chon biéu tuong, Chon File / Create Shortcut on desktop

d. Hai cau a. ¢ déu ding

Pé cai dit mot s tinh ning ciia man hinh Desktop:

a. Chon Start / Setting / Desktop

b. Chon Start / Setting / Control Panel / Display

€.Chon Start / Setting / Display

d. Chon Start / Setting / Control Panel / Desktop

Khi muén x6a mét tap tin va ddng thoi x6a nd ludn khéi Recycle Bin ta dung toé hep phim:
a. Ctrl + Delete c.Alt +Delete

b. Shift + Delete d. Backspace +Delete
Hé diéu hanh Windows nao dang dwoc nhiéu nguwoi dung nhat hién nay
a. Windows XP c.Windows 8

b.  Windows 7 d. Windows 10
Virus ransomware la loai virus chuyén

a. Mahoadu liéu c.Sao chép dir liu

b. Xoadu ligu d. Khoéng co hai gi
Virus thuwong dwerc lay lan qua

a. Internet ¢.bia CD, DVD

b. USB d. Phan mém Office
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PHAN II. ]
CHUONG TRINH SOAN THAO VAN BAN MS - WORD

Bai 1. GIOI THIEU CHUNG VE MICROSOFT WORD 2003
Microsoft Word 2003 12 mdt phin mém trong bd phan mém dung cho vin phong Microsoft
Office goi tat 1a Word 2003 1a phin mém chuyén dung dé soan thdo vén ban. NO la cong cu rat
manh va than thién gitp ngudi sir dung ¢ thé xir 1y hau hét nhing van de dat ra trong qua trinh soan
thao mot vin ban tir don gian dén phurc tap. Tuy nhién, d6 la phan mem phai tra phi ban quyén dé
dugc sir dung mét cach hop phap. Thuc té hién nay, nhiéu co quan, t6 chtrc bit dau chuyén sang su
dung bd phan mém soan thao mién phi Open Office véi day du tinh ning nhu bd phin mém
Microsoft Office.
I. Khéi dong va giao dién chuwong trinh:
1. Khéi dong:
“ Cach 1: Kich chudt vao nat Start — All Programs — Microsoft Office — Microsoft
Word 2003
i Céch 2: Kich dip chudt trdi vao bicu tuong trén man hinh nén.

2. Giao dién caa chwong trinh Mcroscht Offce )
a.  Thanh tiéu dé: (Title bar) Hién thi tén tép tin dang mo va cac nat 1énh: Cuc ti€u,
Cuyc dai, Bong.
Document] = Microsori Waord EE

b.  Thanh trinh don: (Menu bar) Chia tat ca cac 1énh cua Word, duoc phan chia theo tung
nhom, gébm c6 cac nhom: File (t€p tin), Edit (soan thao), View (Xem), Insert (Chén), Format
(Pinh dang), Tool (Cong cu), Window (Ctra s0), Help (Trg gitip).

| Eile Edit Wigw Inserk Forrmat Tools Table wlindonwa Help

c.  Thanh cong cu chuin: (Standard Toolbar) ChL'ra cac nut Iénh thuong st dung.

DEEHRS GRA TR AI 9 - ,z_j_s.ég‘-zu Q] 9 100% -~ @ | FdRead
d.  Thanh dinh dang: (Formating toolbar) Chlra cac nut 1énh dung cho viéc dinh dang van ban.
| A4 Mormal + Bold, - WNI-Times -1z - I ul===|=|1= i IS iE iE - A =|

e.  Thanh thuée: (Ruler) Gom cé thudc ngang va thude doc cho biét kich thudce kho gidy dang
str dung. Thanh thudc ngang con 1a noi dat Tab trong qua trinh soan thao van ban. Bat / Tat thanh
thwée: Chon menu View — Ruler.

|||. . “'l"'0"“"'40"'l"'SD"'l"'SO""“'lDO"'I"&\ZD“'I'I

f.  Thanh cudn: (Scroll) Gom cé thanh cudn ngang va thanh cudn doc dung dé cudn xem van
ban.

CRCEER ) |

& Cdc thanh céng cu trén cé thé di chuyén bang cdch ra chudt dén goc trai dé xudt hién mili tén
nhan giit phim trdi va ré chudt d@é di chuyén.
& Bdt / Tdt thanh céng cu: Chon menu View — Toolbar — chon / bé chon tén thanh céng cu
twong wng.
I1. Nhirng ky nang co ban:
1. Céac ché @6 hién thi vin ban:
Mot van ban c6 thé duoc hién thi nhidu cach khac nhau théng qua cac 1énh trong trinh don

View hodc cac nuat 1énh trén thanh cudn ngang " L |
Wew | Insert  Ford - Normal: Cira s6 hién thi ¢6 1 thanh thudc do ngang, ché do nay s€ hién thi
= - 5 e R . ’ . A R . -
:f z:: oo van ban véi ki€u dinh dang ky tu, dinh dang paragraph, khong hién thi van
[0 erint Layout ban dang cot.
j “;e‘:i"g tevest] - \Web Layout: Cura s6 chi ¢c6 mot thanh thudc ngang, thuong chi ap dung khi
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van ban ¢ dang Web.
- Print Layout: Ctra s6 c6 du 2 thanh thudc, vin ban hién thi nhu trang gidy in voi day du
cach trinh bay, nguoi sir dung thudng sir dung ché do nay.
- Reading Layout: Vian ban hién thi dudi dang trang sach c6 muc luc gitip ngudi dung c6 thé
di chuyén nhanh dén 1 trang bt ky.
- Outline: Cira s6 khong c6 thude do, ché d6 nay chi thich hop khi trinh bay nhiing van ban dai
cO trat tu theo dé muc.
2.CAc thanh phin co ban ciia mét vin ban:
- Ky tu (Character): La gia tri tra vé khi g mot phim (trir cac phim chirc ning)
- Tir (Word): Mot nhom ky tu dugc phan cach bang mot khoang tring hodc mot khoang Tab.
- Poan (Paragraph): Mot doan vin ban dugc két thuc bang phim Enter.
3.Cach nhap vin ban Tiéng Viét:
- Kiéu gd VNI: Dung diy phim s phia trén dé bo dau

1 2 3 4 5 6 7 8 9
Sic Huyén Hoi Nga Nang 4,60 U, o a d
- Kiéu gb Telex:

aw — a oW — o uw — u r— Hoi
aa— 4 00 — 0 s — Sic x — Nga
ee > @ dd > d f - Huyén J > Néng

- Sir dung phan mém UniKey: Kich phai vao biéu tugng i

(Thanh TaskBar):

| & goc phai phia dudi man hinh

Két thic

Hutitng dén

Bang di€u khién...[CS+F5]
Céng cu. [C5+FE]

Chuyén m3 nhanh - [C5+F8]

G kidu TELEX
v G& kidu VNI
L G kidu vIOR

T cariuviorr

Unicode
TCWN3-ABC
w NI Windows
| viar
— ] “ietnamese locale CF 1258

UTF-& Literal

Lua chon cac kiéu go

Chon céac bang ma ky tu

oC - S
o Céch 3: Nhan t6 hop phim Ctrl + N
5.Luu tép tin van ban:
o Cach 1: Chon Menu File —» Save
o Céch 2: Chon biéu tuong Save (&) trén thanh cong cu chuan (Standard)
o Céch 3: Nhan t6 hop phim Ctrl + S
O Néu muén leu tép tin van ban da co voi mot tén moi hodc mét noi moi: Chon Menu File
— Save as (F12)
) Néu muén lwu tat cd cdc tép tin dang mé, dé giit phim Shift trong khi chon Menu File —
Save All
Trong lan lwu d4u tién hodc khi chon 1énh Save as (F12) xuat hién hop thoai:

cument (&Y 5reR crarm—eong cu chuan (Standard)
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Save i S TLIEL (E: i v @-oQ i ~ Tools -
LY I CoHeng ﬁ‘
\_\ﬁ |2 Cink Phu Noil
My Recent D 01 Iuu L
Cocuments SF;;UY c TaO 1 thu muc moi1
— (CHinhTruongTe (Create New Folder)
3 ICIQLHS
Desktop |2h Sach tin hoc
I T DY BINH
"N I Thay Mang
____/ |2 va Thi Muon
My Docurments IE—_”tho A + R
Tén Kiéu
*_11,3 tép tép tin
My Camputer tl n
;ﬂ File name:  |GiaoTrinhwardzo ™
Iy Metwork. —
Places Save asbvpe! | word Document i

khi Iuru chon nut Create New Folder.
File name: Tén tép tin, nén dat tén cod tinh goi nhd dé tién viéc

Save in: Chon 6 dia, thu muc lam noi luu trit t8p tin. Néu mudn tao thém thu muc méi trudc

st dung vé sau.

Save as type: Kiéu tép tin, dbi voi tép tin vin ban nén chon kiéu: Word Document (*. DOC)

@& Luu V: Trong suét qud trinh soan thdo van ban, ban nén thuwong xuyén heu van ban (Ctrl + S) d@é
bao toan dir lieu. Doi voi nhitng van ban da co, truoc khi hiéu chinh nén tao ban sao du phong

(Save as hodc nhdn phim F12)
6. M& tép tin viin ban c6 san:
o Cach 1: Chon Menu File - Open

o Céach 2: Chon biéu tugng Open () trén thanh cong cu chuan (Standard)

o Céch 3: Nhén t6 hop phim Ctrl + O

(Gpen afr-<
Lok in: I GlaaTrinhTinHoc v| @ - Q 4 [Ed ~ Toals~
2

L\ﬁ ) GiaaTrinhtvord2003

My Recent IEﬂTinhoccanban

DR ) Tinhoceanban ()
?__hg

Deskkop

Kich déi vao tén tép tin
can mo hoac kich chon

My Docurments

nut OPEN
58
My Computer \
:_},; File: name: ™
Ty Metwork —
Places Files of kype: | all word Documents v

|

Look in: Noi tép tin da duoc luu trir.
File name: Tén tép tin.
Files of type: Kiéu tép tin.

7.Chon tép tin dé 1am vigc:

Khi c6 nhiéu tép tin dang dugc mé ra, tai mot thoi diém xac dinh chi c6 mot cira s6 chira mot

vin ban hoat dong, ngudi dung chi c6 thé lam viéc trén ctra s6 d
s0 van ban khéc:
o Céch 1: Chon Menu Window — Chon tén tép tin dang mo.
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o Céch 2: Kich chon tryc tiép dbi twong can chuyén dén trén thanh Taskbar.
o Céach 3: Nhan t6 hop phim Alt + Tab
8.Thay d6i don vi do trén thuée:

Chon Menu Tools — Options... - General —» Measurement units

Options 2=
| Speling & Srammar || Track Changss || User InFormation | Compatibiliey |
File Locations | Complex Scripks |
Wiewy General | Edit | Print || save || Secuarity |
General options
Eackaround repagination Allows skarting in Reading Lawout

[1 Blus background, white texk

[ Prowide Feedback. with sowund

FProvide Feedback with animakion

[1 —onfirm conwversion ak Open

Update automatic links at Open

Mail as atkachment

Recently used File list: 4 =l entries
[1 Help for wwordPerfect users

[1 mavigation kews for wordPerfect users

[ allows background open of web pages
Automatically creakte drawing canwvas when inserting autoshapes

Measurement units: rMillirmeters [~]
=h izeols For HTRL [TRChes
o Pl for

[illinn=kers

Points
Picas

[LSerwice options... | [ web options... | [_E-mail options... ]

I (=T ] [[_cancel ]

9.Dong tép tin van ban dang mé:
o Céach 1: Chon Menu File —» Close
o Céch 2: Kich chon nat Close Window ([XI) trén thanh Menu

& Luuy:

- Bé dong tat ca cac tép tin dang mo, deé gitr phim Shift trong khi chon Menu File — Close
All.

- Trudce khi dong tép tin da c6 stra d6i chuong trinh s& hoi ban ¢6 mudn luu lai hay khong:

i_ies i [ Mo ] [ Cancel ]

+Yes: Luu tép tin voi sy thay doi moi.
+ No: Khong luu.
+ Cancel: B6 qua va tiép tuc 1am viéc véi tap tin van ban
10. Péng chwong trinh:
o Céach 1: Chon Menu File —» Exit
o Céch 2: Kich chon nut Close (IX1) trén thanh Tiéu dé.
o Céch 3: Nhén t6 hop phim: Alt + F4
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Bai 2. PINH DANG VAN BAN
I. Céc thao tac trén khoi:
1.Chon khoi:
% Cach 1: Giir phim Shift va 4n cac phim miii tén «T— { (c6 thé két hop thém phim Ctrl dé
viéc chon nhanh hon)
% Céch 2: Giir nut trai chudt va kéo ré tir dau khbi dén cudi khoi.
© Chon nhanh mét s6 dbi twong:
+ Chon nhanh mét tir (Word): Kich déi vao tir can chon.
+ Chon nhanh mét doan (Paragraph): Giit phim Ctrl + kich chudt trai vao doan can chon.
+ Ctrl + Shift + End: Chon nhanh tir vi tri con tré dén cudi van ban.
+ Ctrl + Shift + Home: Chon nhanh tir vi tri con trd dén dau van ban.
+ Shift + End: Chon nhanh tir vi tri con tré dén cudi dong van ban.
+ Shift + Home: Chon nhanh tir vi tri con tro dén déu dong vin ban.
@ Ctrl + Shift + Alt + Kéo ré chudt trai: Chon khéi vin ban chir nhat.
2.Sao chép (Copy) khdi vin ban:
© Chon khdi vin ban muén sao chép.
® Chon 1énh Copy béng mot trong céc cach sau:
o Céch 1: Chon menu Edit - Copy
o Céch 2: Nhan t6 hop phim Ctrl + C

o Céch 3: Nhap chon nit 1énh Copy L=l trén thanh cong cu chuan (Standard).
© Di chuyén dau nhay dén vi tri moi

O Chon 1énh Paste bang mot trong cac cach sau:

o Céach 1: Chon menu Edit — Paste

o Céch 2: Nhan t6 hgp phim Ctrl + V

o Céch 3: Nhap chon nit 1énh Paste L trén thanh cong cu chuan (Standard).
3.Di chuyén (Move) khéi vin ban:

© Chon khdi vin ban mudn di chuyén.

® Chon 1énh Cut béng mot trong céc cach sau:

o Céach 1: Chon menu Edit » Cut

o Céch 2: Nhan t6 hop phim Ctrl + X

o Céch 3: Nhap chon nit 1énh Cut [98] trén thanh cong cu chuan (Standard).
© Di chuyén dau nhay dén vi tri méi

O Chon 1énh Paste béng mot trong cac cach sau:

o Cach 1: Chon menu Edit — Paste
o Céch 2: Nhan t6 hop phim Ctrl + V

o Céch 3: Nhap chon nut 1énh Paste [ trén thanh cong cu chuén (Standard).
4.Xo04 (Delete) khdi vin ban:

© Chon khoi van ban mudn xo04.

® Nhan phim Delete trén ban phim.

I1.> Pinh dang khéi vin ban:

1. St dung hop thoai Font:

© Chon khdi van ban mudn thay doi.

® Chon menu Format — Font... (Ctrl + D)

2 Thé Font:
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Font Character Spacing || Text EFfecks
Fonk: Font skyle: Size:

WII-Timnes| Eold 1z
WHI-Skencilll ‘| |Regular g [ |
WHI-Skyvlus R | Ikalic a 3
WMNI-Swiss-Condense 10
WMI-Tekon Bold Ikalic 11 .
WNI-Times 12 sl
Font calaor: - Undetline style:

Automatic | | (none) L
Effects

[] strikethrough [] shadow [] small caps
[[] pouble strikethrough [ outline [ all caps
[] superscript [] Emboss [] "idden
[ subscript ] Engrawe

Presyiew
VNI-Times

This is a TrueTwpe Font, This Font will be used on bath printer and screen,

Defaulk, .. i Ok, i [ Cancel

Font: Lua chon font chir cho doan van ban.
Font Style: Thay doi kiéu chil:

0 Regular: Binh thuong

0 Bold: Kiéu chir ddm

0 Italic: Kiéu chit nghiéng.

O Bold Italic: Kiéu chit viva dam vira nghiéng.
Size: Thay dbi kich c¢& chir.
Font Color: Thay d6i mau chit.
UnderLine Style: Chon kiéu duong gach dudi
Underline color: Chon mau cho duong gach dudi.
Effect: Cac thudc tinh:

Underline style:
{none)

{none)

\Words only

Effects
[ ] strikethrough [ ] shadow [] small caps
[ ] Double strikethrough [] outline [] all caps
[ ] superscript [ ] Emboss [ Hidden
[] subscript [ ]Engrave

@ Strikethrough: Gach giita bang duong don.

= Double strikethrough: Gach giira bang duong doi.

@ Superscript: Chi sd trén (x5,...)

& Subscript: Chi sb dué6i (H,0,...)

@ Shadow: Chit c6 bong do.

@ Qutline: Chir vién ngoai.

@ Emboss: Chir ndi tring bong xam.

@ Engrave: Chit ndi xAm bong tring.

@ Small caps: Tét ca thanh chir in hoa nho.
& All caps: Tét ca thanh chit in hoa.
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#+ Hidden: An
- Nt Default... ap dung cac thiét 1ap hién tai thanh mac nhién dé sir dung cho cac van ban

sau nay.
2 Thé Character Spacing:

Font |} Character Spacing | | Text Effects

Scale: 100% |

(¢l

Spacing: Morrnal ™ Biv:

(<l

Position: Morrnal w By

[1 kerning For Fonks: % Paints and abave

- Scale: Thay doi van ban theo ty 18 nhat dinh. ‘
- Spacing: Thay do6i khoang cach giira cac tir theo chiéu ngang:

Spacing:

o
=
W

m
k=
AL

Position:

0 Normal: Binh thuong
0 Expanded: Trai rong.
0 Condensed: Thu hep.
- Position: Thay d6i khoang cach giita cac tir theo chiéu doc:

Piosition:

o
r=
AL

Zpints and abowve

[ Kerning Fo
@  Normal: Binh thuong

&  Raised: Nang cao chir.
@  Lowered: Ha thip chit.

>2 Thé Text Effects: Thiét lap céc thudc tinh trang tri khéng in dwoc cho vin ban.

FORE T ——

Font Character Spacing | Text Effects

Animabions:

{ore)

Elinting Background
Las Wenas Lights
Marchireg Black Anks
Marching Red Ants
Shimimer

2.St dung thanh dinh dang (Formating):

B: Chir dim T6 mau nén

I: Chit nghiéng _\ T6 mau chr

U: Chir gach chan ] \¥
I

L

¥ X
é'

EENE' iz ::IEI’;:— b =% -

L

Cé chit Canh 1&
2 T

Chon font




I11. Pinh dang doan (Paragraph) van ban:
Doan vin ban 1a phan gidi han boi 2 14n gd phim Enter. Mudn dinh dang doan nao dua dau
nhay dén doan d6, viéc dinh dang s€ co tac dung trén toan bd doan.
22 Néu muon ngdt dong ma khéng sang doan vin ban méi nhan té hop phim Alt + Enter.
1. Str dung hp thoai Paragraph:
© Chon doan vin ban mubn thay dbi.
® Chon menu Format — Paragraph...
2 Thé Indents and Spacing:

( Paragrap m ]

Indents and Spacing Line and Page Breaks

General

alignment: Justified . outline level: Body kexk ™

Indentation

Lefk: 0 mm = Special: Ew':

Right: O 3 (none) e 3
Spacing

Before: 0,6 line : Line spacing: ak:

After: 0,6line |2 Single ™ =
Preswview

—r—

- Alignment: Canh 1é cho doan van ban: Left: Canh trai; Centered: [FEzammm
Canh gitra; Right: Canh phai; Justified: Canh déu 2 bén.
- Indentation: Xac dinh khoang dich vao phia trai, phai cua doan van

ban.
O First line: Chi dong dau tién dich trai theo

Special: Biy:

khoang cach trong hop By. Hanging s3mm
0 Hanging: Chi phan vin ban tir dong thir 2 cua
doan van ban thut vao so vdi dong dau tién 1 | [EEEET= DN
khoang By.
- Spacing:
[0 Before: Khoang cach gitta doan hién tai so v&i doan trudc
no

[0  After: Khoang cach gitra doan hién tai so vdi doan sau no.

00 Line spacing: Khoang cach gitra cac dong trong mot doan:
2. Sw dung thanh dinh dang (Formating):
Formatting

A4 Mormal +Bold, + YNI-Times v 12 I u %’E E 5
Alignment Line spacing

.

3. Str dung thwéc ngang:
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C6 thé thay ddi nhanh cic khoang dich trai, dich phai bang cach diéu chinh cac niit truot trén
thudc ngang
Thut dau dong dong dau tién (First line Indent)

Thut dau dong tir dong tht 2 (Hangging Indent) >
Khoang dich vao phia trai (Left Indent) —
Khoang dich vao phia phai (Right Indent) T

IV. Sao chép dinh dang : .
Trong qué trinh soan thao vin ban c6 nhimng tharrpAT (KRO[ %, = oan...) trong van ban cé

dinh dang giéng nhau, ta chi can dinh dang cho mot débi tugng sau do thuc hién viéc sao chép dinh
dang nho vao cong cu Format Painter (Co dinh dang) trén thanh céng cu chuin (standard).
Cach lam nhu sau:

- Dit con trd vao dbi tugng mau.

- Kich d6i chudt vao nuat trén thanh coéng cu chuan.

- Kich trai chudt dén 1an luot cac ddi tuong mubn sao chép.

- Nhan phim Esc dé két thuc qué trinh sao chép.

Bai 3. TABS-BULLETS & NUMBERING - SYMBOL
I. Dinh dang Tabs:

Trén ban phim c¢6 phim Tab, phim nay cé tac dung tao ra mot khoang tréng c¢6 d6 dai dugc dinh
trude hay tiiy nguoi sir dung dinh nghia. Cé cac loai Tab: [ can trai; [ can giita; [ can phai; [ 14y
chuan 14 dau thap phan.

1.Cach dat Tab trén thuéec:
Bam chon biéu tugng Tab & goc trén trai cua thanh thudc dé c6 duogc Tab can trai, gitra, phai,
thap phan,... theo y mudn sau do6 kich chudt trai truc tiép vao vi tri can dat Tab trén thudc.

S az0e e

|‘4 - PRI R IR *.) ' 80 ' 10y - - - AR |

bé gd bo Tab trén thudc, chi can nhan va gitt nguyén chudt trai trén dau Tab muon bo kéo ra
khoi thanh thude.

2.Pbat ky tu dan truéce Tab:

Chon menu Format — Tabs...

- Tab StOp pOSition: Ch(.)n cac Vi tri da dét Tab stop position: Default tab stops:
Tab. 7 12,7 mm =
- Alignment: Loai Tab can trai, phai, giira, 31,7 mm Tab stops to be deared:
A A 57,1 mm
thap phan,... N 86.9 mm
- Leader: Chon loai ky tu dan trude Tab
- Nt Set: Gan nhirng thiét 1ap cho Tab P —
- Nit OK: Chﬁp nhan nhfrng thiét lﬁp va dél‘lg ) Left ) Center (%) Right
h6p thoai. ) Decimal ) Bar
- Nt Clear, Clear All: Xoa vi tri dat Tab | |cader
hién tai hay xoa hét tat ca céac vi tri dat Tab. & 1 Mone Oz, S pe—
- Nt Cancel: Huy bo. Os__
1. Bullets and Numbering:
Bullets, Numbering 13 cac biéu tuong hodc sé dan et ) [dlear | [ Cloaral |
dau mot doan van ban. Mdi khi xuéng hang sang mot
doan moi thi cac Bullets va Numbering s& ty dong Lok ][ concel |
dién vao cho doan. 3—|a—

v" Str dung nut 1énh Numbering hay Bullet Trén thanh cong cu:
v Chon menu Format — Bullets and Numbering ...
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> Thé Bulleted:

(: ets and Numbering 1
Bullzted | Mumbered | Outline Murmbered | Lisk Skvles

- [u] -

Mone . @ "

- [a] "
+ - ¥
+ o >
+ - ¥

o] o ]

Gom c6 7 6 mang cac ky tur dan trude da dugc sir dung gan nhat va 1 6 ¢6 gia tri None, néu 6
nay dugc chon thi khong c6 ky tu nao dan trudce cho doan.
beé thay doi hay lua chon cac ky tu khéc kich chon ntit Customize...

Uistomize Bulleted st =

Bullet character

E|..¢¢o

[_Eont.. | [character.. | [ picoore.. |
Bullet position

Indent at: |19 mm =

Text position
Tab space after:
25,49 mm = Indent at: 25,4 mm (2]

Font...: Chon Font va cic xac lap kiéu dang khac.
- Character...: Lua chon cac ky tu dac biét.
- Picture...: Luya chon 1 hinh anh lam ky tu dan trudec.
- Bullet position: Khoang cach tir 18 trai dén ky ty dan trudc.
- Text position: Khoang cach tir 18 trai ¢én dong vin ban.
0 Tab space after: Khoang cach ciia dong dau tién.
0 Indent at: Khoang cach cua cac dong con lai.
2 Thé Numbered.

Bulleted | MNumbered Outline Mumbered | Lisk Skvles

2. 2 1.
MNone 3. 3 1.
4 43 I
9] h. 2.
] c. 3
d d. 4.

() Restart numbering (&) Continue previous list
e [

Gom c6 7 6 mang céac s6 chi muc di duoc sir dung gan nhat va 1 6 co gia tri None, néu 6 nay
duoc chon thi khong c6 s6 chi muc nao dan trude cho doan.
- Restart numbering: Bat dau tir s6 chi muc dau tién.

- Continue previous list: Tiép theo voi s6 chi muc phia r o Numbered Lit 1
trude. Bé thay doi hay lya chon cac so6 chi muc khéc kich chon “
nat Customize... Humber format

- Number Style: Kiéu sé chi muc (I 1L,...; 1,2,...;ab,...) |

- Number position: Vi tri va phuong thirc dit s6 chi muyc. || Humberstre

- Text position: Vi tri ciia dong van ban so véi 1€ trai. abo. v zatals

I1l. Chén ky ti dit biét (Symbol): e psiion
Left [v] Higned at: 12,7 mm 3]

Text position
Tab space after:
30 19 mm fe]  Indentat:tamm |3




Ky tu ddc biét 1a nhitng ky tu chiing ta khong thé nhap truc tiép tir ban phim. Dé chén nhimng ky tu
dac biét vao van ban thuc hién theo cac budc sau:
© Chon vi tri mudn chén. _— =
® Chon menu Insert — Symbol... e rT—

© Chon bd font cua cac ky tu dac biét. Thuong | = e @ ]
ding cac font: Symbol, Wingding, Wingding2, | 2|2/2|®/©|® ®@|®|2|0/0/0536
. . . 0 00 0 0D 0 | GR Aot wwe .
Wingding3, Webding,... q 10lol0e®0 = [T A [+ % % w2
® Chon menu Insert dé chén va nut Close dé AR EEEE R EEEEEE
déng hép thoal Recently used symbols:

o|o|a|s|e|o/e|®|o|s|o|o|o|o|e|e
wingdings: 141 Character code: [141 From: | Symbol (decimal) v|

adtoCorrect... | [ ShortcutKey... | shortcut key:

Bai 4: CAC PINH DANG KHAC
Pinh dang chir roi (Drop Cap): Chit dau tién cia mot doan
duoc in ¢& 16n va duge bd tri sao cho dinh cua ky ty ngang bang
v6i dinh ctia dong thir nhat va phan con lai thi that xudng phia dudi. | Festion
Thuc hién theo trinh tu sau: - W W
© Chon ky tu dau cua doan van ban can dinh dang Drop Cap.
(2] ChOIl menu Format —» Dl‘Op Cap... Mone Dropped In margin
Position: Vi tri ciia Drop Cap Ciptions
1. None: Khong dinh dang Drop Cap Eont: .
2. Dropped: Drop Cap chiém mét vi tri hinh vudéng ¢ dauy | [NCTimes hd
dO@.l’l. Lines to drop: 3 )
3. In Margin: Drop Cap nam & ngoai dudng bién vin ban. Distance from bext: omm [
Options: Cac tuy chon.
- Font: Thay d6i font cho Drop Cap. [ ok ][ cancel

- Lines to drop: B¢ 16n cua Drop Cap.
- Distance from text: Khoang cach tir Drop Cap dén vin ban.
© Kich chon OK.
I. DPinh dang cdt cho vin ban (Columns): Céac budc thyc hién:
© Chon doan vin ban cin chia cot. (Poan vin ban can chia phai dugc két thiic doan bang phim
Enter)
® Chia cot van bang theo mdt trong nhitng cach sau:

o Cach 1: Sir dung nuat I¢nh Columns... trén thanh cong cu [==] iog% - g
chuan (Standard), ré chut quét chon s6 cdt muon chia. - |
& Voi cach nay cac cot dwoc chia sé co do rong bang nhau. |_
o Céch 2: Str dung Menu 1énh Format — Columns...
& Columns
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o

o
=
]
un
s
%]

[
3
i

Mumber of

Col #:
1:

apply to:

Three

colurmns:

Width and spacing

Witk

B9,8mm o

Selected text

I
1]
=
P

M

Spacing:
12,7 mm

b

[ Lime between

Prewview

Presets: Lya chon cach chia cot theo cac thiét 1ap dinh san.

Number of columns: Sé c6t mudn chia.
Width and spacing: B¢ rong va khoang cach cta cac cot.
Col #: S6 thir tu cot.
Width: B0 rong cot.
Spacing: Khoang cach gitra cot hién tai va cot ké tiép.
Equal column width: Néu chon chirc ning ndy céc cot s& c6 d rong bang nhau.
Apply to: Lya chon dbi twong dé ap dung cac thiét lap:
Selected text: Ap dung cho vin ban duoc chon.
Whole Document: Ap dung cho toan bd tai liéu.
Line between: Néu chon chirc ning nay giita cac cot s& c6 dong ké phan cach.

© Kich chon nat OK.

& Poi véi cdc doan vin ban vira dinh dang Drop Cap (
va chia cot, phai tien hanh chia cot trudc va tao Drop

Cap sau.

& Viéc chon doan van ban dé chia cot nén chon vira du
hét doan, tirc vung chon chi dén hét dong cuoi cung cua

doan, khéng chon xuéng dong trong bén dudi.

& Muon dwa van ban tir cot bén trai sang bat dau cot

phdai lién ké thure hién nhue sau:

© Kich chon vi tri van ban can di chuyén sang cot

ke.

® Chon Menu Insert — Break — Column break

— 0K

dong va mot cot goi 1a 6 (Cell).
Tao bang:
1.St& dung Menu lénh:

Chon Menu Table — Insert — Table...

A red

i
eak

() Texk wrapping break
Section break byvpes

{:} Mexk page

{:} Conktinuous

{:} Even page

 ©dd page

=

L =] Cancel

] |

|

? ~ Bai5. XULY BANGBIEU
Bang bicu (Table) co cau truc gom nhiéu dong (Row) va nhi€u cot (Column). Giao cia mot

Table size: Kich c& ctia bang

+ Number of columns: S c6t trong bang.
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nser anie
Table size:
Murnber of columns: 3
Mumber of rows: z
AukoFit behawior
(%) Fixed column width:

O AutoEit ko contents
) AutoFit ko window

Auko

Table style: Table Grid

[] remember dimensions For new tables

k) [+

B

SutoFormat, ..

I OK ] [

Cancel

J




+ Number of rows: S6 dong trong bang.
AutoFit behaviour: Tu dong thay doi kich thudc 6 mot cach tbt nhat.
Remember dimentions for new tables: Ghi nh¢ lai kich ¢& bang hién tai dé st dung cho
cac bang tao moi sau nay.
2.Sir dung thanh céng cu chuén:
Kich chon nit 1énh Insert table trén thanh cong cu chuén (Standard), ré
quét chon $6 dong, cdt cua bang muén tao. T T
1. Cac thao tac trén bang: L0
1.Nhép liéu trong bang: | 3x3Table
a. Di chuyén con tro:
@ Cach 1: Kich chudt truc tiép vao 6 mudbn dén.
@ Céch 2: Khi con tré dang & trong bang dung cac phim miii tén hodc phim Tab dé di chuyén
sang céc 6 lién ké.
b. DPat Tab trong 6:
© Di chuyén con tro dén 6 muén dit Tab.
@® Luya chon loai Tab va dat Tab trén thanh thudc ngang.
© Di chuyén con tré dén cac vi tri dit Tab trong 6 bang to hop phim Ctrl + Tab.
2.Chon (Select) 0, dong, cit,... trong bang:
Chon 1 0: Kich chudt vao phia trai 6 khi con tré c6 dang #. Hoac chon menu Table —
Select — Cell
Chon nhiéu 6: Thuc hién nhu trén sau d6 kéo ré chudt dé chon nhiéu 6.
Chon 1 dong: Chon menu Table — Select - Row.
Chon 1 ¢dt: Kich chuét trai vao dinh cot khi con tré ¢c6 dang #. Hoac chon menu Table
— Select —» Column.
Chon ca bang: Chon menu Table — Select —» Table.

3.Chen (Insert) thém 9, dong, cdt,... trong bang: Y T 5
© Xic dinh vi tri can chén thém. o orewtae b unmes -
® Chon menu Table - Insert —... N EE
- Columns to the left: Thém 1 cdt phia trai. oot v [ ol kot Lot
- Columns to the Right: Thém 1 ¢t phia phai. Y s tothe g
- Rows Above: Thém dong phia trén. - gl Fovstboe
- Rows Below: Thém dong phia dudi. g P
- Cell: Thém 1 6 o Kl
4.Xoa (Delete) 0, dong, cot,... trong bang: Table | windon_tep [F—
© Xac dinh vi tri cin xo0a. H Dewtte | yrtines Table | windon Help
Insert 3 = Draw Table
® Chon menu Table —» Delete —»... I - T — N
Table: X6a bang. e F cobns oelete »
Columns: Xoéa cot. T e || g
Rows: Xoa dong. B st cols..
Cells: Xoa 0. ot Toe

5.Trén 06 (Merge cell): Ghép cac 6 lai véi nhau.
© Chon cac 6 mudn tron.
® Chon menu Table —» Merge cells
6.Ché o (Split cell): Chia 1 6 thanh nhiéu 6 theo dong, cot. Number of golumns: |3 2
© Chon 6 mudn chia. Number of pows: 2
(2] Chon menu Table - Spllt cells... Merge cells before split
Number of columns: Sé cot mudn chia.
Number of rows: Sé dong mudn chia.

e |
o

L oK ] [ Cancel
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Merge cells before split: Tron cac 6 trude khi chia.

7.Hiéu chinh d¢ rong cia dong, cot:

o Céach 1: Ra chudt trén dudng ludi bén phai cua cot, duong ludi phia dudi cia dong khi xuét
hién miii té€n 2 chiéu « I, d¢ chudt trai dong thoi ré chudt dé thay doi do rong cua cot, dong.

(C6 thé kich doi chudt trai dé hiéu chinh t dong).

o Céch 2: Str dung cac chirc ning thay d6i tu dong: Chon menu Table — AutoFit

o Céch 3: Chon menu Table — Table Properties:
Chon thé Table: Hi¢u chinh cho bang.
Chon thé Row: Hiéu chinh cho dong.
Chon thé Column: Hi¢u chinh cho cdt.
Chon thé Cell: Hi¢u chinh cho 6.

@ Trong thé ROW khi hi¢u chinh ding nut Previous Row hodc Next
Row deé di chuyén dén dong trén hodac dong dwodi va hiéu chinh kich

thudc trong 6 Specify height.

@ Trong the Column khi hi¢éu chinh dung nut Previous Column
hodc Next Column dé di chuyén den cot trude hodc cot sau va hiéu

chinh kich thudc trong 6 Preferred width.
8.Pinh dang dac biét trong bang:
a. Chon hudng cho van ban:

© Chon cac 6 mudn dinh dang.

® Thay doi hudng chir bang cac cach sau:
o Céch 1: Kich chudt phai chon muc Text Direction
o Céach 2: Chon menu Format — Text Direction

© Chon hudng chir trong myuc Orentation

® Chon nat OK

[ dblzProperties

Row Colurn | Cel

Teble ¢

Sieg
Riows 1-2:

(] Specify height:

Options

Raw height st

llow row ko break across pages

[ Repest s header row at the top of sach page

l £ Previous Row H flext Row ¥

b. Canh chinh vin ban trong 6: B

Cell Alignment:

AutoFit

© Chon cac 6 mudn dinh dang.
@® Kich chudt phai chon muc Cell Alignment

Table Properties. .

fox fumps over
the lazy dog.

© Chon loai canh chinh thich hop
9.Sip xép dir lidu trong bang:
© Chon ving vin ban cin sip xép.
® Chon Menu Table — Sort..
© Chon phuong thirc sip xep
o Sort by: Chon cot sap xep chinh, theo kiéu (Type)
Phuong thuc sap xép Ascending: ting dén;
Decending: giam dan.
o Then by: Chon cot sip xép phu.
® Chon nut OK
10. Lip lai cac tiéu dé khi sang trang:
© Chon dong lam tiéu dé cot
® Chon Menu Table —» Heading Rows Repeat...
11. Ké khung va td mau :

© Chon vung.
® Chon Menu Format — Borders and Shading
© Chon thé Borders dé ké khung.

Setting: Céc loai khung.

Style: Cac kiéu duong ké.
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Color: Mau duong ké.
Width: B0 rong duong ké.

Apply to: Xac lap vung ap dung cho cac thiét 1ap hién tai
Preview: Xem trudc cac xac lap. Bé bo / thém bat ky duong ké nao trong khung kich

chudt trai tryc tiép vao dudong do trong hop nay.

Options...: Thay doi khoang cach tit dudong ké dén vin ban trong khung.

Showtoolbar: Bat thanh cong cu Tables and Borders.

O Chon thé Shading dé t6 mau nén:

o Fill: Chon mau t6.
o Pattern: Kiéu dang nén.

o More color...: Chon thém nhitng mau khac ngoai

bang hién tai.

o Apply to: Xac lap vang anh huong cua cac thiét lap.
@ Ngodi ra ching ta co thé ding thanh cong cu Tables and Borders dé ke khung va to
mau cho bang mot cach nhanh chong va don gian.

-

- v = g~ | B - O

Tables and Borders
o o
=R R A A= AT

>
=

Bai 6. TRANG TRI VAN BAN

I. Str dung thanh cong cu Drawing:

Thanh Drawing khi duogc bat thuong nam ¢ phia dudi cudi man hinh c6 dang nhu sau:

Drawing

Drawe [ (Agoshepes~ N\ W OO A @ @ - #-A-Emc@ @

# Bat / Tat thanh Drawing theo cac cach sau: Sonrd

o Céch 1: Kich chudt phai vao bat ky thanh cong cu nao chon muc Fornaiting
Drawing. futoText

o Céch 2: Chon menu View — Toolbar — Drawing -

o Céach 3: Kich chon nuat 1énh 4 Orawing | tran thanh cong cu chuan
(Standard)

I1. Chén hinh dnh (Picture):

1.Chén twr Clip Art:

— —1 @ Chon vi tri can chén.

e ® Mo hop thoai Insert Clip Art theo cac cach sau:

L o Cach 1: Chon Menu Insert — Picture — Clip Art...

Renissoer = o Céch 2: Kich chon nut 1énh [ L8] S At |ran thanh Drawing.

All media file types v|

e

(8] Organize cips...
%% Clip art on Office Online
@ Tips for finding clips

Web.

Results should be: Két qua tra vé. Thuong chon All media file types.

Nut 1énh Go: Bt dau tim kiém.
© Kich chon tryc tiep 1€n doi twong muon chén vao van ban.

2.Cheén tir tép tin hinh dnh:

35

Search for: P6i twong mudn tim.
Search in: Noi tim.
Everywhere: Tét ca trong may tinh.
My Collections: Trong nhitng b suu tép ca nhan.
Office Collections: Trong nhitng b suu tap cua office. (thwong chon
chirc nang nay)
Web Collections: Trong nhiing by suu tdp trén

+- 17l Office Collectio

Search in:

Selected collections
=0
#- [0 My Collections

-0 web Collections

+ @ Office Collections

v

Results should be:
All media file types

=64 Al media types
A
+ Photographs
=+ Movies
= Sounds




© Chon vi tri can cheén.

® Mo hop thoai Insert Picture theo cac cach sau:

o Cach 1: Chon Menu
From file...

Insert — Picture —»

o Céach 2: Kich chon nut 1énh trén

thanh Drawing

© Chon noi chira tép tin hinh anh trong muc

Look in

© Chon hinh mudn chén va nut Insert.
3.Hiéu chinh hinh dnh da chén:
a. Thay ddi kich thuéc:
© Chon hinh dé xuét hién 8 nut vuong den W

quanh dudng vién hinh.

® Ra chudt chi vao cac nut B dén khi xuat hién

tén 2 chiéu, nhan gilr va
thudce cda hinh.

kéo chudt dé thay doi

b. Sir dung thanh Picture Toolbar dé xac

khac:

Lookin: ) Sample Pictures

Desktop it the Arch] tre Arch

v‘@ P Q)(_‘j Tools

My Recent
Documents

Big Wave Blue hils

Freestyle Overlooking Rio
v

; mii

3 e Mrch
x S-tures

kich

lap cac thay doi

Chon hinh dé xuét hién thanh cong cu. Néu khong xuat hién thanh cong cu thi kich chudt phai
vao hinh chon chirc nang Show Picture Toolbar. Cac nit 1énh trén thanh cong cy gom:

| Picture

=T == ) e Y= - | g ds = 1= B 9 = e

-

£

% Insert Plcture C

hen h|nh

PR PR R

%

Autamatic

Grayscale
Elack & White
‘ Washout

@: Color: Thay d6i mau sic cho hinh: Automatic: tw dong; Grayscale: Mau
xam; Black & White: Pen trang; Washout: Hinh m¢ (thuong ding 1am nén).

® Contrast: By cong cu diéu chinh d twong phan.

@ Brightness: Bo cong cu diéu chinh d6 sang.

® Crop: Cat xén hinh anh.

® Rotate: Xoay hinh 1 géa 90 d¢.

@ Line style: Lwa chon cac loai dudng vién quanh hinh.

Compress picture: Cit bo phan thira xung quanh hinh sau khi thyc hién chtic nang Crop.

®@ Text Wrapping: Thiét 1ap cach bd tri van ban xung quanh hinh. Thuwong ding chirc
nang nay dé cé thé di chuyén hinh anh dén moi noi trong vin bdn. Gom c6 cac lya chon:

o Square: Chit bao quanh hinh theo khuon hinh chir nhat.

o O O

In front of text:

Tight: Chir bao quanh hinh theo mép vién ctia hinh.
Behind text: Hinh nam sau van ban.
Hinh nam trén van ban.

o In line with text: Hinh dugc xem nhu mot ky tyr va qﬁm trén dong véi van ban.
Format Picture: Mé hop thoai Format picture. C6 thé kich déi ngay vao hinh dé mo

hop thoai nay.

I11. Chen chir nghé thuat (WordArt):

1.Chen WordArt:
© Chon vi tri can cheén.

® Mo hop thoai WordArt Gallery theo céc cach sau:
o Cach 1: Chon Menu Insert - Picture - WordArt...

o Cach 2: Kich chon nuat 1énh trén thanh

Drawing
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© Chon loai chit ngh¢ thudt trong thu vién. Xuét hién hop thoai Edit WordArt Text.
® Nhap ndi dung trong hop Text.
© Kich chon nat OK

2.Hiéu chinh WordArt bang thanh céng cu:

WSl
<dll | Edit Texk... T

—i s B = =L

% % 3999 % %%

@: Insert WordArt: Chén chir nghé thuat.

@: Edit text...: Soan van ban.

® WordArt Gallery: M¢ thu vién chir nghé thuat.

@ Format WordArt: Dinh dang; Gom cac thiét 1ap vé mau sic (Fill Color), dudng nét
(Line), Po trong sudt (Transparency), kich ¢& (Size), thiét 1ap cach bé tri vin ban xuang quanh
(Layout),...

® WordArt Shape: Cac lya chon vé hinh dang WordArt.

® Text Wrapping: Thiét lap cach bd tri vin ban xung quanh WordArt.

@ WordArt Same letter heights: Kéo gian tat ca cac ky tu dé c6 duoc do cao bang nhau.

WordArt Vertical text: Chuyén WordArt sang chiéu dimg.

®@ WordArt Alignment: Canh 1¢ WordArt.

WordArt Character Spacing: Thiét 1ap khoang cach giita cac ky tu.

IV. Hinh vé (AutoShapes):
1. Vé mot ddi twong:
© Chon mot 1énh veé trong bo cong cu AutoShapes theo céc cach sau:
o Céch 1: Chon Menu Insert — Picture — AutoShapes
o Céch 2: Kich chon nut 1énh trén thanh Drawing

Oogve
oO0AN||IZEt D] |DOen
[GXS ) &R g%ﬁ}"& oooa
BagOod adllooayu =

0@~ |¢2val ool e n i@u;ﬁg
cag |||l é||lesoa| | oa
san ool [BAEY| favaD| [eeaw| |o0 s
soqfllc )y jemeallagoo| oy |oooe

® Giit nut tri va kéo chudt 1én nén dé v&. De hinh v& 1a mot déi twong doc 1ap , khi kéo chudt
dé vé nén kéo ngoai khung co théng béo: Create your drawing here.
& Pé vé dwoc dwong tron, tam gidc cdn, hinh vuéng, dwong vudng goc, ... phai nhan dé phim
Shift trong khi kéo chudt dé ve.
2.T6 mau nén cho d6i twong:
© Chon dbi tuong.
® Chon nut 1énh [=2_FIC0l" [ 4ran thanh Drawing va chon mau t6 thich hop.
3.Pinh mau dwong vién cho ddi twong:
© Chon dbi tuon

® Chon nat 1énh trén thanh Drawing va chon mau thich hop.

4.Tao béng (Shadow) va hiéu wng 3 chiéu (3-D) cho doi

Lines
Connectors

Basic Shapes

Block &rrows

Flovechart

r v v v v v ¥

Stars and Banners

Callouts

FRY A LA

More AutoShapes...

oshapes = [N N 1 O

=
S

tuong: [wostagon ||| ||[mos0 |
© Chon ddi tuong. Ries|  da®d
® Chon nat 1énh trén thanh Drawing va chon miu | = ";‘ ': :- ee® E, ‘: hiéu
ime i i S [T
@ Cac nut Shadow Setting, 3-D Setting: Ding dé thay doi |mmm 8| | Oue & cac
thiét ldp mdc nhién ciia doi twong. shadow settngs... || || 205ettings..
@FF | [(=F '
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V. Biéu d6 (Chart), so' @6 té chirc (Organization chart):
© Chon vi tri cAn chén.
® Chon Menu Insert —» Picture — Chart /
Organization Chart)

9
||«
i

2o Y
© Chon loai bi¢u do hay so do can thiét.

Select a Diagram Style:

Default

& Pé hiéu chinh hay thay doi noi dung s | i
Thick. Qutline

dung thanh cong cu dinh kem khi kich

chon biéu dé hodc so do.

(Man hinh chon lya cac logi biéu do va so
do 16 chirc)

O C > C O

Bai 7. CAC CONG CU TROQ GIUP SOAN THAO
I. Tim kiém (Find) va thay thé (Replace):
1. Tim kiém (Find):
© Chon menu Edit - Find (Ctrl + F)
Find and Replace ’g

Find |Reg|ace Go To

Find what: Micrasaft Ward| [v]
Options:  Search Down

[ Highlight all items Found in:

[ More ¥ ]lEindNext l[ Caniel ]

® Nhap noi dung can tim vao 6 Find What.

© Chon niit Find Next d¢ bét dau tim kiém. NGt Cancle dé két thuc viée tim kiém.

& Khi tim thay ndi dung sé danh ddu tai vi tri tim dwoc. Néu muon tim tiép bam Find Next.

@& Pé danh ddau (Highlight) nhitng ndi dung tim thdy chon chirc ndng Highlight all items

found in.

& Pé tim chinh xdc hon, can cung cdp thém nhitng thong tin lién quan trong chire ndang More
2. Thay thé (Replace):

© Chon menu Edit —» Replace (Ctrl + H)

Find and Replace E 1
| Find | Reglace | GoTo
Find what: [microsoft word
Options:  Search Down
Replace with: Microsaft Word 2003 [v]
[ more s | [ Replace | [Replaceal | [Endnext | [ cancel |

® Nhap noi dung can tim vao 6 Find What.

© Nhép ndi dung mudn thay thé vao 6 Replace with
@ Chon nit Find Next dé bat dau tim kiém. Khi tim thdy chon niit Replace dé thay thé, mudn
b6 qua chon nut Find next. NGt Cancle dé két thic viéc tim kiém va thay thé.

@ Muén Word tu dong tim va thay thé tdt ca thi chon nut Replace all.
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& Pé tim va thay thé mét cach chinh xdc hon, can cung cdp thém nhitng théng tin lién quan
trong chirc nang More
Il. Tw dfng sira sai (AutoCorrect):
Microsoft Word trang bi chtrc ning ndy nham stra nhitng thao tac nhim cta ngudi st dung trong
qué trinh nhap li¢u. bé xéac 1ap céac tham s6 cho viéc stra sai thuc hién theo cac budce sau:
© Chon menu Tools — AutoCorrect options...

AutoCorrect: English (U.S. m
AuktoTexk AutoFarmat Smart Tags
AukoCorrect AutoFormat As You Type

[li=show AutoCaorrect Options bukkons

Correct Twa INitial CApitals

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

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

Replace: with:
DM Foang Mai
danceing dancing -~
dcument: document i
deatils details
decison decision [l

l (o] 4 I l Cancel I

® Chon / bo chon cac lya chon phuc vu cho viéc stra sai:
Correct TWo INtial CApitals: Néu g 2 ky tu In & dau mot tir, Word s& tu dong doi ky
tu thir 2 thanh ky tu thuong (VD: WOrd — Word)
Capitallize first letter of sentences: Ty dong viét in ky tu dau mdi ciu.
Capitallize first letter of table cell: Ty dong viét in ky ty dau trong 6 clia bang.
Capitallize name of days: Ty dong viét in ky ty dau cia tén cac ngdy trong tuan (Tiéng
Anh)
Correct accidental usage of CAPS LOCK key: Khi dang bat Caps Lock va g nham,
chéng han nhu wORD thi s& tu dong chinh lai thanh Word va tat phim Caps Lock.
Replace text as you type: Thay thé vin ban theo dinh nghia cta nguoi st dung.
= Trong 6 Replace: Nhap ky tu dai dién (Dung gd tit) Vi du: DN
= Trong 6 With: Nhap ndi dung vin ban sé& thay thé. Vi du: Pong Nai.
= Nut Iénh Add dung dé thém doi tugng vira tao vao danh séch.
= N0t Delete dung dé xoa ddi tugng dugc chon khoi danh sach.
© Chon nut OK.
I1l. Van ban ty dong (AutoText):
1.Tao van ban ty dong:
© Chon khdi vin ban dé 1am vin ban ty dong.
® Chon menu Insert —» Auto Text - Auto Text.
© Nhap tén dai dién cho van ban trong hop Create Auto Text. Chon nit Add va nat OK.
2.Chén van ban ty dong:
© Chon noi muén chén.
® Nhap tén dai dién cho van ban.
© Nhin phim F3
IV. Soan thido cong thirc toan hoc:
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2 . 4ac f
y=aX +bx+c; X2 =
28. Xgpm ,uh

© Chon vi tri cn soan thao cong thuc.
® Chon menu Insert - Object — Microsoft Equation 3. 0, hodc nit | /& _Equation Editor | trén

thanh cong cu.
© Chon lya cac ky hi¢u toan hoc thich hop, di chuyén con tré dén vi tri va tién hanh nhap liéu.

gzz | lab [ Wi | 2+® 2=l ov3|Enc |l Awd |[AOQS®
W[ B xf sz fi|Tg[we |0 [ =F

® Kich chudt ra phia ngoai nén hodc nhan phim Esc dé két thuc viée nhap li¢u.
© D¢ stra chira kich doi truc tiép vao cong thuc da tao.

~ Bai8. INAN VA CAC THIET LAP LIEN QUAN
I. Dinh dang kho giay (Page Setup):

Chon menu File — Page Setup R 7R
>a Thé Margins: Xdc dinh kich thuéc gidi han cdc mép gidy. (ges | b | Lavow
- TOp: Mép gléy trén Malrug;s A (3 Bottom: 254 mm (%)
- Bottom: Mép gidy dudi. Y g TN
- Left: Mép giay trai. i S
- Right: Mép gidy phai. ’ 7
- Orientation: Chon hlIé’Ilg gléy Portrait — Thél’lg dl'l’l’lg, Borrat Landscope

Landscape: Nam ngang
2 Thé Paper:
Paper size: Kho gidy
Paper Source: Nguon gidy
II. Chén tiéu dé diu trang (Header) va cudi trang (Footer):
Chon menu View — Header and Footer
Nhap noi dung cho tidu d&, cé thé két hop cac cong cu
san trén thanh cong cu Header and Footer:
IChén ngay thang\ [Chén thoi gian\ Pinh dang trang.irf

Header and Foot \ L - ndude chapter pumber
Insert AutoText ~ # & & A '-rh E & 8, | dose i
oI
S6TT trang\ [Léfig sb trang &)mh dan}sqtrang\ o] Lo

I11. Xem viin ban truée khi in (Print Prev1ew)

Chon menu File = Print Preview hoac chon nit 1énh L& Print Preview] trén thanh cong cu

chuan (Standard). Kich chuét truc tiép 1én trang in muon xem. Chon nut Close dé két thuc. Chon
nat Print d€ in van ban.
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Elle  Edit Wiew Insert Farmat Todls  Table windaw  Help

&3 Jg 10% - [P35 BF @ dose o

IV. In van ban (Print):

q Chon menu File - Print (Ctrl + P) hodc chon nat 1énh trén thanh cong cu
chuan (Standard).

Printer Name: Chon may in s€ in. — o
Page Range: SO trang s€ in. All: Tat ca; |w= 2 wioma v
, , Status: 1dle
Current page: In trang con tro dang dung; | i o= —"
Pages: In mét so trang chi dinh (VD: In tr | 77 e e dsks
trang 1 den trang 5 nhdap nhw sau: 1-5; Néu | ob..... ””"”"e’”“”"' =
A . N \ A ) pages: B Callate
muon in trang 1 va trang 3 thi nhap 1,3) S @
. . X N ~ . separated by commas, For example, 1,3,5-12
Number of Copies: So6 ban sao s€ in. i S
Print what: | Document v
Pint: Al pages in range .v. Pagesper sheet: |1 page v]
 scsletopaper sz Mo Scaing =)
T

BAI TAP ON TAP MICROSOFT WORD
Cau 1: Pé chén mot bang biéu vao vin ban ta thuc hién [énh
A. Table\Insert B. Table\Insert\Table
C. Format\Table  D. Insert\Table
Cau 2: Pé chén thém dong vao bén dudi dong da chon trong bang ta thyc hién:
A. Table\Insert\Row Below B. Table\Insert\Row Above
C. Table\Insert\Columns to the left  D. Table\Insert\Columns to the right
Cau 3: Dé chén mét bire tranh vao van ban ta thuc hién
A. Insert\Page Numbers B. Insert\Pictures\Clip Art
C. Insert\Objects  D. Insert\Symbol
Cau 4: Pé tao tidu dé trén tidu dé dudi ta thuc hién lénh
A. Chon View\ToolsBar B. Chon View\Header and Footer
C. Chon View\Zoom D. Chon View\Thumbnails
Cau 5: Pé chia cot cho van ban ban thuc hién 1énh nao
A. Format\Column B. Format\Drop Cap...
C. Format\Borders and Shading D. Format\Bullets and Numbering
CAu 6: Trong Word, dé trinh bay trang trudc khi in ta thuc hién
A. Chon Format\Page Setup B. Chon Edit\Page Setup
C. Chon File\Page Setup D. Chon Table\Page Setup
Cau 7: Dé chén thém cdt vao bén trai cot d chon trong bang ta thuc hién:
A. Table\Insert\Row Below B. Table\Insert\Columns to the right
C. Table\Insert\Columns to the left  D. Table\Insert\Row Above

41



Cau 8: Trong Microsoft Word dé tao 1 tép moi:
A. Tét ca déu dang B. Chon biéu twong I
C. Chon File\New D. Nhan t6 hop phim Ctrl + N
Cau 9: PBé danh sd trang cho van ban, tir menu Insert ta thuc hién chon:
A.Date and time  B. Symbol C. Break D. Page Numbers
Cau 10: bé bat thanh cong thurc toan hoc ban dung 1énh nao
A. View\Toolsbar\ObjectsB. Insert\Objects
C. Format\Objects D. Table\Objects
Céu 11: Trong bang biéu ctia Word khi ban d3 chon 1 6, ban 1am thé nao dé tach 6 d6 ra thanh
nhiéu 6?
A. Chon Table\Merge Cells B. Chon Table\Table Properties
C. Chon Table\Formula D. Chon Table\Split Cells
Cau 12: Pé chén hop nhap van ban Texbox ban dung 1énh
A. Format\Textbox B. Insert\Texbox C. Edit\Texbox D. Tt ca déu sai
Cau 13: Pé xoa cot trong bang biéu ban dung 1énh nao
A. Table\Delete\Rows  B. Table\Delete\Columns
C. Table\Split Cells D. Table\Insert\Column
Cau 14: Khi tép congvanl23 dang md, ban muén tao tép mdi co tén la cv-123 c6 cung ndi dung voi
congvan123 thi ban phai
A. Chon Edit\Save B. Chon Edit\Save As
C. Chon File\Save As D. Chon File\Save
Cau 15: Trong Word, khi ban da chén mot bang biéu, ban muén gop nhiéu 6 da boi den thanh 1 6
ban dung 1€nh nao
A. Chon Table\Formula B. Chon Table\Split Cells
C. Chon Table\Table Properties D. Chon Table\Merge Cells
Cau 16: Ban d3 boi den mot doan van ban, ban c6 thé dung 1énh nao dé sao chép doan van ban do.
A. Chon Format\Copy  B. Chon Edit\Copy
C. Chon File\Copy D. Chon Insert\Copy
Cau 17: Ban d3 boi den mot doan vin ban, ban c6 thé dung to hop phim nao dé sao chép doan van
ban do:
A. Nhin t6 hop phim Ctrl + V' B. Nhan t6 hop phim Ctrl + X
C. Nhén t6 hop phim Ctrl + C  D. Nhén t6 hop phim Ctrl + D
Cau 18: Pé chén cac ky tu ddc biét vao van ban ta thuc hién thao tac nao dudi dy:
A. Chon Insert\Picture\AutoShapes B. Chon Insert\WordArt
C. Chon Insert\Symbol  D. Chon Format\Font
Cau 19: Pé tao van ban ngh¢ thuat ban thuc hién 1énh
A. Insert\Objects  B. Insert\Symbol
C. Insert\Picture\WordArt D. Insert\Picture\Clip Art
Cau 20: Pé dinh dang vin ban theo kiéu danh sach ban dung:
A. Format\Borders and Shading B. Format\Drop Cap...
C. Format\Column D. Format\Bullets and Numbering
Cau 21: Pé tao dudng vién cho doan vin ban, trang vin ban ban dung:
A. Format\Borders and Shading B. Format\Bullets and Numbering
C. Format\Column D. Format\Drop Cap...
Cau 22: Vi cong viéc nao ban can phai mé thuc don Iénh FORMAT
A. Cai dit may in  B. DP6i phong chit cho vin ban
C. Panh s trang cho van ban  D. Luu tép vén ban
Céu 23: Trong Word, dé bat/tit cac thanh cong cu ta thyc hi¢n 1énh:
A. Chon Insert\Toolsbar\Chon thanh c6ng cu can bat
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B. Chon Edit\Toolsbar\Chon thanh cong cu can bat
C. Chon View\Toolsbar\Chon thanh cong cu can bt
Cau 24: Khi ban soan vin ban bang kiéu chit Time New Roman thi ban phai ding bang ma nao:
A. Unicode B. VNI C. TCVN3
Céau 25: Trong Word, luu tép ta thuc hién
A. Chon biéu tuong l  B. Chon File\Save
C. Nhén t6 hop phim Ctrl+S  D. Tt ca déu diing
CAu 26: Dé in vian ban ta c6 thé dung t6 hop phim nao
A. Ctrl + Shift+ P B.Ctrl+P C. Ctrl + YD. Ctrl + A
CAu 27: Trong Word, dé mé mét tép da co ta thyc hién 1énh
A. Nhan t6 hop phim Ctrl+O  B. Chon biéu tuong &
C. Chon File\Open D. Tét ca déu dung
Cau 28: Pé tang do rong cua cot, dd cao cta dong ta dung 1énh
A. Table\Table Autoformat B. Table\Table Properties\
C. Table\Split Cells D. Table\Merge Cells
Cau 29: bé tao chit cai 16n dau dong ban dung 1énh nao
A. Format\Column B. Format\Bullets and Numbering
C. Format\Drop Cap... D. Format\Borders and Shading
Cau 30: Ban mudn thay doi phong chit cho van ban, ban da boi den vin ban d6 rdi ban thyc hién
1énh nao
A. Chon Format\Font B. Chon Insert\Font
C. Chon Format\Borders And Shading D. Chon Format\Column
Cau 31: Dé c6 thé danh duogc chi s6 dudi, vi dy H20 thanh H,0, ban cén:
A. Boi den s6 2, nhan t6 hop phim ( Ctrl_Shift =)
B. B6i den s6 2, nhan to hop phim (Ctrl =)
C. Boi den s6 2, nhan t6 hop phim (Alt_Shift =)
D. Boi den s6 2, nhan t6 hop phim (Ctrl_Alt_=)
Cau 32: Khi chon File\Save As ta thuc hién cong viéc nao dudi day?
A. Dong mot tép van ban B. M mét file van ban da co
C. Luu tai li€u voi mot tén khac D. Mé mot file van ban méi
Cau 33: Khi ban soan thao vin ban bang kiéu chit Vntime thi ban phai ding bang ma nao
A.TCVN3 B. VNI C. Unicode
Cau 34: Pé di chuyén mot tép, ban c6 thé thuc hién 1énh nao?
A. Edit\Cut  B. File\Cut C. File\Copy D. Edit\Copy
Cau 35: Cho biét phat biéu nao sau day 1a sai:
A. Bim t6 hop phim Ctrl+E twong dwong véi nat & (Print) trén thanh Standard
B. Bam t6 hop phim Ctrl+C twong duong véi nat B2 (Copy) trén thanh Standard
C. Bam t6 hop phim Ctrl+X tuong duong véi niit & (Cut) trén thanh Standard
D. Bim t6 hop phim Ctrl+V twong duong véi nut B (Paste) trén thanh Standard
Cau 36: Dé tron van ban ta phai thao tic trén t&p van ban nao
A. Tép van ban chinh B. Tép vin ban nguon
Cau 37: Pé xem mdt van ban trude khi in ban chon biéu tuong nut 1€nh nao dudi day?
A0 B=@cHEDLR
Cau 38: Trong Word mudn gop 6 trong bang, ta chon menu Table sau d6 chon
A. Split Cells B. Tét ca déu sai
C. Cell Height and Width D. Merge Cells
Cau 39: Pé tim kiém va thay thé trong vin ban ta thyc hién to hop phim ndo sau day:
A. Ctr+E B. Ctrl+B C. Ctrl+H D. Ctrl+N

43



Céu 40: Trong Word, ban dang m¢d cung mot lac nhiéu tép tin, ban mudn chuyén tur tép tin hién
hanh sang tép tin khéac ban phai lam gi?

A. Chon Window—>Chon tép tin cAn m& C. Nhéan tb hop phim Alt+Tab

B. Kich chudt truc tiép vao tép can chuyén trén thanh Tarkbar D. Tat ca déu dung

Céu 41. B§ phan mém Open Office l1a:

A. Dé 1ap ban v&, c6 phi B. Phian mém vén phong, ¢6 phi

C. Phan mém vin phong, mién phi D. Bé lap ban v&, mién phi

PHAN IIl. BANG TiNH PIEN TU MICROSOFT EXCEL
BAI 1. BAT PAU VOI MICROSOFT OFFICE EXCEL

Microsoft Office Excel 1a chuong trinh thudc bd phan mém Microsoft Office duoc st dung
trong hau hét tit ca cic vin phong trén toan thé gidi. Excel 13 chuong trinh bang tinh c6 thé ung
dung cho céac cong viéc quan 1y, ké toan, thong ké ...

1. Khéi dong

Céch 1: Nhéan n(t Start, Chon Programs, chon Microsoft Office, chon Microsoft Office

Excel 2003.

Prograrns

Accessories
rﬂ Microsoft Cffice Microsoft Office Toals k
y Documents r Symantec Client Security » @ Micrasaft Office Access 2003

Yietkey 2000 M FT Micrasoft Office Excel 2003
Setkings 4 =
Y Zentris 3000 @ Microsoft Office Outlook 2003
Search } VeryDOC PDF To Word Converter  # ||| Microsoft OFfice PowerPoint 2003
v [#] Microsoft Office Word 2003

| Help and Support

Run...

Log OFF Administrakor . ..

Windows XP Professional

Turn OFf Computer, ..

 Hinh 1. Khéi djpng chuwong trinh Excel 5‘3
‘Céch 2: Nhan chudt vao biéu tuong Microsoft Office Excel 2003 trén man | 7=
hinh nén. Microsaft

2. Gié6i thi¢u bang tinh Excel DFFEDEDESXI:EI

E3 Microsoft Excel - Book1

- Sau khi khoi1 dong chuong trinh Excel,

ching ta c6 mot s bang tinh (Workbook). : SR =
Trong mot s6 bang tinh ¢o rat nhiéu trang bang iallj di) ‘jj;alﬂ"_ :E 'gl'%;l% _Afllzi " @
tinh. — - A — —

- Mot bang tinh gdém ¢ 256 cot dugc A B | ¢ | o | B | F | F
danh chi so theo chir cai A, B, C...Z, AA, AB, |z =
AC... va 65536 dong dugc danh chi sb theo s6 |3
thir ty 1,2,3...65536 o Ea i

- Theo mac dinh, moi 1an tao bang tinh |« «» nhsheet1 (shest2 {shestz /  |< 1
moi thi Excel tao 3 trang bang tinh tring dat tén 2= el
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1a Sheetl1, Sheet2, Sheet3. Sau nay chung ta c6 thé chén thém cac trang méi va ching dwoc dit tén 1a
Sheet4, Sheet5,...

33 |
4 4 » ¥ Sheetl / Sheet2 / Sheet3 /

- O (Cell): O cua trang tinh 13 giao cia mot cot va mot dong. O trén trang bang tinh c6 dia
chi viét theo trat ty xdc dinh gom chir cdi t€n cdt ding trudc va so6 thur ty dong ding sau.

A E | C
1
| ]
2
i
4
VD: Pia chi 6 Microsoft Excel - Book1
dau tién 1a Al va dia (=] Ble Ed wiew Insert Format  Tools Qata“ window  Help -5 X
chi 6 cuoi cung trén |i (3 (5 W) | & @& (@ S0 - o) = - | [l 4 0%~ @
trang bang tinh la |: .. - 11 - B 7 U | =E=l=FE]% %% e A
IV65536 Y - &
- Clﬁ:a: s76 be"%ng a B |] C b [ Je [ F | 6 J Fs
tinh: Ctra so0 bang tinh |1
Excel c6 cac thanh | 2 Thanh cong cu Thanh thyc don
phan chinh sau: 3 ‘ - |Du(‘mg vién d()cl
2 w | Thanh tiéu & Thanh cong
B \
7 —— Nhap dit 1iéu vao day |Thanh cuén doc
Giao dién g ||Pudng vién ngang
¢ e
chwong trinh A
10 : - Thanh cuon
Excel F Trang tinh Sheetl, ...| [Thanh trang thai
12 l 1 w
M 4 » »]}Sheetl / Sheet2 / Sheet3 / | < »
Ready UM

+ Thanh tiéu dé: Cho biét tén chuong trinh ing dung, tén tép tin.
+ Thanh thyc don 1énh: Cung cdp cac nhom Iénh lam viéc véi bang tinh.
+ Thanh cong cu: Cung cap cac nut thao tac nhanh.
+ Thanh cong thirc (Formula Bar): Gom 6 Name Box hién thi toa d6 6 soan thdo va ndi dung
dir liéu cua 6.
+ Puong vién ngang: Ghi tén cot tir trai sang phai theo chir cii A, B...Y, Z, AA, AB,...IV.
MOi ot ¢ chira 65536 0.
+ Puong vién doc: Ghi sb thir tw dong tir 1 dén 65536. M&i dong chtra 256 6.
+ Thanh trugt ngang, doc: Cho phép hién thi nhing 6 bi che khuat.
+ Thanh trang thai: O duéi day ctra s6 Excel cho biét thong tin vé bang tinh, vé trang thai soan
thao, két qua cong don gian.
Ready: Pang sin sang lam viéc.
Enter: Dang nhép dir liéu hay cong thirc.
Pointer: Pang ghi cong thirc tham chiéu dén mét dia chi.
Edit: Pang diéu chinh dit liéu hay cong thirc trong 6 hién tai.
) + Ctra s6 Bang tinh (Worksheet Window) 14 phan 16n nhat ding dé nhap dir liéu, tinh toan, vé
do thi...
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CAC THAO TAC CO BAN
1. Mé bang tinh méi

_1 Microsoft Excel - Book1
- (;hOl’} biéu tuong: |E_|’| Flz= Eg Yiew Insert Format Tools  Daka . YWindow  Help -8 X
- An t0 hop phim: Ctrl + N NEHRIEABIR 292l H s -0 B
- Chon menu File -> New  id Y EITEE EERR I
2. Luu bang tinh o - 5 .
. H N e c D T IE |
i gotl; 11)11;; ;ﬁ?:fdﬂ +S Thanh Thanh thye

- Chon menu File -> Save

Thanh Thanh

1
2
EN
4
3. bong bang tinh T\
& ' 6 |
- Chon biéu tuong: %
9
10
[11]

Nhap du liéu Thanh

- An t6 hop phim: Ctrl + W Puong vién

- Chon menu File -> Close Thanh cudn

4. Mé bang tinh Trangltlnh Thanh 1
- 12 v
- Chon bi iy frong: Lj M 4 » M)\Sheetl [ Sheet? / Sheet3 / l ¢ ¥
Ready HLIM

- An t6 hop phim: Ctrl + O

- Chon menu File -> Open

5. Trang hién hanh, 6 hién hanh

- Trén mot bang tinh hién hanh, tai mot thoi diém ching ta chi ¢é thé thao tac vé6i cac 6 trén

mot trang ctia bang tinh va do6 goi 1a trang hién hanh.
10

11

12
M 4 » »\Sheetl { Sheet? / Sheet3 /

Dé chuyén trang thai hién hanh dén trang khac, chung ta chi can thao tac don gian 1a nhép

chudt vao phan chira tén cia trang bang tinh.
- Trén trang hién hanh, tai mot thoi diém chung ta chi thao tac dugc véi mot 6, goi 1a 6 hién

hanh.
A, E | ¢ | D | E
1 |Trung am Tin hoc
| ]
2
M4 4 » »Sheetl  Sheetz £ sheetz / | ¢
Ready R

6. Nhan dang con tré
Trén trang hién hanh, chiing ta s& thay cac loai con tro sau:
- Con tré o6: Xac dinh 6 nao 1a 6 hién hanh trén trang. Mot dudong bao dam xuét hién trén 6
hién hanh.
- Con tré soan thao: C6 hinh | mau den, nhép nhdy, xac dinh vi tri nhap dir li¢u cho 6.
- Con tré chudt: Thay d6i hinh dang tuy thudc vi tri ctia n6 trén trang bang tinh.
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Con tro chudt dang chit thap trang khi & trén cac 6.

1 Jabc

Con tré chudt c6 dang chir I khi ¢ phia trong 6 dang soan thao.
7. Céach nhép va chinh sira dir liéu trén 6 hién hanh
- Cac phim thuong dung
+ Phim Tab: Di chuyen con tr6 6 sang phai mot cot
+ Phim Enter: Di chuyén con tr6 6 xuong dong dudi va két thiic viée nhap/chinh sira dit liéu.
+ Cac phim mii tén < TN\ —: Di chuyén con tré 6 dén cac dia chi bat ky trén trang.
- Nhéap dir li¢u:
ot Nhip chudt vao 6 can nhap hodc sir dung cac phim mili tén dé chuyén trang thai hién hanh
Ve 0.
+ G phim dé nhap ki ty vao 6, néu sai thi sir dung phim Delete hodc Backspace dé x6a ki tu,
sir dung phim Home/End dé di chuyén nhanh trén dong nhap
+ Nhan phim ESC néu mubn két thiic nhap nhung khong lay dir liéu da nhap. Nhan phim
Enter dé dua dit liéu cho 6 va két thic nhap.
- Chinh stra dir liéu:
Pé chinh sira dit liéu da nhép trén madt 6, chiing ta nhép dap chudt vao 6 do roi chinh sta dit
liéu. Nhan phim Enter dé két thuc chinh sua.

BAI 2. SOAN THAO NQI DUNG BANG TiNH

1. Nhap dir liéu kiéu s6 va viin ban

- Dir liéu mot 6 cua bang tinh sau khi nhép sé dugc chuong trinh ty dong phan loai va dua vé
mot trong cac kiéu dir liéu sau: Kiéu s6 (Number), kiéu vin ban (Text), kiéu logic, kiéu ma 15i
(Error)

+ Kiéu s6: Khi nhap dit liéu s6 vao 6 -> s6 dugc canh sang phai.

Dir lidu kiéu s6 duoc tao boi cac ki tw cho phép d61a: 0123456789 (),/$+-.

Néu muén nhap s6 am, danh dau “-” vao trudc s d6 hodc nhap sé vao giita cap diu ngodc don
(). Bé nhép s6 ¢o phan thap phan, sir dung dau “,” ngan cch véi phan nguyén.

+ Dir lidu kiéu ngay thang trong Excel duoc xem 14 kiéu sd. Kiéu nhap ngay thang duoc hé
diéu hanh qui dinh trong muc Regional Setting dt trong cira s6 Control Panel ciia hé diéu hanh. Khi
nhap kiéu ngay phai cht ¥ 1a may cua ban dang dit hé ngay 13 ngay/thang/nam (mm/dd/yyyy hay la
dd/mm/yyyy).

EB7 - 3
A E | C | D
4
5 15M08/2007 gid thi nay kidu sd
2] 08-15-2007 gid tri nay kidu van ban
7 { |

Kiéu ngay: khi nhap dit liéu vao 6 -> dir liéu dugc canh sang phai.
Khi nhap s6 ma canh sang tréi thi phai xoa bo dinh dang hodc dinh dang lai.
- Chuong trinh Excel tu dong diéu chinh do rong hang, cot dé hién thi hét dix liéu trong mot 6
nhung néu mot 6 da ) dinh d¢ rong lam cho dit li¢u $6 khong thé hién duogc hét thi chung ta s& nhin
thiy dang thong bao “HitH#HHHH.
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Luwru y: Gia tri cua dit lidu s6 sau khi nhép 1a khong thay d6i khi chiing ta thay ddi khu6n dang
hién thi dit liéu trén man hinh.

Vi du: Chung ta nhép gié tri vao 6 D4, D6, D7 déu 1a 20000000. Sau d6 thay doi khuon dang 6
D6 va D7 chang ta ¢6 dugc cac dang thé hién s6 khac nhau nhung gié tri dit liéu van khong thay doi,
& 6 D7 van 1a 20000000 duoc hién thi 16 rang trén thanh cong thic.

o7 - A& 20000000

A E | C | 5] |
3
4 | Gig tri nhdp vao 13 20000000
5
6 |Thay ddi khudn dang I&n 1 20.000.000
7 |Thay ddi khudn dang 15n 2 [ Zoooo |:u:u:||

+ Kiéu van ban: Khi nhap dit liéu vao 6 -> dit liéu duoc canh sang trai.
Dit liéu kiéu vin ban dugc tao boi cac ki tu, ki tu s6 hodc 1a khoang tréng va céc ki tu khong
phai 1a s6.
Khi ki ty nhap vuot qua do dai 6 va 6 bén phai con tréng thi Excel tiép tuc hién thi phﬁn ki tu
con lai cua 6 do sang bén phai.
Khi ki tu nhap vao vuot qua dé dai 6 ma 6 bén phai da co dir liéu thi Excel che déu cac ki tu
vuot qua 6 nhung diéu d6 khong 1am thay doi gia tri dir liéu nhap cua 6.
2. Chinh stra dir li€éu trong 6
C6 3 cach dé chinh sira dit lidu trong 6
Céch 1: Nhip dap chudt vao 6 mon chinh sira dé chuyén 6 sang trang thai soan thao khi d6
c6 thé chinh stra dit liéu. Nhan phim Enter dé két thuc.
Céch 2: Chon 6 mubn chinh stra sau d6 nhan phim F2 khi d6 ta s& thdy con tro chudt nhap
nhay, chinh stra dit liéu roi nhan phim Enter dé két thiic.
Céch 3: Di chuyén chudt 1én thanh Formula Bar sau d6 nhay chudt vao vi tri can chinh stra,
nhan phim Enter dé két thic.
3. Thao tac chon/hiy chon 6, dong, cot
3.1 Chgon m¢t 6
Dé chon mét 6, chiing ta chi can nhip chudt vao 6 do.
3.2 Chon vung 6 lién tuc hinh chir nhit
- Nhép chudt vao 6 trén cung bén trai
- Giit phim Shift va nhip chudt vao 6 dudi ciing bén phai
- Tha phim Shift dé két thuc viéc chon
Trong trudng hop nay dia chi ving 6 duoc viét theo khudn dang (dia chi 6 trén cing bén
tréi:dia chi 6 dudi cing bén phai), tach nhau boi déu hai chim “:”
VD: Chon ving 6 (A1:D6). Nhip chudt vao 6 Al sau d6 nhan va giit phim Shift r6i nhap
chudt vao 6 D6 ta chon dugc mot vung 6 nhu hinh.
A1 - A 'O irén cong bén trai
A | E | C D
2 trén cung bén trai

o || L k| =

) dirdi cling bén phi

3.3 Chon vung 6 roi rac
- Pau tién chon mdgt 6 hoac mdt vung 6 lién tuc hinh chir nhat
- Gilt phim Ctrl trong khi chon mét hoac mdt ving 6 lién tuc hinh chir nhat tiép theo.
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Luwru y: Chiing ta ¢ thé nhanh chéng thay d6i ving chon bang cach nhiap chudt mot lan nira

trén cac 6 di chon dé huy chon ma khong can phai lam lai tir dau.

ngang.

- Chi tha phim Ctrl khi két thiic.
3.4 Chon mgt cot, day cgt lien nhau, day cot roi rac
£ Chon mot cot: B¢ chon mot cdt, chung ta nhap chudt vao tén cdt cod trén dudng vien

& Chon diy cét lién ké nhau

- Nhép chudt vao tén cot dau tién (bén trai hodc bén phai cua day) trén duong vién ngang

- Gitr phim Shift va nhép chudt vao tén cot cudi cing clng cua diy

- Sau khi lya chon xong thi tha phim Shift ra.

25 Chon day cft roi rac

- Trudc tién chung ta chon cot hodc day cot 1ién nhau

- Gitt phim Ctrl trong khi chung ta nhip chudt chon day cot tiép theo.

- Sau khi lya chon xong thi tha phim Ctrl.
[S]

F H

L 1

[l [ BN NI

3.5 Chon mjt dong, diy dong lién ké nhau, diy dong roi rac

25 Chon mot dong

- Bé chon mot dong, chung ta nh'flp chudt vao sb tht tu dong c6 trén duong vién doc.

4 Chon day dong lién ké nhau

- Nhip chudt vao sb thtr ty dong dau tién (trén cung hoic dudi cing cua diy) trén dudng

vién doc.

- Giit phim Shift va nhap chudt vao sb thir ty dong sau cing cia ddy.
- Tha phim Shift ra.

A B i

20 11 Pham Lé INga nt
12 |Trén Binh Chifu P Biang ky dét dai
13 Pham Eun Tén F. quy hoach giac dét
14 |Boan Vin Thin P. dang ky dit dai

& Chon day dong roi rac i
- Trudc tién chung ta chon dong hodc day dong lién nhau ,
- Gilt phim Ctrl trong khi ching ta nhap chudt chon so thur tu dong ti€p theo, tha phim Ctrl

khi két thiic viéc chon dong.

nhau cia duong vién ngang va duong vién doc.

chudt vao 6 bat ky trén trang bang tinh. o
4. Dién so thwr tu tw dong A [ | © [ D

bén phai 6 d6, con trd chuyén thanh hinh du cong co

3.6 Chon toan by bang tinh SAER = __ :
Cach 1: Chi can nhap chugt vao 6 giao [ = DANH SACH CAN BO CON
s HE CHUONG TRINH O

Céch 2: Bim t6 hop phim Ctrl + A

3.7 Hl"ly chon @_1 Fil= Edit Wiew Insert Format Tools Daka Windo
Dé hay chon cac 6, chung ta chi can nhip dup |2 = = NETE R A= - S A R

i arial 10 ~| B 5 U= Ex||
~ B 5

E_ |

- Nhap mot s6 vao mot 6 bat ky
- Nhan va gitr phim Ctrl
- Tré chudt vao hinh vuong nho ¢ goc dudi,

~ |00 || e LD RO —
10
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mil.
- Nhén va kéo chudt xuéng theo chiéu doc, ching ta s¢€ théy s6 thtr tu duoc dién tu dong vao
cac 0 tiep theo, ting dan.

5. Sao chép, di chuyén, x6a, chén cac 0
5.1 Sao chép céac 6
Thao tac sao chép mét 6 trong Excel khong chi bao gdm sao chép ndi dung, dinh dang cua 6
d6. Chung ta c6 thé nhin thiy trong bang duéi ddy nhiéu muc lya chon khi dan mot 6 da sao chép.

> All - Sao chép tat cd (ndi dung, dinh dang...)
» Formulas — Sao chép cong thirc Paste
> Values - Sao chép gid R
» Formats — Sao chép dinh dang O ¥eluss O Column widths
> Comments — Sao chép chil thich s o
» All except borders — Sao chép tat ca trir duong vién operaion i
» Column widths — Sao chép d6 rong cot © Hgre A Ly
> Formulas and number formats — Sao chép cong thire | oos., 7™
va dinh dang s
> Values and number formats — Sao chép gié tri va dinh | Dot Dimense=

d@-ng Sé) [ Peste ik | [ o ][ conn
- Thao tac sao chép giira cac 6 trén cung trang bang tinh.
+ Chon 6 céan sao chép (0 nay co thé 12 mot 6 hodc mot vung 0).
+ Nhan nat Copy hodc bam t6 hop phim Ctrl + C dé sao chép.
+ Chuyén con tré dén vi tri mudn dan.
+ Nhan nut Paste hodc bam t6 hop phim Ctrl + V dé dan cac 6.
- Thao tac sao chép giira cac 6 khac trang bang tinh
+ Trén trang bang tinh hién hanh, chon cac 6 can sao chép
+ Nhan vao nit 1énh Copy hoic sir dung to hop phim Ctrl + C
+ Chuyén trang thai hién hanh dén trang bang tinh khac hay mé tép bang tinh khac.
+ Pit con vao vi tri mén dan
+ Nhan nut Paste hodc bam t6 hop phim Ctrl + V dé dan cac 6
5.2 Di chuyén cac 6
- Chon céc 6 can di chuyén
- Nhan nut Cut hodc bam t6 hop phim Ctrl + X
- Chuyén con tré dén vi tri mudn dan
- Nhan nut Paste hodc bdm té hgp phim Ctrl + V dé dan céc 6
5.3 X6a n¢i dung cac 0
- Chon céc 6 mudn x6a
- Nhép chon thuc don 1énh Edit -> Clear -> Contents hodc nhan phim Delete
6. Thém/x6a dong, cot
- Thém dong
+ Chon vi tri mén thém

A B &
dong, bdoi den mdt hoac mot so6 |13 4. |Hg8n Maoe Ehue Van Phéng
dong muébn thém L2ty ED Thi T =
g . . . 15 & Iegd Thi Hwryong Thanh tra
+ Nhap chon thyc don 1énh 7 |Trin Thi Tam Van Phéng
Insert -> Rows dé tao mot dong L 8.....|Meuyen Thi Lan fnh nt ,
t A M itra hai d¢ De e 3 Pham Céng Hoan . quy hoach gac d&t
rong nam gitra hai dong. Dong moi ¥ o * 355 Thmk Lo —

s& c6 dinh dang giébng nhu dong
duoc luva chon.
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VD: Mubn thém 3 dong vao vi tri duéi dong s 6 trong danh sach, ta boi den 3 dong s6 7, 8,
9 sau do nhép chon menu Insert chon Rows, ta s€ c6 dugc 3 dong maéi vao vi tri dudi dong $6 6.

- Xba dong

+ Chon mét hodc nhiéu dong mubn x6a.

+ Vao thuc don 1énh Edit -> Delete.

- Thém cogt

+ Chon vi tri mudn thém cot, bdi den mot hodc mot sd cot mudn thém.

+ Nhip chon thyc don 1énh Insert -> Columns, mot cot mai xuét hién.

- Xéa cot

+ Chon mot hodc nhiéu cot mudn xoa.

+ Vao thuc don 1énh Edit -> Delete.

7. Thao tac v6i bang tinh

7.1 Chén m{t trang vao bang tinh

Khi tao bang tinh thi mic dinh c6 3 trang bang tinh (Sheet), tuy nhién ngudi ding co thé
chén thém nhiéu trang bang tinh méi.

Céch 1: Nhap chon thyc don 1énh Insert -> Worksheet.

Céch 2: Nhén phai chudt 1én trang bang tinh bat ky, chon muyc Insert... sau d6 lya chon
Worksheet va nhan vao nat OK. Mot bang tinh méi xuat hién.

7.2 Poi tén trang bang tinh

Dé d& quan 1y nodi dung c6 trén cac trang bang tinh, chung ta nén di tén cac trang bang tinh
cho pht hop véi ndi dung chira trong trang. Tén trang bang tinh ¢ thé chira ddu cach, chir cai, chir
s6, ddu gach dudi.

Thuce hién cac bude sau dé ddi tén trang bang tinh:

- Nhan phai chudt vao tén trang bang tinh mudn thay d6i

- Chon Rename

- Gd tén méi rdi nhan Enter

[« <« » vl Sheetl {Sheet2 {sheet3 /] 5 |4« » ' Nam hoc 2007-2008 { Sheet2  Sheet3 |

7.3 X6a mgt trang bang tinh

- Nhip chon thyc don Iénh Edit -> Delete Sheet hodc nhip phai chudt vao tén cua trang
mudn x6a lam xuat hién hop 1énh, chon 1énh Delete.

Inssrk. ..

| Delete

Mowe or Copy...
Seleck Aall Shests
Tab calor...

il wiews Code
~ Sheetc e e

Trong truong hop trang bang tinh dang chira dir liu Excel s& hién thi hop thoai yéu cau
nguoi dung khang dinh viéc huy bo. Nhan nut Delete dé thuc hién viéc x6a hodc nhan nut Cancel
deé bd qua thoi khong xoa.

Microsoft Excel

! E Data may exist in the sheek(s) selected For deletion. To permanently delete the data, press Delete.

[ Delete | [ Cancel ]

7.4 Sao chép bang tinh

C6 thé sao chép mot hodc nhidu trang bang tinh sang vi tri méi hodc sang bang tinh khac.
- Pé sao chép mot trang bang tinh ching ta thwc hién cac budée sau:

+ Nhap chon tén trang bang tinh can sao chép.

+ Giit phim Ctrl r6i kéo - tha tén trang bang tinh d6 sang vi tri méi.

o1



- Sao chép nhiéu trang tir bang tinh nay sang bang tinh khac

+ Chon cac trang bang tinh can sao chép. C6 thé sir dung phim Shift hd tro dé thao tac chon
nhiéu trang 1ién ké hodc sir dung phim Ctrl hd trg dé chon cac trang rdi rac.

+ Nhip chon thuc don 1énh Edit -> Move or Copy Sheet... hodc nhép phai chudt vao ving
trang dugc chon lam xuét hién hdp chon 1€nh va sau d6 chon 1énh Move or Copy...

+ Trong hdp thoai Move or Copy:

» Trong phé}n To book hay chon bang tinh nhan bang sao chép o

> Trong phan Before sheet vi trf dét trang sao chép 1a truge trang nao hodc d€ ve cudi
day trang c6 trén bang tinh (tiéng Anh la move to end)

» Tich chon vao 6 Create a copy (néu la di chuyén trang bang tinh thi khéng tich vao 6

>

Create a copy)

Nhén nat OK dé hoan thanh viéc sao chép

BAI 3. THAO TAC PINH DANG

1. Thao tac dinh dang 6

Chuing ta c6 thé thay d6i cach hién thi dir liéu mot 6 bang thao tac dinh dang. Thao tac dinh
dang khong lam thay doéi gia tri cua dir li€u chira trong 6. Excel cung cap nhiéu dang biéu dién dir

li¢u trong 6 gom:

Number: Dang sd.
Currency: Dang tién té.
Date: Dang ngay thang.
Time: Dang thoi gian.
Text: Dang van ban.
Custom: Dang do nguoi dung tu dinh
nghia theo cac qui dinh ma Excel ho tro.
1.1 Pinh dang dir liéu s6 thuc
- Chon 6 c6 chira dit liéu sb
- Nhép chon thuc don 1énh Format ->
Cells xuat hién hop thoai Format Cells.
- Chon thé Number

VVVYYY

General: Dang chung do Excel qui dinh sau khi nhap dir liéu vao 6.

Format Cells @E

Mumber alignmenk Font Border Fatterns Protection
Category: Sampls
1.000, Qo0

De=cimal places: Q

LH

t'
Scientific =
Tex=t 1.234
Special C1.23490
Custom F1.234%

Mumber is used For general display of numbers. Currency and Accoun Ling
offer specialized Formatting for monetary value.

[ oK | [ cancel |

- Chon muc,Nun]ber trong nhom dinh dang Category tich chon vao 6 Use 1000 Separator
(-) (su dung dau cham d€ ngén cach phan nghin). Chung ta c6 thé thay gia tri cua 6 dugc dinh dang

s€ hién thi & muc Sample.
- Nhan nit OK d¢ ket thuc.

1.2 Pinh dang dir liéu theo dang ngay thang =
Khuon dang mic dinh cua Excel khi nhap dir liéu kiéu || e 1o
ngay thang vao bang tinh la thang/ngay/nam (mm/dd/yy hoac
mm/dd/yyyy). Chung ta c6 thé thay ddi cach biéu dién dir liéu

theo ngay/thang/nam nhu sau: ift— | (22253 ) =
Typethe mber Formt coe, Lsing one o the extting code = 2 arig
- Ta lya chon nhiing 6 chtra di¥ li¢u ngay thang. "
- Nhép chon thyc don 1énh Format -> Cells xuat hién

hop thoai Format Cells.
- Chon thé Number

Format Cells E]EJ

Mumber | Alignment Font Border || Patterns | Protection

cientific EX X0

b
Percenl

Fraction 0,00

S

Text #.34#0,00
5

- Trong hop danh sach Category nhap chon muc Custom

-06 Type nhap chudi ki tu dd/mm/yyyy
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A, I
- Nhan nut OK dé két thuc. —

Murnber Alignment Font Border Patterns Protection

1.3 Dinh dang dir li¢u dang tién t¢ foor: o e

- Chon nhiing 6 ¢6 chira dir liéu dang tién té ) e e i

- Nhap chon thyc don lénh Format -> Cells xuat || %=, ... -
hién hép thoai Format Cells. §;¥§§SP(#_##D)

- ChOl’l thé Number T #.##0 lRedl(# . ##0) ~

- Trong hop danh sach Category nhip chon muc T
Custom o

- O 6 Type nhap diy ki tu #.##0 [$VND] Ce Ce)

- Nhéan nat OK dé két thic.

1.4 Pinh dang dit liéu theo kiéu phén trim

Trong mot vai trudng hop, ngudi sit dung mudn biéu dién mot sé dudi dang phan tram. Vi
du: 0,98 s€ dugc hién thi 98% thi chung ta thyc hién nhu sau:

- Chon 6 c6 chtra dir liéu mudn hién thi duéi dang phan tram.

a
/o trén thanh cong cu.

- Nhan chudt vao nit
2. Pinh dang 6 chira vin ban

2.1 Thay d6i Kiéu chik, c& chir, dang chir

Trong Excel viéc thay d6i kiéu chir, ¢& chir, dang chir ddm/nghiéng/gach chin dugc thao tac
gidng nhu trong Word.

2.2 Thay ddi mau chir va mau nén

- Thay déi mau chir

+ Chon chit muén thay d6i mau

+ Nhan chudt vao miii tén tro xuéng trén thanh dinh dang Font Color === - , chon mau
theo y thich.

- Thay d6i mau nén

+ Chon cac 6 mudn thay d6i mau nén

. ) . , . : I -
Cach 1: Nhan chudt vao miii tén tré xuodng trén thanh dinh dang Fill Color , chon

mau theo y thich.
Cach 2: |
+A’ Nhe:lp Ctl(_)n thl.J..’C don Iénh Format -> humber | {2 ([ N % 6 g || Patterns | Protection
+ Chon thé Patterns Color: | = I 227
> Lua chon mau nén trong bang (W Automatc |
mau Color. Thao tac nay tuong Ll : EEEEEEEN
ty nhu thao tac td6 mau nén 6 EESgEEEEEEN
bang cach nhan vao miii tén trd : - EEEE
xuong trong hop Fill Color trén - -
thanh dinh dang r6i chon mau
mudn 5 N O EEN
uon fo. X BN mm EEEN
» Lua chon mau hoa ti¢t trang tri __
Pattern: >

cho 6 trong bang mau Patterns
2.3 Sao chép dinh dang 0
- Chon 6 da duogc dinh dang truoc. Néu
chon ca ving 6 thi ving 6 d6 phai c6 cung kiéu
(kiéu chir, mau chit...)

[a]4 ] [ Cancel
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- Nhan nat Format Painter j |, di chuyén con trd chudt t&i vi tri mudn sao chép dinh
dang khi d6 bén phai con tré xuat hién thém mot chdi quét son nho.
- Quét 1én 6 hodc ving 6 dé 4p dung sao chép dinh dang.
2.4 Dat thugc tinh Wrap Text cho 0 e | oo | ot
Pay 1a mot cong cu cho phép tu dong xudng dong trong mot 6 néu || v mwarmens

Horizonkal:

nhu dit liéu nhap vao vuot qua do rong 0. [Seners ~
- Chon 6 muodn ap dung dat thudc tinh [Bottom =

+ Nhap chon thuc don 1énh Format -> Cells xuat hién hop thoai || v

Format Cells.

[ Merge cells

+ Chon thé Alignment RighEt o

+ Trong phén chon Text Control, tich chon 6 Wrap Text dé dit thudc tinh tu dong dua noi
dung 6 xudng dong lam cho ndi dung duoc hién day du.

Luu y: bé x6a bo dinh dang 6 ta lya chon 0 can g0 bo dinh dang sau do nhép chon thuc don
1énh Edit -> Clear -> Format.

3. Cin I8, vé duong vién &
3.1 Can vij tri chir trong 6: Giira, trai, phai, trén, dudi
Khi nhap dir liéu vao bang tinh, Excel s& phan tich xem néu dit liéu dang vin ban thi ty dong
can 18 bén trai, néu dir lidu dang s6 thi can 1& bén phéi. Tuy nhién, ching ta co thé chon cach can 1&
khac cho phu hop véi muc dich trinh bay bang tinh. Cach thuc hién nhu sau:
- Chon 6 mudn ap dung dinh dang.
Céch 1: Néu can ndi dung 6 d6 theo chiéu ngang thi nhap chudt vao mot trong ba nut cin
trai, can phai, can gitta trén thanh cong cu.
Céch 2: Néu mudn can ndi dung 0 do theo ca chiéu ngang va chiéu doc thi ta nh’flp chon thuc
don 1énh Format -> Cells xuét hién hop thoai Format Cells.
+ Chon thé Alignment
Trong phan Text alignment c¢6 2 huéng cin chinh 18
> Horizontal (theo chiéu ngang): Dung dé can chinh theo 1& trai va 1& phai cua 6.
> Vertical (theo chidu doc): Dung dé can chinh theo 18 trén va 1& dudi cua 6.
+Nhén nat OK dé két thtic
3.2 Hoa nhip diy 6 dé tao tiéu dé bang biéu

C¢ thé hoa nhap nhiéu 6 lién nhau thanh mdt 6.
& I =] I [ | 5]

BANG TINKH GiCO DAY

1

Cach thuc hién nhu sau: Format Celis EHE]

- Chon cdc 6 can hoa nhp e

Cach 1. = 2 A

+ Nhép chon thuc don 1énh Format -> Cells XuAt hién — _ b=, _':,
hop thoai Format Cells. e IS

+ Chon the Alignment Diess B

+ Trong phan chon Text Control, tich chon Merge | . Bz

cells dé hoa nhap cc 6. e

+ Nhan nut OK d¢ két thiuc _ _

Céach 2: Nhan nat Merge and Center trén

thanh cong cu.
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3.3 Thay d6i hwéng chir trong 6

Mubn thay d6i huéng chit trong 6 thi thuc hién céac thao tac sau:

- Chon ving 6 mudn thay d6i huéng chix

- Nhip chon thue don 1énh Format -> Cells -> chon thé Alignment.

- Trong phan Orientation, nhip chudt vao mili tén mau d6, kéo quay trén dudng cung tron
dén do nghiéng phu hop. 0 trong 6 Degrees s¢ hién thi d6 nghiéng ctia vin ban.

- Nhén vao niit OK dé hoan thanh.

Orienkation Orientation Orientation Orienkation
. .. . ..
* & +* *
T T 5—‘/ T ' T .
B Teur — B * A - €L *
X x X {Elf?c . ® | .
b : . : - b F .
* . * . +* | *
. . + e
0 % |Degrees T ;| Degrees % | Degrees Enll & | Degrees

3.4 Thém dwdng vién cho 8, viing 6

Cach 1: Str dung nat Borders trén thanh cong cu

- Chon ving 6 mubn vé duong vién

- Trén thanh cong cu Formatting, nhap chudt vao tam giac nhod

_# Draw Borders...

lam xudt hién bang lua chon duong vién.
Cach 2: Str dung hdp thoai Format Cells

Céch nay dung dé tao duong vién 6
hay viing 6 theo yéu cau phirc tap hon. Ta
thuc hién nhu sau:

- Chon 6, viing 6 can ké duong vién

- Nhép chon thyc don 1énh Format
-> Cells -> chon thé Border

- Trong thé Border, nhip chon kiéu
dang duong vién & phan Line Style

Format Cells

EE3

Mumber Font Patterns Prokection

Alignment

Ctline

Presets Line

Skyle:

==

Inside

Eorder

Texk

Texk

(duong vién manh, dam, dudng vién dai,
dut quing...), chon mau duong vién &
phan Line Color.

- Trong phan Presets c6 3 kiéu tao

Color:

Autarnatic o
()

The selected barder stvle can be applied by clicking the presets, preview
diagram or the buttons abowve.

dudng vién
>

None: Khong tao duodng (
vién
> Outline: Ké nhanh dudng vién ngoai
> Inside: Ké nhanh dudng vién trong ving &
- Trong thé Border, Excel con cho phép ngudi dung tu v& duong vién bang cach nhén vao
mot trong 8 nut (ngang, doc, cheo) nam xung quanh mau 6. Pay ciing 13 cong cu dung dé xo6a bod
duong vién da co trudc.

Ok

J

Cancel ]
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1. Tao cong thirc co ban
1.1 Tao cong thirc s0 hoc co ban

- Cong thirc dugc tao ra dé tinh toan va tra lai gia tri cho 6 bang tinh. Phai nhap ki tu

BAI 4. CONG THUC VA HAM

CC__9

trude khi nhép ndi dung cong thire. Ki tu nay gitip Excel nhan biét va thuc hién cong thirc.
Vi du: Mudn tinh téng gia tri ¢6 trén 6 C5, C6 va két qua dit & trén 6 D6, ching ta nhap
cong thirc “=C5 + C6” vao 6 D6.

DB v A =CE4+CE —
A B ¢ [ D |
1 BANG THEO DOI TAI LIT Thanh cipg thie
5 Formula Bar
{1 TEN SACH TONG SO
5 11Cang nghé thﬁpg tin wa may tinh 75
B 2| S0 dung hé g’iéu hénh M= WWIndows 52 12?!
7 | 3|50 dung phan mém soan thao van ban Word 21
8 | 4[5 dung bang tinh dién t Excel 70
g £|Co ban vé mang may tinh va Internet £9

- Két qua tinh toan s€ hién thi tai 6, con nodi dung cong thirc (gém cakity=)co thé nhin théy
trén thanh cong thirc Formula Bar.
- Chung ta ¢6 thé chinh sira ndi dung cong thirc va cudi cling 1a nhan phim Enter dé cong
thirc duoc tinh toan lai va tra vé gia tri cho 0.
1.1.1 Phép toan trong cong thirc s6 hoc
Danh sach céc phép toan va cac ki tu khac dung trong cong thirc s6 hoc duoc liét ké trong

bang sau:
Ki tr Dién giai
+ (cOng) Phép cong
- (trir) Phép tru
* (sao0) Phép nhén
/ (gach chéo) Phép chia

Toan tur trong dau ngodc ludn dugc tinh toan trudc

() (c@p dau ngogc don)

A (dau mi)

Phép mii (VD: 2”3 tuong duong 2*2*2)

1.1.2 Phép so sanh trong cong thirc LOGIC
Cong thirc logic c6 két qua tra vé chi 1a TRUE (dung) hodc FALSE (sai). Danh sach cac phép
so sanh dung trong cong thuc logic dugc li¢t ké trong bang sau:

To4n tir Dién giai (Vi du)
= Bing (A1=B1)
> Lén hon (A1>B1)
< Nho hon (A1<B1)
>= Lén hon hodc bang (A1>=B1)
<= Nhé hon hoic bang (A1<=B1)
<> Khong bang (A1<>B1)
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1.1.3 Thir tu tinh toan
Khi tinh toan, Excel s€ uu ti€n cac phép toan logic trudc roi maéi dén phép toan sé hoc. Thu
tu thuc hién céc phép toan so hoc trong Excel c6 mirc uu tién nhu sau:

Thir tw Phép toan Chirc ning
1 - Pao dau
2 % LAy phan trim
3 A Phép lliy thura
4 *val Phép nhan va chia
5 +va - Phép cong va trir
6 & Phép ndi chudi, vi du =“Viet’&“Nam” s& cho
chudi ki tu VietNam
7 Cé&c phép toan so sanh

bé 1lam thay ddi trat ty tinh toan, chung ta chi dugc dung cap dau ngoac don dé nhom cac
biéu thirc vu tién tinh trudc.

VD: =10+5*2 két qua dugc 20.

=(10+5)*2 két qua dugc 30.

1.1.4 Cach nhap cong thirc vao 6

- Nhép dup chudt chon 6

- Trudce tién nhap ki tu “=" sau d6 nhap ndi dung cong thirc

- Nhén phim Enter dé két thuc va thyc hién tinh toan cong thic.

1.2 Nhén biét va sira 16i

- LOi #H

L3i xay ra khi chiéu rong cot khong du dé hién thi két qua tinh toan. Sira 16i bang cach ting
chiéu rong cot d6 hodc thu nho kich thude phong chir.

- L6i #VALUE!

Ldi xay ra do nguoi sir dung dit liéu hodc toan tir tham gia vao cong thirc khong dung yéu
ciu ciia cong thirc.

> Cong thirc toan hoc song lai tinh toan trén 6 chtra dir liéu kiéu vin ban. Stra 18i bang
cach nhép lai dia chi hodc dinh dang lai 6 chura dir licu.
> Cong thirc sir dung dit liéu 1a dia chi 6 chira cong thire khac. Sira 18i bang cach thay
d6i cong thirc.

- Ldi #DIV/0!

Li xay ra khi chia mot sé cho 0 hodc miu s6 cia phép tinh 1a mot 6 khong c6 dir lidu. Sira
16i bang cach nhap cong thirc khac.

- L6i #fNAME?

Ldi xay ra khi Excel khong xac dinh dugc cac ki tu trong cong thic. Vi du st dung mot tén
vung 6 chua dugc dinh nghia.

- Loi #N/A

Ldi xay ra do khong co dit liéu dé tinh toan

- Loi #NUM!

Lbi xay ra do sur dung dit liéu khong ding kiéu sb. Can dinh dang lai dir li¢u tham gia vao
cong thuec.

2. Dia chi tuyét dbi va dia chi twong ddi

2.1 Dia chi twong ddi va tuyét ddi

Céc 6 1a thanh phan co s ciia mot bang tinh Excel. O c6 thé chira cac két qua tinh toan theo
mot cong thirc ndo d6 véi sy tham gia cua nhiéu 6 khac, chang han chira téng sb cta cac 6 trong
cung cOt hay cung dong.
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Dia chi 6 duoc phép co mit trong cong thirc va ty dong diéu chinh theo thao tac sao chép
cong thirc nén chung ta ¢ khai ni¢m dia chi tham chiéu tuyét déi, dia chi tham chiéu twong déi, dia
chi tham chiéu hén hop.

- Dia chi tuyét ddi: Chi dén mot 6 hay céc 0 cu thé.

- bia chi tuong ddi: Chi d¢én mot 6 hay cac 6 trong sy so sanh v&i mot vi tri nao do.

- Pia chi tham chiéu hdn hop: C6 mot thanh phan 1a tuyét d6i, phan con lai 1a twong d6i.

2.2 Pia chi tham chiéu twong ddi

Dja chi tham chiéu twong ddi goi tét 1a dia chi twong ddi co trong cong thirc s& thay doi theo
vi tri 6 khi chung ta thuc hi¢én sao chép cong thirc tir mot 6 dén céc 6 khac.

Vi du: Chung ta nhap cong thirc trong 6 C1 1a =(A1+B1)/2

Khi sao chép cong thic nday dén 6 C2 thi né ty dong thay ddi dia chi dé trd thanh cong thirc
12 =(A2+B2)/2. Khi sao chép cong thirc nay dén 6 C3 thi né s& tw dong thay d6i dia chi dé tré thanh
cong thuc 1a =(A3+B3)/2

2.3 Pia chi tham chiéu tuyét doi

Dja chi tham chiéu tuyét d6i goi tat 13 dia chi tuyét di. Dau (d6 la) $ thém vao trude chit cai
chi ¢t hodc trude sb thir tu dong khi viét dia chi tuyét ddi trong cong thirc. Lic nay, dia chi 6 ghi
trong cong thirc s& cd dinh khong thay ddi theo thao tac sao chép cong thirc tir giita cac 0.

Néu c6 cong thirc F2=$C$4+$D$4/5 thi khi sao chép sang 6 F3 n6 van la =$C$4+$D$4/5,
khi sao chép sang bat ky 6 nao cong thirc van 1a =$C$4+$D$4/5.

3. Thao tac véi ham

3.1 Gi6i thiéu vé ham

- Ham c6 thé tham gia nhu mot phép toan trong cong thirc. Ham s& tra vé mot gia tri (kiéu
s, kiéu ngay thang, kiéu xau ki ty...) hay mot théng bao 13i.

- Dang thttc chung cua ham nhu sau:

<Tén ham> (Poi s6 1, Pdi s6 2,..., Pdi s6 n)

- Danh sach dbi s6: Phan 16n cac ham trong Excel déu c6 mot hodc nhiéu ddi sb. Péi sb co
thé 1a mot gia tri kiéu s6, mot xau ki tu, dia chi 6 hay vung 6, tén vung, cong thirc, hay nhiing ham
khac.

Vi _du: Hinh dud¢i minh hoa mot cong thiic c6 sir dung ham. O D9 chira gia trj trung binh
cong cua cac sb tir 6 C5 dén C9. Ham EVERAGE ¢ tinh gi trj trung binh céc 6 trong danh sach
doi so.

AVERAGE e E= =AVERAGE{C§:C‘9} |
! A, E i ]
2 Function Arguments g
=2 AVERSGE
= Mumberl | CS:Ca = {7S;52;21;70; 59}
a
rMurnber= S| =
b=
5 = 55,4
= F.eturns the average {arithmetic mean) of its arguments, which can be numbers or names,
arraws, or references that contain numbers.
=]
=] Mumiberl: numberl ;numberz; ... are 1 ko 30 numeric argurments For which wou veank
10 the average.
11
1= Formula result = =554
1= Help on khis Function [ [=1%4 ] [ Cancel ]
> Inserk | Formak Tools Daka wirnd o
* Cac budc dé nhap mot ham: Sl F | = -
. 3 A < 5 3 s rA A Bows = = =
Khi con tro nhip van ban dang & tai vi tri can nhap P = =
ham thi nhan chudt vio menu Insert -> chon fx Function. peorkaheet -
S : f Bl chare... TAT L]
Swmbol. ..
A . - A A age Break
Hop thoai Insert Function xuat hién e :
» Trong hop Or select a category: chon All dé s N =
i=l} <oramsnt Tal = Talkrard
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Insert Function

hién thi tat ca cic ham Search for a function:
> Tr.ong .muc Select a functlon . Tl?aieGa brief description of what you want to do and then [g—o]
¢ . click Go
lga chon ham can thyc hi€n & | or select 5 category: |an v
khung bén dll'é'l_ Select a Function:
> Nhin OK dé két thac. correL ~

_5H W

Neéu biét chinh xac tén ham va cach e

A r A 4 J4 A ~ (94 COUMTIF b
dién cac tham s0 chung ta c6 thé gd truc tiep | gunrevamervalueziy
trén thanh Céng thﬁ‘c Counts the number of cells that contain numbers and numbers within the lisk
n . A . z of arguments.
- Thong thuong Excel ngam dinh dau
phay “;” dé ngén cach céc doi so trong ham. Help on this function [ ok ][ canca |

- Tiéu chudn nhdn hai gia tri :
0 - xép hang gidm dan (s6 I6n nhat xép thir nhat).
1 - xép hang ting dan (s6 nhé nhdt xép thir nhat).
3.2 Cac ham thudong dung
& Ham ROUND: Lam tron mot s6 dén mot s6
thap phan nhat dinh

Dang thitc: ROUND(DGi s6 1;Dbi s6 2) e =
boi sér 1 1a s6 mudn 1am tron; Pbi s6 2 1a sb =
thﬁp phén muon lam tron. Or select a category: |Most Recently Used v
Vi dy: =ROUND(9,98;1) — Két qua 1a 10 Select a function:
& Ham MAX, MIN: Cho gia trj cao nhat va || |5 mmm—
thap nhat trong danh sach doi so. o o o
Dang thtrc: MAX(D6i so 1;D6i s6 2;...;D0i so CONT
n) SIN v
Dang thirc: MIN(DOi s6 1;D6i 86 2;...;D6i sd n) || porumbertmumberz-)
Vi du: =MIN(G4:G10) — Cho gié tri thap nhat
trong danh sach ddi so. TR
& Ham AVERAGE: Tinh trung binh cong cac | o cencel

gié tri ctia danh sach déi sé.

Dang thitc: = AVERAGE(Ddi s6 1;Dbi s6 2;...;Ddi s6 n)

D6i s6 ¢o thé 1a gia tri s6, dia chi 6, ving 6...

Vi du: =AVERAGE(A1;B5:B10) — Tinh trung binh cong cic 6 trong pham vi tir B5 dén B10
vab Al

& Ham COUNT: Bém nhiing 6 chira dir liéu sd trong ving.

Dang thtrc: = COUNT(®Ai s6 1;Dbi s6 2;...;Dbi s6 n)

Vi dy: =COUNT(H4:H20) — Dém nhiing 6 chira dit liéu s6, cac 6 kiéu khac khong duoc

dém.

& Ham COUNTA: Bém nhiing 6 chira dit lidu trong ving.

Dang thirc: = COUNTA(DSi s6 1;D6i s6 2;...;Ddi s6 n)

Vi du: =COUNTA(H4:H20) — Dém nhiing 6 chira dit lidu cing kiéu tir 6 H4 dén H20

& Ham SUM: Tinh tong cac gia tri cia danh sach dbi s6.

Dang thtrc: SUM(BDGi s6 1;Dbi s6 2;...;Pdi s6 n).

Ddi 6 ¢o thé 1a gia tri s6, dia chi 0, vung 0...

Vi du: =SUM(G4:G10) — Tinh tong s trong pham vi tir G4 dén G10.

& Ham IF: Néu biéu thtc diéu kién ding thi ham nhan gi4 tri khi dung, néu khong s& nhan
gia tri khi sai.

Dang thuec: =IF(Biéu thire diéu kién; gia tri néu dang;gia tri néu sai)

Biéu thuc diéu kién 12 biéu thirc logic bat ki, nhan gia tri dng hoic sai.
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& Ham SUMIF: Tinh tong theo diéu kién don gian

Dang thirc: =SUMIF(ving uéc luong;diéu kién;ving tinh toan)

- Vung uéc lugng: La mdt vung 6

- PBiéu kién: C6 thé 1a hang sb, dia chi cia mot 6, hay dang thirc “>1500000”

- Vung tinh toan: Cac 6 that su can tinh toan. Néu bd qua tham sé nay thi ving wdc luong

duoc iy lam vung tinh toan.

& Ham COUNTIF: Dém theo diéu kién don gian.

Dang thirc: =COUNTIF(ving uéc luong;diéu kién)

Diéu kién: C6 thé 1a hang sd, toa d ciia mot 6, hay dang thirc “>1500000”

& Ham VLOOKUP:

Dang thtrc cua ham:

=VLOOKUP(Gia trj tim kiém;ving bang dbi chiéu;cot tra két qua;sip xép ving ddi chiéu)

Bai tap: i
1. M6 bang tinh mdéi va nhap dir liéu vao Sheetl bao gom cac muc nhu hinh.

BYERAGE » X o & =wLOOKUPDS 50513 5E515;2:0)
A B | ¢ ] D | E | F | 6 | H

3
4 |STT Ho va tén Nim sinh| Clievu |[Hé so lu'cmg| Phu cap chike w_l”
5 1|Lé& Blinh Thao 1950[Gidm dic 4|:VLOOKUP(DE;$D$13:$E$1B;2;Dj
] 2|Bui Trung Thanh 1963 |Pha Gigm dic 42
7 3|Mguyén Manh Tudn 1972[Phd phing 35
8 4|MNguyén Phong Hai 1973 Trrng phing 38
9 5|B&ng Wan Hodng 1960[Phd Gigm déc 34
10 B|L& Thi Thu 1981 [Mhén vign 234
11 7 |Pham Trong Thsfmg 1934 |Mhan vién 21
12
13 Clhakc vu Phu cap
14 Giam dic 200.000
15 Fhd Giam ddc 160.000
16 Tr&rng phong 120.000
17 Fhd phang 100.000
13 Mhan vign 1]

2. Bang d0i chiéu dugc nhap trén cung trang bang tinh Turong ving 6 D13:E18 gom cot chirc

vu va phu cap.

3. Thyc hién dién phu cdp vao bang luong chinh mét cach ty dong tai 6 F6 theo cong thirc

=VLOOKUP(D5;$D$13:$E$18;2;0).

Giai thich cong thtc VLOOKUP(D5;$D$13:$E$18;2;0) nhu sau:

- Viing gi trj tim kiém 1a gia tri tai 6 D5

- Ving bang dbi chiéu 1a $D$13:$ES$18, vai dia chi tuyét di.

- Cot tra lai két qua la cot thir 2 trong bang ddi chiéu — cot phu cép.

- Cudi cing s6 0 cho biét khong can sip xép cot dau tién trong bang dbi chiéu theo trat tw gia

tri tang dan.

4. Cuoi cung la sao chép cong thirc tai 6 F5 dén céc 6 dudi.
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BAI 5. BIEU PO, PO THI
Tu dong ve biéu dd 1a mot chire nang dugc ua thich nhét cia bang tinh Excel. Cac biéu
d6, do thi 1 nhitng hinh anh minh hoa rit tryc quan, diy tinh thuyét phuc. Nguoi xem rit ra ngay
duoc nhirng két luan can thiét tir cac biéu do, dd thi ma khong can giai thich. Ngoai ra chung ta dé
dang tao ra nhiéu kiéu biéu d6, dd thi khac nhau dya vao nhitng s6 liéu trén bang tinh hi¢n hanh.
Excel con cho phép thay di cach trinh bay, diéu chinh dudng truc, duong biéu dién, thém ghi chu...
1. Tao céc kiéu biéu dd, do thi khac nhau
Boi den ving dit liéu can ldp biéu do

Cach 1: Nhay vao biéu twong Chart Wizard trén thanh cong cu.
Céch 2: Nhap chuét vao menu Insert -> Chart -> xuat hién hop thoai Chart Wizard.

Chart Wizard - S5tep 1 of 4 - Chart Type E ﬁl
Standard Twpes | Custorn Types

Chart bype: Chart sub-type:

£ I Im
EBar
Q Pi=
Area
A Bt it

iy Radar
@l Surface
& Bubble ~

Clustered Column. Compares values across|
categories.

I Press and Hold to Yiews Sample ]

Coeee ) [ oo ]

Chon kiéu biéu do (VD: Biéu d6 hinh cét ditng) -> Next chuyén sang budc tiép theo -> Next
chuyén sang budc tiep.

Chart Wizard - Step 3 of 4 - Chart Options

Tikles Axes Gridlines Legend [Crakta Labels Drata Table
Zhart Litle:
THU LS, LILFOTG THLRC THU rAUA LUFORIG THLC
Zakegory () axis: 120
100
Yalue (v axis: @ =0 ]
> = = Kha 1
S35 LLOmNG 2 eo — = Kh 3
-8 a0 O Khe
20 —
o
i 1 =T} =Tl]
[ Zancel ] [ = Back “ Mexk = ] [ Einish ]

- G tiéu dé cho biéu do vio dong Chart title.
- GO tiéu dé truc Y vao trong 6 Value (Y) axls.

- Nhén nit Next dé chuyén sang budc chon noi dat biéu do, do thi, chon Sheet2 trong 6 As
object In.

- Nhan nit Finish dé két thiic.

2. Sira d6i biéu @6, do thi
2.1 Thém tiéu dé, chii thich ¥ nghia cdc truc dé thi
& Thém tiéu dé

- thfp phai chuét vao vung tréng trong dé thi lam xudt hién hop lénh, chon lénh Chart
Option.
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El ¢ [ o [ E | F_ | & [ H
4
=]
G THU MUA LWOMNG THLFC
7
E 150 =
190 % 100 f]“ Format Plot Area...
11 ':- ¥ Zhart Tvpe...
iz «E:: 30 - m—ﬂ Source Data...
13 ] -
14 n] : ; | Chart Options. ..
15 i | i N ] Locatian. ..
15 F-0r Wiewa,
17
158 Chart window
4 4 » w Sheetl & Shesetz2 % Sheetd o Sheet Clear

- Trong hdp thoai Chart Option, chon thé Titles sau dé déanh tiéu dé mdi hodc chinh sira lai
tiéu de.

- Nhén OK dé két thiic.

_es Chi thich y nghia cdc truc do thi

- th'p phai chugt vao vung tréng trong do thi lam xudt hién hép lénh, chon lénh Chart
Option.

- Trong hép thoai Chart Option, chon thé Legend sau dé tich vao 6 Show Legend (hién thi
cha thich).

- Trong muc Placement, ching ta lya chon ché d¢ hién thi chii thich (trén, duoi, trai, phdi...)

- Nhan OK dé két thiic. —

& Xba bé tiéu dé, chii thich Chart Options 21X

B th:p Chu‘ét Ch_Ol’l tlél/f ae hay ch thich. Titles | Axes | Gridines | Legend | Datalabels | Data Table

- Nhan !Jhim Delete dé xoa ‘bo’. .

2.2 Hién thi dir liéu kem do thi ) Bl o e ke';s THU MUA LUOING THYC

Trong nhiing truong hgp nguoi duing muon ' @
dir liéu co s6 phai di kem cung v6i bidu do thi thuc g "
hién thao tac sau: ) ) 2w BKio2
- Nhap phdi chugt vio ving trong 8 o e

trong do thi lam xudt hién hop lénh, chon lénh T
Chart Option. P I A

- Trong hdp thoai Chart Option, chon thé et
Data Table sau d6 danh dau chon vio 6 Show
data table. o

- Nhan OK @¢ ket thuc.

BAI 6. HOAN THIEN TRANG BANG TiNH VA IN AN
1. Thay déi I€ caa trang in )
- Bé thay d6i 1€ cua trang in ta nhap chudt vao File -> Page Setup...-> Chon thé Margin.
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Page Setup @EJ

Page Header fFooker Sheest

2.5 = 1,3 =

LefE: Right:

1,9 s 1,9 =
Botktom: Eooker:
2,5 = 1,3 =
Center on page
[1 Horizontally [ werkically
[ (=] ] [ Cancel ]

Trong thé Margin co6 cac hop thoai sau:

+ Top/Bottom/Left/Right: Dé thiét 1ap khoang cach 1& trén/dudi/trai/phai cua trang in.
Thong thuong, don vi do 1a Inches. Co thé nhép gia tri tryc tiép vao 0 hodc str dung miii tén Ién
xuéng dé tang giam khoang cach.

+ Header: Thiét 1ap khoang cach danh cho ving dau trang.

+ Footer: Thiét 1ap khoang cach danh cho viing chan trang.

+ Center on page: Can chinh dir liéu vao giita theo hai chiéu.

> Horizontally: Chiéu ngang trang in.
> Veritically: Chiéu doc trang in.

C6 thé nhan vao nat Print Preview dé xem cac thiét dat trén duoc ap dung vao tai liéu nhu
thé nao. Nhin vao nit Print néu mudn in ngay, nhin vao nat Options néu mudn thay ddi thong sb
clia may in.

2. Thay ddi trang in

- Nhip chudt vao File -> Page Setup...-> Chon th¢ Page. Thiét dét cac thong so sau:

- Muc Orientation: Cho phép thay d6i hudng trang in
> Portrait: In theo chiéu doc cua trang gidy.
> Landcape: In theo chiéu ngang cua trang gidy.

- Muc Scaling: Cho phép thay d6i ty 18, kich thuéc ndi dung trang in.
> Adjust to: C6 thé phong to hodc thu nho ndi dung theo ti 1¢ phan tram so véi kich

thudce chuan 100% ban dau.

- Muc Paper size: Cho phép chon khé giéy (A3, A4, Letter,...)

- Nhan OK dé két thic.

3. Panh s trang in: File -> Page Setup...-> Chon thé Page
3. Chinh sira dé in vira trong s6 trang dinh truéc

- Néu mudn thu nho ndi dung dé in trong mét trang ta thuc hién nhu sau:

+Vao menu File -> Page Setup...-> Chon the Page.

+ Trong hop chon Fit to, g6 s6 1 va x6a bo gia tri trong 6 bén phai. Khi do, tat ca dir lidu

trong mot bang tinh, du nhiéu hay it, déu dugc sip xép dé chi in ra mot trang gidy.
Scaling

O adjust ko (1000 3 [% normal size

(%) Fitto: |1 % | pagefs) wide by 2 al

- Tuong ty nhu vAy ta ¢ thé cin chinh dé cho in vira s6 trang nhu mong muén (VD: Mubn
in tong s0 1a 5 trang, ta cling chi viéc go s6 5 vao hdp chon Fit to).
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4.1In 4n
Nhip chon thyc don 1énh File -> Print hodc bam t6 hop phim Ctrl + P 1am xuét hién hop

Print EI El

Prinkter

thoai.

Mame: £5E HP LaserJet 2300 Series PCL & »
Skatus: Idle m——

Tvpe: HP Laserlet 2300 Series PCL & el bt
Wwhere: DoOT4_001

Cormenk:

[] Prink ko File

Prinkt range Zopies

& Al Mumber of copies: |1 -
() Pagefs)  From: = | To: =

Print whak ﬂ;' Ijil Caollate

() Selection () Entire workbook.

[ o] 4 ] [ Cancel ]

& Chon may in: Trong myc Printer, nhan vao 6 Name dé chon mdy in.
25 In toan bg bang tinh:
Mot bang tinh gdm nhiéu trang bang tinh, mdi trang bang tinh lai chta dir lidu doc lap véi
nhau, vi vdy can than trong khi thyc hién thao tac nay, tranh lang phi gidy.
- Trong phan Print What, nhan chon Entire workbook.
- Nhén nut Preview dé xem lai cac trang sap in.
£ In toan bg trang bang tinh hién hanh
- Trong phan Print What, nhan chon Active sheet(s).
- Trong phan Print Range, nhan chon vao All.
- Nhan vao niit Preview dé xem lai cac trang sip in.
25 In mot vung 6 dinh truéc
DPé in mot ph'?ln trang bang tinh hién hanh (VD: Mot day cot, vung 6...), chon vung 6 dinh in
(str dung phim Shift va Ctrl ho tro thao tac chon) trude khi mé hop thoai Print.
- Trong phan Print What, nhan chon Selection.
- Nhan vao niit Preview dé xem lai cac trang sip in.
& In mdt phin trang bang tinh
Trong mot trang bang tinh ma ta ¢6 10 trang nhung ta chi mudn in tir trang 2 dén trang 5 thi ta
lam nhu sau:
- Trong phan Print Range, nhan chon vao Page(s).
> Go s tht ty trang mubn in dau vao 6 From, s6 thir tu trang in cudi vao 6 To
> Trong truong hop chi mudn in ra mot trang thi gd s6 thir tu to d6 vao ca hai 6 From
va To.
£ In bang tinh ra nhiéu ban
- Chung ta c6 thé dat s6 ban in s& in ra gidy trong phan Copies chon 6 Number of copies.
- Thuong 1a méy méc dinh la in hét ban in nay dén ban in khac (nhan chon Collate)
- Néu mudn in song song cac trang gidng nhau thi bé chon trong 6 Collate.
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BAI TAP ON TAP MICROSOFT EXCEL

Cau 1: Trong Excel, khi nhap dir liéu vao:

a. Dt liéu s& méc nhién s& canh trai trong 0

b. Dit liéu chudi s& mic nhién canh phai trong 6

c. Dit liéu s6 mic nhién s& canh phai trong 6

d. Cd avab cung dung

Céu 2: Pia chi ciia mdt khdi dix liéu hinh chir nhét trong Excel dwoc xac dinh béi dia chi nhw
Sau:

a. <6 dau tién goc trén phai> : <6 cu01 cung goc dudi trai>

b. <6 déu tién goc trén trai> : <o cu01 cung goc dudi phai>

c. <6 dau tién goc trén trai> : <6 cudi cung goc duoi trai>

d. Ca ba cau déu sai

Cau 3: Néu g6 vao 6 A2 cong thirc = ABS(-9)= SQRT(-81) thi két qua tra vé:

a. True b. Sai (False) c. #NUM! d. Khong c6 cau ding
Cau 4: Két qua cuia biéu thirce AVERAGE (5;6) + ABS (3) + SQRT (9) -INT(81,13) la:
a.-70 b. 70 c.-69,5 d. Mot ket qua khac

Cau 5: Tai mot dia chi 6, ta thuc hién m¢t ham tinh toan nhwng bi sai tén ham thi thong bao
16i 1a:

a. FALSE b. #fNAME c. #VALUE d. #N/A

Céu 6: Tai 6 A5 nhap chudi "TINHOC?”, cho biét két qua khi thue hién 1énh =LEFT(A5)

a. “TINHOC” b. FALSE c. #VALUE d. “1”

Céu 7: Pé chén thém mdt hang vao bang tinh thi di chuyén con tré 6 dén vi tri cin chén va:
a. Chon Format\Cells b. Chon Insert\Row

¢. Chon Format\Column d. Chon Insert\Column

Cau 8: Pé loc dir liéu twddng ta chon khéi dir liéu can loc, sau dé:

a. Chon Format\ Filter b. Chon View\AutoFilter

c. Chon Data\Filter\AutoFilter d. Chon View\Filter\AutoFilter
Céu 9: Khi nhép dir liéu trong 8, dé ngat xuong dong trong 6 do thi:
a. An to hop phim Ctrl+Shift b. An to hop phim Alt+Shift
c. An to hop phim Ctrl+Enter d. An t6 hop phim Alt+Enter
Céau 10: Tai dia chi A1 chira gia trj ngay thang nam sinh cia hoc sinh Nguyén Vin A 1a
12/10/1978, cong thirc niao sau diy cho két qua 12 s6 tudi ciia hoc sinh A:
a. =2011-year(Al) b. =Now c. =Today d. Year(Today)
Céu 11: Trong bang diém hoc sinh ciia toan Truwong Pong A, néu ta mudn in ra danh sach hoc
sinh bi diém mén Chinh tri dwéi 5 dé cho thi lai thi ta c6 thé dung I1énh gi sau day:
a. Data — SubTotal b. Data — Consolidate  c. Data — Sort d. Data - Filter — AutoFilter
Cau 12: Két qua ciia cong thire =INT(1357.879) la:
a. 1357.0 b. 1357 c. 1358 d. Khong c6 dap an dung
Céau 13: Kich thuéc ciia mt bang tinh trong Excel la:
a. 65536 dong x 255 cot b. 256 dong x 65536 cot
c. Khong han ché d. 65536 dong x 256 cot
Céu 14: Chon két quading nhat: RIGHT(“Thanh phé Lao Cai”, 7) sé tra vé:
a. “Thanh ph6” b. “Thanh p”  c¢. “Lao Cai” d. Khong c6 cau nao ding
Cau 15: Céc phép so sanh hay cac phép toan Logic trong Excel bao gio ciing cho ra két qua la:
a. True hoac False b. True c. Ca True va False  d. False
Céu 16: Dé nhém dir liéu theo mdt truwong nao dé trén mot CSDL va théng ké s6 liéu cubi mdi
nhom ta dung lénh:
a. Data — SubTotal b. Data — Consolidate ~ c¢. Data— Sort d. Ca a va ¢ déu ding
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Cau 17: Néu thi sinh dat tir 5 diém tré 1én, thi sinh d6 dwoc xép loai Pat, ngwoc lai néu dwéi 5,
thi xép loai Khong dat. Theo ban, cng thirc nao duéi day thé hién ding diéu nay (Gia sir 6 K8
dang chira diém thi)

a. =IF(K8>=5,“Pat”) Else (“Khong dat”)

b. =IF(K8<5,“Khong dat”,"Pat”)

c. =IF(K8<=5,“Pat”,“Khong dat”)

d. =IF(K8>=5,"“Pat”,“Khong dat”)

Cau 18: Véi cong thirc =RIGHT(“OFFICE2003”,4) thi két qua tra vé sé la:

a. Mot kiéu dir liéu dang $6

b. Mot kiéu dir liéu dang chudi

c. Ca cau a va b déu dung

d. Cacau a va b déu sai

Céu 19: Chon két qua ding nhat: IF(18<19,“SAI”,“DUNG”) tra vé:

a. “DUNG”

b. Sai

c. “SAI”

d. Khong c6 cau ding

Cau 20: Muén tinh trung binh ciia hang hay cét, ban sir dung ham nao trong s6 cic ham dudi

day?

a. Ham SUM(TOTAL)/TOTALY() c. Ham Medium
b. Ham TOTAL(SUM)/SUM() d. Ham Average
Cau 21: Két qua tra vé ciia cong thirc: =OR(2>3,4<1) sé la:
a. True b. False

c. bung d. Sai

Céu 22: Dé tong hop sb liéu tir nhiéu bang tinh khac nhau, ta sir dung cong cu:
a. CONSOLIDATE

b. SORT

c. FILTER

d. SUBTOTAL

Cau 23: Két qua ciia cong thirc =ROUND(1257.879,1) la:

a. 1257.80 b. 1257.8 c. 1257.9 d. 1257.1

Cau 24: P&doi tén cho mdt Sheet ta thue hién nhw sau:

a. Right click vao tén Sheet can doi tén, chon Rename, go tén mai va Enter

b. Tai Sheet can d6i tén chon 1énh Format - Sheet - Rename, g0 tén maoi va Enter
c. Double click vao tén Sheet can ddi tén, gd tén méi va Enter

d. Tat ca cac cach trén déu dung

Cau 25: Trong cac ky hiéu sau, ky hiéu nao khong phai la dia chi 6:

a. $Z1 b. AA$12 c. $153K d. Ca ba déu la dia chi 6
Cau 26: Dé sap xep co s¢ dir licu dang chon thi sir dung 1énh nao sau day:
a. Data — Sort b. Tools — Sort c. Table — Sort d. Format — Sort

Céau 27: Trong bang tinh Excel, gia sir tai 6 F12 ta c6 cong thirc =”Lao Cai,” &Average(5,5) thi
sé cho ra ké qua la:

a. Lao Cai,

b. Lao Cai,5

c. FALSE

d. Lao Cai,2

Cau 28: Dia B$5 la dia chi

a. Tuwongdbi b. Tuyét dbi c. Hon hop d. Biéu dién sai

Cau 29: Cho biét két qua ciia cong thirc =SQRT(100)
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a. 100 b.0.1 c. 1000 d. 10

Cau 30: Dé tinh tdng cac s6 ghi trén cing mdt dong khong lién tuc gom 6 A3, C3 va khdi
E3:G3 thi sir dung cong thirc nao sau day:

a. =SUM(A3,C3,E3:G3) b. =A3+C3+E3..G3 c. =SUM(E3..G3)

Céu 31: Vi PTB cudi nim 12 6.5, L& Hoang Yén sé dat xép loai gi khi biét cong thire xép loai
hoc tap IF(PTB<5, “Yéu”, IF(DTB<6.5, “TB”, IF(PTB<8, “Kh4”, “Gi6i”)))?

a. Gioi b. Yéu c. TB d. Kha

Cau 32: Tai 6 Al chira gia tri 1a 12, B2 chira gia tri 28. Tai 6 C2 c6 cong thirc
AVERAGE(A1:B2) thi két qua tai 6 C2 la:

a. 30 b. 20 c. 40 d. 50

Cau 33: Gia sir tai 6 D2 ¢6 cong thirc = B2*C2/100. Néu sao chép cong thirc nay dén 6 G6 sé cé
cong thurc la:

a. =E2*C2/100 b. =E6*F6/100 c.=B2*C2/100 d.=B6*C6/100

Céu 34: Ky tw phan cach giira cac d6i so6 ciia ham (List Seperator) la:

a. Dau phay (,)

b. Dau cham (.)

c. Dau cham phay (;)

d. Tuy thudc vao cach thiét 1ap ciu hinh trong Control Panel

Cau 35: Tai 6 B3 c6 cong thirc =D2+SUMIF($C$2:3C$6, A5, SE$2:3E$6)-C$3 khi sao chép
cong thirc nay dén 6 D5 thi c6 cong thirc nhw thé nao?

a. =F4+SUMIF($C$2:$C$6, E7, SE$2:$ES$6)-ES$3

b. =F5+SUMIF($C$2:$C$6, C7, $E$2:SE$6)-E$3

. =F4+SUMIF($C$2:$C$6, C7, $E$2:$E$6)-E$3

d. =F4+SUMIF($C$2:$C$6, C7, $E$2:$E$6)-D$5

Cau 36: Két qua ciia biéu thirc =ROUND(1200200,-3) sé 1a

a. False b.1201000 c. #VALUE d. 1200000

Cau 37: Cong thirc nao duoi day la ding

a. =SUM(A1),SUM(A7)

b. =SUM(A1):SUM(A7)

c. =SUM(A1-A7)

d. =SUM(A1:A7)

CAu 38: Biéu thirc =IF(2>3,”Sai”) cho két qua la:

a. False b. “Dung” c. True d. “Sai”

Cau 39: Cho trude cot “Piém trung binh” c6 dia chi E1:E10. Pé dém s6 hoc sinh c6 diém
trung binh tir 7 tré 1€n thi sir dung cong thirc nao sau day:

a. =COUNT(E1:E10) b. =COUNTIF(E1:E10,>=7)

c. =COUNTA(E1:E10,9) d. =COUNTIF(E1:E10,”>=7")

CAu 40: Chon phat biéu ding:

a. Trong Excel, cac cdt dugc danh s6 thir tu tir 1 dén 65536.

b. Mét tap tin Excel con dugc goi 1a mot Worksheet.

c. Trong Excel, ¢6 thé chon (quét khéi) cac ving khong lién tuc.

d. Khong c6 dap an nao dung.
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PHAN 1V. CONG CU TRINH CHIEU
MICROSOFT POWERPOINT

BAI 1. LAM QUEN VOI GIAO DIEN POWERPOINT

I. LAM VIEC VOI CAC TAP TIN
1.1. Tao méi mot tap tin:

- Chon File / New (Ctrl+N) hodc clik vao biéu twong . trén thanh cong cu
- Chon mau trinh bay trong ctra s6 Slide Layout, 16p Text Layouts

i Slide Layout

-
® | @ | &
Apply slide layout:
Texkt Layouts 2
I
Conkent Layouks
EHE S
11
EH & H&|EBES
bl % 2 0s|| b= s
L

Show when inserting new slides
e Modi mot trang trong Powerpoint durge goi 1a mot Slide.
1. 2. Mé mot tap tin da cé san:
- Chon File / Open (Ctrl+O) hogc clik vao biéu tuong = trén thanh cong cu

- Trong ctra s6 Open, chon tén 6 dia va thu myc chtra tap tin can mo trong khung Lookin, sau
d6 chon tap tin can mo va click nat Open (hodc double click tap tin cin mad)
Chuy: Tap tin Powerpoint c6 dang .ppt hoac pps ...
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Look, jn: |5y bai giang dien tu | @ | Q > [ [ ~ Tools ~
3 MName
‘—3' ] Bail 3 1,
My Recent B gai1 4 Y e 2 .
Documents ﬁ]Ba“a Chi dinh 6 dia va thu
= ’ A H ey
(f @lchuongsd | muc chira tap tin Chueng '
B Tin hoc & Bl
Deskiop SOANTHAD WvAN BANH
.—j AL : Toin Hh Thu
My Documents C‘h(.)n tap tin .
can mo
My Computer
= £ | >
. File name: - Cpen =)
My Mebwark } | | =
Places Files af bype: |F'.II PowerPoint Presentations b |
1.2. Lwu mot tap tin:

- Chon File / Save (Ctrl+S) hoic click vao biéu tuong il trén thanh cong cu

- Trong ctra s6 Save as, chon 6 dia va thu muc muén luu tap tin trong khung Save in, nhép tén
tap tin trong File name. Click ndt Save dé bat dau luu.

w ||| )

L!]|'Q x uﬂ*TDDI_ST

Chon 0 dia va thu
My Recent muc can luu tap tin
Documents
®;
Desktop

My Docurnents

My Compuker

bat tén cho
tap tin

-

File name: Bail'?JD

= 4 | ': Save j
My Mebwork
Places Save as bype: |Presentatiu:un

w | | Cancel

II. QUAN LY CAC SLIDE:
2.1. Tao thém Slide:

- Chon Insert / New Slide, Hodc nhan td hop phim Ctrl + M.

69



- Vi tri slide vira tao dugc s€ dung sau Slide hién hanh, do d6 dé chén thém mot Slide mai gitra
cac Slide da co, nén click chon Slide ding trudc vi tri mudn chén thi Slide méi s& ¢6 vi tri ngay sau
do.

2.2. Thay déi vi tri ciia cac Slide:

Trong man hinh Slide show, chon slide muén thay ddi vi tri click giit nguyén va kéo dén vi
tri moi, khi d6 cac slide khac sé& tu dong thay doi lai sb thir tur.
2.3. Thay doi vi tri ciia cac Slide:

Click chon slide mudn x6a va g phim Delete (hoic right click tai slide muén xo4 chon Cut
hoac Edit/Cut)
2.4. Sao chép cac Slide:

- Click chudt phai tai Slide mudn sao chép va chon Copy hodc tr menu Edit / Copy (Ctrl+C)

- Click chon slide dimg trude vi tri mudn sao chép dén (co thé dén mét tap tin Powerpoint khac
cling dugc), click chudt phai va chon Paste hoac tir menu Edit / Paste (Ctrl+V)

BAI 2. THIET KE, TRINH BAY NQI DUNG VOI POWERPOINT

I. CHON MAU NEN:

1.1. Chon miu Template (MAu mau nén): Format | Tools  Slide Show  Win
- Chon Format / Slide Design A Fort..,

= Bullets and Mumbering. ..

- —

- Cira s6 Slide Design hién thi, chon muc Design & Slide Design...
Templates —

Slide Lavaut...
‘%— Flaceholder. ..

bt
| %

1. 2. Chon mau cho Template:
- Trong cura s6 Slide Design chon muc Color Shemes

slide Design v slide Design -4

2l] Design Templates | Design Templates
Gat Color Schemes L==t Color Schemes
% Animation Schermes g% anmimation Schemes
Apply a color scheme: Apply a design template:
Title Title 2 Used in This Presentation S
= Bullet = Bullet

CEdit Color Schemes. . E5l Browse...

Ngoai ra ban cé thé click chon Edit Color Schemes hop thoai
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Edit Color Scheme

Standard | Custom |

Scheme colors
Background

H Text and lines

W shadows

|| Title bext
W Fils
|§| Accent

|:| Accent and hyperlink, I

Change Colmss

Add As Standard S

Lva chon muc
muon doi mau

Click m¢ bang
mau tu chon

Nh;‘in Apply dé
chap nhan su
thay doi

1. 3. Chon mau nén cho Template:
- Vao Format \ Background

Format | Tools  Slide Show

A

Font...

Bullets and Mumbering. ..

Slide Design. ..

I|I| IR'\

Slide Lawout, ..

Background. ..

%5

Ohjeck. ..

£L

Hop Background hién thi

Background _ |

Backaround Fill

apply to all

%)

% Title of Slide
+ Bullet text

— il

Apply

Cancel

Jid

AJ/P—@“E"‘// Click chon m¢é

|

Aukomatic

=

Maore Colors, .,

Fill Effects. ..

Trong khung nay c6 hai muyc chon la:
- More Colors... Mo bang mau chuan va chon mau tuy y
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- Fill Effects... Cac dang mau hiéu tmg gdm cac 16p:
+ Gradient : Cac dang pha mau
+ Texture : Miu mau nén Texture
+ Pattern : Dang mau Pattern
+ Picture : L4y anh c6 sin 1am mau nén
1.4. Hi¢u ung cho Schemes:
- Trong cira s6 Slide Design chon myc Animation Schemes

Slide Design v

&) Design Templates
[aak Calor Schemes

& Animation Schemes

Apply to selected slides:

Credits A Chon kiéu hiéu ting
Ellipse mation cho Schemes

Floak /\
Meutron E/

Title arc

Boomerang and exit
Grow and exit
Thread and exit

W
e Click Chon hi¢u img ban mudn thay doi
|
e Click Play dé xem lap lai hiéu (rng ban chon
Flay | |3 Slide Shaw
e Click Slide Show dé xem trudc, néu vira ¥ nhan
AutoPreview Apply to All Slides dé chon tét ca cac Slide.

II. NHAP VAN BAN:

- bé nhdp van ban vao PowerPoint 2003, Ban Click vao biéu tugng Text Box = hay chon
Insert / Text Box sau d6 ban Click va kéo chu6t tao thanh mot khung

bé nhap van ban vao khung, ban Click chudt phai vao khung va chon Edit Text
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Cuk

Copy

Paste

Save as Picture., ..

Edit Text

Fonk...

Bullets and Mumbering. ..

Ban c6 thé nhap dong vin ban vao trong hop Text Box binh thuong nhu & Word. Ban c6 thé
tao ra nhiéu Text Box nhu vdy cho nhi¢u doan dong van ban.

II1. HIEU CHINH VAN BAN: Format | Tooks  Slide Show  Win

- ” . . |A Eont. ..
3.1. Hi¢u chinh dinh dang chir: = PTVT
- Vao Format \ Font. - il
Lime Spacing...

= Slide Design...
=| Slide Layaut, ..
Background. ..

% Texk Box...

Hop thoai Font hién thi:

Font ['}{ |
Eont: Font style: Size:
Feqular

3 N -~

T Times New Roman | |Bold 20

T Trebuchet MS Italic 24 = Preview

T Tw Cen MT v 32 &8

Effects Color:

[ ] underline [ ]5uperscript ||:| b |

[ ]shadow Offset; %o

[ Emboss [ subscript [ ]oefault For new objects

This is a TrueType font,
This same Font will be used on bokth yvour prinker and vour screen,

+ Font : Chon céc loai font chir + Underline : Gach duéi chir.
+ Font style : Chon dang chir + Shadow : Tao bong m¢ cho chir.
+ Size : Chon c¢& chir + Emboss : Tao chit noi.

+ Color : Chon mau chir
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3.2. Tao Bullets va Numbering:
- Vao Format \ Bullets and

Numbering Bullets and Numbering g|
Bulleted | pumbered
Format | Tools  Slide Show  Wine
A Fort... . .
= Bullets and Murnbering. .. Mone . .
Line Spacing. .. . "
=z Slide Design...
J_ =5 g D o:o } f
=| Slide Lavout. .. 0 o . v
Background... 0 o % v
{%5— Texk Box...
” Size: [100 % | % of text
[ oK l [ Cancel ]
Hop thoai Bullets and Numbering hién thi:
+ Color : Mau hién thj
H . 1 s A . Formak
+ Picture : Chon hinh anh ma PowerPoint
dua ra sin dé thay thé cho dinh dang dang |4 Font..
chon ‘= Bullets and Numbering. ..
+ Ciﬂstomllze t Ch(_);l thiyldm dinh dang | Aligrment N |[§ alignLeft  chritl
€0 an tron, (6]
o & >ym Line 3pacing... = Center Ctrl+E
3.3. Canh diu dong: Change Case. . = alignRight Ctr+R
- Vao Format\ Alignment. Replace Fonts... = Justify
+ Al!gn L(_aft : Canh del}\ berl trai B /| Slide Design. ..
+ Align Right : Canh déu bén phai I
+ Center : Canh déu & giita =) Slide Layout...
+ Justify : Canh déu hai bén Backaround. ..
{5?/ Texk Box...

3. 4. Khoang cach giira cac dong:
- Vao Format \ Line Spacing
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Format | Tools  Slide Show  Wine Line Spacing §|
A FEont... Ling spacing
‘= pullets and Numbering. .. ~| [lnes  »
Line Spacing. .. Before paragraph
% | Slide Design. .. 0.5 |3 |Lines
=| Slide Layout, ., &fter paragraph
Background. .. 0 v | |Lines s
{2’ Text Box... [ 0K l [ Cancel
oo
L

Hop thoai Line Spacing hién thi:
Line Spacing : Khoang cach gitra cac dong
Before Paragraph : Khoang cach phia trén doan van ban
After paragraph : Khoang cach phia duéi doan van ban

3. 5. Dél dang chir: Format | Tools  Slide Show  wine Change Case E|
- Vao Format \ Change Case A Font... : :
_ Sentence case : Viét hoa ddu | := gyjets and Humbering. . g‘léententetase oK
Cau lowercase
Lowercase : Viét thuong Line Spacing... ) UPPERCASE
UPPERCASE :’Viét hoa | Change Case... () Title Case
Title Case : Viét hoa déu chir O
" . = dlide Design... EOGGELE cASE
tOGGLE CASE : Viét thuomg | = % 2=
dAu chix = slide Lawout, .,
Background. ..
{% Text Box...

Hop thoai Change Case hién thi:

3. 6. T6 mau:

Gibéng nhu Word, ban c6 thé click md cac cua sé chon mau cho Text Box biang cac biéu
tuong trén thanh coéng cu vé (Néu khong tim thay hién thi thanh cong cu v&, ban c6 thé chon tir
View \ Toolbars \ Drawing)

e Font Color : Chon mau chir
e Line Color : Chon mau duong vién cho Text Box
e Fill Color : Chon mau nén cho Text Box

IV. CAC CONG CU VE:

Cac cong cu v¢ trong PowerPoin'g cling gidng nhu trong Word. Thanh c6ng cu vé Drawing
thuong hién thi ¢ phia dudi man hinh. (N€u thanh cong cu bi an thi vao View \ Toolbar \ Drawing)
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ED;awv|.ﬁ.utnShapes' N w [ O A 4411.,.4 1] L:g|£2'““r A M E =) Ij!

4.1. V€ duong thﬁpg, hinh chir nhét, hinh tron:
Click biéu tuong can vé trén thanh cong cu Drawing

N ow 1O

+ Line : Puong thing
+ Rectangle : Hinh chit nhat
+ Ovan: Buong tron
- Pua con tro dén vi tri can vé trong Slide, click & drag dé vé
- Trudc khi v& néu 4n Shift ban chi v& duoc duong thang, hinh vudng hodc hinh tron tuy theo
biéu tugng ma ban di chon. Néu nhén va giit phim Ctrl thi tim ctia d6i tugng sé & ngay vi tri bat dau
ve.
- Trong truong hop muén v& nhiéu ddi tuong lién tiép, thay vi Click dé chon biéu tuong Ve, ban
can double click va sau d6 vé& binh thuong cho dén khi hoan thanh, double click tai diém vé& dé két
thac.

4. 2. Sir dung cic hinh miu: ) |2 Lines ,
Trong muc AutoShapes trén thanh c6 rat nhicu a,
hinh mau, click vao hinh mau ma ban muon chon, 2] Comnectors g
click & drag trén man hinh thiét ke dé veé. HJ Basic Shapes b
% Black Arrows 3
|£D Flowvwchark 3 | ] <= /7
%3 Stars and Banners Y I B |:| [ﬁj
%ﬁ Callouts V= o1 Y
_’E Action Buttons vl o ] [’;]
ﬁ Maore Autoshapes. .. @ $ E (5‘
.ﬁ.gtl:nShapes"l\ w O A WL D
Qo0
Mau tring dung dé
thay doi kich thwéc

Mau vang dung dé
hiéu chinh hinh dang

4.3. Thay d6i nét vé:
Click chon dbi twong mudn thay d6i va chon cac biéu tugng sau trén thanh céng cu Drawing
+ Line Style : M¢ ban chon do 16n nét vé
+ Dash Style : Mé ban chon kiéu nét vé
=== @ J + Arrow Style: Chon dau nét v& (hinh miii tén....)

+ Shadow: Tao bong cho nét v&
+ 3D: Tao hinh ndi 3 chiéu
4.4. Tao mau cho doi twong:
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Chon d6i tuong mubn t6 mau, sau d6 Click vao hinh miii tén trén cac d6i tuong tO mau trén
thanh cong cu Drawing
+ Line Color : Té mau vién
2+ -+ Fijll Color : T6 mau nén

Mo Ling

Autarmatic

Mare Ling Calars, ..
Patterned Lines. ..
2]
Khi mé bang mau, néu mudn c6 thém mau dé lua chon, ban click muc More line Color...

V. SU DUNG WORDART: , 9
Su dung Word Art trong Powerpoint cling giong nhu trong Word. Chon bi€u tugng Word
Art trén thanh cong cu vé Drawing (Néu thanh cong cu bi an thi vao View \ Toolbar \ Drawing)

EDLEW'mlﬂutnShapes' N % DD@@:& gl & - Jd-A-S=25 4 Ij!

WordArt Gallery E|

Select a Wordart skyle:

T W
Wordart | yordA™ wordar, Wordart Wordart| 3
W WordArt | Wordhet | v1or-2. | ordtet] 5 ™

XL T

ot WordAR | n | Worchet|Worda| ¢

Wordiet| WordAre | WarsA | Wil o] %

s

e

BRpavar||-naez |-

[ Ok, ][ Cancel ]

Trong cira sb WprdArt Gallery , Ban chon dang WorqIArt mudn tao va 4n OK. Hop thoai
Edit WordArt Text hién thi ban nhap dong chir va nhan OK dé chon
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Edit WordArt Text

Fonk:

X]

Size:

i Mnarial Marrow

v|[= ¥ [®][Z]

Texk:

Khung nay la nei ban nhép déng chi’ﬁ

[ (8] 4 ][ Cancel ]

- Cling tuong tu nhu céc dbi tuong Ve, mdi dbi tuong cua WordArt déu c6 cac nat hiéu

chinh ddi tugng, ban Click & drag nut nay dé hiéu chinh hinh dang cta dbi tuong WordArt
- Trén man hinh thiét ké cua Powerpoint 2003 khi ban mudbn hiéu chinh mét dbi tuong
WordArt, ban can chon d6i twong va luc nay s& hién thi thanh WordArt véi cic biéu tuong sau:
(Néu khong thiy hién thi thanh WordArt, ban can Click chudt phai trén ddi twong va chon Show

WordArt Toolbar).

A | EdtText.. | B QA | Ad LB = AV

+ 1: Chén thém WordArt
+ 2: Stra ndi dung

+ 3: Chon lai WordArt

+ 4: Pinh dang WordArt
+ 5: Chon kiéu hiéu ting

2 345 67829

+ 6: Xoay WordArt (click & drag dé xoay)

+ 7: Ddi dang chir chir thudng thanh chit hoa va nguoc lai
+ 8: Poi chir hang ngang thanh hang doc va nguoc lai

+ 9: Hi¢u chinh dang WordArt

VI. CHEN HINH ANH, PHIM, AM THANH:

6.1. Chen Clip Art:

Vao Insert\ Picture \ Clip Art...
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Insert

=] Mew Slide  Chrl+M

Slide Mumber

Drake and Time...

Pickure 3 |

|@ Clip &ft. ..
$% Diagram... L&l FromFile. ..
A Tewt Box @ From Scanner of Camera, .,
Movies and Sounds — » Mew Phoka Alburn, .,
ill chart... 4F  Autoshapes
) Table... Al wordart,..
9 Hyperink... CEHK | 2 grganization Chart

0.
1]
o

¥

Hop thoai Sports — Microsoft Clip Organizer hién thi, ban chon hinh can chén va click right
chon Copy

[ Sports - Microsoft Clip Organizer _ , . fa Cuk
Tré lai -

. \ . E o
Slide va click | — ="
right chon |2 Paste

! File Edit “iew Tools Help Type a question for help |+

: 71 search... 5 Collection List... || 53 % | ala
w

Collection List Paste Ruler
eﬁ o arid and Guides. .
ﬁ Sports ~ 4 i .
&y symbyis =% | Slide Design...
& TE':""'"_"EQ‘ Copy 6.2. Chén tap |= slide Layout...
Tools | % s 2 .
g Trans 3] Paste tin anh: . Background. ..
‘ﬁ Travel Deleke From "Sports" f Vao
—— s Slide Transition. ..
ﬁ Weat] 3¢ Delete from Clip Organizer Insert\ > —
&y webf : Picture \ From File...
‘iﬁ weh Calls [} Copy to Collection...
< M8 Move bo Collection.
1 b
Edit Keywords, ..
7 Ikems
Find Similar Skyle
Insert
PreviewProperties
=] MewSlide  Chrl+M
A . . .2 . Slide Mumber
Hop thoai Insert Picture hién thi, =
ban chon hinh can chén va an nat Insert dé Date and Time. ..
chén | Picture P[] Clipart...
$% Diagram... | FromFils...
2] Text Box (gF  Autoshapes
Mavies and Sounds — » ﬂ Woardirt, .
@ Chart... s Organization Chart
] Table... ¥
% Hyperlink. ..  Crr4k
W
L

\I
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Insert Picture @

Lookin: | () 2006_12_03

Vi@'J[QXQE'Tod‘s-

)
My Recent
Documents

IMG_5954
My Documents

o

My Computer

IMG_S5957

IMG_5955

IMG_S5958

IMG_5959

File name:
My Network

Places Files of type: | all pictures

6.3. Chén so db to chic:
Vao Insert \ Picture \ Organization Chat

Insert |

=] Mew slide

Chrl4r

Slide Mumber

Date and Time. ..

Picture 8] Clip At

2.4 Diagram... l&l| EromFile. ..

A Text Box @ Fraom Scannet or Camera. ..
Movies and Sounds — » Mew Phaoko album, ..

il chart... (4 Autoshapes

1 Tatle... Al wordert...

S Hyperlink...  CrrlHE i

o
o
o

Crganization Chart

¥
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bé thay dbi cAu trac so dd, ban right click chudt vao khung so dd va chon Layout s& hién
thi cac dang so d6 cho ban chon.

Edit Text

Subordinate
Zovaorker

Assistank

Delete

Lawouk Standard

Select 2 Both Hanging

Use suktoFormat Left Hanging

Right Hanging

]t s e G|

¥, Format AutoShape. ..
=

Hywperlink. .. Autol awouk

6.4. Chén phim, chén &m thanh:
Vao Insert \ Muvies and Sounds\ ...

Insert

=] MewsSlide  Chrl+M

Slide Mumber

Dake and Time...

Picture [

{:3 Diagram...

A5 Text Box
| Maovies and Sounds — » m Morvie From Clip Organizer. .
|H_:ﬂ Chart... Mavie Fram File. ..

| Table... Sound from Clip Organizer. ..
&, Hyperlink... Ctri+k Sound from File, .,

g Play CD Audio Track.. .
Record Sound

+ Movie from Clip Organizer...: Chén phim tir thu vién cua chuong trinh Microsofr Office
2003

+ Movie from File...: Chen tap tin dang .avi ty chon
+ Sound from Clip Organizer...: Chén tap tin sound tur thu vién Microsofr Office 2003
+ Sound from File...: Chen tap tin am thanh ty do

+Play  CD Audio Track ...: Chén am thanh tr dfa Audio CD (Mudn chén ban cho dia
Audio CD vao 6 CD ROM)

+ Record Sound: Ghi 4m thanh dé chén vao, c6 thé 1a 161 thuyét minh ciia ban.
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VII. THIET LAP BIEU PO :
Viéc chén biéu d6 vao Powerpoint ciing gidng nhu trong Word hodc Excel. Mot sé budc
chinh nhu sau:
. Vao Insert\ Chart... Insert

o] Mewside  Cerlm

A \ | . oA Slide Mumber
* Trén man hinh Powerpoint sé hién:
Date and Time. ..

Picture F
2:: Diagram...
iﬁ Texk Box

Movies and Sounds — »

|[E Chart...
1 Table...

& Hyperlink. ..  CrrlHK

¥

Khung nhéap

: H;L — ('; ‘ df‘; . s0 liéu, twong

£ T = T Ar 1y

| | Eact o4 4 tw nhw trong/
2 al|west .6 38.6 /ﬁ 316 o
3 afi|North 45.9 49%]'/ 45 43.9
A b

< il | ¥

J Chon dang biéu d6: Vao Chat \ Chat Type...
Chart | ‘Window  Help

Chart Type...

Chark Options, ..

add Trendline. ..
3-D Miew, .,

Chu y: Néu khung Datasheet an di, ban s& khong thay trinh don Chat, dé hién lai khung
Datasheet ban right click chudt 1én khung biéu do va chon Chart Object / Edit
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Cuk

Copy

G i e<

Paste

Save as Picture, ..

| Chart Object N || Edit
Show Pickure Toolbar Qpen
Grouping L4 Conyert, .,
Crder 3

S& hién thi 'hop thoai Cha:[ Type, ban chon cac mau biéu d6 c6 sin trong 16p Standard
Types Click OK néu chap nhan biéu do do.

Chart Type

Standard Types | Custom Twpes |

Chart bype: Chart sub-type;

M ﬁ ...
E Bar

|ﬁ Lire:

B Pie

.0 B (Scatker) T

‘ oo .. 1] ..
) Doughnuk L4 4 11| L5

@r Fadar
@ Surface

o Bubble

(£

Options

Clustered column with a 3-D visual effect,
&pply o selection

[] Defaulk Formatting

[ Press and Hold to Yiew Sample ]

[ Set as defaulk chart ] [ Ok ][ Cancel ]

o Nhip tiéu dé cho biéu db:
Trong trinh don Chart / Chart Options...
Chart

Chart Twpe...

| Chart Options. ..

add Trendline. ..

3-D view, ..

S& hién thi hop thoai Chart Options
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Chart Options

Titles Bxes Gridines || Legend | DataLabels | Data Table
Chart Litle:

TIEU DL BIEU BO TIEU PE BIEU PO

Category (X) axis:

Value (2] axis:

[ Ok ] [ Cancel

+ Ban chon 16p Titles

+ Ban tiéu dé trong myc Chart Title

+ Quy dinh tén cho cac cot X, Y, Z

e Nhip tiéu dé cho biéu do:

Vao Format / Font, chon lai kiéu chit, ¢& chit va mau sic va nhin OK
Chuay:

+ Khi muén chon Font cho ca biéu do, ban phal click chon biéu do.

+ Muén chon Font, mau cho doi twong ndo trong biéu do, can click chon déi twong do roi
chon lai Font, mau binh thuong.

+ Khi hiéu chinh biéu do xong, click vao vi tri trong trén man hinh thiét ké dé két thiic, bang
Datasheet sé an di va man hinh thiét ké tré- lai binh thwong. Khi muon hiéu chinh lai, double click
vdo biéu do dé chuyén sang ché d hiéu chinh.

VIII. QUAN LY CAC POI TUQNG:
8.1. Chon dbi tuong:

Click vao doi tuong, muon chon nhiéu ddi twong cung mot lac, nhan va gitt phim Shift sau
d6 click vao cac di twong can chon. Néu ddi twong nio 1a dang chir ban can click vao duong vién
Text box dé chon.

8.2. Tao nhom:

Sau khi chon nhém céc ddi tuong can tao nhom sau, ban can click chuét phai Ién mot ddi
tuong nao do, sé hién thi m6t menu ban chon Grouping / Group. Bé bé nhém, cling twong ty nhu
vy ban chon Ungroup va ldy lai nhém ban dau sau khi d bo ban chon Regroup
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Copy

Paste

Save as Picture..,

Fonk...

Bullets and Mumbering. ..

Grouping

Crder

::': Unagroup

Set Autoshape Defaulks

Cuskom Animation. ..

Action Settings...

Format Autoshape...

I Regroup

Hyperlink. ..

8.3. Sip xép cac doi twong:

Trén mot trang thié€t ké cé rat nhiéu cac doi tuong. O ché d6 mac dinh, doi tugng nao dugc tao
ra sau s€ nam trén cac doi tuong da dugc tao ra trude va co6 thé che khuat cac doi tugng khac, dé sap
xep lai vi tri cac doi tuong can thyc hién nhu sau:

+ Chon dbi tuong

+ Click chudt phai 1én dbi tuong,
chon Order

+ Bring to Font : Pua d6i tuong
Ién phia trén

+ Send to Back: Pay d6i tuong
xubng sau cling

+ Bring Forward: Pua ddi tuong
lén mot vi tri

+ Send Backward: Pua ddi tuong
xuéng mot vi tri.
8.4. Sao chép cac ddi twong:

Chon déi tuong va:

+ Nhan Ctrl + C (Edit \ Copy) dé
copy ddi tuong

+ Nhan Ctrl + V (Edit \ Paste) dé
dan ddi tuong

+ Nhan Ctrl + D & tu copy va
dan ddi tuong

+ Chon d6i twong va nhan phim
Delete dé xo4 ddi tuong.

Cut

Copy

Paste

Save as Picture. ..

Edit Text
Font...

Bullets and Mumbering. ..

Grouping 3

Order 3 I

Bring ko Fronk

Set Autoshape Defaulks
- Send to Back

Custorn Anirmation. ..

o

Bring Forward

Bckion Settings. ..
- < Send Backward

Farmat Autoshape. ..

® &

Hyperlink. ..
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BAI 3. THIET LAP CAC HIEU UNG

|. THIET LAP HIEU UNG
1.1. Mé ctia s6 Custom Animation...:
- Chon Slide Show / Custom Animation...

Slide Show | Window  Help
=l Yiew Show F5

Set Up Show, .

EL

animation Schemes. ..

@4

Cuskom Animation. ..

,:#_

Slide Transition. ..

=

Luc d6 trén man hinh s& hién thi nhu sau: Bén trai 13 man hinh thiét ké, bén phal 13 ctra s6
Custom Animation

Custom Animation -

b4
'
Huéng dan hoc PowerPoint 2003 =  INEETE S e
& ewance 3¢ 1 sinds -
‘sj& Emphasis b S 2 Box v
Dé duoc hudng din xin lién he véi g = h JE sisdaivnd K
s6 miy 0935 430636 ot b3 dDemnd | )
n # S FyIn —~
2 Mare Effects. .. .|
3 # shape 3 0 ®-ch...
4G 1

i Re-Crder E]

[I- Play ] ['El Slide Show ]

Click to add notes

AutaPreview

- Ban chon déi tuong can hiéu ung trén man hinh thiét ké.

- Click chon Add Effect trén cira s6 Custom Animation s& hién thi tit ca cac hiéu tng, ngoai
ra ban c6 thé chon More Effects... dé tao ra cac hiéu ung khac nhiéu hon do Power tao sén.

- Lan luot nhu vay, chon ting dbi tuong va tao hi¢u ung.
1.2. Xac dinh hoat djng hi¢u wng:

- Xéc dinh hiéu ung hoat dong nhu sau: Click vao nat miii tén phai cia muc Start ban s€ c6 ba

su lua chon.
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Custom Animation v

[:ﬁ& &dd Effect v] [K_{,} Remove

Modify: Box
Skart: “5 on Click w
Direction: E On Click :

With Previous
5 After Previous

Speed:

+ On click : i tugng duoc tao hiéu Gng sé 1an luot hién thi sau mdi click chudt cua ban luc
trinh dién.
+ With Previous: Ddi tuong s& tu dong hién thi trinh dién
+ After Previous: Di twong nay s& hién thi sau ciing khi cac d6i twong khac da trinh dién
- Xac dinh toc d6 hiéu tng hién thi: Click vao nit mili tén phai ciia muc Speed, Powerpoint s&
cho ban céc lua chon tdc d6 hién thi

Speed: YWery Fast W

1.3. B6 hi¢u trng cho ddi twong: ) i )
- Click chon doi tugng va nhan vao nit Remove trén ctra s6 Custom Animation va cudi cung
la ban nhan F5 dé xem Powerpoint 2003 trinh dién

Il. PHIM VA AM THANH:

- Khi ban chen mét tap tin hodc am thanh vao trong Slide, méc nhién cac 601 tuong nay da duoc
thiét 1ap cac thong s6 dé hoat dong, tuy nhin ban c6 thé kiém soat timg chi tiét ciia cac ddi tugng
nay.
- Trong man hinh thiét k&, ban chon d6i tuong tdp phim va Clich chudt phai 1én doi tugng.
Chon Edit Movie Object
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Cut

Copy

Paste

Save as Picture. .,

Play Movie

Edit Mavie Ohject

Show Picture Toolbar

Grauping

Qrder

Cuskom Anirnation. ..

Action Setkings. ..

Format Pickture. ..

iy Hwperlink. .. |
Hop thoai Movie Options hién thi s& chon cac thong s6 lwa chon:

Mowie Options P§|

Play Dptiu:uns

[ ]rewind movie when done plaving

Sound wolume:

Display options
[ ]Hide while nat plaving
[ ] Zoom ko full screen
Information

Total plaving time:  01:43
File:  F:h...\Cuniinguoi nhu bo xuong.wmy

[ 0] 4 ] [ Cancel

+ Loop until stopped: Trinh chiéu lién tyc

+ Rewind movie when done playing: Ty dong trinh chiéu

+ Hide while not playing: an trong luc khong trinh chiéu

+ Zoom to full screen: Phong to toan man hinh

Ch( y: Ban nén thiét lap thoi gian trinh ciéu cua trang 16n hon thoi gian cta phim dé tranh
hién tuong lat sang trang khac khi dang trinh chiéu phim. (Ban xem trong muc Thiét Ldp Trinh
Dién dé biét thiét lap thoi gian ciia mét trang)
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III. CHEN NUT PIEU KHIEN:
- Vao Slide Show / Action Button /...

Slide Shiow

& Yiew Show F5

Set Up show, ..
k@ Rehearse Timings

Record Marration. ..

Ackion Buttons O ——
| Ackion Settings. .. | D
=% Animation schemes, ..
b Custom Anirmation.. .
zie  Slide Transition, ..
&l Hide Slide

Custam Shows. ..

- Ban chon mét Button sé& hién thi hop thoai Action Setting

X

Action Settings

Mouse Click. | Mouse Cver

Action on click
Olo
®

=] W

{:) Run program:

[ play sound:

Ok, ][ Cancel ]

Pua ra cho ban hai 16p dé chon bién cb:

+ Mouse Click: Bién ¢d Click chuét

+ Mouse Over: Bién cb dua tro chudt dén

Trong khung Action on click C6 céac Iénh sau:

* Hyperlink to: (Lién két dén) @ Hyperlink to:
+ Next Slide: Dén trang sau
+ Previous Slide: Vé trang trudc
+ First Slide: Vé trang dau
+ Last Slide: Pén trang cudi cing
+ End show: Két thuc trinh chiéu

* Run Program: (Chay chuong trinh khac)

Mext Slide v

Firsk Slide
Lask Slide
Last Slide Viewed

End Shiow il
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Nhap dudng din va tép tin chay chwong trinh hodc Click nat Browse dé tim va chon tép tin

* Object Action: Ban tuy chon loai doi twong nao thi s€ ¢6 cac 1én khac nhau cho doi tugng
do

* Play Sount: Click mé khung dé chon loai 4m thanh

IV. THIET LAP TRINH DIEN: , o
Trudce khi trinh chiéu, ban can thiet 1ap ché do chuyén doi tir trang nay sang trang khac va cac

dang kiém soat trinh chiéu nhu sau:
4.1. Chuyén doi giira cac trang:

Vao Slide Show / Slide Transition...

Cua sO Slide Transition hién

Slide Shiowe

& View Shaw
Set Up Show. ..

FS

Action Buttons

Ackion Setkings. ..

=% Animation Schemes. ..

Slide Transition v W

Apply to selected slides:

Mo Transition

Blinds Harizonkal L

Modify transition

thi = . —_—
Chon hiéu li'ng Chuyén déi @b Cuskar Animation. . peed;
. ' i iFi Fast "
trong khung cua muc chon Apply |$ Slide: Transition. .. s
to selected slide ¥ ound: _
Chon toc d¢ hiéu ung (Mo Sound] w

chuyén trang (Speed ) va &m thanh
chuyén trang (Sound) trong muc
Modify transition

Lua chon click chudt bét ky
trén trang dé chuyén sang trang
khac (On mouse click) hoac xac
lap thoi gian chuyén trang
(Automatically after) trong muc
chon Advance slide

4.2. Thiét 1ap trinh chiéu:

Vao Slide Show / Set Up Show ...

Hop thoai Set Up Show hién thi s& cho ban cac thong sb lua chon
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Advance slide

On mouse click,
[ ] automatically after

.
w

Apply to All Slides
> & slide Show

Slide Shiow

1l iew Show Fs

| Set Up Show. ..

Action Buttons 3
Ackion Sekkings. ..

% Animation Schemes. ..

b | Custam Aniration. .

zie  Slide Transition...

-
L




Set Up Show HE]

Shiow Eype Shiow slides

(¥} Presented by a speaker (full screen) & al

) Browsed by an individual {window) ) From: | Ta &

) Browsed at a kiosk {full screen)

Shio opkions Advance slides

[]Loop contimuously unkil Esc’ O Manually

[]show without narration (®) Using timings, if present

[ ] shows withaut animation Multiple manitars

Pen color: | I v

Ferformance

[ ]use hardware graphics acceleration

Slide show resolution: |[Use Current Resalution] W
I O ] [ Cancel ]

* Show type:

+ Presented by a speaker (full screen): Trinh chiéu day man hinh

+ Loop continuously until ‘ESC’: Lip lai lién tuc cho dén khi nhdn phim ESC +  Show
without animation: Khong trinh chiéu hi¢u ing

+...

Tuy tirng muc ban thiét 1ap s€ co céac lya chon khéac nhau
* Show slides:

+ All: Trinh chiéu lan lugt tat ca cac trang

+ From... to ...: Trinh chiéu tir trang ....dén trang ...
* Advance slide:

+ Manually: Khong chuyén doi trang theo thoi gian da xéac 1ap, chuyén d6i bang trinh don. O
ché d6 nay sau khi trinh chiéu xong, cac hidu tmg ciia cac d6i tugng trong trang hién hanh man hinh
s& ding lai va hién thi mot trinh don diéu khién bén goc trai dé ban diéu khién.

+ Using timings, If present: Trinh chiéu véi thoi gian di duoc thiét 1ap

BAI 4. LUU VA PONG GOI TAP TIN

|. CHUAN BI VA TRINH DIEN
1.1. Mé ciia s6 Custom Animation...:
Khi thiét ké xong, dé tién str dung viéc trinh dién ban nén luu tap tin thanh dang Powerpoint
Show nhu sau:
- Chon File / Save As
- Hop thoai Save As hién thi, trong hop thoai Save As ban chon PowerPoint Show trong
khung chon Save as type. Ban nhép tén va nhan nat Save dé luu lai.
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< HOCTAF (D) v @ @Q X Ci - Tooks-
4 [C)Bai tap Dai hoc
! ICSiDocmen
My Recent [Cexactn
Documents [CS)Hoc tap
= [Cpickure
[ 50 xo kien thist
Desktop [Cathanh
& vidu
My Documents
My Compuker
If_g File name: widuZ b | [ 2ave l
My Mekwork, =
Places Save as Lype! | Presentation ¥ [ cancel |
PowerPoink 95 A

PowerPaink 97-2003 & 95 Presentation
Presentation For Review
Design Termplate

PowerPoint Show
FowerPoint Add-In b’

- Tap tin dang .pps chinh 14 tap tin ban dung dé trinh dién, vi khi chay tap tin nay ban khong
can mo lai Powerpoint.

- Nhan phom ESC dé thoét khi chay tap tin dang .pps va chuong trinh s& thoat trg lai Windows
chtr khong phai tré lai Powerpoint.

- Bé dua chuong trinh di trinh dién & may khac, ban chi can chép theo tap tin .pps (may tinh
trinh dién can phai c6 chuong tinh Microsoft Powerpoint, néu khong ban phai dong goi tap tin)

IL. PONG GOI TAP TIN:

2.1. Dong goi tap tin:

- Khi chay tip tin Powerpoint dang .ppt hay .pps thi trong may tinh phai c6 sin chuong trinh
Powerpoint. Khi dong goi tap tin, chuong trinh s& tw dong ghép thém cac tap tin he thdng gitip ban
¢6 thé trinh dién & bat clr may tinh nao ¢6 hé diéu hanh ma khong can cai sin Microsoft Powerpoint.

- Ngoai viéc dong gbi cac tap tin s& gitip ban thu nho tap tin dé dé dang sao chép dén cac may
khac.

Luwu y: Néu may tinh ma ban du dinh st dung dé trinh dién d3 co sin Microsoft Powerpoint
thi ban c6 thé chi can chép tap tin dang .pps theo 1a du. Khi mudn déng goi tap tin Powerpoint show
nao, ban dung Microsoft Powerpoint m¢ tap tin d6 ra va thuc hi¢n nhu sau:

- Chon File / Pack and Go ...

III. CHUYEN THANH DANG WEB:
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Dé dé dang chuyén tai nhiing trang trinh dién ctia Powerpoint 1én Internet ban s& chuyén céac
trang nay thanh dang trang web (dang .html) i
Trudce khi quyét dinh chuyén tép tin thanh dang Web ban c6 thé xem cac Slide dudi dang Web

bang cach chon File / Web Page Review.

[ Eile |

]
m

3.1. Chuyén tap
tin thanh dang | ew Chrl-+Hr
Web: L Qpen. CtrHO

*\/ao File / Close
Save as Web il ove e
Page...

Save As...
@ Save as Web Page...
H@p thoai Petrmission

Save As hién thi,
ban chon muc Web

Package for CD...

Page va click Save |

‘Web Page Prewview

dé tao va luu thanh
trang Web.

3.2. Sir dung tap tin .html

- Tap tin dang .html
thong thuong duoc mo
bang cac phan mém trinh
duyét Web nhu Internet
Explorer...

- Ban c¢6 thé mé tap
tin nay bang cach click vao
tp tin trong cla  sO
Windows Explorer, hodc tur
cac phan mém trinh duyét
Web binh thuong. Cac thao
tac trang gidng nhu céc
trang web binh thuong.

Page Setup...
G| Prink Preview

File | Edit  Wiew Insert Format  Tools  Sli
1| Mew Chrl-M
L Open Crl+0
Close
lal Save Chrl4+5
Sawve fs
43 Save as Web Page...
Permission 3

My Metwork,
Places

Savein: | e HOCTAP (D) v| @ @@ X i B Toos-
) | Biai tap Dai hoc
4 [C)Docmen
Iy Recent [hexacto
Docurnents lii'lH oc bap
= @picture
|. 5050 =0 kien thist
Deskkop [S)thanh

% Sawe a copy and customize its conkents Publish

Page title:

Chuoc cbin

Change Title. ..

File name: |vidu

Save as bype! |
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BAI TAP

1. BAm chudt phai tai mot déi twong trong PowerPoint c6 nghia 1a :

a. Xo4a ddi tuong. C. C. Chon ddi tuong
b. Mo& menu tat li¢t ké cac 1énh co the thyc d. D.Khong lam gi.
hién.

2. Pang trinh chiéu mét bai trinh dién, mudn dirng trinh dién ta nhan phim

A. Tab B. Esc C. Home D. End

3. Pé dinh dang dong chitr “Gido an dién ti&” thanh “Gido dn di¢n tir” (kiéu chir dim, nghiéng,
gach dudi), toan b§ cac thao tac phai thuc hién 1a

A. dua con tré vin ban vao giita dong chit d6, nhan Ctrl + U, Ctrl + I va Ctrl + B

B. dua con tro vin ban vao giira dong chir d6, nhan Ctrl + B, Ctrl + U va Ctrl + I

C. chon dong chir d6, nhan Ctrl + U, Ctrl + I va Ctrl + B

D. nhan Ctrl + U, Ctrl + T va Ctrl + B

4. Pé tao mt slide gidng hét nhwr slide hién hanh ma khéong phai thiét ké lai, nguwoi sir dung

A. chon Insert -> Duplicate B. chon Insert -> New Slide

C. chon Insert -> Duplicate Slide D. khong thuc hién duoc

5. Pé t6 mau nén cho mot slide trong bai trinh dién ta thuwe hién

A. chon View -> Background B. chon Format -> Background
C. chon Insert -> Background D. chon Slide Show -> Background

6. Thye hién thao tic chon Slide Show -> Custom Animation 1a dé

A. tao hi¢u rng cho mot ddi twong trong slide

B. tao hiéu tmg chuyén trang cho céc slide trong bai trinh dién

C. dua hinh anh hoic 4m thanh vao bai trinh dién

D. dinh dang cach b tri cac khdi van ban, hinh anh, d6 thi ... cho mot slide

7. Thue hién thao tic chon Slide Show -> Side Transition la dé

A. tao hiéu img cho mot ddi tuong trong slide

B. tao hiéu ng chuyén trang cho cic slide trong bai trinh dién

C. dua hinh anh hoic am thanh vao bai trinh dién

D. dinh dang cach b tri cdc khdi van ban, hinh anh, d6 thi ... cho mét slide

8. PowerPoint cho phép ngudi sir dung thiét ké mgt slide chii chira cac dinh dang chung ciia
toan b céc slide trong bai trinh dién. Pé thyc hi¢n diéu nay, nguoi dung phai

A. chon Insert -> Master Slide

B. chon Insert -> Slide Master

C. chon View -> Master -> Slide Master

D. chon View -> Slide Master -> Master

9. Chon ciu sai trong cac ciu sau

Trong khi thiét ké gido an dién tir bang PowerPoint,

A. khong thé tao chi so trén (vi du sb 2 trong X2) nhw trong MS-Word

B. c6 thé sao chép (copy/paste) mot doan van ban tir tap tin Word sang

C. ¢6 thé dung WordArt dé tao chir nghé thuat trang tri trong powerpoint

D. ¢6 thé chén cac biéu dd vao powerpoint

10. Khi dang trinh chiéu (Slide Show) mét bai trinh dién, muén chuyén sang man hinh cia
mét chwong trinh Gng dung khac (44 mé trwéc) dé minh hoa ma khong két thic viée trinh
chiéu, ta phai

A. nhan t6 hop phim Ctrl + Tab

B. nhén t6 hop phim Shift + Tab

C. nhén t6 hop phim Alt + Tab
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D. nhan t6 hop phim Esc + Tab

11. Pé cac slide déu c6 tén ciia minh Kkhi trinh chiéu ta vao chon? (sau d6 go vao Footer)

A. Chon View -> Chon Header and Footer B. Chon View -> Chon Footer and Header
C. Chon Insert -> Chon Header D. Chon Insert -> Footer

12. Céch nao sau diy khong phai 1a cach tao ra mot ban trinh dién méi (Presentation)?

A. Tao mdt ban trinh dién tring. C. Dung chtic niing Scan-In Slides.

B. Dung template D. Dung chirc nang AutoContent Wizard.

13. Ché @9 view nao sau diy khong phai ciia PowerPoint?

A. Normal View

B. Presentation View

C. Slide Show View

D. Outline View

14. Ky thuat nao sau diy khong phai dé di chuyén xung quanh mét ban trinh dién?

A. Nhin <Ctrl> + <Home> dé di chuyén vé slide dau tién.

B. Nhin <Page Down> dé di chuyén dén slide ké tiép.

C. Chon Edit — Move tir menu va chi dinh slide ban mudn téi.

D. Dung thanh cudn dtng dé di chuyén 1én hoic xudng.

15. Pé lwru mdt ban trinh dién: (C6 thé chon nhiéu ciu tra 10i.)

A. Nhén <Ctrl> +<F5>,

B. Chon File — Save tir menu.

C. Bam nut Save trén thanh cong cu chuan.

D. Bam Save trén nat Windows Start .

16. Ché @9 view tét nhit dé duyét qua mot ban trinh dién?

A. Normal View

B. Slide Sorter view

C. Outline view

D. Notes view

17. Cau nao sau day la khong dung?

A. Nhan phim <Tab> trong Outline view sé& giang cap cac doan .

B. Nhan <Ctrl> + <Enter> trong Outline view s€ thém mot slide méi cho doan.

C. Nhén phim <Shift> + <Tab> trong Outline view s& nang cép cac doan.

D. Outline view 1 ché d6 xem tét nhat d¢ thém va lam viéc v6i d6 hoa .

18. Phim nao xo4 vian ban trudc con tré?

A. <Page Up>

B. <Page Down>

C. <Delete>

D. <Backspace>

19. Cau nao sau day la khong dung?
A. WordArt 1a 1 chuong trinh doc 1ap va c6 thé dung véi bat ky chuong trinh Microsoft Office
nao, nhu Word hoac Excel.
B. WordArt c¢6 thanh cong cu riéng gdm nhitng niit dé thay ddi shape, angle, va color cta ddi
tuong WordArt .
C. Ban c6 thé thay doi color hoic texture cia ddi twong WordArt bang cach bam Format
E. WordArt trén thanh cong cu WordArt , bam thé Colors va Lines , va chon mau tir danh sach
Fill Color .
D. Ban c6 thé cho chuyén dong d6i tuong WordArt

20. Gia sir ta cAn dwa vao trong tai li¢u nhiéu hinh dnh minh hoa. Khi tiép tuc hiéu chinh va

dan trang, cac hinh dé khé giir dwoe cac vi tri twong d6i ban diu. Giai phap nao sau dy giip
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ta xir Iy tinh hudng trén?
A. Xo6a hinh va chén hinh lai khi dinh dang trang bi thay doi.
B. Chon tit ca cac hinh, bdm nat phai va chon 1énh Group.
C. Chon Edit -> Select pictures tir menu mdi khi di chuyén va lam viéc voi nhiéu hinh.
D. Khong phai céc cach trén.
21. Mot s6 AutoShapes c6 hinh thoi mau vang. Hinh thoi d6 la gi va co6 tac dung ra sao?
A. D¢ 1a nit kich ¢, dung dé thay d6i kich thudc cua ddi twong AutoShapes.
B. D6 1a nut di chuyén, dung dé kéo d6i twong AutoShape ti mot vi tri khéc.
C. D6 1a nat diéu chinh, dung dé thay d6i hinh dang cua dbi twong AutoShapes.
D. Khong phai ba tac dung trén.
22. Phim ndo ding thuan tién nhat dé nhép liéu va di chuyén trong mot table?
A. <Tab> dé di chuyén to 6 ké tiép, <Shift>+ <Tab> dé di chuyén nguoc lai.
B. <Enter> dé di chuyén to 6 ké tiép, <Shift>+ <Enter> d¢ di chuyén nguoc lai.
C. <—> d¢é di chuyén to 6 ké tiép, <Shift>+ <> dé di chuyén nguoc lai.
D. Khéng phai céc cach trén.
23. Cau nao sau day la khong dung?
A. Ban c6 thé tao mot slide véi table bang cach bAm nit Insert Slide trén Standard
A. thanh cong cu va chon Table layout.
B. Thanh cong cy Tables va Borders dung dé 1am viéc vdi tables.
C. Font chit trong table 12 c6 dinh va khong thé dinh dang.
D. PowerPoint 2002 khong con can Microsoft Word dé tao va lam viéc véi table.
24. Trong ché d view nao thi ta 1am viéc tot nhat véi cac chuyén canh (slide transitions)?
A. Normal View
B. Slide Show view
C. Slide Sorter view
D. Notes view
25. Cach nao sau day khong phai ding dé xoa cft ?
A. Chon c6t va nhan <Delete> .
B. Chon c6t va bam nuat Delete Column trén thanh cong cu dinh dang.
C. biat diém nhdy tai bét ctr dau trong cOt, bam nit Table trén thanh cong cu
A. Tables va Borders va chon Delete Column tir menu.
D. Chon c6t va chon Table — Delete Column tir menu.
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PHAN V. MANG MAY TiNH VA INTERNET
BAI 1. MANG MAY TINH
1. Mang may tinh la gi?
Hiéu mot cach don gian, mang 13 mot tip hop cic may tinh duoc két ndi theo mot phuong
thirc nao dé sao cho ching c6 thé trao ddi dit liéu va dung chung thiét bi. Cac may tinh dwoc két ndi
c6 thé trong cing mot phong, mot toa nha, mot thanh phd hodc trén pham vi thé gidi.

Mang may tinh bao gom ba thanh phan:
e Cac may tinh;
e Cdc thiét bi mang dam bdo két néi cac may tinh véi nhau;

e Phin mém cho phép thiee hién viéc giao tiép giita cdc mdy tinh,

Viéce két ndi cac may tinh thanh mang 13 can thiét dé giai quyét cac van dé nhu:
e Can sao chép mot lugng 16n dir lidu tir may ndy sang may khac trong thoi gian ngan ma viéc
sao chép b.':fmg dia mém, thiét bi nhé flash hodc dia CD khong dép ung duoc;
e Nhiéu may tinh c6 thé cling
e dung chung dit liéu, cac thiét bi, phan mém hodc tai nguyén dit tién nhu bd xir li toc do cao,
dia cting dung luong 16n, may in laser mau toc do cao,...
2. Phuong tién va giao thirc truyén thong ciia mang may tinh
Dé chia sé thong tin va sir dung cac dich vu mang, cic may tinh trong mang phai c6 kha
nang két ndi vat li vdi nhau va tuan thi cac quy tic truyén thong thong nhat dé giao tiép dugc véi
nhau.
a) Phwong tién truyén thong (media)
MBoi trudng vat 1i duoc sir dung dé két ndi cac may tinh trong mang gom hai loai: c6 day va
khong day.
Két néi cé day (cable): Cap truyén thong co thé 1a cap xodn ddi, cap dong truc, cap quang,...

T

-

-E/«é‘i ~

Cdpmang
May tinh dwoc ket noi bang cap mang

Mot 56 thiét bi két noi mady tinh vao mang
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bé tham gia vao mang, may tinh can c6 vi mang dugc ndi vdi cdp mang nho giac cam.
Tin hidu suy yéu

_ B6 khuéch dai

b) Hub _ ~ 3 £
¢) B§ chuyén d) B dinh tuyén

mach
Mot s6 thiét bi mang
Trong mang con co thé c6 cac thiét bi thuc hién viéc chuyén tiép cac tin hiéu, dinh hudng,
khuéch dai tin hiéu,... nhu:
Kiéu bé tri cdc may tinh trong mang
B6 tri may tinh trong mang c6 thé rat phirc tap nhung déu 1a t6 hop ciia ba kiéu co ban sau:
duong thang, vong, hinh sao.

aaa
bl

a) Kiéu dwong thang  b) Kiéu vong

¢) Kiéu hinh sao
Cac kiéu bé tri mang co ban

Két noi khong ddy: Phuong tién truyén thong khong day c6 thé 1 séng radio, buc xa hong
ngoai hay truyen thong qua v¢ tinh. Mang khong day co6 kha nang thuc hién cac két ndi & moi noi,
moi thoi dlem ma khong can sir dung céc thiét bi két ndi cong kénh, phtrc tap nhu mang c6 day.

Pé t6 chirc mot mang may tinh khong day don gian can co:

o piém truy cdp khong day WAP (Wireless Acces:
Point) la thiét bi c6 chuc ning két ndi cac may tinh trong mang
két ndi mang khong day véi mang c6 day;

o M&i may tinh tham gia mang khong day déu phai c¢
vi mang khong day (Wireless Network Card). . :

Ngudi ta thuong dung Bg dinh tuyén khong day (Wirele -
WAP n6 con cé chirc nang dinh tuyén duong truyen J

Khl thiét ké mang, viéc lya chon dang lget?noll va kiél;l b("), tr ma‘éof:;;n?] {J};\e'aflzhaa'agy“h" thudc
vao diéu kién thuc t€, muc dich st dung, c6 thé ké dén cac y€u t0 L.
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e  S6 lugng may tinh tham gia mang;
e Tbc d6 truyén thong trong mang;
e Diadiém lép dat mang;
e Kha nang tai chinh.

b) Giao thirc (Protocol)

Két ndi vat Ii chi méi cung cip maéi truong dé cac may tinh trong mang c6 thé truyén théng
duoc véi nhau. Didu nay gidng nhu khi hai nguoi mudn goi dién thoai cho nhau thi phai c6 duong
dién thoai két ndi hai may dién thoai dé ho noi va nghe duoc giong néi ciia nhau. Nhung dé hiéu
duoc nhau thi ho phai st dung ngén ngit chung. Néu mot nguoi chi biét tiéng Viét con ngudi kia chi
biét tiéng Anh thi ho s& khong hiéu nhau dugc.

Tuong tu nhu vy, dé cdc may tinh trong mang giao tiép dwoc véi nhau ching phai sir dung
cling giao thtrc nhu 1a ngdn ngir giao tiép chung cua mang.

Giao thirc truyén théng la bg cdc quy tdc phdi tudn thi trong viéc trao déi thong tin trong
mang giita cdac thiét bi nhdn va truyén dir liéu.

Co céc giao thiuc ddi voi toe do truyén, khuon dang dir liéu, co ché kiém soat 10i,... BO giao
thc truyén thong phd bién hién nay duoc dung trong mang toan cdu Internet 1a TCP/IP
(Transmission Control Protocol/Internet Protocol).

3. Phian loai mang may tinh

Dudéi goc do dia li, mang may tinh c6 thé duogc phan thanh: mang cuc bd, mang dién rong,
mang toan cau,...

Mang cuc bg (LAN - Local Area Network) 1a mang két ndi cac may tinh & gan nhau, ching han
trong mot phong, mdt toa nha, mot xi nghi€p, mat truong hoc,...

Serer ‘May ctia
Ké toan trudng

o B6 luu dién May cua
May in laser i Phong t8 chitc

May clia
thti truéng

May cla May clia
thu ki Phong ké hoach
Mang cuc bo ¢ mot van phong nho
Mang di¢n réng (WAN - Wide Area Network) 13 mang két ndi nhitng may tinh & cach nhau
nhiing khoang cach 16n. Mang dién rong thudng lién két cac mang cuc bo.

4. Cac m6 hinh mang
Xét theo chirc ning cila cac may tinh trong mang, c6 thé phan mang thanh hai mé hinh chi
yéu sau:
a) M0 hinh ngang hang (peer-to-peer)
Trong md hinh nay, tat ca cac may tinh déu binh dang véi nhau. Diéu d6 co nghia la moi may
vira c6 thé cung cip truc tiép tai nguyén ctia minh cho cac may khac, vira c6 thé sir dung truc tiép
tai nguyén cua cac may khac trong mang.
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May tinh A May tinh E May tinh C

May tinh B
M6 hinh ngang hang

M0 hinh nay chi thich hop véi cdc mang c6 quy moé nho. Tai nguyén dugc quan 1i phan tan,
ché do bao mat kém. Pay 1a mo hinh phu hop cho cac mang LAN ¢6 dudi muoi ngudi dung. U
diém ctia mo hinh nay 1 xay dung va bao tri don gian.

b) M6 hinh khach-chu (Client-Server)

Trong mo hinh nay, mdt hodc mot vai may sé dugc chon dé dam nhan viéc quan li va cung
cAp tai nguyén (chuong trinh, dir liéu....), dugc goi 1a may chu (Server), cAc may khac str dung tai
nguyén nay, dugc goi la may khach (Client).

May chii la may tinh dam bdo viéc phuc vu cdc mdy khdch bdng cach diéu
khién viéc phdn bé tai nguyén nam trong mang véi muc dich sir dung chung.

May khach la may sir dung tdi nguyén do mdy chii cung cdp.

May khach D

M6 hinh khach-chu

May chu thuong 1a may tinh co cAu hinh manh, luu trlr dugc luong 16n thong tin phuc vy
chung.

M® hinh khach-cht ¢ vu diém 1a dit liéu duoc quan li tap trung, ché do bao mat tdt, thich
hop véi cdc mang trung binh va 16n.

Vi dy, cac mdy tinh trong mot trudong hoc dugce ndi mang, mot may chu co cu hinh manh va
b6 nhé 16n Iuu trir cic phan mém tng dung, chira thong tin vé hoc sinh, gido vién, két qua bai kiém
tra, bai thi, phén mém hoc tap,... Cac may khac khai thac thong tin & may chu, dong vai tro
may khéch.
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BAI 2. MANG THONG TIN TOAN CAU INTERNET
1. Internet la gi?

Internet la mang mdy tinh khong 16, két néi hang triéu may tinh, mang mdy tinh trén
khap the gioi va sw dung bo giao thiec truyén thong TCP/IP. Internet dam bao cho moi
nguoi kha nang tham nhdp dén nhiéu nguon thong tin thwd’ng truc, cung cap cdc chi

dn Ry %&”&ﬁh’%%“&éf’ﬁhﬁ@ﬁ%”tﬁ% D e sto &% Vs b s Hilth ¥ con ngjro

Nhirng nguot dung ¢ khoang cach xa van co thé g1a0 tlep (nghe, nhin) truc tuyen v61 nhau thong
qua céc dich vu Internet (vi du nhu Chat, Video chat, di¢n thoai Internet,...). Nho Internet, nguoi
dung con c6 thé nhan duoc luong thong tin khong 16 mot cach thuan tién véi thoi gian tinh bang
gidy va chi phi thap.

Viét Nam

Co hang tram triéu nguoi su dung Internet nhung khong co ai la chu so hitu cua no. Internet
duoc tai trg boi cac chinh phu, cac co quan khoa hoc va dao tao, cac doanh nghi€p va hang tri¢u
nguoi trén thé gigi. TO chuc "Hoi dong vé kién tric Internet", gdm nhitng ngudi tinh nguyén, diéu
khién mang nay.

Internet dugc thiét 1ap vao nam 1983 va khong ngilmg phat trién nhd ¢6 nhidu nguoi ding sin
sang chia sé nhitng san pham cua minh cho moi ngudi cung st dung, nho cong nghé cho cac may
chil ngay cang cai tién va ngudn thong tin trén mang ngay cang phong phu.

2. Két ndi Internet bang cach nao?

Hai cach pho bién dé két ni may tinh véi Internet 13 sir dung moédem qua duong dién thoai va
sir dung duong truyén riéng.

a) Sir dung modem qua duwdng dién thoai

Dé két ndi Internet st dung modem qua dudng dién thoai:

e May tinh can dugc cai dat médem va két ndi qua dudng dién thoai.

e Nguoi ding can ki hop dong véi nha cung cép dich vu Internet (ISP - Internet Service
Provider) dé dugc cip quyén truy cap (tén truy cap (User name), mat khau (Password), s6 dién thoai
truy cap).

Cach két ndi nay rat thuan tién cho nguoi ding nhung c6 mot nhugc diém 1a toc do duong
truyén khong cao.

b) Str dung du’o’ng truyén riéng (Leased line)

Dé sir dung dudng truyén riéng:

e Nguoi dung thué mot duong truyén riéng;

e Mot may tinh (goi la may uy quyen (Proxy)) trong mang LAN duoc dung dé két ndi véi
nha cung cép dich vu Internet. Moi yéu céu truy cép Internet tir cac may trong mang LAN dugc thue
hién thong qua may uy quyén.

Uu diém 16n nhit cua cach két ndi nay 1a toc do duong truyén cao.
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¢) Mt s6 phwong thirc két néi khdc

Str dung duong truyén ADSL (Asymmetric Digital Subscriber Line - dudng thué bao sb bét
dbi xtmg), tc do truyén dit liéu cao hon rat nhiéu so véoi két ndi bang duong dién thoai. Do gia
thanh thué bao ngdy cang ha nén viéc sir dung duong truyén nay dang duoc rat nhiéu khach hang lya
chon.

Ngoai ra, hién nay dd c6 nhiéu nha cung cép dich vu két ndi Internet qua dudng truyén hinh
cap.

,
» 4°

Truy cdp Internet khong day
Trong cong nghé khong diy, Wi-Fi 1a mot phuong thire két ndi Internet méi nhat, thuan tién
nhat. Wi-Fi cung cap kha ning két nbi Internet & moi thoi diém, moi noi, théng qua cac thiét bi truy
cap khong day nhu dién thoai di dong, may tinh xach tay,...

BAI 3. MOT SO DICH VU CO BAN CUA INTERNET

Nho céc dich vu ciia Internet ma nguoi dung c6 thé truy cp, tim kiém thong tin, nghe nhac,
xem video, choi game, hoi thoai,... Trong nhing tmg dung d6 phai ké dén cac tmg dung phd bién 1a
t6 chtrc va truy cép thong tin, tim kiém thong tin va thu dién tu.

1. T6 chirc va truy cip thong tin
a) To chirc thong tin

Céc thong tin trén Internet thuong dugc t6 chirc dudi dang siéu van ban. Siéu vin ban 14 vin
ban tich hop nhiéu phuong tién khac nhau nhu: véin bdn, hinh dnh, ém thanh, video,... va cac lién két
t6i cac siéu van ban khac va thuong duoc tao ra bang ngdn ngit danh ddu siéu vian ban HTML
(HyperText Markup Language).

Vi dy, v6i siéu van ban biéu dién ban dd the gi61, khi nguot dung nhay chudt vao mot qudc
gia thi c6 thé nhan duoc cac thong tin da dang vé qubc gia do nhu dan s, dién tich,... (dudi dang
van ban); ban dd dia i, quoc ki,... (dudi dang hinh anh); quoc ca, nhac dan tdc,... (dudi dang am
thanh).

Siéu van ban dwoc gan mot dia chi truy cdp dwoc goi la trang web.

Chu y: Trong thuc té, siéu van ban chua c6 dia chi truy cap ciing dugc goi 1a trang web.

Dé tim kiém cac trang web nodi riéng, cac tai nguyén trén Internet ndi chung va dam bao viéc
truy cap dén chung, nguoi ta st dung hé thdng WWW (World Wide Web). H¢ thébng WWW duoc
cau thanh tir cac trang web va dugc xay dung trén giao thire truyén tin dic biét, goi 13 giao thirc
truyén tin siéu vin ban HTTP (HyperText Transfer Protocol).

Website la mét hodc nhiéu trang web trong hé théng WWW duwoc t6 chire dudi mét dia chi
truy cap.
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Trang chi (HomePage) ciia mot website 1a trang web dwoc mé ra dau tién khi truy cép
website do. Do do, dia chi truy cap cua mgt website chinh la dia chi trang chu cua no.

Vi du, website Mang giao duc cua B Giao duc va Pao tao c6 dia chi www.edu.net.vn.

C6 thé dung phian mém soan thao vin ban dé tao mot trang web don gian. Tuy nhién, hién nay
¢6 nhiéu phan mém chuyén thiét ké va quan i cac trang web, chang han nhu Microsoft FrontPage.

Co6 hai loai trang web: trang web tinh va trang web dong. & khia canh nguoi dung thi trang
web tinh ¢ thé xem nhu 14 siéu van ban dwuoc phat hanh trén Internet v6i ndi dung khong thay dbi
con trang web dong mo ra kha nang tuong tac gitra nguoi dung voi may chu chura trang web. Co ché
hoat dong cua cac trang web dong la moi khi c6 yéu cau tir may nguoi dung, may chu sé thyc hién
tim kiém dit liéu va tao trang web c6 ndi dung theo dung _yéu céu roi gui vé cho may nguoi dung.

Vi dy, mot trong nhirng trang web dong dugce nhleu nguoi quan tdm va truy cap la trang web
tra ctru diém thi dai hoc. Nguoi dung chi can nhap vao s6 bao danh, ho tén thi sinh, trudng du thi 1a
¢6 thé nhan duoc trang web két qua thi cta thi sinh.

-
2} EduNet - Tra cuu diem tuyen sinh dai hoc va can dang - Microsoft Internet Explorer

File Edit View Favorites Tools  Help i
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-2 EduNet - Tra cuu diem tuyen sinh dai hoc va cao dang - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

eBack ) |ﬂ @ _;j /'.7\' Search ‘-_it(Favwltes @ - :;. = _J ﬁ
Address |@j hitkp: ffww, edu. et vnydhed fruyensinh) Vl GO

GO:ngzv [C) search = | 52 S 1biocked

» ©snagl 1

M Check - YR Autolink ~ Jf fions &

D6 lhi - dip dn  Tha ceive kil gui.
Trang sé 1 trang téng 56 1 thi sinh tim thdy. Nhén vao ddu B 38 xern chi tiét Quay lai muc tim kiérm
[t/ menal
1 ANZ  Trdn Minh Sanh 200387 1245 Phi Yén 200
Quay Iai muc tim kidrm
A
Trang web dong

Kha ning tao cac trang web dong da 1am cho Internet trd thanh moi truong tot dé trién khai
thuong mai dién tir, day hoc di¢n tur, chinh phu di¢n tu,...
b) Truy cip trang web
Dé truy cap dén trang web ngudi ding can phai sit dung mot chuwong trinh dic biét duoc goi
la trinh duyét web.
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Trinh duyét web la chiwong trinh gitip nguwoi ding giao tiép véi hé thong WWW:
truy cdp cdc trang web, twong tdc voi cdc mdy chii trong hé thong WWW va
cdc tai nguyén khac cua Internet.

Nho cac lién két, trinh duyét web c6 thé chuyén tir trang web ndy sang trang web khac mot
cach dé dang. Do d6, viéc truy cap cac trang web con dugc goi la duyét web.

C6 nhiéu trinh duyét web khac nhau, trong d6 théng dung nhat 13 cac trinh duyét: Internet
Explorer va Netscape Navigator.

A Education and Training Network - Microsoft Internet Explorer

File Edit Wiew Favortes Tools  Help
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Trinh duyét Internet Explorer
Pé truy cap mot trang web da biét dia chi, ta phai gb dia chi d6 vao thanh dia chi (Address)
roi nhan phim Enter hay nhay chudt vao nat Go. Trinh duyét web s& tim va hién thi trang web d6
néu tim thay.
Céc trinh duyét web c6 kha ning tuong tic v6i nhidu loai may chi. Thong tin nhan dugc tir
may chu s€ duogc trinh duyét web hién thi duéi dang thuan tién cho viéc theo doi.

2. Tim kiém thong tin trén Internet

Mot nhu cau phd bién ciia nhiéu ngudi dung la: Lam thé nao dé truy cap duoc céc trang web
chtra ndi dung lién quan dén van dé ma minh quan tam?

C6 hai cach thuong dugc su dung:

° Tim kiém theo danh muc dia chi hay lién két duogc cac nha cung cép dich vu dat trén
cac trang web;

Vi du, trang web http://www.echip.com.vn/ cung cap kha nhiéu kién thirc pho théng vé cong
nghé thong tin hay trang web cung cap danh muc website ctia 500 trudng dai hoc hang dau cua thé
gioi:

http://ed.sjtu.edu.cn/rank/2004/top500(1-100).htm.
e  Tim kiém nho cac may tim kiém (Search Engine). My tim kiém cho phép tim kiém
thong tin trén Internet theo yéu cau cua nguoi dung.
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Nguoi dung nhap tur can tim kiém va nhan duoc danh muc cac dia chi c6 noi dung chura tur can
tim kiém. C6 thé truy cap céc trang web tim duoc bang cach nhay chudt vao lién két twong tmg.

Hién nay c6 nhiéu website cung cip may tim kiém, trong d6 c6 thé ké dén:

oGoogle: http://www.google.com.vn
oYahoo: http://www.yahoo.com
oAlta Vista: http://www.altavista.com
oMSN: http://www.msn.com

Dé str dung may tim kiém, hiy g dia chi cua website twong tng vao thanh dija chi cua trinh
duyét Internet Explorer rdi nhan phim Enter.

Vi du, dé tim kiém thong tin bing may tim kiém trén website Yahoo, gd dong dia chi
http://www.yahoo.com roi nhan phim Enter. Sau d6, theo cac chi dan trén man hinh dé thuc hién
tim kiém. Chang han, gd tir khod lién quan dén van dé can tim vao 6 Search the Web rdi nhay
chudt vao nat Yahoo!Search dé thyc hién tim kiém. Két qua tim kiém s& duogc hién thi ngay sau do.

A Yahoo! - Microsoft Internet Explorer

File Edit View Favorites Tools Help
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GeoCities htail FPeople Search TV
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Tim kiém thong tin bang Yahoo
3. Thw dién tir

Thu dién to (Electronic Mail hay E-mail) 1a dich vu thyc hién viéc chuyén thong tin trén
Internet thong qua cac hop thu dién tir. Sir dung dich vu nay ngoai noi dung thu c6 thé truyén kém
tép (van ban, am thanh, hinh anh, video,...).

Dé guri va nhan thu dién tir, nguoi dung can dang ki hop thu dién tir (con dugc goi la tai khoan
thu dién tr), do nha cung cép dich vu thu dién tir cip phat, gdm tén truy cap va mat khau dé truy cap
khi gui/nhan thu dién tur.

Mbi hop thu dién tir duge gén vo1 mot dia chi thu di¢n tir duy nhét c6 dang:

<tén truy cdp>@<dia chi may chu cua hop thu>,

trong do, tén truy cap do nguoi dung hop thu tu dat.

Vi du: Véi dia chi thuhien@yahoo.com thi thuhien la tén truy cap con yahoo.com la dia chi
cua may chu.

Tuong tu hé théng buu chinh, dé thue hién dich vu thu dién tr can ¢6 noi trung chuyén va
phan phat thu (mdy chu — Mail Server), hop nhan thu (Inbox), dia chi (Address) va ndi dung thu
(Message). Dé gui thu dién tir, nguoi giri phai chi 18 dia chi hop thu dién tir ciia ngudi nhan. Noi
dung thu di¢n tir gui di s€ dugc luu trong hop nhén thu & may chu. Nho trinh duyét web hodc
chuong trinh chuyén dung, nguoi ding c6 thé mé thu trong hop thu dé xem va c6 thé tai vé may cua
minh.

Do mui gio cac ving, mién trén thé gi6i c6 thé khac nhau (vi du khi & Ha Noi dang 1a 2 gio
chiéu thi & Niu O6c d3 13 2 gid sang) nén viéc trao doi thong tin qua duong dién thoai 1a kha bt
tién. Nho dich vu E-mail, ta c6 thé viét thu va nhan thu vao thoi diém thich hop. Hon nira, ding thu
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dién i, ta co thé gui thu ddng thoi cho nhidu ngudi & nhiing dia diém khac nhau trén thé gidi va hau
nhu ho déu nhin duoc ngay sau d6. Gia thanh cua dich vu E-mail thip vi chi phai tra chi phi cho
vi€c st dung Internet. Tom lai, giri/nhan thu di¢n tir nhanh, thuén loi va chi phi thép.

Hién nay c6 rat nhiéu nha cung cip dich vu thu dién tir cho phép nguoi dung ding ki hop thu
dién tr khong thu phi nhu cac website www.fpt.vn, www.yahoo.com, www.hotmail.com,...

Ngoai nhiing dich vu da néu, trén Internet con cé nhiéu dich vu khac nham dap trmg nhu cau
ngdy cang cao cuia ngudi ding. Ching han, hoi thoai tryc tuyén (Chat) giup cho ngudi dung trao ddi
thong tin nhu dang ddi thoai voi nhau, choi trd choi truc tuyén (Game Online),...

BAIl 4: BAI TAP VA THUC HANH
SU DUNG TRINH DUYET INTERNET EXPLORER
1. Néi dung
a) Khéi dong trinh duyét IE
Ta s& 1am quen véi viéc tim kiém thong tin nho st dung trinh duyét Internet Explorer (viét
tat 1a 1E). Dé khoi dong trinh duyét, ta thue hién mot trong cac thao tac sau:
e Nhay dap chudt vao biéu tuong cua |E trén man hinh nén;
e Nhan phim Internet trén ban phim (néu co).
Trén man hinh xuét hién ctra s6 lam viéc cua IE:

3 about:blank - Microsoft Internet Explorer

File Edit View Favorites Tools Help % #
e Back - o Ig @ @ p Search * Faworites @ @ - ,‘;‘} D 4ﬂ
fiddress F@ about:blank v B ks ?
&] Done ||| Internet |

Cita s6 Internet Explorer
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b) Truy cip trang web bang dia chi

; http: /fwww_vnn.¥yn/447/ - Microsoft Internet Explorer
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Dong
dia chi

WEBLIME

TINTOC VIET NAM NET=>Gido duc
. Phdng su - Pigu bra
e :aiﬂ Hang chuc diém méi trong tuyén sinh PH, CP
:';n ::é {Vaet.f'damﬁu'ef} Bd GD - BT wira chinh
ThE thac thirc cing bé rhitng quy dinh vé tuyén
. Quic t8 - sinh BH, CB nam 2003. Cluy dinh nay
. Khoa hoc céng nghé \ a..} Sy o6 nhidu didm khac v tinh than budi
- Gido duc ‘ﬂl hnp n:ua Ban chi dao tuyen smh rude o
& e it _>IJ
|&] Dore |_|_|O Internet i

Trinh duyét Internet Explorer
Khi d3 biét dia chi cia mot trang web, vi du http://www.vnn.vn 1a trang chu cia
VietnamNet, dé truy cap trang web do thuc hién theo cac budc sau:
® GO vao dong Address http://www.vnn.vn;
@ Nhan phim Enter.
Trang web dugc mé ra
¢) Duyét trang web
e Nhay chudt vao nit 1énh < (Back) dé quay vé trang trudc di duyét qua;
e Nhay chudt vao nat 1énh = (Forward) dé dén trang tiép theo trong cac trang da duyét qua;
o Nhay chudt vao cac lién két dé chuyén tir mot trang web nay dén mot trang web khac.
ChU y: Céc lién két thuong 1a nhitng cum tir dwoc gach chan hodc duogc hién thi v6i mau
xanh duong. C6 thé dé dang nhan biét cac lién két bang viéc con trd chudt s& chuyén thanh hinh ban

tay @ khi di chudt vao chiing.
Vi du, nhay chuét vao lién két Van hoa cua trang www.vnn.vn thi trang web vé van hoa cua
www.vnn.vn s¢ dugc hién thi.
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2 VIET NAM NET - Microsoft Internet Explorer

Fle Edt View Favoritss Tools  Help "
Qe - () |i'| @ o /,77 search »:1'( Favorites ) | (v jf - E S
Address |48 http:f fvietnamnet vnfgiaoduc] v B ks 7 @ snear B

Fd options 4

amblet thirdng e [

nge _ \G SEar(h - g ngucked A Check - S, Autolink

GIADDUC: 56 K& hoach d&u tu-

Cap nhat ldc 14:44, Thi Nam, 26/01/2006 (GMT+7)
SV nghi Tét: Dung
dé'a‘;ﬂ nira &, nira vé!

(vied Ned) - Khéng dém vé, khing ‘1
mudn v&, ching phii i "ket tidn" hay | _w c

CNTT - ¥i#n théng i | vwang ban cang viee, ©6 nhitng Y cir
Khoa hoc - Sic khoe i diing dina ¥ nhitng 1§ du déc higt.

TuyEn sinh
Du hoc
Chuyén gidng duing

wa&n d8 & Dur ludn

Pl Day tiéng Vigt cho ngudi VN & nudc ngoai:
| Nhanh, than trong

tvietNamMet-Nam 2006, 8 thanh 3p hoi ding thim

dinh chuwng trinh xdy dung d& an "HE tro wige day va

hoe tidng Vigt cho nowti vigt Mam & nués noodl*

S¥ tiéu tién gdp 3,5 18n ngudi dan ndng
thon

Mt S BH chi tigu trung bink bing 1,1 140 so véi thu
nhép of dinh cla cdc cong dén trong nude, teeng
dueono hon 3,5 14n so i nouwi dan ndng thin

77| S0 K& hoach dau tw TP.HCM khing gap dugc T¥ nim 1976 dén nay, céc oo
1 | 18nh dao SITC s dao tso sau BH 6 VN 48

&] hittp: ffwetrvamrvat vnfg\andu(p’(huyng\angduunngDDEfDlﬂ534845p’ . Internet
Nguoi dung c6 thé dimg lai dé doc cac thong tin hodc nhay chudt vao céc lién két khac trong
trang nay dé md ra céc trang web tuong tng.

d) Luu thong tin

~: ~ - ) « 5 - Open Link
Noi dung trén trang web (doan van ban hodc anh hodc Ep o :
. N | , B \ : - N ‘ pen Link in New "Window
ca anh va van ban) co6 thé dugc in ra hoac luu vao dia. S Terrslids,
bé luu hinh anh trén trang web dang md, ta thuc hién Frint Target
cac thao tac: . Sy Fictire
@O Nhay nut phai chudt vao hinh anh can luu, mdt bang chon Save Picture As...

Set az Wallpaper

duoc mé ra.
Set az Desktop Item...

@ Nhay chudt vao muc Save Picture As..., khi d6 Windows

s& hién thi hop thoai d¢ ta lya chon vi trf lwu dnh; o
® Lua chon thu myc chtra anh va dat tén cho tép anh (n€u khong Ein Shartout
chap nhan tén mac dinh); Easte
@ Nhay chudt vao nut Save dé hoan tat. A to Favorites.
Dé luu tat ca thong tin trén trang web hién thoi, ta thuc hién cac tha F_mpen;%

® Chon lénh File >Save As... (h 103), File Edit ‘iew Favortes Tools  Help
@ bait tén tép va chon vi tri luu tép trong hdp thoai dugc Hew 3
mo ra; Open... Ctrl+0
® Nhay chudt vao nut Save dé hoan tat viéc luu trit. ) salinlel s it el oyt lonisal B
Pé in thong tin trén trang web hién thoi, ta chon lénh Garz e

: Save Az,
File—Print... . Khi d6 Windows s¢& hién thi hop thoai cho

: ién hanh i Page Setup..
phép ta tién hanh in. age Setup

Frint... Ctrl+F

Send 3
Import and Export...

e. Dich vu tim kiém thong tin bang Google:
Froperties
Wwiork Offine
Cloze
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13| Gopple_Microsoftinternet Explorers =] M
Fle Edt View Favortes Tooks Help i

(€ 2 @ -LJEKd B

Address(g] http:/www. google.com.vni BB ks>
Web Hinh dnh Nhojn Blogs Thu Muc Gmail thém v iGoogle | Bang nhap

Bia chi trang web G O U 8[ e

\ ) o
) search ¢ Favorkes & =2

WWW.gOOgIe.COm.Vn Viét Nam
Tuy chon
[ Tim véi Google ][ Xem Trang Dau Tién Tim Bugc ] C80g cu Made nal

Tim kiém trén; @ web O nhing trang viét bing tiéng Viét O nhing trang tir Viét Nam

Khung nhap cau lénh

5 =k Google.com.vn c6 sn bing tiéng: English Frangais 000000
tim kiém

Chuong trinh Quang co - Giai phap Kinh doanh - Gigi thiéy vé Google - Google.com in English

©2008 Google

f, Sir dung dich vu Google drive trén Gmail dé chia sé file c6 dung lwong lén:

Google Drive - con dugc goi la Google Drive, Google Cloud hodc Gmail Drive. Pay la dich
vu luu trir true tuyén cho phép nguoi sir dung luu tai liéu trén nén dam may va chia sé tap tin khac
thong qua tai khoan Gmail. No6i theo mot cach khac, v6i Google Drive, nguoi ding c6 thé upload
nhimg di liéu quan trong tir may tinh ctia minh dé tao mot ban sao va co thé download dé sir dung
nhing dit liéu nay ¢ bat ky dau, thong qua may tinh c6 két ndi Internet. Dich vu ndy cho ngudi sir
dung 15Gb Iuu trit mién phi trén ineternet hay dam may ctia Google. Pay dugc cho 1a tng dung
rét wu viét va hoan toan mién phi cho phép nguoi dung c6 thé: Sao luu dit lidu tir may tinh 1én dich
vu ddm may cua Google; ngudi sir dung c6 thé truy cap dir liéu tir bat ctr noi no, bat ctr lac nao va
trén bat ky thiét bi nao; nguoi ding chia sé va cing thao tac 1én cac tap tin théng qua Google Docs;
két ndi tai liéu tir trén may tinh cta ban dén cac thiét bi di dong cam tay....

éQuéntrx X |MH6pthudé’n(13)»nhuth X
¢ | @ https://drive.google.com/?tab=mo&authuser=3#my-drive Qasdy %
Google KN 50 + &
Drive B1. Chon /

TIEU DE

& Drive ciiat6i - Google Dri. X | V] Ket qué tim kiém -vanph X |\oF =]

| » Drive cua toi

e A ] B abe +Nhy Thdng  Tim kiém YouTube
Duroc gan dau sao M HSG
Gan day B tailieukithuat ‘ EF M
Thung rac = =
Thén? E 134-TB-UBND pdf 7Y =
= [ 180_Dinhkem1 pdf B2. GoogleDrive Ban dod Tin tkc Gmail
¢ | Ketndi Drive voi
may tinh dé ban cia & 180_Dinhkem1.pdf
ban ] 2944-UBND-VX pdf ‘
3 Ban vé khong co tieu dé

[ Ban vé khong c6 tiéu dé Drive Lich
Bang du toan VP Thay Minh Lao Cai
g, Sir dung phan mém diét virus mién phi:
Trén internet, cac ban c6 thé tim kiém dugc rt nhiéu phén mém diét virus mién phi nhu:
Avira Antivirus, hay AVG AntiVirus Free 2014.
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Avira Free Antivirus: San phdm cta hing bao mat Avira Operations GmbH s& gitip hé
théng ctia ban ludn an toan nho co ché bao vé theo thoi gian thuc, c6 kha ning diét virus, trojan,
adware va spyware. Thanh cong cu tich hop (Avira Search Free Toolbar) canh bao kip thoi cac 11en
két web nguy hiém dé ban tranh khong [Emmam :
truy cap, ngan chin hanh vi theo ddi ngudi | —
dung cua céc dich vu tryc tuyén.

(R.AVIRA Avira Free Antivirus

V Your computer is secure
Al servces are working comecty

PC protection Internet protection

AVG AntiVirus Free 2014 c6 thé
tim diét virus va cac phﬁn mém doc hai,
chéng danh cép dir li€u; hoat dong nhe
nhang, chiém it tai nguyén bd nhd, giao
dién dep mat mang phong cac Modern Ul
cua Windows 8. Tinh nang cong thém File
Shredder ho trg x6a dit liéu nhay cam triét
dé, khong thé phuc hoi. AVG AntiVirus
Free 2014 ciing trang bi thanh cong cu
(AVG Security Toolbar) cho cac trinh
duyét gitip ban ludt web an toan hon.

Beatme Protecton kil Freal

£ Sean system & Web Protecton
Last scan Mot performed
Mad Protecton

& Surtupdate

hid Pr
Last codate: s

oo oon

Game Mode

 Upgrade

- -
AVG AntiVirus FREE oI Us 0 ceDook eports Support Options

@ You are protected

O » @ @

Computer Web Browsing Identity

Mobile Apps Tablet Apps Driver Update

o Scan now = L Protection is up-to-date

+ More from AVG

h. Mot s6 trang thong tin hiru ich ciia tinh Lao Cai

- https://mail.laocai.gov.vn: Pay la dia chi dang nhap e-mail ctia can by, cong chuc tinh
Lao Cai quy dinh phai sir dung. Khi mot so, ban nganh tuyén dung méi can bo, thi can ding ky
v6i So Thong tin va Truyén thong tinh dé dang ky dia chi e-mail cho ca nhan theo tén mién
riéng cua tinh Lao Cai la laocai.gov.vn.

- http://laocai.gov.vn/: Pay la dia chi truy cap Cong thong tin dién tir cia Tinh Lao Cai.
Trén do6 tich hop nhiéu céng thong tin thanh vién cia cac So, ban nganh cua tinh. Tai day, ban
dang tai dﬁy du céac thong tin sy kién chinh tri 1én cua tinh va nhiéu thong tin hitu ich khéc tai
cac chuyén muc: Thu tuc hanh chinh, Hoéi —dap, Pdi thoai truc tuyén,... Ngoai ra, tai day co
nhiéu duong dan dén cac website hitu ich khac.
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BAI TAP

Cau 1. Trong dia chi Internet: www.vnn.vn dau 1a tén mién:

A. www.vnn C. www.vnn.vn

B. vnn.vn D. Ca 3 ménh dé trén déu sai
Cau 2. Trong cac thiét bi dudi day, thiét bi nao khong tham gia cAu tao nén mang cuc bo LAN

A. Repeater C. Bridge

B. Hub D. Modem

Céau 3. TCP/IP la gi?
A. Ciu trac lién mang.
B. Giao thirc truyén tin trén mang.
C. Phan mém quan 1y truyén tin.
D. Phan mém tién ich internet.
CAau 4. Giao thirc dé truyén cac tép tin trén mang Internet giita cac may tinh v6i nhau la:
A. SMTP: Simple Mail Transfer Protocol.
B. FTP: File Transfer Protocol.
C. HTTP: HyperText Transfer Protocol.
D. SNMP: Simple Network Management Protocol.
Cau 5. Trong cic ménh dé sau mo ta chirc ning cia mang Internet, ménh dé nao dung:
A. Internet 13 mang may tinh bao gdm cac “mang con” duoc két ndi voi nhau boi cac “cau
nbi”.
B. Trén mang Internet ngoai TCP/IP con c6 thé sir dung nhiéu giao thirc khac nhau.
C. Internet 1a mdt mang may tinh cai dat nhiéu dich vu khac nhau cung dya trén nén giao
thirc TCP/IP.
D. Internet la mang may tinh toan cau cung cap dich vu TCP/IP cho cac mang khac.
Cau 6. Trong 2 tén mién laocai.edu.vn va cntt.laocai.edu.vn thi tén mién nio tén mién con ciia tén
mién con lai:

A. laocai.edu.vn C. edu.vn

B. cntt.laocai.edu.vn D. cntt.laocai.edu
CAu 7. Dung luong Google Mail (mién phi) hién nay la:

a.5GB c. 15GB

b. 10GB d. 20GB

Cau 8. Pé xem céc website, lich sir cia trinh duyét web (Internet Explorer, FireFox, Chrome,...) ta
an to hop phim:

A. Ctrl +H C. Shift+H
B. Alt+H D. Del +H

Cau 9. Trinh duyét nao 1a trinh duyét internet do ngudi Viét xay dung
a. Firefox c. Coc cde
b. Chrome d. Cafef

Cau 10. Dia chi e-mail nao bét budc can bd cong chuc tinh Lao Cai st dung
a. laocai.gov.vn c. yahoo.com.vn
b. gmail.com.vn d. email.laocai.vn
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