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Chwong 1 — Gi&i thiéu chung
1.Gi®i thiéu hé diéu hanh MS-Windows

Hé diéu hanh déu tién ctia hing Microsoft 1a MS-DOS duoc phat trién vao nhitng nim 80
cua thé ky 20 véi giao tiép ngudi-may bang cach g cau 1énh nén khong tién dung. Hé
diéu hanh Windows duogc dua ra thi truong vao dau nhitng nam 90 di phat trién theo y
tuong giao tiép ngudi-may qua cac ctra sd chira biéu trong nén ngudi ding c6 thé dé
dang thao tac bang ban phim hay chudt may tinh. Ngoai ra hé diéu hanh Windows c6
chtrc ning da nhiém nghia 13 quan 1y nhiéu chwong trinh tmg dung dang hoat dong vi thé
ngudi diung khong can dong chuong trinh dang 1am viéc khi mé mot cira sé6 chuwong trinh
khac. Ké tir khi gioi thiéu Hé diéu hanh Windows 95, san pham ciia cng ty Microsoft
nhanh chéong duoc nhiéu nguoi str dung lira chon. Céc san pham tiép theo Windows 95 1a
Windows 98, Windows 2000 va Windows XP tinh dén nam 2004.

Windows 2000 Professional la h¢ diéu hanh cai dit cho may tinh vin phong va gia dinh.
Windows 2000 Server 1a hé di€éu hanh cai dat cho cac may phuc vu dich vu cta céac cong
ty, co quan,...

1.1.Bang nhap vao may tinh

Nguoi sir dung phai c6 mot tai khoan (tiéng Anh la Account) g6m phan tén (user name)
va mat khau (password) d¢ dang nhap vao hé thong Windows 2000. Day 1a chirc nang
bao mat ma h¢ dieu hanh Windows 95 khong c6. Thuc hanh dang nhép theo hinh minh

hoa

Bam t6 hop phim Ctrl + Alt + Del 1am xuat hién hop thoai Windows Security.

Professional
I s —
Logon Information
Alasdair Macdonald is logged on as BSP140\cmtatm.
Logon Date: 23/10/2000 05:33:15
Use the Task Manager to close an application that is not responding,

{ . Lock Computer =} Log OFF... | Shut Down... I

Change Password, .. [ Task Manager | Cancel I

Hinh 1.Hop thoai Windows Security
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Nhép nat Log Off dé 1am xuét hién hop thoai Log On to Windows.

Professional

Built on NT Technology

S S 3 o TR MM

User name: ] Administrator

Password: ] T —

™ Log on using dial-up connection

I | ihutdum...l Options << |

Hinh 2. Hop thoai dé ngudi ding ding nhap vao may tinh

Nhap tén tai khoan vao 6 User name va nhap mat khau vao 6 Password. Cuoi cung nhan
nut OK.

Hé diéu hanh Windows 2000 cé chtic nang cho phép tur dang nhép vao hé thong theo mot
tai khoan da tao. Trong truong hop d6 nguoi dung khong thay xuat hién ctra s6 yéu cau

viéc dang nhéap hé théng.

1.2.Ky thuat str dung chudt may tinh
|ph1'm chudit phai

phitn chingt trai J_(

Hinh 3. Minh hoa thiét bi chudt may tinh

Nam vitng cach thirc va muc dich sir dung cua ting thao tac s& giup ngudi ding tiét kiém
thoi gian, tdng hi¢u qua lam vi¢c véi may tinh.

Con tro chuot Hinh anh mdt miii té€n trén man hinh thay ddi vi tri theo thao
tac di chuyén con chudt ctia ngudi st dung

Nhap chudt Cum tir “nhap chudt” ¢6 ¥ nghia 13 nhan phim chudt trai mot
1an va tha phim. Cum tir "nhdp chudt phai" 1a néi rd cho viée
st dung phim chudt phai.

Nhip dup chudt | Nghia 1 nhan va tha phim chudt trai hai 1an lién tiép, doi hoi
bam nhanh.

Kéo di chudt C6 ¥ nghia 14 nhan phim chudt trai, giit phim va di chuyén
con tro chudt. Tha phim chudt khi két thiic hanh dong.
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Chwong 2 — Giao dién cua Windows
1.Man hinh nén - Desktop

Man hinh nén Windows 2000 1a cura s6 dau tién cua H¢ diéu hanh danh cho ngudi sur
dung. Nguoi dung ra 1énh cho hé diéu hanh bang cach thao tac véi bi€u tugng.

3 MmO =

Pty E0chanchts Microsoft New Folder Image2 min B
‘Word :
~ néen  voi
@ ! | ﬁ | cic  bidu
My Computsr Visio New Folder (2)  baocaoD62004 tuong
Professional

B, .t
My Network Microsoft ;
ot Excel New Folder (3)  office2k_ma, ..
- T
: -
. o E
v Shortcut to New Text
Recyde Bin Na"'"'; fr;wnhg New Folder Document
(R
& N
Internet Sharkeut to thanh tac vy
Explorer anhiophoc Mew Tex,., (task bar)

start ||| B)win2k_sys4(27-04-2004)... | 88, Paint Shop Pro - Imaget |

.10

Hinh 4. Man hinh nén - Desktop
Tai chan man hinh nén c6 thanh tac vu (Task Bar). Pau trai ctia thanh tac vu c6 nut Start.
1.1.Nhan biét biéu twong
1.1.1.Biéu tugng dic biét ciia hé diéu hanh
=  Go6m biéu tugng My Documents, My Computer, My Network Places, Recycle Bin,
Internet Explorer.

= Khi cai dit xong hé diéu hanh thi cac biéu tuong ndy dugc tao ra ngay trén man hinh
nén.

|7 e
=

My Documents Wy Compuker My e 4 Recycle Bin
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1.1.2.Biéu tuong cua thu muc

= Mot thu muc duoc hé diéu hanh Windows biéu dién bang mot biéu tuong. Hinh anh
ctia biéu twong 13 tui hd so mau vang nhu hinh minh hoa va tén biéu twrong xuét hién
bén dudi.

=  Biéu tuwong 16i tit cho thu muc, tiéng Anh goi 1a Shortcut, c¢6 hinh anh 14 tii hd so
mau vang c6 thém miii tén & goc dudi bén trai.

1.1.3.Biéu tuong cua tép tin
= MOt tép tin dugc hé diéu hanh Windows biéu dién bang mét biéu twgng. Biéu tugng

clia tép tin rat da dang do modi tép tin chuong trinh cén ¢6 1 biéu twong riéng.
= Biéu tuong 16i tat cho tép tin c6 diu mili tén xuat hién & trén biéu tuong.

| H 4
Mo Ted Miatapad B3
Heww Foldes |:h:::-r oy Motepsd EXE

[Crocument i

1.2.Thuwe hanh chon mét biéu twong

Dé chon mot biéu twong chung ta thao tic don gian 13 nhip chudt 1én biéu tugng do.

-

My Computer

Hinh 5 va 6. Biéu tuong ¢ trang thai ty do va
Biéu tuong ¢ trang thai dugc chon

1.3.Thwe hanh di chuyén biéu twong

Pau tién 1a chon biéu tuong My Computer, kéo di chudt. Mot hinh anh cua biéu tuong
xuat hién ¢ dang nét mo theé hién vi tri di chuyén cua biéu tugng.

My Computer

Hinh 7. Minh hoa biéu tugng di chuyén
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1.4 Thao tac v&i hép 1énh

»  Pau tién la chon biéu tuong, sau do nhép chuot phai trén vung chon sé lam xuét hién
hop 1énh.
* Nhap chudt trén muc Iénh cua hop 1€nh c6 ¥ nghia 1a thi hanh Iénh.

Browse with Paint Shop Pro
Explore

Search...
Manage

Map Metwork Drive...
Disconnect Metwork Drive. ..

Create Shortcut
Rename

Properties

Hinh 8. Hop Iénh xuat hién sau khi nhép chuot phai

_ipix

J File Edit ‘“iew Favorites Tools  Help |
J dmBack o~ = v (5] | Dhsearch Y Folders 3
J Address I@ My Computer j PG':'

QS% Floppy (4 @Cumpact Disc (E:)
/—=dLocal Disk (i) (58 Control Panel
= Local Disk {0}

|5 objeck{s) | |E_'3_JI My Computer &

Hinh 9. Cira s6 My Computer xuat hién sau khi
thuc hién 1énh Open trén hop 1€nh

1.5.Hop Iénh ctia man hinh nén - Desktop

Nhip chudt phai vao chd tréng trén man hinh nén s& lam xuét hién hop 1énh cho phép
nguoi st dung dieu khién man hinh. Chung ta tim hi€u y nghia va thao tac tirng 1énh sau:
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1.5.1.Nhom Iénh Active Desktop

Customize My Desktop
New Desktop Item...

v Show Web Content

v Show Desktop Icons

Lock Deskkop Items
Synchronize

Hinh 10, Muclénh Active Desktop

Theo hinh 10, myc Show Desktop Icons dang ¢ trang thai dugc chon va biéu thi bang dau
“check” ¢ phia bén trai. Néu chiing ta dua tré chudt dén muyc nay va nhip chudt c6 nghia
1a ra 1énh cho hé diéu hanh dit muc Show Desktop Icons vé trang thai khong duoc chon.
Khi myc nay khong dugce chon, tat ca cac biéu tuong trén man hinh nén bi che dau.

Pé dit muc Show Desktop Icons tré vé trang théi dugc chon, chiing ta thyc hién viéc dua
tro chudt dén muc nay va nhap chuot.

1.5.2.Nhom Iénh Arrange Icons

Arrange Icons k| by MName
by Type
by Size
by Date

Auto Arrange

Hinh 11, Muclénh Arrange [cons
cho phép sap xép cac doi tugng trong cira s6 theo cac muc:

= By Name: sip theo tén.

= By Type: sip theo kiéu hay 1a phin mé rong cua tén tép.

= By Size: sap theo dung luong nh.

= By Date: sap theo ngay thang khdi tao/chinh sira ddi tuong.
= Auto Arrange: ¢ nghia Ia ty dong sip xép.

Theo hinh minh hoa thi muc Auto Arrange dang ¢ trang thai khong dugc chon. bé dat
muc Auto Arrange vé trang thai dugc chon, chung ta dua troé chudt dén muc nay va nhap
chudt.

w AUtD Arrange

Khi muc Auto Arrange ¢ trang thai dugc chon thi viée di chuyén céc biéu tuong s& rat
kho khan vi ching ludn duoc tu dong sap xép.

1.5.3.Lénh Line Up Icons
Co y nghia 1a sap x€p cac biéu tugng trén man hinh nén c6 hang c6 161
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1.5.4.Lénh Refresh
Co y nghia cdp nhat thong tin méi nhat.

1.5.5.Lénh Paste ‘
Co y nghia sao chép ndi dung da dugc tao anh bang 1énh Copy (goi 1a sao chép) hay 1énh

1.5.6.Lénh Cut 7 ‘ ’
C6 nghia 1a di chuyén dir li€u (sao chép roi x6a bo dir liéu goc)

1.5.7.Lénh Paste Shortcut . .
Co y nghia tao nut bam nhanh trén man hinh nén cho ndi dung da dugc tao anh bang 1énh

1.5.8.Copy
Co nghia 1a sao chép dit li€u

1.5.9.Nhom 1énh New

[ tew ] Foer

= Shortcut

5 Briefcase

'ﬁ' Bitmap Image

@_] Microsoft Word Document

E’.i} Microsoft PowerPoint Presentation
i: Paint Shop Pro 5 Image

2] Text Document

Hinh 12, Muclénh Mew
= Lénh Folder: cho phép tao thu muc méi.

= Lénh Shortcut: cho phép tao nut bdm nhanh trén méan hinh nén cho cac déi tuong
bat ky nhu tép tin, thu muc,...

1.5.10.Lénh Properties
Cho phép m¢é hdp thoai d€ xem va chinh stra cac thudc tinh ciia man hinh nén.

Display Properties 2] x|

Background | Soisen Saver | Appearance | Web | Effects | Satings |

ﬂ Browse...

Ficture Display

Tile -
) Fall Memories

itln,‘.,,,, RE | Patterr...
[ ok | cencel | en |

Hinh 13. Hdp thoai cho phép chinh slra cac thudc tinh cia man hinh
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2.Thanh thwc don Start

Nhép chudt vao nat Start c6 mat trén man hinh nén s& lam xuit hién hop danh muc chon
duoc phan chia theo chu dé cho phép ngudi st dung dé dang ra 1énh cho may tinh.

Programs L
Iﬁ Documents L4
% Settings L
o —

‘Q Search J
@ Help

Mstart | ] € o W E g d T

Hinh 14. Nh3p chudt vao ndt Start lam xudt hién hdép danh muc chon

2.1.Muc Run

Cho phép go 1énh. Nhép chuﬁ)t vao nut Start, ,chon muc Run lam xut hién hop thoai nhap
1€nh. Vi du go Iénh "calc" d€ md bang tinh so hoc.

Run 2|

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

[nternet resource, and YWindows will open it For vou,

Qpen; | calc ;’

(6] 4 I Cancel | Browse. .. |

10
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2.2.Muc Help

Phén tro giip rat can thiét khi st dung Windows nhung doi hoi nguoi sir dung phai biét i
tieng Anh. D€ sir dung phan Trg gitip, nhap chudt vao nat Start, sau d6 chon muc Help dé
mo hdp thoai Help.

2 Windows 2000 R =1E]
o e > B
Hide Back Fuisad  Options Wb Help
CoTenE 5| e ] 5
@ Fiinting
>4 - ¢ i
> Tmubles_huolmg and Maintenance m
% Networking
® Accessibity for Specisl Needs
@ Mobie Lseis Start Here
® Security B Find it fast
® Conbol Panel B If you've used
b Windows before
& Glossary
B Reference M Troubleshooting

B Information and
support on the
Web

Hinh 16. Hop thoai Help

2.3.Muc Search

HO tro tim kiém thong tin trén may. Nhap chon nut Start SearchFor Files or Folders 1am
xuat hi¢n hdp thoai ho trg tim kiém.

N For Files or Folders...
@ Cn the Internet...
23 Using Microsaft Outlack. .,

Q] For People...

Hinh 17.  Chon Search - For Files or Folders

2.4 Muc Settings

HO trg quan trj hé théng. Nhép chudt vao nut StartSettings, sau d6 chon cac muc con nhu
Control Panel, Printers...

B3 Control Panel

o (2] Metwork and Dislup Connections
- Search ¥ 5

[#] Printers
@ Help [ﬂ Taskbar & Start Menu...

1

Hinh 18, Chon Settings-Contrd Panel

11
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2.5.Muc Programs

Danh muc chuong trinh. Nhép chudt vao nut Start dé hién thj thanh thuc don. Di chuyén
con tré dén dong chir Program dé hién thi hop Iénh con. Di chuyén con tro chudt dén muc
1énh chuong trinh.

E Programs ’ [E Entertainment »
'a 5 Clicks 4 L@ Games »
¢l 5§ Documents Y 5 LacvietmtdEVA300-Lke  * (5 SystemTook »
T . E Microsoft SQL Server ’ @ Notepad
'.% Settings A .
£ :ﬂ Norkon Systemiorks L4 'ﬁ Paint
o @ Search > L.E Winamp3 4 ¥
'_E Borland JBuilder 3 University  »
& Q Help ¥
é ﬁ Run...
; @ Shut Down...

|

Hinh 12, Minh hoa mii t&n kép

Khi xuit hién miii tén kép & bang danh muc, ngudi st dung bim vao mii tén kép dé hién
thi phan ndi dung dang bi che dau.

3.Hop Iénh cua thanh tac vu

Nhép chudt phai trén thanh tac vu lam xuét hién hdp 1énh.

Refresh

Open hép lénh cna
Show Title thanh tac vu
Toolbars »

Adjust Date/Time
ascade Windows

le Windows Horizontally

le Windows Yertically

thanh tac vu -
Taskbar

||£$Hm‘y =2 M+ YV t1:0558

Hinh 20, Nhép chudt phdi trén thanh tac wu lam xust hién hop 1énh

12
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3.1.Lénh View

v Smaill \

cho phép chon cach hién thi cac nut trén thanh tac vu theo kich ¢& Large (14 cao 16n) va
Small (1a c& bé nhu binh thuong dang co).

3.2.Lénh Show Text

Cho phép dat trang thai chon Show Text - 14 trang thai cac biéu twong trén thanh tac vu
c6 dong chir di kem.

muc Show Text dwoc chon | hinh &nh ciia biéu tugng co dong chit di kem

v Show Text @Launch Internet Explorer...

3.3.Lénh Refresh
Co y nghia cap nhat thong tin cho thanh tac vu.
3.4.Lénh Show Title

Cho phép hién thi tén cac thanh cong cu 6 trén thanh tic vu. Vi du dong chir Quick
Launch xuat hién trong hinh minh hoa

JQuick Launch @ [ﬂ ﬁ m

3.5.Lénh Toolbars

Trén thanh tac vu ¢6 thé md nhiéu thanh cong cu dé 1am viéc. C6 thé mo hodc dong bot
cac thanh cong cu qua nhém 1énh Toolbars.

Address
Links
Desktop

v Quick Launch

Mew Toolbar...

Hink 21 I &nh Trrlhars va cac lénk con

Cach thao tac dé dat trang thai chon va khong chon 1a thao tac chung ta da thuc hién
nhi€u lan qua cac ndi dung trudec.

13
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Mic du ¢6 thé chon nhiéu thanh cong cu dat trén thanh tadc vu nhung ching ta chi nén
chon mot thanh cong cu d6 1a thanh Quick Launch, con cac thanh khéc nén che dau di vi
khoang trong trén thanh tac vu khong cé nhiéu.

|owinne @8 (50 B 1] H

Thanh céng cu Quick Launch 1a mot tién ich khong thé bo qua d6i véi nguoi st dung.
chung ta nén dat cac nit 161 tat & day dé tién s dung. Trén Quick Launch thuong c6 dat
nat Show Desktop, day 1a nit dua chung ta nhanh chong tr¢ vé man hinh nén. hoa

[

3.6.Lénh Adjust Date/Time

Cho phép mé hop thoai Date/Time Properties dé hiéu chinh dong hd may tinh.

Date,/Time Properties

Date & Time | Time Zone |
~Date ~Time

12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 3t

[Tizisecn =
Current time zone: SE Asia Standard Time

OK I Cancel

Hinh 22, Hép thoai cho phép chinh sifa thd gian hé théna

Thé Date&Time cho phép chinh stra ngay/thang/nam va gio. Thé Time Zone cho phép
chinh mui gio diing theo mii gio cua Viét Nam.

3.7.Lénh Cascade Windows

Cho phép sip xép cac cira s6 dang mé theo dang xép mai ngoi.

21 x|
20 x|

3.8.L&nh Tile Windows Horizontally va Tile Windows Verticaly
Cho phép xép cac cira s6 dan ngang trén man hinh nén, khong co cira s6 bi che lap.
3.9.L&nh Minimize All Windows

Cho phép thu nho tat ca cac cira s6 dang mé cing mot lan.

14
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3.10.Lénh Task Manager

Cho phép mé cira s6 quan ly chuong trinh -Windows Task Manager.

i

File Options Wiew ‘Windows Help

Applications lecesses | Petformance I

JE]Inetpub Running
aQuitk Launch Running

End Task l Switch To I NewTask...I

Hinh 23. Hép thoai Windows Task Manager

Trong the Applications cua cira s6 ndy, ngudi sir dung c6 thé chon mot chuong trinh hay
nhiéu chuong trinh va ra I¢énh dong chuong trinh bang cach nhan nut End Task. Day 1a
chtrc nang rat tién ich cho viéc dong nhitng chuong trinh dang gay tac nghén hé thong.
4.Tat / khéi dong may tinh

4.1.T4t may tinh dung cach

= Nhip nat Start & goc dudi, bén trai man hinh
»  Chon muc Shutdown.

-

| sxs| Programs 4
2 ’i’ﬁ} Documents 4
E % Settings 4

g % Search L4

.5 @ Help

[
221 Rum..

shut Down,..,
i#start ||

Hinh 24, Chon muc Shutdown

15
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Y nghia ciia cdc liea chon trong hop thoai “What do vou want the computer to do?”’

= “Shut down”: dong tat ca cac cira s6 ing dung va c6 thé diéu khién tit luén ngudn
dién cua may;

= "Log off": hé diéu hanh dong cac ing dung va trd lai man hinh dang nhap;

= "Restart": hé¢ diéu hanh thyc hién dong cac img dung va cho may tinh khéi dong lai
hé diéu hanh.

Shut Down Windows il x|

Ends your session and shuts down Windows so that
woil can safely burn off power.

o | cacel | wep |

Hinh 25.  Lua chon dé tat may tinh.

4.2.Tat may tinh theo kiéu ap dat

= Tit ngudn dién bang cach bAm nut POWER trén hop may (co thé phai giir tay trén nit
khoang 30 gidy) hodc

» Nhan nut Reset trén hop may.

4.3.Kh&i dong lai may tinh

Trong trudng hop may tinh khong con diéu khién duoc bang ban phim va chudt thi: Nhap

td hop phim Ctrl + Alt + Del, hodc tir ctra s6 man hinh nén, nhép chon nut StartShutdown
lam xuat hién hop thoai Shut Down Windows. Trong 6 chon, chon muc Restart.

16
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Chwong 3 — Quan ly tép
1.Cac kién thirc co’ ban
1.1.0 dia vat ly va 6 dia logic

May tinh luu két qua xtr Iy trén cac bo nhé ngoai gdm: dia mém, dia cting, dia quang, dia
quang tir,... do 1a cac thiét bi luu trix vat ly.

Céc 6 dia clmg c6 dung luong nhé rat 16n nén hé diéu hanh co6 chirc ning chia nho 6 dia
ctmg thanh céc 6 dia goi 14 6 dia clg logic dé ngudi sir dung c6 thé tién str dung. Mdi 6
dia dugc hé diéu hanh dat tén theo mot chit cai. Chit cai A duoc gan cho 6 dia mém thu
nhat va chit cai B dugc gan cho 6 dia mém tht hai (néu may tinh ¢ lap 6 dia mém thtr
hai). Bét dau tir chit cai C dugc gan cho cac 6 dia cing logic clia méy tinh; 6 dia quang; 6
dia luu trir di dong, ...

1.2.Tép tin — File

Trong hé diéu hanh Windows, tép tin 1a ddi tugng chtra dit liéu. Vi du cac vin ban sau
khi nhép vao may dugc luu thanh céc t€p tin dé sau d6 c6 md ra xem lai, chinh stra/in an
va c6 thé xo0a di. Quy dinh chung vé tén day du ciia moi tép tin gom hai phan, cach nhau
dau chim:

Téntéptin . Kiéutéptin

Phan kiéu tép tin con dugc goi 1a phan mo rong. Ching ta c6 thé xem qua mét sb kiéu tép
tin thong dung sau:

doc, txt, rtf: Cac t&p vin ban, thuong dugce tao ra tu
cac chuong trinh soan thao van ban.

exe, bat: Cac tép tin chwong trinh
html, htm: Cac t&p si€u vin ban
sql, mdb: Cac t&p chwra co s& dir licu

mp3, dat, cda: Cac tép chira dm thanh, video

Kiéu tép tin 14 thong tin quan trong gitp hé diéu hanh thyc hién dung yéu cau cua tép tin.
Vi du khi nhip dtp chudt 1én tép tin c6 tén la festival2004.bmp thi hé didu hanh co thé
hiéu 1a str dung chuong trinh MSPaint dé mé tép nay. Khi nhap dtp chudt 1én tép tin
congvan2004.doc thi hé diéu hanh c6 thé hiéu 1a sir dung chuong trinh MS-Word dé mo
tép nay.

17
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1.3.Thw muc — Folder

bé luu git, sép Xép cac tép tin thanh mot hé théng phan cép c6 tinh chat ché va tién dung
khi tim kiém, h¢ diéu hanh Windows cho phép nguoi sir dung xay dung cay thu muc theo
cach thurc:

» Odia logic cua may tinh dugc xac dinh 1a thu muc géc.
» (6 the tao nhi¢u thu myc con trong thu muc
» T¢p tin phai dugc chira trong mdt thu muc

Thur muc goc <tén 6 dia logic>

<tén thu muc con cip 1>

<tén thi myc con cap 1>

<tén thir myc con cap 2=

C6 thé hinh dung hé théng thu myc cia Windows qua ta dung ngan phiéu tra ctru sach tai
thu vién. Tu dung ngan phiéu la thu muc goc, trong ti sach cd cac ngan chia nho theo
tung chu dé do 1a cac thu muc con. M1 tam phi€u 1a mét t¢p tin chira thong tin tom tat vé
cuon sach.

Mot s6 nhan xét

= Hédiéu hanh cho phép dat tén dai dén 250 ki ty nhung dé d& quén 1y tép tin chi nén
dat tén ngan gon, goi nhd dén nodi dung chira trong tep tin (vi du:
thongke_taisan_quy!l.doc), khong g6 tiéng Viét trong phan tén va nén str dung dau
noi gitra cac cum tur.

= Phan mé rong thuong do cac chuong trinh tao ra tép tin ty dong thiét 1ap.

* Tén thu muc dugc dat theo qui tac dat tén tép tin nhung khong c6 khai ni¢ém phén mé
rong. Khong cé cac thu myc con clng cip tring tén nhau.

» Thu muc con cé thé trung tén vo1 thu muc me cua no.

* Hai tép tin chtra trong cung mot thu muc thi khong c6 tén trung nhau, nhung khac thu
muc thi 6 the.

= MQot tép tin phai chira trong mot thu muyc nhung khong chira dong thoi trong hai thu
muc con ciing cap.
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1.4.Dwong dan cho tép tin

Pé dién ta vi tri cia tép tin trong hé thdng thu muc chung ta can viét duong din theo cach
sau:

[tén qui woc dia logic:] [\] [<tén thuw muc>\ ...\ <tén thw muc>\ <tén tép tin>]

Vi dy: Puong dan C:\congvan2004\danhsachCB1.doc chi ra tép tin danhsachCB1.doc
dang dugc chura trong thu muc congvan2004 thudc dia C.

2.Thao tac véi tép tin va thw muc trén man hinh nén
2.1.Tao tép tin don gian
] Nhép chuot phai trén man hinh nén 1am xuét hién hop 1€nh.

= Chon muc NewText Document. Tép tin duoc tao ra chi la mot tép tin réng chua co
ndi dung gi bén trong.

Refresh

Paste
Paste Shortcut

Undo Delete  Ctr+Z

=) o

i} S1r.wtl:ut

Properties
@ Briefcase

MY Bitmap Image

) Microsoft Word Document

@ Microsoft Office Binder

El'] Microsoft PowetPoint Presentation
E Paint Shop Pro 5 Image

3 WinRAR archive
E Text Document

Hinh 26.  Minh hoa cac muc chon trén hép [énh dé tao tép tin kigu Text
2.2.Tao thw muc

= Nhip chudt phai trén man hinh nén lam xuat hién hop 1énh.
*  Chon muc NewFolder.

L
New Folder MNew Text
Document. txk
—
[—I ooy
New Folder (2) :_E
Neww Text
N Document
| I )6k
New Folder (3)

Hinh 27, Ba thu muc mdi va hai téo tn ducc tao.
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2.3.Tao biéu twong 16i tat

Y nghia cua biéu tugng 16i tat d6 1a rat ngan thao tac cho ngudi sir dung. Thuc hién thao
tac minh hoa:

= Nhip nat Start, chon myc Program— Accessories—Calculator. Nhip chudt tai muc
Calculator dé m& chuong trinh may tinh s6 hoc.

= Theo cach lam trén nguoi st dung phai thao tac chudt nhiéu 1an qua cac thuc don
1énh. Néu thao tac khong chinh xac s& khong mé duoc chuong trinh.Bay gio chiing ta
thuc hién tao biéu tuong 16i tat dit trén man hinh nén dé mé chuong trinh chi bang
mét 1an bAm nat nhu sau:

= Nhip nat Start, chon muc Program— Accessories—Calculator. — Nhip chudt phai tai
muc Calculator dé mo hop 1énh. Chon muc SendTo—Desktop (create shortcut).

= Trd vé man hinh nén dé nhin thay biéu twong 16i tit, sau d6 nhap dup chudt 1én biéu
tuong dé md chuong trinh.

B Command Prompt Oy -
[B] 1maging Scan for Viruses, .,

@ Motepad
ﬁ Paint

@ Synchronize

5 Add to Zip
£3) Add to calc.zip

=24 3% Floppy (A)

|§ Windows Explorer Cut 6 Deskkop (create shortcut)
r_‘} ‘WordPad Copy 54 Mail Recipient
Create Shorbcut %43 My Documents

Hinh 28, Cac muc dam mau thé hién cac vi tri can di chuvén chudt dén
2.4.DA4i tén cua biéu twong

Nhiap chudt phai 1én biéu tuong lam xuét hién hop 1énh. — Chon muc Rename. Sau d6 gb
tén mai vao 6 nhép.

Create Shorkcuk
Delete

Thao tdac goiy thém
Chi can nhap chudt mot 1an vao phan tén cua bicu tugng lap tirc hé di€u hanh cho phép
g0 tén mdi nhu hinh minh hoa.

ocument, doc
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2.5.S4p xép biéu twong trén Desktop

Nhép chuot phai Ién man hinh nén 1am xuét hién hop 1énh.

Chon muc Arrange Icons—Auto Arrange va nhap chudt dé chon chirc ning ty dong
sap x€p. Néu thuc hién di€u nay lan thir hai thi chire ndng Auto Arrange chuyén sang
trang thai khong chon.

Active Desktop »

by Name
Line Up Icons by Type
Refresh by Size

by Date

Arrange Icons

i Auto Arrange
Unda Delete  Ctrl+2

New »

Properties

Hinh 31.  Muc Arrange [oons va cac lua chon kigu sdp xép

Céc lua chon ki€u sap xép khac nhu

By Name - theo tén;
By Type - theo kicu;
By Size - theo dung lugng nhd;

By Date - theo ngay thang tao lap.

3.Chon nhém tép tin, thw muc

3.1.Chon nhém déi twong lién ké

Thao tdc bang thiét bi chudt

Keéo di chudt tao mot duong hinh chir nhét bao quanh cac biéu tugng mudn chon. Céc
biéu twong dugc chon d6i sang mau t6i nén thao tic chon duoc goi ném na la "boi den
dbi tuong".

Calculator

Mew Folder (3)

Hoso-den

xudt hign
dirong bao
hinh chir nht

Hinh 32, Chon nhém d&i tuiang lign k2 béng thao tac kéo di chust
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Thao tac két hop giita chudt va ban phim

] Nhép chudt chon mot biéu tuong.
»  Gilr phim Shift va nhap chudt vao biéu tuong khac.

3.2.Chon nhém biéu twong roi rac

Thao tdc két hop giita chudt va ban phim

= Nhip chudt chon mot biéu tugng. 7
»  Gilt phim Ctrl va nhap chudt vao biéu tugng khéac.

Diém quan trong ¢ déy 1a giir phim Ctrl khi chon cac ddi twong. Co thé nhap chon lan thir
hai trén mot doi tuong dé nhanh chong huy chon chi riéng cho doi tugng do.

Mew Text
Document. txt

Hinh 33, Chon nhém rdi rac

4.Huy chon

Dé hity chon toan bo cac dbi twong da chon trén man hinh nén, chiing ta nhap chudt tai vi
tri bat ky trén man hinh nén hodc bam mot trong cac phim mitii t€n c6 trén ban phim.

5.Sao chép/dan tép tin va thw muc
» Chuén bi: tao sin trén man hinh nén thu muc c6 tén 1a congvan va tép tin Imagel.

= Chon nhom biéu trong gém thu muc congvan va tép tin Imagel.
* Nhap chudt phai trén vung chon lam xuat hién hop Iénh. Sau d6 chon muc Copy.

b &
n o

congyan Open

Scan For Viruses..,

Open 'With »
g Add to Zip

Send To 2

Cut

Hinh 34.  Mhép chudt phéi lam xudt hién hép [énh, sau do chon muc Copy
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= Tao méi thu muc tén la New Folder. Nhép chuot phai trén thu muc nay lam xuét hién
hop 1énh va sau d6 chon muc Paste dé dan ban sao cua congvan va Imagel vao trong

thu muc nay.

My Document

My Compute

Open

Browese with Paint Shop Pro
Explore

Search...

Add ta Winamp's Bookmark list

g- Engueue in Winamp
% Play in Winamp
Sharing...

Cut

&a] Copy
|3

Recycle Bin Create Shorbcut
Delete
@ Rename
Internet Properties
Explorer
Hinh 35 Chon miic Paste

Goi ¥ thém: Sir dung t6 hop phim dé thao tdc nhanh

6.Di chuyén tép tin dén thw muc khac

= Chon biéu twong tép tin.

] Nhép chuot phai Ién vung chon dé 1am xuét hién hop Iénh. Sau d6 chon muc Cut.

B:”ém t(f) hop phim Ctrl+C tuong duong véi viéc chon muc Copy trong hop lénh.
Bam t6 hop phim Ctrl+V tuong duong véi viéc chon muyc Paste trong hop 1€nh.

= Nhip nit phai 1én thu muyc, noi s& cat giit tép tin, dé 1am xuat hién hop 1énh. Tiép theo
la chon muc Paste.

Goi ¥ thém: Sir dung t6 hop phim dé thao tdc nhanh

Bém t6 hop phim Ctrl+X twong duong véi chon muc Cut trong hdp 1énh.

7.Hién thj théng tin cua tép tin, thw muc

=  Chon nhom biéu tugng.

] Nhép chuot phai trén vung chon lam xuét hién hop 1énh, chon muc Properties.

modulZ_sys

Open

EBrowse with Paint Shop Pra
Explore

Search...

Add to Winamp's Bookmark list
Enqueue in Winamp

Play in Winamp

Create Shortcut

Delete
Rename

Hinh 3&.

Chon muc thude tinh

modul2_sys4, ... Properties

Geneal | Securiy |

@ 3 Files, 3 Folders

Type: Al of type File Folder

Location:

Size: 35,2 MB (37.014.351 bytes)
Size ondisk: 35,3 MB (37.027.840 bytes)

Allin C:\Documents and 5 ettings\administrator LAP™

2|

Alinbutes: [V Read-only
[ Hidden

Advanced.

Hinh 37.

Théna tin cla thu muc xudt hién
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Thong tin cla tép tin, thu muc xuat hién trong hop Properties cho nguoi dung biét sd
luong tép tin, thu muc va quan trong nhat 1 tong dung luong nhé (vi du theo hinh minh
hoa 13 35.2MB). Piéu dé gitp cho ngudi ding c6 quyét dinh chinh xac khi muén sao
chép tép tin, thu muc 1én céc thiét bi luu trir thuong sir dung nhu dia mém, thé nhé tién
dung Flash Memory, dia CDROM,...

bt thugc tinh chi doc (read-only): Trong hop thoai Properties, nhip chon 6 Read-only dé
dat thudc tinh chi doc cho tép tin hay thu muc va c¢6 thé nhap chon 6 Hidden dé dit thudc
tinh che ddu cho tép tin hay thu muc.

Attributes:

Advanced... |
(118 I Cancel | Apply

Hinh 38, & chon cho phép d8t thude tinh chi doc

8.X6a tép tin hoac thw muc

= Chon biéu twong hodc nhom biéu tuong (khéng phan biét lién ké hodc roi rac).
= Béam phim Delete dé x6a. Luu ¥ rang céac tép tin, thu muc bi x0a dugc dua vao mot
thu muc cta hé thdng cé tén goi 1a Recycle Bin (goi theo tiéng Viét 1 thung rac).

Biéu twong cua thiing réc rong va thung rac chira tap tin hodc thu myc di bi x6a trén man
hinh nén

E E

Recycle Bin Recycle Bin

Goi y thém: Chon biéu tuong tép tin hodc thu muc, sau d6 kéo vung chon dén biéu tuong
Recycle Bin va tha nit chudt. Thao tac nay cling la xo4 t€p tin va thu muc.

Luru ¥ Néu dung t6 hop phim Shift-Del dé thyc hién x6a tép tin, thu muc thi d6i tuong bi
x0a s€ mat han khong luu lai trong thung rac.

9.Mé tép tin

C0 hai cach dé mo tép tin:

= Nhip dap 1én biéu tugng tép tin hodc

= Nhip chudt phai trén biéu tuong tép tin 1am xuat hién hop 1énh, khi d6 c6 hai 1énh dé
chon:

- Lénh Open: c6 chirc ning mé tép tin bang chuong trinh di dugc dang ky véi
hé diéu hanh. Vi dy: tép tin congvan.doc dugc ding ky 14 mé bang chuong
trinh soan thdo van ban MS-Word. Viéc dang ky nay dugc thuc hién tu dong
khi chiing ta cai dat chuong trinh soan thao MS-Word.

- Lénh Open with: ¢ chirc ning mé tép tin bang chwong trinh tw chon trong
hdp 1énh nhu hinh minh hoa sau.
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Open
Prrinkt

Scan for Yiruses. .,

Open With
&) add ta Zip

) Add to congvan.zip

Send To

Cut
Copy

Motepad
Internek Explorer

Hinh 39.  chon muc Open With d&8 md tép bang chuong trinh t chon

Theo hinh minh hoa, t¢p tin congvan cé thé duoc m& béng chuong trinh Notepad hodc

Internet Explorer. Néu mudn mé tép tin bang chwong trinh khac thi chon muc 1énh

Choose Program... lam md& hgp thoai Open With

3

2]

Click the program you want to use to open

‘congvan.bxt',

1f the program is not in the list, click Other,

Choose the program you want ko use:

@Natepad

-~ - "

I Blways use this program to open these files

o]

Mi-:msoft FrontPage

?Micmsoft Paint

@Micmsoft PowerPoint For Windows
Microsoft Word For Windows

&Nero - Burning Rorm

b, Paint Shop Pro S Executable

Cancel | Othet...

|

Hinh 40, Chen lua chuong trinh md tép |a Microsoft Weord

Chon mét chuong trinh mé tép va nhip nat OK.

10.Mé thw muc

Co hai cach dé€ m¢ thu muc:

= Nhép dap 1én biéu tuong thu muc hodc

] Nhép chuot phai trén biéu tuong thu muc lam xuét hién hop Iénh, sau do6
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Chwong 4 — Cau hinh Windows (Control Panel)

1.Cac thao tac co’ ban

C6 thé xem man hinh nén 1a mdt cura s0 dic biét cua hé diéu hanh Windows. Bay gio
chung ta ti€p tuc tim hi€u thém vé cua s6, mot doi tuong ma nguoi st dung thuong thao

tac.

1.1.M& ctra sb

Nhiép dtp chudt 1én cac biéu tuong bat ky 13 thao tac co ban dé mé ctra so.
= Thyc hién nhip dup chudt 1én biéu tuong My Computer c6 trén man hinh nén dé mo
ctra s6 My Computer. Thao tac nhap dap chudt co thé thay bang thao tac chon biéu

tuong va bAm phim Enter.

My Computer

|I File Edit View Favorites  Tools Help

-0/ x]

|

|J =Exck ~ = - (3] | ﬁSearch L Folders @Hlstorv [z »

|J Address |H My Computer

J @Goi

&N = = &

() (E:)

3% Floppy  Local Disk (C:) Local Disk {D:) Compact Disc  Conkrol Panel

£l

|5 objectis) |@. My Computer 4

Hinh 41, Clfa =8 My Computer

= Thao tac nhép dap chudt lén biéu tuong thu muc bat ky ¢ trén man hinh nén dé mo

ctra sO lam viéc voi thu muc.

—|ol x|
_ Took  Help |-
_| d=fack -~ = - ,5]| aSean:h -anIders ”|
| Address |l New Folder =] e |

ey Bl
New Text Mew Folder
Document. bt

|2 object(s) 10 bytes A= My Computer 4

Hinh 42, MS& cifa =85 thif mic
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= Thao tac nhap dup chudt 1én biéu twong tép tin bat ky c6 trén man hinh nén dé mo
ctra sO lam viéc voi tép tin.

| & New Text Docum =10] x|
M ci. Edt Format  Hel

=

KT [

Hinh 43.  ™MJ clta =8 nhap ndi dung cho té&p tin dang txt
1.2.Céac thanh phan cla ctra s thw muc

Sau khi nhip dap 1én biéu twong thu muc bat ky dé mo ctra s6 thu muc, chung ta gip céc
thanh phan sau:

= Thanh tiéu dé ndm phia trén cira s6. Khi nhap dup chudt trén thanh tiéu dé lam phong
to hodc thu nho ctra sd.

= Dudi thanh tiéu d¢ 1a thanh thuc don 1énh gdm thuc don 1énh FILE, EDIT,... Tét ca
cac 1énh dé diéu khién ctra s6 va dé diéu khién cac ddi tugng khac trong ctra s6 déu c6
mat trong thanh thuc don 1énh.

= Thanh cong cu chira cac niit gin san chirc ning ( vi du nat # dé xo4 tép tin hay thu
muc da chon) gitp cho nguoi sir dung thao tac dé dang hon, chinh xac hon va nhanh

hon so véi viéc chon cac 1énh ¢6 trén thanh thuc don.
thanh thuc don

J File Edit thanh tiéu d& s Help

J = Back ~ m— ) L4 Folders gj@my | =
J Address IQ 2l v| @co

I b e
ﬁ]taikhoan.txt.csv 2KB Microsoft Excel Comma Sep
[=] 5.cm 6KE CMFile -
ﬂ LDISCAN,CFG 1KE CFG File

_1WinZip File Folder

_Iwebstudio File Folder

_ | Vietkey File Folder i
4 | »
[3? object(s) 3,37 MB |@ My Computer Y

Hink 24 A =F A dAta o

27



Gido trinh Tin hoc van phong

= Thanh cong cu dia chi (tiéng Anh 1a Address) c6 hop chon hd trg kha nang hién thi
thu myc theo so dd dang ciy gitp ngudi dung dé hinh dung cach t6 chtc thu muc trén
bd nhé ngoai mdi khi 1am thao tic chon va mé cac cira so tiép theo.

ﬂﬂ Desktop j 67 Go
m Desktop -
%3 My Documents
@ My Computer
29 344 Floppy (A1)
=1 ocal Di i)
&3 Local Disk (D) %
@ Compact Disc (E:}
(59 contral Panel
My Nebwork Places
| Recycle Bin
@ Internet Explorer —
|;| bank_ama
(O] chiase

(] gui_cuong -

Hinh 45. Hép chon hé trg khé ndna hién thi sg da thy muc dana cay

= Tai goc trén, bén phai ctra s6 ¢6 cac nat: 14 nit thu nho cira sd. Chi con mot nut bam
nhanh trén thanh tac vu cho phép mé lai ctra s6; duéi day lan luot 13 nit chirc ning
phong to cura s6 chiém toan bd man hinh, nat bién ddi cira sb vé trang thai co thé co
gian dugc, nat dong cira so.

= o 8 xl

X =10/ x|
| Edit [« |

File View Favorites Tools Help

J &Back ~ = - [1] | ‘Qisearch LY Folders (AHistory |

Jﬁddress IQ Cih Ll @ Go
Mame I Size l Type © ZI
Eteikhoan.txt.t 2KB Microsoft Excel Comma Sep
[#] s.cm 6KE CMFile
=8| LDISCAN,CFG cudn 1KB CFGFile
C1winzip File Folder
_webstudio File Folder,
_ ] Vietkey File Fold ¥
el ! i
37 object(s) 3,37 MB IS M§ Computer 7

Hinh 46,  Cla s8 thu muc gdc C;

28



Gido trinh Tin hoc van phong

= Thanh cudn ngang s¢ ty dong xudt hién ¢ dudi day ctra s6 khi mot phan ndi dung
trong ctra sO bi che khuét & hai phia trai hodc phai. Nhap chudt vao biéu twong [
hodc 1 dé di chuyén noi dung sang trai hodc phai.

= Khi néi dung trong cira s0 bi che khuat & phia trén hodc phia dudi, ching ta s& thay
xuét hién thanh cudn doc. Thao tac voi thanh cudn doc s& dich chuyén noi dung lén
trén hodc xubng dudi giap cho nhin thdy hét toan bo ni dung co trong cua so.

» Thanh trang thai la noi hién thi thong tin quan trong vé cac do6i tuong dugc chon
trong ctra so.

=  Pudng bién cira s6 1a dudng vién manh bao quanh céc ctra s6 ing dung. Pudng bién
giéi han pham vi ctra s6, phan biét phan ndi dung bén trong va bén ngoai cira s6. C6 2
loai: duong bién ngang va duong bién doc.

=  Pé co din ctra s6 ching ta dung chudt dé 1am thao tac kéo dudng bién ngang va doc.
=  Kéo goc duong bién s€ lam cho ctra s6 mo rong hodc thu hep theo ca hai chiéu ngang
va doc.

1.3.S& dung thanh céng cu co ban - Standard Buttons

Trude khi tim hiéu ¥ nghia cac nuat trén thanh cong cu co ban, chung ta thong nhét cac
khai niém sau:

Cira so hién tai

H¢ diéu hanh MS-Windows cho phép mé nhiéu thu muc trong ciing mét cira so.

Vi du: bat dau tir man hinh nén, chung ta md ctra s6 My Computer, sau d6 mé thu muc
gbc C, sau d6 thu muc WinZip cé trong thu muc C va mé tiép thu muc New Folder chira
trong thu muc WinZip.

& C:\WinZip\New Folder | =101 ]
Fle Edt View Favorites Tools Help

| ¢aBack ~ = - ]| QSearch Y Folders
| Address |;I C:AWinZip\New Folder ;j Go

|ﬁ ob]ectf_s) [Dhytes ! My Computer Y

Hinh 47, 17a =& hién tai 14 Mew Folder
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Theo thtr ty mé thu muc chiing ta c¢6 cac khai niém sau:

= Cua sé hién tai, 14 ctra s6 thu myc dang mo.

" cua so ngay trudc la ctra s6 thu muc xuét hién ngay trugc cua s6 hién tai.
= cira sO lién sau 1a cira s6 di dugc mé sau cira s6 hién tai.

Cira 56 hoat déng

Hé diéu hanh MS-Windows cho phép md nhiéu cira s6 khac nhau. Vi du: bat ddu tir man
hinh nén, chung ta m¢ ctra $6 My Computer, sau d6 mé ctira s6 1am viéc véi 6 dia C:, sau
d6 mo tiép mot thu muc khac chia trong C:. Chung ta lai quay trd vé man hinh nén va
mo ctra s6 My Computer. Khi d6 ctra s6 My Computer 14 cira s6 hoat dong.

Hé diéu hanh cho phép mo nhiéu ctra 6 nhung tai mdt thoi diém nhét dinh chi c6 mot
ctra s6 thu muc cho phép thao tac, va dugc goi 1a cira s6 hoat dong. Theo hinh minh hoa
dudi day, ctra s6 hoat dong 1a cira s6 My Computer. Thanh tiéu dé ctra s6 nay hién thi
sang mau.

1o/ xI| I -lojx
| File Edit View Favorites ”- | File Edit WView Favorites ”|-

| ¢=gack - = - 33| Qoeart | »|||| +Back + = - G| Qsearch >
Jnddresslg My Computer j p> Go _ﬂ.ddressl-f"_‘] C:A\WinZip J @Go

ﬁ;}gﬂﬁ@ﬂ

i3

1:“

3t Floppy  Local Disk (C:) Local Disk (D:) EXAMPLE.ZIP  FILE_ID.DIZ LICENSE.T:
(&) - -

«| | » 4 | »
5| 3 My Computer | 22 cbject(s)  [z.03mB A= vy com

Hinh 48,  Hai olifa 58 dang md, nhung chi cd ala s& My Computer la ofa =8 hoat déng

Tim hi€u y nghia cac nut:

s Back = | Duoc s dung dé quay trd lai clra s6 ngay trudce ctra so hién tai.

= - Puoc str dung khi ching ta da c6 st dung nat Back. Nut nay cho
phép quay trd veé cura s6 da cé trudc khi bam nut Back.
= | D¢ chuyén dén ctra s6 thu muc cha cua ctra s6 thu muc hién tai.

‘8 search Lam xuat hién ving tim kiém thong tin (Search). Nhap lan thir hai
deé dong vung tim kiém.
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(@eogromries S

‘ File Edit ‘iew Favorites Tools Help ‘
| GaBack v = - Qsearch  [YFolders (fHistory | L5 05 X ) | |T’

J.ﬁddress I;] Program Files LI (;) Go m Wiews "I
i _ 1 Bkav2002 _IComPlus Applications TS
Ccmak CIEditPlus 2 -
] Common Files ClFexweb [
| i
E object(s) selected | |@‘ My Computer /

Hinh 42,  Bam wao déu mi tén kép d& lam xudt hién cac nlt céng cu bi che déu

Khi cira s6 bi thu hep, mot s6 nut trén thanh cong cu bi che dau. Dau miii tén cho
phép hién thi cac nuat bi che dau.

) Yiews

Large Icons
Small Icons
® List
Details

Thumbnails

Hinh 50,  MNhdp dhon nat Yiew lam xudt hién hap 18nh

Thuc hién nhép chudt 1én ddu miii tén 1am xuét hién nat Views bi che dau. Trong hop
Iénh View c6 thé chon cac cach hién thi tép tin, thu muc trong ctra so:

=  Muc Large Icons: khi chon muc nay, biéu tuong duogc hién thi & kich thudce 1én.

=  Muc Small Icons: khi chon muc nay, biéu twong dugc hién thi & kich thudc bé.

= Muc List: dé hién thj biéu twong theo danh séach.

=  Muc Details: dé hién thi biéu twong v6i ddy du thong tin gdm: tén, kich thudc,... Muc
nay cho phép sip xép ndi dung trong cira s6 theo tén, kich ¢, theo ngdy chinh stra,...
bang cach nhap chudt trén cac nat. Khi d6 xuét hién ddu tam giac chi hudng 1én xac
dinh viéc sip xép danh sach theo kiéu dudi 1on-trén nho.

DIZE | 1vpE [IEL

nhin chuét vao nat dé
thuchién viéc sdp xép

Hinh 51. C6 thé sép xép ndi dung theo tén, kich cd,...

=  Muc Thumbnails: cho phép hién thi cac tép anh.
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1.4.Thanh dia chi - Address

Trén thanh Address, bAm chon miii tén j lam xuét hién danh sach biéu tuong dé chon
lya va mé céc ctra s6 khac nhu: Desktop, My Documents, My Computer,...

A My Computer hd

@ My Documents
Q, My Computer
ﬁ 3% Floppy (&)
(= Local Disk (C)
Compact Disc (D)

Hinh 52, Trén thanh dia chi cho phén chon nhanh cac & dia

1.5.Di chuyén gitra nhiéu ctra sb

Mé ba cira s6 dé thue hanh gém: My Computer, Recycle Bin, va mot ctra s6 thu muc bat
ky.

!2 My Computer

L

J File Edt View Favorites Tools  Hel ”I :
| €=Back - = - 35| Qearch [YFoiders  »
Jnddress [@ My Camputer EI PG

3 = & |

3% Foppy  Local Disk (C:) Compact Disc i
(an (D)

6 obiect(s) | IS my Computer A

Hinh 53.  Cira =6 My Computer

[ Recycle Bin

| Fle Edt View Favortes Tooks Help | -
| e - 9 - G| Qoo Chroes Prioy |G B X

J Address ﬁ Recycle Bin j f?Gn
Namg © | Original Location | Date Deleted | Type
C:\Documents and ... 28-Jun-04 9:21 AM  Microsoft Waord Do
| i
125.5K8 |

Hinh 54,  Qfa s8 Recvcle Bin

e
| Ele Edt Vew Favortes Tools Help ‘
j =Eack ~ = - (3] | Qisearch [LFolders CAHistory |5 OF x>

]Agdress Ilﬂ Ci\Documents and SettingsiAdministratoriDeskbopiew Folder j u:; Go

|0 object(s) 0 bytes 3 My Computer 4

Hinh 55, Cifa =8 thu muc New Folder
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*  Su dung nat Maximize dé mé rong ctra s6 day man hinh, st dung nit Minimize dé
thu nhd tirng ctra s6 thanh nit bam nhanh trén thanh tac vy; sir dung nut Restore
Down d¢ dua cac cua so vé dang co thé thay doi kich c¢d.

| |

Nhap chudt vao nit bam nhanh trén thanh tic vu dé mé rong hodc thu nho céc cira so.

= My C-:mpul:erl FARecyele Bin | i New Falder | “ B EE

Hinh 56. Cac nat bam nhanh cta cac cua so

2.Ctra sé Control Panel

Nhiép chudt 1én nut Start Settings Control Panel ¢ mo ctra s6 Control Panel.

|| Ao [0 contrl Penel = @ |

B € B = 9 § 9

Accesshiity  AddfRemove AddiRemowe  Administrative  Automatic DateTime

Display

Options Hardware  Programs Tools Updates
i & ’ 2 G 1
& W 4 A G e J
Fax Folder Options Forts Garme Interrnet Keyboard Mail
Cantrollers COptions
(- . A 2 — p e
7 an i i L i
o/ @] : v ] |
Mouse Wetwark and  Phore and  Power Options  Printers Regional  Scanners and

Dialup Co...  Modem ... Options Cameras

m & 8 % @

Scheduled  Sounds and System Usersand  Wireless Link
Tasks Multimedia Passwards

Hinh 57. Clra s& Control Panel

2.1.Biéu twong System

Trong ctra s6 Control Panel, nhép dap vao biéu tugng System s€ lam xuét hién hop thoai
System Properties cho phép xem thong tin cia hé thong.

System Properties _?Iﬁj

General | Ne!wolkldenlificatiunl Hardwarel User Profi\es1 Advancedl

System:
Microsoft Windows 2000
5.00.2195
Service Pack 4

Registered to:
laptop09
itivrubh
51873-005-1558727-09893

Computer;
%36 Family B Model 5 Stepping
2
AT/AT COMPATIBLE
130,568 KB RaM

ITI Cancel | Apply |

Hinh 58. Hdp thoai cung cip théng tin hé théng
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Thong tin thu duoc qua the General cua hop thoai System Properties:
» H¢ diéu hanh da cai dat 1a Microsoft Windows 2000.
* Dung lugng bd nhé RAM 1a 130 568 KB (~128MB).

2.2.Biéu twong Date/Time

Trong ctra s6 Control Panel nhép dap chudt vao biéu tugng Date/Time s€ m& hop thoai

Date and Time Properties.

Date and Time Properties -

Date &Time | Time Zone | Internet Time |
Date

Time

5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 @ 21 22 23 24 25
26 27 28 29 30 31

11:38:16AM =]

Current time zone: SE Asia Standard Time

o]

Cancel |

Hinh 59.

Cé thé chinh sifa du'dc ngay thang cha hé thédng

= Nhap chon thang, ndm mdi & phan Date. C6 thé dicu chinh thoi gian ¢ phan Time.
* Nhap chon nit Apply dé ap dung di€u chinh. Nhap chon nut OK dé keét thuc viéc diéu

chinh va dong hop thoai.

2.3.Biéu twong Mouse

Nhiép dip chudt 1én biéu tuong hinh con chuét trong cira sO Control Panel dé mo hop
thoai Mouse Properties cho phép di€u chinh hoat dong cua thiét bi chudt may tinh.

2.3.1.Thé Buttons

Hinh 60.

Mouse Propertics 7

Buttons | Fointers | Motion | Hardware |

~ Button configuration
= Righthanded (" Lsft-handed

Left Button: Right Buttor:

- Normal Select - Context Menu
- Mormal Drag - Special Drag
r~ Files and Folder

" Single-click to open an item [point to select]

]

* Double-click lo open an item [single-click: to select]

~ Double-click speed
Test area

J— Fast

Slow

oK l Cancel | Apply

C4 thé digu chinh dudc hoat déng cda thigt bi chudt

34
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nang cua hai nit chudt bi ddo cho nhau gitp cho ngudi thuan tay trai lam viéc dugc

dé dang.

= Phan Files and Folders: Néu chon Single-click ... thay cho Double-click... thi viée di
con tré chudt trén biéu tugng cling chinh la chon biéu tugng. Biéu hién cho viéc chon

Single-click 1a trong cac cira s6 chung ta thdy tén biéu twong c6 diu gach chan.
* Phan Double-click speed: Co thé di€u chinh d¢ tré cho viéc nhap dip bang cach di
chuyén num trén thanh trugt vé trai hodc phai. Dat tai vi tri & gitra 1a tot nhat.

2.3.2.The Pointer

= Phan Scheme Nhip niit tam giac lam xuét hién danh sach mau chon.

2%

Bultons  Pointers |Muliuni Hardwalel

—Scheme

7 %
Saveds.. Delete | 2

Customize:

Normal Select i% =

Help Select %?

Warking In Background e

Busy E

Precision Select +
.-

¥ Enable pointer shadow Use Default I B I

Ok I Cancel | Apply

Hinh 61. G thé chon hinh dang con trd chubt

Conductor [system scheme) ¥

Dinogaur [system scheme)

Hands 1 [system scheme)

Hands 2 [system scheme]

Magnified [system scheme)

Old Fashioned [spstem scheme|

Yariations [system scheme)

YWindows &nimated [system scheme]

Windows Black [spstem scheme)

Windows Black [extra large] [system scheme)
YWindows Black (large] [spstem scheme)
Windows Default [system scheme)

Windows Inverted [extra large] [system scheme)
Ywindows Inverted (large) [system scheme)
Windows Inverted [system scheme]

Windows Standard [extra large) [system scheme —

Windows Standard [large] [svstem scheme) ¥

Hinh 62.  Danh sAch man chon
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M&i mau chon gdm nhiéu hinh anh khac nhau cta con tré chudt theo ting tinh hudng cua
hé thong. Vi du chon mau Conductor thi hinh anh con tré chudt thay doi, khi dé hinh anh
ban tay chi 1én s€ thay thé miii tén mau trang nhu ching ta thuong str dung.

Muouse Properties & FES

Buitons  Pointers i MutiDnl Hardwalel

i~ Scheme

Conductor (system scheme] j K

|
Savedbs . Delete

Customize:

Help Select ]

‘working In Background ?@,

Busy @

Frecision Select 4‘&3
v [

¥ Enable pointer shadow Use Default e |
ag I Cancel I Apply |

Hinh 83. Thay thé& con trd chudt khi & trang thai Normal Select

= Pé dit hinh anh vé dang thudng str dung, chiing ta nhap nut Use Default cho timg ndi
dung trong myc Customize hodc chon gia tri None trong myc Sheme. Sau do:
- Nhap nut Apply dé thyc hién nhiing lya chon nhung chua dong hop thoai
- Nhap nat OK dé dong ¥ v6i nhimg lya chon dong thoi dong hop thoai.
- Nhiép nat Cancel dé bo qua cac lua chon va dong hop thoai.

2.4 Biéu twong Display

Trong cira s6 Control Panel, nhap dtip biéu tuong Display dé md hop thoai Display
Properties.

Display Properties 2lx|

Background | Screen Saverl Appearancel web | Effeclsl Settings I

Select a background picturs or HTML document as ‘W allpaper:

) More) - Browse... |
%’ Blue Lace 16
@ Bailing Paint PFicture Display:
Center
%’ Coffes Bean
@Fall Memorles Paty
L, e LI attern.. |

QK I Cancel | Apply |
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Hinh 64. Hop thoai Display Properties

C6 thé hinh dung man hinh nén ciia Hé diéu hanh nhu mét ban lam viéc cta moi nguoi.
Néu nhiéu ngudi ding chung modt may tinh thi Windows cho phép mdi ngudi c6 mot man
hinh nén riéng bi¢t, do chinh 14 tinh ¢4 nhan ho4d mdi truong lam viéc dugc HE diéu hanh
Windows hd trg.

Hop thoai Display Properties c6 nhiéu thé: Thé Background, the Screen Saver, thé
Appearance,... Moi thé chira nhitng lya chon khéac nhau dé giup di€u chinh viéc hién thi

thong tin trén man hinh.

2.4.1.Thé Background

Cho phép nguoi sur dung thao tac:

= Thay d6i anh, miu nén cia man hinh nén.

= Thay d6i cach hién thi anh trén man hinh nén khi thao tac vdi 6 Picture Display.
= Chinh sira miu dang cia man hinh nén qua nt Pattern.

2.4.2.Thé bao vé man hinh - ScreenSaver

Cho phép thiét 1ap cac kiéu bao vé man hinh, tiét kiém dién nang cho may tinh trong
nhiing thoi gian may dang bat nguon dién nhung chua stir dung.

ooy propeties I

Backoround - Screen Saver IAppaarancel ‘wieh I Effeclsl Settings I

Soreen Saver

3D Maze [Dpenil) Settings. | Preview I

[~ Pasaword protected Wait'l 155: minutes

Energy saving featuies of monitar
To adjust the poveer settings for your monitor,

click Power
Pawer.. |
0K I Cancel | Apply I

Hinh 65. Theé Screen Saver

] Nhép Settings dé thay ddi cac hiéu ung vé mau sic, tan sd xuit hién hinh anh, ...

= Nhip Preview dé xem cac thay ddi vira thuc hién.

= Chinh s phut cho tin hiéu tir thiét bi nhap & 6 Wait. Sau s6 phit qui dinh, hé thong tur
dong chuyén man hinh sang ché do bao vé.

= Thiét lap ché do tiét kiém dién nang cho man hinh, 0 dia cing va ca hé thong bang
cach nhap nat Power va sau do dleu chinh khoang thoi gian nguing cung cap ngudn
dién cho cac thiét bi man hinh, 6 cung.
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Power Options Properties “al ﬂﬂ
Power Schemes IAIarmsI Power Meterl Advancedl Hihematel

Select the power scheme with the most appropriate settings for
this computer. Note that changing the zettings below will modify
the selected scheme.

— Power scheme:

Save Az... I Delete

— Settings for Home/Office Desk power scheme

‘when computer is: E@h Flugged in Eiutrtmi_ng il
= batteries

Turty off maritar: IAfter 20 minz LI |After 5 ming j
Turty off hard digks: | MNever j |After 10 ming j
Spstem standby:  [Never | aterSmine =]
System hibernates: INever LI IAfter 20 ming LI

ak I Cancel I Apply |

Hinh 65,  Hép thoai cho phép digu chinh cach s dung dién cla mot 56 thiét bi

2.4.3.Thé Appearance - Thiét ldp cira s6 hé thong theo mau san cé

Display Properties i 2 x|

Backgroundl Screen Saver  Appearance |W’eb I Effectsl Settings I

Active Window [

Mormal  Disabled | Selecked

Window Text

5:

Message Text
Ok

Scheme:
‘windows Standard j Save Az... I Delete |

Color:  Calar 2

ZE: - El _|'I
5 Calaor
Fl |

Itern:

(B

= |—| B| |
Ok I Cancel | Apply |

Hirh 67.  Thé cho phép thay déi kiéu dang hién thi cla clra s8

= Chon mAu cira sb trong muc Scheme. Mau thuong ding 14 Windows Standard.

= Chon ting chi tiét cta cira s dé chinh sira trong muc Item. C6 thé chinh chi tiét mau
cua thuc don 1énh-Menu, ... Mdi 14n chinh stra, hinh anh minh hoa vé ctra sd ¢o thay
dbi twong tmg giup cho ngudi dung co thé ra quyét dinh cudi cung.

= Nhip nit Apply dé ap dung mau cira s6 méi cho hé théng nhung chwra dong cira s6
Display Properties.

= Nhip nat OK dé ap dung mau da chon va dong ludn cira s6 Display Properties.
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2.4.4.Thé Effects - Thiét lap hiéu irng cho cira s6

Display Properties

Backgrun:ll Screen Savell Appearancel web  Effects ISatlings |
Desktop icons -

1 d

5 @ g

] My Documents My Metwork  RecycleBin Rec
Places [full) le

|

Changelcon.. |  Defauticon |

~Visual effects
[V Use transition effects for menus and toollips m
[~ Smooth edges of screen fonts

[T Use large icons

[V Show icons using all possible colors

[V Show window contents while dragging

¥ Hide keyboard navigation indicatars until | use the Alt key

| 0K I Cancel | Apnly

Hinh &8.

Thigt 13p hiéu ’ng cho cifa s& qua cac Iua chon

2.4.5.Thé Settings - Thiét lap dé phdn gidi man hinh

Display Properties 7] x|

Display:

- Colors

Backgromdl Scresn Swul Appearmae] ‘Web ] Effects Settings |

=
[Multiple Monitors] on S3 VIRGE Mx
- Screen area
Less More
W g
1024 by 768 pixels

a

- ? » B

w anrpsy
LR

i S [ i s | n

Troubleshoot.. | Advanced.. |

0K | Cancel | A |

Hinh 69. Thiét |&p db phén qidi
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Chwong 5 — Internet va cac dich vu
1.Mé& dau
1.1.Lich s phat trién

Mang Internet ngay nay la mft mang toan cau, bao gébm hang chuc triéu nguoi sir dung,
dugc hinh thanh tir cudi thap ky 60 tir mot thi nghiém ctua Bo qubc phong My. Tai thoi
diém ban dau d6 1a mang ARPAnet ctia Ban quan 1y du 4n nghién clru Quéc phong
.ARPAnet 12 mdt mang thtr nghi€ém phuc vu cac nghién ctru quéc phong, mét trong
nhimg muc dich ctia n6 1a xay dung mot mang mdy tinh c¢6 kha ning chiu dung céc su cd
(vi du mot sb nat mang bi tn cong va pha huy nhung mang van tiép tuc hoat dong).
Mang cho phép mot may tinh bat ky trén mang lién lac véi moi mdy tinh khac.

Kha ning két ndi cac h¢ théng mdy tinh khac nhau da hap dan moi nguoi, va lai day cling
1a phuong phap thuc té duy nhat dé két nbi cac may tinh cua cac hing khac nhau. Két qua
1a cac nha phat trién phan mém & My, Anh va Chau Au bt dau phat trién cac phan mém
trén bo giao thirc TCP/IP (giao thirc dugc sir dung trong viée truyén thong trén Internet)
cho tat ca cac loai may. Piéu nay ciing hip dan cac truong dai hoc, cac trung tam nghién
ctru lon va cac co quan chinh phu, nhiing noi mong mudn mua may tinh tir cac nha san
xuat, khong bi phu thudc vao mot hang c¢b dinh nao.

Bén canh d6 cac hé thong cuc bd LAN bit dau phat trién cing véi sy xuat hién cac may
dé ban (desktop workstations)- 1983. Phan 16n cac may dé ban sir dung Berkeley UNIX,
phan mém cho két néi TCP/IP di dugc coi 1a mot phan cta hé diéu hanh nay. Mot diéu ro
rang 13 cic mang nay c6 thé két néi v6i nhau dé dang.

Trong qua trinh hinh thanh mang Internet, NSFNET (dugc su tai trg cua Hoi khoa hoc
Quéc gia M¥) dong mot vai tro twong dbi quan trong. Vao cudi nhirng nam 80, NFS thiét
1ap 5 trung tAm siéu may tinh. Trudc d6, nhitng may tinh nhanh nhét thé gioi duoc sir
dung cho cong viéc phat trién vii khi méi va mot vai hang 16n. Vi cac trung tim moi
nay, NFS da cho phép moi nguoi hoat dong trong linh vyc khoa hoc dugc sir dung. Ban
dau, NFS dinh sir dung ARPAnet dé ni 5 trung tdm may tinh nay, nhung y d6 nay da bi
thoi quan li€u va by may hanh chinh lam that bai. Vi vay, NFS da quyet dinh xay dung
mang riéng clia minh, van dya trén thu tuc TCP/IP, duong truyén toc do 56kbps. Cac
truong dai hoc duoc ndi thanh cic mang ving, va cac mang ving duoc nbi véi cac trung
tam siéu may tinh.

Dén cudi nam 1987, khi luong thong tin truyén tai 1am cac may tinh kiém soat dudng
tmyen va ban than mang dién thoai ndi cac trung tAm siéu may tinh bi qua tai, mot hop
ddng vé nang cAp mang NSFNET di duoc ky véi cong ty Merit Network Inc, cong ty
dang cung v6i IBM va MCI quan Iy mang giao duc ¢ Michigan. Mang cii da duoc nang
cép bang duong dién thoai nhanh nhat liic by gi0, cho phép néng toc do Ién gap 20 lan.
Cac may tinh kiém so4t mang ciing dugc néng cap. Viéc nang cap mang van lién tuc
dugc tién hanh, dic biét trong nhitng nam cudi cung do s6 lwong ngudi sir dung Internet
tang nhanh chong.
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Diém quan trong ciia NSENET 13 n6 cho phép moi ngudi cung st dung. Truéec NSFNET,
chi ¢6 cac nha khoa hoc, chuyén gia may tinh va nhan vién cac co quan chinh phu c6
duoc két ndi Internet. NSF chi tai trg cho cac truong dai hoc dé ndi mang, do do mdi sinh
vién dai hoc déu co6 kha niang lam viéc trén Internet.

Ngay nay mang Internet da duoc phat trién nhanh chong trong gi6i khoa hoc va gido duc
cia My, sau do phat trién rong toan cau, phuc vu mot cach dic lyc cho viéce trao doi
thong tin trudc hét trong cac linh vuc nghién ctru, gido duc va gan day cho thuong mai.

1.2.T6 chirc cta Internet

Internet la mét lién mang, tirc la mang cta cac mang con. Vay dau tién l1a Van dé két ndi
hai mang con. Dé két ni hai mang con voi nhau, ¢6 hai van dé can giai quyet V& mit vat
1y, hai mang con chi c6 thé két ndi voi nhau khi c6 mot may tinh c6 thé két ndi véi ca hai
mang nay. Viéc két ndi don thuan vé vay ly chua thé 1am cho hai mang con c6 thé trao
dbi thong tin véi nhau. Vay van dé tht hai 13 may két ndi dugc vé mat vat 1y véi hai
mang con phai hiéu dugc ca hai giao thirc truyén tin duoc sir dung trén hai mang con nay
va cac gobi thong tin cia hai mang con s€ dugc gui qua nhau thong qua d6. May tinh nay
duoc goi la internet gateway hay router.

Net 1 = Net 2
—f =T

R

Hinh 70. Hai mang Net 1 va Net 2 két nbi thong qua router R.

Khi két ndi da trd nén phic tap hon, cic may gateway can phai biét vé so dd kién trac
cua cac mang két noi. Vi du trong hinh sau day cho thay nhiéu mang dugc két ndi bang 2
router.

MNet 1 = =) Met 2 _ = Met 3
== ==
RA1 R2

Hinh 71. Mang két ndi v6i nhau théng qua 2 router

Nhu vay, router R1 phai chuyén tat ca cac goi thong tin dén mot may ndm ¢ mang Net 2
hodc Net 3. Vi kich thudc 16n nhu mang Internet, viéc cac routers lam sao c6 thé quyét
dinh vé viéc chuyén cac goi thong tin cho cac may trong cac mang s€ trd nén phurc tap
hon.
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beé cac routers c6 thé thyc hién duge cong viéc chuyén mot s6 16n cac goéi thong tin thude
cac mang khéac nhau nguoi ta dé ra quy tac la:

Cdc routers chuyén cdc goi thong tin dva trén dia chi mang cua noi dén, chir khong phai
dua trén dia chi cua may may nhan.

Nhu vay, dua trén dia chi mang nén téng $6 thong tin ma router phai luu gitr vé so do
kién triic mang s€ tuan theo s6 mang trén Internet chir khong phai 1a s6 may trén Internet.

Trén Internet, tat ca cac mang déu co quyén binh dang cho du chiing c¢6 to chirc hay sb
lugng may la rat chénh I¢ch nhau. Giao thirc TCP/IP cua Internet hoat dong tuan theo
quan diém sau:

Tét cdc cdc mang con trong In}erneg nhuw la Ethernet, mot mang dien rong nhu NSFNET
back bone hay mot lién két diem-diém giita hai mdy duy nhat déu dwoc coi nhu la mot
mang.

Diéu nay xuat phat tir quan diém dau tién khi thiét ké giao thuc TCP/IP 14 dé co thé lién
ket gilta cac mang co kién triic hoan toan khac nhau, khai niém "mang" d6i véi TCP/IP bi
an di phan kién trac vat Iy ciia mang. Day chinh 1a diém gitap cho TCP/IP té ra rat manh.
Nhu véy, ngudi dung trong Internet hinh dung Internet 1am mot mang thong nhat va bat

ky hai may nao trén Internet déu duoc ndi véi nhau thong qua mot mang duy nhat. Hinh
v€ sau mo ta kién truc tong thé cia Internet.

. \/' \
f \
- \_
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Physical
net

Hinh 72. (a) - Mang Internet dudi con mat ngudi st dung. Cac may duge ndi voi nhau
thong qua mdt mang duy nhat. (b) - Kién tric tong quat cua mang Internet. Cac routers
cung cap cac két noi gitra cdc mang.

1.3.V4n dé quan ly mang Internet

Thuc chét Internet khong thudce quyén quan 1y cta bat ky ai. N6 khong c¢é giam dbc,
khong c6 ban quan tri. Ban c6 thé tham gia hodc khong tham gia vao Internet, d6 1a
quyén ctia mdi thanh vién. Moi mang thanh phan s& c6 mot giam doc hay chu tich, mét
co quan chinh pht hodc mét hing diéu hanh, nhung khong c6 mét to chirc nao chiu trach
nhiém vé toan bo Internet.

Hiép hoi Internet (Internet Socity- ISOC) la mot hi€p hoi tu nguyén c6 muc dich phat
trién kha nang trao doi thong tin dua vao cong nghé Internet. Hiép hoi bau ra Internet
Architecture Board- IAB (Uy ban kién triic mang). Ban nay c6 trach nhiém dua ra cac
hudng dan vé ky thuét cling nhu phuong hudng dé phat trién Internet. IAB hop dinh ky
dé ban vé cac van dé nhu cac chuén, cach phén chia tai nguyén, dia chi ...

Moi ngudi trén Internet thé hién nguyén vong ciia minh thong qua uy ban ky thuat
Internet (Internet Engmeermg Task Force - IETF). IETF ciing 1a mot to chirc ty nguyén,
c6 muc dich thao luan vé cac van dé ky thuat va sy hoat dong cua Internet. Néu mot van
dé duoc coi trong, IETF 1ap mot nhoém ki thuat dé nghién ctru van dé nay.

Trung tdm thong tin mang (Network information center-NIC) gdm c6 nhiéu trung tim

khu vuc nhu APNIC - khu vuc Chﬁl:l 4-Thai binh duong. NIC chiu trach nhi¢m phan tén
va dia chi cho cac mang may tinh noi vao Internet.
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2.Cac dich vu
2.1.Dich vu thw dién t& - Electronic Mail (E-mail)

Thu dién tir, hay thuong goi e-mail, 1a mt trong nhiing tinh nang quan trong nhét cta
Internet. Mic du ban dau duoc thiét ké nhu mot phuong thie truyén cac thong di€p riéng
gitia nhirng ngu:01 dung Internet, Internet e-mail la phuong phap truyén vin ban ré tién
nhat c6 & moi noi. Chi ton khoang vai cent dé guri e-mail di bat ky dau trén thé gidi, ré
hon nhiéu so véi cudce buu dién loai thap nhét. Mot trong nhitng loi ich chinh cua e-mail
1a téc d6 Iuu chuyén. Tuy khong tirc thoi nhur fax, thoi gian truyén e-mail thuong duoc
tinh bang phut, ngay ca khi nguoi giri va nguoi nhan & tan hai ddu cua trai dat.

Heé thdng dia chi e-mail: Mot van dé vo cung quan trong trong qua trinh giri hay nhan thu
1a cach xac dinh chinh xac dja chi ctia thu can giri dén. Dé thuc hién diéu nay nguoi ta st
dung dich vu danh tén vuing (Domain Name Service - DNS). Dya trén dich vu danh tén
ving, viéc danh dia chi e-mail cho ngudi sir dung sé& rat don gian nhu sau:

Tén_nguoi sit dung@Tén diy da_cia_domain

Vi du ngudi dung Nguyén Vin A thudc domain 1a hn.vnn.vn s& c¢6 thé co dia chi e-mail
la AVNGUYEN@HN.VNN.VN

2.2.Dich vu mang théng tin toan cau WWW (World Wide Web)

Pay dich vu m&i va manh nhét trén Internet. WWW duoc xay dung dua trén mot ki thuat
c6 tén goi la hypertext (siéu van ban). Hypertext 1a ky thuat trinh bay thong tin trén mot
trang trong d6 c6 mot so lién két téi mot trang thong tin mdi ¢6 ndi dung day da hon.
Trén cting mot trang thong tin ¢6 thé co nhiéu kiéu dir liéu khac nhau nhu TEXT, anh hay
am thanh. Dé xay dung céc trang dir liéu vdi cac kiéu dir liéu khac nhau nhu vay, WWW
st dung mot ngon ngir c6 tén 1a HTML (HyperText Markup Language). Ngon ngir
HTML duogc xay dung trén co s&é ngén nglt SGML (Standard General Markup
Language). HTML cho phép dinh dang céc trang thong tin, cho phép thong tin dugc két
nbi voi nhau.

Dé thuc hién viéc lién két cac tai nguyén, WWW su dung phuong phap co6 tén la URL
(Universal Resource Locator). V61 URL, WWW ciing c6 the truy nhap tdi cac tai nguyén
thong tin tir cac dich vu khac nhau nhu FTP, Gopher, Wais... trén cac server khac nhau.

Nguoi dung sir dung mot phan mém Web Browser dé xem thong tin trén cdc may chu
WWW. Tai server phai c6 mot phan mém Web server. Phan mém nay thuc hi¢én nhan cac
yéu cau tir Web Browser guri 1én va thyc hién yéu cau do.

Vi su bung nd dich vu WWW, dich vu nay cang ngay cang dugc mé rong va dua thém
nhiéu k¥ thuat tién tién nham ting kha ning biéu dat thong tin cho ngudi str dung. Mot sb
cong nghé méi duge hinh thanh nhu Active X, Java cho phép tao cac trang Web dong
thuc sy mé ra mot hudng phat trién rat 16n cho dich vu nay.
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2.3.Dich vu truyén file - FTP (File Transfer Protocol)

Dich vu FTP dung dé truyén tai cac file dir liéu gitra céc host trén Internet. Cong cu dé
thuc hién dich vu truyén file 1a chuong trinh ftp, n6 sir dung mot giao thirc cia Internet 1a
giao thuc FTP (File Transfer Protocol). Nhu tén cua giao thirc da noi, cong viéc cua giao
thire nay 1a thuc hién chuyen cac file tir mot may tinh nay sang mot may tinh khac. Giao
thirc nay cho phép truyén file khong phu thude vao véan dé vi tri dia ly hay moi truong hé
diéu hanh cta hai may. Piéu duy nhat can thiét 1a ca hai may déu c6 phan mém hiéu duoc
giao thire FTP. ftp 1a mot phan mém nhu vy trén hé diéu hanh Unix.

Mubn st dung dich vu nay trude hét ban phai c6 mot dang ky nguoi dung ¢ may remote
va phai c6 mot password tuong tng. Viéc nay s€ giam s6 ngudi dugc phep truy cép va
cap nhap céc file trén hé thong & xa. Mot s6 may chu trén Internet cho phép ban login voi
mot account la anonymous, va password la dia chi e-mail cua ban, nhung tat nhién, khi
d6 ban chi c6 mot s6 quyén han ché vai hé thong file & may remote.

bé phién lam viéc FTP thuc hién duogc, ta cling can 2 ph?m mém. Mot 1a ung dung FTP

client chay trén may cua ngudi dung, cho phép ta guri cac Iénh t¢i FTP host. Hai 1a FTP

server chay trén may chu ¢ xa, dung dé xtr Iy cac 1énh FTP ctia ngudi ding va twong tac
v6i hé théng file trén host ma nd dang chay.

Ftp cho phép ban tim kiém thong tin trén server bang cac 1énh thong dung nhu Is hay dir.
Khi nguoi dung danh cac 1énh nay, ftp sé chuyén Ién cho server, tai server sé€ thuc hién
1énh nay va gtri vé thong tin danh sach cac file tim duoc. Nguoi str dung sau khi nhan
dugc cac thong tin nay sé gui yéu cau vé mot file nao do bang 1énh:

get source_file_name destination_file_ name

Con khi mudn truyén mot file 1én may ¢ xa, nguoi sir dung dung 1énh:

put source_file_name destination_file_name

Dé mot luc b thé tai vé hodc truyén 1én may & xa nhiéu file, nguoi ta c6 thé dung cac
1énh mget va mput va st dung cac ky tu wild cast nhu trong moéi truong DOS. Vi du sau
s€ tai cac file c6 tén la *.dat:

mget *.dat

Sau day 1a mot vi du vé mot giao dich truyén file:

# fip fip.vnd.net két néi véi mdy chii

Connected to ftp.vnd.net

220 FTP Server ready.

name: anonymous go user name dé login

331 send your e-mail as password
Password: password khong hién thi
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230 User guest logged in. Access restricted is apply
fip>dir lénh hién thi danh sdch cdc file
sendmail-7.5 tcp-wrapper innd w project.dat
fip>get project.dat tdi file vé local

ftp>quit thoat ra khoi dich vu

221 Goodbye.

Pé sir dung dich vu FTP, ngudi sir dung c6 thé chay phan mén} FTP client vi du nhu:
WS _FTP hay CUTFTP day la cac chuong trinh c6 giao dién d6 hoa khé than thién véi
nguoi st dung. Ban c6 thé download cac phan mém nay tir Internet dé cai 1én may tinh
cua ban.

2.4 Dich vu Remote Login - Telnet

Dich vu nay cho phép ban ngéi tai may tinh cua minh thyc hién két ndi téi mot may chu
& xa (remote host) va sau d6 thyc hién cac 1énh trén may chii ¢ xa nay. Khi ban da két n6i
t61 may remote va thyc hién xong vi€c login, nhiing gi ban gd vao ban phim s& dugc
chuyen td1 may remote va c6 tac dung nhu viéc gd ban phim & chinh may remote d6. Ban
c6 thé truy nhap bat ctr dich vu gi ma may remote cho phép cac tram cuc bd ctia minh
truy nhap.

Pé thyc hién dich vu Telnet, tai may ctia minh ban gd:
# telnet remote-host-name
Vi du sau ddy mo ta nguoi dung hoalt login vao mot may chu UNIX tai VDC:

# telnet www.vnd.net

Trying...

Connected to www.vnd.net

Escape character "]’

login: hoalt login vao may remote
Password: pasword khéong dwoc hién thi
Last login: Sat Sep 7 17:16:35 from localhost
8 Is Lénh thyc hién trén may remote
sendmail-7.5 tcp-wrapper innd www

8 pwd Lénh thyc hién trén may remote
/home/hoalt

$ logout logout khoi mdy remote

#

Nhu vay, telnet 1a mot cong cu giup ban login vao mdt may ¢ xa. Nhung mudn vay may
¢ xa phai cho phép ban sur dung dich vu nay. Cu thé 1a trong vi du trén ban phai c6 mot
dinh danh nguoi st dung tai may ¢ xa la hoalt voi mot password nao do.
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2.5.Dich vu Gopher

Gopher la mdt dich vu tra ctru thong tin trén mang theo chu dé va st dung cac menu. Khi
mot client noi vao mot server, man hinh cua client sé xuat hién nhu sau:

Internet Gropher Infermation Client v2.0.16
Home Gopher server: wildlife.ora.com

1. Introduce and Cover

2. Foreword

3. Country and Account/

4. Search Country Data <?>

5. Wildfile FTP Site/

Press ? for Help, q to Quit

page: 1/1

Ngudi ding c6 thé chon dé myc ma minh quan tdm hodc gé cac 1énh twong tng (thong
thuong céac Iénh rat don gian, chi 1 hay 2 ky tu), trén man hinh s€ lai xuét hién ra mot
menu ké tiép theo hodc hién thi nhitng van ban can thiét khi dén tan cing. Ngudi dung cé
thé tai van ban d6 vé may tinh cia minh dé xem xét hay xir 1y.

M5t han ché cua Gopher la thong tin hién thi cho nguoi dung dudi cadc dang menu cho
nén rat tom tat, hon nita Gopher cung cap rat han ché kha ning tim kiém thong tin. Khi
dich vu World Wide Web ra doi va phat trién thi nguoi dung khong dung Gopher nhur
mot dich vu tra ctru thong dung nira.

2.6.Dich vu tim kiém théng tin dién rédng - WAIS

WAIS (Wide Area Information Server) 1a cong cu tim kiém thong tin trén Internet, khac
vi dich vu Gopher la dich vu cho phép ngudi dung tim kiém va lay thong tin qua mot
chudi cac d& muc lya chon (menu), dich vu WAIS cho phép ngudi str dung tim klern cac
tép dir lidu trong d6 co cac xau xac dinh trudc. Nguoi sir dung c6 thé dua ra yéu cau dang
nhu: "hdy tim cho tdi cac t€p c6 chura tir music va Beethoven". Khi do, WAIS server sé€
tim trong co s dit liéu clia n6 cac tép thoa min yéu cau trén va giri tra vé client danh
sach cac tép d6. WAIS server con thuc hién dém sd lan xuét hién cia tir trong tép dé tinh
diém va gui vé cho client gitip ngudi sir dung dé dang lua chon t&p minh can. M6i danh
sach guri vé thuong c6 khoang 15-50 tép voi s6 diém cao nhat, ngudi ding co thé chon
mot hay nhiéu tép dé tai vé tram cua minh.

Vé mit cau trac, WAIS bao gdm ba bd phan chinh la: client, server va indexer. B phan
indexer thuc hién cép nhap cac dir liéu mai, sap xép chung theo mot phuong phap thich
hop cho viéc tim kiém. Server nhan cau hoi tir client, tim kiém trong co so dir liéu (do
indexer tao ra) nhing t€p phu hop, danh gia diém cac tép va gui vé cho client. N6 khong
nhirng cho phép hién thi cac tép dir liéu TEXT ma con c6 thé hién thi cac tép dit liéu do
hoa.
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Hinh 73. Céu trtc cta hé thing WAIS.
2.7.Dich vu héi thoai trén Internet - IRC

Internet Relay Chat (IRC - Noi chuyén qua Internet) 1a phuong tién "thoi gian thyc",

nghia la nhirng tir ban gd vao sé xuét hién gan nhu tirc thoi trén man hinh ciia ngudi nhan
va tra 10i ctia ho ciia xuat hién trén man hinh cia ban nhu vay. Thay vi phai cho vai phat
hay vai ngay d6i v6i thong diép, ban c6 thé trao ddi tic thoi véi te dd gd chit ciia ban.
IRC c6 thé mang tinh c4 nhan nhu e-mail, nguoi la khong kham pha dugc ndi dung trao
d6i ctia ban, hodc ban c6 thé tao "kénh mg" cho nhiing ai ban muén cung tham gia. Cling
khong hiém cac kénh IRC c6 tir 10 ngudi trd 1én tham gia hoi thoai. Ngoai viée trao doi
10i, nguoi dung IRC con co thé gui file cho nhau nhu hinh anh, chuong trinh, tai lidu hay
nhtrng thtr khac.

Ciing nhu cac dich vu khéc cua Internet, pham vi hoi thoai trén cac kénh IRC la rat rong,
c6 the bao gom céd nhiing chu dé khong phu hop véi tré em, vi vy can co6 bién phap gidm
sat nhirng tré em muodn su dung dich vu nay.

Ngoai nhitng dich vu d- néu & trén con c6 cac dich vu khac nhu Voice Over IP, IP FAX,
Video Conference...

2.8.Khai thac dich vu Internet
Truy cap vao mang Internet c6 thé co 2 cach:

*  Truy cap tryc tiép thong qua duong danh riéng (Leased Line)
* Truy cép gian tiép thong qua mang di¢n thoai cong cong.

Viéc dang ky mot duong thué bao danh riéng chi danh cho nhiing co quan, don vi voi
muyc dich truy cap mang Internet khong chi khai thac cac tai nguyén, dich vu san c6 trén
mang Internet ma con sir dung mang Internet nhu 13 mot méi truong két ndi tir xa toi cac
tai nguyén trén mang LAN ctia don vi minh. Khi d6 nguoi sir dung c6 thé xay dung may
chu Mail, may chu FTP, xay dung mang riéng ao(VPN- Virtual Private Network)... Tat
nhién viéc nay doi hoi ton kém tlen bac va cong strc. Con néu ban chi truy cap mang
Internet dé khai thac cac dich vy san cé trén mang thi ban c6 thé truy cip thong qua mang
dién thoai cong cOng.
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be c¢o thé thuc hién viéc két ndi tédi may chu trén Internet, ban can:

Thuc hién viéc dépg ky st dung véi nha cung cép dich vu. O Viét nam hién nay dang
¢6 céac nha cung cap dich vu nhu VDC, FPT, NETNAM, SAIGON POSTEL. Sau khi
dang ky stir dung dich vu ban s€ dugc cung cap cac thong s6 hoa mang nhu :

User Name: tén dang ky st dung dich vu Internet.

Password: mat khau dung dé xéc dinh quyén su dung dich vu.

Email Address and Password: Dia chi thu dién tir va ma truy nhap dia chi thu
cua ban

S6 dién thoai dung dé truy nhép vao mang.

May tinh ¢4 modem va phan mém cong cu dé duyét cac trang WEB. Pho bién hién
nay la Nescape Navigator voi cac Version 4.x; Internet Explore4.0, 5.0, 6.0 cua
Microsoft.
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Phan 2 — Microsoft Word
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Chwong 1 — Gi&i thiéu chung
1.Khéi dong chwong trinh MS-Word 2000

Khi may tinh da cai dat MS-Office 2000, ching ta c6 thé khoi dong MS-Word 2000. Co
hai cach dé khoi dong MS-Word.

Cach 1
Nh&n chuét vao nit Start - Programs = Microsoft
Word (hinh minh hoa dudi day)
® { Programs B o -
g i (3 ™s office ’
i ___ﬁ Documents 4 % Anti Virus »
& - . @ Microsoft Excel I
k@ Search » C:“.} Telepott Pro »
g (= snagrt7 »
@ Help '.5 Sygate Personal Firewall
gia_f] Rl .E Reload Tools »
(= &-TEST suite »
: E ng] kD E Microsoft AntiSpyware  *
(e[| @ & & 9 ] S ErErPTEToTES
Cach 2

Nhan dip chudt vao biéu tugng Microsoft Word v

Microsoft
Word

(néu ¢d) trén man hinh nén (Desktop)

Khi do, chuong trinh MS-Word s€ duoc khdi dong va s€ théy duoc man hinh lam viéc
nhu hinh sau
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File Edit Wew Insert Format Tools Table Window
FEHSSRY|)pBd o NQPAOD®EGE T 0% -7,

\rmal ~ Times New Roman ~ 12 -|]; I ulé\\%g §= EE‘.?—‘E;:|'£'A'.
N B G- N NOOH AR N NA-=S=E0 @

=7
SRR R R RS IR T R
* . . s

-
57 .
a)

P ¢

1200103 g4 [ SR R A R O
| | | ] '

thanh céng
cu Standard

thanh thwe don 1énh

thanh cuén ngang

I_Ialnlula

52



Gido trinh Tin hoc van phong

2.Cac thanh phan co ban ciia man hinh lam viéc chinh

» Thanh thuc don 1énh (menu bar): chira caic nhom 1énh File, Edit, Insert, Format,
Tools, Table, Windows, Help.

= Thanh cong cu (tool bar): chira cdc nat biéu twong truc quan gin vai cac 1énh hay
dung.

» Thanh thudc (ruler): do khoang cach (Centimeter hoac Inches)

= Ving soan thao: 14 noi hién thi ndi dung tai liéu dang soan thao.

* Thanh trang théi: cho biét con trd nhép dir liéu dang & trang nao, dong nao, cot nao,...

= Céc thanh cudn gdom c6 thanh cudn doc va thanh cudn ngang.

3.Tim hiéu thanh thwc don 1énh
Trén thanh thyc don 1énh ta thiy

»  Céc 1énh dugce t6 chtrc theo nhom.

» Khi nhin chudt vao cac tén nhom 1énh File, Edit, ... s& buong Xuéng mot bang
chon 1€nh.

= Nuat mo rong xubng & |- khi con céc tén 1énh trong nhom chua hién
thi hét.

=  Nut mo rdng sang ngang * . khi tén 1énh con chira nhiéu 1énh con.

= Nitba chim “...” : khi c6 nhiéu lya chon.

= Mot dong trén bang chon 1énh ¢ 3 phan: Niit biéu twong 1énh - Tén 1énh - To
hop phim tit.

= Céc 1énh hay dung sé& c6 nut biéu tugng 1énh va t6 hop phim tit di kém. Pay ciing
13 nat hién thi trén thanh cong cu.

Do d6, v6i cac 1€nh hay dung thuong c6 3 cach thuc hién

= Chon Iénh trén bang
* Nhan nat trén thanh cong cu
* Dung t6 hgp phim

Chui ¥: Néu tén 1énh trong bang chon dang bi mo thi diéu d6 c6 nghia 1a ching ta chua st
dung duoc cac 1énh d6 trong luc nay.

Céc kiéu thao tac 1énh
] Nhép chuot vao tén 1€nh, nat I¢nh trén thanh cong cu. Lénh dugc thyuc hién.
* Lénh dénh dau bat /tat mdt lya chon. Vi duy, trong nhom 1€nh View, muc I¢énh Ruler.

Nt canh muc Ruler nghia 1a: ¢ hién thi thanh thudc (Ruler) trén cira s6. Néu nhip
chuot vao muc Ruler sé lam mat nut. Thanh thudce s€ bién mat.
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biém qua cac nhém 1€nh

= File -T¢p: Céc thao tdc m¢, dong, ghi luu,.. va in an.

» Edit -Soan thao: Céc thao tdc nhap thém, xo4 di, sao chép, cat dan, tim, thay thé. ..
»  View -Xem/nhin: Cach hién thj trang soan thao, man hinh lam viéc

= Insert - Chén thém: Thém cac ddi tugng vao tai lidu.

* Format -Dinh dang: cac thao tac dinh dang kiéu chit, ¢& chir, mau chir, mau nén,...
= Tools -Cac cong cy: kiém tra chinh ta, tron tai liéu, bao mat ...

= Table - Bang: v& bang, bd tri dong, cot, sip xép trong bang ...

= Help - Tro gitp: tra ciru, trg gitip bang Tiéng Anh

4.Lam quen v&i cac loai con tré

= Con tr6 nhép van ban (hay con chay - cursor): la thanh dimg mau den, nhap nhay, Chi
ra vi tri thém vao vin ban. O dong thir may, cot thir may (hdy di chuyén va xem duéi
thanh trang thai), Chi di chuyén dugc trong pham vi viing soan thao, Di chuyén bang
cac phim miii tén hodc dung chuot

= Con tré chudt: & dang chit I nét manh, khong nhap nhay, Di chuyén bang cach di
chu@t: Khi di chuyén dén cac thanh cong cu thi con trd chudt c6 hinh mili tén mau
trang.

5.Lwu tai liéu Ién dia cirng va dia mém

Luu tai liéu lén dia cung

Cach 1

Nhén nt 1énh Save B trén thanh céng cu

Cach 2

Nhan t6 hop phim: Ctrl+ 8

Cach 3

Chon timng bude: File -> Save

54



Giao trinh Tin hoc van phong

Léan dau tién ghi luu tép tin, hop thoai Save As dugc mé ra (nhu hinh sau):

E 2l x|
[C5 s _word =l | & ¥ B Toos -
@Danh sach.doc
|Fi|c name; | ___V__I | |E Save I
Save as bype: |W0rd Drocumnent (*.doc) j Cancel I

Khi ghi lwu mot tai lidu can luu y:

=  Noi luu tai liéu: tén thu myc luu tai li€u duogc hién trong 6 Save in.

= Dait tén t¢p tin tai liéu: nhap tén tai licu trong 6 File name.

»  Kiéu tai liéu: lwa chon trong 6 Save as type. Theo mic dinh kiéu tai liéu trong MS-
Word 12 tép tin c6 phan mo rong 1a .doc.

Tao thu muc mdi d€ luu tai liéu: Gia sir can tao mot thu muc mai dé Iuu trir tai liéu mudn
ghi lai can thyc hién cac budce sau

Nhip chuét vao nit New Folder £, 1di gd tén thu
muc vao hép Name

2x

Save in: |[:| My eBaooks j & | 6] X * Tools ~

[:I Interret Explorer 6 setup
[:i Kimn cuong

New Folder 2 x|

Current Falder:
- %
Cii...ments and SettingsiitiMy DocumentsiMy eBooks Cancel |

Mame: | THU-CHI-2004|

My Docurnents

File name; IDocz.doc ll E save I
Save as bype: |W0rd Document {*.doc) j Cancel |
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Mot s tién ich trong hop thoai Save as

Quay lai thu muyc vira xem

Chuyén dén thu muc cha cua thu muc hién hanh

Tao thu muc méi trong thu muc hién hanh

Truy cép dén céac t&p moi duge mé gan nhat

Chuyén nhanh dén thu muc My Documents

Chuyén nhanh dén thu muc My Desktop

Chuyén nhanh dén thu muc My Favourite

5.1.Lwu tai liéu vao dia mém

Tuwong tu nhu thao tac ghi luu tai liéu vao dia cirng nhung:

- trong budc chon noi lvu tai ligu (ving Save in),
chon 3% Floppy (A:)

- dua dia mém vao o.

- nhan nut Save hodc Save as

5.2.Ghi lwu tai liéu voi mot tén khac

Dung khi mudn luu tai lidu thanh mot ban moi.

- Chon tirng burde: File -> Save As

- Trong ving File name, nhap tén khac cho tép tin
va nhan nit Save as

5.3.Ghi lwu tai liéu dwéi dinh dang khac
Khi ndo can ghi du6i dang tép khac?

* D¢ mang sang mot noi khac hodc mot moi truong khac.

= Pé xuit ban dudi dang mot dinh dang khac véi nhitng yéu ciu ma Word khong co.
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Mot sb kiéu tép tin co thé chon dé luu

=  Document Template: (*.DOT)

= Rich Text Format: (*.RTF) — c¢6 thé m& bang chuong trinh WordPad

Text Only: (*. TXT) — ¢6 thé mé bang chuong trinh NotePad, cac dinh dang vin ban,
hinh anh, mau sic s& bi mat.

= Céc phién ban thap hon cua Word:

= (Cac hé soan thao van ban khac: Word Perfect

Thao tac thuc hién

- Chon ting budc: File -> Save As

- Trong viing Save as type, nhan chudt vao miii tén va
chen kicu tép tin muodn v, vi du Rich Text Format

- Nhén nut Save (hodc Save as) trong hdp thoai Save

File name: IEgypt bawr j

Save as BYPe: |Rich Text Format

Docurment Termplake
Hich Text Formak
Plain Text RS
M3=D03 Tecck with Layout

Tewxk with Layouk

Weord 2. For Windows ¥

5.4.Ghi lwu tép tin theo phién ban thap hon

Dung khi mudn doc tai liéu trén cic may tinh co cai phién ban Office thap hon

Trong & Save as type, chon kiéu tép tin twong irng véi
phién ban Word mong muén.
Ching han: Word 6.0/95 hodc Word 97-2002 & 6.0/95

File name: |Sample Scope ﬂ

Save as bype: IWDrd Document
Ward 5,1 For Macintosh -

‘Word 97-2002 & 6.0/95 - RTF
WordPerfect 5.0

WardPerfect 5.0 Secandary File
‘WordPerfect 5.1 For DOS

B
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5.5.Ghi lwu tép tin thanh tép mau

=  Té¢&p mau la mét kiéu t€p dac biét.
» Té&p mau chi can tao ra 1 l1an, cé dung lai nhiéu lan.
= (0 the bién doi theo y muon.

Pé ghi lru thanh tép méu, trong hp Save as type, chon
loal dinh dang la Document Template.

File pame: |Giay.md

L Ll

Save as Lype: IDocumenr Template N
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6.Dong cira s6 tai liéu hién hanh

Cach 1
Nhén nat Close Windows ( phan biét v&i nut Close dong chuong trinh Word bén trén)

181X
Y
w00% = [2) . nhén mit Cloge
0.2 A~ | (bendud)
Cach 2
Chu y:

= Néu trude d6 di ghi luu: cira s6 tai liéu bién mat.
* Neéu trudc do chua ghi luu: Word s€ hién thi hop thoai nhac nhé ghi luu tai li¢u.

ﬁ Microsoft Office Word

Do you want to save the changes o
Word2000.doc?

s Mo Cancel Microsoft Office Word . x|
N

i ! E Do you want to save the changes to Word2000.doc?
% Yes ho [ Cancel |

Co6 3 nuat Yes, No va Cancel

= Chon Yes dé dong va ghi luu cac thay doi vira thyc hién.
= Chon No dé dong va khong ghi luu cac thay d6i vira thuc hién (can than !)
= Chon Cancel dé hoan lai khong dong nita, tiép tuc lam viéc véi cira s6 tai lidu do.

7.D6ng chwong trinh MS-Word

Ciach 1: Nhan nut Close (phan biét véi nat dong cira sb ¢ bén dudi)
Cach 2: Chon File — Exit

Chu y
= Néu ngay trude do, tit ca cac tai liéu dang mé da ghi lvu: chuong trinh Word s&
dong.

= Néu trudc d6 co tai liéu chua ghi luu: Word s& hién thi hop thoai nhic nhd ghi luu tai
liéu (lan lugt cho dén khi ghi tat ca cac ctra so tai li¢u dugc dong hét).
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8.Tao tai liéu méi va mé tai liéu c6 san

Khi khoi dong, MS-Word ludn tu dong tao san mot tai liéu tréng, co tén mac dinh la
Documentl.

8.1.Tao mdt tai liéu mai theo khudn mau mac dinh

Cach 1: Nhan nut 1énh New Blank Document trén thanh cong cu

%@Eé%ﬁ

Mew Blank Document:

Cach 2: Dung t6 hop phim tit Ctrl + N
8.2.Tao mdt tai liéu mai theo khudn mau
Word 1am san nhiéu khudén mau tai liéu khac nhau. Ngoai ra ta ciing ¢ thé lam thém mot

s0 khuon mau tai li€u cua riéng minh va luu vao Word. Dé tao mdt tai liéu mai theo
khuon mau da lam: chon File — New. HOp thoai Template s€ xuat hién

20
Publications | Reparts | Web Pages
General ! Legal Pleadings i Letters & Faxes Mail Merge i Memos ] Other Documents ]
L IRE e
— : Praview

‘Web Page E-mail
Message

Preview not available,

e
& pocurment Template

Cancel |

Hop thoai Template

= Cung cap nhiéu miu tai liéu, gdp vao thanh 8 nhom: General; Legal Pleading: Letters
& Faxes; Mail Merge; Memos, Publications; Report; Web Pages.

= Dung dé md cac thé nhom tai liéu; Chon mdt mau trong nhom; nhan nat OK.

8.3.Di chuyén gilra cac tai liéu dang m&
MS-Word cho phép mé va soan thao nhiéu tai liéu dong thoi. Mdi tai liéu duoc hién thi
va soan thdo trong mot ctra so riéng. Tai li¢u dang lam viéc hién thi ddy man hinh nén

che khuat cac cura so khac. Cé thé di chuyén qua lai gitra céac tai li¢u dang mé de sao
chép, catdan ...
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Thuc hién di chuyén nhu sau:

Cach 1:
* Mo nhom lénh Window dé hiér} thi danh séach céc tép tai liéu dang mo.
=  Nhap chudt chon tai liéu can dén trong danh sach

Mew \Window
Arrange Al
split

| v 2 Giaotrinhword !

Cach 2:
» Thanh tac vu du6i day man hinh c6 nhiéu ctra s6 Word thu nho
* Nhap chudt vao cura s6 tai li€u nao thi s€ chuyén dén tai liu do.

imstartHJ Wo...l W ]cst... ”@csz“.. Duc...l @Doc...l @;Pai... | ‘

8.4.M& mot tai liéu da co san

Buére 1: M& hop thoai Open
= Nhan nat 1énh Open trén thanh cong cu
* Hodc - Dung t6 hop phim tat Ctrl + O
* Hodc - Chon File — Open.
e

Open ‘

Bude 2: Tim dén thu muc chira tép can soan thao

» St dung hop Look in: nhép chudt vao niit mo rong xuéng dé hién cay thu muc; chon
tiép trong ciy

= Hodc - Di chuyén timg cip trén ciy thu muc, dung nut Up (di 1én) va md thu muc con
(di xudng)

= Hodc - Dung cac nit biéu twong History, My Documents, Desktop, Favorites
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Buwde 3:

Khi di thiy tép tai liéu, nhap chudt chon tép. Tiép theo nhdn Open

2=l
lockin: [y batap T &-m @ X - Tok-
[ Nama - [ Size | Type [ Dute Modfiad
Hj S8 KB Microsaft Word Doc,..  21/08/2004 5:1%9F
History EJSmph Commurication Plan 26 KB Microsoft Wioed Doc...  1812/2001 11:10
) sample Scope 101 KB Mhcrosoft Woed Doc...  23/00/2002 5:35F
s\ ®}scope Statement S0KE Mcrosoft Woed Doc,..  D812/2001 11:12
Tl i _ﬂtﬂm khal Lotus Notes B1 KB Mcrosoft Wioed Doz, 181072002 3260
My Documants
)
Deshiop
]
Favoribes
i:'_; 4| | [
; File pame; - open |+
Flaces Files of fypes |al word Documents =l Cancel

8.5.M& nhiéu tai liéu da cé sén

Thyc hién tuong tu nhu m¢ mot tai liéu, nhung budce 1 can thuc hién:

Neéu céc t¢p tin mudén mao lién ké nhau:

. Nhé.p chon tép dau tién
* Nhan gitt phim Shift

= Nhip chon tép cudi cung trong danh sach

Néu cac tép tin khong lién ké nhau:

. Nha“:lp chon tép dau tién
* Nhan va gitt phim Ctrl

» Lan luot nhép chon cac tép con lai

Look in:

] ) baitap

History

Mame = |

® JPrajectDefinition

atement
i Lotus Notes

@trien kha
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9.8 dung chirc nang tro gitup
9.1.S& dung Office Assistant

Pé kich hoat chirc ning nay ta lam nhu sau

= Nhip chudt vao biéu twong Help @ ,
» Hoac - nhan F1 Office Assistant s¢ xuat hién

£ ™
¥hat would you like to do?

4 Troubleshoot saving and
clasing documents

¢ Troubleshoot file:
CONVErsions

&

¢ Customize Word to work
with converted documents

=

¢ File Format converters
supplied with Microsoft wiord

4 Obtain fils format convarters

¢ Specify fants to use when
converking files

Str dung Answer Wizard trong hop thoai “What would you like to do?”
= Nhap céac tir mo ta mudn trg giap vé van dé gi

= Nhén nuat Search.

= Nhip dap chudt 1én mot chu dé dé mé ctra s6 Help.

Dé tat chirc ning nay ta lam nhu sau
» Nhap chudt phai vao Office Assistant
= Chon Hide.

9.2.S{r dung ctra sb tro gitp — Help

Microsoft Word Help =100
- o BB
Cortents =
gl - . |—

= | anower Wead | indes | Ways to get assistance while you work

ﬁ What's New? = This topic provides reference information about:

| Getting Started ¥ X s

Asking for Help from the Office Assistant

B t Getting and Using Help = Ang. o1 = I

) @ Lsing Word il You Have a Disabil Getling Helo e Help meny

¥ @ Instaling and Removing Word Getting Help from the Office Update Web site

o] Q Rurining Programs and Managing Finding out what's new in Word 2000

o 0 C.rea.tlng,.Dpemng_ and Saving D1 More information

= Q Finding Files

@ Q Typing. Nawgating Dacuments, a

) @ Ediling and Sorting Text Asking for Help from the Office Assistant

7 @ Checking Spelling and Grammar Wwhen you have a question about a Microsoft Office program, you can ask the Office

= Formatting Assistqnt. For ax_ample, to get Help about how to create a table, type How do I create a

o) Changing the Appearance of You table in the Assistant.

ol Q ‘Working with Graphics and Drawi If the correct topic doesn't appear in the Assistant balloon, click None of the above, =

P AP T lonk fnr more heln nn the Weh at the hattam of the lict of tanice Yoo will ast
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Céac bude dé tim kiém theo danh sach chu dé

* Chon thé Content.

= Nhiép dup chudt vao biéu trong mot cudn sach (hay nhin dau + ké bén no).

=  Nhip chudt vao mot muc con dé 1am xuét hién ndi dung trg gitip & cira s6 bén phai.

Céc budc dé st dung chi myc — Index

= Chon thé Index.

* Nhap cac tir khoéa vao hop Type Keywords.

= MGt danh séach cac tur lién quan s& xuét hién trong danh sach

= Nhén dap mot tir trong danh sach hoic nhan nat Search.

= Mot danh sach cac chi dé s& xuét hién trong danh sach Choose A Topic ¢ phia dudi.
= Chon chi dé can hién thi.

10. Chinh stra cac thong s6 co ban

10.1.Thay dbi ché d6 hién thij trang

Word ¢6 55ché do hién thi trang tai liéu: Normal, Web Layout, Print Layout, Outline. C6
hai cach dé thay doi ché do:

»  Chon tir thuc don 1€nh View
* Nhan vao cic nit ¢ goc trai (phia dudi cua cura s6 soan thao)

.giew- Insert Format Tool int Layout
| O

CJ web Layout Nottnal —— §|_T &) 2—— Outline
+ B Print Layout

Qutline Web Layout

Su khac biét gitra cac ché d6 hién thi nhu sau

10.1.1.Print Layout

= Hién thi theo khuon dang trang gidy
* Cho thay ro phan nao la phan van ban, phan nao 1a lé.
* D¢ quan 1y ndi dung van ban khi nhap.

« 2 . _‘-‘-‘\
Kiéu Print Layout
duoc chon

=l al
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10.1.2.Normal

] Lé’ kiéu’démh cho yiéc nhap nhanh dir li¢u.
* Dau ngat trang thé hién theo duong ké ngang.
» Hitu ich khi thao tac v4i bang bicu.

il ghep-modul1-2-0202: =10] x|

File Edit Wview Insert Format Tools
Table window Help | Wietkeyoz.1

D@ ~-|Ojws -2

R 3

133)156  [AL g

10.1.3.Outline

= Hién thi tai lidu theo tiéu d& 16n, tiéu dé nho.
* Thuén tién khi c6 st dung ti€u dé 16n, ti€u dé nho trén tig phan ndi dung.

I word2000.doc - Microsoft Word g —|olx|
¢ Fle Edt Mew Insert Format Tools Table MWindow Help Adobe PDF  Acrobat Comments | Wietkey0z.1 X

NEHSGR BB I 9-0-FER lr o -HQ
A4 Body Text + TimesMewRoman - 12 «+ | B 7 U
i < % 2o H- - @

im e | B B E|metwordred- | 52 B "B K 4

thp, gibng nhr mé t3 3 phin trén

b M 5 | By mnsert Merge Fisld = 5

¢ Chinh swa cac thiét dat co ban
4] Thay dii cdc ché du hi&n thij tai ligu
C6 4 ché 45 zem tai lidw, cd thé lva chon céc chi & nay bing cach |
bhm chudt vho menn View nhw hinh w8 Céc ché 86 nay bas gbm
MNormal view, Weh Layuut Print Layout vi Outline
g Ngom ratacling o6 thé truy zudt nhanh chéng dén 4 ché 48 nav
bing cach bhm chudt vao 1 trong 4 b1eutu'o'ng cha chiing & géc trai
dud man hinh

=lafel=e]
A Page 4 Sec 2

Sstort|| 1 @ 153 |

o Hinh 11, Cdcché 48 xem tai liéu, hign dang d ﬁen ch& d& Print Layout LI
g Thong thwéng, chung ta 2 dung chil véu ché 8 Print Layout 3 ;
ché g8 nay ta dE dang k1em sodt duc«c tél ligu trrde kchi in @n o
swEEEa] H

iDraw= g | Autoshapes~ N\ [0 O 122 Al 27 (g Ll | O - A-EZ*—MJE

Page 6 Sec 6 1156 At 10.4cm Ln 12 Col 1 REC TRE EXT OWR Engish (U5 O
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10.1.4.Web Lavout

» Hién thi tai liéu nhu dang trang Web,
» Khong c6 ngat trang.

10.2.Coéng cu phong to, thu nhé khung nhin tai liéu
Y nghia N
»  Gilp ngudi soan thao de quan sat va theo dai tai liu

= Khong lam thay doi kich thudc ki tu khi in 4n

Thuc hién thao tdc: Nhap chudt vao hdp Zoom, dung chudt chon ti 1€ phdng to/thu nho
hodc g0 truc tlep con sO vao 0 nay va nhan nut Enter.

S500%
200%:
150%
100%:

75%

S0%:

25%

10%

Page Width
Text Width
Whole Page

=
100%  fe Two Pages

10.3.Che dau/hiénthi/di chuyén thanh cong cu

Y nghia cuia thanh cong cu 1a gitip ngudi soan thao thao tic nhanh. Mot s6 thanh cong cu
thuong dung

10.3. 1. Thanh cong cu co ban — Standard

Chira cac nat 1énh vé: tao méi, m& tép, ghi luu, in 4n, cat dan, sao chép dir ligu, thay ddi
khung nhin,...

» Standard

FHSSRARY|FRR T

P ORE:= & BT 5% -5

¥

10.3.2.Thanh cong cu dinh dang — Formatting

Chtra cac nut Iénh lién quan dén thao tac dinh dang cho chit, cho doan, can 18, sir dung
danh séch liét ké, duong vién bang biéu..

* Formatting

Picture + Times Mew Roman = k- = | B r u %:%E
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10.3.3.Thanh céng cu dé hoa — Drawing

Chtra niit 1énh 1am viée voi dbi twong d6 hoa: thém/ bot cac hinh v&, hinh anh, dinh dang
mau nén. Thuong nam goéc dudi man hinh, trén thanh trang thai.

Draw = 3 (5 | Autoshapes = ™, \‘D04@|&'M'£'E:E.i"

10.3.4. Thanh cong cu xir I anh — Picture

Chtra ntt 1é€nh bién tap lai ddi tuong dd hoa nhu do sang tbi, do tuong phan, cach biéu
dien trong tai li¢u... Chi xuat hién sau khi nhan chon mot hinh anh d6 hoa.

[ uil OF QL ot o 4 2 ¥ 2| g

10.3.5.Che ddu/hién thanh céng cu

= P¢ hién thanh cong cu ta chon View — Toolbars — Nhan chudt vao tén thanh cong

cu dé xuat hién dau F— (néu thanh chua duoc danh dau)

Elle Edit "\._u'.gw. Insert Format Tools Table ‘Mindow Help &
0 = §E normal e R A R
yrd aneb i vRoman » 12 = B
e E Print Layout

= ——
- Tookars |~ Standard

: « Formatting

Header and Footer AdiaTead:

B Zoo.. . Clipboard

. ¥ Contral Toolbox

- Database

. | v Drawing

Farms

» Pé che diu thanh cong cu ta chon View — Toolbars — Nhin chudt vao tén thanh

cong cu dé bo dau dau F— (néu thanh da duoc danh dau)
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10.3.6.Che gidu/hién thi cdc mit trén thanh cong cu

Mot sb chire nang thuong dung dugc hién thi trén thanh cong cu. bé che diu hay hién thi
cac chuc nang nay ta thuc hién nhu sau

= Nhan chudt vao miii tén More Button Ll (goc phai ngoai cung thanh cong cu)

= Dichudt vao 6 Add or Remove button

= Nt Iénh nio da dugc hién thi i s& c6 ddu chon L1 bén trai. Bo danh déu chon dbi
véi cac nit khong thudong xuyén dung.

%F\_dd ot Remove Buttons ~ ! L4

|

Font:
i (i Font Size:
[v B pold Chr+B
I Ttalic Chrl+I
'\; U uUnderline Chrl+U
[v E alignLeft Ctri+L
= Center Chrl+E
: v = Aalign Right Chrl+R

10.3.7.Di chuyén cdc thanh céng cu

Nhan chudt vao dau mut trai cia thanh cong cu can di chuyén, con tro chuyén thanh hinh
milii tén bon goc, kéo va ré chudt dén vi tri mai.

'%Picture ~12 - B U

10.4.Hién thj va an ky tw khoéng in ra gidy

Céc ky tu khong in dugc gdm: cdc ma 4n trong tai liéu dé diéu khién dinh dang céc trang
tai liéu. Vi du néu khong cho hién thi ky tu dic biét, doan van ban sé c6 dang nhu sau:

This is a sort paragraph

Néu cho hién thi ky tu dic biét thi:

-+ Thisis-asort-paragraphf

Dé thyc hién an/hién ky tu ddc biét ta nhan vao biéu twong Show/Hide ¢ trén thanh cong
cu Standard.
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10.5.Thay ddi tén ngudi tao tép

Chon Tools — Options — User Information
G0 tén vao 6 Name, dia chi email vao 6 Mailing Address
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Chwong 2 — Lam viéc véi Word
1.Van dé tiéng Viét
1.1.Phan loai cac bd ma tiéng Viét

C6 nhiéu bo ma tiéng Viét khac nhau. i kém voi cac bd ma 14 nhitng bo phong chir
tuong tng dé hién thi va in an. Cac b ma va phong chir tiéng Viét thuong gap

1.1.1.B6 ma TCVN3

= L4 bo mi tiéu chudn qudc gia nim 1993

= Thudng duoc dung tai cac tinh phia Bic

= (Cic bo phong thiét ké kém theo 1a phong ABC thudng dugc dit tén bat dau bang dau
cham va 2 chit Vn. Phong chit hoa két thuc bang chit H. Vi du: .VnTime;
.VnTimeH, .VnArial, .VnArialH.

1.1.2.B6 md va phong VNI

= Do cong ty Vietnam International (USA) phat trién
= Thuong dugc st dung ¢ khu vuc phia Nam va ¢ nudc ngoai
* Céac bd phong VNI thuong dugce dat tén bat dau bang chit VNI. Vi du: VNI-Time.

1.1.3.B6 md tiéng Viét 16 bit TCVN 6909

= L4 bo mi theo chuan Unicode

= Puoc Chinh phii quyét dinh sur dung trong khéi co quan hanh chinh Nha nuéc.

= B¢ phong chit Unicode c6 sin trong moi may tinh cai dat h¢ didu hanh Windows. Vi
du: Times New Roman, Arial...

1.2.Gidi thiéu bd gbé VIETKEY

B0 cai dat VietKey co thé tai tur dia chi http://www.vietkey.com.
bé khoi dong VietKey ta nhan dlp vao biéu tugng Vietkey trén man hinh Desktop.

YEMT.EXE
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Thiét 1ap moi truong lam viéce

1.2.1.Thé Kiéu g6

» Luya chon kiéu g0 Tiéng Yiét la Telex hodc VNI, chéng han chon Telex.
* Trong muc “Ban phim can g6”, danh dau chon vao muc “Tiéng Viét” va “Tiéng

Anh”.

1.2.2.Thé Bang ma

Chon bang mad TCVN3-ABC hoic Unicode dung sin (Nén chon bang ma Unicode).

Kifu g6 | Bangma | Tupchon| Céngou| Bangks | Théng tin |

Tiéng Viét
+ Telex  Vni m
[~ BA daukitu cii [ba. ve, i)
[~ Bé déungay sau nguyén dm
I~ Bédutudo [%

G ban phim —— Ban phim can gé e
+ Tiéng Viét v
" Tiéng &nh v
-
-
-

@Trggiug X ost | L) Luennd gp TaskBar

Tup Dhc_lnl Céng cu | Bang k}'ll Théng lin]

Céc b m 8-Bit
" TCYN3-ABC (VrTime) | [39 - VN Unicode 1 ¥
€ NI Win [YNI-Times. ]
" WIOR [ Tie™ng Vie"t..]

Unicode 16-Bit

* Unicode dung san

" Unicode t& hop
[~ Tich hgp v M5 Local Support

@ Tre gidp

x Thoat .H‘ Ludn ndi F"‘!, TaskBar

Sau d6 nhan vao nut TaskBar (phia dudi — bén phai) dé thu gon chwong trinh VietKey
thanh mot bi€u twong nhé nam trén thanh tac vu cua Windows.

e e@ sism
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1.2.3.Chuyén doi ché @6 nhdp Tiéng Viét/Tiéng Anh

= Nhan chudt vao biéu tugng chuong trinh VIETKEY.

= Néu hién thi chit “V”” mau d6 trén nén vang thi chuong trinh cho phép nhép tiéng Viét
= Néu hién thi chit “E” trén nén xam thi khong nhap dugc tiéng Viét.

1.2.4.Chuyén doi bang ma Tiéng Viét 9
Nhan phim phai chudt vao biéu tuong chuong trinh VIETKEY dé bang chon nong hién
ra, nhap chon bang ma can dung dé n6é dugc danh dau, chang han Unicode.

Stta déu nhanh
Cha phép g6 tat
[V] Gp 15 tr lai tiéng Anh
gl Hién cira sd Vistkey
A Két thie
£ Trg gidp
E Unicode
Bang md VNI
Bang m3 VIR
Bang m& TCVYN3
| v] 65 tiéng Vit
(Gé tiéng Anh

1.2.5.Cach g6 tiéng Viét theo kiéu Telex va VNI

=  Quy udc gd tiéng Viét theo kiéu Telex

Al

-5
=i
5

]

- aa
- aw
-ee
- 00
=W, L, [
- ow]
- dd
—7

n n n
w =
Oy QoS
[ui] (] b,
=

n
=0 O =
e e Ches

nmonomnou
=
[Lw]

n
o0 S O oo

]

hit déu (xo& déu)

Vi du:
Mudn nhap dong chit “Nwée chay da mon” theo kiéu Telex can sir dung diy cac phim
sau

“Nwowcs chayr ddas monf”
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= Quy udc gd tiéng Viét theo kiéu VNI

- o~ ~
{:J—l)' (.J—li {.'- "o {'_l;’

a, a o
1] 2] [&] [ [s] [o] [7]

[=] &
[=]

- FPhim sa: sEE1 = Dé}u séc

-Phimsésd2 = D&u huyén

-Phimsdsd3 = Déau hai

-Phimsdsdq = Dé&unga

-Phimsdsdb = Dé&u nang

-Phimsa sdb = Déumi clachild, & vad
-Phimsasa? = Déu réu cla chitg vau
-Phimsa st 8 = Dé&u tréing clachiré
-Phimsdsd9 = Déu gach ngang cua chird
-Phimsdsol = Khit dau (xo& dau)

Vi du: Mubn nhap dong chir “Nwée chay da mon” theo kiéu Telex can sir dung diy céc
phim sau

“Nu7071c cha3y d9al mo2n”

2.Nhap van ban

2.1.Mét s quy tac co ban khi nhap van ban

Viét chit hoa gie‘iu cau )

= Chtr cai dau cau phai viét hoa

* Nhan git phim Shift khi go ki tu chir cai.

Nhép cac déu trong van ban ) i .

= Dau cham, dau phay, dau cham phay di lién vai tir trude. )

= Cap dau nhay don, nhay kép, dau méc di lién voi ki ty dau va cudi.

» Sau dau cham, dau phay, dau cham phay can c6 mdt khoang trong.

Nhap nhanh van ban trude khi lam dep

2.2.Cac phim thuwdng dung khi soan thao

= Bbn phim dang miii tén: Str dung dé di chuyén con tré nhap vin ban di theo bén
hudng. o

» Phim Caps Lock: Bat/ tat ché do nhap chir cai hoa.

* Phim Shift+<Phim ki ty>: Gilt phim Shift tru¢c khi ]:)ém mot phim ki ty chir céi s€
duoc ki tu chit cai hoa (trong trang thai Caps Lock tat).
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= Phim Enter: Tao doan vin ban (Paragraph) mdi va dua con tré nhap xudng dau dong
dudi.

* Phim Delete: Xoa ky tu bén phai con tré nhap.

* Phim Back Space: Xo4 ky tu bén trai con tré nhap.

= Phim Space Bar: Chén ki tyr trong ngay vi tri con tré nhap.

= Phim Home: Pua con tré nhap vé dau dong hién tai.

*  Phim End: Pua con tré nhap vé cudi dong hién tai.

= T6 hop phim Ctrl+ Home: Pua con tro nhap vé dau tién cua tai liéu.

= T6 hop phim Ctrl+End: Pua con tré nhap vé cudi tai liéu.

* Phim Page Up: Dich con tré nhap 1én trén mét trang man hinh.

= Phim Page Down: Dich con tré nhap xudng dudi mot trang man hinh.

Phim Insert: Chuyén d6i ché d6 chén/ghi de.

2.3.Ché do chén (Insert) va ché do ghi d& (Overwrite)

2.3.1.Ché do chén

Ki tg nhdp duoc chén ngay tai vi tri con tro nhap, con tro nhap dich sang phai mot cot.
Néu trude khi chen, tai vi tri con tro nhap da c6 mot ki tu thi ki tu do cung véi cac ki tu
bén phai cua n6 (n€u cd) sé€ dich sang phai mot cot.

Vi du: Con tré nhap va chir s6 2 & ciing 1 vi tri 1a dong 1, ¢ot 2 trude khi chén ki ty va
thay do6i vi tri dén cot 3, dong 1 sau khi chen ki tu x.

C}Documerﬂ:z_ Mll:rnsuft\'l'ord &} Document2 - Microsoft Word : = |ﬂ|ﬁ
| Ele Edit View Insert Format Tools Table Witdow Help | Eile Edit Yiew Insert Format Jools Table Window Help
DR RS - O8| 5% -0 DR[| y2aS v- O -7 2
[homd - B U|E==EE g 2 |wmd - BU|EE|EE&E Q- 2
| ol e

123456789 e 1323456789 "

: - +

X : : I o

ES - " 3
=|z[a]2]4] | L ME |s|slE] =] | »

{Page 1  Sec 1 L A0 Inl Col2 A4 [page1  Sect i [mo7 n1 3 g4

74




Gido trinh Tin hoc van phong

2.3.2.Ché dé ghi dé

Ki tu nhdp dugc chén ngay tai vi tri con tré nhap, con tré nhap dich sang phai. Néu trude
khi ghi de¢, tai vi tri con trdé nhép da cé mdt ki tu thi ki tyr d6 bien mat, céac ki ty bén phai
cua nd (néu cd) gilr nguyén vi tri.

2l Document?2 - Microsoft Word - =10 x|
| Fle Edt View Insert Format Tools Table Window Help

IDHE|B2aS - O 5% 0B 2

jNormaI - B gj:é_E == ¢E - o

SR z'

= |

133456789 ;

=

=

¥

j Bl

[at07 n1 cl3

Chuyén doi gitra hai ché d6: nhan phim Insert

2.4.Thém ki tw/ ki hiéu dac biét khéng c6 trén ban phim

Dé thém céc ky tu hién thi & hang trén cia phim sé nhu: @, $, %,... ta nhan phim Shift +
<phim chir s6>.

DPéCac ky hiéu khac, chang han, a B @ A, can thuc hién:

=  Dit con tré nhap tai vi tri can chén.

* Chon Insert — Symbol.

» Trong hdp Font, chon bang phong chir,

= Nhép chudt vao ki tu can chén, nhin nat Insert.
= Nhin nat Close dé dong hop thoai Insert.

Symbols I Special Characters

[ae g TR b i dings 3|

.o——-rl'\x'.f\.w«—u?i ke b Bl L
LI P Z=P S = )= F == ddibang phéng & || 5| -l
¢lela|m |G| |G| e DR 2 ®D N dyge cac dang ki YAV
LIRSV LR IR IR R A hiéu khac ~|=|t
o]t 4| >80 |¥|—|=|T]]1]|+]|= —| |-
ala I I IR IS A r e
A N A A B R AR R e N B I Ed A E R E R A S EIP4R R I 30
YR “ld¢|»|.|T|0|0OfOfD|D|OJO(O|O|O|O|OfOfO|O
futaCorrect, ., Shortcut Key... Shortcut key:

Insert Canicel
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2.5.Tao chi s6 mi trén va chi sé dwoi

2.5.1.Cach nhdp chi sé trén

= Nhin td hop 3 phim Ctrl + Shift + =, con tr6 nhép thu nho kich thuse
= Nhép con s6 cua chi s6 trén, chang han s6 2 trong x?
* Deé chuyén vé trang thai binh thuong, nhan lai t6 hop phim: Ctrl + Shift + =

2.5.2.Cdach nhép chi s6 dudi

= Nhin t6 hop phim: Ctrl + =, con trd nhap thu nho kich thuée.

= Nhép con s6 cua chi s6 dudi ’ 9

* Peé chuyén vé trang thai binh thuong, nhan lai t6 hop phim: Ctrl + =
3.Lam viéc v&i van ban

3.1.Thao tac chon

3.1.1.Chon mot cdu’
Gilr phim Ctl va nhap chudt tai mot ky tu bat ky cua cau.

3.1.2.Chon mét dong )
Nhap chudt vao khoang trong bén trai ciia dong.

3.1.3.Chon mét doan van ban (Paragraph)

Poan vin ban 13 phan nam gitra hai diu Enter. Pé chon doan vin ban ta nhip dap chudt

vao khoang tréng bén trai dong.

3.1.4.Chon khéi ki tu

] Cach 1: Su dung chudt

- Nhan chuét vao bén canh khdi ky tu mubn chon
- Nhan va di chudt sang vung khai ky tu muon
chon

o Cach 2: Su dung ban phim

- Dung cac phim mili tén di chuyén dén vi tri bén
canh khéi mudn chon

- Nhan va giita phim Shift

- Nhan mot trong cac phim miii tén sang phai
(xudng dudi, trai, phai) tiy theo hudng lya chon
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= Pé chon mot khéi ky tu hinh chir nhat bat ky can thyc hién
- bat con trd nhép tai vi tri phia trén bén trai.
- Bam t6 hop phim Ctrl+Shift+F8
- Di chu6t tao hinh chir nhat cho khdi ki tu duoc chon.

3.1.5.Chon toan bo van ban

Nhén t6 hop phim Ctl + A
Chu y
] Trong mot s tai liéu, thao tac chon van ban (chon mdt ky tu, mot tir, mot

doan, mot khoi van ban) con dugc goi 1a “boi den”.

" Khi vin ban da duoc danh dau, chi can nhan mot phim bat ky 13 toan bo phén

van ban d3 dugc chon sé& bi xo04. Phuc hdi di liéu béng cach nhan nat 1énh Undo | “

trén thanh cong cu.
3.2.Huy chon van ban

3.2.1.Thu nho vung chon: La thao tac huy chon mot phén van ban duge danh dau chon
ngay khi vira chon.

Khi vira chon xong, thire hién di chudt nguoc
chiéu thao tac chon, vung chon s& drrge thu nho.

3.2.2.Huy toan bo vung chon

- Nhép phim chuét 1én vi trf bét ky trén ving
soan thao

- Hoic bdm vao mot phim miii én (khéng bam
cac phim chit hodc phim Spacebar)

3.3.Sao chép van ban

3.3.1.8a0 chép van ban trén cung mot tai lieu dang mo

- Chon viin ban ¢én sao chép.

- Nhén nat Copy ® trén thanh céng cu hofic md
bang 1énh Edit, chon 1énh Copy.

- Di chuyén con tré nhap dén vi tri cn dan ndi dung

- Nhén nut Paste ® trén thanh cong cu hodc md
bang 1énh Edit, chon Iénh Paste.
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Chii y

= (6 thé dan ndi dung da copy nhiéu 1an do MS-Word str dung mét viing nhé trung
gian (viing nhé dém) goi 1a Clipboard. Khi CHON VAN BAN va nhan nit COPY,
mot ban sao ndi dung van ban duogc tao ra trong Clipboard. Clipboard c6 thé Iuu trit
t6i da 12 vin ban khac nhau. Khi nhan nat PASTE, ndi dung vin ban dugc dan vao
tai liéu nhung ban sao ndi dung van dang con dugc luu trong Clipboard, nén cho phép
thuc hién dan noi dung thém nhiéu lan nita.

* Thanh cong cu Clipboard xuét hién khi thuc hién sao chép nhiéu lan.

Clipboard {2 of 12}

| Bz Bl Pasts Al BB

= C6 thé lua chon ban sao béng cach nhén chon 6 theo thir tu da 1am. Néu khong nhé )
thir tu da 1am, hay di chudt lan lugt vao tung 6 dé doc qua ndi dung. Muodn xo4a hét
cac ban sao trong Clipboard nhan nut Delete All.

3.3.2.Thao tdac sao chép va dan gitta nhiéu tai licu dang mo

=  Chon van ban.

= Thyc hién tao ban sao bang nat Copy.

* Mo bang chon Window, nhép chudt vao tén ctra s6 tai liéu can dan.
* Thuc hién dan ndi dung vao tai liéu moi béng nut Paste.

3.4.Di chuyén van ban

Cach 1

- Chon vén ban.

- Nhén ntt Cut % trén thanh cong cy hodc md bang
lénh Edit, chon 1énh Cut.

- Di chuyén con tré nhap dén vi tri can dan néi dung.

- Nhén niit Paste ® trén thanh cong cu hoic mé bang
l1énh Edit, chon lénh Paste.

Cich 2: Thao tac nhanh: sir dung phim tit
* Thuyc hién 1€nh sao chép dir liu (Copy): Ctrl + C

= Thyc hién 1énh cit dit liéu (Cut): Ctrl + X
»  Thuc hién I¢nh déan dir liéu (Paste): Ctrl + V
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3.5.X0a van ban

- Chon van ban.

- Nhan phim Delete hoac ma bang 1énh Edit, chon
1énh Clear.

- Khdi phuc sau khi x6a nho ntit Undo * (néu dong
ctra s6 chuong trinh MS-Word).

3.6.Sr dung chirc nang Undo/Redo

* Chirc nang Undo ¥ ¢cho phép khoéi phuc lai tinh trang van ban trude khi thyc hién
mot soO thao tac. Co thé sir dung Undo nhiéu lan.

= Chuc nang Redo 2 Cho phép tra lai trang thai da c6 trude khi thyce hién Undo. Co
thé st dung Redo nhiéu lan.

4.Tim kiém va thay thé
4.1.Céng cu tim kiém mot ttr, mot cum tir trong tai liéu

Mo bang chon Edit, chon Find (hodc nhan phim tit Ctrl + F). Ctra s6 tim kiém Find xuét
hién vdi cac muc nhu sau

Tur tim kiém: nhap tir / cum tir can tim kiém vao hop Find what.

Pham vi tim kiém: nhap chudt vao hinh mili tén tré xudng cta hop Search (ndm trong
vung Search Option)

= All: tim trong toan bg van ban

= Up: tim trong doan vin ban phia trén (k& tir vi tri con tré nhap vin ban hién tai)

= Down: tim trong doan vin ban phia dudi (ké tir vi tri con tré nhap vin ban hién tai)

Chii y: Néu khong nhin thiy ving Search Option, nhan vao nat More ~ M2 #  4é mo
rong hop thoai Find.

Find IReQace] GoTo |

Fipd what: | j

Less 2 ] Find he | Cancel

Search Options
Search; 2l -
I~ Match case
™ Find whole words onky
I™ Use wildcards k
I Sounds like
I” Find all waord forms
Find

Format * Special =
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Cac muc trong Search Options

Match case: Tim kiém cum tir theo dang rap khuodn tirng chit - phan biét chir hoa va
chit thuong. Mic dinh 1a tim kiém khong phan biét chit hoa hay thuong.

Find whole words only: MS-Word s& bo qua trudng hop mau tim kiém 1a mot phan tir
ma chi phat hién khi mau xuat hién nhu mot tir, mot cum tir (nghia 1 phéan cach véi
phan con lai béi it nhat mot khoang tréng)

St dung ki ty thay thé: Panh dau lya chon nay néu mudn st dung ki ty thay thé (*

va ?).

Néu thém dau * ¢ phia sau hodc phia trudc mau tim kiém, Word sé& tim bat ky trudng
hop nao mau tim kiém 1a mot phan cua tir.

Néu thém dau ?, Word sé& tim céac truong hop gidng mau tim kiém, nhung khac mot ki
tu tai vi tri xuat hién dau ?

Chon OK khi da nhap cum tir va cac chon lya.

Thé hién két qud

Néu tim tir/cum tir thiy, Word s& danh ddu mau tim duoc va dung lai dé cho xur 1i.
Muodn tim tiép, chon Find Next. D& ngirng tim kiém, chon Cancel.
Neéu khong tim thay, cé hop thoai thong bao.

4.2.Céng cu thay thé mét tir, mot cum tlr trong van ban

Chtic ning Replace thuong duoc ding dé chinh stra hang loat cac tir, cum tir viét sai
trong mot tai licu. Vi du: gid su trong van ban, cé nhiéu cum tir gd khong diing nhu "ha
ndi" can thay theé bang "Ha Noi". Cac thao tac nhu sau

Mo bang chon Edit, chon Replace (hodc phim tat Ctrl + H), xuét hién hop thoai Find
and Replace.

Nhap ndi dung can tim vao hop Find What, trong vi du 1a "ha ni".

G tir can thay thé vao hop Replace With, trong vi dy 1a "Ha Noi".

Chon pham vi tim kiém trong 6 Search: tuong tu nhu hop thoai Find

Han ché cac dic diém can tim twong ty nhu hop thoai Find

Nhin Find Next dé thuc hién tim kiém. Néu tim théy, Word s& danh diu mau tim
duoc va dung lai dé cho xir li:

- Néu muén thay thé cum tir tim thay nhan Replace.

- Mubn bo qua truong hop do, ’khong thay thé ma tim tiép, chon Find Next.

- Nhan Replace All: thay thé tat ca cac truong hop, khong hoi lai. Chi sir dung
lya chon nay khi ta that sy chic chan.

- Nhan niit Cancel dé dimng tim kiém.
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Find and Replace _ﬂ_)g
Find  Replace | GoTo |
Find what: |ha néi =l
Options:  Search Down
Replace with: | nsd -
Less ¢ | meplscs | Replacegﬂ I EndNext |  Cancel |
Search Options
Search; Dowin bl
™ Match case
I™ Find whole wards ondy
I~ Use wildcards
™ Sounds ke
™ Find all word Forms
Replace

Faormat ~ Special ~ No Formatting
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Chwong 3 — Trang tri va dinh dang van ban
1.Dinh dang ki tw

1.1.Thanh céng cu Formatting

List Bulat » TmesNewRoman » 12 « | B F U | EE JF E == i'ﬁ iE O-#-A-~.

Chira céc niit chirc nang dinh dang thuong ding nhat. Khi di chuyén con troé chudt dén
mot nut bat ky, bén dudi con trd s€ xuat hi¢n tén ctia ntiit. Mgt s nut trén thanh cong cu
Standard:

Style Thay doi kiéu chit (style)

Font Thay d6i Font chi

Font Size Thay d6i c& chi

Bold Bat / tat ché d¢ chit dam

Italic Bat / tit ché do chir nghiéng
Underline Bat / tat ché do chi gach chan
Left Can 1é sat bén tréi

Center Can chinh gitra

Right Can 1& sat bén phai

Justify Gian déu theo ca 1& phai va 18 trai

1.2.Dinh dang phéng chir

Céc thao tac dé dinh dang phong chit nhu sau

» Panh diu chon vin ban can dinh dang

= Chon phong chir: Nhin chudt vao miii tén tré xudng ctia 6 Font.

* Chon phong chir phu hop tir danh séach liét ké cac phong (Times New Roman, Arial,

Verdana,...)
['Times Mew Roman _-v_- 12
r')

B VNTIMEH :J
T VnUniveres

T YNINVIREEH

i _¥nYogue

T VNVOGUEH

7 Arial Black

T Arial Narrow

% Book Antiqua I |
T Bookman Old Style
T Century Gothic

T Comic Sans MS ll
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Chii y: Truong hop tai liéu khong hién thi dung vian ban khi chuyén tir may nay sang may
khéc. D6 la do may bi thiu phong chir. BE gidi quyét 101 nay, can cai thém phdng chi.
1.3.Thay dbi c& chi
1.3.1.Truong hop vung van ban co cung mot co chit

=  Panh ddu chon vin ban can thay doi ¢& chit.
»  Chon hodc nhap c& chit vao 6 Size trén thanh cong cu.

1.3.2. Truong hop vung van ban khong cung mot co chi

Mudn cung ting (hodc giam) dong thoi ¢& chit ciia cac doan vin ban c6 kich thudc khac

nhau ta lam nhu sau

=  Panh ddu chon vin ban can thay doi c¢& chit.

= Nhan t6 hop phim Ctrl+[ dé giam déu c& chit. Nhan t6 hop phim Ctrl+] dé ting déu
co chir.

1.4.Tao chi* in nghiéng, in dam, gach chan
Hi¢u umg in nghiéng, in ddm hay gach chan nham 1am ndi bat vin ban. Panh diu chon
phan vin ban can tao hiéu tng. Sau d6 c¢6 thé dung chudt hay ban phim dé tao hiéu tng.

Thyc hién mdt trong céc cach sau:

1.4.1.Dat in nghiéng

= Nhin nat & trén thanh cong cu Formatting.
» Hodc vao Format — Font, chon Font styles 1a Italic va nhan OK.
» Hodc nhan t6 hop phim Ctrl+I.

1.4.2.Dat in dam

= Nhéan nit - trén thanh cong cu Formatting. )
* Hodc vao Format — Font, chon Font styles 1a Bold va nhan OK.
* Hodc nhan t6 hop phim Ctrl+B.

1.4.3.Dat gach chan

= Nhén nit L trén thanh cong cu Formatting.
» Hodac vao Format — Font, chon Font styles 1a Underline va nhan OK.
* Hodc nhan t6 hgp phim Ctrl+U.
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1.5.Dinh dang chir thdng qua hép thoai Font

Panh diu chon vin ban can dinh dang. Tiép theo m¢ bang 1énh Format, chon Font

2l

Font | Character Spacing I Text Effects l
Fonk: Font style: Size:
I'v'erdana IBold

Swrmnbol - Reqgular

Tahoma 2l Ttalic

Times Mew Foman

Trebuche: MS —1 |Eold Italic

-

Fant calor: Undetline stvle: Underline color:

| ILI I-(none) Ll i fAltomatic ;!
Fffarks

™ Striketrough ™ Small caps

™ Double strikethrough v all caps

™ sSuperscript I Enboss ™ Hidden

[~ subscript I Enarave
Preview

CHARACTER SPACING

This is @ TrueType font, This font will be used on both printer and screen,

Default. .. | Ok I Cancel

Hop thoai Font c6 3 thé chirc nang chinh

1.5.1.Thée Font

Chira hau hét cac chuc nang dinh dang vé mit Font chit.

Chon phéng chit trong danh sach Font, chon kiéu chit trong danh sach Font style (in
dam — Bold, in nghiéng — Italic, vira in dam vura in nghiéng — Bold Italic, chir binh
thuong - Regular), chon kich thudc chir trong hop Size.

P61 mau chir bang danh sach chon Font Color.

Hop thoai nay con cung cap mot vai hidu tng dic biét &

Vung Effects bao gdm cac hiéu tmg

Strikethrough: Ké duong ké xuyén qua chir

Double Strikethrough: Ké 2 duong ké xuyén qua chir
Superscript: Chuyén chit thanh dang chi s6 trén

Subscript: Chuyén chir thanh dang chi sé dudi

Shadow: Thém bong dang sau chi

Outline: Hién thi dudng vién trong va ngoai chit

Emboss: Cham ndi chit

Engrave: Lam chit trong nhu dugc in 1én hodc 4n vao trang gidy
Small caps: Chit dugc dinh dang thanh chit hoa nhg

All caps: Tét ca chit duoc dinh dang chir hoa

Hidden: Cac ky tu duoc an di

Sau khi danh dau chon vao mot hiéu tng, c6 thé xem cach thé hién cta hiéu
g d6 nhu thé nao trong ving Preview.
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1.5.2.Thé Character Spacing

Cho phép thay d6i khoang cach gitra cac ki tur

* Normal: binh thuong

= Expanded: thua hon

» Condensed: sit nhau hon. Spacing = [ normal, expanded, condensed ]

Co6 the ha ki ty xuong 1am chi s6 dudi hodc nang cao 1én lam so mii:
Position = [ lowered, raised |

1.5.3.Thé Text Effects

Cho phép lam hoat hinh dong chir.
1.6.Ap dung chir hoa dau doan (Drop Cap)
hirng chi ICD] hirng chi ICDL x4
‘ yéu trong Cdn ‘ Cong nght Thang]
tng dung thon theéng trong may
té, chitng chi ICDL cho

chét Iy thuyét vé cac kMY

hanh vE trinh 48 s dun

Trong thuc t&, chi
mang tinh chat 1y

chit thwe hanh vé

Cac budce thuc hién

* Nhap mot doan van ban. )
»  Dait con tré nhdp van ban & vi tri bat ky thudoc doan van ban do
* M bang 1énh Format, chon Iénh Drop Cap. Hop thoai Drop Cap xuat hién

21
Position
None Dropped  InMargin
Options
Fonk:
|Times Mew Roman :]
Lines ko drop: |3 5‘
Distance from texk: 0cm —
OK I Cancel |

» Chon kiéu chir; None - khong dat chit hoa dau doan, Dropped - chir cai dau doan

dugc can 1€ nhu phan van ban con lai, In Margin - chir cai d6 ndm ngoai lé doan van

ban.
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=  Chon phong chii:
- Nhan vao hop Font dé chon phdng cho chit cai dau doan van ban.
- Chon d6 16n cua ki tu dau doan bé“mg cach nhap s6 chi dong vao 6 Lines to
drop. Chit céi s& c6 kich thudc twong ing véi sd chi dong nay.
- Nhép khoang céach tir chir cai dau doan dén phén con lai cua doan (tinh b?mg
cm hodc inch) vao hop Distance from Text.

= Nhan nat OK dé c6 két qua.
1.7.Ap dung cac mau khac nhau cho van ban

Chon doan van ban muon doi mau chi.

Ao, A+ n . 2 4 N LA Toa
Nhan vao nat Font Color == " trén thanh cong cu Formatting dé 4p dung mau hi¢n hanh.
Hoac nhan vao miii tén tré xuong bén canh chit A d€ m¢ bang mau ré6i chon mot mau
khéc.

AL
| || Aukarnatic |

EEEEEEEN
EEEEEEER
.DD.EDarkTeaIF:I
O EEENEO
EEOOCERO

Mare _alars, ..

1.7.1.8 dung but danh déu vin ban

Dung dé danh dau tai liéu bang nhiéu mau sic khac nhau.
A \ , . . é? xS A A .
= Nhan vao nut Highlight nam trén thanh cong cu Formatting.
= (Cong cu co dang chiéc bat 4 . Dung chudt 14n luot danh du cdc van ban can lam
noi bat
» Sau khi dugc danh dau chon, phan van ban sé c6 mau nén giong nhu mau da chon
»  P¢ trd ve trang thai soan thao binh thudng, nhan chudt lai vao biéu tuong Highlight.

1.7.2.Thay déi nén vin bdn

» Chon van ban mudn ddi nén.

» M6 bang 1énh Format, chon 1énh Border and Shading. Trong hop thoai do, chon phén
Shading.

=  Mudn vin ban d6i mau nén, chung ta nhdn chon mau trong bang mau Fill.

= Nhén nat OK dé hoan tit viéc thay ddi nén.
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1.7.3.Sao chép dinh dang ki tw

Str dung nit Format Painter ] trén thanh cong cu Formatting. Thuc hi¢n

= Chon ving vin ban mudn sao chép dinh dang.

» Nhén nat Format Painter. Con tro chudt s& c6 hinh mot cai choi quét son ]

=  Panh dau chon vin ban mudn 4p dung dinh dang.

= Néu mudn sir dung sao chép dinh dang nhiéu 1an thi phai nhin dap chudt vao nut
Format Painter trudc khi danh ddu chon van ban 4p dung dinh dang.

» Khi két thuc thi nhan lai nut Format Painter dé tré vé trang thai soan thao binh thuong

= Huy bo viéc ap dung dinh dang bang cach nhan phim Esc hay nhan lai vao nut
Format Painter mot lan nira.

2.Dinh dang doan van ban

C6 2 cach dinh dang doan van ban
»  Su dung cic nut trén thanh cong cu
» St dung chtic nang dinh dang trong hop thoai Paragraph

2.1.Ap dung céac lwa chon cén 1é

bat con tré nhdp van ban tai vi tri bat ky thuoc doan van ban (néu muon ap dung can lé
cho nhi¢u doan, can chon cac doan do)

»  Su dung cac nut trén thanh cong cu: Nhén chon 1 trong 4 nut 1énh kiéu can 1&
» St dung hop thoai Paragraph

- Mo bang chon Format, chon 1€nh Paragraph.

- Nhén chudt vao nhom 1énh Indents and Spacing

- Chon cach can 1& doan vin ban trong 6 Alignment

- Phan Line spacing cho phép thay ddi khoang cach giita cac dong trong doan
theo cac muc. Chon; Single - dit khoang cach gitta cac dong bang kich thudc
phong chir 16n nhét (size) trong doan cong véi mot khoang t6i thiéu, da dé
hién thi 100% chit trong doan. Py ciing 1a muc thuong ding.

1.5 lines Dit d6 din dong gip rudi single

Double Dit do din dong gip doi single

At least Dit do dan dong tdi thiéu c6 thé

Exactly Word s& dan dong chinh xéc theo s6 do trong 6 niy

Multiple b9 dan dong dugc nhan vdi mat s6 thuc bat ky. Vi
du, néu ¢& chir trong doan 1a 10pt va chon s6 nhan
1a 2.5 thi khoang cach gitra cac dong 1a 25pt
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2.2.Thay dbi khodng céach gitra hai doan van ban

Khoang cach doan thuong 16n hon khoang cach dong.
= D0 dan cach trude doan duoc di€u chinh thong qua Spacing before (pt)
* Do gian cach dong sau két thiic doan dugc diéu chinh thong qua Spacing after (pt)

Spacing
Before: 6 pt ~ Lipe spacing: Ak

after: |U pt ;]: m_ﬂ | __:_]

Str dung ddu nhay c6t —Tab: Dau Tab duoc dit & dau mut trai trén thanh thude ngang.

tetrre2 10 3 1k g sy deorizon
; . [

L ] oL Vo

o Tong diem 4 mén 39F difm

2 g'frungbinm mbn 9875 difm

2.2.1Dat dau Tab thong thuong

=  Chon doan vin ban muén dit dau Tab

» Nhén vao biéu tuong d4u Tab E‘ & d4u mut trai cta thanh thude ké cho dén khi hién
bi¢u tuong dau Tab thich hop. Co céc loai Tab sau

E| Trai Van ban xuat hién bén trai vi tri dau Tab
4| | Phai Vin ban xuat hién bén phai vi tri dau Tab
E Gitra Vén ban dugc can gitra so véi vi tri Tab

E Thap phan | Dung dé cin céc s theo ki hiéu phan tich phan
nguyén va phan thap phin

m. Thanh ngin | Dung dé tao ra mot dudng ké doc ¢o chiéu cao
- béng chiéu cao ki tu tai vi tri dat Tab

= Nhén chudt vao vi tri dat Tab trén thanh thudc ngang.

2.2.2.Ddt déau Tab cé kém thém ki hiéu phia trudc

=  Chon doan van ban muén dat diu Tab

= M6 bang chon Format, nhén chon 1énh Tabs

= Trong 6 Tab stop position, dat vi tri cho ddu Tab méi hodc chon dau Tab di co.
= Trong ving Alignment, chon kiéu cin 1& cho doan vin ban sau déu Tab

= Chon ki hiéu dat truc ddu Tab tai vung Leader.

= Nhan nut Set dé dit vi tri Tab méi.
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Vi du: Soan thao trang muc luc c6 ndi dung dudi day

2.2.3.Di chuvén va xod mét dau Tab dd cé

Co6 2 cach

= Thao tac tryc tiép trén diu Tab
* Thao tac trén thanh thudc ngang.

Thuc hién nhu sau

= Chon doan vin ban chira Tab can thao tac.

=  Pé xo04 ddu Tab: Nhan chudt vao ki hiéu Tab va kéo no ra khoi thanh thudc ngang
hoic md bang chon Format, chon Tabs. Trong cira sé dinh dang Tabs, chon cac Tab
can xo04 & phan Tab stop position rdi nhan nit Clear.

= D¢ di chuyén dau Tab: Nhan chudt vao ki hiéu Tab trén thanh thudc ngang, kéo sang
phai/ trai d&én vi tri can thiét.

3.Danh sach liét ké

C6 2 kiéu danh sach liét ké
= (6 thur ty (danh s0), vi du: a,b,c... hay 1,2,3...

»  Khong c6 thir tu (gach dau dong), vi du: cac d4u hoa thi, gach dau dong...

Co6 2 cach tao danh sach

11
14

.17

21

23

27

i Az 3 e s u-s-‘-=---a---s‘-‘m-s-u-mz‘wn-u-m-u-_;s-u-@j
: 2NC)I G CAC MON HQC

.. . Tab thir hai
Tab thik nhat
=7 2.1 MON HOC 1: Céc khfii niém co bén vé Cong nghé thong tin.........c........
; 22 MON HQC 2: St dung mdy tinh va quan 1§ 18D ......ccocovvvvevieeiceceeee,
,i 2.3 MON HOC 3: S0an thio Vi DA ..o i sersiisasidersserasasinsasstssssiaias suskanss
: 24 MON HOC 4: Bang tinh dién fY .......o.covevevviveeieereeeseveee e
? 25 MONHOQC 5: COSG T HEU ..ooveeeeeee e
- 26 MONHOC 61 TrIN i8N ..o,
g 27 MON HOQC 7: Théng tin va truyen théng..........cooveveeveieeevereeiereeeevees
|=|=f=]=] 4

- oE»Il

» St dung nat Bullets E‘ hay nat Numbering trén thanh cong cu Formatting

*  Chon thyc don 1€nh Format va chon muc 1¢nh Bullets and Numbering.
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3.1.Tao danh sach liét ké gach dau dong

= Di chuyén con tro nhap van ban dén vi tri mudn tao danh sach liét ké

= Nhén nat Bullets F‘ trén thanh cong cu.

* Nhap ndi dung doan van ban

= Nhin phim Enter va tiép tuc nhap ndi dung.

= Nhén phim Enter hai lan dé két thiic danh sach hodc x04 bo gach dau dong & dau
dong mdi.

3.2.Tao danh sach liét ké danh sb

= Di chuyén con tro nhap van ban dén vi tri muén tao danh sach liét ké

= Nhin nat Numbering trén thanh cong cuy.

* Nhap ndi dung doan van ban.

* Nhan phim Enter va ti€p tuc nhap ndi dung.

* Nhan hai lan phim Enter dé két thuc viéc tao danh sach li¢t ké.

3.3.Xoa mo6t muc thuéc danh sach liét ké

Khi x04 mot doan van ban, MS-Word s€ tu dong danh lai s6 thir tu cua cic muc tiép theo.
3.4.Thém muc m&i vao danh sach liét ké

Di chuyén con tré nhap van ban dén vi tri cudi ciing ctia mot myc va nhan phim Enter.

3.5.G& bd danh sach liét ké

Néu mudn gd bod danh dau li¢t ké ma van gilt nguyén van ban, can thuc hi¢n
» BOi den cac doan van ban da dugc dinh dang danh sach liét ké

= Nhan vao nut chirc nang Bullets FI hodc Numbering trén thanh cong cu.
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3.6.Thay d6i kiéu ki tw dau dong

=  Pat con tré nhdp van ban vao mot muc bat ky thugc danh sach
* Mo bang 1énh Format Bullets and Numbering. 7 o
*  Chon thé Bulleted. Nhan chon m{t trong cac kiéu c6 san dé 4p dung ngay.

Bullets and Mumbering 7] x|

Bulleted | Numbered | Oubline Numbered

- o =
Mone . o "
- o -

o - >
m = >
o = >

Picture. .. | Customize... i

Reset | Ok I Cancel |

= Hodc nhan nat Customize dé chon ki ty trong bang Fonts.

Customize Bulleted List

—Bullet character

+ Cancel |

~Preview

Font... | Bullet... |

~Bullet position

Indent at: 05"

~Text position

Indentat:  [0.75" 2

Y nghia cac muc chon va nut nhan

- Bullet character: Cac ki hiéu mac dinh ciia Word.

- Font: Thay d6i font cho ki hiéu dau muc.

- Bullet Position: Khoang cach tur 1& dén ki hiéu dau muc.
- Text Position: Khoang cach tir 1¢ dén ndi dung vin ban.

= Nhin nat OK dé thyc hién céac thay do6i da chon.
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3.7.Thay dbi kiéu dang s6 thi tw

=  Pat con tré nhdp van ban vao mot muc bat ky thudc danh sach danh sb thu tu.

= Chon bang 1énh Format Bullets and Numbering.
= Nhan nut Customize d€ mé hop thoai

Customize Numbered‘kist

Mumber Format -
Number style: Start at: Cancel |
ey Proview ——————————————
fes. = = ,
; 1
Mumber position
|LeFt _vJ fligned at: |0 m ] 2)
3
[Text position
Indent at: |D,63 o ;‘j

Y nghia cac muc chon va nut nhan

- Number Format: Nhan nut Font dé thay ddi dinh dang cua s6 chi d& muc nhu
phong chit, kich thudc, mau sac...
- Number Style: chon ki€u chi muc thi tu

- Start at: Danh sach duoc danh s6 bat dau tir s6 duge chi dinh

- Number Position: Thay ddi cach cin 18 (trai, phai) cho ki tyr dau tién trong
doan. Nhéap khoang cach tir 1& dén sb chi tht tir vao 6 Aligned at.

- Text Position: Dit khoang cach tir 1& dén doan vin ban vao 6 Indent at.

3.8. Banh lai sb th tw

= Khi con tré nhédp van ban ¢ dau dong méi, mo thuc don 1énh Format, chon Iénh

Bullets and Numbering.
= Nhap chon nut Restart numbering.

Bullets and Numbering

Bulleted — Mumbered |01._|t||‘ne MNumbered |

MNone

)
E)
6

]
&)
d)

List numbering

™ Continue previous list

=
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3.9.Tao cac danh sach con

* St dung phim TAB hoac kich ntit Decrease Indent ™" trén thanh cong cu Formatting
dé lui vao mdt murc.

e
|

= Mubn dit nguoc lai, st dung phim SHIFT+TAB hoic kich nit Increase Indent
trén thanh cong cu Formatting.

4.Dinh dang tai liéu
4.1.Thay dbi chiéu van ban va khd gidy

= Nhép chon thuc don Iénh File, chon 1énh Page Setup

= Nhip chon thé Page Size

= Chon kho gidy in trong phan Paper Size (A4)

= Chon chiéu nhap vin ban va in: Portrait — doc, Landscape - ngang.
»  Xem trudc khudn dang trang trong vung Preview.

= Nhan nat OK dé hoan thanh viéc chon va dong hop thoai.

21
Margins I Paper Source | Layout ]
Paper size: Preview
a4 | 7
Width: 121 cm E‘ —
Height: 129.7’ cm E‘ b
(-Orientation —_—
= Portrait —
" Landscape —
Apply ka: |Th\s section j
Default, ., | | OK | Cancel I

4.2.Thay d6i mép 1& tai liéu: 1& trai, 1& phai, 1& trén, 1& dwdi

4.2.1.Thao tac dat Ié cho tai liéu

= Chuyén sang ché d6 xem tai liéu Print layout view

* Di con tré chudt té1 duong bién cua tai li€u trén thanh thudc ké ngang hodc thudce ké
doc. Khi con tré chuyén sang hinh mili tén hai chiéu thi nhan giit chudt va kéo duong
bién d6 dén vi tri mong mudn.

'_|E1|argin
I."C-I_-NIIIIIZ‘IIIIIIE

] Margin boundary

93



Gido trinh Tin hoc van phong

* Néu muon dat chiéu rong cta 1€ mot cach chinh xac, nén dat trong hop thoai Page

Setup mé tir bang Iénh File

Page Setup

Top:
Bottom:

Left:
Right:
Gutter:

~From edge
Header:

Footer;,

) | M\rrur margins
™ 2 pages per sheet  Left

i Papet Size | Papet Source | Layout |

2]

m S cm ry Preview
|2 m E‘
|4‘12 cm E‘
|2‘12 m E‘

IU m E‘

Iiﬁ[m 5‘

[HEL

[téaem E, 7 Bbekitol

Gutter position

This section > I

-

Top

Default, .,

OK | Cancel 1

= Nhén chudt vao thé Margin dé nhap céc gia tri cho cic ving

Top - 1& trén
Bottom - 1& dudi
Left - 18 trai
Right - 1& phai

» Nhéan nat OK dé hoan thanh viéc chon.

4.2.2.Dat Ié cho tai lidu dwoc déng gdy (Gutter margin)

Nhap gia tri vao 6 Gutter dé dit do rong khi dong gay tai licu.

4.2.3.Dat 16 dé in tai lidu hai mdt (Mirror margin)

Nhap gia tri vao 6 Mirror dé xac dinh ché do dat I anh xa cho tai liéu khi muon in hai

mat.

4.3.Chén dau ngat trang — Page Break

Khi soan thao hét trang, Word ty dong chén mot dau ngit trang dé sang trang moi. Néu
chua hét trang muén sang trang méi, can dit con tré nhap van bén tai vi tri can sang
trang. M& bang chon Insert, chon 1énh Break

© Column break
" Text wrapping break

Section break types
" Mext page
" Continuous
" Even page
" Odd page

=

2]

Cancel |
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4.4 Hly bd (X6a) ngét trang

Viéc huy bo ngat trang don gian chi 1a viéc xo4 ki ty ngat trang. Dé thuc hién ta dat con
tro tai dong cudi cua trang trén va nhan phim Delete lién tyc cho dén khi cac dong cua
trang dudi duoc di chuyén 1én trang trén.

4.5.Tiéu dé dau trang (Header) va tiéu dé chan trang (Footer)
* Mo bang chon View, chon Iénh Header and Footer

= Phan khong gian danh cho Header and Footer s& ndi rd dé nhap ndi dung vao. Pong
thoi, MS-Word tu dong hién thi thanh cong cu Header and Footer.

v Header and Footer

Insert AukoText - I EEU = | ol By | [l E F 5 Close

m”’

— Bao cao cudl nam
Bao cao cudi nam

March Sales Report P I

1
|Chan trang | March Sales Report P2

= Nhin nat Switch Between Header and Footer dé chuyén gitra phan tiéu dé dau
trang va phan tiéu dé cudi trang.
= Két thuc soan thdo ti€u dé bang cach nhan nut Close.

4.6.Chén céc trwong thong tin vao dau trang va cudi trang

Insert Page Number Chén s6 thir tyr trang

Insert Number of Page Cheén sb chi tong sb trang cta tai liéu. S6
nay c6 thé khac vdi Page Number néu ta
khong bat dau danh so trang tur 1

Format Page Number Cho phép ér} dinh cach danh s trang, bat
dau tir s6 may

% | Insert Date Chén ngay thang hién hanh

= | Insert Time Chén thém thoi gian hién tai

Eh | Page setup BO tri s6 trang chan 1é d6i xtg
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4.7.Thiét 1ap cach danh sb trang tw dong cho tai liéu

Nhép chon thuc don Iénh Insert, chon 1énh Page Number lam xuét hién hop thoai Page
Numbers

= Position: chon vi tri hién thi sé thtr tu trang
= Alignment: cin 1& cho danh s6 trang (trai, phai, gitta)

Show number on first page: danh dau néu mudn hién thi danh s ¢ trang dau tién cua
tai liéu (trang bia).

Page Numbers = 2| x|

Positian: {Lagrreview

'E' akbam |'||' page |"F|:||:|ter"'l

Alignment:
[Rigt

%]
5 —

¥ show number on first page

ik I Cancel Earrmat, , .

Dé ddanh sé thir tu trang bat dau tir mot sé khdc 1

= Mo bang chon Insert, chon Iénh Page Number.
» Nhan nut Format.

= Trong hop Start at, nhap s6 chi dau tién.

Page Number Format e

Mumber Format: Wﬂ

[ Include chapter number
Chapter starts with skyle IH-:'d'JiI g 1 j

Llse separakaot: I Jyphen) j
1-4

Exarr;g_-le.c: 1-1,

Page nurmbering

7 Cantinue Fram previols section |

¥ Stark ak:
| -

|
L3
ettt eel s 2t

X

s

Cancel |

%
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4.8.Chinh stra/xoa bd sb trang tw déng cua tai liéu

SO trang cta van ban sau khi chen s& dugc dit vao vung Header and Footer cta van ban.
bé thuc hién chinh stra/x04 bd so trang ta lam nhu sau

= Nhip dap 1én sb trang 1am xuat hién Header and Footer

= Chinh sira s6 trang hodc x0a bo sd trang.
* DPong Header and Footer d€ quay tré vé soan thao.
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Chwong 4 — In an
1.Kiém tra chinh ta, stra 16i ngi¥ phap tiéng Anh
1.1.Bat/tét cong cu kiém tra chinh ta

* Vao thuc don Tools | Options

* Chon thé Spelling & Grammar.

= Bat cong cu kiém tra chinh ta: danh ddu vao lua chon “Check spelling as you type”
trong phan Spelling.

= Bat cong cu kiém tra 151 vin pham: danh dau lua chon “Check grammar as you type”
trong phan Grammar.

= Nhén OK.

1.2.S& dung hop thoai Spelling and Grammar

Chi dung d6i v6i van ban Tiéng Anh. Vao Tools, chon Spelling and Grammar d¢ 1am
xuat hién hdp thoai Spelling and Grammar

Spelling and Grammar: English [United States) EEd
Mot in Dictionary:

If you prefer not 1o use the Assistant at ﬂ [ toore |
all, huwven{, you can search for help and Tanore &l I

acess help topics in other ways by P A I
Suggestions:

e . - | Change |
howler

Hoaver I
hiover Chwwor Al
.,_I AukoCorrect I

Options. .. I Unda J Cancel I

_@J [~ Check grammar

Khi phat hién mot tir khong c6 trong tir dién, MS-Word sé& hién thi 16i d6 bang mau do
trong vung Not In Dictionary va dua ra cac tur ggi y ¢ vung Suggestion. Chirc ndng cta
cac nut trong bang nay nhu sau

Ignore B0 qua 16i sai va di chuyén dén 16i ké tiép

Ignore All Tu ddng bo qua tir nay trong toan b tai li€u

Add Thém tir ndy vao trong tir dién chinh ta

Change Sau khi chon tir thay thé, nhan nat Change dé thay
thé 15i sai bang tir méi

Change All Tu dong thay thé nhing 13i sai nhur vdy ma khong

can hoi lai nguoi dung

Check Grammar

Kiém tra van pham

AutoCorrect

Cho phép MS-Word tu dong phan tich va giai quyét
16i sai
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2. Xem tai liéu trwéee khi in

Chon File | Print Preview hoac nhan vao nut Print Preview & trén thanh cong cu

Standard. Man hinh Preview xuét hién nhu hinh sau

ELEIEE

- |P| B |3 gose | K2 .

4 2

E

4 8 1w 12 14 A8 Al

3 838 S0 R

32

L--]

=

]

~

-

2

L3

=

L--3

-t

[ Qmmmmaﬁmmmmmwmm R W
~ prippe—n:

E i
=@

|Page 58 Sec 7 6063 |[At Blem Ln 6 Col 1

N,

Y nghia cac nut nhan

& Print Gui 1énh in d&én may in
@. Magnifier Phong to mot murc
5 One Page Xem mot trang
B Multiple Pages | Cho phép xem 6 trang mot luc

35% -

Zoom Control

Phéng to, thu nho theo ty 1& phan tram

View Ruler

Bat tat ché do hién thi thude do

Shirk to Fit

Diéu chinh tai liéu in trong mot trang

Full Screen

Ché do xem toan man hinh

FCIE] B

Close

Dong ché do Print Preview

?-

e

Help

Tro gitp vé Print Preview
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3.In 4n trong MS-Word

Chon File | Print hodc nhén véao nat Print 'E trén thanh cong cu Standard. Hp thoai
Print xuat hién nhu hinh sau

21 x|
Printer—
Mame: | < V\OFFICE|HP >|  Properties |
Status: Idle
Type: HP LaserJet IIT
wihere: \\OFFICE\HP I Print to file
Comment:
Page range . rCopies
o al Number of copies: ||] E‘
C Currenk page € Selection
C Pages: | v Collate

Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12

~Zoom

Print {.ﬂhﬂt: IDDEUmeI‘It LI Pages per 5lleet: |1 page Y[
Prink: IAII pages in range L] Stale to paper size: |Nca Scaling 7[

Options. .. | 0K I Cancel I

Y nghia cac muc/nut nhan

* Name: Chon may in (may in laser, in mau, may in qua mang...)

= Pé lya chon trang in, nhan vao mot trong cac lya chon sau trong viing Page range
- All: In tit ca céc trang tir trang dau dén trang cudi.

- Current Page: Chi in trang hién tai dang dét con tré nhép van ban.

- Pages: Chi in mét sd trang xac dinh, tich nhau boi dau phay. Vi du: 1,3,6-25

= Nhap s ban in vao 6 Number of copies trong viing Copies (néu mudn in nhiéu
ban)

= Pé in ra cic trang chin hoic 1¢, chon Even pages hodc Odd pages trong 6 Print
(nam phia goc trai, bén dudi hop thoai).

= Nhén nat OK dé tién hanh in.
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Chwong 5 — Cac thao tac véi div liéu dang bang

Béang dugc tao thanh tir cic dong (row) va céc ¢t (column), giao ciia mdt cdt va mot
hang 1a mét 6 (cell). Trong mot 6, chung ta cé thé nhap van ban, chén hinh anh hodc chén
bang.

1.Tao bang biéu
1.1.Cach nhanh nhét dé tao bang

* DPat con trd nhap van ban tai vi tri mudn tao bang.

= Nhan chudt vao biéu tugng Insert table trén thanh cong cu

= Giit phim chudt va kéo di chudt xudng phia dudi. C6 thé diéu chinh ting/giam s6
dong va sd cot.

= Tha phim chudt dé két thuc viée tao bang.

| 44 Table

1.2.Tao bang bang I&nh Insert Table

* Pat con trd nhap van ban tai vi tri mudn nhép bang.

= Nhip chon thyc don 1énh Tablelnsert Table

* Nhap s6 c¢ot 6 Number of columns, sd dong vao 6 Number of rows
= Nhin nat OK dé tao bang.

Insert Table 21 x|
Table size
Mumber aof columns: 5| 5"
Mumber of rows: 2 5‘
AutoFit behavior

@ Fixed column width: Auto E‘

" AutoFit ka contents
" AutoFit ko window

Table style: Table Grid AutoFormat. .. |

™ Remember dimensions For new tables

| OK I Cancel
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2.Nhap ndi dung vao bang, chinh stra néi dung

»  Nhéan chudt vao mot 6 bat ky dé nhép ndi dung.

= Di chuyén giita cac 6: dung phim Tab va cac phim dinh huéng trén ban phim.

= Chinh stra ndi dung trong 6 tuong tu chinh stra van b
3.Thao tac chon mét dong, mét cé6t, mét 6

=  Chon mot dong: nhan chudt vao 18 trai cua dong

an.

= Chon mét cot: di chuyén con tré chudt dén mép 1é trén dinh cot, khi con trd c6 dang

miii tén mau den thi nhan chuot.

= Chon mdt 6: di chuyén con trd chudt dén 18 trai cta 6 cho dén khi hién thi hinh miii

tén mau den thi nhin chuot.

* Chon nhiéu 6: trong ty nhu chon mot 6 nhung can gilt va kéo chudt sang tat ca cac 6

can chon.

= Chon nhiéu dong: nhan chon dong dau tién, giit phim va kéo di chudt xudng cac dong

phia dudi.

*  Chon nhiéu c0t: nhan chon cdt dau tién, gitt phim va kéo di chudt sang cac cot bén

canh.

Ngay thi 25-02-2005

Stt | Ho va tén Piém thi

trac nghiém

Stt | Ho va tén

1 Nguyén Van Thanh

2 MNguvén Van Ta

3 Nzuyén An

4 Trén Tuédn Vinh

ﬁ_‘ N uyen Van Thanh

Piém thi

thuc hanh

Piém thi

thue hanh

Piém TB
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4.Thém va xoa cot / dong
4.1.Thém dong

=  Pat con tré nhdp van ban tai vi tri muén thém dong vao bén canh.
* Nhap chon thyc don Tablelnsert.

_ ¥ Draw Tahla |
(1 zabie..
Lk e

L]
. T Columns ko the Left

Seleck
i o Colurnns ko bhe Right

Bt terge Cells
; =4

# Table AutaEormat, b I

= Fous Balow

Tabls Propsrkiss, ..

¥ |

a'= calls, .

* Chon Rows Above: dong mdi thém s€ dugc chén vao phia trén dong chtra con tré
nhap van ban.

* Chon Rows Below: dong m&i thém sé dugce cheén vao phia dudi dong chira con tro
nhap van ban.

4.2.Thém cot

=  Pit con tré nhap vin ban tai cot bén canh cot can thém
* Nhap chon thuc don Iénh Tablelnsert.

7 Draw Table |
Inserk 3™ Table. ..
Delete L
; o ; ,-F. | Cn:nlurr'*s ko the Left
elec e
B T 3 .Hn Colurmns ko the Right
Merge Cells

g Fows Above

'@ Table AutoFormat. ..
E M2 Rows Below

Table Properties. ..

E"‘:' Zells...

¥ T

*  Chon Column to the Left: cot mdi thém s€ dugc chén vao bén trai ¢t chira con trd
nhap van ban.

* Chon Column to the Right: ct m&i thém s€ dugc chén vao bén phai cot chira con trd
nhap van ban.

4.3.Xoa cbt, dong

=  Panh ddu chon cac dong/cot can xoa
*= Mo bang chon Table, tro t61 dong Delete r61 nhan Iénh Columns hodc Rows.
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4.4 Thém va xoa 6

Tuong tu thao tac thém/xd6a dong (cdt), nhgng truge khi thue hién 1énh, MS-Word hién
thi hop thoai xac dinh cach thic dich chuyén nhitng 6 khac trong dong

2
InsertEEy FIES =  Shift Cells Right: chén &, dich & trong hang sang phai
::fhift SeERIE *  Shift calls down: chén &, dich & trong cét xudng dudi.
* 5
" Insert entire row = Insert entire row: Chén thém mdt déng mdi.
" Insert entire column = Insert entire column: Chén thém mét ct mdi.
| oK I Cancel |

Delete Cells R§ 21 x|
] *  Shift Cells Left: xo& &, dich & trong hang sang trai.

P
£~ Shift cells up =  Shift cells down: xo0d &, dich & trong cdt 1&n trén.
" Delete entire row * Delete entre row: Xod ca dong chifa 4.

(" Delete entire column

0K I Cancel |

= Delete antre column: Xoa ca cét chira 6.

5.Thay ddi chiéu réong cét va chiéu cao dong
5.1.Thay dbi chiéu rong cot
Cach 1

= Di chuyén con tré chudt dén duong bién phai cua cot
»  Khi con tro chudt chuyén sang hinh thi kéo - tha dé di€u chinh d¢ rong, hep.

L 14
; Ngc
s 1 Nguyen Vin Thanh

8 2 Nguyén Van T

A 3 Nguyéen An
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Cach 2
Di chuyén chudt 1én thanh thudc dén cac nut 1€ cot

Khi con troé chudt chuyén sang hinh thi kéo-tha ntt 1é dé diéu chinh d6 rong, hep.

Gido trinh Tin hoc van phong

19 +18 -

-20-

o EE H'L'2-|-3-|'4'I E-l-s-l-?a

1
ble Colurmn| =~

Move

BANG SATHACHEKY NAN(

Ngay thi 25-02-20

Stt | Ho va ten

Piem thi

trac nghiem

1 | Nguyen Vin Thanh 85

[ =3

Nguyéen Vian T 7.0

5.2.Thay dbi chiéu cao dong

Di chuyén con tré chudt dén duong bién dudi cua dong
Khi n6 chuyén sang hinh miii tén co dan thi kéo - tha con tré chudt dé diéu chinh do

rong, hep.

161

|-z'l‘i'l§'|ﬂ"1'|'2'|'3'|'4'| E

Ngay thi 25-02-2005

EEEEERE RN EEEE

181 17

Ho va ten

Piém thi Piem thi

trac nghiém | thuc hanh

P19

I E]guygn Van Thanh

8.5

1200

-
-

Nguyén Van Ti

7.0

6.Thao tac trén cac 6 (Cell)

6.1.Thao tac nhap nhiéu 6

Chon cac 6 ké nhau can

nhép thanh 1 6.

Nhiép chon thuc don Table | Merge Cells.
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6.2.S& dung thanh céng cu Tables and Border

DEES RV gl i men

& 8T 0% -

[ ]
[

Pé lam xuat hién thanh cong cu ndy ta nhan nut Tables and Borders c6 hinh & trén
thanh cong cu Standard. Céc nt trén thanh Tables and Borders nhu sau

v Tables and Borders m
I @ > wegd|H-®-

O-E 8 B8-%m @l 25 =

Dung dé vé bang

Dung dé tiy bo mot duong thang trong bang

s K S

4

Chon d6 dam nhat cua duong vién

Chon mau cho dudng vién

K¢ khung

Chon mau nén

4

4

0 ¢ 0/l

Chén thém bang madi

Nhap céc 6

Chia cac 6

| O

Dinh dang cén 1€ van ban

Chon hudng ctia van ban

-

et
-— Y
—

Séap xép van ban trong cac cot theo chiéu ting dan

= Chon kiéu duong vién
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6.3.Thay déi hwéng van ban trong 6

Chon 6 can chinh huéng vin ban
Nhap chon thyc don 1€nh FormatText Direction
Chon hudng van ban trong vung Orientation.

Text Direction - Table Cell

~Orientation
I Text l
® a
e 4

rPreview

The quick brown
Fox jumps aver

the lazy dog.

| oK I Cancel

6.4.Can |& trong 6 van ban

Chon cac 6 can can chinh I€.
Nhap phai chudt vao vung dugc chon.
Muon &p dung ki€u can 1€ nao thi di chuyén con tro chudt dén nut c6 hinh vé tuong

{rng va nhip chudt.

ri. Zut
EE; Oy

ﬁ Paste

[ Insert Table..
Celete Cells, ..
FE splic Cells...

Borders and Shading. ..
“fi Tezt Direction. ..
=
AukoFit
Table Properties...

1= Bullets and Numbering.

% Hywperlink...
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7.Vé dworng vién bang biéu

Trén thanh cong cy Formatting c6 nut Outside Border gitp ké nhanh dudng vién bang.

8.Thay d6i kiéu dworng vién bang biéu

= Néu 4p dung thay di cho toan bang, nhan chudt vao vi tri bat ky thudc bang. Néu chi
ap dung cho mot vai 6, danh du chon céc 6 do.

* Mo FormatBorder and Shading, chon thé Border

= Luya chon hiéu tng (kiéu dang, mau sic, d6 ddm nhat) thich hop.

= Nhaén vao cic nat tuong ting xung quanh 6 Preview dé thiét dat vi tri s& ap dung cac
thudc tinh vira chon

= Kiém tra lai trong Apply to xem hiéu ng dugc ap dung cho ca bang (Table) hay chi
ap dung cho vai 6 (Cells)

= Nhin OK d¢ két thuc.

Borders and Shading : 21

Borders | Page Border ] Shading ]
Setting: Style: | Preview

Click on diagram below or use
buttons to apphy borders

L

Mone

.................................................. .

1 @8] 8| O
g
3

ow Todlbar Horizonkal Line...
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9.T6 mau nén cho cac 6 trong bang

Trong hop thoai Border and Shading, nhan chon thé Shading chon méau nén cho bang
biéu ¢ muc Fill.

Borders and Shading i

Borders | Page Border  Shading I
Fil | Preview
o Fill

|

I TT TR
S —
N EEENTE Lo

N TEENEC
—m
l'j_l_l_l—l_l“ Mare Colars, .. |

Patterns

Style: |

":I Clear :i Apd‘_v o k

Color: |

| TR L} ettt ————————— J
Show Toolbar | Horizontal Line.,. | OK I Cancel [
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Chwong 6 — Hinh anh, hinh vé va biéu do

Céc dbi twong nhu: hinh v&, biéu d6, hinh anh... dugc goi chung 14 cac d6i twong dd hoa

1.Thém hinh vé vao tai liéu

Mo bang Iénh Insert, chon Iénh Picture, chon Clip Art.

Insert | Farmat Tools
Break...
Page Numbers..,
Date and Time. ..

Symbal,.,

Table ‘Window Help

CAGET

.BIH

led 151 h-1+7

[ picture

S

WL Hyperink... Chrl+k

¥

Erom File...

lEi;r AutoShapes

.4[ Wordart. ..

@ Chart
¥

= Ctra s6 Insert ClipArt hién ra nhu sau:

Bl Insert ClipArt

J\“ = I@;mpurtcnps S lps Oriine

@de\u

| seatcorclp: [T o e mvs word

@ Pictures

Categories 1 - 51

g Sounds |0 Moion Cis |

& [ =] =

Ne i Favoites Academic
Borders & Frames Buildings Click For Busitds.|  Bultons &leons Cartoons

-4
i

i B2

L

Communications  Dividers & Decor. Dowrlnaded Clips

Emations

Entertainment

Nhin chudt vao mot danh muc dé tim hinh vé& thich hop.
Nhan chudt vao hinh can chén (c6 thé xem trudc anh).

Nhéin chon 1énh Insert dé chén vao tai liéu.

op A \ f\ A s M
—{ nhan vao day dé chen
& hinh vao tai liéu

g

.)’/»\\y,
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2.Tao chir nghé thuat - Word Art

] Nhép chon thuc don Insert Picture / Word ArI.
* Trong ctra sO WordArt Gallery, nhap chon mau.

WordArt Gallery 21X
Select a Wordart style:
- I [T W
Worelart woriwt worda,, (WordAr WordArt |
[ w
T ! | I | 1) n ¥ s w
Mozt \WordArt [WordArt [0742 ¢+ | Wioediiet | 5

Mﬂ wordart | -WorcArt '\""'i!i.‘u:i,%r: L
WordAet [WarGAre |Warddet | Wiwp [soonii

o

L

N T

FDavT

* Nhap ndi dung chit ngh¢ thuat.

Edit WordArt Text = 2x|
Eont: Size:
[/ i Black Bl llﬂ
Text
OK Cancel

Thay doi mau sac, hinh dang chir

Nhan chudt vao ddi tuong cin thay dbi. Pbi tugng duogc lya chon s€ c6 mot khung vién
den bao quanh. Bong thoi thanh cong cu WordArt hién ra véi cac ntt 1énh

Al Edcrex.. GG B ae & B
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Giai thich y nghia c4c nut

4l Chén thém mét ddi tugng Word Art khac
Edit Text... Thay ddi noi dung chir
=1 Chon lai kiéu chit nghé thuat
By Thay doi kich thudc, mau sic phdi hop trong doi tuong
i Thay d6i kiéu déng nét chir
_ Xéc dinh vi tri cua chir nghé thuat so véi ndi dung van ban
b Thay d6i chiéu cua chit (ngang/doc)

3.Thém cac hinh hinh hoc san cé vao tai liéu

@Chs‘loml‘ngO—ll Q] @ @
GD

Chi c6 thé chén hinh néu dang hién thi & kiéu Print layout. Can hién thi thanh cong cu
Drawing trudc bang cach nhan chon ntit Drawing.

Thanh céng cu Drawing thuong nim dudi ving soan thao

+ Drawing

Thao tac chen mot hinh Autoshapes vao tai liéu

= Nhin nit AutoShapes trong thanh Drawing roi lya chon mét trong cac hinh sén c6.
=  Nhan chudt vao vi tri can chén hinh. Word s€ chén hinh vao tai li€u theo kich thudc

mac dinh.
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§\’i‘ Lings 4
U P O U &
B, Block &rrows @ A B
3:. Elowchart ¥ D ol Rl
%z Stars and Banners [ Ej @ D D
“%_bgallnuts 3 @ =
'@ More AutoShapes... 07 R {i)_‘» (E
B G
g o

= Néu mudn chén hinh c6 kich thudc tuy , kéo va tha chudt theo chiéu tir trén — bén
trai xuong dudi — bén phai

= Mot s6 hinh cho phép nhap chit cha thich vao bén trong. Nhan phai chudt vao hinh,
chon dong Iénh Add Text trong bang chon 1énh m&i ma, sau d6 soan thao vao dinh
dang chir bén trong. Vi du

4.Chén biéu doé vao tai liéu

= Chuyén con troé nhap vin ban dén vi tri muén chén biéu d6
* Mo bang 1€nh Insert, chon Picture, sau d6 chon Chart.

EBreak...

Page Murnbers.. .

Date and Time...

AutoText 3
 Eed.. ]

Symbal. ..

f_a Comrent

Footnote, ..
Caption...

Cross-reference...

Index and Tables. ..

Text Box Erom File...

p ot =

Oij . @\} AutoShapes

il
B_ ]km i 4 Wardart.. .
ookmark. .,
5 = @ From Scanner cr Camera...

g Hyperlink...  Chrl+k ﬂ: e
—_——— W sy
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Trong ctra s6 biéu dién dir li€u cta bi€u do, xo4 dir liéu cti, nhdp so6 liéu médi vao
(nhap ca dong tiéu dé cot so licu)
Keét thac viéc nhép s6 li¢u bang cach nhan chudt vao vi tri bat ky ngoai biéu do.

Do ents and Setting Data ; x|
A B D E |4
1st Oitr nd Ot 3rd Otr 4th Otr
1 _af|East 20.4 274 90 204
2 afl|\West 30,6 38,6 34,6 31,6
3 _a|North 459 16,9 45| 43.9
4 | -
4| | Ld
o b S A A A A EE IS ST T WSS A AT I I IS T TS LA E IS SIS LSS,
100
80
5y OEast
40 | EWest
20 OHorth
L]

5.Xoa hoac thay déi biéu do6

* Nhan dup vao biéu do.

15t 2nd  3rd  4th
otr  Oir otr atr

Cac thuc don Iénh dugc tu dong sép xép lai va hién thj thém thanh cong cu Chart.

* Nhan vao nut 1énh trén thanh cong cu Chart néu muon thay déi mau sac, kiéu biéu do.

7.Dinh dang mau nét vé, té6 nén

Nhan chudt vao ddi tuong, md bang 1énh Format / AutoShapes (hodc nhén phai chuot roi
chon 1énh Format AutoShapes...). Chon thé Color and Line.

Format AutoShape

21

Colors and Lines I Size: ] Layout | Picture ] Text Box | Web i

Fill

Color:

]~

Transparency:

Line

coor: [N m[Em

Mo

Fill

0 %

Dashed: —
Arrows
Begin style: I I -
More Calors...
SEEE I Fill Effects. .. l ]‘
oK I Cancel I
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* Trong vung Fill, chon mau nén (Color) va d) m¢ ctia mau (Transparency)
* Trong vung Line, chon mau, ki€u.. duong vién cho hinh

8.Dinh dang vi tri caa hinh anh trong tai liéu

= Chén mét hinh vao tai liéu, chang han hinh anh tir Clip Art

5| Pictures Jgy Sounds | Mation Clips

Clips 1 -5in Seasons

d ag
i "DD
S Keep Looking

= Mo¢ bang chon Format Picture. Nhan chon thé Layout

YWrapping style

Colors and Lines I Size

o

In line with text

BEEAE

Sguare Tight Behind text  Infront of text

Y nghia cdc lua chon trong thé ndy nhu sau

In line with text

hinh anh nam cung dong véi van ban

Square van ban bao quanh anh theo hinh vuong
Tight van ban bao quanh anh theo hinh dang cua anh
Behind text anh tré thanh nén cda van ban

In front of text

anh no6i 1én trén dong van ban
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9.Thay d6i kich thwéc hinh anh

= Nhan chudt vao anh can di€u chinh. Anh s€ dugc vién den va xuat hién 8 diém can
chinh kich thuéc xung quanh.
* Nhan chudt vao mdt trong tdm diém do r6i kéo ra d€ phong to hodc hodc co vao dé

thu nho anh.

» Néu mudn diéu chinh kich thudc anh vé mot do do xac dinh, mé bang chon Format,
chon 1énh Picture, nhan chon thé Size.

- Nhap kich thudc chiéu doc va chiéu ngang ctia anh vao viing Size and rotate -

hop Height va Width

- Hodac co dan anh theo ti 1€ phﬁn tram - nhap sb do vao vung Scale.

- Néu muon anh dugc co dan hai chiéu doc va ngang vdi cung mot ti 1€, danh
dau chon vao 6 Lock aspect ratio

Colors and Lines Size l Layout ] Picture 1 Text Bo I Web ]
Size and rotate

Height: ]a,za cm 5‘ width: 10,56 cm E‘
Scale

Height IlDD o 5‘ width: 100 % 5‘

[V Relative to original picture size [%
Criginal size

Height: 8,25 cm Width: 10,56 cm

Reset I

10.Di chuyén, sao chép,

cat, dan, xoa hinh anh

Céc thao tac nay dugc thyc hién tuong tu nhu véi van ban.
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Chwong 7 — Tron van ban (Mail Merge)
1.Gi&i thiéu
Trdn thu (trdn van ban) la tién ich cho cong viéc thuong xuyén phai tao gidy moi, thu tir
cung mot ndi dung cho nhiéu ngudi, nhiu co quan, ¢ cac dia chi khac nhau ... Vi du can
tao gidy moi cho mgt danh sach cac ngudi nhén véi ndi dung sau

GIAY MO1
Kinh giri Ong/Ba: (phan tén s& duogc tu dong dién)

Co quan: (phe‘in’ dia chi s& dugc tu dong dién)
Moi Ong / Ba dén du budi hoi thdo vé Mang may tinh khong day.

Noi dung cua giay moi duoc goi 1a tai li¢u chinh - Main document. Bang danh sach céc
nguoi nhéan goi 1a dir 1iéu ngudn — Data source.

Thao tdc tron thw gom cdac budc sau.

= M6 hoac tao mai tai li€u chinh.

= Mo hodc tao méi dit lidu ngudn c6 chira cac thong tin s& dugc tron vao tai liéu chinh.
Vi du dir liéu ngué)n gém ho tén va dia chi ngudi nhan. Dt li¢u ngué)n 6 thé 1a mot
bang biéu dugc tao va luu thanh tép van ban; ciing c6 thé 13 mot bang tinh tao bang
MS-Excel.

= Cheén cic truong thong tin & tai liéu ngudn vao vi tri xac dinh trén tai liéu chinh.

= Xudt két qua tron thu ra man hinh hodc ra tép dé luu gilr va in an.

2.Chuén bij tai liéu chinh va div liéu nguén
2.1.Chuén bij tai liéu chinh

= MG tép mdi va soan thao giay moi sau:

GIAY MO1
Kinh giri Ong/Ba:

Co quan: ) i .
Mo1 Ong / Ba dén du buoi hdi thao vé Mang may tinh khong day.

*  Ghi luu van ban da soan thanh tép Giaymoi.doc. Day la tai li¢u chinh (Main
document)
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2.2.Soan thao dir liéu ngudn

* Mo tép mdi va nhap bang dit lidu vdi yéu cAu bat budc: Dong dau tién cua bang bét
budc la dong tiéu de.

* Bang co thé c6 nhiéu cdt, moi cdt dugce goi tén theo 6 trén dong tiéu dé. Cac dong

dudi dong tiéu dé Ia dong dir liéu.
* Moi thong tin dé tron thu phai dugc nhép trén mot dong dir li¢u. Vi du: Bang dit lidu

nguon

Hoten Diachi

Hoang Ngoc Giao Cong ty My tinh Pong Tam

Tran Thi Thanh Bao Lao Pong

Nguyén Tudn Anh | Thu vién Pai hoc Qudc gia Ha Noi

=  Ghi luu bang dir liéu thanh t¢p Danhsach.doc. Nhu vay da cé dugc dir li€u nguén

(Data source)

3.Tron thw

* Chuyén con tréd nhap van ban vé ctra so tai li¢u chinh la Giaymoi.doc.

*  Trén thyc don 1énh Tools, chon muc 1énh Mail merge lam xuét hién hop thoai Mail

Merge Helper.

Mail Merge Helper : _.?J.EI
I,

y
IUse this checklist to sek up a mail merge. Begin by choosing the Create
buttan,

=
-l IMain docurment —

Create = s

2 Data source

r;,:.; r':i-i -

3
Merge the data with the document

Merge, .

Cancel |
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Thuc hién cac budc sau

Buéce 1

Trong hdp thoai Mail Merge Helper, nhén nat Create, chon kiéu tron thu 12 Form letters.
Vi kiéu chon Form Letters, moi dong dir li¢u sau khi dugce tron vao tai li€u chinh s€
duoc dat trén mot trang in riéng.

Mo rong:

Néu muén tron thu dé in 1én phong bi thu thi chon muc Envelope, mudn tao nhan thi
chon muc Mailing Labels, mudn tron thu khong ngat trang in theo dong dit li€u tron thi
chon muc Catalog.

=
1 Main document

Mailing Labels... I !

2 Envelopes. ..

Catalog...

Restare to Normal Word Document. . .

Nhan ntt Active Window, xac nhan viéc chon Giaymoi.doc lam van ban chinh.

Microsoft Word |

?~ To create the form letters, you can use the active document window Giaymoi,doc or
a new docurment window,

| Active Window I Mew Main Docurnent I %

Buwdce 2

Nhin nit Get Data va chon muc Open Data source vi dir li¢u nguén chung ta da tao
trudc.

2 Data solice F——————
] Gek Data

Create Data Source...

Open Data Source. ..
3
Use Address Book... k

Header Options. ..

Open Data Source
[ ms_word x| «em|
r 1
:@Danh sach.doc
U

Look in:

My Documents
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Hop thoai méi xuét hién. Nhan nat Edit Main Document dé quay trg vé tai liéu chinh.
Bwéce 3: Cheén tén cdt dir li€u vao tai li€u chinh.

Trong tai liéu chinh, dat tig tén cft dit li¢u co trén bang dir licu nguén vao dang vi tri s€
thuc hién tron thu trén tai li€u chinh. Thao tac nhu sau

= Trén tai liéu chinh, di chuyén con tré nhap vin ban dén vi tri can chén dir lidu.
* Nhan nut Insert Merge Field trén thanh cong cu Mail Merge. Nhap chudt chon tén cot
dir li¢u thich hop.

{ Insert Merge Field '7‘ Insert Word Field ~ ‘ e ‘ M 4 | 1 | ] | ‘ B %3 5 Merge... - e} -
[ Diachi

*  Chon truong dir liéu Hoten
» Ti€p tuc thyc hi¢n thao tac nay cho dén khi da chen hét tén cdt dit licu vao dung vi tri
s€ tron dir liéu vao gidy moi.

- - R - RN I Y- I I S IS - SR E RIS T B

GIAY MOI

Kinh g f)ng} Ba: «Hoteny
Co quan: {{Diat:hj»|

Mai Ong/ Ba dén du bubi hdi thao vé Mang may tinh khdng déy.

Buérc 4: Tron thu va xuat két qua

= Kiém tra lai dit liéu duoc tron bang cach nhan nit Dit liéu duoc hién thi theo timg
X L. G
glay mo1 ¢

JInsertMergeFieIdv|InsertWordFieIdv @| H 4 |1 |> L4 ||
[ N S N R S H N R K
GIAY MOI

Kinh gi#i Ong/ Ba: Hoang Ngoc Giao
Co quan: Céng ty Méy tinh Déng Tém

Moi Ong / Ba dén dy budi hdi thio vE Mang may tinh khdng day.

|44|2 ‘r M

* St dung cac nut nhan
tron.

dé duyét hét danh sach gidy moi duoc

121



Gido trinh Tin hoc van phong

= Xudt két qua trdn vao tép tin va ghi lai dé inra may in:
- Nhan nit Merge

- Hop thoai Merge xuét hién. Chon ghi luu két qua vao tép tin khac (New
Document) hodc chon in tryc tiép ra may in (Printer).
- Trong phan Records to be merge, chon s6 dong dugc xuit (All - lay hét,

From...to..-1ay tir dong nao dén dong nao)
1

R e — Cancel !
~Records tohe merged- =
& al | C From: To: | Check Errors... 1

—_— Query Options.... |
“when merglng records i

' Don't print blank lines when data fields are empty.
" Print blank lines when data fields are empty.

Mo query options have been set.

- Nhan nut Merge. Két qua trén tai liéu madi nhu sau

GIAY MOI

Kinh giti Ong/ Ba: Hoing Nzoe Giao
Co quan: Céng ty Méy tinh Déng Tam

Moi Ong/ Ba dén dy budi héi thie vé Mang may tinh khéng day,
eckion Breal (Mext Page

GIAY MOT

Kinh giti Ong/ Ba: Trén Thi Thanh
Co quan ; Bdéo Lao Péng
Moi Ong/ Ba dén di bubi hai thio vé Mang méy tinh khéng day.

ection Break (Mext Page s
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Chwong 8 — Macro trong Word

Khi 1am viéc v&i word nhiéu khi ban phai lip lai mot sd cac thao tac xur 1y trén tai lidu.
Diéu nay s& dugc don gian hon khi ban 4p dung k¥ thuat Macro. Macro c6 thé hiéu 1a
mot 1énh dé goi mét thu tyc (thu tuc 1a mét chuong trinh dugce 1ap trinh trén may tinh c6
thé bao gdm nhleu Iénh yéu cau may tinh lam viéc) nao d6. Lénh Macro c6 thé duoc gan
bdi to hop phim tat hodc dugc gan vao mot nut 1énh trén thanh céng cu ma khi bam t6
hop phim tit nay hodc nhin chudt 1én niit da gan trén thanh cong cu, Macro d6 s& duoc
thuce hién.

1.Tao Macro
Dé dé hiéu hon, ching toi s& dua ra bai toan va cach giai quyét nd sau day:
Ban 13 mot nhan vién vian phong, rat hay phai soan thao cac bao céo, hop dong,.. ma co

dong tiéu dé dau tién la:

CONG HOA XA HOI CHU NGHIiA VIET NAM
Poc lap - Tu do - Hanh phic
--00o0--

Hay tao mot Macro ¢6 tén CHXHCNVN va gin né boi mot to hgp phim noéng Ctrl + T
chang han. Ban lam nhu sau
Budc 1

Kich hoat tinh ning tao méi Macro bang cach: mé muc chon Tools | Macro | Record new
Macro. Hop thoai Record Macro xuat hién

Record Macro

Macra nare:

[Fracros

Assign macro bo-

Cancel

x

Y

=1

Tonlbars kevhoard

Sbore machd in:
i.ﬁ.ll Docurnznks (Mormal dok) j

Descripkion:

Macro recorded by Mauyen Son Hai
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Buéc 2: Khai bao tén va thiét 1ap phim tit cho Macro nay

= Trong 6 Macro name ban hiy g vio tén ctia Macro can tao 1a: CHXHCNVN

= Pé thiét 1ap phim tit cho Macro, hay nhan 1én nut Keyboard @l, hop thoai
Customize Keyboard xuat hi¢n

Customize Keyboard d

Cateqgories; Commands:
Close i
ACros Mormal, MevwMacros, MacroS
Press new shorbout key: Current keys: Resez all. I
[ =
Currently assigned to;
HangingIndent __I
esCrpkion
Save changes in:
|N0rmal.dot VI

= Khi con tr6 dang nhap nhay ¢ hop Press new shortcut key: ban hay bam t6 hop phim
nong can thiét 1ap (¢ day 1a Ctrl + T), tiép theo nhan Asign dé dong ¥. Cubi cliing
nhan Close dé dong hop thoai nay lai. Mot thanh cong cu méi xuat hién nhu sau

Va con tro trén man hinh s€ tré thanh . Khi d6 ban c6 thé ra cac 1énh cho Macro
nay.

Bude 3: Ra cac 1énh cho Macro. Thuc chét 1énh cho Macro dang tao l1a soan thao dong
chir

Cong hoa xa hdi chu nghia Viét Nam
bdc 1ap — Tu do — Hanh phuc
--00o--
va dinh dang dong chir d6 dé tré thanh
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic
--000--

Ban hay lam cac cong viéc soan thao dé dugc két qua nhu vay.
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Bude 4: Két thic viée tao Macro.

Sau khi soan thao dugc mau tiéu dé nhu y muén, hay két thic viéc tao Macro nay bf?mg

cach nhan 1én nat Stop recording lé trén thanh cong cu Stop. Ban da tao dugc Macro co
tén CHXHCNVN v6i phim néong 1a Ctrl + T.

2.Sr dung Macro da tao dwoc
Gia st da tao dugc Macro CHXHCNVN. Khi mudn hién thi tiéu dé nhu vdy ban chi can

goi Macro ndy boi phim ndng ctia nd 1a Ctrl + T. Ban sé& thu duoc két qua nhu mong
muon.
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Chwong 9 — Tao Web Pages

Ngay nay ngoai xuat ban tai liéu & dang 4n pham duoc in in 4n thi viéc xut ban tai liéu &
dang HTML d¢ dua 1én Web v6i muc dich chia sé, quang ba thong tin ciing rat dugc quan
tam. Chinh vi Iy do d6, MS Word da hd tro chitc ning tu dong tao moi cling nhu chuyén

ddi cac file dinh dang *.DOC thanh dinh dang * HTML dé c6 thé hién thi tai liéu trén
trinh duyét Web (IE, Nescape Navigator).

1.Trinh dién tai liéu trong trinh duyét Web

Trinh tw cac buoc nhu sau

* Mo mot File van ban trong MS Word.
* Chon File | Web Page Preview.

"‘_E. THYP.doc - Microsoft Word

Eile | Edit Wiew Insert Format Teols Tabl

[0 Hew.. Chri+h
'[E’; Cpen, .. Chrl+0
Close
Save Chrl4+s
Save Os...

g5 Save as Web Page...
=]

Search...

| ‘Wehb Page Preview

Page Setup...

»  Khi do, mot cira sd trinh duyét Web xuét hién cung ndi dung cua tai li¢u dugc hién thi

dudi dang Web.

=8 C:" Documents and Settings', Administrator’Local Settings' Te I Ol x|

File Edit ‘iew Favorites Tools Help |

qmback - = - &) fat | Qhsearch  [Favorites ffMedia 4 | B\ S - ol ?

address I@ ocal Settings Temporary Inkernet FiIes'l,Content.MSO'I,WordWebPagePreview'l,THVP.htmj ﬁGD | Links **

X! - 2

| f.?.MyWebv

*r
=
=

Chuwong 1 — Gidi thiéu chung

1.Gidi thigu hé diéu hanh MS-Windows

He difu hinh diu tién cia hing Microsoft Ia MS-DOS dwoc phat tritn vao nhirng néam 30

cha the ky 20 véi giao tiep ngwii-may bing cach g5 ciu lénh nén k_hong tién dung. Hf ditu

hanh Windows dwoc dwara th.1 trnrémg vao diu nhiing nim 90 da phat tritn theo § ¥ twomg g1ao

tifp ngwdi-may qua cac clra s& chiva bitu trgng nén ngiron dung ob thé & ding thae tic bing

bén phim hay chut méy tinh. Mgodi ra hé difu hinh Windows cd chitc ning da nhiém nghia

14 quan Ij nhifu chwong trinh ung dung da.ng hoat déng wi thé nguo'i dimg khéng cin dong

chuo'ng trmh dang lam e k_bl e mot clra 50 chuo'ng trmh k_hac Ke tir k_bl g10'1 tlneu He dleu_lll
r

a B
|&] Dore ’_ l_ l_ |4 Trternet v
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2.Lwu triv tai lieu & dang Web Page

Trinh tu cac buoc nhu sau

»  Ban mo mdt file *.DOC c6 san hodc tao mot File méi

Chon File | Save As. Hop thoai Save As xuat hién. Trong hop thoai ndy ngoai dat tén
va chi dinh noi luu trit cho tai liéu, ban can chon dinh dang dé luu trix tai liéu la dang
Web Page (*.htm, *.html)

2l x|
Save in: I:ﬂ Diesktap j - @ o - Took +
2 My Documents
;;;‘7‘ = My Compuker
Histairy = My Metwork Places
_117-09 Tin b WP
& _1RUP
1 TinHoc YanPhong
My Documents ~$THVP.doc
~$tm|:|.d|:|c
| bodi. doc
P de cuong Tin hoc van phong. doc
L-_E. Huong_dan_cai_dat_ADSL1Z22005,doc
| THYP. dac
P trp. dac
Favarites
=
= i ,
=i File name: MyviwebPage. doc ﬂ Save
My Network = I
Places Save as type: |wiord Document (*.dac) - cancel |,
lvard Docurent (*.dac =]

Web Page [+, hkm; * hkml)

Web Page, Filkered (*.htm; * hkml) fe
WWeb Archive (*.mht; *.mhtml)

Document Templake (*%,.dok)

Rich Text Format (*.rkF) 7

Sau lya chon nay cua ban, thay vi luu File duéi dang *.DOC n}lu mac dinh, Word sé
luu n6 dudi dang Web. Ban c6 xem noi dung File vira tao ra bang trinh duyét Web,
hodc Upload File nay 1én mdt Server trén Internet d€ nhi€u ngudi cung truy cap.
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Phan 3 — Microsoft Excel

Microsoft®
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Chwong 1 — Tao lap bang dir liéu
1.Gi&i thiéu chung

Excel 1a phan mém bang tinh phuc vu cong tac quan ly, luu trit tam vira va nho rat ti€n
lgi, phu hop véi nhiéu cong viée hién co cua cac ban. Excel tao va quan 1y s6 sach dién tir
c6 céc trang 1a cac bang ké san véi kha nang luu trir va tinh toan. N6 cho phép

=  Thyc hién dugc nhiéu phép tinh tir don gian dén phirc tap.

= T chirc va luu gitr thong tin dudi dang bang: Bang luong, bang ké toan, bang thanh
toan, bang thong ké, bang du toan, ké ton. .

= Khi co su thay ddi dit lidu bang tinh s& tu d()ng cap nhat va thay ddi theo s6 liéu méi
ma ban khong can phai tinh lai.

»  Viéc thyc hién thao tac trén bang tinh co thé tao ra cac bao céo téng hop hodc phan
tich co kém theo cac biéu dd hinh v& minh hoa...

Véi tinh ndng manh mé& cua Excel ban c6 thé sir dung dé giai quyet cac bai toan quan ly,
dac biét la trong cong viéc van phong cta ban, ngoai ra ban c6 thé sir dung Excel dé giai
quyét nhiéu cong viéc khac c6 lién quan dén tinh toan va luu tri.

1.1.Khé&i déng Excel

Ciach 1: Nhan chudt vao Start | Program | Microsoft Excel.
Cach 2: Trén man hinh Desktop nhan chudt vao biéu tugng Microsoft Excel.

1.2.Man hinh lam viéc cta Excel

; Microsoft Excel - L_Q _HUY.XLS

=| File Edit Yiew Insert Format Tools Data Window Help

sEENE R E R |I©Iﬂlﬂll Elﬁ-l ‘llz | IIIAUIIWIJz
[ vnTime (gl[2 [s](B] 2] U] =
65 , [ [ =A20*C17
e e e e S s

1 :

3 Hop Téen (Pia chi)

3 Nt chon toan bé bang tinh Tén cot

4l Con tro 6

: Sé thir tu hang O

i

; .\M{fﬁ: dién

9| Nut chuyén tai bang tinh  |ne tén bang tinh

= Bang tinh hién tai Thanh thé tén bang tinh
4] 4] »] ¥l Sheetl / Sheet2 Sheetd £ Sheetd 7 Sheat5 7 Te] | -
Ready [ INUM | | [
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Cac thanh phan trong man hinh lam viéc

Thanh tiéu dé Cho biét tén chuong trinh va tép tin dang 1am viéc

(Title Bar)

Thanh menu Chtra céc 1énh ding d¢ thao tic trén bang tinh Excel

(Menu Bar)

Thanh cong cy Chira cac nat 1énh tit cua cac 1énhh trong menu. NO

(Toolbar) cho phép ngudi sir dung tac dong nhanh dén cac 1énh
ma khong can phai sir dung menu. Ban c6 thé dwa cac
thanh cong cu ra dé su dung hoac ban c6 thé tit thanh
cong cu khong can thiét di dé cho man hinh lam viéc
cua ban c6 du do rong dé 1am viéc.

Thanh cong thirc Chtra cong thire va ndi dung con trdé bang tinh hién

(Formula) hanh, nguoi st dung c6 thé stra chira dit liéu trong

thanh cong cu.
O dia chi trén thanh cong thure s€ hién thi dia chi cua
con tré bang tinh hién hanh.

Thanh cudn

Dung dé xem ndi dung bang tinh khi vuot khoi giao

(Scroll) diém cua cira s6 bang tinh.

Man hinh lam viéc La man hinh chira ni dung cua tép tin ban dang thao

(Workbook Windows) tac.

Con tré bang tinh La mot 6 (cell) nguoi str dung c6 thé di chuyén con tro
bang tinh bang cac phim mui tén va cac phim di chuyén
con tré khac nhu: Home, End, Page up, Page down,
Tab.

Béng tinh La mot thanh phan cua tai liéu bang tinh (Workbook)

(Sheet) mdi tai liéu bang tinh (Workbook) ¢6 tdi da 14 255 bang
tinh. Mac dinh khi khoi dong, Excel cho hién thi 3
Sheet (Ban c6 thé thém hodc xo4 Sheet)

Thanh trang thai Cho biét ché do lam viéc hién hanh hay ¥ nghia cta

(Status Bar) 1€nh hi¢n hanh trén bang tinh va tinh trang hién hanh

ctia hé thong nhu Numlock, CapsLock, Insert

1.3.Thoat khdi Excel

Cach 1: Nh,én chudt vao menu File | Exit.
Cach 2: Nhan chudt vao nat Close trén goc trén cung bén phai.
Cach 3: Nhan t6 hop phim Alt+F4
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Chii y: Néu ban c6 stra doi nao d6 trong file dit liéu ban mudn dong thi c6 mot thong bao

xuat hién

@ Do you want to save the thanges vou made to 'Book1'¥

Yes To Al |

o | Caneel |

* Chon Yes: chuong trinh s& thuc hién viéc ghi ndi dung vira thay ddi va thoat khoi

chuong trinh.

= Chon No: khong luu trit ndi dung da stra doi ké tir 1an luu trir gan day nhét va thoat.
* Chon Cancel: huy bé viéc thuc hién thoat khéi Excel.

2.Lam viéc vé&i Excel

2.1.Tao m¢&i mot tai liéu Excel (Workbook).

Cich 1: nhan chudt vao menu File | New | Blank Workbook
Cach 2: Trén thanh cong cu chuan nhan chudt vao nut New

Ciach 3: Nhan t6 hop phim Ctrl+N

2.2.Ghi ndi dung mat tai liéu Ién dia

Cach 1: Nhan chudt vao File | Save (hodc an Ctrl+S), khi d6 xuét hién hop thoai Save as

2l

I .D My Documnents

j = -] @xl:.vmolsv

| ) Adobe

| ) manhtt2002
|2 My eBoaks
dMy Music
gﬂMy Pictures
|_Z)rmthang1978

| Cireceive
|_)shared

|2 TEmp-Dung Roa
BHYT

Danh sach DT, mang, inkernet
ManhTT

== File name:
M1y Metwork

Save

Places

Save as Lype: IMicrosoFt Excel Workbook

Cancel

Ll Ll

= Chon 6 dia can ghi trong khung Save in

* Chon thu muc gén ghi trong khung cira s6 chinh ctia hop thoai Save as
= Nhép tén file can ghi trong khung File name

» Nhan chudt vao nat Save dé luu tai liéu
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Cach 2: Trén thanh cong cu ban nhan chudt vao nat Save va tién hanh cac budc tiép theo
nhu trong cach 1 (viéc an va nit Save chi lam xuat hién hop thoai Save as).

Chu y: Thanh pl}ﬁn Option dung dé cho phép ban Iya chon ché do Backup dir liéu thudng
xuyén va dat ché do bao v¢ File.

2.3.M& moét tai liéu (workbook) da co

Cach 1:
= Nhan chudt vao Menu | Open (hoic an Ctrl+O) khi d6 xuat hién hop thoai Open

2|
I"_j My Documents j - @ X - Tools =
|_)Adobe
=4 “ymanhttz002

Histary: | )My eBooks
jMy Music
(24 ry Pickures

@ | )nmthangl978

My Documents | | receive

| Z)shared

F | TEmp-Dung %oa

b EHYT

Desktop Danh sach DT, mang, inkernet

_*]

Favatites
=
— File name: - =
Y I Cpen
¥y Metwork, . I J
Places  FiescFtypes [al microsoft Excel Fies = Cancel

= Chon 6 dia cdn mo trong khung Look in

= Chon thu muyc cin ghi trong khung cira s6 chinh ciia hop thoai Open
= Nhap tén file can mé trong khung File name

= Nhén chudt vao nat open (hodc nhan chudt dup vao tén file cdn mo).

Cach 2: Trén thanh cong cu ban nhén chudt vao nat Open va tién hanh cac bude tiép
theo nhu trong cach 1 (viéc an vao nat Open chi lam xuat hién hop thoai Open)

2.4.CAu trac clia mot tai liéu (workbook)

= Mot tai lidu caa Excel (workbook) bao gom t6i da 255 bang tinh (worksheet).
= MBOi bang tinh (worksheet) bao gom:

- 256 cot (column) dugc danh thu tu tr A, B, C..., Z, AA,...,...IV (tacd thé
dung t6 hop Ctrl + — dé vé cot cudi ciing ciia ban tinh, Ctrl + « dé vé cot
dau tién cua bang tinh).

- 65536 dong (rows) danh sb tir 1...65536 (ta c6 thé 4n két hop Ctrl + | dé vé
dong cudi cing ctia bang tinh Ctrl + 1 dé vé dong dau tién cia bang tinh).

=  Giao cuia hang va cot xac dinh mot 6 (cell), mdi 6 co 1 dia chi xac dinh. Vi du A3, C5
=  Vung (Range) cac 6 canh nhau dé luu trit dit liéu c6 cung tinh chét. ving (Range)
duoc xac dinh boi (dia chi 6 dau) : (dia chi 6 cudi). Vi du A3:C5
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3.Cac thao tac co’ ban trong bang tinh

3.1.Di chuyén con tré trong bang tinh.

Tai 1 thoi diém ludn ludn tdn tai mot con tréd & trong bang tinh. Khi nhap dir liéu vao

cong thirc hay thao tac, 1€nhh s€ tac dong toi dia chi tai vi tri cia con trd 6. cac phim di
chuyén con tré thong thuong la

3.1.1.Di chuvén bang chudt

Kich hoat téi 6 can dinh vi ro1 nhap chudt vao do.

3.1.2.Di chuvén bang lénh

Foe
Auto_Close ;I

Auto_Cpen Cancel
Bust |
Continue -
Domuments_array Special... |
Hello

Makelt

Morning

Foppy

;'
|

Chon 1énh Edit | Goto s& xuét hién hdp thoai Goto
G0 dia chi 6 can di chuyén téi1 trong hop Reference

3.1.3.Di chuvén bang phim

Ban c6 thé str dung cac phim tit va cac phim két hop trong danh sach duéi:

1 hoac Shift + Enter Lén mot 6 cua dong ké tiép

lhodc Enter Xudng mdt 6 cia dong ké tiép

— hodc Tab Sang phai mot 6 ké tiép

< hoic Shift + Tab Sang trai mot 6 hodc ké tiép

Ctrl + 1 Lé&n 6 trén cung cua cdt hi€n hanh

Ctrl + | Xubng 6 cudi cting ctia ¢t hién hanh

Ctrl + — Sang 6 cudi cing phia phai cia dong hién hanh
Ctrl + «— Sang 6 cudi cung phia trai cua dong hién hanh
Home Chuyén vé cot A dong hién hanh

Ctrl + Home Chuyén vé 6 Al cua dong tinh hién hanh

Ctrl + End Di chuyén dén 6 cudi ciing ciia dong hién hanh
Page Up Di chuyén dén mot trang man hinh

Alt + Page Up Di chuyén dén bang tinh trude

Ctrl + Page Up Di chuyén dén bang tinh trudc

Page Down Di chuyén xudng dudi mot trang man hinh

Alt + Page Down Di chuyén vé bén phai mot trang man hinh
Ctrl + Page Down Di chuyén dén bang tinh ké tiép
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3.2.Nhap di¥ liéu trong bang tinh
Céc ban c6 thé nhép dir liéu truc tiép tir ban phim hodc gian tiép vao cac 6 cia bang tinh.
Dt liéu nhap vao s€ dugc nhan dién trong cac dang: van ban, dit li¢u so0, dir li€u thoi gian

hoac dir li¢u 1a mdt cong thirc toan hoc.

3.2.1.Nhdp dir liéu van ban

Kiéu dit liéu nay bao gdm céc ky tur chit va s6. Néu trong 6 chi chira cac ky tu s6 thuan
tuy thi phia trude diy ky tu sd phai dit ddu nhay don () dé phan biét véi dir liéu kiéu sé.
Mit khac khi nhap dit liéu ban c6 thé dat cac ky tu sau day dé tién hanh can 1& cho cac ky
tu trong 6 nhap

= Ky tu “:cdn 18 cac ky ty trong 6 vé bén trai

= Ky tu”: cin 18 cac ky tu trong 6 vé bén phai

= Ky tu ~: can 1& cac ky tu trong 6 vao giita 0

= Ky tu\: 1ap lai cac ky tu theo sau n6 cho dén hét 6

Chii y: Cac ky tu cin bién chi c6 tac dung khi ta chi dinh bang cach chon Tool | Option |
Trandition | Navigation key

Moi 6 nhan ki€u van ban néu bat dau nhap vao chit cai. Mot 6 nhan toi da 255 ky tu chir.
O chura van ban ty dong cén 1€ sang bén trai. P& ndi rdng hét van ban, kéo trén ti€u de

cot.

3.2.2.Nhép dit liéu s6 (Number)

Mot 6 ¢6 kiéu s0 néu ban nhdp vao mot so, Vi du: 974, 908.37, 3, 1/2, 3E+4. Néu khong
du rong de chl?fa sO, no sé Xl,}ﬁt hién toan dau (#HH##H## ). O chira dir 1i€u so tu dong can
phai. Ta c6 theé nhap phan so vi du 31/4.

3.2.3.Nhap dir liéu ngay thang(Date)

Nhép ngay theo dang 11/6/2001 Nov. Ngay 1a sb tinh tir 1/1/1900 dén ngay ban nhap.
Trét tu ngay, thang,ndm do Windows quy dinh (Contro Panel | Regional Setting).

3.2.4.Nhap dir liéu thoi gian (Time)

Nhap theo dinh dang 9:41 PM, 9:41:35 PM ban c6 thé 4n Ctrl+Shift+";” dé nhép gio hién
hanh.

3.2.5.Nhdp dir liéu trén mot vung

Pé tang toc do nhap liéu ban c6 thé chon trudc ving nhap liéu Excel tu chuyén sang 6 ké
tiép khi két thic nhap mot 6
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* Chon vung nhap li¢u. O hién hanh ¢6 nén tréng
= Nhép dir liéu vao 6 hién hanh v
= Nhan Enter dé xudng, Shift+Enter dé€ 1€n,Tab sang phai, Shift sang trai mdt 6

3.2.6.Dir liéu kiéu cong thirc

Dir liéu cong thirc (Formular) c6 ky tu dau tién gd vao 1a ddu “=" hodc dau “+” (gia tri
duong) hoic ddu “-“ (gid tri am). Két qua trinh bay trong 6 khong phai 13 ky tu g6 vao ma
1a gia tri cua cong thie d6. Vi du cong thire vao 6 A2: =12+5 két qua trinh bay trong 6 1a
17. Trong thanh phan cta cong thirc c6 thé gom: s, chudi(néu 1a chudi ban phai dit
trong ddu nhay kép)

3.2.7.Cac toan tir st dung trong cong thirc

= Cac tinh toan bao gdm: + (cong), ~(trlr), * (nhan), / (chia),  (luy thira), % (phan
tram).

= Céc toan tir chudi: & (ndi chudi).

= Céc toan toan tir so sanh gom: =(bang), > (16n hon), < (nhé hon), >= (16n hon hoic
bang), <= (nho hon hoic bang), <> (khac).

3.2.8. Nhip chudi dir liéu

Excel c¢6 dic tinh tu dién AutoFill cho phép tu dong nhap chudi gia tri lién tiép. Chi can
nhap gia tri dau tién, AutoFill phan tich va dién cac gia tri khac nhau cua chudi. Co the
dung AutoFill cho ngay, thang, ndm, chudi so...

Cach 1

= Pé dién mot chudi sd, nhap hai s6 dau canh nhau theo hang hay cot.

* Chon (boi den) ca hai 6, dua con tro chudt lai thé tai goc dudi bén phai ctia ving
chon, con tré chudt tré thanh hinh dau “+”

= Kéo chudt cho dén khi két thuc ving dién.

Cach 2
Ta dua chudt dén goc dudi phai cua con tro, an va giit phim Ctrl trong khi kéo trén thé
dién cho dén khi két thuc vung dién (trong khi kéo khong dugc nha phim Ctrl).

3.3.Stra chira di¥ liéu

Dé stra chita dit liéu ban dua con tré dén 6 can stra chira dir liéu sau d6 4n F2 va tién hanh
sua chira. sau khi stra chira xong ban an Enter dé chap nhan gia tri méi. Néu ta khong stra
chita ma ti€n hanh nhp gié tri méi thay thé gia tri cii, ban chi can dua con tré dén 6 can

nhap gia tri m&i, sau khi nhap xong ban an Enter dé chip nhan gia tri méi.

Ban c6 thé dua con tro 1én thanh cong thire va tién hanh stra chira dit liéu ¢ d6. Sau khi
sua chira xong ban cling tién hanh an Enter dé chap nhéan gia tri mai.
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3.4.Chon khéi bang tinh (b6i den)

3.4.1.5v dung chuot

= Nhaén va kéo chudt trai theo phuong phép can bdi den ( tir goc trén trai xudng goc
dudi phai hodc ngugc lai ).

»  Bam Ctrl va kéo chudt s& danh bdi den cac vung khong lién tuc.

= Béam Shift va bAm chudt dé danh dau nhanh mot ving.

»  Baim chuot [én ky hi€u cot hodc ky hi€éu dong, ban s€ chon ca dong hodc ca cot.

3.4.2.Dung phim

= Nhén Shift két hop v6i cac phim mai tén dé boi den cac 6 lién tuc.

= Nhan Shift + F8 dé danh dau cac ving khong lién tyc.

= Nhin Shift + 1 boi den tir vi tri con tré vé 6 dau tién cua cot.

= Nhan Ctrl+ Shift + | bdi den tir vi tri con tro vé 6 cudi cling ctia cot.

= Nhin Ctrl+ Shift + « boi den tir vi tri con trd vé 6 dau tién ctia dong

= Nhan Ctrl+ Shift + — bdi den tir vi tri con trd vé 6 cudi cliing ctia dong

3.5.Cac thao tac trén dir liéu

3.5.1.Copy dit liéu

Cach 1

= Budc 1: chon (bdi den ) ving dif liéu can copy

= Budc 2: vao Edit Menu | Copy

=  Budc 3: di chuyén con tro dén vi tri can copy, vao Edit | Paste

Cach 2

= Budc 1: chon (boi den ) ving dit liéu can copy

= Budc 2: Nhan Ctrl+C

= Budc 3: di chuyén con tro dén vi tri can copy, 4n Ctrl+ V

3.5.2.Di chuvén dir liéu

Cach 1

= Budc 1: chon (bdi den ) ving dif liéu can copy

» Budc 2: vao Edit Menu | Cut

= Budc 3: di chuyén con tro dén vi tri can copy, vao Edit Menu | Paste

Cach 2

= Budc 1: chon (boi den ) ving dit liéu can copy

=  Budc 2: nhin Ctrl+X

= Budc 3: di chuyén con tro dén vi tri can copy, 4n Ctrl+V
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3.5.3.Sao chép dinh dang viing

* Budc 1: chon ving nguén can sao chép dinh dang.
* Budc 2: nhap chudt tai bieu tugng Format Painter trén thanh cong cu chuan.
*= Budc 3: chon vung can sao chép dinh dang.

3.5.4. Xoa vung dir licu

*  Chon vung dit li¢u cAn X04.

= Nhan Delte hodc chon 1énhh Edit | Clear | Contents dé xoa dit liéu vung con dinh
dang cua vung khong bi xo0a.

= Chon Iénhh Edit | Clear | Formats dé xoa dinh dang ving 1an dir liéu ving, con dir
liéu khong bi xoa.

= Chon Iénhh Edit | Clear | All dé xo4 dinh dang ving 13n dit liéu ving.

Chui y: Dé khoi phuc 1énhh trude d6 ban nhip tai biéu twong (Undo) trén thanh cong cu
chuan.

3.6.bat tén cho vung dir liéu

Viéc lam nay s€ cho phép ban dat tén cho mgt vung dit li¢u trén bang tinh, khi can ban c6
the goi tén vung thay cho chon vung, day 1a mot dic tinh ti€n lgi cta Excel. Tén vung c6
tac dung cho toan Workbook, do vay tir bang tinh nay (sheet nay) ban c6 thé goi tén ma

ban da dat & moét sheet nao do.

3.6.1.Quy dinh doi véi viéc dat tén

= Ban khong dugc dit tén tring vai tén cua cot hodc dong ma Excel dung dé danh sé
cot, dong ( vidu: A, ZA, 1, 6, 60000,...).

» Ban khong duoc dat hai tén trung nhau trong cung mot book.

= Néu ban pham quy thi Excel s& thong béo 15i

= Ngoai cac quy tic trén ban c6 thé dit tén tuy ¥ ma ban thich. Tuy nhién ta nén dat tén
ng'fln gon, dé hiéu va dic biét nén tao cho minh cac ky hiéu tén cho dé nhé va dé quan
ly.

3.6.2.Cdc budc dé dat tén cho viing

= Chon (boi den) viing can dit tén

* Vao Insert Menu | Name | Define sau d6 nhap tén vung 161 chon Add hodc ban c6 thé
nhap chudt vao hop tén sau d6 nhéap tén ving can dit va an Enter.

= Pé xo4 tén ving vao Insert Menu | Name | Define. Chon tén cin xo4 rdi chon Delete.
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3.7.Chén thém dong, cot, 6

3.7.1.Chen thém dong

» Chon sb lugng dong can chen tur vi tri bt dau chén bfmg cach nhép, kéo chuot (néu
chon nhiéu dong ) tai dudng vién ngang cta bang tinh.
* Chon Insert | Rows hodc nhap chudt phai roi chon Insert

3.7.2.Cheén thém cot

» Chon sb lugng cot can chén tir vi tri bat dau béng cach nhép, kéo chuot (néu chon
nhiéu dong) tai duong vién doc cua bang tinh.
* Chon Insert | Column hodc nhap chudt phai réi chon Insert

3.7.3.Chén thém o

= Chon vung can chén 6 ’
*  Chon Iénhh Insert | Cell, xuat hi€n hdp thoai Insert

e ok |
(" Shift cells right -

+ [Shift cells dowin} Cancel |

™ Entire row
™ Entire column

» (Cac lya chon
- Shift Cell Right: Thém 6 mé&i va doi 6 hién hanh sang phai.
- Shift Cell Down: Thém 6 méi va doi 6 hién hanh xudng duéi.
- Entire Row: Thém 6 méi va doi hang hién hanh xudng duéi
- Entire Column: Thém 6 mdi va doi cdt hién hanh sang phai

3.8.X0a dong, cot, 6

3.8.1.Xod dong, cot

=  Chon sé luong dong hodc cot can xo04 bang cach nhap, kéo chudt (néu chon nhiéu
dong) tai duong vién ngang hoac doc cua bang tinh.
» Chon Edit | Delete hodc nhap chudt phai roi chon Delete.
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3.8.2.Xod 0

= Chon ving cin x04 0.
» Chon Ié€nhh Edit | Delete xuat hién hdp thoai Delete

8]

[ ox |
4p Cancel |

" Entire rowr
" Entire calumn

= Cac lva chon
- Shift Cell Right: Xo04 6 chon va doi 0 phia phai tro lai
- Shift Cell Down: Xo04 6 va doi 6 phia dudi Ién
- Entire Row: Xo04 c4 hang c6 6 chon.
- Entire Column: Xo4a ca ¢t ¢6 6 chon.

4.Dinh dang dir liéu trong bang tinh
Dinh dang dir liu Ia phuong thirc 1am thay d6i cach hién thi di twong dir liu theo y ctia
nguoi st dung dua trén phuong thuc do Excel cung cap: thay d6i Font chit, kiéu chir,

kiéu s6, kiéu hién thi ngay(date), thoi gian(time)...

C6 2 budc co ban dé tién hanh dinh dang dir liéu

= Chon (boi den) ving dit liéu can dinh dang. q ) .

» St dung cac phuong thirc (Iénh) dinh dang dé tac dong 1€n doi tugng dir li€u can
dugc dinh dang.

4.1.Dinh dang bang hop thoai Format Cell

Vao Format menu | Cell

N_lmberl alignment | Font | Border | Patterns | Protection |
Category: [Sample |

General format cells have no
specific number format,

DR I Cance| I

139



Gido trinh Tin hoc van phong

Danh muc cac Tab

= Thanh phﬁn Number: Cho phép ban co thé lya chon mét trong cac kiéu dinh dang c6

san: sO (number), ngdy (date), thoi gian( time)...

Thanh phan Alignment: Cho phép ban dinh dang 1& cho dit liéu.

Thanh phan Font: Cho phép ban dinh dang font chit cho dir liéu.

Thanh phan Border: Cho phép ban dinh dang dudng vién cho bang tinh.
Thanh phan Patterns: Cho phép ban dinh dang mau nén cho dir liéu.
Thanh phan Protection: Cho phép ban bao vé va che dau 6.

4.1.1.Dinh dang dir liéu sé, ngay (thanh phan Number)

Bang mé ta cac kiéu dinh dang trong thanh phan Number

PHAN DPINH THIET LAP KIEU SO DUONG SO AM
DANG DINH DANG
All General 12345.67 -12345.67
Custorm ( ‘kiéu dirih dang do nguoi dung
dinh nghia)
Number 0 123456 -1234567
0.000 12345.67 -12345.67
#,##0 12,346 -12,346
#,##0.00 12,345.67 12,345.67
#,##0 ); [red]( #,##0) 12,346 (12,346)
#,##0.00(#,##0.00) 12,345.67 (12,345.67)
) (*#,###0.00); (*(#,##0.00)- 12,345 (12,345)
Accounting
(722 @
(*#,###0.00);- (*(#,##0.00)- 12,345,67 (12,345.67)
(22 @
(*#,###0.00);- ($*(#,##0.00)- $12,345 $(12,345)
(") @
(*#,###0.00);-($* (#,##0.00)- $12,345.67 $(12,345.67)
(-22); @
Date m/d/y 4/15/01
d-mmm-yy 15-Apr-01
d-mm 15-Apr
Mmm-d Apr-15
M/d/y h:mm 4/15/01 6:30
Time h:mm:AM/PM 6:30 AM
h:mm:AM/PM 6:30 AM
h:mm 6:30
h:mm:ss 6:30:00
m/d/y/h:mm 4/15/01 6:30
Mm:ss 30:00
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Mm:ss.0 30:00.0
h:mm:ss 6:30:00

Percentage 0% 12% -12%
0.00% 12.35% -12.35

Fraction #2/? 12345 2/3 12345 2/3
#22/277 12345 65/97 -12345 65/97

Scientific 0.00E+00 1.23E+04 -1.23E+04

Text Pinh dang dir li¢u kiéu van ban

Curency S#HH0 (S#,##0) $12,346 ($12,346)
$#H##0 ;[red]($ #,##0) $12,346 ($12,346)
S#HH#HO (S#,##0) $12,345.67 $12,345.67
$#H#H0 ;[red]($ #,##0) $12,345.67 $12,345.67

Bang cac phim tit dinh dang trong Excel
TO HQP PHIM MA PINH DANG Vi DU

Ctrl +Shift+ ~ General 12345.67

Ctrl +Shift+ ! 000 12345.67

Ctrl +Shift+@ nm 6:30

Ctrl +Shift+# d-mmm-yy 15-Apr-01

Ctrl +Shift+# $#,##.00_);($#,##0.00) $12,345.67

Ctrl +Shift+% 0% 12%

Ctrl +Shift+" 0.00E+00 123E+04

Ban c6 thé tao ra mot kiéu dinh dang mdi cho riéng minh bang cach: trong thanh phan
Number chon Custorm va ban hay nhap vao khung Type mét kiéu dinh dang méi

141



Gido trinh Tin hoc van phong

4.1.2.Dinh dang 1é cho dir liéu (Thanh phan Alienment)

Format

rumber |

£1] Font | Border | Patterns | Protection |

Text alignment Orientation
Herizontal: Indent:
[General - o =
Vertical:

[Bottom =

Text control

R o

™ whap text
™ Shrink to fit IU E‘ Dedrees

™ Merge celis

[s].9 I Cancel I

=  Horizontal

G 1 Céan van ban theo cach dinh san cua excel. SO s€ dugc can phai
enera N S
va van ban s€ dugc can tréi
Left Noi dung cua 6 s€ dugc can 1€ sat canh trai cuia 6
Center Can ngay chinh gita cia 6
Right Noi dung ctia 0 s€ dugc cdn 1€ sat canh phai cua 6
Fill Lap lai mdt s6 lan can thiét dé lam day 6 vdi nhiing ndi dung
i
vua nhdp vao
) Co gang trai dai van ban dé nod c6 the st dung hét chiéu rong cta
Justify R
0
Khi ban chon mét day cac 6 trong d6 6 dau tién c6 mdt van ban
Center across . T : . oy
lecti va chon chire nang nay. excel s€ lay ndi dung 6 dau tién va can
selection on A A LA ax
gitra theo chi€u rong cac 6 da chon
= Vertical
Top Can ndi dung cua 0 sat ngay bién trén ctra 6
Can noi dung cuia 6 theo hang doc cach déu bién trén va bién dudi cia
Center )
0
Bottom Can ndi dung cua 0 sat ngay bi€n duoi cua 6
Justify Lam cho van ban khi thu lai trong 6 s€ can sat bién trén va bién dudi
Justify Co gang trai dai van ban dé€ no6 c6 thé sir dung hét chi€u rong cua 6

= Wrap text: néu dugc chon ndi dung vin ban sé& ty xudng dong khi chiéu dai vin ban
gdp mép phadi cuia 0.

= Shift to fit: néu dugc chon ndi dung vin ban s& thu lai vira bang vé6i chiéu rong cua 6.

= Orentaion: cho phép ban quay ndi dung van ban trong 6 theo mot goc nao do. Ban co
thé nhap gia tri goc trong hop Degrees.
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4.1.3.Dinh dang Font chit cho dir liéu (Thanh phan Font)

oL B EEvbe: LN
|-+ Time [ET—— L=
T eknicalt | =1 [= =1
FE T iPsni Hamey T Thnliz 10 r]
T TN b bsovuwid B id
= B [hali =l =

automatic | w)| o oremal font

| Fffects
I supgrscript AnBRTeY v
™ Supscript

This is & TrusTypa font. Tha ssme Tont will ba used on Both your prinber
IO YOIT ST RN,

| o | U |

bé dinh dang font cho dir li¢u ban c6 thé chon
* Tén khung trong khung font

= Kiéu Font trong khung font style

» Kich ¢& Font trong khung Size

= Mau chir trong khung color

= Kiéugach chan trong khung Underline.

= Chi s6 trén: Supercrift

= Chi s6 dudi: Subscript

4.1.4.Dinh dang duong vién bang (Thanh phan Border)

umber I Alignment I Font Patterns I Frotection I
Fresets rLine

i ‘ Style:

Outline Inside

Text

A r Color:
Automatic ¥

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

Céc lya chon thanh phan ctia bang border

= None: khong c6 dudng vién

* Qutline: nhitng canh bao ngoai cua céac 6 da chon. Néu ban d3 chon nhiéu 6 trude khi
vao hop thoai nay, thi chi co dudng vién bén ngoai cac 6 duoc ve.

* Inside: cac 6 dugc chon s€ chi dugc ké duong vién bén trong

= Border: cho phép ban thiét dat cac kiéu dudng ké cho cac 6 ban da chon.

= Color: cho phép ban lya chon mau cho dudong ké ma ban sé€ lya chon

= Style: cho phép ban chon cac kiéu duong ké co thé co.
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4.1.5.Dinh dang mau nén cho 6 (Thanh phan Patterns)

turer | asrent | Pt | torse [Pt | momeson |
Cen o
=l

- cweal

Cac lva chon thanh phén cua bang Pattern )
= Color: Cho ban lya chon cac loai mau. Néu ban chon No color thi s€ khong c6 mau

nén.
= Pattern: Cho phép ban lira chon nhiéu kiéu nén khac nhau ma Excel cung cip

4.1.6.Bdo vé va che ddu 6 (Thanh phan Protection)

bé thay ddi dic tinh bao vé caa mot & hay nhiéu 6, hay theo cac budc sau

=  Chon mot hay nhiéu 6 ma ban muén l?éo ve. i .
* Nhap Menu Format va chon Cell. Nhap trén thanh phan Protection dé hién thi phan
bao v€. Ban s€ thay n6 c6 dang nhu hinh dudi day.

Mumber I Allgnmentl Font I Eorder I Patterns ’

IV Locked
I Hidden

Locking cells or hiding for mulas has no effect unless the
wiorksheet is protected. To protect the worksheet, choose
Protection from the Tools menu, and then choose Protect
Sheet, A password is optional,

(=19 I Cance|

= Trén hop thoai, nhap Clock hay Hidden ké d6 OK.

= Sau khi hoan tit cong viéc trén bang tinh, ban can phai bao vé tai liéu dé cho nhiing
thiét 1ap co6 hiéu lyc nhu cac bude tiép theo sau day

= Nhip Menu Tool | Protection dé hién ra tiép mot menu, trén menu hiy chon
protection sheet hay protection workbook. Khi lya chon mot rong hai Iya chon nay
mot hop thoai s€ hi¢n ra nhu hinh dudi day
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Frotect work sheet far
[+ Contents
I~ Objects
[+ Seenarios

Passweord (optional):

|

DK I Cance|

= Néu can thiét gd mat khau vao ving Password.(cht ¥ mat khau phan biét chit hoa,
chir thuong do d6 ban gd chir hoa s€ khac vi chir thuong nén ban can can than dé

nhé mat khau).

* Chon cho 3 hdp con lai
- Content: nhitng 6 ma ban di danh dau s& duoc che dau di phan cong thuc, hay
1a nhitng 6 ma ban d3 danh diu s& khong thé thay d6i duoc.
- Objtection: 1am cho nhitng d6i twgng d6 hoa trong bang tinh ctia ban khong

thé thay duoc.

- Scenarions: lam cho nhiing Scenariostrong workbook khong thé di chuyén va
khong thé thay doi kich thich duogc. ’ i
» Sau khi da chon dugc nhirng lya chon thich hgp, nhap OK dé bao vé tai li€u.

4.2.Dinh dang bang st dung thanh céng cu dinh dang (Formating Toolbar)

I ¥nTime

2]z [s](B]2z]u

i .ri T

Font Font Size

ETICT

Color F{:'mt Color

Can mét tiéu dé vao
gitta nhiéu 6

Can thang trai

" Can thang phai

Can vao giUa
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5.Dinh dang bang tinh
5.1.Thay dbi do rong cot va chiéu cao dong

Pua chudt vao duong phan cach gitra hai cdt hodc hai dong (phia trén va phan tréi cua 0)
khi xuat hién mui té€n hai chiéu ta an va kéo cho dén khi c6 dong rong vura y.

Néu ta sir dung hop hoi thoai thi ta 1am nhu sau

5.1.1.Thay doi do cao dong

Chon Format menu | Rows | Height. Xuat hién hop hoi thoai dé nhap gié tri d6 cao dong
can thay doi. Chon OK.

- _-:-f' _
pwteit [T
_Can |

Cac lua chon khac

= Auto Fit: Chinh chiéu cao vira véi dit liéu von c6 & dong
= Hide: Lam 4n dong

= Unhide: Lam hién lai dong vira bi an.

5.1.2.Thay dbi dé réng cot

Chon lformat | Column | Width. Xuét hién hop hoi thoai dé nhap gia tri do rong cot can
thay doi. Chon OK

Cac lua chon khac

= Auto Fit Selection: Ty dong diéu chinh vira vé6i chiéu dai nhét cia gia tri trong cot.
= Hide: Lam 4n cot

= Unhide: La hién cot bi an

» Standard With: St dung d6 rong chuén.

5.2.Tron va tach 6 (Cell)

= Pé tron 6 (hop cac 6 lai voi nhau thanh mot 6 duy nhit) ta chon khéi 6 can tron (boi
den). Chon Format | Cell | Alignment | Merge Cells (ta c6 thé st dung nat Merge Cell
trén thanh cong cu dé tron 0)

= Pé tach 6 (huy bo ché d6 tron 6) ta chon 6 bj tron. Chon Format | Cell | Alignment.
B6 chon Merge Cells.
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5.3.Danh sb th tw ty dong

Cach 1

= GO gid tri sO vao 2 6 dau tién

= Di chuyén con tré chudt vé goc dudi phai ctia 6 dau tién khi con tré ¢ hinh dau (+)
thi gitr phim trai trong khi kéo chudt xudng cac 6 (hoac dong) con lai

Cach 2

Gd gia tri dau vao 6 dau tién

Chon ving danh s thir ty

Vao Edit | Fill | Series, hop Series hién ra

Series in Type Date unit
(+ Rows (+ Lingar  Day lLI
i Calumns i Growth r Neekday

Cancel

" Date " Month
I~ Trend " AutoFill  ear

Step value: I_ Stop value: I

»  Muc Series: Chon viéc danh chudi sd trén dong hay cot
= Muyc Type: Chon kiéu dién dit liéu
- Linear: Cong véi tri s6 budc nhay
- Growth: Nhan véi trj s6 budc nhay
- Date: Theo dang ngay
- Auto Fill: Theo ché d¢ dién ty dong
=  Muc Step Value: Chon tri sb bude nhay
= Muyc Stop Value: Chon trj s6 két thiic
=  Chon OK

5.4 . Xoay vung di¥ liéu

Muc dich cua thao tac: Tt vung dir liéu da c6 nguoi s dung muén thay ddi hién thj cot
thanh hang va hang thanh cgt. Cac thao tac xoay

= Chon vung dit liéu can xoay

* Chép vung dir liéu da chon vao vung nhd dém

= Chon 6 dau tién bit dau chtra ving dit liéu sau khi dd xoay

= Chon Iénhh Edit | Paste Special sau 6 nhip hop kiém chon Transponse rdi chon OK

5.5.Cb dinh hang, cot
Muc dich ctia thao tac: Do ving dit liéu ¢6 nhiéu hang va cot, khi di chuyén xudng dudi
hodc di chuyén sang phai thi cac phan trén va bén trai s€ bi khuat. Vi vay ngudi st dung

¢0 thé co dinh tiéu dé cot cua dir liéu hoac co dinh td1 mot ¢t nao do dé viéc xem dir li€u
va nhép dir liéu duoc thuén ti€n hon. Cac lya chon
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»  Khi mudn ¢ dinh cot thi chon cot phia bén phai cua cot can cd dinh toi chon 1énhh
Windows | Freeze Panes

»  Khi mudn ¢ dinh hang thi chon hang phia dudi hang can c6 dinh rdi chon 1énhh
Windows | Freeze Panes

= Khi mudn cb dinh hang va cot thi chon 6 phia vén phai cua cot va phia bén dudi hang
can cb dinh roi chon 1énhh Windows | Freeze Panes

»  Khi mudn huy bo ché d6 c¢6 dinh chon 1énhh Windows | UnFreeze Panes

5.6.C6 dinh tiéu dé cta di liéu cho cac trang

Muc dich cua thao tac: Khi c6 dir liéu dai trai tir trang nay qua trang khac, nguoi str dung
mudn khi in ra, tidu dé cot hay nodi dung mét cot nao d6 cua dir lidu duoc in & tat ca cac
trang ma khong can phai g lai chiing.

* Chon Iénhh Page Setup trén menu sau dé chon muc Sheet.

= Néu mudn cd dinh dén hang nao d6 cua di liéu thi tai phan Rows To Repeat at top
dua vao tén hang cua dir liu can cb dinh qua cac trang roi chon OK...

= Néu mudn cd dinh n6i dung dén 1 cot nao d6 thi tai phan Column To Repeat at Left
dua vao tén cot can ¢ dinh.
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Chwong 2 — Str dung cong thirc va ham trong Excel
1.Dia chi trong Excel

Trong Excel mdt khai niém quan trong dé lam viéc voi cac 6 dir li¢u do 1a dia chi. Mot 6
trong Excel dugc coi 1a mot dia chi, can ctr vao dia chi ta c6 thé tinh todn va tong hop dir
ligu, sap xép dir liéu mot cach hi¢u qua va dé dang.

Neéu 6 chtra cong thure tham chi€u dén cac 6 khac, moi cach mang lai mot két qua khac
nhau va c6 thé dugc sir dung khac nhau trong Excel, vi vay hiéu dugc su khac biét nay la
rat quan trong.

1.1.Céc loai dia chi trong Excel

1.1.1.Dia chi ving tuwong doi

La dia chi khi sao chép cong thirc, cac dai chi trong cong thirc ndy s& bi thay dbi theo
hang hoic cot twong Gmg. Thudng Excel str dung dia chi twong d6i, nghia 14, dia chi 6
trong cong thirc ty thay ddi phu hop khi ban sao chép cong thirc dén 6 khac. Vi du néu
trong 6 B10 chira cong thirc = Sum (B3:B9), va ban sao chép cong thic tir 6 B10 sang 6
C10, cong thirc mdéi trong 6 C10 ty dong chinh thanh = Sum (C3:C9).

1.1.2.Dia chi tuyét doi

La dia chi khi sao chép cong thtic, cac dja chi trong cong thiic s& khong bi thay d6i theo
hang va cot twong tng. Ttc la: dé dia chi 6 trong mot cong thirc khong thay do6i khi ban
sao chép cong thire di noi khac. Mot dia chi trd thanh tuyét dbi khi c6 thém dau db la ($)
phia trudc cot va hang. Vi du khi ban mudn ting lwong cho tit ca cic can b cong nhan
vién 1én 100.000 ban chi can nhap gia tri d6 vao mot 6 nao do trong bang tinh (vi du F7)
Khi d6 ban sir dung $F$7 dé tham chiéu dén gia tri tang luong nay trong cong thic ¢ 6
dau tién cta ving luong, sau d6 sao chép cong thire dén 6 con lai.

1.1.3.Dia chi hon hop

Néu ban chi mubn hang hay cot ¢ dinh khi ban sao chép cong thirc, sir dung dia chi hdn
hop. Vi du: Dia chi $C3 la c6t khong thay doi khi sao chép cong thirc, nhung hang thi lai
thay d6i. Nguoc lai néu ban ding C$3 thi hang cb dinh, con cot thay doi khi sao chép.

1.2.Céac budc tién hanh nhap ham hodc céng thirc

=  Pua con trdo dén 6 cin nhap cong thuc

= Pé nhap mot dja chi tuyét ddi hay hon hop trong cong thirc nhép dau (=) dé bat dau
cong thire nhép hay nhay 1én 6 can tham chiéu

= Nhian F4 cho dén khi c6 duoc dia chi mong mudn sau d6 nhap cac toan tir vi du cong
(+)

» Tiép tuc nhadp céc gia tri hay 6 khac
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2.Cong thirc va ham trong Excel

Cong thure la tap hop cdc toan tur va cac toan hang dugce sap xép theo mdt trinh tu toan
hoc nhat dinh. Vi du;+(5+6); A3+B3+C3.

Toan tir 1a cac phép toan: + (cong), - (trr), * (nhan), / (chia).

Toan hang c6 thé 1a cac hang sd, dia chi, mot ham tinh toan khac.Vi du: tai 6 D1 ta nhap
cong thic: =100+A5+SUM(B1:B10);

Cac phép toan so sanh: =, >, >= (), <= (2),<> (#).

Ham la cong thirc dugc dinh nghia san phuc vy mot tinh toan cu thé nhu tinh té)ng, tinh
trung binh cong. .. Dé tinh toan, ham nhan thong tin goi 1a cac ddi sd, va tra lai mot két
qua ma né tinh toan dugc. Trong hau hét cac truong hop két qua 1a mot gia tri sd, tuy
nhién ciing c6 cac ham tra lai két qua duéi dang van ban (text), dia chi 6, gia tri logic,
mang, hay cac thong tin vé bang tinh.

Dang tong quat cia ham

=Tén ham (danh sach cac doi so)

* Tén ham: do Excel quy dinh, khong phén bi¢t chir hoa, chit thuong, tén ham cho biét
chtic nang cta ham. Vi du: ham SUM dung dé tinh tong, ham AVERAGE la tinh
trung binh cong, ...

»  Ddi s6 ctia ham: c6 thé 1a cac ham sd, dia chi cua 0, vung, t€n vung hay ham khéc. Vi
du: SUM(C3*3,D3%*2), hay IF(B2,SUM(C2:D2),0);

Chu y:

=  C6 nhimng ham khong c6 dbi vi du: TODAY( ), d6i véi nhitng ham nay khong dugc
b6 dau ngoic ().

= Cac ham c6 nhiéu dbi so thi cac ddi cach nhau boi ddu phan cach 1a dau phay (,). Trén
mot s6 may co thé 1a ddu chdm phay (;) phu thudc vao thiét 1ap trong Control Panel |
Regional Setting | Number | List Separator.

2.1.Nhéap cbéng thtrc/ ham theo cach théng thwong
Buéc 1: Pua con trd dén 6 can thiét - 18p cong thire/ham

Buéc 2: Nhap biéu thtrc tinh toan gom toan tir va toan hang.
Buée 3: Nhan Enter dé két thuc
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2.2.Nhap cbéng thtrc/ ham dung Wizard

Buéc 1: Pua con tro dén 6 nhap cong thirc. Nhap cong thirc binh thuong, néu trong cong

thirc c6 ham thi goi wizard dung ham (nhén nut fx hodc Shift+F3 hodc chon Insert |

Function).

Bude 2: Chon nhém ham trong phan cira s6 bén trai tiép theo chon tén ham trong phan

ctra sO bén phai.

Bude 3: Khai bao ddi sé caa ham: dung chuét chon cac vung (hodc nhap truc tiép dia chi

6). Néu d6i s6 ctia ham 1a mot ham khac, nhan nait hop tén bén trai thanh cong thirc dé

chon ham, sau d¢ lap lai cac budc 2 va 3 cho ham léng. dé két thuc ham 16ng nhdy vao
tén ham ngoai ¢ trén thanh cong thirc trong hdp doi, cac doi in dam la cac doi bat bude,

cac doi in nhat 1a cac doi tuy chon

Buéc 4: Nhan OK hay 13 g Enter dé két thuc.

Chii y: Néu 1a cong thirc mang, sau khi két thuc nhap F2 dé quay lai ché d6 Edit, sau d6

két thiic bang Ctrl+Shift+Enter
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SUM

Number1 | _"‘J =
N.lmber2| _’sJ =

Adds all the numbers in 2 range of cells,

Number1; numberl,number 2., are 1 to 3 numbers to sum, Logical values and text
are ignared in cells, included if typed a5 arguments,

@ Formula result = Cancel

surM{number1,number2,...}
Adds all the numbers in a range of cells,

EI [o].9 I Cancel

2.3.Cac ham co ban cua Excel

2.3.1.Nhom ham todan hoc- luong gidc (Mathematical)

ABS (Number) ) )
Chtrc nang: trd lai tri tuyét doi cua tham s6 Number.
Vi du: ABS (-5)=5; ABS (5-10)=5;

INT (Number) ) ) . )
Chtrc nang: lam tron mét so td1 sO nguyén gan nhat.
Vidu: INT (3.2)=3; INT(-3.2)=-3

MOD (Number, N)
Chrc nang: tra lai s6 du cua phép chia Number cho n
Vidu: MOD(10,3)=1; MOD(11,3)=2

ROUND (Number, n)

Chtrc ning: 1am tron tham s6 Number dén vi tri thir n ciia phan thap phén.
Vi du:

ROUND (123.456,2)= 123.46

ROUND (123.456,1)=123.5

ROUND (123.456,0)= 123

ROUND (123.456,-1)=120

SQRT(Number)

Chtrc nang: tinh can bac hai cia Number
Vidu: SQRT(25)=5
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FACT(N)
Chtric nang: Tinh N!
Vidu: FACT(4)=24

LN(N)
Chtrc nang: tinh Ln(N)
Vi du: Ln(2)=0.693147

PI() ’
Chtic nang: cho gia tri so Pi= 3.14593

SUMIF( Range, Criteal, Sum range)

Chtrc nang: Cong cac 6 thod man mot tiéu chuan nao do.

= Range: La ving cac 6 can udc luong.

» (Criterial: La tiéu chuan dudi dang s6, biéu thuc, hay van ban xac dinh céc 0 s€ duogc
cong. Vi du vé tiéu chuan 1a 32, “327, “>32”, “apple”

= Sumrange: La cac 6 dugc cong. Céc 6 trong vung sum range chi dugc cong néu cac 6
tuong tng trong ving range pht hop véi tidu chuén criteria. Néu bo qua sum range
thi chinh céc 6 trong ving range dugc cong.

Vidu: gid strcac 6 tur Al: A4 lan luot chira cac gia tri bét dong san sau: 10000; 20000;
300000; 400000; Con lai cac 6 B1: B4 chira tién hoat dong lan luot ing véi mdi gid tri
bét dong san: 7000; 14000; 21000; 28000;

Khi d6 SUMIF (A1:A4, “>160000”,B1:B4) = 63000.

2.3.2.Nhém ham théng ké (Statistical)

AVERAGE( Number 1, Number 2...) )
Chue nang: Tinh trung binh cong cua cac tham s6 Number 1, Number 2...
Vi du: Trong cac 6 B1, B2, B3 chura lan luot 4, 8,3 thi khi 36 AVERAGE( B1:B3)=15

RANK( Value, Range)

Chuc nang: Xacdinh thir hang cua gia tri Value so voi cac gia tri ¢ trong Range (vung
chua danh sach). Value va Range phai cung kiéu dit liéu 1a 80, néu khong sé& gy ra 16i
#VALUE, dong thoi gia tri X phai 1a mot trong cac gia tri nam trong Range néu khong s&
gay ra 16i #N/A.

Vi du: cong thire nhap ¢ 6 C2 la: =RANK( B2, B$2: E$10);

COUNT(Valuel, Value 2,...) o
Chirc nang: dém cac 6 kiéu so trong danh sach doi so6 Value 1, Value, ...

Vi du: trong cadc 6 Al: A4 c6 céc gia tri 2, 4, 6, 9 khi d6 COUNTA( Al:A4) =4

COUNTA(Valuel, Value 2,...) ‘ ’
Chirc nang: dém cac dir li¢u Valuel, Value 2,...( bao gdm ca so va chir)
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COUNTIF( Range, Criterial)

Chtrc nang: dém cac 6 trén ving Range thoa man tiéu chuan Crterial.

= Range: La cac ving can dém.

" C,riterialz La tiéu chuan dudi dang s, biéu thirc, hay chudi van ban chi dinh 6 duoc
dém.

Vidu: Tiéu chuan cé thé viét dudi dang sau: 32,7327, “>32”, “apples”. Khi d6

COUNTIF(A3: A6, “appels”)=2.

MAX(Number 1, Number 2....)

Chtrc nang: tra lai gid tri 16n nhat trong cac tham bién.

Vi du: dir liéu trong cac 6 D1,D2, D3 1an luot 14 5,7.9. Trong d6 6 D4 nhép cong thuc =
MIN(D1:D4) khi ¢6 D4 bang 5.

MIN(Number 1, Number 2,...)

Chtrc ning : tra lai gia tri nho nhét trong cac tham bién.

Vi du: dit liéu trong cac 6 D1, D2, D3 lan lugt 13 5,7,9. Trong d6 6 D4 nhap cong thiic =
SUM(D1:D4) khi d6 D4 bang 9.

2.3.3.Nhém ham thao xir Iy chudi (Text)

LEFT(Text, n) ’ N
Chtrc nang : 1ay n ky tu tir vi tri trai nhat trong chuoi Text
Vi du: LEFT( “Lé Thi Minh Ngoc”, 6)= “Lé Thi”

RIGHT(Text, n) ’ N
Chirc nang: Lay n ky tu tir vi tri phai nhat trong chuoi Text
Vi du: RIGHT(“Lé Thi Minh Ngoc”,11)="Minh Ngoc”

MID(Text, x, y) o )
Chtric namg: Lay xau con bat dau tur vi tri x va két thuc & vi tri y trong xau Text
Vi du: MID(“Lé Thi Minh Ngoc”,8,4)= “Minh”

LEN(Text) o N
Chirc nang : Tra vé chiéu dai cia chuoi Text
Vi du: LEN(“Lé Thi Minh Ngoc”)=18

UPPER(Text) N
Chtic nang : doi chuoi text thanh chir hoa.
Vi du: UPPER(“Ha N¢i”’) ="Ha Noi”

LOWER(Text)

Chtic ning: doi chudi text thanh chit thuong
Vi du: LOWER(“Ha N6i”)="ha n¢i”
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PROPER(Text) ‘
Chtic nang: doi chir cai dau tién thanh cac chir hoa con lai 1a chit thuong
Vi du: LEFT(*“Ié thi minh ngoc”)= ““Lé Thi Minh Ngoc”

TRIM( Text) ’ ‘ ’ N
Chuc nang: cat bo cac ky tu trang ¢ dau va cudi chuoi text
Vi du: TRIM(“Lé Quoc Minh”)= “Lé Quoc Minh”

TEXT(Value,7 format text) 3
Chtic nang: doi value thanh chuoi theo khuon dang chi dinh trong format text
Vi du: TEXT(1234.56, ## ### #1##7)=1.234.56

Value( text)
Chtic nang: doi chuoi co6 kiéu so thanh so

Vidu: VALUE(*123”)=123

2.3.4.Nhom ham thao xur IV ngay gio

DATE(year, month, day) ) )
Chtrc nang: Tra v€ ngay ung véi ngay, thang ndm cung cap trong tham so.
Vi du: DATE(2001,08,10) =10/08/2001.

DAY (DATE)

Chtrc nang: Tra vé ngay Gmg véi ngdy thang nim cung cap trong tham sd.

Vi du: DAY(“224/12/2001”)= 24

Chii y : Tham s6 kiéu ngay c6 trat tu ngay/ thang/ nam tudn theo ngay gid thiét 1ap cho hé
thdng may tinh ciia ban trong Control Panel. Trudc khi sir dung cac ham c6 lién quan dén
kiéu ngay ban hay kiém tra lai xem may dang dat trat ty ngay/ thang/nam hay thang /
ngay/ nam, hay mot trat tu khac.

NOW() ‘ ’
Chtrc nang: Tra vé gio hién hanh cua hé thong.

TODAY() ‘
Chtrc nang: Tra vé ngay hién hanh.

MONTH(Date) 7
Chtrc nang: Tra vé thang tuong ting cua bicu thirc ngay thang.
Vi du: MONTH(*30/04/20017) =3

YEAR(DATE)

Chtrc ning: Tra vé nim twong g ctia biéu thirc ngay thang.
Vidu: YEAR(30/4/2001) = 2001
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HOUR(Time) 7
Chtrc nang: Tra vé gio cua bicu thirc thoi gian.
Vi du: HOUR(*6:30:40”) =6

MINUTE(Time) 7

Chtrc nang: Tra vé phut cua biéu thirc thoi gian.
Vi du: MINUTE(“6:30:40") =30
SECOND(Time) 7

Chtrc nang: Tra vé gidy cua biéu thure thoi gian

Vi du: SECOND(“6:30:40") =40

2.3.5.Nhom ham logic

AND(Logicl, Logic2,...)

Chtrc nang: Cho két qua 1a phép va cuia biéu thirc Logic.

Ham AND cho két qua TRUE khi va chi khi tat ca cac biéu thirc logic 1a TRUE, nguoc
lai ham AND cho két qua 1a FALSE.

Vidu

AND(1000>900,LEFT(“Excel”)="ex"")=TRUE
AND(1000>900,LEFT(“Excel”)="ex"’)=FALSE

OR(Logicl, Logic2,...)

Chtrc ning: Cho két qua 1a phép OR cua biéu thirc logic.

Ham OR cho két qua TRUE khi mét trong céc biéu thirc logic 1a TRUE, ham OR cho két
qua 1a FALSE khi va chi khi tit ca cic biéu thirc Logic 14 sai.

Vidu

OR(1000>900,LEFT(“Excel”)="ex” =TRUE

OR(500>900,700<650)= FALSE

NOT(Logic)

Chtic nang: Cho két qua 1a phép phu dinh ctia biéu thire logic.

Ham NOT cho két qua TRUE néu biéu thirc logic 1a FALSE va nguoc lai.
Vi du: NOT(3>2) =FALSE

IF(Logic_test,Value if true,Value if false)

Chte niang: Ham IF cho két qua

= Value if true néu logic test a TRUE

= Value if false néu logic_test Ia FALSE

Vi du: Nhap cong thirc =IF(F6>5;”Trén trug binh”,”Dud6i trung binh”).

Chu y:

= Value if true c6 thé 1a hing,ham tinh toan,biéu thirc logic.

= Value if falseco thé I hang, hodc chira mot ham IF khac(goi 1a IF 16ng IF)
= Logic test co thé 1a mot ham tra vé mot gia tri nao d6:LEFT, RIGHT...
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2.3.6. Nhém ham tim kiém va tra ciiu

Nhom ham tim kiém cho phép tim kiém theo khoa va tra vé mot thong tin lién quan dén
khoa do.

VLOOKUP

CAu trac: VLOOKUP(lookup vallue, table_array, col index num, range loolup)

Chtrc nang: Haim VLOOKUP tim trén cot bén ttréi ciia ving tablle_array cho dén khi

thiy lookup_value thi do sang ngang ldy nam & ¢t duoc chi ra boi col index num.

Tham s6:

= Lookup Value 1 gia tri tim kiém trong hang th& nhat cai bang table_array.

= Table array la mot bang can tim thong tin trong d6. Ding mét tham chiéu dén mot
vung hodc mot tén vung.

= Col index_num la s6 thi tw ciia mot cot trong bang table array tinh tir tréi qua phai
dé tra vé gia tri tim duoc.

* Range lookup gi4 tri logic x4c dinh c6 do tim dugc mot cach chinh x4c hay khong.
Néu né 1a TRUE (1) hodc bo qua, tim gan ding (néu khong tim duoc chinh xac né tra
vé gia tri 16n nhat tiép theo ma nho hon lookup_value). Néu bang False (0),
VLOOKUP s& tim chinh xac. Néu khong tim thay né cho 151 #N/A.

HLOOKUP.

Céu tric: Hiam HLOOKUP (lookup value, table array, row_index num, range lookup)

Chtrc nang: Him HLOOKUP tim trén hang d4u cua vung table_array cho dén khi thay

lookup_value thi do xudng dén hang chi ra boi row_index num.

Tham sb:

= Lookup value la gi tri im kiém trong hangth{r nhat ctia bang table_array.

= Table array 1a mot bang can tim thong tin trong d6. Dung mét tham chiéu dén mot
vung hodc tén vung.

= Row index num la mot s6 thir tw ctia hang trong bang ké tir trén xudng dudi cta
table array, row_index_num bang 2 thi 12 hang thi hai trong table array va...

= Range lookup gia tri logic xac dinh c6 do tim mdt cach chinh xac hay khong. Néu n6
1a TRUE (1) hodc bo qua, tim gan dang (néu khong tim duge chinh xac, né tra vé gia
tri 16n nhat tiép theo ma nho hon lookup value). Néu bang FALSE(0), HLOOKUP sé&
tim chinh x4c. Néu khong tim thay n6 cho 15i #N/A.
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Chii y: DOi v6i Table_array ciia ca hai ham VLOOKUP va HLOOKUP déu phii lay dia
chi tuyét doi (ban hay xem vi du trén hinh).
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INDEX

Chtrc ning: Cho tham chiéu t6i hay gia tri cau mot 6 haty mot mang.

Céu trac c6 hai dang

» INDEX(array, row_num,colum num).

= [INDEX (reference, row_num, colum num, area_num).

Dang dau tra vé gia tri ciia mot 6 hay mang céc gia tri cia cac 6. Dang hai tra vé tham
chiéu téi mot 6 hay mang cac 6.

Tham sb:

* Array la dia chi mang.

= Row num sd thtr ty ctia hang.

* Colum num s6 thir tu cot.

= Reference la dia chi ving con trong vung 16n.

= Area num la s th&r tw cia ving con trong ving 16n.

Két qua: Tra vé gia trj ciia 6, mang tri cho dang 1: tham chiéu 6, mang tham chiéu cho
dang 2.

Vi du:

INDEX({2,3,4;10,11,12},2,1) =10.

INDEX((A4:D7,F10:J15),2,3,1) tra vé tham chiéu t6i 6 C5, ndm & hang thi hai va cot
thir ba trong ving thir nhét.

MATCH

Cu phap : Match(lookup_value,lookup_array, match_type)

Chtre ning: Tra vé vi tri twong d6i ciia lookup value trong lookup_array. Kiéu tim do
match_type chi phéi. Gi tri Lookup value c6 thé 1a s, chudi, gia tri logic hay dia chi 6.
MATCH tra lai vi tri cia hang hay cot trong mang co6 chira gia tri tim thiy. Thuong duoc
st dung két hop véi ham INDEX dé tra mét trj trong mang.
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Céc gié tri co thé nhan cia Match_type

+1 | Gia tri 16n nhat nhé hon hodc bang lookup_value.
Lookup array phai duoc sap xép ting

Do tim chinh xdc

-1 | Gia tri bé nhat lon hon hodc bang lookup array phai
duoc sip xép giam dan

Tham sb

= Lookup value 1a tri cin tim trén mang.

* Lookup array la mang chtra gia tri.

= Match_type (tuy chon) 1a mot trong cac sé 1,0 hay -1 chi phéi cach tim kiém.
Két qua: Vi tri twong ddi lookup value trong lookup_array.

2.3.7.Nhom ham co s¢ dit lieu (Database Function)

Céc ham co s¢ dir li¢u 1a cadc ham c6 chit D ¢ dau moi tén ham. Chirc nang cua cac ham
nay la cac ham tinh toan c6 di€u kién.

Cau truc chung cua cac ham co so dir lieu

Tén ham(database, field, criteria)

Céc tham s:

= Database: vung dit li¢u, bao gém ca tiéu dé cot
» Field: cot can tinh toan

= Criteria: ving chtra diéu kién (bang diéu kién)

Vung dieu kién co 2 dang sau

Dbi véi toan tir so sanh logic AND béang c¢6 dang:

Tén cotl Tén cot 2 ......... Tén cot n
dk logic 1 dk logic 2 ........... dk logic n

Déi véi toan tir so sanh logic OR bang ¢ dang:

Tén cotl Tén cot2 ... Tén cft n
dk logic 1
dk logic 2

dk logic n

Trong d6 diéu kién logic 1a mot biéu thirc, mot hang, mot ham tra vé gia tri.
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Ban can chu vy van dé co ban cua diéu kién tiéu chuan do la

Poi voi dieu kién tiéu chuan so sanh

* Tén céc cdt trong vung, ti€u chuan so sanh phai trung véi trudng can tinh toan trong

co so dir liéu
* Dk logic 1a mdt bi€u thirc so sanh

Poi voi tiéu chuan tinh toan

* Tén cac cdt trong vung tiéu chuan sé khong dugc trung véi tén cdt trong co so dir liéu

* Diéu kién tiéu chuan tinh toan bao gio cling bat dau bang dau

logic

Bang tiéu chudn cua hai trudng hop dugc mo ta trong hinh dudi day

B pie Edit Wew [wert Fymat Jooks [eb Window Help

DERSGRY tme<F - - | &® = & 25|l B8 0= -
- = 0 7| 0@ rovries- | go- 7] boks

Al - = Miditm

A i D E F

1 [Ms g IThotmg  Xep logi
2 |MO01 200000 gidi
3 |MO00Z 100000 khi
4 |MOOL 200000 gidi
5 |MDo3 50000 trung bink
& |Mo02 100000 khs
7 | MO0O3 50000 mnung binh
8
9 M di¥m  Thufmg D XI.
10 MOOL  »=100000 FALSE >=100000
it
12 M d#m Thfmg M3 difm X dogi
13 Moo MO01
14 >=100000 >=100000
15
16
17
18
WA I Sheet] { Sheet2 7 Sheetd [/

Dws [ O | aumthapes - S WO CE 4 D-2-A-=
Ready

Chit y: ving tiéu chuan phai cach ving co so dit liéu it nhit mot hang hay mot cot

Mot s6 ham co so dir liéu

DSUM(Database, field, criteria)
Chtrc nang: ham nay tinh tong theo di€u kién

DAVERAGE(Database, field, criteria)

Chtrc ndng: ham nay dém céc dir lidu 1a so theo diéu kién

DCOUNT (Database, field, criteria)

Chirc nang: ham nay dém tat ca cac dir li¢u 1a so theo dicu ki¢n

DCOUNTA(Database, field, criteria)

Chtrc nang: ham nay dém tat ca cac dir liéu (bao gdm ca chir va so) theo dicu kién.

DMAX(Database, field, criteria)
Chirc nang: Ham nay tim gia tri 16n nhat theo dicu kién.

sau d6 1a biéu thac
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DMIN(Database, field, criteria)

Chtrc ning: ham nay tim gi4 tri nho nhét theo diéu kién

Vi du dai dién cho cac ham co sé dit liéu dugc mo ta dudi hinh dudi day

W,

B Fle Edit Yew Insert Format Teols ot Mndow Heip
DR @R_Y s e <? o- &% = &35 e

éln--} & 7| A& Fworites - Go- 5] BookS

[ﬁ| 100w = 2]

Ready

Al - = Mi ditm
A e (] B | [T e e R R (R e |

1 digm IThefmg  Xep logd
2 MOOL 200000 | gidi
3 MO 100000 kehd
| 4 | M001 200000 gidi
| 5 MDO3 50000 trung binh
& | MD0? 100000 kehd
T MDO3 SO000 mrng binh
| 8 |
| 9 | ME difm  Thefmg MD XL
10 MO == 100000 FALSE 2= 100000
11|
| 12 |ME di¥m  Thufng M difm Xep doai
| 13 | MO001 MO0 1
14 | == 100000 2= 100000
15
| 15 | |
18 &
[ 4 F B Sheet1 { Sheets f Sheetd 7 J4] | |

R | w1 - | e

Tinh tong tién thudng cho theo ma diém 1a MOO1. Két qua dugce dit trong 6 B8 va dugc
biéu dien cong thirc trén thanh cong thire DSUM(A1:C7;2;A10:A11)
S6 2 trong doi ciia ham biéu thi field (cot can tinh gié tri).

Chu y: tat ca cac ham co s& dir li¢u, danh sach cac doi so cua chung 1a giong nhau. Do

vay ta chi lay mdt vi du lam mau.
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Chwong 3 — D6 thi trong Excel

Do thi 1a mot cong cu manh va ciing 13 mot phuong thire dé ban c6 thé phan tich va danh
gia hiéu qua trong viéc kinh doanh, sy bién dong cta thi truong... vai nhiéu kiéu do thi
cho ban lya chon phu hop véi cong viée va dé dang cho phan tich dir ligu.

Do thi dugc gin véi dir liéu, tu cap nhap lai khi dit liéu thay doi. Excel cung cip Chart

Wizard hudng dan ban tung budc vé dd thi. Ban c6 thé thay ddi kiéu d6 thi, thém cac

muc nhu tiéu dé hay chu giai, thay d6i dinh dang céc thanh phan cua d6 thi. Excel cling
cho phép ban thém cac hinh v€ do ban tu v€ dung cong cu Drawing hay lay tir cac hinh

anh, thu vién anh.

Pé tién theo ddi ban hiy vé biéu do theo dit liéu sau

Biang thong ké gia tri xuat khau nim 2001

LOAI HANG QUY 1 QUY 2 QUY 3 QUY 4
Khoang san 250 000 230 000 200 000 260 000
Noéng san 180 000 200 000 190 000 220 000
Thuy sin 220 000 180 000 200 000 230 000

1.Cac bwéc vé d6 thi str dung cong cu Chart Wizard

*  Chon vung dir li¢u ké ca hang tiéu dé, nhan nat Chart Wizard trén thanh cong cu

chuan

»  Chon kiéu d9 thj tir Chart Type, sau d6 chon Next.

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types | Custom Types I

Chart type:

55 BY (Scatter)

laly A=

@ Doughnut

Chart sub-kype:

i [

i
[
r.)

cakegories,

Press and Hold to Wiew Sample |

Clustered Column. Compares values across

@I Cancel

= Back I Mext = I

Finish |
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= Kiém tra dia chi ving dit liéu va chon v& d6 thi theo hang (Rows) hay cot (Columns),

nhén Next.

Chart Wizard - Step 2 of 4 - Chart Source Data
Draka Range | Series l
1.2 -
1
[=1
0.8 m
0 a
o
0.4 m
0.z =
0
Data rangsi  |=Sheetl | $A1§F$7 Y
Series in: o IBF‘W‘J
" Columns
@l Cancel | < Back | Mtk = I Einish I

» Chon phiéu tuong Umg, sau d6 chon cac muc nhu tiéu d8é, nhan dit liéu, nhan Next.
Chon vé€ do thi trén mot Sheet riéng hay Sheet hi¢én hanh. Nhan Finish

Chart Wizard - Step 3 of 4 - Chart Options

Axes I Gridlines I Legend I Drata Labels I Data Tablel

I_I— 12

Category () axis: 1

g

Yalue () axis:
06

Second category (=) axis: 0.4

0z

Second value {¥) axis:
a

@I Cancel | < Back | et = I

Finish

Chii y: Sau khi v& ¢ thé kéo va thay ddi kich thudc d6 thi nhu moi ddi twong hinh vé

khac.
2.Vé d6 thij ttr cac vung khéng ké nhau

= Chon vung thr nhét
* Nhan dit Ctrl, trong khi chon cac vung khéc

= Nhén nat Chart Wizard theo céc chi dan ctia Chart Wizard (Nhu trén) v& mot do thi
ngam dinh cua Microsoft Excel 1a do thi c0t, trir khi chiung ta thay doi ching.

»  Pé tao d6 thi sir dung dang ngﬁm dinh, chon dit liéu va 4n F11.

Dé tao mot do thi nhung, chon dir lidu, nhén nit Default Chart
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3.Thém bét div liéu va cac déi twong
3.1.Thém di¥ liéu vao dd thi nhd sao chép va dan

C6 thé thém mot dudng, thém diém hay doi dir liéu gdc cia mot duong. Dé thém dir lidu
ban c6 thé chon do6 thi roi sir dung 1€nh Chart | Source Data.

= Chon céac 6 c¢6 dir liéu can thém vao do thi (ca tiéu dé). Nhan Copy

= Chon d6 thi

»  Dé Microsoft Excel tu dua dix liéu vao do thi nhan Paste.

»  Pé chi dinh cach vé& d6 thi, chon Paste Special té€n Edit menu, chon cac tuy chon.

3.2.Thém di liéu bang kéo tha

* Chon vung dit liéu can dua thém vao do thi. Cac 6 phai nam canh nhau
*  Pua con trd chudt tdi dudong vién cua vung chon, con tré cd dang mui tén.
= Kéo vung chon tha vao do thi.

Chii y: Néu d6 thi nam trén mot trang riéng thi thém ving dit liéu st dung 1énh Chart |
Add Data. Nhap vung dit liéu méi sau d6 nhan OK.

Néu khong kéo tha viung chon, kiém tra xem hop Allow Cell Drag And Group c6 dugc
chon khong (Nhan Option trén Tools | Edit)

3.3.Thém nhan di¥ liéu (Data Labels)

=  Chon do thi

= Chon Chart | Chart Option, sau d6 nhn phiéu Data Labels.

= Chon cac myc Data Labels ban can, nhu Show Value Percent, hay Show Label (Tuy
theo kiéu dd thi ma mot sd muc chon ¢6 thé mo di. Nhan OK)

= P¢é bo nhin dir liéu ra khoi d6 thi, hién thi lai phiéu Data Labels. Ctia ctra s Chart
Options, chon muc None va nhan OK

»  Pé thém nhén chi cho mot diém, nhin chudt hai lan 1én diém d6 dé chon nd sau dé
nhéan chudt phai, chon Format Data Point sau d6 chon phiéu Data Labels.

3.4.Thém cac dwong lwéi (Chart Gridlines)

Cac giu:(‘mg luoi gitip doc va so sanh cac diém dit liéu. Néu ban st dung Chart Wizard dé
v€ d0 thi, Excel cho phép ban thém cac duong ludi.

=  Chon d6 thi 1én muc Chart | Chart Option, chon phiéu Gridlines

»  Chon kiéu duong ludi; sau do nhan OK.

=  Pébo ludi ra khoi d6 thi, hién thi phiéu Gridlines ctia ctra s6 Chart Option va xo04
chon hop ludi can bo.
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3.5.Thém chu giai cho do thi (Chart Legends)

Cht gidi cho biét duong nao thé hién muc dit liéu ndo trén dd thi. Néu ban su dung Chart
Wizard dé vé do6 thi. Excel tu tao chu giai trén cac nhan dit li¢u chiéu ngan hon cia bang
dur liéu.

= Chon d6 thi

= Chon Chart | Option; nhan phiéu Legend trong ctra s6 Chart Option

* Chon Show legend, sau do chon vi tri: Bottom, Corner, Top, Right hay Left. Nhin
OK. C6 thé kéo, thay ddi kich thuéc hop chi giai dén vi tri mong mudn. Dé xoa hop
chu giai, chon no roi 4n Delete.

3.6.Thém tiéu dé cho d6 thj (Chart Titles)
C6 thé thém tiéu dé khi v& dd thi dung Chart Wizard, hoac bd sung tiéu dé sau.

» Chon dd thi, sau d(’)‘ch()n Chart | Chart Option; phiéu Title trong cira sO Chart Option.
* Chon muyc ti€u d€ can thém (nhu Chart Titles) va nhap tiéu dé, sau d6 nhan OK

3.7.Thém dwong xu hwéng (Chart Trendlines)

Ban c6 thé thém dudng xu hudng vao do thi dé chi ra xu hudng dit liéu va du béo.
Phuong phép phan tich hdi quy(mot ki thuat dé dién ta quan hé giita cac dai luong) dugc
str dung dé tao nén xu hudng tir dir liéu hién c6 ban ¢ thé chon mét trong 5 dudng hdi
quy hodc chon dudng binh quan dich chuyén

» Chon db thi, chon Chart | Add Trendline, sau do chon phiéu Type trong ctra s6 Add
Trendline.

=  Chon dudng d6 thi ban mudn v& duong xu huéng cho no trong danh sach Based On
Series.

= Chon 1 trong cac sau kiéu kiéu duong xu hudng hdi quy: Tuyén tinh (Linear), Logar
(Logarithmic), da thire (Polynomal), luy thira (Power), mii (exponetial), va binh quén
dich chuyen (Moving Average). dé 6 thém thong tin vé cac loai duong nay, nhan nit
hoi cham trén thanh tiéu dé cua cira s6 dang mo.

=  Chon phiéu Option néu ban mudn c6 thém cac muc khac nhu tén cua duong xu
huéng, phuong trinh cho dudng xu huéng. Nhan OK.

3.8.Thém &nh nén cho bang tinh

Anh nén, vi du biéu tuong cta cong ty 1am ting an twong cho cac biéu mau va bao céo.

= Mo hang tinh can thém anh nén, chon Format | Sheet | Background.

= Chon anh can str dung (vi du tir thu muc \MOS office\ Clipart). Nhan Open.

» P¢ thay rd anh nén hon ban c6 thé bo cac duong ludi. Chon Tool | Options | View. Bo

chon hop Gridlines. Nhéan OK
* PeE x04 anh nén: Format | Background | Delete Background.
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4.Dinh dang di liéu cho db6 thi
4.1.Pinh dang cac dwdng db thi

Ban c¢6 thé tang 4n tugng bdi co thé thém céac thanh sai sb hay cac nhan cho mot chuoi dir
li¢u. Ban cling c6 thé thay doi khe giira cac cdt trong do thi.

»  Nhén chudt phai 1én duong dd thi can dinh glang, chon Format Data Series.
» Trong ctra sO Format Data Serise, chon phiéu chira cac muc (Error Bar, Datal Lable,
Series Order, hay Option).

4.2.Chon Font va Style
Ban c6 thé thay d6i Font va Style trong d6 thi giong nhur trong bang tinh.

= Chon d6i twong vin ban can dinh dang. Néu chi dinh dang mot s6 ky tu thi hiy chon
chung.

= Nhan 1én niat mong mudn trén thanh coéng cu dinh dang. Vi du co chit hay chir in
nghiéng...

=  Dé c6 thém tuy chon dinh dang khac, an chudt phai 1én muc vin ban can dinh dang,

chon Format, sau d6 chon phiéu Fonts, chon cac dinh dang mong muén sau d6 4n
OK.

4.3.Dinh dang sb trén db thj

binh dang cac myc trén db thi gidng nhu trén bang tinh. Vi du thém ky hiéu tién té hay
thay doi cac dinh dang.

» Nhén chudt phai 1én cac muc sb can dinh dang, chon Format.

= Trong cira s Format, chon phiéu Number sau d6 chon dinh dang tir danh sach
Category.

= (Ctra s6 Format thay doi twong g v&i muc chon. Thyc hién dinh dang tir danh sach,
sau d6 4n OK

= D¢ dinh dang s6 nhu trong bang tinh, chon muyc Link to Source trong Format

4.4 Dinh dang céac dbi twong

Excel cung cip nhiéu 1énhh va muc chon dé ban dinh dang. Cac d6i twong cuia d6 thi gdm
tiéu de (Titles), chu giai (legends), truc (axis), duong do thi (data series),... ban c6 thé td
mau, hoa van va duong vién cho cac doi tugng trong mot do thi.

= Nhan chudt phai 1én dbi twong cua d6 thi, chon Format.

= Trong cira s Format chon phiéu Pattern.

= Trong nhém Border, chon kiéu vién. Trong nhom Area chon mau mong mudn

»  Pé tao hiéu ung t6, chon Fill Effect. Chon mét trong céc phiéu va chon mau, sau d6
an OK hai lan dé quay lai bang tinh.
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Néu ban mudn thay ddi mau hay van hoa cua nén do thi, nhan chudt phai 1én mot goéc bét
ky cua d6 thi va chon Format Chart Area. Chon lya cac dinh dang sau d6 an OK

Pinh dang tiéu dé va nhin cho d6 thi, nhu tiéu dé, ban co thé dong chung nam ngang hay
thang dung hay xoay. V&1 mot s6 doi tugng van ban khac nhu nhan trén céc truc, ban co
the thay doi dinh hudng.

= Nhan chudt phai 1én dbi twong vin ban, chon Format.

* Trong cura s6 Format, chon phiéu Alignment, chon cac muc tir danh sach Horizontal
va Vertical.

= Kéo kim chi hudng trong hdp orientation hoac nhap gia tri goc quay gitra 90 va 90
trong hop Degrees dé thay doi huéng vin ban.

4.5.Thém hinh anh cho cac dbi twong

Excel c6 thé str dung hinh anh 1am diém mdc(Marker) dit liéu cho cac cot, thanh, dudong
hay nén.

* Trong dd thi, nhan chuot phai lén duong ban muén dua hinh anh 1én d6, chon Format
Data Series. Ban ciing c6 thé chon ving vé& hay ving nén ctia do thi néu ban mudn
dua hinh anh vao do.

= Trong cira s6 Format Data Series, chon phiéu Pattern, chon Fill Effect va phiéu
Picture.

= Chon Select Picture. Trong Look in, tim dén thu muyc ¢6 chta hinh anh, chon anh va
nhan OK

=  Chon cac muyc khéc trong phiéu Picture. Thir v&i cac tuy chon khac nhau (Stretch,
Stack, hay Stack va Scale) dé chon hi¢u trng ban can. d6i vai dd thi 3D, chon muc
ban can copy tir Apply to Group. An OK hai lan dé quay lai
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Chwong 4 — Théng ké phan tich dir liéu / CSDL Excel

Mot trong nhing tmg dung cin ban ciia mot chuong trinh bang tinh 13 phan tich va tong
hop dit lidu, nd cho phép ngudi st dung phan tich va Iy ra dir liéu theo yéu cau tir tap
hop dit liéu trong co s& dit liéu, tir 46 ngudi dung c6 thé in 4n, sao chép ma vin khong
anh huong dén dir liéu ngudn. Excel c6 nhiéu tinh nang dé giup ban c6 duoc cac phuong
phap khai thac va quan ly dir liéu tuy theo cong viéc cua ban, dudi day toi xin gidi thi€u
cac phuong phéap st dung cong cu co s¢ dir liu thuong dung.

1.Sap xép co s& dir liéu

Mot trong nhimng viéc quan 1y co s& dir liéu la cong viéce sap xép dir liéu, cho phép ban
sap xEp dir liu theo mat trat ty nhat dinh de tir d6 ban c6 thé tong hop theo nhoém dir lidu,
hay tim kiém dir li€éu mét cach c6 hi¢u qua hon.

Ban c6 thé sép Xép bat ky dir liéu nao vao bang tinh, tuy t6 chirc dit liéu dudi dang CSDL
cho phép sap xEp dir li¢u nhanh nhat. Ban c6 thé sip xép dit liéu theo chiéu ting hay
giam dan. Cac budc dé sap xép dir ligu

= Chon 1 6 bat ky trong CSDL (hodc chon ca viing dif liéu can sip xép)

= Nhip vao 6 Data menu | Sort

= Trong hop Sort by chon truong khoa sap xép chinh, sau d6 chon trat ty ting dan
(Ascending) hay giam dan (Descending).

= Néuban muon chi dinh khoa sap x€p phy, chon chung trong hop Then by va chi dinh
trat tuw cho mdi khoa phu. Nhan OK d¢é thyc hién sap xép

Sot I 1]
Sort by
EFEE |  Ascending
" Descending
Then by
I LI " fpsrending
i Descending
Then by
I LI % Accending
i Descending
My list has

i+ Header ronar " Mo header ronas

Cptions... I K I Cancel I
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Bang dudi ddy mé ta viéc sap xép theo chiéu ting dan theo loai vat tu (Ttc la sip xép
tang dan theo chiéu ABC)

A B C D E
1 Loai vattu | Tén vat tu S6 luong don gia Thanh tién
2 Loai B Bia33 lon 25 120 000 | 3 000 000
3 Loai B Bia33 lon 25 120 000 | 3 000 000
4 Loai B BiaTiger lon 150 130 000 | 19500 000
5 Loai D BiaTiger lon 50 130 000 | 6500 000
6 Loai D DPuong tring 50 3200 160 000
7 Loai D Puong den 2000 200 400 000
8 Loai D Puong den 10 450 4500
9 Loai K DPuong den 1000 2000 2 000 000

Chii y: D& nhanh chéng xap xép CSDL theo mét trudng don, chon mot 6 bét ki trong
truong hop do. Sau d6 nhan nat Sort Ascending hay SortDescendingtrén thanh cong cu
chuan

2.Tinh téng theo nhém (SubTotals)

Nhiéu khi ban muén tinh téng hodc tinh trung binh cho ting nhém mat hang dé tir 46 ban
c6 thé tong hop dugce dir li€u theo thanh tién, doanh thu, chi phi khi 6 SUBTOTALS Ia
mot cong cu hiru ich gitp ban gidi quyét van dé€ nay. Céac budc thuc hi¢n nhu sau

= Sép xép dir liéu ting dan hodc giam dan cho cot can tao nhom. (& vi du dudi day ta
sdp xép ting dan theo loai vat tu).

=  Pat con tré vao vung co so dir licu

= Chon DATA | SUBTOTALS hop thoai sau suét hién

Subb ] AE|
At each change in:
|Loai vat or |
) Cancel |

Use function:
ISum j Bemowe All |
Add subtatal to:

S Itang =]
™ Ban gia
v -

1 Replace corrent subtotals
I Page brezk between groups
i Summary below data

= Trong muc At Each Change in chon ving tin tao nhém tong hop (¢ vi du duéi day ta
chon cot Loai vat tu).
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* Trong muc Us Function: Chon ham can tinh toan, théng ké theo nhom (& vi du dudi
day ta chon ham SUM). Néu ban tinh trung binh theo nhom hoic cac ham khacban c6
thé chon tén ham can tinh.

= Trong muc Add Subtotals to: chon nhitng viing tin can tinh toan , thong ké theo nhom
(¢ vi du dudi ban chon cot thanh tién). Chon OK dé két thuc.

EEII: Edit view Insert Format Tools Data Window Help - EL&“
N W SRY |t mBad o (e = rtlilne s o -[@
5 | @ | & @ Fowrites - | Go- | 7| Bovkz -
|| unTime -2 -lB 7 U E=EEE% %, WA[EE(ROA
D19 ~| =]
1)z]a] A B R E FamilmgnaamaaEnpiaraaag e
1 [Loajvat ful Tén vat tu Sd Jugng | Bangia | Thanh tkén —|
rr 2 [LmaiB Bia 33 lon 25 120000] 3000000
3 [LeaiB Bia 33 lon 25]  120000| 3000000
| 4 [LeaiB Bia Tiger lon 150 130000) 19500000
+ | 5 [LeaiB Bia Tiger lon 50| 130000  &300000
=| | & [LoaiP Total 32000000
[ | 7 [leaiD  [Buoup udn, 50 3200] 160000
8 |LeaiD  [Duing den 2000 200] 400000
9 LmiD  [Budng den 10 450 4500
10 [Leai D [Exreng den 1000 2000] 2000000
=/ |11 |LoaiDTotal 4500
[ - |12 [LeaiK  [ReoccomHaiHR 50 3800] 228000
13 [Leai K. |KeochipchipHaiHa 15 0000] 1050000
¢ |14 [Loai K Keochipehip Hai Ha &0 F0000] 5600000
= |15 |LoaiK Tota) 6878000
- 16 Leais Sira Vinamilk(Trang) 50 1500 75000
+ 19 Lleais Sira Vinarnilk(Trang) 110 1500] 165000
18 [Loai s Sira Vinamilk(ca cac) 50 1500 80000
=| |19 [LoaiS Tota) 320000
= 20 |Grand Tota) 41762500 -
21
_
W[4 [p [m} Sheetl £ Sheet2 ) sheets K3 | L[]J
omw- Iy G| apsopes- N N OCEHM|@-L-A-==E 0 @
Raady [ [ [ [WmMC [ [

Ban hiy xem hinh va danh gia két qua tong hop, ban sé& thiy duoc timg nhom loai vat tu
dugc tinh thanh tién theo ting nhom.

Dé huy bo ché d6 Subtotal ban chon Datal | Subtotal hop thoai xuat hién va ban chon
Remove All.

3.Loc di¥ liéu

Loc dir liéu 1a mot trong nhitng phuwong phap 1y dir liéu theo yéu cau. C6 2 phuong phap
loc co ban la Autofil va Advace Filter

3.1.Loc bang ché d6 Autofil

Tinh nang Autofil cho phép ban loc va giir lai mdt tdp con cac ban ghi cia mot danh sach
ma khong lam anh hudng dén danh sach gdc. Canh moi truong s€ xuat hién mot miii tén
di xudng d¢ ban chon ti€u chuan lgc. Cac budc tién hanh loc

=  Chon CSDL duoc loc

* Nhap vao Datal Menu | Filter | AutoFilter. Bén canh moi tén cdt c6 mét ntt loc, ta st
dung cac nut loc nay dé tién hanh loc dir liéu. Moi nut loc bao gom cac thanh phan
sau
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All Hién thi toan bd ban ghi cho ¢t nay( muc
ngam dinh)

Top 10 Cho phép loc lai mot s6 chi dinh cac ban
ghi c6 gia tri dimg dau hodc ding cubi
danh sach

Custom Hién thi ctra sd Custom Advace Filter dé

ban tao tiéu chudn AND hoic OR

Gi4 tri cu thé

Chi hién thi ban ghi co gia tri bang chinh
xac gia tri ban chon trong trudng hop nay

Blanks

Hién thi tit ca ban ghi tring trong truong
hop nay

NonBlanks

Hién thi tat ca ban ghi c6 dit liéu trén
truong nay

e 5]

ﬁ File Edit View Insert Format Tools Data 'Window Help

— =] x|

DEHEky | iBdedo- o e = ﬁ,ﬂlzl|ﬂ§|_|1uo%v|@

= =y |° . | ol Q Fa\normesv| Govl%lC\My'Doo_lmems\,nxls

”.VnTlme - 12 vln Vs _|E

B s %,

4

[

=| 500000

A

E

C

D

E | ¥ | o | m | 1 ]

ST+

M diei=

1

MOO1

Thudniy

Xeép loz+
Ziol

MOO2

(Top 10...
[Custom...)

MOO1

100000
400000

MOO3

= ]u[u]u]u]

rung binh

151

kcha

MOO2

100000

rung binh

Oy [l [ B [l | b

MOO3

400000

Jcha

SR ol <o e

14 |

15
15

17 -
1[4 [» [»[' Sheetl 3 Sheetz { Sheets | LIJJ
R e == [ R

” Draw -
Ready

O

MU | i

Show
Taop - Iﬁ Items -
Cancel |

= Dé huy bo ché do loc lai vao Datal Menu | Filter | Autofilter va huy ché d6 chon
Autofilter
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3.2.Loc bang ché do Advacded Filter

Action

£ Filter the list, in-place &I

& iCopy to another iocation Cancel |
List range: |$A_$1 $0%7 E‘J
Criteria range: | ik_]
o 3]

[ Unique records anly

Néu ban phai loc dir li¢u véi ti€u chuan loc phtrc tap thi ban nén sir dung Advacded

Filter. Két qua ciing nhu loc v6i Autofilter tuy nhién khong c6 cac mili tén bén canh tén
truong. dé s dung Advance Filter ban phai tao mét vung ti€u chuan loc (vung dir li¢u

di€u kién loc hoan toan giong véi vung dir licu dieu kién cia cadc ham co s¢ dir ligu da

gi61 thi€u ¢ trén, ban nén tham khao lai). T6t nhét ban nén dat vung ti‘éu chuén loc (diéu
kién loc) Ién trén dinh hay dudi day danh sach. Cac bude thuc hién bang phuong phap

Advacded Filter

* Neéu chua c6 vung tiéu chuan loc, hdy tao no theo nguyén tac trén

=  Chon mdt o bat ky (hodc chon vung) trong co s¢ dit li€u. Lén Datal Menu | Filter |

Advanced Filter.

= Trong ctra s6 Advacded Filter, khai bao cac thong s can thiét. Cac thong sb trong

ctra s6 Advaced Filter.

Filter the list In Place

Chon muc nay néu ban mudn loc tai cho

Copy to another

Chon muc nay néu ban muon copy két qua loc

Location ra mot vung khéc trén ciing mot bang tinh. Néu
ban chon muc nay thi muc Copy to sé€ ty dong
bat sang

List Range Khai bao dia chi ving CSDL (bao gom ca tén

truong)

Criteria Range

Khai bao ving tiéu chuan loc (ca tén truong)

Copy to Chi dinh 6 dau tién cua ving ban dinh dua ra
két qua do
Unique Record Only | Néu c6 nhiéu ban ghi giong nhau thi chi giir lai
mot ban
3.3.0utline

Outline ding d¢ hién thi bang tinh hay béo céo theo cac mirc chi tiét khac nhau. Vi du

mot bao cdo ban hang, ban mudn in muc chi tiét khac biét tuy thudc vao viéc bao cao dé
gui cho ai do. Véi tinh nang outline ta c6 the tao dén 8 cap chi tiét theo hang hay cft. Co
thé tao outline tuy dong hoac bang tay.
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3.3.1.Tao Outline bang tay

Ban can tao Outline béng tay néu dit liéu duoc td chirc theo cach ma Excel khong thé
thiéu duoc. Nhin chung ban nén bang tinh sao cho cac hang tong hop nam dudi cac hang
chi tiét va cac cot tong hop nam bén phai cua cot chi tiét. Ban c6 thé ap dung dinh dang
dam hay nghiéng cho céc hang tong hop dé nhan manh, du diéu nay khong bat budc cho
tinh nang Outline.

3.3.2.Tao Outline tw dong

= Chon cac 6 trong cac hang, hay ¢t ma ban dinh Outline. Chon dén nhung khong bao
g6m 0 chira cong thirc tong hop. Néu cac hang hay ¢4t chi chira dir liéu can Outline
ban c6 thé chon ca cac hang hay cot can nhom.

= Pénhém cac muc theo mot cap, nhap chudt goi Datal Menu | Group and Outline |
Group. Cira s6 Group xuét hién

Cancel |

" Columns

] Trqng cira sO Group, chon Rows hay Column, tuy theo muc dich cta ban, sau do6
nhan OK
= Lap lai cac budc 1 cho dén budc 3 cho moi phan doan ban dinh Outline.

Chu y

= Néu ban chon ca hang hay cot trong budc 1, ban s& khong thiy ctra s6 Group. Excel
nhom dir li€u theo hang néu ban chon cac hang theo cot néu ban chon cac cot.

= Néu ban mic 16i hodc ban mudn huy thao tic nhom, ban c6 thé dung 1énhh Ungroup.
Chon nhém ban mudn huy nhém. Sau d6 goi Datal | Group and Outline | Ungroup.
Chon Rows hay Column sau dé chon OK

3.3.3.4An / hién cdc cip

Ban sir dung céc ky hiéu outline dé chon cap hién thi. Sau khi ban tao outline ty dong
xuat hién trén vung xam bén trai ti€u dé hang.

= Néu khong thy ky hiéu Outline, nhan Ctrl+8. T6 hop phim nay bat qua lai giita an va
hién cac ky hiéu Outline.
= Hién hay an cac cép chi tiét cho hang hay cot nhu sau

- M0 mot hang hay cot cu thé bang cach nhan 1én ky hiéu “+”

- Mo toan b mot cép bang cach nhan vao nut s6 cua cap d6. Cac nut chi s6 cap
xuat hién trén dinh ving xam. dé hién tat ca cac cap, nhan 1én nit s6 cia cap
cao nhat.

- Gép mot hang hay cot cy thé bang cach nhan 1én ki hiéu

[I3RA]
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- Gap lai mot cap bang cach nhan 1én nut s6 tuong tng cua cap do, dé gap tat ca
cac cap, nhan 1én nut so cap thap nhat.

3.3.4.Outline tu dong

Ban c6 thé dé Excel tu dong tao Outline thay vi tu tao. Tao outline ty dong huii ich khi
trudc d6 ban chua tao Outline va bang cua ban chon cé cau tric nhat quan.

»  Néu ban mudn tao Outline cho mot phén cua bang tinh, chon vung can outline. Néu
ban muén outline ca bang chon mot 6 duy nhat.

* Chon Datal menu | Group and outline | Auto Outline

= Néu Excel xac dinh dugc hang, cot tong hop no sé tao ra outline. Néu khong tao dugc
n6 hién thi canh béo.

Dinh dang cho Outlines

»  Néu ban mudn dinh dang mot Outlines hién c6, hdy chon cac 6 4p dung Outlines. Néu
khong hay bat dau véi bude 2

* Chon Datal menu | Group and outline | Setting

=  Pé dinh dang mot outline di c6, chon Apply Style. Néu khong, chon Automatic Style
va nhan OK

4.Téng hop dir liéu (Consolidate)

Pé tong hop dir liéu tir nhiéu ving gidng nhau. Vi dy téng hop cac bao cao ban hang
hang thang thanh quy va thanh quy hang nam. Ban héy theo cac bude sau d€ tién hanh
tong hop

= Chon 6 ctia viing dua két qua

= Nhép chudt vao Datal menu | Consolidate.

= Trong hop Function, chon mét trong cac ham dung dé tong hop

= Trong hop Refence, nhap hay chon ving dif liéu ngudn (cé tiéu dé) sau d6 chon Add.

= Lap lai cac budc 4 cho cac vung dir li¢u khac.

= Chon muc tiéu dé dudi Use Lable in (top row, left column). dé tao lién két voi ngudn
chon Create link to source data

5.Pivot Table

Pivot Table 1a bang t(X)ngv hop, phan tich va xtr ly dir liéu tir mot danh sach hay mot bang.
\{(’yi Pivot Table ta c6 thé tong hop dir liéu theo nhom, sau d6 lai c6 thé vé do thi dir liéu
tong hop nay.

5.1.Tao mdt Pivot Table

Dé tao mdt Pivot Table sir dung Pivot Table Wizard ban can cho Excel biét téng hop
truong hop nao theo cft va truong nao theo hang. Ban cling ¢6 thé chi dinh trudng trang
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deé xép cac nhom theo trang. Ban c6 thé ddo lai vi tri cua cac truong dé c6 mot bang tong

hop khac.

Ban c6 thé tao mot Pivot Table tir nhiéu ngudn dir liéu khac nhau. Thudng ngudn dit liéu

1a cac bang cua Excel. Ban ciing c6 thé tao mot Pivot Table tir ngudn dir liéu ngoai tir
nhiéu vung hop lai, hay tir chinh cac Pivot Table khéac. Cac budc thyc hién

= Chon mdt 6 bat ky trong danh sach can tong hop, nhip Data- Pivot Table Report.

= Trong budc 1 cua Pivot Table Wizard, chon ngudn dit liéu (Microsofft Excel list hay
tir cac co sd dir li€u khac), sau d6 nhan Next.

@ | Cancel I < Bark I Mext = I Einish I

where is the data that wou want to analyzer

o {Microsoft Excel list or databass

" External data source
" Multiple conso lidation ranges
7 Ancther PivotTable

= Trong budc 2 cua Pivot Table Wizard, ving dia chi cia danh sach xuat hién trong

hop Range. Néu dia chi sai hiy chinh lai. Sau d6 nhan nut Next.

Where is the data that you want to use?

El Cancel

| < Badk | MNext » I

:“J Browse... |

Finish |

» Trong cac budc 3 cua Pivot Table Wizard, ban phai trinh bay bd cuc cta Pivot Table.

Cac truong tré thanh cac nit ném bén phai ctia cira s6. Ko niit ing véi truong dit
li¢u vao vung DATA. De sap xép mot trudng theo cot, kéo niit cia trudng do 1én

ving COLUMN. Bé sip xép mot truong theo hang, kéo dén ving ROW. Nhin nut

Next.

e S e [

Construct your PivotTabl

e by dragging

the field buttons on the right to the

dizgram on the left.

[ pase |

COLUMN

BOW

DATA

- 5TT S

Cancel = Back

Einish
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» Trong budc 4 cua Pivot Table Wizard,’ban chi dinh 6 dé Pivot Table. Néu mudn dét
cac tuy chon khac cho Pivot Table, nhan nut Options, dét cac tuy chon khac va nhan
OK. Sau d6 nhan Finish.

5.2.Hiéu chinh moét Pivot Table

Vi Pivot Table chi 1 bang hién thi thong tin nén ban khong thé thay ddi thong tin trén
bang. Ban chi c6 thé thay tén cua cac truong. D¢ di€u chinh tén truong, chon tén trudng
can diéu chinh.sau d6 nhap tén moi.

Meo: Dé thay d6 cac tuy chon khac cho mot truong, nhin kép 1én nut cua trudng do.
Chon cac tuy chon.

5.3.Thém truwong dir liéu

=  Pé thém trudng dit lidu, chon mdt 6 trong bang Pivot Table.

= Nhin nat Pivot Table Wizard trén thanh cong cu Pivot Table (Nhan chudt phai 1én
ving thanh cong cy, chon Pivot Table dé hién thi thanh cong cu nay néu chua c6 ).

= Trong budc 3 clia Pivot Table Wizard kéo thém nut ciia trudng ban mudn thém vao
ving DATA, nhin nat Finish.

5.4. Thém trwvdng Rows, Column, hay Pages

=  Pé thém trudng hang, cot, hay trang, chon mot 6 bat ky trong Pivot Table.

» Nhén nuat Pivot Table Wizard trén thanh Pivot Table.

» Trong budc 3 cua Pivot Table Wizard, kéo cac nut can thiét vao céac vung ROW,
COLUMN, hay PAGE, sau d6 nhin Finish.

Meo: Dé bd mot truong hang, cot hay trang, kéo nut truong ra khdi Pivot Table.
5.5.Dinh dang Pivot Table

Ban str dung tinh nang Auto Format dé dinh dang
= Chon mdt 6 trong bang Pivot Table. Chon Format | Auto Format.
* Trén Pivot Table Format, chon dinh dang mong muon, nhan OK.

Chu y: Pé dinh dang khong bi mat khi ta thay ddi hay cap nhat lai bang Pivot Table can
dam bao muc Enable Selection trén Pivot Table menu cua Pivot Table dugc chon.

5.6.Cap nhat Pivot Table Wizard

Mot Pivot Tablev khong tu cap nhat khi ban thay doi dit liéu ngudn, do vay mudn cap
nhat dir liéu nguén bi thay ddi ta phai tién hanh cac budc sau

= Chon mdt 6 bat ky trong Pivot Table.

= Nhén nit Refresh dan trén man thanh Pivot Table.
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Chwong 5 - In an trong Excel

1.Dinh dang trang in

Vao File | Page Setup xuat hién hop thoai Page Setup

Page Setup EHE
| Margins I Header/Fooker I Sheet I
Crientation Print
5 Prink. .. |
L

% Portrait " Landscape N —— |
Scaling Qptions. ..

@ adjustbo:  |100 = % normal size

i Fik ka: |1 E‘ panels) wide by Il E" tall
Paper size: ILetter ;I
Print guality: 2400 dpi =]
First page number; IF\uto

o] 4 I Cancel

1.1.Céac thanh phan ctia muc Page

Orientation

Chon Portrait dé in doc hay Lanscape dé
in ngang

Spacing

Chon ty I¢ in (nén gilt 100% Normal Size.
Trudng hop chi thiéu vai dong c6 thé chon
Fil to 1 Page luc d6 Excel s€ ép lai cho
vira mot trang)

Page Size

Chon khd gidy in

Print Quanlity

Chon chat lugng in, cac nhiéu dpi (dot per
inche) nét chur sac sdo
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1.2.C4c thanh phan ctia muc Margin

Page Setup

FPage

| Header/Footer I Sheet I

Tap: Header: Print. .. |
1 = Jos =
Print Presview |

Ciptions. .. |
Right:
ID 75 E‘
Eaktbar: Fooker:

L = los =

Cenkter on page

™ Horizanitally I wertically
[ ok | canea

Top Dinh dang 1 trén
Bottom Dinh dang 1& duéi
Left Dinh dang 18 trai
Right Dinh dang 18 phai
Header Khoéng céch tir tiéu dé trén dén bién trang gidy
Footer Khoang céch tir tiéu dé dudi dén bién trang gidy
Center on Page Chon/ bo can gitra
Horizontally Cin giita theo chiéu ngang
Vertically Cin giita theo chiéu doc

1.3.Céac thanh phan ctia muc Header/Footer

Page Setup EE
Page I Margins I Sheet I
Erink... |
Prink Prewview |
Header:
Cptions. ..
I(none} > I =
Custom Header... Cuskom Fooker, .. I
Footer:
I(none} - I
oK I Cancel
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Excel ludn in mot dong trén dinh trang goi 1a tiéu dé dau (Header) va in mot dong bén
dudi trang goi la ti€u de cudi (Footer).

Mic dinh Excel s& in tén bang tinh trén Header va s6 tha ty trang dudi Footer. Viéc nay
do61 khi khong thich hgp vai cach trinh bay cia ban. Do d6 dé khong in hoac in ndi dung
khacd Header va Footer ta chon muc Custom Header va Custom Footer dé diéu chinh lai.
Néu chon mot trong hai myc nay déu 1am xuét hién mot hop thoai twong tu nhau, trong
d6 ngoai hudng dan con cé cacbiéu twong dé tron. Vi du: Chon Custom Header hop thoai
sau xudt hién

Header [Z]]
To Format text: seleck the kext, then choose the font button. oK
Toinsert & page number, date, time, Fis path, flename, or tab name: position the

Insertion point in the edit box, then choose the appropriate button, Cancel

Toinsert picture: press the Insert Pickure button, Ta format your picture, place the
cursar in the edit box and press the Format Ficturs button,

Al 8|6 Bmlo| alalal @2

Left section: Center section: Right section:
’ E - E A

Nbi dung trinh bay nhap vao Header hodc Footer ¢ thé trinh biy mét trong 3 khu vuc
Trai, Phai, Gitra. Muon xudng dong ban go Enter.

2.In bang tinh

2.1.Xem bang tinh trwéc khi in

Ban nhip chudt vao biéu twong Print Preview trén thanh cong cu chuén" (Standard
Toolbar) hodc vao File | Print Preview. Khi d6 man hinh Excel s&€ chuyén sang ché d6
Preview, cho phép ban xem va hi€u chinh tong quat bo cuc.

2.2.In bang tinh

Ban nhip chudt vao b@éu tuong Print trén thanh cong cu chuén (Standard Toolbar) hoic
vao File | Print (hodc an t6 hgp phim Ctrl + P). Hop thoai Print hi¢n ra nhu hinh sau

Print [ 2] =]
Printer
Mame: |C33 AGFA-AccuSet 1000 x| Properties. .. |
Status: Idle
Type: AGFA-AccuSek 1000
Where: LPTL:
Comment: I™ Print to File
Print rangs opi
= all =
= Murnber of copies: Iﬁ
" Page(s) FErom: I E‘ To: I E‘
Print what
e wins |j¥| |j¥| ¥ Collate
™ Selection " Entire workbook
% active sheetis)

Preview | [a]4 I Cancel
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Y nghia cdc muc trong héop thoai Print

=  Muc Print What

- Selection: In vung dugc chon.

- Active Sheet(s): In nhiing bang tinh dugc chon

- Entire Workbool: In toan by bang tinh c6 chira dit li€u
= Muc Copies: Ban nhap s6 ban can in.
= Muc Page Range: Ban nhap pham vi can in

- All: In tit ca

- Page(s) From - To: In tir trang. - dén trang
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Chwong 6 — Tao Web Pages

Ngay nay ngoai xuat ban tai liéu & dang 4n pham duoc in in 4n thi viéc xut ban tai liéu &
dang HTML d¢ dua 1én Web v6i muc dich chia sé, quang ba thong tin ciing rat dugc quan
tam. Chinh vi Iy do d6, MS Excel da hd trg chirc ning ty dong tao moi cling nhu chuyén
ddi cac file dinh dang *.XLS thanh dinh dang * HTML dé c6 thé hién thi tai liéu trén
trinh duyét Web (IE, Nescape Navigator).

Trinh dién tai liéu trong trinh duyét Web

Trinh tw cac buoc nhu sau

Mo mét bang tinh trong MS Excel.
Chon File | Web Page Preview.

Ed Microsoft Excel - Book1

File | Edit Yiew Insert Format Tools Data  Window

0 Mew... Chrl+h
= Open... 0
|| Close
% Save Chrl+3
@ Save fs...
% 45 Save as Web Page...
Xl B Search...
ﬂ| Web Page Preview
% Page Setup...
m Prink Area 3

Khi d6, mot cira sb trinh duyét Web xuét hién cung ndi dung cua tai li¢u dugc hién thi

dudi dang Web.
/3 Bai thi - Microsoft Internet Explorer =]
File Edit Yiew Favorites Tools Help
dBack ~ = - (D 7 | Qi search [GlFavorites GfMedia 4 | By S - -
Address Ci\Documents and Settings)AdministratoriLocal Settings) Temporary Internet FiIes'l,Content.MSO'l,Dj 6>G0 | Links **
YT - 2 @| [ My Web~ CIMail ~ »
r
=
Hinh . .
[ . Chiss Chisd Bign
Chihé  thic sl e @u  méu ﬂ:u Tign dign Tign céng 7 Téng =5 tén
TT dung
1Van 5X 0 5007 7 ? ?
2Einh KD 0 2007 7 ? ?
FKhdnh ™D 0 1507 7 ? ?
4 Doanh =X o] G007 7 ? ?
51an D o] 1017 7 ? ?
&Thu D 0 507 7 7 7
TQuang KD 0 3007 7 7 ?
Chit ¥: 1/ Tién cong to tinh nh sau :
Hg San xuat ; 20000 dithing
Hi Kinh doanh : 10000 dfthing ~|
< s Sheet? [ Sheetd | Sheetd | Sheets | Sheets | Sheet? | Sheets | Sheetd | Sheetl | Sheetl] | &

&l ’_ I_ ’_ |4 Internet

&
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Trinh dién tai liéu trong trinh duyét Web

Trinh tw cac budc nhu sau

»  Ban md mot file *. XLS c¢6 san hodc tao mot File moi
» Chon File | Save As. HQp thoai Save As xuat hién. Trong hdp thoai nay ngoai dat tén
va chi dinh noi luu trir cho tai li¢u, ban can chon dinh dang dé luu trit tai li¢u 1a dang

Web Page (*.htm, *.html)

2]

Save in j - & X E - Toos
BDE_16.%15
4 3DE_17.515
History Hoe_ta.xls
HpE_19.515
o~ Hpe_20.115
Hoe_z1.%15
My Documents @DE_zZ.XLS
HIpE_23.515
4 g Hoe1_za.xs
Deskiop
* ]
Favorites
=
] il .
= File name: DE_01.5LS j e I
My Mebwork =
Places Save as bype! |Microsoft Excel 5.0/95 Waorkbook (*,5ds) Cancel

|J

Microsoft Excel Workbook (¥, xls
wieb Page (*,htm; * bl
web Archive (*.mhk; *.rktml)
¥ML Spreadsheet (*.xml)
Template {*.x)

Text (Tab delimited) {*.kxt)

£’

Sau lya chon nay cua ban, thay vi luu File duéi dang *.XLS nhu mac dinh, Excel s€ luu

n6 dudi dang Web. Ban c6 xem ndi dung File vira tao ra béng trinh duyét Web, hodc

Upload File nay 1én mot Server trén Internet dé nhiéu ngudi cing truy cap.
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Phan 4 — Microsoft PowerPoint

Microsoft®

PowerPoint
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Chwong 1 — Bat dau véi PowerPoint

Ban 14 mét sinh vién, mudn trinh bay noi dung bai tap 16n, d6 an t6t nghiép trude hoi
déng bao vé. Ban 1a mot can bd, mudn trinh bay bao cdo cong viéc cia minh trudc déng
nghiép. Ban 1a mot nha khoa hoc, mudn trinh bay nhiing y twéng, nhiing cong trinh
nghién ciru ctia minh trong nhiing dién dan, nhimng cudc hoi thio. Con nhidu hoan canh
khac nita, khi ma ban mudn trinh bay mot van dé nao d6 trudc dam dong. Microsoft
Powerpoint s& gitip ban lam nhing cong viéc d6 mot cach don gian ma hiéu qua rat cao.

Ban ¢6 thé dua duoc rt nhiéu loai thong tin 1én man hinh trinh chiéu nhu: van ban, hinh
anh, am thanh, bang tinh, biéu do,...

Lam viéc trén Powerpoint 13 1am viéc trén cac tép trinh dién (c6 phan mé rong 14 * PPT).
Moi t€p trinh dién bao gdm céc ban trinh dién (Slides) chiing dugc sap theo mot thir tu.

Céc ban trinh dién nay chtra ndi dung thong tin ban muon trinh bay.

Qui trinh dé tao va sir dung méot tép trinh dién nhu sau

= Xac dinh rd rang cac ndi dung sé& trinh bay. Tir d6 s& dinh ra duoc cau tric cia tép
trinh dién. Chon nén ciia slide theo mau nao cho phii hgp? Can bao nhiéu slides? Noi
dung mdi Slide 1a gi?

= Dung Powerponit dé xdy dung ndi dung cac slide do.

= Trinh dién Slide. Khi d6 noi dung ting Slide s& duoc phong to 1én toan bo man hinh
may tinh. Néu may tinh cia ban ndi voi mot may chiéu (Multimedia Projector ching
han), ndi dung céc slide trinh chiéu s& dugc dua 1én cdc man hinh 16n, nhiéu nguoi c6
thé quan sat mot cach dé dang.

1.Khé&i dong Powerpoint

C6 nhiéu céch co thé khoi dong dugce phan mém Powerpoint. Tuy vao muc dich lam viée,
sO thich hoac sy tién dung ma ban c6 thé chon mét trong cac cach sau day dé khoi dong

Cich 1: Chon I¢nh Start cua Windows nhu sau: Start | Programs | Microsoft Powerpoint

. . . Ap 144 Tui A ) A A ; i t i
Cach 2: Nhay kép chudt Ién bi€u tugng ciia phan mém Powerpoint Mol Fowerbont |

trén thanh cong cy, hodc trén man hinh nén cia Windows

184



Gido trinh Tin hoc van phong

Hop thoai dau tién cla Powerpoint xuét hién, cho phép chon hudng lam viée

PowerPoint 21

—Create a new presentation using

% - Open an existing presentation

Maore Files...

[~ Don't show this dislog box again

04 I Zancel |

Cdc lwa chon ban dau

= Open an exiting presentation — dé m& mot tép trinh dién da cé trude (chi dung cach
nay cho nhiing 1an sau, khi ma ban da ¢ nhiing tép trinh dién trén may)

AutoContent wizard — gitip tao mot tép trinh dién theo nhitng mau cho trudc véi ndi

dung vé mot chu dé nao do

Design Template - dé bat dau tao méi mot tép trinh dién su dung mét mau dinh dang

san da c6 trong thu vién Powerpoint

Blank Presentation cho phép tao méi mét trinh dién

2.Tao mét trinh dién mé&i

Béng cach chon muc Blank Presentation trong hop thoai trén, hop thoai New slide Xuét
hién, cho phép chon ban trinh dién (Slide)

21

Choose an AutoLayout:

K

i

- Cancel
e — - =
. Do jOE I

¥
s

Title Slide:

EEIREE

™ Don't show this dialog boe again
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Danh sach Choose an AutoLayout chtra cac loai bd cuc Slide ma ban ¢6 thé chon. Dung
chudt chon mgt mau roi nhap OK deé tiép tuc. Man hinh 1am viéc chinh ctia Powerpoint
xuat hién

5 Miciouoll F'owesl"cint - [[etentation] | BT =lolx

e (80 e st Fgmat fock Shapthow fedse bsp =12 x]
NE@a &Y Lo . (S@EOn o Wian s - 0. : s :

Tnes s+ 2+ B £ 0§ E W] A& Wy Qe T - . Slide, noi chira cic thong tin

. cin rrinh didn

A

Hé thoag thue H¢ thong thanh
don lénh cdng cu

Click to add title

Danh sich céc Click to add subtitle
Slide d4 rao
dugc !

F 3

ik b 3 notes Hﬁp gh.l. chi =
cho timg Slide | ]
BAOET .Islmlu:rll — =

Man hinh lam viéc chinh ciia Powerpoint thong thuong bao ¢ém 5 thanh phan

Ban trinh dién (slide): La noi ché ban ndi dung cac ban trinh dién. Mdi tép trinh dién
(Presentation) c6 thé bao gdm nhiéu ban trinh dién (Slide). Tai mdi thoi diém, man
hinh chi ¢6 thé hién thi duoc 1 ban trinh dién dé thiét ké. Ban c6 thé st dung cac cong
cu ché ban (nhu st dung trong Word) dé dua thong tin 1én cac Slides nay

Hé théng muc chon (menu): chtra cac 1énh dé go1 td1 cac chirc nang ctia Powerpoint
trong khi 1am viéc. Ban phai dung chudt dé md cac muc chon nay, doi khi ciing ¢ thé
su dung td hop phim tat dé goi nhanh t41 cac muc chon

Hé thong thanh cong cy: bao gom rat nhiéu thanh cong cu, mdi thanh cong cu bao
gém cac nat 1énh dé phuc vu mot nhém cong viéc nao do

Hop ghi chu (note): gitip ban luu nhitng thong tin chu thich cho timg Slide. Diéu nay
1a can thiét khi ban kh6 c6 thé nh¢ duoc nhitng thong tin xung quanh slide d6

Danh séach cac Slide di tao dugc: cho phép dinh vi nhanh dén mét Slide nao dé chi
bang cach nhan chuot.
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Trong khi dang 1am viéc véi Powerpoint ban ciing c6 thé sir dung mot trong cac cach sau
day deé tao mdi mdt t&p trinh dien

* Mo muc chon File | New

= Hoic Nhin nit New E‘ trén thanh cong cu Standard
» Hodéc nhan t6 hop phim tat Ctrl + N

Tiép theo, thuc hién xay dung ndi dung cho Slide méi nay

Click to add title

Click to add subtitle

Hay gd thong tin vao hai tiéu dé cia slide nay. S¢ di slide trén chi c6 2 tiéu dé 1a do viéc
ban chon mau slide & hop thoai New slide. Tuy nhién ban ciing ¢6 thé chon cac mau slide
khac cho phil hop theo muc dich ctia minh. Sau khi gé thong tin xong, ndi dung slide dau
tién s€ nhu sau

Chao mung cac ban dén voi

Microsoft Powerpoint 2000

SN a NN NS ]
[ SN EA R ]
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3.Trinh dién Slide

Ban c6 thé sir dung cac tinh nang trinh dién slide dé kiém dinh két qua. Co nhiéu cach dé
thuc hién

= Nhén chudt 1én nat Slide Show & goc phai, cubi man hinh

EBEEOEZA
| Slide 1 of 1 |

y \ . Yigw Show F5
* Hodc mdé muc chon Slide Show | Ky I

= Hoic bim phim F5 trén ban phim

Man hinh trinh dién slide hién ra trén toan bo man hinh nhu sau
Chao mung cac ban dén voi

Microsoft Powerpoint 2000

Mudn chuyén dén slide tiép theo trong khi trinh dién, ban nhan trai chudt hodc nhan phim
Enter. D€ thoat khoi man hinh trinh dién, d€ tr¢ vé man hinh thiét ké bam phim ESC.

4.Ghi tép trinh dién lén dia
Dé ghi tép trinh dién dang 1am viéc 1én dia, c6 thé chon mot trong cac cach sau

= Mo muc chon File | Save

» Hodc nhin nut Save El trén thanh cong cu Standard
* Hodc nhan to hgp phim tat Ctrl + S

188



Gido trinh Tin hoc van phong

Co6 hai kha nang xay ra

= Néu day 14 tai lidu mdi, hop thoai Save As xuat hién, cho phép ghi tai liéu nay boi

mot tép tin mdi. GO tén t&€p tin vao muc File name roi nhan nat Save dé ket thuc viée

ghi tép trinh dién

x|
|i{ﬂ My Dacuments j o | @ X oy ~ Tools »

) ACT Projects

Jgian trinh word
C)Manag may tink
)My Data Solrces
Iy efinoks

Ay Music

IIEMY Pictures

|51 My Receiver Files
)My Webs

=)Guan Iy nha truang pho thong
[temp

) ¥isual Studio Projects

File name:

Chao ming cac ban dén vdi

Save as byps: [presentation (*.pnt)

u Save I

Canicel

»  Néu tai liéu ctia ban di dugc ghi vao mot tép roi, khi ra 1énh ghi di liéu, tit ca nhitng

su thay ddi trén tai liéu s& duoc ghi lai 1én dia.

5.M& tép trinh dién da ton tai trén dia

Dbé mdé mot tép trinh dién da cd san trén dia, ban c6 thé lam theo mot trong cac cach sau

* Mo muc chon File | Open
= Hodc nhan t6 hgp phim tat Ctrl+O

Hop thoai Open xuét hién

Lookin: | |) My Documents

|5 ACT Projects

=55 Awialis Librarian
|5 giao trinh word
|5y History

|5 Inkervideo

=) Mang mary tinh
53 My Data Sources
(L5 My eBooks

|a Iy Music

(2] My Pictures

|53 My Received Files
153 My Webs

|5 Quan by nha truong pho thong
=) temp

|5 Wisual Studia Projects

Lt

j «|®X@'T00l5v

20X

Giao trinh Word va Powerpoint

File name: I

Filss af bypa: |A|I PowerPoint Presentations ("‘.ppt,‘"‘.pps,"".pot,‘*.htm,‘"‘.lj

= Open N7

Cannel |
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Hay tim dén thu muc noi chaa tép trinh dién can m&. Chon tep, cudi cung nhéan nat
=a 92 A N ~
h de thuc hién mo tép.
6.Thoat khoi méi trwwong lam viéc

Ban c6 thé thuc hién theo mot trong céac cach sau day dé thoat khoi moi truong lam viéc
Powerpoint

= M6 muc chon File | Exit

= Hodc nhan nut Close M trén tiéu dé ctra s6 Powerpoint
* Hodc nhan to hop phim tat Alt + F4
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Chwong 2 — Xay dwng va dinh dang cac Slide
1.Quan ly cac Slide

1.1.Thém mét Slide

Pé thém mot Slide 18n tép trinh dién dang md, ban lam nhu sau

Buére 1: M6 muc chon Insert | New Slide hodc lgém :[6 hop phim nong Ctrl + M. Hop
thoai New slide xuat hién cho phép ban chon mau bo cuc slide méi nay

Mew Slide = 2] x|

Choose an Autolayout:

= Zance| |

Bulleted List

EREE

[T Don't show this dialog box again

Budc 2: Hay chon mét mau slide rdi nhan OK, mot Slide méi d3 duogc chén 1én tép trinh
dién. Y nghia mot s6 biéu tugng trén hop thoai New slide nhu sau

Ban c6 thé chén mot dong van ban da dugc dinh
dang san vio 6 ndy

Ban c6 thé chén dong van ban dang Bullet

Ban c6 thé chén danh sach dang Bullet

#ﬁai|%§é|% I

Ban c¢6 thé chén mot anh vao 6 nay

Ban c6 thé chén mot so do to chirc

F

Ban c6 thé chén mét biéu d6 (Chart)

HHH=
—
—

HAE
HHH|S

Ban c6 thé chén mdt bang dir li¢u (Table) 1€n 6 nay
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1.2.Di chuyén dén céac Slide

Pé di chuyén dén cac Slide ban c6 thé thyc hién theo 2 cach

Cach 1: Dung chudt, nhén 1én tht tu Slide can dinh vi dén & danh sach céac Slide bén trai

man hinh

s &
# chao mimg
wii

Cich I: Ding chudt
chon slide mudn
chuyén dén!

Cich 2: Dung chudt di chuyén thanh cudn doc ¢ bén phai man hinh.

[€] Microsoft PowerPoint - [Presentation] [Recovered]] i E = |EI 5]
J Elle Edit Wiew Insert Format Tols Slide Show ‘Window Help =1 %]
IDesdaay| s 2m s |o-o- @@ 3o -0 2 comntsis- 2
1 [ chao mimg ¢
vl
Microsoft Po
2000
23
30
+0
50 Chao mimg cac ban den vor
Microsoft Powerpoint 2000
lihck to add notes =
.2
il EEECEET |
[ Slide 1 of 5 | Default Desian Fl 7

1.3.Xo0a mdt slide

Dé x0a mot Slide ra khoi tép trinh dién, ban 1am nhu sau
* Nhan phai chudt 1én tén slide can xoa ¢ danh sach céc slide bén trai man hinh
» Chon Cut dé xo4 Slide nay.

1 @ chao mimg céc ban di
v
Microsoft Powerpoint
2000

2d
3 2 zsdfsf

E Paste.

A Eort...
Insert Tab

Collapse:

Expand

% Hypetlink.

mf=R=i| |

Outline

=&
il
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Chwong 3 — Lam viéc véi ddi twong do6 hoa, bang biéu
va am thanh

1.Chén van ban va hinh vé

Trong Powerpoint, ban phai dung dén thanh céng cu Drawing dé dua vin ban (thong qua
céc Textbox) ciing nhu dua cac khdi hinh v& 1én Slide. Céch sir dung thanh cong cu nay
twong tu nhu str dung chung trén phan mém Word, nén chung toi khong dua ra chi tiét
huéng dan & day

vDrawi
D[anl [e (5 | AukoShapes~ > w [ O 4l 1
B a ——mag

2.Cheén hinh anh, am thanh

Ban ciing c6 thé chén anh tir nhing tép tin boi muc chon: Insert | Picture | Eml,
hodc tir thu vién anh Clip Gallery ciia windows tir muc chon: Insert | Picture |

12! clip rt.., I nhu d3 timg lam trén phdn mém Word.
3.Chén bang

Dé chén mot bang dir lidu (table) 1én Slide ban phai str dung muc chon Insert |

DT&L’:I, tiép theo qui trinh x4y dung cau tric bang, nhip ndi dung va dinh dang bang
duoc dién ra nhu lam trén Word.

4.Tao tiéu dé dau, tieu dé cudi

beé tao tiéu dé dau va tiéu dé cuoi cho slide, ban mé muc chon: View | Header and Footer,
hop thoai sau day xuat hién gitip ban xay dung ti€u dé dau, ti€u dé cudi cho cac slides

Header and Footer 2x|

¥ Cocker

- Include on slide
¥ Date and tire
o Update automatically Lplyl
’m Cancel |
Language: Calendar bype:
|Enc_|:s!'- ) ;‘ |WE‘E'.'BI il j
" Figed
I —review -
[~ Slide number

[~ Don't show on title slide
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Thé Slide cho phép thiét ldp mét sé cde théng tin 1én tiéu dé cudi ciia Slide nhuw sau

= Thong tin ngay, gio (Date and Time): Néu ban chon muc m', thong tin vé
ngiy gid c6 thé duge dua 1én tiéu dé cudi slide. Khi d6, néu chon Update
automatically- thong tin ngay gio s& duoc tu dong cap nhat 1én tiéu dé dung theo ngay
gio trén may tinh. Néu chon Fixed ban phai nhap vao mot gia tri ngay gio cd dinh.
Gia tri nay s& khong ty dong duoc thay doi theo ngay thang.

A v i y ~ A <A A I . A [N A A
=  Neéu chon muc I_Side umber may s€ tu dong dien so thur tu slide 1én tiéu dé cuoi;

»  Néu chon muc [V Eooter | ban c6 thé g0 vao dong van ban hién thi & gitra tiéu dé cudi
slide

= Nhan nit Apply, céc thiét 1ap nay s& chi 4p dung cho Slide hién tai (slide dang chon)

= Neéu nhan Apply All, thiét 1ap nay s€ duogc ap dung cho tat ca cac slides cua tép trinh
dién nay.

Vi tri ctia 3 gié tri: Date/Time, Slide number va Footer trén tiéu dé cudi trang nhu sau
(ban xem & 6 Preview)

—Preview

Thé Notes and Handouts cho phép thiét lap mét sé cdc thong tin lén tidu dé dau va tiéu
dé cuoi trang in (thong tin nay chi hién thi khi ban in ra mdy in) nhuw sau

Header and Footer ﬂﬂ

Slide  Motes and Handouts

7
%: Update automatically LCE'I
|28/11 /2003 |
Langiage; Calendat tvpel
|Engli:‘h (L5, _d I\.*.-'esl.'a n d
" Fixed
| —Previgw
¥ Header

|E)8y la tigu dé d&u trang {Page)
¥ Page number
[\7 Footer

|D§v la tigu d& cudi brang
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* Thong tin ngay, gio (Date and Time) st dung tuong tu nhu ¢ thé Slide

= Header la noi ban c6 thé nhap dong vin ban cho tiéu dé dau trang

= Néu chon ¥_Page number| s& cho phép chén sd thir tu trang 18n tiéu dé cudi trang in

» Footer la noi ban c6 thé nhédp vao ndi dung tiéu dé cudi trang in

= Nhan nat Apply, cac thiét 1ap nay sé& chi 4p dung cho trang in hién tai (trang chira
slide dang chon)

= Néu nhin Apply All, thiét 1ap nay s& dugc ap dung cho tat ca cic trang in cta tép
trinh dién.

5.Mau sac cho cac thanh phan trén slide (Color scheme)

Tinh nang nay giup thay d6i bo mau hién thi thong thi trén cac slide cua tép trinh dién.
Co rat nhiéu bd mau co thé chon, mit khéac ciing c6 thé thay d6i mau séc chi tiét ddi véi
tung loai thong tin trén slide mdt cach dong bo trén toan b slide hoac chi cuc bo voi
slide dang chon. Pé 1am viéc nay, hiy lam theo cac budc sau day

Buéc 1: Mo Slide can thiét 1ap trén cira s6 th’iét ké, kich hoat thyc don: Format | Slide
Color Schemes. Hop thoai Color Scheme xuat hién

Color Scheme : ed P

Standard | Custom |

—Color schemes

Title
= Bullet

= Bullet

= ol

Tip For new
LSErs

Use a light background Far
overheads and a dark

Delete Scheme | background For on-screen
' presentations and 35mm

slides,

Buwoc 2:

Thé Standard hién thi danh sach cdc gam mau (Color schemes) ma ban c6 thé chon cho
céc slide bang cach nhin chudt 1én gam mau mudn chon.

Thé Custom cho phép thiét 1ap lai mau sic trén timg ddi twong ctia mdi gam mau. Cach
st dung thé nay nhu sau

195



Gido trinh Tin hoc van phong

2]

Color S5cheme

Standard  Custom

—Scheme colors Apply bo &l

i Backgrcurfd apply |
Text and lines
Shadoyws Zancel |
He bext
|_ Fillz Erewizm |
. Accent

I_ Accent and hyperlink:
r Accent and Followed hyperink,

Title of Slide

Change Color... | -
D .l

fdd As Standard Scheme |

= Dung chudt nhin 1én muc can thay d6i mau tir danh sach Scheme colors (hinh trén
dang chon muc Shadows- mau bong)
* Nhan nut Change Color hop thoai chon mau xuat hién

Shadow Color

Current

= MJdi lan chon xong mau, c6 thé xem két qua & hop két qua bén phai, goc dudi hop
thoai.

Bude 3: Nhan nat Apply dé thiét 1ap gam mau vira chon cho slide dang kich hoat. Nut
Apply to All dé thiét 1ap gam mau nay cho tat ca cac slide trén tép trinh dién dang mé.
Nt Preview dé xem trudc két qua dang thiét 1ap trén cac slide. Nut Cancel dé dong hop
thoai va huy bé viéc chon gam mau moi.
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6.Thiét lap hiéu (rng trinh dién

Mot trong nhirng diém manh cta Powerpoint 1 kha ning thiét 1ap cac hiéu tmg dong
(Animation effect). V&i cac hi¢u irng nay, thong tin trén slide ctia ban s€ dugc sinh dong
hon, hap dan va thu hit nguoi theo di hon. Tuy nhién ban ciing khong nén qué lam dung
vao cac hiéu tmg hoat hoa nay, tranh truong hop nguoi xem cam thay nham chan.

20, C \ . 2% Custom Animation. ..
beé kich hoat tinh nang hoat hoa, ban m¢ muc chon Slide shows | & Custon animation

thoai sau dy xuét hién

hop

Custom Animation

Check ko animate slide objects:

4

[eritle 1

W Group 2 Cancel
v Group 3

W Group 4 Preview

e

Order & Timing  Effects |chart Effects | Multivedia Settings |

—Entry animation and sound —Introduce kext
|Fly ;I !From Left ;I IF\II at once ;I
|[N0 Sound] j ™ Grouped by |isi. -I
level paragraphs
— After animation [T fnimate sttached shape
IDDI'I't D LI I Iriteverse ordet

Danh sach Check to animation slide objects chira danh sach cac dbi twong thong tin trén
Slide ctia ban. Mudn thiét 1ap hiéu ung cho dbi tugng thong tin nao, ban phai chon né
(checked) trén danh sach nay. Hay ludn quan sat man hinh bén canh dé biét dugc chinh
xéc ddi twong dang chon.

Thé Effect ¢ dudi, giup thiét 1ap hi€u ung hoat 1}02_1 cho d6i tugng dang dugc chon ¢ danh
sach Check to animation slide objects. Cach thiét 1ap nhu sau

IFIy

= Hop Ed cho phép chon kiéu hiéu tng. Vi du nhu: Fly — bay

A Fraorm Bokkorm
Hop !

=1 chon huéng bt diu trinh didn déi trong

dé chon mot doan nhac khi hiéu timg

nay xuat hién
* Nhan nut Preview dé xem trudce két qua sau moi lan thiet 1ap hiéu ung
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Thé Order & timing cho phép thiét 1ap thtr ty trinh dién giita cac ddi tuong trén slide.

» Tht tu duge danh sd 1, 2,.. & danh sach Animation order: d6i tuong nao ding trudc
s& duogc trinh dién trude. Tuy nhién ban co thé thay doi thir tw nay khi sir dung cac nit
6 muc Move

= Muyc Start animation dé thiét 1ap su kién dé trinh dién cac ddi tugng trén slide: néu
chon On mouse click — tirc 1 dé hién thi va trinh dién d6i tuong nay trén slide ban
phai nhan chudt trai. Néu ban nhép thoi gian vao muc Automatically thi sau khoang
thoi gian 4o, d6i tuong s& ty dong trinh dién (khong phai nhan chudt).

= Cubi cung nhan Preview dé xem lai cac két qua da thiét 1ap; nhdn OK dé hoan tat
cong viéc.

7.Ctra so Sorter

Ban d3 biét mot sb céc thao tac quan Iy cac Slides cho mot tép trinh dién qua muc “Quén

ly cac slide”. Nhung ctra sO Sorter s€ gitip ban don gidn hon nhiéu trong vi¢c quan ly cac
~ 2 ) . ERRT

slide trén tép trinh difn. Dé mé ctra b Sorter, ban m& muc chon View | 22 5lde Sorter

[€] Microzoft PowerPoint - [Presentation2]
E‘j File Edit Wiew Insert Format Tools Slide Show Window Help
|0
|51 |

» Siale he desired chieclive
# Lise mudtiphe points if necewony

= Surmmarize the key benefits provided by « Specify thee actions required of yar
e prochuct, serdcs, or idea baing aurence
promoted

m=cgEE e ¥

[ Slide Sorter [ Selling a Product or Service
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Nhan phai chudt 1én Slide can lam viéc, ban c6 thé lam dugc nhitng viéc sau

=  Chon Cut - Slide d6 s& bj xo4 ra khoi tép trinh dién

= Chon Copy - dé sao chép Slide nay

= Chon Paste - d¢ dan Slide dé copy thanh mot slide méi

= Chon Hiden slide - s& 4n slide nay. Powerpoint s& khong hién thi ndi dung slide 4n
khi trinh dién

= Chon Slide Transition - dé thiét lap thong tin trinh dién cho Slide qua hop thoai sau

Slide Transzition 2|

=Effetf e Apply bo Al l
- o Apply
Cancel |

|Box In LI

€ Slow @ Medium ¢ Fast

—Adwance ~Sound

v on mouss dick IDrum Raoll vl

v automatically after

fmm =

™ Loop until next sound

Céc muc trong hdp thoai Slide Transition

= Hop Efect cho phép thiét 1ap mot sb hiéu (mg khi trinh dién slide. Hay chon kiéu hi¢u

g & hop G [} Tiép theo co thé chon toc do trinh dién cac hiéu tng

d6: Slow- toc d6 cham, Medium- téc d6 vira phai, Fast- toc d6 nhanh.

= Hop Advanced cho phép thiét 1ap sy kién dé chuyén dén trinh dién slide nay tir slide
trude nd. Chon On mouse click — s& chuyén dén trinh dién slide nay khi ban bAm
chudt trai (ngdm dinh). Ban ciing c6 thé thiét 1ap khoang thoi gian ty dong trinh dién
slide & muc Automatically after (s& duoc ty dong trinh dién sau mm:ss [phut:gidy])

= Hop Sound cho phép chon kiéu 4m thanh mdi khi dich chuyén dén céc slide

= Néu nhin Apply- thiét lap trinh dién vira r6i sé& chi cho slide dang chon

= Néu nhén Apply All- tit ca céc slide s& dugc chon kiéu thiét 1ap trinh dién nay.

Ban c6 thé ding chudt kéo tha (Drop & Drag) cac slides trén man hinh nay dé hoan
chuyén vi tri ciia chung.

Dé dong cira s6 nay trd vé ctra sO thiét ké ban dau, ban c6 thé lam theo mot trong hai cach
Cach 1: Nhan dap chudt lén mot slide nao doé trén clra s6 Shorter, slide d6 s& duogc hién
thi trén ctra s6 thiét ké ban dau (ché do Normal).

Cich 2: Ban nhan chudt 1én nat Normal view & goc cudi bén trai man hinh Powerpoint

BEO&E=T |
[ Slide Sorter
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Chwong 4 — Sir dung cac Template va thiét lap Slide
Master

Trong chuong trudc, ban da biét cac k¥ thuat dé soan thao cac loai thong tin 1én slide. D6
1a nhirng kién thtrc co ban gitup ban c6 thé xdy dung nhiing ban trinh dién theo ¥ tuéng
ctia minh. Phan nay s& gidi thiéu cac ban cach sir dung nhitng mau slide dinh dang sin
(Template Slide) di kém v6i phan mém Powerpoint va cach thiét 1ap dinh dang slide mic
dinh khi dang lam viéc (Master Slide).

1.S(r dung cac mau slide dinh dang san (Template Slide)

Powerpoint cung cip rt nhidu cic mau slide dinh dang sin trén nhiéu linh vuc béo cdo
khac nhau nhu: bao cao tai chinh, bao cao doanh thu cua cong ty, gioi thiéu san pham
m&i, trinh dién cac khoa dao tao... Ban nén sur dung t6i da cac mau co san nay vao slide
ctia minh vi n6 rat da dang vé mau ma va duoc thiét két rat cong phu, hop Iy. Cach sir
dung mdt slide da dugc dinh dang san nhu sau

Budce 1: Mé muc chon File | New, trén hdp thoai New Presentation ban hdy chon thé
Design Templates

New Presentation E : e B
General Design Templates I Presentations I

Expedition (& | Metwork Blitz |
Factorv Mokebook ;
& JFireball Post Modern REE=
& Jaesture Pulse =]
& Jalobal Radar I
High Yolkage Ribbons } Lorern Ipenra
= & | ri
Japanese Waves Rlcepaper uDebors bametoons ectetie radipkc g
LaVerne Romanesque ¢ litced dam
Lock fnd Key Sakura B ycrumng rbh s
Marble Sandstons I
Mountain Soaring =
NCILLIIU SLraigI I Edye _l
Neon Frame Strategic

| H

OF I Cancel |

Budce 2: Dung chudt dé chon mot mau slide ban mudn. Cha y: khi chon mau nao, hop
Preview s& hién thi b6 cuc va dinh dang mau slide d6, ban c¢6 thé tham khao nhanh & day
(hinh trén dang chon mau Dads Tie). Chon xong, nhan OK dé tiép tuc

Buéc 3: Thuc hién chon b cuc (Layout) timg slide can chén 1én tép trinh dién va soan
thdo ndi dung cho céc slide.

Néu ban dang tao tép trinh dién va mudn ap dung mot mau slide dinh dang san cho tép
trinh dién nay thi ban hay lam theo cac budc sau
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Bude 1: M& tép trinh dién can lam Vi(:ac, m& muc chon Format | Aplly Design Template,
hop thoai Apply Design Template xuat hién

Apply Design Template ed |
Loak in: |||j Presentation Designs ;I = | s B S it + Todls ~

; & ; T
' [
Hinr'--' @ Blueprlnt pok

e [&T] Bold Stripes, pot

“ Capsules pot Larerm lpsum

Dad” s Tie.pot

My Documents: Expedition. pot

Fackory.pat

Lock And tey.pot

Marble.pct

Mauntainpat

Makure, pok |
Metwork Blitz. pok

Moteboak. pat

Ribbons.pak

Ricepapet.pot |

File name: I

= Apply I
Cancel |

LedLed

Files of bype: IDesign Templates (*,pat)

Buérc 2: Dung chudt dé chon mot mAu slide ban mudn. Ban c6 thé tham khao nhanh &
day (hinh trén dang chon miu Artsy.pot). Chon xong, nhan Apply dé dong y. Khi d6 toan
bd céc slide trén tép trinh didn dang mé s& dugc tw dong chuyén theo mau dinh dang slide
vira chon.

2.Slide master

Slide master c6 thé hiéu nhu mét slide chi cho mot tép trinh dién. Thong thudng khi tao
mot tép trinh dién, mudn thay d6i dinh dang dit liéu cua toan bd céc slide theo mot dinh
dang chuan nao do, ban phai thay ddi 1an luot dinh dang dir li€u trén tung slide. C6 cach
nao dé tao mot slide c6 dinh dang chuén, rdi ap dat toan bo céc slide trén tép trinh dién
theo dinh dang nhu vay? Co6 cach lam va do la Slide Master!

Nhu vay, mdi mau slide dinh dang sin vira néi & phan Template Slide c6 thé hiéu 1a mot
Slide master. Vi moi mau slide nay c6 san cac dinh dang cho trudc va cé thé 4p dat kicu
dinh dang d6 cho toan bg cac slide trén mot t€p trinh dién cho trudec.

Véi slide master, ban c6 thé thay d6i cac dinh 'dang vén ban, dinh dang biéu dd, dinh
dang bang biéu, dinh dang hinh v& theo cac bd cuc slide chuin (AutoLayout) cua
Powerpoint. Hon nira ban c6 thé thiét 1ap cac tiéu dé dau, tiéu dé cudi, chén sb trang,
chén thém hinh anh vao slide. Khi do, dinh dang va bd cuc toan bd céc slide trén tép trinh
dién s& dugc thay doi theo nhu slide master. Cach thiét 14p slide master nhu sau

Bude 1: M& tép trinh dién can thiét 1ap lai Slide master. Kich hoat muc chon View |

Master | Slide master, man hinh lam viéc véi slide master xuat hién véi cac thanh phan
nhu sau
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Thanh céng cu Master.

T THE AT AlteLa i

ster tltle style e

= Click to edit Master text styles .

+Second level Siide Minkature

* Third level
omrth level
+ Fifth level

Man hinh Preview cho
phép xem trude két
qua dang thiét lap!

ﬂfmgf&ﬁﬁﬁ — Cdc thanh phan trén

~  slide master- noi ban
s& thiét lap cac dinh

dang slide chuan.

| Cheén s6 thit tu slide,
néu can.

Chén ngay thiang
vao day néu can.

Chen tiéu dé cudi,
néu can.

Bude 2: Thiét 1ap céc dinh dang thong tin trén bd cuc slide, soan thao noi dung cho nén
slide bao gom

1)
2)
3)

4)
5)
6)

7)
8)

Toan bd Master slide, noi ban s& thiét lap cac dinh dang slide chuan

Cira s6 cho phép xem trude két qua

Thanh cong cu Master, khi thiét 1ap xong noi dung cing nhu dinh dang cho slide
master, hily nhan nut Close trén thanh cong cu nay dé tré vé véi tép trinh dién
dang soan thao

Tiéu dé cua slide, tai day ban c6 thé thiét 1ap dinh dang cho tiéu dé nay nhu:
phong chit, mau séc, kich ¢@, vi tri,..

Céc cap Bullet cua slide, 12 noi s& chtra phan 16n ndi dung vin ban s& hién thi trén
mdi Slide. Tai day ban c6 thé thiét lap dinh dang cho timg cép bullet nay

Noi ban c6 thé chén thong tin ngay gid cho slide

Noi ban ¢6 thé chén thong tin tidu dé cudi cho slide

Noi ban ¢6 thé chén sb thir tw ciia mdi slide

Céac muc (6), (7), (8) s& duoc hién thi trén man hinh nén (Background) cia mdi slide. Ban
c6 thé chén cac hinh anh (vi du nhu Logo cua cong ty) hodc cc biéu bang, hinh v&,... 1én
slide. Khi d6 cac thong tin nay s& dugc hién thi 1am nén cho méi slide (ban khong thé
chinh sira duoc khi thiét ké cac slide, chi sira dugc trén man hinh Slide master nay)
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Dudéi day 1a mot mau Slide master sau khi d3 dugc thiét lap

® 3 S Title Area for AutoLayouts
Click to edit Master title style
= Click to edit Master text styles
: eSecond level
* Third level
¢ Fourth level
+ Fifth level
Object Area for AutoLayouts
"""""""""""" Dafe Area | Footer Area | Number Area |
23-3-2004 Trwong ESTIH Ha Néi & @ ;

Sau khi tao xong slide master nhu trén, nhén nat Close trén thanh cong cu Master, toan
bo slide trén t¢p trinh dién dang soan thao s€ c6 dinh dang hét nhu slide master vira tao.

Slide Master

# Thiét 1ap dinh dang chuin cho cic loai
thong tin trén cac slide;
+Cho phép thiét lap théng tin tiéu dé dau, tiéu
dé cudi, chen so thir tu slide;

+ Cho phép cheén thém cac hinh anh, cac nguén théng
tin khac 1én nén slide;

= Con nira..

23-3-2004 Truong ESTIH Ha Noi 2
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Chwong 5 — Trinh dién Slide
1.Ky thuat trinh dién

Trinh dién 12 qu4 trinh thé hién noi dung céc slide da thiét ké duoc trong tép trinh dién
lén toan bd man hinh. C6 nhiéu cach dé thuc hién trinh dién cac slides

= Nhan chudt 1én nat Slide Show & goc dudi bén phai man hinh

EEOSEo]
| Slide 1 of 1

E view Show s |

= Hoac m& muc chon Slide Show |
* Hoac bam phim F5 trén ban phim

Man hinh trinh dién xuat hi€n. V41 man hinh trinh dién nay, ban c6 thé lam dugc céac
cong viéc bang cach nhan chudt phai 1én man hinh trinh dién, mot muc chon xuat hién

Mext
Previous
Go 3

IMeeting Minder. ..
Speaker Motes

Paointer Options .3
Screen 4

Help
End Show

= Next - dé chuyén dén trinh dién Slide tiép theo (ban c6 thé nhan phim Enter hodc bAm

chudt trai dé lam viéc nay)
= Previous - dé chuyén dén slide vira trinh dién ké trudc (str dung trong truong hop ban
mudn quay tré lai trinh dién slide trudc do)
= Go - dé chuyén dén trinh dién mot slide bét ky. Tiép theo néu ban chon Slide
Navigator, mot danh sach céc slide dugc xép theo thtr ty xuat hién

Slide Navigator : ﬂl’
i.l'l." Slides i
Cancel |

Slide titles;

1, Slide 1

2. Objective

3. Customer Requirements

4, Meeting the Needs

5. Cost Analyss

&, Qur Strengths

7

; KEE Bienefits

—Lask slide viewed
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= Hay chon slide can trinh dién rdi nhin Go To.

» Cuoi cung, néu nhan End show dé keét thic phién trinh dién (ban cling c6 thé nhan
phim ESC dé lam viéc nay).

2.In 4n

Viéc in an trén Powerpoint gan giong nhu in trén word. Ban phai dinh dang trang in, 161
moi thue hién in an.

2.1.Dinh dang trang in

Pé dinh dang trang in, mé muc chon File | Page setup, hop thoai Page Setup xuét hién

Page Setup -' 71|
Slides sized Far: —Orientation——————————
R 7 T K
oanat Cancel |
width: Laral
[10.83 = Inches @ Landscape
Height: —Motes, handouts & autling -
I?.S Elnches & portrait
Mumber slides from: ~ Landscape
.

= Hop Slides and sized for: chon khé gidy in ra may in
= Muc Width va Height dé nhap vao chiéu rong va chiéu cao kho gidy in (chi st dung
muc nay khi khd gidy in cua ban khong nam trong danh sach Slides sized for)
= Muc Orientation dé thiét 1ap hudng in: Portrait — in theo chiéu doc hodc Landscape —
in theo chiéu ngang. Trong d6
- Slides - thiét 1ap hudng in dit liéu trén cac Slides
- Notes, handout & outline - thiét 1ap huéng in cho phan chi thich di kém cac
slide
Nhén OK dé dong ¥ cac thiét 1ap.

2.2.Thyc hién in 4n
Dé in noi dung céc slide ra may in, ban c6 thé thuc hién 1énh in theo 2 cach

Cach 1: Mérmup chon File | Print
Cach 2: Nhan t6 hgp phim Ctrl + P
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Hop thoai Print xuét hién

2| x|
—Printer
Mame; HF Laserlek 1200 Series PCL j Properties |
Skatus: Idle
Type: HP LaserJet 1200 Series PCL
Where: DOT4 001
Camment: I Prink ko file
—Prink range —Copies
 all  currentslide € Selection Mumber of copies:
I1 =
€ Custor Show: I Ll 3
* Slides: | 1
Enter slide numbers andfor slide ranges. For example,
1,3,5-12 I Collate
Print what: Handaouts
Slides per page: |6 vI Lzl
[

Order; & Horizontal © vertical  |[EI[E]

V' Grawscale V¥ Scale to i paper
[~ Pure bladiand white W Frame slices

[T Include arimations ™ Brint hidden slides Ok I Cancel |

Muc Printer dé chon may in s& in
Muc Print range dé chon pham vi in
- All - in toan bd cac slide
- Current slide - chi in slide hién tai (dang chon)
- Slides - dé in mdt pham vi cac slide nao d6. Vi du: 1,3,5-12 tirc 13 s& in ra cac
slide 1, slide 3 va c4c slide tir 5 dén 12

Muc Print what dé chon noi dung can in trén cac slide:

- Slides - in ndi dung cac slide, mdi slide s& in ra mot trang gidy;

- Handouts - in ndi dung cac slide, c6 thé in nhiéu slide 1én trén cing mt trang
gidy. S6 slide dugc in trén mot trang gidy ban c6 thé chon ¢ muc Slides per
page

- Note page - chi in ra nhiing thong tin chu thich céc slide;

- Outline - chi in ra nhitng thong tin chinh (outline) trén céc slide.

O Copies dé chon sb ban in

= Ngoai ra con c6 mot sb cac tuy chon in nhu sau

In theo cac mau da thiét ké trén slide

Tu dong can chinh ndi dung in vira khit vi trang in
In ca khung bao quanh mdi slide (frame)

Chi in mau den tring

= Cubi cung nhan nat Print dé thuc hién 1énh in.
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Phan 5 : Khai niém vé Internet

1. Tom tét lich st Internet

Tién than ciia mang Internet ngay nay la mang ARPANET. Co quan quan Iy dy an
nghién ctru phat trién ARPA thudc Bo Québc phong My lién két 4 dia diém dau tién vao thang 7
nam 1968 bao gém: Vién nghién ctru Stanford, Pai hoc Téng hop California & Los Angeles, Dai
hoc Téng hop Utah va Dai hoc Santa Barbara (Australia). Po6 chinh 1a mang lién khu vuc (Wide
Area Network - WAN) dau tién dugc xdy dung.

Thuat ngir Internet xuét hién 1an dau vao khoang nam 1974. Luc d6 mang van dugc goi la
ARPANET. Niam 1983, giao thirc TCP/IP chinh thirc dwoc coi nhu mét chudn ddi véi nganh quan
st My va tit ca cic mdy tinh ndi véi ARPANET phai st dung chuan méi nay. Nam 1984,
ARPANET duoc chia ra thanh hai phﬁn: phﬁn thtr nhat van duoc goi la ARPANET, danh cho
viéc nghién ctru va phat trién; phén thtr hai dugc goi 1a MILNET, 1a mang dung cho cac muc dich

quan suy.

Giao thirc TCP/IP ngay cang thé hién rd cac diém manh cta n6, quan trong nhét 1a kha
nang lién két cac mang khac voi nhau mot cach d& dang. Chinh diéu nay cing véi cac chinh sach
mé ctra da cho phép cac mang dung cho nghién ciru va thwong mai két ndi duoc véi ARPANET,
thuc déy viéc tao ra mot siéu mang (SuperNetwork). Nam 1980, ARPANET dugc danh gia la

mang tru cdt cua Internet.

Moc lich str quan trong ciia Internet dugc xac lap vao giira thap ky 1980 khi t6 chirc khoa
hoc qudc gia My NSF thanh 14p mang lién két cac trung tdm may tinh 16n voéi nhau goi 1a
NSFNET. Nhiéu doanh nghiép di chuyén tir ARPANET sang NSFNET va do d6 sau gan 20 nim
hoat dong, ARPANET khong con hi¢u qua da ngurng hoat dong vao khoang nam 1990.

Sy hinh thanh mang xuong séng ciia NSFNET va nhimg mang ving khac di tao ra mot
moi truong thudn 1gi cho sy phat trién cua Internet. T6i nam 1995, NSFNET thu lai thanh mdt
mang nghién ctru con Internet thi van tiép tuc phat trién.

V6i kha ning két néi mé nhur vy, Internet da trd thanh mot mang 16n nhét trén thé gidi,
mang cua cidc mang, xuét hién trong moi linh vuc thuong mai, chinhh tri, quan su, nghién cuu,
giao duc, van hod, xa hoi... Ciing tir d6, cac dich vu trén Internet khong ngiing phat trién tao ra

cho nhan loai mot thoi ky méi: ky nguyén thwong mai dién tir trén Internet.
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2. Cac dang dich vu két néi Internet
Lién quan dén cung cip dich vu két ndi Internet ma ISP cung cép cho khach hang,

¢ nhiéu dang dich vu:

o Dich vu két néi Internet toc dé cao (ADSL): Day la dang thirc két ndi
Internet st dung dudng day dién thoai nhung c6 toc d6 két ndi Internet cao va 1a két ndi
lién tyc, tirc mang cia t6 chirc duoc ludn ludn két ndi téi Internet (always-on) . Néu thué
bao ADSL duogc ISP cip dia chi tinh thi hoan toan c6 thé st dung két ni lién tuc nay dé
tu duy tri cdc may cha dich vu nhu ftp, mail, web, dns. .. twong tu nhu str dung két nbi
leased-line. Tuy nhién hién nay, dé tiét kiém khong gian dia chi IP, khong chi véi dang
két ndi dialup ma vai ca dich vu ADSL, cac nha cung cap ciing sir dung phuong thirc cap
dia chi dong. biéu nay khién cho nhitng khéach hang su dung dich vu tdc d6 cao ADSL
hién nay chi c6 thé cai thién toc do truy cap Internet chtr van chua thé tu minh duy tri
may chu dich vu nhu mail, ftp, web nhu nhirng ddi tuong thué két ndi truc tiép leased-

line.

o Dich vu két néi Internet truc tié'p (vi du leased-line): DPéi voi nhiing td
chirc ¢6 nhu cau két ndi Internet tde d6 cao, 6n dinh ¢6 thé thué dich vu két ndi truc tiép.
Mang ctia to chirc st dung dudng leased-line s& ludn ludn két ndi voi Internet théng qua
duong truyén dan riéng. Thuong cac to chire nay sé duwge ISP cip cho mét viing dia
chi IP tinh. Vi ving dia chi IP nay, t6 chirc c6 thé gan dia chi tinh cho cac may chi va
tu duy tri cdc may chu dich vu nhu ftp, mail, web, dns... vi mang cta td chire ¢6 két ndi
lién tuc voi Internet voi tbe do két ndi cao va 6n dinh. Néu khong tu duy tri may chi, cac

t6 chtrc ndy ciing c6 thé thué dich vu chay trén may chu cta cac ISP.

o Dich vu két néi Internet gidn tié'p: Dién hinh nhu dich vu két ndi Internet
thong qua dialup. Véi dang thire dich vu nay, nguoi st dung két ndi Internet st dung
duong day dién thoai va khong thudng xuyén két ndi t6i Internet, nguoi sir dung s& ngit
két ndi khi khong con nhu cau. Dang thire két ndi nay co toc do truyén cham, khong dugc
cap dia chi IP tinh, thué bao chi str dung dé truy cép Internet ma khong duy tri duoc may
chu cung cép dich vu vén 1a nhitng host doi hoi tinh lién tuc trong két ndi. Bé su dung

dugc nhitng dich vu nhu email hay web (v6i tén mién riéng), ... ngudi sir dung phai dang
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ky dich vu tai ISP (web hosting, mail hosting...), ticc 1a thué dich vu trén may chu cua

ISP.

2.1. DBiéu kién gia nhap mang Internet

=  May vi tinh

*  Duong dién thoai

= Modem (trong trong hodc ngoai)

»  Tai khoan dang ky véi truy nhap v6i nha cung cap( ISP )

2.2. Tai khoan Internet

Dé truy cap Internet, ban can dang ki v6i nha cung cap dich yu(ISP)_Ran s& dirac
cung cap mot Account hay tai khoan Internet. a

Tai khoan Internet bao gdm:

by Connection
. Username: Tén dan ky ( Khong thay doi duoc)
. Password: Mat khau ( C6 thé thay doi )

2.3. Tao biéu twong két ndi

1. Chon My Computer

2. Chon Dial Up Networking

3. Chon Make New Connection

4. Gd tén cua biéu tuong vao hop Type a name for the computer

you are dialing

5. Chon Next

6. Gd ma ving cho phép vao biéu tuong Are Code

7. Gd s dién thoai ciia nha cung cép vao Telephone Number
8. Chon tén nudc trong hop Country code

9. Chon Next

10. Chon Finish

2.4. Cach két noi:
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=% Connect To EHE

E ‘f'?‘ My Connection
Gido trinh Tin hoc
User name: |pt89tn
< R , ‘. Paszword: ||
Nhay dap chudt vao biéu tuong két noi. ( e

Phorne number: I'I 280

Dialing Fromn: INew Location ;I Dial Properties. .. |

= User name : GO tén dang ky

voi ISP
Connect I Cancel |

= Password - GO mat khau

= Save password: Luu lai mat
khéu

= Phone number: S6 dién thoai
cua ISP

= Connect : Thuc hién viéc
két ndi

= Cancel : Huy bo thao tac
két ndi

Huy bo két nbi

- Nhéy chudt phai vao biéu twong két ndi trén thanh Taskbar
Chon Disconnect

3. World Wide Web (WWW)
3.1 Cac khai niém co ban

Web browser (trinh duyét Web) 1a chuong trinh dé xem cac tai liéu Web. Trinh duyét
Web giri cac URL t6i Web server sau d6 nhan trang Web tir Web server dich va hién thi ching.
Khi giao tiép véi Web server thi Web browser sit dung giao thie HTTP. Khi giao tiép v&i mot
Gopher server thi Web browser hoat dong nhu mdt Gopher client va st dung giao thitc gopher
con khi giao tiép véi mot FTP server thi Web browser hoat dong nhu mdt FTP client va dung
giao thirc FTP. Web browser c6 thé thuc hién cac cong viéc khac nhu ghi trang Web vao dia, gt
E-mail, tim kiém xau ky tu trén trang Web, hién thi tép HTML nguén cua trang Web,v.v... Hién
nay c6 hai chuong trinh Web browser duogc sir dung nhiéu nhat 1a Netscape Navigator cia

Netscape Corp. va Internet Explorer ctia Microsoft Corp..
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Web server 1a phin mém phuc vu cac yéu cau trang Web duogc cai dat trén may chu
(server). Web server thudng chd cic yéu ciu cua khach hang duge gii t6i va sau d6 nd co thé lay
cac trang Web tinh hodc tao ra cic trang Web dong dé tra vé cho khach hang.

Proxy Server

Dinh Nghia : Proxy 12 mét server internet lam chirc ning kiém soat viéc truy cap
internet ctia cac may khach .St dung Ps , cong ty c6 thé cAm nhan vién truy cap nhiing
dia chi web khong cho phép ,cai thi¢n tdc d6 nhe luu trit cuc bo cac trang web va giéu

dinh danh cuia mang ndi bg gay khé khan cho viéc tham nhép tir bén ngoai .

Proxy giéng nhu mot vé si bao vé khoi nhitng rac rdi trén internet . Mot Ps thudng
nam bén trong tudng ltra , gitra trinh duyét web va server that , lam chtic ning tam gitr
nhirng yéu cau Internet ctia cac may khach dé chiing khong giao tiép truc tiép Internet
Nguoi dung s& khong truy cap duge nhimng trang web khong cho phép ( bi cong ty cam ).
Vd :Khong mudn nhan vién mua ban ¢ phiéu trong gio 1am viéc thi admin c6 thé dung

Ps dé khoa viéc truy cap vao cac site tai chinh trong mot so gio .

Moi yéu cau ctia may khach phai qua Ps , néu dia chi IP c6 trén proxy , nghia 1a
Web site nay duoc Iuu trit cuc bo ,thi trang nay s& dwoc truy cap ma khong can phai két
nbi Internet ,néu khong co trén Ps va trang nay khong bi cAm yéu cau s& duoc chuyén dén
server that va ra Internet . Ps luu trit cuc bd cac trang Web thuong truy cip nhat trong b

dém -> giam chi phi ,tdc d0 hién thi trang Web nhanh .

Proxy bdo vé mang ndi bd khoi bi x4c dinh bdi bén ngoai bfmg cach mang lai cho
mang hai dinh danh : mgt cho ndi bg , mdt cho bén ngoai Piéu nay tao ra mot “bi danh”
dbi voi thé gidi bén ngoai > gay kho khin ddi voi néu ngudi ding “tu tung tu tac” hay
cac tay bé khoa mudn xam nhap truc tiép may nao doé.

Proxy lam cho viéc st dung bang thong hi¢u qua
3.2. Dich vu World Wide Web

bay 1a dich vu méi va phat trién manh trén Internet. N6 bao gém nhiéu chirc
nang, cong thém kha ning tich hop duoc hau hét cac dich vu hién c¢6 trén Internet . World

Wide Web cho phép ta truy cap duoc Gopher, Wais, FTP, st dung Telnet, Finger.
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Web hoat dong theo mo hinh client/server. Cac khach hang giri yéu cau (request) vé mot
tai litu HTML (tc 1a khach hang gri URL cua tai li¢u) t&i Web server, Web server dung thong

tin vé URL duoc cung cap dé xac dinh trang Web va tra 10i.

request (URL)
Weh browser Weh server
responze [html)

T
I

Clent Server

Trang Web duoc tra vé cho khach hang c6 thé 1a trang Web tinh nghia 1 n6 duoc
tao ra va luu trit tir trwdc khi c6 yéu cau (Web server chi don thuan liy né va tra vé ) hodc
1a trang Web dong nghia 12 n6 dugc Web server tao ra dua trén yéu cau va cac thong tin
cung cap cua khach hang, c6 thé dua trén sy hd tro clia cac phan mém tng dung nao do.

MB&i khi ¢6 yéu ciu tir phia khach hang thi mot két ndi (connection) giira khach hang chay
trinh duyét Web va Web server duoc thiét 1ap, sau khi Web server phuc vu xong yéu cau thi két
nbi d6 duoc hity di. Nhu vy mdi két ndi giita client va server chi duoc thiét 1ap trong qua trinh
trao d6i thong tin diéu nay 1am giam mat do st dung dudng truyén trén mang

Céc tai licu World Wide Web dugc viét bang ngon ngit HTML, hay con goi 1a
Hyper Text Markup Language. N6 cho phép ta mé ta cac méi lién két giira cac tai liéu
v6i nhau va cac mbi lién két t6i cac dich vu Internet khac. Web tmyén cac tai liécu HTML

thong qua mdt giao thirc goi la HTTP (HyperText Transfer Protocol).

Céc tai liéu HTML bao gdm kha nang lién két t6i rat nhiéu dang thong tin khac

nhau nhu van ban, hinh anh, am thanh vv..

Tuy nhién do kha ning hd tro multimedia nhu vy, chi nhitng nguoi c6 duong két ndi toc
dd cao vao mang Internet méi c6 kha nang tan dung hét cac khia canh vu viét cua dich vu World

Wide Web .

HTTP (HyperText Transfer Protocol) 1a giao thirc ding trong viéc trao ddi thong tin giita
trinh duyét Web va Web server. Giao thirc nay hd tro va truyén cac thong tin dudi nhiéu dang
khéac nhau nhu van ban, hinh anh, am thanh, v.v... theo chudn MIME (Multipurpose Internet Mail

Extension).
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URL (Uniform Resource Locator) 1a mot phuong thirc dé tham chiéu téi mot tai nguyén
bét ky trén Internet. URL duoc sir dung trong cac dich vu thong tin trén Internet nhu Gopher,
WAIS, WWW, v.v... Mdi mot trang Web c6 mot URL duy nhét dé xac dinh trangWeb d6. Cu
phép cua URL c6 dang nhu sau:

protocol://host name/:port]/path/filename-----

hodc protocol:// IP address[:port]/path/filename

Trong do:

+ protocol 1a giao thirc ding dé truy nhap va lay thong tin. Co 3 giao thirc
thuong dung la HTTP (Hypertext Transfer Protocol), Gopher protocol va
FTP.

+ Host name 13 tén ctia mdy c6 thong tin can tra ciru.

+ IP address 1a dia chi IP ctia may c6 thong tin can tra ctu.

+ port 14 cong trao doi thong tin (tham s6 nay c6 thé co hodc khong).

+ path 1a dudng dan t6i noi chira thong tin.

+ filename 13 tép duoc tro t6i (néu 1a HTML thi c¢6 phan mé rong 13 .htm hay .html ).
Vi du:

http://www.microsoft.com/catalog/order.htm
http://203.160.0.110/vninfo/index. htm

Hyperlink 1a cac siéu lién két gitp ta di chuyén (navigate) giita cac trang Web. Mdi
hyperlink tré téi URL clia mot trang Web, néu ta nhén con tro ciia chudt vao hyperlink nay thi

trang Web do6 s€ dugc hién thi.

Web page 1a trang Web trén d6 thong tin c6 thé dugc biéu dién dudi dang vin ban, hinh
anh, am thanh hodc cac doan phim. Trang Web duoc luu trit dudi dang file c6 phan mé rong 1a
htm hodc html. Trén mot trang Web co thé chira cac lién két (hyperlink) t6i nhiing trang Web

khac, diéu nay gitp ngudi ding c6 thé truy cap dugc théng tin & rat nhiéu trang Web khac nhau.

HTML (Hypertext Markup Language) 13 ngdén ngit dé tao nén cac trang Web. HTML

ding cac thé (tag) dé mé ta ciu tric ctia mot trang Web va cac lién két téi cac trang Web khac.

3.3. Giao thtrc
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a) Dinh nghia: Giao thirc 1a mot tap hop cac quy tic truyén thong. Bo qui tic
chuén nay d¢am bao cac chuong trinh mang khac nhau van c6 thé hoat dong cling nhau.
Giao thirc ton tai dudi mot vai mic két ndi 1am viée tir xa.

b) Giao thirc TCP/IP dugc sir dung trong tit ca cac giao tiép trén Internet.
TCP/IP m ta hai giao thirc lién lac ding dé truyén dit liéu. TCP (Transmission Control
Protocol ) quan ly céc viéc rap cac thong di€p/file thanh cac goi dir li€u (package) nho
hon dé truyén di qua Internet sau d6 nhan cac goi tir trén Internet nay va rap lai thanh
thong diép/file hoan chinh. IP ( Internet Potocol ), diéu khién phan dia chi cia mdi goi,
dam bao cac goi s& dén diing dich. Mdi cong may tinh trén mang s& kiém tra dia chi cta
201 dé x4c dinh noi chuyén. Maic du céc goéi dir ligu co thé duogc rap tu mot thong diép,
chung c6 thé chuyén di bang nhitng duong khac nhau nhung s& duoc rap lai khi dén dich.
Thudng thi TCP/IP ding dé chi mot nhém céc giao thirc ¢6 lién quan dén TCP va IP nhu
UDP ( User Datagram Protocol, FPT ( File Transfer Protocol ), TELNET (Terminal

Emulation Protocol ) va v.v...

3.4. Phuwong phap danh dia chi cta TCP/IP
a) Dé co thé thyc hién truyén tin gitta cac may tinh trén mang Internet, mbi may
tinh can phai c6 mot dia chi xac dinh goi 1a dia chi IP. Dia chi Internet duy nhét ma

khong cho phép tring véi bat cir ai.

b) Thanh phan va hinh dang cta dia chi IP: Dija chi IP ¢6 32 bits chia thanh 4
Octet (mdi Octet c6 8 bit, twong duong 1 byte) cach dém déu tir trai qua phai tir bit 1
dén bit 32. Cac Octet tach biét nhau bang dau chdm(.), bao gdm 3 thanh phan chinh: mot
phan 1 bit nhan dang 16p ( class bit ) mot phan dé xac dinh ctia mang (ned id ) va phan

kia dé xac dinh dia chi may chu trén mang d6 ( host id).

Class
Net ID Host ID
Bit

c) Céc lop dia chi IP: Dia chi IP chiara 5 16p A, B, C, D, E. Hi¢n tai da dung
hét 16p A, B va gan hét 16p C con hai 16p D, E t6 chirc Internet dang dé danh cho muc
dich dic biét va twong lai. Pia chi cac 16p thdng ké nhu sau:

214



Gido trinh Tin hoc van phong

S6 may chi toi

Dia chi , S6 mang
Vung dia chi ly thuyét | | da
lop toi da str dung o
trén tung mang
Tt 0.0.0.0 dén
A 126 16777214
127.0.0.0
Tt 128.0.0.0 dén
B 16382 65534
191.255.0.0
Tt 192.0.0.0 dén
C 2097150 254
223.255.255.0
Tir 224.0.0.0 dén
D Khong phan
240.0.0.0
Tir 241.0.0.0 dén
E Khong phan
255.0.0.0
Vidu : Lép B dugc mé phéng nhu sau:
class b
Octetl q Octet2 18 D-::tetﬂr}i1 Cht:h:attl32
[1]0] I | | |
net id host id
Pia chi Bit nhén S6 bit diung dé
Vung dia chi sir dung
16p dang phan cho mang
A Tur 1 dén 127 0 7
B Tir 128.1 dén 191.254 10 14
Tt 192.0.1 dén
C 110 21
223.255.254
D 1110 -—-
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E

11110 -

Nhu vay néu chung ta thiy 1 dia chi IP c6 4 nhom s6 cach nhau bang dau chim,

néu thay nhém sb thir nhat nho hon 126 biét dia chi nay ¢ 16p A, nam trong khoang 128

dén 191 biét dia chi nay ¢ 16p B va tir 192 dén 223 biét dia chi nay & 16p C.

Dia chi IP du dugc biéu dién du dugc biéu dién duéi dang mot sé nguyén 32 bits

hay dang cham thap phan déu rat kho nhé ddi voi ngudi sir dung, do d6 trén mang

Internet nguoi ta da xay dung mot dich vu dung dé doi tén ctia mot host sang dia chi IP.

Dich vu d6 1a dich vu danh tén vung ( Domain Name Service DNS ).

DNS ( Domain Name Service DNS ) cho phép nguoi st dung Internet c6 thé truy

nhap téi mot may tinh bang tén ctia né thay vi bang dia chi IP. Bang sau la hé thong phan

vung co ban:

STT Domain Mo ta

1 com Céc t6 chirc thwong mai doanh nghiép

2 edu Céc t6 chuc gido duc

3 gov Céc tto chirc chinh phu

4 Int Céc t6 chirc qubc té

5 Mil Céc t6 chtrc quan su

6 Net Mot mang khong thude cac loai phan ving
khac

7 Org Céc to chire khong thudc mdt trong céc loai
trén
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4.Sw dung trinh duyét Browse ]
4.1. Cubc chién gi (ra cac nha cung cap dich vu

Di nhiéu nam ké tir khi Microsoft va Netscape lién tuc thém vao phan mém duyét web ctia minh
cac tinh nang méi véi hy vong thu hut duge nhieu nguoi st dung hon.

Cang ngay thi trudng s& tiép tuc tran ngdp mot thé hé phin mém méi véi nhitng dic tinh gitp
viéc duyét Web thém hap dan, c6 ich va it gy phién toai.

Trinh duyét Web 1a phan mém cho phep nguoi str dung tai may tram c6 thé giao tiép voi mang
thong tin toan cau Internet bao gom hién thi thong tin co6 trén Internet va guri di cac thong tin veé
nguoi dung.

Khong c6 trinh duyét thi khong thé 1am duoc gi trong World Wide Web (WWW).
Chuong trinh diéu khién dé sir dung nay hién thi c4c hinh anh va vin ban, chay céac doan
video hodc am thanh. Cac thao tac nhan phim chudt s& din dén nhiéu thong tin khac nira.
Nhiing dai dién noi tiéng nhat ctia cac trinh duyét Web 1a Microsoft Internet Explorer va
Netscape Navigator. Giao dién db hoa ctia nhitng chuwong trinh nay gitip cho nguoi st
dung Internet c6 thé luét trén bién dit liéu. Nhan chudt vao cac nit Tién (Foward) - Lui
(Backward), ngudi dung co thé 1at cac trang Web. Céc trinh duyét Web c6 thé xay dung
cac trang man hinh tir cac 1énh ciia ngon ngit 1ap trinh Web, HTML, giri thu dién tir va hd
trg dich vu dién thoai qua Internet. Qua cac phan mém bo sung (Plug-in), pham vi st
dung cua trinh duyét Web khong ngirng dugc mé rong. Pé tan dung cac déc tinh cta cac
chuong trinh ndy, cac nha cung cip thong tin thuong xay dung cac trang Web phi hop
v6i trinh duyét Web cia Microsoft hay Netscape.

Cac Web browser ban dau chi c¢6 thé hién thi cic Web pages (trang Web). i co
mot thoi ban phai can dén mot chuong trinh Gopher (ding ra phai goi 1a Gopher client) dé xem
c4c thong tin Gopher, mot Web browser dé xem céac trang World Wide Web, mot ftp client dé
tai xubng cac tap tin tir nhitg ftp server, mot newsreader (trinh doc tin) dé doc va sap dit cac
dé muc (articles) cho nhirng Usenet newgroups, va mot chuong trinh e-mail dé giri va nhan thu

tin dién tur.

Bay gi®, nhitng Web browser nhu Netscape c6 thé hién thi cho ban céac trang Web, cac trinh
don Gopher, cac tap tin trén ftp server va mot so dich vu Internet khac. Ban van s€ can mot
chuong trinh e-mail c6 han. Va ban c¢ 1€ cling mudn c6 mot newsreader riéng vi Web browser
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khong hd tro nhidu cho viée t6 chirc mot dung lwong qua d s nhitng dé muc Usenet newsgroup
ma ban phai "boi" qua.

Nhitng dich vu thuong mai truc tuyén (Commercial Online Services) nhu
CompuServe, America Online, Delphi, Prodigy va Microsoft Network cho ban truy nhap dén mot
s6 dich vu Internet. Giéng nhu vao mua hé nam 1995, CompuServe, Prodigy va American Online
da cho phép ban st dung World Wide Web, ftp, va Usenet newsgroup; Microsoft Network cling
cung cap nhitng Usenet newgroups (néu ban c6 bd Microsoft PLUS! tron géi, ban ciing s& truy
cap duoc tdi World Wide Web) va Delphi d3 tung ra moi dich vu Internet. Ngoai tru
CompuServe, nhitng phin mém tuong ty nao lién két ban vé6i dich vy thwong mai truc tuyén thi
déu ndi ban vai Internet. CompuServe cung cidp mot chuong trinh két ndi riéng biét va mot ban

sao cua Spry Mosaic cho viéc truy cap World Wide Web.

Hién tai, d4 c6 rat nhiéu trinh duyét Web khac nhau dugc nghién ctru, phat trién
va dua ra thi truong. Tiéu biéu nhat trong sd cac trinh duyét Web nay, c6 thé ké dén nhu:
Internet Explorer cua hang Microsoft, Nestcape Navigator cia hang Sun Microsystem,

Opera cua hang Opera Software, firefox....

4.2. KY THUAT TIM VA LUOT WEB

Internet chira mot khdi lwong thong tin khong 16 nam phan tan & rat nhiéu cac
mang con thudc cac nudc trén thé gidi. Cac thong tin nay c6 thé chia ra lam hai loai:

= Théng tin cong cong (Public): Thong tin ma bat cir ai khi da truy cap vao
mang Internet déu c6 thé khai thac duoc. Thong thuong day 1a cac thong tin vé tin tirc
van hoa, xa hoi, giao duc va dao tao, cong nghé,...

. Thong tin khong cong cong: Bao gdm loai thong tin riéng tu hodc thong
tin can phai dugc cap phép truy cap. Cac thong tin nay dugc cung cap cho mot sé dbi
tuong nhét dinh sir dung théng qua mang Internet.

C6 thé xem Internet nhu mot thu vién khong 16 khong c6 ngudi chi din va sip
xép ndi dung. Pidu d6 lam cho nhitng ngudi truy nhap méi dau cam thiy béi rdi hodc sir
dung kém hiéu qua. Ngay nhitng thoi ky ddu bung nd Internet, ¥ tuong xay dung nhimg
cong cu tim kiém thong tin trén Internet da dugc dit ra va hién gio da co rat nhiéu cong

cu tim kiém c6 hi¢u qua san sang cho ta su dung.

5.CACH THU’C TiM KIEM THONG TIN
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Trong khong gian thong tin Internet ma nguoi ta goi 1a Cyberspace , lam sao tim

dung nhiing thong tin mong mudn ?

C6 nhitng Web Site chuyén lam nhi€ém vu truy tim thong tin trén Internet .
Bang cong cu tim kiém ( Search Engine ) ddc biét cia minh , céc site ndy dung k¥ thuat

quét lién tuc trén Internet , cac chi muc ctia Web site dé léy thong tin .

Téng quat , cac site truy tim thong tin déu c6 2 cach cho ngudi sir dung truy tim

thong tin :

Chon theo chu dé ma site d6 phan loai : chung ta str dung cach nay khi mudn
tim thong tin mot cach tong quat nhu : thuong mai , khoa hoc , mdy tinh , ... Trong ting
chu dé nay lai phan loai chi tiét hon theo kiéu chia nho , chéng han chon muc khoa hoc ,
chung ta s& duoc liét ké dé chon lwa tiép tuc nhu : vat 1y , hoa hoc , nhan ching ...Cu tiép
tuc lva chon dé cudi cung duoc li¢t ké dia chi va ndi dung cu thé cua tung site ma hé
thdng tim duoc dé chung ta lién két dén .

Chon Iya bang cach khai bao tir khoa vao khung tim kiém : cach nay duoc sir
dung khi ta mudn tim kiém thong tin chi tiét va cu thé , chang han mudn tim thong tin vé
ca sT ndi tiéng vira qua doi 13 Frank Sinatra , ta c6 thé gd truc tiép tén ca si ndy vao hop
chon va nhin vao chit Search hodc Go , hé théng tim kiém cua site nay s€ di tim thong tin
tuong tng va liét ké , moé ta ndi dung .

Hay thtr chon 5 site c6 cong cu tim kiém hiru hiéu nhat dudi day :

Yahoo ( www.yahoo.com )

Vi thu vién khé)ng 16 gém hon 700.000 web site dugc phan loai theo tiéu dé,
c6 thé néi Yahoo 1a web site dugce nhidu ngudi truy cap dén nhat . Tiéu dé phan loai rat
phong pht va da dang , cudi cting danh sach cac web site liét ké rd rang v6i nhitng mé ta
vé ndi dung céc trang web tim thay .. Néu mudn loc b6t thong tin d bi lac hau khi di tim
thong tin méi , ban con co thé giam bot sb luong site phai duyét bf?mg céch han ché thoi

gian thong tin Ay xuat hién trén mang tir 1 ngay dén 3 nam .

Tuy nhién Yahoo mé ta thong tin tim thiy khong xuat sic 1am , kho khan cho

nguoi str dung khi lwa chon thong tin da duoc két xuat .

Véi nhitng thong tim khong ra , Yahoo s& chuyén giao cho AltaVista tim gitip .
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2} Yahoo! - Microsoft Internet Explorer

J Fil= Edt ‘“iew Favortes Tool:  Help

J GBack ~ = - ) i | @isearch  [G|Favorites €4 History ||%. =] - BH® w

J Address IE hitkp: ffenana yahioo, com/

f‘

[
45 & I!." e
k | (e )
Ly (] L i

Flnance M;;;-e-l;gg LCheck Email m What z Neuu Fers‘o:alize ‘ﬂa
Find your match on Take $20 Off! e BN 4 DVDs for less than $2
Yahoo! Personals Click Here! & Toin How

|| siearch Iadvanced search

2 Tax Center - Online Filing with TurboTazx, Federal Forms, State Forms, Calendar

Shop Auctions - Autos - Classifieds - Real Estate - Shopping - Travel - Yellow Pes - Maps Media Finance - News - Sports - We:
Conmect Cateers - Chat - GeoCities - Greetings - Groups/Clubs - Iadl - Members - Messenger - Mobde - Personals - People Sea.rch .
Personal AddrBook- Briefrase - Calendar - My Vahoo! - PayDirect Fun Games - Horoscopes - Kids - Movies - Music - TV my

Yeheall GEMEs - play online games now! In the News

+ Bush t d Powell to hideast
new! Become a Yahoo! Games All-Star - HERLLD BELE SOWER 0 SRR

play in taumaments, create leagues, more.., | | * Li<hotm war captive o be iransferred
=== Jnin now for free trial === + Teen gets life in Dartmouth murders
Other Games: - Scientists map genetic code of rice
‘Chess -Bridge - Backgammon « Asteroid could hit Earth in 878 vears
Chalk up your cue - Euchre ‘Canasta -Hearts - MLE - NEA - HHL - PCi& - NEL draft
Play Yahoo! Pool now -Dominoes - Spades - Word Racer mote...
- Literati Demomite - more games.

Marketplace
« Mohile Phones & Plans - free phones
Arts & Humanities News & Media from Motorala, Nokis, Ericsson, more

Hinh vé 1. Cong cu tim kiém trén mang kha hiéu qua ctia Yahoo

AltaVista ( www.altavista.digital.com )

Tuy c6 giao dién don gian hon so véi cac site tim kiém khac nhung AltaVista
thuc sy 1a mot "chuyén gia " truy tim thong tin . Vi bé ngoai khiém tén , mau sic don
diéu AltaVista gan nhu khong cung cip cac phan loai tiéu d& va 1€ té c6 vai thong tin méi
. Bao dam rang nhiing ngudi ua chudng hinh thirc thAm my s& roi bo site nay ngay khi
gip mit viy ma AltaVista c6 kha ning quét dén 30 triéu trang web . Dang né . D6 1a 1y

do AltaVista dugc nguoi ta wa chudng .
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2} AltaVista - Microsoft Internet Explorer

J File Edit “ew Favarites Tools Help

=151 x|

| &

[@w-© - ) @ G| D Sy @0 @ B B e
| Address I@ hittp: v alkavista, com) = B

altavista

Images WP AU Wideo

[esws

Translate Toolbar Directory Shopping Travel

altavista Usav ]

Yellow Pages People Finder More »>
Business Services Submit a Site About altavista Privacy Paolicy Help
@ 2005 Cwverture Services, Inc,
[
@ l_l_l_l_l_lc Internet
HotBot ( www.hotbot.com )

C6 thé cung cp chi muc dén 54 triéu trang web , cac Newsgroup .

Cong cu tim kiém ctia HotBot kha hiéu qua, tim kiém dé dang . Mot tién loi
khac 13 du tim kiém thong tin theo dé tai hay khai bao tir khoa déu cé giao dién hién thi
dé chiu cho nguoi dung . Mot s tmg dung tién ich kém theo 13 HotBot cho phép tinh loc
thong tin bang cach han ché bang pham vi dia 1y , theo domain name ( .com , .edu,

.0rg , .gov,....), han ché thoi gian tin xuét hién trén mang .
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/) Homepage HotBot Web Search - Microsoft Internet Explorer

_{5] x|
J File Edit “ew Favarites Tools Help | -,'
J @Back - Q e \ﬂ @ ;;j | /J:j Search i:"( Favarites &3‘ [_\’v :; - _J @!S ‘3 HLinks »
Jngdress I@ hittp: f v hotbot comy j w

Q@

CUSTOM WEB FILTERS [ Add ]

Tools | Skin HotBot | Preferences

There are no filters selectad.

Advertize | Help | Textonly Skin | Submit Site | HotBot International | 2ellom Pane
¥ @ Copyright 2005, Lycos, Ine. All Rights Reserved. | Prvacy Policy | Terms & Conditions | HotBot Your Site

HotBot Deskiop: search vourfiles, email, the web, and more! WE#!

- IIn the browser vl @, Search

€

l_ l_ l_ l_ l_ |4 mmkernet

LookSmart ( www.looksmart.com )

Theo quang céo , LookSmart c6 thé truy tim duoc 20.000 chil dé khi tim théng
tin. Tt ca cac thong tin tim duoc déu duge mé ta ndi dung 10 rang va chi tiét, vi vay

HotBot c6 vé than thién hon so v6i Yahoo , tuy co s¢ dit liéu cua HotBot c6 kém hon .
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crosoft Internet Explorer

|

J File Edit Wiew Favoribes Tools Help | ,'
. = =
- ) - : 3 ) i r - - i
J @ Back L= n | el | Search \c'r\': Fawvarites {? | = H Links
J-"—\eress I@"I http: v looksmart, comfr Pcountry=oz ;I 2
FPop-up blocked. To see this pop-up or additional options click here... =
-

looksmart

DIRECTORY WEB Y ARTICLES =

LookSmart's Directory — hand-picked weh sites organized into categories

Search I

Cormputing Reference & Education Society & Politics
Entertainment Eegional Sports

Hobbies & Interests Science & Health Travel

Home 2 Family Shopping Work & Money

Get Listed

Advertise your site on the LookSmart
Metwork and reach millions of web
users,

Partner with LookSmart

Join Lycos, InfoSpace, Road Runner,
and other leading sites using
LookSmart's search results

Help Build the Best Search
Support LookSmart's never-ending
quest to deliver the best search results

=

[ I_[E_I_I_I_lc Internet

Excite ( www.excite.com )

Néu ban muén tim thong tin tong quat theo dang chu dé thi khong nén dén site

nay . V&i chi hon 10 chii dé chinh & trang home page qua that Excite kha nghéo nan vé
mat trinh dién thong tin nhung néu ban chon lya thong tin theo tir khoa thi ndi dung chép

nhan dugc voi phan loai két qua theo ting loai bai bao, hay trang web, liét ké s6 lugng

thong tin tim thdy .

icrosoft Internet Explorer

=l=1x]
| Eile  Edit  ¥iew Favorites Tools  Help | r
J Q Back - \_) - | »® ,‘,: _7;\] | /._\' Search \;1\'/ Favorites 63 | - \7 = - |JLinks >
| address [&] http: jivmmm . excite . com) =1 &

AFTER INSTANT SAVINGS
-
excite.

Moww

NOTEEOOK

FROM DELL HOME ENDS » CLICK FOR DETAILS
P

Sign In

ize: Settings = Cortert = Layout = Colors & Themes = Sign in

i+ web i Images T perws = audia 7 widea

New Local
Job Listings

My Links: show Lite = Email = Help

Search the Web: I

Nelow Pages | WWhite Pages

Search Spy
ot Speedbar?

Search |

Google Sponsored Links
Summer Travel Deals - Save
an airfare, cruises, hotel rates,
car rentals and more
http:ftravel excite. com

M Find a Job and Apply Here

Explore Excite
Shop Computers, Books, Air Tickets, Classifieds...
Connect Message Boards, ¥White Pages, Personals...
Tools =rmall Biz, Yellow Pages, Jobs, Recipes...

My westher, Movies, T%, Siqn, Lotter

Start Dating Tonight! - Browse
photo personals of singles in

Portfolio, Scores

your area Autos Entert. t Lifestyle
http:fflove excite. com Careers Fashion Mortgadge
Celebrities Food & Drink News
Computers Games/Casino Real Estate
wwhy is this here? Dating Sports
My Stocks ~ % eBa Travel
Mew Portfolio Stock Mews
N My News edit| — | >
Symbol Price Change -— o — . Wena ek . ——— . FAas . SEMGA . Ea
|&] Done

T [ [ [ itemnst

Today on Excite 706 30 ET
K Poll Abstinence Only?
Tip l=s ¥our Car Covered?
= Find a Mew Apartment
= Type. Click. Find Answers
- $299 Dell Home Desktop!
- July Refinance Rates
= Mew Travel Deals

Is Bush a leader
we can trust?
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Dac biét hién da co ca cong cu tim kiém tiéng Viét trén Internet nhu: panvn.com,

vinaseek.com

; Pan¥ietnam_com - S5top gearching. Start finding - Microsoft Intemet Explorer

File Edt Wiew Favoites Toolz  Help

sHBack - = - @ il | @Search [3] Favarites @Histnrv ||%v =] - @ & v

Address IE ASPPO=Ye 22V a4 % a3N+H % E 1 YaBA %A 3n+msE 1 BB % 90i% 228 progid=40048pn=18f rid=28RootLink=" ZFindex. asp%3F j i

TiM KIEM MANGCRO RO GIIR TIM KIEM TCVM UNICODE WNI

E|EE

anvietnam’ Mesnam AR

ICP cgp nht hang ngay  +10gu v

"vin bin moi" Search
Tips: Difu kign 3 VinaSeek - Microsoft Intemnet Explorer

Xeméy,ThutrngJ Fle Edt “iew Favoites Tools Help

chung@mEJ P Back « = - @ o | @Search (] Fawarites @Historv ||%v 5 @ 4]

in ndng: "guac 18" "d&n Hun JﬂddeSS IE hkkp: ffvinaseek.comysearch, asp?Form=sfrafont=toyniquery="2 2% A8n+b%BEn+m%LEDi%22

Sl M VIOR  Vistware  Bach khoa  WISCI WPS

Tin kifm nang cac Hdn

VINASEER =
? . Bat ba g3 tifne

0-4e Be e Meo vat:Ding difu kign sHemxyz &€ tin cdc trang trén website xyz. Vi du:
_..wén han mai | Tin dang siterwww.hem.fpt.yn

R P ARl L doc 39595 trang
nay

1. YES.COMVIN - Onling Buzsiness Network of Vietam
Member ID: News ID: 1 1588 1588, Mot s van ban méi cla cdc Bo Mot 58 van

Hinh vé 2. Cong cu tim kiém trén mang bang tiéng Viét
5.1SU DUNG HIEU QUA CAC CONG CU TIM KIEM

Sau khi nhép vao tén cin tim cong cu s€ thuc hién viéc tim kiém va tra vé danh
sach cac dja chi trang web c6 lién quan t6i tiéu chuan tim kiém cta ngudi dung. Theo do
ngudi ding c6 thé ‘chuyén’ nhanh téi trang web can tim. Van dé 1a khi s6 luong két qua
tra vé qua 1on, ngudi str dung khong biét nén chon dia chi tra vé nao. Chia khoa khi d6 s&
la:

. Ngudi ding can dwa vao nhitng tén can tim ‘dat’ tirc 1a nhiing tén can
tim mang dic tinh cua thong tin mudn tim. Thu hep pham vi tim kiém. Vi du: “vin ban

moi thang 4/2002” ¢6 pham vi nhé hon 1a “van ban maoi”.
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. Str dung két hop nhiéu tir khoa: Vi du: “vin ban méi thang 4/2002” +
“tai chinh”
Pé chi tiét hon, nguoi dung c6 thé tham khao thém céc chi dan ctia mdi cong cu
tim kiém.

T ParVietnam com - Stop sesmching, Start finding - Miciosolt Internet Explorer .lj.'.l!l
S W e Tah s R @ |
| demeck - = - Q) | Qeach GFevartes Priwoy |- FH- JE O v '

! Agiress asp g el 2w Wl 4 ol Bn b ol 1 % Ul Y8 Inm ol 1 BB o 96 o2 Sprogid=4 (04 ipn=1 Efcid=2 R cotlink="%2Findex. asp%IF * ;;"Gu Lirks
L = id__ |

1m = UNICDOE VNl =
™H 1231213 8 cCIE D
ﬁmm [IELTTRIT E 5B
P oGp el Sang ngay & 10 by v ik
] s Jadn tim kdéem nén tamh chl s% dyng cde 1 qud th
Ko miy, Thuotyg mad ribwe iy o¥ tim ra rit nhidu S
chung (mao vit kdhéc
ITin ndng: - 3. Vi chiv miit Lit 2. Rivi héim mit ", Sphit B9 *sea games
3'-I £ & ¥ 2 -~ »
L k&t qud 58 Ra i3nkh tim
hién rma
Tien: "win bin md 36 tid lidw tim thay 2741
(::} 54 tarizm thiay vam ban mod (3354
GD =
1. v&n bén mdi ()
.. win ban méi | Tin déng chii § | Thé gatri | Gid ca | Thi tnréng | B3 &
http: dheewrse vnagency. comnEconet/English®an%20ban%20mon hitm - 121- 4-12-200
nay
2 Phét tridn cdng tac BHLD trong thél ky mdéi &
.. hop vé d3 dwoc thay thé bing mét 58 wan bin méd, médt 58 dang duroc chudn bi thay thé
v mnfit .:J
L) T 1T Inkemet
Hinh vé 3. Cac budc thyce hién tim kiém tai liéu trén Internet

5.2. SU DUNG INTERNET EXPLORER DE DUYET WEB

Internet Explorer (IE) 12 phan mém duyét Web ciia hiang Microsoft va duoc tich

hop ngay trong hé diéu hanh Windows 9x, Windows NT va Windows2000,...
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2} New Page 8 - Microsoft Internet Explorer == x|
J File Edit “iew Favortes Tools  Help ﬁ
J GiBack ~ = - () at | Qysearch (G Favorites £ History | By S - =

| Agdress |@ hitkp: fjn. moste . gov. vnybaigiang/baigiang. b | e |J Links

Mang Khoa hgc, Cong nghé va Mdi truéng

BO KHOA HOC, CONG NGHE VA MOI TRUONG - MINISTRY OF SCIENCE, TECHNOLOGY & ENVIRONMENT

Bia chi: 39 Trdn Hung Bao. Ha ndi. Viet nam Pién thoaoi: (B4-4) 9439731 Fax: (84-4) 8252733

E-Mail Search

B3]

Khéi tao Word, st dung tr¢ giap Help va thoat khéi Word:

Search |

Bdi gidng M3 Werd Mt chich khée nhau 48 khai tao Word: tit Windowa Program Mansger hoéc tit

BAi gidng MS Excel File Manager, tit M3-DOS, va béng cée lya chon déng lénh khée,
Bai gidng MS Access 1.1 Khéi tao Word

Bai gidng HTML .
Ta cé thé khai tao Word tif Windowa Program Manager ho#c ti1 File Manager
Bai gidng phén cing hotic tit d&u nhéc eha MS -DOS
Diét Virus 1.1.1 Khé&i tao Word ti¥ Windows Program Manager
Hudng dén sy dung mang Nhay dip vao biéu tong Microaoft Word trong cis a8 nhém Microaoft Office

trong Program Manager.

Ehi ciia a8 cia Word xu&t hidn, a8 c6 mdt van van ban trong v4 mdt hép thosai
céc meo trong ngay (Tip of the Day). Ta ¢ thé khai thac céec meo nay bing =
T e P . I'v_rl_l

|@ https e, moske, gov vnfbaigiangword. htm |_|_|Q Inkernet
Hinh vé 4. Man hinh hién thi trang Web trong IE

Man hinh IE bao gém céc thanh phan chinh sau:

. Tiéu dé: Hién thi tiéu dé cuia trang Web hién tai.

= Menu: Cho phép ngudi su dung thuc hién céc 1énh thong qua cac muc
chon Menu

= ToolBar: Cho phép nguoi str dung c6 thé thuc hién 1énh thong qua viéc

kich chudt mot cach nhanh chong.

" Dia chi trang Web: Ngudi str dung nhép vao dia chi cia trang Web mudn
hién thi.

. Man hinh chinh: Phan hién thi ndi dung ctia trang Web.

. Thanh trang thai: Hién thi thong tin bd sung.

5.2.1Tiéu dé

Phan nay hién thj thong tin vé trang Web hién thoi
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2 Hotel Resesvation - Microsolt Internet Exploses
B ———

Titu d& cla
trang Web

It chre ndng: Phéng to,
thu nho va déng oira 50

Hinh vé 5. Tiéu dé trang Web
5.2.2 Menu trong IE
Cho phép nguoi sir dung thyc hién cac 1énh thong qua cac muc chon Menu.

H¢ thong menu trong cac phan mém ndi chung cling nhu trong 1E néi riéng déu
bao gdm hai loai menu chinh:

= Menu Bar: Phan menu nim trai ngang ngay trén man hinh. Mdi muyc trén

menu thuong chira mét nhém cadc muc menu con khac.

Cac che 4%
the hifn cia

I

C'ac muc
menu lign
fquan dén file

iZac cong oy khac cé
ket nd1tén IE nhar:
mail, news, message,. ..

; R ;
it iew  Favortes quf Help
I, o

—
I
Im

o

-

MMenu Bar cida IE

Clac tign ich, T4 chive, lwu gify
copy, cut, cac trang Web
tim kigm,. .. cha ngwid ding

Thanh phan gitp d&
tnrc tuyen cua [E
(hang tifng Anh)

Hinh vé 6. Menu Bar trong IE

. Menu Pulldown: Phan menu chira cac muc chon thuc hién 1énh cu thé
hodc chura tdp hop cac muc chon khac. Tiép theo, ta xem xét 1an lugt cac Menu Pulldown

sau: File, Edit, View, favouries.

Luwu y: Ta chi chu trong vao cac chirc nang hay dugc st dung
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. Menu File: Cac muc menu lién quan dén file
File Edit “iew Favoites  Tools  H M& mlfl’i, lru g;iﬁ' file
chira trang Weh
Chrl+0
Chrl+5
e In tra.ng Weh l.lién
Eririts.. [tk thoi ra may 1n
Send 3
Impart and Expart... Lam wiéc & ché d6 Offline, tam thoi khing
Froperties ‘_//// kétindi til Internet (Ehé liﬁ tiet lﬂém}
Wwork Offline
Cloze
Pong trinh duyét Weh
Hinh vé 7. Menu File trong trinh duyét IES
= Menu Edit: Cac tién ich, copy, cut, tim kiém,...

Edit iew Favortes  Tools

Chrl+
Chrl+C

Tién ich cit, sao
chép, dan phan van
han trong trang Weh

SElectal [EE{ e . i .
Tim kiém doan van
Find [on Thiz Page)... Chl+F- bén trong trang Weh
Hinh vé 8. Menu Edit trong trinh duyét IE
. Menu View: Céc ché do thé hién ctia IE
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YWiew Fawortes  Tool

Toolbars Thay d#ii cac thanh phﬁn
v Status Bar cia trinh duyét IES
Explarer Bar k

GoTo k . )
Stop sc Biéu chinh font chii the
Refresh  F5 hién trong trang Weh
Text Size ¥

Encoding b

Source Xem trang Weh &

FulScieen FI1 4+—— ché dd toan man

Hinh vé 9. Menu View trong trinh duyét IE
= Menu Favorites: T6 chirc, luu giit cac trang Web ctia nguoi ding
Fapales | IoEk Eep Luu trang Web
Add to Favorites. . hién théi vao kho
Drganize Favorites...
1 Links r

Hinh vé 10. Menu Favorites trong trinh duyét I[E

5.2.3 Toolbar trong IE

Cho phép ngudi sir dung c6 thé thuc hién 1énh thong qua viée kich chudt mot cach

nhanh choéng.
Tr& Thai Tré vé In
lai  pin nap Nap trang trang
n"ar}g trang trang .. Weh Weh ra

Weh tra.ng chi may in

Q @ I | g 8.3

Search  Favortes  History Prinik Edit Discuss

A

Fonward Stop  Refresh  Home

oo cb
W

M A A
Bigu khign viéc hién Tién ich tim Tién ich bé sung khac
thi trang Weh kigém, leu giit, ...
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Hinh vé 11. Dién giai mgt s6 chirc ning chinh trén thanh ToolBar
(1)  Phén dia chi

Nguoi st dung nhdp vao dia chi cia trang Web mudn hién thi.

M&i trang Web déu c6 mét dia chi phan biét goi 14 dia chi URL.

| SeBack - = - @ 2] GY CRsearch [miFavorkes PHstory | SH- S BE - O W - _
| Address Iﬂ hitp: f v, moste . govw, vrbalgiang/balgiana, hbmr =] &Go
Hinh vé 12. Dia chi trang web trong IE
{ziao
thac
http:/iwwrw.rational.comitraining'se/example/hotel/index.htm
L M iy
" A Y. = ] ::Vl’fj =
MMién dia chi {Chi tiet dia chi
Hinh vé 13. Céc thanh phan ctia mot dia chi trang Web
= Giao thirc: hién tai c6 nhiéu loai giao thirc dang dugc st dung trén mang

Internet. Tuy nhién c6 hai loai giao thirc hay gip nhét 1a: http — giao thtc truyén trang
Web va fpt — giao thic truyén file.
= Mién dia chi: cac dia chi duoc phan dinh theo céc mién khac nhau va

chung dugc ngan cach nhau béi dau cham °.”. D61 voi cac trang Web ctia Viét Nam, mién

dia chi thuong duoc gan lién véi: .vn. Vi du:  www.moste.gov.vn, www.moet.edu.vn,

www.fpt.com.vn

= Thong thudng moi tén mién dia chi ing vai dia chi web server.

= Chi tiét dia chi: 1a dia chi cu thé cua trang Web tai Web server c6 chira

no.
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2) Man hinh chinh

Man hinh chinh théng thuong bao gdm ba phan chinh

. Phéan dau: nim 6 phia trén cting cta trang Web.
. Phéan danh muc lién két: thuong ndm doc phia bén trai cua trang Web
n Phan ndi dung chinh: thuong 14 phan c6 dién tich 16n nhit va nim phia

bén phai. Phan nay hién thi ndi dung cua trang Web.

Céc thong tin hién thi trong trang Web dudi dang: van ban, hinh anh, d6 hoa, 4m
thanh, ... Mgt doan van ban hay hinh anh lai c6 thé c6 céc lién két toi cac trang Web
khac. Nhitng doan vin ban hay hinh anh thudc loai nay thudng c6 mau sic bién doi khac
v6i mau sic ctia doan vin ban hay hinh anh khong c6 lién két. Khi dua chudt téi nhitng
noi c¢6 chira lién két thi hinh dang ctia chudt thuong bi bién d6i (thong thuong 1a bién

thanh hinh: ban tay).

C6 3 thanh phan chinh trong mét dia chi trang Web:
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Phén ddun trang Web

] Hew Page B - Microzoft Intemet Esplones .I.I.ll_!l

| Ede Edi View Favoiles Jook  Hebp
| domack » =+ - ) 2| Dsewch Gffevortes FHstoy |- FE- v |
| Address [@] hitp: jjwwens most= gow wnjbargang bagiang him !' =] e |Unks
Mang Khoa hgc, Cong nghé va Méi truong
B0 IHOA HOT, CONG NGHE VA N0I TRUDNG - MINISTRY OF SCIENCE, TECHNOLDGY & ENVIRGNMENT
VF-Met Site
2]
]
Khdi tao Word, sif dung teg gitp Help va thoat khéi Word:
Bl gidng M3 Word &t chch khée nhau d& khdi tao Word: it Windows Program Manager hoge tif
B ghdng MS Excel File Manager, t1 MS-D0S, vi bing cic lys chon déng linh khie.
Bai gitng M5 Access 1.1 Kh&i tao Word
B giding HTML .
Ta c6 thé khdi tac Word tit Windowa Program Manager hede tit File Manager
B4 gidng phén cing hode tir diu nhéc cis M3 -DOS
D Virus 1.1.1 Khéi tao Word tif Windows Program Manager
[Hutng dén """tm meng Nhiy dip vae bidu tgng Microasft Werd trong eiia 88 nhém Micresoft Office
trong Frogram Manager.
Khi el a8 chia Word xuit hidn, 0% cé mit van viun ban trong v& mbt hép thosd
céc meo trong ngdy (Tip of the Day). Ta cf thékhai théc cée meo nay béng o
- ‘I- . o - . .- - . . ¢ e b o4l — . 1 . L I:.“
(& lﬂp:mrmnm.mm T 1 e inkemet
Phén danh " .
Mp— Phan nii dung
Thanh trang théi
Hién thi trang thai ctia chuong trinh IE ciing nhu cua trang Web dudi dang cac
thong bao.
Thanh trang thai ndm & phan dudi ciing ctia man hinh trinh duyét IES.

"] hetp: [ fwveve moste .o wnfbaigiangfword . hm [T [ mkerret

Hinh vé 14. Thanh trang thai cua trinh duyét

CAC CHUC NANG CHINH CUA IE5
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A3) Di chuyén trong IE

Cong cu Tac dong
v, Quay tré vé trang truéce
Back
2 Quay tré vé trang
Forward sau
@ Dirng vi¢ce tii trang
_ 5% Web
Nap lai trang Web
Refrezh Ap 12 g
ﬁ Tré vé trang khoi
Home tao
oz Tim kiém
e Luwu cac dia chi

_Faviles  trang wa thich

@ Luwu cac trang Web
Hiztary di vao

2 Giri va nhan thw

il chinh chu

= .

= In cac trang Web

Quay tré lui

Sur dung khi

Dad vao twr hai trang tro lén

Da vao twr hai trang tro lén

Khi mudn xem tiép trang kh dc

Khi dang dirng ma muon tdi |

ai trang do

Dang o trang bat ky muon vé

trang dau tién
Khi kh ong co dia chi chinh xdc

Khong muon lan sau vao ma

phai lai go lai dia chi

P oc lai khi khéng két noi

bé quay lai trang dau ban c6 thé thuc hién cac cach sau:

= Nhay chudt vao nat Back lién tuc cho dén khi ban dat duoc trang khoi

dau (Pé dung tinh ning nay ban ciing c6 thé sir dung t6 hop phim ALT va mili tén sang

trai). Bang cich niy ban s& quay trd lai noi ban khéi dau hodc 1a cic trang trude do
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nhung cich nay cham, twong d6i mat nhiéu thoi gian néu ban da duyét qua rit nhiéu

trang.

= Nhay vao hinh miii tén tré xudng bén canh nut 1énh Back ban s& thay

mdt danh sach bang chon tha xuéng hién thi danh sach cac trang ban mubn chuyén to1

= Nhay chudt vao nut 1énh Home (hodc chon Home Page trong bang chon

Go) ban sé& quay tro lai trang Web khoi dau ban st dung IE

Tién vé trudc

. Mot diéu moi nguoi thudng hay nhim 14n khi str dung IE d6 13 nit 1énh
Forward (hodc ban c6 thé st dung t6 hop phim Alt va miii tén sang phai ciing nhu 1a sir
dung 1énh Forward trong bang chon Go). Trong phan truéc ban nhay chudt vao cac siéu
lién két sau d6 ban sir dung nut 1énh Back dé quay vé cac trang trudc do ban mudn tré lai.
Néu ban da st dung Iénh Back ban hay thtr sit dung nut 1énh Forward, ban sé& théy diém

Web ma ban vira tir d6 quay lai s& dugc hién thi.

Tranh nham 13n ban c6 thé tham khao tinh nang cua hai nit I¢énh Back va

Forward:

= Back: Nhay chugt vao ntit Back dé xem tai liéu ma ban vira tr d6 chuyén
t6i thong qua mot siéu lién két. Néu ban van giit nat 1énh Back ban sé& tiép tuc chuyén
ngugc lai mot loat cac trang ma ban da chuyén td1 trong phién lam viéc nay. Khi nat 1énh
Back tré thanh mau xam va khong thé ding duoc ban da chuyén t6i trang dau tién ban
thdy trong phién lam viéc ndy. Dé chuyén lui t6i mot diém xac dinh, ban chi don gian
nhdy vao miii tén tré xubng bén canh nut 1énh Back sau d6 ban chon trang ban mudn

chuyén t¢i trong danh sach céc trang trong bang chon tha xudng vira hién ra.

= Forward: Chon nut 1énh Forward dé chon lai diém ma ban vira tir d6 t6i.
Néu trong truong hop ban chua dung nut 1énh Back nut 1énh Forward s& khong c6 tac
dung va no sé duoc hién thi duéi trang thai hinh mo, Ciing giéng nhu véi nat 1énh Back
ban c6 thé chon mii tén tha xuéng canh nat 1énh Forward dé hién thi danh sach bang

chon cac diém ban d tro lui tir d6. Viéc nay s& lam tiét kiém thoi gian cho ban
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“) Stur dung thanh History Explorer

Dé hién thi thanh History Explorer ban nhay vao nut 1énh History trén thanh cong
cu chuén hodc chuyén to1 bang chon View, chon 1énh Explorer Bar, sau d6 chon 1énh
History. Khi d6 cira s6 ving lam viéc s& chia d6i, thanh history Explorer xuat hién & bén
trai vung lam vi¢c. Pay thuc su 1a mot tinh nang kha hiru ich. Danh sach dugc liét ké
trong phan 1/4/99 1a tat ca cac diém ma ban d truy xuét trong ngay 4-1-99. Khi ban chon
mot diém bat ki IE s& mé rong diém do, liét ké tit ca cac tai liéu cac trang ban di truy
nhap trong phién ban lam viéc trude do....

1. Thay d6i sb ngay trong hop History

- Vao menu Tool chon Internet Option

- G& vao s6 ngay trong hop Days to keep page in history

- OK

Higtamy

The Hiztary falder containg links to pages you've visited, far
quick access to recently viewed pages.

Dayz to keep pages in histony: |2EI 3: Clear Histony |

Colors. . | Fonts.. | Languages... | .-’-'-.u:u:gssibilit_l,l...l

k. I Cancel | e 1 |

2. Xo4 cac dia chi Iuu trong History

Xod toan bg cdc trang
- Vao menu Tool chon Internet Option
- Chon Clear History

- OK
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Hiztory

The Hiztory folder containg links to pages you've wizited, for
quick access to recently viewed pages.

[rayz to keep pages in histon: |2E| 3: Clear Histony |

Colors... | Faontz... | Languages... | Acceszzibility... |

(O]

n

Ok, I Cancel I Aol

Xodad tirng trang
M¢ History
Nhay chudt phai vao trang cin xo04
Chon Delete
. Thay d6i c& chir
Vao menu View
Chon Text size
Largest: C& chir 16n nhat
Larger: Cd chit 16n
Medium: C& chir trung binh
Small: C& chit nhd
Smallest: C& chit nho nhét
. Luu trang Web
Vao Menu File
Chon Save as
Chon vi trf can luu
Chon Save
. Luu tranh

Nhay chudt phai vao tranh can luu
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- Chon Save Picture As
- Chon vi trf can luu

- Chon vi tri can luu

- Chon Save

6. In trang Web

*Thiét ké mot trang in

- Chon File

- Chon Page setup. Xuat hién man hinh

trang

‘trang

Fage Setup I

..........

Faper
Size:

EER

Source:

[

Headers and Footers
Header

|&w&bF’age &p of &P

_Footer
----------------- |ELibid
Orientation M argins [inches]
------------------------------------------ = Paortrait Left: |D.?5" Right: 0.7s"
__:,:J" ™ Landscape Top: 075" Bottom:  [0.75"
Ok I Cancel | Frinter.... I

*Xac dinh Header and footer

Internet Explore co thé in céc ti€u dé dau trang va ti€u dé cudi trang theo céc cach

- Left header — Tiéu dé s& nam & dau trang. Theo dinh sin ving nay chira

Title cua tai liéu.
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- Center header — Tiéu dé s& nam & giita va trén dau trang. Theo dinh sin thi

vung nay trang

- Right header — Tiéu dé s& ndam & bén phai ¢ trén dau trang. Theo dinh sin

thi vung nay chira s6 trang cua tai li¢u

- Left footer — Tiéu dé s& ndm vé bén trai & phia dudi cua trang. Theo dinh

san ving ndy chira ngay thang cua tai liéu

- Center footer — Ti€u d¢€ s€ nam ¢ gitra va phia dudi cua trang. Theo dinh

san thi ving nay trang.

- Right footer — Tiéu d& s& nam & chinh giita & phia dudi trang. Theo dinh
san thi viing ndy chira thoi gian in tai liéu.

Ban c6 thé str dung cac ma dic biét dé lay cac thong tin hién nay tir tai liéu(chang
han nhu sb trang) hay 1a tir hé théng (chang han nhu ngdy, gid). Cac ma sau day sé& bat
dau bang diu & theo sau mot ky tu. Chi y rang chit hoa hay chit thuong rat quan trong.

Bang cach sir dung cadc ma nay thi ban c6 thé in cac tiéu dé theo y minh:

Nhap vao S€ in ra

&w Tua dé cua tai liéu giéng nhu khi n6 xuét hién trong thanh tya dé.

&u Dia chi cua trang

&d Ngay hién nay & dang tit xac dinh trong Regional Setting/Control
Panel

&D Ngay hién nay ¢ dang diy du xac dinh trong Regional

Setting/Control Panel

&t Gi0 hién nay ¢ dang xéc d inh trong Regional Setting/ Control
Panel

&T Gi0 hién nay theo dang 24 gio

&p S6 trang

&P Tong sb trang

&& Mot dau &

238



Gido trinh Tin hoc van phong

&b Vi tri xac dinh

Dau cudi cling (&b) cho phép ban xac dinh muc da cho s& in ¢ header hay &

footer. Sau day 1a cach thirc 1am viéc cua no:

- Néu ban str dung ma nay chi mot 1an thi phan bén trai cua &b s& in & bén trai
con phan ¢ bén phai s& in & bén phai.

Chéng han , &w&b&p s€ in tua dé cua tai liéu & bén trai con sb trang s in ¢ bén
phai.

- Néu ban str dung ma nay hai 1an thi phan bén trai ctia &b tht nhat s& in & bén
trai, phan & giita hai &b s& in & chinh giita va phan & bén phai cia &b s& in & bén phai.

Chang han, &d&b&p&b&t s& in ngdy hién nay ¢ bén trai, trang & chinh giita va
in thoi gian hién nay ¢ bén phai.

- Ban ciing c6 thé két hop vin ban va ma. Chang han néu ban gd Page %p of &P thi

Internet explore s& hién trang hién nay trén tong sd trang: Page 7 of 10.

* In tai liéu
- Chon File, chon Print hoac 4n Ctrl + P. Man hinh xuét hién:

Print

~ Prinker
Properties |

(W= LEP-810

Status:  Default printer; Ready

In tit cd cdc trang ™., Type:  Canon LEF-810 ' S6 ban in
: P Wherer  WADungtvcanon A :
""""""""""""""""""" Emigit [™ Pink ta fle T

~Pint range Capie ~ i
------------------------------------ A Mumber of copies: |1_3
In cdc trang tup chon; T € peges fonc [ o
£ 1Eetesior m F~E9!|?t9

,o""' — Print frame: \’\
£ s [sidlout o sereer . ------------------------------------
: ------------------------------------ £ iy theseleoted hame i Kiéu sap xép cdac
iIn cdac vang lua chon 05 &l Frames indlivicltaly ; trang in
I™ Print al linked documents [™ Print table of links

0K I Cancel | 239
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(5)  Duyét trong ché dd khong két ndi (Offline)

Néu ban mudn duyét cac trang Web ma ban da duyét qua trudc d6 ma khong két

ndi té1 Internet lam theo cac budc sau:

1. Chon 1énh File trén bang chon.
2. Chon 1énh Work Offline trong bang chon tha xudng.
3. Trong thanh History Explorer chon diém ban mudn truy nhép.

Céch lam viéc cua IE: Khi ban chon Work Offline IE s& khong két ndi vao mang
dé kiém tra xem thuc sy trang Web d6 da thay doi hay chua. Thay vao d6 no tai nap ban
sao cua tai liéu da duoc tao ra trén 6 dia ctia ban khi ban lan dau tién tai nap trang d6. Khi
ban chon Work Offline lya chon nay sé gitr lai cho dén khi ban chon lai Work Offline

trén bang chon File dé loai bé danh diu cho lya chon nay.

Chuyén téi mot trang Web bing cach nhép vao dia chi

Trong nhiéu truong hop khi dugc cho biét mot dia chi Web, ban sé& phai truc tiép
yéu cau trinh duyét chuyén toi dia chi ban muén. Phan nay s& trinh bay cho ban thao tac
truc tiép ba‘ing cach nhép dia chi diém Web cho lua chon nay.

Str dung thanh dia chi (Address)

Cach t6t nhat dé tim diém Web ban muén 13, st dung sir dung thanh dia chi. (Néu
ban khong théy thanh dia chi, vao bang chon View, chon I¢nh Toolbars. Sau d6 nhap vao
dia chi (ban chu y 1a khong can phai nhap vao giao thirc phan giao thirc http://). Vi du dé
truy nhap t6i http://www.amazon.com ban chi can gé vao www.amazon.com. Pay 1a mot

diém Web thuong mai truc tuyén trén Internet rat thanh cong va kha thu vi.

Trong cac tai liéu tham khao dia chi Web duoc ky hiéu 1a URL (Uniform

Resource Locator).
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Ngirng tii nap xuéng khong can thiét

Gia su ban nhap vao dia chi sai hoac dia chi diém Web ban khong can hodc ban
khong muodn tdi nap xudng cac phan cua tai li¢u ban dang hién thi. Ban mudn ngung vi¢c
nay lai. B¢ lam dugc viéc nay, ban don gian chi can nhay vao nut 1énh Stop (hoac nhan

nut Esc)
Panh dung dia chi Web

Gia st ban di g vao dia chi Web va bAm OK nhung khong c6 diéu gi xay ra.
Hinh anh chuyén dong cua biéu tuong hoat dong bdo hi¢u trinh duyét dang hoat dong
nhung khong c¢6 gi xay ra. Cudi cting mot thong bao 16i xuat hién chi ra rang tai liéu ban

tim 1a khong c6. Piéu d6 c6 nghia 12 ban nhép sai dia chi caa diém Web

bé tranh viée sai sot khi nhap vao dia chi Web ban hay thir cac goi y sau:

= Sao chép dia chi tir ban chinh mét cach chinh xac

= Khong dé bat ctr khoang trong nao trong dia chi

n Kiém tra diu chdm (.) va ddu gach (/) ban dwa vao la dung vi tri

= Moi tai lidu Web déu co phﬁn md rong nhu hlm, html, asp..... kiém tra

su chinh xac ciia phan mé rdng tai li¢u ban nhap vao

" Chu ¥ trong phan dia chi nhap vao, khong nén nham dau chéo (/) véi dau

chéo ()

Khi nhap dia chi cha y t6i viéc hoat dong cuia cac trinh didu khién ban

phim

CAC CHUC NANG MO RONG
Luwu giir trang Web quan tim vao Favorite

Bén canh chirc ning duyét Web, IE con cho phép nguoi ding c6 thé luu lai dia
chi cua cac trang Web can quan tim kiéu nhu cac Album. Ngudi dung c6 thé ciing tao

cac thu muyc riéng dé luu giit dia chi trang Web theo chu dé.
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Pé dua dia chi ciia trang Web hién tai vao Favorite, ngudi ding chi can don gian
chon muc menu Favorites\Add to Favorite... Cira s6 Add Favorite hién ra cho phép

nguoi dung nap dia chi trang Web hién tai vao suu tap

Creats inc

Hinh vé 15. Luu lai trang Web hién tai vao suu tip

Dé tao mdi mot thu muc luu gilr dia chi cua trang Web, nguoi dung chi can bAm
nit New Folder. Ctra s6 Create New Folder hién ra cho phép nguoi ding nhép vao tén

cua Folder luu gitr.

Create New Folder |

Internet Explarer will create the fallowing folder for you, ou can use
thiz folder to organize shortcuts on pour Favornites meru.

Folder narme; ISau:h tin hioe]

] I Cancel

Hinh vé 16. Cira s tao Folder luu giit trong Favorite

Céc dja chi luu giit trong Favorite dugc t6 chirc dudi dang cay phan cip. Dé thuan

tién cho viéc quan 1y cac Folder trong Favorite, IE cho phép ngudi dung co thé to chic
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lai cdu triic cac thu muc luu giit dia chi trang Web thong qua cira s6 Organize Favorites.

Nguoi dung chon muc menu Favorite\Organize Favorites...

1 Links
] Media

@] Mua ban & Flac vat online
&] The OFtle Specialist

| &] Tin hoc =T kigm - chi dén
EI Vietnam Sorstare Irduesty

Di chuyén thae moue

Hinh vé 17. T6 chirc cAy thu muc Favorite
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(6) Thay ddi cac tinh chit ciia IE5

Genetal |Seu:urit';.-' I Content I Connections I Programs I Advanced I

Dia chi trang Web hién thi mac dinh

—Home page

Piéu chinh trang Web
hien thi mac dinh khi
khii dong IE

% You can change which’page to use For wour home page,

Address: i, bk, edu, vnyg

Ilse Current IJze Default Ilze Elank.

— Tempaorary Internet files

Piéu chinh ché a6
* Pages vou view on Ehl Jipn giﬁ' trang nh:’ap

et Thiét 14p ché d6 lueu
For quick wiewing lake . . s

giit trang YWeh nhap.
Xoa bhan nhap — & Delete Files...
—_— Y
55 situ ].jfén kit .‘\
ml nhat lvu

Settings. ..

—Hiskory

The
quick:

ko pages wou've wisited, For Luwu giii cac dwong link

SgES, L ...
d til trang web 44 xem qua.
Clear Histary: |

Colars, . | Fonts... | Languages. .. | accessibility. ., | Thay doi mau sac, font

7\ chit, loai chit hién thi

NN
/\ ITI E@k&l\l Aoply | trong trang Weh
i Sy

Thay d5i mAu sac cia;
- Van ban théng thwdng
- Wién ban co sigu lien ket

- Thay d4i ngén ngi
sit dung hién thi
hign thés

Hinh vé 18. Thay dbi cac tinh chat chung cua IE

Trong phan Home page ngudi dung c6 thé nhap vao dia chi trang Web bét ky

khéc. Pia chi nay s€ dugc xem la dia chi Home, va nguoi dung c6 thé chuyén tdi trang

Web nay mot cach nhanh chong thong qua viéce kich chudt vao nuat fal | trén thanh

ToolBar.

Khi tai cac trang Web vé may tinh cua ngudi sit dung, IE sé& luu lai mot sb trang

Web vira méi hién thi trong phan nhap ctiia minh dé nang cao toc do duyét Web. Trong

truong hop ngudi ding xem lai trang Web vira méi xem qua, IE s& 1y luon trong ban
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nhap ctia minh thay vi tai lai tir Internet. Pé ting tinh bdo mdt va xod hét diu vét, ngwoi

ding ¢ thé bém niie P2=Fes | _Cesrbistoy | s khi thodt khéi TE.

A >

Thiét 1ap cac ché d9 bio vé trong IE

Internet Options x|
General  Security | Conkent I Conneckions I Prograrms I Advanced I

Select a Web content zone to specify its security settings,

Internet WIEINGEREE Trusted sites Festricked

sikes
Local intranet

0 This zone conkains all Web sites that Sites, |

are on wour organization's inkranet, —

-

—Security level For this zone -

Move the slider to set the g

Newiri dung e
dinh nghia céc
che dg bao vé

- - Al dte For sites an your local nebwark {intranet)
-
L (o
IEustu:um Level,., | mefault Lewvel |

ac ché 36 bao vé
mic dinh cia IES

Hinh vé 19.  Thiét 1ap ché do bao vé trong IE

Nguoi dung c6 thé tu diéu chinh lai ché d6 bao vé cua trinh duyét dé tranh viéc tai

vé nhimng tht khong can thiét tir Internet nhét 1a Virus.
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Security Settings

Settings:

2%

ﬁ Activex controls and plug-ins

] Download signed Sckives controls
) Disable
(&) Enable
) Promptk

@ Download unsigned Ackivel controls
{7} Disable
) Enakble
&) Prompt

) Disable
) Enable
{3 Prompt

[ R dmbiomt? mmmbesls amd elios ie-

<

@ Initialize and script Activey controls not marked as safe

Ngwii ding co thé
— thay doilai cac muc
hao vé nay.

Hoic ciing co thé chon

mét trong si cac tuy
chon hao vé dia dege

—Reset cuskom setkings

Reset to; IHigh

dinh nghia san.

Hinh vé 20.

Thiét lap cac tuy chon bao vé

Cach don gian nhét 1a nguoi dung sir dung ngay chinh mot trong s cac tuy chon

bao v¢ co san trong IE.

World Wide Web va Gopher

World Wide Web 1a dich vu Internet méi nhit va bao quat nhit, cho phép

ban tim kiém thong tin vé& hau nhu moi chu dé bat ky bang cach click trén cac tir, cac

nhdém tu, va nhitng hinh anh c6 vé dang quan tam. Khi ¢6 ai d6 n6éi vé Mosaic hay

Netscape, c¢6 nghia 1 ho dang dé cap dén viéc chay World Wide Web - Netscape va

Mosaic 13 nhitng chudng trinh 1am viéc véi Web. Ban c6 thé ding Web dé doc vin ban,

xem tranh, nghe nhac, chiéu cac doan bang ghi hinh (video clips), hay tai (download) cac

phan mém xudng may tinh cta ban. Cac trang Web (Web pages) chira tat ca moi thr, tir

nhitng danh sach phin mém Internet t5t nhat cho dén moét... s¢ tha truc tuyén (online

200)!
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Gopher ciing 1a mot dich vy tuong ty, nhung thay vi cho ban thiy cac trang
van ban, Gopher dua ra cho ban toan nhitng danh sach (/isz) hoac thyc don (menu). Ban
chon lwa dé& muc (ifem) tir nhitng thuc don nay cho dén khi c6 dugc thong tin ban mudn.
Gidng nhu World Wide Web, Gopher cho ban truy cap dén mot pham vi rong 16n cac
thong tin, bao gé)m van ban, hinh anh, am thanh, video va phﬁn mém. Nhirng chuong
trinh gitp ban st dung Web cling c6 thé hién thi nhitng thuc don Gopher, hodc ban c6 thé

dung chuong trinh Gopher dé hién thi chtng.
Usenet Newsgroups

Usenet 1a mot hé thong gdm hang ngan nhom tin (newsgroup). mdi nhom tin
gidng nhu mot bang théng bao dién tir (elecctronic bulletin board) ma & d6 ban c6 thé
xép dit va doc nhiing thong diép (message) vé mot chu dé cu thé. Co nhitng chu dé
chuyén sdu va hoi ning né nhu thiét ké duong sat 1an nhitng chu dé bao quat va phan
nganh nhu chinh tri - hé khi ndo c6 mét cau chuyén thoi sy duoc tung ra, mot nhom tin
nao d6 thudng s& mat nhiéu gio dé thao luan vé nd. Chic ban ciing c6 thé hinh dung duoc
rang ludn cé hang trim nhom tin dang thao luan vé nhiing chu dé lién quan dén may tinh,
bao gdm cac phan mém cho may tinh c nhan (PC), may Macintosh, va nhiéu hé théng

khac nita ma c6 1& ban chua timg duoc nghe noi dén.
Internet Relay Chat (IRC)

Ban ciing c6 thé tan gau "tai chd" v6i ngudi khéac, vi ho sé trong thdy nhiing
gi ban g trén ban phim ngay sau khi ban nhan phim Enter dé gui thong diép ctia ban. Va
ban, ngay 1ap tirc ciing s& thay dugc nhimng gi ngudi khac danh. Cac kénh (channels) IRC
thuong ton tai hang loat cac chu dé chung chung va d6i khi ky quic, trén nhiéu kénh,

nguoi ta chi can nhac may va bat dau... tim su.
File Transfer Protocol (ftp) - Giao thirc chuyén tap tin

Khi cac ban d@)ng nghiép cua ban noi réng: "Ban c6 thé "kiém dugc" chuong
trinh nao do trén Internet", thi chic 1a ho dang mudn noi dén viéc st dung ftp, hoac file
transfer protocol, dé chuyén nhimng tap tin ctia chuong trinh tir mot ftp server (may

quan gia) dén may tinh ctia ban. C6 hang ngan ftp server trén Internet, va chiing dua ra
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hang trim ngan tap tin bao gdm nhitng chuong trinh mién phi (firee program) va nhiing

tap tin 6 hoa (graphics files).
Cach s dung Telnet

Dich vu telnet 13 két ndi dén mot may & xa ctr y nhu 1a ban dang sir dung mot thiét

bi du cudi (terminal) duoc két ndi truc tiép.

Dich vu telnet 13 mot trong nhimng dich vu Internet lau doi nhat (cung véi ftp va e-
mail) va van thuong dugc coi 1a mot trong nhitng dich vu Internet hitu dung nhét. Khi nhitng dich
vy méi hon xuét hién, sy phd bién cua telnet di bi giam st ddng ké. Boi 18 xem xét mot trang
Web dé c6 duge thong tin 1a mot cong viéc dé dang hon nhiéu so véi viée st dung telnet dé dang

nhép (log into) vao mdt may tinh chu (host computer).

Khi chay telnet, ban phai khai bio cho né tén ciia may chi & xa (remote host) dé no
con biét duong ma nbi toi. Ban gb cai tén d6 vao dong 1énh, néu co; con néu ban dang sir dung
mdt chuong trinh telnet didu khién bang trinh don (menu-driven telnet), ban s& chon chirc ning
Connect tu trinh don va nhap tén may chu vao trong mot hop thoai (dialog box).

Sau khi thuc hién viéc két ndi, bét cir thir gi ban gd vao déu duoc giri dén may chu &
xa, va no s& giri tré lai cho ban cac hdi dap. Néu may chu d6 yéu cau mot sy dang nhap (login),
thi cling nhu moi may chu khac, n6 doi ban phai dua ra tén ngudi dung (user name) va mat lénh
(password) hop 18 dbi véi may chi do.

Khi ban ding xuét (log out) khoi may chu & xa (remote host), hau hét moi phién ban
cua telnet déu thoat ra han (exit), boi vi chung cho rang khi ban théi két ndi véi may & xa tac 1a
ban d3 két thuc viéc su dung telnet. Cac phién ban khac cua telnet, ddc biét la nhiing phién ban
chay v6i Windows hodc Macs, thuong bi roi vao tinh trang "an khong ngdi roi" dé chd ban
"ngam ctru" xem c6 nén két ndi voi mot may chii khac hay 1a thoét ra quéach!

Ngwoi dung UNIX.

Hau hét moi hé théng UNIX déu c¢6 mot chuong trinh cé thé tam goi 1a telnet. bé

chay no, ban phai tuan theo dang 1€nh nay: telnet hostname.
Thay hostname bang tén cia may chu Internet ma ban muén dang nhép vao.
Nguwoi dung Windows.

Hau hét cac phan mém Internet tron go6i (ching han Internet Chameleon) déu c6 kém

theo mot chuong trinh telnet. EWAN telnet 1a mot chuong trinh WinSock telnet mién phi ma
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ban c6 thé kiém dugc bang ftp nic danh. Chwong trinh nay thi dugc cung cép san tir
ftp.cica.indiana.edu trong thu muc /pub/pc/win3/winsock, mirrors.alo.com trong thu muc

/pup/cica/pc/win3/winsock va tir nhitng mirror sites khac.
Ngudi dung Mac.

NCSA Telnet dugc cung cdp san boi ftp nic danh tir ftp.wustl.edu trong thu
muc /system/mac/info-mac/comm/tep va tai cac sites khac luu trit cic phan mém Mac

Internet.
thoat khoi mot phién telnet

Thinh thoang lai c6 mt chuong trinh bt tuan "thuong 1énh" trén mot may chu ¢ xa
(remote host) khong chiu cho ban thoat khoi mot phién lam viéc (session) hodc mot sy tic nghén
mang nao d6 khién cho may chu & xa tré nén cham chap dén ndi ban c6 cam tuong 1a c6 no ciing

nhu khéng.

Trén cac hé théng UNIX, ban c6 thé 16i kéo su chu ¥ cua telnet bang cach go Ctrl+]
(Ctrl va d4u ngodc vudng phia phai). Néu khong c6 ngay lap tirc mot ddu nhic telnet>, ban hiy
nhan Enter dé c6 nd. Hién di co6 rat nhiéu bién thai khac nhau cta 1énh thoat dé ban st dung;
nhung trong sé do, 1énh quit 13 thudc loai "ngoai hang" va ching c6 1y do gi ngin tré ban tung
"biru bdi" nay ra dé "day" cho telnet mau mau khon hon dep ngay "cai su két nbi" va thoat ra
khong dugc cham tré.

Céc phién ban cua telnet trong nhirng hé thong str dung ctra sé (windowing systems)
c6 mdt myc vao trinh don (menu entry) Disconnect (huy Kkét néi) hodc tuwong ty nhu vy ma ban
c6 thé st dung dé két thiic mot phién lam viéc (session).

Khong c6 may chu Internet (Internet host) nao lai di cho phép ban telnet vao no ca.
Mot méay tinh cht phai chay mét chwong trinh telnet server cho nhitng nguoi mudn ding nhép.
Hau hét cac may chu c6 cac telnet servers déu chi cho phép nhitng ngudi c6 tai khoan méi dugc
dang nhap vao. Chi c6 mot sé it may chu Internet 1a d& cho moi ngudi ra vo thoai mai.

Scott Yanof ¢ dai hoc Wiscosin gitt mét danh sach "Special Internet Connections"
(nhitng két ndi Internet dic biét) liét ké mot vai telnet sites cong cong. Ban co thé tim thiy nd

trén Web tai URL nay: http:/www.uwm.edu/Mirror/inet.services.html

Nhiéu chi muc Gopher ciing ¢ nhitng tham chiéu dén céc telnet sites cong
cong. Trén mot trinh don Gopher, mot muc telnet dugce chi rd béng <TEL> hay mot biéu

tugng thiét bi dau cudi (terminal icon) nho nho; khi ban chon muc d6, Gopher thuong cho
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ban mot goi y vé cai tén dang nhap nao nén ding va sau do telnet dén may chu thich hop
cho ban.
6. Gi&i thiéu e-mail
6..1. Gidi thiéu E-mail:
E-mail - viét tat cta Electronic Mail (thu dién tir) 1a mét dich vu duoc trién khai

trén cac mang may tinh cho phép ngudi dung co thé giri thu cho nhau.

o day “thu” la mot t¢p dang text, hanh dong chuyén thu duoc thuce hién theo
phuong thirc truyén giri cac tép nay trén cac dudng truyén dan ctia mang. Trong nhiéu
truong hop thu con cé tir ddng nghia 14 thong diép (message), dung ra thong diép can

duoc hiéu 12 mét thu ngén khong vuot qua mot cau.
E-mail 1a dich vu co ban nhét va phé thong nhét trén mang, la nén tang dé xay
dung mot van phong khong gidy (paperless office).

6.2. Cac md hinh hoat ddng cta dich vu E mail:

- M6 hinh théng diép truc tiép: Theo md hinh nay, cac thong diép duoc gui truc

tiép, ngay lap tic t6i cac may dang hoat dong trén mot LAN.

- M6 hinh hop thw lwu: L.a md hinh khach-chu cua dich vu thu dién tir, theo do

chuong trinh thyc hién dich vu nay duoc viét thanh hai phén chuong trinh chay doc lap
tuong dbi:

+ Chuong trinh phia Client (khach) chay trén cdc may tram lam vi¢c
clia mang va phan phia Server (chi1) chay trén may chu ctia mang. Ngudi ding
soan thao thu, 4n dinh dia chi nhan va “ra 1énh” gui thu thong qua chuong
trinh client vé may chu cia mang.

+ Chuong trinh Server don nhén cac thu gtri tir Client, Iuu trit vao cac hop thu
luu.

+ MOi ngudi ding cling nhan va doc thu ctia minh bang cach ding
chuong trinh phia client duyét danh sach céc thu guri cho minh va doc thu quan tam.

+ Chuong trinh Server ciing c6 thé phat tin hiéu bao ¢ thu cho

nhiing nguoi dang lam vi¢e trén mang.
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- M6 hinh Internet Mail: 1.4 md hinh lién két cac hop thu luu trén Internet, moi

hop thu luu cho mot ving. Néu tat ca cac lién két dang dugc thuc hién, thu s& duoc

chuyén dép hop thu luu dich trong vai gidy, truong hop nguoc lai né sé duoc chuyén

budc qua timg hop thu luu va cac duodn lién két dang thuc hién dé dén dich cudi cung.

. Tao hom thw mién phi

Co rat nhiéu dia chi web ta c6 thé tao duoc mot dia chi thu mién phi nhu

Yahoo.com, hotmail.com, vietfun.com,...

Hudng dan tao hom thu mién phi trén Yahoo.com
- G0 dia chi www.yahoo.com
- Chin Email hoZAc Chekmail
- Chén Sign Up Now
- Chén Sign Up Now ( T'i « Free Yahoo! Mail)

YaEoO! Mail &7
Welcome to Yahoo! Mail

Wahoo! Mail offers a variety of email solutions to fit your needs.

Free Yahoo! Mail

Loaded with Great Features

+ Fras 4MB starags

+ State-of-the-art spam protection

+ Advanced virus protection

- YahoolD:

- Password :

Yahoo! Mail Plus new Custom Email Address
Incredible Tools, Incredible Value
+ POP Access & Forwar ding .
= Larger attachments .P
s

+ profassionsl email solution
(ex: sales@widgetdesigns, cam)

« Starting st $35/year

Sign Up Now

Email Made Just For You
a :

address
+ Extra Storage, and maore! TR R@TR === E= )

+ Starting st $29.99/year

Sign Up Now

Lesrn More

Go tén hom thu can tao (Khdng ddu, khéng cach)

G0 mat khau ( i nhat 6 ky ti, phdi tdt ché dé go tiéng Viér)

- Retype password: G& lai mat khau

- Sercurity Question:
- Your answer:

- Birthday:

- Gender:

- First / Last name:

Chon cau hoi tuy chon (chon bat k)
G& vao cau tra 10 (it nhdt 4 ky ti)
G0 ngay thang nam sinh

Chon gié1 tinh

GO ho va tén dém
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- Langgue:

- Zip Code:

- Industry :

- Title :

- Enter the word:

- Chon Submit this form

Chon ngdn ngir

G0 ma nudce

Chon nghé nghiép (chon bat ky)
Chon chtic vu (chon bdt kp)

G tir hién thi ¢ hop dudi
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- GO dia chi www.yahoo.com

- Chon Email hoac Mail
- GO dia chi thu vao hop Yahoo ID

- G mat khau vao hop Password

- Chon Sign In

Gido trinh Tin hoc van phong

Y&aHoO! Mail£(

Yahoo! - Help

Welcome to Yahoo! Mail
You must sign in to read or send mail.

\“_«J;

~ Newand '

7 Impmedl '

New to Yahoo!?

Get Yahoo! Mail, CNET Editors' Choice!

Free email

Free 4MB storage - up to twice as much as
other free email providers!

Free state-of-the-art spam protection

* hecess from virtuslly anywhers, anytime

Easy acoess to Yahoo! services like Address
Book and Calendar

$ign up now

Leam maore..

@  Chon Check mail: Dé nhan thu (man hinh xuét hién)

Inbox

Wiew: All | Unread | Flagged

’::-”" Anh

r Anh

Check All -

Delete Mark as Unread
Sender

- MNguyen Tran Tue

T- Tran Thanh
r asroma

T MNguyen Huong

uh

Ee: le sent you a Yahoo! Greeting

Internet

sarry for ry late
Re: chon dap an

Mguyen Tran Tue [ ¢.o\) hoi cho VTV

Clear All

Existing Yahoo! users
Enter your ID and password to sign in

*fahoal ID:
Password:

™ Remember my ID on this camputer

Mode: Standard | Secure

Sign-in help  Password laokup

Gethe email addvess you've always wanted
with Personal Address

Messages 1-5 of 5 | First | F'r: ﬂus | Mext | Last

Date L]
Wed 01,01

fon 1230
han 12£30
hlon 12723

Wed 1213

202k

ect

2k A

B7Tak

Delete .Mark as Unread J_ bowve to folder... JI OKl

Messages 1-5 of 5 | First | Frevious | Mest | Last

& Muén doc thw ndo thi nhéy vao thu do.

& Chon Compose: Pé gui thu
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; Pia chi
i\ nguoi nhan

. Pia chi ‘
tdong guri toi :

CompOSE [ Plain | Color and Graphics )

Save as a Draft

Spell Chack

Canael

Insert addresses from Address Book or enter nicknames (separated by commas)

Bee:|

.- - Subject [

Attachments: | Attach Files |

.
Lot

IPﬁrﬁgrﬁph jIan

BB n /o

Do

jlﬁi?ﬂj I™ Wiew HTHL Source

2 EE s

|_ |_ |8 Intemet

Sond 3 Froa Grosfi . g
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HUONG DAN SU DUNG OUTLOOK EXPRESS

Outlook Express 1a mot phdn mém tng dung dung dé gtri va nhan cac théng
diép(message) nhu thu dién tir (E-mail), ban tin di¢n tir (E-news),... cua hang Microsoft.
Outlook Express 1a mot phdn mém ndm trong bd céng cu phan mém MS Office. Tuy
nhién, ké tir phién ban Windows 98 tr¢ di, Outlook Express bét ddu duoc tich vao ngay
trong hé diéu hanh Windows.

Day 1a mot tién ich giri va nhan thu dién tir dat tai may cia nguoi dung. Vi vay dé
c6 thé giri hay nhan mot thu dién tir, nhét thiét ngudi dung phdi cé mot hép thw dién tir.
Ngoai ra, nguoi diung con can phdi biét dia chi ciia mdy chii givi nhédn thuw c6 két ndi toi

may tinh cua nguoi dung.

Trong tai liéu nay, chiing t6i xin duoc gidi thidu vé phién ban Outlook Express 5.

6.3.GIOI THIEU SO BO OUTLOOK EXPRESS
Khéi dong Outlook Express

Phan mém tmg dung Outlook Express ¢6 biéu tugng 1a e Thong thudng biéu
tuong truy nhap Outlook Express nim ngay trén thanh tac vu (task bar) cia Windows.

Pon gian va nhanh nhat, nguoi sir dung kich chudt vao biéu tuong.
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Asten || & 1 )l >

(&

Click chuit vio

dy d& vao
Outlook: Express

Hinh vé 21. Truy nh@p nhanh Outlook Express qua thanh tac vu

Mot cach khéc, ta cling c6 thé truy nhap Outlook Express thong qua menu cua

Windows.
T E Programs (3 Accessories 4
c (5 EnglishStudedn  »
: @ Documents P (3 Oracle »
_ (3 serialz 2000 v
% Seattings »
E ﬁ Internet Explorer
. @ Search 3 Microzoft Excel
:§ Microsoft PawerPoint
&
@ Ak Microzaoft Project
Fun Microsoft Yisio
- Microsaft ward
; Shut Diown... 2 .I:I|_|t||:n:||::, Express
Click chuiit vao
i - 2 a3k
#li stant |J ()= =37 day 4t vao
Outlook Express

Hinh vé 22. Truy nh@p Outlook Express qua menu

So lwge man hinh cua Outlook Express
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He thing Toolbar

Tén Folder dang chon

| B Edt Vew Lo

[N B

13 ook Exprmes

' ; 1
= I Local Polders Dt Do Thang 113072002 11:3
& Inbox (=] [} L1 Pham thi Hurer Trang Bt Casd Tuam 232002 12-0€
78 Outbax (£ Do Du: Thang Template 232002 1:51.
D Sent: llere <O i CIC - Do Quarg Tas P fian Gan s by 21072002 114
(J Dlnted ftoms ('] L) P the bauryan Trsteg B caes 012 busaes b 1 BJOCAGT Ger © 33200z §o4l .
& oraits “ L5 Pn thi e Trag Baa cat busn 03-08/00 3102008 12:C
ﬂﬂ-{ 7]} L P e Hurger: Trang BT 31 7200 IZ:E":
1| Y T W | l"
1.Cac Folders Prome BFC . DoGung Tao Tor 4. File ﬁ_rl.hkem — o
chira thw treng Subject; P, For yoar infe: Oracie? Co thes hie thw v
@ mit hip the From: Que Mguyen An A
[ 3 To: MS Tech il JikliL) in et
" 1| Sent Wadnesday, January 23, 2002 12 504 _]
- ! |
0o uang Tac Subject: For your infa Oracle? C

3. Mii dung cia
hike the dwee
chon

Thanh trang thai

2l
Hinh vé 23. Man hinh chinh ctia Outlook Express 5
Twong ty nhu IE5, man hinh chinh ciia Outlook Express 5 cung bao gdm cac
phan:

= Menu: Bao gdm céc chirc ning khai thac tmg dung

" ToolBar: Bao gdm nhimg chirc ning thuong ding trong Outlook
Express

. Man hinh chinh: Chtra cdc thong tin li€n quan téi hop thu, ndi dung
thu,...

= Thanh trang thai: Thé hién trang thai hién hanh ctia Outlook Express

Thanh ToolBar (thanh cong cu)
Thanh ToolBar ctiia Outlook Express duoc cAu trac mot cach don gian va thuan

tién nhat cho ngudi ding, né cung cip cac chirc ning tién loi cho phép ngudi dung c6 thé
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thuc hién cac 1énh mdt cach nhanh chong. Tuy theo Folder chon lua 14 Inbox, Outbox,...
trén thanh ToolBar s& xuit hién céc chirc ning co ban, bao gdbm:

. New mail: Goi dén cira s6 cho phép nguoi dung tao thu méi. Ngoai ra nd
con ¢6 thé cung cip cac miu tao thu khi ngudi dung Kich chudt vao miii tén trén muc
nay.

. Reply (Reply to sender): Gui tra 101 thu dang chon t6i dia chi cua nguoi
gui.

= Reply All: Gui tra 161 thu dang chon toi tat ca cac dia chi khac c6 nhan

duogc birc thu. Bao gom ca dia chi cua nguoi gui (6 muc To) va cua cac dong gui (& muc

CO).
. Forward: Gui thu dang chon cho mét nguoi khac.
= Print: In n6i dung cua buc thu dang chon.
. Delete: Xoa birc thu dang chon. (lwu ¥: viée xo4 thu thuc chét 1 chuyén

thu dang chon vao Folder Delete. Chi nhitng thu da ¢ trong Folder Delete méi dugc xoa

thuc su).

= Send/Recv: Gti va nhan thu. Khi chon muc nay, Outlook Express sé& léy
cac thu gii &én hop thu va dura vao Folder Inbox dong thoi chuyén céc thu co trong Outlook
di.

= Addresses: M& s6 danh ba dia chi, cho phép ngudi dung cdp nhét dia chi
e-mail mdi1 vao danh ba.

= Find: Tim kiém thu trong Folder thu chon lya.
Chure nang Send/Receive dugc Outlook Express thuc hién tu dong ngay khi nguoi

dung vao Outlook Express. Tuy nhién, ngudi ding ciing c6 thé chi dong bam nat nay dé

yéu cau nhén lai hay gui thu di.

Tra lvi thw Innii dung thw Nhin‘gwd thw Tim kié
trong dan]i Huc
Jo@ = £

‘ hew Ml Rephy Rephi Al Fﬁward Pnnt Delete Seru:l.l'F!ecv Addresses Fl'u:l

| Eoi thw | Eﬁémuc diachi

Chuyén thw cho
ngwii thir ha
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Hinh vé 24. ToolBar trong Outlook Express

Cac Folder ctia Outlook Express

Céc Folder dung dé phan loai thu c6 trong hop thu bao gom: thu méi dén, thu giri
di, thu bi xo04, thu da doc, thu chua doc,...

Theo mac dinh, Outlook Express tu dong tao 05 Folder cho ngudi dung. Ngoai ra,

nguoi dung con co6 thé tao cac Folder cia minh d€ phan loai thu theo ti€éu chuan cua

riéng. Kha nang nay s€ dugc gidi thi¢u cu thé & phan sau.

Cluiba c e thw givi gii .tég

Fold X

e | Chira cée thw gied di vé
13 Outlook Express e

: dang dwwc chuyen di

E--@ Local Folders

45 Inbox (2)

Chika cac the di duoc
gir di thinh cing

\‘\L" Chia cdc thu 44 bi x4 |
?{ra cac thw dang soan

Folder chira thw theo tigu
chuan cia ngwi ding

Hinh vé 25. Cac Folder chtra thu

Luu y: Khi tén ctia Folder dugc thé hién nét dam, diéu d6 c6 nghia rang trong

Folder do6 c6 chtra thuy ma nguoi dung chua doc!

Pé hiéu rd hon céc chirc ning, chung t6i xin duogc gidi thiéu chi tiét trong cac
phan tiép theo.
ACCOUNT GUT NHAN THU PIEN TU

Outlook Express la mot ph'?m mém tién ich guri nhan thu. Cho nén dé thuc hién
dugc cong viée nay Outlook Express cin phii dwoc két néi téi hgp thuw dién tiv cua
nguoi dung.

Két ndi ciia Outlook Express td1 mdt hop thu dién tor dugce thuc hién nho vao
Account. Qua do, ¢ thuc hién gtri nhan thu thong qua cidc Account nay. Mbi Account dai

dién cho mot hop thu cia nguoi dung.
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Quan Iy Account gtri/nhan thu
Nguoi dung c6 thé dé dang quan 1y cac Account bao gom: tao méi, huy bo hay
stra doi thong tin vé& Account,... thong qua man hinh Internet Account. Dé vao man hinh

nay, hay don gidn chon muc Accounts trén menu Tools.

Tools Message Help

: Send and Receive >

Spnchronize All

| Address Book... Ctrl+Shift+B
' Add Sender to Address Book
Message Rules »
Mew decount Signup »
Options...
Hinh vé 26. Menu Accounts cho phép quan 1y cac Account
Internet Accounts Thém me Account 2=
All Fail | MHews I Diirectomy Servicel B Add 4
Account | Type | Connection | Remaove
L= BFC - mail mail [default] Ay devailable -
%Yahm - mail mail Any Available Properties

default == hic dinhlim ag [efault

I

viéc viri Account nay
Hufr b Aécoun\t—“J
Rpoit. .
Thay d8i ndi dung
Tén Account giei‘nhin thw Account
Set Mrder... |

Cloze

Hinh vé 27. Ctra s6 quan 1y cac Account trong Outlook Express

Tao méi Account giri/nhan thw
Dé tao mdi modt Account, nguoi dung chi can chon phﬁn Mail trong man hinh
Internet Mail r6i tiép theo chon niit Add nim phia bén phai. Outlook Express sé& hién 1én

ctra sO Wizard cho phép nguoi dung khai bao cac thong s6 can thiét.

260



Giao trinh Tin hoc van phong

Internet Connection Wizard

Your Name

BFC traine]

Internet Connection Wizard

Internet E-mail Address

Nhap vio diachi hip thw
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Intemnet Connection Wizard x|

E-mail Server Names

My incoming mail serveris a |POP3 v | server.

Nhap vio diachi miy
chil nhin the vé

Incoming mail [FOP3, IMAP or H
[iooo —

A0 SMTP server is the server that is used for your outgoing e-mail

Dutgoing mail [SMTP] server:
10001

Nhip vao diachi may
chii i the di

3 < Back I Hext > I Cancel | 4

Intemet Connection Wizard x|

Internet Mail Logon

Tén Accouni
Type the account name and pazsword y qiven you,
Account name: Ihfl:_lrainer g
Password:  — il

¥ Remember passwih
. Mat khiu truy nhip hip thw
If wour Internet service provider requires you to use's

[SPA) to access your mail account, select the Log On Using Secure Pazsword
Authentication [SPA]' check box.

[ Log on using Secure Password Authentication [SPA)

< Back I Mest » I Cancel |

Hinh vé 28. Chudi hinh anh Wizard tao Account cua hop thu
Céc thong s can khai bao bao gom:

. Tén cuia Account

= bia chi ciia hdp thu ma Account két ndi toi

. bia chi may chu quan 1y thu (Mail Server)

. Mat khau truy nhap hop thu. Muc nay cé thé khong can khai bao ngay.
(Néu chua khai bao, Outlook Express s& hoi ngudi ding mat khau truy nhap hop thu mdi
khi né thuc hién két ndi toi hop thu).
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Outlook Express cho phép ngudi ding cé thé tao nhiéu Account khac nhau két
ndi t6i nhidu hop thu khac nhau. Va bao gio ciing ¢6 mot trong s6 cac Account di tao
duoc xem 1a mac dinh (Set Default). Account thuong dugc uu tién thyc hién trude va cod

thé duoc Outlook Express thuc hién mot s6 cong viéc mot cach tu dong.

Sira d6i Account giri/nhan thw

Dé stra ddi mot Account, nguoi dung chi can chon Account can sira, r6i don gian,
bam niit Properties trong man hinh Internet Account. Outlook Express s& hién 1én Man
hinh Account properties cho phép ngudi dung dé dang thay ddi cac thong tin vé Account

duoc chon.

Cac thong tin ma nguoi dung can quan tdm ciing twong ty nhu thong tin di duoc

liét ké trong phan thém méi Account.
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#% BFC trainer Properties

General | Sewersl Eonnectionl Secuntyl Advancedl

Tén Account

you would Tike to refer to these
& wiork" or "Microzoft Mail

Hail Account

Type the name
servers. For
Server'".

2]

Uszer Information

Hame: |BFE trainer

Organizatiorn: I

E-mail address;  |bfc_traineri@ibfc. com
! N

Reply address: |
Dia chi hip the twoeng
ing viri Account

¥ Inchude this account

Cancel Apply

=]

BFC trainer Properhies

General Servers | Eonnectionl Securityl Advancedl

Server Information

My incoming mail server iz a

Pia chi may chi
giviva nhin thw

20|

Incoming mail [POP3]: I‘I 000 /

Outgoing mail [SMTP): I‘I 0001

Incarming Mail Server

Account name: Ibfc:_lrainer

Pazzword:

™ Log on using Secune Passwond &
Outgaing Mail Server cip hip thw

[ My server requires authentication

M3t khiu truy

Settings... |

=]

Cancel |

Apply

Hinh vé 29.

Man hinh Account properties
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Xo04a Account giri/nhan thw

Tuong tu nhu viée stra d6i Account thu, ngudi ding chon nat Remove thay vi nat

Properties dé xo4 Account thu dang chon.

NHAN, PQC, GUI VA TRA LOI THU PIEN TU
Phwong thire giri va nhan thw

B¢ nhan thu dién tir, ngudi dung can thyuc hién cac thao tac sau:

" Khéi dong Outlook Express
. Kich chudt vao nut FendfRec¥ hoic vao muc menu Tools\Send and

Receive\Send and Receive All.

n Hop biéu dién tién trinh s& cho nguodi ding biét dugc tién trinh giri va
nhan thu.
= Trong khi giri/nhan, nguoi ding ciing c6 thé ngung cong viéc nay bang

cach bam nit Stop. Hodc bAm nut Hang up when finished dé huy két ndi toi hop thu.

ﬁ; Outlook Express
Checking far new messages an 'mail vinyn'. :
.. Stop |
Receiving meszage 12 of 37...
I <<Dataks |
[~ Hang up when finished
Tasks I Errars |
Tasks | Status | Connection
¥ Check for new messages on 'mail vnn.v...  Executing Vi
0 of 1 tasks have completed successfully 4=

Hinh vé 30.  Hop biéu dién tién trinh giri/nhan thu

Luwru y: Néu nguoi dung chwa khai bao mat khau truy cap hop thu trong Account
tuong tng thi Outlook Express s& yéu cau ngudi dung phai nhap vao mét khau truy nhap

hop thu dé thuc hién viéc két ndi toi hop thu va tai thu tir hop thu vé hay gui thu d6 di.

Tao méi mot bire thw
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bé tao mdéi mot bure thu, nguodi dung chi kich chudt vao nut wewrai | trén thanh

Toolbar.

thu.

Man hinh New Message xuat hién cho ngudi ding soan thao birc thu dé giri di.

Mot bire thu thong thudng dwoc ciu triic 1am 02 phan: phan tiéu dé va phan noi dung

Phan tiéu dé sé c6 mft s6 muc sau:
. Dia chi ngudi nhan (To): La dia chi cla tat ca nhitng nguoi nhan bic
thu.

. Dia chi ctua ngudi ddng nhin (CC): Vé chirc ning nhimng dia chi thu
trong phan CC ciing s& nhan dugc thu giéng hét nhu trong phan To. Tuy nhién vai trd
cua nguoi nhan thu lai khac nhau.

. Dia chi ciia ngudi ddng nhan dau tén (BCC): nhitng dia chi trong phan
nay déu nhan dugc buc thu giri t6i. Tuy nhién khac véi phan CC, trong phan tiéu dé cua
btrc thu duge giri di sé khong co dia chi clia nguoi nhan d6 mic du nguoi d6 van nhan
dugc thu. Phan BCC s& xuit hién khi nguoi dung Kich chudt vao nut o hodc

[ Co:

. Tiéu d& cua buc thu (Subject): Thong thudng d6 1a dong chit biéu thi

cho toan bd ndi dung burc thu.

Chii y: Néu c6 nhiéu dia chi trong phan To hay CC cua buc thu thi cac dia chi

nay phai duoc viét phan cach nhau boi diu cham phay ().

minh.

Phin ndi dung thu:

Trong phan ndy, nguoi ding c6 thé tuy ¥ soan thao ndi dung birc thu theo ¥ mudn cua
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Py =
G th & dao tao Oracle moi Thye hign disth kem fle
a ew |nset  Fomat  Tool: “preweege ——
2 A
x % Dia chi gitd thw dén g V@ l! S
Send Uk Copr Speling | Attach  Prioriky
!

R T Iphucnd@bfc.com V

[ Co | L'Tiéu de the J
——

Subject: IChuong trinh dao tao Oracle moi

Attach: @Chuong trinh dao tao Cracle. doc (566 KB)
— | File dinh kém (néu cd) I
arial =] E|B £ U i

L= 5 Ea— =

=

BFC hign d4 cd chuong trinh 40 tao méi nhét v& CSOL Oracle i
=

o
(-]

Noi dung cia
the muon gid di

Hinh vé 31. Man hinh New Message dé tao mot birc thu

S

Pinh kem file vao birc thw

Ngudi ding c6 thé dinh kém bat ky mét file dit liéu nao vao trong ndi dung ciia
btrc thu. Khi d6 toan b file dinh s€ dugc gui di cung vdi bire thu téi hop thu ciia nguoi
nhan. Tai ddy ngudi nhan co thé tai vé va luu file dinh kém 1én dia hay truc tiép mo file.

Day 1a mot hinh thirc truyén tai lidu rat phd bién théng qua con dudng thu dién ti.

Dé thuc hién viéc dinh kém file, nguoi dung thuc hién theo cac bude sau:

. Kich chudt vao nit co biéu twong dinh ghim Lm trén thanh ToolBar
hodc chon chirc nang Insert\File Attachment.

. Hop thoai Insert Attchment hién ra cho phép nguoi dung tim va chon

tén cua file thong tin dinh kem. Bim nut Attachment dé thuce hién viée dinh kém file.
. Mot brc thur ¢6 thé ¢6 nhiéu file dinh kém khac nhau.

Luu y: Khong nén dua qua nhiéu file dinh kém vao trong thu vi nhu vay thu gii

di c6 thé co dung lugng qua 16n. Nhu vy s& ton nhiéu thoi gian dé giri va nhan thu.
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Kiém tra thw va doc thw

Cong viéc kiém tra va doc thu con dugc goi 1a Check mail. Sau khi nguoi dung da
bam nat Send/Recv dé thyc hién nhan va chuyén thu. Cac thu gui téi hop thu ciia nguoi
dung déu s& dugc tai vé may tinh cia minh. Thong thuong, cac thu tai vé déu duoc dat

trong Folder Inbox va Folder nay s& dugc thé hién dudi dang chir nét dam.

Chuyén t6i Folder Inbox, cac thu trong Folder s& dugc hién ra trong danh sach
phia bén phai. C6 mot sb dic diém trong danh sach thu ma ngudi dung can biét:
= Tén thu c6 nét ddm cho biét thu d6 chua duoc doc. Nguoc lai, tén thu do
s€ cO nét nhat.
= Céc thu co file dinh kém, s& c6 mot biéu tuong kep gidy nim phia bén

trai.
| Thing tin vé ngwei g thw I | Tieu de bic thwe I | Ngay gitv nhin thw I
¥ | From | Subject | Received | -]

[Z1BFC - Do Quang Tao Fiy; For wour info; Oracle? Co the bi xuyven thung! 17242002 11:56 PM
[ Dao Duc Th . N - 113002002 11:33 PM
£30ao Duc Thang Chirnét thuimg ==> Thw 44 doc j f30i

(=) Pham thi Huyen Trang Bao Ca - 2132002 12:08 AM

(=) Dao Duc Thang Templake 213f2002 1:51 AM
() BFC - Do Quang Tao Fin! Bao a dao bao 2/19/2002 11:50 FM
i?hﬁ nét dim ==> Thw chwa doc tu 18/02f02 den 010302 3132002 1:41 AM
e = - /03-08/03 3/10{2002 12:07 ...
(= 1Pham thi Huyen Trang 3/17/2002 12:33 ..
B4 Nguyen Duc Phuc Reé-Tai lieu Dracle 4,/8/2002 2:25 ...

[<]

Hinh vé 32. Danh sach thu co6 trong Folder

Dé doc thu, ngudi ding chi can don gian chon thu can doc trong danh sach thu
phia bén phai. Toan bd nodi dung cia birc thu twong tng s& dugc hién thi & ngay man hinh

phia phia dudi.
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Subject: F

From: BFC \{\m QuanaTao Toc phucnd@blo com ——  [Ewdinkin | y

For your infoc Oracle?
.

xuyén th

Tuy nhién,
I&i chi tric
mail giri ch
nhét" vi c

“ma thai".

m déc flén mat cth
trén. Ong ta cho ran

Bruce Schneier, nha sang lap dting theri 13 Gig—dc Cling nghé | === Thw cé dinh kém file

Security, Thangthan phat bigu: "Tai khongthlc hl."rn khiu hig 2
te. Tiv "khdng thé bi xuyén thing” mang . Khi Oracle ndi phan mem
ciia ho khéng thé bi xuyén thing, thi c M“‘P vao i

avidson 4 |én tiéng bac bé n
E] khﬂng cdng hang Trong
Mullen, dng ta cho biét Oracle dat théng bao cla L|Ichf:e|d D' wtrl W

Tieu d& hire thw

6 bifu terng dinh ghim

Hinh vé 33.

Noi dung birc thu

Thu c¢6 file dinh kém thi s& c6 mot biéu tugng kep gidy nam ngay goc trén phai.

Nguoi dung khi nay c6 thé tai file dinh kém vé may hodc mo file dinh kém ra xem. Dé

lam duogc diéu nay, nguoi dung can:

Kich chudt vao biéu tuong kep gidy.

Trong hop thoai Windows Attachment Warning, ngudi ding c6 thé

tiép tuc chon Open it néu mubn mé file dinh kém ludn, hodc chon Save it to disk dé luu

giit file nay vao may tinh.

I]pen Attachment Warning

Opening:
f s 225ipg

-

Some files can contain vinses or othenwize be harmful to wour
computer. |t is important to be certain that this file iz from a
trugtworthy sounce,

“what would you like to do with thiz file?

¥ Always ask before opening this type of file

Ok I Cancel |

Hinh vé 34.

Tra loi thw

Hop thoai x&c nhén mo¢ file dinh kém hay ghi 1én dia
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Ngudi ding c6 thé tra 10i tit ca cac birc trong Folder thu. Trong thu tra 10, dia chi
giri t6i (dia chi To) s& chinh 1a dia chi ctia ciia ngudi da gui birc thu dén hop thu cua

nguoi dung trude do6 (dia chi From).

Nguoi dung c6 thé chon chiic ning Reply £ dé giri thu tra 101 t6i chi duy nhat

dia chi ctia ngudi di giri buc thu (phan From cua buc thu gui dén).

Hoic ngudi ding ciing ¢ thé chon chirc ning Reply All @ dé guri thu tra 101
t61 dia chi ctia ca nguoi da giri birc thu (phan From cta bic thu guri dén) 13n dia chi caa

nhirng ngudi khac c6 nhan duoc bire thu (phan CC cua buc thu giri dén).

Noi dung cta thu ban dau s& dugc thé hién ngay trong buc thu gui tra nhung duge

danh déu ¢ phia bén trai cia mdi dong thur.

Trong birc thu tra 101, ngudi dung ciing c6 thé dua vao do céc file dinh kém twong

tu nhu trong phan tao thu.

Xo4a thw
B¢ x0a mot buc thu nao do, nguoi dung chi can don gian chon ti€u dé cua buc thu

can xo4 roi bam nut Delete trén ban phim.

Luwu y: Khi x04 mot birc thu, Outlook Express s& chuyén thu d6 vao trong Folder
Delete. Vi vy dé xo4 han thu ndy, ngudi dung can phai xo4 ca birc thu ¢6 trong Folder

Delete.

PINH DANG NQI DUNG BUC THU
Pinh dang cho birc thw

Outlook Express cho phép nguoi dung co6 thé lya chon dinh dang cho mét birc thu

theo mot trong 2 loai dinh dang:
= Dinh dang van ban (text): ddy la dinh dang thu don gian nhat. Chir viét
trong burc thu gidng hét nhau va chi quan tim t6i ndi dung bire thu. Pinh dang nay s& lam

cho kich thudc cua buic thu tré nén gon nhe.
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= Pinh dang si€u van ban (HTML): day la dinh dang thu m¢ rong. Theo
d6, nguoi ding co thé trinh bay birc thu gan gidng nhu trinh bay mot vin ban trén MS.
Word nhu: sir dung nhiéu font chit, ¢& chit, mau sic khac nhau... Ngoai ra nguoi dung

cling co thé dit tranh nén, am thanh cho buc thu gui di...
Phan nay s€ gidi thi¢u viéc dinh dang thu trong ché dd siéu van ban.

bé 1am dugc diéu nay, nguoi dung can phai dat dinh dang thu thudc loai HTML.
Vao muc menu Format\ Rich text (HTML).

.‘§ Mary Christmas and happy new year |- [O] =]

J File  Edit “iew Inset Fomat Toolz: Message Help

jt%‘&ﬁ%mgﬂs&

Send [0t Copy Paste  Undo Check Spelling

3

To: |aulac@hcm.vnn.vn
(e

thanhbinh{@saigonnet. vhledungi@hcm. vhn.vh;
kimkhanhi@hcm. fpt.vh; ducdungl@yahon. com

Subject: IMary Christrnas and happy new year

[Coric: Sans M D[ D Z Bz uA

Hinh vé 35. Buc thu ¢6 dinh dang siéu van ban

Thay d6i font chik, ¢& chir, miu sic cia chir
Don gian nhét nguoi ding chi viéc danh dau doan vin ban can thay ddi rdi chon
loai font chit, c& chit, mau sic tuong ung thong qua mat loat cac nat dinh dang trén phén

tiéu dé thu.

[Comic Sans M5 = = =B o oA | ==

Hinh vé 36. Cac nut dinh dang van ban cho thu

Dinh dang mau nén, hinh anh nén cho birc thu
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bé thay ddi mau nén cho buc thu, nguoi dung chon muc menu: Format\
Background\ Color\<Mau nén twong vng>. Outlook Express cho phép nguoi ding

dinh mau nén cho thu theo 16 mau co ban.
Dé tao hinh anh nén cho birc thu, nguoi dung chon muc menu:

Format\Background\Picture. Outlook Express s& hi¢n 1én hdp chon tén file hinh anh

nén. Nguoi ding can chi ra tén file hinh anh dung dé 1am nén cho birc thur.

Background Picture
File: I LI aK I
Browse I Cancel |
Hinh vé 37. Hop chon tén file hinh anh nén cta bac thu

Pinh dang am thanh cho birc thw
Tuong tu cho viéc tao am thanh nén cua buc thu, nguoi dung chon muc menu:
Format\Background\Sound. Outlook Express s€ hién 1én hop chon tén am thanh. Nguoi

dung can chi ra tén file 4m thanh s& dugc st cho buc thu.

Background 5ound HE

g Please choose the zound you would ke to ingert
inka paur message.

File: IC:\MEDIA'\EtmeIody.wav Browse... |

Repeat Setting

&' Play the sound |1 3: tirnes.
" Continuously
ak. I Cancel |

Hinh vé 38. Hop chon tén file am thanh st dung trong buc thu

Khac v61 hop chon file hinh anh. Trong hdp chon file &m thanh, nguoi dung con

c6 thém mot vai tuy chon thiét 1ap ché do Am thanh.

Pinh sd lan lap lai tdi da ctia Am thanh hodc c6 thé dé cho Am thanh duoc lap di

1ap lai lién tuc.

Chén bo sung hinh inh vao birc thu
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Ngudi ding ciing c6 thé chén bo sung cac hinh anh vao trong birc thu cia minh
dudi dang mot dbi tugng ciia birc thu khong phai 14 hinh dnh nén nhu da trinh bay ¢ muc

trén.

b¢ lam duoc di€u nay, ngudi dung chon muc menu Insert\Picture

43 Picture [ 7 x|
Picture Source: || Browse... | [k |
Alternate Text: I Cancel |
i-Layout Spacing

Aligrnment: IBaseIine "'I ﬂorizuntal:l
EDrderThickness:l Wertical: I

Hinh vé 39. Hop chon tén file hinh anh chén vao ndi dung thu

Trong hop chon nay, ngudi ding con cé thé thiét 1ap mot sé tuy chon cho hinh

anh chén vao buc thu nhu:

. Pua kém 11 cha dan cho hinh anh chén vao
= Xac dinh vi tri dat 1oi cha dan cho hinh anh.
. Xéc dinh d6 ddm, nhat khudn vién cua hinh anh.

BOOK ADDRESS - SO DANH BA PIA CHI
Ngoai viéc gui va nhan thu dién tir, Outlook Express con cung cép mét sé danh ba
dia chi cho phép ngudi ding c6 thé Iuu lai cac dia chi néi chung cia bat ky mot ca nhan

hay t6 chtrc nao do.

273



Gido trinh Tin hoc van phong

[E% Address Book - Main Identity
File Edit Yiew Tools Help
= x %
Mew Properties Delete  Find People Print Action
Type name or select from list: I
Mame < E-Mail Address Business Phone | Home Phc
Bui Dang Khoa bdkhoal@zaigonnet. vh 8966545
@ Computer
Do Kim Thoa dkthoal@hcrm. vhn.vh 8424218
ﬁl Education
Hoang Anh Tu anhtuiEhotrmail. com
mlmporl & Export
Le Thuan Yen thuanyenizivahoo.com 8466135
Luu Thi Trang luutrang@hatmail. com
Mguyen Hong Son - hongsoni@ihn.whn.vn 8235642
Mguyen Thanh Dat  datthanhifpt hem.vn 8925742
Phan Thanh Long long@hem. vhin.vn
Tran Khai Mguyen  tknguyen(=saigonnet. vn oER5E19
Tran Yan On artran{@hcm, vin.vh
L« | H
|1 4 itemz 5

Hinh vé 40. S6 danh ba dija chi

Thém méi dia chi cia mgt ca nhan vao danh ba
Pé thém méi dia chi vao danh ba, nguoi dung chon muc File\New contact.
Mot cira s6 Properties hién ra cho phép ngudi dung nhap vao cac thong tin vé mot

ca nhan hay t6 chuc nao do.

Le Thanh Mhan Properties [ 2]

Harme IHome I Businessl Personall Other I NetMeetingl DigitalleI

ﬁ Enter name and e-mail information about this contact here.
- [ Thong tin ngutti edn lidn he
First: ILe Middle: IThanh Last: INhan

Title: ISAL Dizplay: ILe Thanh Mhan j Hickname:l
N

E-Mail &ddresses: IItnhan@hcm.vnn.vn

Add

Edi; |
Eemove |
Set as efault |

Bia chl e-mail edn luu

™ Send E-Mail using plain test anly.

Ok | Cancel |

Hinh vé 41. Luu thong tin vé mot c4 nhan

274



Gido trinh Tin hoc van phong

Chon nat Add dé nap cac thong tin da khai bao vao danh sach dia chi luu gitr
trong may tinh.

Nguoi dung lap lai cac thao tac khai bao thong tin va Add dé dwa thém nhiéu dja
chi khac nhau vao danh séach luu gitr.

Dé loai bo dia chi ciia mdt c4 nhan ra khoi danh sach, nguoi dung chi can chon

dia chi can loai bo roi bam niit Remove.

Nhom lién hé trong danh ba

Ngudi ding ciing c6 thé tao cac nhom lién hé trong sé danh ba. Viéc 1am nay rat
hiru dung khi ngudi ding muén giri cac thong diép dén nhiéu ngudi trong nhém ma
khong can thiét phai nap vao dia chi cta timg nguoi trong nhém, Outlook Express thuc

hién cong viéc nay thay cho ngudi dung.

Thém méi mot nhém lién hé
Nguoi dung chon muc menu File\New Group dé thém m&i mot nhom.

Cira sO properties cho phép nguoi ding nhap vao thong tin ctia nhom.

Software Company Properties
Group I Group Details |

% Type a name for your group, and then add members. After creating the group, you can
add ar remove items at any time.

Group Mame: ISoftware Company 2 Memberlz)

To add a perzon ko the group, select the person from your address book, or create a new contact
in vour address book, or just type the name and e-mail of the person and click Add.

Select Members |
Mew Contact |
Remove |
Froperties |

13
u

E=|Hoang &nkh T

Hamg: I
E-Mail: | Al
oK I Cancel |
Hinh vé 42. Cura sO properties quan ly nhém
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Moi nhom cé mot tén nam trong phan Group Name va c6 mot danh sach cac

thanh vién trong nhom Group Members.

Nguoi dung c6 thé bam nut Select Members dé dua cac thanh vién vao nhom va

bam nut Remove dé loai bo thanh vién khéi nhom.

Select Group Members EHE
Type name or select from list:
f Find... |
IMain ldentity's Contacts j [ —
Name | E-Mz = Select -» I EZIBui Dang Khaa
ﬁl Book store Hoang &nh Tu
Bui Dang Khoa bakh
ﬁl Computer
Do Kirm Thoa dkthe
ﬁl Education
Hiang &nh Tu anht_|
@Impnlt & Export
Luu Thi Trang Itz =
4 I I 3
Mew Contact | Properties | P I I ﬂ
ak. | Cancel |
Hinh vé 43. Ctra s6 thém méi thanh vién vao nhoém

Tim kiém dia chi c6 trong danh ba
Outlook Express cho phép ngudi ding c6 thé dé dang tim kiém dia chi cia mot ca

nhan nao dé trong sé danh ba.
Nguoi ding 6 thé tim kiém dia chi mot cach chinh xac hay gan chinh xac. Nguoi

dung ciing co thé tim kiém dia chi cin ctr theo mot hodc nhiéu loai thong tin khac nhau

nhu: té€n goi, s6 dién thoai, dia chi,...

Gtri thu cho m§t ngwoi hay mgt nhom trong danh ba
Vi vige luu gitr cac dia chi trong s6 danh ba cta Outlook Express. Moi khi mudn gui
thu cho mdt cd nhan hay mot nhom trong s6 dia chi, nguoi dung chi viéc Kich chudt vao ntt
T2 hodc B EE trong phin dau dé cta birc thu dang soan thao. Ctra sb Select Recipients

cho phép ngudi ding c6 thé lya chon dia chi c4 nhan hay nhém dé gui toi.
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Select Recipients EH
Type name or select from list:
I Find... |
IMain |dentity's Contacts j ~ [ e
Mams E-hiz = Tor - |
:Book store
EZIBuiDang Khoa [Chon thinh vién hodc nhdm thinh vign | ﬂ
s ——
ﬁ Computer
D Kim Thoa dkthe Ce > | |E2] Computer
ﬁ Education
Hoang &nh Tu anhb— 4 _’I
@Impult & Export —I_I
EZILuw Thi Trang Juutrzw|  Bee:
L »
Mew Contact | Properties | ﬂ—l ﬂ
0K I Cancel |
Hinh vé 44. Lua chon céc dia chi gui thu

Mot cach khac nhanh va don gian hon, ngudi ding cé thé Kich dup chuét vao dia

chi ciia mQt c4 nhan hay mdt nhoém trong man hinh Contacts

Contacks

X

BFC

Iﬁ Do Quang Tao
Iﬁ Le Duc Trung

Pai chi lién
@ Mguwen Duc Phﬁ

lac thing ﬂmﬁmgj

@ wegbi@hin, wnn,wn

Mhom dai chi lién lac

Hinh vé 45.

Man hinh Contacts chira cac dia chi c6 trong danh ba

THIET LAP QUY LUAT NHAN THU RIENG
DPay la mot chirc nang nang cao ctiia Outlook Express, cho phép nhirng nguoi sur dung

thanh thao c6 thé nhan thu vé theo nhimg quy tic riéng ctia minh nhu: chi nhan vé céc thur thoa

mén mot s6 diéu kién nhat dinh, phan loai thu nhan vé trong céc Folder dugc chi dinh...

Tao va xoa cac quy luat nhan thw
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Pé tao quy luat nhan thu, nguoi dung chon muc menu Tools\Message Rules\Mail...

Ctra s6 Message Rule cho phép ngudi ding c6 thé tao nhimg quy tic nhan thu ciia minh.

Message Rules HE
Mail Rules | Hews Flulesl Blocked Sendersl

These rules will be applied to Mail meszages.

Salers mail
TModify... |
LCopy |
Bemawve |
Lpply Mo, |
o awe [p e = B |
Rule Description [click on an underlined value to edit it);
Apply thiz rule after the meszage arives
'where the Subject line contains 'S slers’
Move it to the Salers folder
Cul ludtdudetao

Ok

Cancel |

Hinh vé 46. Cira s6 Message Rules

Cira sO ndy sé& hién thi tat ca cac quy luat nhan thu do nguoi dung dinh nghia.
Nt bam New cho phép ngudi ding tao méi mot quy ludt nhan thu.

Nut bim Modify cho phép ngudi dung sira d6i mot quy luat nhéan thu.

Nut bom Remove cho phép ngudi ding xoa bé mot quy luat nhan thur.

Nt bam Apply Now cho phép ngudi ding 4p dung quy ludt nhan thu vao viéc

nhan thu cia Account hién thoi.

Ciac quy luat nhéan thuw

Sau khi bAm ntit New, Outlook Express sé& hién ra ctra s6 New Mail Rules cho
phép nguoi dung c6 thé dinh nghia quy luat nhan thu.

Quy luat nhan thu thiét 1ap gdm c6 cac phan:

= M¢nh dé di€u kién: bao gom céc di€u kién dugc stir dung trong viéc nhan

thu vé&. Nhitng thu nhan vé thoa mén diéu kién thi s& dugc ap dung quy luét nay.
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= Tac dong: bao gom cac tac dong s& ap dung lén buc thu nhan vé thoa
mén diéu kién. Vi du: chuyén thu d6 vao Folder ctia ngudi dung, sao chép thu d6 ra mot
Folder khac hay xo4 bo thu do,...

. Dién giai chi tiét quy luat nhan thu: nguoi diung dua vao cac thong tin cu
thé cho quy luat nhan thu s& dugc thiét lap.

. Tén cua quy luat: nhap vao tén cua quy luat nhan thu.

New Mail Rule 7] x|

Select your Conditions and Actions first, then specify the values in the Description.

1. Select the Conditions for your rule:;

[ ‘where the From line containg people ﬂ
Where the Subject line containg specific words
[ ‘where the message bady containg specific words ﬂ

2 Select the Actions for your rule:

Move it to the specified folder
O Copy it ta the specified folder
[ Delete it =

3. Rule Description [click on an underlined walue to edit it);

Apply thiz rule after the meszage anives
"Where the Subject line containg 'zalers'
o it bo the Salers folder

4. Mame of the rule:
ewy Mail Fule #1

u].4 I Cancel |

Hinh vé 47. Thiét 1ap cac quy ludt nhan thu
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Phan 6— Mot sé dé thi tham khao
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Dé s6 1
Thoi gian: 60°. Dang trac nghiém
Khong dung tai liéu

@ Cac phan cau hoi trong dé ap dung cho maéi trudng Windows va Office tir phién ban 2000 tro 1én.

PHAN 1- WINDOWS (1.5 &)

1.Chi ra thao tac dung khi can tao 1 folder mai
[ Chuyén dén folder dich (chira folder can tao), nhan phim phai, chon New rdi
chon tiép Folder. Cubi cung dat lai tén cho folder
O Chuyén dén folder ngué)n, chon File, New rdi chon tiép Folder. Cudi cung dat
lai tén.cho folder.
O Tu man hinh Desktop, nhéan phim phai, chon New, chon folder roi dat tén cho
folder.

2.Dé x04 1 folder, ngudi dung c6 thé
[ Chon folder can xo04 rdi nhin phim Delete
[ Chon folder can xo4 rdi nhan phim Enter
0 Gap folder tha vao thung rac
[ITét ca cc cach trén

3.Khi gip 1 folder nay tha vao 1 folder khac, Nguoi dung da thue hién thao tac
O Sao folder (copy) O Chuyén folder (Move) [ Xoa folder (Delete)

4 Nguoi dung c6 thé xoa moi biéu turong (Icons) trén man hinh Desktop?
O Dung O Sai

5.Khi da thiét 1ap dugc Account dé truy nhép Internet bang Yahoo hay Gmail, ngudi
dung co thé vao bat ctr dich vu Internet nao, & bit cir dau dé doc hay gui thu dién to
(electronic mail)?

O Dulng O Sai

PHAN II - WORD (4.0 &)

1.M6t vin ban word c6 thé chua
[ Céc ky tu chit s6 va cac ky tu dic biét
O Cac doi tuong dd hoa
O Cac hop van ban (TextBox)
O Tét ca cac loai trén

2.Mot van ban ¢6 nhiéu trang, mot trang van ban co thé g6m mot hay nhiéu doan
(paragraphs)
O Dung O Sai

3.Mot doan van ban ludn ¢6 nhiéu hon 1 dong

281



0o

oo

Gido trinh Tin hoc van phong

O Dung O Sai

4.C6 thé xac dinh (chon) mot khéi van ban
[ Bang chudt
[ Dung phim Shift két hop véi cac phim di chuyén con tro
O Ca hai

5.Hop vin ban (TextBox) gidng nhu 1 vin ban c6 thé chira moi d6i twong khac ké ca hop
van ban?
O Dung O Sai

6.Hop van ban co thé chén vao cac vi tri
O Moi vi tri trong van ban O Trong 1 hdp van ban khac
0 Trong cac doi tuong d6 hoa hay bang [ Tat ca cac vi tri trén

7.Mot van ban bao gi¢ cling ¢6 ‘ ‘
O 1l 021l 0O 31le O 41e

8.Pinh dang (Format) 1a thao tac dung dé
O Chén cac dbi tugng dac biét vao van ban: Hop van ban, dd hoa, cong thiec,...
O Lua chon va ap dat phong, cd chir, mau sdc cho cac khdi van ban

Dian dong, déng 1é cho cac doan vin ban

Vién khung, t6 mau cho nén

9.Pé thyc hién dinh dang cho hdp van ban hay cac ddi tuong dd hoa, nguoi dung co thé
[ Chon ddi tugng, nhan phim phai chudt roi chon Format Autoshape va thiét 1ap
dinh dang theo hudng dan
[ Chon d6i tugng, nhan Format, chon Format Autoshape va thiét 1ap dinh dang
theo hudng dan
[ Chon ddi tugng c6 dinh dang mong muén, rdi chon sao dinh dang trén thanh
cong cu ap vao ddi tuong can dinh dang.

10.Bang la mot ddi tugng dac biét cia Word. Nguoi dung ¢ thé chén bang vao van ban
theo cach
O Chon Table, nhin Insert Table va xac dinh sd hang s6 cOt can thiét
Chon Table, nhan Draw Table rdi v& bang va cac hang, cac cot
St dung hop van ban két hop véi ké duong
Tat ca cac cach trén
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11.Cac 6 trong bang co thé chua
O Cac ky tu chit/so O Moi doi tugng cua word
Mot bang khac O Tat ca cac loai trén

12.Khi cac 6 trong bang chira dit liéu sd ta co thé thuc hién cac phép tinh
0 Mot s6 phép tinh s6 hoc (Sum, ABS,...)
0 Mot sb phép tinh 16gic (and, or, not,...)

Céc 1énh chon (If)

Tat ca cac phép tinh liét ké trén

0o

13.Dé tham chiéu dén cac 6 trong mot bang, ddi véi cot
[ Nguoi ta dung theo kiéu danh s6 thir ty 1an luot tir trai sang phai: 1, 2, 3,...
O Nguoi ta dung cac chir cai hoa: cot 1 1a A, c6t 2 1a B,...
0  Ca hai cach trén

14.Cho bang sau
1 40
2 20
3 30
*

Hay chi ra cong thirc dung dé tim min ciia cac sb trong cot thir hai trong cac cong thirc
sau
O =Min(Above)
O =Min(B1,B2,B3)
=Min(B1:B3)
Tat cé céc cach trén

0o

15.D¢é tron vin ban kiéu Mail Merge, vian ban ngudn (Data Source) phai c6 dang
O Dang bang
[ Dang bang duoc dinh nghia dung (khong c6 dong trong trén bang, hang dau
tién ctia van ban chira tiéu dé, cac hang con lai chta dit liéu)
[ Tat ca cac dang trén.

PHAN III - EXCEL (4.5 d)

1.Mot trang tinh gdom tdi da
O 16384 hang, 256 cot
O 32767 hang, 256 cot
O 65536 hang, 256 cot

2.Dé tham chiéu dén cic 6 clia trang tinh, ngudi dung co thé dung
O Pia chi tuong ddi
0 Dia chi tuyét doi
0 Pia chi hdn hop (ban tuyét dbi)
[ Tat ca cac dang trén
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3.Vung tinh (Area) 1a 1 day 6 lién tuc gdm
O Child
[0 Mot khdi hinh vudng céc 6 lién tiép
[0 Mot khéi hinh chit nhat cac 6 lién tiép
[ Tat ca cac dang trén

4 Pé két thac nhép dir liéu cho 1 6, nguoi dung cod thé
[ nhén phim Enter
[ nhin cac phim miii tén *
[0 nhan phim space bar

5.Cong thure 1a phuong tién tinh todn quan trong cua Excel. Khi tinh xong, cong thirc sé

cung cap gia tri la

kiéu sb

kiéu ky tu

kiéu ngay thang

kiéu 16 gic

phu thudc kiéu gia tri ctia biéu thirc

agoooang

6.Cong thuc 1a sy két hop

cac hang, cac bién va cac ham boi cac phép toan sb hoc

cac ham thu vién

cac ham cua nguoi dung

cac hang, bién va cac ham (thu vién hay do ngudi dung dinh nghia) boi cac
phép toan sb hoc, 16 gic hay quan hé

aooad

7.Khi gia tri cac toan hang cta cong thic thay doi, gia tri ciia cong thirc
0 tu dong thay doi theo
[ khi nguoi dung nhan phim F9
0 phu thudc vao thiét lap ctia ngudi dung.

8.Chure ning sao dién (fill) chi ap dung
O voi di liéu kiéu sb
O voi dir liéu c6 tinh tha tu vira sb vira chir nhu kiéu: tha 2, tha 3,...
I ca 2 loai trén

9.Mot s6 tinh Excel ¢6 thé duge lvu dudi cac dinh dang khac
[ s6 tinh ctia cac phién ban Excel
O t€p van ban c6 dinh dang (Text Delimited)
O tép theo dinh dang XML
O tép co so dit licu
O] tht ca cac loai trén.

10.Trong 1 6 tinh, s6 dong co thé 1a
O 1dong O 2 dong ’
O khong gidi han O phu thudc vao thiét 1ap cua ngudi dung
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11.Khi can thiét 1ap dinh dang cho 6 tinh, ngudi dung thuc hién
[0 Chon 6, nhan Format; tiép theo chon Cells va thiét 1ap theo chu y.
O Chon 6, nhan phim phai chuot roi chon Format cells va thiét 1ap theo chu y.
O Mot trong 2 céch trén.

12.Khi thay doi chiéu cao hang, ngudi dung c6 thé
[0 Thay doi chiéu cao cua 1 hang
[ Thay d6i chiéu cao clia tit ca cic hang lién nhau dugc chon
[ Thay d6i chiéu cao cia tat ca cac cac hang duoc chon

13.Ving diéu kién (ving chtra diéu kién do ngudi ding thiét 1ap) bao gom
O Chi 2 hang va 2 cot
[ f{tnhat1a 2 hang 1 cot
[0 Phu thudc vao chu ¥ sir dung ctia ngudi ding ¢ thé nhiéu hon

14.Cho vung diéu kién sau

Tén Hang | Loai

Cam Loai 1
Loai 2

Quyt Loail

Diéu kién nay c6 nghia 1a
O Hang la cam loai 1 hay cam loai 2 hay quyt loai 1
O Hang la cam loai 1 hay loai 2 va quyt loai 1
O Hang la cam loai 1 hay loai 2 hay hang la quyt loai 2

15.Cho vung dit liéu dugc phan bd trén trang tinh nhu sau

A |B C D E

10 |Hang | Gia Ngay ban | Thanh tién
11 [ Cam [ 15000 | 1/11/05 150000

12 [ Quyt | 18000 | 1/11/05 216000

13 [Cam | 16000 | 10/11/05 | 320000

14 | Vai 25000 | 2/11/05 250000

15 | Sb tién ban cam: | ...........

Dé dém s6 mit hang 14 cam cho bang trén (1a 2), nguoi ding cé thé ding

0 Ham Count
Ham CountIF
Ham Dcount
Tat ca cac ham trén
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Thoi gian: 60°. Dang trac nghiém
Khong dung tai licu

@ C4c phan cau hoi trong dé ap dung cho mdi trudng Windows va Office tir phién ban 2000 tré 1én.

PHAN I - WINDOWS (1.5d)

1.Chi ra thao tac dung khi can tao 1 folder méi

[0 Chuyén dén folder dich (chira folder can tao), nhan phim phai, chon New rdi

chon tiép Folder. Cubi cung dat lai tén cho folder..

[ Chuyén dén folder ngudn, chon File, New rdi chon tiép Folder. Cubi cung dit
lai tén.cho folder.

[ T man hinh Desktop, nhan phim phai, chon New, chon folder r6i dit tén cho
folder.

[0 Tat ca cac thao tac trén

2.Trong Hé diéu hanh Windows, 2 khai niém Folder va Shortcut 1 nhu nhau?
O Dilng O Sai

3.Dé chon nhiéu dbi twgng (File/Folder) 1 luc, ngudi ding ludn c6 thé
[ St dung chudt dé thuc hién cac thao tac trong khi van nhan giit phim Shift
[ St dung chudt dé thyc hién cac thao tac trong khi van nhéan giit phim Ctrl.
O Dung chudt v€ bao tat ca cac doi tuong can chon.

4.Khi cai dat Phan mém trong mdy, thu muc chira phan mém sé& do
0O Hé théng lua chon va thong bao
O Nguoi dung sé chi dinh
[0 Hé théng va ngudi ding déu co thé Iya chon

5.P¢é truy cap Internet, nguoi ding c6 thé
[ Dung may tinh c¢6 nbi mang
O Dung may tinh riéng 1¢ c6 mé dem qua duong dién thoai
O Dung may tinh riéng 1€ qua duong ADSL
[ Tét ca cac cach trén
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PHAN II - WORD (4.0 d)

1.Dung Word c6 thé doc dugce cac tép co dinh dang
[0 Tat ca cac dinh dang (all files)
0 Word Document
O Rich Text File (RTF)
O Text File

2.Dung Word c6 thé doc dugc cac tép chuong trinh viét trén cac ngdn ngir Pascal, C?
O Dung O Sai

3.Tép van ban word c¢6 thé luu dudi cac dinh dang khac
O Trang web (html)
O Dang van ban Text
O Dang xml
[ Tat ca cac dinh dang trén

4 Mot van ban word c6 thé chua:
[ Céc ky tu chir, s6 va cac ky tu dic biét
[ Cac ddi tugng d6 hoa
O Cac hop van ban (TextBox)
O] Tat ca cac loai trén

5.Mot van ban word c6 thé dugc hién thi dudi nhiéu dang khac nhau: Normal, Layout,
Master document
O Dung O Sai

6.Mot khoi (block) van ban cé thé
O lalkytu
O la 1 tr hay 1 doan
[ 13 1 hay nhiéu trang
O] Tat ca cac loai trén

7.Khi da dinh nghia 1 khéi van ban, ngudi ding ¢ thé thyc hién moi thao tac soan thao
trén doi tugng do (thi du nhu sao, xo4, dinh dang, di chuyén,...)?

O bDung O Sai
8.Khi di thuc hién thao tac sao mot ddi tugng (khdi vin ban, dbi twong dd hoa, hop vin
ban ,. ...), nguoi dung cd thé dan nd nhiéu lan & nhi€u vi tri khac nhau?

O bDung O Sai

9.Khi hop van ban chira cac dbi tuong bén trong la hop van ban hay cac hinh v& bi xo4,
moi doi tugng bén trong bi xo0a hét?
O Dung O Sai
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10.M6t trang van ban ludn gdm cé 3 phan : Header, Footer va viing chira vin ban ?
O Dung O Sai

11.Header va Footer 14 viing vin ban dic biét va co thé chira
O Chi cac ki tur chir, sO O Cac ky tu chit s06 va duong ké
0 Moi doi tuong nhu van ban [ Moi doi tugng nhu vung van ban va cd so trang

12.Dinh dang (Format) 1a thao tic dung dé
O Chen cac ddi tugng ddc biét vao van ban: Hop van ban, dd hoa, cong thuc,...
[ Luya chon va ap dat phong, ¢& chit, mau sic cho cac khdi vin ban

Dian dong, dong 18 cho cac doan vin ban

Vién khung, t6 mau cho nén

13.Dé thyc hién dinh dang cho hdp van ban hay cac dbi tuong do hoa, ngudi ding c6 thé
O Chon d6i tuong, nhén phim phai chuot 161 chon Format Autoshape va thiét lap
dinh dang theo huéng dan
O Chon d6i tuong, nhan Format, chon Format Autoshape va thiét 1ap dinh dang
theo huéng dan
O Chon d6i tuong c6 dinh dang mong mudn, rdi chon sao dinh dang trén thanh
cong cu ap vao dbi twong can dinh dang.

14.S6 cot ti da cua 1 bang trong word 13 ’
O 63 O 256 O khong han ché

15.Cho bang sau:

1 40

2 20

3 30
%

Chi ra cong thirc diing khi mudn tinh tong cac s6 trong cot thir nhat (6 c6 du *)
O =Sum(Above)
O =Sum(Al,A2,A3)

=Sum(A1:A3)

Tat ca céc cach trén

PHAN III - EXCEL (4.5 &)

1.Mot s6 tinh (WorkBook) gom t6i da:
O 3 trang tinh (Sheet)
O 255 trang tinh
[ Khong han ché
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2.Pé tham chiéu dén céc 6 cua trang tinh, ngudi dung co thé ding
[ Dia chi twong ddi
O Dia chi tuyét dbi
[ Dia chi hdn hop (ban tuyét doi)
[ Tat ca cac dang trén

3.Dia chi 6 (nhan 6) thuong c6 dang
O <Nhan cot)<Nhan hang>, thi du A2 l1a 6 hang thir 2, ¢t A
[0 <R s thir thy hang>C<sd thi tu cot>, thi du dé chi 6 A2 thi viét R2C1
O Chi dugc chon 1 trong 2 dang trén
[ Tat ca cac dang trén

4. Pé tham chiéu t6i 1 viing tinh, ngudi dung co thé viét
[J Dia chi 6 du : dia chi 6 cudi, thi du A10:B12
[ Pung tén néu da dit tén cho ving
O Ca hai cach trén

5.Dé nhap dir liéu cho trang tinh, ngudi dung :
[ Bit budc phai nhap theo timg hang
[ Bit budc phai nhap theo timg cot
O Nhaptuyy

6.Moi 6 ctia trang tinh déu c6 thé chira
O Dir liéu kiéu sd, ky tu, ngay thang, tién té hay goi 1a phi khong gian
[ Dit liéu khong gian : cac d6i tugng d6 hoa, hinh anh, db thi
O Cong thic
O Tat ca cac loai trén

7.Cong thure 1a phuong tién tinh todn quan trong cuia Excel. Khi tinh xong, cong thure s€
cung cap gia tri 1a

Kiéu sd

Kiéu ky tu

Kiéu ngay thang

Kiéu 16 gic

Phu thudc kiéu gia tri clia biéu thirc

oooon

8.Cong thuc co thé sao chép
O Theo céach thong thuong dung Copy-Paste.
[0 Theo cach kéo tha: dit con trd vao goc phai dudi ciia 6 can sao rdi kéo ré dén
hét cac 6 can sao.
O Ca 2 céch trén.
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9.Khi thyc hién mo t&€p, Excel cho phép md véi cac tép

O
O
O
O
O

10.Khi can thiét 1ap d,inh dang ch0’6 tinh, nguoi dung thuc ’hién
0 Chono, nhé}n Format; tiép theo g:h(_)n Cells va thiét lap theor chuy.
O Chon 0, nhan phim phai chudt roi chon Format cells va thiét 1ap theo chu y.

O

S6 tinh ciia cac phién ban Excel
Té&p van ban (text file)

Tép theo dinh dang XML

Tép co so dir ligu

Tét ca cac loai trén.

Mot trong 2 céch trén.

11.Cho vung diéu kién sau

Tén | Gioi Van
tinh hoa

Lan | N

Hoa

bicu kién nay c6 nghia la

O
O

Tén la Lan va la nir
Tén la Lan hay Hoa va la nir

[ Tén la Lan la nir hoac tén la Hoa
O Tat ca moi liét ké trén

12.Cho ving diéu kién sau :

Tén Hang | Loai
Cam Loai 1
Cam Loai 2
Quyt Loail

biéu kién nay co6 nghia la

O Hang la cam loai 1 hay cam loai 2 hay quyt loai 1

O

O Hang la cam loai 1 hay loai 2 hay hang 1a quyt loai 2

13.Khi dung Auto Filter véi 1 co s¢ dir li€u, nguoi dung cod thé tim va loc dit liéu véi

Hang la cam loai 1 hay loai 2 va quyt loai 1

O Piéu kién tim kiém chi trén 1 cot
O bicu kién tim kiém c6 thé trén nhiéu cot
O Khong han ché, néu nguoi dung thuc hién céc thao tac loc lién ti€p (loc theo 1

cot 16i lai loc tiép trén cot khac).
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14.Khi tim kiém dit liéu béng ham HlookUp: HlookUp(gia tri tim, vung dir li¢u, hang léy

gia tri, tuy chon)

O tuy chonluén co giatrila 1
O tuy chon ludn co6 gid trila 0

O tuy chon khong dung

[ gi4 tri ndy phu thudc vao tinh chat ctia ving dir liéu

15.Cho vung dit liéu dugc phan bb trén trang tinh nhu sau

A |B C D E

10 |Hang | Gia Negay ban | Thanh tién
11 |[Cam | 15000 | 1/11/05 150000

12 [ Quyt [ 18000 | 1/11/05 216000

13 |Cam [ 16000 | 10/11/05 | 320000

14 | vai 25000 | 2/11/05 250000

15 | S6 tién ban cam: | ...........

Hay chon cong thirc ding trong cac cong thirc sau dé tinh tién ban cam dat vao 6 D15

O =SumlIF(B11:B14,”Cam”,E11:E14)

O = SumlIF(B11:B14,E11:E14,”Cam”)
O = SumlIF(E11:E14,”Cam”,B11:B14)

291



Gido trinh Tin hoc van phong

Thoi gian: 60°. Dang trac nghiém
Khong dung tai liéu

@ Cac phan cau hoi trong dé ap dung cho maéi trudng Windows va Office tir phién ban 2000 tro 1én.

PHAN I - WINDOWS (1.5 &)

1.Khi xo04 1 Shortcut, ddi twong lién két véi Shortcut s& bi x04?
O Dulng O Sai

2.’Tr0ng hé dié}l hanh Windows, tén cta cac doi tuong (File, Folder) khong dugc dung
tieng Viét c6 dau ?
O Duing O Sai

3.Dé st dung may tinh cai Hé diéu hanh Windows, ngudi dung duoc phéan thanh 3 nhom:
nhom Administrator, nhom nguoi dung han ché (limited) va nhom GUEST. Tat ca nguoi
dung ctia cac nhom déu ¢ quyén dit mat khau va stra doi mat khau minh?

O bDing O Sai

4.Khi dung Control Panel dé thiét 1ap cac tuy chon theo yéu cau, cac tuy chon nay cé tac
dong ngay 1ap tirc dén cac phan mém dang hoat dong trén may d6 ma khong can phai
khoi dong lai may?

O Dulng O Sai

5.Khi ngudi dung xo6a cac ddi twong (file/folder), cac ddi twong nay
O Ludn luon dugce luu lai trong folder Recylce Bin

Phu thudc vao nguén luu trit cta ddi tuong
0 Chi luu khi ¢ yéu ciu

PHAN II - WORD (4.0 d)

1.Mo6t khéi (block) van ban co thé
O lalkytu
O la 1 tr hay 1 doan
[ 13 1 hay nhiéu trang
O] Tat ca cac loai trén

2.Hop vian ban co thé chén vao cac vi tri
O Moi vi tri trong van ban O Trong 1 hdp van ban khac

[0 Trong cac d6i twong db hoa hay bang [ Tét ca cac vi tri trén

3.Mot van ban bao gio cling ¢6 ‘ ‘
O 1l 02l 0O 31 O 41é

4 Ngudi ding khong thé nhap vin ban ra ving 18 van ban?
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O Dulng O Sai
5.Gidng nhu hop vin ban, khi xoa di mot bang, cac dbi twong trong bang van con?
O bDung O Sai
6.Cho bang sau
1 40
2 20
3 30
* 3k

Chi ra cong thirc diing khi mudn tim s 16n nhat cta cac s trong cot thir hai
(6 ¢6 2 dau *)
O = Max (Above)
O =Max (Al,A2,A3)
= Max (A1:A3)
Tt ca cac cach trén

7.Noi dung hién thi cia van ban & ché d6 Print Preview va khi in ra gidy 1a
[ Luén ludn giéng nhau
[0 Vé nguyén tic 1a nhu nhau
O Ludn khac nhau

8.Van ban dang cot bao (Column) la
OO0 Dang van ban cdt nhu soan bao
O La vén ban bang
O La?2 dang trén

9.Mo6t vin ban chinh (Main Document) dung dé tron van ban c6 thé lién két
[0 Chi véi 1 van ban ngudn
[ it nhat 1a mot vin ban ngudn
0 Khong han ché

10.C6 thé chén vao van ban cac anh
0 Cac tép anh co6 san (BMP, JPG,...)
O Céc anh tir thu vién tranh (Galery Art)
[0 Céac anh chyp tir man hinh ctia moi img dung (kiéu PrintScreen)
[ Tat ca cac dang trén.
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11.AutoCorrect la thao tac
0 Dung dé go tat
[ Dung dé ting toc do soan thao vai font tiéng Anh bang cach gd tit va Word s&
thay tu dong bang tir da dinh nghia.
O Dung dé tang tdc d6 soan thao vai moi loai font b::ing cach go tat va Word sé
thay tu dong bang tir da dinh nghia.

12.S6 trang bat budc

O danh lién tuc, tir diu cho hét vin ban

[0 phai bat dau tir 1

[ theo ¥ ngudi dung : dénh riéng timg doan, bat dau Ia bat ky.
13.Thao tac sip xép vin ban ap dung cho

O van ban dang bang

[0 vian ban bat ky
0 van ban dang bang va chi cho ¢t s0

14.Cho bang sau:

10 20 30 *

Chi ra cong thirc diing khi mudn tinh tong ctia cac s trong hang thir nhat (6 c6 diu *):
O = Sum(Left)
O =Sum(Al,BI,C1)

= Sum (A1:Cl)

Tt ca cac cach trén

15.V6i Word, ngudi ding ludn c6 thé chuyén 1 bang sang dang Text c6 dinh dang va

nguoc lai?
O bDung O Sai

PHAN III - EXCEL (4.5 &)

1.Dé tham chiéu dén 1 6/ 1 ving ctia trang tinh, ngudi dung c6 thé ding
O Pia chi tuong ddi
0 Dia chi tuyét doi
0 Pia chi hdn hop (ban tuyét dbi)
[ Tét ca cac dang trén phu thudc cach ding

2.Dé nhap cong thirc, ngudi ding
O nhép nhu dir li€u binh thuong
[0 nhap dau =, tiép theo 1a biéu thirc
[ Dung Insert Function dé chon ham va nhap du cac thong s6
[0 Tat ca cAc cach trén
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3.Khi sao chép cong thure, nguoi dung
[0 Ludn bét budc phai dung dia chi tuyét d6i trong cong thirc
[ Dung dia chi ban twong ddi
[ Phu thudc vao tinh hudng c6 thé dung tuyét d6i, twong ddi hay hdn hop

4.Cac 6 tinh lién nhau c6 thé hop lai thanh 1 6 duy nhat?
O bDung O Sai

5.Khi thiét 1ap dinh dang cho 6 tinh, nguoi dung chi
[ thiét 1ap cho 1 6 hién thoi
O thiét 1ap cho cac 6 1ién nhau duoc chon
[ cho cac 6 duge chon khong lién nhau
O] tht ca céc lua chon trén, phu thude vao chu y nguoi dung.

6.Khi thuc hién thiét 1ap dinh dang 6, ngudi ding c6 thé dinh dang
[ Dang sd, ngdy, tién té
0 Dong ké
[ Vién khung
O To6 mau
[0 Mot vai hodc tat ca cac dinh dang trén.

7.Dé chén mot dbi tuong (objject) thi du nhur 1 hinh, nguoi ding c6 thé
O Chén vao trong 16
[0 Chénvé trum1én 1866
O Phu thudc vao chu y cheén ctia nguoi dung.

8.Nguoi dung co thé chép
O 1 trang van ban Word vao Excel
1 vung tinh/trang tinh tir Excel sang Word
Chi chép dugc 1 vung tinh tir Excel sang Word.

9.Cho ving diéu kién sau

Tén | Van
hoa
Lan | BH
Hoa

Diéu kién nay c6 nghia la:
O Tén la Lan va tét nghi¢p dai hoc
O Tén la Lan, tot nghiép dai hoc hay tén 1a Hoa
[ Tén la Lan hay Hoa va t6t nghiép dai hoc
O Tat ca moi liét ké trén
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10.Mot co so dit li€u trong Excel 1a

[0 La mot trang tinh bat ky cua Excel

[ La mdt ving tinh bat ky ciia Excel

0 La 1 viung tinh/ trang tinh dugc dinh nghia tt : gdm 1 s6 hang va mot s cot ;

hang dau chira tidu dé, cac hang sau chira dit liéu, khong co hang rong.

11.Khi tim kiém bang Auto Filter,khi thiét 1ap diéu kién (khi dung custom), ngudi ding

[0 Co thé sir dung cac phép toan quan hé AND, OR

O Khong dugc phép st dung

O Chi dung AND hay chi dung OR

12.Khi tim kiém bang VlookUp, ving dir lidu dé tim phai duoc b6 tri
O Theo dang cot ( gia tri tim va gia tri lay ra bd tri theo cot)

Theo dang hang ( gia tri tim va gia tri lay ra bd tri theo hang)
Theo dang bat ky

13.Khi dung ham xép loai RANK: Rank(gia tri, ving dif liéu, tuy chon), ving dit liéu
phai duoc thé hién theo dang
0 Dia chi tuyét doi
Dia chi twong d6i
Dia chi hon hop

14.Cho vung dit liéu dugc phan bb trén trang tinh nhu sau

A |B C D E F G

10 | Hang | Gia Ngay ban | Thanh tién | Hang | Hang
11 | Cam | 15000 [ 1/11/05 150000 Cam | Quyt
12 [ Quyt | 18000 | 1/11/05 216000 Vai
13 [ Cam | 16000 [ 10/11/05 | 320000

14 | Vai 25000 | 2/11/05 250000

Hay chon cong thirc diing trong cac cong thie sau dé tinh tién ban cam dit vao 6 D15:

O =SumlF(B11:B14,”Cam”,E11:E14)

= DSUM(A10:F14,”Thanh tién,F10:F11)

Tat cd cac cong thirc trén

15.Véi bang dir lidu trén, ngudi ding c6 thé trich rat ra cac mit hang 1a cam véi ving
dicu kién la

[ Céc 6 tir F10 dén F11
Cac 6 tr F10 dén G12
Cac 6 tir G10 dén G12
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Thoi gian: 60°. Dang trac nghiém
Khong dung tai licu

@ C4c phan cau hoi trong dé ap dung cho mdi trudng Windows va Office tir phién ban 2000 tré 1én.

PHAN I - WINDOWS (1.5 &)

1.Khi x04 1 folder/File trén dia cting hay dia mém thi khong thé khoi phuc lai duoc ?
O Dung O Sai

2.Dé chon nhiéu dbi tuong (File/Folder) 1 luc, ngudi dung ludn co thé
[ Str dung chudt dé thyc hién cac thao tac trong khi van nhén giit phim Shift
[ Sir dung chudt dé thuc hién cac thao tac trong khi van nhan gitr phim Ctrl.
O Dung chut vé€ bao tat ca cac ddi tugng can chon.

3.V6i 1 may tinh c6 nhiéu nguoi dung véi cac Account khac nhau, moi nguoi dung déu
c6 quyen cai dat thém phan mém mai hay xod bd cac phan mém da cai ?
O Dulng O Sai

4.Céc d6i twong bi x6a dugc luu trong Recycle Bin ¢ thé
O Khoi phyc tré lai

Khong thé khoi phuc lai hoan toan
OO  Ludn ludén khoi phuc lai hoan toan

5.Trong Windows, ngudi ding c6 thé
[0 Chi sao dugc mdi lan 1 tép hay 1 folder
Co thé sao dugc nhiéu tép va hay nhiéu folder 1 1an
O Chi sao dugc nhiéu folder 1 lan.

PHAN II - WORD (4.0 d)

1.Dung Word c6 thé doc duoc cac tép co dinh dang
Word Document

Rich Text File (RTF)

Text File

Tét ca cac dinh dang trén

ooon
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2.Dung Word c6 thé soan thao duoc
[0 Cac vin ban thong thuong nhu cac hop dong, gido trinh
M Céc luu do thuat toan vdi cac hinh vé 2D
O Trang Web
0 Tat ca cac loai trén

3.Mot van ban word c6 thé chaa
[ Cac ky tu chir s va cac ky tu dic biét
O Cac doi tuong dd hoa
O Cac hop van ban (TextBox)
O] Tét ca cac loai trén

4 .Hop van ban co6 thé chén vao céc vj tri
0 Moi vi tri trong van ban O Trong 1 hdp van ban khac
O Trong cac doi twong d6 hoa hay bang [ Tat cé céc vi tri trén

5.Nguoi dung khong thé nhap van ban ra ving 18 vin ban?
O bDung O Sai

6.Cac 6 lién nhau trong bang c6 thé dugc ghép lai dé tao thanh 1 6 16n hon va nguoc lai,
mot 6 c¢6 thé tach ra lam nhiéu 6?

O bDung O Sai

7.Cho bang sau

| 40

2 20

3 30
*

Vi bang trén, chi ra cong thirc diing khi can tinh Max cua céc s6 trong cot thir hai?
O =Max(Above)
O =Max(B1,B2,B3)

=Max(B1:B3)

Tét ca céc cach trén

8.Noi dung hién thi ctia vin ban ¢ ché do Print Preview va khi in ra gidy la
[ Ludn ludn gidng nhau
[0 V& nguyén tic 1a nhu nhau
O Luon khac nhau

9.Dé c6 vin ban khi in ra gidy A4 (kho Portrait 29.7 x 21 cm, vin ban cin déu) véi c¢& 21
x 16 cm thi cac 1& 1a

O Létrén= ...cm O Léduéi= ...cm

O Létrai= ...cm O Léphai= ...cm
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10.Dé soan thao véan ban cot béo, nguoi dung co thé
[ Soan binh thuong, sau d6 dung Format-Columns dé dinh dang
O Dinh dang béng Format-Columns sau d6 moi soan ndi dung
[ Dung kiéu vin ban bang rdi bo di cac duong vién
O Tét ca cac cach trén.

11.C6 thé chén (Insert) mot vin ban vao 1 vin ban dang soan thao
[0 Chi vao cudi vin ban hién thoi
0 Vao vi tri hién thoi cia van ban hién thoi
[ Ludn ludn vao cubi van ban hién thoi

12.AutoCorrect la thao tac
[ Dung dé gd tat
[ Dung dé ting toc do soan thao vé6i font tiéng Anh bang cach gd tit va Word sé
thay tu dong béng tr da dinh nghia.
[ Dung dé tang toc d soan thao v&i moi loai font bang cach g tit va Word sé&
thay tu dong béng tr da dinh nghia.

13.S6 trang luén duoc chén
O ¢ chan trang (Footer)
O ¢& dinh trang (Header)
O ca hai, theo y nguoi dung

14.Thao tac sap xép vin ban ap dung cho
O Van ban dang bang
[0 Vin ban bat ky
[0 Vin ban dang bang va chi cho cot s6

15 Nguoi dung co thé thiét 1ap lién két (Hyperlink)
[ Gitta cac phan trong ciing 1 vin ban
O Gitra cac van ban trén cung 1 may
[0 Vi cac tép bat ky (van ban, anh, Excel,...) trén ciing 1 may
[ Tat ca cac kha ning trén.

PHAN III - EXCEL (4.5 d)

1.Dia chi tuyét d6i
1 Ludn ludn sir dung dé xay dung cong thic
[ Rét it khi duoc sir dung trong cong thirc
O Phu thude vao cach tinh toan cua nguoi dung.

2.Ddi tuong tén (name)
O Chi dugc dung dé dat tén cho 1 vung dir liéu
[0 Chi dung dé dat tén cho ving diéu kién
O C6 thé cho ca 2 muc dich trén
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3.Dé nhép dir liéu kiéu ky tu cho 6 tinh:
[ Bit budc phai nhap dau nhay (« ) trude khi nhap dir liu
[ Bit budc phai nhap dau nhay don (* ) truée khi nhap dir liéu
[ Nhap ngay dit liéu khong can cac diu nhay

4. Dé nhap cong thirc, nguoi ding
O nhép nhu dir li€u binh thuong
[0 nhap dau ‘=, tiép theo 1a biéu thirc
[ Dung Insert Function dé chon ham va nhap du cac thong s6
[0 Tat ca cAc cach trén

5.Chon cong thirc dung trong cac cong thire dudi day
O =(BI1>10 OR (C1 >10)
O =OR(BI1>10,C1>10)
O Ca 2 cach trén.

6.Nguoi dung co thé thiét lap cong thice
[ Khi cac 6 lién quan dén cong thire di c6 gia tri
0 Co thé co gia tri hodc khong co gia tri déu ding
O ca 2 kha nang trén

7.Mot trang tinh Excel c6 thé xuét sang cac ung dung khac
O Word
O Cac loai co so dir liéu nhu Access, Foxpro
O] Tét ca céac loai trén.

8.C§ic 6 tinh lién nhau c6 thé hop lai thanh 1 6 duy nhét va nguoc lai co thé tach thanh
nhiéu 6?
O bDung O Sai

9.Khi thiét 1ap dinh dang cho 6 tinh, nguoi dung chi
[ thiét 1ap cho 1 6 hién thoi
O thiét 1ap cho cac 6 1ién nhau duoc chon
[ cho cac 6 dugc chon khong lién nhau
O] tht ca céc lua chon trén, phu thude vao chu y nguoi dung.

10.Khi can thiét 1ap dinh dang kiéu sb (Number) cho 6 tinh, nguoi ding
[0 Chi thiét 1ap duoc cho dir liéu s6
O Tat ca cac loai dix liéu trong Excel
0 Dir liéu s6 dugc dung nhu ky tu

11.Dé chén mot dbi tuong (objject) thi du nhur 1 hinh, nguoi ding c6 thé
O Chén vao trong 1 6
[0 Chén vé trim 1én 1866
O Phu thudc vao chu y cheén ctia nguoi dung.
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12.Ving diéu kién phai duoc thiét 1ap
O Khi nguoi dung thyue hién céc thao tac tim va trich rat dit li€u trén co so dir licu
O Khi st dung cac ham str 1y co so dir ligu
[ Tat ca cac thao tac trén

13.Cho vung diéu kién sau

Tén | Gioi Van hoa
tinh
Lan | Nir
Hoa Pai hoc

Diéu kién nay c6 nghia 1a
O Tén la Lan va la nir hay tén 1a Hoa va c6 trinh d¢ dai hoc
O Landvaténla Lan hay Hoa va c6 trinh d6 dai hoc
[ Tat ca moi liét ké trén

14.Khi tim kiém bang HlookUp, vung dit liéu dé tim phai dugc bb tri
O theo dang cdt ( gié tri tim va gid tri léy ra bd tri theo cot)

theo dang hang ( gia tri tim va gié tri 1y ra b tri theo hang)

theo dang bét ky

15.Cho vung dit liéu dugc phan bé trén trang tinh nhu sau

A |B C D E F G

10 | Hang | Gia Ngay ban | Thanh tién | Hang | Hang
11 [Cam | 15000 | 1/11/05 150000 Cam | Quyt
12 | Quyt | 18000 [ 1/11/05 216000 Vi
13 [ Cam | 16000 [ 10/11/05 | 320000

14 | Vai 25000 | 2/11/05 250000

Vi bang dir liéu trén, ngudi ding co thé trich rit ra cac mat hang khong phai cam véi

ving diéu kién 1a
O] Céc 6 tir F10 dén F11
Cac 6 tr F10 dén G12
Céac 6 tir G10 dén G12
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Thoi gian: 60°. Dang trac nghiém
Khong dung tai licu

& PE tra 101, thi sinh chi can khoanh tron/ danh dau vao muc can chon.

PHAN I - WINDOWS

1.Chi ra thao tac dung khi can tao 1 folder méi
[ Chuyén dén folder ngudn, nhan phim phai, chon New roi chon tiép Folder.
Cudi cung dat lai tén cho folder..
[0 Chuyén dén folder ngudn, chon File, New rdi chon tiép Folder. Cubi cung dit
lai tén.cho folder.
[ T man hinh Desktop, nhan phim phai, chon New, chon folder r6i dit tén cho
folder.

2.Trong H¢ diéu hanh Windows, 2 khai niém Folder va Shortcut 1a nhu nhau?
O bDung O Sai

3.Dé xo4 1 folder, nguoi dung c6 thé
[ Chon folder can xoa rdi nhan phim Delete
[ Chon folder cAn xo04 roi nhan phim Enter
[0 Gap folder tha vao thiing rac
[JTét ca cac cach trén

4.Khi x04 1 Shortcut, dbi twong lién két v6i Shortcut s& bi xo4 ?
O Dulng O Sai

S.Trong hé diéq hanh Windows, tén cta cac doi tuong (File, Folder) khong dugc dung
tieng Viét c6 dau ?
O Duing O Sai

6.Khi gap 1 folder nay tha vao 1 folder khac, Nguoi dung da thue hién thao tac
O Sao folder (copy) O Chuyén folder (Move) [ Xoa folder (Delete)

7.Khi xo04 1 folder/File trén dia cting hay dia mém thi khong thé khoi phuc lai duoc ?
O Duing O Sai

8.D¢é chon nhiéu ddi tuong (File/Folder) 1 lic, ngudi dung ludn co thé
1 Nhan phim Shift két hop v&i chudt
[ Nhén phim Ctrl két hop véi chudt
[ Dung chudt v& bao tat ca cac ddi tuong can chon.
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9.Khi cai dit Phin mém trong may, thu muc chira phan mém s& do
[: Hé thong lua chon va thong bao
O: Nguoi dung sé chi dinh
[: Hé thong va nguoi dung déu c6 thé lua chon

10.Nguoi dung ¢ thé xoa moi biéu tuong (Icons) trén man hinh Desktop ?
O Dung O Sai

11.Dé truy cap Internet, nguoi ding cé thé
[ Dung may tinh c¢6 nbi mang
O Dung may tinh riéng 1€ c6 mé dem qua duong dién thoai
O Dung may tinh riéng 1€ qua duong ADSL
[ Tét ca cac cach trén

12.Khi da thiét 1ap dugc Account dé truy nhap Internet bang Yahoo hay Gmail, ngudi
dung c6 thé vao bat ctr dich vu Internet nao, & bat cir dau dé doc hay giri thu dién tir
(electronic mail)?

O bDung O Sai

13.D¢é st dung may tinh cai Hé diéu hanh Windows, ngudi dung duoc phéan thanh 3
nhoém: nhém Administrator, nhém ngudi ding han ché (limited) va nhom GUEST. Tt ca
ngudi ding ctia cac nhom déu co quyén dat mat khau va stra d6i mat khau minh?

O Dulng O Sai

14.V6i 1 may tinh ¢6 nhiéu nguodi dung véi cac Account khac nhau, moi nguoi dung déu
c6 quyen cai dat thém phan mém mai hay xod bd cac phan mém da cai ?
O Dulng O Sai

15.Khi dung Cuntrol Panel dé thiét 1ap cac tuy chon theo yéu cau, cic tuy chon ndy c6 tic
dong ngay lap tirc dén cac phan mém dang hoat dong trén may d6 ma khong can phai
khé1 dong lai may?

O bDung O Sai

16.Khi ngudi ding x6a cac dbi tuong (file/folder), cac d6i twong nay
O Luon luon dugce luu lai trong folder Recylce Bin

Phuy thudc vao ngudn luu trit cia dbi tuong
0  Chi luvu khi c6 yéu cau

17.Cac dbi twong bi x6a duoc lwu trong Recycle Bin c6 thé:
O Khoi phyc tré lai

Khéng thé khoi phuc lai hoan toan
OO  Ludn ludén khoi phuc lai hoan toan
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18.Trong Windows, nguoi ding cé thé
[0 Chisao dwoc mdi lan 1 tép hay 1 folder
C6 thé sao duogc nhiéu tép va hay nhiéu folder 1 lan
O Chi sao dugc nhiéu folder 1 1an.

PHAN II - WORD

1.Dung Word c6 thé doc duoc cac tép c6 dinh dang
[0 Tat ca cac dinh dang (all files)
0 Word Document
O Rich Text File (RTF)
O Text File

2.Dung Word c6 thé doc duoc cac tép chuong trinh viét trén cac ngdn ngit Pascal, C?
O Dung O Sai

3.T¢p van ban word co thé luu dudi cac dinh dang khéc
O Trang web (html)
O Dang van ban Text
O Dang xml
O Tét ca cac dinh dang trén

4 Mot van ban word ¢6 thé chira
[ Cac ky tu chir s va cac ky tu dic biét
O Cac doi tuong dd hoa
O Cac hop van ban (TextBox)
O Tét ca cac loai trén

5.Mt van ban word c6 thé dugc hién thi dudi nhiéu dang khac nhau: Normal, Layout,
Master document
O Dung O Sai

6.Mot trang vin ban c6 thé gdm mot hay nhiéu doan (paragraphs)
O Dung O Sai

7.Mot doan vin ban luén ¢6 nhiéu hon 1 dong
O Dung O Sai

8.Mot khéi (block) vin ban c6 thé
O lalkytu
O la 1 tr hay 1 doan
[ 1a 1 hay nhiéu trang
O Tét ca cac loai trén

9.Tai mot thoi diém chi c6 thé dinh nghia dugc 1 khéi van ban ?
O Dung O Sai
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10.C6 thé dinh nghia mot khdi van ban
[ Bang chudt
[ Dung phim Shift két hop véi cac phim di chuyén con tro
O Caé hai

11.C6 thé chon mdt dbi twong vian ban (coi nhu 1 khéi) gdm nhiéu doan cach biét ?
0 Co O Khong

12.Kh§ da dinh nghia 1 khdi vén ban, nguoi dung co6 thé thuc hién moi thao tac soan thao
trén doi tugng doé (thi du nhu sao, xo4, dinh dang, di chuyén,...)?

O Dulng O Sai
13.Khi d3 thyc hién thao tac sao mot ddi tuong (khéi van ban, ddi tuong dd hoa, hop van
ban ,. ...), nguoi dung c6 thé dan né nhiéu lan ¢ nhicu vi tri khac nhau?

O Dulng O Sai

14.Hop van ban (TextBox) giéng nhu 1 vin ban c6 thé chira moi do6i tugng khac ké ca
hdp van ban?
O Dung O Sai

15.Kh§ hop van ban chura céac ddi tuong bén trong 1a hdp van ban hay céc hinh vé bi xo4,
moi doi tugng bén trong bi xo0a hét?
O Dung O Sai

16.HOp van ban cé thé chén vao céc vj tri
0 Moi vi tri trong van ban O Trong 1 hdp van ban khac
O Trong cac doi twong d6 hoa hay bang [ Tat cé céc vi tri trén

17.Mot trang van ban ludn gdm cé 3 phan : Header, Footer va viing chira vin ban ?
O Dung O Sai

18.M0t van b§"1n bao gio cling C(:) . .
O 11é O 21e O 31é O 41e

19.Nguoi dung khong thé nhap vin ban ra ving 1& vin ban?
O bDung O Sai

20.Header va Footer 1 viing vin ban dic biét va co thé chira
O Chi cac ki tur chir, sO O Cac ky tu chir s6 va duong ké
0 Moi doi tuong nhu van ban [ Moi doi tugng nhu viung van ban va cd so trang

21.Dinh dang (Format) 1a thao tic dung dé
O Chen cac ddi tugng ddc biét vao van ban: Hop van ban, dd hoa, cong thuc,...
[ Luya chon va ap dat phong, ¢& chit, mau sic cho cac khdi vin ban

Dian dong, dong 18 cho cac doan vin ban

Vién khung, t6 mau cho nén
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227. Pé thuc hién dinh dang cho hdp van ban hay cac ddi tuong dd hoa, nguoi dung co6
thé:
O Chon d6i tuong, nhén phim phai chuot r6i chon Format Autoshape va thiét lap
dinh dang theo huéng dan
O Chon dbi tuong, nhan Format, chon Format Autoshape va thiét 1ap dinh dang
theo huéng dan
O Chon d6i tugng c6 dinh dang mong mudn, rdi chon sao dinh dang trén thanh
cong cu ap vao dbi twong can dinh dang.

23.Bang 1a mot dbi twong dic biét cia Word. Ngudi dung c6 thé chén bang vao van ban
theo cach
[0 Chon Table, nhan Insert Table va xac dinh sd hang s cot can thiét
Chon Table, nhan Draw Table rdi v& bang va cac hang, cac cot
St dung hop vin ban két hop véi ké duong
Tat ca cac cach trén

24.S6 cot toi da cuia 1 bang trong word 13 )
O 63 O 256 O khong han ché

25.Cac 6 trong bang co6 thé chira: )
O Céc ky tu chit/so O Moi doi tugng ctia word
Mot bang khac O Tat ca cac loai trén

26.Gibéng nhu hop vin ban, khi xoa di mot bang, cac ddi twong trong bang van con?
O Dulng O Sai

27.Céc 6 lién nhau trong bang co thé duogc ghép lai dé tao thanh 1 6 1én hon va nguoc lai,
mot 6 ¢ thé tach ra lam nhi¢u 6?
O Dulng O Sai

28.Khi cac 6 trong bang chira dir liéu sd ta co thé thuc hién cac phép tinh
0 Mot sb phép tinh s6 hoc (Sum, ABS,...)
0 Mot sb phép tinh 16gic (and, or, not,...)

Céc 1énh chon (If)

Tat ca cac phép tinh liét ké trén

29.Dé tham chiéu dén cac 6 trong mot bang, ddi véi cot
[ Nguoi ta ding theo kiéu danh s6 thir ty lan luot tir trai sang phai: 1, 2, 3,...
O Nguoi ta dung cac chir cai hoa: cot 1 1a A, c6t 2 1a B, ...

C4 hai cach trén
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30.Cho bang sau:
1 40
2 20
3 30
%

Chi ra cong thirc diing khi mudn tinh tong cac s6 trong cot thir nhat (6 c6 du *)
O =Sum(Above)
O =Sum(Al,A2,A3)

=Sum(A1:A3)

Tat ca céc cach trén

31.V6i bang trén, chi ra cong thirc dung khi can tinh min cta cic s6 trong cot thir hai?
O =Min(Above)
O =Min(B1,B2,B3)

=Min(B1:B3)

Tat cé céc cach trén

32.N6i dung hién thi ctia van ban ¢ ché d¢ Print Preview va khi in ra gidy la
[ Luén ludn giéng nhau
[0 Vé nguyén tic 1a nhu nhau
O Ludn khac nhau

33.Dé c6 van ban khi in ra gidy A4 (kh Portrait 29.7 x 21 cm, van ban can déu) véi c&
21 x 16 cm thi céc 1¢ 1a

O Létrén= ...cm O Lédudi= ...cm

O Létrai= ...cm 0 Léphdi= ...cm

34.Van ban dang cot bao (Column) 1a
O Dang van ban cdt nhu soan bao
O La van ban bang
O La?2 dang trén

35.Dé soan thao vin ban cot béo, nguoi dung co thé
[ Soan binh thuong, sau d6 dung Format-Columns dé dinh dang
O Dinh dang béng Format-Columns sau d6 moi soan ndi dung
[ Dung kiéu vin ban bang rdi bo di cac duong vién
O Tét ca cac cach trén.

36.Dé tron vin ban kiéu Mail Merge, vian ban ngudn (Data Source) phai c6 dang
O Dang bang
[ Dang bang duoc dinh nghia dung (khong c6 dong trong trén bang, hang dau
tién ctia van ban chira tiéu dé, cac hang con lai chta dit liéu)
[ Tat ca cac dang trén.
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37.M6t van ban chinh (Main Document) dung dé tron vian ban c6 thé lién két
[0 Chi véi 1 van ban ngudn
[ ft nhét 1a mot van ban ngudn
0 Khoéng han ché

38.C6 thé chén (Insert) mot vin ban vao 1 vin ban dang soan thao
O Chi vao cudi van ban hién thoi
O Vao vi tri hién thoi cia van ban hién thoi
O Ludn ludn vao cudi van ban hién thoi

39.C6 thé chén vao vin ban cac anh
0 Cac tép anh co6 san (BMP, JPG,...)
O Céc anh tir thu vién tranh (Galery Art)
[0 Céac anh chyp tir man hinh ctia moi ing dung (kiéu PrintScreen)
[ Tat ca cac dang trén.

40.AutoCorrect 12‘17 thao :[éc
O Dung deé go tat

[ Dung dé ting toc do soan thao vai font tiéng Anh bang cach gd tit va Word s&

thay tu dong b;°1ng tr da dinh nghia.

O Dung dé tang toc do soan thao vdi moi loai font béng cach go tat va Word sé

thay tiu dong bang tir da dinh nghia.

41.S6 trang ludn dugc chén
O ¢ chan trang (Footer)
O ¢ dinh trang (Header)
O ca hai, theo y nguodi dung

42.S6 trang ludn 1a
O sb
[ dangsd Lami
O la cac ky tu chi¥ cai hoa, thuong

43.S6 trang bét budc
O danh lién tuc, tir diu cho hét vin ban
[0 phai bat dau tir 1
[ theo ¥ ngudi dung : dénh riéng timg doan, bat dau Ia bat ky.

44.Thao tac sap xép vin ban ap dung cho
O van ban dang bang
[0 vian ban bat ky
[ vin ban dang bang va chi cho cot sd
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45 Khi sap xép van ban, ngudi ding c6 thé
[ Chi sip dugc cho 1 cot
[ Sap cho tat ca cac cot clia van ban
0 S6 cot do ngudi dung chon

46 Nguoi dung co thé thiét 1ap lién két (Hyperlink)
[ Giira cac phan trong cung 1 vin ban
O Gitra cac van ban trén cung 1 may
[0 Véi cac tép bat ky (van ban, anh, Excel,...) trén cing 1 may
[ Tat ca cac kha ning trén.

47.Cho bang sau

| 40
2 20
3 30
* 3k

Chi ra cong thirc diing khi mudn tim s 16n nhat cta cac s trong cot thir hai
(6 ¢6 2 dau *)
O = Max (Above)
O =Max (Al,A2,A3)
= Max (A1:A3)
Tt ca cac cach trén

48.Cho bang sau

10 20 30 *

Chi ra cong thire diing khi mudn tinh tong ctia cac sd trong hang thir nhit (6 c6 dau *)
O = Sum(Left)
O =Sum(Al,BI,C1)

= Sum (A1:Cl)

Tt ca cac cach trén

PHAN III — EXCEL

1.Mot s6 tinh (WorkBook) gom ti da
O 3 trang tinh (Sheet)
O 255 trang tinh
[ Khong han ché
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2.Mot trang tinh gdm t6i da
O 16384 hang, 256 cot
O 32767 hang, 256 cot
O 65536 hang, 256 cot

3.Dé tham chiéu dén céc 6 cta trang tinh, ngudi ding co thé dung
O Pia chi tuong ddi
0 Dia chi tuyét doi
0 Pia chi hdn hop (ban tuyét dbi)
[ Tat ca cac dang trén

4.Dia chi 6 (nhan 6) thudong c6 dang
O <Nhan cdt)<Nhan hang>, thi du A2 1a 6 hang thu 2, cot A
[0 <R s thir thy hang>C<sd tha ty cot>, thi du dé chi 6 A2 thi viét R2C1
O Chi dugc chon 1 trong 2 dang trén
[ Tat ca cac dang trén

5.Vung tinh (Area) 1a 1 ddy 6 lién tuc gdm
OO0 Child
[0 Mot khéi hinh vudng cac 6 lién tiép
[0 Mot khéi hinh chit nhat cac 6 lién tiép
[ Tét ca cac dang trén

6.Dé tham chiéu tdi 1 ving tinh, ngudi ding c6 thé viét
[0 6 dau: 6 cudi, thi du A10:B12
[ dung tén néu da dit tén cho ving
O ca hai cach trén

7.D¢é nhap dit liéu cho trang tinh, ngudi dung
[0 bét budc phai nhap theo timg hang
[0 bét budc phai nhap theo timg cot
O nhp tuyy

8.Dé két thuc nhap dit liéu cho 1 6, ngudi ding c6 thé
0 nhin phim Enter
[0 nhén cac phim miii tén *
[0 nhin phim space bar

9.Moi 6 clia trang tinh déu c6 thé chira
O dir liéu kiéu sd, ky tu, ngay thang, tién t& hay goi 14 phi khong gian
[ dit liéu khong gian : cac di tugng dd hoa, hinh anh, do thi
O cong thuc
O] tht ca cac loai trén
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10.Cong thure 1a phuong tién tinh toan quan trong ctia Excel. Khi tinh xong, cong thirc s&
cung cip gia tri la

kiéu sd

kiéu ky tu

kiéu ngay thang

kiéu 16 gic

phu thude kiéu gia tri cla biéu thirc

oooon

11.Cong thirc 1a sy két hop

cac hang, cac bién va cac ham boi cac phép toan sé hoc

cac ham thu vién

cac ham cua nguoi dung

cac hang, bién va cac ham (thu vién hay do nguoi dung dinh nghia) boi cac
phép toan s6 hoc, 16 gic hay quan hé

oOoong

12.Dé nhép cong thic, ngudi ding
O nhép nhu dir li€u binh thuong
[0 nhap ddu =, tiép theo nhap lan lugt cac thanh phan (toan hang hay phép toan)
cho dén khi nhap xong
[ Dung Insert Function dé chon ham va nhap du cac théng sd
0 Tét ca cac cach trén

13.Cong thirc co thé sao chép
O Theo céach thong thuong dung Copy-Paste.
[0 Theo cach kéo tha: dit con trd vao goc phai dudi ciia 6 can sao rdi kéo ré dén
hét cac 6 can sao.
O Ca 2 céch trén.

14.Khi gia tri cic toan hang ctia cong thurc thay doi, gi4 tri ciia cong thirc
[ tu dong thay doi theo
[ khi nguoi dung nhan phim F9
0 phu thudc vao thiét lap cta ngudi dung.

15.Chtrc ning sao dién (fill) chi ap dung
O voi di liéu kiéu sb
O voi dir liéu c6 tinh tha tu vira sb vira chir nhu kiéu: tha 2, tha 3,...
I ca 2 loai trén

16.Khi thuc hi¢n mé t€p, Excel cho phép mé voi cac tép
[ s6 tinh ctia cac phién ban Excel
O t€p van ban (text file)
O tép theo dinh dang XML
O tép co so dit licu
O] tht ca cac loai trén.
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17.M6t sb tinh Excel ¢6 thé duogc luu dudi cac dinh dang khac
[ s6 tinh ctia cac phién ban Excel
O t€p van ban c6 dinh dang (Text Delimited)
O tép theo dinh dang XML
O tép co so dit licu
O] tht ca cac loai trén.

18.Céc 6 tinh lién nhau c6 thé hop lai thanh 1 6 duy nhat?
O bung O Sai

19.Trong 1 6 tinh, s6 hang chira c6 thé 1a
O 1 hang O 2 hang ’
O khong gidi han O phu thudc vao thiét 1ap ciia nguoi dung

20.Khi thiét 1ap dinh dang cho 6 tinh, nguoi dung chi
[ thiét 1ap cho 1 6 hién thoi
O thiét 1ap cho cac 6 1ién nhau duoc chon
[ cho cac 6 dugc chon khong lién nhau
O] tht ca céc lua chon trén, phu thude vao chu y nguoi dung.

21.Khi can thiét 1ap dinh dang cho 6 tinh, ngudi dung thuc hién
[0 Chon 6, nhan Format; tiép theo chon Cells va thiét 1ap theo chu y.
O Chon 6, nhan phim phai chuot roi chon Format cells va thiét 1ap theo chu y.
O Mot trong 2 céch trén.

22 Khi thyc hi¢n thlet 1ap dinh dang 6, nguoi dung c6 thé dinh dang
O Dang so ngay, tién te
0 Doéng ké
[ Vién khung
O To6 mau
O Mot vai hodc tat ca cac dinh dang trén.

23.Khi thay doi bé cao hang, ngudi ding c6 thé
[0 Thay d6i chiéu cao cta 1 hang
O Thay ddi chiéu cao cua tt ca cac hang 1ién nhau duoc chon
[ Thay d6i chiéu cao cia tit ca cac cac hang duoc chon

24 Nguoi dung c6 thé che di (hide) mot sé hang/cot duoc chon trong trang tinh
O bung O Sai

25 Nguoi dung co thé thay dbi chiéu cao hang/ bé rong cua cot
0 Thay d6i truc tlep dat con tr6 vao giap ranh hang/cot r01 thay d6i
[0 Thay doi gian tiép dung Format row/column roi nhap sé liéu vao
O Ca2cach
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26.Dé chén mot d6i tugng (objject) thi du nhur 1 hinh, ngudi dung ¢ thé
O Chen vao trong 1 6
[0 Chén vé trum 1én 1 s6 6
O Phu thude vao chu y chén ctia nguoi dung.

27.Vung diéu kién (ving chira diéu kién do ngudi dung thiét 1ap) bao gom
O Chi2 hang va 2 cot
[ it nhat1a 2 hang 1 cot
[ Phu thudc vao chu ¥ sir dung cta ngudi ding c6 thé nhiéu hon

28.Cho vung diéu kién sau

Tén | Gioi Van
tinh hoa
Lan | Nir
Hoa

Diéu kién nay c6 nghia 13
0 TénlaLan valani
O Ténla Lan hay Hoa va la ni
[ Tén la Lan la nir hoac tén la Hoa
[ Tét ca moi ligt ké trén

29.Cho vung diéu kién sau

Tén Hang | Loai
Cam Loai 1
Cam Loai 2
Quyt Loail

biéu kién nay co6 nghia la

O Hang la cam loai 1 hay cam loai 2 hay quyt loai 1

O Hang la cam loai 1 hay loai 2 va quyt loai 1

O Hang la cam loai 1 hay loai 2 hay hang 1a quyt loai 2

30.Cho vung diéu kién sau

Tén Hang | Loai

Cam Loai 1
Loai 2

Quyt Loail

Diéu kién nay c6 nghia la

O Hang la cam loai 1 hay cam loai 2 hay quyt loai 1

O Hang la cam loai 1 hay loai 2 va quyt loai 1

O Hang la cam loai 1 hay loai 2 hay hang la quyt loai 2
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31.M0ot co s¢ dir liéu trong Excel 1a
[0 La mot trang tinh bat ky cua Excel
[ La mdt ving tinh bat ky ciia Excel
0 La 1 viung tinh/ trang tinh dugc dinh nghia tt : gdm 1 s6 hang va mot s cot ;
hang dau chira tiéu dé, cac hang sau chia dit liéu, khong co hang rong.

32.Khi dung Auto Filter v6i 1 co s¢ dit li€u, nguoi dung co thé tim va trich dir liéu vai
[0 Diéu kién tim kiém chi trén 1 cot
O biéu kién tim kiém c6 thé trén nhiéu cot
0 Khoéng han ché

33.Khi dung Auto Filter véi 1 co so dit liéu, nguoi ding c6 thé tim va trich dit liéu ra
[0 Childy 1 miu tin (hang) cy thé
[ Ly ra 10 miu tin dau
O Mot sd mau tin phu thude vao diéu kién thiét 1ap (custom) va dir li¢u
[ Tat ca cac kha ning trén

34 Khi tim kiém bang Auto Filter, nguoi dung cé thé thiét 1ap diéu kién (khi dung
custom)

O 6 thé st dung céc phép toan quan hé AND, OR

O khong dugc phép str dung

O chi dung AND hay chi dung OR

35.Khi tim kiém dir liéu bang ham VlookUp: VlookUp(gia tri tim, vung dit liéu, cot 1dy
gia tri, tuy chon)

O tuy chon luoén co6 gia trila 1

O tuy chon luén co gid trila 0

O tuy chon khong dung

O gid tri ndy phu thudc vao tinh chét cua vung dir liéu

36.Khi tim kiém dit liéu béng ham HlookUp: HlookUp(gia tri tim, vung dir li¢u, hang léy
gia tri, tuy chon)

O tuy chonluén co giatrilal

O tuy chon ludn co6 gid tri la 0

O tuy chon khong dung

[ gi4 tri ndy phu thudc vao tinh chat ctia ving dir liéu

37.Khi tim kiém bang VlookUp, ving dit liéu dé tim phai dugc bb tri
O theo dang cdt ( gid tri tim va gia tri léy ra bd tri theo cot)

theo dang hang ( gia tri tim va gia tri 1ay ra b tri theo hang)

theo dang bat ky

38.Khi tim kiém bang HlookUp, viing dir lidu dé tim phai dugc b6 tri
O theo dang ct ( gia tri tim va gia tri lay ra b tri theo cot)

theo dang hang ( gia tri tim va gia tri liy ra bd tri theo hang)

theo dang bat ky
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39.Khi dung ham Xép loai RANK: Rank(gié tri, vung dir liu, tuy chon), vung dit li¢u
phai dugc thé hién theo dang
O dia chi tuyét d6i
dia chi twong d6i
dia chi hon hop

40.Khi tim kiém bang VlookUp hay HlookUp, nguoi ding
[0 Ludn ludn c6 thé thay bang ham IF

Déi khi o thé thay bang ham IF

Khong thé thay duoc

41.Cho vung dit liéu dugc phan bb trén trang tinh nhu sau

A |B C D E

10 |Hang | Gia Negay ban | Thanh tién
11 |[Cam |15000 | 1/11/05 150000

12 [ Quyt | 18000 | 1/11/05 216000

13 |Cam [ 16000 | 10/11/05 | 320000

14 | vai 25000 | 2/11/05 250000

15 | S6 tién ban cam:

Hay chon cong thirc ding trong cac cong thirc sau dé tinh tién ban cam dat vao 6 D15
O =SumlIF(B11:B14,”Cam”,E11:E14)

= SumlIF(B11:B14,E11:E14,”Cam”)

= SumlIF(E11:E14,”Cam”,B11:B14)

42 Nguoi ding cho rang ham DSUM va ham SUMIF c¢6 méi quan hé va do vy
[0 Ludn ludn c6 thé thay thé cho nhau

Chi c6 thé thay thé cho nhau trong nhitng truong hop cu thé

Khong thé thay thé nhau dugc

43 Pé dém s6 mat hang 1a cam cho bang trén (1a 2), nguoi ding c¢é thé ding
O Ham Count

Ham CountIF

Ham DCountA

44.Cho vung dit liéu dugc phan bb trén trang tinh nhu sau

A |B C D E F G

10 | Hang | Gia Ngay ban | Thanh tién | Hang | Hang
11 [Cam | 15000 | 1/11/05 150000 Cam | Quyt
12 [ Quyt | 18000 | 1/11/05 216000 Vai
13 | Cam | 16000 | 10/11/05 | 320000

14 | Vai 25000 | 2/11/05 250000
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Hay chon cong thirc dung trong cac cong thic sau dé tinh tién ban cam dit vao 6 D15
O =SumlF(B11:B14,”Cam”,E11:E14)

= DSUM(A10:F14,”Thanh tién,F10:F11)

Tat ca cac cong thirc trén

45.Chon cong thirc dung khi ngudi dém s6 mat hang 13 cam ciia bang trén
O = CountlF(B11:B14,” Cam”)

= DCountA(A10:E14,”Thanh tién, F10:F11)

Tt ca cac cong thirc trén

46.Chon cong thirc dung khi ngudi dém sé mat hang 14 khong phai 1 cam cia bang trén
O = CountlF(B11:B14,”<> Cam”)

= DCountA(A10:E14,”Thanh tién, G10:G11)

Tat ca cac cong thirc trén

47.V6i bang dir liéu trén, nguoi dung c6 thé trich rit ra cac mat hang 13 cam véi viing
diéu kién l1a
O Cac o tr F10 dén F11

Cac 6 tr F10 dén G12

Cac 6 tir G10 dén G12

48.V6i bang dir lidu trén, ngudi dung co thé trich rit ra cac mat hang khong phai cam véi
vung diéu kién 1a
] Céc 6 tir F10 dén F11

Cac 6 tir F10 d&én G12

Cac 6 tir G10 dén G12
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Pé thwc hanh

DE 1: Tao mot van ban nhu sau:

B0 chi huy Quéan sy Quéan:

............... Kinh gu’l Ong (bé)

bia chi:

GIAY MOI

Theo Quyét dinh s6 ... ky ngay .. thang ..ndm 2005, Ban chi huy quan su Quan .... Kinh

moi ong (ba) mang theo gidy bao Kham tuyén nghia vu quan su, dung 7h00 ngay .. thang

... ndm 2006 dén try s¢ Ban chi huy quan sy Quan dé kham.

Mong 6ng (ba) dén ding gio

Xin tran trong cam on

DE 2:

Bu Dién Trung Tam Sai Gon - Trung Tam Nhan Tin V6 Tuyén
Sai Gon GENERAL POST OFFICE — RADIO PAGING CENTER

Hoé Don Ngay phat hanh

(Bill) (Bill date)

Ban chi huy quéan sy Quén ....

bai ta Tran Bao Van

S6 khach hang
(Customer No.)

Tong tién tra
(Amount date)

Cd6c phi da tra va
nhiing thay déi dich
vu sau ngay nay s€
doc ghi trén hoa
don thang t6i.

S6 Tham Chiéu
(Referance No.)

Noi dung
(Decription)

So tién
(Amount due)
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Xin vui long thanh todn tién cGc bang VND tréc ngay: . . /. . /2005
(Please pay this Amount by VND before date: . ./ . ./2005)
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Cong Hoa Xa Hoi Cha Nghia Viét Nam
boc Lap - Tu Do - Hanh Phuc
---000---

Bién Ban Giao Nhan

Thanh pho Ha Noi ngay thang nam 200

- Can cu hop dong kinh t&€ s6:
- Ching t6i gébm co:

Pai dién bén giao:

Dong chi: Chirc vu:

Dong chi: Chirc vu:
Dai dién bén nhan:

Dong chi: Chirc vu:

Dong chi: Chirc vu:

Da tién hanh giao nhan 16 hang sau:

STT Tén hang Loai So6 long Trong long Ghi chu

Ly do:

bai dién bén giao bai dién bén nhan
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Pé Excel:

Danh sach can b6 khen thwéng loai B

Yéu cauHoan thién bang tinh theo cac néi dung sau:
1-Tinh phu cép con cho cac can bd dwa vao sb con va bang phu cap con
2-Tinh phu cap chirc vu theo chirc vu va dya vao bang phu cap chirc vu
3-Tinh tdng linh theo céng thirc: Lwong co ban+PCCon+PCCV+PCKT(PCKT
4-Trich ra s6 can bd c6 ma khen thuwéng loai loai A hay B sang 1 vung trén ba

Ghi chu:

C6 thé dung cong thirc bat ky (IF, VLOOKUP ho&c HLOOKUP)
Luong co ban = LCB x Hé sb

PE 1:
Bang lwong thang ... 2006
Stt Ho tén LCB | Chirc vu | MaKT | Hé s6 | S6con | PC con | PCCV | PC KT |
1Nguy@n Long V| 30000GD A 3.35 1
2Ly Bién Cuwong | 25000TP B 2.64 2
3Hb SiBang 19000KT C 2.34 1
4ANgoc Long 45000NV B 4.74 3
5L& Thi Lan 20000NV A 2.34 3
8HO Anh Diing | 35000PGD 3.91 2
Sé can bod cé nhiéu hon 2 con:
PC con: Phu cép con
PC CV: phu cép chirc vu
PCKT: Phu cAp Khen thwéng Phu c4p con Phu cip chtrc vu
S6con | Tién Chtcvu | Tién
11 300000 GD 100000
21 200000 PGD 75000
3 100000 TP 75000
KT 50000
NV 50000
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BAO CAO KET QUA THI TUYEN

Stt Ho Va Tén Gigi  [Ngay sinh Blgrrlrll Blgrrlrzl Khu Vuc gfér;% Diém xét
1[Nguyén Thi Mai Nit 9/12/79 6 8 1
2|Lé Anh Diing Nam 12/9/77 6 7 2
3[Mai Tuin Cudng Nam 6/27/78 8 9 ONT
4/Chu Tuyét Lan Nit 5/27/80 7 5 1
5Pham Tuin Hung  [Nam 4/19/79 5 6 2
6Nguyén Quyét TAm [Nam 10/9/79 5 8 2
7INguyén Thi Lan N 9/12/79 8 8 1
8|Lé Anh Minh Nam 12/9/77 6 7 1
9[Lé Tuén Cudng Nam 6/27/78 8 9 ONT]
10[Hoa Tuyét Lan Nit 5/27/80 7 5 2NT
11|Vii Tudn Hung Nam 4/19/79 5 8 1
12|Nguyén Quyét Thing [Nam 10/9/79 8 8 2
Piém wu tién

Piém | Khu vuc

0.5 2

1 2NT]

1.5 1

Yéu céu |1- Tinh tong diém thi, Piém xét. Cach tinh nhu trong phan ghi chi.

2- Dya vao diém xét, dua ra danh sach thi snh d6 (Piém xét > 15)

Ghi chu: Téng diém = Piém moén 1 + Piém mon 2; Piém xét = Téng diém + Piém Khu Vuc

DE 3:

Cau 1: Viét cong thic tinh gi4 tri cho cot Long co ban va cot Tong long trong
bang dit liéu
Long co ban = hé s6 long x A x ty 1é /100. Néu ma ngach long bat ddu 15 thi
A=210000; bat dau 1a 13 hoac 01 thi A=220000; ma ngach bét ddu 1a A1 thi A=215000

Tong long = Long co ban + Phu cap C/vu

322




Gido trinh Tin hoc van phong

Cau 2: Tao vung diéu kién dé tim cac cén bo thoa man diéu kién sau:
La Nam c¢6 hé so long > 3 hoac la Nit ¢6 hé so long <=3

Cau 1: Viét cong thiic tinh gi4 tri cho cot Phu cap chitc vu va cot Bao hiém trong
bang dir liéu

Phu cap chirc vu = Long co ban * % phu cp (trong bang phan tram phu
cap)

Bao hiém = 6% cta Long co ban

Cau 2: Tao vung diéu kién dé tim cac cdn bo thoa man diéu kién sau:
Don vi cong tac 1a Hanh chinh hoac Tai vu c6 chirc vu 1a PP

bE 5:

Cau 1: Viét cong thic tinh gi4 tri cho cot Ho6 tro va cot Téng linh trong bang dit
liéu
Tién Ho tro phu thuoc don vi cong tac, ghi trong bang tién ho tro

Tong Linh = Toéng long + H6 tro

Cau 2: Tao vang diéu kién dé tim cdc cdn bo thoa mén diéu kién sau:
Don vi cong tic 1a Hanh chinh hoac Tai vu c6 chirc vu 1a PP
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Cau 1: Viét cong thic tinh gi4 tri cho cot Téng long, cot Bao hiém va Téng linh
trong bang dir liéu

Tong long = Long co ban + Phu cap C/vu

Bao hiém = 6% cuia Long co ban

Téng Linh = Tong long + Ho tro

Viét cong thic tinh S6 can bo 1a nir :
Tong long clia can bo nit :

Cau 2: Tao ving diéu kién dé tim cdc can bo thoa mén diéu kién sau:
La cdn bd c6 ma ngach bit dau 01 hoac cé hé so long long < 3

Cau 1: Viét cong thiic tinh gi4 tri cho cot Téng long trong bang dit lieu
Téng long = Long co ban + Phu cap C/vu

Viét cong thic tinh :
S6 can bo ¢6 chiic vu TP :
Téng long linh ctia cén bo ¢6 chic vu TP:

Cau 2: Tao vung diéu kién dé tim cac c4n bo thoa man diéu kién sau:
La cdn bo phong Hanh chinh c6 ma ngach bat dau 15

bE 8
Cau 1: Viét cong thitc tinh gi4 tri cho cot Bao hiém trong bang dit liéu
Bao hiém = 6% cta Long co ban
Viét cong thic tinh:
S6 can bo ¢6 hé so long >=4:

Téng long cha céc cdn bo c6 hé so long >=4:
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Cau 2: Tao vung diéu kién dé tim cac cén bo thoa man diéu kién sau:
La Nix hoac c6 Tong linh < 500000

bE9
Cau 1: Viét cong thiic tinh gia tri cho cot Tong linh trong bang dit liéu
Tong Linh = Tong long + H6 tro

Viét cong thic tinh:
S6 can bo hong ty 1€ long 85 %( cot ty 1€ ghi 85):

Téng long linh ctia cdc cdn bo hong ty 1é long 85 %:
Cau 2: Tao ving diéu kién dé tim cac c4n bo thod man diéu kién sau:
Don vi cong tdc 1a Tai vu ¢c6 ma ngach bat dau 15
DE 10
Cau 1: Viét cong thic tinh gi4 tri cho cot Téng long, cot Bao hiém va Téng linh
trong bang dir liéu
Tong long = Long co ban + Phu cap C/vu
B4o hiém = 6% cia Long co ban
Téng Linh = Tong long + Ho tro
Viét cong thic tinh S6 can bo phong hanh chinh :
Téng long ctia can bo phong hanh chinh :

Cau 2: Tao vung diéu kién dé tim cac cén bo thoa man diéu kién sau:
La can bo Nit c6 hé so long long > 4 hoic 1a Nam c6 hé sé long long > 5

DE 11
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Cau 1: Viét cong thic tinh gi4 tri cho cot Long co ban va cot Tong long trong
bang dir liéu
Long co ban = hé s6 long x A x ty 1¢ /100. Néu ma ngach long bat dau 15 thi
A=210000; bat dau 1a 13 hoac 01 thi A=220000; ma ngach bét ddu 1a A1 thi A=215000
Téng long = Long co ban + Phu cap C/vu

Cau 2: Tao vung diéu kién dé tim cac cdn bo thoa man diéu kién sau:
La Nam co6 hé s6 long > 3 hoac la Nir c6 hé s6 long <=3

DE 12
Cau 1: Viét cong thiic tinh gi4 tri cho cot Phu cap chitc vu va cot Bao hiém trong
bang dit liéu

Phu cap chirc vu = Long co ban * % phu cap (trong bang phan tram phu
cép)

Bao hiém = 6% cua Long co ban
Cau 2: Tao ving diéu kién dé tim cac c4n bo thod man diéu kién sau:
Don vi cong tidc 1a Hanh chinh hoac Tai vu c6 chirc vu 1a PP
DE 13
Dé thi : “ Tin hoc van phong “ phan Sir dung Microsoft Exel
Cau 1: Viét cong thic tinh gid tri cho cot Ho tro va cot Tong linh trong bang dit

liéu
Tién Ho tro phu thuoc don vi cong tac, ghi trong bang tién ho tro

Tong Linh = Toéng long + H6 tro

Cau 2: Tao vung diéu kién dé tim cac cdn bo thoa man diéu kién sau:
Don vi cong tac 1a Hanh chinh hoac Tai vu c6 chirc vu 1a PP
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DE 14

Cau 1: Viét cong thic tinh gi4 tri cho cot Téng long, cot Bao hiém va Téng linh

trong bang dit liéu
Toéng long = Long co ban + Phu c4ap C/vu

Bao hiém = 6% cta Long co ban
Tong Linh = Toéng long + H6 tro

Viét cong thic tinh S6 can bo 1a nit :
Téng long clia cén bo nit :

Cau 2: Tao ving diéu kién dé tim cac c4n bo thod man diéu kién sau:
La cdn bo ¢c6 ma ngach bat diu 01 hoic c6 hé so long long < 3
DE 15
Cau 1: Viét cong thic tinh gid tri cho cot Tong long trong bang dit lieu
Téng long = Long co ban + Phu cap C/vu

Viét cong thic tinh :
S6 can bo ¢6 chic vu TP :

Tong long linh cta cén bo ¢6 chic vu TP:

Cau 2: Tao vung diéu kién dé tim cac cén bo thoa man diéu kién sau:
La cdn bo phong Hanh chinh c6 ma ngach bat dau 15

DE 17
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Peé thi : “ Tin hoc vian phong “ phan Sit dung Microsoft Exel
Cau 1: Viét cong thic tinh gid tri cho cot Bao hiém trong bang dit licu
Bao hiém = 6% cta Long co ban
Viét cong thic tinh:
S6 can bo ¢6 hé so long >=4:
Tong long clia cac cdn bo ¢ hé s6 long >=4:

Cau 2: Tao vang diéu kién dé tim cdc can bo thoa mén diéu kién sau:
La Nir hoac c6 Tong linh < 500000

DPE 18

bé thi : “ Tin hoc van phong “ phan St dung Microsoft Exel
Cau 1: Viét cong thic tinh gid tri cho cot Téng linh trong bang dit licu
Téng Linh = Téng long + H6 tro
Viét cong thuc tinh:
S6 can bo hong ty 1€ long 85 %( cot ty 1& ghi 85):
Tong long linh clia cdc can bo hong ty 1€ long 85 %:

Cau 2: Tao ving diéu kién dé tim cdc can bo thoa mén diéu kién sau:
Don vi cong tdc 1a Tai vu ¢c6 ma ngach bat dau 15

PE 19
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Cau 1: Viét cong thic tinh gi4 tri cho cot Téng long, cot Bao hiém va Téng linh
trong bang dir liéu
Tong long = Long co ban + Phu cap C/vu
Bao hiém = 6% cuia Long co ban
Téng Linh = Tong long + Ho tro
Viét cong thic tinh S6 can bo phong hanh chinh :

Téng long ctia can bo phong hanh chinh :

Cau 2: Tao vung diéu kién dé tim cac cén bo thoa man diéu kién sau:
La can bo Nit c6 hé so long long > 4 hoic 1a Nam c6 hé sé long long > 5
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