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GIOI THIEU

Hién nay, cac thanh tyu cua Tin hoc dugc 4p dung & hau hét cac linh vuc hoat dong cua
x4 hoi va dem lai nhiéu hiéu qua to 1on. Muyc ti€u cua Tin hoc la khai thac thong tin c¢6 hi¢u
qua nhét phuc vu cho moi mat hoat dong ctia con ngudi. Do do ¢ bat ky linh vyc hoat dong
nao can xur 1y thong tin thi ¢ d6 tin hoc déu c6 thé phat huy tac dung.

Vi thé trong chwong trinh gido duc dai cuong tai hau hét cac trudng Pai hoc va Cao ding
0 nudc ta hién nay, Tin hoc Pai cuong 1a mon hoc bat budc doi véi sinh vién voi ndi dung
ngay cang dugc nang cao ca vé 1y thuyét va thyc hanh.

Nhiam trang bi cho sinh vién Pai hoc va Cao déng co déy du kién thac vé Tin hoc noi
chung va dac biét vé k¥ nang thuc hanh, t6i bién soan bai giang Tin hoc dai cuong nay dé
phuc vu nhu cau hoc tap va nghién ctru cua sinh vién.

Bai giang gdm c6 5 chuong:
Chuong I — Pai cwong vé Tin hoc

Trinh bay téng quan vé cu tao cua hé thdng may tinh va cach thic luu trit dit liéu trong
may tinh.

Chuong II — H¢ diéu hanh trén may tinh va hwéng din sir dung h¢ diéu hanh
Microsoft Windows

Trinh bay tong quan vé hé diéu hanh, cac kién thic co ban va cach sir dung hé diéu hanh
Microsoft Windows 7.

Chuwong III — Ung dung ciia may tinh dé xir 1y vin ban

Trinh bay toan bd cac thao tac va cac k¥ ning can thiét dé sir dung phan mém soan thao
van ban Microsoft Word 2010 cling nhu mot s6 tinh nang mdi so véi phién ban trude do.

Chwong IV — Huéng din sir dung phin mém béng tinh

Trinh bay toan bd cac thao tic va cac ki ning can thiét dé sir dung phan mém bang tinh
dién t&r Microsoft Excel 2010 cling nhu mét so tinh nang mdi so voi phién ban trude do.

Chuong V — Gi6i thiéu vé mang may tinh

Trinh bay tong quan vé Internet va mot sé dich vu thong dung trén Internet hién nay nhur
tim kiém thong tin trén Internet, thu dién tir (E-mail)...
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CHUONG I - PAI CUONG VE TIN HQC

£ 1. THONG TIN VA XU LY THONG TIN

I. THONG TIN VA QUY TRINH XU LY THONG TIN CO BAN
1. Thoéngtin

Trong doi séng hang ngay, ching ta tiép nhan va st dung nhiéu thong tin. Con ngudi co
nhu cau doc bao, nghe dai, xem phim, di tham quan du lich, tham khao y kién nguoi khac...
deé nhan dugc thém thong tin maoi.

Vi du: Nhitng dam may den hién 1én ¢ chan troi chira dung thong tin bao hi¢u vé trin mua
16n sdp xay ra. Biéu do thong ké san phdm hang thang cua timg phan xudng banh keo chta
dung cac thong tin vé nang suét lao dong, vé mirc do thuc hién ké hoach san xuét cua phan
xuong do.

Thong tin dem lai cho chung ta sy hiéu biét, gitip chung ta nhan thirc dang dan vé cac hién
tugng ty nhién va xa hoi. Cling nho thong tin ta ¢ dugc nhitng hanh dong hop 1y nham dat
dugc nhirng muc dich trong cudc song.

Ching ta déu thay dugc su can thiét cia thong tin va cam nhan duoc thong tin 13 gi.
Nhung dé dwa ra mot dinh nghia chinh xac vé thong tin thi hau hét ching ta déu lung tung boi
thong tin 14 mot khai niém kha triru twong va nd dugc thé hién dudi nhiéu dang thirc khac
nhau. Tuy nhién, ngudi ta c6 thé tam dua ra khai niém sau day:

“Théng tin 14 mot pham tru vat chat bao gdm nhitng cam nhan, suy doan, nhan thirc, biéu
hién ctia con nguoi tai mat thoi diém nhat dinh vé sy vat hién tugng cua thé gidi khach quan.”

Thong tin dugc thé hién bang nhiéu hinh thirc nhu van ban, 16i ndi, hinh anh, ctr chi v.v.
va co thé co cac thong tin khac nhau nhung mang cuing mét ndi dung.

Thong tin c6 vai tro rat quan trong trong doi séng ctia con ngudi vi:
- Théng tin 1a can ctr cho moi quyét dinh.
- Thong tin dung vai trd trong yéu trong su phat trién clia nhan loai.
- Thong tin ¢6 4nh hudng ddi véi kinh té, xa hoi ctia moi qudc gia.
2. Dir liéu (Data)
Khai niém: Dt 1iéu (data) 1a nhiing thong tin da dugc may tinh dién tor xtr 1y.
Cac loai dir lieu thong thuong:
Dit liéu ton tai & 3 dang co ban sau:
- Dang s: S6 nguyén, s6 thuec.
- Dang phi s6: Van ban, 4m thanh, hinh anh.
- Dang tri thirc: Céac sy kién, céc luét...
3. Quy trinh xir ly thong tin co' ban
a. Khai niém xuw ly thong tin:
Xir 1y thong tin 12 mot qua trinh tac dong ctia con ngudi vao thong tin bao gdm céac budc:
- Thu thap tin.
- Théng ké, tinh toan, phan tich, v.v...

- Xuét thong tin.
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Qua trinh x1r Iy thong tin chinh 1a sy bién doi nhitng dir kién dau vao & dang ro1 rac thanh
thong tin dau ra & dang chuyén bi¢t phuc vu cho nhiitng muc dich nhat dinh.

b. So do tong qudt ciia quy trinh xir 1y théng tin:

Qua trinh xtr 1y thong tin 14 qua trinh bién ddi cac dit liéu thu thap duoc & dang roi rac
thanh thong tin chuyén biét phuc vu cho nhiing muc dich nhat dinh. Moi qua trinh xu 1y thong
tin bang may tinh hay bang con nguoi déu dugc thuc hién theo so do sau:

Vao Xir ly Ra va luu trir
(Input) (Processing) (Output)

Mubn dua thong tin vao mdy tinh, con ngudi phai tim cach biéu dién thong tin sao cho
may tinh c6 thé nhan biét va xu Iy duge. Viéc xtr Iy thong tin bang may tinh la qua trinh xu 1y
thong tin the hién dudi dang tin hi¢u dién mo phong viéc xu 1y ky hi¢u dé dat téi viéc theé hién
ngit nghia.

4. Tin hoc

a. Khainiém:

Tin hoc (Informatics) 1a nganh khoa hoc nghién clru cac phuong phap, cong ngh¢, ky
thudt Iuu trlr va xtr 1y thong tin ty dong. Cong cu chu yéu cua Tin hoc 1a may tinh dién tir va
cac thiet bi truyén tin.

b. Cdc linh vuc nghién ciru cua Tin hoc:

Ky thuét phan cing (Hardware Engineering): Nghién ctru, ché tao cac thiét bi, linh kién
dién tir, cong nghé vat lidu méi... hd trg cho may tinh va mang may tinh ddy manh kha ning
xu 1y toan hoc va truyén thong tin.

Ky thuit phin mém (Software Engineering): Nghién ciru phat trién cic phan mém hé
diéu hanh, ngén ngtr 1ap trinh cho cac bai toan khoa hoc k¥ thuat, mé phong di€u khién ty
dong, to chtrc dit li¢u va quan ly hé thong thong tin.

. Ung dung cia Tin hoc:

Tin hoc hién dang dwogc mg dung ngiy cang rong rai trong tat ca cac linh vuc khac nhau
cua doi song xa hdi nhu: Khoa hoc k¥ thuat, y hoc, kinh té, cong nghé san xuat, gido duc,
khoa hoc xa hoi, gidi tri...

5. Don vi luu trir théng tin

Mubdn may tinh xir 1y va luu trit duoc, cac thong tin phai dugc bién ddi thanh dang nao do
ma n6 ¢ thé hiéu duge. Do may tinh dugc cAu tao tir cac mach dién tir, cac mach dién tu nay
chi c6 2 trang théi 1a c6 dién hodc khong co6 dién (hiéu cach khéc: dién thé thép hodc dién thé
cao). Vi vay trong k¥ thuat may tinh, nguoi ta quy udc ky tu 0 cho trang thai khong c6 dong
dién di qua (khong c6 dién) va 1 cho trang thai c6 dong dién di qua (c6 dién). Nhu thé ta co
thé biéu dién thong tin bang 2 gia tri 1a 0 va 1.

Pon vi co sd do lugng théng tin trong may tinh 1a bit (Binary Digit). Day 1a thuat ngir chi
phan nho nhat ctia bd nhé méy tinh ¢ thé luu trir mot trong hai trang thai thong tin 1a 0 hodc
1 (co thé hiéu 14 trang thai bat hodc tit ciia bong ban dan trong may tinh vi thiét bi nay duoc
ché tao dua trén cac thiét bi dién tir chi c6 2 trang thai dong va md twong tng véi 2 s6 0 va 1).

Tai mdi thoi diém 1 bit chi luu trit duoc gia tri 0 hodc gié tri 1. Mbi ky tu 0 hoac 1 goi la
mot bit, 8 bit 1ap thanh 1 byte (ki hiéu la B). Trong Tin hoc ta thuong dung thém mét s6 don
vi b0i cua bit sau day:

Bang don vi do thong tin:
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Tén goi Ky hiéu | Gia tri
Byte B 1 Byte = 8 Bit
Kilobyte KB 1 KB = 1024 Byte
Megabyte | MB 1 MB = 1024 KB
Gigabyte | GB 1 GB =1024 MB
Terabyte TB 1TB =1024 GB
Petabyte PB 1PB=1024TB
I1. BIEU DIEN THONG TIN

Dé dat duoc hiéu qua cao khi xir 1y, luu trit va truyén thong tin diéu can thiét 13 phai im
cach to churc va bi€u dién thong tin trong may tinh di¢n tir mot cach hop 1y. Nhu ta da biét, dir
li¢u 1a hinh thirc bi€u dién thong tin. Vay doi voi may tinh dir liu chinh 1a cac thong tin da
dugc ma hoéd dudi dang nhi phan. D li€u - thong tin dugc may tinh xt 1y ¢6 thé cé cac dang
khac nhau.

May tinh c6 thé tinh toan trén cac sd, c6 thé xtr Iy théng tin chit hay thong tin logic, c6 thé
xtr Iy nhiing thong tin da phuong tién (multimedia) nhu &m thanh va hinh anh.

Thong tin vé mot d6i twong co thé rat phirc tap va c6 thé duoc thé hién bang nhiéu dir liéu
¢6 ki€u khac nhau. Vi du thong tin vé mét sinh vién gom c6 tén, noi sinh la van ban; diém thi
1a s0; anh chan dung 1a anh...

Dé luu trit trong may tinh dién tr ca dir licu s0, phi s6 va tri thirc déu duge ma hoa béng
cac méa nhi phan. Theo d6, moi dit liéu du 1a ban chat ¢6 khac nhau nhung déu duoc so6 hoa.

1. Théng tin dang sb

Khdi niém hé dém: Hé dém dugc hiéu nhu tap cac ky hiéu va quy tic sir dung tip céc ky
hi€u d6 dé biéu dién va xac dinh gia tri cac so0.

a. Hé thap phdn (Hé dém co sé 10):

Khdi niém: La mot hé dém ding 10 ky s6 tr 0 dén 9 (0, 1, 2, 3, 4, 5, 6, 7, 8, 9) dé biéu
dién s0, dém va tinh toan.

Moi s6 cua hé thap phan déu biéu dién duge dudi dang tong cac s véi lity thira co s6 10.

Vi du: 30126,54 = 3.10* + 0.10% + 1.10% + 2.10* + 6.10° + 5.10 + 4.107?

H¢ thap phan dugc con nguoi st dung rong rai trong tinh toédn, trong khoa hoc k¥ thuat va
trong giao tiép. Trong Tin hoc, con ngudi sir dung h¢ thong dém thap phan (h¢ dém co s6 10)

khi nhdp vao may va nhén két qua ra tir may. Trén may tinh nguoi ta da lap san cac chuong
trinh chuyén doi hé co s6, may tinh thuc hién chiing mot cach tw dong khi can.

b. H¢ nhi phdn (Hé dém co sé 2):

Khdi niém: La hé dém dung 2 ky s6 12 0 va 1 dé dé biéu dién sd, dém va tinh toan.

Moi sb cta hé nhi phan déu biéu dién duoc dudi dang téng cac s6 véi Iy thtra co $6 2. Vi
dy: 11101 =1.2*+1.22+1.22+ 0.2t + 1.2°

HE nhi phan dugc may tinh str dung thuéan lgi do viéc dinh nghia 0 va 1 nhu sau: 1 < ¢c6
xung dién (md), 0 < khong c6 xung dién (ngat). Pay 1a 2 trang thai trai ngugc ciia vat chat.

Trong mot hé nhi phan, 1 va 0 dugc goi la bit. Bit 1a don vi co ban ctua thong tin theo hé
thdng s6 nhi phan. Cac mach dién tir trong may tinh s& phat hién sy khac nhau giita hai trang
thai (dong dién muc cao va dong dién mirc thap) va biéu dién cac trang thai d6 dudi dang mot
trong hai s nhi phan 1 hoic 0.

Trong Tin hoc, con nguoi sir dung hé théng dém thap phan (he dém co sb 10) khi nhap
vao may va nhan két qud ra tor mdy. Trong mdy tinh sir dung hé dém nhi phan. Nhu vay moi
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thong tin dua vao may tinh déu dugc ma hoa va chuyén sang hé nhi phan. Hé nhi phéan trong
may tinh dugc str dung do ly do ky thuat: ché tao cac linh kién c6 2 trang thai (twong Gmg voi
s6 0 va s6 1) thi don gian va co tinh 6n dinh cao. Néu st dung hé thap phan thi cac linh kién
phai ¢6 10 trang thai twong tmg voi 10 chit sé nhu vay sé& rat khé khan va phic tap.

C. Hé thip luc phin (Hé dém co sé 16).
Khdi nigm.: La mdt hé¢ dém dung 10 ky s6 tir 0 dén 9 va 6 ky higu tir A dén F (v6i dinh
nghia: A=10,B =11, C=12,D =13, E = 14, F = 15) d biéu dién sb, dém va tinh toan.
Moi sb cta hé thap luc phan déu biéu dién duge dudi dang té)ng cac sb vai iy thura co $6
16. Vi du: 4509A,1E = 4.16* + 5.16% + 0.16%+ 9.16* + A.16° + 1.16™ + E.162
Vi dy: Day nhi phan: 0001 0010 1110 1101
< Day thap luc phan: 1 2 E D

Hé 16 duoc dung dé ghi dia chi cac 6 nhd trong bd nhd ciia may tinh, dia chi cic cong
vao/ra cua may tinh. H¢ thap luc phan con dugc dung pho bién trong 1ap trinh HTML str dung
bd tam két thap luc phan (hex triplet) biéu thi mau sic trong cac trang web. Ly vi dy, mot
dang mau d6 vai gia tri thap phan (238, 9, 63) dugc ma hoa sang hé thap luc phéan la
#EEQ93F.

d. Déi mét s6 nguyén tir hé thip phin sang hé b

Tong quat: Lay 5O nguyén thap phan No) lan luot chia cho b cho dén khi thuong s6 bang
0. Két qua s6 chuyén d6i Ny 1a cac du s6 trong phép chia viét ra theo thr ty ngugc lai.

Vi du: S6 1210) = 2.

Dung phép chia cho 2 lién tiép, ta c6 mot loat cac sé du nhu sau:

12 | 2
0162

0|32
11112
110

Két qua: 12¢0) = 1100
2. Théng tin dang phi so

bé xu 1y, biéu dién thong tin dang phi s6 nhu cac ki tu chir cai, cac ky hi€u, am thanh,
hinh é4nh... ta phai ma hoa ching thanh cac day bit. Day bit d6 la ma nhi phéan cua thong tin
ma noé biéu dien.

So dé biéu dién dir liéu trong Tin hoc:

Théng tin vao Thong tin két qua
A
A4
Ma @ Giéi@
A
Biéu dién o e Biéu dién
dang nhi phan May tinh dién tir dang nhi phan

Khai niem ma hoa: Ma hoa dir li¢u 1a cong viéc bién doi dir li€u theo mot quy udc nao do
sao cho van gilr dugc ndi dung cua dir liéu d6. Cong vi¢c nguoc lai goi 1a gidi ma.
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May tinh chi c6 thé nhan biét, luu trit, xir Iy nhitng dir liéu d3 ma ho4 sang ngdn ngit may.
Trong may, nguoi ta thuong ma hoa dir liéu boi 2 trang thai cia dién, do la truong hop co
xung dién hodc khong co xung dién. May tinh st dung hé dém co s6 2 véi dinh nghia: 1 < ¢6
xung dién (mo), 0 < khong c6 xung dién (ngit). Bé may tinh hiéu, xir Iy dugc dir liéu do con
ngudi cung cap, nhat thiét dir liéu dwa vao may tinh phai trai qua qué trinh ma hoa.

a. Biéu dién thong tin dang van ban

Dé ¢6 thé bidu dién cac ki tu nhu chir cai in va thuong, cac chix s6, cac ky hi¢u... trén may
tinh va cac phuong tién trao d6i thong tin khac, nguoi ta phai lap ra cac bo ma (Code System)
quy udc khac nhau dya vao viéc chon tép hop bao nhiéu bit dé dién ta mot ki tu twong tng.
Dién hinh 1a bang md ASCII (American Standard Code for Information Interchange) 1a bang
mi dinh chuin cia My trong Tin hoc dugce ding dé ma hoa tat ca cac ki tu, ky sd, ky hiéu tur
ngon ngilr ty nhién sang ngdn nglt may.

Trong bang méa ASCII nguoi ta dung 1 byte (8 bit) dé biéu dién cho 1 ki tw, 1 ki sd, 1 ky
hi€u. Véi 8 bit c6 256 (28) cach sap x€p cdc ky s6 nhi phan khac nhau ta duge b mé. Trong
256 ma do, 128 ma dau dung dé ma cac ki s6; cac ki tu chir; cac ki tu ddc biét; ki tu didu
khién, 128 ma sau dung dé ma cac ki ty b sung, cac ki tu hinh vé.

Nho bang ma ASCII, ngudi ta co thé viét cac chuong trinh ma hoa va giai ma thong tin
trén may tinh. Hién nay dang sir dung bang ma 16 bit ¢d thé ma héa 65536 (2°) ki tu.

Vi du métphdn bang ma ASCII:

Kite | Md Hexa | Kitw | Ma Hexa | Kitw | Ma Hexa | Ki tw | M& Hexa
0 30 @ 40 ) 60 p 70
1 31 A 41 a 61 q 71
2 32 B 42 b 62 r 72
3 33 C 43 C 63 S 73
: 3A J 4A j 6A z 7A
; 3B K 4B Kk 6B { 7B
< 3C L 4C | 6C | 7C

Cha y: Trong bang, cac diy 8 bit duoc viét thanh 2 ki s6 hé 16 cho gon.

Nho ma hod ma céc ki tu dung trong Tin hoc dugc may nhan biét, xur 1y. Tat ca cac ki tu
lai c6 thé so sanh dugc vdi nhau vi moi ki ty tuong ing duy nhat véi mot s6 nhi phan c6 do
dai 8 bit. Vidu: A <avi A c6 ma hexa la 41, con a cé ma hexa la 61.

b. Biéu dién théng tin dang hinh anh

Hinh anh ciing ¢6 thé xir Iy bang may tinh. Khac véi hinh anh théng thuong, hinh anh
trong may tinh dugc ma hoa dudi dang nhi phan. Co rat nhiéu kiéu m4 hod anh, trong do kiéu
théng dung nhét 13 anh bitmap (nghia la ban d6 céc bit) thé hién anh nhu mot ludi diém. Nhu
vay moi diém s& phai nam trong mot hang va mot cdt nao do trong ludi, ngoai ra mau cua
diém ciing duoc mi hoa.

stifee

Hinh: Biéu dién théng tin dang hinh dnh




Churong Il — H¢ diéu hanh trén mdy tinh Bién soan: Nguyén Vii Duy

£ 2. CAU TRUC CO BAN CUA HE THONG MAY TiNH PIEN TU

|. LUQC SU VE SU PHAT TRIEN CUA MAY TiNH

1. May tinh dién tir

Khai niém:

May tinh dién tir (Computer) 1a mot thiét bi dién tir va co khi chinh xac dung dé xir 1y va
luu trir thong tin theo cac chuong trinh dinh trude do con nguoi tao ra.

Tinh nang cua may tinh dién tu:

May tinh dién tir hién nay hoi tu di céc tinh nang co ban sau:

- Vé tbe do xtur Iy: Tdc do xir 1y thong tin rat nhanh, c6 thé dat hang ty phép tinh trong

mot gidy.

- V& kha nang trit tin: C6 kha nang luu trit luong thong tin 16n trén mot thiét bi nho.

Hién nay, dung luong 6 dia cung da dat toi vai tram GB.

- Vé xu ly thong tin: May tinh dién tor xt 1y thong tin mot cach ty dong theo chuong

trinh, khong can sy can thi¢p tirng budc ctia con nguoi.

2. Lich str may tinh dién tir

a. Thé hé thir nhdt — Diing dén dién tir (1945 — 1955):

Phan cing: Chu yéu la dung den dién tt, d(f)‘tin cay thép, tdc d6 cham tiéu hao nang luong
rat 1o6n. Phan léq cac may tinh & thé~hé ndy déu hién thuc khai ni€ém chuong grinh luu trit,
vao/ra dir liéu bang bang gidy duc 10, phiéu duc 10, bang tir. Cac may tinh thé hé nay giai
quyét dugc nhi€u bai toan khoa hoc — k¥ thuat va cac bai toan phtrc tap vé du bao thoi tiét va
nang luong hat nhan.

Chiéc may tinh dién tir dlu tién 1a chiéc ENIAC (Electronic Numberical Intergrator and
Calculator) do John Mauchley va J.Presper Eckert thiét ké. N6 bao gom 18.000 den dién tu,
1500 ro-le, nang 30 tan, tiéu thu 140 KW dién.

Phan mém: Chu yéu ding ngdn ngir may va dit cong tic bat/tat truc tiép.

b. Thé hé thir hai — Diing thiét bi ban dan (1955 — 1965):

Phan cung: Dung linh kién méi 1a Transistor (thiét bi ban dan), dugc phong thi nghiém
Bell phat trién nam 1948 cung voi den dién ti. Bo nh¢ may tinh dugc tang 1én dang ké va tro
nén nhd gon hon. Chiéc may dau tién cua thé hé nay la chiéc TX-0.

Phan mém: Pi bit dau st dung cac ngdn ngir lap trinh bac cao nhu Fortran, Cobol,...

C. Thé hé thir ba — Ding mach hop tich hop (1C) (1965 — 1980):

Phan cimg: Coéng nghé dién tir 1ac nay da phat trién rat nhanh cho phép dat hang chuc
Transistor vao mot vo chung goi 1a con chip. Linh kién chu yéu la cac mach tich hop (IC), da
bat dau xuat hi¢n dia tir dé luu trir dit li¢u. Cho phép :[60 do tinh todn dat vai triéu phép tinh
trong mot gidy, c6 dung lugng bo nhd trong 1én tdi nhiéu Megabytes (MB).

May IBM 360 la may tinh dau tjén st dung mach tich hop. Tu do kich thudc va gié cacua
cac h¢ thong may tinh giam dang ké va may tinh cang tr¢ nén pho bien hon. Cac thiet bi ngoai
vi danh cho may xuat hién ngay cang nhiéu va thao tac diéu khién bat dau phuc tap.

Phan mérqn: D3 xuat hién cac hé diéu hanh thé hé dau tién. Cac phan mém tmg dung ngay
cang phat trién.

d. Thé hé thir tw — Sir dung cong nghé VLSI (1980 — 199x):




Churong Il — H¢ diéu hanh trén mdy tinh Bién soan: Nguyén Vii Duy

Phan clmg: Vo nhimng nim 80 thé ky XX cong nghé VLSI (Very Large Scale Integrator)
ra doi cho phép tich hop hang triéu Transitor trong mot con chip khién cho may tinh tré nén
nho hon, nhanh hon véi téc d hang triéu phép tinh trong mot gidy va 1a nén tang cho chiéc
may tinh PC (Personal Computer) ngay nay.

Giai doan nay hinh thanh 2 loai may tinh chinh: May tinh c& nh&n (Personal Computer —
PC, Laptop, Notebook Computer...) va cac loai may tinh chuyén nghiép thuc hién da chuong
trinh, da xu 1y... hinh thanh cac hé théng mang may tinh (Computer Networks) va cac tng
dung da phuong tién phong phd.

Phan mém: Céac hé diéu hanh thé hé méi nhiéu tinh ning hon, cic phan mém tmg dung
ngay cang phat trién.

3. Cac loai may tinh dién tir

May tinh c6 rat nhiéu loai, mdi loai dap img mot muc dich cu thé va danh cho cac ddi
tugng nguoi dung khac nhau.

- May vi tinh/May tinh ca nhan (Personal Computer): La méy dién toan nho véi kich
thude va sy tuong thich cua nd khién n6 hitu dung cho ting ca nhan; thuong dung cho
mot nguoi, doc 1ap hodc dung trong mang mdy tinh. Vi du: My tinh dé ban, laptop...

- May tinh mini (Mini Computer): Str dung rong réi trong diéu khién hang khéng, tu
dong hoé san xuat.

- May tinh 16n (Mainframe Computer): La loai may tinh cé kich thudc 16n, c6 kha nang
hoat dong 24/24 gid khong ngimg nghi va hd trg cho hang trim dén hang ngan nguoi
str dung cuing luc; duoc str dung chi yéu boi cac cong ty 16n nhu cac ngan hang, cac
hang bao hiém...

- Siéu may tinh (Super Computer): La h¢ théng nhiimg may tinh lam viéc song song, dac
diém vugt tri trong kha nang xwr ly v4i toc do lén dén hang tram nghin ty phép
tl'[\h/giéy; duogc str dung trong linh vyc nghién ctru vii khi hat nhan, trong d6 c¢6 cac vu
nd hat nhan gia dinh.

Trong do ch,iém s‘é luong nhiéu nhit 13 may tinh c& nhan vi né phuc vu cho cong viée

hang ngay cua rat nhiéu doi twong nguoi dung.

Y nghia: May tinh dién tur la loai may dac biét, may khong bién d6i ning lugng thanh
nang luong ma bién do6i thong tin thanh thong tin va vi vy n6 cé tac dung tu dong hoa lao
dong tri 6c ciia con nguoi. Pay 1a mot cot mdoc quan trong sy phat trién ciia nhan loai.

I1. CAU TRUC TONG QUAT VA CAC THANH PHAN CO BAN CUA MAY TINH
PIEN TU

Madi loai may tinh c6 thé c6 ccac hinh dang hoac céu trac khac nhau tuy theo muc dich st
dung. Tuy nhién, xét mot cach téng quat, mot may tinh muon hoat dong dugc phai hoi tu du 2
hé thng co ban, d6 1a: Phan ciing (Hardware) va Phan mém (Software)

1. Phén cirng (Hardware)

Phan cting bao gém céc thiét bi vat Iy ma ngudi dung c6 thé quan sat duge. Do 1a cac thiét
bi dién tir duoc lap ghép lai voi nhau va duoc cung cdp dién ning dé hoat dong. N6 thuc hién
chirc nang xtr 1y thong tin & mirc thap nhét tic 13 cac tin hiéu nhi phan.

Hé thdng phan cing ciia mot méy tinh bao gid ciing bao gdm 3 thanh phan co ban sau:
- B0 xt li trung tdm (Central Processing Unit).

- B0 nh¢ trong (Memory).

- Céc thiét bi ngoai vi: Bo nhd ngoai, Thiét bi nhap, Thiét bi xuét.
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Hinh: Cdc thanh phan ciia mét hé thong phan ciing may tinh
So d6 to chirc phan cimg:

T
L/

Don vi xtkly trung tdm CPU

Cac thiét bi Don u{.f:dr‘éu Don vi CAc thiét b
Nhép khién tinh todn Xuét
+ Ban phim + Man hinh
+ Chudt + May in
+May quét * Céc thanh ghi * + May vé
+ . ...

Y
Bé nhé trong (ROM,RAM)

v 4

Bo6 nhe ngoai (Dia ttk, bédng i)

Hinh: So do to chirc phan cirng

Cac tin hiéu thong tin tur nguoi su dung qua cac thiét bi nhap (ban phim, chudt...) duge
dua vao bg nho. Tur bd nha, cac thong tin dugc chuyén vao bo xu ly trung tam dé xu ly. Xu ly
xong, két qua dugc chuyén vao bd nhd, sau do chuyén dén cac thiét bi xuat (man hinh, may
in...) va t&é1 nguoi str dung.

a. B¢ xur Iy trung tam (CPU — Central Processing Unit):

B xtr 1y trung tdm 1a b ndo cua may tinh, diéu khién moi hoat dong cua may tinh. B) xu
1y trung tam bao gom 4 thanh phan chinh sau day:

- Khéi diéu khién (CU — Control Unit): La trung tim diéu hanh may tinh, c¢6 chirc nang
diéu khién, diéu phoi toan bd hoat dong ciia may tinh theo yéu cau nguoi st dung.

- Khdi tinh toan s hoc va logic (ALU — Arithmetic Logical Unit): C6 chic niang thuc
hién cac phép tinh so hoc (cOng, trir, nhan, chia), phép tinh logic (AND, OR, NOT, XOR) va
cac phép tinh quan hé (so sanh 16n hon, nhé hon, bang nhau...)

- Thanh ghi (Register): La bo nhé trung gian, duoc gin chit vao CPU bang cac mach
dién tir, 1dam nhiém vu luu gitr tam thoi cac chi thi tir b nhd trong khi ching duoc xur 1y, giup
tang toc do trao doi thong tin trong may tinh.
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- Clock: Khéng mang theo nghia déng ho thong thuong, ma 13 bo phan phat xung nhip
nham déng bd hoa su hoat dong cua CPU. Clock chinh 1a mét chu ky tin hiéu dugc st dung
dé dong bd héa moi thir bén trong may tinh. Tdc do cua CPU chi ra s6 chu ki ctia xung Clock
trong mot gidy. Tan s Clock cang cao thi téc do xir 1y cang nhanh. Tc d6 Clock dugc tinh
bang Megahertz (MHz) hay Gigahertz (GHz). Mbi MHz tuong tng véi 1.000.000 xung nhip
trong mot gidy dong ho. Vi du, mot may tinh c6 te do clock 3.0 GHz (Gigahertz), nghia la
clock thuc hién 3 ti chu ki trong mdt gidy, va thuc thi s6 1énh tuong ung.

Hoat dong cua CPU:

May tinh bat dau xir Iy khi Clock phat xung nhip, khi d6 CPU Iy dif liéu tr bd nhé trong
(Memory) roi giai ma I¢nh dicu khién. Sau d6 nap vao khoi tinh toan (ALU - Arthmetic
Logical Unit) dé xtr Iy va két qua dugc luu vao cac thanh ghi.

b. B¢ nhé trong (Memory):

B6 nh¢ trong la noi luu dir chuong trinh va xur Iy thong tin chu yéu 1a du6i dang nhi phan.
B0 nhé trong bao gdm 2 loai b nh¢ chinh 1a RAM va ROM.

- ROM (Read Only Memory — B nh¢ chi doc): La mot chip IC (Integrated Circuit —
Mach t6 hop) c6 kha nang luu trir cac thong s6 cia nha san xuét, cac chuong trinh hé thong,
chuong trinh diéu khién viéc nhap xuat co s¢ (BIOS — Basic Input/Output System) ma nguoi
sir dung khong thé can thi€p truc tiép vao dugc. Céc chuong trinh nay s& tu dong hoat dong
va kiém tra cac thiét bi mdi 1an van hanh. Ta chi co thé doc thong tin trén ROM va khong thé
ghi hodc x6a. Cé4c thdng tin trén ROM khong bi mét di sau khi tat may hodc khi cap dién dot
ngot.

- RAM (Random Access Memory — Bo nh¢ truy xuit ngau nhién): Bao gém céc linh
kién IC dung dé luu trir dir kién cac chuong trinh trong qué trinh xir 1y, tinh toan. Ta ¢ thé
doc, ghi va x0a cac thong tin Iuu trén RAM. Mudn thong tin trén RAM khong bi mat thi phai
ludn c6 nguodn dién nudi dé luu trir ndi dung thong tin. Do d6 cac thong tin trén RAM s& mat
sau khi tat may hodc khi ctp dién dot ngdt.

4 }H\"

Hinh: B nhé RAM va khe cam bg nhé RAM trén bo mach chinh (Mainboard)
C. B¢ nho ngoai (Storage devices):

B6 nhé ngoai (thiét bi luu triY) 1a phuong tién ding dé doc, ghi va luu trit di liéu. Céc bd
nh¢ nay c6 dung luong chira l6n, dir liéu khong bi mat di khi khéng c6 ngudn dién. Trén cac
may vi tinh pho bién hién nay co6 cac loai dia sau: Pia tu, dia quang, dia Flash...

Pia tir: La phuong tién dung dé luwu trir dit liéu thong dung nhét hién nay. Céu trac chung
ctia cac loai dia luu trir dir liéu 13 trén bé mat cua chung phu mot 16p vat liéu c6 kha ning
nhiém tur, dia c6 thé lam béng nhua hodc kim loai.

Dia tir luu trir thong tin trén cac duong tron dong tim goi 1a Track. Mdi Track lai dugc
chia thanh nhiéu cung nho goi 1a cac Sector. Thong tin dugce dinh vi trén dia theo céc dia chi
thong qua chi sd Track, chi s Sector.
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Hién nay c6 rat nhiéu loai dia tir khac nhau dé luu trit dit liéu nhung phd bién nhat vén la
dia ctimg (Hard Disk) va dia mém (Floppy Disk). Dia mém thong dung 1 loai dia duong kinh
3.5 inch, c6 dung lugng 1.44 MB. Dé st dung duoc dia mém, can phai c6 mot 6 dia mém
(Floppy Drive) gan trong mady tinh. Bia cimg dugc lap c¢b dinh trong may tinh, c6 dung luong
16n hon, toc do truy xuét dir liéu nhanh hon dia mém rat nhiéu lan.

Hinh: O dia cirmg mdt ngodi va bén trong
Pia Flash: Hién nay c6 céc loai dia Flash phd bién sau

- Dia ctmg SSD (Solid State Drive): Day la mot loai 6 o cung thé ran, dugc nghién ctru va
ché tao nham canh tranh véi cac 6 dia | cing tur tinh truyén thong, cai thién vé stic manh tc do,
nhiét do, d6 an toan dir liéu va ca vé dién ning tiéu thu. La loai 6 cing dugc cdu thanh tir
nhiéu chip nhd, 6 cimg SSD ghi va luu dit liéu trong cac chip flash, nho vy viée truy xudt dit
liéu gan nhu dugc dién ra ngay tire khac.

Hinh: O dia cimg SSD
- O dia Flash di dong str dung cong USB két ndi voi may tinh:s

taguw

I'E’l

Hinh: O dia Flash di déng va cong két noi USB
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bia quang (Compact Disk) luu trir dir li¢u trén nguyén tic quang hoc, str dung cong nghé
tia Laser dé doc va ghi dir liéu. So voi hé thong dia tir, dia quang co6 3 diém khac biét chinh:
D06 chinh xé4c cao, d6 bén cua dit liéu cao, va co thé thao lap dé dang.

Hién nay c6 cac loai dia quang sau:
- bia CD-ROM (Compact Disk Read Only Memory): La loai dia chi doc.

- Dia CD-R (Compact Disk Recordable): La loai dia CD trang (chua co dir liéu) cho
phép ghi dir li¢u duy nhat mot lan.

- Pia CD-RW (Compact Disk Rewritable): La loai dia cho phép doc ghi nhiéu lan gidng
nhu dia cung, dia mém.

- bia DVD (Digital Versatile Disk hodc Digital Video Disk): La loai dia c6 kha nang
luu trit 16n, thuong dugc stir dung dé luu céc doan phim.

Hinh: O dia quang va dia quang

bé thyc hién viéc doc/ghi dir 1iéu trén cac loai dia quang, may tinh can phai co cac loai o
dia quang thich hgp cho tung véi loai dia.

V& dung lugng, cic dia CDROM, CD-R, CD-RW c¢6 thé chira khoang 650-700 MB dir
li¢u, riéng dia DVD c6 thé luu trir tr 4,7 dén 17 GB dit li¢u tuy thudc vao ky thuat ghi va doc
dir lidu.

Ngoai ra con c6 cac loai bd nhd ngoai khac nhu thé nhé (Memory Stick), 6 dia Flash...

d. Thiét bi nhdp (Input devices):

Thiét bi nhap la cc thiét bj ddm nhiém céc chirc nang nhap dit liéu cho méy tinh. Sau day
l1a mot s6 céc thiét bi nhap pho bién:

- Ban phim (Keyboard):

Ban phim la phuong thirc nhép dit liéu thong qua cac ki tu trén ban phim va dugc chuyén
thanh ma nhi phan tuong g trong may tinh. Ban phim hién nay dugc t6 churc thanh 4 nhém
churc nang sau day:

Nhom chir cai: Gom céc phim ki tu chuén tiéng Anh, mdi phim twong tmg véi 2 mé ki tu
va c6 thé chuyén doi qua nhau nho nhan phim: Shift + <ki tu> hoac Caps Lock.

Nhom phim chure nang: Tu phim F1 t6i F12, cho phép nguoi dung dat cac 1énh hay t6 hop
1énh ngan gon trén nd (do phan mém dang khai thac trén may quy dinh).

Nhom phim trang thai: Gom cac phim: Shift, Ctrl, Alt... cac phim nay khong hoat dong
ddc 1ap ma td hop véi cac phim khac d€ thuc hién. Y nghia cta cac thao tac do phan mém
dang khai thac trén may quy dinh.

Nh(:)m phim Qiéu khién con tro: GOm céc phim mdi tén <, 1, —, |, c&c phim Home, End
dung dé diéu khién con trd trén man hinh.

Mot sb phim khac: Esc (thoat khoi tién trinh), Enter (thuc hién 1énh, ngét doan van ban),
Backspace (xoa ki tur bén trai con tro), Delete (x0a ki tu bén phai con tro)...
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- Chudt (Mouse): La thiét bj nhap rat phd bién trén cac may tinh hién nay, nhét 1a cac
may tinh chay trong méi trudng Windows. Mdi con chudt may tinh co 2 hay 3 phim bam tuy
theo. Khi ré chu6t theo huéng nao thi diu nhy hodc miii tén con trd chudt s& di chuyén theo
hudng do6 twong tmg voi vi tri cua vién bi hodc tia sang (d6i voi chudt quang) nam dudi bung
ctia nd. Mot sé may tinh ¢6 chudt gan trén ban phim.

- MAy quét (Scanner): La thiét bi dung dé nhdp vin ban hay hinh anh... vao mdy tinh.
Thong tin nguyén thuy trén giay s€ dugc quét thanh céc tin hi€u s6 tao thanh cac tap tin anh.

Hinh: May quét (Scanner)

Ngoai ra, con mot sd cac thiét bi nhap khac nhu: Bang vé& (Graphic Tablet), Webcam,
Microphone.

e. Thiét bi xuat (Output devices):

Thiét bi xuét la cac thiét bi dam nhiém cac chirc nang xuét dir liéu cho may tinh. Sau day
la mot sO céc thi€t bi xuat pho bién:

-  Man hlnh (Monitor): La phuong tién giao tiép truc quan gitta ngudi va may, cho phép
hién thi cac yéu cau, cac thao tac va hién thi két qua trén man hinh.

Man hinh c6 d6 phan giai duoc xac dinh bang tich sé kich thudc chiéu ngang va chiéu
cao tinh theo phan tir dnh, chang han: 800x600, 1024x768... Tich s6 nay cang Ién thi man
hinh cang min, 10 nét.

- May in (Printer): Mdy in la ,thiét bi dua thong tin ra gidy in hodc cac thiét bi in an
khéc. Hién co cac loai may in pho bién nhu: May in Laser, may in phun.

Hinh: May in Laser va may in phun

- May chiéu (Projector): C6 chirc ning twong ty man hinh, thuong duoc st dung thay
cho man hinh trong céc budi hoi nghi, bao cdo, thuyét trinh...

Ngoai ra, con mot sb cac thiét bi xuat khac nhu: May vé (Plotter), loa may tinh (Speaker).
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2. Phan mém (Software)

Phan mém 14 cac chuong trinh, cac chi thi dién tr do con nguoi tao ra nhim giao tiép véi
phan clng dé thyc hién nhiém vy diéu khién cac hoat dong cia phan cting, xu ly dir li¢u theo
yéu cau cua nguoi str dung. Co thé coi phan cimg may tinh la thé x4c con phan mém 1a linh
hon ctia méi may tinh. Khong c¢6 phan mém, phan cimg trd nén vo dung.

Phan loai phan mém
Phan mém duoc phan thanh 2 loai chinh: phin mém hé thdng va phan mém tng dung.
a. Phan mém hé thong (System Software):

‘Phﬁr‘l mém hé thdng 1a chuong trinh didu khién tryc tiép cac phan cing cua may tinh.
Phan mém hé thong bao gom: hé di¢u hanh (OS — Operating System), cac chuong trinh dich
(Translation Programs) nhu trinh bién dich (Compiler), trinh thong dich (Intepreter)...

b. Phan mém g dung (Application Software):

Phan mém tng dung la chuong trinh dugc xdy dung dé thuc hién nhitng tac vu chuyén
biét ndo do, nham dap ung nhitng nhu cau ma phan mém hé diéu hanh thyc hién chua tot,
hoac chua lam dugc.

Phan mém ung dung co rat nhiéu loai phuc vu cho céc ddi tuong st dung may tinh.
- Phan mém soan thao vin ban (Word Processing): Microsoft Word, EditPlus...
- Phan mém quan tri dit liéu: Visual Foxpro, Access, SQI Server...
- Phan mém d6 hoa: Corel Draw, PhotoShop, FreeHand, Hlustrator. ..

- Ph~§n mém thiét ké: AutoCAD cho nganh xay dung, co khi, Orcad cho nganh dién tur
vien thong.

- Phan mém thiét ké trang Web: FrontPage, DreamWeaver. ..
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CHUONG II - HE PIEU HANH TREN MAY TINH VA HUONG DAN SU
DUNG HE PIEU HANH MICROSOFT WINDOWS

¢ 1. GIOI THIEU HE PIEU HANH MICROSOFT WINDOWS

I. GIOI THIEU TONG QUAN HE PIEU HANH MICROSOFT WINDOWS

1. Khai ni¢m h¢ diéu hanh

Hé diéu hanh 1a tap hop cac chuong trinh diéu hanh va quan 1y hoat dong may tinh, lam
nhiém vy trung gian giao tiép gilta may tinh va nguoi st dung may. Day la mét phan mém

khong thé thiéu dbi voi mot may tinh. Hién c6 cac hé diéu hanh thong dung: MS-DOS,
Microsoft Windows, LINUX...

Chike nang chinh ciia hé diéu hanh:
- Tb chiic giao tiép giira nguoi dung va may tinh.
- Kiém tra va phét hién nhitng sai hong cua thiét bi.
- Cung cap tai nguyén cho cac chuong trinh va t6 chtrc thyc hién cac chuong trinh do.
Tai nguyén cua mét hé thong may tinh la nhirng phuong tién cé trong hé thong ma
mot chuong trinh ¢6 thé khai thac va s dung né. Vi du: O dia, bd nhd trong, may

n... Hé diéu hanh phan chia cac nguon tai nguyén sao cho cac chuong trinh c6 thé
thyc hién mot cach dang dan, ngan ngura duoc tinh trang tac ngén.

- T4 chirc luu trir thong tin trén bo nhé ngoai, cung cip cc cong cu dé tim kiém va
truy cap thong tin.
- Kiém tra va hd trg bang phan mém cho cac thiét bi ngoai vi.
- Cung cép cac dich vu tién ich hé théng.
- Bao mat dir liéu trong may tinh.
2. Phin loai h¢ diéu hanh
Khai niém vé da nhiém (Multi-tasking) va nhiéu ngwoi ding (Multi-user):

* Da nhi¢m c6 nghia la kha nang ma mot may tinh chay hai hay nhiéu chuong trinh ¢
cing mot thoi diém. Vi du: Cung mét luc co thé in mot van ban 16n trong khi van dang sir
dung trinh soan thao vin ban dé g mot bao cao.

. theu nguoi dung c6 nghia 1a kha ning ma mot méay tinh cho phép nhidu ngudi co thé
truy xudt dit liéu gidng nhau & ciing mot thoi diém.

Hé diéu hanh c¢6 cdc loai chinh sau:

* Don nhiém mot nguoi su dung (Single tasking/Single user): cac chuong trinh phai
du’gc thue hién lan 1u’qt va moi lan lam viéc chi c6 mot nguodi str dung duge dang nhap vao hé
thong. Vi du: Hé dieu hanh MS-DOS khong doi hoi may tinh phai cé bo xtr ly manh.

® Da nhiém mot nguoi sur dung (Multi-tasking/Single user): tai mdi thoi diém chi ¢ mot
ngudi st dung ding nhap vao hé thong, nhung co thé kich hoat cho hé théng thuc hién dong
thoi nhiéu chwong trinh. Vi du: Microsoft Windows 95. Hé diéu hanh nay kha phurc tap va doi
hoi may tinh phai c6 b x1r Iy du manh.

= Da nhiém nhiéu nguoi sir dung (Multi-tasking/Multi-user): cho phép nhiéu nguoi duoc
dang ky vao hé théng, nguoi sir dung c6 thé cho hé théng thuc hién ddng thoi nhidu chuong
trinh. Vi du: Windows 2000, Windows XP. H¢ diéu hanh loai nay rat phtic tap, doi hoi may
tinh phai c6 bo xir Iy manh, bd nhé trong 16n va thiét bi ngoai vi phong ph.
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3. Giéi thi¢u tong quan hé diéu hanh Microsoft Windows
a. Lich sir phdt trién:
MS-DOS

Hé diéu hanh dia tir Microsoft (Microsoft Disk Operating System, goi tit 1a MS-DOS) 1a
hé diéu hanh cua hang phén mém Microsoft. Day 1a mdt hé diéu hanh co giao dién dong 1€nh
(command-line interface) duoc thiét ké cho cac may tinh PC (Personal Computer). MS-DOS
ra doi vao ndm 1981 va rat phd bién trong sudt thap nién 1980 va dau thap nién 1990, cho dén
khi Windows 95 ra doi. MS-DOS 1a hé diéu hanh don nhiém, chi cho phép chay mot tng
dung duy nhat tai mdi thoi diém.

Tir Windows 1.0 dén Windows 3.1
Windows 1.0 ra doi nam 1985, tuy nhién khong dugc phd bién rong rai.

Windows 2.0 ra doi ndm 1987, duoc phd bién hon so véi phién ban dau tién voi cac tng
dung thoi gian thuc va giao dién do hoa trng dung.

~ Windows 3.0 ra doi nam 1990 vo6i giao dién d(k)‘h(_)a cho nguoi dung, va hiéu tng 3D
giong nhu véi nhitng phién ban hién nay. Pay 1a hé diéu hanh dau tién thuc sy mang lai thanh
cong cho hang Microsoft.

Windows 3.1 ra doi nam 1992. Tt phién ban 1.0 dén 3.1, Windows la mot méi trudng
quén ly g dung chay trén nén DOS chir khong phai 1a mgt h¢ dieu hanh thuc su.

Windows 95

Puogc phat hanh vao nam 1995, hé diéu hanh nay la sy thay thé cho 2 phién ban cii cua
Windows 1a 3.1 v&i cai tién ndi bat nhét 1a giao dién dd hoa. Tinh ning chinh cua hé diéu
hanh nay 14 man hinh, thanh Taskbar va Start menu, nhiing tinh ning nay van con ton tai dén
nhimg phién ban hién nay. Ngoai ra, phién ban nay con c6 kha ning lam viéc trong hé thong
mang, str dung va chia sé tai nguyén mang ciing nhu sir dung Internet. H¢ diéu hanh nay ciing
duoc tich hop DOS 1am nhiém vy lién két gitra Windows véi phan cting may tinh.

Windows 98

Puoc ra mit vao nam 1998, hé diéu hanh nay dugc xem nhu 13 ban nang cép tir Windows
95 nhung dugc tich hgp Internet Explorer vao trong giao dién nguoi dung va chuong trinh
quan 1y tap tin Explorer. Piém nhan cia Windows 98 1a hé thong mang ndi bd (LAN — Local
Area Network), hd trg cho USB va hé théng tap tin FAT32. Phién ban Windows 98 SE
(Second Edition) dugc ra mat vao nim 1999, khong c6 nhiéu thay ddi ddng cha y ma chi co
hau hét cac ban va 15i.

Windows NT

Windows NT (New Technology) 14 hé diéu hanh mang cao cip cua hing Microsoft duoc
thiét ké cho cac t chirc c6 hé théng mang may tinh. Phién ban dau c6 tén 1a Windows NT 3.1
phat hanh nim 1993. Vi hé diéu hanh chuan ctia NT, ta ¢ thé xdy dung mang ngang hang,
may chi mang va moi cong cu quan tri can thiét cho mot may chi mang. Ngoai ra, con c6 thé
c¢6 nhiéu giai phap vé xdy dung mang dién rong (WAN).

Windows Me

Phién ban Windows Me (Millennium Edition) dugc Microsoft phat hanh vao nam 2000 va
la phién ban cudi cling cta hé diéu hanh 9x. Phién ban nay la that bai 16n nhat ciia Windows
vi n6 khong hd trg MS-DOS va hé théng d& bi treo. Tuy nhién diém hay cua phién ban
Windows nay 1a tinh ning System Restore, nang cép cac tinh nang Internet va multimedia.

Windows 2000
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Pugc phat hanh vao nim 2000, gan nhu dong thoi véi Windows Me. Hé diéu hanh nay
lam viéc trén ca may chu 1An may dé ban va 1a mot nang cip thanh cong cho khéi doanh
nghiép cua Microsoft. Ké vi ngay sau Windows NT, Windows 2000 1a mot sy tién hoa tir nén
tang co ban NT va van nhim dén thi truong doanh nghiép.

Windows XP

Vao nam 2001, Windows XP duogc cong bé va phat hanh. Day la phién ban danh cho ca
d6i tuong doanh nghlep va gia dinh dya trén nén tang Windows 2000. Windows XP 1a h¢ didu
hanh thanh céng nhit cua Microsoft vi giao dién dé nhin, hoat dong nhanh hon so VO cac
phién ban trude, do tin cay cao hon so véi hé diéu hanh Windows Me, khong doi hoi cAu hinh
cao va quan trong 1a chay dugc tit ca cac tmg dung ciing nhung tuwong thich voi phan cimg.

Windows Vista

Pugc phat hanh nam 2007, phién ban Windows nay da phat trién cac tinh ning ciia XP va
bd sung thém sy bao mat va do tin cdy, chirc ning truyén thong sd duoc cai thién va giao dién
d6 hoa ngudi dung Aero 3D dep mét. Tuy nhién, tinh ning biao mat User Account Control
lam gian doan cac hoat dong thong thuong cia nguoi dung. T6i té hon, nhiéu nguoi dung con
gip phai cic van dé trong viéc nang cap thiét bi cii khi st dung Windows Vista, mot sd
chuong trinh chay trén XP khong thé lam viéc ding cach trong moi truong Vista.

Tur nhitng yéu t6 khong thanh cong trén ciia Windows Vista ma Microsoft di bét tay vao
dé phat trién phién ban thay thé cho Vista ngay lap tiec.

Windows 7

Phién ban méi nhat ctia Windows dugc phéat hanh vao nam 2009. Pay 1a ban Windows rat
dep va duoc cai tién tr Windows Vista véi cac tinh nang tuong tu. Diém nhén cua Windows 7
1a cong nghé cam tng da diém (Multi-touch) danh cho céc thiét bi gin ngoai dé diéu khién
Windows. Ngoai ra, Windows 7 c6 tinh tuong thich va 6n dinh hon nhiéu hon véi Vista.

Cac chuyén gia phat trién cua Microsoft van dang lam vi¢c trén cac phién ban mai cua hé
diéu hanh 161, va vi vay ching ta van c6 thé mong dgi nhitng diéu tha vi s€ xuat hién trong
mot tuong lai gan.

b. Pdc diém cia diéu hanh Microsoft Windows:

Mot hé diéu hanh voi kha ndng da nhiém (Multitasking), c6 thé xir 1y nhiéu chuong trinh
cung mot lac ¢ tung ctra so riéng biét.

Giao dién d6 hoa cho nguoi st dung (GUI - Graphical User Interface): Windows co giao
dién d6 hoa than thién va dé sir dung, giao dién tiép xuc nguoi-may ¢ hé diéu hanh Windows

1a giao dién d6 hoa, thong qua cac hinh anh dugc goi la cac biéu tuong (Icon). Piéu nay da
lam ngudi sir dung c6 thé dé dang nhén biét cac ddi twong qua cac biéu tugng cta no.

Giao dién chuong trinh ing dung (APT - Application Program Interface): Dac diém nay
cho phép hau hét cac giao dién tiép xic nguoi sir dung may tinh & tat ca cac chuong trinh tmg
dung déu twong tu nhau vi du nhu cac cura s6, cac nat 1énh, cac tuy chon... Piéu dé giup
ngudi str dung d& hoc, dé thao tac khi tiép xtc voi mot mg dung mai.

Mot trinh tong hop ciia nhiing trinh ing dung nhu trinh thao vin ban, trinh d6 hoa va cac
ung dung hitu ich nhu lich, dong ho, may tinh, ban tinh, phan mém ludt mang, soan thao van
ban, tro choi.

Twr khi méi dugc tung ra thi truong, Windows da dugc nhiéu nguoi dung don nhén, tao ra
mot sy thanh cong mang tdm khung khiép cho Microsoft. Ly do chinh ma Windows duoc
nhiéu nguoi lya chon 1a co giao dién dé& sir dung, bat mét voi do dd hoa cao va vi duge su
dung boi dong dao nguoi dung nén cac cong ty phan cimg ciing nhu cac cong ty phan mém da
tao cho ra doi rat nhiéu san pham twong thich vi Windows nhu ban phim, con chudt, USB,
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cac chuwong trinh 13p trinh, img dung nhu phan mém ting tdc tai Internet Download Manager,
phan mém ghi dia Nero... Chinh diéu ndy di lam cho Windows cang tré nén phé bién hon.
Mic di Windows duoc nhiéu ngudi dung, nhung Windows khong duoc cac chuyén gia may
tinh danh gia cao bang cac hé diéu hanh dua trén méi trudng Unix nhu Ubuntu do tde do 1am
viéc cia Windows chdm hon nhiéu 1an so véi Unix (mét vi du dién hinh 1a Google - ¢d may
tim kiém khong 10 ciing lam viéc dwa trén Unix thay vi Windows) va cac Gng dung cia
Windows ciing khong dugc danh gia cao bang cac tng dung trong cac hé diéu hanh dya trén
Unix. Vi du: Latex ludn ludn c6 toc d6 1am viéc cao hon Microsoft Word ctia Microsoft chay
trong Windows.

I1. CAC POI TUQNG PIEU KHIEN CO BAN CUA HE PIEU HANH MICROSOFT
WINDOWS

1. So lwgc vé hé diéu hanh Microsoft Windows 7

_Phién ban cua Microsoft Windows 7 1a phién ban dugc sir dung cho toan b bai giang
phan chuong nay.

Windows 7 1a hé diéu hanh ké tiép cua Windows Vista, hd trg da nhiém va cac thiét bi
cam ung. Windows 7 cung cip nhiéu tinh ning mdi va cai tién cac tinh ning cii so vdi cac
phién ban trudc d6 gitp ting toc do xur 1y, nang cao hiéu suat lam viéc cho ngudi sir dung. Voi
giao dién dd hoa Aero, Windows 7 tao sy mugt ma va dep mét nhét trong cac dong Windows,
v6i cac ctra s6 3D va trong sudt tao su thich thi cho ngudi dung. Windows 7 duoc chia lam 2
dong 32 bit va 64 bit, co nhiéu phién ban khac nhau: Starter, Home Preminum, Professional,
Ultimate.

Yéu cau phan cirng:

Windows 7 c6 hai phién ban 32 bit va 64 bit. Yéu cau phan cimg d6i v6i hai phién ban
nay la:

Yéu ciu phin cirng | Windows 7 32bit Windows7 64bit
Téc 4 CPU 1GHz hodc hon

RAM Téi thiéu 1 GB Tbi thiéu 2 GB
O dia ctirng (HDD) | Téi thiéu 16 GB Tbi thiéu 20 GB
Card d6 hoa DirectX 9.0 hodc hon

B6 nhé do hoa Tbi thiéu 128MB

2. Man hinh Windows 7

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

- Man hinh nén (Desktop) chtra cac biéu tugng: My Computer (cho phép duyét nhanh tai
nguyén trén may tinh), Recycle Bin (luu trir tam thoi céc tép tin va cac doi tuong da bi x04).
Ngoai ra, trén Desktop con c6 cac Bi€u tugng chuong trinh khéc la cac Shortcut: gitp ta truy
nhap nhanh mgt doi tuong nao dé bang cach click dip chudt vao biéu tuong do.

- Thanh Taskbar: chtra Start Menu, cac biéu twong chuong trinh va ban thu nho cac
chuong trinh dang thuc thi, cung voi1 khay h¢ thong hién thi ngay gio, thiét 1ap am thanh...
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Recycle Bin

j, Getting Started

@ Windows Media Center S

= Documents
‘-—E‘ Calculator

Pictures
Sticky Notes

Music
% Snipping Teol
=t Games
"‘fﬁ Paint

Computer
% Remote Desktop Connection
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. _/‘ Solitaire

Control Panel
Devices and Printers
Default Programs

Help and Support
»  AllPrograms

Shut down || |

l Search programs and files

- oy 3BM [
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Hinh: Man hinh nén (Desktop) ciia Windows 7
3. Biéu twgng (Icon)

Céc biéu tugng chinh 1a nhimg hinh v& nho biéu thi cho mot chuong trinh hay mét tap tin,
thu muc... hay mot thiét bi nao d6. C6 mot sb biéu tuong da dugc chuong trinh ngﬁm dinh,
mot s6 do ngudi dung c6 thé dit ra, ngoai ra ¢ thé thay thé mot biéu tuong da c6 bang mot
biéu twong khac ma minh thich.

Mot biéu twong chinh 1a dic trung cho mot chuong trinh. Néu d6 1a biéu thi cho mét tap
tin chay (Vi du: tap tin *.exe; *.bat) khi ta click dap chudt vao biéu tuong, chuong trinh s€

duoc thuc hién.
. /.
R &

Microsoft Rational Rose
Word 2010 Enterprise E...

E QO U as

&£ -
Network Control Computer  Recycle Bin
Panel

Microsoft PowerDest...
Excel 2010 15

Cac biéu twong hé thong Cdc biéu twong chirong trinh img dung

4. Thanh tac vu (Thanh Taskbar)
Hinh dang:
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Thanh tac vu la thanh nim ngang & phia cudi man hinh, bao gdm cac thanh phéan:

S.
a.

Nut Start dung mé menu Start dé khéi dong cac chuong trinh.
Thanh Quick Launch dé khoi dong nhanh cac chwong trinh thuong st dung.

Thanh thu nhé biéu tuong, tiéu dé cua cac chuong trinh dang chay, dung chuyén dbi
qua lai gitta cac chuong trinh ung dung.

Khay hé thng (System Tray) nim & géc phia dudi bén phai man hinh, chira biéu
tuong clia cac chuong trinh dang chay trong bo nhé va hién thi dong hd hé thong.

Cira s6 (Windows)

Khai niém cwra so:

Cira s6 trong Windows 1a mot hinh chit nhat trén d6 bao gdm nhiéu thanh phan nham biéu
dién nhiing thong tin, phuc vu cong viéc giao tiép gitra nguoi su dung va may tinh.

MJi chuong trinh khi chay trong Windows s& dugc biéu dién trong mot cira sd6 Ctra s6 khi
cuc ti€u s€ thu nhé thanh mot biéu tugng ndm dudi thanh Taskbar. Moi ctra s6 déu c6 mot
tén, tén cua ctra s6 do nguoi thict ké phan mém hay ngudi dung may tinh dat.

b.

Cdc thanh phan trong cira s6:

Thanh tiéu dé (Title bar): Chira biéu twong diéu khién kich thudc cira so; tén chuong
trinh; cac nut thu nhd, phuc hoi kich thude cira s6, ntiit dong cura so.

Thanh menu (Menu bar): Chira cac chirc nang, 1énh thuc thi cua chuong trinh.
Thanh cong cu (Toolbars): Chira cac chirc ning dugc biéu dién dudi dang biéu tuong.

Thanh trang thai (Status bar): Hién thi mé ta vé ddi tuong dang tré chon hoic thong
tin trang thai dang lam viéc.

Thanh cudn doc va ngang: Chi hién thi khi noi dung khéng hién day du trong cura s0.
Chung cho phép cudén man hinh dé xem ndi dung nam ngoai duong bién cia cira so.
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Hinh: Cdc thanh phan trong cira s6 ciia Windows 7

c. Cdc logi cira s6 théng dung:

Cira s6 Folder: Chira cac biéu tuong dai dién cho cac Folder con va cac tap tin c6 trong
Folder. Vi du:
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= E g
@\J"E' » Computer » 0S(C) » = [ [ Search 05 (C 3
File Edit View Tools Help
Organize « Share with + Play all Burn New folder B- ~ [ @
4750 Favorites AppServ il Drivers
Bl Desktop File folder [' | Filefolder
4 Downloads
| Recent Places KMPlayer | | Perflogs
File folder [ | Filefolder
| v - Libraries X
| | Program Files 1 The KMPlayer
[' | Filefolder A L File folder
478 Computer ! d
b Q-’ 0s () UserData Users
> SOFT (D) | File folder ( File folder
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= & % debugl2ld
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LW~ NetworkCfg
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> s bytes
11 items

Cita s6 chuwong trinh iing dung: Dai dién cho mot chuong trinh cia Windows hoic mot
chuong trinh khai thac trong moi truong Windows. Vi du:

Home | Insert  Pagelayout  References  Mailings  Review  View
=4 CAt T L m = S A
B Calbori(Body) -~ 11 - AT A7 Aac & IS B 20 9 | sambeene | AaBbceDe AaBbC: % o
Paste B I U -ae x, X e A ===|1= - i TNormal |7 Mo Spaci.. Headingl _ Change Editing
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Clipboard 1 Font Paragraph . Styles
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I & : . ‘ : ‘ . ‘ : : : & I [l
-

“« o nd

1 [

Page:1ofl | Words:0 | English (U.5)

3
|Eﬂ|§l, 110% + e

Cira sé tw liéu: Pai dién cho mot tap tin dugc mo trong mot ng dung chay trong moi
truong Windows. Vi du: Tap tin Documentl.doc dugc tao ra bdi chuong trinh Word, tap tin
Luong.xls dugc tao ra boi chuong trinh Excel.

Cira sé thogi: Chua cac lua chon, khi nguoi st dung giao tiép v61 may tinh. Vi du:

= Are you sure you want to move this shortcut to the Recycle Bin?

-~
-

-

-

VFU2
Location: VFU2 (F:)
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¢ 2. KHAI NIEM TEP, THU MUC TEP VA CAU TRUC LUU TRU HINH CAY

|. KHAI NIEM TEP, THU MUC TEP VA CAU TRUC LUU TRU HINH CAY

1. Tap tin — Tép (File):

a. Khainiém:

Tap tin (t€p) 1a tdp hop nhitng Byte thong tin ¢ cung quan hé dugc luu trir trén dia tur.

b. Tén tap tin (File name):

Windows quy dinh rpg)i tap tin phai c6 mot tén, goi 1a tén tap tin do nguodi tao ra tap tin
dat. Tén mdt tap tin c6 cau truc nhu sau:

Tén tap tin (File name) = Phan tén (Name).Phian mé rong (Extension)

MBJi tap tin déu co tén riéng, vi tri luu trén dia va nhitng thudc tinh riéng. Tén tap tin do
nguoi s dung ddt ra gobm c6 2 phan phan cach nhau bang dau cham la phan tén va phan mo
rong.

Phan tén va phan mé rong 1a mot nhom cac ki ty ding lién nhau; thong thudng phan tén
duogc dat goi nhg, phu hop véi ndi dung thong tin chira trong tap tin d€ giup cho viéc stir dung,
quéan ly tap tin dugc dé dang.

Phéan tén (Name): La phan bat budc phai co, co thé dugc cach nhau boi khoang tréng
(space), c6 chicu dai toi da la 255 ky tu va khong dugc chira cac ky tu sau: \ /@ * 2 “ <>,

Phan m¢ rong (Extension) lién quan dén loai tap tin, phan md rong thuong do cac phan
mém tu gan.

Vidu: THONGBAO.DOC = Tép tin dugc tao ra boi chuong trinh Microsoft Word
LUONG.XLS = Tap tin dugc tao ra bai chuong trinh Microsoft Excel

C. Phan logi tap tin:
Tuy theo dac tinh ctia thong tin chira trong tap tin, ta phan biét thanh hai loai tép tin chinh:

- Tap tin thyc thi: Thuong co phan m¢ rong dang COM hoic EXE. Day la céc tap tin
dudi dang ma may, co6 thé khai thac va chay ngay dugc.

- Tap tin khong thyc thi: La cc tap tin ¢6 phan mé rong thudc cac dang con lai.

Vidy: DBF (Database File) = Tap tin co s¢ dit li¢u.
TXT (Text) = Tép tin thuan van ban.
DOC (Document) = Tap tin van ban.

Céc tap tin ndy thuong c6 dang van ban, khong thé khai thac hodc chay truc tiép duoc.
2. Thw muc (Folder)
a. Khainiém:
Thu myc 1a moét hinh thirc phan ving trén dia tur dé viéc luu trir va khai thac cac tap tin
duoc khoa hoc va hé thong.
b. Cdu triic mét thu muc:

Trén mdi dia tr, thu muc c6 céu trac nhiéu cip theo kiéu hinh cdy. Pau tién 1a thu muc
goc, ke dén la thu muc con tir cap 1 dén cap n (n >1).

Tén thuw muc: Tuan tha theo quy tic dit tén cua tap tin. Tuy nhién, khong nén dat tén thu
muc c6 phan m¢ rdng vi nhu vay c6 thé nham lan véi tén tap tin. Trong cung thu muc khong
thé c6 hai tap tin, hoac hai thu muc con, hoac mgt thu muc va mdt tap tin trung tén nhau.
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Thu muc gbc (Root directory): La thu muc cao nhit trong 6 dia. C6 thé coi 6 dia chinh la
thu muc goc Thu myc goc dugce tao ra ngay sau khi dia dugc dinh dang bang 1énh Format
nén ta c6 thé dbi tén chir khong thé xoa thu muc gde di duoc.

~ Thu muc con (Sub directory): La thu myc nim trong mot thu muc khac. Thu muc con ¢6
thé duoc tao ra hay xoa di mét cach thong thuong. Moi thu muc con c6 mot tén ri€ng goi 1a
mot day cac ki tu, to1 da tdm ki ty néu nhi€u hon thi phan sau bi cat.
Thw muc hién hanh (Working directory): La thu muc dang 1am viéc hién thoi noi dat con
tré lam viéc.
Thuw muc réng (Empty directory): La thu muc trong n6 khong chira gi ca. Tic 1a khong
chira céc tap tin hay cac thu muc con khac.

Vi du: Ciu triic cay thu myc trén dia C:\ ¢6 dang sau:

Windows
C\ —
MS-Word
Office
T MS-Excel
Cap 1

f

Cép 2
S6 lwong cac cap thu muc, s6 lwong thu muc con trong timg cap trén mdi dia tir nhiéu hay
it tuy thudc yéu cau cua nguoi dung may. Ta chi tao thu muc khi ¢6 nhu cau stir dung no.

Trong vi du trén: C:\ 1a thu muc géc.
Thu muc con cap 1 Office chira thu muc con MS-Word, MS-Excel.

3. Puong din
Pudng dan 1a mot diy cac thong tin dé xac dinh mot tap tin hoac mdt thu muc can Xac
dinh. B¢ xac dinh mdt dudng dan téi mot tap tin hay mdt thu muc can tim ta can go chinh xéc
theo quy udc duong dan sau (path):
<Tén 6 dia>:\><Tén tap tin hay thu muc 1>\ ...\<Tén tap tin hay thu muc n>
O day duong dan lién tiép cac thu muc va cac tip tin duoc ngin cach boi dau \. Trong d6
duong dan bat dau boi tén 6 dia va két thuc boi tén hay thu muc can tim.
Vi du: C:\Pascal\Bin\Turbo.exe
Trong d6: - C: 1a tén 6 dia (thu muc gdc).
- Pascal, Bin: 1a tén thu muc.
- Turbo.exe: la tén tap tin can chay.

I1. CONG CU QUAN LY TEP CUA HE PIEU HANH MICROSOFT WINDOWS
1. Giéi thiéu Windows Explorer

Windows Explorer 1a mot chuong trinh ing dung dugc tich hop san trong hé diéu hanh
Windows diing dé t6 chire, quan 1y va thao tac véi cac dbi tuong trén may tinh.

Déi trong chu yéu do Windows Explorer quan 1y 1a cac thu muc va tap tin. Véi Windows
Explorer, ta c6 thé dé dang thuc hién cac thao tac khéi dong céc ing dung, tao, x6a, sao chép,
di chuyén thu muc va tap tin...



Churong Il — H¢ diéu hanh trén mdy tinh Bién soan: Nguyén Vii Duy

2. Khéi dong, thoat Windows Explorer
a. Khoi dong Windows Explorer: C6 thé khai dong bang cac cach sau:
- Céch 1: Nhan t6 hop phim # + E.
- Céch 2: Vao menu Start = Programs = Accessories, chon Windows Explorer.
b. Thoat Windows Explorer: C6 thé thoat bang cac cach sau:
- Céach 1: Vao menu File, chon 1énh Close.
- Céch 2: Nhip chudt tai ntit Close (x) hinh gach chéo mau d6 trén thanh tiéu dé.
- Céch 3: Nhan t6 hop phim Alt + F4.
3. Cira so giao dién ciia Windows Explorer

Néu khai dong Windows Explorer thanh cong, trén man hinh may tinh xuét hién mot ctra
s0 chuong trinh tng dung Explorer. Pay la cura so giao tiép cua Windows Explorer véi nguoi
dung may.

Tong quan vé cira sé6 Explorer:

Cira s6 trai & cu triic cAy thu myc. N6 trinh bay cau triic thu muyc ciia cic dia cimg va cac
tai nguyén kém theo may tinh, bao gom 6 dia mém, 6 dia cting, 6 dia CD...

Nhimg ddi tuong c6 ddu cong (+) & phia trudce cho biét ddi tuong d6 con chira nhiing d6i
tuong khac trong n6 nhung khéng duoc hién thi. Néu Click vao dau + thi Windows Explorer

s& hién thi cac dbi tuong chira trong dbi tugng d6. Khi d6, dau + s& d6i thanh diu -, va néu
click vao dau - thi d6i twong s& dugc thu gon trd lai.
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ment A rs: CSE; Phute

/

1 item selected

Hinh: Cita s6 Windows Explorer
Cira s6 phai liét ké ndi dung cua dbi tuong duoc chon twong g bén cira o trai.

Thanh dia chi (Address): Cho phép nhép duong dan thu muc/tap tin can toi hodc dé xéac
dinh duong dan hién hanh.

4. Cac thao tac trén Windows Explorer
a. Hién thi noi dung thu muc hién hanh:

Nhép chudt tai biéu tuong thu muc cé trong bang trai cua cua s6 Windows Explorer, ndi
dung cta thu muc s€ xuat hién tai bang phai.
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b. Lwa, chon mot hay nhiéu thw muc/tap tin:
Chon mot thu muc/tap tin: Nhép chudt tai biéu tuong thu muc/tap tin.

Chon nhiéu thu muc/tap tin lién tyc: Nhép chudt vao thu muc/tap tin dau, nhan gilt phim
Shift, click chudt vao thu muc/tap tin cuoi.

Chon nhiéu thu muc/tap tin khong lién tuc: Nhép chudt tai thu muc/tap tin dﬁu, nhin va
gitt phim Ctrl, click chudt chon tirng thu muc/tap tin tiép theo.

c. Tao thu muc con:
- Nh'c”ip chudt xac nhan thu muc cha tai cira s6 bén trai.
- Vao menu File ® New, chon Folder.
- G0 tén thu muc can tao, nhin Enter dé két thuc.

d. Di chuyén thu mucltdp tin:

Céach 1: Chon thu muc/tap tin can di chuyén, gilr chudt trai va kéo thu muc/tap tin téi thu
muc dich. Thu muc dich s€ 1a thu muc cha chira thu muc/tap tin can di chuyén téi.

Cach 2: Chon thu muc/tap tin can di chuyén, vao menu Edit = Cut. Chon thu muc dich,
vao menu Edit = Paste.

e. Sao chép thu mucltdp tin:

Cach 1: Chon thu muyc/tap tin can sao chép, giit chudt trai dong thoi giit phim Ctrl va kéo
thu muc/tap tin téi thu muc dich. Thu muc dich s€ 1a thu muc cha chira thu muc/tap tin can
sao chep.

Céch 2: Chon thu muc/tap tin can sao chép, vao menu Edit = Copy. Chon thu muc dich,
vao menu Edit = Paste.

f. Doi tén thu muc/tap tin:
- Chon thu muc/tap tin can di tén, vao menu File, chon Rename.
- Nhap tén mdi cho thu muc/tap tin, nhan Enter dé két thuc.
g. XOA& thu muc/tap tin:
- Chon thu muc/tap tin cAn x04, vao menu File = Delete hodc nhin phim Delete.
- Trén man hinh s& xut hién hop thoai xac nhan viéc x6a thu muc/tap tin nhu sau:
( Delete Folder &J\

Are you sure you want to move this folder to the Recycle Bin?

s Tin hoc DC 2015
Date created: 25/08/2015 10:32 PM

- Chon Yes néu mudn xoa, nguoc lai chon No. Thu muc/tap tin bi x6a s¢ dugc dua
vao thung rac (Recycle Bin).

Cha y: Khong nén dbi tén hay x6a nhimg thu muc/tap tin khong phai do minh tao ra.
Pé x6a thu myc/tap tin khdng vao thing rac (x6a vinh vién), ta thyc hién nhu sau:

- Chon thu muc/tap tin can X04.
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- Nhan t6 hop phim Shift + Delete

Trén man hinh s€ xuat hién hop thoai xac nhan viéc x6a thu muc/tap tin nhu sau:
( Delete Folder &]\

Are you sure you want to permanently delete this folder?

~ Tin hoc DC 2015
| Date created: 25/08/2015 10:33 PM

- Chon Yes néu mudn x6a vinh vién, nguoc lai chon No. Thu muc/tap tin bi x0a s&
khong the phuc hoi dugc tir thung réc.

h. Phuc hoi thu muc/tap tin hay Shortcut da bi xoa:

Trén man hinh Desktovp, click dip chudt vao biéu tuong c6 tén Recycle Bin. Noi dung
trong Recycle Bin dugc hién thi, d6 1a nhitng thu muc/tap tin da bi xod. Cach phuc hoi:

- Lua chon mét hodc nhiéu thu muc/tap tin hay Shortcut da bi x6a.
- Vao menu File = Restore hoac click phai chudt, chon 1énh Restore.

Thu muc/tap tin sau khi dugc phuc hdi s& xuét hién tai vi tri thu muc/6 dia ban dau trude
khi thyc hién x0a.

£ 3. QUAN LY CHUONG TRINH, THU'C HIEN MQT CHUONG TRIiNH TREN
MICROSOFT WINDOWS

I. HE THONG QUAN LY CHUONG TRINH UNG DUNG
1. Hg¢ théng quan ly chwong trinh ng dung
' N T T TR TR O — e

@uvhzh <« All Control Panel Items » Programs and Features - | 3 | | Search Programs and Features o |

File Edit View Tools Help

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

'E‘i' Turn Windows features on or

gt Organize *  Uninstall/Change =+ @

MName ‘ Publisher Installed 1 *

8 Adobe Dreamweaver C53 Adobe Systems Incorporated 11/06/201
B Adobe Flash Player 10 ActiveX Adobe Systems Incorporated 25/03/201 _
8 Adobe Flash Player 18 NPAPI Adobe Systems Incorporated 25/08/201
[°] AppServ 2.5.10 (remove only) 19/06,/201
o) Avast Free Antivirus AVAST Software 25/03/201
< BlueStacks App Player BlueStack Systems, Inc. 25/03/201
& BlueStacks Motification Center BlueStack Systems, Inc. 25/03/201
[57 Boilsoft Video Joiner 5.01 Boilsoft, Inc. 28/03/201
[57] Boilsoft Video Splitter 5.01 Boilsoft, Inc. 25/03/201
£ CCleaner Piriform 27/07/201
Foxit Phantom Foxit Software Company 25/03/201
[ Fshare Tool version 5.1.7 www.Fsharewn Groups 25/03/201

[=°] Handy Recovery 5.5 SoftLogica 25/04/201 _

4 LU 3

—  Adobe Systems Incorporated Product version: 9.0
ﬁ Help link: http://www.adobe.com/support

Hinh: Cira s6 Programs and Features
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Ung dung quan 1y chuong trinh Programs and Features ding dé quan 1y cic chuong
trinh, cac ing dung hay mot nhom chuong trinh.

Khoi dong tmg dung quan ly chwong trinh Programs and Features: Vao Start — Control
Panel, chon Programs and Features.

Chon chuong trinh muér} cap nhat/ loai bo. Chon Uninstall/Change dé cap nhat chuong
trinh hay loai bo khi khong can stir dung nira.

2. Cai dat chuong trinh &rng dung

Cai dit va sir dung chuong trinh, phan mém tng dung 1a mot cong viée can thiét dbi véi

nhimg nguoi st dung may vi tinh. Viée cai dat chuong trinh phan mém kha don gian tuy
nhién rat nhidu ngudi chua biét cach cai dit hodc can phai lya chon gi khi cai dat.

Sau day s& 1a cac nguyén tic chung khi cai dit chuong trinh phan mém:

Hién nay chuong trinh thuong ¢ 2 ngudn cai dat d6 1a tai vé tir mot trang Web thong qua
ket noi internet va tir dia CD/DVD-ROM chuong trinh.

Chuong trinh thuong dugc dong goi dudi cac dang sau:

- Dang r0i: C6 mot File cai dit setup.exe hodc install.exe va mot hodc nhiéu thu muc
(Folder), tap tin (File) kém theo dé hd tro cho chuong trinh. Dang nay thuong duogc dat trong
cac dia CD-ROM, thong thuong khi cai dat chi can dua dia CD vao 6 dia chuong trinh cai dat
s tu dong chay (Auto Run).

- Dang nén: Tt ca cac File déu dugc nén vao mot File duy nhat bang mot trong cac tién
ich nén File thong dung nhu WinZip, WinRAR.... Dang nay thuong dugc tai vé tir Internet,
trude khi cai dat phai giai nén céc File trong nay ra mdt thu muc hay 6 dia nao do6 roi méi tién
hanh cai dat hoac st dung.

Céc kiéu cai ddt chuong trinh

- Kiéu cai dat ty dong: Thong thuong cac chuong trinh phan mém dugc cai dit vao may
bang cach chay tap tin cai dit, chuong trinh sé ty dong tao thu muc dé luu trir cac tép tin cua
nod trong thu muc mac dinh 1a C:\Program Files, tao cac bi€u tugng trong menu Start -> All
Programs va trén man hinh Desktop.

- Kiéu khong can cai dat: Mot s6 chuong trinh chi can sao chép vao may 1a di co thé sir
dung dugc va mot s chay truc tiép trén cac 6 dia CD-ROM, USB. Péi voi cac chuong trinh
dang nay, ta can phai tu tao thu muc dé chua va tao thém biéu tugng trén man hinh Desktop
dé thuan tién khi sir dung.

Il. THU'C HIEN CHUONG TRIiNH, GIAO TIEP GIUA CAC CHUONG TRINH
TRONG MOI TRUONG PA NHIEM

1. Thuwe hién chwong trinh
Cach chay mét chuwong trinh vng dung trén moi truong Windows:

Céch 1: Click dap chudt trai vao biéu tugng dai dién cua chuong trinh ing dung c6 sin
trén man hinh nén (Desktop).

Céch 2: Vao Start — All Programs, chon chwong trinh can chay trong danh sach hién ra.
Cdch tao shortcut cho chwong trinh iing dung dé khéi dong ngay trén man hinh Desktop:
- Vo Start — All Programs, tré chudt dén menu ctia chuong trinh can tao shortcut.

- Click chudt phai tai tén chuong trinh, chon 1énh Send to — Desktop (Create
shortcut).
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Shortcut cua chuong trinh rng dung s€ dugc tao ngay trén man hinh Desktop.
Shortcut s€ c¢6 hinh miii tén nho ¢ goc dudi biéu tugng chuong trinh tmg dung.

! ! u 2]
- XPS Viewer

| Accessories

1. AppServ

. AVAST Software

1. BlueStacks

I, Boilsoft Video Joiner

.. Boilsoft Video Splitter

. Foxit Phantom

Fshare Tool
Games

| Internet Download Manager
1. K-Lite Codec Pack
1 Lingoes

A -

Win7
Documents
Pictures
Music
Games

Computer

Control Panel

. Microsoft Office

(] Microsoft Excel 2010

[8] Microsoft Office Access 2003

3] Microsoft Office Excel 2003

@ Microsoft Office PowerPoint 2003
[#] Microsoft Office Word 2003

|E| Microsoft PowerPoint 2010

Devices and Printers
Default Programs

Help and Support

|§_—| Microsoft SharePoint Workspace 201
(W] Microsoft Word 2010
I. Microsoft Office 2010 Tools
. Microsoft Office Tools
1. MKV ToolNix

4 Back
CD'XLNNTN

SRt down | v | NN
1

(| - ’ {5 - [
| i s ]
; ‘ LA - ’
: ; Google - Mozilla ... E Tin hoc Dai cuon... E GIAO_TRINH_TIN... " Tin hoc DC 2015

f Search programs and files

-

Hinh: Danh sach cac chwong trinh iing dung trong menu Start

2. Giao tiép giira cac chwong trinh trong méi truomg da nhiém

Néu chiing ta st dung hé diéu hanh hd tro kha ning da nhiém (Vi du: Microsoft Windows
95, XP.. ), chl’lng ta co thé chay nhié}l hon mét chuong trinh tng dung & cung mdt thoi dieém.
Khi d6, dé chuyén doi giira cac cira s6 chuong trinh ing dung, ta c6 cac cach sau:

Cach 1: Kich chudt tréi truc tiép vao tén chuong trinh hién thi trén thanh Taskbar.

~ Cach 2: Nhan t0 hop phim Alt + Tab. Giit phim Alt, nhan tiép phim Tab d¢ di chuyén qua
bi€u tugng cua cac ing dung. Tha ca 2 phim d¢ chuyén dén chuong trinh mong muon.

Céch 3: Nhan t6 hop phim Alt + Esc dé 14t timg ctra sb.
Céch 4: Nhan t6 hop phim # + Tab dé 14t ting cira sb.
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CHUONG III - UNG DUNG CUA MAY TiINH PE XU LY VAN BAN

& 1. NHUNG KHAI NIEM CHUNG VE XU LY VAN BAN

I. NHUNG KHAI NIEM CHUNG VE XU LY VAN BAN
1. Khai niém chung vé xir Iy viin ban bing may vi tinh

Xu Iy van ban bang may vi tinh 1a thyc hién cac thao tac lién quan dén cac cong viéc soan
thdo van ban: go (nhdp) van ban, stra doi, trinh bay, két hop vdi cac van ban khac, luu trir va
in van ban thong qua cac chuong trinh ing dung ho tro soan thdo van ban trén may vi tinh.

2. Giédi thiéu chwong trinh Microsoft Word 2010

Phién ban Microsoft Word 2010 13 phién ban duogc sir dung cho toan bd bai giang phan
chuong nay. Pay 1a mot chuong trinh chuyén dung dé xu 1y vin trong bd Microsoft Office
2010. Chuong trinh gitip soan theo ciing nhu dinh dang cic tai liéu cho cac ci nhan hay to
chtrc mot cach nhanh chong va hiéu qua. Ta ¢ thé sir dung Microsoft Word dé:

- Tao cac tai liéu chuyén nghi€p ma cé sy ket hgp voi cac doi tugng d6 hoa nhu: hinh anh,
so do, biéu do, Iuu do,.

- Cung cip cho tai liéu mot cach trinh bay nhat quan bang cach ap dung cac style va
theme, d6 1a cach ma c6 thé kiém soat dugc font chir, kich thudc, mau sic, hiéu ing hodc nén
cua van ban.

- Luu trir va téi st dung lai ndi dung hay cac dinh dang cua van ban da tao.

- Tao ra céc thong tin can thiét cho nhiing tai liéu dai nhu: bang ndi dung (muc luc), chi
muc, tai liéu tham khao,...

- Béo vé tai liéu bang cach kiém soat nhimg nguoi co thé thay d6i hoic thay ddi cac loai
khac nhau trong tai li€u..

3. Khéi dong va thoat khoéi Microsoft Word 2010
a. Khoi dong Microsoft Word 2010:

- Céch It Nhép dup chudt 1én biéu tuong ctia Microsoft Word 2010 trén man hinh
nén (Desktop).

- Céch 2: Vao menu Start\All Programs\Microsoft Office\Microsoft Word 2010.
b. Thoéat Microsoft Word 2010:

- Céch 1: Trong ctra sd chwong trinh Word, vao tab File, chon 1énh Exit.

- Cach2: Nhép chudt tai biéu tugng Close (x) trén thanh tiéu dé.

- Céch 3: Nhan to hgp phim Alt + F4.
4. Cira s6 giao dién ciia Microsoft Word 2010
a. Lam quen voi giao dién Microsoft word 2010

Thanh truy cap nhanh (Quick access Toolbar): Chira cac nut thuc hién cac thao tac thong
thuong nhu: Luu van ban, quay lai (Undo) thao tac vira thuc hién...

Hé thdng Ribbon: Thay thé cho hé thong cac Menu Iénh va cac thanh cong cu trong céc
phién ban trudec.

Thanh tiéu d& (Title bar): hién thi cac tiéu dé chuong trinh va tai liéu.
Thanh cudn ngang/doc: cho phép ta di chuyén tai liéu theo chiéu ngang/doc.

Thudc ngang/doc: cho phép canh chinh kich thudc cua tai liéu theo chiéu ngang/doc.
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Thanh trang thai (Status bar): hién thi thong tin tai liéu cling nhu vi tri diém chén. Tur trai
sang phai, thanh nay chtra s6 trang ma diém chén xuat hién trén do, tong s trang, sd tir cia tai
li¢u, nut trang thai ghi Macro, cac nit View va thanh trugt Zoom.

Ché d6 hién thi (View): Cho phép xem tai liéu dudi nhiéu ché d¢ khac nhau.
Zoom: Thu phéng man hinh cho phép xem tai lidu v6i nhiéu kich thudc khac nhau.

Thanh truy cép Thanh tiéu dé He¢ thong
thanh Ribbon
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Tab File: Gom cac 1énh quan 1y tap tin vin ban nhu luu vin ban (Save, Save as), md vin
ban trén 6 dia (Open), dong van ban hién hanh (Close), tao moi van ban (New), in van ban
hién hanh (Print), thoat chuong trinh (Exit).

Tab Home: Gém cic 1énh dinh dang van ban nhu: dinh dang ky tu (Font), dinh dang canh
1& (Paragraph), Styles, hiéu chinh vin ban (di chuyén, sao chép), cac nut 1énh chuin twong tu
trén thanh cong cu Standard/Formatting cia Word 2003, cong cu tim kiém va thay thé van
ban (Find, Replace).

Insert Page Layout References Mailings Review View & e

AaBbCeDc | AaBbccDe AaBbCi || % i

TMormal |7 Mo Spaci. Headingl - Change Editing
T | Styles ~ -

== 4 Calibri (Body) 11 v
J_J B 7 U -ake x, x* | &

- W A Aa | A A
Clipboard Font

Styles

Tab Insert: Gom céc nat chén cac déiqtuqyr}g vao van ban nhu bang biéu (Table), hinh anh
(Picture), Clip Art, hinh v& (Shapes), bi€u do (Chart), luu do (SmartArt), chit ngh¢ thuat
(Word Art), ky hi¢u/cong thirc toan hoc (Equation), biéu tugng dac biét (Symbol)...

Home Insert Page Layout References Mailings Review View ] 0
B j ElE ’-{_‘J _| Smartart 9, =| Header = A | Quick Parts ~ @&~ T Equation ~
u s il chart i S Footer ~ A wordart~  [F, | €2 symbol -
Pages | Table Picure Clip Shapes . Links Text |, _ B
v = Art - [aa* Screenshot - - #] Page Number * | gy~ 2= Drop Cap Fgd -
Tables lustrations Header & Footer Text Symbols

Tab Page Layout: Gom cac niit 1énh lién quan dén hién thj vén ban nhu dinh dang trang,
chia ¢4t bao (Columns), ngat trang (Page Breaks), dinh dang ké khung va t6 mau nén van ban
(Page Background), bb tri sap xép cac ddi tuong trong trang (Position). ..

Home Insert Page Layout References Mailings Review View &5 e
j E- 2 Orientation = ¥=~  |4] Watermark =  Indent Spacing T,
— - j Size £~ | S| Page Colar - | EE 0 . IE 0pt :
Themes Margins __ . =l «= | Arrange
- [9] -  EE Columns~ bl - | [ Page Borders | E2 07 T iz 1opt s -
Themes Page Setup » | Page Background Paragraph

Tab References: B6 sung bang muc luc (Table of Contents), cdp nhat dir liéu bang, chen
ghi cht & cuoi trang (Insert Footnote), chén doan trich dan (Insert Citation), chén dau dé
trang, chi muc van ban (Insert Index)...

Home Insert Page Layout References Mailings Review View
= Add Text ~ [y Insert Endnote - Manage Sources B ] o
U"‘ AB]- eS| “;3 e; g ﬂ lj ﬂ% |_°| C-.E%_, =
= =" update Table -\g Next Footnote = — I3 Style: APAFiftt - = = =
Table of Insert ) Insert Insert Mark Mark
Contents Footnote J show Notes Citation = .ﬂj Bibliography ~ Caption 'f | Entry Citation
Table of Contents Footnotes a Citations & Bibliography Captions Index Table of Authorities

Tab Mailings: Tao bao thu (Envelopes), tao thu tron (Mail Merge)

Home Insert Page Layout References Mailings Review View & 0
5 . -
-1 Start Mail Merge = Address Bloc » AABC
=1 Envelopes = g = = = o o
@SelectRecipients' _’|£++'.'_:_'e "_, . ¢ Find Recipient
=l Labels T e e OOt g e En HIEIEY RO DS
B¢ Edit Recipient List erge Fields @ Insert Merge Field E| Results J_-....T. or Errors arge

Create Start Mail Merge Write & Insert Fields Preview Results Finish
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Tab Review: Kiém tra 16i chinh ta (Spelling & Grammar), thém chl thich (New
Comment), so sanh tai liéu (Compare)...

Home Insert Page Layout References Mailings Review View & @

? & a}:& # = 1 | ;;2), 2% Finak: Show Markup - %}. b3 _] 3
Y] A J = = Show Markup ~ M &% f
Spelling & L.  Translate Language Mew Track Accept Compare | Protect

Grammar {123 - Comment =4 Changes = _IEI Reviewing Pane ~ ‘i}
Proofing Language Camments Tracking Changes Compare

Tab View: Thiét 1ap cac ché d6 hién thi cua trang van ban (Document Views), phéng to,
thu nhd (Zoom), chia man hinh (Split), dudong ludi (Gridlines), hién thi thude ké (Ruler)...

Home Insert Page Layout References Mailings Review View
J _|:J 5 Web Layout Ruler [ ) 9% |E) One Page £33 New Window [ —
E outline [ Gridiines L 0 30 Twa Pages | = Arrange All ==
Print |Full Screen _ Zoom 100% Switch Macros
Layout | Reading =l Draft [ Mavigation Pane =] Page Width | = split Windows ~ >
Document Views Show Zoom Window Macros

Microsoft Word ¢6 2 thanh thudc: Thude ngang, thudce doc.

Thuée ngang: Dung dé dinh dang trang van ban nhu dinh 18 tréi, 1& phai, thut ddu dong...
Thiée doc: Canh 18 trén, dudi trang vin ban.

Pon vi do trén thude c6 thé 1a Centimeters hodc Inches.

Ta c6 thé thay doi don vi do trén thuéc bang cach sir dung tiy chon tab File— Options.
Trong hop thoai Options, chon muc Advanced, chon don vi do thich hgp trong muc “Show
Mesurements in units of”.

I1. CAC PON VI CO BAN DUNG TRONG XU LY VAN BAN
1. Ky tu (Character): 1a cac chir cai, chir s6 va cac ky tu dac biét.
2. Dong (Line): 1a tap hop céc ky ty nam trén cing mot hang,

3. Tir (Word): 1a tap hop cAc ky tur lién tiép nhau va két thuc bi mot ky tw trong (khoéng
trang).

4. Cau (Sentence): 14 tap hop nhiéu tir lién tiép véi nhau va két thuc boi cac dau két thiic
cau (dau cham cau, dau cham than, dau cham hoi).

5. Doan (Paragraph): 14 tip hop nhiéu cau c6 lién quan v6i nhau hoan chinh vé ngit nghia
nao do. Cac doan van ban dugc phan cach voi nhau boi dau ngat doan (xuéng dong
bang phim Enter).

6. Trang vin ban (Page): mot trang két thuc boi dau ngit trang. C6 2 loai ddu ngit trang:

- Déu ngit trang mém: do Microsoft Word tu dong qua trang khi vin ban vuot quéa
chiéu dai cua trang.

- Dau ngit trang cimg: dugc chén vao van ban khi nhan t6 hop phim Ctrl + Enter
hodc str dung cong cu Insert = Page Break trén thanh Ribbon.

7. Toan bd van ban (Document).

£ 2. CAC THAO TAC BIEN TAP VA XU LY VAN BAN

I. BIEN TAP VAN BAN
1. Cac yéu cau khi go vin ban tiéng Viét

Dé g5 dugc vin ban tiéng Viét, can phai hoi tu ddy du cac yéu té sau déy:
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- C6 mot chuong trinh tmg dung hd tro g tiéng Viét nhu UniKey, VietKey... duoc cai
dat san trong may vi tinh.

- Biét st dung mot kiéu gd tiéng Viét (VNI, Telex...)
- Chon bang mi tiéng Viét phu hop véi Font chit dang sir dung.

Biang ma Font chir twong ung

Unicode Avrial, Tahoma, Times New Roman, Verdana...
VNI-Windows | Cac Font chit ¢6 tén bat dau bang VNI

Vi du: VNI-Times, VNI-Book, VNI-Univer...
TCVN3 (ABC) | Cac Font chit c6 tén bat dau bang .Vn

Vi du: .VnTime, .VnBook, .VnArial...

Mbi font chit trong mot bang ma, do d6 khi soan thao van ban bang loai font ndo, dé doc
dugc chinh xac nhat, ching ta phai c6 loai font twong Gmg véi bang ma d6. Mot bang ma c6
nhiéu font chit véi hinh dang khac nhau. Font chir thong dung nhat hién nay 1a font Unicode
(nhu Tahoma, Arial, Times New Roman...) ¢6 sin trong Microsoft Windows, tich hop tét ca
cac ky tu cia cac ngdn ngir. Pay 1a font chit chuan cua nudc ta cling nhu nhiéu nudce khéac
trén thé giéi. Do do, khi str dung tiéng Viét trén may tinh ta nén chon bo font Unicode. Ngoai
ra con ¢6 mot s6 bd font danh riéng cho nguoi Viét dugce su dung nhu: Font VNI (vi du: VNI-
Times, VNI-Book, VNI-Univer...), TCVN3 (vi du: VnTime, .VVnBook, .\VVnArial...)

Pé gd duoc cac ky ty mang diu tiéng Viét nhu 6, u, é... thi ching ta phai st dung céc t6
hop phim. Moi kiéu go tieng Viét déu cd nhitng wu diém va nhugc diém nhat dinh, hai kiéu
g0 thong dung nhat 1a VNI va Telex.

2. Cac kiéu go tiéng Viét

a. Kiéu go VNI:

Nguyén tic:

- Dung cac phim s phia trén bang chit cai dé dién dau cho mot ti.

- Nhap ky tu nhan dau trude (ky tu nguyén am), sau d6 gb cac dau mil va go dau thanh.

Diu

sac

huyén

hoi

nga

nang

dau mii trong cac chir 4, €, 0
dau moc trong cic chit u, o
dau tring trong chit &

chir d

x6a dau thanh

Vi du: Tru7072ng La6m Nghie65p = Truong Lam Nghiép (theo chuan VNI).

=
3

SO |INOO || WINIF|T

b. Kiéu gé Telex:

Phim | Dau
S sac

f huyén
r hoi
X

J

nga
nang
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z xo4 dau thanh

w du trang trong chit 4, va dau
moc trong céc chit u, o

aa a

dd d

ee é

00 0

Vi du: Truwowfng Laam Nghieejp = Trudng Lam Nghiép (theo kiéu gd chuan Telex).

3. Sir dung phin mém go tiéng Viét

Ta 0 cac phﬁr} mém g tiéng Viét thong dung trong Windows nhu Unikey, Vietkey...
trong do Unikey rat dugc wa chuéng vi mién phi va c¢6 nhiéu wu diém. Khi nhap ti€éng Viét,
chung ta can biét font chir va ki€u go. Chuong trinh Unikey c6 thé dé dang tai xuong va cai
dat tir website: http://unikey.org/

U UniKey 4.0 RC2

Bigu khién —

Béng mé: |Uni|:|:|1:le v| v _Bing
S

Kigu gii: |UNI v| @ Kétthic

Phim chuyén: @ CTRL + SHIFT AlT+Z

4L M& ring

i

Q Hwing dén

| Thong tin | | Méc dinh |

Hinh: Giao dién chwong trinh Unikey

Ttr man hinh giao dién chuong trinh Unikey, ta chon kiéu g& phu hop va chon bang ma
tuong ung voi loai font da chon trong chuong trinh soan thdo van ban. Cudi cung, ta chon nut
“Péng” dé kich hoat tuy chon va bat dau gd dau tiéng Viét. Khi do, biéu tuong trang thai
chuong trinh Unikey s& xuat hién trén khay hé thong (phia goc dudi phai man hinh) véi y
nghia hién thi trang thai hién thoi ctia ban phim. Biéu tugng chit V 1a bat g tiéng Viét. Chir E
(English) 1a tit tiéng Viét. Ta c6 thé click chudt vao biéu twong nay dé chuyén doi giita 2
trang thai.

o o
Ve U €| L) U
Hinh: Biéu tirong trang thdi chwong trinh Unikey trén khay hé thong

Khi can thay ddi kiéu gd hodc chon bang ma khac, ta click dup chudt vao biéu tuong trang
thai chuong trinh dé mé lai giao dién chuong trinh Unikey va thyc hién chon lai céc tity chon.

4. Nhap van ban tir ban phim

a. Nhap van ban:
- (30 tr ban phim theo trinh tu: go tung ky tu, ting tu, tung doan, ting cau van ban.
- G6 xong mt tir nhan khoang trang, chi ding mot khoang trang gitra 2 tir ké nhau.

- G0 xong mot cdu can xudng dong, nhan Enter. Chi sir dung phim Enter khi ngit
cau xudng mot hang.

b. Di chuyén con tro soan thdo trong van ban:

- Nhan IT: Lén mot dong, xuéng mot dong


http://unikey.org/

Churong Il — Ung dung ciia mdy tinh dé xir Iy vin ban Bién soan: Nguyén Vii Duy

- Nhén S: Dich qua trai, qua phai mot ky tu
- Nhan Home/End: V& dau dong/cubi dong hién hanh.
Nhén t6 hop phim Ctrl + Home: V& diu vin ban

Nhén t6 hop phim Ctrl + End: V& cudi van ban

Nhan t6 hop phim Ctrl + —: Qua phai mot tir

Nhén t6 hop phim Ctrl + «: Qua trai mot tir

- Nhin Page Up/Page Down: Lén/xudng mot trang man hinh
- Nhén Enter: Xuéng hang, két thiic mot doan vin ban
I1. HIEU CHINH VAN BAN
1. Chon khdi vin ban

Thao tac: Pinh vi con trd soan thao (hinh chit I) tai dau (hay cudi) khdi, chon mét trong
cac cach sau:

- Giit phim Shift va nhan phim: 5; I; Home; End.
- Giir Shift va click chudt tai cudi (hodc dau) khéi can chon.
- Tro chudt vao dau khoi, an giit chudt trai va kéo dén cudi phan vin ban mudn chon.
Chuy:
- Sau mdt trong cac thao tac di néu, phan vin ban dugc chon sé& bi bdi den.
- Mudn chon toan vin ban, ta nhin t6 hop phim: Ctrl + A.
2. Sao chép khdi vin ban
Budc 1: Chon khdi vin ban mubn sao chép.
Budc 2: Thuc hién mét trong 3 cach sau:
- Céch 1: Nhap chudt tai biéu tugng Copy trong tab Home trén thanh Ribbon.
- Céch 2: Nhan t6 hgp phim Ctrl + C.
- Céch 3: Click chudt phai tai d6i twong, chon Copy.
Budc 3: Dit con tro soan thao tai vi tri can sao chép va thyc hién mdt trong 3 cach sau:
- Céch 1: Nhip chudt tai biéu tugng Paste trong tab Home.
- Céch 2: Nhan t6 hop phim Ctrl + V.
- Céch 3: Click chudt phai, chon Paste.
3. Di chuyén khdi vin ban
Budc 1: Chon khéi van ban mudn di chuyén.
Budc 2: Thuc hién mot trong 3 cach sau:
- Céch 1: Nhip chudt tai biéu trong Cut trong tab Home trén thanh Ribbon.
- Céch 2: Nhan t6 hop phim Ctrl + X.
- Céch 3: Click chudt phai tai d6i tugng, chon Cut.
Budc 3: Dit con trd soan thao tai vi tri can di chuyén va thuc hién mot trong 3 cach sau:
- Cachl: Nhép chudt tai biéu tugng Paste trong tab Home.
- Céach 2: Nhan t6 hop phim Ctrl + V.
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- Céch 3: Click chudt phai, chon Paste.
4. Xéa bé khdi viin bin
Buéc 1: Chon khéi van ban mudn x6a bo.
Budc 2: Nhan phim Delete.

¥ cut Cut: Cit phan van ban hay hinh anh dugc chon va luu
trlr tam thoi trong Clipboard.
23 Copy Copy: Sao chép vin ban hay hinh anh dugc chon va luu
trlr tam thoi Clipboard.
= Paste: Dé&n noi dung trong Clipboard vao vi tri diém
] chén trong van ban.
- Format Fainter | FOrmat Painter: Sao chép cac dinh dang cua doan
van ban nay 1én doan van ban khac.

Badng: Cac cong cu hiéu chinh van ban trong tab Home trén thanh Ribbon

¢ 3. PINH DANG VAN BAN

I. PINH DANG KY TU
1. Sir dung hp thoai dinh dang ky tw

Budc 1: Chon khéi van ban can dinh dang.

Budc 2: \{éo }ab Home, click vao Ipﬁi tén bén phai nhom Iénh Font dé mé ra hop thoai
Font, hodc nhan t6 hop phim Ctrl + D dé md hdp thoai dinh dang ky tu.

Home Insert Page Layout Font Iilé]
J Calibri (Body} 111 - Font Adyanced
1 | B 7 U -ahe x, x* | &
Paste
- - BP . A Aav AT
) 4 ] A :5, s Font: Font style:
Clipboard Font K Times New Foman Reqgular
Font color: Underline style: Underline color:
Automatic E (none) E Automatic
Effects
[ strikethrough [ small caps
[7] Double strikethrough [] all caps
[ Superscript [] Hidden
[ subscript
Preview
Times New Roman
This is a TrueType font, This font will be used on both printer and screen,
| SetAsDefault | | TextEffects... | ok || Cancel

Hinh: Hop thoai dinh dang ky tw
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Budc 3: Chon cic thong s can thiét va chon OK.
Cha thich:

Font: Chon mau ky tu (Font chi).

Font style: Chon kiéu chit. Regular (binh thuong), Bold (chit in dam), Italic (chit in
nghiéng), Bold Italic (vira in dam, vira in nghiéng).

Size: Chon ¢ chir (tur 8 - 72).
Font color: Chon mau chir.
Underline style: Chon kiéu dudng gach chan cho chit.

Effects: Tao hi€u ung riéng cho chir. Vi du: Strikethrought (chir ¢6 1 duong gach
gitta), Double Strikethrought (chir ¢6 2 duong gach gitra), All caps (moi ky tu déu
duoc in hoa v6i chiéu cao bang nhau), Hidden (an dau tam thoi phan van ban).

Chuyén qua tab Advanced trong hop thoai Font:

Font . » L:E_h!ég!d

Character Spacing

Seale:  |100% [~]

Spacing: |Mormal E By: $
Position: | Mormal Izl By: <
[ Kerning for fonts: > Pgints and above

OpenType Features
Ligatures: MNone
MNumber spacing: | Default

Mumber forms: Default

EEEE]

Stylistic sets: Default
[7] Use Contextual Alternates

Preview

+Body

This is the body theme font. The current document theme defines which font will be used.

[5etAs gefault] [TextEFFects... ] [ oK ] [ Cancel ]

Tab Advanced trong hop thoai Font cung cap céc tily chon thay d6i khoang cach giira cac
ky tu trong van ban. Cac tuy chon:

= Scale: Co gian ti 1¢ cta chit theo phan tram
= Spacing: Khoang cach ngang gitta cac ky tu:
v Expanded: ting khoang cach ngang giira cac ky tu.

v" Condensed: giam khoang cach ngang gitta cac ky tu.

2. Swr dung cong cu trén thanh Ribbon

Str dung mot sb cong cu trong tab Home trén thanh Ribbon dé dinh dang ky tu:

Cha y: Mudn quay trd lai trang thai ban dau, chon khéi va click chudt phu dinh.

Biéu twong Y nghia
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Times New Rom - | Font: Cho phép chon nhanh mét font chir va ap dung font d6 vao
phan van ban duogc chon.
13 - Size: Dinh kich thudc font chir cho van ban duoc chon.
B Bold (Ctrl + B): In dam phﬁn van ban duoc chon.
I Italic (Ctrl + I): In nghiéng phan vin ban duoc chon.
U Underline (Ctrl + U): Gach dudi phan vin ban dugc chon.
X, Subscript (Ctrl + =): Tao chir thu nhé bén dudi van ban.
x* Superscript (Ctrl + Shift + =): Tao chit thu nho bén trén van ban.
A Grow Font (Ctrl + ]): tang kich thudce font chit.
A Shrint Font (Ctrl + [): giam kich thudc font chir.
Aa~ Change Case: Thay dé‘i van ban dugc chon thanh chir in hoa, chir
thuong hoac chir hoa dau tur.
3y Text Highlight Color: Panh diu vin ban bang cach t6 vét sang (t0
mau da quang).
- Text Effect: Ap dung hiéu tmg 1én vin ban dugc chon.
A Font Color: Chon mau chit cho van ban duoc chon.
) Clear Formatting: X6a cac dinh dang 1én van ban duogc chon.

Bang: Cdc cong cu dinh dang ky tw trong tab Home trén thanh Ribbon

I1. PINH DANG POAN VAN BAN
1. Pinh dang canh I& doan vin ban
Budc 1: Chon doan vin ban can dinh dang.

Budc 2: Vao tab Home, click vao miii tén bén phai nhém 1énh Paragraph dé mé hop thoai
Paragraph.

Budc 3: Chon cic thong s can thiét va chon OK.

Trong phan General cta hop thoai Paragraph: Chon muc Alignment dé canh 1& doan vin
ban duoc chon.

= Left: Canh doan vin thang theo 18 tréi.
= Center: Canh doan vin ¢ giita trang gidy.
= Right: Canh doan vin thang theo 1& phai.

= Justify: Canh doan vin thang déu theo ca 18 trai va 1& phai.
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- e - @
References Mailings Paragraph l g

Indents and Spacing | Line and Page Breaks |

General
] alignment: Left |E|
- Outline level: |Body Text |E|

Paragraph

Indentation
Left: o $ Spedial: By:
Right: vl = (none) |E| o

[ Mirror indents

Spacing
Before: 0pt = Line spacing: At
After: npt = Single =
[7] Dor't add space between paragraf=LLal=
1.5 lines
Double
Preview At least
review Exactly
Multiple
ST S0k Tiocs S0z Tiaoe St Tt Saemizie Taoes Sz Tt Sz Taos
ST S Tecct Saemcie Teoct Samicie Teoct Saemisie Tt Sarmcie Teo Samaie Ted
Samo
Tabs... l [ Set As Default l [ 0K l [ Cancel
o e o )

Hinh: Hop thoai Paragraph

Ngoai ra dé canh 1& doan van ban dugc chon, ta con co thé sir dung cac nuat 1énh canh 1é
trong nhom Iénh Paragraph cua tab Home, hodc str dung céac t6 hgp phim tat tuong tmg nhu
hinh duoi:

Align Text Left (Ctrl=L) \
Align Text Right (Ctri+R)

ti tri+J
Center (Ctrl<E) Justify (Ctrl+J)

Hinh: Cdc mit lénh canh 1é va phim tdt twong iing

Phan Indentation cua hop thoai Paragraph: Cung cép chirc nang thut 1¢ doan van ban, cho
phép dich chuyén doan van qua trai, hay phai so vdi bién 1€ trang van ban. Cac tuy chon:

= Left: Thut 1& trai cta doan vin sang phai mot khoang theo kich thudc xac dinh.
= Right: Thut 1& phai ctia doan vin sang trai mot khoang theo kich thudc xac dinh.

= Special: Thut 1& dic biét
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v First Line: Thut 1& dong dau tién cua doan van mot khoang cach xac dinh duoc
quy dinh trong 6 By.

v/ Hanging: Thut 1& tir dong thi hai ctia doan vin mot khoang cach xac dinh dugc
quy dinh trong 6 By.

Phéan Spacing cua hop thoai Paragraph: Chirc ning xac dinh khoang cach dén doan vin
ban trudce (Before) va sau (After).

= Before: Khoang cach gitra doan van dugc chon so voi doan van trudce
= After: Khoang cach gitra doan van dugc chon so véi doan vin sau
= Line Spacing: Khoang cach giira cac dong trong doan van.

v Single: Khoang cach 1a 1 dong don

v" 1.5 lines Khoang cach 1a 1.5 dong
v Double Khoang cach 1a 2 dong
v

At least: Khoang cach ti thiéu gitra 2 dong ma Word c6 thé chip nhan dé lam
vtra van font chit. Khodng cach nay dugc hién thi trong khung At.

v Exactly: Khoang cach chinh xé4c gitra 2 dong. Khoang cach nay duogc hién thi
trong khung At.

v' Multiple: Khoang cach bang vai s6 dong dugce thiét 1ap thong qua hop At.
2. Tao hoa thi diu dong va s6 thir tw ddu dong (Bullets and Numbering)
Budc 1: Chon doan vin ban can tao hoa thi ddu dong hoic dénh sb tu dong.

) Budc 2: Click vao nuat 1énh Bullets (tao hoa thi dau dong) hoac nut 1énh Numbering (danh
sO tu dong) trong nhom Paragraph cua tab Home.

= i—

Recently Used Bullets n Recently Used Number Formats -4
®

Bullet Library 3

Mone ® O | + 0‘0

*

Numbering Library

r V/ 1. 1)

MNone 2 2)
Document Bullets 3)
e [] . 0:0 O
I A a)
Il B. b)
m k. [1] - e . C. c)
= * =] *|]| *]|] - ]
= - b. i,
n n ° v e @ C. i
- w
= Change List Lavel ' <= Change List Level
Define New Bullet... Define New Number Format...

. S 12 get Mumbering Value...
Hinh: Nut lénh Bullets

Hinh: Nut lénh Numbering



Churong Il — Ung dung ciia mdy tinh dé xir Iy vin ban Bién soan: Nguyén Vii Duy

Budc 3: Chon kiéu hoa thi hoic kiéu danh sb tw dong phu hop va chon OK.

Néu mudn thay ddi hodc tao ra mot dang Bullet hodc Numbering méi, click chon vao
Define New Bullet hodc Define New Number Format, hop thoai Define New Bullet hodc
Define New Number Format sé xuat hién nhu sau:

Define Mew Bullet Iilﬂ_hj Define Mew Mumber Format Iil—g—hj
Bullet character Mumber format
Symbol... | | Picture... ‘ | Font... | Number style:
Alignment: L2 3 - i | 2 |
Left |E| nDnEE -
. I, II, III, ... 3
Preview iy iy iy ...
A, B, C, ..
a, b, c, ..
1st, 2nd, 3rd ... .
. Preview
L ]
1.
L ]
2.
3.
Hinh: Define New Bullet ’ o ] | — |

Hinh: Define New Number Format

Trong hop thoai Define New Bullet:

- Pé thay dbi biéu tuong dugc liy 1am bullets, chon nut Symbol bén dudi Bullet character
dé mo hop thoai Symbol. Trong hop thoai Symbol, chon ky ty mudn dung 1am bullet. Click
OK. Ky tu méi nay s& xuat hién trong khung Preview dé xem trudc. Click OK dé thém biéu
tuong da chon lam hoa thi mdi muc phén van ban duoc chon.

- Néu mubn dung hinh anh 1am cac dau muc, click chon Picture dé mé hop thoai Picture
Bullet, chon hinh c6 san trong danh sach hodc click Import dé thém mdt hinh mgi. Click OK
dé chon hinh lam dau dau muc cho phan van ban dugc chon.

- bé thay ddi mau séc, kich’thu’dc, font chit cho cac bullet, clickl chon Font dé mo hop
thoai Font va dinh dang tuy y. Néu khong dinh dang thi cac bullet & ché d0 mac dinh 1a Auto.

- Chon kiéu canh 1& (Left, Centered, Right) cho c4c hoa thi dau dong trong muc
Alignment.

Trong hop thoai Define New Number Format:

- Chon kiéu cua sd (kiéu lama: I IL...; kiéu sb: 1, 2,...; kiéu chit: a, b,...; ...) trong muc
Number style va dinh dang lai font chir, mau sdc, kich thude néu mudn bﬁng cach click chon
nGt Font. Néu khong dinh dang thi cac s6 & ché d6 mic dinh 1a Auto. Kiéu sb cung véi dinh
danh s& xut hién trong 6 Number format.

- Chon kiéu canh 18 (Left, Centered, Right) cho cac s6 tht tu trong muc Alignment.
3. Chia cot bao (Columns)

Khi chuyén sang ché d6 Print Layout thi vin ban méi hién thi day du cac cot.
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Budc 1: Chon doan vin ban can chia cot.

N¢éu tai li¢u chi c6 mdt phan doan (section) va muon cho dinh dang toan bd tai li¢u
thi dét con tré nam dau cling dugc.

Neéu chi dinh dang mdt phan van ban cua tai li€u thi can phai chon phan van ban
nay. Néu phan van ban dugc chon nam & phan cuoi cung cua tai li¢u thi khi chon, ta
nén chura lai mot doan trong ¢ cudi cung cua phan van ban nay (Enter ngat doan).

Néu tai liéu gom nhi€u phan doan thi dua con tro vé phan doan mudn dinh dang.

Budc 2: Vao tab Page Layout, trong nhom 1énh Page Setup, chon 1énh Columns. Mét
danh sach x6 xudng, ta lya chon nut 1énh tuong Gng:
J ( Caolumns @é]x
Columns Presets

-

One One Two Left Right
Number of columns: |1 = Line between
Two Width and spacing Preview

Col #:  Width: Spacing:

Three &5 :
[ ] -

Left

Equal column width

Right Apply to: | Selected text IZ| Start new column

[ OK l | Cancel

More Columns...

Hinh: Cong cu Columns va hgp thoai Columns
One: Hoan tré lai van ban vé tinh trang khong chia cot.
Two/Three: Chia vin ban thanh 2 hodc 3 c6t bang nhau.
Left: Chia van ban thanh 2 cot voi bé rong cot trai bang nira bé rong cot phai.

Right: Chia vin ban thanh 2 c6t v6i bé rong cot phai bang nira bé rong cot trai.

Néu mudn chia vin ban thanh nhiéu cot khac véi cac tuy chinh, ta click chon More

Coloumn.

Hop thoai Columns xuat hi¢n véi cdc muc chon:

Presets: One, Two, Three, Left, Right: Chia cot theo mau, tuong tu cong cu
Columns trén thanh Ribbon.

Number of columns: An dinh s6 cot bang cach nhap vao sb cot hodc bAm nat mii
tén dé tang/giam so cot.

Line between: Chon dé tao dudng ké phan céch giira cac cot.
Width and Spacing: An dinh bé rong cac cot va khoang cach giita cac cot
v/ Width: Piéu chinh bé rong ct.
v Spacing: Diéu chinh khoang cach giira cac cot.
Equal columns width: Chon dé cac cot c6 cung bé rong.

Néu da thyc hién cac thao tac trén, nhung van ban chua dugc chia cdt, ta kiém tra lai ché
do xem cua tai li€u. Van ban chi hién thi du¢i dang cot né€u ta xem tai li¢u dudi ché do Print

Layout.
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4. Tao khung va té mau nén cho vin ban (Borders and Shading)
a. Tao khung cho van ban:
Budc 1: Chon doan vin ban cin tao khung.

Budc 2: Vao tab Home, trong nhém Iénh Paragraph, click chon mii tén bén phai cta nut
1énh Border, chon 1énh Borders and Shading. Ta cé hop thoai nhu hinh:

Borders and Shading @ﬂ—hJ

Borders | Page Border I Shading |

Eottom Border

Top Border Setting: Style: Preview

Left Border N | I ‘
MNone

Click on diagram below or use
| buttons to apply borders

Right Barder

Mo Border Box | | ~mmmemememm—m—emee-
g o

All Barders D _____________
Inside Borders Color:
D D Automatic El

m

Cutside Borders

Inside Horizontal Eorder width:

CHStDI'ﬂ '."’1|:lt B A | o
pply to:
Faragraph IZI

(o) Cow

Inside Vertical Border

Harizontal Line

Drraw Table

View Gridlines

Hinh: Hop thoai Borders and Shading

Borders and Shading...

Hinh: Nut lénh Border

Budce 3: Trong thé Borders, xac dinh céc lya chon thich hop va chon OK. Céc lya chon:

Muc chon Y nghia

Setting Chon céc hinh thirc dong khung c6 sin

) None [ Khong dong khung

1 Box 1 Bong khung doan

1 Shadow [ Pong khung doan ¢ bong nén

0 3-D [ Bong khung tao hi¢u ung 3-D

1 Custom [ Pong khung theo ¥ mudn

Style Kiéu duong ké khung

Color Mau cta duong ké

Width Do day cua duong ké

Preview Thé hién doan vian ban mudn ké khung. C6 thé bim vao cac canh

mudn ké khung hay cac nat bén trai va bén duéi khung nay.




Churong Il — Ung dung ciia mdy tinh dé xir Iy vin ban

Bién soan: Nguyén Vii Duy

Apply to
(1 Paragraph
[J Text

Ap dung déng khung cho:
(1 Béng khung cho doan
[ Péng khung cho khdi van ban

b. T6 mau nén cho van ban:

Budc 1: Chon doan van ban can t6 mau nén.

Budc 2: Vao tab Home, trong nhém Iénh Paragraph, click chon miii tén bén phai cta nut

1énh Border, chon 1énh Borders and Shading. Ta c6 hop thoai Borders and Shading.

Budc 3: Chon thé Shading,
Cac lva chon:
- Fill: Chon mau nén.

- Patterns: Chon mau

xac dinh cac lya chon thich hop va chon OK.

to.

Céach khac dé t6 mau nén cho doan vin ban duoc chon, ta st dung nut 1énh Shadow trong
nhom Iénh Paragraph cua tab Home, sau d6 chon mau nén thich hop.

(Tl <]

Borders and Shading

2. |

Theme Colors

Standard Colors
| B EEERERN

Mo Colar

&) More Colors...

Hinh: Nut lénh Shadow

| Borders | Page Border | Shading |

Preview
Patterns
Sti'E: D Clear |E| OO
Color: Automatic
Apply to:
Paragraph E
Haorizontal Line. .. [ oK ] [ Cancel l

Hinh: Hop thoai Borders and Shading

& 4. BANG BIEU

|. CHEN BANG, HIEU CHINH, NHAP THONG TIN CHO BANG

1. Chén bang

Budc dau tién ta phai biét bang bao gdm c6 bao nhiéu dong va bao nhiéu cot. Ta phai tao
mdt bang rong ma ro6i méi ¢o thé nhdp dir licu vao sau.

a. Dung cong cu Table:

Budc 1: Bat con tro soan théo tai vi tri can chén bang.

Budc 2: Vao tab Insert, chon nut 1énh Table trén thanh Ripbon. Kéo chuot xubng phan
khung luéi phia dudi dé xac dinh s6 dong va kéo qua bén phai dé xac dinh so cdt.
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Bude 3: Click chudt dé tao bang.

b.

Dung hop thoai Insert Table:

Budc 1: Bat con tro soan thao tai vi tri can chén bang.

Budc 2: Vao tab Insert, chon nit 1énh Table trén thanh Ribbon. Chon 1énh Insert Table, ta
¢6 hop thoai Insert Table.

Budc 3: Xac dinh sd dong, sb cot trong hdp thoai Insert Table. Cac tuy chon:

Number of columns: Xac dinh sb cot.
Number of rows: Xac dinh sé dong.

Fixed column width: Nhap vao bé rong cia cot (hodc bam vao nat dé ting giam bé
rong. Néu chon Auto thi Word s& ty dong chia déu bé ngang cua trang cho sb cot
ma ta khai b&o.

AutoFit to contents: Ty dong diéu chinh d6 rong cot theo ndi dung.
AutoFit to Window: Tu dong diéu chinh d6 rong cot theo cira so.

Budc 4: Chon OK (hoic nhan phim Enter) dé tao bang.

2.
a.

[ —— f ~
f— Insert Table ™

Table Table size
N— Mumber of g::lurrjns: 5 f
|:| I:' |:| I:' I:' I:' I:' Mumber of rows; 2 =
|:| |:| |:| |:| |:| |:| |:| AutoFit behavior
D |:| D |:| |:| |:| |:| @ Fixed column width: | Auto =
DDDDDDDDDD () AutoFit to contents
DDDDDDDDDD () AutoFit to window
R O ' }
I:' I:' I:' |:| I:' |:| I:' I:' I:' I:' [] Remember dimengions for new tables
N |
T InsertTable... [ i ] [ Cancel
4 prawebie Hinh: Hop thoai Insert Table
—El Excel Spreadsheet
T Quick Tables -

Hinh: Céng cu Table
Lam viéc véi bang
Sit dung ban phim di chuyén con tré chudt trong bing:
«, >, T, {: qua trai, qua phai, 1én, xubng.
Tab: chuyén dén 6 ké tiép.
Shift + Tab: chuyén vé 6 trudc do.
Alt + Home: vé 6 dau ctia dong hién hanh.
Alt + End: chuyén dén 6 cudi cua dong hién hanh.

Alt + PageUp: vé 6 diu cta cot hién hanh.
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Alt + PageDown: chuyén dén 6 cudi ctia cot hién hanh.
b. Chon 6, dong, cot:
Chon truc tiép béng chuot:
= Chon o: Nhép chudt tai 18 trai cta 6.
= Chon dong: Nhap chudt vao bén hong trai cua dong do.

»  Chon cét: Pua chudt vé duong vién phia trén cot, khi xuét hién biéu tuong miii té€n
¥ ta click chudt dé chon.

= Chon todn bang: Nhip chudt vao tai gc trai trén cung cua bang.
3. Hiéu chinh bing

Céach 1: Pua chudt dén duodng vién cua cot hodc dong, gitr chudt va kéo biéu tuong miii
tén 2 dau dé thay doi kich thudec.

-+ _ A
¥
Thay doi kich thude cot Thay doi kich thude dong

Cach 2: Dung chudt kéo tha cac nut trén thanh thudc ngang va doc.

7\
A o (E) 3 [E 5

u|@|-%
r

4. Nhap thong tin cho bang
a. Nhdp dir liéu trong bang: Viéc nhap dir li¢u tuong tu nhu trong van ban binh thuong.
b. Dinh dang dir liéu trong bang:
M Dinh dang hudng van ban trong 6:
- Budc 1: Chon céc 6 can dinh dang.
- Budc 2: Click chudt phai tai cac 6 dugc chon, chon Text Direction.
- Bude 3: Chon céc hudng trinh bay dir liéu. Chon OK (hodc nhan phim Enter).

Text Direction - Table Cell R

Orientation Preview
Text

The quick brown
fox jumps over

= o the lazy doag.

L) -

= =

Apply to:

CK l | Cancel
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M Dinh dang 1& vin ban trong 6:
- Budc 1: Chon céc 6 can dinh dang.
- Budc 2: Nhép chudt phai tai cac 6 duge chon, chon Cell Alignment.
- Budc 3: Chon kiéu canh 18 cho van ban trong 6.
I1. PINH DANG BANG BIEU
1. Chén thém dong, cot
- Budc 1: Dit con tré chudt tai vi tri can thém dong (cot).
- Budc 2: Click chudt phai, chon 1énh Insert... twong Gng:
= Columns to the Left: Chén cdt vao bén trai 6 chon.
= Columns to the Right: Chén cdt vao bén phai 6 chon.
= Rows Above: Chén dong vao phia trén 6 chon.
»= Rows Below: Chén dong vao phia dudi 6 chon.
2. Xoéa dong, cot
- Budc 1: Chon 1 hodc nhiéu dong/cot/d can xoa.
- Budc 2: Click chudt phai, chon Iénh Delete tuong tng:
= Delete Rows: X6a dong dugc chon.
= Delete Columns: Xdéa ¢ot dugc chon.
= Delete Cell: X6a 6 dugc chon.
3. Trono
- Budc 1: Chon cac 6 can tron.
- Budc 2: Click chudt phai, chon 1énh Merge Cells.
4. Tach o
- Budc 1: Chon 6 (hodc nhiéu ) can tach.
- Budc 2: Click chuot phai, chon 1énh Split Cells... Ta c6 hop thoai Split Cells.

[ split Cells L2 [ |

Mumber of columns: |2

L LA L3

Mumber of rows: 1

Merge cells before split

[ oK ] | Cancel

Hinh: Hop thoai Split Cells
- Budc 3: Xéc dinh s dong, cot can tach ra trong hop thoai Split Cells.
= Number of columns: Nhap s6 cot can tach.
= Number of rows: Nhap sé dong can tach.
- Budc 4: Chon OK (hodc nhan phim Enter).
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I11. MOT SO THAO TAC TREN BANG — SAP XEP, TINH TOAN
1. Sap xép dir liéu
- Budc 1: Chon vung dir liéu can sap xép. Luu y: Chon ving dit liéu c6 chira dong
tiéu de, néu bang c6 cot “So thir tu” thi khdng nén chon ¢t nay.

- Budc 2: Trén tab Layout (Table Tools), trong nhom 1énh Data, chon 1énh Sort...
Ta c¢6 hop thoai Sort nhu hinh duéi:

Sort Ii‘—l
Sort by
Mumber E @ Ascending
ing: |Paragraphs E () Descending

Text E @ Ascending
E (") Descending

ing: | Paragraphs

Type: |Text (@ Ascending
D di
Using: |Paragraphs escending
My list has
@ Header row  (7) No header row
____ [ 0K ] ’ Cancel ]

- Budc 3: Xac dinh cac diéu kién sap xép trong hop thoai Sort.
= Sort by: Nhap tén cot lam khda chinh (tiéu chi sip xép chinh).

= Then by: Nhap tén cot lam tiéu chi sip xép phu néu can. (Vi du: Sap xép
theo cot Tén, néu co tén trung nhau thi sap x&p theo cot Ho dém).

= Type: Kiéu dit liéu (Text, Number, Data)

= Ascending (xép tang dan), Descending (xép giam dén).

= Header row: Khong sap xép dong dau tién cta ving chon.
= No header row: Sip xép toan ving chon.

= Click vao nut Options, hop thoai Sort Option xuat hién. Click vao Sorting
Language dé chon ngon ngir sap xep.

Sort Options l P
Separate fields at

(") Tabs

@ Commas

() Other:

Sort options

Sorting language

Endlish (U.5.) [~]

- Budc 4: Lép luot click OK dé chuong trinh sip xép nodi dung bang theo nhimng tiy
chon da thiét 1ap.
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2. Tinh toan trén bang

Gia st ta c6 mot bang diém cua hoc sinh nhu sau:

A A biém | biem | Piém | Tong | Trun
TT |Hodém | Tén vin | Toin | NN | didm | binh
1 | BuiThé Anh 7.0 6.5 8.0 ? ?
2 | Tran Ngoc | Béo 9.0 8.0 10.0
3 | Lé Nhat Chuong 8.5 7.5 7.5
4 | Binh Thu Huong 6.0 7.0 6.5
5 | Hoang Thi | Mai 55 6.5 7.0

Yéu cau: Tinh cac gia tri chua c6 trong ¢t Tong diem.
- Budc 1: Dat con tro soan thdo trong 6 can tinh gia tri tong.

- Budc 2: Trén tab Layout, trong nhém [énh Data, chon nut 1énh Formula. Ta c6 hop
thoai Formula nhu hinh dudi:

zFcrrrnula I. ? ﬁ]\

Formula:
=SUM{LEFT)|

Mumber format;

Paste function: Paste bookmark:

Hinh: Hop thoai Formula
- Budc 3: Tai dong Formula, nhdp vao cong thtc tinh tong thich hop sau ddu =
=  SUM(ABOVE): Tinh tong cac 6 nam trén cting mot cot phia trén 6 dit con tro.
=  SUM(LEFT): Tinh tong cc 6 ndm trén ciing mot dong phia bén trai 6 dit con tro.
=  SUM(RIGHT): Tinh téng cac 6 nam trén ciing mot dong bén phai 6 dit con tro.
=  SUM(Dia chi 6 1, Pia chi 6 2...): Tinh tong céac 6 riéng 1¢ theo dia chi.

Céch danh dia chi cua 6 trong bang dugc xac dinh nhu sau:

Al | Bl | C1
A2 | B2 | C2
A3 | B3 | C3

~ Theo yéu clu trén, ta cn sir dung cong thirc SUM(D2,E2,F2) hodic SUM(D2:F2) dé tinh
tong dieém cho hoc sinh thir nhat, cac hoc sinh con lai ¢6 thé nhap cong thirc tuong tu.

Ngoai cac cong thirc tinh toan trén, ta con c6 thé st dung thém cac cong thic ap dung cho
bang biu sau day:

- AVERAGE(): Tinh trung binh cong c4c gia tri so.
- COUNT(): Pém s6 lugng 6 c6 chira gia trj s6.

- MAX(): Tim gi4 tri s6 16n nhét.

- MIN(): Tim gia tri s6 nho nhét.
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¢ 5. CHEN VA HIEU CHINH CAC POI TUQNG PHI VAN BAN

|. CHEN CAC POI TUQNG PHI VAN BAN
1. Chén ky hiéu/biéu twong dic biét (Symbol)

g0 duogc tir ban phim. Cac budc thuc hién nhu sau:

Equation |Symbaol

¥
”

H

b
©

=

(2

Budc 1: Bat con tro soan thao tai vi tri can chén biéu tugng.

Chtrc ning Symbol cho phép ta chén vao tai liéu cac ky tu, biéu tugng (symbol) khdng thé

Budc 2: Vao tab Insert, chon nat 1énh Symbol. M4t danh sach cac symbol thuong
xuyén duoc st dung s€ xuat hién, ta click chon symbol twong tng.

TC [S2

=
s
=

B

T

T

£2 More symbols...

Hinh: Nut lénh Symbol

2 [ |

’Symbol

Font: |Wingdings E

P o< ES g pay R L ] (= il Bl Ea
I B |E|E|E| 2 &0l = - |
= |d|le|e|==|d|P T O OB LR
B ole|=w%e|®|x|Cle|x| 8|V .
Recently used symbals:
S|IG|E|E[¥|O]0|™|2|z2|<|2|+|%x]|==|H
Wingdings: 34 Character code: |34 from: | Symbol (decimal) E
[ﬁutoCorrect... I [Shortcutﬂey... J Shortcut key:

[ Insert l [ Cancel I

Hinh: Hop thoai Symbol

click chon More Symbols... Xuat hién hop thoai Symbol nhu hinh trén.

Néu symbol mudn chén xuét hién trong danh séch, click chon symbol do. Néu khong,

Click chon nhém Symbol nhu: Symbol, Wingdings... trong hop Font va chon
symbol mudn chén vao van ban.

Click chon Insert dé chén vao tai liéu va lam tiép nhu vay cho cac ky hiéu mudn

chen khéc.

Sau khi dd chén xong thi nhin nit Cancel hodc nut Close (déng cira so).

2. Chén hinh anh
a. Chen hinh anh Clip Art

Budc 1: Bit con tro soan théo tai vi tri can chén Clip Art.

Budce 2: Vao tab Insert, click chon ntt Clip Art trong nhom cong cu Illustrations.

Cira s6 Clip Art xuat hién bén phai giao dién Microsoft Word. Click nit Go dé chuong

trinh ty dong do tim nhiing hinh anh Clip Art ¢6 san. Két qua trong khung bén dudi liét ké cac
hinh minh hoa, ta click chon vao hinh dé chén vao tai liéu. Clip Art dugc chén vao ngay tai vi
tri diém chén con tré soan thao.

Khi hoan tét, click n(t Close (x) & goc phai trén ctia khung ctra s nho dé dong Clip Art.
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El@ [ T3 smartart Clip Art
\ﬂ‘ Di:l L|_j}{l Search for:

il Chart
Ficture Clip Shapes ..

Art +  [@zt Screenshot +
Results should be:

all media file types

Ilustrations

[ indude Office.com content

[+ 1 = = I+ 1)

Sau khi chén Clip Art vao tai liéu, c6 thé Clip Art s& khong nam & vi tri nhu mong mudn,
ta co the thay doi vi tri cua Clip Art bang céch click chon nat Wrap Text trong nhoém Iénh
Arrange thudc tab Page Layout va chon cac kiéu bo tri Clip Art trong van ban.

b. Chén hinh danh tir tdp tin dnh trén é dia

- Budc 1: Dat con trd soan théo tai vi tri can chén tap tin anh.

- Budc 2: Vao tab Insert, chon ntt Iénh Picture trong nhém cong cu Illustrations. Ta

c6 hop thoai Insert Picture.

Sample Pictures

»{ Favorites
Bl Desktop =

& Downloads

=, Recent Places o
B Chrysanthemum Desert Hydrangeas

(W] Insert Picture - . » @
i ® « Pictures » Sample Pictures v | ¥4 ||| Search Sample Pictures 0 ‘
Q- s gl Z
Organize ¥ New folder =~ [l @
(W] MicrosoftWord —  Pictures library Arangety: ol

Jellyfish
4 Libraries - AN 2 g -
= h m
Koala Lighthouse Penguins
"M Comnuter >
File name: Chrysanthemum v [AII Pictures

Tools ~ [ Insert Iv] l

Cancel

Hinh: Hop thoai Insert Picture

- Budc 3: Xac dinh duong dan dén tap tin hinh anh trong hop thoai Insert Picture,

chon hinh mong mudn va chon Insert dé chén vao vin ban.
1. HIEU CHINH CAC POI TUQNG PHI VAN BAN
1. Thay doi kich thuéc ciia anh

- Budc 1: Nhip chudt chon anh, khi d6 trén 4 gboc va giita 4 canh cia anh xuit hién

nat vuéng mau den.
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- Budc 2: Trd chudt vao cac nat nay, khi con tré chudt cé hinh dang miii tén 2 dau
thi click chudt va kéo dé thay doi kich thudc.

2. BO tri anh trong doan viin ban
- Budc 1: Click chon anh/Clip Art

- Budc 2: Vao tab Page Layout, chon nut 1énh Wrap Text
trong nhom cong cu Arrange. Chon dang bo tri thich ﬂ
h(.Yp- Wrap

; : A Text -

* In line with text: Anh dugc xem nhu mét ky tu dac S

biét trong van ban. el I Line with Text
= Square: Vin ban bao quanh anh theo hinh chir nhat. g square

i 5 ha . ~ fy s h Tight

= Tight: Van ban dugc dat bao quanh, dm sat cac phan el

bién trong cua anh. € Through
» Through: Van ban xuyén qua anh. 4] Top and Bottom
= Top and Bottom: Vin ban ¢ bén trén va bén dudi B | Behing Tex

anh. ] InFront of Text
= Behind text: Anh dugc dit sau vin ban. f] Edit Wrap Points
= |n front of text; Anh dugc dit trude, che vian ban. [ More Layout Options...

3. Di chuyén, sao chép, x6a anh

Céc budce di chuyeén, sao chép, x6a hinh anh thuc hién twong tu nhu doi véi di chuyeén, sao
chép, x6a van ban.

¢ 6. LUU TRU, PONG, MO, IN AN VAN BAN

|. LUU TRU, PONG, MO VAN BAN
1. Tao tap tin van ban méi

- Céch 1: Vao tab File » New...

n Home  Insert  Pagelayout  References  Mailings  Review  View (2]
el save
Available Templates Blank document
Bl saveas
o & Home
(=5 Open
o Close
SRR -
Recent Blank Blog post Recent Sample  Mytemplates  New from
document templates  templates existing
m Office.com Templates Search Office.com for templates >
Print
— 2 _J = xxxri 7 0.9—‘
Save & Send - ‘Ji J @ = 1 A el |
Agendas Award Brochures Budgets Business Calendars Contracts Diagrams Envelopes
Help certificates cards
) Options -1
Bxit = — =i & | 0l
| = = =|
Expense Faxes Flyers Forms Gift Greeting Inventories  Invitations Invoices j
reports certificates cards
— — Creat
= o o, % Ll v =
= 7 o %
=l 9
Job Labels Letters Lists Memos Minutes Newsletters Plans Planners

descriptions

= Chon mdt mau c6 san trong Available Templates.

»  Mudn c6 mot tai liéu tréng, click dup chudt vao Blank document.
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Mudn c6 mdt tai liéu theo mau da co, click chon New from Existing, tim dén dia
chi cua tai licu mau mudn dung va sau dé chon Create.

Mubdn c6 tai liéu theo mot khudn mau, click chon Sample templates hodc My
templates, va sau do chon ki€u mau muon dung.

Céach 2: Nhén td hop phim Ctrl + N dé tao nhanh mot tai liéu tréng.
Mé tap tin vin ban c6 sin trén 6 dia

Céch 1: Vao tab File — Open...

Céach 2: Nhan t6 hop phim Ctrl + O.

Sau khi thuc hi€n mot trong céc cach trén, hop thoai Open sé xuét hién.

Xéc dinh duong dan dén tap tin van ban cdn mé va chon Open.
3. Luru tip tin viin ban vao 6 dia

Cach 1: Vao tab File — Save.

Céch 2: Nhan t6 hop phim Ctrl + S.

Néu luu tap tin van ban lan dau tién, chuong trinh s€ m& hop thoai Save As nhu hinh:

(W] Save As liz-_J
3 1 | 3 » Libraries » Documents » +. Search Documents |
e w | ¥4 | Search Document o)
l\-"'j \"')J - - - - - - | |
Organize « Mew folder SE IZ@ZI
(W] Microsoft Word Documents library Amange by: Folder =
| Templates Includes: 2 locations g
= Name
[ Favorites
B Desktop . Downloaded Installations
4. Downloads i MEGAsync
= Recent Places My Data Sources
. Mero Home
7 Libraries (R
- 4 T b
File name: m -
Save as type: |Word Document v
Authors: Win7 Tags: Add atag
Save Thumbnail
“ Hide Folders Tools - [ Save l | Cancel

Hinh: Hop thogi Save As

Ta xac dinh thu muc chtra tap tin, dat té€n cho tap tin trong dong File name, chon loai tap
tin van ban trong muc “Save as type” roi chon Save.

. Néu ta chon loai tap tin van ban la “Word Document”, tap tin van ban khi duoc luu triv
bang chuong trinh Microsoft Word 2010 s& c6 dang *.DOCX khac so véi tap tin *.DOC cua

Microsoft Word 2003 tré

vé trude. Tap tin * DOCX chi duoc hd trg trong cic phién ban

Microsoft Word 2007 tré 1én, do d6 phién ban 2003 trg vé trudc s& khong xem duoc ndi dung

van ban *.DOCX

Pé luu van ban xem du

oc trén cac phién ban Microsoft Word 2003 tro vé trudc, trong hop

thoai Save As, trong danh sach Save as type ta chon muc “Word 97-2003 Document”.

4. Luu tap tin van ban véi tén khac
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Mubn luu tap tin vin ban da c6 thanh mot tap tin vian ban khac, vao tab File — Save As...
dé md hdp thoai Save As. Ta can xac dinh thu muc chura tép tin, dat tén khac cho tap tin roi
chon Save.

11. IN AN VAN BAN
1. Dinh dang trang in

- Budc 1: Trén tab Page Layout, click vao miii t€n bén phai nhom lénh Page Setup
dé mo hop thoai Page Setup.

Page Setup B— — M Page Setup . - @lﬂ
Margins || |
Margiris Paper size:
Top: 2,54.am 2| Bottom: 2.54m : Letter [~
Left: 2.54 m = Right: 2.54m = Width: 21,59 am =
Gutter: 0cm = Gutter position: Left IEI Height: |27.94cm =
Orientation Paper source
N . First page: Qther pages:
Default tra P R D=fault tra -
Virtual Bin Virtual Bin
Portrait Landscape
Pages
Multiple pages: MNeormal |Z|
Preview Preview
Apply to: | Whole document E| Apply to: | Whele document El Print Options...
| o« || cancal | | 5et As Default | [ ox || cancal |
- C ——
Hinh: Thé Margins Hinh: Thé Paper

Budc 2: Trong thé Margins, thiét 1ap cac thong s vé 1¢ clia trang vian ban:

Top, Bottom: Xac dinh 18 trén, 1& dudi.
Left, Right: Xéc dinh 18 trai, 1& phai.

Orientation: Chon huéng trang in chiéu doc (Portrait) hay chiéu ngang
(Landscape).

Budc 3: Chuyén qua thé Paper dé xac dinh kho gidy s dung. Chon kho gidy trong
muc Paper size, thong thuong la A4.

Budc 4: Chon OK.

Luu y: Néu mudn luu lai cac thiét lap dang chon 1a gia tri mac dinh thi click chudt chon
nut Set as Default.

2. In ngi dung van ban

Dé in ndi dung vin ban qua mdy in, ta c6 cac cach sau day:
- Cach 1: Vao tab File, chon 1énh Print.

- Céch 2: Nhan t6 hop phim Ctrl + P.
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Chuong trinh s€ m& hdp thoai Print va yéu cau thiét lap cac thong so trude khi in.
Wl A D - O | T hoc Da cuong 2015 [Compatibiiity Model m Microsoft Word T || o=~
Home Insert Page Layout References Mailings Review View

|l save

©

Print -
Save As @ o =
. - Bt grny Targe Dty Biba sagn: Sgrsln 13 Dugy
Copies: 1 -
CHUGNG I - 241 CUONG VE TIX HOC
Open i
Print [z 3000 7o vi 1% Twooes o |
" e
o Close 1 TH%G IO VA QUY TREGE X1 LE THANG T06 00 BiX
L Taimg =
- Toang & alng bedag npky, ching @ sioads v o dng seda delng n Sam s od
Printer i e i doc ko, mghc 4 xom pheE, & . gum da ik, doum Kua f kida mgte ks
Info PTSr
i iy s g i el e i g g et b v e
md..ﬂ.-a Feds 8 el ol e ke, bekeap kg i sl e sl fedal ke chia
/ HP Laser)et P2015 PCLG ke g o stk S o 8 e b ke e
-
Recent i Offline Thing n dim it e ching gy ek i ety gl e g dha v cheile
amg oy il v X el Clng nisd thing SR 0L 8 G mhing kink a0ng koo I aide e
e meg e e g sl ging
7 i ey sy s dhids i daing S v e ki Surc delng a B b
New Printer Properties e e A
ulng =a domde ks e el =i v mh dune chl hidn da niidu ding teic ke
i T e e ek ey
SEttII'IgE “Thing a1 mix phae =4 iz chis bao . niding cdmsbdn, ey dadn, akdn i,
n s oo s e mchmqniutkenmtmﬂzamw
-...q-mm.m\;mummw iy bk, S, i A, ez
- - 1:&3{:&:1‘#&\2 A s s sy mang oig w05 wl Sag
Print All Pages | e ———
Print the entire decument F 7 Thing n i adn ol aha met pds da
Save & Send = Tiimg e sing vas mb mymg ydu meng =y pide mdn i s lag:
p . - - Thing S cd dak heaimz 8 i iink o, 22 b ol mot el
ages: : I D¥ s Da)
H I Joat! wifm D D chea) B g thimg om 21 dunc mdy Sei ddm ool i
elp = = [ —
Print One Sided - o i sl g 4 damy o ke
i si e
nly prlnt on one sIde O...
2. i = - Dang phé b Vin kin, 1 thank, sk dnk.
:] Options
- g e Cle mplagn ste e
@ . |-.|. Collated - 3. Gy sriah =k B dhing Sa cokin
I 4 A i ) chieg eiwe
123 123 123 25 g = e ik ck dlng 2 e npals v Sdag Sabas ple ol bl
- Tmegpes
- = = - Thing i, cuh caln, pia ek, 7.7
| Portrait Crientation - EE——
-
Ad
- -
8.27" x11.69' - -
w 41 ofds b 39% (=—0 ]

Hinh: Hop thoai Print
Cac lya chon:
- Printer: Chon mdy in.
- Print Current page: Chi in trang hién hanh (trang dang chtra con tro soan thao).

- Pages: In cac trang don I¢. Vi du: Nhép vao 3,5 dé in cac trang 3 va 5 hay nhép vao 3-
5 d¢ in cac trang tur 3 cho dén 5.

- Only Print Odd pages: Chi in trang 1¢.
- Only Print Even pages: Chi in trang chan.
Sau khi d thiét 1ap day dii cac thong s6 can thiét, chon OK dé in van ban ra gidy.
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CHUONG IV - HUONG DAN SU DUNG PHAN MEM BANG TiNH

& 1. NHUNG KHAI NIEM CHUNG VE BANG TIiNH

|. KHAI NIEM VA PHAM VI UNG DUNG CUA BANG TINH

1. Giéi thiéu

Microsoft Excel 13 phan mém bang tinh dién tu cao cap trong bd san pham Microsoft
Office cua hang Microsoft (My), dugc st dung rat rong rii trong cac nghiép vu quan 1y va xir
ly s6 liéu, nhat 13 trong cong tac ké todn, tai chinh, thuong mai va cac hoat dong khoa hoc

cong nghé. Microsoft Excel cho phép t6 chirc théng tin can luu trit va xu 1y duéi dang bang,
tu dong thyuc hién tinh todn theo bi€u thirc duoc xay dung.

Phién ban Microsoft Excel 2010 1a phién ban duoc sir dung cho toan bd bai giang phan
chuong nay.

2. Khéi dong va thoat Microsoft Excel 2010
a. Khoi dong: CO 2 cach khoi dong thong dung:

- Cach It Nhap dtp chudt 1én biéu twong cia Microsoft Excel 2010 trén man hinh
nén (Desktop).

- Céch 2: Vao menu Start\All Programs\Microsoft Office\Microsoft Excel 2010.
b. Thoét: Co6 3 cach thoat thong dung:

- Céch 1: Trong cira s6 chuong trinh Microsoft Excel, vao tab File, chon 1énh EXxit.

- Céach 2: Nhap chuot tai biéu tugng Close (x) trén thanh tiéu dé.

- Céch 3: Nhan t6 hop phim Alt + F4.

3. Cira so giao dién ctia Microsoft Excel

Thanh truy cap Thanh tiéu dé Hé¢ thong
nhanh l thanh Ribbon
E Iz“ ™ - [= g Book? - Microsoft Excel |£|_J—Kh
'g"'ﬁéﬁ{é ..... fnsert Page Layout Formulas Data Review View ] @ o eE 22
= Calibri 11 v == G I - 5= Insert -/ :
J °$ alibri - == = enera A :, nse ;—’}? }3
far B I U~ A A =E=E 5% iyl & Delete = -_J:-I' H
Paste yles | .. " Sort& Find &
- F H- S A~ EiE | B %8 59 - | [ElFormat = | 27 Filter~ Select~
Clipboard Font Alignment MNumber Cells Editing
Al - 5 L3 &
A B C D \ E F G H I ) K L
[ 1
2 Thanh cong thirc Thanh cuén doc —»
3 =
B Trang bang tinh
5 (Vung lam viéc)
6
7 Thanh chon , >
:‘ béng tinh Che d¢ hién thi Zoom
10 -
W 4 » W] Sheetl Sheet? . Sheet3 . %J 4 > ]
Ready | HE|E 1003 (=) [} {+)

Hinh: Cua so6 giao dién cua Microsoft Excel

a. Hé thong thanh Ribbon
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~ TabFile: GoOm cac 1énh quan 1y tip tin bang tinh nhu luu (Save, Save as), mé tip tin trén
0 dia (Open), dong tap tin hién hanh (Close), tao méi tap tin (New), in tap tin hién hanh
(Print), thoat chuong trinh (Exit).

Tqb Home: GOm céc 1énh diph dang bang tinh nhu: dinh dang k}’/q tu (Font), dinh dang
canh 1€ (Alignment), dinh dang kicu dit liu trong 0, hiéu chinh (di chuyén, sao chép), cong cu
tim kiém va thay thé (Find, Replace).

Home Insert Page Layout Formulas Data Review View
= % Calibri -1 - = f; = General I | A g=lnsert~ X - ﬁ‘? &a
P_aﬁ a7 & il A Styles 3 Delete - | @l S%rt& Find &
- & EiE | B %8 3% » | B Format~ | &2~ Filter~ Select -
Clipboard ] Alignment ] Mumber ] Cells Editing

Tab Insert: Gom cac nut chén cac d6i twong vao bang tinh nhu hinh anh (Picture), Clip
Art, hinh v& (Shapes), bi€u d6 (Charts), luu do (SmartArt), chit ngh¢ thuat (Word Art), ky
hiéu/cong thure toan hoc (Equation), bi€u tugng dac biét (Symbol)...

Haome Insert Page Layout Formulas Data Review View & e o = &3
]j Elg [y shapes - i M Line ~ i~ w _-| Q = 4 Q
= £ = =
HE T2 smartart n B pier | ) == - = [&-
PivotTable Table | Picture Clip Column Sparklines  Slicer | Hyperlink | Text Header . Symbaols
- At (G Sereenshot - Bpar- - ™ Box & Footer "84 M
Tables Nustrations Charts Fl Filter Links Text

Tab Page Layout: Gom cac nut 1énh lién quan dén dinh dang trang in (Page Setup)...

Home Insert Page Layout Formulas Data Review View (] e o EH &3
Colors = =il 0. Width: Automatic ~  Gridlines  Headings R
= DP’j Diag= B @ 3 .|
. Fonts ~ {..d Height: Automatic ~ WView Wiew
Themes Margins Orientation Size Print Breaks Background Print . Arrange
[©] Effects - - ~  Areav - Titles | ] Scales 100% % | [0 Print [ Frint -
Themes Page Setup " Scale to Fit = Sheet Options =

Tab Formulas: Gom céc cong cu chén cong thirc, ham tinh toan vao trong bang tinh.

Haome Insert Page Layout Formulas Data Review View & e o = &3
ﬁ % AutoSum - i@ Logical - [ -3 Define Name - TiaTrace Precedents 13 j B
[ Recently Used = [fA Text id - £2 Use in Formula =(% Trace Dependents ¥i> - A=) :
Insert -~ ] Mame 5 Watch | Calculation
Function @3 Financial ~ Efr Date & Time - ﬁ]' Manager B Create from Selection ¢7u Remove Arrows = L& Window -
Function Library Defined Mames Formula Auditing

Tab Data: Gom cac cong cu sip xép, trich loc dir liéu (Sort & Filter) trong bang tinh.

Home Insert Page Layout Formulas Data Review View @ e o =@ &3
3 Iﬂ |Ea| Connections 4] § Clea E E Ea |54 Data Validation ~ % Group - #Z
- Z¥ |Z|a | - - -
L 21 Properties % Reapply .- & Consalidate @ Ungroup = 7=
Get External| Refresh Z| sor Filter Textto Remove
Data ~ all- &= Edit Links L3 .5 Advanced | Columns Duplicates _‘J‘ What-If Analysis :lJSubtotal

Connections Sort & Filter Data Tools Cutline 1

Tab View: Thiét 1ap cac ché d6 hién thi cua trang bang tinh (WorkbookViews), phéng to,
thu nhé (Zoom), quan ly lam viéc gitra cac tap tin/trang bang tinh (Window).
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Home Insert Page Layout Formulas Data Review View [ e o B &3
Page Break Preview (D) ' MNew Window [ 1]
)] )| |k T BN 5 B =
T3] Custom Views e = Arrange All RN =g
MNaormal| Page Show | Zoom 100% Zoomto - Save Switch Macros
Layout = Full Screen M Selection lﬂ Freeze Panes = [ 414 Workspace Windows -
Waorkbook Views Zoom Window Macraos

b. Thanh céng thirc (Formular Bar): Chtra dia chi va ndi dung cua 6 hién hanh.

Al - f

c. Thanh thanh chon bang tinh (Sheet tabs): Dung dé chon Sheet lam viéc.

M4 4 » M| Sheetl , Sheet2 . Sheet3 ¥
Eeady |

4. Quan ly Workbook

a. Tao mot tap tin Excel moi:

- Cach 1: Vao tab File - New — Blank Workbook, chon Create.
- Céch 2: Nhan t6 hop phim Ctrl + N.

b. Mo mét tap tin Excel da co trén dia:

- Céch 1: Vao tab File — Open...

- Céch 2: Nhan t6 hgp phim Ctrl + O.

Sau khi thuc hién mdt trong céc cach trén, hop thoai Open sé xuét hién. Xac dinh duong
dan dén tap tin Excel can mo, chon tép tin va chon Open.

C. Luu tdp tin Excel:

- Céch 1: Vao tab File — Save.

- Céch 2: Nhan t6 hop phim Ctrl + S,

- Céch 3: Nhap chudt vao biéu tugng Save (hinh dia mém) trén thanh cong cu.

Néu luu tap tin Excel lan dau tién, chuong trinh s& mé hop thoai Save As nhu hinh:

——aa e
[&] Save As @
- - 3 v Libraries » Documents » = | 44 || Search Documents Pl
G- LIeoy [4]] B
Organize « MNew folder = - I@I
- -
Documents library
- - Arrange by:  Folder =
S IS Includes: 2 locations ek
Ml Desktop =
4 Downloads L blame
5l Recent Places My Data Sources
. Nero Home
- Libraries
1% Computer
&, os(c)
= SOFT M2 ad 4| Lt k
File name: Bookl -
Save as type: [Excel Workbook -
Authors: Win7 Tags: Add atag
[] Save Thumbnail
“ Hide Folders Tools ~ [ Save ] ’ Cancel

Hinh: Hop thoai Save As
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Xac dinh thu muc chtra tap tin, dat tén cho tap tin trong dong File name, chon loai tap tin
bang tinh trong muc Save as type roi chon Save.

Néu ta chon loai tap tin bang tinh 1a “Excel Workbook™, tap tin bang tinh khi duoc luu trir
bang chuong trinh Microsoft Excel 2010 s& c6 dang *.XLSX khéc so véi tap tin *.XLS cua
Microsoft Excel 2003 trg vé trudc. Tap tin *.XLSX chi dwgc hd trg trong cic phién ban
Microsoft Excel 2007 tré 1én, do d6 phién ban 2003 trd vé trudc sé khong xem duoc ndi dung
bang tinh * XLSX

Dé luu vin ban xem dugc trén cac phién ban Microsoft Excel 2003 trd vé trude, trong hop
thoai Save As, trong danh s&ch Save as type ta chon muc “Excel 97-2003 Workbook”.

d. Lwu tdap tin Excel voi tén khdc:

Mudn luu tap tin Excel dd c6 thanh mot tap tin Excel khéc, ta vao tab File — Save As... dé
mo hop thoai Save As. Ta can xac dinh thu muc chura tap tin, dat tén khéac cho tép tin, chon
loai tap tin bang tinh, roi chon Save.

I1. CAU TRUC CO BAN CUA BANG TINH
1. Céu tao ciia bang tinh

= Bang tinh (Sheet hay Worksheet): la mot bang chura cac s6 liéu gdm nhiéu dong va
nhNiéu cot. Trén bang tinh, ta c6 thé thuc hién cac yéu cau vé tinh toan, tao trang tri cac bi€u
mau, quan ly va xir Iy so6 liéu bang cach st dung co sé dir licu...

= SO bang tinh (Workbook): tp hop cac bang tinh tao thanh mét sO bang tinh (tap tin
bang tinh). Mot s6 bang tinh c6 thé nhidu trang bang tinh riéng biét.

= Cot (Columns): 1a tap hop cac 6 trong bang tinh theo chiéu doc, bé rong cuia cot c6 thé
thay d6i trong khoang tir 0 dén 255 ki ty. Trong phién ban Excel 2010, bang tinh c¢6 thé co tdi
da 1 16.384 cot trong khi cac phién ban tir Excel 2003 trd vé trude chi c6 tdi da 256 cot. Mdi
cOt dugc gan cho mdt tén theo thir tu chir cai: A, B,... Z, AA, AB,... AZ, BA, BB,... va ¢t
cubi ciing 1a XFD. (Nhén t6 hop phim Ctrl + — dé di chuyén dén cot cudi cliing trong trang
bang tinh)

= DoOng (Rows): 1a tap hop cac 6 trong bang tinh theo chiéu ngang. Mdi bang tinh c6 t6i
da 1 1.048.576 dong trong khi cac phién ban tir Excel 2003 tr vé trudc chi c6 tbi da 65.536
dong. Mdi dong duoc gan cho mot sd thir ty bat dau tir 1 va két thic 1a 1.048.576. (Nhan to
hop phim Ctrl + { dé di chuyén xubng dong cudi clng trong trang bang tinh)

= O (Cells): I giao ctia mdi dong va mdi cot. Mdi 6 c6 mdt dia chi (toa do) gom tén cot
va s6 dong. Vi du: 6 Al 1a 6 dau tién cua bang tinh, toa do xac dinh 1a cot A va dong s 1.

0] dang lam viéc goi 1a 6 hi¢n hanh hoac 6 lya chon, dé 1a 6 c6 duong vién dam nét bao
quanh. Dia chi cua 6 hién tai dugc hién ¢ hop tén trén thanh cong thirc.

= Ving 6 (Range): la tap hop gdom céc 0 ké can nhau va dugc xac dinh boi dia chi cta 6
dau tién (goc trén trai) va dia chi cua 6 cudi A B c D
cung (goc dudi bén phai) cua vung do. Vung
6 thé 1a mot 6, mdt nhom 6, cling co thé 1a
toan bg bang tinh.

bia chi ciia m{t viung g@)m dia chi cua 6
dau tién va dia chi cua 6 cudi cung, phin cach
nhau baoi dau (:).

Vi du: Vung Al1:C5 dugc xac dinh nhu trong bang.

(95 I <O (S S T ]

2. Cac thao tac trén bang tinh
a. Chon mot Sheet:
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Nhip chudt vao Sheet can chuyén dénvtrén’ thanh chon bang tinh hodc nhin t6 hgp phim
Ctrl + PageUp (Ctrl + PageDown) dé chuyén dén Sheet trudce (sau) Sheet hién hanh.

b. Déi tén Sheet:

Theo mic dinh, cac Sheet dugc dat tén 1a Sheetl, Sheet2,... Pé ddi tén, click dup chuot
vao tén Sheet cii trén thanh chon bang tinh rdi nhap tén mai vao, nhan Enter.

c. Chen thém Sheet:
Click chudt phai trén thanh chon bang tinh, chon Insert — Worksheet — OK.
d. Xo&a Sheet:
Click chudt phai tai Sheet cAn x6a trén thanh chon bang tinh, chon Delete.
e. Di chuyén 6 hién hanh:

- Céc phim mili tén «, —, T, {: Qua trai, phai, 1én, xubng.

- Ctrl + Home: Tré vé 6 Al (6 dau tién trong bang tinh).

- PageDown + PageUp: Lén, xudng mot trang man hinh.

- Alt + PageDown: Sang phai mot trang man hinh.

- Alt + PageUp: Sang trai mdt trang man hinh.
3. Chon vung trong bang tinh

Trudce khi dinh dang dir 1iéu hodc sao chép,vxoé v.v. dit liu, ta phai chon vung dir licu can
tac dong. Ta c6 thé dung chudt hay ban phim d€ chon vung dir li¢u.

a. Chon ca bang tinh: C6 2 cach thuc hién:
- Céch 1: Nhap chuot tai 6 giao giira tiéu dé cot va tiéu dé dong.
- Céch 2: Nhan t6 hop phim Ctrl + A.
b. Chon mét cot, hay mét dong: Co 2 cach thyuc hién:
- Cachl: Nhép chudt tai trén 6 tiéu dé cot, hodc phia trai tiéu dé dong.
- Céch 2: Nhan gitt phim Shift va ding cac phim mili tén «, —, T, {.
C. Chon mot vung: C6 2 cach thuc hién:
- Céch 1: (Dung ban phim)
»  Dit con tro & 6 dau tién hodc 6 cudi cung cua vung dinh chon.
= Nhén giit phim Shift va ding phim mii tén «, T, -, I dé x4c dinh ving chon.
- Céch 2: (Dung chudt)
= Chuyén con tro & 6 dau tién hodc 6 cudi cing ciia ving dinh chon.

» Ré chudt dé xac dinh vung chon.

¢ 2. CAC KIEU DU LIEU, PHEP TOAN, HAM, BIEU THUC, CONG THUC

I. CAC KIEU DU LIEU, PHEP TOAN VA BIEU THUC
1. Cac kiéu dix liéu
Dit liéu (data) trong Microsoft Excel 1a nhitng thong tin ma may tinh c6 thé xtr 1y duoc.

Trong mdt 0 cia bang tinh chi c6 thé chira mot kiéu dir liéu. Kiéu dit liéu cua 6 phu thudc vao
ky tu dau tién trong 6 do.
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a. Dir liéu kiéu s6 (Number):

Ky tu dau tién nhip vao 1a s6. O ché d6 mic dinh, dit liéu kiéu s6 duoc hién thi phia bén
phai cua 0 (canh 1€ phai).

Néu 1 d4u 4m thi nhap du trir phia trudc sb hodc dé dau trir trong ngodc don.

b. D liéu kiéu chudi (Text):

Ky tur dau tién nhap vao 1a chit cai.

O ché d6 mic dinh, dit liéu kiéu chudi duoc hién thi phia bén trai cta 6 (canh 18 trai).

Néu dit liéu kiéu s6 muébn dugc Excel hicu 1a dit ligu kiéu chudi thi trudce khi nhap sb do
phai nhdp dau nhay don (). Vi du: SO dién thoai.

. Dit lidu kiéu ngay thang (Date):

Nhép ngay, thang, ndm binh thuong. Déu phan cach ngdy, thang, nim cé thé 1a dau (-)
hodc dau (/). Nhap ngay trude, hay thang trudce tuy thudoc nguoi dung cai dat tir hé diéu hanh.

Cu phap: dd/mm/yyyy (ngay/thang/nam) hodac dd-mm-yyyy
Vidu: 25/12/2014 hoac 25/12/14 hoac 25-12-2014

d. Dit liéu kiéu thoi gian (Time):

Nhap gio phut gidy, phan cach nhau boi ddu hai chdm (©)

CU phép: hh:mm:ss (gio:phut:gidy) hoac hh:mm (gio:phut)

Vi du: 12:30:45 (12 gio: 30 phut: 45 gidy), 12:30 (12 gio: 30 phut)
e. Dit liéu kiéu Logic:

Kiéu Logic c6 gia tri TRUE hodc FALSE tuong tmg 1 hodc 0

f.  Dir liéu kiéu cong thirc (Formula):

Ky tu dau tién gd vao 1a ddu bang (=) trong truong hop riéng 1a ddu +, hay ddu @. Két
qua trinh bay trong 6 khong phai 1a ki ty dau tién gd vao ma la gia tri cia cong thic do.

Vi du: Nhap =(2*3 + 4)/2 thi dugc két qua trong 6 13 5.
2. Cac toan tir

Danh sach cac toan twr va do wu tién:

P wu tién | Todn tir | Y nghia

1 O Dau ngoic don

2 A Liiy thtra

3 - Dau 4m

4 * 1 Nhén, chia

5 +, - Cong, tru
=, <> | Bang nhau, khac nhau

6 > >= Lén hon, 16n hon hoic bang
<,<= | Nho hon, nho hon hodc bang

7 NOT | Phudinh

8 AND | Va (diéu kién dong thoi)

9 OR | Hoic (diéu kién khong dong thoi)

10 & Toan tir ghép chudi

Dbi véi mdi kiéu dir liéu, ta s& c6 cac phép toan twong tng thong qua cac toan tir. Cac
todn tr dung dé két hop cac toadn hang trong biéu thuec.
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Khi tinh toan gié tri cia mdt biéu thuc trong Excel, cAn tuan thu theo quy dinh vé d6 vu
tién cua cac toan tur.
Vi du: 273*5 + (10-4)/2 =8*5+ 6/2 =40 + 3 =43

Trong trudng hop biéu thirc ¢6 nhiéu cip ngodc don 16ng vao nhau thi s& vu tién tir trong
ra ngoai. Néu ¢ nhiéu toan tir ciing d6 wu tién thi s& dugc tinh tir trdi qua phai.

3. Nhap va hiéu chinh dir li¢u
a. Nhap dir liéu:

Mubdn nhap dir liéu vao 0 nao, ta click chuot tai 6 dé roi nhap dit liu bang ban phim.
Nhap xong nhan phim Enter dé két thuc.

Khi mudn nhap mét biéu thirc vao 6, ta phai nhap thém dau bang (=) vao trudc biéu thirc.
Khi do, dir 1iéu trong 6 nay duoc hiéu 1a dang cong thirc.

Dbi v6i cac 6 co dang cong thire, gia tri xudt hién trong 6 13 két qua cia cong thirc. Néu
toan hang trong cong thirc 1a dia chi tham chi€u thi gia tri cia cong thirc ¢6 the thay doi tuy
thudc vao gia tri cua 6 dugc tham chiéu.

Vi du: Gia str tai 6 A2 nhap cong thirc =Al + 10. Néu 6 Al c6 gia tri 10 thi gia tri cua 6
A2 1a 20. Néu doi gia tri cua 6 Al thanh 20 thi gi4 tri ctia 6 A2 1a 30.

b. Chinh sita dir liéu:
- Nhép chudt tai 6 mudn chinh stra dit liéu.
- Nhan phim F2 va bat dau thuc hién viéc chinh sira.
- Nhan phim Enter dé hoan tat viéc chinh sira dit liéu trong 6.
1. CONG THU'C, SAO CHEP CONG THUC
1. Nhap cong thirc
Nhén chudt chon 6 can nhdp cong thic, gd dau bang (=).

Nhap cic toan hang hodc nhiéu toan hang phan cach nhau béi cac toan tir (néu co). Mdi
todn hang co thé la:

- Mot hang sb (s hodc chudi ky tw).

- Mot tham chiéu téi dia chi 6/khdi 6 trong bang tinh.

- Mot ham cua Excel.

Két thiic viéc nhap dit li¢u, chon mot trong cac cach sau:

- Nhan phim Enter.

- Nhéan chon nut 1énh Enter (v') trén thanh cong thirc.

- Nhén mot trong cac phim miii tén dé di chuyén 6 lua chon dén vi tri khac.

- Nhéan chudt sang mot 6 khac trén man hinh.

Chuy:

- Do dai t6i da cia mot cong thirc 13 255 bytes.

- Trong cong thirc, ta c6 thé nhap ki tu trdng gitra cac toan tir va ki tu.

- Pé huy bo viéc nhap dir liéu dang thuc hién, nhéan phim Esc (Escape) hoac nhéan chon

nut Iénh Cancel (X) trén thanh cong thire.

Mot diém rat quan trong la Excel gitt m(f)i lién két dong giira cac 6 trong bang. Khi dit liéu

trong mat 6 thay doi thi no cling 1am thay doi gia tri cua cac 6 chira cong thire tinh todn ma no
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c¢6 tham gia vao. Trong vi du trén, néu ta thay d6i gia tri chira trong 6 C4 hodc D4 thi gi tri
trong 0 F4 cling tu dong thay doéi theo.

2. Sao chép cong thirc
Cach 1: Sao chép cong thuc theo cach thirc tuong tu nhu sao chép dir lidu.
Céch 2: Sur dung nut Fill handle:

- Budc 1: Nhap chudt chon 6 chira cong thirc can sao chép.

- Budc 2: Dit tro chudt vao goc dudi bén phai 6, khi thdy xuit hién nat hinh déu
thap don (Fill handle), click va gitr chudt trai kéo theo dong/cot dén nhitng 6 can
sao chép cong thire.

Vi du: Bién cong thuc tai 6 F1: =D1*E1, sau d6 sao chép xubng cac dong duéi. Khi do:
Cong thure trong 6 F2 s€ 1a: =D2*E2
F3 s€ la: =D3*E3 ...
Chay:
Excel cho phép viéc sao chép dir liéu, cong thire tinh toan trén bang tinh gitip cho nguoi
thuc hién khong phai lap di lap lai nhiéu lan viéc dién mot cong thirc twong tu nhau trén nhiéu

6 lién ké. N6 cling cho phép sao chép ca mot Vung dir liéu kem céc cong thirc tinh toan sang
mot noi khac ma van gitr nguyén moi lién két giira cac 6, giita cac bang tinh trong file.

Khi sao chep dir liéu, néu ving chia dir liéu kiéu s6 hay kiéu chudi thi két qua cua vung
dich sé& giéng ving ngudn. Néu ving ngudn kiéu cong thure, két qua cua vung dich c6 thay d6i
hay khong tuy thudc vao cac dia chi xac dinh twong di, tuyét dbi hay hon hop.

3. Dia chi twong ddi, dia chi tuyét doi
a. Dia chi twong doi:

Dia chi tham chiéu ¢6 dang <Cot><Dong> (Vi du: A2, C5...). Khi sao chép dén ving
dich, dia chi tham chiéu trong vung dich sé€ thay do6i theo hang hay theo cot.

Vi du: Ta c6 bang dir li¢u sau:

01 - & =A1+B1
A | B | C D
1 10 5 5 15
2 20 10 30
3 30 15 25
4 40 20 15

Tai 6 D1 nhap cong thirc: =A1 + B1, nhan Enter. Ta duogc két qua trong 6 1a: 15
Khi sao chép cong thurc 6 D1 theo cdt, ta dugc két qua nhu bang sau:
Cong thtirc trong 6 D1 la: =Al + B1

D2la:=A2+B2...
D4 la: =A4 + B4
D4 - A =A4+B4
A |l B | c | D |
1 10 5 5 15
2 20 10 30 30
3 30 15 25 45
4 40 20 15| 60!
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Khi sao chép cong thirc 6 D1 theo hang, ta dugc két qua nhu bang sau:
Cong thirc trong 6 D1 la: =Al + B1

Ella: =Bl +C1

F11a:=C1+D1

F1 - A =C1+D1

A | B | cC | D | E F

1 10 5 5 15 10 20
2 20 10 30 30
3 30 15 25 45
4 40 20 15 60

b. Dia chi tuyét doi:

Dia chi tuyét ddi tham chiéu c6 dang: $<Cot>$<Dong> (tuyet d6i cot, tuyét doi dong). Vi
du: $A$2, $C$5... Khi sao chép dén ving dich van giit nguyén gia trj nhu ¢ viing ngudn.

Vi du: Vin bang dit liéu trén:

01 - #~ =5A51+3B31
A | B | C D
1 10 5 s| 15
2 20 10 a0
3 30 15 25
4 40 20 15

Chon 6 D1 ta nhap cong thirc: =$AS$1 + $B$1 nhan Enter, két qua trong 6 D1 la 15. Khi
sao chép cong thirc theo cot, dong van dugc cac két qua 1a 15, cong thirc van giir nguyén
=$A$1 + $B$1, khong thay doi.

D4 - & =5A51+5B51
Al B|lc|[D]|E]F]

10 5 5 15 15 15

20 10 30 15

30 15 25 15

40 20 15| 15!

FeSEE SRS B P

C. DBia chi hon hop:

Pia chi hdn hop tham chiéu c6 dang: $<Cot><Dong> (tuyét dbi cot, tuong ddi dong) hodc
<Cot>$<Dong> (twong doi cot, tuyét d6i dong). Khi sao chép cong thic gia tri tuyét doi duoc
gilt nguyén, gi tri twong ddi thay doi twong tng.

Vi du: Van bang di liéu trén:

o1 - = =3A1+B%1
A | B | cC D E | F |
1 10 5 s[ 15
2 20 10 30
3 30/ 15 25
4 40 20 15

Tai 6 D1 nhap cong thirc: =$A1 + B$1. Khi sao chép cong thirc theo cot, dong ta duoc két
qua o bang sau:



Churong IV — Huéng dan sir dung phan mém bang tinh Bién soan: Nguyén Vii Duy

D4 - A =5A4+B51
A |l B | c | D] E | F |
10 5 5 15 15 25
20 10 30 25
30 15 25 35

a0 20 1s[_as]
Cong thiec trong 6 D2 la: =$A2 + B$1
D3 la: =$A3 + B$1 ...
Ella: =3Al1 + C$1
F1la: =3A1 +DS$1 ...
I1l. HAM TREN BANG TiNH

1. Khai niém ham

LD [P =

Ham 1a cac cong thuc phirc tap duge dinh nghia san dé thuc hién mot yéu cAu tinh toan
chuyén bi¢t nao d6 nham giai quyet nhitng van d¢ vé quan ly va k¥ thuat do con ngudi dat ra.

Mdi ham 1a mét cong cu nham giai quyét mot cong viéc nhat dinh. Két qua cia mot ham
c6 thé 1a mot gid tri cy the, mdt chuoi hodc mét thong bao 1oi.

2. C1 phap chung cia cac ham

CU phép: = <Tén ham> (Pdi s6 1, Pdi 56 2,..., Pdi s6 n)

Cu phap chung ciia cac ham bét dau bang tén ham, ddu md ngoic don, cac ddi s6 cta ham
dugc phan cach voi nhau bang cac dau phay va cuoi cung la dau dong ngodc don.

Dau bang (=):

Ham duogc bat dau boi dau bang (%). Truong hop dung mét ham dé 1am d6i sé6 cho mot
ham khac (ham 16ng nhau) thi khong can viét dau = trude tén ham do.

Vi du: = SQRT(SUM(A1"2, B1"2))

Tén ham:

Tén ham la mot tir dugc quy dinh theo quy wdc chung. Khi nhép, g6 chir in hoa hay chir
thuong déu duge nhung khong dugc gd tat.

Vi du: Ham tinh tong =SUM(..., ...) hodc =sum(..., ...) hodc =Sum(..., ...)

Danh sdch doi s6:

~ Mot ham c6 thé c6 mot hoge nhiéu doi s0. Néu c6 nhiéu doi so, gitra cac doi sO phai co

dau phén cach 1a dau cham phay (;) hodc dau phay (). Chon dau phan cach loai nao ta phai
khai bao trong hé diéu hanh.

S6 lugng doi s6, kiéu xéc dinh do timg ham quy dinh cu thé. Trong Microsoft Excel 2010,
mdt ham c6 thé chira nhiéu nhat 30 doi s6 nhung khong dugc vuot qua 255 ky tu.

Dbi s6 co thé 1a cac sd, cac gia tri logic TRUE/FALSE, chudi ky tu, dia chi 6, ving, két
qua cua mdt phép toan (bi€u thirc), tham chi 1a mdt ham khac.

Dau ngodc don:

Du ¢6 hay khong c6 d6i sd, thi sau tén ham phai 13 ddu mé ngodc don "(" va két thuc phai
la dau dong ngoac don ")".

3. Mt s6 ham thong dung
a. Nhom ham toan Aoc:
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M Ham SUM: Tinh téng cac sb trong danh sach.
CU phép: =SUM(Danh sach cac sb hoic ving)
Vi du: Cho bang tinh #1 duéi day:

A B C D E F G H | J
1 15 14 50 80 16 13 23 6 15 232
2 1 4 5 8 1 3 2 6 1] 5760

Vi du (theo bang dit liéu trén): =SUM(AL:11) = Két qua: 232

Cha y: Danh sach céc s6 trong ham c6 thé 1a mot s6, mot dia chi 6, két qua ciia mot
phép todn hoac két qua ciia mot ham tra vé gia tri so.

M Ham PRODUCT: Tinh tich c4c s6 trong danh sach.
C phap: =PRODUCT(Danh séach cac s6 hodc ving)
Vi du (theo bang tinh #1 trén): =PRODUCT(A2:12) = Két qua: 5760

Chu y: Danh sach cac so trong ham c6 thé 1a mot so, mot dia chi 6, két qua cua mot
phép toan hodc két qua cua mot ham tra vé gid tri so.

M Ham INT: Lay phan nguyén cua gié tri s6 (b6 phan 18).
CU phép: =INT(SS)
Vidu: =INT(10.5) = Két qua: 10
’ Cha y: S6 trong ham co thé 1a mot s6, mot dia chi 6, két qua ciia mot phép toan hodc
két qua cua mot ham tra vé gia tri so.
M Ham MOD: Ly s du ctia phép chia.
CU phap: =MOD(S6 bi chia, Sb chia)
Vi du: =MOD(14, 3) = Két qua: 2

Chu y: SO bi chia, sO chia c¢6 thé 1a mdt s0, mot dia chi 6, két qua ciia mdt phép toan
hodc két qua cua mdt ham tra vé gia tri so.

M Ham ABS: Ly lay tri tuyét dbi cia mot s.
CU phap: =ABS(S0)
Vi du: =ABS(-9) = Két qua: 9
~ Chay: S trong ham co thé 1a mot s6, mot dia chi 6, két qua ciia mot phép toan hodc
két qua cua mot ham tra vé gia tri so.
M Ham ROUND: Lam tron s6 thap phan dén n vi tri chi dinh tinh tir sau hang don vi.
CU phap: =ROUND(S4, S6 chir s6 1am tron phan thap phéan)
- Néu 86 chir s6 > 0 thi lam tron dén dén s6 thap phan duoc chi dinh.
- Néu S6 chir s6 = 0 thi lam tron dén s6 nguyén gan nhét (b6 phan thap phan).
- Néu 86 chir s6 < 0 thi 1am tron phan nguyén.
Vi du: =ROUND(21.546, 2) = Két qua: 21.55
=ROUND(21.546,0) = Két qua: 22
=ROUND(21.546, -1) = Két qua: 20

Cha y: S6 trong ham c6 thé 1a mot s§, mot dia chi 6, két qua ciia mot phép toan hoic
két qua cua mot ham tra vé gia tri so.
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b. Nh6m hdam thong ké:
M Ham MAX: Lay s6 16n nhét cua cac s6 c¢6 trong danh sach hodc ving.
C phap: =MAX(Danh sach cac sb hodc ving)
Vi du: =MAX(C2:C4) = Tim gia tri s6 16n nhét trong cac 6 tir C2 dén C4.

Chu y: Danh sach céac s6 trong ham c6 thé 1a mot so, mot dia chi 6, két qua ciia mot
phép toan hoac két qua cia mot ham tra vé gia tri so.

M Ham MIN: Liy sé nho nhét cia cac sb c¢6 trong danh sach hodc ving.
C phap: =MIN(Danh sach cac sé hodc ving)

Chu y: Danh sach céac s6 trong ham c6 thé 1a mot s6, mot dia chi 6, két qua ciia mot
phép toan hoac két qua cia mot ham tra vé gia tri so.

M Ham AVERAGE: Léy gia trj trung binh cong cua céc so trong danh sach hoic ving.
C phap: =AVERAGE(Danh sach cac s6 hodc ving)

Chu y: Danh sach céac s6 trong ham c6 thé 1a mot so, mét dia chi 6, két qua ctia mot
phép todn hodc két qua cia mot ham tra veé gia tri so.

Vi du: Cho bang tinh #2 du¢i day:

A B C D
1 15 14 50 80
2 1 4 S 8

=AVERAGE(A2:C2) = (A2 + B2 + C2)/3 = Két qua: 3.33

=AVERAGE(A2, B2,B2,C2) = (A2+B2+B2+C2)/4 = Kétqua:3.5
M Ham COUNT: Dém sb 6 c6 chira dit liéu sd trong danh séch, vung.

Cu phap: =COUNT (Danh sach cac vung)

Vi du (theo bang tinh #2 trén): =COUNT(A1:D1) = Két qua: 4

Chu y: Cac gia tri trong ham c6 thé 1a mot s6, mot dia chi 6...
M Ham COUNTA: Bém s6 6 co chira di liéu trong danh sach, ving.

CU phép: =COUNTA(Danh sach céc vung)

Vi du (theo bang tinh #2 trén): =COUNTA(A1:G1,6,"A"," ") = Két qua: 10

Cha y: Céc gia tri trong ham c6 thé 1a mot s6, mot chudi ky tw, mot dia chi 6.
c.  Nhom ham xir Iy chudi:
M Ham LEFT: Trich xut ra mot sb ky tu tir bén trai chudi ky tu cho trude.

CU phap: =LEFT(Chudi ki tw, S6 ky ty mudn 1ay)

Chay:

- Néu khong c6 ddi s6 S6 ky tr muon ldy thi xem nhu 1dy ky ty dau tién cua chudi.

- Néu S6 ky tir muén ldy 16n hon d6 dai cta chudi thi 1ay toan bd chudi.

- Dbi sb S6 ky tw mudn ldy phai 1a s nguyén duong.

- Chudi trong ham c6 thé 1a mot dia chi 6 v.v.

Vi du: =LEFT("Computer”, 3) = Két qua: Com

=LEFT("AC35") = Két qua: A
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M Ham RIGHT: Trich xuit ra mot s6 ky tu tir bén phai chudi ky tu cho trudc.
CU phép: =RIGHT(Chudi ki tr, S ky tr mudn lay)
chay:
- Néu khong co6 d6i sb S6 ky tir muén ldy thi xem nhu 13y ky tir cudi cing cta chudi.
- Néu S6 ky tir muon ldy 16n hon do dai ctia chudi thi 1iy toan bo chudi.
- Dbisd S6 ky tuw mudn ldy phai 1a sb nguyén duong.
- Chudi trong ham c6 thé 1a mot dia chi 6 v.v.
Vi du: =RIGHT("Computer”, 3) = Két qua: ter
=RIGHT("AC35") = Két qua: 5 (Ky sb 5)
M Ham MID:
CU phap: =MID(Chudi ki tw, Vi tri bat dau, S6 ky ty muén lay)

Chtrc nang: Trich xuat ra mot chudi con tir Vi #4 bdt dau (tinh tr bén trai chudi ki ty)
v6i s0 ky tu can lay duoc chi dinh.

Chuy:

- Ky ty dau tién ctia chudi co vi trila 1.

- D06i sé Vi tri bat dau, So ky tw muon Idy phai 1a s6 nguyén dwong.

- Néu Vi tri bat ddu 16n hon d¢ dai chudi thi tra lai chudi rong.

- Khi dém sé ky tu phai tinh ca ky tu khoang tring.

Vi du: =MID("Nguyén Anh Tu4n", 8, 3) = Két qua: Anh
M Ham VALUE: Chuyén d6i vin ban gém céc ky s6 sang kiéu s

Cu phap: =VALUE(Van ban)

Vi du: =VALUE("36") = Két qua: 36

Chu y: Néu vin ban c6 chir (chudi ky tur), ham cho két qua 16i #VALUE!
d. Nhém ham logic va diéu kién:
M Ham AND:

C phap: =AND(Biéu thirc didu kién 1, Biéu thirc diéu kién 2,...)

Chirc nang: Ham tra vé gid tri 1a dung (TRUE) néu tat ca biéu thire trong ham 13 ding,
ham tra vé gia tri sai (FALSE) khi c6 it nhét 1 diéu kién sai.

Vi du: =AND(2*3=6, 3*3=9, 6 + 9=15) = Két qua: TRUE
=AND(2*3=5, 3*3=9, 6 + 9=15) = Két qua: FALSE

Chuy:
- Biéu thuc diéu kién: La sy ket hop gitra cac toan hang (so, chuoi, dia chi 6...) voi
cactoan tir sau: > ; <;>=;<=;=; <>,

- Biéu thirc diéu kién nhén gia tri TRUE (dang) hoic FALSE (sai).
- Céc dbi s6 phai co gia tri logic hodc phai 1a cac tham chiéu chua gié tri logic.

- Néu mot dbi s6 1a mang hay tham chiéu chira vin ban hodc cac 6 rong thi nhimng
gia tri nay bi bo qua.
- Néu mot trong cac diéu kién c6 gia tri khong phai logic thi ham bao 16i #VALUE!
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M Ham OR:
C phap: =OR(Biéu thirc diéu kién 1, Biéu thirc diéu kién 2,...)

Chtrc ning: Ham tra vé gia tri 1a sai (FALSE) néu tat ca biéu thic trong ham 12 sai,
ham tra vé gia tri ding (TRUE) khi c6 it nhat 1 diéu kién ding.

Vi du: =OR(2*3=6, 3*3=8, 6 + 9=16) = Két qua: TRUE
=OR(2*3=5, 3*3=8, 6 + 9=16) = Két qua: FALSE
Chuy:
- Ham AND, OR thuong 1a diéu kién ctia ham IF.
- Céc ddi sb phai co gia trj logic hodc phai 1a cac tham chiéu chua gia tri logic.

- Néu mot doi s6 1a mot mang hoac mot tham chiéu cod chira mdt chuoi ki tu, s6 hodc
la 6 rong, cac gia tri d6 dugc bo qua.

- Néu mot trong cac diéu kién c6 gia tri khong phai logic thi ham bao 15i #VALUE!
M Ham IF:

C phap: =IF(Biéu thirc diéu kién, Gia tri khi diéu kién dung, Gia tri khi diéu kién sai)

Chirc ndng: Néu bicu thic dicu kién ding (TRUE) thi ham nh4n gi4 trj khi dicu kién
dung, néu khong dung (FALSE) s€ nhan gia tri khi dicu kién sai.

Biéu thirc diéu kién: La su két hop giita cac toan hang (s6, chudi, dia chi 6...) véi céc
toan tir sau: > ; <;>=;<=,;=;<>; AND; OR; NOT.

Vi du: Cho bang tinh Két qua thi Chimg chi A nhu dudi day:

A | B | ¢ | b | E | F | G | H | | J

1 KET QUA THI cUOI KHOA CHU’NG CHi A TIN HOC

2 . Nam Cac mdn thi Piém Két . )
— TT Ho Tén . . . Xép loai

3 sinh | Word | Excel |Windows| trung binh qua

4 | 01 L& van Bao 1984 9 9 8 8.5

5 | 02 |LyVvan Dung | 1984 9 4 8 7.3

6 | 03 [NguydnThi [An 1984 7 2 4 43

7 | 04 |[Nguy&nvan |Chau | 1984 | 10 10 10 10

8 | 05 |Pham Thi Hoa 1984 6 9 5 6.3

9

- Xét Két qua dya trén Piém TB: Néu Diém TB > 5 thi Két qua 1a “Pau”, nguoc lai
(Piem TB < 5) thi Két qua 1a “Rét”.

- Tai 6 14 nhap cong thirc =IF(H4>=5, "Dau", "Rat") hoac dao diéu kién nhap cdng
thirc =IF(H4<S5, "Rét", "Dau").

Ham IF can ct vao diéu kién dé tra vé mot trong hai gia tri la ding hodc sai. Gia tri tra
lai c¢6 thé lai dugc nhan thong qua két qua cua mot ham khac. Diéu nay chinh 1a kha nang
long nhau cua cac ham trong Excel.

CU phap ham IF 16ng nhau: =IF(DKy, D1, IF(DK2, D,... IF(DKn, Dy, S)...))
Gidai thich:
- Xét diéu kién 1 (PK1), néu PK1 dung thi thyc hién két qua diing 1 (P1) va dimng.

- Néu sai thi xét tiép diéu kién 2 (PK2), néu PK2 dang thi thuc hién két qua diing 2
(D2) va dimg.
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- Néu sai thi xét tiép dén diéu kién n (DKn), néu DKn dung thi thyc hién két qua
dung n (Pn) néu sai thi thuc hién két qua sai (S).

_ Chuy: Excel 2010 hd trg 64 ham IF 10ng nhau, trong khi cac phién ban Excel 2003 trd
vé trudc hd tro 8 ham IF 16ng nhau.

Vi du: Lay bang tinh Két qua thi Chtig chi A nhu trén.

- Xét )gé'p loai cho hoc sinh dua theo Piém TB. Biét rang néu Piém TB tir 7 trd 1én
thi xép loai Kha, néu Diém TB tir 5 tré 1én cho dén dudi 7 thi xép loai TB, con lai
xep loai Yeu.

- Tai J4 nhap cong thac =IF(H4>=7, "Kh4", IF(H4>=5, "TB", "Yéu ")) hodc dao
diéu kién nhap cong thic =IF(H4<5, "Yéu", IF(H4<7, "TB", ”Kha")).

M Ham COUNTIF: Ham dém céc gia tri theo diéu kién cho trudce
CU phap: =COUNTIF(Vung so sanh, Tiéu chuan so sanh)
Chtrc nang: Pém sb 6 trong viing so sanh thoa tiéu chan so sanh.

Ti€u chan so sanh co thé 1a: Gia tri s0, chuoi ky tu, dia chi 6 chira gia tri s6/chuoi,
hoac biéu thirc.

Vi du: Cho bang tinh Thanh toan luong 01/2014 nhu sau:

A B | c D | E | F

1 BANG THANH TOAN LUO'NG THANG THANG 01/2014

2 | TT Ho va tén Phéng ban Lwong ngay | Lwong thang
3 | 1 |Nguy&n Phi Anh Phong Kinh doanh 35,000 1,050,000
4 | 2 |Ng&Tuén Duy Phong K& todn 30,500 915,000
5 | 3 |Nguyén ThiNgoc |Ha Ban Giam ddc 55,000 1,650,000
6 | 4 |boanVan Hién Phong T8 chirc 40,000 1,200,000
7 | 5 |Trén Dai Dong Hiép Phong Kinh doanh 32,500 975,000
8 | 6 |Nguyén Phan Hiép Phong K& todn 35,000 1,050,000
9 | 7 |Trén V& Trung Hiéu Phong T8 chike 40,000 1,200,000
10 | 8 |Lé Thanh Vinh Phong Kinh deanh 38,000 1,140,000

- Tim tong s6 nhan vién Phong K¢é toan?
—COUNTIF(D3:D10, "Phong Ké toan") = Két qua: 2

- Tim tong s6 nguoi c6 Luong ngay dudi 40000?

=COUNTIF(E3:E10, "<40000") = Két qua: 5
- Bao nhiéu ngudi co tén bat dau bang "H"?
=COUNTIF(C3:C10, "H*") = Két qua: 5

Ghi cha:
- Tiéu chan so sanh gia trj chudi ky tu khdng phan biét chit in hoa/thudng.

- Ky tu dai dién trong tiéu chan so sanh: Mot ddu chim hoi (?) khop voi mot ky tu
don 1& bat ky. Mot dau sao (*) khép véi chudi ky tu bat ky. Néu mudn tim dau
cham hoi hay dau sao thuc sy, hiy nhap mot dau song (~) trudce ky tu do.

- Hay dam bao cac 6 trong vung dir liéu khong chtra khoang tring & dau hoac ¢
CUOi. Trong truong hop nady, COUNTIF c6 the tra vé gia tri khong mong muén. Ta
c6 thé dung ham TRIM dé loai bo khoang trang ¢ dau hodc cudi trong mot 6.

M Ham COUNTIFS: Ham dém cac gi tri thoa man dong thoi cac didu kién cho trude
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Ci phap: =COUNTIFS(Ving so sanh 1, Tiéu chuan so sanh 1, Ving so sanh 2, Tiéu
chuan so sanh 2, ...)

Chtrc ning: Pém s 6 thoa min dong thoi cAc tiéu chan so sanh trong cac ving so
sanh tuong Ung.

Ti€u chan so sanh c6 thé 1a: Gia tri s0, chuoi ky tu, dia chi 6 chira gia tri s6/chuoi,
hodc biéu thirc.

COUNTIFS hd tro 127 ving so sanh diéu kién.
Vi du: Tt bang tinh Thanh toan lvong 01/2014 nhu trén:
- Tim tong s6 nhan vién Phong K¢é toan c¢6 Luong ngay dudi 35000?
=COUNTIFS(D3:D10, "Phong Ké toan”, E3:E10, "<35000") = Két qua: 1
M Ham SUMIF: Ham tinh tong theo diéu kién cho truéc
CU phap: =SUMIF(Vung so sanh, Tiéu chudn so sanh, Ving tinh tong)

Chirc nang: Tinh tong cac sO trong vung tinh tong ma s6 hang twong ing ¢ vung so
sanh da thoa tiéu chuan so sanh.

Ti€u chan so sanh c6 thé 1a: Gia tri s0, chuoi ky tu, dia chi 6 chira gia tri s6/chuoi,
hodc biéu thire.

Vi du: Tu bang tinh Thanh toan Iwong 01/2014 nhu trén:
- Tinh téng Luong thang cta nhan vién Phong Ké toan?
=SUMIF(D3:D10, "Phong Ké toan", F3:F10)
- Tinh tong Luong thang ctia nhitng nguoi ¢6 lwong ngay trén 400007
=SUMIF(E3:E10, ">40000", F3:F10)
M Ham SUMIFS: Ham tinh tong théa man ddng thoi cac diéu kién cho trudc

Cl phap: =SUMIFS(Ving tinh tong, Ving so sanh 1, Tiéu chuén so sanh 1, Ving so
sanh 2, Tiéu chuan so sanh 2, ...)

Chtrc ning: Tinh tong cac sb trong ving tinh tong ma sd hang twong tng & c4c ving
so sanh da thda man dong thoi cac tiéu chuan so sanh.

Tiéu chan so sanh c6 thé 1a: Gia tri so, chudi ky tu, dia chi 6 chira gia tri so/chudi,
hoac biéu thirc.

Vi du: Tt bang tinh Thanh toan lvong 01/2014 nhu trén:
- Tinh tong Luong thang ctia nhan vién Phong Ké toan co tén bat dau bang "H"?
=SUMIFS(F3:F10, D3:D10, "Phong Ké toan", C3:C10, "H*")
e. Nhom ham tim kiém:
M Ham VLOOKUP: Ham do tim theo cot.
Cu phap: =VLOOKUP(Tri do, Bang do, Cot léy gia tri, Cach do)

Chure nang: Do tim “Tri do” & cot dau tién bén trai cua “Bang do”. Khi tim duoc gia
tri do, chuyén dén “Cot lay gid tri” de lay gia tri cua 0 twong Ung theo hang mang vé 6
chtra ham.

Gidi thich:
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Tri do: La gia tri ma ta can cr vao do dé do tim. Tri do c6 thé 1a mot s6, mot chudi,
mot tham chiéu dén mdt 6 nao d6 dung lam gia tri do tim hoac mot két qua ciia mdt ham
khéc (thuong la két qua cua ham LEFT va ham RIGHT).

Bang do: La mot ving dir liéu (khéi 6). Trong ving d6, ¢t bén trai co chia cac gid tri
tuong tng voi tri do (Bang do do nguoi dung tao 1ap). Theo quy udc, cit dau tién cua
bang dugc tinh s thr ty 13 cot 1 tiép dén 1a cot 2,v.v.

Bang do trong ham phai mang dia chi tuyét di.

Bang do duoc xéc 1ap theo yéu ciu cua bai toan. Co thé dit bang do trong cung trang
hodc khéc trang bang tinh.

Bang do bao gdom 2 loai cot:
- Cot chira tri do: GOm mot cot, duoc xép tht tu dau tién trong bang do.

- Céac cot léy gia tri: Gdm nhiéu cot (tuy tung bai toan), bt dau tir ¢ot thir 2, 3... va
cac gia tri trong cac c¢0t ndy tuong ung voi cdt chira tri do.

Cot ldy gia tri: La cot chira gia tri tuong tng can ldy khi do tim, khi ghi trong ham ta
ghi so thtr tu ctia cot nay.

bdi s6 Cot ld'y gid tri phai >=2 va <= s6 cOt 16n nhét ¢ trong Bang do, ngugc lai ham
s¢ tra vé #VALUE! hoac #REF.

Cach do: Pugc xac dinh nhu sau:

- Céch do 1a 1: Néu cot chira tri do trong Bdng do duoc sap thir tu ting dan theo
bang ma ASCII.

- Céch do 12 0: Néu cot chira trj do trong Bdng do khong dugc sip thi ty.
M Ham HLOOKUP: Ham do tim theo hang.
CU phap: =HLOOKUP(Tri do, Bang do, Hang 14y gia tri, Céch do)

Chure nang: Do tim “Tri do” ¢ hang trén cung cta “Bang do”. Khi tim duoc gia tri do,
chuyén dén “Hang lay gia tri” dé lay gié tri cua 6 tuong ung theo c6t mang veé 6 chira ham.

Giai thich:

Tri do: La gia tri ma ta can cir vao d6 dé do tim. Tri do c6 thé 1a mot s6, mot chudi,
mot tham chiéu dén mdt 6 nao do dung lam gié tri do tim hodac mot két qua cua mdt ham
khac (thuong 1a két qua cua ham LEFT, RIGHT) (tuong tung tri do cia ham VLOOKUP).

Bang do: La mot vung dir li€u (khéi 0), twong ung bang do ctia ham VLOOKUP.
Bang do, do nguodi dung tao ra theo yé€u cau cua bai toan.

Bang do cia ham HLOOKUP dugc t6 chirc theo hang. Trong do:
- Hang s6 1 (Hang déu tién chira tén céc tri do)

- Céac hang tir s6 2 trd di chtra cac gia tri twong ing cac tri do.
S6 hang ctia bang do tiy thudc vao yéu cau cua bai toan.

Khi nhap bang do trong ham, bang do phai mang dia chi tuyét dbi.

Hang ldy gia tri: La nhirng hang thu¢c bang do chira gia tri twong ng can lay khi do
tim, khi ghi trong ham ta ghi so thir tw cua hang nay.

Déi sb Hang ldy gid tri phai >=2 va <= s6 hang 16n nhét c6 trong Bdng do, nguoc lai
ham s€ tra vée #VALUE! hoac #REF.

Céch do: buoc xac dinh nhu sau (twong tu ham VLOOKUP):
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- Céch do 1a 1: Néu hang chura tri do trong bang do duogc sip thir tu ting dan theo
bang ma ASCII.

- Céch do 12 0: Néu hang chira tri do trong bang do khong duoc sip thir tu.
Vi du: Cho bang dir liéu Thanh toan luong thang 01/2014 nhu sau:

A B '¢c| o | E | r || H | 1 | 1 | x | L
. | BANG THANH TOAN LUO'NG THANG 01/2014
5 | TT Ho va tén Lwong | Xép loai| Thwéng - )
= 2 : Bang do
3 | 1 [NguyénNgoc Ha |[3860000f B | | BANGTRAL J‘ theo cot
4 | 2 |Ldm Quang Phd] PR 7/ A Xép loai | Thwong ": :

e Tri do [ :

5 | 3 |Tran Tuén Qu . ~10 B A 30% :
6 | 4 |Ngd Tudn Duy | 2,821,500 C : B 20% | i
7 | 5 |Nguyén Thi Hong | 2,821,500 A C 10%
8 | 6 |LeHBngThay Tién | 2,821,500 D D 0 Bang do
9 | 7 |NguydnPhi  Anh | 3465000 c | | O TTTTTYT theo dong
10 | 8 |Tran DaiDong Hiép | 2,821,500 B L BANGTRAZ. ...t rorrrredimremscencens,
11| 9 [Nguy&n Phan Hiép | 3,465,000 D Xép loai A B C D
12 | 10 |[Nguyé&n Ngoc | Tan | 3,465,000 B Thweng| 30% 20% 10%
13 11 |Tan oui Thinh | 4,950,000 O S e e
14 | 12 |L& Thanh Vinh | 3,762,000 A

- Yéu cau: Tim % Thuéng dya theo Xép loai ABC trong Béng tra 1.
- Cong thirc tai 6 F3 =VLOOKUP(E3, $H$5:$1$8, 2, 0)
- Sau d6 copy cong thuc tai F3 cho cac 6 khac trong cot ta duoc két qua can tim.

Vi du: Theo bang dir liéu Thanh toan luong thang 01/2014 nhu trén:

- Yéu cau: Tim % Thuéng dya theo Xép loai ABC trong Béng tra 2.
- Cong thirc tai 6 F3 =fHLOOKUP(E3, $I1$11:3L$12, 2, 0)

f.  Nhém ham ngay, gio:

M Ham NOW: Hién thi gia tri ngay, gio hé thong hién hanh ciia may.
CU phép: =NOW()

Cht y: Ham NOW() chi thay di gia tri khi Worksheet dugc tinh toan lai (khoi dong
lai tap tin bang tinh). N6 khong tu dong cap nhat ngay, gio duoc.

M Ham TODAY: Hién thi gi4 tri ngay hé thong hién hanh ciia may.
Cu phap: =TODAY/()
M Ham DAY: Hién thi gia tri ngay trong thang cua biéu thirc dang ngay thang.
CU phap: =DAY (Biéu thirc kiéu ngay thang)
Chuy:
- Biéu thtrc kiéu ngay thang: 20-09-2009 hodc 20/09/2009 (tuy cai dat tir hé diéu
hanh ctia nguoi sir dung).
- €06 thé bi 151 néu nhap biéu thirc trong ham 13 mot chudi ky tu.
- Biéu thic trong ham c6 thé 1a dia chi tham chiéu dén mot 6 nao do.
Vidu: Néu 6 Bl chira gia tri 20/10/2009, cong thire =DAY(B1) = Két qua: 20
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M Ham MONTH: Hién thi gia tri thang cua biéu thirc dang ngay thang.

CU phép: =MONTH(Biéu thtrc kiéu ngay thang)

Vi du: Néu 6 BI chira gia tri 20/10/2009, cong thire =MONTH(B1) = Két qua: 10
M Ham YEAR: Hién thj gi4 tri nim cua biéu thirc dang ngdy thang.

Cu phap: =YEAR(Biéu thirc kiéu ngay thang)

Vi du: Néu 6 B1 chira gia tri 20/10/2009, cong thire =YEAR(B1) = Két qua: 2009
M Ham HOUR: Hién thi gia tri gid cta biéu thirc dang thoi gian.

CU phép: =HOUR(Biéu thirc kiéu thoi gian)

Chay:

- Vi du biéu thirc kiéu thoi gian: 20:09:35

- €06 thé bi 161 néu nhap biéu thirc trong ham 1a mot chudi ky tu.

- Biéu thire trong ham c6 thé 1a dia chi tham chiéu dén mot 6 nao do.

Vidu: Néu 6 ClI chira gia tri 20:09:35, cong thirc =HOUR(C1) = Két qua: 20
M Ham MINUTE: Hién thi gia tri phit ctia biéu thirc dang thoi gian.

CU phép: =MINUTE(Biéu thirc kiéu thoi gian)

Vi du: Néu 6 C1 chira gia tri 20:09:35, cong thirc =MINUTE(C1) = Két qua: 9
M Ham SECOND: Hién thi gié tri gidy ctia biéu thirc dang thoi gian.

CU phap: =SECOND(Biéu thirc kiéu thoi gian)

Vi du: Néu 6 C1 chira gia tri 20:09:35, cong thitc =SECOND(C1) = Két qua: 35

¢ 3. BIEU PO, PO THI

I. CAC LOAI BIEU PO, PO THI

Ty dong ve biéu dd 1a mot chire nang dugc ua thich cua phﬁn mém bang tinh Microsoft
Excel. Céc biéu do, dd thi la nhting hinh 4nh minh hoa rat truc quan, dﬁy tinh thuyét phuc.
Nguoi xem it ra ngay duoc nhitng két luan can thiét tir cac biéu d6, dd thi ma khong can giai
thich dai dong.

Ta s& dé dang tao ra nhiéu kiéu biéu d6, @6 thi khac nhau dya vao nhiing sb liéu trén bang
tinh hién hanh. Microsoft Excel con cho phép thay di cach trinh bay, diéu chinh dudng tryc,
duong biéu dién, thém ghi chu...

C6 3 loai biéu dd thudong gap 1a biéu d6 dang cot (Columns), dang duong thang (Line) va
dang banh (Pie). Ttr 3 dang nay Excel trién khai thanh céc loai biéu d6 chuan (Standard Type)
va kiéu biéu do tuy chon (Customize types) c6 thé dung dé biéu dién sb liéu trong bang tinh
tly theo nhu cau thyc té ctia ngudi dung.

Céc loai biéu d6 trong Excel va cong dung co ban cia moi loai:

Loai biéu do | Chirc ning

Column So sanh cac loai dit liéu v&i nhau theo chiéu doc
Bar So sanh céc loai dit liéu voi nhau theo chiéu ngang.
Line Cho xem su thay d6i di liéu trong mét giai doan.
Pie So sénh ty 18 ciia cic thanh phan trong mot tong thé.

XY (Scatter) | Mo ta dir liéu gitra hai loai dir liéu lién quan.
Area Nhan manh tam quan trong tuong doi cua céc gid tri qua mot giai doan.




Churong IV — Huéng dan sir dung phan mém bang tinh Bién soan: Nguyén Vii Duy

Doughnut So sanh cac phén VOl téng thé trong mot hodc nhiéu pham tru dir li€u
(Biéu dd Pie c6 mot 18 ¢ giira).
Rada Chi ra cac thay d6i dir liéu hodc tan sd dir liéu twong d6i véi tAm diém.
Surface Tao vét cac thay doi trong hai bién s6 v6i bién s thtr ba thay d6i, 1a mot
dd hoa 3 chiéu.
Buble Hién sang cac chum gié tri, tuong ty nhu biéu d6 Scatter
Il. CAC BUOC DUNG BIEU PO

1. Xay dung vung dir liéu cho biéu do

Mot biéu dd duoc tao ra tir dit lidu cta bang tinh hién hanh. Vi vay, khi xay dung biéu do,
ta can tao bang tinh c6 chtra cac dir li€u can thiét.

Vi du: Tao mot biéu do thé hi¢n két qua bai kiém tra ctua sinh vién doi véi cdc mon
English, Science, Mathematics nhu sau:

Exam Result - Subject score marks

Student Name | English | Science | Mathematics
Carol 70 75 58
John 52 65 79
Samantha 26 88 42
Edward 82 59 76

2. Tao biéu do
Budc 1: Chon ving dit liéu can tao biéu do.

Budc 2: Vao tab Insert, trong nhom 1énh Charts, chon loai biéu d6 (Column, Line, Pie,
Bar, Area, Scatter, Other Charts). Click chon kiéu biéu db con theo timg nhom, biéu do sé&
duoc tao ngay trong bang tinh hién hanh.

il Sl )

Column Line Pie Bar Area Scatter Other
v v v v v v Charts v
Charts

Dé co thém lya chon cho céc loai biéu do khac, click vao mii tén bén phai nhom Ignh
Charts, ta c6 hop thoai Insert Chart. Ta chon loai biéu do (Column, Line, Pie...). Click chon
kiéu biéu do con theo tirng nhém, va chon OK.
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Insert Chart - - - [ P |3
| L@ Templates Column o
e i) (=2 28] el Ju8] 98] 30

& Pie

-i; i o8] B8 |30 hdu) Jah) A4

Area
e R
@ Surface e
bovigi | 252) P94 5 2
# Radar Pie
Al e | ol Rl an] lewl -

| Manage Templates... | | SetasDefauit Chart | [ ok || cancel

Hinh: Hop thogi Insert Chart

Ta c6 két qua cia biéu do thé hién két qua bai kiém tra cia sinh vién theo vi du trén:

a0

80 -

70

a0

B English
50 £

N Science
qﬂ -
B Mathe matics
30 -

200 1

10

u T T T T
Carol lohn Samantha Edward

Hinh: Két qua biéu do
3. Hiéu chinh biéu d6

Sau khi tao xong biéu d0, ta c6 thé hiéu chinh biéu db nhu thay dbi loai biéu d6, ving dit
liéu, hiéu chinh cac ti€u de... bang cach click chudt 1én biéu do, chon tab Chart Tools.

|ﬂj>'.u"x-|ic.'o].b» ]
Design [ Layout Format

% Trong tab Design:

. - Nhom Iénh Chart Styles cho phép chon Style cho biéu d6. Phién ban Excel 2010 cung
cap hé thong Style cho biéu do rat phong pht va dep mat.

e, [ [k [ [

Chart Styles

Mk, |k, | e,

\
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- Nhém 1é€nh Type:
+ Change Chart Type: Cho phép chon lai kiéu biéu do.
+ Save As Template: Luu 1am biéu d6 mau.
- Nhom Iénh Data:
+ Switch Row/Column: Chuyén d6i Legend 14 hang hay cot.

+ Select Data: Cho phép thém, x6a, stra cac field cta legend hay chuyén ddi qua lai
gitra Legend va Category axis.

% Trong tab Layout:
- Nhém 1énh Labels:
+ Chart Title: Thém, x6a, dinh vi tri cho tiéu dé cta biéu do.
+ Axis Titles: Thém, x6a, dinh vi tri cho tiéu dé céc truc cua biéu dd.
+ Legend: Thém, xda, dinh vi tri cho chu thich.
+ Data Table: Hién thi gia tri duoc ldy tir bang 1én biéu do.
- Nhom Iénh Axes:
+ Axes: Thay do6i dinh dang va bb tri ctia cac truc trén biéu do.
+ Gridlines: Bat/tat hién thi ludi trén biéu do.
- Nhom 1énh Background:
+ Chart Wall: DBinh dang cho vach cua biéu do.
+ Chart Floor: Pinh dang cho san cua biéu db.

+ 3-D Rotation: Xoay biéu d6 dé c6 cac goc nhin khac nhau.

¢ 4. CO SO DU LIEU TREN BANG TiNH

|. KHAI NIEM CO SO DU LIEU TREN BANG TINH

Co s0 dir licu trén bang tinh 1a mot tap hop cac thong tin ¢6 1ién quan vo6i nhau duge to
chirc theo mét cau trac gom mot dong tidu dé & phia trén, bén dudi 1a cic dong dit liéu. Danh
sach duogc tao ra trén mot phan cua bang tinh, va dugc st dung dé quan 1y va bao tri mot khdi
lwong dit lidu twong d6i 16n va phc tap.

Chfmg han néu mudn luu trit tén, dia chi, s6 dién thoai... cua khach hang, ta co thé tao ra
mét danh sach dé quan ly céc thong tin sau cho mdi khach hang: Ho va tén, dia chi, s6 dién
thoai, sb fax,... Moi thong tin trén dugc dua vao mot cot dir licu riéng biét. Tat ca céac cot co
lién quan dén mot khach hang tao thanh mot dong dir liéu.

Bang sau day la mdt vi du:

TT | Ho Tén Misé | Hésé6 | Lwong | Phucip | Thuec linh
1 |PhamVian  Bao Al 10 | 138000 | 16000 154000
2 | Tran Thi Dung C2 9 112320 | 20000 150000
3 | Nguyén Vian An D1 9 112320 | 10000 150000
4 | Pham Thi Chau B4 11 | 137280 | 40000 177280
5 | Truong Vin Hoa B7 13 | 155480 | 70000 225480
6 | Trinh Thi Lan C5 10 | 124800 | 50000 174800
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Cha y:

Khong dung cac dong tréng dé chia nhom cac dong dit liéu trong cting mot danh sach.
Gitra dong tiéu dé va cac dong dir liéu khong dugc c6 mot dong trong. Excel dién dich
mot dong trong 1a dau hi€u két thiic danh sach.

Céc cot nén c6 cung mot kiéu dir lidu ngoai trur dong tiéu dé.

Céac cong thire nén duogc tinh toan duwa trén cac 6 trén cung mot dong. Néu phai sir
dung mot cong thirc dua trén dir li€u nam bén ngoai danh sach, ta sir dung tham chiéu
tuyét doi.

Cac 6 & dong tiéu dé phai c6 dir liéu loai chudi, can phai ngan gon, khong tring lap.

Il. CAC THAO TAC CO BAN TREN CO SO DU LIEU
1. Sip xép dir liéu (Sort)

Microsoft Excel cho phép sip xép dit liéu trong danh sach theo mot cot nao d6 trong mot
pham vi da chon. Can luu y khi chon vung dir li¢u can sap xép vi néu chon khong hét cac cot
trong danh sach c6 1ién h¢ v4i nhau thi sau khi sap x€p co thé lam sai 1éch ndi dung trén céc

dong.

Trinh tw sap xép nhw sau:

Budce 1: Quét chon vung dit liéu can sap xép. Luu y: Chon ving dit liéu ¢ chira dong
tiéu de, néu bang c6 cot “So thir tu” thi khdng nén chon ¢t nay.

Budc 2: Vao tab Data, chon nit 1énh Sort ¢ mé hop thoai Sort.
Budc 3: Xac dinh cac thong sd sap xép trong hdp thoai Sort:
= Sort by: Chon tén tiéu dé cot 1am tiéu chi sap xép chinh.

= Add Level: Khi c6 nhiéu 6 ¢ cot tiéu chi sap xép chinh tring nhau, ta c6 thé
thém tiéu chi sap xép phu bang cach click chon nat “Add Level”.

= Sort On: Sap xép theo gi trj (Values), theo mau nén (Cell Color), theo mau
chr (Font Color), va theo biéu tugng (Cell Icon).

= O’rder: Sap xép theo thir ty tang dan (A to Z hodc Smallest to Largest). Sap
x€p theo thtr tu giam dan (Z to A hoac Largest to Smallest).

= My data has headers: Lay dong dau tién trong ving chon lam tiéu dé. Néu
chon muc nay, Excel chi sap xép tir dong thir hai ctia danh séach tr¢ di.

Budc 4: Chon OK dé thuc hién sip xép.

Sort Pl
\ '-"21 Add Level J \ >< Delete Level I \ =3 Copy Level I Options... My data has headers
Column Sort On Crder
Sort by |Z| Values E‘ BtoZ IZ‘
T
Ho
Tén
M3 56
Maay céng
HE sd
Lurang
Phu cap
Thuic |&nh
0K ] [ Cancel

Hinh: Hop thoai Sort
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2. Loc dir liéu trong danh sach (Auto Filter)

Chure nang Filter dung dé loc cac mau tin thoa man mot hodc nhicéu di€u ki¢n dugc chi

dinh. Khi Igc thi chi nhiing mau tin thoa man diéu kién chi dinh méi dwoc hién thi, cac mau
tin con lai s€ bi an di.

zl
il

Cach thuc hién:

- Budc 1: Quét chon ving dir liéu dé loc. Luu y: Chon vung dir li¢u c¢6 chira dong ti€u
dé dé loc dir liéu thuan lo1 va chinh xac hon.

- Budc 2: Vao tab Data, chon nut 1énh Filter, Excel s€ thém cac nat tha bén phai canh
tén 0 ti€u dé cho phép chon dicu kién loc twong ing vai céac tiéu de do.

- Budc 3: Click chon vao mdi nut tha va chon mot trong cac diéu kién loc theo cac gia
tri liét ké san. Chon OK.

sortAtoZ 4] sort Smallest to Largest
sortZto A %] sort Largest to Smallest
Sort by Color k Sort by Color 4
Filter by Color k Filter by Color 4
Text Filters Equals... MNumber Filters Equals...
cearch Does Mot Equal... Search Does Not Equal...
-] (Select All) Eegins With... [ (Select All) ireater Than...
"5":' Ends With... vl 112320 Greater Than ©r Equal To...
-[¥|Bao -+ 121680
-] Chéu Contains... -[¥] 124800 Less Than...
D':""El Does Not Contain... -[#] 137280 Less Than Or Egual To...
~idHoa ~ 14138000 Between
- [¥]Lan Custom Filter... [+ 148720 =
[ Mai -[#] 155480 Top 10...
-~ flNam -1 158400 Above Average
[ Phiic il = g
Mo Below Average
I oK I I Cancel I 0K Custom Filter...
Hinh: Loc theo dir liéu chudi (Text) Hinh: Loc theo dit liéu sé6 (Number)

Céc chure nang trong menu loc dir li¢u:
= Sort Ato Z/ Sort Smallest to Largest: Sap xép dir liéu ting dan.
= Sort Zto A/ Sort Largest to Smallest: Sap xép dit lidu giam dan.
= Sort by Color: Sap xép dit liéu dua theo mau ky tu va theo mau nén trong 6.
= Filter by Color: Loc dit li¢u dua theo mau ky tu va theo mau nén trong 0.

» Text Filters / Number Filters / Date Filters... Thém diéu kién loc dit liéu chudi / s6
/ ngay thang...

» Custom Filter: Két hop diéu kién loc dit liédu.

Céc toan tir so sanh dung dé thiét lap diéu kién loc:

Toan twr Y nghia
Equals Bang
Does not equal Khéc
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Begins with Bit dau bang

Does not begin with Khong bit ddu bang
Ends with Két thic bang

Does not end with Khong két thiic bang
Contains Bao gom

Does not contain Khong bao gom
Greater than Lén hon

Greater than or equal to Lén hon hodc bang
Less than Nho hon

Less than or equal to Nho hon hoic bang

Thiét 1ap két hop diéu kién loc dit lidu trong hop thoai Custom AutoFilter:

Custom AutoFilter I. ? ﬁ]

Show rows where:
Tén

begins with |E| EI

@ And or

does not begin with |Z| | EI

Use ? to represent any single character
lUse * to represent any series of characters

[ OK ] | Cancel |

Hinh: Hop thoai Custom AutoFilter

Tai phan “Show rows where” cho phép ta chon diéu kién va nhép gia tri so sanh ¢ 0 trong
ké bén. Ta ciing co thé két hop dung 2 toan tir so sanh cho mdi cot, cac toan tir nay c6 thé thoa
mén ddng thoi (AND) hoic khong can phai thoa mén dong thoi (OR).

Ngoai ra, Excel con cho phép dung céc ky tu dai dién ? va * d6i voi dir liéu co kiéu ky tu.

Chu y: Néu dit diéu kién ¢ cac cot khac nhau thi chi nhitng mau tin théa mén tit ca cac
diéu kién da dat méi dugce hién thi.

Néu mudn g& bo cac nut loc dit liéu thi ta vao tab Data, chon lai nit 1énh Filter.
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CHUONG V - GIOI THIEU VE MANG MAY TiNH

¢ 1. KHAI NIEM MANG MAY TiNH, PHAN LOAI MANG

|. KHAI NIEM VA PHAN LOAI MANG
1. Khai niém mang may tinh
Mang may tinh 1a hé thong lién két hai hodc nhiéu may tinh ciing vdi cac thiét bi ngoai vi
khac nhu may in... lai vdi nhau dé co6 thé trao doi thong truyén thong voi nhau, chia sé tap tin,
tai nguyén, giri nhan E-mail...
2. Phan loai mang may tinh
a. Phdn loai theo phdn bé dia ly:
Theo phan bd dia 1y, mang may tinh dugc chia lam 3 loai: LAN, WAN, Internet.
M LAN (Local Area Network) - Mang cuc bg: La mang két ndi cac may tinh trong mot
vung dia 1y nho, vi du nhu trong mdt phong, mdt toa nha, mdt xi nghi¢p, mot truong
hoc...

Server Lo
May clia
Ké toan truéng

May clua
Phong t6 chiic

Bo luu dién
May in laser

May clia
tha trudng thit Ki

May cla May cla

Phong ké hoach
Hinh: Mang LAN (Local Area Network) - Mang cuc bo
M WAN (Wide Area Network) - Mang dién rong:

-
g] r=g

| =9
Q;%’T” LAN qs;,j;«
A
= =N =
?\ i /=80 /oSN
o EE — . i
0, P G WAN G G
f \ @/ﬂ \ @/
- = N
: SN AR
v S T8
B. Fhli‘?)uﬁ'c & \ fj/

Hinh: Mang WAN (Wide Area Network) - Mang dién rong
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Mang dién rong la mang két ndi cac may tinh trong mot vung dia 1y rong, vi du nhu
giita cac thanh phé... Khoang cach c6 thé dao dong tir mot mang ludi két ndi nhleu toa
nha trén mdt khuon vién ctua cong ty hodc truong Pai hoc dé lién két vé tinh két ndi gitta
cac nude khac véi nhau. Mang WAN thudng 1a tap hop cta nhidu mang LAN duoc nbi lai
v&i nhau thong qua cac phuong tién nhu vé tinh, song vi ba, cdp quang, dién thoai...

M Internet:

Mang Internet la truong hop déc biét cua mang WAN, chira cac dich vu toan cau nhu
E- mall Web... Day la mét mang mdy tinh v6i quy mo toan cau. Trong d6, cac may tinh
két ndi v6i nhau thong qua tdp chuin chung cac giao thirc goi 1a TCP/IP (Transmission
Control Protocol - Internet Protocol).

Canada

Viét Nam

Hinh: Mang Internet
b. Phdn logi theo méi trwong truyén thong:

Phan loai theo moi truong truyén thong, mang may tinh dugc chia lam 2 loai: Mang co
day, mang khong day.

M Mang cé day:

Hinh: Mang co day

bay la h¢ thong mang may tinh sir dung phuong tién két ndi 1a cép truyén thong (cap
xoan dbi, cap dong truc, cap quang...). Ngoai ra, con c6 cac thiét bi thuc hién viéc chuyén
tlep cac tin hiéu, dinh hudng, khuéch dai tin hiéu... nhu: B khuéch dai (Repeater), bo tap
trung (Hub), bd dinh tuyén (Router)...
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M Mang khéng day:

Day 14 hé thong mang may tinh st dung phuong tién truyén thong khong day, c6 thé 1a
song radio, burc xa, hong ngoai hay song truyen qua v¢ tinh. Mang khong day c¢6 kha nang
thue hién cac két nbi moi noi moi thoi diém, ma khéng can sir dung cac thiét bi két ndi
cdng kénh phirc tap nhu mang c6 day.

Hinh: Mang khong day

Pé t6 chire mot mang khéng day don gian can co:

- Piém truy cap khong diy WAP (Wireless Access Point): La thiét bi ¢6 chirc ning
két nd1 vd1 may tinh trong mang, ké noi mang khong day vdi mang c6 day.

- MJbi may tinh tham gia vao mang khong day diéu phai co vi mang khong day
(Wireless Network Card: Vi mang/card mang khong day).

Nguoi ta thuong sir dung b dinh tuyén khong day (Wireless Router) ngoai chirc nang
nhu diém truy cap khong day, con co chirc nang dinh tuyén duong truyén.

C. Phan loai mang theo chirc nang:

Phan loai mang theo chtrc nang, mang may tinh dugc chia lam 2 loai: Mang ngang hang,
mang khach — chu.

M Mang ngang hang (Peer to Peer):

Mang ngang hang, con goi 1a mang dong dang, 1a mot mang may tinh trong d6 hoat
dong cua mang chu yéu dua vao kha nang tinh toan va bang thong cua cac may tham gia
chtr khong tap trung vao mot so nho cac may chu trung tdm nhu cac mang thong thuong.

Mang dong dang ¢6 nhiéu tmg dung. Ung dung thudng xuyén gip nhat 1a dung chung
tai nguyén, chia sé tat ca cac dang tap tin nhu 4m thanh, hinh anh... hodc dé truyén dir liéu
thoi gian thuc nhu dién thoai VolP.

Mot mang doéng dang dung nghia khong c6 khai niém may chu va may khach, noi
cach khac, tat ca cic may tham gia déu binh dang va dugc goi 1a Peer.

Uu diém: Xay dung hé thong mang va bao tri don gian.
Nhuoc diém:

- Chi thich hgp v6i cac mang md hinh nhd.



Chirong V — Gidi thiéu vé mang mdy tinh Bién soan: Nguyén Vii Duy

- Tai nguyén dugc quan 1y phan tan.

- Ché d6 bao mat kém.
)

(5

May tinh C

May tinh B

Hinh: M6 hinh mang ngang hang (Peer —t0 Peer)
M Mang khdch — chu (Client - Server):

Mady chu la may tinh dam bam bao viéc phuc vy cac may khach bang cach diéu khién
viéc phan bo tai nguyén (phan cing, phan mém) nam trong mang v6i muc dich s dung
chung. May chu thuong cé cau hinh manh, luu trit dugc lu(_mg 16n thong tin phuc vu
chung. May khach la may str dung tai nguyén do may chu cung cap.

May khach D

Hinh: M6 hinh mang khach — chu (Client - Server)

MB& hinh khach chi ¢6 wu diém 1a dit lidu duoc quan ly tap trung, ché d6 bao mat tot,
thich hop cac mang trung binh va lon.

Vi du: Cac may tinh trong trudong hoc dugc ndi mang, mQt may chu co cu hinh manh
va bo nhé 16n luu trit cac phan mém tng dung, chtra thong tin vé hoc sinh, gido vién, két
qua bai kiém tra, bai thi, phan mém hoc tap... Cac may khac khai thac thong tin & may
chu, dong vai tro may khach.
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I1. LQT iICH CUA VIEC NOI MAY TiNH THANH MANG

Chia sé tai nguyén

Mang may tinh tao khd ndng dung chung tai nguyén cho cac nguoi dung nhu: chia sé tap
tin, st dung chung dir liéu, tai nguyén nhu dia cing, mdy in... Van d¢ 1a lam cho cac tai
nguyén trén mang nhu chuong trinh, dit li¢u va ghiét bi, dac biét 1a cac thiét bi dat tién, c6 thé
san dung cho moi nguoi trén mang ma khong can quan tam dén vi tri thyc cta tai nguyén va
ngudi dung. Cac thiét bi chat lugng cao thuong dat tién, do d6 chung thuong duge ding
chung cho nhiéu nguoi nham ~giam chi phi va dé bao quan. Cac chuong trinh va dit liéu khi

dugc dung chung, moi thay d6i s& sdn dung cho moi thanh vién trén mang ngay lap tirc. Diéu
nay thé hién rat rd tai cac noi nhu ngan hang, cac dai 1y ban vé may bay...

Tiét Kiém tai chinh

Viéc dung chung céac thiét bi ngoai vi cho phép giam chi phi trang bi tinh trén sd ngudi
dung. Mang may tinh cho phép nguoi 1ap trinh & mot trung tdm may tinh nay c6 thé s dung
cac chuong trinh tién ich cia mot trung tdm mdy tinh khac dang rdi, s€ 1am tdng hiéu qua kinh
t€ cua hé thong.

Mobi truwdng truyén thong

Mang mady tinh c6 kha ning két néi hai hay nhiéu ngudi lai voi nhau bat ké & vi tri cach
xa nhau hang van dam.

Nang cao do tin cay

Khi str dung mang, ching ta c6 thé thyc hién mot chuwong trinh tai nhiéu may tinh khac
nhau, dit liéu co thé dugc chia sé va sao luu trén nhiéu may tinh khac nhau. Bleu nay tang do
tin cdy trong cong viéc vi khi c6 méy tinh hodc thiét bi bi hong, cong viéc van cé thé tiép tuc
V61 cadc may tinh hoac thiét bi khac trén mang trong khi cho stra chira.

Tao diéu kién phat trién nhiéu ing dung méi

Mot sé tng dung c6 anh hudng quan trong dén toan xa hoi: kha nang truy xuat cac
chuong trinh va dir liéu tir xa, kha nang thong tin lién lac dé dang va hiéu qua, tao moi truong
giao tiép thuan loi gitra nhimg nguoi dung khac nhau, kha nang tim kiém thong tin nhanh
chong trén pham vi toan thé gidi.

¢ 2. GIOI THIEU CAC DICH VU PHO BIEN TREN INTERNET

|. KHAI THAC THONG TIN DUA TREN CAC TRANG WEB
1. Truy cap thong tin tir trang Web

Dé truy cap dén trang Web, ta phai sir dung mot chwong trinh mg dung chuyén biét duoc
goi 1a trinh duyét Web (Browser). Trinh duyét Web 13 phdn mém duoc sir dung dé truy cap
vao nhiing trang web, cho phép ching ta xem ndi dung trang web 1a ndi dung bang chi,
nhimg hinh anh. Khi trinh duyét dugc cai thém nhitng hd tro, ching ta c6 thé xem, nghe,
thudng thire nhitng ndi dung da phuong tién nhu phim, nhac, video Flash...

Cac thao tac thuong dung khi st dung trinh duyét web:

- Truy cp toi mot trang Web bang cach nhap dia chi trang Web trén thanh dia chi.
- Luu mot hinh anh c6 trong trang Web.

- Luu ndi dung trang Web vé 6 dia.

- Download (tai xuéng may tinh) mot tap tin.
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C6 nhiéu trinh duyét Web khéac nhau, thong dung nhét 13 cac trinh duyét Internet Explorer,
Mozilla Firefox.
[ Eile Edit View History Bookmarks Tools Help [N [ |
| f Thai su - Tin tic thdi sy, c. x\+

€ il @ vnexpress.net/tin-tuc/thoi-su || Q Search ﬁ B 3+ A @ @ =

i Thanh dia chi V. &
= [E : » Ha Noi "dls™ 30° ¢ L [
I Thoi sw Thir bay, 29/8/2015 | 16:06 GMT+7

Chanh n‘mg M3au Son vao mua

Cung gxong chanh, nhwng do 6 vi ngot nén chanh
rirng Mau Son (Lang Son) rat droc ngwdi mién xudi
wa chudng, mua vé ngam chira tri ho hoac lam ..

Ha Noi rwe do chao dén 70 nam doc lap @
Q42

Nhiéu con du(yng tuyén phé cua thi dé birng séng
trong sac mau dé-vang cla nhitng tdm bang ran,
quéc ky cing hang nghin bdng hoa két thanh chir dé

Bo6n 6t6 tong lién hoan khi dirng dén doé
Dang dirng dén d6, xe tai bi xe bén chéd tang vao

dudi, hai chiéc xe khac ciing dén toa sau d6 khién ca
4 chiéc xe hw héng nang.

Ngwoi Long An, Tién Glang ho héi qua cau
1.400 ty

Ngay khi cau My Loi bac qua séng Vam Cé duoc thdng xe sang 29/8,
ngwei dan Tién Giang va Long An rli nhau "xdng dat" cay cau c6 von .

-
4400 P S T 33 2lacs

T2 i

= — v

Hinh: Giao dién trinh duyét web Mozilla Firefox

2. Tim kiém thong tin trén Internet

Tim kiém nhd cac may tim kiém (Search Engine): Google (http://www.google.com), Bing
(https://www.bing.com/)

{Eile Edit View History Bookmarks Tools Help [N [ |
’g’ Google x\-F

éA & https:/

ww.google.comvn C || Q Search B &+ A © @

Gmail Hinh anh 3%

m

Nhap ndi dung O ; le

\ . K Viét Nam
tim kiém

Tim v&i Google Xem trang dau tién fim dwoc —h

Hinh: Céng cu tim kiém Google (http://www.google.com)
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Il. THU TiN PIEN TU

1. Khai niém

Thur tin dién tir (E-mail): La mot dich vu cho phép ngudi st dung ¢ thé chuyén va nhén
cac thong di€p voi ndi dung va pham vi khong gidi han, thong qua mang Internet va cac phan
meém quan ly E-mail.

Théong diép

Hinh: Chu trinh gdi-nhdn E-mail

Mail server: La trung tim diéu khién va quan 1y dich vu thu tin dién tir (c6 thé xem nhu
la trung tam buu dién ngoai thyc t€). Khi nguoi gl chuyén mdt thu tin di, thu nay sé duogc
chuyén dén may chu quéan 1y thu va sau do6 may chi Mail s€ chuyén dén dung dia chi cua
nguoi nhan dugc ghi trong thu thong qua hé thong mang may tinh.

Nguwoi giri: La nguoi tryc tiép mudn thong tin ciia ho duge chuyén dén nguoi khac thong
qua mot chuong trinh chuyén nhan thu tin di¢n tr dugc cai dat trong may tinh.

Trén thyc té c6 rat nhiéu loai chuong trinh cho phép nguoi ding giri va nhan thu bang
may tinh nhu: Outlook Express, Pegasus Mail, Netscape Messenger... 1a nhiing chuong trinh
phai cai dat vao may; hodac cac Web mail khong phai cai 1én may, chi sir dung thong qua trinh
duyét web nhu: Yahoo, Hotmail, Gmail... Tuy theo thi hiéu ctia nguoi dung va tinh nang cta
tung chuong trinh ma nguoi dung cé thé chon cho minh mét chuong trinh thich hop.

Nguwoi nhan: La dbi tuong ma nguoi giri mudn chuyén thong tin dén thong qua chuong
trinh chuyén va nhan thu tin nhu da noi trén.

Tai khoan (Account): La mot noi chira cac thu tin guri di va nhan vé, hay xem nhu 1a mot
cai tu. Chia khoa dé mé ta nay chinh 13 tén cua tai khoan (Username) va mét khau (Password)
ma nha cung cip dich vu Internet di cung cap

Ciu tao ciia dia chi E-mail:

bia chi E-mail = Tén dai dién hop thu + @ + Tén cia may chi E-mail

Vi du: teacher@freemail.agu.edu.vn, webadmin@agu.edu.vn, charles@yahoo.com...
2. Uu diém, nhwoc diém cia viée sir dung E-mail

a. Uu diém, nhwoc diém ciia viéc sir dung E-mail

- Mot E-mail c6 thé dugc giri tir quoc gia nay dén quoc gia khéc chi trong vai phut
va dam bao t6i duoc ngudi nhan néu nguoi gui dd dé dung dia chi.

- Mot E-mail c6 thé guri cho rat nhidu ngudi, & nhiéu vi tri khac nhau.
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- Van tbc truyén E-mail chi vai gidy dén vai phat va chi phi rat nho, khong dang ké
S0 Voi gui qua duong buu dién.

- Céc tap tin tai lidu c6 thé dugc giri kém theo E-mail thay vi phai in 4n guri qua buu
dién hay gui fax.

- C6 thé giri kém theo E-mail cac tap tin 4m thanh, hinh anh va video.
b. Nhuwoc diém cia viéc sir dung E-mail

E-mail 1a cong cu déc lyc gitp lan truyén virus may tinh thong qua Internet. Ngay nay,
viéc sur dung E-mail da tr¢ thanh pho bién, dicu do ciing c¢6 nghia la kha nang lay lan virus
may tinh s€ cao hon.

3. Sir dung cac dich vu quan ly E-mail
a. Gioi thiéu Web Mail

Dich vu Web mail 1a trinh gtri nhan thu dién t&r dugc tich hgp trén mdt trang web cua mot
website nao do.

Khi st dung Web mail mdy tinh chi cAn c6 mot trinh duyét web (Internet Explorer,
Netscape, hay bat ky trinh duyét nao ho trg tai file va hinh) va c6 két noi Internet.

TAt ca cac tac vu lién quan dén thu nhu doc, viét va gui thu déu duoc thuc hién trong
trang web cta nha cung cap dich vu. Tat ca cac E-mail déu duoc luu va quan ly trén server
cta nha cung cap dich vu E-mail.

b. Cdc diéu kién can thiét @é sir dung dich vu E-mail:
- C6 mdt may vi tinh hoat dong dugc ndi véi Internet

- C6 mot chuong trinh giri/nhan thu tin duoc cai dit san trong may, hodc mot trinh
duyét web dé su dung web mail.

- C6 mot tai khoan E-mail.
c. Cach tao mot tai khoan E-mail

Vi du sau day huéng dan tao tai khoan E-mail tir dich vu Web mail cua Google, con goi 1a
Gm‘ail (http://mail.google.com) Khi dang ky dugc tai khoan Gmail, ta s& dugc str dung rat
nhiéu dich vu khac nhau nhu: Google Drive, YouTube, Google Plus...

Budc 1: Truy cap vao dia chi http:/mail.google.com, click chon “Create an account” dé
tao tai khoan Gmail méi.

sign in

v/ Stay signed in
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Budc 2: Thiét 1ap thong tin ca nhan cho tai khoan Gmail

Budc tiép theo trong phan ding ky Gmail, ta can thue hién dung theo huéng dan nay.

Tén

Chon tén nguwdi dang cia ban

Tao méat khéu

Xac nhan mat khiu cia ban

Sinh nhat

Thang

L13

Gidi tinh

Tai l...

L1

Dién thoai di ddng
~ +34

- bién Ho va Tén nguoi dung.

Dia chi email hién tai cua ban

Chirng minh ban khéng phai l1a ré-bét
[[] B6 qua bwdc xic minh nay (c6 thé yéu cau xic
minh qua dién thoai)

T
‘ ¥
Nhép van ban:

c«+ H

Vi tri

Viét Nam

L1

[ Tai déng y vi Diéu khoan dich vy va Chinh séch
bao mat cla Google

- Pién tén tai khoan Gmail mudn tao. (Nhdp tén tai khoan chwa c6 ai dung méi duoc
chap nhan). Vi dy, néu dat tén tai khoan “nguyenduy”, ta s€ c6 dia chi hop thu cua

Gmail 1a nquyenduy@gmail.com

- Nhap mat khau cho tai khoan, va xac nhan lai mat khau vira nhap & trén (yéu cau mat
khau nay phai trung khop voi mat khau ¢ muyc trén).

Cha y khi dit mat khau: Khi didng ky Gmail, ta nén suy nghi va dit trudc mat khau cho tai
khoan Gmail cua minh, tranh viéc ban lap Gmail xong lai quén mét mat khau, sau d6 luu ra
mot noi dé thdy khi can. Tuy nhién, néu trong trudng hop quén, ta van c6 thé 1ay lai mat khau
Gmail mot cach dé dang. Mat khau nén chura cac ky tu sd, chir, chir in hoa va cac ky tu dac
biét. Tranh cac mat khau don gian nhu: Ho va tén, ngay thang nam sinh, s6 dién thoai. ..

- Nhép ngay, thang, ndm sinh.
- Chon Giéi tinh.
- Nhap S6 dién thoai di dong.

- Nhap dja chi Email hién tai ctia ban (c6 thé dién hoic khong).

- Chimg minh ban khong phai Robot: Dién nhiing ki ty trong hinh ma Gmail cung cép.

- Vi tri: Chon qudc gia ban dang sinh song.

- Panh déu chon trong muc “T6i dong ..

cac chinh sach bao mat cua Google.

.’ dé dong y véi céc dieu khoan dich vu va

Budc 3: Sau khi chon “Budc tiép theo” s& ¢ 2 truong hop xay ra:

) Néu chon cach xac nhan dang ky béng‘ s6 dién thoai thi Gmail s& gfri mét tin nhin SMS
dén so6 dién thoai di dong da dang ky ban dau, ta dung ma trong SMS dé kich hoat va t&i budce

tiép theo.


mailto:nguyenduy@gmail.com
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. Néu dién dung 2 tir trong phan chirng minh ban khong phai 1a robot trudc d6 ban s€ dén
phan dang anh dai dién. Tgi day ta co6 thé ddng mdt buc anh lam hinh dai dién cho tai khoan
Gmail. Hodc ta ciing c6 thé bo qua budc nay.

Google
e A o
Hien thij

Tigu s cing khai cla ban s& gilp ban bé nhan ra ban.

Chinh st¥a anh tiéu st Buéec tiép theo

Budc 4: Nhin nut “Tiép tuc dén Gmail”. Dang ki tai khoan thanh cong.

> 3] e o .
Gor )SIL £ + shae B8
check notifications and edit //‘
,~/'

Giao dién trinh quéan 1y E-mail cua tai khoan ma ta vira tao:

GO\»SIC E&F AR s |8

Gmail * . C More = 1-30f3 ¢ > Q-
& Primary 2a Social EEE ¥ Promotions +
Inbox (3) Gmail Team Get Gmail for your mobi 08:59
Starred Gmail Team Welcome to Gmail - H: & 08:59
Impontamt .
Sent Mail Gmail Team Tips for using Gmail - H 08:59
Drafts 0GB (0%) of 15 GB used 2013 Google - Terms & Privacy

» Circles Mangge PRI R T
Maore
o .
- bet

Vay la ta tuy tao cho minh mdt tai khoan Gmail thanh cong, st dung tai khoan nay dé gui
va nhan Email dén.

d. Cdc thao tac thuong dung véi dich vu quan Iy E-mail:

- Tao va quan ky E-mail moi.
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- Nhan, doc, tra 101 va gtri E-mail cho nguoi khac.
- Sip xép E-mail.
- Loc cac E-mail nhan duoc.

- Tao lap va quan 1y sb dja chi.
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