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Chuong 1: Kién thirc co ban vé may tinh va mang may tinh

CHUONG 1: KIEN THUC CO BAN VE MAY TINH VA MANG MAY TiNH

1.1 Théng tin va biéu dién thong tin trong may tinh dién tir

1.1.1 Thong tin

1.1.1.1 Khai niém vé thong tin

Dir liéu ¢6 thé 13 cac ki tu, van ban, chit, s6, hinh anh, 4m thanh, hodc video chua duge td chire, xir ly va
chua c6 y nghia.

Thong tin 1a dir li¢u da duogc xu ly, td chire, cAu tric hodc trinh bay trong mot bdi canh cu thé dé 1am cho no
hiru ich, c6 y nghia.

Vi dy: TP. Can Tho, Khu II, P. Xuén Khanh, dudng 3/2, Q. Ninh Kiéu 14 dit lidu. “Dia chi Khoa CNTT&TT
la Khu II, duong 3/2, P. Xuan Khanh, Q. Ninh Kiéu, TP. Can Tho” 1a thong tin.

Hé thong théng tin (information system) 1a mot hé thong ghi nhéan dir lidu, xir Iy chung dé tao nén thong tin
c6 y nghia hodc dir li€éu méi (hinh 1.1)

Nhép - Xuét

Hinh 1.1: Hé thdng thong tin

1.1.1.2 DPon vi do thong tin

Don vi co s6 dung dé do thong tin duoc goi 1a BIT (Blnary digiT). Mot BIT 1a mét chi thi hodac mét thong
bao vé sy kién nao do co 1 trong 2 trang thai la: Tat (Off) / M& (On) hay Bung (True) / Sai (False).

S4 hoc nhi phan st dung hai ky $6 0 va 1 dé biéu dién céac sd, nén sb hoc nhi phan dugc dung dé biéu dién
trang thai cua 1 BIT. Trong tin hoc, nguoi ta thudong sir dung cac don vi do thong tin 16n hon nhu sau:

Tén goi Ky hiéu Gia tri
Byte B 8 bit
KiloByte KB 2108 = 1024 Byte
MegaByte MB 21°KB
GigaByte GB 2! MB
TetraByte TB 21°GB
Petabyte PB 21°TB
Exabyte EB 219pB
Zettabyte ZB 2'°EB
Yottabyte YB 21°7B
Brontobyte BB 21°YB
Geopbyte GeB 2!°BB

1.1.1.3 Qua trinh xi ly thong tin

Moi qua trinh xir Iy thong tin bang may tinh hay bang con ngudi déu dugc thue hién theo mot quy trinh sau:
Dir liéu (data) dugc nhap ¢ ddu vao (Input). May tinh hay con ngudi s& thyc hién qua trinh xir 1y nao d6 dé
tao ra thong tin & dau ra (Output). Qua trinh nhap dit liéu, xtr Iy va xuét thong tin déu co thé duoc luu trit.
Hinh 1.2 mé ta tong quat trinh xtr 1y thong tin.

NHAP DU LIEU XULY XUAT DU LIEU/ THONG TIN
(INPUT) (PROCESSING) (OUTPUT)

LUU TRU (STORAGE)
Hinh 1.2: M6 hinh tong quat qua trinh xtr 1y thong tin
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Chuong 1: Kién thirc co ban vé may tinh va mang may tinh

1.1.1.4 Xir Iy thong tin bang may tinh dién tir

Bén chirc ning co ban cta may tinh ciing dugc biét dén nhu 14 chu trinh xtr Iy thong tin:
- Nhdp dir liéu: may tinh tap hop dir 1liéu hodc cho phép nguoi dung nhap dir li¢u.

- Xir Iy: dit liéu dugc chuyén thanh thong tin.

- Xudt dir liéu: Két qua xtr Iy dugc xut ra tir may tinh.

- Lueu trir: dit 1iéu hodc thong tin duoc luu triv dé sir dung trong twong lai.

1.1.2  Biéu dién théng tin trong may tinh di¢n tir

1.1.2.1 Biéu dién s trong cac hé dém

Hé dém 1a tap hop cac ky hiéu va qui tic st dung tap ky hiéu d6 dé biéu dién va xac dinh gia tri cta céc sd.
Moi hé dém c6 mot so ky so (digits) hiru han. Tong s6 ky s6 cia moi hé dém duogc goi 1a co so (base hay
radix), ky hiéu 1a b.

Hé dém co's6 b (b > 2, b 13 s6 nguyén duong) mang tinh chét sau :
C6 b ky s dé thé hién gia tri sb. Ky s6 nho nhat 1a 0 va 16n nhét 1a b-1.
Gia tri vi tri thtr n trong mot s6 ctia hé dém bé“lng cosdb lily thira n: b"

S N trong hé dém co sb (b) dugc biéu dién boi: N(b) =a,a 3, 5..-2;3)3_43,...a_ trong d6, s6 N c6
n+1 ky s6 biéu dién cho phan nguyén va m ky s6 1¢ biéu dién cho phan thap phan, va cé gia tri 1a:

Ny =a,b"+a,, b +a, b +. +ab +a b’ +a b +a,b”? +. . +a b

Trong nganh toan - tin hoc hién nay phé bién 4 hé dém 1a hé thap phan, hé nhi phan, h¢ bat phan va hé thap
luc phan.
1.1.2.1.1 Hé dém thap phan

H¢ d’ém thap phan hay hé dém co s6 10 (b=10) 13 mét trong cac phat minh cua ngudi A rap cd, bao gdm 10
ky so theo ky hi¢u sau: 0, 1,2, 3,4,5,6,7,8,9

1.1.2.1.2 H¢ dém nhi phan

H¢ dém nhj phan hay h¢ dém co s6 2 (b=2). Py 1a h¢ dém don gian nhit vdi 2 chir s6 1a 0 va 1. Mdi chir s6
nhi phan goi 1a BIT (Blnary digiT). B¢ dieén td mdt s6 16n hon thi can két hgp nhiéu bit véi nhau.

1.1.2.1.3 Hé dém bat phén
Heé bat phan hay hé &ém co sé 8 (b=8). Hé dém nay co6 8 chirs6: 0, 1, 2, 3, 4, 5, 6, 7.
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Chuong 1: Kién thirc co ban vé may tinh va mang may tinh

1.1.2.1.4 H¢ dém thap luc phan

Hé dém thap luc phan hay h¢ dém co s6 16 (b=16). Khi thé hién & dang hexa-decimal, ta c6 16 ky tu: 0, 1,
2,3,4,5,6,7,8,9, A, B, C, D, E, F dé biéu dién cac gia trj s6. Cac chit in A, B, C, D, E, F tuong tng véi
cac gia tri sd 1a 10, 11, 12, 13, 14, 15 trong hé dém thap phan. Bang 1.1, qui d6i twong duong 16 chit s6 dau
tién cua 4 hé dém

Hé10 [Hé2 |Hé8 [Hé 16
0 0000 |00 |0
1 0001 |01 |1
2 0010 |02 |2
3 0011 |03 |3
4 0100 |04 |4
5 0101 |05 |5
6 0110 |06 |6
7 0111 |07 |7
8 1000 |10 |8
9 1001 |11 |9
10 1010 |12 |A
11 1011 |13 |B
12 1100 |14 |C
13 1101 |15 |D
14 1110 |16 |E
15 1111 |17 |F

Bang 1.1: Qui d6i twong duwong 16 chir s6 dau tién cta 4 hé dém
1.1.2.2 Mg¢nh dé logic

Ménh d logic 1a ménh dé chi nhan mét trong 2 gia tri : Pang (TRUE) hoic Sai (FALSE), tuong dwong véi
TRUE = 1 va FALSE = 0. Phép toan phu dinh NOT, vi du NOT TRUE = FALSE; NOT FALSE = TRUE.
Phép toan logic 4p dung cho 2 gia tri TRUE va FALSE tung v6i t6 hop AND (va) va OR (hoéc) nhu sau:

X Y AND(X, Y) OR(X, Y)
TRUE TRUE TRUE TRUE
TRUE FALSE FALSE TRUE
FALSE | TRUE FALSE TRUE
FALSE | FALSE FALSE FALSE

1.1.2.3 Biéu dién thong tin trong may tinh dién tir
Dit liéu sb trong may tinh gdm c6 s6 nguyén va sd thuc.

% Biéu dlen ) nguyén
S6 nguyén gdom s6 nguyén khong dau va sé nguyén cé dau.

S6 nguyén khong dau 1 sb khong c6 bit dau nhu 1 byte = 8 bit, c6 thé biéu dién 2% = 256 s6 nguyén duong,
cho gia tri tir 0 (0000 0000) dén 255 (1111 1111).

S6 nguyén c6 dau thé hién trong may tinh ¢ dang nhi phan 1a sé dung 1 bit lam bit dau, ngudi ta qui wdc
dung bit & hang dau tién bén trai lam bit dau (S): 0 1a s6 duong va 1 cho s6 am.

Biéu dién Ky tw
Dé c6 thé bidu dién cac ky tu nhu chit cai in va thuong, cac chit sd, cac ky hiéu... trén may tinh va cac phuong

tién trao d6i thong tin khac, nguoi ta phai 1p ra cac by ma (Code System) qui u6e khac nhau dya vao viée
chon tap hop bao nhiéu bit dé dién ta 1 ky tu twong tng, vi du cac hé mi phd bién :

Hé thdp phdan ma nhi phan BCD (Binary Coded Decimal) dung 4 bit.
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Chuong 1: Kién thirc co ban vé may tinh va mang may tinh

H¢ thdp phan md nhi phan mo rong EBCDIC (Extended Binary Coded Decimal Interchange Code) dung 8
bit tuong duong 1 byte dé bicu dién 1 ky tu.

Hé chuyén doi thong tin theo ma ’chud?n cua My ASCII (American Standard Code for Information
Interchange) 1a hé ma thong dung nhat hién nay trong nganh tin hoc. H¢ ma ASCII dung nhom 7 bit hodc 8
bit dé bi€u dien toi da 128 hodc 256 ky tu khac nhau va ma hoda theo ky tu lién tuc theo co s6 16.

H¢ ma ASCII 7 bit, ma héa 128 ky tu lién tuc nhu sau:

0 : NUL  (ky tu rong)

1-31 : 31 ky tu diéu khién

32-47 : cac dau tréng SP (space) ! “#$% & () *+,-./
48 - 57 : ky s tir 0 dén 9

58 - 64 : cac ddu:;<=>?@

65-90 : céc chit in hoa tir A dén Z

91 - 96 : cacdau[ \]

97 - 122 : cac chir thuong tir a dén z

123 - 127 : cac ddu { | } ~ DEL (x6a)

H¢ ma ASCII 8 bit (ASCII m¢ rong) c6 thém 128 ky tu khac ngoai cac ky tu néu trén gdm céc chir céi co
dau, céc hinh v&, cac duong ké khung don va khung doi va mét so ky hi¢u dac biét.

1.2 Céu tric tdng quat cia may tinh dién tir
Moi loai may tinh c6 thé c6 hinh dang hodc cau triuc khéac nhau, tiry theo muc dich st dung, nhung mdt cach
tong quat, may tinh dién tr 1a mgt hé xur Iy thong tin ty dong gdm 2 phan chinh: phan cirng va phan mem.

1.2.1 Phin citng
1.2.1.1 May vi tinh va thiét bi cAm tay théng minh

Mic du cic may tinh co kich ¢& va hinh dang khac nhau, nhung cac thanh phan co ban can thiét dé hoan
thanh chu trinh xtr 1y thong tin phai c6 mit trong d6. Ngoai may vi tinh (microcomputers) nhu may tinh dé
ban va mdy tinh xach tay va cac thiét bi di dong ma chiing ta quen thudc, ciing c6 may tinh dic biét bao gdbm
may chu (server), may tinh 16n (mainframes), si€éu may tinh (supercomputers), va may tinh nhing (embedded
computers).

May vi tinh (microcomputers) duoc phan loai nhur cac may tinh nho, ré tién duoc thiét ké dé sir dung c4 nhan
va 1a cac may tinh ma hau hét moi nguoi thuong st dung. Cac may vi tinh trong pham vi thé loai
microcomputer c6 kich thudc tir hé théng may tinh dé ban 16n t6i cac thiét bi cAm tay phu hop trong ti. Mot
sO loai pho bién nhét ctia may vi tinh bao gdm may tinh dé ban (Desktop computers), may tinh xach tay
(Notebook computers), may tinh bang (Tablet computers), cac thiét bi di dong (Mobile devices). Hinh 1.3,
mo ta cac thiét bj nay.

MNotebook

Smartphone Tablet

Hinh 1.3: Céc loai may vi tinh (microcomputers)
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Chuong 1: Kién thirc co ban vé may tinh va mang may tinh

1.2.1.1.1 May tinh dé ban (Desktop computers)

May tinh dé ban 1a céac may tinh dat trén ban lam vi€c, san nha hodc trén mot bé mit béng phéng va co ban
phim, chudt, man hinh, va céc phﬁn thiét bi khac c6 thé thao roi. May tinh dé ban thuong roi vao hai loai
chinh: may tinh c4 nhan hodc may tinh Mac. Céc tinh c4 nhan (personal computer -PC), ban dau dugc goi 1a
IBM may tinh céd nhan, hién nay dugc san xuét boi mot loat cac cong ty bao gém Hewlett-Packard, Dell va
Gateway, ... Cac may tinh Apple Macintosh, nay duoc goi 1a Mac, c6 thé thuc hién cac chirc ning tuong tu
nhu PC. Nguoi dung may tinh co thoi gian dai tranh luan 1a PC t5t hon hay Mac. Ca hai loai may tinh déu
c6 nhirng wu diém va khuyét diém, nhung trong thuc té, ca hai la cac hé théng tdt va su lua chon tuy theo so
thich ca nhan. Sy khac biét chinh gitta mat tinh PC va may tinh Mac lién quan dén cac bd vi xtr 1y va hé diéu
hanh st dung khac nhau. May tinh PC thuong dugc s dung trong moi truong hé diéu hanh Microsoft
Windows va Mac str dung hé diéu hanh Mac. May tinh PC ¢6 thi phan 16n hon trong s6 nguoi str dung may
tinh va trong thi phan kinh doanh, trong khi may tinh Mac thi ndi tiéng véi cac chuyén gia thiét ké d6 hoa.

1.2.1.1.2 May tinh xach tay (Notebook computers)

May tinh xach tay cho phép nguoi dung c6 thé mang xach duoc, lam cho thong tin cua ho luu dong. Thuét
nglr ban dau 1 “Laptop” va dan dan duoc thay thé bang thuc ngit "Notebook". May tinh xach tay duoc thiét
ké dé luu dong va bao gdm mét pin sac dé cung cip dién, cho phép chung duogc str dung trong cac dia diém
khac nhau. May tinh xach tay c6 day du cac thanh phan co ban cia mot may tinh ca nhan théng thudng, n6
thudng duoc tich hop mot man hinh hién thi, mot ban phim, mét loa nho, mot thiét bi tro chudt - (nhu touchpad
hoic trackpad), cac cong ndi két. May tinh xéach tay ciing c6 thé két ndi téi cac thiét bi roi dé st dung thoai
mai hon.

1.2.1.1.3 May tinh bang (Tablet computers)

May tinh bang thuong nhe va nho hon may tinh xach tay. N6 la mot loai thiét bi di dong duoc tich hop mot
man hinh cam tng phang va cha yéu hoat dong bang cach cham vao man hinh. Khong ¢ ban phim vét ly
dugc dat vao n6 va thuong st dung mot ban phim ao trén man hinh hodc mot cay but ky thuat s6. Thuong,
méy tinh bang khong c6 tich hop ban phim nhung né c¢é thé ndi két t6i mang khong day hodc mdt ban phim
USB. May tinh bang c¢6 cac nut vat Iy cho cac tinh nang co ban nhu &m luong loa va ngudn dién va cac cong
cam dé truyén mang, tai nghe va sac pin.

1.2.1.1.4 Cic thiét bi di ddong (Mobile devices)

Mot thiét bi vién thong dién tir, thuong dugc goi 1a mot dién thoai di dong. Dién thoai di dong két nbi voi
mot mang luoi thong tin lién lac khong day qua song radio hodc truyen vé tinh. Hau hét cac dién thoai di
dong cung cap thong tin lién lac bang giong néi, dich vu tin nhin ngan (SMS), dich vy tin nhin da phwong
tién (MMS), va dién thoai méi hon ciing c6 thé cung cip cac dich vu Internet nhu duyét web va e-mail.

- Dién thoai thong minh (smartphone) 1a dién thoai di dong duoc xay dung trén mot hé diéu hanh di dong
v6i nhiéu kha ning tinh toan cao cap va két ndi hon mét tinh nang dién thoai thong thuong.

- Céc thiét bi di dong bao gdm thiét bi k¥ thuat sd hd tro c4 nhan (personal digital assistant — PDA), cac
méy tinh cam tay (handheld computer) va dién thoai thong minh (smartphone). Cac thiét bi nay bat dau
dugc thay ddi kich thudce va muc dich, nhung tit ca cac thiét bi nay diéu nhe va luu dong.

- Céac PDAs ban dau dugc thiét ké c6 chirc niang nhu 1a mot ngudi quan 1y thong tin ca nhan, cung cip
kha ning tinh toan, luu trir théng tin va tim kiém cho ca nhan. Tién dung luu gitr lich trinh va s6 thong
tin dia chi. Ngay nay, PDA phan 16n duoc coi 12 15i thoi v6i lya chon sir dung phd bién 1a cac smartphone.

Ngay nay cac thiét bi di dong méi, thuong dugc 14 "thiét bi cam tay", két hop cac tinh ning tt nhét cho cac
thict bi nay nhu céc tinh nang sau:

+

Cho phép nguoi dung nghe nhac

Chirc nang dién thoai tiém nang: tin nhén, cudc goi video, speakerphone
Duy¢t Web khong day (su dung 2G, 3G, 4G hoac WiFi)

DPinh vi v¢ tinh GPS

Céc chue nang video camera

Xem va chinh stra anh va video

Poc ebook

Tai img céac dung: game, cac trinh ti¢én ich, ...

+++ 4+ + + 4+
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Chuong 1: Kién thirc co ban vé may tinh va mang may tinh

1.2.1.2 Phin ctng may tinh
Phé?m clrng may tinh 1 tap hop tit ca nhitng phan vat Iy ma ching ta c6 thé cham dén. Phan cimg bao gdm 3
phan chinh (hinh 1.4):

- B0 nho (Memory).

- Don vixir Iy trung wong (CPU - Central Processing Unit).

- Thiét bi nhap xuat (Input/ Output).

B¢ xur ly trung wong
CPU (Central Processing Unit)

Thiét bj Thiét bj
Nhip |=—»]| Khéidiéu khién Khoi lam tinh | Xuat
(Input) CU (Control Unit)z || ALU (Arithmetic Logic Unit) (Output)

Céc thanh ghi (Registers)

L2 L)

B0 nh¢ trong (ROM + RAM)
B0 nhé ngoai (dia cung, dia mém, dia CD)

Hinh 1.4: C4u trtc phan cimg mdy tinh
1.2.1.2.1 Khéi hé thong may tinh (Computer System Unit)

Hay con dugc goi la thing mdy tinh (computer case), 1a mot cai thung chira dung cac thanh phan chinh cua
may tinh nhu motherboard, CPU, RAM, dia ctmg va cac thanh phan khac. Khi thing may tinh duoc két nbi
v6i cac thiét bi ngoai vi (ban phim, man hinh, chudt, may in) tuong thich, hé thong may tinh c6 thé thyc hién
bdn chirc ning may tinh co ban: nhap (input), xtr Iy (process), xuat (output) va luu trix (storage). Khi ta mo
thung may tinh, ching ta s& thdy mot s thanh phan chinh bén trong. Mot trong nhirng thanh phan quan trong
nhat 13 chip vi xir 1y, con duoc goi 1a bd xir Iy trung tim (CPU). CPU nam trén bo mach chui (motherboard),
mot bang mach in 16n ma tt ca cac bo mach khéc trong mdy tinh dugc két ndi (hinh 1.5)

|. rl
2N
N
0
n
n
n
n
n
n
n

Computer case Mainboard
Hinh 1.5: Computer case va Mainboard

1.2.1.2.2 B¢ xir ly trung wong (CPU)

B xtr Iy trung wong chi huy cac hoat dong ctiia may tinh theo 1énh va thyc hién cac phép tinh. CPU ¢6 3 bo
phan chinh: khoi di€u khién, khoi tinh toan s6 hoc va logic, va mot so thanh ghi.

Khéi diéu khién (CU: Control Unit): 1a trung tam diéu hanh may tinh. N6 ¢6 nhiém vy gidi ma cac Iénh, tao
ra cac tin hiéu di€u khién cong viéc ctia cac b phan khac cua may tinh theo yéu cau cua nguoi st dung hodc
theo chuong trinh da cai dat.

Khoi tinh toan s6 hoc va logic (ALU: Arithmetic-Logic Unit): bao gém cac thiét bi thuc hién cac phép tinh

s6 hoc (cong, trir, nhan, chia, ...), cac phép tinh logic (AND, OR, NOT, XOR) va cac phep tinh quan h¢ (so
sanh 16n hon, nhé hon, bang nhau, ...)
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Chuong 1: Kién thirc co ban vé may tinh va mang may tinh

Cic thanh ghi (Registers): Puoc gin chit vao CPU béng cac mach dién tir lam nhiém vy b6 nh6 trung gian.
Cac thanh ghi mang cac chtrc nang chuyén dung giup tang tbc do trao ddi thong tin trong may tinh. Ngoai
ra, CPU con duoc gan véi mot dong ho (clock) hay con goi la b tao xung nhip. Tan s6 dong hd cang cao
thi tdc do xtr Iy thong tin cang nhanh. Thudng thi ddng hd duoc gin twong xtng véi cau hinh may va co cac
tan s6 dao dong (cho cac may Pentium 4 tr¢ 1€n) 1a 2.0 GHz, 2.2 GHz, ... hodc cao hon. B9 vi xtr 1y 161 kép
(dual-core) hodc da 16i (multicore) duoc san xuat boi Intel va AMD. Cac CPU nay c¢6 nhiéu hon mot bo xir
1y (hai cho mét 16i kép, nhiéu hon cho mot da 161) trén mot chip duy nhat. Sir dung nhiéu bd vi xtr 1y ¢6 nhiéu
loi thé hon mot don bo xir Iy CPU, trong d6 c6 kha ning cai thién da nhiém va hiéu suét hé thong, tiéu thu
dién nang thap hon, giam thiéu sir dung tai nguyén hé thong,

1.2.1.2.3 B{ nhé

B nh 14 thiét bi luu trit théng tin trong qué trinh may tinh xir 1y. B nhé bao gdm bd nhé trong va b nhd
ngoai.

B§ nhé trong: gdbm ROM va RAM :

- ROM (Read Only Memory) 1a Bé nhé chi doc thong tin, dung dé luu trit cac chuong trinh hé thong,
chwong trinh diéu khién viéc nhap xuit co s¢ (ROM- BIOS: ROM-Basic Input/ Output System). Thong
tin dugc ghi vao ROM khong thé bj thay d6i, khong bi mat ngay ca khi khong c6 dién.

- RAM (Random Access Memory) 1a B4 nhé truy xudt ngdau nhién, dwoc ding dé luu trir dir kién va
chuong trinh trong qué trinh thao tic va tinh todn. RAM c6 dic diém 1a ndi dung thong tin chira trong
n6 s& mat di khi mat dién hodc tit may. Dung lugng bd nhd RAM cho cac may tinh hién nay thong
thuong vao khoang 2GB dén 16GB va c6 thé hon nira.

B§ nhé ngoai: 13 thiét bi luu trir thong tin véi dung lugng 16n, thong tin khong bi mat khi khong co dién, dir
liéu luu trén bd nhd ngoai van ton tai cho to1 khi nguoi st dung x6a hoac ghi deé 1én. Bo nhd ngoai c6 thé cat
gilt va di chuyén doc 1ap voi may tinh. Hién nay cé cac loai by nhé ngoai pho bien nhu: (hinh 1.6)

- Pia cling (Hard Disk): phé bién 14 dia cting c6 dung luong tir 40 GB t6i 2 TB va 16n hon nira.

- Dia quang (Compact disk): loai 4.72 inch, 14 thiét bi phd bién dung dé luu trit cAc phan mém mang nhiéu
thong tin, hinh anh, am thanh va thuong dugc st dung trong cac phuong tién da truyén thong
(multimedia). C6 hai loai phd bién 1a: dia CD (dung luong khoang 700 MB) va DVD (dung luong
khoang 4.7 GB).

- Cac loai bo nh¢ ngoai khac: nhu thé nhd (Memory Stick, Compact Flash Card), USB Flash Drive co
dung lugng phd bién 1a tir 2GB dén 8GB va 16n hon nira.

Mot s6 thuat ngir v6i bd nhé ngoai:

- Sbvong quay ; mdi phut (Revolutions Per Minute - RPM): RPM duoc st dung dé giup xac dinh thoi gian
truy cap vao 6 dia cing ctia may tinh. RPM xéc dinh sé vong quay ciia mot dia clng thyc hién trong
mdi phut. Cac dia ctng c6 RPM cang cao, dir liéu s& dugc truy cap nhanh hon. Vi du, néu so sanh hai 6
dia cung vdoi 5400 RPM va 7200 RPM, 6 dia cing 7200 RPM s& c6 kha nang truy cap dir liéu nhanh
hon nhiéu so v&i dia cimg 5400 RPM.

- Sobit trén gidy (bits per second — bps hodc bit/sec): Trong giao tiép dir lidu. Bits per second la s6 do tbc
do truyen dir liéu gitta cac thiét bi trong mot hé thong truyen dir liéu. Bps la s6 bit dugc truyén di hoidc
nhan moi gidy. Poi khi don vi 16n hon dugc st dung dé biéu thi toc do dix liéu cao. Mot kilobit trén giay
(viét tat Kbps hodc kbps) bing 1.000 bps. Mot megabit trén gidy (Mbps) 1 bang 1.000.000 bps hoic

1.000 Kbps.
k = ' ’

bia cung Compact disk Compact Flash Card USB Flash Drive
Hinh 1.6: M6t sd loai bd nhé ngoai
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Chuong 1: Kién thirc co ban vé may tinh va mang may tinh
1.2.1.2.4 Cac thiét bi xuat/ nhap
a. Cac thiét bi nhap

- Ban phim (Keyboard, thiét b nhap chuan): 1a thiét bj nhap dit liéu va cAu Iénh, ban phim mdy vi tinh pho
bién hién nay la mot bang chira 104 phim c6 cac tac dung khac nhau (hinh 1.7).

C6 thé chia 1am 3 nhom phim chinh:

+ Nhém phim danh may: gém cac phim chir, phim sé va phim cac ky tu dic biét (~, |, @, #, $, %,
N&, 2.

+ Nhém phim chirc ning (function keypad): gdm céc phim tir F1 dén F12 va cac phim nhu «— T — 4
(phim di chuyén timg diém), phim PgUp (Ién trang man hinh), PgDn (xudng trang man hinh), Insert
(chén), Delete (xoa) Home (vé dau), End (vé cudi)

+ Nhém phim sé (numeric keypad) nhu NumLock (cho cac ky tu s&), CapsLock (tao cac chit in),
ScrollLock (ché d6 cuén man hinh) thé hién & cac dén chi thi.

+ Nhén phim t6 hop: khi can st dung phim t6 hop, ban can nhin va giit phim t6 hop diéu khién trudc
(Ctrl hodc Alt hodc Shift) sau d6 bAm tiép phim con lai.

+ Tinh trang dén bao sang: Do6i khi ngudi sir dung khong chii ¥ va vo tinh bat cac tinh ning hd tro,
chéng han ché d6 g0 chit hoa, ché do g0 s6, ché do khoa thanh cudn. Céc tinh nang nay, khi bat Ién
¢6 thé 1am cho thao tac ctia nguoi sir dung gip kho khin. Do d6 khi gip diéu la khi g cac phim, hiy
nhin khu vyc dén bdo tinh trang ban phim trudc tién.

/

/" Cacphimchirc nang  Dén trang thai ‘—\Céc phim s6 —
\

B ][j Fi l f2 l £ } fol|oes ‘ fs

> } D) l Fil H F12 J e l T (T J N \nl\
' @ $ & " ( ) |- |t |‘_ | s || Home | PgUp || | Num (| [ A i -
1 |2 |3 7 |8 [9 [0 |- |= |Beckspace L ﬁ‘
k(@ W TIYIUJOPI{D { oo || ma [[pomi | 7 [ 8 || 9 '-.HI
| +
apstock/A (S [D [F (G [H [V [K L Ener el s llsll)
.- A
sgn Z X |[C [V BN M|< > 'i' 55:" f 1213
x Ent
fom | "™ | J -ﬂmm " luealon Y~ Ne 0
| K.V\ \ K ] l \
\ \\ /ﬁ A = / 1 \{
S Nhém phim td hop — = Phim di chuyén

Hinh 1.7: M hinh ban phim

- Chudt (Mouse): 1a thiét bi can thiét phd bién hién nay, nhit 13 cac may tinh chay trong mdi trudng
Windows. Con chudt c6 kich thudc vira nim tay di chuyén trén mot tim phang (mouse pad) theo hudng nao
thi ddu nhay hodc miii tén trén man hinh sé& di chuyén theo hudéng d6 twong tmg voi vi tri cia vién bi hoic
tia sang (optical mouse) ndm dudi bung ciia nd. Mot sé may tinh ¢ con chudt duge gin trén ban phim.

Hién tai c6 2 loai chudt thong dung trén thi truong ddi v6i cac may tinh dé ban d6 1a chudt ding bi va chudt
dung cam bién quang. Cac thanh phin co ban cua chudt mdy tinh nhu hinh 1.8: (1) Nut nhan trai (left
button), (2) Banh xe cudn (Scroll wheel) va (3) Nut nhén phai (right button). Tty theo muc tiéu str dung ma
c6 thé c6 thém nhiéu loai ntit bAm khac duoc bd tri tai cac vi tri khac nhau trén than chuot.

Cam bién quang

< .

Chudt dung bi Chudt guang

WVign bi

Hinh 1.8: C4c loai chuot phé bién va vi tri cac nut chudt
Giéo trinh ing dung CNTT — Co ban
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Chuong 1: Kién thirc co ban vé may tinh va mang may tinh

Cac khai niém thao tiac véi chuft

+

Banh xe cudn (Scroll wheel): cho phép ngudi sir dung di chuyén giita cac muc ndi dung trai dai cua
chwong trinh va ¢6 tinh ning twong ty thanh cuén & mot sd chuong trinh nhw Word, Chrome,...

Tré chudt (Point): tro chudt trén mat phang ma khong nhan nut nao ca.

Nhin chudt (Click): hanh dong nay twong tmg voi viéc nhan nit chudt mét 1an (ap dung cho ca hai
nat trai va phai).

Nhan chudt phai (R_Click): diéu nay tuong Gmg véi viéc kich hoat thuc don ngir canh cta chuong
tr:mh, hé diéu hanh tai d6i tuong/ nhom ddi tuong duogc chon hodc tai ctra sb lam viéc hay man hinh
nén

Nhin kép (D_Click): thao tic nay Gmg v6i viéc ban nhan mot nat chudt 2 1an lién tiép. Nhan kép
chudt duge hé diéu hanh quy dinh tuong duong vdi viée kich hoat chuong trinh hoac tinh nang ctia
chuong trinh.

Luwa chon (Select): Dé 1am viéc v6i mot dbi twong, ngudi st dung can phai lya chon chung, c6 2
kiéu Iwra chon: lwa chon mot ddi twong va lira chon ving chua nhiéu d6i tuwong.

Luwa chon mét di twgng: Nhin chudt trai vao ddi twong can lya chon.

Lya chon ving déi tugng: Nhén chuét trai vao ving chta dbi tuong (diém bét dau nhan phai la
diém nam ngoai, khong chong lap 1én vung dbi tuong), giit nguyén nhan chudt va kéo chudt dén khi
ving lira chon bao phii hét ving can chon va tha chudt. Luc nay vung dugc lya chon sé dugce kich
hoat bang kiéu hién thi khac (khac nhau tiry theo chuong trinh phin mém). Dé lya chon nhiéu ddi
tuong khong lién tiép, can két hop gitr phim Ctrl va nhan chudt vao ddi tuong can chon. Nhan Shift
dong thoi voi sir dung chudt dé chon s& gitp chon nhiéu ddi twong lién tiép trong vung.

Kéo tha (Drag): Hanh dong nay tuong ng voi viée ban nhan chudt trai vao ddi tuong, giir nguyén
chudt va kéo dbi tugng sang mdt khu vuc khac hay dén mot ddi tugng khac. Noi chung tac vu nay
duoc ap dung dé thuc hién nhiéu loai hanh dong khac nhau di chuyén ddi tuong, chon khdi vén ban,

Chu y: Trong Windows céc thao tac dugc thuc hién mac nhién voi nat chudt trai, vi vay dé tranh lap lai, khi
no6i Click (nhan chudt) hodc D_Click (nhan dap chudt) thi dugc ngam hi€u doé 1a ntit chudt trai. Khi nao can
thao tac voi ntt chudt phai s€ mo ta ro rang.

M3y quét hinh (Scanner): 13 thiét bi ding dé nhap van ban hay hinh v&, hinh chup vao méy tinh. Théng
tin nguyén thuy trén gidy s& dugc quét thanh céc tin hiéu s tao thanh cac tip tin anh (image file).

Cén diéu khién (Joystick): 1a mot thiét bi dau vao thuong duoc st dung dé diéu khién trd choi video va
cong nghé hd tro. Joystick bao gdbm mot chan dé, mot tay don (stick) vi mot hay nhiéu nit nhin c6 thé
dugc di chuyén bét ky huéng nao.

Webcam: viét tit cua 'web camera, 1a mot may quay phim ky thuat s6 duogc két ndi véi mot may tinh.

N6 ¢6 thé giri hinh anh tryc t1ep tir bat ctr noi nao né duoc bd tri ti vi tri khac bang phuong thirc Internet.

Nhiéu man hinh may tinh dé ban va may tinh xach tay c6 gin sdn Webcam va micro, tuy nhién, chung
ta c6 thé gin thém mot webcam riéng. Co nhiéu loai Webcam khac nhau. Mot s duoc cam vao may
tinh thong qua céng USB, mot s6 khac 1a khong day (wireless). (hinh 1.9)

May quét (Scanner) Cén diéu khién (Joystick) Webcam
Hinh 1.9: C4c thiét bi nhap ngoai vi
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Chuong 1: Kién thirc co ban vé may tinh va mang may tinh

b. Cic thiét bi xuit
Thiét bi xuét co ban gém cac thiét bi sau: (hinh 1.10)

Man hinh (Screen hay Monitor, thiét bi xuat chuén): dung dé thé hién thong tin cho nguoi sir dung xem.
Théng tin dugc thé hién ra man hinh bang phwong phap anh xa bd nhd (memory mapping), v6i cach
nay man hinh chi viéc doc lién tuc bo nhd va hién thi (display) bét ky thong tin nao hién c6 trong viing
nhé ra man hinh. Man hinh phé bién hién nay trén thi truong la man hinh mau SVGA 157,177, 19” véi
d6 phén giai co thé dat 1280 X 1024 pixel.

May in (Printer): 13 thiét bi xuat dé dua thong tin ra gidy. May in phd bién hién nay 1a loai may in ma
tran diém (dot matrix) loai 24 kim, may in phun muc, may in laser tring den hodc mau.

Tbc d6 ciia mot may in duge do boi cac don vi sau: cps (ky tu trén mdi gidy), LPS (dong trén mbi gidy)
hodic ppm (s6 trang mdi phut)

May chiéu (Projector): chirc nang tuong ty man hinh, thuong dugc sir dung thay cho man hinh trong
cac budi Seminar, bao céo, thuyét trinh, .

Man hinh May in (Printer) May chiéu

Hinh 1.10: Cac thiét bi xut ngoai vi

1.2.1.2.5 Cong (Port)

Mot cong hoat dong nhu mot mach ghep ndi (interface) gitra cac thiét bi ngoai vi ctia hé thong va may tinh,
cho phép trao ddi dir liéu khi ching dugc két ndi. Nhu ban c6 thé thay trén mat sau ciia may tinh xach tay
hién trong hinh 1.11, cong c6 thé c6 hinh dang va kich ¢& khac nhau.

USB ports Modem port
FireWire port or RJ-11 port

DVI port

Speaker port

Monitor port

Parallel port S-video Microphone port

Hinh 1.11: Cac cong thong thudng trén may tinh xach tay

- Cong noi tiép (serial port) va cong song song (parallel port): 1a hai trong s6 cac loai cong xura nhét (hinh
1.12) dugc tim thay trén mot may vi tinh. Cong nbi tiép 1a cong ma nod co thé g01 dir liéu chi mot bit tai mot
thoi diém, vi thé toc do trao dbi dir liéu cham so véi cac cong nghé méi hon. Toc do tdi da ma mot cong ndi
tiép chuan cd thé truyen dir ligu 1a 15 Kbps. Thlet bi chudt va moderm la nhiing vi du cua thlet bi c6 thé sir
dung cong nbi tiép. Cong song song la loai cong ¢co the goi dir liéu trong nhom cac bit, toc do Ién t61 500
Kbps, vi the phuong thtc truyén dir liéu nhanh hon cong ndi tiép. Cac may in cii thudng duge ndi véi may
tinh qua cong song song.

Cong va dau noi noi tiep Cong va dau ndi song song

Hinh 1.12, Cong va dau ndi cua cac cong noi tiep va song song
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Chuong 1: Kién thirc co ban vé may tinh va mang may tinh

- Cong USB (universal serial bus): cong nay c6 thé giao tiép giao tiép voi nhiéu thiét bi ngoai vi khac
nhau. Céng USB ¢4 thé truyén dir liéu & toc d6 cao. Cong USB ban dau, duoc biét nhu USB 1.1, co tbc
d6 c6 thé 12 Mbps. Cac phién ban mai, USB 2.0 (hay con goi la Hi-Speed USB), c6 thé dat tbe do 480
Mbps — gap 40 1an téc do USB 1.1 va hon 400 1an mot cong ndi tiép. Thiét bi str dung cong USB bao
gom ban phim, chudt, may in, may nghe nhac MP3 va PDA, ..., USB 3.0 (con dugc goi la SuperSpeed
USB) ¢6 toc do bing thong t6i da la 5 Gbps (gigabits mdi giay). Tic co thé dat tbe do truyén di lidu 1
640 MBps (MB mbi gidy), nhanh hon gap 10 lin so v6i USB o —

2.0. (hinh 1.13) : —

- Cong FireWire (FireWire port): (hinh 1.14) duoc phat trién lﬂ"“l'
boi1 Apple va con dugce goi 1a IEEE 1394, 1a mdt phuong tién . AR N
truyén t4i dif liu nhanh chéng, FireWire 400 c6 toc @0 truyén  Hinn 1.13: Cong va dau noi USB
dir liéu 400 Mbps, trong khi FireWire 800 méi hon truyén dir
lidu & tec 800 Mbps! Cong nay thudong duge st dung dé két ndi 1
cac thiét bi can chuyén mot lugng 16n dir liéu dén mot may tinh "ﬂ
mdt cach nhanh chong, chang han nhu may anh ky thuét s hodc
may ghi video k¥ thuat sb hodc 6 dia cimg gan ngoai. Cong

FireWire 13 tiéu chuan trén nhidu san phdm ciia Apple, nhung Hinh 1.14: Céng va dau noi
thuong chi dugc tim thay trén Windows PC va cac thiét bi ngoai FireWir
vi cao cap (hinh 1.14)

- Cac cong ndi két mang: (hinh 1. 15) chang han nhu cong “
Ethernet va modem, dugc sur dung dé két ndi may tinh vao  mang .
ndi bo hodc Internet. Mot cong Ethernet, cting dugc biét dén nhu b 4
mot jack RJ-45, twong ty nhu mot jack cam dién thoai chuén, Hinh 1.15: Céng va dau 1;61 nbdi
nhung 16n hon mot chat. Cac cong Ethernet dugc st dung aé két mang

truy cap mang va ciing c6 thé dugc sir dung dé ket nbi voi mot

modem hodgc router dé truy cap Internet. Mot cong modem la cung kich thude va hinh dang nhu mot
jack cim dién thoai va duoc sir dung dé ket nbi modem véi mot hé théng dién thoai, cho phép quay s6
truy cép Internet. Téc do truyén dix licu t6i da d6i v01 mot modem 56 Kbps, trong khi tiéu chuan phd
bién nhét Ethernet, Fast Ethernet, truyén dit liéu véi toc d6 100 Mbps. Tuy nhién, Gigabit Ethernet, kha
ning téc do truyén 1a 1.000 Mbps

1.2.2 Phan mém
1.2.2.1 Khai niém phin mém

Phan clig may tinh bao gdm céc thanh phan vt 1y ctia hé thong. Tuy nhién, chua c6 phan mém, may tinh
s& chi 1a mot tap hop cac bd phan co khi. Phin mém cung cap cac hudng dan cho may tinh phai lam gi. Dé
thuc hién cac nhiém vy khac nhau, may tinh doi hdi mot bo cac huéng dan, goi la chuong trinh. Cac chuong
trinh nay cho phép nguoi ding sir dung may tinh ma khong can k¥ nang lap trinh dic biét. Chung ta khong
thé théy hodc s& duoc phén mém, mic dau ta co thé hién thi duoc chuong trinh trén man hinh. C6 hai loai
phan mém may tinh: phan mém hé théng va phan mém tng dung

1.2.2.2 Phin mém hé thdng (Operating System Software)

Phan mém hé thdng cung cap cac huong dAn ma may tinh can phai thyc hién. N6 chita cac hudng dan can
thiét dé khoi dong may tinh (dugc blet dén nhu qua trinh khoi dong), kiém tra dé dam bao moi thir déu trong
lam viéc tdt, va cho phép ban giao tiép may tinh va thiét bi ngoai vi ctia n6. Phan mém hé thdng bao gém
hai loai chuong trinh chinh: hé diéu hanh (operating system) va cac chuong trinh tién ich (utility programs)

1.2.2.2.1 H@ diéu hanh (operating system)

Hé diéu hanh (OS) 1a mdt chuong trinh may tinh dac biét, n6 c6 mat trén tat ca cac may tinh dé ban hoic
méy tinh xach tay, tir may tinh 16n dén céc thiét bi cam tay thong minh. Cac hé diéu hanh diéu khién cach
nhimg may tinh lam viéc tir khi n6 duoc bat cho dén khi n6 duoc tit. Cac hé didu hanh hé théng quan 1y cac
thanh phan phan cimg khac nhau, bao gdm ca CPU, bo nho, thiét bi luu trit, va cac thiét bi ngoai vi. N6 con
ph01 hop véi cac tmg dung phan mém khac dé cac phan mém nay c6 thé duoc chay. Phan mém hé thong phd
bién hién nay ¢ Viét nam la 3 h¢ diéu hanh chinh: Microsoft Windows, Mac OS, and Linux.

- Phan mém Microsoft Windows: co6 thi phan 16n nhat trong ba hé diéu hanh chinh va duoc tim thiy
trén hau hét cdc may tinh dé ban va may tinh xach tay hi¢n nay. Da c6 rat nhiéu phién ban cua Microsoft
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Windows, bao gém Windows 3.0, Windows 95, Windows 98, Windows ME va Windows Vista,
Windows 7, Windows 8, Windows 10.

- PhiAn mém Mac OS: Mac OS 1a mot hé diéu hanh duoc thiét ké dac bi¢t cho may tinh Macintosh cua
Apple. HE diéu hanh Mac xuét hién twong ty nhu Windows, vi né ciing sir dung mét giao dién d6 hoa.
Trong thyc té, Apple la cong ty dau tién gidi thiéu hé didu hanh giao dién d6 hoa mang tinh thuong mai.
Nhung, vi sy phd bién ap dao cia cac may tinh dua trén Windows, Mac OS ¢6 mot thi phan nho hon
nhiéu. Mot s6 phién ban Mac OS nhu Mac OS X Tiger, MacOS Sierra.

- Pham mém Linux: Linux 12 mot hé diéu hanh thay thé dua trén diéu hanh UNIX, duoc phat trién cho
cac may tinh 16n. Linux 1a mot hé diéu hanh ma ngudn md, c6 nghia 1a n6 khong phai 1a thudc so hiru
clia mot cong ty va mot s6 phién ban c6 sdn mién phi. Mot sb hé diéu hanh Linux phd bién nhu: Ubuntu
Linux, Linux Mint, Arch Linux, Deepin, Fedora, Debian, openSUSE.

1.2.2.2.2 Chuwong trinh ti€n ich (utility programs)

Phan mém hé diéu hanh 1a phan mém quan trong nhat trén may tinh, vi may tinh khong thé hoat dong duoc
khi khong c6 phan mém hé diéu hanh. Tuy nhién, cic chuwong trinh tién ich 1a mot thanh phan quan trong
ctia phan mém hé théng, Chuong trinh tién ich la img dung nho xur ly nhiéu nhiém vu quan trong lién quan
dén viéc quan 1y va bao tri hé théng cua ban. Chuong trinh tién ich co the dugc str dung dé sao luu cac tap
tin quan trong, loai bo céc tap tin hoac cac chuong trinh khong mong mudn tir hé thong cua ban, va lich cac
tac vu khac nhau dé gilr cho h¢ théng cua ban chay mugt. Mot sb céc tién ich dugc bao g6m trong cac hé
diéu hanh, hodc mot sb tién ich co phién ban doc 1ap ma ban co thé mua hodc tai vé mién phi. Vi du, trén
moi trudng Windows. Mot s6 tién ich quan 1y file nhu Win Zip dé nén tap tin, tién ich Aladdin Easy Uninstall
2.0 g& bo cac ung dung khong mong mudn. Céc tién ich chuan doan va bao tri hé thong nhu Task Manager
cua Windows, Norton Ghost, Norton SystemWorks, ...

1.2.2.3 Phin mém ng dung (Application Software)

Phan mém tmg dung rat phong phu va da dang, bao gbm nhing chuong trinh dugce viét ra cho mot hay nhiéu
muc dich tng dung cu thé nhu phan mém soan thao vin ban, phin mém tai chinh, phan tich s liéu, to chirc
hé thong, bao mat thong tin, dd hoa, choi games, ...,

1.2.2.3.1 Phin mém xir Iy viin ban

Phan mém xur 1y van ban duogc st dung dé tao, chinh stra, dinh dang, va luu cac tai liéu cac dinh dang tap tin
van ban khac nhau. Phan mém xir 1y van ban Microsoft Word cho phép ban tao hodc chinh stra van bén, cac
béo céo, mot cach nhanh chéng va dé dang. Tai liéu duoc tao voi phan mém nay ciing c6 thé bao gém dod
hoa, biéu dd, va céc yéu t& d6 hoa khac. Microsoft Word, Lotus L&i Pro, va Corel WordPerfect 1a nhitng vi
du cua cac chuong trinh xtr 1y vin ban. Mot s phan mém xu 1y van ban méd ngudén mé nhu LibreOffice
Writer, OpenOffice Writer.

1.2.2.3.2 Phin mém bang tinh

Phan mém bang tinh cho phép ban thue hién cac tinh toan va cac tac vu toan hoc khac. Tuong ty nhu cac tai
lidu dugc str dung boi cac ké toan, bang tinh chira dir liéu nhdp vao trong cac ¢t va cac hang va cho phep
ban thuc hién cac phép tinh, phan tich, tao biéu do va d6 thi. Mot tién ich quan trong ctia phan mém bang
tinh 14 kha nang tinh toan lai bang tinh ma khong can ngudi dung can thiép. Khi dir liéu dugc sir dung trong
mot phép tinh hodc stra cong thirc dugc thay doi, phan mém bang tinh tw dong cap nhat cac bang tinh voi két
qua dung. Microsoft Excel, Lotus 1-2-3, va Corel Quattro Pro la nhiing vi du cua cac chuong trinh bang
tinh. Mot s6 phan mém xt 1y vin ban ma ngudén mé nhu LibreOffice Calc, OpenOffice Calc.

1.2.2.3.3 Phin mém co s dir liéu

Co s¢ dir ligu dugc str dung dé Tuu trir va to chirc mot luong 16n dit liéu. Thong thuong, phén mém co s dix
lidu c6 thé duge s dung dé quan 1y céc loai thong tin khac nhau nhu hang tdn kho, lich sir dat hang, va lap
hoéa don. Co s¢ dir li¢u giup ban nhap, luu trir, sép xép, loc, léy, va tom tit cac thong tin va sau do tao ra cac
bao cdo c6 y nghia. Chuong trinh co sé dit liéu phd bién nhu Microsoft Access, Lotus Approach, va Corel
Paradox.

1.2.2.3.4 Phin mém trinh chiéu

Phan mém nay dugc st dung dé tao cac bai thuyét trinh dd hoa, duoc goi la slide show, n6 co thé dugc chiéu
16n bang phuong tién nhu may chiéu hodc hién thi trén Web. Phan mém trinh chiéu ciing dugc sir dung dé
tao ra cac tai liéu phan phat cho khan gia (handout), nhiing ghi cha cho nguoi thuyét trinh va cac tai liéu
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khac c6 thé duoc sir dung trong mot bai thuyét trinh. Microsoft PowerPoint, Lotus Freelance Graphics, va
Corel Presentations la nhirng vi du ctia cac chuong trinh phan mém trinh chiéu. Mét s6 phan mém trinh chiéu
ma nguon mé nhu LibreOffice Impress, OpenOffice Impress.

1.2.2.3.5 Phan mém thwong mai

Phan mém thwong mai 13 bt ctr phan mém hodc chuong trinh dugc thiét ké va phat trién cho viée cap phép
hoac ban cho nguoi dung cudi hodc phuc vu muyc dich thuong mai. Phan mém thwong mai da ting dugc coi
la phan mém thudc quyén s hitu, nhung hién nay mét s6 ing dung phan mém mién phi va ma ngudén mé
duoc cap phép hoac ban cho nguoi dung cu01 Cac san pham cua Microsoft nhur cac hé diéu hanh Windows
va MS Office 1a mot trong nhitng vi du ndi tiéng nhat ctia phan mém thuong mai.

Hau hét cac chuong trinh phan mém thuong mai yéu cau ngudi sir dung dang ky chuong trinh dé cong ty c6
thé theo ddi nguoi ding dwoc iy quyén. Mot sé chuwong trinh phan mém thwong mai, chiang han nhu cac
phién ban méi hon cua chuong trinh Microsoft va Adobe, yéu cau ngudi dung ding ky cac chuong trinh dé
tiép tuc sir dung sau thoi gian dung thir (trial).

Trong khi hau hét cac chuong trinh phén mém thuong mai dugc ban thuong chira trong dia CD hoac DVD
va di kém trong mot hop vat 1y, nhiéu phan mem thuong mai ngay nay c6 san bang cach tai vé tir trang web
ctia cong ty. Nguoi dung tra tién cho phan mém tryuc tiép trén website va tai nd vao mdy tinh caa minh.

Mot cach phd bién khac cua viéc mua phan mém thwong mai tryc tuyén chi don gian 1a tra tién cho mot khoa
dang ky (registration key), & mé ra céc tinh ning cia mot chuong trinh phan mém chia sé (shareware) dé
thanh phién ban thuong mai. Shareware ciing 1a mién phi dé sir dung, nhung thuong han ché tinh niang ciia
chuong trinh hodc s luong thoi gian cac phan mém c6 thé duoc sir dung.

1.2.2.3.6 Phin mém ngudn mé

Phan mém ngudn mé 13 phan mém véi ma ngudn ma ai ciing c¢6 thé sir dung, nghién ciru va dic biét la sua
d6i va nang cao. Bat ctr ai cling ¢o the sir dung chuong trinh cho muc dich nao do; khong c6 1¢ phi cap gidy
phép hodc han ché khac vé phan mém. Cac nha phat trién phan mém tai ciing mot thoi diém uy quyén hop
phap cho bat ky stra d6i va ho phén phdi nguon cua phan mém dé dua cac nha phat trién khac trong mot diéu
kién dé dang chinh stra no. Co diéu kién giay phép gan lién voi phan mém mién phi nay, vi du ban khong ty
thé ban no va neu ban thay d6i ma nguon va cho ra phién ban m&i, phién ban ctia ban phai mién phi. Vi du
phan mém ngudén mé dién hinh nhét 1 hé diéu hanh Linux.

1.2.3 Hiéu ning may tinh

Nhin chung, hiéu nang cua may tinh phu thugc vao cac thiét bi hoat dong v6i nhau. Néu chung ta nang cap
mot phan thiét bi cta may tinh trong khi de lai phan khac 16i thoi thi s& khong cai thién hiéu ning. Cac yéu
t6 anh huong dén hiéu suat may tinh bao gdm téc do cua b xur Iy trung tdm (CPU), dung lugng va toe bd
nhd RAM, tdc do dia climg va card do hoa (graphic card)

- Téc dd ciia bd xir Iy trung tim (CPU): téc 46 CPU c6 lién hé véi tan s dong hd 1am viée ctia no (tinh
bang cac don vi nhu MHz, GHz, v.v..). i véi cac CPU cung loai, tin s6 nay cao hon ciing c6 nghia 1a
tde do xur 1y cao hon. Ddi voi CPU khac loai, diéu nay chua chic da dtng. Vi du: CPU Intel Core 2 Duo
c6 tan s6 2,6 GHz c6 thé xir 1i nhanh hon CPU Intel Pentium 4 ¢6 tan s6 3,4 GHz. Téc d6 CPU con phu
thudc vao by nh¢ dém - bo nhé dung dé Ivu cac 1énh/dix liéu thuong dung hay c6 kha nang sé dugc dung
trong twong lai gan, giup giam bot thoi gian chd doi ctia CPU. Vi du: Intel Core 2 Duo str dung chung
cache L2 (shared cache, L1 c6 ving bd nhé dém 128 KB, L2 1a 256-512KB) gitp cho tde do xur 1y cua
hé théng hai nhan méi nay cao hon so v6i hé théng hai nhan thé hé thir nhat (Intel Pentium D) v6i moi
nhan tirng bd nhd dém L2 riéng biét.

- Dung lwgng va tbc bd nhé RAM: dung lugng va tdc d6 ciia bo nhd RAM trong méy tinh ctia ban tao
su khac biét rt 16n cach thue hién may tinh cua ban. Néu ban dang ) géng dé chay Windows XP voi
64 MB bo nhé RAM thi c6 1& n6 khong 1am viéc. Khi cac may tinh st dung hét tit ca dung luong RAM
c6 san, may tinh bat dau sir dung 6 ctng dé lam bd nh¢ do. Viée chuyén déi dir liéu gitta RAM va b
nhé 4o (bd nhé 6 dia cing) lam chdm may tinh xubng dang ké. Pic biét 1a khi cb ging tai cac tng dung
hay tép tin. Ngoai ra téc d6 ctia bo nhd RAM ciia ban c6 thé bi anh huong. Téc do binh thuong cua bo
nhé RAM trong hau hét cac may tinh hién nay 1a PC100 (100MHz). Piéu nay chay t6t cho hau hét cac
g dung. Cac may cao cap c6 thé dugc sir dung DDR (double data rate - tc do dir liéu kép) RAM. N6
moi hon va dit tién hon, nhung chay nhanh hon déng ké (266MHz).
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- Toc d¢ dia cirng (disk speed): yéu td lon nhit trong hoat dong ciia may tinh cta ban la téc do dia ctng,
tdc do cac 6 dia cting co thé tim, doc, Vlet va chuyén dir liéu s& 1am cho mdt khac biét 1on trong cach
mAy tinh cua ban thuc hién. Hiu hét cac 6 cimg ngdy nay quay tai 7.200 rpm, may tinh xach tay van
quay tai 5.200 rpm, d6 la mot trong nhing 1y do may tinh xach tay thuong xuat hién cham chap voi mot
may tinh dé ban tuong duong. Dung lugng cua o dia cing cua ban dong mét vai trod trong hiéu nang cua
mot may tinh. Mién 13 ban c6 du khong gian trong cho bd nhé 4o va giit cho dia chéng phan manh may
tinh s& thuc hién ciing khong c6 van dé gi kich thudc.

- Tée do card do hoa: néu ban chay céc tro choi 3-D hodc cac chuong trinh chinh stra video, tdc do card
do hoa cia ban c6 thé trdé nén quan trong anh huong hi¢u nang ciia may tinh. Card do hoa gitp véi hiéu
suat cua may tinh bang cach nhan trach nhi¢ém xtr 1y d6 hoa 3D va cac nhiém vu phuc tap khac.

1.3 Mang may tinh va truyén thong
1.3.1 Khai niém mang may tinh

Mot mang may tinh la mot hé théng trong do nhiéu may tinh duoc két ndi v6i nhau dé chia sé thong tin va
nguodn tai nguyén. Khi cac may tinh dugc ndi trong mot mang, moi nguoi co thé chia sé tap tin va thiét bi
ngoai vi nhu modem, may in, bang dia sao luu, hodc 6 6 dia CD-ROM. Khi cac mang duogc ndi véi Internet,
nguoi dung c6 thé giri e-mail, tién hanh hoi nghi video trong thoi gian thue voi nhimg nguoi dung khac tir
xa. ..., cho phép chia sé cac chuong trinh phan mém hodc diéu hanh trén hé thong tir xa.

Mang c6 thé duoc cau hinh theo nhiu cach. C6 hai loai chinh: Mang ngang hang (peer to peer - P2P) va
mang may khach - may chu (client - server).

Mang ngang hang: phd bién nhét dugc tim thay trong co quan va doanh nghiép nho. Trong mot mang ngang
hang, mdi nut (node) trén mang cé thé giao tiép v6i tat ca cac nat khac. Mot nit (node) co thé 1a mot may
tinh, may in, may quét, modem, hoic bat ky thiét bi ngoai vi khac co thé duoc két ndi v6i mot may tinh.
Mang ngang hang 13 twong dbi d& dang thiét 1ap, nhung c6 xu hudng 1a kha nho.

Mang May khach — May cha: thuong c6 hai loai may tinh khac nhau. Cac may chu la may tinh cung cap
ngudn tai nguyén cia nd, thuong dugce 1ap trinh dé cho doi cho dén khi mot ngudi nao do yéu cau tai nguyén
ctia nd. Cac khach hang 1a may tinh trong d6 sir dung cic ngudn tai nguyén va giri mot yéu cau dén may chi
dang cho doi. (hinh 1.16)

Client

Client
Client

Ethernet

Printer

Hinh 1.16: mang Client — Server

- Cac may khach (client) 1a cac may tinh dugc sir dung may tram (workstation) dé viét thu, giri e-mail,
héa don, hodc thuc hién bt ky nhiéu nhiém vu. Céc may khach 1a mot trong cac may ma hau hét nguoi
ding twong tac truc tiép véi no,

- Cac may tinh server thuong duoc gitr & mot noi an toan va dugce str dung dé quan ly tai nguyén mang.
Néu mot may chu duoc phan cong giai quyét chi c6 nhiém vu cu the n6 duoc biét dén nhu mot may cha
chuyén dung. Vi du, mot may chit Web duogc sir dung dé cung cip cac trang Web, mot may chu tap tin
duge sir dung. dé luu trir va kho luu trir tép tin, va mot may chu in quan ly cac ngudn tai nguyén in an
cho mang. Mdi trong s6 ndy 13 mét may chu chuyén dung. M6 hinh mang client — server thudng dugc
sir dung khi sb nut (node) dugc ndi két trong mé hinh vuot qué 10.
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1.3.2 Mang cuc bo (LAN) va mang dién rong (WAN)

Mang cuc b (local area network - LAN): 1a mang thuong gii han trong mot khu vuc dia 1y, chang han
nhu mot tdoa nha don 1¢ hodc mot truong dai hoc (hinh 1.17). Mang LAN c6 thé phuc vu vai nguoi st
dung (vi duy, trong mdt mang ludi van phong nhd) hodc vai tram nguoi st dung trong mdt van phong
16n hon. mang LAN bao gdm cap, switch, router va cac thanh phan khac cho phép ngudi ding két ndi
dén cac may chu ndi bo, cac trang web va cac mang LAN khéc théng qua cac mang dién rong (wide
area network - WAN).

Local Area
Network I
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- l.‘..!rm.n_g
P‘I’I"H’r Consoes
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cempurer-preseeking suooeTEcoE

Hinh 1.17: Mang LAN

Mang dién rong (Wide Area Network — WAN): mot mang dién rong (WAN) la mang ton tai trén mot
khu vyc vung dia 1y 16n thuong cho qudc gia hay ca luc dia, pham vi vai trim cho dén vai ngan km (hinh
1.18). Mang WAN két ndi cac mang LAN khéac nhau va dugc st dung cho cac khu vuc dia 1y rong l6n
hon. Mang WAN tuong tu nhu mot hé théng ngan hang, noi hang trim chi nhanh & cac thanh phd, qudc
gia khac nhau dugc két n6i v4i nhau dé chia sé dit liéu cta ho.
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Hinh 1.18: Mang WAN

Internet: 1a mot lién két cac mang trén pham vi toan thé gidi. Vi su gia ting nhanh chong nhu cau két
nbi, Internet da tré thanh mot xa 19 thong tin lién lac cho hang triéu nguoi str dung. Internet ban dau
duoc han ché cho céac t6 chirc quan sy va hoc tap, ngay nay Internet c6 hang ty trang web dugc tao ra
boi con ngudi va cac cong ty tir khap noi trén thé gi6i. Internet cling c6 hang ngan dich vu giap cho
cudc sdng thuan tién hon. Vi du, nhiéu to chuc tai chinh cung cap cho ngan hang truc tuyén cho phép
nguoi ding quan 1y va xem tai khoan tryc tuyén cta ho.

Mang ndi b (Intranet): 13 mot mang riéng trong mot doanh nghiép, mot to chirc. N6 c6 thé bao gdbm
nhiéu mang cuc bé lién két véi nhau. Thong thuong, mot mang ndi bo bao gdm cic két ndi thong qua
mot hodic nhiéu cong (gateway) may tinh lién két Internet bén ngoai. Muc dich chinh cia mot mang nodi
b 13 dé chia sé thong tin cong ty va cic tai nguyén may tinh giita cic nhan vién. Mot mang ndi bd ciing
6 thé duoc st dung dé tao diéu kién lam viéc theo nhom va hoi nghi tur xa.
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- Mang extranet: mot extranet 1a gidng nhu mot mang nodi bd, nhung cung cap truy cap dugc kiém soat
tir bén ngoai d6i véi khach hang, cic nha cung cip, dbi tac, hoic nhitng ngudi khac bén ngoai. Extranet
1a phan mé rong, hodc cac phan doan ciia mang intranet tw nhan dugc xay dung boi cac doanh nghiép
dé chia sé thong tin va thuong mai dién ti.

1.3.3 Cac phwong ti¢n truyén din

Phuong tién truyén thong dé cap dén cac phuong thirc cung cp va nhan dit liéu hodc théng tin. Trong mang
may tinh, c6 hai phuong thirc truyén thong: co day va khong day. Phuong tién truyén thong c6 day dé cap
dén céc loai cap két ndi mdy tinh v&i nhau. C6 rat nhiéu loai khac nhau nhu cap xoan doi (twisted-pair cable),
cap dong truc (coaxial cable), cap quang (fiber optics). Phuong thirc khong day gdm céc phuong thirc truyén
dan nhu séng vo tuyén (radio wave), song vi ba (microwaves), vé tinh (communication satellites).

Khi dé cap dén mot két ndi dit lieu, bang thong, tde do truyen thong, hoac tde do két ndi 1a tong tde do truyén
toi da cia mdt cap mang hoac thiét bi. V€ co ban, nd 1a mot phép do dir li€u co6 thé dugc guri qua mot két ndi
c6 day hodc khong day nhanh nhu thé nao, thuong toc d¢ do bang bit trén gidy (bps).

1.3.3.1 Cac phuong tién truyén din cé day
1.3.3.1.1 Cép xoin ddi (twisted-pair cable)

Cap xoan doi 13 loai cap phd bién nhat duoc st dung trong cac mang may tinh. N6 1a dang tin cdy, linh hoat
va hiéu qua chi phi. Cap xodn d6i gdbm nhiéu cip ddy ddng xoan lai v6i nhau nham chéng phat xa nhidu dién
ttr. C6 hai loai cap xodn doi duoc str dung rong rdi trong LAN 1a: loai c6 v6 boc chéng nhiéu (Shielded
Twisted Pair - STP) va loai khong c6 vo boc chéng nhidu (Unshielded Twisted Pair - UTP).

- Cap xoin ddi ¢6 v6 boc chéng nhiéu STP (Shielded Twisted Pair): gdm nhiéu cap xodn dugc phu bén
ngoai mot 16p vo 1am bang day ddng bén lai v6i nhau. Lép vo nay co tac dung chdng nhidu cam tng tir
(electromagnetic interference — EMI) tir ngoai va chdng phat xa nhiéu bén trong. Cap nay chi phi dat
tién hon cap khong vo boc chéng nhidu, toc do truyén co thé 500Mbps.

- - Cap xoan ddi khong c¢6 vé boc chong nhiéu (Unshielded Twisted Pair — UTP): gdm nhiéu cdp xodn
nhu cap STP nhung khong c6 16p vo dong chéng nhidu. Do gia thanh ré
nén da nhanh chong tré thanh loai cap mang cuc b dugc uu chudng nhat.
Khong c6 vo boc chéng nhiéu nén dé bi nhidu khi dit gan cac thiét bi va
cap khac do d6 théng thuong dung dé di day trong nha. Téc d6 truyén tuy
thudc vao loai cap va c6 thé truyén 100 Mbps.

Cap xo0dn doi thuong duge sir dung nhit 1a cap Ethernet trén cac mang c6 diy
va két ndi cac thiét bi trén mang cuc bd nhu may tinh, thiét bi dinh tuyén
(router), va chuyén mach (switche). Toc do cap Ethernet tuy vao loai nhu: Cap
loai 5 (Category 5 cable - cat 5) cap Fast Ethernet c6 tdc d6 100 Mbps, Gigabit
Ethernet c6 toc do 1000 Mbps. Cap loai 6 (Category 6 cable -cat 6) co thé truyén tdc d6 10 Gbps (hinh 1.19).
Bang dudi day tom tit chuan mang Ethernet theo chuan IEEE 802.3 (Institute of Electrical and Electronics
Engineers) va cap xoan doi twong thich

Hinh 1.19: Cép xoén d6i

Tén Chuan IEEE | Tbc do Céc loai truyén tai Khoang cach toi da

Ethernet 802.3 10 Mbps Cap: UTP cat 3;
10Base-T 100 meters

Fast Ethernet/ 802.3u 100 Mbps | Cap: UTP cat 5;

100Base-T 100Base-TX 100 meters
100Base-FX 2000 meters

Gigabit Ethernet/ | 802.3z 1000 Mbps | Cap: UTP cat 5/5¢/6;

GigE 1000Base-T 100 meters
1000Base-SX 275/550 meters
1000Base-LX 550/5000 meters

10 Gigabit IEEE 802.3ae | 10 Gbps Cap: UTP cat 6;

Ethernet 10GBase-SR 300 meters
10GBase-LX4 300m MMF/ 10km SMF
10GBase-LR/ER 10km/40km
10GBase-SW/LW/EW | 300m/10km/40km
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1.3.3.1.2 Cap ddng truc (coaxial cable)

Cap dong truc dugc sir dung trong cac mang may tinh va trong viéc truyén tai
video, thong tin lién lac, va 4m thanh. Cap dong truc bao gdm mot 15i day
déng nam chinh gitra dé truyén tin hi€éu va dugc boc lai bdi mot 16p dién moi
khong dan dién, chung quanh quén thém mot 16p kim loai, ngoai cung lai méot
16p phti nhua. Hai loai dong truc duoc st dung trong mang: cap dong truc
mong, con dugc goi 1a Thinnet va cap dong truc day, con dugc goi 1a Thicknet. : .
(hinh 1.20) Hinh 1.20: Cap dong truc

- Cap dong truc thinnet: 13 cap dong truc duong kinh 0,64 cm (0,25 inch). Cap ddng truc thinnet c6 thé
truyén mot tin hiéu cho mot khoang cach lén dén khoang 185 mét va toc do dat 10Mbps

- Cap dong truc thicknet: 13 cap dong truc duong kinh 1,27 cm. Cap ddng truc thicknet ¢ thé truyén
mot tin hi¢u cho mdt khoang cach 1én dén khoang 500 mét va td do dat 10Mbps

1.3.3.1.3 Cap quang (fiber optics)

Cap quang bao gdm mot hodc nhiéu soi thiy tinh, méng hon mét soi toc
nguoi duge bao trong mot vo boc cach dién. Cap quang dugc su dung dé
gui du ligu bang xung anh sang. Trung tdm cua moi sgi dugc goi la "161 -
core" cung cap duong cho anh sang di chuyen va dugc bao quanh boi mot
16p thuy tinh goi 14 "vo boc" dé phan chiéu 4nh sang phia trong tranh mét
tin hi¢u va cho phép anh sang di qua khiic cua trong cap. Cap sgi quang
mang tin hiéu giao tiép st dung xung anh sang duoc tao ra boi laser nho
hodc dibt phat sang (light-emitting diodes - LED). Cac loai cap duoc thiét
ké voi khoang cach nbi két dai, hiéu suit trao dit liéu rat cao. Chiing hd trg Hinh 1.21: cap quang
nhiéu hé thdng Internet, truyén hinh cap va dién thoai cua thé giéi. Cap

quang c¢0 hai loai chinh: sgi don mode (single mode fiber) va da mode (multi mode fiber). (hinh 1.21)

- So¢i don mode (single mode fiber): c6 dudng kinh 13i nho (9 pm - micrometer), khoang cach c6 thé hd
trg tir 2 dén 10000 mét va sir dung ngudn phat laser truyén tia sang

- Sg¢i da mode (multi mode fiber): c6 duong kinh 161 16n (50 pm hodc 62.5 pm), khoang cach co thé dat
t61 550 m. Va st dung didt phat sang hodc laser dé truyén tia sang

Cép quang cung cip nhiéu loi thé hon cap dong truyén thong bao gom:

- Dung lugng cao: s6 luong bang ‘thong mang cap quang co thé mang theo d& dang vuot trdi so véi mot
cap dong véi 40 dai tuong tuy. Téc d6 cap quang c6 thé 10 Gbps, 40 Gbps va tham chi 13 100 Gbps.

- Pham vi truyén dai: 4nh sang c6 thé di chuyén khoang cach xa ma khong suy giam tin hiéu.

- [t bi nhiu - cap mang truyén thong doi hoi vo boc dic biét dé bao vé nd khoi nhiéu dién tir. Lop vo boc
nay khong du ngan khi cac cap budc lai v6i nhau & khoang cach gan. Cac tinh chat vat 1y caa day cap
quang tranh hau hét cac van dé nay.

Mic du cap quang c6 nhiéu thuan loi, nhung van khong duoc sir dung phd bién cap xodn doi. Viée lap dit
cap quang kho khin, thuong doi hoi ky thuét vién cé tay nghé véi cac cong cu chuyén nganh va chi phi cao.
Mot nhuge diém tim 4n cua viéc thuc hién cap quang la chi phi trang bi thém céc thiét bi mang hién c6. Cap
quang khong twong thich véi hau hét cac thiét bi mang dién tir. Pidu nay c6 nghia ring ban phai mua cap
quang thich hgp phan cling mang.

1.3.3.2 Cac phwong tién truyén din khong day

- Truyén thong khong day 1a truyén thong tin gitra hai hodc nhiéu diém khong duoc ndi véi nhau bang
mot day dan dién. Phuong tién truyén thong truyén dan khong day gui tin hiéu thong tin lién lac bing
cach str dung song vo tuyén (wave radio), song vi ba (microwaves), vé tinh (satellites), va cac tin hiéu
hdng ngoai (infrared signals)

- Séng vé tuyén (wave radio): 1a cong nghé khong day phd bién nhat sir dung radio. Véi song radio
khoang cach c6 thé ngin, ching han nhu mot vai mét cho truyén hinh hay nhu xa nhu hang ngan hoic
tham chi hang tri€u km cho khong gian truyén thong radio.

- Tin hiéu hong ngoai (infrared signals): la mot phuong tién truyen thong truyén dan khong day. No
gui tin hi¢u bang cach sir dung séng anh sang hong ngoai. Truyén hong ngoai doi hoi thiét bi gui va
thiét nhan phai phu hop, khong c6 gi can tré duong di ctia séng anh sang hong ngoai.
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- Soéng vi ba (microwaves): ddy 1a nhitng séng vo tuyén cung cap mot tin hiéu truyén dan toc do cao tir
mot tram vi soéng td1 mot tram vi song khac. Céac tram vi song thuong duogc dat trén dinh cta toa nha,
thap hodc nui. Tin hiéu vi song phai dugc truyén nhu dudng thing, khong bi cac vat can giita cac anten
vi song.

- V@ tinh (satellites): 1a mot tram khong gian nhan duoc tin hi€u song ngén (microwave) hodc tan sd vo
tuyén dién tir mot tram trén mat dat, khuéch dai céc tin hi¢u va phat song tin hi€u trd lai trén mdt di¢n
tich rong t61 cac tram trén mat dat. Sy truyen tir trai dat dén mot vé tinh dugc goi 1a mét duong Ién; Sy
truyén tur mot vé tinh t6i mot tram mat dat duogc goi la mot duong xubng. Dé tranh nhiéu tin hiéu, céc to
chire quéc té quy dinh cac day tan sé cho cac t6 chic ndo d6 duge phép sir dung.

1.3.4 Cac thiét bi lién két mang

C6 rat nhiéu thiét bi mang khac nhau, mdi thiét bi c6 mot dac diém va vai tro riéng, sau day 1a mot s6 thiét
bi ndi két mang thong dung nhu Repeater, Bridge, Router, Gateway Hub va Switch

1.3.4.1 B9 tiép sirc - Repeater

Repeater 14 loai thiét bi phan cing don gian nhat trong cac thiét bi lién két mang, né duoc hoat dong trong
tang vat 1y cia mo hinh hé théng mé OSI (hinh 1.22). Repeater ding dé ndi 2 mang gidng nhau hodc cac
phﬁn mot mang cung cd mot nghi thirc va mot cAu hinh. Khi Repeater nhan dugc mdt tin hi€u tir mot phia
ctia mang thi no s& phat tiép vao phia kia ciia mang (hinh 1.23)

Hé thong A Hé théng B
Giao thirc tang 7
T APPLICATIOMN o o - Tng dung T
6 PRESEMTATION Gl thae Ting G Trinh dién 5
o — = = = = = = - — e m e m e m === -
5 SEsSSION Crlmy thoe e Phién s
o e -—
4 TRANSPORT e, Giao van 4
- — — — — — — — — — —— —— — — — — — — — — —
3 NETWORK Giao thirc tang 3 Mang 3
o — = = = = = = - . m = m = m e — == -
Giao thirc tang 2 s e e
2 DATA LINK e P Lén k&t dir héu 2
Giao thirc tang 1 _ )
1 PHYSICAL RS s S - Vat Iy 1

Hinh 1.22: M6 hinh OSI

Printer

Client
Thinnet

Repeater

___—— Thicknet

Client
Client

Hinh 1.23: M6 hinh lién két mang ctia Repeater

Repeater khong c6 xur 1y tin hi€u ma né chi loai bé céc tin hiéu méo, nhiéu, khuéch dai tin hiéu d3 bi suy hao
(vi da duoc phat voi khoang cach xa) va khoi phuc lai tin hi¢u ban dau. Viéc sir dung Repeater da lam tang
thém chiéu dai cua mang.

Hién nay c6 hai loai Repeater dang dugc sir dung la Repeater dién va Repeater dién quang.

- Repeater dién ndi véi duong day dién ¢ ca hai phia ciia nd, n6 nhan tin hi€u dién tir mét phia va phat lai
vé phia kia. Khi mot mang str dung Repeater dién dé ndi cac phan ctia mang lai thi c6 thé 1am ting khoang
cach cia mang, nhung khoang cach d6 luén bi han ché bai mot khoang cach tdi da do do tré cua tin hiéu.
Vi du voi mang sir dung cap dong truc 50 thi khoang cach tbi da 1a 2.8 km, khoang cach d6 khong thé
kéo thém cho du st dung thém Repeater.

- Repeater dién quang lién két véi mot dau cap quang va mot dau 1a cap dién, nd chuyén mét tin hiéu dién
tir cap dién ra tin hiéu quang dé phat trén cap quang va nguoc lai. Viéc sir dung Repeater dién quang
cling 1am ting thém chiéu dai cia mang.
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1.3.4.2 Ciu nbi - Bridge

Bridge 1a mot thiét bj co xur Iy dung dé ndi hai mang gidng nhau hodc khac nhau, n6 c6 thé duoc dung voi
cac mang c6 cac giao thire khac nhau. Cau ndi hoat dong trén tang lién két dir liéu nén khong nhu bd tiép
strc phai phat lai tit ca nhitng gi né nhan dugc thi cau ndi doc dugc cac goi tin cia tang lién két dir liéu trong
mo hinh OSI va xir 1y chung trude khi quyét dinh c¢6 chuyén di hay khong.

Khi nhan dugc cac goi tin Bridge chon loc va chi chuyén nhitng géi tin ma né thy can thiét. Piéu nay lam
cho Bridge trd nén c6 ich khi néi mot vai mang voi nhau va cho phép né hoat dong mot cach mém déo. Khi
c6 mot gbi tin tir mot may tinh thudc mang nay chuyén t6i mot may tinh thudc mang khac, Bridge sé& sao
chép lai goi tin va va gui né téi mang dich hinh 1.24

Collision Domain

B =

Computer§ Computer
T
TO0an C
Misihy : AN — |
"‘-u,[" Al /ﬂ
Bridge
Computer!  Computer2 Computer Computerd
CollisionDomain CollisionDomain

Hinh 1.24: M6 hinh lién két mang cua Bridge
1.3.4.3 B{ tim duomng — Router

Router 1a mot thiét bi hoat dong trén ting mang, no co thé tim duoc duong di t6t nhat cho cac géi tin qua
nhiéu két n01 dé di tir tram giri thudc mang dau dén tram nhan thuoc mang cudi. Router ¢ thé duoc sir dung
trong viéc ndi nhiéu mang voi nhau va cho phép cac géi tin co thé di theo nhiéu dudng khac nhau dé t6i dich
(hinh 1.25).

Khac véi Bridge hoat dong trén ting lién két dir liéu nén Bridge phai xur ly moi goi tin trén duong truyén thi
Router co dia chi riéng biét va n6 chi tiép nhan va xir 1y cac g0i tin guri dén n6 ma thoi. Khi mot tram mudn
gui goi tin qua Router thi n6 phai gui goi tin voi dia chi tryc tiép cua Router (Trong 801 tin do phai chira cac
thong tin khac vé dich dén) va khi goi tin dén Router thi Router méi xur 1y va gt tiép.

Khi xtr ly mot goi tin Router phai tim dugc duong di cua goi tin qua mang. Dé lam duoc diéu do Router phai
tim dwoc duong di tot nhat trong mang dua trén cac thong tin n6 ¢ vé mang, thong thuong trén mdi Router
c6 mot bang chi dudng (Router table). Dua trén dit liéu vé Router gan d6 va cac mang trong lién mang,
Router tinh dugc bang chi duong (Router table) tdi wu dya trén mot thuét toan xéac dinh trudc.

Wireless
Access
. Point

AN A

Router

Squeezebox NAS Coputer PDA Laptop Squeezebox

Hinh 1.25: M6 hinh lién két mang cua Router
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1.3.4.4 Cong ndi — Gateway

Gateway cho phép ndi ghép hai mang ding giao thire khac nhau. Vi du: mang st dung giao thtc IP v6i mang
su dung giao thirc IPX, Novell, DECnet, SNA... Qua Gateway, cac mdy tinh trong cac mang str dung cac
giao thuc khac nhau c6 thé dé dang két no1 dugc voi nhau.

Gateway khong chi phan biét cac giao thirc ma con con co thé phan biét ing dung nhu cach ban chuyén thu
dién tr tr mang nay sang mang khac, chuyén déi mot phién lam vi¢c tur xa... (hinh 1.26)

172 16.10.0/24 ! | 172.16.100.0/22
Local Area Natwork . i Azure Virtual Networlk

i 172.16.101.0/24 172.16.00.0,/24
v Catowaysubnet Serverfubnet

172.16.10.0/24

Hinh 1.26: M6 hinh lién két mang ctia Gateway
1.3.4.5 B9 tap trung — Hub

Hub dugc coi 1a mot Repeater c6 nhiéu cong. Mot Hub c6 tir 4 dén 24 cong va c6 thé con nhiéu hon. Trong
phan 16n cac truong hop, Hub duogc str dung trong cac mang 10BASE-T hay 100BASE-T. Khi cdu hinh
mang la hinh sao (Star topology), Hub dong vai tro 1a trung tdm ctia mang. V61 mot Hub, khi thong tin vao
ttr mot cong va s& duoc dwa dén tat ca cac cong khac (hinh 1.27)

Co 2 loai Hub thong dung 14 Active Hub va Smart Hub:

- Active Hub 1a loai Hub duoc dung phd bién, duoc st dung dé khuéch dai tin hiéu dén va lap tin hiéu ra
tai nhiing céng con lai, dam bao murc tin hiéu can thiét.

- Smart Hub (Intelligent Hub) c6 chirc nang tuong tu nhu Active Hub, nhung c6 tich hop thém chip cé
kha ning tu dong do 16i (tim va phat hién 1i trén mang)

Destination - C

: N ETIéIEA"l-_...-;u.m" :_
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t ' { "
& j ~& }
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Hinh 1.27: M6 hinh lién két mang cua Hub
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1.3.4.6 B® chuyén mach — Switch

Switch déi khi duoc mo ta nhu 1a mot Bridge c6 nhiéu cong. Trong khi mot Bridge chi ¢6 2 cong dé lién két
duogc 2 segment mang véi nhau, thi Switch lai c6 kha nang két ndi duoc nhiéu segment lai voi nhau tuy thudc
vao sb cong (port) trén Switch. Ciing giéng nhu Bridge, Switch ciing “hoc” thong tin ctia mang thong qua
cac gbi tin (packet) ma né nhan duoc tir cdc may trong mang. Switch st dung cac thong tin ndy dé xdy dung
1én bang Switch, bang nay cung cip théng tin gitip cac goi thong tin dén ding dia chi. (hinh 1.28)

Ngay nay, trong cac giao tiép dir liéu, Switch thudng c6 2 chirc nang chinh la chuyen cac khung dir li¢u tur
nguodn dén dich, va xay dung cac bang Switch. Switch hoat dong 6 tdc dd cao hon nhiéu so véi Repeater va
c6 thé cung cip nhiéu chirc ning hon nhu kha ning tao mang LAN 4o (VLAN).

Switched Ethernet

Switch

&=
<
Sef-xrr;- / \
Computer A !‘1 {_‘,ompu;_vl;hr o

Computer B

Hinh 1.28: M6 hinh lién két mang ciia Switch
1.3.4.7 B diéu bién - Modem
Modem (viét tét’tfl modulator and demodulator) 1a mot thiét bi phuyén dbi giira cac tin hiéu tuong tu (analog)
thanh tin hi€u so6 (digital) va nguogc lai. Cac loai modem chu yéu dugc dung la modem cép dong truc, ADSL
va cap quang.
Modem 1a thiét bi giao tiép voi mang ludi cla cac nha cung cap dich vu Internet (ISP). Thong qua hé théng
cap ndi dong truc hodc cap quang tir cac tram cung cap Internet nbi dén nha ban, modem sé dong vai tro

chuyén hoa cac géi dir liéu do ISP cung cip thanh k,et q01 Internet cho router hodc cac thiét bi co lién két
mang khac. Trong khi d6, modem DSL (dang quay s0) két noi truc ti€p toi duwong day dién thoai (hinh 1.29)

Cln'e:n:)

Desktop Laptop

Router/switch

Printer Database

Hinh 1.29: M6 hinh lién két mang cia Modem
1.3.5 Cac dich vu két ndi Internet
Mot nha cungvcép dich vu Internet (Internet Service Provider - ISP) la mdt cong ty cung cap cho khach hang
cac dich vu dé truy cap Internet. Dir li¢u c6 thé dugc truyén di bang mdt s6 cong nghé, bao gom ca dial-up,
ADSL, cap modem, wireless.
- Dich vu két ndi Internet quay s0 (dial up): la mot dich vu cho phep két nbi véi internet thong qua mot

duong day dién thoai chuan. Bang cach két ndi _duong déy dién thoai voi modem trong may tinh cua
ban, chén dau kia vao jack cam dién thoai, va cau hinh may tinh dé quay mot s6 cu thé duoc cung cap
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boi nha cung cép dich vu internet (ISP), ban c6 thé truy cap internet trén may tinh cta ban. Tbe d6 két
ndi Dial- -up thong thuong tir 2400 bps dén 56 Kbps.

- Dichvu két ndi Internet ADSL: 1a mot loai cong nghé truyén thong bang théng rong DSL st dung de
két ndi véi Internet. Dang thtre két ndi Internet sir dung duong day dién thoai nhung co tdc do két ndi
Internet cao va 12 két ndi lién tuc. ADSL cho phép nhiéu dit li¢u dugc gui qua duong day dién thoai hién
c0, khi so sanh voi cac dong modem truyén théng. Mot bd loc dac biét, dugc goi 1a vi loc, dugce cai dat
trén dudng day dién thoai thué bao dé cho phép ca hai dich vu thoai théng thudng (dién thoai) va ADSL
duoc st dung cung mot lac. ADSL doi hoi mdt modem ADSL déc biét va cac thué bao phai & trong vi
tri dia 1y gin voi van phong trung tim cua nha cung cap dé nhan duoc dich vu ADSL. Thong thuong
khoang cach nay 1a trong vong ban kinh tir 3,2 dén 4 Km. ADSL hd tro toc do dit liéu 1,5-9 Mbps khi
nhén dir liéu va 16-640 Kbps khi gui dit lidu.

- Dichvu két ndi Internet modem cap (cable modem): la mét thiét bi cho phép may tinh két ni Internet
v6i toe do cao thong qua nha cung cap dich vu cap. Modem kleu nay duoc thiét ké dé hoat dong trén
duong truyen hinh cép va cap dong truc dugc sir dung boi truyén hinh cap nén né cung cap bang thong
16n hon nhiéu so véi duong day dién thoai. Cac bang thong thyc té cho dich vu Internet trén mot duong
truyen hinh cap c6 thé dat toc do 277 Mbps, tuy nhién cac nha cung cap dich vu dia phuong c6 thé khong
két nbi Internet v&i voi duong truyén cao va toc do thuong 1a 1.5 Mbps

- Dich vu két ndi Internet _cap quang (fiber to the home - FTTH): la dich vu két nbi duong truyén dan
cap quang tir nha cung cip dich vu dén dia chi khach hang véi téc do truyén dan cao, on dinh va bao
mat. FTTH 1a mot phuong thire twong ddi méi va phat trién nhanh chéng, cung cip bang théng rong
ngudi tiéu ding, va do d6 cho phép cac dich vu video, internet va 4m thanh thiét thyc hon.

1.3.6 Céc kiéu két ndi Internet

1.3.6.1 Két ndi Dial-Up

Két ndi dial-up yéu cau ngudi dung lién két day dién thoai ctia ho vao mot mdy tinh dé truy cép Internet. Két
noi nay khong cho phép ngudi st dung thuc hién hodc nhan cudc goi dién thoai qua dich vu dién thoai trong
khi str dung Internet.

1.3.6.2 Két ndi DSL (Digital Subscriber Line)

Két n6i nay st dung 2 day dién thoai dé dién thoai khong bi ban khi may tinh nbi két Internet. Ngoai ra ciing
khong can thiét quay s dién thoai. Ngudi sir dung van co thé dit cude goi trong khi ludt Internet. Hai loai
chinh ctia DSL cho nha thué bao la ADSL (AsymmetricDigital Subscriber Line) va SDSL (Symmetric
Digital Subscriber Line)

1.3.6.3 Két ndi cap (cable)

Cép két ndi Internet la mét hinh thae truy cap bang thong rong. Thong qua viéc sir dung mot modem cap,
nguoi dung co the truy cap Internet qua duong truyén hinh cap. Modem cép c6 thé cung cap truy cap Internet
nhanh.

1.3.6.4 Két ndi Mobile

Cong ngh¢ di dong cung cap truy cap Internet khong day qua dién thoai di dong. Cac tbc do khac nhau tuy
thugc vao nha cung cap, nhung phé bién nhit 13 tbc d6 3G va 4G. Mot 3G 1a mot thuat ngit mo ta mot mang
di dong thé hé thtr 3 c6 duoc toe do di dong khoang 2,0 Mbps. 4G la thé hé thir tu cua chuin khong day di
dong. Muc ti€u cua 4G 1a dé dat duoc tde do di dong dinh cao 100 Mbps nhung thuc té hién nay la khoang
21 Mbps.

1.3.6.5 K&t néi Wireless

Khong day (hoac Wi-Fi) khong str dung duong day dién thoai hoac day cap dé két ndi v6i internet. Thay vao
do6, n6 sir dung tan sb vo tuyen dién. Wifi c6 thé duoc truy cp tir bat cr dau. Tdc do cac wifi thi khac nhau
va pham vi 1a tir 5 Mbps dén 20 Mbps.

1.3.6.6  Két noi vé tinh Satellite

Vé tinh truy cép Internet thong qua mot vé tinh quay quanh trai dat. Vi khoang cach 16n ma mét tin hiéu di
tu trai dat deén v¢ tinh va ngugc lai nén n6 cung cap mdt két no6i cham so vai truyen hinh cép va DSL. Toc
do két ndi vé tinh 1a khoang 512K dén 2,0 Mbps.
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= BAI TAP

1./ Trinh bay khai niém thong tin va qua trinh xtr Iy thong tin

2./ Hé dém 1a gi ? Trong nganh toan - tin hoc hién nay ph bién c6 miy hé dém?

3./ Hay cho biét cac loai may vi tinh (microcomputers)

4./ Phén biét su gidng va khac nhau giita mdy tinh dé ban (desktop computers), may tinh xach tay (notebook
computers) va may tinh bang (tablet computers)

5./ Phén biét sy giong va khac nhau gitra cac loai thiét bi di dong

6./ Phan biét sy giong va khac nhau gitra by nh¢ trong va bo nhd ngoai

7./ Phan biét sy khac va glong nhau gitta by nh¢ ROM va b nhé RAM

8./ Hay trinh bay cac thiét bi nhap Xuét

9./ Hay so sanh tdc do truyén cla cac loai cong (port) giao tiép

10./ Phan mem hé théng 1a gi? Phan mém ung dung la gi? Trinh bay cac loai phan mém tng dung

11./ Cac yéu té nao anh huong dén hiéu suat may tinh?

12./ Phan bi¢t mang ngang hang (peer to peer - P2P) va mang may khéch - may chu (client - server)

13./ Phan bi¢t mang cuc bg va mang dién rong

14./ Phan biét phuong tién truyén dan co day va phuong tién truyén dan khong day

15./ Trinh bay cac loai phuong tién truyen dan co day

16./ Trinh bay cac loai phuong tién truyén dan khong day

17./ Trinh bay céc kiéu ndi két Internet

Chon cdu trd loi diing nhdt cho cdc cdu héi sau

18./ Pon vi dung dé do thong tin dugc goi:

a. Bit

b. Byte

c. Kilobyte

d. Dir ligu

19./ S6 1110 trong hé nhi phan tuong dwong sd nio trong cic sb sau day cta hé thap phan:
a. 12

b. 13

c. 12

d. 11

20./ Hé thong thong tin 1a gi?

a. La hé thong xir 1y dit liéu b. La hé théng luu trit, xtr Iy va xuét dit liéu
c. La hé théng tin tirc, luu trit dit liéu d. La hé thong xuat dit liéu
21./ Thuat ngit ndo dudi day trinh bay cho toc d6 CPU nhanh nhét

a. 733 MHz

b. 286 MHz

c.2 GHz

d.2GB

22./ Nhirng thiét bi nao sau day khong phai 1a mot thiét bj nhap (Input)

a. Ban phim (keyboard)

b. Loa (speaker)

c. Chudt (mouse)

d. but ky thuat sb
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23./ Thiét bi ndo sau day 1a thiét bj luu trit quang hoc

a. Disk drive

b. Flash card

c. Memory

d. Compact disc

24./ Nhirng thuat ngir nao sau ddy khéng phai 1a mot kiéu may tinh

a. Mainframe

b. Multitask

c. Server

d. Supercomputer

25./ Sb vong quay mdi phut (Revolutions Per Minute - RPM) duoc sir dung

a. Xac dinh thoi gian truy cdp vao 6 dia cting clia mdy tinh

b. Xéc dinh s6 do tdc d6 truyén dir liéu gitra céc thiét bi

c. Xac dinh tdc d6 xir 1y thong tin CPU

d. Tét ca sai

26./ Chon phat biéu sai vé cong ndi tiép (serial port) va cong song song (parallel port)
a. Cong ndi tiép 13 cong ma nd co thé goi dit lidu chi mot bit tai mot thoi diém
b. Cong song song 14 loai céng co thé goi dit lidu trong nhom cac bit

c. phuong thirc truyén di liéu cong ndi tiép nhanh hon cong song song

d. Cong ndi tiép (serial port) va cong song song 13 hai trong s6 cac loai cong xua nhat dugc tim thay trén
mdt may vi tinh

27./ Chon phat biéu ding vé cap quang

a. Cap quang c6 thé di chuyén khoang céch xa ma khong suy giam tin hiéu
b. Cap quang c6 dung luong truyén cao

c. Cap quang it bi nhiéu

d. Tt ca dung
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CHUONG 2: CAC UNG DUNG CONG NGHE THONG TIN —- TRUYEN THONG
(CNTT-TT)

2.1 Mot s6 &ng dung cdng va ing dung trong kinh doanh
2.1.1 Thwong mai dién tir

Thuong mai di¢én tir (E-Commerce) l1a qua trinh thuc hién céc hoat dong thuong mai hay hoat dong mua ban
thong qua nhiing phuong tién dién tir hién dai (vi du nhu may tinh). Nha kinh doanh c6 the quang ba thong
tin vé cac san pham, thuc hién cac dich vu phan phdi san pham va thanh toan truc tuyén thong qua mang
méy tinh va Internet. Ngay nay, may tinh ngdy cang c6 toc d6 xtr 1y tinh toan, do chinh xac va do tin cay cao
1a thanh phan khong thé thiéu trong bét ky hé théng thuong mai dién tir ndo, cac mdy tinh s& hd trg cho hé
théng thuong mai dién tir thuc hién cac chuc nang sau:

- Qua trinh kinh doanh dugc thuc hién mot cach truc tuyén va tu dong

- Qua trinh quang céo san pham va hoat dong thwong mai duoc thyc hién trén Internet
- Viéc thanh toan c6 thé duge ap dung béng thé tin dung hoac dich vu thuong mai

- Tét ca cac loai san pham duoc thong tin va quang cdo mot cach dé dang

- Heé théng co thé giao tiép v6i nhiéu loai doanh nghiép va khach hang khac nhau.

Vi du: mét sO trang thuong mai di€n t¢ pho bién nhu: www.reebok.com, www.lazada.vn,
WWWw.amazon.com, www.ebay.com, ...
2.1.2 Ngan hang dién tir

Ngay nay, linh vuc ngan hang hoan toan phu thudc vao may tinh, cac ngan hang cung cip cho khach hang
cac dich vy truc tuyén tién lgi. Ngoai ra mang ludi cdic may ATM dugc thiét 1ap dé ho trg cho khach hang
giao dich v&i ngan hang.

! v Mgén hang thuong mai c...
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Hinh 2.1: Website ngan hang dién tir Internet Banking (www.vietcombank.com.vn)

Viée truy Xuat tai khoan ngan hang truc tuyén thong qua trang Web trén Internet giup cho khach hang dé
dang klem tra s6 du con lai trong tai khoan, giri va chuyén tién tryc tuyén, thanh toan cac hoa don mua hang
truc tuyén, ... (hinh 2.1). Hon nita, viéc st dung ngan hang dién tur con gidp cho cac ngan hang cit giam
chi phi duy tr1 cac chi nhanh ngén hang dé nang cap cac dich vu khach hang dién tir.

2.1.3 Chinh phu dién tir

Chinh phu dién tir (E-Government) 13 mot hé thong cac ung dung cong nghé thong tin nham phan phdi cac
dich vu cong dén nguoi dan va cac doanh nghiép, h¢ théng nay con nham hd trg cho chinh phii nhan cac y
kién dong gop ciia ngudi dan va truyén di cac thong bao cua chinh phi.

Muc ti€u co ban cua chinh phu dién tr la cai tién cac qui trinh cong tac trong co quan chinh phu thong qua
nén hanh chinh dién ttr, cai thién quan hé véi ngudi dan thong qua cong dan dién tir va tién toi xay dung mot
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xa hoi tri thirc dya trén nén tang cong nghé thong tin. Ngoai ra chinh phu dién tir nham dap ing cac muc tiéu
cu thé 1a:

- Nang cao ning lyc quan 1y diéu hanh cta cic co quan chinh quyén cac cip (trao d6i van ban dién ti,
thu thap thong tin chinh x4c va kip thoi ra quyét dinh, giao ban dién tt, ...).

- Cung cap cho nguoi dan va doanh nghiép cac dich vu cong giup dé dang truy xut & bat ky dia diém
nao.

- Ngudi dan co thé tham gia xay dung chinh sach, xdy dung luat phap, qua trinh diéu hanh ciia chinh phu.

- Giam duogc chi phi cho bd may quan 1y hanh chinh.

- Thyc hién mot chinh phu hién dai, hiéu qua va minh bach.

- Cac dich vy cong chu yéu ciia mot chinh phu dién tir bao gom ngan sach, thué doanh nghiép, thue thu
nhap, bao hiém y té, bao hlem xa hoi, hé théng quan ly bang l4i, thong ké dan s, du bao thoi tiét,
Nguoi dan ¢6 thé truy xuét cac dich vu cong nay o bat ky noi dau ma khong can dén truc tiép mot dla
diém nao d6. O Viét Nam, céc tinh thanh phd déu dang phat trién cac mo hinh chinh phu dién tir nhur:
www.chinhphu.vn, egov.danang.gov.vn, ...

2.1.4 Dio tao va hoc tip truc tuyén

DPao tao va hoc tap truc tuyén (E-Learning/Online learning/Virtual learning) 1a mot thuat ngir mo ta viéc ing
dung c6ng nghé thong tin dé hd tro cho viéc day va hoc. Tt ca cac hoat dong day va hoc déu dugc thue hién
truc tuyén boi cac ca nhan hodc cic nhom ngudi hoc thong qua mang may tinh va céc thiét bi truyén thong
da phuong tién.

Mot hé thong hoc tip truc tuyén cé cac dic diém sau:

- Viéc day va hoc khong bi gidi han vé khong gian va thoi gian: ngudi hoc ¢6 thé tham gia qua trinh hoc
ma khong can dén 16p hoc véi giao vién. Viée s dung may tinh va cac mang truyén thong Internet cho
phép ngudi hoc két ndi voi nhau dé cung truy xudt va chia sé truc tuyén cac tai liéu hoc tap, bai giang,
bai tap va thao lun cac y tuong voi gido vién. Hon nira, nguoi hoc co thé tu sip xép thoi gian dé hoc &
cac gio khac nhau va cac nhém hoc c6 thé sip xép lich hoc phu hop.

- Qua trinh giao tiép va hop tac duoc ning cao: ngoai viéc gido vién va ngudi hoc thao luan trao doi véi
nhau, trong 16p con c6 nhitng nhom nguoi hoc lién ket chia s¢ tai nguyén hoc tap voi nhau thong qua
két ndi mang Internet ma khong can phai gap go truc tiép nhau trong 16p.

- MBbi trudng hoc tap a0: Gido vién co thé dua bai giang va tai liéu hoc tap 1én trang web va nguoi hoc tur
nhiéu dja diém khac nhau c6 thé truy xudt tai nguyén hoc tdp nhu: sach truc tuyén, bai giang, bai tap,
video, hinh anh, ... trong moi trudong nay.

Dao tao va hgc tap truc tuyen cé nhirng wu diém sau:

- Nguoi hoc c6 thé tu bd tri lich hoc ciia minh va lwa chon cach hoc phu hop nhéat.

- Gido vién c6 thé sip xép lich day va phan chia ndi dung khoa hoc theo gio hoc. Noi dung khoa hoc
thudong xuyén duoc cip nhat va d6i méi dé dap tmg hoan canh caa ngudi hoc.

- Giéo vién va nguoi hoc tiét kiém duoc thoi gian tap trung & 16p, chi phi hoc tip dugc giam bot vi cac
tai nguyén hoc tap da dugc dua 1én trang web.

Tuy nhién giso duc truc tuyén gip phai nhitng vin dé sau:

- Kho kiém soat qua trinh hoc: nhitng ngudi hoc c6 dong luc hoc tap thip thudong c6 xu hudng cho két
qua hoc tap kém vi khong co ké hoach hoc tap va lich hoc ¢d dinh, tir d6 hinh thanh nhiéu giai doan hoc
tap khac nhau gitra cac thanh vién trong 16p.

- Nguoi hoc cam thiy bi ¢o lap va thiéu giao tiép x4 hoi: neu ¢ trong 16p hoc, nguoi hoc ¢6 thé két ban,
trao d6i cac phuong phap hoc khac nhau. Khi hoc truc tuyén, cac ciu hoi vé bai toan chi duoc thao luan
trong nhom nho nguoi hoc va trong thoi gian ngan.

- Ngudi hoc can dap tmg cac yéu cau vé cong nghé: dé c6 thé tham gia duoc cac khoa hoc truc tuyen
nguoi hoc phai c6 nhiing phuong tién truyén thong du manh dé dap tmg cac khoa hoc tryc tuyén. Néu
két ndi Internet c6 téc do thap thi viéc hoc co thé bi ngit quéng.

Mot sb hé thong Website cho phép td chirc hoc tap truc tuyen & mot sb truong Pai hoc & Viét Nam nhu:
Ims.ctu.edu.vn, elcit.ctu.edu.vn, elearning.epuit.edu.vn, elearning.ftu.vn, ...
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2.1.5 Dao tao tir xa

Dao tao tir xa (Distance learning) ciing gidng nhu dao tao va hoc tap truc tuyén (E-Learning), gido vién va
nguoi hoc khong ¢ trong cung mot 16p ma ¢ nhirng dia diém khoang cach khac nhau, gido vién va ngudi hoc
két ndi tryc tuyén voi nhau thong qua mang may tinh va cac thiét b truyén thong da phuong tién. Piém khac
biét gitta dao tao tir xa va dao tao truc tuyen 1a gido vién va cac nhom ngudi hoc tuy ¢ dia diém khac nhau
nhung phai ¢6 mat cung mot thoi diém dé nghe gido vién giang day nhu trong mot 16p hoc binh thudng.
Ngoai ra, khi dén ky kiém tra thi ngudi hoc phai c6 mit tai cung mot dia diém dé hoan thanh bai kiém tra
danh gia cho mgdt mon hoc nao do.

Trong nhitng thap nién 30, cic truong dai hoc trén thé giGi sir dung thiét bi phat song radio dé truyén di bai
giang cta cac mén hoc cho ngudi hoc, nhirg nam tiép theo dé cac bai giang nay duogc truyén di bang cach
sir dung céc kénh truyén hinh trén Tivi. Ngay nay, mang may tinh va Internet 14 cong cu hitu ich dé hd tro
gido vién giang day va twong tac voi ngudi hoc va chia sé truc tuyén céc tai liéu hoc tip, bai giang, bai tap.

Do tao tir xa c6 nhirng wu diém sau:

- Ngudi hoc khong can dén 16p ma hoc hoan toan truc tuyén qua mang, c6 thé twong tac tire thoi véi giang
vién nhu dang tham gia 16p hoc thuc.

- Gi#o vién va nguoi hoc ¢6 thé tiét kiém thoi gian va chi phi di lai.

- Tai liéu hoc tap dugc cung cap boi giang vién rat phong phu bao gdm cac video cia tit ca cac méon hoc,
ngudi hoc ¢6 thé xem lai video bai giang ctia budi hoc trude.

Ngoai nhirng diém noi bat ¢ trén, Dao tao tir xa con c6 nhirng bat cap sau:

- Nguoi hoc thiéu m01 giao tiép x4 hoi trong 16p hoc: mic du ngudi hoc cd the trao doi v6i nhau qua cac
phuong tién truyén thong (forum chat, email, ...) nhung méi trudng giao tiép gitra ngudi hoc v6i nhau
s& rat khac so voi méi trudng giao tiép trong mot 16p hoc binh thudng.

- Nguoi hoc dugc yéu cAu thanh thao cong ngh¢ moi: dé c6 thé tham gia dugc cac khoa hoc tryc tuyén,
ngudi hoc phai st dung thanh thao cac phuong tién truyén théng moi dé co thé trao ddi va chia sé tai
nguyén hoc tap tir xa véi cac thanh vién trong 16p hoc.

- Nguoi hoc phai ludn ty van dong trong qua trinh hoc: nguoi hoc phai chu dong ké hoach hoc tap cua
minh, phai ty tim toi tai liéu hoc tap dé c6 thé hoan thanh bai tap va bai thi diing han.

- Motsbhé théng dao tao tir xa ctia cac truong dai hoc Viét Nam nhu: elde.ctu.edu.vn, www.oude.edu.vn,
e-learning.vn.

2.1.6 Lam viéc tir xa

Lam viéc tur xa (Tele-working) 1a hinh thirc Iam viéc ma cac nhan vién st dung cong nghé thong tin va cac
thiét bi truyén thong da phuong tién dé co thé 1am viée tir xa thay vi di dén cong ty. Cac mang may tinh va
Internet 14 cong cu khong thé thiéu khi lam viéc tir xa. Mot may tinh dé ban (hay xach tay) véi két ndi Internet
cho phép nhan vién co thé:

- Lién lac v6i ddng nghiép, khach hang va nha cung cip bang email va dién thoai.

- Trao ddi truc tuyén thong qua dich vu tin nhén tie thoi (instant message), cudc goi video, ...

- St dung céc két noi mang Intranet, Extranet dé truy Xuét cac tai liéu van ban dién tir va cap nhat co s&
dir licu, .

- Su dung g1ao thirc dam thoai qua Internet VoIP dé thuc hién cac cudc goi dién thoai.

Lam viéc tir xa ¢6 nhirng wu diém sau:

- Giam chi phi thué¢ van phong lam viéc cho cong ty

- Cho phép nhén vién c6 thé lam viéc tai nha hay bat ky noi nao ho thich, tir d6 kich thich tinh sang tao
ctia nhan vién.

- Giam chi phi di chuyén dén cong ty va cac noi khac.

- Gitip can bang ap luc cong viée tai cong ty va cong viéc gia dinh

Lam viéc tir xa ¢6 nhirng bét cip nhw sau:

- Tén chi phi mua céc thiét bi may tinh va truyén thong, cac két ndi Internet, ...

- Giatang rui ro vé d6 an toan va bao mat dit liéu ma nhan vién truy XUAt.

- Giam sy giao tiép x3 hoi giita cic nhan vién v6i nhau va giita nha quan 1y v6i nhan vién.

- Nhan vién co thé khong tap trung 1am viéc do méi truong lam viée tir xa thay vi lam viée trong cong ty.
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2.1.7 Hbi nghi truc tuyén

Hoi nghi truc tuyén (Tele-Conference) 1a hoi nghi ma nhitng ngudi tham gia ¢ nhitng dia diém c6 khoang
cach dia 1y xa nhau van c6 thé trao ddi thong tin véi nhau trong thoi gian thuc. Trong mot hoi nghi truc
tuyén cac phuong tién truyén thong da phuong tién (Tivi, dién thoai, may tinh, Internet, ...) duoc s dung
dé hd tro két ndi cac dia diém véi nhau va gitip cho nhitg ngudi tham gia hoi nghi, chia sé bao cdo vé mot
chu dé nao d6 mot cach dé dang. Hién nay, Viét Nam da ap dung phuong thirc hoi nghi truc tuyén trong céc
cudc hop thuong ky gitra chinh phu v6i cac tinh thanh.

Hoi nghi truc tuyén ¢6 mdt sé wu diém sau day:

- Tiét kiém thoi gian va chi phi di chuyén dén dia dlem hop, vi vay giam chi phi t6 chirc hoi nghi.

- Cho phép nguoi tham gia hoi nghi ¢ nhiéu viing mién khac nhau khéng can rdi co quan ctia ho ma van
c6 thé tham gia duoc.

- Thoi gian dién ra hoi nghi c6 thé dugc sip xép mot cach linh hoat.

Tuy nhién viéc ap dung phwong thirc hoi nghi truc tuyen cing gap nhirng bat lgi sau:

- Trong qua trinh dién ra hoi nghi, néu xay ra truc tric v6i cac thiét bi hd tro két ndi mang thi hoi nghi c6
thé bi tri hoan.

- Nguoi tham gia kho trao d6i, thao ludn truc tiép véi nhau vi c6 mot sé van dé doi hoi giao tiép truc tiép
méi giai quyét duoc.

- Nguoi tham gia phai biét sir dung cac thiét bi truyén thong dé két ndi va bao cdo trong hoi nghi.

2.2 Mot s6 &ng dung phd bién dé lién lac, truyén thong
2.2.1 Thu dién ti

Thu dién tr (Email) 12 mét trong nhitng cong nghé Internet nén tang, 1a mot phuwong thirc truyén thong van
ban dién tir gitta mot ngudi v6i mot hay nhidu ngudi khac thong qua cac phan mém tro giup nhu Yahoo
mail, Google mail, Eudora or Microsfot Outlook, ... Viéc str dung email cho phép ban giri mot buc thu to1
nhiéu nguoi nhan, ddng thoi ban ciing nhan duogc cac thu phan hoi trong thoi gian ngén. Ban c6 thé giri mot
burc thu dién tir kem theo cac tap tin cua cac ing dung khac nhau nhu video, hinh anh, chuong trinh va céc
tai liéu. Viéc sir dung email gitip nhoém ngudi dung trao ddi cong viée voi nhau ma khong can phai gap truc
tiép, tao cac mbi lién hé tot v6i cac nhom ngudi dung khac.

Mbi nguoi dung s& c6 mot dia chi email duy nhét, khi tao dia chi email, nguoi dung can dit tén (Username)
va mat khau (Password) cho dia chi email cua minh. Mot s6 trang web cho phép nguoi dung tao dia chi
email: www.gmail.com, www.yahoo.com, www.hotmail.com, ... Chuong 19, s€ n6i rd hon dich vu thu di¢n
tur.

2.2.2 Dich vu tin nhin ngin va nhin tin tic thoi

Tin nhin ngin (SMS - Short message service) 1a mot phuong thire truyén thong diép van ban giira cac dién
thoai di dong hodc tir may tinh dén dién thoai di dong. Khi mot tin nhan SMS dugc giri di, né s& duoc truyén
dén kénh kiém soat dién thoai ctia ngudi nhan, tir do tin nhin dugc truyén t6i may dién thoai ciia nguoi nhan.
Thong thudng mét tin nhan vin ban co chiéu dai t6i da 160 ky tu. Nguoi dung thuong guri cac tin nhén duéi
dang van ban, néu mudn giri tin nhin dudi dang anh, video thi phai t6n chi phi cao.

Dich vu nhin tin tirc thoi (IM - Instant Messenger) 1a mot phan mém cho phép ngudi dung két ndi Internet
dé gui tin nhén van ban va cac tap tin tai li¢u, anh, video téi nhom nguodi dung IM khéc dang truc tuyén. Mot
s6 phan mém hd trg dich vu nhén tin tirc thoi IM nhu: Google Talk - http://www.google.com/talk/, Skype-
http://www.skype.com,Jabber - http://www.jabber.org/, .... Ngay nay, phan 16n cac trang web trén cling da
hd trg dich vu nhin tin ttc thoi IM nén nguoi dung co the khong can tai cac phan mém vé cai dat.

Dich vu tin nhin ngin (SMS) va nhén tin tirc thoi (IM) déu giri cac tin nhan va nhén tin nhin phan hdi rat
nhanh. Trong moi trudong lam vi¢e khong dugc phép goi dién thoai, ngudi dung co6 thé chon hai dich vu nay
de trao doi cong vi¢c véi nhau. Tuy nhién hai loai dich vu nay c6 nhitng di€ém khéc biét sau:

- Khi nguoi ding giri tin nhian SMS, nguoi nhin cé thé khong mé dién thoai lac d6 nén nguoi gui phai
cho nguoi nhén phan hoi. Pbi vai dich vu nhin tin tc thoi IM thi nguoi dung dugc yéu cau phai tryc
tuyén trén Internet, khi chic chén tat ca thanh vién trong nhom da truc tuyén thi nguoi dung méi tién
hanh gui tin nhan va nhan phan hi tir cac thanh vién.
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- Dich vy tin nhidn SMS dugc sir dung phd bién trong kinh doanh théng qua cac tin nhin ty dong vé cac
quang c4o san pham cac dich vy cua cong ty. Nguoi dung thuong xuyén dugce nhan dugc cac tin nhén
SMS mién phi vé thi truong chimg khoén, thé thao, thoi tiét, ... Céc tién ich nay khong c6 trong dich
vu nhin tin tirc thoi IM vi ngudi dung chi guri tin nhén truc tuyen té1 nhém nguoi dung trong danh sach
cua minh.

- Dich vu tin nhin SMS thong thuong chi guri céac tin nhén vin ban, trong khi dich vu nhén tin tic thoi
IM cho phép giri tin nhian kém theo cac tap tin tai liéu, anh, video t6i nhom ngudi dung dang truc tuyén.

2.2.3 Dam thoai qua giao thirc Internet

VoIP (Voice over IP) cho phép nguoi dung thuc hién cude goi dién thoai, cudc goi video hodc chuyén Fax
qua mang may tinh va Internet thay vi thuc hién qua mang dién thoai. Vi¢c dam thoai qua giao thirc Internet
VoIP gitp nguoi dung tiét kiém dugc chi phi goi duong dai va cé thé goi dén nhiéu dia diém. Giai phap
VoIP thuong duoc Gmg dung trong céc cong ty kinh doanh dé thuc hién cac cudc goi gitra cac bo phan van
phong, gitra cong ty va khach hang.

Nhiéu phﬁt} mém hd trg VoIP cho phép nguoi dung tai vé (download) mién phi, mét s6 phan mém VoIP
khéc yéu cau tra phi thap hang thang hoac hang nam:

Skype — phan mézn hd trg VoIP v6i khoang 600 triéu ngudi ding, phan mém Skype cho phép
nguoi dung thye hién mién phi cac cude goi dién thoai hodc goi video véi nhiing ngudi dung Skype
khac. Skype co6 thé duogc cai dat trén may tinh, dién thoai di dong va Tivi thong minh.

. Viber — giéng nhu phan mém Skype, Viber c6 khoang 200 triéu ngudi ding, ngudi dung thyc
hién mién phi cac cudc goi dién thoai hodc goi video v6i nhitng nguoi dung Viber khac. Phan mém
nay c6 thé dugc cai dat trén may tinh, dién thoai di dong va may tinh bang.

o

e L7 Vtok — phan mém nay cho phép goi dién thoai hodc goi video mién phi dén nguoi dung trén
iPhone, iPad or dién thoai Android. Nguoi dung c6 thé sir dung Vtok dé thuc hién cudc goi dén ngudi
str dung phan mém FaceTime.

« FaceTime - phan mém nay cho phép goi dién thoai hoic goi video mién phi dén ngudi ding
dang st dung thiét bi Apple device (iPhone, iPad hodc iPod Touch). Tuy nhién, nguoi dung iPhone
4 chi c6 thé dung FaceTime qua Wifi.
2.2.4 Mang xi hoi, dién dan va cong dong truc tuyén
2.2.4.1 Mang xa héi

Mang x4 hoi (social network) la hé thong thong tin cung cap cho cong ddng ngudi sir (dung mang cac dich
vu luu trlr, cung cap, su dung, tim kiém, chia sé va trao d6i thong tin V01 nhau, bao gém dich vu tao trang
thong tin dién tir c4 nhén, dién dan (forum), trd chuyén (chat) truc tuyén, chia sé 4m thanh, hinh anh va cac
hinh thirc dich vu tuong tu khéc (theo nghi dinh 72/2013/ND-CP).

Trang mang xa hdi (Social network site) 1a mot hé thong website tdp trung x4y dung va phat trién cac két
ndi x4 hoi truc tuyén trong cong ddng ngudi dung nham chia sé va kham pha céc loi ich va hoat dong cua
nhing thanh vién trong cong dong. Trang mang xa hoi cho phép ngudi dung ty thiét ké méi truong giao tiép
ctia minh, ngudi ding c6 thé:

- Tao cho minh mét hd so (profile) bao gdm cac thong tin ca nhan duoc cong khai hodc ban cong khai
theo qui dinh cta hé thong website. Thong thudng ho so (profile) chira cac thong tin: Noi ¢, thong tin
lién lac, thong tin ¢4 nhan, qua trinh 1am viéc, s¢ thich cd nhan, danh sach ban b¢ va dbi tac, ...

- Lua chon cac thanh vién hién dién trén trang mang xa hoi dé két ban hodc 1am ddi tac chia sé thong tin.

- Chia sé thong tin va cung véi cac thanh vién trén mang x4y dung cac két ndi ban va dbi tac méi.

- Motsd trang mang xa hoi phé bién hién nay la: Facebook, MySpace, Ning, Twitter. Mang xa hdi dem
lai cho cac thanh vién trong cong dong céc loi ich sau:
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- H) trg hoc tap: mang xa hoi hd trg cac két nbi xa hoi trong cac nhom ngudi hoc va gitip thao luan va
chia sé tai liéu hoc tap gitra nhiéu nguoi hoc.

- HO trg cac thanh vién trong mot t6 chirc: mang xa hoi giup cac thanh vién trong mot t6 chirc giao tiép
v6i nhau va tir d6 phat trién cong déng theo muc dich chung.

- Hotrg phan khic nhém ngudi dung: cac cong ty thuong str dung cac phuong tién truyén thong dé quang
c40 san pham cta ho. Mot trong nhimg déac diém ndi bat ciia mang x4 hoi 1a kha nang cho phep gui cac
thong tin quang cio mot san pham dén nhimg nhom ngudi ding c6 cung so thich vé san pham d6. Moi
trang mang xa hoi thuong c6 nhirg cong cu cho phép ngudi dung giri nhitng ndi dung quang cdo dén
cac nhom khach hang dic biét co quan tdm dén nhitng ndi dung quang cdo nay.

2.2.4.2 Dién dan

Mot dién dan (Forum) trén Internet 13 mot khu vuc thao luin ciia mot hé thong thong tin dién tir Website.
Céc thanh vién ctia Website c6 thé dang cac ¥ kién thao luan, doc va phan hoi cac ¥ kién cta cac thanh vién
khéc. TAt ca cac thanh vién trong dién dan c6 thé dua céac v kién thao luan va tao cac chu dé méi cho céc
thanh vién khac thao luan.

Mot dién dan khac véi mot phong tan gau (chat room) & chd cac thanh vién trong phong chat thuong trao
doi thong tin tai cung mdt thoi di€m trong khi cac thanh vién trong dién dan thuong dang céac y kién thao
luan va doc cac y kién phan hoi tai bat cr thoi di€ém dang nhap nao.

2.2.4.3 Cong dong truc tuyén

Mot cong dong truc tuyén (Online community/ Virtual community) bao gdm céc thanh vién chia sé cac so
thich, y tuéng/ muc dich chung trén Internet. Cong dong truc tuyén cé thé hudng vé mot chu dé dic biét (so
thich, strc khoe, nghé nghiép, tai tro, gido duc, ...) va gitp tim kiém, lién két cac c4 nhan c6 chung ¥ tuong
va triét 1y lai gan nhau hon.

Céc thanh vién trong cong dong truc tuyén co thé trao ddi va chia sé thong tin qua thu dién tir (email), dich
vu nhén tin tirc thoi (IM-instant message), phong tan gau (chat room), blog, ... Nhiing thong tin trao doi co
thé dudi dang van ban, audio, video, ... va dugc luu trir trong thoi gian dai. Bﬁng viéc két ndi vai tt ca cac
thanh vién trong cong dong tric tuyén, cac tai nguyén thong tin va cac lién két website dugc chia sé va thao
ludn giita cac thanh vién trong cong dong.

2.2.5 Trang thong tin dién tir va Cong thong tin dién tir
2.2.5.1 Trang thong tin dién ti

Theo nghi dinh 72/2013/ND-CP ngay 15 thang 07 nam 2013 vé viéc quan ly, cung cap, sur dung dich vu
internet va thong tin trén mang thi trang thong tin dién tr (Website) la hé thong thong tin dung dé thiét lap
mot hodc nhiéu trang thong tin duoc trinh bay dudi dang ky hiéu, s6, chit viét, hinh anh, &m thanh va cac
dang thong tin khac phuc vu cho viéc cung cap va st dung thong tin trén Internet. Trang thong tin dién tu
duoc phan loai nhu sau:

1. Bao dién tu: dudi hinh thirc cac trang thong tin dién tur. Béo di¢n tir 1a cua mot td chire trinh tri x4 hoi nhat
dinh duogc cép phép hoat dong, bao dién tur phuc vu cong tac tu tudng, 1oi ich cua td quéc, nhan dan. Hoat
dong theo luat bao chi. Noi dung thong tin trén bao dién tir duoc chon loc da dang (moi van dé cua doi séng),
tinh thoi sy thong tin cao, c6 thé dong thoi véi su kién xay ra. Thong tin 1a nhimg sy kién c6 that, chinh xéac
c6 thé kiém tra. Thong tin mang tinh dinh huéng gép phan quan 1y xa hoi.

2. Trang thong tin dién tur tong hop: 1a trang thong tin dién tir clia co quan, t6 chirc, doanh nghiép cung cip
thong tin tong hop trén co so trich dan nguyén vin, chinh xac ngudn tin chinh thirc va ghi rd tén tac gia hodc
tén co quan ctia ngudn tin chinh thirc, thoi gian da dang, phét thong tin do.

3. Trang thong tin dién tor ndi bo: la trang thong tin dién tr cua co quan, t6 chirc, doanh nghiép cung cap
thong tin vé chirc ning, quyén han, nhiém vy, to chirc by may, dich vu, san pham, nganh nghe va thong tin
khac phuc vu cho hoat déng cua chinh co quan, t6 chirc, doanh nghiép d6 va khong cung cap thong tin tong

hop.
4. Trang thong tin dién tir ca nhan: 1a trang thong tin dién tr do ca nhan thiét 1ap hodc thiét 1ap thong qua

viée s dung dich vu mang xa hoi dé cung cap, trao d6i thong tin cua chinh ca nhén do, khong dai dién cho
t6 chtrc hodc ca nhan khac va khong cung cap thong tin tong hop.
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5. Trang thong tin dién tir ing dung chuyén nganh: 13 trang thong tin dién tir ctia co quan, té chirc, doanh
nghiép cung céap dich vu tmg dung trong linh vuc vién thong, cong nghé thong tin, phat thanh, truyén hinh,
thuong mai, tai chinh, ngén hang, van hoa, y té, giao duc va cac linh vyc chuyén nganh khac va khong cung
cap thong tin tong hop.

Mot Weblog hodc Blog 1a mdt hé théng website chira van ban, hinh anh, cac ddi tugng khac duoc tu dong
sap xép theo thir ty thoi gian. Blog thudng dugc quan 1y béi mot ca nhan, n6 luu giit cac ¥ kién thao luan
clia céc thanh vién tham gia blog theo mot chu dé nao d6 ma ngudi quan 1y Blog cho phép. cac tin tirc trén
blog thuong dugc cap nhat hang ngay.

2.2.5.2 Cong thong tin di¢n tir

Cong thong tin dién tir (Web portal) 13 mot hé théng cac trang thong tin dién tir ¢6 kha ning tich hop céc

thong tin, cac dich vu nhu: email, dién dan, tim kiém, giao dich tryc tuyén, Céng thong tin di¢n tur con

thuc hién trao d6i thong tin, dir li¢u vdi cac hé théng thong tin khac. Cac dac diém cua mot céng thong tin

dién tur la:

- Céng thong tin dién tir 1a mot moi trudng giao dién web thdng nhat cho phép truy cap don gian, bao mat
d6i véi dir liéu va cac chuong trinh img dung cho nguoi dung.

- Nguodi dung c6 thé truy xuat nhiéu thong tin va dich vu.

- Ngudi ding duoc cip quyén truy xudt vao cac thong tin va dich vu khac nhau tuy theo nhoém ngudi
dung.

Mot s website cong thong tin dién tir cia Viét Nam la: www.chinhphu.vn, www.cantho.gov.vn,
WWW.MmOj.gov.vn, ...

Giéo trinh ing dung CNTT — Co ban Trang 33



Chuong 2: Cac tng dung coéng nghé thong tin — truyén thong (CNTT-TT)

= BAI TAP

1./ Thuong mai dién tir 1a gi ? Cac chirc ning cta hé thong thuong mai dién tu.

2./ Chinh phu dién tir 1a gi ? Cac chue nang chinh phu dién tur.

3./ Dao tao va hoc tap truc tuyén la gi? Céc dac diém, vu diém va khuyét diém cua dao tao va hoc tap truc
tuyén.

4./ Pao tao tir xa 1a gi? Cac wu diém va khuyét diém cua ddo tao tir xa.

5./ Lam viéc tir xa 1a gi? Cac vu diém va khuyét diém cua 1am viéc tir xa.

6./ Hoi nghi truc tuyén 1a gi? Cac wu diém va khuyét diém cua hoi nghi truc tuyén.

7./ Trinh bay mét s6 ung dung phd bién dé lién lac, truyén thong.

8./ Mang xa hoi la gi? Céc trang mang xa hdi nao phé bién hién nay? Loi ich cua mang xa hoi.

9./ Trang thong tin dién tir 1a gi? Trinh bay cac loai trang thong tin dién tir.

10./ Cong thong tin dién tir 1a gi? Trinh bay Cac dic diém cua mot cong thong tin dién tir.

Chon céu trd 1oi ditng nhét cho cdc cdu héi sau

11./ Piém khac biét gitra dao tao tir xa va dao tao truc tuyén la:

a. Khac nhau vé hé théng mang may tinh va céc thiét bi truyén thong

b. Khac nhau vé cach day

c. bao tao tir xa, gido vién va nhom hoc phai cdé mat cuing mat thoi diém nao do.
d. Khéac nhau vé cach chia sé tai liéu, bai giang, bai tp

12./ Phat biéu nao sau day khong ding vé 1am viéc tir xa:

a. Nhan vién c6 thé lam viéc tai nha hay bat ky noi nao ho thich

b. Gidm chi phi thué van phong lam viéc cho cong ty

c. Giam rui ro vé do an toan va bao méat dit liéu ma nhan vién truy Xuét

d. Giam su giao tiép xa hdi gitra cac nhan vién voi nhau va gitta nha quan 1y véi nhan vién

Giéo trinh ing dung CNTT — Co ban Trang 34



Chuong 3: Mot s6 van dé lién quan khi sit dung CNTT-TT

CHUONG 3: MOT SO VAN PE LIEN QUAN KHI SU DUNG CNTT-TT

3.1 An toan lao dfng

Cong ngh¢ da thyc su tro thanh mot phan khong thé tach roi cua cudc song va cong cu thiét yéu trong moi
linh vie. Nhung voi su gia tang sO lugng ngudi ding may tinh, cic van dé vé stre khoe cling phat trién véi
mot tbe d6 nhanh chong. Néu ban lam viéc 0 trudc mot may tinh nhiéu 1an va mdi lan trong mot khoang thoi
gian ngén, ban co thé khong c6 nguy co ve strc khoe. Nhung néu ban danh khoang 4 gio hodc nhiéu hon mdi
ngay thi c6 thé ban nén giir mot kiém tra vé nhitng van dé sirc khoe. Sau ddy 1a mot s6 van dé stc khoe lién
quan dén sir dung may tinh.

3.1.1 Vén dé co xwong khép

Dau nhirc co bap va mét moi co bép 1a nhitng bénh phd bién nhit cua nguoi dung may tinh thuong xuyén.
Dau lung, dau nguc, dau hodc t€ ¢ canh tay, vai va chan xay ra phd bién nht. Nhimg van dé nay xay ra chu
yeu do tu thé ngdi ctia ban trong khi sir dung may tinh 1a khong chinh xac. C6 thé ban dang ngdi trén mot
chiéc ghé khong thoai mai hodc may tinh ctia ban dugc dat khong dang tu thé.

Loi khuyén: Diéu chinh ghé va ban ma man hinh cta ban hodc 13 ngang tim mét cta ban hodc thap hon.
Ngo6i véi lung thang va chan vuong géc voi san nha vai déi chan nghi ngoi trén san nha, khuyu tay cia ban
nén dat nghi ngoi hai bén. Nghi giai lao hodc di by ngan.

3.1.2 Chén thwong lip di Lip lai

Pau ¢ ¢b, vai, hodc bat cir noi nao tir vai dén ngon tay co thé biéu 16 chan thwong lip di 1ap lai. Khi ban st
dung co bip ctia ban & mot vi tri bat tién, ban co thé dau hodc sung & khu vuc do. Vi dy, van co tay dé sir
dung chuét hodc k¥ thuat danh may gy cac ngon tay cang ra hoac ap luc 1én co tay co thé gay ra dau dén.
Mot trong nhitng réi loan anh huéng dén cic ngon tay va co tay 1a hoi chimg dng cb tay.

Loi khuyén: di chuyén toan bo canh tay cia ban, trong khi di chuyén chu6t. Danh may nén nhe nhang. Khong
co dinh c6 tay ctia ban & mot vi tri nhat dinh trong khi g6. Thu gian canh tay ctia ban hoac duoi ra khi ban
khong danh may hodc st dung chudt.

3.1.3 Vin dé thi giac

Anh séng hodc su nhap nhay cta hinh anh c6 thé cing mit ctia ban. Thudng xuyén tip trung vao man hinh
ma khong chdp mat c¢6 thé gay khé mat. Hoi chirng thi lyc may tinh 1a mot van dé khac ma ban c6 thé mac
phai.

Loi khuyén: Piéu chinh d6 tuong phan va d6 sang ma mat ciia ban khong cing thing. Ban c6 thé nghiéng
man hinh cta ban dé tranh choéi. Duy tri mgt khoang cach thich hop tir man hinh va ding quén nhap nhay.
3.1.4 Vin dé dau dau

Do tang cang co hoac dau ¢ cd, dau dAu 13 van dé thuong gip khi sir dung may tinh. Sir dung may tinh lau
c6 thé anh huong dén nang luyc mat can dieu chinh tam nhin. Di€u nay cling c¢6 thé dan dén dau dau.

Loi khuyén: giit thang c6 ciia ban khi & phia trudc may tinh, vi thuong xuyén nhin xudng hay kéo cang co
sang mot bén ciling c6 thé gdy dau. Nghi giai lao va xoay tron ¢ ctia ban mot it dé giai phong cang thang.

3.1.5 Vin dé béo phi
Céc nghién ctru da chi ra ring viéc str dung may tinh kéo dai, dic biét 1a & tré em, 13 nhimng yéu t6 gbp phan
quan trong cua 161 song it van dong va béo phi

Loi khuyén: thiét 1ap gidi han thoi gian cho tré néu bé choi tro choi may tinh khong ngung. Nguoi 1on lam
viéc 7-8 gio nén tranh danh thoi gian trén may tinh sau khi vé dén nha. Co thé va tam tri ctia ban déu can
thu gian. Tham gia mot phong tap thé duc hodc di, chay bd vao budi tdi.

3.1.6 Rdiloan ciing thing

Cong nghé c6 mot tac dong rat 1on dén hanh vi va cam xtc cua chung ta. Str dung may tinh kéo dai cung voi
cac yeu to khéac nhu stc khode kém, ap luc cong viéc va moi truong lam viéce co6 thé lam cho ban dé bi cang
thang. St dung may tinh kéo dai cting c6 thé dan dén mat tap trung, chong mat va mét moi.

Loi khuyén: hay chi dong va c6 bién phap can thiét dé ngan ngira cang thing trude khi né anh huong dén
suc khoe cua ban. Hay thur cac bién phap tu nhién d€ ngan ngura stress.
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3.2 Bdo v€ moi truong
3.2.1 Tai tao cAc thiét bi may tinh

Tai ché duogc coi 1a than thién voi méi truong vi nd ngin chin chit thai nguy hai. Chat thai dién tu, thiét b
méy tinh thai bo bao gdm man hinh, mdy in, 6 cirmg va bo mach, ..., cac thiét bao gém ca kim loai nang va
cac chét gdy ung thu, tir lac vao khong khi, bai rac hoic duong thuy Vi thé, tai ché thiét bi mdy tinh va tan
trang lai la mot phan quan trong cua chién lugc chat thai bén vimg ciia mot td chire. Cac doanh nghiép dugc
khuyén khich dé virt bo thiét bi CNTT cua ho trong mot cach cé trach nhiém véi méi trudng va co phap luét
nghiém ngit duoc thiét ké dé thuc thi va khuyén khich viéc xir 1y bén viing cta céc thiét bi nhu chi thi Xir
ly chét thai thiét bj dién va dién t cia lién minh Chau Au (WEEE - Waste Electrical and Electronic
Equipment ) va dao luat tai ché may tinh cia Hoa Ky (United States National Computer Recycling Act). Tai
tao céac thiét bi may tinh c6 mot s6 loi ich sau:

- Tai ché may tinh cii gitip dé bao ton tai nguyén thién nhién: khi cac thanh phan dugc thdo gd, rit nhidu
vat liéu co thé duoc thu hoi tir cac thiét bi dién tir cii. Nhitng vat liéu nay c6 thé duoc tai sir dung lam
nguyén liéu dé tao ra san phém méi, do d6 lam gidm su can thiét va chi phi cho vat liéu méi. Vi dy, céc
kim loai phuc hoi tir bang mach may tinh c6 thé duoc tai ché dé lam cho bang mach méi cho thiét bi
dién tr khac.

- Tai ché may tinh cii c6 thé gitip bao vé moi truong: tai ché 1a rat than thién moi truong, vi nd ngin can
chit thai nguy hai nhu chat giy ung thu va chi xAm nhap vao khi quyén. Nhiéu thiét bi dién tir cii chira
cac vat liéu doc hai nhu chi va thuy ngan, va néu xu Iy khong dung cach, co thé giy hai cho ngudi va
moi truong. Thay vi ban virt bo hodc gitr chung trong nha, tai ché chiing 1a Iwya chon thich hop nhit.

- Tai ché may tinh giip tao viée lam: thue té hon 90% céc san phim may tinh c6 thé tai ché, tai ché co
thé dong mot vai tro rit co ban trong viéc tao ra viéc lam. Piéu nay duoc dam bao, vi cac doanh nghiép
mo&i kinh doanh tai ché rac thai dién tir s& xudt hién va nhimg doanh nghiép hién tai s& tiép tuc phat trién.
Diéu nay c6 thé dugc thic diy boi sy gia tang trong nhu cau vé tai ché may tinh.

- May tinh tai ché hd tro cong dong: 13 mot phan cua trach nhiém xa hoi, quyén gop cac san phém may
tinh cii c6 thé dong mot vai tro quan trong trong sy phat trién clia cong dong. May tinh cii c¢6 thé duoc
tang cho cac gia dinh c6 thu nhap thip dé cho phép ho co quyen truy cap vao cong nghé ma ho khong
thé c6 du kha nang dé mua chiung. Nhitng may tinh cling c6 thé duoc tan trang va duoc sir dung trong
cac truong hoc hodc trong cac t6 chure tir thién.

- Taiché giup tiét kiém khong gian rac thai: theo mot nghién ctru duoc tién hanh béi t6 chirc méi truong
lién hi€p quoc (United Nations Environment Programme — UNEP), tong luong chat thai tao ra boi cac
san pham may tinh hang nim 1a khoang 49 triéu tan trén quy mo toan thé gidi. Bang cach tai ché cac
san pham nay, khong gian bai rac dugc bao toan.

3.2.2 Béo v¢ méi truomg

- Thiét 1ap may tinh ché do tiét kiém nang luong: May tinh cua ban - may tinh dé ban hoac may tinh xach
tay, tai noi lam viéc hay 6 nha - co thé tiéu thu cong suit 1on mdi thang, dic biét 1a néu ban khong can
than vé cac thiét 1ap sir dung niang luong ciia nd. Mot vai diéu chinh nho ddi voi cach may tinh ciia ban
hoat dong, c6 thé cit giam hoa don di¢n hang thang ctua ban. V& moi truong, giam luong duoc luong
CO2 thai ra ciia may tinh. Mot s6 thiét 1ap tiét kiém ning luong.

+ Giam tiéu thu dién ning man hinh: phan tiéu thy nhiéu ning luong nhat trong may tinh 1a man hinh.
Do d6, giam tiéu thu dién ning man hinh thi dién ning may tinh giam déng ké. Dién ning man hinh
c6 thé giam nhu sau:

« St dung chtrc niang tiét kiém man hinh: vi man hinh c6 thé tiéu thy ning luong khi may tinh dang
su dung.

«  Thay vi sir dung trinh tiét kiém man hinh, thiét 1ap man hinh di vao ché d6 ngi sau 20 phat khong
hoat dong, va 6 cimg tit sau 60 phut khong hoat dong

«  Diéu chinh d¢ sang ctia man hinh.

+ Thiét 1ap ché do cho (standby): chuyén sang ché do chd cling c6 thé 1a tiét kiém mot nang luong 16n,
man hinh chuin c6 thé tiéu thu 30 watt dén 140 watt trong ché d6 lam viéc, nhung it hon 3 watt trong
khi & ché d6 chd. Nén cho may tinh di t6i ché d6 chd sau 30 phut khong hoat dong. Khi thiét 1ap ché
do standby, chu y cac chuong trinh tro choi may tinh phd bién va cac goi phan mém cua bén thir ba
chay trong ché do nén (background) s& khong cho phép cac may tinh di dén standby.

- Ngoai ra, chung ta giam luong tiéu thy bang cach dat ché do tu dong tit may (auto shutdown) hodc tt
hét cac thiét bi ngoai vi may in, may quét va loa.
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Str dung vin ban dién tir 1am giam nhu cau d6i v6i vt liéu in
Tai che vat li¢u in va thiét bi in an (gidy va hop muc in)
Xu 1y linh kién may tinh bi hu hong hodc cii tai trung tam tai ché

3.3 Kiém soat truy nhip, bao dam an toan cho dir liéu

3.3.1 Tén ngudi dung va mét khau

Mot ngudi dung (user) 1a mot nguoi st dung mot may tinh hodc cac dich vu mang. Mgt user thuong cdé mat
tai khoan nguoi dung (user account) va dugc xac dinh vao h¢ thong bang mdt té€n nguoi dung (username),
cac thuat ngir khac 1a login name hodc screenname.

Username 1a mdt tén dugc su dung dé truy cap vao mot hé théng may tinh. Username, thuong c6 mat
khau (password), dugc yéu cau trong hé théng da ngudi ding. Trong hiu hét cac hé théng, nguoi dung
c6 thé chon tén ngudi dung va mat khau ctia minh.

Mat khau (password): mot mat khau 1a mot tap hop cac ky tu hodc cac tir bi mat dugc sir dung dé truy

cap vao mot may tinh, trang web, hodc dir liéu, tai nguyén mang. Passwords giiip dam bao cac may tinh

hodc dit liéu chi c6 thé dugc truy cép boi nhiing nguoi da dugce cap quyen dé xem hoic truy cap no.

Thuat ngtr dung dé mo ta mot mat khau 1a mot mat khau hiéu qua, rat kho xam pham, mdt mat khéu

thudng c¢6 cac dic diém sau:

+ Thay d6i mat khau thudng xuyén, it nhat sau thang mdi lan.

+ Tranh nhiing tir lién quan dén ban than, chang han nhu tén, ngay thang nam sinh, noi sinh, dia chi.

+ Chua it nhat 8 ki tu, két hop cac ki tu s6, cac ki tu chit (chir hoa va chit thuong) va cac ki dac biét,
tranh str dung céc tir chung (tén, chit cia nguoi khac ma co6 thé duogc tim thay trong tir dién)

+ Sir dung mat khau khac nhau cho cac muyc dich khac nhau. Tt ca cac website yéu cau nguoi ding
phai dang ky voi mot mat khau va ngudi dung st dung lubn ludn cing mot mat khau duoc cho tat ca
dang ky. Thuong nén sir dung it nhat 3 mat khau: mot cho st dung quan trong nhu tai khoan ngan
hang, hai mét khau sir dung hang ngay va cubi cung mat khau str dung khong quan trong (ding ky
trang web khong ro hoac dich vu s€ khong dugc stir dung lau).

+ Hay can than cac mat khau dugc luu trir trong cac chuong trinh: doc mail, Internet Explorer va nhiéu
chuong trinh khéc luu trit mat khéu cta ban dugc che diu véi dau hoa thi. Cac diu hoa thi nay duong
nhu 14 khong thé doc duge, nhung cac chuyén gia mdy tinh c6 thé doc chiing mot cach dé dang. Chi
nén luu trir mat khau trong cac chuong trinh chi khi may tinh c6 mot nguoi ding duy nhat (vi du may
tinh & nha hodc may tinh xach tay ca nhan), dirng bao gid luu mat khau & noi céng cong nhu quan ca
phé Internet, ...

3.3.2 Pé phong khi giao dich trwc tuyén

Giao dich tryc tuyén nhanh nhung chira cac nguy co tim 4n, sau day trinh bay cac bién phap an ninh don
gidn va bién phap phong ngtra hop 1y ma khach hang nén ap dung khi giao dich trén nén tang dién tu.

Mat khau mic dinh duoc cung cép boi cac nha moi gidi nén duoc thay ddi trude giao dich.

DPam bao mat khau khong dugc chia sé v6i nhitng nguoi khac. Thay d6i mat khau theo dinh ky

Céc nha dau tu can phai co kién thie day da vé cach sir dung cac phin mém trudce khi bit dau giao dich.

Nén tranh dat don dat hang tr cac may tinh chia sé nhu quan ca phé Internet

Pimng quén ding xuét sau khi giao dich xong

Pam bao rang khong bdm vao tiy chon nhd t6i (remember me) khi ding ky tir vi tri khong thuong

xuyeén.

Tranh tiét 16 thong tin bi mat. Vi thong tin ban tiét 10, bon toi pham s€ dugc truy cap vao tai khoan cua

ban. Nan nhén thuong bi lira d6i trong hai cach, hoic bang dién thoai hodc e-mail.

+ Bang dién thoai: ke Ira dao c6 dong vai tro nhu mot nhéan vién dich vu khach hang cua mét cong ty
ndi tiéng hay mot cong ty ma ban thuong giao dich, vi du ngén hang hodc méi gioi. Vi co cung cap
dich vy khach hang hoac tlep thi mot san pham moi, ho s€ dién thoai yéu cAu chi tiét tai khoan dang
nhap cua ban.

+ Bﬁng e-mail: thuong dugc goi 1a 'lra dao', ban s€ nhan dugc mot e-mail yéu cAu ban xac nhan hodc
cap nhat thong tin tai khoan nhay cam bang e-mail hodc trén mot trang web ma c6 vé hop phap hoic
e-mail c6 chira file dinh kém hodc lién két yéu cAu ban mé hodc nhip vao lién két.

Ngéan chan viéc danh cép dir liéu:

+ Khong cung cép thong tin ddng nhap tai khoan cia ban qua dién thoai hodc e-mail
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+ Khong bao gio md cac tap tin hodc file dinh kém trong e-mail tir nhiing nguoi la
+ Trudc khi ban nhap dit liéu nhay cdm trén mot trang web, kiém tra xem dia chi web d6 1a dung.

3.3.3 Khai niém va tic dung cia tuwdng lira

Tuong Itra 1a mot hé théng an ninh mang, phﬁn cung, hodc dya trén phén mém, diéu khién luu luong mang
vao va ra dya trén mot tap hop cac quy tac. Bic tuong lira hoat ddng nhu mot rao can gitra mot mang tin cay
va cac mang khong tin cay khac chang han nhu Internet.

Mot tuong lua (firewall) diéu khién truy cap vao cac ngudn tai nguyén ctia mot mang thong qua mot mé hinh
kiém soat tich cuc. Dleu nay co nghia rang sy luu thong chi dugc phép ra vao mang duoc quy dinh trong
chinh sach tuong Ira; tat ca luu luong khac bi tur chdi.

3.4 Phin mém déc hai
3.4.1 Viruslagi

Virus may tinh 1a cdc ma doc hai hodc cac chuong trinh thuong dugc cai dat trén may tinh cua ban ma ban
khong biét va nguoc lai mong mudn cua ban. Mtrc do nghiém trong ctia mot virus co thé khac nhau. Mot sd
virus chi duong nhu 1a phién ha cho nguoi sir dung; mot s6 vius gay ra tap tin bi hong hodc bi xod va mdt sb
vius c6 kha ning tit may tinh va x6a toan bd 6 cing. Virus lay nhiém vao hé théng va sau d6 tu gin né vao
mot chuong trinh hay file dé lay lan cho cac nguoi dung (user) khac. Nguoi ta chia virus thanh 2 loai chinh
1a B-virus, loai 18y vao cac mau tin khoi dong (Boot record) va F-virus lay vao cac tap tin thuc thi (Executive
file). Cach phan loai ndy chi mang tinh twong ddi, boi vi trén thuc té ¢ nhiing loai virus ludng tinh vira lay
trén boot record, vira trén file thi hanh.

- B-virus: Néu boot may tor mot dia nhiém B-virus, bd nhé cua may s¢€ bi khéng ché, ké tiép la boot record
cua dia ctng bi 1y nhiém.

- F-virus: Nguyén tic ciia F-virus 1a thém doan ma Iénh vao file thi hanh (dang .COM va .EXE) dé mdi
lan file thuc hién, doan ma nay s€ dugc kich hoat, thuong tra trong vung nhd, khéng ché cac tac vu truy
xuét file, do tim céc file thi hanh chua bi nhiém virus khac dé tu lay vao.

Ngoai ra, ta con phai ké dén mot sd loai vius nira.

- Macro virus: lay qua céc tap tin van ban, Email, chon ngén nglt Macro lam phuong tién lay lan.

- Sau may tinh (computer worm): la mot chuong trinh may tinh ty nhan ban va tham nhap vao mot hé
diéu hanh v&i muyc dich 1y lan ma doc hai. Worms sir dung mang dé giri cac ban sao ctia mi ban dau
t61 cac may tinh khac, gdy hai bang cach tiéu thu bang théng hodc c6 thé x6a cac tap tin hodc gui tai liéu
qua email. Worms thuong bi nham 13n véi virus may tinh; Su khac biét nam & cach chung lay lan, sau
may tinh ti sao chép va lan truyén trén mang.

- Ngua Trojan (trojan horses): la mot loai phan mem doc hai thuong duge nguy trang nhu 1a phan mém
hop phap. Trojan c6 thé duogc str dung bai tin tic cb ging dé dat duoc quyén truy cap vao hé thong cua
ngudi dung. Sau khi kich hoat, Trojans c6 thé cho phép t61 pham mang dé giam sat ban, an cip dit liéu
nhay cam ctia ban. Nhitng hanh dong nay c6 thé bao gom:

Xoa dir liéu

Chan dir liéu

Stra i dit liéu

Sao chép dir liu

+ Gay rdi hoat dong ciia mdy tinh hodc mang may tinh

+ 4+ + +

Khéng giéng nhu virus va sdu may tinh, Trojan khong thé tu sao chép
3.4.2 Spyware

Spyware 1a phan mém duoc thiét ké dé nim bt thong tin ca nhan va bao mat, nam trén hé thdng cta ban va
giri n6 ¢ noi khic. N6 da nhanh chéng tré thanh nhu 14 mot van dé 16n nhu virus. Méi de doa chinh ciia
Spyware 1a sy riéng tu va bao mat clia ban. Adware 1a phan mém gian diép theo doi trinh duyét Internet cia
ban va co thé cai dit cookies ddc hai trén may tinh cia ban. Mot cookie 1a mot file van ban nho c6 chura
thong tin c6 thé nhan dang ban dén mot trang web. Cookies 12 khong nhét thiét 1a x4u. Chung rat c6 ich khi
ching dugc str dung dé giup ca nhan kinh nghiém duyét web cua ban, nhung cookie c6 thé de doa sy riéng
tur ctia ban néu chung dugc str dung dé tiét 16 thong tin.
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3.4.3 Cac phuwong phap phong va diét virus

- Pé phong F-virus: Nguyén tic chung la khong duoc chay cac chuong trinh khong ro ngudn gbc. Hay
ding céc chuong trinh diét virus kiém tra cac chuwong trinh nay truéc khi chép vao dia cling clia may
tinh.

- Dé phong Macro virus: ho virus nay lay trén vin ban va bang tinh ctia Microsoft. Vi vy, khi nhdn mot
file DOC hay XLS nao, ban hiy nhé kiém tra chang truéc khi mé ra.

- Diét Virus: bé phat hién va diét virus, nguoi ta viétra nhitng chuong trinh chéng virus, goi la anti-virus.
Néu nghi ngd may tinh ctia minh bj virus, ban c6 thé ding cic chuong trinh nay kiém tra cac 6 dia cia
méy. Mot diéu can luu ¥ 1 nén chay anti-virus trong tinh trang b nhd tét thi viéc quét virus méi hiéu
qua va an toan.

Luuy: Dé cac chuong trinh diét virus c6 thé phat hién céc loai virus méi, nguoi dung can phai cép nhat dix
li¢u thuong xuyén bang cach két ndi internet, chon chirc nang cap nhat dir liéu (update) cho chuong trinh
diét virus.

3.4.4 Mot sb6 chwong trinh diét virus phd bién hién nay

Hién nay c6 rat nhiéu chuong tinh diét virus dang dugc phat trién bao gém cac chuong trinh mién phi va cac
chuong trinh ¢6 ban quyén. Thong thuong cac chuong trinh ¢6 ban quyén s€ thu phi nguoi st dung theo thoi
gian. Nhin chung cac chuong trinh déu c6 vu va khuyét diém ciia nd, khong thé két ludn mot chuong trinh
nao 13 manh nhat boi vi tiry theo bién thé cua virus ma chuong trinh nay c6 thé diét dugc nhung chuong trinh
kia thi khong. Mot s6 chuong trinh diét virus phd bién hién nay nhu:

Tén phan mém Co phi | Mién phi
Kaspersky Internet Security X
McAfee AntiVirus Plus X
Bitdefender Internet Security X
Norton AntiVirus X

BitDefender Antivirus Free Edition
AdAware Free Antivirus

Avira Free Antivirus
AVG Free Antivirus

PR | e

3.5 Mt s6 van dé co ban lién quan dén phap luit trong sit dung CNTT
3.5.1 Ban quyén

Luat ban quyén bao vé cic cong trinh sang tao géc chang han nhu phan mém, trd choi video, sach, am nhac,
hinh anh, video, pham mém, .... luat ban quyén khac nhau ¢ cac nudc. Vi du, tai Hoa Ky, luat ban quyén
quy dinh ring cac chi s& hiru mot cong trinh c6 quyen ddc quyén in, phan phéi, va sao chép tac pham, va su
cho phép phai dugc dat dugc boi bat cir ai khac mudn tai str dung tai san nay. Bao ho ban quyen co hi¢u luc
cho céc cong trinh gdc cua tac gia dugc xac dinh trong mot hinh thie hitu hinh, cho du cong bd hodc chua
cong bd. O Viét Nam, Luat S& hitu tri tué duoc Qudc hoi (khoa XI) thong qua ngay 29/11/2005 ¢6 hiéu luc
thi hanh tir ngay 01/07/2006.

- Ban quyén (copyright): 1a quyén ctia mét tac gia voi vin ban, hinh anh, nhac, phim, ..., dé bao vé tai
san tri tué cua ho.

- M4 sb san pham (product identification number - PID): 1a mot con s6 di kém voi phin mém mua hop
phap nhu mot xac nhan tinh xac thyc.

- Gidy phép phan mém (software license): Mot gidy phep phan mem la mot tai liéu cung cAp nguyén tic
rang budc vé mat phap 1y cho viéc sir dung va phan ph01 phan mém. Glay phep phan mém thuong cung
cap cho nguoi dung cudi voi quyén cho mot hodc nhiéu ban sao ctia phan mém ma khong vi pham quyén
tac gia. Glay phép ciing quy dinh trach nhiém cua cac bén giao két thoa thuén cap phép va co thé ap dat
cac han ché vé phan mém co the duoc st dung. Piéu khoan va diéu kién cap phép phan mém thuong
bao gdm sir dung hop ly phan mém, cic giGi han trach nhiém, bao hanh va khuyén cdo va bao vé néu sur
dung vi pham quyén s¢ hiru tri tu¢ cua nguoi khac.

- Xéc dinh cip phép phan mém: kiém tra s seri (serial number), dang ky, kiém tra gidy phép phan mém.
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- Thoa thuan cip phép phan mém (software license agreement): mt thoa thuén cap phép phan mem la
hop dong phap 1y giita bén chuyen quyén hodc tac gia va ngudi mua phan mém, thiét lap quyen cua
ngudi mua. Mot thoa thudn cap phép phan mém chi tiét vé 1am thé nao va khi nao cac phan meém co thé
dugc st dung, va cung cap bat ky han che nao duogc ap dit trén phan mém. Mot thoa thudn cip phép
phan mém ciing xac dinh va bao vé quyén loi ciia cac bén lién quan mot cach rd rang va sic tich. Hau
hét cac thoa thuan ban quyén phan mém ¢ dang k¥ thuat s6 va khong duoc trinh bay cho ngudi mua cho
dén khi mua hoan tat.

- Phan mem mién phi (freeware): 13 phin mém hoan toan mién phi dé sir dung. Khong gidng nhu céac
phan mém thuong mai, n6 khong doi hoi bat ky thanh toan hoac 1¢ phi cap gidy phép (licensing fee).
Freeware la phan mém c6 ban quyen nhung mién phi sir dung. Mac du n6 mién phi, tac gia van gitr ban
quyén, c6 nghia 12 ban khong thé 1am bat cir diéu gi voi nd ma khong duoc cho phép rd rang cia tac gia.

- Phan mém chia sé (shareware): 1a phﬁn mém ban dau sir dung khong tén phi, nhung sau mot thoi gian
nhat dinh nguoi dung dugc yéu cau phai tra khoan phi hodc x6a no. Khong giong nhu cac phan mém
mién phi, phan mém chia s& thuong bi han ché chirc ning hodc chi ¢ thé duogc str dung trong mot thoi
gian han ché trude khi yéu cau thanh toan va dang ky. Khi ban tra phi cho mét chuong trinh phan mém
chia sg, phan mem s& ddy du chirc nang va thoi han st dung bi loai bé.

- Phéan meém ma ngudn mé (open software): khi mot chuong trinh phan mém 1a ma nguon mo, nd ¢ nghia
12 ma ngudn cua chuong trinh ¢6 thé sir dung tu do cho cong chiing. Khong giéng nhu cic phan mém
thuong mai, cac chuong trinh méa ngudn md co thé dugc sira déi va phan phdi boi bat cir ai va thuong
duoc phat trién nhu mot cong ddng chtr khong phai la do mot t6 chirc duy nhat Vi ly do nay, cum tur

"cong dong ma nguon m¢" thuong dugc su dung dé mo ta cac nha phat trlen cua cac du an phat trién
phan mém ma ngudn mé. Phin mém nguon mo ty dong ciing 1a phan mém mién phi. Vi du dién hinh
nhit 12 hé diéu hanh Linux. Boi vi phan mém ma nguén mo la mién phi st dung, thuong 1a khong co hd
trg k¥ thuat bao gdbm cac phan mém. Thay vao d6, ngudi dung co thé can phai dya trén cac dién dan
web va st dung cac cudce thao luén dé bao c4o 151 hodc nhan duoc cau tra 16i cho cau hoi cua ho.

- Copyleft: la mot gidy phép (cliense) cho pheép moi nguoi ty do sao chép, stra dbi va phén phéi lai phan
mém, nhung chip nhan han ché 1a bat ky sta d6i phai dugc phan ph01 nhu ma ngudén mé va copylett.
Diéu nay can trd phan mém tré thanh quyén s hiru riéng sau khi stra doi.

3.5.2 Bao vé dir liéu
3.5.2.1.1 Gio6i thiéu

- Dit liéu ciia mdi nguoi ding c6 thé khac nhau tir cac tip tin vin ban dén cac chuong trinh may tinh hodc
cac dir liéu rat quan trong nhu tai khoan trong ngan hang, bi mat qudc gia.

- Quan ly dit liéu lién quan dén t6 chirc quan 1y thong tin va dit liéu dé truy cap va luu trit an toan. Nhiém
vu quan 1y dir liéu bao gém viéc tao ra cac chinh sach quan tri, phan tich va kién trac dir liéu; bao mat
dir liéu va xac dinh nguén dir 1i€u, phan loai va luu triv

- Viéc bdo v¢ dir li¢u cling c6 nhitng mic d6 khac nhau tuy vao tam quan trong cua dir liéu. Cac tac nhan
c6 thé gy hai dén dit liéu nhu sau:

+ Hoa hoan, thién tai, su cd vé phﬁn cung, phﬁn mém, virus may tinh.
+ Su pha hoai cua gian di¢p hodc cua cac tin tac, su v0 y cua nguoi dung.

3.5.2.1.2 Nguyén tic bao vé

Tuy thudc vao tAm quan trong cta dir liéu ma ta s& 4p dung nhimg cach bao vé khac nhau, ddi voi nhimg di
ligu thong thuong thi cach bao v¢ hitu hi¢u nhét 1a tao ra cdc ban sao cua dit liéu, cic ban sao nay co thé
duoc luu trén 6 dia nén hoic dia CD-ROM. Déi véi cac dit liéu quan trong thi ngudi ta thuong dit ra cac qui
tic rat nghiém ngat bét budc tit ca cac ngudi dung phai tuan theo. Vi du nhu phai ¢ chién luge bao vé dit
liéu bao gom quan ly vong doi dir liéu (data lifecycle management - DLM), mét qua trinh tu dong hoa viéc
di chuyen dir liéu quan trong toi luu trit truc tuyén (online) va ngoai tuyén (offline); mot chién lugc toan
dién dé dinh gia, 1ap danh muc va bao v¢ dit li¢u tir cac ing dung hodc nguoi st dung 161, virus tAn cong,
gian doan hodc khong hoat dong hé théng.
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= BAI TAP

1./ Trinh bay mot s6 van dé stc khoe lién quan dén str dung may tinh.

2./ Trinh bay cac loi ich khi tai tao cac thiét bi may tinh.

3./ Trinh bay céc cach bao v¢ moi truong khi st dung may tinh.

4./ Trinh bay mot sé dic diém khi dat mat khau (password)

5./ Trinh bay cac bién phap an ninh don gian va bién phap phong ngira hop 1y khi giao dich trén nén tang
dién tur.

6./ Buc tuong lua (firewall) 1a gi?

7./ Virus la gi? Trinh bay céc loai virus?

8./ Spyware la gi? Néu cac phuong phap phong va di¢t virus.

9./ Phan bi¢t copyright va copyleft.

10./ Phéan biét su gidng va khac nhau ctia phin mém thuong mai, phan mém chia sé va phin mém ma ngudn
m& (open software)

Chon cdu trd 1oi diing nhit cho cdc cdu héi sau

11./ Phat biéu nao sau day khong ding vé loi ich cta tai ché cac thiét bi may tinh
a. Tai ché may tinh cii gitip dé bao ton tai nguyén thién nhién

b. Tai ché may tinh cii ¢6 thé giup bao vé mdi truong

c. Tai ché giup giam dién nang st dung may tinh

d. Tai ché giup tiét kiém khong gian rac thai

12./ Chon khai niém sai vé tudng lira (firewall)

a. Firewall diéu khién luu lvong mang vao va ra dua trén mot tap hop cac quy tic
b. Firewall hoat dong gidng nhu mot phan mém diét virus

c. Firewall hoat dong nhu mot rao can giita mot mang tin cdy va cac mang khong tin ciy khac ching han
nhu Internet.

13./ Phan mém chia s& 1a phan mém:

a. Phan mém hoan toan mién phi sir dung
b. Phdn mém chi mién phi thoi gian déu
c. Phan mém khong bi han ché chirc ning

d. Phan mém khéng dugc ban
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CHUONG 4: HE PIEU HANH WINDOWS

4.1 Hé diéu hanh

4.1.1 Khai niém veé HE diéu hanh

4.1.1.1 Khai niém

H¢ dleu hanh (Operating System) la mét tap hop céac phan mém dung dé quan 1y tai nguyén phan cimg va
cung cap cac dich vu cho cac chuong trinh may tinh. H¢ diéu hanh 13 mot thanh phan quan trong nhat trong

hé t}long cac phan mém trén may tinh, tao sy lién hé gitra ngudi s dung va may tinh théng qua cac 1énh didu
khién. Néu khong c6 hé diéu hanh may tinh sé khong thé hoat dong duogc.

4.1.1.2 Chirc ning chinh ciia H¢ diéu hanh

Hé diéu hanh c6 nhitng chirc ning chinh sau:

- Thyc hién céc 1énh theo yéu cau ctia ngudi sir dung may tinh

- Quan ly, phan phdi va thu hdi bo nhé

- Piéu khién cac thiét b ngoai vi nhu b dia, may in, ban phim, man hinh,...

- Quan ly tap tin,...

4.1.1.3 Céc dong H¢ diéu hanh

Hién nay c6 2 dong hé diéu hanh ton tai cho phép nguoi dung c6 thé chon lua:

- Hé diéu hanh ma nguon déng: La cac hé diéu hanh thwong mai, ngudi dung phai mua glay phép ban quyén.
Hién nay hé diéu hanh Windows cua hing cong nghé Microsoft 1a hé diéu hanh mi ngudn déng duoc sir

dung phd bién. Cac phién ban cia Windows: Windows 95, Windows 98, Windows 2000, Windows XP,
Windows Vista, Windows 7, Windows 8§, ....

- Hé diéu hanh md nguon mé: La nhitng hé diéu hanh mién phi, ngudi dung co thé tai vé va cai dit vao may
tinh ma khong can phai tra bt ky khoan chi phi nao dé sir dung. Cac hé diéu hanh ma ngudn mé phd bién
nhét hién nay 1a h¢ diéu hanh Unix/Linux v&i cac ban phan phéi: Ubuntu, Mandriva, Fedora, MintLinux,
CentOS, Debian, ...

4.1.1.4 Cac dbi twong do H¢ diéu hanh quan ly

4.1.1.4.1 Tap tin (File)

Trén may tinh, dit li€u duoc luu trlr dudi dang céc tdp tin theo mot cAu triic nao do. Noi dung cua tap tin co
thé 1a chuong trinh, dir li€u, van ban,... Moi tap tin dugc luu 1€n dia voi mot tén ri€ng phan bi¢t. Moi hé dicu
hanh c6 qui udc dat tén khac nhau, hé di€u hanh Windows c6 thé ho trg dat tén tap tin c6 chiéu dai toi da 1én
to1 255 ky tu.

Tén tap tin thuong c6 2 phan phan tén (name) va phan mé rong (extension). Phan tén 1a phan bét budc phai
c6 ctia mot tap tin, con phin mé rong thi c6 thé co hodc khong.

- Phéan tén: Bao gom cac ky tu chit tir A dén Z, cac chit sb tir 0 dén 9, cac ky tu khac nhu #, $, %, ~, *, @,
(,),!, , khoang tring. Phan tén do ngudi tao ra tap tin dit.

- Phan mo rong: thuong ding 3 ky tu trong cac ky tw néu trén. Thong thuong phan mé rong do chuong
trinh trng dung tao ra tap tin ty dat.

- Giira phan tén va phan mé rong c6 mot diu chim (.) ngan cach.

Vidu: CONG VAN.TXlT QBASIC.EXE AUTOEXEC.BAT M TEST

v

phan tén phin mé rong
Phan loai tap tin
Ta c6 thé can cir vao phan mo rong dé xac dinh kiéu cua file: , ‘
= COM, EXE : Céc file kha thi chay truc ti€p dugc trén hé diéu hanh.
= TXT, DOC, ... : Cac file van ban.
= MP3, DAT, WMA, ..., BMP, GIF, JPG, ...: Cac file am thanh, video va cac file hinh anh
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Ky tw dai dién (Wildcard)
Dé chi ra mot nhom céc tap tin mubn truy Xut, ta c6 thé st dung hai ky tu dai dién:
- Déu? dung dé dai dién cho mot ky tu bét ky trong tén tap tin tai vi tri no xuét hién.
- Diu* dung dé dai dién cho mot chudi ky tu bat ky trong tén tap tin tur vi tri nd xuét hién.
Vi du: - Bai?.doc dai dién cho Bail.doc, Bai6.doc, Baiq.doc, ...
- Bai*.doc dai di¢n cho Bai.doc, Bai6.doc, Bail2.doc, Bai Tap.doc, ...
4.1.1.4.2 Thw muc (Folder/ Directory)

Cac tap tin duogc luu trir trén may tinh tai mot noi dugc goi 1a thu muc. Thu muyc 1a noi luu gitr cac | ’,J
tap tin theo mot chu de nao do theo y nguoi sir dung. Pay 1a bién phéap gitp ta quan ly dugc tap tin,

de dang tim kiém chung khi can truy xuat.

Trén mdi dia c6 mot thuy muc chung goi 1a thuy muc gde. Thu muyc gde khong co tén riéng va dugc ky hidu 1a
\ (d4u x6 phai: backslash). Dudi mdi thu muc gde co cac tap tin truc thude va cac thu muc con.

Trong cac thu muc con cling c6 cac tap tin tryc thudc va thu muc con ctia n6. Thu muc chira thu muc con

goi la thu muc cha. Thu muc dang 1am viéc goi 1a thu muc hién hanh. Tén cua thu muc tuan thu theo cach
dat tén cua tap tin.

4.1.1.4.3 O dia (Drive)

O dia la thiét bi dung dé doc va ghi thong tin vao dia, cac 6 dia thong dung la: O dia di dong (con goi 1a &
dia USB), O dia cung, O dia CD/DVD.

4.1.1.4.4 Puong din (Path) @
M&éi thu muc ¢ thé chia nhiéu tap tin va thu muc con, mdi thu muc con
lai c¢6 thé chira nhiéu tap tin va thu muc con bén trong. Véi kiéu luu trix _| Ly Thuyet |
nhu vay tao nén mot cu tric cdy goi 14 cdy thu muc (Folder tree). Dé di
dén thu muc duoc chi dinh can phai di qua cac thu muc trung gian.
Puong di tr mot thu muc dén mot thu muc chi dinh duoc goi la duong Phan II
dan. Pudng dan 1a mot danh sach cé thi tu cua cac thu muc lién tiép
nhau va duoc phan cach bai ky hiéu \ (ddu x6 phai: backslash).

Vi du: Gia str trén dia D ¢6 cdy thu muc nhu hinh bén Windows

Word

Phan I

Thuc Hanh

4.2 Hé diéu hanh Windows
4.2.1 So lwgce vé sw phat trién cia Windows

Windows 12 mot hé diéu hanh do hang Microsoft phat trién. Tir version 3.0 ra doi vao thang 5 nam 1990,
dén nay hang Microsoft da khong ngimg cai tién lam cho hé diéu hanh nay ngdy cang dugc hoan thién.
Microsft Windows gém cac phién ban sau: Windows 95, Windows 98, Windows Me, Windows NT 4.0,
Windows 2000, Windows XP, Windows Vista, Windows 7, Windows 8, Windows 10. Trong gido trinh nay
trinh bay Windows 8.
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4.2.2 Khéi dong va tit may tinh trén Windows 8
4.2.2.1 Khéi dong Windows 8

Windows 8 duogc tu d(f)r}g khéi dong sau khi bat nguén may tinh. S& c6 thong bao yéu ciu nhép vao tai khoan
(User name) va mat khau (Password) ctia nguoi dung (hinh 4.1). Thao tac nay goi la dang nhap (login).

Niit Desktop

MIACCESS

Hinh 4.1: Man hinh dang nhap Hinh 4.2: Man hinh Start

Sau khi dang nhap thanh cong, mot man hinh chira cég: biéu tuong cé thé kif:h hoat cac ing dung s€ hién thi,
man hinh nay duoc goi l1a Start Screen (hinh 4.2). Nhan vao nat Desktop d€ md ra man hinh desktop.

Mbi ngudi sir dung s& c6 mot tip hop thong tin vé céc lua chon tu thiét lap cho minh (nhu hinh nén, cac
chuong trinh ty dong chay khi khoi dong may, tai nguyén/ chuong trinh duoc phép sur dung, v.v...) goi la
user profile va dugc Windows luu gitr lai dé sir dung cho nhiing lan dang nhap sau.

4.2.2.2 Tit may tinh

Trude khi thoat khoi hé diéu hanh, can phai dong céac chuong trinh dang mo.
Tiép dén ré chudt vao bién phai cia man hinh (hodc nhén to hop phim
Windows + C) dé hién thi menu dtng bén phai (charm bar), sau do nhan vao 7 Shut down
nut Settings/Power sau d6 chon Shut downs dé tat may, chon Restart dé khoi € Restart
dong lai va chon Sleep dé chuyén sang ché do cho (tiét kiém dién ning).
(hinh 4.3)

Néu chon Shutdown, ing dung dang chay s€ dugc dong lai va may s€ tu
dong tit. Néu vi mot 1y do ndo d6 ma may tinh khong san sang dé dong
(chua luru dir liéu cho mot mg dung hodc su trao doi thong tin gitra hai may
n6i mang dang tiép dién v.v..) thi s& c6 thong bao dé xir 1y.

Sleep

Keyboard

Hinh 4.3: T4t may tinh
trong Windows 8

Chii y: néu khong lam nhitng thao tic dong Windows ma ta tit may tinh ngay thi c6 thé mot phan dit liéu
trong céc tap tin dang m¢ bi mat va h¢ diéu hanh Windows phai chinh stra cac tap tin nay trong lan khoi
dong may tinh ti€p theo.

4.2.2.3 Thoat khoi tai khoan Windows

Mot may tinh co thé co n}liéu ngudi str dung chung, mdi nguoi dung s& duge
cap mot tai khoan riéng dé dang nhdp vao may tinh. Khi dang nhap thanh cong ~'
Windows sé& thiét lap lai cac thong s6 da duoc luu trit trudc d@y twong g VO1 | cpange account picture

tai khoan dang nhép. D¢ thoat khoi tai khoan nguoi dung can thyc hién mot
thao tac goi 1a dang xudt (Sign out hodc Logout). Sau khi Sign out, man hinh
dang nhép s¢ dugc hién thi va lac nay ngudi ding khac co thé dang nhdp vao | sionout
dé str dung may tinh. Dé thuc hién thao tic Sign out ngudi dung can phai thuc
hién cac budc:

Lock

Hinh 4.4: Sign out
. trong Windows 8
e Mo Start Screen bang cach click vao goc trai cua thanh taskbar hodac

nhan phim Windows (E c6 biéu tuong 1a co) trén ban phim.
e Nhan vao biéu tugng ngudi dung bén gbc trén bén phdi ciia man hinh.
e Chon Sign out dé dang xuét. (hinh 4.4)
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Chu y: DPéi voi Windows 8.1, dé tit may va thodt control Panel
khéi tai khoan, ta c¢6 thé thuc hién: R-Click 1én nut

3 File Explorer Sion out
Start ciia man hinh va chon Shut down hoac Signout g
(hinh 4.5) R fasp
Hn Shut down
Shut down or sign out 4 Restart

Hinh 4.5: Sign out trong Windows 8.1
4.2.3 Gi6i thiéu man hinh Desktop ciia Windows 8

4.2.3.1 Man hinh Desktop

Desktop 1a noi bét dau céac hoat dong, n6 chura cac biéu tuong dé kich hoat cac chuong trinh, cac 16i tét co
thé thay doi thong so thiét 1ap hé thong, thong tin vé cac chuong trinh dang hoat dong, cac trang thai hién
hanh...(hinh 4.6)

. ) Hinh 4.6: Man hinh Desktop cia Windows
Nam cudi man hinh 1a thanh tdc vu (Taskbar). Trén thanh tac vu c6 bi€u tugng Internet Explorer, File
Explorer, ...

4.2.3.2 Nhiirng biéu tweng trén man hinh nén
4.2.3.2.1 Cic biéu twong (icon)

Biéu tugng 1a cac hinh v& nho dic trung cho mot ddi tuong nao dé cua
Windows hodc cua cac ung dung chay trong Windows. Phia dudi biéu tuong
1a tén biéu tuong, thong thuong tén biéu twong dién giai cho chirc ning nao do
duoc gan cho biéu tuong (vi du né mang tén cia 1 trinh tng dung). (hinh 4.7)

Hinh 4.7: Biéu tuong trén man hinh desktop

GomputeriS RecyeleBin

4.2.3.2.2 Computer

Biéu twong nay cho phép duyét nhanh tai nguyén trén may tinh. Khi m¢ Computer (bang thao tic Double
Click hoic Right Click/ Open trén biéu twong cia nd), ctra s6 Computer s& xuat hién.

4.2.3.2.3 Recycle Bin

Recycle Bin (hinh 4.7) 1a noi luu trir tam thoi cdc tap tin va cac d6i twong da bi xoa. Nhiing dbi twong nay
chi that sy mat khi ban x6a chung trong ctra ) Recycle Bin hoac Right_Click vao biéu tuong Recycle Bin
10i chon Empty Recycle Bin. Neu muon phyc hdi cac tap tin hodc cac ddi twong da bi x6a trong cira sd
Recycle Bin, ban chon dbi twong can phuc hoi, sau d6 Right Click/ Restore.

Chu y: Mudn x6a cic tap tin, cac ddi twong truc tiép khong luu trong Recycle Bin, ta thuc hién cac cach sau:

- R- Click 1én di tuong Recycle Bin trén man hinh nén va chon Don't move files to the Recycle
Bin. Remove files immediately when deleted )
- Nhan t6 hop phim Shift + Delete 1én doi tuong muon xoa
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4.2.3.2.4 Cac 16i tit (biéu twong chwong trinh - Shortcuts)

Céc 16i tit gitp ban truy nhap nhanh mét ddi tuong hodc mdt thu muc nao

d6, vi du mé mot chwong trinh, mot dia cing, mot thu muc, .v.v.. Dé mé ﬁ

mot dbi tuong, ban Double Click trén Shortcut ctia n6 hoac Right Click/ ’—_L‘-
Open. Biéu tugng ciia cac 16i tit s& c6 hinh miii tén mau xanh chi vé hudng ?!Eiﬁi?ﬁﬂ:ﬁﬂ LGEogISDTVE
déng bic (hinh 4.8).

4.2.3.2.5 Menu ngit canh (Context menu) Hinh 4.8: Céc 16i tit dén thu myc hogc chuong trinh

Trong Windows khi Right Click 1én mét d6i twong (tap
tin, thu myc...), mft menu ngir canh s& hién thi chira cac 1énh cho phép tuong tac voi dbi twong do. Tuy vao
dbi twong va quyén cua ngudi ding ma cac 1énh xuat hién trong menu ngit canh sé& khac nhau.

4.2.4 Cira sb chwong trinh
4.2.4.1 Cira s6 va cac thanh phén cia cira s6

Mot cira s6 trén hé diéu hanh Windows bao gdm rat nhidu thanh phan nhu hop diéu khién (Control box),
thanh menu 1énh (Menu bar), ti€u d¢ ctra s6 (Title bar), nit thu nho ctra s6 (Minimize), nat phong to/thu nho
(Maximize/Restore), nut dong ctra s6 (Close), ... (hinh 4.9)

Control Box Menu bar Title bar Minimize Maximize/Restore

| N\

|
H - ¢ = * Document] - Microsoft Word r
HOME IMNSERT DESIGM FPAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

L Times Mew Roman -1z - e | EE 3=
- A BTy
[T ¢ B 7 U - —— v = AaBbCcDc AaBbCcDe AaBbCk
Paste o & - abe - B Py ,_-:l o T Marmal T Mo Spac... Heading 1
Clipboard ™ Font M Paragraph = Styles
L 1 S 1 2 3 4 5 6 7 8 E 10 11 12 fE! -~

Vertical scroll bar——»

Status bar Horizontal scroll bar

| :

PAGE 1 OF 1 O0WORDS ENGLISH (UMITED 5TATES) EE = -—— 4 1105

Hinh 4.9: Ctra s6 phan mém Microsoft Word va cac thanh phan
4.2.4.2 Cac thao tic trén mdt cira sb

- Di chuyén ctra s6: Drag thanh tiéu dé cira s (Title bar) dén vi tri méi.

- Thay ddi kich thudce cua ctra s6: Di chuyén con tro chudt dén nut canh hodc nat gbc cua ctira s0, khi con
trd chudt bién thanh hinh miii tén hai chiéu thi Drag chudt dé thay déi kich thudc.

- Phong to cira s6 ra toan man hinh: Click 1én niit Maximize 3.

- Phuc hdi kich thudc trude cua cura s6: Click 1én niit Restore |21,

- Thu nho cira sb thanh biéu tugng trén Taskbar: Click Ién nit Minimize =l

- Chuyén dbi giira cac cira s cua cac tmg dung dang mo: Dé chuyén dbi giita cac ing dung nhén t6 hop
phim Alt + Tab hoic click chon biéu twong tmg dung trén thanh Taskbar.

- Dong cira s6: Click 1én nit Close Xl cia cira s6 hodc nhan to hop phim Alt + F4
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4.2.5 HOp hoi thoai

Cac hop thoai thuong xuat hién khi chay chuong tinh tmg dung Windows dé giup ban chon thém thém nhiing
thong so trude khi chuong trinh thuc hién 1é€nh cia ban.

Cac thanh phin ciia hop hdi thoai:
Thong thuong, trén mdt hdp hoi thoai s€ c6 cac thanh phﬁn sau (hinh 4.10)

- Hop van ban (Text box): dung dé | Font i
nhép thong tin. — Ereot | hoances Nit dong
- Hop liét ké (List box): liét ké san | &2 19 (Ta0) 7 (Close)

o~ | Reguiss i3
Hop vin bin o e |
(Text box) ;

mot danh sach c6 cac muc c6 thé
lua chon, néu sb muc trong danh
sach nhiéu khong thé liét ké hét thi
s& xuat hién thanh truot dé cudn
danh sach.

- Hop liét ké tha (Drop down list '
box/ Combo box): khi Click chudt ,—/ 5

Bald
Bali maks

Doube strikethrough

: 5 | Superserapt - H@‘p il_ra Chﬁ‘n
vao nit tha thi s liét ké mot danh | Hop lictketha | s (Check box)
sach cdc muc va cho phép chon | (Combo box) -
moét muc e —— Times New Roman

This is a TrueType Tord, This fond will be ured on both poirder snir

- Hop lua chon (Check box): cho
phép chon mdt hodc nhiéu muc.

- Nt tuy chon (Option button): bit
budc phai chon mdt trong sb cac Hinh 4.10: Hop thoai
muc.

Nt 1énh (Command button): yéu cau thuc hién 1énh.

Cac nut Iénh thong dung:

- OK: thyc hién 1énh theo thong sb da chon va dong hdp thoai.

Close: giir lai cac thong s6 dd chon va dong hop thoai.

Cancel (hay nhan phim Esc): khong thuc hién 1énh va dong hop thoai.

Apply: ap dung cac thong sé da chon nhung khong déng hop thoai.

Default: dat mac dinh theo cac thong s6 da chon

| | Sef Ax Qetaull Teat EHecls oK Cancel

4.2.6 Sao chép dir li€éu trong Windows

Vi¢e sao chép dir liéu trong mot rng dung hodc gitra cac rng dung dugc thuc hién thong qua b nhd dém
(Clipboard). Tai mot thoi dlem bd nhé dém chi chira thong tin méi nhét. Khi sao chép dit liéu tir mot vi tri
dé dan vao mot vi tri khac, can thyc hién bdn thao tac theo thir ty sau:

- Chon dbi twong can sao chép.

- Thuc hién 1énh Edit/ Copy hodc nhan t6 hop phim Ctrl + C hoic Right Click/ Copy dé sao chép ddi
tugng vao by nhd dém (Clipboard).

- Xéc dinh vi tri cAn dén.

- Thuec hién 1énh Edit/ Paste hodc nhan t6 hop phim Ctrl + V hodc Right Click/ Paste dé dan déi tugng
tir bd nhé dém vao vi tri can dan.
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4.2.7 Cach khéi dong va thoat khéi cac chwong trinh

4.2.7.1 Khéi dong chwong trinh rng dung

C6 nhiéu cach dé khoi dong mot chuong trinh tng dung trong Windows:

v" Khéi dong tir Start Screen

Nhan vao vi tri goc bén trai cua thanh taskbar hoac nhan phim Windows (E) trén ban phim, click vao
chuong trinh mudn khoi dong.

v' Khéi dong bing 1énh Run = Run =

Right_click vao vi tri bén goc trai trén thanh Taskbar va chon ||z Jyeethenemeof s program folder document o Intermet
1énh Run (hodc nhan t6 hop phim Windows + R) s€ xuat hi¢n
hop thoai Run nhu hinh 4.11.

Open: unikey w

- Nhéap vao tén cta ghuomg trinh mudn thue thi hodc Click oK Cancel Browse...
chon nut Brown dé chon chuong trinh.
- Chon OK ¢ khéi dong chuong trinh. Hinh 4.11: Hop thoai Run

v' Dung Shortcut dé khéi dong cac chwong trinh

Double_Click hodc Right_Click/ Open vao Shortcut cua cac img dung ma ban mudn khéi dong. Cac Shortcut
thuong dugc dat trén man hinh nén Desktop.

v" Khéi dong tir cac Folder

Khi tén cia mot chuong trinh rng dung khong hi¢n ra trén menu Start thi cach tién loi nhat dé ban khoi dong
no6 1a mé tur cac Folder, Double_Click hodc Right Click/ Open trén bi€u tugng cta chuong trinh ing dung
can mo.

4.2.7.2 Thoat khéi chwong trinh ung dung

Dé thoat khoi mot timg dung ta ¢ thé dung 1 trong cac cach sau day:
- Nhin t6 hop phim Alt + F4

- Click vao nut Close (& goc trén bén phai cua thanh tiéu dé).

- Chon menu File/ Exit.

- Double_Click 1én niit Control Box (¢ gbc trén bén trai ctia thanh tiéu dé).

- Click Ién nat Control Box. Click chon Close. =
Microsoft Word
Khi déng 1 tmg dung, néu dir liéu cua tung dung dang lam . _ )
viéc chua dugc luu lai thi n6 s& hién thi hop thoai nhic nhg | ] Moo aemesiodoamet
Vl@C XaC nhan lu’u dll' heu (hlnh 412) Thong thlIOTlg CO 3 li_y_ntnt(?;_(k..'DUnRSave',are(ent copy of this file will be temporarily available,
chon lya: _
Save Don't Save Cancel
+ Save: luu dir li¢u va thoat khéi chuong trinh ng
dung. Hinh 4.12: Hop thoai nhic nh¢ luu dit
+ Don’t Save: thoat khéi chuong trinh tng dung ma liéu ctia Microsoft Word

khong luu dir liéu.
+ Cancel: huy b6 1énh, tré vé chuong trinh tmg dung.
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4.3 Thay dbi cAu hinh Windows
Windows cho phép thay do6i cau hinh cho phu hgp véi cong viéc hoac so thich cua nguoi st dung thong qua
nhom cac cong cu trong Control Panel. Trén Windows 8 dé vao control panel thuc hién céc cach sau:

- D-Click vao biéu twong Control Panel trén man hinh nén néu c6.

- Nh’ép chudt phai ¢ goc dudi bén trai ciia man hinh (hodc t6 hop phim Windows E + X), khi d6 menu
xuat hién va chon Control panel. Ctra s6 Control Panel s& xuat hi¢n (hinh 4.13)

- Trudc tién phai mé charm bar bang cach ré chudt vao bién bén phai man hinh, chon Settings / Control

Panel.

4+ B3 » Control Panel » |All Control Panel items.

Adjust your computer's settings

¥ Action Center

& BitLocker Drive Encryption
Default Programs

9 Ease of Access Center
Folder Options

& Indexing Options

8 Language

Notification Area lcons
3 Power Options

%3 RemoteApp and Desktop Connections
@ Sync Center

82, User Accounts

Ei Windows Mobility Center

B Add features to Windows 8
I;I Color Management

24 Device Manager

& Family Safety

Iz Fonts

R intel(R) Graphics and Media
B Location Settings

W Performance Information and Tools
{8 Programs and Features

4 Sound

&4 System

W Windows 7 File Recovery
& Windows Update

Hinh 4.13: Ctra s6 Control Panel

) Administrative Tools
[ Credential Manager
@ Devices and Printers
£ File History

) HomeGroup

€1 Intemet Options

¥ Mouse

! Personalization

i Recovery

@ Speech Recognition
ﬂ Taskbar

B Windows Defender

v ¢ Search Control Panel

Viewby: Smallicons ¥

g AutoPlay

5 Date and Time

B Display

Flash Player (32-bit)

ﬂ IDT Audio Control Panel
&2 Keyboard

A% Network and Sharing Center
=] Phone and Modem

b 4 Region

E Storage Spaces
Troubleshooting

‘ Windows Firewall

Tir cira s6 Control Panel ta c6 thé sir dung cac cong cu dé thiét 1ap cau hinh cho hé thong, thay d6i ngay gio,
cai dat thém Font chi, thiét bi phan ciing, phan mém mai hoac loai bo chiing di khi khong con sir dung nira.
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4.3.1 Thay d6i man hinh nén

Man hinh Desktop la noi ma nguoi su dung s€ khoi dong cac chuong trinh cting nhu quan ly cac img dung
dang m&. Windows cho phép thay doi hinh nén cia desktop theo y thich ctia nguoi sir dung bang céach:

- Right _click vao vi tri tréng trén man hinh desktop va chon Personalize.
- Chon Desktop Background, khi d6 ctra s6 méi hién ra (hinh 4.14)

- Chon céc anh trong danh sach.

- Neéu nguoi dung muodn thém anh mai thi nhan vao nut Browse dé chon thu muc chira anh mai.

- Ngoai ra, ta c6 thé chon hon mot anh dé 1am anh nén bﬁng cach chon nhiéu anh trong danh sach, cac
anh s& tu dong thay d6i theo khoang thoi gian ma nguoi dung thi€t 1ap tai muc “Change picture every:”

v6i thoi luong tir 10s cho dén 1 ngay.

- Néu mudn cac anh thay ddi khong theo thir ty ta check vao muc Shuffle.

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: | Windows Desktop Backgrounds v| | Browse.. Select all

@I v 1 B, Contrel Panel » All Control Panel ltems » Personalization » Desktop Background v & Search Control Panel

Clear all

4 Earth (6)

+ Flowers (6)

(3]

4 Windows (1)
=

Picture position: Change picture every:

Y
o

30 minutes v []Shuffle
Fill v

[#] When using battery power, pause the slide show to save power

Save changes

Hinh 4.14: Ctra s6 thay doi anh nén Desktop

Cancel
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4.3.2 Bit ché d9 bio vé man hinh

Ché do bao vé man hinh trong Windows dugc kich hoat khi khong c6 hoat dong st dung da dugc cdm nhan
trong mot thoi gian nhat dinh. D€ bat ché dd bao v¢é man hinh (Screen saver) ta thuc hién:

- Right _click vao vi trf trong trén man hinh desktop va chon Personalize.

- Trong cua s6 Personalize nhan bi€u tugng Screen saver wene — Hop thoai xuat hién (hinh 4.15)
o .
< n Ea— n 3 Screen Saver Settings ﬂ
Screen Saver
Screen Sawver
Screen saver
Screen saver . S ! S
o Settings... S Photos v ings... | review
(None) . Wait: 1 2| minutes|[) On resume, display logon screen
3D Text me, display logon screen
Blank Power rmanagement
Bubbles
ystify o i Conserve energy or maximize performance by adjusting display
Photos nce by adjusting display brightness and other power settings.
Ribbons ; - S
- Change power settings
Change power settings
oK Cancel Apply
OK Cancel Apply
Hinh 4.15: Hop thoai Screen saver Hinh 4.16: Bt thoi gian cho
- Nhan vao miii tén cua hop li€t ké tha dudi Screen Saver (hinh 4.15) va

chon mot di tuong tir danh sach.
- Nhén vao nat Settings... dé dit thém tuy chon.
- Dit thoi gian chd cho Srceen saver (hinh 4.16), nhan nit Preview dé xem két qua.
- Nhén nat OK.
4.3.3 Thay do6i d9 phan gidi cia man hinh

Do phan giai man hinh la thong s6 qui dinh trén man hinh c6 bao nhiéu diém anh (pixel) duoc b tri theo
chidu ngang va bao nhiéu diém anh duoc bé tri theo chiéu doc. Mdi diém anh s& hién thi mot chi tiét hinh
anh trén may tinh. Khi man hinh duoc thiét 1ap do phan giai cang 16n thi hinh anh cang sic nét va trung thuc
hon. D¢ phén giai cang 16n thi hinh anh hién thi s& cang nho lai va cang rd hon, khong bi mo hay bi “bé hat”.
Do phan giai man hinh duoc ghi theo quy tit (dai x cao). Vi du d6 phan giai man hinh 1 (1440x900) co
nghia 13 chiéu dai hién thi 1440 pixel va chidu cao 1a 900 pixel. Thay ddi d6 phan giai nhu sau:

- Nhén chudt phai vao vi tri tréng trén man hinh desktop

- Chon Screen Resolution

- Chon d6 phan giai mong mudn trong danh sach Resolution

- Chon Apply dé 4p dung

- Chon Keep changes dé xac nhan thay d6i

- Chon Revert hodc nhin phim Esc trén ban phim dé huy bo 1énh

Chii y: Trudce khi thay ddi d6 phan giai man hinh can phai xem ky danh sach d¢ phan giai man hinh ¢ thé
hién thi. Néu chon sai thi man hinh den s€ hi¢n ra, diéu d6 c6 nghia man hinh da khong thé hién thi duoc
hinh anh & do phan giai vira chon.
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4.3.4 Thay d6i mat khiu

Dé ding nhap vao mdy tinh, ta c6 thé dung 2 loai tai khoan: tai khodn qudn tri (administrator account) va tdi
khodn binh thwong (user account). Néu nguoi dung dang nhap voi tai khoan quan tri s& co quyén thay doi
mat khiu cta tit ca cac tai khoan hién c6 trén may tinh. Dbi voi tai khoan binh thuong thi ngudi ding c6 thé
thay d6i mat khau cua chinh tai khoan dang dang nhap. Dé thay d6i mat khau:

Mo thanh Charm, chon Settings, chon Change PC Settings & dudi ntit Power.
Ctra s6 m6i hién ra, chon Users trong danh sach cura s6 bén trai man hinh.
Chon Change your password bén ctra s6 bén phai.

Mot cira s6 moi hién ra, nhap vao mat khau hién tai dang dang nhéap vao 6 Current password sau d6 nhan
Next.

Ctra s6 mdi hién ra, nhdp va mat khau mai tai 6 New password.
Nhép mat khau moi lan nira tai 6 Reenter password.

Tai 6 Password hint nhap vao mot thong tin goi y lién quan dén mat khau méi, thong tin nay duoc dung
dé goi nhé mat khau cho ngudi dung trong truong hop ngudi dung quén mat khau.

Nhan Next dé tiép tuc.
Nhén Finish dé hoan tat.

4.3.5 Thay doi ngay gio' h¢ thong

Dé thay d6i ngay thang va thoi gian cho may tinh ngudi dung c6 thé vao Control Panel chon Date and
Time hpéc nhan chudt 1én biéu tugng déng ho ¢ thanh Taskbar, chon Change date and time settings,
chon ti€p Change Date and Time d¢€ thay doi ngay gio. (hinh 4.17)

Dé thay d6i mui gio' cho hé thdng nhan chon Change time zone va chon mui gid thich hop (vi du: Viét
Nam str dung mui gio (UTC+07:00) Bangkok, Hanoi, Jakarta).

Date and Time Settings n

Set the date and time:

Date: Time:
4 July 2013 » SRERLLET
Su Mo Tu We Th Fr Sa ~ |
1 2 3 4 ____§__ 6 = ==
7 8 9 10 11032113
14 15 16 17 18 19 20 \ - ~ 4
21 22 23 24 25 26 27 N7 Y
28 29 30 31 1 2 3 .o
204 07PM|2
Change calendar settings
OK Cancel

Hinh 4.17: Ctra s6 thay ddi ngay va gio
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4.3.6 Thay doi dinh dang ngay gio va tién té

Thoéng thuong, hé diéu hanh sir dung dinh dang tién té va ngay thang ciia My (vi du ngdy thang c6 dinh dang
mm/dd/yyyy, do d6 07/26/2017 1a ngay 26 thang 07 nam 2017). Ung dung c6 tén Region 4§ Region trong
Control Panel cho phép thay doi dinh dang nay (hinh 4.18)

| Region Ex 5 Customize Format =l
Formats | Location | Administrative Numbers | Currency | Time | Date

Format: Example

Vietnamese (Vietnam) v Positive: | 123.456.789,00 MNegative: | -123.456.789.00

Language preferences
Date and time formats Decimal symbol: i ~
Short date: dd/MM/yyyy ¥ Mo. of digits after decimalk: 2 v
Leng date: dd MMMM yyyy - Digit grouping symbaok: ; -
Short time: h:mm tt s Digit grouping: 123.456.789 bt
Long time: h:mm:ss tt bt Negative sign symbol: = -
First day of week: Thir Hai - MNegative number format: -1,1 ~

Display leading zeros: P ~
Examples ; 3
Short date: 12/07/2013 List separator : e
Long date: 12 Thang Bay 2013 Measurement system: Metric v
Short time: 455 CH Standard digits: 0123456789 -
Long time: 4:55:04 CH Use native digits: Never =
Additional settings... Click Reset to restore the system default settings for Reset
numbers, currency, time, and date.
0K | Cancel Apply oK Cancel

Hinh 4.18: Ctra sb thay d6i dinh dang ngay va gid va 16p Number

Dé thay d6i dinh dang ngay va gio, trong danh sach Format chon lai dinh dang mudn thay déi (vi du chon
Vietnamese (Vietnam)). Két qua s& hién thi & cac 6: Date and time formats. Trong khung Examples hién thi
cac két qua cua dinh dang dugc thiét 1ap twong Gmg vdi cac myc 6 trén. Sau khi lya chon xong nhin Apply
dé thay doi. bé thay ddi cac dinh dang tién té, dinh dang s6 ta click chudt vao nat Additional settings dé thay
d6i. Chon cac 16p twong g dé thay doi:

» Number: Thay d6i dinh dang s, cho phép dinh dang viéc hién thi gid tri s6 (hinh 4.18)
- Decimal symbol: Thay d6i ky hiéu phan cach hang thap phan.

- No. of digits after decimal: Thay d6i s cac sb 1¢ & phan thap phan.

- Digit grouping symbol: Thay d6i k¥ hiéu phan nhém hang ngan.

- Digit grouping: Thay di s6 ky sb trong mot nhém (mic nhién 1a 3).

- Negative sign symbol: Thay déi ky hiéu chi s6 am.

- Negative number format: Thay dbi dang thé hién cua sb am.

- Display leading zeroes: Hién thi hay khong hién thi s6 0 trong cac s6 chi c6 phan thap phan: 0.7 hay .7.
- Measurement system: Chon hé théng do luong nhu cm, inch, ...

- List separator: Chon d4u phan cach giira cic muc trong mot danh sach.

> Currency: Thay doi dinh dang tién té ($,VND,...)

> Time: Thay ddi dinh dang thoi gian, cho phép ban dinh dang thé hién gid trong ngay theo ché d6 12 gio
hay 24 gio

> Date: Thay d6i dinh dang ngay thang (Date), cho phép ban chon cach thé hién dir liéu ngay theo 1 tiéu
chuan nao do. Trong d6 Short date format: cho phép chon quy udc nhap dit li¢u ngay thang

Vi du: ngay/thang/nam (d/m/yy) hoac thang/ngay/nam (m/d/yy)
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4.3.7 Cai dat va go bé chwong trinh

Sau khi cai dit hé diéu hanh Windows, chi c6 mét sd ung dung co ban duogc cai dat kem theo nhu chuong
trinh v& (paint), may tinh dién tir (calculator), ... va mot vai chuong trinh khac. Néu mudn st dung céc
chuong trinh khong dugc cai dit sin, ngudi sir dung co thé cai dat (install) thém vao hoidc c6 thé g& bo
(uninstall) cac chuong trinh da cai dat nhung khong con str dung.

4.3.7.1 Cai dat chwong trinh

Dé cai dat chuong trinh vao may tinh trude tién nguoi ding can phai co tap tin cai dat (thudng co tén la
setup.exe/install.exe). Ta double click vao tap tin can cai dat va lam theo cac huéng din. Thong thudng &
cac budc cai dat chuong trinh s€ héi noi dé cai dat (méc dinh s€ cai vao thu muc C:\Program Files\), cac lua
chon cai dit (cai dit toan bo cac tinh nang hay chi chon mét vai tinh ning), nhap vao thong tin ban quyén
phan mém (thudng 13 product key hodc serial, email...) dé chuong trinh kiém tra. Khi hoan thanh cic budc
chuong trinh s€ bat dau qua trinh cai dat va hién thj trang thai cai dat. Khi két thac qué trinh cai dat, mot
thong bao s& hién thi dé cho nguoi ding biét qua trinh cai dit thanh cong hodc that bai.

4.3.7.2 GO b6 chwong trinh da cai dat

- Dé g& bod cac chuong trinh khong con sir dung ta double click chudt vao biéu twong Programs and
Features trong ctra s6 Control Panel. M0t cira s6 moi hién ra chira danh sach cac chuong trinh da dugc
cai dat trong may tinh (hinh 4.19).

- Pé gd bo chuong trinh nao ta chi can chon chwong trinh trong danh sach di liét ké, nhan chudt phai va
chon Uninstall. Mot hop thoai s€ hién ra thong bao réng chuong trinh s€ béat dau g0 bo, nhén Yes dé xac
nhéan. Néu chuong trinh c6 hién thi céac lua chon, doc k¥ céac lya chon va chon Next dé tiép tuc. Sau khi
& bo chuong trinh s& théng bao d3 g& bo thanh cong hay thét bai.

[l Programs and Features =
(& * 1 r‘;. » Control Panel » All Control Panel Items » Programs and Features v| & earch Programs and Features
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.
®y Tum Windows features on or
off Organize *  Uninstall = v B
Name . Publisher Installed On  Size Version -
=0 Microsoft Visual Studio Tools for Applications x86 Ru... Microsoft Corporation 6/3/2013 939KB 10.0.40220
E] Microsoft Visual Studio Ultimate 2012 Microsoft Corporation 6/3/2013 7J0GB 11.0.507271
3 Microsoft VSS Writer for SQL Server 2012 Microsoft Corporation 6/3/2013 275MB  11.0.2100.60
&} Microsoft Web Deploy 3.0 Microsoft Corporation 6/3/2013 NEeMB 3.1236.1631
nglcrusaft Web Deploy dbSqlPackage Provider - enu Microsoft Corporation 6/3/2013 320KB 10.3.20225.0
@ Microsoft Web Platform Installer 4.0 Microsoft Corporation 6/3/2013 413MB  4.0.1622
@ Mozilla Firefox 22.0 (x6 en-US) Mozilla 7/6/2013 464MB 220
4 Mozilla Maintenance Service Mozilla 776/2013 333KB 220
£ My5QL Connector/ODBC 5.2 32bit (community editi.. Oracle Corporation 6/20/2013 169MB 525
) MySQL Connector/ODBC 5.2 64bit (community editi.. Oracle Corporation 6/20/2013 178MB 525
[.;'J Motepad++ Notepad++ Team 6/3/2013 6.3.3
@ Poedit : Poedit Uninstall _
] Prerequisites for SSDT D
B Snagit 11
5 SQL Server Browser for SQL Server 2012 9 Are you sure you want to completely remove Poedit and all of its =0
* . components?
# ' StarDict (remove only)
&1 Sybase PowerDesigner 16.0
(R TeraCopy 2.3 beta 2
5 Visual Studio 2010 Prerequisites - English Yes No
| VMware Player
=71 WCF RIA Services V1.0 SP2 Microsoft Corporation 6/3/2013 27T8MB  4.1.61829.0
B WinRAR archiver 6/3/2013
57 XAMPP 1.8.1 6/3/2013
@ Zend Studio 10.0.1 Zend Technologies Ltd. 6/2/2013 445MB 10,041 7
“u l»  Vaclav Slavik Produ sion: 1.5.5 Support link:  http://www.poedit.net/ Size:  20.5 MB
¥ J link:  http://www.poedit.ne... Update information:  http://www.poedit.ne...

(-

Hinh 4.19: G& bd cac chuong trinh da cai dat

Chii y: Mot s6 chuong trinh c6 thé thuc thi truc tiép ma khong can phai qua tién trinh cai dit ¢ trén, do d6
khi liét ké cac chuong trinh da duoc cai dat ta s€ khong thay chuong trinh d6 trong danh sach nay.
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4.3.8 Tit cac chwong trinh bi treo

Trong qua trinh str dung, khi mot chuong trinh khong thé xir 1y duoc cac yéu cau chuong trinh d6 s& khong

thue hién cac 1énh didu khién ciia ngudi dung. Trang thai ndy dugc goi 1a treo. Khi chuwong trinh bi treo

ngudi dung s& khong thé dong chuong trinh d6 theo cach binh thuong. Mudn tit cac chuong trinh bj treo ta

sir dung tién ich Task manager cia Windows bang cach nhan chudt phai 1én vi tréng trén thanh taskbar chon

Task manager hodc nhan t6 hop phim Ctrl-Alt-Delete va chon Task manager (hinh 4.20)

- Pétit chuong trinh bi treo, chon tén chuong trinh trong danh sach sau do click chugt vao nut 1énh End
task.

File Options View

Processes Performance ] App history'l Startup ] Users ] Details ] 'Sen.-icesj

42% ~ 49% 5%
Name Status CPU Memory Disk

> [@ Microsoft Word (32 bit) 0% 210.8MB 0MB/s

b =1 Service Host: Local System (17) 0%  1424MB 0 MB/s
4 Windows Explorer (2) 0.1% 69.2 MB 0MB/s
€ Google Chrome (32 bit) 2.0% 69.1 MB 0 MB/s

& Google Chrome (32 bit) 68.2MB 0.1 MB/s

(g Google Chrome (32 bit) 63.3 MB 0MB/s
4 Service Host: Local System (Net... 53.0 MB 0MB/s
€ Google Chrome (32 bit) 433 MB 0 MB/s
€ Google Chrome (32 bit) 42.7MB 0MB/s
b Wa Kaspersky Anti-Virus (32 bit) 24MB 0.1 MB/s

@ Fewer details

Hinh 4.20: Hop thoai Task manager
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= BAI TAP

Trong Windows, thuc hién cic yéu ciu sau:
1./ Thao tac véi cac cira s0:
- M0 cira s6 Microsoft Word. Thuc hién cac thao tac: phong to, phuc hdi, thu nho, thay ddi kich thuéc,
di chuyén cira s6 sang vi tri méi trén man hinh Desktop.
- M0 tiép hai ctra s6 Computer va Microsoft Excel. Chuyén doi qua lai giira ba ctra s6 (dung phim tat
Alt+Tab hoic click chudt vao cac biéu tugng cua cac ing dung trén thanh Taskbar).
- Dong céc ctra s6 dang mo
2./ Hi¢u chinh d6 phan giai man hinh:
- Xem d6 phan giai man hinh dang duoc thiét 1ap ¢ thong s6 nao?
- Thay ddi d6 phan giai man hinh thanh 1280x720 va cho nhan xét.
- Dit do phan giai tro lai thong s6 ban dau.
3./ Thay d6i man hinh Desktop:
- Thay dbi anh nén ctia man hinh dya vao danh sach anh nén c6 san (Desktop Background) va xem két
qua.
- Chon tit ca cac anh nén c6 trong danh sach, thiét 1ap thoi gian tu dong thay doi anh nén sau mdi 5
phitt, cach thay doi anh ngiu nhién khong theo thir tyr.
4./ Bat ché dd bao v€ man hinh (Screen saver) cua may tinh:
- Chon kiéu Bubbles.
- Chon thoi gian cho 1 phut.
- Nhéin nit Preview dé xem thtr.
- Pbi kiéu khac, nhan Preview dé xem thir.
5./ Thay d6i ngay gio hé thong
- Doi ngay gio hé thong sang ngay 24/12/2025 va cho biét xem ngay nay 1a thir miy trong tudn?
- Dai gio hé thong sang 11:35 PM.
- Ghi nhan lai ngay va gio, d6i mui gio hé thdng sang (UTC+01:00) Amsterdam, Berlin, Bern, Rome,
Stockholm, Viena.
- Ghi nhan lai ngay va gio vira thay d6i, cho nhan xét.
- P6i mui gio sang (UTC+07:00) Bangkok, Hanoi, Jakarta.
Doi lai ngay va gio hién hanh cho may tinh.
6. / Thay d6i dinh dang ngay va gio, tién té
- Thay d6i dinh dang ngay: dd/mm/yyyy
- Thay ddi dinh dang thoi gian: hh:mm:ss
- Thay d6i dinh dang sé:
* Phén cach hang nghin: dau chdm ()
= Phén cich phan thap phan: diu phay (,)

Giéo trinh ing dung CNTT — Co ban Trang 59



Chuong 4 : Hé diéu hanh windows

Giéo trinh ing dung CNTT — Co ban Trang 60



Chuong 5: Quan 1y thu muc va tap tin bang file explorer

CHUONG 5: QUAN LY THU MUC VA TAP TIN BANG FILE EXPLORER

5.1 Giéi thidu

File Explorer 1a mot chuong trinh cho phép ngudi s dung quan ly va truy Xuat cac tai nguyén trong may

tinh nhu tap tin, thu muc, o dia,

ndi mang). Vi File Explorer, cac thao tac nhu sao chép, x6a, doi tén thu muc va tap tin,..

mdt cach thuan tién va dé dang.

5.2 Khéi dong File Explorer

. va nhiing tai nguyén khac trong h¢ thong mang (néu may tinh ciia ban c6

. duogc thuc hién

Khéi dong chuong trinh File Explorer dugc thuc hién mot trong nhiing cach sau:

- Nhén t6 hop phim Windows + E

- Right Click Ién goc trai cuia thanh Taskbar, sau do chon File Explorer

- Double_Click vao biéu twong Computer trén man hinh nén Desktop.

5.3 Cira s6 lam viéc cia File Explorer

Program Files (xe0] Windows Media Player
Windows Multimedia Platform

Windows NT

ProgramData

Recovery

SOL Server 2000 Sample Databases
System Volume Information

Windows Photo Viewer

Windows Portable Devices

Users Windows Sidebar
Windows WindowsApps
g Local Disk (D) desktop.ini
a Local Disk (E) W i€
33items  1item selected 174 bytes

PR Program Files - o[l
T STTaTE TEW ~ @
& Cut Y =T Y New item = Open ~ I"S-ect all
B! Copy path » x z‘ oA Easy access ~ & 2 Edit Select none
!.‘!a-:e LID,I Delete Rename '“I!;-'\' Properties e
/ - 1 v Computer » miskmamﬁles \ v | | Search Program File p
+ Documents P | Name ’ Type Size ‘ [.shellclassinfo]
o' Music Microsoft Silverlight 4AM  File folder LocalizedResour ceName=0%
i Pictures Microsoft SQL Server AM F gf sgﬁg?ﬁ"ggoﬁfﬁifgie
B videos Microsoft SQL Server Compact Edition 10PM  File folder
& Homegroup Microsoft Visual Studio 10.0 0AM  File folder
R haidanguo Microsoft Visual Studio 11.0 1PM  File folder
& Computer Microsoft.NET BAM Fi e
4 Local Disk (C:) MSBuild PM  File folder
SRecycleBin MySQL AM  File folder
Boot Reference Assemblies 14AM  Filefalder
dell TeraCopy W File folder
[# Documents and Settings Unikey PM  File folder
Intel Uninstall Information A File folder
MSOCache Windows Defender le folder
Perflogs \.T::fs Journal e folder /
\ Program Files / Wadgws Mail \ /

Hinh 5.1: Cira s6 chuong trinh File Explorer

Cira s6 File Explorer dugc chia lam 4 vung (hinh 5.1):
1. Thanh menu (Ribon menu): chira cac 1énh cho phép thao tac vai cac tap tin va thu myc. Méc dinh thanh

menu s& bi 4n, dé hién thi ta nhan va nat A

vao tén 6 dia duogc hién thi.

& goc trén bén phai cia cira sd va chon Show Tabs and
Commands (hodc nhan t6 hop phim Ctrl + F1). Thanh menu dugc chia lam 3 tab 14 Home, Share va
View. Mdi tab sé& chira cac 1énh dugc nhom theo chirc ning.

2. Cira s6 chira danh sach céac 6 dia va cac tai nguyén chia sé. Dé thao tac véi 6 dia nao chi can click chudt

3. Vung hién thi ndi dung (gdm cac tap tin va thu muc con) cua thu muc duge chon bén cira 6 2.
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4. Khi chon mot tép tin bén cira so 3, n61 dung trong tap tin d6 s& dugc hién thi & dang xem trudc (preview)
bén cira s6 4. Médc dinh cura s6 nay 4n, néu mudn hién thi thi chon menu View va chon Preview Pane
(hodc nhan t& hop phim Alt + P).

Ngoai ra ctra s6 File Explorer con c6 thanh dia chi (address bar) dé hién thi dudng dan cua thu muc dang

duogc chon va cac chire ning cho phép di chuyén dén cac thu myc. (hinh 5.2)

(—:I * T k Computer » Local Disk (C:) » Program Files v 0
Hinh 5.2: Thanh dia chi
bé di dén mdt thu muc ngoai viéc chon thu muc ¢ ctra s6 2 hodc 3 ta ¢6 thé nhap tryc tiép duong dan vao
thanh dia chi va sau d6 nhan Enter.
Cac nut cong cu trén thanh Address bar:

(€) | - Back: Chuyén vé thu muc trudc do.

T | - Up: Chuyén lén thu muc cha.

(%) | - Forward: Chuyén t&i thu muc vira quay vé (Back).

~ | - Recent location: Cho phép chon lai mot thu muc da duyét

pé thay ddi kiéu hién thi ta c6 thé chon kiéu hién thi mong mudn trong tab View/Layout. Khi click chon mot
kiéu thi ndi dung & ctra s6 3 s& dugc thay doi.

Nbi dung trong ctra s c6 thé duge sap xép thé hién theo thir ty. Ddi voi kiéu thé hién Details, ta c6 thé thuc
hién br:ing cach luan phién nhan chudt 1én cot tuong ung (Name, Size, Type, Date Modified, ...) hodc chon
nut Sort by trong tab View sau d6 chon cot can sap xép.

Dé hién thij cac tap tin hodc thu muc an, ta b chon muc Hidden items trong tab View. Dé hién thi phén mé
rong cua tap tin, ta bd chon tai muc File name extensions. DPé chon nhanh céc tap tin hodc thu muc, ta bat
cac 6 checkbox ¢ ddu mdi tap tin va thu muc bang cach chon Item check boxes trong tab View.

5.4 Thao tac v6i cac the muc va tip tin

5.4.1 Thao tac véi cac thu muc va tap tin

Co ba cach thuc hién : i

v’ Céch 1: Double_Click 1én biéu twong cla tap tin/ thu myc.

v' Céach 2: Right_Click 1én biéu tugng ctua tap tin/ thu muc va chon muc Open.

v Céch 3: Click chon tap tin/ thu muc va nhan phim Enter.

Néu tap tin thudc loai tap tin van ban thi chuong trinh tng dung két hop s€ dugc khoi dong va tai li€u sé
dugc nap vao. Trong trudong hop chwong trinh ing dung khong dugc cai dat trong may tinh thi Windows s&
mo hdp thoai Open With va dé€ ban chon chuong trinh két hop.

5.4.2 Chon tap tin/ thu muc
- Chon mot tap tin/ thu muc: Click chudt vao biéu tuong tap tin/ thu muyc.
- Chon mot nhom tap tin/ thu muc: co thé thuc hién theo 2 céach:

e Céc ddi tuong can chon ndm li?:n ké v6i nhau: Click chudt chon d6i tuong dau danh sach, sau d6 4n
gitr phim Shift va click chon doi tugng cudi danh sach.
e (Cac doi tugng can chon nam roi rac nhau: nhan gitt phim Ctrl va lan lugt click chon cac doi tugng.
5.4.3 Tao thu muc
- Chon noi chtra thu muc (thu muc/ b dia) ¢ cura s6 bén trai.
- Chon tab Home/New Folder hoic Right Click vao chd tréng & ctra sd bén phai va chon New/ Folder.

- Nhap tén thu muc mdi, sau do go Enter dé két thuc.
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5.4.4 Sao chép thu muc va tap tin

Chon céc thu muc va tap tin can sao chép va thuc hi¢n mdt trong hai cach sau:
e Cach 1: Nhan gifr phim Ctrl va Drag d6i tuong da chon dén noi can chép.
e Cach 2: Nhin t6 hop phim Ctrl + C (hoac chon tab Home/ Copy hodc Right_Click va chon Copy) dé
chép vao Clipboard, sau d6 chon thu muc/d dia can chép dén va nhan t6 hop phim Ctrl + V (hoic Home/
Paste hodc Right Click va chon Paste).

5.4.5 Di chuyén thu muc va tip tin

Chon cac thu muyc va tap tin can di chuyén va thyc hién mdt trong hai cach sau:
e Cach 1: Drag dbi twong dd chon dén noi can di chuyén.
e Céch 2: Nhén t6 hop phim Ctrl + X (hoic chon tab Home / Cut hodc Right Click va chon Cut) dé chép
vao Clipboard, sau d6 chon thu muc/d dia can di chuyén dén va nhan t6 hop phim Ctrl + V (hoic Home
/ Paste hodc Right Click va chon Paste).

5.4.6 Xoa thu muc va tap tin

- Chon céac thu muc va tap tin can x0a.

- Chon Home/Delete hoac Nhin phim Delete hoac Right Click va chon muc Delete.
- Xac nhan c6 thuc sy mudn x6a hay khong (Yes/ No)

5.4.7 Phuc hdi thuw muc va tap tin

Céac dbi tuong bi x6a dugc dua vao Recycle Bin. Néu mudn phuc hdi cac doi tuong da xda, ban thuc hién
cac thao tac sau day:
- Double Click Ién biéu tugng Recycle Bin trén man hinh nén Desktop.

- Chon dbi tuong can phuc hoi.
- Thuc hién 1€nh Restore selected items trén thanh menu hoac Right Click va chon muc Restore.

Ghi chu:
- Néu muon x6a han cac doi tuong, ta thuc hién thao tac x6a mot lan nira doi vdi cac doi tugng & trong
Recycle Bin.

- Néu mudn x6a han tit ca cac dbi tuong trong Recycle Bin, Right Click 1én biéu twong Recycle Bin va
chon muc Empty Recycle Bin.

- Néu mudn lua chon viéc x6a tam thoi hay xc')a} khong cho phuc hdi va xuét hién hay khong xuét hién
hdp thoai xéac dinh khi x6a, Right Click 1&én bi€u tugng Recycle Bin va chon Properties

5.4.8 D6i tén thue muc va tip tin

- Chon dbi twong mudn ddi tén

- Thuyc hién Iénh Home/Rename hodc nhin phim F2 hoac Right Click vao ddi tuong va chon 1énh Rename
- Nhap tén méi, sau d6 gb Enter dé két thuc.

Ghi chu: voi tap tin dang st dung thi cac thao tac di chuyén, x6a, doi tén khong thé thuc hién duoc.
5.4.9 Thay doi thugc tinh tip tin va thu muc

- Nhan chudt phai 1én ddi twong mudn thay ddi thudc tinh va chon 1énh Properties

- Thay ddi cac thudc tinh.

- Chon Apply dé xac nhéan thay d6i, nguogc lai thi nhan Cancel.

5.4.10 Tao 16i tat (Shortcuts)

5.4.10.1 Tao 16i tit tir man hinh nén Desktop

- Right_Click 1én man hinh nén, chon New/ Shortcut.

- Trong muc Type the location of the item, nhap duong dan cta ddi tuong can tao 14i tat (6 dia, thu muc,
tap tin, ...) hodc click vao nut Brown dé chon dudng dan cho ddi twong. Click Next dé qua budc ké tiép.

- Nhaép tén cho 16i tit can tao va Click Finish dé hoan thanh

Giéo trinh ing dung CNTT — Co ban Trang 63



Chuong 5: Quan 1y thu muc va tap tin bang file explorer

5.4.10.2 Tao truc tiép tir tap tin/ thu muc
- Right Click vao tap tin/thu muc

- Click chon Send to, chon Desktop (create shortcut) dé
tao 101 tat trén man hinh nén Desktop.

5.4.11 Thao tac véi dia
5.4.11.1 Dinh dang dia

- Right_Click vao tén cua 6 dia (c6 thé USB hoic dia
cing) can dinh dang, sau d6 chon 1énh Format (hinh
5.3)

- Néu muén dit tén cho dia thi nhép tén mdi vao muc
Volume label, muén dinh dang nhanh (chi x6a dir li¢u)
thi chon muc Quick Format, tai muc File system, chon
1a FAT32 hodc NTFS déi voi nhitng 6 dia c¢6 dung
lugng 16n.

- Nhép chon Start dé tién hanh dinh dang.

Format Local Disk (D) BEM

Capadity:
141 GB ~

File system
NTFS (Default) ~

Allocation unit size

4096 bytes ~
Restore device defaults

Volume label

Format options
[+] Quick Format

Start Close

Chi y: dir liéu trong dia s& bi x6a hoan toan, khong thé phuc hdi dugc. Hinh 5.3: Dinh dang 6 dia

5.4.11.2 Hién thj thong tin caa dia

Right Click vao tén cua b dia can hién thi thong tin, chon muc Properties.

- Lop General: cho biét dung luong dia (Capacity), da sir dung bao nhiéu (Used space), con lai bao nhiéu

(Free space).

- Lop Tools: cung cip mot sé cong cu kiém tra dia (Error-checking), tao dia du phong (Backup), chong

phan manh dia (Defragment).

- Lop Sharing: cho phép dit cach thirc chia sé tai nguyén c6 trén dia (v6i may tinh c6 ndi mang).
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= BAI TAP

M¢é cira s6 File Explorer, thuwc hién cic yéu ciu sau:
1./ Cho biét may tinh c6 bao nhiéu 6 dia ? bao nhiéu dia CD/DVD?
2./ Chon 6 dia C cho biét cac thong tin sau:
- Cho biét tén 6 dia.
- Tbng dung luong cua 6 dia. Dung luong con trong.
3./ Cho biét trong thu muc C:\Windows:
- Cob bao nhiéu tap tin? Co bao nhiéu thu muc?
Tong dung lugng ciia cac tap tin va thu muc trong thu myuc Windows?
M6 thu muc C:\Windows lam thu muc hién hanh, thay ddi céc kiéu hién thi va cho nhan xét:
o Extra large icons
o Small icons
o List
o Details
Chon ché d6 hién thi Details va sip xép cac tap tin thu myc theo:
o Date create ting dan
o Size giam dan
M¢ thuy muc C:\ lam thu muc hién hanh
o Co6 bao nhiéu tap tin va thu muc trong C:\
o BO& chon muc Hidden items, cho biét sd luong tap tin va thu muc trong C:\
o B0 chon File name extensions va cho nhan xét.
4./ Tao 16i tat (Shortcut):
- MG cira s6 File Explorer, di chuyén t6i thu myc C:\Windows\System32 QD
- Right_Click vao tp tin SnippingTool.exe, click chon Send to, chon Desktop (create (g e
shortcut) dé tao 16i tat cho cong cu chup anh man hinh Snipping. Sialjziztiaefheree
- Tuong tu, tién hanh tao 16i tit cho cac chuong trinh tng dung v& mspaint.exe trong thur ——
muc C:\Windows\System32.
- Right Click vao 16i tit mspaint.exe, chon 1énh Properties. Click vao hp thoai Shortcut key va nhan
t6 hop phim Ctrl+Shift+H.
- Gb t6 hop phim Ctrl+Shift+H va nhan xét.
5./ Tao cay thu muc nhu hinh bén, sau do6 thuc hién:

e

- Déi tén thu myc DTKH > DE TAI KHOA HOC “ == Dulieu (D)
- Dai tén thu myc HT - HOC TAP 4 0 NHAN sU
- Tao thém 2 thu muc Word va Excel bén trong thy muc HOC TAP. BIEM CHE
- Mo tng dung Microsoft Word va thuc hién cac yéu cau: HOP DOMNG
= Nhép vao doan van ban sau va luu (chon File\Save) vao thu muc 4 | TAILIEU
VAN BAN véi tén BT1.DOC (hodac BT1.DOCX): DTKY
Thén tho gitra budi trua he , LUU TRU
Chanh long thuong nhirng tiéng ve hoc tro P VAN BAN
= Mo cira s6 van ban méi, nhép doan van ban sau va luu vao thu muc BANG LUONG
TAILIEU voi téq BTZ:DOC (hoac BT2.DOCX): BAO CAO
Phuong hong nhé dén ngéan ngo aT

Tudi tho trong sang bay gio i xa.
- Sao chép tap tin BT1.DOC trong thu muc VAN BAN sang thu muc TAI LIEU
- Di chuyén céc tap tin trong thu muc TAI LIEU sang LUU TRU
- Dadi tén céc tap tin trong thu muc LUU TRU:
= BTI1.DOC - BAITAP1.DOC; BT2.DOC - BAITAP2.DOC
- Mé 2 tap tin BAITAP1.DOC, BAITAP2.DOC trong thu muc LUU TRU dé xem ndi dung
(Double Click vao 2 tap tin dé mo).
- Mo thém cira s6 Word méi, sao chép ndi dung cia 2 tap tin BAITAP1.DOC va BAITAP2.DOC dan
vao, luu vao thu muc VAN BAN lai voi tén BAITAP3.DOC. Pong cac ctra s6 Word dang md.
- Sao chép tét ca cac tap tin c6 trong thu myc LUU TRU sang thu muc VAN BAN.
- Xoa thu muc LUU TRU. M¢ Recycle Bin va phuc hdi thu muc bi xé6a LUU TRU

Giéo trinh ing dung CNTT — Co ban Trang 65



Chuong 5: Quan 1y thu muc va tap tin bang file explorer

Giéo trinh ing dung CNTT — Co ban Trang 66



Chuong 6: Mot s6 phan mém tién ich

CHUONG 6: MOT SO PHAN MEM TIEN iCH

6.1 Phin mém nén dir liéu WinRar
6.1.1 Gioi thi¢u

Gia st ban muébn o1 nhiéu tap tin va thu muc to1 dia chi email cua mgt ngudi, nhung ban khong mubn o1
cac tap tin va thu muyc riéng biét. Ban c6 thé thuc hién bang cach nén céc tap tin va thu muc lai thanh mot
tap tin nén va goi to1 ngudi nhan. Nguoi nhan c6 thé giai nén tap tin nén nay dé nhén cac tap tin va thu muc
ban dau. WinRar la mdt chuong trinh nén dir li¢u va giai nén thong dung hién nay. WinRar ho trg rat nhiéu
dinh dang nén khac nhau: RAR, ZIP, CAB, ARJ, .... WinRAR con c6 thém tinh nang tao file nén thyuc thi
(Self-extracting), file nay co thé giai nén dir liéu & cac may khong cai dit chuong trinh giai nén. Ngoai ra,
WinRar cho phép nguoi dung cat file nén ra nhiéu phan va dat mat khau dé bao v¢ tinh riéng tu cho file nén.
6.1.2 St dung WinRar

6.1.2.1 Khéi dong WinRar

Ban khoi dong trng dung WinRar tir menu Start. Ngoai ra, do WinRar duoc tich hop vao trong Windows nén
ban c6 thé str dung truc tiép cac 1énh nén/giai nén dir liéu cia Winrar ma khong can khoi dong trude tng
dung WinRar. Vi duy trong ctra s6 File Explorer. Ban c6 thé thuc hién cac chuc nang nén hodc giai nén ctia
Winrar bang cach Right Click chudt vao céc tap tin hodc thu muc mudn nén.

6.1.2.2 Tao tap tin nén thong thuwong =BN-| |
. ) . File Home  Share View ~ @
Thuyc hién cac budc sau: o = F AT G- Hseedan
. , . . . =l s l..= (o] * ' -‘“-f t Select none
- Click chon céc tdp tin va thu muc | & " . [Bcopytor =hrename  Hew FIOPEIES oy | oBiniert seiection
muon nén. Spen s
. . . '(:) * TP |+ MyC.. » Dulieu(D:) » L NN ) Search Dulieu (D:) 0
- Right Click va cdc tap tin va thu muc, B i : _ e
Ch(_)l’l Add to archive... (hlnh 61) 1% My Computer ol lertentan WD Key par 2/2372016 10:31 AM Foxit
. . . . i . . . = Desktop S i an qradef solatinn pok 4/22/2016 10:56 AM_ Foxit H
- Nhap tén tdp tin nén vao hop thoai i [P =" ZaRAmELIiaN  Filefo
. y . N , & Downloads ] Open 0 i
Archive name, sau d6 click va nut B Music o:en o mew windou
Browse dé chon thu muc chura tap tin al Pichiees SkyDrive Pro '
r 8 Videos 2 | TeraCopy..
nen. i System (C:) Pin to Start
. A A . ’ &= Dubicy (D) B  Add to archive..
- Click chon OK d¢ tao tap tin nén. cu Data 1 (E) § P
c=a Data 2 (F) 2
MATA (L | EE E Compress and email... 3
T Fhemssalected § Compress te "Tieng Anh cap 2.rar” and email =]

Hinh 6.1: Nén dit liéu trong ctra s6 File Explorer
6.1.2.3 Cac tuy chon trong cira s6 nén WinRar

6.1.2.3.1 Cat file nén ra lam nhieu files nhé e e e o
Neéu tap tin nén ¢ kich thudc qua 16n, ban c6 thé Resiiile B
. A . J \ A A . ) ’ r Ti Anh 2,
chia tap tin nén ra 1am nhiéu tap tin c6 kich thudc D ¥
5 r 9 \ r A A . 5 . Update mode
nho hon. Céc files nhd nay cé the duge gop lai tro _ Profiles... Add and replace fies v
lai thanh tap tin nén ban dau. Diéu nay tién dung st Archiving options
khi ban muon chép file nén ra dia USB hoac goi ®&aR [Delete fies after archiving
. ’ R , ’ M) ) [l create SFX archive
file qua email. Ban co6 thé chon céch tach file bang i G
cach chon Split to volumes, size (hinh 6.2). Sau do e [put authenticity verification
’ ’ Xe A . . s ;o Normal b | [ Put recovery record
chon kich thudc moi tép tin sau khi tach ra. Chu y: it 5 votumes, sive [ festorchimed i
WinRar s€ tach file nén tao thanh céc file *.partl, [vl[e  w| [iodearchive
* part2... frea
Zossve (AT Lok || Cancdl || Hep
4,451 ME (DVD+R)
Autodetect

Hinh 6.2: Cﬁ’a s6 nén WinRar
6.1.2.3.2 Tao tap tin nén thyc thi (Self Extracing File - SFX)
Chuc nang nay cho phép tao mot tap tin nén thyc thi, day 1a tap tin co thé ty giai nén ma khong cén ¢
chuong trinh WinRar. Ban c6 thé tao file nén thuc thi bang cach nhan chon “Create SFX archive”
Archiving options cua 16p General (hinh 6.2)
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6.1.2.3.3 Dat Password cho tip tin nén

Pé tang tinh bao mat cho tap tin nén, WinRar cho phep ban dat mat ma giai nén béang cach chon 16p Advanced
va click chudt vao niit Set password ..., sau ndy néu nguoi ding mudn giai nén thi phai nhap dung mat ma.
6.1.2.4 Giai nén tap tin nén

6.1.2.4.1 Noi dung cia tap tin nén dwgc chira tai thu muc hién hanh

Ban c6 thé giai nén tap tin nén ma ndi dung cta tap tin nén duoc chtra @ T,m Rl it e

& thu muc hién hanh bang cach Right Click vao tap tin nén va chon Open
“Extract here” (hinh 6.3). ShDisie G
g Extract files...

g Extract Here
Hinh 6.3: Menu giai nén cia WinRar
6.1.2.4.2 Noi dung cuia tap tin nén duwgc chira & thuw muc chi dinh

bé gidi nén tap tin nén ma ndi dung cua n6 chira & mot thu muc chi dinh nao do, ban thuc hi¢n nhu sau:
- Right Click vao tap tin nén va chon Extract files ... (hinh 6.3)

- Trong hop thoai Destination path (hinh 6.4), ban nhap vao duong dan chia noi dung cua tap tin nén
hodc click chudt chon thu muyc chira & bén cura s6 phai.

- Chon OK

¥ . A by X 14 Ae A . 7
General | Advanced | NhAp duwdng dan chira noi dung tap tin nén
Destnaton path {will be ceated if does not exis | _E_:l_ispl_a]-'

! D:\Tieng Anh cap 2 4 L ! | Mew folder

lefdahe mode e —
(@) Extract and replace files ; B G.Vinh

) Extract and update files =788l My Computer Ch’(-)n ttl.ll' ml.lc R
() Eresh existing files only m Desktop chira no1 dung ti,lp
2| Documents tln nen

Crverwrite mode & Downloads
(@) Ask before overwrite -II" Music
=| Pictures

B videos
1 Skip existing files = System (C:)
i) Rename automatically = Dulieu {D:)

Data_1 {E:)
Miscellaneous £ Data_2 {F:)
—= = 7

J Owerwrite without prompt

Extract archives to subfolders _:-—': DWVD RW Drive {G:)
[l keep broken files — DATA (H:)

eis CD Dri 3:
[ ] Display files in Explorer = rive {3:)
B Libraries

+)- SR MNetwork
- tuwen sinh 2015

Sawve settings

|

Hinh 6.4: Cira s6 chon thu muc chita chi dinh

6.2 Chuong trinh vé Microsoft Paint
6.2.1 Gidi thi¢u

MS Paint la mot cong cu v€ (hodc son), duge bao gom trong tat ca cac phién ban ciia Microsoft Windows.
Trong Windows 8, cong cu v€ co nhiéu tinh ning cai tién dé tao ra cic ban v&, hinh dang khac nhau, thay
ddi kich thude mot hinh anh, ...

6.2.2 Khéi dong Paint

= Run s

= Type the name of a program, folder, document, or Internet

Hai Cé.Ch thang dflng Sﬁ’ dung paint:- E”' resource, and Windows will open it for you.
- CéCh 1: Open m ~

+ Mo cira s6 Run (nhan phim Windows (E) +
R). Hinh 6.5 Cancel Browse..

+ Nhép vao mspaint va nhan OK
Hinh 6.5: Cira s6 Run

- Céch 2: click vao Start Menu va g mspaint. Tir danh sach cac két qua, nhp vao Paint.
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6.2.3 Cac thanh phan ciia Paint

Thanh menu cia cta s6 paint duoc chia 1am 3 tab 1a File, Home va View. Mdi tab s& chtra cac 1énh dugc
nhom theo chiric nang (hinh 6.6)

@ | % ¢ = | Untitled - Paint - O e
“ Home View o !
== j ey | = | NadeaE [ Outline — D 1 o | .
2 A K n/ O - r— I |
u i il . ﬁ_ D AN & — |-
Paste | Select C Brushes ~. J i Color | Caolor | Edit
= = !"k' v Y = SO OEi= 10| | ] I ALl 1 | | colors

Selection shapes

Rectangular selection i
i Freeform selection
Sefection options
0} selectall
Transparent selection
W

[l
L

13 100 1366 = 768px 100% (=) | ]

Hinh 6.6: Ctra s6 man hinh Paint
Home: chira cac nhom 1énh dé thao tac anh:

|

-Nhom mau (color): Gom c6 2 thanh phan 13 mau v& (Foreground) va mau nén, (Background). Color 1 duoc
su dung dé thiét lap mau mat trude (foreground) va Color 2 dugc st dung d¢€ thict 1ap mau nén (Background).
Muodn thay d61 mau, ta chon Color1 hodc Color 2 va click 1én mau mudn doéi. (hinh 6.7)

[ im - T T
| (I | ] = [Setect |
Size | Calor | Color —r—/r—r—r—r—r—1r— —  Edit | = | %Sk Rotate -
- e 2 | | N | | | | | O B 1441 I’ i
I A o Selection shapes
o Rectangular selection
Hinh 6.7: Nhém mau iy FEree-form selection
Selection options
- Nhom chinh stra hinh anh: bao gom cac 1&€nh cut, copy, paste, undo, redo O} selectall

- Nhom lga chon hinh anh (hinh 6.8)

+ Rectangular Selection: dugc su dung dé chon cac vung hinh chir nhat Transparent selection
ctia mot hinh anh ) . Hinh 6.8: Nhom lua chon anh
Free-form selection: dugc sir dung dé chon mdt phan hinh c6

hinh dang tu do cua mdgt hinh anh

Select All: dugc su dung dé chon toan bo hinh anh

Invert selection: dugc su dung dé dao nguoc lya chon hi¢n tai

Delete Selection: dung dé x6a hodc loai bo cac lua chon hién tai

Transgarent selection: duogc sur dung dé chon hinh anh ma khong c6 = crap

mau nén. L] Resize

- Nhom dinh dang anh (hinh 6.9) “A Rotate ~|
"k PRotate right 90°
47 | Rotate left 90°

+

+ 4+ + +

+ Crop: ving di chon cta hinh anh c6 thé duoc xét bét.
+ Resize: duogc st dung dé thay doi thudc hinh anh hoac chon mot hinh

s \ . 3 P
anh bang ty 1é phan traim hodc pixel ok’ | Rofate 130
- Flip wertical

k Flip horizontal

Hinh 6.9: Nhém dinh dang anh
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Khi click vao 1énh resize hop thoai xuét hién (hinh 6.10) Resize and Skew x
o By: Percentage/ Pixels: thay doi kich thudc theo ti 1 phan Resize
tram hodc theo diém anh (Pixels) By, (©Percentes Ok
o Skew: nghiéng hinh theo chiéu: [ 1 Herizontar
v' Horizontal: nghiéng theo qhiéu ngang DI P
v' Vertical: nghiéng theo chiéu doc S -
> aintain aspect ratio
+ Rotate: dugc st dung dé xoay hinh anh theo 5 hudng
o Rotate right 90°: xoay phai 90 do Skew (Degrees)
o Rotate left 90°: xoay trai 90 do = Horizontal [0 |
o Rotate 180%: xoay anh 180 do
o Flip vertical: 14t doc QI Verneal [o ]
o Flip horizontal: 14t ngang

Cancel
Hinh 6.10: Nhom lwa chon anh

- Nhom ve hinh dang (hinh 6.11)

. R A
+ Pencil tool ( 4 ): dugc stir dung dé vé tu do ciia mot hinh anh 5 @
. \ ]
+ Fill with color tool (" )i duge su dung d¢ t6 vao cac hinh anh hodc mét phan
cta hinh 4nh v&1 mau sac khac nhau.
+ Text tool ( AA): duge st dung dé thém chir vao trong mét hinh anh Hinh 6.11: Nhom vé
hinh dang

+ Eraser tool ( 4 ): dugc sir dung dé xoa cac phan cua hinh anh. Khi ban x6a
mot phan né s& duoc lap ddy v6i mau nén mic dinh duge chon

+ Color Picker tool (/? ): chon mot mau tir hinh anh va st dung n6 dé vé.
+ Magnifier tool (%): dugc sir dung dé c6 dugc mot cai nhin gan hon vé mot image

- Nhom but v& (brush): str dung cac but v&, chung ta co thé thém cac hiéu tng bd sung cho hinh anh véi
nhiéu két cau (hinh 6.12)

Y 4
Brushes
o I 5 A
"*f fﬁ% N O OO Gt - -
&fl'ﬁuj 4 D400 —
Size
Hinh 6.12: Nhém Brush Hinh 6.13: Nhom shapes Hinh 6.14: Nhom Size

- Nhom hinh dang (shape): duoc sir dung dé v& cac hinh dang khéac nhau trong canvas (hinh 6.13)
- Nhom Size: duoc str dung ting do day dudng vién ctia mot hinh anh (hinh 6.14)

6.2.4 Cac thao tac co ban

6.2.4.1 Céc buéc co ban dé tao mdt hinh vé

- Chon cong cu vé bé“lng cach nhan chudt trén nhom 1énh tuong Uung.

- Chon d6 rong nét vé trén nhom I¢nh Size

- Chon mau cho nét v& bang cach nhan vao Color 1 trén nhém mau.

- Chon mau nén cho hinh v& bang cach nhan vao Color 2 trén nhém mau.

- V&hinh
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6.2.4.2 Hi¢u chinh hinh vé

C6 thé hiéu chinh bang nhiéu cach:

- Cong cu x6a (Eraser): ding dé x6a mot phan hinh v& va thay bang mau nén.

- Lénh Undo va Redo

6.2.4.3 Diéu chinh ché d¢ hién thi (View)

Trong nhiéu trudng hop, dé hiéu chinh hoa tiét ban nén phong to né. Ban c6 thé dung céng cu Magnifier tool

(%) phong to ting phan hodc st dung 1énh trong View (hinh 6.15)

, A 4 ’e \ A A A = ST st ' i 5 -
- Zoom In: sir dung dé c6 duoc cdi nhin gan hon vé mot (5 = | L] Ruter 2
. 5 ; N Lo [ Gridlines —
hlnh anh (PhOﬂg tO) Zoom Zoom 100 Full
in out % [ statusbar  sereen

- Zoom out: su dung dé c6 duoc cai nhin xa hon vé& mot
hinh anh (thu nhd)

- Full screen: dugc stir dung d€ xem hinh dnh ¢ ché do toan man hinh

Hinh 6.15: Nhom Size

- Rulers: hién thi hodc tit thudc.
- Gridline: hién thi hoc tat lugi
6.2.4.4 Cit hoic sao chép mdt mau cit

- Xac dinh vung can gét (hodc sao chep) bing cach cong cu Select (dé chon khdi hinh chir nhat) hodc
Free-Form Select (d¢ chon khoi hinh tu do).

- Chon menu Home/Cut (hodc Copy) hodc nhan t6 hop phim Ctrl-X (hodc Ctrl-C). Phan hinh v& nay s&
duoc dua vao bd nhd dém cuia Windows (clipboard)

- Pédan phén hinh da duoc cit, chon menu Home/ Paste hodc nhén to hop phim Ctrl-V
6.2.4.5 B6 sung chir viét trén hinh vé

DPé bo sung chir trén hinh v€ ban nhan nit cé chit A trong nhom v€ hinh dang, sau do6 nhan chudt tai vi tri
noi ban mudn xuét hién chit viét. Khi dé xuét hién hdp thoai Font va mdt khung nhé véi con tro nhép nhay.
Ban hay nhap chir vao khung do 161 chon kiéu chit va ¢& chir cho né. Dé két thuc ban hay nhan chudt tai vi
tri khac trén hinh vé
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6.2.4.6 Lwu va mé cac hinh vé Paint
6.2.4.6.1 Luwu cac hinh vé Paint

Sau khi da soan thao mot hinh
v& ban néu mudn luwu cit chiing
trong mot tap hd so nao do dé T &l « trung » Pictures » ~ @ | Search Pictures P
sau nay dung lai. Dé luu cét tu
ligu Paint lan dau tién, ban
dung 1énh File/Save hodc 1énh I This PC A Name Date Type Size Tags
File/ Save As, Windows sé& :

il Save As X

Organize » MNew folder s - 0

2 i . [ Desktop Camera Roll 23-Aug-152.. File folder
hién thl hOp thoal Save As nhu B Documents Saved Pictures 23-Aug-152..  Filefolder
én hinh sau (hinh 6.16) e : . R
trén . | Capture.PNG 12-Aug-161... PNG File 5KB
4 Downloads : &
A oas s >
File name: ‘ Untitled.png o
Save as type! | PNG (.png) w

%) Hide Falders Caricel

Hinh 6.16: Hp thoai Save As

Save in: cho phép chon 6 dia va thu muc s& luu tap tin.

File name: dung dé nhap tén tap tin.

Save: luu tap tin voi tén trong muc File name

Save as Type: cho phép chon loai dinh dang cua tap tin hinh anh.
6.2.4.6.2 M¢ tap tin dnh

DPé mo tap tin hinh anh di c6 .
sin trén dia ban chon File/ ' Open X
Open hoac nut cong cu Open

r . " . T E « trung » Pictures » v 0 Search Pictures )
trén thanh cong cu, hop thoai
Open s€ hién ra nhu trén hinh  Organize +  New folder B M @
sau (hinh 6.17) % A 2 :
|Z| Documents Mame Date Type Size Tags
; Caed Camera Roll 23-Aug-152..  Filefolder
J-' Music Saved Pictures 23-Aug-152..  File folder
& Pictures & CapturePNG 12-Aug-161.. PNGFile 3KE
m Videos
=, Local Disk {C:) ¢ g
File name: | v|  AllPicture Files v

Hinh 6.17: Hp thoai Open

Look in: chon tén  dia va thu muc noi chtra tap tin cAn mé.
File name: nhap tén tap tin can mo.

Files of type: chon kiéu tap tin hinh anh mudn mé.

Open: mé tap tin hinh anh.

Cancel: Huy bd 1énh va dong hop thoai.
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6.3 Sir dung tiéng Viét trong Windows
6.3.1 Giéi thiéu cic chwong trinh hd tro tiéng Viét
6.3.1.1 Vién dé tiéng Viét trong Windows

DPé st dung duoc tiéng Viét trong hé diéu hanh Windows thi cin phai cai dat thém céc font chit tiéng Viét
va phan mém go tiéng Vi¢t. Cac phan mém go tieng Viét thong dung nhu ABC, Vietware, Vietkey, Unikey
trong d6 phan mém Unikey dugc wa chudng vi c6 nhiéu vu diém hon so vdi cdc phan mém khac.

6.3.1.2 Font chir va Bang ma

M&i Font chit s& di kém v&i méot bang ma tuong ung, do do6 khi soan thao tiéng Viét, ban phai chon bang ma
phu hop voi font chir ma ban dang stir dung, néu chon khong dang thi van ban ban nhap vao sé khong duoc

hién thi nhu y mudn. Céac b Font chit thong dung hién nay 1a:

> B¢ Font VNI: ddy 1a bo Font chit kha dep, gdm nhiéu Font chit, tén Font chit bt diu bang chit VNL
» B¢ Font Vietware: bd Font chit Vietware c6 hai ho: cac Font chit c6 tén bat dau béng chit SVN Ia ho Font

chit 1 byte, cac Font chit c6 tén bat dau bang chit VN 1a ho Font 2 byte.

» B¢ Font TCVN3: bd Font chir nay thuong di kem voi phan mém g tiéng Viét ABC, day la bo Font chuan
ctia qudc gia, tén Font chit bat dau bang ky tu

» B¢ Font Unicode: vi mdi qudc gia, déu c6 ngdn ngir riéng nén viée s dung 1 loai Font chir ma c6 thé hién
thi duoc tt ca cac ngdn ngit 13 diéu mong mudn cua cac chuyén gia vé cong nghé thong tin vi n6 thuin

tién cho viéc xur ly thong tin.

Sy ra doi ciia bo Font Unicode da cho phép tich hop tit ca cac ky tu ctia cac ngdn ngir trong 1 Font chir duy
nhat. Hi¢n tai, day 1a Font chit chuan ctia nudc ta cling nhu nhi€u nudc khéac trén thé gidi. Do d6, khi hoc

nn

" (ddu cham).

cling nhu khi str dung tiéng Viét trén may tinh ban nén chon bd Font Unicode.

Bo Font chir Bang ma Font chir thong dung
VNI VNI Windows | VNI-Times
Vietware X (2 byte) | Vietware VNtimes new roman
Vietware F (1 byte) | Vietware SVNtimes new roman
TCVN3 TCVN3 .VnTime
Unicode Unicode Times New Roman, Arial

6.3.1.3 Cic kiéu go tiéng Viét

C6 nhiéu kiéu gd tiéng Viét trong Windows. Vi ban phim ching ta dang dung khong c6 sin cac ky tu tiéng
Viét nén dé gd duoc cac ky tu tieng Viét nhu 6, u, €.. thi ching ta phai st dung céac t6 hop phim. Moi kiéu
g0 tieng Viét déu co6 nhiing vu diém va nhugc diem nhat dinh, hai kiéu go thong dung nhat 1a kiéu go Telex

va VNI
Qui tic gb cac t6 hop phim cho kiéu gd Telex va VNI :
Ky tu a é 0 o u a d
Kiéu Telex | aa ee 00 | Ow;[ |uw;w;] | aw | dd
Kiéu VNI a6 | e6 | 06 o7 u7 a8 | d9
Dau sic | huyén | hoi nga nang
Kiéu Telex S f r X ]
Kiéu VNI 1 2 3 4 5

Vi du: mudn go chir can tho

Kiéu Telex: caanf thow hodc caafn thow
Kiéu VNI : ca6n?2 tho7 hodc ca62n tho7

Ghi chu: Ban c6 thé bo dau lién sau nguyén am hoac bo dau sau khi da nhap xong mot tir, néu bo dau sai

thi chi can bo dau lai chir khong can phai x6a tir méi nhap.
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6.3.2 Sur dung Unikey

6.3.2.1 Khéi dong Unikey

Thong thuong Unikey duoc cai & ché do khoi dong tu dong. Ban co thé tim thy biéu tuong cia Unikey &
thanh Taskbar nhu ¥ khi Unikey dang & ché do g tiéng Viét hogc B khi & ché do tit tiéng Viét. Ngoai ra
ban cting ¢6 thé khoi dong Unikey nhu cac ung dung khac bang cach Double_Click vao 161 tat cua Unikey
¢ man hinh nén Desktop.

6.3.2.2 Cac thao tac co ban
6.3.2.2.1 Bat/ tat tiéng Viét
Click chudt vao biéu twrong cua Unikey (trén thanh Taskbar) dé bat/ tit ché do g tiéng Viét, néu biéu tuong

1a W thi ché do go tiéng Viét dang bat, 1a B thi ché do go tiéng Viét dang tat. Ban ciing c6 thé sir dung 6
Ctrl + Shift dé bat/ tit ché do gd tiéng Viét.

6.3.2.2.2 Sir dung Béang diéu khién ciia Unikey

Right_Click vao biéu tuong Unikey dé xuat hién menu d6i twong (hinh 6.18) rdi chon Configuration (néu
ngdn ngit hién thi 1a tiéng Anh) hodc chon Bang diéu khién, khi d6 hop thoai xuét hién nhu hinh 6.19.

Hop thoai ciia Unikey c6 2 ché do:

- Ché d6 mo rong: cho phép dit tit ca thong sd hoat dong cua Unikey

- Ché d6 thu nho: chi dit cac thong sé thudng sir dung nhat
Dé chuyén ddi giita 2 ché d6 nay ta Click vao nut Thu nhé hodc Mé rong
> Vietnamese interface/Giao dien tieng Viet: Chon ngon ngit hién thi 14 tiéng Anh hay tiéng Viét

> Bang ma: Chon bang mi tiéng Viét. Ban phai chon dung bang ma twong tng v6i Font tiéng Viét dang
st dung

> Kiéu gb phim: Cho phép chon kiéu gd tiéng Viét: Telex, VNI, ...
> Phim chuyén: Thiét 1ap t6 hop phim nong ding dé bat tit tiéng Viét bang: CTRL+SHIFT hodc ALT+Z.

08 Unikey 3.5 x|

IR —Biu khign
k&t thic )
Bang ma: I"v’NI Windows j w Bdng

Hurdng din >
B3ng didu khién.._[C5+F5] Kigu gd phim: | TELEX =l X Kétthic
EorE BRIl Phim chupér: ¢ CTRL + SHIFT —
Chupen m3 nhanh - [C5+F3] & ALT+2

w G kigu TELE=
G kidu WMl —Luta chon
G kigu WIOR [T Cho phép g diu mi, méc & cudi b IV “ietnamese interface
G kigu WIDR® [ Phai gt déu ngay sau nguyén &m I Cho phep gb tit
nicode I Bd dau od, uj thay vi da, dy) Bdng gt tat.. |
TCWM3 - ABC [ 5 dung clipboard cho unicods

v VR W indoaes
VIGR [T Bat hai thoai nay khi khdi ddng W Khdi déng cing Windows
UTF-2 Literal
Vietware @ Hudngdan | (i) Thangtin | 5 Mac dinh

Hinh 6.18: Chon thao tac voi Unikey Hinh 6.19: Giao dién Unikey
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= BAI TAP
1. Bai tap 6-1: Nén dir liéu
- St dung chuong trinh nén dir liéu WinRar dé nén thu muc Documents vi tén 1a nen_file.rar chira ¢
6 dia D:\
- Kiém tra dung lugng ciia tap tin nén nen_file.rar sau khi nén xong,
- Giai nén toan bo tip tin nén nen_file.rar ra man hinh Desktop. Kiém tra lai sé lwong va dung luong
cua cac thu muc sau khi gidi nén c6 khac véi trude khi gidi nén khong?

2. Bai tap 6-2: Paint
1./ V& cac hinh sau va luu vao dia véi tén BT6-1.PNG
1

[E— F
£ | Crop i

Q7 / 1 Resize /‘? Ho 7
& > 2 Select | |
E\‘.} & < - h Rotate = W st woior

I :
i Lrapon
£ o5 d j =
e e ;
0 4} 0 o A
00 R e »
e > (A Msturst ot
4] q4

# " Wstercoor

CAC THANH CONG CU CUA MSPAINT
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MODULE 3: XU LY VAN BAN CO BAN

CHUONG 7: KIEN THUC CO BAN VE VAN BAN
CHUONG 8: PINH DANG VAN BAN

CHUONG 9: NHUNG CAQ POI TUGNG KHAC NHAU
VAO VAN BAN
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CHUONG 7: KIEN THUC CO BAN VE VAN BAN

7.1 Khai niém vian ban
7.1.1 Khai niém

Vin ban n6i chung 13 mot loai phuong tién ghi tin va truyén dat théng tin bang ngén ngir (hay mot loai ki
hiéu) nhét dinh. Van ban duogc hinh thanh trong nhiéu linh vyc cta doi séng xa hoi. Tuy theo timg linh vyuc
cu thé cua doi séng x4 hdi va quan 1y nha nude ma van ban c6 nhiing ndi dung va hinh thire thé hién khac
nhau. Vin ban 14 san pham cua hoat dong giao tiép bang ngdn ngir 6 dang viét. Van ban thudng 1a tap hop
ctia cac cau co tinh tron ven vé ndi dung va hoan chinh vé hinh thuc, c6 tinh lién két chit ché va huong téi
1 myc tiéu giao tiép nhét dinh.

7.1.2 Phin mém xir Iy vin ban
Phan mém xtr 1y van ban dugc sir dung dé thao tac mot tai liéu van ban, chang han nhu mét don xin viéc hay

bao cao. Ban thuong nhép van ban bang cach g tur ban phim va phan mém cung cAp céac cong cu cho viée
sao chép, x6a va cac kiéu dinh dang khac nhau. Mot s6 chirc nidng ctia phdn mém xir 1y vin ban bao gom:

- Tao, chinh sira, luu trir va in 4n tai liéu.

- Sao chép, dan, di chuyén va x06a van ban trong mdt tai li¢u

- Dinh dang van ban nhu loai font chit, in ddm, gach chan hoac nghiéng.

- Tao va chinh stra bang (table)

- Cheén cac yéu tb tir cac phan mém khac nhu hinh anh minh hoa.

- Stra 16i chinh ta va ngit phap

- Xu ly van ban bao gc‘}m mot s6 cong cu dé dinh dang céc trang. Vi du, ban c6 thé sip xép vin ban theo
dang cac cot, thém so trang, ...

Ngay nay, co nhiéu tng dung xtr Iy van ban khac nhau. Mt trong nhirng ng dung duoc st dung rong rai
nhit 12 Word, 13 mot phan mém cua Microsoft Office. Mot phan mém dugc sir dung rong rai khac 1a
WordPerfect ciia Corel. An pham ké tiép 1a Writer, 1a mét phan cua OpenOffice cua Apache va LibreOffice
Writer do The Document Foundation phat trién. Hai phan mém dau tién la phan mém thwong mai,
OpenOffice, LibreOffice 1a ma ngudn mé va c6 thé duoc tai vé va stir dung mién phi. Cudi cung, phan mém
Pages, 1a mot phan ciia iWork ciia Apple.

7.2 Gidi thiéu Microsoft Word
7.2.1 Gié6i thiéu

7.2.1.1 Cac chirc nang cua MicroSoft Word

Microsoft Word (goi tat 1a Word) 12 mot cong cu soan thao vin ban phd bién hién nay cta hing Microsoft.
Phan mém cho phép nguoi dung lam viée voi van ban tho (text), cac hiéu ing nhu phong chir, mau sic, cing
v6i hinh anh d6 hoa (graphics) va nhiéu hiéu tng da phuong tién khac (multimedia) nhu 4m thanh, video
khién cho viéc soan thao van ban dugc thuén tién hon. Ngoai ra cling ¢6 cac cong cu nhu kiém tra chinh ta,
ngir phap cua nhiéu ngon nglr khac nhau dé hd tro nguoi sir dung,... Ban ciing sir dung Word dé tao cac
trang Web sinh dong va ndi bat cho Word Wide Web hay Intranet cuc bo.

Vi Word la mot phﬁn ciia Microsoft Office, do d6 né c6 thé chia sé dit liéu v6i Microsoft Excel, Microsoft
PowerPoint, Microsoft Access, Microsoft Outlook.

Hién nay, & nudc ta da sb cac vin ban dung trong giao dich, cac 4n pham vin hoa, tap chi, gido trinh... déu
su dung Word 2013 dé€ soan thdo va in an. Do d6 chuong nay s€ trinh bay Word 2013.
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7.2.1.2 Khéi dong va thoat khéi Word

Khéi dong va thoat khoi Word duoc thuc hién gidng nhu cac chuong trinh khac chay trong méi trudng
Windows.
7.2.1.2.1 Khéi dong Word

Co thé thuce hién béng mot trong céc cach sau:
- Double Click trén bi€u tugng cua chuong trinh Word trén man hinh nén@

- Double Click trén tén tap tin van ban do Word tao ra.
- Vao man hinh Start chon Microsoft Word.
7.2.1.2.2 Thoat khéi Word

Trude khi thoat can phai luu ndi dung cac tap tin dang 1am viéc vao dia, néu khong thi s& bi mat dit liéu. Tuy
nhién, néu ban chua luu lai cac tép tin thi Word s€ hi¢n thong bdo nhac nh¢ trude khi thoat (hinh 7.1)

7 N
weoorwers L =

Do you want to save changes you made to Document1?

=

tsave | | Cancel

| [ save | [oon l

Hinh 7.1 Hop thoai dong tap tin chua luu

+ Save: Iuu dir li€u va thoat khoi chuong trinh tng dung.
+ Don’t Save: thoat khdi chuong trinh rng dung ma khong luu dir liu.
+ Cancel: huy bo 1énh, tré vé chuong trinh Gng dung.

C6 thé thoat khoi Word bang mot trong céc cach:

- Nhén t6 hop phim Alt + F4.

- Chon Iénh File/ Close.

- Click vao nit close ™ nim & goc trén, bén phai cua thanh tiéu dé.

- Double_Click vao biéu twong ctia Word & goc trén bén trai cta thanh tiéu dé.
7.2.2  Céc thanh phén co ban trén man hinh Word

Cira s6 chuong trinh Word 2013 d& dang diéu khién va sir dung don gian (hinh 7.2)

|Ouick Access toolbar | |Ribb0n | Title bar
@lE - o -] " Docurmntl - Ward F M = O =
HORKAE EERT DESIGHN PAGE LAYOUT AEFERERSCES FAILINGS REVIEW VIEW Sagn in =

— . - - T i | e s g - e M Find -
Calibri (Body} = |11 A A& A : = 1 DaaBbCeDe aaBbcox AaBbC -

"*_'rl-! w B J U -k, = - A = = w2 . % Mormal | T Mo Spa Heading 1

e Replace
kE Select »

mragEaEh 0 Shyie - Eadfing -~

Mavigation
-

HEADINGS PAGES RESIALTS

«—fGumor]

Create an interactive outline of your
S rTEne,

'y a great way (o keep Erack of where you D.U'l:ument
mre o quickhy maone your content sround window

To get started, go to the Home tab and Scroll bars

apply FHeading siyles to the headengs sn
pour documend

Mavigation Status bar

pane =

PAGEL OFT oworps [F

Hinh 7.2: Cac thanh phan co ban trong Word
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- Céc thanh phin co ban dwoc md ta trong bang sau:

Tén Mo ta
Thanh tiéu dé & phia trén cung cta cira s6 chuong trinh va hién thi tén cua tai liéu va chuong
(Title bar) trinh. Cac nut & phia bén phai cia thanh ti€u dé dugc st dung dé c6 dugc sy giap

dd; thay d6i hién thi ctia thanh Ribbon; va nat thu nho ctra sd6 (Minimize), nut
phong to/thu nho (Maximize/Restore), nut dong cura s6 (Close).

Thanh cong cu truy cap
nhanh
(Quick Access toolbar)

Xuét hién & phia bén trai cua thanh tiéu dé va chura cac 1énh thuong duoc st dung,
no6 doc 1ap cua cac tab hién thi trén thanh Ribbon.

Ribbon

nam ngay bén dudi thanh tiéu d€, bao gom nhiéu tab, moi tab c6 chira cadc nhém
1énh ¢6 lién quan

Panel diéu hudng
(Navigation pane)

¢ phia bén trai cta ctra sO chuong trinh va cho phép ban diéu hudng céc tai licu
dai, tim kiém van ban cu thé va to6 chirc ndi dung van ban.

Cura s0 soan thao
(Document window)

bén dudi giao di¢n Ribbon va hién thi ndi dung cua tai liu.

Con tro
(Cursor)

Dau nhip nhdy cua con tré trong vung soan thao cho biét vi tri vin ban (hay dbi
tugng) khi ban nhap vao

Thanh cudn

doc theo phia bén phai va phia dudi cia cira s tai lidu va cho phép ban duyét qua

(Scroll bars) cac phan con lai cua tai lidu.
Thanh trang thai & dudi ciing cta cira sd chuwong trinh va hién thi thong tin vé tai liéu (sb trang, s6
(Status bar) tr, ...). Cac nut cong cu ¢ phia bén phai cua thanh trang c6 thé dugc st dung dé

trinh bay man hinh, phong to/ thu nhé vung soan thao

Ribbon: dugc thiét ké dé gitp ban nhanh chong tim thay nhitng 1énh ma ban can phai hoan thanh mot

task. N6 bao gdm mét loat cac tab chuan (standard tabs). Céc tab chuan c6 thé nhin thay trong sudt qua
trinh lam vi¢c. Céc tab khac, dugc goi 1a cac tab theo ngilr canh (contextual tabs), chi xuét hién khi ban
tao hodc chon mot ddi tuong (nhu hinh anh hay bang). Cac tab theo ngtr canh duogc chi dinh béi ti€u dé
duoc t6 mau va chira cac ciu 1énh cu thé dé 1am viéc véi cac ddi tuong dugc chon.(hinh 7.3)

Standard tabs

|C|:|ntextual tabs |

¥

VIEW DESIGN LAY LT

# Find -

¥ac Replace

AaBbCcDi | AaBboox AaBbC

Select =

@ |

+

|Cullapse the Ribbon button |

|Dia|u:|g box launcher |

Hinh 7.3: M6 ta Ribbon

v' Cac Tab chuin trong Ribbon: bao gdm cac Tabs duoc mo ta trong bang sau:

Tén M6 ta
File Chtra cac 1énh lién quan dén viéc quan 1y cac tap tin va cac tiy chon chuong trinh
Home la Tab mac ,dinh., chtra cac Iénh thuong xuyén dugce su dung nhét nhu soan thao, copy, cit,
dan, tim ki€ém van ban; dinh dang font, doan, ...
Insert Chtra céac 1énh lién quan dén tat ca cac doi twong ma ban cé thé chén vao tai ligu.
Design Chtra céc 1énh lién quan dén viée thay ddi sy xuét hién téng thé ciia mot tai lidu.
Page Layout | Chta céc 1énh lién quan dén viéc thay ddi bd cuc cua tai lidu.
References Chtra cé4c 1€nh lién quan dé tham chiéu thong tin ma ban c6 thé thém vao mot tai lidu.
Mailings Chtra cac 1énh lién quan dén viéc tao thu (mailing)
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Review Chtra cac 1énh lién quan dén ban nhap mot tai li€u, thém chu thich (comment), theo doi va
gidi quyét (tracking and resolving) cac thay doi tai li¢u, va bao v¢ tai li¢u.
View Chura céc 1énh lién quan dén viée thay d6i hién thi va céc khia canh trinh bay khac.

v" Céc nhém Iénh (group): 1a mot tdp hop cac 1énh lién quan duoc

td chire thanh cac nhom logic. Mot s6 1énh bao gom mot miii tén
tich hop hodac riéng bi¢t. Nhap vao miii tén s€ hién thi mét menu = = = = [=- - .

cac tuy chon c6 san cho cac Iénh (hinh 7.4) Paragraph =

Hinh 7.4: Nhom 1énh

Khéi chay hop thoai (dialog box launcher [ ] ): xut hién ¢ goc dudi bén phai cua hau hét cac
nhom trén Ribbon. Nhép chudt vao n6 s€ mo ra mot hop thoai c6 li€n quan hodc ctra s6 tac vu cung
cap tiy chon b sung hoic diéu khién chinh x4c hon cac 1énh c6 55n trén thanh Ribbon

Thanh cong cu truy cip nhanh (Quick Access toolbar): cung cép click chudt truy cép toi 1énh
thuong dung va cac tuy chon. Theo mac dinh, n6 nam ¢ phia bén trai cua thanh tiéu dé va hién thi
nut 1énh Save, Undo va Redo (hinh 7.5). Ban c6 thé thay dbi vi tri ciia thanh cong cu Quick Access

cling nhu tiry chinh n6 bao gém cac 1énh ma ban str dung thudng xuyén

v" Thanh cong cu nhé (Mini Toolbar): cho phép truy cap
nhanh vao cac 1énh thudng xuyén sir dung va xuat hién | Calibri (Body) - 111 ~ A’ ,fl
bat ¢t khi nao ban chon van bdan hodc click chudt phai
vao dbi tugng (hinh 7.6)

-

Hinh 7.5: thanh cong cu truy cap nhanh

Pé thém mot 1énh vao thanh cong cu Quick Access: trén thanh Ribbon, click chudt phai vao I¢nh
ma ban mudn thém vao, va sau d6 click chon Add to Quick Access Toolbar

Dé loai bd mdt 1énh tir thanh cong cu Quick Access: trén thanh cong cu Quick Access, kich chuot
phai vao 1énh ma ban mudn loai bo, va sau do click chon Remove from Quick Access Toolbar

F

B I QE_V-.&TET

R
11

Hinh 7.6: Mini toolbar

v" Thudc va don vi chia trén thwéc (Ruler): thuéc dugc diung dé kiém soat cac 18, do 1éch so véi céc
1€, diém dung cua cac tab, ... Trong Word c¢6 hai thudc: thudc ngang (Horizontal Ruler) nam ngang
phia trén man hinh, thuéc ding/doc (Vertical Ruler) nam doc phia bén trdi man hinh.

Bat/tit thude, chon 1énh: View/Ruler

Pon vi chia trén thude ¢ thé 1a Inch (") hodc Centimeter (cm), ... Dé thay d6i don vi chia trén
thuoc, thuc hién nhu sau: Chon menu: Files/ Options/ Advanced. Sau do, trong nhém Display,
chon don vi trong Show measurements in units of.

v' Panel diéu hwéng (navigation pane): cung cip xem nhanh ciu triic ctia mot tai liéu va cung cap
mot cach dé dang duyét qua céc tai li€u dai, tim kiém van ban. Bat/tat panel dieéu hudng, chon 1énh:
View/ navigation pane

7.2.3 Cac thao tac co ban trong Word
7.2.3.1 Thao tac trén tap tin
7.2.3.1.1 M#é tap tin

a. Tao mot tap tin méi

= Thuc hién cac cach sau

- Chon File/New sau d6 chon Blank Document.

- Nhén t6 hop phim Ctrl + N.
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b. M¢ tap tin da cé trén dia

. Cac budc thuc hién

- Chon File/Open hoic dung t hop phim Ctrl + O

- Chon Computer, tiép tuc chon Browse. Xuét hién hop thoai sau (hinh 7.7)

- Chon tap tin mudn mé va chon Open hodc D_Click vao tip tin mudn mé.

2. Chon 6 dia va thu muc chira tip tin can mé

T ) e« CCA » Soanchuan cong nghe » v & Search Soan chuan cong nghe @

Organize » Mew folder EERE m @

A

B Microsoft Word Name Date modified Tiiie

A

I Phuong thuc ket noi 25/0 Al Word Docurnents

W Favorites @ go_computer_concepts 0g/p| Word Documents
] ] o Word Macro-Enabled Documents
B Desktop L Mobile Computing DB/Dl whAL Files

'j. Downloads E;I G0_Internet_Explorer_7 0g/0|Word 97-2003 Documents

0 ¥ All Web Pages
HE| 08,0
Recent places 1l 6GO_Windows_XP 08/0) Al Word Templates

ﬂgg'l thong tu lien tich s0 3_Bo TT&TT 02/0| Word Templates
«§ Homegroup @ e_commerce_tutorial ng/n| Word Macro-Enabled Templates
T E-BANKING A Word 97-2003 Templates
o . . Y2 Rich Text Format 1 Chon kidu té\lp tin
1M This PC T ElectronicBanking_ADB2426 03/0 Text Files

: .-|OpenDocument Tcall mo
ju Desktop EI De cuong 12/0 o

E| Documents @ De cuong 12/0/ Recover Text from Any File

18 Downloads B5| Giao trinh Tin hoc £huan CNTT - Ver! 13/p WordPerfect 5.x
< : WordPerfect 6.

. - W
& Music Works 6 - 9 Document
. I ' "
File name: | / v| All Files

3. Chon tip tin cin mé& Tools = | Open |v| ‘ Cancel

Hinh 7.7: Hop thoai mé tép tin trén dia

Chii y: Word 2013 c6 thé mé tép tin dang PDF va cac dang khac. D& mé vin ban dang khac, trén hop thoai
Open (hinh 7.7), click vao hop liét ké (bén phai hop liét ké File name) dé chon kiéu tap tin can mo.
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7.2.3.1.2 Luu tap tin

a. Luwu tap tin 1an dau tién

= Cac budc thuc hién

- Chon File/Save hoic nhan t6 hop phim Ctrl + S

- Chon Computer, tiép tuc chon Browse. Xuét hién hop thoai (hinh 7.8)
+ File name: cho phép nhap tén tap tin can luu (theo ding quy tic).
+ Save as type: kiéu tap tin can luu (word 2013 cho phép luu dudi dang tap tin PDF)
+ Chon Save.

Chu y: Ban c6 thé chon ché d6 bao vé tap tin bang cach chon Tools/General Options...Hop thoai General
Options hién thi (hinh 7.9)

o« BO_MON_TL. » Tin_hoc_can_ban » Search Tin_hoc_can, H_”alop—_“
= General Options A K ,
Organize = New folder = - o | e - o e Mat khau mo ol |
= encryplion options document
"5 Librasies s T eSS Type Password to gpen: P
D Documents 1. Chon 0 dia, thu muc e ot fo the document
o s chtra tap tin can luu Password to mody: .
| Pictures
R i il e I Read-only recommended ~ :
— — - —— — Protect Document... | Mat khau dé stra doi
M Computer 2. Nhap tén tap tin| 3. Chon kiéu luu e :
"'.“' Local Disk (C:) A A : the ity level for files tha
el [CAN lu’uI cho tlap tin Adiont Ve snciniy level for couniog s acione. (gl
ca Local Disk (E) | * = : trusted macro developers.
File name: GT Tin hoc.doc l 5
Save as type: Word 87-2003 Document (*.doc) il
Z ~: oA x Tags: Ad ~ p A I ~ 2
Bam mii tén d¢ chon 4. Luu tap tin Bam d¢€ luu mat khau
\ N 2 |
tuy chon Iuvu mat khau] 3 l
= #icho tap tin (e ] Dw Cancel |
| S - ap Network Drive... _— = =
Save Options... [I] IL c"_ _‘e'_ ]
General Options...
Web Options... h
Compress Pictures...
Hinh 7.8: Hop thoai luu tép tin trén dia Hinh 7.9: Hop thoai nhap mat khau

b. Luu tap tin da dat tén

Luru vao cung tap tin: tuong ty nhu 1an luu dau tién va Word s& ty dong luu trir nhiing thay d6i ma khong
yéu cau dat tén (khong xuat hién hdp thoai Save As).

Luwu thanh tip tin méi: vao menu File/Save As xuat hién hop thoai Save As gidng nhu hinh 7.8 va cho
phép dat tén tap tin mai.
c. Dong tap tin

Lénh File/Close dung dé dong tap tin hién he‘ml}, ban phai luu tap tin trudce khi dong, néu tap tin c6 cap nhat
ma chua luu lai thi Word s€ hién thong bao nhac nhd (hinh 7.10)

'."\ Do you want to save changes you made to "GT Tin hoc i

| can ban.doc"™?
]_ o ] (otson ) [coms ) J
Hinh 7.10: Hop thoai dong tap tin

- Save: luu dit liéu va dong tap tin hién hanh.
- Don’t Save: dong tap tin hién hanh ma khong luu dir lidu.

- Cancel: huy bo Iénh, tr& vé tap tin hi¢n hanh.
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7.2.3.2 Trinh bay hién thi vin ban

V6i Word, ban ¢6 thé hién thi van ban theo nhiéu cach khac nhau. Sy thay d6i ché do hién thi khong lam
thay d6i ndi dung van ban, n6 chi thay doi cach nhin cta ban doi véi van ban.

7.2.3.2.1 Ché d hién thi viin ban

Word cung cip nhiéu ché d6 khac nhau dé trinh bay vin ban trén man hinh. Ban c6 thé sir dung cac nit trén
thanh trugt ngang (hinh 7.11)
Web Layout
Print Layout
Read II/Iode

PAGE1 OF1 oO0woRDs [J¢ EE Ee

Hinh 7.11: Cac ché do hién thj trén thanh status

a. Ché dp Print Layout

Vao menu View/Print Layout. Ché d6 hién thi chi tiét, van ban va d6 hoa duoc hién thi chinh x4c nhu khi
chung xuét hién trén trang in, bao gém cac dinh dang dac biét nhu nhiéu cot, diu ngét trang, cac tiéu dé dau
va cudi trang. Ché d6 nay thuong dung dé kiém tra cach trinh bay thiét ké, b6 cuc, xur 1 vin ban va db hoa
trude khi in (hinh 7.12)

EEl EH <> - F =GTTinhoc can ban_Phan LI DAMNG_HMNGARN w5.doc [Compatibility Model - Microsoft Word 2 (i [— [aca >
HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW WIEWW AEBEYY FineRead »
1 [Fines New Rorman - - H * e
™ e R e = a) AaBb = A AaBbCcl
Paste o N Heading 4  Heading5 Heading 6 Elite iy
Clipboard = Faont = Paragraph = Styles = -~
e 52 3 Y 5 s El a s T 11 iz 13 14 1= . s 17 18

a) Ché d6 Print Lavout

ao menu View/Print Layout. Ché 86 hién thi chi ti€t. van ban va dd hoa duoc hién
thi chinh xac nhw khi ching xuir hif¢n wén trang in, bao gotn cac dinh dang dac bigt nhw
nhidu cdr, didu ngar trang. cac tidue d& ddu va cudi Trarng. Ché d4d nav thudng dung aé kidm
= tra cdch trinh bay thiét k&, bd cuc. = I¥ van ban +va 43 hoa trirde khi in.

b) Ché a6 Web Lavout

= Wao menu View/Web Lavout. Ché daa& hién thi dang TWeb., hién thi wvin ban ratr d&
doc trén man hinh. Pay 1a ché @& hién thi I§ tuong cho cdac trang Web hay cho viéce doc
= trire tuvén cdc van ban Word théng thuwémeg. WVan ban dwoe hidén thi khéng cd cdc ngat trang
ma chi oS cac 1& rdr nhd Cic déng van ban dwoc chay ngang qua toan bd cira =& Word, va
= bat ki mau nén hay hinh anh nao 48 gan cho van ban dsu duoc nhin th.a'\

PAGE 56 OF 151 46188 WORDS

Hinh 7.12: Ché d6 hién thi Print Layout

b. Ché d6 Web Layout

Vao menu View/Web Layout. Ché do hién thi dang Web, hién thi van ban rat d& doc trén man hinh. Day 1a
ché d6 hién thi ly tuong cho cac trang Web hay cho viéc doc truc tuyén cac vin ban Word thong thuong.
Vian ban dugc hlen thi khong c6 cac ngat trang ma chi c6 cac 1 rat nho. Cac dong vin ban dugc chay ngang
qua toan bo ctra s6 Word, va bat ky mau nén hay hinh anh nao da gan cho vin ban déu dugc nhin thiy.

¢. Ché dj Outline

Vao menu View/Outline. Ché do hién thi tong quan, chi ra ciu tric vin ban. Cho phép ban xem rat nhiéu
muc chi tiét va sap x€p lai van ban mot cach nhanh chong.

7.2.3.2.2 Cic ché dd hién thi khac

Ngoai cac thay dbi hién thi da trinh bay, ban c6 mot s cach khac dé thay d6i hién thi van ban khi lam viéc
nhu phong to/thu nho kich thudc hién thi van ban trén man hinh, hién thi van ban trén hai ving dong thoi.
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a. Phong to/thu nhé man hinh (Zoom Control)

Ban c6 thé phong to/thu nhd man hinh dé tién theo ddi trong qua trinh soan thdo vin ban bang cach vao
menu View/Zoom hodc st dung nut Zoom Control d€ chon ti 1€ phan trdm hién thi

PAGEL1 OF1 o0wWoRDs [J#

Phong to/thu nho ti 1¢ phan trdm hién thi

b. Hién thi hai viing viin ban dong thoi

Trong qué trinh soan thdo, d6i khi ban muén tdch man hinh hién thi ra dé théy hai phﬁn van ban khac nhau
cung mot luc. B¢ tach man hinh hién thi ra 1am hai phan, ban thuc hién bang I¢nh View/split va bd vi¢c chia
ctra s0 bang Iénh View/remove split (hinh 7.13)

Wl - TETGT Tin hoc can ban.doc [Compatibility Mode icrosoft Wo Nt = ]

!.m Home Insert Page Layout References Mailings Review View My Tab o @
= % 2 = . mm = i=-E- | IEEE _
iy Times New Rom ~ 13 AS A7 Aa ] o B e AaBbC AaBbCc AsBbCcDe % E )
Paste J B| 7 U - abs 3x, > wr . A - & - [T *';_{ T Heading 2 T Heading3 | T Mormal ) s:‘?:a, Editing ([
Font ; Pars
o) BT N VL R S T N T S E BNE v AT {XH
4 2o »
[ |78 s s N S O S o S S AR M S O S S A S S RO SR T TS + SO ¥ ENCHES * Yol S X I TP 11 [Resize]t®
Cach thay dodi dom gian bang muc luc
Ban co6 thé thuc hién cac thay d6i nhé ma khéng cin rdi khoéi hép thoai Table of
Contents. Ching han thay d6i cic gach dirt quing gii¥ cidc dé muc va sb trang (goi 1a Tab
Leader), hoac thay aéi canh dong (align) cua s6 trang.
4 >
Page: 63 of 142 | Words: 21,076 | |IEpP R =3 = 100% (— Ll +

Hinh 7.13: Ctra s6 van ban hién thi ¢ hai ving

7.2.3.3 Nhap va hi¢u chinh van ban

Toém tat chure ndng cua mot sO6 phim trong soan thdo van ban

STT PHIM \ CHUC NANG

1 | SHIFT Nhan giir phim dong thoi két hop v6i mot phim khac sé:
- Chuyén chit thudng sang chit in hoa hodc nguoc lai.
- Pdi v6i phim hai chire ning thi s& tac dung chirc nang thar 2: Vi du Shift+1->1,
Shift+22>@,. ..

2 Caps Lock Chuyén ché do danh chit hoa sang chir thuong hoac ngugc lai.

3 Tab Mbi lan g phim tab s& thut dau dong vao mot khoang ding TAB. Mic dinh la
1.27 cm

4 Space Bar Dung dé day ky tu sang bén phai hodc chén 1 khoang tring giita cac ky tu.

5 Backspace Xoa ky tu phia trudce bén trai con trd.

6 Delete X6a ky tu phia sau bén phai con tré hodc x6a cac ddi twgng di chon.

7 -, Qua trai, qua phai 1 ky tu

8 T4 Lén, xudng 1 dong.

9 Ctrl++<,Ctrl+— Qua trai, qua phai 1 tr

10 | Ctrl+1,Ctrl+! Lén, xudng mot doan vin ban.

11 | PageUp, PageDown | Lén, xudng 1 trang man hinh.

12| Ctrl+Home,Ctrl+End | Vé dau, vé cudi tai liéu.

Ghi chu:

C¢ thé di chuyén dau nhay dén bat ky vi tri nao trong tai li¢u bang cach click vao vi tri d6 va sir dung
cac thanh cudn dé€ cudn van ban.
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- Lénh Home/Find/Go to...(hodc t6 hop phim Ctrl + G, hodc phim F5): dung dé di chuyén nhanh dén
trang (hay ddi twong khac) c6 s6 trang nhap tir ban phim (hinh 7.14)

Find and Replace M

| Find | Reglace | GoTo |
Go to what: Enter page number:
T - | |

| Section
Line Enter + and — to move relative to the current location, Exampie: +4 will

Bookmark move forward four items.
| Comment
Footnote

l Previous ] [ Next

Hinh 7.14: Hop thoai tim kiém va thay thé
7.2.3.3.1 Céac thanh phin ciia viin ban

Trong mot vin ban (Document) c6 thé c6 mot hodc nhiéu trang (Page). Trong mdt trang c6 thé c6 mot hodc
nhiéu doan (Paragraph). Trong mdt doan c6 thé c6 mdt hoac nhi€u cau (Sentence). Trong mdt cau c6 thé co
mot hodc nhiéu tir (Word). Trong mot tir ¢6 thé c6 mot hodce nhiéu ky tu (Character).

7.2.3.3.2 Cach nhap van ban
- Giira cac tir phai c6 it nhat mot khoang tring (space).

- Mot ciu phai bat dau bang ky tu in hoa va két thuc bang mot trong cac ddu chim cau: ddu chim (.), ddu
cham than (!), dau cham héi (?).

- Mot doan duoc van ban két thic boi phim Enter.
- Mot trang duogc két thic boi dau ngit trang (Page break).
C6 hai kiéu ngit trang:

- Ngit trang cung (Hard page): dugc cheén vao van ban khi go t6 hop phim Ctrl+Enter hay chon menu
Page Layout/Breaks/Page, dau ngat trang ciing c6 dang:

- Ngit trang mém (Soft page): do Word ty dong qua trang khi vin ban di duoc nhap day trang, ddu ngit
trang mém c6 dang:

7.2.3.4 Khéi viin ban va cac 1énh xir 1y khoi
7.2.3.4.1 Chon khéi vin ban
Khdi vin ban bat ky: Ban thyuc hién cac cach sau

- Dung ban phim: dit diu nhay ¢ dau (cu01) phan vin ban can chon, nhén va giit phim Shift két hop véi
céc phim di chuyén dé mé rong khdi can chon.

- Dung chudt: click vao vi tri dau (cu01) phan van ban can chon, nhan gitt chudt trai va kéo dén vi tri cudi
(dau) khoi.

- Dung chudt két hop véi phim Shift: Click vao vi tri dau (cudi) phan vin ban can chon, nhan giit phim
Shift, di chuyén chudt dén vi tri cudi (dau) khoi, click chon.

- Chon tur: D Click 1én tr can chon.

- Chon dong: dua tré chudt vao dau dong can chon, khi ¢6 dang ¢! thi Click chon.
- Chon céu: nhin giit phim Ctrl va click vao vi tri bat ky trong cau can chon.

- Chon doan: D_Click vao khoang tréng bén trai ctiia doan.

- Chon toan bg van ban: dung t6 hop phim Ctrl + A hodc nhan gitt phim Ctrl rdi click chon 1én dau dong
bat ky hodc chon 1énh Edit/ Select All.
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Chon cac khdi viin ban khong lién tuc: bé chon khdi van ban khong lién tuc ban thyuc hién:

- Chon khéi dau tién

- Turkhdi thir 2 nhan giit phim Ctrl trong qua trinh chon.

7.2.3.4.2 Xéa khéi viin bin

- Chon khdi vin ban can xoa.

- Nhin phim Delete hodc phim Backspace.

7.2.3.4.3 Sao chép (Copy), dan (Paste)

- Chon d6i twong (van ban, hinh anh, ...) mudn sao chép (Copy).

- Thuc hién mét trong cac cach: Chon menu Home/Copy hodc R_Click/Copy hodc t6 hop phim Ctrl + C.

- Di chuyén dau nhay dén vi tri can dan. Thuc hién mot trong cac cach: Chon menu Home/Paste hoac
R _Click/ Paste hodc st dung to hgp phim Ctrl + V.

7.2.3.4.4 Di chuyén (Cut), dan (Paste)
- Chon dbi twong (van ban, hinh anh, ...) muén sao cit (Cut).
- Thuc hién mdt trong cac cach: Chon menu Home/Cut hodc R _Click/Cut hoac to hop phim Ctrl + X.

- Di chuyén dau nhay dén vi triq can dan. Thyuc hién mét trong cac cach: Chon menu Home/Paste hoac
R _Click/ Paste hoac st dung t6 hop phim Ctrl + V.

7.2.3.5 Hiy va lap lai mét 1énh
Cac thao tac Undo, Redo va Repeat

- Undo: cho phép huy bo 1énh vira méi thyc hién. C6 thé thyc hién 1énh Undo nhiéu lan, mdi lan s& hay
bo mot 1€nh, trinh ty Undo s€ di nguogc lai voi trinh tu 1é€nh vira dugc thuc hién.

Muén thuc hién Undo, ban chon mét trong cac thao tac sau: chon I¢énh Undo trén thanh tiéu dé, hoic
nhan t6 hop phim Ctrl + Z.

- Redo: cho phép huy bo thao tac Undo vira dugce thyuc hién.

Mubn thuc hién Redo, ban chon mot trong céac thao tac sau: chon lIénh Redo trén thanh tiéu dé, hodc
nhan t6 hop phim Ctrl + Y.

- Repeat: cho phép lap lai thao tac vira mdéi thuc hién. Lénh Undo va I¢énh Repeat cung chia sé¢ mdt vi tri
trén thanh tiéu de.

Muén thuc hién Repeat, ban nhén t6 hop phim Ctrl+Y.
7.2.3.6 Chén tap tin va chen ky tu dac biét (Symbol)
7.2.3.6.1 Chén tip tin
Ban c6 thé thuc hién chén vao van ban hién hanh noi dung tap tin tir dia nhu sau
. Cac budc thuc hién
- Pit con tro tai vi tri cAn chén.
- Chon menu I¢nh Insert, chon miii tén bén phai nut 1€énh Object, tiép tuc chon Text from File

- Xuét hién hop thoai, chon tap tin can chén va click Insert.
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7.2.3.6.2 Chén ky tu diic biét (Symbol) R
d quation -

Symbol 1a nhiing ky tu dac biét khong co trén ban phim nhu: &3 s mpol -
—— 1l v 9b<d4...Sau day la cac budc thuc hién dé chén ky hiéu dac biét: p :

%
= Cac budc thuc hién & TM 4
=

B+ *

- biatdau nhay tai vi tri cin chén Symbol.

— =

- Vao menu Insert bAm miii tén phia dudi nit Symbol, tiép tuc chon More . B T 02
Symbol... (hinh 7.15)

- Hop thoai Symbol hién thi nhu hinh 7.16

- Chon 16p Symbol dé chén cac ky hiéu hoac 1op
Special Characters dé chen cac ky tu dac biét.

C» Pore Symbols...

Hinh 7.15: Menu Symbol
Symbol 4 X

Symbols  Special Characters

- Chon Font cho symbol: st dung hop thoai

Font: | Wingdings -
Font, thuong st dung cac font symbol nhu: = A
Wing’gdings, %ymboi, \gVebdings, Y }fgg:@i_/ ? L5 |® @ = C_; i@é
. - ) 1BIE|FE & T e =E=H® .«
- Ch‘on ky hiéu can chén. Nhan nut Insert dé =|¥|ga|ele]=|=|d|p "] 0|0|0e]2|r
ch,envaor. ‘ B2y & ||| e | ® GQ| & VY.,
- Néu muon chén nhiéu symbol thi 1dp 1ai CAC  gecenty usea symvos:
thao tac trén. |9‘€ ¥‘ ‘®‘TM‘¢‘¢‘<‘>‘—‘ ‘oo‘u‘q‘
- Chon niit Close dé thoat (sau khi chén ky higu  Unicose name chvactercoe 52 teom: [Symbortaecman B
thi nat Cancel déi thanh nut Close). "‘;f”jj‘;‘j:j
Ghi chi: C6 thé thay d6i kich thude ciia Symbol e

twong tu nhu dbi véi ky tu.

o P Hinh 7.16: Hop thoai Symbol
7.2.3.7 Tim kiém va thay thé van ban (find and replace)
Chuc nang tim va thay thé 1a hai cong cy di chuyén va stra van ban manh nhét trong Word. Churc nang cho
tim kiém (Find) cho phép tim va di chuyen nhanh dén mot diém xac dinh. Chirc ning thay thé cho phép tim
kiém va thay thé mot tir hodc nhém tir bang mot tir hodc nhom tir khac. Sau day la cac bude thyc hién:

- Vao menu Home, chon miii tén bén phai ntt lenl} Find, chon Advanced Find hodc Home va click chon nut
1énh Replace (Ctrl+ H) (hinh 7.17). Hop thoai hién thi (hinh 7.18)

Find and Replace ? x
p Find - Find Replace GoTo
Find what: KHTH w
uac Replace
L\; Select ~
Replace with: |CNTT| -
Editing
Hinh 717 Menu Flnd More == Eeplace Replace All Cancel

Hinh 7.18: Hop thoai tim va thay thé

- Néu chi mudn tim kiém, click chon 16p Find. Néu mudn tim kiém va thay thé, Click chon 16p Replace.
- Nhap phan vin ban cin tim vao 6 Find What.

- Nhap phan vin ban can thay thé vao 6 Replace With.

- Chon nat Find Next. Word s& dimg lai ¢ tir dau tién tim thay.

- Click mot trong cac nut sau:

+ Replace néu mudn thay thé mot tir va tim tiép.
+ Replace All néu mudn ty dong thay thé tit ca cac tir duge tim thay.
Chu y: mudn thém tuy chon cho tim kiém, click nat 1énh More >>
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7.2.3.8 Str dung tinh ndng Autocorrect

Chirc nang AutoCorrect gitip ban tu dong stra nhitng 16i sai thudng xuyén x4y ra trong khi soan thao vin ban
hodc dé dua nhanh vao tai liéu nhirng khdi van ban hay d6 hoa thuong xuyén dugce sur dung.

7.2.3.8.1 Tao myt muc AutoCorrect

. Cac budc thyuc hién:

- Vao menu File/Options.

- Tiép tuc chon Prooﬁng va chon AutoCorrect
Options. .., hop thoai xuét hién (hinh 7.19) |

- G& tén tit vao 6 Replace

- Nhap noi dung day du vao 6 With

- Sau dé click vao nut Add.

- Click vao nat OK.

7.2.3.8.2 Chén mot muc AutoCorrrect vao tai liéu

Pua diu nhay dén vi tri can chén, sau d6 gb tén tat va
nhan phim khodng trang (Spacebar), phim Tab hoac
Enter.

7.2.3.8.3 Xo6a mot muc AutoCorrrect
- Vao lai cira s6 AutoCorrect.

- Chon muc can x06a bén cdt Replace sau do click

—

AutoFormat |
AutoCorrect | Math AutoCorrect
[¥] show AutoCorrect Options buttons
¥| Correct TWo INitial CApitals
[¥] Capitalize first letter of sentences
[#] Capitalize first letter of table cells
|¥] Capitalize pnames of days
| Correct accidental usage of cAPS LOCK key

|¥| Replace text as you type
Replace: With: @ Plain text

|

®
| (tm) .
i s
I @

For k ted text

Actions
| AutoFormat As You Type

B

vao nut Delete.

Hinh 7.19: Hop thoai AutoCorrect
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= BAI TAP
1. Bai tp 7-1: Phan Iy thuyét cua bai thuc hanh 7-1 nay khong c6 trong

gido trinh, tuy nhién hoc vién c6 thé thyuc hién theo timg buéc huong dan 77 == A
1./ Bat/ tat menu Tab: Clipboard
- Mo cua s6 ung dung Microsoft Word Font
- Chon menu File/ Options/Customize Ribbon Eta;laegsraph
- Trong hdp thoai Main Tabs, click bé dau check menu Tab Home, Editing
Insert Insert
- Click chon OK va kiém tra xem 2 menu Tab trén ¢6 con xuét hién Design
khél’lg? Page Layout

References

- Batlai 2 menu Tab Home, Insert bang cach danh dau check vao 2 [¥] Maiings

menu nay trong hdp thoai Main Tabs.

Review
2./ Tao menu Tab méi: i ] View
- Tao menu Tab méi c6 tén 1a My Tab bang cach chon menu File/ [] Developer
Options, chon Customize Ribbon. Add-Ins
- Chon vi tri dat menu Tab mdi trong hdp thoai Main Tabs, click chon Foxit Reader PDF
nut New Tab. Blog Post

[#] Insert (Blog Post)
[ Outlining
Background Removal hd

- Chon tab m&i tao va bAm Rename va nhap tén My Tab, chon OK
va kiém tra lai menu Tab méi c6 xuét hién chua?.
3./ Gén nat 1énh 1én menu Tab:
- Tién hanh gén cac nit 1énh Copy, Cut, Paste, Font Color, Font Size
vao Tab My Tab da tao & cau 2. Vi du:
= Chon menu File/ Options/Customize Ribbon
= Chon tab My Tab trong hop thoai Main Tabs, Click vao dau + dé chon New Group trong My Tab.
= Chon nut 1énh Copy trong hop thoai Choose commands from va click vao nit Add >>.
= Tuong ty nhu trén gin cic nat 1énh con lai vao tab My Tab
- Kiém tra xem nat 1énh di dwoc gin trong menu My Tab chua?.
4./ GO bd menu My Tab
2. Bai tap 7-2:
1./Bat/tat thanh thude:
- Bat/tit thudc, chon View/Ruler; Chon don vi do trén thudc 13 Centimeter
2./ Trén thanh cong cu truy cdp nhanh gin cac nat 1énh New va Open
3./Mo¢ tap tin moi, dinh nghia AutoCorrect nhu sau:
Replace With
nagn nang
4./Nhap vao ndi dung van ban sau:
CONG NGHE SAN XUAT PIN

Hau hét thiét bi di dong hién nay sir dung pin sac Lithium Ion (viét tit Li-ion), cAu tao gdm mot
cap dién cuc va chét dién phan bén trong. Cap dién cuc dugc ché tao tir Lithium, than chi hodc c6 thé 1a
cac day nano, nhung hau nhu déu phu thudc vao tinh chit héa hoc cia ion Lithium.

Nagn luong duge tinh bang cong suét cia pin theo thdi gian (watt/gidy hodc kW/gid). Dung lugng cia pin
duoc tinh bang mili-ampe/h (mAh).

V6i kha nagn luu triv nign luong 16n, lai ¢6 phan tmg hoa hoc bén trong, cac nha khoa hoc cho ring loai
pin Li-ion nhu mét 16 phan (mg nagn luong nho vi c6 kha nagn giai phong nagn lugng ¢ nhiét do cao, co
kha nign gay chdy, nd & nhiét do qua murc cho phep.

Vay nén trén cac chuyen bay déu c6 nhimg khuyén cao nguoi dung khong nén cét pin trong hanh 1y dé
tranh nhimng sy ¢ dang tiéc.

Pin Li-ion 14 loai pin str dung nhiéu nhét trong dién tir tiéu dung (ngoai ra con dugc str dung trong khoa
hoc quan sy, hang khong vii tru va céc loai xe dién) vi kha nang luu trit nagn luong 16n nhét trong moét dién
tich nho cho phép.

5./ Tim va thay thé tir “Li-ion” thanh tir “Lithium Ion” trong vin ban trén.

6./Di chuyén doan vin ban cudi vao giita doan vin ban 2 va 3.

7./Luu tai ligu véi tén BT7 2.docx

New Tab Mew Group Rename...
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3. Bai tap 7-3:

1./ Nhap vao ndi dung van ban sau

CHAN DUNG NHA KHOA HQC

"Udc mo cuia em: nha khoa hoc tuong lai...". Nhung c¢6 lic nao ban tu hoi minh: Thé nao 1a nha khoa hoc?
Song con cau tra 161 doc ddo cua ban tré Viét nam thi sao, nhéat 1a cau tra 10 rat riéng cda chinh ban?

Céu hoi nay da dugce 2.500 hoc sinh tir 10 dén 17 tudi & An D9, Chilé, Phap, MJ, Y, Méhicd, Braxin va
Nigiéria tra 101 qua nhirng bure tranh tham gia cudc thi v& chan dung nha khoa hoc. La lam sao khi hau hét
déu v& nha khoa hoc nhu mot nguoi... deo kinh trang day cop, toc tai bu xu va lic nao cling khoac do choang
trang, ban biju vé6i linh kinh nhitng chai lo ciing ng nghiém va luén lam viéc don ddc,..

o6 o6 Gido su Leopoldo de Meis, ngudi c6 sang kién mé ra cudc thi ndy, nhan xét:" Do la chan dung ctia
nguoi ky thuét vién trong phong thi nghiém, hay ciia nhimg nguoi 1am nghé gia kim hodi thé ky 18,19 chir
nao phai 1a nha khoa hoc!". Theo gido su, c6 1& cac ban tré da "thira huong" hinh anh y tir cac phim hoat
hinh va truyén tranh.
®R B R Trong khi d6 90 ban tré tham gia cudc thi Chau Au danh cho cac nha khoa hoc tré (to 15 dén 21
tudi) lai tra 161 bang chinh san phim nghién ctru ctia minh nhu céc tic gia doat ba giai nhat dong hang cua
cudc thi 1an thir 10 dién ra tai thanh phd Porto bén B Pao Nha, da tao ra chuong trinh tin hoc bién di cac
anh chup tir may anh k§y thuat s6 thanh nhitng anh ba chiéu hay chiéc gy c6 dau do siéu am giup nguoi mu
phat hién chuéng ngai cach 5m trén duong di, hay tim ra nguyén nhén son trang bi 6 vang trong bong tdi tir
d6 tao ra cac chat thém vao son dé chng hién tuong nay.
2./ Di chuyén cau "Song con cau trd 101 ddc déo cua ban tré Viét nam thi sao, nhét 14 cau tra 1o rat riéng cua

chinh ban?" d&én cubi tai liéu trén (dung thao tac cit va dan)
3./ Dung thao tac chép va dan dé tao ra dong sau vao cudi tai liéu:

® YV & AO VYV & ACY S ACY S AV KAV A

Huong dan: - Chén 4 ky hi€u e, v, &, & vao tai liéu (Font: Symbol)
- Chép (Edit/ Copy) 4 ky hiéu trén vao Clipboard.

- Thyc hién thao tac dan (Edit/ Paste) 5 lan.
4./ Chon khéi 1a doan thtr nhat, nhin phim Delete. Nhan xét. Thyuc hién thao tdc Undo. Nhan xét.
5./ Chon khéi 13 toan b6 tai liéu (nhan t6 hop phim Ctrl + A), nhan phim Delete. Nhan xét. Thyc hién thao
tac Undo. Nhéan xét.
6./ Tiép tuc thuc hién thao tic Redo. Nhan xét.
7./ Luu tai liéu voi tén BT7_3.docx

4. Bai tap 7-4:
1./ Tao 2 muc AutoText nhu sau:

Tén muc N¢i dung
kv khu vue
db Dong bang Song Cuu Long

2./ Nhap vao ndi dung van ban sau
DONG BANG SONG CUU LONG: TIEM NANG CHUA PUOC KHAI THAC

DPdng bang Song Ciru Long gdm 13 tinh, thanh pho c6 dién tich dat gan 40.000 km?2, dan sb khoang 17 triéu
nguoi. Nhing ndm gan day, cac tinh khu vuc Dong bang Song Ciru Long da tao mdi truong dau tu ngay
cang hap din dé thu hit ngudn von dau tu truc t1ep nuodc ngoai (FDI).

Sau thoi gian tram ling, trong nhitng thang cudi nim 2004 va quy 1-2005, tinh hinh thu hut dau tu nude
ngoai vao khu vuc Pong bang Séng Ciru Long d3 c6 ddu hiéu ting trd lai. Theo s6 liéu méi nhit tir Cuc Dau
tu nudc ngoai- Bo Ké hoach va Dau tu, FDI ciia khu vye Pong bang Song Ctru Long dat xap xi 1,4 ty USD
voi 179 du an.

Bén canh viéc phat huy ndi luc cta cac tinh, thoi gian gan day, Pong bang Séng Ctru Long dd nhan duoc su
quan tdm nhiéu hon cua Trung wong va cac bd nganh trong viéc cai thi¢n co s¢ ha tﬁng, tao moi truong dau
tu.

3./ Str dung chtrc ning tim kiém va thay thé tim cum tir “Ctru Long” va thay thé boi tir “Hong".

4./ Luu tai liéu véi tén BT7 4.docx
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Chuong 8: DBinh dang van ban
CHUONG 8: PINH DANG VAN BAN

Trong chuong nay sé cung cp cho ban nhiing k¥ nang co ban dé dinh dang mét tai liéu Word - diéu chinh
hinh thirc cua tai li¢u. Ban s€ biét cach dinh dang céc ky tu riéng biét cling nhu cach dinh dang toan b cac
doan van ban.

8.1 Dinh dang ky tu va phong chir

8.1.1 Dinh dang ki tw

Dinh dang ky ty tic 1a ndi vé céac dic tinh cho timg ky tu riéng 16 trong mot tai liéu. Cac dic tinh nay la:
Font chir (Font), kiéu chir (Font style: gach dudi, in nghiéng, in dam), c& chit (Font size), mau chir (Font
color), ...

. Cac budc thuc hién

- Chon phén van ban mudn dinh dang.
- Thuc hién mdt trong cac cach sau:

Cach 1: Vao menu Home/Font hoac dung Ctrl+D (hinh 8.1)

FILE HOME

INSERT DESIGN PAGE LAYOUT REFEREMCES MAILIMNGS REWIEW VIEW
Cut — T S - — S
— Calibri (Body) |11 ~| A" A" Aav | % iZ-i=-"zr | &35 | 2| T || sssbcene
Paste , = z | Ay gy B === 1=k 7 T
. % Format Painter £ Horabeix, X | By 4 A = === 4 f Mormal
Clipboard i Font T Paragraph I
L 1 K

Font (Ctri+D)

Customize your text using advanced
R—— font and character options to give it
= the exact look you want.

Click vao mii tén sé

hién thi hop thoai =

You can add a variety of styles and
Scssiiwa | colors to your text, as well as visual
effects, like strikethrough,
superscript, and all caps.

) Hinh 8.1: Menu Font
Xuat hién hop thoai sau (hinh 8.2)

Font

Font Advanced

—E| (nonej E[ Automatic
Effects
[] strikethrough [T small caps
] Double strikethrough [ AN caps
7] Superscript [ Hidden
D Subscript
Preview

Font: Font style: Size:

Times Mew Roman Regular 113

symbal - -~ |8 -
Tahoma Italic 9 (Tl
TCWMN3 Sample Font (il Bold 10 |
Tempus Sans ITC — | |Bold Ralic . 11 o I
=| .

Font color: Underline style: Underline color

Times New Roman

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

Cancel

Set As Default | [ Text Effects... | [ oK

J |

Hinh 8.2: Hop thoai Font

Giéo trinh ing dung CNTT — Co ban Trang 93



Chuong 8: DBinh dang van ban

- Font: chon font chir.

-

- Font Color: chon mau chtr.

Font: “ont color: Underline =
pr=s Automatic % (none)
Times New Roman Automatic 3

Thcmc Colors
Symbol - e ——
Tahoma
TCVN3 Sample Font I I I
Tempus Sans ITC . . l . . .

lore Colors...

5 8 8 B 0
]

Font style: °
Regular °
Italic ®
Bold
Bold Italic ®

- Font style: chon kiéu chit.

vira nghiéng.

Regular: chit binh thuong. | Ynderine style: e None: khong gach dudi.
(none)

Italic: chir nghiéng.

: i
Bold: chir dam. w

Bold Italic: chir vira dam

- Underline style: chon kiéu gach duéi.

e Single: nét don.

e Double: nét doi.

cac tu.

e Words Only: chi gach dudi

- Size: chon kich ¢& cua chir.

- Underline Color: chon mau cho nét gach dudi.

- Effects:

ky tu.

+ Superscript: Dat
Ctrl + Shift + =

+ Double Strikethough: Gach hai duong gitra céc

chi s6 trén, hodc t6 hop phim:

+ Subscript: Dit chi sb dudi, hodc to hop phim: Ctrl
+ Strikethough: Gach mdt duong gitra cac ky tu. +=

+ Small caps: Chit hoa nhd.
+ All caps: Chit hoa 16n.
+ Hidden:

Chir khong hién thi khi in

- Chon OK néu mudn 4p dung céc xac lap nay cho tai liéu hién hanh.

Chu y: Néu nudn céac xac 1ap nay trd thanh mac nhién, nghia 1a s€ ap dung vao tat ca cac tai li¢u dugc tao

tir do vé sau thi chon

Cach 2: Dung menu Home va phim tit (hinh 8.3)

Default, sau d6 chon Yes.

Text Effect and typography

Times Mew Roman -

Chon Font chit hodc t6 hop phim Ctrl +
Shift + F

Chon size chir hodc t6 hop phim Ctrl +
Shift + P

hoac:
- Ctrl + ] (tang size chir 1én 1 don vi)

- Ctrl + [ (giam size chit xubng 1 don vi)

Chon chit dam hodc to hop phim Ctrl + B

Chon chir nghiéng hoic t6 hop phim Ctrl
+1

Chon chit gach dudi hodc t6 hop phim
Ctrl+ U

Gach mdgt duong

Chi s0 dudi va chi so trén

¥
e Y- A- =

A A A
AAA R
AAAA

Qutline

&y Shadow

iy Reflection

&y Glow

123  MNumnber Styles
ﬁ Ligatures

abe  Stylistic Sets

Hinh 8.3: Céc nuat dinh dang Font trén menu Home
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8.1.2 Chuyén dbi loai chir

Word c6 thé chuyén dbi giita cac loai chii: chit in hoa thanh chit thudng, chir thuong thanh chit in hoa, hay
chit co ky tu dau 1a chir in hoa, ... , mdt cach nhanh chong ma khong can phai go lai tir ban phim.
. Cac budc thuc hién

- Chon phan van ban can chuyén doi.

- Vao menu Home/Change Case ( har ) va chon loai chit cAn chuyén doi (hinh 8.4). Trong do:
+ Sentence case: ky tu dAu cau 1a chit in hoa, con lai 1a chix thuong. : REFERENCES MAIL
+ lowercase: toan bg 1a chir thuong.
+ UPPERCASE: toan b0 la chir in hoa.

Sentence case.
+ Title Case: ky tu dau moi tir 1a chir in hoa, con lai 1a chir thuong.

lowercase
+tOGGLE cASE: d4o nguoc chir thudng/chir in hoa so véi ban dau. UPPERCASE '
Ghi chu: Capitalize Each Word
- C6 thé st dung t6 hop phim Shift + F3 1an luot chuyén d6i giita cac loai tOGGLE cASE

chtr. .,
o T, + 2. . .. .. . Hinh8.4: Menu chuyén doi loai chir
- Voi tieng Viét co dau, viéc chuyén doi loai chir c6 thé khong

chinh xéc.
8.2 Dinh dang doan van ban
8.2.1 Mot s6 khai niém

Trong Word, khai niém doan (Paragraph) dugc dinh nghia la mét phﬁq van ban (c6 thé chi la mét dong tréng)
duoc két thuc boi mdt ky hiéu cudi doan (Paragraph mark). Dau cudi doan dugc dua vao bang cach nhan

phim Enter. Dé hién thi d4u phan doan, click vao nit T nhu hinh 8.5

FILE HOME INSERT DESIGH PAGE LAYOUT REFEREMCES MATLIMNGS REVIEW WIEW Sign in
Aae | A 1 = . =L | g Aa (4]

> AaBbC AaBbCc AaBbCc b

Bat tét k}'] hiéu Cuéi doan - . A T= . | ox : Heading4  Hedingd  Hesdingé | iR

Tlipboard s Font i} “aragraph = tyles " ~

L - i 2 ] a 5 [ 7
SNV SRR VA KIa0-USN-Teo-1ab

o
Gannutlénh lén thanh cong su”
snepu File/ Options/Customize Ribbon 1
rab houp =T dvaulilbon o chon gab muén thém nit 1lénh 9

PAGE 20 OF 92 19401 WORDS 1 e -+ 1o0%

Hinh 8.5: Hién thi ky hiéu cudi doan

- Khi gb van ban vao, vin ban s& duoc trinh bay tir 18 trai sang phai, khi dén 18 phai s& tu dong xudng
dong moi. Tuy nhién, trong truong hop tuy van ban chwa dén 18 phai nhung ban mudn xudng dong méi
(nhung khéng mudn sang doan méi) thi nhan t6 hop phim Shift + Enter.

C6 thé thuc hién dinh dang doan trudce hoac sau khi gd van ban. Truong hop: o
- Truc')’c’ khi g6 van ban: kpi g0 Enter, dinh dang cua doan trudce sé dugc ap dung cho doan ke ti€p sau,
cho dén khi c6 su thay doi.

- Sau khi g6 van ban:
+ Néu dinh dang mdt doan: chi can dua con tré vao doan can dinh dang.

+ Néu dinh dang nhiéu doan: phai chon tat ca cac doan can dinh dang.
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8.2.2 Canh I¢ doan vin ban

C6 4 cach canh 1& doan van ban nhu sau (hinh 8.6)

Left (canh trai): canh thing 1& trai nhung 1& phai s& so le nhau.
Center (canh giira): canh thing ¢ gitta so voi 18 trai, phai ciia doan van ban.
Right (canh phai): canh thang 1& phai nhung 18 trai s& so le nhau.

Justify (canh déu): canh thing 2 18 trai, phai cta van ban.

Canh trai Canh gifta Canh phai Canh déu

'S SR ] O O =7+ 1 B 1 -5 1 ~10- 1 3t ¢ +12F 1 -33+ ¢ +14- ) -15- 1 - 16- NeqF e | ~38 -

4
o
b [efll

=] Ngudi dung cb thé chén, xéa hay|thay déi Font. kich thwde Fonf. mau sac, danlj diu. ..

2| v&i van ban mang hiéu img cia Wqrd At
Chu y: Chire nang nay chi sir dung'cho nhimg file Word duoc tao|ra tir Word 201p va co

_ dinh dang *.docx néu ngudi dung luu file dudi dang * doc thi cfic hiéu img nay|sé tur

dong bi g& bo khoi van ban

i 6. Luwru file dwéi dang PDF va XPS dwoc tich hop sa
ru£c do nhw Doc. ]

Ngoai cac dinh dang duoc hd tro bédi MS Office cac phiénbant Docx...
thi Office 2010 ciing hd tro luu file dudi dinh dang PDF va XPS ma khéng phaf cai dat

thém Add-in nao nhw Offide 2007

7. Hién thi théng tin chi tiét cia file van ban trong Office Button

Pé biét thong tin vé file van ban ban dang lam viéc ban chi viéc nhzip chudt Yao nut

Office Button. Moi thong tin sé dwoc hién thi nhu dung luong (tinh dén lan luvu cudi -

Hinh 8.6: Cac dang canh 1& doan van ban

. Céc bude thue hién canh 1& doan van ban

Chon cac doan van ban can dinh dang

Str dung menu Home, gom cac nut:

Canh trai, hodc nhan t6 hop phim Ctrl + L

Canh gitra, hodc nhan t6 hop phim Ctrl + E

Canh phai, hodc nhén t6 hop phim Ctrl + R

Canh déu, hodc nhan t6 hop phim Ctrl +J

8.2.3 Diéu chinh dd léch cic dong trong doan so véi & biang thudc

Khi chua dinh dang thi cac dong trong doan s& dugc hién thi tir 1 trai sang phai ciia doan. Word cho phép
thay doi cach thé hién cac dong trong doan nhu sau:

First line indent: dong d4u tién thut vao so véi cac dong con lai trong doan.
Left indent: cac dong trong doan déu thut vao so véi 18 trai cta van ban.
Right indent: cac dong trong doan déu thut vao so vai 1& phai ciia van ban.

Hanging indent: cac dong tir dong thir hai trong doan déu thut vao so voi dong dau tién.
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w. Céac budce thuc hién diéu chinh d6 1éch doan vin bang béng thudc
- Chon cac doan van ban can dinh dang.

- Chon canh 18 bing cac niit cong cu trén thude ngang (hinh 8.7)

First ling indent
Tab marker / Right indent

00 JERTRCE T (R NI P O O I
] 1 | [} ] 1

Right margin area

Hinh 8.7: Canh 1& trén thu6c ngang

Ghi chii: Déi v6i Left indent c6 thé sir dung nhanh 2 niit E (Increase Indent) va % (Decrease indent)
trén menu Home.

8.2.4 Dinh dang doan vin ban bang cach sir dung menu Home, nhém Paragraph

Ngoai‘ cach dinh dang doan van ban theo thanh cong cu thudc va phim tt, ‘ban c6 thé dinh dang doan van
ban bang menu 1€nh. Cac budc thuc hién di€u chinh d¢ 1éch doan van ban bang menu 1énh:

. Cac budc thuc hién
- Chon céc doan van ban can dinh dang, néu khong s€ thuc hién trén doan van ban hién hanh.

- Mé menu Home, tai nhdm Paragraph click vao miii tén & goc duéi bén phai, xuat hién hop thoai (hinh
8.8)

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS
- Calibri(Body) =11 =~ | A" A" Aa- 8¢ = -i=-'-. &=3= 2| 9
Paste o B I U - abe x, X A~ A~ = = =- I»-
Clipboard & Font = Paragraph
Paragraph [ _@_&

Indents and Spacing Line and Page Breaks

General
Alignment: [tere B
Qutline level:  Body Text [ = apsed by def

Indentation

. =— i = Click vao mili tén s&
Right: 0 = Hanging E 0.59 = | ]
Mirror indents A// hién thi hép thoai
Spacing
Before: 0 pt = Line spacing: At
After: 0 pt B Multiple E! 25

| Don't add space between paragraphs of the same style

Preview
stz Tows Sy Tan Sampls
Lampls Zample T
Lapls
Tabs... | Set As Default | | oK ] Cancel |

Hinh 8.8: Hop thoai Paragraph

Lop Indents and Spacing
- General:

+Alignment: Canh 1& cho doan, gém c6 cac myc: Left, Centered, Right, Justified.
- Indentation: Tao dd léch cac dong trong doan so voi 1é:

+ Left: Do 1&ch trai.
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+ Right: DB§ 1éch phai.
+ Special: Co cac lya chon sau:
« None: 1& theo qui dinh ctia Left va Right indent.
* First Line: Pat d6 Iéch cho dong dAu tién cua doan (dugc xac dinh trong muc By).

« Hanging: Dit do 1éch cho cac dong khong phai 1a dong dau tién cua doan (dwoc xac dinh
trong muc By).

- Spacing: Pinh khoang céch giita cac doan, bao gom:
+ Before: khoang céach gitra doan hi¢n hanh va doan phia trén (méc nhién 0).
+ After: khoang cach gitta doan hi¢n hanh va doan phia du¢i (méc nhién 0).
+ Line Spacing: Pinh khoang cach gitra cac dong trong Paragraph.

Lop Line and Page Breaks

Word ty dong tao cac diu ngit trang trong qua trinh nhép véan ban, nhung ban c6 thé dit cac doan lién quan
dén nhiing trang gidy. Vi duy, ban c6 thé chin mot doan c6 cac dong ndm & cing trang hay cac trang khéc
nhau bang cach sir dung 16p Line and Page Breaks

8.2.5 Tao ky tw Drop Cap

ot trong nhimg dinh dang phd bién thudong két hop véi doan 1a Drop Cap. Cac chit Drop Cap
Mthuo’ng duogc sir dung dé mo ta cac ky ty 10n ma nd xuit hién bit ddu mdi chuong (chapter) hay

moi phan. Khi ban tao Drop Cap, Word phong to ky tu dau (co thé nhiéu hon mot ky tu hay ca tir
dau tién cta doan) mot doan nam trén nhiéu dong lién tiép ctia doan do.

. Cac budc thuc hién

- Dbat con tré vao doan can tao Drop Cap, néu muon nhiéu hon mdt ky tu hay ca tir dau tién ctia doan, ban
chi can chon cac ky tu hay tur dau tién cua doan.

- Vao menu Insert/Drop Cap.

- Chon Drop Cap Options xuat hién hop
thoai (hil’lh 8 9) [E Quick Parts ~ E“ Signature Line
’ A WordArt 3 Date & Time

* DropCapr [T Object ~

+ Position: Pinh vi tri cho ky tu
Drop Cap.

Mone

+ Options: Cac tuy chon: Qropped:In margin

e Font: chon Font cho ky tu Drop Cap. A Dropped

e Lines to Drop: chon chiéu cao ciia ;
ky tu Drop Cap nam trén bao nhiéu A= Inmargin
dong (mac nhién la ba dong).

e Distance from text: khodng céach tir
ky tu Drop Cap dén vin ban.

A= Drop Cap Options...

- Chon nut OK dé két thuc. Hinh 8.9: Menu va hop thoai Drop Cap

8.2.6 Ké duwong vién va td nén cho doan vin bén

Word hd trg chirc ning dudng vién (border) va to nén (shading). Ban c6 thé thém dudng vién hodc mau nén
cho mot khoi ky tu, cho cac doan, cac 6 (Cells) trong bang (Table), hodc toan by bang. Ban cling c¢6 thé in
dudng vién xung quanh toan bd cac trang trong tai liéu. Xem vi du bén dudi:

You can apply porders and shading to blocks of characters. You can apply borders and shading
to entire paragraphs. You can borders and shading to tables
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8.2.6.1 Ké dwong vién va to nén bang menu Borders and Shading

. Cac budc thuc hién

- Chon khéi vin ban can ké duong vién hodc t6 nén.

- St dung cac nut trén menu Home, nhom I¢nh Paragraph. (hinh 8.10)

NCES MAILINGS REVIEW VIEW Click mﬁi tén 1’1’16’ danh
9 | aaBbcene aaB sach cac kiéu du’(‘mg
-l - Tt T No Spz Vién.

s p Bi— e TR = 3=

Top Border
| Left Border

| Right Border

Inside Honzontal Border

Inside Vertical Border
Click miii tén m¢& hdp
thoai chon mau nén.

E Borders and Shading
Hinh 8.10: Menu kiéu duong vién
8.2.6.2 Ké dwong vién va td nén bang hop thoai Borders and Shading

> Cic bue thye hign vy R =

- Chon khéi vin ban cin ké duong vién hodc t0 ||/ sces | page Border | Shadng
nén. Setting: §tfg: Preview
- Vao menu Home, trong nhom Paragraph, click tone g = ey
miii tén mo danh sich chc kidu duong vidn ( D _________________________________________________
mn , M || S =)
— "), chon myc Borders and Shading,..., d¢ | — @ e o
bat hop thoai Borders and Shading. (hinh 8.11) Snadow | | oo ol
- Chon 16p Borders: ké duong vién cho khdi/ | 'D | O -
doan vin ban. = e [ ; |
- Chon Apply to: ﬂ asem | [ e | st
+ Paragraph . ki E
| Qptons... |
+ Text _ . X
B i . | Horizontal Line... | ok || cancd |
Chu y: Doi voi khoi van ban thi duong vién s& - -
bao quanh khoi van ban. Hinh 8.11: Hop thoai Border and Shading - 16p Borders
Y nghia:
- None: Khong ké (ké nét rong) - Style: Céc kiéu duong ké.
- Box: K¢ hop bao quanh. - Color: Chon mau duong ké.

- Shadow: Buong ké c6 nét bong mo | - Width: Chon d¢ rong duong ké.

- 3-D: Dudng ké khong gian ba chiéu | _ Apply to: V& cho dbi twong 13: Text (khdi van ban duoc
- Custom: Puong ké tuy y. chon) hodc Paragraph (toan bo doan van ban).

- Options: Cho phép dat khoang cach dudng vién d6i v6i khdi van ban.
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- Chon 16p Shading: t6 mau nén (hinh 8.12)

Bordersagﬂgdira. 5 & 3 —— -"TEJ' )

| Borders |-Eageﬁntder "S*Bchu
Fi

" NoCdor = > tocor [g] *
4 Theme Colors

I
||I|i||i||

Standard Colors - =
EEY VHEENEER

No Color

% More Colors.. |
Apply to: i
o ]

E=rs =) =

Hinh 8.12: Hop thoai Border and Shading - 16p Shading
8.2.7 Danh diu va danh sé thi tu

Bullet 1a mét ky hiéu d6 hoa nhé nhu ddu chidm nho dé giéi thiéu mot chi muc trong danh sach va duoc ding
khi thtr ty cac chi myc la khong quan trong. Str dung s6 thr tu khi ban mudn nhan manh tinh lién tuc nhu
mot chuoi cac budc. Néu ban thém vao, di chuyén hodc x6a cac chi muc trong danh sach cac s6, Word sé tu
dong cap nhat cac so.

8.2.7.1 Chén Ky hiéu in (Bullets)

= Cac budc thuc hién

- Chon cac doan vin ban can tao Bullets.

- Trong menu Home, nhan vao mili tén nho trén nit Bullets *= .

- Chon kiéu danh dau c6 sin thich hop.

JCES MAILIMNGS REVIEW VIEW

B . s, == | B E
i=-E- =3 2l T [ aseboenc e

Recently Used Bullets

-
000
Bullet Library

T T T [ e
o @ [[Of] = [ |[o%]
Document Bullets
Y |

=

Drefine Mew Bullet...

Hinh 8.13: Hop thoai Bullet

- Néu mudn c6 ky hiéu (symbol) khac. Ban nhan Define New Bullet... xuat hién hop thoai (hinh 8.13)
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+ Nut Symbol...: m¢ hop thoai Symbol.
+ Picture: M& hop thoai picture Bullet.
+ Font: thiét 1ap cac dinh dang cho Bullet.
+ Alignment: chon vi tri cho danh dau (Left, Centered, Right).
+ Preview: xem trude két qua.
8.2.7.2 Panh s6 thi tw (Numbering)
. Cac budc thuc hién

- Chon cac doan van ban can tao so thir tu.

. —
4 . . 2 —_
- Trong menu Home nhan vao mii tén nho trén nit Numbering =

- Chon kiéu danh sb c6 san thich hop.

- Néu mudn sb thtr ty v6i dinh dang khac chon Define New Number Format, xuét hién hop thoai (hinh
8.14)

“CES PAAILIMGS REVIEWY WVIEW
-
- T Define New Number Format @ﬂ_
e e T [lasBbcepe! ¢ .
— — Mumbering Library 1 f| Number format
| z Number style:
Bai 1:- - 1 — M
Mone Bai 2:- . e [~]
Bai 3 3. Number format:
: 5.

1)- I. A Algrment:

2% 1. B. 1 E]

3y 1. — : c Left

Preview

a) a. - i — -

b) b. ii.

c) C. iii. 5

Document NMumber Formats 6

Hinh &.1-1: -

Hinh 8.1-2: 7

Hinh 8.1-3:

Define Mew Mumber Format.

l

Hinh 8.14: Hop thoai Number

+ Number style: chon kiéu s6 thir tu.
+ Font: thiét 1ap cac dinh dang cho s6 thu tu.
+ Number Format: nhdp vao dinh dang cho s6 thu tu.
+ Alignment: chon vi tri cho s6 thu tyu (Left, Centered, Right).
+ Preview: xem trudc két qua.
8.2.8 Daitcac Tab

Mot diém dumng Tab (tab stop) 1a mot vi tri tai day diém chén vin ban s& dirng néu ban nhan phim tab. Khi
nhan phim Tab, di€ém chén van ban s€ dich chuyén sang phai té1 vi tri Tab stop dong thoi néu bén phai diém
chén van ban c6 bat ky van ban nao thi van ban do6 ciing di chuyén theo. Piém dirng mac nhién cua Tab stop
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la 1.27 cm, tuy nhjén ban c6 thé thay ddi. Ban c6 thé dung thudc hodc menu Iénh dé tao cac diém dung tab
va phai tao cac diém dung tab trudc khi tao van ban (hinh 8.15)

Left Center Right  Decimal
|L|§A{ F S S O S S S I S W F W S S0 ks 7 A T S W T T SO s ¥ o B L ~E
-] Code Description Date Price =2
i 01B-01 Big Book - "Alcoholics Anonymous" 08/2010 $17.60

01B-08 Big Book (Portable - soft cover) 09/2011 $24 .00

Hinh 8.15: Vi du vé st dung diém Tabs
8.2.8.1 Sir dung thuéc xac dinh nhirng diém dirng Tab

Ky hiéu Y nghia
El Left Tab: Vin ban duogc canh trai so véi vi tri diém Tab.
El Right Tab: Vin ban duoc canh phai so vé6i vi tri diém Tab.
El Center Tab: Vin ban dugc canh giita so véi vi tri diém Tab

El Decimal Tab: Vin ban duogc canh theo ddu chdm thap phan tai vi tri diém Tab.
. Cac budc thuc hién

- Nhap vao ky hiéu Tab tai vi tri giao nhau giita 2 thudc ngang va doc dé chon loai diém Tab.
- Nhép vao cac vi tri mubn dit diém ding Tab trén thudc ngang.
- Lap lai 2 budc trén cho cac diém Tab khac.
Chii y: - Thay d6i vi tri diém dimg Tab bang cach kéo (drag) né dén vi tri méi trén thude.
- X6a diém ding Tab bang cach kéo (drag) no ra khoi thudc.
8.2.8.2 X4c dinh nhirng diém dirng Tab tiy bién bang hop thoai Tabs
. Cac budc thyuc hién:

- Trong menu Home nhin vido miii tén & gdc dudi bén phai nhom Paragraph, xuit hién hop thoai
Paragraph, ti€p tuc nhan vao nut Tabs & goc dudi bén trai hop thoai. Hop thoai Tabs xuat hién. (hinh
8.16)

g - g 1
Paragraph (o e | Tabs (>
[ 1 1 T ition: f z
Indents and Spacing | Line and Page Breaks Iab stop position Default tab stops:
L - 1 0.5°
General
T Tab stops to be cleared:
Alignment: [T ~
QOutline level: | Body Text I - Collapsed by default
Indentation Alignment
- z @ Left ente Right
Left: 0 = Special: By: = < £ =19
:] Decimal Bar
Right: 0" = (nonej} = —a
Leader
[7] Mirror indents © 1 None - 3 -
- ==
Spacing
- Clear All
Before: 0 pt T Line spacing: At: ——
After: spt = Muttiple [=] |1 = LV [ cancet |

[l pon't add space between paragraphs of the same style 2
Preview / Hi]’lh 8_16: H@p thoal Tabs
M Defauit ‘ [ oK J [ Cancel
DN

P
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+ Tab stop position: nhap/chon diém Tab.

+ Alignment: chon loai diém dimg Tab.

+ Leader: Chon loai ky tu dan.
- Nhén vao nut Set.
- Tiép tuc lap lai cho cac diém Tab khac.

+ Nut Clear: b6 mot diém Tab dugc chon trong hop Tab stop position.

+ Nt Clear All: bo tat ca cac diém Tab.
Chu y: Dé str dung dugc diém dirng Tab trong bang (Table) thi phai nhan t6 hop phim Ctrl + Tab.
8.3  Vin ban dang cft (columns) va cdc dbi twgng khéc 7 7
Még: nhién Word hién ‘ghi van ban trén mot cot, nhung ban co6 thé chi dinh van bz:m hién thi trén 2, 3 hodc
nhi€u ¢4t giong nhu hién thi dudi dang cac bai bao hodc quang cao va word c6 thé chia van ban dén 12 cot
(hinh 8.17). Ban chi c6 ghé thay cdt hién thi & ché do Print Layout hodc Print Preview. Trong céc ché d6 hién
thi khac, van ban chi hién thi mot cot.

ERT DESIGM

M o T R [ |

T —
; . - : . ’ . *— Breaks ~
Xoa s0 trang o trang mé hop thoai Page Setup Lé trang co the duoe . £ Line Mumbers — — — —
dau tién cia tii ligu 1. chinh sira qua cde bude OIS 2 Hyphenation = ES s B
Trong thi liéu, thuomg - Nhin chudt vio the % One ore Two Left Richt
trang ddu tién khong Layout trong hap thoai, * Chon tab Page Lavout - Number of columns: |3 s | Line between
duoe Qinh sé ving B bén dusi Headers and trénnhomRibbon e Width and spacing Preview
trang bia Ap dungphin  footers, ban dinh div | g e i Three Col #: Width: Spacing
R S RN i A s 1: | 4.66am 1.27cm
< ghi chi & thi thudt “Bat chon vao hop kiem Setup, kich chon p : —
3, ginh sd ; ; t | |4.66 7 o
| dau ginh 50 trang bing Different first page. Margiss = <= B
mt 50 khic” bén tén,  NhinOK . =
5 R + Chon Default Margin, Right
trang bia vin duge Béy git ban hiykiémtra _ [¥] Equal column width
5130 Viv liode == More Columns...
0120 Vivayban by ooy o4 dinglrang ) Apply to: | Selected text 3 O AN
«f  fove hid thim buge sa t3u tien khéng cd 50 TN
3o e ; . Margins va hoin thinh [ [ T
8 x6a _hau VUM o oy 05 trang ké ; '3‘“' OK | | Cancel |
trang ddu tién coa tai hop thoai.

e danh 861 khana

Hinh 8.17: Vi du chia ¢t van ban Hinh 8.18: Hop thoai chia cot

. Cac budc thuc hién
- Chon phan vin ban céan chia cot.
- Trong menu Page Layout, bAm vao nit Columns.
- Trong danh sach hién thi, chon kiéu chia cot sdn c6 thich hop.
Hoic c6 thé chia cot phirc tap bang cach bdm vao nut More Columns... (hinh 8.18)
Y nghia:
- Presets: cac mau chia cot dinh san.
- Number of columns: chon s6 cdt mudn chia.
- Width and spacing: d0 rong cdt (Width) va khoang cach (Spacing) gitra cac cot.
- Line between: bat/ tit duong phan cach giita cac cot.
- Equal column width: Néu chon, céc cot s& c6 do rong bﬁng nhau.
- Apply to: pham vi van ban dugc chia thanh cét.
+ Selected text: chia ¢t cho khdi van ban dugc chon (mdc nhién).
+ Whole document: cho toan van ban.
+ This Point Forward: tir vi tri ddu nhay tré vé sau.

- Preview: hién thi két qua xem trudc.
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8.4 Kiéu dang (Style)
8.4.1 Khai ni¢ém

Style 1a tap hop cac dinh dang ma ban c6 thé ap dung t6i van ban trong tip tin van ban. Vi du mot style chtra
dung thong tin quan hé dén kiéu chir va phong chir, 1& ctia doan vin ban va khoang cach xuat trude sau va
giita cac doan vian ban...Thay vi dinh dang truc tiép cac thanh phan nay t6i van ban, ban co6 thé xay dung
tap hop cac thong tin dinh dang nay v6i mot tén goi la tén style va sau do ban co thé 4p dung style nay dén
vin ban. Trong Word c6 bén kiéu Style:

- Paragraph style: dinh dang toan doan van ban cung cac phong chir, kich thude chir, khoang cach hang,
duong vién, to6 nén...

- Character style: chi dinh dang khdi van ban d3 chon, chi dinh dang ky tu va ngén ngi.

- Table style: dung dé bd tri cach xuat hién cua bang, hang, cot va 0.

- List style: dinh nghia cach dinh dang cac chi muc (bulleted) va sé (numbered) trong danh sach.
8.4.2 Hién thi va sir dung Style

Mai tap tin van ban chua dung céc Style. Bét ctr khi nao ban mé mot tap tin mau dé bat ddu mot van ban
moi, ban di ¢ cac Style sin dung. Ban c6 thé sir dung cac Style nay, tao nhimg style méi hodc cé thé sao
chép Style tir cc tap tin van ban hodc cac tap tin mAu khac. Khi ban chon File/New va nhan Blank document,
ban dang sao chép mau cua tap tin Normal document. Mau co ban ciia Word duoc thiét ké chung cho cac
tap tin van ban. Nhian vao miii tén chi xudng trong khung xem trudc Style, danh sach cac Style dugc hién thi
day du. Ban ciing ¢ thé nhan vao mili tén & goc dudi bén phai ctia khung Style dé mé rong khung Style va
cac chtrc nang (hinh 8.19)

Styles TN

AaBbCcDc AaBbCcDe Aa3Bb(C( AaBbCcl /—\a BI AaBbCcC AaBbCcD« AaBbCCD( -

Clear All

fiINormal | TNoSpac.. Headingl Heading2 Title Subtitle  SubtleEm.. Emphasis |+ [ Normal
Mo Spacing

A |2

Heading 1
Heading 2
Title
Subtitle
AaBbCcDc AaBbCeDe AaBb(C( AaBbCcl Aa B‘ AaBbCcC AaBbCcDi AaBbCcDt . "‘r’“ Emphesls
mphasis
TNormal | TNo Spac.. Headingl Heading2 Title Subtitle  Subtle Em.. Emphasis Intense Emphasis
Strong
Quote

AaBbCcDc AaBbCcDi / AABBCCDL AABBCCDL AaBbCcD( AaBbCcDe S—

- o T ~ & Lal . " o o T n Subtie Reference
IntenseE..  Strong Quote  Intense Q... SubtleRef.. IntenseR.. BookTitle T ListPara..

Intense Reference
o~ - Book Title

A4 Create a Style

A pplEEoppaBERIR A

List Paragraph
P9 Clear Formatting

Show Preview
A Anply Styles )
¢ BPPly Jtyles. Disable Linked Styles

A4 A ~
Al |25 |2 Options.

Hinh 8.19: Danh sach 1iét ké cac Style va dinh dang
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8.4.3 Ung dung Style vao doan va vin bén

. Cac budc thuc hién Styles - %
- Chon céc doan van ban, néu chi ap dung cho mot doan thi dat [ el o
con tro trong doan mudn ap dung No Spacing ¥
| Heading 1 IE|
- Chon Style trong hdp liét ké Style trén menu Home. Ugdate Heading 1 to Match Selection
A Modify...
8.4.4 Chon va thay doi tat ca cac doi twgng c6 cung mot style Select All: (No Data) 5
9 ~ 7 7. , ~ A R Remowve All: (Mo Data)
Ban c6 thé dé dang chon tat ca cac doi tuwong cd cling mot Style &
bat clr noi nao trong van ban. Vi dy, ban c6 thé lya chon tat ca cac Remove from Style Gallery
Ae < 5 r ~ A . A A A . Quote pLE
khoi van ban co cing mot dmh dang dé thay th¢ mot dinh dang s =
khac hodc x06a bo tat ca cac khoi van ban co6 cling mot Style. Subtie Reference :
Intense Reference a
= Céc budce thuc hién ReokTitte .
1 ¥ List Paragraph b |
- Trong khung Style cia menu Home, nhan vao miii t€n & goc
duéi bén phai khung Style, danh sach céac Style hién thi. AR
- Nhan vao miii tén bén phai cta Style ma ban mudn chon tat 24| %] |32 Dwkiae:
ca cac doi tuong ap dung Style nay va chon Select All (no )
data). (hinh 8.20) Hinh 8.20: Chon céc doi

. L, 2 s e L LA 4 tuong cung style
- Sau khi chon tat ca cac doi tugng co6 cung Style, ban c6 thé dinh dang g cung sty

lai cho céc d6i tugng bang cach chon cac style khac trong hop liét ké
Style hodc c6 thé bo tat ca bang phim Delete.

8.4.5 Sao chép dinh dang

Ban cé‘thé copy dinh dang mot khdi vin ban di dinh dang trudc d6 cho mot hay nhiéu hon cac khéi van ban
khac bang céach sur dung chure nang sao chép dinh dang (Format Painter).

= Cach thuc hién:
- Chon khdi van ban c6 dinh dang can sao chép.

<

- Click vao nut Format Painter . M6t choi quét son nho ngay canh con tré chudt hinh chir L

- Dé gan dinh dang da sao chép, chuyén con tré chudt dén van ban muon sao chép, va quét khoi van ban.

Luu §: Mudn sao chép dinh dang cho nhiéu khéi van ban, nhdp D_Click vao nat Format Painter b . Khi

<

két thac hay Click vao nut Format Painter hozc nhin phim Escape.
8.4.6 Xoa bé cac dinh dang

Trong Word, hop liét ké Style trong menu Home c6 chirc ning x6a cac dinh dang. Ban c6 thé str dung chtrc
nang nay dé xdéa dinh dang cho céc khoi van ban dugc chon, cac doan hoac toan tai li¢u.

. Cac budc thyuc hién:
- Chon khdi van ban hodc doan mudn x6a dinh dang

- Chon Clear All trong hop liét ké style.

, A
Ban c6 thé thuc hién Iénh x6a dinh dang thong qua nut 1€nh Clear Formatting trong menu Home.
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= BAI TAP

1. Bai tap 8-1: )
Nhap va dinh dang giong nhu van ban sau va luu vao dia véi tén BTS-1.docx

Cac chirc nang cua MicroSoft Word

Microsoft Word (goi tat 1a Word) la mét cdng cu soan thao van ban phé bién hién nay cua cong ty
phan mém Microsoft. Phan mém cho phép ngudi dung lam viéc véi van ban tho (text), cac hiéu ing nhu

phéng chit, mau sic, cing v6i hinh anh dd hoa (graphics) va nhiéu hiéu tng da phuong tién khac
(multimedia) nhu am thanh, video khién cho vi¢c soan thdo van ban dugc thuan ti¢n hon. Ngoai ra cling co
cac cong cu nhu kiém tra chinh ta, nglr phap cia nhiéu ngon ngir khac nhau deé ho trg nguoi st dung.... Ban

cilng c6 thé si Word d¢ tao cdc trang Web sinh dong va néi bt cho Word Wide Web hay Intranet cuc bj.

Vi Word 1a mot phﬁn ctia Microsoft Office, do d6 né c6 thé chia sé dit liéu véi Microsoft Excel,
Microsoft PowerPoint, Microsoft Access, Microsoft Outlook.

Hién nay, ¢ nwéc ta da so cdc vin ban ding trong giao dich, cdc én phim vin héa, tap chi, gido
trinh... déu siv dung Word 2013 dé soan thdo va in in

2. Bai tap 8-2: )
1./ Nhép va dinh dang giong nhu van ban sau va luu vao dia voi tén BT8-2.docx

[Hai séic hoa igdm

Mot mua thu trude, moi hoang hon
Nhit canh hoa roi ching thiy budn,
Nhudm 4nh ning ta qua mai toc,
T6i chd ngudi dén voi yéu duong.

Nguoi 4y thuong hay vubt toc toi,
Thé dai trong lac thay t6i vui,
Bao rang: “Hoa, dang nhu tim v3,
Anh sg tinh ta cling v& thoi!”

Thud ay, nao toi da hiéu gi

Canh hoa tan tac cua sinh ly,

Cho nén cuoi dap: “Mau hoa trang
La chuat long trong ching bién suy”

Nguoi 4y thuong hay ngdm lanh ling
Dai duong xa viit bong chiéu phong,
Va phuong troi thim md suong, cat,
Tay vit ddy hoa tring chanh long.

2./ PBinh dang bai tho theo yéu cAu sau:

- Dinh dang ti€u dé bai tho: chon Font: “Tahoma”, Size: 26, chit ddm

- Khé tho 1: chon Font: “Times New Roman”, Size: 18, chit dam, gach dudi mét duong

- Khé tho 2: chon Font: “Arial”, Size: 18, chir nghiéng, gach dudi hai duong

- Khé tho 3: chon Font: “Calibri”, Size: 18, chit ddm nghiéng, gach dudi ting tir

- Kho tho 4: chon Font: “Verdana”, Size: 18, chir d@m nghiéng, chit hoa nho (Small Caps)
- Sao chép khd tho dau tién vao cubi bai tho

- Di chuyén khé tho 4 1én trude kho tho 2
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3. Bai tap 8-3: )
Nhép va dinh dang giong nhu van ban sau va luu vao dia voi tén BT8-3.docx

HOP HOI THOAI FONT

Néu ban mudn chon nhirng Font chit khac nhau cho cac ky tu, chi dinh in dam Bold, in nghiéng Italic,
gach duéi Underline, chit bong Shadow, chit vién Outline, sach-mot-dudne gitta-ede a8 chi s6 duvi, O s6

trén

, chir phat sang, hay chir phan chiéu thi ta c6 thé chon 1énh trén menu Home. Tuy nhién Word con cung

cap rat nhiéu kiéu dinh dang khéc cho cac ky ty nhu: saeh-hai-dudne sita-ededeictiz, CHU HOA NHO. .
nhirng dinh dang nay mic nhién khong ¢ nit 1énh trén menu Home. Do d6 dé sir dung thi phai str dung
hdp hoi thoai Font.

B O3
Sau khi chon khdi van ban can dinh dang, trong menu Home, ban click chon I¢nh miii tén phia du¢i bén
phai nhom Font. Hop thoai Font gdbm c6 cac thanh phan sau:

Lép Font: chon Font chit
O Font: cho phép nhap hay chon Font chir cho cac ky tu.
O Font style: liét ké cac kiéu chir: Regular, Italic, Bold, Bold Italic.

O Size: cho phep nhap hay ChOIl 06’ Ch&

O Font color cho mau cho cac ky tu.

8 Sm—kethfe&gh gach mot dudng gilra cac ky tu.
breugh: gach hai duong gitia cac ky tu.

O Superscrlpt chi s 50 trén (a>+b?).

O Subscript: chi sé duéi (H2SO4).

O Small Caps: chir HOA NHO.

O All Caps: chit HOA LON.

O Hidden: 4n (khong cho hién ky tw).

Lép Advanced: dinh khoang cach, vi tri gitra cac ky tu.

Preview: khung hién thi minh hoa.

OK: ap dung cac théng sd vira chon cho ky tu.

Default: [uu cac thong sb vira chon thanh gia tri mdc nhién.

Cancel: huy bo cac théng s vira chon.

4. Bai tap 8-4: Nhap va dinh dang gidng nhu vin ban sau va luu vao dia voi tén BT8-4.docx

HO HEN MAI CUOI CUNG EM chNG DEN

Ho hen maii cubi cuing em da téi
Nhuw c;’mh chim trong mét cﬁa chan troi

Qua tim anh nhu cén nha bé nhéd

Gi6 em vao - néu chdn - gié lai ra
Ho_hen méi cubi cung em dung do
Dau mua thu, hoa cuc cudp anh rbi...

Hoang Nhuin Cim
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5. Bai tap 8-5: )
1./ Nhap va dinh dang giong nhu van ban sau va luu vao dia voi tén BT8-5.docx

HOC 51 THU TIENG NHO MAY TINH

Transparent Language Company

Transparent Language, mot cong ty chuyén vé phan cting day ngoai ngit 3 cong bd mot san
pham phan cimg co6 thé day nhanh 51 thir tiéng cho nhimng ngudi thuong di du lich hay cong tac &
cac nudc. Pay 1a con sb ky luc cua Transparent Language, vuot xa san pham cung loai ctia hing
Learning Company (san pham nay c6 thé day dugc 31 thir tiéng).

thong dung nhu Anh, Hoa, Tay Ban Nha, Phép,’ Dic, Y, Nhat.
Ngoai ra san pham nay c6 thé day dugc hau hét cac thtr ting
khéc trén thé gidi, trong d6 co ca tieng Viét, Do Thai, Hin-di, La-tinh,...

S an pham cua Transparent Language c6 thé day cac thi tiéng

clng nay lai gitip nguoi dung nam rat nhanh cac kién thirc can ban vé mot ngon ngir.

Céc cha dé day hoc ciia phan cimg ciing rat phong pht va gan gili v6i cudc song hang
ngay. Nguoi dung Click chudt vao cac cau trén man hinh la tiéng s& phat ra, dong thoi man
hinh ciing hién thi phan bién dich, _y nghia, tir viung va cac lién két dan t6i cac cha giai vé
ngit phap. Ngoai ra, san pham phan clg nay cua Transparent Language ciing cho phép
ngudi dung 1ap mot danh muc céc tir hay st dung hodc cac tir kho dé tra nhanh va cho phép
thu tiéng ctia hoc vién dé d6i chiéu.

Transparent Language da tung ra san pham nay voi gia chi c¢6 29 95 nhung phan

2./ Dung chic nang sao chép dinh dang ('O Format Painter) dé dinh dang cho cac chit Transparent
Language

6. Bai tap 8-6: )
Nhép va dinh dang giong nhu van ban sau va luu vao dia vaoi tén BT8-6.docx

CONG TY TNHH TAN PAI THE GIOI

ham tao diéu kién thuan 16i cho viéc gao dich véi cac khach hang thuong xuyén ciia Cong ty, Phong
Quan tri xin gui dén cac don vi truc thude Cong ty bang tin thi truong nhu sau:

£ Bang gia ngoai t¢

Tinh Mua Ban

Tp Ho6 Chi Minh 2,130,000 2,190,000
Can ThO ..o 2,130,000 2,190,000
© Bang gia vang

Tinh Mua Ban
Tp HO Chi Minh.........oovooveeeeeeeeeeeeeeeeeeee s 2,160,000 2,122,000
Can ThO ..o 2,160,000 2,122,000
Chtng khoéan - Cac ma giao dich manh

Mi CK Gia KL Khéi luong Thay d6i

STB 36.0 e 8,562,350 ------mmmmmm-- 0.9 (-2.44%)

SSI 64.5 i 7,450,550 ------------ +3.0 (+4.88%)

Tp.HCM, ngay.. thang ..nam 2016
TRUON G PHONG
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7. Bai tap 8-7: )
Nhép va dinh dang giong nhu van ban sau va luu vao dia voi tén BT8-7.docx

| COHOI LAM VIEC TAI CONG TY CHUNG KHOAN LON NHAT VIET NAM |
0 * o
Cic ban c6 muén khding dinh tai néing va vi tri ciia minh ?
Do nhu cau phat trién va mo rong hoat dong kinh doanh, Cong ty C6 phan Ching khoan Sai Gon (SSI), can
tuyén nhitng vi tri 1am viéc tai TP.HCM va Viing Tau nhu sau:
Moi cac ban tham gia vao cdc vi tri sau:

1. TRUONG PHONG DICH VU TAI CHINH (FS01)

e C6 kinh nghiém ¢ vi tri tuong duong hodc Trudng/ Pho phong phu trach san pham tai chinh tai cong
ty Chirng khoan hoac Ngéan hang.

e Hiéu biét thi truong, c6 kha nang nhay bén danh gia bién dong cua cd phiéu cAm cb nham sdm phat
hién ra nhitng rui ro dé kip thoi dé xuat xur 1y.
e (0 quan hé rong ri v6i cac Ngan hang hoic to chirc tai chinh.
2. CHUYEN VIEN VI TINH (IT01)

% Tbt nghiép Pai hoc chuyén nganh Tin hoc. C6 kinh nghiém vé thiét ké, tao mAu bang vi tinh va lap
trinh quan ly trén mang.

¢ Co kha nang giao ti€p va nghién ctru cac tai liéu chuyén mon bang tiéng Anh.

Céc ban tring tuyén s& dugc: Ho so gdom:
a. Luong va cac ché do phu cap hap dan. 1) Pon xin viéc viét bang tiéng Anh (Application
b. Cong ty s& tao mot cong viée lau dai va on form)

dinh. 2) Tom tit ban than viét bang tiéng Anh
' (Curriculum vitae)

Bén sao co cong chig cac van bang, ching
chi.

4) Anh4x 6:2 tAm

lle

Puoc tao moi diéu kién thuan loi dé nang cao 3)
trinh d6

Néu ban quan tim xin moi nép hé so sém nhit vé dia chi sau:
Cong ty C6 phan Chirng khoan Sai Gon (B phian Nhan sw)
S6 72 Nguyén Hué, Quén 1, TP. H6 Chi Minh
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8. Bai tap 8-8 )
Nhép va dinh dang giong nhu van ban sau va luu vao dia vaoi tén BT8-8.docx

PHAN MEM XU LY VAN BAN

ord la cach néi gon cua tu
Wordprocessor (Phin mém xu ly
van ban). Qua trinh xtr Iy van ban bao
gdm hai giai doan chinh: Sean thao

(Editing) va xir ly (Processing). Soan thdo van ban
1a cong viéc rat thuong gip trong van phong va la
cong viéc rat nham chan khi nguoi ta con ding
may danh chir (typewriter) dé thuc hién.

Véi may danh chir

mot hang, ban phai kéo can dé xudng hang. Muon canh 1& cho ngay ngin, ban phai canh
’ bang tay va mat. Mot van ban dd duogc tao xong, néu c6 15i thi phai gd lai tir dau va co thé
miéc phai khuyét diém nhu 14n trudc (cang gd cang sai).

V 7 ® may danh chir, mdi lan ban gd mot phim thi 1ap tic cac ky tu dugc in ra gidy. Khi gb hét

Vi may vi tinh va Word

V61 may vi tinh va Word, mai
dén lac ban ra 1énh in, van chua
c6 vét nao trén gidy. Vin ban chi
hién ra trén man hinh dé ban
kiém tra va hiéu chinh cho dung.
M3di khi ban gd dén cudi hang,

ché do Wordwrap s€ tu dong
mang tron tir (word) xuéng hang
va tu dong sap xép cac mirc canh
1é (margin) di dwoc khai bao
trudec do. Ngoai ra, voi nhiing
cong cu (tool) xtr Iy van ban nhu:

Tim va thay thé (Find and
Replace), sip xép (Sort), sao
chép (Copy), di chuyén (Move),
... ]am cho Word tré thanh ngudi
ban dong hanh khong thé thiéu
ctua nguoi thu ky van phong.

Ddc biét:

Microsoft Word 2013 s& cho phép ban ning 1én mét bude méi ddi voi cong tac

soan thao vin phong. Co thé don cir mot vai khia canh dudi day:

& Kha nang dinh dang ky tu rat phong phti nhu: Pam (Bold), Nghiéng (Italic), Gach dudi nét
don (Single Underline), Gach duéi nét ddi (Double Underline), chi s6 trén a’> + b?

(Superscript), chi s6 dudi HaSOs (Subcript),

(Paragraph) rat tién loi.

. va nhiéu chuc ning dinh dang doan

& Viéc hién thj thuéc do va cdc thanh cong cy s& gitp cho ban don gidn héa thao tic, d& hiéu

va dé stz dyng.
9. Bai tap 8-9

Nhap va dinh dang gidng nhu vin ban sau va luu vao dia v6i tén BT8-9.pdf

&> Noi trang

Mot nguodi dan 6ng va vg ong ta di du lich vé mién
Tay va dung lai & mgt tam bién dé "Tiéng vong"

- Nguoi vo bao : Thir xem.

- Anhnghi d6 1a diéu ngoc nghech nhung cling thir
mdt 1an xem sao. Ngudi chong noéi roi hét that to:

- Vb 1y. Sau mot phat, anh ta bao : Thiy khong ?
chang c6 gi xay ra ca.

- Ngudi vo noi : Thir 1an nira xem.

- Léan nay anh ta lai hét : Téi la ngudi banh trai nhat

TRUYEN CUOI

& Co dac thong tin

Dang bién tap bai viét cia mot phong vién,
thu ky toa soan goi anh nay 1én khién trach:
- Bai nay chi can viét trong 50 chit, ma anh viét toi
500 chir! Anh c6 biét mot dién tich nhu vay trén
mit bio gia bao nhiéu tién khong? Mang vé c6 dic
lai cho t61!
Cubi cung tin d6 duoc dang nhu sau: “Nguyén
Thanh X., Ha Noi. Téi 22/5, bat lira soi xem xe
con hay hét xang. Xang con. X. tho 30 tudi”.

trén doi. 2
g S Swu t
Vasau do 1a moét tieng doi lai: "Vo ly ... Iy ... 1y..!1!" o tam
-------------- wWww.vnexpress.net --------------
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10. Bai tap 8-10

Nhap va dinh dang gidng nhu vin ban sau va luu vao dia véi tén BT8-10.docx

BONG CHUYEN VIET NAM

"Lén" nhung chua thit "manh"

C6 thé vén tim vé ha ting
Yén tam bédi con sO 12 CLB nam, 12 CLB

nlt & hang d61 manh VN thudc vao loai c6 co
so v6i Pong Nam A. Va ngoai nhiing tay danh
xuét sic nhat khu vuc c6 mat & VN nhu Patcharee,
Pleujmit, Wanchai, Supachai...,

2 Nhiéu 130 twéng, thiéu chuyén hai

Tir hai giai trén, chi can ké ra nhom cau thu
U-40 cua cac doi nhu Ha Thu Dau, Cl}u
Minh Tam, Vi Viét Dung, L& Bich Lién (nir), Tran

11. Bai tap 8-11

Vin Triéu, Triéu Duy Luong, Lé Van Oanh, Hiru
Cuong, Van Trong, Van Hoa (nam)... cung cho
thdy giai vo dich quoc gia cua chung ta qua "gia”.
é dén 1a viéc thiéu tram trong cac nit
chuyen hai. Sau sy ra di cua Pang Thi
Hé)ng, Ha Thi Hoa, Hai Tuyét, cac
chuyén hai cia B6 Tu Lénh Thong Tin
(BTLTT), Binh Pién Long An... déu chua that su
thuyét phuc. Va hién cac doi nit ciing thiéu luén
nhing libero ctr khoi...

Nhap va dinh dang gidng nhu vin ban sau va luu vao dia véi tén BT8-11.docx
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

Anh 4x6

PON XIN VIEC

Kinh gui: ...

TO1 NI
Sinh ngay....... thang ...... nam............ Tai: ...........

.................................. Nam [, Nixr [

Gidy ching minh nhén dan SO el CAP NEAY..../ oo oot e,

Trinh do chuyen 10010) 1 ORISR
Tinh trang stc Khoe: .......ooovvvveiiiieiieeeeeeeeee e,

Hién nay t6i chua c6 viéc lam, nguyén vong xin dugc bo tri cong viéc lam.
Neéu duogc nhan t61 xin cam doan thuc hién cac cong viéc dugc giao va chap hanh cac chu
treong chinh sach cia Nha nude va ché do ndi quy, ky luét cua co quan, don vi.

Kinh mong phong kham (co s6) chép nhén./.
XAC NHAN
Ciia UBND xi, phwong, thi trin

(hoac Thu trwéng don vi)

............. ,ngay....thang... nam

Kinh don
(Ky tén, ghi 13 ho tén)
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12. Bai tap 8-12 )
Nhép va dinh dang giong nhu van ban sau va luu vao dia voi tén BT8-12.docx

BUU PIEN TP. CAN THO CONG HOA XA HQI CHU NGHIA VIET NAM
Cty PIEN THOAI TPCT Doc 1ap - Tu do - Hanh phuc
Sb:.......... 15 £2) 0 A —
Can Tho, ngay ...... thang.......nam 200.......

HOP PONG KINH TE

VE VIEC CHUYEN KY THUAT MOI, LAP PAT THIET BI VA CUNG CAP
CAC LOAI NGHIEP VU VIEN THONG

- Cain ctr Phap 1énh Hop dong Kinh té ngay 25/09/1989 ciia Hoi dong Nha Nude va Nghi dinh s6 17/HDBT
ngay 16/01/1990 cua Hoi dong B9 truong quy dinh chi tiét viéc thi hanh Phap Lénh Hop DPong Kinh Té;

- Cin cir Nghi dinh s6 121/HDBT ngay 15/08/1987 cta Hoi dong B9 truong ban hanh Piéu 1¢ Buu chinh
vien thong Viét Nam,;

- Theo yéu cau cta khach hang va kha ning phuc vu ctia Coéng ty Pién thoai Thanh phd;
CHUNG TOI GOM:

BEN A: CONG TY PIEN THOAI THANH PHO

- bia chi : < 156 Ly Ty Trong, Thanh phé Can Tho.

- Dién thoai : a2 071.812345.

-Taikhodan @ ., tal NAN hANG: ....ocoiiiiiiiiiiiiec e
o D 1) I 1<) 1 1 2RSSR
BEN Br oo
- Pia chi : D et e et e e ea—— e e et e e s a—t e e e —t e e sttt eatteeanteeearaeesaateesaaeen
- Dién thoai B e e e e e e e e et e e et e seaeeseaeeaas
-Taikhodn @ ., tal NgaAn haAng: ....c.oooviiieiieee e
S DA dIN Ky 1 ettt ettt e e bt et e et e e ab e e bt e enbeebaeenbeenbeeenbeennees
Cung thoa thuan ky hop dong theo nhimng diéu khoan sau day:

PIEU 1: .....

DIEU 2: .....

PAI DIEN BEN A PAI DIEN BEN B
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CHUONG 9: NHUNG CAC POI TUQNG KHAC NHAU VAO VAN BAN

9.1 Bang - Table
9.1.1 Gidi thi¢u

Bang (Table) c6 cdu tric giébng nhu ludi bao gdbm cac 6 dugc sip xép trong cac hang va cac cot. Mot 6 (cell)
la giao cua hang va cot. Trong 6 ban co thé nhép vao van ban va ca hinh anh. Ban ciing c6 thé thuc hién cac
thao tac dinh dang dir liéu trong céac 6, d& dang diéu chinh kich thudc cua hang va cot. Dit liéu trong bang
6 thé duoc sép xép lai theo mot trat tu ndo do, ¢ thé nhin manh (lam néi) cac phﬁn cua bang béng cach st
dung Borders and Background Shading (khung va nén).

9.1.2 TaO bflng INSERT DESIGN PAGE
Word cung cap nhi€u cach tao bang, ban c6 thé tao bang cach vao menu Insert | = 5 <

A y 5 , - - A , Table Pictures Online Shapes Si
nhan chon nut Table sir dung chitic nang Insert Table truc quan, hodc nhannut - Pictes.

Insert Table

Insert Table. .. dé mo hop thoai hoac stir dung chirc nang Draw Table
9.1.2.1 Str dung Insert Table truc quan 0 | o | o [ o [

= Cac budc thuce hién: 'T"H:}:}PFHF{I:‘:}
o 1A A \ | o o
- Dat dau nhay tai vi tri can chén Table. i |a_'|;:}5 Jl H I II:L ]

- Chon menu Insert/Table. : e
- Trong phan Insert table, drag chon s6 hang va cot cho Table (hinh 9.1).
9.1.2.2 Str dung hp thoai Insert Table

Hinh 9.1: M hén ba
= Céc budc thuc hién: n enu chen bang

Insert Table i M

Table size
Number of columns: 5
Number of rows: 2

- Pbiatdau nhay tai vi tri can chén Table.

- Chon menu Insert/Table, nhin vao nit Insert Table xuét hién hop thoai
nhu hinh 9.2

Number of Columns: s ¢ot tdi da 63 cot.

Number of rows: s6 hang toi da 32767.

AutoFit behavior: chon cach chinh bang.

Fit column width: cho phép xéac dinh d6 rong cho céc cot.

AutoFit to contents: diéu chinh do rong cot tuy vao ndi dung.
AutoFit Windows: diéu chinh bang sao cho nd vira v6i cira s trinh
duyét Web.

+ AutoFormat: dung dé chon céc bang da dugc dinh dang san.

- Nhan nat OK dé tao bang.

AutoFit behavior
9 Fixed column width: |Auto
AutoFit to contents
AutoFit to window

+ 4+ + 4+ +

Remember dimensions for new tables

(o ][ conca ]

} _ Hinh 9.2: Hop thoai chén bang
9.1.2.3 Tao bang tir mau c6 san

Ban ciing c6 thé tao bang véi cic bang mau di tao trude trong thu vién Word bang cach sir dung Quick
Tables.

. Cac budc thyuc hién:
- Pbiatdau nhay tai vi tri can chén bang va Chon menu Insert/Table
- Chon tiép menu Quick Tables, xuét hién danh sach cac miu bang. Chon miu bang twong mg.

Chu y: Ban c6 thé tao moi kiéu bang bang cach chon bang da tao va vao menu Insert/Table/Quick Tables,
nhan vao Save Selection to Quick Tables Gallery...
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9.1.3 Cac thao tac trén bang
9.1.3.1 Di chuyén con tré trong bang
Str dung cac phim:
v «—, —.1, |: qua trai, phai, 1én, xudng.
Tab: chuyén dén 6 ké tiép.
Shift + Tab: chuyén vé 6 trude do.
Alt + Home: vé 6 dau ctia dong hién hanh..

Alt + End: dén 6 cudi cua dong hién hanh..

D N N N NN

Alt + Page Up: vé 6 dau ctia cot hién hanh..
v' Alt + Page Down: dén 6 cudi cua cot hién hanh.

Ghi chu:

- C6thésu dung chudt dé click chon 6 can chuyén toi.

- Khi con tr6 dang ¢ 6 cudi cung, néu nhan phim Tab thi Word s& ty dong chén thém mot dong méi &
cudi bang.

- Bat tat ludi phan cach: Table Tools/ Layout/ View Gridlines

9.1.3.2 Hién thi ki hiéu két thic (Markers)

Mot trong bi quyét thanh cong trong di chuyén va sira chita dit liéu trong bang 1a thiy nhitng phan khong
théy M&i 6, cot, hang trong bang déu c6 mot ki hiéu két thac (marker) dé xac dinh diém két thuc cua cac
phan trong dinh dang bang (hinh 9.3). Khi ban di chuyen sao chép va chén vao thong tin, nhiing ki hiéu ket
thic khong thiy nay c6 thé di cung va co thé cho két qua khong mong doi hodc viét chong 1én dir liéu ton
tai. D& hién thi cac ki hiéu két thuc 4n, ban nhan nut céng cy trong menu .

TT-o Phim-tato Tac-dung-o u
-« o
1 Ctrl+1 o
Gidn-dong-don(1)o

23 Ctrl+2 o Gidn-dong-do6i(2)o -]

Hinh 9.3: Hién thi ky hiéu két thuc
9.1.3.3 Chon hang, cot va 6

Pé sao chép, di chuyén va dinh dang, trudc hét 1a chon cac 6, cot, hang dé
thure hién.

Word biét dit liéu nao ban mudn

('D)

3

9.1.3.3.1 Chon toan bang s
Chon bang va sau d6 nhan chon 6 diéu khién phia trén cing bén trai
cua bang. (hinh 9.4) Hinh 9.4: Chon bang
9.1.3.3.2 Chon hang TT | Phim tat Tac dung
Pua con tré chudt vé dau hang mudn chon sao cho chudt = ——
chuyén thanh # (hinh 9.5) va nhan chuét. ol | e

2 Ctrl+2 Gidn dong doi (2)

Hinh 9.5: Chon hang
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9.1.3.3.3 Chon cft

: 4
TT |Phim tat Tac dung
Dua con tro chudt vé phia trén cdt mudn chon sao cho chudt 1 |Ctri+1 Gian dong don (1)
chuyén thanh W (hinh 9.6) va nhan chuot.
z Ctrl+2 Gidn dong d6i (2)

Hinh 9.6: Chon c0t
9.1.3.3.4 Chon o

Pua con tré chudt vé phia trai ctia 6 mudn chon sao cho chudt

chuyén thanh # (hinh 9.7) va nhan chuot. TT  Phim tat Tac dung
1 Ctrl+1 Gidn dong don (1)
»
2 Ctrl+2 Gidn dong doi (2)

Hinh 9.7: Chon 6

9.1.3.3.5 Chon nhiéu , cdt, hang

Bim phim Ctrl va nhén chon nhiéu 8, cot, hang theo céc cach trén ]
(hinh 9.8)

\ s A Hinh 9.8: Chon nhiéu 8, cot
9.1.3.4 Chén hang, cot va 0

9.1.3.4.1 Chén hang

. Cac budc thuc hién:

- Chon sb hang can cheén.

- Thuc hién mdt trong hai cach sau:

+ Trong menu Table Tools/Layout nhan vao nut Insert Above/Insert Below dé chén thém hang bén
trén/dudi dong dang chon.
+ R _Click va chon Insert va tiép tuc chon Insert Above/Insert Below dé chén thém dong bén trén/dudi
hang dang cheén hang
9.1.3.4.2 Chén cot
. Cac budc thuc hién:
- Chon sb ¢t can chén.
- Thuc hién mdt trong hai cach sau:
+ Trong menu Table Tools/Layout nhn vio nit Insert Left/Insert Right dé chén thém cot bén trai/phai
cdt dang chon.

+ R _Click, chon Insert va tiép tuc chon Insert Left/Insert Right dé chén thém cot bén trai/phai cot dang
chon.

Giéo trinh ing dung CNTT — Co ban Trang 115
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9.1.3.4.3 Chen o

. Cac budc thuc hién:

A A A \ - - -
- Chons6 6 can chen. Insert Cells (sl Som

- Thuc hi¢n mdt trong hai cach sau dé mo hop thoai chén 6:

i Shift cells right
+ Trong menu Table Tools/ Layout, click vao dau miii tén & goc

dudi bén phai nhom Rows & Columns;
+ R _Click va chon Insert, tiép tuc chon Insert Cells.

- Hop thoai Insert Cells mé ra (hinh 9.9)

Insert entire row
Insert entire column

ok || cancel

+ Chon Shift cells right dé chén 6 méi va ddy cac 6 dang chon
sang bén phai.

+ Chon Shift cells down dé chén 6 méi va day cac 6 dang chon Hinh 9.9: Hop thoai chén 6
xuong duoi.

+ Chon Insert entire row/Insert entire column dé chén hang/cot mai

9.1.3.5 X0a bang, hang, cft va 6
9.1.3.5.1 Xoa bang

. Cac budc thuc hién:

- Chon cac hang can x0a.

- R _Click va chon Delete Table hoac vao menu Table Tools/Layout, nhan chon Delete va chon Delete
Table.

9.1.3.5.2 Xoéa hang
. Cac budc thyuc hién:
- Chon céc hang can x6a.

- R _Click va chon Delete Rows hoac vao menu Table Tools/Layout, nhan chon Delete va chon Delete
Rows

9.1.3.5.3 Xoéa cot
. Cac budc thyuc hién:
- Chon cac ¢t can x0ba.

- R _Click va chon Delete Columns hodc vao menu Table Tools/Layout, nhéin chon Delete va chon Delete
Columns.

9.1.3.5.4 Xoéa o
. Cac budc thuc hién:
- Chon céc 6 cin x0a.

- R _Click va chon Delete Cells hodac vao menu Table Tools/Layout, nhén chon Delete va chon Delete
Cells.

9.1.3.6 Di chuyén va diéu chinh kich ¢& ciia bang
9.1.3.6.1 Di chuyén bing

. Cac budc thuc hién:

- Nhin chon bang va giit chudt trai

- Kéo dén vi tri mong muon.
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9.1.3.6.2 Diéu chinh kich ¢& ciia bing

= Céc budc thuc hién: R || —— el

- Nhén Chon béng 1 Ctrl+1 Gidn dong don (1)
- Nhan gitr goc dudi bén phai va keo dé thay doi kich > Ctrl+2 Gian dong d6i (2)
thuée mong muodn (hinh 9.10). 2,
9.1.3.6.3 Dieu chinh chiéu cao ciia hang Hinh 9.10: Bi€u chinh kich ¢ bang
. Cac budc thuc hién: — .
T Phim tat Tac dung
- Nhan chon bang. -+ — .
1 Citrl+1 Gian dong dom (1) 1
- Nhan gilr canh cua hfmg kFo lén/xudng dé thay doi . —— e
kich thuéc mong muon. (hinh 9.11)
9.1.3.6.4 Dieu chinh do rong caa cft Hinh 9.11: Bi€u chinh chiéu cao bang
= Céc budce thuc hién: o .
* * T Phim tat Tac dung
- Nhén ch(_)n bang' 1 . Ctrl+1 Gian déong don (1) 1
- Nhan giir canh cua cot kéo trai/phai dé thay doi kich = = =
, Z . 2 Ctrl+2 Gian dong do6i (2)
thudc mong muodn. (hinh 9.12)
9.1.3.6.5 Dieu chinh kich c& cia cac 6 Hinh 9.12: Bi€u chinh do rong cot trong bang
. Cac budc thuc hién: [TT [ Phim tae Tac dung
- Nhan chon 0 can diéu chinh 1 g Ol Giian dong don (1)
- Nhan gilt canh cta 6 kéo trai/phai dé thay doi kich 2 |cu+2 Gian dong d6i (2)

thudc mong mudn. (hinh 9.13) .
Hinh 9.13: Bicu chinh kich c& 6 trong bang

9.1.3.7 Str dung hop thoai Table Properties WMII%&
N | Isble || Row Column | Cel | AltText
Dé md hdp thoai Table Properties, R_Click 1én bang va chon || sz —
Table Properties... hoac chon bang va trong menu Table BRce: SaTh ) Eeaek: (reon []
Tools/ Layout, chon Porperties (hinh 9.14) '9";‘ 5
- Lop Table: cho phép canh 1& cho bang, chon dudng vién f ;Em f
va to mau, chon vi tri dat bang Textwrapping )
- Lép Row: cho phép thay ddi d6 cao ciia hang. H| &
- Lop Column: cho phép thay ddi do rong cua cot. Bos; e
- Lop Cell: cho phép thay dbi kich thudc cia 6, canh 1& dir _ _
lidu trong 6. (Serders and shadiodr, | |Spiees:.
| ox || cance

Ghi chi: Hinh 9.14: Hop thoai thudc tinh bang

- D _Click trén dudng luéi (Gridline) bén phai cta cot dé tu dong diéu chinh (AutoFit) do rong cua cot
cho vira véi kich thude van ban.

- Ty dong diéu chinh (AutoFit) do rong cua cdt cho toan bang vira véi kich thudc van ban: chon toan bd
bang, sau d6 D Click trén duong ludi (Gridline) bén phai cua bat ky cot nao.

9.1.3.8 Phan bo cic hang, cft déu nhau

TABLE TOOLS

. Cac budc thuc hién: DESIGN LAYOUT
_ Chon CéC hfll’lg, Cét mu(")n phén b6 déu nhau' = [] Height: |0.79" . H+ Distribute Rows
x . . o . . eos Width: |1.08" - 1 Distribute Columns
- Nhan Distribute Rows hodc Distribute Columns “*~ ) ;
trén thanh cong cu Tables and Borders. (hinh cell 3ize ) . =
9.15) Hinh 9.15: Menu phan bo hang c6t déu nhau
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9.1.3.9 Ké khung va t6 mau nén cho bang
. Cac budc thuc hién:

- Chon céc 6 can ké khung va t6 nén.

- Nhén vao nat Borders dé ké khung va nut Shading dé t6 nén (hinh 9.16)

Documentl - Word
3IGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
=== — = g o o g i)
Sl EEsEE B = v pt
— = = = = = o o =i g, o g g —1 Shading Border '—_
bl - Styles ~ Sies Pen Color -

Borders

Hinh 9.16: Menu thiét ké bang

Table Styles

Ngoadi ra con c6 thé dinh dang
Painter.

9.1.3.10 Canh 1& cho vin ban

. Cac budc thuc hién:

trong 6

- Chon cac 6 can canh 1¢.

- Trong menu  Table

O goc bén trai.
9.1.3.11 Thay d6i huéng vin

. Cac budc thyuc hién:

ban

- Chon céc 6 can doi hudng.

> 3

DESIGN LAYOUT

#

&

Borders Border

- Painter

kiéu khung cho bang bang cac nit Border Styles, Pen Color, Border

Tools/Layout, trong nhém Alignment chon cac kiéu canh 1& phu hop

- Trong menu Table Tools/Layout, trong nhém Alignment, nhan chon Text Direction dé dugc hudng vin

ban mong mudn.
9.1.3.12 Ghép 6 va tiach 6
9.1.3.12.1 Ghép 6
. Cac budc thuc hién:
- Chon cac 6 mudn ghép.
- Trong menu Table Tools/Layout chon Merge Cells.
9.1.3.12.2 Tach 6
. Cac budc thyuc hién:
- Chon céc 6 can tach.

- Trong menu Table Tools/Layout chon Split Cells, xuét hién hop thoai
Split Cells (hinh 9.17)

+ Number of columns: s8 cot duoc tao thanh.
+ Number of rows: sb hang duoc tao thanh.
+ Merge cells before split: ghép 6 trude khi tach.
9.1.3.13 Tach bang va ghép bang
9.1.3.13.1 Tach bang
. Cac budc thuc hién:
- Dit con tré nam trén dong can tach (dong dau tién clia bang mai)

- Trong menu Table Tools/Layout chon Split Table.

LS

Hinh 9.17: Hop thoai tach 6

[ piit el =)
Number of columns: 2 = 1
Number of rows: 1

Merge cells before split
[ oK Cancel

r
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9.1.3.13.2 Ghép bang

Xo4 bo cac dong trong gitra hai bang thi hai bang s& dugc ghép lai thanh mot.
9.1.3.14 Pién s thir tw cho bang

. Cac budc thuc hién:

- Chon cot mubn dién sd thir tu

- Trong menu Home, nhin vao Numbering (twong tu nhu d6i véi vin ban thuong).
9.1.3.15 Sir dung Tab trong bang

Ban c6 thé st dung diém ding Tab trong bang bang t6 hop phim Ctrl + Tab.

9.2 Tao chir nghé thuat (WordArt)

9.2.1 Chen WordArt

Vé6i WordArt ban c6 thé chuyén nhitng tir binh thuong thanh nhing dbi twong d6 hoa da dang, 1éch hoic
cang gidn cac ky tu, quay cdc tir hay thém mau sac, che bong mo van ban (hinh 9.18). Bing cach két hop
cac hi¢u ung cua WordArt, ban cé thé tao ra hang tram thiét ké tha vi.

YOUR TEXT HERE -

’_‘ | ‘ 4 A Q’SignatureLine =TT Equation =
-

B TS y ' . L-'DatE&Tlme ) Symbal »
r @unr CEXT Eire Quick WordAet Drop :

. BDX' Parts» = | Cap- L1Object -
Hinh 9.18: Vi du vé WordArt _ »
* Cich 1: 35 A A A A A
. Cac budc thuc hién: -
As . A 2 \ A A | A
- Chon khoi van ban muon chuyén thanh WordArt. s

- Vao menu Insert, click vao ntit WordArt, xuét hién

-

2 I Gradient Fill - Blue, Accent1, Reflection
cic kiéu WordArt (hinh 9.19) A sl st
- Chon kiéu WordArt thich hop.
- Sau khi chon thi khéi van ban s& chuyén sang WordArt. Hinh 9.19: Menu chon kiéu

* Cach 2 .
= Céc budce thuc hién: ' -

- Pit con tro tai vi tri mudn chén WordArt. . lt (wum_[" w&u ml@lf@

- Vao menu Insert, click vao nit WordArt, xuét hién céc kiéu
WordArt.

- Chon kiéu WordArt thich hop.

- Tai vj tri con tré s& xuat hién khung dé nhap ndi dung WordArt.

- Nhap vao noi dung va nhan ngoai khung dé két thuc tao WordArt.
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9.2.2 Dinh dang cho WordArt

Sau khi chén WordArt vao van ban, ban gc') thé dinh dang lai ddi tuong WordArt cho phu hop véi muc dich.
Str dung menu Drawing Tools/Format dé dinh dang (hién thi sau khi doi twong WordArt dugc chon), hinh
9.20

Documentl - Word DRAWING TOOLS Mo Transform -
REFEREMICES PAAILIMNGS REVIEWW VIEW FORMAT
= = = — abede
st Shape Fill ~ - e~ i} Text Direction
| abc | |~ | [# Shape Qutline - A A < | & - ElAlign Text - Follow Path
|~ | & Shape Effects ~ 1= = & Create Link et e Sede.. -
-
Shape Styles = WordArt Styles T - L . ': » EhTi
& 1 ey 2 2 ) Shadow ¥ Yeae @ “ne®
- — Warp
/2 Reflection »

abcde abcde abcde Abede

Glow 3

A\ abcde ahcde =i =T
- Chon kigu Was '1Ar‘t thich he Q =y EBewel 4

| =z vl tri con trd s& xudt hién . o, AU
1 2-D Rotation » & A .

' Eay
L oo i
\A/ O rd A rT ____‘Evao ndi dung va nhan ¢ = o OF
| ‘ £inh dang cho WordArt: d‘h& Transform g

%
N

\4
&
%

awcde abea- abcde abede

Sau khl chen WordArt wao van ban ban co thé dinh dang lai ddi twong WordArt cho phy
dich. S dung menu Drawing Tool dé dinh dang (hi€n thi sau khi ddi twong WordArt guw

abecde abcde abcde abede

abcde abcde abcde aPbcede

Hinh 9.20: Menu Text Effects trong Drawing Tools/Format

9.3 Cong thirc toan hoc

Microsoft Equation giup ban thém cac phan so, s6 mil, tich phan phuong trinh...trong todn hoc vao trong
Word. Khi ban m& Microsoft Equation, mot ctra s6 soan thdo cong thirc s€ xuat hién cung véi thanh cong cu
Equation.

. Cac budc thuc hién:

- it con tro tai vi tri can chén cong thirc.

- Trong menu Insert, nhip vao nit Equation, Word s& hién thi khung soan thao cong thitc ddng thoi xuat
hién thanh cong cu equation tools/design (hinh 9.21) nhu sau:

B H 9 3 Decument2 - Word EQUATION TOOLS ? BH - 0O X%
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DESIGN Sign in
[ —1T=|[- =1l ¢ | 1=z = X X e ¥ 8} ¥ lim 10
TC E[=EEMEELEESL 7 e Lo 2 Oy sme g jm A [
Equaticn 2 || = | Z‘ E > || F || = A =||¥ |[=| Fraction Script Radical Integral Large Bracket Function Accent Limit and Operator Matrix
- abc Normal Text — e S L = - - - ~  Operator= ~ - - Log~ - -
Tools [} Symbals Structures ~

Hinh 9.21: Thanh cong cu cong thirc
- Nhap vao cong thirc bang cach chon dang cong thirc, cac ky hiéu trén cac biéu tuong twong tng, sau do
tién hanh nhap cong thuc vao.
- Khi nhép xong, dé thoat ra khoi khung Equation (két thiic viéc nhip cong thirc), ban nhp chudt ra ngoai
cong thuec.
Pinh dang cong thirc: cong thirc khi duoc chén vao vin ban thi duoc xem nhu 1a mot ddi tugng nén ta co
thé dinh dang n6 nhu mot hinh anh.
Chinh sira cdng thirc: tir man hinh soan thao vin ban, D_Click vao cong thirc, khi d6 Word s& chuyén sang
man hinh soan thao cong thtrc.
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9.4 Chén hinh dnh
Phan nay trinh bay cach thém hinh anh vao trong van ban. Ban c6 thé chén hinh anh tir cdc nguodn dir li¢u
khéac nhau: tir nh, thu vién anh san c6 hodc tu tao hinh anh tir menu céng cu v€ cia word.

9.4.1 Cheén cac hinh anh tir tip tin do hoa

= Cac budc thuc hién:

- Pit diém chén tai vi tri mudn chén hinh vao tai liéu.

- Trong menu Insert, click vao Picture, Xuét hién hop thoai (hinh 9.22)

- Chon vi tri chira tap tin d6 hoa, kiéu file (nut All Pictures), chon hinh can chén sau dé click vao nt
Insert.

W] Insert Picture. .

K\ )% | <« LocalDisk(C) b Users » Asus » MyPictures » LifeFrame

s it

Organize = New folder =l - i | a

@ Downloads -
o -
| Recent Places ! g

~4 Libraries Ljpg 2jpg
| Documents
o' Music |
e=| Pictures
B videos 3.jpg

/M Computer
&L Local Disk (C:)
= Local Disk (D:)
a Local Disk (E:)

File name: 2.jpg - [AIIPichuru('.unf;'.wmi;'.jpg;' ']

Tools ~ I Insert 1-*} 1 Cancel ]

Hinh 9.22: Hop thoai chén anh tur tap tin
9.4.2 Chén anh tir thu vién c6 sian trong Word
= Cac budc thuc hién:
- Pit diém chén tai vi tri mudn chén picture vao tai liéu.

- Chon menu Insert, nhan Online Pictures, xuét hién hop thoai Insert Pictures (hinh 9.23)

Insert Pictures

a Office.com Clip Art

. . computer
Royalty-free photos and illustrations

™= Bing Image Search
B=d  Search the web

Sign in with your Microseft account to insert photos and videos from Facebook, Flickr, and other
sites.

Hinh 9.23: Hop thoai chén anh tir Clip Art
- Hop thoai bao gém cac tac vu sau:

+ O tim kiém Office.com Clip Art: Tir khéa ctia tén anh mudn chén vao tai liéu tim trong thu vién Clip
Art cua Word.
+ O tim kiém Bing Image Search: Tir khoa ciia tén anh mudn chén vao tai liéu tim bang coéng cu Bing.
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- Sau khi nhap tir khoa vao 6 tim kiém Clip Art va nhan Enter, hop thoai hién thi két qua (hinh 9.24)

4 BACK TO SITES

Office.com Clip Art

) computer
1000 search results for computer

—
' |

wh 85 (=
4 !"ﬂ-

Computers and PDAs
600 x 402

1

1 item selected. Insert

Hinh 9.24: Hop thoai hién thi két qua tim kiém theo tir khoa

- Click vao hinh mudn chén sau d6 click vao nit Insert (hodc D_Click).
9.4.3 Cac thao tac nhanh co ban trén hinh

9.4.3.1 Cit/xén hinh

Dé cit/xén hinh ban thuc hién nhu sau:

. Cac budce thyuc hién:

- Chon hinh can cét xén. Menu Picture Tools/Formart xuat hién (hinh 9.25)

e—
BE S 0+ Documentl - Ward PICTURE TOOLS
HOME  INSERT  DESIGN  PAGELAYOUT — REFERENCES  MAIINGS  REVEW  VIEW  FORMAT

EQ Corrections~ = | . L Picture Barder~ Bring Forward \:v
X [« Colar~ E‘:‘g sl ward =

ki
|

sl | |- | L Picture Effects~

Remuove Position  Wrap

Background (5 Artistic Effects~ 41~ | 17| 8L Picture Layout - v T Efs Selection Pane “h+

Adjust Picture Styles IF1 Arrange

Hinh 9.25: Menu Picture Tools

o] 51
;u i-J w..” 268

Crop !

Cancel

e
Pt

Size

=

x

4

im
Sign in

- Click vao nut cong cu Crop trén menu Picture Tools. Con tré sé& thay d6i biéu tuong cropping.

- Dat con tro tai cac canh hodc cac gdc noi ban mudn cit/tia va thuc hién kéo tha chudt dé thay doi.

9.4.3.2 Thay doi kich thwéc va quay hinh

. Cac budc thuc hién: Rotation handle

- Chon hinh anh ban mudn thay d6i kich thudc

hoic xoay hinh. N

- Dé thay d6i kich thudc hinh, nhan chudt vao cac =

6 diéu khién kich thuéc (Sizing handle) va kéo
chudt (hinh 9.26)

- Pé xoay hinh ¢6 2 cach: Sizing handle

+ Nhéin chudt vao 6 diéu khién quay (Rotation
handle) va kéo chudt (hinh phai khong co
Wrap type 1a In line With Text)

+ Trong menu Picture Tools, click vao ntit cong
cu Rotate va chon kiéu xoay phu hop.

0

Hinh 9.26: Thay d6i kich thudc hinh
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9.4.3.3 Thém va sira cac diém ctia Wrap Points

Ngoai cac kiéu vin ban bao quanh hinh. Word cho phép tao cic kiéu bao quanh 3] i tine with Text

riéng bang cach sir dung Edit Wrap Points tir chtrc ning WrapText trén Picture €] savare

Tools. 3 Tignt

[ Through

. Cac budc thyuc hién: %] Tep and Bottom

- Chon hinh muén thuc hién. i :E:::f::rm

- Nhin Wrap Text trén menu Picture Tools (hinh 9.27) va chon Edit Wrap 4 gait wrap points
Points. Mot dudng bién dirt nét mau d6 v6i nhidu 6 diéu khién mau den B Mere tevout Options..
bao quanh hinh. Hinh 9.27: Menu chinh

- Chon va kéo cac 6 diéu khién dé sira d6i duong bién, ban ciing c6 thé tao sira Wrap Points

thém 6 dicu khién mai bang cach nhan 1én duong vién va kéo n6 téi diem
ban muon tao.
9.4.4 Hinh vé va cac doi twgng dnh

Word hd trg cac cong cu vé rat manh cho phép ban tao cac ddi tuong dd hoa nhu cac duong théng, hinh tron,
chir nhat... va dugc goi l1a cac déi tuong ve, béng cach sur dung menu Drawing Tools/Format. Cac ddi tuong
nay xuét hién truc tiép trén mat trang cuia van ban khi ban v€ va ban co thé di chuyén n6 dén bat ky vi tri nao
trong trang. C6 nhidu cach bat dau vé mot ddi tuong:

- Chon menu Insert, nhdn vao nat Shapes (hinh 9.28), chon mdgt hinh dang sau do6 click va drag dé v& hinh.
- Chon menu Insert, nhin vao nat SmartArt (hinh 9.28), chon mdt ddi tuong dd hoa thong minh (SmartArt

Graphic). Word s& tao mot khung v& trong d6 ¢ cac thanh phan cta ddi twong da chon, ban c6 thé chinh
sta ndi dung cho phu hop.

EieSE LANIOYEY EEEERERICES PRI R INSERT ~ DESIGN ~ PAGELAVOUT  REFERENCES — MAILINGS — REVEW  VIEW

4 = null [ RS <> D |—| P = E‘ﬂ B Hyperlink =
Shapes SmartArt Chart Screenshot | Apps for O lag =] II oM .’ o L ¥

E Office — ? ? |> Bookmark
Recently Used Shapes = Table Pictures Online Shapes SmartArt Chart Screenshot  Appsfor  Online E Comment  Header Footer
Bl T e B3 AT Tl L Ry i Pictures  ~ % Office  Video o Cross-reference - - N
fa Ty £ ¥ 2 Tables Iustrations Apps Media Links Comments Header & Foc
Limes E
S T T, T LT, R R, TS %R Chose a SmartArt Graphic |
Rectangles
s T e S S S [ s Y | - List i
Basic Shapes All E
== T O G G B Lt —
G2 (== e I e ) 2
1 & - 2= 2 3 Ty 0 Process & —
I_ J {} _ g‘;‘: ‘:}{‘E : -
Block Arrows = i - J
= O e A (D T o dh 7 B O TT /B Hierarchy P K - -
S 2 wFmrnaap > 2 [(pLddles B Relatcns e .
(73 telationship
< ehze AL =
Equation Shapes &8 Matrix =
g = B3 = = =28 =
Flowwrc hart é Pyramid = ) )
— O =3 Basic Block List
D < ¢ [ - e B
L=l v B | ﬁ D 7 S W o 3 Il Ficturz QQ Use ta show non-sequential or grouped
== M B Officecom Q blocks of information, Maximizes both
L — e =% horizontal and vertical display space for
Stars and Banners shapes.
EEERE
| E:::- uew Draw:ng Canwvas I oK Cancel |
- 4

Hinh 9.28: Menu chén hinh v€ Sharp va SmartArt

Chi y: Drawing Tools/Format: hién thj khi nhan vao mot dbi tuong v& (AutoShape, WordArt) va gitip ban
chinh stra cac dbi twong pht hop v6i vin ban. Ngoai cac ddi trong d6 hoa ¢ phan trén, ban con co thé thém
vao tai li€u cac hinh v&€ nhu: cac dudong thang, hinh tron, hinh chir nhat. Hinh 9.29

B H S s Documentl - Word DRAWING TOOLS ? -0

FILE HOME ~ INSERT ~ DESIGN  PAGELAYOUT ~ REFERENCES ~ MAILNGS  REVIEW  VIEW FORMAT Sign it
LY SO -1 22 shapeFill+ A+ |5 Text Direction = B 1 Bring Forward = [Z + $Tlose
ki | ( | i a I ; = 2.0
COALLD Abe | ¥ E’,Shape Outline~ A A AL i ] [:JAIign Text~ 0 Send Backward ~ ]
iy s ,gi’ il o g, — g | i e Position Wrap ' =y og

v VA NT | 7| G& Shape Effects~ TR - @ Create Link + Tete 0l SelectionPane A- | e

Insert Shapes Shape Styles M Wordart Styles [F] Text Arrange Size 7]

Hinh 9.29: Menu Drawing Tools — Lop Format
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9.5 HOp van ban (Text Box)

9.5.1 Gidi thiéu Text Box

Textbox 1a mot hop chira vin ban. Nhung khong gidng nhu mot trang van ban binh thuong, ban c6 thé lam
viéc voi Textbox giong nhu lam viéc voi cac doi tugng khac nhu hinh, WordArt, va cac doi tuong
AutoShape. Ban c6 thé dat textbox & bat cir dau trong van ban, c¢6 thé t6 mau, vé duong vién. Ngoai ban cé
the dat ca van ban va hinh anh vao trong textbox va thém céac dinh dang phtrc tap cho text box nhu hiéu tng
3D, bong mo va to6 nén. Ban c6 thé tao textbox bang mot trong cac cach sau day.

9.5.2 Tao va Dinh dang TextBox

. Thuc hién cac cach sau:

- Chon van ban trudc, trong menu Insert click vao nat Text Box , sau d6 chon Draw Text Box.

A
- Trong menu Insert, click vao ntit Text Box va chon Draw Text Box, sau d6 drag chudt dé xac dinh
vi tri va kich thudc cho textbox.

Chuy : Ban co thé nhép van ban, chén céc dbi tuong dd hoa, bang (Table) vao Textbox, tuy nhién cac dinh
dang va doi tugng sau khong dugc chén vao trong TextBox: Columns, Comments, Dropcaps, AutoFormat,
Footnotes, Indexes, Page va Column Breaks, table of Content.

+»+ Dinh dang TextBox

Ban c6 thé dinh dang lai dédi tuong TextBox cho phu hop véi muc dich. Ngoai cac dinh dang giéng dinh
dang hinh anh, ban c6 thé c¢6 cac dinh dang sau v6i TextBox. Méc nhién van ban trinh bay theo hang ngang.
Ban c6 thé d61 hudng van ban tron TextBox theo cac hudng sau (hinh 9.30).

- Chon TextBox muén thay doi huéng vin ban.
- Nhin nit cong cu Change Text Direction trén menu Drawing Tools/Format.

- Chon huong cho hop van ban hoac nhan menu Text Direction Options, ..., sau d6 chon huong van ban.

DRAWING TOOLS Text Direction - TMM

FORMAT

Orientation Preview
98 Hﬂ Text Direction = : _

] =
'.-hl 13

The quick brown

fox jumps over

- Low

."-,
dr
-—

f
fma

e ABC | | Honzontal

Styles P

¥

the lazy dog.

way

Rotate all text 90°

Rotate all text 270°

28y

ABC

“ﬂ Text Direction Options...

Hinh 9.30: Menu va hop thoai chon huéng cho van ban trong TextBox

Giéo trinh ing dung CNTT — Co ban Trang 124



Chuong 9: Nhing cac dbi trong khac nhau vao vin ban

9.6 Tham chiéu
9.6.1 Sir dung Footnotes va Endnotes

Footnotes va Endnotes 1a nhing théng tin giai thich thém duoc thém vao 1& dudi trang gidy hodc phan cudi
cua doan hodc van ban. Endnotes giong nhu Footnote ngoai trir nd dat & cudi van ban.

9.6.1.1 Tao FootNotes va Endnotes [ Footnote and Endnote (2 fomtSo |
r r A | 1
. Cac budc thuc hién: -
i Bottom of page li=
- Pat diém chén tai noi muodn thém footnote hoac endnote. || Endnotes: End of documert |
- Trong menu References, nhan vao miii tén nhd trong
nhom Footnotes, hop thoai xuat hién (hinh 9.31) et _
Columns: Match section layout E
- Lua chon Footnote hoac Endnote. Format
berf t: ¥, 23w |+
- Chon dinh dang s6 (number fotmat), sé bat dau (start at). Mumberformat: | S L=
Custom mark: Symbol... |
Ban ciing c6 thé nhap vao myc Custom mask dé chon ky o A
Start at: 1
hiéu dac biét st dung cho footnote hoac endnote.
N ‘ N * : Numbering: Continuous E
- Nhé.n Insert. | Apply changes
. . Apply changes to:  Whole document E
- Nhap vao 101 ghi chu.
A ~ , 2 . , I Sl (e ]
- Nhan Close trén cura so ghi chu. | et [ conee

Hinh 9.31: Hop thoai Endnote va Footnote

9.6.1.2 Di chuyén t6i cac Footnotes va Endnotes

, , . 2T DESIGN PAGE LAYOUT REFERENCES
Ban c6 thé xem ludt qua tat ca cac footnotes va endnotes bang 1 [ Insert Endnote ™ A Manac
cach st dung Next Footnote trong menu References (hinh 9.32) I’:‘Eﬂ AB! Next Footnote ~ =:: ER style
Footnote A8 Next Footnote jon~ 2 Biblioc

litations & Biblic

9.6.1.3 Sira déi Footnotes v Endnotes Hinh 9.32: Cac nat Iénh duyét cac doi tugng
. Cac budc thuc hién:

- D_Click vao déu tham chiéu ghi thich cta footnote hodc endnote mudn sira doi.

- Stra d6i ndi dung ghi thich.

- Nhan Close dé dong cira so.

9.6.1.4 Di chuyén vi tri Footnote va Endnotes

Néu mudn di chuyén mot footnotes hodc endnotes tir vi tri nay dén vi tri khac, ban lya chon va kéo (drag)
dau tham chiéu ghi thich. Ban c6 thé di chuyén bang thao tac cat, dan (Ctrl+X va Ctrl+V).

Chi y: trong qua trinh drag dau tham chiéu ghi thich, ban nhan giir phim Ctrl thi thao tac nay 1a thao tic sao
chép dau tham chi€u ghi thich.

9.6.1.5 Xo0a Footnotes va Endnotes

Dé thyuc hién thao tac x6a Footnotes va Endnotes, ban chon d4u tham chiéu ghi thich mudn x6a va nhin phim
Delete.
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9.6.2 Chén sb tran S —
em oo rans . A EREE
C6 hai cach dé chen so trang vao trong tai li¢u: — |l

, Page Text Quick Word#
Cach 1: Trong menu Insert, nhan vao nut Iénh Page Number va chon vi Number~ Box~ Parts ~ -
tri chén s6 trang (hinh 9.33) B TIop of Page »
[§) Bottom of Page »
) Page Margins v
[#] Current Position -

[l Format Page Numbers...
[':;( Remove Page Numbers

Hinh 9.33: Chén sd trang trong menu Insert

Cach 2: Trong menu Insert, nhin vao nat 1énh Header/Footer, chon Edit Header/Footer, va chén sb trang
thong qua menu Header & Footer Tools.

Céc vi tri chén sb trang:
- Top of Page: chén & phan dau trang.

- Bottom of Page: chén ¢ phan cubi trang.

- Page Margins: chén trong phan canh 1¢ trang. i Page Number Format ‘ @g

[r——

- Current Position: chén tai vi tri dat con tro hién tai.

Chu y:

- Trong céc vi tri chén s6 trang con c6 cac tuy chon canh
1é.

- Néu muén chon dang khéc cho $6 trang, chon Format
Page Numbers (hinh 9.33) s& xudt hién hop thoai (hinh
9.34): Page numbering

@) Continue from previous section

Examples:

+ Number format: chon dinh dang sb trang.

+ Page Numbering: Pinh s trang bat dau tir s nao.

+ Start At: s bat dau ctia trang dau tién ciia phan vin
ban (section) dugc danh so. ok | [ Cancel ]

-

) Start at: =

Hinh 9.34: Hop thoai chon dinh dang sb trang
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9.7 Hoan chinh van ban
9.7.1 Chén cac ddu ngit

9.7.1.1 Phén viin ban (Section)

Khi ban tao mot van ban mdi, tip tin van ban méi st dung tap tin mau (template) mic nhién ciia word la
Normal.dotm. Word s& xem toan bd vin ban nhu 1a mot phan (Section) va tit ca cac trang trong van ban cd
thé dinh dang gidng nhau nhu: khd gidy, 18 trang, tiéu dé va ha muc,... Néu mudn trong vin ban ¢ nhirng
dinh dang khac nhau thi can phai chia vin ban d6 thanh nhiéu phan khac nhau. Section la phan dic biét quan
trong khi chung ta can cac dinh dang khac nhau trong cung 1 trang va rat can thiét cho cac dinh dang nhu:
chia cot, dinh 1& trang gidy, hudng trang in, sb trang in va dit tiéu dé header va footer,..., s& dugc gi6i thiéu
trong gido trinh.

9.7.1.2 Chén diu ngit phén va ngit trang
Ban c6 thé thay ky hiéu d4u ngét phan & ché d6 Print layout bang cach nhin chon nit ky hiéu cudi doan (

ol ) trong menu Home. Mot dau ngét phﬁn danh diu vi tri trong van ban ban bat dau dinh dang méi. Ban
c6 thé cheén dau ngat phan ¢ bat ctr noi nao trong van ban.

DESIGM PAGE LAYOUT REFEREMCES MAAILIP
= CaC quC thl,I’C hl@n "= Breaks ~ Indent Spacing

- 5 . s 7 A \ A < Page Breaks
- DBat con tro tai vi tri can chén dau ngat. .
Page
Mark the point at which one page ends
and the next page begins.

»

- Vao menu Page Layout bam chon miii tén bén phai nat 1énh
Break, menu hién thi (hinh 9.35)

- Chon loai ngét can chén

Colummn
Indicate that the text following the column
break will begin in the next celumn.

Text Wrapping
Separate text around cbjects on web
pages, such as caption text from body text.

5 [

- Page : ngit trang tai vi tri con tro.

- Column: ngat cét tai vi tri con tro. Section Breaks
< A s e ) A fe 1% X oy Hext Page
- Next page: ngat phan tai vi tri con trd, phan méi bat dau tur | » Insert a section break and start the new
tran ké ’_b] section on the next page.
g ’ Continuous
- Continuous: ngat phan tai vi tri con tro, phan méi nam lién tuc D e on by s sterthe new
v6i phan cil. . Even Page
’_-ﬂ}.' Insert a section break and start the new
- Even page: ngat phan tai vi tri con tré, phin méi bét dau tir section on the next even-numbered page.
trang chin ké do. 1 Odd Page
’_SB] In:e!t a sectlhcn break iaTcI Etal: thelnew
< A . . ’ 9 A y o 4 A \ sect the next odd-numbered page.
- Odd page: ngat phan tai vi tri con tro, phan méi bat dau tir —— P
trang 1¢ ke do. Hinh 9.35: Chon ngdt phan

- Click chon loai ngét dé hoan thanh.
9.7.1.3 X6a diu ngit phin va ngit trang

Khi ban x6a mot section break gitta 2 section, section trudc s€ léy dinh dang cua section sau. Vi du: section
1 c6 dinh dang 1 cdt, section 2 ¢6 dinh dang 3 c¢dt. Néu x0da section break thi ndi dung cuia section 1 s€ gom
vao section 2 va cling chia thanh 3 c0t.

. Cac budc thuc hién:
- Nhén chon section break hoic page break mudn x6a (nhn chon nit ky hiéu cudi doan ( T ) dé hién thi
cac dau ngat).

- Nhéin phim Delete
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9.7.2 Thém tiéu dé va ha muc (header and footer)

Khi ban thém header va footer, word chuyén sang ché do Page Layout 1a mét ctra s6 cho phép nhap van ban
vao header hodc footer va hién thi menu cong cu Header and Footer Tools, dong thoi vung soan thao van
ban thanh mau xam. Nguoc lai, khi ban lam viéc vdi vung soan thdo thi Header va Footer tré thanh mau

xam.

- Pé thém tiéu dé va ha muc, trong menu Insert, nhan chon Header/Footer va chon menu Edit

Header/Footer.

- Hinh 9.36, thanh cong cu Header and Footer Tools/Design

B HS 0-s Documentl - Word HEADER & FOOTER TOOLS
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN
[=ly 1 [y saass| _ll ] [+ [ 9] =] [ Previous Different First Page _+ Header from Top: 105"
# =0 =l | | . — -
| _| —I _ — =i Ly Next Different Odd & Even Pages + Footer from Bottom: 0.5
Header Footer Page Date & Document Quick Pictures Online to Goto "
Mumber= Time Info-= Pars- Pictures Header Footer 4. Linkto Previous | |vi Show Document Ted [ Insert Alignment Tab
Header & Footer Insert Navigation Options Position

Hinh 9.36: Thanh cong cu Header and Footer

9.8 In van ban
9.8.1 Dinh dang trang in

9.8.1.1 Thiét 14p cac thong s6 cho trang in (Page Setup)

Close Header
and Footer

arfan

Close

Thong thudng trude khi in vin ban, ban méi nghi dén dinh dang trang in nhu dinh dang kho gidy in, cac 18,
huéng in... Tuy nhién khi tao mot van ban 16n hay van ban bit budc dung theo nhitng qui dinh ban dau thi
van dé nay rit mat thoi gian. Vi c6 mot sé dbi twong dic biét 1a hinh anh sé& bi dich chuyén so véi vi tri ban
dau. Do do, trude khi tao mot van ban méi ban nén dinh dang trang in trudc. Pé dinh 1& trang in, chon menu
File/Print/ Page Setup hodc chon Layout va click vao nat miii tén trong nhom Page setup. Khi d6 xudt hién

hop thoai nhu hinh 9.37.
9.8.1.2 Pinh I¢ trang in (L6p Margin)
Viéc dinh 18 trang in phu thudc vao ché d6 ban chon & Multiple Pages (hinh 9.37 va 9.38)

.Mﬂfo"'\s | Paper ] Layout |
Margins
Top: 2.54cm 1% Bottom: 2.54cm =
Left: 2.54cm = Right: 2.54cm = Left: 2.54cm Right: 2.54em
Gutter: Oam 2 Gutter position: Left El Gutter: Ocm ¥ Gutter position: Left B
Orientation Orientation
(A = =
. Portrait . .Landscape . .Eortrat” Il.andicaoe“
Pages e
Multiple pages: Normal E] Multiple pages:
Preview Preview
Apply to: | Whole document B Apply to: | Whole document EI
Set As Default [ ok ][ conca | [ o« ][ conce
Hinh 9.37: H¢p thoai dinh dang trang in Hinh 9.38: DPinh I€ trang in
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- Left, Right, Top, Bottom: 13 cic khoang cach ctia vin ban voi 18 trai, phai, trén, dudi cia trang gidy.
- Gutter: dung khi dong thanh sach, 1a khoang cach dung dé dong gay sach.

- Guttet position: dit vi tri dong gay bén trai hay phia trén trang gidy.

- Orientation: dinh hudng trang in:

+ Portrait: hudng in dung, day la huéng in mac nhién.
+ Landscape: hudng in ngang.

Multiple Pages:

Left Left

I —3— Top ——— Top

Bottom __|

e — Right
Right

Bottom 1

Lé trang gidy ¢ ché d¢ in 1 trang Lé trang gidy & ché d¢ in 2 trang trén 1
mat giay (2 pages per sheet)

Top N —  Top Lé trang gidy ¢ ché d6 in 2 mit

— — (Mirror margins)

— || =/ 1: Trang chan.
—— ——— 2: Trang 1¢.

3: Inside: 1é trong.
4: Outside: 1& ngoai.

Bottom Bottom
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9.8.1.3 Pinh khé gidy in (Lép Paper)

- Paper size: dinh kho gidy in, kho gidy thuong dung 13 A4 (21x29.7 cm).
- Width: nhap vao chiéu rong cua gidy.

- Height: chiéu cao cua gidy.

- Paper source: chon méc dinh (Default tray).

- Apply to: ap dung cac lya chon trén cho toan van ban (Whole Document) hay phan dang dinh dang (This
Section) hay tir vi tri con tro vé sau (This point forward). Hinh 9.39

Qther pages:
-
Automatically Select |—

Printer Auto Select
Tray 1

Tray 2

Tray 3

Manual Feed in Tray 1
Unspecified

Plain

[

Hinh 9.39: Chon kho gidy in

Giéo trinh ing dung CNTT — Co ban Trang 130



Chuong 9: Nhing cac dbi trong khac nhau vao vin ban

9.8.1.4 Pinh khoang cach tao Header/Footer

- Form Edge: khoang cach dung dé tao Header va Footer (khoang cach tir Top/ Bottom dén Header/
Footer)

- Apply to: ap dung cac lya chon trén cho toan van ban (Whole Document) hay phan dang dinh dang (This
Section) hay tir vi tri con tro vé sau (This point forward).

- Chon OK néu mudn ap dung cac lya chon nay cho van ban hi¢n hanh.
- Set As Default, sau d6 chon Yes néu mudn céc lua chon nay tr¢ thanh mac nhién, nghia 1a s& 4p dung
vao tat ca cac van ban dugc tao ¢ cac lan sau. (hinh 9.40)

cals

fPage Setup

[ Margins | Paper | Layout |
Section
Sectonstart: |[EETETET v |
Suppress endnotes
Headers and footers
[ Different odd and even
[7] Different first page
Header: 1.27am

Footer: |1.27cm

From edge:

Page
Vertical alignment: |Top E

Hinh 9.40: Binh khodng cach Header va Footer
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9.8.2 In 4n trong Word

Xem trudce tai liéu in cho phép xem tai liéu trude khi in trong nhiéu cach khac nhau. Trong mot vin ban 16n,
di€u nay rat can thict dé ban kiém tra sy ngat trang, kiém tra cac hinh che phu van ban va kiém tra mgt hang
don cua doan chay qua trang khac,...

Trong word 2013, dé xem trude va in van ban, ching ta vao menu File/Print hodc nhén t6 hop phim Ctrl+P.
Man hinh Print Preview hién thi & phan bén phai (hinh 9.41), phan thiét 1ap thong tin in ¢ bén trai.

GT Tin hoc can ban_Phan II_Ngan_v2.docx - Word 2 — B x

Sign in
Print
I.'—E'B Copies: |1 v @ —
Print @

Printer
; Foxit Reader PDF Printer =
W Ready
Printer Properties
Settings

|'.'i--;_ Print All Pages

The whole thing

Pages
|': """" | Print One Sided
ARt =l Only print on one side of th... o
z == Collated
Options &l -
== 1,23 1,23 1,23
T W iy e oy
‘ =]  Portrait Orientation - .16:

™1 Ad
J 8.27" x11.69"
Normal Margins
Left: 1" Right: 1’

[5 J| 1 Page Per Sheet -
=1 of

Page Setup 4|75 ps » 30% — —} + [

I CCRER,

Hinh 9.41: Xem van ban trudc khi in

STT Chirc nang
1 In tap tin van ban hién hanh
2 S ban in trong mdi lan in
3 Chon may in
4 Nhan vio dé chon thudc tinh may in
5 Pham vi in (tz?it cd, trang hién tai, in thuc tinh trang)
6 Nhap vao sb cac trang can in. Nhiing trang roi rac thi cach nhau boi ddu phay, nhiing trang

lién tyc thi viét theo dang: Trang dau-Trang cudi.

Ché d6 in gidy (mot mat, hai mat,...)

8 Thir tu in (in hét s6 ban sao ciia vin ban hodc in hét sbban sao clia mot trang)
9 Hudng gidy in

10 | Kho gidy in

11 Canh & gidy in

|

12 S trang van ban sé in trén mot trang gidy
13 Thiét lap trang in

14 Trang hién tai va tong sb trang cua vin ban
15 Phong to/thu nhé van ban xem trude khi in

16 Man hinh Print Preview
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= BAI TAP

1. Bai tap 9-1: ’
Nhép va dinh dang giong nhu van ban sau va luu vao dia voi tén BT9-1.docx

Du 4n Dau tw nam 2005

MBS

A o Kol
Coémg Ty Tam Dai The Gidl

Lién doanh Von dau tu

VinaStar .......ccceveeeveeennen, 50.000.000
Mercedes Benz................... 70.000.000
VN-SuzuKi....coocevveerrerrennnns 9.957.000
Ford VN ....coooveeveereerne 102.700.000
Toyota Auto ........ccceeeee. 89.600.000

2. Bai tap 9-2: )
Nhép va dinh dang giong nhu van ban sau va luu vao dia voi tén BT9-2.docx

Tien  tAp Ky ndng  thyc
danh gia hanh ky
ky nan ndng

A
\ A 4

[]/\ Qua trinh hgc ﬁ

Hoc ky
nang

DPia diém

Song Bé

TP.H6 Chi Minh
bong Nai

Hai Duong
TP.H6 Chi Minh

roy ox denySu Suo) yuedN
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OHIL NYD DOH IV@

CHUNG TU KE TOAN
BANG TONG HQP SO THE
CHUNG TU KE TOAN KE TOAN
CUNG LOAI CHI TIET
\ 4 \ 4 .
_ , . € ---—— - > BANG
NHAT KY - SO CAI TONG
u HOP
BAO CAO TAI CHINH |« “
~
-
@)
>
@)
Z
q
H
20132 8
—
q

[ TO CHUC - QUAN TRI THEO HUONG HE THONG ]

NHUNG YEU
TO DAU RA
(OUTPUT)

HE THONG
(SYSTEM)
NHUNG YEU QUA TRINH
TO PAU VAO ,
(INPUT) BIEN POI
MOI TRUONG

(ENVIRONMENT)

3. Bai tap 9-3: )
Nhép va dinh dang giong nhu van ban sau va luu vao dia vaoi tén BT9-3.docx
 n Lwong - Phu cap - Thuec lanh ciia CB-CNV

& St Ho va ten Hé sé | Mike fwang. f’hu cd;p Thuc lanh
g 1 | Nguyén Vin Anh 5.08 1200000 600000 6,696,000.00
‘8 % 2 Lé\Thi B,inh 3.66 3000000 330000 11,310,000.00
© 5| 3 | Tran Viét Chau 3.66 2500000 500000 9,650,000.00
é <| 4 | Nguyén Tran Diing 2.67 4000000 700000 11,380,000.00
S © |75 |Lé Thanh Em 3.99 3000000 80000 12,050,000.00
p{zﬂ 6 Théj Phuong Tung 5.08 3000000 500000 15,740,000.00
@ Tong cong:
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4. Bai tap 9-4: )
Nhép va dinh dang giong nhu van ban sau va luu vao dia voi tén BT9-4.docx

TRUONG PH KHOA HQOC TU NHIEN - TRUNG TAM BPIEN TU & MAY TINH

CAC LOP TRUNG CAP ?,CNTT @ CAC LOP NGAN HAN
& K¥ thuat vién trung cip phan go )}) ¢ Tin hoc can ban Windows,
cirng may tinh b - y * Windword, Excel
© Lép trinh vién Gng dung trung | = & 5 ¢ Lap trinh Pascal, Foxpro
cap “3 O Corel Draw, AutoCad
LIND
» Hoc tép trung mdi ngay mot budi (sang, chiéu | v Cac 16p sang, chiéu, t6i
hodc t6i) trong 14 thang v Thoi luong 40 - 60 tiét. Thyc hanh 1/2 thoi
» Hoc phi dong 1 hoac 2 lan gian trén may P4 noi mang
> Tot nghiép duoc cp bang Trung cip v Chtng nhan do Trung tam cép

Da hoat dong trén 14 nam, tich lity duoc nhiéu kinh nghiém

TRUNG TAM DPIEN TU & MAY TINH

Vé té chirc, chirong trinh gidng day.

Trang thiét bi dwoc ndng cap, déi méi thuong xuyén.

Giang vién nhiéu kinh nghiém, tan tam

10 - 12 Binh Tién Hoang - Q1
135B Nguyén Chi Thanh - Q5
227 Nguyén Vin Cur - Q5
145 Pasteur - Q3 (hop tac)

& 822254 - Fax: 84-8-22236

5. Bai tap 9-5: )
Nhép va dinh dang giong nhu van ban sau va luu vao dia voi tén BT9-5.docx

TRUONG PAI HQC CAN THO

‘ THONG BAO TUYEN DUNG 2013 ,)
Truong Pai hoc Can Tho can tuyén Giang vién lam viéc tai Khoa Khoa hoc, cu thé nhw sau:

5| Séluong: 03

S A A

S| Y Yéu cau:

& = Pai hoc chinh quy loai gioi trd lén

i Chuyén nganh: Toan hoc, Su pham toan,

Su pham Toén-Tin hoc

% & S6 luong: 02

'i % Yéu cau:

‘€ = Pai hoc chinh quy loai gioi trd
1én

= Chuyén nganh: Tin hoc

=
=]

<
A
% Luwu y : Ngoai cac chuyén mon néu trén, (rng vién phai dat cac yéu cau sau:

AN

hoc van phai loai giéi
v
v

Chung chi ngoai ngtr: .................... trinh d0 B tro 1€n
Chtng chi Tin hoc: .....ccooevveenennee. toi thiu trinh d§ A
Uu tién (g vién c¢6 trinh d6 Sau dai hoc theo dung chuyén nganh trén va tot nghiép dai

C6 strc khoe tot va co nguyén vong lam viée 1au dai
La doan TNCS H6 Chi Minh (néu con trong tudi Poan)

KHOA KHOA HQC TU NHIEN

Ho so xin viéc gom ¢6:

% Pon xin viéc 1am (ghi rd vi tri du tuyén ngoai
bi hd s0)

% So yéu ly lich ¢6 dan anh va xac nhan cia
chinh quyén

% Gidy kham strc khoe ctia Bénh vién cép huyén
trg 1én

% Ban sao cic van bang, chimg chi, bang diém
c6 xac nhan cua noi cdp hoic co quan cong

chung Nha nudc

» Thoi han nhén ho so:
Ké tir ngdy ra thong bao dén hét ngay
21/08/2013

> Dia chi lién hé va ndp hd so:
Phong td chire- Can bo, Truong Pai hoc
Can Tho
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6. Bai tap 9-6:

Nhap va dinh dang gidng nhu vin ban sau va luu vao dia vé6i tén BT9-6.docx

PLUTONIUM

Chgt Plzltoqlurll (Pu)ﬂ kh(,)ng‘hlgn dlel} STT | Linh kién | SL | DG TT tr‘ong~ Ehlel}
nhién cua dia cau, n€u co thi cling chi : la nhitng vét vo
cung nho. N6 sinh ra trong nhirng 10 1 | Mainboard 20 70 phan Ung hat
nhan. 2 | CPU 12 149

gudi ta biét c6 15 chit ddng vi | 3 | Monitor 30 92 thién  nhién.

cua Plutonium. Nhiing phét xuﬁ:lt 4 | HDD 10 57 Né::u di vao co
hién trong cac 10 phan tng déu la chat thé, xuong s€
dong vi phong xa. Khéi lugng cia 5 |Ram 40 25 gitt nd it nhat
chung bién thién gitta 238 va 242. 6 | Keyboard 26 7 trong mot thé
Plutonium 242 ton tai 400.000 ndm. | 7 | Mouse 33 4 ky.

Pay 1a mot chat nguy hiém, buc xa
alpha ctia n6 cao gap 100.000 lan btrc xa Uranium

7. Bai tap 9-7:

1./ Nhap vao van ban va tao cudc chi 1 (Footnote). Sau d6 luu vao dia véi tén BT9-7.docx

CHINH PHU CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap - Tu do - Hanh phuc

S4: 110/2008/ND-CP

Ha Ngi, ngay 10 tthang 10 nam 2008

NGHI BINH'

Quy dinh mirc lrong téi thiéu ving dbi voi nguoi lao dong lam viée & cong ty, doanh nghiép, hop tac x4,
to hop tac, trang trai, hg gia dinh, ¢4 nhan va cac t6 churc khac cta viét nam c¢6 thué mudn lao dong
Diéu 4.
1. Mtrc luong t6i thi€u vung quy dinh tai Piéu 2 Nghi dinh nay dugc di€u chinh tuy thudc vao muc ting
truong kinh té, chi so gia sinh hoat va cung cau lao dong theo tirng thoi ky.
2. B6 Lao dong - Thuong binh va Xa héi sau khi léy y kién Téng Lién doan Lao dong Viét Nam, dai di¢n

nguoi str dyng lao dong va B, nganh lién quan trinh Chinh phu diéu chinh muc lwong t6i thiéu ving quy
dinh tai Biéu 2 Nghi dinh nay.

! 'Sé: 110/2008/ND-CP

BANG LUONG CHI TIET
Thang 05/2008
STT Ho va tén Ngach | Bic | Hé¢ s | Phucidp | Thuc linh
1 | Nguyén Vin Anh 15110 | 3 5.08 | 600000
2 | L& Thj Binh 15111 | 5 3.66 | 330000
3 | Tran Viét Chau 15113 | 5 3.66 | 500000
Tong cong

2./ Pat con tro tai cdt Ngach, thém cudce chu 2 (Footnote) vao cudi trang nhu sau:
“Trong moi ngach lrong thi ¢o nhiéu bdc, ing voi ngach va bdc thi co hé 6 lwong. Hé s6 lrong xdc dinh
murc lwong cua CBVC: Tién lwong = Hé so lwong * Lwong toi thiéu”

3./ Ddt con trd tai cdt Thuc linh, ghi cudce chi 3 (Footnote) vao cudi trang nhu sau:

“540000 la mirc heong t6i thiéu theo qui dinh, né dwoc diéu chinh theo timg thoi diém phu thudc vao tinh
hinh thuc té va kinh té cua Nha nuwoc”
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8. Bai tap 9-8:

1./ Pinh 1& trang in theo cac kich thudc sau:
Top : 2.5cm, Bottom : 2.5cm, Left : 3.5cm, Right : 2.5cm.
Khé gidy: A4.

2./ Tao van ban (véi Font: Times New Roman, Size: 12) c6 dang nhu sau va luu vao dia véi tén BT9-8.docx

W N

(=)

Cir 5 phut lai c6
1 nguoi chét vi

7 viec can 1am khi muon bo thuoc 1a

Thu Thuy (theo www.vnn.vn)

Gc tién, hiy ty nhic minh rang, nhiing nguoi
hut thudethrong chét sém vi mbi tuan cudc song
cuaho bi rit ngan di 1 ngay.

thudc 14.

& Néu muon bé thuoc 14, ban hay:

. Ty nhu tai sao minh mu6n bo thude: vi sire khoe cua ban, vi strc khoe cua nhitng ngudi

xung quanh (nhu gia dinh ching han), tiét kiém tién...

. Dé ra thoi han dé bo thude.
. Lap ké hoach d6i phé véi cac biéu hién thém thudc va thiéu thude.
. Lén ke hoach d¢é gitt cho tay ban ron: Néu ban cam thay nhé viéc cam di€u thudc trén tay,

hay thay thubc bang mot thir gi khac.

. Tim su hd tro tir phia gia dinh, ban bé va dong nghiép: Hay cho ho biét 13 ban dang cb

géng bo thude dé ho hiéu tai sao ban lai cu xtr khéc trude. Va nhu vay ho s& khong moi
ban hut thuoc nira.

. C6 tranh viéc hut thudc lai. ‘
. Ty thuong cho minh: du ban dang lam gi cling dung quén thudng cho minh déu dan vi

viéc khong hut thudc.

bung nan chi néu khong thanh cong ngay tir 1an dau. Phan 1én moi ngudi déu chi dat duoc

mong mudn trong nhiing lan sau dé.

3./ Nhap vao tiéu dé (header) sau:

Chwong 9: Pinh dang sé trang va in dn trong word

4./ Nhap vao han muc(footer) sau:

Gido trinh chirng chi A Trang [chén vio so trang]

5./ Nhap Ctrl + Enter dé thém trang méi, copy ndi dung vin ban & cdu 1 vao trang méi va dit lai tiéu d& cho
trang moi (khéac véi tiéu de trang trude) nhu sau:

Churong 10: Kién thirc co bén vé ban tinh
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9. Bai tap 9-9: Tao van ban nhu sau va luu vao dia véi tén BT9-9.docx

= Hgo tén SV: Mai s6 sv:

L

Ngay hom sau, tit ca cac co s&

khac d3 1ap ttrc ngit mang va mot vai
trong s nay hién van chua cho hoc
sinh tiép tuc st dung. Bo Gido duc
Singapore ra thong bao: “Dé dé
phong sau lay lan sang céac truong
khac ciing nhu nhiéu co quan cta
Bo, tit ca céac truong déu phai tam
ngung truy cap Internet trén mang
cua B9 Giao duc tir ngay 11/5 va sé
chi duoc hoat dong tro lai khi cong
cu chéng virus di duoc nang cép trén
tirng may tinh ¢ cac truong”.

@

Ngay hom sau, tat ca cac co s&

khac da lap tirc ngat mang va mot vai
trong so nay hién van chua cho hoc
sinh tlep tuc st dung. Bo Gido duc
Singapore ra thong bao: “Dé dé
phong sau lay lan sang céac truong
khac ciing nhu nhiéu co quan cta
Bo, tit ca céac truong déu phai tam
ngung truy cap Internet trén mang
cua B9 Giao duc tir ngay 11/5 va sé
chi dugc hoat dong tr¢ lai khi cong
cu chéng virus di duoc nang cép trén
ting may tinh ¢ cac truong”.

W, —/

10. Bai tap 9-10: Tao van ban nhu sau va luu vao dia véi tén BT9-10.docx

Capd
QQ R 1-2 | -6 |4-5 | 7-8
& J— [Pdu2 [3-6 |1-2 |7-8 |4-5
Cap nbéi PC qua Hub ~ ) j
" Paul 1-2 3-6 4-5 7—-8
= Bauz | 1-2 [3-6 [4-5 [7-8
2 10Base T 10Base T
Standard P Cable CrossOver Cable
MQ 2 Orengs .2 2 2
@ 3 Gre ey White 3 3 3
4« e : L 4 = > 4
"@ 5 Bine Wit 5 S :7% 5
@ 6 +—— Geae > G 6 6
74— SLEFREAE 7 T - L
@ Ge—Brown o fe—— a5
@ Sa i I:-a.'m cép mmg Ser ﬁa dm cap chéo
d# nél PC qua Hub 42 ndl PC qua PC
PHAM EIMV NGAN { Cty ANDI)
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11. Bai tap 9-11: Tao vén ban nhu sau va luu vao dia véi tén BT9-11.docx

SO G.THONG CONG CHANH = CONG HOA XA HOI CHU NGHIA VIET NAM

TP HO CHI MINH Poc lap — Ty do — Hanh phiic
CONG TY CAP NUGC
SO v, /CN

Tp. HO Chi Minh, ngay ... thang ... nam 200...

PANG KY SU DUNG NUOC
& ¥ o

PHAN NGUOI SU DUNG GHI
1 = HOP GONE: oo

PHAN CONG TY CAP NUOC GHI

6 - Binh mic s dung nudc: ....................
2-Danh bO: .oooooiiiiiiiiiiiiieeeee, 7 = MS/SDN: oo
3 - Piachi ddt TLK:  S&:eeoeeeeean. 8- MSCQ: e
Puong: ..o 9 - TLK c0: .............. 1y, 860 oo,
Phuong: .......cc...... QUAN: v 10 = GIA DICU: cveeeeeeeeeeeee e
4 - Hoténtrén hdéa don: ......cceeevvvvvenennnnn. — Trong dinh mc: .....cccoovvveiieiiee,
5 - Tai KNOAN SO: wvveeeeeeeeeeeeeeeeeeee, —Vuot dinh mUc: .ccovvvvveeiiiiiiiiiieeee,
Ngan hang: ......ccccovvvvvvieniieieeeeeeee,
BAN CHAT SU DUNG NUOC
S S6 nguoi C ]

STT | Sé nha 5 ho ho °"% | Doanh sb Don vi
Onha | s0ho | wonghd | Nganh | sudthide | DO | Don Y

khau khau nghé | kénha 0™ ,

, nha nudc nudc
may
11 12 13 14 15 16 17 18

19 — Chting nhén ctia phuong
(Ky tén, ghi 13 ho tén)

20 — Co quan/ho stir dung nudc

(Ky tén, ghi 13 ho tén)

12. Bai tap 9-12: Tao vén ban nhu sau va luu vao dia véi tén BT9-12.docx

PHIEU PANG KY TAP CHI TIN HQC

TEN VIEL tAL: cveveieeeicieeceeee e, (T T 01K (oL

DT oL (e AT oY= e USSR

Telephone: ..o EMaili e
SO lvong dadng ky (theo | 50 cudn O Chuyénlan 1 Hodc 12 ky O
ndm—ddnh déu X) 100 cuén O Chuyénlan1 0O Hodc 12 ky O
200 cudn O Chuyénlan1 0O Hodc 12 ky O
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13. Bai tap 9-13: Tao vén ban nhu sau va luu vao dia véi tén BT9-13.docx

o

(D HOP MAT CU'U SINH VIEN
NAM 2016

NAM 2016 CHUONG TRINH
7h30: Pon tiép

8h00: Gi6i thiéu dai biéu
8h10: Phat biéu khai mac
8h20: Tong két hoat dong Hi
cuu sinh vién nam 2016

9h00: Pong gop v kién

9h39: Pé xuit phwong hwéng
hoat dong nam 2017

> 10h00: Két thiic bé mac

? Y,

7h30
Ngay 12/12/2016
Phong 02- Khoa CNTT
Truwong Pai hoe Cong Nghé

YV V VYV

VvV VY

N

14. Bai tap 9-14: Tao van ban nhu sau va luu vao dia véi tén BT9-14.docx

Mang né than (&
di thi taj A
Vong chung két giai “Cung thu thién xa nhat thé gidi” con lai 3 nguoi: Robinhood!, Hau g’
Nghé? va Trong Thuy?3. Cudc thi bat dau. Q ~
Robinhood oai vé budc ra, Hau Nghé cuoi khéy, anh ta dat & %
dat trai tao 1én dau ngudi mot qua chanh 1én dau nguoi kia, E 8
gitr bia, Iui xa 50 m, givong lui xa 100m va nhe nhang lay O‘ -
cung...Phap...Trdi tdo bi cung cho miii tén xuyén thing & €
~e A N N X £l o;. ON
miii tén xuyén qua. Anh ta qud chanh. Anh ta vo nguc noi: “ = =
vd0 nguc noéi: I am am Hau Nghe!”. g =
Robinhood!”. o g
Trong Thuy dé ngudi giit bia dit trai chanh cung mii tén cia Hau ghé 1én dau. < a
Anh ta nhay 1én ngya phi ra xa mot dam (1,6 km) va dot ngot quay phit lai ban &

ludén mot phat...

Cung truong nd bung 1én tleng ho reo tan thuong vi mot mii tén da cim ngap vao dbc tén cua than tién
Trung Qudc. Moi sy cht ¥ déu d6 don vao Trong Thuy khi anh nay tir tir tut xudng ngua, giong khan dic:

- L.am...s...0..r...1...y...

' Tét ca quay lai nhin nguoi gid bia: Anh ta loang choang rdi do kénh xubng dat. Trén ngudi, tén cim day dic
' nhu mot bg 1ong nhim ...

& & & Chuyén muc gidi tri trén trang Web www.fpt.vn & & ®

! Cung thii huyén thoai ngudi Anh.
2 Thién xa sé mot Trung Qudc.
3 Pho ma ndi tiéng Dat Viét.
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MODULE 4: SU DUNG BANG TINH CO BAN

CHUONG 10: KIEN THUC CO BAN VE BANG TiNH
CHUONG 11:BIEU THUC VA HAM
CHUONG 12: BIEU bO

CHUONG 13: PINH DANG VA IN AN TRONG EXCEL
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CHUONG 10: KIEN THUC CO BAN VE BANG TiNH

10.1 Khai niém bang tinh
10.1.1 Khai niém
Mot bang tinh 1a mot to giéy hién thi s6 liéu va su tinh toan trong cac hang va cot.

- Trong ké toan: mot bang tinh 1a mot bang gia tri dwoc to chirc trong hang va ¢t dé phan tich va trinh bay
dir liéu tai chinh.
- Trong may tinh: 1a phan mém cho phép nhap dit liéu trong cac 6 (giao gitra hang va cot) dé tao diéu kién

phan tich va thao tac voi cac cong thirc toan hoc, va trinh bay nhu la biéu d6 va db thi. VisiCalc 12 phin mém
bang tinh dau tién duoc cong bd cudi thap nién 1970 chay trén nén Apple II.

Trong mot bang tinh, cac hang (rows) thuong duoc gan nhan bang cac chit sd (1, 2, 3, ...), cac cot duoc gan
nhan bang cac ki tu (A, B, C, ...)», giao gi&a, hang va cot dugc goi 1a 6 (cell). Cac 6 (cells) dugc gan mdt nhan
dia chi nhu AS, C9, ..., va c6 thé tham chi€u td1 cac 6 khac.

10.1.2 Phian mém béng tinh

Phan mém bang tinh dugc str dung cho tinh toan, phan tich, téng hop sb liéu va tao ra cac dd thi va biéu do.
Mot trong dac diém co ban cta phém mém bang tinh 1a kha nang tinh toan lai nhanh chong, dé dang ma
khong cAn nguoi dung can thiép khi bat ky phan tir trong bang tinh thay dbi. Khi dit liéu duoc sir dung trong
mdt phép tinh hodc cong thirc dugc thay ddi, thi cac két qua phan tich trong bang tinh dugc cap nhat tu dong

Ngay nay, c6 nhiéu phan mém bang tinh khac nhau. Mot trong nhirng phan mém duoc sir dung rong rii nhat
la Excel, 1a mét phan ctiia Microsoft Office. Mot phan mém duoc sir dung rong rai khac 1a Quattro Pro ciia
Corel. An pham ké tiép 1a Calc, 1a mot phan ctua OpenOffice ctia Apache va LibreOffice Writer do The
Document Foundation phat trién. Hai phin mém dau tién 1a phan mém thuong mai, OpenOffice, LibreOffice
12 ma ngudn mé va c6 thé duoc tai vé va sir dung mién phi. Cudi cung, phdn mém Numbers, 12 mot phan cua
iWork cua Apple.

10.2 Gidi thiéu Microsoft Excel
10.2.1 Giéi thi¢u

10.2.1.1 Cac chirc nang cua MicroSoft Excel

Microsoft Excel (goi tit: Excel) la mot loai bang tinh dién tr dugc dung dé t6 chirc, tinh toan bang nhiing
cong thirc (Formulas), dung dé phan tich va téng hop sb liéu. Cac nhiém vu ma ban c6 thé thuc hién véi
Excel gdbm nhimg viéc don gian nhu viée viét mot hoa don t6i nhitng viée phire tap hon nhu tao biéu do 3-
D, quan 1y s6 ké toan cho doanh nghiép. Chuong mé dau nay s& hudng dan ban ludt nhanh qua khong gian
lam viéc cua Excel, cac kiéu dit liéu va cach tao mot bang tinh don gian.

10.2.1.2 Céac khai niém co ban

Khéi dong va thoat khoi Excel duoc thuc hién gidng nhu cac chuong trinh khac chay trong méi trudng
Windows.
10.2.1.2.1 Khéi dong Excel

C6 thé thyc hién béng mot trong cac cach sau:

- Double Click trén biéu twong ctia chwong trinh Excel trén man hinh nén )
- Double Click trén tén tap tin van ban do Excel tao ra.

- Vao man hinh Start chon Microsoft Excel.

10.2.1.2.2 Thoat khéi Excel

Céch 1: Click vao niit Close X! & goc trén bén phai ctra $6

Cach 2: Nhan t6 hop phim Alt + F4

Céach 3: Chon lénh File/ Close
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10.2.1.2.3 Giao dién cia Microsoft Excel

Cira s6 chuong trinh Excel 2013 d& dang diéu khién va sir dung don gian (hinh 10.1)

=

Bookl - Excel 7 - 8 X

T HOME  INSERT FORMULAS ~ DATA  REVIEW  VIEW Signin
B X Cut - = B B [ S Bx g ZAucium - A
Calibri = ®- | BPWrepText General - S By [ e= = W A d H
2 5 B caby £ dE | Formates Cal \E D'ﬁ\ Forr e Ft sz & Find &
aste B I U~ i« &= 5= ElMerge@Center -+ § - % » S0 &) Conditional Formatas Cel nsert Delete Format ort & Fin
¥ Format Painter ¢ 7" Fommstting+ Tablew Styles - -+ Llear~ Filter = Select -
Clipboard & & Styles Editing ~
A1 v
A R 5 T U=
(N

Thanh cong thirc Thanh Quick Access

Nhoém 1€nh

Fill handle

Vung lam vi¢c

Sheetl (&) 1 v
READY  END MODE | P -——+ 100

Hinh 10.1: Giao dién Excel 2013

Menu 1énh cua Excel nam trong cac tab Home, Insert, Page Layout, Formulas, Data, Review va View.

Home: Tao, dinh dang, chinh stra Sheet. Gdm c6 cac nhom Clipboard, Font, Alignment, Number, Styles,
Cells va Editing

Insert: Thém dbi tugng vao Sheet (dé hoa, bang pivot, dd thi, lién két, headers va footers). Gdm ¢6 cac nhom
Tables, Illlustrations, Apps, Charts, Reports, Sparklines, Filter, Links, Text va Symbol

Page Layout: chun bi cho giai doan in 4n hodc sép xép lai cac d6i tuong dd hoa trén Sheet. GOdm ¢6 céac
nhém Themes, Page Setup, Scale to Fit, Sheet Options va Arrange

Formulas: thém ham va cong thirc vao Sheet hodc kiém tra cong thirc trén Sheet. Gom cac nhom Function
Library, Defined Names, Formula Auditing va Calculation

Data: nhap dir liéu tir bén ngoai vio, truy vén, tinh tong nhom (subtotal). Gom co Get External Data,
Connections, Sort and Filter, Data Tools va Outline

Review: bao vé va danh dau bang tinh. Gom ¢ Proofing, Language, Comments va Changes

View: thay doi giao di¢n cia workbook va dir liéu. Gom c6 cac nhém Workbook Views, Show, Zoom, Window
va Macros

Ngoai cac thanh cong cu twong tu nhu cia Word, Excel con c6 thém thanh cong thirc (Formula Bar) dung
de nhap dir li¢u, cong thure vao 6 hién hanh. Thanh cong thirc gom c6 3 phan (hinh 10.2)

Name box: hién thi dia chi cua 6 hién hanh, gd vao dia chi 6/vung dé di chuyén dén 6/vung

Al - =

- I;l Nut thanh cong thirc ] Noi dung ]

Hinh 10.2: Thanh cong thirc

Niit thanh céng thive: gdm c6 fx (Insert Function-thém ham), X (Cancel) va v (Enter)
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Thanh nji dung: thanh tring dai, chira ndi dung cong thirc. Néu cong thire dai qua thi click chudt vao nat

¥
dé mo rong & cuoi thanh cong thirc

Ghi chu: Co thé goi nhanh cac Iénh trén Bxcel Options :
thanh truy xuat nhanh (Quick Access)

G | o
HEDEI ’é“é Customize the Quick Access Toolbar,

Formulas

(hinh 103) Click nut - , Ch()l'l Show i Choose commands from:( Custornize Quick Access Toolbar
Below the Ribbon/Show Above the || .. e : et .
Ribbon dé dinh vi tri cia thanh Quick || temguase EI%I O 2 IE e !
Access. Thém Iénh vao Thanh Quick 'Y”M 7] S — e e :
Access bing céch click nat = / chon || G . B o

More commands.../ chon tiép 1énh mubn || *~ B oot i )

gan 1én thanh Quick Access/ nhan Add/ || ™" T Show Qe Aces Tolbarblowthe il S
OK. = — :

! 0K Cancel

X Hinh 10.3: Chon Iénh gén vao thanh Quick Access
10.2.1.2.4 Thay doi tuy chon Excel

Khi méi cai dat thi Excel st dung cac thong s6 mic nhién (theo ngdm dinh). Dé thay dbi cac thong sé nay
theo y mudn, ban chon 1énh File/ Options.

10.2.2 Céu tric ciia mot Workbook

Mot tap tin cua Excel dugc goi 1a mdt Workbook va cé phﬁn mo rong mac nhién . XLSX. Mot Workbook
dugc xem nhu 1a mdt tai liéu gdbm nhiéu to.

MBbi t& goi 1a mot Sheet, sb luong Sheet trong ,m(f)t Workbook 1a khong gidi han, nhung bi gioi1 han bdi bd
nh¢ kha dung (available memory) trong hé thong. Mac nhién chi c6 1 Sheet. Cac Sheet dugc dat theo tén
mac nhién la: Sheetl, Sheet2, ...

10.2.2.1 CAu triic cia mdt Sheet

Mbi mot Sheet dugc xem nhu 1a mot bang tinh gém nhiéu hang, nhiéu cot.

- Hang (row): c6 t6i da la 1.048.576 hang, dwoc danh sé tir 1 dén 1.048.576

- Cot (column): c6 tbi da 13 16.384 cot, duoc danh sb tir A dén XFD

- 0 (cell): 1a giao cua cot va hang, dir li¢u dugc chura trong céc 6, gitta cac 6 ¢6 ludi phan cach.
- Téng cong cd 1.048.576 x 16.384 = 17.179.869.184 6 trong mot Sheet.

Mdi 6 96 mgf)t dia chi duoc xac dinh béng tén cta ¢t va sd thi tu hang, vi du C9 nghia l1a 6 ¢ cot C va hang
thtr 9. O cuoi cung c6 dia chi XFD1048576.
Con tré 0: 1a mot khung sdm mau, 6 chira con tré 6 dugc goi 1a 6 hi¢n hanh.
- Céch di chuyén dén mét 6 trong bang tinh:
+ Sir dung chudt: Click vao 6 can chon.
+ Str dung ban phim:
« 7T,1:Lén, xuéng 1 hang.
* —, <« Quatrai, phail 6.
* PageUp: Lén 1 trang man hinh.
* PageDown: Xuong 1 trang man hinh
e Alt + PageUp: Sang trai 1 trang man hinh

* Alt+ PageDown: Sang phai 1 trang man hinh
* Ctrl+ Home: Ve 6 Al
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+ Str dung Name Box: nhép dia chi 6 hodc ving can chuyén dén, gé Enter
+ Sir dung hdp thoai Goto: nhin Ctrl-G hoic F5, nhap dia chi 6 vao khung Reference, nhin OK
+ Sir dung thanh cudn ngang/ ding: cho hién thi ving chtra 6 can chuyén dén, xong click chudt vao 6.

Vung (Range/ Block/ Array/ Reference): gdm nhiéu 6 lién tiép nhau theo dang hinh chit nhat, mdi vung c6
mot dia chi dugc goi 1a dia chi vung. Dia chi vung dt}’()’c xac dinh boi dia chi cua 6 goc trén bén trai va 6 goc
duoi bén phai, gitra dia chi cua 2 6 nay la dau hai cham (:). Vi du C5:F10 la mot vung chir nhat dinh vi bang
6 dau tién 1a C5 va 6 cuoi la F10

Gridline: Trong bang tinh c¢6 cac duong ludi (Gridline) dung dé phan cach giita cac 6. Mic nhién thi cac
duong lu6i nay s& khong duge in ra. Mudn bat/ tét Gridline, chon 1énh View/ ™ ™" dé bat/ tt duong
ludi.

10.2.2.2 Mt s6 thao tac trén Sheet

- Chon Sheet lam vigc: click vao tén Sheet hodc nhin Ctrl+Page Up/Ctrl+Page
Down dé di chuyén gitra cac Sheet R

- Déi tén Sheet:

Cach 1: D_Click ngay tén Sheet can doi tén, sau d6 nhap vao tén moi, gd Enter =7
dé xac nhan

Céach 2: R_Click 1én tén Sheet can d6i tén, chon Rename (hinh 10.4)

Cach 3: Click chon Sheet can d6i tén, chon l1énh Home/ Format/
Rename Sheet. Hinh 10.4: R_Click Ién tén sheet

Hinh 10.5: Thém sheet ma6i

B
Tab Color -
Hide

Select All Shests

- Chén thém mot Sheet méi:
Céch 1: Click nat New Sheet. (hinh 10.5)

Céch 2: R Click Ién vi tri mudn chén Sheet méi, chon Insert/ Worksheet/ OK B 'r-_.—*%wl 2 AutaSum
, =0 -2 -
Céch 3: Chon vi tri muon chén Sheet modi, chon 1énh Home/ Insert/ Insert Sheet.  paste Format W Fin
= - = Clear~
, A X Delete Cells...
- X6a mot Sheet: & Toeets
) N , . . 2% Delete Sheet Rows
Céch 1: chon Sheet can x06a, chon 1énh Home/ Delete/ Delete Sheet. (hinh 10.6) .
; x  Delete Sheet Colurmns
Céch 2: R Click 1én Sheet mudn x06a, chon Delete BS Delete Sheet

Hinh 10.6: X6a Sheet
- Di chuyén Sheet:
Cach 1: Drag tén Sheet dén vi tri méi
Cach 2: R_Click 1én tén Sheet mudn di chuyén, chon Move or Copy
Céch 3: Click chon Sheet mudn di chuyén, chon I¢énh Home/ Format/ Move or Copy Sheet
- T6 mau tén Sheet: dung dé danh dau cic Sheet quan trong hodc cac Sheet can cha ¥
Cach 1: R Click Ién tén Sheet, chon Tab Color
Céch 2: Chon Sheet mudn t6 mau tén Sheet, chon 1énh Home / Format / Tab Color
10.2.3 Cac kiéu dir liéu va cach nhiap

Microsoft Excel ty dong nhan di¢n kiéu dir liéu khi ban nhap dir liéu vao trong 6. Cong viéc cua ban la xac
dinh dung kiéu dir liéu dé tién cho vi¢c tinh toan va dinh dang.
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10.2.3.1 Céch nhap dit liéu vio mot 6

A

Pua con tro 6 dén 6 can nhap.
Nhap dir liéu vao.
Két thuc qua trinh nhap bang phim ENTER (hoic € = A V), hily bo dit liéu dang nhap bang phim

Ghi chu: Mudn hi€u chinh dir li¢u da nhap ta chuyén con tro 6 dén 6 can hi¢u chinh r6i nhan phim F2 hoac
D _Click vao 6 can hi¢u chinh roi tién hanh hi€u chinh dir li¢u.

10.2.3.2 Di liéu kiéu s

Khi nhép vao sd bao gom: 0..9, +, -, *,/, (, ), E, %, ddu chim thap phan, ky hiéu phan cach hang ngan, ky
hiéu $ thi s6 mac nhién dugc canh 18 phal trong 6. Excel s& hiéu dir liéu kiéu s6 khi ban nhap dit liéu kiéu s6
dung theo dinh dang cua Windows (ngay va gio cling dugc luu trir nhu mot tri s0), nguoc lai n6 s& hiéu 1a
dit liéu kiéu chubi.

10.2.3.2.1 Dik liéu dang s

Dé dat quy dinh vé cach nhap va hién thi sb trong Windows: m& Region ‘L@ Region trong cua s6 Control

Panel va chon Additional Settings..

1. Ky hiéu sé thdp phdn

2. S6 chir s6 thdp phén

3. Ky hi¢u phan cach hang nghin
4. S6 56 hang nhém hang nghin
5. Ky hiéu phii dinh (s6 dm)

6. Dinh dang $6 Gm

7. Dinh dang 56 thire nhé hon 1

8. Dd’I:t phdn cach danh sach (gia
tri, doi so, dia chi 6)

9. Hé thong do lwong

./ Chon 16p Numbers (hinh 10.7)

Murnbers | Currency | Time | Date

-123,456,789.00

Example
Positive: | 123,456,785.00 Megative:
1. Decimal symbol: |_!
2. No. of digits after decimal: 2
3. Digit grouping symbeol:
4, Digit grouping: 123,456,789
5. Nggative sign symbok:
6. Negative number format: =11
7. Display leading zeros: 0.7
8. List separator:
9 Measurement systen: L5,
) Standard digits: 0123456789
Use native digits: Mewver

Click Reset to restore the system default settings for
numbers, currency, time, and date.

[ ox |

Cancel

Beszet

[

Hinh 10.7: Quy dinh cach nhap va hién thi sé
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10.2.3.2.2 Dir li¢u dang ngay

Microsoft Excel s& hiéu dit liéu kiéu Date g

. Ao , A R Customize Form A TORgN 2|
khi ta nhdp vao ding theo sy qui dinh cia . Mau dit li¢u hién

Windows, mic nhién 1a thang/ngay/ndm |  Members | Currency [ Tme | D= ch; Ginh dinh
(m/d/yy). Nguoc lai Excel s& hiéu [ kiéu | bample z Q;‘)y inh din
chudi. Mic nhién dit lidu kiéu Date duoc Short date: 773172013 34’”]5 & “t;; i b
5 . A . Nam da u 1
Canh phal tI‘OIlg 0. Long date: Wednesday, A ;y A L.
) nhap 2 chir so6 cuoi
Dt liéu kiéu Date dugc xem nhu la dir liéu cia nam (99 ->1999,
kiéu 30 Vi moc thoi gian la ngay 1/1/!909 Date formats 13->2013)
(c6 gia tri 1a 1), ngay 22/1/1900 c¢6 gia tri short date: | LIRS
lé- 22, cee Long date: dddd_, MMMM d, gy (¥}
Dé dat quy dinh Vé cach What the notations rmean:
N . 2 . z d, dd = day; ddd, dddd = day of weelff M = month; y = year
nhdp va hién thi so D reqi
: . : X '¥ Region
trong Windows: mo i
Region trong ctta sO6 Control Panel va When a two-digit year is entered, Jiterpret it as a year between:
chon Additional Settings.../Chon 16p 1930 and |2029 |2
Date (hinh 108) First day of week: Sunday W
Click Reset to resto re the system default settings for Resot
numbers, currency, time, and date.
i oK - Cancel Apply

Hinh 10.8: Thay d6i quy dinh kiéu Date
10.2.3.2.3 Dir liéu dang gio

Microsoft Excel §é hiéu dit liéu kiéu Time khi ta nhdp vao dﬁng theo su qui (Zﬁnh cua Windows mac phién la
gio:phut:gidy budi (hh:mm:ss AM/PM). Nguoc lai Excel s€ hiu la kiéu chu6i. Méc nhién dir liéu kiéu Time
duogc canh phai trong 6. Dit 1i€u kiéu Time cling dugc xem nhur 1a dit 1i€u kiéu s0. 0:0:0 c6 gia tri 1a 0, 24:0:0
cogiatrilal, 36:0:0cogiatrilal.s, ...

10.2.3.3 Dix liéu kiéu chudi

Khi nhép vao bao gém cac ky tu chir va chir s6. Mic nhién dix liéu kiéu chudi s& dugc canh 18 trai

Ghi chii: Néu mudn nhép chudi sb thi thuc hién mot trong 2 céch:

- Céch 1: Nhap dau nhay don ( ¢) trudc khi nhap dit liéu sb.

- Cach 2: Xéc dinh khéi can nhdp dir liéu kiéu chudi sb, chon 1énh Home/ Cells/ Format/ Format Cells/
Number/ Text.

- Chubi xuét hién trong cong thirc thi phai dugc bao quanh bai diu nhay kép «

10.2.3.4 Dir liéu kiéu cong thirc

Microsoft Excel s& hiéu dir liéu kiéu cong thirc khi ta nhip vao bat dau bang dau =. Déi véi dit liéu kiéu cong
thirc thi gia tri hién thi trong 6 khong phai 1 cong thirc ma 1a két qua ciia cong thirc d6 (c6 thé 1a mot tri sd,
mot ngay thang, mot gi, mot chudi hay mot thong bao 16i). Cong thirc duoc xem nhur 14 sy két hop giira cac
toan tir va toan hang.

+ Céc toan tir ¢o thé 1a: +, -, *, /, &, >, <, >=, <=, = <>,
+ Céc toan hang co thé la: hﬁng, ham, dia chi 6, dia chi vung.
Vi du: =SQRT(A1)+10*B3
=RIGHT(“Microsoft Excel”,5)
=MAX(3,-7,0,SUM(A2:A10))
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Néu trong cong thirc ¢6 nhiéu déu ngodc thi qui tic tinh nhu sau:
- Ngodc trong tinh trudc, ngodc ngoai tinh sau.

- Trong ngoac tinh trudc, ngoai ngoac tinh sau.

- Ut tién cao tinh trudc, wu tién thap tinh sau.

- Bén phai tinh trudc, bén trai tinh sau.

D0 wu tién cua cac toan tir

PO UUTIEN | TOAN TU Y NGHIA

1 () Dau ngoic don

2 A Luy thira

3 - DAu cho s6 4m

4 */ Nhan/ chia

5 +, - Cong/ tru
=, <> Béng nhau, khac nhau

6 > >= L6n hon, 16n hon hodc béng
<, <= Nho hon, nhé hon hoic bing

7 NOT Phu dinh

8 AND Va (diéu kién dong thoi)

9 OR Hoic (diéu kién khong dong thoi)

10 & Toan tir ghép chudi

e Bang chan tri cia cac ham NOT, AND, OR

A B | NOT (A) | AND (A, B) | OR (A, B)
FALSE | FALSE | TRUE FALSE FALSE
FALSE | TRUE | TRUE FALSE TRUE
TRUE | FALSE | FALSE | FALSE TRUE
TRUE | TRUE |FALSE | TRUE TRUE

e (o hai cach nhap cong thirc

Vi du: dé nhap cong thirc =A2+B2+C2 vao 6 D2
Cich 1: nhap truc tiép

- Pat con tro tai 6 D2.

- Nhép =A2+B2+C2

- GO phim Enter.
Cich 2: nhép theo kiéu tham chiéu (két hop chudt/ ban phim dé SUM | X o =[=A2+B2+C2
chon 6, vung) (hinh 10.9) A B C D
- 9 A 1 _____ —
- Dat con tro tai 6 D2. ﬂ 10 15} 20 :A2+BQ+_CZ|

- Nhap = Chon 6 A2, nhap +, chon 6 B2, nhap +, chon 6 C2 3
- GO phim Enter. Hinh 10.9: Nhép cong thirc theo kiéu tham chiéu
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10.2.4 Cac loai dia chi va cac théng bso 16i thwong gip
10.2.4.1 Cac loai dia chi

10.2.4.1.1 Pia chi twong ddi

- Qui udc viét: <tén cot><chi sb hang>, vi du Al, B2, ...

- Trong qué trinh sao chép cong thirc thi cac dia chi nay s& ty dong thay doi theo hang, cot dé bao ton mbi
quan h¢ tuong doi.

10.2.4.1.2 Dia chi tuyét dbi
- Qui udc viét: $<tén cot>$<chi s6 hang>, vi du $AS$1, $BS$2, ...
- Khi sao chép cong thirc thi cac dia chi loai nay s& khong bao gior thay doi.
10.2.4.1.3 Pia chi ban tuyét ddi (dia chi hdn hop)
- Qui udc viét:
+  Cot tuygt dbi: $<tén cot><chi s6 hang>
+ Hang tuyét doi: <tén cot>$<chi s6 hang>, vi du $A1, B$2, ...

- Khi sao chep cong thire thi cac dia chi loai nay chi thay d6i & thanh phan twong dbi con thanh phan tuyét
doi thi khong thay doi.

Ghi chii : C6 thé st dung phim F4 dé luan chuyén giira cac loai dja chi trén. (hinh 10.10)

Hinh 10.10: Chuyén déi gitta cac loai dia chi
10.2.4.2 Cac thong bao 15i thwong gip trong Excel

Lbi bao Nguyén nhan

# DIV/0! Trong cong thirc ¢ phép tinh chia cho s6 khéng (0)

#N/A Cong thirc tham chiéu dén 6 c6 muc nhap #N/A hodc gd mot s6 ham khong c6 dbi sd

#NAME? | Trong cong thuc c6 mot tén ma Excel khong hiéu dugc

#NULL! Xay ra khi xac dinh giao gitra 2 ving nhung trong thuc té 2 ving d6 khong giao nhau
#NUM! Xay ra khi dir liéu s6 c6 sai sot

#REF! Xay ra khi trong cong thirc tham chiéu dén mét dia chi khong hop 18

#VALUE! | Trong cong thiic c¢6 cac toan hang va toan tir sai kiéu
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10.2.5 Cac thao tac co ban trong excel

10.2.5.1 Xir ly trén vung

10.2.5.1.1 Cac loai vung va cach chon

Hinh 10.11 mo6 t& cach chon ca

¢ vung.

B3 v £ || Ly Ty Trong
1—» v A B c D E
: CHIET TINH GIAM GL&
2 ? |KHACHHANG p1a CHI SO TIEN TRA |[NGA Y NHANHANG |[NGAY TRA TIEN
3 |Ngavén Thi Thach Ly T Trong | 15000
3 4 [Neuyen Thi Ngoc Dwbng 312 10000
5 |Neuyén Tam Trung Tran Quéc Todn 30000
6 |Tran Minh Tri Hai Ba Tring 50000
7 |Ngoyén ThiThu Ciic  |Ly Thwrong Kiét 40000 B
8 |Van Vin Séu Pham Hing 25000 )
9 |Nguyen Phroc Hoa Trga Hung Dao 20000
10 |Vii Minh Tan Ly thwémg Kict 30000
11 |Neuyén Thi Phic Pham Ngtbo—— 15000 ~_
/}Ngﬁén Thi Minh LéLa 10000 5
4" 13|TONG CONG:

Hinh 10.11: Cac loai vung va céach chon

1. Chon toan bd bang tinh.
2. Chon cot.

3. Chon hang. 5. Chon day 6 khong lién tuc.
4. Chon day 6 lién tuc.

Loai vung

Cach chon

Vung chi c6 mét 6

Click vao 6 can chon.

Vung nhiéu 6 lién tuc

- Mouse: Drag tir 6 dau dén 6 cudi ctia vung.

- Keyboard: Dua con trd vé 6 dau tién, nhan gitt phim Shift két hop voi
cac phim mdi tén.

- Mouse + Keyboard: Pua con tré 6 vé 6 dau ti€n, nhan gitr Shift, Click
vao 6 cudi cua vung.

Nhiéu 6 cach khoang

Gitlr phim Ctrl, Click chon ting 6.

Nhiéu ving cach khoang

Giit phim Ctrl, Drag chon lan luot timg ving.

Nguyén cot

Click vao tén cot can chon, Drag tiép dén cOt cuoi (néu chon nhi€u cot).

Nguyén dong

Click vao chi s hang, Drag tiép dén hang cudi (néu chon nhiéu hang).

Toan by Sheet

Click vao niit dau tién giao gitra thanh chira tén cot va thanh chtra s6 cta
hang; hoac nhan t6 hop phim Ctrl + A.

Mot phan cta 6

D_,Click vao 6 can chon (hoac dat tro vao 6, go phim F2), sau dé chon
giong nhu chon van ban thong thudng.
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10.2.5.1.2 Dat tén cho vung

bé thuan tién cho cac thao tac trén dir li€u, ta co thé dat ,/J Name Box ]

A A \ ~ 1A Soti
tén cho mot ving dir liéu duge chon nhu sau: otien N

A B c
- Chon vung dir li€u can dat tén. 1 CHIET TINH G
A N \ \ N 2 [KHACH HANG PIA CHI SO TIEN TRA |1

- Nhép tén vung vao khung Name box trén thanh NewyZa. Thi Thaoh L4 T Trone 5000

Formula (hinh 10.12) 4 [Neuyén Thi Neoc Duime 3/2 10000

5 |Nguyén Tam Trung Trin Quéc Toan 30000

- GO Enter 6 |Tehn Minh Tri Hai Ba Trieng 50000
Chu y: Hinh 10.12: Dat tén vung
- Tén ving sau khi d4 dinh nghia c6 thé dugc sir dung trong cong thirc, trong in 4n, ... Chi nén dit

tén vung cho cac 6 chura dir liéu duoc sir dung thudong xuyén.
- Tén ving bat dau bang ky tw, khong duoc co khoang tring (c6 thé dung ky hiéu )
- C6 thé dung dia chi ving dé dat tén cho ving nhu C3C12
- Tén vung khong dugc trung nhau trong mot Sheet.
10.2.5.1.3 Xo04 b6 n¢i dung/ dinh dang 6 (Home/ Clear)
= Céch thyc hién (hinh 10.13) = Clener )

' . #  Clear All Xoa tat ca
- Chon vung dir li€u can thao téc. % lear Eormats . g
o=, Xoa dinh dang

- Chon 1énh Home/ Clear. —P ‘ t Xéa ndi dung
- Chon thao tac dir liéu: xda tat ca, xoa dinh s l_; |—« . Xéa chii thich

dang, ... Xoa lién két va dinh dang

Hinh 10.13: X6a ndi dung va dinh dang 6
10.2.5.1.4 Sao chép dir liéu tir 6 nay sang 6 khac va dién dir liéu (Fill)
a. Sir dung chirc niing Copy va Paste dé sao chép di liéu
Céch 1:
- Chon vung dir liéu ngudn can sao chép.
- Chon lénh Home/ ™ - : hodc nhan Ctrl + C.

- Di chuyén con tro 6 dén 6 dau tién cia vung dich.

-

[

- Chon lénh Home / Paste ; hodc nhan Ctrl + V.

Céch 2:

- Chon vung dir liéu ngudn can sao chép

- Tré chudt vao bién cua vung duogc chon, nhén phim Ctrl + drag dén vi tri can sao

b. Tuw dong dién dir liéu bing tinh ning AutoFill va menu Insert/Fill

Excel s€ tang tde viée nhap dir liéu vao bang tinh bé‘mg cach dién tu dong mot day 6 voi mot gia tri 1ap hodc
dugc tang theo thir tw. Vi duy, ban c6 the sao chép mot gid tri giong nhau cho nhiéu san pham trong mét ban

béo cao hoidc tao phan sb ting theo quy luat (nhu S6 thir tir).

A [ B AlB|
St dung tinh ning AutoFill [ Drag KK
Khi Drag tai Fill handle xudng phia du6i hodc sang phai, AutoFill |21 2 | véo Fill % ;
s& tao ra diy cac gia tri ting 1én dya theo mau trong day 6 di duoc |2 [ handle =1
chon. Khi ban Drag tai Fill handle 1€n phia trén hodc sang trai, !
AutoFill s€ tao ra ddy cac gia tri gidm dan cling dua trén mau do. Aut(l)Fill

(hinh 10.14)

Hinh 10.14: Ty dong dién dir liéu
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c. Dichuyén dir liéu

Céch 1: Al B | A | B
- Chon vung dit liéu can di chuyén. ; :12 ; ;
- Chon Iénh Home/ %< ; hodc nhin Ctrl + X. i %3 i 3
- Di chuyén con tro 6 dén 6 dau tién ctia ving dich. 5 \

'D'D Drag chudt vao day
- Chon lénh Home / Paste ; hodc nhan Ctrl + V.

Cach 2:

. i Hinh 10.15: Di chuyén di liéu
- Chon vung dit li€u can di chuyén

- Tro chudt vao bién cua vung dugc chon, drag dén vi tri méi (hinh 10.15)

10.2.5.2 Thao tac trén c0t va hang =l EE)( Tu 3 A
10.2.5.2.1 Thém hang, cft hodic 6 méi vao bang tinh tH S FH - B 2] Fil
a. Thém hang (Row) Insert Delete Format -
- Chon cac hang ma tai d6 mudn chén thém hang maéi vao. B Insert Cells
- Chon 1énh Home/ Insert/ Insert Sheet Rows (hinh 10.16) hoac _

R_Click / chon Insert / Entire row. €= Insert Sheet Rows
Ghi chii: hang méi duoc thém vao s& day hang dugc chon xubng phia "I Insert Sheet Columns
duoi. Q Insert Sheet

b. Thém cot (Column)
- Chon céc ¢t ma tai d6 mudn chén thém cot méi vao.

- Chon l1énh Home / Insert / Insert Sheet Columns (hinh 10.16) hoac R_Click / chon Insert / Entire column

Hinh 10.16: Thém hang/cot/6/sheet

Ghi chii: c0t mdi duge thém vao sé day cdt duoc chon sang bén phai.
¢. Thém 6 méi
- Chon céc 6 hoac dua con tré dén 6 ma tai d6 muon chén cac 6 trong vao.

- Chon Iénh Home / Insert / Insert Sheet Cells; hodc R _Click, chon Insert..., xuét hién hdp thoai sau (hinh
10.17)

\ ~ o A A ~ 1A , ? x
1. Chén 1 6 hodc nhiéu 6, dir liéu cua Insert EN
0 hi¢n hanh bi day sang phai. Insert
2. Chén 1 6 hodc nhiéu 6, dif liéu cua ; T || Oshitt cels ignt
6 hién hanh bi day xudng dudi. Mt
3 — [} Entire row
3. Chén hang 4 — () Entire column
4. Cheén cot. Cancel

Hinh 10.17: Thém 6 méi
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10.2.5.2.2 X6a hang, cot, 6

- Xo0a hz‘mg/ Cf)t ‘ ;:.E% I. : | E -ﬁ«-thDSur‘n
- Chon céc hang/ cft can xoa. R oo | Rl
. = & Clear~
- Chon lénh Home/ Delete/ chon Delete Sheet Rows hodc Delete . S e 1
N - . . > Delete Cells...
Sheet Columns (hinh 10.18) hodc R_Click / chon Delete .../ Entire 2
row hoidc Entire column o Delele SheetRowe:
Xéa 6 L:{ Delete Sheet Columns
- Xéa 0:
0a 0 '3"' Delete Sheet

- Chon céc 6 can x0a.

- Ch9n lIénh Home/ Delete/ Delete Cells...; hoac R_Click Ién
khoi 6 da chon, chon 1€nh Delete... Hop thoai xuat hi¢n (hinh
10.19)

Hinh 10.18: X6a hang/cot/6/sheet

Delete

1. Xoa 1 6 hoac nhiéu 6, dir liéu cua 6

bén phai dugc day qua 6 hién hanh. Delete

1 — -

21 Xoa 1 0 hoac I}hl@}l 0, dll’ 11@}1 cua o 2 — || (O shift cells up
bén dudi dugce day lén 6 hién hanh. 3 () Entire row

3. Xoa hang. 4 — () Entire column
4. Xoa cot.

Hinh 10.19: Xo04 6

Cancel

10.2.5.2.3 Thay d6i dd rong ciia ¢t va chiéu cao ciia hang
a. Thay doi do rong ciia cdt va chiu cao ciia hang bing chudt
- Dat con tr6 chudt ngay canh cta c¢ot hodc hang (hoac khdi da chon) can thay ddi.

- Drag sang trai hodc sang phai dé thay ddi d6 rong cia cot; Drag 1én trén hodc xudng dudi dé thay ddi
chiéu cao cua hang. (hinh 10.20)

Drag chudt vao day 1 A 1 | B 4|
| Drag
A 4 B chudt
1 ﬂ 4 vao 2 5
2 2 5 44 L
3 3 5 Y 3 5

Hinh 10.20: Thay d6i do rong ctia cot va chiéu cao ctia hang
Ghi chi: Ban c6 thé D Click vao canh dé tu dong diéu chinh kich thudc cot, hang cho vira véi dir li¢u.
b. Thay d6i dd rong ciia cdt va chiéu cao ciia hang bang menu Format

- Chon céc cot/hang can thay ddi kich thuée.

—— > AutoSum -+ A
- Vao menu Home/Format Ill ] Fill - zr
N N . Format Sort &
+ Chon Row Height d¢ thay do1 chiéu cao cua hang (hodc chon - < Clear - Filter -
Column Width dé thay d6i d6 rong cua cot). (hinh 10.21) Cell Size

., 2R N A ) , , \ .o o Row Height...
+ Chon AutoFit dé tu dong diéu chinh kich thudc cho vira voi div L RowHeig

liéu.
Ghi chii: C6 thé R_Click 1én khéi da chon, chon Column Width/ Row
Height d¢ thay doi kich thudec.

AutoFit Row Height
Column Width...
AutoFit Colurmn Width

Default Width...

Hinh 10.21:Piéu chinh do rong cot/hang
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10.2.5.2.4 Lénh Undo, Redo
a. Lénh Undo

Trong qua trinh thao tac trén bang tinh, néu ban ¢6 pham sai 1am nao

¢ nhu khi x6a nham khdi dir ligu hoc thuc hién nhim mot lénh nao | 7 || > = ,

d6, ban c6 thé hity bo 161 d6 bang cach sir dung chirc ning Undo. Thit | 4 Esrrft'm Thit

tu cac 1énh dugc undo nguoc lai voi thir tu 1énh da duoc thuce hién. | zenh Format Cells t@f

Excel 2013 ho trg 1énh undo nhi€u cap cho phép chon huy boé nhi€u | undo Typing 'Phai’ in C1 tenh

1énh cung mat lc. Typing 'Ho ten'in B1 | | | ¥
| | Typing 'St in Al hién

Cach 1: Click nat Undo trén thanh Quick Access, chon mét hodc Undo 6 Actions

nhiéu 1énh muon huy bé (undo) (hinh 10.22) : :

Céch 2: Nhan t6 hop phim Ctrl + Z dé hity b timg 1énh. Hinh 10.22: Undo

b. Lénh Redo o = - = -

R Cxa . . X x| Thit Typing Stt'inA1 -, [
Lénh Redo dung dé huy bo cac thao tac Undo vira thye hién (tue ) Typing 'Ho ten' in BT w
thuc hién 1énh da updo). Excel 2013 ho tro 1€nh redo nhiéu cap, ;f N Typing 'Phai' in C1 w
cho phép chon nhiéu 1énh Redo cung mot luc. Thir ty cac 1énh ;nd E”mat Cells i lénh
Redo nguoc lai vai thir tu cac 1énh da Undo. eao Bi?ctler: Undo
Cach 1: Click vao nut Redo trén thanh Quick Access, chon mot Redo 6 Actions
hodc nhi€u I¢nh muon Redo. (hinh 10.23)

.2 Hinh 10.23: Redo
Céch 2: Nhan t6 hgp phim Ctrl +Y.
10.2.5.2.5 An/Hién c4t/hang/Sheet:
) . . 1. Hide Bows 1. An hang
- Chon mot hodc nhiéu cdt/ hang/ Sheet muon cho an/hién 2. Hide Columns 2’ i cot
- Chon I¢nh Home/ Format/ Hide&Unhide hodc R_Click 1én 3. Hide Sheet 3. An sheet
cac cOt/ hang/ Sheet da chon, chon 1énh an/ hi¢n cdt/ hang/ 4. Unhide Rows 4. Hién hang
Sheet. (hinh 10.24) 5. Unhide Column~— 5 [1isy cot
Ghi chu: Co the an/ hién cot/ hang bang cach cho do rong cta 6. Hién sheet

cot/ hang bang 0/ khic 0. (Xem lai 2 cdch thay d6i do rong cia  Hinh 10 24: An/Hién cot/hang/sheet
cOt/hang) S

10.2.5.3 Péng bang tiéu dé cot/hang

Trong cdc bang dir liéu 16n, khi cuén man hinh xuéqg phia dudi hodc sang phai thi tiéu dé cot/ hang s€ bi
che khuat. Excel ho tro chirc nang dong bang ti€u dé cot/hang khi cudn bang tinh, nham tao di€u kién dé
dang khi lam viéc véi cac bang tinh 16n.

[ View Side by Side i

I LN Split
. Céch thuc hién: == ,H?d' i
n n e, n Freeze e Switch , C 2
- Chon 0 ¢ ngay bén phai cic cot, ngay Panes~ window: | 1. DOng bang nhiéu
A Ly A B A 4 = Freeze Panes 1 cot’han
ben dlIUl cac hang muon dong bang gl Keep rows and celumns visible while the rest of : g
A . the worksheet scrolls (based on current selection). 14 4 oA A

- Chon 1énh View/ Freeze Panes/ Freeze Freeze TopRow 2 2~ABO”g bang tiéu dé

Panes (hinh 10 25) I;I Keep the top row visible while scrolling through V\ cot

' the rest of the worksheet.

. ;.o A ogr \ A SoA N Freeze First Column 3 3Déng bdng tieu dé
Ghl Chu' co the dung tu bat ky 0 nao, Ch()n Keep the first column visible while scralling hdng

VleW/ Freeze Freeze TOp ROW dé d(’)ng through the rest of the worksheet.
bang hang dau tién (t1e1;1 d? c0t) Vhoac }’ le\iV/ Hinh 10.25: Péng bing tiéu dé cot/hang
Freeze First Column dé dong bang cot dau
tién (tiéu dé hang)

Chii y: Dé g& bo dong bang bang cach chon 1énh View/ Unfreeze Panes
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10.2.6 Dinh dang bang tinh
10.2.6.1 Pinh dang hién thi dir liu

Cells..

Percentage,...

Chon vung dit liéu can dinh dang. Format Cells ?
ChOl'l menu Home/ Format/ F?rm’\at Mumber | Alignment Font Border Fill Protection
./ Number hodc click mili tén Cotegory
bél} phg?li nhém Home/ Num})er qhoéc Toahaal —
nhan t6 hgp phim Ctrl-1 d€ hién thi s 12/12/1960
n L . : Currency
hop thoai Format Cells (hinh 10.26) Accounting Type:
Date
. .2 . . j dd/mmiyyyy
, A ~ AL Time

Chon quy dinh céch hién thi dir liéu: s et % =

o 1en . n . R , Fraction | DuD0%s
Dir 1iéu khi nhap vao mot 6 trén bang Scientific | 0.00E-00

’ ~ A \ \ A Text ££0,0E-0
tinh s€& phu thudc vao 2 thanh phan: _ !_,_.3_;,»
Loai dir liéu (Category) va Ma dinh R 5
dang (Format code). Moi loai dir li¢u
c6 ma dinh dang riéng. Dir li¢u kiéu s6 ,

’ A 1R . <A . ~ 1A | s ARPR b
c6 thé hién thi theo nhiéu loai dit liéu S
khac nhau nhu Number, Date, Delte

Type the number format code, using one of the existing codes as a starting point.
i OK | Cancel

Hinh 10.26: Dinh dang dir li¢u

Chon loai dir liéu ¢ khung Category:

Loai A :
dik liu ’ Cong dung ‘ Vi du
DPinh dang dir li¢u s6 méc dinh, canh phai, gitt nguyén dang ban dau | 15.75
General .
khi nhap vao. 15234
Number Binh dang dir liéu s6, mi dinh .dang gom dau phan cach hang ngan, | 3.14159
s6 chir sb thap phan va cach hién th1 cac s6 am (1,234.57)
Currenc Dinh dang tién t&, ma dinh dang gom ky hiéu tién té khac, s6 chir s6 | $15.25
Y thap phan Va cach hién thi cac s6 4m VND 500
Accountin B‘mh dang tién té, giac biét ’du:qc thiét ké dé canh dit liéu theo ky hi¢u | $75.50
€ | tién t¢. (Ky hiéu tién té xuat hién doc theo cac canh trai cia 0). $5.50
. N < ~ 1 A N A ox oo = | 09/12/2003
Date binh dang ngay thang ndm, ma dinh dang gdbm mot s6 mau dinh san. Sep-12-03
Time Dinh dang thoi gian gio phut gidy, ma dinh dang gom mét sé mau | 2:30 PM
dinh san. 14:30:20
Dinh dang ty 1¢ %, cac gia tri trong cac 6 dugc chon duoc nhan voi 184%
Percentage | 100 va két qua hién thi v6i biéu twong %, ma dinh dang gdm sb chi g
24.152%
s6 thap phan
Fraction Dinh dang phéan s0. 1/5
. binh dang s6 khoa hoc, str dung ky hi€u mii cho cac so6 c6 qua nhiéu | 1.25E+3
Scientific o X
chit s0. 2.0E-2
Text Pinh dang van ban (dir li€u s€ dugc canh trai trong 0). 0123
Special B cac dang hitu ich, bao gdm: Zip Code, Phone Number ... ?3_130‘;_152 63
Custom Dinh dang ri€ng, cho phep nguoi s dung gd vao cac ma dinh dang | INV-0075
riéng theo yéu cau. 25/12/2003
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Ta c6 thé dinh dang nhanh cach hién thi dit liéu béng cach su dung cac nut trén nhom Home/ Number (hinh
10.27)

General g - 1. Dinh dang kié:u tié‘n‘ té
2. Dinh dang kiéu phan tram
$ -9% » % 5% 3. Binh dang s6 c6 ddu phdn cach hang ngan
1 2 3 4 5 4. Tang mot s6 1é thap phan
Number M

5. Gidm mét s6 1é thap phdn
6. Dinh dang hién thi dir licu

Hinh 10.27: Dinh dang hién thi $6
10.2.6.2 Canh 1@ dir liéu trong &

Sy phan bé dit liéu trong mét 6 phu thudc vao 3 thanh phan: phan bb ngang (Horizontal), phan bd doc
(Vertical) va huong thé hién dir li¢u (Orientation).

- Chon vung dir liéu can dinh dang.
- Chon I¢nh Home/ Format/ Format Cells.../ Chon 16p Alignment, xuét hién hop thoai (hinh 10.28)

Number | Alignment Font Border Fill Protection |

Text alignment Crientation
Horizontal: = .0 E
.General ¥ | Indent ’_
Eertical: 0 2

[Bottom k4

Justify distributed

rxom

Text control | .
|:| Wrap text o
[] shrink to fit
I:l Merge cells

Right-to-left
Text direction:

. Context W

Z- Degrees

i O | Cancel

Hinh 10.28: Dinh dang phan b dit liéu trong 6

Horizontal: phan b6 ngang.

- General : dang mdc nhién.

- Left :canh 1étrai. Center : canh I& giita.

- Right : canh 18 phai. - Fill : lap dir lidu day 6.

- Justify : canh déu trai phai.

- Center across selection: canh gitra viing dugc chon

Vertical: phan b doc.

- Top : canh 18 trén. Text control: didu chinh dir lidu.

- Center : canh 1¢ giira. - Wrap text  : ndm chung trong 6.
- Bottom : canh 1& duéi. - Shrink to fit: canh vira v6i 6.

- Justify : canh trén dudi.

v’ Orientation: Chon huéng thé hién dit liéu
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Ngoai ra, ¢6 thé sir dung 1énh Home/ Alignment dé dinh dang nhanh phan bé dit liéu trong 6 (hinh 10.29).

Al 2 3 C D A. Phan b6 doc:
= =8 &~ =¢ Wrap Text 1. Canh lé trén;
2. Canh giita;
= = = e = Merge 8¢ Center\ 3 Canh lé dudi
B4 56 E

B. Phdn bé ngang:
4. Canh Ié trdi;
5. Canh [é giita
6. Canh Ié phai;
C. Orientation
D. Wrap text;
E. Ghép cdc 6 va canh gitra div lieu viung
duwoc chon
Hinh 10.29: Dinh dang phan bé dit liéu

Alignment M=

10.2.6.3 Dinh dang ky tw

Dir liéu trong 6 c6 thé dinh dang ky tu theo cac thanh phan: Font (kiéu chit), Font Style (loai nghiéng, dam,
gach dudi ...), Size (kich co chir), va Effects (hi€u ung).

Chon 1énh Home/ Format/ Format Cells/ Chon 16p Font, ban chon thay ddi cac thanh phﬁn tuong tu nhu voi
hop thoai Font ctia Word.

Ngoai ra, c6 thé st dung I¢énh Home/ Font hodc sir dung cac phim tat dé dinh dang ky tu tuong tu nhu thao
tac trong Word.

10.2.6.4 Ké khung va td mau nén cho bang tinh

Mot tinh ning hitu ich dé lam ndi bat nhitng thong tin cu thé trong mot bang tinh d6 13 thém cac dudng vién
(Border) va t6 nén cho céac 6 quan trong.

- Pékeé khung, chon 1¢nh Home/ Format/ Format Cells/ Chon 16p Border
- Détd mau nén, chon I¢nh Home/ Format/ Format Cells/ Chon 16p Fill
10.2.6.5 Sao chép dinh dang bing nit Format Painter

D6i khi ban can sao chép dinh dang tir mot 6 ndy sang cac 6 khac ma khong sao chép dit liéu trong 6. Vi du

nhu can sao chép Font chir, Size chir, ki€u chir (Bold, Italic), duong vién, mau nén, ... D€ thuc hi¢n duogc
A \ ’, A 9 , . “ i 4 *A

viéc nay, ban c6 thé st dung ntit Format Painter Format Painter . Cach thuc hién:

- Chon 6 c6 dinh dang can sao chép.

ick vao n - ¥ Format Paint
- Click vao nat Format Painter armat Faimter

- Chon cac 6 ma ban mudn sao chép dinh dang,
10.2.7 Thao tac trén tap tin

10.2.7.1 M¢ tap tin

10.2.7.1.1 Mé tap tin méi

Chon File/New hodc nhén t6 hop phim Ctrl + N hoac nhéan nat E trén thanh Quick Access
10.2.7.1.2 M¢é tap tin da co trén dia

Chon File/Open hodc nhan t6 hop phim Ctrl + O hoic nhan nut - * trén thanh Quick Access.
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10.2.7.2 Luru tap tin
10.2.7.2.1 Lwu tap tin lin diu tién

Chon File/Save hodc nhéan t6 hop phim Ctrl + S hodc phim F12 hoac nhan nat H trén thanh Quick Access
10.2.7.2.2 Luu tap tin voi tén khac
Chon File/Save As

10.2.7.2.3 Luwu tap tin v6i dinh dang phién ban cii

Cac tap tin tao ra tur cac phién ban Excel 2007, Excel 2010 va Excel 2013 c6 dinh dang cua tap tin XML.
Muon luu tap tin Excel dung dinh dang cta phién ban cii thi trong hop thoai Save As/ Save as type, chon
Excel 97-2003 Workbook. Excel ciing cho phép ban Iuu tép tin dang PDF

10.2.7.3 Dong tap tin

Lénh File/ Close:Dung dé dong tap tin hién hanh, ban phai luu tép tin trude khi dong, néu tap tin c6 cap
nhat ma chua luu lai thi Excel s€ hi¢n thong bao nhac nho:

Microsoft Excel N |

' Want to save your changes to "database.xlsx'?

If you click "Don’t Save’, a recent copy of this file will be tempaorarily available.
Learn more

Save Don't Save Cancel

- Save: luu dir li€u va dong tap tin hi¢n hanh.
- Don’t Save: dong tép tin hién hanh ma khong luu dir li¢u.
- Cancel: huy bo I¢énh, tré vé tap tin hién hanh.
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= BAI TAP
1. Bai tap 10-1:

1./ Nhap dir li¢u sau vao Sheetl ciia Workbook dang mé.

A B C D E F

1 BANG DU TRU VAT TU CONG TRINH

2 ’ Ti gid_ 16025
; VVat ti Sam o luiy?lg Pon gi4 (VND) Tl(li‘,‘ilg)én Tlﬁ‘?gg)én
4 [Ximing Bao 520 54,000

5 Palx2 M> 10 130,000

6 [Da4x6 M> 2 150,000

7 |Ctrasd Bo 4 60,000

8 Téng

2./ Doi tén Sheet thanh tén Bai tap 10-1 va chén thém cot STT trude cot Vat tw va dién vao sb tha tur

3./ Chén thém hai hang duéi dong tiéu dé, diéu chinh lai sé th tir va nhap vao gia tri sau:

Tole

Tam

25

35000

Fibro Xi méing

Tam

15

25000

4./ bat tén vung:

+ Tén ving so_luong cho cot S6 lugng (C4:C9)

+ Tén vung don_gia cho c6t Bon gia (D4:D9)

+ Tén vung Ti_gia cho 6 ti gia (F2)
5./ Tinh Thanh tién (VND) =so_luong * don_gia
6./ Tinh Thanh tién (USD) = Thanh tién (VND) / Ti_gia
7./ Tinh tong cot Sb lugng (hudng dan: SUM(so_luong))

8./ Dinh dang cot Thanh tién (VND) va Thanh tién (USD) theo mAu sau: 28,080,000.00 VND va 1,752.26 $
9./ Luu lai véi tén BT10.XLSX
2. Bai tap 10-2

1./ Mo tap tin BT10.XLSX. Chén thém mot Sheet méi va ddi tén Sheet thanh Bai tap 10-2
2./ Nhap va dinh dang vao Sheet nhu sau

A B C D E F
1
) Ho va Tén Noay thi ET);IS Die;,ym f;{li{an Dim TB
3 |Le NhuKhoa 12/October/2015| 8.5 5.5 10
4 |Nguyen Van Thuan | 13/October/2015 9 4.5 9
5 |Iran Thanh Phong | 10/October/2015 6 8 8

3./ Tinh diém trung binh = (Diém Toan * 2 + Piém Hoéa * 2 + Diém Ly)/5

4./ Déng bang cot Ho va Tén, kéo thanh truot ngang dé xem két qua.

5./ Andi3 cot Piém Toan, Piém Ly, Piém Hoa va luu lai.
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CHUONG 11: MOT SO HAM TRONG EXCEL

Trong chuong nay, ban s& tim hiéu cac ham c6 sin trong Excel. Phan nay s& cung cép cho ban cac k¥ ning
dé giai quyét cac bai toan tir co ban dén cac bai toan phirc tap. Ham dung dé tinh toan va tra vé két qua caa
ham mdt tri, trong 6 chira ham s@ tra vé mot gia tri, mot chudi ky ty hodc mot thong bao 16i, ... Excel c6 mot
tap hop cac ham rit phong phu va duoc phan loai theo tirng nhom phuc vu cho viéc tinh toan trén nhiéu kiéu
dir liéu va nhiéu muc dich khac nhau.

11.1 Cua phap chung va cach st dung
11.1.1 Xem danh sach ciac ham

F

Insert

Céch 1: Chon Iénh Formulas/ chon Fur<tien

Céch 2: Click nut i trén thanh cong thirc
Céch 3: Nhan t6 hop phim Shift + F3
Khi d6 hop thoai danh sach cac ham xudt hién (hinh 11.1)

Céac ham phénL Insert Function &
theo nhom w /(Céc ham trong
J\_ - brief description of what you want to do and then Go i nh(')m dﬁ. Ch(_)l’l
Or select a category: | Date & Time v —\_

Select a function:

DATEVALUE
DAY

DAYS
a r 3 DAYS360
Cu phap cua L EDATE Chire ning cua
ham dang chon St : 5

am dang 2 — DATE(year,month,day) § ham dang chon
Returns the number that represents the date in Microsoft Excel date-time 1 *
code,

Help on this function i oK i Cancel

Hinh 11.1: Xem danh sach cac ham
11.1.2 Cu phap chung
= TEN HAM ([Danh sach déi sd])

Da s6 cac ham cua Excel déu co ddi sb nhung ciing c6 nhiing ham khoéng c6 dbi s6. Néu ham c6 nhiéu dbi
s thi gilta cac dbi sb phai dugc phén cach bang ky hiéu phan cach dugc quy dinh trong Windows (thuong
st dung dau phay). S6 d6i s6 ciia ham nhiéu hay it la tuy theo ting ham cu thé. Pbi s6 ctia ham co thé la:
cac gia tri s, dia chi 6, dia chi ving, mot chudi ky tur, mot ham khac hodc tén ctia mot ving

11.1.3 Cach sir dung ham

Néu cong thic bat dau 1a mot ham, thi phai co diu = hodc + & phia trudc. Néu ham 1a dbi sé ctia mot ham
khéc thi khong can nhap céac dau trén.

C6 2 cach nhap ham

- Céach 1: nhép tryc tiép tir ban phim (hinh 11.2)

- Dat tré chudt tai 6 mudn nhap

ham. SUM v X & [ || =IF{C2>0,SQRT(C2),"Khdng thé Iy cin bic hai")
- Nhap dau = (hoac dau +).

R ) AT B & D E F G H
- Nhép tén ham cung céc do6i s6 . ! | T T 1

thso ding CP Iihap-’ 2 | | 9l=IF{ C2>0,5QRT(C2),"Khéng thé 1y cin bac hai")
- GO Enter dé két thuc. 3| IF(logical_test, [value_if true], [value_if false])

Hinh 11.2: Nhap ham truc tiép
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Cach 2: thong qua hop thoai Insert Function (hinh 11.3)

- Pit con tro tai 6 mudn nhap ham va goi hop thoai Insert Function

- Chon nhém ham trong khung Select a category

- Chon ham can st dung trong khung Select a function va Nhap OK dé chon ham.

- Tuy theo ham duogc chon, Excel s& mé hop thoai ké tiép cho phép nhap cac ddi sd. Tién hanh nhap

- céc’déi $. o
- Nhap OK d¢ két thuc.

IF

Logical_test |cz ==0

) = TRUE

Yalue_if_true |5QRT(C2}I

i = 2.449459743

Walue_if_False |"SE Am khing cd can bic hail"

E = "3d &m khing cd can

= 2449459743

Returns one walue if a condition you specify evaluates to TRUE and another walue if it

evaluates ko FALSE,

¥Yalue_if_Ffalse is the value that is returned if Logical_test is FALSE, IF omitted, FALSE is

returned.

Formula result =2, 449439743

Cancel

o]

Hinh 11.3: Nhap ham thong qua hdp thoai Insert Function

11.2 Cac ham théong dung
11.2.1 Cac ham toan hoc

Cu phap Y nghia va vi du
Tra vé gid tri tuyét dbi cua mot sb.
ABS(number) =ABS(%2 ) 20) 3; g C
INT(number) Tra vé so0 nguyén 16n nhat khong vuot qua number.

=INT(5.6) > 5 ; =INT(-5.6) > -6

MOD(number, divisor)

Tra vé s0 du cua phép chia nguyén number cho divisor

(number, divisor 1a cac s6 nguyén).
=MOD(5, 3) 2 2

ODD(number)

Lam tron trén toi mot sb nguyén 1¢ gan nhat.
=0DD(3.6) 2 5

POWER (number,exponential)

Tinh number lity thtra exponential
=POWER(2,3) > 8

PRODUCT (numberl, number?2, ...)

Tinh tich cua cac gia tri trong danh sach tham so.
=PRODUCT(2, -6, 3, 4) =2 -144

RAND()

Tra vé mdt so ngau nhién trong khoang tir 0 dén 1.
=RAND() 9 S6 ngau nhién

ROUND(number, num_digits)

Lam tron s6 number véi d6 chinh xac dén num_digits chir sd
thap phan (v6i qui udc 0 1a lam tron t6i hang don vi, 1 13 1ay 1
chir s6 thap phan, -1 13 1am tron t6i hang chuc, ...).

=ROUND(5.136, 2) > 5.14; =ROUND(145.136, -2) - 100

SQRT(number)

Tinh cin bac 2 cia mot s6 dwong number.
=SQRT(36) 2 6

SUM(numberl, number?2, ...)

Tinh tong cua cac gia trj trong danh sach tham s6.
=SUM(2, -6, 8,4) > 8

SUMIF(range, criteria [, sum_range])

Tinh tong cac 6 thoa mén diéu kién.

- range: ving ma diéu kién s& duogc so sanh.

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

- sum_range: vung dugc tinh téng. Cac 6 trong ving ndy sé
dugc tinh tong néu cac 6 twong tng trong ving range thoa diéu
kién. Néu khong c6 sum_range thi ving range s& dugc tinh.

=SUMIF(C4:C12, “>=6", F4:F12); =SUMIF(C4:C12, “>=6")
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11.2.2 Cac ham thong ké va tim kiém

Cu phap Y nghia va vi du

Tra vé gia tri trung binh cong cua cac so trong danh sach tham so.
=AVERAGE(1, 2, 3,5) 2 2.75

Tra vé s6 thir tw cot cta 6 cell

=COLUMN(BS) 2>2

Tra vé sO cot trong range

=COLUMNS(A4:D4) 2> 4

Dém s céc gia tri sd trong danh sach tham sd.

=COUNT(2, “hai”, 4, -6) 2 3

DPém sb 6 khong rdng trong danh sach tham so.

=COUNT(2, “hai”, 4, -6) 24

Dém sb cac réng trong ving range.

=COUNTBLANK(B4:B12)

DPém cac 6 thoa man diéu kién criteria trong ving range.

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

- criteria: 1a chudi mé ta diéu kién. Vi du: "10", ">15", "<20".
=COUNTIF(B4:B12, “>=6")

Tra vé gi4 tri 16n nhat cua cac gia tri s trong danh sach tham sd.
=MAX(1,2,3,5)2>5

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

Tra vé thir hang cua number trong ref, véi order 1a cach xép hang.
Néu order = 0 hoic duge bo qua thi ref duoc hiéu 1a c6 thi tu
RANK( (number, ref [, order]) giam.

Néu order <> 0 thi ref dugc hiéu 1a c6 thir ty ting,

=RANK(F4, $§F$4:$F§12, 0); =RANK(G4, $G$4:3G$12, 1)

Tra vé sb thir tw hang cua 6 cell

AVERAGE(numberl, number?2, ...)

COLUMN(cell)

COLUMNS(range)

COUNT(valuel, value2, ...)

COUNTA(valuel, value2, ...)

COUNTBLANK( (range)

COUNTIF(range, criteria)

MAX(numberl, number2, ...)

MIN(numberl, number?2, ...)

ROW(cell) —ROW(B5) > 5
Tra vé sb hang trong range
ROWS(range) =ROWS(A4:D4) > |
Ham Choose st dung index_num dé tra vé mot gia tri tir danh sach
CHOOSE(Index num, valuel, | cac doi so valuel, value2, ...
value2, ...) CHOOSE(2, “HocTinVanPhong.Net”,300,2014) =300

CHOOSE(3, “HocTinVanPhong.Net”,300,2014) =2014

11.2.3 Cac ham Logic

Cu phap Y nghia va vi du

Tra vé gia tri TRUE néu tat ca cac diéu kién déu la
AND(logicall, logical2, ...) TRUE.

=AND(3>2, 5<8, 9>-12) > TRUE

Tra vé gia tri TRUE néu c¢o it nhat mot diéu kién 1a
OR(logicall, logical2, ...) TRUE.

=0R(2>3, 12<8, 9>3) - TRUE

Lay phu dinh cua gia tri logical.

=NOT(2>3) - TRUE

Tra vé gia tri thi nhat value if true néu diéu kién
logical test 12 TRUE, nguoc lai s& tra vé gid tri thir hai
value_ if false.

=IF(A1l >=5, “Dau”,”Rét”)

Néu gia tri tai A1 >=5 thi két qua ctia ham la Pau.
Nguoc lai néu gia tri @ 6 Al <5 thi két qua 1a Rot.

NOT(logical)

[F(logical test, value if true, value if false)
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11.2.4 Cac ham xir 1y chudi

Cu phap Y nghia va vi du

Chuyén chudi fext thanh chir thuong.

LOWER (zext) —LOWER(“Dai hoc CAN Tho”) > dai hoc can tho
Chuyén chudi text thanh chit in hoa.

UPPER (zext) =UPPER(“Dai hoc CAN Tho”) 2 DAI HOC CAN THO
bé1 cac ky tu dau cua moi tlr trong chudi ext thanh chir in

PROPER (fext) hoa, con lai déu la chir thuong.
=PROPER(“Dai hoc CAN Tho”) = Dai Hoc Can Tho
Cit bo cac ky tu trong vo ich trong chudi fext.

TRIM(zex?) “TRIM(* Can Tho *)- Can Tho

LEN(fex?) Tra vé do dai cua chuoi text (s6 ky tu trong chudi text).

=LEN(*“Dai hoc CAN Tho”) 2 15

LEFT(text[, num_chars])

Tra vé num_char ky tu bén trai chudi text. Mic nhién 1a 1
=LEFT(“Dai hoc CAN Tho”, 7) = Dai hoc

RIGHT (text[, num chars])

Tra vé num_char ky tu bén phai chudi fext. Mac nhién 1a 1
=RIGHT(“Dai hoc CAN Tho”, 7) 2 CAN Tho

MID(text, start_num, num_chars)

Tra vé chudi ky tu co do dai num_chars bat dau tir vi tri
start_num cua chudi text.
=MID(“Dai hoc CAN Tho”, 5, 3) = hoc

VALUE(text)

Chuyén chudi c6 dang so thanh trj s6.
= VALUE("123") +2 > 125

FIND(find_text, within_text [, start_num])

Tra vé vi tri xuat hién (néu c6) cua find text trong
within_text (bat dau im tir vi tri start_num).

- Néu khong c6 start_num thi vi tri bat dau tim tir ddu chudi.
- Ham FIND phén biét chit in hoa va chit thuong.

- Néu khong tim thiy find_text thi sé tra vé 161 #VALUE!
=FIND(“Excel”, “Microsoft Excel”) 2 11

SEARCH(find_text, within_text [,
start_num])

Tuong tu nhu ham FIND nhung khong phan bié¢t chir in hoa
hay thuong.

=SEARCH(“Excel”, “Microsoft Excel”) 2> 11
=SEARCH(“excel”, “Microsoft Excel”) > 11

REPLACE(old_text, num_start,
num_chars, new_text)

Thay thé num_chars ky tu trong old_text bang new_text bat
dau tir vi tri num_start.
=REPLACE(“Ngon ngu lap trinh”, 10, 3, “chuong”) ->
Ngon ngu chuong trinh

11.2.5 Cac ham ngay va gio

Gia s 6 Al chira ngay 28/09/2004 (Thir ba).

Cu phap

Y nghia va vi du

TODAY()

Tra vé ngay hién hanh cta hé thong. )
=TODAY( ) = Tuy vao ngay hién hanh cua hé thong.

NOW()

Tra vé ngay va gid hién hanh cia hé thong. ,
=NOW( ) = Tuy vao ngay va gio hién hanh cua hé thong.

DAY (serial number)

Tra vé gid tri ngay trong thang cta biéu thitc ngay serial number.
=DAY(Al) =2 28

MONTH(serial number)

Tra vé gi4 tri thang trong nam ctia biéu thirc ngay serial_number.
=MONTH(A1) =2 9

YEAR(serial number)

Tra ve€ gia tri ndm cua biéu thuc ngay serial number.
=YEAR(A1) = 2004

WEEKDAY (serial number/,
return_typej)

Tra vé so thtr ty ngdy trong tuan cta biéu thic serial number.
Gia tri 1: Sunday, 2:Monday, ..., 7: Saturday.
=WEEKDAY (A1) 2 3
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Doi chudi ngay date_text (theo qui uéc nhap ngay) thanh tri s6 ngay.
Ghi chii: ta c6 thé dinh dang két qua trén thanh dang Date bang cach
su dung menu Format/Cells.

= DATEVALUE("22/8/2015") - 20323 - 22/8/15

Tra vé gi4 tri dang Date theo quy dinh ctia hé thong.
=DATE(2004,09,28) = 28/09/2004

Tra vé gia tri dang Time.

=TIME(8,25,28) = 8:25:28 AM; =TIME(17,2,46) - 5:2:46 PM
Chuyén d6i chudi thoi gian time_text sang gia tri s6 (12:00:00 AM c¢6
TIMEVALUE(time_text) gia tri 0, 11:59:59 PM c6 gia tri 0.999988426).
=TIMEVALUE(*8:20:30 AM”) = 0.34756944

DATEVALUE(date_text)

DATE(year, month, day)

TIME (hour, minute, second)

11.2.6 Cac ham tim kiém

VLOOKUP(lookup value, table array, col index num|[, range lookup])

Tim gia tri lookup_value trong cot trai nhat cua bang table_array theo chuén do tim range lookup, tra
vé tri twong tmg trong cot thir col_index_num (néu tim thay).

e Range lookup = 1 (méac nhién):

Tim tuong d6i, danh sach céac gia tri do tim ctia bang table array phai sip xép theo th tu ting dan. Néu
tim khong thiy sé tra vé gia tri 16n nhat nhung nhé hon lookup_value.

e Range lookup =0:

Tim chinh xé4c, danh sach cac gia trj do tim cia bang table array khong can sap xép thtr tu. Néu tim
khong thay sé& tra vé 151 #N/A.

Vi du: Cho bang tinh voi s6 liéu nhu sau:

A B |C |D E F
1 |AOI |5 12 16 10
Cc02 |6 15 20 24
3 IB75 |8 25 22 18

=VLOOKUP("B75", A1:B3,2,0) 2> 8

=VLOOKUP("B8", A1:B3, 2, 0) > #N/A

=VLOOKUP("B85", A1:B3,2,1) > 5

=VLOOKUP("B85", A1:B3,2) 2> 5

HLOOKUP(lookup value, table array, row_index num[, range lookup])

Tuong ty nhu ham VLOOKUP nhung tim gia tri lookup_value trong dong trén cung cua bang
table_array theo chuin do tim range lookup, tra vé tri twong tng trong dong thir row_index_num (néu
tim thay)

Vi du: Cho bang tinh véi s6 liéu nhu sau:

A B |[C |D E F

A0l |5 12 16 10
C02 |6 15 20 24
B75 |8 25 22 18

A02 |10 A0l B75 |D25
B555 |12 CAN THO |GAO
D25 |15 TRANG [NUOC [TRONG

NN N | B [WIN—

=HLOOKUP(16, D1:F3, 3, 0) > 22
=HLOOKUP(15, D1:F3, 3, 0) > #N/A
=HLOOKUP(F5, D5:F7, 2, 0) > GAO
=HLOOKUP(“E95”, D5:F7, 2, 0) > #N/A
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Vi du: Cho bang tinh voi s6 liéu nhu sau:

A B D E F
1 |AOI |5 12 16 10
2 |C02 |6 15 20 24
3 IB75 |8 25 22 18

=MATCH(12,D1:F1,0) > 1
=MATCH(22,D2:F2,0) > #N/A
=MATCH(22,D2:F2,1) > 2
=MATCH(24,D3:F3,-1) > 1

MATCH(lookup_value, lookup array, [match_type]): tra vé vi tri (néu tim dwoc) ciia lookup value
trong mang lookup array theo cach tim match_type

e match type = 1: tim twong d6i, danh sach céc gia tri do tim cia bang table array phai sip xép theo
thir ty ting dan, Néu tim khong thay s& tra v& vi tri cta gia tri 10n nhat nhung nho hon lookup_value

e match_type = 0: tim chinh xac, danh sach cac gia tri do tim cua bang table_array khong can sip xép
thr tu. Néu tim khong thay sé tra vé 161 #N/A

e match type = -1: tim twong ddi, s& ding gia tri nhé nhit ma 16n hon hodc bang gia tri can tim
lookup_value 1a gia trj tim dwoc va day gi tri lookup_array phai dyoc sip xép theo thir ty giam dan

11.2.7 Cac ham thong tin

Céc ham thong tin dung dé kiém tra xem kiéu ctiia mot gia tri hay ciia mét 6 c6 thoa man mot diéu kién nao
do6 khong. Chang han: 6 dir li¢u c6 phai 1a gia tri s6 khong? Co phai 1a chuoi ky tu khong? ...

Céc ham thong tin ludn tra vé mot trong hai gia tri TRUE hoidc FALSE. Nhu vdy cac ham nay c6 thé dap
ung duogc trong cac truong hop ma c6 mot so dir liéu ngoai I¢ trong mdt bang dir li€u can tinh toan.

Vi du: Cho bang tinh véi s6 li¢u nhu sau:

ISBLANK (value): tra vé gia tri TRUE néu value 1a gia tri r5ng (blank), ngugc lai thi tra vé gia tri
FALSE
ISERROR (value): tra vé gia tri TRUE néu value 1a mot 15i bat ky, nguoc lai thi tra vé gia tri FALSE.
ISLOGICAL(value): tra vé gia tri TRUE néu value 1a mot gia tri logic, nguoc lai thi tra vé gia tri
FALSE.
ISNA(value): tra vé gia tri TRUE néu value 1a 161 #N/A, nguoc lai thi tra vé gia tri FALSE.
ISNUMBER (value): tra vé gia tri TRUE néu value 13 gia tri s6, nguoc lai thi tra vé gia trj FALSE.
ISTEXT(value): tra vé gia tri TRUE néu value 1a mot mot chudi, nguoc lai thi tra vé gia tri FALSE.

A B C =ISBLANK(C1) > TRUE
1 |MACB [LCB =ISBLANK(A1) > FALSE
2 111 333 =ISERROR(MOD(114,0)) > TRUE
3 112 444 =ISERROR(MOD(114,3)) > FALSE
4 113 555 =ISLOGICAL(2>3) > TRUE
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= BAI TAP
1. Bai tap 11-1:

1./ Chon Sheet 1 va nhdp dir liéu bang dudi day
A B C D E | F G H I J K
1 DANH SACH CAN BO - NHAN VIEN CONG TY HUONG THANH
2 Ngay xét:
MA MA | MA |[MA| MA . NGAY A
3| NHAN HO TEN |HINH|CHUC/PON| TRINH I\;(I}ﬁ?g CONG | TUOI Tﬁﬁ‘gl
VIEN THUC| VU | VI | PO TAC
4 'HDO42A |Ly Thanh  |Trung 20/03/69 | 04/03/90
S BCO11A [Truong Vinh  |Phuc 30/09/70 | 08/06/92
6 'BC021B [TranTien  [Tinh 17/10/72 | 06/08/89
7 BC021A [Neuyen Ngoc [Thinh 29/10/62 | 23/05/85
8 |HD032B Nguyen Thi  [Thao 28/12/55 | 30/04/80
9 IHD052A [Doan Thanh  |Toan 19/02/7101/01/94
2./ Thém mot ¢t bén phai cot TEN dé lam cot HO VA TEN dung toan tir ghép chudi (&) dé ghép dir licu

3./

4./

5./

6./

2 cot HO va cot TEN thanh dit liéu cho cot HQ VA TEN

Thyc hién cac yéu cAu sau:

a. Hay dién m3 hinh thtrc cho c6t MA HINH THUTC 1a 2 ky tu ddu cia MA NHAN VIEN

b. Hay dién ma chirc vu cho c6t MA CHUC VU la ky tu thtr 3 va thir 4 ciaa MA NHAN VIEN

c. Hay dién ma don vi cho c6t MA PON VI 1a ky tu cubi caa MA NHAN VIEN

d. Hiy dién ma trinh d6 cho cot MA TRINH DO 1a ky tu thir 5 cia MA NHAN VIEN

Nhép ngay hién tai vao bén phai 6 NGAY XET (6 C2), Dya vaio NGAY XET va NGAY SINH, hiy tinh
cot Tudi. Biét rang 1 nam c6 365 ngay. Dung ham INT dé lay phan nguyeén.

Dua vao NGAY CONG TAC va NGAY XET, tinh THAM NIEN cho c6t tham nién, biét rz‘?mg 1 nam co
365 ngay. Dung ham ROUND dé 14y lam tron sb khong c6 s 1é thap phan.

Doi tén Sheet 1 thanh Bai 1 va luu file lai voi tén BT11.XLSX

2. Bai tap 11-2

1./

Nhép dir liéu bang dudi day

A B C D E F G

1 BANG TINH TIEN NONG SAN

2| Mi s6 Dién giai S luong | Ténkho | Ngay nhdp | Ngay xudt | Pon gia
31Go1 Gao nang thuong 1,500.00NBE 15/02/2016/ 05/03/2016 3,000.00,
41Go2 Gao nang thom 1,000.00BCHANH | 17/02/2016 09/04/2016  3,200.00
S IN02 Nép té 800[HMON 19/01/2016/ 19/01/2016] 3,900.00,
6 1N03 Nép thom 400[HMON 20/01/2016] 25/03/2016]  3,700.00
71Bo1 Gao té 600BCHANH | 15/01/2016] 23/02/2016  4,000.00
8 B2 Bot mi canada 750[NBE 16/01/2016/ 26/03/2016] 4,200.00,
?1Go1 Gao Nép huong 850TPUC 18/01/2016/ 18/04/2016 3,700.00,
101504 Gao Nép 200TBUC 18/02/2016/ 18/04/2016] 4,000.00,
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2./ Thém vao sau cdt don gia cac cot Tri gid, Tién luu kho, Thué, Chuyén chd, Tong tién va Tién gidm.
3./ Thuc hi¢n cac yéu cau sau:

a.
b. Tién lwu kho= (Ngay xuat Ngay nhap)*10 + S6 luong*4.25%

c.

d. Chuyén ché = S6 luong *1500, d6i voi kho NBE hoic BCHANH

Tri gia = S6 luong * Don gia
Thué = 5%* Tri gia, néu Tri gia <=2500000, nguoc lai Thué =5.75% * Tri gi4

Chuyén ché =S4 lugng * 1350, i v6i kho TDUC hoiic HMON
Téng tién = Tién luu kho +Thué + Chuyén chd

Tién giam theo tiéu chuan sau:

Néu ki tyr dau ctia Ma sé 1a "G" va co tir “Nép” trong cot dién giai thi giam 3% cua tong cong
Néu ki ty d¢au cua Ma so la "B": giam 2.5% cua téng cong
Néu ki tir dau cuia M3 s6 1a "N" va ngay xudt trudc ngdy 18/4/1995 giam 1.75% cia tong cong
Con lai khong giam

4./ Trang tri bang tinh theo mau, va dinh dang tat ca cac cOt chura dit lidu sb theo dang #,##0.00 VND
3. Bai tap 11-3
1./ Nhap dir liéu bang dudi day

A B C D E F G H |

1 BANG KE KHAI THU TIEN QUANG CAO TRUYEN HINH

2 Ho Tén Khal&?a}ilang Ngay LGOI’S Lfrt:;ig Ther | Pon Gid | Thanh Tién |Gidm Gis
3 INguyen Van Thanh A 28/02/16| 01 35

4 ILe Mong Tuyen B 01/03/16| 02 55

: Nguyen Tan Tai C 02/03/16| 03 25

6 Tran Tuan B 01/03/16| 01 60

7 [Hoang Thuc Phuong C 02/03/16] 02 50

8 Tran Viet Hung C 05/03/16] 02 45

2./ Dién cot Thir dya vao ngdy quang cdo nhu sau:

- Néu WEEKDAY(Ngay) =1 thi Thir = "Chu Nhat"
- Néu WEEKDAY(Ngay) =7 thi Tha = "Thu Bay"
- Céc truong hop khac thi Thia="" (rong)

Goi y: Dung ham IF 16ng voi Him WEEKDAY
3./ Tinh c0t Pon Gia nhu sau:

- Néu Loai Khéach hang = "A" thi Pon Gia = 50000
- Neéu Loai Khach hang = "B" thi Pon Gia = 80000
- Céc truong hop khéc thi Bon Gia = 100000

4./ Tinh c6t Thanh Tién nhu sau:

- Néu Thir = "Chu Nhat" hoac Thir = "Thu Bay" thi:
- Thanh Tién = (Thoi Luong * Pon Gid) + (30%*Thoi Luong * Pon Gid)
- Nguoc lai thi Thanh Tien = Thoi Lugng * Pon Gia.

5./ Tinh cot Giam Gia biét rang:

- Néu Loai Gio 12 "01" va Loai Khach hang = "A" thi Giam Gia = 15% * Thanh Tién
- Cac truong hop khac thi Giam Gia =0

6./ Dinh dang cac cot tién dang Comma Style (,) c6 2 s 1¢ thap phan

Giéo trinh ing dung CNTT — Co ban Trang 168



Chuong 11: Mot s6 ham trong Excel

4. Bai tap 114
1./ Nhap dir li¢u bang dudi day

A B C p | E | F | G | H 1
1 BANG BAO CAO DOANH THU DICH VU KHACH SAN
2| Khach hang |Ngay thué|Gio thué| Ngay tra |Gio tra|S6 ngay|Pon gia [Thanh tién|Tién giam
3| CaoMinh Thanh | 23/01/16 | 17:30 | 26/01/16 | 08:00 170,000
4| Nguyan Ba Tuan | 25/01/16 | 14:20 |27/01/16 | 11:00 170,000
5| Nguyen Cuc Xuan | 25/01/16 | 12:00 X 160,000
6 | Nguyen Hong Van | 25/01/16 | 15:30 X 200,000
7| Dao Quang Vinh | 25/01/16 | 10:30 | 27/01/16 | 15:30 100,000
8 | Nguyen Khac Huy | 26/01/16 | 07:30 X 130,000

Trong do: - Mgt ngay c6 24 gio va co6 gia tri la 1; Thoi diém 12 gio trua (12:00) co6 gia tri 0.5 (=0.5)
- Trudce 12 gio c6 gia tri nhd hon 0.5 (<0.5); Sau 12 gid ¢6 gia tri 16n hon 0.5 (>0.5)

Khéch hang da tra phong thi c6 ghi rd Ngay trd va Gio tra, Khach hang chua tra phong thi ¢t Ngay tra co
chtra chir "X"

2./ Tinh cot $6 ngay cho nhiing khach hang dé tra phong theo qui dinh nhu sau

- Néu Ngay tra > Ngay thué va Gio tra phong trudc 12 gid thi: S6 ngay = Ngay tra - Ngay thué
Nguoc lai S6 ngay = Ngay tra - Ngay thué + 1
3./ Tinh cot Thanh tién: Thanh tién = S6 ngay * Pon gia
4./ Tinh cot Tién giam theo qui dinh nhu sau:
Giam 10% cua thanh tién cho khach hang thué phong sau 12 gio va tra phong trude 12 gio
Giam 5% cua thanh tién cho khach hang tra phong trude 12 gid

5. Bai tap 11-5
1./ Nhap dit liéu bang duéi day

A B C D E F G

1 BANG TINH TIEN NUGC

2| ChaHo | SéCi S5M6i | Tiéu Thu (m?®) | TiénNudc | Phuy Phi Phai Tra
3| Trung 468 500

4| Hoa 160 230

S| Viet 410 509

6| Vinh 210 630

7| Tram 307 410

2./ Tinh lugong nudc ti€u thu ctia moi ho biét rang Tiéu Thu = S6 M¢i - S6 Ciu

4./

5./

Tinh Tién Nudc biét rang : Tién Nudc = Tiéu Thu * Pon Gia, trong d6 Pon Gia duoc tinh theo phuong
phap liiy tién nhu sau:

100 m* dau tinh don gia 450 déng / m>.
50 m®ké tiép tinh don gia 600 dong / m®.

S6 m? con lai tinh don gia 800 dong / m>.

Tinh Phu Phi biét réng : Phu Phi =Tién Nudc * %Phu Phi, trong d6 %Phu Phi dugc quy dinh nhu sau:
Néu tiéu thy tir 0 -50 thi phu phi 1a 2%

Néu tiéu thu tir 51 -100 thi phu phi 1a 3%

Nguoc lai ti€u thu 16n hon 100 thi phu phi 1a 5%

Tinh Phai Tra = Tién Nu6c + Phy Phi
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6.

Bai tap 11-6

1./ Nhap dir li¢u bang dudi day

A B | C D E
1 BANG XEP HANG TRUONG HQC
2 | Ma vung Tén vung Tén truong S6 16 Xép hang
3 bB Chau Van Liém 30
4 MN Luong Thé Vinh 21
S bB Nguyén Viét Diing 19
6 [MN Nguyén Viét Xuan 22
7 BB Ngb Thoi Nhiém 42
8 DB Lé Quy bon 44
9 DB Mac DPinh Chi 17
2./ Dién cot Tén Vung nhu sau
+ Néu M3 vung 1a “PB” thi tén ving = “Pdng bang, trung du”
+ Nguoc lai: tén vung = “Mién nui, vung sau, hai dao”
3./ Dién cot Xép hang cho truong hoc theo qui dinh sau:
- Ving Pdng bang, trung du:
+ Hang 1: Sb 16p >=28
+ Hang 2: S6 16p >=18
+ Hang 3: S6 16p <18
- Viing Mién nti, ving sau, hai dao
+ Hang 1: S6 16p >=19
+ Hang 2: S6 16p >=10
+ Hang 3: S6 16p <10
7. Bai tap 11-7
1./ Nhap dir liéu bang dudi day
A | B]|cC] | E| F | ¢ | H I J
1 KET QUA HOC TAP NAM 2015
2 Tég Hoc Moén Chinh | Moén Phu | DTB  |Xép hang| Xép loai
3 Sinh | Toan| Ly | Hoéa | Sinh | Su Dia
4 Diing 9 4 4 7 4 10
5 Anh 3 5 6 3 2 5
6 | Nguyét 6 5 4 6 6 4
7 Vi 8 8 9 9 8 9
8 Chau 9 5 5 8 4 8
9 Thanh 9 9 6 9 4 4
10 Van 4 7 5 6 6 6
11 Trang 9 4 4 7 4 10

2./ Hay tinh PTB cho mdi hoc sinh biét ring PTB=Téng Piém / Tong Hé So, trong do :

c¢6 hé s6 1a 2, con cac Moén Phuy ¢ hé s61al
3./ Hay Xep hang cho mdi hoc sinh dya vao DTB (theo dang Hang 1, Hang 2, ....)
4./ Hay Xép Loai cho hoc sinh dya vao cic yéu cu sau

Gioi : PTB >=9 va khong c6 mén nao diém nhé hon 8
Kha : PTB >=7 va khong c6 mén nao diém nho hon 6
TB : DPTB >=5 va khong c¢6 mon nao diém nhé hon 4

Yéu : Cac truong hop con lai

Céac Mon Chinh
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8. Bai tap 11-8
1./ Nhap dir li¢u bang dudi day

A B C D E
1 BANG TINH SO NGAY PHEP CBVC
2 Ngay tinh 01/01/16
3
4 Ho va tén Mai ngach | Ngay lam viéc | S6 nam lam viéc S6 ngay phép
5 Quach Anh Hao 06.031 01/02/04
6 [Bui Vin Ga 15.113 09/10/99
7 |Lé Tién Diing 01.011 09/02/99
8 [Hoang Anh Tuin 01.011 16/09/05
9 [Nguyén Vin Linh 01.003 26/04/09
10L& TrungKién 01.009 01/07/10
11|Ly Kiéu Diém 01.002 01/08/89
12|Lé Hitu Ly 13.095 04/05/02
13|Danh B6 Na 15.111 12/08/02
14[Nguyén Minh Trung | 15.110 12/12/96
15[Kiéu Mai Ly 15.111 20/05/05

2./ Cho biét: mot ndm c6 365 ngay, mdi thang co 30 ngay. Hay tinh cot S6 ndm lam viée va 1am tron c6 1
sO 1¢ thap phan.
3./ Tinh S6 ngay phép theo qui dinh sau:

+ Néu S6 nim lam viéc duoc 01 nim (12 thang) thi duoc nghi 12 ngay phép va ¢t mdi 5 nam thi dugc
cong thém 01 ngay phép.

+ Néu S6 nim lam viéc chua duoc 01 niam thi S6 ngay phép s& bang voi phan nguyén cua sb thang
lam viéc

9. Bai tap 11-9

1./ Nhap dir li¢u bang dudi day

A B C D
1 BANG LUONG CAN BQ - CNV
2 Ho tén Chirc vu Luong cén ban Ngay cong
3 [bang Thién BV 10000 32
4 |Ha Thi Ngoc PP 12000 26
5 D6 Thi Kiéu TP 15000 26
6 [Le Cong PGD 40000 28
7 |Lam Tich GD 10000 28
8 L& Ho Cam NV 7000 29
9 (Téng Cong:
10 [Luong binh quén:
11 [Luong cao nhat:
12 [Lwong thap nhét:
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2./ Cheén thém vao bén phai cdt Ngay cong nhitng cot sau: Phu Cép CV, Luong, Tam ung dot 1, Con lai.

3./ Phu C?ip CV duoc tinh nhu sau: néu Chuc vu 1a GD thi tinh 500, 1a PGD thi tinh 400, TP hodc PP thi
tinh 300, KT thi tinh 250, nhitng trudng hgp con lai 1a 0.

4./ Luong dugc tinh nhu sau: Lwong = Luong cin ban * Ngay cong. Biét ring sé ngdy lam viéc qui dinh
trong thang 14 25 va s6 ngay phu troi dugc tinh gip doi.

5./ Tam @ng dot 1 = 2/3*(Phu Cip CV + Luong), mdi nhan vién s& dugc tam tng tdi thiéu 1a 200000 va
ti da 1a 300000.

6./ Con lai = Phu Cap CV + Luong - Tam tng dot 1.

7./ Tinh Tong Cong, Luong binh quan, Lwong cao nhit, Luong thp nhit cho cic cot: Lwong cin ban,
Ngay cong, Con lai.

10. Bai tap 11-10
1./ Nhap dir li¢u bang dudi day

A |Blc[ple[F|c|[H [1[J][k[L] M [N]JO
1 BANG DPIEM THI TOT NGHIEP
2|  Hoten  |Phai|Vin|'2Y Sir| Hoa Toan| 2021 Tongikeq Thu
ly ngir |diém|quakhoa
3 [Tran Thanh Hiep|Nam| 5.0 |5.0(5.5| 5.5 | 4.5 | 3.5
4 |Le Cong Trieu |Nam| 6.0 [7.5/8.0| 7.0 | 4.0 | 4.5 BANG THONG KE
. . £ Sb |Tilg
5 Nguyen Thi Kieu| Nir | 5.5 [5.0{7.0| 5.5 | 2.0 | 3.5 Muc thong k@ lwong| (%)
6 [Tran BachLan | N& | 6.0 [6.0|5.0| 6.5 | 5.5 | 4.0 SO thi sinh daul
7 Nguyen Thi Em | Nt | 5.5 [5.0|/7.0| 6.5 | 7.5 | 4.5 SO thi sinh rét
8 |Le Thi Diem Ai | N&r | 5.0 {4.0|5.5| 45 |45 | 2.5 Nam
9 [Truong Vu Linh |[Nam| 7.5 {7.0/8.5| 9.0 | 9.0 | 4.0 N

2./ Tinh Téng diém: Toéng diém = Vin + Vat Iy + St + Hoa + Toan + Ngoai ngit
3./ Tinh cot Két qua:

Néu Téng diém >=30 va khong c6 mon nao bi diém 0 thi két qua ="bau", Nguoc lai Két qua ="Rot"

4./ Hay diéq "Thu Khoa" cho ¢t Thu Khoa. Biét ring Thi Khoa phai thoa mén ddng thoi: 1a ngudi co
Tong Diém lon nhat, Két Qua la “bau” va khong c6 mén hoc nao ¢ diém nho hon 5
5./ Tt BANG THONG KE, tinh:

- S lugng thi sinh Pau, thi sinh Rot; Sé lugng sinh Nam, Nt

- Tinh c6t Ti 1& (%) s thi sinh Dau, S6 thi sinh Rot; Ti 16 Nam, Nit
11. Bai tap 11-11
1./ Nhap dir li¢u bang dudi day

A | B | C p | E|F|lc|H]|]T] J
1 BANG TiNH DOANH THU DICH VU CHO THUE NHA
2] A Ma doan| Tén doan Y = Dlen;tICh (:n 2) y ;Doanl,l th:n
Chi ho o N Don gia dat| Tang | Lau | Lau | Lau Tang|Cac tang
3 duong dudng o A A
trét | 1 2 3 |trét lau

4 Nguyen Thi Kieu  |[HBTOl |Nguyén An Ninh| 17,500,000 120 271 300 258

S [Huynh Thi Cam Van HBT02 |Hai Ba Trung 14,000,000 200] 150 250, 169

6 Le Cong Trieu INQO1  |Hoa Binh 16,800,000| 100, 120] 86

7 {Tran Thanh Hiep INQO2 Truong Dinh 13,500,000 90| 257

8 Ly Yen Minh LTTOl |Trdn Hung Pao | 16,800,000 100

9 [Vo Viet Ngan LTT02 |Hoa Binh 13,500,000 110] 200] 335 387
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2./ Tinh cot Doanh Thu Tang trét = Dién tich Tang trét * Pon gia dat * Ti 1&
Trong d6: - Tilé =0.40% néu dién tich Tang trét > 60m>

- Ti 16 = 0.50% néu dién tich Tang trét > 40m>

- Ti1é = 0.75% néu dién tich Tang trét > 20m>

- Cac truong hop khac thi: Tilé =0.90%
3./ Tinh cot Doanh thu Cac tAng 1au theo qui dinh sau:
Doanh thu céc ting lau = Doanh thu lau 1 + Doanh thu lau 2 + Doanh thu lau 3
Trong d6: - Doanh thu lau 1 = Dién tich lau 1 * Pon gia * 60% * Ti 1¢

- Doanh thu 1iu 2 = Dién tich 1au 2 * Pon gia * 40% * Ti 1¢

- Doanh thu 1au 3 = Dién tich lau 3 * Pon gia * 30% * Ti 1¢

- Ti 1& duoc ap dung nhu ddi voi Dién tich Tang trét

12. Bai tap 11-12
1./ Nhap dir li¢u bang dudi day

A Bl c|Dp|E[F|G |H] 1] 1 [ L M N

1 BANG DIEM THI TOT NGHIEP
12| Hoc Diém thi tot nghiép Piém| Xép

Ho va Tén e . . xép | loai
3 i 16p | Van |Sinh |[Dia| St | Toan[Hoa loai | TN

12 oail .

4 Nguyén Thi Ai |Gioi | 9.0[ 10.0] 7.0[ 9.5 9.5/ 9.0
5 [Nguyén Hai An[Kha | 6.5 8.5 6.5 5 10/ 7.5 BANG THONG KE
6 Nguyén Thi An|Gioi | 8.5| 9.5/ 6.5 9.5 9.5/ 9.5 Xép loai T.N |S4 thi sinh | Ti 1& (%)
7 Nguyén Vin BaKha | 6.5 8 6.5 5 7.5 75 Gioi
8 Dao Van Bic [Kha | 7.5| 9 7.5 6.5 8.3 7 Kha
9 |Hb Thién Bao |[Kha | 6.5 4.5 5 4 575 TB
10[Lé Thi Bé TB 7 6 6 35 8565 Khéng TN

2./ Tinh cot Piém xép loai va 1am tron véi 2 s6 16 thap phan.
Piém xép loai = (Vian + Sinh + Pia + St + Toan + Ho4)/6
3./ Dién co Xép loai tot nghiép theo qui dinh nhu sau:
Loai Gioi: - Hoc luc 16p 12 dat loai Gidi
- Piém xép loai tot nghiép >=8
- Khong c6 mén nao diém <7
Loai Kha: - Hoc lyc 16p 12 dat tir loai Khé trd 1€n
- Piém xép loai tot nghiép >=6.5
- Khong ¢6 mén nao diém <6
Loai TB (Trung binh):
- Hoc luc 16p 12 dat tir loai TB tr¢ 1€n
- biém xép loai tot nghiép >=5
- Khong ¢6 mén nao bi diém =0
Khong TN: Céc truong hop con lai
4./ Thém cot Mén Thap Piém, Méon Cao Piém sau cot Xép loai T.N,
- Pién c6t Mén Théap Piém 13 mon hoc c6 diém thap nhat trong 6 mon hoc
- bién c6t Mén Cao Piém 1a mon hoc c6 diém Cao nhat trong 6 mon hoc

Goti y: stt dung ham CHOOSE va MATCH

5./ Tu két qua BANG THONG KE, Tinh S§ thi sinh va ti 1& (%) s6 thi sinh theo xép loai t6t nghiép.
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13. Bai tap 11-13
1./ Nhap dir li¢u bang dudi day

A B C D
1 BANG THUONG - PHU CAP CHI TIET
2 Quy Thuong: 300
3 Ty Gia: 15500
4 Ho va tén Manv | S6 ngay lam viéc Ngay sinh
5 |Nguyén Minh Trung B297BC 21908
6 [Nguyén Diém Kiéu B39HD 24971
7 |Tran Thi Lé Ha ASHD 25693
8 [Trdn Minh Tuin B125HD 25851
9 |Ly Thanh Hién B10HD 27541
10 [Nguyén Hoang Minh A150BC 24670
11 [Ty 1é NV Bién ché:
12 [Ty 1é NV Hop dong:

2./ Dinh dang cdt Ngay sinh theo dang dd/mm/yy.

3./ Thém vao sau cot Ngay sinh cac cot Tudi, Thuong 1, Thudng, Phu cip, Tong cong.

4./ Viét cong thirc dién dir liéu cho cot S6 Ngay Lam Viée (c6 dang sd), 1a cac ky tu sé trong Manv.

5./ Tinh Tudi = Nam hién hanh - Nam sinh.

6./ Tinh Thuwéng 1 = Tong s6 tuan 1am viée * 1.2 + S6 ngay 1¢ (dudi 1 tudn)*0.1.

7./ Tinh Thwéng: - Néu Thudng 1 > Thudng binh quan thi Thuéng = Thudng 1.

- Ngugc lai Thuong = Thudng binh quan.
Biét Thuong binh quan = Quy Thuong / Tong s6 nhan vién trong danh sach.

8./ Tinh Phu cap: véi nhitng ngudi c6 ho Nguyén va c6 2 ky tu bén phai cia Manv 1a BC hoic nhiing ngudi
c6 tén Kiéu va c6 ky tu bén trai cia Manv 1a A thi Phy cap = 20% s6 tién thuong. Nhitng ngudi khac
khong c6 Phy cip.

9./ Tinh Tong cong = (Thuong + Phu cap) * Ty gia. Dinh dang két qua theo dang: VND ### ## #.

10./ Thém cot Dién Giai vao sau cot Téng cong. Dién dir lidu cho ¢t Dién Giai theo dang CD - HTLD.

Trong d6: - CD (churc danh) 1a Lanh Pao néu ky tu bén trai cua Manv 1a A, nguoc lai 1a Nhan Vién.

- HTLD (Hinh thirc lao dong) 1a Bién ché néu 2 ky tu bén phai cia Manv 1a BC, nguoc lai 1a Hop dong.

Vi du: Nhan Vién - Bién ché; Lanh dao - Hop déng,

11./ Tai 6 B11 va B12, hay tinh ty 18 (%) nhan vién Bién ché va ty 1é nhan vién Hop ddng.
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14. Bai tap 11-14
1./ Nhap dir li¢u sau

A B C D E F G H I
1 | Mobi Fone
2 [Khéich hang: Nguyén Minh Trung
3 | Khu vuc: ‘1 ‘ |
4 CHIET TiNH PHi PIEN THOAI DI PONG THANG 3/2016
5 Ngay Goi di [S6 phut  [Vung dugc goi| Cude Noi | Cude Ngoai | Cude QT |T.Cong|Ghi cha
6 |01/03/2016| 10:30 10 2
7 103/03/2016| 7:20 11 1
8 |03/03/2016| 19:10 12 3
9 |04/03/2016| 23:50 12 1
10 | 05/03/2016| 23:45 4 4
11 | 05/03/2016| 2:40 15 4
12 | 07/03/2016| 9:20 5 2
13 | 05/03/2016| 20:10 6 1
14 | 05/03/2016| 18:22 9 4
15 | 04/03/2016| 2:03 8 2
16
17 Bang thong ké
18 Ving Sé tién
19 Noi vung
20 Ngoai vung
21 Quéc té

Ghi cha: - Néu Vung duogc goi 1a 4: goi Qudc té.
- Néu Vung duoc goi tring v6i khu vie ciia khach hang: goi ndi ving, nguoc lai: goi khac ving.
- Gio ban: tir sau 6 gio sang dén trudcl8 gio toi.
- Gio rdi: tir 18 gio tdi dén 6 gior sang.
2./ Tinh Cwéc Noi theo nhitng qui dinh sau:
- Néu goi khac vung hoac goi Quéc té thi Cude Noi =0.
- Nguoc lai Cude Noi = So phat* Don gia, Pon gia 1a 1800 néu goi vao gi¢r ban, 900 néu goi vao gis
roi.
3./ Tinh Cwéc Ngoai theo nhitng qui dinh sau:
- Néu goi trong ving hoic goi Qudc té thi Cudc Ngoai = 0.
- Nguoc lai Cudc Ngoai = S6 phut * Pon gia, Pon gia 1a 3600 néu goi vao gio ban, 1800 néu goi vao
gid rdi.
4./ Tinh Cwéec Qudce té (QT) theo nhitng qui dinh sau:
- Néu goi trong nuéc thi Cude Qubc té = 0.
- Nguoc lai Cudc Qubc té = S6 phit * Pon gia, trong 5 phut dau tién Pon gid 1a 10000, tir phut thir 6
tré di moi phut 1a 8000 vao gio ban, 5000 vao gio roi.
5./ Tinh ¢0t T.Cong = Cudc Noi + Cude Ngoai + Cude QT
6./ Cot Ghi chi c6 ndi dung theo truong hop:

Truwong hop Ghi chu
Goi trong vung | N§i vung
Goi khac ving | Ngoai vung
Goi di Quc t&¢ | Qudc té
7./ Trong Bang thdng ké, hiy thong ké cot tién T.Cong theo ving goi.
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15. Bai tap 11-15
1./ Nhap dir li¢u sau

A | B | Cc | D | E F | G| H
1 DANH SACH CONG CHUC
2 Ngay xét | 31/12/2009
3 Ho tén phai | Nedy | Nedylam | o . | Thoigian | Nehi | Nehi
sinh viéc lam vi€éc | huu | mat stc
4 | Nguyén Minh Trung | Nam | 12-02-45 | 10-04-76
5 | Nguyén Diém Kiéu Nu | 19-10-45 | 05-02-81
6 | Tran Thi Lé Ha Nu | 03-04-46 | 01-02-77
7 | Tran Minh Tuén Nam | 09-10-47 | 08-02-73
8 | Ding Thién Nam | 09-02-51 | 01-02-81
9 | Ha Thi Ngoc Nu | 13-02-51 | 11-01-82
10 | D3 Thi Kiéu Nu | 19-03-51 | 19-02-85
11 | Nguyen Thi Tram Nu | 13-02-51 | 24-12-93
12 | Nguyén Thi Ai Nu | 23-08-52 | 11-10-81
13 | Nguyén Hai An Nam | 13-02-52 | 11-04-91

2./ Tinh c6t Tudi dira vao cot Ngay sinh va Ngay xét cho trong 6 E2 va lam tron dén hang don vi. Biét rang

I ndm c6 365.25 ngay

3./ Tinh c0t Thoi gian lam viéc duya vao nam cua Ngay lam viéc va nam cua Ngay xét.

4./ Sir dung cong thirc dé dién chir “Nghi huu” vao cot Nghi huu voi diéu kién nghi huu nhu sau:

- P6i v6i Nam thi tudi >=60 va thoi gian lam viéc >=30

- Dbi voi Nit thi tudi >=55 va thoi gian lam viée >=25

5./ Nhing nguoi khong du diéu kién nghi huu thi 6 thé nghi theo dién rpét suc lao dong. Str dung cong
thire de ghi chir “Nghi MS” vao cdt Nghi mat sttc voi di€u kién nghi mat sttc nhu sau:

- B6i v6i Nam thi tudi >=60 va thoi gian 1am viée <30

- Dbi v6i Nit thi tudi >=55 va thoi gian lam viée <25
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16. Bai tap 11-16
1./ Nhap dir li¢u sau

A B C D E F G H I
1 BANG THONG KE
2 Loai h¢ | Tiéu thu | Thanh tién
3 A
4 B
5 C
6 D
7 Téng cong ty dién luc
8 So dién lyc Can Tho BANG KE TIEN PIEN
9
10 At Loai Chi s6 Tiéu S6 Kwh chiu don gia R
11 Tén khach h @' Ci | Mai thu 450 600 800 Thanh tién
12 | TrAn Thanh Phong A 50| 250
13 | Lé Nhu Khoa B 73| 155
14 | Nguyén Kim Dung C 85| 203
15 | Tran Tuan Diing A 60 | 145
16 | Hoang Lé Phuong D 105 | 301
17 | Nguyén Bach Chin B 215 | 429
18 | Bui Hong Chau C 124 | 321
19 | Téng Cong
20 | Binh Quan
21 | Cao Nhit
22 | Thap Nhép

2./ Tinh cot Tiéu Thu. Tiéu Thu = Chi S6 Méi— Chi Sb Ci.

3./ Pon Gia dién duoc tinh theo phuong phép lily tién timg phan nhu sau:

4./ Tinh cot Thanh tién

e 100 Kwh dau tinh dau tinh don gia 450 déng / Kwh.
» 50 Kwh ké tiép tinh don gia 600 dong / Kwh.

» S Kwh ké tiép nira tinh don gia 800 dong / Kwh.
Hay lap cong thirc dé tinh sé Kwh cho cac cot 450, 600, 800
Thi du:

Tiéu Thu S6 Kw Chiu Pon Gia
) 450 600 800
80 80 0 0
120 100 20 0
150 100 50 0
180 100 50 30

Thanh Tién = F12 * $F$11 + G12 * $G$11 + H12* $HS$11 ‘
5./ Tinh gia tri Tong Cong, Binh Quén, Cao Nhat, Thap Nhap cho hai ¢t Ti€u Thy va Thanh Tién.
6./ Thong ké tong SO Kwh Tiéu thu, Thanh tién theo Loai HO, két qua ghi vao BANG THONG KE.
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17. Bai tap 11-17
1./Nhéap dir liéu sau

A B C D E
1 | BANG DU KIEN THOI GIAN NGHI HUU VA TI LE HUONG LUONG HUU
) KHACH HANG N.SINH |PHAI Ng;;i:g n;iy‘m
3 |Nguyén Thi Thanh 06/11/54 |NU 09/01/77 06/11/14
4 | Nguyén Thi Ngoc 04/10/58 |NU 02/01/79 04/10/18
5 | Nguyén Tam Trung 20/02/57 09/06/78 20/02/17
6 | Tran Minh Tri 15/08/55 01/08/78 15/08/15
7 | Nguyén Thi Thu Cic 09/03/54 |NU 09/01/77 09/02/14
8 | Van Vian Sau 28/10/61 01/07/34 28/10/21

2./ Thém céc ¢t So nam dong BHXH, So thang dong BHXH, So nam dong BHXH lam tron, Ti le % huong
luong huu vao sau cot Ngay nghi huu

3./ Cho biét tong s6 ngay dong BHXH 1a (Ngay nghi huu - Ngay dong BHXH) va mot nim c6 365 ngay,
mot thang c¢6 30 ngay. Can clr vao cac cot Ngay dong BHXH, Ngay nghi huu dé tinh cac cot:

- S6 nam doéng BHXH: 1a phan nguyén clua (Tong sd ngay déng BHXH/365)
- S6 thang dong BHXH: la phan du cua (Tong s6 ngay déng BHXH va 365) chia cho 30 va lam
tron khong c6 sb 1é.
4./Tinh c6t S6 nam dong BHXH lam tron nhu sau:
- Néu S thang dong BHXH=0 thi: S6 nim déng BHXH lam tron=S6 nim déng BHXH
- Néu S thang dong BHXH > 0 va S6 thang dong BHXH<=6 thi:
S6 nam dong BHXH lam tron=S6 nam déng BHXH+0.5
- Néu S thang dong BHXH > 6 thi S6 nim dong BHXH lam tron=S6 nam dong BHXH+1
5./ Tinh c6t Ti I¢ % huong lvong huu dya vao cac cot S nam dong BHXH lam tron va Phai theo
qui dinh nhu sau: "Ti 18 % hudng lwong huu hang thang duoc tinh bang 45% tuong mg véi 15
nam déng bao hiém xa hoi, sau d6 ctr thém mdi naim déng bao hiém x4 hi thi tinh thém 2% dbi
v6i Nam va 3% ddi voi Nit; muc tdi da bang 75%"
18. Bai tap 11-18
1./ Nhap dit liéu bang dudi day

Al B|] ¢ | p| E | F |G| H I J K| L

1 Cong ty xuat khiu Nha Rong
Tong gia tri xuit khiu ndng sian nim 2000 Bang phu A

3 | Ngay hlzl/l:g l;lz“:;lng ((;{?é;;l)n So(tl;irlgng Tm:figla Mi  [Tén hang [Tong tri gia
416-02 |Ca04 205 Ca [Cafe
521-03 [Ba0l 800 Ba  [Bip
6 28-03 |Ca03 520 Tr  [Tra
7115-09 [Tr04 205 Bang phu B
8 25-11 |Ca02 720 Ma 01 02 03 (04
9 30-11 [Tr02 670 Gia |40 120 210 250

2./ Dua vao hai chir dau c6t M3 hang va bang A dé dién vao cot tén hang
3./ Duya vao hai chit cudi c6t Ma hang va bang B dé dién vao cot gia

4./ Tinh cot tong gia tri theo cong thirc: (SO luong * gia) * 105%

5./ Tinh tong gia tri cua Cafe, Tra, Bip trong bang phu A
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19. Bai tap 11-19
1./ Nhap dir li¢u bang dudi day

A B C D E F G H
1 |CONG TY TNHH 3A
2 [BANG LUONG THANG 4/2003
3

s . NGAY MA SO .
/ HO VA TEN CHUC VU CONG KT |CON PCKV | TAM UNG
5 | Nguyén Thanh Thuin TP 26 B 0| 20000
6 | Nguyén Ngoc Huynh PP 25 D 1| 20000
7 |Nguyén Tam Trung NV 24 C 2| 20000
8 | Tran Minh Tri KT 25 A 0| 20000 120000
9 |Nguyén Thi Thu Cuc GD 26 E 1| 20000
10| Van Vin Sau NV 25 B 41 20000
11| Nguyén Phuée Hoa NV 26] A 2| 20000
12| Vii Minh Tén BV 21 C 3| 20000 45000
13| Nguyén Thi Phiic PGD 23 B 1| 20000 125000
14| Nguyén Minh Tam TP 22| D 3| 20000
15| Nguyén Vin Tu PP 200 C 3| 20000
16
17 BANG HE SO CHUC VU
18 CHUC VU GD PGD TP PP KT NV BV
19 HE SO CHUC VU 60 55 50| 45 40 20 10
20
21 BANG MUC LUONG BANG KHEN HUONG
20 Chtic vu | Luong CB |Tong tién Ma KT |Tién KT SO nguoi
23 GD 650 A 300000
24 PGD 550 B 200000
25 TP 500 C 150000
26 PP 450 D 100000
27 KT 400 E 50000
28 NV 300
29 BV 250 ‘
2./ Thém vao sau cdt Tam ing céac cot: Luong, Tién An trua, PCGD, Tién KT, va Thuc linh.
3./ Tinh Lwong = Muc luong * Ngay cong * H¢ s6 chirc vu. Trong do: Murc luong duoc tim dua vao Bang

Muc Luong, HE s6 chirc vu dugc tim dya vao Bang H¢ s6 chure vu.

4./
5./

6./
7./

Tinh Tién An trwa = 15000 * Ngay cong. o
Tinh PCGD (Phu cap gia dinh) = S6 con * 10000, néu S6 con <=3.

= 15000, néu Sb con >3.

Tinh Tién KT (Khen thuéng) dwoc tinh dya vao Ma KT va Bang Khen Thuong.
Thuyc linh = Luvong + PCKV + Tién An trua + PCGD + Tién KT - Tam tng.

Trong Bang Mirc Lwong va Bang Khen Thudng, hiy théng ké tong Thuc linh theo timg chirc vu va tong sd

nguoi

theo Ma KT.
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20.

Bai tap 11-20

1./ Nhap dir li¢u bang dudi day
A B C D E F

1 BAO CAO DOANH THU

2 M3 Hang Tén Hang |S6 Lwong|Thanh Tién| Chuyén Ché Phai Tra

3 XL1 30

4 DS1 10

5 NS3 50

6 DLI 60

7 XS2 25

8 XS1 35

9 BANG TRA THONG TIN

10 |Ma Hang Hoa |Tén Hang Hoa| Gia Si GiaLé |Ma Chuyén Ché'| Phan Trim
Chuyén Ché

11 X Xing 3000 3300 2%

12 D Dau 2000 2200 5%

13 N Nhét 1000 1100 3 7%

14 X Xing 3000 3300

2./
3./

tu gitra trong Ma Hang quy dinh Gia L€ (L) hay Gia Si (S) cho tirng mat hang.

4./

loai mit hang thi dya vao ky tu cudi cia M3 Hang va tra theo Bang Tra Thong Tin

5./

21. Bai tap 11-21
1./ Nhap dir li¢u bang dudi day

Tinh Phai Tra = Thanh Tién + Chuyén Cho

Dién céc s6 liéu cho cot Tén Hang dya vao ky tu dau tién cia Ma Hang va Bang Tra Thong Tin
Tinh Thanh Tién= SO Luong * Pon Gia, bict rang Pon Gia dugc tim trong Bang Tra Thong Tin va ky

Tinh Chuyén Ché = Thanh Tién * Phan Tram Chuyén Chd, trong 6 Phan Trim Chuyén Ché cia timng

A B C D E
1 BANG DE NGHI KHEN THUONG CHONG MY CUU NUOC
2 Tir ngay 20/07/1954Pén ngay 30/04/1975
3 Ho va tén Poi twong| Nim cong tac | So6 nim chong My | Mirc khen thwéng
4  |Le Huu Thanh B 12/12/1965
5  |Hua Thi Kim Chi B 1/25/1956
6  |Pham Anh Tuyet B 5/26/1977
7  |Tran Bich Nga B 11/20/1960
8 |Lam Tri Phuong B 12/7/1969
9  |Pham Van Truong B 4/20/1972
10 BANG TRA CUU
11 SO NAM MUC KHEN THUONG |DIEN GIAI THEM
12 0 Khong xét Tir 0 dén dudi 5 nim
13 5 Huy chuong hang 2 Tir 5 nam dén dudi 7 nam
14 7 Huy chuong hang 1 Tir 7 ndm dén duéi 10 nam
15 10 Huén chuong hang 3 Tir 10 ndm dén dudi 15 nim
16 15 Huan chuong hang 2 Tir 15 ndm dén dudi 20 nim
17 20 Huan chuong hang 1 Tu 20 nam tr¢ 1én
2./ Tinh S nam chdng My dua vao Nam Céng Téc. Biét rang cudc khang chién chdng My duoc ké tir

ngay 20/07/54 dén ngay 30/04/75.

3./

Nhirng nguoi c6 Dbi Tuong 1a “A” do & ving chién tranh 4c 1iét nén dugc huong hé s6 qui d6i 1a 1.2

(ttc 1a S6 ndm chéng My * 1.2), con P6i Tugng 1a “B” thi khong duoc hé sé d6. Dua vao S6 nam
chong My, H¢ s0 qui do6i va Bang Tra ctru dé dién Mtrc Khen Thudng.
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22. Bai tap 11-22
1./ Nhap dir li¢u bang dudi day

A | B C D |E| F G |H I ;| k| L

1 I??gu g;:g }’(l;:g: Tén Xe| |Bang mi phan khdi Béang Tén Xe

2| S11 Ma PK | Phan Khéi Ma Hang H S Y

3| Y1l 10 100 Tén Hang | Honda | Suzuki | Yamaha

4| H12 11 110 Bang tén loai xe

5| S12 12 125 100 110 125

6| Y10 Honda Dream | Wave | Spacy

7| HI11 Suzuki S100 | Viva Fx

8 Y12 ‘ . ngaha Crypton| Sirius | Majesty
2./ Lap cong thuc dién dir liu cho cot Tén Hang, biét rang: Ky tu dau tién cua Ma Hi¢u la Ma Hang Xe

Lap cong thirc dién dit liéu cho cot phan phdi, biét ring 2 ky tu cudi cia M Hiéu la Ma Phan Phéi
Lap cong thuc lay dir liéu cho cdt tén xe (dung ham VLOOKUP va ham IF)
. Bai tap 11-23
Nhép dit liéu bang dudi day

A | B | C | b | E ¥ G H
1 THANH TOAN TIEN THUE PHONG
2 | MAPH | TEN | SONGUOI | NG.DEN NG.DI SO NGAY SO TUAN | NGAY LE
3 |101A Truong 3 03/30/96| 04/30/96
4 201B Ky 2 03/23/96| 04/01/96
S [303C Khang 3 02/20/96| 02/22/96
6 [104A Chién 4 03/20/96| 04/01/96
T [205A Nhat 5 03/24/96| 04/05/96
8 [306B Dinh 1 02/01/96| 03/01/96
9 TONG CONG
12 Bang gia tuan Bang gia ngay
13 | MAPH | PGI1 bG2 PG3 MAPH A B C
14 A $160 $135 $108 PG1 $24 $20 $16
15 B $135 $108 $80 PG2 $20 $16 $12
16 C $108 ) $80 $52 | DG3 16 $12 $8
2./ Tinh cdt SO NGAY: Néu NG.DI = NG.DEN thi bang 1, nguoc lai bang NG.DI -NG.DEN

[V NN}

Tinh ¢t SO TUAN va cot NGAY LE.
Thém sau cot NGAY LE cac ¢t sau: DG.TUAN, DG.NGAY, PHU THU, TH TIEN.
Tinh DG.TUAN dya vao 2 yéu sau: (ding ham VLOOKUP va ham IF)
- Loai phong l1a 1 ky tu bén phai cia MAPH.

- Vi tri cia phong (tang lau) 1a 1 ky ty bén trai cia MAPH.

6./

- Vi tri ciia phong (tang lau) 1a 1 ky tur bén trai caa MAPH.

Tinh gia tri PHU THU nhu sau:

- Néu SO NGUOI (sb ngudi) <=2 thi PHU THU =0
- Néu SONGUOI =3 thi PHU THU = (SO TUAN * DG.TUAN + NGAY LE * DG.NGAY ) * 10%
- NéuSONGUOI =4 thi PHU THU = (SO TUAN * DG.TUAN + NGAY LE * DG.NGAY) * 20%
- Néu SONGUOI =5 thi PHU THU = (SO TUAN * DG.TUAN + NGAY LE * DG.NGAY) * 30%

8./
9./

Tinh DG.NGAY dua vao 2 yéu sau: (ding ham HLOOKUP va ham MATCH)
- Loai phong la 1 ky ty bén phai cia MAPH.

Tinh 6t TH TIEN: TH TIEN = SO TUAN * DG.TUAN + NGAY LE * DG.NGAY + PHU THU
Tinh tong cong cot Phu Thu va Thanh Tién ghi vao dong Tong Cong.

Giéo trinh ing dung CNTT — Co ban

Trang 181




Chuong 11: Mot s6 ham trong Excel

24. Bai tap 11-24
1./ Nhap dir li¢u bang dudi day

A 'B|] ¢ | p|E|F]c]|] w | 1] J |kK[L|M
1 , BANG THANH TOAN TIEN DIEN
Ho va Tén Ma SoCii |So Moi| So S0 | Tién |Tién Ngoai| Thanh
2 H¢ Trong [Ngoai Trong bM Tién
PM | PM | PM
3 |Lé Thi Dung NN-B 97 97
4 [Tran Vin Pang |CB-C 28 28
5 |Phan Dinh Phing [CB-B 67 67
6 [Ho Thi Can CB-A 50 50
7 |Luu Van Lang  [ND-D 59 59
8 |Cao Nguyét Qué ND-C 10 10
9 Duong Minh ChauND-A 51 51
10/Dao Cim Ta KD-D 25 25
11Ngo Cong Bang [KD-C 98 98
12|Lé Phuong Nam |[KD-A 12 12
13/Trin Ha Trung ~ [SX-A 60 60
BANG DPON GIA PIEN BANG PINH MUC (Kwh)
A B C | D NN | CB |ND|KD|SX
NN 250 200 | 175 | 150 A 150 | 100 | 80 | 80 [120
CB 350 300 | 275 | 250 B 160 | 120 |120] 90 |140
ND 450 400 | 375 | 350 C 180 | 150 |150]100(180
KD 650 600 | 575 | 550 D 200 | 175 |175]120(220

SX 550 500 | 475 | 450

Bang Thong Ké Theo Loai H) Bing Thong Ké Theo Khu Vue

Mia | LoaiH) | S6 | Téng Mia S6| LoaiHo | S6 | Tong
So Lugng| Thanh Lugng| Thanh
Tién Tién
INN |[Nha nudc A 'Vung siu
CB |Can b0 B INgoai thanh
ND |[Nhén dan C INGi thanh
KD [Kinh doanh D Uu tién

Chu y: Ma Ho: Trong d6 2 ky tu du chi loai ho, ky tu cudi chi khu vuc dang ky

2./ Tinh 86 trong dinh mirc = S6 md&i - SO cli néu (s6 moi - SO cii) < Pinh mure, nguoc lai thi lay dinh muc

tra trong bang dinh murc

3./ Tinh sb ngoai dinh mtrc. Néu (S6 M6i -S6 Cit) khong vuot dinh mute S6 Ngoai Pinh Mirc =0, Nguoc

lai S6 Ngoai Pinh Mirc = (S5 Md¢i -Sé Cii) - Pinh Mtc
4./ Tién Trong Pinh Mirc = S6 Trong Pinh Mtc * Pon Gia.
Don Gia tim trong Bang don gia dién
5./ Tién Ngoai Pinh Mirc = S6 Ngoai Pinh Muac*Pon Gia *1.5 .
Don Gia tim trong Bang don gia dién
6./ Thanh Tién = Tién Trong Pinh Mirc + Tién Ngoai Pinh Mirc
7./ Trong bang Bang Thong Ké Theo Loai Ho. Tinh tong & lugng va tong thanh tién theo loai ho
8./ Trong bang Bang Thong Ké Theo Khu Vuec. Tinh tong s6 luong va tong thanh tién theo khu vurc.
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25. Bai tap 11-25
1./ Nhap dir li¢u bang dudi day

A B C D E | F | G
1 BANG TINH GIA TRI HANG NHAP
2
3 Ma HD 1;%3;' Ten Hang LuS:ng Thanh Tien | Thue Tong Cong
4 K071 15/01/16 | Vai Kate 120 780000
5 S052 16/01/16 | Vai Silk 200 6000000
6 T041 17/02/16 | Vai Tole 150 1725000
7 K032 18/03/16 | Vai Kate 180 1260000
8 G062 19/01/16 | Gam T.Hai 250 18750000
9 X061 10/05/16 | Vai Xo 140 420000
10 S042 21/01/16 | Vai Silk 180 5400000
11 G022 20/06/16 | Gam T.Hai 100 7500000
12 BANG TEN HANG - DON GIA BANG THUE SUAT
13 Ten Hang DON GIA Thang | Thue Suat Dien Giai
14 Loai 1 Loai 2 1 1.20% | Tu thang 1 den thang 3
15 Vai Kate 6500 7000 4 1.50% | Tu thang 4 den thang 6
16 | Gam T.Hai 74500 75000 7 1.80% | Tu thang 7 den thang 9
17 | Vai Tole 11500 12000 10 2.00% | Tuthang 10 den thang 12
18 | Vai Silk 29500 30000
19 | Vai Xo 3000 3500

2./ Tinh c¢gt Thanh Tien: Thanh Tien = So Luong * Don Gia

Trong d6, Don Gia dugc tinh dya vao Ten Hang va BANG TEN HANG - DON GIA, néu ky tu cudi cla
Ma HD 14 1 thi 14y don gia Loai 1, nguoc lai 14y don gia Loai 2.

3./ Tinh Thue: Thue = Thanh Tien*Thue Suat

Trong do, Thue Suat dugc tinh dya vao thang mua hang va BANG THUE SUAT.

4./ Tinh ¢t Tong Cong: Tong Cong = Thanh Tien + Thue

26. Bai tap 11-26

1./ Nhap dir li¢u bang dudi day

Al B | ¢c | p | E |[F| G |H|1/]| J
1 SO THUE BANG VIDEO
2 Tén Ma Ngay Ngay SN ) DPon .
STT | khach khach thué tra thué | Thé loai | Loai | gia Tién tra
3 1 | Chau CAI1TB | 09/05/03 | 11/05/03
4 2 | Hong NB2SL | 08/05/03 | 09/05/03
5 3 | Hing HB9SB | 10/05/03 | 13/05/03
6 4 | Liéu VB7TB | 11/05/03 | 12/05/03
7 5 | Mai TA2SL | 10/05/03 | 12/05/03
8 6 | Thuy CA4SB | 11/05/03 | 13/05/03
9 7 | Van NASTL | 20/05/03 | 22/05/03
10 BANG GIA
11 . Bang Bang
Ma | The loai goc sao
12 |C | Cailuong 2500 2000
13 [N | Canhac 3000 2500
14 | T Tinh cam 2000 1500
15| H |Hinhsu 2500 2000
16 | V| V5 thuat 3000 2500
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2./ Tinh S& ngay thué (SN thué) = ngdy tra - ngay thué
3./ Pién Thé loai can cr theo ki tu dau cia Ma khach.
4./ Pién vao cot Loai, can cir theo ki ty cudi cuia Ma Khach, biét L 1a “phim 16”, con B 1a “phim Bo”
5./ Tinh Pon gia can ctr theo Ma khach va bang gia. Néu ki tu thtr 2 ctia M khach 1a A thi 13 bang gbc, B
la bang sao
6./ Tinh Tién tra = s bang thué * s ngay thué * don gia
Trong do:
- SO bang thué 1a ki ty thir 3 cia Ma khach doi thanh tri s6.
- Néu khach tra tién trudc (ki tu the tu trong ma khach 1a chit T) va c6 sd bang thué 16n hon 1 thi ké tir
ngay thir 2 khach duoc giam 50% gia tién mdi bang.
- Néu khach c6 sd ngay thué 16n hon 1 nhung tra sau (ki ty thr tu trong mé khach 1a chir S) thi ké tir ngay
thir 2 khach duoc giam 20% gia tién mdi bang
7./ Pinh dang cot tién tra theo dang Curency (VND) va khong c6 sb 1é.

27. Bai tap 11-27
1./ Nhap dir li¢u bang dudi day

A |B| c | p | E lrF|l ¢ | w | 1 | J
1 BANG THANH TOAN TIEN GIANG DAY
2 NAM HOC 1995-1996
3 Ho tén Mai | Thuc Ma Gio Mién giam Givo Thanh tién
4 Cinbd GV | loai | giang [ CV chuin };‘ gsl‘(’r vuot T]T)‘l’\'l'g Vugt PM
5 Tran Thanh Ha A 290 | TKH
6 Nguyen Van Nam B 200
7 | Le Thi Ngo C 350 | PKH
8 Bui Van Bang D 250
9 Tran Van Kiet B 350 | TBM
10 | Nguyen Huu Hoa A 200
11 | Nguyen Van An C 300 | PBM
12 | Tran Thi Suu C 315
13 | Hoang Kim Thanh | D 450
14 | Nguyen Nam An C 410
15 | Hoang Dai Loan A 300 | TBM
16 | Tran Nha Phuong C 315
17 | Le Tron Trot B 180
18 | Nguyen Thi Ti C 150 | BTH
19 | Nguyen Van Ti A 120 | CCD
20 | Tran Hong Hoi B 315
21 | Nguyen Thi Meo C 230
22 | Nguyen Thi Teo D 180 | GVU
23 TI LE MIEN GIO BANG GIO CHUAN, DON GIA/1GIO
24 MACV TILE LOAI | GIOCHUAN | DONGIA | TONGCONG
25 BTH 20% A 280 18000
26 PBM 25% D 220 12000
27 PKH 40% B 260 14000
28 TBM 30% C 240 | 16000
29 TKH 50%
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2./ Tinh ¢t Gio Chuan dya vao Ma Loai va BANG GIO CHUAN.,
3./ Tinh cot Ti Lé Mién Giam dwa vao MACV ctia BANG TI LE MIEN GIO (Nhimg ngudi c6 MACV 1a

“CCD” hodc “GVU” hoac khong c6 MACYV thi khong tinh).
4./ Tinh cot S6 Gid Mién Giam: S6 Gio Mién Giam = Gid' Chuan * Ti Lé Mién Giam
5./ Tinh c0t Gio Vuot nhu sau:

Néu (Thyuc Giang + S6 Gid Mién Giam) > Gio Chuan thi:

Gio Vuot = (Thuc Giang + S6 Gio Mién Giam) - Gid Chuan

Nguoc lai: Gio Vuot =0
6./ Tinh cot Thanh Tién Trong DM nhu sau:
Néu (Thyc Giang + S6 Gid Mién Giam) > Gio Chuan thi:
Thanh Tién Trong DM = Gid Chuan * Pon Gia
Nguoc lai: Thanh Tién Trong DM = (Thuc Giang + S6 Gio Mién Giam) * Pon Gia
7./ Tinh c6t Thanh Tién Vuot DM
Thanh Tién Vuot DM = Gid Vuot * Pon Gia * 1.5 (chi tinh cho nhimg ngudi c¢6 Gid Vuot > 0)
8./ Thém cot Tong Cong & bén phai cot Thanh Tién va tinh nhu sau:
Toéng Cong = Thanh Tién Trong DM + Thanh Tién Vugt DM |

9./ Pinh dang cot Ti Lé Mién Giam theo dang Percent (%), cac cOt Thanh Tién, Téng Cong theo dang c6

dau phan cach hang nghin, khong c6 s6 16 thap phén.
10./ Tong hop cot Tong Cong theo timg Mi Loai trong bang BANG GIO CHUAN, DON GIA/1GIO
28. Bai tap 11-28
1./ Nhép dir liéu bang dudi day

A B | ¢ | p | E| F | G H| 1]
1 BANG NHAP XUAT HANG HOA ‘
2 | STT Ma hang Tén So Don | Tién Thanh tién
hang | luong | gid | giam
ban

3 1 | T-240VNSA
4 2 | MG-032THAILG
S 3 | MAS-101CHILG
6 4 | T-105TAWLG
7 5 | MG-220SNGSA
8 6 | T-090CHISA
9 7 | MQP-025THAISA
10 | 8 | D-200THAILG
11| 9 | MQP-050VNLG
12| 10 | D-057VNSA
13| 11 | D-103SNGTO
14| 12 | MG-110FRSA
15| 13 | MAS-104FRTO
16 | 14 | D-116CHILG
17
18 Hang SX Doanh muc hang
19 Ma 7

Ma | SA LG |TO SP San pham SA | LG | TO
20 | Tén

hang | Samsung LG | Toshiba T Tivi 125 | 140 | 135

SX
21 D DiudiaDVD | 30| 33| 32
22 MQP | May quay phim | 150 | 160 | 155
23 MG | May giat 2251 250 | 230
24 MAS | May anh KTS | 115 | 225 | 120
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Ch y: - Cdc ki tw chit bén trdi cia Ma hang 13 Ma san pham
- Hai ki tw cuéi bén phdi cia Ma hang 1a M hang

2./ Dya vao mi hang, bang danh muc hang va bang hing san xuét 1ap cong thirc cho ¢t Tén hang (vi du:
T-240SA c6 tén hang la tivi Samsung, MG-110SA 1a may giat Samsung)

3./ Hay lap cong thirc cho cot S6 lugng ban, biét s6 lwong ban 1a 3 ki ty sé trong M3 hang.

4./ Dya vao ma hang va bang danh myc hang hay 1ap cong thirc cho cot Pon gia

5./ Tinh cot Tién giam: Tién giam = sd luong * don gia*% giam.
Biét rang: giam 5% cho nhitng san pham c6 sé luong ban >100, 3% cho nhiing san phdm c6 s6 lugng
ban >50, nguoc lai khong giam.

6./ Thanh tién = s luong * don gia - tién giam.

29. Bai tap 11-29
1./ Nhap dir li¢u bang dudi day

A B C D E F G
1 ] SO oy NGAY NGAY . | TRONG TAI
SOXE || yong | DO TRINH |4, PEN DONGIA | -Ho pHEP
2 | 50A-1667 7 | DALAT 12/10/97 | 13/10/97
3 | 50B-1234 12 | NHATRANG | 05/10/97 |  05/10/97
4 |51A-8977 3 | HUE 10/12/97 | 11/12/97
5 | 52A-999 10 | HANOI 08/05/97 |  08/05/97
6 | 53B-8888 5 | HANOI 09/07/97 |  25/07/97
7 | 50B-7777 3 | DALAT 20/09/97 | 25/09/97
8 | 51A-6666 7 | KIENGIANG | 26/07/97 |  27/07/97
9 | 52A-5555 4 | CANTHO 27/05/97 | 30/05/97
10 | 51B-4444 6 | CANTHO 10/06/97 | 12/06/97
11 | 53B-3333 10 | KIENGIANG | 05/05/97 |  15/05/97
12 | 53A-2222 4 | HUE 09/09/97 |  15/09/97
13
14
15 BANG DPON GIA VA THOI GIAN QUY PINH
16 | LO TRINH | DALAT | NHATRANG | HUE HANOI CANTHO | KIENGIANG
17 | PON GIA A 15000 18500 40000 120000 8000 24000
18 | PON GIA B 13000 17800 37000 103000 7500 21000
19 | THOI GIAN 3 4 6 8 3 5
20
21| BANG QUY PINH TRONG TAI CHO MOI BANG THONG KE THEO
LOAI XE LOQ TRINH
22 TRONG TONG A - -
LOAI XE TAIL PON VI TIEN LO TRINH | SO CHUYEN
23 50 4 | sao mai HANOI
24 51 8 | dong nai NHATRANG
25 52 12 | bén thanh HUE
26 53 10 | tiger beer DALAT
27 CON LAI

2./ Tinh Pon gia dya vao Lo trinh va BANG DPON GIA VA THOI GIAN QUY PINH, véi s6 xe chira ky
tu A thi 1dy Pon gia A, nguoc lai iy Pon gia B.

3./ Dién dit liéu cot Trong Tai Cho Phép dua vao sb xe va Bang Quy Pinh Trong Tai Cho Mbi Loai Xe.

4./ Thém vao sau cdt Trong Tai Cho Phép cac cot: Cude Phi, Pon Vi Thuc Hién, Thoi gian di, Thudng,
Tong Tién.

5./ Tinh cot Cwée Phi = Sb luong * Pon gia.
Trong d6: Pon gia 1a nguyén gia néu Sé luong khong vuot Trong Tai Cho Phép. Nguoc lai thi Pon gia
1a 105% nguyén gia.

6./ Dién dir liéu cot Pon Vi Thue Hién theo dang ky tu dau cia mbi tir 14 chit in, con lai 14 chir thuong.
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7./ Tinh cot Thoi gian di = Ngay dén - Ngay di, nhung néu Ngay di = Ngay dén thi Thoi gian di= 1.

8./ Tinh cot Thwéng: Néu Thoi gian di khong vuot Thoi gian quy dinh (duoc cho trong Bang Pon Gia Va
Thoi Gian Quy Dinh) thi dugc thudng 5% Cudc Phi. Nguoc lai khong dugce thudng.

9./ Tinh c6t Téng Tién = Cudc Phi + Thudng.

10./ Trong Bang Quy Dinh Trong Tai Cho Mdi Loai Xe, hdy thong ké Tong tién theo timg loai trong tai.

11./ Trong Bang Théng Ké Theo Lo Trinh, hiy thong ké S6 chuyén cho mdi 16 trinh.

30. Bai tap 11-30

1./ Nhap dir liéu bang dudi day

A B | C | p | E | F | G |H]| 1
1 BANG DIEM CHUAN
2 Diém chudn
3 Ma Nganh Tén Nganh N4 N3 N2 N1
4 101 SP. Toan - Ly 22.5 21.5 | 20.5 | 19.5
5 102 Dien tu - Tin Hoc | 20.5 19.5 18.5 | 17.5
6 103 Toan Tin 19.5 18.5 17.5 | 16.5
7 104 Y - Nha - Duoc 17.5 16.5 155 | 14.5
8 301 Thuy San 19.5 18.5 17.5 | 16.5
9 309 CN Sinh hoc 20.0 19.0 18.0 | 17.0
10 202 SP. Hoa - Sinh 22.0 21.0 | 20.0 | 19.0
11 601 Trong Trot 24.5 23.5 22.5 | 21.5
12 751 SP.Anh Va171 21.5 20.5 19.5 | 18.5
13 KET QUA THI TUYEN
14 S(;’a'r’l’l‘l" Ho tén Péi twgng nggflh N;;'I:h Nhém | Todn | Ly | Hod
15| TC001 | Hoang Thuc Phuong 202 N1 85 |55] 6.5
16| HB002 | Nguyen Thanh Phong 102 N2 40 140 5.0
17| TC003 | Huynh Tuan Ngoc 103 N3 7.5 |50 55
18] CA004 | Le Nhu Khoa 104 N4 80 7.0 0.0
19 LB005 | Nguyen Van Thuan 202 N1 55 |50 45
20| TAO06 | Tran Thanh Phong 101 N2 6.0 |75 7.0
21| LCO07 | Tran Tuan Dung 102 N3 45 |125] 3.0
22| HC008 | Nguyen Bach Chin 103 N4 30 |25 2.0
23| CB009 | Dinh Hoang Hoa 104 N1 90 |75 8.0
24| CC010 | Le Minh Thuy 202 N2 6.5 |40 35

2./ Dién cot Tén Nganh dya vao cot Ma nganh va BANG PIEM CHUAN
3./ Dung cong thic dé dién cot Dbi tuong 1a ky tu thtr hai ciia S6 bao danh
4./ Tinh cot Piém thi nhu sau:
- Néu ky tu dau tién ciia SO bao danh 13 "T" hodc "C" thi: Diém thi = Toan * 2 + Ly + Hoa
- Néu ky tur dau tién cua SO bao danh 1 "L" thi: Diém thi = Toan + Ly * 2 + Hoa
- Néu ky ty dau tién ciia SO bao danh 13 "H" thi: Diém thi = Toan + Ly + Hoa * 2
5./ Tinh c6t Biém xét tuyén nhu sau: Piém xét tuyén = Diém thi + Diém wu tién
Trong d6: - Piém wu tién = 2, néu Dbi twong 1a "A"
- Piém wu tién = 1, néu Dbi tuong l1a "B"
- Cac trudng hop khéc thi diém uu tién =0 ) )
6./ Cian cit vao cac cot Tén Nganh, Nhom, Diém xét tuyén va BANG DIEM CHUAN dé dién cot Két qua
nhu sau: - Két qua = "Pau", néu Diém xét tuyén >= Diém chuin va diém cta cac mén thi > 0
- Két qua = "R6t", néu diéu kién trén khong thoa man.
7./ Dung cong thirc dé ghi "Thi khoa" vao cot Thu Khoa cho thi sinh c¢6 Diém xét tuyén cao nhat va Két
qua la "bau"
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8./ Dién c6t Mon Thap Djém la mon hoc cé djém thap nhét trong 3 mon thi (goi y CHOOSE, MATCH)
9./ Bién cdt Mon Cao Di€m la mon hoc c6 diém Cao nhat trong 3 mon thi.

31. Bai tap 11-31

1./ Nhéap dix liéu bang dudi day

A B C D E F G H
1 BANG DON GIA
& M3 hang Tén hang Loail | Loai2 Tt':::h
3 G Sach giao khoa 4,500 4,000
4 H Ho so cac loai 800 600
5 K Sach k¥ thuat 10,000 9,000
6 S Sach huéng dan 8,000 7,500
7 T Trqyén tranh 2,000 1,800

thiéu nhi

8 \ V& Vinh Tién 1,600 1,400
9
10 BANG PHAN TRAM PHU THU
11 Ky hiéu D F L X
12 % phi phu thu | 0.10% | 0.30% 0.12% | 1.10%
13 | Céng ty phdt hanh sdch BANG THANH TOAN TIEN SACH
14 NHA SACH KHAI TRI
15
16 Thanh | Phu | Tong

Phiéu XK | SO0 lugng Tén hang Loai Don gia tidn thu chne

17 | VO7X1 300
18 | VO7L2 200
19 | T97D1 75
20 | G97F2 450
21 | S97F2 30
22 | H97D1 350
23 | T97X1 190
24 | S97L2 20
25 | K97X2 360
26 | K97D1 320
27 | V9T7L2 240
28 | T97D1 50
29 | G97F2 500
30 | S97F2 20
2./ Dién cot Loai 1a ky tu cudi cing ciia Bhiéu XK. ) i ’
3./ Di@n cot Tén Hang dya vao 1 ky tu fiéu tién cua Phjéu XK va BANG DON GIA.
4./ Dién cot Pon Gia dwa vao 1 ky tu dau tién cua Phiéu XK va BANG DON GIA. ’

Biét rang: Néu ky tur cudi cia Phiéu XK la “1” thi lay gia Loai 1, Nguoc lai thi lay gia Loai 2.
5./ Tinh c¢0t Thanh Tién

Thanh Tién = S6 Luong * Pon Gia.

6./ Tinh cot Phu Thu

Phy Thu = Thanh Tién * % Phi Phu Thu , q ‘ )

Trong d6 % Phi Phu Thu dugc tinh dua vao ky tu thi 4 cua Phieu XK va BANG PHAN TRAM PHU

THU
7./ Tinh cot Tong cong: Tong cong = Thanh Tién + Phy Thu ’ . 7
8./ Dung ham SUMIF d¢ tinh ¢t Thanh Tién theo Tén Hang, két qua ghi vao cot Thanh Tién cua BANG

bBON GIA
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32. Bai tap 11-32
1./ Nhap dir liéu bang dudi day

A B C D E F G H
1 CUA HANG BACH HOA TONG HOP
2
3 STT Hl}ﬁ/lgG NGAY NHAP HTng LU,S(;)NG PON GIA | THUE TEI%;H
4 | 1 |2A199 05/01/04
5 | 2 | 1F1506 05/05/04
6 | 3 |1A90 5/14/2004
7 | 4 |2B9090 05/02/04
8 | 5 |1B3555 5/19/2004
9 | 6 |2F2406 05/10/04
10 | 7 | 1C3000 05/12/04
11| 8 [2DI212 5/17/2004
12| 9 |1C17 5/16/2004
13 | 10 | 1F9951 05/07/04
14 | 11 | 1A124 05/11/04
15| 12 | 2F1550 5/19/2004
16
17 BANG THAM CHIEU
R
13 Lo%i Ma Tén hang Don gia | Don gia T];:);:lgh
hang 1 2 A
Tién
19 A Muyc HP 120000 | 100000
20 B RAM 128 MB 300000 | 250000
21 C Hardisk 40GB 990000 | 910000
22 D CD ROM LG 500000 | 450000
23 F Vin phong phdm | 250000 | 200000

2./ Dién dir liéu cho cot Tén Hang dwa vao ky tu thir 2 cuia Ma hang va Bang tham chiéu.
3./ Dién dir liéu cho cot SO lugng (dang s0), 1a cac ki s6 bén phai cia Ma hang.
4./ Tinh Pon gia dga vao Ma hang va Bang tham chi€u. Lay Pon gia 1 néu ki tu dau cua Ma hangla 1,

ldy Pon gia 2 néu ki ty diu cia M3 hang 13 2.

5./ Tinh Thué = 5% ddi v6i nhitng mdt hang Vin phong pham.
= 10% dbi voi tat ca nhitng mat hang khéc.
6./ Tinh Thanh tién = S6 Luong * Pon gia *(1 + Thué)

7./ Trong Bang tham chiéu, hiy thong ké Tong thanh tién theo timg mit hang.
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33. Bai tap 11-33

1./ Nhap dir liéu bang dudi day

A B c D E F | 6 | H
1 BANG KE CHI TIET MAT HANG MAY MAC
2 o M3 HD Tén S0 PonGid | ThanhTien | O2M | Tong
Hang Luwong Gia Tién
3 1 | AT1-001 95
4 2 | QJ2-002 105
5 3 | QK1-003 285
6 4 | AT2-004 50
7 5 | SM1-005 85
8 6 | AT2-006 100
9 7 | QJ1-007 75
10 8 | QJ2-008 35
11 9 | AT1-009 55
12 | 10| SM2-010 140
13 | 11| QK1-011 20
14 | 12 | SM2-012 60
15
16 BANG TEN HANG - PON GIA
17 M3 Hang AT SM QK QJ
18 Tén Hang Ao thun | So mi Quan Kaki Quan Jean
19 DG - Loai 1 80000 | 105000 160000 220000
20 DG - Loai 2 45000 | 75000 90000 125000
21
22 BANG THONG KE DOANH THU
23 M3 Hang AT SM QK QJ
24 Téng Tién

2./ Lap cong thuc cho cot Tén Hang, biét rang 2 ky tu ddu cia Ma HD 1a M4 hang va tim trong bang
BANG TEN HANG - PONGIA
3./ Lap cong thirc cho cot Pon Gia, biét rang néu ky tu thir 3 cua Ma HD 1a 1 thi d6 1a hang loai 1, con

néu 14 2 thi d6 12 hang loai 2

4./ Tinh c6t Thanh tién = S6 Luong * Pon Gia

5./ Tinh c0t Giam Gia sao cho:

Néu 50 lwong >= 150 thi Giam gid = 50% * Thanh tién
Néu s6 lugng >= 100 thi Giam gia = 30% * Thanh tién
Néu so lugng >= 50 thi Giam gia = 15% * Thanh tién

Nguoc lai khong giam gia

6./ Tinh cot Tong Tién = Thanh tién - Gidm Gia
7./ Trong Bang Thong Ké Doanh Thu, tinh tong tién cho tung loai Ma hang
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CHUONG 12: BIEU PO TRONG EXCEL

Khi ban can trinh bay dit liéu ciia bang tinh dén nguoi khac thi viéc hién thi cic su kién va con s6 dudi dang
biéu dd rat c6 ¥ nghia. Biéu do cho phép biéu dién sy trong quan cua dir liéu trong bang tinh trén phuong
dién dd hoa, bién dbi cac hang, cot thong tin thanh nhimng hinh anh c6 y nghia. Biéu d gitip ban so sanh sb
liéu trong bang tinh mot cach tryc quan, tranh viéc phai doc cac s6 liéu chi chit trén bang, tién doan duoc su
phat trién cta dit liéu mo ta trong bang, lam cho bang tré nén sinh dong va thuyét phuc hon.

12.1 Cic loai biéu dd

C6 3 loai biéu do thuong gip 1a biéu d6 dang cot (Column), dang dudng thing (Line) va dang banh (Pie).
Ttr 3 dang nay Excel trién khai thanh 14 loai biéu d6 chuan (Standard types) va 20 kiéu biéu d6 tuy chon
(Customize types) c6 thé dung dé biéu dién s6 lidu trong bang tinh thanh nhiéu cach nhin khac nhau tiy theo
yéu cau ciia nguoi dung.

Céc loai biéu d6 chuan trong Excel va cong dung co ban cua moi loai

Biéu twong | Loai biéu do Chirc nang

[M Column So sanh cac loai dir liéu v&i nhau theo chiéu doc.

E Bar So sanh cac loai dit liéu v6i nhau theo chiéu ngang.

Iﬁ Line Cho xem su thay ddi dit liéu trong mdt giai doan.

O Pie So sanh ty 1& ctia cac thanh phan trong mot tong thé.
XY (Scatter) Mo ta quan hé gitra hai loai dir li¢u li€n quan.

Area Nhéan manh tim quan trong twong ddi cua cac gia trj qua mot giai
‘ doan.
So sanh cac phan véi tong thé trong mot hodc nhiéu pham tru dir liéu
Doughnut S U
o (Bi€u do Pie c6 mot 10 ¢ gitra).
Rada Chi ra cac thay ddi trong dit liéu hodc tan sb dit liéu twong ddi véi
'y tam diém.
Tao vét cac thay doi trong hai bién s khi bién s6 thi ba (nhu thoi
Surface . 2. otn AL aX A
gian) thay doi, 1a mot do hoa 3 chicu.
.: Buble Hi¢n sang cac chum gia tri, tuong tu nhu dd hoa Scatter.
L
H_" Stock Két hop dd hoa Line va dd hoa Column. Puoc thiét ké dic biét dé tao
vet gid co phicu.
. Str dung mot hinh try dé trinh bay cac dit li¢u dd hoa Bar hay dd hoa
Cylinder
Column.
‘ Cone Nhan manh céc dinh cta dit liéu, 1a d hoa Bar hay dd hoa Column.
. Nhan manh céc dinh cua dit liéu trong cac dd hoa Bar hay Column,
Pyramid A
tuong tu do hoa Cone.
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12.2 Cic thanh phén ciia biéu do

Hinh 12.1 sau day trinh bay cac thanh phan cua bié

A
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Hinh 12.1 Céc thanh phan cua biéu db

Chart Area: Vung nén biéu do.
Chart Title: Ti€u dé€ cua biéu do.

Vung gia tri trén truc Y.
Value (Y) axis: Tiéu dé truc Y.
Géc toa do O.
10 Gridlines: vung ludi.

11. Day s6 liéu dugc minh hga trong biéu 516. o
12. Legend: chu giai, dung dé mo ta day so li€u trong bi€u do.

12.3 Cac buée dung biéu dd
12.3.1 Chuén bi dit liéu cho biéu do

Mot biéu dd trong Excel dugc tao ra tir dir li¢u trong bang tinh hién hanh. Vi vay trude khi xay dung biéu d6
ban can tao bang tinh chira cac dir li¢u can thiét béng cach nhap dir liu tryc tiép hodc str dung cac ham Excel
dé tinh. Vi du nhu s6 liu trong bang THONG KE SO LUONG SINH VIEN theo timg ndm hoc, hay dit liéu
cho cac PO THI TOAN HOQC dudi day:

Category (X) axis labels: Vung gia tri trén tryc X.
Category (X) axis : Ti€u dé tryc X.

A B | ¢ | b E| F G H
1 | THONG KE SO LUQNG SINH VIEN PO THI TOAN HOC
2
3 | NAM | TIN HOC |PIEN TU| CAO DPANG X | Y1=2x>-6| Yo=x+7
4 | 1992 100 54 0 -4 26 3
5 | 1993 154 53 45 -3 12 4
6 | 1994 96 38 60 -2 2 5
7 | 1995 145 78 80 -1 -4 6
8 | 1996 166 93 128 0 -6 7
9 | 1997 173 75 160 1 -4 8
10 | 1998 154 94 245 2 2 9
11 |Cong:| 988 485 718 3 12 10
12 4 26 11
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Yéu cau:

a. Dung biéu do dang cot dé biéu dién sb lugng sinh vién cac nganh theo tirng nim hoc.

b. Dung biéu d6 Pie d€ so sanh tong so sinh vién ctia 3 nganh tir nam 92-98.

c. Dung biéu do XY(Scatter) dé v& do thi cho cac ham so Y1=2x>-6 va Y>=x+7 trén ciing mot hé truc
toa do XY.

12.3.2 Cac thao tac tao biéu do
Vi du: Thyc hién yéu cau (a): biéu dién sb luong sinh vién cac nganh theo ting nam.

. Cach thuc hién:

- Goi hop thoai Insert Chart | Chon nhém biéu dd I
Cach 1: Chon 1énh Insert/ Recommended \ T Bl < |
= - & - 5 s Recommended Charts Chits
1?2 | ol = |
- e ol IR Lon ey Recent o I
Reco&mr:nded 'i . E B b PivotChart Templates Mﬂj mﬂ U:E Jﬂlm} |@Bl @lﬂl [ﬂ‘ﬂﬂ]
arks : T Inl  Column
Charts Charts [ , hoaC |i L Clustered Column
chon nhanh loai biéu d6 co6 nut dai dién trén % """ : o
nhom Charts (hinh 12.2) M e I I I I | | l I i I i
|_ XY (Scatter)
Cach 2: Click chudt vao thanh cong cu | i ses b h I“ F ﬁ
Quick Analysis/ chon Charts/ chon More | £ **=
ChartS [ﬂﬂ[ Combo ¥
- Chon nhém biéu db thé hién dit liéu 3 |§ ||| will ||| Chon biéu
nhat, chon kiéu biéu do con trong nhom da do con
chon trong
_Nhén OK nhém
’Tl Cancel

Hinh 12.2: Chon nhém va biéu do can dung
Ghi chii: Mubn tao biéu dd nam riéng & mot Sheet khac, dwa con nhay vao trong vung dit liéu, xong nhan
phim F11.

12.4 Chinh sira bi¢u d6 diung 1¢nh Design o 7

Sag khi tao biéu C}é nhu & }rénz ban c6 thé chinh stra lai biéu d6 béng cach thay doi hoac thém vao cac thanh

phan nhu: thay doéi loai biéu do, vung dir li€u, hi€u chinh céc ti€éu dé, dinh dang 2 truc ...

= Cach thuc hién

- Click chon bjéu (;Ié) can chinh sira, khi d6 xuét hién thém 2 tab Design va Format cho phép thay ddi va
dinh dang biéu do. (hinh 12.3)

- Chon thanh phan cua biéq do pﬁp chinh stra hodc chon thanh phan tir menu Design dé thém vao biéu do
(hoac R_Click Ién nén biéu d6 roéi chon 1€nh twong Ung).

- Thuc hién chinh stra biéu do.

| o) — e | 1
I 1 i ok "I I:ﬁ".-hl‘.’:-l',l : ||| : iii_.||| ul I|| Ml |8 . Fﬂ ” r

AddChart Quick  Change | 5‘" H I| ||‘ il ||‘ B 4 BRI © ey | oichRow/ Skt Change  Move
Hement - Layout~ Colors» —  Column  Data  ChatType Chat

Chart Layauts Chart Styles Data Type  Location
Hinh 12.3: Cac 1énh trén tab Design
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12.5 Pinh dang biéu dd
Menu Format cho phép dinh dang cac thanh phan trong biéu db. Tuy theo loai biéu dd, thanh phan trén biéu

d6 can dinh dang, Excel s& cung cip ndi dung dinh dang phu hop. Pbi voi vin ban nhu tiéu dé, ghi chq, .
thi c6 thé dinh dang Font, mau chir, mau nén, huéng van ban. Déi véi cac cot hay nguyén biéu do thi co the

chon duong vién, mau, ...

- Cach thuc hién

- Click chon thanh phan can dinh dang. (hinh 12.4)
- Vao menu Format/ chon 1énh can dinh dang.

- Thuc hién dinh dang cho thanh phan d6 theo ¥ mudn.

|ChartArea _{ksmpe Fil+ | A | Wy Faniad L i :ng
%’Format&electlon DO O- ’ Abc Abc D' L? Shape Outling * A A A A~ SendBackvard - [ Graup-

i A -L-L.\ |'If1r"|Jc . y ::5" =
i Reset fo Match Stye Shape 9 Shape Effects * gl Selection Pane " Rotate "“"!: *

Current Selection Insert Shapes Shape Styles I Wordért Styles 7 Arrange Size ]

Hinh 12.4: Thanh céng cu dinh dang biéu dd
Cdc biéu do minh hoa theo sé liéu bang tinh va cdc yéu cau ¢ trén (hinh 12.5, hinh 12.6)

THONG KE SO LUONG SINH VIEN Téng s6 sinh vién cta 3 nganh

300

250
& 200
§ 150 m TIN HOC
'3 100 I I I II = DIEN T

50 m CAD BANG

. I I Ils Ill il

TIN HOC PIEN TU CAO DANG
Nganh hoc

1992 m1993 m1994 m1995 W1996 m1997 m1998

Hinh 12.5: S6 luong sinh vién cac ndm theo timg nganh
THONG KE SO LUONG SINH VIEN Y,=2%2—6 va Y,= x+7

300 30

250
$ 150
©
“ 100 -6 -2 ]

-10
50
! ||| ||| |II || I‘ || e

0
1992
Nam

BTINHOC ®mOIENTU mCAODANG

Hinh 12.6: S6 luong sinh vién cac nganh theo nim
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= BAI TAP
1. Bai tap 12-1:
1./ Nhéap dir li€u sau

A B C D E F G H

1 BAO CAO CHI PHi DU LICH
2 THU NGAY | PIADIEM | PI LAI (KH SAN|GIAI TRi | TIEN AN| TONG
3 |Chu Nhat 19/06/16 V.TAU 89 85 100 136.95 410.95
4 [Thu Hai 20/06/16 | TP.HCM 90 67 120 219.56 496.56
5 [Thu Ba 21/06/16 V.TAU 275 67 200 135 677
6 [Thu Tu 22/06/16 | TP.HCM 125 67 147 145.15 484.15
7 [Tha Nam 23/06/16 | TP.HCM 60 67 150 224.25 501.25
8 [Thu Sau 24/06/16 | TP.HCM 100 67 150 328.55 645.55
9 Thu Bay 25/06/16 V.TAU 133 67 150 124.42 474.42

TONG CONG 872 487 1017 1313.88 | 3689.88

2./ Dung d6 thi Column biéu dién c6t DI LAI, KH SAN, GIAI TR, TIEN AN theo cot THU

3./ Dung d6 thi PIE-3D biéu dién cot TONG theo c6t THU

350
300
250
200
150
100

50

MNhat

PO THI DU LICH

Mam

Chl Thirhai ThiBa Thir TG Thi* Thir Sau Tha Bay

Thir Bay
13%

Thir
Nam

PO THI DU LICH
Chu

MhEt

Bl LAI KHSAM mGIAITRI =TIEN AN 140
2. Bai tap 12-2:
1./ Nhéap dit li€u sau
A B C ) ,
1 Bang Ma loai va Tén sach Thong ké s0 sach mwon theo tén
SO SACH
2 MA LOAI TEN SACH DUOC MUON| O Tinh Bao
3 [TBAO Tinh Bao 2 174 1% WDialy
4 [DLY Dia Ly 1 8% 8% OTinHae
5 |TH Tin Hoc 2 ODien Tu
6 |DTU Dien Tu 1 17, W Tu Dien Anh Viet
7 |TD Tu Dien Anh Viet 3 2% &% HLich S Triet Hoe
8 |LSU Lich Su Triet Hoc 1 M Tien Thuyet
9 |TT Tieu Thuyet 2
2./ Dya vao Bang Ma loai va Tén sach, vé biéu d6 Pie theo dang nhu hinh trén
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3. Bai tap 12-3

1./ Nhap dit liéu sau

A B C D E G H
1 BAO CAO CHI PHi VAN TAI
2| Neay Tén chu xe Bién s6 [Trong tai (tdn)| S& tién BANG THONG KE
3 |01/07/09Vuong Tien Dung [48F-7848 4 20,000 Loai trong tai Téng S tién
4 02/07/09(Truong Viet Thanh 24P-6224 5 30,000 <15 tan
5 103/07/09|Nguyen Van Thien [43C-5443 8 30,000 >=15 tan
6 [03/07/09Phan The Linh  [91G-3591 10 40,000
7 03/07/09(Tran Thu Ha 15G-8715 12 40,000
8 |06/07/09|Truong Dinh Hao |05P-8805 15 50,000
9 107/07/09(Tran Quoc Thang |18P-5818 15 50,000
100,5/07/09 Vo Van Trong 78F-4678 16 50,000
11 13/07/09Pham Thanh Trung|73F-3373 15 50,000
12 13/07/09[Bui Minh Tung ~ [36P-8836 20 50,000

2./ Tinh Téng sb tién cta nhitng xe co Trong tai dudi 15 tAn va Tong S tién cua nhitng xe c6 Trong tai tir
15 tan tro 18n, két qua ghi vao cot Tong s0 tién cia BANG THONG KE
3./ Tu BANG THONG KE, v& biéu @ PIE-3D so sanh Tong so tién theo Loai trong tai.

4. Bai tap 12-4
1./ Nhap dit lieu

sau

A B C D

1 . } . A .

> MA MH | MAT HANG IDON GIA2 S6 lwong ban

3 HD bia cing 49 50 110

4 FD DPia mém 2.5 3 70

5 MS Mouse 3 3.5 95

6 SD SD Ram 13 15 120

7 DD DD Ram 27 30 120
2./ V&biéu d6 PIE-3D so sanh S6 luong ban theo timg mit hang.

THONG KE SO LUONG BAN
CAC THIET BI
DD Ram bia cirng
23% 21%
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CHUONG 13: PINH DANG VA IN AN TRONG EXCEL

Chuong nay s& hudng dan ban chuén bi cac cong viée dé in 4n nhu: thiét 1ap cac tiiy chon cho trang in (Page
Setup), xem ludt bang tinh (Print Preview) va thuc hi¢én in (Print).

13.1 Dinh dang trang in (Page Setup)
Lénh Page Layout/ Page Setup/ Print Titles cho phép ban dat hudng trang (Orientation), chon khé gidy in
(Size), dat 6 rong cua cac 1& (Margins), tao tiéu dé va ha muc (Header and Footer), danh sb trang (Page
number), chon vung dir li€u in (Print Area), ... Poge Setup x|

Hop thoai Page Setup gdm céc 16p sau: (hinh
13.1)

Margins Header/Footer Sheet

Orientation

e Lop Page: dit hudng trang, chon kho gidy in, O Portrait ®) Landscape

. . , CA . Scaling
- Orientation: Chon hudng giay in. _
@ Adjustto: | 100 5| % normal size

+ Portrait: hudng in dung. ) Fit to: 1 t=]| pagels) wide by |1 < tal
+ Landscape: hudng in ngang.
. e Paper size: A4 b
- Scaling: chon ty I¢ in. ol =

- Paper size: chon kho giay. Bshagnonien [oia

- Print quality: chon chit luong in.

- First page number: chon sb bat dau cua trang

dau tlen' Print... Print Preview Options...
Hinh 13.1: Bat hudng trang, chon kho gidy in
e Lép Margins: dat do rong cua cac 1&
op g d D TONg Page Setup ©
Chon do 1ong cac 1€ T op, Bottom, ‘Left, Right, oo T teaderoster | Shee
Header va Footer (don vi 1a inch). (hinh 13.2) o ,
Top: Header:
e Je < 5 , M c A , 1 5 05 |5
Néu muodn dat bang tinh nam ngay tai tdm cua
trang in (Center on page), danh dau vao muc
Horizontally dé dat bang tinh vao trung tam trang
. A J4 A \ . Left: Right:
in theo chiéu ngang, danh dau vao muc Vertically e or S
dé dat bang tinh vao trung tam trang in theo chicu
dang.
Bottom: Footer:
1 B 05 |5
Center on page
] Harizontally
[ vertically
Frint... Frint Preview Options...

Hinh 13.2: Dt do rong cua cac 18
e Lép Header/ Footer: tao ti€u dé/ ha muc, danh s6 trang, ...
C6 thé chon tiéu d&/ ha muc c6 sin trong hop Header/ Footer, tuy nhién céc ti€u dé/ ha muc nay co thé
khong dung v61 mong mudn cua ban. D¢ tao ti€u dé/ ha muc theo ¥ cta riéng minh, ban hay Click vao nut
Custom Header/ Custom Footer. HOp thoai Header/ Footer (hinh 13.3, trang ké ti€p) cho phép ban tao tiéu
dé/ ha muc, danh so6 trang, chén ngay, gio,...
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| Page , Margm_s: Header/Footer | Sheet

Chon Header
cO san

_ . Tao Footer
puiom e | (L SEStw Fonien ] theo y muén

Tao Header
theo y muon

Chon Footer co)

san

|:| Different odd and even pages d

[] Different first page

Scale with document

DAIign with page margins .

' Print Premriem_\r_ ' Cptions... |
OK i Cancel i
Hinh 13.3: Tao Header va Footer
e Lop Sheet: chon vung dir li€u in, dat tuy chon khi in, thi tu in, ...
13.2 Xem trudc (Print Preview) va in (Print) bang tinh
Céch thyc hién: Chon 1énh File/ Print hoac nhan t6 hop phim Ctrl-P (hinh 13.4)
Buoid [Compatibility Mode] - Excel 7 - X

@ Signin Iy
Print

New T 1 T il s
it Copies: |T v L | ¥ L] ¥ w 4]
Open HE# I ‘
o B M5 THED Ol RHANSU CONGT VY g

Print

Save | ST Ted .l'ng%c |
T
[ Re A A
Save As Printer 1 B Thay doi d.O rg)ng/
: [ |/ Hewlett-Packard HP Laserle... | 7 g( Chiéu cao
Print |$ Ready X =
Share o Prmteerpertiai‘ = T
A ]
o :_Sem ngs
| - Print Active Sheets .
Close ' _Oﬂly rimttheact_\_y_e__s_\je_ef__‘: 1
pges | e[ 7
‘. I@E Collsted N ?
S 123 123 123 Phong to/thu nho
Options |2| Portrait Orientation -
D n Duyét trang in
827 x 16 = n A
An/hién lé trang

| J—H Custom Margins -

!ED No Scaling | \
!Dm Print sheets at their actual size | L o
Page Setup
3 uf
[ L1 -
o1 a2

Hinh 13.4: Print va Print Preview

- Print: In bang tinh

- Copies: sb ban duoc in

- Printer: chi dinh may in
- Settings: mot s6 cau hinh
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13.3  Diéu chinh ky hi¢u ngit trang
. Cach thuc hién:

Chuyén bang tinh sang ché do Page Break Preview (chon lénh View/ Page Break Preview hoic click nut
El trén thanh trang thai) (hinh 13.5)

Tro chudt vao ky hiéu ngit trang cho dén khi chudt bién thanh miii tén 2 dau, drag ky hiéu ngit trang dé diéu
chinh

A B C D E F G __H J K L M
1 BaNG THED DOI NHAN Su CONG TY XXX Mase act: -1

1z

13 [5TT Ho tén Phai Hgay sinl Tudi gy L.Vithdy lamém nid  Theing  Phu cip T.Nig i .,.I E =

L4 MouinMinh  [Mam [ 12121360 2-10-83) 23 Ky hi¢u ngat trang
1 5 TrinTharh An |MNam | 24-12-1359 05-10-30 2

| B Huynh Phuong | M 13-5-1968 10-12-38 21

LT VinSiHung  [Mam || 551926 na-05492 20 - F00000

8 Trin Céng Mink |Mam [ 755-1370 3-07-30 13 L1 450000

1 LéHiyHing N 10-10-1970 20-10-83 18 40000] 540000

0 Li Phistetng Trink | MG 5-5-1970 0g-05-35| &5 383000

Y Mouyn Heng Son Mam | 20-8-1982 03-07-38] 23 15000{ 480000

1 Trén Thu Hung | N 13-5-1370 a0-10-85) 24 10000  4vo000

113 W1 W W5 VE

|1 V2 VT

?15 |3 YE

Hinh 13.5: Diéu chinh ngit trang

13.4 Luu tap tin thanh tap tin PDF:
= Cach thuc hién:

- Chon Iénh File/ Save As

- Chon thu muc muén luu tap tin PDF, nhép tén tap tin, chon kiéu tap tin 1a PDF trong hdp tha Save as
Type (hinh 13.6)

- Standard (publishing online and printing)/ Minimum size (publishing online): nén két qua tap tin PDF
dé str dung trén web

- Open file after publishing: chon ty dong mo tap tin PDF két qua ngay sau khi chuyén d6i thanh cong

- Option: chon pham vi dit liéu mudn chuyén déi

Save As
T << Giao t.. » Du Lieu TH Excel v & Search Du Lieu TH Excel »
Organize Mew folder H== w- (7] |
L) Mame Date modified Type
;4 Libraries
B Docameits Mo iterns match your search
@' Music
| Pictures
E Videos
L B >
File name: | dulieu W
Save as type: | PDF W
Authors:  Admin Tags: Addatag
Optimize for: (@) Standard (publishing [¥] Open file after
online and printing) publishing
() Minimum 50
{publishing onh
Options...
|
= Hide Folders Tools - | Save | Cancel

Hinh 13.6: Luu tép tin thanh tap tin PDF
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= BAI TAP
1. Bai tap 13-1:
1./ Nhéap dit li€u sau

A B C D E F
1 M3 hang Tén hang S6 luong bdn | Pongid | Tién giam | Thanh tién
2 | T-240VNSA Tivi Samsung 2,500,000
3 | MG-032THAILG May giat LG 5,000,000
4 | MAS-101CHILG May dnh KTS LG 2,500,000
5 | MQP-025THAISA May quay phim LG 3,000,000
6 | D-103SNGTO Dau dia DVD Toshiba 630,000
7 | MG-110FRSA May giat Samsung 4,500,000
8
9 Bang thong ké
10 Ma hang Doanh thu
11| T
12 | D
13 | MQP
14 | MG
15 | MAS

2./ Hay lap cong thirc cho cot S6 lwong ban, biét s6 luong ban 1a 3 ki tw s6 trong M3 hang

3./ Tinh cot Tién giam: Tién giam = S lugng ban * Pon gid * 0% giam.
Biét rang % giam: giam 5% cho nhing san pham c6 s lugng ban >100, 3% cho nhimg san pham c6 s6
luong ban >50, nguoc lai khong giam.

4./ Thanh tién = Sé lugng ban * Pon gi4 - Tién giam.

5./ Trong bang thong ké, hdy tinh tong thanh tién (doanh thu) cho nhitng mit hang va v& d6 thi Pie.

2. Bai tap 13-2:

1./ Nhap dir li¢u sau

A B C D E F G H
1 Mi khach | Ngay thué Negay tra SN thué Thé loai Loai Pon gia Tién tra
2 | CAITB 09/05/16 |~ 11/05/16 Cii luong 2500
3 NB2SL 08/05/16 09/05/16 Ca nhac 2500
4 HB9SB 10/05/16 13/05/16 Hinh su 2000
5 VB7TB 11/05/16 12/05/16 Vo thuat 2500
6 TA2SL 10/05/16 12/05/16 Tinh cim 2000
7
8 THONG KE
9 | The loai Tong tién tra
10 | Cai luvong
11 | Canhac
12 | Tinh cam
13 | Hinh sy
14 | V4 thuat

2./ Tinh S6 ngay thué (SN thué) = Ngay tra - Ngay thué
3./ Pién vao cot Loai, can ctr theo ki tw cudi ciia Ma Khéch, biét L 14 “phim 1¢”, con B 1a “phim Bo”
4./ Tinh Tién tra = S6 bang thué * S6 ngay thué * Pon gia

Trong do:
- S6 bang thué 1a ki ty thir 3 cia M3 khach doi thanh tri sd.
- Néu khach tra tién trude (ki tu thir tw trong ma khach 1a chir T) va c6 s bing thué 16n hon 1 thi ké
tir ngay thtr 2 khach dugc giam 50% gia tién mdi bang.
- Néu khach c6 s6 ngay thué 16n hon 1 nhung tra sau (ki ty thtr tu trong ma khach 1a chit S) thi ké tir
ngay thtr 2 khach dugc giam 20% gia tién mdi bang
5./ Trong bang thong ké, tinh Tdng tién tra theo ting thé loai va v& do thi Pie
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MODULE 5: SUDUNG TRINH CHIEU CO BAN

CHUONG 14: KIEN THUC CO BAN VE THUYET TRINH VA
TRINH CHIEU

CHUONG 15: CAP NHAT VA PINH DANG TRINH CHIEU

CHUGNG 16: LAM VIEC VOI CAC TRINH CHIEU
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Chuong 14: Kién thtrc co ban vé thuyét trinh va trinh chiéu

CHUONG 14: KIEN THUC CO BAN VE THUYET TRINH VA TRINH CHIEU

14.1 Khai niém bai thuyét trinh

14.1.1 Khai niém

Thuyét trinh 14 cach thtrc truyén dat y tuong va théng tin t6i mot nhom ngudi. Nhung khong glong nhu mot
bao céo, mot bai thuyet trinh mang tinh cach ctia nguoi n01 hon va cho phep tuong tac truc tlep gitra tat ca

nhimg nguoi tham gia. Dé thuyét trinh hiéu qua, chung ta can biét thuyét trinh 13 qua trinh truyén dat thong
tin nham dat dugc cac muc tiéu cy thé: hiéu, tao dung quan hé, va thyc hién.

Mot bai thuyet trinh ¢6 thé duogc xay dung gom 3 bude: Phan tich, Cu trac, Thuc hién.

-Vé phan tich, tha nhét, ban can xac dinh muc tiéu cua viéc thuyét trinh, n6 chtra thong tin gi ma moi nguoi
can. Khong gidng nhu mot bao cdo, duge doc & tée do cua riéng ctia ngudi doc, thuyét trinh phai chiém bao
nhiéu thong tin khan gia c6 thé hap thy khi ngdi nghe. Thir hai, ban can phéan tich ngudi nghe bﬁng cach hay
suy nghi vé chu dé thuyét trinh duéi goc do cua nguoi nghe, tap trung vao kién thirc cta ho vé van dé ban
thuyét trinh, ngon ngit str dung nhu thé nao, mdi quan tim cta ho 13 gi, nhitng dinh kién, tim trang, quan hé
ctia nguoi nghe.... Thir ba, 1a ltc ban thuc hién phan tich cac y tuong va xay dung mach y tudng.

- Mot bai thuyét trinh t6t néu dat duoc cic muc tiéu co ban sau day:

+ Khoéng lam mét thoi gian ctia ngudi nghe

Hiéu ngudi nghe 13 ai va tai sao ho t6i day

Céu trac tt bai thuyét trinh

Thuc hién bai thuyét trinh 16i cudn va hap dan

Nhan manh nhimng diém quan trong trong théng diép ciia ban
+ Tao lap duogc mbi quan h¢ than thién vdi nguoi nghe

+ + + +

- V& céu trac, nhin chung, mot bai thuyét trinh thuong duoc chia lam 3 phﬁn: M6 bai, than bai va két luan.

+ Phan mé bai: phai goi mé ndi dung cho phan than bai va phai néu dugc cac phan ciing nhu lgi ich
cua bai thuy€t trinh mang lai cho nguoi nghe. M6 dau bai thuyét trinh, ban hay thu hat sy cha y cua
nguoi nghe ngay 1ap tire, dua ngay cac thong diép gioi thiéu tong quan, gidi thiéu kinh nghiém ban
than, gidi thidu vAn d& mot cach sang tao nhu ké chuyén, dat cau hoi, néu gia thiét, hodc néu cac
thong tin mai...

+ PhAn than bai: nén chia ra lam hon hai phﬁn va sau moi phﬁn phai co két luan so bd hodc tom tat. Tirc
la ¢6 chia thanh cac doan ngan nhung t6i thi€u phai c6 2 doan trong phan than bai.

+ Phan két luan: tom tit ndi dung ctia bai thuyét trinh phan nay rat quan trong. Két luan cta bai trinh
bay phai néu dugc diem nhan cua bai trinh bay. Trong phan nay can tdc dong lén ngudi nghe bang
cac cau hoi va hanh dong nhu "bai trinh bay cé gi nén thay doi, c6 gi méi hon?"...

- Vé thyc hién, dé thanh cong, ban phai 1a ngudi lam chu moi tinh huéng, ban can dat cac cau hoi:

+ Thuyét trinh céi gi?

+ Thuyét trinh nhu thé nao?

+ Nguoi nghe s& cam nhan nhu thé nao?
+ Nguoi nghe sé& thay d6i nhu thé nao?

- B¢ tra 161 mot cach hi¢u qua cac cau hoi trén, ban can giai quyét tot cac van dé sau day

+ Chuan bj that k¥ bai thuyét trinh va dia diém s& thuyét trinh
Sap xép noi dung theo trinh ty 16gic

Tap bai thuyét trinh trudc

Trang phuc phu hop véi nh1p diéu

Am diéu giong noi thuyét phuc

Ngon tur thich hop

+ 4+ + + +
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14.1.2 Mot s6 phian mém trinh chiéu

Ngay nay, c6 nhiéu phian mém trinh chiéu khac nhau. Mot trong nhitng ngudi st dung rong rai nhat 1a
Powerpoint, 1a mdt phan ctua Microsoft Office. An pham ké tiép 1 Impress, 1a mot phan ciia OpenOffice cua
Apache va LibreOffice Writer do The Document Foundation phat trién. Phén mém dau tién la phén mém
thuong mai, OpenOffice, LibreOffice 1a ma ngudn mo va cé thé dugc tai vé va str dung mién phi. Cubi cing,
phan mém Keynote, 1 mot phan ctia iWork ciia Apple.

14.2 Microsoft Powerpoint

14.2.1 Giéi thiéu Microsoft Powerpoint

Microsoft PowerPoint (goi tat PowerPoint) la mot phan mém trinh chiéu (presentation) chuyén nghiép co
nhiéu tién ich dé trinh bay van dé co6 hinh thirc dep va sinh dong, d& sir dung, ddy hiéu qua. Ban c6 thé sir
dung PowerPoint de tao cac trinh chiéu phuc vu dong dao khan thinh gia voi nhiéu muc dich khac nhau.
PowerPoint cung cap cho ban cac cong cu dé tao cac minh hoa cho phap thpyet trinh trong céc hoi thao, hgl
nghi, seminar, bao cdo luan van,... Ngoai ra né cling duoc st dung pho bién trong cong tac giang day. Moi
trang thé hién ndi dung, hinh anh, am thanh, ... dugc goi 1a mot Slide.

PowerPoint c6 thé st dung dé trinh bay mdt van dé theo céac céach sau:

- Trinh bay truc t1ep bang may tinh: may tinh s€ dugc n01 v6oi mt may Projector
- Trinh bay gian tiép: bang cach in ra cac trang Slide roi st dung may Overhead.

14.2.1.1 Khéi dong Microsoft PowerPoint

T menu Start ciia Windows 8, click vao biéu tuong chuong trinh Microsoft PowerPoint 2013, P3
chon Blank Presentation hodc cac mau c6 san
PowerPoint 201

14.2.1.2 Thoat khéi Microsoft Power Point

- Céch 1: Click vao nit Close XI ¢ goc trén bén phai cira sO
- (Céch 2: Nhan t6 hop phim Alt + F4
- Cach 3: Chon 1énh File/ Close

14.2.2 Man hinh cua PowerPoint

14.2.2.1 Cira s6 chwong trinh PowerPoint

- o
r
Click to add title
Click to add subtitle
B bW | ARTARH AATED KRN L L] BE 8 #§ 5 —p—a wm i3

Hinh 14.1: Ctra s6 chwong trinh PowerPoint
Ngoai cac tab tuong tu nhu ctia Word, Power’Point co thém cac tab Transition, Animation, Slide Sbow chira
cac 1énh dung dé tao cac hi¢u ting cho cac doi tugng trong Slide (van ban, hinh anh, bang bi€u, do thi, ...),
gitp cho Slide thém sinh dong (hinh 14.1)
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14.2.2.2 Cac thao tac trén tap tin

Tap tin ciia PowerPoint ¢ phan mé rong mic nhién 13 .pptx (Presentation). Cac thao tac mé file, dong file,
luu file twong tw nhu Word.

Ngoai ra, ban c6 thé chon luu tap tin PowerPoint duoi dang phan mo rong 13 .ppsx (PowerPoint Show), .pdf,
.ppt (PowerPoint phién ban 2003 tr& vé trudc). Mudn vay, ban chon dang tap tin mudn luu trong myc Save
as type trong hop thoai Save as.

14.2.2.3 Cac ché d¢ hién thi ciia PowerPoint

PowerPoint ¢6 nam ché do trinh bay va mot ché dd trinh chiéu. Pé chon ché d6 hién thi, click chon vao nut
cong cu trén thanh cong cu View ¢ cudi (bén phai) trang man hinh. (hinh 14.2, 14.3)

Ban ciling c6 thé vao menu View/ Presentation View, sau do chon cach hién thi twong tng.

= = I_IE EI r :]

Mormal Outline 5Slide Motes Reading
View Sorter Page View

Normal Outline

Slide Sorter Slide Show Presentation Views

Hinh 14.2: Céc ché d6 hién thi Hinh 14.3: Céc ché d6 hién thi (menu View)
14.2.2.3.1 Ché dd binh thuong (Normal View)

Khi hién thi & ché d6 nay, man hinh duoc chia thanh 3 phan: cira s6 bén trai hién thi tong quan ndi dung cua
ban trinh bay, ctra s6 bén phai hién thi ndi dung cta Slide hién hanh, va ctra s6 ghi chu ¢ phia bén dudi. Ché
dd nay thuong duoc st dung khi tao, chinh stra ndi dung Slide.

14.2.2.3.2 Ché dd tong quan (Outline View)

Ché d6 nay duoc ding dé xem cau triic cta céc sildes (hinh 14.4), véi tidu dé cua slide c6 cip heading cao
nhat, cac d€ muc trong phan ndi dung c6 cac cap heading thap ti€p theo. Click chudt vao biéu tuong slide
(canh s0 tha ty Slide) dé hién hodc an ndi dung cua Slide do.

El H .'i_“ s giao trinh final version [Read-Only] [Compatibility Made] - PowerPaint (Product Activation Failed) ? - 8 X
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign in
[EE| B = | Ruler . . Color = E Arrange All il
EEHDH H e B QB = =
" &= Gridlines &= Grayscale T Cascade : -
Normal Outline Slide Notes Reading Slide Handout Motes Notes  Zoom Fitto Mew Switch  Macros
View Sorer Page View  Master Master Master || Guides Window i Blackand White  yindow B2 Mave Split  yindows -
Presentation Views Master Views Show r] Zoom Color/Grayscale ‘Window Macros ~
bai: <dia chi 6 goc trén bén trai>:<dia chi & goc dudi bén phar> [
= dia chi viing i
23] Céc kiéu dif ligu trong 16 .2 .
o 5 tumbers Céc kiéu dir ligu t 16
s plimbeg; o ac Kicu aur neu trong 1 0
= Mac nhién, dir liéu duge canh vé bén phai & =
+ LAmot gid tri s6 hay k&t qua tinh todn clla mot bidu thic o
— Kiéu ngay-gid(Date/Time): - Kicusd (NMbEr)- .
+ Excel xem nhu dif liéu kié| 8 + Mac nhuén, dit hiéu duoe canh vé bén phat 6
+ L& G ngay tinh tif ngay 1/1/1900 dén ngay xét + Lamot gid tri 6 hay két qua tinh toan cia mét biéu thire

— Kiéu chudi(Text):
+ Mic nhién, dir lifu duoc canh v bén trii &

Kiéu ngay-git(Date/Time):

P R
+ YUt hign ky ty (chir ¢, ky ty d3c bigt...) trong gid i d liéu + Excelxemnhu diligukicusd
~ Kiéu cbng thic (Formula): * La 50 ngay tinh tir ngay 1/1/1900 dén ngay xét
+ Céng thic bao gém cac dia chi 6, cac gia tri, cac ham va cc phép = Kiéu chu(:)i(Text):
toan

+ Miac nhién, dit lidu dwoc canh v bén trdi &
24| Nhap va dinh dang di fiéu  Xuat hién ky tu (chiz cai, ky tw dac biét,...) trong gid tri dik lidu

—Kiém tra va thay déi céc quy dinh v& cach nhap dif liéu trong Kiéu cong thic (Formula)
Control Panel (Start = Settings = Control Panel 3 Regional + Céng thire bao gém cac dia chi 6, cdc gid tr, cdc ham va cdc phép toan

Settings) + Trong 6 chita két qué tinh todn cta cong thire
—Nhap dif li&u v3o cic 6 trong bang tinh, g phim ENTER dé k&t
thac nhap dir liéu trong 1 6.
~Mudn stra i dif liéu nhép:
~D-Click 1én &
+Chon 6, nhan phim F2
Chinh stya xong, nhén phim ENTER @€ két thic
—Binh dang dir liéu: Click to add notes

+ Trong & chira k&t qud tinh toén clia cong thic

+Chon viing dir liéu c3n dinh dang
+Tién hanh dinh dang, s dung:

SLIDE23 OF53  ENGLISH (UNITED STATES)

Hinh 14.4: Ché d6 Outline View
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14.2.2.3.3 Ché d6 xem thir tw Slide (Slide Sorter)

Hién thi nhiéu Slide cing liic trén man hinh. Ché d6 nay thuong duoc dung dé thay dbi va sap xép thu tu cac
Slide. (hinh 14.5)

E‘ E E v gigo trinh final version [Read-Only] [Compatibility Made] - PowerPaint (Product Activation Failed) *H - 8 X
GRS HOME | INSERT  DESIGN  TRANSITIONS — ANIMATIONS  SLIDESHOW  REVIEW  VIEW Signin
¥ cut | _‘ ULayuut' 0 i Find
a = |
E3 Copy 2 Reset Align T ) u hape Outline - 35 Replace -
e ., New : g N Amange Cuich
¥ Format Painter | gger 79 ’ Convert to Sma J v Syl [} et
Clipboard Ir} Slides Fant Paragraph Drawing Editing A
Gigi thiéu Microsaft Excel Gizo dién cla Excel {1) i cha it wankbok 1) i cha mit Wrkhook {7) Cac kien dif e tronz 1 0

Yt it 8 i i ) Nt ik g it o8 ) Yoty s g M it sy 1) N vt s g 3 gy ) oG g b ol
e — ue e g L i i

r

25 26 2 2% P 30

Hinh 14.5: Ché d6 Slide Sorter
14.2.2.3.4 Ché dd xem Notes Page

5
A

Hién thi cac slide kém theo cac ghi chu, c6 thé & ché d6 nay dé thém vao cac ghi cha cho slide.

14.2.2.3.5 Ché d9 Reading

Phong to toan man hinh, dung dé doc truc tiép trén man hinh, c6 thanh cong cu dé duyét slides.

14.2.2.3.6 Ché dé trinh chiéu (Slide Show)

Hién thj timg Slide ¢ ché do toan man hinh. Ché d¢ nay dugc ding khi thyc hién buoi thuyét trinh. D thoat
khéi ché dd nay va trd vé ché dd trude d6, nhan phim ESC.

14.2.3 Tao mét ban trinh chiéu

Trong PowerPoin‘E, ban c6 thé tao mot trinh chiéu bﬁng nhiéu cach khac nhau, tly theo noi dung va sy hd tro
thiét ké ban yéu cau, ban c6 thé:

Tao trinh chiéu str dung Design Template hoidc Theme: MS PowerPoint cung cap nhiéu mau trinh chiéu
chuén, nhirng miu nay di duoc dinh dang sdn mot sé thudc tinh nhu mau nén, font chi,.. .Phuong phap nay
cho phép ban bd sung cac Slide va ndi dung cia riéng minh, nhung van giit dwoc khuén miu nhat quan.

Tao trinh chiéu tréng Blank Presentation: tiy chon Blank Presentation dung dé tao ra mot trinh bay khong
c6 dinh dang trudc. Phuong phap nay khong cung cip cho ban nhiing dé nghi thiét ké, mau sic hodc ndi
dung dinh san. Ban chi nén tao mot trinh chiéu trong khi da st _dung PowerPoint tuong dbi thanh thao va
mudn tao mot thiét ké tuy y, thay vi sir dung mot trong nhitng mau thiét ké c6 séin.
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14.2.3.1 Tao trinh chiéu sir dung Design Template

Ban c6 thé thuc hién theo mét trong hai cach sau:

- Chon 1énh File/ New/ Chon template hodc theme mudn st dung (hinh 14.6).

- Chon Iénh Design/ Themes hoac Variants dé chon mau muén su dung (hinh 14.7).

New

Blank Presentation

I w- T

v
Y ZAN

\4*\
\‘
RS
\’\I\
/\*‘@_{
s
RRK
FZANYZINYY

AN -l AN

|8

IS S n*
4
"

Facet Integral

Wisp

Hinh 14.6: Chon mau trinh chiéu tir [énh File/New

Aa

)

A = |
Ad
EENEEE "

Aa Ao [ rEEEEY

[ ] L] EEED

Themes

Hinh 14.7: Chon mau trinh chiéu tir 1énh Design

14.2.3.2 Tao trinh chiéu tréng Blank Presentation

- Vao menu Fi}e/ New/ chon Blank Preseptation
- Chon cach bo tri ndi dung trong slide bang 1énh Home/ Layout hodc R_Click 1én slide/ Layout .
- Tién hanh nhép va dinh dang cho ndi dung cua trinh chiéu theo yéu cau thict ke.

Variants

-l

Giéo trinh ing dung CNTT — Co ban

Trang 207



Chuong 14: Kién thtrc co ban vé thuyét trinh va trinh chiéu

= BAI TAP
1. Bai tap 14-1:

1./- Khoi dong Microsoft PowerPoint, nhip chon Blank Presentation
2./ Trong menu Home, nhap chon New Slide / Title and Content d¢é tao slide mai.

" [E=] Layout I ‘_1 -...'-,‘ o

| 5] Reset

e = = B I U 8§ abc AV - A Fa
Shide~| O Section =
Office Theme
- i ;
Title Slide | Title and € Title and Content Header
Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

i F|:H Slides from Qutline...
=] Reuse Slides...

3./ Tuong tu budc 2, lan lugt thém céac slide Two Content, Comparison, Content with Caption va

Picture with Caption
4./ Luu lai véi tén BT14-1.PPTX

2. Bai tap 14-2
1./ Khéi dong Microsoft PowerPoint, nhap chon trinh chiéu mau Silde nhu hinh duéi day

Slice -

luot chén vao céc slide Title and Content, Two 2] Reset
Content, Comparison, Content with Caption Siide~ = S=ction~
va Picture with Caption Slice

3./Luu lai v6i tén BT21-2.PPTX "

2./ Trong menu Home, nhip chon New Slide va lan | Bltayeut-
Pl

Ttle Slide Title and Content Section Header

Twz Content Comparison

Panoram cture Title and Caption
with Caption

Title Orby

True or F3
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Chuong 16: Lam viéc vdi cac trinh chiéu

CHUONG 15: CAP NHAT VA PINH DANG TRINH CHIEU

15.1 Thao tac trén cac Slide
Trong phan nay chung ta s€ lam quen voi cac thao tac co ban trén Slide thudng st dung khi tao ra mot trinh
chiéu.
15.1.1 Thém Slide méi
Chirc nang nay cho phép thém Slide méi vao ban trinh chiéu.
. Cach thuc hién:
Mew .
Céch 1: Chon 1énh Home/ Slides/ gjige~ , xuat hién hop thoai sau (hinh 15.1)

Office Theme

iRy MW
b mememe e e nmnene) ; o i i i
S i i b b et
Title and Content Section Header
hheths i H
Chon dang L s ey | | [F e
trinh bay slide
Twio Content Comparison Title Only
5 { Nhén ban cac slides duoc chon ]
Blank Content with B oTth
Caption ption

15 Duplicate Selected Slides
|_|:'| Shdes from Cutline...

=] Reuse Shides...

Hinh 15.1: Thém slide méi

Céch 2: Chon I¢nh Home/ Slides/ | hozc nhan t6 hop phim Ctrl + M hodc R_Click vao khung cac slides
bén trai man hinh/ chon New Slide dé thém cac slides méi c6 kiéu trinh bay giéng hét cac slide hién hanh
15.1.2 Thay ddi cach trinh bay caa Slide

- Chon slide mudn thay ddi cach trinh bay
- Vao menu Home/ Layout hodc R_Click 1én slide/ chon Layout
- Chon céch trinh bay muon thay doi

15.1.3 Di chuyén giira cac Slides

Céch 1: Click niit 2 miii tén huéng 1én/xudng trén thanh cudn (scroll bar) (hinh 15.2)
Céch 2: Nhan phim PageUp hoic PageDown :
Céach 3: Dung thanh cudn (scroll bar)

Cach 4: Trong danh sach cac slide ¢ khung ctra s6 bén trai man  Hinh 15.2: Di chuyén giita cac slides
hinh, click chudt chon slide can di chuyén dén
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15.1.4 Xéa bé Slide
Chtrc ning nay cho phép xoa bo Slide khong st dung trong ban trinh chiéu.
. Cach thuc hién:

- Chon hién thij céac slides & ché dc:) Normal hodc Slide Sorter
- Chgn mot hodc nhiéu slides muodn xo6a
- Nhan phim Delete hodc R-click chudt 1én cac slides/ chon Delete Slide

15.1.5 Nhan ban mdt/ nhiéu slides
Chtrc ning nay cho phép tao ra mot/ nhiéu slide tir cac slides di tao.
= Cach thuc hién:

- Chon hién thij céac slides & ché dc:) Normal hodc Slide Sorter
- Chgn n}ét hodc nhiéu slides muon nhan ban
- Nhan t6 hop phim Ctrl-D hodc chon 1énh Home/ New Slide/ Duplicate Selected Slides

15.1.6 Sao chép Slide
Chtrc nang nay cho phép sao chép Slide trong ban trinh chiéu.
= Cach thuc hién:

- Chon mét hodc nhiéu slide can sao chép trong khung Outline hoac trong ché @6 Normal hodc Slide
Sorter.

- Vao menu Home/ Copy hodc hoac nhén t6 hop phim Ctrl + C hoic R_Click/ Copy.

- Nhap chon vi tri dan slide. o

- Vao menu Home/ Paste hodc nhan t6 hgp phim Ctrl + V hodac R_Click/ Paste.

15.1.7 Sip xép lai cac Slide
Chtrc ning nay cho phép sip xép lai cac Slide trong ban trinh chiéu cho dung véi trinh ty ndi dung.
= Cach thuc hién:

- Chon mét hodc nhiéu slide can thay ddi vi tri trong khung Outline hodc trong ché do Slide Sorter.
- Vao menu Home/ Cut hodc nhan t6 hop phim Ctrl + X hodc R_Click/ Cut.

- Nhép chon vi tri méi cho Slide. ‘

- Vao menu Home/ Paste hodc nhan t& hgp phim Ctrl + V hoic R_Click/ Paste.

Chu y: ban c6 thé thuc hién phanh b?mg thao tac Drag chudt nhu sau: chon Slide can thay ddi vi tri trong
khung Outline hodc trong ché d6 Slide Sorter, dung chudt Drag t6i vi tri méi.

15.1.8 An céc Slide

Chuc nang nay cho phép an Slide trong ché d¢ trinh chiéu (Slide Show) nhung khong x6a han Slide d6 khoi
ban trinh chiéu hién hanh.

= Cach thuc hién:

- Chon mét hodc nhiéu slide muén an.

- Chon Slide Show/ _4[ hoac R_Click/ Hide Slide.

Hide
Slide

Chii y: mudn hién lai cac Slide nay, chon Slide Show/ Hide Slide mét 1an nira.
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15.2 Chinh stra trong Slide
15.2.1 Lam viéc véi van ban

15.2.1.1 Nhép viin ban

Trong PowerPoint, vin ban dugc dit trong cac Placeholder hodc cic Text Box, ban ciing c6 thé ap dung cac
dinh dang cho van ban d6 nhu: dam, nghiéng, gach dudi, tao cac muc sb6 hodc diu hoa thi (Bullets and
Numbering), ... bang cach dung cach 1énh trong nhém Home/
Font va Home/ Paragraph.

HNhip va dinh dang cho van bén ¢

- Néu ban chon kiéu trinh bay ¢ chtra vin ban tir hop thoai I
New Slide thi ban c6 thé bat dau ngay viéc nhap va dinh :
dang van ban. (hinh 15.3)

- Néu mudn thém hop van ban cua riéng minh, ban chon
menu  Insert/ hodc chon 1énh Insert/ Shapes/
TextBox, et gau d6 v& Text Box 1én Slide dé

BEox
su dung.

Hinh 15.3: Lam viéc v&i van ban

15.2.1.2 Dinh dang van ban

Ban c6 thé ap dung cac dinh‘dang cho van ban trong PowerPoint tuong tu nhu Wprd: dinh dang ky tu (Font,
Size, Font style, ...), canh 1€ cho doan van ban (trai, gilta, phai), tao cdc muc s6 hoac dau hoa thi (Bullets
and Numbering), ...

15.2.1.3 Tao thut dong cho ciac muc trong van ban

. Cach thuc hién:

- Dl ChUYén con tr(") dél’l d(‘)ng muén thay dél c ép heading' g/////////////////////////////EE”//////////////////////////xip

- Nhén phim Tab dé thut dong mét cap. Tiép tuc nhan Tab o Lﬂ’l ich cua Internet

dé thut dong thém, néu can. .
- Néumudn giam cfip do thut dong, nhén to hop phim Shift Tim klEIIl ﬂlﬂﬂg tin
* Pham vi rong

+ Tab.
- Ngoai ra c6 thé dung nit cong cu Home/ Paragraph/ <= — Tim kiem nhanh
» Thong tin day da

5=

R R
RN B S

va Home/ Paragraph/ = hodc drag dau
bullet/numbering vao/ ra dé thay doi cap do thut dong. » |
(hil’lh 1 5 . 4) 6’////////////////////////////EE”///////////////////////////ﬁ

Hinh 15.4: Tao thut dong cho cac muc trong van ban
15.2.2 Thém cac dbi twong khac vao Slide
15.2.2.1 Tao bang biéu
Chtc ning nay cho phép tao ra cac bang biéu (Table) dé nhép dir liéu twong tu nhu bang biéu trong Word.
. Cach thuc hién:

Céch 1: Insert Table @E|

- Vao menu Insert/ Table/ Insert Table, xuét hién hop thoai (hinh 15.5)
£ 1 s L A Kumber of columns:
- Chon s6 hang, so cot. P E|
Click OK. = Gy

Mumber of rows:

I3 =

Hinh 15.5: Hop thoai Insert Table
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Cach 2:

Mew
- Chon 1énh Home/ Slide~
- Chon loai Slide c6 chua Table (hinh
15.6)
- Nhén nat Insert Table

Facet

]
: R
(e

F l

Title and Content

Section Header

- Nhap sb dong va s6 cot mudn tao bang,
nhip OK.

- Thuc hién cac thao tac trén bang tuong
tu nhu trong Word.

Slide ¢6 chura
table

Title Only

Cach 3:

- Chon 1énh Insert/ Table (hinh 15.7)
- Chon so he‘mg, sO cOt.
- Click chon dé cheén bang.

Ghi chu:

+ Thyc hién cac thao tac trén bang twong tu nhu trong Word.

+ Néu trong Word hodc Excel co chira nhimg bang gidng nhu bang
can tao ra trong PowerPoint, ban cé thé sao chép cac bang d6 qua

PowerPoint.

15.2.2.2 Chén biéu do

Blank

Content with
Caption

Picture with
Caption

Hinh 15.6: Insert/ New Slide

3 x4 Table

Hinh 15.7: Nut cong cu Insert Table

Chirc nang nay cho phép chén biéu do vao ban trinh chiéu.

. Cach thuc hién:

Tuong tu trén, ban cling c6 thé thuc hién theo mot trong céac cach sau:

- Chon loai Slide ¢6 chira biéu d6 trong hop thoai New Slide/ Insert Chart hoac chon tur hdp thoai Layout/

Insert Chart .
- Vao menu Insert/ Chart.
- Sao chép biéu do tr Word hodc Excel sang.

15.2.2.3 Chén hinh anh, chir nghé thuit, dbi twong vé vao slide

Chtrc nang nay thyc hién tuong tu nhu trong Word.
15.2.3 Dinh dang cach trinh bay ni dung Slide

Céch trinh bay noi dung 1a cach sip xép cac thanh
phan trong Slide nhu: tiéu dé, cac danh sach, bang
biéu, biéu do, hinh anh, ... Khi tao mot Slide méi,
ban ¢6 thé chon kiéu trinh bay Slide trong hdp thoai
New Slide d3 gi6i thiéu & phan truée hodc ban ciing
c6 thé thay doi cach trinh bay slide hién hanh cho
phu hop véi ndi dung.

. Cach thuc hién:

- Vaomenu Home/ Sildes/ Layout hoac R_Click
1€n slide/ chon Layout. (hinh 15.8)
- Chon céch trinh bay Slide.

Facet

Title Slide

|

Title and Content

Section Header

Two Content

)|

Comparison

Title Only

Blank

)|

Content with
Caption

Picture with
Caption

Hinh 15.8: Céch trinh bay slide
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Chuong 16: Lam viéc vdi cac trinh chiéu

15.2.4 Pinh dang Slide theo miu thiét ké sin

PowerPoint cung cdp nhiéu mau chuan, nhitng mau nay da duoc dinh dang sin mot sé thudc tinh nhu mau
nén, font chit, cach danh sb thr tu d& muc, ... Khi tao mot ban trinh chiéu mai st dung Template, ban c6 thé
chon trinh bay Slide theo mau c6 sin nhu d3 trinh bay ¢ trén hodc ban ciing c6 thé thay dbi cac slide di tao
sang mau nay néu ban str dung ban trinh chiéu trong (Blank Presentation).

. Cach thuc hién:
- Nhan t6 hop hop phim Alt-G hodc vao menu Design/ chon Themes hoic Variants (hinh 15.9)

B . |

L] .,-'- L L] - EEEEER ;'
Themes Variants

Ad b1 - | Ad : ‘

[ 1] e [T TP =
| —

Hinh 15.9: Binh dang slide theo mau thiét ké
- Chon mAu thiét ké .
15.2.5 Lam viéc véi Slide Master

Slide Master 1a noi qui dinh tit ca cac dinh dang, kiéu dang cua cac Slide trong ban trinh bay. Khi thay dbi

cac thugc tinh cia Slide Master thi nhitng thay d6i d6 s€ c6 hi¢u lyc voi tat ca cac Slide trong ban trinh chicu.

Khi str dung Slide Master, ta c6 thé tao ra mot ban trinh chiéu véi kiéu dang c6 tinh nhat quén cao.

Dinh dang cac thudc tinh ciia Slide Master gidng nhu dinh dang mét Slide théng thuong. Cac thao tac thuong

thuc hién la:

- Dinh dang Style cho cac dbi tugng van ban (tiéu dé, danh sach danh du dau muc) trong Slide: Font, c&
chir, kiéu chir, mau chir, canh 1€, khoang cach gitra cac dong, cac doan, ...

- Thay dbi kich thude va vi tri ctiia cac doi tugng khac (thém ngay gio, tiéu dé dau va cudi trang, danh so
trang, ...).

- Thay d6i mau nén, mau cho céac doi tuong trong Slide.

15.2.5.1 Thay ddi cac thudc tinh ciia Slide Master

. Cach thuc hién:

- Vao menu View/ Master Views/ Slide Master, xuat hién ctra s6 nhu sau: (hinh 15.10)
- Click vao khung tiéu de de thay doi cac thudc tinh cho tiéu de.

Click to edit Master title style

* Click to edit Master text styles

* Second level
* Third level
+ Fourth level
+ Fifth level

{ 13-8-2013 Footer #

Hinh 15.10: Thay d6i thudc tinh ctia Slide Master
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Chuong 16: Lam viéc vdi cac trinh chiéu

- Click vao khung ndi dung dé thay ddi cac thudc tinh cho cac d& muc nhu font chir, mau chit, kich ¢&

chtr, ky hi¢u numbering/bullet,..

- Click vao hop Date Area, Footer Area, Number Area dé thay doi cic thudc tinh cho ngay gio, tiéu dé

dau va cubi trang, sb trang.

Close
Master View

- Click Slide Master/  ciose
15.2.5.2 Pinh dang Header va Footer

Chuc nang nay dung dé thém ngay gio,
tiéu dé dau va cudi trang, s6 trang cho
Slide khi dang ¢ trong ché d6 dinh dang
Slide Master.

= Cach thuc hién:

-

Header

- Vao menu Insert va chon & Footer
(hinh 15.11)

- Tién hanh thay d6i thudc tinh cho
cac dbi tugng trong ché do Slide
(16p Slide) va ché d6 Notes Page
(16p Notes and Handouts).

M Date and Time: thém ngay gio
vao Slide hoac Notes Page.

® Update automatically: tu
dong cap nhat ngay gio luc
trinh chiéu. Chon dinh dang
ngay gio tir hop ké tha.

® Fixed: nhap ngay gid cd dinh,
ngay gio nay s€ khong thay doi.

dé trd vé ché do binh thudng.

Header and Footer

Slide | Notes and Handouts _

Include an slide

D Date and time
8 Update automatically
14-8-2013
Language
English (United States]
Fixed
13-8-2013
D Slide number
D Footer

|:| Don't show on title slide

Preview

Calendar type

ik

Apply ‘ Apply to All ‘ Canel

Hinh 15.11: Dinh dang Header va Footer

M Slide number: Chén s thi tw trang cho Slide.

M Page number: Chén sb thir tu trang cho Notes Page.

M Footer: thém tiéu dé cubi trang cho Slide hodc Notes Page.

M Header: thém tiéu diu trang cho Notes Page.
- Nhip Apply dé n dinh thay d6i cho Slide hién hanh.

- Nhip Apply to All dé an dinh thay ddi cho tat ca cac Slide.

15.2.5.3 Pinh dang mau nén cho Slide Master

-~ Va0 menu Slide Master/ 3 Background Styles ~

hodc chon Format Background (hinh 15.12)

- Chon mau nén hodc st dung cac hi¢u ting cho nén Slide (mau nén,

hinh anh, ...).

- Click Apply dé an dinh thay ddi cho Slide hién hanh.

- Click Apply to All dé 4n dinh thay dbi cho tit ca cac Slide.

Format Background e

,chon cic maucésan <

4 FILL
®) Solid fill
Gradient fill
Picture or texture fill
Pattern fill

Hide background graphics

Color Sy -

-

Transparency | Y

-

Hinh 15.12: DPinh dang mau nén
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15.2.5.4 Pinh dang so' d6 mau cho Slide Master
Chtrc ning nay cho phép ban thay d6i mau cho cac ddi tuong trong Slide Master.
. Cach thuc hién:

- Chgyén sang ché d6 xem Slide Master (View/ Master Views/ Slide Master) .
- Nhan nut Colors/ chon so d6 mau c6 san hoac nhan Customize Colors... d€ dinh nghia so do mau (hinh
15.13 hoac hinh 15.14)

ﬂ Colors — 55.] Background Styles —

This Presentation =
I N N M OCefault Design 1
NI Default Design 2 Theme calors
=51 = = B
--DD':I-QD sl b Text/Background -Dark 1 | ([l ~
!EECIECIMCI  Default Design 4 =
M B MN[ B Default Design 5 Text/Background - Light 1 |[ |+
Default Des 6 =
e s e sred = !gn _ Text/Background -Dark 2 |l ~
OIS Default Design 7 =
AN Default Design 2 Text/Background - Light 2 | [l -
M Default Design S et 4 —
1 -
N Default Design 10 ceent 1 [
! EBCOMENENCIENEE  Default Design 11 Accent 2 R
M ENENENIE  Default Design 12 —
- Accent 3 L ==
O ffice -
[ R Office Accent 4 [
NN zOffice 2007 - 2010 I = :
ccen hd
HCONC I Grayscale = .
H N Elue Warm Accent & .g_: -
N EENEE Blus PR = v'
N Bluesll Hyperin L
HONENEE Elus Green Followed Hyperlink -
NN @ Green :
H(EENEEEE Green Yellow - :
MName: | Custom 1
Customize Colors...
| Save Cancel
Hinh 15.13: Thay d6i so d6 mau Hinh 15.14 So d6 mau tu dinh nghia

= Céc budce ty dinh nghia so dd mau:

- Trong hop thoai Create New Theme Colors, thay d61 mau theo ¥ thich cho cac d6i tuong trong slide
- Trong khung Name, dat tén cho so d6 mau
- Nhan nut Save

15.2.5.5 Dinh dang cho Title Master

Title Master cho phép dinh dang cac thudc tinh cho Slide tiéu dé (Slide dau tién trong ban trinh chiéu) Néu
da chinh stra Slide Master trudc, ban s& khong can thay ddi nhleu cho Slide tiéu dé. Ban c6 thé chon Font
chit 16n hon, hodc thém vao mot hinh anh, bé ngay gio, tiéu dé, sb trang, ...

= Cach thuc hién:

- Vz‘i’o menu View/ ’Master Views/ Slide Master/ chon Title Master slide
- Tién hanh thay d6i thudc tinh cho cac doi tuong nhu véi Slide Master.

15.3 Tao cac hi¢u irng hoat hinh

pé phﬁn trinh chiéu tré nén sinh dong, PowerPoint cung cép nhiéu hiéu ung hoat hinh dé dé thuc hién cac
hoat canh trén ban trinh chiéu. Hoat canh 1a mot cach dung dé minh hoa khai niém va y tuéng mot cach truc
quan dé hiéu, hodc dung dé nhan manh thong qua cac hiéu ung gay su chu y. Vi du: co thé tao mot hoat canh
dé huong din nguoi xem hiéu duge timg budc ciia mot tién trinh. Ta ciing c¢6 thé nhan manh su xuét hién
hay bién mat cia mot ddi twong bang cac hiéu tng giy an tuong.

Mot hoat canh ¢6 thé don gian chi 1a mét day cac Text Box dugc chi dinh xuét hién theo mot thit tu theo thoi
gian ctia nguoi bao cdo. O muc d6 phirc tap hon, ta c6 thé 1am cho cac anh chuyén dong dé dién ta ban chat
ctia mot qua trinh. Ban ciing c6 thé tiy bién cac hiéu tmg hoat hinh co ban theo nhiéu cach khac nhau nhu:
tao lién két gitra cac Slide, m& mdt tap tin rng dung khac, khoi dong mot chuong trinh rng dung, mo mot
trang Web, ...

Giéo trinh ing dung CNTT — Co ban Trang 215



Chuong 16: Lam viéc vdi cac trinh chiéu

15.3.1 Tao hi¢u irng hoat hinh

Chtrc ning nay cho phép tao hiéu tmg cho cac ddi tugng trong mét Slide. C6 rit nhiéu hiéu tng c6 thé chon
deé gan cho cac doi tugng trong Slide.

. Cach thuc hién:

- Chon d6i tuong mudn tao hiéu ung, co thé 1a Text Box hodc ddi tuong dd hoa.
- Chon Iénh Animations. Xuat hién menu Iénh nhu hinh 15.15 va thuc hi¢n mot trong hai cach sau:

Reorder Animation

ave Farller

3 W .
v L v ) b Start: .
*f,‘,\, * : ﬁr ‘ y ﬁr 3¢ i o4 Animation Pane .l-.Start On Click
4 N i W { 4 . Trigger - () Duration: 0050
Preview  pone Appear Fade FlyIn Float In Split Wipe Shape Effect Ade (B B
v Options~ Animation - \ODelay: 000
Preview Animation [ Advanced Animation Timing
[ Click chon thu vién mau Animation ] [ Nhom 1énh Advanced Animation
, Hinh 15.15: Tao hi¢u trng cho céac doi tuong trong slide
Trong do:
+ Preview: xem thur trudc cac hi€u ung
+ Animation: cac mau hi¢u ing c6 san
+ Effect Options: mot so tuy chon cho hiéu ung
+ Advanced Animation: tao cac hi¢u ung theo y riéng
+ Timing: dinh thoi gian cho hi¢u Uiing
Mone o
P\J-CI‘;E
Entrance
G ] X ¥Y Y o > »k
Appear Fade Fly I Float In Split Wipe Shape Wheel
Fandom Bars Grow 8 Turn Foom Swivrel Bounce
Emphasis
Pulse Colar Pulse Teeter Spin Grow/Shrink Desaturate Darken Lighten
i < ¥ i A A o
Transparency Object Color Compleme... Line Color Fill Color Brush Color Font Color Underline
B B A
Bold Flash Bold Reveal Wawe
Excit
¥ LW L ) b
S i ls r . ¢ > »
Wipe Shape Wheel

.
Disappear Fade Fly Out Float Out Split

= * £%'3 S ¥,

Randorm Bars Shrink 8 Tu... Foom Swineel Bounce
b o More Entrance Effects...
More Emphasis Effects...
“ Mlore Exit Effects...
i}{ More Motion Paths...

Hinh 15.16: Tao hiu tng c6 san

- Céch 1: str dung cac hiéu ing c6 san
+ Click chudt vao thanh cudn dimg bén phai khung thu vién mau Animation (hinh 15.15)

+

Chon mot trong cac hi¢u ing duogc hién thi.

Chii y: dé chon hiéu tmg khac hodc bo hiéu tng, thuc hién lai 1énh trén mot lan nira.

- Céch 2: tu tao cac hiéu Ung riéng

M&i ddi tuong trén slide ¢ thé duoc tao hiéu tng theo 4 kiéu sau: (hinh 15.16)

+

Entrance effect: cach ddi tuong Xuét hién trén slide

+ Emphasis effect: cach thic ddi tugng dugc nh4n manh, dugc cha ¥ trén slide
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+ Exit effect: cach ddi tugng roi khoi slide
+ Motion path: cach doi tuong di chuyén trén slide, chon mau c6 san hodc tu vé duong di ciia doi tugng

Muén tao hi¢u ung ri€ng, ban str dung céc Iénh trén nhom Advanced Animation.
. Cach thuc hién:

+ Chon ddi tuong muén tao hiéu ung

+ St dung cac 1énh trén nhém Advanced Animation (hinh 15.15)

v Add Animation: chon loai hiéu trng ap dung
v' Animation pane: hién thi cic hiéu tng d3 ap dung cho cac slide
v’ Trigger: hiéu ing dugc kich hoat khi click chudt 1én mot dbi tuong trén slide
v Start: thoi diém hiéu ung dugc kich hoat
*  On Click: click chuot
= Start With Previous: khi hiéu ing ngay trude duogce kich hoat
= Start After Previous: khi hi¢u ung ngay trudc hoan thanh
» Duration: tc do cua hiéu ung
= Delay: sau khoang thoi gian dugc chi dinh trong khung delay
Ghi chii: Chon Animations/ Preview dé thir xem két qua ctia cac hiéu ing ngay sau khi ta gan mot hiéu tng
cho mot ddi tuong nao do.

15.3.2 Tao hiéu tng chuyén tiép giira cac Slide
Chte ning nay cho phép tao hiéu img chuyén tiép giita cac Slide trong ché d6 Slide Show.
. Cach thuc hién:

- Chon céc slide mudn tao hiéu ung
- Chon Iénh Transitions (hinh 15.17)
‘m” "$ Sound: |[No Sound] = | Advance Slide

| T | mmim | —m _!_
lil ‘2‘ ‘M Q! \ill ‘fﬂ O Duation: 0100 2| [v] On Mouse Click
| Hfect

Preview C ; Wi Sl g Incay o - - T
Nane Cut Fade Push ipe Spit  RandomBars  Shape Uncaver Cover |5 ad B ApplyTo Kiter 000000 *

Pl

Preview Transition to This Slide Timing

Hinh 15.17: Tao hiéu tng chuyén slide

v Preview: xem trudc hiéu tmg chon ap dung cho slide
v’ Transition to This Slide: chon hiéu ing ap dung cho slide

Effect Options: cac tuy chon ap dung cho hi€u tng (hudéng ngang, huéng diung,...)

v/ Timing: dinh thoi gian chuyén slide hay click chudt dé chuyén slide, don vi tinh bang gidy
= Sound: chon 4m thanh khi chuyén slide
» Duration: dinh tdc do chuyén slide nhanh hay cham
= Apply To All: 4p dung cho tat ca cac slide
= On Mouse Click: click chudt dé chuyén slide
= After: dinh khoang thoi gian chuyén sang slide ké tiép
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15.3.3 Thiét lap hanh dong cho mdt ddi twong

Chtrc ning nay cho phép ban gan mot sy kién vao mot dbi tuong PowerPoint (hop van ban, d6i twong d6
hoa, nat hanh ddng, ...), ban co thé chuyén sang mot Slide khac, m¢ mot tap tin ung dung khéc, khoi dong
mot chuong trinh tng dung, mé mot trang Web, ... b?mg cach Click chuot hoac don gian hon 1a chi can dua
tré chudt “di” ngang qua dbi twong dwoc chon.

= Cach thuc hién: Action Settings 2
- Chon dbi twong mudn gan hanh dong.
'*' Mouse Click | plouse Over _

- Vao menu Insert/ Links/ Action | hop thoai xuét Action on click

hién nhu hinh 15.18 ® None
- Chon dat hanh dong thi hanh khi Click chudt .

1&n dbi tuong (16p Mouse Click) hodc khi trd 2 Shmeink Ak

chudt “di” ngang qua ddi twong (16p Mouse e i

OVCI‘). l_) Bun program:

+ Hyperlink to: chon Slide hoac tap tin lién
két tir hop ké tha. Khi hanh dong duoc thi i
hanh, PowerPoint s& chuyén dén Slide
hodc m¢ tap tin nay.

+ Run program: khoi dong mot chuong trinh
ung dung khi hanh dong dugc thi hanh.

+ Play sound: chon am thanh khi hanh dong [] Play sound:
duoc thi hanh. [Mo Sound]

+ Click OK d¢ hoan thanh. Highlight click

e
Object action:

K Cancel

Hinh 15.18: Hop thoai Action Settings

15.3.4 Tao nut hanh dong

Chtrc nang nay cho phép ban gén mot thao tc vao mot nit 1énh cy thé. Nut hanh dong 1a mét dédi tuong dugc
xac dinh trude, duge gan vao mot thao tac thong qua tuy chon trong hdp thoai Action Settings ¢ trén.

= Cach thuc hién:

- Chon 1énh Insert/ Shapes/ Action Buttons. (hinh  Action Buttons

NI .  QIEIEEE @)= 0 ] O
- Chon mdt nut tir thanh cong cu Action Buttons, kéo

chudt dé v& nut 1énh vao slide. Khi d6 s& xuét hién Hinh 15.19: Cac nat hanh dong

hop hoi thoai Action Settings nhu ¢ trén.
- Thuyc hi¢n twong ty nhu thiét 1ap tac dong cho mot ddi tuong bét ky néu trén.

15.3.5 Cac goi y khi thiét ké mét ban trinh chiéu

- St dyng mau chit va mau nén twong phan dé chir dé doc

- Dung nhitng ménh d& hodc nhirng ciu ngin gon theo timg y.

- Tranh dwa qua nhiéu vin ban va hinh anh trong mét Slide. Thinh gia can phai tp trung nghe vin dé
dang trinh bay hon la tap trung vao cac Slide.

- St dung c& chit du 16n dé nhimg ngudi ngdi xa c6 thé doc duoc. Nén sir dung ¢& chit 24 point hodc 16n
hon.

- Khoéng nén str dung qua nhiéu chit hoa vi n6 kho doc hon chit thuong. Chi st dung chir hoa trong truong
hop mudn nhin manh ndi dung nao dé.

- St dung dinh dang van ban don gian, tranh st dung qua nhiéu dinh dang nhu dam, nghiéng, gach dudi,
c& chir 10, ... & nhan manh trong mot cau. Khong nén sir dung qua nhiéu Font chir khac nhau trong
mot Slide.

- Sir dung hi€u img cho dbi tuong cung nhu hi¢u ing chuyén trang don gian. Qua nhiéu hiéu tng s& lam
cho nguoi ding mét tap trung vao van dé dang trinh bay.
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= BAI TAP
1. Bai tap 15-1

1./ Tao méi mot tp tin PowerPoint (Blank Presentation)
2./ Pinh dang cho Slide Master theo yéu cau sau:
- Title master:

+ Trong Title style chon:
- Font: Arial
- Kich thudc chir: 40pt
- Mau chir: nau vang (huéng dan: trong bang mau chon custom: Red: 153, Green: 102, Blue: 51)

+ Trong Subtitle style chon:
- Font: Arial
- Kich thudc chir: 32pt
- Mau chir: xanh duong dam (huéng dan: trong bang mau chon custom: Red: 0, Green: 0, Blue:
102)

- Slide master:

+ Title style cia mdi slide:
- Font: Arial
- Kich thudc chir: 36pt
- Mau chii: nau vang

+ Noi dung: - Kich thuodc chir: Level 1: 32; Level 2: 28; Level 3: 24,...
- Mau chir: xanh duong dam

- Dinh dang mau nén cho Slide Master:
Trong Slide Master, chon Background Style va chon Style 9 (hinh 22.20)

@‘] Background Styles =

@ Format Background.?
Hinh 15.20: Chon tr Background Style

3./ Tao cac Slide ni dung nhw & trang tiép theo.
Trong do:
- Tao hiéu Gmg chuyén trang (nhom 1énh Transitions)
- Tao hiéu tng cho tirng d6i twong trong cac Slide (nhom 1énh Animations)
- Tao lién két cho cac ddi twong trong cac Slide cho phu hop ndi dung trinh bay: (nhém 1énh Insert:
Action, Shapes)
+ Trong Slide 3: Tao lién két “Sir dung mot doan trich din” lién két toi Slide 7.
+ Trong Slide 4: Tao lién két “Cung cip vi du dé ching minh” lién két t&i Slide 8.
+ Trong Slide 7: tao niit hanh dong dé quay lai Slide 3.
+ Trong Slide 8: tao nut hanh dong dé quay lai Slide 4.
4./ Luu tap tin vao dia véi tén BT15-1.PPTX
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BO cUC MOT BAI THUYET

TRINH

PGs. Ho va Tén

Trich tlr TG sach Khoa hoc VLOS

Phan mé dau

= Thu hat sy chud y cla nguwoi nghe
— M6t cau hoi
— M6t 1o hira

= Tom lwoc cac ndi dung lién quan
— BDa dworc trinh bay
— Puoc da sb nguwdi nghe biét rd

» Tom tat
« Két luan cudi ciing

—Liéu con diéu gi ban mudn nguwéi nghe

ghi nh&?

Vi du: str dung mét doan trich dan khi

gici thiéu

- Vidu, ta cé thé phat biéu trich dan nhirng bép

cap vé thiét k& Website sau:

“Viéc Lrng dung 'T trong giao duc tai VN
rong vai nam qua. Gio
Wan d ng bat dau tham

da cé nhiédu tién bé

day, cong déng .v‘

Tham chi lam moi ngwdi phai hoat déng.

Gii thiéu

Phan mé& dau

— Cén dat dwoc muc dich

Phéan chinh

— DPuwa giai phap, y kién

Phan két

— Tém tat cac noi dung da dworc trinh bay

Phan chinh

Phan chinh véi cac ndi dung

— Van dé can giai quyét, yéu cdu cong viéc
— Y twdng va gidi phap

— Loi ich khi ap dung gidi phap

- C!‘]u’o'ng trinh hanh déng/cac viéc lam cu
thé

Cam on sw chi y cia Qui vi

Vi du: Chieng minh mét van dé

1904 1995 1996 1997 1998

TIN HOC 26 145 186 17 154

DIEN T 38 78 33 75 o4

caoBiNG 0 80 128 160 245

gia tao website ( é’e huc vu cho céng

tac gidng day cla @,ﬁay nhiéu bat cap
cla cac website, blog 0g d6CAE ¢ giao vién tao ra

dan thé hién ro. Vay nhirng bt cap dé la gi?”

J 7
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CHUONG 16: LAM VIEC VOI CAC TRINH CHIEU

16.1 Thuc hién mdt budi trinh chiéu

Sau khi hoan tat viéc tao cac Slide trong trinh chiéu, ban phai duyét lai tat ca nhitng thong tin, hinh anh, am
thanh, ... ma ban s€ trinh bay trudc thinh gia, déng thoi ban phai xay dung moét kich ban vé viée st dung cac
k¥ thuét thich hop dé thé hién ndi dung d6 mot cach cé hiéu qua.

16.1.1 Thiét ké mét cudc trinh chiéu

Chtrc ning nay cho phép ban thay d6i cac tiiy chon cho budi trinh chiéu.

= Cach thuc hién:

- Mo tap tin trinh chiéu muén thiét ké
- Chon Iénh Slide Show/ Set Up Slide Show (hinh 16.1)

Set Up Show ?

Show type Show slides
9 Presented by a speaker [full screen) i All
i_) Browsed by an individual fwindow) () Erom: 1 2 To: |58 o

[ Browsed at a kiosk {full screen) Custom show;

Show options
|:| Loop continuously until 'Esc’ Advance slides

|:| Show without narration

[] show without animation S :
@ Using timings, if present

1 Manually

|:| Disable hardware graphics acceleration

- Multiple monitors

. .
Pen colorn: Ly

- 5lide show monitor:
Laser pointer color: & x; Automati.c

L
Resolution:

Use Current Resalution

Use Presenter View

| oK Cancel

Hinh 16.1: Thiét ké mot budi trinh chiéu

e Tuy chon Show type: cach thyc hién trinh chiéu.

+

+

+
+
+

Presented by a speaker (full screen): cho phép thuc hién trinh chiéu ¢ ché d6 toan man hinh va duoc
diéu khién boi nguoi dién thuyét.

Browsed by an individual (window): cho phép trinh chiéu ¢ ché d6 man hinh binh thudng, va tu diéu
khién viéc trinh chiéu ctia PowerPoint theo nhu ciu riéng.

Browsed at a kiosk (full screen): cho phép thuc hién trinh chiéu & ché d6 toan man hinh, dién ra mot
cach tu dong, va dugc lap di lap lai.

Loop continuously until ‘Esc’: cho phép trinh chiéu lap di lap lai lién tuc dén khi nhan phim Esc, tiy
chon nay la mdc dinh khi sir dung ché 36 Browsed at a kiosk.

Show without narration: cho phép tit phan thuyét minh di kém.

Show without animation: cho phép tét cac hiéu tng.

Pen color/ Laser pointer color: chon mau

e Tuy chon Show slides: chon céc slide cho buoi trinh chiéu.

+
+
+

All: trinh chiéu tat ca cac Slide.
From ... To ...: trinh chiéu mo6t nhom Slide lién tuc.
Custom show: cho phép chon phuong an trinh chiu riéng.

e Tuy chon Advanced Slides: cac tuy chon nang cao.

+

Manually: ché d6 chuyén trang thii cong (nhan phim hoic Click chudt dé qua Slide khac).

+ Using timings, if present: ché dd chuyén trang tw dong (sau mot khoang thoi gian nao do).
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16.1.2 Thiét ké mot phwong 4n trinh chiéu riéng

Chtrc ning nay cho phép ban tao ra nhitng trinh chiéu c6 thé tuy bién dé phuc vu nhimg d6i twong khan gia
khac nhau, hodc nhitng muc dich khac nhau ma khong can phai tao ra nhiéu trinh chiéu c6 ndi dung tuong
tu. Ngoai ra, vi€c chinh stra, cap nhat ndi dung cling dugc nhanh chong va chinh xac hon.

Vi du: ban can tao mot trinh chiéu cho 3 nhom dbi tugng khac nhau. Trong do, 6 Slide dau duoc st dung
chung cho ca 3 nhém, mdi nhom c6 thém 3 Slide riéng. Nhu vay, ban chi can thiét ké trinh chiéu véi 15
Slide 14 c6 thé str dung cho ca 3 nhom thay vi phai thiét ké 3 trinh chiéu riéng phai dung t6i 27 Slide.

. Cach thuc hién:

- Vao menu Slide Show/ Custom Slide Show/ Custom Show..., hop thoai Custom Show nhu hinh 16.2:

Mhom thu 1
Mhom thu 2
Mhom thu 3 Edit...

EBemowve

Copy

Close

slide show name: iNhom thu 2

Slides in presentation: Slides in custom show:
[ 1. slige 1 1. Slide 1

[] 2. slide 2 2. Slide 2

[] 3. 5lide 3 3. Slide 3

[] 4. slide 4 4, Slide 4

[] s.slide s Hdd 5. Slide &

[] &.Slide &6 6. Slide 10

[] 7. slide 7 7. Slide 11

[] & slide 8 8. Slide 12

[] 9. slide g
[1 10, Slide 10

Hinh 16.3: Chon cac slides trong phuwong an trinh chiéu

New: tao mot phuong an trinh chiéu méi.

Edit: chinh stra phuong an trinh chiéu duoc chon.

+ 4+ o+

Remove: x0a b phwong 4n trinh chiéu dugc chon.
+ Copy: sao chép phuong an trinh chiéu duoc chon.

- Khi chon New hodc Edit thi s& xuét hién hop thoai Define Custom Show nhu hinh 16.3 ¢ trén cho phép
tao va chinh stra mot phuong an trinh chi€u. Ban c6 thé thém (Add), hay loai bo (Remove) cac Slide
trong phuong an do ciing nhu sap xé&p lai thu tu céc Slide.

16.1.3 Thuc hién mét budi trinh chiéu

Dé kiém tra lai hodc thuc hién trinh chiéu chinh thirc, thuc hién cac cach sau:

EQ

=i
From

- Nhin phim F5 hoic chon 1énh Slide Show/ Start Slide Show/ B<ginning @& trinh chiéu tir slide dau tién
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Click chu6t vao nut Slide Show = & cubi man hinh hodc chon 1énh Slide Show/ Start Slide Show/

&

From

curentside 3¢ bt dau trinh chiéu tir slide hién hanh ,
Chon I¢nh Slide Show/ Custom Slide Show/ chon phuong an trinh chiéu hodc Slide Show/ Custom Slide

Show/ Custom Show.../ chon phuong an trinh chiéu/ nhan nat Show d¢é trinh chiéu mot phuong an riéng
da thiét ké

Cic thao tic co ban trong qua trinh trinh chiéu

Chuyén qua trang tiép theo: nhan SPACE BAR, ENTER, PAGE DOWN, phim N, phim miii té€n phai,
phim miii tén xudng hodc chudt trai.

Tré vé trang trudc: nhan BACKSPACE, PAGE UP, phim P, phim miii tén trai hodc phim miii tén lén.
DPén mot Slide bat ky: g sé thir tu cta Slide va nhin Enter.

Két thuc trinh chiéu: nhan phim Esc, phim ‘- hodc t6 hop phim Ctrl + Break.

Dé gidu con tré va nat 1énh & goc trai bén dudi: nhan phim A hodc phim =".

Bat/ tit ché d6 boi den toan man hinh: nhan phim B hodc phim ©.".

Bat/ tit ché do lam tréng toan man hinh: nhin phim W hodac phim *,’.

Str dung cac nuat 1énh ¢ goc trai bén dudi man hinh (hinh 16.4)

7 1. Vé slide truée
i Laser -Pointer ) )
/ 2. bén slide ké
#3) Pen )
Sl 3. Chon con tro laser, cong cu viét tay,
tiglegite danh déu
4. Chuyén sang ché d6 Slide Sorter
5. Cha y mot phan man hinh va phong to
HEN EEEEN
I !
1. 2. 3. 4 5. 6.

Hinh 16.4: Cac nit str dung khi trinh chiéu

R _Click 1én man hinh (hinh 16.5) va chon 1énh nhu menu sau:

e Next: chuyé‘n ti Slide ké. Mext

e Previous: vé Slide trude. Previous

e Last Viewed: chuyén dén Slide vira xem. -

e See All Slides: xem tat ca cac slides (¢ ché do Slide Sorter). Last Viewed

e Zoom in: chil y mot phan man hinh va phong to. See All Slides

e Show Presenter View: bat ché d xem Presenter. Zoom In

e Screen: lam den/trang man hinh

e Pointer Options: tuy chon con tr¢ laser, vi€t, cong cu chu y

e End Show: két thic buoi trinh chiéu. show Presenter View
Chu y: trude khi trinh chiéu cho thinh gia, nén trinh chiéu thtr dé kiém tra Screen i’
thiét bi chi€u (projector, overhead) va diéu chinh ¢ cu ly va vi tri thich Pointer Options (2
hop. Help

End Show

Hinh 16.5: Str dung menu 1énh khi trinh chiéu
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16.2 1In cac trang trinh chiéu

Chtrc nang nay cho phép in cac Slide trong ban trinh chiéu ra gidy hodc phim.

= Cach thuc hién:
Chon 1énh File/ Print hodc nhin t6 hop phim Ctrl + P (hinh 16.6)

Account

Options

Print

Print

Printer
|/ Hewlett-Packard HP Laserle.. .
Offline

Printer Properties

Settings
Pint Al Slices
Print entire presentation

Slidles:

|:| Full Page Slides

Print 1 slide per page

—  Collated
123 123 123

. Grayscale

Edit Header & Foater

ﬂﬁ

[ Duyét slide

Print: ra 1€nh in

Copies: s0 ban in, mic dinh in 1 ban

Cau tric ctia mot workbook (1)

~Gom c6 nhidu sheet, to1 da 1 255 sheets, mic nhién 13 16
sheets

—Thay doi sheet mic nhién: vio menu Tools - Options
General 2 Sheets in new workbook

—Chon sheet: nhép vao tén sheet
—Déi tén sheet:

*D-Click Ién tén sheet

*R-Click [én tén sheet, chon Rename

—Chén thém sheet m6i: chon vi tri muon chén sheet méi

*Vao menu Insert 2 Worlsheet

*R-Clickén dong tén sheet, chon Insert = Worksheet

{ Phong to/Thu nho slide }

Hinh 16.6: In céc slides ra gidy

Printer: chon may in mubn st dung tur li€t hop ké tha.
Slides: chon vung in

+ Print All Slides: in tit ca céc slide.

+ Print Curent Slide: in slide hién hanh.

+ Print Selection: in cac cac slides dugc chon trude.

+ Custom Range: in cac Slide dugc chon trong Custom Show.

+ Slides: cho phép nhap cac Slide mudn in.

Print Layout/Handouts: chon cach in.

+ Print Layout: chon in 1 slide trén 1 trang gidy, c6 kém ghi chu hay khong, hodc in dang outline

+ Handouts: cho phép in nhiéu slide trén ciing 1 trang gidy

+ Frame Slide: in slide kém theo khung bao quanh slide.

+ Scale to fit paper: ty dong diéu chinh kich thudc dé in vira du kho gidy.
Collated/Uncollated: in theo bd hay in theo trang

Orientation: hudng in
Grayscale: in trang den.

Giéo trinh ing dung CNTT — Co ban

Trang 224



Chuong 16: Lam viéc vdi cac trinh chiéu

= BAI TAP
1. Bai tap 16-1

1./ Tao méi mét tép tin PowerPoint (Blank Presentation) va tao céc slides ndi dung nhu sau:
Noi dung

| ®» THOTKY VIEN DAI HOC CAN THO (1966 - 1975)

. , S ) ® DHCT GIAI DOAN SAU NAM 1975
DAIHQC CAN THO - QUA TRINH HINH

THANH VA PHAT TRIEN

ThS. Nguyén Vin A

THOT KY VIEN DAT HOC CAN THO (1966 - 1975) THOLKY VIEN DAI HQC CAN THO (1966 - 1975)

‘ ® Co's6 vit chit cia Vién Dai hoe Cn Tho toa
lac trén 4 dia diém:

* Toa Vién trwdmg (S6 5, dai 19 Hoa Binh)

= Dwgc thanh Iip ngay 31 thang 03 nam 1966
= Vién Dai hoc Cn Tho co 4 khoa

* Khoa hoe /
* Lujt khoa vi Khoa hoe Xa hoi / * Khu I (dwong 30/4)
® Vin khoa ® Khu IT: (dwdng 3/2)
* Sirpham ® Khu II: (30 1, Ly Ty Trong)

DHCT GIAI DOAN SAUNAM 1975 DHCT GIAIDOAN SAUNAM 1975

| = Khoa Khoa Hoe Ty Nhién

= Vién Dai hoc Cin Tho dwgc doi thanh DHCT
| * Ngay 14/01/1998, Tredng DHCT khéanh thanh Khoa

® Cg ciu DHCT hién nay Khoa Hoc
* Khoa- Vién / * Co sévit chit
) / * 12 phong thi nghiém (PTN) cho Smh, Héa, Vit Iy

i s PR )
Arumg fun... g ok Aasts * 06 phong may tinh dwgc noi mang véi nhau

* Phong ban chifc nang
* Doan thé & Hoi

* VP khoa vi xwéng siFa chira
« Nam 2010, Trwong ¢ diu tw mé réng khu PTN ciia khoa
* Xiy méi khu nh 3 ting véi 22 phong
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DHCT GIAI DOAN SAU NAM 1975

® Khoa Khoa Hoc T Nhién

» Khoa KHTN hién nay gom 04 b mon
* Bd mdn sinh
* Bd mdn Hoa hoc
* Bd mdn Todn hoc
* Bo mon Vit Iy va
* Td Vin phong — Thu vién

® Cong tdc dio tao: Dai hoc, Sau dai hoc

» Cong tic ddo tao va boi dudng cdn bo

DHCT GIAT DOAN SAU NAM 1975

®Khoa CNIT & TT

® Cic bg mon va trung tim
* Bj mén Hé thing Théng tin
* B) mén Mang miy tinh & Truyén thing
* Bj mén Cong nghé phin mém
* Bo mon Khoa hoc may tinh
* Bo mén Cong nghé thong tin
* Bo mén Tin hoc (mg dung
* T4 Vin phing
* Trang tim dién ti va Tin hoc

sau:

Phuong 4n trinh chiéu 1:

- Ténbaocao :KHTN

- Cacsildes :1,2,3,4,5,6,7,10
Phuong an trinh chiéu 2:

- Ténbaocao :CNTT

- Cacsildes :1,2,3,4,5,8,9,10

3./ Luu tap tin vao dia véi tén BT16-1.PPTX

* Cong tic NCKH: Bdo cdo chuyén d¢, dé tai, bai bdo

DHCT GIAI POAN SAU NAM 1975

= Khoa CNIT & TT

* Duge thinh 1p nam 1994 trén co's¢ Trung tm
Dién ti vi Tin hoc
* Nhiém vy cia Khoa 13 @3o tao
* Dai hoc, Sau dai hoc
* Nghién ciru khoa hoc va
* Chuyén giao cong nghé trong link viec CNTT & TT
* Tam nhin dén nim 2020

* Bom vi dao tao v nghién cirn khoa hoc vé CNTT &
TT manh ciia cd nwde

Cam on st chi ¥ theo ddi cfia cic ban

2./ Vao menu Slide Show/ Custom Slide Show/ Custom Show... tao hai phuong 4n trinh chiéu riéng nhu
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CHUONG 17: KIEN THUC CO BAN VE INTERNET

Hién nay nhu cau khai thac thong tin trén mang Internet ngdy cang ting. Chuong nay s& gidi thiéu nhiing
khai niém co ban vé Internet va cac dich vu trén Internet.

17.1 Giéi thi¢u Internet
17.1.1 Internet da bit diu nhw thé nao

Niam 1969, Bo qudc phong My da xay dung mot hé théng mang mdy tinh phuc vu cho viéc nghién ctiru quan
su. Mang nay co tén 1a ARPAnet, hé thong nay dugc thiét ké v6i kha ning chiu dung dugc nhing sy cb
nghiém trong nhu thién tai, chién tranh,...ma van hoat dong binh thudng. Pay chinh 1a tién than cta mang
Internet sau nay. Tai thoi diém nay, chi c6 nhimg nha khoa hoc, co quan cua chinh phi My méi ¢6 quyén
truy cép vao hé thong ARPAnet.

Vao cudi nhting ndm 1980, hi¢p hdi khoa hoc My da c6 nhiing nd lyc dé cho phép céac nha khoa hoc, cac
truong cao dang va cac truong dai hoc c6 thé tham gia sir dung hé théng mang ARPAnet dé chia sé nhiing
thong tin, dir liéu khoa hoc cua ho. Tuy nhién viéc sir dung Internet ltic do rat kho khan, doi hoi nguoi dung
c6 k¥ nang may tinh cao.

Mang Internet c6 thé chi dimg lai & ddy néu nhu khéng c6 sy ra doi ciia World Wide Web, dugc phat minh
boi Tim Berners-Lee trong thoi gian 1am viée tai CERN (T4 chuc nghién ctru nguyén tu cua Chau Au dat tai
Thuy Si). Ong Tim d3 tim ra cach thirc dé may tinh & cac vi tri, dia diém khac nhau c6 thé hién thi nhimg
vin ban co lién két dén céc tap tin van ban khac. Két qua nghién ctru cta 6ng Tim d6 1a ngdn ngit danh dau
siéu van ban HTML (Hyper Text Markup Language).

17.1.2 Thong tin gi dwgec cho phép dwa lén Internet

Internet 1a mét mang dién rong ma trong dé co nhiéu ¢4 nhan, t6 chirc, quic gia cung tham gia. Thong tin
dua 1én mang Internet c6 xuat xu tir nhiéu nguon khac nhau, va phuc vu cho nhiéu muc dich khac nhau. Tt
nhing thong tin phyc vu cho gido duc, y té, quoc phong, du lich cho dén nhimg thong tin ¢é thé ¢6 hai cho
cac t6 chire, cac qudc gia, hodc cac nén vin hoa.

Vi mdi qudc gia c6 hé théng phép 1y riéng cta ho va nhiing hé thong phép ly nay doi khi lai trai ngugc nhau
nén thong tin duoc dwa 1én mang Internet hau nhu khong thé kiém soat dugc. Chang han toa an Canada
mudn két t6i mot cong dan nude ho vi tdi tuyén truyen, ung hd chu nghia phat xit méi nhung ho khong thé
dua anh ta ra toa dugc vi thong tin anh ta dua 1én mang duoc luu trit & My. Ma theo luat phap My thi diéu
nay lai dugc cho phép.

17.1.3 Nguyén ly hoat dong ctia Internet

Pé hiéu nguyén ly hoat dong cua Internet theo cach don gian nhét, ta co thé hinh dung thong tin gdi va nhan
tor cac may tinh glong nhu viée goi thu qua hé thdng buu dién. Khi mudn goi thu, nguoi ta thuong dén mot
tram buu dién gin nhét de bo thu vao thung. Tai day thu cua ching ta va cia nhleu nguoi khéc nita s€ duoc
phan loai theo dia chi rdi tiép tuc duoc goi 1én tuyén cao hon. Qui trinh ¢t tiép tuc nhu thé cho dén khi thu
cua chung ta t&1 dugc dia chi cua ngudi nhan.

Tuong tu nhu vay, khi nhan va goi thong tin trén Internet, thong tin can phai dugc xac dinh dia chi duy nhat.
Dia chi Internet cua céc tu li¢u dugc quan 1y bang bo dinh vi tai nguyén dong dang URL (Uniform Resouce
Locator). Moi trang Web khi duogc dua Ién Internet s€ co6 it nhat mot dia chi URL tham chiéu dén no.

17.2 Mt s6 khai niém
17.2.1 Dia chi Internet
17.2.1.1 Dia chi IP (Internet Protocol Address)

Khi tham gia vao Internt’et, cac may tinh goi la cac host, phdi mang mot gﬁa chj 1P Qﬁng dé nhén dang. Dia
chi IP duoc chia lam 4 s6 thap phan gidi han tir 0 - 255, phan cach nhau bang dau cham. Vi du: 172.16.19.5;
172.16.0.3; ...

17.2.1.2 Hé thong tén mién DNS (Domain Name System)

Pia chi IP gém cac s6 rat kho nhé va kho st dung, can phai xay dyng mot hé théng dia chi Internet khac, 6
chinh 1a h¢ thong tén mién DNS, dé dat tén cho cac host trén Internet. Vi du: www.yahoo.com,
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www.microsoft.com, www.ctu.edu.vn, www.mit.edu, ... Mdi host trén Internet s& c6 hai dja chi: dia chi IP
va dja chi tén mién duogc anh xa v6i nhau. Khi nguoi su dung dung tén mién, no s& dugc chuyén doi qua dia
chi IP twrong tmg. Cac phan com, edu hay vn trong dia chi tén mién & trén duoc goi 1a tén mién cdp 1 (First-
level Domain hay Top-level Domain). Cé hai loai Top-level Domain chinh:

e Domain mang tinh t6 chuc: (bang 17.1)
e Domain mang tinh dia Iy: gdm 2 ky tu tat dai dién cho mot qudc gia. (bang 17.2)

Domain Té chirc Domain | Qudc gia
com (Commercial) Thuong mai at Ao
edu (Educational) Gido duc au Uc
gov (Governmental) | Nha nudc ca Canada
int (International) T6 chiic quoc té de buc
mil (Military) Quan doi Fr Phap
net (Networking) Tai nguyén trén mang Jp Nhat
org (Organizational) | Cac t6 chirc khac uk Anh
Bang 17.1: Domain t6 chuc us M¥
vn Viét Nam

Béang 17.2: Domain mang tinh dia ly
17.2.2 Mot s6 thanh phin trén Internet
17.2.2.1 Nha cung cép truy cip Internet IAP (Internet Access Provider)
La nha cung cép dich vu dudng truyén dé két ndi véi Internet, quan 1y cong (gateway) ndi v6i qudc té.
IAP ¢ Viét Nam: Cong ty dich vu truyén s6 liéu VDC thudc tong cong ty buu chinh vién thong, co quan
thuc hién truc tiép 1a VNN.
17.2.2.2 Nha cung cip dich vu Internet ISP (Internet Service Provider)

La nha cung cap dich vy Internet cho cac t6 chtrc va ¢ nhan, con duoc goi la cac ISP thuong mai. ISP phai
thué duong truyén va cong cua mot IAP. ISP thuong mai ¢ Viét Nam: Cong ty dich vu truyén sb liéu VDC
thudc tong cong ty buu chinh vién thong, Cong ty FPT thudc Bo khoa hoc cong nghé va méi trudng, ...

17.2.2.3 ISP dung riéng

La nha cung cép dich vu Internet khong mang tinh chit kinh doanh. DAy 1 loai hinh dich vu Internet ctia cac
co quan hanh chinh, cac truong dai hoc,vién nghién ctru, ... ISP dung riéng & Viét Nam: mang ctuia Trung
tam khoa hoc va k¥ thuat hat nhan, mang Khoa hoc giao duc VARENGet.

17.2.2.4 Nguwoi st dung Internet

La nguoi st dung cac dich vu Internet. Nhitng nguoi nay phai dang ky véi mét ISP, ¢c6 mot tai khoan
(Account) dé quan Iy truy cip va tinh toan chi phi phai tra cho ISP. Khi dang ky véi ISP, nguoi sir dung can
phai biét:

- ISP c6 cung cip day du cac dich vu cta Internet khong?

- ISP duogc truy nhap thong qua duong dién thoai cuc bd hay duong dai.

- Tbc @6 duong truyén ciia ISP, phuong thirc va chi phi phai thanh toan.

17.2.2.5 Tai khoan nguwoi dung trén Internet

Khi dang ky v61 mét ISP, nguoi dung duge cung cap mot tai khoan. Moi tai khoan bao gom tén (User name)
va mat khau dang nhap (Password). Ngoai viéc str dung tai khoan do ISP cap dé quan 1y truy cap va tinh
toan chi phi, khi sir dung Internet c6 thé c6 nhiéu trang Web yéu cau ban phai c6 mét tai khoan ding nhap
vao mai st dung dugc mot s6 dich vu khac, d6 1a tai khoan cta nguoi dung Internet.

17.2.3 Céc dich vu thong dung trén internet
17.2.3.1 Dich vu Telnet (Telephone Internet)

Telnet 1a chuong trinh cia may tinh ndi két chwong trinh ngudn véi mot may tinh khac ¢ xa. Vi dy, ban co
thé sur dung Telnet dé két n6i vdi mot may chu & mdt noi khac rat xa. Trong truong hop nay ban can phai cé
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tén nguoi s dung (User name) va mét ma (Password) cling nhu tén cua may do, ban cing phai can biét mo
hé théng may st dung - hé thdng téng quat & day 1a UNIX.

17.2.3.2 Dich vu thu dién tir (Mail Service)

Ban c6 thé guri hoac nhan cac thu di¢n tr (Electronic Mail- Email) tur bat ctr mot noi nao voi diéu kién 1a
nguoi nhan va nguoi gui phai c6 mot dia chi Email va mdy tinh st dung c6 ndi mang Internet. Ban chi ra
1énh nhan Mail da dugc luu trit trong mang phuc vu, thé 1a thu da nam trong may tinh cua ban.

17.2.3.3 Dich vu tin dién tir (News)

Cho phép trao ddi cac bai bao va ban tin dién tir (bulletin) xuyén sudt Internet. Cac bai bao dugc dit tai trung
tam co s¢ dit liu trén suot khong gian Internet. Nguoi dung truy cap vao co so dir li¢u do de lay vé cac bai
bado ho can. Pi¢u nay lam gidm tac nghén trén mang va loai trir vi€c luu trir nhi€u ban sao khong can thiét
ctia moi bai bao trén tirng hé thong ctia nguoi dung.

17.2.3.4 Dich vu truyén tip tin (FTP: File Transfer Protocol)

FTP 1a mot hé thong chinh yéu dé chuyén tai File giita cac may vi tinh vao Internet. File dugc chuyén tai c6
dung lugng rat 16n. FTP hau hét duoc st dung cho viéc chuyén tai nhiing dir li€éu mang tinh ca nhan.

Thong thuong, ban s¢ dung FPT dé chép File trén mot may chu tir xa vao may cta ban, viéc xur 1y ndy goi la
nap xuéng (downloading). Tuy nhién, ban ciing c6 the chuyen File tir may cua ban vao may chu tir xa, diéu
nay goi 1a nap 1én (uploading). Thém vao d6, néu can thiét, FTP s& cho phép ban chép File tir mot may cha
tur xa to1 mot may khac.
17.2.3.5 Dich vu Web (World Wide Web — WWW)
Day 1a khai niém ma nguoi dung Internet quan tim nhiéu nht hién nay. Nguoi ta viét tat 1a WWW hay goi
ngan gon la Web. Web la mdt cong cy, hay ding hon 1a dich vu cua Internet.
Khac vé1i cac dich vu tmép day cua Internet, Web chura thong tin bao gém van ban, hinh anh, am tha1~1h va
tham chi ca video dugc két hop v6i nhau. Nho c6 Web, nén du khong phai la mét chuyén gia, ban van co
thé st dung Internet.
Phan mé;n su dung dé dinh hu’(’)’ng Web goi la trinh duyét Web (Web browser). Hién nay, trinh duy¢t thong
dung nhat la Netscape cua Sun, ti€ép d6 1a Internet Explorer cua Microsoft, ngoai ra con c6 Chrome, Mozilla
Firefox, ...
17.2.4 Mt s6 khai niém
17.2.4.1 URL - Uniform Resource Locator
URL 12‘1 még chudi ki ty dugc str dung nhu 13 tén mot nguén tai nguyén trép Intemgt. Mot dia chi Internet
bao gdm ki€u giao thirc (nhu http, fpt, gopher ...), t€n cua may chu giao tiép va phan tuy chon. URL dung
deé tham chi€u téi tai nguyén trén Internet. Vi du: mot URL don gian:

http://www.ctu.edu.vn/colleges/sciences/index.php

\ /N /\ /

| | |

Giao thirc  may phuc vu duong dan

Trong do:

http: 1a giao thuc;

//: du tach cac phan;
www.ctu.edu.vn: tén mién

colleges, sciences: tén thu muc con;
index.php: tén tap tin (trang Web)

4+ + + +

17.2.4.2 Trinh duyét web (Web browser)

Trinh duyét web 13 phan mém giup ban c6 thé xem duoc thong tin tir cac website trén Internet. Ngay nay co
rat nhidu trinh duyét web khac nhau nhu Internet Explorer (IE), Netscape Navigator/Communicator
(Netscape), Opera, MyIE2, Mozilla Firefox, Chrome, . .. O Viét nam hai trinh duyét duoc st dung phd bién
1a phan mém trinh duyét IE, Chrome, Firefox.
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17.2.4.3 Hyperlink

Hyperlink c6 nghia 1a mot siéu lién két. Mot hyperlink 1a mét ttr, cum ttr hodc hinh anh ma ban c6 thé bam
vao dé chuyén dén mot tai liéu méi hodc mot phﬁn mai trong tai li¢u hién hanh. Hyperlink dugc tim théy
gan nhu tit ca cc trang Web, cho phép nguoi ding bam vao dé chuyén tir trang nay sang trang khac hoic
mot vi tri nao d6 trén trang web. Hyperlink van ban (text hyperlink) thuong 1a mau xanh va gach dudi, nhung
khong phai tit ca déu giéng nhu vay. Khi ban di chuyén con tré trén mot hyperlink, cho du d6 1a van ban
hay mét hinh anh, miii tén chudt thay d6i thanh mot ban tay nho chi vao lién két. Khi ban nhap vao no, n6
s€ tu dong thuc hi¢n mdt trong cac thao tac sau day:

+ Dua ban dén phan khac ctia trang hodc dén mot trang web khac trong cting mot website hay trang

web khéc trong website khac

+ Cho phép ban tai vé (download) mot tép tin

+ Chay mdt irng dung, trinh chiéu mot doan video hodc am thanh.
17.2.4.4 Trang Web (Webpage)

Trang web 1& mot van ban thuong duoc viét bang ngdn ngit danh dau siéu vin ban (HyperText Markup
Language - HTML), c6 thé truy cdp thong qua Internet hodc mang khac sir dung mot trinh duyét Internet.
Mot trang web duogc truy cap béng cach nhép dia chi URL va mot trang web co thé chtra van ban, dd hoa,
va siéu lién két dén cac trang web khac va cac tap tin

17.2.4.5 Trang chu (Homepage)

Trang chu 14 tén cua trang chinh ctia mot trang web, noi ngudi sit dung c6 thé tim thay cac lién két dén cac
trang khac trén Website.

17.2.4.6 Website

Mot bd suu tdp cua cac trang web co lién quan dugc nhom lai voi nhau va thuong duoc két ndi véi nhau
theo nhirng cach khac nhau. Website thuong dugc goi don gan 1a Site

17.2.4.7 May tim kiém search engine

Céc thong tin trén Internet khong dugc sip xép dé ngudi dung co thé thiy dé dang. Viéc tim kiém thong tin
do1 khi mét nhiéu thoi gian boi vi tim kiém thong tin giéng nhu ban di trén con dudng xa 16 ma thong tin
can tim lai & trong mot con duong nho nao d6. May tim kiém 1a mot hé théng cho phép tim kiém céc thong
tin trén Internet theo yéu cau. Nguoi ding muon tim thong tin trén Internet chi can truy xuét vao dia chi cua
may tim kiém, gd tir khoa hodc ndi dung can tim va doi may tim kiém tra vé két qua. Cac may tim kiém nbi
tiéng trén thé giéi nhu www.google.com, www.bing.com/, www.altavista.com, www.Yahoo.com, ...

17.2.4.8 Giao thirc http

HTTP la viét tit cia HyperText Transfer Protocol, giao thirc truyén thong cho phép duyét web. HTTP la
mot tap hop cac tiéu chudn cho phép ngudi dung World Wide Web trao d6i théng tin duogc tim thay trén cac
trang web. HTTP dinh nghia cach thong diép duoc dinh dang va truyén di. Trinh duyét web sir dung giao
thirc nay dé truy xudt va tai vé cac trang thong tin va cac hinh anh tir may chu. Vi du, khi nhap vao mot dia
chi website (Uniform Resource Locator -URL) trong trinh duyét, diéu nay thuc sy goi mot 1énh HTTP dén
may cha web yéu cau no 1iy va truyén cac trang web yéu cau.

Dir liéu gm Vg nhén sir dung giao thuc’ http khpng duoc ma hoa, do do df{ liéu ¢6 thé bi léy cép béi hacker.
Do do6 néu thay trang web c6 dia chi bat dau bang http:// thi n6 c6 nghia rang trang web khong an toan.

17.2.4.9 Giao thirc https

HTTPS la viét tat cua “Hypertext Transfer Protocol Secure”, N6 1a mot su két hop giira giao thirc HTTP va
giao thirc bao mat SSL (Secure Sockets Layer) hay TLS (Transport Layer Security) cho phép trao ddi thong
tin mot cach bao mat trén Internet. Giao thirc HTTPS thudng duoc dung trong cac giao dich nhay cam can
tinh bao mat cao. khi thong tin truyén di bang HTTPS sé& duogc ma hoa, vi vy hacker s& khong thé dé dang
1y duoc cac thong tin ctia ban. Néu dia chi cta trang web bat dau bang chit https:/ thi diéu nay c6 nghia 1a
ban dang lién lac v6i server cua trang web c6 thé dugc an toan.

17.2.4.10 Cookie va Internet cache

Khi truy cap vao mot Website, thuong Website nay s& luu vao may ciia ban cac thong tin vé& qua trinh truy
xuat cling nhu cac thong tin ca nhan ma ban da khai bao vao Website trudc do. Céac thong tin nay dugc luu
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trén mdy trong cdc tap tin van ban va dugc goi 1a cookie. Uu diém cta cookie la giip truy xuét nhanh cho
cac 1an truy cap sau vao mot trang Web ma khong can khai béo céc yéu cau dang nhap hay truy cap ngay
trang ma ban truy cap dang dé & cac lan truéc. Tuy nhién, cookie ciing c6 nhiing bat lgi 1 dé bi cac chuong
trinh virus hodc cac chuong trinh 1dy trom thong tin dwa vao cookie.

Khi truy cap vao mot trang Web, thong tin tir trang Web s& duoc luu trit tam thoi trong ving 6 cling may
tinh cua ban, sau d6 méi hién thi 1én man hinh. Ving nhé nay goi 1a ving nhd dém thong tin trén Internet
(Internet cache). Do do, khi truy cp vao trang Web 1an tht hai thi cac thong tin duoc tai ngay tir ving nhé
dém nay va chi cap nhat nhitng phan thay doi. Uu diém 1a 1am cho téc do truy cap nhanh nhat 1a cac trang
chira thong tin hinh dnh hogc video vi khong phai tai toan b thong tin. Tuy nhién, cling ¢6 nhidu khuyét
diém vi 1a noi thuong tra cho cac chuong trinh virus 1ay lan tir con duong Internet.

17.2.4.11 Mt s6 d4u hiéu dé nhan ra mot website an toan

- URL biit déu véi https:/ : t6i thiéu, dia chi URL trén thanh dia chi cta trinh duyét phai duoc bét dau boi
cum https:// va c6 mot bieu tugng 0 khoa trén thanh dia chi (Luu y rang 6 khoa phai xuat hién & thanh dia
chi trinh duyét chtr khong phai trong ndi dung cua website). (hinh 17.1)

X & hipsy/vibwne facebook.com

S—

Hinh 17.1: giao thuc https

- Thanh dia chi trinh duyét chuyén sang mau xanh 4 cdy c6 hién thi tén cong ty quan ly website: Khi
truy cdp vao cac website dugc trang bi chimg chi s6 Extended Validation (EV). Pay 1a mirc xac thuc chat
ché nhat, dam bao cong ty hién thi trén thanh dia chi chinh 14 cong ty dang s& hitu va van hanh website. Dau
hiéu nay 1a du hiéu d& nhén ra nhat. (hinh 17.2)

™ M
3 Welcome 1o BuyThings

- .[ By Thins [L5] bt _ Jamythings

Hinh 17.2: Hién thi cong ty quan 1y Website

- Luén ludn kiém tra dia chi URL trén trinh duyét: Thoat nhin vao dia chi trén trinh duyét, chiing ta ctr
ngd d6 chinh 1a website can tim. Nhung trong truong hop nay (hinh 17.3), website bén phai 1a mét vi du
dién hinh cho viéc danh lira ngudi dung bang cach thém vao mot doan ky tw phia sau. Nhitng website nhu
thé nay hoan toan co thé danh lira cac hang nha cung cap chung thuc s6 (CA - Certificate Authority) dé mua
mot ching chi s6 SSL gia ré, c6 mirc xac minh tén mién, vén xtr Iy quy trinh xac thuc rit don gian va hoan
toan tu dong.

(AN EWL NN

EwurEAHH Lo E?mlrEANH
= o8 | Www, wurb'mh £0M - C §& hop wwwynurhantunz: cum

Hinh 17.3: Hién thi Website gia

- P¢ y cum tir https:// va biéu twong 6 khoéa trén thanh dia chi ¢6 bi danh diu chéo va hién mau dé
khong: khi truy cap vao mot website sir dung chimg chi s6 SSL da hét han, chtng chi s tu cip phat hodc
duogc cp phat boi mot héng khong dang tin cdy, trinh duyét s& hién thi mot canh bao bao mét. Khi d6 thanh
dia chi trinh duyét s& chuyén sang mau do, va cum tir https:// va bleu tugng 6 khoa s& bi danh ddu chéo do.
(hinh 17.4). Trong truong hop nay, dir liéu trao d6i tai website van s& dugc mé héa, tuy nhién ban s& khong
thé biét liéu cong ty hién thi trén chtng chi sé SSL ¢ phai that sir 1 cong ty s& hiru va van hanh website do
hay khong

e 4 Checkean | BuyHare e -I.-l_'l "'kau! |£ul|ern |
€ 2 CJ A hups/ www.buyhere.com)our € > C [|/% s v buyhere,cam Jucts chs
| — | === ]

Hinh 17.4: Hién thi cong ty quan 1y Website
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17.2.4.12 Nhirng Kiéu lira ddo qua mang phd bién ¢ Viét Nam

Lira dao qua mang (thuat ngit phd bién trong tiéng Anh 1 Social Engineering) 14 tén goi ctia mét hinh thirc
tAn cong ngudi dung thong qua Internet. Khac voi cac hinh thire tin cong biang ma doc, cic vu tdn cong
"social engineering" s& khong tap trung vao khai thac diém yéu cta phan ctrng hay phan mém. Thay vao do,
chung s€ tap trung khai thac tdm 1y cua nan nhan.

Do ngudi dung thudng xuyén sir dung cung mot tén tai khoan va mat khau trén nhiéu dich vu truc tuyén
khac nhau, viéc dé 16 tén tai khoan va mat khau trén mot dich vu c6 thé khién ban mat quyén kiém soat ddi
véi tat ca cac tai khoan sé ctia minh, vi du nhu tai khoan ngan hang tryc tuyén, tai khoan Facebook, Yahoo,
Gmail, Apple ID hogc Dropbox. Viéc dé 16 s6 thé tin dung hodc tai khoan ngan hang truc tuyen s gay thiét
hai tai chinh truc tiép, trong khi dé 16 cac tai khoan dich vu ca nhan c6 thé giy ra nhiéu ton hai kho luong
trude. Sau day 1a mot sd ky thuat lira ddo qua mang dién hinh ¢ Viét Nam

- Gia danh lam quéan tri cia game, dich vy, ngan hang, ...

La dang lura dao phé bién nhét trén cac dich vu truc tuyén va game online. Ké xAu sé& tao cac tai khoan/dia
chi email Iira dao c6 nhitng tir khoa dé Iira ngudi dung nhu "admin”, "mod", "quantri" hodc tén cua cong ty
cung cap dich vu. Chiing s& giri cho khach hang céac thong bao c6 tya dé dang nhu canh bao hay lién quan
dén viéc guri séc hodc phiéu guri tién lra dao, tir d6 khach hang s& nhdp vao username, mat khau theo yéu cau
ctia website. Mot sb cau thong bao thudng duge cac website lira ddo dung la:

“Co nguoi da hack vao tai khoan cta ban", "Theo quy trinh kiém tra dinh ky, chung t61 can ban xac nhan lai
thong tin cd nhan trén h¢ thong Xin vui long nhép vao username va mat khau dé tiép tuc", "Gan day co hé
théng cua chung toi 2ap su ¢0 va c6 mot s6 thong tin tai khoan cua ban bi sai 1éch. Xin vui long nhép vao
username va mat khau dé tiép tuc", "Ban da duoc hé thong ching toi lya chon ngiu nhién cho giai thuong
tri gia 100.000.000VND. Xin vui 1ong nhdp vao username va mat khau, thong tin thé tin dung dé ching t6i
chuyén tién cho ban"

- Tao cac trang web gia thwong hi¢u

Vi hinh thue ltra ddo nay, ké xAu & tao ra trang web gid dang lam mot dich vu ma ban dang su dung. Muc
tiéu ctia chung ciing 1a dé 1iy cip thong tin ca nhan (bao gdm ca tai khoan ngan hang va s6 thé) va Lira ban
nap tién qua thé dién thoai.
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Hinh 17.5: Trang web gia thuong hi¢u

Vi dy, trang web trong hinh (hinh 17.5) trén mao danh lam mdt nha cung cép game online 16n tai Viét Nam.
Trén trang web nay, ké gian s& yéu cau ban dang nhap bing tai khoan game online ctia minh. Hién nhién,
budc xac thyc nay hoan toan 1a ltra ddo: voi bat ki tén tai khoan va mat khiu nao ma ban nghi ra, trang web
nay cling s€ xac nhan dang nhap thanh céng.
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- Céc ciu binh luin lira dio nap thé trén Facebook, dién dan mang...

Hinh thirc ltra dao nay kha pho bién trén Facebook va cac dién dan bat dau rd 1én vao khoang giita nam 2013.
K¢ xau s& noi vé mot "161" h¢ thong trén may chu ciia cac nha mang, sau d6 khuyén cao nguoi dung nap thé
vao mot day so la, dugc goi 1a "so server bi hack" nhung thuc chat lai 1a s6 di¢én thoai cua ké Itra déo.

- Thong bao "gia" trén trang web

Hinh thirc ra ddo nay c6 tir nhimg ngay dau cta Internet. Trudce ddy, cac trang web xau s& hién thi cac 6
thong bao gia dang 1am cira s6 Windows. Cac 6 thong bao gia nay s& tuyén bd rang Windows cua ban bi
nhiém virus, bi 16i... Khi ban click vao cac 6 thong bao gia nay, ban s€ dugc dan t&i mot trang web c6 chua
phan mém "quét virus" hodc "sira 16i". Chinh cac phdn mém nay méi 1a ma doc co thé lam té liét Windows
ctia ban va danh cép cac théng tin ca nhan (keylog).

- Gia dang Facebook

Mot tinh trang twong dbi phd bién trén Facebook tai Viét Nam 1 ca si, ngudi ndi tiéng s& c6 rat nhiéu trang
Facebook bi gia, dudi ca 2 hinh thirc tai khoan Facebook nguoi dung thong thuong va fanpage (trang hdm
mo). Nhiing ke gia mao trang ca nhan/fanpage cua nguoi noi tleng s& str dung kénh nay dé quang cédo mién
phi. Nguy hiém hon, chiing c6 thé mao danh nguoi néi tiéng dé thyc hién cac hanh vi lira dao hodc tham chi
13 hen gdp ngoai doi thuc va tdn cong nan nhén.

17.2.4.13 Cach phong tranh lira dio qua mang

K¥ thuat ltra ddo qua mang (social engineering) 1a mot hinh thtc tin céng hoan toan nhém vao so ho cua
nguoi dung. Do dd, ban s& dong vai tro trung tdm trong viéc chdng lai cac hinh thirc tin cong nay. Mot sb
nguyén tic can ban dé tranh bj lira ddo qua mang 13 nhu sau:

- Tuyét dbi khong bao gid gui tén tai khoan, mat khéu, s thé tin dung, s6 tai khoan ngan hang va céc thong
tin ¢4 nhan qua email, Skype, Facebook Messenger, tin nhan hay cac dich vu chat trong bat ki mot truong
hop nao

- Luu y téi cac dia chi web, email chinh thire va so di¢n thoai xac thuc ciia ngan hang, dich vu ma ban dang
su dung. Vi duy, tai tru s& cua ngan hang ma ban dang stir dung, hdy cam vé mdt to roi c6 ghi dia chi web, so
dién thoai va email chinh thirc cua ngan hang nay.

- Pé ¥ toi duong din trong email, trén cac dién dan, trang web. Cac trang web lira dao c6 thé co tén rat gidng
vé6i trang web xac thuc, do d6 ban phai chi y rat ki toi dia chi dudng dan trén céc trang web hodc email tir
dia chi la. Khi ban di chudt 1én phia trén cac dudng din web (chua click), Firefox va Chrome ciing s& hién
thi dia chi thuc ctua duong dan ¢ goc dudi man hinh. Pay 1a cach xac thuc dudng din chinh xac nht.

- Nhin chung, cach xtr Iy cAn than nhét 1a tuyét di khong click vao cac dudng dan quan trong duoc giri qua
email hodc qua Skype, Yahoo, nhét 1a khi ndi dung ctia email va tin nhan c6 lién quan t6i thong tin tai khoan
ctia ban. Néu ban can dit lai mat khau cho tai khoan ngén hang, hay truy cap vao dia chi chinh thtrc cia ngan
hang d6 va thuc hién cac budc xac thuc thong thudng, thay vi click vao dudng dan dang ngo trong email.

- Ludn cdp nhat trinh duyét va tmg dung chéng virus 1én ban méi nhét. Céc trinh duyét va phin mém chdng
virus thuong cé tinh ndng "b loc" ngan nguoi dung truy cdp vao céc trang web da bi xac nhan 1a web doc
hodc khong xéc thuc.
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= BAI TAP

1./ DiachilP la gi?

2./ Hé thong tén mién DNS 1a gi?

3./ Trinh bay mot sd thanh phan trén Internet

4./ Trinh bay cac dich vu thong dung trén internet

5./ Cho biét sy khac nhau ctia Webpage va Website

6./ Cho biét sy khac nhau cta giao thirc http va giao thtrc https
7./ Trinh béy mot sé ddu hiéu dé nhan ra mot website an toan

Chon céu trd 1oi ditng nhét cho cdc cdu héi sau
8./ Arpanet 1a?

a. Tién than cua Internet

b. Mt chuan mang cuc b (LAN)

c. Mot chuan mang dién rong (WAN)

d. Mot mé hinh phén ting

9./ Dich vu nao cho phép nguoi dung truy cap cac Web site bang cach sir dung tén mién thay vi dja chi IP?
a. DNS

b. APIPA

c. DSL

d. DHCP

10./ Binh nghia nao phu hop véi World Wide Web?

a. La mat tap hop céc trang web lién quan, hinh anh, hodc video, dugc danh dia chi véi mot tén mién thong
thuong

b. La mot hé thong céc tai liéu da phuong tién két ndi véi nhau sir dung quy tic duyét Internet
c. La mot ing dung duoc st dung dé doc va hién thi cac trang thong tin truc tuyén

d. La mot mang riéng st dung giao thirc Internet dé chia sé an toan bét cir phan nao ctia thong tin ciia mot to
chirc

11./ Ngon ngit danh dau siéu van ban c6 viét tat 1a?

a. HTTP

b. FPT

c. WWW

d. HTML

12./ Trang web 1a ?

a. La trang van ban thong thuong

b. La trang van ban chira cc lién két co sé dit liéu & bén trong nd

c. La trang si€u van ban phoi hop gitra cac van ban thong thuong voi hinh anh am thanh, video va ca cac moi
lién két dén céc trang si€u van ban khac

d. La trang van ban chtra van ban , hinh anh
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CHUONG 18: TRINH DUYET WEB INTERNET EXPLORER, BIEU MAU VA SU
DUNG DICH VU CONG

18.1 Gidi thi¢u Internet Explorer

Internet Explorer 1a phan mém trinh duyét Internet duoc san xuit boi tip doan Microsoft va ¢ trén may tinh
v6i hé diéu hanh Windows. Phan mém nay cho phép ngudi ding xem va diéu huéng cic trang web trén
Internet. Internet Explorer 14 trinh duyét duoc st dung rong rii nhét trén thé gioi. Trong phan ndy s& giGi
thi€u trinh duyét Internet Explorer 8.

18.2 Khéi dong va thoat khéi Internet Explorer
18.2.1 Khéi dong Internet Explorer

C6 nhiéu cach dé khoi dong trinh duyét:

- Chon Start/ Program Files/ Internet Explorer
- D Click Ién biéu tugng IE trén man hinh nén.

, s

- Click vao biéu tuong IE trén thanh Taskbar.

Chu y:

Trong Windows 8, Internet Explorer c6 thé chay & hai ché d6: ché do may tinh dé ban truyén théng (Desktop
mode), dugc tim thay trén cac phién ban trudc cua Windows, hoac & ché dd toan man hinh maéi1 (Modern Ul
mode). Ché d6 destop mode cho phep ban c6 thé nhin thay cac tab, thanh dia chi, va d€ dang truy cap vao
cac tuy chon Internet Explorer. Thong thuong, néu ban di d€n man hinh Start va bam vao Internet Explorer,

no6 s€ khoi chay Windows 8 phién ban toan man hinh (Modern UI mode), nhung néu ban mudn luén ludn
mo ¢ cheé do destop (desktop mode ), thuc hién cac budc sau:

1. Nhap chudt phai & goc dudi bén trai ciia man hinh (hodc t6 hgp phim Windows E + X), khi d6 menu
xuét hién va chon Control panel, chon Internet Options. Khi d6 hop thoai Internet Option xuét hién (hinh
18.1)

2. Chgn nhom Programs, click hdp liét ké tha xuéng va chon Always in Internet Explorer on the Desktop.
Nhan nat OK

Intemet Options ? n

General | Seourity | Privacy | Content | Connections | Programs | Adyanced

Opernmng Internet Explorer
f2=  Choose I"uw wou open ks
= =
- Ah-.-ay*s L] Irrear-et E:-rr.'bwe-r '

iLet Internet Eu:mre deade
-'b.l JBYE i n‘E-mE‘tE

Manage add-ons

-y Enable or disable browser add-ons
| nstalled i your system.

Manage add-ons

HTML editing

Choose the program that you want Internet Explorer to use for
Gl- editing HTML files.

HTHL editor: L

Internet programs
Choose the programs you want to use
for other Internet services, such as Sel programs
e-mail.

File assocations

Choose the file types that you want

Internat Explorer to open by default, e 2 o

& 4 Cancel Appiy

Hinh 18.1: Hop thoai Internet Options
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18.2.2 Thoat khdi Internet Explorer

Ban c6 thé thuc hién theo mét trong cac cach sau:

- Click vao nut Close 5’ trén thanh tiéu dé.
- Chgn le::nh File/ Close.
- Nhan t6 hop phim Alt + F4.

18.3 Cac thanh phén co bin Internet Explorer

Hinh 18.2 trinh bay cac thanh phan cua Internet Explorer

Thanh ti¢u dé Thanh tim kiém
g Blank Page - W" L - Ei:h Iﬂh . :,,“
.~ O e——E T — —
| 'T.-:D g. Suggested Sites E. Get More Add-ons -
I lank Page -’ - =3 I_‘%’v - - @ i W

Thanh Favorites I New Tab
Thanh dia chi Thanh diéu khién

Thanh trang thai ]

Done /@ Internet | Protected Mode: On o -

Hinh 18.2: Céc thanh phan cua Internet Explorer
18.3.1 Thanh Tiéu dé

Nam trén cing cua ctra s trinh duyét, hién thi tiéu dé cua trang Web hién hanh.

fg URI scheme - Wihpecﬁa}( the free W&ﬁﬁﬂdﬂ_ﬂ&%ﬂ%

18.3.2 Thanh menu lénh

Hién thi cac menu cua trinh duyét Internet Explorer

File Edit View Favorites Tools Help

Maic nhién thanh menu 1€nh khong xuét hién trong cura Internet Explorer 8, muén hién menu 1énh, nhén vao
thanh chtra cac the Tabs dé hién menu I¢nh va chon Menu Bar; hoac nhan phim Alt (hinh 18.3)

' Blank Page - Windows n ' =

&  aboutblank ~ |4 | X | sing £

| &
‘gm nk Page \' i

3 ] Suggested Sites ¥ 8] Get More Add-o

Menu Bar

®- G- @8 %

v | Favorites Bar
Compatibility View Button
v Command Bar
v | Status Bar
Snagit

R_Click Ién thanh céng cu Tab va
chon Menu bar

v Lockthe Toolbars

Customize >

€D Internet | Protected Mode: On fa v ®i0% -

Hinh 18.3: Bat thanh menu 1énh
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18.3.3 Thanh tim kiém

Cho phép tim kiém thong tin trén Internet theo mot chu dé nao do

b Bing ES) "|

18.3.4 Thanh céng cu Favorites

Thanh cong cu Favorites 1a tén méi thay thé cho thanh cong cu Links ctia cac phién ban trudc cta Internet.
Gidng nhu phién ban trudce, ban co thé drag dia chi trang web tir thanh dia chi t&i thanh cong cu Favorites.
Trong Internet Explorer 8, ban c6 thé st dung thanh cong cu Favorites dé giam sat RSS feeds hoic Web
Slices ma ban da dang ki Ién thanh cong cu Favorites (s€ trinh bay sau). (hinh 18.4)

W sex & | Suggested Sites'~ @ | Get More Add-ons =
Hinh 18.4: Thanh cong cu Favorites
18.3.5 Thanh diéu khién

Céc nut trén thanh diéu khién cho phép thuc hién céac thao tac Iénh nhanh hon.

- B - @ @

18.3.6 Thanh dia chi

Dung dé nhap dia chi cta trang web mudn truy cap. Thanh dia chi cting hién 1én dia chi cua trang
Web hién hanh. Ban c6 thé Nhan vao hop ké tha d€ chon dia chi cua nhiing trang Web da truy cap

trude day :

-

http://vneconomy.wn/ A
http://gigapedia.org/
http://google.comwn/

18.3.7 Thanh di chuyén

Chtra cac nat dé di chuyén gitra cac trang web va nap lai trang web di truy cap
r €1 file:/ /D4 THCB/S0: » | 43| X |

18.3.8 Thanh Tabs
Chira cic Tabs, mdi Tab c6 thé hién ndi dung cua mot trang Web. Ban c6 thé nhan vao nat | — | dé
tao mot Tab madi

& IT PRO Tutorials | Internet Explorer & in action +— Thém Tab mi

18.3.9 Thanh trang thai

Dung dé hién thi tién trinh nap trang Web. Khi trang web dang duoc nap, nhin vao thanh chi thi mau
xanh d¢é biét dugc luong thong tin da nap dugc so voi tong sb thong tin can nap. Khi trang Web duoc
nap xong, thanh trang thai s€ hi¢n chir “Done”.

‘Waitingforhttp:ﬂvneconom}r.vn, L I @IntemeﬂProtected Mode: On v B100% + ‘
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18.4 Xem noi dung ciia trang Web
18.4.1 Cach xem ngi dung mot trang Web

Dé xem nodi dung trang web, ban phai chira dia
chi cua trang web muén xem bang cach thyc
hién theo mot trong cac cach sau:

- Nhap dia chi cua trang web d6 vao thanh dia
chi.

v‘fx\

- Nhin vao hop liét ké tha ciia thanh dia chi dé
chon trang web da xem trude do6 (hinh 18.5)

(Dl T

httpe/Svneconomy.wny
httpa/Swonnw altavista.com,
httpe/Swonnw . google.comy’
httpe/Swnnnw hotmail.comy’
httpa/Swavw. mail.yahoo.com.’
http://google.com.wn/
httpes/ fuvnxpress.net,”
httped S gmail.com,’

httpe/ S ctu.edu wny
httpes/fyahoo.comys
http:/Sdantri.com.wn/
httpas S cafeforn

Historny

|"V|

Shift + Enter

Gmail - Thém dia chi email khdc ma ban s& hiu

Hinh 18.5: Li¢t ké céc trang da duy¢t trudc day

. - A , A "Tﬁ A A A ~ r A
- Chon menu Favorites hodc nhan nit cong cu “* 1di chon tén trang web can xem da dugc luu trude day

(hinh 18.6 hoic 18.7)
Tools Help

Add to Faverites...
Add to Favorites Bar
Add Current Tabs to Favorites...

COrganize Favorites...

Favorites Bar

Microsoft Websites
Forums -- Vietnamese Software - XalLuan,

Internet
Cutlock

Hinh 18.6: 1énh Favorite trén thanh menu 1énh

"

18.4.2 Xem ni dung mdt trang Web lién két

se= Add to Favorites..., - [&==]

Fawvorites I Feeds I Hist-o-r'yi

=] Mot =5

#2 | Forums —-- Vietnamese Soft... e
E Cac khai niégm co ban od...
WS ISP — Wikipedia tigng Wiet
(T Kh&i nigm co ban Cang ... |
2l Khai nigérm co ban we WP..,

M Website - MNhimng kh3i ni...
=2 | WELCOME TO MNAM PH... |

khai nigrm co ba... =

= Turn on Suggested Sites...

Hinh 18.7: Nut cong cu cua Favorite

Neéu trang web dang xem c6 chira nhitng lién két (dugc gach dudi hodc sir dung mau khéc vdi mau cia van
ban, tuy nhién céc nut va cac hinh anh ciing c6 thé 1a cac lién két va khi dua con tré chudt dén cac lién keét,

con tro chudt s& doi hinh dang thanh hinh ban tay b ) dén céc trang web khac, nhin chudt vao cac lién két

d6 dé chuyén dén trang méi. Mudn chuyén lai cac trang trudc, nhan vao nut Back @ va nut Forward @
di chuyén dén trang ké ti€p (nut nay chi sang lén khi c6 thyc hién nat Back).

Cha y: ¢6 thé nhdn mili tén ké nut cong cu Forward @ dé liét ké cac

trang moi vua truy cap

Liét ké cac trang A3 duyét trucc diy

Web Browser Basics - Web Browser Help &

v Web Browser Basics - Web Browser Help a
Intemet Explorer 7 Tutorials - How to
tutorial intemet explorer - Bing

VnEconorny - Business & financial news -

£ Hitoy Ch ShitH
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18.4.3 Xem ndi dung mdt trang Web lién két trong mt cira s moi 0
Dé xem nodi dung cua trang web lién két déng thoi van gilt nguyén trang a

web hién hanh, nhan chudt phai vao lién két, chon Open in New Tab Openin e T
dé xem ndi dung trang web lién két trong mdt Tab méi. Chon Open in
New Window, dé xem ndi dung trang web lién két trong mét cira sd UpEﬂ inNew Window
Windows mdi (hinh 18.8)

Save Target As.,
Print Target

Hinh 18.8: Lénh mé ctra s6 hodc Tab méi tir menu bat 1én

18.4.4 Phuc hoi cac Tabs vira déng

Khi mot Tab m&i vira dong, ¢ thé ma lai Tab d6 bang cach R Click Close Tab Ctri+W
1én bat ky Tab dang m¢ va chon Reopen Closed Tab hoac Recently Close This Tab Group
Closed Tabs (hinh 18.9) Close Other Tabs
Ungroup This Tab
Refresh F5
Refresh All
New Tab Ctrl+T
Duplicate Tab Ctrl+K
Reopen Closed Tab Ctrl+Shift+T
Recently Closed Tabs 3

Hinh 18.9: Lénh mo lai Tab tir menu bat Ién
18.4.5 M¢ va duyét web trén tab méi
Duéi day 1a mot s6 cach mé va duyét trang web trén mot tab moi
- Pé mé mot tab méi, vao menu File\New Tab, hodc nhén to hop phim Ctrl+T, hoac bam dap chudt vao

khoang tréng trén thanh Tab hodc nhan nut tao Tab méi | =
- DPé mo mot dia chi trang web trén thanh dia chi tai tab méi, nhép dia chi trang web (URL) vao r6i nhan
to hop phim Alt+Enter

18.4.6 Sap xép cac Tabs

Céc Tabs c6 thé sip xép lai bang cach kéo va tha (drag) Tab mudn di chuyén dén vi tri moi.
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18.4.7 Siur dung chirc nang InPrivate Filtering

Khi luét Web, mot trong van dé phién toai 1a xudt hién cac trang quang céo. Tinh ning nay ngin chin cac
trang Web quang cao bang cach thuc hién cac budce sau:

- Tools/ InPrivate Filtering Settings hay nhin nut trén thanh diéu khién va chon Filtering Settings,
hop thoai xuat hién. (hinh 18.10)

- Chon Automatically block 1a ty dong chan cac trang quang céo, chon Choose content to block or allow
cho phép chon cac ndi dung mudn chin hodc cho phép; va chon Off 1a tat ché do InPrivate Filtering

| InPrivate Filtering se

W InPrivate Filtering

“E Wihen you wisit multiple websites that contain comtent from the same provider, such as a
map. adwvertisement ., or web measurement tools, some information about your wisits might
be shared with the comtert prowvider. K you choose to block comtent. portions of the
weebsites you visit might mot be available |

@ Automaticalhr blocke o Choose comtent to block (=
or allow
Conternt prowider Status Used by Cortent
google—anahtics .com Undecided {(Allowsd) 15 sites urchin js
google—anahtics com Undecided {(Allowed) 2D sites aa.js
google-anaktics com Undecided {(Sllowed) A sites ik gif
BT (113
Ao Blocic
710 = Show conternt from prowiders used by this number of websites P

o we wisited . {3300

Sudvanced settings

Leam more abowut InPrivate Fitenng [ (=] j I Cancel

Hinh 18.10: Hop thoai Inprivate Filtering

18.4.8 Sir dung InPrivate Browsing

InPrivate Browsing cho phép lu6t Web ma khong dé dau vét trong | 4 Delete Browsing History... Ctrl+Shift+Del |
Internet Explorer. Diéu nay giup ngan chin nguoi khac sit dung may [7o mprvets Brovsing Chrl+Shift - P |i
tinh cta ban thdy nhitng noi ban ghé thim va nhitng gi ban thdy trén | = " 7 70
Web. Khi ban bt diu InPrivate Browsing, Internet Explorer open InPrivate Filtering Crl+Shift«F
mot cira sd (window) méi. Su bao vé InPrivate Browsing chi anh Tnfies Rieng e
hudng subt thoi gian ban st dung cira s6 d6. Ban c¢6 thé mo nhidu | &
Tabs trén cira s6 d6 va tat ca Tabs s& dugc bao vé boi InPrivate | emstens iebeie e

| [# SmartScreen Filter »

Browsing. Tuy nhién, néu ban mé mét cira s6 (browser window)
trinh duyé¢t khac, cua s6 do s& khong dugc bao v¢ bdi InPrivate | Windows Update
Browsing. Dé két thuc phién lam viéc InPrivate Browsing, dong cra  pipp - 18.11:
sO trinh duyét lai. Ban c6 thé bat dau trinh duyét InPrivate Browsing
bang cach nhan t6 hop phim Ctrl + Shift + P hodc nhan nut 1énh
Safety trén thanh cong cu diéu khién va chon InPrivate Browsing
(hinh 18.11). Khi d6 mét ctra sb trinh duyet m&i xuat hién (hinh 18.12)

Lénh Inprivate
Browsing tir ntit 1énh Safety

| File Edit View Favorites Tools Help o
[| # [@& wmprivare [ ] &= - - L o~ e @ oap- @ w vl
When InPrivate Browsing is turned on, you will see this indicator

fmPrivate Browsirng helps prevent Internet Explorer from storing data about your
browsing session. This includes cookies, temporary Internet files, history, and other
data. Toolbars and extensians are disabled by default. See Help far more
information.

To turn off InPrivate Browsing, close this browser window.

< [0 W |

L

Done &9 Internet | Protected Mode: On o - FL100% -

Hinh 18.12: Cira s6 trinh duyét Inprivate
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Trong khi duyét Web sur dung InPrivate Browsing, Internet Explorer chira cac thong tin nhu Cookies, cac
files Internet tam dé trang Web ma ban viéng tham s& 1am viéc dung. Tuy nhién, khi két thuc phién lam viéc
InPrivate Browsing, nhitng thong tin nay s€ bi xoa.

Sau day la bang mo6 ta mdt s6 thong tin ma InPrivate Browsing s€ loai bo khi dong ctra s6 va sy anh hudng
ctiia né sudt phién lam viéc cua trinh duyét.

Thong tin Mo ta

Cookies Gitr trong by nh¢ dé cac trang lam vi¢c dung, bi x6a khi dong trinh duyét
Temporary Internet files Chutra dung trén dia dé€ cac trang lam viéc dung, bi x6a khi dong trinh duyét
Webpage history InPrivate Browsing khong Iuu lai thong tin nay

Form data and passwords | InPrivate Browsing khong luu lai thong tin nay
Address bar and search

InPrivate Browsing khong luu lai thong tin nay

AutoComplete

Automatic Crash Restore ACR co thé phucqh(k)i lghi mot Tab bi 16i trong mcf)tq phién lém viéc, nl}ung
(ACR) néu toan b ctra s6 bi 101, dir li¢u s€ bi xda va ctra s6 khong theé phuc hoi
Document Object Model | Sy luu trir DOM la mét ki€u cookie ma nha phat trién Web c6 thé sir dung
(DOM) storage de lai thong tin. Tuy nhién n6 s€ khong duogc gitr lai khi ctra s6 dong lai

18.5 Lam viéc véi cac trang Web
18.5.1 Luu ngi dung trang Web

Dé luu mot trang web 1én may tinh cuc b cua ban, thyc hi¢n cac budc sau:

- Truy cap dén trang web can luu ndi dung.
- Chon File/Save As (néu ¢6 hién menu 1énh) hoac nhén nut Page (-'_?]° 7) va chon Save as ..., xuét hién
hop thoai Save Webpage: (hinh 8.13)
(& Save Webpage =)

< Span moi » Internet » Cutlook

Organize = Mew folder 4== -

Mame Date modified Type

m

8 Computer
&L, Local Disk (C2)
— Local Disk (D) -
= DISK1_VOL3 (E:)
== Removable Disk (1)

|| T

File name: Internet Explorer -

Save as type: [Web Archive, single file (".mht) -]

= Hide Folders Webpage, HTML only *.htrm; = htmi)
Text File (*tct)

Hinh 18.13: Hop thoai luu trang web

- Chon noi chura tap tin va dat tén tap tin (file name)
- Chon kiéu luu tap tin trong hop liét ké tha Save as type
+ Néu muén luu tit ca céc files can thiét dé hién thi trang nay bao gém dd hoa, khung, ...., chon
Webpage, Complete
+ Mubdn luu tit ca cac thong tin can thiét dé hién thi trang nay trong mét file don, chon Webpage, single
file
+ Néu chi muén luu trang HTML hién tai, nhén Webpage, HTML only
+ Néu chi muén luu van ban tir trang hi¢n tai, chon Text File
- Nhin Save dé luu.
Chii y: Dé tao mot shortcut trén man hinh nén (desktop) t6i mot trang hién hanh, R_Click rdi chon Creat
Shortcut

Giéo trinh ing dung CNTT — Co ban Trang 243



Chuong 18: Trinh duyét web internet explorer (IE), biéu mau va sir dung dich vu cong

18.5.2 Luu cac dia chi thwong dung

Khi truy cép cac trang Web, néu mudn luu lai dja chi cac trang
nay dé co thé sir dung cho cac lan truy cip sau ma khong can
nhd. Ban thuc hién:

- Chon trang mudn luu
- Chon menu Favorites/Add to Favorites hodc nhan vao nat cong

cu Wiva chon Add to Favorites... (hinh 18.14)
- Nhg?}p tén chp dia chi muon lvu va chon noi Iuu.
- Nhan OK @€ Iuu lai dia chi.

Hinh 18.14: Nut cong cu Favarite
18.5.3 Luu hinh anh tir m¢t trang Web

- Trong Internet Explorer, R_Click 1én hinh anh mudn luu
- Chon Save Picture as, hop thoai Save Picture xuat hién
- Chon thu muyc va dat tén muon luu va nhan Save

18.5.4 Tai tap tin tir Internet

" =
' &S Blank Page

Fem Add to Favorites... ~ [@

Favorites | Feeds | History |

W8 Favorites Bar
Blicrosoft Websites
MSMN Websites
. Websites for United States
Windows Live
& | Forums -- Vietnamese Sof...
Internet

#= Turn on Suggested Sites...

Bai vi mot s files ¢ thé chua dung viruses hodc lam hai may tinh, do d6 nén can than khi tai vé
cac files tir Internet. Do do, tot nhat 1a nén luu céc files hoac chuong trinh td1 dia va ki€m tra virus
tap tin nay voi mot chuong trinh di€t virus nao d6 trude khi chay n6 hon 1a chay cac tap tin truc tiép

trén Web. e vonons

Do you want to open or save this file?

Muén tai vé mot tap tin, nhén vao lién két véi tap tin
do, xuat hién hdp thoai (hinh 18.15)

E Mame: font wni.zip
Type: WinRAR ZIP archive, 113KB

From: wnanw.ctu.edu.wn

- Open: mé tap tin bang chuong trinh tmg dung phu

hop.
- Save: tai tap tin vé may cuc bd.

Open | | Save I [ Cancel ]

[ Abways ask before opening this type of file

While files from the Intemet can be useful. some files can potentially

= CanCCl: bé qua ViéC téi tap til’l. |@J ham your computer. f you do not trust the source. do not open or

save this file. What's the rsk?

Hinh 18.15: Hop thoai tai tap tin

Ghi chii: dé tang tinh an toan, hop kiém tra Always ask before opening this type of file nén luén duoc chon.
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18.5.5 Xem trang web trwéc Kkhi in
Chuc nang nay cho xem trude trang web trudce khi in. Cach thuc hién nhu sau:

- Chon menu File\Print Preview hoac nhén Print trén thanh diéu khién va chon Print Preview, Xuét hién
ctra sO Print Preview (hinh 18.16)

R P D T N e S

ke btk

s
T T T TR ST T R Ty

e e s w— =
v el el
|} aH

Ak
T s

o L E i L
e

rErEm wm oA s maEm

P mEE SR D RS sy —

m.u-\..l.n- bl ke s i e
s
' e .
el e |
| g v || |-I- |

Lo e g g

A e W S
- e

Hinh 18.16: Cira s6 Print Preview

- Trong cira s6 Print Preview: Dinh dang trang in: nhan nut Page Setup @ dé thiét 1ap trang in voi nhiing
tuy chon khac nhu tiéu dé dau trang, tiéu dé cudi trang, ...
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18.5.6 In trang Web
Chon File/ Print hodc nhin t6 hop phim Ctrl + P, hodc nhan Print trén thanh diéu khién va chon Print,

xuat hién hop hoi thoai:

7] General
I“I = J }#‘I @ Optlons |
- = | Select Printer
&= Print.. Ctrl+P | MayInCanBo_Moi on 172.25.25.25 %k Snagit 9
= = x f‘ff‘Mlcrosof't Office Document Image Writer
B Print Preview... = Microsoft XPS Document Writer

« . 1

L
B PEQE S‘Etup'“ Status: Print to file Preferences

s Location:

Commerrt-: | Find Printer. .

Page Range

@ Al Mumber of copies: 1 =

Selection Cument Page

~' Pages: 1 Collate

111 512 313l

Enter either a single page number or a single
page range. For example,

- Chon céc tuy chon trudc khi in:

+ Select Printer: chon may in, néu may c6 ndi két nhidu may in
+ Print Range: chon vung in
All: in tit ca cac trang
Select: in vung da chon trong trang web
Curent: in trang hién hanh
Page: chi ra s trang can in
+ Numbers of copies: S6 ban in trong mdi lan in
- Chon OK d¢ thyc hién In

18.6 Tim kiém thong tin

Internet chira dung mét tdp hop rong 16n cac thong tin, nhung tim kiém nhitng gi ban mubn tim lai
13 mot thach thirc. Trén Internet ¢ rat nhidu trang web cung cdp cac cong cu tim kiém (search
engine) nhu www.msn.com, www.google.com, www.yahoo.com, ... va Interment Explorer 8 cling
c6 cap cong cu tim kiém. Mdi cong cu tim kiém c6 nhitng diém manh va diém yéu riéng. Sau day
mot s6 lwu ¥ dé tang két qua khi tim kiém:

- Str dung tir (word) cu thé hon 1 tir (word) chung chung. Vi du, mudn tim tai liéu huéng dan st dung
Internet Explorer 8, ban sir dung tir khoa “Internet Explorer 8” dé tim thi két qua tra vé c6 rat 1on. Trong
truong hop ndy, ban co thé st dung cum tir “hudng dan sir dung Internet Explorer 8” thi két qua tra vé
sé& tot hon. Nhung vi ban mudn tim tai liéu 1a sach tiéng Viét, nén ban c6 thé chon thém la chi tim céc
trang Web “nhiing trang viét béng tiéng Viét”. Thi két qua tra vé s& duoc gi6i han tt hon nira.

- St dung cip déu ngoidc kép dé tim nhom tir xac dinh, bao quanh nhom tir boi ddu  ngodc kép s€ gidi han
két qua tim kiém la chi cac trang c6 chira dung chinh xac nhom tir da chi dinh. Néu khong c6 dau ngodc
kép, két qua s& bao gom bét ky trang ma né chira nhitng tir ban chi dinh khéng quan tam dén thir ty cac

tur

- Sir dung dau trir (-) trudc nhom tir: dé nhan nhing trang khong chtra nhiing tir nay xuét hién trong két
qua

- Gioi han sir dung cac tir chung chung tiéng Anh nhu “a”, “my”, “the” trir khi tim kiém tiéu dé

- Tim kién chinh x4c mot website hodc mot domain . Nhap vao mhom tir muon tim ki€m trudce tir khoa
“Site:” va sau do 1a dia chi ciia website. Vi dy, tim kiém Microsoft.com cho cac thong tin v€ virus, nhap
vao virus site:www.microsoft.com

18.6.1 Sir dung cdng cu tim kiém ciia Internet Explorer 8

Internet Explorer (IE) 8 dén v&i Microsoft’s Live Search nhu 1a cong cu méc nhién trong thanh tim kiém tirc
thoi ciia nd dugce dat ¢ dinh goc trén bén phai cua cura so trinh duyét. Internet Explorer cho ban dé dang bo
sung thém nhiéu cong cu tim kiém bang cach lya chon mot danh sach dinh nghia trudce hodc do ban tuy chon.
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Pé tim kiém cac trang web theo mogt chu dé nao d6 duogc thuc hién rat dé dang trén thanh tim kiém cua

Internet. Vi dy, dé tim thong tin vé y nghia ngay 20/11”, ban nhdp vao thanh tim kiém
o'} nghia ngay 20/11" »

(hinh 18.17)

va nhan phim Enter. Két qua tim kiém s€ xuat hién nhu sau

ing.corm/search? eaiBhs = |4y | = [l "¢ nahia ngsy 200110 0 -

i 27 Suggested Sites = @] Get More Add-ons. -
| &> "¥ nghia ngay 201

Ing Fawa Maps:

~ | @ Internet Explorer Sear:

v nghia ngay 20v1 1"

ALL RESILILT 1-10 of 10 resuits

Thanh Huy - lich sir - v nghia ngay 20-11
ThanhHuy_pk Blog. Thién Thu Wan Cé Yéu La I{hﬂ . Wan CZE Thign Thu Khé Wan Yéau
my, opara comdthanhhuy_ pk/blog/20-11  Cach 3

“¥ nghia ngay 200117

Thanh Huy - ban bé, truwdrng lop, hoo hanh, théy tra

lich 50 . ¥ nghia ngay 20-11 bai nay gidp Ban bidt ngay 20-11 18 gl va xudt s nhu
thé nao 7 nhL_rng bai vidt vé ban ba. lru—':rng 1&p. hoc

my opera comdthanhhuy pkiblo r||sa her-school Cached page

Bai nhat ky - Page 3 - Hoathuytinh Forum
Ah& sang. tir khi bidt duoc y nghia ngay 20-11 . [4n diu tidn ko duoc vé qué tham
thiy c6 va nhit la me Me wi. con yéu me ldm

forum_hoathuytinh_comdshowthread php?t=110&page=3 Cached page

TrangRaoVat.com - Mang raoc vat s6i déng nhat, higéu gua ..

M trang cao cdp.qua tang ¥ nghia ngay 20011 (2) . cén ban Mokia N973gb xai chwa

duoc 2 th:ng an bao hanh 10 thing

trangraovat e dex php Cached pags -
. i ]

& Internet | Protected PMode: On o - L 100% -
— =

-

Hinh 18.17: Tim kiém bang cong cu tim kiém Live Search
18.6.2 Sir dung cong cu tim kiém Google
Hién nay Google 13 mot cong cu tim kiém rat manh dung dé tim kiém thong tin trén mang. Day 1a cong cu
tim kiém da nang nhat, cong cu nay cé kha nang tim kiém trén vai ti trang Web. Hién nay giao dién cua
Google ho trg rat nhiéu ngon ngit, ké ca ngdn ngit ti€ng viét.
- Pé tim kiém bang cong cu Google, ban nhap vao dia chi www.google.com hoic www.google.com.vn

trén thanh dia chi cta IE. Trinh duyét s& nap trang chu cta cong cu tim kiém Google nhu sau (hinh
18.18)

File. Edit View Favontes Tools Help
i | Google | | i~ B - e~y -@-0 %

& |

Web Hinh anh Video TinTdc Nhém Blog Gmail thém v iGoogle | Cai @&t tim kifm | Dang nhdp *

Google

Viét Nam

- y 2
Tim kiem Ning cac
Cdng cu Ngdn nair

[ Tim v Guugﬂ I Xem Trang Dau tién Tim duwoc

Tim kiém trén: @ web O nhiing trang viét bang tiéng Viét © nhiing trang tir Viét Nam

Google.com.vn hién 83 cd bing cac ngdn ngli- English francais B (%)

€ Internet | Protected Mode: On fa v H10% -

Hinh 18.18: Cira s6 tim kiém Google

- Nhép thong tin mudn tim vao hdp vin ban roi nhin Enter hodc nhan vao nut 1énh Tim véi Google
(Google Search). Thong tin tim kiém thuong la cac tir khoa (keyword) hoac mdt cum tir ti€u biéu nhat.

Giéo trinh ing dung CNTT — Co ban Trang 247



Chuong 18: Trinh duyét web internet explorer (IE), biéu mau va sir dung dich vu cong

- Dé xem két qua tim kiém, nhan chudt vao mot trong cac lién két duoc liét ké ra (hinh 18. 19). Ngoai ra,
ban ¢ thé nhan chudt phai vao lién két rdi chon Open in New Window dé mé trang lién két & mot ctra
s6 trinh duyét méi hodc Open New Tab dé mé trang lién két & mot Tab mai cua trinh duyét.

Ex

| é2 | > [ 8 Googi= o - _|

File Edit View Favorites Tools Help

" i"'.'l ngay 20 thang 11 - Tim vdi Google |_| & i - E‘ib AT I®|v i '@v & "‘

-

Cai vé ngay 20 thang 11

Cuwdi 24H xin gl bai vé tdi nhirng hoc sinh yéu quy cua Théy Cé nhan ngay 20-11 nhirng mong
tat cd cac hoc sinh ca bist cia Thay Cé ludn cd y thirc hon. !
vietbao.wn/.._ngay-20-thang-11/._./442/ - B3 |y trong béd nhé cache - Twong tw ‘

m

cogiaclilac - cogiaolilac (YM:cogiaolilac) - Posts tagged by
Wednesday, 22. Movember 2006, 17:21:19. Mdn gua nhd nhan ngayzﬂthang 11. Chao mirng
ngay nha gido Viét Nam 20-11Mudn sang thi bic cdu kidu ...

my.opera.com/___/Mdn... - B3 lwu trong bé nhé cache - Twong tur

Ngay Nha gidao Viét Nam — Wikipedia tiéng Viét

Ngay nha gido Viét Mam (hay ngay |8 Hién chwong nha gido Vist Nam) 13 mit ngay ky niém
dwec td chire hidng nam vao ngay 20 thang 11 tai Viét Nam_ ...

vi.wikipedia_org/_._/Ngay MNha giao Viét Nam - B3 luu trong bd nhé cache - Twong tw

Két qua video cho ngay 20 thang 11

mmemmmmmad Chao mung ngay 20 thang 11 K Migm 1 n&m ngay mét dan
Pam 0 phit 18 gidy - ¥ Thang Sau chd tai San Jose 20 ...
"™ 2009 3 phiit 17 gifdv - 22 Thana Muwdi 25

|« [ T | 3

o & Internet | Protected Mode: On fa v | H100% -

Hinh 18.19: Két qua tim kiém cta cong cu tim kiém Google
Ngoai ra, ban c6 thé str dung chirc ning tim kiém ning cao ciia Google dé c6 két qua tim kiém thong tin
dang tim chinh x4ac hon, bang cach nhan vao Advanced Search (tim kiém nang cao-khi hién thi ngdn ngir
tieng Viét) (hinh 18.20)

o Mwww google comuvny/advanced s | i -’L Google
View MEVEIGE Tools Help
7 i-" Goegle Advanced Search :_| -8B -2 &~y @G-8 @B W

~

Web Images Videos Groups Scholar Blogs Gmail maore v Search settings | Sign in

GO ()8 le - 'Advanced Search Advanced Search Tips | About Google

ngay nha giao viet nam

Find web pages that have...

all these words: hgay nha giao viet nam
this exact wording or phrase: -

one or more of these words:

But don’t show pages that have...

any of these unwanted words:

Need more tools?
Results per page: 10 results
Language: -any language
File type: any format

Search within a site or domain:

&) Internet | Protected Mode: On fa = HI00% -

Hinh 18.20: Tuy chon tim kiém néng cao
Find web pages that have ...: dit cac diéu kién cho tim kiém:

+ all these words: két qua tim kiém phai bao gom tit ca cac tir cAn tim
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+ this exact wording or phase: két qua tim kiém phai chinh xac cum tir can tim.

+ one or more of these words: két qua tim kiém phai c6 it nhat mot trong nhiing tir can tim
+ But don’t show pages that have ...

+ any of these unwanted words: két qua tim kiém khong chira nhirng tir nay

Need more tools
+ Results per page: hién thi két qua tra vé: nhan hop liét ké tha dé chon s két qua sb trang, mic
nhién s& tra ve 10 két qua néu tim dugc tir 10 trang Web trd 1én.
+ Language: tra lai trang viét bang ngdn ngir, nhan chon ngon ngix
+ File type: tra ve két qua thudc dang tap tin, nhan chon ki€u dinh dang

Ngoai ra ban c6 thé dit thém diéu kién vao nhimg tiy chon khac nhu ngdn ngit, thoi gian, ...
18.7 Thiét 1ap tiy chon cho Internet Explorer

Ban c6 thé thay ddi cac thiét lap méc dinh cua IE nhu thiét lap trang chu mac dinh, dat Proxy, ... sau khi cai
dat

18.7.1 Thiét lap trang chi mic dinh

Ban c6 thé thiét 1ap mot trang mac dinh dé khi khoi dong IE hodc khi nhan Home il trén thanh cong cu thi
trang mac dinh nay s€ dugc mo ra. Cac budc sau thiét 1ap trang chi mac dinh

- Chon menu Tools/Internet Options hay nhin nit céng cu "7 trén thanh diu khién dé li¢t ké menu tha
va chon Internet Options, hop thoai Internet Option xuat hién (hinh 18.21)
- Tai 16p General, trong hdp van ban cua ving Home Page nhap vao dia chi trang mudn lam trang chu.

[ i 0N

General |Ser.:|..trity I Privacy I Content I Connections | Programs I .ﬁ.duan::edl

Home page |
/? To create home page tabs, type each address on its own line.
| = »

il /oo ooiecom )] Z

[ Use current ] | Use default |[ Lise blank ]

Browsing history

l_ . Delete temporary files, history, cookies, saved passwords,
v ' and web form information.

[ Delete browsing history on exit

|_ Delete... | | Settings. I

Search

.:ﬁ:: Change search defaults.
e

Change how webpages are displayed in | Settings:
tabs.

Appearance

[ Colors ][ Languages ][ ]l Accessibility ]

Hinh 18.21: Hop thoai Internet Option
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18.7.2 Thay doi thiét lap lich st duyét web . o .
Temporary Internet Files and History Settings & ﬂ
Khi duyét Web, mac dinh IE tu dong ghi lai cac trang = S
. o . , N . = . z emporary Internet Files
Web ma ban da tl‘uy Cap, cac tap tll’l da tal Xuong hay Internet Explorer stores copies of webpages, images, and media
r A . ~ A \ \ 4 \ N for faster viewing later.
cac thong tin da nhap vao thanh tim kiém (trir truong e
hop st dung InPrivate Browsing). Diéu nay gitp cho ) Evexy fime £ wis the sichipane
PN , N N A ~ ~ () Ewery time I start Internet Explorer
ban theo doi qua trinh lam viéc trén Internet cting nhu =l
m¢ lai cac trang da lam viéc. Cac budc sau day gitp o Never
R 1A . 5 A isk = -
thiét lap lich str duyét web: S e =0 %
Current location:
'ﬂ&" C:\Wsers\TrungDon\AppData\Local Wi oso ftYWwindows\Temporary

- Vao menu Tools/Options hay nhan nit cong cu

Internet Files

trén thanh diéu khién dé 1iét ké menu tha va chon |

R R . , Mowe folder. .. J l View objects I l view files
Internet Options, hop thoai Internet Option xuat
A History
hlen' , . Specify !ﬂow many days_ I_nbernet Explorer should save the list
- Tai 16p General, nhan Settings trong vung = “‘Ebs'zs d— ":“Ed' .
. . A . X A \ Days to keep pages in history: &0 =
Browings history. Hop thoai xuat hi€én nhu hinh
18.22 [ O ] | Cancel

- Chon s ngay giit cac trang dd duyét trong web
trong vung History va nhan OK

Hinh 18.22: Hop thoai thiét 1ap lich st duyét web

Ghi chu:

- Mubn x6a ndi dung lich sir duyét web, trong viing Browings history
cua 16p General chon Delete browsing history on exit
- D¢ xem lich st cac trang Web da duyét, chon View/ Explorer

bar/History hay nhin nit cong cu *~ trén thanh diéu khién dé liét
ké menu tha va chon Explorer bar/History. Ctra s6 Favorite xuat
hién nhu hinh 18.23

- Chon ngay mudn xem céc trang Web da truy cap

18.7.3 Cai diit Proxy

Trong mang may tinh, mgt may chu ity nhiém (server proxy) 1a | ol ares Network (mm —

mot may chi (mot hé théng may tinh hay mot chuong trinh tng
dung) hoat dong nhu 1a trung gian cho cac y€u cau tir cdc may

' Automatic configuration

<im Add to Favorites... - >

| Faworites | Feeds | Histony

[wiew By Date ~ |

Weeks Ago
2 Weeks Ago
ast Week

ing (winewe.bing.com)

blogs.msdn (blogs.msdn.co...
Computer

=) dwvthanh.spaces.live (dvthan...
=1 geogle (woanw.google.com.wnl
[l ictwietnam (ictwvietnam.net)

=) ieaddeons (wwwicaddons.co...

£ login.live (login.live.com)
i} microsofttransiator (wianw.m...
wneconomy (vneconomy.wnl

9 wocw.wnuhom (wocw.ornuhc...

Hinh 18.23: Lép history

Automatic configuration may override manual settings. To ensure the

khach (clients) tim kiém tai nguyén trén cac may chu khac. May use of manual settings, disable automatic configuration,
khach noi két vao may chu iy nhiém dé yéu cau céc dich vy nhu [ Automatically detect settings
tap tin, no1 két, trang web hodc cac tai nguyén khac c6 thé sir dung [ se automatic configuration scrpt

tr cac may chu khac. May chu uy nhiém danh gia cac yéu cau
theo céc qui dinh lgc ctia nd. Néu cac yéu cau hop 1€ voi qui dinh,

Proxy server

may chu iy nhiém cung cap tai nguyén bang cach két noi véi may

NPT « A by . o , , 77 Use a proxy server for your LAN (These settings will nat apply to
chu c6 lién quan va yéu cau dich vu thay mat cho may khach. ! iup or VPN connections).

Sau day la cac budc cai dit Proxy: Address:  proxy.ctueduy  Port: 3128 | Advanced

- Trong ctra sb trinh duyét IE, chon menu Tools/Options hay

nhéan nat cong cu "7 trén thanh diéu khién dé liét ké menu
tha va chon Internet Options, hdp thoai Internet Option xuat

[~ Bypass proxy server for local addresses

[ 0K |l Cancel |

hién. (hinh 18.24) I. Hinh 18.24: Dat dia chi Proxy
- Chon lép Connections va nhan nut 1énh , hdp thoai Local Area Network (LAN) Settings

xudt hién

- Trong ving Proxy server, danh dau hop kiém tra Use a proxy server for your LAN (These settings will

not apply to dial-up or VPN connections) va nhap dia chi ctia may chii Proxy (URL) va s cong
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18.8 Biéu miu va sir dung dich vu cong

18.8.1 Khai niém biéu miu (form) va cong dung ciia né

18.8.1.1 Khai ni¢m biéu miu

Biéu mau cung cip mdt tiéu chuin giao t1ep bang vin ban giita nhimg ngudi tham gia, cac doanh nghiép,

cac t6 chirc va co quan chirc nang. Biéu mau 13 mét van ban dugc dinh dang chira cac khoang trong (truong

tréng) ma nguoi dung co thé dién vao thong tin.

Véi cac biéu ‘mau giay, n6 thuong duoc mot nguoi nao do chuyén dit liéu tir gidy dén mot co s0 dir liéu may

tinh. Biéu mau dién tu giai quyét van dé nay bang cach hoan toan bo qua céac giai doan glay Thay vao do,

cac biéu miu xudt hién trén man hinh hién thi cua nguoi sit dung va nguoi sir dung 1ap day né bang cach
chon tuy chon véi mot thiét bi tr6 hodc g6 van ban tir ban phim may tinh. Dt liéu sau d6 dugc gui truc tiép
dén mot timg dung xir Iy biéu mau va cac thong tin d6 duoc ghi vao mot co so dir lidu.

Biéu mau dién tir (E-Form): La phién ban dién tir ciia biéu mau gidy, duoc quan 1y, luu trir trén may tinh va

luu hanh trén moi truong mang. Voi biéu mau dién tu:

- Nguoi sir dung c6 thé dién truc tlep thong tin 1én biéu mau thong qua trinh duyét web hodc giao dién o6
hoa phan mém ho trg dién biéu mau. Dit liéu nguoi sir dung dién vao biéu méiu duogc t6 chire luu trit
dudi dang co cdu triic (nhu XML.. ) dé guri téi Hé thong xtr 1y biéu mau.

- Ho trg qua trinh twong tac truc tuyén (guri/nhan) thong qua méi truong mang giita ngudi sit dung biéu
mau va Hé thong xir Iy bleu mau.

- Dit liéu dic ta thudc tinh, ciu trac cua E-Form dugc quan 1y va luu trir trong CSDL.

18.8.1.2 Cong dung ciia n6

Ngay nay, khi may tinh ca nhan phat trién manh mé&, biéu mau dién tir c6 nhiéu tién ich so vdi cac biéu mau

gidy:

- Giam chi phi: Chi phi san xuat cho in 4n biéu mau trén glay khong con. Stra dbi va cap nhat cac biéu
mau gay ra chi phi thip hon va chi phi luu trir va xur ly biéu mau giay khong con.

- Tinh kha dung cao hon: Néu céac biéu mau dién tir ¢6 thé duoc truy cap truc tuyen qua Internet, né co
thé kha dung ca ngay 1an dém & khip moi noi véi trong bat ky s6 lwong. Han kha dung boi thoi gian mo
ctra va gio van phong cua cac co quan va doanh nghiép khong con.

- Khanang sir dung dé dang hon va tranh sai sot: Biéu mau dién tir thi dé dang dién vao, nd lam cho cong
viéc d& dang. Vi du, cac tinh toan, kiém tra tinh hop 18, tinh hop 1y va day du cua cac yéu té dau vao.
Do d6 né c6 thé tranh dugc nhiing 16i nhap liéu hay thiéu Vang cua cac muyc.

- Cb thé chuyén lai biéu mAu gidy: Biéu mau dién tir c6 thé dé dang duoc in trén gidy nhu cic mau gidy
chua dién dit liéu hodc da dugc dién vao trén may tinh

- Dé dang str dung cac dit liéu san c6: Khi cac tmg dung duogc két n01 dir liéu co san c6 thé duoc tr dong
chuyén vao céc biéu miu dién tir. Vi dy, sau nhdp vao ciia mot s§ ca nhan, s bao hiém hoic sé thué,
tén va cac thong tin dia chi s€ dugc nhap tu dong.

- Dién dir liéu ngoai tuyén (offline) hodc truc tuyén (online): Biéu mau dién tir c¢6 thé dugc dién ngoai
tuyén (khong c6 két ndi tryc tiép v6i hé thong xir 1y) va true tuyén (v6i két ndi tryuc tiép dé hé théng xir
1y).

- Khoéng c6 mét di chét lugng sao chép (copy): Su bét lgi ctia cac ban sao biéu mau thuong 1am cho ban
sao chép kho doc s& khong con khi str dung biéu mau dién tir.

18.8.2 Dich vu hanh chinh cdng true tuyén
18.8.2.1 Dich vu hanh chinh cong

La nhiing dich vu lién quan dén hoat dong thyc thi phép luat, khong nham muc tiéu lgi nhuén, do co quan
nha nudc c6 tham quyén cap cho to6 chure, ca nhan dudi hinh thire cac loai gidy to co6 gia tri phap ly trong céac
linh vyc ma co quan nha nude d6 quan 1y.

M&i dich vu hanh chinh cong gén lién v6i mot thi tuc hanh chinh dé giai quyét hoan chinh mdt cong viéc cu
the lién quan dén to chirc, cé nhan.

Giéo trinh ing dung CNTT — Co ban Trang 251



Chuong 18: Trinh duyét web internet explorer (IE), biéu mau va sir dung dich vu cong

18.8.2.2 Dich vu cong trye tuyén

La dich vu hanh chinh cong va céc dich vu khac cua co quan nha nudc dugce cung cap cho cac to chuc, ca
nhan trén moi truong mang. Dich vu cong truc tuyén c6 4 mue do twong tng voi moi dich vy khac nhau:

- Dich vu cong truc tuyén muc do 1: 1a dich vu bdo dam cung cép dﬁy du cac thong tin vé thu tuc hanh
chinh va cdc van ban co lién quan quy dinh vé thu tuc hanh chinh do.

- Dich vu cong tryc tuyén mirc d6 2: 1a dich vu cong truc tuyén murc do 1 va cho phep ngudi sir dung tai
vé cac mau vin ban va khai bao dé hoan thién ho so theo yéu cau H6 so sau khi hoan thién duoc giri
truc tiép hodc qua duong buu dién dén co quan, t6 chtc cung cap dich vu.

- Dich vu cong truc tuyen mirc d¢ 3: 1a dich vu cong truc tuyén murc d6 2 va cho phép nguoi s dung dién
va giri truc tuyén cac mau van ban dén co quan, t6 chirc cung cap dich vu. Cac giao dich trong qua trinh
xtr 1y ho so va cung cép dich vu dugc thue hién trén moéi truong mang. Viée thanh toan 1 phi (néu co)
va nhan két qua duogc thue hién truc tiép tai co quan, t6 chic cung cap dich vu.

- Dich vu cong truc tuyen murc dg 4: 1a dich vu cong truc tuyen mirc d¢ 3 va cho phép nguoi sur dung
thanh toan 1¢ phi (néu c6) dugc thuc hién truc tuyén. Viée tra két qua co thé dugc thuc hién truc tuyén,
guri truc tiép hodc qua duong buu dién dén ngudi st dung.

18.8.2.3 Sir dung dich vu cong truc tuyén

Phan nay voi thi€u mat s6 thao tac co ban sir dung dich vy cong truc tuyén trén trang web thong tin hanh
chinh cong tinh Binh Duong

18.8.2.3.1 Truy cap vao trang web thong tin hanh chinh cong tinh Binh Dwong

Dé truy cap vao trang web thong tin hanh chinh cong tinh Binh Duong, trén trinh duyét nhap vao dia chi
sau: http://dichvucong.binhduong.gov.vn. Khi d6 trang cht xuat hién nhu hinh 18.25

-mm@mmm

DANG NHAP | DANG KY

‘ y Tén Dang Nhap : [ ]

Mt khau : [ |

Tinh Hinh oi D _ Quén tai khodn | Mat Khau
& x| i S

—a s " TRA CIPU HO SO
|

uch | Nhip Ma Tra Ciru |
>> Tinh Binh Duong chia sé Kinh ﬁrmm & hi Vol thanh phé HB Chi ' $6 CMND | J
- :ﬁﬂm dén Binh Duong 860 Xt DInh D4u 2017 VUit an s, anh mann N s e vt 1?9
>> Knal mac Gidi dua ngya chio mimg Xuan Binh DAu 2017 tai Khu Du ih Bal Nam | | - }
>> Lann Gao tinh tiép céc cor quan, don vi 6én chic Tét Binh Du 2017 | [ maciu

Hinh 18.25: Trang chu thong tin hanh chinh cong tinh Binh Duong
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18.8.2.3.2 Dang ky tai khoan

Trong trang chu théng tin hanh chinh céng tinh Binh Duong, dé diang ky tai khoan ta thuc hién cic bude
sau:

- Nhip vao muc Pang Ky (hinh 18.26) dé dang ky tai khoan.
DANG NHAP | DANG KY

Tén Bdng Nhiap : ]

[
Mat kh3u : [ |

Quén tai khoan | Mat Khau

Hinh 18.26: DBang ky tai khoan va dang nhap
- Khi d6 xuét hién giao dién nhu hinh 18.27

DICHVUCONG TRACUFUTTHC TRACUUHO SO TINHHINHXIFLY DANHGIACANBO HOIBAP

H cac bwoc dang ky théng tin tai khoan & Théng tin ngwoi dung

= Buge 1: Nhap thang tin dang kj tai khodn, cin cung cap 48y o tan -

d0 théna tin theo gui dinh (chi v 56 dién thoai va email can

i iy oo e s RS Tén dang nhap *
phéi cung cap chinh xac) va gl théng tin dang ky tai khoan Y

|
|
dén hé théng. Mt khiu * |
|
I

» Budc 2: Nhap ma code vira nhan va hodn tat vidc dang ky " e
f p ’ : Uit Xac nhan mat khau *
(Meu thdng tin dang ky hop 1&).
« Budc 3: Nhap m3 code vira nhan va hodn tit vidc d&ng ky Ngay sinh J'LI:“ |z )lz012 ||

{Néu théng tin dang kv hop 18},

CMND/ Hé chiéu* |

Thie dién tie * |

s dién thoai * |

Nhip ma bao mét B6i md bao mat

| 9P Tao tai khodn |

Hinh 18.27: PBang ky tai khoan va dang nhap

- Dién ddy du céc thong tin vao form & hinh 18.27:
o Céc tén truong cd dau “*” bt bude phai nhap vao
o Mai bao vé bit budc nhép vao
- Nhép vao nut 1énh Tao tai khoan
- Néu thong tin dién hop 1&, mot thong bao tiép theo chi din kich hoat tai khoan dé hoan thanh dang ky
(hinh 18.28)

BE kich hoat tai khodn, xin vui léng nhan tin theo ci phap KH 8493 g 8283 (2000d/tin nhan) dé kich
hoat tai khodn.

| @ Trdwe |

Hinh 18.28: Thong bao kich hoat tai khoan
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18.8.2.3.3 Pang nhip vao tai khoan

Dé ding nhap vao tai khoan trén thong tin hanh chinh cong tinh Binh Duong, tai muc dang nhap trong trang
chu (hinh 18.25) nhap vao Tén Bang Nhap, Mat Khau va nhan nat 1énh Pang nhap.

18.8.2.3.4 Str dung dich vu cong

Pé truy c@p vao cac dich vu cong, nhip chudt vao chon Dich Vu Céng trong trang chu (hinh 18.29). Khi d6
xuat hién trang nhu hinh 18. 30)

Banh Gln @
Can Bo
= Tinh Hinh -
Xiely 4 o
Hinh 18.29: Link truy cép trang dich vu cong

mmm(@l}{ﬂmﬁmm

M3t kkhdu : [
Tinh Hinh oi B3 Quén ti khoan | Mat Khau
Xir Ly

DICHVUCONG TRACOUTTHC TRACOUHO S0 TINHHINHXFLY PANHGIACANBO HOIBAP

’ GI(1 THIEU DICH VU CONG
BON VI CUNG CAP DICH VU ’ TRA CIFU THU TUC HANH CHINH

kR i 3 |-f5 quan thut hign l |i.'r1."l VI .

|.“.'.'?|:ip tém thu tuc hanh chinh hedc tif khoa liEn quan dén thu tuc hanh chinh. |

CAP HUYEN v Tim kigm ndng cas =>

CAP XA v

THONG KE TRUY CAP
Tén thi tuc hanh chinh

50 lwerng Era ciru qua website 6311

Tim kiém

56 lwong tra cieu qua dién thoai 1068 Chia, tach; sap nhap; hop nhat, giai thé; d6i | ;
] ; 2 1 | tén va phé duyst dieu I8 doi vwoi hdi co pham | To chire - Host Jong Hoi UBND cap huyén
55 lwong boc s6 qua mang ¢ vi hoat dgng trong »3
E Chia, tach; sap nhap; h-:sp nhat; giai thé; d6i 3
Online 2 2 | 48n va phe duyét dieu I8 35i voi hoi o6 pham | T4 chirc - Hoat ding Hai LUBMND cap huyén

i 5 o vi hoat ddng trong =3

wort truy cap G597

5 e Chia, tach; sap nhap; |'I-l3'|J nhat; giai thé; doi h )

3 | t8n va phé duyét diéu 18 ddi voi hoi cd pham | T4 chilc - Hoat dng Hai IBMND cap huyén
vi hoat dong trong x3

Hinh 18.30: Trang dich vu cong

Giéo trinh ing dung CNTT — Co ban Trang 254



Chuong 18: Trinh duyét web internet explorer (IE), biéu mau va sir dung dich vu cong

18.8.2.3.5 Tra ctru hd so

Dé tra ctru hd so, trong trang web dich vu cong (hinh 18.30), nhap vao muc tra ctru hd so. Khi xuat hién giao
hién nhu hinh 18.31.

PON VI CUNG CAP DICH VU

Burire 4: Nhap ma tra ot duoe ghi trén bign nhén hd

CAP TiNH v 5 gidy thrtiry thin - | ] ocr [t budc)
CAP HUYEN = Birdre 2: Nhip sb gidy tér tiy than (s CMMD.s hd

chidi da khai khi ndg hi so)

cAp XA v Buedre 3: Mhdp ma bao mét, néu khéng mhin ré mé bdo

rméit, wul ang chon "Bdi m3 bao mat”

THONG KE TRUY CAP M3 bao mat - ERCRER , Birdre 4: Chon nit "Tim kigm" & thue hign fim kidém
| hé s

S0 lrong tra cibu qua website 6311

50 lwerng tra ciru qua dién thoai 1068

Online

Lot truy cép 66601

Hinh 18.31: Giao dién tra ctru hd so

- Nhap vao cac thong tin: Ma tra ctru, S6 gidy to tiy than va Ma bao vé
- Nhap vao nuat Iénh Tim kiém

Giéo trinh ing dung CNTT — Co ban Trang 255



Chuong 18: Trinh duyét web internet explorer (IE), biéu mau va sir dung dich vu cong

= BAI TAP
1./ Internet Explorer la gi?
2./ Trinh bay cac thanh phan co ban ctia Internet Explorer
3./ Trinh bay chirc nang InPrivate Filtering
4./ Trinh bay biéu mau va cong dung cia né
5./ Trinh bay dich vu cong truc tuyén
6./ Dich vu hanh chinh cong la gi?
7./ Dich vu cong truc tuyén 1a gi?
8./ St dung trinh duyét Web Internet Explorer dé tim kiém thong tin va sir dung chuong trinh PowerPoint
dé viét bao co nhing két qua tim duoc:
- Chon mdt cha dé yéu thich
- Sir dung cong cu tim kiém (search engine) nhu Google.com, Bing.com, Yahoo.com, Ask.com,...
dé tim kiém thong tin vé chu dé da chon (Nhap tir khoa vao dé tim kiém)
- Tbng hop thong tin di thu thap dugc dé thiét ké mot budi trinh chiéu trinh bay vé chu dé da chon
- Yéu cau:
+ GOm khoang 13-15 slides
o 1 slide tiéu dé
e 1 slide gi6i thiéu ndi dung téng quat
e 8-10 slides trinh bay chi tiét noi dung da gidi thiéu
e 1 slide két thiic van dé
e 1 slide cam on khan gia da theo doi budi bao céo
e 1 slide giai dap thic méc va thao ludn
+ Tiéu dé moi slide c6 font Times New Roman, size 36, in dam (Str dyng slide master dé
chinh stra)
+ Chon mAu thiét ké thich hop (méu c6 sén trong PowerPoint hodc tim kiém va sir dung
mAu suu tAm trén internet)
+ St dung hiéu tmg cho cac ddi tuong trong silde ciing nhu hiéu Gmg chuyén slide thich
hop, khong rudom ra.

Chon céu trd 1oi ditng nhét cho cdc cdu héi sau

9./ Internet Explorer 1a?

a. Mot chuin mang cuc bd

b. Trinh duyét web dung dé hién thi cac trang web trén Internet
c. B6 giao thuc

d. Thiét bj két ndi cac mang

10/ Nguoi ding Internet Explorer c6 thé:

a. Luu ndi dung trang Web

b. Luu lai dia chi cac trang web thuong dung

c. Tai vé tap tin tir Internet

d. Tt ca dung
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CHUONG 19: DICH VU THU PIEN TU

Thu dién tir hay thudng dugc goi 1a email 1a mot trong nhiing tinh ning quan trong nhit cia Internet. Ngay
nay, email la phuong tién lién lac khong thé thi€u trong thoi dai cong nghé thong tin. So véi goi thu buu
dién theo cach truyén thong thi wu di€ém ndi bat cia email 1a nhanh, ré va c6 thé géi & moi luc moi noi. Mot
diém khac biét voi goi buu dién 1a ndi dung cua mdt email c6 thé goi cung lic cho nhiéu nguoi nhan.

19.1 Giéi thiéu

19.1.1 Nguyén ly van hanh

Hé thng email trén Internet dong vai trd nhu 13 cac buu cyc nhan va phat thu. Cac may chu email dong vai
trd nhu 13 cac buu cuc dé tiép nhan va phan phat email. Do d6, nguoi ding mudn goi va nhan thu dién tir thi
phai c6 may tinh ndi két Internet hoic ndi két vao may chii cung cap dich vu email (Mail Server). Ngoai ra,
nguoi st dung phai c6 tai khoan email va danh sach dia chi email ciia ngudi nhan.

19.1.2 Cac thanh phan co ban cia Email

Mot trong cac diéu co ban khi str dung thu dién tir 1a ban yéu cau cung cip dich vu Internet (Internet service
provider - ISP) cho biét cac thong tin nhu: tén tai khoan (account) va mat ma (password) truy cép, dia chi
email (email address), dia chi mail server géi di (Out going mail (SMTP)) va dia chi mail server nhan mail
(Incoming Mail (POP3))

- Dia chi Email (Email Address): xac dinh noi ma mdt thong di¢p thu tin cé thé duoc phan bd. Mot dia
chi Email gdm hai phan nhu sau:
<Tén tai khoan>@<Tén mién>
+ Tén mién: tén cua may tinh lam Server luu va quan 1y dia chi email nay.
+ Tén tai khoan: tén dugc dang ky, dé phan biét voi cac dia chi email khac c6 cung tén mién. Vi du:
info@yahoo.com; tuants@ctu.edu.vn; ...

- Outgoing Mail Server (SMTP): 13 mot server duogc sit dung dé goi emails. Hau hét mail server thi st
dung nghi thiee SMTP (Simple Mail Transfer Protocol) dé goi Emails. Tuy theo xac lap cua mang,
outgoing mail server c6 thé tiy thudc vao nha cung cap hoic may chu noi ban cai dit tai khoan email cta
ban.

- Incoming Mail Server (POP3): 12 mot server lién két v6i tai khoan dia chi email cta ban. Dé truy cap
nhitng thu tin dén, ban can mot may khach email (email client): mot chuong trinh c6 thé nhan email tir
mot tai liéu email, cho phép nguoi str dung doc, goi chuyén tiép (forward), x6a va tra 1oi thu tin dién ti.
Tuy thudc may chu email cta ban, ban c¢6 thé stir dung may khach email riéng (nhu Outlook Express) hodc
mot trinh duyét web (nhu Internet Explorer, Hotmail cho truy cap web dua trén nén tang tai khoan email).
Email thuong duoc td chure luu trit trén may chu mail cho dén khi ban tai no. Dé tai email cua ban, ban
phai dit dang ciu hinh trong chuong trinh may khach email ctia ban. Hau hét incoming mail server thi sir
dung mét trong cac nghi thire POP3 (Post Office Protocol), IMAP (Internet Message Access Protocol),
HTTP protocol. Dé hiéu thém cac nghi thirc nay, vao trang web:

http://www.emailaddressmanager.com/tips/protocol.html

19.1.3 Céu triic mjt Email
Mot thu tinh dién tir gdm hai phan chinh: Phan dau (header) va phan chinh (body).

- Header: duoc cdu tric boi cac truong nhu thong tin tom tat, nguoi goi, ngudi, ngudi nhan va cc thong
tin khac vé email. Mot header bao gdm it nhat cac truong sau:
+ From: chira dia chi email va c6 thé 13 tén cta ngudi goi.
+ To: chtra dja chi email va c6 thé 1a tén cua ngudi nhan thu chinh.
+ Cec (Carbon copy): chi cac nguoi nhan thu tin thir yéu, cac ngudi niy nhan mot ban sao thu tin cia
nguoi nhan chinh. Mgt danh séch cac nguoi nhan thu tin dugc hién thi cho tét ca cac nguoi nhan khac
+ Bee (Blind carbon copy): ciing chi cac ngudi nhan thtr yéu, cac ngudi ndy nhin mot ban sao thu tin
ctia ngudi nhan chinh. Nhung khong hién thi danh sach cac ngudi nhan thr yéu cho bat ky ngudi nao.
+ Subject: mot ban tom tit ngin vé chu dé cta tin nhin
+ Date: ngay va thoi gian dja phuong thu tin duoc viét.
- Body: chira thong diép chinh 1a vin ban khong cdu tric, doi khi chira chit ki ¢ cudi. Piéu nay gidng nhu
ciu trac mot buc thu thong thuong
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Dud¢i day 1a vi du vé cau truc mot email

Date: Sat, 14 Nov 2009 20:48:40 +0700
From: Tialia<Tialia@yahoo.com>
Header To: Tutuhit@yahoo.com
<|ce: Hailua@gmail.com, Tucoco@yahoo.com

Subject: Du tiec cuoi nam
Part(s): =] 2 ThumoiHL.doc application/msword

\ 34.21 KB

)

Body Chao ca nha Hai lua,
Nhép dip tét dén, Tialia than mo1 Ca nha ban vé du tiéc. Vui 1ong doc file goi kém theo
dé biét thong tin chi tiét

A

Tialia

19.1.4 Webmail

Webmail 1a mét trong tmg dung web hiru ich nhét trén Internet, né cho phép ban truy cép, goi, nhan va quan
li email cua ban thong qua trinh duyét web. Phan 16n céc trang webmail 1a ban c6 thé truy cap email ciia ban
tir bat ky may tinh nao trén thé giéi, mién 13 may tinh d6 két ndi Internet va c6 trinh duyét web.

Webmail khac véi email truyén thong ma trong do6 da s6 nguoi sir dung phai thiét 1ap mot Umg dyung email
trén mot may tinh, vi vay, 1am cho diém truy cap duy nhét cta ho 13 tai mot may tinh cu thé. Email truyén
thong thi duoc luu trir trén mot tng dung trén mot may tinh., trong khi webmail thi dugc chira tap trung va
cho phép truy cap tir moi noi qua Internet.

Webmail duoc thiét ké tir nhitng cong ty cong nghé ndi tiéng. Mot vai dich vu webmail ndi tiéng c6 thé sir
dung 1a Yahoo!Mail, Google Gmail, Hotmail ciia Microsoft. Cac dich vu nay la mién phi. Cac cong ty nay
cung cap dich vu webmail mién phi dé 16i kéo nguoi st dung tré lai website ctia cac cong ty ndy. Cang nhiéu
nguoi viéng thim website clia cac cong ty nay thi cang thu nhiéu loi nhudn tir ban quéang céo.

19.2 Sir dung Gmail

Gmail la h¢ théngq Email st dung giao dién Web. Do dd, nguoi dung cd thé sir dung bat clr may tinh nao ¢
noi ket Internet dé goi va nhan Email. D& s dung Gmail, nguoi dung phai dang ky tai khoan véi dich vu
Gmail va nhap vao dia chi cia Gmail: www.gmail.com, trang cht cua Gmail xuat hién nhu sau (hinh 19.1):

& Gmail b

L & hitps -'-accounts.googﬁie.com:‘Sef-,-'l-:eLr;-gunf'ser..-i:: e=mail&passive=2, v =
Google

One account. All of Google.

Sign in to continue to Gmail

Medd help™

One Google Account for everything Google

Tao tai khoan maoi

Hinh 19.1: trang www.gmail.com
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19.2.1 Tao tai khoan maéi trong Gmail

- Néu chua c6 tai khoan Gmail, ban c6 thé tao tai khoan méi bﬁng cach nhan vao nat 1énh Create account
(hinh 19.1) trong trang chu Gmail, trang tao tai khoan mdi duge mé ra (hinh 19.2)

Name

teo nguyen

Choose your username

teonB987T

Create a password

Confirm your password

Birthday

February - 2 1970

Gender

lam...

L1

Mobile phone

El - | +840167 7209827

Your current email address

Location

Wietnam [Viet Mam)

L1

Hinh 19.2: Form dién thong tin

- Dién thong tin vao va nhin Next step.

Privacy and Terms

By choosing “l agree” below you agree to Google’'s Terms of Service

You also agree to our Privacy Policy, which describes how we
process your information, including these key points:

Data we process when you use Google

when you use Google services to do things like write a message in
Gmail or comment on a YouTube video, we store the information you

-

creaie.

= When you search for a restaurant on Google Maps or watch a video on
YouTube, for exampie, we process information about that activity —
including information like the video you watched, device IDs, 1P
addresses, cookie data, and location

= We also process the
apps or sites that u
YouTube video player.

s of information described above when you use
oogle services like ads, Analytics, and the

Hinh 19.3: Thong bao

- Mot thong bao xuét hién (hinh 19.3), kéo thanh truot xuéng cho dén khi niit | AGREE sang lén, nhin
chon I AGREE
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- Man hinh thong béo tao tai khoan thanh cong (hinh 19.4), nhin Continue to Gmail dé vao trang hop thu

(hinh 19.5)

Google

L]

Thanks for creating a Google Account. Use it to subscribe to channels on YouTube, video char for free,

Access apps. check notifications, and edit
your account

Welcome!

Your new email address is teon8987@gmail.com

save favorite places on Maps, and lots more.

Hinh 19.4: Thong bao

[+ Inbox (1) - teon8387 @gma

X

€& - C & hitps//mail.google.com/mail/?pc=topnav-about-en#inbox

Google

Gmail ~

COMPOSE

Inbox (1)
Starred
Sent Mail
Drafts

hinre -

Mo recent chats
Start a new one

1+ C More ~ 1of1 < > Q-
& Primary *a Social ¥ Promotions “
Andy from Google teo, get more out of your ne 10:36 am
x
Account Created Leam how to use
"
10%
Get Gmail for mohile Choosze a theme

Setup progress

@ Import contacts and mail

Terms - Privacy

Change profile im:

0 GB (0%) of 15 GB used

hdanans

Hinh 19.5: Trang hop thu
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19.2.2 Kiém tra va xir Iy thw
19.2.2.1 Pang nhap
Dé kiém tra thu, ban vao trang gmail.com va ding nhap vao hop thu

- Néu may tinh ctia ban chua c6 tai khoan trudc day (co thé 1a dang nhap gmai lan dau) thi giao dién xuat
hién gidong nhu hinh 19.6. Khi d6 ban nhép vao tai khoan dang nhap va click Next va nhdp vao Password.

' & Gmail x‘ “ ' 5 Gmail x‘ “

-~ = € | 8 https /faccounts.googlecyy = €& - C @& https/iaccounts.googlecsy =

Gogle One account. All of Google.

One account. All of Google. ¢
o0

teo nguyen
teon8987 @gmall.com

teonB8887

I

v Stay signed in Forgot password?

Need help?

Hinh 19.6: Giao di¢n chua c6 tai khoan dang nhap

- Néu may tinh cta ban c6 tai khoan dang nhap trudc ddy (hinh 19.7), giao dién s& hién cac tai khoan do.
Khi do6 ban chon tai khoan mudn dang nhap va chon vao Password. Néu ban muon dang nhap voi tai
khoan khéc thi click vao nat Add Account

& Google Accounts >

€« — & |8 https:/laccounts.google.com/Ss.r

Google
Choose an account

g
M

teo nguyen
teonB8987 @gmail.com

Minh Trung Nguyen
nmtrung@@gmail_com

Add account Remove

Hinh 19.7: Giao di¢n céc tai khoan dang nhap

Giéo trinh ing dung CNTT — Co ban Trang 261



Chuong 19: Dich vu thu dién tr

' =1 amail - teon3aB T EEgmakl o«
- C' | & https.//

Google

Mo recent chats
Start A= Ta L)

mail.gocogle com/mail/#inbox/156ef3441 2662af <

Smail - - L] @ - - - pore - 20f3 | € | > ey “x -

[ comon ] T P I R
] Int () nrtrong Egrmail

nibox " e -

Starred Minh Trung Nguyen <nmirunoEo 2:46 PM (0 minutes ago) e | = | T e

Sant Mail LRl S - —

Drrafts

N s = I, Vietnamese - English - Translate message  Turn off for Yietnam ese

Khi dang nhap thanh cong, ctra s6 gmail xuat hién nhu hinh (19.8)

.

Fhi cd thu thi Gmall tue d&ng phan loai thu vao muc tuong g i
hign thong bac cho ban biét, vi du treng hép thu néu mue hop thir
A4én hign thi tirc la e 1 1a thr mdi chua dec trong Hop thue dén

A& werr NG dung coa thu 3 nhin vao lidn két

B Joc emall, ban nhdn vaoc HSE thu F&n rS nhdn wao LI L‘TE- |:3 thu
hién thi
=erm chi tidt & thur

MEL mudn tra & email, nhdn Nt 18nh wra léei

nhan lign két Chuwén dép

nhdn not lEnh Luu va nhdn lénh Xaa Oé xda thor

MéL mudn chuyén tidp thur
3 luru thur
1.1.1 Taoc thw moi

WAy Fay #mm Arm i T Fer TiFes 1-EF Ty e T i AA e

Hinh 19.8: Ctra s6 Gmail

19.2.2.2 Thay déi ngon ngir hién thi

Dé hién thi ngon ngir tiéng viét thuc

Click vao nut cong cu

19.10). Sau d6 kéo thanh truot xudng va click vao nat 1énh

hién cac budc sau:

va chon Settings (hinh 19.9) )
Trong 16p General, click vao hop liét ké tha xuong (Gmail display Language) va chon Tiéng Viét (hinh

| Save Changes | i ¢6 cira sb gmail s8

hién thi ché do tiéng viét (hinh 19.11)

2003 ¢ > m - Q-

Gisplay density:

v Comfortable (on larger displays)
Cozy (on larger displays)
Compact

Configure inbox

Settings
Themes

Send feedback
Help

Gmail Setup (30%)

Hinh 19.9: Nut cong cu Setting

General Labels Inbox Accounts and Import Filters and Blocked Addresses Forwarding and
Labs Offline Themes
Sowppogress: NN o
Continue setting up account
Language: Gmail display language: | English (US) ¥.
Change language settings NOr:S”i( (Bokmal) =
¥ Enable input tools - L Nedeﬂands
Leam more Polski

Portugués (Brasil)
Fortugués (Portugal)
Romana

Sloventina

— Sloven&tina

Default country code: | U g0

Svenska
' v | conversa i R —
e, Turkce
Show 250 ¥ |contacts | £jjnuikg
BErnrapcku
Mohron
Pyccrmi
Cpnckn
YkpaiHceKa
SwupEpElu

Tus o

Hinh 19.10: Giao dién thay d6i ngon ngir hién thi

#» Right-to-left editing st
. Right-to-left editing s

Phone numbers:

Maximum page size:

Images: = Always display extern

1 Ask before displaying

Default reply behavior:

= Reply
Leam more

' Reply all

1 gmail - teon398T aramatl o =

Thur a3 goel
Thir nhdp
It hore =
Cuan trong
Tres chuy@n
Tat ca thw
Spam
Thirmg rac

.3

Danh muc
Cudin by nhan
Tao nhan me

c tro
T sy
tres

=

D

- [ = & https Amail.google.comdmail/ 7zx=8wov B 7 uZlmba#alll 1 565af0344 1 266 2al
Seoogle Ewm = o ©
Smail - - (5] L 1] - Chuydn vl HOE tho Tén o - Tao wia kKhbo = < >
“ agmaill E_"I ] Minh T
!:u?.'.: :J';': :;'I'J;:_ Minh Trung Nguyen =nmtrung@gma 14-86 (42 phot trirde) - = I;“:'..I:Iw

vl T =

Khi oé thor thi Smail te déng phdn loai thu wvéo muoc teong dog rdd
hign thing béo cho ban BISE v du trong hép thu néu mpe hap thu
dén hién thi tic 13 cé 1 15 thr mai chua doc trong Hep thie dén

Bé doc email, ban nhan vao Hop tha ddn rdi nhan vao tidu 6 |5 tiwr
Té wem ndl dung coa the do. nhén vao lién két hidn thi chi tér o
e chi tiét 1a tho

FMéu mudn e 1ol emall, nhdn not Enh tra lod

Méu mudn chuydn tédp thu nhdn lidn két Chuyén tép

B& lwru thor, nhdn ndt 1&nh L va nhin lénh Xéaa dd xaa thir
1.1.1 Tac thu moi

'\thu_\n. tao thar mnaddia, nhidn lidn két Soan Thr. Kl dd ot
73 soan thr xudt hién. nhip vao théng tin ngwal nhian, néi
chung email va tan tin kém theo

Hinh 19.11: Cira s6 hién thi theo ngon ngir tiéng viét
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19.2.2.3 Kiém tra email méi
Khi c6 thu thi Gmail ty dong phan loai thu vao muc twong tng roi hién thong bao cho ban biét, vi du: trong
hop thu néu muc hop thu dén hién thi tirc 1a ¢6 1 1a thu moi chua doc trong Hop thu dén
19.2.2.4 Cach doc mgt email

bé doc email, ban nhan vao Hop thu dén roi nhan vao tiéu deé 14 thu dé xem ndi dung cta thu d6. Khi mét
email dang md, ban co6 thé thyc hién cac thao tac sau:

-

- Néu muon tra 161 email, nhan nut 1énh

: . o . .
- B¢ lyu thu, nhan nit 1énh va nhan nat 1énh dé xoa thu
4 4 R LA A N~ A ry 1A - T | \ A LY s
- Néu muon chuyén tiép thu, nhan mii tén cua nut 1€nh va chon Iénh chuyén ti€p (hinh 19.12)

ing@gma 14:46 (53 phut trrdc) 7 - =, -

4= Traloi
= Chuy&n tiép
Mg tré ¢ huyé&n vwéi Minh Trung Mguyen
Loc thur gif‘mg thur nay
In
Thém Minh Trung Mguyen vaoc Danh ba
Xoéa thwr nay
Chan "Minh Trung Mguyen”
Bao cao spam
Bac cac lira dac
Hign thi thur gic
MN&i dung thur hi&n thi khéng dung?
Dich thur
Bénh du & chura doc

Hinh 19.12: Menu 1énh
19.2.2.5 Tao thw méi

Muén tao thu méi, nhdn nat 1énh m Khi d6 ctra s6 soan thu xuét hién (hinh 19.13), nhap
vao thong tin ngudi nhan, ndi dung email va tép tin kém theo

ol
Nhép dia chi nguoi nhan chinh
Bce |
Nhép dia chi nguoi nhan phu
Cha dé
Chon dinh dang
Goi file kém theo
Sans Serif - i= = um | T

(S
W
0
[+
©
il

Hinh 19.13: Cira sd soan thu
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- Nhép dia chi ngudi nhan chinh vao hdp van ban Téi. Ban c6 thé nhan vao lién két Téi dé 1ay ra dia chi
cac nguoi nhan to Cra s6 lién lac
- Néu muon géi cho cac ngudi nhan phy, nhan vao lién két Cc hodc Bee

- Néu muon géi tap tin kém theo, nhan nat I¢nh , hdp thoai xuat hién dé chon tap tin mudn goi kem
theo (hinh 19.14)
@Open x|
o .-J.—'—H“' - £

‘9(\ I L—" ~ Computer = LUUBATTHI {F:) - IE:_]JI Search LUUBAITHI (F:) M_ﬂ‘

Oiganize = Mew folder = = [T @
5| Documents 2l Name - | Date modified | Type 2

:4_*.- Music || Bai thi KTLT 14/5/20159:45 AM  File folde

'ﬁl P':J"res | BAITHI THUD_QTKdK7 23/5/2016 10:13AM  File foldes

Videos
| BaiThi_NMLTc# 20/5/2015401PM  File folde

BaiThi_THUD_CDKT_K13 26/5/2015 4:22 PM

J File folde
. ET CCA 1/9/2016 8:07 AM

"_‘ Computer
—a Local Disk (C:) File folde
= Local Disk (D) .. co-bigtimes.0 16112015 10:53 AM  File folde
e TRUNG_DOM (E2) ) dat
\—u LUUBATTHI (F:)

14/3/2016 2:30PM  File foldel

| De kiem tra KT14M2 22(2/2016 10:26 AM  File folde
¥ My Web Sites on M
. DeKiemTraLai 2422016 8:09 AM File: folde:
€ Network B HEANG Date created: 24/2/2016 8:07 AM|-¢ AM  File folde:
(] | KiemTraGK Size: 293 KB 04 PM File folde >
= iI Files: De 1, nguyen van a, 'I'I'ICI R

File name: | =] |AiFiles =]
Open I Cancel |

Hinh 19.14: Hop thoai m¢ file

4

- Nhén G6i dé goi thu hodc nhan Huy dé huy thu
19.2.2.6 Thoat khéi email

Sau khi st dung xong nhé thoat dang xuét ra khoi gmail, ddc biét 1a may tinh c6 nhiéu ngudi sir dung. Dé

dang xuét ra hé théng, click vao nuat 1énh dang Xuét o, khi d6 xuét hién tuy chon (hinh 19.15) va chon

dang xuat.

nguyen teo

teond837@gmail.com
Bao mat

Tai khoan coa tSi

Thém tai khoan Blang xuat

Hinh 19.15: Ty chon ding xuét
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19.3 Nhan dién cac thw dién tir lira ddo thong thudng

Cac e-mail Ira dao ap dung nhiéu hinh thire khac nhau. Cac e-mail nay co tén goi la "phishing” hogc
spooﬁng dang ngay cang tro nén pho bien va 6 thé co ve hop phap bang cach dua vao cac thuong higu,

mau sic hodc cac tuyén bd mién trach nhiém phap 1y khac cua cong ty.

- Spam thuo’ng co tén g01 la "thu rac ' spam bao gdm cac e-mail khong dugce nguoi nhan yéu cau va nhim
vao nguoi nhan bang cac thu truc tiép.

- Phishing: La hinh thirc ltra dao nham danh cép cac théng tin nhay cam cua nguoi dung, nhu thong tin the
tin dung hay tén tai khoan sir dung va mat khau dang nhap vao céc trang thong tin dién tir nhu Gmail, eBay,
Amazon, Paypal, hay dich vu ngan hang tryc tuyén. Phishing thudng dugc ké xau thyc hién dudi hinh thirc
guri email, hay tin nhin nhanh nham lira nguoi dung cung cap thong tin hay nhip chudt vao mot duong link
dan tGi website lira dao. C6 rt nhiéu hinh thire lira dao qua email da duogc tin tac sir dung, duoi day la mot
s6 dic diém nhan dang cac email ltra ddo:
+ Tinh trang cip bach: Cac email yéu cau hanh dong ngay lap tirc, ching han nhu "Tai khoan cua ban
s€ bi tam ngung trong vong 24 gio." hodc "Lién lac voi chung téi ngay dé nhan goi hang hodac giai
thuong cua ban."

+ Cac yéu cau bat ngo: Mot yéu cau nham lay duoc tién, thong tin tai chinh (nhu tai khoan ngan hang
hodc sb thé thanh toan), hodc thong tin c4 nhan dé nhan cac giai thudng

+ C4c tin lién quan dén céac van dé noéng trong xa hoi tai thoi diém hién tai.

+ Guri cac tap tin dinh kém tir nhitng ngudi ma ban khong biét. Cac tap tin ¢ thé lién quan dén cong
viéc, tuyén dung hay cac thong tin vé linh vuc ma ban quan tam.

+ Email khong cé chi¥, chi 1a nhimng hinh anh ciing rit nguy hiém. Bam vao bét ky viing nao trong email
d6 c6 thé dan dén trang web dé du ban dang nhap thong tin ca nhan hodac bi nhiém ma ddc.

+ Guri mot tap tin HTML cua 1 form ddng nhap trang thanh toan, login ciia ngin hang, website ndi
tiéng. Khi ban tai vé va nhdp thong tin vao cac form nay, tai khoan cua ban s& dugc giri vé cho tin
tac.

19.4 Cach xir ly khi gap Email lira ddo

- Céc email lra déo thuong s& chtra cac duong dan dé dan ban dén cac trang web va yéu cau ban nhap mot
mau nao d6 hoac mot form dang nhdp Itra ddo giong hét nhu giao dién cua mdt trang web noi tieng nhu:
Gmail, Facebook... ban khong nén click vao bat cir dudng dan nao chira trong email nhan dugc. Can xac dinh
chinh xac nguodn cua trang web trén trinh duyét trude khi thuc hién ddng nhap hay dién cac mau thu thap
thong tin (survey).

- Véi cac email chira cac tap tin dinh kém: .doc, .docx, .ppt, xIs, .pdf... ban khéng nén mé ngay khi tai vé.
Nén str dung cac cong cu online (Cac cong cu trong bo Google Drive) d€ md, n€u cac cong cu ndy bao 161
hodc ban khong doc dugc céc tai li¢u do thi kha nang cao d6 1a céc tap tin lra ddo, hay can nhac dé x6a nd
ngay.

- Sir dung cac phan mém diét virus dé quét cac tap tin trudc khi mo trén may tinh ciia minh.

- Vi cac hinh thirc ltra dao theo ndi dung vé cac chuong trinh tring thudng, su kién va yéu cau ban lam theo
nhu: chuyén tién qua tai khoan nao dé dé nhan giai thudng, tra tién phi van chuyén, chuyén khoan qua thé
dién thoai... ban nén x4ac minh that k¥ vi thong thuong nhiing t6 chire, doanh nghi¢p 16n s€ khong bao gio
lam nhu vay.

- Cubi cuing véi tat ca cac email lira dao hiy x6a ngay trong hom thu cia ban, néi cho ban bé ngudi than va
moi nguoi bi€t vé chuong trinh nay dé cung phong tranh.
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= BAI TAP

1./ Trinh bay cac thanh phan co ban ctia Email

2./ Trinh bay ciu tric mot email

3./ Webmail 1a gi

4./ Trinh bay céch tao tai khodn mai trong Gmail

5./ Trinh bay cach nhan dién cac thu dién tir ltra ddo thong thuong
6./ Trinh bay cach xtr 1y khi gap Email ltra dao

Chon cdu trd loi dung nhdt cho cdc cdu hoi sau

7./ Véi thu dién tir, phat biéu nao sau day 14 sai:

a. C6 thé goi 1 thu dén 10 dia chi khac nhau

b. M6t ngudi ¢6 thé goi thu cho chinh minh

c. Hai ngudi c6 thé c6 dia chi thu giéng nhau

d. Tép tin dinh kém theo thu ¢6 thé chta virat, viy nén can kiém tra virat truée khi sir dung.

8./ Mot ngudi dang sir dung dich vu thu dién tir mién phi cia Gmail. Dia chi nao duéi day duoc viét ding
a. alpha205

b. alpha205@gmail

c. alpha205@gmail.com

d. alpha205.com@gmail

9./ Phat biéu nao dudi day 1a sai:

a. Cac thu tir may gui dén may nhén qua Internet ludn chuyén tiép qua may Server ctia nha cung cip dich vu
b. Thu dién tir ludn c6 do tin cdy, an toan tuyét doi.

c. Nguoi sir dung c6 thé tu tao cho minh 1 tai khoan sir dung thu dién tir mién phi qua trang Web

d. C6 thé dinh kém tép vin ban theo thu dién t.
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