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CHUONG 1

KHAI NIEM VA NHUNG THAO TAC CO BAN
TREN HE PIEU HANH WINDOWS

I. MOT SO KHAI NIEM CO BAN
1.Thong tin (Information)
Moi yéu td c6 thé mang lai su hiéu biét déu dugc goi la thong tin.

Thong tin dugc thé hién dudi nhiéu dang thirc khac nhau. V& nguyén tic, bt ky cu
triic vat chat nao hodc bat ky dong nang luong nao cling c6 thé mang thong tin. Ching
duoc got 1a nhitng vat (gid) mang tin.

Thong tin 1am ting thém hiéu biét cta con nguoi, 1a ngudn gbc cta nhdn thic.
Thong tin vé mot ddi tugng chinh 1a cac dir kién vé ddi tugng do, cho ta nhan biét va hiéu
dugc d6i twong. Thong tin c6 lién quan dén khai niém vé d6 bat dinh. Mdi ddi twong chua
xac dinh hoan toan déu c6 mot do bat dinh nao do6. Tinh bét dinh nay chua cho phép nhan
dién mot cach chinh xac va ddy du vé dbi tugng do. Do bat dinh s& giam di khi c6 thém
thong tin. Thong tin co thé duogc phat sinh, luu tri, truyén, tim kiém, xur 1y, sao chép, nhan
ban. Thong tin ciing c6 thé bién dang sai léch hodc bi pha huy.

a. Don vi do thong tin:

Pon vi do dung lugng thong tin dugc goi 1a bit. Mot bit biéu dién hai trang thai ddi
1ap nhau: co6-khong, dung-sai, yes-no, true-false, on-off, bat-tat, 1-0 ...

Khi d6, thong tin c6 thé duoc phén tich

thanh mot chudi cac trang thai va nguoi ta dé Bing 1. Cac don vi do thong tin
dang ché tao céc thiét bi phu hop dé luu triv ,
cac thang thai nay, vi du dung day cac béng DBon vi Gié tri quy doi
dén, dung tinh chat co6 hay khong c6 tir tinh 1 Byte 8 bit

1 KiloByte  2'°B (1024 B)

cua cac vat liéu tir, hay dung cac mach nhd... 0
1 MegaByte 2 "KB(1024 KB)

Pé do cac dai lugng thong tin 16n hon, 1 GigaByte  2'°MB(1024 MB)
nguoi ta thuong xay dung cac don vi din 1 TeraByte  2'°GB(1024 GB)
xuat nhu Byte, KiloByte,... 1 PetaByte 2'°TB(1024 TB)

S 1 Exabyte 2'%PetaByte(PB)
Mot Byte dugc bicu dién boi 8 bit, ta co 1 Zettabyte ~ 2'°Exabyte
thé biéu dién 2° = 256 trang thai. 1 Zottabyte  2'°Zettabyte

1 Brontobyte 2'°Zottabyte
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b. Qud trinh xir Iy thong tin bao gém: dua thong tin vao, bién d6i thong tin, ghi nhé
thong tin va dua thong tin ra theo chuong trinh dinh trude. Co thé mo ta qua trinh xu ly
thong tin bang so d6 tong quat sau:

Luu trov
A

Thong tin vao Qua trinh xt 1i » Thong tin ra

A
I
.
| {Qui thc theo do6
L._‘i qué trinh xr i+ -

i duoc thuc hién }

Hinh 1. M6 hinh xir li thong tin
2. Tin hgc (Informatic):

Tin hoc la nganh khoa hoc nghién ctru ciu trac, tinh chét coa thong tin va giai quyet
nhimg van dé lién quan dén viéc thu thap, xur 1y, tim kiém, bién d6i, luu trix, truyén, phd
bién va sir dung thong tin trong céc linh virc hoat dong cuia con ngudi v6i cong cu 12 may
tinh dién tu.

Hién nay, thuat ngir Tin hoc (Informatic/Informatique) it dugc dung ma thuong
duogc thay thé boi mét thuat nglt khac Khoa hoc may tinh (Computer Sciences).

May tinh dién tir vira 13 céng cu vira 13 déi twong nghién ctru ctia nganh Tin hoc.

II. BIEU DIEN THONG TIN TRONG MAY TiNH

Thong tin duoc ma hoa dé dua vao trong may tinh dugc goi 1a dit liéu, hay ndi mot
cach khac dir liéu 1a hinh thtc biéu dién cia thong tin. Moi théng tin khi dua vao may
tinh déu duoc biéu dién dudi dang hé nhi phan (1a hé dém chi dung 2 ki hiéu 0 hodc 1 dé
biéu dién). Khai niém “bit” dd dugc chi ra ¢ dau chuong trinh chinh 13 dai lugng dic
trung co ban nham thé hién thong tin dudi hé nhi phan.

1. Bang ma ASCII.

Bang ma thuong dugc ding dé xu li thong tin trong may tinh 1a bang ma ASCII
(American Standard Codes for Information Interchange). Pay 1a bang ma chuan do My
tao ra. N6 dugc cong bd 1am tiéu chuan 1an dau vao nam 1963 boi Hiép hoi tiéu chuan
Hoa Ki (American Standards Association, ASA).

Bang mi ASCII bao gom 256 ki tu, mdi ki ty duge ma hoa bang 1 day 8 bit (1 byte).
Tég hop ZSQ ki ty trong bang ma ASCII dugc chia lam 3 nhom: Nhém I (ki ty diéu
khién) bao gom cac ki tu tir 0 to1 31 dugce qui udc trude; nhom 2 (ki tur gde- co ban) bao
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gdm céc ki tu tir 32 dén 127 dung cho cac ki tu thong dung; nhém 3 (ki ty mé rong) gom
128 ki ty tir 128 dén 255.

Do bang ma ASCII chi ma hoa dugc 256 ki tu nén chua du dé m3 hoa duoc tat ca
cac chit cai cua cac nude trén thé gidi, nén ASCII di duoc thay thé boi bang ma Unicode
12 b6 ma chuan qudc té dugc thiét ké dé dung 1am b ma duy nhat cho tit ca cdc ngdn ngix
khac nhau trén thé gidi, ké ca cac ngdn ngit st dung ky tu twong hinh phirc tap nhu tiéng
Trung Qudc, tiéng Thai, v.v.

Unicode chiém trude 1.114.112 (= 22‘0+216) ma chit, va hién nay da gan ky hiéu cho
hon 96000 ma chir trong d6 c¢6 128 ky tu dau tién dugc dinh danh theo ASCII.

2. Mt s6 h¢ dém thong dung

Hé d¢ém 1a tap hop cac ky hi¢u va qui tac st dung tap ky hiéu do dé biéu dlen va xac
dinh cac gia tri cac so. Mobi hé dém c6 mot sé ky s (digits) hiru han. Tong s6 ky sb cua
mdi hé dém duoc goi 1a co sd (base hay radix), ky hiéu 13 a.

Hé dém co s6 a (a> 2, a 1a sb nguyén duong) 12 hé dém dung a ky hiéu dé biéu dién.
Ky hi€u nho nhat 1a 0 va 16n nhat 1a a-1. Mot ki hi¢u ¢ hé co s6 a khi dich sang trai 1 vi tri
s€ 1on gap a lan.

SH trong hé dém co sb a dugce ki hiéu N,, duoc biéu dién theo cong thuc sau:
N.=Dbyby1..bibgb1b,. by, , Trong d6: b; 1a cac ki hiéu thudc hé co so a.

~ Trong tin hoc thuong st dung 4 h¢ dém 1a hé thap phan (co s6 10), hé nhi phan (co
s0 2), hé bat phan (co s6 8) va hé thap luc phan (co so 16).

a. Hé dém thdp phéin (Decimal, co s6 10)

Hé dém thap phan hay hé dém co sb 10 1a mot trong cic phat minh ciia ngudi A rip
c0, bao gom 10 ky s6 theo ky hiéusau: 0, 1,2,3,4,5,6,7, 8, 9

Qui tic tinh gia tri cua hé dém nay la moi don vi & mot hang bét ky co gia tri bang
10 don vi cua hang ké can bén phai. O day a=10. Bit L ky s6 nguyén duong trong h¢ thap
phan c6 thé bicu dlen nhu 1a mot tong cac s6 hang, mdi s6 hang 1a tich cia mot s6 v4i 10
lity thira, trong d6 s6 mii liy thira duoc ting thém 1 don vi ké tir s6 mil lily thira phia bén
phai né. S6 mii lily thira ctia hang don vi trong hé thap phéan 13 0.

N16=bybp1..01D0 b_1b.. by =by,. 10™+b,.1. 10" '+ +b;. 10+bg+b_1. 107+, +b_,. 10™
Vidu: S67236,25 c6 thé dugc biéu dién nhu sau:
7236,25 =7x10°+2x10°+3x 10" +6x 10° +2 x 10™ + 5x 10

=7000 +200+30+6+0,2+0,05
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b. Hé dém nhi phén (Binary, co sé 2)

Pay 1a hé dém dung 2 chit s6 13 0 va 1. M01 chit s6 nhi phan goi 1a BIT (viét tat tir
chtr BInary digiT). Vi h¢ nhi phén chi ¢6 2 chir s6 14 0 va 1, nén khi mudn dién ta mot sb
16n hon, hodc céc ky tu phtrc tap hon thi can két hop nhiéu b1t v&1 nhau.

c. H¢ dém bdt phén (Octal, Co sé 8)

Néu dung 1 tap hop 3 bit thi c6 thé biéu dién 8 tri khac nhau : 000, 001, 010, 011,

100, 101, 110, 111. Cac tr1i nay twong duong vdi 8 tri trong hé thap phan la 0, 1, 2, 3, 4,

5, 6, 7. Tap hop céac chir sb nay goi 1a hé bat phan (hé dém co s6 8).

d. Hé dém thp luc phan (Hexa-decimal, co so 16)

Hé d¢ém thap luc phan 13 hé co sb a=16, tuong duong
v6i tap hop 4 chir s6 nhi phan (4 bit). Khi thé hién & dang
hexa-decimal, ta c6 16 ky sb gom 10 chir s tir 0 d&én 9, va
6 chit in A, B, C, D, E, F dé biéu dién céc gia tri sb tuong
ung la 10, 11, 12, 13, 14, 15.

Bang qui d6i twong duong 16 chir sé dau tién cia cac
hé dém (Xem bang 4)
3. Chuyén d6i hé dém

a. Poi mét so nguyén tiv hé thip phin sang hé co sé a.

Lay s nguyén thap phén Ny, lan luot chia cho a cho
dén khi thuong so bing 0. Két qua sb chuyén doi N, 1a cac
du sb trong phép chia viét ra theo thir tu nguoc lai.

Vi du: Cho N;(y=18, hay cho biét N, béng bao nhiéu?.

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

01 0 0 1 -->kétquasdnhiphan viét theo thi
tu nguoc lai 1a N,=10010

18
Du 0

Dul
DuO

Do #
Du 1 (Két thiic)

Két qua N, la diy cdc so dw doc tiv dwdi lén (10010)

Bang 4. Qui ddi hé dém

Heé 10| Hé2 | He 16
0 0000 0
1 0001 1
2 0010 2
3 0011 3
4 0100 4
5 0101 5
6 0110 6
7 0111 7
8 1000 8
9 1001 9
10 1010 A
11 1011 B
12 1100 C
13 1101 D
14 1110 E
15 1111 F
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b. Doi mpt s6 nguyén tiv hé co sé a sang hé thip phin

Mot s6 & hé co sb a ki hiéu N,. N,= byb,,.;..bbgb.1b,..b.y, , Trong dé: b; 1a cac ki hiéu
thudc hé co so a.

Njp=bya"+b,.a" + . +bl.atbytba'+.+by.a”

Vidu I: ChoN,=101011, hiy cho biét N,, bang bao nhiéu?.
Nhu viy a=2 --> Nj= 1.2°+1.2°+1.2+1 =43
Vi dy 2: Cho Ng=12304, hiy cho biét N,, bang bao nhiéu?.
Nhu viy a=8 --> Nj= 1.8"+2.8°+3.8°+4 = 5316
Vi dy 3: Cho N¢=1F2E, hiy cho biét N}, bang bao nhiéu?.
Nhu viy a=16 --> Nj= 1.16°+ 15.16*+ 2.16 + 14 = 7982
c. Péi mot sé nguyén tiv hé co sé 2 sang hé co so 8, 16.

+ Tir co s6 2 sang hé co sé 8. Ta biét rang dé mo ta duoc 8 Bang 5. Hé 2-8

trang thai khac nhau ta can 3 bit (vi mdi bit chi c6 2 gia tri), do do He2 [ Heé 8
dé chuyén doi 1 s,() tir hé co s0 2 sang h¢ co s0 8 ta tién hanh nh(')m,3 000 1 0
ki hiéu 6 h¢ co 86 2 thanh 1 nhom, theo nguyén tac “phan truoc dau 001 | 1
phay ta nhom tu phai sang trai; phan sau dau phay ta nhom tir trai 010 | 2
sang phai; néu nhom cudi cing khong du 3 ki hiéu thi ta bd sung sd o11 | 3
0 vao trude (trai) hodc vao sau (phai). Sau dé tra vao bang qui doi. 100 | 4
Vi du: ch0N2=10101110 1101 }(1’(1) 2
101 110 _)Q _)Q) 111 | 7

25664

Vay voi N, = 10101110,1101 doi sang hé co s6 8 ta c6 Ng = 256,64

+ Tir co sb 2 sang hé co so 16.
Bang 6. Hé 2-16

Tuong tu nhu d6i mot s6 tir hé co s6 2 sang hé MHe2THe16 |HE2 |He 16
co sO 8, nhung bay gid ta nhém 4 ki hiéy 0 hé co so 2 00'00 0 ' ldOO ] )
thanh 1 nhom, sau do tra vao bang qui doi. 0001 | 1 1001 |9

P _ 0010 | 2 1010 [ A
Vi du: cho N, =110101110,110101 0011 | 3 011 | B
@1&0 ,&0,12; w 0100 | 4 1100 |C

v v v v v 0101 |5 1101 |D

1 A E D 4 0110| 6 1110 |E
01117 1111 |F
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Poi sang hé co s6 16 taco Nig= 1AE,D4
1. GIOI THIEU CAC THANH PHAN MAY TINH

1. May tinh (Computer)

May tinh la thiét bi k¥ thuat c6 kha nang ty dong hoa cac qua trinh thu thap, luu trit,
xu 1y, tim kiém va truyén tin. May tinh hoat dong theo nguyén tic "tu dong diéu khién
bang chuong trinh".

Pic diém chu yéu 1a kha nang thyc hién tu dong cac qua trinh ndi trén voi toc do
cao, do d6 nd 1a cong cu chi yéu giup con nguoi giai quyét tinh trang bung nd thong tin
trong xa hoi hién dai.

May tinh bao gom 2 thanh phan co ban: Phan cting va phin mém.
*Khdi niém phan ciengmdy tinh (Hardware)

Phén ctng 1a nhing linh kién, thlet bi dién tir va 1a nhiitng gi gitp tao ra hinh hai cua
chiéc may vi tinh. Phan cimg bao gdm céc thanh phan Bo xur i, Bo nhé, Thiét bi nhap,
Thiét bi xuat va cac thiét b truyén tin khac.

* Khai niém phan mém mdy tinh (Software)

Phan mém la cac chuong trinh may tinh chtra cdc ma I¢nh ma may tinh co6 thé hi¢u
dugc, nham thyuc thi nhitng chirc nang theo yéu cau cua ngudi st dung.

Phﬁn‘mém thuong duoc phan lam 2 nhém: phan mém hé théng (System Software)
va phan mém ung dung (Application Software).
Vi dy: - Hé diéu hanh Windows 14 phin mém hé théng
- MicroSoft Word, Turbo Pascal, Visual Basic 13 cac phdn mém tmg dung.
* Mdy tinh cé thé dwoc phdn lam cdc loai :
- MaAy tinh cé nhan (PC - Personal Computer)
- May chu chuyén dung (server)
- May tinh 16n: mainframe, supercomputer
- Céac hé vi diéu khién (micro controller)
_ May tinh ca nhan (PC) 1a loai may tinh doc lap dugc trang bi day du voi cac phan
mém h¢ thong, tién ich va ing dung, cting nhu cac thiét bi vao ra va cac ngoai vi khac. PC

c¢6 2 loai co ban: loai dé ban (Desktop) va loai xach tay (Laptop, hodc cac loai may tinh
bo tii — Pocket PC, ...).
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Hinh 3. May tinh xach tay, bé tuai

2. Mt s6 thanh phin ciia may tinh

B0§ nhé

A

Thiét bi nhap B6 xir li (CPU) Thiét bi xuat

v

Hinh 4. Thanh phin may tinh
a. Bo xw li trung tam(CPU)

CPU viét tat cua cum tir Central Processing Unit, tam dich 1a don vi xtt i trung tam. CPU
c¢6 thé dugc xem nhu ndo bo, mot trong nhitng phan tir c¢bt 15i nhat cia may tinh. Nhiém
vu chinh ciia CPU la xtt 1y cac chuong trinh va I¢énh dang dugc dat ¢ bd nhd trong
(RAM). CPU c6 nhiéu kiéu dang khac nhau. O hinh thic don gian nhat, CPU 1a mot con
chip véi vai chuc chan. Phirc tap hon, CPU dugc rap sin trong cic bd mach v6i hang trim
con chip khac. CPU la mot mach xtr 1y dir li€u theo chuong trinh dugc thiét 1ap trudc. B
xur 1y trung tdm bao gom :

* Bé diéu khién (CU-Control Unit)
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La céc vi xtr 1 ¢6 nhiém vu thong dich céc 1énh cua chuong trinh va diéu khién hoat
dong xu i, dugc diéu tiét chinh xac bdi xung nhip dong hd hé théng. Mach xung nhip
dong ho hé thong dung dé dong bod cac thao tac xur 1i trong va ngoai CPU theo cac khoang
thoi gian khong doi goi 1a chu ky xung nhip.

* Bé 56 hoc-logic (ALU-Arithmetic Logic Unit)

C6 chirc nang thyc hién cac 1énh cua don vi diéu khién va xur 1y tin hiéu. Theo tén
goi,don vi nay dung dé thuc hién cac phép tinh s6 hoc(+,-,*,/)hay cac phép tinh logic (so
sanh 16n hon, nho hon...)

Mot trong nhitng CPU dau tién ciia hang Intel 13 chip Intel 4004. Tung ra thi truong
vao thang 11 ndm 1971.

Téc do xur Iy cua may tinh phy thude vao tdc do cua CPU, nhung nd ciing phu thudc
vao cac phan khac (nhu by nhé trong - RAM, hay bo mach, b nhé dém - cache). Co
nhiéu cong nghé lam tdng toc do xur ly cuia CPU.

Vi du cong nghé Core 2 Duo, tdc dd CPU c6 lién hé voéi tan sb dé)ng ho 1am viéc cua
no6 (tinh béng cac don vi nhue MHz, GHz, ...). Déi vdi cac CPU cung loai tan sb ndy cang
cao thi toc d6 xur Iy cang tang. Déi v6i CPU khac loai, thi diéu nay chwa chic di dung; vi
du CPU Core 2 Duo c¢6 tan s6 2,6 GHz c6 thé xur 1y dit liéu nhanh hon CPU 3,4 GHz mdt
nhan.

Hinh 5A. CPU Intel Hinh 5B. CPU AMD
b. Bé nhé va thiét bj luu triv (memory and store device)

B6 nhé may tinh 13 noi luu trit dit liéu, chuong trinh. Bao gdm bd nhé trong (bd nhé
chinh) va by nhé ngoai (bd nhé mé rong).

* Bo nho trong
+ Bo nho dém (cache memory):
Téc d6 truy xuat nhanh, nam bén trong CPU ddi v&i nhitng bo xir 1y méi.

Bao gdom Cache L1 va Cache L2 c6 toc do truy xudt gan bang toc do truyén dir liéu
trong CPU.

+ Bé nhé chinh (main memory): bao gdom ROM va RAM
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ROM (Read Only Memory), hay B6 nh¢ chi doc: Luu trir cac chuong trinh ma khi
mat nguon dién cung cap thi thong tin trong né s€ khong bi (x6a) mat.

BIOS 1a mét trong nhimg b nhé ROM tiéu biéu. Ngiy nay con xuét hién cong nghé
FlashROM tirc b¢ nhd ROM khong nhiing chi doc ma con ¢ thé ghi lai dugc, nho ¢co
cong nghé nay BIOS duoc cai tién thanh FlashBIOS. Bén canh do, san pham ndi tiéng
nhit ctia FlashROM két hop v6i chuan giao tiép mdy tinh USB (Universal Serial Bus) 13
cic USB luu trit dit liéu, USB choi nhac sd, khéa bao mat USB, thé nhé... Dung lugong
thiét bi luu trit FlashROM d 1én t6i 32GB (Samsung cong bd ndm 2005), trong tuong lai,
c6 thé FlashROM s& thay thé 6 dia cimg va céc loai dia CD-ROM, DVD-ROM... von rat
thong dung hién nay.

RAM (Random access memory), hay B nh¢ truy cap ngau nhién: Téc do truy cap
nhanh, luu trir gitr liéu tam thoi, dir lidu trong no6 s€ bi mat khi khong con ngudn dién
cung cap. Hién nay, bd nhd RAM c6 dung luong phd bién vao khoang tir 256MB dén
1GB (tuy nhién RAM c6 thé c6 kich thudc nho hon hodc 16n hon van ton tai).

Bo nhd cang gan CPU thi téc d6 va gia thanh cang cao.

Main External
CPU |e—»| Cache |e—» -
Memory Memory
Bo x1r li B0 nhd cache B§ nho trong B0 nhé ngoai

Computer memory types

Hinh 6. Cac loai by nhé may tinh

Hinh 7. B¢ nh¢ RAM

* Bé nhé ngodi (B nhé mé réng hay thiét bi luu triz)

Bao gém: bang tu, dia cing, dia mém, dia CD-ROM, DVD, céac bd nhG flash nhu
thé nh¢, thé USB,...

O cling (Hard Disk) hay con goi 1a 6 dia cimg, 1a thiét bj dién tir dung dé luu trix
thong tin. Véi su phat trién nhanh chéng cia cong ngh¢, 6 ctg ngay nay c6 kich thudc
cang nho va dung lugng cang 16n. Ngay nay, 6 cing con duoc st dung trong cac thiét bi
dién tir khac nhu may nghe nhac ki thuat s6, may anh ki thuét s6, may quay phim ki thuat
s6, dau may DVD, v.v.
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http://vi.wikipedia.org/wiki/DVD

TEaieds PHEH

Hinh 8. Hinh dang va ciu tao bén trong ciia dia ctirng (Hard disk)

Hién nay, dia ctmg c6 dung luong phd bién vao khoang 80 GB dén 200 GB, tdc do
vong quay dat 7200 vong/phut.

.

%

Hinh 9. Mt s6 loai dia cirng ngoai

Dia mém (Floppy Disk): Thiét bi chira dir liéu v6i dung lugng bé (1.44 MB), thuin
loi cho viéc sao chép don gian. Tuy nhién, ngay nay dia mém it duoc st dung vi co su
xuét hién cta dia USB, mot loai thiét bi luu trit hitu hiéu dugc ngudi st dung khai thac
nhiéu nhat hién nay. USB c6 dung luong kha 16n, dung luong phd bién hién nay vao
khoang 2 GB.

Hinh 10. Pia mém, dia CD, dia DVD

bia CD — DVD: bia CD (Compact Disc) la dia bang chat déo, duong kinh 4,75
inch, dung phuong phap ghi quang hoc dé luu trir khoang 72 phut am thanh hodc 650 MB
dr liéu may tinh da dugc ma hoa theo k¥ thuat so.
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Nhitng dia CD dau tién 1a nhitng phuong tién luu trit dir liu chi doc ra (Read -
Only). May tinh c6 thé doc thong tin tir dia ra, nhung khong thé thay d6i thong tin nay
hodc ghi vao dia nhiing thong tin mdi. Do d6 phuong tién nay dugc goi chinh xac 1a CD-
ROM ( Read-Only Memory : by nh¢ chi doc).

DVD xudt hién vao nam 2002, ¢ tén ban dau la Digital Video Disc (dia phim k¥
thuat s6) roi sau ndy chuyén thanh Digital Versatile Disc (dia da nang k¥ thuat sd) 13 dia
quang dé luu dit liéu bao gdm phim anh c6 chat luong hinh anh va 4m thanh cao, hay cac
dir liéu may tinh no1 chung. DVD c¢6 cach luu dit liéu khac, véi cach nén dir li¢u va céc
16p quang hoc c6 kha nang chira nhiéu dit liéu hon CD gép 7 lan hodc hon thé nira.

c. Thiét bi nhdp (Input Device)

La thiét bj ngoai vi bt ky c6 kha ning dua dir liéu vao may tinh, nhu ban phim, con
chuot, hé théng cam nhan am thanh, may quét scanner, mdy doc ma vach (doc muc tur -
MIRC) hodc modem. Cac thiét bi dia, bang tir (cho phép doc) dua dit liéu vao may ciing
c6 thé xem 1a thiét bi nhap.

=@eaas]-saalaaaal- - =]-a-0m)

Hinh 11. Ban phim may tinh

Tim hiéu vé ban phim (keyboard) c6 thé theo phan nhom:
e Nhom cac phim chir cai, chir s6 va cac ki hiéu;
e Nhom phim diéu khién, phim trang thai;
e Nhom phim chic nang;

e Nhom phim hd tro soan fE
thdo va ban phim phu.

- Chudt (Mouse): 1a thiét bj phd
bién hién nay. Con chudt c6 kich thuéc  Chudt c6 day Chudt khong day
vira nam tay di chuyén trén mot tdm
phang (mouse pad) theo hudng nao thi
dau nhay hodc miii tén trén man hinh s&
di chuyén theo hudng dé twong Gmg véi vi
tri cua cta vién bi hodc tia sdng (optical
mouse) nam dudi bung ctia nd. Thiét bi
chudt (mouse) cho phép thuc hién cac
thao tac click, double click, drag, ... dé hd
trg nhap dir liéu.

Hinh 12. Mt s6 loai chudt (mouse)

PIa

T

- My quét hinh (Scanner): 1a thiét . o )
bi dung d& nhap van ban hay hinh V&, Hinh 13. Mot s0 may quét (Scanner)
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hinh chup vao mdy tinh. Thong tin nguyén thuy trén gidy s& dugc quét thanh cac tin hiéu
sO tao thanh cac tap tin anh (image file).

d. Thiét bi xudt (Output Device)

La thiét bi c6 kha nang két xuat thong tin tir may tinh, nhu man hinh (Monitor), may
in (Printer), may chi€u (Projector), ...

Hinh 14. Man hinh (monitor) va may in (Printer)

- Man hinh (Monitor, thiét bi xuit chuan): dung dé thé hién thong tin cho ngudi sir
dung xem. Thong tin duoc thé hién ra man hinh bing phuong phap anh xa bd nhé
(memory mapping), v6i cach ndy man hinh chi viéc doc lién tuc bd nhé va hién thi
(display) bat ky thong tin nao hién c6 trong ving nhé ra man
hinh.

- May in (Printer): la thiét bi xuat dé dua thong tin ra
gidy. May in pho bién hién nay la loai may in ma tran diém
(dot matrix) loai 24 kim, mdy in phun myc, mdy in laser
trang den hodc mau.

1
\_.__.-dv

- May chiéu (Projector): chirc ning twong tur man hinh,
thuong dugce sir dung thay cho man hinh trong céc budi
Seminar, bdo cao, thuy¢t trinh, ...

(co tl?engtfklllnilhmh) g Céc cong giao tiép
Diéu khién tir xa A“".@; =

(Remote Control)
Hinh 15. May chiéu (Projector)
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BAI PQC THEM. CAC THE HE MAY TiNH”

Do nhu cau can ting d6 chinh x4c va giam thoi gian tinh toan, con ngudi da quan
tam ché tao cac cong cu tinh toan tir xua: ban tinh tay clia nguoi Trung Qubc, may cong
co hoc cua nha toan hoc Phap Blaise Pascal (1623 - 1662), may tinh co hoc ¢c6 thé cong,
trir, nhan, chia cua nha toan hoc Puc Gottfried Wilhelmvon Leibniz (1646 - 1716), may
sai phan dé tinh cac da thirc toan hoc ...

Tuy nhién, may tinh dién tir thyc sy bat ddu hinh thanh vao thap nién 1950 va dén
nay da trai qua 5 thé hé va dugc phan loai theo su tién bd vé cong ngh¢ dién tir va vi dién
tur cling nhu cac cai tién vé nguyén 1y, tinh nang va loai hinh cta no.

Thé hé 1 (1950 - 1958): may tinh st dung cac bong dén
dién tur chan khong, mach riéng 1€, vao so li¢u bang phiéu
duc 16, diéu khién bang tay. May co kich thudc rat 16n, tiéu
thu nang lwong nhiéu, tbc do tinh cham khoang 300 - 3.000
phép tinh/s. Loai mdy tinh dién hinh thé hé 1 nhu EDVAC
(M¥) hay BESM (Lién X6 ci),...

Thé hé 2 (1958 - 1964): may tinh ding bo xir Iy bang
dén ban dan, mach in. May tinh da c¢6 chuong trinh dich nhu
Cobol, Fortran va hé diéu hanh don gian. Kich thudc may
con 16n, téc d6 tinh khoang 10.000 -100.000 phép tinh/s. EDVAC (Elecironic Discrete
Dién hinh nhu loai IBM-1070 (M§) hay MINSK (Lién Xo e Auomatc Computer
cll),...

Thé hé 3 (1965 - 1974): may tinh dugc gin cac bo vi xir Iy biang vi mach dién tir ¢&
nho c6 thé c6 duoc tdc d6 tinh khoang 100.000 - 1 triéu phép tinh/s. May di c6 cac hé
diéu hanh da chuong trinh, nhiéu ngudi dong thoi hodc theo kiéu phan chia thoi gian. Két
qua tir may tinh c6 thé in ra truc tiép & may in. Dién hinh nhu loai IBM-360 (M§) hay EC
(Lién X0 ci),...

Thé hé 4 (1975 -1990): may tinh bit dau co cac vi mach da xir 1y c6 tdc do tinh hang
chuc triéu dén hang ty phép tinh/s. Giai doan nay hinh thanh 2 loai may tinh chinh: may
tinh c4 nhan dé ban (Personal Computer - PC) hoidc xach tay (Laptop hoidc Notebook
computer) va cac loai may tinh chuyén nghiép thuc hién da chuong trinh, da xur ly,... hinh
thanh cac hé théng mang mdy tinh (Computer Networks), va cac ung dung phong phu da
phuong tién.

Thé hé 5 (1991 - nay): bat dau cac nghién ciru tao ra cac may tinh moé phong céc
hoat dong ctia ndo bd va hanh vi con ngudi, co tri khon nhan tao véi kha ning tu suy dién
phat trién cac tinh hudng nhan dugc va hé quan 1y kién thirc co ban dé giai quyét cac bai
toan da dang.

(*) Tham khao tai dia chi www.cit.ctu.edu.vn
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IV. HE PIEU HANH WINDOWS
1. Hé diéu hanh 1a gi?

Hé diéu hanh 1a mot hé chuong trinh co s& dé diéu khién va kiém soat hoat dong cua
may tinh dién ta. N6 lam nhiém vu quan ly cac chuong trinh dang dugc thuc hién trén
may tinh, quan ly viéc cap phat tai nguyén cia may nhu b xur li trung tam, bo nho, cac
thiét bi vao/ra... va thuong xuyén thyc hién giao tiép voi nguoi sit dung dé nhan 1énh va
thuc hién 1€nh cua nguoi st dung.

H¢ diéu hanh bao gom nhitng 1énh goi 1a 1énh diéu hanh. Céc 1énh nay thuong tac
dong 1én nhitng do1 tugng do h¢ diéu hanh quan 1y: dia, file, thu muc...

a. Nhiém vu cua hé diéu hanh

Diéu khién va quan ly truc tiép cac phén cung nhu bo mach chu, bo mach dd hoa va
bo mach am thanh,...

Thuc hién mdt s6 thao tic co ban trong may tinh nhu cac thao tac doc, viét tap tin,
quan 1y h¢ thong tap tin (file system) va cac kho dir liéu.

Cung trng mot hé thong giao di¢n cho cac tng dung thong qua mot hé thong thu
vién cac ham chuin dé diéu hanh cac phan cimg ma tir d6 cac tng dung co thé goi toi.
Cung Gmg mot hé thdng 1énh co ban dé diéu hanh may. Cac 1énh nay goi 13 1énh hé thong
(system command).

Ngoai ra hé diéu hanh cung cip cac dich vu co ban cho cac phin mém tmg dung
thong thuong nhu chuong trinh duyét Web, chuong trinh soan thao van ban....

Céc thanh phan cta hé diéu hanh bao gbm : Hé théng quan 1y tién trinh, Hé thong
quan ly bo nho, HE théng quan 1y nhip xuét, Hé thong quan 1y tap tin, Hé thong bao vé,
Hé thong dich Iénh, Quan ly mang, ...

b. Cdc dbi twong co bin

Pia (Disk): bia ‘lé thiét bi lu’uq trir thong tin, bao gom nhiéu loai, cac loai thuong
duoc st dung la dia mém, dia cing, 6 CD-ROM, USB, ...

Hé diéu hanh quan 1y hé thong dia thong qua tén goi cua ching. Tén cac 6 dia gom 1
chir céi (tr A den Z) va mot dau hai cham (: 1) di ngay sau. Trong do, ky hi¢u A: va B:
danh riéng cho 6 dia mém; ki hiéu bat dau tir 6 cting dau tién 1a C: va tiép sau d6 (néu co)
laD:, E: ...

Tép (File): File la mot tap hop co t6 chirc ctia cac thong tin ¢6 quan hé véi nhau.
File la don vi thong tin ma hé diéu hanh quan ly. File cling con duoc goi la tép hay tép tin.
H¢ diéu hanh tac dong 1én file thong qua tén cua no.
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Quy tic viét tén file: Tén file (filename) gom hai phén phan tén (name) va phan mo
rong (extension) (phan mo rong con got la dudi hoac phan dic trung). Hai phan nay phan
cach nhau boi dau chdm (phan mo rong cé thé co hoic khong).

Phéan tén c6 tir 1 dén 255 ky tu, phén mo rong nhiéu nhét 1a 3 ki tu, ca hai phén déu
lay trong tap hop cac chir cai, chir so va cac ki tw %, &, #, 8, (), -, ., @, [, 1, !

Khong dung cac ki hidu danh riéng nhu: /\ : <> |“? * dé dat tén.

Hé diéu hanh cho phép dung ki ty ? va ki tu * dé thay thé cho ki ty hodc hom ki tr
chua biét trong tén file, cu thé :

+ DAu ? thay thé cho mot ki tu bat ky trong tén file tai vi tri ma no xuét hién.

. Vi du: Diy ky tu: TT?2.DOC xéc dinh tén cua céc file gdm 3 ky tu, trong d6 2 ky tu
dau la TT, ky tu tht ba 1a tuy y (nhu: TT1.DOC, TTH.DOC, TTA.DOC, ...)

+ Dau * thay thé cho mot day ki tu bt ky trong phan chinh hodc phdn mé rong cua
tén file tinh tir vi tri né xuat hién.

Vi du: *.DOC 1a tap cac file c6 phan mé rong 1a DOC, tén tuy .
**  thay cho toan bo cac file c6 thé co.
+ Cac tén file sau 1a hop 1¢: COMMAND.COM, CONFIG.SYS

+ Cac tén file sau day khong hop 1€:

MY*DOC.TXT C6 chira déu *
TIN\HOC.DOC C6 chira diu \
BT?2.XLS C6 ky tu ? --> day 1a tén ciia mot nhom file.

Thw muc (Directory) : Thu muc 1a mot dbi tuong duogc tao ra dé luu trix thong tin.
Viéc tao ra cau tric thu muc nham quan ly mot cach cé hi¢u qua qua trinh td chure luu trit
thong tin (bdi don vi thong tin 1a file). Thu muc hodc 1a rong (nghia 1a khong chira gi)
hodc 1a ¢ chtra bén trong né nhiing file va/hodc nhitng thu muc khac. Dat tén thu muc
theo quy tic dit tén file nhung khong c6 khai niém phan mo rong.

Cac khai niém vé thu muc bao gom:

+ Thu muc géc: la thu muc nguyén thuy trén dia, dugc tao ra mdt cach tu dong khi
thuc hién viéc tao dang dia, ton tai cung voi su tdn tai cua dia. Thu muc géc 1a diém xuét
phat cta viéc khoi tao mét cu tric thu muc sau nay. Thu muc gdc khong co tén va duge
ky hiéu boi dau gach ngugc (\).

+ Nham quén 1y cu trac thu myc ¢6 hiéu qua, hé diéu hanh cho phép nguoi str dung
chon mét thu muc dé danh dau mot vi tri lam viéc xac dinh - dugc goi 1a thu muc Iam
viéc hién thoi (hay: thu muc hién thoi).
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+ Néu trong thu myc A ¢6 cha thu myc B thi thu (2 DHSP HUE Hinh 16.
muc B dugc goi 1a thu muc con cua A, va A dugc got B JEOI:IP. Cay thu muc
la thu muc me cua B. & aoCT

X \ A rx s Ly
+ Thu muc rong la thu myc khong chura gi ca. ) SINH

. . 9 TIN
+ Cay thu myc la so do6 phan cap cac thu muc ) ToAM
con. ) van
={C3) PHONG
) CONGTACSINHYIEN
[5) DAOTAD_SALUDAIHOC
) DAOTACDAIHOC
) DOINGOAT_HTQUOCTE
[ KEHOACH_TAICHINH
3 TOCHUC_HANHCHINH

=) TRUNGTAM
) DaNSO
{3 KIEMDINH_DBCL
. . . () NCGD_BDGY
2. So lwge vé sy phat trien cia HE dieu hanh ) TINHOC

Windows

Windows 1a mot bo chuong trinh do hing Microsoft san xuét. Tir version 3.0 ra doi
vao thang 5 ndm 1990 dén nay, Microsoft da khong ngung cai tién lam cho moi trudong
nay ngay cang dugc hoan thién.

Microsoft Windows 1a hé diéu hanh pho bién nhat hién nay, di trai qua nhiéu phién
ban nhu Win 3.1, Win 3.11, Win 95, Win 98, Win 98SE, Win 2000, Win Me, Win XP,
Win 2003, Win Vista,...

Windows 95: ra doi vao cudi nim 1995, dd danh ddu mot phién : =g
ban méi cuia Windows tao ra budc dot pha trong thiét ké giao dién va @
tde d6 xtr 1i, n6 thé hién mot sbé diém ndi trdi sau: e
Winckows
- Giao dién véi nguoi st dung duoc thiét ké lai hoan toan nén
vige khoi dong cac chuong trinh tmg dung cung cac cong viéc nhu m¢ va luu cat cac tu
lidu, to chirc céc tai nguyén trén dia va ndi két v6i cac hé phuc vu trén mang - tat ca déu

tré nén don gian va dé dang hon.

- Cho phép dit tén cho cac tap tin dai dén 255 ky ty. Diéu nay rat quan trong vi
nhiing tén dai s€ gilp ta goi nhd dén ndi dung cua tap tin.

- HO trg kha ning tu dong nhan dién cac thiét bi ngoai vi (Plug and Play) nén viéc
cai dat va quan ly chung tré nén don gian hon.

- HJ trg tot cho cac ung dung Multimedia. V&i su tich hop Audio va Video cua
Windows 95, may tinh ca nhan tr¢ thanh phuong tién giai tri khong thé thiéu.
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- Windows 95 14 hé diéu hanh 32 bit, vi vay no tdng cuong suc manh va kha ning
van hanh 1én rat nhiéu.

- Trong Windows 95 c6 cac cong cu da dugc cai tien nham chuan hoa, t61 uu hoa va
diéu chinh cac su co. Pi€u nay gitp ching ta yén tam hon khi lam viéc v61 may vi tinh
trong moi truong cua Windows 95.

Tom lai, véi nhitng tinh ndng mé1 vu viét va tich hop cao, Windows 95 da tré thanh
moi truong lam viéc duge nguoi st dung ua chudng va tin dung.

Windows 98, Windows Me: 12 nhiing phién ban tiép theo ctia Windows 95, nhiing
phién ban nay tiép tuc phat huy va hoan thién nhing tinh nang wu viét cia Windows 95
va tich hgp thém nhiing tinh nang mai1 ve Internet va Multimedia.

Windows NT 4.0, Windows 2000, Windows XP, Windows 2003: 1a nhiing phién
ban duogc phat trién cao hon. Giao dién ctia nhitng phién ban nay twong tu nhu Windows
98/ Windows Me. Diém khac biét 12 nhimg phién ban nay co giao dién dep hon, tinh ning
bdo mat cao, n6 dugc str dung cho moi truong cod nhiéu nguoi dung.

Windows Vista 1 phién ban hé diéu hanh cia Microsoft
dugc phat hanh vao dau nam 2007. Dich ciia Vista 1a may tinh
c4d nhan dé ban va mAay tinh xach tay. Tén md cua nd la
Longhorn. Phién ban nay dugc dua ra thi truong cho ca nhan
vao ngay 30 thang 1 nam 2007.

Trong tai li¢u nay chung téi xin gidi thi¢u mot s6 dic
diém va cac thao tac co ban trén hé di€u hanh Windows XP.

3. Mt s6 thao tic co ban trén hé diéu hanh Windows
a. Khoi dong va thoat Windows XP

Dé khoi déng Windows: Bat Power (nt cong tit may). Chd cho dén khi trén man
hinh xuit hién man hinh ding
nhap, nguoi st dung tiép tuc:

Iy ‘ m uyenTuongTri
- Chon wusername (do Windows | _ 5]

nguoi quan trl cap.. ‘)9 To begin, click your user name

- Nhap mat khau .
(password) va nhan Enter. Hinh 17. Pang nhap hé dieu hanh Windows XP

Sau khi kiém tra password, qua trinh khdi dong hoan tat. Trong mot ) truong hop,
nguoi cai dat Windows c6 thé khong cho xuat hién man hinh dang nhap (khi khong st
dung password).

Pé thodt Windows, co thé:
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- Click chudt vao menu Start = Turn off computer hoic nhan Alt_F4.

Man hinh xuat hién hop thoai:

Turn off computer

e Chon Turn off dé tit may
e Chon Restart dé khoi dong lai

e Chon Stand by duy tri hoat
dong may ¢ muc do thap (ché
do ngu).

Stand By

Cancel

Hinh 18. Thoat Windows XP

b.Khdo sat giao dién windows XP
Desktop - Man hinh nén

Desktop ctia may tinh dugc quan niém nhu 1a mgt ban lam vi¢c, trén do cé thé dat
cac dung cu lam viéc nhu céc tai li¢u: but, gifiy, muc, kéo... Vi vay, trén Desktop co thé
thdy xuat hién nhiing biéu twong cua cac chuong trinh hodc c6 thé trang tri bang nhing
hinh anh bat mat khac nhu chiéc khan trai ban.

Khi m¢ mot chuong trinh bat ky thi chuong trinh nay s€ xuat hién trén mot cua so6
cuia man hinh nén.

Desktop bao gdm céc thanh phn sau:

Icon 13 biéu trong cua cac chuong trinh (hinh anh tugng trung cho mét chuong
trinh tng dung), co thé nhan d6i chudt trai 1én biéu tugng dé khoi dong chuong trinh do.
C6 nhiéu biéu trong nhu: My computer, My Documents, Recycle Bin .

> REllE - =

I Campter Eﬂﬂm Bkaw2005

Hinh 19. Mot si") biéu twong chwong trinh

Chung ta c6 thé xem thong tin, thiét 1ap thudc tinh cho cac biéu twong bang cach
click chudt phai lén biéu tuong va chon Properties.

Taskbar 13 thanh cong viéc, thong thuong nam phia dudi man hinh, chta tén cac
chuong trinh dang hoat dong. Ngoai ra ciing c6 thé bo sung cac Toolbar san cé hoac tao
mo&1 mot Toolbar wa thich.

Muén bd sung mot Toolbar co sidn 1én Taskbar, chi can click phai chuot 1én chd
trong trén Taskbar, sau dé chon cac Toolbar c6 san trén menu Toolbars nhu Address,
Links, Desktop hoac Quich Launch.
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Néu mudn tao m&i mot Toolbar trén Taskbar, tirc 13 dwa mot thu muc hodc chuong
trinh thuong dung 1én Taskbar, cach thyc hién nhu sau:

- Click phai 1én Taskbar [ Toobas Address
Links

Cascade Windows

- ChOIl Toolbar\ New Toolbar ... Tile Windows Horizonkally Language bar

Deskiop

3| Tile Windows Yertically v Quick Launch

- Chon thu muyc hodc file mong mudn Shiow the Desktop

Mew Toolbar. ..
Task Manager

- Nhin OK.

Properties
Quick Launch 13 thanh cong cu chira sidn céac
chuong trinh chuan bi khai dong khi can. C6 thé khoi Hinh 20. Tao Tools bar
dong nhanh mot chuong trinh (bang thao tac click
chudt) nhimg biéu tugng chuong trinh ndm ngay trén thanh cong cu nay.

Niit Start (Start menu) 13 noi dé khoi dong mot chuong trinh trén may tinh. Co thé
thiét 1ap (chuyén biét hod - Personalize) menu Start nay bang cach vao Start\Settings\Task
Bar & Start Menu... xuat hién hop thoai v&i cac muc chon sau:

- Always on top: Cho Taskbar nam trén cac chuong trinh khac.

- Auto hide: Ty dong an Taskbar (nhﬁm tan dung di¢n tich man hinh).

- Show small icons in Start menu:Hién thi Menu duéi dang biéu tuong nho.

- Show clock: Xuét hién ddng hd & goc bén phai man hinh (System Tray).
c. Khéi dong, déng, va chuyén déi giita cdc chwong trinh

Khoi dong mot chuong trinh

C6 nhiéu cach dé khai dong mot chuwong trinh trén Windows:
- Click 1én tén chuong trinh chira trong menu Programs, hoac
- Click do1i Ién bicu tugng trén man hinh nén Desktop, hoac
- Click chon tap tin trén menu Documents (néu trude d6 da dugec mo).

Dong mot cika so6 chuwong trinh

Tuong tu, c6 nhiéu cach déng mot chuwong trinh dang mo:

- Click vao nut close trén ctra sO tuong ung, hoac

- Vao File\Exit, hoic Nhin Alt+F4, hoic Click d6i chudt trai vao Control box & goc
trén bén trdi cua ctra s6 (trén thanh ti€u dé ctra s0).

Chuyén doi qua lai giita cdc chirong trinh dang mé
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Khi dang 1am viéc véi nhiéu chuong trinh khac nhau, tén cac chuong trinh d6 s&
hién thi trén thanh Taskbar. Mudn kich hoat chuong trinh nao thi click chut vao tén
chuong trinh d6 trén Taskbar. Cach don gian hon, ta gitr phim Alt va nhan Tab cho dén
khi lya chon dugce ing dung phu hop thi nha phim Alt.

d. Cira sé trong Windows

Trong hé diéu hanh Windows, mdi chuong trinh hoat dong trén mdt clra s0
(Window). Ctra s6 la thanh phan dac biét quan trong trong Windows. Moi cura s6 c6 cac
thanh phan chinh sau:

- Tiéu d& cua s6 (Title Bar ): Chtra tén chuong trinh va tai liéu dang mé va cac nit
tor trdi qua phai: Minimize, Maximize/Restore va Close (X) dung dé thu nho, phong
l6n/phuc hoi va dong mdt cura s6 chuong trinh.

- Thanh menu (menu bar): chtta toan by 1€nh cua mdt chuong trinh g dung.
- Thanh c¢6ng cu (Tools Bar): Chira cac biéu tugng 1énh thudng xuyén st dung.

- Thanh cuén (Scroll Bar): gdm hai thanh cuén ngang va thanh cudn doc dé xem day
dt nd1 dung chua hién thi hét do gidi han cua man hinh.

- Thude (Rulers): gdm thudce ngang va thude doc.

- Thanh trang thai (Status Bar): Cho biét thong tin cta cira s6 dang lam viéc.

Tool Bar B Nut Dong
R enu Bar ‘ Nut phong to
(cong ¢ i cn aN
| gy bang chon itle Bar (tiéu d¢ Nt thu nho l

o Cheeng 1 - Microsoft Word EIE|E|

lﬂ_] Fil: Edit ‘“iew Insert Format  Tools  Table  Window  Help  WietSpell  &dobe PDF Acrobat Comments = & X

{ELJHM&M?ﬂh.ﬂJWv-%Jjﬁénmﬂm%-@;

i A4 Mormal - TimesMewRoman ~ 12 -~ | B 7 O | === |22 EE |- A

il A

II'I'E'I | O R R . JLE LT B R LT L B L - B LS (VR B § AR B Pt N - AU I T R LWL B L

+

o Thanh cué6n doc
—

B , , v

L Thudc doc Thudc ngang s

. . Thanh trang thai o

- Thanh cudn ngang 3

= EB|E|=E B £ l ¥

iDraw~ i |Autoshapes~ N\ N 1O 4 £ Gl @ |- 2-A-=S=2 @ j!

Page 31 Sec 1 3131 At 25m Lm 1 Cal 1 English (U5 O3

Hinh 21. Thanh phin cira s6
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e. Xem thong tin vé cdu hinh mdy

Click chudt phai Ién biéu twong My Computer va chon Properties luc d6 man hinh
Xudt hién hop thoai (Hinh 22 ). Trong d6 myc chon General cho biét thong tin chung, co
ban vé may tinh bao gom h¢ diéu hanh duoc cai dat, thong tin ding ki ban quyén, cu
hinh may (toc do CPU, bo nh¢ trong, ...).

Muc chon System Restore cho ching ta nim thong tin vé tai nguyén hé thong; muc
Automatic Updates giup ngudi dung co thé thiét 1ap ché do tu dong cap nhat hé diéu
hanh khi c6 phién ban méi; muc chon Computer Name cho biét tén may tinh va nguoi
st dung co thé thay ddi tén may tinh, muc chon Hardware cho phép xem, va c6 thé khai
bao thém, loai bo thiét bi phén cung; muc chon Remote hd trg mot sb chic nang cho
phép truy cap may tir cac may khac; Advanced cho phép khai thac mot sb tinh ning ning
cao khac.

System Properties @E|

System Restore Automatic Updates Remate
............ General | Computer Name Hardware Advanced Thong tin chung
Systen:
Microzoft Windows =P Ceet= 116 46U hanh
Frofeszsional )
'l J Version 2002
_' Service Pack 2
Registerad to: C—— Déng ki ban quyén
T FErveEr
fri thuc
RE274-645-2775716-23562
Compiter:
[ntellR]
Pentium[R] 4 CPU 2 260H?  gr——— Téc d6 CPU
228 GHz
243 MB of RAM < B6 nhé RAM
[ (] ] [ Cancel ]

Hinh 22. Hop thoai System Properties
f. Thiét lgp cdu hinh hé thong

Pé thiét 1ap cAu hinh hé thong ta vao Start | Settings | Control Panel, ctra s6 ing
dung xuat hién véi cac chirc nang co ban sau:
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v Biéu tugng Add Hardware: cai thém cAu hinh phén cimg méi. Nhdy dip vao bicu
tuong Add Hardware, nhay nat Next dé tu dong co tim cau hinh phan cing ctua hé thong
nhu: Card am thanh, Card man hinh, Card TV,...

v Biéu twong Add or Remove Programs: Cai dit hodc g bo cac chuong trinh,

phan mém trong may tinh.

v’ Biéu tugng Date/Time: Thiét 1ap ngay gid hé thong.

v’ Biéu twong Display: Thiét lap ché d6 man hinh.

v’ Biéu tugng Internet Option: Thiét 1ap thong sb trong khi duyét web véi IE.

B Control Panel - O] x|

File Edit Wiew Favorites Tools  Help .',"

\_) Back - \‘_;l - LjT‘ /..-j Search Folders Elv

fiddress I[} Control Panel =l 59
Mame = |Cu:umments -

Control Panel

[+ Switch to Categary Yiew

See Also

% 'windows Update
()] Help and Suppork

b

&.ﬁ.ccessibility Options |
2 add Hardware

L) &dd or Remave Programs

48 Administr ative Tools
'ﬁ Aukomatic Updates
- Date and Time

3!\ Display

| Falder Options

l.-ifl Fonts

‘& Game Controllers

%Intel{R} Extreme Grap...

:"Internet Cpkions

@Keyhaard
OB mail

G, % PP

1

Adjust wour compuker sektings For vision, hes
Installs and troubleshoots hardware

Inskall or remove programs and Windows con
Corfigure adminiskrative settings faor wour co
Set up Windows to automatically deliver impc

Set the date, time, and time zone For vour oo

hange the appearance of your deskkop, sw
Customize the display of files and Folders, ch
add, change, and manage Fonks on your comr
add, remove, and configure game controller
Conkraol the graphics hardware Features of v
Configure wour Inkernet display and connect
Cuskarize your kevboard settings, such as t
Microsoft Office Outlook Profiles

-
[ |r|'rlrni1n vk pacnica cabbimne cnch ac H—._.:.IJ
b

|33 objects

A

v’ Biéu tuong Fonts: Xem, thém hodc b6t cac phong chit. Nhay dap 1én biéu tuong

Fonts dé€ mo cura s6 Fonts.

- Cai thém Fonts moi: Vao menu File, chon Install New Fonts...

(TS il x|
File Edit W“iew Favorites Tools  Help ,1.’
pen 9
By 7 Seatch Folders G E E

Inskall Mew Font, ..

Bk

Create Shorbout

Meleke

i
|
|

| )

Y

g )
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Sau khi bam chon Install New Fonts, hop thoai xuét hién

+ Chi ra & dia (irong x

hop Drives) va dudng dan :
S p List of fonts: -_EIK
(trOHg hép Folders) chi dén Mo forts found. ;I

cac tép luu trir phong chir. Close |
+ Luwa chon tén font Select A |

(phong) chit cin thém trong |
hop "List of fonts".

Folders:
+ Nhay nut OK. o aind s Drives:
= =] [EC— e |
= wWINDOW'S

v’ Biéu tugng Regional and Languages Option: Cho phép hiéu chinh mét sb thong
sd theo vung lanh thd. Vi du nhu mui gio, cach thé hién cac ki hiéu nhu phan cach thap
phan, kiéu ngay thang nim, ... Double Click 1én biéu tuong Regional and Languages
Option ta c6 hop thoai. Dé thiét 1ap lai thong s6 bam chon ntit Customize.

Regional and Language Dptions 7| =]

Regional Dptions I Languagesl .ﬁ.dvancedl

— Standards and farmatz
This option affects how zome programs format numbers, curencies,
dates, and time.
Select an item to match ite preferences, or click Customize to chooze
vour own formats; Customize Regional Options 2lxl
| English (Urited States) | Nurbers | Cunency | Time | Dae |
Sample
Samples Fositive: |123,458,?89.DD Megative: |-1 23,456,769.00
Number: —|123 456,789.00
Currency: |$1 23 455 789,00 Decimal sprmbol: =
Time: I_I 252? 'E‘.'M Mo. of digits after decimal: |2 j
ch d . — Digit grouping symbaol: I j
ort aate: IE'“J 27 /2007 Digit grouping: |123.456.729 |
Long date: IThursday, September 27, 2007 Negative sign syrmbal: [ =]
Megative number farmat: |-1 A j
Dizplay leading zeros: ID.? j
List separator; I j
Meazurement system: IU.S. j

Ok I Cancel Ll
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V.MOT SO UNG DUNG CO BAN TREN WINDOWS
1. Quan ly tai nguyén trén Windows — Windows Explorer

Hé diéu hanh Windows XP cung cép céc tién ich Windows Explorer, My Computer
va My Documents hoat dong theo cach thirc trong tw nhau. Chung duoc thiét ké cho cung
mot muc dich: quan 1i hé thdng tai nguyén nhu 6 dia, thu muc, tip tin va cac dbi tuong
khac, tuy nhién cach thé hién giao dién ban dau cua chung 1a khac nhau. My Computer
cho chiing ta quan sat tai nguyén 6 dia. My Documents gitip ching ta quan 1i cac tai liéu.

a. Khoi dong Windows Explorer

- Start\Programs\Accessories\Windows Explorer (c6 thé khoi dong bang cach click
chudt phai 1én Start va chon Explore), ctra s6 Windows Explorer xuat hié¢n:

File Edit Wiew Favorites  Tools  Help

OBack M =7 )

© Address |3 TAGTDT_TinDC

-

? / ) Search ‘l{.- Folders

W 'Go

10 My Docurnents an kuongkr

1 MTT
2 Berycl=d

Folders x Marne Size | Type Date Modified
B My Documents A |hAdobe Acrobat 7.... File Folder 6/29/2007 250 PM
= _é My Computer ICAChi File Folder FH4Z2007 10:11 PM
W 34 Floppy (A1) [Zche File: Folder 7/2/2007 7:06 P
“e Local Disk (C:) [ Bsigiangthamkhan 22,622 KB Microsoft Word Document 6/29/2007 10:11 PM
{2 MHACAFILM (D1 B sigiangUDCNTT 22,554 KB Microsoft Word Document 6/29/2007 9:49 PM
{2 SETUPRGAMES (E1) #chy 110KE  Microsoft Word Document 6/29/2007 9:33 PM
Ui CO-RW Drive (F:) lﬂ_]chucrng 1 202 kB Microsoft Word Document 32007 12:39 M
“e Local Disk (G:) ] decuong 30KE  Microsoft Word Document  6/29/2007 9:32 PM
“e Local Disk (H:) B Gio trinh THCS 2., 10,977 KB Microsoft Word Document Sf18/2007 848 PM
[=-%e# Local Disk (I:) T Giao trinh THCS 2... 4,079 KB Adobe Acrobat 7.0 Docu,.. S/18/2007 7:29 PM
(L) Baigiang lﬂ_]Giao trinh word 2,066 KB Microsoft Word Document 5812007 12:55 AM
I CD_BaHang lﬂ_]Giao trinh word - ... 2,067 KB Microsoft Word Document 6/29/2007 1:00 AM
I3 FOUND,000 IE_]GT_THVP 5,231 kKB Microsoft Word Document 3f18/2007 §:58 M
1) Games .,'"_q ETThucHanhTHCE. . 2,500 kB Adobe Acrobst 7.0 Docu..,  5/18/2007 5:29 PM
[5) GiaaTrinhDienTu_NghiemThu lﬂ_]phanDau_WinXF‘ 154 KB Microsoft Word Document Bf3002007 3121 AM
I3 GTDT_TinD< lﬂ_]phanWord 104 KB Microsoft Word Document BfZZ007 10:29 PM
(3 khanh lﬂ_]PMUD_ExceI 1,618 KE Microsoft Word Document 5/9/2007 11:47 AM
[ May_HachTaykhoa lﬂ_]F‘MUD_F‘UwerPDint 1,172 KB  Microsoft Word Document: 5/9/2007 11:42 AM

- Khung bén trdi: Chira 6 dia, thu muc trong may tinh.

- Khung bén phai: Chira thu muc con va céc tap tin ciia thu muc hién hanh (1a thu
muc dugc chon ¢ khung bén trai).

- Click vao dau (+) dau mdi thu muc bén khung trai (hodc click déi vao thu muc do)
dé mé cac thu muc con cua né ra ngay bén dudi. Tuong ty mé ti€p cac thu muc con cho

dén khi tim théiy thu muc hoac tap tin mudn tim.

b. Xem thw muc va tdp tin bang nhiéu cach khdc nhau — View
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Windows Explorer cung cap menu View dé€ sdp x€p tip tin va thu muc trén man
hinh.

@& GTDT_TinDC
Edit

Tap tin va thu
muc c6 thé hién thi

File Favorites Tools  Help

duéi nhiéu dang ?
khac nhau: Q Back) = O ) Search ‘ i
Thumbnails ;.ﬁ.ddress ) LAGTDT_TinD( Thurnbinails
Tiles
B 3 . = i
—hinh anh; Titles - Foldrs lame Tcons 2ize
tua dé; Icons - (& Desktop (DAdabe Ae
Biéu tugng; List — (L) My Documents icht ® Details
danh T )h . = My Computer chz
an sac va i 395 Floppy (A1) W] Baigiangthamkhao 22,622 KB
Details - dang chi < Local Disk (1) %BaigiangUDCNTT 22,554 KB
I ey | AT en

tiét). Néu chon
dang Details-chi tiét, co thé sap xép danh sich theo tén, kiéu tap tin, kich thudc hoac
ngay tao lap hodc luu lan cudi diéu nay gitp nguoi st dung ho trg tim ki€ém nhanh mot
do1 tuong nao do.
c. Té chire, qudn li tap tin va thw muc

Tao thu muc mai

Pé tao thu muc méi can thuc hién cac bude nhu sau:

- Xdac dinh vi tri muon tao thu muc (chon noi s€ dat thu muc méi vao).

- Chon File\New, chon Folder: mét biéu twong thu muc méi voi tén mic dlnh la
New Folder xuét hién (hinh bén).

- Nhap tén thu muc can tao.

- Click vao vi tri tréng trén cira s6 hodc nhan Enter.

Chon thw muc va tap tin

Muép di chuyén, sao chép, xoa tap tin, thu muc ..., trudc hét can phai biét cach
chon. Muon chon mot thu muc hoac tap tin nao thi chi viéc click chudt vao thu muc hoac
tap tin do.

DPé chon nhiéu thu muc hodc tap tin li€én tiép nhau thi hay chon tap tin dau tién, sau
d6 gitt SHIFT chon tép tin cudi cua khoéi can chon.

Khi chon nhiéu tap tin khong lién tyc, thi hay chon tap tin dau tién, gitr Ctrl chon tap
tin thir hai, thi ba, ... cho dén tap tin cudi.

Dé chon toan bd tap tin trong thu muc thi nhéan Ctrl_A hoac vao Edit\Select Al
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Pé huy chon tap tin (thu muc) trong nhom da dugc chon, hdy giit CTRL va click
vao nhirng tap tin nao mudn huy chon ra khéi danh sach chon.

Sao chép, di chuyén tip tin va thw muc

- Chon thu muc hoac tap tin can sao chép, sau d6 chon mot trong cac 1€nh sau:
+ Muén di chuyén: Click biéu tuong & (hodc vao Edit\Cut hoic CTRL X).

+ Mudn sao chép: Click biéu twong B (hodc vao Edit\Copy hoic CTRL _C).

- Chon thu myc chtra nd1 dung ch}lyén dén hodc sao chép dén, click chon biéu tuong
Paste &4 (ho#ic vao Edit\Paste hodc nhan CTRL V).

Péi tén tap tin hoiic thu muc

Mudn ddi tén tap tin (hoac thu muc), trudc hét can chon thu muc hodc tap tin can
doi tén, sau do click nut phai chudt, chon I¢nh Rename (hoac nhan F2 hoac vao
File\Rename), nhip tén mdi vao va nhan Enter hodc click vao cho trong trén ctra s6 dé
két thuc.

Xoa tap tin hoac thu muc

Mubn x04 thu muc hodc tap tin thi phai chon thu muc hodc tap tin can x04, nhan
phim Delete (hodc vao File}Delete hodc nhan phai chudt chon Delete). Mudn xoa han mot
tap tin hodc thu muc thi nhan SHIFT+DELETE.

Phuc hdi tip tin hoiic thu muc bi xo04
bé phuc hoi tap tin hodc thu muc bi xo04 trudc day tir Recycle Bin, ta thuc hién:
- Click déi vao biéu tugng Recycle Bin trén Desktop.

- Chon tap tin va thu muc nao mudn phuc hdi; hodc vao File|Restore; hodc click phai
chudt 1én thu muc/tap tin d6 va chon Restore. Tap tin (thu muc) dé duogc tra vé vi tri ban
dau nhu trudc khi bi xoa.

Trong Recycle Bin sé& ¢6 luc ddy, néu mudn bo han (Iam réng) cac file xoa tam chita
trong thung rac nay, click chon 1énh Empty Recycle Bin.

2. Tim kiém tai nguyén trén Windows

Pé tim kiém mot thu muc, mot file hay mot doi tuong nao do trén Windows ta bam

) | Search
chon biéu tugng trén thanh cong cu cua Windows Explore hodc vao Start|

Search va chon File or Folder, khi d6 hop thoai Search results xuat hién.
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What do you want to search
for?

Pictures, music, or video

Docurments (word
processing, spreadsheet,
etc.)

All Files and Folders
Computers ar people

i) Information in Help and
Suppotk Cenker

fou may also want to...,
Q Search the Internet
—hange preferences

E?:] Learn more about Search
Campanion

Xac dinh mot sb thong s6 tim kiém

> Tim kiém céc file da phuong ti¢n (anh, nhac, film,..)
—>Tim ki€ém cac tai liéu van ban, bang tinh, ...

>Tim kiém tat ca cac kiéu file va thu muc
- Tim ki€m may tinh hodc mot nguoi dung nao do

Ngoai ra c6 thé tim ki€m tryc tuyén trén Internet (néu co
ket noi).

. B Search Resulis 152
4 O dﬁy’ ta thi File Edit Wiew Favorites Tools  Help
thiet 1ap cho muc 1 \_ ra.
chon phd bién nhit | © (| SO searen |7 roers | [
do la |: Address | ) search Results v| =
&ll files and Folders , sau || Search Companion b4 Marne In Folder

khi chon ta c6 hop
thoai méi (Hinh).

criter

all or part of the file name:

Ta stark your search, Follow the instructions in the left pane

Search by any or all of the

ia below.

Nhap tén hoiic mt phin ciia tén file

| WANBAN,DOC]

Thi du muodn

cin tim (sir dung ki tu thay thé)

tim klém file i°- woard or phrase in the file: - vt ho o ol
VANBAN DOC — ap mot vai tir hodc cum tir ¢6 trong file
trong 6 dia D ta s¢€ | NHACEFILM (1)

Chon 6 dia hoic thu muc sé tim

thiét 1ap thong tin

tim kiém nhu sau:
what

More

All or part of

When was it modified?

¥

size is ibt? *

e

advanced options ¥

the file name (nhap

Back.

J

Search

Bam Search dé tim kiém.

tén file can tim)

A word or
(nhgp 1 doan c¢o
trong ndi dung)

Look in (chon thu muc hoac b dia). Bam Search dé thuc hién tim kiém.

Ngoai ra ciing c6 thé tim kiém theo nhiing diéu kién khac nhu theo ngay thing
(When was it modified ?) hodc theo kich thudc tap tin (size), ...
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YWhen was it modified?

) Dan't remember

) wwikhin Ehe lask week
) Past month

) wwithin the past vear
[OF .73 ;

Yhat size is it?

() Don't remember
() small {less than 100 KB
() Medium {less than 1 MB)

|r""':":|":“3':| Late - | () Large {more than 1 ME)
from | 87 7/z007 v ) Specify size (in KB):
ko | g 7je007 v | atleast | 0 |

Chon Advanced Options: dé chi dinh thém diéu kién kém theo nhu tim thu muc con
hay khong?, c6 phan biét chir hoa, chitr thuong hay khong?

3. Ché dd giao tiép 1énh DOS(Command Prompt)

Trong moi truong Windows, dé thyc hién giao tiép dong 1énh DOS ta thyc hién theo
mot sO cach sau:

Cach 1. Vao Start |
Program | Accessories |
Command Prompt

Microsoft Windows HF [Uersion 5.1.26881
CC» Copyright 1785-2081 Microsoft Corp.

C:xDocuments and Settings>~Administrator>

Cach 2. Vao Start | Run,
hop thoai xuat l}ién ta nhap
lénh cmd va nhan OK.

Luc ndy ta c6 thé thao tac mot sd 1énh nhu CLS, DIR, MD, CD, COPY, TYPE,
REN, MOVE, XCOPY, ...

M5t 56 Iénh DOS (tham khio)

1.1 append 1.11 dir 1.20 label 1.29 rem 1.38 undelete
1.2 attrib 1.12 echo 1.21 md or 1.30 ren 1.39 ver

1.3 cd or chdir 1.13 exit mkdir 1.31 scandisk 1.40 xcopy
1.4 chkdsk 1.14 fc 1.22 mem 1.32 set

1.5cls 1.15 fdisk 1.23 memmaker 1.33 sort

1.6 copy 1.16 find 1.24 more 1.34 time and

1.7 copy device 1.17 format 1.25 move date

1.8 defrag 1.18 help 1.26 msd 1.35 tree

1.9 del or erase 1.19 InterSvr / 1.27 pcpark 1.36 truename

1.10 deltree InterLnk 1.28 rd or rmdir 1.37 type
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http://en.wikipedia.org/wiki/Dos_commands#append#append
http://en.wikipedia.org/wiki/Dos_commands#attrib#attrib
http://en.wikipedia.org/wiki/Dos_commands#cd_or_chdir#cd_or_chdir
http://en.wikipedia.org/wiki/Dos_commands#chkdsk#chkdsk
http://en.wikipedia.org/wiki/Dos_commands#cls#cls
http://en.wikipedia.org/wiki/Dos_commands#copy#copy
http://en.wikipedia.org/wiki/Dos_commands#copy_device#copy_device
http://en.wikipedia.org/wiki/Dos_commands#defrag#defrag
http://en.wikipedia.org/wiki/Dos_commands#del_or_erase#del_or_erase
http://en.wikipedia.org/wiki/Dos_commands#deltree#deltree
http://en.wikipedia.org/wiki/Dos_commands#dir#dir
http://en.wikipedia.org/wiki/Dos_commands#echo#echo
http://en.wikipedia.org/wiki/Dos_commands#exit#exit
http://en.wikipedia.org/wiki/Dos_commands#fc#fc
http://en.wikipedia.org/wiki/Dos_commands#fdisk#fdisk
http://en.wikipedia.org/wiki/Dos_commands#find#find
http://en.wikipedia.org/wiki/Dos_commands#format#format
http://en.wikipedia.org/wiki/Dos_commands#help#help
http://en.wikipedia.org/wiki/Dos_commands#InterSvr_.2F_InterLnk#InterSvr_.2F_InterLnk
http://en.wikipedia.org/wiki/Dos_commands#InterSvr_.2F_InterLnk#InterSvr_.2F_InterLnk
http://en.wikipedia.org/wiki/Dos_commands#label#label
http://en.wikipedia.org/wiki/Dos_commands#md_or_mkdir#md_or_mkdir
http://en.wikipedia.org/wiki/Dos_commands#md_or_mkdir#md_or_mkdir
http://en.wikipedia.org/wiki/Dos_commands#mem#mem
http://en.wikipedia.org/wiki/Dos_commands#memmaker#memmaker
http://en.wikipedia.org/wiki/Dos_commands#more#more
http://en.wikipedia.org/wiki/Dos_commands#move#move
http://en.wikipedia.org/wiki/Dos_commands#msd#msd
http://en.wikipedia.org/wiki/Dos_commands#pcpark#pcpark
http://en.wikipedia.org/wiki/Dos_commands#rd_or_rmdir#rd_or_rmdir
http://en.wikipedia.org/wiki/Dos_commands#rem#rem
http://en.wikipedia.org/wiki/Dos_commands#ren#ren
http://en.wikipedia.org/wiki/Dos_commands#scandisk#scandisk
http://en.wikipedia.org/wiki/Dos_commands#set#set
http://en.wikipedia.org/wiki/Dos_commands#sort#sort
http://en.wikipedia.org/wiki/Dos_commands#time_and_date#time_and_date
http://en.wikipedia.org/wiki/Dos_commands#time_and_date#time_and_date
http://en.wikipedia.org/wiki/Dos_commands#tree#tree
http://en.wikipedia.org/wiki/Dos_commands#truename#truename
http://en.wikipedia.org/wiki/Dos_commands#type#type
http://en.wikipedia.org/wiki/Dos_commands#undelete#undelete
http://en.wikipedia.org/wiki/Dos_commands#ver#ver
http://en.wikipedia.org/wiki/Dos_commands#xcopy#xcopy

4. Mgt s6 wng dung khac.

Vao menu Start|Program|Accessories, xuat hién menu gom cac ing dung co ban

sau:

[@ Accassibilty N - Khai thac kha ning truy xuat hé thong vao/ra ctia Win
[@ CommuRications v > Mot s tng dung cho phép két ndi

[@ Entertainment b > Mot sd ung dung gidi tri (nghe nhac, xem phim, ..)
@) System Tools | ™ Khai théc cong cy thiét 1ap hé thong

‘wJ Address Book > S0 dia chi

a alculator - May tinh bo tai

B Cormand Prampt - Ché d dong 1énh (hd trg cac 1énh hé thong, DOS)
' Maotepad - Soan théo vin ban don gian

1@‘ Paink - Cong cu tao tranh BMP

fg Synchronize - Cong cu dong bo dit lidu

&) Tour Windows xP - Tim hiéu vé Windows XP

(L Windows Explorer - Quan 1y tai nguyén trén Windows

b& Windows Mavie Maker - Tao céc video, thiét 1ap trinh dién.

B WordPad - Soan thao vin ban

a. Su dung ban phim trén man hinh

Vao Start \Program\Accessories\Accessibility\On-Screen Keyboard

= On-5creen Keyboard

File EKevboard Settings Help

escC F1| F2| F3| F4 Fo| F6| F7| F8 FA|F10J F11) F12§ psc) | | brk

ins | hm| pup ]l

del | end pd
4

b. Sir dung cong cu phong to khu vure thao tac
Vao Start \Program\Accessories\Accessibility\Magnafier Settings

b agnification lewvel:

Tracking
Fallows maouse cursar
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c. Str dung cong cu nghe nhac, xem film

Vao Start \Program\Accessories\Windows Media Player

G Windows Media Player
File Wiew Play Tools Help

= WEYTY ﬂ‘/ M Playlist (23

- [frome Music Movies TV i Celebs

Now My ;
Playing My WindowsMedia.com

Media
Guide

Copy
from CD

Media
Library

Rardin

d. Str dung may tinh bo tui

Vao Start \Program\Accessories\Calculator

i
Edit Miew Help

| 0.

|f-' Hex © Dec  Oct ¢ Bin

' Degrees " Fadian: i Grads |

||_ [ ™ Hup | I_ I_ Backspace CE | C
Sta F-E [ 1 M C K 2 9 £ kod | And
Live dms Exp In B 4 4] B - Or war
Sum zin Wy log b5 1 2 3 - Lsh Mat

3 coz | #73 il b + 1] +i- . + = It
Drat kat w2 1/% pi i, E C D E F

e. Soan thado vin ban (cong cu cua Windows)
Vao Start \Program\Accessories\WordPad

File Edit Miew Insert Format Help i Gach chan  Can 18 .
N d SR 4 + 2@« B lNg@ma Gic

ia A Y| [104 | westem ary: ) g’g@:f@ = = iz
NS E I EEEE R R SR SRR RS EERRRREIN
Thanh Menu Thanh| cong cu chuén Thanh cong cu dinh dang

Chon font chir Chon c6 chir
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f- Tao tranh voi Paint

Vao Start \Program\Accessories\Paint

i untitled - Paint

Fil= Edit Wiew Image Colors Help

Ao L
“ar-y Coéng cu vé

& 4

7 B

o A

~ 2

[ 1
o O

x hs
Cac mau mau | »

Far Help, click. Help Topics on the Help Menu.

g. Ghi am loi noi

Vao Start \Program\Accessories\Entertainment\Sound Recorder

‘% Sound - Sound Recorder [Z]|E|®

File Edit Effects Help
Pasitian: Length:
0.00 zec. 0.00 zec.
|

L

Ngoai ra con mot sé ung dung khac nhu don dep dia (vao Accessories\System
Tools\Disk Cleanup) hoac chong phan manh 6 dia (vao Accessories\System
Tools\Disk Defracgmenter), ...

h. Don dep dia (Disk Clean up)

Vao Start \Program\Accessories\System Tools\Disk Clean up
d b4

Select the drive vou want to clean up.

Dirives:

|=z.- [C:] |

i. Chéng phin mdnh 6 dia (Disk Defragmenter)
Vao Start \Program\Accessories\System Tools\Disk Defragmenter
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BAI PQOC THEM - VIRUS TIN HOC

1. Khai niém

Virus tin hoc (thudng goi tat 1a virus) 1a thuat ngit chi mot doan md chuong trinh
dic biét trong may tinh. Ban than doan mi chwong trinh nay khong ton tai doc 1ap ma
n6 thuong “bam” vao mot ddi tuong khac (co thé 1a file, master boot, boot sector, vin
ban...) trén dia. Poan mi chuong trinh nay ty nd ¢ thé gy ra sy tai lay nhiém tir dbi
tuong ndy sang d6i twong khac va co kha ning pha hong cac dbi tuong nay. Voi nhitng
dic diém nhu trén, doan ma chuong trinh loai ndy c6 nhiéu tinh chat gidng véi virus
sinh hoc cho nén chung dugc goi 1a virus (tin hoc).

2. Cac dic diém va tinh chit chii yéu

e Kich thudc doan mi chuong trinh Virus thuong nhé (dé dé 1ay nhiém) va duoc
m3 hoa rat can than dé tranh phat hién.

o Khong tdn tai doc 1ap dudi dang file.

e (o6 kha nang kiém soat moi hoat dong cua may tinh da bi nhiém Virus. Tur kha
nang nay, ching cé thé tao ra su tu lay nhiém sang cac doi tuong khac.

e Hau hét déu co tinh chét pha hoai, gdy anh hudng nghiém trong dén cong viéc
va tai chinh ctia ngudi c6 may tinh bi nhiém Virus.

e Phuong thirc “bam” ctia Virus vao ddi tuong rat da dang, co thé 1a nbi vao cubi,
chen vao nhitng vi tri bén trong, c6 thé lam ting kich thudc cua dbi tuong bi
nhiém nhung ciing c6 kha ning bao toan kich thudc nay.

3. Céc ngudn lay nhiém

PAu tién, Virus duoc tao ra boi cac lap trinh vién c6 ¥ dd xAu, virus ban dau s&
dugc cay vao cac file chuong trinh (thudng 1a cac trd choi khéng mat tién), vao cac
file van ban (thuong c6 dang *.DOC cua Word), file bang tinh (*.XLS cua Excel) hodc
dugc cdy vao boot cia dia. Sau d6, cac ngudn lay nhiém ban dau nay s€ duoc tung vao
moi trudng da ngudi dung (nhu mang Internet, hodc dudi dang dia mién phi...). Tir d6
chung c6 kha ning 14y nhiém trén dién rong (toan cau).

Can ctr vao dic diém cua virus, c6 cac ngudn 1y nhiém chinh sau:
e Mang Internet (hoic mang bat ky)
e Cic dia chta cac loai chuong trinh bat hop phap (thudng 13 sao chép vi pham
ban quyén)...
4. Phan loai virus

Duya vio d6i tuong lay nhiém, thudng virus duoc phan thanh céac loai sau:

e Virus file: nhiém vao cic file chuong trinh dang COM hoic EXE (va c6 thé ca
dang DLL...). Thudng s& nhiém vao file COMMAND.COM cua hé diéu hanh.
Khi cac file nay thuc hién, virus s& nim quyén diéu khién mdy tinh va lay
nhiém sang céc file khac.

e Virus boot: nhiém vao master boot (cua dia cirg) hodc boot sector (ctia dia
mém). Khi khoi dong tir cac dia dd nhiém thi virus s& hoat dong va chiém
quyén diéu khién may tinh.
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Virus vin bdn (con dugc goi 1a Macro virus): nhiém vao cac file vin ban
(*.DOC) hoic bang tinh (*.XLS). Loai ndy chii yéu pha hoai dit liéu. Chiing
duoc kich hoat khi trinh tmg dung (Word hoic Excel) md vin ban c6 nhiém
Macro virus.

Hién nay, véi cong nghé ngay cang phat trién, da hinh thanh nén rat nhiéu bién

thé ctia virus nhu gian diép (Trojan), siu bo (Worm).

5. Mot s6 dau hiéu phd bién khi may tinh bi nhiém virus

Kich thudc céc file chuong trinh dang COM, EXE tang 1én (thuong co6 tac dong
dén COMMAND.COM).

Céc chuong trinh chay khong on dinh, nhiéu khi treo may dot ngdt, maot sb tac
vu khong thyc hién dugc hodc thuc hién bi 16i (nhu in an, ghi file, m¢ file...);
mot sd vin ban bi mat noi dung mot cach kho hiéu...

Hé diéu hanh trén dia cimg bi 18i 1am cho may khong khoi dong duoc tir dia
cung.

O dia CD-ROM  khong hoat dong

Xuét hién cac macro tu dong (autoSave, autoOpen...) trong cac vin ban

Xuat hién céc tién trinh diéu khién hé thong trong bang quan 1y nhiém vu (Task
Manager) cua Windows...

6. Phong va diét virus

Virus thuong dugc tao ra véi muc dich pha hoai, c6 kha nang lay nhi€ém rat

nhanh. Khé c6 thé tong két hét cac thiét hai do Virus gdy ra. Do d6 viéc phong-chong
Virus 1a nhi€ém vy thudong xuyén ctia nguoi st dung may tinh.

Phong ngira

Digt

Khéng st dung cac dia mém chua qua khéu kiém tra virus.
Khong sao chép cac tro choi, phan mem bat hop phap trén mang. Khong doc
cac van ban/bang tinh khong biét ngudn goc
Dinh ky dung cac phin mém chdng virus dé kiém tra.
Sao luu cac thong tin quan trong trén may sang cac thiét bi luu trir dé han ché
thip nhat thiét hai do virus gay ra (néu co)
Dung mot chuong trinh chéng virus thuong trd bd nhé dé canh bao cac kha
ning thAm nhdp cua virus vao hé théng. (Vi du nhu bd chuong trinh chdng
virus cua Norton)

virus
Ban than virus 12 mot doan chuong trinh, do dé ching c6 thé bi phat hién boi

cac dau hi¢éu dac biét cua mot chuong trinh. Hi€n nay c6 rat nhiéu chuong trinh c¢6 kha
nang tim kiém phat hién va loai trir virus ra khéi doi tugng bi nhi€ém. Phd bién hién

nay la:
e BKAV (tic gia: Nguyén Tir Quang & Ping Vin Tan)
e D2 (tac gid: Truong Minh Nhat Quang).
e B{ chuong trinh SCAN cua McAfee Inc.
e Chuong trinh Norton AntiVirus.
e Chuong trinh Symantec AntiVirus.
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BAI TAP CHUONG 1

X P
Bai tap 1. Tric nghiém vé hé dém

Ciu 1. Cho sb thap phan 130. Sé nhj phan twong (ng vdi no sé a.

a. 10000010 b. 10000001 c. 11000000 d. 10000100
Ciu 2. Cho s6 thap phan 132. Sé bat phan twong (rng véi né sé |a.
a. 202 b. 164 c. 204 d. 152

Cau 3. Chp s6 & hé nhj phan co gia tri 101110111, cho biét gia tri twong (rng ctia ndé
& hé co so 8 la bao nhiéu?

a. 367 b. 566 c. 567 d. Ca a,b,c déu sai.
Cau 4. Cho s6 & hé nhi phan co gia tri 1011101, cho biét gia tri twong (ng clia n6 &
hé co sb 16 |a bao nhiéu?

a.B5 b. 5D c. 5E d. B6
Chu 5. Cho s6 & hé bat phan co gia tri 137, cho biét gia tri twong (rng clia n6 & hé co
s0 10 la bao nhiéu?

a. 88 b. 93 c. 95 d. 760
Cau 6. Cho sb & hé nhi phan co gia tri 1011101, cho biét gia tri twong (ng clia n6 &
hé co sO 8 la bao nhiéu?

a. 125 b. 135 c. 561 d. Ca a,b,c déu sai.
Cau 7. Cho s6 & hé nhi phan c6 gia tri 10111,11011. Hay cho biét gia tri twvong tng
clla nd & hé co so 16 la bao nhiéu?

a. B1,D1 b. B1,1D c. 17,D1 d. 17,D8
Chu 8. Cho s6 & hé thap luc phan co gia tri 1B,FA. Hay cho biét gia tri twong (ng clia
noé & hé co sb 2 la bao nhiéu?

a.11011,111110 b. 11011,1111101 c. 1101,10101111 d.
11101,11111010

Cau 9. Cho s6 & hé thap luc phan co gia tri 107. Hay cho biét gia tri twong tng clia
noé & hé co s6 10 la bao nhiéu?

a. 207 b. 263 c. 4103 d. Ca ab,c déu
sai.
Cau 10. Cho s6 & hé thap luc phan c6 gia tri 1B,FA. Hay cho biét gia tri twong tng
ctia n6 & hé co sb 8 la bao nhiéu?

a. 33,761 b. 27,764 c. 33,764 d. Ca a,b,c déu sai.

L
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Bai tip 2. Mot s6 khai niém vé Windows

Ciu 1. Windows XP 1a hé diéu hanh .....
a. DPa nhi¢m, than thi€n v6i nguoi dung, c6 kha nang hd trg thiét bi tdt, do hang
MicroSoft san xut, c6 nhiéu phién ban khac nhau nhu XP, 2000, ME, Vista.
b. Pon nhiém, than thién v6i ngudi dung, ¢6 kha ning hd tro thiét bi tét, do hing
MicroSoﬂ san xudt, c6 nhiéu phién ban khac nhau nhu XP, 2000, Vista.
c. Mai ngudn mé.
Chon phuong an ghép dung?
Céu 2. Trong Windows XP, khi dong ctra s6 tmg dung ta chon thuc hién thao tic nao?
a. Nhan nit Start rdi chon Close

b. Nhan t6 hﬁim Alt_F4
Nhan niit & gbc phai trén cua ctra s6 (g dung

Ca 2 thao tac thudéc muc a va b.
Ca 2 thao tac thudéc muc b va c.
Ca 3 thao tac thudc muc a, b va c.

o Ao

Cau 3. Trong windows XP tén file dugc qui dinh boi nhirng yéu cau nao dudi day?
tdi da 255 ki tu
toi da 8 ki ty
phan mé rong khong nhat thiét phai co
phan mé rong phai c6 nham phén loai nhom file
cd a va ¢ dang
ca b va c dung
cd avad dung
Cau4
Pé tranh ruom ra phic tap.
Khong phai chit cai va chit s6
ba danh riéng cho viéc khac.
Céda,bvac
Vicabvac.
5 Céc tén file hop 1¢ trong windowsXP la:
VIDU.DOC
VI DU +DOC
Vidu. TXT
VI\DU.DAT
123VI DU.@@@
Caa, b, c déu diang
Caa,c,d,edéu ding
Caa, b, c, e déu dang

Céu s

qurhﬂp-osr@:@z:m.cr@:oo.—w.ao.cr@

L

4 Trong Windows XP, khong dugc dung cac ki hiéu nhu: /\ : <> % ?* dé dat tén vi :

Giao trinh Tin hgc Dai cuong

35



Bai tap 3. Thao tac trén Windows
Céu 1. Cho biét may minh dang thuc hanh c6 cdu hinh nhu thé nao (téc d6 CPU, Bo

nhé RAM, dungNhIQ'n’g dia va mot s6 théng tin hé théng khac)? g
Hudéng dan: Bam chudt phai Ién biéu tuong My Computer
Chon Properties d¢ xem thong tin. My Computer

Céu 2. Dt lai nén man hinh v6i 1 buc tranh khéc tuy y.
Hudng ddn: Bam chu6t phai 1€én nén man hinh, chon Properties dé thuc hién.

Ciu 3. Tao biéu tuong chuong trinh (short cut) cho ing dung ctra s6 1énh DOS.
Huéng dan: Bam chudt phai 1én nén man hinh, chon New > Shortcut va thao
tac theo hgp thoai.

Create Shorbcuk x|

This wizard helps wou to create shorkouts ko local or
network, programs, files, Folders, computers, or Internet
addresses,

Type the location of the ikenm:

Browse, .. |

~
|

Cau 4. Xo4 biéu tugng vira tao, sau d6 vao Recycle Bin dé thuc hién phuc hoi
lai biéu tuong vira xoa.
Huéng dan: + Chon biéu tugng va nhan phim Delete, chon Yes khi c6 hop
thoai.
+ Vao Recycle Bin, chon biéu tuong, nhan chudt phai chon
Restore.

Ciu 5. Sip xép lai cac biéu tuong trén nén Desktop dé tao ra mot khong gian lam viée
thoai mai theo y thich cua riéng minh.

Huéng dan: + Bim chudt phai 1én nén Desktop, chon Arrange Icons By, sau
d6 chon 1 thao tac dé quan sat.

® Mame Arrange Icons By
Size Refresh
Tvpe
Past
Madified e

Faste Shorkeub

Show in GEroups
Save As Scheme. ..

v Auko Arrange
2 araphics Opkions ¥

v Align ko Grid
2 Display Modes r
v Show Deskkop Icons
e k
Lock \web Ttems on Deskiop
Run Deskiop Cleanup Wizard Properties
Lo
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Bai tap 4. Thao tac véi Windows Explorer

Céu 1. Khoi dong Windows Explorer, vao thu muc goc

cua 0 dia D: va tao cau trac cay thu muc nhu hinh bén.

Céau 2. Thuc hién cac thao tac sao chép, xod, doi tén,

phuc héi dir liéu, cu thé:

Sao chép 2 file bat ki tir thu muc goc 6 dia D: vao
thu muc DHSPHUE.

P6i tén thy muc KHOA thanh thu muc
DONVIKHOA.

Xo4a thuy muc PHONG

Tao thém 2 thu muc con c6 tén PPDH va COBAN
trong thu muc TOAN.

Sao chép 2 thu muc con vira tao vao trong céac thu
muc TIN, LY, DIA.

Phuc hdi lai thw muc PHONG vira bj x04.

Xoa thuy muc DHSPHUE.

=25 DHSP HUE
=23 KHOA
) o1
) GocT
Ly
) sInH
TN
) ToAN
) van
=-[C3) PHONG
) COMGTACSINHYIEN
(3 DAOTAC_SAUDAIHOC
3 DAOTACDAIHOC
3 DOINGOAT_HTQUOCTE
23 KEHOACH_TAICHINH
53 TOCHUC_HANHCHINH
=3 TRUMGTAM
) DANSO
[£3) KIEMDINH_DECL
[ NCGD_BDGY
) TINHOC

Céu 3. Chon vé thu muc géc dia D:, thuc hién viéc sép xép cac dbi tuong theo cac dang khac

nhau, quan sat va cho biét file ndo c6 kich thudc bé nhat, file ndo co kich thude 1én nhat, file

nao duoc tao ra mudn nhat (gan dy nhat). (View)

Céu 4. Thyc hién viéc tim kiém thong tin trén dia theo mot sb yéu ciu sau:

Yéu cau 1: Tim tat ca file Word c6 chira doan vin ban “Trudng DPHSP Hué” trong 6

dia D: (file c6 duéi DOC hoac)

Yéu cau 2: Tim tat ca cac file am thanh, hinh anh va video c6 trong may.

Yéu cau 3: Tim céc file bang tinh Excel c6 trong 6 dia D: (file c6 dudi XLS)

Yéu cau 4: Tim céc file ¢6 phin mo rong PPT trong dia C: va dia D:

Céu 5. Can cur két qua tim kiém & cau 4, hdy thr m¢ mot s6 file dé doc noi dung va dinh

hudng tim kiém mé rong theo linh vuc ma minh quan tam.

Viduy: Tim kiém tranh 4nh minh hoa, tim kiém bai gidng dé doc, ...va c6 thé tim kiém

thong tin trén mang Internet.
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Bai tap 5. Khai thac cac irng dung trén Windows
Cau 1. Hiy khoi dong WordPad va soan thao vin ban theo mau sau.

DAY THON Vi DA
Han Mdc Tu
Sao anh khong vé choi thon Vi ?
Nhin ning hang cau ning méi lén
Vuon ai muot qud, xanh nhu ngoc
Ld triic che ngang mdt chit dién.

Luu lai v6i tén THONVLDOC va dit trong thu muc goc 6 dia D:

Céau 2. Khé1 dong chuong trinh tao tranh Paint va thyc hi¢n tao mat s6 hinh v& sau:

ECISISINS

Céau 3. Thuc hién sao chép tranh tir Paint va dan vao cudi ndi dung van ban da tao
trong WordPad va luu lai file van ban dudi 1 tén khac (Save as) 1a tén cuia minh.

Cau 4. Thir tim hiéu mot s tmg dung khac trén windows

a. Vao Start | Program | Accessories | Calculator (thuc hién mot s6 phép tinh)
465 * 16290 +6500000
5000000 + 250 * 16300 + 200 * 18000

b. Vao Start | Program | Accessories | On screen Keyboard dé thuc hién sir dung ban phim trén
may tinh ctia minh.

c. Vao Start | Program | Accessories | Entertainment dé thir mo nhac véi Window media
Player hoac dé thir ghi am mot 161 noi, ...

Céu 5. Vao Control Panel dé khai thac mot s thong tin
a. Cai dat thém 1 font méi (Font , File | Install new font)

b. Thiét lap lai ngay gio hé thong theo cdu triic ngay/thang/nim (dd/mm/yyyy)

G
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CHUONG 2
GIOI THIEU VE MANG MAY TiNH VA INTERNET

I. SO LUQC VE MANG MAY TiNH

1. Mang may tinh la gi?

Mang may tinh (computer network) la mot tap hop cac may tinh duoc két ndi
nhau thong qua cac phuong tién truyén dan dé cho phép chia sé tai nguyén (thiét bi va
dir liéu). V6i su trao doi qua lai gifta may tinh ndy v6i may tinh khac dd phan biét
mang may tinh véi cac hé théng thu phat mot chiéu nhu truyén hinh, phét thong tin tir
v¢ tinh xuéng cac tram thu thu dong... vi tai day chi c6 thong tin mdt chiéu tr noi phat
dén noi thu ma khong quan tdm dén c6 bao nhiéu noi thu, c6 thu tot hay khong.

Céc thanh phan ctia mang c6 thé bao gdom:

= Cac thiét bi dau cudi két nbi voi nhau tao thanh mang, c6 thé 1 cac may
tinh hodc cac thiét bi khac. No6i chung hién nay ngay cang nhiéu céac loai
thiét bi c6 kha nang két néi vao mang may tinh nhu di¢n thoai di dong,
PDA, tivi,..

= Moi truorng truyén (media) ma cac thao tac truyen thong dugc thuc hién
qua d6. Mbi trudng truyén c6 thé 1a cac loai day din (day cap), song (d6i
v&i cac mang khong day).

" Giao thurc (protocol) la cac quy tic quy dinh cach trao d6i dir liéu giita
cac thuc thé.

2. Tac dung cua mang may tinh

Chia sé cac tai nguyén: Céac ing dung, kho dir li¢u va céc tai nguyén khac nhu
sttc manh cta cac CPU duoc ding chung va chia sé thi ca hé thong may tinh s& lam
viéc hiru hi€u hon.

Do tin cdy va su an toan cua thong tin cao hon. Thong tin dugc cap nhat theo
thoi gian thyc, do d6 chinh xac hon. Mot khi c6 mét hay vai may tinh bi hong thi cac
may con lai vin c6 kha ning hoat dong va cung cap dich vu khong giy 4ch tic.

Tiét kiém: qua k¥ thudt mang ngudi ta co thé tan dung kha ning cta hé thong,
chuyén moén hoa cic may tinh, va do d6 phuc vu da dang hoa hon. Thi du: Hé thong
mang c6 thé cung cip dich vu sudt ngay va nhiéu noi c6 thé dung cung mot chuong
trinh Ung dung, chia nhau cung mét co s¢ dir liéu va cac may in, do do tiét kiém dugc
rat nhiéu.

Ngoai ra, khi tao mang, nguoi chu chi can dau tu mot hodc vai may tinh c6 kha
nang hoat dong cao dé 1am méy chu cung cip céc dich vu chinh yéu va da s6 con lai la
cac may khach dung dé chay cac ing dung thong thuong va khai thac hay yéu ciu céac
dich vu ma may chu cung cap. Mot hé thong nhu vay goi 1a mang c6 mo hinh khéch -
chu (client-server model).

Mang may tinh con la mgt phwong tign thong tin manh va hitu hi¢u, cho phép
lién lac, trao d6i thong tin truc tiép v4i nhau.

3. Phan loai mang theo pham vi dia ly
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Mang may tinh co the phan b trén mot vung lanh thd nhat dinh va c6 thé phan
b trong pham vi mot qubc gia hay quoc té.

Duya vao pham vi phan bd ctia mang ngudi ta c6 thé phan ra cac loai mang nhu
sau:

GAN (Global Area Network) - két ndi miy tinh tir cdc chdu luc khéc nhau.
Thong thuong két n61 nay dugce thyc hién thong qua mang vién thong va vé tinh.

WAN (Wide Area Network) - Mang dién rong, két ndi may tinh trong noi bo cac
qudc gia hay giita cac qubc gia trong cung mot chéu lyc. Thong thuong ket ndi nay

dugc thyc hién thong qua mang vién thong. Cac WAN co thé duoc két ndi v6i nhau
thanh GAN hay tu n6 da 1a GAN.

MAN (Metropolitan Area Network) - Két ndi cac may tinh trong pham vi mot
thanh phé. Két ndi nay duogc thuc hién thong qua cac mdi trudng truyén thong toe do
cao (50-100 Mbit/s).

LAN (Local Area Network) - Mang cuc b, két ndi cac ‘may tinh trong mot khu
vuc ban kinh hep thong thuong khoang vai tram met. Két ndi dugc thuc hién thong
qua cac mdi truong truyén thong tde do cao vi du cap dong truc thay cap quang. LAN
thuong duogc stir dung trong ndi bo mot co quan/to chitc...Cac LAN c6 thé duoc két ndi
v&i nhau thanh WAN.

~ Trong cac khai ni€ém trén, WAN va LAN Ia hai khai niém hay dugc st dung
nhat.

II. INTERNET VA MOT SO DICH VU TREN INTERNET

1. Internet la gi?

Internet 13 hé théng mang may tinh toan cau, c6 thé truy cip cong cong, gdm
hang triéu mang may tinh cta cac c4 nhan, don vi, to chirc, doanh nghiém, chinh phu...
lién két v6i nhau.

Hé théng nay truyén théng tin theo kiéu ndi chuyén goi dir liéu (packet
switching) dua trén mét giao thic lién mang di duoc chuin hoa (giao thirc IP —
Internet Protocol).

Dé cic may tinh c6 thé lién lac v6i nhau thi mbi may phai c6 mét dia chi riéng
biét, goi l1a dia chi IP. Dia chi IP dang st dung phé bién hién nay gém 32 bit va duoc
chia thanh 4 nhém (IPv4), dugc biéu dién dudi dang xxx.XXX.XXX.XxXx., vi du
203.162.168.130.

Tuy nhién, dé khoi phai nhé dia chi IP, nguoi ta st dung tén mién (domain
name). Dich vu DNS (Domain Name System) trén mang s€ thuc hién viéc anh xa tén
mién vo1 mot dia chi IP.

Vi du nhu tén mién cua trang web truong Pai hoc Su pham Hué 1a
www.dhsphue.edu.vn co6 dia chi IP 1a 203.210.244.160.

Trong tén mién, phan dudi phan loai theo tinh chat ctia mién

.com (commercial/company — thuong mai)
.edu (educational — Gido duc)

.gov (government - T chirc chinh phu)
.mil (military — Quan doi)

.net (networking - Mang)
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.org (noncommercial, or organizational — Cac to chirc phi thuong mai)
-vn (Viét Nam)

fr (France — Phap)

.uk (United Kingdom - Anh)

2. Gidi thi€u cac dich vu trén Internet

Internet cung cap mot khéi luong thong tin va dich vy khong lo Cang ngay cang
c¢6 nhiéu dich vu da dang va hitu ich duogc ra doi. Dudi day 1a mot sé dich vu tiéu biéu:

a. World Wide Web

World Wide Web goi tit 1a Web hay WWW : Hé thdng cung cip thong tin dang
siéu vin ban (hypertext) - 1a trang thong tin da phuong tién (gdm vin ban, 4m thanh,
hinh anh, hoat hinh, video, c4c lién két...) trén Internet.

Céc tai licu trén World Wide Web dugc luu trit tai cac may tinh trong mang
Internet. Nguoi dung phai sit dung mdt chuong trinh dugce goi 1a trinh duyét web (Web
Browser) dé xem siéu vian ban. Chuong trinh ndy s& nhan dia chi do ngudi st dung
cung cap, roi ty dong lién lac v6i may cha (Web Server), nhan tai lidu tir may chu va
hién thi 1én man hinh may tinh cua ngudi dung.

Thong thudng, chuong trinh duyét trao ddi thong tin véi chuong trinh Web
Server qua giao thtc HTTP (HyperText Transfer Protocol).

~ Nguoi dung co thé theo cac lién két siéu vin ban (hyperlink) trén mdi trang web
dé nodi voi cac tai liGu khac hodc gui thong tin phan hoi theo may chu trong mot qua
trinh tuong tac. Hoat dong truy tim theo cac si€u lién két thuong duoc goi 1a duyét
Web.
Cac trang web thuong duoc thé hién biang ngdén ngit dinh dang HTML
(HyperText Markup Language).
Cadc chuwong trinh duyét Web thong dung hién nay:
= [nternet Explorer co san trong Microsoft Windows, ciia Microsoft
»  Mozilla va Mozilla Firefox cua Tap doan Mozilla
= Netscape Browser cua Netscape
= Opera cua Opera Software
»  Safari trong Mac OS X, cua Apple Computer

b. Thuw dién tir
~ Dich vy thu dién tir (E-mail ) cho phép nhan va goi thu (thong di¢p) tir may nay
dén may khac mdt cach nhanh chong.

Mbi nguoi sir dung e-mail c6 mot hop thu trén Mail Server vé6i dia chi xac dinh
c6 dang tenTaikhoan@TeénMién, Vidu: nguyentuongtri@dhsphue.edu.vn

Cac phén mém thuw dién tir s€ cho phép doc, xo4, luu trit, soan thao, gui.. thu
dién tr. Co6 hai loai phan mém thu dién tu:

Cac phan mém cai dit trén may ngudi sir dung, goi 13 Mail User Agent. Mot s6
phan mém phd bién dang nay Microsoft Outlook, Microsoft Outlook Express,
Netscape Mail.
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Phan mém thu dién tir qua Web goi 1a Webmail. Ngudi sir dung ¢ thé vao trang
web tuong ung, dang nhap dé nhan, giri mail. Hién nay c6 rat nhiéu dich vu E-mail st
dung Webmail trén Internet, mot s6 dich wu phé bién 1a Yahoo! Mail
(http://mail.yahoo.com), Gmail (http://mail.google.com/mail), AIM  Mail
(http://mail.aol.com), Mail.com (http://www.mail.com/), Windows Live Hotmail
(http://www.hotmail.com, http://mail.live.com)...

c. FTP (File Transfer Protocol)

FTP 1a phuong thirc truyén tap tin. Dich vu nady cho phép truyén céc tip tin tur
may tinh nay dén may tinh khac. Nguo1 su dung dung chuong trinh FTP client dé ket
noi voi FTP server, chuyén céc tap tin dén server (upload) hay nhan tip tin tu server
(download).

d. Dich vu Telnet

Dich vu nay cho phép truy cap dén cac hé thdng may tinh khéc trén mang.

e. Chat

La hinh thie hoi thoai truc tuyén trén Internet, dich vu nay cho phep hai hay
nhiéu nguoi c6 thé cing trao ddi thong tin truc tuyén.

3. Sir dung Internet Explorer

a. Khoi dong va thodt Internet Explorer

C6 thé khoi dong Internet Explorer theo mét trong 3 cach sau:
- Vao Start\Programs\Internet Explorer, hodc

- Click vao biéu tuong @& (Internet Explorer ) trén thanh cong cu Quick
Launch,

- Hodc Double Click vao biéu tuong Internet Explorer trén man hinh Desktop.

Internet Explorer chay trén méi truong Windows nén c6 thé két thuc theo mot
trong cac cach sau:

- Click vao nut Close, hoac
- Vao menu File\Close, hoac
- Str dung t6 hop phim Alt F4.

b. Giao dién Internet Explorer

Sau khi khoi dong, xuat hién man hinh Internet Explorer.

Thanh tiéu dé (Title Bar) ndm trén ciing trong ctra so, hién thi tén tai lidu trén
Web dang truy xuat dén. Ngoai ra con c6 cac niit Minimize, Maximize (Restore) chuan
va nut Close ciia Windows.
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Thanh Menu (Menu Bar) chtta tén cac menu cua Internet Explorer. Cac menu
nay lai chira tat ca cac chic nang cua Internet Explorer.

Thanh cong cu chuén (Standard Bar) chtra hau hét cac chirc nang thudong dugc st
dung va dugc hién thi qua cac bi€u tugng (Icons).

Thanh dia chi (Address bar) hién thi dia chi cta trang Web hién hanh.

Thanh ndi két (Link bar) chira nhitng ndi két gitp nhanh chéng dén mot trang
Web dac biét nao do.

Thanh trang thai (Status bar) dé cung cip thong tin vé cac trang thai cia trang
Web khi truy cap.

Thanh cudn (Scroll bar) dé ludt qua ndi dung céc trang Web.

Workspace (vung lam vigc) chira tai liéu trén Web ma dang truy Xuat fién. Néu
kich thudc cua tai li¢u 16n hon kich thudc cua cira s6 thi s€ thay cac thanh cudn (Scroll
bars).

. Connect Dial-up Connection

c. Két néi va duyét web

* Két noi

Két nbi Internet 1a hinh thirc ding nhap vao
mang dé su dung dich vu internet, tuy thudc vao méi
trurong dich sé& c6 hinh thirc két noi khéc nhau. Usst e, [r263

Password: Il

+ Dial up Connection

Str dung trong truong hop ngudi dung sir dung ™ Save passwerd
mot s6 dich vu internet tur nha cung cap. Hién nay, ¢ ot 1258 =]
Viét Nam c6 cung cap mot sd dich vu Internet nhu: o]
vnnl1269, 1260, 1260p, 1268...

Cancel Froperties | Help |
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Déi vo1 nhimg dich vu trén nguoi dung can c¢6: Modem, tao bd quay sd, dang ky
dich vu néu co,....
7 Tién hanh ,két néi; Vao Start\Settings\Network and Dial up Connections, m&
biéu tugng két ndi s€ xuat hién hop thoai (hinh trén):
Nhéap vao User name va Password, gd phim Enter hodc click vao nut Dial.
Ngit két ndi: Click phai vao biéu tuong két ndi ¢ Khay hé thdng chon
Disconnect.
+ ADSL: Déi véi loai dich vu nay chi can bat nguf)n cho céc thiét bi.
.t LAN: Su dung Internet qua LAN, chi can khai bao cac tham sb 1an dau. Chi
can dang nhap vao mang ndi b va st dung Internet.

* Duyét Web

Str dung trinh duyét Web dé truy cap vao cac trang Web, dé truy cip vao mot
trang Web nao dé co6 thé thuc hi¢n bang nhi€u céch.

+ Nhéap hodc chon dia chi trang Web/Website tir thanh dia chi.

+ Tur menu Favorites chon dia chi.

Trén mdi ctra sd cua trinh duyét tai mdi thoi diém chi hién thi mot trang Web,
muon mé nhiéu trang dong thoi thi phai md nhiéu cura s6 trinh duyét va chi ra cac dia
chi cho moi ctra so.

d. Luu mot trang Web

Theo nhiéu cach khac nhau, Internet cho phép luu lai cac lién két dén noi dung
cua cac trang Web hay ban than ndi dung cia céac trang Web. Viéc sao luu ndi dung
cua cac trang Web s€ gitp luu trit dugc thong tin can thi€ét dé xem lai lan sau ma
khong can truy cap Internet.

C6 nhiéu cach luu trang Web dé duyét khong truc tuyén.

* Str dung Favorite

Favorite 1a mdt thu muc dac bi¢t dung dé luu trix cac dia chi hodc noi dung céc
trang Web gitp truy cdp dén nhiing trang Web nay v€ sau mdt cach thuan tién va
nhanh chéng.

DPé luu mot trang Web vao Favorite, thuc hi¢n nhu sau:

- Tur trang Web hién hanh nhan vao nit Favorites trén thanh cong cy. S& thiy
xuat hién khung Favorites bén trdi ctra so

Internet Explorer. 2|
A I ~ A A A . Internet Explorer will add this page ta your Favarites list

- Nhan nit Add... s& xuat hién hop thoai i e G

Add Favorite' ¥ Make available offline Cancel |
X . . ~ Mame: |diachil Create in <<

- Néu chon Make Available Offline: s€ ! [eten]
, 9 A . A Create jn: avorites ew Folder...

cho phép trang Web cta duoc duyét khi khong S ot v [

két noi vé sau. AP

-5 Mew Folder

- Trong khung Name: dat tén cho trang
Web (vi du ¢ day la dia chi 1).

- Trong Create in: chon vi tri s€ luu trang
Web. Co thé tao riéng mot thu myuc mdi bang
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cach nhin nut New Folder... dé luu trang Web vao do.

Maic dinh s€ luu hién hanh (c6 chura lién
két dén cac trang khac). Ngoai ra, co thé tuy
chon luu bao nhiéu cip do lién két tir trang nay
dén cac trang khac bang cach:

Offline Favorite Wizard x|
Set up the following page:

Mame:  [Inder Corstruction

URL:  http:Afserver

If this favorite containg links to other pages, would pou like
to make those pages available offline too?

Mo
& ¥E

- Click chon muc Make available offline

- Chon nat Customize... --> s& xuat hién
hop thoai Offline Favorite Wizard

- Chon nut Yes

Trong muc Download pages ... link deep T P |
from this page: chon cip d6 lién két (link deep)
tir trang nay (mic dinh 1a 1). C6 thé chon 2, 3 v.v... nhung luc d6 s& phai cho 1au hon
dé download tit ca cac lién két nay. x

“f'ou can synchronize this page any time you are
connected by choosing Synchionize from the Tools menu.
“f'ou can also set up a schedule to synchionize this page
automatically,

Diownload pages |1 :II links deep from this page

Mate: [f you have limited hard disk space or you want to
teduce synchronization time, it's a good idea to limit the
number of linked pages pou store.

Nhin nat Next, hop thoai sau s€ XUAt
hién:

Haw would pou like to synchronize this page?

Néu chon Only when I choose
Synchronize from the tool menu: Cap nhat thu
cong, nghia 1a phai cap nhat ndi dung khi thich.

" i0nly when | choose Synchronize from the Tools
imenu

= | would like to create a new schedule

Néu chon T Would like to create a new
schedule: Cap nhat theo lich: ché d6 nay cho
phép chon lich trinh cdp nhat tu dong trang gk [ Mews ] cowd |

Web (sau bao nhiéu ngay, gio v.v...)
Nhan ntt Next, xut hién hop thoai dung dé xac nhan quyén truy cap trang Web
nay vao lan sau.
Nhan nut Finish dé hoan tat.

* Luu hinh anh dudi dang tap tin

Trén mot trang Web co rat nhiéu hinh anh bao gbm anh tinh va anh dong. Nhitng
hinh anh nay c6 thé tai vé may tinh cua minh bat ky lic nao khi tryc tuyén. Néu luu
hinh anh c6 thé m¢ no6 ra sau nay véi mot chuong trinh xur Iy anh va théng qua do6 c6
thé hién thi, stra d6i, sao chép hay in hinh anh do6 ra.

Pé luu hinh anh ta lam theo cac budc sau:

- Nhéan niit phai chudt vao hinh mudn luu

- Ttr Menu hién ra chon Save Picture As. sé& théy hop hoi thoai Save Picture.

- Trong 6 File name: g0 tén cua tap tin

- Trong 6 Save As Type: chon kiéu tap tin; Internet Explorer goi y kiéu mic
dinh. khong can thiét phai thay doi ndi dung cua cac thong so nay.

- Néu can, chon thu muc chira hinh can luu (Save in).

- Nhén nit Save

* Luu ho so theo dang tap tin van ban

Tuy chon nay tién lgi khi mudn c6 mot phién ban dang van ban thuan cua ho so
dang xem trén man hinh ma khong c6 hinh anh. D& luu h6 so dang van ban thuan hay
thuc hién cac budc sau:
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- Vao Menu File, chon Save As

- Xuét hién hop thoai Save Web Page

- Trong File name: nhap vao tén tap tin

- Trong Save As Type: chon Text File.

- Nhén nat Save. Internet Explorer s& luu hd so theo dang thudn vin ban.

e. Download phdn mém va Website

Khi click vao mot lién két chuong trinh cho phép tai xubng, xuit hién hop hoi
thoai cho phép thuc sy muon luu chuong trinh nay lai hay khong. Trudc khi quyét
dinh di€u nay phai bao ddm rang chuong trinh luu vao dia xuat phat tr mot nguon
dang tin cay. Khi da quyét dinh hay chon mdt trong cac tuy chon sau:

- Open It: Tuy chon nay s& cho phép tai tap tin xudng va tim kiém tmg dung dé
mo.

- Save it: Tuy chon nay sé tai tip tin vé mdy tinh. Khi d6 s& thiy hop hoi thoai
Save As xuat hi¢n cho phép chon vi tri dé€ luu tap tin do.

Trong khi tap tin dang dugc tai xudng, s& thdy mot hop hoi thoai bao cho biét
tién do cta qua trinh tai xuodng. Néu Internet Explorer ¢6 kha ning xéac dinh dugc kich
thudc cua tap tin, sé thay mét chi bao thé hién tap tin da duogc tai xuong bao nhiéu.
Thém vao do sé thay thong tin danh gia thoi gian hoan tat qua trinh tai xuong. Trong
khi qué trinh tai xuéng van dang tién hanh van c6 thé quay lai Web site va duyét cac
trang khac.

Cach Download tap tin theo kiéu nay duoc ngdm dinh trong hé diéu hanh. Tuy
nhién, ngay nay c6 rat nhiéu phan mém ho tro vi¢c Download tap tin hoac Web site.

Khi Download mot tip tin v& mdy tinh. Diéu can luu ¥ nén dua tap tin d6 vao
mot thuy muc danh riéng va st dung mot chuong trinh di¢t virus tin cay sau do tién
hanh diét virus thu myc dé trude khi dua tap tin vao stir dung.

f. Tim kiém trén trang Web

Hién nay c6 hang ti tai liéu trén trang Web. Web da tr¢' thanh mét trong nhing
kho hang quy bau nhat vé thong tin trén thé gidi. Internet Explorer va thanh Search
Explorer giup tim kiém _thong tin mot cach nhanh chong va thuén tién. Pé tim kiém
thong tin trén Internet can hiéu rd cach st dung coéng cu tim kiém mét cach c6 hiéu
qua. Dich vu tim kiém trén Web don gian va thong dung nhat 1a cay thu myc theo chu
de Cay thu muc chu dé giong nhu mdt cudn catalog theo chu dé trong mét thu vién
gdm cac nhom cac dich vu Web theo chu dé (nhu nghé thuat, gido duc, giai tri, hay
van hoa ...). Cach tim kiém nhu sau:

Két ndi vao Internet. 2| x|

Find Mext

) Nhap go, find hoac theo sau mot tir - I Match whols word oryy | CrEcton ~—
hodac cum tir trong Address bar. Internet T Up & Down

- & s X i | I katch caze
Explorer s€ tim kiém bang céach st dung -
chuyén muc cung cap viéc tim kiém
duoc xac dinh trude.

Click Search | Find what. [sporf

i)

Khi vao trang Web c6 thé tim kiém mot text dic biét trén trang do bﬁng cach
click menu Edit va nhan nit Find (on this page).
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Xuét hién hop thoai Find:

Find what: g6 vao tir hoac cum tur can tim.

Nhén Find Next dé tim.

Chon Match whole word only: chi tim nhitng ttr doc 1ap.

Chon Match case: qua trinh tim kiém s& phan biét chit hoa va chir thuong.

- Up: tim twr vi tri hién hanh tré 1én

- Down: tim tir vi tri hién hanh tré xuéng.
4. Sir dung mot s6 dich vu va tién ich trén Internet

C6 rat nhiéu dich vu thu dién tir dang web trén mang, phan 16n dich vu 1a mién
phi hodc c6 dang mién phi véi cac chirc nang co so. Cach tao va su dung cac Webmail
nay tuong ty nhau, thuong cé céac chi dan kha can k& cho nguoi dung. Sau day vi du s
dung e-mail trén Yahoo! Mail:

a.Yahoo Mail Viét Nam

* Tao dia chi e-mail
Budc 1: M6 trinh duyét IE, vao dia chi http://mail.yahoo.com.vn, click vao Pang ky
Buwéc 2: Dién mot sé théng tin vao mau ding ky tir nha cung cép dich vu:

Cacd dwee danh diu bing ddu hoa thi * dueeywiu cdu.

Tao Tén Truy Nhip Yahoo! Cua Ban

Tén ho: I
TEn oioi; I
Gidi Tink W
Tén Truy Mhdp Yahoo! Inguyenquangteol91 1 gyahoo.coman
Tén truy cép od thé chiva a-z, 0-9, déu gach dudi va MOT déu chém don ()
Mt ki |

Phdi oo it nhat s8u ky tu,

Nh&p lai mit khdu: |

Muc tén truy nhap Yahoo!: Pién phan tén trén dia chi Email (muc ndy nguoi
dung dién tuy y, nhung trong truong hop da c6 nguodi dang ky thi phai st dung tén
khéac).

Mat khau phai dugc nhap lai dé xac lap.

Trong trudng hop néu quén mat khau, c6 thé sir dung cac thong tin ma minh khai
bao ¢ hoi thoai dudi dé nhan lai mat khau méi.
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Néu Ban Quén Mit Khau Cua Ban...

Céu hdibimét. [ [Chon Céu Hai] |

CAu tra 120 cla ban: I

Ph&i cd it nhdt bdn ks tuy, Bao G8m 13 cdu trd 160 cia ban o nhi 38 v ban

Mgaysinh [dd | |[Chon Mat Thang] =] [yyyy | L2
54 ZIPME Buu Chink: |

Guic Gi: [Vigt Mam |
Thir @8 ik thay thé: | H

S6 ZIP/M4 buu chinh: Ta nhip vao ma vung. (Vi du & Hué ta nhip 84054)
Dién mi dang ky ¢ hinh dudi vao hop van ban. Hinh thirc nay dé chong lai viéc
dang ky tu dong bang phan mém pha hoai.

Xac Nhin Viéc Ding Ky Str Dung Cua Ban

Mhdp vao md 0 duoc hign o
thi: Théng tin thém 0

Burdrc nay gid ool NEEN Ngika cac trudng hop $FEng ky e Jong.

Buée 3: Click vao nat 12298 ¥ 4& hoan thanh qua trinh dang ky.
| Néu c6 théng bao voi phan hiéu chinh cac ndi dung thi tiép tuc hiéu chinh.
Vi du : Sau khi dang ki thanh cong Yahoo s€ thong bao chao mung

S Pang Ky Xeng Chao ming nguyenguangteo1911!

. .. .
Sogn va giki e-mail Truy cap vahoo! Thir...

Piang nhap (vao hop thu) Bang nhap
+ Vao dia chi http://mail.yahoo.com.vn Yahoo!
+ Xuét hién giao dién (hinh bén) ta tién hanh Tén Truy

nhép vao dia chi mail (aguyenquangteo191D) va mat YET]E?]E |

khau cua minh da dang ki, r61 nhan Pang nhap.

W&t khau: |

[ Mhd tén troy nhap cla toi trong may
tinh nay

Blang Mhap

Giao dién tiép theo c6 dang:
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/3 vahoo! Thu' - nguyenquangteo1911@yahoo.com.¥n - Microsoft Internet Explorer =1 x|

File  Edit ‘iew Favorites Tools Help | 1';'
W = M . S A . a5
@ Back - -\_) - |ﬂ @ ;;] | f]Search NFavnntes 6‘} | [_._,._._\. = I!)_J-I - A?- ii &
Address I@ hktp: [ fwn. Fa4E. mail. yahoo. comfym/flogin?. rand=2ztkgl3irmspli j Go |@ -
Wahoo! Mail Tim bEn Web: I Tim | 1=
oo! MAIL #in chao, nguyenquangtec191... Trang thu chi - Tra gidp
Ht Classic [B&ng =ust, Tai khoan]
VIET NAM
1V Cac Bia Chi Cac lwa chon
Kigm Tra Ther | Soan Thu | I Tim Kiém Thu Tim kié&m trén Web

B:_an‘n sE |3 B ChaD b@n
S st el nguyenquangteo1911@yahoo.com.vn!

Céc Thu Muc o “[Ed Ban cd 1 thw chwa doc: b
[Thérm - Sira J4&i] Hép Thu(1)

Cd Hap Thu {1}

(&), Thur Mhap

M2 Cdn Tlow OE Dinmas

Bam vao nit Kiém tra thw dé xem c6 thu méi hay khong.

Khi mudn soan va guri thu ta chon ntit Soan thw

a Yahoo! Thu' - nguyenquangteo1911@yahoo.com.¥n - Microsoft Internet Explorer - |ﬁ| |5|
File Edit View Favorites Tools  Help | ) ,'
N = e . > 1A |
e Back = -\) - |£] @ Lh ‘ /_j Search o Favories €}| [‘;_--_-_\,* (= ] - ‘?' ii
Address I@ http: fivn.F448. mail wahoo, comfym/ Compose?yy=165428ySheta=yes j Go |‘@ -
“ahoo! Mail Tim trén Web: I Tim | =
oo! MAIL #in chdo, nguyenquangtec191... Trang thu chd - Trag qidp
H Classic [B&ng xudt, Tai khodn]
'I' NAM .
11V Caic Bia Chi Cac lwa chon
Giri | Lus lai dusi dang Thu Nhap | Hay Bo

Ngwdi gui: |nguyenquangten191 1@ yahoo.com.vn j [ Thém Trwang Muc Th

Pia chi
Thém cdc dia chi | Thém dis chl B&ng Gii - Thém Bing G (£n di nguodi nhan
Ngwéi nhan: | —

Tieu dé: I

Dinh kém tap
tin dé gui

Binh kém ta3p tin

b. Cong cu tim kiém (search engine)

Search engine cho phép tim kiém thong tin trén hé thdng mang may tinh, dic biét
1a trén hé thdng World Wide Web. Khi nguon thong tin trén Internet trd nén khong 10,
ngudi dung khong thé biét va nhd hét cac dia chi htru ich, cac cong cu tim kiém cho
phép tim ra cac ngudn thong tin can thiét dwa vao cac tir khoa, noi dung, ngdn ngi,
dang tai liéu... tir hinh thirc tim don gian dén phirc tap.
Mot s6 cong cu tim kiém phé bién:
= Google ( http://www.google.com, trang tiéng viét: http://www.google.com.vn)
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* Yahoo! Search ( http://www.yahoo.com)
=  MSN Search (http://www.msn.com)

Ngoai ra, trén Internet con co rat nhiéu dich vu nhu dién thoai Internet, cac dich
vu mua ban, chuyén ngan, kham bénh, day hoc ...

* Sit dung cong cu tim kiém google

Cach tim: Vao trang web http://www.google.com.vn

‘2 Google - Microsoft Internet Explorer E”E'E'
File Edit Wiew Favorites Tools  Help ;1.'
. — i s 3 »
@ Back ~ [ \ﬂ @ _l\J P ) Search :‘/'\r’ Favarites @‘j T -
Address |i§h| hittp: s google. o, vny Y| Go Lirks * @ -
iGoogle
8 Viét Nam

Web Hinh Anh  Mhim  Thu bduc
" & 4. oz an Tim Kiém Ming Cao
|g|:| curm tir cén tim o ﬂag,f| | Twd chon

[ Tim wiri Google ][ ¥em Trang 8140 Tién Tim Buoc | Lung Cu Nadn Naib

Tirn kiém: @& web O nhibng trang viét bang tidng Anh O nhikng trang tir Viat Nam

;EI & Internet

GO cum tir can tim va 4n Enter hodc click vao nat “Tim véi Google”

Két qua tim kiém xudt hién phia du6i dudi dang danh sach liét ké cac trang Web
véi tiéu dé va trich doan ndi dung.

Dé giéi han pham vi tim kiém chi trong cdc trang tir Viét Nam, chon “nhimg
trang tur viét nam”

Pé tim céc buc tranh trén Internet, hdy click vao “hinh hanh”.

* Mot s6 luu y vé cum tir tim kiém:
+ Tim nguyén cum tu:

Thong thudng, néu chiing ta tim mot cum tir, google s& hiéu ky tu trang 1a diéu
kién hodc (OR), vi du ta gd hoa quynh, trong két qua c6 thé co trang chi chtra tir hoa
hay tir quynh hodc ca hai tir nhung rdi nhau. Pé tim nguyén cum tir hoa quynh (lién
nhau) chiing ta thém vao dau nhay d6i: “hoa quynh”

+ Tim véi diéu kién AND:
’ Pé chi dinh mot tir (hay cung tir trong nhay d6i) phai c6 trong két qua, ta thém
dau + vao phia trudce, vi du tim dac diém +'"hoa quynh" thi cic trang tim thay phai

Giao trinh Tin hgc Dai cwong


http://www.yahoo.com/
http://www.msn.com/

nhat thiét co6 cum tir hoa quynh. Hay néu chiing ta muén tim céc trang co ca tir hoa va
tir quynh (khong chat thiét 1ién nhau) ta gd +hoa +quynh

+ Dé tim dinh nghia cia mot tir hay cum tir, chiing ta gb define: <cum tir> hay what
is <cum tir>, vi dy, tim what is internet s& cho két qua la cic dinh nghia vé tur
Internet
+ Pé tim kiém v6i didu kién day du hon vé diéu kién ndi dung, loai tai liéu, kich thudc
hay tim trong mot trang web nao do... hdy chon “Tim Kiém Nang Cao”

Sau khi thuc hién tim kiém, chung ta cin ¢t vao noi dung trich doan trong phan
két qua hodc theo cac lién két trong phan két qua dé vao cac trang web d6 xem thir dé
tim ra nhitng phan ndi dung can tim.

c. Sur dung dich vu chat Yahoo Messenger

Yahoo Messenger 1a cong cu chat dugc sir dung pho bién nhat hién nay. St dung
Yahoo Messenger, nguoi dung khong chi c6 thé trao d6i truc tuyén véi nhau dang van
ban ma c6 thé su dung am thanh (Voice Chat), st dung Webcam dé truyen hinh anh
cho nhau, hay c6 thé gui tap tin cho nhau...

Pé str dung Yahoo Messenger, chuong trinh Yahoo Messenger client can dugc
cai dat trén may nguoi dung, phan mém nay hi¢n tai c6 thé download tai trang
http.//messenger.yahoo.com/download.php.

* Khoi dong Yahoo Messenger (YM)
Tir menu Start hay tir Desktop, biéu twong YM nhu hinh vé&

* Tao mot tai khoan (account) trén YM 8.1

Trén cira sd ddng nhap ciia YM, click vao “Get a new Yahoo! ID...”

+ Cura sO dau tién xuat hién la Terms of
. . IV ahoo
Services, check vao “I agree to the Terms

. z 1
of Services shown above”, bam Next Create Your Yahoo! ID

To use this ahoo! application vou need to create av'ahoo! 1D and password.

+ Ctra s0 “Personal Account Information”, | ™' ,
R ) . Z uggestions For pour Yahoo! 10:
nhdp cac thong tin ¢4 nhan, bam Next. | ¢ wawentong
Riéng Code postal 1a 5 chir s0, chiing ta ¢§ | * ‘awentens
A A A1 A s B r r A 1x . i tuong 2000
thé nhap 5 so bat ky va nhé n6 dé dung khi L
quén mat khau.

+ Create My Own tuongtri_nguyen2007

(examples: "lidudeS6" ar “goodyZshaes")
+ Tiép theo 13 man hinh “Create Your | pasmes ==

Yahoo!ID”. C6 thé chon mdt tén tai khoan | ReesPssnas ==

goi y hodc tu nhdp léy mot tén khac | [ HemembermylD andPasswod

(Create My Own). Bam Next

+ Budc ti€p theo: Password protecton <Back J\ few> J [ Cance

ding dé sau nay quén mat khau c6 thé
dung dé lay lai. Cac muc trong phan nay:
= Question we’ll ask: chon mot cau hoi dé sau nay khi quén mat khau, vao muc
“Forgot your password”, yahoo s& hoi.
*  Your answer: GO vao cau tra 101 tuong tmg cho cau hoi trén

* Your Birthday: nhap ngay sinh.
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* Current Email Address: nhdp mot dia chi email da co san, khong phai Yahoo
mail.

= (Create your free Yahoo! Mail ... : Tao mQt account Mail (cung tén).

+ Budc tiép: Word Verification chi dé chéng viéc tao account ty dong, hdy doc cac ky
tu & budc tranh phia dudi va nhap vao textbox & trén, phia sau dong chir “Enter
word...”

+ Bude cudi ciing, bam Finish dé két thuc.

* Dang nhdp YM
Khéi dong YM, nhép tai khoan (Yahoo! ID) va mét khau (Password), thay doi cac tuy
chon va bam “Sign in”
Céc tuy chon khi dang nhép:
e Remember My ID & Password: Ty ghi nhé ID va mat khau dé 1an sau khoi
nhp
e Sign in automatically: ty dong ding nhap mdi khi khéi dong YM (két hop véi
tuy chon trén)
Hai muc trén khong nén sir dung ddi v6i may tinh dung chung.
e Sign in as invisible to everyone: ding nhdp an, ngudi khac khéng thiy minh ding
nhap.

* Sur dung YM
e Thém mdt nick cua ngudi quen danh sach, st dung menu Contacts->Add a
contact

e Dé guii tin cho mot ngudi: double-click vao tén trong danh sach hodc sir dung
menu Actions->Send a Instant message
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BAI TAP CHUONG 2

Thue hanh vé Internet

Cau 1. Khoi dong Internet Explorer (Double click 1én béu tuong ré). Lan luot duyét
cac trang Web sau dé doc va lay thong tin.

www.edu.net.vn — trang web ctia Bo gido duc

www.google.com.vn — trang tim kiém thong tin

www.vnn.vn - Bdo dién tir Viét Nam Net

www.catlinhschool.edu.vn — Truong tiéu hoc Cét linh Ha Noi (c6 nhiéu bai
giang va sang kién kinh nghi€ém rat tha vi).

www.connectvn.com — Tap hop céac dia chi Web

http://danhba.vdc.com.vn/ — Tra ctru danh ba truc tuyén trén toan qudc

www.24h.com.vn — Bao di¢n tir, dac bi¢t quan tam vé thé thao, truyén hinh,
thoi trang, ..

www.bachkim.vn - Trang web cua coéng ty Bach Kim, chuyén cung cip cic
giao an dién tir va cac ho trg hoc thuat kha bo ich.

Céau 2. Tim va tai tai li€u trén Internet vé may

Hay vao trang web cua B0 gido duc dé Download tai liéu “Tin hoc cin ban” va
cac tai li€u bai giang khac.

Hay vao trang web cua truong Dai hoc Su pham Hué dé lay mau ding ky dé tai
cap khoa, cap truong (www.dhsphue.edu.vn vao muc KHCN).

Hay vao trang web cta Dai hoc Hué va tai “Logo* cua Dai hoc Hué
(www.hueuni.edu.vn)

Vao trang www.google.com.vn thir tim kiém theo cac tir khod sau:

Tin hoc dai cuong

Pai hoc su pham Hué
Hinh nén

Giao an dién tir

Truyén hinh tryc tuyén,

0O O O O O O
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CHUONG 3. SOAN THAO VAN BAN TRONG WORD

BAI 1. LAM QUEN VOI MICROSOFT WORD

icroSoft Word la phan mém soan thdo vin ban chudn

ciia hang phan mém MicroSoft, la thanh phan ciia bé

Office. Word dda dem lai méi truong giao tiép thdn
thién va ngay cang cé nhiéu phién ban (Version) méi véi nhiéu tinh
nang hoé tro nguoi sit dung ngay mét da dang va hiru dung. Tdi lidu
nay chung toi xin gioi thiéu voi ban doc phién ban Word 2003.

I. GIOI THIEU TONG QUAN

1. Khéi dong Word

C6 nhi€u cach dé mé chuong trinh Word, c6 thé st dung mét trong cac cach sau:

e Tim biéu tugng Word trong thanh Quick Launch trén Task Bar

S TEeEBEEOG

e Khoi dong Word tir biéu twong trén ctra s6 cuia Windows Explorer

e Click dup chudt vao biéu twong chit W trén man hinh Desktop,

e Nhép Iénh tir nat Start\Run...
e Chon biéu tugng Word trong nhoém Microsoft Office

) Accessaries

=] Bach Khoa Antivirus 3
) Games
’__J FoxPro » r'- Microsaft Office
~ ) Startup
) AOL for Broadband T Symantec Client Security
/ ‘|] || Launch RealOne Player TR Nero
e ) Yahaoo!
m Programs 3 €D Lines'ss
=) Skyvpe
<) Documents Y ) Turbo Pascal 7
™) Wahoo! Messenger
E] Settings y @ s
) DynDNS Updater
/-.)' Search » |7} File and Folder Protector

) Funny Lines

) Help and Support ) GameHouse

j Aun. .. ) Micrasaft Develaper Mebwark,
™) Microsoft Wisual Studio 6.0
.-’1 Turn OFF Computer ) Microsaft wWeb Publishing

) Motrium

74 start 20§ " r-. ch3

£«

) Microsaft Office Taols
g IL’] Microsoft Office Access 2003
» @ Microsoft Office Excel 2003
g ﬂ Microsaft Office InfoPath 2003
b @ Microsoft OFfice PowerPoint 2003
¥ |E] Microsoft Office Publisher 2003

T ——

e = s =

Hoc - Micra. .,
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Sau thao tac khoi dong cura so lam viéc ciia Word s€ c6 dang

'@I Document1

- Microsoft Word

IEI_] File Edit ‘iew Insert Format  Tools  Table Window Help  WietSpell  Adobe PDOF  Acrobat Comments -
HRN=N = BRI RN A <N R S AR e - ] == M= N e (Re= I S ) i
jnomal <12 o) B 1w === i B R L0 ol = G 0 2 v
i =4 « n e E- O- @ = Al s gL =
P e

g
E.-g-. R R R e I R I R A I U RIS R IS - R B RN IR TR I LV RS- A
- b
L z
- @
N S
=E BE|=EE ¢ ?
ipraw - L | Autoshapes— N w [ O A Al 8 (8] [ | S - A-=== @ j!
Page 1 Sec 1 11 Ab 25t Ln 1 ol 1 English {U.5
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Edit View Insert Format Tools Table Window Help Adobe PDF  Acrobat Comments pe a quesfion for help - X
=8~ RENE= RN A+ AF9-3- 2AO0R =BT 5% @ | dread |l
ormal + 28 pt = TimesNewRoman -~ 28 |~ | B T U [[E(=E = = 5 iz = iE iE -a‘_’,?véva
4 == = - Alilsi i =B
ETNIN RS E R D AN TR R R BB R (RIS LR SR =S AR EN SR L 470 18 &
[
A A Khid Thanh tiéu dé |
_| TQP dicu khlen| (Title bar) Thanh Nhom nit diéu
_| Tén file van ban | thudc khién clra so
ngang
H Con trd van ban |
B — = L - Thanh |—»
. Thanh cong cu chuan Thanh cong cu dinh cudn doc
- (Standard) dang (Formatting)
-g_r Thanh c6ng cu bang
"< Thanh (Tables and Borders)
- thudc doc T
- <«—| Viing soan thao |—
= . _ — Thanh cudn | ¥
; Thanh c6ng cu v& Thanh trang thai ngang *
- (Drawing) (Status bar) i I )
= ¥
=E@R|E|= R £ >
iDraw~ L; | AutoShapes- N w [ (O A 4l = (8] & S - o
Page 1 Sec 1 11 At 2.5cm Lm 1 Caol 1
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a. Thanh menu (Menu Bar)

! File Edit

View Insert Format Tools Table Vilindaowe Help

La noi chira cac chirc nang c6 thé c6 cua ing dung Word, bao gdm cac nhom sau:

TT

Nhom

Chtra cac Iénh

FILE

Tao md1 (New)

M¢ (Open)

Dong (Close)

Ghi (Save)

Ghi dudi tén/dang khéac (Save As)
Khai bao gidy (Page Setup)

Xem trudce khi in (Print Preview)
In van ban(Print)

Két thuc Word (Exit)

EDIT

Phuc hoi 1énh (Undo)

Lap lai 1énh (Repeat)

Céc Iénh sao chép thong tin:

Cit (Cut)

Sao chéo (Copy)

Dén (Paste)

Tim kiém va thay thé (Find, Repla’ce)...

VIEW

Thay d6i cach nhin, t6 chirc sdp xép man hinh lam viéc cua Word,
nhu: Xem thong thuong (Normal).

Xem theo kiéu cdu tric tong thé (Outline).

Xem voi su trinh bay van ban (Page Layout).

Khai bao tiéu d& dau/cudi vin ban (Header and Footer); bat/tit
thude (Ruler).Bat/tit cac thanh cong cu (Toolbars).

INSERT

Chén thém thong tin vao van ban, nhu:
Ngit trang (Break)

Chén s6 hiéu trang (Page Numbers)
Cheén céc ki hi¢u dac biét (Symbol)
Cheén tranh (Picture)

Chén ddi tugng (Object)

FORMAT

La menu thuong duoc st dung nhét. Chira cac 1énh cho phép thay
d6i dinh dang cac thudc tinh ctia doan vin (Paragraph), nhu:

Font chir (Font)

bat tab (Tabs)

Tao bong va duong vién (Borders and Shading)

Cot (Columns)...

TOOLS

Chura cac cong cu b6 trg cho Word, nhu:
Ty dong sira 101 (Auto Correct)
Thay doi cac tuy chon (Options)....

TABLE

Thao tac bang biéu, nhu: Chén bang (Insert), Xoa béng (Delete),
Chon bang (Select), thi€t lap thudc tinh bang biéu (Table
Properties), Chuyén doi dir li¢u Bang-Van ban (Convert), ..

WINDOWS

Sap xé&p, t6 chure, quan li ctra s6 van ban

HELP

Thong tin trg giup cua Word
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b. Thanh cong cu (Toolbars)

Thanh cong cu chura cac biéu tuong. Mai biéu tuong dai dién cho mdt chirc nang trong

Word. Thong thuong co cac thanh sau:

* Thanh Standard la thanh chuén, chira cdc biéu twon o sau:

NEHRSSAVERI BRI I-0- 8 0F=D T T 0% - @ | HHrex

Biéu twong | Tén Churc nang
0 New Tao van ban maéi (Blank Document)
- | Open M¢& mot van ban da c6 trén dia luu trit
[ Save Luu lai van ban
= Print In van ban
[& Print Preview | Xem trudce khi in
" Cut Cat. Pua d6i tuong vao viung nhé Clipboard
Copy Sao chép vao vung nh¢ Clipboard
B Paste Dua dir liéu tir Clipboard ra vi tri xac dinh
o Undo Phyc hoi Iénh
cu Redo Liap lai 1énh da phuc hoi
<t Painter Dung dé sao chép dinh dang
4 Draw Table V¢ bang va hién thanh cong cu bang
ez | Insert Table Chén nhanh mot bang biéu
== Columns Tao van ban thanh nhiéu cot
4 Drawing Hién va an thanh trang cong cu v&

* Thanh Formatting la thanh tgo dang vin ban, chiva cdc biéu twong sau:

+Ita|iu: - WnTimes2 «13 «| B Uu|l== E[% f@ ' = iz EEE T I
Biéu tugng Tén Chirc nang q
Mormal + Italic - Style Hop tén kiéu, chon ki€u cho doan van ban
WnTimes2 - | Font Hop tén font, cho phép chon lya font
13 ~ Font Size Hop chon kich co cua font
B Bold Pinh dang chir dam
I Intalic Dinh dang chit nghiéng
u Underline Dinh dang chit gach chan
= Align Left Chinh 1¢ trai
= Align Center Chinh gitra
— Align Right Chinh 1¢ phai
= Justify Chinh déu 2 1&
= Numbering Panh so ty dong
i= Bullets Cheén bullet
i= Decrease Indent | Giam 18 trai cua doan
i= Increase Indent | Tang 1€ trai cua doan
b . Highlight Danh dau chu thich
A -~ Font Color Po6i mau cua font chir
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Pé an/hién cac thanh cong cu ta cé thé thye hién :
—C?Ch L: . A PO N . , Standard
Bam phai chudt 1én thanh menu (xuat hién 1 menu gom tén cac
thanh cong cu), ta click chon tén thanh cong cu can an/hién.

AutoText
Conkral Toolbo

Database

Drawing

Cach 2:
Vao View| Toolbars va chon tén thanh cong cu can hién/an.

Wiz | Insert  Format  Tools  Table  Window Help !
g% Marrnal e A Eﬂ[
53 | Web Lavout -[Blz]u | ==:
: Prink Layauk e =
| Toolbars G Standard
4 J Header and Fooker Farmatting |
&l Full Screen AuboTesxt
Zoom. .. Contraol Toolbox
¥ Database
‘ Drawing

c. Thanh trang thdi (Status Bar)

Sec 1 3y at z2.2cm Ln 41 Col 15 QYR Engish(U.5 0%

__________________________________

Gitp nguoi st dung ndm duoc mot sd théng tin co ban vé tinh trang vin ban dang
soan thao. Vi du nhu tong so0 trang, trang dang dat con tré lam viéc, ché do go, ...

3. Thoat khoi Word:

Vao menu File| Exit, hodc nhan t6 hop phim Alt_F4

Ciing c6 thé bam vao biéu tugng 3 (Close) & gbc phai trén cua cira s6 tng dung.

Luu y: Khi dong ctra s6 ung dung, Word c6 thé dua ra hdp thoai (can xac nhéan thong
tin trong hdp thoai),

Microsoft Office Word

Y nghia hép thogi: Ban ¢6 muén luu lai
nhitng thay d6i trong Document]l nay
khong? Chon Yes dé luu, No 13 khong : :

lru, chon Cancel thi tiép tuc soan thao. L= | o |

! E Do ol wank ko save the changes o Documentl?

[ Cancel
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II. CAC THAO TAC VE FILE (TAP TIN VAN BAN WORD)

1. Tao van ban méi (New)
Thong thuong, mot van ban méi dugce tao ngay sau khi Word dugc khéi dong va céd
tén Document].

Ngoai ra ta c6 thé tao bang cach: Vao File|New, sau do chon Blank Document tir hop
thoai hién ra hodc tir thanh Task Panel (bén phai ctra s6 trong Word 2003).

File | Edit Wew Insert Format Tools Table : New Document R
0 ten. | OoE :
|7 Open... Ctrl+0 -
Close ,_[] Blank document ]
| save Cirl+S L'?j XML document
Save As... IE‘—'] el
@_‘] From existing document. ..

Hoic bim vao biéu tuong |j| (New) trén thanh c6ng cu chuan, hodc nhan Ctrl N.
2. Luu van ban (Save)

Vao menu File | Save hoic nhin t6 hop phim Ctrl_S, xuat hién hop hoi thoai, thiét 1ap
thong tin luu trir bao gdm Save in (Iuu cho nao) va Filename (tén tai liéu s€ luu 1a gi)
va bam chon Save dé két thuc.

Save As E]
v@e-2@ X LidE- g

Save in: | 3 My Cornputer

\;5 ﬂS‘;& Floppw (4:)
4 e Local Disk (C:)
My Recent | g NHACEFILM (D)
DOCUMENES | |- SETUPBGAMES (1)

= e CO-RU Dirive (F2)

I. e ocal Disk (G2

Deskkop e ocal Disk (H:)
e | ocal Disk (1)
A |5 5hared Documnents
[ﬁtransau's Documents
My Documents | ||C5) MguyenTuongTri's Docurnents

My Cormpuker

e

: File pame: | Churang3.doc v Save |
My Mebwork, =

Places Save as bype: |w.;.r.;| Document (*,doc) w | Cancel

! Bé thiét 1ap mot s6 thong
tin bdo mat khi luu (khi
khong muon cho ngudi khac
biét théng tin luu trong vin
R " . Password ko open: [ advanced. ..
ban), hdy chon vao muc | | [advnced... |

Tools| Security Option va nhap mat khau vao 6 Password to open va bim OK.

Security

File encryption options For this document

3. Dong van ban dang soan thao
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Vao menu File | Close hoic bim Ctrl_F4. Néu vin ban chua duoc luu lai, Word s& ra
thong bao nhac nhé nguoi dung c6 muodn luu lai van ban khong.

Microsoft Office Word

! E Do you wank ko save the changes to Document1?

ues | [ Mo ] [ Cancel ]

Chon Yes dé luu va dong vin ban, No 1a khong luu va déng van ban, chon Cancel thi
tiép tuc soan thao.

4. Mé mdt viin ban c6 san (Open):

Vao menu File | Open hogc bam Ctrl_O
Lic nay xuat hién hdp thoai “Open”

Open @

Laok in: auye i's [ it v @-3|Q X i - Toos-
) |- Downloads IEIJchauZ bai kigm trga. doc
‘ﬁ e IE_ﬂu:l'nauS.u:Ic'c
My Recent | |3 giang ¥ chaul.doc
Documents LT luat viet nam IE_ﬂchau.duc
= My Daka Sources IE_IJCth:n'u; I.doc
@ @My IMusic @cuung
Deskkop hﬂMy Pictures @donzduc
|2 My Received Files IE_ﬂu:h:nn.clcnc
i [0y Skype Content IE_ﬂGI.|!'.r'~lGHLlr'-JG.u:lou:
____/ I3 Tri_Download IE_ﬂha.duc
My Documents | (C5)WEB W hai.dor
B E4c Trai.doc i, doc
'1_1 B EaTSUA. doc B Hung1 .doc
_rg B BaTsiIADOARSON, doo B HUMG. doc
My Computer | WHE AnG GHI KET QUA QUA TRINH HOC TAP.doc - B HUNGGETANG, doc
g | ' =
.'- File name: | " |
My Metwork,
Places Files of type: |.D.II word Documents CF,doc; *, dat; * Hemg * hkrl; *,0rl; * v| Cancel

Muc Look in ta chon noi tim mé file, néu chon dang noi chtra file thi ta théy
tén file xuat hién va ta click vao tén file d¢ Open hodc nhap tén file vao muc File
name roi chon Open.

5. Luwru file dwéi tén khac (Save as..)

Khi chiing ta mudn ké thira noi dung ctia mot file vin ban ¢ san dé lam thanh
mot van ban mai, ching ta ¢6 thé mé file c6 san ra va chon chiic nang Save as dé co
ngay mot ban sao, sau do ta co6 thé thay doi ndi dung trén ban sao phu hop voi yéu cau
moi.

Vi du: Dé chuan bi cho hoi thao A, ta soan tap tin Thong bao s0 1, sau d6 gﬁn
dén ngay hoi thao va c6 mot so thong tin cu theé hon ve hoi thao thi ta s€ ra thong bao
s0 2, nhung ndi dung cta thong bdo nay cé thé ké thira ¢ thong bao so 1, luc bay gid
ta s€ m¢ file thong bao so 1 ra va lam theo cach trén. (HOp thoai giong nhu hdp thoai &
phan luu file)
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BAI 2. TIENG VIET TRONG SOAN THAO VAN BAN

I. MOT SO KIEU GO VAN BAN TIENG VIET

1. Kiéu g Telex

Kiéu gb nay don gian, nén dugc str dung rong rii trong soan thao vin ban. Duéi
day la bang liét ké cac phim go dau va ky tu tiéng Viét:

Diu Phim bim
Sic S

Huyén F
Hoi R
Nga X
Nang J
Xoadau  Z

2. Kiéu gd VNI

Chir Phim bim

U UW; W; ]
A AW

0] owW; [

A AA

b DD

E EE

0) 00

Kiéu gb VNI st dung cac phim sb dé gb dau va gb chir tiéng Viét.

Diu Phim
Sic 1
Huyén 2
Hoi 3
Nga 4
Nang S

Chir tiéng viét Phim
DAu mil trong céac chit 4, €, 6 6
Dau moc trong céc chir u, o 7
Dau tring trong chir 4 8
Chir ¢ d9
x6a dau 0

II. MOT SO BO MA VA CAC FONT CHU TUONG UNG

Khi chon bo ma dé nhap ti€ng vi¢t, nguoi st dung can xac dinh cac font di kém
v&1 bd ma do dé dam bao dugce viéc hién thi ndi dung van ban tiéng Viét.

Xin gi6i thiéu mot s6 bang mé va cac font chir thudng dung twong tmg.

Tén bang ma

Loai font

Unicode (unicode dung sin).

Cac font Unicode, vi du: Arial ; Time new
roman ; Courier ; Tahoma...

Composed Unicode (unicode to hop).

Cac font Unicode

ABC (TCVN3)

Cac font c6 cac ky tu dau 1a .Vn, vi du:
.VnArial ; .VnAristote; .VnBlack; ...

VNI Cac font c6 cac ky tu dau 1a VNI, vi du:
- VNI-Avo ; VNI-Book; VNI-Couri; ...
BKHCM Cac font co6 ba ky tu dau 1a Vn, vi du:
- VnAchen; VnAllegie ...
VIETWARE Céc font c6 hai ky ty dau 1a VN, vi duy:

- VNarial; VNbahamas; VNTime new roman
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III. MOT SO CHUONG TRINH XU LY TIENG VIET

1. Chuong trinh (phin mém)Vietkey 2000.

a. Khoi dong VietKey

Khéi dong Vietkey, bang cach nhap chudt vao biéu tuong Vietkey v trén desktop
Hoac vao menu Start|All Programs (Programs) va chon Vietkey, hodc Start | Run,..

b. Chon kiéu gé va bing ma tiéng Viét
Sau khi khéi dong VietKey, hop thoai diéu khién sé& xuét hién. Chung ta nén chon hién
thi tiéng Viét & phan Options (n€u giao di¢n ban dau la tiéng Anh).

Licensed to NVH(c) and tQc E|

B Xuit hién giao dién tiéng Viét
—

' @ 2000 Em.;.g Minh Tufin, Tel B4-04-B433872 l
Licensed to N¥H(c) and tQc E|

\'ic kg2 00€

@ 2000 Ddng Minh Tudn, Tel B4-04-8433872

Hign thy tidng Yigt Change switch keys

v Fastiosd [0 arz o [ e e e

H& thing

Kieu gO~ TU.}‘/ theO thél quen cua ngu’(‘)’i dfll’lg W ‘ietnamese Interface  Phimn chupén ché dé gé
dé quyet dinh. Thong thuong thi chon mot |0 - ALT-Z -~
trong 2 kiéu gd do l1a Telex hodc VNI.

[~ Sita diu nhanh [ Cho phép gt té
Bang ma: V1e;p ch(_)r} bang ma la tuy nguoi ¥ Quét 3k b Bimndacets |
dung, tuy nhién dé van ban theo chuan
chung ta nén chon Unicode dyng san (ma Ui chirhts ¢ Khéng ¢ Tidvétiéngdnh & Kéubip
theo chuan quoc te)' Maltng bd du khi; [ Chupénclrasd [ MNhén chubt
Mait khéc, cac font ho tro Unicode da dugce Corché b dau |01 - Defaul ~|

tich hop san trong hé diéu hanh Windows.

TazkBar

@T[qgiag ’ Troa K:) Lot

4

Trong céac truong hop ngudi st dung mudn soan thao theo cac font chit tuy thich thi
phai nam rd font chit d6 twong tmg véi bang mi nao dé chon bang mi cho phu hop
trude khi gd (xem them phan II).

Sau khi da thiét 1ap xong, hdy chon TaskBar dé an biéu tuong VietKey 1én khay hé
théng trén taskbar, bAm chon Ludn ndi dé Bié ong dat & géc trai trén cia man hinh.

@ Trz gidp x Thiodt kld) Luén ndi ; TazkBar

Giao trinh Tin hgc Dai cuong 62



2. Chuwong trinh Unikey.

. i . [ui
a. Khoi dong UniKey @L‘I
Nhan d6i chudt trdi 1én biéu Unikey tugngtrén nén desktop.

Sau khi khoi dong ta tién hanh chon bang ma va Kiéu go.
Chon bang ma tieng Viét

Biéu khién

Bang ma: Unicode w
£ -

Kieu go: TCWN3 (ABC) k

. . Wl Windows
Phim chuyen: WIGR

ietnameze locale CP 1258
Unicode 3 hop

UTF-& Literal
% Hudng dén |MCR Decimal
MCR Hex

Chon kiéu g0 tiéng Viét )
Chon kiéu go thich hgp ¢ 6 Kiéu go

KiEu gii:

Phim chuyén:

WMl
WIQR
Microsoft

[ . . . LIwdinhnghia

Chon ché d6 g0 tiéng Viét

Néu biéu tuong do 1a ¥l (dang & ché do gb tiéng Viét) thi kh6ng lam gi c4, néu
1a &l (dang & ché 4o 86 tleng Anh) ban can click chudt trai vao d6 dé dbi sang ché do
20 tleng Viet. Co thé bam to hop phim Ctrl+Shift hoac Alt+Z dé chuyén ddi qua lai
gita ché d6 gd tiéng Viét va tiéng Anh.

Sau khi chon xong, mudn 4n UniKey xudng khay hé théng ta bAm chon nut
DPoéng, khi can hién thi lai bang diéu khién ta bAm phai chudt 1én biéu twong UniKey
trén khay hé thdng rdi chon Bang diéu khién.

b. Chuyén doi font chit véi UniKey

Budce 1. Chon Cong cu (Toolkit) tur biéu trong UniKey trén khay hé thong

Budce 2. Xac dinh bang ma Nguon (Bang ma ¢ van ban dang c6) va ma Dich (van ban
mudn c¢é duoc sau khi chuyén ma).

Buéc 3. BAm chon toan bd van ban nguén, bam phai chuot, chon Copy.

Budc 4. Bam phai chudt 1én biéu twong UniKey trén khay hé théng, chon Chuyén ma
nhanh.

Budc 5. Tao 1 cira s6 mdi (hodc dan chong 1én vin ban cii), bAm chudt phai chon
Paste. (xem két qua).

c. Tit chwong trinh UniKey

Néu biéu twong dang an trén khay hé thong, ta c6 thé bAm chudt phai 1én biéu tuong co
ki hiéu M| hoac ﬂ, luc nay xuét hién menu, chon Thoét.
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BAI 3. MOT SO THAO TAC CO BAN TRONG SOAN THAO

Con tré van ban (Text cursor) hay con goi la ddu nhdy, la noi
dinh vi dé nhdp vin ban (VB) hodc de thao téc véi cac doi twong
trén trang VB. Khi thao tdac voi VB can xac dinh vi tri con tro.

I. MOT SO THAO TAC CO BAN

1. Di chuyén con tré vin ban:

C6 thé di chuyén con tré vin ban bang chudt hodc sir dung ban phim.

+ Str dung chudt: Click chudt trai vao vi tri can chuyén dén.

+ Str dung phim: Str dung 8 phim di chuyén:Phim Left («) dé di chuyén sang trai
1 ki tw, twong ty phim Right (—) (phai), Up (1) (Ién trén), Down () (xubng duoi),

Home (vé dau dong), End (vé cudi dong), PageUp (vé dau trang), PageDown (vé cudi
trang).

Chung ta co6 thé két hop voi phim Ctrl voi 8 phim ké trén dé tang tbc do di
chuyén. Ngoai ra co thé dung cac thanh cudn hodc vién bi ciia mouse dé di chuyén
nhanh dén mét vi tri bat ki.

2. Chon (select) cac ddi twong trong vin ban

‘ Dé tién hanh cac thao tac tac dong 1én doi tuong thi ta can xac dinh doi tuong do
bang cach chon. C6 3 phuong phap chon co ban d6 la phuong phap st dung phim,
phuong phéap st dung chudt va phuong phap két hop phim va chuot.

Phwong phdp 1 (st dung phim): it con trd vin ban vao dau vung cin chon,
nhan gitr Shift va dung cac phim di chuyén dé dua con tré vé cudi vung chon.

Phwong phdp 2 (stt dung chudt): Kich chudt trai vao dau ving cin chon dong
thoi kéo ré chudt dén cudi vung can chon roi nha chudt.

Phuwong phdp 3 (str dung chudt ket hop phim): Dit con tré vin ban vao dau ving
can chon, di chuyen chudt dén vi tri cudi ving chon, gitr phim Sift va click chudt trai.

Mot so6 cach chon nhanh:

Chon mdt tir: BAm dap chudt vao tir can chon.

Chon mdt doan: BAm chudt nhanh 3 1an vao doan can chon

Chon mét hodc nhiéu dong: Di chuyén chudt sang trai ciia van ban cho dén khi

chudt co6 hudng quay sang phai (ﬂ ). Luc nay, kich chuét trai dé chon mot dong, kéo ré
chudt dé chon nhiéu dong, kich dup chudt dé chon ca doan.

3. Sao chép (Copy)

C6 thé thuc hién theo cac budc sau:
+ Chon ddi twong can sao chép;
+ Vao Edit | Copy (hoac Ctrl_C, hoac bam biéu tuong B);
+ Pit con trd vao vi tri can dit két qua sao chep t61;
+ Vao Edit | Paste (hoic Ctrl_V, hoic bam biéu tuong B);

So dé qud trinh sao chép théng tin trong Windows
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Clipboard

Copy / Cut / M

Da6i tugng dugc chon Dbua ra ban sao vao vi tri mdi

4. Di chuyén (Move)
Di chuyén thuc chét 14 cit ddi trong & vi tri nay va dan & mot vi tri khac.
+ Chon doi tuong can di chuyén;
+ Vao Edit | Cut (hodac Ctrl X, hodc bam biéu tugng & );
+ Pat con tro vao vi tri can di chuyén toi;
+ Vao Edit | Paste (hoic Ctrl_V, hoic bam bicu tugng B2);
5. Xo4 d6i twong :
+ Chon ddi tuong can x04 ;
+ Vao Edit | Clear hoac nhan phim Delete
6. Phuc hdi cac thao tic vira thue hién :

Khi chung ta thao tac, c6 mot sd trudng hop nham 13n ching ta c6 thé huy thao tac sai
do bang cach chon Edit | Undo hodc nhan phim Ctrl_Z, hodc bam vao bi€u tuong ¥?.

II. TIM KIEM VA THAY THE VAN BAN

1. Tim kiém (Find):

Dé tim kiém vin ban ta c6 thé sir dung chirc ning tim kiém (Find) ctia Word; ta ciing
c6 the thay thé van ban voi van ban khac bang chirc nang thay thé (Replace).

M6 hop thoai tim kiém: Nhan t6 hop phim Ctrl_F hoac vao menu Edit | Find.

Find and Replace

Find | Replace | GoTo

Find whak; |N|;|“i dung c&n bim dugc nhip vao davl W |

[ ] Highlight: all items found in:

[ More ¥ ][ Find Mexk ][ Cancel ]

Nhap ndi dung can tim vao muc Find what va bAm chon Find Next dé tim kiém. Trong
truong hop muodn thiét 1ap chi tiét hon vé thong tin tim kiém bam chon More.

2. Thay thé (Replace):
Mo hop thoai thay thé: Nhan t6 hop phim Ctrl_H hoic vao menu Edit | Replace.
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Find and Replace

Find | Replace | GoTo
Find what: M&i dung bim 38 thay w
Replace with: MGi dung thay thE W
[ Maore ¥ ] [ Replace ] [Replace Al ] [ Eind Mext ] [ Cancel

Trong hop thoai ndy, can thao tac:
+ Nhép ndi dung vin ban can tim ¢ 6 Find what
+ Nhap nodi dung vin ban can thay & 6 Replace with
Bam chon Replace dé thay thé timg cum tir tim duoc.
Néu thay thé tat ca cum tr tim duoc chon Replace All
Dé thiét lap chi tiét hon vé thong tin tim kiém va thay thé bam chon More.

Cu thé nhu chon mién tim kiém & 6 Search gém:
+ All: tim tAt ca van ban
+ Down: tim tir vi tri con trd vé cudi van ban.
+ Up: tim tir vi tri con tr6 vé ddu vén ban.

Cac phim va t6 hop phim dung hiéu chinh vin béan

Phim/t6 hop phim

Chirc nang

Delete Xo6a mot ky tu bén phai

Back space Xo6a mot ky tu bén trai

Ctrl+Delete Xo6a mdt tr bén phai

Ctrl+Back space Xo6a mot tir bén trai

Enter Xubng dong va tao két thuc doan (thém mot doan méi)

Shift-Enter Xubng dong (dau ngit dong) nhung khong ngit doan

Ctrl+Enter Qua trang m&i (ngit trang chén dau)

Ctrl+Shift+Enter Qua cOt méi (chén diu ngit cot).

- Ctrl+Ins / Ctrl+C Sao chép khdi vin ban di dua vao bd nhé dém

- Vao menu EDIT|Copy

Shift+Del / Ctrl+X Cit d6i twgng dua vao bo nhé dém

Vao menu EDIT|Cut

Shift+Ins / Ctrl+V Dan khdi van ban da dugc sao chép hoac duoc cat trude do

Vao menu EDIT|Paste ngay vi tri hién thoi cia con trd van ban

Alt BackSpace/ Ctrl+Z | Huy bo 1énh vira thyc hién xong, thuong dugc st dung khi

Vao menu EDIT|Undo trudc do6 ta thuc hién mot thao tac bi 16i giy ra su thay doi
ndi dung hay hinh thirc cia van ban

Ctrl+Y Lap lai I¢nh vira thuc hién xong

Vao menu EDIT|Repeat
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IL THIET LAP VUNG LAM VIEC

1. Chon ché @j hién thi (View):
Vao menu View, ch(_)p mot trong cac ché do phu hgp vé1i tirng cong viée cu thé.
- Normal : Ché do jbinh thuong;
- Print Layout: Ché d9 trang in
- Web Layout: Ché d¢ hién thi theo trang web.
- Reading Layout: C}’lé do doc ) )
- Outline: Ché d6 hién thi theo bo cuc van ban, cé phan cap.
2. Hién/an thwéc va cac thanh cong cu:

- Hién/ 4n thudce: Vao View | Ruler
- Bat, tat cac thanh cong cu View | Toolbars va chon tén cong cu phu hop.

3. Thay déi kich thwéc ving lam viéc

MG réng va thu hep Ié trdi:

Pua chudt dén 18 trai trén thanh thudc ngang, cho dén khi hinh dang chuét tré thanh
<> nhu hinh dudi, ta bam va kéo ré chudt qua trai hodc qua phai dé thu hep hay mé
rong ¢ trai.

MG réng va thu hep 1é phdi:

Pua chudt dén 1& phai trén thanh thude ngang, cho dén khi hinh dang chudt tré thanh
<> nhu hinh dudi, ta bam va keéo ré chuét qua trai hodc qua phai d¢ mo rong hay thu
hep 1€ bén phai.

cor1ge 1 17 YRR IR 0 =
' ' : [
Phéng to / thu nhé (Zoom) Lo 3
\ . A ‘A A . Zoorm ko
Vao VIE’!W | Zo?m, Xyat hién h?p tl’VIOE_ll O 2% O age widh O ey pages:
Chon kich thudc phong cu thé hodc tu | g gasan IR, —
thiét lap & muc Percent (bao nhi€u | s ) Whole pags ,
phan tram). s T
Trong truong hop muodn tran man hinh - T
ta chon View | Full Screen. R
12 pt Times Mew Roman
AabBbCeDdEeXxYviz
AaBbCeDdEeX=Yviz
AaPbCeDdEe X xYvis
—
I o4 ] [ Zancel
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IV. CHEN MOT SO POI TUQNG VAO VAN BAN

1. Chén ky hiéu (Symbol)

Symbol 1a cac loai font chir dac biét, thay cho vi¢c vé chit, trong cac font kiéu symbol
thuong chira cac ky hiéu dac biét nhe &, [, B, =, X, &, R, &, 50,....

Thao tac nhu sau:

+ Dt con tro dén vi tri can chén;

+ Vao menu Insert | Symbol. Xuit hién hop thoai:

Symbols | Special Characters

Eont: |Wingdings w

RS e =y R~ el | = = [ el aets
= B = 2 &= 0w B e |E @]
wn|¥|&|o|s|=|=|d | P % OO LR
P o3 | 0| | 2| 5P | T | 9 |0 (50 |G Q| 30| 88|V L
Recently used symbols:
| R | & XK = | BIL & 2|20 3]/ |3
wingdings: 43 Character code: |43 from: | Symbol (decimal) w
[ autocorrect... | [ shorteutkey... | shortcut key:

[ mnset | [ cancel |

Trong muyc Font, chon cac tén font nhu Wingdings, Symbol, Weddingl, Wedding2
dé chon duoc cac ki hiéu phu hop, sau d6 nhan phim Insert dé chén vao vin ban cua
minh.
* Chu y: C6 thé tién hanh chén mét
lic nhiéu ky hiéu thay cho viéc phai |- .., . command
go1 chtrc nang nay nhiéu lan. Commands:
Pbi voi nhitng ky hiéu thuong xuyén -
phai sit dung nhu: < T, ¢, ¢« =_..
ta c6 thé thiét 1ap to hop phim tat
(ShortCut) bang cach chon kY hiBu, | specry kevboard sequence
sau d6 bam nut Shortcut Key, khi | curentkers: U055 DR Sneiast s
xuat hién hop dbi thoai ta nhan t6 hop
phim (do minh ty dit nhung bat dau
phai 1a phim diéu khién Alt hodc Ctrl | save changesin: Hormal.dot 3
sau d6 la tr 1 dén 2 phim thong | Pescription

; . wingdings: 61592
thuong khac); sau do bam nat Assign.
Bay gio, khi nao can chén ki hiéu chi
viéc nhan t6 hop phim da dang ki.

Customize Keyboard El

Syrnbals oy
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2. Cheén s6 trang (Page Numbers)

Vao menu Insert | Page Numbers, hop thoai xuét hién

%)

Page Numbers

Position: Preview

| Botbom of page (Fooker)

Alignment;
| Right " |

Shows nurber on first page

o) (o]

Muc Position chon vi tri trén (Top of Page) hoac dudi (Bottom of Page).

Muc Alignment xac dinh danh sb trang vao gbc nao Right (phai), Left (trai), Center
(gitra), Inside (mat trong) Outside (mat ngoai).

bé khong danh s6 cho trang dau tién, thi huy chon ¢ myc Show number on first
page; dé mudn dinh dang kiéu cia sé trang, chon nit Format.

3. Chén ngat (Break) Break ['?|P$_<|
Pé thuc hién ngét trang hay ngét doan van ban ta Break types
thuc hién.
+ Pat con tré vao vi tri can chén, {:} Column I:ureak
+ Vao menu Insert | Break, hop thoai xuét hién (O Text wrapping break
Section break tvpes

Chon kiéu ngit (Break types), cu thé neu mudn ngit | O Hextpage
trang thi chon Page Break; muén ngit cot thi chon | © Continuaus

Column break, ... g ix;lzn page
Qdd page

[ Ok ][ Cancel ]

4. Chén ngay gio (Date Time)

+ Dat con tro vao vi tri can chén,
+ Vao menu Insert | Date and Time, hop thoai xuét hién ta chon kiéu ngay phu hop
dé chén vao van ban (néu mudn ngay thang duoc cap nhat thi baAm chon vao 6 Update
Automatically.

5. Chén chu thich (Footnote) Footnote and Endnote %]

Khi ta muén tao chu thich cho mot tir ndo d6 va | Lecation

dat & cudi trang hodc cudi tai liéu, ta can thuc (®Fantnotes: |Ec,tmm of page v|
hién nhu sau:

+ Pit con tré ngay sau tir can duoc chu thich;

+ Vao Insert | Reference | Footnote, hop thoai
xuat hién; Farmat
O muc Location ching ta c6 thé chon

) Endnotes:

- . p Mumber Format; |1J 2,3 .. v|
Footnotes dé dat cuoi trang, néu chon Endnotes ot ) | Cooe, ]
\ ’, , ~ o, o Ke jxnoe 1°n UsCOm mark.: wrmool. ..
thi chu thich s€ dat & cuoi tai liéu.
Stark at: 1 E
Mumbering: | Continuous w |
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BAI 4. CAC THAO TAC PINH DANG VAN BAN

I. PINH DANG FONT

Pé dinh dang Font chir ngoai céc thao tic dinh dang don gian: Pam, nghiéng, gach
dudi, déi mau, doi kich thudc,... ta con c6 thé thiét 1ap dinh dang chi tiét bang cach
vao menu FORMAT | Font, hop thoai Font xuat hién

1. Trang Font (thiét 1ap font chik):

Fonk |Cha[a|:ter Spacing | Tezk Effects

Fonk: Font skyle: Size:
imes Mew Roman
Times Mew Foman o] rs
Trebuchet M3 Italic a
Tunga Bold 10
Tws Cean MT Biold Italic 11
T Cen MT Condensed b 12 bt
Font calar: ndetline style:
| Automatic V| |{nu:une]l » |
Effects
[ ] strikethrough [] shadow [ ] 5mall caps
[ ] bouble strikethrough [ outline [ ] all caps
[ ] superscript [] Emboss [ ] Hidden
[ ] subscript [ ]Engrave
Preview
Times New Eotrnan
This is a TruaType Font, This Font will be used on both printer and screen,

.

+ O muc Font, chon tén font bang cach bAm miii tén 1én/xudng dé duyét tén cac font
c6 trong danh séach, khi chon font can nhé bang ma minh dang soan thao 1a gi dé chon
duogc font chir tiéng Viét phu hop (truong hop chua rd nén xem lai kién thue ¢ bai 2).

+ O muc FontStyle, chon kiéu font: Cé cac kiéu sau: Regular (thudng); Italic
(nghiéng); Bold (dam); Bold Italic (Nghiéng + Dam),. .

+ O muc Size, chon kich ¢&: Pon vi kich thudc font, binh thuong thi chon size 13.
+ O muc Font Color: Chon méau cho Font chit: Black: Pen

+ O muc Underline:Chon céc kiéu gach chan:
e (none): khong gach chin
e Single: gach nét don
e Words only: chi gach theo tir
o ..
+ Chon hiéu tmg ¢ muc Effects:
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Strikethrougt; Superscript™ 0 " Subscriptcn; s auoi Hidden: che dau text khong cho
hién thi; Small Caps: Cac Chit Hoa Nho; All Caps: TAT CA DEU HOA,

!

o Quan sat két qua lya chon 6 muc Preview

2. Trang Character Spacing (Diéu chinh khoang cach gitra cac ki tu)
bé diéu chinh vi tri van ban
so vO1 duong chan co s¢ va
khoang cach gilra cac ky tu Font || Character Spacing | | Text Effects
ta chon trang Character
Spacing el
+ Muc Scale: Dicu chinh ti

1é gita chiéu cao va chiéu Spacing: | By

rong cho céc ki tu.
+ Muc Spacing: Diéu chinh
khOéng cach giua cac ky o, [ kerning For fonts: |:| Paints and above
gom c¢6: Normal: binh
thuong. Expanded: ting
khoang cach giira cac ky tu,
lam cho chung cach xa
nhau ra. Condensed: nén
khoang cach va lam cho cac
ky tu sat nhau hon.
Co thé dat thong sb diéu Times New Roman
chinh vao 6 By.
+ Muc Position: Diéu chinh T4 iy £ Tieveymin it T o el o ) o [l (i 21 S,
vi tri ky tu so voi duong

ri Kyt so v6 5 ) (o
chan co s, gom co:
Normal: binh thuong
Raised: nang ky tuy Ién cao hon duong
chan co s& va Lowered: ha thép vi tri
ky tu xubng dudi.

Position; |I"-.I|:|rmal b | Biv:

Preview

Font Character Spacing | i

Anirnations:

fnane)

3. Trang Text Effects (Hi¢u &ng cho Blinking Background

a 4 Las Vegas Lights
van ban) tarching Black anks
. N X n , n Ma_rching Red Ants
Nguoi st dung c6 thé thiét lap cac hi¢u shimmer

Sparkle Text

ung cho van ban hién thi, vi du nhu
nhap nhdy, vién bao, .... bam chon vio
Text Effects.

O muc Animations chon cac kiéu hiéu
tmg phu hop, néu chon None c6 nghia
14 khong thiét 1ap hi¢u tmg, o) [ concs

Preview

Times Mew Eornan
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IL. PINH DANG DOAN (PARAGRAPH)

Mot doan van ban (trong word) 13 tap hop cac dong va két thuc bai ki tu ngat doan

hoac sau khi nhan Enter.

Cic buwdc tién hanh dinh dang doan:

+ Chon céc doan can dinh dang. Néu dinh dang mot doan, chi can dat con trd vao vj tri

bat ki trong doan do.

+ Vao menu FORMAT | Paragraph. Hop thoai Paragraph xuét hién, & day chua tat
ca cac dinh dang cho doan van ban, bao gdbm céac dinh dang:

Paragraph

Indents and Spacing

Line and Page Breaks

General

Alignrment: Ctline lewvel; Body kext W
Indentation

Left: 0cm - Special: By:

Right: 0cr E {rionel “ 3
Spacing

' Fs

Before: opt - Line spacing: Ak

After: 0 pt - Single w #
Presview

o J (=

1. Chinh sip va khoang cach (Indents and Spacing)

+ Chinh sip theo 1& chon muc Alignment, gom co: Left, Right, Centered va Justified
(chinh thang theo 1€ trai, thang theo 1€ phai, can gifra va chinh déu hai bén).

+ Dat khoang cach doan so voi cac 1¢ chon muc Indentation. Trong d6 co Left (1&
trai), Right (1€ phai): so voi 1€ trang.

+ Special (hiéu ung dic biét), gom co: None dé tat hiéu tng, toan bd doan vin sip
theo 1€ trai. First Line: dua dong dau tién thut vao so véi 1€ trai cuia doan; Hanging:
dua cac dong trong doan (trir dong dau tién) thut vao so voi 1€ trai cuia doan.

Tuy nhién, cac muc ndy c6 thé thay doi bang cach thao tac chudt trén thanh thudc

ngang.
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+ Chinh khoing cich chon muc Spacing: Dung dé phan cach giita cac doan, bao

gom cac loai:

e Before (khoang céach trudce hay ¢ trén cua doan);

o After (khoang cich sau hay & dudi ciia doan);

e Line Spacing (khoang cach gitta cac dong trong doan), gdm co:
+ Single: Khodng cach don, phu thudc vao kich ¢& cua font.
+ 1.5 lines: Khoang cach gip rudi so v6i Single.
+ Double: Khoang cach gip d6i so vé6i Single.
+ At least: Dt khoang cach t6i thiéu 13 bao nhiéu.
+ Multiple: it s6 khoang cach bdi so voi Single.
+ Exactly: Bat khoang cach chinh xac.

2. Piéu khién ngit trang va dong (Line and Page Breaks)
Chon thé¢ Line and Page Breaks,

bao gom cac hi¢u chinh:

+ Window/Orphan control

khién sy qua trang cua nhiing doan || Pagnation

bi phan cach khi & cudi trang.

+ Keep lines together: gilr cdc dong

lai v&1 nhau néu bi qua trang.

+ Keep with next: gilt doan van nay

diéu Indents and Spacing |} Line and Page Breaks |
wtidowsfiCrphan conkrol [ keep with next
[] keep lines together [] Page break before

[] suppress line numbers
[] oon't hyphenate

v&i doan van ké ti€p ludn ludn trén cung mot trang.

+ Page break before: tu dong chén mot ngit trang phia truéc doan. Chirc ning ndy lam
cho doan luon ludén bat dau & mot trang moi.

II1. PDINH DANG TRANG (PAGE SETUP)

Pinh dang trang la viéc lam can thiét dé dat noi dung van ban trén mdt gidi han trang

in ndo do, nham tao bd cuc
trang in phu hop véi khod
gidy (Hinh v& tuong trung
cho kho gidy).

Pé thyc hién dinh dang
trang ta thuc hién:

+ Vao FILE | Page Setup
hodc nhan d6i chudt trai vao
thanh thuéc ding.

+ Xuét hién hop thoai Page
Setup, thiét 1ap thong tin
cho hop thoai va nhin OK.

A

Lé trén Tiéu dé dau trang (Header)
(Top)

PAPER _,|

|

PAGE
Lé trai
(Left)

Lé duGi o
(Bottom) |—11€u de chan trang (Footer)

A
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1. Diéu chinh gidy (Paper)

+ Muc Paper size: Lya chon
chon ¢& gidy. Co cac co gidy
chuan nhu: A4, A3, Letter,...
Pé chon co gidy bat ki vao
Custom size, va dat lai Width
(do rong), Height (do cao).

+ Muc Paper source: Khai bao
ngudn gidy ctia may in. C6 cac
chon lya nhu nop gidy bang
khay ty dong (Default tray).

+ Muc Apply to:
Apply ko
This seckion

This paoink Forward
Whole document

(xé&c dinh pham vi ap dung)

Ap dung cho doan nay (This
section); Tur vi tri dang chon dén
hét vin ban (This point forward)
hosc Ap dung cho toan bo vin
ban (Whole document).

2. Thiét lap 1& trang in
(Margins)

Chon Margins.

+ Trong muc Margins diéu
chinh cac thong sé xac dinh 1&
ctia khung trang, bao gdbm:

Top (1é trén),

Bottom (1é dudi),

s Left (1 trdi),

Right (1é phdi).

Phian Gutter dé khai bao gay
(phan danh dé déng bia).

R/
L4

>

*,

%

>

*,

D)

*,

A X4

+ Muc Orientation: Chon
huéng trang in: Kiéu dung
(Portrail), va kiéu ngang
(Landscape).

! Bé 16 thira viee thiét 1ap cho
cac van ban mdi sau do cling ap
dung kho gidy trang in nhu vira
thiét 1ap, ta bAm nat Default dé
ghi nh¢ thong tin dinh dang cho
cac lan sau.

Page Setup

Paper source

First page:

Default kray (Automatically 5
Automatically Select
onlyone

Paper size:
| Ad v |
width:
Height:

Other pages:

Default kray (Aukomatically S
Automatically Select
Cnlyone

Preview
Apply ko
|This section

Prink Cptions. ..

Default, ..

K l[ Cancel ]

Page Setup

Margins | Paper Layout

Margins

Gukker: Gutker position:
Qrientakion

Portrait Landscape

Pages

Multiple pages: |N|:urmal LY
Presview

apply ko

|This seckion A

Defaulk, .. Ok ][ Cancel
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IV. TAO BULLET VA PANH SO TU PONG

Muc dich su dung: O dau mdi chuong myc hay cac doan dugc trinh bay nhu dang liét
ké, nguoi ta thuong danh so6 thir ty (s6 la ma hodc so6 thiap phan) hay cac ki ty dac biét,

nhin chung 1am ndi bat chiing.

Cach lam: Vao menu FORMAT | Bullets and Numbering.

1. Thiét 1ap Bullet
Pé thiét 1ap Bullet chon

Bulleted | Mumbered

Bullets and Numbering

Cutline Mumbered

3

List Skyles

th¢ Bulleted (xem hinh
bén). Trong do, moi 6 la
mdi kiéu Bullet, 6 None dé

x6a Bullet. Dé thiét lap None .

thém céc tiy chon bam nit
Customize.

Xuat hién hop hoi thoai :
moi.

Cuskanize. ..

[ [o]4 ][ Cancel ]

Trong hop thoai ndy, ta c6 thé:

Customize Bulleted List D__<|

+ Thay doi font cho bullet: BAm vao nut
Font.

+ Chon kiéu bullet khac: BAm vao nat
Character.

+ Pé tao bullet 13 anh: BAm vao nat
Picture.

+ Muc Bullet position: Dung dé xéc
dinh vi tri (khoang cach so véi 18
trai) cua bullet.

+ Muc Text position: Dung dé xac dinh
vi tri cua van ban theo sau bullet.

Bullet character

. + = &

[ Font...

] [gharacter...] [ Pickture. .. ]

Bullet position

Text position
Tab space after:

11.27 cm

S e

Presview

2. Panh s6 tw dong (Numbered)

Pé danh sb tu dong chon Numbered
va cach lam tuong tu nhu tao bullet.
Luu y: Khi khong mubn tao bullet
nhung word ty dong tao ra thi vao
hop thoai nay va chon None dé huy.

Bullets and Numbering

Bullzted | Mumbered ‘Ogtline Mumbered | List Skyles
1.1 1) 1.
None 13 % )
117 7 2

|
X
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V. TAO VIEN VA NEN VAN BAN:

Muyc dich: Lam nbi bat mot khdi van ban, thudng ap dung trong cac tiéu dé& chuong,
bai... Vidu:

TIEU PE CO KHUNG VA TO BONG

1. Tao khung vién (Border)

+ Chon doan vian mubn tao khung vién
+ Vao menu Format | Borders and Shading... va chon thé Borders

%)

Borders and Shading

Borders |Eage Border || Shading

Setting: Skyle: Presigm
Click on diagram below or use
D Hone buttons ko apphy borders

|| g ="

|3

| &

Shadow
— Color:

Aukonnatic V|

3D

L Width
Waph ———— apply ko

Cuskom

ﬂ |F'aragra|:|h v|
Opkions. ..
[ Horizonkal Line. .. ] [ Ik ][ Cancel ]

+ Chon dudng vién, duong vién c6 bong, ... & muc Setting:
e None: Dung dé bé duong vién

e Box: Dé tao dudng vién.
e Shadow: B¢ tao dudng vién c6 bong./ 3-D: Dé tao duong vién 3-D.
e Custom: D¢ tao cac duong vién nhung co6 thé bé mét s6 canh.

+ Chon kiéu vién & muc Style; Chon mau cho duong vién & muc Color
+ Chon d¢ day mong cho dudng vién & muc Width

+ Muc Apply to c6 2 lya chon Paragraph (4p [Ir R e rah Rt
dat cho doan), Text (ap dat cho van ban).

From text
+ Dé tang khoang cach gilra vién va van ban | to: |WE left:  4pt 3
bén trong nd, bam vao nut Options... va thay | eetem: [1pt 2]  Rat:  [4pr 2

ddi cac gia tri trong hop thoai do.

+Bam OK dé chp nhan hoan tat.
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2. Tao nén cho vin ban (Shading)
T6 mau phan bén trong khung vién: Chon thé Shading (xem hinh)
Borders and Shading [g|

Borders | Page Bu:urder| Shading |

Fill Presvigw

Mo Fill

L E B

BRI
O e

Patterns

Shyle:
“:' Clear w | Al 8
T |
[ Horizonkal Line. .. Ik ] [ Cancel ]

Chon mau nén (muc Fill):
e BA4m vao No fill dé b6 t6 nén.

e Bam vao mot trong cac mau & bang mau dé t6 nén vd1 mau do, sau khi chon két
qua s€ hién & muc Preview.

e D¢ chon nhiéu mau khac bam vao nat More colors...

Chon kiéu to (muc Patterns): Pé chon kiéu t6, bdm vao 6 Style va chon mau to thich
hop. Bam OK d¢€ xac dinh cac chon lya.

3. Vién trang (Page Border)

Dé thiét lap vién cho trang van ban ta lam tuong tu nhu phﬁn vién van ban, chi c6 mot
chi tiét khac rat nhé 1a & phan vién trang Word ho trg cdc vién dang hinh anh (Art) dé

tao ra su phong phu trong cdc mau vién. Ark:
(none)

VI. PINH DANG COT (COLUMN)

Muyc dich sir dung: Binh thudng vin ban c6 mdt cot, dé trinh bay vin ban trong nhiéu
cot giéng nhu cach & cac to bdo, ta st dung chirc nang tao va dinh dang cdt. Céc tao va
dinh dang nhu sau:

Chon phﬁn van ban can chia thanh nhiéu cot, vao menu Format | Columns.

Hop thoai Columns xuét hién
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Columns @E|

7 I
resets m
HIEE
one Two  Three  Left Righk
Mumber of calumns: &
Width and spacing Preview
col #: width; Spacing:
1: 165cm &
Apply bos This seckion w

+ Chon nhanh sd cot & muc Presets hodc nhap vao s6 cot & 6 Number of columns.
+ Chon Line between dé dit dudng phan cach giita cac cot (néu can).
+ Chon Equal column width dé bao dam d6 rong cta cac cot 13 bang nhau.

+ Trong truong hop mudn thay doi do rong moi cot ta huy chon Equal column width
va thay ddi d6 rong cot & 6 Width va thay ddi khoang cach giita cac cot & 6 Spacing .

Céc thay ddi sau mdi lya chon déu dugc thé hién & muc Preview.

+ Bam OK dé x4c nhan va thoat, hodc bAm Cancel dé thoat ma khong xac nhan.

!Khi chia van ban thanh nhiéu cot, dé ngét doan van ban nay qua cot khac, ta dat con
tré vao vi tri mudn chuyén qua cot khac va nhan t6 hop phim Ctrl+Shift+Enter.

VIL. PINH DANG TAB (TAO CAC PIEM DUNG KHI NHAN TAB)

1. Mt s6 mau dinh dang sir dung Tab:
Mau 1. Danh sach

STT Ho va tén Ngay sinh Lwong
1 Nguyén Hoang Anh 12/05/1975 353.462,50
2 Tran Trong Nghia 23/11/1977  457.265,83
Mau 2: Tao biéu miu dé dién thong tin:
Hotén: ..o, Giditinh .......cccevvvviviinnnns
Ngay Sinh: ...ooooiiiiiiiiiiieeeeeeeeeeeen Noi sinh:......cooovviiieenennn.
QUE QUANT et e e e e e e e e e e e e e e
Mau 3: Tao tiéu dé bao cdo
TRUONG DHSP HUE CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA TIN HOC Doc lap — Tu do — Hanh phuc
---00o0--- ---000---

Dé 1am céc vi du trén, ta sit dung chtic ning Tab, cac bude 1am nhu sau:
Chon loai Tab trén thanh thudc, gom: [x] tab trai, (4] tab gitra, (4] tab phai, v.v...
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2. Cach thiét 1ap Tab:

+ Nhip chudt 1én biéu tuong Tab & gdc trai trén ciia ving soan thdo [ 5 '
(hinh bén) dé lua chon kiéu,
+ Nhan chudt trai 1én thanh thuéc ngang dé dit Tab 1én do, co thé thay
d6i vi tri clia tab bang cach bim chudt vao tab va keo dén vi tri khéc. - —
Vi phuong phap thao tac truc tiép chi dap ng dugc d6i v6i nhimg |~ 5
mau dinh dang don gian nhu mau 1 va mau 3, ddi véi mau 2 sau khi thao tac dinh vi
Tab can b sung ki ti dan (leader) nhu sau:

Nhan d6i chudt trai vao vi tri dat Tab trén _
thude dé 1am xuAt hién hop thoai dudi day. [k X
Sau do6 ta lan llIO't hléu chinh cho 3 Vi tri da Tab stop position: Default kab stops:
duogc thiét lap (2.96 cm; 11.01cm; 15.87cm) p 1.27 om E
Cu thé: fllgglcrcnm Tah stops ko be cleared:

Vitri 2.96 chon Left/ 1. None 15.67 cm
Vitri 11.01 chon Left/ 2.....
Vitri 15.87 chon Right/2.... Alignment
Ta Sé Cé du’OC két qUé l’lhu’ tl‘él’l méu @ LE-'Ft {:} Cenker {:} Bil;ht
3. Mot s6 ndi dung trong hdp thoai Tab O Decimal O Bar
Muc Tab stop position: Thiét lap vi tri dat LE;;E; o Oz O 3
Tab theo thudc ngang tinh tir trai qua phai. Os B -
Muc Alignment: Kiéu tab, c6 5 loai: [ st | [ cear | [ Cearal |
+ Left (tab trai |Zl): cac ky tu di sau
tab s& dugc chinh thing bén trai tai vi [ ok ][ cancel |
tri dat tab.

+ Right (tab phai [4] ): cc ky tu s& duge chinh thang bén phai tai vi tri dit tab
+ Center (tab gitra (4] ): chinh text tir gifra ctia vi tri tab

+ Decimal (tab s6 [£] ): dung dé chinh céc con s theo phan thip phan

+ Bar (tab thanh o] ): tao ra mot thanh ding tai vi tri tab.

Muc Leader: Kiéu ky ty 1ip day khoang trong do tab tao ra
+ None : dung khoang trang dé lap day.

+ : diing cac dau “.” dé lap day
+ - : diing cac dau “-” dé lap day. o
+ : dung cac duong gach “  dé lap day.

Cac nut chirc nang:
+ Set: Ap dung cac dinh dang tab da dugc dat.
Clear: D¢ x6a cac dinh dang ctia Tab dang chon.
Clear All: Bé x6a toan bo dinh dang cuia cac tab trong mot doan van ban.
OK: Két thuc thiét 1ap va dong ¥ véi cac lya chon.
Cancel: Hity bo thiét 1ap

+ 4+ + +
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VIIL. TAO CHU CAI LON PAU POAN (DROP CAP)

Drop Cap E]

+ Dat con tro trong doan van ban;
+ Vao menu Format | Drop Cap, xuat hién hop thoai

Thao tac hop thoai: Paosition

Muc Position, chon mau m W W
None (khong tao chit cai 16n)
Dropped (chit cai 16n dugc thiét ké trong doan) :
In margin (chit cai 16n dwoc dat & 1& trai cua | D Dopeed  Inmaron
doan) COpkians

Ml}C OptiOllS ETEilr:Zs Mew Roman A
Font: Chon font chir cho ki tu 16n
Lines to drop (khai bao s6 dong ma ki tu chiém - | Lines tadrop: 3 -
mac dinh 1a 3 dong) Distance From text: Ocm 3
Distance from text (khoang cach tir ki tu dén van
bé'n) ) , , [ Ok ] [ Cancel

Chon OK dé thiét 1ap, Cancel dé huy.

IX. TAO VAN BAN MAU VA QUAN LY CAC MAU (STYLE)

Muc dich sir dung: D6i véi mot vin ban 16n, can cé nhitng qui dinh thdng nhit
trong trinh bay vi du nhu myc I, II, .. theo cung mau, muc 1, 2, 3, .. theo cuing mau, ..
Trong Word cho phép nguoi sir dung tao méau nham thong nhat trinh bay va thuan 10’1
trong viéc hiéu chinh khi cn va hd trg mot sé ché do tu dong khac vi du nhu tao muc
luc tu dong, ..

1. Cach tao mau:
Cach 1. Néu da c6 mot doan van ban dé lam mau
+ Chon doan vb mau

£ A x 1A : Marmal A R .
+ Nhap chudt vao hop Style A torms trén thanh cong cu Formatting
+ Nhép tén (dat tén cho mau) va nhan Enter dé hoan thanh mau.

Céch 2. Vao menu Format | Style and Formatting, hop I —r—— +1x

thoai xuat hién
i l Cther Task Panes

+ Nhap chuét vao nat New Style..., hop thoai New Style
xuat hién (trang sau).

Formatting of selected text

Muc Properties, khai bdo cc thudc tinh ctia miu, bao Hormal

gom Name (tén); Style type (kiéu meilu — Text hay
Paragraph); Style base on (Tén file luu mau - mac dinh 1a

file Normal.dot).

Muc Formatting, thiét 1ap cac dinh dang cho mau

Bim vao nat Format dé lya chon céac thao tac dinh dang, & day ching ta c6 thé dat
phim néng cho mau dé sau nay khi sir dung thuén ti€n hon.

Luu y: Nén danh dau chon (check) vio 2 6 Add to template va Automatlcally Update
dé Ivu mau va tir dong cap nhat ndi dung vin ban khi ¢6 chinh sira mau.
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2. Sir dung miu

Sau khi di thiét lap mau, ta dé
dang st dung miu bang cic thao
tac don gian. Chi can dit con tro
van ban trong doan can ap dit mau
roi chon tén mau & hop Style.
Trong truong hop cd dit phim
néng thi chi can dat con tro trong
doan va nhan t6 hop phim 1a co
két qua.

3. Stra dinh dang mau cé san:

Mew Style E'
Properties
Marne: | |
Skyle bvpe: |F‘aragraph “ |
Skyle based on: | 11 Mormal w |
Skyle For Following paragraph: | 1 Skylel L |
Formatking
|Times Mew Foman v| |13 v| B I U ﬁ -

4
Il [l
& o
lle 1l

+ Wiy o logtwae zontt Haow ke

Maormal + Fonk: 13 pk, Justkified

[] add ta template

[ ] automatically update

[ O, ] [ Cancel

]

Vao menu Format | Style and Formatting, xuit hién hop

thoai, do tén mau ¢ danh sach tén mau (Vi du muon stra n

~ 7 b 7
dung mau M2), nhap chudt vao nut D lam xuat hi¢n menu

va chon Modify ... dé hiéu chinh.

4. X04 mau co0 san.

Thuc hién twong tu nhu muc hiéu chinh, nhung thay vi

Delete.

\| M2

F

Select All: Mok Currently Used

Delete, ..

pdate ko Match Selection

chon Modify thi ta chon

! Mau (style) van ban 1a thanh phan co ban ciia vin ban, ngoai nhiém vu thong nhét
van ban, mau (style) 1 co sé dé tao muyc luc tu dong.
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BAI 5. CHEN POI TUQNG VAO VAN BAN

Word cung cap cho nguoi sir dung nhiéu cdch thire dé bo sung
thém cac phan tir khdc vao vin ban, cdc phan tir do co thé la
thanh phan san cé trong Word ciing c6 thé dwoc két néi véi phan
mém khdc dé lam phong phii thém cho van ban (théng qua menu
Insert). Bdy la mot trong nhitng tinh nang manh cua Word.

I. CHEN VAN BAN CO SAN VAO NOI DUNG SOAN THAO

+ Pat con tré & vi tri can chen.
+ Vao menu Insert | File...,

+ Tim dén file can 13y ndi dung.
+ Nhan Insert dé thuc hién cheén.

II. CHEN TRANH VA CAC POI TUQNG PO HOA

+ Pua con tré van ban téi vi tri can chén. Look in: .ﬂ Hy Pires
+ Vao Insert | Picture | From file hoac bam |——
biéu tugng A trén thanh Drawing. ! 23
+ Chon file tranh tir hop thoai My Recent

A A \ Cocuments
+ Bam Insert dé chen.

2. Chén tranh anh tir Clipart v

+ Vao Insert | Picture | Clip Art hoidc bam vao biéu tuong &l trén thanh Drawing.

+ Chon Organize clips...& gbc phai dudi, 1am xuét hién hop thoai Clip Orgnizer

+ Chon mdt anh tir thu muc chira cac anh thuong la Office collections.

+ Nhip chudt vao birc tranh dé Copy va dit con tré vao vi tri can chén va Paste (c6 thé
Drag tranh ra ngoai van ban).

Trong trudng hop nhin Clip art on Office online thi c6 thé chén cac birc anh tir Clip
art co trén Internet.

! Pé chinh sira tranh anh ta kich dap chudt vao tranh can stra va thao tac theo hop
thoai.
3. Chén chir ngh¢ thuat (Word Art)

a. Thao tac chén chir nghé thudt

+ Dat con tro tai vi tri can chén chit nghé thuat.

+ Vao menu Insert | Picture | WordArt hoic bam biéu tugng A tren thanh
cong cu Drawing.

+ Chon mAu chit, nhian OK

+ Trong hdp Edit WordArt Text ta nhap van ban sé€ tao dang

+ Hiéu chinh font, kich thudec, .. va bam OK dé chén chit vao vi tri di dinh.

b.Hiéu chinh Word Art
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+ Chon chir ngh¢ thuat can hiéu chinh.
+ Xuat hién thanh c6ng cu WordArt, néu khong =xuat hién thi vao
View|Toolbas|WordArt.

4 | EdtText..,

Pé chon kiéu hinh: B4m vao biéu tugng &

bé chon kiéu d6 bong va 3-D: Bam vao biéu tugng @
Ngoai ra con c6 céac hiéu chinh (Xem bang cic chirc ning)

Biéu twong | Chiic ning

A Thay doi kiéu chit nghé thuat

Edit Text... Stra d6i ndi dung van ban chit nghé thuat
3 Thay d6i kiéu chit nghé thuat

=2 Diéu chinh Layout

Wy Hiéu chinh mau t6 nén va mau vién

bo Chuyén doi nam dimg va nam ngang

e Thay d6i khoang cach giita cac ki tu.

4. Chén dbi twong vé

Thanh Drawing cung cp nhiéu dbi tuong v&, c6 dbi tuong co so nhu v& duong thang,
mi tn, hinh tron, elip, hinh vuéng, hinh chir nhat, ciing c6 cac d6i tuong thiét ké chi
tiét duoc td chirc theo nhom trong AutoShapes.

Draw=~ i | Autoshapes~ ™ S [ O A o ¢8 8] & | S~ Z- A-=z== A J

Chén ddi tuong veé VélO, van ban thuong thuc hién theo cac budc sau:
+ Xac dinh vi tri dat doi tuong veé ,

+ Chon cong cy v& thich hop (con tro sau khi chon s& co dang dau +)
+ Drag dé xéac dinh kicl} thudc cua doi tuong

Biéu tuong | Pai dién

Puong thang

DPuong thang c6 miii tén mot dau
DPuong thang c6 mili tén hai dau
DPuong gap khuc

Puong cong

Puong xoan oc

= - B I B B

5. Mot s6 thao tac véi doi twong do hoa

a. Thay déi kich thudc doi twong vé:

e Chon do61 tugng.
e Dua chudt vao cac not tron mau trang, chudt s€¢ c6 dang hinh miii tén 2 dau <.
e Bam vao cac not do, gitr va di chuyén chudt dé thay doi kich thudec.

b. Di chuyén doi twong vé:

e Chon ddi tugng.
e Dua chudt vao doi tuong, lic nay chudt s€ c6 dang hinh milii té€n 4 dau.
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e Bam vao ddi tugng, gitr va di chuyén chudt dé thay doi vi tri.

¢. Cic phép quay va ldy déi xirng (Rotate or Flip)

e Chon dbi tuong
e Chon mdt phép tac dong thich hop bang cach vao Draw|Rotate or Flip
Céch quay va lay do61 xing:

2 Biéu | Céch thyc hién
Kiéu quay
tuong
Quay gbc tity § & Bam vao bi€u tugng, xuat hién cic not tron mau
ye Yy - xanh. Pua chudt vao mdt trong cac not do va quay.

Quay 90° 45 24 | Bam vao biéu tuong

D01 xting theo tryc diing | Ak Bam vao biéu tugng

D061 xting theo tryc ngang | | Bam vao biéu tugng

d. Thay doi mau sdc va nét vé

e Chon ddi tuong.
e Vao menu Format | AutoShape hodc Picture thyuc hién theo hdp thoai

e. Thay doi vi tri ciia I6p chira déi twong (Order)
Khi ¢6 2 hodc nhiéu déi tuong ghép lai voi nhau, ta co thé cho d6i tuong ndy an sau
dbi twong kia hodc nguoc lai bang céc thao tac sau:

e Chon dbi twong can thao tac

e Chon Draw | Order sau d6 chon 1 churc nang cu thé

"y Bring to Front Dua d6i tuong t6i trude tit ca cac ddi tuong khac

41 Send to Back Dua d6i tuong vé sau tit ca cac dbi twong khac

&y Bring Forward Dua d6i tuong t6i trude mot dbi tuong dung trude nd
L Send Backward Pua ddi tuong vé sau mot ddi twong ding sau nd

=) Bringin Fronk of Text Dua ra phia trudce van ban

=) Send Behind Text Dua ra phia sau van ban

6. B0 tri hién thi cac ddi twong do hoa véi vin ban (Layout)

+ Chon ddi tugng can bo tri Earmat.Piciurs X
+ Vao Format | Picture chon Layout _ T —
o 2 ) Colors and Lines Size  |iLlayout il Pickure ‘Web
Hoac chon biéu tugng Text )
: . R n : . Wirapping stvle
Wrapping trén thanh cong cu Picture
® ~ ~ i = b §
] ( " = Il . =.' }7 P
Eﬂ | HH JI W{] 3l | .|"' 4= < % £ 4 In line with bext Sguare Tight Behind text  In front of text

dé thiét lap.
e In line with text: Pdi tugng
duoc dat cung dong van ban.
e Square: Vin ban bao xung quanh ddi tugng thanh hinh chit nhat
e Tight: Vin ban chay quanh ddi tugng.
e Behinh text: Pdi tugng nam phia sau van ban.

Horizantal alignment
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e In front of text: Pbi twong nam phia trudc vin ban.

! P& cheén vin ban vao cac dbi tuong vé ta bam chudt phai 1én ddi tuong, chon Add
Text

7. Tao hgp chira van ban (Text Box)

a. Muc dich sir dung: Text Box 13 mot ddi twong vé dic biét, ching c6 kha nang chua
van ban, hinh anh, .. va cho phép nguoi str dung dinh vi & bat ki dau trén trang.

Pé tao Text box ta chon biéu tugng 2 trén thanh céng cu Drawing va Drag chudt dé
v€ mdt khung chit nhat xac dinh duong vién cta Textbox.

b. Cdc tinh chat chinh ciia Text Box:

e (o6 kha nidng chtra van ban hoac chen tranh anh...
o COthé di chuyén dén mot vi tri bat k}‘/ clia to gidy (paper)
e (C6 thé nam & mot 16p khac hodc nam chung 16p v6i van ban, do d6 c6 kha nang
dua ra trudc hodc sau hodc ndm chung véi bé mit cua vin ban.
Céc thao tac dinh dang, hi€u chinh kich thudc cua Text box ta thuc hién nhu thyc hi¢n
v6i 1 dbi twong dd hoa.

III. CHEN BIEU THUC TOAN HQC

Dé chén cac cong thirc toan hoc, can phai cai dit chuong trinh danh coéng thirc toan
riéng (vi du: Microsoft Equation 3.0), c¢6 thé cai dat cung lic véi cai MS Office hodc
cai trong khi st dung. Sau khi di cai dat chuong trinh danh cong thirc toan c6 thé thuc
hién 1énh dudi dé md chuong trinh.

* Vi du: Mot s biéu thire toan:

ax+by=c
Zl I ax+b dx
J a,x+b,y=c,
Cac buoc thuc hién: Object X
+ Pat con tré van ban vao vi tri —
can chén cong thuec. Create Mew | Create from File
+ Vao menu Insert|Object | obiect type:
va chon Microsoft Media Clip A
. Microsoft Equation 3.0
Equation3.0 Microsoft Excel Chart
+ Sau d6. ctra s6 lam viéc cua Microsaft Excel Worksheet
2 2 R . Microsoft Graph Chart
Word sé chuyen thanh vung Microsoft PowerPaink Presentation [ bisplay as icon
13 oA ) h trinh Microsaft PowerPaoint Slide
am VieC cua chuong rln, Microsoft Word Document b
Microsoft Equation va xuat |
Result

hlél’l thanh Cf)l’lg cu gém hai k. IMserts a new Microsoft Equation 3.0 object into
phan (phéan trén chira cac ki EE yeur document.

hi€u toan hoc; phan dudi chtra
cac mau nhu dinh thuc, tich
phan, can bac, ... [

(a4 ][ Cancel l
Equation ]
cz= | jab- | ¥ EE 2@ 2ol v3 | Enc |deel | AwB |40®
@E| v 0D S| ad Do e |00 | wEE
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IV. TAO MUC LUC (TABLE OF CONTENT)

1. Muc dich:

Ta thuong théy muc luc ¢ sach, gido trinh, ludn van,... Pé tao muc luc, ta c6 thé
cit/dan cac dé muc roi tap hop ching lai va ghi sb trang. Tuy nhién, néu can chinh sira
lai van ban (thay ddi sd trang, thém muc mai,...) thi can phai thay ddi lai muc luc, viée
nay doi hoi nhiéu cong sirc.

Dé khic phuc, sau khi da tao cac kiéu, cac miu van ban cho cic muc (xem lai phén tao
van ban mau - Style), ta co thé sur dung chirc nang Chen muc luc ty dong.

2. Cach tao muc luc:

+ Dit con trd & vi tri can chén muc luc.
+ Vao menu Insert | Reference | Index and Tables, xuat hi¢n hop thoai, ta chon muc
Table of Contents.

Index and Tables g|
Index | Table of Contents | Table of Figures | Table of Autharities
Prink Prewview W'eb Presiem
” ”
S 1 S 1 i1} 1
1 I 3 B e 3
wmi o 3 S )
e 7 B 7
w w
Show page numbers [Jiuse hvperlinks instead of page numbers

Right align page numbers

Tab leader: | ....... L
General
Formaks: | Formal W
[ Show Dutlining Toolbar Qptions, ..
[ (0] ] [ Cancel ]

Thiét 1ap mot s6 thong tin trong cac muc: , -

LA .. .7, , n X J9l Table of Contents Options §|
Trudc hét phai khai bao c6 bao nhiéu cap dé —

N N , ” Build kable of contents Fram:
hinh thanh muc luc (vi du nhu muc luc chi dua .
vao tén chuong, t€n bai, muc I6n thi khai bao Available styles: TOC level:
sO cap 1a 3) & muc Show levels. mi I »
Ti€p theo nhan nut Options dé thiét 1ap cu thé m2
cho tung cap. m3
Vi du day cac mau van ban ml, m2, m3, m4 me
tuong Umg va4i 4 cap thi ta nhap lan lugt cac so s
tr 1 dén 4 tuong ing vao cac 6 bén phai (phan met .
TOC level) I‘61 nhén OK Cutline levels
[] Table entry fields
[a]4 ] [ Cancel
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BAI 6. TAO VA HIEU CHINH BANG BIEU (TABLE)

Bang (table) la mot tap hop cac 6 (cell) dugc t6 chirc thanh hang (row)
va cét (column). Trong cdc 6 c6 thé chira vin ban va do hoa. Ta cé thé
tao mot bang moi, sau do nhdp dir liéu vao cac o, hodac chuyen cac doan

van da co thanh dang bang biéu.

Sau khi tqo bang, c6 thé sira doi né bang nhzeu cdch: chen thém, xoa di
cdc dong, cot, dzeu chinh dg réng cot; sdp xép vin ban va tao cac duwong
vién hodc béng nén trong cdc 6. Ngodi ra cé thé tinh todn trén cdc 6; tao

biéu do, dé thi tir bang...

I. TAO BANG

C6 kha nhiéu cach dé tao 1 bang biéu trong Word, c6 thé dung menu, dung cong cu vé

hodc dung cong cu tao bang co san, ..

1. Tao bang bang cong cu Insert Table trén thanh cong cu Standard.

+ Xéc dinh vi tri can tao bang

+ Kich vao biéu tuong chén bang [ trén thanh cong cu chuin va dung phuong phap

kéo 1€ dé xac dinh s6 cot, s6 hang.
+ Nha chudt ta s€ c6 dugc bang nhu mong muon

2. Dung menu Table

+ Xéc dinh vi tri can tao bang
+ Vao menu Table | Insert | Table
Xuét hién hop thoai
e Nhap s6 cOt vao 6 Number of columns
e Nhip sb hang vao 6 Number of rows
e Chon OK.
Trong trudng hop mudn chon cac kiéu bang da
tao san theo mau thi bAm AutoFormat.

3. Dung but vé (Draw Table)

Vao Table | Draw Table, Iuc nay con tré chuot
c6 dang dau +, ta ti€én hanh Drag dé xac dinh
gidi han cua bang va sau d6 1a céc cot, hang, 0, ..

II. CAC THAO TAC TREN BANG

1. Di chuyén bén trong bang

Insert Table E|

Table size

Mumber of colurmns: 3 e

4

Mumber of roves: 2

AukaFit behavior
(%) Fixed column width: AUk &
() AukoFit o conkents
() AukoFit o window

Table stvle: Table Theme AuktoFormat. ..

[ ] remember dimensions For new tables

K, ] [ Cancel

- Dung chuét click vao 6 mudn chuyén dén. Trong truong hop khong dung chudt cé thé

thao tac phim (xem bang dudi).

Giao trinh Tin hgc Dai cuong

87




Phim/T0 hop phim | Tac dung

TAB Dén 6 ké tiep
SHIFT+TAB Dén 6 trudc
ALT+HOME Dén 6 dau tién trong hang
ALT+END Dén 6 cudi trong hang
ALT+PAGE UP Dén 6 dau tién cla cot
ALT+PAGE DOWN | Bén 6 cubi cia cot

Luu y:

e Néu co van ban trong 6 thi nhan Tab hodc Shift-Tab s& chon vin ban.
e N¢u & 6 cudi cung cua bang ma nhan Tab s€ cheén thém mot dong mai.
e (6 thé dung cac phim miii tén (<~ T\ —) dé di chuyén.

2. Chon cac 0, hang, ct trong bang

Khi mudn thao tac véi 9, hang, c0t hay bang ta phai thuc hién thao tac chon. Cach chon
mot doi tugng dugce liét ké & bang:

Doi tugng chon Thao tac chon

0 Pua chudt sang mép trai ciia 6 (chudt c6 dang ﬂ) va click.
hang Dua chudt sang 18 tri cua hang (chudt c6 dang ﬂ) va click.
cot

Pua chudt dén 18 trén cua cot (chudt c6 dang *) va click.

nhiéu (6, hang,
cot)

Thay cho click bang drag (kéo 1& mouse) ta s& chon duoc nhiéu.

bang

Pua chudt vé goc trai trén ctia bang va click vao biéu tuong

3. Hi¢u chinh bang

a. Chén thém phan tir (6, hang cét, bing)

+ Dinh vi con tré vin ban & ké vj tri chén
+ Vao Table | Insert | chon thao tac phu hop

|3 Table.., — Chén bang

| Columns to the Left Cheén 1 ¢t vao phia trai

oy | Columns ta the Right Chén 1 c6t vao phia phai
=3 Rows Above Chén 1 hang vao phia trén
== Rows Below Chén 1 hang vao phia dudi
g Cells... — Cheén 6

b. Xod phén tir (6, hang cét, bing)

+ Chon d6i twong can xo4
+ Vao Table | Delete | chon thao tac phu hgp

| Table —> | Xo4a bang
] Comns Xof oot
Ay Bows Xo4 hang
oy el —> Xod 6
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c. Tach o6, hang, cot (split)
Khi ta mudn chia 1 6 thanh 3 6 hodc 1 cot thanh 2 cot, .. ta ¢6 thé thuc hién nhu sau:
+ Chon do6i tuong can chia (tach).
+ Vao Table | Split, hop thoai Split xuat hién, ta can khai bao s6 cot, so6 hang

Split Cells X

Murnber of colurnns: g - »Tra 101 cau héi “Tach thanh may cot?”

humber of rows: : | & Tra 16i cau hoi “Tach thanh may hang?”

Merge cells before split — R , .,
~>(C0 gdp tat ca cac 0 lai trudce khi tach

[ 04 ][ Cancel ]

d. Gop nhiéu 6 thanh 1 (Merge)
+ Chon céc 6 can gop
+ Vao Table | Merge

e. Thay doi thuéc tinh cia doi
tuong

Table Properties

Khi muén thay déi kich thuéc cua || 1o [ Bew | Colunn | Cel
cac d6i tuong ta co thé vao Table | || 5=
Properties [ipreferred width:: Meastre in:
i Alignment

Hop hoi thoai xuét hién, Indent Fram left:

e Chon Table dé thiét 1ap thuoc Eli i ;E

tinh cho bang, - — -
e Chon Row, thiét lap thudc Left Center Right

tinh cho hang,

e Chon Column, thiét 1ap thudc
tinh cho cot,

e Chon Cell, thiét 1ap thudc
tinh cho cac 0, Mone Around

Text wrapping

&
H

Borders and Shading... ] [ Cpkions. .. ]

f. Thay déi kich thuéc ciia doi [ ok ][ cancal |
tuong

Khi mudn thay ddi kich thudc d6i tuong nhu do cao cua hang, dé rong cua cdt, .. ta
c6 thé thiét 1ap ngay ¢ phan Table Properties. Tuy nhién, ta cudng cé thé thuc hién truc
tiép trén bang bang céch:

: e e A \ e 2
e Dua con tro chudt téi ranh gidi gitra cdc hang (cft), con trdé chudt c6 dang ¥
(+),

e Drag (bam gir va ré) chudt dé xac dinh dugc kich thudc phit hop thi nha chuét.

g. Trang tri cho bdng
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Chon bang, vao Format va thyc hién céc thao tac dinh dang nhu van ban
Vi du nhu tao vién va nén cho bang (Format | Border and Shading)

STT Ho va tén Huy chuong Thudng
1 | Nguyén Ngoc Trudng Son Viang 1.000.000
2 | Tran Manh Cuong Bac 500.000

4. Chuyén d6i vin ban - bang biéu

a. Chuyén doi tir bang biéu qua vin bén:
e Chon bang, Vao Table | Convert | Table to Text

]

Convert Table To Text

Separate bext with

(") Paragraph marks

.............

[
»

v

b. Chuyén doi tiv vian ban qua bing biéu:

Hop thoai xuét hién, chon ki tu phan céach
dir liéu gitra cac cot khi chuyén thanh van ban.

Ki tu két thuc doan

Khoang cach Tab

Dau phay

Ki hi¢u khac (nguoi dung tu nhap)

Chon OK / Cancel

e Chon doan van ban da nhap(Coé quy dinh ki tu phan cach gitta cac cot)

e Vao Table | Convert | Text to Table

X

Convert Text to Table

Table size

Mumber of colurmns: g
Mumber of rows:

AukoFit bebavior
(%) Fixed column width:
{:} AutoFik to contents
) AukaFit ko window

Auto

Table style: (none)

Separake text at

4

AutoFormat...

i) Paragraphs (%) Commas
() Tabs () Other:
[ Ok | [ cancel

Hop thoai xuét hién, néu nhap dﬁy du ki
hiéu phan céc giltta cac cot thi ching ta
khong can phai diéu chinh thong tin trong
hop thoai ma chi can nhin OK ta s& co
két qua (xem vi du duéi day).

Trong truong hop thong tin nhap khong
chuén thi can khai bdo cac muc

Table size (kich thudc bang: s
cot, dong)

AutoFit behavior (d6 rong cac cot)
Separate text at (ki tu dé phan
cach dir liéu gilra cac cdt)

Chon OK / Cancel
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Vi du:

Dit liéu nhap (Pat dau phay phan cach c6t)  Dit liéu sau khi thao tac chuyén doi

TT, Ho va tén, Gi01 tinh TT | Ho vatén G161 tinh
1, Nguyén Quang Anh, Nam Nguyén Quang Anh | Nam

2, Lé Thé Tai, Nam HH Lé Thé Tai Nam

3, Nguyén Thi Trang, Nit Nguyén Thi Trang | Nit

Convert

W N |—

5. Sip (Sort) thit tw trong bang

Tir mot s6 cong viée cu thé nhu sap xép danh sach 16p theo alphabet; sap xép dir liéu
bang luong giam dan theo hé sb; .. ta c6 thé néi sap xép dir liéu 13 viéc lam khong thé
thiéu trong thao tac dit liéu.

Cach thuc hién:

e Dait con tro van ban vao bang
e Vao Table | Sort .., hop thoai xuat hi¢n
e Viéc tiep theo 1a xac nhan I (X

bang nay c6 dong tiéu dé hay .
. A . Soark by
khong (ti€u dé cot khong phai | = i 1
g( &P aTT | Tvpe! |Number W @Escendlqg
1a dir lidu dé sap xép) Co tiu (O Descending l
dé chon Header row néu | Using: |Paragraphs b
khong co tiéu d&é chon No Then by _
header row v | Tvpe: [Teut - (%) Ascending
(") Descending
e Chon cot can sap xep (sort _
Using: |Paragraphs b
by) - Dé sip theo chiéu ting
dan, ta chon Ascending; | Then by
nguoc lai, chon Descending.
e Then by dugc st dung khi dir
11}e_lu trén 0 Sort by la gidong -
nhau. &) Header row: () Mo header row
Bam OK dé thyc hién sip xép. Opians... | ok || carce

6. Tinh toan trong bang bi¢u

a. Quy woc dia chi 6 (nhdn hang, cot)

Word quy u6c danh chi sé (nhin) cot bat dau tir A, B, C,.. va hang bat dau tr 1, 2, 3, ..
Giao cua hang va cét 1a 0, dia chi (nhan) 6 dugc doc 1a ki hi€u nhan cot roi dén nhan
hang vi du nhu 6 Al, B2, C4, .. Quy udc nay dugc xem 1a mic dinh cia phan mém,
ngudi sir dung khong thay d6i ma chi can cir vao d6 dé thyc hién tinh toan.

Vidy 1: 6 B4 1a & vi tri cot thir 2 tir trai qua va dong 4 tlr trén xudng.
Al Cl El

B2

D3

B4
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Vi quy udc trén, Word cho ap dung cac phep tinh ma dia chi cac 6 la toan hang vi du
nhu A1+B2+C3 la biéu thirc ding. Ngoai ra dé tinh toan Word ho trg nguoi dung mot
s0 ham vi du nhu SUM, MAX, MIN, AVERAGE, IF, ...

Vi du 2: Dé tinh biéu thic E1+E2+E3+E4 ta c6 thé thay bang SUM(EI, E2, E3, E4)
hodc cach viét ngan SUM(E1:E4) ap dung cho 1 vung lién tiép nhau.
b.Thao tac tinh todan

e Dit con trd vao 6 can dién cong thirc tinh
e Vao Table | Formula, xuat hién hdp thoai

Formula EI Dién thong tin vao hop thoai, bao gom:
Eormula; , .
=SUM{LEFT)| T e Nhip cong thtc tinh (bat dau phai la
i st dau = va sau d6 1a 1 biéu thuc)
w1 > o Dinh dang sb
Paste funckion: Paste bookmark;
W 5 e HJ tro mot sd ham
[ Ik ] [ Cancel ]
Bam OK / Cancel

Ngoai ra, ta c6 thé tinh toan truc tiép bang cach chén ma truong va tu nhip cong thic
tinh. Céac phim s€ sur dung la:
Ctrl-F9 : S€ chén vao vi tri hién thoi mot ma truong (1a mot cap dugce to xam)
Shift-F9: Bat/tit hién thi ma trudng/két qua
F9 : Cép nhép vi¢c tinh toan, néu cé thay ddi sb liéu sau khi d3 tinh.
Céc phép tinh: + (cong); - (trir), * (nhan), / (chia), % (phan trim) va ~ (Iiiy thira).

c. Vidu ap dung

Tinh gia tri cho cac 6 c6 dau ?

STT |Tén |Phucdp |Luong | Tong tién Ki nhan
1 Nam | 500000 | 1500000 ?
2 Bic | 600000 | 1750 ?
3 Tay | 750000 12015000 ?
Tong cong / ?

Thuc hién:

+ Tinh gia tri cho 6(E2. Pat con tro vao 6 E2 rdi vao Table | Formula ta nhap vao cong
thirc =C2+D2 ta s& thu duoc két qua. Tuong ty ta tinh két qua & 6 E3, E4

+ Tinh gia tri cho 6 C5, D5, E5 (ta biét C5 = C2+C3+C4). Pit con tré vao 6 C5 rdi vio
Table | Formula ta nhap vao cong thitc =C2+C3+C4 ta s& thu dugc két qua. Ta co thé
thao tac cach khéac (stt dung ham SUM), sau khi vao Table | Formula ta nhép cong
thire =SUM(C2:C4) hoic = SUM(ABOVE), ta ciing s& c6 dugc két qua nhu trén.

d. Mt sé tir dwoc quy wéc va cdic ham thwong diing

e Cic hang LEFT, RIGHT, ABOVE, BELOW dung dé tinh vé bén trai, phai, phia
trén, phia dudi cua 6 s€ chen cong thirc. Vi dy nhw = SUM(LEFT) la tinh tong
cac 6 bén trai 6 hién thoi cho dén khi gap 6 trong hodc dir liéu khong phai s6.
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e Dau hai ch'f}m (:) dé quy udc cho khoang cac 6 lién tuc. Vi du nhw C2:D4 1a 1
A C2,C3,C4,D2,D3,D4

vung

gom

Sau

A

(0)
SUM(C2:D4)=SUM(C2,C3,C4,D2,D3,D4).

co

nghia

la

Mgt s6 ham thiong dwgc ding la: SUM (tinh tong); MAX (lay gid tri 16n nhat); MIN
(lay gia tri nho nhat); AVERAGE (lay trung binh cac 6); IF(xet diéu kién);
ROUND(Iam tron s0); ...

7. Thay d6i huéng in vin ban

Vin ban thong thudng c¢6 phuong nim ngang, song song voi 18 trén, dudi cua gidy. Tuy
nhién, Word cho phép thay doi van ban theo cac huong khac nhau. Chirc nang nay
thuong 4p dung cho van ban trong bang hoac trong cac doi tugng do hoa (nhu Text box,

AutoShape,..).

Thao tac thuc hién:

e Chon do1 tugng chira van ban can chuyén hudng in

e Vao menu Format | Text Direction, xuét hién hop thoai

e Chon hudng in & muc Orientation (xem két qua & muc Preview) r6i nhan OK.

Text Direction - Table Cell

Crienkation

Presview

Texk

Text

Vi du 1: Tao bang theo mau sb diém
Mau bang chua dinh dang hudng in

al

The quick brown
Fox jumps owver

the lazy dog,

3

Mau dinh dang hudng in

[T | Ho tén Mon Toan Mon Ly | Mon Hoa biém TB
1 Tran Van An

2 Lé Thi Thao

3 Hoang Vy

4 HO Thanh

TT

Ho tén

Mon Toan

Mbn Ly

Mon Hoa

biém TB

Tran Van
IAn

Lé
Thao

Thi

Hoang Vy

Vi du 2: Huéng in van ban trén cac ddi tugng d6 hoa khac

X0g 1Xd ],

Text Box

odeygomny

MOLTY YI0[g
Block Arrow

HO6 Thanh

Giao trinh Tin hgc Dai cuong

93



BAI 7. TRON VA IN VAN BAN

Trén van ban la viéc két xudt dir liéu tir mot mdau van ban (mhuw Thu moi,
Gidy bdo, ..) ¢6 san véi 1 danh sdach (Danh sich nhitng nguoi dwoc moi,
ngueoi nhdn théng bdo,..) dé cé thé xudt ra file hodc in ra gidy. C6 nhiéu
cach dé thao tic, dwéi ddy ching t6i xin giéi thiéu 1 cdch thao tdc don
gian, dé thao tdc.

I. CHUAN BI TRUOGC KHI THUC HIEN TRON VAN BAN

Dé thuc hién viéc tron van ban can:

1. Tao vin ban miu (mAu gidy moi, mau gidy bdo, ..) goi 1a vin ban chinh (Main
Document), van ban nay chtra nhitng ndi dung khong thay doi.

2. Tao ngudn dir liéu (Lap danh sach nhitng ngudi duge moi, dugc thong bao) 1a 1
bang biéu ma mdi hang la thong tin cua 1 ddi tuong, mdi cot 1a mot thude tinh cua
doi tuong ﬁy. bac biét, bang danh sach nay duogc 1ap ¢ 1 file riéng va dat ¢ trang
dau tién cua file, trude nd khong duge chira bat ki 1 ddi tugng nao ké ca ki tu rdng,
Vi du:
Tao file mau luu v6i tén GIAYMOILDOC véi ndi dung sau:

TRUONG PHSP HUE Cong hoa x3 hoi chu nghia Viét Nam
KHOA TIN HOC bdc lap - Tu do - Hanh phuc
-000- ) <>
GIAY MOI

Kinh gwi: Anh (chi) ...... , sinh vién 16p ....

Khoa Tin hoc, trudng DHSP Hué xin thong bao dén anh (chi) ..... trong hoc ky I
vlra qua anh (chi) da dat thanh tich cao trong hoc tp va trong cac phong trao hoat
dong. Cu thé: Vé hoc tap, diém TB hoc ky dat: ......

Vé rén luyén, duoc Xép loai: .......

Vay khoa xin thong bao va tran trong kinh moi anh (chi) dung vao luc 9 gio 00
ngay 09/01/2008 dén tai Giang dudng I dé nhan phan thuong “Sao Thang Giéng” do
khoa t6 churc.

Hué, ngay 30 thang 12 nam 2007
Thay mat lanh dao khoa
Truwoéng khoa
Nguyén Thanh Tién
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Trong mau gidy mdi dugc néu trén, nhitng vi tri ¢6 diy ddu chdm 1a nhitng phan
théng tin con thiéu ma nhiing thong tin d6 duoc thlet lap trong danh sach (dugc goi la
nguon du liéu) dat ¢ 1 file khac. Cac thong tin can thiét 1ap trong danh sach bao gdom:
Tén, Lop, Piém hoc tap va Két qua rén luyén.

V&i mau gidy moi trén ta lap danh sach nhu sau (luu lai v6i tén DSKT.DOC):

Ho tén sinh vién Lop Piém | KQ Rén luyén
Nguyén Vian Anh | Tin 3A | 9.0 Xuat sac
Lé Thé Tai Tin4A [8.9 | Tot

Hoang Hong Hai | Tin4B | 8.5 Xuat sic
Tran Kién Trung | Tin3B | 10 Xuat sac

II. CAC BUOC TIEN HANH TRON VAN BAN

Bwéc 1. Thuc hién tao 2 file nhu da néu ¢ muc 1

Budc 2. M6 vin ban mau (file GIAYMOILDOC) va thyc hién céac 1énh tron & day.

+ Vao menu Tools | Letters and Mailings | Mail Merge... Xuit hién thanh Panel ¢ bén
phai cira s6. (GOm c6 6 bude chon, ta dang & budc 1 — Step 1 of 6)

: Mail Merge v|x + Chon kiéu cho vin
®|®|A ban chinh, théng
Other Task Panes \ \ ~ : Mail Merge * x
thuong 1a_Letters, ro1
ar ext: Starting
Document.

Select document type

What kvpe of document are yau
warking on?

Select starting document

Howe dio wou wank o sek up wour

) Envelopes letters?
) Labels (ﬂ'
() Directary {3 Start From a kemplate
() Skart From existing document:
Letters

Use the current document
Send letkers to a group of people.

‘fou can personalize the letker th
each person receives,

Start From the docurment shown here
and use the Mail Merge wizard ko

) ) add recipient information.
Click, Mext ko continue,

Step 2 of 6

Step 1 of 6
B % Mexk: Select recipients
- st ety e |:| |:| Xuat hién hép thoai “#  Previous: Select document bype

+ Chon Use the current document (sir dung van ban hién thoi dé tron thu), bam Next:
Select recipients. Xuat hién hoi thoai budc 3
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: Mail SR Y X+ Chon ngudn dit liéu (Select recipients) tir mot danh
sach da c6: Chon Use an existing list va bam Browse

Select recipients dé chi ra tén va vi tri cta file dix liéu (ta tim file
DSKT.DOC ma ta da chuin bj).

() Select From Qutlook, contacts
Select Data Source
{3 Twpe a new list

Look in: ||,i‘| MguyenTuongTri's Documents v| @ -3

Use an existing list

Use names and addresses from a file { 23
or & database. My Recent | (W) GIaNGHUNG, dac
Documents | W crayMor , doc

= W G1AvMOT. doc
[ #ha,doc

step 3 of B Desktop lﬂ__"lhai.doc
E— |
= Mext: Write vour letter = hao_lay_may. s
N B i dac
48 Prewious! Starting docurment _.p’ W Hunal . doc

Sau khi chon duoc file DSKT.DOC ta théy hop thoai Mail Merge Recipients xuét hién

To sark the list, click the appropriate column heading, To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes ar
buttons to add or remove recipients From the mail merge.

List of recipients:

| Ho_tén_sinh_vign * L. = B.. = KQREn_luvén

Mguyen ¥an Anh ¥

Tin4a 8.9 Tak

LE Thé Tai
Hodng Hing Hai Tin4E &5 wudk sic
TrEn Kign Trung Tin 38 10 #8k s5c

[ Select Al ] [ Clear all Refresh ]

J |
[ Find... ][ Edit... ][ validate ]

Ta quyét dinh chon céac dbi tuong dé thuc hién trén vin ban va nhan OK.
Bude 3. Bat thanh cong cu Mail Merge (Vao View|Toolbars|Mail Merger)
Mail Merge
| 3 Q) msert wordField - | 52 3 92 4 | H 41 P S B
+ Pit con tré van ban vao vi tri can chén (¢ cac vi tri c6 dau ....),

+ Bam chon nut Insert Merge Fields = trén thanh cong cu Mail Merge, lam xuat hién
hop thoai Insert Merge Field, ta tién hanh chon truong va nhén nut Insert dé chén vao.

G

Sau khi chén cic truong xong ta tién hanh bam biéu tuong View Merged Data -*% trén
thanh cong cu Mail Merge dé xem két qua.
H 41 bM

Bam céc nut dé quan sat cac ban ghi khac.
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Pé xuit két qua ra 1 file vin ban khic bam chon nat Merge to New Document ir'—’l,
trudng hop muon in gidy moi cho moi nguoi ta chon niit Merge to Print &=,

III. IN VAN BAN

Trude khi in vin ban nén xem qua vin ban mot cach tong thé, vi nhimg gi Word cho ta
thay & ché do Print Preview thi s€ dugc in ra nhu thé.

1. Xem trudc khi in (Print Preview)

Bam vao nut [& trén thanh cong cu chuin. Lac nay ta co thé quan sat ché do trang in, dé
cO thé quan sat theo muc dich cua minh thi chon cac chiic nang trén thanh cong cu

Print Preview = |L] N || S]] 5 | dose

Mot sb 1énh trén thanh cong cu:

Biéu tugng | Chirc ning

d Ché d6 xem mot to

W] Ché d6 xem nhiéu t&

52%  ~» | Chinh ti 1 hién thi

= Ché d6 xem toan man hinh
Close Thoat ché d6 Print Preview

2. Hi€¢u chinh va thyc hién in van ban

+ Pé thuc hién in toan vin ban c6 thé bAm vao nt &.

+ Pé hiéu chinh vin ban trudc khi in, ta vao File | Print hodc bam t6 hop phim Ctrl+P.

’
A A ~ .
Xuat hién hop thoai
Prinkter
Mame: 2% adobe PDF w | Fropetties
Skatus: Idle Find Printer...
Type: Adobe PDF Converter
Where: Ty DocuUrnents [ prink ko File
Comrment: [ Manual duplesx
Page range Copies
@ all Mumber of copies:
C) Currenkt page O Selection
() Pages: | | H: Collate
Enter page numbers andfor page ranges '
separated by commas. For example, 1,3,5-12
Print what: |D0cument ~ | Zoam
- Pages per sheet: 1 w
Prink: |P.II pages in ranges - | =S R e | page |
Scale ko paper size! |N-:- Scaling b |
o ) Coma )

Céc muc chon trong hdp thoai Print, bao gém:
+ Name: Chon mdy in
+ Phan Print range (Iva chon pham vi in)
o All: Chon in tt c4 cac trang trong van ban
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o Current page: Chon in trang dang c6 con tré van ban dat ¢ do.
o Pages: Cho phép nhéap $6 trang cho cac trang can in, vi du: 2,4,6-10,13
+ Number of copies: Dit s lugng ban in.
+ Manual Duplex: Chon in 2 trang trén mot to
+ Print: Chon in chi céc trang 1é (Odd pages), chi in cac trang chin (Even pages) hay in
trong tap cac trang da chon in (All pages in range).
+ Bam OK d¢ in.

BAI 8. MOT SO THAO TAC NANG CAO

I. THIET LAP VAN BAN TU PONG

Dé ho tro nhap VB mot cach hi¢u qua ta co thé khai thac cac ché d6 VB tu dong gé trong
Word nhu AutoText hay AutoCorrect. N6 thuong dugc dung khi ndi dung VB can nhap
c6 nhiéu doan 1dp lai hodc c6 nhitng tr ma ngudi nhap

VB hay 14n 16n (hd tro sira 181), Create AutoText B3
1. AutoText Word will create an AutoText entry
From the current selection,
e Chon doan vb can tao ki hi¢u g0 tat Please name your AutoText entry:
e Vao Insert | AutoText | New .... Nhdp K higu gf £3t
* Nhap ki hi¢u go tat vao hop thoai , [ o ][ concel |
e Chon OK d¢ két thuc tao mdt cum tur g0 tat.

Khi ndo mudn xuét hién doan VB trén ta chi viéc nhap vao ki tu go tat rdi nhan phim F3.
2. AutoCorrect

Thuc chit cia AutoCorrect 1a dé tu dong hiéu chinh 156i khi nhap VB, tuy nhién ta c6 thé
khai thac tinh l'lé:ll'lg néy phuc AL AutoCorrect: English (U.S.) g|
cho viéc tang toc d0 nhap VB.

Ca \ , .2 . , AutoText AutoFormat Smart Tags

Vl@C nay co dlem 101 nhu’ng no AukoCorrect AutoFormat &s You Type
Cﬁng C(,) nhﬁ’ng bét 101 néu ngu’c‘)’l Show AutcCorrect Options bukkons
dung c6 nhiitng qui wdéc khon

g A g qA . g Carrect Tun INitial CApitals
hO'p 11 khl dat kl hl@u gO t‘at Capitalize Firsk letker of sentences

[ ] ChOl’l doan VB Cén taO ki Capitalize first letker of table cells

hléu g6 tét Capitalize names of davs

\ Correct accidental usage of cAPS LOCK key
e Vao menu Tools chon

AutoCorrect Options
e Nhap ki hiéu gd tat vao
muc Replace

|:| Replace text a5 you kype

Replace; weikh: (0 Plain kexk (*) Formatted bext

51 dung van ban s& tao ki hiéu thay thé

2 , Cn knowldge knowwledge ~
® Chon Add dé luu ki hl@u knowlege kniowledge
~ & ko ko
£0 tat. kriwan known bl
e Bam chon OK dé két thuc. T_asd D
Khi nao mudn xuat hién doan vb
trén ta chi viéc nhdp vao ki hiéu
oK ] [ Cancel ]

g8 tat roi nhan phim Space Bar. [
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! Khi nhitng cum tr d6 khong can thiét doi véi cong viéc cua minh thi nén xo4 (vao lai
muc Tools | AutoCorrect ro1 chon ki hi¢u va nhan Delete).

II. TAO TIEU PE PAU VA CUOI TRANG (HEADER AND FOOTER)

Vao View | Header and Footer
Lac nay vung soan thdo vb s€ bi mo va chi xuat hién con tré & phan dau trang

(Header) hodc & phan cudi trang (Footer)
Header Fmoker o ____,

| Nhap tieu d& cubi
trang ¢ day

Nhap tiéu d& dau va cudi trang vao dang vi tri, khai thac cac ndt 1énh trén thanh
cong cu Header and Footer, thao tac dinh dang nhu vb thong thuong. Két thuc tao
tiéu dé ta nhan vao nat Close (<ese) .

III. TAO LIEN KET

Dé vb c6 céc lién két nhdm hd tro tim kiém, tai liéu tham khao hodc dinh vi con tré &
nhiing vi tri xac dinh, word cho phép ta thiét 1ap cac dang lién két bao gom: Lién két
trong ndi by vb (Bookmark), lién két té1 1 ndi dung vb khéc (File) hodc co6 thé lién ket

dén 1 dia chi ndo d6 trén mang (address).

Bookmark E|
1. Lién két BOOkmal‘k Bookmark name:

bé tao lién két bookmark ta can xac dinh vi tri | 7o,
can dén e

nhu sau:

Bam niit Add dé thiét 1ap Sartby: () MName () Lacatian
Sau khi da x4c dinh cac vi tri, ta thuc hién lién két | [ Hdden bookmarks
[ add l [ Delete ] [ Go To ]
Chon doan vb can tao lién két

baiz

5 : i vi trf cin dé
bat con tré vb tai vi tri can dén —

Vao Insert | Bookmark, hop thoai xuét hién
bat tén cho vi tri dé lam co s& lién két

Vao Insert | Hyperlink, hop thoai xuat hién
ta chon vao nit Bookmark va chon dliing tén bookmark tuong img dé lién két.

Vi du: Trong trang dau tién ta gigi thidu cau trac tai liéu gom co 3 bai,

Bai 1. Tiéu dé bai 1 (chon doan vb ndy dé lién két dén ndi dung bai 1)
Bai 2. Ti€u dé bai 2 (chon doan vb nay dé lién két dén ndi dung bai 2)
Bai 3. Ti€u dé bai 3 (chon doan vb nay dé lién két dén ndi dung bai 3)

Céach lam: Ta can tao ra 4 bookmark dat & cac vi tri cu thé

+ Dat con tro vao dau trang 1, chén vao bookmark c6 tén la Home

+ Pit con tré vao trang dau tién ciia bai 1, chén vao bookmark cé tén 14 bail
+ DPat con tro vao trang dau tién cua bai 2, chén vao bookmark c6 tén 1a bai2
+ Pit con tré vao trang dau tién ciia bai 3, chén vao bookmark cé tén 14 bai3
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Sau khi da dinh vi ta vé trang giéi thiéu, chon tiéu dé bai 1 vao Insert | Hyperlink dé xac
dinh lién két, tuong tu ta chon tiéu dé bai 2, lién két bang bookmark bai2,..
Tuy nhién, cubi ndi dung mdi bai ta nén tao lién két vé trang dau bang cach link to1

bookmark Home.
2. Lién Kkét File

e Chon doan vin ban can tao lién két file
e Vao Insert | Hyperlink , xuat hién hop thoai

Insert Hyperlink

Link ko Text ko display: ||:T|:|E_|n wan ban c8n tao iEn ket File | ScreenTip. ..

Look in: |[ﬁ Ch3 ""|

Existing File ar
Weh Page W ~#irong3_be.doc Bookmark. .
S CFurlaent | ~WRL3457.tmp
PR | ) BC_churang3.doc Target Frame...
Place in This 1] Churdng3.dac
Dacument Browsed IEI_] Churong3_bé,doc
Pages | Chirong3E.doc
;iﬁ UEI Giao brink Wor
Create Mew Recent IEI—] phantord. doc
Document Files ] word.doc
Address: |Gia|:| krinh Word, doc w |

E-mail Address
[ (n] 4 ] [ Zancel

Chon tén file can lién két va bAm OK.
3. Lién két theo dia chi

e Chon vin ban can lién két dén 1 dia chi trén mang. Vao Insert | Hyperlink , xuét
hién hdp thoai

Edit Hyperlink

Lirk to: Text to display: |TrLruErng Bai hoc Sir pham HugE | ScreenTig...

Laok in: 3 cha v @ E
Existing File or | | | . . .
Wb Page W] ~girong3_be.doc EBiookmark. ..
S "::!rlaent ] ~WRL3457 bmp
i B BC_churang3.doc Target Frame. ..
Place in This ] Chuangs.dac
Dacurient Browsed | ] Chuangs_be.doc

Pages | Chirang3.dac
B Giao trinh ward.doc
B phanword. doc

Create bew Recent

Document Files ] wword, doc
Address: |http:,I',I'www.dhsphue.edu.vn,l' ~ | Remnowe Link
E-mail Address
[ oK ] [ Cancel l
Nhap dia chi vao muc Address va nhan OK.
Vi du: Lién két dén trang web ctia Trudong Dai hoc Su pham Hué.
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IV. THIET LAP CAC MUC CHON

Dé thiét 1ap mot s6 thudc tinh cho Word ta vao Tools | Options, hop thoai xuét hién

Options EJ E|
Securiky spelling 8 Grammar Track Changes
User Information Compatibiliky File Locakions
View General Edit Prink Save
Shiow
DSta[tupTaskF‘ane [] smart kags [] windows in Taskbar
Highlight [] animated text [ Field codes
[] Bookmarks Harizontal scroll bar Field shading;
Skakus bar Werkical scroll bar ‘When selected w
[C] screenTips [ picture placebolders
Formatking marks
[] 1ab characters [] Hidden texx
[] spaces [] optional hyphens
[]Paragraph marks [Ten

Trang Tac dung (Thiét 1ap cac thudc tinh...)
View Ve ché d¢ hién thi

General Tong thé

Edit Soan thao

Print In 4n

Save Luu trir

User Information Thong tin ¢4 nhan

Compeatibility Tinh tuong thich

File Locations Puong dan file

Security Bao mat

Spelling & Grammar Stra 16i ngit phap va van (VB tiéng anh)
Track Changes Thay d6i

V. CHUP MAN HINH VA PUA VAO MICROSOFT WORD

1. Cach chup man hinh
Nhén nit Print Screen (hoic Alt+Print Screen dé chup riéng ctra s6 hién hanh).
Vao Microsoft Word, nhan phim Ctrl+V (paste).

2. Xén hinh
C6 thé cat vién ngoai cac hinh anh bang chic niang Crop nhu sau:
o Click phai chudt vao hinh anh, chon Show Picture Toolbar
o Chon chirc nang Crop (biéu tuong ‘r"' ).
o Dung chudt dich chuyén cic diém nut trén anh vao bén trong anh dé cat.

Giao trinh Tin hgc Dai cuong 101



BAI TAP CHUONG 3

BAI SO 1: Khéi dong word va cac thao tic co ban

Céu 1. LAm quen véi cira s6 Word
- Khéi dong Word. Quan sat man hinh lam vi¢c, cac thanh phan cua cura s6. Thuc hanh
cac thao tac: phong to, thu nho, diéu chinh kich thuée, di chuyén cira s6..
- Lam quen vé&i thanh menu, thanh cong cu chuan (standard), thanh cong cu dinh dang
(Formatting).
- BAm chuot phai 1én thanh menu chon Standard dé bat/tit thanh cong cu chuén.
- BAm chuot phai 1én thanh menu chon Formatting dé bat/tit thanh cong cu dinh dang.
- Nhap doan van ban:

Cong cha nhw nii Thai Son

Nghia me nhu nuéc trong ngudn chay ra
- Luu doan van ban vao file, chon File | Save hoac Ctrl S). Khi ctra s6 xuét hién nhap
vao tén VIDU.DOC.
- Chon File | Close dé dong cira s6 vin ban VIDU.DOC (hoic nhan Ctrl F4).
- Chon File | New hodac click vao biéu tuong New dé mé mot van ban maoi.
- Chon File | Open dé md lai van ban VIDU.DOC sau d6 thir sao chép doan vin ban nay
qua ctra sO van ban mdi vira tao ra boi thao tac New ¢ trén (thuc hién dan (Paste) 3 1an).
Céu 2. Mot s6 thao tic chon, xo4, phuc hoi, ..
- Thuc hanh céc thao tac: chon nhom ky tu, chon mot dong, chon mot doan. Thyc hi¢n
cac tac dong 1én ddi twong di chon: thay ddi tén font, c¢& font, thudc tinh (dam, nghiéng,
gach chan) va chinh sip theo 18 (trai, phai, giita, déu).
- Chon toan bd vin ban (Edit | Select All hodc nhan Ctrl A) roi nhan Delete dé xoa.
- Str dung 1énh Edit | Undo (nhin Ctrl Z hodc bdm biéu twong ¥?) dé phuc hoi.
- Nhan nait Redo (7*) dé quan sat két qua.
Céu 3. Nhip vao doan vin ban, thuc hién thao tic can I¢, chinh font, ..

Dit doi va diu ém ) Dir ddi va diu ém

On a0 va ling 18 On do va lang 1é
Song khong hiéu ndi minh Song khéong hiéu noi minh
Song tim ra tan bé i Séng tim ra tin bé
ook |:| |:| Két qua dinh dang Aok

Oi con s6ng ngay nay Oi con s6ng ngay nay
Va ngay sau van thé Va ngay sau van thé
Noi khat vong tinh yéu Néi khdt vong tinh yéu
Boi hoi trong nguc tré ) Béi hdi trong ngue tré

- Chon toan bd VB trén, bAm 3 1an nut Incease Indent (’E--E ), chon khd tho dau va bam nut
Center (£ ) tiép theo chon ting dong cua kho tho dau va 4p dat cac thao tac dinh dang
font va dung son dinh dang (Format Painter /) dé quét cho dong twong tmg & kho sau.
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BAI SO 2. Thuwe hanh soan thao van ban don giin.

Cau 1. Khéi dong Word va nhép ndi dung van ban sau:
Cau chuyén cua Jack

Jack 1a mot thuy tha rat tai gioi. Gia dinh cdu ta vira chuyén dén & Hawai, mot hon
dao noi tiéng ctia My. Mot hom, sau chuyén di cong tac dai ngay, Jack duoc thu truong
cho vé nha nghi phép. Jack di phat hién nha hang x6m cta anh c6 mot ¢b con gai rat xinh
dep va chang bao lau Jack da quen va thuong nh¢ ¢6 ta. Trude ngay di xa, Jack da tam su
v6i ngudi minh yéu rang: “Anh sé& viét thu va gui qua vé cho em moi khi tau cap cang”.

Chuyén tau cap cang thu nhat, Jack da viét thu vé va con gui vé cho nguoi minh
yéu mot chu vet rt quy, cha vet nay biét noi 5 thir tiéng khac nhau. Chuyén tau tiép tuc
cudc hanh trinh.

Khi tau vira cdp cang thtr hai, Jack nhan dugc thu cua nguoi yéu. Trong thu nang
viét “Jack than mén ! Em cam on anh rat nhiéu vi da tdng em chu vet, thit nd6 ngon hon
thit ga rat nhiéu...”

Cau 2. Thyc hién sao chép van ban trén va thuc hién dinh dang theo mau.

,4 Cdu chuyén cua Jack

Jack 12 mdt thuy thi rt tai giéi. Gia dinh cu ta vira chuyén dén ¢ Hawai, mot
hon dao ndi tiéng cia My. Mot hém, sau chuyén di cong tac dai ngdy, Jack duoc thu
truomg cho vé nha nghi phép. Jack dd phat hién nha hiang xém cta anh c6 mot ¢é con gdi
rit xinh dep va chiang bao lau Jack d3 quen va thuong nhé 6 ta. Trude ngdy di xa, Jack
dd tam sy voi ngudi minh yéu rang: “Anh sé viét thuw va giri qua vé cho em méi khi tau
cdp cang’’.

Chuyén tau cdp cang thir nhét, Jack da viét thu vé va con guri vé cho ngudi minh
yéu mot chi vet rat quy, cha vet nay biét noi 5 thir tiéng khac nhau. Chuyén tau tiép tuc
cuOc hanh trinh.

Khi tau vira cap cang tht hai, Jack nhan dugc thu cua nguoi yéu. Trong thu nang
viét “Jack than mén ! Em cam on anh rdt nhiéu vi da tang em chu vet, thit no ngon hon
thit ga rat nhiéu...”

Luu y: Hinh con vet dugc chén tir Symbol, font Webdings.

Ciu 3. Luu noi dung Bai s6 2 vao may véi tén BTAP2.DOC. Péng ctra s6 ing dung
word.
Cau 4. Khé1 dong Word va thuc hién mé file BTAP2.DOC dé xem.

Dong cua s6 van ban BTAP2.DOC va tao file méi dé 1am bai thuc hanh s 3.
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BAIL SO 3. Pinh dang trang, nguyén tic tao lap vin ban, khai thac cic phim tat, ...

Cau 1. Nhap van ban sau, ky hiéu . 1a ki hiéu ngat dong nhung khong ngat doan
(Shift_Enter), 9 1a ki hiéu ngat doan (Enter).
CONG HOA XA HOI CHU NGHIA VIET NAM (.J)
Doc 1ap - Tu do - Hanh phuc (J)
000 S

HOP BPONG PAO TAO TIN HOC ()

- Chon van ban trén: dua mouse dén chit du tién, kéo 1& dén vi tri cudi va nha (hoac

dua mouse vé 18 trai ctia hang dau tién, drag dén hang thi 4 roi nha).
- Nhén Ctrl-E hoic click vao biéu tuong chinh gitta ta s€ dugc:
CONG HOA XA HOI CHU NGHIA VIET NAM
bac lap - Tu do - Hanh phuc

HGP DPONG DAO TAO TIN HQC
- Chon dong “CONG HOA ...” va nhin Ctrl-[ dé giam font mot diém.
- Chon dong “HQP ... HOC” va nhan Ctrl-] dé ting c& font va chon nut Bold [B]
(hoac nhéan Ctrl-B) dé tao font ddm. Thyc hién s& cho két qua.
CONG HOA XA HOI CHU NGHIA VIET NAM
bac lap - Tu do - Hanh phuc

HQP PONG PAO TAO TIN HQC
- Ghi file voi tén 1a BTAP3.DOC, dong lai.
Cau 2. binh dang trang in (Page Setup), chén ki hi¢u (Insert | Symbol), ...

- Mé lai file BTAP3.DOC.

- Dung Page Setup dé khai bao gidy theo mau sau: Gidy kiéu A4 (hoic kiéu Custom size
c6 Width = 21, Height = 29.7), véi: dinh 2.5cm; day 3cm; 18 trai 3.5¢cm; 18 phai 2cm.

- Xoéa céac ky tu “000” & dong 3 va chén vao d6 cac ky hiéu “so@ar” lay tir Symbol,
font Wingdings.

- Str dung thao tac copy B2 va paste B dé tao doan sau:

Bén A: Cong ty TNHH HPC COMPUTER - Thira Thién-Hué
>4 Dia chi: 34 Tran Cao Van, Hué
®  Diénthoai: 826727

Bén B: Trung tdm Tin hoc DPHSP Hué

04 Dija chi: 32 Lé Loi, Hué

®  Diénthoai: 834396 /824004
- Nhap cac dong 1, 2, 3 sau do6 tao dang, chén ky hi¢u... va chon ca 3 dong, thuc hién
1énh copy va paste dé tao cac dong tir 4, 5, 6 sau d6 chi can stra d6i ndi dung (vi du: thay
Bén A thanh Bén B... chon chitr A va go chit B s€ tu dong x6a A thay thanh B).
- Ghi lai su thay d6i, dong file.
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BAI SO 4. Cic thao tac dinh dang van ban.

- Mo file BTAP3.DOC, vio File | Save as dé luu lai v6i tén méi BTAP4.DOC va b6 sung
thém 1 sb thong tin dé hoan thién van ban sau:
CONG HOA XA HOI CHU NGHIA VIET NAM
Ddc lap - Tu do - Hanh phuc

HQP PONG PAO TAO TIN HQC

Bén A: Cong ty TNHH HPC COMPUTER - Thira Thién-Hué
> Pija chi: 34 Tran Cao Van, Hué
B Dién thogi: 826727
Do 6ng Nguyén Quang Hao, Giam ddc lam dai dién.
Bén B: Trung tdm Tin hoc DPHSP Hué
>4 Dia chi: 32 Lé Loi, Hué
B Dién thogi: 834396/ 824004
Do 6ng Nguyén Tham, Giam ddc lam dai dién.

Hai bén cing nhau ky két hop dong ddo tao tin hoc véi cac diéu khoan sau:
Diéu 1: Muc tiéu dao tao
Sau khi dao tao, hoc vién c6 kha nang:
1. Quan ly cong tac van phong
2. Xt 1y va in 4n
Diéu 2: Nhi¢m vu méi bén
Bén A: Cur hoc vién tham gia khoa dao tao.
Chuyén day du kinh phi dao tao cho Trung tam.
Bén B: Xay dung ndi dung bai giang.
Pam bao chit luong dao tao theo ding thoa thuan.
Hop dong nay dwoc Idp thanh 2 ban ¢é gid tri nhu nhau, méi bén giit 1 bdn
va ¢6 hiéu lic ké tir ngay k.

Hué, ngay 05 thang 09 nam 2007
Dai dién bén A Pai dién bén B

Nguyén Quang Hao Nguyén Tham

/

e Diing phim Tab dé chén khodng cdch, khéng sir dung phim Space.
- Luwu théng tin vira thay ddi (nhan Ctrl S hoiic File | Save).
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BAIL SO 5: Pinh dang font, dinh dang Tab, dinh dang s6 va ki hiéu,

Cau 1. Nhip va tao dang theo cac doan vin miu sau:

1. FirstLine tao ra doan c6 dong dau tién dich sang trai so voi cac dong con lai,
duogc st dung nham muc dich 1am ndi ré dong dau tién.
. Biéu tugng Numbering danh s 1 2 3 tao ra cach ddnh sé tu déng.
. Biéu tuong bullet tao ra cac ki hiéu dac biét mot cach ty dong dau mdi doan van.
Vi du nhu:

* DPay la doan co ki hiéu bullet
. Ta c6 thé tao ki hiéu bullet v6i nhiéu ki hiéu phong pht trong symbol bang cach
dinh dang bullet r6i nhin nat Customize dé iy ki hiéu tir Symbol. Vi du nhu:
@ Cac diu hiéu nay thudc font Wingdings (B LI D<K ® @ aess)
= Céc dau hiéu nay thudc font Symbol («— T — | ° +>)

Cau 2. Tao tab |
Swr dung churc nang dat tab dé tao doan van sau o trang 2 cua phan trén (dung
Ctrl-Enter dé ngat qua trang):

h-|">_“'1-|-3_-|-3-|-4-|-5-|-5-|-j-|-3-|-9-|-1_g-|-1

STT Loai Gia ci Gida moi
1. Gidy Dai Loan 34.500 32.000
2. Bia ho so 5.000 4.500
3. Ta tai lidu 750.000 650.000

HO ten: . .ovveeeiiiiiiieeeee e, Phaii.......ccooiiiie
Ngay sinh:.....cccoooviiiiiiiiiiiniine, Noi sinh: ...oooeiiiiiiiiiiieee..
QUE QUAN: ..eveieieiieeeeee e, TOn glao:.....cccecvvvviieieeeeeenns

= Trong doan trén, sw dung 3 vi tri tab: tab trdi tai 2cm; tab phai tai 7cm; tab decimal
tai 10cm. Céc s6 1, 2, 3 & cot thir tw dwoc tao bcing danh sé tr dong. Riéng o 3 dong
duoi swe dung mot tab tradi tai 6.5c¢cm, mot tab phai dat tai vi tri 12cm, co leader la cac
ddu cham.

 Dung 2 tab giita tao tiéu dé theo miu sau:

5-|-1-|-1-|-3-|-4-|-5-|-5-|-?-|-=3-|--a-|-1|:|-|-11-|-1_g-|-13-|-14-|-15-|-¢
PAI HQC SU PHAM HUE CONG HOA XA HOI CHU NGHIA VIET NAM
Trung tim Tin hoc Doc lap - Tu do - Hanh phiic
Yoo e FOICR ~--mmmmmmmmmm

Huéng dan: Click chudt trai vao ki hiéu Tab & goc trai trén man hinh d¢ luc chon kicu
Tab (ta chon Tab gitra +), sau do6 click chudt vao cac vi tri 2, 12 trén thudc (nhu hinh
minh hoa).
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BAI SO 6. Pinh dang ¢4t (Column), khung vién (Border and Shading), chir cai 16n
dau doan (DropCap) va dinh dang doan van ban (paragraph).

Cau 1. Sao chép, dinh dang cot, chir cai lon dau doan va chén tranh (chon TextWrapping
0 ché do Behide Text)

inh 13 em diu dang xanh la biéc, mét Tinh la em dju dangxanh la biéc, mét mau
mau xanh yén tinh khép hén hoang. xanh yén tinh khepghdén hoang. Ta boi roi
Ta boi roi bai vang thu qua ngd, cham béi vang thu qua ngé, cham dém riéng ru

SDém thinh Idng Iira bap
em bang lang lic
R ch3p chon trong y
gnh duom gidc dbng

dém riéng ru khé ndi niém chung. Dém thinh khé néi niém chung
lang Ita bap bung vach gid, gié ru em bang
lang ltc méng vé. Coé phai em chap chon
trong y niém, la trdu khéng xanh dwom giac L
dong qué. (Vi Hoang Luan) qué. (Vi Hoang Luan)

Cau 2. Nhap 3 doan VB va dinh dang dogn (Paragraph) dé thdy ré cdu tric phan doan,
tao chit ngh¢ thudt va chén tranh theo mau (Firstline: Icm, Before-After: 6pt,
linespacing: single; chen tranh o ché do Square).

pieu san dj

Phu Quang

Diu dang hat nang, lua nhe trén do, d6i mdi em ggi bao khat khao, mat
em vGi vgi ddm dédm tr&i cao. Em mong anh tua ring cdy trat rdi 14, séng
chiéu bong chgt xao xuyén khdn ngudi.

Ngudi yéu dung bao gid cach xa, mai mai diéu ki la %{ ,

tinh yéu chung ta, va ta biét mot diéu that gian di, cang xa
em ta cang thay yéu em.
~ ~ AN

(HOi ngd roi chia Ii cudc doi van thé, dau la mat troi ndng nan
khat khao hay dém mit mu I3p lanh ngan sao, néu khong co nguoi N
cudc doi troi vé dau, néu khdng co nguoi mat dat qud hoang vu.
Nguoi yéu oi du mai ngay cach xa, mai méai diéu ky la tinh yéu chung ta, va ta biét mot
diu that gian dj, cang xa em ta cang thdy yéu em) ?, va ta biét mot diéu that gian di,
cang xa em ta cang thay yéu em, ...

Cau 3. Nhap vin ban va dinh dang vién va khung nén theo mau.

[ |
w O Ky thi
Trong ky thi van dap, sau khi dat cau héi xong gido sw quay lai hdi sinh vién: "Thé
cau hoi c6 lam em ling tang khéng ?"
"Thwa gido sw, khong a" anh sinh vién tra I&i "Cau hdi khong lam em ling tung chut

nao ca. Nhwng chinh cau tra 161 méilam em bi a”.
L
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BAI SO 7. Thiét ké mot s6 mau vin bén, bang biéu.

Ciu 1. Tao miu vin ban sau (cé thé dung bang 1 dong 2 ¢t hodc ding Tab)

DAI HOC SU’' PHAM HUE
TRUNG TAM TIN HOC
pAq

's’o cu thé nhu sau:

01.01 Phét biéu cua Idnh dao khoa
Giao luu van nghé chao xuén

Khiéu vii

G TAm

Cau 2. Tao bang tir miu viin ban dwgc dit Tab truée
- Dung Tab dé tao cau tric van ban sau:

STT Loai Gia cii Gida moi
1. Gidy Dai Loan 34.500 32.000
2. Bia hd so 5.000 4.500
3. Tu tai lidu 750.000 650.000

CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phuc

e Chuong trinh van nghé chao muhg

CHUONG TRINH DA HOI CHAO XUAN 2008

Nhan djp xyén Mau Ty TRUNG TAM TIN HOC trwong
HS,O DHSP Hug, t6 chire budi da héi chao xuan véi chwong trinh

Trung tAm tran trong kinh m&i va han hanh duwgc dén tiép

% ¢l
‘ quy thay c6 gido da va dang cong tac tai trung tam.
Hué, ngay 01 thang 01 ndm 2008
\ Giam déc Trung tam

- Chon vin ban trén va thuc hién 1énh chuyén ddi vé bang (Table | Convert | Text to

Table) dé c6 duogc két qua nhu bang dudi.

STT Loai Gia cii Gia moi
1. Gidy Dai Loan 34.500 32.000
2. Bia hd so 5.000 4.500
3. Tu tai liu 750.000 650.000

- Thyc hién chuyén d6i dit liéu tir bang qua van ban dbi voi bang trén (Table | Convert

[Table to Text), trong hop thoai, ta chon Tabs va OK, xem két qua.
THO'I KHOA BIEU

- Tao mau bang.

THU HAI

_ 4 4 ~ 4 Id
THU TU THU NAM | THU SAU

THU BAY
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BAI SO 8. Soan théo, dinh dang viin béin trong Word bing phim néng

1. Di chuyén tré vin ban:
Pé di chuyén
Vé dau/cudi mot dong
Lén/Xudng 1 trang man hinh
Vé dau/cudi van ban
2. Lwa chon van ban:
Mé rong mét vung chon
T6i cudi/dau dong
T6i cudi/dau trang man hinh
Té6i cudi/dau vin ban
Chon toan bd van ban
3. Di chuyén, copy van ban va d6 hoa:
Thure hién
Chép ddi tugng vao Clipboard
Di chuyén vao Clipboard
Dén dbi tugng tir Clipboard
4. Pinh dang ki tu:
Pé dinh dang
Chir dam/nghiéng/gach chan
Gach dudi tung tu
Gach dudi nét doi
Chi s6 dui/ trén
Chir hoa nhé / to
Doi chir thuong - HOA
Che déu vin ban
Sao chép dinh dang
Dén dinh dang
Tang / Giam kich thudc chir 1
5. Dinh dang doan:
Pé dinh dang
Can 1€ trai/ Gita/Phai/Déu
Sang phai 1 khoang Tab
Sang trai 1 khoang Tab
Dan dong don / d6i/ 1.5
6. Str dung kiéu trinh bay (Style):
Pé dinh dang
Binh thuong
Tiéu d& 1/Tiéu dé 2/ Tiéu dé 3
Chon mét kiéu trinh bay
7. Di chuyén dau chén trong bang
Pé di chuyén
T&1 6 sau / trude
T6i 6 dau/cudi cua dong

Bam phim

Home/End

Pgup/PuDn
Ctrl+Home/Ctrl+End

Bam phim

Shift+ End / Home
Shift+PgDn/ PgUp
Ctrl+ Shift+End/Home
Ctrl+A

Bam t6 hop phim
Ctr+C
Ctrl+X
Ctrl+V

Bam t6 hop phim
Ctrl+B / Ctrl+1 / Ctrl+U

Ctr+-Shift +W

Ctrl+Shift +D

Ctrl+= / Ctr+-Shift+=

Ctrl+Shift+K / Ctrl+Shift+A

Shift+F3

Ctrl+Shift+H

Ctrl+Shift+C

Ctrl+Shift+V

Ctrl +] / Ctr+ [

BAm to hop phim
Ctrl+ L/E/R /)
Ctul+ M
Ctrl +Shift+ M
Ctrl+1/2/5

BAm to hop phim

Ctrl+-Shift +N

Alt+Ctrl+1 / Alt+Ctrl+2 / Alt+Ctrl+3
Ctr+Shift+S

BAm t6 hop phim
Tab / Shift+Tab
Alt+Home / Alt+End
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BAI SO 9. Thiét ké mét s6 miu bia va cic miu quang cao va hinh anh v€ nhu cac
hinh minh hoa (Font chir c¢6 thé xac dinh twong doi, chap nhan dwgrc).

B GIAO DUC VA PAO TAO PAI HOC HUE
PATHOCHUE TRUGING DAI HOC 5L PHAM
TRUONG BHKH HUE KHOA BIA LY
solca o @ oo
S NIEN LUAN

NGON NGU HINH THUC & AUTOMAT Di 14

TiM HIEU VE QUA TRINH DO THI HOA
VA VAN BE © NHIEM MOI TRUGNG

LY THUYET HAM BPE QUY

® Naudi hugng Afin

Gitfo vién hutng din Sirk vién ihasc Mén
FGS.TS. NGUYEN GIA PINH HOANG THIBAN NGUYEN THANH TINH
® HNgusi thuz hign LOP BIA T
HGUYEN TIKMWG TEI
Hpe vide s fpo KT
S
HUE, 122002 HUE 6 -2000

3’ ’%TRUNG TAM TIN HOC DHSP HUE

%..«** THONG BAQ CHIEU SINH

Trung tam t8 chic khai gidng céac 1op theo cac chuong trinh sau:
+ Tin hoc chiung chi A,B, Ky thudt vién tin hoc,
+ Céac 16p FoxPro, Basic, Access, Pascal, Quan tri mang, Bdo tri hé théng, ..
Dac biét chwong trinh Thiét ké bai giang dién tw
Khai gidng ngay 15.10.2007 * Pia, chi: 32 L& Lai * PT: 054.834396

9
CHAO MUNG NGAY NHA GIAO VIET NAM

Loi cam on
Xin chan thanh cam on dén thay
gido PGS.TS. Tran Van A da trong tin

tinh giip d 16i trong qud trinh thyc Chiing em luén ghi nhé céng on day dé
hién de tai nay. ciia cdc thdy cé

6\
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BAI SO 10. Khai thac thanh cong cu vé Drawing

Cau 1. Thiét ké mot sO mau

D¢ v& hinh
Hinh chir vudng can
nhat gitr phim
i Shift
Mili tén phai > Tuong duong |:| D Tiép theo >

(@ )

Lo1 cadm on

Elip c6 gilr
Shift s€ cho
Hinh tron

KHAI TRUONG

Téi xin chan thanh 01.08.2007

camon ...

Chao ban! Minh la
Bobby! .

') Con minh 1a XuXu.
S Xin chao ban!

Ciu 2. V& cac chi tiét va gdp nhom, sip 16p cho cac dbi tuong dé tao hinh dang cho cac
do6 vat (Khai thac hiéu qua thanh cong cu v€ - Drawing).

XE CUA BE '

Giao trinh Tin hgc Dai cwong 111



BAIL SO 11. Tao viin ban miu va chén muc luc ty dong.

Cau 1. Tao va st dung mau vin ban (style).

pé thong nhdt trong trinh bay bé cuc chuwong muc (mdu chuong, mau cdc muc lom,
nhé dé phai thong nhat) ta can thue hién dinh dang van ban mdy va dat tén vao hop Style.
Hodc vao Format chon Style and Formatting dé tao mau. Sau khi ¢é mau ta tién hanh dp
dap cho cac muc con lai theo mirc phu hop voi no.

CHUONG 1. GIOI THIEU HE PIEU HANH (PAT TEN MAU S1)

I. Giéi thiéu. (Dt tén mau S2)
1. Khéi dong (Pat tén mau S3)

Noi dung nhap tiiy ¥ dé minh hoa ma thoi. Noi dung nhap tiy y dé minh hoa ma thoi. Noi
dung nhap tily ¥ ¢é minh hoa ma thoi.
2. Thoat
II. Céc thao tac trén Windows
1. Str dung Mouse
2. Str dung phim
Chuong 2. Soan thao van ban Word
I. Gi6i thiéu.
1. Khoi dong Word
2. Thoat
II. Céc thao tac trong soan thao
1. Str dung Mouse
2. Sir dung phim

CHUONG 1. GIOI THIEU HE PIEU HANH (PAT TEN MAU S1)
I. Giéi thiéu. (Dit tén mau S2)
1. Khéi déng (Pdt tén mdu S3)
Noi dung nhép tuy ¥ dé minh hoa ma thdi. Noi dung nhép tuy ¥ dé minh hoa ma thoi. Noi
dung nhap tiy ¥ & minh hoa ma théi.
2. Thoat
II. Cac thao tac trén Windows
1. Str dung Mouse
2. Sur dung phim
CHUONG 2. SOAN THAO VAN BAN WORD
I. Giéi thiéu.
1. Khoi dong Word
2. Thoat
II. Cac thao tac trong soan thio
1. Sr dung Mouse
2. Sur dung phim

Cau 2. Chén muc luc tu dong.

Khi tai lieu da théng nhdat trong trinh bay cau tric, ta cé théinh ra 1 muc luc tir hé
tho”'ng style (mcfu VB) da ap dat cho toan bo tai lieu. Thuc hién cu thé: Vao Insert |
Reference | Index and Table, xudt hién hép thoai. Chon nhin Table of contents (hinh
danh trang sau) tiép theo ta thiét lip mét so thong tin:
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Index and Tables x|

Prink Prewview Web Preview
Heading 1. . 1 ﬂ Heading 1 ﬂ
Heading 2. 3 Heading 2
Heading= .. ... .. ] Heading 3
¥ show page numbers ¥ Use hyperlinks instead of page numbers
W Right align page numbers
Tab leader: I ....... - I

General
Formats; IFrl:lm template j Show |evels: |3 5“
Show Cuklining Toalbar | Qpkians. ., | Madify. .. |

| Ik I Cancel |

e Muc Show levels ta khai bao sb

Cﬁp dufo‘c tao ra trong muc luc (ta Table of Contents Ophions EI

Ch(_)l’l 3vitaco3 St}’le)- Build table of contents Fram:

e Muc Formats dé chon cac kiéu [ styles
muc 11_J.C Available styles: TOC |ewvel:

e Sau d6 bim vao nut Options dé Normal-1 Al
tl’{lét l‘ap cac muc cho céac Style Normal-cen .
cua minh

v st L
Cu thé ta s& x04 cac s6 1,2,3 trong ¥ os2 |2
cac muc Heading va dién viao cic 6 v 53 ET
tuong tmg (S1,S2,S3) nhu hinh bén. Lo | —I

Bam chon OK dé két thuc.

Sau khi két thuc ta s& co két qua muc luc tu dong duoc xuat hién.
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BAI SO 12. Tao bang, sip xép dir liéu, sinh biéu dd tir bang, tao titu dé dau va cudi
trang, xi ly tim kiém va thay thé van ban.

Ciu 1. Hiy tao bang, thuc hanh sip xép dir liéu trong bang theo cac cot, sau d6 hinh
thanh biéu do6 tur bang thong ké nay (Xem két qua bi€u do).

Mat hang Doanh thu Vén Loi nhuan
Sach 25000000 18000000 7000000
Gidy A4 30000000 17000000 1300000
Bao, tap chi 15000000| 11300000 370000

30000000+
25000000+
20000000+
15000000+ W Sach
10000000- B Giay A4
O Bao, tap chi
5000000+
0- re
Doanh  Von Loi
thu nhuan

Huéng dan: + Chon bang vao Table | Sort dé thiét Idp Sc?p xép. o
+ Chon bang, vao Insert | Picture | Chart dé sinh biéu do.

Céiu 2. Tao tiéu dé ddu va chan trang theo miu (vao View | Header and Footer)
bau trang la: Trung tam Tin hoc Pai hoc Sw pham Hue

Cubi trang l1a: Nguwdi bién soan. Nguyen Twong Tri Trang..
Céu 3. Thuc hién tim kiém va thay thé trén toan bd ndi dung cuia vin ban, cu thé:

Tim tir Cau

Thay thé bang cum tir Bai tip
Huong dén: Vao Edit | RePlace, xuét hién hdp thoai Replace va gd vao ndi dung nhu dudi day!

Find and Replace i |

Find Replace | Go To |

Find what: ICéu ;l
Format:  Fonk: Bold, Underline

=l

Replace with:
Format:  Fonk: Bold, Underline

More ¥ | Replace Replace Al | Find Mexk I Cancel |
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BAI SO 13. Tron van ban (tron thuw).
Cau 1. Tao file dir liéu sau (Luu véi tén file DL_BAI12.DOC)

sbd | xho Hoten diachi diem | ketqua
A10 | Anh | Nguyén Vin An |24 Bach Pang | 4.75 Rot
B25 | Chi |Lé Thu Hang 150 Lé Loi 8.50 | Ddu
C18 | Anh | Tran Vian 615 Thuan An | 9.25 | Ddu
D13 | Chi | Hoang Anh 245 L¢ Lai 4.50 Rot

Cau 2. Tao file van ban sau (Lwu véi tén file VB_BAI12.DOC)

PAI HQC SU PHAM HUE CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM TIN HQC DPoc lap - Tu do — Hanh phiic
FOR - 00o----

GAAY BAO

Kinh goi:  <xho> <hoten> - <dchi>
S6 bdo danh: <sbd>

Can ctr két qua ky thi tuyén t6 chirc ngay 18 thang 6 nim 2007, ching toi
thong bao cho <xho> biét ring:  Piém sb trung binh = <diem>

Vay <xho> di <ketqua> trong ky thi vira qua. Dé nghi <xho> dén lam cac
thi tuc can thiét tai Vin phong Trung tim (B<): 34 Lé Loi - B : 824004)

Hué, ngay 10 thang 7 ndm 2007
Giam doc
Nguyén Tham

.’ Dé thuc hién viéc tron van ban can:

1. Tao vin ban miu (miu gidy moi, miu gidy bdo, ..) goi 1a vin ban chinh (Main
Document), van ban nay chtra nhittng ndi dung khong thay doi.

2. Tao nguon dir liéu (Lap danh sach nhiing ngudi duge moi, duge thong bao) 1a 1

bang biéu ma mdi hang 1a thong tin ciia 1 ddi twong, mdi cot 1a mot thudce tinh cia

dbi tuong ay. Pac biét, bang danh sach nay duoc lap ¢ 1 file riéng va dit ¢ trang

dau tién cua file, trude nd khong dugc chira batki 1 ddi tuong nao ké ca ki tu rong.
Céc thao tic: Bung ¢ van ban chinh (file VB_BAI12.DOC), vao Tools | Letters and
Mailings [Mail Merge, xuat hién panel “Mail Merge” bam chon Next dén budc 3, chon
Browse dé mo file dit licu (DL_BAI12.DOC), bat thanh cong cu mail Merge va chén
thong tin vao theo cac vi tri da dinh.
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BAI SO 14. Thue hanh tong hop
Cau 1. Tao viin bin theo miu sau :

CONG HOA XA HOI CHU NGHIA VIET NAM
bdc lap - Tu do - Hanh phuc

Nhan dip ¢au ndm hoc méi, Trung tim Tin hoc DPHSP Hué, s& t6_chtic cac 16p:
= Lép Ky thuat vién

L) Loép Tin hoc Vin phong, Tin hoc chirng chi-A, B 4
Windows
Word
Excel

PowerPoint
Internet
#A  Thiét ké bai giang dién tir
Moi chi tiét xin lién hé VP Trung tim, tai: D<| 32 Lé Loi, Hué-& 054.834396 / 824004
Hué, ngay 01 thang 7 nam 2007
Giam doc Trung tdm

WYY

Cau 2. Tao miu VB sau

CONG HOA XA HOI CHU NGHIA VIET NAM
bdc lap - Tu do - Hanh phuc

S ,{ L I 4
Giay bao gig
Kinh goi  Ong (Ba) <nhdp ho tén hoc vién>
L6p: Ky thuat vién Tin hoc B
Theo yéu cau cua quy ong (ba), ching t6i xin tran trong bao gia cdc mat hang sau:

S6 TT Miit hang Pon vi Pon gid
1 Gidy A4 ram 15.500
& 2 B74t bi TL ta 22.000
=3 Kep ho so cdi 19.000

Dia chi lien hé: DA: 34 Trang Tién, HAN6i — & : 8357628
Hué, ngay 01 thang 7 nam 2007
Giam boc
Tran Lé Hoang
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Ciu 3. Sir dung bang dé phan chia vin ban thanh cac cot
a. Dung bang 2 cot 1 dong dé tao tiéu dé vin ban
PAI HQC SU PHAM HUE | CONG HOA XA HQI CHU NGHIA VIET NAM

Trung tam Tin hoc bdc lap - Tu do - Hanh phuc
A R e

b. Chia hai c6t, cot 1 dung dé chén hinh anh..., cot 2 nhdp van ban thong thuong:

Hién nay, may bay la phuong tién giao thong vao logi
nhanh nhat. Trong twong lai, diéu ndy cé thé khéng con
dung. Mot ngay nao do, con nguoi sé su dung mot loai
phuwong tién khdac nhanh hon.

< Luu y: Trong cac mau trén, cac duong vién mo dung dé nhin bi€t cau trac bang,
trong thuc hanh khong nén dét vién cho chung.

Cau 4. Tinh toan trong bing
S6 Mat Pon | S6 Pon gia Thanh Giam gia
TT hang vi | lwong | SL<10 | SL>10 tién 5%
1 |Gidy A4 ram 25 15,500 15,000 375,000 18,750
2 [But bi TL ta 5 22,000 21,000 110,000 5,500
3 [Kep ho so cai 50 19,000 18,000 900,000 45,000
4 |Ban ghé bd 3 550,000 500,000 1,650,000 82,500
Tong cong 3,035,000 151,750
@ Luu y: Cong thirc tinh thanh tién bang sb lugng nhén don gia (tuy thudc vao s6

luong). O cot giam gid, tinh bang 5% cua thanh tién.

- Céac gia tri dd cho & cac 6 t6 xam dung dé kiém tra két qua, ngudi thuc hanh can tu
tinh toan dé ra ding cac gia trj do.

- Vidu: 6 vi tri (Gidy A4) cta cot thanh tién s& c6 cong thirc sau: {=d3*f3} vi s luong
tuong tng 1a 25>10 do d6 don gia s€ 1a 15000 va ¢ hang thr 3; con & (But bi) thi
cong thuc la {=d4*e4}.

- Cht y dén sb hiéu cua cac hang va cac cot khi tinh toan, dic biét can nhé ring & bang
trén c6 mot sd 6 da duoc nhap lai thanh mot.

Ciu 5. Sip xép thir tw trong bang

Vi bang & trén (c6 thé dung Ctrl-Z hodc Undo dé phuc héi lai bang trude khi chuyén),
chon ¢4t “Luong” va dung 1énh [Table]Sort dé sap luong theo thir ty ting hodc giam. So
sanh két qua trudc va sau khi sap. Thu dbi vai cac cot cing nhu voi cac kiéu sap khac
nhau. (vi dy: bang sau khi sap cot Luong theo chiéu ting dan)

STT Ho va tén Ngay sinh Luong
2. |Lé Thi Binh 20/05/77 300000
1. |Nguyén Vin An 12/06/78 350000
3. | Thai Thi Dung 30/11/79 370000

Cau 6. Tao AutoText va khai bao AutoCorrect
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a. Tao ky tw g6 tit
- Tu van ban, chgn mdt nhém van ban nao do
- Thyc hién Iénh Tools | AutoCorrect Option va gan mot tén (khong chira dau tréng
cling nhu céc ky tu dic bi¢t) dung lam ky tu viét tat.
- Chon Add va [OK] dé két thuc.
- Trong vin ban g lai tén vira gan, nhin space dé kiém tra két qua.
(Mot vai got y: gan “dbi” cho tur “dac biét”, “dho” cho tur “dai hoc”...)
% Lyu y rang, & phuong phap trén can phai nhap va chon trudc khi gan, nguoc lai ta
phai ty nhdp nhom van ban can thay thé & hop [With].
b. Tao vin ban tu dong

- Tuong tuy trén, thay vi chon AutoCorrect Options, ta chon chic ndng Insert
|AutoText[New va gan tén gd tat.
- Sau ghi gan tén xong, & vin béan ta nhap lai tén va nhan F3 dé kiém tra két qua.
& Chtrc ning nay thudng gan cho mdt nhom vin ban phirc tap c6 nhiéu tao dang (ké ca
tranh anh, textbox, frame...)
Céu 7. Sir dung Equation dé nhép cong thirc toin
- Dung Insert | Object | Microsoft Equation 3.0 va tao cac cong thirc sau:

b

n

Zi x> +y° Isin3 xdx Cr=
i=1

a

n!

i

& Khi can stra d6i thi nhdn D-click vao cong thirc dé vao lai Equation va hiéu chinh.
Céu 8. Tu xay dung cac bang dir liéu phu hep dé tién hanh trén vin ban theo cac
mau sau.

a. Mau 1 (dung bang 2 c¢ot 1 dong)

4 NEy TRUNG TAM TIN HQC »
QQ S6 : <so> };(\ Sw pham :
;’ '% THIEP MOI o

Nhan dip Tét Mau Ty
Tran trong kinh moi:
<holot> <ten>
2009 Lap: <lop> q
Deén tai Giang duong I dé du khiéu vil.
Ban To chiic
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b. Miu 2 (dung textbox)

GIAY MQT

Nhan ngay Nha gido Viét Nam 20/11
Tran trong kinh moi Anh (chi):
<holot> <ten>
Vao luc 19 gio, ngay 20/11/2007

S,() :. <80~ Pén tai Cau lac bo dé du budi toa dam.
Lop : <lop> Chii tich CLB
¢. Mau 3.
CONG TY TNHH STC CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG VAT TU Poc 1ap - Tu do - Hanh phiic
- PRORALCS

(==}

BAN PE NGHI

Kinh géi: Giam doc Cong ty TNHH STC
Phong Tai vu Cong ty

. Can cw vao chure nang, trach nhiém dwoc giao;
. Can cir vao ké hoach nam 2007,

Phong Vat tu ching t61 kinh dé nghi

. i Giam déc va Phong Tai vu Cong ty xem
= TLLR T
L xét dé duyét cho chung t6i mua sb vat tu
sau:
Ma so Loai S6 lugng Don gia

<MSo> <Ten>  <SLuong> <DGia>
Hué, ngay 28 thang 06 nam 2007
Truwoéng phong

Lé Van Son
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CHUONG 4. XU LY NBANG TiNH MICROSOFT EXCEL 2003
BAI 1. MOI TRUONG LAM VIEC CUA EXCEL 2003

I. GIOI THIEU TONG QUAN

1. Giéi thiéu vé MicroSoft Excel 2003

Excel 1a trinh Ung dung xu li bang tinh trong Windows, 1a thanh phan thudc bo
Office cua hang MicroSoft. Excel cung cip céc tinh nang xir 1i khd phong phu nhu sap
xép, trich loc, tim kiém trén bang dir liéu 2 chiéu. Lam viéc v6i Excel co thé giup nguoi
dung khong chi giai quyet dugc cac bai toan co ban nhu 1ap bang luong, bang diém ma
con cho phép giai quyét duoc cac bai toan t6i wu nhu bai toan lap lich, bai toan van tai,
bai toan giai hé phuong trinh, .

La mogt ing dung bang tinh, mSi ctra sO vin ban cua Excel 1a mot WorkBook, trong
d6 gdm nhiéu Sheet — mdi Sheet c6 thé 1a bang tinh, biéu d6. Cac Sheet c6 thé doc 1ap
hodc phu thudc nhau tuy vao su to chirc cta nguoi st dung. Khi luvu WorkBook, Excel tu
dong thém phan mé rong 1a XLS.

Excel ¢6 thé st dung cac tinh ndng nhu nhap van ban, tao chir nghé thuat (WordArt),
chén cong thire toan hoc (Equation), bo sung hinh anh (ClipArt Gallery)... Ngoai ra, Excel
cling cung cip cac phuong thirc dé cac ung dung khac c6 thé sir dung duogc cac chire nang
manh ctia né nhu: Tinh toan, phan tich, tao biéu do, 1ap bao cdo... trén cac dir liéu dugc
t6 chirc theo dang bang 2 chiéu. Chia sé dit lidu v6i cac ung dung khac. Cac chirc ning
nay mot ph?ln duoc thuc hién thong qua cac ham da duoc thiét ké sdn hodc ham do nguoi
str dung tu tao; phan khac thong qua cac cong cu duoc td chirc trong hé théng menu hoic
biéu tuong 1énh.

2. Khéi dong va két thic Excel

a. Khoi dong
Co thé thuc hién theo nhiéu cach khac nhau:
+ Nhan doi chudt trai 1én biéu tuong #= trén nén Desktop

+ Hoic chon biéu twong Excel tir thanh Quick Launch (néu c6)
+ Hodc vao Start | Program | MicroSoft Office | MicroSoft Excel 2003

b. Két thiic
Sau khi hoan tat phién lam viéc trong Excel, ta két thiic n6 bang mot trong cac cach sau:
+ Chon 1énh tr menu: FILE | Exit
+ Nhan vao nat dong cira sb ﬂ] O goc trén phai,
+ Hodc nhan Alt-F4
! Néu cac WorkBook c6 stra doi va chua ghi lai su thay doi, thi Excel s& yéu cau ta xac
nhan viéc c6 ghi hay khong trude khi két thuc.
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3. Giao dién cua MicroSoft Excel

Sau khi khéi dong, man hinh lam viéc ciia Excel c6 dang

B3 Microsofi Excel - Book1

Eﬂ File Edit ‘iew Insert Format Tools Data  Window Help  Adobe PDF Tvpe aquestion For help = - & X
RN NENE= RN A= N e A N IR N N A 3 Wi W Mgl "-ié'!
faal 10 B I U|SS=H|$ % o g EE 0 AN
(08) w.x A -
| &~ [ ¢ | b ~NE | F | 6 [ H | | 4 | kK | LZF
1
2
i Hop tén Thanh cong thirc
5 (Name box) (Formula bar)
B
7
B
g
10
11
12
13
14
15 R . 1 ,
16 O hién thoi, Cac bang tinh (sheets),
17 ¢6 dia chi DS sheet hi¢n thoi la sheetl
18 :
19
20
21
22
23 v
H 4 » QP Sheetl / Sheet? / Sheets / Al
Ready MM

Phén tiéu dé, thanh menu va céc thanh coéng cu co ban gidng Word, riéng thanh
cong thirc (Formula Bar) va vung lam viéc tao nén sy khac biét cua Excel. Vung lam viéc
duoc chia thanh céc 6 (cell) to chirc thanh hang (row) va cot (column) dugc gan nhan.

II. CAC THANH PHAN VA KHAI NIEM CO BAN

1. Cira s lam viéc

Cira s6 chinh cta Excel 1a ving man hinh chira chuong trinh Excel khi n6 duogc
khoi dong, tuong tu nhu céc ctra s6 g dung khac trong Windows. Gom cac thanh phan
nhu: cdc duong vién gidi han kich thudc ctra s0; thanh tiéu dé chua ti€éu dé chuong trinh
va tén WorkBook dang lam viéc; thanh menu ngang, cac thanh cong cu (Toolbar) chira
cac bi€u tugng 1€nh; cac nut Iénh cua cua s6O (hop di€éu khién, nut Minimize,
Maximize/Restore, Close); vung lam viéc (desktop) va cudi cung la dong trang thai chira
thong bdo va trang thai lam viéc.

Ngay sau khi khoi dong, Excel dua ra mot workbook maoi dé nguoi st dung lam
viéc va no6 duoc dat tén 1a BOOK1.XLS.

Mbi Workbook co t6i da 255 sheet (bang tinh), nhung thong thuong ¢ ché d6 mic
dinh excel s€ gom 3 sheet. Moi Sheet 1a mdt ludi cac 6 (cell) duge to churc thanh hang
(row) va cot (column).
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Row
WorkBook — Sheet < — Cell
Column

Ngay phia trén ving bang tinh c6 2 thanh phan:
+ Hop tén (Name Box) chtra tén cta 6 (hodc day cac 6) hién thoi dang dugc chon;

+ Thanh cong thirc (Formula Bar) chtra ng1 dung hodc cho phép nhdp ndi dung cua
0 dang chon.

Phia dudi 1a thanh chira tén cac sheet trong workbook va thanh cuén ngang, bén
phai 1a thanh cudn doc.

2. Pia chi (nhan) hang, cot va 0

Trong Excel 2003, hang dugc danh ) (gén nhan) tur 1, 2,.. dén 65536; cot duoc
danh thu tu tor A, B, ..., Z, AA, ... AZ, BA ... IV (256 ¢4t). Giao cua cdt va hang 1a 6 (cell)
v&i dia chi xac dinh 1a: [nhan c§t][nhan hang].

Vi du 0 F15 1a giao cua cdt F va hang 15, hoac dugc xac dinh theo cach R[sé hiéu
hang]C[s6 hi¢u cot], nhu R5C8 1a 6 tai dong 5 cot 8 (tirc cot H).

bia chi vung (khoang 6) gié1 han trong mét khung hinh chir nhat dugc viét theo
dang 6_diu_tién_trén_trai:6_cudi_cung dwéi_phai,

Vidu: A4:B6 1a khoang lién tuc 6 0 gidi han bdi 2 ¢dt (A, B) va 3 hang (4, 5, 6).
3. N§i dung ctia cac 6

MBbi 6 ¢6 thé chira dir liéu hodc cong thirc tinh toan.
Dit ligu thuwong ton tai dudi cdc dang:

Chudi ky tu  (character/string)  vidu Ho va tén

S6 (numeric) 125
Ngay (date) 08/12/1998
Gio (time) 8:15:25

Cong thire tinh todn cé dang: ky ty dau tién 1a dau bang (=) tiép theo 1a mot biéu thirc.
Vi du: Tai 6 A3 néu ta nhap =5+3 thi sau khi nhén Enter, ni dung cua A3 sé 1a 8.

) Biéu thire tinh toan dugc dinh nghia la mét tap hop cac toan tir va toan hang duoc
viét theo quy tac (ct phap) do Excel quy dinh.

Toan tir 1a cac phép toan s6 hoc: + (cong), - (trir), * (nhéan), / (chia), % (phan trim),
A (lty thtra); hodc céc todn tir so sanh: < (nho hon: less than), > (16n hon: greater than), =
(bang: equal to), <= (nho hon hoic bang: less than or equal to), >= (16n hon hoic bang:
greater than or equal to), <> (khong bang: not equal to), va toan tir ndi chudi & (vi du:
“HO”&“TEN” = “HOTEN”).
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Toan hang c6 thé 1a gia tri hang (constant), mot tham chiéu 6, mot nhan (label),
ten (name) hodc la mdt ham (function) cia workbook. Cac hang chudi dugc bao trong cdp
nhay kép “”

Ham (ﬁmctzon) ¢6 dang: Tén_ham(danh sach d6i s6 — néu co), trong do cap ngodc
don 1a bat budt. Do ham thyc hién mot qua trinh xtr Iy hay tinh toan va tra vé mot két qua
nén né c6 thé xuat hién bat ky ¢ dau trong mot biéu thic ma ¢ do co thé c6 mot toan
hang. Excel cho phép cac ham 1dng nhau, nghia 1a mot ham co thé xuét hién trong danh
sach dbi s6 cuia mot ham khac, vi du nhu SUM(A1, SUM(C5:F7)).

Vi du vé céng thire: =15 + (4 * A6) — SUM(B2:B4)
Trong dé: 5, 4 1a cac hang; A6, B2:B4 1a cac tham chiéu 6; SUM 1a tén ham; cac ki
hiéu + * — 1a cac toan tir.
4. Tham chiéu twong ddi va tuyét doi
Dé tham chiéu dén cac 6, c6 hai cach: tham chiéu twong doi va tham chiéu tuyét doi.
Tham chiéu tuwong doi xac dinh vj tri tuong ddi tir 6 chira tham chiéu dén 6 duoc
tham chiu. Vi dy, trong cong thiic tai 6 C3 c6 chira tham chiéu dén 6 A2 dugc hiéu nhu

1a: xuét phat tai 6 hién thoi (C3) sang trai 2 ot (tr C sang A) va di chuyén 1én 1 hang (tur
hang tha 3 1én 2) de lay dir licu tai do.

Véi tham chiéu tuong d6i, khi nguoi sir dung sao chép cong thire tur 6 nay sang 6
khac thi gia tri tham chiéu tu dong thay ddi. Vi du, néu sao chép cong thirc (= A2) trong
C3 sang 6 D5 thi cong thire trong 6 D5 s& dbi lai 1a B4 (gitr nguyén tinh twong ddi: tham
chiéu sang trdi 2 cét va 1én trén 1 hang).

C6 thé khang dinh rang “Sao chép cong thirc theo chiéu doc thi s6 hiéu hang s& bi
thay doi, s hi€u cdt dugce gilr nguyén. Tuong tu, néu sao chép theo chi€u ngang thi gia tri
cOt bi thay do61, s6 hi¢u dong duogc gilt nguyén”.

Vi du: xét bang sau:

C D F

12 5 7 =SUM(C12:D12)
13 6 8 =SUM(C13:D13)
14 4 9 ?

15 |=SUM(CI12:C14) |=SUM(D12:D14)

Tai 6 F12 nhap cong thiic tinh tong cac 6 tir C12 dén D12, khi d6 néu sao chép
cong thitc dén 6 F13 thi tham chiéu s& thay doi thanh tong cac 6 tir C13 dén D13, sao
chép dén F14 thi s& thanh =SUM(C14:D14). Tuong tu, khi chép ngang tir C15 sang D15
thi s6 hiéu 12 va 14 khong d6i, ma d6i gia tri cot tir C sang D.

Tham chiéu tuyét ddi xac dinh su tuyét d6i trong cach tham chiéu, nghia 14 ludn
hudéng dén céac vi tri cd dinh (theo hang va/hoic theo cot) nao d6 cia bang tinh khi sao
chép cong thirc. Vi 6 duge xac dinh boi hang va cot, nén sy tuyét doi & ddy c6 thé chi tac
dong dén hang, dén cot hodc ca hai.
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Excel dung ky tu $ dat trude tén hang hodc tén cot dé chi sy tuyét doi. Vi dy, El
chira cong thirc = $A$1 + B$1 + $C1 + D1, bao gom tuyét d6i & Al, tuyét d6i theo hang ¢
B1, theo cot & C1 va tuong d6i ¢ D1. Khi do néu sao chép cong thuc nay dén 6 H5 thi s&
tu d(_)ng doi lai 1a: = $A$1 + ES1 + $C5 + G5.

Trong thuc hanh, sau khi nhap tham chiéu 6 ta dung phim F4 dé chuyén doi giira
cac loai tham chiéu
5. bat tén cho mt khoang 0 (vung)

Mot khoang céac 6 co thé duoc gan bdi mot tén dé dé sir dung. Dé thuc hién diéu
nay ta tién hanh nhu sau:

1. Chon cac 6 can dat tén
2. Click mouse vao hop tén (Name Box) va nhap tén vao
3. Nhan Enter dé xac nhan viéc dat tén cho céac 6 dang chon.

Hoic c6 thé str dung menu INSERT | Name | Define, xuat hién hop thoai nhu sau:
Define Name |

Mames in waorkbook:
Tén wiing| O

Close

Delete

Refers to:
=sheet11$C476:$F4a3 &

i IEII Ed

Nhép tén vao va chon Add dé dit tén va va co thé tlep tuc dat tén cho vung khac
néu sira dia chi tham chiéu ¢ muc refers to, chon OK dé két thuc. Truong hop mudn xo6a
mot tén da dinh nghia ta chon tén can x6a va dung nut Delete.

Sau khi da gan tén cho mét khoang 6, ta co thé kiém tra lai tén béng cach chon lai
khoang 6 d6, néu thay xuat hién tén trong hop tén thi da gan diing, nguoc lai can x6a tén
d3 gan sai va tién hanh gan lai.

Luu y: Tén cua mot khoang cac 6 dugc xem 1a mot tham chiéu tuyét ddi.
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BAI 2. LAM VIEC VOI BANG TiNH

I. MOT SO THAO TAC CO BAN

1. Chon cac 6, hang, cot
- Chon 1 ¢6: click vao 6 mudn chon

- Chon nhiéu é lién tuc: chon 6 dau tién (goc trén trai) cua khoang can chon, sau d6 drag
(kéo 1€) mouse (hodc shift-click) dén vi tri cuoi (goc dudi phai) .
- Dé chon thém cdc 6 roi rac nhan giit phim Ctrl trong khi click vao cac 6.

Ngoai ra, con c6 thé chon nhanh bing cach nhap khoang can chon vao hop tén
(Name box). Viéc chon hang hodc cot tuong tu nhu chon 6. Thay cho click vao 0, ta click
vao nhan cdt hodc nhan hang dé chon 1 ¢t hoac 1 hang. Chon nhi€u lién tuc bang k¥
thuat drag hodc shift-click. Chon ro1 rac bang Ctrl-click.

A

[0

LN ]

(Drag o d?llu dong, dau cot dé chon mot hodc nhidu dong va chon mot hoac nhiéu cot)
2. Chén, x6a cac 0, hang, cft

Chon cac 6, hang, cot can tac dong

Click mouse phai (Right-click) 1am xuét hién shortcut menu

Chon 1énh thich hop tir shortcut menu:

Insert dé chén thém
Delete dé xoa
Clear contents dé x6a nodi dung cac 6 (hodc nhan phim Del)

C6 thé ding menu thay cho viéc nhan R-click.
e Menu Edit | Del hoic Edit | Clear dé xoa.
e Menu Insert | Cells, Rows hoic Columns dé chén thém.

S6 ddi twong chén thém vao hodc xo6a di bang véi sé ddi twong da chon (vi du, néu
dang chon 3 hang thi 1€nh Insert s€ chén 3 hang)

3. Nhap va sira chira noi dung cia 6

a. Nhdp ngi dung 6: Chon 0, sau d6 nhép néi dung. Luu y dén cach thirc Excel
chinh 1€ tuy thudc vao dang dir li¢u s& nhap. Neéu la van ban thi chinh trai; ngay, gid hoac
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sO thi chinh phai. Két thuc viéc nhap ndi dung bang phim Enter. Néu khong mudn thay
doi ndi dung da co trude do thi nhan Esc.

b. Sika ndi dung 6: Nhan Double-click (D-click) hodic F2 vao mdt 6 dang chon dé
stra chita nd1 dung, n€u chi click vao 6 thi dit 1iéu nhap vao sé thay dit liu da co trude do.

Dung diu bang (=) dé bat dau nhap cong thic. Néu trong cong thirc can tham chiéu
6 thi hodc 13 ty nhap tén cac 6 can tham chiéu, hodc 1a dung mouse dé chon.

Vi du: tai 6 D7 can nhdp cong thic tinh: = B7 + C7, dau tién nhap diu =, sau d6
ding mouse click vao 6 B7, nhdp du + va click vao 6 C7 va nhan Enter dé hoan tat. Tién
hanh tuong tu d6i véi khoang lién tuc cac 6 (dung drag thay cho click).

¢. Tao dang é (Format Cells): Excel cung cap nhiéu kha ning trong viéc thay doi
dang thurc cia mot 6. Vi du: ddi véi 1 con s6 ¢6 thé duge biéu dién béng nhiéu dang: n6
c6 thé 1a s6, 13 ngay, gio, biéu dién phan tram, tién té voi ky hiéu §, d...

Ciang =6 FIgAr gics phan tram tién
5 05/01/1900 | 12:00:00 AM | 500.00% $5.00

Pé tao dang mdt hoac nhiéu 6, dau tién ta chon ching, sau d6 dung menu
Format|Cells hodc nhan phim phai va chon Format Cells, trong hdp thoai c6 chira nhiéu
muc phuc vu cho viéc tao dang. Ching bao gom:

Muc Number dung dé Format Cells E]@I
tao dang s0, gom:

, X i Mumber || alignment Fank Border | Patterns || Protection
Number tao dang c4c con s0,
’ R n Cakeqory: Sample
Currency dang tién t¢;
Date, Time dang ngay gio; gumber
Ao = urrency
Percentage dang phaq tram, Accounting General Farmat cells have no
Fraction dang phﬁn sO; Date specific number Format.
. R > Time
Text dang van ban... Percentage
Frackion
Custom la dang dac Scientific

A r r N\ ki TEXt
biét, né cho phép ngudi su Special

dung ty diéu chinh viéc tao | [=ustom
dang. Nguodi st dung sau khi
chon custom cé thé nhdp vao
ma dinh dang cia minh ¢ muc
Type dé thiét lap kiéu dinh
dang. Cu thé mot sb6 mi tao
dang thuong dugc dung trong ok || cancel
kiéu sb va kiéu ngay nhu:

M3 tao dang s6: (V1 du s6 can tao dang: 3149.457)

Ma Két qua Y nghia

0 3149 Lam tron dén hang don vi (khong c6 s 1¢)
0.00 3149.46 Lay 2 chir s6 1¢

#,##0 3,149 Co k¥ tu phan cach nhém 3 s6 va 1am tron
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0.00%

314945.70%

Theo dang % c6 hai s0 1é

0.00 “@”

3149.46 d

Thém chudi vao két qua (trong cap )

Ma tao dang ngay (vi du: ngay 15 thdng 7 nam 1999)

Ma Két qua Y nghia

dd/mm/yy 15/07/99 ngay/thang/nim, mdi vi tri co 2 s6
Mm/dd/yy |07/15/99 thang/ngay/nam, mdi vi tri co 2 s6
Mnvdd/yyyy [07/15/1999 | ndm c6 4 chit sb

dd-mmm-yy |15-Jul-99 | tén thang c6 3 ky tu viét tat

Muc Alignment dung dé chinh dir liéu theo 2 huéng: ngang (Horizontal), dimg
(Vertical); va diéu khién viéc cho phép van ban xuéng dong (Wrap text) hay trai lap sang
cac 0 bén canh. Ngoai ra con cho phép quay van ban theo cac gboc quay khac nhau.

Muc Font dung dé tao dang vé font chir.

Format Cells

| Border Patterns | Protection

Eonk: Faont skyle: Sizes
| Arial Feqular

T AR Tankuin Bold BigS

T AR Weibei Bold Bigs Tkalic

AR Yankai Heawvy BigS Bold

hﬂ b Bold Italic
nderline: Color;
|Nu:une b | | Aukornatic V| Morml Font
Effects Preview

[] strikethraugh

[ ] superscript AaBhCoYyiz

[ ] subscript

Muc Border dung cho vié¢c thiét 1ap dudng vién cua cac 6 voi rat nhi€u lya chon:

Format Cells

Mumber || Alignment | Font |i Baorder | Protection
Presets Tine
"""
------ Mong  ===—-=-
Mone Qutline  Inside | e e mn
Border

Text

Color;
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4. Tao day tu dOng

Mot day s liu lién tuc (vi du: al, a2,...) c6 thé duoc tao ra mot cach tu dong bang
cach nhap sb liéu dau (al), sau d6 chon n6 s& lam xuat hién mot nat vudéng nho & goc
duoi phai, di chuyen mouse dén vi tri ndy (mouse c6 hinh dau cong) keo ré nit vudng dén
6 cudi cua dy so lidu sé tao ra mot diy lién tuc. Dé tao diy sb tht tw (vi du nhu 1, 2, ..)
ta lam tuong tu nhu trén nhung c6 gilt phim Ctrl.

Néu 6 dau tién la cong thuce thi viéc kéo nit diéu khién s€ sao chép cong thuc dén
cac 0, khi do cac tham chi€u s€ dugc diéu chinh ty dong.

Vi du: Tao mot sb dang day ty dong sau.

| 1 4 i 10 13l

1 11 131 ‘
2 al a2
3 al 153
4 il W EY!
5 gl a5

Néu muén tao diy theo dang nhay coc nhu 1, 4,7, .. ta can thiét 1ap noi dung cho 2
6 dau tién, sau d6 chon 2 6 va dua con trd vé gbc phal dudi cta 6 thir hai dé lam xuat hién

con tré c6 dang ddu + 1di drag dé xem két qua.

II. CAC THAO TAC VE FILE (WORK BOOOK)

Menu File chtra cac 1énh tac dong 1én téng thé workbook (cac thao tac ndy twong tu
nhu thao tac trong phan Word), bao gom:

+ New Tao mdi1 mot workbook.

+ Open M¢& mot workbook da ghi trude do.

+ Close DPong cira s6 workbook dang lam viéc.

+ Save Ghi workbook dang lam vi¢c ra file. Toan by Sheet co trong

workbook s& cung duoc luu trit trong mot file c6 phin mé rong 1a XLS.

+Saveas  Ghi ra dudi mét tén méi. Néu 1a 1an dau tién ghi file thi chirc ning
nay s€ tu dong dugc chon thay cho Save.

+ Print preview  Xem tong thé workbook trudc khi in chinh thirc.

+ Print In toan bo workbook, hodc chi in Sheet dang lam viéc hién thoi.

+ Exit Két thuc phién lam viéc voi Excel.
I11. SUDUNG HAM VOI FUNCTION WIZARD

Ham c6 thé duoc nhap truc tiép trong cong thire hodc sir dung coéng cu chén ham
cua Excel. D€ chén ham vao cong thue, dung menu Insert | Function hodc click vao bi¢u

tugng Function Wizard (f,). Bim vao muyc Or select a category dé chon nhom ham phu
hop, cu thé.
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Insert Function

Search for a function:

Type a brief description of what ywou want to do and then (30
click Go .
= Chon chu dé
Or select a category: | Most Recently Used |rv
. .rlll.1l:l.5t.F.!E;I:'.Er.ltl.lllll.l_l.sélj. ................................. ' 1' C a c h am’ thu O,n g dun g
Select a function: Al ) 2. Liét ke tat ca cic ham
TRANSPOSE Financial 3 A | 3 Géoham ve tai chinh
Crake & Time 4 4. Ham ngay gio
BAHTTERT ; \ . N .
LM Math & Trig 5 5. Ham todn hoc va lugng giac
AYERAGE Skatiskical 6 6. Ham thong }(é )
IF Lookup & Reference 7 7. Ham tim ki€ém, tham chiéu
HYPERLIME Dakabase 8 8. Ham co s& dix 11éu
COUNT Text | 9 » | | 9. Ham van ban
Logica 10 10.Ham logic
TRAHSPDSE{E_"EW} InFormation ] 11 P 11. Ham thong tin
Converts a wertical range of cells ko a horizontal range, or vice versa.

Help on this Funckion [ Ik, l [ Cancel ]

Trong hop thoai Function Wizard c6 hai bang, bén trai 1a chu dé cac ham, bén
phai 1a ham s€ chon. Cac ham dugc td chirc theo cha dé dé dé sur dung. Sau khi chon dugc
ham thich hop, s& thuc hién tiép cic bude con lai dé nhap ndi dung cho cac ddi sb cua
ham. Vi du, d6i v6i ham AVERAGE ta nhdp vao cac gid tri dé tinh trung binh (c6 thé
nhap vao dia chi 6 — Excel tr dong tham chiéu dé lay gia tri).

Function Arguments E'
OYERAGE
Number1 | Nhap gia tri 1 =
Mumber2 | Nhap gid tri 2 =

Returns the average (arithmetic mean) of its arguments, which can be numbers or names,
arrays, ar references that contain numbers,

Mumber1: numberl,numberz, ... are 1 to 30 numeric arguments For which wou wank
the average.

Faormula result =

Help on Ehis Funckion Ik, ] [ Cancel

! Luu y:
e Trong qua trinh nhép gia tri vao cac 601 s6 (Number), thay vi nhap tham chiéu 6 ta

c6 thé dung mouse dé chi dinh cac 6 can tham chiéu ma khong can phai nhap.

e Néu tién trinh nhap cong thirc & mot 6 chua xong thi khong thé két thiic Excel, khi
do6 s€ co thong bao 101 vé vi¢e chua hoan tat cong thure (hodc cong thure c6 161)
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Microsoft Excel El

The Formula you typed contains an error,

"j » For information about fixing commeon Formula prablems, click Help,
. » To get assistance in entering a Function, click Ok, then click Function on the Insert menu.
+ IF vou are not trying ko enter a formula, avoid using an equal sign (=) or minus sign (-3, or precede it with a single
quotation mark ).

ok | [ mep |

Dé giai quyét 16i nay, ta nhdn OK dé quay vé 6 chita cong thirc dang nhap. Con dé huy
cong thirc ta nhan ESC.

IV. QUAN LY CAC BANG TiNH (SHEET) TRONG 1 WORKBOOK
Excel thuong mac dinh tao ra 3 sheet khi ngudi st dung tao méi 1 cua s6 lam viéc

(1 work book). Pé bo sung thém, loai bd, di chuyén, thay ddi thudc tinh, .. cho mot sheet
ta co thé thao tac theo cach sau:

1. Bo sung sheet
- Vao Insert | Work Sheet

(Excel tao ra 1 sheet mai voi sb thir tu tiép theo, cu thé néu sb sheet hién c6 1a 3 thi sheet
mai tao ra s€ co tén la Sheet4)

2. Loai bo 1 sheet

- Click vao nhan sheet can loai bé dé xac dinh sheet hién thoi

- Bam chu6t phai, lam xuét hién menu (hinh) réi chon Delete Insert...

(¢ day sau khi chon Delete thi Sheetl sé& bi x04).

Hoac thay vi bam chuot phai ta co thé vao menu Edit rdi chon Rename

chtrc nang Delete Sheet. Move ar Copy. ..

3. Poi tén sheet Select &ll Sheets
Trong qua trinh 1am viéc, dit tén cho cac bang tinh Tab Colar...

(sheet) 1a viéc 1am rat can thiét. Cach thuc hién nhu sau: Gl view Code

Bam chudt phai 1én nhin sheet roi chon Rename hoic ™ "Sheet1 { Sheat2 / Sheet3
double click 1én nhan sheet can sira do6i, sau d6 nhap tén ;
m&i vao va nhan Enter. hove or Copy 3
Move selected sheets
To book:

Book1 w

, % BaiTapl / BaiTap2 / BaiTap3 £ Sheet4 /
Vi du:

4. Di chuyén/ sao chép sheet

Eefore sheet:

. A ~ X £ ., A LA Sheetz
Click 1én nhan sheet r6i1 drag dén vi tri can thiét ro1 | |sheets

{move ko end)

nha ra. Hodc bam chudt phai 1én nhan sheet sau d6 chon
Move or Copy.

|:| Creake a copy

[ Ok, ] [ Cancel ]
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BAI 3. MOT SO HAM THUONG DUNG

I. MOT SO HAM TiNH TOAN, THONG KE (STATISTICAL)

1. Him Sum
ChGphap:  SUM(danh sach ddi sb)
Ham Sum tinh tong cac sb c6 mit trong danh sach d6i s6 ciia no.

Trong do: danh sach do6i s6 co thé la hang (s6 hodc chuoi s0), khoang cac 6
chtra s6 hodc mot ham tra veé gia tri kiéu so.

Vidu: (1) Sum(1,2,4,10) cho két qua 17
(2) Sum(2, “12”, True) cho két qua 15,
vi “12” duoc chuyén thanh sé 12; True=1 (False=0)
3) Néu tai 6 C2 chitra 7; C3 chira 4; C4 chira 10
Thi Sum(C2:C4) cho két qua 21
2. Ham Max
CGphap:  MAX(danh sach dbi s6)
Ham Max tra lai gia tri 13 s6 16n nhat trong danh sach dbi sd.
Vidu: (1) Max(2, 5, 7, 15, 3) cho két qua 1a 15
(2) Néu tai 6 C2 chira 7; C3 chira 4; C4 chua 15
Thi Max(C2:C4) cho két qua 1a 15
3. Ham Min
Cu phap: MIN(danh sach dbi s6)
Ham Min tré lai gi tri s6 nho nhat trong danh sach dbi sd.
Vidu: (1) Min(2, 5, 7, 15, 3) cho két qua 1a 2
(2) Néu tai 6 C2 chira 7; C3 chira 4; C4 chua 15
Thi Min(C2:C4) cho két qua 1a 4
4. Ham Average
Chphap:  AVERAGE(danh sach dbi s6)
Ham Average tra lai gia tri trung binh cong cta céc s trong danh sach ddi sb.
Vi du: Average(3, 5, 7) cho két qua 1a 5
Néu C2 chira 7; C3 14 4; C4 13 10 thi Average(C2:C4) = (7+4+10)/3 =7
5. Ham Round

Cu phép: ROUND(s6, s6 chir sd)
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Ham Round tré lai gia tri s6 (ki€u s6 thuc) da dugc lam tron dén do chinh xéc tuy
thudc vao s6_chir _so. Néu:

+s6 chit s6 > 0 1am tron phan 1é vi du: Round(21.546, 2) =21.55
+56 chir s6 =0 1y s6 nguyén gan nhat vi du: Round(21.546, 0) =22
+56 chir s <0 1am tron phan nguyén vi du: Round(21.546, -1) =20
6. Ham Int
Chphap:  INT(sd)
Ham Int tra lai s nguyén nho hon canh no.
Vidu: (1) Int(2.75) = Int(2.11) =
(2) Int(-3.95) = Int(-3.15) =-4
7. Hhm Mod
Cu phap: MOD(s6 bi chia, sb chia)
Ham Mod tinh phan du trong phép chia nguyén cta s6 bi chia v4i s6 chia
Vidu: Mod(13,4)=1 vi 13 chia 4 duoc 3, dw 1

Gia st tai 6 C3 chtra s6 ngay 1am viéc, khi d6 cong thic = Int(C3/7) sé& cho sb
tuan; va cong thuc = Mod(C3, 7) cho lai s6 ngay 1¢&.

8. Ham Count
Cu phap: COUNT(danh sach dbi s6)

Danh sach d6i s6 co6 thé 1a cac gia tri sé ngay, logic, chudi... hoic mot danh sach
tham chleu Ham Count dém cac gia tri kiéu sb (hodc gia tri co the chuyén tu dong thanh
kiéu s, nhu: kiéu ngay, chudi sd,...) c6 mit trong danh sach ddi sé.

Vidu: Count(13, “432”, “abc”) =2 vi chudi 432 dugc chuyén thanh gia trj s6
Count(12/8/98, “11”,”bc”) =2 cac kiéu ngdy, xdu sd duoc chuyén thanh s
9. Ham CountA

, (. . A. A A B |
Cu phap: COUNTA(danh sach doi so) T [Thann I
Ham CountA dém so céc gia tri c6 mat trong danh sach doi | 2 [Thao
s0 va chi bo qua khong dém cac 6 rong trong khoang tham chicu. i E'”h i
. g . ) ga L
Vidu: Xét bang bén. Bé dém xem c6 bao nhi€u ngudi | 5 |Tuén

trong danh séach 1a nir ta chi viéc nhap cong thic:
= CountA(B1:B5) s& cho két qua 1a 2.

10. Ham Rank
Cu phap: RANK(Number, Ref [,order])
Trong do:

Number: gié trj can xép hang,
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Ref: Tap gia tri tham gia xép hang,
order: phuong phap sap xép.
Ham Rank tra lai thir hang cua gia tri can xép hang can ctr theo tap gia tri tham gia

xép hang. Tham s6 Order c6 thé c6 hodc khong, néu order 1a 0 (hodc bé qua) thi danh
sach sb dugc sip theo thir ty giam dan, nguoc lai 13 tht ty ting dan.

) Viduy ng:u cgn se}p thir hang hoc lyc (diém cao nhit s& ding thtr 1) thi phuong phap
sap s€ 1a 0, néu can sap thtr hang thanh tich van dong vién theo thoi gian (thoi gian be
nhat dung thur 1) thi phuong phap sap sé khac 0 (bang 1 chang han).

‘ Déi voi cac gia tri bang nhau trong danh sach s thi thir hang tuong mg ciia ching
s€ bang nhau.

Vi du: Cin ctr vao Piém dé dién conbg thirc cho cot A B C

£ ~ o 1A . . A 1 [TEMN  |PIEM |THU HANG
x€p hang, ta s€ c6 két qua nhu hinh bén. 5 AN = 5
Khi d6 cong thirc: = Rank(B2, $B$2:$B$6, 0) 3 NEAN b 3
. ; . 4 |HOMG & 2
Nhu:ng néu thay diém bang thanh tich chay 100m thi [ g [THU 7 4
cong thirc xép hang sé 1a = Rank(B2, $B$2:$B$6, 1) B [THANH| 9 1

11. Ham SumlIF
Cu phap: SUMIF(range, criteria [, sum_range])
Tinh tong cac 6 thoa mén diéu kién.
- range: ving ma diéu kién s& duoc so sanh.

- criteria: chudi mo ta diéu kién (diéu kién dang 1 vé va dugc dat gitra 2 dau nhay
kép). Vi du: “=10" hay “10”, “>157, “<20”, ...

- sum_range: ving duoc tinh tong. Cac 6 trong ving nay s& duoc tinh tong néu cac
0 tuong tng trong vung range thoa di¢u kién. Néu khong c6 sum_range thi ving range sé
duoc tinh.

Vi du: Tinh tong luong ctia cac nhan vién “Nir” c6 ¢ bang bén.

_ CONT 2 . A 2 1A A | B |
=SUMIF(A2:A6, “N”, B2:B6) 2 Két qua 1a 3200 I Gigi tih  Lirong (USD)

Tinh tong lwong cua nhitng ngudi c¢6 luong <1000 USD | 2 |Nam 1200

. 3 M 700

=SUMIF(B2:B6, “<1000”) = K&t qua 1a 1600 1 N;rm 00

12. Ham CountIF 5 | NG 1000
B M 1500

Cu phap: COUNTIF(range, criteria)
Pém s6 d6i s6 thudc Range thoa man diéu kién Criteria.
Vi du: Véi bang trén, cho biét co bao nhiéu nguoi ¢ gidi tinh 1 “Ni”
= COUNTIF(A2:A6,”Nir”) > Két qua 1a 3
Cho biét c6 bao nhiéu ngudi cé lwong khong dudi 1000 USD
= COUNTIF(B2:B6,”>=1000") >Két qua 1 3
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II. CAC HAM LOGIC

Céac ham logic thudng sir dung, hodc tao ra - cac biéu thirc logic. Biéu thic logic 1a
mot biéu thic dugc lugng gia boi hai gia tri: ding (True = 1) va sai (False = 0), trong d6
cac toan hang c6 thé 1a hang, tham chiéu 6, ket qua cua mot ham... nhung ching dugc lién
két voi nhau boi cac toan tir so sanh (<, >, =, <=, >=, <>) va c6 thé 1a ddi sd ciia cac ham
logic (And, Or, Not...)

Vi du: Céc biéu thirc sau cho gié tri True:
5>4; “A” < “C” (so sanh chudi)
Céc biéu thirc sau cho gia tri False:
(3+5) <>8; (2*10)=((5-2)*9)
1. Ham And
Cu phap: AND(danh sach biéu thirc logic)

Ham And tra lai gi4 tri True néu tat ca cac biéu thirc logic trong danh sach 1a True;
nguoc lai néu co it nhat mét bi€u thure logic trong danh sach nhéan gia tri False thi ham tra
lai gié tri False.

Vidu: AND(3>2, “Toi” >= “Ta”) > Két qua 1a True
AND(10>2+5,7-4= 3, 3<5-3) > Két qua 1a False vi 3<5-3 1a False
2. Ham Or
Cu phap: OR(danh sach biéu thirc logic)

Ham OR tra lai gia tri False néu tit ca cac biéu thirc logic trong danh sach 1a False;
nguoc lai néu co it nhat mot biéu thirc logic trong danh sach nhan gia tri True thi ham tra
lai gia tri True.

Vi du: OR(4>10,12-7>=5,”ABC”>”ABD”) > Két qua 1a True vi c6 12-7>=5 1a
dung (True). OR(3<=2, “Anh” = “Em”, C3=0) s& la False néu 6 C3 chua gia tri
khéc 0 vi khi d6 ca 3 biéu thirc trong danh sach déu nhan gia tri False; nguoc lai s€
co gié tri True.

3.Ham Not
Ctphap:  NOT(biéu thirc logic)
Ham Not doi ngugc gia tri cua biéu thirc logic.
Not(True) = False va Not(False)=True.
Vi du: Not(5<3) = True vi 5<3 1a False
4. Ham If
Cu phap: IF(bt_logic, gia tri néu bt_logic diing, gia tri néu bt_logic sai)

Ham IF can cir vao sy lugng gia ctia bt_logic dé trd vé mot trong hai gia tri: gia tri
ncu bt _logic ding va gia tri néu bt_logic sai.
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Vi du: Can cit Piém dé dién thong tin cho cot KQ va cot A]lB] C |
Xeép loai nhu bang bén. 1 |Biém KQ  Xép loai
2 4 Rort
Khi d6 cong thire tai 6 B2 (Cot KQ) la: 3 EBau 1B
29 A9 9 7,499 -"-1- 2 let
= >=
[F(A2>=5,"Pau”,”Rot )’ . B
Cong thirc tai 6 C2 (Cot Xép loai) la: B | 9Pau Gibi

=IF(B2="bau”,IF(A2>=8,”Gio6i”,IF(A2>=7,"Kha”,”TB”),””)
III. CAC HAM CHUOI (STRING), VAN BAN (TEXT)

Cac ham loai nay thuong yéu cau d6i sb ¢co kiéu}q’r tu, hoac ké:t qua cua ham tra lai
1a mot ki€u ky ty. Néu két qua cua cac ham la mot chuoi s6 thi ¢ thé dugce sir dung trong

cac phép tinh toan vi Excel ty dong chuyén chudi sé thanh gia tri s6 khi can thiét. Trong
cac truong hop khac can luu y dén ki€u cua gia tri dé xtr 1y dung.

1. Ham Len
Cu phap: LEN(text)

Ham Len 1§y ddi sb text 6 kiéu ky tu va trd lai do dai cua text. Cac ky tu tréng
(khoang cach) trong text cling dugc dém nhu céc ky tu khac.

Vi du: Len(“Pay 1a mot chudi”) = 16
Len(“’)=0 (chudi rong)
Néu & 6 G2 ¢6 chta chudi “MASO 125” thi Len(G2) = 8
2. Ham Left
Cu phap: LEFT(text, num)

Ham Left tra lai num ky ty bén trai nhit cia text. Néu bo qua dbi sé num thi xem
nhu lay ky tu dau tién cua text. Néu num 16n hon do dai cua text thi lay toan bo text.

Vi du: Left(“AC035”, 2) = “AC” (lay 2 ky tu bén trai)
Left(“AC35”) =“A” (b6 qua dbi s6 num)
3. Ham Right
Cu phap: RIGHT(text, num)

Ham Right ldy num ky tu cta text tir bén phai. Néu bo qua d6i sé6 num thi xem
nhu 1ay ky tu cudi ciing cia text. Néu num 16n hon d6 dai cua text thi liy toan b text.

Vi du: Right(“AC035”, 2) =35 (lay 2 ky tu bén phai)
Right(“AC035”) =“5" (b6 qua ddi s6 num xem nhu 13y 1 ky tu)
Right(“A035”, 2)*20 = 700(tw dong chuyén kiéu khi tinh toan)
4. Ham Mid
Cu phap: MID(text, pos, num)
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Ham Mid trd lai num ky ty cta text, tinh tur vi tri pos. Ky tu dau tién cua text dugc
dem 1a 1. Néu pos 16n hon do dai cua text thi tra lai chuoi rong.

Vi du: Mid(“AC035”, 2, 3) =“C03”  (tinh tir vi tri thir 2, 14y 3 ky tw)
Mid(“AC035”, 6, 1) = (vi tri 6 vuot qua do dai cua text)
5. Ham UPPER
Cu phap: UPPER(text)
Ham UPPER tra lai van ban Text dang in hoa.
Vi du: UPPER(“hoa”) - “HOA”
UPPER(LEFT(“nguyét”))~> “N”
6. Ham LOWER
Cu phap: LOWER(text)
Ham LOWER tra lai van ban (text) dang chit thuong (ngugc cua ham UPPER).
Vi du: LOWER(“HOA”) = “hoa”
7. Ham PROPER
Cu phap: PROPER(text)
Ham PROPER tra lai vin ban ¢6 chit ci dau tir duoc in hoa.
Vi du: PROPER(“nguyén van thanh nhan”) = “Nguyén Vin Thanh Nhan”
8. Toan tir ndi chudi
Cu phap: textl & text2

Toan tir ndi chudi & 14y hai d6i s6 kiéu ky tu textl va text2 dé tao thanh chudi méi
1a hop cua hai chuoi nay.

Vi du: “MASO 1a” & Left(“A123”) > két qua “MASO la A”

IV. CAC HAM NGAY, GIO (DATE & TIME)

Dir lidu kiéu ngay trong Excel dugc tinh mdc thoi gian tir ngay 01/01/1900 (thir ty
1a 1). Do d6, kiéu ngay c6 thé duoc chuyén thanh mot sé va nguoc lai;

Vi du: ngay 05/01/1900 dugc tinh nhu 13 gié tri 5, va gia tri 366 d6i ra kiéu ngay s&
la ngay 31/12/1900.

Tuy theo ma dinh dang ngay cia Windows ma Excel ¢ thé tao dinh dang mic dinh
la mm-dd-yy (thang-ngay-nam) hay dd-mm-yy (ngay-thang-nam). Khi nhap ngay trong
mot 6 can luu y dén diéu nay, va néu ngay hop 1& thi Excel thudng tu dong chinh phai
nguoc lai 1a chinh tréi.
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Trong thuc hanh, thuong nhdp thir ngdy 13 thang 01 d¢ kiém tra (13/01/07), néu
sau khi nhap, gia tri dugc chinh 1€ phai, thi dang ngay la dd/mm/yy, ngugc lai 1a dang
ngay mm/dd/yy.

Dang gio trong Excel la hh:mm:ss (gio:phut:gidy), gio co thé theo dang 12 gid
(dung ky twy AM va PM d¢ biéu thi budi sang, chiéu) hodc dang 24 gio.

Trén céac kiéu dir lidu nay co thé thuc hién cac phép tinh s6 hoc thong thudng
nhu +, - gifta cac doi1 so ki€u ngay (tinh toan sy chénh I¢ch gitra hai ngay) hodc gitra mot
do1 so6 kiéu ngay véi mdt s6 nguyén (tdng hodc giam ngay).

1. Ham Day

Chphap:  DAY(day sb kiéu ngay)

Ham Day tra lai gia tri ngay (tir 1 dén 31) tir diy s kiéu ngay.

Diy sb kiéu ngdy c6 thé 1a mot chudi ngiay (“03/01/98”) hodc tham chiéu dén 6
chtra gia tri ngay.

Vi dy: Day(“07/21/98”) =21

(ngay 21 thang 7 — dang mm/dd/yy)
2. Ham Month

Cu phap: MONTH(d&y s6 kiéu ngay)

Ham Month tra lai gia tri thang (tir 1 dén 12) tir ddy s6 kiéu ngay.

Vi du: Month(“07/21/98”) =7 (ngay 21 thang 7 — dang mm/dd/yy)
3. Ham Year

Cu phap: YEAR(diy s6 kiéu ngay)

Ham Year tra lai gia tri ndm tir ddy s kiéu ngay.

Vidu: Year(“07/21/98”) = 1998 (nim nhap 2 chit s6 dugc xem nhu 19xx)
4. Ham Now

Cu phap: NOW()

Ham Now khong c6 ddi so, tra lai gia tri 1a mot ddy sé gom ngdy, thang, nim va
gi0 hién tai dang dugc luu trong dong hd cua may tinh.

Vi du: Year(Now()) trd lai ndm hién tai (1a 2007).

Gia str 6 C7 chtra ngay sinh, khi d6 cong thuc: Year(Now()) - Year(C7) s€ cho gia
tr1 1a tuoi cua doi tugng.

5. Cac ham vé thoi gian
Hour —> tra lai gia tri gio (1 — 24)
Minute = tra lai gia tri phut (1 — 60)
Second > tra lai gia tri gidy (1 — 60)
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V. CAC HAM TiM KIEM VA THAM CHIEU (LOOKUP & REFERENCE)

1. Khai niém bang.

Céac ham trong nhom nay thuong st dung mdt bang chira cac gia tri s€ tra lai qua
mat qua trinh tim kiém theo khoa tim. Bang nay thuong duoc goi 1a bang do hay bang tim
va dé dé xu 1y ta nén dat tén cho bang.

C6 hai loai bang: bang ngang va bang doc.

a. Bing ngang (chira gid tri can fim theo hang ngang), vi du:

A B C D
1 |Hoc ph’é‘m Pascal |[FoxPro [Access
2 |26 tiét 1 thuyét 30 45 30
3 |36 tiét thue hinh 30Y] 30Y] soY
4 |Téng sb tift chudn] 45 &0 60

O bang trén, cac gia trj can tim kiém (13 tén cac hoc phan) dugc t6 chirc theo
phuong ngang ¢ hang so 1; cac gia tri ¢ hang 2, hang 3 va & hang 4 1a céc gia tri s€ tra lai
sau qua trinh tim. Céac 6 thudc cot dau tién (cot A) chi c6 tinh chat tham khao, lam 10 ¥
nghia cia bang, chir khong tham gia vao qua trinh tim kiém.

Thuc chat bang tim kiém trén chi c6 12 6 (tir 6 B1 dén 6 D4). Bang ngang thuong
thiét 1ap khi gid tri tim ki€m it nhung cé nhiéu gia tri trd vé (nham thuan ti¢n trong cach
trinh bay, thiét ké bang).

Trong thiét 14p bang ngang can chl ¥ gia tri tim kiém luén duoc dit & hang dau
tién cua bang.

b. Bing doc (chira gid tri can tim theo hang doc - cét), vi du:

Bang doc thuong thiét 1ap khi gia tri tim kiém nhiéu va c6 it gia trj tra vé (it cot).
Vi du thi sinh du thi d6ng nhung moi thi sinh chi ¢6 3 ¢ot diém - bang lam phach chi ¢co6
SBD va céc ¢ot di€ém (nhu hinh v¢).

A, B |[Cc| D
20 bdo danh  |Toan|ILv|Hoa
DHS1234 14

&
3
2

DHEO0234
DHY1345
DHIL9876
DHN1346 |5 |5 s

=
5
2

i =N el Res

o e (LD kD=

Bang tim kiém trén chi bao gom 20 6 (tir 6 A2 dén 6 D6).

Céc gia tri thudc hang dau chi c6 tinh chét gii thich, lam 3 gia tri cua cac 6 dudi,
khong c6 y nghia trong tim kiém. Trong thiét 1ap bang doc can chl y gia tri tim kiém ludn
duoc dit & cot dau tién cua bang.
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Tuong tng v6i hai loai bang ¢ trén 13 hai loai ham tim kiém: HLOOKUP (bang
ngang) va VLOOKUP (bang doc).

2. Ham VLOOKUP
Cu phdap: VLOOKUP(gt tim, bang tim, ¢4t trd gt, cich tim)

Ham VLOOKUP do tim trong cot déau tién cua bang tim mdt gia tri hop 1€ so voi
gt tim, sau d6 néu tim thay thi s¢€ tra lai gia tri twong ting theo hang & cot tra gt.

Néu cach_tim = 1 (True) thi cot dau tién (chira gid tri tim) cua bang_tim phai duoc
sap thir tw ting dan. Nguoc lai, néu cach_tim = 0 (False) thi bang_tim khong yéu cau sip.

Bang_tim 13 mot bang doc, trong d6 cot dau tién (dwoc hiéu c6 sb tha tr 1) cua
bang nay chira cac gia tri ¢6 dang tuong hop véi cac gia tri s€ tim (vi du s6 bdo danh cua
thi sinh). Céc cQt con lai chira cac gia tri tra lai tuong rng v&1 hang cta gié tri tim thay.

Cot tra_gt: 1a cot 14y gia tri khi ta do ding gt tim vao bang tim (tinh theo tht tur tir
trai qua trong bang_tim).

Vi dy: VLOOKUP(“DHS1234”,A2:D6,2,0)= 6> diém Toan cta thi sinh dau tién
VLOOKUP(“DHS1234”,A2:D6,3,0)= 7> diém Ly cua thi sinh dau tién
VLOOKUP(“DHS1234”,A2:D6,4,0)= 8-> diém Hoa cua thi sinh dau tién

3. Ham HLOOKUP

Cu phap: HLOOKUP(gt tim, bang tim, hang tra gt, cach tim)

Néu cach tim = 1 (True) thi hang dau tién cta bang_tim dugc sap the tu ting dan.

Nguoc lai, néu cach tim=0 (False) thi bang_tim khong yéu cau sip.

Ham HLOOKUP tim trong hang dau tién cua bang tim mot gia tri hop 16 so voi
gt tim, sau d6 néu tim thay thi s¢€ tra lai gia tri twong ting theo cdt & hang_tra gt.

Bang tim 12 mdt bang ngang, trong d6 hang dau tién (danh sd 1) cua bang nay
chtra céac gia tri tuong hop véi cac gia tri s€ tim. Cac hang con lai chtra cac gia tri tra lai
tuong tng véi cot cuia gia tri tim thay.

Vi dy: HLOOKUP(“Pascal”,B1:D4,2,0)= 30> Sé tiét 1y thuyét cia mon Pascal
4. Ham Columns

Cu phap: COLUMNS(khoang tham chiéu)

Ham Columns tra lai s6 cot trong khoang tham chiéu.

Vi du: Columns(A5:C10) =3 (tr A =>C 1a 3 cdt)
5. Ham Rows

ChGphap:  ROWS(khoang tham chiéu)

Ham Rows tra lai s6 hang trong khoang tham chiéu.

Vi du: Rows(A5:C10)=6 (tr 5 = 10 1a 6 hang)
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BAI 4. CAC HAM THAO TAC TREN CO SO DU LIEU

I. KHAI NIEM VE CO SO DU LIEU (DATA BASE)

CSDL (con goi 1a bang dir liéu) 1a tap hop co ciu trac cac thong tin c6 lién hé voi
nhau, duoc to chirc theo mot nguyén tac nhat dinh nhim phan anh thugc tinh cua mot 16p
d6i tuong. Co cac mod hinh t6 chic CSDL nhu: moé hinh phan cap; mé hinh mang; mo
hinh quan hé...

Trong d6, mo6 hinh quan hé cé thé dugc biéu dién boi mang 2 chiéu t6 chirc thanh
hang va cot. M&i hang chira thong tin vé mot dbi twong duoc 8ot 1a mot mau tin (record),

mdi cot chira thong tin phan anh thudc tinh chung cia cac ddi tugng, dugc goi 1a truong
dir liéu (field).

Trong Excel, CSDL duoc t6 chtic theo mo hinh quan hé dudi dang danh sach (list).
Danh sach 12 mot dang dic biét ciia bang tinh, bao gdm mét khoang lién tuc cac 6. Trong
danh séach, hang dau tién chira tén cla cac cot, cac hang con lai chua dir liéu vé cac doi
tuong trong danh sach.

II. TAO DANH SACH TRONG EXCEL
Microsoft Excel cung cip nhiéu chtc ning thuén tién trong viéc quan 1y va phan

tich dir liéu trong mot danh sach. Pé tan dung nhitng chirc ning nay, hiy nhap dir liéu
trong danh sach theo nhiing goi y sau:

* Vé kich thuéc va vi tri

- Khong nén c¢6 nhiéu hon mot danh sach trong mot worksheet.

- Nén dé tbi thiéu 1a mot hang va cot tréng phan cach danh sach véi cac dit lidu cia
bang tinh. Diéu nay lam cho Excel dé dang nhan biét mot cach tu dong danh sach s€ lam
viéc.

- Khong nén dé cac hang khéng c6 dit liéu trong danh sach.

- Tranh dat dit li€u quan trong bén trai hoac phai ciia danh sach, vi dir li€u co thé bi
che dau khi tién hanh loc danh sach.

* V& cAc nhiin cit:

- Nén tao nhan cot trong hang dau tién cua danh sach. Excel dung cic nhin dé tao
bao cao, tim kiém va t6 chirc dir li€u.

- Str dung tao dang font chit, chinh sép... cho cac nhan cot khac voi dir li€u trong
danh séch. Dung dudng vién quanh céc 6 cia nhan trong hang dau tién dé phan cach voi
vung dir liu.

* Vé ni dung:

- Thiét ké danh sach sao cho tit ca cac hang c6 cac dé myc twong tu trong cling mot
cOt.
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- Tranh thém vao cac khoang trong & dau cac 0, vi diéu nay c6 anh hudéng dén qua
trinh sdp x€p va tim kiém.

- Khong dung cac hang trang dé phan cach nhan cot voi dir liéu.

* Pat tén:

- Nén dit tén cho danh sach dé thuan tién trong vi¢c tac dong 1én danh sach (nhu
tinh toan, loc thong tin...)

- Khi chon ving dir liéu cua danh sach dé dit tén can cha y phai chon ca dong dau
tién trong danh sach c6 chira nhan cot.

1. CAC HAM CO SO DU LIEU (CSDL)

Excel cung cap nhiéu ham dé lam viéc vdi co sé dir li¢u dang danh sach. Cac ham
nay déu c6 chung mdt cau tric ct phap, chi khac nhau vé chirc nang.

1. Cu tric tong quat ciia ham CSDL
Dfunction(database,field,criteria)

Tén ham bit dau bang ky tu D, tiép d6 1a cac tén nhu SUM, MIN, MAX,
AVERAGE, COUNT, ... (Vi du: DSUM)

Database 12 mét CSDL dang danh sach ctia Excel, thuong dugc dat tén vung.

Field 13 tén nhin cot dong trong cip nhay kép hodc sé thir tu cua cot trong danh
sach (tinh tir ¢t 1) hodc 1a tén tham chi€u cua nhan ¢t s€ bi tdc dong bdi ham (vi du: tinh
todn trén mot cdt cia danh sach).

Criteria la vung diéu kién xéc dinh cac diéu kién can thiét ma ham phai théa man
dé tac dong lén truong dir li¢u da chi ra boi field.

Chirc nang: Ham CSDL tic dong lén truong dir li¢u (filed) cua danh sach
(database) theo céc diéu ki¢n xac dinh bdi viung di€u kién (criteria).

2. Tao vung diéu kién dé sir dung v6i cac ham CSDL

Criteria 1a mot tham chiéu dén mot khoang cac 6 c6 chira cac diéu kién dic biét cho
ham. Ham CSDL sé& tra lai két qua tinh todn trén mot cdt cua danh sach phu hop véi
nhitng rang budc duoc chi ra bai ving diéu kién. O ving diéu kién thuong chira mot nhan
coOt dai dién cac gia tri trong cOt tham gia vao diéu kién. Tham chiéu dén vung diéu kién
c¢6 thé duoc nhap vao ham nhu mot khoang 6 hoic thong qua tén di gan cho khoang 6
nay.

Dang téng quat ciia ving diéu kién:

Tén trwdng (nhin cjt) vi du: LUONG
diéu kién >= 525000

Trong 6 chira diéu kién c6 thé sir dung cac toan tr quan hé: >, <, >=, <=, <> =
hodc cac ky tu thay thé ?, * tuong tu nhu trong thay thé tim kiém (vi du: diéu kién X*
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nghia 1a dit liéu dang chudi bat dau bai X, cac ky tu con lai tiy ¥). Pé tim chinh xac cac
gia tri ki€u chuoi, ta st dung dang: = “=gia tri_chuoi”.

Luu y rang, két qua ciia cac ham chudi (Left, Right, Mid) 14 kiéu chudi.

Vung diéu kién c6 thé chira nhiéu 6 Tén truong va nhiéu diéu kién khac nhau c6

thé dit cung hang hodc khac hang. Cac diéu kién bb tri cing hang mang nghia cua toan tir
AND; cic diéu kién bb tri trén nhiéu hang mang nghia OR.

Vidu 1:

LUONG LUONG
>= 350000 <= 500000
C6 nghia la LUONG >= 350000 va (AND) LUONG <= 500000

Vidu 2:
LUONG TDVH
>= 350000 Pai hoc
<=250000

Cé nghia 1a (LUONG >=350000 va (AND) TDVH la Dai hoc) hoac (OR)
(LUONG <= 250000 va TDVH la bat ky) (vi 6 twong (mg khong chira gia tri diéu kién).

! Luu y: Vung diéu kién c6 thé dugc té chirc ¢ nhitng hang dau tién cta bang tinh,
sau nay c6 thé dau (hide) chung di ma khong lam anh hudéng dén dir li€u trong bang tinh.
Hoac c6 thé t6 chirc chiing & mot sheet khac véi sheet chira danh sach.

3. Gi6i thiéu mot s6 ham CSDL thong dung ciia Excel

a. DSUM(database, field, criteria)
Ham DSUM tinh téng cot field trong database theo diéu kién duoc chi ra béi criteria.

Vi du: Trong mét danh sach luong, c6 thé tinh tong ciia cot Tong Luong theo diéu
kién Luong Co Ban hodc theo Trinh B9 Van Hoa...

Vi du thuc hién tinh tong lwong ciia tit c can bd c6 trinh dd viin héa 1a Pai hoc.

b.DMAX, DMIN, DAVERAGE

Céac ham nay tra lai gia tri 16n nhat (max), nho nhat (min), trung binh (average) ciia
mot ¢t dir li¢u (field) trong mot danh sach theo diéu kién (criteria) xac dinh.

Vi du thuc hién tinh trung binh luwong cua cac can bd c6 gidi tinh Nir.

c. DCOUNT (database, [field,] criteria)
DCOUNTA(database, [field,] criteria)

Ham DCOUNT dém sb cac 6 co chia gia tri s6; DCOUNTA dung dé dém cac 6
khac trong (nghia 1a d€m céc 6 c6 chira dir 1i€u) trong mot cot cia danh sach hop véi diéu
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kién chi dinh boi ving diéu kién. Piém dic biét & day 1a: ddi so [filed,] c6 thé bi bo qua,
khi d6 hai ham nay s€ tién hanh dém trong tat ca céac record (hang) cua danh sach.

Trong mat §6 truong hop thuc hién voi diéu kién don, ta c6 thé st dung ham
COUNTIF thay thé cho ham DCOUNT.

4. Vi du vé ham CSDL

Cho bang théng ké theo cac mit hang A B c D |

nhu hinh bén. TEN SLUONG | Bon gia

Yéu cau thong ké gom: ﬁgc_:j 1T|:|an E igggg

1. Cho biét s6 lugng theo loai mait Sach Tin 11 5000

hang (sach hodc vo) Sach Van 40 35000

2. Cho biét sd lugng cac mat hang v“? T2 35 8200d

theo loai sach/vd c¢6 don gid nhé hon Vo BT 15 13000

50000. Lap bao bao cao theo mau dé — : _

c6 duoc két qua nhu bang bén. BAD CAQ TH@N,G L i
o S0 o B3 5}

Céh lam: SL co gia <50000] 52 30

+ Xay dung cac ving diéu kién nhu ¢
cac 6 C13:Cl14 dé thong ké sb luong
sach; DI13:14 dé thong ké Vé;
C16:D17 dé thong ké sb luong sach
c6 don gia <50000 va C19:D20 dé

¥y duwng digu kign thing TEM TEN
ké =6 lwong S* W

Way dung digu kién thong TEN  |Bon gia

thong ké sd luong vo c6 don gia ké sb lvong ca gia <50000|S* =50000
<50000.

A A P s A TEM |Bongia
+b th C10, D10

ién cong thirc vao cac 6 C10, D10, v g

C11 va D11 dé c6 két qua nhu & bang.
Tai 6 C10: =DSUM(A1:B7,B1,C13:C14) hoic =DSUM(A1:B7,”SLUONG”,C13:C14)
Tai 6 D10: =DSUM(A1:B7,B1,D13:D14) hoiic =DSUM(A1:B7,”SLUONG”,D13:D14)
Tai 6 C11: =DSUM(A1:C7,B1,C16:D17) hoiic =DSUM(A1:C7,”SLUONG?”,C16:D17)
Tai 6 D11: =DSUM(A1:C7,B1,C19:D20) hoiic =DSUM(A1:C7,”SLUONG”,C19:D20)
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BAI 5. TAO BIEU PO

Ngoai viéc sir dung mang hai chiéu dé t6 churc dir liéu, trong Excel dé thé hién moi
tuong quan giita cac diy s liéu ta c6 thé biéu dién chung bdi biéu dd (chart). Biéu d6
dugc phan thanh nhiéu kiéu: Area (kiéu vung); Bar (thanh); Column (c6t); Line (duong);
Pie (cung tron chira goc); XY-Scatter (dlem roi rac)... Nhitng kiéu nay c6 thé dugc biéu
dién theo dang 2 chiéu (2-D) hoic 3 chiéu (3-D).

I. CAC THANH PHAN CUA BIEU bO

Vung dir liéu: mot khodng lién tuc hodc ro1 rac cac 6 bang tinh dugc chon lam dir
li¢u cho bi€u do, co thé t6 chiic theo hang hay cot goi 1a day (series) dir li€¢u. Moi 6 tao
thanh mdt diém dir li€u trén bi€u d6 va dugc danh dau (markers) boi1 cac ki hiéu khac
nhau. Vung dir liéu c6 thé bao gobm mot hang (hodc cdt) chtra cac nhan (label).

Truc toa dd: hé thong cac dudng thing dimg hodc ngang xac dinh ti 18 biéu dién
cac diém dir li€u, trén cac truc cd chira cac vach danh dau ti 1€ (tick mark). Cac truc
thuong co6 hai loai: truc chu dé (category) va truc gia tri (value).

Hop ghi chi (legend): chita cac ddu hiéu biéu dién cac diy sb lidu co6 mit trong
biéu do. Co6 thé dat legend tai mot vi tri tuy y trong biéu do.

Tiéu dé (title): tao nhan cho biéu dd (chart title) va cac truc. Biéu d6 miu
II. SUDUNG CHART WIZARD

Buoc 1: Ch(_)l’l Vl:ll’lg dir e Step 1 of 4 - Chark Type 2lx]
liéu chira s6 liéu cua biéu dd. Co
thé chon lién tuc hodc roi rac
nhom céc 6 theo hang hodc cot. ~ Sharttre:

Standard Types | Custom Types I

Chart sub-tvpe:

Néu cac cot (hang) khong llen gaar
tuc thi can gir phim Ctrl mdi [t Line
khi chon. @ Fiz

. WY (Scatter)

. . ‘ Area
tuong Chart Wizard trén thanh @ Doushrut

cong cu chuan hodc chon gy Radar

Insert | Chart. Xut hién hop  |@ suface @

Buéce 2: Click vao biéu

e | e

I B O il I

chon mau tao bicu do. %3 Bubble =
(Chart Wizard‘Step 1 of 4 - Clustered Caolumn. Compares values across
Chart Type) categaories.

O budc nay ta chon miu biéu
dd (c6 thé nhan gitr chudt trai
Ve‘}o nut !’ress and Hold to.: Cancel |
dé xem mau trudc.

% Back Mexk = Finish |
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Bwéc 3: Bam nut Next dé cung cap cac thong tin bd sung, nhu:
- Dit liéu dugc to chirc theo hang hay cot (Data Series in Rows/Columns)

- Trong vung dir li¢u néu c6 chira nhén thi chi ra sd tht tu cua hang hay cot dé tao
nhan cho cac truc ¢ céc gia tri [x] va [y], néu khong thi nhap s6 0 cho cac gia tri nay:

- Tuy chon viéc bo sung mot Legend vao biéu dd

- Nhép tiéu d& cho biéu d6 va tiéu dé cho céc truc.

Buwéc 4: Quyét dinh chon cach thé hién biéu dd.

C6 2 cach thé hién biéu do:

+ Xem biéu do nhu 1 d6i twong db hoa ndm trong sheet cung véi cac dit liéu khac

+ Xem biéu do nhu 1 sheet dé thé hién cac chi tiét rd rang va day da hon.

Chart Wizard - Step 4 of 4 - Chart Location 2| x|
Place chart: | S s ddeta
/ et méidoe lip —
|.I_I_ &5 new sheet: IChartl
T

lad H & object in: N - |
% \§

Doi twong dd hoa

Cancel | < Back I Mexk = | Einish I

Va sau d6 nhan Finish dé két thuc.

! C6 thé nhan Finish néu muén két thuc ngay tai bude 2 khi khong can khai bao
thém cac thong tin chi tiét khac.

III. Vi DU CACH TAO BIEU PO

Lap bang dir liéu va thuc hién tao biéu d6 cho bang dir li¢u sau:

A | Bl cl[Dl[E]
1 Thong ké hoc lwe sinh vién
2 |¥Eplogi  [Mam 1 |MNam 2 [N&m 3 |MNam 4
3 |¥uat sac 10 20 22 25
4 | Gidi 20 22 25 25
5 |kha 30 28 25 25
5 |TB 30 25 20 15
7 |Yau 7 4 5 a8
8 |kém e 1 2 2
9

Thing k& hoc lyc sinh vién theo %
Budc 1. Tao bang trong Excel, tién hanh chon bang
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Budc 2. BiAm Chart Wizard trén thanh cong cu chuian hodc chon
Insert | Chart. Xuat hién hdp chon mau tao biéu do.

Chart Wizard - Step 1 of 4 - Chart Type 7] x|

Standard Types | Cuskom Types I

Chatt bype: ) Sample:

Mlceen B
35

E Bar
30

Line
2z . ]
i o FEm 1

u.l 20 1 ul lm = him 2
.. WY (Scatber)

B s 4 | | O Mam 3
‘ Area O Mam 4
@ Doughnut (I " BN
@f Radar 1 ul |l :IH”E
@ Surface 0 - L

et Gili Kb TE e Kim

®s Bubble ll e

Nhan va gir nat
nay dé xem mau

Clustered Column. Compares walues across
categaties,

Press and Haold ko YWiew Sample I

Zancel | < Back: | Mexk = | Einish |

Budc 3. Hiéu chinh biéu dd, bo sung cac thong tin can thiét.

Chart Wizard - Step 2 of 4 - Chart Source Dak3 d |
[aka Range | Seties |
as
] N it o
Chon lai cach thé & ] :G-.sit ]
hién dir li¢u (theo 20 4 o kb
khoi) - néu can =1 e
| ¥y
10 .
O kém
g | 5
g 1l i 1wl ]
Mam 1 Mim 2 Mam 3 Mlim 4
Diata rang |=Sheet3igasz: 4E4a i
Series in: i+ Raws:
" Calumnns

Khai béo cac muc nhu (hdp thoai Chart Options):
+ Phan Title ti€u dé biéu do, truc X, truc Y, ...
+ Phan Axes thiét 1ap thong tin trén cac tryc toa do
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+ Phan Gridlines thiét 1ap ché d6 lu6i dé tién so sanh/ quan sat

+ Phan Legend thiét lp cac chu giai

+ Phan Data Labels cho phép hién thi gia tri dir liéu trén biéu dd.
+ Phan Data Table Bang dir liéu di kém biéu do.

Chart Wizard - Step 3 of 4 - Chart Dptions 7] x|

Titles | fxes I iaridines | Legend I [aka Labels | Data Tal:ulel

Chart: title:
THEMG KE HOC LUIC pCTHENG KE HOC LUC D
Cateqory (40 axjs; 35
Khdi O =t 744
o G

Walue (%) axis:
Phan kramios)

oOkha
oTE

B T8y
O kim

Second categaory (6] axis:

: L Z
Second value (¥) axis: Mim1  Mm EONarr- 3 Mimd4
I Khii

Cancel | < Back. “ Mexk = I Einish

Budc 4. Thé hién biéu d0.
+ Chon bi€u d6 nhu 1 doi tugng trong sheet (As object in)
L]

] |
THONG KE HOC LUC
35 Chart Area |y
a0 O Xuat sac
S 25 i | Gidi
£ OKha
|| b ||
c 15 OTB
< 12 m ::eu
T O H.em
il 1 =md 1wl 0] sl 1]
NEm 1 Nam 2 Nam 3 Nam 4
Khoi
| | - . . | ||
+ Phan chon bi€u d6 nhu 1 sheet m&i(As new sheet) danh cho bai tap.
IV. HIEU CHINH BIEU PO

Pé tién hanh hiéu chinh biéu d6, ta click chudt trai vao d6i twong can hiéu chinh.
Phan nay nguoi hoc tu thao tac (xem nhu bai thyc hanh).
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BAI 6. SAP XEP, TRICH LOC, IN AN

Hau hét cac thao tac trén danh sach dir liéu cua Excel duge thuc hién thong qua
menu DATA. Bao gom cac chic nang nhu:

- Sort
- Filter

- Sip xép dit liéu trong danh sach

- Loc thong tin trong danh séch va ¢ thé trich ra mot danh sach con
v6i nhitng di€u kién xac dinh

- Subtotal 2> Tao mot cach tu dong cac dong tinh sum, min, max, avarage... trén
dir li€u thoa diéu kién chi dinh.

- Form

> Chuyén glanh séc}l dir li¢u thanh mot dang khac, cho phép thao tac
nhanh hon trong mot s6 tinh huong.

- Pivot table - Tao bang phan tich s6 liéu tu dong tur danh sach.
I. SAP XEP DU LIEU (DATA | SORT)

Churc nang Sép xép nham muc dich t6 chue lai bang di li¢u theo mdt thur tu nao do.
Khi thye hién chirc ndng nay, bang dur li¢u s€ bi thay d6i nhung cac cong thirc bén trong
s& duoc tu dong thay ddi cho phu hop. C0 hai loai thur ty: theo chiéu ting (Ascending) va
theo chiéu giam (Descending). Viéc sip xép thuong tién hanh theo mot tiéu chuan cua
mot cot nao dé (duogc goi 1a truong khoa) va c6 thé chon nhiéu khoa dé sip dong thoi. Cac
bude tién hanh trong Excel nhu sau:

Budc 1. Bat con tro trong vung dit 1iéu hoac chon vung dir li¢u can sap

A B C D E F| G H I I K
0 KET (JUA THI TUYEN SINH CAO HOC NAM 2003
10 Hai dfng tuvén sinh Dai hoe Mzoai ngit Hod
11 SED Ho t&n thi sinh Mganh | T|M&n CE [Mén CN [Man N | Téng didm|Kst qua
12 APO]  |MguyénLwong Théng |ANH 3 & 7 22|DAU
13 PPO0Z2  |Mzuvén Thi Thim |PHAP 3 7 g 13
14 | |nP12 [LaThi Thanh |MGa |1 5 7 & 20|DAT
15 TH14 |Mzuvén Kim Thanh |TRUNGI a ; 3 27|DAU
16 AP1S  |Mguvén Digu Thita |ANH |1 7 5 4 1%
17 AN26 |HA Vin Thiém |ANH |2 g 4 2 15
18 FP17 |Mga Vin Thién |PHAP |1 5 E: 5 24|DAU
19 NPOZ  |Pham Thj Thu HGA 7 & 4 17

Budc 2. Vao menu Data | Sort.

Xuat hién hop hoi thoai nhu hinh (trang sau). Gia sir ta can sip xép danh sach trén
giam dan theo cot Tong diem.

Viéc dau tién ta can chon vao muc Header row dé xac nhan danh sach cua minh cé
chira nhan cot & hang dau tién cua danh sach.

O muc Sort by: Ta s€& chon cot “Téng diém” va chon Descending (gidm dﬁn).
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Muc Then by ta thiét 1ap thong tin sip xép tiép theo khi c6 2 nguoi dong diém thi
xeét uu tién nguol nao dung trude.
Budc 3. Nhan OK dé két thuc.

Néu can, c6 thé thém thong tin bang cach chon Options: danh dau viao 6 Case

sensitive dé phan biét chit hoa-thuong; va chon IS 2] x|
huong sap: tir trén xudng (Sort top to bottom) o4y,
hodc tur trai sang phai (Sort left to right). [Torg dEm <] ¢ fscendng

Dit liéu sau khi sap theo c¢ot Tong diém o
giam dan s& la: Then by

I ;I * ascending

SED Ho ténthi sinh [T éng didm | K&t qua " Descending

TH14 Ngu}rén Eitn Thanh 27 DATT Then by

PP17 |Ngd Vin Thign 24|DAU | ~| * Ascending

APD] N_gu;,ré_n Lircng Thong 22|DAU {" Descending

NP13 LET'hén _ Thanh 20[Dal My data range has

PPOZ |NguyénThi  Thim 18

AP15 |Neuyén Dién  Thira 18 ¥ Header row " Mo header row

NPOS |Phara Thi Thu 17

AMN2S | HS Vin Thi&m 15 opkions. ., | (]9 I Cancel |

II. LOC DU LIEU (DATA | FILTER)

Loc dir li¢u nhﬁm muc dich cho phép xem hodc ldy cac thong tin tir bang dir liéu
ma thoa man cac di€u kién nao do. Trong Excel c6 hai phuong phap, d6 la loc tu dong
(AutoFilter) va loc nang cao (AdvancedFilter) . Tuy vao muc dich st dung ta c6 thé chon
mot trong hai phuong phap nay. Nhung tai mét thoi diém, chi c6 mot danh sach duoc
phép loc ty dong.

1. Loc tw dong.
Budc 1. Chon vung dit li¢u can dat loc

Budc 2. Vao Data | Filter |Auto Filter, két qua xuét hién nhu bang dudi.

ZED « Hovaténthisinh  »|Nginh = |BT «|Mén CB » [Man CH « |Mén NN | Téng didm » Kt qui +
AP0l |MguvEnluwong (Thong |ANH 5 ] 7 22|Biu
PPOZ  |MNguvénThy Thim |PHAFP 2 7 g 1%

MNFPl3 [LEThi Thatth [INGA 1 a 7 & 20|Bdu
TH14 |MNguvén Kim Thanh |TRUNG |l B B 5 27|Diu
APLS  |Mguyén Digu Thita  |ANH 1 7 5 4 13

AMNZA |HA Vin Thiém [AMNH 2 2 4 2 15

FF17 |MNgd ¥in Thién |FHAF 1 a 2 S 24 |Bru
INFOE  |Phara Thi Thu NG 7 ] 4 17

Buéc 3. Ta can xac dinh loc dé co duoc thong tin gi?

O day ta s& can ctr nhin cot dé thiét 1ap diéu kién loc, diéu kién c6 thé duoc thiét
1ap trén nhi€u cot khac nhau va trong moi cdt di€u kién cling c6 thé c6 nhitng rang budc
kép (thiét lap & muc Custom).
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Vi du 1: Loc DS nhimg ngudi co két qua dau, ta click vao nat drop down (=) trén
nhan cot Kétqui ] v lya chon gia tr1 “Dau”.

Ta s€ co két qud, co 4 nguoi trong danh sach trén xuat hién. Vo1 két qua nay ta co
thé sao chép qua vi tri khac dé luu, in an phuc vu bao cao.

SED Hovaténthisinh  |Hginh =BT »[MénCE » |[Mén CH  [Man NN = |Tdng ditm « [t qui -
AP0]  [Mzuydnliwong  Thing |ANH 5 ) 7 22|Biu
MNFl3 [LETH Thatth [MNGA 1 a3 7 & 20 (Bdu
TH14 |Nguyvén Kirn Thanh |TRUNG |1 g 8 3 27|Pau
FF17 |MNgd ¥Vin Thién |FHAF 1 a3 [ = 24 |Brdu

Vidu 2: Loc DS nhimg nguoi dau theo timg nganh dé bao cao. Két qua cho ta 4 DS
qua 4 lan thiét 1ap khac nhau cua cdt Nganh.

Nganh “Anh”, ta co

SED - Hoviténthisinh = |Hginh «|BT +|ManCB ~|Man CN = [Man NN « |Téng didm » [Két qui -
APD]  |MguvénLuong Théng |ANH 9 & 7 22|Bdu

Nganh “Nga”, ta co

SED Hoviténthisinh = |Nginh «|BT |ManCE  [Ian CN » [IMan NN » | Thng didm » [Két qui «|
MNFP13 |L&Th Thanh |MNGA 1 a 7 & 20|Bbau

Nganh “Phap”, ta co

SED - Hoviténthisinh  »|Nginh «|BT »|Mén CB » [Mén CH « [Mén NN « | Téng didm » |Két qui ~
FF17 |MNgb ¥in Thién |FHAF 1 a [ 9 24 |Béu

Nganh “Trung”, ta co

SED - Hovaténthisinh  =|Hginh +|BT »|MinCB » [Mn CH » [Man NN + | Téng difm » [Két qui +
TH14 |Mguyén Kim Thanh |TRUNG |1 B B 5 27|Biu

bé huy dat loc ¢ cdt ndo, ta vao cot do va chon All

Dé thiét 1ap diéu kién loc theo dang kép dbi véi 1 trudng (cot) nao do ta vao muc
custom dé thuc hién viéc thiét 1ap.

Vi du: Loc cac thi sinh thuoc nganh Anh hoédc nganh Phap, ta thuc hién nhu sau:

+ Vao c¢dt Nganh, chon custom, xuét hién hop thoai Custom AutoFilter, ta thiét
1ap nhu hop thoai va nhan OK.

Custom AutoFilter x|

Show rows where:

Mganh

quuals j |.ﬁ.NH |
 and ¢ or

|quals -] [ - |

Lse ? ko represent any single characker
Use * to represent any series of characters

Ok I Cancel |
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Sau khi da loc, ¢6 thé hily bo ché do dit loc bang céch chon p—
lai Data|Filter|AutoFilter (chuc nang bat/tat) hoac chon —
Data|Filter|Show All (hién thi tit ca) dé cho hién lai toan bo [ showal %J
danh sach va tién hanh loc theo huéng khéc. Advanced Fiker. .

bic diém cua loc tu dong la:

- Tién hanh loc ngay trong danh sach dir li¢u. Két qua sau loc co thé dugc copy
sang mOt vung khac. Toc do loc nhanh, dé thay do6i di€u kién loc.

- Vung diéu kién loc han ché, khong tién hanh dugc voi mot sb loai diéu kién phuc
tap. Pac biét chi cung cap to1 da 2 biéu thirc d61 vé1 mot truong dir licu.

Dé khic phuc diéu nay, Excel cung cip mot kha ning bo sung, d6 13 loc nang cao.
2. Loc nang cao (Advanced Filter)
’ Diéu kién dé thuc hién loc nang cao la phai thiét 1ap vung diéu kién nhu d3 ap dung
do1 véi cac ham co sé dir licu.
Sau khi da thiét 1ap dugc vung diéu kién, thao tac thuc hién s& gém cac budc sau:

+ Vao Data | Filter |AdvancedFilter, xuat hién hop thoai

Advanced Filter x|

Action

£+ Filker the list, in-place
" Copy to another location

Lisk range: | :n_]
Criteria range: I :n_]
Copy ko | EY

[ Unigue records only

(0.4 I Cancel |

O muc Action (hanh dong) ta c6 2 tuy chon:

+ Filter the list, in-place > loc danh sach va dit tai chd (twong tu AutoFilter)
+ Copy to another location = cho phép copy dir li¢u sau khi loc sang vung khac

Trong hop List range (ving danh sach), ta chon vung dir li€u s€ loc, hodc nhap tén
cua danh séach dir li¢u (néu vung dir li¢u da c6 dat tén trudc do).

Hop Criteria range yéu cau nhap vao d6 vung diéu kién dé diéu khién qua trinh
loc. Vung di€u ki¢n nay tuong ty vung di€u kién trong doi so cia cac ham database.

Néu muc Copy to another location dugc danh déu, thi hop Copy to s€ co hi¢u luc

deé ta nhap vao dé tham chiéu dén 6 dau tién ctia mgt vung bang tinh s& chura dir 1liéu sau
khi loc.
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Panh dau vao hop kiém tra [ ] Unique records only dé diéu khién viéc loc sé& chi
tac dong lén nhimng record hay mau tin don nhat, khong tring nhau. Trong truong hop hop
nay dé tréng thi trong két qua loc dugc phép chira cac record c6 dit lidu tring nhau.

! Luu ¥ - Khi str dung chirc nang loc dir liéu dé trich thong tin sang mot ving bang
tinh khac vo1 vang chtra dir liu (thong thuong la khac sheet) thi trude khi goi menu
Advanced Filter can di chuyén dén ding tai Sheet dy dinh s& chira thong tin két qua. Khi
d6 néu danh sach dir lidu va vung diéu kién chua dugc dit tén va can chi ra truc tlep, ta
trude hét click mouse vao tén sheet chita danh sach, sau d6 moi ding mouse dé chon

\

vung.

- Khi chon vi tri (Copy to) s€ chtra dir li¢u, luu y rang vung phia duéi va bén phai
cua vi tri nay can co du chd tréng tbi thiéu chira du dir lidu két qua, trong truong hop
khong dii viing tréng can thiét thi c6 thé s& ghi dé 1én thong tin di c6 trude do.

- Thong tin sau khi loc va copy dén mét vi tri méi chi chira cac két qua cua cac
cong thirc tinh toan, do d6 khong thé ty dong thay d6i duoc. Khi dir liéu trong ban gbe co
thay dbi thi phai tién hanh loc 1iy két qua mdi dé cap nhat sd lidu. Do d6, viée trich (loc)
thong tin chi c6 tac dung tai thoi diém can 1ap bao cho.

- Pbi vai viée loc va dit tai chd (in-place) thuong str dung dé kiém tra, so sanh
thong tin trong danh sach... Khi nady, cdc hang khong thoa diéu kién loc s& bi che dau
(hidden), dé tai hién lai danh sach day du, ta chon [Data]\Filter\Show All.

Vi du: Hay thuc hién viéc loc tur bang dir liéu dugc cho ¢ phﬁn Loc ty dong voi
diéu kién rang budc sau: Loc dé co danh sach nhitng thi sinh dy thi nganh Anh va c6 tong
diém 16n hon 20 hoic nhimg thi sinh thi vao nganh Nga.

Nhu vay, ta can xay dung vung diéu kién Nganh Tong diém
ANH >=2(
NGA

Sau d6 chon vung danh sach can loc

Vao Data | Filter |AdvancedFilter

Advanced Filter x|

Ackion
" Filker the list, in-place
* Copy to another location

List range: |$B$3:$K$1 1 :"J
Criteria range: IDap.ﬁ.n!$M$9:$N$1 1 :‘J
Copy to: |Dapanighs17] EY

[ Unigue records only
(0.4 I Cancel |

Sau khi lga chon vung dit li€u va xac dinh ving diéu kién sé& cho ta két qua:
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SED Hoviténthisinh |Nginh (BT |Man CB|Man CN |Man NN |Téng difm|Két qua
AFPO1 Mguvén Lirong Thong |[ANH 5 & 7 22|Bdu
MFPL3 L&ETH Thanh |[NGA 1 3 7 & 20|(BéEn
MFOE Fharn Thj Thu  |NGA 7 6 4 17

Céac noi dung nhu Thong ké theo nhém (DATA |[SUBTOTALS) hay Phén tich
bang dir li€éu (Data|Pivot Table) va con nhiéu ndi dung khac xem nhu bai tap dé nguoi
doc tu nghién cuu.

DATA |[SUBTOTALS: Trong mot danh séach, ta c6 thé théng ké sd liéu trén cac cot
dua trén gia tri cung loai (cung chu de) cua mot cot dir liéu lam khoa théng ké. Vi du,
trong danh sach gido vién can thong ké tong luong, tong thudng theo cac nhom gido vién;
hodc trong danh sach ban hang can théng ké lugng hang ban dugc cua timg mat hang...
Pé thyc hién nhitng yéu cau ndy, Excel cung cp mot cong cu kha manh, d6 1a chirc ning
SubTotal trong menu DATA.

Do phai théng ké theo cha d&, nén trudc khi st dung chirc ning nay danh sach can
phai dugc sdp thi tu theo chu de.

Vi du: Dé tinh tong s6 thi sinh du thi theo ting nganh cho boi bang dudi, ta tién
hanh sap x&p theo cot Nganh, sau d6 vao Data | SubTotals, ta s€ co két qua.

dz230 Al B | ¢ | D |E| ¥ JelmH | 1|71 |K|1
1 KET QQUA THITUYEN SINH CAO HOC NAM 2003
2 Hoi dng tuyén sinh Dai hoe Hod
3 SED Ho tén thi sinh Mganh |Chuyénnganh  |B.T|M6n CE|MMon CN|Mon N | Tng | K&t qud
[T 4 AP0 |Mguyén Lirong Thong ANH |PHUONG FHAP E 6 7| zz|pau
3 HP15  [Mguyén Disn | Thira ANH [PHUONGPHAP |1 7 5 4| 18
- | B AN26 |HS van Thi&tn ANH [NGoNNCU z g 4 2| 15
= |7 ANH Count 2
[- | 8 NP2 [LeTh Thanh NA  [PHUONGPHAP |1 5 7 6| 20|DaUu
o9 NPOZ  [Phar Thi Thu NA  [PHUONG PHAP 7 6 4 17
= |10 NGA Count 2
[ - |11 PPOZ2  |MguynThi | Thim PHAP |PHUONG PHAP 3 7 g 18
12| |pP17  |Mgo vin Thign PHAP |[PHUOMNGPHAP |1 5 & 3| 24|panu
= |13 PHAP Count 2
[ - /14 |tN14 [MzuyénKim Thanh TRUNGNGON N3U 1 g g 3| 27|pau
= |15 TRUNG Couni 1
= 16 Grand Cotnt g

Phan tich bang dir li¢u (Data | Pivot Table)

Pivot Table 1a mdt chirc ndng manh cua Excel, n6 cho phép nguoi sit dung phan
tich vdi mot s6 lugng 16n cac dir lidu mot cach nhanh chong. Ta co thé xoay cac hang va
cOt dé xem cac phan tich khéac nhau cua nguén dir liu, loc dir liéu bﬁng céch hién thi cac
trang hodc xem chi tiét cac ving can thiét. Ta c6 thé tao bang phan tich tir danh sach di
liéu cua Excel hoac tir mdt nguén dir liéu bén ngoai Excel.

III. IN BANG TiNH

1. Pinh dang trang in: File | Page Setup
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Trong muc ndy c6 cac chic ning gidng voi Word nhu khai bao gidy (Page), thiét
lap céac lé (Margins), tao cac dong ti€u dé dau va chan trang (Header/Footer).

Ngoai ra,
trong Excel c6 bo
sung mot tinh nang

| Margins | Header/Fooker | Sheet |

Orientation

Page Setup

2l

Prink... |

Prink Preview |

dac thu cua bang

bi€u, d6 la cho phép % Portrait " Landscape
tao ra cac hang lap

lai & dinh (Rows to  5caling

repeat at top) va cac
coOt 1ap lai & bén trai
(Columns to repeat

i ndjust ko |1IIIIII 5‘ o normal size

£ Fit ko |1 5‘ pagels) wide by |1 5‘ Eall

Qpkions. .. |

at left) khi sang

trang m6i. Nghia 1a  papersige:  [as

=l

c6O thé tao cac
hang/cdt thong nhat
trén cac trang.

Print quality: |6|:n:| dpi

I.ﬁ.utu

First page number;

=

Pé chon cac
hang/cot s¢ lap lai
khi sang trang, ta

[« |

Cancel |

chon hdp thich hop sau dé dung mouse chon cac hang trong bang tinh.

Dé thiét 1ap hang (row) hodc cot (column) cin dugc in lip lai mdi lan qua trang
moi, ta chon vao trang Sheet va click chudt vao muc Rows to repeat at top ro1 drag lén

bang tinh dé chon
hang can lap.

Page | Matgins I Header/Footer  Sheet |

Truong  hop

Page Setup

2%

cOt thi lam twong tu & Printarea: |

EY Brint... |

muc Columns to  Frint titles

repeat at left.

Rows to repeat at top: |

Prink Presview |

3]

Columns to repeat at left;

&

Opkions. .. |

Prink

[ aridlines

[ Row and column headings

[ Black and white

Comments: I':NDHE:'
[ Draft gualicy

el errors as;

Idisplayed - I

[

Page order
% Down, then over EE EJF BB
]
" over, then down EE HIE 5B

Zancel

o« |
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2. Xem truwdc khi in: File | Print Preview

B Microsoft Excel - DeTRUNGLA_sol_0506.xls
[ext | Q\/ious | Qrint... |atup... F"\argins |ﬁage Breﬁreviewl Close |melp |

Sau khi chon chuc
nang Print Preview,

B
[T YT TR R
©H HOC HUE

TR D 511G C 1K 05 116

SEEHT: &

=0 TATNC T ITT SR

BV THULET THEC HOC TR
LAY TER T T

Trureg | 858 Thel glan Lim hat % Phar (K bl el glon phir &

ta quan sat két qua

Semr |

Xuat ra may in va co

Hs car
CmE i He g basgns

Hs
Iss It
7 T

Peaimt |Toagdia Borgms

2

thé thuc hién mot sb
thao tac:

] )

E )

7 7] B

]

A 4 ]

OTrang in trudc/sau

¥

@Phoéng to/thu nho
®In bang tinh
@Thiét lap trang in
®Hiéu chinh 18 trang
® Ngit trang

@ Tré vé ché do
soan thao

[Toag ki ak duiki

=hon choi a ik de Lhsngce

Trbay Wl ge T-Timags Lt 211 Chn-m apmh

5 10 48 rmcge 1l am 18 0 0k 0 s

I3 ok T

. [PN= (TPYY=THN TP

T 7 ¥
M 7| 4
H H
[Ty ¥
Fri B 4
Fire 7] E
Era ] |
frs: |
Flem i T8

1 Tisk vmag bink ch caccordian 8 cice cadin " Luwien

Sl it Lipbug dong lades mm:
B0 (0 VT BTG 3 IR IO T PO RO T, T

Ledun bingdon irbkenges i by

Preview; Page 1 of 1

mStartl E @ é » chuong4.doc - Micr...l GT_THWP.doc - Mic... “ Microsoft Excel -... f @ ‘ @

=181

[»

« MDD B z55am

Chtrc ning nay cho phép kiém tra bang tinh mot cach tong thé trude khi quyét dinh
in chinh thitc. O day, ta c6 thé tién hanh nhiéu phép hiéu chinh, nhu: thay doi 1€, cot dé

bang tinh c6 thé vira khit trén mot trang... Nhan ESC hoic Close dé két thuc xem.

3. Chirc nang in bang tinh: File | Print

rPrinker

Marne:
Status: Idle

Type:
Where:
Cornrmenkt:

DOT4_001

hp LaserJet 1010

Iq-g hp LaserJek 1010 Series Driver

j Properties. ..

Find Printer. ..

™ Print ko file

i)

Print range

Al

{” Page(s)  From: I

= 1 |

=

rPrink what
" Selection
{* Ackive sheet(s)

" Ertire workbook
€ Lisk

r_opies

Mumber of copies: IE

ﬂ;' ﬂ;' v cCallate

Presview |

=]

Cancel
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Céc thong s in trong Excel hau hét déu st dung theo chuan ciia Windows, nhu:
Muc Printer: Chon may in, c6 muén in ra file (Print to file),

Muc Print Range: Chon vung in
o All: in toan b0,
o From..To dé€ chi dinh cac trang s€ in...

Print what (In ci gi?) c6 chira mot s6 muyc riéng ciia Excel. Néu mudn in chi mot
vung bang tinh thi chon vung nay trudc khi thyc hién 1énh in, sau d6 danh dau vao
muc Selection. Dé in bang tinh & Sheet dang 1am vi¢c thi chon muc Active sheet(s)
va chon muc Entire workbook dé in toan bd file (gdm tat ca cac sheet).

Copies: chon s ban in (Number of copies) va cach sip khi in (Collate).
IV. MOT SO TIEN iCH KHAC:

1. Phin chia vung man hinh lam viéc

Vao menu Window | Split nhim chia man hinh thanh cac viung khac nhau, giup
cho viéc xem xét, nhap dir liéu don gian hon, vi nd cho phép di chuyén trong cidc ving
khéac nhau mot cach doc lap.

Dé huy phan chia chon 1énh Window | Remove split .
2. C6 dinh cdt/hang dé hd tro nhap, quan 1y dir liéu trong bang.
~Vao menu Window | Freeze panes cho phep tao mot vung ¢ dinh trong khi di
chuyén trong vung khac, thuong str dung doi vdoi cac bang co nhiéu hang hoac nhiéu cot.
Lénh Unfreeze panes dé huy 1énh trude do.
3. Che déu cac hang/cot

DPé che diu mot sb hang va cot, ta chon cac hang/cot can che du, bAm chudt phai
va chon Hide. Bé phuc hoi lai cac hang/cot da che dau trudc doé ta chon vung chtra
hang/cot d6 va chon Unhide.

4. Pinh dang c6 diéu kién

Ngoai nhitng dinh dang théng thudng, Excel con cung cAp mot kha ning dinh dang
nang cao, do la tuy theo nhitng di€u kién xac dinh ma hinh thirc cac 6 s€ dugc bién doi
phu hop. Vi du khi 18p bang diém hoc sinh, chung ta c¢6 thé dinh dang dé néu diém hoc
sinh dudi 5 thi 6 diem do6 s€ dugc doi sang mau khéc, ...

A A Conditional Formatting X

Chon céc 6 x|
can thiét 1ap dinh ondition 1
dang didu kign, | FECINEMSSN | [oetueen =i Tl and | 57|
Vao Format | Preview of Format to HsE Mo Faormat Set Farmat. .. |
Conditi 1 when condition is krue:

onditiona

FOI‘mattlng Add == | Delete... | ITI Cancel |
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BAI TAP CHUONG 4

BAI MO DAU

1. Khéi dong Excel, thuc hién cic thao tic co ban nhu:
- Nhap va chinh sura dir liéu & cac 6 tuy y

- Di chuyén giira cac 6.

- Chon 6, cot, hang (mot va nhiéu).

- Cét dén dit ligu.

- Chon toan bd va xoa.

2. K§ thuit dién diy so tu dong:

- Tai 6 A4 nhap s6 1, chon 6 A4 ? lam xuat hién nut diéu khién (+), nhan Ctrl va kéo nut diéu
khién sang phai dén 6 G4 tha mouse, tha Ctrl dé tao ra diy so tir 1 dén 7. Sau d6 lan luot kéo cac
o tir A4 dén C4 (kéo 3 lan) xudng dén cac hang A13, B13, C13 dé tao ra mot bang céc sb. Nhin
D-click vao nut diéu khién cta 6 D4, E4 va quan sat két qua.

3. Pién cong thirc ty dong:

- Tai 6 F5 nhap cong thirc tinh tong cac 6 B5:E5 nhu sau: dau tién nhap ddu =, dung mouse chi
vao 6 BS, nhap dau +, chi vao 6 C5... cho dén khi dugc: = B5+C5+D5+ES, nhan Enter dé hoan
tat.

- Chon 6 F5, kéo nut diéu khién xudng dén F13; sau d6 chon lai F5 va kéo sang G5, nhan D-click
& nat diéu khién cta GS5.

- So sanh 2 thao tac ¢ trén. Lan lugt chon cac 6 F5, F6, F7... va quan sat ¢ thanh cong thirc dé
nhan théy su thay ddi tu dong cua cong thuc tinh. Tuong tu dbi véi cac 6 & ot G.

4. Ké khung vién, té béng

- Chon cac 6 tir A4 dén G13 tao khung vién hai nét bén ngoai va 1 nét bén trong.

- Chon A4:G4 (hang dau cta bang) va té mau tuy ¥.

Cudi cung ta c6 két qua nhu sau: 1 AlB[Cc[D[E[F[G]
Ngoai ra, ta co thé thuc hanh thém cac 1énh | 2 THAO TAC CO' BAN
nhu: chinh sdp cac cot (theo cac vi tri trai =, giita | 3
= phai =) va co6 thé gop cac 6 lai 1 dé hién thi g ; g i j g 12 zg
ndi dung gitra ciia khoang cac 6 (chon khoang sé&
¢ oHie st e A = B[ 3] 4 5 4] 5[ 18] 32
chinh gitra, click vao biéu tugng =2 ) 7 Al sl Bl 4 &l 20| =5
Dbong bang tinh (nhén Ctrl-F4, hoac chon g 5 b 7 4| o 22| 38
File | Close) vi mé mot bang tinh méi (New) dé [ Bl 7| 8 4] 57 24) 41
thuc hanh bai s6 1 o] 7 8 9 4] 5[ 26| 44
: ) 11 & 9 10 4 A 8] 47
12 g 107 1 4f A 30{ &0
121 100 11 12 4 & 32| A3
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BAIL SO 1. Thue hién céc thao tic tinh toan co ban, tham chiéu, ..

Khoi dong Excel, tir mot Workbook mdi hay tao bang dir li¢u sau va thuc hién tudn tu céc
yéu cau cua bai thyc hanh.

7 AlB [ ¢ [ D] E | F [ &6 | H |
Cau 1. Nhép dir liéu d& co | 1
dugc bang nhu trén (cOt | 2 | [STT [HO TEN |[PHAI|[NGAY SINH [LCE |LUCHNG |CON LAT
STT dung ky thuat dien |3 i[4n  [Mam 5121965 2.34
day s tr dong) 4 2(Thiy |10 23112464 2.67
Ciu 2.Chén mét dong | g 3[Hreng [N 17/03/66| 3.99
trude ngudi tén Huong va | g 4Hing  [Nam 9/4/1964] 3.00
nhap thém dir liéu nhu sau
(diéu chinh cot STT cho dung):

3 [Son Nam [02/11/65 |4.12

Cau 3. Chén mot cot trude ¢ot Con lai va nhdp vao tén 6 la Tam wng.
Céu 4. Luong bang LCB nhan v&i 540000

Céu 5. Tam Gmg bang 25% Luong;

Céu 6. Con lai bang Luong trir Tam tng

Cau 7. Trang tri va luu bang tinh véi tén 1a BTAP1.XLS

Céu 8. Sau khi luu, dong va mo lai bang tinh dé kiém tra, ddng thoi st dung cac 1énh tao dang
nhu: doi font, tao khung vién, mau, chinh dang...; cac Iénh sao chép, cat dan dir ligu...

Kiém tra lai cac khai niém “tham chiéu tuong ddi”, “tham chiéu tuyét déi” va dung
phuong phap dat tén cho khoang céc 6 dé dat tén cho viung bang tinh & trén.

= Hwcng dan theac hanh

1. Thuong bét dau tao bang dir liéu tir 6 B2 trd di. Trong khi nhép ngay can luu ¥, néu nhap ngay
dung dang thi s& ty dong chinh phai, nguoc lai can kiém tra xem ngdy c6 dang mm/dd/yy hay
dang dd/mm/yy dé nhap cho dung.

2. Chon hang twong tng v6i 6 ¢6 STT 14 3, nhan Mouse phai va chon Insert.

3. Tuong tu cau 2, chon ¢t Con lai, nhin mouse phai va chon Insert va nhép ti€u dé Tam ung.

4. Nhap cong thuc tai 6 ale| ¢ [p ]| E |F[] G | H | | |
G3:=F3 * 540000 (dua
tro chudt vé goc phai
duoi cia 6 G3, lam xuat

STT [HO TEN [PHAI [NGAY  |[LCE [LUCHG |TAM UNG |CON LAI

An Nam | 5/2/1965(2.37 Fi2gg S50
Thiy ([N | 23/12/64(|2.67 §
Son Mam | 201171965412 F
Hyong |Mli | 17/03/66(3.99 |
Hing  |Nam | 9/4/1964(3.00 §

hién du +, drag dén 6
G6 va nha)

5. Nhap cong thuce tai 6
H3: =G3*25%

6. Nhap cong thuce tai 6 13 : =G3-H3

LA | P el [ | —

-~ |0 |M (= (LD |k | —

Sau khi tao duoc cong thire trong 6 dau tién, dung mouse kéo nit didu khién cta 6 nay xudng cac
6 phia dudi dé ty dong dién cong thirc trong cac 6 con lai (hodc nhan D-click néu c6 thé). Ta co
két qua nhu bang trén.
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BAI SO 2. Sir dung cic ham SUM, MAX, MIN, AVERAGE, ROUND...

=
o2 e e~ e e | =

-
ma

13
14
15
16
17

A

B C D E F G H
BANG LUONG THANG 1/2010
Cua cong ty TNHH mét thanh vién T&T

STT|Hotén |HS lrong |Ngay céng | Lirong Tam 1kng Thuwéng Tién thirc nhan
1 |Nam 3,33 23 3629500 1277000 115000 2668000
2 |5Son 3,00 24 3600000 1200000 120000 2520000
3 |L&m 367 21 3853500 1285000 105000 2674000
4 |Qué 4 40 18 3960000 1320000 90000 2730000
o |Mai 470 25 2875000 1956000 125000 4042000
6 [Hdng 5,20 23 2980000 1993000 115000 4102000
7 |BPang 333 22 3663000 1221000 110000 2552000
8 |Giap 234 21 2457000 819000 105000 1743000
9 |Ty 267 20 2670000 890000 100000 1880000
10 |Ho 3,00 25 3750000 1250000 125000 2625000
Téng cong (theo cot) | 39.638.000 | 13.213.000 | 4404000 1.468.000
Tién thwc nhan (I6n nhat): 4.102.000
Tién thwc nhan (bé nhat): 1.468.000
Trung binh cia Tién thirc nhan: 2753600

Cau 1. Nhép dir liéu theo mau cho trén. Luu }'I,‘phén dir liéu trong cac 6 co t6 nén phai dugc tinh
toan bang cong thirc (cdt STT dung k¥ thuat dién day so6 ty dong).

Cau 2. Tinh Luong = 50000 * HS luong * Ngay cong

Céu 3. Tam Gmg = 1/3 Luong (duoc 1am tron dén chir s6 hang nghin).

Céu 4. Thuong dugc tinh bang 10% ciia ngay cong nhan cho 50000.

Céu 5. Tién thuc nhan = Luong - Tam tng + Thudng (1am tron dén chit sé hang nghin).

Cau 6. Tinh téng cong cac cdt Luong, Tam ung, Thudng va Tién thuc nhan.

Cau 7. Cho biét gia tri cao nhét, thép nhét, trung binh cua Tién thuc nhin

Cau 8. Dinh dang cac 6 theo phan nhom.
Cau 9. Trang tri, luu bang tinh véi tén la BTAP2.XLS

= Hwudng dan theac hani
C2. Tai 6 F4 (Luong) nhap cong thirc: = 50000 * D4*E4

C3. Tai cot G4(Tam ung) nhap cong thuc: = ROUND(F4/3,-3)

C4. Tai 6 H4(Thudng) nhap cong thue: = 10% * E4 * 50000
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BAI SO 3. Sir dung cac ham IF, SUM, SUMIF, MAX, MIN, AVERAGIE, ...

STT| TEN |LOAI|SLUCONG |PGIAI | PGIA2 | THTIEN | THUE | TCONG
1 |Toan 1 200 3000 3200 60000 6000 66000
2 |Ly 1 15| 2500 2800/ 37500 3750 41250
3 |Hoa 2 10 4000 4500 45000 4500 49500
4 |[Sinh 1 51 2000 2300 10000 1000| 11000
5 St 1 10l 3500 3800 35000 3500/ 38500
6 |Pia 2 25| 2500 2600 650000 6500 71500
7 |Van 1 15| 4500 4700 67500 6750] 74250
8 |Tiéng Viét 1 10| 3000 33000 30000 3000 33000
9 |Anh Vin 2 20 5000 5200/ 104000{ 10400 114400
10 |Gido duc 1 15| 4000 4300 60000 6000 66000
S6 lwgng sach loai 1 90| SUM| 514000| 51400 565400
Tong tién thué sach loai2| 21400 MIN| 10000 1000] 11000
S6 déau sach co don gia 2 dudi 4000 6| MAX| 104000] 10400 114400

AVERAGE| 51400] 5140 56540

Céu 1. Tinh thanh tién bang s6 lwong nhan don gia tiy thudc vao loai (néu loai 1 thi don gid 1,
nguoc lai néu la loai 2 thi tinh theo don gia 2)

Céu 2. Tinh Thué bang 10% ctia Thanh tién

Céu 3. Tinh tong cong bang téng cua thanh tién voi thué

Céiu 4. Tinh téng, gia tri 16n nhat, nho nhit, trung binh cta cac cot THTIEN, THUE va TCONG.
Cau 5. Tinh s6 luong sach loai 1, Tinh téng tién thué cua sach loai 2.

Céu 6. Cho biét s6 dau sach c6 Pon gia 2 dudi 4000.

Céu 7. Trang tri bang biéu va luu voi tén BTAP3.XLS

= HuwSng d3n theac hanb

C1. bién cépg tl}lﬁ:c cho 6 thanh tién béng cach dung ham IF’dé X’ét gia tri & cot Loai, néu loai 1
thi tham chi€u dén 6 chira don gia 1, con khong thi tham chiéu dén 6 don gia 2.
Dang: = IF([loai]=1,[don gia 1], [ don gi4 2]) * [s6 lwong]
C5. Dé tinh tong s6 lwong sach loai 1, ta can ding ham SUMIF dang:

=SUMIF(Céc 6 chura loai,”1”,cac 6 chira so lugng).

Tong tién thué cua sach loai 2 ta lam tuong tu.

=SUMIF(Céc 6 chira loai,”2”,cac 6 chira Thué).

C6. Dung ham COUNTIF dé tinh: = COUNTIF(Cac 6 chira don gia 2,<4000”)
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BAI SO 4. Sir dung ham IF, rén luyén viéc 1ap cAc ménh dé logic 1am diéu Kién; kha
ning 16ng nhau ciia ham IF. Ding ham RANK d¢ sip thi tw (cach ding tham chiéu
tuyét doi). . -

BANG BDIEM

STT|HOTEN |KHOI [TOAN|VAN [NNGU |[TONG|KQUA [XLOAI |[XEP VT
1 [THONG |[A 9 10 8|  36DAU |GIOI 1
2 IMINH |[D 3 2 5 15[ROT [X 10
3 [KHON |C 7 6 71 26|DAU |[KHA 5
4 INGOAN [D 2 9 6 23[ROT [X 7
5 |GIO1 C 6 8 8  30|DAU |[KHA 3
6 |GIANG |A 7 7 8 29|DAU |[KHA 4
7 |CHAM |A 5 6 4 20|DAU |TBINH 8
8 |CHI D 9 8 8  33|DAU |GIOI 2
9 [HOC C 5 6 8 25/DAU |TBINH 6
10 [HANH |C 1 8 3 20ROT [X 8

Céu 1. Nhap dir liéu theo bang da cho (Phan dir liéu t6 nén dugc dé tréng dé dién cong thic).

Céu 2. Cot tong dugc tinh cin cir vao KHOIL: néu KHOI A thi diém TOAN nhan 2; KHOI D
diém NNGU nhan 2; KHOI C diém VAN nhén 2.

Cau 3. Cot KQUA duoc tinh nhu sau: 12 DPAU déi voi TONG 16n hon hodc bing 20, nhung
khéng c¢6 diém mon nao dudi 3; nguoc lai KQUA sé la ROT

Cau 4. Cot XLOAI duoc tiph néu KQUA 12‘1’ PAU va cin cu vao TONG: Loai GIOI néu
TONG >= 32; Loai KHA néu TONG tur 26 dén dudi 32; Loai TRBINH doi voi truong hop con
lai. Néu KQUA 1a ROT thi danh dau X vao vi tri XLOAI

Céu 5. Cot SAP xép thir ty theo c6t TONG véi diém cao nhit 1a 1.
Cau 6. Trang tri va Iuu bang tinh véi tén BTAP4.XLS

= HwrSng d3n thouac hamnb

C2. Sir dung ham IF, ta c6 cong thic sauw:IF([KHOI="A",[TOAN]*2+[VAN]+[NNGU],
IF([KHOI|="D”,[TOAN]+[VAN]+[NNGU]*2, [TOAN]+[VAN]*2+[NNGU1))

. Luuy rang, tiy thugc vao KHOI (‘ié quyét dinh s&€ nhan h¢ s0 2 d6i véi mon thich hop. Co
3 diéu kién (A, C, D) nén c¢6 2 ham IF 16ng nhau; péu c6 n di€u kién thi s€ c6 n-1 ham IF long
nhau. Cég bai tap o sau s& st dung cac ham tim kiém HLOOKUP va VLOOKUP thay cho viéc
dung nhiéu ham IF 16ng nhau.
Cs3. Dié}l kién dqé bau la: Téng diém >= 20, va diém cua ting mon > 2. Ta st dung IF v4i ham
AND dé¢ tao bicu thuc di€u kién: IF(AND([TONG]>=20, [TOAN]>2, [VAN]>2, [NNGU]>2),
HDAUH’ HROTH)
C4. Vi KQUA phai PAU, nén dau tién can kiém tra KQUA, sau d6 mé&i xét diém dé xép loai:
=[F([KQUA]="DAU", IF([TONG]>=32, "GIOI", IF([TONG]>=26, "KHA","TRBINH")),"X")
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C5. Ding ham RANK dé §ép thir ty. Theo yéu cau sip theo thur tu giam (dié{n cao nhit co thir
hang 1) nén phuong thirc sap bang 0, ta c6: = RANK(]TONG], danh_sach_diém, 0)

Trong do danh_wséch_diém 1a cot (gém 10 6), can thiét 1ap tham chiéu tuyét dbi khi st
dung vung danh sach diém nay. (Nhan phim F4 ngay sau khi quét 10 6)
BAI SO 5. Cac ham INT, MOD xir 1y s6 nguyén; cic phép toan trén dir liéu kiéu
ngay (hi¢u cuia 2 ngay), dinh dang kiéu ngay. Van dung ham tim kiem HLOOKUP

dé tim mot gia tri tham gia vao qua trinh tinh toan.

Luu y: Trong bang dur li¢u trén, STU, SNG la s6 tuan va sé ngay luu tra cua khach.
TTUAN, TNGAY Ia tién tro theo tuan va theo ngay (vi khach san giam gia doi

KHACH SAN BACH LIKN
MS [LPH[NDEN [NDI STU|SNG |[TTUAN  |TNGAY  |[THTIEN
al |A | 06/12/95] 06/15/95] 0 3 0dl 330,000d] 330,000 d
a2 |C | 06/12/95] 06/15/95] 0 3 odl 225,000d] 225,000d
a3 |C | 06/12/95] 06/21/95] 1 2| 500,000d 150,000d] 650,000 d
a4 |B | 06/12/95] 06/25/95] 1 6| 600,000d[ 540,000 d 1,140,000 d
a5 |B | 06/12/95] 06/28/95| 2 2| 1,200,000 d 180,000 d| 1,380,000 d
a6 |C | 06/17/95] 06/29/95] 1 5[ 500,000d] 375,000d] 875,000 d
a7 |A | 07/01/95] 07/03/95] 0 2 0odl 220,000d] 220,000 d
a8 |A | 07/02/95] 07/09/95] 1 o 700,000 d odl 700,000 d
a9 |C | 07/25/95] 08/10/95] 2 2| 1,000,000d 150,000 d| 1,150,000 d
alo [B | 07/26/95| 08/12/95] 2 3| 1,200,000d 270,000 d| 1,470,000 &
Téng cong: | 5,700,000 d| 2,440,000 d| 8,140,000 d
Loai phong A B C
Pon gia tién tuan 700000 600000 500000
Pon gia tién ngay 110000 90000 75000

v6i khach thué phong diang ky theo tudn).

Cau 1. TUr gid tri ngay dén va ngay di hdy tinh s tuan (STU) va s ngay (SNG) luu tra

Vi du: 12 ngay thi tinh 1a 1 tudn va 5 ngay.

Cau 2. Dya vao bang gia tién theo tung loai A, B, C cho trén, hdy tinh s6 tién theo tudn va theo

ngay cua cac khach tro.

Ciau 3. Tinh TTIEN bang tong cua tién tuan va tién ngay; tinh tong cong cho cac cot TTUAN,

TNGAY va TTIEN

Céu 4. Pinh dang cho cac cot ngay di va ngay dén theo dang nam c6 4 chit sé (vi du 1995) va

dinh dang cho cac cot tién c6 dang #,##0 d.
Cau 5. Trang tri va luu voi tén BTAPS.XLS
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= HuwurSng d3n thoac hanb
C1. Mot tuan gdm 7 ngay; do do sd tudn bang phan nguyén cia sb ngay luu tra chia cho 7. S6
ngay sau khi tinh tuan s€ la phan du cua phép chia 7. Ta c6 cong thuc tinh nhu sau:

[STU] = INT(([NDI]-[NDEN])/7)
[SNG] = MOD([NDI]-[NDENT, 7)

C2. Pé biét don gia (theo loai phong) ta do tim trong bang gia, va vi bang gia bb tri s lidu theo
chiéu ngang nén ta dung ham HLOOKUP. Khi d6 don gia tién tuan ¢ hang tht 2 va don gia tién
ngay ¢ hang thir 3 cta bang tim. Ta co:

[TTUAN] = [STU] * HLOOKUP([LPH], bang_tim, 2, 0)
[TNGAY] = [SNG] * HLOOKUP([LPH], bang_tim, 3, 0)

Trong do, bang_tim la khoang g6m 9 6 (c6 khung t6 dam) tr 6 co gia tri A dén 6 c6 chua
75000. Dung mouse dé chon 9 6 nay, sau d6 nhin F4 dé tao tham chiéu tuyét doi.
‘ C6 thé dat tén cho ving 9 6 ciia bang don gia (vi du Table4) khi d6 trong cong thiic ta chi
can nhap tén Table4 & vi tri ciia bang_tim.
Sau khi ghi xong, copy ndi dung Sheetl sang Sheet2 va sira lai dir liéu ¢ bang tim thanh
bang doc va dung VLOOKUP d€ lam lai cau 2. (d€ copy sheet, co thé chon tén Sheet ¢ dong
chira tén cac Sheet va nhan Ctrl+Drag kéo sang bén canh dé copy).

BAI SO 6. Sir dung ham tim kiém VLOOKUP

MSO |TEN SLUONG |TTIEN | GCHU

A DOS 40 4800000 | X

B WORD 20 2800000

C EXCEL 35 4550000 | X

A DOS 25 3000000

C EXCEL 35 4550000 | X

B WORD 15 2100000

C EXCEL 40 5200000 |X

B WORD 25 3500000

A DOS 45 5400000 |X
Mi s6 Tén Don gia
A DOS 120000
B WORD | 140000
C EXCEL | 130000

Cau 1. Can ctr vao bang chtra tén va don gia ciia ma s6 dé dien thong tin vao cdt TEN

Cau 2. Tinh TTIEN béng ) lugng nhan don gié tuy thudc vao loai, va tao dang véi don vi tién la
$ (dang #,##0 “$”)

Cau 3. Cot GCHU danh dau X néu TTIEN 16n hon 4000000, ngugc lai dé trong

(Luu y chudi tréng 1a chudi c6 dang “*)
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Cau 4. Trang tri va ghi lai véi tén file BTAP6.XLS
= HwiSng d3n thouac hanh

Cl. Dién thong tin cho c¢6t TEN: = VLOOKUP(IMSO],[BANGDO],2.0), trong 46 BANGDO 1a
phan bang dong khung nét doi ¢ dudi.

C2. Tinh thanh tién (TTIEN) bang sf) lwong nhan don gia nhung do don gia tuy thudc vao ma sb
nén ta phai dung ham VLOOKUP dé do: = [SLUONG]* VLOOKUP(|[MASO],[BANGDO],3,0)
BAI SO 7. Sir dung cic ham chudi (LEFT, RIGHT, MID...) dé 14y ra cic ky tu ding
trong cac ham tim kiem (VLOOKUP).

BAO CAO DOANH THU
STT|MAH| TEN SLG | TTIEN |VCHUYEN| TONG

1 [XLO [Xang 50 225,000 d 0d 225,000 d
2 |DS!I |Dau 35/ 105,000 d 630d| 105,630 d
3 [NS3 |Nhét 60 600,000d]  12,600d 612,600 d
4 |DLO |Dau 35 122,500d 0d 122,500
5 [XS2 [Xing 70[ 280,000 d 2,800 d] 282,800 d
6 |XL1 |Xang 50 225,000 d 1,125d 226,125d
7 |DL3 |Dau 40 140,000 & 2,520d] 142,520 d
8 [NL2 [Nhét 30 330,000 d 4,620d 334,620 d
9 [NSO [Nhét 70| 700,000 d 0d 700,000 d
10 [XS3  [Xing 65/ 260,000 d 3,900d] 263,900 d

TONG CONG | 2,987,500  28,195d| 3,015,695 d|

Trong do, ky tu dau cia ma héng (MAH) dai dién cho mat hémg (TEN); ky tu thtr hai dai
dién cho gia si (S) hay 1¢ (L); ky tu cuoi 1a khu vuc. (0, 1, 2 va 3). Mdi quan hé dugc cho trong
bang sau (dat tén vung bang nay 1a BANG7 - chi chira 3 hang dwdi):

Ma |Tén |Gia si Gialé |Khu vuc 1 [Khu vuc 2 [Khu vuc 3

X [Xang 4000[ 4500 0.50% 1.00% 1.50%
D [Dau 3000, 3500 0.60% 1.20% 1.80%
N  |Nhét 10000{ 11000 0.70% 1.40% 2.10%

Cau 1. Can ctr vao ky tu dau cia MAH va bang dir liéu ¢ trén dé dién tén vao cot TEN.

Cau 2. Tinh thanh tién (TTIEN) bang s6 lugng (SLG) nhan don gia; trong d6 don gia tiy thudc
vao gia si hay Ié.

Cau 3. Tinh tién van chuyén (VCHUYEN) véi diéu kién: néu khu vuc 0 thi mién tién van
chuyén, cac khu vuc khéc tinh theo gia tri % cta cdt thanh tién tuong ung véi tirng khu vuce cho
trong bang.

Ciu 4. Tinh tong (TONG) bang thanh tién cong chuyén cho va tinh téng cong cac cot TTIEN,
VCHUYEN, TONG. Sau d6 dinh dang cho cic cot biéu dién gia tién theo dang #,##0 d.

Cau 5. Trang tri va luu voi tén BTAP7.XLS
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= Hwucng dan theac hanh
C1. bé lay ky tu dau cia MAH, ta dung ham LEFT. Vi bang tim b tri theo ¢ot nén ta dung ham
VLOOKUP, cot 2 chira gié tri tén loai hang. Ta c6: VLOOKUP(LEFT([MAH]), BANG7, 2, 0)
C2. Vi c6 hai loai gia tuy thudc vao ky tu thir hai cia MAH, nén ta phai dung IF dé xac dinh vi tri
cot chira gia thich hop, néu gia si thi cot 3 chira don gia, nguoc lai s€ la cot 4. Dung ham MID dé
lay cac ky tu & gitra chuoi. Ta c6 cong thuc tinh nhu sau:
[TTIEN]=[SLG]*VLOOKUP(LEFT([MAH]),BANG7,IF(MID([MAH],2,1)="S", 3, 4), 0)
C3.Dung ham IF kiém tra diéu kién khu vuc 1a 0 hay <> 0; sau d6 dung VLOOKUP dé tinh %
tuong (mg voi tung khu vyce va nhén véi TTIEN. Luu y, néu KV=1 thi cot tra lai la 5, KV=2 thi
cot la 6, KV=3 thi cot 1a 7 ? KV+4 = s6 hi¢u cot s€ tra lai. Do do ta c6 cong thirc:

= [F(RIGHT([MAH])="0", 0, VLOOKUP(LEFT([MAH]), BANG?7,
RIGHT([MAH])+4, 0) * [TTIEN])

’ Biéu thtrc: RIGHT([MAH])+4 xéac dinh gia tri cua cot tra lai twong ing voi tung khu vue.
Neéu khong nhan xét nhu trén, ta phai dung 2 ham IF 16ng nhau dé xac dinh vi tri cua cot can lay:
IF(RIGHT([MAH])="1", 5, IF(RIGHT([MAH])="2", 6, 7))

BAI SO 8. Lap bang, tao biéu dd, sir dung ham VLOOKUP, RANK, PROPER, ....

BAO CAO DOANH THU
SAP MSO|VATTU (NGNHAP |SLNHAP |TGNHAP |SLXUAT |TGXUAT |GHICHU
Al 02/06/99 15 15
C2 04/06/99 20 15
Bl 05/06/99 30 25
Cl1 08/06/99 10 10
A2 15/06/99 25 20
Al 17/06/99 30 25
C2 25/06/99 35 30
B1 27/06/99 20 20
B2 30/06/99 25 20

Trong d6, MSO gbm 2 ky tu, ky tu dau chi tén vat tu (A, B, C) ky tu cubi chi loai (1, 2).
Bang dudi ddy cho biét don gia nhap, xuét cua ting vat tu Gng véi cac loai 1 va 2:

MSO|VATTU |GNHAPI |GNHAP2 |GXUATI |GXUAT2

A [xi mang 3000 3500 4000 4500
B dau hoa 2000 2500 3000 3500
C sit phi 6 10000 10500 11000 15000

Cau 1. Can ctt vao MSO dién tén vat tu vao cdt VATTU

Céu 2. Tinh tong tién nhap (TGNHAP) cua cac loai bang s6 lugng nhin don gia nhap tuy thuc
vao loai. Tuong tu hay tinh tong tién xuit (TGXUAT)

Céu 3. O cot ghi chu danh ddu X néu da xuét hét s6 luong nhap.
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Céu 4. Cot SAP ghi thir ty cua cac hang twong tmg theo TGXUAT véi gi tri cao 13 1 (sdp theo
chiéu giam).

Cau 5. Tao biéu dd nhu 1 sheet doc lap (as new sheet) vdi 4 ¢ot dir li¢u sau: VATTU, NGNHAP,
SLNHAP, SLXUAT.

Cau 6. Hiéu chinh cot VATTU dé c6 tén vat tu ¢ cac ki tu ddu tir duoc viét hoa, vi du nhu “xi
mang” s€ duoc doi thanh “Xi Mang”, “dau hod” s€ dugc doi thanh “Dau Hoa”,
Céu 7. Trang tri bang biéu va biéu dd, luu voi tén BTAP8.XLS

= Hudng din thoac hamb 7

C1. Dung ham LEFT d¢ lay ki ty dau tién cua MSO roi dung ham VLOOKUP d¢ do tim trong
bang tim. (Khi thyc hién nén dat tén cung bang tim dé han ché nhiing sai sot nhu thiéu tham
chi€u tuyét doi, chon bang tim bi du, ...)

C2. Ding ham LEFT dé Iy ki ty du tién cia MSO, dung ham RIGHT dé lay ki tw cudi ciing ctia
ma so (dé biet loai 1 hay 2 twong ing vé1 GNHAP1, GNHAP2), 61 dung ham VLOOKUP dé do
tim trong bang tim.

C3. C4. Ty nghién ctru.

C5. Dé vé biéu dd ta can chon 4 cot theo yeu cau, sau dé click vao biéu tuong Chart Wizard dé
thao tac theo cac budc tao lap biéu do.

Luwu y: khi chon nhiéu cot can gitr Ctrl dé chon. Sau khi thuc hién ding cac budc, ta co két qua
nhu hinh dudi. Vo1 két qua nay ta c6 thé dé dang nhan thay cé bao nhiéu luot chung ta da xuat
hét s0 luong nhéap.

40

35

a0

25

O ELNHAP

20 B ELXUAT

26333 4761333 SAEMA33 SMEM353 15006433 17106433 25ME/33 2T0E/33 I0MDEMA3

HANG MHOT DAl MHOT HANG HANG MHOT DAl DAl

C6. Stra lai cong thirc ciia c6t VATTU, bang cach thém vao ngoai ham PROPER.
Dang = PROPER(VLOOKUP(LEFTY......)))
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BAI SO 9. Tham chiéu tuyét doi, cach thirc tinh toan ké thira (g6i).
PHIEU THEO DOI TIEN GOI TIET KIEM
Laisuat [1.10%

So tien . . Them bot | Cong tien
Rlse Dau thang ot ot cuoi thang cuoi%hang
1 20000000{ 220000 20220000/ 500000 20720000
2 20720000 2000000
3 -300000
4 -500000
5 200000
6 1000000
7

8

9

0

600000
-200000
-500000
1000000

\Téng sO tién co dugc sau 12 thang \ ‘

Céu 1. Tinh tién Lai = S6 tién dau thang * Lai suat

Céiu 2. S6 tién cudi thang = S tién dau thang + Lai

Céu 3. Cong tién cudi thang = Cudi thang + Thém bét cudi thang

Céu 4. S tién dau thang sau = Cong tién cudi thang cta thang trudc do
Céu 5. Tinh sd tién s& c6 duoc sau 12 thang

Cau 6. Lap biéu d6 minh hoa sd tién c¢6 dugc cia dau cac thang

Cau 7. Trang tri va Iuu véi tén BTAP9.XLS

= Hwudng dan theac hani

Cl.Luuy rang, dé sao chép cong thirc dung thi tham chiéu dén 6 Lai suat can phai dat 1a tham
chiéu tuyét dbi. Sau khi tinh xong ¢ cac 6 dau tién, sao chép cong thirc xudng phia duéi va luu y
chi khi sao chép & 6 cudi cuia bang thi s liéu méi dugc dién vao diy du.

CS. Trong bai chi c6 dir liéu cua 10 thang. Pé tinh dén 12 thang, ta xem phan thém bét cudi
thang cua cac thang 11 va 12 bang 0.

C6. V& biéu d6 (Chon ving dir liéu: bao gdm cot Thang va cot SotienDau thang)

Giao trinh Tin hgc Dai cuong 167



BAI SO 10. Tao bing dir liéu, sir dyng cic ham co s¢ dir liéu (DSUM,
DAVERAGE...), to chirc cac vung diéu kién.

NHA MAY NUOC HUE
STT | KHACH HANG |KVUC METK |TTIEN (PTHU TTHU
1 HO VAN A 45| 58500 0 58500
2 HOANG HOA B 65| 91000 6500 97500
3 VO DAI NGAN |C 23| 34500 3450 37950
4 TRAN LE DUY (B 14| 19600 1400 21000
5 LE THANH LUY |C 78| 117000 11700 128700
6 BUI VAN VU A 93| 120900 0 120900
7 VO VAN VI A 90| 117000 0 117000
8 NGUYEN VE C 24| 36000 3600 39600
9 BUI THANH B 56| 78400 5600 84000
10 |LE CHINH B 78| 109200 7800 117000
Khu vyc |Phu thu |Pon gid bat tén vung
A 0 1300 bang bén la
B 100 1400 p===)> | BANGTIM
C 150 1500

Céu 1. Tinh Thanh tién = Mét khdi * Pon gia (tuy thudc khu vurc)
Céu 2. Tinh Tong thu = Thanh tién + Phu thu (theo khu vurc)

Céu 3. Tinh tong tiéu thu 16n nhit, nhé nhit va trung binh ctia s mét khéi da tiéu thu cua ting
khu vuc va ghi két qua vao bang sau:

Khu Vuc |A B C
Tong

Lon nhat
B¢ nhat
Trung binh

Céiu 4. Hiy tim cach hiéu chinh tén khach hang theo yéu cau “Tén chi viét hoa ki ty dau tir ma
thoi, khong phai la chir cai hoa nhu trén. Vi du nhu “HOANG HOA” phai doi lai “Hoang Hoa”

CAu 5. V& biéu d6 minh hoa cho bang ¢ cau 3
Cau 6. Trang tri va luu file véi tén BTAP10.XLS
= HwuSng damn theac hank

C1. Dung Vlookup dé tinh don gia cta timg khu vuc sau d6 nhan véi sb mét khdi, ta co: (cot 3
cua bang tim chira don gid). [TTIEN]=[METK] * VLOOKUP([KVUC], BANGTIM, 3, 0)

C2. Tuong tu trén, vdi cOt 2 cua bang tim chira phu thu ta cé:
[TTHU]=[TTIEN] + VLOOKUP([KVUC],BANGTIM, 2, 0)

C3. Dung céc ham co s¢ dir liéu DSUM, DMIN, DMAX, DAVERAGE véi céc diéu kién vé khu
vuc dugc to chirc nhu sau:

KVUC |[KVUC [KVUC
A B C
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Luu y rang, cac nhan tham gia trong diéu kién phai chinh xac nhu nhén cot trong bang di
liu, thuong ta dung chirc nang copy dé sao chép cac nhan cot dé tranh sai sot.

Gid sir bang dif ligu duoc dit tén 12 DATA10, ta c6 cong thirc d€ tinh tong tiéu thy cia
khu vuc A la: =DSUM(DATAI10, “TTHU”, [dkA]), v6i [dkA] 1a hai 6 KVUC va A ¢ viing diéu
kién trén. Tuong tu doi véi cong thire ¢ cac 6 con lai.

Trong thyc hanh, ta sao chép cac cong thirc sang cac 6 bén canh, sau dé stra lai cho chinh xac.
BAI SO 11. Vén dung cic ham co sé dit liéu c6 két hop ciac ham chudi. On tip cac
ham tim kiém.

DANH SACH LUONG THANG 06 NAM 2005

SO IMASO [(HOTEN |PHAI |CHVU (TBPOVH [LCB [PHCAP [NGCONG |THUONG [LUONG
AFDS |Hong 460 23
CFC1 |Thanh 310 24
CMT5 [Son 330 23
BMC7 |Hoang 430 25
CMT3 |Tam 320 24
CFT3 |Lan 320 22
CFC6 |[Mai 360 26
CFT4 |Thay 350 23
CMD2 |[Hung 310 20
CMC9 |Tinh 380 23

MASO cho trén gém 4 ky tu MSI’, MS@, MS3 va MS4, ky tu dau 1a chuc vu, tha hai la phai, tho
ba la trinh d§ van hoéa va ky tu cuoi la s6 nam cong tac, vdi cac gia tri nhu sau:
MS1 Chuc vu MS2 Phai MS3 Trinh d§ van hoa

A TP F Nir D DPai hoc
B PP M Nam C Cao dang
C NV T Trung cap

Cau 1. Can ctr vao MASO chén thong tin vao cac cot PHAI, CHVU, TDOVH

Cau 2. Tinh PHCAP = PCCV+THNIEM, v&i THNIEM = NAMCT * CHVU IPCCV
Cau 3. Tinh THUONG. Néu NGCONG>=25,THUONG=120.000; néu PP 25000
23<=NGCONG<25, THUONG=70.000; con lai THUONG=20.000 NV 10000

Cau 4. Tinh LUONG = LCB*1200 + PHCAP + THUONG
Cau 5. Cot SO dugc danh sb theo LUONG v6i mirc cao nhit 1a 1
Cau 6. Tinh téng PHCAP, THUONG va LUONG theo PHAI va luu vao Sheet3, theo mau sau:

Phai Phucip |Thuong |Luong
Nam ? ? ?
Nit ? ? ?

Cau 7. Trang tri va ghi lai véi tén BTAP11.XLS
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BAI SO 12. Cic thao tac co ban trén danh sach dir liéu: SORT, FILTER

Danh sach hoc vién dugc cflp hoc bf;ng

STT|HOTEN |NGSINH [NOISINH |[TRBINH [HBONG [MADIEM

1 [TUAN ]05/15/90 |HUE 4.2 A01
2 |VIET 02/13/85 |Q.BINH 7.5 B03
3 |ANH 11/11/88 |HUE 6.7 C04
4 |HUNG |10/12/86 |DA NANG 8.3 A03
5 |[HOA 04/01/92 |HA TINH 8.7 C02
6 |THUAN [12/18/88 |NGHE AN 4.0 BO1
7 |VAN 01/01/91 |DA NANG 4.2 B05
8 |SON 09/09/87 |HUE 5.5 A02
9 |BINH 10/10/99 |HA TINH 8.3 C01

Céu 1. Nhép bang dir liéu trong Sheet] va nhap danh sach diém sau trong Sheet2:

M3 diém |Piém co s& [Chuyén mon |[Ngoai ngit
C01 9.0 8.0 8.0
B05 7.0 2.5 3.0
BO1 2.0 4.5 5.5
A02 5.5 6.5 4.5
C02 9.0 8.5 8.5
A03 8.5 9.0 7.5
Co04 9.0 2.5 8.5
B03 6.0 7.5 9.0
A0l 4.5 6.0 2.0

Céu 2. Cin ctt vao MADIEM va bang ma diém trén dé tinh diém trung binh (TRBINH)
Céu 3. Tinh hoc bong (HBONG) theo céc diéu kién sau:
- néu TRBINH >=8.5 va tudi <=18 thi hoc bdng 1a: 150000 d
- néu TRBINH >=8.0 va tudi <=20 thi hoc béng 1a: 100000 d
- néu 5.0 <=TRBINH < 8.0 va tudi >20 thi hoc bong 1a: 50000 d

- ngoai ra khong c6 hoc bong.

Cau 4.

Trich ra nhitng bang tinh khac (luu vao Sheet3):

Cau 5.

Cau 6.
Cau 7.

- nhitng hoc vién c¢6 mirc hoc bong 150000 d

- nhitng hoc vién c6 mirc hoc bong 100000 d

- nhitng hoc vién c¢6 mirc hoc bong 50000 d

- nhitng hoc vién khong c6 hoc bong.

Trich ra nhiing bang tinh khac (luu vao Sheet3) nhiing hoc vién trong cac do tudi sau:
- tr 16 dén 18 - 19 hogc 20
Trang tri va luu véi tén BTAP12.XLS
Thuc hién cac thao tac sép tht tu theo HOTEN, NGSINH, TRBINH... sau mdi lan sép

- trén 20 tudi.

hiy quan sat su thay d6i (c6 thé nhin Undo va Redo)
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= HwuSng dan theac hanh

C2. Dé tinh diém trung binh can phai biét 3 cot diém, do d6 dung ham AVERAGE véi 3 lan
dung VLOOKUP, mdi lan chi thay doi cot tra lai gia tri:

Average(Vlookup(...,...,2,0), Vlookup(...,...,3,0), Vlookup(...,...,4,0))

Ngoai ra, Excel con ¢6 2 ham cho phép ldy mot khoang cac 6 ma khong phai ding nhiéu 1an cac
ham VLOOKUP; d6 1a ham OFFSET va MATCH. Ham OFFSET c¢6 5 doi so6 nhu sau:
- OFFSET(vi tri gbc, do doi dimg, ¢ doi ngang, s6 hang, sd cot két qua)

Vi ¥ nghia: tinh tir vi tri gbc, doi 1én trén (&m)/doi xudng dudi (duong), doi sang trai
(am)/do1 sang phai (duong) bao nhiéu 6; va khoang can tra lai s€ chira bao nhi€u hang, bao nhi€u cdt.
- Ham MATCH gﬁn giéng cac ham tim kiém nhung khong tra lai gid tri tim ma chi tra lai vi tri
(thr ty) cua gia tri tim thay trong khodng tim.

MATCH(gia tri tim, khoang tim, phuong thirc)

T hai ham trén ta ¢6 cach gidi khac dé tinh diém trung binh nhu sau:

= AVERAGE(OFFSET(vj tri gdc, MATCH(ma diém, bang m3, 0), 0, 1, 3))

Trong d6: vi tri gdc duoc chon 14 6 chira gia tri [Dlém co s6]; mi diém 1a s6 hiéu mi diém
cua tung nguoi; bang ma la danh sach toan bo ma diém can tim. Hdm Match c6 nhiém vu tinh d6
doi xudng khi tim thay ma dlem trong danh sach; do doi ngang la 0 (vi cac 6 s€ lay c6 6 dau tién
cling cot voi vi tri gbe); s6 6 can ldy 1a 1 hang va 3 cot.

C3. Trong diéu kién tinh hoc bong c6 sir dung gia tri tuéiz nhung trong bang dir li¢u khong co6 gia
tri nay, do do ta s€ tao thém mdt cdt trung gian d€ tinh tuoi (nham don gian hoéa diéu ki¢n) va tuoi
dugc tinh boi hiéu cua nam hién thoi véi nam sinh, ta c6: [TUOI] = YEAR(NOW())-
YEAR(|NGSINH]), khi do, gia stir E6 1a 6 chira diém trung binh, ta c6 cong thurc sau:
=IF(AND(E6>=8.5, [TUOI|<=18), 150000,IF(AND(E6>=8, [TUOI]<=20, 10000,
IF(AND(E6>=5, [TUOI]>20),50000, 0)))

C4. Dé loc va ghi két qua ta dung chirc ning loc nang cao (Advanced Filter) véi cac ving diéu
kién v€ hoc bong nhu sau:

HBONG HBONG HBONG HBONG
150000 100000 50000 0

Luu y, sau khi tao viung diéu kién & Sheet3, ta dit con trd & mot & tréng tai sheet 3 trudc
khi str dung I€nh loc nang cao.

CS5. Tuong tu, str dung loc ndng cao vdi cac dicu kién loc nhu sau:

Tuoi Tuoi Tuoi Tuoi
>=16 <=18 19 >20
20

C7. Trude hét chon tén truong can sap (vi du, chon truong HOTEN), sau d6 mdi sir dung 1¢énh
[DATA]JSORT. Sau mdi lan sip, nén thay d6i mot s6 yéu té dé hiéu 16 vé chirc nang nay.
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BAI SO 13. Cic thao tac trén danh sach dir liéu: SORT, FILTER, SUBTOTAL...

BANG BAN HANG
MAH [NBAN [TEN SLUONG [TGIA |THUE |[TONG
1 12/12/97 |BAP 324
2 12/12/97 |BIA 454
3 14/12/97 [BOT 656
4 11/01/98 |GAO 431
5 20/01/98 [KEO 455
6 25/01/98 [BAP 564
7 01/02/98 |BIA 657
8 11/02/98 [BOT 432
9 05/02/98 |KEO 544
10 12/03/98 |GAO 767

Tong tri gia cac mat hang ban trong thang 2/1998 27?

Céu 1. Tinh trj gia (TGIA) bang s6 lugng (SLUONG) nhan don gia (DGIA), véi don gia va thué
duoc cho ¢ bang sau:

Tén Don gid |Thué

BAP 3500 1%
BIA 15000 1%
GAO 3000 2%
KEO 10000 2%
BOT 5000 1%

Céu 2. Tinh thué (THUE) theo s6 liéu trén va cha ¥ rang néu tri gia dudi 100000 ddng thi khong
thu thué. Sau d6 tinh tong cong (TONG) bang tri gia cong véi thué

Cau 3. Trich ra danh sach cac mat hang BAP, GAO, BOT va luu vao Sheet2.

Céiu 4. Tinh tong cac cot TGIA, THUE va tong sb 1an ban theo timg loai mat hang va luu vao
bang sau ¢ Sheet3:

Tén S6 lan ban |Tong tri gia |Tong thué
BAP
BIA
GAO
KEO
BOT

Ciau 5. Dung két qua & cdu 4 dé vé& do thi so sanh tong tri gia ctia timg loai mat hang
Cau 6. Trich ra hai bang tinh ban hang trng v&i 2 nam: 1997 va 1998

Cau 7. Tinh tong trj gia cac mat hang ban trong thang 2/1998

Céu 8. Sip th ty (Sort) bang theo cot TEN voi chiéu giam dan (Descending)

Cau 9. Dung SubTotal dé tinh tong cac cot SLUONG, TGIA, TONG. Sau do thay tong bang cac
ham khac nhu Min, Max, Average...

Cau 10. Trang tri va luu voi tén BTAP13.XLS
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BAI SO 14. Bai tap tong hop
BANG GHI TEN, GHI PIEM

Piém chuan =

17

TT

HOTEN

TEN TRUONG

BAN [DVAN

DTOAN |TONG

KETQUA

Al

BINH

CHAU

ANH

BAO

DUNG

HANH

HUONG

DUONG

PHUOC

elrdigivdlcdielrdi irdie

Ma truong

Tén truong

QUOC HOC

HAI BA TRUNG

NGUYEN HUE

wlleliesliee

GIA HOI

Ky tu dau ciia SBD 1a ma trudng
ky tu cudi ctia SBD la diém uu tién.

Céu 1. Cin ctr vao ky tu dau cua SBD dién thong tin vaio TEN TRUONG

Cau2.Cin ci vao SBD dién DVAN va DTOAN

(theo bang diém & Sheet2)

Cau 3.

Tinh TONG theo cac yéu cau sau:

* Néu ban A hodc B thi diém Toéan hé sb 2

* Néu ban C thi diém Van hé s6 2

* Cong thém diém wu tién

Céu 4. Tinh KETQUA: P4au néu TONG 16n hon hoic bang

Piém chuin nguoc lai la Rot

Cau 5. Loc ra danh sach va ghi vao Sheet3 nhirng nguoi:
a) C6 két qua Rt

b) C6 két qua Pau va tong diém 16n hon 23

Cau 6. Lap bao cdo theo mau sau:

Bang diém lwu tai Sheet 2

SBD |[DTOAN |[DVAN
D90 |4 7
D82 |5 4
C71 |8 7
c6l |9 8
C50 |5 5
B42 |3 7
B31 |5 4
A20 |4 5
All |7 9
A00 |6 8

Hoc sinh truong DPiém trung binh S6 hoc sinh Dau
QUOC HOC ? ?
HAI BA TRUNG ? ?
NGUYEN HUE ? ?
GIA HOI ? ?

CAu 7. Cot TT danh sb theo cot TONG véi gia tri cao nhat 1a 1
Cau 8. Ghi bai thuyc hanh voi tén BTAP14.XLS

Giao trinh Tin hgc Dai cuong



MUC LUC

CHUONG 1 aceeucrencncnrsecnssessssessssssessssesssssssssssesssssssssssssssssssssesssssssssssssssssssssssssssssssssssssssssssessssssssssssssssesssssssssssssassese 1
KHAINIEM VA NHUNG THAO TAC CO BAN TREN HE DIEU HANH WINDOWS ........cooooriiniiriicninnne. 1
L MOT SO KHAINIEM CO BAN ......cooovviivoieieeie st 1
1.ThOng tin (INFOIMALION) ......vvieeiiiieeeiiieeeitee e ette e et e e eiateeebteeeaateeestateeessseeeesseeeessseesansseesasssaeeasssaesansseesasssaesansseens 1

2. Tin hoc (INfOrMAtiC):.....cviviiiiiiiiii s 2

11. BIEU DIEN THONG TIN TRONG MAY TINH ..........cooooiviirimiiiiiiinieisssiesieseeees s 2
1. BANE MA ASCIL ..oeiiiiiiieeiiee ettt et e ettt e e ettt e e ettt e e ettt e e ettteeasateeessseeeansseeaeasssaeeanssaesasssaeansssaesanssaesanssaesansseens 2

2. MOt SO 18 AEM thONE QUG ...ttt et eeseee e s e e e eeee e 3

3. CHUYEN @01 N AEM ...t 4

111 GIOI THIEU CAC THANH PHAN MAY TINH..........cocovvioiiietiiiinieoseesiee s 6

1. MAY tINI (COMPULET) «...eeiiieiie ettt ettt e h e e bttt e et e s at e ettt et e e s et e e embeesbb e et et embeeanbeessbeennbeenabeenaees 6

2. Mét s6 thanh phin CUAMAY tINN ..o 7
BAIDOC THEM. CAC THE HEMAY TINH ......oooiiiiiiiiiii et 13
IV. HE BPIEU HANH WINDOWS ..........ooooooeoeoeoeeeeeeeeeeee oo 14

1 HE GHBUNANN LA G1? ..o 14

2. So luge vé sy phat trién clia HE diEU hANN WINAOWS ...veeoeeeeeeeeeeeee e eee e eeeen 16

3. Mot sé th;lo tac co ban trén hé 7diéu hanh WINAOWS ........ovviiiiiiiiiiiiec e e e 17

V. MOT SO UNG DUNG CO BAN TREN WINDOWS..........coooeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee, 24

1. Quan ly tai nguyén trén Windows — Windows EXPlOTer..........ccoiiiiiiiiiiiiii e 24

2. Tim kiém tai ngUYEN tréN WINAOWS .....c...iiiiiiiiiiiii ittt ettt et e et e sttt e st e et e ebeeenbeeenbeensaeens 26

3. Ché d6 giao tiép 1énh DOS(COMMANA PIOIIPL)...........oveeeeeeeeeee oo 28

4. MOt SO TUNZ AUNE KNAC. ... 29
BAIDOC THEM - VIRUS TIN HOC ....cccoouiuiiniriiiiieeie ettt seeseas 32
BAITAP CHUOGNG ..ottt ettt et et ee et e et et eete e et e e e et eete e e et eee e e et e eeeeesae e st esaeesaeeseeeseeenaeesaeesnesees 34
Bai tap 1. Trac nghidm v 8 GBI ..o 34

Bai tAp 2. MOt 86 KhAi NIEM V8 WANAOWS..........v.eeoeeeeeeeeeeeeeeeee oo 35

Bai tAp 3. Thao tAC trEN WINAOWS. ... .eeiutiiiiiieiit ettt ettt et et e ettt ettt e bt e enbeessbeeasbeeaneeenbeeenbeesnbeensreans 36

Bai tip 4. Thao tac VT WINAOWS EXPLOTET........coiuiiiiiiiiiiiiieie ettt ettt ettt ettt e tee et e ebeesereeas 37

Bai tap 5. Khai thac cac ng dung trén WINAOWS .........ocueiiiiiiiiiiit ettt ettt bee e e nbee s 38
CHUONG 2 c.cverererereereresseessesessssessssessssessssssessssessssesssssssssssessssessssssessssessssessssessstsssssssessssessssssessssessssessssasesssssssssans 39
GIOI THIEU VE MANG MAY TINH VA INTERNET ......cootviiiirireieierieeinsieseesesiessessessesssesssessessessesesees 39
L. SO LUQC VE MANG MAY TINH..........ocooooivioiiiiiieiietie e 39
L. Mang mMAY tINh LA Z17 .....oeiei ettt h e et e bt e s et e et e e bt e e bt e e bt e e st e e abeeeneeeneeenne 39

2. Tac dung clia Mang MAY tINN.........ooiiuiiiii ettt ettt et e et e e bt eeabeesebeeeae e e beeenbeeenbeennaeens 39

3. Phan loai mang theo pham vi dia 1Y ..o 39

II. INTERNET VA MOT SO DICH VU TREN INTERNET ...........covoooooeeeeeeeeeeeeeeeeeeeeeeeeeeee. 40

| L 1 S I U USSP USUUUSRUURRRRROS 40

2. Gidi thiéu cAc dich VU tIEN INTEIMEL.........eveiiiiiiiiiiieee e e e e et e e e e e e e e e e e e eetaaraeeeeeeeeaaaeeeeeeeeeaes 41

3. ST dUNG INEEINEE EXPLOTET ...ttt ettt ettt ettt et e et e e it e bt eseeesee e bt e eabeesnbeeasaeeseeenneeanne 42

4. Str dung mot $6 dich VU VA 180 1CI N TNEEITICE . ...ttt ettt ettt ettt ettt ee et ee et et eeeeeeeeeeeeeeeees 47
BATTAP CHUONG 2.ttt et ettt et et es et et et et e s e et et ee et et ee et et etesesee et et et eseteeeeeseeeseneeeeas 53
CHUONG 3. SOAN THAO VAN BAN TRONG WORD.........coerrererrererreressesessesessesessesessesessessssesessesessessssesesses 54
BAI 1. LAM QUEN VOI MICROSOFT WORD .......covuuiurimiiireenersseseessesessessesssesssssesssessesssesssssesssesssssses 54
I. GIOI THIEU TONG QUAN. ...ttt e et e et e et e et e e e nnaeeas 54

L KNGT AONZ WOTA ...ttt ettt ettt et e et e e ettt e beeeabeeembeeeabeeesseeseeeaseeenbeasnseansseeseeenseennne 54

2. Giéi thiéu cac thanh phf?m CUA €A SO 1AM VIEC CUA WOL. ..ottt ettt ettt eeeeeen 55

3. Thoat khoi Word:.........cccooeiiiieiiieiiieieeee PP PP PP P 58

II. CAC THAO TAC VE FILE (TAP TIN VAN BAN WORD) ...........ocoooooeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee. 59

1. T20 VAN DAN MNGT (INEW) .e.etieiiteiie ettt ettt ettt et ee et ettt e ettt e bt e e bt e eab e e eae e e seeenseaeaseeemseansseennseenseeenseeenseensseeseeeseeenne 59

2. LU VAN DAN (SBVE)....eeettetit ettt ettt ettt ettt et et e bt e ettt et e e bee e bt e eabeaesbe e seeeaseeeaseeenseeenbeensbeeseeenseeenbeeenneeenbeann 59

3. Dong van ban dang SOAN thAO .........c..iiiiiiiie ettt ettt et et e ettt et e et e et e enb e e et e e nteenneeebeeenee 59

4. MO MOt VAN DAN €O SAN (OPEN): ..o eee s eeee e eee s eee s ee e eeseeee s ee s sees e s s s s s e seeseseeseseans 60

5. Luu file dudi t€n khac (Save as..) ......ccovviiininnn, s 60
BAI2. TIENG VIET TRONG SOAN THAO VAN BAN L....oooiiiieieoeeeeeeeeeeeee e 61
L. MOT SO KIEU GO VAN BAN TIENG VIET .......cocvvooiiviniioieiieieeieeee s 61

L KGBU @0 TCIEK ..ottt ettt 61
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2 KEBU @0 VINLL ...ttt e et 61

1I. MOT SO BO MA VA CAC FONT CHU TUONG UNG ........cccovvomiviieiieinieenseineeisees s 61
I MOT SO CHUONG TRINH XU LY TIENG VIET ........c.ooooooeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeee e, 62
1. Chuong trinh (phan MEM)YVIEtKEY 20001 ............ov. v eeeeeeeeeeeeeee e eee e eeeeeeesee s eeesee s e s e eeeseees 62

2. Chuong trinh Unikey. ............. OO OO OO UORRRTROTO 63
BAI3. MOT SO THAO TAC CO BAN TRONG SOAN THAO .....cceouumiiiirierierieiesiseeesiesiese e, 64
I MOT SO THAO TAC COBAN...........c.oooooeeeeeeeeeeeeeeeeeeeeeeee e, 64
1. Di CHUYEN COM T1O VA BAN ..ot eee e eee e s e e eee e s e e eeeseseseseeseseseeseseeseeeeneeeeseees 64

2. Chon (select) CAC A6 tONE trONG VAN DAN ........vuveeeeeeeeeeee e eeeeeeeeee e eeeeeeeeee e e e s e s e s eeeseeeeseeeeseseeneees 64

I TN T o I (0] 1) USSP 64

4. DI CHUYBI (MOVE) ..ottt ea e s e e e eee e e eee e e e s e e e s s s s e e s e eeeseseereses 65

5. XA AOT TOTI Tttt e e e et n e e e ee e e s s een s eee e 65

6. Phuc héi Cac thao tAc vira thure RIEN & .....ooiiiiiii e 65

I TIM KIEM VA THAY THE VAN BAN .......c.ooooooeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 65
L THM KIIM (FINA): ettt ee e e ee e s e s s s se e s e s eeeeeeeeeneeeas 65

2. Thay thé (Replace):

III. THIET LAP VUNG LAM VIEC

1. Chon €hé G0 NIEN thi (VIEW) ... veeeeeeeeeeeeeeeee oot eee e e s s se e seeeeeeeseseeseeeeeeeseseeeas
2. Hién/an thuéc va cac thanh cong cu:...
3. Thay doi kich thudc ving lam viée................... OO
IV. CHEN MOT SO POI TUONG VAO VAN BAN ..........coooooeeoeeeeeeeeoeeeeeeeeeeeeeeeee e, 68
1. Chen K DU (SYMDOL) ..ttt ettt et e s et et e bt e et e e bt e es e e sbeeebeeebeeenne 68
2. Chen $6 trang (PAZE NUIMIDETS) .........o.v.oveoveeeeeeeeeeeeeeeeee e eeeeee e e s ee e s 69
3. Chén ngét (05505714 TSRS 69
4. Chen NZAY GI0 (DA TIIME) -.eeuveeeutieiutieiiiteitit ettt ettt et ettt et e et e sttt ettt et eeeateesmbeeasbeessbeenseeanbeeenbeeenbeenseeens 69
5. Cheén chil thiCh (FOOtNOLE) ......uvvieiiiiieieiiie ettt ettt ettt e ettt e et e e e tteeesstaeeeestaeeesssaeeenssaeeeassseaeassssaeassseseesssaeennsseens 69
BAI4. CAC THAO TAC DINH DANG VAN BAN ......ccoootiimiiriiiiiieeiesies ettt 70
L. DINH DANG FONT ..ottt ettt ettt e e e e e e es 70
II. DINH DANG DOAN (PATAZFAPR) ...ttt ettt ettt 72
1. Chinh sip va khoang cich (Indents and SPACING) .............v.oveweeoeeeeeeeeeeeeeeeeeeeeee e ee oo 72
2. Piéu khién ngit trang va dong (Line and Page Breaks)..............oovouiveuiveeieeeeeeeeeeeeseeeeeeeesesesseeseseesseese s 73
1. DINH DANG trang (PAge SEHUP) ...........cc.eeeiiiiieiee ettt 73
1. D8 ChiNA GIAY (PAPET) ..ot e e eeee e ee s s s s e e 74
2. Thiét lap 1& trang I (MIATGINS) 1. 74
IV. TAO BULLET VA PANH SO TU DONG ...........ooooeoeeeoeeoeeoeeoeeoeeeeeoeeeeeeeeeeeeeeeeea 75
L THIEE TAP BUILLE ...t neseans 75
2. Banh sfS tu dong (Numbered)7 ................................................................................................................................ 75
V. TAO VIEN VA NEN VAN BAN: .....coooviivotiitiseiesee s 76
1. T20 KNUNE VIEN (BOTAET) ..ot s ene s 76
2. Tao &N cho VAN DAN (SHAGINE) ........vveeveeeeeeeeeeeeeeeeeeeeee ettt 77
3. VIBN traNg (PAZE BOTAEL) ........veeoeeeeeeeeeeeeeeeeee e 77
VI. DINH DANG COT (COLUMN)...... e USSP 77
VII. PINH DANG TAB (TAO CAC PIEM DUNG KHI NHAN TAB) ..., 78
1. Mot s6 mau dinh dang S dUNG TaD: ..ottt et e et ettt e et e et esebe e e e eeeas 78
2. CACK BT L8P TaD: ....ovveeeeeeeeeeeeeeeeeee et 79
3. Mot s6 ndi dung trong hop thoai Tab ..o 79
VIIL. TAO CHU CAI LON PAU DOAN (DROP CAP) ..., 80
IX. TAO VAN BAN MAU VA QUAN LY CAC MAU (STYLE) .........coeooeooeoeeeeeoeeeeeeeeeeeeeeeeeeeeeee 80
L2 CACK T8O TIAU 1.ttt ettt et e et e e es e e et e e eeee et et eeeaeeteseseeeeeeeeeee et et eseaee et eeeeee et et eueeeeeeseeeaeeeeeeseneeeees 80
2. ST AUNG AU ..o e e n et s e e s s ettt sttt 81
3. Sira dinh dang mau c6 B0, ettt ettt ettt e et e ettt ee et et e e e e 81
4. X0 MAU €O SAN. ...oooorreerre OO 81
BAI5. CHEN DOI TUONG VAO VAN BAN .....ccoouiiuiiiiirinriieisesiesieseseeseseseseesses st ssesssessesssesssssesssessesssnes 82
1. CHEN VAN BAN CO SAN VAO NOI DUNG SOAN THAO ..........ocoovvvmivmiiniiiseiacinsis s 82
II. CHEN TRANH VA CAC DOI TUONG DO HOA .........covvovoiviiierisiesi e 82
1. Chen tranh &Rt fI1e.........eiiiii ettt ettt ettt et e et e et e et e e bt e bt e enbeennee e nbeeneeenne 82
2. Chen tranh NN T CHPATT ......e.eiiiieitie ittt ettt ettt e ettt et e et eeetee e bt e e abe e teeeseeeaseaenseeenbeeanseeaseeeseaenseeenseennreans 82
3. Chén chit nghe thut (WOrd AT) ......ioiiiiiiie ittt ettt et e et e e bt e ettt e s seeebeeenbeeenbeeenseesnseenseeeseeenne 82
4. CREN A81 TUOTIZ V8. oeeeeeeeeeeeeeeee et e e ee s s e ee s een s 83
5. Mot s6 thao tac véi dbi tuong B0 OB e e e e 83
6. B6 tri hién thi cac d6i tuong dd hoa V6T VAN BAN (LAYOUL) ......v.vvveieeeeieeeeeeeeeeeeeeeeee e 84
7. Tao hOp chira VAN DAN (TEXE BOX).....uieitiiiiieiiieiit ettt et eeiie et et e e tteetteetteebeeebeesseeesseeeseeenseesnseesnseessseenseeenseennns 85
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I CHEN BIEU THUC TOAN HOC ...ttt ettt 85

IV. TAO MUC LUC (TABLE OF CONTENT)........cooiiiiiiie ittt 86
LoMIUC QICR: oo 86
. 2. Cach tao muc luc: e s 86
BAI6. TAO VA HIEU CHINH BANG BIEU (TABLE) .......cooiiviiitiieteeeeee ettt 87
L TAO BANG ... 87
1. Tao bang bang cong cu Insert Table trén thanh coNg e SANAAIA. ..........o.oveveeveeeeeeeeeeeeeeeeeeeee e 87
2. DUNG MENU TADIE ...eeeiiiieiiiiie ettt et e ettt e e ettt e e e bt e e e et eeeestbeeeaassteeassseeeansseaeassseesanssaeeansseesansssaessnsseeensnn 87
3. Dung but V& (Draw Table).........cciuiiiiiiiiiiiiiiiiii e 87
I1. CAC THAO TAC TREN BANG........coooooioiiiiitie 87
1. Di CHUYEN DB FONE DANE ...t ee s eee e e e e eee s s s seeeesees e s e eeseeeeseses 87
2. Chon cac 0, hang, COt trONE DANZ........uveiiiiieeiiiieeeiiieeeiiteeeette e et te e et teeetbteeeebeeeesbaeeassseeeassseesanssseeensssaesnsssesnnssns 88
3L HIGU CHINI DANG...eee ittt ettt e ettt e e st e e e et eeesasaeeeentaeeeensseeeansseaeanssaeeansseeeanssaeeannsaesensseens 88
4. Chuy@n A1 VAN BAN = DANE DIBU..........eeeveeeeeeeeeeeee et e s e e e 90
5. Sép (Sort) thu tir ETOME DAIIE ...ttt ettt ettt ettt ettt et e e a bt e e bt bt et e e e enateeaees 91
6. Tinh tOAN troNG DANG DIEU ...........ovooeieee oo 91
. 7.Thay déi BUGNE 10 VAN DAL ...ttt 93
BAI 7. TRQN VATIN VAN BAN ..ottt 94
1. CHUAN B] TRUOC KHI THUC HIEN TRON VAN BAN .........oooovviierinirinirisieesiesiessi s 94
II. CAC BUOC TIEN HANH TRON VAN BAN ..........cocoooieoeooeeoeeeeeeeeeeeee e 95
TIL IN VAN BAN......coooooooe 97
1. Xem trurdC Khi in (PrANE PTEVIEW)...eiuvviiiiiiieeiiiie ettt ettt e ettt ettt e ettt e et e e e estbaeeestseeeessseesassseeeassseaeesseasassseeennsnns 97
2. Hiéu chinh va thuc hi€n in VAN DAN...........ccoiiiiiiii 97
BAI8. MOT SO THAO TAC NANG CAO ..ottt 98
L THIET LAP VAN BAN TU DONG .......c.o.oeoeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 98
N B S SRR
2. AutoCorrect...
II. TAO TIEU BE DAU VA CUOI TRANG (HEADER AND FOOTER).........cccooiiiiiiiiiiiiiieeeciee e 99
IIL TAO LIEN KET ...t 99
L. LAGI KBt BOOKITIATK ...ttt ettt ne e e e e ee et see e e eene s s e eee e e eeeseneeeeeean 99
20 LABN KL FALE 1ottt 100
3. i8N K&t theo @i Chi.......vvoeooce e 100
V. THIET LAP CAC MUQC CHON ..ottt 101
V. CHUP MAN HINH VA DUA VAO MICROSOFT WORD..............ccoovvoioiriiseiiiseiseieieeiseeieeeo 101
1. Cach chup MAN RINK ..oouii ettt ettt e et e et e et et e et eenbeesebeenneeesaneeneas 101
U 20 XM RIIN. 101
BALITAP CHUGNG ...ttt ettt ettt ettt ettt et e st et ene et e ea et enseneer e et s eneereaneeaens 102
BAI SO 1: Khéi dong word va CAC thao tAC CO DA .........ovoveveeeieeeeeieeeeeeeeee e 102
BAI SO 2. Thyc hanh soan thédo van ban don GHANL Lottt ettt et e et e et e e bt e e beeenbeenneeens 103
BAI SO 3. Pinh dang trang, nguyén tic tao 1ap van ban, khai thac cac phim BAL, et een 104
BAI SO 4. Céc thao tic dinh dang VAN DAN. .............coovoivieieeeeeeeeeeeeeeeeeee e enes 105
BAI SO 5: Pinh dang font, dinh dang Tab, dinh dang SO VA KL HBU, v 106
BAI SO 6. Pinh dang c6t (Column), khung vién (Border and Shading), chir cai 1én ddu doan (DropCap) . ................ 107
BAI SO 7. Thiét ké mot s6 mau VAN AN, DANG BIGUL ........c..ovovieiveeeeieeeeeeeeeee e 108
BAI SO 8. Soan théo, dinh dang vén ban trong Word BANG PRIM NONE ..o 109
BAI SO 9. Thiét ké mot s6 mau bia va cac mau quang céo va hinh anh v& nhu cac hinh minh hoa . .........o.cocovvvennn.o. 109
BAI SO 10. Khai thac thanh cOng el V8 DIAWING ..........o.oveviveeeeeeeeeeeeeeeeeeeeeeeeseeeseeese s seeses s s eenseennes 111
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