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d Tin hoc can (20 tiét)
v Co badn vé CNTT va may tinh (4 tiét)
v" S dung hé diéu hanh Windows (12 tiét)
v Cong nghé Internet (4 tiét)

d Tin hoc van phong (40 tiét)
v S& dung phan mém soan thdo van ban MS Word
(16 tiét)
v SU dung phan mém bang tinh dién t& MS Excel (16
tiét)
v" S dung phan mém trinh chi€u MS PowerPoint (8
tiét)



IModule 1l

CO BAN VE CONG NGHE
THONG TIN VA MAY TiNH




1/ Khai niém veé tin hoc: Tin hoc 1a nganh khoa hoc
cong nghé nghién clu cac phuong phap, cac qua trinh
XU ly théng tin moét cach tu dong dua trén phuong tién
ky thuat [a may tinh dién tu.

2/ May tinh dién ti (Computer): La mot thiét bi dién tir
dung dé luu trlr va xir ly thong tin theo cac chuong
trinh dinh truéc do con ngudi dinh ra.



> The hé thu nhat (1945 1955) may tinh dung den
dién tu: May tinh dau tién co6 tén ENIAC (Electronic

Numerical Integrator and Computer) nang khodng 30 tan
(1946) ¢ My.

> Thé hé thtr hai (1955-1965) may tinh dung thiét bi
ban dan: Dung linh kién maéi 1a Transistor (dugc phong
thi nghiém Bell phat tri€n nam 1948). B6 nhd may tinh
duoc tang lén dang ké va tré nén nhé gon hon.

> Thé hé thu ba (1965-1980) diing mach hop tich
hop IC: Cong nghé dién t& gio da phat tri€n rat nhanh
cho phép dat hang chuc Transistor vao mot vo chung goi
la con chip.



(VLSI): Vao nhung nam 80 cong nghe (VLSI Very
Large Scale Integrator) ra doi cho phép tich hgp trong
moOt con chip hang triéu Transitor khién cho may tinh
tré nén nhd hon, nhanh hon véi tdc do hang triéu phép
tinh moét giay la nén tang cho chi€c may tinh PC
(Personal Computer) ngay nay.

» Nam 1981, IBM gidi thiéu may tinh ca nhan PC
(Personal Computer) dau tién.



1/ Khai niém vé théng tin: Bat c(r thdng bao hay mot tin
hiéu gi déu dugc coi la mot thong tin. Viéc trao doi hay
ti€p nhan théng tin theo nghia théng thuong dugc con
nguai trao doi theo nhiéu cach khac nhau (thinh giac,
thi giac, kh(u giac ...).

2/ Biéu dién théng tin trong may tinh: Do may tinh
duagc ché tao dua trén cac thiét bi dién t& chi cé hai
trang thai déng va mé, tuong Ung véi hai s6 0 va 1.
Nén dé luu trir thdng tin trong may, may tinh dung hé
dém nhi phan (Binary) tic la hé dém duoc bi€u dién
véi hai chir s6 0 va 1.

3/ Cac don vi do thong tin:

> Pon vi co sa@: Bit (0 hoac 1)



> Pon vi co ban: Byte: 1 Byte = 8 Bit
> Cac boi so cua Byte:

v" Kilobyte: 1 KB = 21° = 1024 Byte

v" Megabyte: 1 MB = 1024 KB

v Gigabyte: 1GB = 1024 MB

v Terabyte: 1TB= 1024 GB



» Hé 10 sang hé 2: Thuc hién lién ti€p cac phép chia
cho 2 cho dén khi thuong s6 bang 0. S6 nhi phan
tuong Ung la cac két qud cua phép du chia cho 2 lay
tu day lén.

> Hé 2 sang hé 10:

v’ Xét so trong hé co so 2 vdi bi€u dién nhu sau:

N,=d d ....d,d,
Khi d6 trong hé co s6 10 s6 N sé la:
N,,=d *2"+d_ ,*2"+...+d *21+d *2°



Hé thong may tinh bao gom hai hé thdng con:

1/ Phan cung: Bao gom toan bd may va cac thiét bj
ngoai vi la cac thiét bi dién t& dugc két hop vai
nhau. N6 thuc hién chlrc nang xu ly théng tin & muc
thap nhat tdc la cac tin hiéu nhi phan.

2/ Phan mém: La cac chuong trinh (Programs) do nguoi
sUr dung tao ra diéu khién cac hoat ddng phan cing
clia may tinh dé thuc hién cac nhiém vu phuc tap
theo yéu cau clia ngudi st dung. Phan mém cla
may tinh dugc phan lam 2 loai: Phan mém hé thong
(System Software) va phan mém Ung dung
(Applications Software).



1/ May tinh Ién (Mainframe): La loai may tinh c6 kich
thudc vat ly I6n, manh, phuc vu tinh toan phuc tap.
e B —




2/ Siéu may tinh (Super Computer): La mot hé thong
gbm nhiéu may 1én ghép song song co6 toc do tinh toan
cuc ky I6n va thuong dung trong cac Iinh vuc dac biét,
chu yéu trong quan su va vi tru. Siéu may tinh Deep
Blue la mot trong nhing chlec thubc Ioa| nay

—_—




3/ May tinh ca nhan PC ( Personal Computer): Con goi
la may tinh dé ban (Desktop). Hau hét cac may tinh duoc
st dung trong cac van phong, gia dinh.




4]/ May tinh xach tay (Laptop): May tinh Laptop la tén
clia mOt loai may tinh nhd, gon co6 thé mang di theo
nguoi, cé thé chay bang pin. Mot tén goi ihac
“Notebooks” chi mbt Laptop nho.




5/ May tinh bo tii (Pocket PC): Hién nay, thiét bj ky
thuat s6 ca nhan (PDA) c6 chiic nang rat phong phu, nhu
ki€m tra e-mail, ghi chd ngan gon, xem phim, luét
Internet, nghe nhac hay soan tai liéu van phong... nhiéu
may hién nay dugc tich hgp chic nang dién thoai di
dong.




So dd mo ta cac bo phan co ban trong mot may

tinh ca nhan:
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Vil CAU TAO CUA MOT MAY TiNH CA NHAN (it

1/ Thiét bi nhap: La thiét bi c6 nhiém vu dua théng tin
vao may tinh dé xa ly.

» Cac thiét bi nhap thong dung: Chubt, ban phim, may
quét, webcame.




Vil CAU TAO CUA MOT MAY TiNH CA NHAN (tt

2/ Thiét bi xt Iy: X ly thong tin, diéu khién hoat déng
may tinh. Thiét bi xr Iy bao gom: bo mach chu, b0 vi
xuly. '




d  Khoi x(r ly trung tam la bo ndo clla may tinh, diéu

khi€én moi Hoat dong clia may tinh bao gom 4 thanh

nhan chinh:

2 Khoi diéu khi€n (Control Unit);: Xac dinh va sap x&p céac
Iénh theo th( tu diéu khién trong b nhé.

X Kh6i tinh toan (Arthmetic Logical Unit): La noi thuc hién
hau hét cac thao tac tinh toan cla toan bo hé théng nhu:
+, -, %1, >, <...

= Pong ho (Clock): Khdng mang theo nghta dong ho théng
thuong, ma la bé phan phat xung nhip nham dong bo hoa
su' Hoat dong cua CPU.

2 Thanh ghi (Register): La nai luu gilr tam thoi cac chi thi
tU bd nhd trong khi chiing dugc xtr ly. Tdc do truy xuat
théng tin noi day la nhanh nhat.

CPU la mét bd phan quan trong nhat trong may tinh,
quy dinh téc d6 cua may tinh.




Vil CAU TAO CUA MOT MAY TINH CA NHAN (tt)

3/ BO nhé may tinh (Thiét bi luu trir): Bugc dung dé
luu trr théng tin va dr liéu. BO nhd may tinh duoc
chia lam 2 loai: B6 nh& trong va bé nhd ngoai.

3.1/ BO nhé trong (b6 nhé trong gan truc tiép vao bo mach
cht): La noi luu gilt chuong trinh va xa ly théng tin chu yéu
la dudi dang nhi phan. C6 hai loai b6 nhé trong la RAM va
ROM.

> RAM (Random Access Memory): Hay B6 nhd truy cap
ngau nhién: La thiét bi luu tr(r df liéu tam thai trong qua trinh
may tinh lam viéc, d{t liéu sé bi mat vinh vién khi khéng con
nguon dién cung cap.

May tinh se chay nhanh
hon néu c6 nhieu RAM.



> ROM (Read 6nly Memory): BO nhé chi doc (ROM) la mot
loai chip nh& dac biét dugc thiét [ap ti khi san xuat may, no
luu trr cac phan mém cé thé doc nhung khong thé viét 1én
dugc. Thong tin khéng bi mat khi tat may.
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3.2/ BO nhd& ngoai: La cAc thiét bi luu tr{r gan gian tiép vao bo
mach chu théng qua day cap di liéu, cac khe cam md rong

v" B0 nhd ngoai la noi luu trlr hé diéu hanh, phan mém Ung
dung, d{r liéu cua may tinh.
¥" B0 nhd ngoai bao gobm 6 ciing, dia mém, CD, 6 cling USB...

iy




Q Céc thiét bj xuat dung dé hién thi k&t qua xU Iy cla may tinh.
MOt sO thiét bj tiéu bi€u bao gbm: Man hinh, may in, may chiéu,
loa...




1/ Phan mém hé thong (System Software) Bao gom He dieu
hanh (Operating System), cac phan mém di kem thiét bi phan
cung (Driver).

> Khai niém hé diéu hanh: La mot hé thdng phan mém diéu
hanh moi Hoat dong cco ban cuda may tinh va céac thiét bi ngoai
vi. N6 la nén tang cho cac Ung dung va chuong trinh chay trén
nd. Cac chirc nang co ban cua HPH:

v’ Piéu khién viéc Hoat ddng clia may tinh va cac thiét bj ngoai vi.

v TG chlrc cap phat va thu hoi viing nha.

v Diéu khién viéc thuc thi chuong trinh.

v Quan ly viéc truy xudat théng tin.

» Mot s6 HPH théng dung:



s MS DOS: Hé diéu hanh don nhiém, lam viéc véi giao dién
dong Iénh.
2 Cac phién ban cua hé diéu hanh Windows:
"  Windows 3.x, Windows 95, Windows 98, Windows Me.
"  Windows 2000 Pro, Windows XP, Windows Vista.

" Windows NT, Windows 2000 Server, Windows 2003
Server: danh riéng cho may chu - hé diéu hanh mang.

2 Ngoai ra con c6 cac hé diéu hanh: Linux, Unix, OS/2




/

d Phan mém Ung dung: La cac chuong trin duqc't'hié't ke
nham phuc vu nhu cau st dung cla con ngudi dé co6 thé hoan
thanh mot hay nhiéu céng viéc nao do.



trinh phan mém, va chuong trinh nay duoc thiét ké
dé cé thé tu minh lam nhing viéc ma nguoi viét ra
n6 da dinh trudc. Bac diém dac trung cla Virus la
kha nang tu nhan ban.

4 Virus c6 khd nang pha hdng phan mém, xéa sach di{r
liéu, &n cap mat khau...




4 I ’

d Cai phan mém diét Virus BKAV, D32, Norton Anti
Virus, Symatec.
d  Quét Virus trudce khi str dung cac dia mém, USB.

d  Sao luu dir liéu thudng xuyén.



IModule 20

SU DUNG HE BIEU HANH
WINDOWS




1/ GIOI THIEU HE PIEU HANH WINDOWS: Hé diéu
hanh Windows la hé diéu hanh duoc hang Microsoft
phat trién theo y tudng giao ti€p nguoi-may qua cac
clra sO chra bi€u tuong nén ngudi dung cé thé de
dang thao tac bang ban phim hay chudt may tinh.

» Windows la mot hé diéu hanh da nhiém, tlc la trong
cuing mot thdi di€m ngudi dung cé thé ma duoc
nhiéu chuong trinh cung mot ldc tuy theo bo nhé cla
may minh dang sU dung.

» HDBH Windows duiing cac clra s6 dé giao tiép véi
nguoi su dung.

> Culra sO dau tién la man hinh nén Desktop. Cac clra
sO ti€p theo sé nam trén man hinh Desktop.



Thanh tiéu dé (Title Bar) chita
biéu tuong, tiéu dé ctra s, nut
thu nho, phong to, tat ctra so.

Thanh thuc don Iénh (Menu bar)
chtra cac 1énh dé thao tac.

Thanh cong cu (Tool bar): chtra
cac ntt Iénh gitip nguoi st dung
thao tac nhanh v@i ing dung.

Thanh dia chi (Address bar): hién
thi duong dan cua thu muc.

Thanh trang thai (Status bar): hién
thi thong tin ho tro nguoi su d

File Edit PWiew Favorites | Tools  Help J H
& Back - = - | @Se Map Metwark Drive. ., % »

Disconnect Mebwork Drive., ..
Synchronize. ..

Tools bar

Enables wou to change settings.,




tinh déu luu trr trong cac
thiét bi luu tr{r ngoai.

» CUa s0 My Computer
qudn Iy tat cé cac thiét b
luu tr&r ngoai: dia mém,
dia cung, dia CD, DVD,
USB ...

> Tat ca dir ||éu cua may

=10] =]
Fawvaorites  Tools  Help

| #=Back - = - | ‘Qhsearch [ Folders *
| Address I@I [y Computer "’I ﬂf'J"}G':'

File Edit Wiew

314 Floppy
(A

8 = =

Compack Disc  Removable
(F:) Disk (G0

DAaTa (D Music (E:)

iZantrol Panel

Free Space: 4,50 |E‘E‘1 My Compuker o




d Quy udc dat tén cac 6
dia:
> A, B: diamém
> C:, D:, .. phan viing 6 cung.
> Cac ky tu tiép theo cho 6

CD, USB,... tuy thudc vao
s luong dia gan vao may...

\ Qg Windows™ 4
N Service Pack 2 "_‘/



trdr nhu mot don vi luu trr dir liéu trén cac vat mang
thong tin (dTa ttr, bang ti, USB....), tly theo tung ki€u tép
ma ndi dung chlra dung trong do6 sé khac nhau.

» Tép tin c6 3 dac trung chinh la: Tén tép, kich thudc va
ngay thang cap nhat.

> Tén tép (Name) : GOm co6 2 phan la Tén tép va phan
ma& rong

v Tén tép: La mot chuoi cac ky tu, khong chira ky tu dac biét
nhu:* 2 \ / “ : <>.Véi hé diéu hanh MSDOS t6i da la 8 ky
tu va khong chlra khoang trong, véi hé diéu hanh Windows toi
da 1a 255 ky tu.



Phan mo rong: La cach viét tat cho kleu tep tin, tOi da la 3
ky tu, gilra ching khdng chira khoang trong va ky tu dac
biét. Phan nay thudng do hé théng tu quy dinh va dac trung
cho tung ki€u tép. Phan ma réng dé€ xac dinh tap tin dé
dugc tao ra tu Ung dung nao, hoac dugc Ung dung nao su
dung. Phan mé réng ngan cach vai tén tép bang mot dau
cham ().

MOt sO ki€u tap tin thong dung: .exe — tap tin tu thi hanh,

.doc —tap tin van ban Word Xt tap t|n van ban sao cap, .mp3

— tap tin Hj j ﬁ, ﬁ:r:.'

BAI TAP BAMNG LUCONG  CAMNH THIEM LAY MOI
ExCEL MHIEM

¥ @B "]

MHUMNG CHIELL  TAILIEU THOMNG BAC WAl BAMN
FHOMNG C0 EM




2 PE tao thuan loi cho quéa
trinh luu trir va truy xuat
dr lieu Windows cho
phép t6 chirc cac dir liéu
dugc luu dudi dang cay
thu muc. V&i moi 6 dia
la mo6t thu muc goc
trong do chra cac tap tin
hoac cac thu muc con.
Ban than trong moi thu
muc con co6 thé chlra
trong N6 cac tap tin va
cac thu muc con khac.

BN G:"BAI GIANG

J File Edit ‘“iew Fawvorites Tools  Help

J SiBack + = - | aﬁearch ||:E;F|:|I-:Ier5 *

| Address |1 G:\BAT GIANS ~| 6o
Fu:ull:lers = D D |
B3 Winz000 (C:) |
. -3 DATA(D:) ACCESS EXCEL
- [#-= Music (E:)
: @ Compact Disc (F:)
L——_IE Removable Disk (G D D
-] 470189, aspe_File _
. {:I £ Images Mang may kinh
EI E EAI GIAMNG |
] ACCESS
l 4] EXCEL D D
L Images Metwark THCE
----- I:| Mang may Lir
----- I:| Mekwork,
D THCE m
{:l WORD

WiORD CACH BAM T
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%

9 obiject(s) (Disk free : 3,06 MB

|@I My Compuker o
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Biéu tugng cla thu muc 1a mau vang.
Thu muc khéng c6 phan mé rong.
Céac 0 dia trong clra s6 My Computer la cac thu muc
goc quan ly cac thu muc va tap tin.

Thu muc con la thu muc nam trong thu muc khac.
Thu muc hién hanh la thu muc dang lam viéc.



> Shortcut Ia mot t

tin dac biét chi

chia dudng dén
moOt tap tin, hoac
mot thu' muc.

Shortcut dung dé
truy cap nhanh dén
mét tap tin, thu
muc.

Biéu tugng cUa |0i
tat luén cé hinh mdi
tén dac trung di

kem.
Ed

X Desktop

_ File Edit View Fawvorites

Tools  Help

| SBack + = - | @_SEarch |%Fnlder5 »

| Address I@ Deskkap

Falders x

nﬂ -
My Documents
EI %:_J. My Cormpuker
E I ﬁ 314 Floppy (A
l == Win2000 ()
(-3 DATA (D)

[+-{==) Music (E:}

I @ Compack Disc (F:)

EI =) Quang Thien (&)

: l +-] 470189, aspx_|
e A

l +-_] BAL GIANG

I 4.1 BAI TAP MO R

PG 70 BAT THIE HAR
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My Mekwork,

Places
Internet Acrobat
Explorer Reader 5.0
----- -] BAIKIEM TRA @
----- ] BALKIEM TRA 7
Mozilla Firefoux Yahoo! -
o JiC

Recycle Bin

11 object(s)

i



Space bar (dai nhat): tao 1 ky tu trong.
& (Back Space): x6a vé trudc 1 ky tu.
Delete: x6a vé sau 1 ky tu' (nam bén phai con tro).
Windows: m@& Start Menu.
Caps Look: bat/tat ché do go ch{r hoa.

Shift: g phim phu (ky tu trén dau) trén phim 2 chic
nang.
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! Nhan don: chon 1
doi tuong (nt bén
trai), thuc hién 1 1énh
trén menu.

I Nhan dip: mé mot
clra sO (n0t bén trai)

I Nhan phai: hién
menu ngl canh cua
cac doi tuong.

0 Bilan: cubn man
hinh lam viéc.




Pong ho cat: Pang ban thuc hién moét Iénh nao do.
Miii tén 2 chiéu (mau den): thay doi kich thudc.
Miii tén 4 chi@u (mau den): chon, di chuyén vij tri.

[% — ] " +



» Khoi dong: Nhan nat
Power (I&n nhat) trén thung

may.

> Tat may: Vao Start —
Shutdown (Turn Off). Chon
Shutdown (Turn Off) trong
h6p thoai.

@ What do wou want the computer to do?
Shut down j

Log aff Adminiskratar

Reskart
Skand by

K Zancel | Help

Turn off computer

Cancel



inh Xac vé tén

Cau 1: Phat bleu nao sau day khong ch
cac 0 dia trong My Computer.

a) DHia mém ludn co tén la A:

b) Bia CD ludn co tén la E:

c) Dfiaclng ludn bat dau tur C:

d) Tén B: Khong dung dé dat tén cho cac 6 cing, USB.

Cau 2: Tén tiéng Viét nao sau khong trung vdi tén tiéng
Anh dung chi cac thanh phan mot Window.

a) Title bar: thanh tiéu dé.

b) Tools bar: thanh thuc don 1énh.

c) Scroll bar: thanh cudn.

d) Status bar: thanh trang thai



chla d{r liéu cua may tinh.

a) Thu muc - folder.

b) O dia — drive

c) Tap tin —file.

d) BO vi xurly - CPU.

Céu 4: HDH Windows luu trr trén thiét bj nao trong cac
thiét bl sau?

a) RAM c) Bia mém

b) ROM d) Bia clng



Bai 2

THAO TAC V&I CUA sO




&)

Trén man hinh Dekstop: Nhan

dlp vao cac biéu tugng.

Trén Start Menu: Vao menu
Programs. Kich chu6t vao Ung
dung.

Cua s6 Run: Nhap tén cla Ung

dung can chay. Nhan OK. Vi du:

winword, Excel, notepad, calc,
mspaint.

Run 2| x|

Dpen:

Type the name of a program, Folder, document, or
Internet resource, and Windows will open it For wou,

mspaink b

GKQ I iZancel Browse, .. |

Microsaoft Excel "{

Microsoft FrontPage

Microsoft PowerPoink

- 4
E Microsoft Word
'1!
<2)

MaN

Citlook Express
Remote Assistance

Y windows Media Player
ﬂ Windows Messenger
@ Windows Movie Maker
@ Adobe Photoshop 7.0
E; Adobe ImageReady 7.0



?

» Kich chu0t vao tiéu dé clra so trén thanh tac vu
(Taskbar)
Iﬂﬁtart| ) LABAT GIANGIT., . || THDC m THCE | Y untiled - Paint |®wmdnws Media...l %9

» Dung t6 hop phim Alt + Tab.

ERE| L [CASAE

\untitled - Paint




> Nhan nat
> Hoac kich phai trén tiéu dé clra s6. Chon Minimize.
> Windows + D: thu nhd tat ca cac clra so.

X

(Mmlmlze) trén thanh tleu de cla cla so.

_ | | = Restore
File  Edit Wi e
4= Back - Size

Address IE._JI [y w:

[0 Maximize

= %

-----------------------

Close

Alt+F4



» Nhan nat Maximize trén t
» Kich chudt phai trén than
» Hoac kich dup chudt va t

nanh tiéu dé (Title bar).
N tiéu dé. Chon Maximize.
nanh tiéu dé.

= Restore
Mowe

Sze
= Mimimize
] Maximize

8 ¥ Close Alk+Fd

| 1@ untitled - Paint ”TB Windows Medi... & ﬂ@




Nhan t6 hop phim Alt + F4.
Kich phai trén tiéu dén cira s6. Chon Close.
Vao menu File — chon Close.



Nhan phlm FlO de kICh hoat thuc don Ienh cla Ung
dung bat ky.

Dung t6 hop phim Alt + Ky tu gach chan trén menu,
ndt nhan, ... dé thuc hién Iénh thay cho chuot.

Trén menu: dung ky tu gach chan dé thuc hién 1énh.



[ Nhap phai chudt trén thanh Taskbar va chon mot
trong cac ki€u sap xép: Sap so le, sap theo hang
hoac sap theo cOt.

Toolbars b

Cascade Windows
Tile Windows Horizontelly

Tile Windowss Yerticall h
Show the Desktop
Undo Minimize All

Task Manager

v Lock the Taskbar
Properties




Bai 3

LAM VIEC VOl MAN
HINH NEN DESKTOP




My Docurments

My Computer

-

My Mebwork
Places

Fecycle Bin

4

Internet
Explorer

A\

>

>
>

My Documents: Thu muc danh riéng cda nguoi
dung.

My Computers: Quan ly cac 0 dia.

My Networks Place: Truy cap tai nguyén trén
mang noi bo.

Recycle Bin: Thung rac

Internet Explorer: Truy cap Internet.

d  Thanh tac vu (Taskbar): quan ly cac cta so.

[ Start Menu: Ch(ra cac menu lién két dén cac
Ung dung, céac tién ich khac cua HbH...



Menu:

» Nhan phim Windows,
hoac kich chudt vao nut
Start dé€ kich hoat.

» Di chuyén chu0t (hoac
phim mi tén) d&€ chon.

> Kich chudt (hoac nhan
Enter) d€ thuc hién lénh.

zetDataback

[T MWNRUAR,
[T WinZip

£ Inkernmet Explorer
Microsoft Access
Microsoft Excel

Progrars

‘. Docurments

o oetkings
JJ Search
¥# Help and Support

=] Run...

Microsoft FronkPage
Microsoft PowerPoink
Microsoft \Waord

wY MsN

b L."'E.l Cutlook Express

. PRemote Assistance

'15- Windows Media Plaver f

S windows Movie Maker
[@ #dobe Phaotoshop 7.0

Windows XP Professional

LIDI Turn CFF Camputer, ..

__J Log OFF QUANG BAO. ..

E; #dobe ImageReady 7.0
[T Auko Fx Software

[T AukoFs

[T] DCE Tools

In’.f_' Start |_J I\BAL GIANG THCE

@ [7) FaceFilter Standard Edition

ﬂ Windows Messenger ays your digi
and Inkernet F

b . . .




d C|ICk pha| trén Taskbar Chon Propertles
d  Show small icon in Start Menu: hién thi cac biéu
tuong dang nhé nhat trén Start Menu.

el S

N

Sound Re

vwWiordpac

| 8 12:45PM h

|_ Suko hide
[T Show small icons in Skark menu <

v Shows clock:

[T Use Personalized Menus

Ik I Zancel Somlae




I ’ ,
#start| | 1iga GANGIT.| ] THoC | e | 1 untted-pant | ©) widows ed. | »%0 V9 o4 A

2 Taskbar dung dé quan ly cac clra s6 (Ung dung)
dang hoat d0ng trén may.

2 Taskbar cé thé nam G 4 bién clla man hinh Desktop.

2 Kjch thudc clia Taskbar co thé thay dbi bdi nguai st
dung.

tfjﬁtartl ) LABAT GIANGITHCE || THDLC THCEi | 'ij untitled - Paint | @ Windows Media Pl,.. | « I




Kich pha| trén Taskbar Chon Propertles
Auto Hide: Ché do tu dong an Taskbar khi lam viéc

vGi clra sO.
Always top: Luon hién thi Taskbar lén trén cung.

Taskbar and Start Menu Properkties 7] =]

zeneral | Advanced |

“wWordpac

|| 8 12:45 PM h

|- Auto hide _

[~ show small icons in Start rmenu

v Show clock

[T Use Personalized Menus

ok Cancel apmly




chh phal trén khay hé thong. Chon Propertles
Show Clock: hién thi dong ho

"Wordpart

| a8 12245 M h

|- Auko hide

[~ Show small icons in Skart menu

— IF Shot E|I:Itk

[ Use Personalized Menus

ik

iZancel apply




Kich phai tai khoang
trong trén Desktop. Chon
Properties.

Chon thé Background
(Desktop)

Chon 1 hinh trong danh
sach bén dudi.
Nhan nat Browse dé tim

chon hinh luu & noi
khac.

Backaground | Screen Saverl .-'-‘-.ppearanc:el Wb I Effectsl Settings I

Select a backaround picture or HTML document as Wallpaper:

_9 [Marne]
@' Paradise

B wallhilary?

whindaws 2000

[

Browsze.

Picture Dizplay:

Center -

i,

Pattern...

1].8

Canicel |

Apply




Kich phai tai khodng “*

trong Dekstop. Chon
Properties.

Chon thé Screen
Saver. Chon mot
ki€u trong danh sach

Thiét 1ap thoi gian dc
trong muc Wait
Settings: thay doi
theo y nguoi su
dung.

Preview: xem trudc.

Background Screen Saver |.-'-‘-.|:||:|earann::e| Wwieh I Effec:t&l Settings I

— Screen Saver

Settings. . | Prewiew |

Wait:l 153: minutes

A0 FlowserBox [OpeniGL)

[T Pazsword protected

— Energy zaving featurez af monitor

AN

To adjust the power zettings far your monitor,
chck Power.

Power. ..

ak. I Cancel Apply




Kich phai chudt tai
khodng trong trén
Desktop. Chon
Properties. Chon
thé Appearance.

Chon mét mau
trong Scheme.
Tra vé kiéu mac
dinh: Chon mau
Windows
Standard.

High Cantrazt \White [extra large)
WS High Contrast White [large]
] Lilac

Lilac [large)

ki aple

td arine [high color]

Plurn [high color)

Purmpkin [large)

Rairy Day

Red, \White, and Blue [V&EA)
Foze

Roze [large)

Slate

Spruce

Starm [WEA)

Teal WGEA)

Wheat

Windows Clazzic

Windows Clazzic [extra large)
Windows Clazzic [large
Windows Standard

Windowsz Standard [extra large

Windows Standard [Iarge]

Windows Standard

[tern:

Save bz |

Delete

Size:

Calor:

Deszktop

Famt:

= -

Calarn 2

|~

i

|~

Ok,

Cancel |




Properties. Chon thé
Settings.

Chon s6 lugng mau
trong muc Colors.
Mac dinh la High
color 24bit.

Chon do phan giai
trong muc Screen
Area. Chuan la 800 X
600.

Chon d6 phan giai I6n
thi ch{r hién thi sé nho
va nguaoc lai.

O

Samzung Senchazter BO0b on [ntellR] 32845G/GL/GE /PE GV Graphics

2 x]

izplaw:

Cantroller

Colors Screen area
High Calar 16 bi] R —IJ— | il
I | 1280 by 72 pisels
lrnuhleshnnt...l Advanced...
k. Cancel | Apply




1 Kich phai tai vi tri trong trén Desktop.
4 Chon Arrange Icons.

Auto Range: Sap xép tu dong.

By Name: Sap theo tén.

By Type: Theo kiéu tap tin, thu muc.

By Size: Theo dung lugng cla biéu tuong.
By Date: Sap theo ngay tao lap.

VVVYVYVY

Arrange Icons By 4 W|
Refresh Size

Paste T'-,rpg _
Paste Shortculk riazlies
Undo Copy Ctrl+7 Show in Groups
New , ¥ J"—"thtD Arran.ge

v Align to Grid
Properties

v Show Desktop Icons
Lock Web Items on Desktop
Run Desktop Cleanup Wizard






J Nhan dap vao biéu tugng My Computer trén man
hinh Desktop.

T My Computer - O] x|

File Edit 'u’iew Favorites Tools Help
||_-:} J} x ¥

Address I f My Computer r| & e

jﬁearch ll. Folders

34 Floppy  WINSP (C) MHAC (D) WINZDOZ(E:)  DATAIF:D DU LIEU (G:)

)
r” ree Space: 1,05 GE
~ ~ Tokal Size: 9,78 GB
EHPT4 (H:)  QUANG THIEMN Shared QUARNG BAO's

(1. Drocuments Diocurments

10 objects | | :i My Cornputer v




a Windows Explorer can 2 thanh cong cu:
» Standard Buttons: Ch(ra cac Iénh tU menu gilp thao tac
nhanh va@i tap tin va thu muc.
> Address bar: hién thj dudng dan cUa tap tin, thu muc.

J  Vao menu Views — Toolbars. Panh dau vao cac

thanh cona cu can hién thi.
_ioix

File Edit | view Favorites Tools Help

@Back - v Standard Burrcuns. I
address [ 1 1y — v Status Bar v Address Bar

E1u]
Explorer Bar » Links B
\% 3Fo Thumbnails v Lock the Toolbars
s Tiles Customize...
w NHAC( 1CONS \Z005 (E:)
List

Details

w DATA (| LIEU (!}

Arrange Icons by !

| (v) ket Choose Details... NG THIEM (1:)

Go To » |
' Refresh
r Shared [ g i e T Ol BF'-OIS Dacurments

(Kl

Displays the Standard Buttans kaolbar.




1/ Tao ma&i tap tin (NEW):
J  Muc dich: Cha ndi dung van ban, hinh hoa, video...
J  Thuc hién:

» Chon nai luu tap

Arrange Icons By

tin (dTa., '[hU' mUC) Refresh
> Kich phai chudt - [l S
tai vi tri tréng. N Undlo Copy
i | ) Folder
» Chon New — Kich  [z_shorteut Propertics

chon 1 ki€u tép tin £l Briefcase

) 4 Bitmap Image
trong dan h SaCh . 3§ Microsoft Word Document
[#] Microsoft Access Application

> - a A I Microsoft PowerPoint Presentation
Dat ten Cho ta p tl n E Adobe Photoshop Image

(khﬁng dUOC trl\Jng B WIinRAR archive
=] Text Document

tén vOi tap tin da c0). | . wave sound
] Microsoft Excel Worksheet
“1l WinZip File




Jd Nhan dup vao tén tap tin.

4 Nhap ndi dung bat ky.

d Pdéng clra s6 cla tap tin lai.

J Chon Yes dé luu noi dung tap tin lai.

x

& The kext in the C\Documents and SettingstAdministr akori Deskkop) GIAY MO Ext file has
changed,

Do wou wank ko save the changes?

Yes Mo iZancel




Chon New — Folder.

J

d  Kich phai chudt tai vi tri trong.
J

- Nhap tén cho thu muc vura tao.

s Shortcut %

3 Briefcase Active Desktop 2
! Bitmap Image

Microsoft Word Document Arrange Icons 4
! Microsoft Office Binder Line Up Icons

Microsoft PowerPoint Presentation Refresh

= WInRAR archive

Text Document

4] Wave Sound

# Microsoft Excel Worksheet

Properties

Paste
Paste Shortcut
Undo Rename  Ctrl+2




J Cach 1:

» Truy cap vao noi chlra Ung dung.

> Kich phai chudt trén doi tugng can tao 10i tat.
Chon Send to — Desktop (Create Shortcut)

J Cach 2:

» Kich phai tai vi tri tréng trén Desktop. Chon New -
Shortcut. Nhan nit Browse chon dudng dan clia
tap tin, thu muc can tao I16i tat. Nhan OK. Nhan
Next.

» Nhap tén cho shortcut. Nhan Finish.



chuot trén doi tuong
can daoi tén. Chon
Rename.Nhap tén mdi.
Cach 2: Kich chon doi
tuong. Nhan phim F2.
Nhap tén mai.

GLAY

Open
Print

Scan for Yiruses...
Open With...
2 Add to archive...
B Add to "GIAY_MOLrar"
2 Compress and email...
2 Compress to "GIAY_MOLrar" and email

Send To »

Cut
Copy

Create Shortcut
Delete

Fename
2

]

Properties




chudt trén doi tuong
can x6a. Chon Delete.
Nhan Yes.

Cach 2: Kich chuot
chon doi tugng can
x6a. Nhan phim
Delete. Nhan Yes.

Luu y: D& xbéa han doi

tuong khoi ma khong
cho vao trong thung
rac thi nhan gilt phim
Shift khi xoa

Open
Print

Scan for Yiruses...
Open With...
£ Add to archive...
B Add to "GIAY_MOLrar"
£ Compress and email...
8 Compress to "GIAY_MOLrar" and email

Send To

Cut
Copy

Create Shortcut
Delete

Rename "\

Properties




d Sao chép (Copy):
» Kich phai chu0t trén doi tugng can sao chép.
Chon Copy — tUc sao chép. (hoac nhan Ctrl + C).
» Truy cap vao thu muc - noi can copy dén. Kich
phai chon Paste — tUc dan. (hodac nhan Ctrl + V)

d Di chuyén (Move):
> Kich phai chubt trén doi tuogng can di chuyén.
Chon Cut — tlc cat (hoac Ctrl + X).
» Truy cap vao thu muc - noi can copy dén. Kich
phai chon Paste — tUc dan. (Hoac Ctrl + V)



J
J
J
J
J
J
J

tp_DaNang

Trong thu muc tx_QuangNgai tao 2 thu muc con la
DaiViet va Daotao.

Trong thu muc DaiViet tao 2 tép tin vanban.txt va té€p
glaymol.txt

Poi tén thu muc tx_QuangNgai thanh thu muc
tp__QuangNgal

Sao chép tat ca cac thu muc trong thu muc

tp _QuangNgai vao trong thu muc tp_DaNang

Poi tén thu muc tp_DaNang thanh VietNam

XoOa thu muc VietNam



d Chon nhleu dOI
tuong gan nhau:
Nhan gilt Shift + phim
mi tén (Hoac Kich
gitr chuodt va vay

ving hi€n thi cac doi

tuong can chon).

d  Chon nhiéu doi
tuong roi rac: Gilr
Ctrl + kich chu6t chon
tung doi tuong can
chon.

d  Ctrl + A: Chon tat cd
cac doi tugng.

DE THI

DE THI LAN 2 DE THI LOP paDE THI MaNG @DE THI THCE FOMNTABC
LOP OSKTOZ | e May TINH

el 741 LIEU THCE

Yo

29-10-2006 g ursarsP P..,
BAI TAP BAl THI Bal THI LAI baigiangsgl B

ol FOF
L B 8 L
ACCESS ACEESS NG... ACCESS

BAI THI BAI THI LAIL
ACEESS MG, ., ACCESS




Kich phai chudt tai vi tri

trong bat ky trong thu muc
can doi kiéu hién thi. Arrange Icons
Ch(_)n View: Line Up Icons
> Large Icons: Biéu METERL
tuong phong to. Customize This Folder-...
> Small Icons: Bi€u tuon ...
thu nho. Paste Shortcut
» List: Dang danh sach ..
liét ke, ,
> Details: Chi tiét (Tén, —troPerties
Ngay gio, dung lugng...)
»  Thumbnails: Thu nho

® | arge Icons
Small Icons '\
List
Details
Thumbnails

ndi dung bén trong —
danh dé xem trudc hinh
anh.




G
d Back: quay vé clra so trudc do.

d  Forward: tién t6i trang trude khi quay veé.
d Up: Lén thu muc cha.

J Searchs: An/hlen cUra sO tim kiém.

Q Folders: An/hién cay thu muc.



= Vao menu Vlews — Status Bar dé hién thj thanh
trang thai.
2 Thanh trang thai cho biét:
v' Téng sb tap tin & thu muc cé trong thu muc hién tai
(Object).
v" Téng dung lugng.

& abject(s) (plus 1 hidden) 4,72 MB A= My Computer 4




x  Kich phai trén dia chon
Properties. Chon thé

General.

v Used space: dung lugng
dia dung.

v Free space: dung luong
con trong

v Capacity: TOng dung
luong dia.

v Label: Nhan dia

Label: Im

Type: Local Dizk
File spstem:; MTFS
. Ilzed space: 1.483.591 630 bytes 1,38 GE
. Free space: 4.808.712.19 bytes 4,47 GB
Capacity: B.292 303872 bytes 5,85 GB

Diive C Diigk, Cleanup...

[T Compress diive to save disk space

v allow Indexing S ervice ta index this dizk for fast file searching

k. Cancel iy




J  Windows Explorer la m6t chuong trinh Ung dung
dugc tich hop san trén moi trudng Windows — cho
phép nguoi st dung thao tac dén cac tai nguyén
trong hé théng may tinh dudi dang cau tric cay (cau
tric thua ké).

J  Khdi dbng Windows Explorer:

2  C4ch 1: Nhay chudt phai Ién biéu tuong My Computer,
chon Explore
= Cach 2: Vao My Computer, sau do kich Ién nut Folders

trén thanh cong cu
2 C4ch 3: Nhan t6 hop phim Windows+E



EI Su dung keo & tha (Drag & Drop)

>

>
>

Dung chudt kéo 1 thu muc, tap tin vao thu muc khac dé

thuc hién Iénh di chuyén.

Két hop phim Ctrl + Kéo tha dé thuc hién |énh sao chép.
Kéo 1 doi tuong qua 6 dia khac tén la thuc hién Iénh sao
chep.

EX G:'BAI GIANG

Help

.D.u:lu:lress |[:| G BAT GIANG I ﬁ*’ (a0

3 (3

J File Edit View Favorites Tools
J FBack v = v [1] | ‘Ehsearch |%Fnlder5 ¢ #Histary | FrELr 4
Folders D
- A ;I
E‘E BAI GIANG ACCESS ERCEL Irmages
-] ACCESS
-] EXCEL
ane WM (3 (3 (3
% Mpg iy tinh Mang may kinh Netwark THCE
0 THEE g X .
om0
] BAI KIEM TRA
-] BAI KIEM TRA LOP 05K - WORD CACH BAM THDC
llf“ﬁ n-w-n--nlm-m-_;]—l CAP MANG

|T':.f|:ue: Microsoft PowerPaoint Presentation Aokl |236 kB

|@ My Computer




. F

SU DUNG THUNG RAC -
RECYCLE BIN




1/ Khai niém: Recycle

Bin (thiing tai ché)
dung dé chua cac
tap tin thu muc bi
xoa.

2/ Khoi phuc cac tap
tin, thu muc bi
xoa:

> Nhan dap vao biéu tuong
Recycle Bin trén man hinh
nén Desktop.

»  Kich phai chudt trén doi
tuong can khoi phuc.

> Chon Restore.

J Address [”3 Recycle Bin

Recycle Bin

GIAY_ MOI
Text Document

Original Location:
C:" Documents and
Settings*, Administrator'.Desk

Date Deleted:
01/03/2007 5:47 PM

To move this item back to
its original location, click:

Resktore |

(GLA L LAOL

Cut

Delete

Properties




U muc

phai chudt chon Delete. Nhan Yes.
> PE x0a tat ca trong thuing rac. Vao File, chon Empty

Recycle Bin.

Recycle Bin

GIAY _MOI
Text Document

Original Location:
C:" Documents and
Settings'. Administrator', Desk

Date Deleted:
01/03/2007 5:47 PM

To move this item back to
its original location, click:

Restore |

=
GLAY

Restore

Cut

Delete

Properties

khai thung rac. Kich

ﬂ Recycle Bin

File Edit View Favorites

Empty Recycle Bin

Create Shortint
Delete

Rename
Properties

Close

arch




> Kich phai chudt trén 1

Global |'-.-'-.-'in2EIEIEI (iC:) | DATA (D) | Music (E:) |

Recyle Bin.

™ Configure drives independently

—{% Use one setting for all drives

»Chon Properties.

[ Do not move files to the Recycle Bin.
Remove files immediately when deleted

»B06 chon muc: Display
delete confirmation ————
dialog. 10%

Maxirmum size of Recycle Bin (percent of each drive)

I, Display delete canfirmation dialog

A

QI I Cancel Apply




thung rac.
» Chon Properties.

» Panh dau muc: Do
not move files to the
Recycle Bin.

Recycle Bin Properties

alobal |'-.-'-.-'in2I:II:II:I (Y | DATA (D) | [Music (E:) |

™ Configure drives independeantly

2 xl

% se one setting For all drives

v Do naot move files ko the Recyele Bin,

Remove files immediakely when deleted

i, T——

L0

Macimum size af Recwycle Bin (percent af each drive)

v Display delete confirmation dialog

Ik I iZancel Apply




CONTROL PANEL-

BANG DIEU KHIEN MAY




J Control Panel chlra cac cong cu gilip ngudi st dung
thi€t Iap- c& nhan héa PC theo y minh.

d MOi thanh phan goi la Applet



S-0C)

» Nhap Control vao ctra s6 Run (Windows + R). Nhan Enter.

» My Computer. Nhan dup Control Panel.

| Programs 4

Documents 4

Settings El Control D_anEI

" Networ)Customizes the appearance of vour des
Printerdy 0t computer

Help i Taskbar % Start Menu...

Search

Run...

Shut Down...

| HES@® T @ || Qe | @ | @ | .| @n.. | @F




» Nhay dup Vao bleu tuong
System trong clra so
Control Panel (Hoac ¢6
thé nhay phai chudt vao
My Computer, chon
Properties)

» Chon thé General:

v’ System: Hé diéu hanh
dang st dung

v Computer: CPU loai g,
dung luong RAM




> C6 thé kich phai
chuot trén
Desktop, chon
Properties

Display Properties |

Backaround | Screen Saverl .-“-'-.ppearan::el "Web I Effectsl Settings I

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

Wwindows 2000 %

ﬂ Pattern. ..

ﬁ Snow Trees :I Browsze. .. |
ﬁ Soap Bubbles

ﬁ Solar Eclipze Ficture Dizplay:
Al water Calar I Certer j

ok |

Carcel | Apply




> Chay DateITime Date/Time Properties 2] x|

Dake 2 Time | Time Fane |

(Hodc c6 thé nhay . ine
dL,Jp ChUé\)t vao march  v] [z007 =

dong ho dudi :
khay hé th6ng) 4 5 & 7 E%ﬁ 130 . # -

g:gj 18 19 20 21 22 23 24
2o 26 27 28 29 30 31

L

Daakteline
Current ktime zone: Pacific standard Time

2K, I Cancel apply

r e T
[6:a4:i42Pm =

> C6 thé thay doi
ngay, gio, mui gio
phu hop vdi hién
tal.



J Chay Mouse

» Thé Buttons: Thiét lap
cac nat nhan

» Theé Pointer: Thiét lap
cac kiéu con tré chubt

» Thé Motion: Thiét lap
t6c do, hinh dang di
chuyén cua chudt.

Mo

Mouse Properties

21
Special effects I Sound I Trail I
Buttons | Pairiters I b cticn | Hardware I Curzor<P

— Button configuration

¥ Right-handed " Left-handed

Left Button: Right B uttar:
- Mormal Select - Context Menu
- Marmal Drag - Special Drag

— Files and Faolders

" Single-click to open an item [point to select)
k * Double-click to open an itemn [single-click to select)

— Double-click zpeed

Test area:

Sl Fast

k. Cancel | Spply




L€

L€

Button Configuration:
Thay do6i tay st dung chuot.
File or Folders: Thay doi
cach ma tép tin, thu muc
bang chuot.

Double click Speed: Thay
dbi toc d6 nhay dap chubt.

L
Mouse Properties

Special effects I Sound I Traill
Buttons | Puairikers I tl cbiciey I Hardware I CurzorP

2=

— Button configuration

f* Righthanded " Left-handed

Left Button; Hight Buttor:
- Mormal Select - Contest Menu
- Mormal Drag - Special Drag

— Filez and Folders

" Single-click to open an item [point to select]
k * Double-click to open an item [zingle-click to zelect]

— Double-click speed
Test area;

Slana Fast

S

k. Cancel | Spply




J

trong muc Scheme.
Kich chon tung ki€u
con trd. Nhan nut
Browse dé tim nhiing
hinh dang con tro khac
Dung nut Use Default
dé trd vé con trd mac
dinh.

Special effectsz I Sound I Trail
Buttons Faointers | b otion I Hardware I Curzars=P

Save Az [elete

Custamize:

MHormal Select

Help Select

YWiorking In Background

&
o5
_|_

Precizion Select

i

[ Enable pointer shadow lze Default Browse. .

ak. Cancel | Apply




J  Nén dung ki€u mac
dinh:

Mouse Properties

2lx
Special effects | Sound | Trail
Buttons | Painters Motion | Hardware | CursoiF
> Speed: Kéo vé vi o=
tI’I, Chllnh gl Cra. %—__ Adjust how Fast pour pnlnterimwes
» Acceleration: o My oo P
ChOn L ow ~ Acceleration
> Snap tO Defaul t %ﬁf ﬁiﬁ;ﬁﬁaﬁ;yw pointer accelerates as
Bé chon " Mane & Low ¢ Medum " High
. -~ Snap to default
@ [ Move pairter to the default button in dislag boxes

ok |

Cancel

Ay




J  Chay Fonts
d  Culra s6 Font quan ly tat ca cac font dang c6 trong may.
J  Cai thém Font mai:

> File-Install New Font.

> Chon 0 dia va thu muc c6 chira font nguon.

» Chon font can cai trong danh séach.
4

List af fonts: 0k
THI -Ong Do [TrueType)

WnaDH Mormal [TrueT ype) Cloze
‘ndrabiaH [TrueT vpe|

Mrdinial [TrueType)
"--"" Bold |TrIJ|-'TII|:||-| Select Al
r|.--r|:|IE ld Italic [TrueT vpe) i

Mndrial [kalic [TrueT vpe]

Folders:

qJ: “fontabc Drrives:
= o =] [=2g0UsNGTHEEN | Metwork.. |
= fontabc

ll v Copy fonts to Fontz folder




Options.

d Hoac menu
Tools — Folders
Options.

2]

Folder Cpkions

Folder Options

General |view | File Types | Offline Files |

Active Deskiop

Dl i Enable Web content on my desktop

" Usze windows classic desktop

—wieh Wiew
% {* EnableWeb content in falders
i Use ‘Windows clazsic folders %

— Browsze Folders

r % Dpen each folder in the zame window

" Dpen each folder in its own window

— Click itemsz as follows

S ™ Single-click to open an item [point to zelect]

% nderline izon titles consistent with my browser
£ Underline izom ttles anly when | paint at them
* Double-click to open an item [zingle-click ta select]

Restare Defaults

Q. I Caticel Ay




> Active Desktop: Ki€u hién thi cla Desktop. Chon
Use Windows classic Desktop.

> Web view: Quy cach hién thi clra s6 thu muc. Chon
Enable Web conntent in folders.

> Browse Folders: Cach hién thj clra s6 khi truy cap
thu muc. Chon Open each folder in the same
window.

» Click items and follows: Cach md tap tin va thu
muc. Chon Double - click



6.2/ Cach hien thi ts tap tin & thu muc (the

Folder Options

General Wigw | File T_l,lpesl Offlime Filesl

2l x|

>  Display full path in the

address bar: hién thj day du

dudng dan trén thanh dia chi.

Do not show hidden files
and folders: Khong hién thi
cac tap tin va thu muc bi an.
Show all hidden files and
folders: Hién thi tat ca céac
tap tin va thu muc bij an.
Hide file extensions for
known file types: An phén
ma rong cua cac ki€u tap tin
da dugc nhan dang.

Hide protected operating
system files: An nhing tap
tin hé théng clia HPH.

— Folder wiews

r— 'ou can set all of your folders o the zame view.

Il
(AL
Il

Like Current Falder | Reset &l Folders

Advanced zettings:

_I:l Files and Folders
[ Dizplay comprezzed files and folders with alternate color
Dizplay the full path in the address bar
Dizplay the full path in title bar
(] Hidden files and folders %
O Do nat show hidden files and folders
&) Show hidden files and falders
Hide file extenzions for known file wpes
Hide protected operating system files [Fecommended)
[ Launch folder windows in a separate process
Remember each folder's view settings
Shaw My Documentz on the Desktop

Restare Defaults |

F

=

Q. Cancel | Apply




J Bao gom cac thiét Iap vé ngobn ngl st dung,
hé sO, hé tién té, hé ngay thang, hé thoi gian.

¥

Reqgional

ﬂpt$



4 Muc dich: Thay d6i tur h
sO cla USA thanh hé s6

cua VN.
4 Thuc hién:

» Chon thé Numbers.

» Decimal sysmbol -
Dau phan cach phan
nguyén va phan thap
phan: Nhap dau phay
(»)-

» Digit grouping
symbol - Dau nhém
sO: Nhap dau cham (.)

General Mumbers |Eurrenn:_l,l| Time I Drate | [FipLt Lu:u:alesl

|

Appearance zamples

Pogitive: |123.455_?aa,nn

Megative: |-1 23.456.729.00

Drecimal symbal: . j
Mo, of digits after decimal: 2 j
Crigit grouping symbal; k j
Chigit grouping: 123.45E.789 j
Megative sign symbal: j
Meqgative number format: 1.1 j
Dizplay leading zeros: 0.7 j
Lizt separatar: j
Meazurement spsten: I1.5. j
k. Cancel Apply




. :
>  Currency symbol: Recen L1x

Nhap ky tu dai dién

Generall Mumbers  Currency | Timne I Drate I [ FipLat Lu:u:alesl

tlé\n té VII d u VN'D Appearance samples

‘.- Positive: |¥NE'123.456.789.00
» Positive currency

Megative: |[1 23,456,789.00 VND)

format: Chon ki€u hién
thi cla ky tu tién té
trong mot gia tri ki€u
tién té.

Currency symbal;
Fozitive currency format:

Megative currency format:

Drecimal spmboal:

Mo, of digitz after decimal:

Crigit grouping symbol:

Crigit grouping:

[ ]
YN 1 % =|
(1.1 WHE) =|

Led Lo

| 4

123,456,789

| 4

Ok

Cancel Apply




s A . Regional Options : —m
> Chon mot dinh dang TR

Generall Huml:uersl Currency  Time |Date I [ FipLat Lu:u:alesl

thoi gian trong Time

Format.
> Xem két qua & muc
Time Sample.

Appearance zample

|7 Time sample: IE:DF":EE A
Tirne format: }'l:rnrn::s::s: tt j
Tirne separator; |: I j
Ak zpmbal; Ak j
PM spmbol [PM |

Time farmat natation
h=hour m=mnute £=second

h =12 hour
H = 24 hour

bih. mm, 2z = leading zero
b, m. & = no leading zeno

b = am or pm

Ok,

Cancel

Apply




Regional Options

Generall Numhersl Eurrenc:_l,ll Time  Date Ilnput Lu:u:alesl

bi€u thi cho ki€u .

ngéy VN Vé_o 6 Shor't “When a bwo-digit vear iz entered, interpret az a year between:
I'IEIEEI and el -

Date Format. =

— Shart date

Shart date zample:;  |02/03/2007

Short date format; I-:I-:I.-’MM;’}I_I,I_I,I_I,I -

Drate zeparator: A - h

— Long date
Long date zample: IFri-:Ia_l,I, tarch 02, 2007

Long date format; I-:I-:II:II:I, bARARAR dd, j

Ok I Cancel | Apply




BAl 7

sU DUNG CAC TIEN
[CH cUA WINDOWS




> Muc dich: D€ tim mot tap tin, thu muc c6 ton tai hay
khong trong may.
» Thuc hién:
v' Start — Search — For Files or Folders. (hoac phim
Windows + F).
v Nhan F3 dé tim trong thu muc hién tai.



or folders named.
Chon nai tim trong muc Look in (nén chon My Computer)
Kich chubt vao nut Search Now hoac nhan Enter.

ﬁ Search Results

J File Edit View Favorites Tools Help

=10l ]

J 4=Fack ~ = - ||@Searn:h [ Folders £ #History |E L X @ | e g

| Address I@ Search Results ""l o

Search *

{}iwew |@

B Search for Filez and Folde ™

Search faor files or folders named:
|thn::|:|

Containing best:

Lok in:

4

|= Quang Thien (6:) :%5
| Search Mow I Stoo SearTh_ILI
3

= v p—
'—@ L Select an
- item to
view its
Search Results description.
Mame | In Folder
(1 DE THI THCE G
CTAI LIEU THCE @
B & Trinh_THIE G:\TAL LIEU THCE
1 THCE G:\BAL GLANG
Bl THCE G:\BAL GLANG| THCE

1 |

|5 objeckls)

a2




Dung dau ? dé€ dai dién cho 1 ky tu kh

Dung dau * dé€ dai dién cho 1 hodc nhiéu ky tu.

Vi du: Nhap *.doc d€ tim tat ca cac tap tin van ban word.

File Edit

View Favorites

Tools Help

=101 x|

|
|

Address I@ Search Resulks ]

Search

=

QNEW | @

Search for filez or folders named:

@ Search for Files and Folde 2

* doc

Containing text:

-} .
oTeeee )

hd fv’GD
::'i ﬂ

L@ L Select an
K item to

Search Results

view its

Zach bam cable
De tin trac nghie. ..
dk

description.

@Win 2000 adwvan. .. @F{Duter Zoar

[ B Design_ven

@De kin trac nghie. .. @Cnpy of DE

Lok i GIAY DE XUAT M... B De tin trac nghie... B DE CHINH T
' NEAN HANG Ca... B De tin trac nghie... ®] Capy of DE
| =2 Quang Thien (G} THANH ToaN  BE]TH A P ® e 1
| | TOMG QUAN NG... B THUC HaNH kTy_E B 0E 2
Search Mow Ston Seargh | =
* i - o
72 object(s) A




G6 mspaint vao clra sO RUN.
Vao File — Save. Chon noi luu hinh va dat tén cho hinh.

Nhan Save.

Save i

&I

My Recent
Documents

[@.

Desklap

4

by Documentz

=

My Cormputer

"
by ”n-'t'. .Iurl
Plac

@ by Pictures

~

EH O @2

2

by Recent Documents
Deszktop

() My Documents

My Pictures
My Computer
‘ﬂ, 3% Floppy [&:]
e WIMHP ()
e MNHAC (D]

S WINEEIEIE [E ]

S DLl L|EL| [E ] %
4 CD Drive [H:)
‘*vq-l' QUANG THIEM [1:]
|1 Shared Docurments
1) My Documents
\ﬂ by Metwaork, Places

=

Chon vi tri luu

File name:

Save as type:

HINH_ANH

- Save

24-bit Bitmap [*.brop;”. dib)

- Cancel

- P




IModule 3l

CONG NGHE INTERNET




J Mang may tlnh Ia mot tap hdp Cac may tlnh duoc noi
véi nhau béi moi trudng truyén (dudng truyén) theo
mOt cau triic nao doé va thdng qua dé cac may tinh
trao do6i thong tin qua lai cho nhau.

> M0i truong truyén la hé thong cac thiét bi truyén dan co
day hay khong day dung dé chuyén céac tin hiéu dién ti tur
may tinh nay dén may tinh khac.



noi cac may tinh clla mot co quan, to chirc trong
pham vi nho, ban kinh vai tram mét.




J Mang WAN (Wide Area Network) la mang dién réng,
két ndi cAc mang LAN & xa nhau dé€ c6 mot mang
duy nhat. Thong thudng két ndi nay dugc thuc hién
thdng qua mang vién thong hay vé tinh.




d Internet la lién mang may tinh toan cau. La su két
hop cac mang LAN, WAN trén toan thé gidi.
d Thang 12/1997, Viét Nam két ndi Internet.

4/

UNIVERSITY

000000000000000
00000 papy DOOOC
00000 0O000




1/ Tin tuc:

¢ CoOng Internet VN: home.vnn.vn

¢ BA&o tudi tré: www.tuoitre.com.vn
¢ Bao TN: www.thanhnien.com.vn
¢ Bao CAND: www.cand.com.vn

¢ Bao CA TPHCM:
www.baocongantphcm.com.vn

¢ Bao Lao dbng: www.laodong.com.vn
¢ Bao Nhan dan: www.nhandan.com.vn
¢ Tin nhanh: www.vnexpress.net


http://home.vnn.vn/
http://www.tuoitre.com.vn/
http://www.thanhnien.com.vn/
http://www.cand.com.vn/
http://www.baocongantphcm.com.vn/
http://www.laodong.com.vn/
http://www.nhandan.com.vn/
http://www.vnexpress.net/

¢

4

4

¢

4

Nhac viét: nhacviet.viethamnet.vn

VN Thu quén: vnthuquan.net
Nhac so: www.nhacso.net
Nhac QN: www.thienan.org

Nguoi mau: www.mm52.com,
www.24h.com.vn, www.ngoisao.net


http://nhacviet.vietnamnet.vn/
http://vnthuquan.net/
http://www.nhacso.net/
http://www.thienan.org/
http://www.mm52.com/
http://www.24h.com.vn/
http://www.ngoisao.net/

3/ Tim kiém:
¢ Google: www.google.com.vn

¢ Vinaseek: www.vinaseek.com

¢ Panvietnam: www.panvn.com


http://www.google.com.vn/
http://www.vinaseek.com/
http://www.panvietnam.com/

4/ Tin hoc:
¢ Tuan bao Echip: www.echip.com.vn

¢ Bao PC World: www.pcworld.com.vn
¢ Dién dan M& nguon: www.manguon.com
¢ Bao Tin hoc & Nha truong: www.thnt.com.vn

¢ Quan tri mang: www.quantrimang.com


http://www.echip.com.vn/
http://www.pcworld.com.vn/
http://www.manguon.com/
http://www.thnt.com.vn/
http://www.quantrimang.com/

d M6 hinh khach hang/inguoi phuc vu: Hé
thong Web duoc xay dung theo mo hinh
khach hang/nguoi phuc vu (ti€éng Anh goi la

Client/Server)

CLIENT (Khach| i SERVER
hang) (Nguoi phuc
vu)

 Phai cé ton tai cac diém phuc vu Web, goi la
Web Server. Thi chiing ta m&i c6 dugc nhing
trang Web.



J Qui trinh két ndi Internet:
PC — MODEM - PHONE LINE - ISP - INTERNET
d Internet hoat dong theo m6 hinh Client/Server

(khach/phuc vu) va cung cap rat nhiéu dich
vu httu ich.

> www (World Wide Web): dich vu trang tin toan
cau.

» E-mail (Electronic Mail): dich vu thu dién tu.

» FTP (File Transfer Protocol): dich vu truyén dit liéu
trén Internet.



[ Mang LAN c6 trién khai cac dich vu giong
Internet nhu tu dién t, trang tin nGi b6 gidng
cac dich vu cua Internet ma khong co két noi
vOi bén ngoai goi la Intranet.

d Mang LAN co trién khai cac dich vu giong
Internet va két ndoi véi Internet goi la
Extranet.



J  Thanh cong cu (Standard Buttons): Cho phép thuc
hi€én nhanh céc I1énh thay vi phai thuc hién tu Menu.

' Thanh dia chi (Address Bar): Muon truy cap trang
Web nao thi g dia chi cua trang d6 vao thanh dia chi
va nhan Enter.




d MOt s6 chirc nang trén thanh cong cu:

> NatBack  <=Back »~ : Trd vé trang trudc trang

hién tai.

> NatForward = - :Tién tditrang trudc khi
quay Vve.
Nut Stop @ : Dung tai nOi dung trang hién tai.
Nt Refresh [¢] : Nat lam tuci n6i dung, tai lai ndi
dung trang web dang xem.

V VY

J Back + = ~ () ot | ‘Dsearch [ Favorites £ #History ||%7 = IR ENE




< Trinh duyét web (Browser):
> PE str dung dich vu www (trang tin toan cau) may ban
can co it nhat mot trinh duyét web nhu Internet Explorer
(IE), Mozilla Firefox, Netscape Navigator, Opera,...
» Trinh duyét web la mot chuong trinh tai cac trang tin
(web) vé may cla nguoi s& dung t may chu phuc vu
web.

Netscape

O

OPERA BROWSER




J Domain (Tén mién):

Tén mién 1 tén cla mdt may chl phuc vu web trén mang.
Tén mién do t6 chuic Internet qubc té quan ly.

Tén mién 13 tén duy | nhat trén the gidi.

CAu trdc tén mién gom: WWW.<TEN>.<MG RONG>

Vi du: www.tuoitre.com.vn

Mot tén mién c6 thé cé mot hodc nhiéu phan md rong Tén
phan mé rdng cho biét Iinh vuc hoat dong hodc quoc gia

noi nd dang Kky.

» Quoc gia: .vn cla VN, .uk cla Anh, .us clia My, .ca clia Canada.

» Linh vuc nhu: .net: lién mang, .com la thuong mai, .edu la giao duc,
.gov Ia chinh phd, .org la t6 chu’c

» Tén mién |a mét hinh thic thé hiéu ngan gon cua dia chi
IP giup ngu’dl su dung truy cap mot may chu phuc vu web
khong can nhd dia chi IP cua may do.

VV VVVY


http://www.tuoitre.com.vn/

- HTTP: Hyper Text Transfer Protocol — Phuong thic
truyén siéu van ban trén Internet cho phép truyén noi
dung nhirng trang tin toan cau (WWW) t& may phuc
vu web vé may ngudi st dung.

' Hyperlink-Siéu lién két, la mo6t tinh chat quan trong
cUa trang Web. Tai vi tri nao dé cua trang Web ma
con tré chuOt chuyén sang dang hinh ban tay trd ?‘,h‘l
& vi do c6 mot siéu lién két (Khi kich chuot sé lién két
(Mm&) dén mot trang web mai).



d ISP: Nha cung cap dich vu Internet (Internet Service
Providers): Noi ban dang ky dé gia nhap Internet va
st dung cac dich vu ma ISP cung cap nhu Web,
mail.

> MOt sO ISP & Viét Nam: Viettel, FPT, Saigonnet,
VDC,...



d Tim ki€ém qua céac trang Web ddng goi la may tim
ki€m (Search Engine). La mdt hé thong cho phép
tim ki€m cac thong tin trén Internet theo yéu cau cla
nguaoi s dung.

» Vidu nhu trang Web: www.google.com la mot
trang Web ho tro tim ki€m cuc manh, va duoc st
dung pho bién trén Internet hién nay.

Google

viet Nam




d  Web tinh c6 ndi dung dugc chuan bi san, khong thay
do6i theo nhu cau cla ngudi st dung. Vi du: nhiing
trang gidi thiéu, CSDL luat,...

d Web dong c6 nbi dung thay doi theo nhu cau nguoi
st dung. Vi du cac trang tin tlc, tim kiém, ban hang
trén mang,...



IModule 40

TRINH SOAN THAO VAN BAN
MICROSOFT WORD




BAI 1

TAO VA LUU TRU
MOT TAI LIEU MO




L& 1 trong 6 phan mém cua bo Microsoft Office clia

nang Microsoft (My) sang lap.

d  La phan mém chuyén dung x& ly van ban trong céng
tac van phong.

d  Tép tin thi hanh cla Word c6 tén: winword.exe

(Nam trong dudng dan: C:\Program Files\Microsoft
Office\Office\Winword. exe)

d  Tép tin ma Word sinh ra cé phan maé rong la: *.doc




L-_E. Documentl - Microsoft Word

File Edit VYiew Insert

DSEHSH SRV | RBC oo

Bfg|

1i— — -

F— — 'l'—

,ﬂ Marmal = Times Mew Roman

=10l %]

Type a question for help = X

1005 - cs
& | m 2)

>

L2

é B[E]= 4]

Page 1 Sec 1 1/1

REC TRE EXT OCVR  English {U.5




Khi khdi dong, MS-Word tu dong tao ra san mot tai
iéu trang vai tén la Document1.

Hodac nhan nut New Blank Document trén thanh
cOng Ccu.

Hodc nhan t6é hop phim Ctrl+N.

Hoac vao Menu File, chon New.

i I i

e AV i BRY | o-o- QHONEH QT 0 -,

New Blank Document |




Lookin:  |[5) DE THI MANG MAY TINH | &= - & ¥ O E - Tooks~

History WD thi Metwork, 1

4D thi Metwork 2

Type: Microsoft Word Docurment
Authar: HOCVIEM
Title: BAI HOC £ MANG
Dake Modified: 2/2/2007 2:58 PM
Size: 53.0 KB
Deskiop
‘ ~? 2
* | Chon Open de moO
Favarites
=
:I,.‘—} File name: Cpen TI
My Mebwiork
Places Files of Evpe: | All word Documents j Cancel L
)

Chu y: C6 thé chon nhiéu tap tin dé ma cling mot ldc.



J Vao Menu File, chon Save hoac Save As...

Savein! |5 BAIKIEM TRA LOP 0SKTQ3 - = & >

- Tools -

2]

(2 Deskkop

ﬁl ¢ My Computer
: 7) QUANG BAD's D
History I7) Shared D
4 3% Flop ChOn VI tri lUu
& e WINEF

e NHACZ (D
[My Documents e WINZ003 (E:) na())
a0 DATA (Fi)

~2 \
(O dia, thu muc Co thé tao ra thu
, muc mOi bang

. e \cach kich vao day/

o CD Drive (H:)
Deskkop “w QUANG THIEM (T:)
(S REAL KIEM TRA LOP 0SKTOH

\I;g My Mebwork Places
_* |

M':.-' Documents

tén cho tap

B Xac nhan 1

Save

Favarites '_"g FTP Locations Jtln
_ 8= add/Modify FTP Locs >
gé File name: DE 1~ -
Py Mekwork, e
Places Save as EYPel |wiord Docurment M

Cancel

by




d  Mac dinh khung nhin tai liéu dugc dat ti 1&é 100%.
Nguoi dung c6 thé tang hoac gidm ti 1é khung nhin
bang céng cu Zoom.

d  Thay do6i khung nhin khong lam thay d6i kich thudc ki
tu trén tai liéu khi in.

d Cach thuc hién:

» Céch 1: Kich chubt vao menu View, chon Zoom.
» Cach 2: Kich chubt vao hop Zoom trén thanh cong

Cu.
NEHOHSRY |+ 2R v o QEOEE & & 1 [

10%:

Page ‘Width
Texk Width

Whaole Page




BAIl 2

CAC THAO TAC SOAN THAO
VAN BAN




PE& g6 duagc tiéng Viét trong trinh soan thdo van ban
Word va cling nhu hau hét tat cd cac phan mém chay
trén moi truong Windows ta phai cai dat vao may tinh
moOt chuong trinh phan mém ho trg go ti€ng Viét.

C6 rat nhiéu phan mém ho trg go tiéng Viét khac
nhau. Thuong dung nhat la 2 phan mém: VietKey va
UniKey.

Trong tat ca cac bo go tiéng Viét thi bang ma va Font
chir déu phai phu hop véi nhau.

Vietk ey T I—l’l I!I IJ LnikeyNT

C——



u AN

Bang méa va font chir tiéng Vi

Bang ma Font
TCVNS3 (La bang mé tiéu| -Font ABC
chuan quoc gia) -Tén céac Font bat ddu bang dau

cham va 2 ch(t Vn
-vd: .Vntime, .VnArial,...

VNI (do Vietnam -Font VNI

International phat tri€n) | _Ten cac Font bit dau bang chit VNI.
-vd: VNI-Times)

Bang ma Unicode. Bay -Cac Font c6 san trong moi may tinh

la bang ma theo tiéu cai HBDH Windows

chuén quéc té va dugc -Vd: Times New Roman, Arial,

khuyen cao néndung | Tahoma, Verdana,...
trong moi phan mem.




> G0 tiéng viét theo ki€u Telex:

O bién la Telex va VNI.

> G0 ti€éng viét theo ki€u VNI:

= huyén
= sac
= hoi

= dau sac

= dau huyén

= dau hoi

= dau nga

= dau nang

= dau mii (4, &)
= dau rau (O,

u)
= dau trang (a)
— AA11 noano (A




2 Home: Pua con tré vé dau dong hién tai

2 End: Pua con tré vé cudi dong hién tai

2 Ctrl + Home: Pua con tré dén vi tri dau tién cua tai
liéu

2 Ctrl + End: Dua con trd dén vi tri cudi cung cla tai
liéu

2 Page Up: Dich chuyén con tré 1én 1 trang man hinh

2 Page Down: Dich chuyén con tré xudng 1 trang man
hinh



u Che do ghl chén: Ky tu nhap du’dc chen ngay tai vi tri
con trd nhap, toan bo ky tu dang sau con tro dich chuyén
sang phai.

d Ché d6 ghi de: Ky tu nhap duoc chén ngay tai vi tri
con tréd nhap, con tré dich chuyén sang phai va ghi de Ién
ky tu lién sau no.

[ Phim dung dé€ chuyén doi qua lai gitra 2 ché do ghi
chen va ghi de la phim Insert.



trong cau.

[ Chon mot dong: Nhap vao vi tri bén trai cla dong.

[ Chon mot doan: Nhap déi vao khoang trong bén
trai cia mot dong trong doan.

d Chon mét khoi: Nhan Shift va di chuyén chudt tu
vi tri dau dén cudi doan.

Q Chon mét khéi bat ki: Nhdn gilt phim Alt va kéo
chuot.

1 Chon toan bo van ban: Ctrl+A



can chon.

[ Hoac c6 thé dé con nhay dau khoi van ban can chon,
bam phim Shift+Cac phim mii tén.



N/

“» Chon vung van ban can sao chép hay di chuyén.
J Sao chép:
» Kich chon biéu tugng hay vao Edit, chon Copy
(Ctrl+C).
> Di chuyén con tro van ban dén vij tri can dan.
> Kich chon biéu tugng E, hay vao Edit, chon Paste
(CtrI+V)
0 Di chuyén:
» Edit, chon Cut (Ctrl+X)
> Di chuyén con trd van ban dén vi tri can dan.
> Edit, chon Paste (Ctrl+V).
tifl Document1 - Microsoft Word

File Edit “jew Insert Formak Tools Table Window Hel

mn\%ﬁfﬂjﬁ\ﬂ*




d  Chlrc ndng Undo dung dé quay vé trudc dé mot thao tac.
> Kich vao biéu tugng =2 H hay nhan t6 hgp phim Ctrl+Z

d  Chulrc nang Redo ngugc lai véi chiic nang Undo.
> Kich vao biéu tugng = ‘v hay nhan t6 hop phim Ctrl+Y

| Bile Edit Miew Insert Format Tools Table Window Help

DEa/gRY i 2ad|o-c-leFoRE=8 /BT v -3,

Marmal ~ TimesMewRoman - 12 - | B F 0O ||§




0 B&t/tat cong cu ki€m tra chinh ta va ngir phap:
Vao Tools - Options -> Chon Spelling & Grammar.

Bo dau chon Check spelling as you type va Check
Grammar as you type. T 20

Track Changes I User Information I ompatibility I File Locations |
Wiew I Genetal I Edit | Prink I Save Spelling & Srammar
spelling

[T Check spelling as you type

¥ Hide speliing errars in this document
v Always suggest corrections

™ suggest From main dickionary only
¥ Ignore words in UPPERCASE

v Ignore words with numbers

¥ Ignore Internet and file addresses

Custom dickionary:
jcustomore +| mctinnaries...|

Grarmmar
I iCheck grammar as vou kype writing style:
¥ Hide grammatical errors ir&!s daocument IStandard j

W Check grammar with spelling Stk |
[~ Show readability statistics ==

Check Document |

(8]4 Zancel




o phep Xac d!nh chinh xac vi tri cua

nGi dung van ban trong to giay in.
J Vao menu File -> Page setup.

Lé trén,
duai, trai,
. phai

DPinh
dang lé
. cho gay

/Lé cho tiéu
de dau
trang va

\_chan trang

Page Setup

Margins | Paper Size I Paper Source | Lavwauk I

Lé cua gay 2 trang
lién tiep nhau

1

Vi tri cho gay
=

Thole docurnent

rom edge

Cho phép in 2 trang van
ban tren cung mot trang in

I Mirrar margin
™ 2 pages per’shest

GaUtkecAosition




BAI 3

CAC THAO TAC DINH DANG
VAN BAN




I ®inh dan

1/ Dung thanh cong cu:
* Formatkting
Morrnal |T|mes Mew Roman \I
Font @%old fUnderIine

[ Chon khoi van ban can dinh dang.

v Font: Font ch{r

v’ Size: Kich c& ch{t (Ctrl+]: Tang size; Ctrl+[: Gidm size)
v Bold: In dam (Ctrl+B)

v’ Italic: In nghiéng (Ctrl+I)

v Underline: Gach dudi (Ctrl+U)



2/ Dung menu Format \ Font...

Fonk I Character Spacing I Texk Effects I

2|

Font: Font style: Size:
ITimes Mew Roman IReguIar |12
oo i =
_, T:al'u:uma 1 |Bold _ 10
Ngoai ra c6 thé chon A ) p——
hlén thi Vén bé N Ién mé.n Iiu:unt color: : Underline skyvle: Underline color:
h‘lnh uSInh d-éngn béng Cé.Ch Bukormatic | I j I Aukormatic j
chon Tab Text Effects. L ememe 2
: EEEEEENEN| shadw I Small caps
EEEEEEEE [ outline [~ &l caps

EEEEENEE|l Eres ™ idden
EOOECmEmO|l Eoee
s EHO000OEO

Mare Calars, ..

ITnes Mew Eoman

This is a TruaType Font. This Font will be used on both printer and screen,

Defaulk, .. QK

Zancel




d Pat con trd trong doan van.
J  Md& menu Format, chon Drop Cap

Position cwddi cda em, thit sy trong anh co didu gi do
that dau don. Minh xa nhau dwoc 8 thang ri
em nhi, 4 nim yéu nhau gua ngin dé niu huéc em &
nhueng qua dai & anh co thé gquén di hinh bong cda
em, thit long anh ciu chic cho em dwoc hanh phuc
trén con dwedong ma em da l:hl_]n.l
Mong rang ngedi do s8 mang cho em théit nhiéu hanh
Font: phic - diéu ma anh khing lam dwoge khi em & hén
Times Mew Roman anh. Anh biét ring anh s& nhé em nhiéu lam day Vit
Clon ctia anh a, hiy d& nu cedi luén luén ngw tri trén
mdi em biivi & mit noi nao do van co mit ngwei luén
nhé dén em va lufn mong em dwoge hanh phic. Tam
hiét em! Vit Con Xiu Xi...

2| x| Cuﬁi cing anh ciing di nhin dwoc thifp moi

!

Mone Dropped In Margin

Dptions

| 4

Lines to drop: 3

o] bl

Distance from bexk: 0"

| 4 I iZancel




d  Chon kiéu ch(r:
» Dropped: Ch(r cai dugc can Ié gidng cac tu con
lai cua van ban.
> In Margin: Ch{t cadi nam ngoai Ié doan van ban.
[ Chon font chi: Nhan vao hop Font roi chon font cho
ch{r cai dau doan van.
' Chon do 16n cua ki tu dau doan: Nhap so6 chi dong
vao O Lines to drop.
[ Nhap khoang cach tir dau doan dén phan con lai
cUa doan vao hop Distance from text.



[ Chon m6t hoac nhiéu doan van ban can chia coOt.

4 Bam chon bi€u tugng Iénh Column trén thanh
cong cu, chuyén chult sang phai dé chon so6 cOt
can tao roi tha chuot.

DEeEs &R Y

$ BBt oo

e B O

(UHTME=!

3 Columns




2) Bang Menu: Vao menu Format — Columns.

2l x|
» Trong khung Presets g —
chon mot trong céac kiéu | = | = | - | = | == —
A ’ <~ = .EE === == == drice

COt CO San. e WL Three  Lefk Right
» Hoac co thé go truc bumber of columns: E =] T Linebetween
tlép 86 Cét trong 6 ~Width and spacing “Preview
Number of columns 2 U ==

] T EECE= N —
» CO thé chon d6 rong 2 | B = ==
va khoang céach gilra cac = = —=
c6t trong muc Width ¥ Equal column vidth —
and SpaCing_ Apply ko I'u'u'hu:ule dacurnent j ™ Start new column

» Néu muon gilra cac cbt cd duong ké phan céach thi danh dau
vao Checkbox Line between.



[ Cé&c doan van trong tai liéu phan biét bdi ky hiéu két
thic doan (Khi nhan Enter).

d  Pat con trd trong doan can
> Su dung thanh cong cu:

dinh dang.

qu:uslzl:n:ud';.f » Times MNew Foman = 12 - I? FA | — +§ += - & - i -
Canh sat 1@ trai = . —
dong van ban Canh déu hai
(Ctrl+L) bien dong van
ban (Ctrl+J) »
Canh gilra Canh sat phai
dong van dong van ban
ban (Ctrl+E (Ctrl+R)




» Su dung Paragraph: Format \ Paragraph

Paragraph

Ingdents and Spacing | Line and Page Breaks |
[Canh le doan

2

IEh:u:I';.f ket j

Indentation
Left: " ﬂ Special;

alignrment: W j m- ioutline level:
W

ot " ﬂ Il{ru:une]l

[Dinh khoang
cach lé

By
[ ]

=

éi

apacing
1=F 0 pt ﬂ Line spacing: Ak
0 pt ﬂ ISingIe ﬂ
Khoang cach giira
doan nay véi doan kia | X

i TR R R R R S [ Khodng cach gilia ¢
hang trong doan

Tabs... 2K I iZancel




Al s 8o =t

882 |&8he B =@ e«

g|=|=|d | P | OO 6 E P

RN
Recently used symbols:
=l€lL|x|lol®m™t|z|<|z|+|x|o|p|a
Wingdings: 64 Character code: [64  From: |Symbol {decimal) ~|
autoCorrect... | Shortcutkey... | Shortcut key:

Insert

Zancel

d Font: Danh sach cac nhém ky hiéu.

d Shortcut Key: Binh nghia t6 hgp phim tat cho ky hiéu da




| VAN PHONG UEND CONG HOA A HOI CHU NGHIA VIET ITAM
26 HUMG VITON G Poc lEp - Tw do - Hanh phuc

OO0 ol WA [t

GIAY MOI

Y g A —
= T ] U
Puing vao Idac: .................. oifF, NOAY ........ thang.............. nam 2005, Mo

dngiba) vé tai vin phong UBND tinh dé dw cuic hop.

............... , rgcy 05 theng 06 ndme 20035,



thudc ké ngang.

------- R - - B B U IO ST BT SO .

Ki hiéu biéu dién
dau Tab trén thanh

thudc ké ngang

- Céc loai Tab thudng ding:
» Tab trai: Lk
» Tab phai: | <
> Tab gira: ||+




> Nhan vao biéu tugng dau Tab cho dén khi
hién bi€u tugng dau Tab thich hop.
» Nhan chuot vao vi tri dat Tab trén thanh thudc

ngang ﬂ'l'l'l'ELl'E' L I T B O N R E R

» Nhan vao phim Tab trén ban phim dé con
nh&y chudt nhdy dén vi tri dat Tab trén ving
soan thao.

» GO van ban vao, van ban sé dugc canh theo

Tab.



ﬂ'I'1'I'ELI'B'I'-4'I'S'I'E-'I'?'I'E'I"EI'I'1III'I'11'I'12'I'13'I']

Chiang tol yéu nhau mit cach tw
nhién nhw von di no phai thé,

mic di ngay tir ddu ching thi dd cd
ging kigm ché b hon ai

hét 3 2 ching thi déu hifu

Cong ty TNHH ARC
Dia chi: 234 Ngi Gia Tw - Thanh Phd Hué
Email:abei@yahoo.com
—-o0o—

Ciong hoa xa hoi chi nghia Viet Nam

Poc lap - Ty do - Hanh phic

Pon xin nghi hoc

Kinh ga1 ong hien treong treong Pai Hoc



J Chen ky hleu phia trudc dau Tab: Vao menu

Format, chon Tabs.

2]
Tab stop position: Diefaulk Fab shops: {27 =
Chgn Tab Eil = o erauic tab stops, I J Crn .
. B =4 - Alignment
mu?n la’m ?‘}\lat i I O Y " Decimal
hlen ky hlg“/ IJEJEIE- - ™ Center " Bar
ChOIl kléuW LEE'EITNDHE [
ky hiéu dé 2 C4
xuat hién
Tab stops bo be cleared:
‘ ChOll Set l/ Set | Clear | Clear All
‘ C'hon OK Ik, I Cancel




oan van
dong.

d Danh sach Ilet ke Ia mot day Ilen tié
ban dugc danh dau bang cac ki hiéu dat d

U )

m I

O ;
C Q,

d C6 nhiéu cach dé tao:
» SU dung nut Bullets

» Hay nit Numbering  £=

New Roman » 12«

HIIU‘

.E.|.3.|.4.|.5.|.E|.|.;.|.3.|.|5|.|.1|'|.|.11.|.12.|.13.|.14.|.15[.

I b ||'I'I|'IF'F||'II'| ;

» Hoac tu Iénh Format [ Bullets and
Numbering.




4 Tay chinh danh sach liét ké: Kich vao nit Customize

Panh so Thay doi
thua tu dinh
tw'so dang
may. clia sO
Customize Numbered List el A
/ /
x urnber Format V
! Fant. ., | : '
Murnber skyvle: Skark ak: Cancel |
Kiéu chi muc I\#ﬂ#l T R E = Preview

(W0
—_

—Tumber position

thir tu F
Fit v | dligned at:  |1,1em =

= |
Poi cach N s

canh le Text position
/l_ndétat: |1,2.'-"|:m Q

Khoang céch tu le giay
den doan van

F=
—_

M
—_

Khoang cach tu ki hiéu
den doan van




BAIl 4

sU DUNG CAC CONG CU
HIEU CHINH VAN BAN




1/ Tim kiém:

J Vao menu Edit, chon Find...

d  Trong khung Find what g6 vao doan van muén tim.

d  Kich nat Find next dé€ tim tiép. Khi tim thay thi doan
van doé sé duoc boi den.

Find and Replace 7] x|

Find |FLE|:_1I.3::EI iao To I

Find whatk: IQuéng Mol -

More ¥ || Find Next& Cancel




2/ Thay thé:
J Vao menu Edit, chon Replace...
[ Nhap van ban can thay thé vao khung Find what
4 Nhap van ban thay vao khung Replace with
» Replace: Thay tung phan tr dugc tim thay.
> Replace all: Thay thé tat ca.
» Find next: Khong thay, tim tiép.

Find Replace | GoTo |

Find what: Thi x& Quang Moai ;l

Replace with: IThénh ph Quang Mgai ;l

More ¥ Replace | Replacw Find Mext I ancel |
1A

o




Il Tien ich AutoCorre

1/ Tao mot muc Autocorrect: Vao menu Tools, chon

AutaCorrect | AutoFormat As You Twpe | AutaTexk I AukaFarmat |

> Dan h da u klem vao h Op ¥ Correct TWwo IMitial CApitals Exceptions.. . |
Ch O n. Re p I ace teXt asS yo u v Capitalize first letter of sentences
type ¥ Capitalize names of days
R ¥ Correct accidental usage of cAPS LOCK key
> N h a p te n m U C —rﬂeplace bext as wou bype
. Replace: with:  ©* Plain bext " Formatted kext
AUtoco rreCt vao kh u ng In: ICu_ﬁng hida x& hdi chd nghia Vigt Marm
Replace
cafe café :l
A At ~ caharcker character
> N h a p Nnol d u ng vao calcullated calculated -
1 calulaked calculated
khung Wlth can;k cant
candidtas candidate
> N h é' n Ad d candidtaes candidates ll
fdd Delete |
> N h a N O K ™ automatically use suggestions from the spelling c%ker
(0] 4 | Cancel




2/ S dung Autocorrect: Trong khi soan thdo, nhap tén
muc Autocorrect, nhan Spacebar.

3/ X6a mot Autocorrect: Vao menu Tolls, chon
Autocorrect. Chon tén Autocorrect can x6a, nhan
nut Delete.



1/ Tao mGi mot muc Autotext:

[ Chon ndi dung muoén luu trlr (bao gdbm van ban hay
do hoa).

J Vao menu Insert, chon Autotext...

d GO0 tén Autotext vao muc Enter Autotext Entries
here. Nhan Add.

2/ SUr dung Autotext:

d Pua con trd van ban dén vi tri can chéen Autotext, go
ky tu da dinh nghta & trén va nhan phim F3.



+ Header and Fooker

Insert .ﬁ.uty E
/ng s6 trang |

SO thir tu trang

Chuyén doi gitia tiéu
dé dau trang voi tiéu
de chan trang

Foaker

K hoa CITT - Pai hoc Bach khoa Tp.H5 Chi Minh Trang 1]




4

®

L)

* Vao menu Insert, chon Page numbers...
* Chon vi tri trong khung Position
*  Chon cach canh trong khung Alignment

4

®

¢ &

®

L)

Page Numbers 7| x|

Position: “Preview

:Bokttom of page (Fooker)

Alignment:
||::ight - I

I Show number on First page

‘ Ik I Cancel ‘ Format. .. ‘




[ Chon doan van ban can Change case.

4 Vao menu Format, chon Change case...
Sentrence case: Viét hoa ki tu dau cau.
Lower case: Tat ca la ch(r thuong.
Upper case: Tat ca déu la ch{rin.
Title case: Viét hoa ky tu dau moi tu.
Toggle case: Nguagc voi Title case.

VVVYVYVY

i Senktence case,

™ lowercase

™ EQEGELE cASE

| 8] 4 I Zancel




J  S& dung cong cu Microsoft Equation 3.0
d  Vao Insert - Object...- Microsoft Equation 3.0 — OK
Xuat hién moét thanh céng cu sau:

= | jsb- | w38 | £+8® =l w3 |enc |3 Dﬁjﬁmﬂhﬂ@

| = | e | B e == oo 5588 |
3 R X
L dx T
J — j BonJ
Ej\/x(ex_e—x) >»II IO
2
9z , 072
a —5=0



BAIS5

BANG BIEU VA HINH ANH




1/ Su dung thanh céng cu:
d  DG&i con trd dén noi can tao bang biéu.
[ Bam chon biéu tuong Insert Table — Ré chuot chon

sO héng cOt can thiét.

D& E

=

Eps

Ew@|ﬂvﬁv

% b

= 5| B T e

- 2],

3 x4 Table




2/ DUng menu:
d  DG&i con trd dén noi can tao bang biéu.
J Vao menu Table, chon Insert\ Table...
» Nhap so6 cot vao khung Number of Columns
» Nhap s6 dong vao khung Number of Rows
» Trong khung Column width nhap vao d6 réng cot
- thuong chon Auto. Nhan OK 2

Murnber of columns:

Murnber of rows:

AukaFit behaviar k
% Fixed column width: I.ﬁ.utn ﬂ
i SukoFik ko contents
" AutoFit bo window

Table Format  {none) AukoFarmat. .. |

™ Set as default For new tables

Zancel

Ik




A\ VvV V

VVVYVYVY

Tab: D0i con tro sang 6 bén phai so vai 6 hién tai.

Shift+Tab: D0Oi con tro sang 6 bén trai so véi 6 hién
tai.

Cac phim miii tén: Di chuyén con trd theo chiéu
tuong Ung.

Alt+Home: Vé 6 dau tién trong hang.

Alt+End: Vé 6 cudi cung trong hang.

Alt+Page Up: Vé 6 dau tién trong coOt.

Alt+Page Down: Vé 6 cudi cuing trong coOt.
Ctrl+Tab: Dua con tré dén vi tri Tab Stop da dinh.



>

>

Nhan chuot vao /é trai ciia mot dong dé chon duoc
ca dong.

Di chuyén con tré chudt vao dén mép [é trén dinh
coOt, khi con tro chudt c6 dang mdi tén mau den thi
nhan chuot chon ca cot.

Di chuyén con tré chubt dén /é trai clia 6 dén khi
thanh mdi tén mau den thi nhan chudt dé chon maot
6. Néu chon nhiéu 6 thi nhan chudt kéo va tha.

Ta c6 thé chon nhiéu dong hay nhiéu c6t bang cach
kich chult kéo va tha



1)

2)

3)

Thém dong: Vao Table — Insert - Rows Above hay
Rows Below (Dong mai thém vao sé chen vao phia
trén hay phia dudi cua dong dang chla con tro).
Thém cot: Vao Table — Insert - Columns to the left
hay Columns to the right (C6t m&i thém vao sé chén
vao bén trai hay bén phai cua cbt c6 chlra con tro).
Thém 06: Vao Table - Insert - Cells -> xuat hién mot

cua so; IF B

Dich cac 6 vé phia phai ==——=p{" chif ells Right

Chén ca cOt ==—==p{"" Inzert entire column

‘ ] 4 I Cancel




4) Xéa dong, cot hay ca bang:
» Chon céc dong, cOt hay bang can xoéa.
» Vao Table - Delete - Columns/Rows/Table (X6a cot /
dong / bang).
5) Xoba 6:
» Chon cac 6 mudn xoa.
> Vao Table - Delete - Cells -> xuat hién mot cta so:

Dich cac 6 con lai Xudng duQi ===p{" shift cells up
X6a ca hang =" [iclete entire row
XOa CA COt =™ [ic|ete entire colurnm

‘ ok I Zancel




6) Tron nhiéu 6 thanh mot 6: Chon cac 6 mudn tron.
VVao menu Table — Merge Cells.

7) Chia mot 6 thanh nhiéu 8: Chon 6 mudén chia. Vao
menu Table - Split Cells. Xuat hién hop thoai:

Split Cells 2] x|

Mumber of columns: |§ Nhap vao s6 c@t‘ca:in Shia ra
tu 0 da chon

Humber of rovis: It z Nhap vao s hang can chiara

tu 6 da chon
I Merge cells before split

‘ I I _ancel ‘




8) Chia mot bang thanh nhiéu bang:
> Pat con tro trong hang ma ta muon la hang dau tién cla
bang méi.
» Vao menu Table - Split Table.
9) Thay déi do réng cta cot, chiéu cao ctia hang:
> Di chuyén con tro chudt dén duong bién cla cOt hoac
hang can thay doi, khi con trd chudt bién thanh mii mau
den 2 chiéu thi kéo va tha chuot.



10) Pong khung, t6 bong mo: Néu mudn ap dung thay
dbi cho toan bang thi dat con trd vao mot vi tri bat ky
trong bang.

d Poéng khung:

» Chon khoi 6 muén déng khung.
> Vao menu Format - Borders and Shading, Chon Boder
tab. Xuat hién hop thoai:



Borders and Shading

Borders | Page Border I Shading I

Setting: Skyle: Prewvigw

. _ :l iZlick on diagram below ar use
buttons ko apply borders

Mone

Zolar:
Aukornatic hd
arid o cxl e e e
Width: = B
12 pt - Apply ko
g || Cuskam —_—
- Cell j
opkions... |
Showw Toolbar | Horizonkal Line. .. | QK I Cancel

d Té béng mo: Ciing trong clra s6 Borders and Shading, chon
qua tab Shading.



1 Chon khoi 6 can thay doi hudng.

d Vao Format -> Text Direction

Text Direction - Table Cell

—rientation

Te:xk

Text

Al

2]

—Preview

The quick brown
Foee jumps over

the lazy dog.

‘ CIk I

Zancel




J Vao menu Insert - Picture — Clip Art

d  Chon m6t hinh anh t&r danh muc hinh anh cé san
trong b Office. Kich chudt phai va chon Insert hay
kich chuOt trai va chon vao bi€u tugng Insert Clip.

Ed Insert ClipArt I |
N élu m u 6n C h é n J — = J lmpcurt Clips I@Qips Cnline @ﬂelp Hi-
< - \ A < Search for clips IT_I,Ipe one or more words. | j [E
hinh dnh tor batky = - |
Picturesz | ::E@ Sounds | kation Clips

mot tép tin nao anh
nao do trong may thi
vao: Insert — Picture
— From File

binh dang lai
hinh: Nhay phai chudt
vao hinh can dinh
dang, chon Format

Dicatiivra

Cateqariezs 1 - 51




4 Vao Insert - Picture - WordArt hodc co thé Kich l1én

bi€u tugng Word Art |

trén thanh Drawing.
)

WUrdJZ':Eiallerr ilil
Chon moét kiéu chﬁl ; | | _
A A N\ nn “2“ w
nghé thuat va chon OK e fyyord" woraa Wordar Woraart |
Woriklis |WordArt [WordArt 710742 |Bioniet j w
WordAr | woonn | Wordhrt|Word, ¥
Edit Wordart Text 21x] N
wondawt [T0Ave oA | Wi fociti)| © %
| rial Black %| 3% v il il | ; -
Text: w |&U|i i ﬁw : ! R R %
our Text Here o] o |

(w4 Zancel

Chon lai Font va Go lai
dong chtt mong muon.




gf Lines b
:ﬂ _onneckors k
Basic Shapes 3 -
E Elock Arrows 3 ULy <>
T Flnwc;art 3 — O & E
;; ;I: dB OL G
ars and Banners 3
) = O L
%ﬁ Callouts b | A
ﬁ Maore AutoShapes... Can el
Draw = [ .ﬁ.gtnShapegrx‘x H‘D@‘“‘a[]{}[:] e - A-S =5 BE
L1+ 7

Chon mét khoi hinh hoc c6 san
trong thu vién nay, dung chuot
kéo va vé ra trong vung soan thao




d Vao menu Insert - Picture - Chart

I e A o o o o o o o o o o o o o o o o o o o o o o o o o W o o o o o o o o o o o o o o o o o o o o o oy

7 7
g.g‘ 90 ?
% %
] '
7 80 - 7
% %
7 70 7
7 7
] i - '
2 60 OLua | %
? 50 .
% H Mi %
u 40 . ;
2 mNge |7
s-:' 30- 17
% M Khoai| %
% 20 - Z
7 7
g 10 ?
% ;
=::=‘ 0- ?
% . - - - %
2 Thang 1 Thang 2 Thang 3 Thang 4 Z
i B S S W o S S o S o S s i

X

D E =~

Thang1 |Thang? |[Thang3 | Thangd
1 afllia 20.4 274 a0 20.4
2 @l Mi 0.6 Jo.b J.b 31.b

3 mll|Ngd 45.9 46.9 45 43.9 e

4 afiKhoai a0 70 60 -

1| | A B




BAI 6

TIEN iCH TRON THU




J

mai, thu tu, phleu b&o diém,... cUng mot nd dung
cho nhiéu ngudi, nhiéu co quan,...

Thao tac nay cho phép chuing ta trbn 2 van ban da
soan thao thanh mot van ban “két qua” theo mot th(r
tu cho trudc.



J Taovan ban thu’ nhat co NOi dung sé cO

J

>

dlnh trong
van ban “két qua”, gia st van ban duagc luu vdi tén:
Phieu_bao_diem.doc

Tao van ban th 2 c6 ndi dung sé la cac muc dugc
tron vao van ban th( nhat, gid st van ban duoc luu
v@i tén: Danh_sach_diem.doc. V3i van ban th(r 2
nay, nOi dung cla chiing 1a mét bang bi€u vdi cac
cOt tuong Ung la cac trudng can tron va cac dong la
ndi dung tuong Ung cho tung truong.



EO GIAOQ DU VA BAD TAD CONGHOA XA HOT CHIT MGHLA VIET MNAM
TRUCHG BAI HOC BACHEKHOA Péc lip — Tw do — Hanh phic
TF. HO CHI MMINH comro ) g

PHIEU BAO DIEM

Bao cho thi st
L LT
B a T
B3 dat két qua trong Ly thi tujrén sinh Dai hoo ndm 2006 wéi 56 ditm nhy san:
Man Tean: ... Man Ly Man Héa: .
Téng difm: o)
BBt e o
MWoi thic mic hodc don xin phic khio thi sinh géi dén phéng Pao tao cla tnrdng trrdc ngay
S0/0B2006,
Tp HCI, Mgay 10/08/2006
Higu trrong

HOTEN NGAYSINH DIACHI TOAN | LY | HOA | TONGDIEM
Proan Ngoc Tén 26/05/1983 | Quang Mg & 5 7 18
Nauyén Thi Phirong Thu 26031985 | Hue & 2 1 i
Tran Van Tam 21182 | Tp HCM E & & 17
Tran Tay Minh DEME19:1 | Ha MHas 4 ! £ 14




d  Vao menu Tools — Mail Merge. Xuat hién hop thoai

Mail Merger Helper vai nOi dung nhu sau:

IUse this checklist ko set up a mail merge. Begin by choosing the Create
butkon.

=}
1 Main document

Create ™ N

e
2 Caka source

iaeb [ata = |

3
Merge the daka with the document

Merge...

Cancel




iéu chinh can tron (tai liéu th& nhat). VGi cach thuc
nién nay hé thong sé ngam hiéu tai liéu chinh la tai
iéu dang mo.

Muc Data source: Cho phép chung ta chon tai liéu
phu can tron vao tai liéu chinh (tai liéu th 2).

Muc Merge the data with the document: Chap
nhan trén ndi dung cua 2 tai liéu da chon.




» Tu nat Iénh Create ->
Form letter -> Chon
Active Windows khi
hOp thoai Microsoft
Windows xuat hién.

» Tu nut lénh Get data ->
Open data source ->
Chon dudng dan va xac
dinh cho hé thong biét
dia chi cua tép tin th( 2
can tron -> Chon Edit
main document khi
hOp thoai Microsoft
Windows xuat hién.

1 ‘ Main docurment

_ Mailing Labels. ..
2 ; _

o
2 Data source

3

_reate T i

Ervelopes. ..
iCakalog. ..

Restore bo armal Wiord Decument, ..

: et Data ™

i_reate Dakta Source,,

_|:||-'r| Ciaka Source,
Use Address Boaok,
Header Cpkions. ..

Ak




> Lu0c nay hé thong sé tu dong dua ra thanh cOng cu Mail
Merge:

* Mail Merge )
Insert Word Field = | %2 | 4 4 | 1 | [ 1 | | B 25 B Merge... |%

REC

| Insetk Merge Field =
1
HOTEM |

DIACHI &

o EC{ GIAO DTIC Wi fgjtu::u TAD CONGHOA XA HOT CHIT MGHIA VIET NAM
Py TRUCNG PAT HOC BACHEHOA Béc lap — Tw do — Hanh phic

o TP, HO CHI MINH ey M [ooves

TOMGODIEM

PHIEU BAO DIEM

Bao cho thi sinh: « HOTEN®
I T AT

Pa dat két qua trong ki thi tuj,rén sinh Pai hoc ndm 2006 véi 56 difm nhw sau:
Man Toan: . Man Ly MWan Héa: .
Tong dm: ..o
KBt Uit oo
Moi thic méc hodc don xin phic khio thi sinh gdi dén phéng Dac tac cla trrdng trede ngay
S00E2006,

T HCM, Mgay 10/08/2006
Higu tnrong




trdn tuong Ung trong tép tin th 2.
» Lan lugt chén tén cac truong vao vi tri can tron.
> Nt Iénh Merge... trén thanh céng cu cho phép bat
dau cong viéc tron vdi cac chic nang sau:
v' Merge to: Chon naoi sé xuat hién van ban két qua.
v Record to be merged: Chon s6 lugng ban ghi sé tron.

Merge to:

e *rl Setup. ..
2
i

~Records ko be merged

& al From: I To: I

d
| Merge I

i_ancel

i_heck Errors, ..

Juery Opkians. ..

-when merging records

% Don't print blank lines when data figlds are empty.
" Print blark lines when data fields are empty.

Mo query options have been set,




d  Trong phi€u b&o diém trong danh sach trén con c6 mot dong
“Két qua:...”. Gia sir két qua duac tinh véi yéu cau nhu sau:
Néu Tong di€ém >=15 thi dau, nguagc lai thi R6t.

4 Vdéi yéu cau nhu vay thi ta st dung thém chiic nang sau:
Vao menu Insert Word Field -> If...Then...Else...

* Mail Merge ]
Insert Merge Field + || Insert Word Field = || %2 | M 4 | 2 | Y | | By 25 2g Merge.. |ﬁ
Ak, ..
Fill-ir. ..

Merge Record # EE

Merge Seguence ¥
Mext Record

Mexk Fecord IF, ..
Set Bookmarl, ..
Skip Record IF, ..

1 Xuat hién hop thoai sau:



Insert Word Field: IF

IF
Field name: iComparison; Compate ko;
ITGNGDIEM |- IGreater than or equal T! |15

Insert this text:

Biau

|»

L«

iotherwise insert this ket

R

RIML

2K, Cancel

3 If <Biéu kién> Then <Céu lIénh 1> Else <C&u lénh 2>:
Néu Piéu kién dang thi thuc hién Cau lIénh 1, nguoc lai Biéu
ki€n sai thi thuc hién Cau Iénh 2.



4 Field name: Trudng can so sanh.

d  Comparison: Biéu thic so sanh:

Equal to: Bang

Not equal to: Khéng bang

Less than: Nho hon

Greater than: Lén hon

Less than or equal: Nhd hon hoac bang
Greater than or equal: L&n hon hodc bang
Is blank: La rong

Is not blank: Khdng la rong

Compare to: Gia tri so sanh.

Insert this text: Gia tri khi bi€u thirc so sanh dung.
Otherwise insert this text: Gia tri khi biéu thic so
sanh sai.

YVVVVYVYYVYYVYYVY

D OO



BAI 7

IN AN & THIET DAT
MAT KHAU




d  Thao tac nay cho phép xem nhanh toan bo hinh dang
that cla van ban khi két xuat van ban ra may in (in ra
giay).

[ Vao menu File -> Print preview hoac nhan biéu
tuong Preview trén thanh cong cu.

4 Thanh cbng cu lién quan: Thanh Print preview:

[Tht_rc hién In

- Phéng to, thu nho
Xem tlrng trang ’ mag hinh xem ]

+ W'rinkt Prevyw

= Hﬁ qilmn% Jwi‘ ‘ ‘ Close ‘ 7

[Su’a noi dung Xem nhiéu trang ’




d Vao menu File -> Print (Hoac nhan t6 hop phim

Ctrl+P). Print

2l x|

—Printer
Marne: I 58 Quang Thien ;I Properties |
Skatus: Idle
Tvpe: OLFAXDRY
Where: OLFMadern % [~ Prink ko File
> Comment:  Prink ko Ehis device ko send a Fax,
Pag e ran g e = C h O n —Page range —_opies
&+ all Mumber of copies: *

sO trang in.

i Current page " Selection

i Pages: I

> Co p i es . C h O n 86 I é\ n Enter page numbers andfor page ranges

separated by commas. For example, 1,3,5-12

1 1

]J%I ﬁ v Collate

in cho mot trang.

Frinkt what:  |Document

=l

Print: Al pages in range

Dptions. .

=l

—Z0am
Pages per sheek: 1 page -
Scale bo paper size:  |Mo Scaling -
Ik Cancel

> Collate: Chon th( tu in trong trudng hop in nhiéu lan cho mot

trang.




menu File -> Save as...Tools -> General Options...)

d  G6 mat khdu bdo vé khi mé vao hop van ban
Password to open va mat khau bdo vé cau tridc
(néu muodn) vao hop Password to modify.

File sharing options For "Docurmentz2”
Password o open: Password ko modify

[~ Read-only recommended

‘ ] I Cancel




IModule 50

BANG TiNH BIEN TU
MICROSOFT EXCEL




BAI 1
KHOI1 DPONG VA GIO)

THIEU CAC THANH
PHAN GIAO DIEN




cach da khai dong Word.
[ Tép tin Excel sinh ra mac dinh c6 phan maé rong la
XLS



_Io/x]
J File Edit Yiew Insert Format Tools [ata Window Help _|E|£||
= RS oo | RS A AL -3,

| vl T BIU|_§—|$;’,':.53;':'_E EE DA,

Al | =
A B }// D E F G H =

1 I
E u

3

4

- Viing bang tinh

7 | /N

Thanh cong thuc % <

1

11

12 Sheetl, Sheet2, Sheet3

v la 3 Worksheet mac

15 dinh cua mot Workbook

115

17

4| 4 [» [l Sheet1 ; Shestz 7 Sheets 7 | 4|

Ready | | IR |




bang tinh (Workbook).

Trong mot bang tinh cé nhiéu trang bang tinh
(Worksheet).

MOt Workbook cé toi da 255 Worksheet.

Trén mOt Worksheet dugc chia thanh nhiéu cOt va
nhiéu dong. Bao gom 256 cot va 65536 dong.

COt (Columns): Bugc ki hiéu bang cac chit cai A, B,
.2, AA,...,IV

Dong (Rows): Bugc danh so th( tu bang cac chir s6
1, 2, 3,...,65536



O (Cell): Giao clla mot dong va mot cot goi la 6.
O duoc xac dinh béi mot toa dd (g0| la dia chi 6) dua
theo ki hiéu culia c6t va sO th(r tu clia dong.

A, B & L E

1
Pia chi clia 6 12 B2 =rfeteeetp
3

4
b

i




BAI 2
CAC THAO TAC CO

BAN TREN BANG
TiINH EXCEL




D liéu ki€u s6 duoc nhap vao mac dinh nam bén
phai cua 6.

d Mubn nhap sb c6 phan thap phan, danh dau “.”
(bén phai ban phim) vao gira phan nguyén va phan
thap phan.

[ Ki€u ngay thang nén nhap theo dinh dang
ngay/thang/nam cua Viét Nam (dd/mmlyyyy).

2/ Nhap dir liéu ki€u van ban:

d D{liéu ki€u van ban dugc nhap vao mac dinh nam
bén trai cua 6.

d PéE nhap ki€u s6 dang van ban thi nhap sé dang sau
dau nhay don



hién céac thao tac giong nhu trén Windows.

2/ Chén thém dong: Dong trong Excel dugc chen sé
nam bén trén dong hién tai. Vao menu Insert ->
Rows.

3/ Chén thém cot: COt trong Excel dugc chén sé nam
bén trai cOt hién tai. Vao menu Insert -> Columns.

4] X6a dong, cot: Chon nhiing dong, c6t can x6a. Nhay
phai chudt vao nhimg dong, c6t da chon -> Delete.

5/ Thay doi dd rong cua cot va chiéu cao cua dong:
Di chuyén chu0t vao vi tri giao gilra 2 tén cOt, hodc
dong, khi dé con tré chudt chuyén thanh mi tén 2
chiéu, kéo va tha. (Hoac Format -> Column/Row ->
Width/Height).



EI Pé& an céac cot hay

dong ta chon céac cot | E;y _
hay d(‘)ng dé, kich QUE QUAN | BLT | E B Paste
chudt phai -> Hide - Puste pec.. ||

Insert

d PE hién thj lai cac Ha Noi
cOt hay dong, ta chon |Quing Nam
cac cOt hay dong c6  |Quing Ngii
chlra cac cot hay Ondng Nedi
dong bi an do, kich
chudt phai -> Unhide

Delete

Clear Contents |

Format Cells. ..
iColurmn WWidth. .

Unhide @

Binh Pinh 6.5 | 6 |[633| sn1

=T =R Y =0 =

Ha N&i

Quing Negdi | 5 7 | 567 7111




[ Khi nhap bang tinh cé nhiéu cdt, nhiéu dong, chiing
ta c6 nhu cau muodn co dinh dong/c6t tiéu dé trong
khi cac dong/cot dudi dugc phép cudn Ién hoac cudn
xuong.

d Cac budc thuc hién:

> Pua con tro téi bat ky 6 nao nam & dudi dong tiéu dé.
> Vao menu Window, chon Freeze Panes.

[ Mubn g& bd viéc cb dinh tiéu dé: Vao menu
Window, chon Unfreeze Panes.



1/ Bién tu dong theo cap s6 cong (Su dung phi

» Nhap s6 1 vao 6 A2.

» Nhan gilt phim Ctrl.

» Pua chudt vao goc dudi bén phai cua 6, khi con tro
chudt bién thanh 2 dau cong (dau |én va dau nho).

> Kéo va tha sé cho két qua.
A B

Trudc khi
kéo

A,

B

S6TT

SOTT

1::

rd

pd

S GO (™~ (S| | (M) [=-




2/ bién tu dong theo cap s cong:

» Nhap 2 s6 vao 2 6 trén dudi lién ti€p nhau. Cong sali
clla cap sO cong la hiéu cua so dudi vdi so trén.

» Chon cd 2 6 vira nhap s6. Pua chudt vao goc dudi
bén phdi clia 6 dudi, khi con tré chubt bién thanh
dau cong thi kéo va tha.



3/ Pién tu dong theo cap s0 nhan:

» Nhap 2 s6 vao 2 6 trén dudi lién tiép nhau. Cong boi
cla cap so cong la thuong clia s6 dudi vdi so trén.

» Chon cd 2 6 vira nhap s6. Pua chudt vao goc dudi
bén phdi clia 6 dudi, khi con tré chubt bién thanh
dau cong thi kich phdi chuot kéo va tha. Mot menu
ng(r canh xuat hién, chon Growth Trend.



1/ Chén thém mot Worksheet vao Workbook:

d  Worksheet méi dugc chén vao sé nam bén trai
Worksheet hién tai.

J  Vao menu Insert -> Worksheet

[ Hoac kich chudt phai Ien mot Worksheet bat ky,
chon Insert... -> Worksheet

2/ Boi tén mot Worksheet: Kich chudt phai [én
Worksheet can doi tén va chon Rename (Hoac kich
dap chubt Ién Worksheet).

3/ X6a mot Worksheet: Kich phai chubt I[én Worksheet
can x6a va chon Delete.



4] Sao chép hay di

J

chuy&n Worksheet:
Cach 1: Dung chuot
kéo va tha (néu gilr
thém phim Ctrl trong
khi kéo va tha thi thuc
hién thao tac sao
chéep)

Cach 2: Kich chubt
phai Ién Worksheet
muon di chuyén va
chon Move or Copy.

' Dung dé sao
chep

Move selecked sheets

To biook:

\Eh:un:nkl - I

Eefore sheetk:

Sheet1
SheetZ

(move ko end)

[

_reate a copy

‘ QK I Cancel ‘




BAI 3

PINH DANG BANG TiNH




o oo O O

Can chinh céac théng
sO thich hop trong
Regional Options.
Chon vung bang tinh
can dinh dang.

Vao menu Format ->
Cells...

Ping & Tab Number.
Chon muc Number.
Decimal places: SO
ch{r sO thap phan.
Use 1000 Separator
(,): SUrdung dau
ngan cach hang

Nurnber |.ﬁ.lignment I Font I Border | Patterns I F'ru:utectin:unl
Cateqory: ample
|General - | 100.000,00

CUrrency Decimal places; =
Accounking
Date

Tire ¥ Use 1000 Separator (.}
Percentage MNegative numbers:

Fraction

Scientific -
Text 1.234,10

Special (1,234,10)

Custom = Jizae 10 =l

Mumber is used For general display of numbers, Currency and Accounting
offer specialized Formatting For monetary walue,

Ik I Cancel

A Negative numbers: Cac cach thé hién cho s6 am.

d Pinh dang kiéu ngay thang: Chon dd/mmlyyyy trong




0 Kiéu ngay thang: Chon dinh dang dd/mmlyyyy
trong muc Custom cua Tab Number.

0 Kiéu tién té: Chon dinh dang #,### [$ VND] trong
muc Custom cUa Tab Number.

Format Cells

Murnber |.ﬁ.lignment I Font I Border | Patterns | F'ru:utectin:unl

Cateqary;

General ﬂ

mumber
CUrrency
Accounting
Dake

Tirne
Percentage
Frackion
Scientific
Text

SEEdaI |
-
Delete |

ample
14/1002175

Type:

|ddimm ey

0,00E+00 -]
#£#0,0E+0

Type the number format code, using one of the existing codes as a starking

poink.,

2 x|

Format Cells
|"-|LIIT||JEI’ ..... | Alignrent I Fonk | Border I Patterns | Protection I
Caktegory: ample
General :l 100,000 YME
Murnber
CUFFEncy Tvpe:
Accounking
Date |#. 22 [$ vnE] _
Tirne: i -
Percentage [h]:mmm:ss
Fraction CUEF B RS0 O (R a0, _(fF
Scientific G 3 HE R - T HE e
Texkt CUEF L AH0,00 ) 08T G 0,000,
SEEEial | *A#0,00 ) O (.4#0,000; F
o [
Delete

Twpe the number Format code, using one of the existing codes as a starting

poink,

(0] 4 Cancel

(8] Zancel

2 xi




d Vao menu Format -> Cells...
d Pilng & Tab Alignment.

Format Cells 7] =]
Murnber -':'||II;|I'|I'I'IE!I'I|Z Faonk I Border I Patterns I Pratection |
Text alignment —Crientakion

Horizonkal: Indent: * .
IGeneraI - ID ﬂ *.
T .
Yertical: & Tewt — &
kS .
IEIDI:I:Dm j E .
*
.-
Text control 0 E‘ Deqgrees
I wWrap text
[ shrink ko it
[ Merge cells
K, I Cancel




Horlzotal. Céac dinh dang Ié canh cho d{r liéu trong 6
theo chi€u nam ngang.

Vertical: Cac dinh dang Ié canh cho d{r liéu trong 6
theo chiéu thang ding.

Orientation: Xac dinh hudng nghiéng cho dir liéu
trong 0.

Wrap text: Ty dOng ngat dong trong trudng hop do
rong clia 6 nhd hon chiéu dai ctia chuoi.

Shrink to fit: Tu dong diéu chinh c& chit (Khdng
thay doi Size ch{) trong truong hop d6 rong cla 6
nho hon chiéu dai clia chuoi.

Merge cells: Tron nhiéu 6 lai thanh mo6t 6. (Hoac co
thé kich chudt 1én biéu tugng godp 6 trén thanh
dinh dang).

U O O O D

o



BAl 4

CONG THUC VA HAM




va tra lai gia tr! cho bang tlnh.

1 Phai nhap dau = trudc moi cong thuc.

J File Edit Wiew Insert Format Tools Data window Help

JD@E|§@.J|J’EE‘@|'¢7*N |%Eﬁs*’*lﬁl|g,@mnf =

J Arial

”_I U|§§§|$/’ PR I:'|:||*;

aur

v X =] =AT¢B1

A D E | F | & |
1 2 5, =A1+B1
2 6 6 12
3 9 9 18
1 [ 3 10
5 6 4 10
E 3 7 10
7
B
g
10 Thanh céng thic |
11
12
I 4[» [M]:5heetl ; Sheetz / Sheets / | 4]

Edit




T
> NOi chu0i v&i chuoi: “Tin”&” Hoc” -> Tin Hoc
> NOIi sO vGi sO: 123&456 -> 123456
> NOi sO vGi chuoi: “Excel “&2000 -> Excel 2000
> NOi chuoi véi mot biéu thirc sb hoc:
“Phim “&2002/2&”dem” -> Phim 1001 déem
N&i chubi véi ham: “Téng s la “&Sum(10;20) ->
Téng so la 30
d Toantrso sanh: >, <, >=, <=, =, <>

» Cac bi€u thirc so sanh luon cho két qua la mot gia

tri logic (True hay False)
> Vidu: 240<350 -> True
250=360-100 -> False

A\



d Pia chi tuong doi: Loai dia chi nay khi sao chép
cong thirc sé bj thay dobi dia chi dong hoac dia chi
cOt.

1 Pia chi tuyét doi: S€é khong bi thay doi dia chi dong
va dia chi c6t khi sao chép cong thuc. Ki hiéu dia chi
tuyét doi: $CotsDong.

d Pia chi hon hop:

> Tuyét doi dong: Sé khong bi thay doi dia chi dong. Ki
hiéu: Cot$Dong.

> Tuyét doi cot: Dia chi c6t khong thay doi. Ki hiéu:
$CotDong.



J

J

Sau kh| tlnh am sé trd vé mot gia tri (so,
chuoi,...)
Dang thic chung cua ham:

<TEN HAM>(P i s6 1, doi so 2,..., ddi so n)

MOt ham c6 thé cé mot doi so, nhiéu doi so, hoac cbd
ham khong c6 doi s6 nao.

Céc ddi s6 trong ham ngan cach nhau bdi dau phay
(,) hay dau cham phay (;) 1a tay thudc vao viéc thiét
dat trong Regional Options clla moi may.

Vidu: =SUM(10;C8;A2:C6)

W
Eﬁ{ &Céc doi sfﬂ




d Poiso ch thé la:

MOt gia tri ki€u so (Vi du: 6)

MOt chuoi ky tu (Vi du: “TP”)

MOt dia chi 6 hay vung dia chi 6 (Vi du: A2 hay A3: E9)
Tén vung (Vi du: NKCNO)

Bi&u thic dai s6 (Vi du: 2*3+6/4)

Nhing ham khac.

YVVVYVYYVYY



> Cu phap: =SUM(d0i so 1; doi so 2;...;d0i s n)
> Coéng dung: Tinh tong cac doi so.
>

Chd y: P06i s6 phai la mot gia tri ki€u s0, c6 tdi da 30 doi
sO.
> Vidu: =SUM(10;20;30) -> 60

Jd Ham ABS
> Cu phap: =ABS(doi s0)
» Co6ng dung: Ham sé trd vé gia tri tuyét doi cla doi so.
> Vidu: =ABS(-17) -> 17

d Ham INT
> Cu phap: =INT(doi s0)
» Co6ng dung: Tra vé phan nguyén cla doi so.
>  Vidu: =INT(15,456) -> 15



> Cu phap: =MOD(d0i so 1; doi so 2)

» €ong dung: Trd vé so du khi thuc hién phép chia d6i s6
1 cho d6i so6 2.

» Vidu: =MOD(10;3) -> 1

d Ham ROUND
> Cua phap: =ROUND(Tham s; Vi tri)
v =0: Lam tron tai vi tri dau thap phan.
v >0: Lam dén so ch(t so 1é duoc chi dinh.
v' <0: Lam tron & phan nguyén vai so6 ky s6 ban chi ra.
» Cong dung: Tra vé gia tri cla tham so6 sau khi da lam
tron
> Vidu:
v" =Round(65,617;0) -> 66
v" =Round(65,617;2) -> 65,62



d Ham SQRT

Cu phap: =SQRT(d0i s0)

Cong dung: Tra vé can bac 2 cua doi so.

Vi du: =SOQRT(9) -> 3

Chu y: Néu doi so la s6 am ham sé trd vé 10i #NUM!

YV VYV




d Ham IF:
» Cu phap: =IF(logical_test;value_if true;value_if false)
v' Logical_test: diéu kién dé xét, logical c6 thé 1a két qua
cta mot ham luan ly nhu AND, OR,...
v Value if true: gia tri trd vé néu diéu kién logical_test
la TRUE.
v Value if false: gia trj trd vé néu diéu kién logical_test
|a FALSE.
> Co6ng dung: Néu biéu thuc logic ding thi ham IF trd vé
doi sd thir nhi, ngugc lai néu bi€u thic logic sai thi
ham IF trd vé doi so thur 3.
> Chuy:
v' CO thé c6 7 ham IF dugc I6ng vao nhau dé tao nén
cong thuc phuc tap hon.
v' Biéu thirc diéu kién phai c6 gia tri 1a TRUE hoac
FALSE, néu khéng ham IF trd vé gia tri #VALUE




d  Ham IF: (tt)
> Vidu: =IF(3>5;“Sai";"bung”)="?

Jd Ham AND:

» Cu phap: =AND(logical_1,logical_2,...)

logical_1,logical_2,... |a cac déu kién can kiém tra.

» €ong dung: Tra vé két qua TRUE néu tat ca diéu kién
déu TRUE, trd vé FALSE néu mot trong céac diéu kién
FALSE.

> Vidu:

v' =AND(1>0; 2>=2; 4<5; 4<=3) ->FALSE
v' =AND(1>0; 2>=2; 4<5; 4<=4) ->TRUE
J Ham OR:

» Cu phap: =OR(logical 1,logical_2,...)

» Coéng dung: Tra vé TRUE néu mot trong cac diéu kién la
TRUE. Tra vé& FALSE néu tat ca cac diéu kién Ia FALSE.



0 Ham OR: (tt)
> Vidu:
v' =OR(1>5; 2>=3; 4<4; 4<=3) ->FALSE
v' =OR(1>0; 2>=3; 4>5; 4<=3) ->TRUE

d Ham NOT:
» Cu phap: =NOT(logical)
> Cong dung: Trd vé phu dinh clla mot bi€u thic Logic
> Vidu:
v' =NOT(2=2+1) ->TRUE
v' =NOT(2<=2+1) ->FALSE



d Ham LEFT:
> Cu phap: =LEFT(text;num_chars)
v' text |a chuoi can trich ky tu.
v" num_chars la ky tu ma ban can trich bén trai chuoi
text.
> Coéng dung: Trich bén trai mot chuoi mot hoac nhiéu ky
tu dua vao so ky tu ma ban chi dinh.
> Chuy:
v" num_chars khong phai la s am.
v" num_chars néu I&n han do dai clia chuoi thi sé tra vé
toan bo chuoi text.
v" num_chars néu bd qua thi mac dinh 1a 1.
»  Vidu: =Left(“Trung tam tin hoc”; 5) -> Trung

d Ham Right: Tuong tu ham Left nhung sé rit trich s6 ky tu
bén phai clia chuoi.



d Ham MID:
> Cu phap: =MID(text;start_num,num_chars)
v Text: la chubi hoac tham chiéu dén chuoi.
v' start_num: vi tri bat dau trich loc chuoi con trong text.
v" num_chars: so ky tu cGia chuoi mdi can trich tir chuOi
text.
> Coéng dung: Trich m6t chuoi con t& mot chuOi text, bat
dau tu vi tri start_num vai sO ky tu duoc chi dinh
num_chars.
> Chuy:
v' start_num: I6n han chiéu dai chuOi text thi ham tra vé
chuoi rong *
v' start_num: nhd hon 1 ham tra vé 10i #VALUE!
v num_chars: am MID trd vé 10i #VALUE!
»  Vidu: =MID(“Trung tam tin hoc”;11;7) -> tin hoc




> Cu phap —LEN(Chu0| s0)
> Coéng dung: Tra vé db dai (so ky tu) clia chuoi so.

d Ham VALUE:
» Cul phép: =VALUE(Chuoi s0)
» Cong dung: D0oi chuoi so6 ra thanh dit liéu ki€u so.



» Cu phap: =AVERAGE(numberl;number2;...)

numberl,number2,... c6 thé co tur 1 dén 30 s6 ma ban can
tinh trung binh cong.

» Co6ng dung:Tinh trung binh cdng cla cac doi so.

Jd Ham COUNT:
» Cu phap: =COUNT(valuel;value2;...)
valuel,value2,... c6 thé cé tir 1 dén 30 ving gia tri ma ban
muon dém so6 6 chra d{t liéu kiéu so.
> Cong dung: Dém so 6 dit liéu ki€u so trong ving tham
chiéu.
d Ham MIN:
» Cu phap: =MIN(numberl;number2;...)
» Co6ng dung: Tra vé sO nhdé nhat trong cac doi so truyén
vao.



Ham AX Tu’dng tu ham MIN nhu’n e trd vé sO

>

I6n nhat trong cac doi so truyén vao.
d Ham RANK:
» Cu phap: =RANK(number; ref; order)

v number gia tri ma ban can tim vj th(r.

v" ref la mang hoac vung tham chi€u dén mo6t danh séch
gia tri ki€u sO. Nhiing gia tri khdong phai la s6 dugc bd
qua.

v" order: phuong thic sap xép:
= order =0, hoac b qua thi s6 I16n nhat co vi tri nhé

nhat (Sap xép giam).
= order = 1 thi s6 nhd nhat cé vi tri nhd nhat (Sap
X€p tang).
» Co6ng dung: Tim vj th(r cia mot s6 trong day soO.



Ham COUNTIF
> Cua phap: =COUNTIF(Day ki€m tra; Piéu kién)
v" Viung ki€m tra: La mot ving 6.
v Piéu kién: La diéu kién dé dém, c6 thé€ la hang so6 hay
dia chi cua 6 hay dang thic “>16000".
» Coéng dung: Ham Countif trd vé mot s6 bang cach tim
trong Day ki€m tra c6 bao nhiéu 6 thda man diéu kién.

d Ham SUMIF:
> Cu phap: =SUMIF(Day ki€m tra; Piéu kién; Day tinh
téng)
v' DAy tinh tdng: Tly theo cach tinh todn ma c6 thé& cé
day tinh téng hay khong.
> Céng dung: Tinh téng cla day tinh téng thod day ki€m
tra d6i véi diéu kién.



» Cu phap: =TODAY()

» Co6ng dung: Tra vé ngay hién tai trong hé thong cla ban.
Néu dinh dang 6 la General truéc khi ham nhap cong
thirc, két qud trd vé & dinh dang ngay thang.

Jd Ham DATE:
> Cu phap: =DATE(year; month; day)
> Coébng dung: Trd vé mot chuoi hoac modt so thé hién mot
ngay thang day du. Néu dinh dang 6 la General trudc khi
nhap ham thi két qua tra vé la chudi ngay thang.



Ham DAY:
» Cu phap: =DAY(serial_number)

v" serial_number dang chuoi so tuan tu cla ngay can
tim. Ngay thang nay nén nhap bang ham DATE hoac
két qua tra vé tu ham khac.

v' CO thé bi 16i néu ban nhap serial_number la moét chuOi
dang van ban.

> Céng dung: Tra vé th( tu clia ngay tUr chudi ngay thang.

d  Ham Month va ham Year: Tuong tu nhu ham Day
nhung sé cho gia tri thang va nam.



J Ham VLOOKUP:

» Cu phap: =VLOOKUP(Gia tri do tim; Bang ch(ra gia tri
do tim; COt trd vé cla bang ch(ra gia tri do tim; Ki€u do
tim)

v VLOOKUP xuat phat tir vertical lookup: do tim theo
phuong dung, hay theo coOt.
v Kiéu do tim: Dung ki€u do tim 1a 0

» Co6ng dung: DO tim mot gia tri & c6t dau tién bén trai cla
mot bang chlra gia tri do tim. Néu tim thay sé tra vé gia tri
& cung trén cung mot dong vdi gia tri tim thay trén cot ma
ban chi dinh. Ham VLOOKUP thuong dung dé dién théng
tin vao bang d{ liéu tu bang d{ liéu phu.

d  Ham HLOOKUP: Tuong tu nhu ham VLOOKUP nhung ltc
nay do tim theo dong.



J Ham INDEX:
> Cu phap: =INDEX(array; row_num; column_num)
v' array: La mOt mang .
v row_num: Chi s6 dong can trd vé gia tri.
v colum_num: Chi s6 c0t can tra vé gia tri.
> Coéng dung:Trad vé mot gia tri nam bén trong mo6t mang
dua vao chi s6 dong va coOt.

d Ham MATCH:

» Cu phap: =MATCH(lookup_value; lookup_array;
match_type)
v Lookup value: La gia tri can tim trong bang gia tri.
v Lookup_array: La mOt day 0 lién tuc dé tim ki€ém gia

tri.

v Match_type: Dung ki€u do tim la 0.

» Co6ng dung: Tra veé vj tri (chi muc) cia mot gia tri tr mot



BAI 6

CO SO DU LIEU
TREN EXCEL




EI Tap hdp Cac thong tin vé mot doi tuong du’dc IUU trir
trén may tinh, nham phuc vu cho cong viéc quan Iy
hay truy xuat doi tuong do, duoc goi la co sé dir liéu
(CSDL).

d MOt CSDL bao gdbm moét hoac nhiéu ban ghi
(Record) d{t liéu khac nhau, trong moi ban ghi c6 mot
hay nhiéu truong dit liéu (Field).



CSDL cua Excel thi trudc hét phai tao viing diéu
kién.
[ Ving diéu kién phai cé toi thi€u 1a mdt dong va mot
cOt. Bugc td chlrc nhu sau:
» Neé&u chi c6 mot diéu kién (diéu kién don):

Field
piéu kién

» Neé&u cb nhiéu diéu kién cho cung mot truong mang
tinh chat hOaUCZ Field

Piéu kién 1
Piéu kién 2




» Neéu diéu kién két hgp v4éi nhiéu trudng mang tinh

chat va:

Fieldl Field2
Piéu kién1 | Piéu kién 2

» Neéu diéu kién két hgp v4éi nhiéu trudng mang tinh
chat hoac:

Field1 Field2
Piéu kién 1

Piéu kién 2




d Vao menu Data -> Filter -> Advanced Filter

. . d d Fil 2
> Filter the list, in-place: S
K&t qua rat trich sé xuat hién  Action J
_ ™ Copy bo another location
» Copy to another location:
Chon nai khac dé thé hién List: range: | = ]
ket qua rut trich. Criteria range: | =
> List range: Chon vling Copy to: | EY
CSDL ban dau.
™ Unique recards anly
> Criteria range: Chon vuing
diéu kién rat trich, ok | ceanes |

» Copy to: Chon noi can thé hién két qua rat trich.




Vao menu Data -> Filter -> Autofllter -> T4t ca cac
trudng trong CSDL sé dugc thé hién dudi dang mot
Combo Box gdbm mot danh sach céac gia tri duoc loc
tu déng trong cac gia tri hién tai né dang chlra.
Thong qua cAc Combo Box nay, ngudi ding co thé
tim ki€m hodc trich loc thong tin mot cach nhanh

chong.| ; sTT, HO %HTEN .NGAY SINH|
3 9 Tran Thanh a | 24/12/1981
4| 4 [CaoThi |Hong | 03/01/1984
5 | 7 |Nguyén ThiHong Lan | 03/01/1984
6 | 2 |Nguyén ThiHOong Lan | 03/04/1983
7| 1 [Nguyén Thj Lan | 03/01/1984
8| 6 |Nguyén Thi Lan | 02/04/1981
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nguoi sir dung khong bi ngudi khac stra dbi cong
thUc hoac khéng xem dugc cong thuc.

d PE bao vé Worksheet nao thi ding & Worksheet do.
Vao menu Tools -> Protection -> Protect Sheet...
Pién mat khau bdo vé...

> Khi da bdo vé bang cach nhu trén thi ngugi khac sé
khong thé §L°Ia d6i dugc cong thic trén trang bang tinh
(van c6 thé xem dugc cong thuc).

d  PE cho ngudi khac khéng thé xem duoc cong thic
trén 6 hay trén thanh coéng thuc thi trudc khi lam thao
tac nhu trén hay chon nhiing 6 nao muén an cong
thUc va vao menu Format -> Cells...Qua tab
Protection, check vao muc Hidden.



ngi ﬂ»@n ﬂiuﬂr R ,ﬂ,@,,,,,.- 7 !C»&Ec
208§ 2] CLlaDR CAR B L (EVOL -
] -
Va 2 B‘pﬁ!«i aguq fj ¥/

SJ:E !‘ ﬂﬁﬂf MET vﬂﬁﬂf * RO

szmq fcﬂ.t 101 ,,,,;I@‘Eza f;,&ﬁe,!






	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35
	Slide 36
	Slide 37
	Slide 38
	Slide 39
	Slide 40
	Slide 41
	Slide 42
	Slide 43
	Slide 44
	Slide 45
	Slide 46
	Slide 47
	Slide 48
	Slide 49
	Slide 50
	Slide 51
	Slide 52
	Slide 53
	Slide 54
	Slide 55
	Slide 56
	Slide 57
	Slide 58
	Slide 59
	Slide 60
	Slide 61
	Slide 62
	Slide 63
	Slide 64
	Slide 65
	Slide 66
	Slide 67
	Slide 68
	Slide 69
	Slide 70
	Slide 71
	Slide 72
	Slide 73
	Slide 74
	Slide 75
	Slide 76
	Slide 77
	Slide 78
	Slide 79
	Slide 80
	Slide 81
	Slide 82
	Slide 83
	Slide 84
	Slide 85
	Slide 86
	Slide 87
	Slide 88
	Slide 89
	Slide 90
	Slide 91
	Slide 92
	Slide 93
	Slide 94
	Slide 95
	Slide 96
	Slide 97
	Slide 98
	Slide 99
	Slide 100
	Slide 101
	Slide 102
	Slide 103
	Slide 104
	Slide 105
	Slide 106
	Slide 107
	Slide 108
	Slide 109
	Slide 110
	Slide 111
	Slide 112
	Slide 113
	Slide 114
	Slide 115
	Slide 116
	Slide 117
	Slide 118
	Slide 119
	Slide 120
	Slide 121
	Slide 122
	Slide 123
	Slide 124
	Slide 125
	Slide 126
	Slide 127
	Slide 128
	Slide 129
	Slide 130
	Slide 131
	Slide 132
	Slide 133
	Slide 134
	Slide 135
	Slide 136
	Slide 137
	Slide 138
	Slide 139
	Slide 140
	Slide 141
	Slide 142
	Slide 143
	Slide 144
	Slide 145
	Slide 146
	Slide 147
	Slide 148
	Slide 149
	Slide 150
	Slide 151
	Slide 152
	Slide 153
	Slide 154
	Slide 155
	Slide 156
	Slide 157
	Slide 158
	Slide 159
	Slide 160
	Slide 161
	Slide 162
	Slide 163
	Slide 164
	Slide 165
	Slide 166
	Slide 167
	Slide 168
	Slide 169
	Slide 170
	Slide 171
	Slide 172
	Slide 173
	Slide 174
	Slide 175
	Slide 176
	Slide 177
	Slide 178
	Slide 179
	Slide 180
	Slide 181
	Slide 182
	Slide 183
	Slide 184
	Slide 185
	Slide 186
	Slide 187
	Slide 188
	Slide 189
	Slide 190
	Slide 191
	Slide 192
	Slide 193
	Slide 194
	Slide 195
	Slide 196
	Slide 197
	Slide 198
	Slide 199
	Slide 200
	Slide 201
	Slide 202
	Slide 203
	Slide 204
	Slide 205
	Slide 206
	Slide 207
	Slide 208
	Slide 209
	Slide 210
	Slide 211
	Slide 212
	Slide 213
	Slide 214
	Slide 215
	Slide 216
	Slide 217
	Slide 218
	Slide 219
	Slide 220
	Slide 221
	Slide 222
	Slide 223
	Slide 224
	Slide 225
	Slide 226
	Slide 227
	Slide 228
	Slide 229
	Slide 230
	Slide 231
	Slide 232
	Slide 233
	Slide 234
	Slide 235
	Slide 236
	Slide 237
	Slide 238
	Slide 239
	Slide 240
	Slide 241
	Slide 242
	Slide 243
	Slide 244
	Slide 245
	Slide 246
	Slide 247
	Slide 248
	Slide 249
	Slide 250
	Slide 251
	Slide 252
	Slide 253
	Slide 254
	Slide 255
	Slide 256
	Slide 257
	Slide 258
	Slide 259
	Slide 260
	Slide 261
	Slide 262
	Slide 263
	Slide 264
	Slide 265
	Slide 266
	Slide 267
	Slide 268
	Slide 269

