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MO B|UN KY NANG 01: HIEU BIET VE CNTT CU BAN
L. Kién thirc co ban vé mdy tinh va mang mAy tinh
1.1. Phén ciéng:

a. Khai ni¢m mdy vi tinh, may tinh c4 nhan, may dé ban, may xach tay,
may tinh bang:

- My tinh hay 1a may vi tinh 13 thiét b; dién tir dung dé ty dong héa qua
trinh thu thap, Iuru trit va xir ly théng tin. Ciu tric chung cla méy tinh bao gdm:
Bd xu ly trung tdm (CPU—Central Procesmg Unit), by nh¢ trong (Main
Memory), céc thiét bi vao/ra, by nhé ngoai (Sencondary Memory).

B0 nhé ngoai

b0

B§ xtt ly trung tdm

Bo diéu khién Bj s6
=

F

v

Thiét bi vao B6 nhé trong —» Thiét bira

So d6 cdu trac mdy tinh

- May tinh ca nhan: May tinh c4 nhin (tleng Anh: personal computer, viét
tit PC) la mot may dién toan siéu nhé, cb gia ca, kich thuéc va sy tvong thich
cua n6 khién né hiru dung cho timg c4 nhan. May tinh ca nhén hinh thanh trén
nén cong nghé vi xir 1y, cho phép céc nha san xuét dua toan by CPU 1én mdt con
chip. May tinh c4 nhén rét quen thude véi ching ta, thuong duge st dung nhu 13
mot cong cu hd tro trong cong vig¢c vi du nhu soan thao véan ban, tinh toan, quan
Iy co s¢ dit liéu, giri nhdn van ban,... Ngoai ra, n6 cén dugc dung trong cic myc
dich giai tri nhu 12 choi trd choi dién tir, nghe nhac, xem phim, luét web,...

- May tinh dé ban: La may tinh ca nhén, thuéng duge dit trén ban trogn
qua trinh sur dung, do do no6 duge goi la mdy tinh dé ban. Loai miy tinh nay
thuong to nhét trong tit ca cac PC. Mai b phan trong mdy tinh dé ban déu ¢o
thé tach roi va thay thé dugc. Dac biét 1a cé thé gén thém céc thiét bi ngoai vi
vao may tinh dé ban: loa, tai nghe, may in,.
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Hinh anh minh hoa mdy tinh dé ban

- May tinh x4ch tay (Laptop): La loai mdy tinh c4 nhén co kich thirc nho,
trong lrgngnhe, chi ning vai cén. Loai laptop hién dai thudng duge goi 1A may
tinh notebook vi kich thuéc moéng, nhd clia né. May notebook thudng chi day
10cm hodic méng hon. Céc hing san xuéit laptop va notebook ndi tiéng 13 IBM,
Apple, Compagq, Dell, Toshiba va HP. Laptop va notebook dugc lip man hinh
LCD va thudng chay bang pin, diéu nay tao cho ngudi sir dyng kha néing mang
theo st dyng khi di chuyén & nhiéu noi. Laptop va notebook két hop cic bd
phén may tinh chu yéu trong mot thiét bi duy nhét. Mady laptop co thé ¢6 & dia
mém, & CD va & VCD, hodc cac & ndy cé thé dugc ganvao nhur thiét bi ngoai vi
8 giam thidu trong hugng va kich thude.

Hinh anh minh hoa mdy tinh xdch tay

- Méy tinh bang: Ciing 12 mdt loai may tinh tuong ty notebook. Mdy tinh
bang (tiéng Anh: Tablet computer) con duge goi ngén gon 1a Tablet, 1a mét loai
thiét bj may tinh tit ca trong mdt véi man hinh cadm tmg 7 inches tr& 1én, s
dung bat cam img (néu c6) hay ngén tay dé nhép dir liéu thong tin thay cho ban
phim va chuft may tinh.

Hinh anh minh hoa may tinh bang

W



La loai thiét b di dong thir ba, khong phai la may tinh xach tay hay dién
thoai di dong N6 c6 thé cb ban phim hay chudt di kem tuy model va tuy theo
hing san xuat. Tén goi clia loai thiét bj nay 1a bang viét vi né trong gidng cai
bang.

b. Phan cting may tinh, phan biét thiét bj trung tdm va thiét bi ngoai vi.
- Phén cimg may tinh: Phin cu'ng may tinh 14 n6i dén céu tao ciia may tinh

vé mat vat ly. Bao gom toan b cac thiét bi, linh kién dién tr cha may tinh (nhu:
Case, main, chip, ram, 6 dia cimg, man hinh, chuét, ban phim...).

- Thiét bj trung tdm: La cdc thiét b chinh c4u thanh mot may tinh nhim
dam bao mdy tinh c6 thé van hanh duge, nhu: Mainboard, CPU, RAM, ROM,

dia cimg trong,...

- Thiét bj ngogi vi: Thlet bi ngoai vi 12 tén chung néi dén mt s loai thiét
bi bén ngoai dugc két néi vao may tinh vo1 tinh ning nhap xuét (IO) hodc mé&
rong kha néng luu trit (nhu mét dang bd nhé phu). Thiét bj ngoai vi cua may
tinh c6 thé 14 thiét bi cAu thanh méy tinh va khéng thé thiéu dugc & mét sé loai
may tinh hogc thiét bi cé muc dich mo rgng tinh néng hodc kha nang cua may
tinh.Céc thiét bj ngoai vi chinh: Thiét bj luu trix, thiét bi xuAt/nhdp, thit bi mang
va truyén théng.

¢. C4c thanh phan co ban clia mdy tinh dién tir: B xit Iy trung tim (CPU),
b¢ nhd trong.

- B¢ xir ly trung tdm (CPU): B phan quan trong nhit gén lén bang mach
chinh 1a b6 vi xit ly cia may tinh con goi la CPU. La noi tién hanh viee x& Iy
thong tin va phat ra tin hiéu diéu khién moi hoat dong cia may tinh, CPU c¢6 thé
trao d6i dit lidu véi bd nhé chinh hay céc thiét bj qua hé théng vio ra.

- B4 nho trong: B$ nhé trong la cac loai by nhé ndm bén trong thung méy,
dugc sir dyung luu trit chuong trinh, phuc vy qua trinh xu ly cua CPU. B§ nhé
trong chia 2 phén co ban 14 b nhé dong (RAM) va bd nhé chi doc (ROM).

+ B§ nhé déng (RAM): RAM la chir viét tit cua Random Access
Memory, b$ nh¢ truy nhép ngau nhién. La mét loai bd nhé trong, cé tbe do truy
cdp nhanh, cho phép Iuu giit thong tin trong mt khoang thdi gian ngin, 14 noi
mdy tinh truy cép x{r li thong tin tam thdi, dit liéu s& bj mét di khi bj cit ngudn
dién.

+ B§ nhé chi doc (ROM): ROM la chir viét tat cua Read Only Memory.
Lab¢ nhcr luu trit cac chuong trinh ma khi mét ngudn dién cung cép sé khong bi
(x6a) mit. Ngdy nay con c6 cdng nghé FlashROM tirc b nhé¢ ROM khong
nhimg chi doc ma con ¢6 thé ghi lai dugc, nhé ¢6 cong nghé nay BIOS dugc cai
tién thanh FlashBIOS.

d. Pon vi do tbc do cia by xu ly trung tim: Téc d¢ xir ly cha by xir 1y
trung tim dugce do bang s6 1an thyc hién mét 1énh trén mot gidy, don vi 14 He,
MHz, GHz.

- e. Don vi do dung lugng bd nhé: KB, MB, GB, TB.
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1B (byte) =8 bit
1Kb(Kilobyte) = 1024 B
1Mb(Megabyte) =1024Kb
1Gb(Gigabyte) =1024Mb
1Tb(Terabyte) =1024Gb

f. Cac loai phuong tign luu trit chinh: Dia cimg trong, dia cimg ngoai, cac
loai dia quang (CD, DVD), thé nhd, 6 nhé di dong. Biét cac don vi do dung
long luu trit nhur bit, byte, KB, MB, GB, TB. Biét c4c don vi do tbc d quay
clia clia O cimg (rpm - rounds per minute) va do tdc dd ghi/doc cua phuong tién
lwu trir (bps - bits per second). Biét khai niém luu trir trén mang, luu trir t&p tin
tryrc tuyen. )

g. Céc thiét bj nhap thong dung va cach noi ching vao mday tinh: Ban
phim, chudt, bi lin (trackball), bang cham (touchpad), biit cham (stylus), man
hinh cdm img, cin diéu khién (joystick), méy ghi hinh tryc tiép (webcam), may
anh k¥ thudt so, mi-crd (micro), may quét anh (scanner).

h. Mot s6 thiét bi xuat théng dung va cach nbi chiing vao méy tinh: Man
hinh, man hinh cam mg, may in, loa, tai nghe. . o

i. Céc cong thong dung: Cong ndi tiép, céng song song, cong ndi tiep van
ning (USB), cdng mang.

1.2. Phin mém

a. Khai niém phin mém va vai trd cia phén mém.

- Phin mém méy tinh (Computer Software) hay goi tit 13 Phin mém
(Soﬁware) la mot tap hop nhiing cdu 1énh hodc chi thj (Instruction) dugc viet
bing mdt hodc nhiéu ngdn ngit 1dp trinh theo mét trit ty xac dinh, va cac dit liéu
hay tai liéu lién quan nham ty dong thuc hién mdt s6 nhiém vu hay chirc ning
ho#c gidi quyet mdt van d& cu thé nao do.

- Vai trd cia phén mém: Phin mém c6 vai tro gilp van hanh hé théong
phan cimg (mdy tinh, thiét bi mang,...) va thuc hién céc chic ning khic ma
ngudi ding cén.

b. Phén biét hai loai phAn mé&m chinh: phin mém hé théng (Vi du: h¢ diéu
hanh) va phin mém tmg dung.

- Phin mém hé théng: La phan mém may tinh thiét ké cho viéc vén hanh
va didu khién phin cimg may tinh va cung cip mot kién triic cho viéc chay phan
mem ung dung.

- Phin mém tmg dung: (tiéng Anh: Application software, con viét tht 1a
Application hoic app) 1a mét loai chwong trinh cé kha néng lam cho mdy tinh
thire hién trire tiép mét cdng viée nao dé ngudi dung mubn thire hién.

¢. Chirc néing ciia hé didu hanh, biét tén ctia mdt s6 hé diéu hanh thong
dung.

- Hé didu hanh 14 mot phin m&m chay trén may tinh, ding dé diéu hanh,
quan ly cac thiét bj phan ctmg va cic tdi nguyén phéan mém trén may tinh. Hé
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dié‘u hanh déng vai tré trung gian trong vigc giao tiép gitta ngudi sir dung va
phan cimg mdy tinh, cung cip mét méi trudmg cho phép ngudi sir dung phat
trién va thyc hién cac tng dung cia ho mét cach d& dang.

- Céc hé diéu hanh duge sir dung ngay nay trén cic mdy tinh da chirc ning
(nhu méy tinh c4 nhan) chi yéu gdm hai chiing loai: hé didu hanh he Unix va hé
diéu hanh ho Microsoft Windows. Céc mdy tinh me (Mainframe computer) va
céc h¢ thong nhiing ding nhiéu loai hé diéu hanh khac nhau, khéng phai I3 Unix
hay Windows, nhung cfing twong tir nhur Unix hay Windows.

d. Chitc ning cua mét s6 phan mém tmg dung thong dung: Xir 1y viin ban,
bang tinh, h¢ quin trj co s& dir lidu, trinh chiéu, thu dién t, trinh duyét web,
bién tap anh, trd choi may tinh va mot sé phin mém khac.

e. Phin mém thuong mai va phAn mém ngudn mé.

- Phin mém ngudn mé: La nhing phin mém dugc cung cdp dudi dang ma
nguon, khong chi mién ph tién mua ma chi yéu Ia mién phi v& ban quyén. Do
c6 dugc mi ngudn cia phdn mém va co quy dinh vé gidy phép phin mém ngudn
m¢ (vi du General Public Licence — GPL), ngudi st dung ¢6 quyén sira dbi, cai
tién, phat trién va ning cap theo mot sb nguyén tic chung dd duge qui dinh ma
khong can phai xin phép ai.

- Phin mém thuong mai: La phin mém duogc san xuit nhim muyc dich
bubn ban hodc phyc vu cho cdc myc dich thiong mai. Phan mém thuong mai cé
thé 1a phédn mém sé& hiru doc quyén hodic cdc md hinh kinh doanh cho phén mém
mé ngudn md.

f. Tén va chic nang ciia mét s6 phin mém ngudn mé théng dung xir ly
van ban, bang tinh, trinh chiéu, thu dién ti, trinh duyét web, bién tap anh.

Phin mém vin phong OpenOffice.org véi 6 md dun: Soan thao vin ban -
Writer; Bang tinh dién tit - Calc; Trinh chiéu - Impress; Co s& dit liéu - Base; Db
hog - Draw; Soan thao cong thirc toan hoc - Math. Phin mém quén 1y thu dién
td  Mozilla  Thunderbird; trinh duyét web:  Firefox, Google
Chrome,Opera,...Phdn mém xi Iy anh GIMP.,

1.3. Mang may tinh va truyén thong

a. Khai niém mang may tinh.

b. Mang may tinh la mét tp hop cdc mdy tinh duge két ndi theo mét
phuong thirc nao d6 sao cho chiing c6 thé trao ddi dir liéu va dung chung cic
thiét bj. Cac méy tinh dugc két ndi c6 thé trong cung m{t phong, mét toa nha,
mét thanh phd hoic trén pham vi todn cAu.Phan biét mang cyuc b (LAN), mang
dién rong (WAN).

- Mang cuc bd (LAN): LAN 14 viét tit ciia Local Area Network la mang
cyc bd két n6i cic may tinh véi nhau trong mgt khu vyc c6 khong gian nho
(nhu: truéng hoc, co quan,...) dé chia sé tai nguyén va trao dbi théng tin. Két
n6i dugc thyc hién thong qua mdi trudng truyén théng tée do cao nhu diy cép.
Céac LAN ciing c6 thé két ndi véi nhau thanh WAN, LAN thudmg bao gbm mot
may chi (server , host) va cdc mdy khach (client, mdy tram).

10



i i team il d 30T

e A, RS L SR AR, 21

3
K
i
i
3
Eil

JERCTRTRN T

SN S it s

- Mang dién rong (WAN): Wide Area Networks 12 mang duoc thiét 1ap
d2 lién két cac mdy tinh cua hai hay nhiéu khu vire khac nhau, & khodng cach xa
vé mit dia 1y, nhu gitra cac quén trong mét thanh phd, hay giita cac thanh pho
hay cdc mién trohg nudc. WAN c6 thd két ndi thanh mang riéng cia mot to
chire, hay ¢ thé phai két ndi qua nhiéu ha ting mang cdng cdng va cuia cac cong
ty vién thong khéc nhau.

c. May khach/méy chu.

. M5 hinh xir 1y kidu khéch - chii duge xem nhu 13 mét mic cao hon,
mét sy phat trién ty nhién ciia mo hinh xir 1y chia s¢ thiét bi. Trong mang s& c6
mét s6 méy 1a may chu (server) khong nhimg chi cung clp céc dich vu file hay
in 4n ma ca cac dich v xir 1y do céc mdy tinh khach (client) yéu cau.

- May chii (Server): La mdt mdy tinh dugc két noi véi mdt mang may
tinh hoic internet, ¢ IP tinh, c6 ning lyc xur ly cao va trén d6 ngudi ta cai dat
c4c phin mém dé& phuc vu cho cdc mdy tinh khac truy cap dé yéu ciu cung cép
cac dich vy v tai nguyén. May chi ddm nhén vai tro cung cép dit liéu trong sudt
24h va 360 ngdy cho cdc may tram (client) ciia ngudi dung trong tb chirc.

- May khiich (Client): La mdt may tinh diing phyc vu nhu ciu 1am viéc,
hoc hanh, vui choi ciia con ngudi ma mdi Client tiy theo muyc dich sir dung thi
dugc trang bi céc tinh ning va chuong trinh riéng,

d. Truyén dit liéu trén mang, toc 4o truyén va cac sb do (vi du: bps, kbps,
Mbps, Gbps).

- Truyén dit liéu trén mang: La viéc trao dbi cac théong tin, dit liéu gilta
cic may tinh véi nhau trong cdc méi truomg mang (LAN, WAN, Internet,...).
Trong mang cuc bd thong tin duge di theo con dudng xac dinh boi ciu tric cia
mang, Khi ngudi ta xéc dinh cdu tric clia mang thi thong tin s& ludn ludn di theo
chu tric ¢4 xac dinh d6. Con v&i mang dién rdng dit liéu cAu tric c6 thé phirc
tap hon nhiéu do viéc sir dung cac dich vy truyén dit liéu. Trong qud trinh hoat
dong céc diém nut c6 thé thay ddi dudng di clia céc thong tin khi phat hién ra co
truc tric trén dudng truyén hay khi phat hién c6 qua nhidu théng tin can truyén
gitra hai didm nut nao d6. Trén mang dién rong théng tin cd thé co cac con
dudmg di khic nhau, didu d6 cho phép c6 thé sir dung t6i da cdc ning lyc cua
dudng truyén hay nang cao didu kién an toan trong truyén dit lidu.

- Téc @b truyén dit lidu: Téec 86 truyén dén dir liéu duge do bing bps,
Kbps, Mbps, Gbps.

+ bps: bit per second (1 bit/1 gidy): 1 gidy truyén dugc 1 bit dit liéu.
+ Kbps = 1000 bps

+ Mbps = 1000 Kbps

+ Gbps = 1000 Mbps.

e. Khai niém phuong tién truyén théng (media)

- Phuong tién truyén thong (media): La viéc van dung céc kha nang clua
co thd, str dung nhitng phuong tién c6 sin trong thién nhién, nhing cong cu
nhan tao d& difn ta va chuyén tai nhitg thong tin, thong di¢p tir ban than dén
ngudi khéc hay tir noi ndy sang noi khac.

- Phuong tién truyén théng ciing duoc hiéu nhu cac kénh truyén thong

+

qua d6 tin tirc, giai trf, gido duc, dir liu hojc tin nhan quéng céo dugc phd bién.
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Phuong tién truyén théng bao gdm tét c4 phét thanh truyén hinh va phuong tién
truyén thong hep vira nhu béo, tap chi, truyén hinh, dai phat thanh, bang quing
céo, giri thu tryc tiép, dién thoai, fax, va internet.

f. Khai niém bing théng (bandwidth).

- Béng théng (bandwidth): Bing théng tén quéc té 1a bandwidth. Thujt
ngif nay ding dé chi Iuu luong cua tin hidu dién duge truyén qua thiét bj truyén
dan trong mét gidy 1a bao nhiéu.

- Trong linh vyre luu trir website, thudt ngir "bing thong" thudmg dugc sir
dung dé mo ta sb luong dir ligu t5i da, ma ban dugc phép trao ddi (bao gdm
upload va download) qua lai giita website (ho#ic server) va ngudi sir dung trong
m{t don vi thoi gian (thudng 1a thang).

. & Phén biét cic phuong tién truyén din: cé ddy (vi dy: cap dién thoai, cép
dong tryc, cap quang), khong day (vi du: séng v6 tuyén).

- Phuong tién truyén dén c6 day: Céc loai phuong tién truyén din c6 day
nhu: cap dién thoai, cap d("ing tryc, cap quang,

- Phuong tién truyén din khéng ddy, nhu: séng v4 tuyén.

h. Khai niém mang Internet, intranet, extranet.

- Internet: Internetld mang may tinh khong 16, két néi hang triéu may
tinh, mang may tinh trén khép thé gisi va sir dung bd giao thic truyén théng
TCP/IP. Internet d4m bao cho moi ngudi kha néng thdm nhap dén nhidu ngudn
thong tin thudng truc, cung cip céc chi din bd ich, dich vy mua bén, truyén tép,
thu tin dién tir va nhiéu kha nang khéc nita.

- Ngay nay Internet d3 tr& thanh hé théng mang toan ciu khong thé thiéu
dugc trong qua trinh phat trién cia nhan loai. Internet tré thanh kho (i nguyén
thdng tin khong 16, luu trit ngin nhur todn bé tri thirc cita nhan logi d3 gianh
dugc trong qud trinh phét trién ctia minh; cung cap cho ngudi sir dung céc cong
cy khai thac kho tai nguyén thong tin tién lgi, nhanh chéng va hién dai, thic day
phat trién thwong mai dién t&, chinh phu dién tir. Mét trong céc tién ich phd
théng cia Internet 14 hé théng thir dién tir (email), tro chuyén tryc tuyén (chat),
cdng cy tim kiém (search engine), cc dich vy thuong mai va chuyén ngan va
cac dich vy vé y té gido duc nhu 13 chita bénh tir xa hodic td chic céc 16p hoc tir
xa. Intranet:Intranet 1a mang ndi bd nhung vén hanh trén giao thirc cia Internet,
noi ma chi cho phép cic thanh vién trong cing mét td chirc ¢é quyén truy cap.
No6i cach khac Intranet hoat dong theo cdc giao thirc cia Internet nhung bj ngén
can véi phia ngoai bdi tuong lra va chi céc thanh vién trong mang méi ¢6 kha
ning truy cép.

- Extranet: Mang mé rong (Extranet) l4 mang ndi bd (Intranet) nhung
cho phép mét sb déi tugng ngoai té chirc truy cap voi nhiéu mirc do phé4n quyén
khéc nhau. Mang mé rdng gitp tb chirc lién hé véi déi tic tién loi, nhanh chong,
kinh té hon.

i. Phan biét giita “dich vu két ndi Internet” (vi du: Dial-up, ADSL,
FTTH) va “phuong thirc két ndi Internet” (vi dy: bing dudmg day thoai, dién
thoai di dong, cap, khong ddy, vé tinh).
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- Che dich vy két nbi Internet: C6 nhidu dang dich vu két ndi Internet ma
ISP (Internet Service Provider - nha cung chp dich vy Internet) cung cap cho
khach hang:

+ Dich vu két ndi Internet tryc tiép bang dudng céap riéng (vi du Leased-
line): Déi vé6i nhing t4 chirc c6 nhu ciu két n6i Internet téc dd cao, én dinh c6
thé thué dich vu két ndi truc tiép. Mang cia t6 chirc st dyung dudng leased-line
<& luon Iudn két néi véi Internet thong qua dudng truyén dén riéng. Thudng cic
t chirc nay s& duoc ISP cp cho mét vung dia chi IP tinh. V&i ving dia chi IP
nay, tb chirc ¢6 thé gén dia chi tinh cho cc may chu va ty duy tr cac may chu
dich vu nhu FTP, mail, web, DNS,...

T K&t néi dial-up: Con goi 1a két ndi quay sb. Day 12 hinh thirc ket néi diu
tién va thudng dung cach day 7 nam. Téc @9 dudng truyén Internet cua loai két
ndi nay rét thap va phu thudc vao tbc dd gidi han cia modem, thuong chi tu 56
Kbps tr& xudng. Dé sir dung két ndi nay, ban cin cé mot modem dial-up (loai
gén trong hoc gén ngoai) va dudmg day dign thoai. Sau d6 quay sb két nbi coa
nha cung cdp dich vy Internet ma khéng can phai lam hop dong ding ky sir
dung. Khi dang két ni, dién thoai ban nha xem nhu bén.

+ Dich vu két ndi Internet tbc dd cao (ADSL): Déy la dang thirc két ndi
Internet sir dung dudmg day dién thoai nhung co tdc dd két ndi Internet cao va 1a
két nbi lién tuc, tirc mang cuia td chirc duge ludn ludn két nbi t6i Internet
(always-on) . Néu thué bao ADSL dugc ISP cap dia chi tinh thi hoan toan ¢4 thé
sir dung két nbi lien tuc nay dé ty duy tri cdc may chb dich vu nhu fip, mail,
web, dns... tuong tu nhu sir dung két ndi leased-line.

+ Dich vuy FTTH: FTTH 1a cum tur viét tit cua thuat ngit Fiber-To-The-
Home. La dich vu truy cap Intemnet hién dai nhét véi dudng truyén din hoan
todn béng cap quang dén dia chi thué bao véi toe dd truyén dan cao, én dinh va
bao maét.

- Céc phuong thirc két nbi Internet: Cling véi céac dich vu két ndi internet
& trén thi ciing ¢6 cac phuong thirc két ndi internet nhu: Bing dudng ddy thoai
(dbi vdi két noi Dial-up va ADSL), dién thoai di dong (3G), cap quang (FTTH),
khong day (wifi), vé tinh.

IL. Céc itng dung ciia cdng nghé thong tin — truyén thong
2.1. Mbt sb frng dung cdng va irng dung trong kinh doanh

a. Céc dich vu Internet khéc nhau danh cho ngudi dung: Thuong mai dién
tir (e-commerce), ngdn hing dién tir (e-banking), chinh phu dién tir (e-
government).

- Thuong mai dién tir: Thuong mai dién tir, hay con goi 14 e-commerce, e-
comm hay EC, 1 sy mua ban san phém hay dich vy trén cac hé théng dién i
nhu Internet va cdc mang may tinh. Thuong mai dién tir dya trén mot s& cong
nghé nhu chuyén tidn dién tir, quan ly chudi day chuyén cung img, tiép thi
Internet, qu trinth giao dich truc tuyén, trao dbi dir liéu dién tr (EDI), cac hé
théng quan 1y hang ton kho, va cc hé théng tu dong thu thap dit liéu. Thuong
mai dién tir hién dai thudng sir dung mang World Wide Web 1a mdt diém it nhat

.
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phai c6 trong chu trinh giao dich, mic du né cé thé bap gbm mdt pham vi 16n
hon v€ mit cong ngh¢ nhur email, céc thiét bj di dong ciing nhu dién thoai.

.~ Ngén hang dién tu: La cac hinh thic dich vy ngin hang dugc giao djch
bang phuong tién dién tir.,

. - Chinh phu dién tir; Chinh phu dién t&r 1a Chinh pha ung dung CNTT
nhim néng cao hiéu lyc, hidu qua hoat’dc',‘)ng cia co quari nhd nude, ting cudng
cong khai, minh bach théng tin, cung cip dich vy cong tbt hon cho ngudi dan va
doanh nghiép. '

b. Khai niém hoc tép tryc tuyen (e-learning), dao tao tryc tuyén, dao tao
tir xa, “lam viéc tir xa” (teleworking), hoi nghi tryc tuyén (teleconference), mét
s6 tu diém va nhugce didm ctia cdc phuong thirc nay

- Hoc tip truc tuyén (e-learning):La phuong thic hoc 4o théng qua mét
may vi tinh noi mang doi v6i mét mdy chu & noi khéc ¢6 luu gitr san bai giang
diél} tr va phan mém can thiét dé cé thé hdi/yéu ciu/ra & cho hoc vién hoc trizc
tuyén tir xa.

Uu diém:

Gido dyc tryc tuyén cho phép dao tao moi luc mol noi, trgyén dat kién
thirc theo yéu céu, théng tin dip img nhanh chéng. Hoc vién co thé truy cép cac
khoa hoc bat ky noi déu nhu vin phong lam viég, tal nha, tai nhing diém
Internet cng cdng, 24 gio mét ngdy, 7 ngdy trong tuan.

Tiét kiém chi phi : Gidip giam khoéng 60% chi phi bao gbm chi phi di lai
va chi phi t6 chic dja di€m. Hoc vién chi ton chi phi trong vigc dang ki khoé hoc
va c6 thé dang ki nhiéu khod hoc ma ho céan.

Tiét kiém thoi gian: gitp giam thoi gian dao tao tir 20-40% so v6i phuong
phap giang day truyen thong nh& han che sy phan tan va thdi gian di lai.

Uyén chuyén va linh dong: Hoc vién c6 thé chon lya nhimg khod hoc cé
sy chi dan cua gidng vién tryc tuyén hodc khod hgc ty tuwong tac (Interactive
Self-pace Course), ty diéu chinh téc do hoc theo kha néng va c6 thé ning cao
kien thire thdng qua nhitng thu vién tryc tuyén

) Tf)i vu: Noi dung truyén tai nhit quan. Cac t6 chirc c6 thé dong thoi cung
cap nhiéu nganh hgc, khéa hoc cling nhu cip d6 hoc khac nhau giap hoc vién dé
dang lya chon

_ He thong héa: E-learning d& dang tao va cho phép hoc vién tham gia hoc,
deé dang theo ddi tién d§ hoc tdp, va két qua hoc tap ciia hoc vién. Vi kha ning
tgo nhitng bai danh gia, ngudi quan 1i d& dang biét duge nhén vién nao di tham
gia hoc, khi nao ho hoan tat khoa hoc, 1am thé nao ho thyc hién va mic d6 phat
trién cia ho.

Nhuwoc diém:

Su giao tiép can thiét giita nguoi day va ngudi hoc bi phd va. Ngudi hoc
s€ khéng dugc rén ki nang giao tiép x4 hoi.
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Dbi véi nhitng mén hoc mang tinh thuc nghiém, E-Learning khong thé
dap tmg yéu cau mén hoc, khéng ren duge cho ngudi hoc thao tac thuc hanh thi
nghiém, ki ning nghién ctru thye nghiém.

- Pao tao tryc tuyén: La hinh thirc dao tao c6 sir dung két ndi mang dé
thire hién viéc hoc, lay tai liéu hoc, giao tiép gifta ngudi hoe véi nhau va voi
gido vién.

Dio tao tryc tuyén 13 hinh thirc truyén tai ndi dung bing phuong tién dién
tir qua trinh duyét Web, vi dy nhu Netscape Navigator hay Internet Explorer
thong qua mang Internet/Intranet hay qua cac hinh thirc khac nhu CD-ROM,
DVD broadcast video, ndi dung theo yéu cau (content on demand) hay virtual
classrooms (16p Hoc 40). N6i mdt cach khéc, d3o tao trirc tuyén 1a su két hop cua
Internet va c4c cdng nghé so tao ra mb hinh dao tao trong dd céc thong tin vé
gido duc, dao tao, cac kien thire va sy linh hdi duge thyc hién thong qua cac may
tinh, Internet, cac Website hodc tir t8 chirc mang.

U, nhuge diém cta hinh thirc dao tao tryc tuyén co ban twong ty nhu hoc
tap tryc tuyen.

- Hi nghj tryuc tuyén (teleconference): Hoi nghi trire tuyén con dugc
goi voi céc tén goi khac: hoi nghi truyén hinh, hop tryc tuyén, video conference,
13 hé thong thiét bi (bao gém ca phéan cimg va phéan mém) truyén téi hinh anh va
4m thanh gitta hai hojc nhidu dia diém tir xa két ndi qua duémg truyén mang
Internet, WAN hay LAN, dé dua tin hiéu am thanh va hinh anh cia cdc phong
hop dén véi nhau nhu dang ngoi hop cung mét phong hop; Thiét bj nay cho
phép hai hodc nhiéu dia didm cing dong thoi lién lac hai chiéu thong qua video
va truyén 4m thanh.

Uu diém:

- Gitip tiét kiém t6i da chi phi.

- Han ché ddng thoi gitp giam thoi gian cho viée di chuyén.

- Cho phép td chirc hoi nghi, hoi thao, hdi hop theo thoi gian thyre.

- Hoi nghj truyén hinh trl,Ic‘tuyé‘n giup rat ngén khoang cach, cho phép
trao dbi tryc tiép ciing luc gitta nhiéu diém tur nhiéu dja diém céch xa.

- Viée tb chirc hdi hop duge thuan lgi va nhanh chéng hon.

- Tinh bao mat an toan, cho phép luu trir toan bd ndi dung cude hop, hay
ndi dung hoi thao. ..

Nhuwoc diém:

- Kho bao quét toan the hoi nghi, d&n dén viéc quan 1y céc dai bidu tham
dir bj han che.

. - Trong mdt sb hdi nghi nhét dinh, td chirc theo hinh thirc hdi nghi truc
tuyén s& 1am gidm tinh chét trang trong hogc s6i ndi cna hdi nghi.

M
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- Khéng tgo ra khéng gian dé céc dai bidu giao luu, hoc héi kinh nghiép
hogc trao ddi bén I€ cac van dé cung quan tm.

2.2. M{t s0 irng dung phd bién dé lién lac, truyén théng
a. Thu dién tir (e-mail) va cdng dung cia né.

Thur dién tir, hay email 1a mt hé théng chuyén nhén thu tir qua cic mang
may tinh. Dy 1a mét phuong tién théng tin rit nhanh. Mot mAu théng tin (thu
tir) ¢6 thé dugc gui di & dang ma hod hay dang théng thudng va dugc chuyén
qua cac mang mdy tinh dic biét 1a mang Internet. N6 c6 thé chuyén miu thong
tin tir mdt may nguon t6i mét hay rat nhiéu may nhan trong cing lic.

. Ngdy nay, email chang nhitng c6 thé truyén gtri duge chit, né con c6 thé
truyén ‘duqc‘céc dang théng tix} khac nhu hinh anh, 4m thanh, phim, va djc biét
cdc phin meém thu di¢n tir kieu méi con cé thé hin thj céc email dang séng
ddng tuong thich véi kiéu tép HTML.

Thu dién tir dugce ding dé giri nhan céc thong tin tir may tinh nay dén mot
hay nhiéu may tinh khac.

b. Khéi niém céng théng tin dién t, trang tin dién tir.

Cbng thong tin di¢n tir:La diém truy cap duy nhét cta co quan trén moéi
truong mang, lién keét, tich hop cac kénh théng tin, cdc dich vu va cdc (mg dung
ma qua d6 ngudi ding c6 thé khai thac, sir dung va c4 nhan héa vige hién thi
thong tin.

¢. Cach phén loai trang tin dién tir (bdo dién ti, trang tin dién tir téng hop,
trang tin di¢n tir ndi b, trang tin dién tir c4 nhan, trang tin di¢n tir ing dung
chuyén nganh).

- Trang tin dién tir: L4 trang thong tin hodic mét tap hop trang théng tin

A A 1 ' ' A £ As N .
tren mo1 trudng mang phyc vu cho vige cung cap, trao ddi thong tin.

- Bao dién tir: Hay 12 bdo tryc tuyén, bio mang 13 loai hinh béo chi dugc
x4y dung dudi hinh thirc mét trang web va phat hanh dya trén nén tang Internet.
B4o mang dién tir dugc xudt ban boi Toa soan dién tir, con ngudi doc bio dya
trén mdy tinh, di¢n thoai di dong, méy tinh bang...c6 két ndi Internet. Tin tirc
trén bao dién tir dugc cép nhét thudng xuyén, tin ngin va théng tin tir nhidu
ngudn khac nhau.

- Trang thong tin dién tir tong hop: La trang thong tin dién tir cha co
quan, t0 chirc, doanh nghiép cung clp thong tin tong hep trén co s& trich din
nguyén van, chinh xdc nguén tin chinh thitc va ghi 18 tén tac gia hodc tén co
quan ctia ngudn tin chinh thirc, thoi gian d4 déng, phat théng tin d6.

- Trang thing tin di¢n tir ni b: 1A trang thdng tin dién tir cha co quan,
td chire, doanh nghiép cung cé‘ip théng tin vé chirc nang, quyén han, nhi¢m vy, t8
chirc bd may, dich vy, san phim, nganh nghé va thong tin khac phuc vu cho hoat
dong cta chinh co quan, to chirc, doanh nghiép d6 va khong cung cAp thdng tin
tong hop.
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- Trang thong tin di¢n tir ci nhan: 2 trang thong tin dién ti do ca nhén
thidt 14p hodc thiét 1p thong qua viée sir dung dich vy mang x& hoi & cung cép,
irao d3i thong tin ca chinh cé nhin d6, khong dai dién cho to chuc hodc ca
nhan khac va khong cung cap thong tin téng hop.

- Trang thong tin di¢n tir ¥ng dung chuyén nganh: La trang thong tin
dién tir ciia co quan, to chirc, doanh nghiép cung chp dich vy {mg dung trong
linh virc vién thong, cong nghé thong tin, phét thanh, truyén hinh, thuong mai,
tai chinh, ngin hang, van héa, y té, gido duc va céc linh vyrc chuyén nganh khac
va khéng cung cép thong tin tong hop.

- Trang tin ca nhin (weblog, blog): La mét tap san ca nhén truc tuyén,
mét quyén nhét ky dya trén nén web hay mdt ban tin tryc tuyén nhim théng bio
v& nhimg sur kién xdy ra hiing ngay vé mt vén d& nio d6. Thong thudng cb lién
quan t6i kinh nghiém hogc y kien c4 nhén, chu yéu cung cép thong tin de cép téi
nhimg cht dé chon loc

[IL.Cic vin d2 an toan théng tin co ban khi Iam vige véi mdy tinh
3.1. Kiém soat truy nhép, bao dim an toan cho dit li¢u
a. Tén ngudi dung (user name), mét khau (password).

Tén ngudi dung va mét khiu duge ding dé x4c thuec mot tai khoan ngudi
dung khi truy nhap vao phin mém trén méy tinh, mang va Internet. User name
va password dugc sit dung nhim xéc thye cd nhan va dam bao céc thong tin ca
nhén dugc bao vé.

b. Céch sit dung mat khiu tt (khong chia sé mét khdu, thay dbi thuong
xuyén, chon mét khdu c6 9 dai thich hgp, xen 1an giira chit ci va so).

Khéng chia sé mét khéu tai khoan cho bat ky ai. Thudng xuyén thay dbi
mat khéu (t6t nhat 13 03 thang 1 lan). Sir dung mét khau dai bao gbm ca s, chir
c4i va ky hiéu. Mét khau cang dai cang kho doan. Vi viy, tao mat khau dai s&
giup giif théng tin an toan. Viéc thém s6, ky higu va chir cai két hop viét hoa viet
thudmg s& khién ké xam nhap tidm 4n hojic nhimg ngudi khéc khé doan hogc bé
khéa mat khau hon. Khong sir dung '123456' hodc ‘password' va tranh sir dung
cac thdng tin cong bb cong khai nhu s6 dién thoai ctia ngudi ding trong mét
khau.

Tuyét d6i khong nhap mét khéu ctia ngudi ding sau khi truy cfip vao lién
két trong email duge giri tir mdt trang web khdng déang tin cdy.

c. Céch d& phéong khi giao dich tryc tuyén:

K'hi tham gia giao dich trirc tuyén, khong dé 10 (che déu) hd so ¢4 nhan,
han ché giri théng tin c4 nhén, canh gidc véi ngudi la, canh gidc voi thu gia
mao; than trong voi wifi cong cdng, mang x4 hdi. Ludn kiém tra nhdm phat hién
va g& bo cac phdn mém ddc hai.

Khong bao gio tra 161 email yéu cAu thong tin tai chinh hofic ¢4 nhan.
Thay vao d6, lién lac vdi ngudi hodc to chirc tai s6 dién thoai ho#c trang web

B
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hop phap. Khéng sir dung thong tin lién hé cung cép trong email va khéng bam
vao bt ky file dinh kém hoiic cac siéu lién két trong email nghi ngg.

Khéng cung cdp mat khiu, mi PIN hojic md truy cap khéc dé dap tng vé&i
cac email tr dja chi la hodc cira sb méi. Chi nhdp théng tin vao cic trang web
hodc img dung hep phép.

Khong mé tap tin dinh kém email ddng ngd, ngay ca khi chang dén tir
nhimg ngudi giri d4 quen biét. Néu nhan duge mét tap tin dinh kém bét ngd, cAn
lién hé véi ngudi g (tot nhit 1a bing mét phuong phap khéc ngodi email,
chéng han nhu dién thoai) dé xc nhan ring tap tin dinh kém 13 hop phép.

Khéng tra 161 bat ky email dang ngo hodc tir dia chi la.
d. Khai ni¢m va tic dyng cla tudng Iira (firewall).

Firewall 14 rao chin ma mét s c4 nhan, tb chirc, doanh nghiép, co quan
nhd nude 13p ra nhim ngin chin ngudi dung mang Internet truy c¢dp cic théng
tin khéng mong mudn hoic (va) ngan chin ngudi dung tir bén ngoai truy nhip
cic théng tin bao mat nim trong mang ndi b..

Tac dung cua Firewall 1 kiém soat ludng théng tin gitta Intranet va
Internet. Thiét 1gp co ché digéu khién dong théng tin gitta Intranet va mang
Internet. Mot tuong Ira ¢6 thé loc Iuu lugng tir céc ngudn truy cép nguy hiém
nhyr hacker, mt so loai virus tan cong dé ching khong thé pha hoai hay 1am té
liét hé thdng. Ngoai ra vi cac ngufin truy c8p ra vao gilta mang ndi by va mang
khac déu phai théng qua tudmg Ira nén tudng lira con cé tac dung theo ddi, phan
tich céc ludng luu lugng truy cép va quyét dinh s& lam gi véi nhimg ludng huu
lugng déng ngd nhur khod lai mt sé ngudn dir ligu khong cho phép truy cdp
hodc theo d6i mét giao dich dédng ngér nao d6.

e. Cich ngan chin trém cdp dit liéu bing cich khéa maéy tinh, khéa
phuong tién huu trit khi roi noi lam viée.

- Khéa may tinh, khoéa phuong tién luu trit khi réi noi 1am viée: Khi rai
khoi noi dang lam viéc, nhdm han ché viéc dit lidu bj trém cip, ching ta c6 thé
khéa méy tinh hogc céc thiét bi luu trit bing cach cai dat tai khoan ngudi ding
hodc sir dung mat khiu cho céc théng tin quan trong. Ngoai ra, c6 thé khéa 4 dia
quang (CD ROM) va cbng USB béng c4c phdn mém tién ich.

- Sao luu dir liéu dy phong: L4 viéc tao ra cac ban sao cia dif lidu gbc, cht
gilt & mdt noi an toan va 13y ra sir dung (restore) khi h¢ théng gip su cb. Sao luu
(backup) dit li¢u 14 céch tot nhat hién nay dé bao vé dit liéu.

f. TAm quan trong cua viéc sao luu dir liéu dy phong

Viée sao lwu dit ligu dy phong cling nhu ¢6 cac phuong an dy phong
nhim khdi phyc lai nfur ban dAu khi khéng may c6 sy ¢o xdy ra véi hé thén
théng tin ctia minh: 15i hé déu hanh, 15i phin mém, mdy chi nhiém m3 déc, thiét
bi phan ctimg hong, hacker tAn cdng... 14 nhimg nguy co tiém 4n cé thé 1am mét
hodc hu hong dit ligu quan trong ctia doanh nghiép (thong tin khach hang, email,
s4 sach, chung tir giao dich, hgp déng,. "
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3.2. Phin mém dbc hai (malware)

a. Céc phin mém ddc hai (malware) nhu virus, worms, trojan, spyware,
adware va cach tdy lan.

- Virus: La mot chucmg trinh hay cidc doan mé thudng 4n trong mét
chuong trinh khéc ¢6 vé nhu v6 hai nhung no lai c6 kha nang ty nhén ban va lay
lan chinh né vic mét chuong trinh khac khi churrong trinh do duge md, kich hoat
va thurorng s& thuc hién mot hanh déng giy hai (nhu phd hiy dit li¢u). N6 c6 thé
di chuyén lay lan tir may nay sang may khdc thdng qua dudng truyén Internet,
céc tp tin chia sé, tdp tin dinh kém trong email, hay cac tién ich

- worms (sfu may tinh):M¢t chuong trinh cfing c6 kha ning tw nhén ban
va tim cach lay lan qua hé théng mang nhim thyc hién nhimng hanh dong pha
hoai trén d6i teong bi nhiém. Ngoai ra, sdu may tinh cha yeu thue hién pha hoai
hé théng mang thdng tin chia sé, lam gidm khé nang hoat dong cua mang.
Nguoc lai véi virus, sdu mdy tinh 1a mat phan mém ddc lap, khéng yéu cau mot
chu the hay nhitng tdc dong bén ngoai tir viéc kich hoat cua con ngum dé lan
truyén. Sau may tinh s& thyc hién khai thc cac 15 héng ton tai trén hé thong hay
str dung k¥ thuét “social engcneermg” dé lira ngudi ding thyc thi chiing.

- Trojan: L.a mgt phin mém dc hai dugc a 4n gidu c6 vé 'hop phap. Ngudi
dung thuong bi lira dé thuc hién tai v& va thuc thi né trén hé théng. Sau khi dugc
kich hoat no s& ¢b thé tiép tuc thyc thi cic chirc nang ctia chuong trinh n6 dang
dugc 4n gifu va thyc hién song song cdc hanh vi pha hoai khéc, cling c6 thé né
s& thuc hién luén céc hanh vi nham phd hoai, dénh cép théng tin, hay co6 thé s&
thyc hién kich hoat mét phan mém doc hal khac. Khong giong nhu virus hay
worm, trojan khohg thé ty nhén bén, 1iy nhiém sang cdc d6i trong khac. Trojan
can phai c6 tac déng cia ngudi ding nhu mé hay tai céc tép dinh kém dé chay
tap tin kich hoat.

- Spyware LA mét loai phén mem ddc hai chuyén thu thap cac thong tin
tir may tinh cuia ngudi dung va truyen vé qua mang Internet ma khéng cén su
chép nhan hay cho phép tir phia ngum dung. Spyware duorc cai dat mdt cach bi
mét nhu 12 mét bo phén kém theo cua cac phin mém mién phi, phdn mém dugc
chia sé¢ ma ngudi dung c6 thd tai v& tir Internet. Sau khi dugc cai dit Spyware sé&
ty dong, am tham thu thép céc thong tin ctia ngudi ding nhu thoéng tin thé tin
dung, mat khau.... Spyware khéng c¢6 kha ning ty nhin ban, 14y lan nhu virus
va wormn.

- Adware: La mét loai phan mém duoc cai dit nhim cung cip cho cic nha
quang cao nhitng thong tin vé céac théi quen duyét web v6i muc dich dua dén
ngudi dung nhlrng thong tin qua.ng c40 ¢6 lidn quan dén nhitng gi ma ho da timg
xem. Loa1 nay rat hay c6 trong cdc chwong trinh duge cai dét tai tir trén Internet,
Mdt sé phédn mém 14 v6 hai, nhung cling c6 médt s& dbi khi hién thi qué nhiéu
popup quang céo trén man hinh gay khé chiu cho ngudi dung.

C‘éch ph(‘)ng, chéng phén mém ‘d‘c}c hai va tim quan trong cia viéc cip
nhét phan mém an ninh mang, phin mém diét virus thudng xuyén.

b
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- Céch phong, chéng phin mém déc hai: Khong m¢ cac email dang ngo
hojc file dinh kém email, kich chuét vao siéu lién két nghi ngod, hodc truy cép
cac trang web c6 thé chira néi dung d¢c hai. Khéng kich chudt vao trinh duy(;t
web, cira s& popup nghi ngd doc hai. Khoéng mé cac tdp tin véi phan md rong
nhu .Bat, .com, .exe, .pif, .vbs, thudng c6 nhiéu kha nang duge lién két voi cac
phin mém doc hai. Khéng v4 hiéu héa cic co che kiém soét an ninh, phin mém
ddc hai (nhu phan mém chong virus, phan mém lgc ndi dung, tudng lira ¢4
nhan). Khéng tai hodc thyc hién céc (mg dung tir cdc ngudn khong tin cdy.

Ludn ca.l dat hodc cép nhat chuong trinh diét virus. Han ché sir dung phan
mém khéng cin thiét, nhu c4c tin nhén mang danh cd nhan va dich vy chia sé hd
so tirc thoi. Han ché viée sir dung cac phu'(mg tién luu trir di dong (céc & dia
flash...), diic bit la trén cic may chi c6 nguy co ldy nhiém cao, cac tram truy
cép mang cdng cfng. ..

- Viéc cap nhat phan mém an ninh mang, phn mém diét virus thuong
xuyén la v6 cing quan trong vi c6 thé giup chung ta phong, chong c4c phin
mem doc hai xam nhdp va lay lan trong hé théng méy tmh Gop phén cho hé
théng hoat dong 6n dinh, thong subt va dam bao khéng bj mét mét dir lidu.
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MO PUN KY NANG 02: SUDUNG MAY TiNH CO BAN
I. Céc hiu biét co ban dé bit dau lam viéc véi mdy tinh
1.1. Trinh tu va cdc lvu ¥ thye hi€n cong viée dung cach, an toan

a. Trinh ty théng thudng céc cdng viéc can thyc hign khi sit dung may
tinh:

- Md mdy va ding nhép vao h¢ thong

- Sir dung cac cong cu cia hé diéu hanh dé chpdn bi moi trudng lam
viéc, quan ly dit liéu

- Chay céc phin mém ing dyung cén thiét

- Luu lai hodic dua cic ket qua cOng viéc ra ngoaj

- Két thic lam viéc va tit may.

b. Sy cén thiét phai thao tic ding cach trong céc truomg hop mé/tit may,
md/tit hé didu hanh, m&/déng chuong trinh (mg dung, tit mét ing dung bj treo
(non-responding).

- Néu thao tac dGng trong cic trudng hop truong hop mé/tit may,
mé&/tit hé didu hanh, md/déng chuong trinh ¥mg dyng, tit mdt u'ng dung bi treo
(non-respondmg) thi s& bao vé dugc may tinh hoat déng 1au dai, bn dinh, bao vé
dugc cac linh kle;n may tinh khong bi hong hoc

c. M@t sb quy tic an toan co bén, t6i thidu khi thao tic véi méy méc,
thiét bi:

- Antoan dién,

An toan chéy nd, va cic liru v an toan lao déng khéc.

1.2. Mé& may, ding nhip va sir dung ban phim, chugt
a. Cach khéi dong (md) may.

Bit cong tac nguon trén CPU, cong tic man hinh (ndu tit), Ic nay hé dleu
hanh Windows s& nim quyén khdi dong méy tinh, dén khi khéi dong xong xuit
hién man hinh d6 hoa Windows d& ding nhip va sir dung may tinh.

Tuy thudc vio cach cai dit, ngudi sir dung c6 thé phai g0 mét khéu
(Password) dé ding nhap vao man hinh lam viéc (Desktop) cta hé diéu hanh.

Khi khéi d¢dng xong xuét hién man hinh d6 hoa Windows.

b
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b. Cac ché db tht may tinh thong thucmg

- Sir dung chudt: Dbi véi Windows 7, chiing ta nhép chudt vao nit chirc
nang Start (ngoai cung bén trai cua thanh Taskbar), chon Shutdown,

- Sir dung phlm tit: Pbi v6i Windows 7, nhan td hop phim Alt + F4,
chon Shutdown r01 nhin Enfer. Tuong tu nhu vy, néu dang sit dung Windows
8/8.1/10, nhin t5 hop phim Windows + X, u, u.

c. Hau qua cia viéc mat dién khi dang lam viéc hogic tit may dot ngdt.
Pbi v6i phan m("‘ém: Nguy co gay 15i 9ho céc chuong trinh dang chay 13 rét
cao (dic biét Ia hé dieu hanh). Dgc bigt néu c6 qua tr1nh sao chép file tai thoi

diém xay ra mat dién hoic tit mdy dt ngdt, nguy co b mit file d6 vinh vién lén

dén 90%. D6i v&i phan cu'ng Tubi tho cuia méay tinh s& bj giam di dang ké, gy
ra nhimg nguy hai cho cdc by phén cia mdy tinh nhu: HDD, Mainboard,

nguon,...

d. G® ban phim ding cich.

e Gi6i thi¢u vé ban phim may tinh

Trong cac thanh phin may tinh, ban phim la thiét bj nhdp di liéu duoc sir
dung nhiéu nhét. Ngay nay ban phim cé rat nhiéu kiéu déng, nhung héu nhu déu

chira day du cac phim nhu: Céc ky ty trong bang chif c4i tiéng anh, phim s6, ky
tu dic biét, hay céc phim chtc néng.

- Ban phim may tinh dwge chia ra lam cac cum phim sau:

+ Céc phim ky tir thong dung
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Bao gdm cdc ky tr trong bang chir c4i tiéng anh, s6 va cac ky tw dic biét
(gitr Shift trong cac phlm lénh dé g6 cac ky tr dic biét). Phim dai nhét 1a Space,
phim cach tao khoang trong glu'a cac ky tir. Ngoai ra vdi cac ngén nglt dic biét
khéc nhu tiéng Nhat, Han Qudc, An D9,... ban phim cling dugc tiy bién dé hd
trg soan thao.

+ Cae phim chirc ning

{ = Backapace

Esc : Hiy bo mdt hoat dong dang thue hién, két hop véi Ctr dé thoat tam
théi ra khéi mét ing dung nao dé dang hoat ddng.

S D

Tab: Di chuyen dau nhép mét don vi dinh trude, hojc di chuyén diu nhip
sang 9, cot, trudng ké tiép.

Caps Lock : Bat/tét ché do g6 chir in hoa

Enter: Phim diing dé chon hodc chay mot chuong trinh dang dugc lua
chon.

Backspace: X6a ky tu bén trai ddu nhép.

Shift, Alt, Ctrl 1a phim td hop chi ¢6 tac dung khi nhén kém véi céc phim
khac, mdi chuong trinh s€ cé qu1 dinh riéng cho cac phim nay. (Két hop Alt +
Tab dé chuyén dbi qua lai giita céc cira sb ung dung).

Phim windows: M& menu Start cia Windows va dugc dung kém véi cac
phim khac dé thyc hién mét chire ning khéc.

Phim Menu: M@ nhanh menu chudt phai.
+ Céc phim Iénh tir F1 dén F12

W
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Chirc nang cac phim 1¢nh s& duqc quy d;nh tiy chuong trinh. Thong
thuémg F1 dé m& cira s6 trg glu F2 dé dbi tén dbi tugng dugce chon, F3 dé tim
kiém nhanh. Ngoai ra con c¢é thé két hop véi cac phim chire ning nhu Alt + F4
dé tat img dung dang chay.

+ Cac phlm diéu khién man hinh hién thi

Print Screen: Chup anh man hinh hi¢n tai, sau khi chyp co thé dan (paste)
vao trinh chinh stra anh hodéc truc ti€p vao trinh soan thao vin ban.

Trén ban phim thuong ¢6 cum 3 dén tuong ung véi trang théi tét bat cua 3
phim chirc ning tir trai qua phai 1a: Ban phim s6 rdi, viét hoa, va Scroll Lock.

+ Céc phim diéu khién trang hi¢n thi.

Cum phzm diéu khién trang

Insert : Bat/tit ché do vibt d& trong céc trinh xir Iy van ban. Khi bt ché
d6 ghi de, ban nhap ndi dung vao giita dong cac ky ty bén phai s& bj thay thé bai
cac ky ti ban vua nhép.

Delete : X6a déi tugng dang duoc chon, xéa ky ty nim bén phai ddu nhay
trong cic chuong trinh xit Iy védn ban.

Home: Di chuyén ddu nhdy vé d4u dong trong céc chtrong trinh xi Iy vin ban.

End: Di chuyen dAu nhay vé cubi dong trong cac  chuong trinh xir ly véin ban.
Page Up: Di chuyén man hinh 1én mét trang truéc néu c6 nhiéu trang trong clra
s0 chuong trinh.

Page Down: Di chuyén man hinh xubng mét trang sau néu c6 nhiéu trang
trong cira s& chuong trinh.

-+ Cac phim miii tén

Phim mili tén
Céac phim mii tén dugc sir dung di chuyen trong truomg hgp khong co
chudt, di chuyén déu nhay, hay di chuyén qua lai giita céc d6i tugng chon.

+ Céc phim s6
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Cum ban phim s6
_ Rat tién lgi v6i nhitng ngudi phai sir dyung thudng xuyén i cac con sd.
bé sir dung ban phim s6 ta bat Num Lock (kiém tra d& bat chua bang cach nhin
dén Num Lock d3 sang chura)

o Céc phim tit thwdng ding

- Windows + Tab: Chuyeén d6i cac Tab chuong trinh trén thanh Taskbar.,

- Alt + Tab: Chuyén dbi cac cira s ciia chuong trinh dang duge mé.

- Winndows + Pause/Break: Md bang System Properties.

- Windows + E: M& chuong trinh Windows Explorer.

- Windows + D: Thu nhé/phuc hdi cdc cira s6.

- Windows + M: Thu nho tit c cac clra sb dang md.

- Shift + Windows + M: Phyc hdi viéc thu nhé céc cira sé dang mé.

- Windows + R: Md& hop thoai Run.

- Windows + F: M@ chitc ning tim kiém Search cia Windows Explorer.

- Shift + F10: Hién thj Menu ngi¥ canh ciia muc dugc chon (tuong ty khi
nhin nat phai chuft).

- Alt + Enter: Hién thj hdp thoai Properties ctia muc duoc chon.

- Ctrl + Esc: M& menu Start (tuong tr nhu phim Windows)

- Ctrl + Alt + Del: M& bang Task Manager.

- Ctrl + A: Chon tét ca céc dbi tuong, tap tin va thu myc.

- Ctrl + C: Sao chép (Copy) cac doi tugng, tép tin, thu myc va ghi nhé
vao bd nhd dém (Clipboard).

-Ctrl + X: Cat (Cut) céc tdp tin, thuy myc va ghi nhé vao bd nhé dém
(Clipboard).

- Ctrl + V: Dén (Paste) cac tip tin, thu myc dd ghi nhé tir bd nhé dém
(Clipboard) vao noi dang chon.

- Ctrl + Z: Phyc hoi lai (Undo) 1énh, thao tac mdi vira thue hién.

- Del (Delete): Xoa tip tin hodc thu muc dang duge chon va dua vao
thing réc (Recycle Bin) dé sau nay cé thé phuc hdi lai duoc.

- Shift + Del (Delete): Xda tép tin hodic thu myc dang duge chon nhung
khéng dwa vao thiing ric (Recycle Bin), s& khong phuc hdi lai dugc.

- Alt + F4: Dong chuong trinh dang hoat dong.

¢ Sir dyng ban phim do

- Kich hoat ban phim ao: Start Menu ->All programs ->Accessories -
>Ease of Access ->On-Screen

M
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& Accessorles

9 Bluetooth File Transfer

El Caleutator B v

B Command Prompt _

BZ Connectto a Projector Bocuments

ol Getting Started i

E Notepad | Pictures

¥ Paint _

%) Remote Desktop Connection Music

1A} Run

[, Sound Recorder Games

@ Sync Center -

N Computer

4 Windows Explorer
Wi o

(9l Windows Mobility Center Cantrol Panel

% WordPad

3, Ease of Access Devices and Printers
@ Ease of Access Center
f&‘ Magnifier Defautt Programs

' Narrator :
). § B On-Screen Keyboard - - Help and Support
® ¢ Back Disp ays a keyboard that is controlled by am

I |5erch pengroms and fies

: ._.L.._..-».--

Homp PgUp

- T4t ban phim 30: Nhap chudt vio bidu tugng Weem | & goc phai phia
trén ban phim 4o

e. Chuc ning va cach ding cdc phim ctia chudt: phim trai, phim phai,
phim (con lan) gitra.

L4 thibt bi ngoai vi cia mdy tinh ding d& diéu khién va lam viéc véi may
tinh. Chudt mdy tinh cé hai loai chinh la chudt bi (co hoc) va chudt quang.

e Chutt bi: La chudt sir dung nguyén ly xac dinh chiéu lin ciia m6t vién bi
khi thay dbi, di chuyén chudt dé x4c dinh su thay dbi toa d6 ciia con trd trén man

hinh may tinh.

- Chudt quang: Hoat dong trén ngu;ren ly phat hién phan xa thay dbi cta
anh sang (hodc lazer) phat ra tir mQt nguon cap dé xé4c dinh sy thay dbdi toa do
cta con trd trén man hinh may tinh.
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Chudt bi (co hoc) Chudt quang

Chuot méy tinh duge két ndi vdi may tmh thong qua cac chuin cim hoic
mot thiét bj khéc (néu la chuét khéng day). Kiéu giao tiép truoc day d6i véi chudt
may tinh thwdng qua cong COM, tuy nhién dén nay dang cbng nay khong con
duge su dung. Kiéu giao tiép thong dung hién nay 1a giao tiép qua cdng PS/2 hoic

qua cdng USB.

Giai thich thuit ngit ciia chudt mdy tinh

Ted i tu Ra chudt trén mjit phing ban dé di chuyén con tré chudt trén
ro COLTHOME | man hinh trd dén déi tugng cin xit 1.
Nhap tréi chuét | Thuong ding dé chon mdt d6i twong, bing céch trd dén dbi
(Click) turgng, nhén nhanh va tha nut tréi chudt.
Ding di chuyen dbi tugng hodc quét chon nhidu ddi tugng
nfrr bang cach tré dén dbi trong, nhén va gitt nat trai chudt di
Ré/Kéo (Drag) chuyén chudt dé dori con trd chudt dén vi tri khéc sau do tha
nut trai chudt.
£ .. | Thuong ding hién thi mét thyre don (menu) cong vige lién
Nhap — phaL} | an dén myc duge chon, bing céch tré dén dé nthé
hudt quan deén myc dugce chon, bang cach tré dén doi twong, nhan
it nhanh va tha mit phai chudt.
Nhay dip Thudng dung dé kich hoat chuong trinh dugc hién thi duéi
) dang mdt bieu tugng trén man hinh, bang cach tro dén dbi
(Double click) twgng, nhin nhanh va tha nit tréi chuét 2 1an.

II. Lam viéc véi He diéu hanh

2.1. Min hinh lam vige

a. Vai tro cua man hinh lam viéc (desktop).

Man hinh lam viéc (desktop) 1a man hinh giao dién ciia hé diéu hanh khi
khéi dong xong, Trén desktop cé cic bidu tugng cla mg dung, thanh cong cu dé
truy nhép vao cdc img dung va lam viéc.

b. Nhan biét dugc cic thanh phin ddu tién cia man hinh lam viéc nhu
biu tugng (icon), thanh nhiém vu (taskbar), thanh cong cu (toolbar).

- Bidu tugng (icon): La bidu tugng clia cac chuong trinh phin mém, céc tb
chire, 1p dugc dang c6 trong may tinh. Cé icon gitp dé ding nhdn ra va phan
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biét dugc cac chuong trinh, cac loai tb chirc khic nhau. Ddng thdi, icon trén
desktop ciing 14 mét dudmg din dé chay chuong trinh.

- Thanh nhiém vu (taskbar): Taskbar con duge goi 1a thanh tac vu - noi
chira cac bidu twong ctia cic chuong trinh dang chay hién th&i. Tir nhitng phién
ban Windows XP thi mic dinh thanh Taskbar cé vi tri & phia duéi man hinh
Desktop, c6 dang thanh ngang va vi tri dAu tién s& chita nut Start clia Windows.

Eh ol o9

c. Thay dbi
e Nhiép chudt phai 1én khoang tréng man hinh -> xuét hién thyc don chon
Personalize

Bl Screen resolution
i Gadgets

B § Personalize

e Nhip chu6t chon Desktop Background

Desktop Background
Harmony

e Chon anh nén hay mau sic ma ban muon, va chi djnh khu vyc cia no:

Windows Desktop Back 3t
Pictures Library
- Top Rated Photos l

Solid Colors

+ Windows Desktop Backgrounds: ding mdt trong nhiing méu hinh nén
¢ san hay hinh anh di kém Windows 7.
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e P,

+ PicturesLibra;:v'dl‘mgméthinhtirthuvién hinh &nh ma bancé.
+ Top Rated Photos: dung mdt hinh yéu thich tu cac hinh duoc danh gia cao.
+ SolidColors: dungmottamhmhchlvmmau sdc mathdi.
o Click Browse néu ban mudn chi dinh va ding hinh anh tir khu vyc khac

d. Xem thong tin hé théng ctia may tinh,

Xem céu hinh may tinh théng qua Properties cia My Computer bang céch
nhip chudt phai va bidu tugng My Computer --> chon Properties

Khi d6 mdy tinh s& hién 1én hiu hét céc théng tin co ban nhét cia may

tinh laptop nhar:

-Phién ban hé diéu hanh

- Bo vi xit Iy(CP
- Ram

- Loai hé théng

U)

- ! +y ! | Segrch Dontens Poag!

Cantrol Psnel Home

| %9 Device Manager
‘199 Remate settings

9 System protectian
| B¢ Advanced system sattings

View basic information about your computer

Windows 7 Home Basic
Capyright € 2000 Microsoft Corporati
Service Pack 1

Get rnore Features with a new edition of Winde:a 7

All ights d

Systern

v
Rating: m Windows Exgrerience [ndes
Processon ntel(R} Core{TM) 3-3710M CPU @ 2.50GHz 2.50 GHz
Instatted memory (RAM): 4,00 GB
Systern type: 84 -bit Operating System
Pan and Touch No Pen ar Touch lnput is available for this Display
Camp name d in, wnd workgroup settings - . o . oo o
e also
Caompuler pams YP-PL
Actign Center
Full computer name: VP-PL
Windows Update
Camputer description:
Performance Information and
Tools Warkgroup WORKGROUP

e hanye settings

De xem cau hmh may tmh chl tié&t hon, bang cach nhan t6 hop ph1m
Windows + R, xuét hién hop thoai Run, tai hop thoai Open, g3 vao dong chit
dxdiag va chon OK. Khi d6 mdy tinh s& mé& cira sé mdi: DirectX Diagnostic
Tool, tai day céc phén thong tin chi tiét hon s& dugc hién thj khéng chi vé hé

thdng ma ca v& man hinh, 4m thanh, thiét bi dAu vao (chudt, ban phim, .

)
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€3 Directt Diagnostic Tool

[ System | umpiay | Sound [ bpee

This ool reports de tailied information about the Direct) components and drivers installed on your system,

If you know what aren is causing the problem, dick the appropriate tab above. Otherwise, you can use the Next Page” button below to
visit each page in sequence,

System Information
Curvent DatefTime: Sunday, July 17, 2016, 6:21:26 AM
Compuiter Name: YPPC
Operating System: Windows 7 Home Basic 54-bit (6. 1, Build 7601)
Language: English (Reglonal Setting: English)
Syatem Manufacturer: Somy Corporation
System Model: SVS131126GE
BIOS: [nsyde20 Version ChiefRiver.3.72,02,0044R0 142C5
Processor: Intel{R) Core(TM) I15-3210M CPU € 1. 50GHZ {4 CPUs)
Memory: 4096MB RAM
Page file; 3830MB used, 4164V avaiable
Direct Version: DirectX 11

tﬂmwmduﬂmw

[ el ][ Ronedbsoudiag - | [ et Page.

e. Luya chon ngdn ngir cua Ban phim.

Vao thuc don Start->Controlpanel -> Region and Language, chon tab
Keyboards and Languages, chon Change keyboards

s  Text Senuces and Input Languoge .

S

Default input language
Select one of the iInstalled input ianguages o use as the defaud for all input

fialds.
: Instalisd sanvices _ 3
| Select the services that you ward for each input language shown inthe list. | | |
: Usa the Add and Remove buttons to modify this kst, : I‘c
w English {Unied States) .
..... @ Keyboard '
i e w LIS A

» Other

Théng qua hop thoai nay, ngudi dung thay thiét 1ap ngén ngit ctia ban
phim (tiéng anh, tiéng viét, ...).

2.2. Biéu tugng va cira sb

a. Biéu tugng (icon) va chitc ning ca noé.
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Cac biéu twgng (Icons): Lién két dén céc chuong trinh thudng duge sit
dung trong may tinh.

R Biéu tugng cda thu muc: Mot thuy myc duge hé diu hanh
o L—J biéu ‘dlen bing mdt biéu tugng. Hinh anh cta biéu tugng 1a
; ti ho so mau vang (New Folder)

Biu tugng cla 1i tit thu myc (Shorteut) c6 hinh anh 13 thi
hd so mau vang nhung ¢6 thém hinh miii tén gbc dudi bén
trai.

Biéu tugng cia tép tin: Tép tin duge hé didu hanh biéu dién
bang mét biéu tugng. Hinh anh cha tép tin rat da dang do
mai tép tin chuong trinh ¢6 1 biéu tugng riéng.

Biéu tugng cua 15i tit tép tin (Shortcut) 13 bidu tugng cua
tép tin c6 thém hinh miii tén gbc dudi bén trai.

o Gidi thi¢u cdc biéu twpng trén man hinh:

- My Computer (may tinh cta t6i): Xem cic tai nguyén co trén may tinh
dang dung, quan ly cac thu myc va tép chuong trinh.

- User’s files (cac Tép cua nguoi dung): chira cic t€pvin ban, bang tinh...
da lam viéc va thudmg dugc luu trong thur muc nay.

- Recycle Bin (thing rac): Luu cdc thu myc, tép chuong trinh bj x6a. Cac
thur myc, t8p chuong trinh nay ta ¢6 thé phuc hdi duge bing cach nhép chudt

1én thu muc, tép chuong trinh cin khéi phue sau d6 vao File chon Restore, con
x6a hin khoi thing réc ta chon Empty Recycle Bin.

- Internet Explorer: M& trinh duyét két ndi véi mang Internet.
- MyNetwork Place: Két ndi vao mang ndi bd.

Con céc biéu tuong cia céc chuong trinh img dung khéc ¢6 trén man
hinh, hojic chua c6 thi ta thyuc hién 1énh dua bidu tugng ra man hinh.

b. Céch lya chon va di chuyén biéu tuong, x6a va khéi phuc bidu tugng,

- Lya chon bidu tuong: ( man hinh desktop cac ban chon 1 biéu twong bat
ky dé thay d6i icon. Nhép chuot phai vao biéu tuong chon Properties. Mét cira
s6 giao dién hién ra, di chuyén tm phan Shortcut va chon Change icon. Chon
mét trong nhig biéu twgng ¢ sin rdi click OK 13 hoan thién.

- Di chuyén biéu tugng: bé di chuyén biéu tuqmg, ching ta chi can nhén
va giit chudt trai vao bidu tugng can di chuyén rdi kéo dén bit ky vi trf nao
chung ta mudn.

- M@ tép tin, thu muc, phan mém tir biéu trgng: D& tép tin, thu muc, phin
mém tir biéu trong, ching ta chi can nhip dip chuét trai vao biéu twong cin mé.

2‘/
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- Xoa va khoi phuc bidu tuong: Pé xoa I:peu tugng, nhap chuot phai vao
bidu tuong cdn xo6a rdi chon Delete, hojc an phim Delete, td hop phim
Shift+Delete (x6a hoan toan).

Pé khoi phuc bidu tugng ching ta vao thing rac (Recycle Bin), nhip
-chudt phai vao bidu tuong cn khéi phyc rdi chon Restore.

¢. Ctra sb (window) va chirc niing ciia no.

- Khéi niém va chirc ning clra sb (wmdow) M&i chuong trinh kh1 chay
trong hé dleu hanh Windows s& dugc hién thi trong mét cira sb. Cira s6 nay 1
phén giao tiép gila nguorl sir dung va chuong trinh. Nhay dap chuot trai 1&n biéu
tugng chuong trinh mudn sir dung 1a thao tac co ban dé mé cira sd.

d. Céc thanh phin ctia mot cira s6:

+ Thanh tiéu d&: Chira bidu tugng cia thyc don (Menu) diéu khlen kich
thudc cura so tén chuong trinh, cic mit thu nho, phuc hdi kich thude cira s6, it
dong cira sb.

+ Thanh thuc don (Menu bar): Céc cira s6 chuong trinh thudng c6 thanh
thye don (Menu) chira cdc 1¢nh va duge phén chia theo tirng nhém chic nin
Ngoai ra con c6 Menu tit (Shortcut Menu) khi nhap chudt Phal trén mot d01
twgng. Menu nay chi hién thj cac lénh phi hop voi déi tuqng nam dudi con trd.

+ Thanh cbng cu (Tools bar): Chita cdc chirc ning dugc biéu dién duéi
dang biéu tugng.

+ Thanh trang théai (Status bar): Hién thi mé ta vé& déi tugng dang trd chon
hodic thong tin trang thai dang lam vigc.

+ Thanh cudn doc va ngang: Hién thj khi ndi dung khéng hi¢n day du

trong cira s6. Chiing cho phép cudn man hinh dé xem ndi dung nim ngoai dudmg
bién cua cira s6.

e. Mé mdt cira sb mdi, kich hoat mét cta sb hién co.
- M& mt clra sb méi: Nhéy dup chudt trai lén biéu tugng chuong trinh
mudn str dung 13 thao téc co ban dé mé cira s0.

- Kich hoat mdt cira sb hign c6: Mot cura 50 dang mé s& xuét hién bidu
tuqng trén thanh Taskbar, Chl cin nhip chudt trdi vao biéu tugng d6 14 kich hoat
cira so.

,f° Thu hep, mé& rong, phyc hdi, thay dbi kich thudc, di chuyén, doéng mot
cira sO.
- Thu h¢p, mé rong cira s6: Dé thu hep, hofic mé r(png cira sb chung ta

nhdy dup chudt vao thanh ti€u 3 trén cira s, hogc ¢ thé nhap vao biéu tugng
hinh vudng nhd ngoai cliing bén phai cha thanh tiéu deé.

- Thay dbi kich thude: Dat con trd chudt vao ngoai 18 clia cira s6 den khi
Xuét hién dau miii tén hal chidu, lic d6 tiy chinh thay ddi theo ¥ muén bing
cach nhin va giir chuyén rdi di chuyén chudt.
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- Di chuyén cira s8: Nhén vi giir chudt tréi va & tén cira s6 trén thanh tiu
de va di chuyén theo vi tri mong mudn.

- Déng mdt cira sb: D& déng cira s, nhdp chudt vao biéu tugng chir X
ngoai cling bén phai cia thanh tiéu dé hodc 4n td hop phim Alt + F4.

g. Di chuyén tir cira sb nay sang cira s6 khac: Ding td hop phim Alt +
Tab.

II1. Quan ly thw muc va tép
3.1. Thr inuc va tép
a. Tép tin (file) va cong dung cua no.

Tép tin (file) 12 mét tép hop cia thong tin dugc dit tén. Thong thuong thi
cac tép tin nay chia trong cac thiet bi hru trit nhu dia cimg, CD, DVD, USB,
vv...Néi cach khic, t€p tin 1a mét ddy cac bit c6 tén va dugc chira trong cac thiét
bi luu trit dir lidu k¥ thuit so.

Tép tin cé tén, noi luu trit, kidu tép tin (dinh dang), kich thuéc tép tin.

- Kich thudc tép tin: Pon vi dé tinh dung lwgng tp tin thudng duge st
dung 13 KB (KyloByte), MB (MegaByte) va GB (GigaByte),... 8bit=1 Byte,
1024B=1K, 1024KB=1MB, 1024MB=1GB,...

- C6 rét nhiéu céc kiéu tép tin, mdt sb kiéu tép tin thong dung B
la: Tép dung cho van ban, bang tinh, co s¢ dit liéu, trinh chiéu; cac '
tép .pdf, anh, 4m thanh, video; t€p tin nén, tép tam thdi, tp chuong E\:a
trinh,...

b. Thu myc (directory, folder).

Thu muyc 14 mot phan ving hinh thirc trén dia dé hru trir cic tép tin -~
c6 hé thdng. La mot dang tap tin dic biét c6 cdng dung nhu 13 mot
ngin chita, dugc diing trong vide quan 1y va sip xép cac tép tin. Thr
myc ¢6 thé chira cdc tép tin va cac thu muc phu (Sub Folder) bén
trong, cdc thu myc phu nay cling cé thé chira thém cac tap tin va cac
thur mue phy khéc nira.

c. Cau tric phan cép khi huu trir thur muc va tép.

Céc hé thdng tép tin ciia may tinh c6 thé rit 16n v& s6 legng, Mot s6 hé
théng luu trit hang triéu tip tin trén céc terabytes dia. D& quan ly tit ca dit liéu
ndy, chiing ta cén té chic lai chiing. Viéc td chirc nay thudng duogce thye hién hai
phén.

Thir nhit, dia dugc chia thanh mot hay nhiéu phin khu (partition) hay
phén viing (volumes). Pién hinh, m3i dia trén hé théng chita it nhit mot phan
khu. Phan khu nay 13 céu tric cp thdp ma céc tp tin va thu muc dinh vi. Thinh
thoang cac phan khu dugc diung dé cung cép nhiéu ving riéng ré trong mét dia,
mdi phan khu dwoc xem nhu mét thiét bj luu trit riéng, trai lai cdc hé théng khéac
cho phép céc phan khu cé dung luong 16n hon mdt dia dé nhém céc dia vao mot
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cdu truc luan 1y va chu tric tap tin, va c6 thé bd qua hoan toan nhimg véan dé cap
phat khong gian vt ly cho céc tap tin. Cho ly do nay, céc phan khu c6 thé duge
xem nhu céc dia do. Cac phan khu cling c6 thé luu trir nhiéu hé diéu hanh, cho
phép hé thong khoi déng va chay nhiéu hon mét hé diéu hanh.

Thir hai, mbi phan khu chia thong tin v& céc tdp tin trong nd. Thong tin
nay giir trong nhitng myc tir trong mdt thu myc thiét bj hay bang muyc lyc phan
ving (volume table of contents). Thu muc thiét bj (duge ng don gian 1a thu
muc) ghi théng tin-nhu tén, vi tri, kich thudc va kidu-ddi vai tat ca tap tin trén
phéan khu.

Thu muyc ¢6 thé duoc hién thi nhu mot bang danh bidu dich tén tap tin
thanh cic myc tir thu myc. Céc thu myc c6 thé duge td chic trong nhiéu cach.
Ching ta mudn co thé chén muc tir, x04 myc tir, tim kiém mo6t muyc tir va liét ké
tht ca muyc tir trong thur muyc.

d. Dudng din (path) dén thu myc va tép, va dudng tit (shortcut).

- Dudng dan (path): La mét chudi tén cac thu myc ma ta phai di qua dé
dén dugc tép tin can dung. Trong dudng din, tén cic thu myc duge cach nhau
bai diu "\" (d4u sb trai), trong d6 thu myc dimg sau 13 thu myc con cia thur myc
ding ngay trude no.

Gia s trén dia S ¢6 cdy thu myc

S:\ s Ly Thuyet, Thuc Hanh [4 2 thu myc
, clung cg) va 14 thu muc con cia thy
Ly Thuyet muc gbc S:\
Phan I ¢ Phan I, Phan I113 2 thur myc cung
cép va la thu myc con cua thu muc
Phan II Ly Thuyet. Ly Thuyet la thu myc

cha cia Phan I, Phan II
e Pudng din cia thu myc Phan I:
Windows S:\Ly Thuyet\ Phan 1

-—| Word l

- Puong tit (Shortcut): La mt file lién ket dén mot d6i tugng trén may
tinh hay trén mang. Déi tuong d6 c6 thé 1a tdp tin, thu myc, 6 dia, mdy in,
vv...Shortcut 14 cich nhanh nhét dé khoi déng mot chuong trinh dugce sir dung
thu'(‘mg xuyén hodc d& mé tip tin, thu myc ma khong cin phai tim dén noi hru
trif ching,

e. Thiét bj ding luu giir thu muc va tép: dia cimg, 6 luu trit trén mang (
mang), 8 USB, dia quang (CD, DVD).

- Dia cu‘ng Hay con goi 1a b cimg (tleng Anh: Hard Disk Drive, viét tt:
HDD) la thiét bj ding @& luu trit dit iéu trén bé mat cc tdm dia hinh tron (bing
nhém, thily tinh hay gém) phu vét lidu tir tinh. O dia cimg 13 loai bd nhé “khéng
thay i (non-volatile), c6 nghia 1a chiing khéng bj mét dit liéu khi ngimg cung

Thuc Hanh
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cip ngudn dlf;n cho chung Mic dit & cimg da phat tridn rét nhidu so véi giai
doan ban dAu, nhimg diém co ban cia né van gitr nguyén. D6 la mot céi hop
chira mét vai dia tir (dugce goi la phlen dia) duge gan quanh mét truc, gidng nhu
truc cua dia CD hodic DVD. Mbi Phlen dia ¢6 mdt diu doc/ghi gén 1én trén. Khi
truc quay, dau doc cung di chuyén ra véo lién tuc dé doc hoic ghi dif liéu trén
bét ky phén nao cia phién dia, trén mot don vi luu thong tin goi 13 "data track”.
Hinh thic t;ruy céip di¥ liéu nay duoc goi 1a "truy cip ngdu nhién", khac véi hinh
thirc "truy cép lién tuc" kém hiéu qua trén cdc loai thiét bj luru trir cii nhu bing
tir.

- O cimg mang NAS: La thiét bi luu triy gan mang (Network Attached
Storage). No la & cimg luu trir duge gén vao thiét bi mahg nhu router/ modem/
switch (két n6i bing diy cable mang hodc wifi), myc dich sir dung @ 6 cimg mang
Nas d8 Iuru trir dir lidu nhu phim, hinh anh, 4m nhac, tai liéu, tip trung tai mot
noi, truy c¢dp va chia sé dir ligu tir bét ky thiét bi, bt cir noi nio co két ndi
Internet.

- Pia quang (CD, DVD, Blu-ray): La dang thiét bi luu tri dit lidu thao lap
stt dung céc tinh chét vét Iy va niing lugng cua dnh sang cho qua trinh ghi va doc
dit ligu. Trai v6i mdt dang luu trit dir liéu khac cung loai 12 dia tir thi dia quang
tuy gidi han hon vé dung luong luu trit nhung lai c6 nhiéu wu diém vé kich
thudc va gi thanh san xuat, do d6 ching dugc sit dung 1ong réi trong thoi gian
hién nay.

- Thé nhé: La mét dang bo nhé md rdng cua cac thiét bi sb cam tay (Céc
thiét bi sb cam tay bao gbm: PocketPC, SmartPhone, Dién thoai di dong, Thiét
bi giai tri s6 di dong, May anh sb, May quay $...). thé ghi nhé sir dung cong
nghé flash dé ghi dir licu. the ghi nho thudng ¢6 kich thurde kha nhéd nén thudng
str dung cho cdc thiét bj s6 cAm tay.

f. Téc dyng clia viéc sao luu tép thudmg xuyén toi mot thiét bj lwu trix di
dong. Hiéu téc dyng ctia viéc luu trir tép tin tryc tuyén (online).

- Viéc sao huu tép thudng xuyén toi mot thiét bj luu trir di dong s& dam
bao dif lidu duoc an toan, khéng bj mat mét va c6 thé truy nhap & bét ky dau.

- Luu trit trén mang, uu trit t8p tin truc tuyén: La viéc ding céc dich vu
lru trir dit liéu online (nhur: Google Drive, Microsoft SkyDrive, Yahoo! Box) aé
luu trir dir li€u trén may tmh cia ngudi ding. Luu trit dir liu truc tuyén goi 13
“dich vu dién todn ddm may”. Liru trit trén mang giup dam bao dir lieu dugce an
toan, khéng bj mét mat va c6 thé truy nhap & bit ky dau.

3.2. Quan ly thlr muc va tép: xem thong tin, di chuyén dén noi lru
giir, tao dwomg tit dén noi hru giir thw muc, tép

a. Céch md cira s6 dé xem thdng tin v& céc dic trung cla tép, thir muc, 6
dia nhr tén, kich thurdce, vi tri.

M
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Xem thong tin cia t§p, thu myc, 6 dia: Chon dén dbi tugng cin xem (tép,
thu muc, 6 dia), nhap chuft phai va chon Properties. Trong cira sO méi xuat hién
c6 day da do théng tin vé dbi tugng do.

§. setup Properties .. S
[ Ganel im]am]mwmlmml

s
Tyne Fie folder
|1 Location; EM
11 S 7,19GB (7.727.178,055 bytes)

Size on diwc: 7,19 G (7.728.349. VB4 bytes)
Cortaim: 562 Fies, 76 Foldens

b. Céach mé rong, thu hep cira sb hién thi théng' tin v& 6 dia, thu myc.
Mé& réng, thu hep cira s6 hién thi thong tin: Dé thay d01 kich thich cira sb

hién thi thong tin ching ta cé thé sir dung cac phdn mém tién ich nhu:
ResizeEnable,..

c. Cach sip xép tép tin theo trit ty khi hién thj: Theo tén, kiéu, kich
thuéce, ngdy tao/ngdy sira d6i gin nhit.

Trong clra s6 clia thu myc chira céc tép tin, co day du cac trumlg thong tin
nhu: tén, kiéu, kich thudc, ngay tao/ngay sira ddi gin nhét dé cé thé lua chon sap
x&p trét t hién thi.

d. Cach chuyen toi (noi luu gift) mot thu myc, mét tép tin cy thé. Biét
cach tao va x6a mét biéu tugng dudng tat dén thu muyc va tép trén man hinh lam
viéc.

- bé chuyén téi (noi lueu gitt) mét thur myc, mot tf;p tin cu thé, mé cta sé
My Computer hofic Computer Explorer, nhip Du'ong din (path) dén t¢p tin, thu
muc trén thanh dia chi. Hojic ching ta cé thé 1am tudn ty tim theo ciu tric thu
muc.

- Tao dudmg tit (Shortcut): Nhip chudt phai vao file .exe hay bt ci file
nao va chgn Sent To >> Desktop (creat shortcut), ngay lap tuc ban sé cé 1
shortcut trén desktop.
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3.3. Quan Iy thr muc va tép: Tao, dit tén, dbi tén tép va thur muc,
thay ddi trang théi va hién thi thong tin vé tép

a. Cachtao mot thu muc va cac thu muc con ctia no.

- Cach 1: Nhip chudt phai vao noi can tao thu myc sau dé chon New \
Folder.

- Céch 2: Nhép chudt vao Nut New Folder & trén cira 50. MQt thir muc
mél xut hién véi tén mac dinh 1a New Folder, g6 tén thu myc méi (néu mudn)
va 4n phim Enter.

Tao thu muc con cling tuong ty.

b. Céach ding mdt phin mém g dung dé tao mot tép, dat tén va hnu tép
vao mdt thu muc,

M¢& mét phén mém {mg dung, soan thio thong tin, ndi dung, chon Save,
d3t tén vao lru vao thu myc theo y muon.

c. Céhch d4t tén t8p va the muc d& quan 1y hiéu qua. Biét cach dbi tén tép
va thu muc.

- Dit tén t§p va thu myc: Tén tép va thu muc cAn ngén gon, d& nhé va
tdng quét duoc ndi dung ciia tép, thir myc d8 c6 thé d& dang tim kiém, quan 1y,

- Déi tén tép, thu myc: Nhép chudt phéi vao tép, thu myc can déi tén,

chon Rename va tién hanh go tén mdi. Hodc chon tép, thu muc cin d6i tén rdi
4n phim chirc ning F2 va tién hanh g& tén méi.

d. Trang thai tép (bi khoa, chi doc, doc/ghi) va cach thay ddi trang thai
tép.

Mot tép co thé c6 nhidu trang thai: Bj khéa, chi doc, doc/ghi. C6 2 céch dé
thay d6i trang thai cla t€p tin:

- Cach 1: Truy cép vao file, tap tin can thay doi thudc tinh sau d6 nhap
chugt phai va chon Properties. Tai ddy, c6 the thi€t 1ap cac thude tinh cho file do
bing céach tich vao cdc muc nhu Read-only (Chi doc) hodic Hidden (an) rdi click
Ok

- Céch 2: Thiét lap bing dong lénh:

. Tl menu Start ban nhdp vao "cmd" tir & Run va click phai chut vao cmd
r6i chon Run as administrator. Tai diy st dyng ci phap cdu I¢nh:
attrib +[r/h] [dudng din chi file] rdi nhin Enter.

Trong do6:

* r: Read-only

* h: Hidden

Va dé bo nhimg thudc tinh d6, thay dau "+" bing déu "-". Luu ¥ & cach
nay phai nhip ding dudomg din téi file cAn dit thude tinh.
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3.4. Quan Iy thu muc va tép: Chen, sao chép, di chuyén tép va thw
muc

a. Cach chon mét tép, thu muc (riéng I€ hoac theo nhém).

Né&u mubn chon thu muc, tép tin thi ngudi sir dung nhz"ip chudt trai vao thu

» . A A A e A ' - - ~
muc, tép tin can chon. Néu muodn chon nhi€u thu muc, tép tin dirng cach quéng
nhau thi nguoi st dung gitr phim Cirl trong luc nhap chuét trai d& chon thu muyc,
tép tin. Con néu mudn chon nhiéu thu muyc, tép tin ding canh nhau thi ngudi su
dung giir phim Shift trong lic chon thu myc, t€p tin.

b. Céach sao chép tép, thu myc tir the muc/d dia nay sang thu myc/5 dia
khac.

Cach 1: }\]hé"l chudt phai vao thu myc, tép tin cin sao chép sau d6 chon
Copy, di chuyén dén noi can @& thu muc, tép tin di sao chép, nhép chudt phai
chon Paste.

o Cach 2: Nhép chudt trai vao thu myc, tép tin can sao chép, pgub'i sir dung
an t6 hop phim Ctrl + C trén ban phim, di chuyén dén noi can dé thu myc, tép
tin d4 sao chép, 4n td hgp phim Ctrl +V dé tién hanh sao chép.

¢. Céch di chuyén tép, thu myc tir thy muc/d dia nay sang thu muc/d dia
khac

Buéc 1: Chon thu myc cén di chuyén, nhép chudt phai chon Cut dé di
chuyén thu muc (Cé thé sir dung t6 hop phim Ctrl + A dé chon tt ca cic thu
muc can di chuyén hodc gitt phim Shift d& tiy chon nhiéu thu myc cin di
chuyén).

Budc 2: Chon & dia hoic thu myc ¢ chita thu myc di chuyén, nhép chudt
phai chon Paste.

d. Cach chia sé tép, thu muc trén mang LAN.
 Budc 1: Mdy tinh dam bao da tit tuong Iira. D& it tudng lira nhip chudt
phai vao biéu trong mang. Sau d6 chgn Open Network and Sharing Center ->
Change advance sharing settings

Budc 2: Ban cai 4t xudt hién, thiét 14p cac ché d§ dé chia sé. Neéu chia sé
ma khong mudn dit password thi ban tich vao & Turn off password... . Sau do
Save.

Buée 3: Chon thu muc cin share, nhdp chudt phai vao thu muc, chon
Properties Chon Sharing -> Share. Tai ddy ban Add myc Everyone vao sau d6
chon Read/Write. Cubi cung chon Share. Pé may khac ¢6 thé lay dugc dir liéu
vira chia sé thi phai cung cdp cho may d6 mét dja chi ip clia mdy tinh chia sé.

3.5. Quan ly thw muc va tép: Xo6a, khoi phuc tép va thu muc

a. Céch xda tép tin, thir muc, cho vao thung rdc (x6a tam thoi).
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Nhip chudt tréi vao thu muyc, tép tin cin x6a, vao Organize trén thanh
cdng cy clia clra 56, chon Delete. Hodc nhap chubt phai vao thu myc, tép tin cén
x6a, chon Delete (hoac nhén ph1m Delete)

_ Organg v | & Open Include in hbrary » Share wrth v Burn
& Cut P Name ’
= Copy . Corel Draw 12
Ll Paste }. Corel X5
Undo 5o Excel
Redo . Hoc 1ai O to
Select alt }. Nero6.6.0.6
;.. NERORE6G
 Layout " | [y offcie 2010 - key
Folder and search options ST IO EG
7< Delete ) ” | “ ;. quy che an toan an ninh thong tin
Rename i Quy che ANTT
Remove properties 3. sua loi file Word
Properties I unikey
i. unikeydORC2-win32
Close i~ Vannghe 2011

A . 2 A - A ’ . 5 A . -
Hién thi ctra so xac nhin x6a, ngudi st dung chon Yes dé thyc hién hodc
‘ A' r
chon No néu khdng mudn xda.

De.}ﬂe Folder o . . i %@_
r-*;.}:- Are you sure you want to rove this folder to the Recycle Bin?
o T, Offcie 2010 - key

1 Date created: 19/01/2015 9:22 AM

e J L Mo

b. Céach khéi phuc tép tin, thu muc tir thung réc.

Dé phuc hdi lai thur myc, t&p tin vira x6a, nhip chudt trai vao thu muyc, tép
tin mudn phuc hdi sau d6 chon Restore this 1tem trén muc Recycle Bin Tasks
ho#c nhép chudt phai vio thu muc, tép tin can phuc hdi sau d6 chon Restore.
Thu muc, tép tin duge phuc hi & trd lai ding vi tri ban dAu trudce khi x6a.

Ul
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Organize v

ST Favorites
“4ii Recent Places

wa Libraries
[_1] Documents
Jl Music
iy Pictures
F4 videos

M Caminitsr

Name

1 Newfolder (2)

4 New folder

¥ Offcie 2010 -

& UsB2d  Restore

J W Cut

L_i AUtO e
Lj Auto Delete .
3 uto o L

| AitaRarrEaTrrsTaerr T TTTed

¢. Cach don sach thung rac (x6a vinh vién).

Cach 1: M¢ thung rac, chon Empty the Recycle Bin trén muyc Recycle Bin

Task, chon Yes.

‘ ““ﬁ :.. .
g

RecycleBin »

Grganize » Empty the Recycle Bin. Restore this item.

vy Favorites
& Recent Places

g Libraries

Cach 2: Nhip chudt phai vao bifu twgng thung ric, chon Empty the

Recycle Bin, chon Yes.

Remove all files from the Recycle Bin
to free up disk space.

i New folder (3}
| is Offcie 2010 - key

Empty Recycie Bin

Create shortcut

Rename

Properties

3.6. Quain Iy thir mue va t¢p: Tim kiém tép va thu muc

a. St dung cong cu tim (find, search) dé tim mot tép hay thu muyc.

Dung 6 Search trén thanh dia chi cua cira s6 windows hodc & Search

programs and files tir menu Start dé tim kiém céc tép hay thu muyc.

b. Tim tép theo tén, theo ndi dung, theo ngay tap, ngay cép nhat, theo

, m~ " A
kich cd, kieu.
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Pé tim kiém ning cao ching ta sur dung bd loc: Khi nhép chudt vao hop
tim kiém phia trén cling bén phai cla cira s6 Explorer, né s& hién ra danh sach
céac tir khoa duge sir dung gan nhét va bd loc tim kiém s& hién ra ngay ben dudéi
céc tir khoa d6. O day c6 thé kich vao mét tiy chon cia bo loc de cho két qua
chinh x4c hon. Hoic c6 thé gb cac tir khéa nay vao 6 tim kiém néu khéng muén
kich vao danh sich dugc ligt ké.

Danh sich céc kidu tim kiém thuong sir dung:

- Kind: Chi tim kiém céac tip tin duge chi dinh (trong tai liéu, thu muyc,
hinh anh, lich).

- Datemodified: Tim theo ngay thang dugc chon. Ban c6 thé chon khoang
thoi gian "tir ngay" ... "dén ngiy" bang cach gilt phim Shift va chon céc thoi
diém can tim.

- Datetaken: Tim céc tip tin anh theo ngay dugc chon,

- Datecreated; Tim bét cir thir gi duge tao ra trong khodng thdi gian lya
chon.

- Name: Chi tim kiém theo tén tap tin.

- Type: Tim kiém céc tip tin c6 phin mé rong x4c dinh nhu .bmp, .pdf,
.doc, va .mp3. Ty chon niy twong ty nhur khi ding kind: nhung duge loc cu thé
hon.

- Tags: Tim kiém tap tin theo céc thé siéu dit 1iéu di kém bén trong,

- Size: Tim kiém theo kich c& cu thé. Ban ciing ¢6 thé tuy chinh pham vi
ctia kich c& giéng kiéu - Datemodified. vi duy: size:=10mb..50mb.

- Length: Tim theo ¢ dai cta céc file nhac hodc video.
- Authors: Tim theo tén téc gia cua tip tin.
c. Siurdung ky tu dai dién d& tim thu myc va tép.

Trong truimg hgp khéng nh¢ 15 tén ctia tip tin cAn tim hojc mudn mo
rong pham vi tim kiém thi viéc 4p dung céc ky tu dai dién 1a mét giai phép rét
hitu ich. Trong Windows, ky tu dai dlf;n dugc sir dung la dau sao (*). Vidu

muén tim kiém nhung tap tin c6 phan md rong 1a .pst ban tién hanh nhap tir
khéa * pst vao 6 tim kiém. Tuong ty cling ¢6 thé 1am didu nay dé tim tén céc tép
tin ma ban khéng nhd chinh xac.

IV. M4t s§ phin mém tién ich
4.1. Nén va giai nén tép
a. Y nghia cta viéc nén tép tin.

Nén tép tin c6 tic dung lam giam dung luong cua tép tin nhim ting chd
trong cha bé nhé hodc tao thuén lgi trong qua trinh guri t¢p tin trén mang. Ngoai
ra, nén con lam glam 56 lugng tép tin khi ching ta cin giri di théng qua céc phén
mém thu dién tir va mot s6 phan mém c6 tinh ning g dit liéu khéc.
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b. Céch nén tép tin trong mét thu muc.

D& nén tép tin trong mot thu myc chung ta sir dung tinh néing nén/giai nén
file trong windows hodc cdc phin mém hd trg nén nhu Winrar.

Dé tao file nén, nhap chudt phai [én mét khu vic tréng bit ki trén man
hinh desktop hojic cira s6 Windows Explorer, sau d6 chon New / Compressed
(z:pped) Folder. Cac file s€ dugc copy vao "thu myc" 21p, thyc chét 13 mot file
zip. Ngudi st dung c6 thé kéo/tha dé di chuyén file zip nay va cung c6 thé copy
hoac x6a nhir copy, x6a file binh thudng Mét cach khac 13 chon tit ca cac file
mudn nén trén Windows, nhip chudt phai va chon Send to / Compressed

(zipped) folder

c. Céach giai nén céc tép tin.

pé giai nén, nhép chudt phai 1én file .zip va chon Extract All. Mt cira sb
moi $€ xult hién cho phép lya chon céc file s8 duge giai nén va vi tri it file giai
nén. Theo mic dinh, céc file giai nén s& duge dit trong cling mét thu muc véi
file .zip.

4.2. Phin mém diét virus, phin mém an ninh mang

a. Mot s6 phin mém diét virus, phin mém an ninh mang théng dung.

Phin mém diét virus: BKAYV, Kapersky, Avast, Avira, AVG, CMC
AntiVirus,..

Phan mém an ninh mang: H¢ théng tuomg lira Fortigate, céc phin mém
Cacti, Snort, phin mém thiét bj an ninh mang PIX cia Cisco,...

~ b. Sirdyng dugc phin mém diét virus dé quét & dia, thu myc, tép tin cu
the.

Trong cac phin mém diét virus d8u c6 cac lva chon quet 0 dia, thu myc,
tép tin cy thé dé nguoi ding c6 thé lya chon viing quét theo y mudn.

Céc phan mém diét virus hién nay tich hgp ca chirc nang dq phong chéng,
phat hi¢n va loai b6 mi déc, hoan toan tir déng. Nguoi ding c6 thé sir dung chic
ning nay.

c. Cap nhat phan mém diét virus thudng xuyén.

pé cap nhat pha.n mém nguoi su dung ¢ thé ll,ra chon cap nhat tu dQng

thucmg xuyén theo thol gian mong mubn hogc c6 thé cip nhat bang tay bat ky
lic ndo bang cach nhip chudt vao nit chirc nang Update (Cap nhit).

4.3. Chuyén dbi dinh dang t&p

a. Cach chuyén dbi dinh dang céc tép vin ban sang kidu .rtf, .pdf va
ngugec lai.

- Déi dinh dang cac t8p viin ban sang kiéu .rtf, .pdf: Tay chon File -> Save
as, tai 6 Save as Type cé ‘tuy chon céc kiéu dinh (dang cho nguoi dung tiy chinh.

Hodc ngu’m dung c6 thé sir dung céc phin mém ddi dinh dang dé thyc hién
chuyén ddi.
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- Déi céc dinh dang kiéu .rtf, -pdf sang van ban: Sir dung céac pha.n mém
dbi dinh dang 4 thye hién chuyén dbi hodc co thé déi bing céc website dbi dinh
dang tryc tuyén.

b. Céc dinh dang t&p 4m thanh phd bién va chuyén déi tép Am thanh sang
cac dinh dang nay.

Cic dinh dang 4m thanh pho bién hién nay: MP3, WAV,
Lossless,AAC,WMA,... D& chuyén d6i tép am thanh sang cac dinh dang ching
ta sur dung cdc phin mém nghe nhac hodc phin mem chuyén dbi dinh dang hoic
c6 thé ddi bing céc website ddi dinh dang truc tuyén.

4.4. Da phuwong tién

a. Khai niém phuong tién truyén théng (media), da phuong tién
(multimedia).

- Phuong tién truyén thong (media): La vige vén dung cac kha nang cua
co thé, st dung nhu'ng phwong tién ¢6 san trong thién nhién, nhiing cong cu
nhén tao dé dién ta va chuyen tai nhimg théng tin, thong di¢p tir ban thin dén
ngudi khac hay tir noi nay sang noi khac.

- Da phuong tién (multimedia): La mét sy két hgp phuong tién truyén
théng (media) va cc dang ndi dung (content) khic nhau. Pa phuong tién bao
g6m sur két hop vin ban (text), &m thanh (audio), anh tinh, hoat hinh, video, link
hodc cac dang ndi dung tuong tac khéc.

b. Cach ding mét sb tién ich v& xr Iy va quén 1y &nh s6.

Mot s6 tién ich xi 1y va quan ly anh so Trong hé diéu hanh Windows c6
tich hop sén tién ich Paint va trinh xem &nh s6. Ngudi dung ¢6 thé sit dung cong
cu Paint dé xtr ly anh don gian.

c. Cach ding mét sb tién ich da phuong tién téng hgp: Ghi am, nghe
nhac, xem phim.

Pé ghi 4m, ngudi dung sir dung img dung ghi 4m nay da c6 sin trong may
tinh bing cich chon Start sau d6 g& vao & tim kiém Sound Recoder va chon.

Ho#c chon: All Programs --> Accessories --> Sound Recorder nhu hinh phia
dudi
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Q TeamViewer 9
t’j Windows DVD Maker
54 Windows Fax and Scan Le Tinh
Q Windows Media Center '
{d Windows Media Player Dacuments
43 Windows Update
A XPS Viewer Pictures
4» Accessories
€ Bluetooth File Transfer
[:_] Calcwlater
ﬁ Command Prompt

Music

Games

Computer

@ Connect to a Projector
.} Getting Started

79 Math Input Panel ;
4] Notepad Devices and Printers
&l Peint

%5 Remnote Desktop Connection B! Default Programs

Control Panet

Help and Support

I, Sound Recorder

@ Sync Centey
¢ Windows Explorer

MR Windows Mobility Center
3 WordPad

{ Easeof Access

3. System Teols

;. Tablet PC

4+ Windows PowerShell

Back

‘ Search programs and files

Khi d6 phdn mém nho duge hién thj 1&n, dé ghi 4m céc ban click vao Start
Recording
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Sau do chon dudmg din va tén file mubn lwu va heu lai

_ - R 4 o .
@ # » Lrh & ) Documents ) | Searcn meats
X0 N s o bt R i U s it i
‘| Organize v New folder vy 8
¢ Favori o Documents libra
# Favontes ry Arrange by, Folder *
Bl Desktop Includes: 2 locations
W Computer ~ ~.

i, oy ) 0 4
4+ Downloads ; ;
¢ Vorum VN (D) § ’
;. File Download i |
%, Recent Places E

UniKey :
Bl Desktop
il Libraries ']
File gam1 viorum.vojwma . . i
Save o5 type: lv.!inqoys_:._l__\ﬂgdig AudioFite(wma). . :
Contributing artists: Specify contributing art... Alburm: Specify album
il .~ Hide Folders [ Jave ] [

DPé nghe nhac' Trong he didu hanh Windows co tich hqp san tién ich
Media Player glup nguorl ding c6 thé chay duge mét s dinh dang am thanh co
ban. Ngoai ra c6 thé cai dit thém cac trinh phét Am thanh khéc.

Pé xem phim: Cé thé dung tién ich Media Player dé xem dugc mot sb
dinh dang video co ban. Néu mudn xem céc dinh dang video khéc, ngudi diing
s& cai dit thém cac céng cy xem video khac nhu: K-Lite Codec Pack, VLC
Media Player,...

V. Sir dung tiéng Vit

5.1. Cac khai ni¢m lién quan

a. Céc bd ma tiéng Viét nhu Unicode, TCVN,

- Unicode: La b mé chuan qudc té dugc thiét ké dé dung 1am bd mé duy
nhat cho tat ca cdc ngdn ngit khac nhau trén the gic’ri ké ca cac ngbn ngit sur
dung ky tu tucmg hinh phirc tap nhu tleng Trung, tiéng Thai... Vi diém uu viét
d6, Unicode d va dang timg budc thay thé cac bd ma truyen thong, ké ca b ma

tiéu chudn ISO 8859 va hién dang dugc hd trg trén rit nhiéu phin mém ciing
nhu cac trinh img dung.

- TCVN3: Bémg mi theo tidu chuin (cti) ciia Vi¢t Nam. Cac font chir
trong bang ma nay coé tén bt ddu bing .Vn va mdi font c6 hai loai thudng va
hoa (font chit hoa két thiic bang H). Vi du: .VnTime, .VNSouthernH. Ngay nay
TCVN di quy dinh st dung font Unicode trong soan thao vin béan.
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b. Phong chir (font) va biét mdt sb phong chir Viét théng dung.

Pé hién thj duoc cac ngdn ngit clia cic qudc gia, may tinh st dung céc bd
font dwgc xdy dung twong Umg v&i cdc bing ma. Cac font ho trg tiéng Viét:

TCVN3-ABC: .VnTime, .VnTimeH, .VnArial,...
VNI: VNI-Time, VNI-Top, VNI-Book, ...

Vietware: VNtimes new roman, VNumbrella, SVN times new roman,
SVNumbrella, ...

Unicode: Times New Roman, Tahoma, Arial,...
c. Céch thirc gb tiéng Viét.
_C6 thé gd tiéng Viét biing 3 kiéu g6 1a Kiéu gd TELEX, VNI va VIQR,
cu theé:

Cch Thém Du
T Thém & b B i

5 0r

a REDE

Xéadh |z oo 1

Tét Dfmicmppn

5.2. Lya chon va cai diit cdc tién ich sir dung tiéng Viét

a. Céc giai phap hd trg cai sin bén trong mét s hé diéu hanh,

Trong mdt s6 hé didu hanh ngudn mé, cu thé 1a Ubuntu ¢6 cai sin cAc tién
ich gd tiéng Viét nhu Scim. Cach kich hoat Scim:

C6 2 cach, c6 thé ding dong 1énh dé kich hoat hogc kich hoat trong phén
thiét 1ap hd trg ngdn ngit.

Kich hoat bi"mg dong [énh: gd 1énh sau vao cua ) dong lénh (terminal):
im-switch -s scim-bridge.
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Kich hoat béng giao dién dbhoa: trong phén System -> Administration -
> Language support, danh ddu vao phén Enable support to enter complex
characters”, sau d6 khai dong lai may la c¢6 thé sir dung duge Scim.

Sau khi kich hoat Scim, ngudi dung sir dung dé gb tiéng Viét nhu théng
thuong.

b. Céc phin mém g tiéng Viét thong dung va cach thirc cai djt, st dung
ching.

- Vietkey:

La phan mém g5 tiéng Viét do Ding Mmh Tuén séng ché. Trudce day,
Vietkey dugc cai dit khong ban quyén trén nhiéu mdy vi tinh. K& tir nim 2004,
Vietkey d4 ngimg phat trién.

_ Cai dat: M¢ file cai dat va nhip chudt vao cai dat va n6 s& hién ra cira )
dé ching ta thuc hién cac budc cai dat. Cach cai dat cling tuong ty nhu cai dat
cac phan mém ung dung khac.

Str dung: Tuy vao ngudi ding ma co thé chon cho minh kidu g0 thich
hep.

_ Trén thanh Menu cia cira sb Vietkey, nhdp chudt vao kidu go dé chon
ki€u go tieng Viét 1a VNI hoac Telex.

Click vao bang mi va tich vao loai md Unicode dung sin TCVN
6909:2001.

Union:lﬂsai e
e S’WWMTM mzmﬂ
Lo € Unicode UTF8
Coe Urmdodvm&um 3 -~
: c U"W"'Wnﬁnmmmmc .

Ngu’oq ding cé thé ty chQn vj trf hién thi ciia Vietkey, thucmg la & thanh
Taskbar dé tranh tinh trang Vietkey che di nhimg giao dién dang sir dung.

W
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- UniKey:

La phan mem ngudn mé do Pham Kim Long phat trién, hd tro nhiéu bang
ma va kiéu go tiéng Viét. Tir sau khi dl,r 4n Vietkey két thiic, UniKey tré nén
pho bién vi mién phi, gon nhe va khong cln cai dit.

Str dung:

pé go tleng Viét trén may tinh bang Unikey ngum ding cin khoi dong
(chay) phan mem. Khi d6 phin mém s& hién thj mot bneu tugng nho dum khay
hé thong. P& g6 dugce tiéng Vigt c6 déu,ngudi dung cén chuyen phén mem nay
sang chir V, nguqc lai muén tit ché dé gb co diu cAn chuyén né vé chir E.
Nguoi ding c6 thé chuyen ché do nay d& dang bang cach click chudt vao bidu
tugng & khay he théng hodc dung t6 hop phim chuyén, mac dinh la CTRL +
SHIFT hoic tb hop ALT + Z, c6 thé lya chon phim chuyén phit hgp véi may
bing cach lua trén ngay trén giao dién phin mém.

Unikey h trg nhiéu kiéu g8 véi bang mé khéc nhau. Thong dyng nhat
hién nay van 13 bang ma Unicode véi kiéu go Telex.

Unicode la bang ma chuan quoc té duqc stt dung rong rai nhét hién nay,
hién dang dugc hd trg trén rét nhiéu phan mém ciing nhu céc trinh ing dung.

Dé sir dung Unikey g tiéng Viét trén may tinh, khéi dong phan mém lén
va thiét 1ap & myc Bang mi (thuong lya chon Umcode) va Kiéu g6 (Telex -
tuong Gmg vdi bang mi) sau do click DPdong la co6 thé gd tiéng Viét dugc roi.

UmKey4o‘rjci e e .
(Unicode '?J\“%‘?._M“"
I TR R B YT
oo ek, @ iR 3 o N el
* ""f'"ﬂd‘“l I i ] [ e

5.3. Chuyén dbi phong chu’ Vlet
a. X Iy sy khong théng nhit vé phéng chir

Khi g3p van ban st dung nhiéu phéng chit, trude hét dé doc dugc chung
ta can cai dit vao may tinh tit ca céc phong chit ma vian ban do st dung, hoic
ding céc phan mém d8 chuyén dbi tit ca v& mét phong chit duy nhit.

b. Sir dung phén mém chuyén ddi phéng chir théng dung
Chung ta c6 thé sir dung phan mém Unikey dé chuyén dbi phéng chir:

Buéc 1: Mé File Word mudn chuyén ma nhén té’ hop phim Ctrl+ A dé
chon toan bd vin ban sau d6 nhin t& hgp phim Ctrl+C dé copy vao Clipboad
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i ~ Buoc 2: DeChuyen ma tiéng viét toan vin ban sang Unicode chuin trong
tht ca file word, dudi thanh Toolbar ban chudt phai vao Unikey va chon cong
cu[ CS+F6] nhur hinh dudi

8t kiém tra chinh td
Bit tinh ning g3 th
Soan bing g3 tht...

Kidu g3 »

¥ Unicode dyng sdn

L TCVNI(ABC)

VNI Windaws

Bing mi khic¢ »

Béng Rty khi€n_[CS+F5]
Két thic

e B PR e e PR G e

. 10:00 AN
=25, Aug 14

T e b b D e s, 7

Buoc 3: Mot bang thdng bao hién ra nhu bén dudi & tiuy chon dich ban
chon Umcode tuy chon ngudn ban chon TCVN3 nhu dudi, tich vao muc
chuyén mi Clipboard sau d6 nhén Chuyén mi

LRI
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 Lya chon
rowssy s Dlswcatia

TR [ sang chir thuimg
”“m‘ . 21 [Loaibé oy
: [C]kndng ding rich text
[ biing 64 font 14i thidu

File nguéin

Chi ki try e text va fle Rich Text Format {RTF)

64 AT ) AT

Sau do Ctri+ V vao vin ban.

Hodc c6 thé sit dung cdc phin mém khic nhw: UConvert Desktop,
Uboffice,...

5.4. Sir dung nhiéu ngén ngir trong mot tai lidu
a. Chuyén ddi tir ban phim sang tiéng Viét va nguoc lai
Lya chon ngdn ngit cia ban phim: Nhép chudt vao biéu tugng EN &

Taskbar chon ngén ngit cho ban phim hoic nhén t hop phim “Window +
Space”.

b. Dua mét doan vin ban bang ngdn ngit khic vao van ban géc tiéng Viat

Dé dua mot doan vin ban bing ngdn ngit khac vao van ban gdc tiéng Viét
chiing ta c6 thé sir dung 1énh Copy-Paste.

VLI. Sir dung may in
6.1. Lua chon may in

a. Thay d6i may in mic dinh tir m¢t danh sach méy in cai sin. Biét cich
chia s¢ mdt may in mang
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Pé thay déi may in mic dinh, ching ta lam nhur sau:

Nhip chuft vio thanh Menu Start, chon truy cdp véo Devices and

Printers

g LutoPlay

g Defautt Programs

& Farny Safety

&} HomeGroup

& Keyboard

L3 Hovification Area teens
£ Recon ey

H Storage Spaces

s'_, ther Sccounts

1 Wodk Folden

B¢ DrLorker Drve Encryphicn
o8 Deace Manrger

£ Ble Mastar,

&4 tndeing Options

€% Langage

& personstination

‘3 Penion

8 $ync Conter

W indous Defender

W Devices ans Punters
Flach Player '
KD tntelify Graphics snd bledss

12 Location Settings

4oy Phane and Modem

¥ RemnoteApp and Desitep Connections
B System

i vindos Firewatt

Cira 56 méi hién ra liét k& cc mdy in, ban phai chudt vao mdy in tt nhat
thudmg xuyén sir dung, sau d6 phai chudt va chon Set as default printer

4 Prmters {fH

o
Microsoft XI‘-,[
Documer[t Wi

Pnntmg preferences
Printer properties

Create shortcut

'ﬁ,‘\* Remove device
Troubleshoot

_Properties

[

- M4y in miic dinh s& cé déu Tich (V)

See what s prirltmg
etos defoultprinter |

0 1 SO STMEET FC-PYRAE [F. Riaitir
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Print .

Peint

Copies 1 _’

Printef/
; Microsoft XPSDocumuuWnter . I.
Rﬁ@d; .
frnmer RIsnertiss
Settings

""" Print Ali Pages
9nnt !he !.‘l\tll!: documcm

Pages:
771 Print One Sided
Cnly pant o ane sde of the page

-y Colated
i 123 125 123

i ,..| Pottrait Onentation -

LY Letter
58 em 27 em

i1 Normal Margwns
L0 Left 25 em Right L3lem

_} 1 Page Per Sheet v

Taia M
o

Chia sé may in:
Va start ->Printers and Faxs ta dugc mdt hop thoai céc logi may tinh

dang cim vao may cua minh. Céc ban tim xem biéu tugng may in dang cim trén
may tinh ciia minh sau do 4 4n chudt phai chon Sharing,

Tlep tuc xuét hién hop thoai, chon Share this Printer sau d6 chon OK.

Dé ding tén hoiic ddi tén di cling dugc. sau d6 chon OK, nhur vay 1a ta da
chia sé dugc may in qua mang LAN rdi.

b. Cai dit mdt may in mdi vao may tinh

Bude 1. Chudn bj Driver (trinh diéu khién) cho mdy in.

Bude 2. Str dung ddy cdng USB tir méy in gén vao cong USB trén may
tinh ban / Laptop.

Budéc 3. Bit file driver cia may in rdi chon Run -> Next téi cho dén khi
phin mém bit ddu cai djt.

Buéc 4. Chd khi thanh cai dat chay xong hét va ban chon Finish,
Budc 5. Sau khi hoan thanh cac budc ban Chon Finish. Restart lai may
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B 6.2. In
1 ! a. Hang dgi (queue) in, tac vu (task) in. Biét cach in tai liéu tir mot vmg
i dung
; - Hang doi (queue) in: La bang sip xép thir tr cic dbi tugng dang chd
dugc in 4n trén mot may in.
;
] - Tac vu (task) in: La thanh nim trén th thoai may in, phia trén hang doi,
| c6 tac dung dé thyc hién thao tic cac lénh vé may in va in 4n.
b. Xem tién trinh céc céng vide in trong hang doi, dimg, khoi dong lai,
; x0a tdc vy in.
Pé xem, dimg, khoi dong lai, x6a tic in ching ta truy cip vao thanh Menu
- Start, chon truy cdp vao Devices and Printers. Nhay dop chuft vao may in dang
thyc hién 1€nh in. Trong hdp thoai méi xuat hién chira danh sach cac cong vige
in trong hang doi va thanh tac vu d& ngudi dimg thao téc c4c 1énh theo y muﬁr;g/’

i
H
A
bl
2
i
%
!
i
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MO PUN KY NANG 03: XU LY VAN BAN CO BAN

I. Kién thirc co’ bin v@ viin bén, soan thao va xir Iy viin bén

1.1. Khai niém van ban

a. Khai niém vin ban theo nghia thong thuong.

Theo nghla rong, vén ban dugc hidu 1a vat mang tin duqc ghi bing ky

hi¢u hay béng ngdn ngit, nghia la bét cir phuorng tién ndo ding dé& ghi nhén va
truyén dat théng tin tir chi thé nay dén chi thé khac.

Theo nghia hep, vin ban dugc hidu 14 céc tai lidu, gidy to, ho so duge
hinh thanh trong qua trinh hoat dong cuia cac co quan nha nudc, cic td chirc xa
th céc td chuc kinh té. Theo nghia nay, céc loai gidy t& ding dé quan ly va
dleu hanh céc hoat ddng cla co quan, t& chirc nhur chi thij, thong tu, nghj quyét,
quyét dinh, dé 4an, bao céo.. . déu duge goi 13 vin ban.

b. Khai niém vén ban quan ly Nha nuéc.

Van ban quan ly Nha nuoc 1a nhitng quyét dinh quén ly thanh vén do cac
¢o quan nha nudc cd thim quyen hodc c4 nhan dugc nha nudc uy quyen theo
chirc nang ban hanh theo thé thirc va thi tuc do ludt dinh, mang tinh quyén lye
nha nudce, lam phat sinh cac hé qua phap ly cu thé. Trong thyc té, van ban quan

Iy Nha nuéc duge sir dyng nhu mdt cong cu clia nha nirc phap quyén khi thé
ché héa cic quy pham phép luét thanh vin ban nhim quan 1y x3 hoi.

c. Khai niém vin ban hanh chinh.

Khai niém van ban hanh chinh dugc s dung voi nghia 1a van ban dung
lam c6ng cy quan ly va didu hanh cua cdc nha quan tri nhiim thuc hién nhlem vu
giao tiép, truyén dat ménh 1énh, trao d6i théng tin duéi dang ngdn ngit viét, theo
phong cach hanh chinh- cong vu.

1.2. Soan thao van ban va xir Iy van ban

a. Cac thao tac thong thudmg dé c6 duge moét vin ban theo yéu cau: Soan
thdo ndi dung (tac mdi hodc sir dung ndi dung co sin), bién tip vin ban (thém
bét, stra chita ndi dung, thay dbi dinh dang, thém mmh hoa, tao cac lién két,
tham chiéu, hoan chinh van béan), Iuu giit vin ban, in 4n va phan phdi vin ban.

b. Mot s6 phdn mém xir Iy viin ban khac nhau nhu LibreOffice Writer,
OpenOffice Writer, Microsoft Word.

- Microsoft Word: Chucmg trinh soan thao vin ban Microsoft Word la
mdt phin mém thudc bd phan melicrosoﬂ Office cua Microsoft. Tu nim
1993, Microsoft tich hop ba phin mém Word, Excel va PowerPoint thanh mjt
san phdm 1a Microsoft Office 6.0, sau d6 by phan mém d3 dugc ning cép nhiéu
lan: Office 95, Office 97, Office 2000, Office 2003, Ofﬁce 2007, Office 2010,
Office 2013, Office 2016, ngay mét nhidu tinh nang tién tién hon, giao dién cé
thé thay dbi, tuy nhién nhimg tinh niing co ban nhat thi khong thay doi.
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+ Microsoft Word 12 mt b soan théo tryc quan, c6 giao dién dep va dé
sir dung, cho phép tao va x&r 1y cic van ban, ché ban dién tir véi nhidu maiu mi
phong phu.

+ Microsoft Word cho phép tao va xir Iy bang bidu thuén loi, c6 thé tinh
toan va sip x&p dir liéu trong bang theo mot trét ty nao d6 cia ngudi dung,.

+ Mlcrosoﬁ Word cho phép soan thao vin ban theo c6t bao chi, soat 15i
chinh ta bing tiéng Anh, chén céc hinh anh vao vin ban, tao chit nghé thuit.

e Uu diém: Chay ¢ bn dinh va d& dung, dugc sir dung rong khic,
e Nhrge diém: Chi phi ban quyén cao.

- OpenOffice erter OpenOffice 12 by phin mém img dung van phong
ngudn mé duge phat trién bdi Sun Microsystems va cong dong ngudn md, céc
tinh ning tuong tw nhu Microsof Office. OpenOffice c6 thé chay trén nhidu hé
diéu hanh, hd trg da ngon ngir (trong d6 ¢6 ca phién ban tleng Vigt), thudmg
xuyén dugc cfip nhit va ning cap. OpenOffice Writer 13 phan mém xur ly vin
ban trong bd OpenOffice. Ngoai céac chirc nang co ban cua mdt chwong trinh xir
Iy van ban, OpenOffice Writer con cung cAp mdt sb tinh niing quan trong:

+ Céc kidu dinh dang miu;

+ Céc phuong phép trinh bay hiéu qua (bao gdm khung, cot va bang bidu);

+ Nhiing hotic lién két céc hinh db hoa, bang tinh va céc déi tugng khac.

+ Tai liéu chu, tip hop nhiéu tai 1idu vao trong mét tai lieu don.

+ Theo d&i céc thay d8i trong tai liéu.

+ Tich hgp co s& dit liéu bao gbm cé co s& dit lidu vé tac gia.

+ Xudt tai lidu ra dang PDF bao gdm ca céc lién két.

e U diém: Mién phi, d4 duoc Viét héa

¢ Han che Chua nhiéu ngudi biét dén. Nhiéu ngudi quen st dung MS
Word khéng mubn bé thoi gian nghién ctru OpenOffice.

- lereOfﬁce Writer:LibreOffice erter 1a phan mém soan thao van ban
thude bd phin mém LibreOfficedugc phat tridn bai codng dong ma nguon md, do
Qu¥ tai heu(The Document F oundat1on)quan ly. LibreOffice Writer c6 thé chay
trén nhiéu hf; didu hanh va hd trg da ngén ngit.LibreOffice Writer cé tinh néng
tuong tw vé mit giao dién va cich sit dung nhu MicrosoftOffice Word, d& hoc
va d sir dung.

e Uu diém: DPugc caidé.tggn trong cidc hédiéu hanh Linux nhu
Ubuntu,Centos,... mién phi theo gidy phép LGPL.

* -Han ché: chira nhidu ngudi biét dén. Nhidu ngudi quen dung MSWord
khéng mudn bé thoi gian nghién ctru Libre Office.

1.3. Chirc niing chinh ctia mot phin mém xir ly vén ban
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Phan mém xir ly van ban 1a mjt phin mém duge thiét ké dé soan thao cic
vin ban dién tir vdi mdt so chirc néng chinh nhu sau:

- Hién thj ndi dung vin ban trén man hinh

- Cho phép nguoi ding sta dbi, bd sung tai vi tri bét ki trong vin ban

- Thé hién nhidu kidu chit (font), ¢& chit, mau sac khac nhau

- C6 thé kém theo hinh anh trong vén ban

- Luu giff van ban dudi dang file

- H3 trg in &n vin ban

- C6 chirc nang ghép anh

II. Sir dyng mjt phan mém xir Iy vin ban Microsoft Word 2010

2.1. M&, dong phin mém xir Iy viin ban

a. Céch m@, d6ng phin mém x 1y vin ban tryc tiép va gidn tiép.

- Vo Start\AllPrograms\Microsoft Office, chon Microsoft Word 2010,
d& mé chwong trinh soan thao van ban.Hodc chon va kich hoat mé phin mém tir

bidu tugng Microsoft Word 2010 trén man hinh Desktop (bing cach nhip dup

chudt trai lén b1eu tugng).
- Thoat khoi (ddng) Microsoft Word 2010: Vao File chon Exit hodc

nhép chudt vao nut Close trén gbéc phai man hinh.

Microsoft Word

AN
I ! \ Do you want to save changes you made to Document3?

[_save ..J[Dog’tSave][ -Cancel . ]

Cha y: Tmong hop kh1 thoat kh01 Word néu noi dung vin ban dang lam

viéc chua duge lwu vao bd nhd thi may xuét hién hop thoai héi "c6 mudn ghi lai

..hay khong", neu mudn vy lai ta chon Save, khong hry chon Don’t Save, chon
Cancel dé quay vé& man hinh soan thao.

b. Céc yéu tb trong giao dién lam viéc cua phin mém:
Sau khi khéi dong xong xuat hién man hinh soan théo gbm:
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- Thanh tiéu de (Titller): Hién thi tén chuong trinh img dung
. MicrosoftWord va tén File vin ban dang 1am viéc, & bén phai hién thi 3 nét didu
khién (4n xudng thanh tac vu, phéng to thu nhd ctra sd, thoét khoi chuong trinh

soan thao).
- Thanh thyc don (Menu): Chira cac Menu Iénh chinh phuc vy cho viée
| khai thac gom: File,Home, Insert, Page Layout, References, Mailings, Review,
View.
- Thuéc (Ruler): Giap ngudi sir dung nhin théy 18 trang van ban va cén
chinh truc tiép doan van ban.( Pé 1am xuét hién thurée ké hodc an thi: vao View
| chon Ruler).
- Thanh cudn (Scroll bar): Lén, xubng, sang trai phai, man hinh soan
thao.
‘ - Ving soan thao: La ving d ngudi st dung nhdp vin ban.
| 2.2. Mé viin ban c6 sén, tao viin bin méi, lru, xéa vin ban
3 a. Mo mét file vin ban méi
3 - Nhép véo File chon New chonBlank document hoic(Ctrl + N)
b. M& mdt vin ban c6 sin.
Nhip chudt vao File chon Open, hoic(Ctrl + O). Xuét hién hop thoai
nhu hmh dudi day:

B
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[@open

Organize v New folder . S ke OO

I Cesktop * MHame Date modified Type
& Downioads
%4 Rucent Places

i Setup 1172272014 233 P File Tolder
) Giao trinh DT 2014_02042014 127452004 10:20 ... Microsoft Wi

w9 Libraries :
{4 Documents ,g
Jﬁ Music :
Jug| Pictures E
H videos

% Computer
&y Lotal Disk {C)
e Local Disk {D2)

]

- n e N
M oaar ok ol .

- ‘Lh‘d.._‘:\:un'ﬁ

Filepsme: | v} {AUWordDocuments . . . ~] :;
Toosk v [ Open fv] [ Canct ] ||

- :l"im b dia, thu myc chia :tép cAn mé, khi tim xong luc nay danh sach
t&n tép hién thi giita hop thoai. Mudn md tép nao thi ta nhép chudt chon tép d6
sau d6 nhép chudt vao Open dé md.

c. Luu File van ban
Nhép chudt vao File chon Save, hodc (Ctrl + S)-> xudt hién hop thoai;
Trong Save in: Lyra chon b dia, thu myc dé luu tep.
Trong File name: Dit tén tép (khong dugc trung lap tén tép trong mot
thur myc, nén phu hop véi ndi dung vén ban)

- Nhap vao Save dé ghi lai

d. Luu tai liéu dang mé vao mét thu muc véi tén mai.

- Muc dich: Giit nguyén dugce ndi dung tén té€p cii, con ndi dung tén tép
méi duge ghi lai. )

- Vao File\Save As... xuat hién hdp thoai Save As, danh tén médi vao
h{p FileName, chon b dia hay thu muc cén luu tép -> nhép chudt vao Save.
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(] Save A5 o L
OO : ﬁ at Local Disk (C) » Users » VX » Desktop » - \ +p E-{_Se:m?: Desilos L I
Organize + New foldes i ©
. “  Hame : Date medified Tyoe *
o Libeacies . anhtin_cuchanh 5122 A5 8A Pl folder
" ;
o Dotflmeﬂ*‘ +. dsnca 1513088 450 CH File folder
J’ Music = i. HuongKhe 20220385958 File felder
> :f‘t‘““ | ] i 1050 Ngoaive 16012015 10:18 55 File Tolder
B9 videos B[ |, quang hsindeco G01/2015 T SE  Fle folder
» C 4 L Teokhoa 2412241230 Fitefolder
L —
- & mpl:::k ¢ & 0913083335 doex 1112/2914 @56 35 Microsaft Werd ¢
Local Diek () @) baocaadocx 04122014152 CH Microsoft Word |
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Péng File van ban dang lam vigc

Nhip chuét vaoFile chon Close, hodc g Ctrl + W hodc nhap vio biéu
tugng ﬂl & g6c phai man hinh,

f.

X6a mdt van ban.

Vio & dfa luu trit file vin ban cin xéa, chon file cin x6a rdi nhan phi
Delete (truong hop nay file bi x6a s& dugc dua vao trong thiing rac (Recycle
Bin) cua hé diéu hanh, ngudi st dung cd thé khéi phuc dugc file bj xoa, bing
cdch truy cdp vao Recycle Bin, nhip chudt phai vao file twong Ung, chon
Restore. Trudmg hop x6a hin file vin ban (khéng luu vao Recycle Bin), ngudi
sir dung chon file vin ban cin x6a rdi nhén t6 hop phim Shift + Delete, rdi chon

Yes.

Deléte File - s

v Areyou sure you want to permanently delete this file?

Van ban can xo2

Type: Microsoft Word Document
Size: 0 bytes

Date modified: 15/07/2016 4:17 PM

g. Thay dbi kich thudc clra s0, m& nhicu cira sO va sap xep ching trén
man hinh lam vigc
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- Thay déi kich thuée ctra sb: nhay dip (d6i) chudt trai trén thanh tiéu dé
clia clra SO dang mé. Dé thay d01 kich thudce cira s6, ngum dung dwa con trd chjt
dén duong vién ngoai ciia cira 88, khi bidu tugng chudt c6 hinh miii tén hal chidu
nksphinh phia dudi, gifra va di chuyén chudt tréi dén kich thudc cira sé mong
mudn.

-Tang, giam kich c& tai liéu trén clia sd: Vio tab View chon Zoom xuét
hién hgp thoai Zoom, ngudi dung c6 thé chon cac ty 1€ % cho kich c¢& cua tai
ligu. Vi dy chon 75% hodc gb gid tri ma ban mudn vao trong hép gia tri tiy chon
(Percent).
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Hodc sir dung nit Zoom-out 13 (-) & glém kich cd, Zoom-in la (+) dé&
tang kich c&

Page: 1 of L |- Words: 186 | (5

Zoom-outbutton Zoom-inbutton
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- New Window: Chirc ning ndy cho phép m& tai li¢u hién tai trong mQt
cira s6 moi. L,

_ Arrange All: Chirc ning ndy sap xep tat ca cac tai liéu dang mo trong
cung man hinh.
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- View Side by Side: Chuc néng View Side by Side gitip so sanh 2 tai
liéu bang cach bt hién thj song song.
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2.3. Bién tap ndi dung vin ban

a. Nguyén tdc soan thdo vin ban

- Khi soan théo vin ban trong mét doan gdm nhiéu dong lién tiép nhau thi
con tré s€ tir dong xudng dong khi cham 1€ phai ciia vin ban. Trudng hop khi
chuyén sang doan van ban khac ta phai 4n phim Enter.

- Khi soan thao van ban thuc hién theo 2 budc:

bl - Nhép thé vin ban.

b2 - Cén chinh, dinh dang vin ban cho hoan chinh.
b. Céac phim thuéng ding khi soan thao
- ESC: Ngumng mot cong viéc dang 1am.
- Tab : Di chuyén con tré ra mét khoang theo ngim dinh.
- Cap Lock: Bat/tat dén Capslock. G& chir in hoa hodc chit thuong.
- Shift: 4n giit phim Shift + phim c6 1 ky tw -> chit in hoa.

+ phim ¢6 2 ky ty -> ky tu trén

- Ctrl, Alt: Két hop v6i mot s6 phim chire néng goi cira sé 1énh 1am viéc.
- Enter: Xudng dong, thyc hién 1énh.
- Backspace ( ‘_): Xoad ky tu bén trai con tré man hinh.
- Delete: Xod ky ty bén phai con trd man hinh.
- Insert: Chuyén dbi gifra ché d6 chén va da.
- Home: Chuyén vi tri con tré vé du dong vén ban chira con tro.

- End: Chuyén vi tri con tré v& cudi dong viin ban chira con tro.
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- Pape Up: Chuyén vi tri con tré 1én trén mot trang man hinh.

- Pape Down: Chuyén vi tri con trd xudng duéi mét trang man hinh.
- Mubn vé dhu vin ban: 4n ddng thoi Ctrl+Home.

- Mudn vé cudi vin ban: 4n dong thoi Ctrl+End.

- Muén di chuyén dén mot trang bét ky trén vin ban:

- Trong tab Home, nhém Editing, bam nut Replace rdi chon tab Go To
(hoac bam phim t&t Ctrl+G).

Find and Replace i s o N
| [Pt regice | o7 | ~

Gotowhat: Enter page number:
AQ - |

[E] Enter +and - to move relative to the current location, Example: +4 it
move forward four items.

Ld

| (v ) (en ) (o 1|

Trong hop thoai Enter page number: nhip vao s6 thir tw clia trang cén di
chuyén tdi, rdi chon Next.

c. Céc thao tic voi khdi chon

_ Khi chon 14 hinh thirc dénh déu (bdi den) doan viin ban, nhim muyc dich
dé cin chinh, dinh dang, sao chép, di chuyén hoéc doan vin ban do.

- Ddnh ddu khéi

- D3t ddu nhay ddu khéi giir phim Shift dong thoi dung cac phim mii tén
hofc céc phlm Home, End, Pape Up, Pape Down dé néi rﬁng khéi. Néu ding
chudt thi an gii¥ chudt trai va kéo trén doan mudn danh dau.

- P4nh déu toan bd vin ban gé Ctrl + A,

- Sao chép khéi

- Banh d4u khédi vin ban cin sao chép rdi thuc hién theo 2 budc sau:
bl: Vao Home chon Copy (Ctrl + C) hosic nhip chudt phai chon Copy.

b2: Bua con tré man hinh t&i vj tri can dit khéi copy va: Vao Home chon
Paste (Ctrl -+ V) hodc nhap chudt phai, chon Paste.

- Di chuyén khéi (Cut)
- Pénh dau khéi viin ban can cét rdi thyc hién theo 2 buéc sau:
bl: Vao Home chon Cut, (Ctrl + X) hodic nhip chudt phai, chon Cut

b2: Pua con tré man hiqh t61 vi tri cn dit khdi vin ban va: vao Home

chon Paste (Ctrl + V) hodc nhap chudt phai, chon Paste
U
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- Xod khoi

Panh dau khéi viin ban cin xo4 gd phim Delete.
- Thao tac véi Undo, Redo

- Véi Undo:
-Vdéi Redo: iu?
d. Xic dinh cac don vi vin ban nhu ky ty, tir, cum tir (dong, cdu), doan

viin, cac déi tugng nhing vao van ban (bang, d6i tugng dd hea), trang va toan b§
véan ban.

Phuc hdi lai nhimg thao téc vira thyc hién.
Ngugec lai voi Undo.

e. Tim kiém céc ky ty, tir, cum tir; thay thé céc ky tu, tir, cum tir nhét
dinh trong vén ban.

Co6 thé nhanh chong tim kiém mot tir hodic cum tir theo céch sau:
- Trong tab Home, nhém Editing, bdm nut Find (hogic b4m phim tht

Ctrl+F).
-@3 Fm
cﬁ A Fnd. i

Styles ®  GoTo.
w7 Editing

Xuét hién hdp thoaiNavigation

Tt Btz Pagt . Tabk  Pxlue O S!-ms Imaniht Chmt Ceqc it Hpadiok Bonkmarh Crearaetenindn  Header Fucler M ©oted Quuk Wonﬂﬂ Brbp Eszrahin ymiol

Page* Fape B ¢ ™ v bl Sare Bt 'lllllm

[AfL] : Tatiaz . g st i Hezaee d faie ‘, Eo‘ igmbalt
< N ¥ 335 ¥ R S g s i e i s e s RN
£emch Cosemeent i ; S ) N mbm ‘iﬂhmxuén! tlélldedudi. 1 . _-_"
4% R + Pape Size: Chon kho trang gidly in (A4 - 210x297) :

Trong Orfewtatlon: Chon kifu in trang gidy:
Poriralt: In doc irang pidy.

W0z i N I TR i
your doturt 3y typing (R

. The grarch bor sbii. Llldsﬂpﬁ: iﬂ ngang m !iiy.
R e Chon Ok 48 ki thiic.

e Ty Eavaiont, 10.2. Dnh 58 trang vin béx,

# Geedeanl i

Vo Inert\PageNumbers.. xull hidn hp thoai:
- Chon: Top of Pape dinh 34 tang d3u ang.

- Chiqn;Bottoxs of Pape dinh o trang endi rang.
Nhéy OK 8 chén 58 rang cho vhn bin,

- Trong hdp Navigation: Panh tir cin tim, [Gc nay céc tir tim duge s& dugce
to sang.
Tim va thay thé:

- Trong tab Home, nhém Editing, bAm nit Replace (hogc bdm phim tit
Ctrl+H).
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Find and Replace

- Trong khung Find What: Nhip ti can tim
- Trong khung Reaplace With: Nhép tur cén thay thé
+ Nhép vio Replace: Thay thé mot ndi dung tim duge.

+ Nhap vao Replace All: Thay thé tét ca céc ndi dung da tim duge trong

vin ban.
2.4. Xi 1y 13i hién thij tiéng Vigt

a. Cac hidu img didu chinh ty dong (autocorrect) c6 sin trong phin mém

soan thao d6i vai viin ban tieng Viét.
Word Options~ 5 RS i _:::.- LT e LML B

=
Genent! m Change how Word cormects and farmats your text. ¢

“penofing TTl| Avtoterect aptions

ST —— y

Save Change how Ward torrectt and formats 1ad 91 you types
Language AutoCorrect: English {L1.5) . o .

Custamize RibBon mtoCorect | MatAiocomest |
Quick Access Toatbar ¥ stew PuraCorrect Optlons buttons
: : 7} Carmect TWo Ditial Capitals.
[ Capitallze foat letter of gentences
Trust Center 11 W) Capttalze tratletter of tabie colls
1 i icantatee games of davs
“d Corruct aceiienital age of CAPS LOCK ey

Add-ang

i Replace fext 28 you type
feplace: Yithe o Plan b Fromatted tea?

i Astamahialy use budteabons frdn B spdtng (Pele

[ Cancel

- Correct TWo INitian CApitals: néu hai ky tu d3 tién trong mot tlr

dugc go bing chit in thi no s& thay chit in thir hai béng chir thudng.

B
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VD: go TWo INitian CApitals s& duge thay bang Two Initian Capitals

- Capitalize first letter of sentences: Word nhén biét sau diu chim s&
bat di mdt cAu méi va ky tw di cdu s& duge dbi thanh chit in néu ching ta go
béng chif thuong.

- Capitalize name of days: Ky ty dAu tién ctia thir (ngdy trong tuln duge
go bing tiéng Anh) s& dbi thanh chir in.

- Correct accidental usage of ¢cAPS LOCK key: khi go phim Caps
Lock, dén Caps Lock trén ban phim sang, lic nay chung ta co thé g6 nhim trang
thai ctia ban phim bang cach giir phim Shift g& ky tw dau tién ctia mot tir, sau dé
nha phim Shift g6 cac ky ty con lai cua tir, sau khi g6 xong tir nay Word s& doi
tir 43 gd vé ding dang dong thoi lam tét ludn deén Caps lock.

- Replace text as you type: ty ddng go tir sai thanh tir ding

Trong hdp hoai trén, tir sai dugc liét ké & bén ¢t trai tuong Ung véi tir
ding ¢ bén cgt phai. Nhu v@y chi khi ndo g& ding tir sai & bén trdi thi Word s&
tu dong thay theé tir ding & bén phai.

Nhiép ndi dung viét tat vao hdp Replace Nhép ndi dung thay thé cho ndi

dung viét tit vao hop With, sau do bam nit Add d& dua vao danh sich
AutoCorrect.

Thuyc hién tud ty cac budc d& nhap thém céc tir viét tht khac.

Khi thire hién xong, bim OK d thoat khéi hop thoai.

Mudn xo0d tir viét tit ndo, ban bAm chon tir trong danh sach va bAm Delete.

Muén sira d6i, chon tir trong danh séch va nhap lai vao ndi dung trong
khung Replace hodc With.

Trong khi go vin ban, mudn sir dyng AutoCorrect ban nha vao tir viét

tit, sau do nhép thém dau phan cich tir (k¥ tu tring, dAu phd, ddu chim, déu
| chim héi, . . .) dé dua ndi dung thay thé tuong img véo vin ban.

b. Loai bé cac hién thj khong mong mudn (vi du: dudng séng) xut hién
trong vin ban tiéng Viét. Xir ly 15i khi sao chép va dan (smart cut and paste).

Trong qua trinh sir dyng MS Word, do thiét 1ap mic dinh hoac do ngudi
dung thay d6i cac thiét lap mac dinh trén cac cong cy ctia Word din dén mét sb
rac r01 ma nguoi sir dl,mg c6 thé gip phai khi sir dyng MS Word. Sau day 1a mét
s6 ric rbi thudng gip va cac bién phap khéc phuc:

- Khi ban soan thao vin biin, xuét hlgn cic du’crng gach chin mau
xanh hoac dé ngoan ngoéo giy khé chiu va mit thAim m§. Khic phuc béng
cach mé menu File> Options>Proofing; bo chon muc Check Spelling As you
type va myc Check Grammar with Spelling r8i chon OK.
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Dé khic phuc vao File> Options > Proofing > AutoCorrect Options, ¢
tab Autocorrect hiy quan sat bang Replay With. Néu nhin thdy chit 'i' dugc
thay thé bang 'T' thi chon Delete d& xéa, r6i chon OK

Smact Tags

AulnCorrect b t AutoFormat As You Type

[V} show AutoCorect Options buttons

71 Corract Two Iritial CApitals Bezephons. ..
[ ] Capitalize first latter of gantsnces

{/] Capitahize first letter of loble cels

] Capitalize pames of daye

] Correct accdental usage of cAPS LOCK key

[V} Replace text a3 you type
geplaee mm - D‘Lam text ¢ Formatted text

e T M I

e i T

Fu.:hc % B
i Automaticaly use suggestions from H\e speimg cheder

- Dbi don vi do hrowg

Ban mudn dbi don vj do tir inch sang theo céch sir dung truyén théng cia
Viét Nam la centimet. Hy truy cfp vao menu File>Options > Advanced >
Display, tiép dén chon Centimeters trong muc Measurement units, rdi chon
OK. L tai liéu va khéi dong lai MS Word dé thiét 14p c6 hiéu luc & l4n soan
thao tiép theo.

il
11 o [
1; Ouepley ;
?i R V1E QU ot m Oratt and Qufint memt
P koot Thamy, e.mr Nt o i
Save |, w8
1
bt i Eorx Tbrtamtion.
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i
I
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RS SR

ANt Rare L e 2 B A

- Cac thuge ké ngang va doge bién mit
Khéc phuc béing cich vio menu View > chon Ruler.
- MS Word khéng tw ddng viét hoa chit cai dau can.

Khic phuc bang cich: mé menu File>Options>Proofing> Autocorrect
Options, tai thé Autocorrect, chon muc Capitalize first letter of sentences, roi
chon OK.

AutoCorrect: English (U.S.)_

MutoComect | MathAutComect | AutoFormatAsYouType
fi! Show AutoCorrect OpYons buttons
[#} Correct TWo Inditial CApitals
I [} Capitalize first ietter of gentences ]
iv'i Capitalize first latter of table galls
[V] Capitalize names of days
{¥} Correct accidental usage of cAPS LOCK key

- i Replace textas youtype - - - e . . ;
RBeplace: with: @: Plain text 7 Formatted text _ .
| Ms word khng by dng vift hoa chiT i dBu chu. Hiy md men’

i [ Autamatraty use suggestions from the speling checker

- Font chir mac dinh

Hién nay, trong hiu hét céc viin ban chung ta didu sir dung bang mi
Unicode va font chit chin phuong nhét nhu Times New Roman nhung d6i khi
ching ta khéi dong Word ra va thdy trén font chir trén tab Home khéng phai la
font chiing ta cin ding, ho3c ching ta da chon nhung khi nhan Enter d& qua
doan viin ban khac thi font chir lai thay dbi. Dé tiét kiém thoi gian va dam bao
tinh théng nhat vé kiéu chir trong toan vin ban ching ta cin chon font chit mic
dinh, tirc mdi khi khéi dong MS Word vin ban s& diing 1a font chi véi kich c&
va dinh dang nhw d4 chon tir trurde.

+ Vao menu Home, chon thé Font, chon kiéu chir thudmg ding nhét tai
muc Font, ChQIl kiéu dang tai muc Font style, chon kich ¢& tai muc Size...,....
Chon xong, nhan nit Set as Default, rdi chon OK d& xé4c nhén trong hdp thoai
hién ra ngay sau d6. Nhén OK @& két thic thao tac thiét lap font chit mic dinh.

+ Luu tai li¢u dang soan thao va khéi dong lai MS Word dé thiét lap cua
ching ta c6 hiéu lyre khi 14n sau st dung MS Word.
@/
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IIL.Pinh dang vin ban
3.1. Dinh dang van ban (text)

a. Thay dbi phong chir (c& chit, kiéu chit), cic kiéu hién thj khac nhau

(dam, nghiéng, gach duoi)

Vao Home\Font xuit hién hop thoai:

Fotgowr: . linderine style:  Underine color:

. aumatic [v] {one) [v] | swtomewe -]
Effects :
£7] strethrough 7] shadoye [7) smeh caps ﬁl
{71 Doubie strkethrough 7] Qutine (] st caps )
£ superscript £] Embss {7 Mdden
f1 subscript Engrave il
Preview 5
Times New Roman

This is a TrueType font. Thie font wil be used on both printer and screen.

+ Chon phong chit trong hép Font.

+ Chon kiéu chit trong hop Font Style: Regulas - chir thuomg, Italic - chit
nghiéng, Bold - chitr d3m, Bold Italic - chir dim nghiéng.

+ Chon ¢& chir trong hop Size.

+ Chon ché d6 chir gach chan trong hgp Underline: None - Khong gach,
Single - Gach nét don, Word Only - Chi gach cic tir, Double - Gach nét d6i,

Dotted - Gach nét dut.
+ Chon mau chit trong hép Color.

Sau d6 chon OK (P& ngdm dinh phong ta chon Default).
Hoidc ¢6 thé thao téc nhanh trén thanh dinh dang;

. Home | Iosent  Pageloout  Refeences  Malings  Redew  View

'= %&Lu! . . . i . ) .
RO - Caltir) {Ba i - : 5
N &y Ui, . hodt . $ : Chon C& chir
Pﬂ‘iu ; Formal PHW. X, x . A B
S Fond N Eph
Chon kieu chir e Chon phéng chiy
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chir In ddm

Chon doan vin ban ma ban muén in dam, Bam nit Bold (B) trén Tab
Home hoic sir dung phim tat Ctrl+B.

Liru ¥, bm Bold (hoiic Ctrl+B) 13 nita néu ban muén bo in dam.
Chit In nghiéng

Thye hién tuong ty nhu in ddm, nhung thay vi bam nuat Bold thi ban bam
nut Italic (phim tat Ctrl-+).

Gach dudi doan vin bin

Thue hién tuong ty nhu in ddm, nhung thay vi bAm niit Bold thi ban bim
niit Underline (hodc Ctrl+U) @& gach dudi doan vin ban dang chon. Bim Ctrl+U
1 nita & bo gach dudi.

Ngoai ra dé ting klch ¢& chit, ban bAm td hop phim tit Ctrl+Shift+>, dé
gidm kich c& chi, bim t3 hop phim tit Ctrl+Shift+<

b. Céch ghi chi s dudi (subscript), chi s trén (superscript).

Chon doan text ci dinh dang. Trong tab Home, nhé Font, ban bim nat
Superscript (phim tht Ctrl+Sh1ft+“) dé dinh dang chi sb trén, hodc bAm mit
Subscript (phim tit Ctrl+=) d¢ dinh dang chi s6 dudi.

AZ+B2=(2 Superscript

H2504 = Subscript

¢. Céch thay dbi mau ky ty va mau nén vin ban.
- Pbi mau chir
Chon doan vén ban mudn ddi mau, lra chon mau thich hep trén hop thoai
Font color trong Tab Home (biéu tugng hinh chit A).
Al === =

B Automatic

Theme Colors
| | lllmln&

S
ﬁ ilaiﬁﬁ

Standard Colors
rHREENR

.g Mare Colors..,

[ﬂ graaient ’

- Dbi mau nén doan viin ban
Danh diu (bdi den) doan van ban can ¢4t mau nén.
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TB;; 'tab Home, nhé Font, ban bam vao mil tén bén canh nat Text Highlight
Color

Chon mét mau ding dé td sing ma ban thich (thudng 13 mau vang).

d. Cach chuyén dbi chit hoa /chit thudng.

o Chyyén dbi chir thuong thanh chit hoa: chon (bdi den) chir can chuyén ddi
roi bam tO hgp phim Ctrl+Shift+A hod#ic Shift+F3

o Chuyén dbi chit hoa thanh chir thudmg: chon (bbi den) chir cin chuyén dbi
rdi bdm t6 hop phim Ctrl+Shift+A hoiic Shift+F3

3.2. Dinh dang doan vin

a. Céan chinh doan van ban trén Paragraph

Vao Home\Paragraph xuét hién hop thoai:

Qutine lovel: [Body Text B

yText :

| i

:] Indenkation H

: ain 15 rstinn” e ,,1

1 £ twror indents 4

; Befora: ape R Lige spacing: ak:

| Apen o i3 e B

[} Don't add spage betwaan parsgraphs of the same style

1] Preview

T R R T T D

) wn Tom flarg's Fumt iyt Fiot T borols Tow i Fat Bornd T Buictd
. Frm dam e Timt Runcs Pt I Thin Shieidt
Ry =i Tl S S s

i
i
il

RO 3 v R RPN T e
- Chon khoang cach thyt vao bén trai, bén phai trong hdp Indentation:
Left - Trai, Right - Phai.

- Chon khodng céch thut vao ciia nhimmg dong du doan hogc khéng diu
doan trong Special:

+ First line: Khoang cach thut vao ciia nhitng dong déu doan

+ Hanging: Khoang cich thyt vao cta nhimg dong khéng diu doan.
- Chon khcfmg cach trudc, sau doan van ban trong hdp Spacings.

+ Before: Khoang cach phia trudc.

+ After: Khoang cach phia sau.

- Chon ché dd khoang cach dong trong hop Line Spacings:
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+ Sigler: Cich dong don.

+ 1,5 Line: Cach dong rudi.

+ Double: Cach dong d6i.

+ At Least:Cach dong nhé nhat.

+ Exactly: Cach dong theo khoang cach, chon trong hdp At.

+ Multiple: Céch dong Ion nhét.

- Chon ché d6 can chinh van ban trong hop Alignment.

Left: Ciin trai; Center: Can giira; Right: Can phai; Justified: Cin déu.

Ciin chinh trén thanh dinh dang:

Trai Gitta Phai Gifin déu

Ciin chinh vin ban bing t6 hgp phim:

Can phai.

Cén deéu.

Ctrl+ L~ "Cin trai. Ctrl +R
Ctrl+ E~ " Cn gita. Ctrl +J
b. D3t 12 Tab
Vio Home\Paragraph\Tab... xuét hién hop thoai Tabs:
Tabs . SN
‘Tab stop position: Defactt tab shops!
ThmOPE ... eI
* | Tab stops to be daaced:
Aligranent -
T @ et (r Center <2 Right
£ Decimal o
| reader
@ 1None V2o e
Ly
_Gexrdl ]
(o ][ conxel |

- Trong Tab stop position: Dat diém dimg ciia Tab.

- Trong Alignment: Can chinh Tab

o Tab trai. L@:Dé_it vi tri bat dau cia doan vin ban ma tir d6 sé chay sang

phai khi ban nhapliéu.

o Tab giita: =JD3t vi tri chinh gitta doan vdn ban. Poan text s& nim gitta

vi tri dt tab khi ban nhépli¢u.

« Tab phdi; [BlNgim & bén phai cudi doan vin ban. Khi ban nhép liéu,

W
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doan text sé di chuyén sang trai ké tir vi tri dattab.

+ Tab thgp phan: {2 Kni it tab nay, nhimg ddu chém phan céch phin
thdp phén s€ nam trén cung mat vitri,

«Bar Tab: @loai tab nay khéng dinh vj tri cho doan viin ban. N6 s& chén
mot thanh thing dimg tai vj tri dittab.

- Trong Leader: Chon hinh thirc hién thj Tab

->Nhip vao Set dé thiét 1ap ->nhapOK dé két thic.

* Xoa Tab: Vao Format\ Tab... chon Clear hoic chon Clear All->0K.

¢. Tao khung va 1am nén

Vao Page Layout\Page Borders... xut hién hop thoai Borders And
Shading...

g
f
gs
if
“g

L.
i

il

-

e

* Chon Borders: Tao khung tai vj tri con tré man hinh:

+ Trong Setings: None: Khong c6 nét ké. Box: K¢ khung, Shadow: K¢é
khung c6é dudng vién bong,

+ Trong hop Style: Chon cac kiéu nét ké. Trong hép Color: Mau nét ke.

*Chon Page Border: Tao khung cho cé trang van ban (chon gidng
Border)

* Chon Shading:L.iam mau nén cho vin ban.

+ Trong Fill: Chon % ctia mau nén.Trong Foreground: chon mau nén,
NhépOK dé két thuc viéc lya chon.

d. Tao ky hi¢u dau doan

Trong vin ban, mudn tao ky hiéu dau doan, thuc hién nhu sau:
VaoHome\Bullets:

- Trong Bulleted: Chon cac kiéu ky hiéu.
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Search Cacument
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T : : ] Define New Butiet...

o

T Trong vin ban, muén tao k¥ hiéu déu doan theo thir ty, thyrc hién nhu sau:

VaoHome\Numbered:
- Trong Numbered: Chon céc kiu s6 hodc chir céi.

[NICR .I-Imru © Tnsert Page Layout References
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IV.Nhing (embed) cac d6i twgng khac nhau vao viin ban
4.1. Bang

a. Tao m&i mdt bang

Vao Insert\Table\Insert Table ... xuft hién hp thoai:

- Trong Number of columns: Nhip s6 cot cin tao
- Trong Numer of rows: Nhip s6 dong cén tao,

- Trong AutoFix behavior: Chon d¢ rng cua cét (thudng dit [a Auto)
NhapOK dé chén bang ra vin ban.

b. Cac thao tic trong bing

+ Phim Tab: Di chuyén sang phai tung 6.

+ Céc phim mili tén: Lén, xudng, tri, phai.

+ Phim Alt + Home: V& diu ct ciia bang,

+ Phim Alt +End: V& cét cudi ciia bang,

C6 thé ding chudt di chuyén hojic danh diu.

c. Sira d6i trong bang

e Chén 6, dong, cjt:

- Panh déu dong, ¢t cin chén.

+ Chén cit: Nhép chudt phai chd boi den chon Insert\ Insert Columnsto
the left (Insert Columus to the Right)

+ Chén dong: Nhép chudt phai chd bdi den chon Insert\ Insert
RowsAbove (Insert Rows Below)

o Di chuyén, cit din trong bang
Thao tac gidng ngoai doan vin ban.
® Xod bang
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- Panh d4u vao bang cén xda, 4n phim Backspace trén ban phim

+ Xoa cot: Dénh déu cdt cn xéa, an chugt phai vao chd danh déu
chonDelete Colmns

+ Xéa hang: Dénh diu hang cin x6a, &n chut phai vao ché danh dau
chon Delete Cells

o Thay ddi d rong trong bing.

~ Dua con tré chudt dén dudng phén cach cua cot, dong can thay d6i khi

xuét hién miii tén hai chiéu ta an gitr chudt va keéo.

o Gop, tich trong bang:

- Péanh d4u ving 6 can gdp, téch:

+Gop :Nhé'ip chudt phaivao vung danh diu chonMerge Cells.

+ Téch: Panh diu 6 cn tach, nhé'ip chudt phai chon Split Cells... Xuét
hién hdp thoai:

Number of Columns: Nhép sb cft can tach
Number of Rows: Nhép sé dong cén tach

>k

d. Sip xép trong bang

D& sép xép dit liéu trong bang, thue hién nhr sau:
- Dénh dAu ving bang cin sip xép

- Vao Layouf\Sort -> xuét hién hép thoai:

s

+ Trong Seort by: Chon ¢t chinh dé sip xép
+ Trong Then by: Chon cdt phy bd trg cho cdt chinh ﬁ——
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+ Chon Ascending: Sip xép ting dan.

+ Chon Descending: Sép xép giam dan.

+ Chon No Header row: Sip xép tinh ca dong tiéu d8
+ Chon Header row: Sip xép khéng tinh dong tiéu dé.
>0k

e. Tinh toan trong bang

- Dit con tré man hinh & cudi dong, ¢t can tinh.

- Vo Layout\Formula -> xuét hién hop thoai:

+ Trong Formula: Nhép c¢Ong thirc tinh.

+ Trong Number format: Dinh dang két qua.

->0k

* Cong thic tinh tng:

Dong:=SUM(LEFT)

Cot: =SUM(ABOVE)

f. Tao nét ké trong bang,

- Pénh du viing bang cn tao nét ké

- Vao Page Layout\Page Borders... xuit hién hop thoai Borders And
Shading... Thu'c hién cac budc nhu Tao khung va lam nén nhu & phén Tao
khung va lam nén & trén muyc 3.2.3.

g. Dinh dgmg duéng vién cho bing
Tao duong vién cho bang ta 1am cic budc sau:
-To khéi cé bz’mg va chon Tables Tools

WHda-01v - Hlmlapmodulel -3.doc - Mlcrosoﬁww

“ Home nsert Page Layaut Mulinps &H‘iaw \ﬂew Md-tns §

Q‘jmmﬁnw[ﬂrmcaum . . gsmumg e . @m

EltotBow  ['] Last Colume _-'{_” Blmimr] 'fipt-'—- """ Lkl
: Draw  Eraser

[¥] Bandea Rows {; Banded Columns © § = ,z Penlolor™ bl
fabte Syle Options lab!l Styies ; Oraw Borders

Referentsy

- Chon tiép Design, bim vao nut Border chon All Borders
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- Chon céc kiéu dudng vién va bim OK
Hoic thye hién theo cic bwrdc sau:

- T6 khéi ca bang
- Trong menu Home chon nit Bottom Dorder va chon kidu dudng vién
cho bang

LD ” pp et T w R B T Datwmed - M .
“_ mme nur Pags Lot Agtirincec Hailingi LT Vit Fdddnt

ﬁ LA Coimern ¢l v K & As- W FE-IEeNE 4EER A 1T f”ml‘m athC- AabhCe Adtj PRI %
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Clzhoara - Fant . .. Butlom Eordet
) e B - = T Tog Rerdm g
i1 1a mocser | I
Wtk Border Tl
© Ko Bossr
A Bardr
Dudgiax Bargard X
m.DMI :
Cim bipke ot BRI s wrm crimiee e et 4 o m e 4
MriEo Yetiond Border

il

Harigantal Lne
Lira Tahbe

iow Gridimel : 3
Bproied and Shadwg... : | ]

4.2. Hinh minh hoa (dbi trgng dd hoa)
Chén ky ty dac biét
Vao Insert\Symbol\More Symbol, xuét hién hop thoai Symbol:

“|z|z| = | F| £ |Ps|m] g %LNQTM'Q e ”
RMEAEA D ARAM R ENEREBRE NN
Y-/t Yol | =]2l=t<|z2in|—
(T =T T TR R =T
Aucanty vzad 5 ymbols;
Lele]¥|o)pim™=#|<|z]=[~[»|ula|p
ELRQ SiGH Charecter coder 20T  fromi unmd.ﬁ-a-) o “i
{atocaract... | [Shorimigev. ] Shortcutkey: At+Cul+€

! Insart | cancal ; ﬂ_—
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- Trong Font chon phéng ky tu cin chén, mubdn chén ky ty ndo thi nhip
chon ky ty d6 sau dé nhdp vao Insert d& chén ra van ban, cudi cing nhipClose
dé déng hdp thoai.

b. Chén hinh anh
- Chén hinh anh cé sin ciia phin mém Office 2010

Chon Insert\Clip Art ... xuét hién hop thoai bén phai man hinh, nhap vao
Search for dé tim kiém hinh anh c6 trén mdy tinh, nhép trén hinh anh cin chén
& khung phia dudi @& chén hinh anh ra van ban.

Nhiép vao ddu nit Close phia trén goc phai khung chén hinh anh dé déng
h¢p thoai chén.

- Chén hinh anh tir cic ngudn khic (Luu trong may tinh, USB, Bién
thoai thng minh, May anh KTS...

Chc,m Insert\ Picture xuit hién hp thoai (Hinh bén). Chon hinh anh tir
céc ngudn trén va nhap vao Insert

] (] Merosohwory -y Pictures library praoge s Foldo =
| Farnpe Plctures
| u& Favorites ]
[l Csskicp
& Downloads
i RecentPlaces |
+a Libranies
D Docyments
ot Mt
£ Viders
W Compuler - Fasajpg Lighthwwieng Pmsn-nlm Tuipsipp it
e [Al T "‘m“mm‘]

- Chinh stra hinh anh

Thay dbi kich thuéc hinh anh: Nhip chudt vao hinh énh, dua con tro
chut dén céc diém tron & vién cia hinh anh, khi xuét hién miii tén hai chidu ta
an gir chudt va kéo phoéng to hoidc thu nhé.

Chen céch hién thi hinh anh: Nhép pha.l chuét 1&n hinh 4nh -> xuét hién
thuc don chon Format Autoshapes... -> xudt hién hép thoai chon Layout ->
chon céc hinh thire hién thj ->Ok

Bé hinh anh ndm sau vin ban (anh nén): Nhép phai chudt 1én hinh anh ->
xudt hién thyc don chon Wrap Text/ Behind Text.

c. Cong cu vé,
Cac cong cy v& duge dat trong Menu Insert\myc Shapes,

Nhép vio mili tén dudi muc Shapes, xut hién cac bidu tuong tuong Uing
cac hinh v&, hdp text box, dudng thing, dudng miii tén, hinh chir nhat, hinh elip,
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Flowchart
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* Stars and Banners
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d. Tao dbng chir nghé thuat
Vao Inert\WordArt... chon WordArt Chon mot trong céc mau kiéu chit

" k‘d-‘n. L T L T T

; ':*ﬂ_ﬁﬂ&.-]ﬁf‘lj‘fﬁllmt @ & H 4 ;ILJQL‘

b Gy Mgty Sl Cimd W el FarEamd st nmmM Pat e Chad

AL L.

Nhép ndi dung vao khung Text, nhdp xong nhip vao OK dé chén chir
nghé thuét ra vén ban

Sau khi dong chir xuit hién trén van ban mudn chinh sira ta lya chon trén
thanh cong cu clia dong chit nhu: quay chit, tao bong hodic mau nén, mau chir dé
dat dugc dong chir can tao. b!*/
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4.3. Tham chiéu (reference)
e. Cach tao footnote, Endnote

Churc ndng Footnote, Endnote trong Microsoft Word s& glllp ngum dung
tao ra nhimg chu thich, ghi chii & cudi trang, cubi bai mét cach d& dang va trinh
bay van ban mdt cach chuyén nghiép.

Cha thich tai chin trang (footnote)
Budéc 1: Pt con tré chudt cudi doan viin ban mudn chén footnote
Budc 2: Vao REFERENCES chon Insert Footnote

BEH © &1 Q- ¢ = 1 \ Giaotrinhchunghiax]
HOME  INSERT ossmNL‘J- "PAGELAYOUT  REFERENCES . MAIINGS  REVI

= lj Add Text - 1 i) Insert Endnate o F5) Manage Sources
2! AB' S anage Sources
(3! Update Table A8 Next Footnota - LB style ‘APA -
Table of insert bsert - e - Insert
Contents = Footnote [ Show Notes Citation = €1y Bibliography » Caption

Table of Contents qutn_qies ) [E Citatlons & Bibliography

PR T R - DI SIS
: "Eﬁ

Bwdée 3: Nhap ndi dung ghi chii cho Footnote

V.LLénin viét; “Da léu roi, dd hang bac thé ky nay, thim chi hing ngdn nim nay, ahin
loai mong woe thi tién “lip hie™ moi sy béc wv*t,gm irinh phit sinh vi phat trién ldu
dal tr nromg x2 héi chi aghla vi cng sin chd nghia uwroc thé hién qua ohimg ndi dung,
khuynh huong va nhiéu hinh thire khic nhau do diéu kién cua mdi thii ky lich sir khic
nhau quy dink|

T tuémg x4 hdi chi nghla va cdng san chi nghia 1d mét hé théng céc quan niém,
¥ thie, thé bign va phan inh nhing wéc ma, nguyén vong v qus trinh déu tranh nhim
hién thuc héa nhong vée mo, khit vong chinh ding dy cha cde giai cdp, ting 16p lao
dong bi dp birc v bi théng tri budng t6i mot x&, héi ma & 46, dva trén co sé moi tu lidu

1 V1Lénin: Toan'tdp, Nxb. Tién by, M.1979,1.12, 1r.53.

e

Chii thich tai cudi bai (endnote).
Budéc 1: Dit con tré chudt cudi doan van ban muédn chén footnote
Budc 2: Vao REFERENCES chon Insert Endnote
Budc 3: Nhéip ndi dung ghi chd cho Endnote
f. Danh so thir ti cho trang van ban
- Pinh sb trang
S6 trang nay s& dugc dwa vao Header hay Footer tily v ban. Dé thyc hién,

ban chon tab Insert tai nhém Header & Footer, ban bam nGt Page Number.
Trong menu xuét hién, ban tro t&i Top of Page (chén s6 trang vao phin Header)
- d4nh s trang & déu trang hodc Bottom of Page (chen vao Footer) — danh so
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trang & cudi trang. Word 2010cung cép sn kha nhidu miu danh s6 trang va ban
chi viéc chon mdt trong cdc miu nay laxong.

Home ~ Insert Page Layout References Mailings Revisw View

@ ES @ ﬂ [@}4 Q,Hyperlinl: | ,jHeader' U ji

] Cover Page *

) BlankPage == A Bovkmark o Footer»

o _ Table Picture Ciip Shapes Smartart Chart Screenshot ey Ted L

waPage Break . an . . ) Cross-referance @i&qe flumher'}"_mgop -“:_5::
Psges . Tables . ustrations : Links A Topof Page >

T = Tsnmagm TN pettomot gt ’

L . 2 m)  Page Harging v

. \ #) Current Position >

. ' . ,ﬁ' Eormat Page Numbers...

j & Remoye Page Humbers

{Plain Number 2 :
- L

- Thay d6i dang sO trang
_ Ban c6 thé thay doi dang sb trang theo ¥ thich cda minh ma dinh dang
chuin khéng cé sin. D2 thyc hién, ban bam diip vao Header hay Footer, noi ban
da dat sd trang. Tai tab Design, nhém Header & Footer, ban bim nit Page
Number, chon tiép Format PageNumbers.

Page Number Format
7] Indude chapter number
Chapter starts with styte: b;eacwiang#iﬁ :Tj
e separator: . {hyphen}m:l .
Examplas: 1-1, -4 '
' Page numbering
@ Continue from previous section
(¢ Start at: =

Number format: Chon dang sb thr tir

Include Chapter Number: Sé trang s& dugc kém voi sé chuong
Continue From Previous Section: $5 trang ndi tiép véi section trudc do
Start at: 86 trang dugc bt du tir s6

Trong hop thoai Page Number, tai myc Number format, ban hiy chon mét
kiéu dénh sb minh thich, sau d6 bam OK.
1/)_)7

- B4t diu danh s6 trang bing mot s0 khic
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Ban c6 thé bit ddu dénh sb trang bing mét con sb khic, thay vi 1 nhu
mic dinh. Céch thyc hién: Tai tab Insert, nhém Header & Footer, ban bAm nut
Page Number, chon Format Page Numbers. Trong hop thoai xudt hién, ban chon
Start at va nhdp vao con s bét diu khi danh sé trang. BAm OK.

Ghi chii: Néu tai lidu ctia ban c6 trang bia va ban muédn trang dAu tién sau
d6 dugc bat dau bang 1, tai 6 Start at, ban hiy gd vao 0.

- Xoa s6 trang da dinh

Tai tab Insert, nhém Headex: & Footer, ban bim nut Page Number, sau dé
chon Remove Page Numbers & cudi menu.

- X6a sb trang & trang dAu tién cia tai lieu

_Trong tai liéu, thuong trang dAu tién khong dugc danh s6 vi 1o 1a tran
bia. Ap dung phan ghi chi & thi thugt “Bét diu danh sb trang bing mdt sb
khac” bén trén, trang bia van dugc déanh so 12 0. Vi vy ban hdy thyre hién thém
budc sau d€ xda hin s6 trang & trang dau tién cia tai lidu.

- Bam chuft vao bit ky phin nio cuia tailiéu

- Tai tab Page Layout, ban bam chuft vao 6 vubng goc dudi bén phai cua
nhém Page Setup d¢ m& hdp thoai Page Setupra.

-Bam chuq")t' vao tab Layout trong hdp thoai, bén dudi Headers and
footers, ban danh dau chon vao hdp kiém Different first page. BAmOK.

4.4. Hoan tit vin ban
a. Dijnh dang 18 trang gidy
Vao Page Layout\Margins\Custom Margins... xuit hién hop thoai:

=

jzan "
Left ' El

 mEF

Appty to: i\mmt i

B i b e S i = Ea m iy - A b . T

+ Margins: Chon kiéu 1&:
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- Top: L& trén.

- Bottom: L& dudi.

- Left, Right: L& trdi, phai.

- Gutter: L& d& déng vin ban.

- From Edge: Header 12 khoang cach tiéu dé trén; Footer 13 khoang cach
giita doan vin ban xuong tiéu d& dudi.

+ Pape Size: Chon khd trang gidy in (A4 - 210x297)
Trong Orjentation: Chon kiéu in trang gidy:
Portrait: In doc trang gidy,

%
i
i
-5
5
1
;
1
3

LandScape: in ngang trang gidy.
Chon Ok dé két thitc.
b. Céch tao ngit trang (page break)
D& chén mot ngét trang;
+ Chon tab Page Layout trén nhé Ribbon
« Trong nhé Page Setup, Chon menu Breaks

» Chon Page Break

4 Page Layout | References KMailings Review View Add-Ins

by L BT A A Y e

1 Page Breaks
Orientation  Size Columns |

- - P Bage
! .'——-I Mark the point at which one page ends
t
i

Page Setup ﬁ and the next page begins.

Column
Indicate that the text following the talumn
hreak whl begin In the next column.

Text Wrapping
Separate text around objeds on web
pages, such as captibn text fram body text.

S et (e

Section Breaks

Next Page
Insert & section break and start the new
sechon on the next page.

[

Continuous
tnsert a section break and stari the new
seclion on the same page.

I T

Even Page
Insert & section braak and start the new
section an the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the nexdt odd-numbered page,

c. Tao tiéu dé trén va dwéi (Header and Footer) cho van bin
Tai tab Insert, nhoém Header & Footer, bam chudt vao nit Header hay Footer

-
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=R Signature L

' ' : == =35 F) oste & Time
dSeaderf Foolér  Pege . Tet  Quick Wordart Drep

—mod 7 Mumbe  Box- Pase - Cape 'SdObjed
Builtin !
Bank ] i
=
[ ypo soes i
i
Blank {Three Columns)
11 ypounyy Eypevond) {Typeum)
Atphabet

[Type o document biiv}

Annusil
[Type the document tc} ] [vear
v
¥ More Headers from Office.com »
S Edit eaner

"4 Remove Header

:’_';_I T O A P Thaen

Mot menu tha xubng véi cac Header, Footer mau cho ban chon. Ké dén
ban nhdp ngldung cho Header hay Footer d6. Nhdp xong bam dap chudt vao
phén ndi dung cia trang, l4p tirc Header/ Footer s& duge ap dung cho toan bd
trang cua tai liéu.

Thay dbi Header / Footer cii bing Header / Footer méi

Tai tab Insert, nhém Header & Footer, bim chuft vao nit Header hay
Footer. Sau d6 chon lai mét Header / Footer méi dé thay cho Header / Footer

hién tai.
Khéng sir dung Header / Footer cho trang diu tién

Tai tab Page Layout, ban bim chudt vao nit gé duéi phai cua nhé Page
Setup dé mé hop thoai Page Setup. Ké dén mé tab Layout ra. Danh dAu kiém
muyc Differentfirst page bén dudi myc Headers and footers. B4m OK.

Ap dung Header / Footer khic nhau cho trang chiin va trang 1é

Tai tab Page Layout, ban bim chudt vao nit gé dudi phai cliia nhé Page
Setup démé hop thoai Page Setup. Ké dén mé tab Layout ra. Danh dau kiém
muyc Different odd and even bén duéi muc Headers and footers. BAm OK.

Bay gid co thé chén Header / Footer cho céc trang chin trén mét trang
chén bét ky, chén Header / Footer cho cac trang 1& trén mét trang 1& bat ky.

Thay d6i ndi dung ciia Header / Footer
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Tai tab Insert, nhém Header & Footer, bam chudt vao nit Header hay
Footer. K& dén chon Edit Header / Edit Footer trong menu x4 xuong dé chinh
stra n§i dung cia Header / Footer. Trong khi chinh sira, ¢6 thé dinh dang lai
phong chit, kidu chit, mau sic... cho tidu @ Header / Footer bang cach chon chir
va sir dung thanh cong cy Mini xuét hién bén canh. Chinh sira xong ban bam
dip chudt ra ngodi phan ndi dung ciia trang tai ligu.

Xo6a Header / Footer

T:«;u tab Insert, nhém Header & Footer, ban bAm chudt vao nit Header hay
Footer. K& ¢én chon Remove Header/Remove Footer trong danh séch tha xudng.

d. Céch tao mit khéu trong viin bin

Word 2010 hd tro sin tinh ning dt password bao vé viin ban véi tinh bao
mat cao.

Ban bim vao biéu tugng tab File phia trén géc trai > chon Info >
B4m Protect.

Information about 15.02.02..DTH. ChuonngnthaDam 3.
LAl Y AppDatat L ool Tamptl 50000 OTHLC TeinnToalan Daghell

i Ceen
a- ! g |
Ld civse ] i PFroduct Acthatien faqu res i
‘_‘- heroch Word 2010 requines o vl peduch hovoer Actheiy yia produdt ki
i - e t0 ahiLadn & wakdd prochact DEERE
. Acivae
Ravant i Product fin 4 Eh
e . . R Faur L
New s Tt
N Lompatlalltey Mada Ll bng T 4 Fomdes
Frint Mii Sonu Ak TaIue #r0 osHg Lo prmeint problemi whin wodung with ke ..
- pravioun vmimony of Offc s Carviring Hid fle will ansble thise (satuess, bot Tags
Save & Sand . Comm | TR Tyl chingan fasmncesds
walp . . . L i e e . Wapb 4 Danng
N Farmissions LEERRERL AT Tetapchy B L
4] Omtann . . - . rmais
P LJ]B; Engenn can s, sopy, 104 changt by sl of 1l daccmsent. B PRI Ay TR
m L] Lt Frisvyd FEEHEFC T IR
Prosert
. Docurnant Aniatea Baapre
FAn e ang auang £
. Prapara a1 Sharing o
ay S oHAed b v s
'F}] Rifaarn ihuarieng that Tibs, ba doara thie 4 conbans Lask Flotd e d ke LT
....... -
Cheektor D ountent g, avthed s nima ind relted date Arketag Gorumants
ot~ Custom ML et - )
. R Cortent that cannol br chacked lor scoussiblrny ins becmed of the T b doniken
L Ao AN Rty
- Varslonx
=€_;’\3 3 Fiame are v gopvian viibany of I e
Mamans

Encrypt Document

Encrypt the contents of this file

Password:

Caution: Tf you bose or forget the password, it cannot be
. recoverad. It s advisable to keep a kst of passwords and

their corresponding document names in a safe place,
{Remember that passwords are case-sensitive.)

o [ caxe ]}

Nhép mat khéu cho vin ban hién tai va nhap lai mot 14n nira d& xéc nhan
ban da nhip dung. NP
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Tu bay gio, mbi khi mé t&p vin ban nay, Word s hién thi ctra sb yéu ciu
nhdp mét khéu (password). Chi ngudi ndo biét password méi ¢6 thé xem duge
ndi dung cua tép.

Muén hiy bo, ban chi viéc vao hdp thoai Encrypt Document ¢ xda
password bao vé.

Y. In van ban
a. Xem van ban trwoée khi in

Vao File chon Print hodc g6 phim Ctrl + P, Giao di¢n man hinh soan
thdo Word xuét hién nhur sau:

' 08 ik 81  din tme: el ool . o e 8 8 g e, o tida 51 Ej
] e 1, i 8 g v e, e et g b o, Sn bR Y,
; fﬁhiﬁ.ﬂhﬁ?ﬁhmmﬂmﬂ»m&

12 Mt 50 3 3 ang g erimh dim e,
1.7 Tim Xidw doas vin bix
Vio HsawFund... uegapmmrmuwpw

“zal
=

- Tmzg kip Find whae Dik vkl tin 'F

S5 7 xhiy vic Find Kt 88 4 by, M i dong e tim sy okt
o darg 44 thex, dimh din (1 )

112 They thi Jage vin b !

i Howe. Regrhr... bok g8 phéon Ciriell !

- Bb Darr W nbip vin chom sk Tuplenk b o B chts (s vio kiong ;
Raplat with

= Ky vio Replace They ¥ rat o thiag tim dec. _
1 « Koy vic Replace AN Thay 16 ti ci cic i ey &1 £ duse oz :
! vinbn
’ JL3 Céck opw wife il eroey via win

Vio Fide chon smmm.umo,mapntuhmo
Powwodd taa 35 chou OK.

11,4 Ceie 20 £ xom vin Mn & e thia,

\n!ﬁdﬂhhlbtﬁplhm*!&nugmmmu
Word o bifs nhr s,

} L85 I win bin

\n!&mhlh&ﬂyﬂntﬁhfﬁmﬂnnhhﬁmﬂm
Wod et Mia ey

Téng s8 trang

4% of12 ) - (703 Ny ~@ﬁ

Muén tr¢ lai van ban dang soan thao nhap vao Home
b. In vin bin

VaoFile chon Print hodc go phim Ctrl + P, Giao hién man hinh soan thao
Word xuét hién nhu sau (Hinh bén):
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TP R W—m

Home JLITL Pagr layout Refrienies Mahingt Reiiew

&

il save .
. Pring
Bl Save s g~ o
B e s (@
i "
'3 O Pnnt
_J‘ Clate e
o Printer
s hp Laseriet 1000 . on PCIONGT) SOIBFG
Recent . A | 2 ! v
P T TR LY
New Puate: Fropoifie:
2 Print Custom Range “5 v
Share Enter speddie pages df sechans T il
Pagew 1362 S '
Help L :
{2 | Print One Sided
£} Optiens £ ] Ok, prnk oo one ade of the page
-y s Cokated
o “‘}‘—Ju} s 12

. ]Pomm Crenkabon

Lefter
35T einpe 7507 e

Custom Margms

_l 1 Page Per Sheet -

Tl b Setig

e Céc thiét 15p cin thiét cho ban in nhu sau:

- 1: Chon s6 legng ban in

- 2: Chon mdy in

- 3: Chon nhiing trang sé in hodc chon in thugc tinh vdn ban

- 4: Chon in mét hodc hai mdt, tinh ndng nay cé thé khong c6 & mét s6
dong may in

- 5: Lua chon sdp xé'p bén in (vi du trang 1,2,3;1,2,3...) hodc khéng sc'r"p

xép (vidutrang 1,1;2,2;...)

- 6: Chon hudmg in theo chiéu doc hodc phwong ngang cia gidy

- 7: Chon ¢& gidy

- 8: Canh lé trang in

- 9: Chon 6 lupng trang in trén mt mdt gidy.

- Sau khi thiét lap xong, nhéap chon bidu twong mdy in B~ gui
lénh in dén may in

VL Thé thirc va k§ thuit trinh bay viin ban hanh chinh

Theo Théng tu sé 01/2011/TT-BNV ngay 19/01/2011 cua B§ Noi vu vé
viéc huéng dn thé thirc va ki thut trinh bay vin ban hanh chinh, w/
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MO DUN KY NANG 04: SUDUNG BANG TiNH CO BAN

L. Kién thirc co ban vé bang tinh
1.1. Khai niém bang tinh
a. Khdi niém va cong dung cia bang tinh.

- Bang tinh ]a tén goi chung cho céc phin mém xi Iy théng tin duoc trinh
bay dudi dang bang.

- Chirc néng cia chinh cia bang tinh:

+ Biéu dién dir liéu du6i dang bang

+ Tinh todn tir dong dya trén céng thirc cho ngudi ding nhip vao
+ Biéu dién s6 liéu dudi dang biéu dd, biéu dd

+ Sap xép va sang loc dit lidu

+ Téng hop dit liéu tir nhiéu ngudn,

b. Céc buéc dé xdy dyng va mg dung bang tinh thong thuéng;
+ Nhép va bién tap dir liéu, cong thirc vao bang;

+ Tinh toan trén dif ligu bang cach ap dung cac phép tinh, biéu thirc, ham;
+ Biéu dién tryc quan dir liéu dudi dang biéu dd;

+ Mot sb {mg dung cao cip nhu phén tich dit liéu, du béo;

+ In va phan phéi cac bang tinh.

1.2. Phin mém bﬁng tinh

- Mot s6 phin mém bang tinh khac nhau nhu LibreOffice Calc,
OpenOffice Calc, Microsoft Excel.

- Céc thao tac thudng thyc hién véi mot phin mém bang tinh: Nhap,
cap nhat, bién tap dir liéu; dp dung céc phep tinh, cong thirc, cac ham 1én dir
ligu; xdy dyng bicu dd; in két qua; trao déi véi cac ung dyng khac.

- Céc thanh phin chinh tao nén bang tinh: & (cell), dong (row), cot
(column), vung (range), trang tinh (worksheet), bang tinh (spreadsheet).

- Gidi thiéu bang tinh Microsoft Excel

Microsoft Excel 14 mot phin mém hay la mét chuong trinh ung dung, ma
khi chay chuong trinh {mg dung nay s& tao ra mdt bang tinh va bang tinh nay
gitip ta d& dang hon trong viéc thyc hién:

¢ Tinh toan dai sé, phan tich dif li¢u
o Lap bang biéu bdo cdo, td chirc danh sach

o Truy c4p cac ngudn dir liéu khic nhau
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:
;
3
d
#
_f;
%_

~ 1A A x s A
e V& bieu dd va cac so d6
e Ty dong héa cic cdng viéc bang cac macro

e Va nhidu tng dung khac dé gitp ching ta c6 the phan tich nhiéu loai
hinh bai toén khac nhau.

Workbook: Trong Excel, mdt workbook 1a mdt tap tin ma trén d6 ban
Jam viéc (tinh todn, v& biéu 9, ...) va hwu trit dir liéu. Vi m3i workbook ¢6 thé
chira nhiéu sheet (bang tinh), do vay ban co thé t& chirc, fuu trir nhiéu loai thong
tin ¢6 lién quan véi nhau chi trong mot tép tin (file). Mot workbook. chira rat
nhidu worksheet hay chart sheet tiry thuge vao bd nhd may tinh cia ban.

Worksheet: Con goi tit 13 sheet, 12 noi luu trit va lam viéc véi dit liéu, nd
con duge goi 13 bang tinh. Mot worksheet chira nhidu 6 (cell), céc 6 duge td
chirc thanh cac cdt va cac dong. Worksheet duge chira trong workbook. Mot
Worksheet chira dugc 16,384 cft va 1,048,576 dong (phién ban cii chi chia
dugce 256 cot va 65,536 dong).

. Chart sheet: Ciing 14 m{t sheet trong workbook, nhung n6 chi chira mot
bidu dd. Mot chart sheet rat hitu ich khi ban mudn xem riéng 1é tirng bicu dd.

Sheet tabs: Tén clia cac sheet s& th& hién trén céc tab dit tai goc trai dudi
clia cira sO workbook. D¢ di chuyén tir sheet nay sang sheet khéc ta chi vigc
nhép chudt vao tén sheet cin dén trong thanh sheet tab.

1. Sir dung phin mé&m bang tinhMicrosoft Excel
2.1. Lam viéc v6i phan mém bang tinh
a. M& phin mém bang tinh.

- Nhiép chudt vao Start\All Programs\Microsoft Office\Microsoft
Excel2010, s& xut hién man hinh chinh cta Excel:

“3 I:'::" o o A St e e o ; g it 'E.J;:“M pidl
i T e B4 E e S AT EWH R Saceer #% 0 WA SR S N S gau BTG
e T i
I
7. P —
avy e fa el v
T S o R R [ AL
A - .ﬂ{ r b A a -
b. Nhén biét cac thanh phén trong giao dién Excel. L!]/
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* Cic thanh phan ciia S5 Am vige

Excel 2010 dung dinh dang tép mijc dinh 14 “.XLSX” (dya trén chuin
XML gitip vige trao doi dir li¢u gitta céc img dung duge d& dang hon) thay cho
dinh dang chuén truéc day 1a “XL1.S”.

+ File: Chira cac nit 1énh thudng hay sir dung nhu tao t§p méi, mé tép,
huu t€p,... va danh myc céc t&p dd mé trude do.

-+ Home:La noi chira cdc nit 1énh duge sir dung thudng Xuyén trong qué
trinh lam viéc nhu: cit, ddn, sao chép, dinh dang tai liu, cac kidu mAu c6 sin,
chén hay x6a dong hogc cot, sip xé€p, tim kiém, loc dit lidu,...

+ Insert:Chén cac loai d6i tuong vao bang tinh nhu bang biéu, v& so dd,
biéu dd, ky hiéu, ...

+ Page Layout: Chita c4c nit I¢nh v& viée hién thj bang tinh va thiét lap
in 4n.

+ Formulas:Chen céng thirc, dit tén ving (range), cong cy kiém tra theo
d&i cdng thirc, didu khin viéc tinh toan cia Excel.

+ Data:Cac nut 1énh trao dbi voi dit lidu trong va ngoai Excel, ¢dc danh
sach, phan tich di¥ liéu,...

+ Review: Cdc nit 1énh kiém 13i chinh ta, hd trg dich ti, thém chi thich
vao céc 8, cac thiét 14p bao vé bang tinh.

+ View:Thiét 1dp cic ché d¢ hién thj cha bang tinh nhu: phéng to, thu
nhé, chia man hihh,...

+ Add-Ins; Tab ndy chi xuat hign khi Excel m& mot tép ¢6 sir dyng cdc
tién ich b6 sung, cic ham bo sung, ...

e Thoat khéi Excel

~ Viao File\Exit hodc 4n Alt+F4 hodc hoiic nhdp chudt vao bidu tugng

B & géc phai man hinh (cita s& Excel).

c. Cong cu phong to, thu nhé khi xem bang tinh

Thu nho PhéIg to Déng
.- M X

Cdc niit diéu khién cira s6 Excel

d. Cac thao tic vai File (t§p) bang tinh

e Mé& mét bang tinh méi

Vao File\New\Blank workbook hogc (Ctrl + N)

¢ M¢ File bang tinh
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Vao File\Open (Ctrl +O)

o Liru File bang tinh

Vao File\Save (Ctrl + S )

Mudn luu véi mot tén moi, chon File \ Save As ...
2.2. Mé&, d6ng mot bang tinh,

- M& bang tinh méi; Vao File\New\Blank workbookhoic (Ctrl + N)

- M@ bang tinh c6 sén: Vao File\Openho&c (Ctrl +O)

- Luu bang tinh: Vao File\Save hoac (Ctrl +8)

- Laru bang tinh thanh tén méi: Vao File\Save as

- Déng bang tinh: Vao File\Exithodc an Alt+F4

II1. Thao tac dbi véi 6 (8 tinh)

3.1. Nhip dit liéu vao &

a. Nhan dang 6 va ving (cells, range)

Dia chi mét 6 trong Excel dwgc xéc dinh bai tiéu @& cot va sb thir ty cua
dong. Mt ving trong bang tinh dugc xac dinh béng dia chi cua & & goc trén bén
trai ctia ving va dia chi 6 goc dudi bén phai cia vung (c6 dau : phén cach).

Djic biét, dia chi cia ca mét cOt hodc dong 'duqc xac dinh la <tén
ept>:<tén cpr> (vi du cft A4 thi dugc xéc dinh ngin gon la A:4) v <sd
dong>:<sé dong>(vi du dia chi cia ca mot dong 4 1a 4:4).

Vi dy: Hinh dudi 6 hién hanh c6 dia chi la B11 vi né co tiéu d& cot 1a B va
s6 dong 1a 11, ving dugc bao bdi nét chim dut c6 dia chi 14 H2:HI12 vi § dau
tién ctia viing co dia chi 1a H2 va 6 cudi cuia ving 1a H12.

w1 A 8. € .0 B F G H 1.}
1 Baf todn ddu tf q
2" TEr  Ddutw 16l da Sufl thulgi SSaim TP daihen 'RR. ftRR | i
3 Triighi€s _ affw  250%  hdogmim ddohan (byesbno) Dinhgis }(1yes, 0.00) |
4 ACMEChemicati’ | $65% 11 1 1Ok 0
5, DymaStr 950% 10 SRS 7 S S
6 EagleVision |- 1000% 6 0 4Kn& | 1| 3
77 MicmModeling | 2.75% 10 1 LCwkpet 0 |
8 OptiPro o 9.Y5% T 0 3.T6 % 1 : o
9 . Sabre Systems § . ]+ ! 900% 13 1 2Rité ] :
16 Téagddut: | yi ] Téng: I - I Téng: I T | Tdng: . E
m—“"‘"’*’ 5750,000 Yéucdu: $375000 Chophép: | $262500 :
12 FIaBIrsoK (MM
13, R
s I
s N GEPTLTH, QUTT-TH, BHV.TH : Investment - TH, GalPT Q7T DR,
b. Céach nhép dit ligu
- Nhap sb, chudi, thoi gian, ngay thing nim v

B1. Trén trang tinh, chon & cAn nhap liéu
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B2. Nhip véio con s6, chudi van ban, ngay thang hay thdi gian,... ma ban cin

B3. Nhép xong bam Enter (6 hién hanh chuyén xudng dudi) hodc Tab (6
hién hanh chuyén qua phai) ¢& két thuc.

Lwu y:

» Néu nhép céc con sb vao ma Excel hién thi ###4## 13 do chidu rong cot
khéng @01 ban ca n ting thém chiéu rong cot.

* Mac dinh Excel s€ dung du chim () dé phan céch phin sb nguyén va
phén sb thap phan.

e Khi nhép cic con sé ma céc con sé ndy khéng can tinh to4n thi ban nén
dinh dang & 1a Text trojéc khi nhip (Home - nhém Number >chon Text tir
danh sach).

* Ngay va thoi gian nhip vao 6 thi né ding dinh dang ngdy mic dinh
trong Control Panel-> Regional and Language Options.

* Khi nhip ngdy dung dau / hojic - d& phén cach, vi du 10/05/2007 hoic
10-05-2007. Khi mudn nhép ngdy hién tai vao 6 hiy g& <Crrl+;> Khi mudn
ding dinh dang ngdy mic dinh cho 6 chira ngdy thi chon 6 va gd
<Ctri+Shift+#>.

e Khi nhip thoi gian va muén dinh dang theo chudn 12 gits thi thém A
hogc P vao sau thoi gian nhp vao, vi du 8:30 AM hojic 4:15 PM, néu khong
Excel tw hiéu 13 AM. Khi muén nhip théi gian hién tai vao 6 hiy g
<Ctrl+Shifi+;>. Khi muén ding dinh dang thdi gian mic dinh cho ¢ chia thoi
gian thi chon 6 va gd <Ceri+Shift+@>. Mubn nhidp cung mét ndi dung cho
nhiéu 6, ban héy chon cic 6 va nhip liéu vao sau do bim <Ctri+Enter>. Ngoai
ra con c6 thé sir dung chirc ning AutoFill (phin sau). Muén nhép cting ndi dung
trén cac 6 & nhiéu trang tinh, ban hdy chon cdc trang tinh d6, sau @6 chon cic &
trén trang tinh hién hanh, tiép theo nhp ligu (cé thé mét dir liéu do bi nhép dé
1én cdc 6 ¢6 di ligu). De bo chon céc trang tinh thi bdm phai chuft 1én thanh tab
trang tinh va chon Ungroup Sheets.

1 Chua digh dang Dishdang  Gidf thich  Ghichu -
2, 34666 54,666.00 dong Tién té '#,520.00 [Sddng)

3 0.4566 45.66%  Phdntam  0.00%

4 10-Mav 10052007 Dang ngay agén gon ddaunsyyy _

5 10-May Thursday, May 10, 1007 Dung ngay -:hi_tiét [3-F800jdddd, mmunm dd, Iyy
6! 636564622 616,564,622 00 Ké todn (" #220.00_);_(* (2,5:0.00),_(* ") _(8_)
7 8489325103 848-932-5103  Sodiénthoy ek dr=.gess

8 79300958230 7930095 823 0 Sabao hiém xAhgi ¥=5e sk i s

g - - 0.66% . FI7TI6PM Todigan  [S-F400)hmmiss AMPM

10 0.25 ' 14 Phaned 299 -

1 646564622  647E+08  Khoabee  0.00E+00

Vi du nhip cdc logi dit ligu
- Nhap cac ky tw dic biét
B1. Mudn nhdp ky tir diic biét vao, truée tién chon 6 va dén noi cin chén trong 6.
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1
i
5
* B2. Chon Insert -> nhém Text = chon Symbol
. B3. Trong hap thoai Symbol hiy chon ky tw can, c6 thé dbi kiéu Phong tai
hop Font.
; B4. BAm nut Insert & chén.

1 Chun dish dang

2 53666

3, 3‘;‘;‘2‘: e'r;mmw SoeclChastes | ]

4 Moy ¥ ;
: 6 636561622 - A A
T3 5489324103 —« B AL I ALINE LAV AL T 2
» s 70100058230 n|6|plo|tjviwlo|llylli|[ |}~
3. 0.66% “T=1—=1=t{=1=1=1=1=1=|l=1-1=1=1=1z ¥
B 10 022 S [P S B sy e ety ey gy ey oy sy ey o
n, 84656462 g Y e S N R N N N N e 2 N R
¢ 2 Recartly uaad cymtiak:
4 8,8 | = : . ‘
slele|¥|@*|m£]|s|2]+]|x|=|nfa]
o bl 100 Sharator code. 15 rom: e |
: wl‘J' neel .
| e
Ll
i Vi du chén 6 vao 6
c. Huy lf;nh (Undo), phuc hdi 1énh (Redo), l3p lai 1énh sau cing

Hiylénh  Phyc héi lénh

- Pé hily mot 1énh vira thyc hién ban bim chudt 18n nat 9 hay diing
phim <Ctri+Z>

- Pang nhép lidu vao 6 mudn hity thi bdm phim ESC

A A A A R R L e e 1m0 e

i - P& phyc hdi lénh vira hity thi bAm nat ™ hay ding phim <Cri+Y>

a - P4 thyc hién lai 1énh sau cing bdm <Ctrl+Y>

d. Céc logi dia chi trong bang tinh

i - Pia chi viing (Range): 12 tp hop céc & duge xac dinh boi:

f <6 ddu>: <6 cubi> hodc: <6 dau>.. <6 cudi>

I VD: Al:A4 hojic Al..A4

- DPia chi tuwong d6i (Relative address): 12 dja chi dugc viét binh thudng
vl bai dia chi cia céc 6. Khi duge nhap vao mét cong thire tinh todn, néu sao chép
cong thirc d6 tGi vi tri mdi thi céc dia chi s& thay doi. VD: Al, D4, .

i - Pia chi tuyét d6i (Absolute address): 14 dia chi dugc viét thém ky hiéu

$ phia trudc cft va hang. Khi duge nhap trong mét cdng thirc, néu Jgyvsao
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chép tdi vi tri mdi thi cac dja chi d6 khong bj thay d6i. C6 thé djt gié tri tuyét
d6i theo dong va cot .

VD: $A$1: Dit gid trj tuyét ddi cho ca ¢ot va dong (c6 thé nhan F4)
$F4: Dit gi4 tri tuyét dbi theo cot F.
D$6: Dt gi4 trj tuyét ddi theo dong 6.
A2:D4F4: Djt gié trj tuyét dbi cho viing tir A2 dén D4
e. Di chuyén con tr6
- Tro Excel 12 mt hinh chit nhat vién den bao quanh mét 6

- Ngoai cdc céach di chuyén con tré da dugc hoc & Word, ta con c6 cch
di chuyén trén bang tinh nhu sau:

+VE 5 Al (cit A, dong 1): 4n Home hosc Ctri+Home.

+ Dung tré chudt bam tai 6 can di chuyén tré Excel t6i.

+ Pua con trd vé bén géc cia bang: Ctrl + (4 phim miii tén).
f. Higu chinh ndi dung

- Xoa ndi dung cac 6

+ B1. Chon mét hodc nhiéu 6 cin xéa

+ B2. Bim Delete trén ban phim (xéa cach nay thi chi x6a ndi dung cac
dinh dang clia 6 van con). Ngoai ra dé x6a ban cé thd vao Home -> nhém

Editing - Clear ( £ ) va chon céc 1énh:
eClear All: Xéa tat ca ndi dung va dinh dang
oClear Formats: Chi x6a phén dinh dang cia 6
oClear Contents: Chi x6a ndi dung, con dinh dang
eClear Comments: Chi x6a cic chi thich ctia 6 néu ¢cé
Lwu y cic lgnh trén khong xoa dwpe dinh dang ciia bang (table)
- Nhép d¢ Ién 6 c6 sdn ndi dung
Mubn nhap dé 1én cdc 6 c6 sin ndi dung, trude tlen ban hay chon 6 d6 va

nhdp vao ndi dung mdi. Khi d6, ndi dung cii ciia 6 s& mit di va thay bang ndi
dung vira nhép de.

- Hiéu chinh ngi dung cac 6
Mudn hiéu chinh ndi dung sin cé cia 6 ban lam cac cach sau:

+ Bém chuft hai lin 1én 6 cén hidu chinh > ding chuét hodc céc phim
mii tén di chuyen dén noi can hidu chinh —)dung ph1m Backspace hoic Delete
dé x6a mét sb ndi dung sau do nhap vao ndi dung mai.

+ Chon 6 cin hiéu chinh va bAm F2 d& vao ché dé hiéu chinh va lam
tuong tu nhur trén.
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+ Chon 6 cdn hiéu chinh, sau d6 bim chuft vao thanh cong thic
(Formula).

g. Dénh diu ving, 6 dit lidu (3 den)

- Dé chon mét 6 ta chi can di chuyén con tro téi 6 d6

- Chon nhiéu é: &n gir va ré chudt trén cac 6 cAn chon.

- Chon nhidu ving & khéc nhau: ta giit thém phim Ctr]

- Chon mét cdt hay hang: ta ba.m chudt 1én ky hiéu cia cft hay hang d6

J trén 18 trai (461 véi hang) hodc 12 trén (dbi véi cot).

h. Sép xép dit liéu

:; Dé sép xép dif liéu trong bang tinh:

: - Chon ving hogc nhiing dong mubn sép xép

L - Nhip vio Data \ Sort khi do xudt hlf;n hop thoal
i

1

:

{ Trong hop thoai Sort chon céc chi tiu dé sép xép:

_ Sort by: Chon cdt chinh d& sép xép

- Then by: Chon ct 1am tiéu d2 phy dé sip xép néu & c6t chinh c6 nhieu
ban ghi giong nhau
'; - Order: S&p xép theo thir tir ting dAn( hoiic giam dan)

- My data has headers: S#p xép néu chon ban c6 dong tiéu &t

Nhép vio OK dé sap xép.

i. Tim kiém thay thé
i e Tim kiém dir li¢u trong bang tinh
: VaoHome\Find & Select\F ind.. (go phim Ctri+F), xuét hxen hép thoai:
;i (" Find and Replace _ e
Pod |Reglcs] . S
T e e &
! L [Crmea ) (Braves ) [ G ]|

qg/
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- Trong hép Find what: P4nh dif liéu can tim sau dé nhép vio Find Next dé

tim kiém. Néu noi dung dugc tim thiy thi ndi dung d6 dugc danh diu (6 den).

o Thay thé dir li¢u trong bang tinh
VaoHome\Find & Select\Findchon Replace hoic g0 phim Crri+H,xuit

hién hop thoai:

r _
Find and Replace

- Find what: Nhép ndi dung cin tim dé thay thé,

- Replace with: Nhdp ndi dung cén thay thé.
Nhép vao Replace All: Thay thé cic ndi dung da tim duoc trong bang

tinh,

3.2. Sao chép, di chuyén ndi dung ciia &

a) Sirdung chiee ning AutoFill

- Sir dung cng cy niy Excel s& gitip ban dién tyr dong dir ligu theo cac
mau AutoFill ¢é s&n. Ngoai ra ban con c¢6 thé tao thém cdc miu phuc vy cho

cong viéc cuia minh.

- Danh sach mot sé AutoFill ¢é sin

Cic gia trj khéi dau Chudi sau khi mé rong
1,2,3 4,5,6

9:00 10:00, 11:00, 12:00

Mon Tue, Wed, Thu

Monday Tuesday, Wednesday, Thursday
Jan Feb, Mar, Apr

Jan, Apr Jul, Oct, Jan

Jan-99, Apr-99 Jul-99, Oct-99, Jan-00
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15-Jan, 15-Apr 15-Jul, 15-Oct

1999, 2000 2001, 2002, 2003

1-Jan, 1-Mar 1-May, 1-Jul, 1-Sep,...

Qtr3 (or Q3 or Quarter3) Qtrd, Qtrl, Qtr2,...

Product 1, On backorder Product 2, On backorder, Product 3, On
backorder,...

Textl, textA text2, textA, text3, textA,...

1st Period 2nd Period, 3rd Period,...

Product 1 Product 2, Product 3,...

- Ban mudn didn cac sb 18 trong khoéng tir 1 dén 25 vao cft A ban lam
nhir sau:

B1. Chon 6 diu tién A1 va nhip vao s6 1

B2. Chon & tiép theo A2 nhap vao s6 3 (budc nhay bang 3-1 = 2, Excel s&
cong sb 2 vao 6 chira s6 1é trude d6 de co durge sb 18 ké tiép).

B3. Chon hai 6 41:42, di chuyén chudt xuéng dén vudng nhd mau den (Fill
handle) & goc dudi bén phai ving chon cho chudt bién thanh déu cong mau den.

B4. Giit tréi chudt di chuyén xuéng phia dudi cho dén khi hién so 25 thi
dirng lai.

“E R RN

i 14
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- Khi ban muén dién tyr dong (sao chép) di¥ ligu hay cong thirc cia 6 hign
hanh cho cac 6 bén trai, bén phai, phia trén hay bén diéi né thi ban 1am theo cic
cach sau:

+ Chon 6 hién hanh dang chia dit li¢u hay cong thire cin sao chép, sau d6
giit Fillhandle va kéo theo hudéng ban cin (18n, xudng, trai hay phai). Khi d6 dir
liéu hay bicu thirc s& dojgc sao chép.

+ Chon 6 chira dif liéu (hay cong thitc) cin sao chép va tit c4 céc 6 cin
sao dir li¢u dén, sau dé vao Home > nhém Editing -> Fill ->chon huéng phi
hop (Down,Right, Up, Lef?).

IV.Thao tic trén trang tinh

4.1. Dong va cot

a. Chen, xéa 6, dong va ct

Ching ta c6 the chén thém cdc 6 vio bén trai hodc bén trén cia 6 hién
hanh trong trang tinh va dich chuyén cac 6 dang chon qua phai hojic xudng duéi.
Tuong ty, ta c6 thé chén thém céc dong bén trén, chén thém céc cdt vio bén tra
va ¢ thé xda di cdc 6, cdc dong va cot.

e Chén 6 trong

B1. Chon cdc 6 ma ban mudn chén céc 6 tréng vao d6 (mudn chon céc 6
khong lién tuc thi giit Cerl trong khi chon céc 6).

B2. Chon Home = chon nhém Cells > Insert > Insert Cells. ..

B3. Chon lyra chon phti hop trong hép thoai Insert

e Chén dong

B1. Chon mét hodic nhiéu dong lién tuc hojc cach khoang ma ban muén
chén s6 dong twong umng phia trén cic dong nay.

B2. Chon Home =>chon nhém Cells > Insert > Insert Sheet Rows

Falnsart «
% Delete ~

i_Ej Fermat »

Cells
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3 Triiphi€éa  dduty 15.0% hing ndm
-4 [ACMEChemucal . o
5
8

3 8.65%
"5:  DynaSur ) 930%
i._ ﬁi Eaple Vision :
7 i MicrodModeling
3‘ OptiPro :
.9 ¢ Sabre Svstems i .
710? x| Tdng: x| coe J

T Nhap phai chuét
'?'{é‘jé sau khi chon cac
6 va chon Insert

Yéucdu: 5375000 Chophép: 5261500
F 1 BT 502

HilaB11¥5%

. DHV - TH . Investment - TH, G@iPT QHTT Rl

I WV S b

Mmh hoa chen cac dong tréng lén trén cdc dong dang chon
¢ Chén cit

B1. Chon mét hodic nhidu cft lién tuc hojc céch khoang ma ban mubn
chén sb cot tuong Umg phia bén trai cic cdt nay.

B2. Chon Home > chon nhém Cells > Insert => Insert Sheet Columns
o Xoa cic 6, dong va cit

B1. Chon céc 6, cic dong hoic cic cbt cin xda

B2. Chon Home > Cells -> Delete > chon kidu x6a phit hgp (xem hinh)

Delete

gnlnﬁl‘t;% '_ Z v | Y
X0a€ac 0 ——ra  [nsert Cells.. | e

Xo6a dong ~——1+2a Insert Sheet 55'5

O shift cels yp
A b d O Entka [ow
Xéacht —Y metsneaoumi B | Qe ghmn

Ly:l Insert Sheet

T (.J iy MH

oK | Cancel

Ngoai ra, dé chén dong va cot, ban ¢6 thé thao tdc bang cach sir dung nit
phai chudt dé thye hién cAc thao téc trén bang tinh:

- Chén cbt: Chon cot bén phai cét cin chén, nhép chuét phai chon Insert.

- Chén dérg: Chon hang phia dudi hang cin chén, nhip chudt phai chon
Insert.

b. Thay d6i dd rong cft va chiéu cao dong

Trong trang tinh ta c6 thé qui dinh d9 rong cot tir @ den 255, ddy chinh 13
s6 k¥ tir c6 thé hién thj trong mét dong. Pd rdng mic dinh cla cit la 8.43 ky tu,
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khi d6 rong 13 0 thi ¢6t dugc an di. Tuong ty, chiéu cao clia dong qui dinh tir ¢
dén 409, day la dom vi do ludng bang diém (point: 1 point = 1/72 inch). Chiéu
cao mic dinh cua dong 1a 12.75 point, khi chiéu cao 1 ¢ thi dong bj an di. Cac
bude diéu chinh déng cot:

B1. Chon dong hodc cft can diéu chinh chiéu cao hodc 49 rong
B2. Chon Home =3 Celis - Format = Chon 1énh pht hop
*Row Height... chon 1énh nay dé qui dinh chiéu cap cia dong

oA utoFit Row Height chon 1énh nay Excel s& ty cén chinh chiu cao dong
cho phu hop véi néi dung.

eColumn Width... chon 1énh nay d qui dinh do rong cot

cAutoFit Column Width chon 1énh ndy Excel s€ ty can chinh d6 rong cot
cho pht hgp véi ndi dung,.

eDefault Width.. chon [énh nay khi ban muén qui dinh lai d6 rong mic
dinh cho trang tinh hay ca sb lam viéc. Ta co thé qui dinh chiéu cao dong va 4o
rong cot cho cd trang tinh hay ca s6 lam viéc bang céch chon cd trang tinh hay
ca s0 lam viée truéc khi thyc hién lénh. Ngoai cach thay ddi chiéu cao dong va
d% rong cot nhr trén, ta con 6 thé dung chudt dé thao tac nhanh hon. Mudn thay
dm do rong cOt nao hiy di chuyen chugt dén phla bén phai tiéu de cOt do cho
xuat hién ky hiéu va di chuyén chudt ve bén phai de ting hoiic kéo vé bén trai dé
giam do rong cot. Tucmg tir, muon thay dm chiéu cao dong nao hiy di chuyen
chudt dén bén dudi sb thir tu dong cho xuét hién ky hi¢u va di chuyén chugt 1én
trén dé giam hojc di chuyen xubng dudi de tang chidu cao dong.

P z - W ‘%

¥ Delete ~

------ Sart & Find &
[Birormet -} f_-..%t_.._fl.!ss_r.: ______ Sefect -
q‘ Cell Siae _—
13D RowHcight... L

AuteFit Row Height C
&% Columnwidth.. -
AutoFit Column YWidth
Detault width...
Visibitity e

Hide & Linhide »
Organize Sheets

Bername Sheat

N 7

Klave or Copy Sheet..
Jab Colar *
Protection
{ @iy Protect Sheet...
”uﬂi Lock Cell

D8 Format Cglis...

Ta co thé qui dinh chiéu cao dong va d rong cdt cho ca trang tinh hay ca 80
lam viéc bang céch chon ca trang tinh hay ¢4 s6 lam viéc truéc khi thye hién 1énh.

Ngoai cach thay dbi chiéu cao dong va do rong ¢t nhur trén, ta con cé thé
ding chugt dé thao tic nhanh hon. Muén thay dbi d6 rong cot nio hay di chuyén

chuét dén phia bén phai tiéu dé ¢t d6 cho xuét hién ky hiéu & (miii tén hai
102



i
!
I
g

AR BT L s e -

chiéu ngang) va di chuyén chudt vé bén phai d‘é": ting hodc kéo vé bén trai qé
giam d rong cét. Tuong tw, mubn thay dbi chiéu cao dong nao hdy di chuyén
chudt dén bén dudi sb thir tr dong cho xuht hién ky hiéu & (mii tén hai chi¢u

doc) va di chuyén chudt 1én trén dé giam hoic di chuyén xudng dudi dé tang
chiéu cao dong.

. D+ E | 3 Traiphicu  adu
| 4 i ACME Chemical | .

dSuftthulgi Somam | > D*'“‘S'_"“.'
hingnim ddohan ( | O, EaleYuen fo
T 5550 1 11 T 7 MicroModeling ;|
h Hat o i famnsetane

4,2. Trang tinh

a. Thém mot trang tinh méi.

C6 nhidu cach thuc hién:

1. Bém vio niit - %3~ trén thanh tab trang tinh!* L. M Sheetl ' Sheet2 #J -

2. Ding t3 hop phim <Shift+F1I>chén trang tinh méi vao trude trang
tinh hién hanh.

3. B4m chon nhom Home > dén nhém Cells > Insert > Insert sheet

4. BAm phai chudt 1én thanh tab trang tinh va chon Insert..., hop thogi
Insert hién ra, chon Worksheet va bAm nat OK. Trang tinh mdi s& chén vao
trudc trang tinh hién hanh.

b. Stratén trang tinh,

Bam phai chudt 1én tén trang tinh cin dbi tén & thanh tab trang tinh, chon
Rename, g& tén m&i vao, xong bim phim Enter. Tén trang tinh 6 thé dai toi 31
ky tur va c6 thé dung khoang tring, tuy nhién khong dugc ding cac ky hiéu aé
dat tén nhar: : /A2 ¥

¢. Xéa trang tinh

‘ 4 r hY r ¥
Muén xda trang tinh, ban lam theo cac cach sau:

1. Chon trang tinh mudn x6a ~>chon nhém Home -> chon nhém Cells
> Delete > Delete sheet

2. Bim phai chudt 1én tén trang tinh mudn x6a sau d6 chon Delete, xac
nhan x6a OK.

d. Sép xép thir tyr céc trang tinh
C6 nhidu cach thyc hién sip xép trang tinh nhu:

1. BAm trai chudt 1én tén trang tinh cin sp xép va gift chudt kéo dén vi tri
méi va tha chudt.

2. Khi ¢6 qué nhiéu trang tinh thi ding céch nay, b4m phai chudt 1én tén
trang tinh can sdp xép, chon Move or Copy.... hop thoai Move or Copy hién ra.
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Hay b:éim chon lén tén trang tinh trong danh sich ma ban muén di chuyén trang
tinh dén trudce né, sau dé bdm OK

1

Insert..,

-  MoveorCopy 7%
uﬂ Delete solpcted .
Bename To book:
; Move or Copy.. |DS LENH KHOP KHONG PHAN BO NGAY 23-0CT-2009.xs v
b Before sheet: '
' yiew Code - b
L
Xy Protect Sheet...
Tab Color >
- Hide
i
nbeds,,
g . . ] Create a copy
o [ Select All Shaets ;
Sheet2 | Sheers =~y o e o] [ o ] [ cancel ]

€. Sao chép trang tinh

Bam phai chuét 1én trang tinh, chon Move or Copy...=> chon vi tri dit
ban sao trong ving Before sheet - dinh déu chon vao hop Creat a copy =
bam nit OK. Ngoai ra d& sao chép nhanh ban bAm gii phim Ctrl rdi dung chudt
chon lén tén trang tinh cin sao chép > gitt tréi chudt di chuyén dén vj tri dit
ban sao trén thanh tab trang tinh -» tha trai chuét.

- Dé sao chép nhidu trang tinh cang lic cling lam twong ty nhung phai
chon nhiéu trang tinh trudc khi thyc hién lénh. D& chon dugc nhidu trang tinh
ban hdy gift phim <Ctrl + bdmchu@t> dé chon trang tinh.

- D& chép mét hay nhiu trang tinh sang mdt s 1am viéc khéc, ban hay
mé sb 1am viée d6 sau d6 thyc hign 1&énh Move or Copy... va nhé chon tén sb
lam vi¢e dich tai To book (néu chon s6 lam viéc dich (new book) thi & sao chép
cac trang tinh dén mét sb lam viéc mdi).

f.  Chon mau cho tab trang tinh

Vige t6 mau gitip quén Iy thanh tab trang tinh dugc tét hon. Dé t6 mau
cho céc tab trang tinh ban chi can bim phai chuét Ién tén trang tinh cin t6 mau,
tiép theo chon Tab Color va chon mau thich hop.
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! ¥heme Colors

N EEEGE2N

'_ i 5 S - :
Insert... il L BE L
LA peete B 111

o Benante | standard Colors :
' E [dove or Copy.. 5‘. ety % R N | 'iﬁ
: &l yiew Code gg ) [ Ho Color :
|Gly Protect Sheet.. 1 i3 More Cofors..
I' Tab Cofor » \
Hide .

_ E Select Al Sheets
| Shesrs > yg> = = = =

g. An/hién trang tinh

Khi ban khong mudn ngudi khac thdy mot hay nhiéu trang tinh ndo d6 thi
ban ¢6 thé 4n né di. Khong thé an hét céc trang tinh trong 46 1am viéc ma phai con
lai it nhét mt trang tinh khéng bi &n. Mudn an trang tinh ban chi cin bim phai
chudt 1én tén trang tinh mudn &n va chon Hide thé 13 trang tinh da dugc an. Khi
muén cho hién trd lai mot trang tinh, ban bam phéi chuét 1én thanh Tab trang tink
va chon Unhide. .. sau d6 chon tén trang tinh can cho hién va bim nit OK.

: Ins.ert.‘.
iW Detete
I Raname

Hove or Copy...
¢ View Code
'? &y Protect Sheet...
Iab Color ¥

Hide
Unhide...

; Sefect All Sheeats
| Sheetl | Sheet2 . BJ o

V. Biéu thirc va ham
5.1. Biéu thire/ cong thirc trong bang tinh
a. Biéu thirc/ cong thirc va img dung cia biéu thirc.

Bidu thirc hay ¢ong thirc trong bang tinh dugc sir dyng dé giup bang tinh
tr& nén hitu ich hon, néu khéng c6 cdc cdng thirc thi bang tinhciing gibng nhu
trinh soan thédo vin ban. Ching ta ding cong thirc dé tinh toan tir cac dir liéu lwu
trit trén bang tinh, khi dir ligu thay dbi cac cong thirc nay s& tu ddng cdp nhét cac

r

thay dbi va tinh ra két qua méi gitip ching ta d& tén cong strc tinh lai nhidu lan.
Céc thanh phén cé trong cong thirc:
Cong thire trong Excel duge nhén dang la dono bt ddu 1a déu = va sau 46
14 s két hop cliacic toén ti, cée trj s0, cc dia chi tham chiéu va cac ham.
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—Déu biug
—T1i 56
Toan

Ham
lr [-Tham chiéu
i =40000 - IF(C5>=25000.80%*C5,C5)

| Vi du vé cougtinrc

b. Céch 14p cong thirc

- Tht ca cac phép toan, chir s ton tai trén ban phim déu dugc chap nhén
trén bang tinh.

- B¢ may hiéu 1a mot cong thirc thi cdn phai thiét 1ap déu bing (=) hoiic
cacky ty cOng + -, @, # dir lidu nhdp vio cong thirc la céc con s6, dia chi 6
vung hoic ngay, thang.

- Néu & dang chudi phai d8 trong déu nhép di (*).
Vi du: = (A4 +B4 - 100) /4 hogc =if(A2="Giam déc", 100,10)

C6 thé gb dia chi 6 vao cong thirc hay dung tré chuét nhip chon 6, vung
mudn nhép, tén clia 6 hodc ving sé tu ddng dugc nhip vao cong thic.

c. Céc thong béo 161 thudng gip khi nhp cng thirc
- # Div/0! : C6 phép todn chia cho 0 (Zero) hojc chia 6 réng,

. - #NUM!: Cic con s6 trong cong thirc khéng hep Iy, vi du nhu dung
nham s6 4m trong khi dung phai 1 s6 duong.

- # REF! : Tham chiéu dén nhimg 6 khong tdn tai, hoic di bi xo4.

- # VALUE!: Ding sai kiéu dir lidu, nhu céng thirc dit lidu dang chudi
lam cho két qua tré nén vé nghia.

- # NAME!: Sir dung trén 6, ving khong hop 1y hoiic nhap sai tén ham.
d. Cac toan tir
- To4n tir s6 (Xép theo thir ty wu tién )
"4": Phdn trim > " A" ; Lu§ thira ->" *, /" : Nhén chia -> "+, -": Céng, Trur
Vidu=5+222-4*10*%15%/3 {Chokétqua=7}
- Toan tir chudi:
"&": Nbi chudi
- Cac toan tir so sanh
">":Loénhon; "<":Nhéhon; "=":Bing
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">=". Lén hon hoiic bing; "<=" : Nh6 hon hoc bang; "<" : Khic

Céc phép toan trong Excel duge vu tién theo thi ty: déu ngoic, luy thira,
nhan, chia, cdng, trir. Néu ciing d3 wu tién thi duge thyc hién cac phép toan tir
trdi sang phai.

5.2. Ham

a. Gidi thiéu vé& ham trong Excel

Ham trong Excel dugc lap trinh sin ding tinh toén hoZic thyc hién mdt
chirc ning nio d6.Viéc sir dung thanh thao cac ham s& gitp ching ta tiét kidm
duoc rit nhidu thoi gian so vditinh toén thi cong khong dung ham. Cac ham
trong Excel rat da dang bao trim nhidu linh vyre, c6 nhithg ham khong yéu ciu
d6i 55, c6 nhimg ham yéu cAu mét hoic nhidu di s, va cac dbi sb c6 the 1a bt
budc hodc tu chon.

Vidu:
=Rand(): ham khéng c6 d6i sb
—If(A1>=5,"Pat”,”Rét™): ham 3 doi so

=PMT(10%,4,1000,,1): ham nhiéu d6i s6 va @i s6 ty chon

b. V¥ nghia va biét cach sir dung céc ham tép hep: SUM, AVERAGE,
MINIMUM, MAXIMUM, COUNT, COUNTA, ROUND.

bl. Nhém ham thong ké
e Ham tinh tong SUM
Cu phap: =SUM (viing di¥ liéu)
Téc dung: khi gip ham nay may s& tinh tdng dit liu cho tat c& céc 6 trong
vung dir ligu.
- Néu ving dir liéu 1a c4c 0 ké tiép nhau, gb dia chi 8 dAu : dia chi 6 cubi.
VD: =Sum(Al:A8)

- Néu ving dit lidu 1a céc 6 khong ké tiép nhau, ta ligt ké danh sach tht ca
céc 6 va chiing duge cich nhau bdi dau phay (, ).

VD: =Sum(Al, A4, AS, A8)
- Néu ving dir liéu hén hop ta phdi hop ca hai cich chon trén.
VD: = Sum( B2:B5,B9 )

e Ham tinh gia tri trung binh AVERAGE

Ca phip: = AVERAGE(ving dif liéu) L
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Tac dung: cho phép tinh gia tri trung binh cdng cho tat ca cac 6 trong
vung dir liéu.

VD: = AVERAGE (4,6,10,8) {=7}
o Ham lay gia trj I6n nhit va nhé nhit MAX, MIN
Cu phap:
- Ham 14y gia ttri 16n nhit: =MAX(ving dit lidu)
- Ham 14y gi4 trj nho nhit: =MIN(ving dir lidu)
Téc dung:- Him MAX: L4y gié trj 16n nhét ndm trong ving dit liéu
- Ham MIN: L4y gi4 trj nho nhét nim trong viing dit liéu
VD: =MAX(2,3,4,5) cho két qua 5
= MIN(2,3,4,5) cho két qua 2
e Him COUNT : Ham dém s6 ban ghi
Ci phap: =COUNT (vung dir liéu)
Tac dung: Cho phép dém s6 6 chira dit liéu trong ving dir [iéu
VD: =COUNT(D2:D9) {dém sb & chira dir lidu tir 6 D2 dén 6 D9}
b2. Nhém ham Logic

La nhém ham ma céc biéu thirc logic déu tra vé gia tri ding =TRUE hojc
gia tri sai =FALSE.,

VD: =5>3(True); =5<3 (False)
e Him AND
Ca phap: =AND(bt logicl,bt logic2, ...,bt logic n

Tac dung: Khi gdp ham nay, mdy s& vao kiém tra c4c biéu thic didu kién
(céc bidu thirc logic). Néu tht ca céc diéu kién ding thi cho phép thue hién Iénh,
ngugc lai chi can mét didu kién sai thi s& ty ddng thoat ra khoi cau tric nay.

VD: =AND (5> 3,7 =29)chogidtri False
e Ham OR
Ca phap: =OR(bt logicl,bt logic2,...,bt logic n)

Téac dung: Chi mét didu kién dung trong tht ca cac diéu kién thi két qua
ding (True) cho phép thuc hién 1&nh, va nguoc lai.

» Ham NOT (céc biéu thirc diéu kién)

Ch phap: =NOT(diéu kién)

Tac dung Kiém tra néu cic didu kién ddu sai thi cho phép thuc hién 1énh,
nguoc lai chi can 1 diéu kién ding s& ty dong thoét khéi cu triic nay.

b3. Nhém ham didu kién IF
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e Ham IF
j ; Tra vé gia trj diing néu dung didu kién nguoc lai tra gid tri sai
Cu phap: =IF(btdk, kql,kq2)
| Téc dung: Kiém tra diéu kién trong btdk néu bidu thic diéu kién ding thi
: cho kql, nguge lai cho kq2.
| VD: Tinh phu cap cho mét sé gia dinh nhur sau:
- Néu sé con > 2 thi phu cép = s6 con*100 000
- Néu sb con <=2 thi phy cap = sd con*120 000
Thiét 1ap cbng thirc nhu sau: =IF(B2>2,B2*100 000,82*120 000)
{B 14 c§t s con trong gia dinh}
* Chut y: Néu bai toén c6 nhiéu diéu kién so sanh, phai sir dyng nhiéu 1énh
IF 1dng nhau, mbi 1énh phan cach nhau boi déu phéy, gia tri nguoc lai dién vao
sau cung, két thic 14 céc du ngodc don dé déng céc 1¢nh IF lai.

j - VD: Tinh lrong cho cdng nhan theo tiéu chuén nhur sau:

» - Néu ngy cong >27 thi thuéng  100.000

g - Néu ngay cong >25 thi thuong  70.000

- Néu ngay cong >22 thi thwong  50.000

Con lai khéng c6 thudng.

Thiét 14p cong thirc nhu sau:

"i =[F(E2>27,100000, IF( E2>25,70000,IF(E2>22,50000,0)))
(E2 14 cOt ngdy cdng trong bang)

- Céch sir dung ham Logic b6 tr¢ cho ham IF

Khi sir dung céc ham IF trong viéc xét didu kién c6 lién quan dén nhém
ham Logic, dugc phép sir dung 16ng chu triic niy theo yéu cau cia bai toan.

VD: Cét tién lvong clia nhén vién duge tinh theo yéu ciu nhur sau:

| Luong = ngy cong*mirc lrong*hé sb

Trong do: - Néu chirc vu ="GD" thi hé¢ sb=4
- Néu chirc vu = "TP" hoiic "PGD" hogic "KTT" thi hé s6 =3.5
- Néu chirc vy ="PP" thi hé s6 =3
- Néu chirc vu ="BV" va ngay cdng >26 thi h¢ s6=2
- Con lai hé s6=2.5
Thiét 1ap cong thitc nhu sau:
=E2*CZ*IF(D2=“GD",4,IF(OR(D2=“PGD",D2=“TP",D2=“KTT"),3.5,
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IF(D2="PP",3,IF(AND(D2=“BV",E2>26),2,2.5)))).

Trong d6: D2: 1a ¢t chic vy, C2: 13 ¢6t mizc luong, E2: 14 c{t ngay cong,

¢ Ham SUMIF

- C phap: =SUMIF ( vimg 1, "diéu kién", viing 2)

- Téc dug: Tinh ng gié tri cac & trong viing 2 twong tmg véi céc 6 viing 1
da thoa mén diéu kién.

VD: Dix liéu trong ving B4:B7 14 3, 6, 8, 6; trong vung C4:C71a 6,9, 9, 4

= SUMIF (B4:B7,"5",C4:C7 ) {cho ta két qua 1a 22}

Tinh tong gia trj cc & trong ving B4:B7 néu gia trj cac 6 nay 16n hon 5.
Nhu véy céc 6 d6 ¢6 gia tri 6, 8, 6 trong viing B4:B7 thoa mén diéu ki¢n, twong
Ung voi cac 6 co giatri 9, 9, 4, trong ving C4: C7 vay két qua tong = 22.

e Ham COUNTIF

- Ci phap: =Countif{ ving dit ligu cin dém, "didu kién")

- Téc dung: Pém céc 6 thod man didu kién trong viing dit lidu

b4. Nhém ham chudi

* Ham LEFT(chudi, s ky twr muén ldy)

Lay cac ky tw bén trai cia chudi,

Vidu: =LEFT ("TP Ha Tinh", 2) {cho két qua = TP)

e Ham RIGHT(chudi, s6 ky tw mudn l4y)

Liy céc ky tu phia bén phai ctia chudi.

Vi du: = RIGHT ("TP Ha Tinh",7) {cho két qua: Ha Tinh)

e Ham MID ( chudi, s6 bit diu Idy, sb ky tr mudn ly)

Léy cdc ky tu tir sb bit dAu dén sb két thuc.

Vi dy: = MID ("Vii thj Thu,4,3") {Cho két qua: thi}

e Ham LOVER (chudi)

Dbi chudi thanh chir thuemg.

Vi dy: =LOVER (" Vii Thi Thu") {cho két qua: vii thj thu}

» Ham PROPER (chudi)

Déi ky tu déiu thanh chit in.

VD : = PROPER (" vil thj thu") {cho két qua: Vii Thj Thu}

» Ham TRIM (chudi)

Cit bo khoang trdng & diu va cudi chudi. Vi dy:=TRIM (" SBC ")
{cho két qua : SBC}
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. o Ham VALUE: Sir dung ham nay nhim mue dich chuyén ky ty s tir
| chudi ky tur thanh kiéu sb
b5. Nhom ham ngay thang:
s Ham DAY
- Cu phép: =Day(dit liéu ngay thang)
- Tac dung: LAy gia tri ngdy trong dit ligu ngdy thang
VD: =DAY(25/09/04) -> 25.
i ¢ Ham MONTH
P - Ct phép: =MONTH(dit liéu ngy théng)
f | - T4c dung: LAy gia tri thing trong dit liéu ngay thang
s VD: =MONTH(25/09/04) -> 9.
¢ Ham YEAR
- Ct phép: =YEAR(di¥ liéu ngdy thang)
- Tac dung; Liy gia trj nim trong dif liéu ngay théng
VD: =YEAR(25/09/04) -> 04
b6. Nhém ham tim kiém
o Ham VLOOKUP: Ham tim ki¢m theo c{t
+ Cua phap: =VLOOKUP (x, ving tham chiéu, n, gié tri tra vé)

A . A . \ . s - ’ » ¥4
- x: La 6 diéu kién trong viing bang can so sanh v4i ving tham chiéu

i - Vung tham chiéu: La viung dit liu phy dugc thiét 13p tai mot ving bat
i ky trén bang tinh nhim muyc dich dé 14y dift liéu cho béang tinh chinh.

- Cot n: La cot dit liéu thir n trén vung tham chiéu can 1ay.
- Gi4 tri tra v& 13 0 ho¥c 1, ngdm dinh 12 0.

TS B RE ST S RIS R

+ Téac dung: Tim kiém va lay gia tri trong ‘mg & cft thir n trong ving
tham chiéu.
e Ham HLOOKUP: Ham tim kiém theo dong

Tuong ty ham VLOOKUP nhung chu tric ving tham chiéu dit liéu tinh
theo dong (di liéu Iy theo dong thir n trén viing tham chiéu)

R SRR TP TR SR PP S P

VI. Pinh dang m{t 8, mt diy 6
6.1. Cic kiéu dir lidu
T Trong médt 6 chi co thé chu'a mdt kiéu dir liéu, kidu dir lidu cva 6 phu

5 thuoc vao ky ty diu tién do may ngam dinh hodc ¢6 thé dinh dang tuy y. Cé6 céc
i kiéu dir liéu nhy sau: "
- Kibu s6 (Number)
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Ky tu nhap vao la ky tl,r s, & ché do mgc nhién dit liéu dang s6 s& hién thi
phia bén phai cia 6, néu 13 s6 4m c6 thé nhdp déu ( - ) phia truéc hoic dé trong
ngodc don.

- Kiéu chudi (Text)

Ky tir ddu tién g vao la ky tu chit, o ché d6 mic nhién khi dich chuyén
sang 6 khac thi dir liéu 8 nim & bén trai 6 bang tinh. Khi thiét lap cong thirc
tinh mudn maéy hiéu va tinh toan thi kiéu chudi phai dwgc dit trong diu nhay

kép (").
- Kiéu ngay thang (Date)

Nhiép ngay thang binh thudng véi déu phén cach la gach ngang ( - ) hay
gach ding ( /), & ché d6 mic dinh khi dich chuyén sang 6 khac thi s& nim & bén
phai 6 bang tinh.

Khi chua thay dbi lai trén hé thong thi ¢6 dang: MM/DD/YY (thang,
ngay, nim), phan thing c6 thé Excel hién thj bing s6 hosc bing chudi ky tu.

Ta c6 thé dinh dang theo: DD/MM/YY bang cach dénh diu vung dir liu
can dinh dang. Tai tab Home nhép vao Format chon Format Cellstronghdp
thoai Format Cells, tai tab Numbernhip vio Date. Trong muc Locale chon
dinh dang 13 Vietnammes.

- Kiéu cong thirc (Formula)

Dir ligu kidu cong thirc sé la cac phép todn hay cdc ham, mubn nhép dit
liéu dang cdng thirc phai nhip diu ( =) trudc.

6.2. Vin ban

a. Pinh dang chung

Cac nit dinh dang théng dung cia Excel dugc bb tri rit thugn lgi truy cép
trong nhom Home cua thanh Ribbon. Trong qua trinh soan thao, tinh toan trén
Excel, mbi khi cn dinh dang ban chi viéc bAm chuét 16n niit Iénh phu hgp dudi day.

Phéng Thuphé Cavh  Xoay Cic loai dinh
tochir chér  giltadoc chit dang s6
Canh ]& | Canhlé Wrap Text D;;mg 0

Fontchy Céchix

Times Kew Rom - 12 -';-;LA‘-".A:'.' |

'Nma ﬂmmﬁm

B LU A E
;¢;xugﬁnﬁw;g4mgh;;ﬁjig,yxg |, Numbde© F
Chit di K& kbun Cagh tré Tang ,thut. Dangsd | Giamsé
iy dium ) T? | Canls sit ddu cic dong (ké toén) | thap phin

Chy ng]ncu O 11Cn anli: g Giam thut Dgng 56 Tﬁﬂg 56
Gach chan Mau chiy Canh phai diu cdc dong (tién té) thép phan

b. Dinh dang viin ban vi s6
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Khi cin cée dinh

dang phirc tap hon ma trén thanh Ribbon khong c6 it

1nh thi ban truy cip vao hop thoai Format Cells: Chon Home ~>nhém Cells
- Format > Format Cells. ..

INermrat Cells

Fu__}| Protection |

j "“T.'._} .Samph

| General Format calls have no specific rumbar Format,
i

bmeb i mem @ m et

R —
Giai thich hop thoai Format Cells
Céc thube Mo ta
tinh
Tab Number
Category Danh séch céc loai dinh dang sd, gié tri
Sample Hién thj dinh dang ctia gid tri trong 6 hi¢n hanh theo cac dinh

dang ban chon

Decimal places

T6i da co thé c6 30 s6 sau diu thip phén, chi ap dung cho
dang Number, Currency, Accounting, Percentage va
Scientific.

Use 1000 Separator (,)

Chon 6 nay néu mubn c6 déu phan céch gitta hang nghin,
triéu, ty...chi ap dung cho dang Number

Negative numbers

Chon loai dinh dang thé hién cho s6 4m, chi 4p dung cho
dang Number va Currency.

Symbol

Chon loai ky hiéu tién té, chi 4p dung cho dang Currency va
Accounting

Type

Chon kiéu hién thi phu hgp cho gié trj, chi 4p dung cho cdc
dang Date, Time, Fraction, Special, va Custom.

Locale (location)

Chon loai ngbn ngit khéic dé ap dung dinh dang gid tri, chi 4p
dyng cho c4c dang Date, Time, va Special.

Tab Alignment
. Cé cac lya chon ding dé cin chinh ndi dung 6 theo chiéu
g:fi;zll:tg;‘lmem ngang. Mc dinh Excel can I& tréi cho van ban, 18 phii cho
gia trj, cAc gia trj luén ly va céc 161 d0gc cén gilra.
Vertical C6 céc lya chon ding dé can chinh ndi dung theo chiéu doc.
Mic dinh Excel cin 1€ dudi cho viin ban.
Indent Thut d4u c4c dong ndi dung cua o.
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Orientation

Chon cac hudng ciia van ban trong céc 8.

Degrees

Dt gié trj 46 d€ xoay véin ban. Céc gid trj tir -90 dén 90 do

Text control Wrap
text

Noi dung trong 6 dugc xubng nhidu dong tiy thude vao do
rong cft va dd dai ndi dung.

Shrink to fit

Gidm kich c@& chir dé tit ca ndi dung trong 6 vira véi do rong
cit

Merge cells

Nbi cac 6 chon thanh mét 6

Right-to-left Text
direction

X4c dinh trinh ty doc va cin 18

Tab Font

Font Chon kiéu Phéng cho céc 6, phong mic dinh 1a Calibri

Chon kiéu thudng, in nghién, in dim...cia Phang chir, kidu
Font style mic dinh 1a Regular.
Size Kich thudc phong chit, tir & 1 dén 1638 va mic dinh 1a c&

chir 11 point.

+ A n 5 , .

Underline (\thn ki€u gach chan cho viin béan trong danh séch, mic dinh

1a None,

Chon mau cho vin ban, mic dinh 18 Automatic (do Excel tu
Color .

chon mau)

Néu chon s& loai bd cic dinh dang Phéng kbic va tr& vé
Normal font dang binh thudng
Effects Strikethrough | C6 thém dudng gach ngang vin ban
Superscript Lam cho van ban co lai va ddy 1én trén
Subscript Lam cho vin ban co lai va ddy xubng dudi
Preview Xem trudce két qua djnh dang ban vira chon

'Tab Border
Lin Chon kiéu va kich c& céc dudmng ké khung, sau d6é chon cac
© nut bén hop Border dé ké

Chon khéng ké khung, ké d0dng bao va ké céc dudng phan
Presets . . PN

cach gifta cac 6
Color Chon mau cho céc dudng ké
Border Céc nit bao quanh hinh minh hoa ding dé ké cac dudng bao

' cdc 6
Tab Fill

Background Color Chon mau nén cho cdc 6. Fill Effects cung cp cic hiéu ung

t6 mau nén

More Colors

Bé sung thém cic mau va cong cy pha ché mau.

Pattern Color

- x " A
Cac mau mau nén

Pattern Style

cdc kjeu mau 6 nén 6. Xem trOdc két qua chon mau va
kidu miu tai Sample
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SRR 1 S <25 X

Tab Protection

Locked

Khéa viéc thay dbi, di chuyén, x6a, ... cac 8, chi ¢d tic dung
khi trang tinh dugce bao v§

Hidden

An c¢ong thirc trong 8, chi co tic dung khi trang tinh dugc
bao ve.

L
3
3
k)
:
&
i
!
3
i
i
4
;
1
i
§
1
;
i

Céc kiéu dir liéu trong Category thudc Tab Number

General

Excel mgc dinh ding kiéu na?r @& dinh dang gi4 trj, khi sb dai
hon 12 sb thi dinh dang chuyén sang dang Scientific

Number

Dimng dé dinh dang cac con s6, ban ¢6 thé chon dau phén
céch thip phén va qui dinh s con s sau diu thap phan, dong
thdri ¢6 thé chon kidu hién thi s6am.

Currency

Dung & dinh dang cc don vi tién t€ cho céc gid tri, ta ¢6 thé
chon dﬁ}l phén cach thdp phén va dinh s0 con s6 sau dAu thap
phan, ddng thoi c6 thé chon kiéu hién thi s6 dm.

Accounting

Dang d& dinh dang cac don i tién & trong ké toan, né dat ky
hiéu tién té va gié tri & hai cdt khacnhau,

Date

Ding dé dinh dang céc gi4 tri ngdy va thoi gian tiy theo
chon lya tai phén Type va Locale (location). Cac Type c6 dau
(*) 1a dinh dang 14y tir hé théng (ControlPanel).

Time

Ding dé dinh dang céc gid tri ngay va thoi gian tiry theo chon
lra tai phin Type va Locale (location). Cac Type co dau (*) 13
dinh dang 14y tir hé théng (ControlPanel).

Percentage

Dinh dang nay Iy gi4 trj trong 6 nhan v6i 100 va thém dau
% vao sau ket qua, ban ¢6 thé chon dau phén cach thip phén
va qui dinh s6 con s6 sau dau thipphén.

Fraction

Dinh dang nay hién thi con s dusi dang phén sb tiy theo
Type ban chon.

Scientific

Hién thi con s6 dudi dang khoa hec <Con s6 E+n>. Vi
duy, s6 12345678901 dinh dang theo Scientific 1a 1.23E+10,
nghia 12 1.23 x 10'°, Ban c6 thé chon ddu phén céch thip phén
va qui dinh s6 con s6 sau déu thap phan.

Text

Dinh dang ndi dung 6 gibng nhu nhitng gi nhap vio ké ca
céc con s0.

Special

Dinh dang céc con s6 dang ma buu chinh (ZIP Code), s6 dién
thoai, s bao hiém ...

ot B b LA A S LT D e e S 4 L T

Custom

Diing dé higu chinh cic ma dinh dang dang 4p dyung hay tao
méi cdc dinh dang do ban 4p dung, Ta c6 theé thém vao tir 200
dén 250 dinh dang ty tao tity theo ngdn ngit va phién ban
Excel.

¢. Sir dung Wrap Text 1
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Khi ban muén doan vin ban dai trong 6 c6 nhiéu dong thi ban dung chirc
ning wrap text hoic dung <4l+Enter>dé xubng dong tai vj tri mong mubn.

B1. Chon 6 cin dinh dang Wrap text, vidu 6 Al

B2. Chon Home = Alignment - chon Wrap Text ( = ). Néu dong khéng
ty dong mo rdng 1a do 6 bj thiét 14p chiéu cao c6 dinh, ban vio Home -> Cells
> Format - tai Cells Size chon AutoFit Row Height

6.3. Cin chinh, tao hi¢u irng vién

a. Tao nét ké cho bing

Dang bang dau tién xuAt hién dudi dang khung luéi, khi in ra khong thay
nét ké. Do viy, phai tao nét ké cho bang bing cach:

- Danh dau viing bang cén tao nét ké

- Cach 1: Vao Home\Fomat\Format cell, xuét hién hdp thoai. Nhép vao
tab Border: '

[ umber | adgerent | Fomt || Border || A | Prokection |

Line Precets
Style: et || e ] [rregen
e i) ) |
R o  Qutine  [aside
____________ Border
b — @ s
R — Text et
| M| .
Lolors Text Tet

............ notomate [¥] [T .
L [ R

r The selected bordar style tan be spphed by cicking the presets, preview dusgram or the buttons
above.

- Style: Chon kiéu nét ké.

- Presets: Chon cac dudng dé ké. None: Khong ke, Outline: ké 4 dudng
ngoai cung cua bang, Inside: K¢é cac dudng ngang, doc trong béang.

- Border: Chon dudng ké: Trén, ké ngang, duéi, dudng chéo, bén trai,
giita, bén phai, dudng chéo.

- Céch 2: Béi den vung bang cén ké, Nhip chudt phai 1én mii tén bén phai
bidu tuong Border
HERME

aeae Ireen Faga Lapout Formutas

5 L

£ o

o o) Copy ~
e

v F Favmal Peimier

i ad i
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P n £ , X 2 (s , o L s
Trong hop Borders. Nhip chon cic duong de ké cho bang. Hodc nhép vao
3 X r ' [ +
; More Border dé cé nhiéu lya chon ké cho bang.
55 a2 -
*I E wi.-.. LWL MALWA foreas  Oaa RRaw aw
" "“‘ i L A gy W Teraeim [
: it A‘;:::a;hi-ﬂﬂ » nv[;:'-' M-A-_f"”mil P TGN K
: 1,
i 3
; A
, ; ‘g‘ (s QT T
P Rl B o e
. RN e Retem Dabls et
] ! itk M N dat
| et
13' T Tup s Doybbe Abinm R des
& : LYY i R 1
i ; 5 i O Beranr
: H 18 A e Bder
:: B Eeder
L 3 o
31 _}] _unru.llunu.. .
n
5

] b. Gop (Merge) va tach cac 6 (Split)

f * Gép 0:

- Dénh déu ving cin gop 6

- Vao Home\Alignment, xuit hién hép thoai (Hinh bén), danh dfu vio
muc Merge Cells, chon OK.

.......................

5 et st utend
| Textcontrel - -
L] Wrap text
B i [lstkmf
. r cebs

Aodeft :
Tt dirwcien: 'i:i
banh ddu cm:nt E] i

vao day

Hodc nhép lén biéu twong 48 trén thanh dinh dang

. e Tach &

VaoHome\Alignment, bé d4u trong Merge Cells.

Hodéc nhé"xp 18n bidu tugng m@‘l trén thanh dinh dang
Luwru y: Chi dwoe tdch 6 sau khi dé gop 6. W
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VIL. Biéu db

7.1. Tao biéu dd

a. Khai niém vé biéu dd

Biéu db gitip trinh bay cac s6 liéu khd khan bang viéc v& thanh cac hinh
anh trirc quan, dé hiéu. Bidu dd duoc lién két voi dir lidu cia né trong bang tinh,
do d6 khi thay ddi dir liéu cta né trong bang tinh thi 14p tic bidu dbd s& thay dbi
tuong ung theo. Trong Excel 2010 vigc v& bidu d6 chua bao gio d& dang va dep
nhu bay gio. Excel co rat nhiéu kleu biéu d6 khéc nhau phuc vu cho nhiéu myc
dich khac nhau ctia rat nhiéu loai dbi twong sir dung bang tinh, chung ta s€ clng
nhau khdm phé thé gidi db thi cia Excel trong bai hoc nay. Biéu d6 1a mét dbi
tugng (object) cua Excel, dbi tugng nay chira cac dit liéu va biéu dién thanh hinh
anh véi mau sic va kleu dang rat phong phi. Nhin chung, Excel c6 2 loai biéu
dd d6 1a biéu d6 ndm trong Trang tinh (con goi 14 Embedded chart) va
ChartSheet. D& chuyén dbi qua lai giita 2 loai biéu d5 nay ta lam nhu sau:
Chon d6 thi ->Chart Tools -> Design -> Location ->Move Chart ->chon
Object in + Tén Trang tinh (biéu d6 ndm trong Trang tinh) hay chon New sheet
+ Nhap t€n ChartSheet Vao.

@Gnokf : S ' . ' 'F '

N oo .n._u'w:....}'-"

ki Move Chart
: | choose whers vou mert the chartte tie placed:

R

o

'Jlk O New gheet: khutl

19 _ o e gy g
@ 4+ M Shoetl . Sheat?  : Sheatd Vi (JURATREEEEERS

b. V& biéu a6
- Céc bwde xay dyng biéu dd

Buéc 1: Chon ving bang cin tao

Budc 2: Nhép vao Insert\Column, xuét hién hop thoai:
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‘_M,B__Q | mdzl;w.k,_@w@”'ﬁﬂl il
; Lwrwau { snuwuchnt _[ : [ mu_]
3 A i RN S
é Méy s& tao biéu dd cho ving bang da duqc danh d4u theo kiéu di chon.
- V& biéu dd tir mdt bang s li¢u cho trrde
; Phan nay trinh bay céc bude vé bidu do tir mot bang s liéu cho trudc va
P mdt s6 thy chon cia 6 thi. Ket quéa nghién ci vé su thoa mén cua cac nhom
- khich hang phan theo d tudi duge cho nhu hinh bén dwdi, néu ching ta ding
i két qua nay dé bao céo ciing khong c6 vén dé gi, tuy nhién béo céo s€ sinh dong
E ; va thuyet phuc hon néu ching ta bién cac con sé niy thanh biéu dé dé dugc nhin
thiy mot cach trl,rc quan hon
4 _ 1 Sl‘kthéa man cia khach hang phén ‘theo cac nhom tudi
5"
P 3 :Théng <30 3049 50+
4 Théng 1 42% 48% 75%
.5 iThéng 2 39% 51% 6%
x .6 {Théng 3 29% 8% 73%
"7 {Thang 4 33% 39% 75%|
.8 _Théng 5 48% 53% 0% .
.9 [Théng8 §1% 57% %%

Bdng s6 lidu nghién ciru

1 -
Hiy 1am theo céc bude sau dé vé bidu d: /2

i
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B1. Chon ving dit liéu 43:D9, chon lubn cac nhin cuia céc cdt.

. B2, Chqn kiéu dd thi tir Ribbon > Insert > Charts. Mai nhém db thj bao
gom nhi€u kiéu khic nhau, vi dy chung ta chon nhém Column - Clustered

Column.
v [ iag g

H

-“I'G b : . i im ’ Thingl Thirgd  Thangd  Teings Thingd  Thiws
6 Il

Chon kiéu bidu @6
B3.Xongbudc2lachungtadicongaymot

biudddangcOtnhurhinhtrén,tuynhiénching ta cithéddi cacbéiri cia cacthanh phén
trén dthi. Chon biéu dé -> ChartTools ->Design ->Chart Layout -> Chon céch

bb tri thich hop. Vi dy ta chon kidu Layout 3 trong Chart Layout

[,‘lﬂ)ﬁ"" RS W5 I S | PRS- A | Latazishe s Marseh et Chutlows,
ha_M_ Fiotlamet  Pemdit 0 Tida Reew . Yo mui_

A iuhuq u

weaa foar Tempane  Row'lalden Data o e N
. S - i thatupads 4“!”’1!0

Su’ thoa man clia khach hang
phan theo cac nhom tudi

Thing 1 Thing 2 Thing 3 Thing 4 Thing 5 Thing 6

3] W30 42 =50
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Lwa chon layout

B4. Dao céc chudi sé lidu tir dong thanh cot va nguoc lai: Chart Tools
2 Design > Data ->Switch Row/Column. Ching ta thyc hién 1énh nay khi céc
@5 thi & bude trén chura hién thj ding nhu mong muén. Vi dy ching ta muén
nhém cdc nhém tudi lai dé d& so sanh giita cac thang véi nhau.

Sy thoa mén ctia khach hang
phén theo céc nhom tubdi

<30

30-49 50+

WThingl MThang2 mThingd WThingd W Théng5 M Thingt

Dao dong/cot

B5. Néu thdy kiéu bidu dbd trén khéng dep, chiing ta ¢ thé dbi sang kiéu
khéc bang cach: ChartTools > Design —)Type 9Change Chart Type, hop thoai
Insert Chart hién thi 1iét ké toan bd cac kiéu bidu dd hién c6 ciia Excel tha hd
cho ban Iyu chon.

Insert Chart

o re T e e
KA Ares . E—— l ey - n J
35 XY (Scatter) M | M M M M
Bl stock l L [ ¥ |4

__.31] Burface U"e ..... ey ey o o e ey s g gt
@ Dovghout |/“~” Lol l" [A 1*«-’ >

9 Bubble | | f == | CY

W Radsr Ple L o _
alas e @lac ewl v

[manageTempiates ] [ Set o5 Defoult Chart i [ ox ][ concet |

H¢p thoai Insert Chart va chon kiéu biéu do khdc

B6. Ngoai ra, néu thiy téng mau cta biéu dd chwa dep thi vao chon Chart
Tools—> Design > Chart Styles > chon More Y
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7.2. Chinh sira, cit, dan, di chuyén, x6a biéu dd
a. Di chuyén biéu b

_ Biéu 5 12 Embedded Chart, bdm chudt tréi én biéu d6 ving Chart Area
dé chon 46 thi di chuyén, khi d6 dau con tré chuft c6 thém ky hiéu mi tén 4
chidu. Gitr chudt trai va di chuyén biéu db dén noi khéc.

b. Thay d01 kich thuée biéu d6

- Biéu dd Ia Embedded Chart, bAm chudt trai 1én bidu dd vung Chart
Area dé chon biéu db can thay dbi kich thude, khi d6 xung quanh dd thi xuat
hién 8 nut nam.

- Di chuyén chudt vao cc nut ndy, gifr chuft tréi va di chuyén huéng
vao tim d6 thi dé thu nhé va hudng ra ngoai dé phong to.

¢. Sao chép biéu d0

Chon biéu @, dung t6 hgp phim <Ctri+C>dé chép 6 thi vao by nh, rdi
di chuyén dén mét 6 nao dé trong bang tinh va bam <Ctrl+V>dé dan db thi vao.

d. Xéa biéu do

Chon db thj sau d6 bAm phim Delete dé x6a db thi. D& x6a Chart Sheet,
truge tién hay chon Chart Sheet, sau do bam chudt phai va chon Delete tir menu
16i t4t hién ra.

e. Thém cdc thanh phén caa biéu db

Chon db thi © chon Chart Tools -> Design > Chart Layouts S dyng cdc
nhém Iénh tao c4c tha nh phan tu'ong ing trén dd thi dugc thiét ké sén nhur tya
de, chu thich, cac nhén, duong ludi,..

f. Sdp xép va x6a cac thanh phan ciia biéu dd

Mot s6 thanh phin trong 5 thi c6 thé di chuyén dugc nhu tya dé, chu
thich, nhan. Mudn di chuyén thanh pha n nao truéc tién hﬁy ding chudt chon no,
sau d6 bAm va giit tréi tai canh ctia thanh phin va kéo dén vi tri méi trong db thi.

) Ngodi ra c6 thé vao Chart Tools <> Layout > chon tir cic danh sach thiét |
ké san.
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P& x6a thinh phin ndo, ban chi cAn ding chuft chon thanh phan d6 va
bam phim Delete.

VIIL. Két xuéit va phin phoi trang tinh, bing tinh
8.1. Trinh bay trang tinh dé in ra
a. Cic ché 9 hién thj trang trong Excel

Excel 2010 hd trg manh hon trong viéc in &n, v6i nhiéu ché d6 xem truc
quan giup ban ¢6 thé thiy duge két qua in ngay trén man hinh,

C6 3 ché dd hién thi 1a Nornal View, Page Layout View va Page Break
Preview. Dé truy cp céc ché d6 xem vao nhém View > chon Workbook Views
> chon kiéu xem.

eNormal View: Diy 1a ché d6 ban sir dung thudmg xuyén trong qua trinh
nhép liéu, tinh toén,... trén bang tinh va la ché d6 mic dinh cua Excel.

OPage Layout View: La ché d6 xem truée khi in, trong ché do nay ban

van ¢ thé tinh toan va nhap liéu.

oPage Break Preview: Hién thi bang tinh Excel véi céc du phén trang,
tai ddy ban c6 thé chia lai trang bing cach kéo tha cac durdmng chia cach trang,

b. Thiét 1ap thong s6 cho trang in

T4t c& céc thy chon thiét lap théng s6 trang in c6 tai nhém Page Layout
-> nhém PageSetup (Margms tiy chon 18 trang, Orientation: chiéu trang ngang
hay doc, Size: tiry chon kho gidy, Print Area: thyy chon ving in, Breaks: tuy chon
ngat trang, Background: chén hinh nén, Print Tn‘les tiy chon in tiéu d¢ lip lai
trén mdi trang,.. ) Ban c¢6 the thiét 1ap cac thong so tai ddy hodc vao hdp thoa
Page Setup d¢ didu chinh. Bé vao hop thoai Page Setup ban vao nhom Page

Layout > dén nhém Page Setup - bim vaonat ™

Margins Orientation Size  Print  Breaks Batkground Print . -
- - L] Areaw - Titles @ Scale: 100%

Pagie Setup ‘. Sealeto Fit

o] Width: Automatic ~
© 3] Height: Automatic +

Page Selup

Orisntation

@ (D Portreh @ © Landscepn

Scalng
O adpst oz {100 ‘_]%narmdm

(o) (ke ().

o ) oo ]
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Crrster on page

(] Horigonkaly
{3 gerticaky

}__Pﬂg__] Magins | HeaderjFooter | Sheet |

8.2. Kiém tra vain

a. Xem trwede khi in

Vao File\Print { Tuong ti trong Word)

b. In van ban

Vio File\Printhogc (Ctrl+P), xudt hién hép thoai:

I Rt

i S
L Sava ds
¥ open
o Chore
Il

Pagent

Hw

Save & Swnd

Help
7] OpHon:

& ea

Print
Copies: 1
Printer
. ; Canan LBPGO0D/LEPGELE
Oftline
Settings

[ T Pent Active Shusts
= Only print the sctrer shisty

Pages i d

g et Callated
ddl,.’é,] 121 1_2_\3_

J Portrsit Orisntation

1A
2 cma23Fem
=7 Hormal Marginn

2.5 Leit 178 em Right Lidem

L o Scaling
T7L00 Print sheats ul thai sctusd sice

e Cic thiét 1ap cho may in:

- Copies: S ban in.

2 | Printer: Lya chon may in.

Hgree Insen Pagt Laysut hm.l'nn Dats MY

1
. 2
3
=
5
- 6
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; |
- Print Active Sheets: Chi in trang tinh hién hanh hay céc trang
tinh dang chon
e £
P! . Pages:intirtrang To: den trang.
; | 5 | Portrait Orientation: Chon in trang ngang hay trang doc.
i | ' Y
! 6 | A4: Chon cd gidy in
|
: e
o . . A - A 4 s . Pom - ’ .
[ o Sau khi thiét ldp xong, nhdp chon biéu twong mdy in - dé gui
lénh in dén may in va in.
i a . ;
8.3. Phin phoi trang tinh
a. Luu bang tinh dwéi dinh dang file .pdf
!
u'gm;' m.wm.‘.w. L ‘E. S
?’ | (Z Microrottexct |-, Documents library ivames b Foider -
.E l : 4 Includes: 2lecations Auange By Talder
,, ' B .meitu ;z- Hame ) Date madidied Type -
H i . Bownloads | H
A L. Rmcart Places | 1 e My Manic 24T B3PI Frig feide :':gf
o B Daskiop LA a My Music T2 00 1203 Pra Fue ferdder H i
E : o My Pictures 23715 BRI PN File folder
f | 1 g Ubraties a My Pictures 74,2005 1208 P Fide foider
i : 23 My Videos LAB201SFILPLA Fite loide
£ . i® Computer . F.,.,.M\:mggs ; Te1A:2008 12339 PLY - File felder "
3 : Savlnype[PDF('.pdf}_ L L L 'l :
: . i fnahore: WP Tage: Add xtag
; : Qptimize fur da Stundard (pubhishing {#] Open file after
% | onling and printing) pubilisking
b l % Mummun size
: : {pubtlishing anling)
(. options. ]
: <. Hida Felders Taoh = [ swm ]| Cancel |

L b. D3t mat khiu cho bang tinh

| Excel 2010 h trg s&n tinh ning djt password bao v bang tinh véi tinh
bio mét cao. Ban bam vao biéu tugng tab File phia trén géc trdi -> chon
Info -> BAm Protect -> Encrypt with Password o
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Home  Insent Page Layout  Formulas  Data  Review View  Adddns

bl Save

Information about Book3

st save As
L Open : "] Permissions
=} close ' Anyone can open, copy, and change any part of this workbook.

" protect
Workbook >

. Iy ]
Recent . r. Mark as Finat :
Let readers know the workbook is final
and make it read-only.

New Y Encrypt with Password it contains:
. i Require a password to open thts
frint workbook,
Protect Current Sheet
Save & Send Control what types of changes peoplecan | L
make to the current sheet,
Help ‘ T Protect Workbook Structure
i iL-T3 Prevent unwanted changes to the structure  bf this file.
L Add-ins ~ ! of the workbook, such as adding sheets, i
.5' 1
y | [ Add aDigital Signatute
-] Options . ' Ensure the integrily of the workbook by !
a Bxit o ! adding an invisible digital signature. :

Xudt hién hép thoai:

Encrypt Document

Enaypt the contents of this file
Password:

Caution: If you lose or forge! the password, It cannot be
recovered. Itis advisable to keep a list of passwords and
thefr corresponding document names in a safe place,
{Remember that passwords are case-sensitive.)

(o) [l ]|

: I b e—————
[ e B e R T e T e T T A A T T e T T f"

Nhip mat khau cho bang tinh hién tai va nhdp lai mét lan nira dé xac nhéin
ban di nhap dang.

. Tur bay gio, mdi khi mé tép vin ban nay, Excel s& hién thj cira s6 yéu cau
nhap mat khéu (password). Chi ngudi nao biét password méi c¢é thé xem duge
ndi dung ciia tép.

Muén hiy bé, ban chi viéc vao hdp thoai Encrypt Document dé x6a
password bao vé.
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MO DUN KY NANG 05; SU DUNG TRINH CHIEU CO BAN

I. Kién thitc co' ban vé bai thuyét trinh va trinh chiéu

1.1. Bai thuyét trinh

a. Khai niém bai thuyét trinh.

Thuyet trinh la trinh bay bang 161 trude ngudi nghe vé mét vén d8 ndo d6

nhdm cung cép théng tin hodc thuyet phuc, gdy anh hudng dén ngudi nghe. Bai
thuyét trinh 13 céng cu chinh hd trg trong qua trinh thuyét trinh.

b. Céc nhan t6 anh huéng dén chét luong thuyét trinh va mgt s6 chi dan
i dé tao nén mot bai thuyét trinh tot.

o Mbt bai thuyét trinh t6t néu dat duge cdc muyc tiéu co ban sau day:
. - Khéng 1am mét thoi gian cla ngudi nghe

. - Hiéu ngudi nghe 13 ai va tai sao ho lai nghe

- Chu tric bai thuyet trinh tét

| - Thu'c hién bai thuyét trinh 161 cudn va hip din

- Nhén manh nhitng diém quan trong trong théng diép cia ban

- Tao 1ap duge mbi quan hé than thién véi ngudi nghe.
¢. Cac budc chinh trong tao va thyc hién bai thuyét trinh:

Céc bude chinh d tao va thuc hién bai thuyét trinh gdm: Xac dinh myc
| tidu thuyét trinh; thiét ké, bién tap noi dung cac trang cua bai thuyet trinh; luu va
| phan phat (publish) nol dung bai thuyét trinh; thyc hién vigc thuyét trinh bing
| mot cdng cy trinh chiéu.

. 1.2. Phin mém trinh chiéu
| a. Mot s phin mém trinh chiéu

- Hién nay, c6 rat nhidu phdn mém trinh chiéu nhu: LibreOffice Impress,
OpenOffice Impress, Microsoft Powerpoint,..

b. Cac chirc nang chinh ciia mét phan mém trinh chiéu cu thé.

Mdt phan mém trinh dién thudng cé 3 chitc néng co ban: chirc ning bién
b tap dé gd va tao dinh dang chit, chire nang chén va diéu chinh khuén hinh b
hoa, v chirc ning chiéu slide @& thé hién ndi dung.

! II. Sir dung phin mém trinh chiéuMicrosoft Powerpoint
2.1. Lam vi¢c vé&i phin mém
| a. Cach mé&, déng phin mém trinh chiéu.

- Chuong trinh PowerPoint dugc khéi dgng tir tap tin Powerpnt.exe chira
! trong thir muc All Program File\Microsoft Office\Microsoft PowerPoint 2010,
ban c6 thé kich hoat khdi ddng tryc tiép tir tiptin ndy, hodc thyc hién theo cach
thong thudmg tir Start Menu nhur sau: -
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- Vao Start\All Programs\Microsoft Office\MicrosoftPowerPoint2010,
xuét hlen cira s6:

fiew T
jf I E I Y
pboand

Click to add title

'
1

CI!Ck 10 add subtltie

b. Nhén biét man hinh lam viéc ctia phin mém va céc ths‘mh phan cua no.
- Man hinh 1am viéc c6 thanh ruy-bang (Mennu) gbm 9 thé chinh:

- Hﬁm hml Durqn Imsd-m: Mmm smsm Rmm '-‘mt

;,!*‘ E[urmam Eﬂ\\.EIOD

) &11¢&5n |
: '\f\{ }‘:i’" ' p RETTTS i 'iiillld'
Drseln Lt

J|| it

P ottt

- Thé Flle Chua cac nhom 1énh nhu: Luru, mé tép, in 4n..

- Thé Home: Chita cac nhom l€nh xir ly sao chep, cét, dan. Them trang
trinh Chlell x6a trang trinh chiéu, sira trang trinh chiéu, cac tiy chon vé phong
chit, mau séc, kich c& cia chif ..

Thé Insert: Ddé chén thém cdc dbi tugng nhu anh, phim, biéu db, ddu
trang, chan trang.
Thé Design: Tthiét 14p trang trinh chiéu, thiét ké cua trinh chiéu.
- Thé Transitions: Thém cac hiéu tng nén trinh chiéu.
~ Thé Animation: Thém céc hiu {ng trinh chiéu cho trang trinh chiéu
hoic cac ddi tugng trén trang trinh chiéu.
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- Theé Slide Show: Thiét l4p cach trinh chiéu céc trang 1én man hinh. Thur
ty sap xep cac trinh chiéu.

- Thé Review: Kiém tra chinh ta, thém céc binh chit vao trinh chiéu.

- Thé View: Cach xem céc trang trinh chiéu 1én man hinh may vi tinh.

2.2. Lam viéc véi bai thuyét trinh

a. M, déng bai thuyét trinh hién co.

Nhén niit File, chon Open, tim dén vj tri cta tép trinh chiéu va chon Open.

b. Tao m&i trinh chiéu

- Khéi dong chuong trinh powerpoint, chirong trinh ty dong tao mét tép
trinh chiéu méi.

- Trong trudng hop di khoi dong chuong trinh, nhén vao mit File, chon
New, chon Blank Presentation d& tao trinh chiéu méi.

. ¢ Tao mét bai thuyet trmh mdi dua trén miu (template) mic dinh. Cac

kidu t&p dung dé luu bai thuyét trinh,

- Tao mét bai thuyet trinh mdi dya trén mau (template) méc dinh: M&
template c¢6 sin trong phin mém (mic dinh) va tién hanh thuc hién tao mot bai
thuyét trinh theo cach théng thudmg,

- Chon File tab dé hién thi man hinh Backstage view, tir menu dé chon
Save, tai day c6 the luu theo céc kiéu tép khac nhau béng cach lya chon trong 6
Save as type. C6 rét nhiéu kiéu tép: .pptx, .ppt, .pdf, .XPS,.

d. Cach hién thi (view) bai thuyét trinh khac nhau.

- P& hikn thj bai thuyét trinh 4n phim chuc ning F5 hoiic nhip chudt vao
thé Slide Show & thanh cong cu dudi cua cira sb phan mém.

_e. Cach chon mgéach mo nhiéu bai thuyét trinh ddng thai va chuyén tir bai
thuyét trinh nay sang bai thuyet trinh khéc.

- Mgé ddng thoi nhidu bai thuyét trinh va chuyén tir bai thuyét trinh nay
sang bai thuyét trinh khéc trong PowerPoint ciing thyc hién tuong tir nhir trong
Word.

£, Luu bai thuyét trinh vao thu muc (giit tén cf, dbi sang tén khéc, dbi
kidu tép khac).

- Khi c6 mot trinh chidu can dugc lwu vao & dia, nhan nit File(nut goc
trén bén trai cia man hinh lam viéc). Chon Save, hgp thoai Save xuét hién:

QV
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» B Videos -~ Name - Date modified Type -
4. Chuyen giac IO Gri6/2014 2:G8 PM File folder
i+ Homegroup ¢ CRACKWIN 7 9/21/2011 3:03PM  File folder
= Do tgo 2014 9/10/2014 445 PM  Filafolder
{8 Computer .47 Duan DT CNTT 10/7/20137:38 AM  File foider
. r - = o
...... > G Local Disk {C) '} Giao trinh 2015 12/15/2014 842 AM  Fllefolder
_.7 xa Local Disk (D:) ¥ Gisotrinh S/26/2009 253 PN File folder
» ve Local Disk (E) 3 Khoalo 1176072014 4:08 PM  File folder
P Flements (G:) | Khoas10 8972013002 AM  Filefoldec
L 11 TR . i30SPT 242 0MA Eila frlrtar e
€t Netwrirk S T S| r
rename: Presentiiontom T TR
Save as type: Ipow“po'ntpmm“t'on(-@?m TR ] T T T "'l
Authors: ZUANSON Tags: Add o tag
7 Hide Folders Tools v [ Save. | { Concel ]

Chon noi huu tép, gb tén tép vao 6 File name, chon dinh dang luu tép,
mic dinh 13 Powerpoint Presentation. Sau d6 4n Save dé luu tép.

- Luu File véi mt tén khac. Muyc dich: Gifr nguyén dugc ndi dung tén
tép ctl, con ndi dung tén tép madi dugce ghi lai.

Viao File\Save As... xuit hlqn hop thoai Save As, danh tén mdi vao hip
FileName, chon & dia hay thur myc cn lru tép ~>nhap Save.

Fi'ik w1+ & =T
Homa

v Dnicn i unut

Insut Page laout Formulas Data Review Vi

 koemat

nformation about Bookl

. Product Activation Raquired
il.!’ Microzolt Excel 2010 requires 8 valid product Ncense. ATtvite rouwr product key
: T nowto obtalm g valid preduct license,
Activate
Prndud
Recent :
. - Parmissions
New llujl Anyene can open, copy, and <hange any part of this workbook,
Print D Protsct
' ! Woikbook- :
Save & Send
Help " Prapate for Sharing
kﬂ"j' Befare shating this file, be aware that it contains
2] Options chl 'u * Dotumant propwties, panter path and sathor's ame
& e P Content tuat prople with disabilities are unable fa read

2.3. Lam viéc véi trang thuyét trinh
a. Khai niém trang thuyét trinh (slide) va vai trd clia n6 trong bai thuyét
trinh.

Trang thuyet trinh (shde) la mdt trang ctia bai thuyét trinh, chira mot sb
ndi dung nhét dinh trong chudi néi dung cia bai thuyét trinh.

b. Cac khai niém di kém trang thuyet trinh: Tiéu d& (title), bd cuc (layout),
mAu thiét ké sin (design template), chu d& (theme), hidu img ddng (animation).
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Tién d2 (title): La 6 d& nhap vin ban tidu & cho mdt slide, thudng nam &
vj tri cao nhét trong slide

Layout (b cqc) La cach bd tri ndi dung 1én trang trinh chiéu. Khi tao
mot trang trinh chiéu méi ta s& phai chon mét bd cuc trinh bay phi hgp. Thudmg
thi ¢6 khoang 9 bb cuc duoce cho sin dé ehon

Animation(hoat cinh): La cach xuft hién cia céc trang trinh chiéu va
néi dung trinh cua cac trang trinh chiéu.

MAu thiét ké sin (desngn template): Cac mau thiét ké sén (template)
khong nhimg chita cic th1et lap v& dinh dang ma c6 thé chira ludn cac ndi dung
co ban. C6 nhidu loai mAu thiét ké dé& chon lya ty theo nhu cau ciia minh,

Chi de (theme) Chinh 1a mét tip hop mau sdc, font, higu img va phong
céch nén cho tat ca céc slide trong mgt bai thuyet trinh, dugc tich hop san trén
Powerpomt Khi su dung b theme ¢6 sén, tiéu dé, tiéu dé phy, ndi dung chinh,
nén va mot vai yéu t6 khic trén slide nhu hiéu img hinh anh s& dugc Powerpoint
dinh dang mét cach ty dong.

¢. Khai mem b cyc va biét cac bd cuc chuln dbi voi trang thuyét trinh.
Biét chon kiéu bé cuc trang thuyét trinh (ding kiéu /dang c6 hodc chon kiéu
khac). Biét cach thém mot trang thuyét trinh méi voi bd cuc cu thé.

Bé cuc la cach b6 tri ndi dung 1én trang trinh chiéu, bd cuc chuén gdm cé:
Tiéu 48, tiéu dé con, ndi dung.

Chung ta c6 thé ding kiéu dang c6 (c6 s&n trong céc slide) hodc chon kiéu
khéc bing cach thém/xéa/ di chuyén céc 6 nhép vén ban.

d. Khai niém va céach sir dyng mdt miu thiét ké, mot chii d& sin ¢o cho bai
thuyét trinh.

MAu thiét ké sin (desngn template): Cac miu thiét ké sin (template)
khéng nhimng chira cdc thiét 1ap ve dinh dang ma c6 thé chua luén cac noi dung
co ban. C6 nhidu loai mAu thiét ké dé chon lya tuy theo nhu cau ciia minh.

M3u thiét ké PowerPoint 1 thiét ké c6 sén bao gom ph01 mau, slide va
tidu d& chinh vé&i céc kidu font va dinh dang tuy chinh, tit c4 déu dugc thiét ké
cho mdt muc dich cuy thé.

Chung ta c6 thé thiét k& mot mau phi hop dé sir dung hodc sir dung tir céc
bai thuyét trinh 4 cé.

e. Khai niém va cdng dung cua trang thuyét trinh cha (slide master).

Slide Master chinh la slide dhu tién trong mot nhanh slide co ban, dung dé
chira dit ligu bao gbm theme (giao dién) va layout (bo cyuc) trong timg slide nhu
nén, mau sic, font chit, hidu tmg, kich thudc va vi tri céc placeholder
Placeholder hidu don gian la nhimg thanh phin trong slide chira céc néi dung
nhu chit, hinh 4nh, biéu d3, bang, nhac hogc doan phim.

f, Cach chon, bién tip trang thuyét trinh chii cho bai thuyét trinh.
W .
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Dé bét diu tiy chinh trén Slide Master, vao thé View trén thanh cong cy
Ribbon, chon Sliqe Master trong myc Master Views. Sau d96, tiy chinh dinh
dang trén Slide Master va nhimg slide nhanh mdt cich dé dang.

Nhimg dinh dang ban thiét lap cho Slide Master s& ty ding cgp nhét cho
cac slide nhanh. Ngoai ra, con c6 thé tly chinh riéng cho titng bd cyc slide
nhéanh dé tién sir dung trong bai thuyet trinh.

Céc tly chinh trén thanh céng cy Slide Master bao gbm:

.Anlmiio 1+

1 $hide Master ; Home nsert Tlansltlom

' Rmm '
Lt Delete L) " I
_«a\ il c o Titee ncoloﬂ \a Backgsound Styles « !]_]
Uy Remame . - b 0 207 DFonts ;
Insert Stide Insert i Db Insert 7 Footers Themes Hide Background Graphies  PIge Siide Clore
Master layout 4 Dreomric oy, 1 Plnr.tholuer v ; .E“'“" = v © Setup Otientation = . Master View
Edt bhaster ; Masm I.ayoul j Ecul!hem | Batquounrj Ty Pau( Setup : Close ¢

- Insert Shde Master Tao them mot Slide Master khac

- Insert Layout: Bd sung mdét bé cuc slide nhanh khac trén Slide Master
hién tai.

- Delete, Rename, Preserve: twong g v6i cdc 1énh x6a, ddi tén va duy
tri Slide Master dang chon.

- Master Layout: chon lya cic thanh phén placeholder trong Slide Master

- Insert placeholder: bd sung placeholder trong stide nhanh dé dijnh hinh
b cyc

- Close Master View: rdi bd phn chinh sira Slide Master va quay vé
trang chinh stra slide truc tiép trong bai thuyét trinh.

g. Cach ap dung nhiéu trang thuyét trinh chu trong mot bai thuyét trinh.

Mét bai thuyét trinh c6 t6i thiéu mot Slide Master, do vay ¢6 thé tao thém
cac Slide Master khac. Vi nhiéu Slide Master trong bai thuyet trinh, chung ta
c6 thé ap dung mdi Slide Master cho mdi chuong hodc phin trong bai thuyét
trinh.

Pé thém Slide Master: Véo ngin View, nhém Master Views, chon Slide
Master dé trds lai ctra s6 Slide Master. Sau dé vao ngin Slide Master, dén nhém
Edit Master, chon Insert Slide Master, m¢t Slide Master mic dinh dugc chén
vao ngay sau Slide Master hién c6.

h. Thém, x6a, di chuyén, hiéu chinh trinh chiéu.

- Thém trinh chiéu

Chon thé Home, nhén vao mili tén cia New Slide, chon bé cuc trinh bay
phu hgp. Nhép ngi dung vao céc & ndi dung trong trang trinh chiéu.
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Sau khi tao trinh chiéu, c6 thé sira d6i bd cyc trinh bay cua trinh chiéu
bang cach nhan vao miii tén Layout trong nhém 1énh Slides(thé Home) va chon
b cuc méi.

Thay dbi mau séc phong chit, kidu phéng, kich thuc, kidu canh 12 tir c4c
nhom l€nh trong thé Home.

C6 thé hi¢u chinh dic biét bdng cdch bién d6i ngi dung trinh chzeu thanh
kiéu nghé thudt thong minh. Thuc hién nhu sau: chon néi dung cdn chuyén

thanh nghé thudt thong minh. Chon theé Home > Convert to Smart Art. Chon
nghé thudt thong minh tuong ung.

IIL. XAy dung ndi dung bai thuyét trinh
3.1. Chon/ tao miu thiét ké cho trinh chiéu
a. Chon mau cé san cho trinh chiéu

- Vao thé Design, chon mot mau thiét ké ¢6 sin tir bang chon bang cach
nhdy vao thiét ké mong muon Néu chon céch nay, thiét ké da dugc ddng bd vé
phéng chit, ¢& chit, mau sic cfia chir .... Va ta khong phai quan tAm dén viéc
nay nita.

Il « B o b -
v hlrants -
[T - L Hete Brcomeond Grphics

Awiban trd

LICK TO ADD TITLE

Chick to add subtitle

b. Tao mdt miu méi cho trinh chiéu

- Trudng hgp mudn tao thiét ké nén db hoa cho trinh chiéu cia minh, ban
4n vao nit mili tén dudi cing ben phai cua nhém Background(Nhu hinh v&).
Hop thoai Format Background xuét hién nhu hinh vé:
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C6 mdt sb kidu tiry bién cho anh nén:
- Solid fill: mét mau nén s& dugc thém vio.
- Gradient fill: Thém mét dai mau lam anh nén.

- Picture or texture fill: mjt anh nén tiy chon s& dugc thém vao, C6 thé
chon anh bt ky bing cach 4n vao file va chon anh hién c6 trén may tinh. Ho#c
chon tir cac anh nghe thuét ¢ sin bang cach 4n vao Clip Art. Trong trudng hop
da chon sin thiét k& ty dong bén ngodi, ta Phal tich vao 6 Hide background
graphics 4 n di c4c chi tiét khong mong muodn.

- An vao Apply to All néu muén ép dung thiét ké nén cho toan b cac
trang trinh chiéu.

- Dbi véi cac thiét ké tuy chon, ndu bj 1An cic thiét ké khong mong
muon, ta phai chon Background Styles va chon Style 1.

3.2. Tao va dinh dang vin ban

a. Céc thu thuat va chi din dé xay dung mot trang thuyét trinh 15t

Dé xiy dyng mét trang thuyet trinh t8t cAn dung céc cum tir ngan gon suc
tich, dung hinh thirc 1iét ké hiéu qua, b1et céch dit tiéu @8 trang thuyét trinh dé
hidu, d& nhé va bao quat ndi dung slide can thé hién..

b. Nhép viin ban ding chd (placeholder) trong céc ché d6 hién thi khac
nhau nhu ché d6 chuin, che d¢ dan y.
Céc dang méu thiét k& déu co san c6 cic khung chir véi tiéu dé “Click to

2 (Kich vao d& nhap...) Néu muén nhép vao cac khung ndy c6 thé thuc hién
nhu sau: W
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Click to add subtitle

Nhip chudt vao déy
dé nhép ni dung

Néu can chon lai kidu chit va c& chit, ban chon trong khung Font va
khung Size trén thanh céng cu hodc chon tir Menu Format\ Font (Tuong tir nhu
Word) Néu mudn nhip Tiéng Viét ban nhé chon Font Tiéng Viét va kiéu gb
thich hop.

Co6 thé kich chuft vao dudng bién cua khung dé hiéu chinh kich huéng
khung giéng nhu mdt ddi tirgng TextBox trong Word.

Néu khong sir dung ban cé thé xo4 ching bing cach kich vao dudmg bién
ctia khung d& chon, sau d6 nhé4n phim Delete 3¢ xo4 b6.

c¢. Chén khung nhip chit (TextBox)
Chon tir Menu Insert\ TextBox

Kich, giit va ré chuét trén man hinh thiét ké dé tao khung nhép chit, san
d6 nhép chit binh thuong
f];u o U o .

Mmlmuw;@,“ Aﬂmm-nns@«a

mu , Picture (Np St.leeruhol Photz Wpﬂ Smartkd Chad | Mygednl witlen Tel  Hesder Worddtt Date  thée  Diject Equalion Sylhad 'I"Ideo m
! Al .. H [ Box &foola - 5 Time NHumber

Tabies ;

Tert ? ok i Medla l

i i it o

Néu ban chua nhép bét ky ki ty nao vao khung TextBox vira tao ma kich
chon dbi trong khac thi Textbox vira tao s& ty mat di.

d. Bién tip van ban trong bai thuyét trinh.

iéd Text ox

ingerd aten boninto the
documm, of add tent o he
1elected shape.

Céc dang mAu thiét ké déu cé siin ¢6 cac khung chit véi tiéu dé “Click to
add...” (Kich vao dé nhip...) Néu muén nhép vao cac khung niy cé thé thyc hién
nhu sau:
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Nhép chudt vio day
@& nhap noi dung

Néu cén chon lai kidu chir va ¢& chit, ban chon trong khung Font va
khung Size trén thanh cong cu ho#c chon tir Menu Format\ Font (Tucmg ty nhu
Word) Néu muén nhép Tiéng Viét ban nhé¢ chon Font Tiéng Viét va kidu g6

thich hop.
C6 thé kich chudt vio dudmg bién cia khung dé hiéu chinh kich huéng
khung giéng nhir mét do6i trgng TextBox trong Word.

Néu khong str dung ban cd thé xod ching bing cach kich vao dudng bién
ctia khung @& chon, sau dé nhén phim Delete dé xo4 bo.

e. Sao chép, di chuyén vin ban Xda vin ban, thay d6i phéng chit, c& chi,
kidu chit va kidu hién thj (d3m, nghiéng, gach chén, béng)trong Powerpoint
cling thyc hién trong ty nhu trong Word.

f. Ap dung c4c mau khic nhau cho van ban.

Hay chon vin ban muon ap dung mau. Trén trang dau tab, chon Mau
phdng, va rdi chon mau mudn 4p dung mau clia viin ban.

g. Cin 1 van ban (trai, giita, phai) trong khung van ban.

» Kich tab Home

« Chon nt thich hgp @& thay d6i sy chuén tryc trén nhém Paragraph
- Align Left: Vin ban dugc canh 12 vé phia bén trai

- Center: Vin ban duoc canh giira hai 18

- Align Right: Vin ban duge canh 1& vé phia bén phai

- Justify: Viin ban dugce canh déu c4 hai phia trai va phai.
g
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Thut 18 doan vin

Ban c6 thé thyc hién cdc bude nhu sau dé thyt 18 cho doan vin ban:
« Kich nat Indent d& didu chinh sy thyt 18

» Kich nut Indent 13p lai nhiéu Idn dé tang kich thudc thyt 18.

Hudng van ban

Dé thay dbi huéng vin ban:

* L.ya chon vin ban

» Kich nut Text Direction trén tab Home
« Kich sy lira chon.

3.3. Danh siach

a. Biét cach trinh bay noi dung dudi dang danh sich li¢t ké ding ky hiéu
dénh ddu (bullet). Biét cach thay déi kiéu ky hiéu

Str dung thé Bullets trén thanh ruy-biing cia cira sd phén mém dé trinh
bay néi dung dudi dang danh sach liét ké dung ky hiéu dénh déu. Ddng thoi, ¢6
thé thay dbi kiéu ky hiéu bang cang nhdp chudt vio nit tam gidc bén canh thé
Bullets.

b. Biét cach trinh bay an dung dudi dang danh séch dugc dénh sé thit ty
(numbering). Biét cach thay ddi kidu danh s khac nhau trong mét danh sach

St dung thé Nubering trén thanh ruy-bang clia cira s6 phan mém dé trinh
bay n(;n dung du'm dang danh sach dugc danh sé thir ty. Dong thoi, ¢6 thé thay
d6i kiéu danh s6 khac nhau béng cang nhip chudt vao nit tam gidc bén canh thé
Nubering.

c. Biét cach dan dong, thyt 18 (mdent) cho danh sach

Thuyt 1&: Chon vin ban dénh du diu dong hodc danh so mudn thay dbi.
Néu van ban c6 tir hai mirc ddnh diu diu dong hodc danh s, Rule s& hién thi
dAu thyt 18 cho timg mic.
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1: Dong dau tién cho déu thut 18, hién thi vi tri thut 13 cta déu dau dong
hotic s6

2: Hién thi vi tri thut d4u dong ctia vin ban trong danh sach.

Thuc hién mét hodc nhleu thao tac sau:

- D4 thay dbi vi tri cia sé hoiic ddu diu dong, hiy kéo diu thyt 1& dong

dau tién,
- P& thay d4i vi tri clia vin ban, hay kéo phin miii nhon phia trén cla diu

thyt 18 trai.

- Pé di chuyen cac khoang thut 1& cing hic va gitr nguyén mdi quan hé
gifta diu (hoﬁc so) diu dong va thut 1€ van ban trai, hiy kéo phin chit nhat phia
duéi cia dau thyt 18 trai.

Lép lai buéce 2 va 3 cho timg mitc s6 va déu diu dong va timg mirc vin

ban mudn thay dbi.

- Dan dong: Bam vao nut Line Spacing trong nhém Paragraph, va chon
céc gia tri phu hgp

3.4. Bang

a. Cach nhdp, bién tip vin ban trong mét trang thuyét trinh dwdi dang
bang

Tao bang: Chon Insert\Table, bam va kéo dé x4c dinh s6 hang va cot.

Tha chuft dé tao bang véi sb hang cot d3 xac dinh, xudt hién trén man
hinh soan thao.

Nhip ndi dung vin ban: Twong ty nhép ndi dung trong bang cua Word.

b. Cach chon dong, cbt, chon toan bg bang

- Chon 6: Ré chudt tir dAu 6 dén cubi 6.

- Chon khéi chir nhét nhiéu 6 lién tuc: Ré chudt tir 0 dhu dén 6 cudt

- Chon hang: Ré chudt tir & d4u cia hang dén 6 cubi cling.

- Chon cdt: Pua chudt 1én dinh hang, khi chudt xufit hién mii tén mau den
thi bdm chudt

- Chon toan bang: Ré chudt tir 6 ddu cia hang dén 6 cudi cung,

c. Cach chén, x6a ddng/cdt va sira d6i chiéu rong cia cit, chidu cao cua
dong.

- Chén hang, cot: Chon hang (cft) can chén. Nhip chudt phai chon
Insert...

- Insert Colunms the Left: Chén c§t phia bén trai vj tri con tro.

- Insert Colunms the Right: Chén c{t phia bén phai vj tri con trd.

- Insert Rows Above: Chén hang phia trén vj tri con tr6.

- Insert Rows Below: Chén hang phia dudi vi tri con tro.

- Delete Colunms: xda cdt tai vi tri con tro.

- Delete Rows: x6a hang tai vi tri con tro. V
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IV. Pra biéu dd, so dd 5 chire vao trong trang thuyét trinh
4.1. Biéu db

a. Sy lién hé giita tap dir liéu va bidu db biéu dién né. Bibt céc hinh dang
bidu db sn c (dang cdt, thanh, duorng, banh tron)

Tép dit ligu va biéu dd biéu dién né c6 mdi quan h¢ tucmg quan v&i nhau,
tir cdc sO liéu tai tap dif liéu s€ xdy dung dugc biéu db cta né. Trong powerpoint
c6 nhiéu hinh dang biéu d6 sin c6 (dang cft, thanh, dudng, banh tron).

b. Cach nhép dir ligu dé tao bidu db trong mot bai thuyét trinh

Tai mdt slide, nhap chudt vao Insert Chart trong placeholder bén dudi,
hop thoai Insert Chart xuét hién. Chon nhém biéu db tir danh séch bén trai hop
thoai Insert Chart va chon kiéu biéu db. Nhan nut OK va ctra s& Microsoft Exel
xuat hién, tai day nguoi dung sé nha aPp chc sb llf;u cén thiét dé tao biéu dd.

c. Cach chon biéu dd; thay doi kiéu bidu dd; thém, xda, bién tap tiéu dé
bidu dd; bd sung nhén dif ligu

Chon biéu db: ChQn nhém biéu d6 tir danh séch bén trai hép thoai Insert
Chart va chon kiéu biéu dd.

Thay dbi kiéu biéu dd: Tai biéu db hién c6, nhip chudt phai, chon Change
Series Chart Type dé dén hop thoai Insert Chart va chon lai kiéu bidu db.

Thém, xda, bién tip titu dé bidu db ciing thyc hién twong ty nhu tiéu dé
ctia mot slide théng thuong.

B& sung nhin dit liéu: Nhép chudt phax vao biéu d6 hién c6, chon Edit
Data.

d. Cach thay d6i mau nén; thay ddi mau cac hinh dang bidu dd (cét, thanh,
duong, banh tron)

Thay dbi mau bidu dd: Pdu tién cac ban bim dup chudt vao biéu d6 can
thay d6i mau. Sau do céc ban chon nhimg mau ¢6 san & myc “Chart Styles”
Céc ban nén bdm miii tén chi xudng d& chon nhiéu kidu méau khac nhau cho biéu
db.

Hoic chon vao biéu dd, trén thanh cbng cu xuit hién thé Design cé cac
mAu mau biéu dd, lya chon mau phu hop..

4.2. So db td chire

a. Khai niém so 46 td chirc. Cach tao so dd t6 chic nhiéu mirc va gan
nhén cho cdc mic (st dung tinh nang lép so tb chirc c6 séin).

So db b chirc 13 mét cach thé hién béng hinh anh cho céu tric quan ly coa
mot td chuc nao do.

Piu tién chon tab “Insert”. Txep theo bam vao muc “SmartArt” sau dé
chon kiéu so 46 t§ chirc thich hop véi nhu cu. Dlen noi dung vao cac khéi.

b. Thay dbi cdu tric phén cap cua so do td chire.

Nhap chudt chon so db to chire cin thay dbi, thé Design trén thanh céng
cu xut hién c6 cdc Iya chon cAu tric so dd td chirc khac nhau dé ngudi dung Iya
chon.
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V. Dira cic d6i twong b hoa vao trong trang thuyét trinh
5.1. Chén va thao tac véi dbi twgng d0 hoa da cé

a. Chén mét dbi tuong dd hoa (tranh, anh, hinh V&, biéu d6) da c6 vao
trong trang thuyét trinh

- Chén chir nghé thuit:

Cheén chir nghé thuat trong MS. PowerPoint cling gidng nhu trong cac
phan mém Office khéc clia Microsoft. Viée sir dung chit nghé thuét giap ban
lam sinh ddng cho céc slide cita minh.

Chon Insezt\WordArt

Dmgn rnnmm uimiﬁ

i %f_, JEU‘L;‘ g W ﬂ ﬂ @ !&ﬁ 4 3 ’3 @ T[ o @‘Q

!iue Bitre Oip Screenshot Bhoto  Shapes Smataet Chat  Hopesord oo Ted Header Wordirt Date  Slice Objed  Equation © Vides  Aud
At . albumr - Box &Footer  *  Alime Number . -

Tables - Images : Hiystrationg {inks Ted D Sumbbls Hedia

- Chén hinh anh, hinh v&:

Chon Insert\ClipArt; Nhap chudt 1én hinh anh can chén.

Chén hinh anh tir tap tin.

Chon Insert\Picture ..., xudt hién cira s8; Chon thu muc luu tap tin, nhip
dap chudt 1én tip tin anh can chen

- Chén nhac, Am thanh, video, va anh GIF dgng:

+ Dé chén nhac, 4m thanh, video va anh GIF ddng vao Slide, nhap vao
Insert\Video hot Audio.... Nhip chudt 1én tip tin can chén.

+ Pé chén Videos tu mdt vi trf khac, kich Insert Movies Sounds \ Movies
from File..., dinh vi dén thu myc chira File Video, sau d6 kich dup vao Tép tin
ma ban mudn.

b. Chon, sao chép, di chuyén d6i tuong dd hoa bén trong mdt bai thuyét
trinh, tir bai thuyét trinh nay sang bai thuyét trinh khac

Nhép chu(;‘)t trai dé chon ddi tucmg dd hoa, chon 1énh Copy-Paste hojc
Cut-Paste dé sao chép, di chuyen déi tuong sang vi tri khac trong cung bai
thuyét trinh hodc sang bai thuyet trinh khéc.

C. Thay ddi kich c&, x6a dbi tuong ¢ d6 hoa bén trong bai thuyet trinh

Pé thay dbi kich c& dbi tugng dod hoa, An gilr chudt tai vi tri vién d6i
tugng va kéo den khi dat kich thude mong mubn.

Dé x6a dbi _tuong 5 hoa, chon ddi twgng cAn x6a, 4n phim Delete hodc
nhép chudt phai rdi chon Delete.

d. Quay, lat mét dbi tuong dd hoa; chinh vi tri mot dbi tugng dd hoa trong
trang thuyét trinh: tréi, glfra phai, trén ciing, dudi cung

- Quay, 18t mot doi tugng 3 hoa: Dau tién nhip chudt vio dbi tugng can
xoay, nhép chudt vao nit nim tron mau xanh & bén trén cua hinh, khi d6 con trd
s& bién thanh hinh mét vong tron xoay, xoay hinh anh theo hudng mong mudn
dé phi hgp véi ndi dung slide.

- Chinh vi tri mét d01 tugng dd hoa: An, gift chudt vao d6i twong db hozb/'-

va kéo dén vi tri mong muén.
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5.2. Vé hinh

a. Cach dua vao trang thuyét trinh céc hinh vé khc nhau nhu duong, mii
tén, mdi tén dang khdi, hinh chit nhat, hinh vuéng, hinh biu duc (oval) hinh
tron, hop chit (text box). Biét c4ch nhdp vin ban véo trong cac dbi tuong nay

- Pua cac hinh ve vao trang thuyét trinh: Chon Menu Insert\Shapes hodc
Menu Insert\ TextBox, rdi chon c4c hinh v& theo ¥ mudn.

- Nhép vén ban vao hinh v&: Nhip chudt phai vao hinh v& cin thém vin
ban, chon Edit Text rdi tlen hanh nhdp vin ban.

b. Thay dbi mau nén, nét vé (mau sic, bé day, kldu dang); thay ddi hinh
dang miii tén; ap dung tao bong toi dcn tugng vé.

Nhap chuot chon dbi tugng cin thay d8i, xuit hién thé Format vOi céc
tinh niing mau nén, nét v&,... dé ngudi su dung c6 thé thay dbi theo y y mudn.

c. Ghép nhom/bd ghep nhém céc dbi tugng Ve trong trang thuyét trinh

- Ghép nhém: Chon mot chudi céc dbi tugng v& (Sir dung phim Ctrl va
nhén chudt chon timg dbi twgng). Truy cdp vao nhém Armange ¢ dudi dai
Format. Nhén vao Group & dudi menu danh myc ciia né, diéu nay sé tao nhém
cac dbi tuong vé vira chon vao mot dbi tuong (mdt nhom). Ap dung céc thay déi
théng thudng cho cac dbi tugng do.

- B6 ghép nhém: Tré lai menu danh myc cia Group va chon Ungroup

5.3. Chuin bj trinh chiéu

a. Cach chuyén trang (transition), hiéu img ddng (animation) khi trinh
dién bai thuyét trinh

- Cach chuyén trang: La céch thirc chuyén tir trang slide nay sang trang
slide tiép theo sao cho phii hep.

- Hle;u tmg dong: Hidu ing cic chuyén dong cho cac dbi tugng trong
tirng slide cua powerpoint.

b. Cach ap dl,mg, thay ddi céc kiéu chuyén trang, hiéu img ddng cho céac
phén tir khac nhau ctia trang thuyet trinh

Pé chon hidu ung chuyén canh: trong nhom [énh Transition to this Slide,
chon hiéu ung chuyén cinh mong mudn. Néu muén ap dung cho toan b cic
trang thi chon Apply to All.

Dé chon hi¢u tmg cho ndi dung trong trang. Chon ndi dung cin thém hiéu
ing. Thao tac thir tir nhu sau: chon thé Animations > Custom Animations.Néu
mudn 4p dungthi chon Apply to All.

142



+
|
i
}
i
i
H
;
i
#
H

+
;
1
i
¢
3

. T i
o . yammmmbars’ 8 A Dn i
*" - * T [ ~ s L \Af W -* o Yogges - o Gwsice. 0O 3 4

Mo e g i dym itk e gy e B e Ry tnmaon bt B L

e Lol s R e i RSN

P—

_TAPHUANCNTT

e o] | Eeneen

Céc hidu u‘ng Y xay ra theo thr tu duorc them vao. Truo*ng hcrp mubn xéa
hiéu g, ta chon hi¢u img cin xda va nhén niit Remove,

¢. Céch thém phén ghi chil cho trang thuyét trinh

d. Céch chQn dinh dang d4u ra thich hgp cho trang thuyét trinh nhur ban in
ra (handout) chidu trén man hinh (on-screen show).

P& thiét 14p cac dinh dang nay, vao thé Design trén thanh cong cu rdi
chon Page Setup.
e. Cach hién/An céc trang thuyét trinh

Chon slide can hién/dn & thanh céng cy bén tréi cira sd, nhap chudt phai,
chon chirc nang Hide Slide.

5.4. Tao hiéu &ng cho viin ban

Céc hiéu rng va hoat canh cho c4 d6i twong trén slide la cah t6t nhat giup
ban nhin manh vao c4 thong tin cung cdp trén slide, diéu khi€ dong thong
tin trong bai thuyet trinh va giap ngu'or xem cam thdy thich tha hon d8i véi
bai thuyét trinh ctia ban. Ban c6 thé 4 dung hiéu &ng vao ca doi tu'o'ng trén
tirng slide riéng le hodc thyc hién cong viéc ndy trong slide master va ca bé
tri slide nham tiét kiém theo gian,

PowerPoint cung cdp rit nhigu hiéu &ng va dugc chia lam 4 nhom:

» Hiéu ttng Entrance. C4 ddi twong 4 dung hiéu (ng s& xudt hién trén
slide hoic c6 xu huéng di chuyé tir bén ngodi slide vao trong slide.

« Hiéu ung Exit: C4 ddi twong 4 dung hiéu {img s& bién mat khoi slide
ho#ic c6 xu hudng di chuyé tir trong slide ra khai slide.

» Hiéu tng Emphasis: Nhan manh ndi dung 4 dung hiéu ung

. Hiéu &ng di chuyé: Hiéu tmg lam ca d6i tweng di chuyé theo mot
dudrg di qui dinh truéc (Motion Paths).

a. Hi¢u timg cho vian ban
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Van ban (Textbox) la d8i twong duoc st dung nhidu nhit trong bai thuyét
trinh. Do véy, Powerpoint xay dyng s&n rit nhiéu kié hiéu &ng rit tha vi cho
doi trgng nay va ching ta c6 thé thiét lap hi¢u ¢ng dén tirng dong, timng chir
hodc tirng Ky tw trong doan vin ban,

On

Click to edit Master title style

[« Click to edit Master text styles

— Second level
* Third level

- Faurth leysl
» Fifth leve}

Cdc cdp dg ciia vdn bdn trong Textbox

Tuy chon hiéu irng cho cdc dogn vin bén trong Textbox

Nhém viin Mo ta
As One Object Ca Textbox thyec thi hiéu ng mot ldn
All Paragraphs As | T4t ca cac doan vin ban (dong) trong Textbox thyc thi hiéu
One ung riéng 1é nhung dién ra dbng théi.
By Ist Level | Thyc thi hi¢u tmg dén cdc doan vin ban thudc cip thi nhét
Paragraphs trong Textbox. Céc dong 14 cp con ciia cp thi nhét khong cé
By 2nd Level | Thyc thi higu img dén cac doan vin bin thudc cip thir hai
Paragraphs trong Textbox. Cac dong 14 cip con clia cdp thir hai khong c6
By 3rd Level | Thyc thi higu (mg dén cic doan vin ban thugc clp thir ba
Paragraphs trong Textbox, Cic dong 1a ¢ip con cia cép thir ba khong cb
By 4th Level Thyc thi higu ing dén cic doan vin ban thude cp thir tr trong
Paragraphs Textbox. Cc dong 13 cdp con clia cfip thir tu khong ¢6 hiéu
By 5th Level Thyc thi hi¢u Gng dén cic doan vin ban thuge cip thi nim
Paragraphs trong Textbox.

Tiy chon hiéu tmg cho cdc tir trong cdc dong vén ban

Daéng vin ban

Mo ta

All at once

Ca dong thye thi hiéu ttng mét 1in
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By word Thure thi hiéu tmg dén méi tir trong dong vin ban
By letter Thure thi hiéu (mg dén m3i ky tw trong dong van ban

« Vi du: Thye hanh 4p dung hiéu tmg cho cac doan vin ban (Textbox)
trong slide “Nhing kiéu hién thi”

B1.Trong ché d6 Normal View, chon hdp vén ban cin 4p dung hiéu
tng. VI dy, chon hdp van ban bén tréi trong slide

Nhiing kisu hierety
[ ] [ ] -
»PresentationVievss »Master Vicws
N4 Slide Master
« Handout Master

« Notes Master

B2. Vao tab Animations trén Ribbon, nhém Animation va bAm chon nut
More d& mé& danh muc cac hiéu ung.

k| % @ ko

. None Appear Fade Fly In Float In fw';'?'-'-' A
e _ _ . . printie
Animation

B3. Vi dy, ban sit dung hiéu tng Entrance véi kiéuFly In trong hop
Animation Styles. Khi d6 hép vin ban trén slide xu4t hién thém s thi tw 1a
1 & diu mdi dong vin ban. Diéu nay c6 nghia diy 1a hiéu tng sé duoc thic
thi d4u tién trén slide va khi thwc hién hiéu tng thi PowerPoint sé cho xudt
hién ddng ther cA dong trong hp van ban.

. .
,I* " o
ant - Wi .
\ Entrance H  Nhing kieo hie T

S 4 { | w 31 18 . Drosentalion Views  »Masler Views
i soes e Ff Fryin) Rastin _fph: i * gl » Slde Mister
N L - -

lide Sorter = Fiandoul Aaster

Ed
wIpe $nape Wineel Random Bats  Grgnd & Turn .
- e e o Noles Master
A * ah
Zoom Swieeh Bounce L

iy More Ertiange Effects..
CRE Mo fphas Eftects.
WE  Poe Ent Hecty

i fy  Ltate blotion Baths

[
!
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B4. Ban chon ntit Effect Options trong nhém Animation va chon kié Fly
In tir danh sah. Ban ¢6 thé ré chudt 1én ca kié hiéu (g Fly In va xem két qua
thé hién trén shde trudc khi quyet dinh chon. Vi dy, ban chon kiéuFrom
Bottom-Left c6 nghia 12 doan vin ban s& bay tir géc dudi bén trai 18n vi trf ctia
né dugce dat trén slide.

g Trom Top Lef
MasierV
« Slide M a

FiorTap
' feam Top Right
« Notes

‘ * From: Bighl

B From Bettom Ryght
B Sogvence
.

wa—— g5 A ST

W

W LMY ONEE

I

B5. Néu thay cac kidu hleu ung khong trong h¢p Animation Styles con it
qua ban chon tlep niat More Entrance Effects... trong hp nay. Khi dé, hop
thoai ChangeEntrance Effect xuét hién véi hon 30 kié hiéu ung cho ban Iya
chon.

.« Tich chon vao hdp Preview Effect rdi bAm chudt vao tén cic hi¢u ing va
xem két qua thé hién trén slide.

- Sau khi chon dugc mét kidu vira y thi nhén nat OK. Vi dy, ban chon lai
kiéu Flip

Chanpe [nlrance Flfect
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b. Céc tiy chon hiéu tng ning cao cho vin béin

Dé thiét 1ap c4 thong sb hiéu {mg néng cao cho hfp van bén. Ban vao
nhom AdvancedAmmatlon va chon nit Animation Pane. Khung Animation
Pane xuat hién bén phai trong cira sd soan thao Normal View

Animaotion Pane - - v X
[ v, Conkect Place... D . 1 )
- Yy Start On ey Y

Stast Wwith Preaous

& Start Aftes Previows
Effect Options. .
Timng...
Hide Advanced Timeline

Remove

ci 195 Animatigh Ran
§Trigger

N Animation * & Animation Painter ws '](~ s zn,,,,h £
‘ N Advanced Animation ¢ ¥
: Hink dnh mé khung Animation Pane Thye hién céc thy chon néng cao nhu sau:
; Bl. Chon lai hyp vin ban bén trai trong slide trén. Khi d6 trong tab
: Animation Pane, hiéu tmg d4 thiét 1ap cho dbi tuong tuong (mg trén slide cling
dugc chon.

B2. Bam chudt vao nut () bén phai tén clia dbi tuong dang chon dé mo
danh sach 1énh. Ban hiy chon 1énh Effect Options... hip thoai tiy chon cho higu
tmg Fly In xuét hién. W
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"Effect | Timing | Text Animation]

Settings - — - i
Direction: [_From Bottom-left »
Stnooth start: j e i 05 sec %
ooty J—— [ %
gounce end: :}wm» TR

| cound: i~ S:::—L;nd] . __m.uwmv {

| After animation: {Don' Dim ol
% ety betvnen letters

OK Cancel

B3. Tai tab Effect:

eNhom Settings:

- Direction: thiét 1ap huéng bay

- Smooth start: hiéu img thuc hién cham lic du

- Smooth end: hidu tmg thyc hién cham lic cubi

- Bounce end: hiéu tmg rung lic cia dbi twgng luc cubi. Vi dy thiét
1ap Bouce end 1a 0.5 gidy (0.5 sec).

¢ Nhém Enhancements:

- Sound: qui dinh c6é 4m thanh hay khéng khi thywc hién hiéu img va didu
chinh 4m lugng tai biéu tirong hinh loa bén canh. Vi dy, ban chon kiéu 4m thanh
la Camera.

- After animation: thiét lap hanh déng cho ddi tuong sau khi thuc
hiénxong hi¢u img. Vi du, ban chon More Colors... va chon mau xanh 14 cdy.
Ngha 13, doan viin ban s& ddi sang mau xanh sau khi thyrc hién hle,u ng.

- Animate text; thiét l4p pham vi anh hudng cua hiéu ttng dén cadong(All
at once), tu'ng tiur (By word) hojc timg ky tur (By letter) trong ciu kem theo thoi
gian chd. SOphén trim cang cao thi khoang théi gian che cang 1au.Vi dy, ban
chon kiéu By Word va thdi gian ché 1a 10%giira cac tu.
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Effect | Timing | Text Animation

opscton: [Frompotomteft v

v
Smoothstat: -~ 0sec 3

Smooth end: J Osec ¥

Bounce end: ‘:J 105 sed| “3‘

ENRANCAMBRLS — - - - e i
Sound: Camera 4
Arimate tegt:  |By word v

10 - .., ; % gelay between words

Do ssfatcnait b Pt s sy, <ol S0 1t e S TR . T b A § g Sz o B % et RS SR bl S s T T e

ok || cancel

B4. Tai tab Timing:

- Start: sy kién thyc hi¢n higu tmg nhu 13 chd bim chudt (On Click), hiéu
{ing s& dién ra ddng thoi véi hidu tng trude d6 (With Previouse) hay 1 higu tmg
sédién ra sau mot hiéu Ung nao dé (After Previous). Vi du chon kiéu After
Prev1ous Luu y, mic du ta chon la After Previous nhu'ng khi bam chudt thi hiéu
tng van s& thyc thi di chua dén thoi didm vi hiéu 1énh bim chudtduoc mic dinh
ru tién hon.

- Delay: Thiét 13p thoi gian chd trude khi higu img bat diu thue thi. Vi
dy,thiét 14p thoi gian chdr 13 2 gidy.

- Duration: Thiét 14p thdi gian hay téc ddthuc hién hidu tmg. Vi dy, ban
chon toc do thue hién 1a 2 gidy (2 seconds (Mediumy)).

- Repeat Thiét 14p sblan thue thilaplai cia hiéu tng. Vi du, chonNone
décho hiéu vmg chi thyc hién mét lan.

-Tich chon Rewind when done playing néu muén d6i twgng bj tra vé
noixuét phat sau khi thue thi hi¢u img.

B5. Tai tab Text Animation:

- Automatically after: thiét 14p thoi gian chd truéce khi thye hién hiéu img,
diy chinh 1a Delay bén tab Timing. N %
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- Animate attached shape: chi xuét hién khi ban djnh dang shape cho hop
vin ban. Va néu tich chon tiy chon ndy thi shape sé thyc thi hiéu Ung trudc, sau
d6 méi dén céc hiéu Ung cua vin ban chira trong shape.

- In reverse order: cic hiéu ung s& thue thi theo trinh ty ngugc lal, van ban
c¢6 nhidu dong thi séthye thi hiéu {img cho dong cubi trudce, dong diu s& thyc
thihiéu Urng sau cing.

1 Effect | Timing Text Animation
i Group text: [By 2nd Level Paragraphs v
| .Automaticaliy after izw | :‘s‘ seconds
g fin".'i;'a:.i,':g'lz}ff 3?} AT " E!E

o reverse orderi
i
|
1_
]

OK ; Cancel

B6. Nhan nut OK sau khi thiét 1ap c4c thong sb.

B7. Néu cac hidu img 14 don gian thi chung ta c6 thé thiét lap nhanh céc
thong sdvé hiéu ]énh thuc thi hiéu Ung, thoi glan thuc thi va thoi gian cho trude
khi thyc thi hiéu (g, Néu trén slide ¢6 nhiéu d6i tuong 4p dung hiéu ng thi
ding cac nat Move Earlier(dua 1én thyc thi truéc) hoic Move Later (dua xubng
thyre thi sau) dé sip xép trinh tuthyc thi hidu {tng ciia céc dbi tugng trén slide.

B8. Nhén nat Play trong khung Animation Pane hodc nhén nit Preview
trong tabAnimations ctia Ribbon dé xem trudc két qua 4p dung hiéu ung trén
slide.

c. Sao chép hi¢u img

Tinh ning sao chép hiéu Ung (Animation Pamter)glu'a cac dbi tuqngmm
dugcbd sung vaa PowerPoint 2010. Nhe tinh nang nay, thcn gian thiét 1ap hiéu
tmg cho cac ddi tugng trong bai thuyét trinh duoc rat ngén rdt nhidu. Vi du viéc

150



AN Bt etk e £ e, TS T eh

[ S,

sao chép hiéu g tir hdp vin ban bén tréi cla slide Nhimg kidu hién thi sang
hop vin ban bén phai.

Thue hién cac budce nhu sau:

B1. Chon hdp viin ban bén trai trong slide

B2.Viao tab Animations, nhém Advanced Animation chonlénh Add
Animation

7 . L : o v
i ade SIS ummn - wguon Parter % Cowy
sl s e Ao fiva e
e i v i e i I,
S Lohe AT A ‘naian Penden U3 -0)

i Chfy B arnsrdtenn Pem cne
S bk asd specy 8 ¥ anathit

» " »
NN 5 - I'roscntation Views  »1AgstesViews
Bl 10 1AM Arnalon L3 MuBit -
smmmmu«immnn ‘11 o Sy Moaster

B.'-rl‘refs'|::1[:1'1"Lit1n \"it‘\\'h‘ 7 Masler Vie - Y upe
Qa D) n Shicke Mastcr

2B ' = Handoul Muster

ﬂ » Nudes Masler

« Handout Master
» Noles Masler

B3. Dé sao chép hiéu img cho nhiéu ddi tugng cing lic, cach lam nhu
sau:

-Trudc tién, ban phai tit tinh niing AutoPreview tai ity chon béndudi niit
Preview, trong tab Animations.

- T:ep theo, phat bim nit Animation Painter hai 1in khi thye hién 1énh

sao chép hig¢u U lrng
- Sau d6,1An lugt bAm chudt 1én cac d6i tugng can duge 4 ap dung higu tmg.

" r - S S '_*_,An.h.nati n Painter @ Delay:
O1E g heed Animati _

: G o i s o i P A gyt |
P?QV‘CW Pl I

—_r

Animation Painter {Aft-Shift-(}

Copy the animation from one
object and apply it to another.

Double-click this button to apply
the same animation to muitipie
objects in the presentatlo .

Automatically preview aff
animation.

9 Press F1 for more help.

d. Sép xép trinh tw thyc hi¢n hidu ing

Khung Animation Pane bén phai ctra s6 Normal View liét ké danh muc
cc hiéu tmg da thiét 14p cho céc ddi tugng trén slide. Nhiing hi¢u img nim trén
cung c6 do uu tién cao hon va s& duoc thuc thi trude, sau d6 mai dén cac hidu

(g
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tng bén dudi. Do vy, cén phai sip xép thit ty cho c4c hiéu tmg trén slide theo ¥
d6 trinh bay ciia minh khi thuyéttrinh. |

After Ptmous
Fly In: Content Pateholder 3: Maater Views Stide Ma

Cach thirc thyc hién:

B1. Chen shde ¢6 nhiéu déi tugng duge da thlet lap hi€u Ung. Vi dy,
chon slide Nhing kidu hién thj ¢ trén.

B2.Vao tab Animations, nhém Advanced Animation chon 1énh Animation
Pane ¢& méhop Animation Pane.

B3. bé sap xep thir ty thyc thi hi¢u g cho mét d01 tugng thi chon higu
ting cuia doi tugng d6 trong khung AnimationPane va bAm nat miii tén hwéng
lén dé ting do wu tién hoic bim miii tén hwéng xubng dé giam d6 wu tién khi
thure thi.

B4. Dé kiém tra lai két qua cia viée sip xép, bAm chudt vao nut Play dé
xem trudce sy thyc thi hi¢u tng cia cac doi tugng trén slide..

5.5. Kiém tra, in, trinh dién

a. Kiém tra chinh t3 bai thuyét trinh, sira 18i chinh ta, xda tir thira; kiém tra
va chinh stra cac 101 hién thi tiéng Viét.

Thiét 18p ngdén ngi sir dung trong bai tir khu vyc F11e\0pt10ns\nhom
Language trén Ribbon. Trong hop thoai Language ban chon ngén ngi ban muén
st dung cho bai. Néu ban d3 c6 mot sb ndi dung rdi, ban chon OK. Néu ban
mudn str dyng ngon ngir d4 chon cho toan bg bai, ban nhén nit Set as default.
Mot khi ngdn ngit da duge thiét 14p, ban cé thé nhin thiy né & dudi cing cua
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cira s6 Powerpoint. Néu co 161 trong bai, ban cling s& thiy mét biéu tugng 12 dhu
gach chéo do trén diu quyén séch.

b. Thay i hudng trang thuyét trinh (doc, ngang); thay dbi kich c& trang.

Pé thay dbi hudng trang, kich c& trang, vao thé Design trén thanh cong cu
roi chQn Page Setup, tai hdp thoai mai xuht hién ¢6 cdc tiy chinh dé ngudi str
dung diéu chinh cho phu hop.

c. Thuc hién céc phuorng an in khac nhau: toan bd bai thuyét trmh cac
trang thuyét trinh cu thé, ban dé phan phat, trang chu thich, dan y; chon s6 lurgng
ban sao ctia bai thuyét trinh

- In toan bo bai thuyét trinh: Thyc hién twrong ty nhu in vin ban thong
thudng.

- In céc trang thuyét trinh cy thé: Chon 1énh in rdi lya chon céc trang cin
in.

- In d& phan phat: In dudi dang Notes Pages hodc Outline:

Vao Flle\Pnnt\Settmgs vao muc chon ché db in.

- Chon sb lugng ban sao: Thyc hién twong ty nhu in van ban thong
thuong.

d. Trinh chiéu bai thuyét trinh (tlr trang thuyet trinh dau tién, tir trang
thuyét trinh hién tai); cach chuyén téi trang thuyét trinh tiép theo, trang thuyét
trinh trudc d6, trang thuyét trinh duge chi dinh trong khi trinh dién bai thuyét
trinh

Vao thé Slide Show, chon trinh chiéu tir trang dau, nhin From beginning

hodic 4n F5). Chon trinh chiéu tir trang hién tai, nhén From Current Slide(ho3c
an Shift + F5).

An phim mii tén 1én xudng hosc phim PgUp,, PgDn dé 18n trang trudc

hoéc trang sau.
Thoét trinh chidu biang céch nhan phim ESC hodc End show tir thyrc don
chudt phai. 1)}/
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MO PUN KY NANG 06: SUDUNG INTERNET CG BAN
I. Kién thirc co' ban vé Internet
1.1. Cac khai ni¢ém/thuit ngit theong gip
a. Thuét ngir Internet.

Internet duqc hiéu 12 mot hé thong thong tin toan clu c6 thé du:qc truy
nhép cdng cong gdm cac mang may tinh duge lién két v6i nhau. Hé théng nay
truyén thong tin theo kidu chuyén mach goi dit li¢u (packet switching) dya trén
mét giao thirc lién mang d4 dugc chuin héa (giao thirc IP).

b. Cac ung dung chinh cta Internet: truyén théng - lién lac, chuyén tép, tra
ciru va cung cap thdng tin, lam viéc va kinh doanh tryc tuyén.

Mang Internet mang lai rdt nhiéu tién ich hitu dung cho nguoi st dung,
mét trong cac tién ich phd thong cua Internet 13 hé théng thu dién tir (email), trod
chuyén tryc tuyén (chat), céng cu t1m klem (search engine), cac dich vy thuong
mal va chuyén ngan va cac dich vu v& y té gido duc nhu 1a chira bénh tir xa hogic
t6 chitc cac 16p hoc d0. Chiing cung cip mot khéi lugng théng tin va dich vy
khéng 16 trén Internet.

- Lién lac: Ngay nay, ¢6 rat nhiéu 1'mg dung trén internet gidp con nguoi
lién lac véi nhau: Chat, VolP, thu dién ti,..

- Chuyen tép: Bing hinh thirc giri email hodc céc hinh thirc khac chiing ta
c6 thé chuyén céc t8p théng tin cho nhau.

- Cung cdp va tra clru thong tin: Mang internet la mdt kho théng tin khng
10 vi vay co val tro vo cung to lom rong viéc cung cap va tra ciru cac thong tin
cho ngudi sir dyng. Chung ta cé thé tra ciru céc thong tin qua website, mang x&
hoi, dién dan, .

- Kinh doanh truc tuyén: La mot hinh thirc thu'omg mai dién tir dya vao
internet, 13 sy mua ban san pham hay dich vy trén cac hé théng dién t&r nhu
Internet.

c. Dich vu Internet va vai trd clia nha cung c¢dp dich vy Internet (ISP)

- Dich Vi Internet: La cac Dich vu do mang Internet cung cp nhu: céc
dich vu tim kiém théng tin gdm: Wide Area Information Servere WAIS),
Gopher, World-Wide-Web (WWW). cho phép tim kiém théng tin tir nhiéu co s¢
dir liéu trén mang. Dich vu truyen File (File Transfer Protocol/FTP) cho phép
gli/nhan thong tin dang file bt ky giita cac mdy tinh duge ndi mang véi nhau.
Dich vy thur dién tit E-MAIL. Dich vu telnet: Cho phép thué bao truy nhip cac
may tinh khac trén mang Internet dé chay cac chuong trinh hoéc truy nhép cac
co s dir liéu trén may do.

- Nha cung cap dich vy Internet (ISP) Chuyén cung cap cac giai phap két
n6i mang toan ciu (Intemet) cho cac don vj t6 chirc hay céc ca nhan nguodi dung.
Céc ISP phai thué dudng va cdng ctia mét IAP. Céc ISP ¢6 quyén kinh doanh

154



14 s e

PP PE R

L AL T ek T an

e et e T Y T B e

thdng qua cac hop ddng cung cép dich vu Internet cho céc t6 chirc va cic ca
nhén.
d. Thuét ngit World Wide Web va web.

- World Wide Web: Goi tit 1a Web hoic WWW, 13 mjt khéng glanthong
tin toan ciu ma moi ngudi ¢ thé truy nhap (doc va viét) qua céc may tinh noi
védi mang Internet.

e. Cac khai ni¢m: dia ch1 clia mdt tai nguyén trén Internet (URL -
Uniform Resource Locator), cAu triic va cdc thanh phin cia né; siéu lién két
(hyperlink).

- Pja chi ctia mot tai nguyén trén Internet: URL la viét tit cia "Uniform
Resource Locator” dugc sir dung dé tham chiéu t&i tai nguyén trén mang
Internet. URL tao nén kha ning siéu lién két cho cac website. Mdi tai nguyén
khéc nhau hru trit trén Internet duge gan bing mot dia chi chinh xéac, dia chi d6
chinh 14 URL.

M6t URL bao gdm mét s6 thanh phan:

- Tén giao thirc, Cac giao thirc hién nay ban thudng gip 12 hitp hojc https,
ngoai ra thi con ¢6 FTP, Mailto...

+ Tén mién.

+ Céng chi dinh (c6 thé ¢6 hofic khong).

+ Dudmg dan trén mdy ch chira tai nguyén.

+ Ngodi ra con ¢6 c4c truy van, cic myc con (c6 thé c6 hodc khong).

- Hyperlmk Nghia l1a mét siéu lién két, 12 ngudn dén tai lidu dé khi nguoi
dung click vao né cho phép di dén mét trang khéc hodc mot vj tri khac nao do

tren trang. Hypertext 13 vén ban véi cic siéu lién két. Vin ban, ndi dung ma bao
gbm céc siéu lién két (hyperlink) dugc goi 13 “anchor text”.

f. Cac khai niém trang thong tin dién tir (website), trang web (webpage),
trang chi (homepage).

- Trang théng tin dién tir (website): La trang thong tin hodc mdt tép hop
trang théng tin trén mdi trrong mang phuc vu cho viée cung cép, trao dbi thong
tin.

- Trang web (webpage): Web Page la trang nho trén mdt Website, 1a mét
phin ctia Website. Web Page c6 thé 1a: Mot bai viét, Mt trang tin, Mt landing
page, Mot cart page,..

- Trang chu (homepage) Trang chu (thudmg bing vin ban nhur trang chu)
hay trang chinh 13 dia chi trang web hodc tap tin tur dong tai khi bét dAu duyét
md web.

g. Khéi niém va chirc ning cia trinh duyét web (browser) va biét tén mot
s6 trinh duyét web hay ding nhu Mozilla Firefox, Chromium, Internet Explorer,

Opera. ))3/
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- Trinh duyét web (browser): La mt phan mém tng dung cho phép ngudi
s dyng xem va twong tac voi cic vin ban, hinh anh, doan phim, nhac, trd choi
va cac thong tin khéc & trén mét trang web ciia mdt dja chi web trén mang toan
ciu hoac mang ndi bd. Vin ban va hinh anh trén mot trang web c6 thé chira sidu
lién két t6i cac trang web khac ciia ciing mét dja chi web hodc dia chi web khéc.
Trinh duyét web cho phép nguorl str dung truy cép céc thong tin trén cac trang
web mot cdch nhanh chéng va d& dang théng qua céc lién két d6. Trinh duyét
web doc dinh dang HTML d& hién thi, do vdy mdt trang web c¢6 thé hién thi
khac nhau trén céc trinh duyét khac nhau.

M@t sé trinh duyét web hién nay cho mdy tinh c4 nhan bao gdm Internet
Explorer, Mozilla Firefox, Safari, Google Chrome, Opera, Chromium. Mgt sb
trinh duyét web hién nay cho Dién thoai di déng bao gébm Mozilla Firefox,
Safari, Google Chrome, Opera, UCWeb.

h. Khdi niém bg (may) tim kiém (search engine) va mét sé bd tim kiém
phd bién.

Search Engme (tén day du la Web Search Enigne) — Cong oy tim kiém:
La mot loai phan mém hé théng duoc thiét ké véi chirc niing tim kiém céc thong
tin trén mgng World Wide Web. Khi ngudi ding sir dung cdng cy tim kiém, ho
s& can phai nhdp mdt tir khéa tim kiém (keyword) ctia chil d& can tim hidu théng
tin dé c6 thé nhin vé mot bang két qua tim kiém cac trang web, hinh anh. video,
dia chi ban d6 (d01 voi tén dia danh) hodc cdc loai files tai liéu,... ¢6 lién quan
dén chi dé tim kiém do.

Mot so cong cy tim kiém phé bién hién nay: Google.com, Yahoo.com,
Bing.com, Céc cbe,.

1.2. Bao mat khi lam vigc véi Internet

a. Mot sé i ro khi tham gia vao cdng ddng 4o va hoat ddng trrc tuyén
nhu vd y tiét 1§ thong tin c4 nhén, bi quy rdy, bj lgi dung.

Khi tham gla cong dong 4o va hoat dong tryc tuyén, ngudi st dung sé& c6
nguy co gip mot S0 ru1 ro nhur vo ¥ tiét 16 thong tin ca nhan, thong tin taJ khoan
ngéin hang, bj quiy rdy, bi lgi dung, tham gia va céc trd choi trye tuyén qua da
gay nhneu tac hai cho sirc khoe, tham gia thj trudng tai chinh 4o d& bj thiét hai vé
kinh té, bi danh cip dit liéu,..

b. Khai mom va vai tro cda viéc mit mi hoa (enoryptlon) d6i véi mot sb
ndi dung khi truyén di trén Internet.

Mat mé hoa (Encryption) 1& mét qué trinh chuyén d6i dir liéu dwoc sir
dung cac thuit toan ma héa. N6 chuyen ddi céc dir lidu ban dAu thanh mét dinh
dang ma chi ¢6 thé gidi ma duge neu co khéa phu hgp. Muc dich cia mé hoa la
dé bao mét thong tin, ngudi ¢6 quyén duge xem méi xem dugc.

M4 hoéa s€ mang lai tinh an toan cao hon cho thong tin, dédc biét la trong
thoi dai Internet ngay nay khi ma théng tin phal di qua nhiéu tram trung chuyén
trude khi dén dugc dich. M hoa lam cho bén thn cong du cé dugc thong tin thi
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cling khong thé hiéu dugc ndi dung trir khi cd khoa giai ma, Vi thé, ma hoéa gitp
chiing ta ddm bao an toan cho thong tin.
¢. Khai niém va vai tro cla twdng lira (firewall).

- Firewall: dugc hiéu 13 rdo chin ma mot s6 c4 nhan, t& chic, doanh
nghiép, co quan nha nudc 13p ra nham ngin chin ngudi dung mang Internet truy
cip céac thong tin khong mong mudn hogc (va) ngan chin ngudi ding tir bén
ngodi truy nhép cac thong tin bao mat ndm trong mang ndi bj..

Téc dyng cia Firewall 13 kiém soat lubng théng tin gitra Intranet va
Internet. Thiét 14p co ché diéu khién dong théng tin glua Intranet va mang
Internet. Mot tuong Iira ¢6 thé loc luu lu'orng tir cac nguon truy cap nguy hiém
nhu hacker mot 6 loai virus tin cong d& chiing khong thé pha hoai hay lam t&
liét hé thong Ngoai ra vi cdc nguon truy cép ra vao gura mang ndi bd va mang
khéc déu phal thong qua tuong lira nén tudng lira con ¢6 tic dung theo d&i, phan
tich cac Iudng luu luong truy cép va quyet dinh s& 1am gi v6i nhimg ludng hru
lrgng ding ngd nhu khoa lai mét s6 ngudn dit liéu khéng cho phép truy cép
hotic theo d6i mot giao dich dang ngd nao do.

d. Nhan biét mot website dugc bao mét (Vi dy: giao thic https, ky hiéu
“khéa”).

Nhitng d4u hiéu d& nhan biét mét website dugc bao mét:

- URL bét d4u vai https:/

- Thanh dia chi trinh duyét chuyén sang mau xanh 14 cdy c6 hién thj tén
cong ty quan ly website.

- Lu6n luén kidm tra dia chi URL trén trinh duyét.

- Cum tir https:// va biéu tugng & khéa trén thanh dja chi & trang thai mau
xanh.

e. Céc lya chon @& kiém soédt viéc st dung Internet (Vi du: d6i voi tre
em): gidm sat, han ché duyét web, gidi han cic trd choi may tinh, han ché thoi
gian str dyng méy tinh.

Mt s6 phwong phap kiém soat viéc sir dung Internet, may tinh ddi voi tré
em:

Trén Router: Thiét 14p cong cu giam sit tré em trén router s& cho phép
ching ta thuc hi¢n qua trinh loc web trén tit ca céc thiét bj c6 cing két ndi mang
v6i may tinh nhu may tinh, smartphone, tablet, vd ngay c4 may choi game c6
tich hgp sin trinh duyét.

TrénWindows 7: Windows 7 tich hqp sin mdt sb cong cy diéu khlen cho
phép cha me¢ kiém soét va gidm sét viéc st dung may tmh cua con minh dya trén
tai khoan dang nhap. Phu'ong phép nay rit hiru ich néu nhu tré sir dung nhiing
tai khoan ngudi dung riéng biét trén may tinh cua chung ta.

Trén Windows 8: Cong cu cho phep cha m¢ gidm sat viéc su dung may
tinh ciia tré trén Windows 8 da duoc cai tién dang ké. N6 13 sy két hop gifa tinh
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nang gidi han thdi gian sir dung cua Windows 7 va kha niing gidm sat viée truy
cép cac chuong trinh théng qua b loc web Family Safety di kém vi nhiéu tink
nang mdi khac.

Str dung phan mém: Chung ta ciing c6 thé st dung cac cong cy glam sat
tré bén thir 3. Nhidu bd g dung bdo mat duorc trang bi sin coéng cy glam sat.
Ngoai ra, cling ¢6 nhidu gidi phdp loc web midn phi khac ching ta c6 thé s
dung.

II. Sir dung trinh duyét web
2.1. Thao tac duyét web co ban
a. Cach m¢, dong mét trinh duyét web.

- Dé mé mot trinh duyét web: Dua con tré chuft vao biéu tuong cia trinh
duyét web trén man hinh, nhdp dip chudt d& mé trinh duyét web holic nhén
chudt phai rdi chon Open.Trudng hqp dua con tro chuot vao biéu tugng trinh
duyét web dudi thanh Taskbar thi chi can nhip chuét 1 13n dé mé.

- Dé déng mdt trinh duyét web: Dua con tré chudt vao bidu tuc,mg ddu X
trén thanh cong cy cua trinh duyét web dang mé va nhép chudt 1 lan, hoic
chiing ta diing t hop phim Alt+F4.

b. Str dung chirc nang trg gitp cua trinh duyét.

Cac chuc nang trg glup chinh cla trinh duyf;t Ching ta c6 thé sir dyung
cac chic nang trg giup ciia mdt trinh duyet bao gbm: Xem lich sir, cai dit tuy
chon, danh diu trang, cac tién ich, bao mat,.

c. Cach nhap mét dia chi web (URL) vao thanh dja chi va chuyén téi dia
chi web do.

Tro chudt vao thanh dia chi trén trinh duyét, g6 day da dia chi truy cip
web (URL) va 4n phim Enter, trinh duyét web s& chuyen tm dia chi web d¢.
Truorng hop dia chi web d6 da duqc truy cép mét I4n thi 14n tiép theo khi g8 chir
céi d4u tién ctia dia chi web s& xuit hién céac t1en doén, tir d6 chiing ta c6 thé
dung chudt nhép véo tién doan ding vé&i dja chi cin truy cap.

d. Cach hién thi trang web trong cira s mdi, tab méi.

Mubn hién thi mdt trang web trong cura s6 méi hoac tab mai, ching ta tré
chudt vao dija chi do roi nhip chudt phai, rdi chon tiép (nhip chudt tréi) "Mo
lién két trong clra sb m&i" hodic "M& lign két trong tab méi".

D6i véi hién thj trang web trong tab méi, chiing ta ¢6 thé nhdp con lin
trén chudt sau khi chudt tré vao dia chi cin mé.

e. Cach ngimg tai mét trang web v&, cach khoi phuc (refresh) viée tai mot
trang web.

- Ngimg tdi mét trang web: Khi dang tal mdt trang web ma muén dimg
lai, chiing ta nhap chudt vao biéu tugng chir X ndm cing hang vdi thanh dia chi.
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- Khdi phyc (refresh) viéc tai mot trang web: Mubn khoi phuc viéc tai mot
trang web chung ta nhép chudt vao biéu tréng miii tén tron nim cling hang véi
thanh dia chi.

2.2. Thiét diit (setting)
a. Céch dit trang chitrang dAu cho trinh duyét web.

Dé cai dat trang chi cho trinh duyét web, ching ta m¢ trinh duyét, chon
Menu (thudng c6 bidu tugng =) rdi chon Cai dﬁt (bidu twong banh ring), tim
dén muc Trang chi, sau d6 g6 dja chi trang chi can djt vao thanh dia chi & d6
va luu lai.

b. Céch x6a mét phén hay toan bd lich sir duyét web.

Xb6a mdt phan hofic x6a toan bd lich sir: Chung ta m& trinh duyet chon
Menu (thudmg c6 biéu tugng =) rdi chon Lich sir (hofic Luge sir), tim dén muc
X6a dir lidu duyét web, tai day cé tuy chon dé ching ta x6a toan bd hodc x6a
mét phén, sau d6 nhép vao nit Xéa.

¢. Khai niém va c¢dng dung cia cua sd bat ra (pop-up), cuc-ki (cookie) khi
duyét web.

- Pop-up: L2 mdt cira sb ty déng nhay ra ma ko hé bam chudt khi dang
thyc hién trinh duyét web. N§i dung cia Pop-up thudng 1a quang céo, nhumng

cling co thé 12 ndi dung khic. Cac chuong trinh duyét web hién nay dédu c6 co
ché chin Pop-up. Pop-up c6 thé mang nhitg doan ma ddc gay hai cho my tinh,

- Cookie: La cac thong tin luu trong may tinh thuong duge dung dé nhan
ra ngudi sir dung khi trinh duyét mot trang web nao d6. Khi nguoi sir dung truy
cap dén mot trang web c6 sir dung cookie, trang web d6 s& tu dong gui cookie
dén ngudi su dung . Néu khong c6 cookie chung s& phéi nhép lai thong tin clia
minh trén m3i man hinh web.

Nhimg thong tin dugc luu trit trong cookie hoan toan phy thudc vao
website trén server. Moi website ¢o thé luu trir nhitg thong tin khic nhau trong
cookie, vi du thdi diém 14n cubi ta ghé thim website, danh déu ta di login hay
chua, v.v...

d. Cho phép hay khéng cho phép (khoa) d6i voi cac pop-up vashoic
cookie.

- Béi véi Google Chrome:

+ Bim chon bidu tugng Settings & géc trén bén phai trinh duyét >
Settings.

+ Cudn chudt xubng va chon Show Advanced Settings.
+ Trong myc Privacy, chon Content Settings.
+ Tai day, chon Do not allow any sites to show pop-ups.

+ Chon Manage Exception néu mudn thém mot s6 website ngoai 18.

/4
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- D6i v6i Mozilla Firefox:

+ M Firefox, bAm vio biéu tugng Settings & géc trén bén phai, chgn
Options (hoéc Preferences).

+ Trong tab Content, kich hoat Block Pop Up Windows.

Pé khéa cookie:

- Di v6i Internet Explorer 9

M trinh duyét IE 9 trén may tinh. Vao Tools > Safety > Delete browsing
history... hodc nhan phim Ctrl + Shift + Del trén ban phim

Trén cira sd Delete Browsing History, bd chon phan Preserve Favorites
website data, chon ca 2 tiy chon Temporary Internet Files va Cookies & ngay
dudi phan do; sau do kich vao Delete.

Sau khi IE thyc hién x0a xong, s€ c6 mét thong bao & phia dudi cling clia
clra s6 1a né d4 xo6a thanh cong cache va cookie cua trinh duyét.

- Dé6i véi Firefox 4

Mé& trinh duyét Firefox 4. Vao tab Firefox & goc trén cung bén trai cua
trinh duyét, chon Options > Options

Trén cira sb thiét 1ap cda Firefox, chon tab Privacy. Trong phan History,
ban chon Use custom settings for history. Véi cac ty chon md&i xuét hién, s&
théy nit Show Cookies, kich chon nd. Trén cira sb Cookies dugc mé ra, kich
vao Remove All Cookies, sau do kich Close.

Kich tiép OK dé déng cira sb thiét 1ap cia Firefox.

- Déi véi Chrome 10

Mé trinh duyét Chrome trén mdy. Vo biéu tugng “cd 18” & phia goc
ngoai cung bén phai cia phan thanh dja chi va chen Options. Tab Options s&
duge ma ra chon phan Under the Hood, tai ddy ¢6 rat nhiéu cach dé lya chon

Cach 1

Trén giao dién ban diu cta Under the Hook, trong phan Privacy,
chon Clear browsing data.

Trén popup xut hién ban cé thé chon dit liéu cdn x6a: Browsing history,
Download history Cache, Cookies and other site data, Saved passwords va

Saved Autofill form data. Ching ta s& chon Delete cookies and other site
data va Empty the cache. Sau d¢ kich nut Clear browsing data.

Cach 2
Trong phén Privacy, van chon Content settings. ..

Trén popup Content Settings, kich vao phan Clear cookies and other site
data when ] close my browser. V4i tuy chon nay, Chrome s& tu djng xda
cookies moi lan dong trinh duyét.
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Cach 3

Trén giao dién Under the Hook trong phan Privacy, chon Content setting.
Trén popup Content Settings vira xuat hién, kich vio All cookies and site data.

Trén trang Cookies and Other Data, chon Remove All, sau d6 déng hét
céc cira sb lai.

e. Xba céc tép tin trung gian, tp tin tam thi 1y vé tir Internet.

Trong Windows 7, aé duqc x04 cac tép trong cip Tép Internet tam thoi do
Internet Explorer tai xubng, bAm bét dau Start, nhép vio Bang diéu khién, bdm
vao mang va Internetva sau 6 bam Tity chon Internet. BAm tab chung va sau d6

bam xo4 trong lich sir duyét. Nhap vao x04 tAt ca, bAm c6 dé x4c nhan ring ban
mudn xo4 théng tin ndy, sau d6 bam OK.

2.3. Chuyén hwéng tir ngudn ndi dung Internet nay qua ngudn khac
a. Cach ding thanh dia chi, lich sir duyét web d€ chuyén huéng.

Dé chuyen huéng tir ngudn ndi dung Internet nay qua ngudn khac ching
ta g6 URL can dén vao thanh dia chi trinh duyét rbi 4n phim Enter dé t6i, hoic
chuing ta truy cap vao lich sir duyét web va chon mét dia chi ngudn khac dé tai,

b. Kich hoat m{t siéu lién két.
P4 kich hoat mét siéu lién két, tro chudt vao siéu lién két d6 roi nhap
chudt trai, ho#c nhép chudt phai va chon Open.

¢. Chuyén dén trang chu clia website; dén trang web trudc, trang web sau
trong cac trang web da duyét.

- Dé dén trang chil ciia mdt website, chiing ta nhép chudt vao bidu tugng
ngdi nha hoiic tab Trang chi/Trang chinh trong website do.

- D& dén trang trude cia mt website, chiing ta nhép chudt vao bidu tuong
chit miii tén bén trai ndm cung hang vdi thanh dia chi.

- Pé dén trang trude cia mot website, ching ta nhép chudt vao bidu tugng
chif mii tén bén phai ndm cing hang v&i thanh dia chi.

2.4. Panh dau

a. Céch dit/xo6a danh dau (bookmark) mét trang web,

- D& danh d4u mdt trang web, vi du d6i voi trinh duyét Firefox, chung ta
lam nhu sau:

Nhén 1&n biéu trgng ngdi sao trong thanh Dia Chi. Biéu tuong ngdi sao s&
tl,r dién thong tin va trang dénh diu s& dugc tao trong thu myc Céc trang déanh
diu Chua sép xép.

'Dé chinh stra chi tiét trang dénh dAu, hdy nhin 1én biéu twgng ngdi sao
mot 1an nita. Hop "Chinh sfra Trang danh dau Nay" sé& hién ra.

Trong hop "Chinh sira Trang danh dAu Nay", ¢6 thé thay ddi cac chi tiét
cia trang danh diu vira tao: B
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Tén: Tidu dd ciia dénh déu.

Thu mye: Ncn ban mudn luu trir trang danh diu nay. Nhén Ién trinh don
tha xuong dé hién thi danh sach cac thu myc hay dung ghn day, hodc chon
Chon... tir trinh don tha xuong d8 hién thj danh s4ch tit ca cac thu myc chira
trang danh dau.

Nhan: C6 thé dé trong. Nhiin dugc ding trong viéc tim kiém trang dénh
dau. Dé biét thém théng tin, xem Bookmark Tags - Categorize bookmarks to
make them easy to find. Nhén Xong dé hoan thanh viéc chinh sira trang dénh
dau.

Tuwong tir chung ta ciing c6 thé bookmark dugc trén cic trinh duyét khac
nhu Coc Coc, Chrome, IE, Opera, hay Safari.

- Dé x6a danh diu mot trang web, vi du d6i véi trinh duyét Firefox, chiing
ta lam nhu sau:

Piu tién, nhip chudt vao muc Firgfox O goc trén bén phai, chon
Bookmarks ->Show all bookmarks. Chgn tiép vao Unsorted bookmarks, 6 bén
canh s& liét ké c4c bookmark cia ban. Nhip chudt phai vao bookmark dé, chon
Delete la dugc.

Twong ty, ching ta cling c6 thé x6a bookmark dugc trén céc trinh duyét
khac nhu Coc Coc, Chrome, IE, Opera, hay Safari.

b. Céch hién thj trang web dd danh dau,

Pé hién thj trang web d& danh dau, vi du ddi vé6i trinh duyét Firefox,
chung ta [am nhu sau:

Tai giao dién trinh duyét Firefox, chon vao biéu tuong Hién thj danh ddu
trang >> Show All Boomarks (Hodc nhén tb hgp phim Ctrl + Shift + B)

MOt cira s6 moi hién 18n, chon vao All Bookmarks >> Bookmarks Menu
>> Recently Bookmarked. Khi d6, ching s€ thay cac danh sach trang Web da
dugc danh déu.

Twong ty, ching ta cling ¢ thé hién thj cac trang da danh déu dugc trén
cac trinh duyét khac nhu Coc Coc, Chrome, IE, Opera, hay Safari.

. Cach tao, x6a thur myc danh d’a;u; thém céc trang web vao mdt thu muc
danh dau.

- Bé tao thu muc danh déu, vi dy dbi voi trinh duyét Firefox, chiing ta lam
nhu sau:

Tai giao dign trinh duyét Firefox, «chon vao biéu tuong Hién thi déanh déu
trang, nhap chudt phai vao bang maéi xuat hién, chon Thir myc mdéi, sau d6 thém
Tén va M ta vao bang yéu ciu méi xuét hién, rdi chon Thém.

Tuong ty, chiing ta ciing c6 thé tao thu myuc danh diu dugc trén cdc trinh
duyét khac nhu Coc Coc, Chrome, IE, Opera, hay Safari.
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- P& x6a thu muc danh déu, vi dy @i vdi trinh duyét Firefox, ching ta
lam nhur sau:

Tai giao di¢n trmh duyét Firefox, chon vao bleu tuong Hién thi danh déu
trang. Tai bang modi xuét hién, tim dén thu muc cin xéa, nhip chudt phii va
chon Xoéa.

Tuong ty, ching ta cling c6 thé xéa thu myc danh déu dugc trén céc trinh
duyét khac nhu Coc Coc, Chrome, IE, Opera, hay Safari.

IIL Sir dung Web

3.1. Biéu miu va sir dung mét s6 dich vy cong

a. Bidu miu (form) va cong dung cia nd

Bidu mAu [3 phién ban dién tir ctia bidu miu gidy, dugc quén 1y, lwu trit
trén may tinh va luu hanh trén moi trudng mang.

B1eu mau nham phuc vy thu thap dif lidu theo yéu cau ctia dich vu cong

tre tuyén va to chuc dit liéu dudi mot dinh dang chuln, thng nhit d&é giri téi
tmg dung cung cép dich vu hanh chinh céng tuong tng.

b. Céch sir dung céc hdp vin ban (text box), danh sach kéo xuong (drop-
down menu), hdp danh sach (list box), hop kiém tra (check box), nit bam (radio
button) d& dién mot biéu miu trén web.

Chung ta str dung cac hop vin ban (text box) d& nhip céc thong tin dang
&n ban, danh sach kéo xuong (drop-down menu) d& tim kiém cac chirc ning,
thong tin s&n ¢6 trong bidu mau, hop danh séach (list box) de dién thong tin c6
sin dudi dang danh sach, hop kidm tra (check box), niit bdm (radio button) dé
dién mot bidu mau trén web

c. Céch giri (submit) biéu miu, thiét 1ap lai mot bidu mAu trén web.

Sau khi dién xong mét biéu mau, chiing ta 4n nit submit hodc mit tuong
tir d& gri bidu mAy, lic nay biéu mau s& duge chuyén di.

d. Dang nhép vao trang mang dich vy hanh chinh cong trie tuyén, Biét
cach dang nhap, khai bio bidu méu va g di biéu mAu tuong tmg.

Céng djch wy c¢ong truc tuydn cua tinh c6 dja chi
http://dichvucong.hatinh.gov.vn. T4t ca dich vu cng truc tuyén cia cic co quan
trén dja ban tinh déu dugc tich hgp vao Céng dich vu cong clia tinh. Moi ngudi
cé thé truy cdp d& dang, tuy nhién dé ding ky cac dich vu ¢ong mic dd 3 cin
phai ty tao tai khoan (theo huéng dan) dé ding nhap va khai thac.

3.2. Luwu ngi dung

a. Céc céch khéc nhau d& luu lai ndi dung tilh théy trén web. Céch ghi lai
mdt trang web vao mdt thu muc.

Pé luu lai ndi dung trén web, ching ta c6 thé copy ndi dung can thiét hodc
luu trang web v& mdy tinh @ xem Offline: /o
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- Luru trang web dang html: Chi bao gbm ndi dung text, css - javascript(néu
¢6) khi mé& 1én chi nhin thay text va co thé bj v& khung, khong ¢6 hinh anh.

- Luu trang web toan bo: bao gdm ca html va céc file can thiét khéc, khi mé
Ién & c¢6 gan nhu day du nhu xem online,

b. Céch tai céc tép tin tir web vé va ghi vao mdt thur myc, sao chép vin
ban, hinh anh, dia chi (URL) tir mét trang web vao trong tai li¢u.

- Tai te;P tin trir trang web: Thl,rc hién tai tép tin tir web bing cach nhip
chudt truc tiép va tep tin hodc vao bidu tugng Download canh tép tin cin tai, sau
d6 chon thu muc dé luu,

- Sao chép vin ban, hinh anh, dja chi URL tir m{t trang web vao trong tai
liéu: Bbi den dbi tugng cén sao chép, chudt phai chen Copy (hodc Cirl+C), sau
d6 mo tai liéu, chon Paste (hodc Crl+V).

3.3. Chuén bj in va in

a. Chuén bi mjt trang web dé in: thay di hudng trang in, kich c& gidy, 1¢
trang in. Xem trang web trudc khi in.

Dé in mdt trang web trude hét mé trang web ¢an in len, chon Menu
(thuong cé bieu tugng —-) rdi chon chirc ning in. Khi d6 s& xuat hién trang web

trude khi in, dong thori ¢6 thém cac thiét 1ap khac cho phép ngudi sir dung digu
chinh theo y mudn

b. Chon lya phuong én dua ra: todn bd trang web, céc trang cy thé, phan
viin ban dugc chon, s6 lugng ban sao va in.

Dé in mdt trang web, truéc hét mo trang web cin in 1én, chon Menu
(thudng cé bidu tugng =) roi chon chirc nang in. Khi d6 s& xuét hién trang web

truge khi in, dong thoi c6 thém céc thiét 1ap khac cho phep ngudi sir dung diéu
chinh theo y mudn nhu in toan bé trang, in timg phén, sé lugng ban sao

IV.Sir dung thw di¢n tir
4.1. Khai niém va nguy co khi sir dung thir dién ti
a. Khai niém thu dién tir (e-mail) va cong dung chinh cua noé.

Thu dién tir, hay email (tir chir electronic mail), 1a mét hé théng chuyén
nhén thu tir qua cac mang mdy tinh.

Email 1a mdt phuong tién théng tin rt nhanh. Mt méu théng tin (thu tir)
c6 thé dirge giri di & dang ma hoa hay dang théng thuo‘ng va dugc chuyén qua
cac mang may tinh dgc bi¢t la mang Internet. No ¢6 thé chuyén méu thong tin tir
mot mdy ngudn t&i mdt hay rit nhiéu may nhan trong cung liic.

Ngay nay, email chéng nhimg cé thé truyén giri duge chir, né con co thé
truyén du'qc céc dang thong tin khac nhu hinh anh, 4m thanh, phim, va dic blg:t
cic phin mém thu dign tir kidu méi con co6 thé hién thj céc email dang séng
dong tirong thich véi kiéu tép HTML.

b. Thanh phin va clu tric cia mét dja chi thir dién ti.

164



]
;
4

I
i
i
)
i
i
:
H
#
i

W A, e A T B e L

RSO SOLRINE Y

A e T

D 2 e

O P U

- =

Ciu tric dia chi thr dién tr nhuy sau: Tén_dinh dang_thém
tén_email@tén_mién

Phan tén_dinh_dang_thém: Pay la mét dang tén dé cho ngudi doc c6 thé
d& dang nhin ra ngudi giri hay noi giri. Tuy nhién, trong céc thu dién tir nguoi ta
c6 thé khong cin cho tén dinh dang va 14 thur dién tir van duoc giri di ding noi.
Vi dy: Trong dija chi gui thu toi viét dudi dang Nguyén Thi A
nguyenthlal 11@yahoo.com hay viét dudi dang nguyenthial11@yahoo.com thi
phén mém thu dién tir vin hoat dong chinh xac va giri di dén ding dia chi.

Phin tén_email: P4y 13 phin xac dinh hop thu. Théng thuong, cho dé
nhé, phan nay hay mang tén ciia ngudi chi ghép véi mot vai ki tu dic biét, Phan
tén nay thuong do ngudi diing ki hop thu dién tir d5t ra. Phin nay con duge goi
12 phén tén dja phuong.

Phén tén_mién: biy 14 tén Enién clia noi cung cap dich vu thu dién tir.
Ngay sau phin tén_email bit dAu bang chit "@" nbi lién sau d6 la tén mién.

c¢. Khai niém Iltra dao (phishing) va nhén di¢én su lira dao théng thudng.

- Phishing 1a mét hinh thirc gian lén dé c6 nhimg théng tin nhay c&m nhu
username, password credlt card ... bang cich gid mao nhu 12 mdt thyre thé déng
tin cdy trong cac glao tiép trén mang. Qua trinh glao tiép thudng dién ra tai céc
tran mang x4 hoi ndi tiéng, cac trang web diu gid, mua ban hang online...ma
da s6 ngudi ding déu khdng canh giac vdi nd. Phishing sir dung email hoac tin
nhén tirc thoi, gid dén ngudi ding, yéu céu ho cung clp théng tin cin thiét.

Ngudi ding vi sy chil quan ciia minh d& cung cip thong tin cho mét trang web,
trong thi c6 vé hop phap, nhung lai 1a trang web gia mao do céc hacker 14p nén.

- B3c diém nhin dang cc email hira déo:

Email yéu ciu ngudi ding cung cip théng tin cé nhin. Pua thong tin vé
cac giai thudng, sy klen cho ngudi ding. Céc tin lién quan dén c4c van dé néng
trong xa hdi tai thoi diém hién tai. Gui céc tép tin dinh kém tir nhlmg ngudi ma
ban khéng | biét. Cac tap tin c6 thé lién quan dén cong viée, tuyén dung hay cic
théng tin v& linh virc ma ban quan tim.

Email khong co6 chil, chi la nhu'ng hinh anh cfing rit nguy hiém. Bim vao
bt ky vung ndo trong email d6 c6 thé din dén trang web dé du ban ding nhap
thong tin ¢4 nhan hofic bj nhiém ma ddc. Email chira nhiéu thong tin boi dam.
Email véi nhu'ng 161 chao héi, 1dm quen chung chung khéng chi tiét, Thudmg bit
diu theo kiéu “chao ban”, “hello Friend”, “Dear Member”. Giri mot tip tin
HTML cia 1 form ddng nhdp trang thanh toan, login ctia ngén hang, website ndi
tiéng. Khi ngudi sir dung tai vé va nhip thong tin vao cac form nay, tai khoan
clia ban s& dugc giri v& cho tin tic.

d. Nguy co 13y nhiém virus may tinh do m& mét thu dién tir khong an
toan, do m¢& mét tép tin dinh kém. @/
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Khi ¢6 cic email cé gui kem duong lmk lién két codiu hidu khéng phu
hop hay c6 mét tép tin dinh kém kha nghi thi rét c6 thé 13 mét email chira virus,
Chting ta cin phai than trong viéc mé céc thu nay.

4.2. Viét va giri thr dign tir
a. Mé&, dong phin mém thwr dién tir.

Mo, dong phin mém thur dién tr cling twong ty nhu mo, dong cac phan
mém khac. Mubn mo mot thar dién tir chung ta chi vu;c nhép chuét tryc tlep vao
thu cin ma, khi cn déng chiing ta nhap chudt vao biéu tugng chit X & giao dién
thu.

b. Cdch én/hién cic thanh cong cy, ruy-bang. Biét cach sir dung chirc
ning trg gitp cia phin mém thu dién tr.

Dé 4n/hién cac thanh cong cy, ruy bing, chiing ta trd chudt vé phia cubi
thanh céng cy, sau d6 nim va kéo 1én/xudng.

C6 nhiéu chirc nang tro gitp trong cc phén mém thu dlf;n tr, ching ta co
thé vao phén Cai dat va lya chon cac sy trg giip theo mong mudén

c. Pién ndi dung cac truong Ngudi nhén (To), Pong giri (Copy, Cc),
Péng giri khong hién thj (Blind copy, Bec), Chu dé (Subject)

Khi nhép chuét vao soan thu méi, s& xuét hién g1a0 dién soan thu co cac
truémg: Ngudi nhan (To), Pong giti (Copy, Cc), DPéng gm khong hién thi (Bhnd
copy, Bee), Chu d& (Subject). Ching ta cén cir vao nhu clu giri d& dién cac noi
dung cho phu hgp

d. Cach viét mdt thu dién tir méi; sao chép vin ban tir mét nguén khac
vao trong thu dién tr.

Trong glao dién thu dién tir, co nut chuc ning soan thu (hoac soan thu

méi), ching ta 4n vio d6 d& thyc hién viéc viét mét thur dign tir moi (bao gdm
cac trudng & trén va ndi dung thu, tép tin dinh kém) rdi 4n niat chic ning gui.

Viéc sao chép van ban tir mét ngudn khac vao thir ciing gibng nhu vigc
sao chép van ban thong thuong.
e Su gi’in thiét cua viée ghi chii dé thu ngén gon va chinh xdc, tra 161 thu
ngin gon, kiém tra chinh ta trudc khi giri thu.
Chu dé thu nga.n gon va chinh xac s€ dam bao nguoi nhan biét téng quat
ndi dung cia thu ma khong phai mét nhidu thdi gian, cong strc dé doc glup

ngudi nhan thu nhan biét dugc tAm quan trong cia thuy ma khong cin doc ndi
dung thur.

Noi dung tra 1oi ngén gon, kiém tra chinh ta trude khi giri gitp nguoi
duoce tra 101 giam thoi gian doc thu, tranh gdy nhing hiéu 14m khéng d4ng c6.

f. Sir dung céng cu kiém tra chinh ta v sira 16i chinh ta.

Trong glao dién soan thu mdi co chuc nang kiém tra va sira 13i chinh ta,
c6 lya chon cdc ngdn ngir dé kiém tra. Ching ta nhép chudt vao d6 ¢ thyc hién.
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g. Cach dinh kém hoéc hiy dinh kém mét tép theo thr. Biét c4c han ché
khi giri céc tép dinh kém: kich thudce t6i da, cac kiéu tép hop €.

Trong glao dién soan thu méi, ching ta nhdp chudt vao biéu tugng csi
dinh ghim gidy dé thire hién dinh kém mét tép. Dung luqmg tbi da cua tép va céc

kiéu tép hop 1€ tlty thudc vao quy dinh ciia nha cung cip phdn mém thu dién tir
(chi yeu la file vin ban, anh,... va khong qua 25MB).

h. Cach luu ban nhap (draft) ctia email; giri e-mail, giri e-mail véi cic wu
tién.

Sau khi soan thir méi xong, ndu chua mudn giri thu di, chiing ta tién hanh
luu thu. Hién nay, da sb cic phdn mém thu déu thuc hién chic nang luu thu tr
dong.

Néu mudn giri, chiing ta nhip chudt vao niit chirc ning giri trong giao dién
soan thu méi.

4.3. Nhan va tra 1oi thir dién tir

a. Céach ldy thu vé, md thu va luu tép dinh kém (néu c6) vao mot thw muc;
xem va in ndi dung thong di€p nhan dugc.

. Mubn mé mot thu dién tir chiing ta chi viéc nhép chudt truc tiép vao thu
can mo.

Viéc Iuu tép dinh kém tir thu cling twong tu nhar viéc tai cac tép trén cac
website khac.

Trong giao dién doc thu c6 chirc ning in thu, chiing ta c¢6 thé sir dung dé
in ndi dung théng diép.

b. Phan bigt va sir dung chirc ning tra 1o (reply), trd 16i cho tat ca (reply
to all); biét céch chuyén tiép (forward) thu dién tir.

- Chirc nang tr 101 (reply): Reply nghia la tra 1di, tra 10i trye tié}g chi cho
mot minh ngudi guri, nhimg tép tin dinh kém s& khéng duge chuyén tiép khi si
dung chitc ning reply.

.~ Chirc néing tra 16i cho tit ca (reply to all): Tra 161 tht ca moi ngudi bao
gom ca nhirng ngudi ndm trong muc CC (khéng gom BCC).

- Chuyén tlep (forward) thu dign tir: Forward nghla 14 chuyén tlep, nghla

14 toan bd nhimg gi nim trong mail trrde déu duoc chuyén di, bao gdm ca ndi
dung thir cii va tép dinh kem. VJ/



