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MO DUN KY NANG 01: HIEU BIET VE CNTT CO BAN
I. Kién thirc co ban vé may tinh va mang may tinh
1.1. Phan céng:

a. Khai niém may vi tinh, may tinh ca nhan, may dé ban, may xach tay,
may tinh bang:

- May tinh hay 1a may vi tinh 1 thiét bi dién tr dung dé ty dong héa qué
trinh thu thap, luu trit va xa Iy théng tin. CAu tric chung caa may tinh bao gom:
Bo xu ly trung tdm (CPU-Central Procesing Unit), bo nhé trong (Main
Memory), cac thiét bi vao/ra, bd nhé ngoai (Sencondary Memory).

B6 nhé ngoai

A

\ 4

Bo xur ly trung tam

Bo diéu khién Bo s6

a

\ 4

Thiét bi vao > B6 nhé trong —>  Thiét bira

So do cau trdc may tinh

- May tinh c& nhan: May tinh ca nhan (tiéng Anh: personal computer, viét
tat PC) 12 mot may dién toan siéu nho, c6 gia ca, kich thudc va sy twong thich
cta nd khién né hiru dung cho ting c& nhan. May tinh ca nhan hinh thanh trén
nén cdng nghé vi xt 1y, cho phép cac nha san xuat dua toan bo CPU 1én mot con
chip. May tinh ca nhan rat quen thudc voi chung ta, thuong duoc st dung nhu 13
maot cong cu hd tro trong cong viéc vi du nhu soan thao vin ban, tinh todn, quan
1y co so dit liéu, giri nhan van ban,... Ngoai ra, né con dugc dung trong cac muc
dich giai tri nhu la choi tro choi dién tir, nghe nhac, xem phim, ludt web,...

- May tinh dé ban: La may tinh c& nhan , thuong duoc dit trén ban trogn
qua trinh sir dung, do do no du ¢c goi 1a may tinh dé ban . Loai may tinh nay
thuong to nhat trong tit ca cac PC . M6i ho phan trong may tinh dé ban & éu c6
thé tach roi va thay th é duoc. Dic biét 1a co thé gan 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 d@é ban

- May tinh xach tay (Laptop): La loai may tinh c& nhan co kich thic nho,
trong lugngnhe, chi nang vai can . Loai laptop hién dai thuong duoc goi la ‘may
tinh notebook vi kich thuéc mong, nho cua nd . May noteb ook thu:O’ng chi day
10cm hodc mong hon . Cac hing san xuét laptop va notebook noi tiéng 1a IBM
Apple, Compag, Dell, Toshiba va HP . Laptop va notebook duoc lép man hinh
LCD va thudng chay bang pin, diéu nay tao cho ngu:cn su dung kha nang mang
theo su dung khi di chuyén & nhiéu noi. Laptop va notebook két hop cac bo
phén may tinh chu yéu trong mot thlet bi duy nhat . May laptop c6 thé ¢6 6 dia
mém, 6 CD va 6 VCD, hodc cac 6 nay co thé duoc gdnvao nhu thiét bi ngoai vi
dé giam thiéu trong luong va kich thudc.

Hinh anh minh hpa may tinh xach tay

- May tinh bang: Ciing 1a mét lgai may tinh tuong tu notebook. May tinh
bang (tiéng Anh: Tablet computer) con duoc goi ngan gon la Tablet, 14 mot loai
thiét bi may tinh tat ca trong mot véi man hinh cam ang 7 inches trg Ién, sir
dung bat cam @ng (néu cd) hay ngon tay dé nhap dir liéu thong tin thay cho ban
phim va chudt may tinh.

Hinh d@nh minh hoa may tinh bang



La loai thiét bi di .dong thir ba, khong phai 1a may tinh xach tay hay dién
thoai di dong. N6 c6 thé c6 ban phim hay chudt di kem, tuy model va tuy theo
hdng san xuit. Tén goi cua loai thiét bi ndy Ia bang viét vi né trong gidng céi
bang.

b. Phan cirng may tinh, phan biét thiét bi trung tdm va thiét bi ngoai vi.

- Phan ciing may tinh: Phan cimg may tinh 1a n6i dén ciu tao cua may tinh
vé mat vat ly. Bao gom toan bo cac thiét bi, linh kién dién tur ctia may tinh (nhu:
Case, main, chip, ram, 6 dia ctng, man hinh, chuét, ban phim...).

- Thiét bi trung tam: La cAc thiét bi chinh cau thanh mot may tinh nham
dam bao may tinh cé thé van hanh dugc, nhu: Mainboard, CPU, RAM, ROM,
dia cang trong,...

- Thiét bi ngoai vi: Thiét bj ngoai vi 1a tén chung n6i dén mot sé loai thiét
bi bén ngoai dugc két ndi vao may tinh voi tinh nang nhap xuat (10) hoac mo
rong kha nang luu trir (nhu mot dang bd nhé phy). Thiét bi ngoai vi cia may
tinh c6 thé 1a thiét bi cau thanh may tinh va khéng thé thiéu dugc & mot sé loai
may tinh hoac thiét bi c6 muc dich mo rong tinh niang hoac kha niang cua may
tinh.Cac thiét bi ngoai vi chinh: Thiét bi luu trit, thiét bi xuat/nhap, thiét bi mang
va truyén théng.

¢. Cac thanh phan co ban cia may tinh dién tir: Bo xur ly trung tam (CPU),
b6 nho trong.

- Bo xtr ly trung tdm (CPU): B phan quan trong nhat gan 1&n bang mach
chinh 12 bo vi xir ly caa may tinh con goi 1a CPU. La noi tién hanh viec xu ly
thong tin va phat ra tin hiéu diéu khién moi hoat dong cua may tinh, CPU c6 thé
trao d6i dit liéu véi bd nhé chinh hay céc thiét bi qua hé théng vao ra.

- B6 nhé trong: Bo nhé trong 1a cac loai bd nhé nam bén trong thing may,
duoc sir dung luu trit chuong trinh, phuc vu qué trinh xur ly cua CPU. B§ nhé
trong chia 2 phan co ban la bo nhé dong (RAM) va bo nha chi doc (ROM).

+ Bo nhd dong (RAM): RAM la chir viét tat cuia Random Access
Memory, b nhé truy nhap ngau nhién. La mot loai bo nha trong, ¢ tée do truy
cap nhanh, cho phép luu gitr théng tin trong mot khoang thoi gian ngan, 1a noi
may tinh truy cap xi li thdng tin tam thoi, dit liéu s& bi mat di khi bi cat ngudn
dien.

+ B6 nhé chi doc (ROM): ROM la chit viét tit cia Read Only Memory.
La bo nhé luu trit cac chuong trinh ma khi mat nguén dién cung cap sé khong bi
(x6a) mat. Ngay nay con c6 cong nghé FlashROM ticc bo nhé ROM khéng
nhitng chi doc ma con c6 thé ghi lai dugc, nhd ¢6 cdng nghé nay BIOS duoc cai
tién thanh FlashBIOS.

d. Pon vi do tdc d6 cua bo xu Iy trung tam:Téc do xir ly cua bo xu ly
trung tdm duoc do bang sé 1an thuc hién mét Iénh trén mot gidy, don vi la Hz,
MHz, GHz.

e. bon vi do dung luong bo nhé: KB, MB, GB, TB.



1B (byte) =8 bit
1Kb(Kilobyte) = 1024 B
1Mb(Megabyte) =1024Kb
1Gb(Gigabyte) =1024Mb
1Tb(Terabyte) =1024Gb

f. Cac loai phuong tién Iuu trit chinh: Pia ctig trong, dia cirng ngoai, cac
loai dia quang (CD, DVD), thé nhg, 6 nhé di dong. Biét cac don vi do dung
lugng luu trir nhu bit, byte, KB, MB, GB, TB. Biét cac don vi do téc do quay
cua cta 6 cang (rpm - rounds per minute) va do toc do ghi/doc ciia phuong tién
luu trir (bps - bits per second). Biét khai niém luu trit trén mang, luu trix tép tin
truc tuyén.

g. Cac thiét bi nhap thdng dung va cach ndi ching vao may tinh: Ban
phim, chuot, bi lan (trackball), bang cham (touchpad), bat cham (stylus), man
hinh cam &ng, can diéu khién (joystick), may ghi hinh truc tiép (webcam), may
anh ky thuat s6, mi-crd (micro), may quét anh (scanner).

h. Mot s6 thiét bi xuat thong dung va cach ndi chiing vao may tinh: Man
hinh, man hinh cam ¢ing, may in, loa, tai nghe.

. Céc COng thdng dung: Cong ndi tiép, cong song song, cong ndi tiép van
nang (USB) cong mang.

1.2. Phan mém
a. Khai niém phan mém va vai tro caa phan mém.

- Phan mém may tinh (Computer Software) hay goi tat la Phan mem
($oﬁware) la mot tap hop nhitng céu Iénh hoac chi thi (Instruction) dugc viét
bang mot hoac nhieu ngﬁp ngtw lap trinh theo mot trat tu xac dinh, va cac dix liéu
hay tai liéu Ii@n guan ,nhai‘m tu dong thuc hién mot so nhiém vu hay chirc nang
hoac giai quyét moét van deé cu the nao do.

- Vai tro cua phan mém: Phan mém c6 vai tro gilp van hanh hé thong
phan cuang (may tinh, thi€t bi mang,...) va thyc hién cac chie nidng khac ma
ngudi dung can.

b. Phan bigt hai loai phan mem chinh: phan mém h¢ thong (Vi du: hé dicu
hanh) va phan mém ng dung.

_- Phan mém hé thong: La phan mém may tinh thiét ké cho viéc van hanh
va diéu khién phan cirng may tinh va cung cap mét kién trdc cho viéc chay phan
mém ung dung.

- Phan mém ung dung: (tiéng Anh: Application software, con viét tit 1a
Application hogdc app) la mot loai chuong trinh c6 kha nang 1am cho may tinh
thuc hién truc tiép mot cdng viéc nao d6 ngudi ding mudn thyc hién.

c. Chtic ning cta hé diéu hanh, biét tén cia mot sé hé diéu hanh théng
dung.

- Hé diéu hanh 1a mot phan mém chay trén may tinh, ding dé diéu hanh,
quan ly cac thiét bi phan cting va cac tai nguyén phan méeém trén may tinh. Hé
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diéu hanh dong vai tro trung gian trong viéc giao tiép giira nguoi sir dung va
phan Cung may tinh, cung cidp mot méi trudng cho phép ngudi st dung phét
trién va thuc hién cac tng dung cua ho mét cach dé dang.

- Céc hé diéu hanh duoc st dung ngay nay trén cac may tinh da chirc ning
(nhu may tinh ca nhan) chi yéu gém hai chung loai: hé diéu hanh ho Unix va hé
diéu hanh ho Microsoft Windows. Cac may tinh me (Mainframe computer) va
cac hé thong nhing dung nhiéu loai hé diéu hanh khac nhau, khong phai 1a Unix
hay Windows, nhung cling trong tw nhu Unix hay Windows.

d. Chtrc nang ctia mot s6 phan mém tng dung théng dung: Xt 1y vin ban,
bang tinh, hé quan tri co s¢ dix ligu, trinh chiéu thu dién tu, trinh duyét web,
bién tap anh, tro6 choi may tinh va mot s6 phan mem khac.

e. Phan mém thwong mai va phan mém nguén ma.

- Phan mém ngudn mo: La nhitng phan mém dugc cung cap dudi dang ma
ngudn, khong chi mién phi tién mua ma chu yéu 1a mién phi vé ban quyén. Do
c6 duoc ma nguon cia phan mém va cd quy dinh vé gidy phép phan mém nguon
mé& (vi du General Public Licence — GPL), ngudi sir dung c6 quyén sira doi, cai
tién, phat trién va nang cap theo mot s6 nguyén tic chung da dugce qui dinh ma
khong can phai xin phép ai.

- Phan mém thwong mai: L& phan mém duoc san xuat nham muc dich
budn ban hoic phuc vu cho cac muc dich thuong mai. Phan mém thwong mai ¢6
thé 1a phan mém s& hitu doc quyén hoic cac mé hinh kinh doanh cho phan mém
ma nguon mo.

f. Tén va chic ning ctia mot sé6 phan mém ngudn ma théng dung xu 1y
van ban, bang tinh, trinh chiéu, thu dién ta, trinh duyét web, bién tap anh.

Phan mém van phong OpenOffice.org véi 6 md dun: Soan thao van ban -
Writer; Bang tinh dién ti - Calc; Trinh chiéu - Impress; Co sé dit liéu - Base; Do
hoa - Draw; Soan thao cong thirc todn hoc - Math. Phan mém quan 1y thu dién
te Mozilla  Thunderbird;  trinh  duyét web: Firefox, Google
Chrome,Opera,...Phan mém xir Iy anh GIMP.,

1.3. Mang may tinh va truyén thdng

a. Khai niém mang may tinh.

b. Mang may tinh 1a mot tap hop cac may tinh duoc két ndi theo mot
phuong thitc nao dé sao cho chung c6 thé trao doi dir liéu va ding chung cac
thiét bi. Cac may tinh duoc két ndi c6 thé trong cling mot phong, mot tda nha,
mét thanh phd hoac trén pham vi toan cau.Phan biét mang cuc bo (LAN), mang
dién rong (WAN).

- Mang cuc bo (LAN): LAN la viét tat caa Local Area Network 1a mang
cuc bo két ndi cac may tinh vai nhau trong mot khu vuc cé khong gian nho
(nhu: truéng hoc, co quan,...) dé chia sé tai nguyén va trao ddi thong tin. Két
ndi dugc thuc hién thong qua madi truong truyén thdng toc do cao nhu day cap.
Cac LAN ciing c6 thé két ndi voi nhau thanh WAN. LAN thuong bao gom mot
may chu (server , host) va cac may khach (client, may tram).
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- Mang dién rong (WAN): Wide Area Networks 1a mang duoc thiét lap
dé lién két cac may tinh cua hai hay nhiéu khu vuc khac nhau, & khoang cch xa
vé mit dia 1y, nhu gitra cac quan trong mot thanh phd, hay gitra c4c thanh pho
hay cac mién trong nugc. WAN co thé ket ndi thanh mang rleng cia mot to
chuee, hay c6 thé phai két ndi qua nhiéu ha ting mang cong cong va cia céc cong
ty vién théng khac nhau.

c. May khach/may chu.

- M® hinh xir ly kiéu khach - chi dugc xem nhu 14 mét mic cao hon,
mot sy phét trien tu nhién ciia md hinh xw Iy chia sé thiét bi. Trong mang s& ¢6
mot s6 may 1a may chu (server) khong nhiing chi cung cap cac dich vu file hay
in 4n ma ca céc dich vu xt Iy do cac may tinh khach (client) yBU Cau.

- May chi (Server): La mot mdy tinh duoc két ndi véi mot mang may
tinh hoac internet, co IP tinh, co6 nang luC xur Iy cao va trén do6 nguoi ta cai dat
cac phan mém dé phuc vu cho cac may tinh khac truy cap de y&u cau cung Cap
cac dich vu va tai nguyén. May chit ¢dam nhan vai trd cung cap dit liéu trong suot
24h va 360 ngay cho cac may tram (client) ciia ngudi ding trong to chic.

- May khach (Client): L4 mdt may tinh ding phuc vu nhu cau lam viéc,
hoc hanh, vui choi ctia con ngudi ma méi Client ty theo muc dich st dung thi
duoc trang bi cac tinh nang va chuong trinh riéng.

d. Truyén dit liéu trén mang, téc do truyén va cac sé do (vi dy: bps, kbps,
Mbps, Gbps).

- Truyén dit liéu trén mang: LA viéc trao doi cac thdng tin, dit liéu gitra
cac may tinh véi nhau trong cac moéi truong mang (LAN, WAN, Internet,...).
Trong mang cuc bd thong tin duge di theo con dudng xac dinh boi CAu tric cua
mang. Khi nguoi ta xac dinh cau trdc cua mang thi thong tin s€ ludn ludn di theo
ciu trac da xac dinh d6. Con véi mang dién rong dir liéu cau tric co thé phac
tap hon nhiéu do viéc sir dung cac dich vu truyén di liéu. Trong qué trinh hoat
dong cac diém nit c6 thé thay doi dudng di cua céac thong tin khi phat hién ra co
truc trac trén duong truyén hay khi phét hién c6 quéa nhiéu théng tin can truyén
giita hai diém nat nao d6. Trén mang dién rong théng tin c6 thé co cac con
duong di khac nhau, diéu d6 cho phép co thé st dung t6i da cac niang luc cua
duong truyen hay nang cao diéu kién an toan trong truyén di liéu.

- Téc do truyén dit liéu: Téc @6 truyén dan di liéu duoc do bang bps,
Kbps, Mbps, Gbps.

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

+ Mbps = 1000 Kbps

+ Gbps = 1000 Mbps.

e. Khai niém phuong tién truyén thong (media)

- Phuong tién truyén théng (media): La viéc van dung cac kha ning cua
co thé, sa dung nhitng phuong tién c6 sin trong thién nhién, nhitng cong cu
nhan tao dé dién ta va chuyén tai nhiig thong tin, thong diép tir ban than dén
nguoi khac hay tur noi nay sang noi khac.

- Phuong tién truyén thong ciing duoc hiéu nhu cac kénh truyén thdng
qua d6 tin tac, giai tri, gido duc, dit liéu hozc tin nhin quang céo dugc pho bién.
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Phuong tién truyén thdng bao gom tat ca phat thanh truyén hinh va phuong tién
truyén théng hep vira nhu bao, tap chi, truyén hinh, dai phat thanh, bang quang
c4o, gui thu tryc tiép, dién thoai, fax, va internet.

f. Khai niém bang thong (bandwidth).

- Bang thong (bandwidth): Bing thong tén qudc té 1a bandwidth. Thuat
ngit nay dung dé chi luu luong cua tin hiéu dién duoc truyén qua thiét bi truyén
dan trong mat gidy la bao nhiéu.

- Trong linh vuc luu trir website, thuat ngr "bang thong" thuong dugc st
dung dé mo ta sé luong dir lidu tdi da, ma ban duoc phép trao d6i (bao gom
upload va download) qua lai gitra website (hodc server) va nguoi st dung trong
mot don vi thoi gian (thuong la thang).

g. Phan biét cac phuong tién truyén dan: co day (vi du: cap dién thoai, cap
ddng truc, cap quang), khong day (vi du: s6ng vo tuyén).

- Phuong tién truyen dan co6 day: Cac loai phwong tién truyén dan co day
nhu: cap dién thoai, cap dong truc, cap quang,

- Phuong tién truyén dan khong day, nhu: séng vo tuyén.

h. Khai niém mang Internet, intranet, extranet.

- Internet: Internetlda mang may tinh khong 16, két ndi hang triéu may
tinh, mang may tinh trén khap thé giéi va st dung bo giao thuc truyén thong
TCP/IP. Internet dam bao cho moi ngudi kha ning thim nhap dén nhiéu nguon
thong tin thuong truc, cung cap cac chi dan bo ich, dich vu mua ban, truyén tép,
thu tin dién tir va nhiéu kha nang khéc nira.

- Ngay nay Internet da tro thanh hé thong mang toan cau khéng thé thiéu
duoc trong qué trinh phat trién caa nhan loai. Internet tré thanh kho tai nguyén
thong tin khong 15, luu trit ngan nhu todn b tri thirc cua nhan loai da gianh
duogc trong qué trinh phét trién caa minh; cung cip cho ngudi sir dung céc cong
cu khai thac kho tai nguyén théng tin tién loi, nhanh chong va hién dai, thuc day
phat trién thuong mai dién tir, chinh pha dién tir. Mot trong cac tién ich pho
thong cua Internet 1a hé thong thu dién tir (email), tro chuyeén truc tuyen (chat),
cong cu tim klem (search engine), cac dich vu thuong mai va chuyén ngan va
cac dich vu vé y té gido duc nhu 12 chira bénh tir xa hoac t6 chac cac 16p hoc tir
xa. Intranet:Intranet 1a mang ndi b nhung van hanh trén giao thirc cua Internet,
noi ma chi cho phép céc thanh vién trong cling mét té chac co quyén truy cap.
NOi cach khac Intranet hoat dong theo céc giao thuc cia Internet nhung bi ngén
can vai phia ngoai boi tuong Iira va chi cac thanh vién trong mang mai cé kha
nang truy cap.

- Extranet: Mang m¢ rong (Extranet) 1a mang noi bo (Intranet) nhung
cho phép mét sé dbi tuong ngoal t6 chirc truy cap véi nhiéu mae d6 phan quyén
khac nhau. Mang mé rong gilp té chirc lién hé véi dbi tac tién loi, nhanh chong,
kinh té hon.

i. Phan biét gitta “dich vu két ndi Internet” (vi du: Dial-up, ADSL,
FTTH) va “phuong thirc két néi Internet” (vi du: bang duong day thoai, dién
thoai di dong, cap, khong day, vé tinh).
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- Cé4c dich vu két ndi Internet: C6 nhiéu dang dich vu két néi Internet ma
ISP (Internet Service Provider - nha cung cap dich vu Internet) cung cip cho
khach hang:

+ Dich vu két no| Internet truc tlep bang duong cap riéng (vi du Leased-
line): Déi véi nhing to chuc ¢6 nhu cau két no| Internet téc do cao, 6n dinh co
thé thué dich vu két néi truc tiép. Mang cua to chic sir dung dudng leased-line
s& ludn ludn két ndi véi Internet thong qua dudng truyén dan riéng. Thudng cac
t6 chuc nay sé dugc ISP cdp cho mot ving dia chi IP tinh. Véi ving dia chi IP
nay, t6 chuc co thé gan dia chi tinh cho cdc may chu va tu duy tri cac may chu
dich vu nhu FTP, mail, web, DNS,...

+ Két néi dial-up: Con goi 1a két ndi quay so. Pay 1a hinh thuc két néi dau
tién va thuong ding cach ddy 7 nam. Téc do duong truyén Internet cia loai két
ndi nay rat thap va phu thudc vao toc do gisi han cia modem, thuong chi tir 56
Kbps tro Xuong Pé sir dung két ndi nay, ban can c6 mot modem dial-up (loai
gan trong hoC gan ngoai) va dudong day dién thoai. Sau do quay s6 két ndi cua
nha cung cap dich vu Internet ma khéng can phai 1am hop dong diang ky sir
dung. Khi dang két ndi, dién thoai ban nha xem nhu ban.

+ Dich vu két néi Internet toc do cao (ADSL): bay la dang thtrc két noi
Internet sir dung duong day dién thoai nhung c6 toc do két noi Internet cao va la
két ndi lién tuc, tac mang cua t6 chie dugc ludn ludn két ndi t6i Internet
(always-on) . Néu thué bao ADSL duoc ISP céap dia chi tinh thi hoan toan c6 thé
st dung két ndi lién tuc nay dé tu duy tri cac may chu dich vy nhu ftp, mail,
web, dns... twong tu nhu sir dung két ndi leased-line.

+ Dich vu FTTH: FTTH Ia cum tr viét tit cua thuat ngir Fiber-To-The-
Home. Ladich vu truy cép Internet hién dai nhat véi duong truyén dan hoan
toan bang cap quang dén dia chi thué bao véi toc d6 truyén dan cao, 6n dinh va
bao mat.

- Cac phuong thirc két ndi Internet: Cung véi cac dich vu két néi internet
& trén thi cling c¢6 cac phuong thirc két ndi internet nhu: Bang duong day thoai
(d6i vai két ndi Dial-up va ADSL), dién thoai di dong (3G), cap quang (FTTH),
khong day (wifi), vé tinh.

II. Céc ing dung ciia cong nghé thong tin — truyén thong
2.1. M@t s6 wng dung cong va &ng dung trong kinh doanh

a. Céac dich vu Internet khac nhau danh cho nguoi dung: Thuong mai dién
tr (e-commerce), ngan hang dién ta (e-banking), chinh phu dién ti (e-
government).

- Thuong mai dién tir: Thuong mai dién tir, hay con goi la e-commerce, e-
comm hay EC, 1a sy mua béan san pham hay dich vu trén céc hé thdng dién tir
nhu Internet va c4c mang may tinh. Thuong mai dién tir dwa trén mot sé cong
nghé nhu chuyén tién dién tir, quan ly chudi day chuyén cung tng, tiép thi
Internet, qua trinh giao dich truc tuyén, trao doi dir liéu dién ta (EDI), cac hé
théng quan Iy hang ton kho, va cac hé théng ty dong thu thap di liéu. Thuong
mai dién ti hién dai thuong st dung mang World Wide Web 1a mot diém it nhat
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phai cd trong chu trinh giao dich, mic du né cé thé bao gom maot pham vi 16n
hon vé& mit céng nghé nhu email, cac thiét bi di dong ciing nhu dién thoai.

- Ngan hang dién ta: La cac hinh thuc dich vu ngan hang duoc giao dich
bang phuong tién dién tu.

- Chinh phua @ién ta: Chinh pha dién ta 1a Chinh pha ang dung CNTT
nham nang cao hiéu luc, hiéu qua hoat dong cua co quan nha nudc, ting cudng
cong khai, minh bach théng tin, cung cip dich vu cong tét hon cho ngudi dan va
doanh nghiép.

b. Khai niém hoc tap truc tuyén (e-learning), dao tao truc tuyén, dao tao
tir xa, “lam viéc tir xa” (teleworking), hoi nghi truc tuyén (teleconference), mot
s6 vu diém va nhuoc diém cua cac phuong thirc nay

- Hoc tap truc tuyén (e-learning):La phuong thtc hoc a0 théng qua mot
may vi tinh n6i mang doi véi mot may cha ¢ noi khac ¢6 luu gilr san bai giang
dién tur va phan mém can thiét dé co thé hoi/yéu cau/ra d¢ cho hoc vién hoc truc
tuyén tu xa.

Uu diém:

Gido duyc tryc tuyén cho phép diao tao moi lGc moi noi, truyén dat kién
thic theo yéu cau, thong tin dap tng nhanh chéng. Hoc vién co thé truy cap cac
khoa hoc bat ky noi dau nhu van phong lam viéc, tai nha, tai nhitng diém
Internet cbng cong, 24 gio mdt ngay, 7 ngay trong tuan.

Tiét kiém chi phi: Gilp giam khoing 60% chi phi bao gom chi phi di lai
va chi phi to chue dia diém. Hoc vién chi ton chi phi trong viéc dang ki khod hoc
va c0 thé dang ki nhiéu khoé hoc ma ho can.

Tiét kiém thoi gian: giup giam thoi gian dao tao tir 20-40% so véi phuong
phap giang day truyen thong nho han ché sy phén tan va thoi gian di lai.

U)ién chuyén va linh dong: Hoc vién c6 thé chon lya nhitng khoa hoc c6
sy chi dan cua giang vi{en truc tuyeén hoac khoa hoc tu twong tac (Interactive
Self-pace Course), ty dieu chinh toc do hoc theo kha nang va c6 thé nang cao
kien thare thdng qua nhitng thu vién truc tuyéen

~ Toi vu: Noi dung truyen tai nhat quan. Céc to chuc cd thé dong thoi cung
cap nhicu nganh hoc, khoa hoc cling nhu cap do hoc khac nhau giup hoc vién dé
dang lua chon

- Hé théng hoa: E-learning dé dang tao va cho phép hoc vién tham gia hoc,
dé dang theo ddi tién d6 hoc tap, va két qua hoc tap cua hoc vién. Vai kha nang
tao nhiing bai danh gid, nguoi quan Ii dé dang bict dugc nhén vién nao da tham
gia} hoc, khi nao ho hoan tat khoa hoc, lam thé nao ho thuc hién va mac d6 phat
trien cua ho.

Nhuege diém:

Sy giao tiép can thiét gitra nguoi day va nguoi hoc bi pha v&. Nguoi hoc
s€ khong dugc rén ki nang giao tiep xa hoi.
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Péi véi nhitng mén hoc mang tinh thuc nghiém, E-Learning khong thé
dap ing yéu cau modn hoc, khong rén dugc cho ngudi hoc thao tac thuc hanh thi
nghiém, ki nang nghién ctru thuc nghiém.

- Pao tao truc tuyén: L& hinh thic dao tao c6 sir dung két ndi mang dé
thuc hién viéc hoc, ldy tai liéu hoc, giao tiép giita nguoi hoc véi nhau va voi
gido vién.

Dao tao tryc tuyén 1a hinh thie truyén tai noi dung bang phwong tién dién
tu qua trinh duyét Web, vi du nhu Netscape Navigator hay Internet Explorer
thdng qua mang Internet/Intranet hay qua cac hinh thirc khac nhu CD-ROM,
DVD broadcast video, noi dung theo y&u cau (content on demand) hay virtual
classrooms (16p hoc 40). N6i mot cach khéc, dao tao truc tuyén 1a su két hop cua
Internet va céc céng nghé s tao ra md hinh dao tao trong d6 cac thong tin vé
gi4o duc, dao tao, cac kién thirc va su linh hdi duoc thuc hién thdng qua cac may
tinh, Internet, cac Website hoic tir to chiic mang.

Uu, nhuoc diém caa hinh thirc dao tao truc tuyén co ban twong ty nhu hoc
tap truc tuyen.

- Hoi nghi truc tuyén (teleconference): Hoi nghi tryc tuyén con dugc
goi vai cac tén goi khac: hoi nghi truyén hinh, hop truc tuyén, video conference,
la hé thng thiét bi (bao gom ca phan cing va phan mem) truyén tai hinh anh va
am thanh giita hai hoac nhiéu dia diém tir xa két ndi qua duong truyén mang
Internet, WAN hay LAN, dé dua tin hiéu am thanh va hinh anh cua cac phong
hop dén véi nhau nhu dang ngdi hop cling mét phong hop; Thiét bi nay cho
phép hai hoac nhiéu dia diém cung dong thoi lién lac hai chiéu thong qua video
va truyén am thanh.

Uu diém:

- Gilp tiét kiém t6i da chi phi.

- Han ché dong thoi gilp giam thoi gian cho viéc di chuyén.

- Cho phép to chie hoi nghi, hoi thao, hai hop theo thai gian thuc.

- Hoi nghi truyén hinh truc tuyén gidp rat ngan khoang céch, cho phép
trao doi truc tiep cung luc gitra nhiéu diém tr nhiéu dia diém cach xa.

- Viéc t6 chuc hoi hop duoc thuan loi va nhanh chong hon.

- Tinh bao mat an toan, cho phép luu trir toan b6 nodi dung cudc hop, hay
noi dung hoi thao...

Nhuege diém:

- Khé bao quét toan thé hoi nghi, dan dén viéc quan ly cac dai bicu tham
du bi han ché.

- Trong mot sé hdi nghi nhat dinh, to chac theo hinh thic hoi nghi truc
tuyen sé lam giam tinh chat trang trong hoac sdi noi cua hoi nghi.
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- Khéng tao ra khong gian dé cac dai biéu giao luu, hoc hoi kinh nghiép
hodc trao doi bén I cac van dé cung quan tam.

2.2. M@t s6 wng dung phé bién dé lién lac, truyén théng
a. Thu dién tir (e-mail) va cdng dung caa no.

Thu dién tr, hay email 1a mot hé thdng chuyén nhan thu tir qua cac mang
may tinh. Pay 1a mot phuong tién thong tin rat nhanh. Mot mau théng tin (thu
tir) ¢6 thé duoc guri di & dang ma hod hay dang thong thudng va dugc chuyén
qua c4C mang may tinh dac biét 12 mang Internet. N6 c6 thé chuyén mau thdng
tin tir mot may ngudn téi mot hay rat nhiéu may nhan trong cung Iic.

Ngay nay, email chang nhitng c6 thé truyén giri duoc chit, né con cé thé
truyén duoc cac dang thong tin khac nhu hinh anh, 4m thanh, phim, va dic biét
cac phan mém thu dién tr kiéu moi con c6 thé hién thi cac email dang song
dong twong thich véi kiéu tép HTML.

Thu dién tir duoc ding dé giri nhan cac thong tin tir may tinh nay den mot
hay nhiéu may tinh khac.

b. Khai niém cong thong tin dién tir, trang tin dién tu.

Cong thong tin dién tir:La diém truy cap duy nhat cta co quan trén moi
treong mang, lién két, tich hop cac kénh thong tin, cac dich vu va cac ng dung
ma qua do nguoi dung co thé khai thac, si dung va ca nhan hoa viéc hién thi
thong tin.

c. Cach phan loai trang tin dién tir (bao dién tir, trang tin dién tir tong hop,
trang tin dién tir noi b, trang tin dién tir ca nhan, trang tin dién ti ang dung
chuyén nganh).

- Trang tin dién t&: La trang thong tin hoac mét tap hop trang thong tin
trén moi trudng mang phuc vu cho viéc cung cap, trao doi thong tin.

- B&o dién tir: Hay 1a bo truc tuyén, b4o mang Ia loai hinh béo chi duoc
xay dung dudi hinh thiic mot trang web va phat hanh dua trén nén tang Internet.
B4o mang dién tar duwoc xuat ban bai Toa soan dién ta, con ngudi doc béo dya
trén may tinh, dién thoai di dong, may tinh bang...cé két ndi Internet. Tin tac
trén bao dién tir duoc cap nhat thuong xuyén, tin ngan va thong tin tir nhiéu
ngudn khac nhau.

- Trang thong tin dién tir tong hgp: La trang thong tin dién tw cua co
quan, to chirc, doanh nghiép cung cap thong tin tong hop trén co sé trich dan
nguyén vin, chinh xac ngudn tin chinh thirc va ghi rd tén tac gia hoic tén co
quan ctia hgudn tin chinh thuc, thoi gian da dang, phat thong tin do.

- Trang thong tin dién tir ndi bg: la trang thong tin dién tur cua co quan,
t6 chirc, doanh nghiép cung cap thdng tin vé chirc ning, quyén han, nhiém vu, to
chac bo may, dich vu, san pham, nganh nghé va théng tin khac phuc vu cho hoat
dong cua chinh co quan, to chirc, doanh nghiép do va khong cung cip thang tin
tong hop.
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- Trang thong tin dién tir c4 nhéan: 1a trang thong tin dién tir do ca nhan
thiét 1ap hozc thiét 1ap théng qua viéc sir dung dich vu mang x& hoi dé cung cap,
trao d6i thdng tin cia chinh c4 nhan d6, khong dai dién cho t6 chic hoic cé
nhan khac va khdng cung cap thdng tin tong hop.

- Trang thong tin dién tir tng dung chuyén nganh: La trang théng tin
dién tir cua co quan, to chirc, doanh nghiép cung cap dich vu @ng dung trong
linh vuc vién thdng, cong nghé thdng tin, phat thanh, truyén hinh, thuong mai,
tai chinh, ngén hang, van hoa, y té, gido duc va cac linh vuc chuyén nganh khéc
va khdng cung cap thdng tin téng hop.

- Trang tin ca nhan (weblog, blog): La mét tip san ca nhan truc tuyén,
mét quyén nhat ky dya trén nén web hay mot ban tin truc tuyén nham théng bao
vé nhitng su kién xay ra hang ngay vé mot van dé nao d6. Thong thudng cd lién
quan t&i kinh nghiém hoac y kién ca nhan, chu yéu cung cap thong tin dé cap téi
nhitng chu dé chon loc

III.Céc van dé an toan thong tin co ban khi lam viéc véi may tinh
3.1. Kiém soat truy nhap, bae dam an toan cho dix liéu
a. Tén ngudi ding (user name), mat khau (password).

Tén ngudi ding va mat khau duoc dung dé xéac thuc mot tai khoan ngudi
ding khi truy nhap vao phan mém trén may tinh, mang va Internet. User name
va password duoc sir dung nham xac thuc ca nhan va dam bao cac thong tin ca
nhan duoc bao VéE.

b. Céch st dung mat khau tét (khdng chia s¢ mat khau, thay doi thuong
Xuyén, chon mat khau c6 d6 dai thich hop, xen lan gitra chir cai va so).

Khong chia s¢ mat khau tai khoan cho bat ky ai. Thuong xuyén thay doi
mat khau (t6t nhat 1a 03 thang 1 1an). Sir dung mat khau dai bao gém ca sd, chit
cai va ky hiéu. Mat khau cang dai cang kho doan. Vi vay, tao mat khau dai s&
gilip gitr théng tin an toan. Viéc thém s, ky hiéu va chir cai két hop viét hoa viét
thuong s& khién ké xam nhap tiém an hoic nhiing ngudi khac khé doan hoac bé
khoa mat khau hon. Khong st dung '123456' hoic 'password' va tranh st dung
céc thdng tin cong bo cong khai nhu s6 dién thoai cua ngudi ding trong mat
khau.

~ Tuyét doi khong nhap mat khau cia nguoi diing sau khi truy cap vao lién
két trong email dugc giri tr mot trang web khong dang tin cay.

c. Cach dé phong khi giao dich truc tuyén:

Khi tham gia giao dich truc tuyén, khong dé 16 (che dau) ho so ca nhan,
han che gui thong tin ca nhan, canh giac véi nguoi la, canh giac véi thu gid
mao; than trong véi wifi cdng cong, mang xa hoi. Ludn kiém tra nham phat hién
va g& bo cac phan mém doc hai.

Khong bao gio tra loi email yéu cau théng tin tai chinh hoac ca nhan.
Thay vao do, lién lac véi nguoi hoac to chuc tai so dién thoai hoac trang web
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hop phap. Khéng str dung thang tin lién hé cung cap trong email va khang bam
vao bat ky file dinh kém hoac cac siéu lién két trong email nghi ngo.

Khong cung cap mat khau, ma PIN hoac ma truy cap khac dé dap tng voi
cac email tir dia chi la hoac ctra s6 mai. Chi nhap théng tin vao cac trang web
hoac trng dung hop phap.

Khéng mo tap tin dinh kém email dang ngo, ngay ca khi ching dén tir
nhitng ngudi giri d3 quen biét. Néu nhan duoc mét tap tin dinh kém bét ngo, can
lien hé véi nguoi gui (tot nhat 1a bang mot phuong phap khac ngoai email,
chang han nhu dién thoai) dé xac nhan rang tap tin dinh kém 1a hop phép.

Khong tra loi bat ky email dang ngd hoic tir dia chi la.
d. Khai niém va tac dung cua tuong lua (firewall).

Firewall & rao chan ma mét sé ca nhan, té chuc, doanh nghiép, co quan
nha nuéc 1ap ra nham ngin chian nguoi ding mang Internet truy cap cac thdng
tin khéng mong muén hoic (va) ngan chin nguoi ding tir bén ngoai truy nhap
cac théng tin bao mat nam trong mang ndi bo..

Téac dung cua Firewall Ia kiem soét luong thong tin gitra Intranet va
Internet. Thiét lap co ché diéu khién dong thong tin gita Intranet va mang
Internet. Mot tuong lra €O thé loc luu lugng tr cac ngUOn truy cap nguy hiém
nhu hacker, mot s loai virus tin cong dé ching khong thé pha hoai hay lam té
liét he théng. Ngoai ra vi cac nguon truy cap ra vao giira mang noi bo va mang
khac déu phai thong qua tuong lra nén tuong lua con co tac dung theo doi, phan
tich céc ludng luu lugng truy cap va quyet dinh s& 1am gi véi nhitng ludng luu
luong dang ngd nhu khoa lai mot sb ngudn dix liéu khdng cho phép truy cap
hoac theo d6i mét giao dich dang ngo nao do.

e. Cach ngin chin trom cap dir lieu bang cach khéa may tinh, khoa
phuong tién luu trir Khi roi noi lam viéc.

- Khoa may tinh, khoa phuong tién luu trir khi roi noi lam viéc: Khi roi
khoi noi dang 1am viéc, nham han ché viéc di liéu bi trém cap, ching ta cé thé
khoa may tinh hodc céc thiét bi luu trit bang cach cai dat tai khoan nguoi dung
hoac str dung mat khau cho céac thdng tin quan trong. Ngoai ra, co thé khda 6 dia
quang (CD ROM) va cong USB bang cac phan mém tién ich.

- Sao luu dit ligu dy phong: La viéc tao ra cac ban sao cua dir ligu goc, cat
gitr & MmOt noi an toan va lay ra su dung (restore) khi hé thong gap su c6. Sao luu
(backup) dir liéu la céch tot nhat hién nay dé bao vé dir liéu.

f. Tam quan trong caa viéc sao luu dir liéu du phong

Viéc sao luu dit liéu du phong cling nhu c¢6 cac phuong an dg phong
nham khéi phuc lai nhu ban dau khi khong may co su cd xay ra véi hé thong
thong tin caa minh: 15i hé déu hanh, 18i phan mém, may chu nhiém ma doc, thiét
bi phan ctiing hong, hacker tin cong... 12 nhitng nguy co tiém an cé thé 1am méat
hodc hu hong dir liéu quan trong cua doanh nghiép (thdng tin khach hang, email,
s6 sach, chung tir giao dich, hop dong,...).
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3.2. Phan mém doc hai (malware)

a. Cac phan mém doc hai (malware) nhu virus, worms, trojan, spyware,
adware va céch tay lan.

- Virus: Lamot chuong trinh hay cac doan mi thuong an trong mot
chuong trinh khac ¢6 vé nhu vo hai nhung nd lai ¢6 kha nang tu nhan ban va lay
lan chinh n6 vao mét chuong trinh khac khi chuong trinh d6 dugc mé, kich hoat
va thudng s& thuc hién mot hanh dong gay hai (nhu pha hay dit liéu). N6 c6 thé
di chuyén lay lan tir may nay sang mdy khéac thong qua duong truyén Internet,
cac tap tin chia sé, tap tin dinh kém trong email, hay cac tién ich

- worms (sadu may tinh):Mot chuong trinh ciing ¢6 kha nang tu nhan ban
va tim céch lay lan qua hé thong mang nham thuc hién nhimg hanh dong pha
hoai trén ddi tuong bi nhiém. Ngoai ra, sdu may tinh chu yéu thyuc hién phé hoai
hé théng mang thdng tin chia sé, 1am giam kha niang hoat dong cta mang.
Nguoc lai véi virus, sdu may tinh 1a mot phan mém doc lap, khdng yéu cau mot
cha thé hay nhiing tac dong bén ngoai tir viéc kich hoat cua con ngudi dé lan
truyén. Sau may tinh s& thuc hién khai thac céac 16 hong ton tai trén hé thong hay
sir dung k¥ thuat “social engineering” dé lira nguoi dung thuc thi ching.

- Trojan: L& mot phan mém doc hai duoc an giau cé vé hop phap. Nguoi
dung thuong bi lira dé thyc hién tai vé va thyc thi n6 trén hé théng. Sau khi duoc
kich hoat nd s& c6 thé tiép tuc thuc thi cac chirc nang cua chuong trinh n6 dang
duoc an gidu va thuc hién song song cac hanh vi pha hoai khac, ciing c6 thé nd
s& thuc hién luén cac hanh vi nham phé hoai, danh céap théng tin, hay c6 thé s&
thuc hién kich hoat mot phan mém doc hai khac. Khong gidng nhu virus hay
worm, trojan khdng thé tu nhan ban, 18y nhiém sang cac d6i twong khac. Trojan
can phai co tac dong cia nguoi dung nhu md hay tai cac tép dinh kém dé chay
tap tin kich hoat.

- Spyware: La mot loai phan mém doc hai chuyén thu thap cac thong tin
tir méy tinh ciia nguoi ding va truyén vé qua mang Internet ma khong can su
chap nhan hay cho phép tir phia nguoi ding. Spyware dugc cai dat mot cach bi
mat nhu 1a mot bo phan kém theo cua cac phan mém mién phi, phan mém duoc
chia s¢ ma nguoi dung c6 thé tai vé tir Internet. Sau khi duoc cai dat Spyware s&
tu dong, &m tham thu thap cac théng tin cia ngudi dung nhu thong tin thé tin
dung, mat khau.... Spyware khong c6 kha nang ty nhan ban, lay lan nhu virus
va worm.

- Adware: La mét loai phan mém duoc cai dit nham cung cap cho cac nha
quang céo nhitng thong tin vé cac thoi quen duyét web véi muc dich dua dén
nguoi dung nhu:ng thdng tin quang céo c6 lién quan dén nhitng gi ma ho da tirng
xem. Loai nay rat hay ¢6 trong cac chuong trinh duge cai dat tai tr trén Internet.
Mot sb phan mém 1a vo hai, nhung cling c6 mot s6 doi khi hién thi qua nhiéu
popup quang céo trén man hinh gay kho chiu cho nguoi dung.

Céach phong, chdng phan mém doc hai va tdm quan trong cua viéc cap
nhat phan mém an ninh mang, phan mém diét virus thuong xuyén.
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- Céch phong, chéng phan mém doc hai: Khéng ma cac email dang ngo
hoac file dinh kém email, kich chudt vao siéu lién két nghi ngo, hoic truy cap
cac trang web c6 thé chaa noi dung doc hai. Khdng kich chudt vao trinh duyét
web, ctra s6 popup nghi ngd doc hai. Khdng mé céc tap tin véi phan mé rong
nhu .Bat, .com, .exe, .pif, .vbs, thuong ¢ nhiéu kha ning duoc lién két voi cac
phan mém doc hai. Khong vo hiéu héa cac co ché kiém soat an ninh, phan mém
doc hai (nhuw phan mém chéng virus, phan mém loc nodi dung, tudng lta cé
nhan). Khéng tai hoic thuc hién cac ang dung tir cac ngudn khong tin cay.

Luén cai dat hoic cap nhat chuong trinh diét virus. Han ché sir dung phan
mém khdng can thiét, nhu cac tin nhan mang danh c& nhan va dich vu chia sé hd
so tac thoi. Han ché viéc sir dung cac phuong tién luu trir di dong (cac 6 dia
flash...), dac biét la trén cac may chu co nguy co lay nhiém cao, cac tram truy
cap mang cong cong....

- Viéc cap nhat phan mém an ninh mang, phan mém diét virus thuong
xuyén 1a vo cing quan trong vi c6 thé gilp ching ta phong, chong cac phan
mém doc hai x&m nhap va lay lan trong hé thong may tinh. Gop phan cho hé
théng hoat dong 6n dinh, théng sudt va dam bao khdng bi mat mat di liéu.
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MO PUN KY NANG 02: SUDUNG MAY TiNH CO BAN
I. Cac hiéu biét co ban dé bat dau lam viéc véi may tinh
1.1. Trinh tw va cac luu y thuc hién cong viéc dung cach, an toan

a. Trinh ty thong thuong cac cdng viéc can thuc hién khi st dung may
tinh:

- Mo may va dang nhap vao hé théng

- St dung cac ¢ong cu cua hé diéu hanh dé chuan bi méi truong 1am
viéc, quan ly dix liéu

- Chay céc phan mém tng dung can thiét

- Luu lai hoic dua cac két qua cong viéc ra ngoai

- Két thdc 1am viéc va tat may.

b. Su can thiét phai thao tac dung cach trong cac trudng hop ma/tat may,
ma/tit hé didu hanh, ma/déng chwong trinh ¢ng dung, tit mot tng dung bi treo
(non-responding).

- Néu thao tac dung trong cac trudng hop trudng hop mao/tit may,
ma/tat hé diéu hanh, mé/dong chuong trinh tng dung, tat mot ¢ng dung bi treo
(non-responding) thi s& bao vé duoc may tinh hoat dong lau dai, 6n dinh, bao vé
dugc cac linh kién may tinh khong bi hong hoc.

c. Mot sb quy tic an toan co ban, tbi thiéu khi thao tac véi may méc,
thiét bi:

- An toan dién,

- Antoan chay no, va cac luu ¥ an toan lao dong khéc.

1.2. Mé may, dang nhap va sir dung ban phim, chugt
a. Céach khoi dong (mo) may.

B4t cong tac nguon trén CPU, cdng tac man hinh (néu tt), Iic nay hé dieu
hanh Windows s& nam quyén khoi dong may tinh, den khi khéi dong xong xuat
hién man hinh d6 hoa Windows dé dang nhap va sir dung may tinh.

Tuy thudc vao cach cai dat, nguoi st dung c6 the phai gd mat khau
(Password) dé dang nhap vao man hinh lam viéc (Desktop) caa hé diéu hanh.

Khi khai dong xong xuét hién man hinh ¢6 hoa Windows.
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b. Céc ché do tat may tinh thong thu’ong

- Sir dung chudt: Dbi véi Windows 7, chling ta nhap chudt vao nit chic
nang Start (ngoai cung bén trai cua thanh Taskbar), chon Shutdown.

- Sir dung phim tit: Doi véi Windows 7, nhan to hop phim Alt + F4,
chon Shutdoyvn qrc‘)i nhan Enter. Tuong tu nhu vay, néu dang st dung Windows
8/8.1/10, nhan t6 hgp phim Windows + X, u, u.

¢. Hau qua cua viéc mat dién khi dang lam viéc hoac tat may dot ngot.

Péi véi phan mém: Nguy co gdy 18i cho cac chuong trinh dang chay 1a rat
cao (dic biét 1a hé diéu hanh). Dac biét néu c6 qué trinh sao chép file tai thoi
diém xay ra mat dién hoic tit may dot ngot, nguy co bi mat file d6 vinh vién Ién
dén 90%. Pdi véi phan cing: Tudi tho ciia may tinh s& bi giam di dang ké, gay
ra nhing nguy hai cho cac b phan cia may tinh nhu: HDD, Mainboard,
nguon,...

d. GO ban phim dung cach.
e Gidi thiéu vé ban phim may tinh

Trong cAc thanh phan may tinh, ban phim 1a thiét bi nhap dif liéu dugc st
dung nhiéu nhat. Ngay nay ban phim c6 rat nhiéu kiéu dang, nhung hau nhu déu
chtra day du cac phim nhu: Céc ky tu trong bang chir ci tiéng anh, phim s6, ky
tu dac bi¢t, hay cac phim chirc nang.

- Ban phim may tinh dwec chia ra lam cac cum phim sau:
+ Céc phim ky tw thong dung
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Bao gdm cac ky tu trong bang chir cai tiéng anh, s6 va cac ky tu dic biét
(gitr Shift trong cac phim 1¢énh dé gb cac ky tu dic biét). Phim dai nhat 1a Space,
phim cach tao khoang tréng gitra cac ky tu. Ngoai ra vd1 cac ngén ngtr dac bict
khac nhu tiéng Nhat, Han Quéc, An D9, ... ban phim ciing dugc tuy bién dé hd
trg soan thao.

+ C&c phim chic néing

«—Backspace

Tab

il

Caps Lock

|

I
il

k

e L

Esc : Huy bé mot hoat dong dang thuc hién, két hop v6i Ctr dé thoat tam
thoi ra khoi mot ing dung nao d6 dang hoat dong.

T

Tab: Di chuyén dau nhap mot don vi dinh trude, hodc di chuyén dau nhap
sang 0, cOt, truong ke tiép.

Caps Lock : Bat/tit ché d6 gd chir in hoa

Enter: Phim dung dé chon hoic chay mot chuong trinh dang duoc lua
chon.

Backspace: Xo6a ky tu bén trai dau nhap.

Shift, Alt, Ctrl 1a phim t6 h0’p chi c6 tac dung khi nhan kém véi cac phim
khac, mdi chuong trinh s& c6 qui dinh riéng cho cac phim nay. (Két hop Alt +
Tab dé chuyén d6i qua lai giita cic cira s6 tng dung).

Phim windows: M¢ menu Start cia Windows va duoc dung kém vai cac
phim khac dé thuc hi¢n mdt chirc ndng khac.

Phim Menu: M nhanh menu chudt phai.
+ Céc phim Iénh tir F1 dén F12
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Chirc nang cac phim 1€nh s€ dugc quy dinh tuy chuong trinh. Thong
thuong F1 dé mé cua so tro giup, F2 dé doi tén ddi tuong duogc chon, F3 dé tim
kiém nhanh. Ngoai ra con c6 thé két hop véi cac phim chitc ning nhu Alt + F4
dé tit img dung dang chay.
+ Cac phim diéu khién man hinh hién thi

BEE

Print Screen: Chup anh man hinh hién tai, sau khi chup c6 thé dan (paste)
vao trinh chinh stra anh hodc tryc ti€p vao trinh soan thdo van ban

Trén ban phim thudng c6 cum 3 dén tuong (ng Voi trang thai tat bat cia 3
phim chirc nang twr tréi qua phai la: Ban phim so roi, viét hoa, va Scroll Lock.

+ Céc phim diéu khién trang hién thi.

i S 3 D
Insert ||| Home S:ge
ot et
Page |

["““, | 220

Cum phim diéu khién trang
Insert : Bat/tit ché do viét de trong cac trinh xur ly van ban. Khi ba‘g ché
do ghi de, ban nhap ndi1 dung vao gitra dong cac ky tu bén phai s€ bi thay thé boi
cac ky tu ban vira nhap.
Delete : X6a dbi tuong dang dugc chon, x6a ky tw ndm bén phai diu nhay
trong cac chuong trinh xur ly van ban.
Home: Di chuyén diu nhay vé dau dong trong cac chuong trinh xit Iy vin ban.
End: Di chuyen dau nhay vé cudi dong trong cac chuong trinh xtr ly van ban.
Page Up: Di chuyén man hinh 1én mét trang trudc néu cd nhiéu trang trong cira

s0 chuong trinh.
Page Down: Di chuyén man hinh xudng mot trang sau néu c6 nhiéu trang

trong cira s6 chuong trinh.
+ Cac phim miii tén

:‘ rT y
ama
— )
Phim miii tén
Céc phim mili tén dugc s dung di chuyén trong trudng hop khong co
chuot, di chuyén dau nhay, hay di chuyén qua lai gitra cac doi tugng chon.

+ Céc phim s
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Cum ban phim so

Rat tién loi v6i nhitng nguoi phai sit dung thuong xuyén téi cac con sb.
Dé stir dung ban phim so6 ta bat Num Lock (kiém tra da bat chua bang cach nhin
den Num Lock da sang chua)

e Céc phim tit thwong dung

- Windows + Tab: Chuyén dbi cac Tab chuong trinh trén thanh Taskbar.

- Alt + Tab: Chuyén doi cac cira s6 ciia chuong trinh dang dugc mé.

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

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

- Windows + D: Thu nho/phuc hoi cac cira so.

-Windows + M: Thu nh¢ tat ca cac cira so dang ma.

- Shift + Windows + M: Phuc hdi viéc thu nho céc ctra s6 dang mo.

- Windows + R: Mo hop thoai Run.

-Windows + F: M chiic nang tim kiém Search cia Windows Explorer.

- Shift + F10: Hién thi Menu ngit canh cua muc dugc chon (twong tu Khi
nhan nat phai chudt).

- Alt + Enter: Hién thi hop thoai Properties cua muc dugc chon.

- Ctrl + Esc: M& menu Start (twong tu nhu phim Windows)

- Ctrl + Alt + Del: Mo bang Task Manager.

- Ctrl + A: Chon tat ca cac d6i twong, tap tin va thu muc.

- Ctrl + C: Sao chép (Copy) cac doi twong, tap tin, thu muc va ghi nhé
vao bo nho dém (Clipboard).

-Ctrl + X: Cat (Cut) c4c tap tin, thu muc va ghi nhé vao bd nhé dém
(Clipboard).

- Ctrl + V: Déan (Paste) cac tap tin, thu muc da ghi nhé tir bd nhd dém
(Clipboard) vao noi dang chon.

- Ctrl + Z: Phyc hdi lai (Undo) Iénh, thao tac méi vira thuc hién.

- Del (Delete): Xoa tap tin hodc thu muc dang duoc chon va dua vao
thung rac (Recycle Bin) dé sau nay c6 thé phuc hoi lai dugc.

- Shift + Del (Delete): Xoéa tap tin hodc thu muc dang duoc chon nhung
khong dua vao thung rac (Recycle Bin), s& khong phuc héi lai duoc.

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

e Sur dung ban phim ao

- Kich hoat ban phim ao: Start Menu ->All programs ->Accessories -
>Ease of Access ->On-Screen
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| Accessories
a Bluetooth File Transfer

G Calculator VP

B Command Prompt

B Connect to a Projector Documents
=1 Getting Started

| Notepad Pictures
) Paint :

&> Remote Desktop Connection Music

5] Run

i_, Sound Recorder Games

@ Sync Center
il Windows Explorer
@ Windows Maobility Center
= WordPad
. Ease of Access
'@' Ease of Access Center

Computer

Control Panel

Devices and Printers

Z¢l Magnifier Default Programs
i Marrator
B2 (On-5creen Keyboard Help and Support
4 Back Displays a kE}thEFd that is controlled by a m

| |Search programs and fil

28 On-Screen Keyboard

= = |
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- Tit ban phim ao0: Nhap chuét vao biéu tuong =) goc phai phia
trén ban phim ao

e. Chtrc nang va cach dung cac phim cua chuot: phim tréi, phim phai,
phim (con lan) gitra.

La thiét bi ngoai vi ciia may tinh dung dé diéu khién va lam viéc véi may
tinh. Chudt may tinh co hai loai chinh la chuot bi (co hoc) va chudt quang.

e Chudt bi: La chuét str dung nguyén 1y xac dinh chiéu lan caa mot vién bi
khi thay d6i, di chuyén chudt dé xac dinh su thay ddi toa do caa con tré trén man
hinh may tinh.

- Chudt quang: Hoat dong trén nguyén ly phat hi¢n phan Xa thay ddi cua
anh sang (hoac Iazer) phét ra tir mot ngudn cap dé xac dinh su thay ddi toa do
cua con tro trén man hinh may tinh.
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Chudt bi (co hoc) Chuot quang

Chuot may tinh dugc két ndi voi may tinh thdng qua cac chuan cam hoic
mot thiét bi khac (néu 1a chudt khdng day). Kiéu giao tiép trude day ddi vai chudt
may tinh thudong qua cong COM, tuy nhién dén nay dang cong nay khong con
duoc sir dung. Kiéu giao tiép théng dung hién nay 1 giao tiép qua cong PS/2 hoic

qua cong USB.

Giai thich thuat ngi ctia chudt may tinh

Tro d6i twong

Ra chudt trén mat phing ban dé di chuyén con tro chudt trén
man hinh tro dén doi tugng can xur ly.

Nhap trai chuot
(Click)

Thuong dung dé chon mot dbi twong, bang céach tro dén doi
tugng, nhan nhanh va tha nut trai chuot.

Ré/Kéo (Drag)

Dung di chuyén ddi tugng hoic quét chon nhiéu ddi tugng
bang céach tro dén déi twong, nhan va gitr nat trai chuot di
chuyén chudt dé doi con tré chudt dén vi tri khac sau d6 tha
nut trai chuot.

Thuong dung hién thi mot thue don (menu) cong viéc lién

(Double click)

Nh%p phai quan dén muc duoc chon, bang cach tro dén dbi twong, nhan
chuot NI A

nhanh va tha nat phai chuot.
Nhay dp Thudng dung dé kich hoat chuwong trinh duoc hién thi dudi

dang maot biéu tugng trén man hinh, bang cach tro dén doi
tugng, nhan nhanh va tha nut trai chuét 2 lan.

Il. Lam viéc véi HE dieéu hanh

2.1. Man hinh lam viéc

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

Man hinh lam viéc (desktop) la man hinh giao dién cua hé diéu hanh khi
khoi dong xong. Trén desktop co cac biéu tugng cua tng dung, thanh cong cu dé
truy nhap vao cac irng dung va lam viéc.

~b. Nhan biét duoc cac thanh phan dau tién cua man hinh lam viéc nhu
biéu tugng (icon), thanh nhiém vu (taskbar), thanh cong cu (toolbar).

- Biéu tugng (icon): La biéu twong cua cac chuong trinh phan mém, céc to
chuc, tép dugc dang cd trong may tinh. C4 icon giup dé dang nhan ra va phan
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biét dugc cac chuong trinh, cac 710ai t6 chac khac nhau. Bong thoi, icon trén
desktop ciing la mot duong dan dé chay chuong trinh.

- Thanh nhiém vu (taskbar): Taskbar con dugc goi la thanh tac vu - noi
chtra cac biéu twong cia cac chuong trinh dang chay hién thoi. Tir nhiing phién
ban Windows XP thi mac dinh thanh Taskbar c0 vi tri ¢ phia duéi man hinh
Desktop, ¢ dang thanh ngang va vi tri dau tién s& chira nt Start caa Windows.

2 € ©[a oG] ]w]alkE]s
c. Thay d6i hinh nén, thay doi giao dién.
e Nhap chudt phai Ién khoang tréng man hinh -> xuat hién thuc don chon
Personalize

=  Screen resolution

W Gadgets
g Personalize

e Nhap chuot chon Desktop Background

Desktop Background

Harmony

e Chon anh nén hay mau sic ma ban muén, va chi dinh khu virc caa né:

Solid Colors -

Windows Desktop Backgrounds

Pictures Library

- Top Rated Photos

Solid Colors |

+ Windows Desktop Backgrounds: dung mét trong nhiing mau hinh nén
c6 san hay hinh anh di kém Windows 7.
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+ PicturesLibrary:dungmaéthinhtithuvién hinh anh ma bancé.

+ Top Rated Photos: dung mét hinh yéu thich tir cac hinh dugc danh gia cao.
+ SolidColors:dungméttamhinhchivéimau siac mathoi.

e Click Browse néu ban muédn chi dinh va ding hinh anh tir khu vuc khac

d. Xem théng tin hé thong caa may tinh.

~ Xem cau hinh may tinh thdng qua Properties cua My Computer bing cach
nhap chuot phai va biéu twong My Computer --> chon Properties

Khi d6 may tinh s& hién 1én hau hét cac thong tin co ban nhat cia may
tinh laptop nhu:

-Phién ban hé diéu hanh
- B vi xtr ly(CPU)

- Ram

- Loai hé théng

LJ'Q |:'5.i v Control Panel » All Control Panel Items » System - | ¢,| | Search Control Panel »

Control Panel Home . - .
View basic information about your computer

) Device Manager Windows edition

[ Remote settings Windows 7 Home Basic

&y System protection Copyright © 2009 Microsoft Corporation. All rights reserved.
'E‘:;' Advanced system settings Service Pack1

Get more features with a new edition of Windows 7

m

System
Rating: _.',I':, Windows Experience Index
Processor: Intel(R) Core(TM) i5-3210M CPU @ 2.50GHz 2.50 GHz
Installed memory (RAM): 4,00 GB
System type: B64-bit Operating System
Pen and Touch: Mo Pen or Touch Input is available for this Display

Computer name, domain, and workgroup settings

See also
Computer name: VP-PC By Change settings
Action Center -
Full computer name: VP-PC
Windows Update
Computer description:
Performance Information and
Tools ‘Workgroup: WORKGROUP

Pé xem cau hinh may tinh chi tiét hon, bang cach nhan to6 hop phim
Windows + R, xuat hién hop thoai Run, tai hop thoai Open, g vao dong chix
dxdiag va chon OK. Khi d6 may tinh s& mé ctra s6 méi: DirectX Diagnostic
Tool, tai day cac phan thong tin chi tiét hon s& dugc hién thi khdng chi vé hé
théng ma ca vé man hinh, am thanh, thiét bi dau vao (chuét, ban phim, ...)
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€2 DirectX Diagnostic Toal

System | Display | Sound | Input |

visit each page in sequence.

System Information

Check for WHQL digital signatures

Current Date/Time:
Computer Name:
Operating System:
Language:

System Manufacturer:
System Model:

BIOS:

Processor:

Memory:

Page file:

DirectX Version:

Thig tool reports detailed information about the DirectX components and drivers installed on your system.

If you know what area is causing the problem, dick the appropriate tab above. Otherwise, you can use the "™ext Page” button below to

Sunday, July 17, 2016, 6:21:26 AM

VP-PC

Windows 7 Home Basic 64-bit (5. 1, Build 7501)
English (Regional Setting: English)

Sony Corporation

SV513112FGE

InsydeH20 Version ChiefRiver.3.72,.02.0044R0142C5
Intel(R) Core(TM) i5-3210M CPU @ 2. 50GHz (4 CPUs)
4096ME RLAM

3830MB used, 4164MB available

Directx 11

| DxDiag 6.01.7601. 17514 32-hit Unicode Copyright © 1998-2006 Microsoft Corporation. All rights reserved.

[ Help

J

Run 64bit DxDiag |

[ MNext Page ] [ Save All Information... ] [

Exit

e. Lua chon ngbn ngir caa Ban phim.

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

we 1ext Services and Input Languages

|t

General | Language Bar I Advanced Key Settings |

Default input language

fields.

Select one of the installed input languages to use as the default for all input

[ English (United States) - US

~)

Installed services

Select the services that you want for each input language shown in the list.
Use the Add and Remove buttons to modify this list.

[E0 English (United States)

Keyboard

P us

= Other

‘ Ink Caomrection (84Bit Only)

Remave
Froperties ...

Move Lp

Apply

Thong qua hop thoai nay, nguoi dung thay thiét 1ap ngdn ngir cia ban

phim (tiéng anh, tiéng viét, ...).

2.2. Biéu twong va cira so
a. Biéu tugng (icon) va chic niang caa no.
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CA4c biéu twong (Icons): Lién két dén cac chuong trinh thuong duogc st
dung trong may tinh.

_ Biéu tuong cua thu muc: Mot thu muc duoc hé diéu hanh
Jl biéu dién bang mot biéu twong. Hinh anh cua biéu tuong la

e tdi hd so mau vang (New Folder)
- Biéu twong cua 15i tit thu muc (Shortcut) c6 hinh anh 13 tdi
S ho so mau vang nhung c6 thém hinh miii tén goc dudi bén

trai.

Bicu twong cua tép tin: Tép tin dugc hé diéu hanh bicu dién
bang mét bi€u tugng. Hinh anh cua tép tin rat da dang do
moi tép tin chuong trinh cd 1 biu tuong riéng.

Biéu tuong cua loi tat tép tin (Shortcut) 1a biéu tuong cua
tép tin co6 thém hinh miii tén goc dudi bén trai.

e Gidi thigu cac biéu rweng trén man hinh:

- My Computer (may tinh cua tdi): Xem c4c tai nguyén co trén may tinh
dang dung, quan ly cac thu muc va tép chuong trinh.

- User’s files (cac Tép cua nguoi dung): chua céc tépvan ban, bang tinh...
da lam viéc va thuong dugc luu trong thu muc nay.

- Recycle Bin (thung rac): Luu cac thu myc, tép chuong trinh bi x6a. Cac
thu muc, t€p chuong trinh nay ta c6 thé phuc hoi duoc bang cach nhap chuot
[én thu muc, tép chuong trinh can khoi phuc sau do vao File chon Restore, con
x0a han khoi thung rac ta chon Empty Recycle Bin.

- Internet Explorer: Mé trinh duyét két néi véi mang Internet.

- MyNetwork Place: Két nbi vao mang noi bé.

Con cac biéu tuong cia cac chuong trinh ung dung khac c6 trén man
hinh, hoac chua co thi ta thuc hién 1énh dua bicu tugng ra man hinh,

b. Céch lwya chon va di chuyén biéu tuong, x6a va khdi phuc biéu tugng.

- Lya chon biéu tugng: O man hinh desktop cac ban chon 1 biéu twong bat
ky dé thay doi icon. Nhap chgc}t phai \{ao biéu tugng chon Properties. Mot cira
SO giao dién hién ra, di chuyén ~té’i phén Shortcut va chon Change icon. Chon
mot trong nhirng biéu tugng cé san roi click OK la hoan thién.

- Di chuyén biéu tuong: Bé di chuyen bicu tuong, ching ta chi can nhan
va gitr chudt trai vao bicu tugng can di chuyen roi kéo den bat ky vi tri nao
ching ta muon.

- Mé tép tin, thu muc, phan mem tir biéu tuong: Dé tep tin, thu muc, phan
mém tir biéu tuong, ching ta chi can nhap dap chudt trai vao biéu twong can mo.
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- Xoa va khoi phuc biéu twong: D¢ x6a bicu twong, nhap chudt phai vao
biéu twong can xba roi chon Delete, hoac an phim Delete, t6 hop phim
Shift+Delete (x6a hoan toan).

D¢ khdi phuc bicu tugng chiing ta vao thiing réc (Recycle Bin), nhap
chudt phai vao biéu tugng can khoi phuc roi chon Restore.

c. Cura s6 (window) va chirc ning cua no.

- Khéi niém va chirc ning cira $6 (window): Mbi chuong trinh khi chay
trong hé diéu hanh Windows s& duoc hién thi trong mot cira s6. Ctra s6 nay 1a
phan giao tiép gitta ngudi st dung va chuong trinh. Nhay dap chudt trai 1én biéu
tuong chuong trinh mudn st dung 13 thao tac co ban dé ma cira so.

d. Cac thanh phan cua mét cira so:

+ Thanh tiéu dé: Chra biéu tugng cua thuc don (Menu) diéu khién kich
thudc cua so, tén chuong trinh, cac nut thu nho, phuc hoi kich thudc cira so, nit
dong cua So.

+ Thanh thyc don (Menu bar): Cac cira s6 chuong trinh thuong cé thanh
thuc don (Menu) chira c&c 1énh va dugc phan chia theo tirng nhom chirc nang.
Ngoai ra con ¢6 Menu tat (Shortcut Menu) khi nhap chuot phai trén mot doi
tuong. Menu nay chi hién thj cac lénh phil hop véi d6i twong nam dudi con tro.

+ Thanh cong cu (Tools bar): Chua cac chic ning dugc biéu dién dudi
dang biéu tuong.

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

+ Thanh cudn doc va ngang: Hién thi khi noi dung khong hién day du
trong cira so. Chung cho phép cudn man hinh dé xem noi dung nam ngoai dudng
bién cua cira so.

e. Mé mot cira s6 mai, kich hoat mot cua s6 hién co.
- Mé mét cira s6 méi: Nhay dup chuot trai [én biéu twong chuong trinh
muén sir dyung 13 thao tac co ban dé mo cia s6.

- Kich hoat mét cira so hién c6: Mot ctra s6 dang mé s& xuat hién biéu
tugng trén thanh Taskbar, chi can nhap chuot trai vao biéu tuwong d6 1a kich hoat
cua So.

f. Thu hep, md rong, phuc hoi, thay doi kich thudc, di chuyén, dong mot
cua So.

- Thu hep, mé rong cira sé: Dé thu hep, hoac ma rong cira so ching ta
nhay dup chudt vao thanh tiéu dé trén ctra so, hoac co6 theé nhap vao biéu twong
hinh vudng nho ngoai cung bén phai cua thanh tiéu de.

- Thay doi kich thwéc: Dat con tro chudt vao ngoai 1& cua cira sé dén khi
xuat hién dau mii tén hai chiéu, lic d6 tuy chinh thay d6i theo y muon bang
cach nhan va giir chuyén roi di chuyén chuot.
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- Di chuyén cira s6: Nhan va giir chudt trai va 6 tén cira so trén thanh tiéu
de va di chuyén theo vi tri mong muon.

- Péng mdt cira s6: Dé dong cira s6, nhap chudt vao biéu tugng chir X
ngoai cung bén phai cia thanh tiéu dé hoac an t6 hgp phim Alt + F4.

g. Di chuyén tir cira s6 nay sang cira sd khac: Dung to hop phim Alt +
Tab.

[11.Quén ly thw muc va tép
3.1. Thw muc va tép
a. Tép tin (file) va cong dung cua nd.

Tép tin (file) 1a mot tap hop cua thong tin dugc dat tén. Thong thuong thi
cac tép tin nay chira trong cac thiét bi luu trit nhu dia cting, CD, DVD, USB,
vv...Noi cach khac, tép tin 1a mot day céc bit ¢6 tén va dugc chira trong céc thiét
bi luu trit di liéu ky thuat sd.

Tép tin c6 tén, noi luu trix, Kiéu tép tin (dinh dang), kich thudc tép tin.

- Kich thuéc tép tin: Pon vi dé tinh dung lugng tap tin thudng duoc st
dung 1a KB (KyloByte), MB (MegaByte) va GB (GigaByte),... 8bit=1 Byte,
1024B=1K, 1024KB=1MB, 1024MB=1GB,...

- C6 rét nhiéu cac kiéu tép tin, mot so kiéu tép tin thong dung E
la: Tép dung cho van ban, bang tinh, co s& dir liéu, trinh chiéu; cac |
tép .pdf, anh, @m thanh, video; tép tin nén, tép tam thoi, tép chuong @3

trinh,...

b. Thu muc (directory, folder).

Thu myc 12 mot phan viing hinh thie trén dia dé luu trit c4c tép tin
c6 hé théng. La mot dang tap tin dic biét c6 cong dung nhu 13 mot
ngan chua, duoc ding trong viéc quan Iy va sap xép cac tap tin. Thu
muc ¢c6 thé chira cac tap tin va cac thu muc phu (Sub Folder) bén
trong, cac thu muc phu nay ciing c6 thé chira thém céc tap tin va cac
thu muc phu khac nira.

c. Cau tric phan cap khi luu trir thu muc va tép.

Cac hé thdng tap tin caa may tinh cd thé rat 16n vé s lugng. Mot sé hé
thong luu trlt hang trigu tép tin trén céc terabytes dia. D€ quan ly tat ca dir li¢u
nay, ching ta can to chirc lai ching. Viéc to chic nay thuong dugc thuc hién hai
phan.

Thi nhét, dia duoc chia thanh mot hay nhiéu phan khu (partition) hay
phan ving (volumes). Pién hinh, mdi dia trén hé thdng chua it nhat mot phan
khu. Phan khu nay 1a ciu tric cip thap ma céc tap tin va thu muc dinh vi. Thinh
thoang cac phan khu duoc ding dé cung cap nhiéu ving riéng ré trong mot dia,
mdi phan khu duoc xem nhu mot thiét bi luu trit riéng, trai lai cac hé thong khéac
cho phép cac phan khu c6 dung luong Ién hon mot dia dé nhom céac dia vao mot
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cau trac luan ly va cau tric tap tin, va c6 thé bé qua hoan toan nhiing van dé cap
phat khdng gian vat 1y cho cac tap tin. Cho Iy do nay, cac phan khu cd thé duoc
xem nhu cac dia 40. Cac phan khu ciing ¢ thé luu trir nhidu hé diéu hanh, cho
phép hé théng khoi dong va chay nhiéu hon mét hé diéu hanh.

Tha hai, mdi phan khu chuaa thong tin vé céc tap tin trong nd. Théng tin
nay gitt trong nhitng muc tir trong mot thu muc thiét bi hay bang muc luc phan
ving (volume table of contents). Thu muc thiét bji (dwgc goi don gian 1a thu
muc) ghi théng tin-nhu tén, vi tri, kich thudc va kiéu-dbi vai tat ca tap tin trén
phan khu.

Thu muc ¢ thé dugc hién thi nhu mét bang danh biéu dich tén tap tin
thanh cac muc tir thu muc. Cac thu muc c6 thé duogc té chuc trong nhiéu cach.
Chaing ta muén c6 thé chén muc tir, x0d muc tir, tim kiém mot muc tir va liét ké
tat ca muc tir trong thu muyc.

d. Puong dan (path) dén thu muc va tép, va duong tat (shortcut).

- Puong dan (path): L& mot chudi tén cac thu muc ma ta phai di qua dé
dén duoc tép tin can dung. Trong duodng dan, tén cac thu muc dugc cach nhau
boi dau "\" (dau s6 trai), trong d6 thu muc dtng sau la thu muc con cia thu muc
ding ngay trudc no.

Gia str trén dia S c6 cay thu muc

S:\ e Ly Thuyet, Thuc Hanh la 2 thu muc
cling cap va 1a thu muc con cua thu
Ly Thuyet muc goc S:\
Phan I e Phan [, Phan II 1a 2 thu myc cling
czflp va la thu muc con cua thu muc
Phan 11 Ly Thuyet. Ly Thuyet la thu muc
cha cua Phan I, Phan II
Thuc Hanh N
e Duong dan cua thu muc Phan I:
Windows S:\Ly Thuyet\ Phan I

—| Word |

- Puong tit (Shortcut): La mot file lién két d¢én mot dbi twong trén may
tinh hay trén mang. Déi tugng d6 co thé 1a tap tin, thuy muc, 6 dia, mdy in,
vv...Shortcut 1a cach nhanh nhat dé khoi dong mot chuong trinh duogc st dung
thuong xuyén hoic dé maé tap tin, thu muc ma khdng can phai tim dén noi luu
trir chung.

e. Thiét bi dung luu gitr thu myc va tép: dia ctng, 6 luu trit trén mang (6
mang), 6 USB, dia quang (CD, DVD).

- Pia cung: Hay con goi la 6 cung (tiéng Anh: Hard Disk Drive, viét tat:
HDD) Ia thiét bi dung dé luu trit dit liéu trén bé mat cac tim dia hinh tron (bang
nhdm, thay tinh hay gém) phu vat liéu tir tinh. O dia cting 1a loai bo nhé “khéng
thay d6i” (non-volatile), c6 nghia 1a chiing khong bi mat dir liéu khi ngiing cung
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cap ngudn dién cho ching. Mic di 6 cung da phat trién rat nhiéu so véi giai
doan ban dau, nhitng diém co ban cia nd van giir nguyén. Do 1a mot céi hop
chtra mot vai dia tir (duoc goi 1a phién dia) duoc gan quanh mét truc, giéng nhu
truc cua dia CD hodc DVD. Moi phién dia c6 mot dau doc/ghi gan 1én trén. Khi
truc quay, dau doc cling di chuyén ra vao lién tuc dé doc hoic ghi dit liéu trén
bat ky phan nao caa phién dia, trén mot don vi luu thong tin goi la "data track".
Hinh thic truy cap dit liéu nay duoc goi 1a "truy cap ngau nhién", khac véi hinh
thac "truy cap lién tuc" kém hiéu qua trén cac loai thiét bi luu trfr cli nhu bang
tur.

- O cang mang NAS: La thiét bi luu trit gdn mang (Network Attached
Storage). N6 1a 6 cing luu trit dugc gan vao thiét bi mang nhu router/ modemy/
switch (két néi bing day cable mang hoac wifi), muc dich str dung 6 cing mang
Nas dé luu trit dit liéu nhu phim, hinh anh, &m nhac, tai liéu, tap trung tai mot
noi, truy cip va chia sé dir liéu tir bat ky thiét bi, bat ct noi nao c6 két ndi
Internet.

- Pia quang (CD, DVD, Blu-ray): La dang thiét bi luu trit dir liéu théo lap
st dung cac tinh chat vat 1y va niang luong cua anh sang cho qua trinh ghi va doc
dir ligu. Trai véi mot dang luu trir dit liéu khac cung loai 1a dia tir thi dia quang
tuy gigi han hon vé dung luong luu trir nhung lai ¢6 nhiéu wu diém vé kich
thudc va gia thanh san xuat, do d6 chung duoc st dung rong réi trong thoi gian
hién nay.

- Thé nhé: La mét dang bd nhd mé rong cua cac thiét bi s cam tay (Cac
thiét bi s cam tay bao gom: PocketPC, SmartPhone, Bién thoai di dong, Thiét
bi giai tri s6 di dong, May anh sb, May quay s6...). thé ghi nhé sir dung cong
nghé flash dé ghi dir liéu. thé ghi nhé thuong c6 kich thuéc kha nho nén thuong
st dung cho cac thiét bi sé cam tay.

f. Tac dung cua viéc sao luu tép thuong xuyén téi mot thiét bi luu trix di
dong. Hiéu tac dung cua viéc Iuu trix tép tin truc tuyen (online).

- Viéc sao luu tép thudng xuyén téi mot thiét bi luu trir di dong s& dam
bao dit liéu duoc an toan, khong bi mat mat va co thé truy nhap ¢ bat ky dau.

- Luu trit trén mang, luu trit tép tin truc tuyén: La viéc dung cac dich vu
luu trit dir li¢u online (nhu: Google Drive, Microsoft SkyDrive, Yahoo! Box) dé
luu trit dir liéu trén may tinh cua nguoi dung. Luu trir di liéu truc tuyen goi la
“dich vu dién toan dam may”. Luu trit trén mang giup dam bao dir liéu duoc an
toan, khong bi mat mat va co thé truy nhap ¢ bat ky dau.

3.2. Quan Iy thu muc va tép: xem thong tin, di chuyén dén noi luu
gitr, tao dwong tat den noi lwu gilr thw muc, tép

a. Céch m¢ ctra s6 dé xem thong tin vé cac dic trung cua tép, thu muc, 6
dia nhu tén, kich thuéc, vi tri.
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Xem thong tin cua tép, thu muc, 6 dia: Chon dén ddi tuong can xem (tép,
thu muc, 6 dia), nhap chudt phai va chon Properties. Trong cua s6 mai xuat hién
c6 day du du thong tin vé ddi tuong do.

setup Properties [&J

General | Sharing | Secunty | Previous Versions | Customize

sefup

Type: File folder
Location: EN
Size: 7.19GB (7.727.178.055 bytes)

Size ondisk: 7195 GE (7.728.345.184 bytes)
Contains: 562 Files, 76 Folders

Created: Thursday, December 13, 2012, 8:35:06 AM

Attributes: Read-only (Only applies to files in folderf

Hidden Advanced...

[ ok ][ cancel |

b. Cach ma rong, thu hep cira s6 hién thi thdng tin vé 6 dia, thu muc.

Mo rong, thu hep cira s6 hién thi thong tin: D¢ thay doi kich thich cira s6
hién thi théng tin chdng ta cd thé st dung cac phan mém tién ich nhu:
ResizeEnable,...

c. Cach sap xép tép tin theo trat tu khi hién thi: Theo tén, kiéu, kich
thudc, ngay tao/ngay stra doi gan nhat.

Trong cira s6 cia thu muc chtra cac tép tin, co day du cac truong thdng tin
nhu: tén, Kiéu, kich thudc, ngay tao/ngay sira doi gan nhat dé co the lua chon sap
xep trat tu hién thi.

d. Céch Chuyen t6i (noi luu gitr) mot thu myc, mét tép tin cu thé. Biét
cach tao va x6a mot biéu tuong duong tit dén thu muc va tép trén man hinh lam
Viéc.

- Bé chuyen t6i (noi luu gil) mot thu myc, mot tép tin cu thé, mo cira s
My Computer hoac Computer Explorer, nhap Buong dan (path) dén tép tin, thu
muc trén thanh dia chi. Hoac ching ta c6 thé 1am tuan ty tim theo cau trac thu
muc.

- Tao duong tat (Shortcut): Nhap chudt phai vao file .exe hay bat cu file
nao va chon Sent To >> Desktop (creat shortcut), ngay lap tuc ban sé co 1
shortcut trén desktop.
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3.3. Quan ly thw myc va tép: Tao, dit tén, doi t&n tép va thw muc,
thay doi trang thai va hien thi thong tin ve tép

a. Cach tao mot thu muc va cac thu muc con cua no.

- Céch 1: Nhap chuét phai vao noi can tao thu muc sau d6 chon New \
Folder.

- Céch 2: Nhip chuot vao Nat New Folder ¢ trén cira s6. Mot thu muc
mai xuat hién vai tén mac dinh 1a New Folder, gb tén thu muc mai (néu muon)
va an phim Enter.

Tao thu muc con cling tuong tu.

b. Céch dung mot phan mém tng dung dé tao mot tép, dat tén va luu tép
vao mot thu muc.

Mo mét phan mém ung dung, soan thao thong tin, ndi dung, chon Save,
dat tén vao luu vao thu muc theo y muon.

c. Cach dat tén tép va thu muc dé quan Iy hiéu qua. Biét cach doi tén tép
va thu muc.

- Pat tén tép va thu muc: Tén tép va thu muc can ngan gon, dé nhé va
tong quat duoc ndi dung cua tép, thu muc dé co thé dé dang tim kiem, quan ly.

- Poi tén tép, thu muc: Nhap chudt phai vao tép, thu muc can doi tén,
chon Rename va tien hanh gd tén mai. Hoac chon tép, thu muc can doi tén roi
an phim chirc nang F2 va tién hanh go tén mai.

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

~

tép.

MOt tép c6 thé ¢d nhiéu trang théi: B khoa, chi doc, doc/ghi. C6 2 cach dé
thay doi trang thai cua tép tin:

- Cach 1: Truy cép vao file, tap tin can thay doi thudc tinh sau d6 nhap
chuét phai va chon Properties. Tai day, co thé thiét 1ap cac thude tinh cho file do
bang cach tich vao cac muc nhu Read-only (Chi doc) hoac Hidden (an) roi click
Ok

- Céch 2: Thiét lap bang dong Iénh:

‘ Tur menu Start ban nhap vao "cmd" tir 6 Run va click phai chuét vao cmd
réi chon Run as administrator. Tai ddy su dung cu phap cau lénh:
attrib +[r/h] [duong dan chu file] roi nhan Enter.

Trong do:
*r: Read-only
* h: Hidden

Va dé bo nhiing thudc tinh d6, thay dau "+" bang dau "-". Luu y & céch
nay phai nhap ding duong dan téi file can dat thudc tinh.

37



3.4. Quan Iy thw muc va tép: Chen, sao chép, di chuyén tép va thw
muc

a. Cach chon mot tép, thu muc (riéng Ié hoac theo nhom).

Néu mudn chon thu muc, tép tin thi ngudi sir dung nhap chudt trai vao thu
muc, tép tin can chon. Néu muon chon nhicu thu muc, tép tin ding céch quang
nhau thi nguoi st dung gitr phim Ctrl trong IGc nhap chudt trai dé chon thu muc,
tép tin. Con néu mudn chon nhiéu thu muc, tép tin ding canh nhau thi ngudi st
dung git phim Shift trong IUc chon thu muc, tép tin.

b. Céch sao chép tép, thu muc tir thu muc/6 dia ndy sang thu muc/6 dia
khéc.

Cach 1: thép chuot ‘phéiovéo thu muc, tép tin can sao chép sau d6 chon
Copy, di chuyén dén noi can dé thu muc, tép tin da sao chép, nhap chudt phai
chon Paste.

~ Cach 2 Nhap chuét trai vao thu muc, tép tin C?}n sao chép, ngudi st dung
an to hop phim Ctrl + C trén ban phim, di chuyén dén noi can dé thu muc, tép
tin da sao chép, an t6 hop phim Ctrl +V @é tién hanh sao chép.

c. Céch di chuyén tép, thu muc tir thu myc/6 dia nay sang thu muc/o dia
khac
“Budc 1: Chon thu muyc can di chuyén, nhap chudt phai chon Cut dé di
chuyén thu muc (C6 thé st dung t6 hop phim Ctrl + A d¢ chon tat ca cac thu
muc can di chuyén hodc gitr phim Shift dé tly chon nhi€u thu muc can di
chuyen).

Budgc 2: Chon 6 dia hodc thu muc dé chira thu muc di chuyén, nhap chuot
phai chon Paste.
d. Cach chia sé tép, thu muc trén mang LAN.

Budc 1: May tinh dam bao da tit tuong lira. DE tat twong lira nhap chuot
phai vao biéu tugng mang. Sau d6 chon Open Network and Sharing Center ->
Change advance sharing settings

Budc 2: Ban cai dat xuat hién, thiét 1ap cac ché do dé chia s¢. Néu chia s¢
ma khong muon dat password thi ban tich vao 6 Turn off password... . Sau do6
Save.

Budc 3: Chon thu muc can share, nhip chudt phai vao thu muc, chon
Properties Chon Sharing -> Share. Tai day ban Add muc Everyone vao sau do
chon Read/Write. Cudi ciing chon Share. Bé may khac c6 thé 1y duoc dir liu
vua chia sé thi phéi cung cdp cho may dé mot dia chi ip cia may tinh chia sé.

3.5. Quan ly thuw muc va tép: Xba, khdi phuc tép va thw muc
a. Céach xoa tép tin, thu muc, cho vao thung rac (xoa tam thoi).
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Nhap chudt trai vao thu muc, tép tin can x0a, vao Organize trén thanh
cdng cu cua cua so, chon Delete. Hoac nhap chudt phai vao thu muc, tép tin can

x0a, chon Delete (hoic nhan phim Delete).

Organize = = Open Include in library - Share with - Burn
J;ij Cut Mame :
2 Copy . Corel Draw 12

Paste . Corel X5
Undeo | Excel
Redo . Hoe lai O to
Select all . MNero 6.6.0.6
. MEROREG
S | Offcie 2010 - key
Folder and search options ~=FECE T 0]
75 Delete | quy che an toan an ninh thong tin
Rename | Quy che ANTT

Remuove properties

Properties

Cloze

. sua loi file Word

| unikey

| unikeyd0RC2-win32
. Van nghe 2011

Hién thi ctra s6 xac nhan xo6a, nguoi sir dung chon Yes dé thyuc hién hosc

chon No néu khéng muédn xoa.

Delete Folder

=

%
-
[

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

Offcie 2010 - key
Date created: 19/01,/2015 9:22 AM

b. Cach khoi phuc tép tin, thu muc tir thung rac.

Dé phuc hdi lai thu muc, tép tin vira x6a, nhap chudt trai vao thu muc, tép
tin mudn phuc hdi sau d6 chon Restore this item trén muc Recycle Bin Tasks
hoac nhap chudt phai vao thu muc, tép tin can phuc hoi sau do chon Restore.
Thu muc, tép tin duoc phuc hdi s& trd lai dung vi tri ban dau truéc khi xda.
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Organize « Empty the Recycle Bin Restore this itern

W Favorites Name
£l Recent Places . Mew folder (2
. Mew folder (3)
- Libraries | Offcie 2010 - k
@ Documents . UsE Restore
J’i Music L] ~W Cut
[=] Pictures | ] Auto
E Videos || Autol Delete
B L Auto Froperties

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

Céch 1: Mo thung réc, chon Empty the Recycle Bin trén muc Recycle Bin
Task, chon Yes.

) e T

Organize » Empty the Recycle Bin Restore this item

¢ Favorites Remove all files from the Recycle Bin
x to free up disk space.
| Recent Places TN TOTUCT T
. New folder (3)
4 Libraries ‘ | Offcie 2010 - key

Céach 2: Nhap chuot phai vao biéu tugng thing rac, chon Empty the
Recycle Bin, chon Yes.

%
= Open

Empty Recycle Bin

Create shortcut

Rename

Properties

3.6. Quan Iy thu muc va tép: Tim kiém tép va thw muc
a. Su dung cdng cu tim (find, search) dé tim mét tép hay thu muc.

Dung 6 Search trén thanh dia chi cua cira s6 windows hoic & Search
programs and files tir menu Start dé tim kiém cac tép hay thu muc.

b. Tim tép theo tén, theo ndi dung, theo ngay tao, ngay cap nhat, theo
kich ca, kiéu.
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Dé tim kiém nang cao chlng ta st dung bo loc: Khi nhap chudt vao hop
tim kiém phia trén cung bén phai cua cta s6 Explorer, nd sé& hién ra danh sach
cac tir khoa duoc str dung gan nhat va bo loc tim kiém s& hién ra ngay bén duéi
cac tir khoa d6. O day co thé kich vao maot tly chon cua bo loc dé cho két qua
chinh xac hon. Hodc c6 thé gd céc tir khda nay vao 6 tim kiém néu khong muébn
kich vao danh sach duoc liét ké.

Danh sach cac kiéu tim kiém thuong sir dung:

- Kind: Chi tim kiém céc tap tin dugc chi dinh (trong tai liéu, thu muc,
hinh anh, lich).

- Datemodlﬁed Tim theo ngay thang dugc chon. Ban co thé chon khoang
thoi gian “tir ngay" . "dén ngay" bang cach gitr phim Shift va chon cac thoi
diém can tim.

- Datetaken: Tim cac tap tin anh theo ngay dugc chon.

- Datecreated: Tim bat cu thir gi dugc tao ra trong khoang thoi gian lua
chon.

- Name: Chi tim kiém theo tén tap tin.

- Type: Tim kiém céc tap tin c6 phan m& rong xac dinh nhu .bmp, .pdf,
.doc, va .mp3. Tuy chon nay tuong tu nhu khi dung kind: nhung duoc loc cu thé
hon.

- Tags: Tim kiém tap tin theo céc thé siéu dit liéu di kém bén trong.

- Size: Tim kiém theo kich c& cu the. Ban ciing ¢6 thé tly chinh pham vi
cua kich c& giong kiéu - Datemodified. vi du: size:=10mb..50mb.

- Length: Tim theo d6 dai cua cac file nhac hoac video.
- Authors: Tim theo tén tac gia cua tap tin.
c. St dung ky tu dai dién dé tim thu muc va tép.

Trong truong hop khéng nhé rd tén cua tap tin can tim hoac muén mo
rong pham vi tim kiém thi viéc ap dung cac ky tu dai dién 1a mot giai phap rat
hitu ich. Trong Windows, ky tu dai dién dugc su dung la dau sao (*). Vi du
muébn tim kiém nhiing tap tin ¢c6 phan mo rong la .pst ban tién hanh nhap tur
khda *.pst vao 6 tim kiém. Tuong tu cling c6 thé lam diéu nay dé tim tén cac tap
tin ma ban khong nha chinh xac.

IV. Mét s6 phan mém tién ich
4.1. Nén va giai nén tép
a. Y nghia ctia viéc nén tép tin.

Nén tép tin co tac dung lam giam dung lwogng caa tép tin nham tang chd
trong cua bo nhé hodc tao thuan loi trong qua trinh gui tép tin trén mang. Ngoai
ra, nén con lam glam ) luong tép tin khi ching ta can giri di thong qua cac phan
mém thu dién tir va mot sé phan mém c6 tinh ning giri dit liéu khac.
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b. Céach nén tép tin trong mot thu muc.

Dé nén tép tin trong mot thu muc ching ta sir dung tinh ning nén/giai nén
file trong windows hoac cac phan mém ho trg nén nhu Winrar.

Dé tao file nén, nhap chuot phai 1én mot khu vuc tréng bat ki trén man
hinh desktop hoic cira s6 Windows Explorer, sau d6 chon New / Compressed
(zipped) Folder. Céc file s& duoc copy vao "thu muc" zip, thuc chat 1a mot file
zip. Nguoi sir dung cd thé kéo/tha dé di chuyén file zip nay va ciing c6 thé copy
hodc x6a nhu copy, xo6a file binh thuong Mot cach khac 1a chon tat ca céc file
mudn nén trén Windows, nhap chudt phai va chon Send to / Compressed
(zipped) folder

c. Cach giai nén cac tép tin.

Pé giai nén, nhap chuot phai 1én file .zip va chon Extract All. Mot cira s6
mai sé xuat hién cho phép lua chon cac file sé dugc giai nén va vi tri dat file giai
nén. Theo mac dinh, cac file giai nén s¢ dugc dat trong cung mot thu muc vaéi
file .zip.

4.2. Phan mém diét virus, phan mém an ninh mang

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

Phan mém diét virus: BKAV, Kapersky, Avast, Avira, AVG, CMC
AntiVirus,...

Phan mém an ninh mang: Hé théng tuong lira Fortigate, cac phan mém

Cacti, Snort, phan mém thiét bi an ninh mang P1X cua Cisco,...
~ b. Su dung duoc phan mém diét virus dé quét 6 dia, thu myc, tép tin cu
the.

Trong céc phan mem diét virus déu cd cac lwa chon quét o dia, thu muyc,
tép tin cu thé dé nguoi dung cé thé lua chon vung quét theo y muon.

Céc phan mem diét virus hién nay tich hop ca chirc ning dé phong chong,
phat hién va loai bo ma doc, hoan toan tu dong. Nguoi dung co thé sir dung chac
nang nay.

c. Cap nhat phan mém diét virus thuong xuyén.

D¢ cap nhat phan mém nguoi sir dung c6 thé lya chon cap nhat ty dong
thuong xuyén theo thoi gian mong muon hodc c6 the cap nhat bang tay bat ky
Iic nao bang cach nhap chudt vao nat chire nang Update (Cap nhat).

4.3. Chuyén d@6i dinh dang tép

a. Céch chuyén d6i dinh dang cac tép van ban sang kiéu .rtf, .pdf va
nguoc lai.

- B6i dinh dang céc tép van ban sang kiéu .rtf, .pdf: TOy chon File -> Save
as, tai 0 Save as Type c0 tly chon cac kiéu dinh dang cho nguoi dung tuy chinh.
Hodc ngqc‘wi dung c6 thé sir dung cac phan mém doi dinh dang dé thuc hién
chuyén doi.
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o Doi cac dinh dang kiéu 1tf, .pdf sang van ban: Str dung cac phér] mém
doi dinh dang,dé thuc hién chuyén do6i hoac c6 thé doi bang cac website d6i dinh
dang truc tuyén.

b. Céc dinh dang tép am thanh phé bién va chuyén d6i tép am thanh sang
cac dinh dang nay.

Cac dinh dang am thanh phd bién hién nay: MP3, WAV,
Lossless,AAC,WMA,... Dé chuyén d6i tép 4m thanh sang cac dinh dang ching
ta st dung céc phan mém nghe nhac hoic phan mém chuyén déi dinh dang hozc
c6 thé doi bang cac website d6i dinh dang truc tuyén.

4.4, Da phwong tién

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

- Phuong tién truyén thong (media): La viéc van dung cac kha nang cua
co thé, su dung nhimg phuong tién co san trong thién nhién, nhitng cong cu
nhan tao dé dién ta va chuyén tai nhimg thong tin, thong diép tir ban than dén
nguoi khac hay tir noi nay sang noi khac.

- Pa phuong tién (multimedia): L& mot su két hop phuong tién truyén
thong (media) va cac dang ndi dung (content) khac nhau. Pa phuong tién bao
gom sy két hgp van ban (text), &m thanh (audio), anh tinh, hoat hinh, video, link
hoac cac dang noi dung tuong tac khac.

b. Céch dung mot sb tién ich vé xir Iy va quan ly anh sb.

Mot s6 tién ich xir Iy va quan Iy anh s6: Trong hé diéu hanh Windows cd
tich hop san ti¢n ich Paint va trinh xem anh s6. Nguoi dung c6 thé sir dung cong
cu Paint d¢ xtr ly anh don gian.

c. Céch diung mot sd tién ich da phuong tién tong hop: Ghi &m, nghe
nhac, xem phim.

Dé ghi am, nguoi dung su dung tng dung ghi am nay da c6 san trong may
tinh bang cach chon Start sau d6 gd vao 6 tim kiém Sound Recoder va chon.

Hoac chon: All Programs --> Accessories --> Sound Recorder nhu hinh phia
dudi
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E TeamViewer 9

& Windows DVD Maker

555 Windows Fax and Scan Le Tinh

€ Windows Media Center

@ Windows Media Player Documents

?:J Windows Update

< XPS Viewer Pictures

. Accessories ;

9 Bluetooth File Transfer i
I:] Calculator
E¥ Command Prompt
@2 Connect to a Network Projector
B Connect to a Projector
-1 Getting Started
#) Math Input Panel

«j Notepad

A:-T:-;'?. Paint

Games

Computer

Control Panel

Devices and Printers

%> Remote Desktop Connection Default Programs

i3] Run
‘(g_ﬁmpnina Tcol Help and Support
L Sound Recorder
Sticky TNotes

@ Sync Center

4 Windows Explorer
VB Windows Mobility Center
=] WordPad

.. Ease of Access

. System Tools
. Tablet PC
, Windows PowerShell

Back

Khi ¢6 phan mém nho dugc hién thi 1én, dé ghi am cac ban click vao Start

Recording

\1 Sound Recorder

@ Start Recording ’ 0:00:00 l ‘ @ ~

Pé ngung lai va luu, chon Stop Recoding
\. Sound Recorder ﬁ

‘ @ Stop Recording 0:00:30| ‘ @ -




Sau d6 chon duong dan va tén file muén luu va luu lai

r — — —— Y
\, Save As —_ \d A4 I&l
QQ ’ =l » Libraries » Documents » v | s | ' Search Documents ol

Organize ¥ New folder =l v (7))

Arrange by: Folder ¥
Includes: 2 locations

X Favorites = Documents library
Bl Desktop
18 Computer 1
Downloads
. Vforum.VN (D)
File Download

| Recent Places

[ l I\l | '

\ Desktop foobar2000 notepad Tag Scan UniKey
s Libraries 5
File gami vforum.vnjwma o
Save as type: lWindows Media Audio File (*.wma) v
Contributing artists: Specify contributing art... Album: Specify album
# Hide Folders | Save ] [

P& nghe nhac: Trong hé diéu hanh Windows ¢ tich hop sén tién ich
Media Player gitip pgudi dung cé thé chay dugc mot so dinh dang am thanh co
ban. Ngoai ra co thé cai dat thém cac trinh phat &m thanh khac.

Pé xem phim: C6 thé ding tién ich Media Player dé xem duwgc mot sb
dinh dang video co ban. Néu muén xem céac dinh dang video khéc, ngudi ding
s& cai dat thém cac cong cu xem video Khac nhu: K-Lite Codec Pack, VLC
Media Player,...

V. Sir dung tiéng Viét
5.1. Cac khai niém lién quan
a. Céc bo ma tiéng Viét nhu Unicode, TCVN.

- Unicode: La b ma chuan quoc té duoc thiét ke dé dung 1am bo ma duy
nhat cho tat ca cac ngdn ngr khac nhau trén the gidi, ké ca cac ngdn ngir st
dung Ky ty twong hinh phtc tap nhu tieng Trung, tieng Thai... Vi diém wu viét
do, Unicode da va dang timg budc thay the cac b ma truyen thong, ké ca bo ma
tiéu chuan 1SO 8859 va hién dang duoc ho tro trén rat nhiéu phan mém ciling
nhu cac trinh tng dung.

- TCVN3: Bang m theo tiéu chuan (cii) cua Viét Nam. Cac font chir
trong bang ma nay cd tén bit dau bang .Vn va mdi font c6 hai loai thuong va
hoa (font chit hoa két thiic bang H). Vi du: .VnTime, .VNSouthernH. Ngay nay
TCVN da quy dinh st dung font Unicode trong soan thao van ban.
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b. Phong chit (font) va biét mot s6 phong chir Viét théng dung.

Dé hién thi dugc cac ngdn ngit cua cac qubc gia, may tinh st dung cac bo
font dugc xay dung twong (g vai cac bang 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 thuc gb tiéng Viét.

Co6 thé gb tiéng Viét bang 3 kiéu gd 1a Kiéu gd TELEX, VNI va VIOR,
cu thé:

Cich Thém Dau
Thém & cudi méi tir
Diu Ki€u 50 vNI| Kidu VIQR
TELEX

sdc 5 1 Y
huvén f 2 .-
hoi r 3 ?
ngi X o ~,#
néng ] 5
mil a.€.0 a,0.e ] M
22; w 7.8 (,+.,*
d d 9 d
Xéa dau z 0 0
Tét Dén |G lap, F12 G;E‘* C"H“;if"“’

5.2. Lwa chon va cai dat cac tién ich sir dung tiéng Viét
a. Cac giai phap hd tro cai san bén trong mot s6 hé diéu hanh.

Trong mot s6 hé diéu hanh ngudn ma, cu thé 13 Ubuntu c6 cai sian cac tién
ich g6 tieng Viét nhu Scim. Cach kich hoat Scim:

6 2 céch, 6 thé diing dong Iénh dé kich hoat hoac kich hoat trong phan
thict 1ap ho tro ngbn ngi.

Kich hoat bang dong lénh: g6 Iénh sau vao ctra so6 dong lénh (terminal):
im-switch -s scim-bridge.
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Kich hoat bang giao dién dohoa: trong phan System -> Administration -
> Language support, danh dau vao phan Enable support to enter complex
characters”, sau d6 khai dong lai may la cé thé sir dung dugc Scim.

Sau khi kich hoat Scim, nguoi ding st dung dé go tiéng Viét nhu thong
thuong.

b. Céc phan mém gd tiéng Viét thong dung va céch thirc cai dit, sir dung
ching.

- Vietkey:

La phan mém go tiéng Viét do Bing Minh Tuan sang che. Trudce day,
Vietkey dugc cai dat khong ban quyén trén nhiéu may vi tinh. Ké tir nam 2004,
Vietkey da ngung phat trién.

~ Cai dat: Mo file cai dat va nhap chudt vao cai dat va nd s hién ra cira so
de Chl]pg ta thuc hién cac budc cai dat. Cach cai dat cling tuong tuy nhu cai dat
cac phan mém tng dung khac.

Str dyng: Tuy vao ngudi ding ma c6 thé chon cho minh kiéu gd thich
hop.

~ Trén thanh Menu cua cira so Vietkey, nhap chudt vao kiéu gd dé chon
kiéu go tieng Viét 1a VNI hoac Telex.

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

Phan mem dung trong khoi nha nuoc - Version 2

’ v"% Everywhere Simplé\{owerful
@ Péng h Tu hitp/Awww vietkey com tel: 84 4 8433872

Bing m3

Céc bd m3 88t
" TCVN3-ABC (VnTime...)
C VNI Win (VNI-Times...)
" VIGR (Tie™ng Vie™.t.)

Uricode 16-Bit
* Unicode dyng san, TCVN 6303:2001]
" Unicode UTF-8
" Unicode dang 6 Himl n
" Unicode cho & 180 biinh C iﬁ
ngdn ngit 3p "'

DUYANHWEB.COM

&P Twoin X Thos U Lunndi| 4 TaskBar

Ngudi diing c6 thé tly chon vi tri hién thi cua Vietkey, thudng la ¢ thanh
Taskbar dé tranh tinh trang Vietkey che di nhitng giao dién dang str dung.
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- UniKey:

La phan mém nguon mé do Pham Kim Long phat trién, hd tro nhiéu bang
ma va kieu go tieng Viét. Tur sau khi dy an Vietkey ket thic, UniKey tro nén
pho bien vi mién phi, gon nhe va khéng can cai dat.

Str dung:

Pé gb tiéng Viét trén may tinh bang Unikey ngudi ding can khoi dong
(chay) phan mém. Khi d6 phan mém s& hién thi mot bicu twong nhé dudi khay
hé thong. Dé go dugc tleng Viét ¢ dau,ngudi dung can chuyen phan mem nay
sang chir V, ngugc lai muén tit ché do gd c6 dau can chuyén né vé chir E.
Nguoi ding c6 thé chuyén ché d¢o nay dé dang bang céch click chudt vao biéu
twong & khay hé théng hoic ding té6 hop phim chuyén, mic dinh 1a CTRL +
SHIFT hoic t6 hop ALT + Z, ¢6 thé lya chon phim chuyén phu hop véi may
bang cach lya trén ngay trén giao dién phan mém.

Unikey hd tro nhiéu kiéu gb véi bang ma khac nhau. Thong dung nhat
hién nay van la bang m& Unicode voi kiéu gd Telex.

Unicode 1a bang ma chuan qudc té dugc sir dung rong rai nhat hién nay,
hién dang dugc hd tro trén rat nhiéu phan mém ciing nhu cac trinh tng dung.

Pé sir dung Unikey gd tiéng Viét trén may tinh, khai dong phan mém lén
va thiét 1ap & muc Bang ma (thuong lya chon Unicode) va Kiéu gd (Telex -
twong g V4i bang ma) sau d6 click Pong 1a ¢o thé g tiéng Viét duoc roi.

7+ UniKey 4.0 RC2 | S|
Diéu khién \ - -
tBéng ma: | [Unicode v’ ' o Dong ]
[Kieu = [Tetex v i @ Kéttnic
Phim chuyén: @ CTR\Z+ 34" IR FAT —
- ‘ 4L M@ réng ‘
IQ Hwéng dén ’ Théng tin ‘ ‘ Mac dinh l

5.3. Chuyén doi phong chir Viét
a. Xu ly sy khdng thdng nhat vé phong chi

Khi giap van ban str dung nhiéu phdng chit, trude hét d¢é doc dugc ching
ta can cai dat vao may tinh tat ca cac phéng chir ma van ban do6 st dung, hoac
dung cac phan mém dé chuyén doi tat ca vé mot phoéng chir duy nhat.

b. Str dung phan mém chuyén doi phéng chit thong dung
Chuing ta c6 thé sir dung phan mém Unikey dé chuyén doi phong chir:

Bugc 1: Mé File Word muén chuyen ma nhan to hop phim Ctrl+ A dé
chon toan bo van ban sau @6 nhan t6 hop phim Ctrl+C dé copy vao Clipboad
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Why is Internet Download Manager preferred?

Internet Download Manager adopts smart alzorithms to accelerate
the download speed, so your download speed can increase many times
conpared to the only connection to the server.

By splitting files into smaller segments during the download,
Internet Download Manager optimize the transmission line to
accelerate your process. Internet Download Managzer also has plug-
ins which are compatible with all the popular browsers now such as
Internet Explorer, Netscape, MSN Explorer, AOL, Opera, Mozilla,
MozillaFirefox, Mozilla Firebird, Avant Browser, MyIE2, and many
others. Therefore, you do not have to worry about whenusing this

software for different browsers, the plug-ins will help you reduce
,,,,, RGN R A Dt AT A A Ao L e R i L & O ASE A At 1 0 bAATI AL

 Budc 2: BeChuyén ma tiéng viét toan van ban sang Unicode chuan trong
tat ca file word, dudi thanh Toolbar ban chuét phai vao Unikey va chon céng
cu[ CS+F6] nhu hinh du6i

| Huéng din
Céng cuy...[CS+F6)

Chuyn ma nhanh - [CS+F9]

v Batkiém tra chinh ta

Bét tinh ndng g6 tat

Soan bang gé tat...

Kiéu g »
v Unicode dung s3n

TCVN3 (ABC)

VNI Windows

Bang ma khac »

Bang diéu khién...[CS+F5]
Két thic

M A
2 B &

Customize...

10:00 AM
25-Aug-14

Buéc 3: Mot bang thﬁng b&o hién ra nhu bén dudi ¢ tuy chon dich ban
chon 7Unicode, tay chon nguén,ban chqn TCVN3 nhu dudi, tich vao muc
chuyén ma Clipboard sau d6 nhan Chuyen ma

49



Bang ma Lwa chon

Naus ichus (ABC) v [_]sang chi¥ hoa
, [] sang chii thwdng
| Unicode v 1 TS
[] Loai b6 déu
["]Knéng diing rich text

1IL Dao bang ma 1
L&— [] Diing b font téi thidu

#

Chuyén mé clipboard

File
File ngudn >
File dich Ei&

Chihd tro file text va file Rich Text Format (RTF)

J oo

Nhu vay da chuyén doi thanh cong

o Successfully converted

N

OK
saszanedl

Sau @6 Ctrl+ V vao van ban.

Hoac c6 thé sir dung cic phan mém khac nhu: UConvert Desktop,
Uoffice,...

5.4. Sir dung nhiéu ngdn ngir trong mot tai liéu
a. Chuyén doi tir ban phim sang tiéng Viét va nguoc lai

Lua chon ngdn ngit cia ban phim: Nhap chudt vao bicu tugng EN ¢
Taskbar chon ngbn ngir cho ban phim hodc nhan t6 hgp phim “Window +
Space”.

b. Pua mot doan vin ban bing ngén ngir khac vao vin ban géc tiéng Viét

D¢ dua mot doan van ban bang ngon ngix khac vao van ban goc tieng Viét
chung ta cé thé st dung I1énh Copy-Paste.

V1. Str dung may in
6.1. Lwachon may in

a. Thay doi may in mac dinh tir mot danh sach may in cai sin. Biét cach
chia sé mot may in mang
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Dé thay d6i may in mic dinh, chiing ta lam nhu sau:

Nhap chudt vao thanh Menu Start, chon truy cap vao Devices and
Printers

53 AutoPlay B¢ BitLocker Drive Encryption

%3 Default Programs @3 Device Managet o Devices and Printers

& Family Safety €5 File History Flash Player

& HomeGroup &% Indexing Options A Intel(R) Graphics and Media

&= Keyboard ﬁ* Language £ Location Settings

&3 Notification Area Icons l! Personalization {5 Phone and Modem

i Recovery 9 Region %3 RemoteApp and Desktop Connections
& Storage Spaces @ Sync Center 1% System

BR, User Accounts Ed Windows Defender & Windows Firewall
i Work Folders AP EGAT AL ARV AR

Cira s6 méi hién ra liét ké cac may in, ban phai chudt vao may in tot nhat
thuong xuyén sir dung, sau do phai chudt va chon Set as default printer

4 Printers (1)

Microsoft XF See what's printing
Document Wi ]

et as default printer

Printing preferences

Printer properties
Create shortcut

# Remove device

Troubleshoot

Properties

e e e e

- May in mic dinh s& c6 dau Tich (V)
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Print

LA
]
e

Copies: 1 e
Print
Printe/
, Microsoft XPS Document Witer "
m Read
Printer Pro PERIES
Settings
L Print All Pages =
Prirt the nti lacy ent
Pages:
Print One Sided =
Only pr DN one side o I the page
Collated
| -
\‘ Portrait Orientation v
Letter &
Normal Margins =
| Page Per Sheet s

Chia sé may in:

Va start ->Printers and Faxs ta dugc mot hop thoai cac loai may tinh
dang cam vao may cua minh. Cac ban tim xem biéu tuong may in dang cam trén
may tinh ctia minh sau d6 an chudt phai chon Sharing.

Tiép tuc xuat hién hop thoai, chon Share this Printer sau d6 chon OK.

pé ding tén hoac ddi tén di cling dugc. sau d6 chon OK, nhu vay la ta da
chia sé dugc may in qua mang LAN roi.

b. Cai dat mot may in mai vao may tinh
Budéc 1. Chuan bi Driver (trinh diéu khién) cho may in.

Bwéc 2. St dung day cong USB tir may in gin vao cong USB trén may
tinh ban / Laptop.

Bwéc 3. Bat file driver cia may in rdi chon Run -> Next téi cho dén khi
phan mém bat dau cai dat.

Buwéc 4. Cho khi thanh cai dit chay xong hét va ban chon Finish.
Buwéc 5. Sau khi hoan thanh cac budc ban Chon Finish. Restart lai may
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6.2. In

a. Hang doi (queue) in, tac vu (task) in. Biét cach in tai liéu tor mot ung
dung

- Hang doi (queue) in: L& bang sap xép thir ty cac dbi twong dang cho
duogc in 4n trén mot may in.

- Tac vu (task) in: La thanh nam trén hop thoai may in, phia trén hang doi,
c6 tac dung dé thuc hién thao tac cac Iénh vé may in va in an.

b. Xem tién trinh cac cdng viéc in trong hang doi, ding, khai dong lai,
xba tac vu in.

Pé xem, ding, khoi dong lai, x6a tac in chlng ta truy cap vao thanh Menu
Start, chon truy cap vao Devices and Printers. Nhay dup chudt vao may in dang
thuc hién 1énh in. Trong hop thoai méi xuat hién chira danh sach cac cong viéc
in trong hang doi va thanh tac vu dé nguoi dung thao tac cac Iénh theo y muén.
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MO DPUN KY NANG 03: XU LY VAN BAN CO BAN

|. Kién thirc co ban vé vin ban, soan thio va xit Iy vin ban
1.1. Khai niém vin ban
a. Khai niém van ban theo nghia thong thuong.

Theo nghia rong, van ban dugc hiéu 13 vat mang tin duoc ghi bang ky
hi¢u hay bang ngon ngir, nghia la bat cir phuong tién nao dung dé ghi nhan va
truyén dat thong tin tir chu thé nay dén chu thé khac.

Theo nghia hcp, van ban dugc hiéu 12 cac tai liéu, gidy to, hd so dugc
hinh thanh trong qua trinh hoat dong cua cc co quan nha nudc, cac t6 chuc xa
hoi, cac t chuc kinh té. Theo nghia ndy, cac loai gidy to dung dé quan ly va
diéu hanh cac hoat dong cta co quan, t6 chitc nhu chi thi, thong tu, nghi quyét,
quyét dinh, dé an, bao cdo... déu duoc goi 1a van ban.

b. Khai niém van ban quan ly Nha nudc.

Vin ban quan 1y Nha nuéc 1a nhitng quyét dinh quan 1y thanh van do cac
co quan nha nudc c6 tham quyén hoidc ca nhan dugc nha nudc Gy quyén theo
chtic ning ban hanh theo thé thic va thu tuc do luat dinh, mang tinh quyén luc
nha nudc, 1am phét sinh cac hé qua phap ly cu thé. Trong thuc té, van ban quan
Iy Nha nuéc duoc sir dung nhu mot cong cu ciia nha nudc phap quyén khi thé
ché hoa cac quy pham phép luat thanh van ban nham quan ly xa hoi.

c. Khai niém van ban hanh chinh.

Khai niém van ban hanh chinh dugc sir dung véi nghia 1a van ban dung
lam c6ng cu quan 1y va diéu hanh caa cac nha quan tri nham thyuc hién nhiém vu
giao tiép, truyén dat ménh lénh, trao ddi thong tin dudi dang ngdn ngir viét, theo
phong cach hanh chinh- cong vu.

1.2. Soan thao van ban va xi ly van ban

a. Céc thao tac thong thuong dé co dugc mot vin ban theo yéu cau: Soan
thao noi dung (tao méi hodc st dung ndi dung co san), bién tap vin ban (thém
bét, stra chita noi dung, thay d6i dinh dang, thém minh hoa, tao cac lién két,
tham chiéu, hoan chinh vin ban), luu giir van ban, in an va phan phdi van ban.

b. Mot s6 phan mém xu 1y van ban khac nhau nhu LibreOffice Writer,
OpenOffice Writer, Microsoft Word.

- Microsoft Word: Chuong trinh soan thao van ban Microsoft Word la
moét phan mém thudc bo phan mémMicrosoft Office cua Microsoft. Tir nim
1993, Microsoft tich hop ba phan mém Word, Excel va PowerPoint thanh mot
san pham la Microsoft Office 6.0, sau d6 bd phan mém da dwoc nang cap nhiéu
lan: Office 95, Office 97, Office 2000, Office 2003, Office 2007, Office 2010,
Office 2013, Office 2016, ngay mot nhiéu tinh ning tién tién hon, giao dién c6
thé thay ddi, tuy nhién nhiing tinh nang co ban nhat thi khong thay doi.
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+ Microsoft Word 1a mot bo soan thao truc quan, cé giao dién dep va dé
sur dung, cho phép tao va xur 1y cac van ban, ché ban dién tur vai nhieu mau ma
phong phd.

+ Microsoft Word cho phép tao va xur Iy bang biéu thuan loi, c6 thé tinh
toan va sap xép dir liéu trong bang theo mét trat tu nao d6 ctia ngudi dung.

+ Microsoft Word cho phép soan thdo van ban theo cot bao chi, soat 15i
chinh ta bang tiéng Anh, chen cac hinh anh vao van ban, tao chit nghé thuat.

e Uu diém: Chay 6n dinh va dé dung, duoc st dung rong khic,
e Nhuoc diém: Chi phi ban quyén cao.

- OpenOffice Writer: OpenOffice 12 b phan mém ng dung vén phong
ngudn mé duoc phat trién boi Sun Microsystems va cong dong nguon mao, cac
tinh ning tuong ty nhu Microsof Office. OpenOffice c6 thé chay trén nhiéu hé
diéu hanh, hd tro da ngon ngit (trong d6 co ca phién ban tiéng Viét), thuong
xuyén dugc cap nhat va nang cap. OpenOffice Writer 1a phan mém xir 1y vin
ban trong bo OpenOffice. Ngoai cac chirc nang co ban cua mot chuong trinh xur
Iy van ban, OpenOffice Writer con cung cdp mét s6 tinh ning quan trong:

+ CAc kiéu dinh dang mau;

+ Céc phuong phap trinh bay hiéu qua (bao gom khung, cot va bang biéu);
+ Nhang hoic lién két cac hinh d6 hoa, bang tinh va cac ddi twong khéc.
+ Tai liéu chu, tap hop nhiéu tai liéu vao trong mot tai liéu don.

+ Theo dbi céac thay doi trong tai liéu.

+ Tich hop co sé dit liéu bao gom ca co so dir lidu vé tac gia.

+ Xuat tai liéu ra dang PDF bao gom ca céc lién két.

e Uu diém: Mién phi, da duogc Viét hoa

e Han Ché:: Chua nhiéu nguoi biét dén. Nhiéu nguoi quen sir dung MS
Word khong muon bé thoi gian nghién ciu OpenOffice.

- LibreOffice Writer:LibreOffice Writer 1a phan mém soan thao vin ban
thudc bo phan mém LibreOfficeduoc phat trién bai cong dong ma ngudn me, do
Quy tai liéu(The Document Foundation)quan ly. LibreOffice Writer c6 thé chay
trén nhiéu hé diéu hanh va hd tro da ngén ngir.LibreOffice Writer ¢ tinh ning
tuong tu vé miat giao dién va céch st dung nhu MicrosoftOffice Word, dé hoc
va dé sur dung.

e Uu diém: Dugc céidat§§n trong c4c hédiéu hanh Linux nhu
Ubuntu,Centos,... mién phi theo giay phép LGPL.

e -Han ché: chua nhiéu nguoi biét dén. Nhiéu nguoi quen dung MSWord
khong muon bé thoi gian nghién ctu Libre Office.

1.3. Chirc ning chinh ctia mot phan mém xu 1y van ban
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Phan mém xt 1y vian ban 13 mot phan mém duoc thiét ké dé soan thao cac
van ban dién tir voi mot so chirc nang chinh nhu sau:

- Hién thi ndi dung van ban trén man hinh

- Cho phép nguoi ding stra di, bo sung tai vi tri bt ki trong van ban
- Thé hién nhiéu kiéu chir (font), ¢& chir, mau sic khac nhau

- C6 thé kém theo hinh anh trong vin ban

- Luu gitr van ban dudi dang file

- H3 trg in 4n vin ban

- CO chtrie nang ghép anh

I1. Sir dung mdt phan mém xir Iy viin ban Microsoft Word 2010
2.1. Mé, dong phan mém xir Iy vin ban

a. Céch mg, dong phan mém xu 1y vin ban truc tiép va gian tiép.

- Vao Start\AllPrograms\Microsoft Office, chon Microsoft Word 2010,
dé mé chuong trinh soan thao vin ban.Hoic chon va kich hoat mo phan mém ti
biéu twong Microsoft Word 2010 trén man hinh Desktop (bang cach nhap dup
chuot trai 1én biéu tuong).

- Thoat khéi (dong) Microsoft Word 2010: Vao File chon Exit hoac
nhap chudt vao ndt Close trén géc phai man hinh.

Microsoft Word | 25 =

4 ! % Do you want to save changes you made to Document3?

[ Save ] | Don't Save | | Cancel |

Chu y: Truong hop khi thoat khoi Word, néu noi dung vin ban dang lam
viéc chua dugc luu vao bo nhé thi may xuat hién hop thoai hoi "c6 mudn ghi lai
...hay khéng", néu mudn luu lai ta chon Save, khong luu chon Don’t Save, chon
Cancel dé quay vé man hinh soan thao.

b. Céc yéu tb trong giao dién lam viéc cua phan mém:
Sau khi khai dong xong xuat hién man hinh soan thao gom:
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Wi'd O T B o carment? = M ft Word E=NEol "
m Home | Insert  Pagelayout  References  Mailings Vi it Reader PDF > @
o § - 3 B 34 Find ~
B) Times NewRom <14~ A" A7 | Aav | %) 119 [aaBbC:| AaBbC: AaBbC AsBbee AAB dassce sasbe | A e
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Change
7 Styles~ | I Select~
Styles Editing
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- Thanh tiéu @& (Titller): Hién thi tén chwong trinh tng dung
MicrosoftWord va tén File vin ban dang lam viéc, & bén phai hién thi 3 not diéu
khién (an xuéng thanh tac vu, phong to thu nho cira s6, thoét khoi chuong trinh
soan thao).

- Thanh thuyc don (Menu): Chtra cac Menu Iénh chinh phuc vu cho viéc
khai thac gom: File,Home, Insert, Page Layout, References, Mailings, Review,
View.

- Thudc (Ruler): Giap ngudi sir dung nhin thay Ié trang van ban va cin
chinh tryc tiép doan van ban.( Dé 1am xuat hién thuéc ké hodc an thi: vao View
chon Ruler).

- Thanh cuén (Scroll bar): Lén, xudng, sang trai phai, man hinh soan
thao.

- VUng soan thao: La ving dé nguoi st dung nhap van ban.

2.2. Mé vian ban c0 san, tao van ban méi, luu, x6a van ban

a. Mo mot file van ban mai

- Nhap vao File chon New chonBlank document hoac(Ctrl + N)
b. M& mot van ban ¢ san.

- Nhép chudt vao File chon Open, hoac(Ctrl + O). Xuat hién hop thoai
nhu hinh dudi day:
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r@ Cpen &J‘

A |.__.,'. » Computer » Local Disk (D) » - | +,| | Search Local Disk (D:) ol |

Organize » Mew folder =~ O ':Q:'

Ml Desktop i Mame Date moedified Type

4 Downloads B )
| Setup 11/24/2014 3:38 PM  File folder

= Recent Places . . - I .
) lﬂ_1 Giao trinh DT 2014_02042014 12/14/2014 10:20 ...  Microsoft W

- Libraries
3 Documents
J Music
| Pictures

E Videos

m

1% Computer
&, Local Disk (C)
= Local Disk (D)

|| 1 2
-

File name: - IAII Word Documents VJ

Tools - [ Open |vl l Cancel I

- Tim 0 dia, thw muc chira tép can ma, khi tim xong lic nay danh sach
tén tép hi@n thi gitra hop thoai; Muon ma tép nao thi ta nhap chudt chon tép do
sau d6 nhap chudt vao Open dé mo.

c. Luu File van ban

Nhap chudt vao File chon Save, hoic (Ctrl + S)-> xuat hién hop thoai;
Trong Save in: Lya chon 6 dia, thu muc dé luu tép.
Trong File name: Dat tén tép (khong duoc trung lap tén tép trong mot
thu muc, nén phu hop vaéi ndi dung van ban)

- Nhap vao Save dé ghi lai

d. Luu tai liéu dang mo vao mot thu muc véi tén mai.

- Muc dich: Gitt nguyén duogc ndi dung tén tép cii, con noi dung tén tép
mai duoc ghi lai.

- Vao File\Save As... xuat hién hop thoai Save As, danh tén méi vao
hop FileName, chon 6 dia hay thu muc can luu tép -> nhap chudt vao Save.
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|:| Save As ﬁ

I\.,/”\_/l | m # Local Disk (C:) » Users » VX » Desktop » - | ¢7| | Search Desktop 2 |
Organize = Mew folder d== - i@l
i MName . Date modified Type it
.l Libraries . i ~ . )
= , anhtin_cuchanh 18/12/2014 7:455A  File folder
Ji Documents | danca 15/01/2015 450 CH  File folder
J Music | HuongKhe 22/12/20148:59SA  File folder =
=] Pictures | 1050 Ngoai Vu 16/01/201510:18 SA  File folder
B Videos E | quang_haindeco 09/01/20157:44 SA  File folder
, TacKhoa 24/12/201412:30 ...  File folder —

1M Computer
= = E - Eﬂ 0913063335 .docx 11/12/2014 9:56 SA Microsoft Word [
e Local Disk (C:) ) ) .
] baocac.docx 04/12/2014 1:52 CH  Microseft Word [
a New Valume (D) (e s i

- New Volume (F3 7 F . l C

File name:  giao trinh 2015.docx -
Save as type: ’Word Document (*.decx) hd
Authors: VX Tags Add atag
[£] Maintain [] Save Thumbnail
compatibility with
previous versions of
Word
= Hide Folders Tools = Save l ’ Cancel

e. DPong File van ban dang lam vi¢c

Nhap chudt vaoFile chon Close, hoic gb Ctrl + W hodc nhip vao biéu
tugng S8 & g6c phai man hinh.

f. Xba mot van ban.

Vao 6 dia luu trir file van ban can xda, chon file can xda rdi nhan phi
Delete (truong hop nay file bi x6a s& dugc dua vao trong thung rac (Recycle
Bin) cua hé diéu hanh, nguoi sir dung co thé khoi phuc duoc file bi xda, bang
cach truy cap vao Recycle Bin, nhap chudt phai vao file twong ng, chon

Restore. Truong hop xoa ha&‘m file van ban (khong luu vao Recycle Bin), nguoi
st dung chon file van ban can x6a roi nhan to hop phim Shift + Delete, roi chon

Yes.
Delete File .- |

Are you sure you want to permanently delete this file?

Fa Van ban can xoa

| Type: Microsoft Word Document
Size: 0 bytes

Date modified: 15/07/2016 417 PM

g. Thay dbi kich thuéc ctra s6, mé nhiéu cira s6 va sip xép ching trén
man hinh lam viéc
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- Thay d6i kich thudc ctra s6: nhay dup (d61) chudt trai trén thanh tiéu dé
cua cira sd dang mo. Dé thay (101 kich thudc cira s6, ngudi dung dua con tré chot
dén duong vién ngoai cua cta s6, khi biéu twgng chudt co hinh mii tén hai chiéu
nkwshinh phia dudi, gitra va di chuyén chuét trai dén kich thudc cira s6 mong

PE o ®- 0 AT [I—— -‘T.M\\w e ST _,_J”FJ'
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=1
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( Fagets i o | Wmedn @ | ivegisi i) :: TrEE i 4 .J
'\.1_'

- Tang, giam kich co tai liéu trén cta so: Vao tab View chon Zoom xuat
hién hop thoai Zoom, nguoi ding cé thé chon cac ty 1& % cho kich cd cua tai
lidu. Vi du chon 75% hoic g gia tri ma ban muén vao trong hop gié tri tdy chon
(Percent).

T TR

Failings Review Foxit Reader PDF

[ D) i [E] one Page = | % ___________ 13 View s
A dd| Two Pages g synch
Zoom Mew Arrange  Split
= Page Width | \windowe All ald Besel
L ||
) Page width () Many pages:
: () Text width
=) 75% ) Whole page e

L1

Percent: |90%

Prewiew

AaBbCcDdEeXxYylz

AaBbCcDdEeXxYylz

AaBbCcDdEeXxYylz

AaBbCcDdEeXxYylz

[ OK ] [ Cancel ]

- h —— — — _—
——— s ————

Hodc str dung nit Zoom-out l1a (-) dé giam kich c&, Zoom-in la (+) dé
tang kich c&

4 = St Sl
| Page:10f1 | Words: 186 $ English (US) | Insert BOE 38 140% (- 5 !

Zoom-out button Zoom-in button
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- New Window: Chtic nang nay cho phép mo tai li¢u hién tai trong mot
clra sO mai.

- Arrange All: Chirc ning ndy sap xép tat ca cac tai liéu dang mo trong
cung man hinh.

o AN AW B S R, amsceo AabbCe Aambee AAB aune
P emstruetn B L Dchen o WA EEAW 5 - Twnioai. masegl Wesegl e
. Vot

.aﬂ.q-gl_l - ; : Docummty  Murocoh Wt
‘ . . =, = L

B aaew W NN A W E-ETE RE N amicen AaBOG Astice AAB wemee | A :

T e B e Aew-A- BEEm - Tnien. momgl fetegl  te e Owwr T

.

- Split: Chirc ning nay cho phép chia doi tai liéu hién tai thanh 2 phan.

EEREEE [ -ﬁl
. B 9
i = o Sy S
e E gt
e o e Mare.

L
W dom  NIArH eses et wedome !
Mha

- View Side by Side: Chirc nng View Side by Side giup so sanh 2 tai
li¢u bang cach bat hién thi song song.
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2.3. Bién tap ngi dung van ban
a. Nguyeén tac soan thao vin ban

- Khi soan théo van ban trong mot doan gom nhiéu dong lién tiép nhau thi
con tro s€ tu dong xuong dong khi cham lé phai cua van ban. Truong hop khi

chuyén sang doan vin ban khéc ta phai an phim Enter.

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

bl - Nhap thé van ban.

b2 - Can chinh, dinh dang van ban cho hoan chinh.
b. Cac phim thuong dung khi soan thao
- ESC: Ngung mot cong viéc dang lam.
- Tab : Di chuyén con tro ra mot khoang theo ngam dinh.
- Cap Lock: Bat/tat dén Capslock. G& chit in hoa hoic chir thuong.
- Shift: 4n gitr phim Shift + phim c6 1 ky tu -> chir in hoa.

+ phim cé 2 ky tu -> ky tu trén

- Ctrl, Alt: Két hop vai mot sé phim chirc nang goi ctra s6 1énh 1am viéc.

- Enter: Xuéng dong, thuc hién Iénh.

- Backspace ( ¥): Xoa ky tu bén trai con tré man hinh.

- Delete: Xoa ky tu bén phai con tro man hinh.

- Insert: Chuyén doi giira ché do chén va de.

- Home: Chuyén vj tri con tré vé dau dong van ban cht:a con tro.
- End: Chuyén vi tri con tré vé cudi dong vin ban chira con tro.
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- Pape Up: Chuyén vi tri con tré 18n trén mot trang man hinh.

- Pape Down: Chuyén vj tri con tré xubng dudi mot trang man hinh.
- Muén vé dau van ban: 4n ddng thoi Ctrl+Home.

- Muén vé cudi van ban: 4n dong thoi Ctrl+End.

- Muén di chuyén dén mat trang bat ky trén van ban:

- Trong tab Home , nhom Editing, bam nit Replace roi chon tab Go To
(hodc bam phim tat Ctrl+G).

Find and Replace SN— I.ilﬂ—hj

| Find |F‘.eglar_e| Go To |

Go to what: Enter page number:
I

Enter + and — to move relative to the current location. Example: +4 will
move forward four items.

[ Previous J[ Next ][ Close ]

_Trong hop thoai Enter page number: nhap vao so tha tu cua trang can di
chuyén tai, roi chon Next.

c. Céc thao tac vaéi khdi chon

~ Khoi chon 1a hinh thire danh dau (boi den) doan van ban, nham muyc dich
dé can chinh, dinh dang, sao chép, di chuyén hoac doan van ban do6.

- Pdnh dau khéi

- Pit dau nhay dau khoi gitr phim Shift déng thoi dung cac phim mili tén
hodc cac phim Home, End, Pape Up, Pape Down dé noi rong khdi. Néu ding
chuét thi 4n gitr chuot trai va kéo trén doan mudn danh dau.

- Panh dau toan bo van ban gd Ctrl + A.

- Sao chép khdi

- Banh dau khéi van ban can sao chép roi thuc hién theo 2 budc sau:
b1: Vao Home chon Copy (Ctrl + C) hoic nhap chudt phai chon Copy.

b2: Pua con tré man hinh tai vi tri can dat khéi copy va: Vao Home chon
Paste (Ctrl + V) hoac nhap chuot phai, chon Paste.

- Di chuyén khdi (Cut)

- Panh dau khéi van ban can ct rdi thyc hién theo 2 budc sau:

b1: Vao Home chon Cut, (Ctrl + X) hoac nhap chuét phai, chon Cut

b2: Pua con tré man hinh téi vi tri can dit khoi van ban va: vao Home
chon Paste (Ctrl + V) hoac nhap chudt phai, chon Paste
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- Xoé khéi

Panh diu khdi vin ban can xoé g phim Delete.

- Thao tac vdéi Undo, Redo

- Véi Undo:*> ™ Phuc hdi lai nhitng thao tac vira thuc hién.

-Véi Redo: ™ 7| Nguoc lai véi Undo.

d. Xac dinh cac don vi van ban nhu ky tu, tir, cum tir (dong, cau), doan
van, cac doi turgng nhing vao van ban (bang, doi tuong do hoa), trang va toan bo
van ban.

e. Tim kiém céc ky tu, tir, cum tir; thay thé cac ky tu, tir, cum tir nhat
dinh trong van ban.

C6 thé nhanh chong tim kiém mét tir hoac cum tir theo cach sau:

- Trong tab Home , nhoém Editing, bam nut Find (hoiac bam phim tat

Ctrl+F).
% 24 Find|~

Find...
han;
Styles; = GoTo..
Editing
A A A .
Xuat hién hop thoainavigation
M 5~ 074 o )
Home Insert Page Layout References Mailings Review View (A
J dgl '- ) Z j =E j j j J A; [ Signature Line ~
:I j ( ‘ _T ﬁ' = Q J J = (5] Date & Time Q
Cover Blank Page Table  Picture Chp Shapes SmartArt Chart Hyperlink Bookmark Cross-reference Header Footer  Page Text  Quick WordArt Druu Symbol
Page~ Page Break Art v Humberv| Boxr Partst o+ "4 Objedt ~ -
Pages Tables Tllustrations Links Header & Footer Text Symbals
Navigation v X EU oo ﬁ (21314 ic5c16 \'T'I‘:-‘\'I?‘I‘li“\'11'II‘12‘\"1E‘I‘1‘4-\-1E:|‘)\‘\-17‘|‘| @
Search Dacument o7 gilta boan vin ban xudng tiéu dé dudi. o
SEE g + Pape Size: Chon khé trang gidy in (A4 - 210x297)
: Trong Orientation: Chon kiéu in trang gidy:
You can search for text in . e 3
your document by typing in o Portrait: In d(_]C trang glﬁy, .
the search box above. . LandScape: in ngang Trang glay E
Click the Magnifying Glass H i1.4 .
button to find commands to N Chon Ok de két thic.
search for objects, such as . 102 Bdﬂh Sé{ﬂ’ﬂﬂ vdn bdﬂ
Graphis, Tables, Equations, A pakd g .
or e its. i a £yea A .
remmens B Vao Inert\PageNumbers... xuat hi¢n hp thoai:
- Chon: Top of Pape dénh sd trang dau trang.
- Chon:Bottom of Pape danh so trang cudi trang,
Nhay OK dé chén sd trang cho vin bn.

- Trong hop Navigation: Panh tir can tim, 1ic ndy cac tir tim duoc sé duoc
t0 sang.

Tim va thay thé:

- Trong tab Home , nhom Editing, bam nuat Replace (hoac bdm phim tat
Ctrl+H).
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Find and Replace

Find | Replace \ Go To

3

Find what:

Replace with:

Cancel

- Trong khung Find What: Nhap tir can tim

- Trong khung Reaplace With: Nhap tir can thay thé
+ Nhép vao Replace: Thay thé mot noi dung tim duoc.

+ Nhip vao Replace All: Thay thé tat ca cac noi dung da tim duoc trong

van ban.

2.4. Xir ly 16i hién thi tiéng Viét
a. Céac hiéu tmg diéu chinh tu dong (autocorrect) ¢ san trong phan mém
soan thao doi véi van ban tieng Viét.

Word Options [ % & |
General ABC| Il
W& 4 Change how Word corrects and formats your text.
Display
Save Change how Word corrects and formats text as you type: AutoCorrect Options...
™Y
Language AutoCorrect: English (U.S.) [
Advanced 5
| AutoFormat | Actions

Customize Ribbon AutoCorrect | Math AutoCorrect | AutoFormat As You Type
Quick Access Toolbar Show AutoCorrect Options buttons
Addins Correct TWo INitial CApitals

Capitalize first letter of sentences
Trust Center Capitalize first letter of table cells

Capitalize names of days L

Correct accidental usage of cAPS LOCK key r

Replace text as you type

Replace: Wwith: @ Plain text Formatted text

ok | [ cancel
|
[Elges == 130

- Correct TWo INitian CApitals: néu hai ky tu da tién trongm 6t tir
duoc go bang chir in thi no s€ thay chit in thir hai bang chir thuong.
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VD: go TWo INitian CApitals s& dugc thay bang Two Initian Capitals

- Capitalize first letter of sentences: Word nhan biét sau dau cham s&
bat da m 6t cAu méi va ky tu da cau s € dugc doi thanh chir in néu ching ta go
bang chit thuong.

_ - Capitalize name of days: Ky ty du tién cia thir (ngay trong tudn dugc
go bang tieng Anh) s€ doi thanh chir in.

- Correct accidental usage of cAPS LOCK key: khi go phlm Caps
Lock, dén Caps Lock trén ban phim sang, lac nay chung ta co thé gd nham trang
thai ctia ban phim bang cach giir phim Shift g& ky tu dau tién ctia mot tir, sau d6
nha phim Shift gd cac ky tu con lai cua tir, sau khi gd xong tir ndy Word s& doi
tir da gd vé dung dang dong thoi 1am tat ludn dén Caps lock.

- Replace text as you type: tu dong go tur sai thanh tir dang

Trong hop hoai trén, tr sai duoc liét ké & bén cot trai twong Gng Vai tu
dung ¢ bén cot phai. Nhu vay chi khi nao gd ding tir sai ¢ bén trai thi Word s&
tu dong thay thé tir dung ¢ bén phai.

Nhap noi dung viét tat vao hop Replace. Nhap ndi dung thay thé cho noi
dung viet tat vao hop With , sau do bam nit Addd € dua vao danh sach
AutoCorrect.

Thuc hién tua tu cac bude dé nhap thém cac tir viét tat khac.

Khi thuc hién xong, bAm OK dé thoat khoi hop thoai.

Mudn x04 tir viét tit ndo, ban bam chon tir trong danh sach va bim Delete.

Muén stra d6i, chon tir trong danh sach va nhap lai vao noi dung trong
khung Replace hoac With.

~ Trong khi go van ban, muon sir dung AutoCorrect ban nhap vao tir viét

tat, sau do nhap thém dau phan cach tir (ky ty trang, dau pha, dau cham, dau
cham hoi, . . .) dé dua ndi dung thay thé twong trng vao van ban.

b. Loai bo céc hien thi khdng mong muén (vi du: duong song) xuat hign
trong van ban tieng Viét. Xur ly 10i khi sao chép va dan (smart cut and paste).

Trong qué trinh st dyng MS Word, do thiét 1ap mic dinh hozc do nguoi
dung thay d6i cac thiét 1ap mac dinh trén cac cong cu ciia Word dan dén mot s6

rac r01 ma nguoi str dung co thé gap phai khi sir dung MS Word. Sau day 1a mot
s6 rac roi thudng gap va cac bién phap khic phuc:

- Khi ban soan thao vin ban, xuit hién ciac dwong gach chin mau
xanh hodic dé ngoin ngoéo giy khé chiu va mét thAm my. Khic phuc bang
cach m&é menu File> Options>Proofing; bé chon muc Check Spelling As you
type va muc Check Grammar with Spelling rdi chon OK.
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Word Options (9 oo

>

e
1] Al
Genera |_.\£j Change how Word corrects and formats your text. B
Display
Prooting | AutoCorrect options
Save Change how Word corrects and formats text as you type: | AutoCorrect Options..
Language
When ing spelling in Office
Advanced

EI_] Ignore words in UPPERCASE
Customize Ribbon [¥] Ignore words that contain numpers
[¥] Ignore Internet and file addresses
Flag repeated words

Add-Ins | Enforce accented uppercase in French
Trist CERter [] suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellings [ v |
Spanish modes: ;Tuko verb forms only B

Quick Access Toolbar

When correcting spelling and grammar in Word

Check spelling as you type I
V! Use contextual spelling
[] Mark grammar errors as you type
I "] Check grammar with spelling I L]
|_] Show read-am_my BERS

Wiriting Style; | Grammar Only B

)
Exceptions for: L@ tl on tap tin hocvp vi.docx E

/] Mide spelling errors in this document only

[71 Hids arammar srrarc in thic dnrument anty

- Hién twong cach chir khi g tiéng vigt c6 dau:

Pay 1a hién tuong dé lai khoang trong gitta mot chit du chua hé

nhan

phim cach. Dé khic phuc van dé nay nay, ban vao File> Options > Advanced

roi bo déu tich Use smart cut and paste roi chon OK.

(@1 Enable glick and
Popular kel Erisie Rk ano pe 2
Default paragraph styfe:  Normal E]
Dis
play W] Use seguence checking
Proofing ] Type and replace
Save D Automaticalty switch keyboard to match language of surrounding text
[Fovancea ] | cut. copy. and paste
Customize Pasting within the same document: Keep Source Formatting Defautty v
Add-ins Pasting Retween documents: Keep Source Formatting (Default) L]
Trust Center Pasting batween documents when style i Use D Styles (Default) 3
Resources Pasting from other programs: Keep Source Formatting (Default) | v
Insert/paste pictures as: In line with text E

[¥] Keep bullets and numbers when pasting text with Keep Text Only option
(] Use the insert key for paste
¥l Show Paste Options buttons

— S—— -
IC] Uﬂimnmtu\dgﬂe!-l

Show document content

[] Show background colors and images in Print Layout view
] show text within the

"] Show picture placeholders -

V] Show grawings and text boxes on screen

¥ Show text animation

] Show bookmarks

V] Show Smarn Tags

] Show text boundaries

] Show cop marks

] Show field codes instead of their values
— v

- Khi danh chii i thwong chuyén thanh chi |
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D¢ khac phuc vao File> Options > Proofing > AutoCorrect Options, ¢
tab Autocorrect hay quan sat bang Replay - With. Néu nhin thay chit 'i' dugc

thay thé bang 'I' thi chon Delete dé x6a, rdi chon OK

AutoFormat | Smart Tags

AutoCorrect | Math AutoCorrect I AutoFormat As You Type

Show AutoCorrect Options buttons

[] Correct TWo INitial CApitals

[] capitalize first letter of sentences
Capitalize first letter of table cells

[] capitalize names of days

[] Correct accidental usage of cAPS LOCK key

Replace text as you type
With: @ Plain text Formatted text

[

Replace

[ Automatically use suggestions from the spelling checker

OK

- Doi don vi do lwong

Ban mudn d6i don vi do tir inch sang theo cach sir dung truyén théng cta
Viét Nam la centimet. Hay truy cap vao menu File>Options > Advanced >
Display, tiép dén chon Centimeters trong muc Measurement units, roi chon
OK. Luu tai lidu va khoi dong lai MS Word dé thiét 1ap c6 hiéu luc ¢ 1an soan

thao tiép theo.

1| Show field codes instead of their values

Popular
Field shading:  When selected El
Display
] Use gratt font in Dratt and Outline views
Proofing Namg: [Courier New v |
Save Sige 10
] Eont
Customize Display
Ada4 S
o Show this number of Recent Documents: 17 Rc
Trust Center I Show measurements in units of:
Resources Style arga pane width in Draft and Outline views: |0

] Show pixels for HTML features

¥} Show all windows in the Taskbar

(V] Show shortcut keys in ScreenTips

V] Show horzontal scroll bar

[V Show yertical scroll bar

(V] Show vertigal ruler in Print Layout view

"] Optimize character positioning for layout rather than readabliity

Print

(] use dratt guality

[¥] Print in packground

] Print pages in reverse order

[ Print XM tags

(7] Print field codes instead of their values

(] print on teont of the sheet for duplex printing
(7] Print on back of the sheet for duplex printing
[¥] Scale content for A4 o 8.5 x 11" paper sizes

Default fray.  Use printer settings E]

;(m«l
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- Céc thwréc ké ngang va doc bién mat
Khac phuc bang cach vao menu View > chon Ruler.
- MS Word khong tw dgng viet hoa chir cai dau cau.

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

AutoCorrect: English (U.S.) Iiléj
| AutoFormat I Actions
AutoCorrect | Math AutoCorrect I AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

I Capitalize first letter of sentences I
|| Capitalize first letter of table cells
Capitalize names of days
Correct accdental usage of cAPS LOCK key

Replace text as you type
Replace: With: @) Plain text () Formatted text

| M3 Word khdng tur dong viét hoa chir cai dau cdu. H3y md men

- Font chir mac dinh

Hién nay, trong hau hét cic van ban ching ta diéu s dung bang ma
Unicode va font chir chdn phuong nhat nhu Times New Roman nhung d6i khi
chung ta khoi dong Word ra va thay trén font chit trén tab Home khong phai 1a
font chung ta can dung, hodc chung ta dd chon nhung khi nhin Enter dé qua
doan vin ban khéc thi font chit lai thay doi. Dé tiét kiém thoi gian va dam bao
tinh thong nhét vé kiéu chit trong toan vin ban chung ta cin chon font chir mic
dinh, tirc mdi khi khoi dong MS Word vin ban s& dung 1a font chit véi kich c&
va dinh dang nhu da chon tir trudc.

+ Vao menu Home, chon thé Font, chon kiéu chir thuong dung nhat tai
muc Font, chon kiéu dang tai muc Font style, chon kich ¢ tai muc Size...,....
Chon xong, nhén nat Set as Default, rdi chon OK dé xac nhan trong hop thoai
hién ra ngay sau do. Nhén OK dé két thuc thao tac thiét lap font chir mac dinh.

+ Luu tai liéu dang soan thao va khai dong lai MS Word dé thiét 1ap cua
ching ta c6 hiéu luc khi lan sau sir dung MS Word.
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I11.Dinh dang van ban
3.1. Pinh dang van ban (text)

a. Thay doi phong chir (c& chi, kiéu chix), cac kiéu hién thi khac nhau
(dam, nghiéng, gach dudi)

Vao Home\Font xuat hién hop thoai:

- —
Font =
— - T
Font Adwvanced
Font:
Times New Roman
Technology -
Tekton Pro |
" Tekton Pro Cond LM
Tekton Pro Ext
' [TmesNewRoman [ '
L Font color: Underline style: Underline color:
| Automatic IZ' (none) E Automatic
\| | Effects
" [ strikethrough [T shadow [ small caps i
[ Double strikethrough [ Qutline [ &l caps
[ superscript [ Emboss [7] Hidden
| [T subscript [ Engrave I
N | Preview

Times New Roman

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

e

T—— - T a I  aa- - I S aa G

+ Chon phdng chtr trong hop Font.

+ Chon kiéu chix trong hop Font Style: Regulas - chir thuong, Italic - chi
nghiéng, Bold - chir dam, Bold Italic - chir éam nghiéng.

+ Chon c& chit trong hop Size.

+ Chon ché d6 chir gach chan trong hop Underline: None - Khéng gach,
Single - Gach nét don, Word Only - Chi gach cac tir, Double - Gach nét doi,
Dotted - Gach nét dut.

+ Chon mau chir trong hop Color.
Sau d6 chon OK (Pé ngam dinh phong ta chon Default).
Hoac c6 thé thao tac nhanh trén thanh dinh dang:

Home Insert Page Layout References Mailings Review  View

i
T

5 Calibri Body] ~ 11 - T

E B3 Cop Chon cd chir
Paste 2
= jFormatPW X, X

. Fon aph
Chon kiéu chir Chon phong chiy

70



chir In dam

Chon doan van ban ma ban mudn in ddm, Bam ndt Bold (B) trén Tab
Home hoac st dung phim tat Ctrl+B.

Luu ¥, bam Bold (hozc Ctrl+B) 14 nita néu ban muén bo in dam.
Chir In nghiéng

Thyc hién tuong ty nhu in d4m, nhung thay vi bam ndt Bold thi ban bam
nat Italic (phim tat Ctrl+I).

Gach dwéi doan van ban

Thuc hién tuong tu nhu in dém, nhung thay vi bam nat Bold th:I ban bam
nat Underline (hodc Ctrl+U) d€ gach dudi doan van ban dang chon. Bam Ctrl+U
la nira dé bé gach dudi.

Ngoai ra dé tang kich ¢& chir, ban bam t6 hop phim tat Ctrl+Shift+>, dé
giam Kich c& chir, bam t6 hop phim tat Ctrl+Shift+<

b. Céch ghi chi sé duéi (subscript), chi sb trén (superscript).

Chon doan text ca d inh dang. Trong tab Home , nh6 Font, ban bam nit
Superscript (phim tat Ctrl+Shift+=) d€ dinh dang chi so trén, hoac bam nut
Subscript (phim tat Ctrl+=) dé dinh dang chi s6 dudi.

A2+B2=(C27 Superscript

H 2504 N Subscript

c. Cach thay doi mau ky tu va mau nén van ban.

- P6i mau chir

Chon doan van ban muél} dbi mau, lya chon mau thich hop trén hop thoai
Font color trong Tab Home (biéu twong hinh chir A).

Al b=
é h *="'

. Automatic

Theme Colors

Standard Colors
HN EEEREN

12 More Colors..,

[ Gradient

- P6i mau nén doan vin ban
banh dau (boi den) doan van ban can dat mau nén.
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Tai tab Home, nhé Font, ban bam vao mu tén bén canh ndt Text Highlight
Color ¥~
Chon mdt mau dung dé t6 sing ma ban thich (thuong 13 mau vang).
d. Céch chuyén d6i chit hoa /chir thuong.

~ Chuyén ddi chir thuong thanh chix hoa: chon (boi den) chit can chuyén doi
roi bam t6 hop phim Ctrl+Shift+A hoac Shift+F3

~ Chuyén ddi chir hoa thanh chit thuong: chon (bdi den) chit can chuyén doi
roi bam t6 hop phim Ctrl+Shift+A hoac Shift+F3

3.2. Pinh dang doan van
a. Can chinh doan van ban trén Paragraph

Vao Home\Paragraph xuat hién hop thoai:

[Tt
Indents and Spacing | Line and Page Breaks
General
Alignment; |z|
Cwtline level: | Body Text |E|
Indentation
Lefk: 0crn = Special: By
Righk: 0 cm = First line |z| 1cm =
Mirror indents
Spacing
Before: 4 pt = Line spacing: Ak
After: o pt = Single |z| z
Don't add space between paragraphs of the same style
Prewview
& Tam Sumsts Tem Samete Tesm Sampts Tom fum
§ Tim Bumoic Tew Damci Tew fampls Tow um
e Tampie Texr
\

Tabs... Default... a4 Cancel
|

- Chon khoang céch thut vao bén trai, bén phai trong hép Indentation:
Left - Trai, Right - Phai.

- Chon khoang cach thut vao cua nhitng dong dau doan hoic khong dau
doan trong Special:

+ First line: Khoang céach thut vao cua nhitng dong dau doan

+ Hanging: Khoang céch thut vao cia nhiing dong khong dau doan.
- Chon khoang cach trudce, sau doan van ban trong hop Spacings.

+ Before: Khoang céach phia trudc.

+ After: Khoang cach phia sau.

- Chon ché do khoang cach dong trong hop Line Spacings:
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+ Sigler: Cach dong don.

+ 1,5 Line: Cach dong rudi.

+ Double: Cach dong doi.

+ At Least:Céch dong nho nht.

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

+ Multiple: Cach dong l6n nhét.

- Chon ché d¢ can chinh vin ban trong hop Alignment.

Left: Can trai; Center: Can giira; Right: Can phai; Justified: Can déu.
Can chinh trén thanh dinh dang:

Tréi Gitra Phai Gian déu
Cin chinh vin ban bang té hep phim:
Ctrl + L~ "Can trai. Ctrl+R ~ °  Canphai.
Ctrl + E™ ”Cin giita. Ctrl+J ~°  Candéu.
b. Pt 1 Tab
Vao Home\Paragraph\Tab... xuét hién hop thoai Tabs:

Tabs | P S
Tab stop position: Default tab stops:

-

1.27 cm =

“ | Tab stops to be deared:

Alignment

@) Left Center Right
Decimal Bar
Leader
@ 1Mone o p—— G=—
a___
Clear Al
[ OK l | Cancel |

- Trong Tab stop position: Bat diém dung cua Tab.
- Trong Alignment: Can chinh Tab

. Tab trai: E_Dat vi tri bit dau ctia doan vin ban ma tir do sé& chay sang
phai khi ban nhapliéu.

. Tab giza: L] Dit vi tri chinh gitta doan vin ban. Poan text s& nim gita
vi tri dat tab khi ban nhapliéu.

. Tab phai: [“IN3m & bén phai cudi doan van ban. Khi ban nhap liéu,
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doan text s& di chuyéen sang trai ke tur vi tri dattab.

» Tab thgp phan:
thap phan sé nam trén cung mot vitri.

Khi dat tab nay, nhitng dau chiam phéan cach phan

«Bar Tab: [*/Loai tab nay khong dinh vi tri cho doan van ban. N6 s€ chen

mét thanh thang dtng tai vi tri dattab.

- Trong Leader: Chon hinh thtc hién thi Tab
->Nhap vao Set dé thiét 1ap ->nhipOK dé két thuc.
* Xoa Tab: Vao Format\ Tab... chon Clear hoac chon Clear All->OK.

c. Tao khung va lam nén

Vao Page Layout\Page Borders..

. xuét hién hop thoai Borders And

Shading...
[
i : Preview
[—] [ Click on diagram below or use
Hone = buttons to apply borders
Box | | - —
D Shadaw . &
Color o
D L Autornatic |Z|
— width: ) (1)
ﬂ Cuskom 14 p |z| N
 — pply Eo
Paragraph IZ| l
| Options. .. |
Co I oo )

* Chon Borders: Tao khung tai vi tri con tré man hinh:
+ Trong Setings: None: Khong cé nét ké. Box: Ké khung, Shadow: Ké

khung c6 duong vién béng.

+ Trong hop Style: Chon céc kiéu nét ké. Trong hop Color: Mau nét ké.
*Chon Page Border: Tao khung cho ca trang van ban (chon gidng

Border)

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

+ Trong Fill: Chon % ctia mau nén.Trong Foreground: chon mau nén.

NhapOK dé két thic viéc lva chon.

d. Tao ky hiéu dau doan

Trong vin ban, muén tao ky hiéu dau doan, thyuc hién nhu sau:

VaoHome\Bullets:

- Trong Bulleted: Chon cac kiéu ky hiéu.
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File Home Insert Page Layout References Mailings Review View

@ J\gfut” Times New Rom = 14~ A” o7 | Aav | & %E"’i_—.' S 409 AaBbCi| AaBbi

Paste . - 2 ab® . - Recently Used Bullets -~
- < Format Painter B 7 U -aex x Y- A 1Mo spa
Clipboard ] Font ] ®
MNavigation v X I R
g m Bullet Library T
search Document P - = . ]
None ||| @ O u || e
SEE o |
- T

This document does not
contain headings.

To create navigation tabs,

create headings in your N -
document by applying - - - 0.0 - + ]
Heading Styles, .

- - e

B -

- 3= | Change List Level W

Trong vin ban, muédn tao ky hiéu dau doan theo thir ty, thuc hién nhu sau:
VaoHome\Numbered:

- Trong Numbered: Chon cac kiéu s hoic chix céi.

File Home Insert Page Layout References Mailings Review View
% Cut i 14 < A A7 | Aar i=-[Efw == 4
3 i Copy TmesNewRom - (14 - A A | Aa | B =-[ElE (FE 4 T | agBbcd AaBLC A:
paste ) = a ab? . A . = = Numbering Library -~ .
- < Format Painter B ZEa U R gshelx R =] = 3 T Mo Spaci.. He
Clipboard i Font i 1 1)
. | ———
Navigation v X |[L] IS Nene 2. 2) 71 B 1
3 3) 0 —
Search Document 2
El EE E A B l. A 4a)
- II. B. b)
This document does not - il C. c)
contain headings. B

To create navigation tabs, B a. j —
create headings in your B .
document by applying - b. il
Heading Styles. B C. I, =

Document Number Formats

™ 1. 1 i

N 2. ii

N 3 3 fii

- -
p - )

+*- | Change List Level
Define Mew Number Format...

14 | Set Numbering Value..,

Nhapkiéu thich hop dé lua chon.

1— =—

Hozc nhap vao biéu trong = = |dé tao s6 thir tw hoac ky hiéu dau dong
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IV.Nhiing (embed) cic ddi twrgng khac nhau vao viin ban
4.1. Bang

a. Tao méi mot bang

Vao Insert\Table\Insert Table ... xuat hién hop thoai:

=
Table size
Murnber of calurnns: 5 =
Murnber of rows: 2 =

AukaFit behaviar

41k

@ Fixed column width:  Auto
AutoFit to conkents

ButoFit bo window

Remember dimensions for new tables

[ Ik ] | Cancel |

- Trong Number of columns: Nhap s6 cot can tao
- Trong Numer of rows: Nhap s6 dong can tao,

- Trong AutoFix behavior: Chon d6 rong cua cot (thuong dat la Auto)
NhapOK dé chén bang ra vin ban.

b. Céc thao tac trong bang

+ Phim Tab: Di chuyén sang phai tiing 0.

+ Cac phim miii tén: Lén, xudng, trai, phai.

+ Phim Alt + Home: V& dau cot caa bang.

+ Phim Alt +End: V& c6t cudi cua bang.

C6 thé dung chuét di chuyén hoidc danh dau.

c. Sira ddi trong bang

e Chen 6, dong, cat:

- Panh dau dong, cot can chen.

+ Chén cot: Nhap chudt phai chd boi den chon Insert\ Insert Columnsto
the left (Insert Columns to the Right)

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

e Di chuyén, cdt dan trong bang
Thao tac gidng ngoai doan vin ban.
e Xo0a bdng
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- Panh dau vao bang can x06a, an phim Backspace trén ban phim

+ X6a cot: Danh ddu cot can xda, an chudt phai vao chd danh dau
chonDelete Colmns

+ Xoéa hang: Panh dau hang can x6a, an chudt phai vao ché danh dau
chon Delete Cells

e Thay doi dé réng trong bang.
~ Dua con tro chudt dén dwong phan cach cua cot, dong can thay doi khi
xuat hién miii tén hai chiéu ta an git chuot va kéo.
e Ggp, tach trong bdng:
- Panh dau viing 6 can gop, tach:
+Gop:Nhap chuét phaivao ving danh dau chonMerge Cells.

+ Té&ch: Panh dau 6 can tach, nhap chudt phai chon Split Cells... xuat
hién hop thoai:

Number of Columns: Nhap s6 cot can tach
Number of Rows: Nhap s6 dong can tach

-> 0Ok

d. Sap xép trong bang

Dé sap xép dir liéu trong bang, thuc hién nhu sau:
- Panh dau ving bang can sap xép

- Vao Layout\Sort -> xut hién hop thoai:

|7 [t
Sk by
Tén E| Type:  Text IEI @ fAscending |
Using: Paragraphs |E| Descending |
Then by
Ho E| Type: | Text EI 0! Ascending
Using: |Paragraphs |E| Descending
Then by
E| Type:  Text IEI @ Ascending
Using: Paragraphs |E| Descending
My list has
@ Header row Mo header row

[ O, ] | Cancel

+ Trong Sort by: Chon cot chinh dé sap xép

+ Trong Then by: Chon cot phu bé trg cho cot chinh
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+ Chon Ascending: Sap xép tang dan.

+ Chon Descending: Sip xép giam dan.

+ Chon No Header row: Sip xép tinh ca dong tiéu dé
+ Chon Header row: Sap xép khong tinh dong tiéu dé.
->0k

e. Tinh toan trong bang

- bt con tré man hinh & cudi dong, cot can tinh.

- Vao Layout\Formula -> xut hién hop thoai:

+ Trong Formula: Nhap cong thaec tinh.

+ Trong Number format: Binh dang két qua.

>0k

* Cong thuc tinh tong:

Dong: =SUM(LEFT)

Cot: =SUM(ABOVE)

f. Tao nét ké trong bang.

- Panh dau ving bang can tao nét ké

- Vo Page Layout\Page Borders... xuat hién hop thoai Borders And
Shading... Thyc hién cac budc nhu Tao khung va lam nén nhu ¢ phan Tao
khung va lam nén é trén muc 3.2.3.

g. Pinh dang dwong vién cho bang
Tao dudng vién cho bang ta 1am cac budc sau:
- T6 khdi ca bang va chon Tables Tools

E' H9-06|= Bien tap module 2-3.docx - Microsoft Word

Home Insert Page Layout References Mailings Review View Add-Ins Design Layout

Header Row First Column - -—— —— — — ——— My Shading = hd ﬁ i /

Mrom Doscom || S Sof 0 EE EE w2 o

Banded Rows [ Banded Columns | = | =~~~ ===== ===== ===== — = - & Pen Calor Ear;r: et
Table Style Options Table Styles Draw Borders

- Chon tiép Design, bam vao nut Border chon All Borders
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o Shading «~ —_— -
=14 Borders - ¥ pt ————— -
Bottom Border

Top Border

Left Border

Right Border
MNo Border

Al Borders
Cutszicge Borders

Insiide Borders

Inssde Honzontal Sorder
Ins:de Yertical Border
Diagonal Down Border
Diagonal Up Borger
Hormzontal Lime

Draw Table

View Ondlines

DERY NZ=1 +08

Barders and Shading.

- Chon céc kiéu duong vién va bam OK

Hoac thwc hién theo cac bwéc sau:

- T6 khdi ca bang

- Trong menu Home chon ndt Bottom Dorder va chon kiéu duong vién
cho bang

WH9- 3= Document2 - Microsoft Word

Home Insert Page Layout References Mailings Review View Add-Ins
B X o i - - AT AT . B = . = . 4=, | EEEE A - B
_j ' Cop Calibri [Body) u A A | Aa =T == oalq AaBbCcDc | AaBbCcDe AaBbC: AaBbCc Adlj AaBbCec. AaBbCcDd | %
Paste = - L. AL = - Change

St o Format painter B 7 U - she X, X b - A = ] fiNormal |17 Mo Spaci.. Headingl Heading 2 Title Subtitle  Subtle Em... — SMESQ_
Clipboard 5 Font 5 Bottom Border Styles
[] =2 v 10Xt 11 213 4 516 Top Border " 11 1 13 0 13 1 14 1 15 1 16 A+ e 0 o381 19

Left Border
Right Border
Mo Border

All Borders
Outside Borders

9 Inside Borders

Inside Horizontal Border

Inside Vertical Border

Horizontal Line

Draw Table

View Gridlines

CEER® /&

Borders and Shading...

4.2. Hinh minh hoa (ddi tweng dd hoa)
a. Cheén ky tu dac biét
Vao Insert\Symbol\More Symbol, xuat hién hop thoai Symbol:

Symbols | Special Characters

Eant: [(normal text) ~| Subset: |Currency Symbals oS |
Zlo| ]| E| £ ||| 4 B | € [ Ne|™M Q] e *
vil2a| el zelza| el t =l L= 2l 1 e lalTT

I/ Y el n] ] =[#][=|=|=|o]|— =
(=T e T TR = [ =T r

Recently used symbals:

elel¥|e|®™«[z|<|z]|~[=|n|[a]|p]
EURO SIGN Character code: [20AC | from: [Unicode hex) ~|
[ AutoCorrect... ] [ Shortcut Key. .. ] Shortcut key: Alt+Ctrl+E

I Insert ] [ Cancel ]
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- Trong Font chon phong ky tu can chén, mudn chén ky tu nao thi nhap
chon ky tu do sau do nhap vao Insert dé chen ra vén ban, cuoi cing nhapClose
dé dong hop thoai.

b. Chén hinh anh

- Chén hinh anh cd siin ciia phan mém Office 2010

Chon Insert\Clip Art ... xuét hién hop thoai bén phai man hinh, nhp vao
Search for dé tim kiem hinh anh c6 trén may tinh, nhap trén hinh anh can chén
& khung phia dudi dé chen hinh anh ra van ban.

Nhép vao dau ndt Close phia trén goc phai khung chén hinh anh dé dong
hop thoai chen.

- Chén hinh anh tir cac nguén khac (Luu trong méy tinh, USB, Dién
thoai thong minh, May anh KTS...

Chon Insert\ I?icture xuat hién hop thoai (Hinh bén). Chon hinh anh tur
cac nguon trén va nhap vao Insert

-
@ Insert Picture d - X
@vrv[ » Libraries » Pictures » Sample Pictures v ‘ s | ‘ Search Sample Pictures el
Organize v New folder = v Al @
- < c
(W] Microsoft Word Pictures library s Z
;" Arrange by:  Folder ¥
Sample Pictures
 Favorites -
Bl Desktop — m
& Downloads % ﬁ ~
1= Recent Places "..’. W
Chrysanthemum. Desert.jpg Hydrangeas.jpg Jellyfish.jpg

4 Libraries

Jpg

5| Documents

@' Music

S I ET"

% Computer -~ Koala.jpg Lighthouse, JPg Penguins,| JPg Tulips.jpg

File name: v lAII Pictures (*.emf;*.wmf;*.jpg;’ VJ

Tools v [ Inset [v] [ Concel ] f

- Chinh sira hinh anh

Thay d6i kich thudc hinh anh: Nhap chudt vao hinh anh, dua con tro
chuot dén cac diém tron & vién cua hinh anh, khi xuat hién mui tén hai chiéu ta
an gitr chudt va kéo phdng to hoac thu nho.

Chon céch hién thi hinh anh: Nhap phai chugt 1én hinh anh -> xuat hi¢n
thuc don chon Format Autoshapes... -> xuat hién hop thoai chon Layout ->
chon céc hinh thuc hién thi ->Ok

~ Deé hinh anh ndm sau van ban (anh nén): Nhap phai chuot Ién hinh anh ->
xuat hién thuc don chon Wrap Text/ Behind Text.

c. Cong cu V&.
Céc cbng cu vé duoc dat trong Menu Insert\muc Shapes,

Nhap vao mili tén dudi muc Shapes, xuat hién céc biéu tuong twong Gng
cac hinh vg, hop text box, duong thang, duong miii tén, hinh chit nhat, hinh elip,
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céc khung hoi thoai... Nhap vao bicu twong can chén, Iic nay tré chudt s& bién
thanh dau cong (+), an, kéo va tha chuot dé chén ra van ban.

Home Insert Page Layout References Mailings Review View

%ﬁ’%lj\_‘%%’fjgﬁhm«t@ﬂ@ EJE‘ Eé@

Cover Blank Page Table Picture Cllp Shapes SmartArt Chart Screenshot  Hyperlink Bookmark Cross-reference | Header Footer Page Text
Page ~ Page Break 2 = = Mumber = Box ~

Pages Tables y Used Shapes Links Header & Footer
El —-\\.D OAL LS G €. 7 8.5 1 10 i1 L3 i3
KA S
Lines
ML LL T RO %
Rectangles
HEhGaEmEE s

Basic Shapes

Ooeo~de
ca-C02 L
i

Block Arrows

g @ wani> D>
AL

Equation Shapes
=R ===
Flowchart
OO0 <O T
OB ®DE 6 AVED
(Shis nil®)]

Stars and Banners

RELEF B @ S
o2 2 (05 B [T g1 QI R

Callouts

[0 00§ €3 .8 A o AT AT i A0 o
g AD AD O

43 Mew Drawing Canvas

o9 0 Bl 7ol Bt Bt gt gt 2l

d. Tao dong chir ngh¢ thuat
Vao Inert\WordArt... chon WordArt, Chon mét trong cac mau kiéu chir

1N A AE

Documentl0 = Microsoft Word T (ol x|

elayout  References  Mailings  Revie: W View a

~~~~ rﬂJim'Ju }Zjiiw @ & LS| R | K Q|

Piure Gl Stiapes Smanthtt Chart Screenshot | Fyper et oue (EEEH Equation Symbol
ts ~ - 5

A A A A

i AAAAA
/ A A

AAAA.

Xuat hién hop "Your Text Here", danh dong chir can tao vao trong hop.

©
g
q
ﬁ
®
8 |
]
=]
®
q
®

Nhap noi dung vao khung Text, nhap xong nhap vao OK dé chén chi
nghé thuat ra van ban

Sau khi dong chit xuat hién trén van ban muén chinh stra ta lya chon trén
thanh cong cu cua dong chir nhu: quay chit, tao bong hoac mau nen, mau chix 4
dat dugc dong chir can tao.
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4.3. Tham chiéu (reference)

e. Céch tao footnote, Endnote

Churc néng Footnote, Endnote trong Microsoft Word s& gitip nguoi dung
tao ra nhirng chu thich, ghi chi & cuoi trang, cuoi bai mot cach dé dang va trinh
bay van ban mot cach chuyén nghiép.

- Cha thich tai chan trang (footnote)
Budc 1: Dat con tré chudt cudi doan van ban mudn chén footnote
Budc 2: Vao REFERENCES chon Insert Footnote

Table of
Contents =

Table of Contents

& B Add Text -

BI Update Table

2

E] E (-) :I'[ ﬂv = ] q l_“"-—-—___.___
FILE HOME IMSERT DESIGM AGE LAYOUT REFEREMCES

1 |_|_[ﬂ']|nsert Endnote et E,.'.Manage Sources i
AB o

ERstyle |APA -

AB, Mext Footnote -

Insert — Insett .~ " Insert
Footnote Show Notes Citation ~ £ Bibliography - Caption
Footnotes T Citations & Bibliography
({ 3 2 1 4 17 2 3 3

Giao trinh chu nghia 3
MAILINGS REVI

Budc 3: Nhap noi dung ghi chi cho Footnote

W.ILénin vidt: D4 liu rdi, 43 hang bao thé ky nay, thim chi hang ngan nim nay, nhin
loal mong wde thi tidu “lap tire™ moi sy boc ]:_Ert““l‘.?‘ué trinh phét sinh va phat trien ldu
dai tur tudmg x4 héi chil nghia va cdng san chi nghia dige thé hidn qua nhimg ndi dung,
khuynh hrdng vé nhidu hinh thirc khic nhan do didu kién clia mai théd ki lich sit khac
nhau quy dinh |

Tur tirémg x4 héi chi nghia v céng sdn chi nghia 14 mét hé théng cde quan nidm,
W thire, thé hién va phan dnh nhimg wée me, nguyén vong va qud trinh ddu tranh nham
hién thwe héa nhimg wée mo, khit vong chinh ding &v cia cdc giai cap, ting lép lao

déng bi dp birc va bi théng tri hudng téi mét %4, hdi ma & do, dya trén co sé moi tr lidu

1 v I Lénin: Toan'tip, Nxb Tién bé, M.1979,1.12, tr.53.

P

- Chu thich tai cudi bai (endnote).

Budce 1: Pat con tré chudt cudi doan van ban mudn chén footnote

Budgc 2: Vao REFERENCES chon Insert Endnote

Bwdc 3: Nhap noi dung ghi chu cho Endnote

f. Panh s thir tw cho trang vin ban

- Panh sb trang

S6 trang nay sé duoc dua vao Header hay Footer tiy ¥ ban. Dé thuc hién,
ban chon tab Insert, tai nhom Header & Footer, ban bam nat Page Number.
Trong menu xuat hién, ban tro ti Top of Page (chén sb trang vao phan Header)
- danh s6 trang ¢ dau trang hodc Bottom of Page (chén vao Footer) — danh sb

82



trang ¢ cudi trang. Word 2010cung cap san kha nhiéu mau danh sb trang va ban
chi viéc chon mot trong cdc mau nay laxong.

m Home Insert Page Layout References Mailings Review

1) Cover Page ~ ,._Ja] '—»‘_ . 8, Hyperlink
| |al gl i+

View

E D |

_] Blank Page A Bookmark
Table | Picture Clip Shapes SmartArt Chart Screenshot

L= = Page Break v Art - - '#) Cross-reference

Pages Tables lllustrations Links
@'Q"':"'}Simple -
- Plain Number 1
== 1
= Plain Number 2

- Thay d6i dang

s6 trang

= Header ~ AZ| & ¢
5 Footer~ 4v
o | et =
#] Page Numberv|| poxv 250D
Top of Page P
Bottom of Page ’
Page Margins 4
Current Pasition 4

Format Page Numbers..,

& By

Remove Page Numbers

Ban co th é thay doi dang so trang theo y thich ciia minh ma dinh dang
chuan khong co sin. Bé thyc hién, ban bam dup vao Header hay Footer, noi ban
da dat s trang. Tai tab Design , nhom Header & Footer, ban bam nit Page
Number, chon tiép Format PageNumbers.

Page Mumber Format (B =
Number format: |ERENEN |

[ tndude chapter npumber
Chapter starts with style: |Heading 1
Use separator: - (hyphen)
Examples: 1-1, 1-A

Page numbering

@ Continue from previous section

-

() Start at: =

[ OK ] [ Cancel

e

Number format: Chon dang sé thir tu

Include Chapter Number: Sé trang s& dugc kém vai s6 chuong

Continue From Previous Section: Sé trang néi tiép véi section trude do

Start at: S trang dwoc bat dau tir s6

Trong hop thoai Page Number, tai muc Number format, ban hdy chon mot

kiéu danh s6 minh thich,

sau do bAm OK.

- Bit du danh sé trang bang mét sé khac
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Ban co thé bit dau danh s 6 trang bang mot con s khéc, thay vi 1 nhu
mic dinh. Céch thuc hién: Tai tab Insert, nhom Header & Footer, ban bam nt
Page Number, chon Format Page Numbers. Trong hop thoai xuat hién, ban chon
Start at va nhap vao con s bat dau khi danh sé trang. BAm OK.

, Ghi ,Chl;: Né:u tai liéu cua ban co trang bia va ban muén trang dau tién sau
do duogc bat dau bang 1, tai 6 Start at, ban hay go vao 0.
- Xoba sb trang da danh
Tai tab Insert, nhom Header & Footer, ban bam n(it Page Number , sau do
chon Remove Page Numbers & cuoi menu.
- Xoba sb trang ¢ trang diu tién caa tai liéu
_Trong tai liéu, thuong trang dau tién khong du oc danh s6 vi pb 1a trang
bia. Ap dung phan ghi chu ¢ thu thuat “Bat dau danh's 6 trang bang mot so
khac” bén trén, trang bia van dugc danh so la 0. Vi vay ban hay thyc hién thém
budce sau dé xd6a han so trang ¢ trang dau tién cua tai liéu.
- Bam chuot vao bat ky phan nao cua tailiéu ,
- Tai tab Page Layout, ban bam chuét vao 6 vudng goc du 6i bén phai cua
nhom Page Setup d¢ mé hop thoai Page Setupra.
-Bam chudt vao tab Layout trong hop thoai, bén dudi Headers and
footers, ban danh dau chon vao hop kiém Different first page. BamOK.

4.4. Hoan tat vin ban
a. Pinh dang lé trang giay
Vao Page Layout\Margins\Custom Margins... xuat hién hop thoai:

Page Setup (2 [ty
Margns | FPaper | Lavout |
Margns
Top: 2 om = Bottom: 2 om
Left: JIem = Right: 2em =
Gutber: 0 cm - Gutter position: Left E
DOrientation
Portrait Land=cape
Pages
Multiple pages: Mormal IE‘
Ereview
Apply to; | Whole document 3
[Set e oot o) [cmm ]

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

- Bottom: Lé dudi.

- Left, Right: L& trai, phai.

- Gutter: Lé& dé dong van ban.

- From Edge: Header Ia khoang céach tiéu dé trén; Footer la khoang céch

gitra doan van ban xudng tiéu dé dudi.

+ Pape Size: Chon khé trang gidy in (A4 - 210x297)

Trong Orientation: Chon kiéu in trang giay:
Portrait: In doc trang giay,
LandScape: in ngang trang giay.

Chon Ok dé két thuc.

b. Céch tao ngat trang (page break)

Pé chén mot ngit trang:

« Chon tab Page Layout trén nho Ribbon

« Trong nho Page Setup, Chon menu Breaks

» Chon Page Break

Page Layout References Mailings Rewview WView Add-Ins
Ly 2 1 i P,ﬁj Breaks ~ ﬁ \r:,Q m Inder

Page Breaks
Crrientation 5ize  Columns

- - - Page
Mark the point at which one page ends

and the next page begins.

Page Setup b

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

IIf|j ‘|||I.. L _L,L

Section Breaks

HNext Page
Insert a section break and start the new
section on the next page.

I

il

Continuous
Insert a section break and start the new
section on the same page,

il

Ewven Page
Insert a section break and start the new
section on the next even-numbered page.

il

i
I

Odd Page
Insert a section break and start the new
r:;}:ﬁ section on the next odd-numbered page.

il

c. Tao tiéu d@ trén va duéi (Header and Footer) cho viin ban
Tai tab Insert nhom Header & Footer, bAm chudt vao nit Header hay Footer
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&% Signature Lie

J :] ‘] ﬂ = ‘q =_ F) Date & Time

Text Quick Wardant Drap —
» cap - i Object -

-

Header| Faoter Page

.l 4 Mumber~ | Box~- Parts~
Built-In i
Blank

[Ty teat]
Blank (Three Columns)
[Type ko] [Type test] Typ= o]
Alphabet
[Ty the desument Eitla]
Anmnual
[Type the document tide] | [Vear]
b
) More Headers from Office.com 4
=2 Edit Header
] Remove Header

-an

Mot menu tha xubng véi cac Header, Footer mau cho ban chon. Ké dén
ban nhap ndidung cho Header hay Footer do . Nhap xong bam dup chuét vao
phan ndi dung cua trang, lap tac Header/ Footer sé dugc ap dung cho toan bo
trang cua tai liéu.

Thay d6i Header / Footer cii bing Header / Footer méi

Tai tab Insert , nhom Header & Footer, bam 9hu©t vao nut Header hay
Footer. Sau d6 chon lai mot Header / Footer mai dé thay cho Header / Footer

hién tai.
Khong sir dung Header / Footer cho trang dau tién

Tai tab Page Layout, ban bam chuot vao nit go dw 6i phai ciia nho Page
Setup d€ mo hop thoai Page Setup. K€ dén mo tab Layout ra. Danh dau kiém
muc Differentfirst page bén dudi muc Headers and footers. Bam OK.

Ap dung Header / Footer khac nhau cho trang chan va trang Ié

Tai tab Page Layout, ban bam chut vao nat go du 6i phai ciia nho Page
Setup dém¢ hop thoai Page Setup. K& dén m¢ tab Layout ra. Danh dau kiém
muc Different odd and even bén dudi muc Headers and footers. Bam OK.

_ Bay gio co thé chén Header / Footer cho cac trang chén trén mot trang

chan bat ky, chén Header / Footer cho céc trang Ié trén mét trang 1€ bat ky.

Thay d6i ni dung caa Header / Footer

86



Tai tab Insert , nhom Header & Footer, bdm chudt vao nat Header hay
Footer. Ké dén chon Edit Header / Edit Footer trong menu x4 xuéng dé chinh
stra noi dung cua Header / Footer. Trong khi chinh stra, ¢ thé dinh dang lai
phdng chi, kiéu chix, mau séc... cho tiéu dé Header / Footer bang cach chon chit
va st dung thanh céng cu Mini xuét hién bén canh. Chinh sira xong ban bim
dap chudt ra ngoai phan noi dung cua trang tai liéu.

Xba Header / Footer

Tai tab Insert, nhom Header & Footer, ban bam chudt vao nit Headey hay
Footer. Ké dén chon Remove Header/Remove Footer trong danh sach tha xuong.

d. Cach tao mat khau trong vin ban

Word 2010 hd tro san tinh ning dit password bao vé vin ban véi tinh bao
mat cao.
~ Ban bam vao bicu tuong tab File phia trén géc tréi > chon Info >
Bam Protect.

Home Insert Page Layout References Mailings Review View

I sa . .

—— Information about 15.02.02..DTN.ChuongTrinhToaDam.D...
e CA\Users\VX\AppData\Locah Temph15.02.02, DTN.ChuongTrinhToaDam.DangVoiThanhhlien.doc

& Open

Product Activation Required ‘

= Microsof t Word 2010 requires a valid product license. Activate your product key
= now to obtain a valid product license.

it
d

Activate Properti
Recent Product e T
Pages 3
lew Words 1064
) Compatibility Mode Total Editing Time 56 Minutes
Print \E Some new features are disabled to prevent problems when working with Title
previous versions of Office. Converting this file will enable these features, but Tags
save & Send — may result in layout changes. -
Help Related Dates
o Last Modified
: _ ermi
2] Options @A) A . Created
= nyene can open, copy, and change any part of this decument.
B et = Last Printed
Protect
JEEanEy 5 Related People
Authar Truong quang Bire
Prepare for Sharing
5 Last Modified By  van xuan
[Sk=3 Before sharing this file, be aware that it contains:
Cheek for Document properties, auther's name and related dates Related D
Fr— Custom XML data oper
Content that cannet be checked for accessibility issues because of the -
current file type "
Versions
J 51 There are no previous versions of this file.

AAAAAAA

Chon Encrypt with Password, xuat hién hop thoai:

Encrypt Document I. 7 ﬁ]

Encrypt the contents of this file

Password:

Caution: If you loss or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords ars cass-sensitive. )

[ ok || cance |

Nhap mat khau cho van ban hién tai va nhap lai mot 1an nita dé xac nhan
ban da nhédp dang.
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Tur bay gio, mdi khi ma tép van ban nay, Word s& hién thi cira s6 yéu cau
nhap mat khau (password). Chi nguoi nao biét password mai ¢6 thé xem dugc

noi dung cua tép.

Muébn hay bo, ban chi viéc vao hop thoai Encrypt Document dé xoa

password bao vé.
V. In vian ban

a. Xem van ban trwdc khi in

Vao File chon Print hoac gbé phim Ctrl + P, Giao dién man hinh

thao Word xuét hién nhu sau:

G0 tifn d2 & daw trme bodc cudi trane, 28 tifn d2 6 trane truoe, 26 tifu 42
0 trang sau, chan 50 trang vin bém, chin nedy thing hidn td, chén 2io hidn ta,
cin 13t 12, &n hién vin b, donz khume soan thio tif d2

0. Mt 54 v B peomg qud pinks Lim vide
1.1 Tim kidm doon vin bin
Vin HomeFind... hoiz 25 phim Ctrl<F xudt hidn hip thosi:

R T
P et
e 32 g e

- Trong bép Find what: Dink ti ¢ tim

Sau d¢ mhiy vio Find Next &2 tin Hidm Niu ngi dwig S tbn iy 0
néi dung d6 duoc dimh din (th dem)

11.2 Thay thd doan viim hin

Vo Home! Replace... hod g6 phim Ctri+H

-pi thay b nhiv vio chon muc Replace: 26 ndi dung dn thay vio Knmgz
Pagplacs with

+ Whéy vao Replace: Thay the mét néi dume tim dvoc.

+ Mhay vao Replace AIl: Thav the tat od cic ndi dune 33 tim duoc tronz
vin bdn.

113 Cdch tao més Khliu rong vin vin

Vio File chon Save a3\ Tools! General Opfions.. nhip mit khin vio &
Password sau do chon 0K

11.4 Cde ch# & xom vin bin 3 sogn thdo.

Vap File chon Print bods 28 phin Corl + P Gizo hifn mim hink somm thin
Word xust hidn nhr sau:

11.5 In vin ban
Vo File chon Print hod g0 phin Cerl + P Giao hisn mim hinh son thio
Word xust hidn nhw s

Téng s6 trang

426 of 120 b

soan

Muén tré lai van ban dang soan thao nhap vao Home

b. In van ban

VaoFile chon Print hoac gd phim Ctrl + P, Giao hién man hinh soan thao

Word xuét hién nhu sau (Hinh bén):
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nsert Page Layou Reference failings Revie
ol Save
= fant Print
B Save As
> o - Copie 1 |
n I
iy Cpe Print
4§ Close
Info Printer
hp LaserJet 1000 . on PC2004071503BFG 2
-~ -
Recent L7 ... Offi '
New Printer Propertie
- =
P
d‘h 39 Print Custom Range *-3_
Share chter spe 2g¢
Pages: 1-36,7
Help
‘Punt One Sided IZ' =
z] Options nly print on or
8 Exit 5 "‘Coila(c'd‘ =

Portrait Onentation

| Letter

Custom Margins

“

4

4

1 Page Per Sheet

EEEEE

¥

/

e Céc thiét lap can thiét cho ban in nhu sau:

- 1: Chon s6 lrong ban in

- 2: Chon may in

- 3: Chon nhitng trang sé in hodc chon in thudc tinh van ban

- 4: Chon in mét hodic hai mat, tinh ning nay co thé khong c6 ¢ mét s6
dong may in

- 5! Lya chon sdp xép ban in (Vi du trang 1,2,3;1,2,3...) hodc khong sdp

xep (Vidutrang 1,1;2,2;...)

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

- 7: Chon cé gidy

- 8: Canh /¢ trang in

- 9: Chon s6 liwong trang in trén mét mdt gidy.

- Sau khi thiét Igp xong, nhap chon biéu nrong may in dé quri
Iénh in den may in
V1. Thé thirc va k§ thuit trinh bay vin ban hanh chinh

Theo Thong tu s6 01/2011/TT-BNV ngay 19/01/2011 cia Bo Noi vy vé
viéc huong dan the thac va ki thuat trinh bay van ban hanh chinh.
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MO PUN KY NANG 04: SU DUNG BANG TiNH CO BAN

|. Kién thirc co ban vé bang tinh
1.1. Khai niém bang tinh
a. Khai niém va cong dung cua bang tinh.

- Bang tinh 14 tén goi chung cho céc phan mém xu 1y thong tin duoc trinh
bay dudi dang bang.

- Chtrc nang cua chinh cua bang tinh:

+ Biéu dién dir liéu dudi dang bang

+ Tinh toan tu dong dua trén céng thirc cho ngudi dung nhap vao
+ Biéu dién sé liéu dugi dang biéu d6, biéu dd

+ Sap xép va sang loc dit lidu

+ Tong hop dit liéu tir nhiéu nguon.

b. Cac budc dé xay dung va tng dung bang tinh théng thuong:
+ Nhap va bién tap dix liéu, cdng thuc vao bang;

+ Tinh toan trén dir liéu bang céach ap dung céac phép tinh, biéu thac, ham;
+ Biéu dién truc quan dit liéu dudi dang biéu do;

+ Mot s6 tng dung cao cap nhu phan tich dir liéu, du béo;

+ In va phan phdi cac bang tinh.

1.2. Phan mém bang tinh

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

- Cac thao tac thuong thuc hién véi mot phan mém bang tinh: Nhap,
cap nhat, bién tap dix liéu; ap dung cac phép tinh, cong thic, cac ham lén di
lieu; xay dung biéu d6; in két qua; trao d6i vai cac ung dung khéc.

- Céc thanh phan chinh tao nén bang tinh: 6 (cell), dong (row), cot
(column), vung (range), trang tinh (worksheet), bang tinh (spreadsheet).

- Gidi thiéu bang tinh Microsoft Excel

Microsoft Excel 1a mot phan mém hay 1a mot chuong trinh ¢ng dung, ma
khi chay chwong trinh ung dyng nay s€ tao ra mét bang tinh va bang tinh nay
giup ta dé dang hon trong viéc thuc hién:

e Tinh toan dai s6, phan tich dir liéu
e Lap bang biéu bao cao, t6 chuc danh sach
e Truy cap cac ngudn dix liéu khac nhau
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e V& hiéu dd va cac so dd
e Ty dong hda cac cong viéc bang cac macro

e Va nhiéu ung dung khac dé gilp ching ta c6 thé phan tich nhiéu loai
hinh bai toan khac nhau.

Workbook: Trong Excel, mot workbook la mét tap tin ma trén do ban
lam viéc (tinh toan, v& biéu do, ...) va luu trit dit liéu. Vi mdi workbook c6 thé
chtra nhiéu sheet (bang tinh), do vay ban cé thé to chie, luu trit nhiéu loai thong
tin c6 lién quan vai nhau chi trong mot tap tin (file). Mot workbook chua rat
nhiéu worksheet hay chart sheet tlly thuéc vao bo nhé may tinh cua ban.

Worksheet: Con goi tét 1a sheet, 1a noi luu trit va lam viéc véi dit lidu, n6
con duoc goi la bang tinh. Mot worksheet chira nhiéu 6 (cell), cac 6 duoc t6
chuc thanh cac cot va cac dong. Worksheet dugc chtra trong workbook. Mot

Worksheet chtra dugc 16,384 cot va 1,048,576 dong (phién ban cii chi chtra
duoc 256 cot va 65,536 dong).

~ Chart sheet: Ciing 1a mét sheet trong workbook, nhung né chi chira mét
biéu do. Mot chart sheet rat hiru ich khi ban muon xem riéng lé tirng biéu do.

Shegt tabs: Tén cua cac sheeg s& thé hién trén céc tab dat tai goc trai dudi
cua cua so workbook. DE di chuyén tir sheet nay sang sheet khac ta chi viéc
nhap chuot vao tén sheet can dén trong thanh sheet tab.

I1. Sir dung phan mém bang tinhMicrosoft Excel
2.1. Lam viéc véi phan mém bang tinh
a. Mg phan mém bang tinh.

- Nhiap chudt vao Start\All Programs\Microsoft Office\Microsoft
Excel2010, s& xuat hién man hinh chinh caa Excel:

L K
m Home | Inset  Pagelayout  Formulas  Data  Review  View
b cut arial S AL - SiwrapText General
. =3 Copy - o
aste o EEo = & . @y ondt
e romateaner B 4 U7 ElMerge & Center = | S+ % 2 | 53 %
Clipboard Font Alignment Number
AL £
A B c D E F G H J K L M N [0} P Q R
L1

10
1
12
13
14
15
16
17
18
19
20
21
2
23
24
25
26

27
4 4 ¥ W] Sheett /Shest2 “Sheet3 /®3 InE] a0
Ready | |EEm 1005 (= 0

b. Nhan biét cac thanh phan trong giao dién Excel.
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e Céc thanh phan cia S6 lam viéc

Excel 2010 ding dinh dang tép méc dinh 1a “.XLSX” (da trén chuan
XML gilp viéc trao doi dir li¢u gitra cac ung dung dugc de dang hon) thay cho
dinh dang chuan truée day 1a “XLS”.

+ File: Chua cac nut 1énh thuong hay sir dung nhu tao tép mai, mo tép,
luu té€p,... va danh muyc cac té€p da mé trudce do.

+ Home:La noi chra cac nut Iénh duoc s dung thuong xuyén trong qua
trinh 1am viéc nhu: cat, dan, sao chép, dinh dang tai li¢u, cac kiéu mau c6 san,
chén hay xda dong hoac cot, sap xép, tim kiém, loc dit liéu,...

~ + Insert:Chen céc loai doi tugng vao bang tinh nhu bang bicu, v& so do,
biéu do, ky hiéu,...
+ Page Layout: Chira cac nit lénh vé viéc hién thi bang tinh va thiét lap
in an.
+ Formulas:Chén céng thuc, dat tén ving (range), cong cu kiém tra theo
ddi cong thuc, dicu khién viéc tinh toan cua Excel.

+ Data:Cac nat Iénh trao ddi véi dit lidu trong va ngoai Excel, cac danh
sach, phan tich di liéu,...

+ Review: C4ac nut Iénh kiém 13i chinh ta, hd tro dich tir, thém chd thich
vao cac 0, cac thict 1ap bao vé bang tinh.

+ View:Thiét 1ap cac ché do hién thi cua bang tinh nhu: phéng to, thu
nho, chia man hinh,...

+ Add-Ins: Tab nay chi xuét hién khi Excel mo mot tép c6 s it dung céc
tién ich bo sung, cdc ham bo sung,. ..

e Thoat khoi Excel

Vao File\Exit hoic 4n Alt+F4 hoic hoic nhap chudt vao biéu tuong
258 & g6 phai man hinh (ctra sé Excel).

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

Thu nho Phéng to Dong

S

- @

Cdc nut dieu khién cira s6 Excel

d. Cac thao tac véi File (tép) bang tinh

e Mé& mot bang tinh méi

Vao File\New\Blank workbook hoac (Ctrl + N)
e Mé File bang tinh
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Vao File\Open (Ctrl +O)

e Luu File bang tinh

Vao File\Save (Ctrl +S)

Mudn luu vai mét tén mai, chon File \ Save As ...
2.2. Mé, déng mgt bang tinh.

- Mo& bang tinh mai: Vao File\New\Blank workbookhoac (Ctrl + N)
- M¢ bang tinh c6 san: Vao File\Openhoic (Ctrl +O)

- Luu bang tinh: Vao File\Save hoac (Ctrl + S)

- Luu bang tinh thanh tén méi: Vao File\Save as

- Péng bang tinh: Vao File\Exithoic an Alt+F4

I11. Thao tac d6i véi 6 (6 tinh)
3.1. Nhap dir liéu vao 6
a. Nhan dang 6 va vung (cells, range)

Dia chi mot 6 trong Excel dugc xac dinh béi tiéu dé cot va sé tha tu cua
dong. Mot vung trong bang tinh dugc xac dinh bang dia chi cta 6 ¢ goc trén bén
tréi cua vung va dia chi 6 goc dudi bén phai cta vung (co6 dau : phéan cach).

bac biét, dia chi cia ca mot cot hoac dong dugc xac dinh la <tén
cot>:<tén cot> (vi du cot A thi dugc xac dinh ngan gon la A:A) va <sé
dong>:<so dong>(vi du dia chi cua ca mot dong 4 1a 4:4).

Vi du: Hinh duéi 6 hién hanh c6 dia chi 1a B11 vi n6 c6 tiéu dé cot 12 B va
so dong la 11, vung duoc bao bai nét cham dut c6 dia chi la H2:H12 vi 6 dau
tién cua vung cé dia chi la H2 va 6 cuoi cua vung la H12,

A B c D E F G H g
1 Baitognddwte|
2 Ti#n Ddutut6ida Sudt thulgi Sé'ndm TP dii han E RR-ItRR !
3 Tr4di phiéu ddg tu 25.0% hing nim ddohan (l-yes,0-no) Pinhgid |(1-yes, 0-no) !
4 | ACME Chemical } : 865% 11 1 1Cuckdtsti O !
5  DynaStar | | ! 9.50% 10 1 3Té T
6 EagleVision | | * 10.00% 6 0  4Kndest | 1 | 4
7 | MicroModeling | | b §75% 10 1 1Cwkes 0 |
8  OpiPo | | b 925% 7 o 3T& ! 1
9 | SabreSystems | | s 9.00% 3 1 2Rttt | 0 |
10 Téng ddu tu: v Téng I I Téng: | l Téng: ‘ i
11 —Fitndangeo-p] $750.000 Yéucdu: $375000 Cho phép: | $262500 E
12 F1i=B11'502% | Hit-Birasy: ] T
13 >
: Con 5
15
ac [ 4
4 4 » M| G@iPT-TH , QHTT-TH, DHV-TH  Investment - TH_  G@iPT , QHTT . oH[Ml__w R

b. Céach nhap dix liéu

- Nhap sb, chudi, thoi gian, ngay thang nim

B1. Trén trang tinh, chon 6 can nhap liéu



B2. Nhap vao con sb, chudi van ban, ngay thang hay thoi gian, ... ma ban can

B3. Nhap xong bam Enter (6 hi¢n hanh chuyén xudng dusi) hogc Tab (6
hién hanh chuyén qua phai) dé két thac.

Luuy:

e Néu nhap cac con s vao ma Excel hién thi ###### 1a do chiéu rong cot
khong du ban ca n tang thém chicu rong cot.

e Mac dinh Excel s& dung dau cham (.) dé phan cach phan s6 nguyén va
phan so thap phan.

e Khi nhap céc con sé ma cac con sé nay khong can tinh toan thi ban nén
dinh dang 6 la Text traéc khi nhap (Home —>nhom Number —>chon Text tur
danh sach).

e Ngay va thoi gian nhap vao 6 thi n6 dung dinh dang ngay mac dinh
trong Control Panel->Regional and Language Options.

e Khi nhap ngay ding dau / hoic - dé phan cach, vi du 10/05/2007 hoic
10-05-2007. Khi muén nhap ngay hién tai vao 6 hdy gb <Ctrl+;>. Khi muén
dung dinh dang ngay mac dinh cho 6 chaa ngay thi chon & va g6
<Ctrl+Shift+#>.

e Khi nhap thoi gian va mudn dinh dang theo chuan 12 gio thi them A
hoac P vao sau thoi gian nhap vao, vi du 8:30 AM hoic 4:15 PM, néu khong
Excel tu hiéu 12 AM. Khi mubn nhap thoi gian hién tai vao 6 hay gd
<Ctrl+Shift+;>. Khi mubn dung dinh dang thoi gian mic dinh cho 6 chua thoi
gian thi chon 6 va gb <Ctrl+Shift+@>. Mudn nhap cung mét noi dung cho
nhiéu 8, ban hay chon cac 6 va nhap liéu vao sau d6 bam <Ctrl+Enter>. Ngoai
ra con c6 thé sir dung chirc nang AutoFill (phan sau). Mudn nhap cling ndi dung
trén cac & ¢ nhiéu trang tinh, ban hay chon cac trang tinh d6, sau d6 chon cac &
trén trang tinh hi én hanh, tiép theo nhap liéu (c6 thé mat dit liéu do bi nhap deé
Ién cac 6 c6 dit lidu). P& bo chon cac trang tinh thi bAm phai chudt 1én thanh tab
trang tinh va chon Ungroup Sheets.

A B D E
1 | Chua dinh dang Dinh dang Gidi thich Ghi cha
2 SRR 24 66600 ddng Tién té £ 220 00 [Sdbng]
3 04566 45.66% Phén trém 0.00%
4 10-May 10/05/2007 Dang nzav ngan gon dd'mmvvvy
5 10-May Thursday, May 10, 2007 Dang ngay chi iét  [5-F800]dddd, mmmm dd, vy
& 646564622 646,564.621.00 K& todn _(*E=20.00_),_ (= (z2=0.00),_(*"-"17__(&@_)
7 8489325103 848-932-3103 S6 disnthoa  ##s-#es-sEeE
8 79300958230 7930095 823 0 $& bac hitm x3hoi E= =z iz =mm =
9 0665 35736 PM Thid gian [3-F400]hmm:ss ANMPM
10 D.25 1/4 Phan 5o £
11 646564622 6. 47E+08 Khoa hoc 0_00E+00

Vi du nhdp cac logi der ligu
- Nhap cac ky tw dic biét
B1. Muén nhap ky tu dic biét vao, trudc tién chon 6 va dén noi can chén trong 6.
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B2. Chon Insert - nhém Text = chon Symbol

B3. Trong hop thoai Symbol hdy chon ky tu can, c6 thé d6i kiéu Phong tai
hop Font.

B4. BAm n(t Insert dé chen.

A B C 4]

1 | Chwa dinh dang -

2 24666

= 0.4566 Symbols | Spedal Characters

4 10-May

5 10-May  Th Fore: Symbaol e

B GA65646522 ] . I L
L & T LD K| A LW (O

7 E4B9325103 B L ﬂ EI} 1 E —

8 79300958230 TP |plot|vmlo|l|w|l]|{ l~|

9 0.665 miEniEeiEniEnl el Enl Enl il Dul Eel Bl Bl Bl B =

10 0.25 R e B By R i R R [ R R i — -

11 Gi65pd62 1 I N I N O I N I N N I N I A O I O O (=

= - Recarchy used symbok:

13 o I

14 0€|E|¥|@|31”i 2 5|2|:—|>¢|“||_1|c1

15

16 Syrnbal: 100 Charedter code: | 100 Fram: Symbol (dedmaly =

Inzerk I Cloge 3
18 [ ] ]

Vi du chén 6 vao 6
c. Huay lénh (Undo), phuc héi lénh (Redo), lap lai lénh sau cling
= 7ga
Huy lenh  Phuc hoi 1énh
- Pé hay mot Iénh vira thyuc hién ban bam chuot 1én nat ! hay ding
phim <Ctrl+Z>
- Pang nhap liéu vao 6 mudn hay thi bAm phim ESC
- P& phuyc hdi lénh vira hay thi bAm nat © hay dung phim <Ctrl+Y>
- Bé thuc hién lai 1énh sau cling bam <Ctrl+Y>
d. Céc loai dia chi trong bang tinh
- Pia chi vung (Range): la tap hop cac 6 dugc xac dinh bai:
<6 dau>: <6 cudi> hoic: <6 dau>.. <6 cudi>
VD: Al:A4 hoac Al.Ad

- Pia chi twong doi (Relative address): 1a dia chi duoc viét binh thuong
boi dia chi caa cac 6. Khi dugc nhap vao mot cﬁng thire tinh toan, néu sao chép
cong thirc do6 téi vi tri mai thi cac dia chi s€ thay doi. VD: Al, D4, ...

- Dia chi tuyét doi (Absolute address): 1a dia chi dugc viét thém ky higu
$ phia trudc cot va hang. Khi dugc nhap trong mét cong thic, néu duoc sao
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chép t6i vi tri mai thi cac dia chi do khong bj thay doi. C6 the dat gia tri tuyét
doi theo dong va cot .

VD: $AS1: Pit gia tri tuyét d6i cho ca cot va dong (c6 thé nhan F4)

$F4: Dit gia trj tuyét ddi theo cot F.

D$6: Dit gia tri tuyét dbi theo dong 6.

A2:DAF4: Bat gid tri tuyét ddi cho vung tir A2 dén D4

e. Di chuyén con tro

- Tro Excel 1a mot hinh chir nhat vién den bao quanh mot 6

- Ngoai cac céach di chuyén con tro da dugc hoc & Word, ta con c6 cach
di chuyén trén bang tinh nhu sau:

+ V& 6 Al (cot A, dong 1): 4n Home hoic Ctrl+Home.

+ DUNg troé chudt bam tai & can di chuyén tré Excel téi.

+ Pua con tro vé bon gdc caa bang: Ctrl + (4 phim miii tén).
f. Hiéu chinh ndi dung

- Xba ngi dung cac 6

+ B1. Chon mot hodc nhiéu 6 can xda

+ B2. Bam Delete trén ban phim (x6a cach nay thi chi x6a noi dung cac
dinh dang ctia 0 van con). Ngoai ra dé xdéa ban co thé vao Home - nhom

Editing >Clear () va chon céc Iénh:
eClear All: X0a tat ca noi dung va dinh dang
eClear Formats: Chi xda phan dinh dang cua 6
eClear Contents: Chi x6a ngi dung, con dinh dang
Clear Comments: Chi x6a c4c chd thich cua 6 néu c6
Luu y cac lénh trén khong xoa dwoc dinh dang cia bdang (table)
- Nhap dé 1én 6 c6 san néi dung

Mubn nhap dé 18n cac 6 c6 san noi dung, trudc tién ban hay chon 6 d6 va
nhap vao ndi dung méi. Khi do, ndi dung cii cua 6 s€ mat di va thay bang noi
dung vira nhap de.

- Hiéu chinh ndi dung céac 6
Muén hiéu chinh noi dung sin cd caa 6 ban lam cac cach sau:

+ Bém chuét hai lan 1én 6 can hiéu chinh > dung chudt hoic cac phim
mili tén di chuyén dén noi can hiéu chinh > dung phim Backspace hoac Delete
dé x6a mot s6 noi dung sau d6 nhap vao ndi dung mai.

+ Chon 6 can hiéu chinh va bam F2 dé vao ché d6 hiéu chinh va lam
tuong tu nhu trén.
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+ Chon & can hiéu chinh, sau d6 bamchu 6t vao thanh céng thuc
(Formula).

g. Dbanh du ving, 6 dit liéu (t6 den)
- Bé chon mot & ta chi can di chuyén con tro t6i 6 d6

- Chon nhiéu &: 4n gitr va ré chudt trén cac 6 can chon.

- Chon nhiéu vuing 6 khac nhau: ta gitt thém phim Ctrl
- Chon, mot cot hay héng: ta bém chudt 1én ky hiéu cua cot hay hang d6

trén ¢ trai (doi vai hang) hoac lé trén (doi vai cot).

h. Sap xép dit liéu

Pé sap xép dir liéu trong bang tinh:

- Chon viing hoic nhitng dong mudn sip xép

- Nhap vao Data \ Sort khi d6 xuat hién hop thoai

B |
| 4| Add Level | | X Delete Level | | =3 Copy Level || V| My data has headers ‘
Column Sark On COrder
Sort by e |Z| Yalues |Z| Aoz |Z|
Thenby | ht E| Yalues |Z| AtoZ |Z|
alues |Z| Ao Z |Z|
[ OK ] | Cancel |

Trong hop thoai Sort chon céc chi tiéu dé sap xép:
- Sort by: Chon cot chinh dé sap xép

- Then by: Chon cot 1am tiéu dé phu dé sdp xép néu ¢ cot chinh c6 nhicu
ban ghi giong nhau

- Order: Sap xép theo thir tu tang dan( hoac giam dan)

- My data has headers: Sap xép néu chon ban c6 dong tiéu dé.

Nhip vao OK dé sap xép.

i. Tim kiém thay thé

e Tim kiém dir liéu trong bang tinh

VaoHome\Find & Select\Find...(gd phim Ctrl+F), xuat hién hop thoai:

i Find and Replace |. 7 &11
Find Replacs
Find what: | El
Options ==
Fndal | [ Endnext | [ Cose |
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- Trong hop Find what: Panh dit liéu can tim sau d6 nhap vao Find Next dé
tim kiém. Néu noi dung duoc tim thay thi noi dung d6 dugc danh dau (t6 den).
e Thay thé dix liéu trong bang tinh

VaoHome\Find & Select\Findchon Replace hoic gd phim Ctrl+H xut
hién hop thoai:

[ Find and Replace R
Replace
Find what: |1 =]
Replace with: || -]
[ Replace Al ] [ Replace ] [ Find Al ] [ Find Next ] [ Close ]

- Find what: Nhap noi dung can tim dé thay thé.
- Replace with: Nhap noi dung can thay thé.

Nhip vao Replace All: Thay thé c4c noi dung di tim dugc trong bang
tinh.

3.2. Sao chép, di chuyén ndi dung ciia 6
a) Sw dung chirc ning AutoFill

- St dung ¢6ng cu nay Excel s& gilp ban dién tu dong dit liéu theo céc
mau AutoFill c6 san. Ngoai ra ban con cé thé tao thém cac mau phuc vu cho
cdng viéc caa minh.

- Danh sach mét s6 AutoFill co san

Cic gia tri khoi dau Chubi 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)

Qtr4, Qtrl, Qtr2,...

Product 1, On backorder

backorder,...

Product 2, On backorder, Product 3, On

Textl, textA

text2, textA, text3, textA,...

1st Period

2nd Period, 3rd Period,...

Product 1

Product 2, Product 3,...

- Ban muon dién céc so |é trong khoang tir 1 dén 25 vao cot A ban lam
nhu sau:

B1. Chon 6 dau tién Al va nhap vao sb 1

B2. Chon 6 tiép theo A2 nhap vao s 3 (budc nhay bang 3-1 = 2, Excel s&
cong so 2 vao 0 chwra so 1€ trude do dé co dugc so 1€ ke tiep).

B3. Chon hai 6 A1:A2, di chuyén chudt xuong dau vuéng nhé mau den (Fill
handle) & goc dudi bén phai vung chon cho chuét bién thanh dau cong mau den.

B4. Giir trai chuot di chuyén xudng phia dudi cho dén khi hién sé 25 thi

dung lai.
A B c A B c i
1 1 ] 1 1 T
z 3 rd 3
3 3 ol
4 ] 4
5 Fill handle | |
B B
7 2| —
2 Keéo xuong
9 g

e e
[ICE R

14

RN

a 10
11
12
13
14

Sheet1 . NI RN 2F 14«

\/

b ¢| Sheat1 . [

A B c
1 1 T
2 3
3 5
4 7
5 9 |
6 11
7 13
g 15
g 17
10 19{| Nut AutoFill
1 21 Options
12 23
13 15
14 =

-

W4+ | Sheetl IR
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- Khi ban muén dién tu déng (sao chép) dir liéu hay cong thac cua 6 hién
hanh cho cac 6 bén trai, bén phai, phia trén hay bén dojgi n6 thi ban lam theo cac
cach sau:

+ Chon 0 hién hanh dang chtra dit li¢u hay cong thuc can sao chép, sau do
gitr Fillhandle va kéo theo hudng ban can (Ién, xuong, trai hay phai). Khi do dir
liéu hay biéu thurc sé dojoc sao chép.

+ Chon 6 chira dix ligu (hay cong thirc) can sao chép va tat ca cac 6 can
sao dir liéu dén, sau d6 vao Home - nhém Editing = Fill > chon hudng phu
hop (Down,Right, Up, Left).

IV.Thao tac trén trang tinh

4.1. Dong va cot

a. Chen, xo0a 0, dong va cot

Chuing ta c6 thé chén thém cac 6 vao bén trai hoic bén trén cua 6 hién
hanh trong trang tinh va dich chuyén cac 6 dang chon qua phai hoac xuong dudi.
Tuong tu, ta ¢ thé chen thém cac dong bén trén, chén thém cac cot vao bén tréi
va c0 thé xda di cac 6, cac dong va cot.

e Chén 6 tréng

B1. Chon cac 6 ma ban mudn chén cac 6 tréng vao d6 (mudn chon cac 6
khong lién tuc thi git Ctrl trong khi chon céac 0).

B2. Chon Home - chon nhém Cells - Insert 2> Insert Cells. ..

B3. Chon lua chon phu hop trong hop thoai Insert

e Chen dong

B1. Chon mét hodc nhiéu dong lién tuc hodc cach khoang ma ban muén
chén s6 dong tuwong tng phia trén cac dong nay.

B2. Chon Home =>chon nhém Cells = Insert = Insert Sheet Rows

g Insert -
% Delete =
':j Farmat -

Cells
ES
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A B C D E F G H |
1 Bai todn dau tu
2 Tién  Ddu tu t6i da[Sudt thulgi] S6'nan ItRR
3 Trai phiéu dau tu 25.0% hang nam | dao ha ves, 0-no)
4 | ACME Chemical ; 8.65% 11 | nsert 0
5 DymaStar | b /M' @:Shift cells rirbt 1
Bl Eagle Vision TN ‘ 6 () shift cells j;{ 1
7 | MicroModeling .......... ‘t 10 (O Entire row 0
8 OptiPro g ‘ 7 ) Entire column 1
9 | Sabre Systems ............ ‘ 13 0
10 1 T | Téng Téng: Lo J[ concel | 1
11 7 Nhap phai chuot Yéucdu: $375.000 Chophep: 5262500
12 sau khi Ch(_)ll cac F=B11'50% Hit=B11"35%

13 0 va chon Insert

14 4 & ¥ET TR IT Y TIT TICTT T T N Tu Tossmmbomsme b

Minh hoa chén c&c dong trong lén trén
e Chen cot

1]

T SreminT  caurr g

cdc dong dang chon

B1. Chon mét hoic nhiéu cot lién tuc hoic cach khoang ma ban mudn
chén so cot twong g phia bén trai cac cot nay.

B2. Chon Home ->chon nhom Cells >
e Xoa céc 6, dong va cot

Insert = Insert Sheet Columns

B1. Chon cac 6, cac dong hoic céc cot can xda
B2. Chon Home >Cells = Delete = chon kiéu x6a phi hop (xem hinh)

B Inserti] | X - A7

Delete @@

Xobacac 0 —La,,

3" Insert Cells,.
Xoa dong —a  [nsert Sheet E\c&s
Xoacht —7§  Insert Sheet Columns
] 1_.__] Insert Sheet

/ - 3 Delete

e ey

|ect 4 O shift cells up
L () Entire row
s=== | () Entire column

G T H T

OK [ Cancel

Ngoai ra, dé chén dong va cot, ban ¢ thé thao tac bang cach sir dung nit

phai chudt dé thuc hién céc thao tac trén bang

tinh:

- Chén cot: Chon cot bén phai cot can chén, nhap chudt phai chon Insert.

- Chén dong: Chon hang phia dudi hang can chén, nhap chuét phai chon

Insert.

b. Thay ddi @9 rong cét va chiéu cao dong

~ Trong trang tinh ta c6 th é qui dinh d6 rong cot tir 0 dén 255, day chinh la
sO ky tu ¢ thé hién thi trong mot dong. Do rong mac dinh cua cot 1a 8.43 ky tu,

101



khi do rong 1a 0 thi cot duoc an di. Tuwong tu, chiéu cao cia dong qui dinh tir 0
dén 409, day 1a don vi do ludng bang diém (point: 1 point = 1/72 inch). Chiéu
cao mac dinh caia dong 1a 12.75 point, khi chiéu cao 1a 0 thi dong bi 4n di. Cac
budc diéu chinh dong cot:

B1. Chon dong hoic cot can diéu chinh chiéu cao hoic do rong
B2. Chon Home > Cells > Format > Chon Iénh phu hop
eRow Height... chon 1énh nay dé qui dinh chiéu cao cua dong

eAutoFit Row Height chon Iénh nay Excel s& tu can chinh chiéu cao dong
cho phu hop véi noi dung.

eColumn Width... chon Iénh nay dé qui dinh d6 rong cot

eAutoFit Column Width chon Iénh nay Excel s€ tu can chinh do rong cot
cho phu hop véi ndi dung.

eDefault Width... chon Iénh nay khi ban muén qui dinh lai d6 rong mic
dinh cho trang tinh hay ca s6 lam viéc. Ta cd thé qui dinh chiéu cao dong va do
rong cot cho ca trang tinh hay c 4 s6 lam viéc bang cach chon ca trang tinh hay
ca so lam viéc trugc khi thuc hién lénh. Ngoai cach thay doi chiéu cao dong va
d6 rong cot nhu trén, ta con c6 thé ding chudt dé thao tac nhanh hon. Mudn thay
d6i do rong cot nao hay di chuyén chudt dén phia bén phai tiéu dé cot do cho
xuat hién ky hiéu va di chuyén chuot vé bén phai dé ting hoac kéo vé bén trai dé
giam do rong cot. Tuong tu, mudn thay doi chiéu cao dong nao hay di chuyén
chudt dén bén dudi s6 thir ty dong cho xuat hién ky hiéu va di chuyén chuot 1én
trén dé giam hoac di chuyén xuéng dudi dé ting chiéu cao dong.

g=Insert = = - -51

2= Delete =
rren ) Sort & Find &
E=l] Format = || <2~ Filter» Select~
Cell Size
YO rowHeight...
] AutoFit Row Height c
™= Column Width...
AutoFit Column Width
Default Width...
Wisibility
Hide & Unhide
Organize Sheets
Bename Sheet
Move or Copy Sheet...
Tab Caolor
Protection
(&g Protect Sheet...

=

(21| Lock Cell

= Format Cells...
Ta c6 thé qui dinh chiéu cao dong va do rong cot cho ca trang tinh hay i sb
lam viéc bang cach chon ca trang tinh hay @ s6 lam viéc trudc khi thuc hién 1€nh.
Ngoai cach thay d6i chiéu cao dong va do rong cot nhu trén, ta con co thé
dung chudt d¢ thao tdc nhanh hon. Muon thay doi d¢ rong cot nao hay di chuyen
chuét dén phia bén phai tiéu d& cot d6 cho xuét hién ky hisu P (mii tén hai
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chiéu ngang) va di chuyén chudt vé bén phai dé ting hoic kéo vé bén trai dé
giam d¢ rong cot. Tuong tur, muon thay doi chicu cao dong nao hdy di chuyéen
chudt dén bén dusi sé thi tw dong cho xuit hien ky hidu F (mii tén hai chidu
doc) va di chuyén chuét 1én trén dé giam hoac di chuyén xuong dudi dé tang
chiéu cao dong.

D + = 3 Trai phiéu diu
iI- ACME Chemical
5 DwnaStar

d Suit thulgi S6'nam - e

= X Eagle Vizion
hang ndm ddohan ¢ = =

~ O

MicroModeling
| sesa | 11 icoModeling § 7

4.2. Trang tinh

a. Thém mot trang tinh mai.

C6 nhiéu cach thyc hién:

1. Bamvaonut - #3 - trén thanh tab trang il ¢ * " Sheeti | Sheet2 %l

2. DUNng t6 hop phim <Shift+F11>chén trang tinh m &i vao trudc trang
tinh hién hanh.

3. Bam chon nhdm Home =>dén nhém Cells = Insert = Insert sheet

4. Bam phai chu6t 1én thanh tab trang tinh va ch on Insert..., hop thoai
Insert hién ra, chon Worksheet va bam nit OK. Trang tinh m i s& chén vao
trude trang tinh hién hanh.

b. Sura tén trang tinh.

Bam phai chudt 1én tén trang tinh c an doi tén ¢ thanh tab trang tinh, chon
Rename, gb t&n méi vao, xong bam phim Enter. Tén trang tinh c6 thé dai téi 31
Ky tu va c6 thé dung khoang trang, tuy nhién khong duoc ding cac ky hiéu dé
dattén nhu: : /\? *

c. Xoa trang tinh
Mudn x6a trang tinh, ban 1am theo cac cach sau:

1. Chon trang tinh mu 6n x6a =>chon nhém Home > chon nhém Cells
—>Delete > Delete sheet

2. Bam phai chudt 1én tén trang tinh mu 6n xo6a sau d6 chon Delete, xac
nhan xo6a OK.

d. Sip xép thu ty cac trang tinh

C6 nhiéu cach thuc hién sap xép trang tinh nhu:

1. Bam trai chudt 1én tén trang tinh can sap xép va giir chudt kéo dén vi tri
mai va tha chudt.

2. Khi c6 qué nhiéu trang tinh thi dung cach ndy , bam phai chudt 1én tén
trang tinh can sap xép, chon Move or Copy.... hop thoai Move or Copy hién ra.
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Hay bam chon 18n tén trang tinh trong danh sach ma b an muén di chuyén trang
tinh dén trudc nd, sau d6 bam OK

R Delete

Move selected sheeks

Eename To book:

) ) D5 LEMH KHOP KHOMG PHARN BO NGAY 253-00CT-2009.x1s
Move or Copy...

Eefore sheet:

g View Code

Sheetz
Sheet3

Tah Calar " {mowve to end)

g Protect Sheet..

Hide

|:| Creakte a copy

Select All Sheets o ] [
Sheet? | Sheets /T

Cancel

e. Sao chep trang tinh

Bam phai chudt 1én trang tinh , chon Move or Copy...=> chon vj tri dat
ban sao trong ving Before sheet = danh dau chon vao hop Creat a copy >
bam nit OK. Ngoai ra dé sao chép nhanh ban bam giit phim Ctrl roi dung chudt
chon 1én tén trang tinh ¢ an sao chép = gitr trai chudt di chuyén dén vj tri dat
ban sao trén thanh tab trang tinh = tha trai chuot.

- Pé sao chép nhiéu trang tinh cung luc cling 1am twong t y nhung phai
chon nhiéu trang tinh tru 6¢ khi thuc hién Iénh. Dé chon duoc nhiéu trang tinh
ban hay gitr phim <Ctrl + bdmchugt> dé chon trang tinh.

- Pé chép mot hay nhiéu trang tinh sang m 6t s6 lam vi éc khac, ban hay
mé s6 lam viéc d6 sau d6 thuc hién 1énh Move or Copy... va nhd chon tén sd
lam viéc dich tai To book (néu chon s6 lam viéc dich (new book) thi s& sao chép
cac trang tinh dén mot s6 lam viéc mai).

f.  Chon mau cho tab trang tinh

Viéc td mau gilp quan ly thanh tab trang tinh du oc tét hon. Bé t6 mau
cho cac tab trang tinh b an chi can bam phai chudt 1én tén trang tinh c an td mau,
tiep theo chon Tab Color va chon mau thich hop.
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Theme Colors

Insert...

B pet -I"IIIIII

Rename Standard Colors

Move or Copy... HE EEEEE
el wiew Code Mo Calar
&y Protect Sheet.. %) Mare Calars.,

Tab Color

Hide

Select All Sheets

b

g. An/hién trang tlnh

Khi ban khong mudn nguoi khéc thdy mot hay nhleu trang tinh nao do thi
ban ¢ thé an no di. Khong thé an het céc trang tinh trong sO 1am vic ma phai con
lai it nhat mot trang tinh khong bi an. Muén an trang tinh ban chi can bAm phai
chudt 1én tén trang tinh mudn an va chon Hide thé 1a trang tinh da duwoc an. Khi
mudn cho hién tré lai mot trang tinh, ban bAm phai chudt 1én thanh Tab trang tinh
va chon Unhide... sau d6 chon tén trang tinh @n cho hién va bam nit OK.

Insert...
i Delete
Bename
Move or Copy..
gl View Code
&g Protect Sheet..
Tab Calor
Hide
Unhide...
Select All Sheets
Sheetl | Sheet2 %3

V. Biéu thirc va ham
5.1. Biéu thirc/ cong thirc trong bang tinh
a. Biéu thuc/ cdng thuc va ting dung cua biéu thic.

Biéu thuc hay cong thuc trong bang tinh dugc su dung dé giup bang tinh
tro nén hiru ich hon, néu khong c6 cac cong thac thi bang tinhciing giong nhu
trinh soan thao van ban. Ching ta dung cong thirc d¢ tinh toén tir cac dir liu luu
trir trén bang tinh, khi dir liéu thay doi cac cong thuic nay sé tu dong cap nhat cac
thay doi va tinh ra két qua méi giap chiang ta do ton cong suc tinh lai nhiéu lan.

Céc thanh phan c6 trong cong thuc:

Cong thire trong Excel duoc nhan dang 1a do nd bt dau 1a dau = va sau do
la su két hop cuacac toan ti, cac tri so, cac dia chi tham chiéu va cac ham.
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—Dau bang
—Tr1 50
Toan tur

Ham
( FTham chiéu
= 40000 — IF(C5>=25000.80%*C5.C5)

Vidu vé cong thitc
b. Céch lap cbng thac

- T4t ca cac phép toan, chir s6 ton tai trén ban phim déu dugc chap nhan
trén bang tinh.

- B¢ may hicu Ia mot cong thic thi can phai thiét 1ap dau bang (=) hodc
cac ky tw cong +,-, @, # dir liéu nhap vao cong thirc la cac con so, dia chi 6
vung hoac ngay, thang.

- Néu & dang chudi phai dé trong dau nhap doi (").
Vi du: = (A4 +B4 - 100) /4 hodc =if(A2="Giam déc", 100,10)

C6 thé gb dia chi 6 vao cong thic hay dung tro chudt nhap chon 6, viing
muon nhap, tén cua 6 hoac vung s€ tu dong dugc nhap vao céng thic.

c. Céc thong bao 15i thuong gap khi nhap cong thirc
- # Div/0! : C06 phép toan chia cho 0 (Zero) hoic chia 6 rong.

- #NUM!: Cac con s trong cong thue khong hop ly, vi du nhu dung
nham s6 am trong khi dung phai la s6 duong.

-# REF! : Tham chiéu dén nhitng 6 khéng ton tai, hodc da bi x04.

- # VALUE!: Dling sai kiéu dit li¢u, nhu cong thuc dir ligu dang chudi
lam cho két qua tré nén vo nghia.

- # NAME!: Sir dung trén 6, vung khong hgp ly hoac nhap sai tén ham.

d. Céactoant

- Todan tir s6 (Xép theo thir tw wu tién )

"04": Phan tram -> " A" : Luy thira ->" *, /" : Nhan chia -> "+, -": Cong, Trur
Vidy: =5+272-4*10*%15 %/ 3 {Cho két qua =7}

- Toan tir chubi:

"&": N6i chudi

- Céc toan tir so sénh

">":Lén hon; "<":Nho hon; "="" Bang
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">=": Lén hon hodc bing; "<=": Nhé hon hodc bang; "<>": Khac
Cac phep toan trong Excel dugc uu tién theo thir tu: dau ngodc, luy thira,
nhan, chia, cong, trir. Néu cung d6 wu tién thi dugc thuc hién cac phép toan tu
trai sang phai.
5.2. Ham
a. Gi6i thiéu vé ham trong Excel

Ham trong Excel duoc 1ap trinh san dung tinh toan hoic thuc hién mot
chtrc nang nao d6.Viéc sir dung thanh thao cac ham sé& gitp ching ta tiét kiém
duoc rat nhiéu thoi gian so véitinh toan tha cong khéng dung ham. Cac ham
trong Excel rat da dang bao trim nhiéu linh vuc, ¢ nhitng ham khéng yéu cau
di sb, c6 nhitng ham yéu cau mot hoac nhiéu dbi sb, va cac ddi sé co thé 1a bat
buoc hoac tu chon.

Vidu:
=Rand(): ham khéng c6 doi s6
—If(A1>=5."Pat”,”R6t”): ham 3 d0i s0

=PMT(10%.4,1000,,1): ham nhiéu doi s6 va doi s6 tuy chon

b. Y nghia va biét cach s dung cac ham tap hop: SUM, AVERAGE,
MINIMUM, MAXIMUM, COUNT, COUNTA, ROUND.

bl. Nhém ham théng ké
e Ham tinh téng SUM
Cu phap: =SUM (vung dit liéu)
Téc dung: khi gap ham nay may sé tinh tong dir liéu cho tat ca cac 6 trong
vung dir lidu.
- Néu viing di liéu la cac 6 ké tiép nhau, gd dia chi 6 dau : dia chi 6 cudi.
VD: =Sum(A1:A8)
- Néu viing dix liéu Ia cac 6 khong ke tiép nhau, ta ligt ké danh sach tat ca
cac 0 va ching dugc cach nhau boi dau phay ().

VD: =Sum(A1l, A4, A5, A8)
- Néu ving dit liéu hdn hop ta phdi hop ca hai cach chon trén.
VD: = Sum( B2:B5,B9)

e Ham tinh gié tri trung binh AVERAGE

Ca phép: = AVERAGE(vung dt liéu)
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Téac dung: cho phép tinh gia tri trung binh cong cho tat ca céc o trong
vung dix liéu.
VD: = AVERAGE (4,6,10,8) {=7}
e Ham lay gia tri I6n nhat va nhé nhit MAX, MIN
Cu phaép:
- Ham lay gi4 ttri 16n nhat: =MAX(ving dix liéu)
- Ham lay gi4 tri nho nhat: =MIN(ving dir liéu)
Téc dung:- Ham MAX: Lay gia tri 16n nhat nam trong ving dix liéu
- Ham MIN: Lay gi4 tri nhé nhat nam trong ving di liéu
VD: = MAX(2,3,4,5) cho két qua 5
= MIN(2,3,4,5) cho két qua 2
e Ham COUNT : Ham dém sé ban ghi
CuU phép: =COUNT (vung dtx li¢u)
Téc dung: Cho phép dém s6 6 chua dit liéu trong ving dir liéu
VD: =COUNT(D2:D9) {dém s6 6 chtra dir liéu tir 6 D2 dén 6 D9}
b2. Nhom ham Logic

La nhém ham ma cac biéu thirc logic déu tra vé gia tri dang =TRUE hoac
giatri sai = FALSE.

VD: =5>3(True); =5<3 (False)
e Ham AND
Cu phap: =AND(bt logic1,bt logic2, ...,bt logic n

Téc dung: Khi gap ham nay, may s& vao kiém tra cac biéu thirc diéu kién
(cac biéu thuc logic). Neu tat ca cac dieéu kién dtng thi cho phép thuc hién Iénh,
nguoc lai chi can mot diéu kién sai thi sé tu dong thoat ra khoi cau trdc nay.

VD: =AND (5>3,7=9)chogiatr; False
e Ham OR
Cu phéap: =OR(bt logicl,bt logic2,...,bt logic n)

Téc dung: Chi mot diéu kién dung trong tat ca cac diéu kién thi két qua
dung (True) cho phép thuc hién Iénh, va nguoc lai.

e Ham NOT (céac biéu thire diéu kién)
Ch phap: =NOT(diéu kién)

Téc dung: Kiém tra néu cac diéu kién déu sai thi cho phép thyc hién Iénh,
nguoc lai chi can 1 dicu kién dang sé tu dong thoat khoi cau truc nay.

b3. Nhém ham diéu kién IF
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e Ham IF
Tra vé gié tri dung néu dung diéu kién nguoc lai tra gia tri sai
Cua phap: =IF(btdk, kql,kq2)

Téc dung: Kiém tra diéu kién trong btdk néu biéu thire diéu kién ding thi
cho kql, nguoc lai cho kg2.

VD: Tinh phu cap cho mot s gia dinh nhu sau:
- Néu sb con > 2 thi phu cdp = sé con*100 000
- Néu sb con <=2 thi phu cdp = s6 con*120 000
Thiét Iap céng thirc nhu sau: =IF(B2>2,B2*100 000,B2*120 000)
{B la cot s6 con trong gia dinh}

* Chl y: Néu bai toan c6 nhiéu diéu kién so sanh, phai st dung nhiéu Iénh
IF 1ong nhau, moi Iénh phan cach nhau bai dau phay, gia tri nguoc lai dién vao
sau cung, ket thuc la cac dau ngoac don dé dong cac 1énh IF lai.

VD: Tinh luong cho céng nhén theo tiéu chuan nhu sau:

- Néu ngay cong >27 thi thuéng 100.000

- Néu ngay cong >25 thi thuong ~ 70.000

- Néu ngay cong >22 thi thuong  50.000

Con lai khong co6 thuong.

Thiét 1ap cong thirc nhu sau:

=IF(E2>27,100000, IF( E2>25,70000,IF(E2>22,50000,0)))
(E2 la cot ngay cbng trong bang)

- Céch sir dung ham Logic bd trg cho ham IF

Khi st dung cac ham IF trong viéc xét diéu kién co6 lién quan dén nhom
ham Logic, dugc phép sir dung 1ong cau trdc nay theo yéu cau cua bai toan.

VD: Cot tién lwong ctia nhan vién dugc tinh theo yéu cau nhu sau:

Luong = ngay cong*mirc luong*hé so

Trong do: - Néu chiic vu ="GD" thi hé s6 = 4
- Néu chuic vu = "TP" hodc "PGD" hoic "KTT" thi hé s6 =3.5
- Néu chtic vy ="PP" thi hé s6 =3
- Néu chirc vu ="BV" va ngay cong >26 thi h¢ s6 = 2

- Con lai he s6 =2.5

Thiét 1ap cong thirc nhu sau:

=E2*C2*[F(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 cot churc vu, C2: 1a cot mirc lwong, E2: 1a c¢ot ngay cong.

e Ham SUMIF

- Cu phap: =SUMIF ( vung 1, "diéu kién", ving 2)

- Téac dug: Tinh téng gid tri cac 6 trong ving 2 twong &g vai cac 6 ving 1
da thoa man diéu kién.

VD: Dt liéu trong ving B4:B7 1a 3, 6, 8, 6; trong vung C4:C7 126, 9,9, 4

= SUMIF ( B4:B7,"5",C4:C7 ) {cho ta két qua la 22}

Tinh tong gid tri cac 6 trong ving B4:B7 néu gié tri cac 6 nay lon hon 5.
Nhu vay cac 6 d6 co gia tri 6, 8, 6 trong vung B4:B7 thpé mén dieu Kién, tuong
ung véicac 6 co giatri 9, 9, 4, trong vung C4: C7 vay két qua tong = 22.

e Ham COUNTIF

- Cu phap: =Countif( ving dit liéu can dém, "diéu kién")

- Tac dung: Bém céc 6 thoa man diéu kién trong ving dit ligu
b4. Nhém ham chudi

e Ham LEFT(chudi, s6 ky tw mudn lay)

L4y cac ky tu bén trai cua chudi,

Vidu: = LEFT ("TP Ha Tinh", 2) {cho két qua = TP}

e Ham RIGHT(chudi, sé ky tuw muén lay)

L4y cé4c ky tu phia bén phai cua chudi.

Vi dy: = RIGHT ("TP Ha Tinh" ,7) {cho két qua: Ha Tinh}
e Ham MID ( chudi, so bat dau lay, s6 ky tuw muon lay)
LAy cac ky tu tir s6 bat dau dén sé két thic.

Vi du: = MID ("Vii thi Thu,4,3") {Cho két qua: thi}

e Ham LOVER (chubi)

Poi chudi thanh chir thuong.

Vi du: =LOVER (" Vii Thi Thu") {cho két qua: vii thi thu}
e Ham PROPER (chubi)

Doi ky tu dau thanh chit in.

VD : = PROPER (" vii thi thu™) {cho két qua: Vii Thi Thu}
e Ham TRIM (chubi)

Cit bo khoang trang ¢ dau va cuoi chudi. Vi du : = TRIM (" SBC ")
{cho két qua : SBC}
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~ o Ham VALUE: St dung ham nay nham muc dich chuyén ky tu so tir
chudi ky tu thanh kiéu so6

b5. Nhom ham ngay thang:

e Ham DAY

- Cu phap: =Day(dir liéu ngay thang)

- Tac dung: LAy gia tri ngay trong dit liéu ngay thang

VD: =DAY(25/09/04) -> 25.

¢ Ham MONTH

- CU phap: =MONTH(dir liéu ngay thang)

- Tac dung: LAy gia tri thang trong dir liéu ngay thang

VD: =MONTH(25/09/04) -> 9.

e Ham YEAR

- Cu phap: =YEAR(dt liéu ngay thang)

- Tac dung: LAy gia tri nam trong di liéu ngay thang

VD: =YEAR(25/09/04) -> 04

b6. Nhém ham tim kiém

e Ham VLOOKUP: Ham tim kiém theo cét

+ Cl phap: =VLOOKUP (x, viing tham chiéu, n, gia tri tra vé)
- x: La 6 diéu kién trong vuing bang can so sanh vai ving tham chiéu

- VViing tham chiéu: La ving dir liéu phy duoc thiét 1ap tai mot viing bat
ky trén bang tinh nham muc dich dé lay dix liéu cho bang tinh chinh.,

- Cot n: La cot dix liéu thtr n trén ving tham chiéu can l4y.
- Gia tri tra vé 12 0 hoic 1, ngadm dinh 13 0.

+ Téc dung: Tim kiém va lay gia tri tvong tng & cot th n trong viing
tham chiéu.

e Ham HLOOKUP: Ham tim kiém theo dong

Tuong ty ham VLOOKUP nhung cu tric ving tham chiéu dir liéu tinh
theo dong (di liéu lay theo dong tha n trén vung tham chiéu)

V1. DPinh dang m{t 6, m¢t day o
6.1. Céac kiéu dir liéu

Trong mot 6 chi c6 thé chira mét kiéu dix lidu, kiéu dir liéu caa & phu
thudc vao ky tu dau tién do may ngam dinh hoac cé thé dinh dang tuy y. Cé cac
Kiéu dit liéu nhu sau:

- Kiéu sé (Number)
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Ky tu nhap vao la ky tu so, & ché do mac nhién dir liéu dang s6 s& hién thi
phia bén phai cua 6, néu la s6 &m c6 thé nhap dau ( - ) phia trudc hoac dé trong
ngoac don.

- Kiéu chudi (Text)

Ky tu déu tién gd vao la ky tu chi¥, & ché do méc nhién khi dich chuyen
sang 0 khac thi dir liéu s€ nam ¢ bén trai 6 bang tinh. Khi thiet lap cong thirc
tinh muon may hiéu va tinh toan thi kiéu chudi phai dwoc dat trong dau nhay
kep ().

- Kiéu ngay thang (Date)

Nhép ngay thang binh thuong voi dau phan cach la gach ngang ( - ) hay
gach ding (/), & ché @6 mac dinh khi dich chuyén sang 6 khéc thi s& nam ¢ bén
phai 6 bang tinh.

Khi chua thay doi lai trén hé thong thi cé dang: MM/DD/YY (théng,
ngay, nam), phan thang co thé Excel hién thi bang s6 hoac bang chuoi ky tu.

~ Tacd the dinh dang theo: DD/MM/YY bang cach danh dau ving dir ligu
can dinh dang. Tai tab Home nhap vao Format chon Format Cellstronghop

thoai Format Cells, tai tab Numbernhip vao Date. Trong muc Locale chon
dinh dang la Viethammes.

- Kiéu cong thic (Formula)

Dir ligu kieu cong thic s& 1a céc phép toan hay cac ham, muon nhap dir
liéu dang cong thic phai nhap dau (=) trudc.

6.2. Van ban

a. Pinh dang chung

Céc nat dinh dang théng dung ctia Excel dugc b tri rat thuan loi truy cap
trong nhém Home cua thanh Ribbon. Trong qua trinh soan thdo, tinh toan trén
Excel, moi khi can dinh dang ban chi viéc bam chudt 1én nuat 1énh phu hop dudi day.

Phéng Thunho Canh  Xoay Cac loai dinh
to chit chu gitta doc chi dang s6
Canhlé |Canhlé | Wrap Text Dangsé

Fontcht C¢& chwe & : A o A b
trén | dudi No6i 6 phan trim

Times NewRom~ 12 ~ | A A7 | |= = =||¥

General

B 7 v | e A~ (= = IEE $ -~ % (%3 8

id e 3 B X
F-:u'v* F \ Alipnmgnt [ Hznu'.:r41

Cht dam Ké khung Canh tras Tfmg ,thl'lt, Da B0 anam -
dau cac dong (ke toan) | thap phan

Giamthut  Dang s6 Tine s6

Gach chan Mau chi Canh phai dau cdc dong (tién té) thap phan

Chir nghién T6 nén Canh giira

b. Pinh dang vin ban va sé
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Khi can cac dinh dang phuc tap hon ma trén thanh Ribbon khong ¢ nit
Iénh thi ban truy cap vao hop thoai Format Cells: Chon Home >nhom Cells
->Format 2> Format Cells...

Format Cells

I alignment

CUFrEncy
Sccounking
Date

Time
FPercentage
Frackion
Scientific
Texk
Special
Cuskonm

Fonk Border Fill Prokection
Sample

General Farmat cells hawe no specific number Farmat.

Cancel ]

Giai thich hop thoai Format Cells

Cac thuoc
tinh

Tab Number

Category

Danh sach cac loai dinh dang $0, gia tri

Sample

Hién thi dinh dang cua gia tri trong 6 hién hanh theo cac dinh
dang ban chon

Decimal places

Tbi da c6 thé c6 30 sé sau ddu thap phan, chi 4p dung cho
dang Number, Currency, Accounting, Percentage va
Scientific.

Use 1000 Separator (,)

Chon 6 nay néu muén c6 dau phan cach giita hang nghin,
triéu, ty...chi ap dung cho dang Number

Negative numbers

Chon loai dinh dang thé hién cho s6 am, chi ap dung cho
dang Number va Currency.

Symbol

Chon loai ky hiéu tién t&, chi ap dung cho dang Currency va
Accounting

Type

Chon kiéu hién thi phii hop cho gi tri, chi 4p dung cho cac
dang Date, Time, Fraction, Special, va Custom.

Locale (location)

Chon loai ngon ngir khac dé 4p dung dinh dang gia tri, chi ap
dung cho cac dang Date, Time, va Special.

Tab Alignment

Text alignment

C6 céc lya chon dung dé can chinh nodi dung 6 theo chiéu
ngang. Mdc dinh Excel can l€ trai cho van ban, 1€ phai cho

Horizontal o T, X SR
gia tri, cac gia tri ludn 1y va céc 161 dojoc can gitra.

Vertical Co céc lya chon dung dé can chinh noi dung theo chiéu doc.
Mac dinh Excel can I€ dudi cho van ban.

Indent Thut dau cac dong ndi dung cua b.
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Orientation

Chon cac hudng cta van ban trong cac 0.

Degrees

bat gia tr1 do dé xoay van ban. Céc gia tri tir -90 dén 90 do

Text control Wrap
text

Noi dung trong 6 dugc xudng nhiéu dong tuy thudc vao do
rong coOt va do dai noi dung.

Shrink to fit

Giam kich c& chit dé tat ca ndi dung trong 6 vura véi do rong
cot

Merge cells

Noi1 cac 6 chon thanh mot 6

Right-to-left Text
direction

Xac dinh trinh ty doc va can 18

Tab Font

Font Chon kiéu Phong cho céac 6, phong mic dinh 1a Calibri

Chon kiéu thuong, in nghién, in dam...cua Phong chi, kiéu
Font style o ey s

mac dinh 1a Regular.
Size Kich thudc phong chit |, tir co 1 dén 1638 va mic dinh 13 ¢&

chir 11 point.

. Chon kiéu gach chan cho van ban trong danh sach, mac dinh

Underline N

la None.

Chon mau cho van ban, mdc dinh 1a Automatic (do Excel tu
Color .

chon mau)
Normal font Neéu chon s€ loai bé cac dinh dang Phong khac va tré vé

dang binh thuong

Effects Strikethrough

C6 thém duong gach ngang van ban

Superscript

Lam cho van ban co lai va day 1én trén

Subscript Lam cho vin ban co lai va day xubng dudi
Preview Xem trude két qua dinh dang ban vira chon
Tab Border
Line Chon kiéu va kich c~0q cac duong ké khung, sau d6 chon céc
nut bén hdp Border dé ké
Chon khong ké khung, ké dojong bao va ké cac duong phén
Presets , o oA
cach gitra cac 0
Color Chon mau cho cac duong ké
Border Céc nit bao quanh hinh minh hoa dung dé ké cac dudng bao

cac o

Tab Fill

Background Color

Chon mau nén cho cac 6. Fill Effects cung cap cac hi¢u ung
t0 mau nén

More Colors

B0 sung thém cac mau va cong cu pha ché mau.

Pattern Color

Cac mau mau nén

Pattern Style

cac ki€u mau t6 nén 0. Xem traoc két qua chon mau vaj
ki€u mau tai Sample
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Tab Protection

Locked

Khoa viéc thay doi, di chuyén, x0da, ... cac 0, chi c6 tic dung
khi trang tinh dugc bao vé

Hidden

An cong thic trong 6 , chi co tac dung khi trang ti nh dugc
bao vé.

Céc kiéu dit liéu trong Category thudc Tab Number

General

Excel mic dinh dung kicu ndy dé dinh dang gia trj, khi s6 dai
hon 12 s6 thi dinh dang chuyén sang dang Scientific

Number

Dung dé dinh dang cac con sb, ban c6 thé chon diu phan
cach thap phan va qui dinh s6 con so sau dau thap phéan, dong
thoi c6 thé chon kiéu hién thi sdam.

Currency

Dung dé dinh dang céac don vi tién té cho cac gia tri, ta c6 thé
chon dau phan cach thap phan va dinh s6 con s0 sau dau thap
phan, dong thot co6 thé chon kiéu hién thi s6 am.

Accounting

Dung dé dinh dang cac don vi tién té trong ké toan, no dat ky
hi¢u tién té va gia tr1 ¢ hai cot khacnhau.

Date

Dung dé dinh dang cac gia tri ngay va thoi gian tuy theo
chon lya tai phan Type va Locale (location). Cac Type c6 dau
(*) 1a dinh dang lay tir hé thong (ControlPanel).

Time

Dung dé dinh dang cac gia tri ngay va thoi gian tuy theo chon
lya tai phan Type va Locale (location). Cac Type c6 dau (*) la
dinh dang lay tir h¢ thong (ControlPanel).

Percentage

Pinh dang nay ly gia tri trong 6 nhan véi 100 va thém dau
% vao sau két qua, ban c6 thé chon dau phan cach thap phan
va qui dinh s6 con s6 sau dau thapphan.

Fraction

Dinh dang nay hién thi con s6 dudi dang phan sé tiy theo
Type ban chon.

Scientific

Hién thi con sd dudi dang khoa hoc <Con s6 E+n>. Vi
du, s6 12345678901 dinh dang theo Scientific 1a 1.23E+10,
nghia 13 1.23 x 10%. Ban c6 thé chon d4u phan cach thap phan
va qui dinh s6 con s6 sau diu thip phén.

Text

Dinh dang n¢i dung 6 giong nhu nhiing gi nhap vao ké ca
cac con sO.

Special

Dinh dgng cac con s6 dang ma buu chinh (ZIP Code), s6 dién
thoai, sO bao hiém ...

Custom

Dung dé hiéu chinh cac mi dinh dang dang ap dung hay tao
moi cac dinh dang do ban ap dung. Ta c6 the thém vao tir 200
dén 250 dinh dang tu tao tuy theo ngoén ngir va phién ban
Excel.

c. Stir dung Wrap Text
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Khi ban mudn doan van ban dai trong o c6 nhiéu dong thi ban dung chuac
ning wrap text hodc ding <Alt+Enter>dé xudng dong tai vi tri mong muén.

B1. Chon 6 can dinh dang Wrap text, vi du & Al
B2. Chon Home = Alignment =>chon Wrap Text ( = ). Néu dong khdng

tu dong maé rong 1a do 6 bi thiét 1ap chiéu cao ¢ dinh, ban vao Home > Cells
—>Format - tai Cells Size chon AutoFit Row Height

6.3. Ciin chinh, tao hi¢u &ng vién
a. Tao nét ké cho bang

Dang bang dau tién xuat hién duéi dang khung luai, khi in ra khong thay
nét ké. Do vay, phai tao nét ké cho bang bang céch:

- Panh dau ving bang can tao nét ké

- Céch 1: Vao Home\Fomat\Format cell, xuat hién hop thoai. Nhap vao
tab Border:

Format Cells l P eS|

Mone Qutline  Inside
____________ Border

R —
Text Text

—
Color: Text Text

Automatc [ ]

| | The selected border style can be applied by clicking the pressts, preview diagram or the buttons
above.

OK ] [ Cancel

- Style: Chon kiéu nét ké.
- Presets: Chon cac duong dé ké. None: Khong ké, Outline: ké 4 dudng
ngoai cung cua bang, Inside: Ké cac duong ngang, doc trong bang.
- Border: Chon duong ké: Trén, ké ngang, dudi, duong chéo, bén trai,
gitra, bén phai, duong chéo.
- Céach 2: Béi den ving bang can ké, Nhap chuot phai 1én mui tén bén phai
biéu tugng Border
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Trong hop Borders. Nhap chon cac dudng dé ké cho bang. Hoac nhap vao

More Border dé c6 nhiéu lwa chon ké cho bang.
FIERERE

%] Right Border

Mo Border

Al Borders 13/081987
Outside Borders

Thick Box Border

Bottom Double Border

Thick Bottom Border

Top and Bottom Border

Top and Thigk Bottom Border

Top and Double Battom Border

w Borders
Draw Border
Draw Border Grid

Erase Border

KosBgBHEEE Il OOR S

Line Color

Line Style

H

Mare Borders

b. Gop (Merge) va tach cac 6 (Split)
e Gop O:
- Panh dau viing can gop 6

- Vao Home\Alignment, xuét hién hop thoai (Hinh bén), danh dau vao

muc Merge Cells, chon OK.

X

| Fant | Border | Fill |Pr0tecti0n

Murnber

Text alignment Crientation

Horizontal: + .
General IZ| Indent: *
o

Wertical:

Eottom IZ|

Justify distributed

mxom o

Text contral .

[ wrap text il = | Deqrees
[ shrink to Fit

%& cells
< Right-ta-left

P ~ Text direction:
Da nh dau Context IZ|
vao day

[ OK ][ Cancel ]

Hoic nhap 1én bidu twong =2 trén thanh dinh dang
e Tach 6
VaoHome\Alignment, bo dau trong Merge Cells.

E=

Hoac nhap Ién biéu twong == trén thanh dinh dang
Luu y: Chi dwoc tach 6 sau khi da gop 0.
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VII. Biéu db

7.1. Tao biéu d6

a. Khai niém vé biéu do

Biéu d6 giup trinh bay céc sb liéu khd khan bang viéc v& thanh cac hinh
anh truc quan, d& hiéu. Biéu do dugc lién két vai dir liéu cua nd trong bang tinh,
do d6 khi thay doi dit liéu cua no trong bang tinh thi 1ap tic biéu do s& thay doi
tuong ttng theo. Trong Excel 2010 viéc vé& biéu d6 chua bao gid d& dang va dep
nhu bay gio. Excel ¢6 rat nhiéu kiéu biéu d6 khéac nhau phuc vu cho nhiéu muc
dich khac nhau cta rat nhiéu loai déi tueong st dung bang tinh, ching ta s& cling
nhau khadm phé thé gigi d6 thi cua Excel trong bai hoc nay. Biéu db 1a mot doi
tuwong (object) cta Excel, dbi tugng ndy chia cac dit liéu va biéu dién thanh hinh
anh v&i mau sac va kiéu dang rat phong phd. Nhin chung, Excel ¢6 2 loai biéu
dd d6 l1a biéu dd nam trong Trang tinh (con goi 1a Embedded chart) va
ChartSheet. Bé chuyén do6i qua lai gitra 2 loai biéu d6 nay ta 1am nhu sau:
Chon @6 thi ->Chart Tools -> Design -> Location ->Move Chart ->chon
Object in + Tén Trang tinh (biéu d6 nam trong Trang tinh) hay chon New sheet
+ Nhap tén ChartSheet vao.

i@ﬂ(nk' -

=Y
A B c D E F G H J K B

1| [ 2008 2009 ] i T

2 A 5

3B 2

4 |C 5

5 D 7

6 E 2 4
[l Move Chart |08

a3 W 003

9 Chocse where you mant the dart to be placzd;
10 J_J_ﬂ ) Mew sheet: |Cherl:1
11

3 (%) Ohject in: |

Hm:' » M| Sheatl ,“Shest2 ,“Shest3 .~ #J [ Il
b. V& biéu a6
- Cac budéc xay dwng biéu do

Budc 1: Chon ving bang can tao
Budgc 2: Nhap vao Insert\Column, xuat hién hop thoai:
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e

- Home | Insert | Pagelayout  Formulas  Data  Review  View
ENCEL &0 =ww 5 @
o gl ¥ B u+ ﬂ \\k ‘ =4 : 0, JM = W
Piv ﬂ ble Table Pictur: C‘ D Shal D s SmartArt Sereenshot | |Col \ U BHF A Scatter Other Line mn Win/Loss Slicer Hyperlink
- Charts ~
Tables Hlustrations 2D Column 3 Sparklines Filter Link

inks
A3 - Fe | Thang
A B c D J K L M

1 |Thanh todn tién dién, nwéc 3-D Column

3 [Thang _ Dien Nure mﬂ E@ J‘% \ﬂ H
4 [Thang1  500.000  300.000)

5 |Thang 2 600.000 320.000] Cylinder

6 [Thang3  560.000 430.000)
7 [Thang4  700.000 320.000| an h.]ﬂ m ﬂﬂ
& 867.000 350 000) i) |5 1

400.000]

== i ] 4] 9
: ] b DA
1Z dli AncrartTypes.
-> Nhap chuot vao kiéu biéu @d -> xuat hién hop thoai. Chon OK.
Y|
1 Templates Column ~
o 21 28] g0l e8] 93] 53 H
& Pie » 7 1
T |
i v i) ] oA 4] [
g Surface L=
@ Doughnut <A Lz | ] bl T | [
? Buth: ||" : |‘ |‘ |l' - |l'r — |I" = ‘ |i_'_‘
Wy Radar Pie
\)| (@] (/7'5'{1)| k) il (/?'.I—E| i
[Manage Templates. .. ] [ Sek as Default Chart ] [ Ok ] [ Cancel ]

May sé& tao biéu d6 cho ving bang da duoc danh dau theo kiéu da chon.

- V& biéu a6 tir mdt bang so liéu cho truéc

Phan nay trinh bay cac bu dc ve biéu do tir mot bang so liéu cho trude va
mot so tly chon cua d6 thi. Két qua nghién ctru vé sy thoa man cua cac nhom
khach hang phan theo d6 tu6i dugc cho nhu hinh bén du i, néu ching ta dung
ket qua nay dé bao cao ciing khong c6 van dé gi, tuy nhién bao cao se sinh dong
va thuyét phuc hon néu ching ta bién cac con s6 nay thanh biéu d6 dé duogc nhin
thay mot cach truc quan hon.

A B C D E

1 Swthoda mén cua khach hang phén theo cac nhom tuoi
2

4 Thang <30 30-49 50+

4 Thang 1 42% 46% 75%

5 Thang 2 39% 51% 76%

G Thang 3 29% 38% 73%

7 Thang 4 33% 39% 75%

& Thang & 48% 53% 70%%

89 Thangb 51% a7 % 76%

Bang sé liéu nghién citu

Hay lam theo cac budc sau dé ve biéu do:
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B1. Chon viing dix liéu A3:D9, chon ludn cac nhén cua cac cot.

~ B2. Chon kiéu do thj tir Ribbon > Insert ->Charts. Moi nhom d6 th bao
gom nhiéu kiéu khac nhau , vi du chiangtach on nhom Column ->Clustered
Column.

A I ;
\/ Home | Insert —M&Lﬂlom Formulas Data Review Devel

LA 5 [l B8 0P WOS'EI:

PivotTable Table Picture Clip Shapes SmartArt | |Column lme Fie Bar  Area Scatt
- Aft - - v - - -

Tables Tllustrations J
AY ~Q Je| Thang . | =

Pi/A [ 5| c | \Lﬂu M
K3 j thda mén cua khach hang phan

2 | e

3 [Thang <30 30-49 J :

4 |Thang 1 2% 46% [% ‘

5 [Thang 2 39% S1% |

6 [Thang 3 29% 38% — | s

7 |Thang 4 33% 39% Jﬂj 70%

8 [Thang 5 48% 53% h s0%

9 [Thang 6 51% 57%| || . |
‘1,0,, e " <30
11 | J LB ey #3049
]| bl | =
13 | e 20% T
:71?: Pyrﬂnd 10%
15 | J ball =
186 | Thinzl Thanz2 Thdnzs Thing4 Things Thinzs
}; ‘ | A Cr;lartTVDes... ]’

Chon kiéu biéu do

B3.Xongbudc2lachungtadacongaymot
biéudddangcotnhuhinhtrén tuynhiénching ta cothéddi cachbdtri cla cacthanh phan
trén ddthi. Chen biéu @6 -> ChartTools ->Design ->Chart Layout -> Chon cach
bé tri thich hop. Vi du ta chon kiéu Layout 3 trong Chart Layout.

'09 do-0.Az ) aklz@ Data03dsx « Microsoft Excel Chart Taols -t

Home bsent Page Layout Formulas Data Review View Developer Design Layout Format 7 Xx

ﬁ' = ] === =
L ]| ST TR ng

Chart Type Template  Row/Column Data
Type Data Chart Layouts Chart Styles Location {

~

Sw thoa man cua khach hang

a4 6| FHE b phan theo cac nhom tudi
.[El ‘_Lll_ﬂl_ ;_/ _—

1 —— 70%

i d—_i ‘] -5 —= 60%

‘ ¥ | {

i e ’4!1:115 [-ﬁ 23:

— Pl | oy 30%

e e e | | ™

LM . L 10%
0%
N W Thang 1 Thang 2 Thing 3 Thang 4 Thang5s Thang 6

v <20 W20 40 W30
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Lwa chon layout

B4. Pao cac chu di s liéu tir dong thanh cot va nguoc lai: Chart Tools
> Desigh >Data > Switch Row/Column. Ching ta thuc hién lénh nay khi cac
d6 thi o bu dc trén chua hién thi dang nhu mong muén . Vi du ching ta mubn
nhom cac nhoém tudi lai @& dé so sanh giita cac thang voi nhau.

S thoa man cua khach hang
phan theo cac nhom tuoi

BO%
70%
60%
50%
40%
30%
20%
10%

0%

<30 30-4% 50+

EThéngl MThéng2 MThéng3 MWThingd4 MThing5S MThéngb

Dao dong/cot

B5. Neu thay kiéu biéu do trén khong dep, chiing ta cé the doi sang kieu
khac bang cach: ChartTools ->Design -> Type ->Change Chart Type, hop thoai
Insert Chart hién thi liét ké toan bo cac kiéu biéu do hién co cua Excel tha ho
cho ban luu chon.

Insert Chart i
L@ Templates -::olum_n B B B B B B ~
a8 (28] 40| e8| 88) 0
@ PFe 1 - - ~ - - —
= ] ol | 08 ) k) Jad] JAA]

Area - . — - .
i wvearm || ] ) aA | BA] b
&) surface tine - -~ -~ — —
@ oo o [ ] ] ] B
Wy Radar B B B B B B

(W] e @l AR an| e v

| Manage Templates... | | Setas Default chart | | ok || cancel

Hép thogi Insert Chart va chon kiéu biéu do khac

B6. Ngoai ra, néu thiy tong mau cua biéu do chua dep thi vao chon Chart
Tools—>Design ->Chart Styles = chon More
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T
Farmulas Data Review View | Design | Layout Farmat & e o EE OER

b ok bk (o bk (e b ks
AT TN Ty
TEHETHAT T T T
ok il bl bl bl hd hd ki
hih kd bd bd bl d b b
[ N Y Y I e e

7.2. Chinh sira, cit, dan, di chuyén, x6a biéu dé

a. Di chuyén biéu do

Bicu do la Embedded Chart, bam chugt tréi Ién bicu do viing Chart Area
dé ‘ChQn do thi di chuyén , khi do dau con tro chu 6t c6 thém ky hi éu mii tén 4
chiéu. Gilr chuot tréi va di chuyén biéu d6 dén noi khac.

b. Thay doi kich thuéc bieu do o

- Bi€u d6 la Embedded Chart, bam chu¢t trai 1én biéu d6 vung Chart
Area dé chon biéu do can thay doi kich thu 6c¢, khi do xung quanh do thi xuat
hién 8 nat nam. q

- Di chuyén chudt vao cac nit nay , gitt chudt trai va di chuyén huéng
vao tdm do thi dé thu nho va hudng ra ngoai dé phong to.

c. Sao chép biéu do

Chon biéu d6, ding to hop phim <Ctrl+C>dé chép d6 thi vao bd nho, roi
di chuyén dén mot 6 nao d6 trong bang tinh va bam <Ctrl+V>dé dan do6 thi vao.

d. Xo6a biéu d6

Chon d6 thi sau d6 b 4m phim Delete dé x6a do thi. Pé xda Chart Sheet,
trudc tién hdy chon Chart Sheet, sau d6 bam chudt phai va chon Delete tir menu
101 tat hién ra.

e. Thém cac thanh phan caa biéu dé

Chon d6 thi = chon Chart Tools = Design > Chart Layouts St dung cac
nhom [énh tao cac tha nh phan tuong tng trén do thi du oc thiet ke san nhu tya
de, chu thich, cac nhan, duong ludi,...

f. S&p xép va x6a cac thanh phén cia biéu do ‘

Mot so thanh phén trong do thi c6 th € di chuyén dugc nhu tua de, chi
thich, nhan. Muon di chuyén thanh pha n nao trudc tién hay dung chudt chon no,
sau do bam va gilr trai tai canh cua thanh phan va keo dén vi tri moi trong do thi.

Ngoai ra cé thé vao Chart Tools = Layout = chon tir cac danh sach thiét
ké san.
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, Pé xoa thanh phan nao , ban chi can ding chu 6t chon thanh phan d6 va
bam phim Delete.

VIII. Két xuét va phan phdi trang tinh, bang tinh
8.1. Trinh bay trang tinh dé in ra
a. Céc ché d¢ hién thij trang trong Excel

Excel 2010 hd trg manh hon trong viéc in 4n, voi nhidu ché do xem tryc
quan giup ban c6 thé thay duoc két qua in ngay trén man hinh.

C6 3 ché do hién thi 1a Nornal View, Page Layout View va Page Break
Preview. Dé truy cap cac ché do xem vao nhém View = chon Workbook Views
- chon kiéu xem.

eNormal View: Pay 1a ché do ban sir dung thuong xuyén trong qua trinh
nhap liéu, tinh toan,... trén bang tinh va 1a ché ¢6 mic dinh cua Excel.

ePage Layout View: La ché do xem trudc khi in, trong ché do nay ban
van cd thé tinh toan va nhap liéu.

ePage Break Preview: Hién thi bang tinh Excel véi cac dau phan trang,
tai day ban cd thé chia lai trang bang cach kéo tha cac duong chia céch trang.

b. Thiét 1ap thong sé cho trang in

Tat ca cé4c thy chon thiét lap thdng sé trang in co tai nhom Page Layout
- nhoém PageSetup (Margins: tly chon 1& trang, Orientation: chiéu trang ngang
hay doc, Size: tly chon kho gidy, Print Area: tly chon viing in, Breaks: tly chon
ngat trang, Background: chén hinh nén, Print Titles: tdy chon in tiéu dé lap lai
trén mdi trang,...). Ban c6 thé thiét 1ap céc thong s tai day hoac vao hop thoai
Page Setup dé diéu chinh. D& vao hop thoai Page Setup ban vao nhém Page
Layout > dén nhom Page Setup = bam vao nat

=

_ E Ij 333 }_{ _:J —:jl i Width:  Automatic

|| Height: Automatic

1

4

Margins Crientation  Size Print Breaks Background Print i
- - - Areg ™ - Titles ‘ﬂ Scale: 100%%

Page Setup Scale to Fit

Page Setup E E]

Page Margins | Header/Footer Sheet

Orienkation
(@ Portrait () Landscape

Scaling
(@) adjust ko 100 % | % normal size

) Fit ko 1 % |pagels) wide by |1 % tall
Paper size: n
Print guality: | 300 dpi -

First page number: | Auto

Prink. .. ] ’Print Previeu] [ Options. .. ]

[ K ][ Cancel ]
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Page Setup

Page IMargins | HeaderfFooter | Sheek

Top: Header:
[ns 2] EE
Lefk: Right:
og '
Biottom: Footer:
[o5 2] [o3 3]
Cenker on page
Horizontally
[ vertically
Prink. .. ] [PrintPreviem] [ Options,.. ]

[ 0K l[ Cancel ]

8.2. Kiémtravain

a. Xem trwéc khi in

Vao File\Print ( Tuong tu trong Word)

b. In vin ban

Vao File\Printhoic (Ctrl+P), xuat hién hop thoai:

oiFRamE
Home Insert Page Layout Formulas Data Review View

|l save
Print 1
Save As L@
Copies: 1 -
(o]
& Open Print
Lj Close
Info Printer
,/ Canon LBPG000/LEBPG018 - 2
Recent =20 offline
0 Printer Properties
ew
Settings 3
Print
b Print Active Sheets -
5 Only print the active sheets
Save & Send = 4
Pages: T oto z
LD DEI Collated -
123 123 123
|21 Options 5
9 Bt \j Portrait Orientation -
Al
-
21 emx 297 ecm 6
Mormal Margins -
ob— Left: 1,78 cm  Right: 1,78 cm
Jj Mo Scaling -
[100] print shests at their actual size
Page Setup

e Céc thiét 1ap cho may in:

- Copies: S6 ban in.
2t Printer: Lya chon may in.
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- Print Active Sheets: Chi in trang tinh hién hanh hay céc trang
tinh dang chon

, [Pages:intutrang To: dén trang.

5>t Portrait Orientation: Chon in trang ngang hay trang doc.

6 | A4: Chon co gidy in

e Sau khi thiét Idp xong, nhdp chon biéu twong may in dé giri
[énh in dén may in va in.

8.3. Phan phai trang tinh

a. Luu bang tinh dwéi dinh dang file .pdf

Vao File \ Save As tai & Save as type chon phan mé rong cua file 1a .pdf

[&] Save As ﬁ
! ' | » Libraries » Documents » - Search Docurments
\SOASD) BE E 2 o]
Organize * Mew folder EE ":6:'
(3] Microsoft Excel Documents library - )
N Arrange by:  Folder ~
Includes: 2 locations
- - -
A~ Favorites = MName Date modified Type -
& Downloads
"5 Recent Places = My Music 2/13/2015 3:31 PM File folder =
!_ Desktop 8. My Music 2:0 File folder
= My Pictures File folder
= Libraries 8. My Pictures File folder
= My Videos File folder
S a My Videos File folder v
_'."_ Computer - [ T b
File name: | luu file pdi] -
Save as type: [PDF (".pdf) ']
Authors: VP Tags: Add a tag
Optimize for: i@ Standard (publishing Open file after
online and printing) publishing
) Minimum size
{publishing online)
“+ Hide Folders Tools - Save ] [ Cancel

b. Pt mat khau cho bang tinh

Excel 2010 h trg san tinh nang dit password bao vé bang tinh véi tinh
bao mat cao. Ban bam vao biéu tuong tab File phia trén goc trai -> chon
Info -> Bam Protect -> Encrypt with Password
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¥id9-to-|=

Haome Insert Page Layout Formulas Data Review View Add-Ins
[ save .
Information about Book3
Save As
[ Open . Permissions
74 Close "[Euj Anyone can open, copy, and change any part of this workbeook.
Protect
Info Workbook ~
Recent P Mark as Final
Let readers know the workbook is final
and make it read-only.
Mew — - ; T
(=] Encrypt with Password it contains:
Lﬂ]}’ Require a password to open this
Print workbook,
Protect Current Sheet
Save & Send [—_,I_‘VI?] Control what types of changes people can
make to the current sheet.
Help Protect Workbook Structure
E Prevent unwanted changes to the structure of this file,
Add-ns = of the workbook, such as adding sheets.

"Iy Add a Digital Signature
: ptions . .
Opti
Ensure the integrity of the workbook by

@ Exit adding an invisible digital signature,
i
Xuat hién hop thoai:
r ™
Encrypt Document m

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

[ oK J[ Cancel ]

Nhap mat khau cho bang tinh hién tai va nhap lai mét 1an nita dé xac nhan
ban da nhap dang.

Tir bay gio, mdi khi mé tép van ban ndy, Excel s& hién thi cira s6 yéu cau
nhap mat khau (password). Chi nguoi nao biét password mai ¢6 thé xem dugc
noi dung cua tép.

Mubn hay bo, ban chi viéc vao hop thoai Encrypt Document dé xda
password bao vé.
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MO PUN KY NANG 05: SUDUNG TRINH CHIEU CO BAN

|. Kién thirc co ban vé bai thuyét trinh va trinh chiéu

1.1. Bai thuyét trinh

a. Khai niém bai thuyét trinh.

Thuyét trinh 1a trinh bay bang 1oi trude ngudi nghe vé mot van dé nao do

nham cung cap thong tin hogc thuyét phuc, gay anh hudng dén nguoi nghe. Bai
thuyét trinh la cong cu chinh ho tro trong qua trinh thuyeét trinh.

~b. Céc nhéan t6 anh huéng dén chat lugng thuyét trinh va mot s6 chi dan
dé tao nén mot bai thuyét trinh tot.

Mot bai thuyét tf‘lﬂh t6t néu dat dugc c4c muc tiéu co ban sau day:

- Khong lam mat thoi gian cua nguoi nghe

- H[éu ngudi nghe [é ai va te}i sao ho lai nghe

- Cau trdc bai thuyet trinh tot ’ o

- Thuc hién bai thuyet trinh 16i cuon va hap dan

- Nhan manh nhiing di€m quan trong trong thong diép cua ban

- Tao lap dugc méi quan hé than thién véi ngudi nghe.

c. Cac budc chinh trong tao va thyc hién bai thuyét trinh:

Céc bude chinh dé tao va thyc hién bai thuyét trinh gom: Xac dinh muc
tiéu thuyet trinh; thiét ke, bién tap ndi dung cac trang cua bai thuyét trinh; luu va
phan phéat (publish) noi dung bai thuyét trinh; thuc hién viéc thuyét trinh bang
mot céng cu trinh chiéu.

1.2. Phan mém trinh chiéu

a. Mot so phan mem trinh chiéu

Hién nay, c6 rat nhiéu phan mém trinh chiéu nhu: LibreOffice Impress,
OpenOffice Impress, Microsoft Powerpoint,... , w

b. Cé&c churc nang chinh cia mot phan mém trinh chicu cu the.

“Mot phan mém trinh dién thuong c6 3 chirc nang co ban: chirc ning bién
tap dé go va tao dinh dang chi, chirc nang chen va dieu chinh khuén hinh do6
hoa, va chirc nang chicu slide dé thé hién noi dung.

I1. Sir dung phan mém trinh chiéuMicrosoft Powerpoint

2.1. Lam viéc véi phan mém

a. Cach mo, dong phan mém trinh chiéu.

- Chuong trinh PowerPoint dugc khéi dong tir tap tin Powerpnt.exe chira
trong thu muc All Program File\Microsoft Office\Microsoft PowerPoint 2010,
ban c6 thé kich hoat khéi dong truc tiép tur taptin nay, hoac thuc hién theo céach
thong thuong tur Start Menu nhu sau:
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- Vao Start\All Programs\Microsoft Office\MicrosoftPowerPoint2010,
Xuat hién cua so:

T T e e Fover o W .
E Home | Inset  Design  Transitions ~ Animations  SlideShow  Review  View (A 0
Eh Byout- ook ® s e e E\\OOC- B fhrind
J )JReset ) ) All:){]@ ¥ | Z 3 Replace

P I U § abe &V = - A
= Sh;\ev' jSection ¥ B L b = e Jokig e g Select »
Clipboard i Slides Font Paragraph Drawing Editing
Slides | Outline X
[ :“
i |
|
[NoTitle]|
Click to add subtitle
Clickto add notes

Slide1 of 1 | "Office Theme® | [EEEEN U + BV
b. Nhan biét man hinh 1am viéc cua phan mém va céc thanh phan cua né.
- Man hinh 1am viéc c6 thanh ruy-bing (Mennu) gom 9 thé chinh:

E Home | Inset  Design  Transitions  Animations  SlideShow  Review  View

I E\\O0O- B 4 ind

= ) 3 Layout - A= = e | e
j J N M W s EE in
ELEE ALLRDG - L/ 43 Replace
Paste New Il § N, | EEEE E ~ Amange
z Side 5 dedion e e = N e W Select
Clipboard Slides Font Faragraph Drawing Editing
Siges | Qutine |

- Thé File: Chtra cac nhém lénh nhu: Luu, mé tép, in an. ..

- Thé Home: Chua cac nhom ]énh xu ly sao chep cat, dan. Them trang
trinh chiéu, xo6a trang trinh chiéu, sua trang trinh chiéu , céc tiy chon vé phong
chu, mau sic, kich ¢& cua chit ...

- Thé Insert: Pdé chen thém cac d6i twong nhu anh , phim, biéu do, dau
trang, chan trang.

- Thé Design: Tthiét lap trang trinh chiéu, thiét k& cua trinh chiéu.

- Thé Transitions: Thém cé4c hiéu tng nén trinh chiéu.

- Thé Animation: Thém cac hiéu ung trinh chiéu cho trang trinh chiéu
hoac cac doi tuong trén trang trinh chiéu.
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- Thé Slide Show: Thiét lap cach trinh chiéu cac trang 1én man hinh. Thu
tu sap x€p cac trinh chiéu.

- Thé Review: Kiém tra chinh ta, thém cac binh chu vao trinh chiéu.

- Thé View: Cach xem cac trang trinh chiéu 1én man hinh may vi tinh.

2.2. Lam viéc véi bai thuyét trinh

a. Mo, dong bai thuyét trinh hién c.

Nhan nut File, chon Open, tim dén vi tri cua tép trinh chiéu va chon Open.

b. Tao m&i trinh chiéu

- Khoi dong chuong trinh powerpoint , chuwong trinh tu déng tao mot tép
trinh chiéu ma.

- Trong truong hop da khoi déng chuong trinh , nhan vao nut File, chon
New, chon Blank Presentation dé tao trinh chi€u moi.

€. Tao mot bai thuyét trinh moi dya trén mau (template) mic dinh. Cac
Kiéu tép dung dé luu bai thuyét trinh,

- Tao mot bai thuyét trinh méi duya trén njéu (template) mac dinh: Mé
template c6 san trong phan mém (méc dinh) va tién hanh thuc hi¢n tao mot bai
thuyét trinh theo cach thong thuong.

- Chon File tab d¢ hién thi man hinh Backstage view, tir menu d6 chon
Save, tai day c6 th€ Iuu theo cac ki€u tép khac nhau bang cach lua chon trong 6
Save as type. Co rat nhiéu kiéu tép: .pptx, .ppt, .pdf, . XPS,...

d. Céach hién thi (view) bai thuyét trinh khac nhau.

- D¢ hién thi bai thuyét trinh an phim chuc nang F5 hodc nhap chudt vao
thé Slide Show & thanh cong cu dudi caa cira sd6 phan mém.

_e. Cach chon moach mo nhiéu bai thuyét trinh ddng thoi va chuyén tir bai
thuyét trinh nay sang bai thuyét trinh khac.

- Mg dong thoi nhiéu bai thuyét trinh va chuyen tir bai thuyét trinh nay
sang bai thuyét trinh khac trong PowerPoint cling thuc hién twong tu nhu trong
Word.

f. Luu bai thuyét trinh vao thu muc (giit tén cil, doi sang tén khac, doi
Kiéu tép khéac).

- Khi 96 mot tr‘i‘nh chféu can duoc luu vao 6 dia , nhan nilt,File (nat goc
trén bén trai cua man hinh lam viéc). Chon Save, hop thoai Save xuat hién:
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|E| Save As ﬁ
—— I
@u'lu » Computer » Local Disk (D) » - | g | | Search Local Disk (D, 0
COrganize = Mew folder 4= - .@.
> B Videos ‘ MName Date modified Type o
., Chuyen giao IO 9/16/2014 2:08 PM File folder o
> #& Homegroup | CRACK WIN 7 9/21/2011 2:03 PM  File folder
| Pac tao 2014 9/10,/2014 4:45 PM  File folder =
b=
“1 '1: Computer . Duan DT CNTT 10/7/20137:39 AM  File folder
o - - -
’ i Local Disk (C:) | Giao trinh 2015 12/15/2014 8:12 AM  File folder
Bt ocalek i) 5 Giaotrinh 5/26/2009 2:53 PM  File folder
* i Local Disk (E) | Khoa IO 11/10/2014 4:08 PM  File folder
> = Elements (G)) | Khoas IO §/9/20139:02 AM  File folder
I TR TTRI 222012 2.42 DAA ) Fila faldar ki
> E‘H Metwnrk bl UL ¢
File name: Presentationl.pptx -
Save as type: | PowerPoint Presentation (*.pptx) VI
Authors: XUAMNSON Tags: Add atag
) Hide Folders Tools - [ Save J [ Cancel ]

- Chon noi luu tép, g0 tén tép vao 6 File name , chon dinh dang luu tép ,
mac dinh la Powerpoint Presentation. Sau do an Save dé luu tép.

- Luu File vai mot tén khac. Muc dich: Gilr nguyén dugc noi dung tén
tép cii, con ndi dung tén tép méi dugc ghi lai.

Vao File\Save As... xuat hién hop thoai Save As, danh tén méi vao hop
FileName, chon 6 dia hay thu muc can Iuu tép ->nhap Save.
I TR T B .

Insert Page Layout Formulas Data Review View Design Layout Format

nformation about Bookl
Ll Save As

5 Open ’-

(x]I'<l

Home

Product Activation Required ‘

EF Close = Microsoft Excel 2010 requires a valid product license. Activate your product key
= now to obtain a valid product license,

I Activate
nro

. Product
Recent

P Permissions
=D ’Lea J Anyone can open, copy, and change any part of this werkbook.
Print Protect
‘Workbook ~

Save & Send
Help Prepare for Sharing

[ 5’_-— Before sharing this file, be aware that it contains:

:] Options Document properties, printer path and author's name

4 Exit

Check for

== Content that people with disabilities are unable to read

2.3. Lam viéc véi trang thuyét trinh

a. Khai niém trang thuyét trinh (slide) va vai trd cua nd trong bai thuyét
trinh,

Trang thuyet trinh (slide) 1a mot trang cua bai thuyét trinh, chira mot s
noi dung nhat dinh trong chuoi ndi dung caa bai thuyet trinh.

b, Cép théi ni¢m di kém trang thu}(ét trinh: Tiéu dé (title), bb cuc (layout),
mau thiét ke san (design template), chu dé (theme), hiéu ing dong (animation).
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Tiéu dé (title): La 6 dé nhap vian ban tiéu dé cho mot slide, thuong nam &
vi tri cao nhat trong slide

Layout (bd cuc) La cach bb tri noi dung Ién trang trinh chiéu . Khi tao
mot trang trinh chiéu moi ta se phal chon mot bd cuc trinh bay phu hop . Thuong
thi c6 khoang 9 bd cuc duoc cho sin dé chon.

Anlmatlon(hoat canh) La cach xuét hién cua cic trang trinh chiéu va
161 dung | trinh cua cac trang trinh chiéu.

Mau thiét ké sin (design template): Cac miu thiét ké sin (template)
khdng nhitng chira cac thiét 1ap vé dinh dang ma c6 thé chira ludn cac noi dung
co ban. C6 nhiéu loai mau thiét ké dé chon lua tly theo nhu cau caa minh.

Chua dé (theme): Chinh 1a mét tap hop mau sic, font, hiéu ang va phong
cach nén cho tat ca céc slide trong mot bai thuyét trinh, duoc tich hop san trén
Powerpoint. Khi st dung b theme ¢6 san, tiéu dé, tiéu dé phu, noi dung chinh,
nén va mot vai yéu té khac trén slide nhu hiéu ang hinh anh s& duoc Powerpoint
dinh dang mot cach tu dong.

c. Khai niém bé cuc va biét cac bb cuc chuan doi véi trang thuyét trinh.
Bict chon kiéu bo cuc trang thuyét trinh (dung kiéu dang c6 hoac chon kiéu
khac). Biet cach thém mot trang thuyet trinh méi véi bo cuc cu thé.

Bé cuc la cach b6 tri ndi dung lén trang trinh chiéu, bé cuc chuan gom co:
Tiéu de¢, tiéu dé con, noi dung.

Chiing ta c6 thé dung kiéu dang c6 (c6 san trong cac slide) hoac chon kieu
khac bang cach thém/xoa/ di chuyén cac 6 nhap van ban.

d. Khai nigm va céch st dung mot mau thiét ké, mot chi dé sin c6 cho bai
thuyét trinh.,

Mau thiét ké sin (design template): Cac mau thiét ké sin (template)
khdng nhitng chira cac thiét 1ap vé dinh dang ma c6 thé chira ludn cac noi dung
co ban. C6 nhiéu loai mau thiét ké dé chon lva tly theo nhu cau caa minh.

Mau thiét ké PowerPoint la thiét ké c6 sin bao gom phdi mau, slide va
tiéu dé chinh véi céc kiéu font va dinh dang tuy chinh, tat ca déu dugc thiét ké
cho mot muc dich cu thé.

Chuing ta c6 thé thiét ké mot mau phd hop dé sir dung hoic si dung tir cac
bai thuyét trinh di co.

e. Khai niém va cong dung cua trang thuyét trinh chu (slide master).

Slide Master chinh 1a slide dau tién trong mot nhanh slide co ban, dung dé
chta dir liéu bao gom theme (giao dién) va layout (bb cuc) trong timg slide nhu
nén, mau sac, font chit, hiéu tng, kich thudc va vi tri cac placeholder.
Placeholder hiéu don gian 1a nhiing thanh phan trong slide chira cac noi dung
nhu chit, hinh anh, biéu dd, bang, nhac hoic doan phim.

f. Cach chon, bién tap trang thuyét trinh chi cho bai thuyét trinh.
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Pé bit dau thy chinh trén Slide Master, vao thé View trén thanh cong cu
Ribbon, chon Slide Master trong muc Master Views. Sau d6, tuy chinh dinh
dang trén Slide Master va nhitng slide nhanh mat cach dé dang.

Nhitng dinh dang ban thiét 1ap cho Slide Master s& tu dong cap nhat cho
cac slide nhanh. Ngoai ra, con cd thé tly chinh riéng cho ting bd cuc slide
nhanh dé tién st dung trong bai thuyét trinh.

C4c tiy chinh trén thanh céng cu Slide Master bao gom:
™ s Presentation2 - Microsoft PowerPomt
@ Slide Master Home Insert Transitions Animations Review View Foxit Reader PDF

=) &=

J |V Title n olars \’/_V] Background Styles ~ =

[FA Rename =1 [A]Fonts ~ —

Insert Slide Insert Insert [¥] Footers | Themes [ Hide Background Graphics Page Slide Close
Master Layout Placeholder ~ v E] Effects ~ Setup Orientation~ | Master View

Edit Master Master Layout Edit Theme Background " Page Setup

- Insert Slide Master: Tao thém mot Slide Master khac

- Insert Layout: B6 sung mot bé cuc slide nhanh khac trén Slide Master
hién tai.

- Delete, Rename, Preserve: twong (ng véi cac lénh x6a, doi tén va duy
tri Slide Master dang chon.

- Master Layout: chon lya cac thanh phan placeholder trong Slide Master

- Insert placeholder: b6 sung placeholder trong slide nhanh dé dinh hinh
b cuc

- Close Master View: roi bo phan chinh sta Slide Master va quay vé
trang chinh sira slide tryc tiép trong bai thuyét trinh.

g. Cach &p dung nhiéu trang thuyét trinh cha trong mot bai thuyét trinh.

Mot bai thuyét trinh c6 téi thiéu mot Slide Master, do vay c6 thé tao thém
cac Slide Master khac. Véi nhiéu Slide Master trong bai thuyét trinh, ching ta
c6 thé ap dung mdi Slide Master cho mdi chuwong hoac phan trong bai thuyét
trinh.

Pé thém Slide Master: Vao ngin View, nhom Master Views, chon Slide
Master dé tré lai cra s6 Slide Master. Sau d6 vao ngin Slide Master, dén nhom
Edit Master, chon Insert Slide Master, mot Slide Master mac dinh duoc chen
vao ngay sau Slide Master hién co.

h. Thém, xo6a, di chuyén, hjéu chinh trinh chiéu.

- Thém trinh chiéu

Chon thé Home, nhan vao mui tén cua New Slide , chon bd cuc trinh bay
phu hop. Nhap no6i dung vao cac 6 noi1 dung trong trang trinh chiéu.
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File Home

E ¥ cut
- 52 Copy -

Faste

Clipboard

0=

j Format Painter

Insert

Design Transitions Animations Slide Show
.‘Z:I =| Layout - - -
- | = T|A A
s=| Reset
Mew I 8 AV - An A
| slige ~ ' = Section ~ B 7 U abe <57 Aa

Office Theme

Slides Outline

1 5 H
Title Slide |
Title Title and Content Section Header
== U
2

Two Content Comparison Title Only

—
B

Elank Ficture with

- X6a mét trinh chiéu : Trong ché do Normal View, chon slide trong tab Slides
muon xda roi nhan phim Delete trén ban phim dé x6a slide hoac bam phai chuét

Ién slide va chon Delete Slide.

1

G

i

O ¢

Cut

Copy

Paste Options:
=™
Mew Slide
Duplicate Slide

Delete Slide

Add Section
Check for Updates »

Layout »
Reset Slide

Format Background...

Hide Slide

- Di chuyén trinh chiéu

[}

Xoba Slide 1

Céch 1: Giu chuét trai va keo dén vi tri mong muon.

Céch 2: Thuc hién 1énh Cut , dén vi tri méi chon slide lién ké trudc va

thuc hién ]énh Paste

- Hiéu chinh trinh chiéu
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Sau khi tao tfinh chiéu , c6 thé sira ddi bd cuc trinh bay cua trinh chiéu
bang cach nhAn vao mui tén Layout trong nhom |énh Slides (thé Home) va chon
b6 cuc moi.

Thay d6i mau sic phong chur, kiéu phong, kich thudc, kiéu canh 18 tu cac
nhom 1énh trong thé Home.

C6 thé hiéu chinh ddc biét bang cdch bién doi néi dung trinh chiéu thanh
kiéu nghé thudt thong minh . Thuc hién nhw sau . chon noi dung can chuyén
thanh nghé thudt thong minh . Chon the Home > Convertto Smart Art . Chon
nghé thuat thong minh twong ung.

I11. X4y dung ndi dung bai thuyét trinh

3.1. Chon/ tao mau thiét ké cho trinh chiéu

a. Chon miu c6 sin cho trinh chiéu

- Vao thé Design, chon mot mau thiét ké co sin tir bang chon bang cach
nhay vao thi€t ké mong muon . Néu chon cach nay, thiét ké da duoc dong bo vé

phong chu, co chu, mau sac cua chit ... . Va ta khong phai quan tam dén viéc
nay nira.

d9- 0= resentation] - Microsoft PowerPon (C=dlol 7]
w > €

ﬁ(mm " &) Background Styles ~
[A] Fonts ~

.Eﬂms .| [0 Hide Background Graphics

Background

ICKTO ADD TITLE

b. Tao mdt mau moi cho trinh chiéu

- Trurb’ng hop muon tao thiét k& nén do hoa cho trinh chiéu cua minh, ban
an vao nut mii té€n dudi cung bén phai cia nhom Background  (Nhu hinh ve ).
Hop thoai Format Background xuat hién nhu hinh ve:
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i

T
Fill Fill
Picture Corrections | | () Solid fill
Picture Color @) Gradient fil
@) Picture or texture fil

Artistic Effects _
) Pattern fill

[ Hide background graphics
Texture:
Insert from:
| fie.. || cipboard | [ cipAct..

[T Tile picture as texture
Stretch options

Offsets:
Left: 0% = Right: |0% =
Top: 0% = | Bottom: [0% =
Transparency: U 0% 5
Rotate with shape
Reset Backaround [ Close ] l Apply to All l

C6 mét s6 kiéu tiy bién cho anh nén:
- Solid fill: mot mau nén se duoc thém vao.
- Gradient fill: Thém mot dai mau lam anh nén.

- Picture or texture fill : mé6t anh nén tuy chon se duoc thém vao . Co thé
chon anh bat ky b?mg cach 4n vao file va chon anh hién ¢6 trén may tinh. Hoac
chon tir cac anh nghé thuat c6 sin bang cach an vao Clip Art . Trong truong hop
da chon san thiét ké tu dong bén ngoai  , ta phai tich vao 6 Hide background
graphics dé an di cac chi tiét khong mong mudn.

- An vao Apply to All néu mudn ap dung thiét ké nén cho toan bo cac
trang trinh chiéu.

- Doi véi cac thiét ké tily chon , néu bi i4n cac thiét ké khong mong
muon, ta phai chon Background Styles va chon Style 1.
3.2. Tao va dinh dang van ban
a. Céc thi thuat va chi dan dé xay dung mot trang thuyét trinh tét

Pé xay dung mot trang thuyét trinh tot can ding cac cum tir ngan gon stic
tich, dung hinh thuc 1iét ké hi€u qua, biét cach dat ti€u dé trang thuyét trinh de
hiéu, dé nh¢ va bao quat ndi dung slide can thé hién..

b. Nhap vin ban dung chd (placeholder) trong cac ché do hién thi khéc
nhau nhu ché d6 chuan, ché do dan'y.

Cac dang mau thiét ké déu c6 sin c6 cac khung chir véi tiéu dé “Click to
add...” (Kich vao dé nhap...) Néu mudn nhap vao cac khung nay c6 thé thuc hién
nhu sau:
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el .0 e N ionl - Microsoft Point T — —— oo O i

E Home | Inset Design  Transitions  Animations  SideShow  Review  View o
@ J & Layout ~ = e R VST li E\\O0O- Ea # Find
3 B Reset ALLDY G| Z 35 Replace ~
15 e |3 £ L 8t ac (A EEIE(E W) e i s
Clipboard 5 Slides Font Paragraph Drawing Editing
Slides | Outline | X

1

/ Click to add title

Click to add subtitle

Nhap chudt vao day
dé nhap ndi dung

Néu can chon lai kiéu chit va c¢& chit, ban chon trong khung Font va
khung Sizp trén ’thanh céng, cu hodc chon tir Menu Format\ ,Font (Tuong tur nhu
Word) Néu muon nhap Tiéng Viét ban nhé chon Font Tiéng Viét va kiéu go
thich hop.

C(’),thé kich chudt vao duong bién cua khung dé hiéu chinh kich hudng
khung giong nhu mot doi tugng TextBox trong Word.

Néu khong str dung ban co thé xo04 chung bang cach kich vao duong bién
cua khung dé chon, sau d6 nhan phim Delete dé€ xoa bd.

c. Chén khung nhap chir (TextBox)
Chon ttr Menu Insert\ TextBox

Kich, giit va ré chudt trén man hinh thiét ké dé tao khung nhap chir, sau

dé nhép chit binh thuong.
Pl |= resentationl - Microsoft PowerPoint EE——

ﬁ Home Insert Design Transitions Animations Slide Show Review View

FEHE . B PPl QI EEAEEFE TQ 8P

document, or add text to the
selected shape.

Table Picture Clip Screenshot Photo Shapes SmartArt Chart Text Header WordArt Date Slide Object Equation S Video Audio
= Art % Album ~ > Box & Footer % & Time Number 3 i, =
Tables Images Tllustrations Links Text Symbols Media
Slides | Outline | X Text Box
1 Insert a text box into the

Néu ban chua nhdp bat ky ki tw ndo vao khung TextBox vira tao ma kich
chon doi tugng khac thi Textbox vira tao s€ ty mat di.

d. Bién tap vin ban trong bai thuyét trinh.

Céc dang mau thiét ké déu c6 san c6 cac khung chir véi tiéu dé “Click to
add...” (Kich vao d€ nhap...) Néu mudn nhép vao cac khung nay co thé thuc hién
nhu sau:
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T o T — " ‘ - e ———— T .
Rlld s Presentation]. - Microsoft PowerPoint =) X ]
m Home Insert Design Transitions Animations Slide Show Review View o Q
P & tayout z = =55 | A Il E\\O0O - B #4 Find
= e ’ ALLDSo- g e Repace
= Side~ “oec b R ERTAS R {E s select~
Clipboard Slides Paragraph Drawing Editing
Slides Outli X
o
li Fiainalal wehads
£ s n Click to add subtitle
Nhap chuét vao day

dé nhap ndi dung

Néu can chon lai kiéu chit va c¢& chit, ban chon trong khung Font va
khung Size trén thanh cong cu hoac chon tir Menu Format\ Font (Tuong tu nhu
Word) Néu mudn nhap Tiéng Viét ban nhd chon Font Tiéng Viét va kiéu go
thich hop.

C(’),thé kich chudt vao duong bién cua khung dé hiéu chinh kich huéng
khung giong nhu mdt doi twong TextBox trong Word.

Néu khong sir dung ban c6 thé xoa chung bang cach kich vao dudng bién
cua khung dé chon, sau d6 nhan phim Delete d€ xoa bo.

~e. Sao chép, di chuyén van ban Xo6a vin ban, thay doi phdng chit, ¢ chi,
kieu chir va kiéu hién thi (dam, nghiéng, gach chén, bong)trong Powerpoint
cling thuc hién twong ty nhu trong Word.

f. Ap dung cac mau khac nhau cho vén ban.

Hay chon van ban muon &p dung mau. Trén trang dau tab, chon Mau
phong, va ro1 chon mau muon 4p dung mau cta van ban.

g. Can 1& van ban (trai, giira, phai) trong khung van ban.

* Kich tab Home

« Chon nut thich hop dé thay doi sy chuén tryc trén nhém Paragraph
- Align Left: Vin ban dugc canh 1 vé phia bén trai

- Center: Vin ban duoc canh giita hai 18

- Align Right: Vian ban dugc canh 18 vé phia bén phai

- Justify: Vin ban duoc canh déu ca hai phia tréi va phai.
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Paragraph

Thut 1& doan van

Ban c¢6 thé thuc hién cac bude nhu sau dé thut 1& cho doan van ban:
« Kich nat Indent dé diéu chinh sy thut 1&

« Kich nut Indent 13p lai nhiéu 1an dé tang kich thudc thut 1&.

=1

111
4

—_—

i

p
o *
|

Paragrak

e

I
(]
]
1]

Hudng van ban

Pé thay doi hudng vin ban:

* Luya chon van ban

» Kich nut Text Direction trén tab Home
* Kich su lwa chon.

3.3. Danh sach

a. Biét cach trinh bay noi dung duéi dang danh séach liét ké dung ky hiéu
danh dau (bullet). Biét cach thay doi kiéu ky hiéu

Str dung thé Bullets trén thanh ruy-bang cta cira 6 phan mém dé trinh
bay noi dung duéi dang danh sach liét ké ding Ky hiéu danh dau. Béng thoi, co
thé thay d6i kiéu ky hiéu bang cang nhap chudt vao nit tam giac bén canh thé
Bullets.

b. Biét cach trinh bay noi dung dudi dang danh sach duoc danh sb thi tu
(numbering). Biét cach thay doi kiéu danh s khac nhau trong mot danh sach

Str dyng thé Nubering trén thanh ruy-bang cua cira s6 phan mém dé trinh
bay noi dung dudi dang danh sach dugc danh sé tht tu. Bong thoi, c6 thé thay
d6i kiéu danh sb khac nhau bang cang nhap chudt vao nit tam giac bén canh thé
Nubering.

c. Biét cach dan dong, thut 1& (indent) cho danh sach

Thut 1&: Chon vin ban danh dau d au dong hodc danh s6 muén thay doi.
Néu van ban c6 tir hai mac danh dau d du dong hodc danh s, Rule se hi én thi
dau thut 1& cho tirng muc.
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1: Dong dau tién cho dau thut 18, hién thi vi tri thut I& caa dau dau dong
hoic sb

2: Hién thi vi tri thut dau dong caa vin ban trong danh séch.

Thuc hién mét hodc nhiéu thao tac sau:

- Pé thay doi vi tri cua s6 hodc d du dau dong, hay kéo d du thut 18 dong
dau tién.

- Pé thay ddi vi tri cua van ban, hiy kéo phan miii nhon phia trén cta dau
thut 18 trai.

- Pé di chuyén cac khoang thut 18 cung ltic va gi & nguyén mdi quan hé
gitra dau (hodc s6) dau dong va thut 1 van b an trai, hiy kéo phan chir nhat phia
dudi ctia dau thut 18 tréi.

Lap lai buéc 2 va 3 cho tirng muc s6 va dau dau dong va tirng muc van
ban mudn thay doi.

- D&n dong: Bam vao nat Line Spacing trong nhém Paragraph, va chon
cac gia tri phu hop

3.4. Bang

a. Céach nhap, bién tap van ban trong mot trang thuyét trinh dudi dang
bang

Tao bang: Chon Insert\Table, bam va kéo dé xac dinh s6 hang va cot.

Tha chudt dé tao bang voi s hang cot da xac dinh, xuat hién trén man
hinh soan thao.

Nhap ndi dung van ban: Tuong tu nhap ndi dung trong bang cua Word.

b. Cach chon dong, cot, chon toan bo bang

- Chon 8: Ré chudt tir dau 6 dén cudi 6.

- Chon khdi chix nhat nhiéu 6 lién tuc: Ré chuét tir 6 dau dén 6 cudi

- Chon hang: Ré chudt tir 6 dau cua hang dén 6 cudi cung.

- Chon cot: Pua chudt 1én dinh hang, khi chudt xuat hién miii tén mau den
thi bAm chuot

- Chon toan bang: Ré chudt tir 6 dau cua hang dén 6 cudi cuing.

c. Cach chén, x6a dong/cot va stra doi chiéu rong caa cot, chiéu cao cua
dong.

- Chén hang, cot: Chon hang (cot) can chén. Nhap chudt phai chon
Insert...

- Insert Colunms the Left: Chén cot phia bén trai vi tri con tro.

- Insert Colunms the Right: Chén c6t phia bén phai vi tri con tro.

- Insert Rows Above: Chén hang phia trén vi tri con tro.

- Insert Rows Below: Chén hang phia dudi vi tri con tré.

- Delete Colunms: x0a c6t tai vi tri con tro.

- Delete Rows: xda hang tai vi tri con tro.
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I\V. DPwra biéu d, so' dd t6 chirc vao trong trang thuyét trinh

4.1. Biéu do

a. Su lién hé giira tap di liéu va biéu do biéu dién no. Biét cac hinh dang
biéu do sin cd (dang cot, thanh, duong, banh tron).

Tap dit liéu va biéu dd biéu dién n6 c6 mdi quan hé twong quan véi nhau,
tir c4c s6 liéu tai tap dix liéu s& xay dung duoc biéu d6 cua nd. Trong powerpoint
c6 nhiéu hinh dang biéu db sin c6 (dang cot, thanh, duong, banh tron).

b. Céch nhap dit liéu dé tao biéu d6 trong mot bai thuyét trinh

Tai mot slide, nhap chudt vao Insert Chart trong placeholder bén duéi,
hop thoai Insert Chart xuat hién. Chon nhém biéu 6 tir danh sach bén trai hop
thoai Insert Chart va chon kiéu biéu dd. Nhan nit OK va ctra s6 Microsoft Exel
Xuat hién, tai day nguoi dung s& nhap céc sé liéu can thiét dé tao biéu do.

c. Cach chon biéu dd; thay doi kiéu biéu d6; thém, xda, bién tap tiéu dé
biéu do; bo sung nhan dir liu

Chon biéu d6: Chon nhém biéu do tir danh séch bén trai hop thoai Insert
Chart va chon kiéu biéu db.

Thay dbi kiéu biéu d6: Tai biéu d6 hién c6, nhap chudt phai, chon Change
Series Chart Type dé dén hop thoai Insert Chart va chon lai kiéu biéu do.

Thém, x0a, bién tap tiéu dé biéu d6 ciing thuc hién tuong tu nhu tiéu dé
cua mot slide thong thuong.

B4 sung nhan dit liéu: Nhip chudt phai vao biéu @6 hién cd, chon Edit
Data.

d. Cach thay d6i mau nén; thay d6i mau céc hinh dang biéu do (cét, thanh,
duong, banh tron).

Thay d6i mau biéu do: Pau tién cac ban bam dap chudt vao biéu dd can
thay d6i mau. Sau d6 cac ban chon nhitng mau c6 san & muc “Chart Styles”
Céc ban nén bam miii tén chi xudng dé chon nhiéu kicu mau khéc nhau cho biéu
do.

Hoac chon vao biéu do, trén thanh céng cu xuat hién thé Design c6 cac
mAau mau biéu dd, lra chon mau phil hop..

4.2. So do to chirc

a. Khai niém so d6 t6 chac. Céch tao so dd to chtc nhiéu mac va gan
nhan cho cac mac (sir dung tinh nang 1ap so td chic ¢o san).

So d6 t6 chuc 1a mot cach thé hién bang hinh anh cho cAu truc quan ly cua
mot to chuc nao do.

Dau tién chon tab “Insert”. Tiép theo bdm vao muc “SmartArt” sau dé
chon Kiéu so 6 t6 chuc thich hop véi nhu cau. Bién ndi dung vao céac khoi.

b. Thay d6i cau triic phan cap cua so dd td chic.

Nhéap chudt chon so d6 to chuc can thay doi, thé Design trén thanh cong
cu Xuat hién co céac lya chon cau trdc so d6 to chic khac nhau dé nguoi ding lua
chon.
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V. Pua cic d6i twong dd hoa vao trong trang thuyét trinh
5.1. Chén va thao tac véi doi twong do hoa da cé

a. Chén mot d6i tuong d6 hoa (tranh, anh, hinh v&, biéu dd) da c6 vao
trong trang thuyét trinh

- Chén chir nghé thuat:

Chén chir nghé thuat trong MS. PowerPoint ciing giéng nhu trong cic
phan mém Office khac cua Microsoft. Viéc st dung chit nghé thuat gidp ban
lam sinh dong cho cac slide caa minh.
Chon: Insert\WordArt

R~ Presentation] - Microsoft PowerPoint T ———

m Home | Insert | Design  Transitions  Animations  SlideShow  Review  View
3 i L R 1 i \ “n‘
Sil . BOPE QI HE4EEd T QG

Table | Picture Clip Screenshot Photo | Shapes SmartAt Chart Text Header WordArt Date Slide Object Equatlon Video Audio

Art Y Album * Y Box &Footer v &Time Number
Images lllustrations Links Text Symbols Media

- Chen hinh anh, hinh vé:

Chon Insert\ClipArt; Nhap chudt 1&n hinh anh can chén.

Chen hinh anh tur tap tin.

Chon Insert\Picture ..., xuat hién ctra s6; Chon thu muc luu tap tin, nhap
dap chuot Ién tap tin anh can chen.

- Chén nhac, am thanh, video, va anh GIF d¢ng:

+ Pé chén nhac, &m thanh, video va anh GIF dong vao Slide, nhap vao
Insert\Video hodc Audio.... Nhap chuét Ién tap tin can chén.

+ Dé chén Videos tir mot vi tri khéc, kich Insert Movies Sounds \ Movies
from File..., dinh vi dén thu muc chtra File Video, sau d6 kich dup vao Tép tin
ma ban mudn.

b. Chon, sao chép, di chuyén ddi tuong dd hoa bén trong mot bai thuyét
trinh, tir bai thuyét trinh nay sang bai thuyét trinh khéc

Nhap chuét trai dé chon dbi tugng dd hoa, chon lénh Copy-Paste hoic
Cut-Paste dé sao chép, di chuyén d6i twong sang vi tri khac trong cung bai
thuyét trinh hoic sang bai thuyét trinh khac.

¢. Thay doi kich c&, x6a doi twong do hoa bén trong bai thuyét trinh

Pé thay doi kich ¢& doi twong d6 hoa, an gitr chudt tai vi tri vién doi
tugng va kéo dén khi dat kich thudc mong muén.

Pé x6a ddi tugng d6 hoa, chon dbi twong can x6a, an phim Delete hoic
nhap chudt phai roi chon Delete.

d. Quay, lat mot ddi twong dd hoa; chinh vi tri mot ddi twong do hoa trong
trang thuyét trinh: tréi, gitra, phai, trén cung, dudi cing

- Quay, 1at mot doi tuong do hoa: Pau tién nhap chudt vao doi tuong can
xoay, nhap chudt vao ndt nim tron mau xanh & bén trén caa hinh, khi d6 con tro
s& bién thanh hinh mot vong tron xoay, xoay hinh anh theo huéng mong muébn
dé phu hop véi ndi dung slide. ’

- Chinh vi tri mot dbi tuong d6 hoa: An, giir chudt vao déi tuong dd hoa
va kéo dén vi tri mong mudn.
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5.2. Vé hinh

a. Cach dwa vao trang thuyét trinh cac hinh v& khac nhau nhu dudng, miii
tén, miii tén dang khéi, hinh chix nhat, hinh vuéng, hinh bau duc (oval), hinh
tron, hop chir (text box). Biét cach nhap van ban vao trong cac dbi tugng nay

- Pua cac hinh v& vao trang thuyét trinh: Chon Menu Insert\Shapes hoic
Menu Insert\ TextBox, rdi chon céc hinh vé& theo y muén.

- Nhap van ban vao hinh v&: Nhap chuét phai vao hinh vé& can thém vin
ban, chon Edit Text réi tién hanh nhap van ban.

b. Thay d6i mau nén, nét vé (mau sac, bé day, kiéu dang); thay ddi hinh
dang mili tén; 4p dung tao bong toi ddi tuong V.

Nhap chudt chon ddi twong can thay d6i, xuat hién thé Format voi cac
tinh ning mau nén, nét vé,... dé ngudi sir dung c6 thé thay doi theo y mudn.

c. Ghép nhdm/bod ghép nhom céc dbi twong VE trong trang thuyét trinh

- Ghép nhém: Chon mét chudi cac ddi tugng vé (Sir dung phim Ctrl va
nhan chudt chon ting ddi twong). Truy cap vao nhom Arrange o dudi dai
Format. Nhan vao Group & dudi menu danh muc cia nd, diéu nay sé tao nhom
cac dbi tuong vé vira chon vao mot dbi tuong (mot nhdm). Ap dung cac thay doi
thong thuong cho cac ddi twong do.

- Bé ghép nhom: Tré lai menu danh muc cua Group va chon Ungroup

5.3. Chuan bi trinh chiéu

a. Cach chuyén trang (transition), hiéu tng dong (animation) khi trinh
dién bai thuyét trinh

- Céach chuyén trang: La cach thac chuyén tir trang slide nay sang trang
slide tiép theo sao cho phu hop.

- Hiéu wng dong: Hiéu ung cac chuyén dong cho cac ddi tuwong trong
turng slide caa powerpoint.

b. Cach &p dung, thay ddi cac kiéu chuyén trang, hiéu tng dong cho cac
phan tir khéc nhau cua trang thuyét trinh

Pé chon hiéu u’ng chuyén canh : trong nhom 1énh Transition to this Slide ,
chon hiéu g chuyén canh mong muén . Néu mudn ap dun g cho toan b cac
trang thi chon Apply to All.

Pé chon hjéu ung cho noi dung trong trang. Chon ndi dung can thém hiéu
tmg. Thao tac thu tu nhu sau : chon thé Animations > Custom Animations.Néu
mu6n ap dungthi chon Apply to All.
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Céc hleu ing s€ xay ra theo thir tyr duoc thém vao . Truong hop mudn xoa
hjéu ung, ta chon hjéu ung can xo0a va nhan nut Remove.

c. Cach thém phan ghi chi cho trang thuyét trinh

d. Cach chon dinh dang dau ra thich hop cho trang thuyét trinh nhu ban in
ra (handout), chiéu trén man hinh (on-screen show).

Pé thiét lap cac dinh dang nay, vao thé Design trén thanh cong cu roi
chon Page Setup.

e. Cach hién/an céc trang thuyét trinh

Chon slide can hién/an & thanh cong cu bén trai cia s6, nhap chudt phai,
chon chirc nang Hide Slide.

5.4. Tao hiéu &rng cho van ban
Cac hiéu rng va hoat canh cho ca d 6i twong trén slide la cah t 6t nhat gidp
ban nhin manh vao ca théng tin cung ¢ ap trén slide, diéu khié dong thong
tin trong bai thuyét trinh va gitip nguwo xem cam thiy thich tha hon doéi véi
bai thuyét trinh ctia ban. Ban cé thé 4 d ung hiéu &ng vao ca d 6i twong trén
tirng slide riéng le hoac thwc hién cong viéc nay trong slide master va ca bo
tri slide nham tiét kiém th¢ gian.
PowerPoint cung cip rat nhiéu hiéu rng va dwgc chia lam 4 nhém:

o Hiéu rng Entrance. C4 doi twong a dung hiéu &ng sé xuit hién trén
slide hodc c6 xu huwdng di chuyé tir bén ngoai slide vao trong slide.

« Hiéu rng Exit: Ca d6i twong & dung hiéu rng sé bién mat khoi slide
hodc c6 xu huwdng di chuyé tir trong slide ra khoi slide.

« Hiéu rng Emphasis: Nhdn manh ndi dung a dung hiéu t&rng

e Hiéu wngdi chuyé: Hiéu &nglam ca d 6i twong di chuyé theo m Ot
dwog di qui dinh truedc (Motion Paths).

a. Hiéu wng cho vian ban
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Van ban (Textbox) la ddi twong dwgc sit dung nhiéu nhat trong bai thuyét
trinh. Do vy, Powerpoint xdy dwng san rat nhiéu kié hiéu &ng rat thd vi cho

déi twong nay va

chiing ta c6 thé thiét 1ap hiéu rng dén tirng dong, tirng chir

hoac tirng Ky tw trong doan van ban.

p-

. Cli

ck to edit Master text styles

Second level
* Third level

— Fourth level
» Fifth level

Cdc cdp dé cuia vdn bdn trong Textbox

Tuy chon hiéu trng cho cdc doan vén ban trong Textbox

Nhom van Mo ta
As One Object Ca Textbox thuc thi hiéu tng mot 1an
All Paragraphs As | T4t ca cac doan van ban  (dong) trong Textbox thuc thi hiéu
One ung riéng le nhung dién ra dong thoi.
By 1st Level Thuc thi hiéu tng dén cac doan vin ban thudc cp thir nhat
Paragraphs trong Textbox. Cac dong 1a cap con cua cap thir nhat khong cé
By 2nd Level Thuyec thi hiéu ting dén cac gToan van béq thudc cép thtr hai
Paragraphs trong Textbox. Cac dong 1a cap con cua cap thir hai khong co
By 3rd Level Thue thi hiéu tng dén cac doan vin ban thudc cap thir ba
Paragraphs trong Textbox. Céc dong 1a cap con cua cap thir ba khong co
By 4th Level Thuec thi hiéu ing dén cac doan vin ban thudc cap thir tu trong
Paragraphs Textbox. Cac dong 1a cap con cua cap thir tu khéng ¢d hiéu
By 5th Level Thuyec thi hiéu ting dén cac doan van ban thudc cép thir nam
Paragraphs trong Textbox.

Tuy chon hi¢

u ng cho cac tur trong cac dong van ban

Dong van ban

Mo ta

All at once

Ca dong thuc thi hiéu tng mdt lan
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By word Thuc thi hiéu tng dén mdi tir trong dong vin ban

By letter Thuyc thi hiéu tng dén mdi ky tu trong dong vin ban

« Vi du: Thuc hanh &p dung hiéu tmg cho ca ¢ doan vin ban (Textbox)
trong slide “Nhitng kiéu hién thi”

B1.Trong ché d6 Normal View, chon hdp vdn ban can 4p dung hiéu
trng. Vi dy, chon hop van ban bén trai trong slide

Nhiing Kieu

L ] o =
>Presentation Viev;s >Master Views

* Noumal X . Slide Master

“*Slide Sorter = Handout Master
. N_Qtefs.fage = Notes Master

= "ﬁeading View

e R—-

0 c——

B2. Vao tab Animations trén Ribbon, nhém Animation va bam chon nit
More dé mé danh muc cac hiéu ung.

x | * r K K .

— Appear Fade Fly In Float In —'
Animation

B3. Vi dy, ban st dung hiéu &rng Entrance v&i kiéuFly In trong hop
Animation Styles. Khi d6 hop van ban trén slide xuat hién thém sé thi tw 1a
1 & ddu moi dong van ban. Diéu nay c6 nghia day 1a hiéu ng s& dwoc thuc
thi dau tién trén slide va khi thwc hién hiéu &ng thi PowerPoint sé cho xuat
hién dong tho ca dong trong hop van ban.

None -
None ¥ YL ~» oA
= Nhiing kie I
‘ ® .- . ® -
* 3y = N 3T B > Presentation Views >Master Views
A Fad Fls Float I Split -
e & ™ D B - domn - Slide Master
X f( * ) . § LA B eSlide Sorter = Handout Master
:np: Si‘l?pe .:eel Random Bars Grow & Tum n j— N "I;'age - NOteS Master
Bl f \s @« "Reading View
Zoom Swivel Bounce v
5'* More Entrance Effects..,
¥ More Emphasis Effects..,
W= More Exit Effets... pp— ey
| ——
{} More Motion Paths.., L] i
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B4. Ban chon nut Effect Options trong nhém Animation va chon kié Fly
In tir danh sah. Ban c6 thé ré chudt 1én ca kié hi éu tng Fly In va xem két qua
thé hién trén slide truéc khi quyét dinh chon. Vi du, ban chon kié uFrom
Bottom-Left c6 nghia 14 doan vin ban s& bay tir goc dudi bén trai 1én vi tri cua
no dugce dat trén slide.

1 ¢ n * B i’“

N
Float In Spht Wipe Shape _ || Effect Add
T ICptions ¥ Anumation * % A
.. Direction
i From Eottan

Ff-:v!"
From D™

Y
: il
»MasterV & £
" 4
A

Nhiing Kiéu hiéh

rom Jop

= Slide M

R ® mmm Al 8t Once
—

B5. Néu thay cac kiéu hiéu ang khang trong hop Animation Styles con it
qua ban chon tiep nut More Entrance Effects... trong hop nay. Khi do, hop
thoai ChangeEntrance Effect xuat hién véi hon 30 ki€ hiéu tng cho ban lua
chon.

- Tich chon vao hop Preview Effect roi bAm chudt vao tén cac hiéu tng va
xem két qua thé hién trén slide.

- Sau khi chon dwgc mot kiéu vira y thi nhan nit OK. Vi du, ban chon lai
kiéu Flip

Subtle s
A Expand W Fade
ﬁ' Swivel ,ﬁ Zoorn
Moderate
f Basic Zoom f Cenker Revohos
# Float Down # Float Up
e Growe & Turnm # Rise Up
% Spinner
ExCiting
P Basic Swivel P Bocener arg
M Bounce M Credis
W Curve Up # Drop
[Fre ¢ Y | # e
e mehe #* Spiral In
i wihip =
[#] presviews Effect [ [ors | | canca |
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b. C4c tuy chon hiéu wrng nang cao cho vin ban

Dé thiét 1ap ca thong s & hiéu tng nang cao cho hop van ban. Ban vao
nhém AdvancedAnimation va chon nat Animation Pane. Khung Animation
Pane xuat hién bén phai trong ctra s6 soan thao Normal View

Animation Pane * X

I 1 #¥ Conkent Place... Ll fr,.{%\'
\—/

¥ ‘3 Start On Click

Start With Prewious

& Start After Previows

Effect Options
Timing...
Hide Advanced Timeline
Eemove
Hi = ;‘rnimati
—: Trigger
-;.ﬂlﬂ"‘l.:‘tll:"jﬂ B ‘*J.. Animation Painter [ Seconds w]€lfo] + 2 + 4 3
Advanced Animation = -

Hinh anh mo khung Animation Pane  Thuc hién cac tity chon nang cao nhu sau:

B1. Chon lai hop van ban bén trai trong slide trén . Khi dé trong tab
Animation Pane, hiéu img da thiét 1ap cho ddi twong twong tmg trén slide cung
duoc chon.

B2. Bam chudt vao nat (¥) bén phai tén cua dbi twong dang chon dé mo
danh sach 1énh. Ban hady chon Iénh Effect Options... hop thoai tly chon cho hiéu
tng Fly In xuat hién.
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Fly In @@

Effect | Timing | Text Animation

Settings
Direction: FromBottom-left .. .|V
Smooth start: J 0 sec v
Smooth end: J 0 sec 3
Bounce end: :J 0 sec .

Enhancements
Sound: [Mo Sound] v
After animation: | Don't Dim v
Animate text: All at once v

| ok || cancel |

B3. Tai tab Effect:

eNhom Settings:

- Direction: thiét lap huéng bay

- Smooth start: hiéu tng thyc hién cham lac dau

- Smooth end: hiéu @ng thuc hién cham ldc cudi

- Bounce end: hiéu tng rung lac caa ddi twong ldc cudi. Vi du thiét
Iap Bouce end la 0.5 gidy (0.5 sec).

e Nhém Enhancements:

- Sound: qui dinh c6 am thanh hay khéng khi thuc hién hiéu tng va diéu
chinh 4m luong tai biéu twong hinh loa bén canh.Vi duy, ban chon kiéu 4m thanh
la Camera.

- After animation: thiét lap hanh doéng cho ddi twong sau khi thuc
hiénxong hiéu ung. Vi dy, ban chon More Colors... vd chon mau xanh la cay .
Nghia 13, doan vin ban s& ddi sang mau xanh sau khi thuc hién hiéu ung.

- Animate text: thiét 1ap pham vi anh huong cua hiéu tmg dén cadong(All
at once), tung tu (By word) hoac tung ky tu (By letter) trong cau kém theo thoi
gian cho. Sophan trim cang cao thi khoang thoi gian cho cang 1au .Vi duy, ban
chon kiéu By Word va thoi gian cho 12 10%giira cac ti.
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Fly In ?)X]

Effect | Timing | Text Animation
Settings

Direction: Fram Bottom-Left v

Smooth start: J 0 sec v

Smooth end: J 0 sec v

Bounce end: j 0.5 sec| >
Enhancements

Sound: Camera v

After animation: v

Animate text: | By word v

10 S | % delay between words
I OK ] [ Cancel ]

B4. Tai tab Timing:

- Start: sy kién thuc hién hiéu tmg nhu 1a cho bam chuét (On Click), hiéu
g s& dién ra dong thoi voi hiéu tng trude d6 (With Previouse) hay 1a hiéu (ng
s&édién ra sau mot hiéu ung nao d6 (After Previous). Vi du chon kiéu After
Previous. Luu y, mac du ta chon 14 After Previous nhung khi bAm chuét thi hiéu
g van s& thue thi du chua dén thoi diém vi hiéu 1énh bam chudtduoc mic dinh
uu tién hon.

- Delay: Thiét lap thoi gian cho tre ¢ khi hiéu ung bat dau thyc thi. Vi
du,thiét lap thoi gian cho 1a 2 giay.

- Duration: Thiét lap thoi gian hay t ¢ dothuc hién hiéu ung. Vi du, ban
chon téc d6 thuc hién 1a 2 gidy (2 seconds (Medium)).

- Repeat: Thiét lap solan thyc thilaplai cua hiéu Gng. Vi du, chonNone
décho hiéu urng chi thuc hién mot lan.

- Tich chon Rewind when done playing néu muén dbi twong bi tra vé
noiXuat phat sau khi thuc thi hiéu tng.

B5. Tai tab Text Animation:

- Automatically after: thiét lap thoi gian cho truge khi thuc hién hiéu tng,
day chinh 1a Delay bén tab Timing.
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- Animate attached shape: chi xuét hién khi ban dinh dang shape cho hop
van ban. Va néu tich chon tly chon nay thi shape s& thuc thi hiéu tng trude, sau
d6 moi dén cac hiéu tng cua van ban chira trong shape.

- In reverse order: cac hiéu wrng sé thuc thi theo trinh tu nguoc lai, van ban
c6 nhiéu dong thi séthuc thi hiéu wng cho dong cudi trude, dong dau s& thuc
thihiéu rng sau cung.

Fly In ?)X

Effect | Timing Texkt Animation

Group text: By 2nd Level Paragraphs
[v] Automatically after |2 > seconds

[CJin reverse order:

[ OK ] [ Cancel ]

B6. Nhan nat OK sau khi thiét lap cac thong sé.

B 7. Néu cac hiéu ung 1a don gian thi chung ta c6 thé thi ét lap nhanh cac
thong sové hiéu Iénh thuc thi hiéu Gng, thoi gian thyc thi va thoi gian cho trudc
khi thuc thi hiéu tng. Néu trén slide ¢ nhiéu d6i twong ap d ung hiéu tng thi
dung cac nat Move Earlier (dua 1én thuc thi truéc) hodc Move Later (dwa xudng
thuc thi sau) dé sap xép trinh tuthyc thi hiéu ung cua cac déi tuong trén slide.

B8. Nhan nut Play trong khung Animation Pane hoic nhan nit Preview
trong tabAnimations ctia Ribbon dé xem tru 6¢ két qua ap dung hiéu g trén
slide.

c. Sao chép hiéu wng

Tinh ning sao chép hiéu ung (Animation Painter)giita cac d 6i tuongmoi
duocho sung vao PowerPoint 2010. Nho tinh nang nay , thoi gian thiét lap hiéu
ung cho cac doi tuong trong bai thuyét trinh duoc rat ngan rat nhiéu. Vi du viéc
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sao chép hiéu tng tir hop van ban bén trai ¢ ta slide Nhung kiéu hién thi sang
hop van ban bén phai.

Thuc hién cac bude nhu sau:

B1. Chon hop vin ban bén trai trong slide

B2.Vao tab Animations, nhom Advanced Animation chonlénh Add
Animation

ear Fade FlyIn ¥ 0;:;:5. _;m,,:;‘,lon M\ mation Painter (%) Delay.
Anima tion ) Advgnd Agmation
Animation Painter (Alt-Shift-C) Thie? e vs)
Copy the animation from one ‘\hung l\l.‘u lllc
object and apply it to another, e kS e
naeae—— N - Presentation Views >]Master Views
the same animation to muttipie Jm)
objects in the presentation, B = N P - Q]]d/_ Master
- 0 -
0 S y 0 e o a sl ni: B =*STide Sorter = Handout Master
a e
3 1 O J Notes Page = Notes Master
» ates-Pag otes Maste @« Reading View
- ading ¢
2]
B3. Bé sao chép hi éu trng cho nhi¢u doi tugng cung lic, cach 1am nhu
Sau.

- Truéc tién, ban phai tat tinh ning AutoPreview tai ty chon bénduéi nit
Preview, trong tab Animations.

- Tiép theo, phai bAm nGt Animation Painter hai lan khi thuc hién lénh
sao chep hiéu ung.

- Sau d6,lan lugt bAm chudt 1én cac ddi twgng can duoc ap dung hiéu tng.

‘k, Animati&%inter .3 Delay:
*5 '-'S? nced Animati
Preview N ADDES

Animation Painter (Alt+Shift+=()
|

Preview Copy the animation from one
object and apply it to another.

Double-click this button to apply
the same animation to multiple
objects in the presentation.

Preview the Animations yq

PowerPoint 2 2 .
Automatically preview aff
e aad  animation. o Press F1 for more help.

d. Sap xép trinh tw thuc hién hiéu &ng

Khung Animation Pane bén phai cira s6 Normal View liét ké danh muc
cac hiéu umg da thiét lap cho cac d6i tuong trén slide. Nhitng hiéu tng nam trén
cung c¢6 do uu tién cao hon va sé dugc thuc thi trude, sau d6 mai dén cac hiéu
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g bén dudi. Do vay, can phai sap xép thir tu cho cac hiéu tng trén slide theo y
dd trinh bay cua minh khi thuyéttrinh.

Animation Pane - X

> Play

08 F Content Place...

¥
ﬁ D # Content Place. ., _ 1 v[

jatter Previows
Fly In : Content Placeholder 3: Master Views Slide hMaj

Seconds =] £ (v o T
4| Re-Order
Céch thue thyc hién:

B1. Chon slide c6 nhicu doi twong dwoc da thiét 1ap higu ung. Vi duy,
chon slide Nhang kiéu hién thi o trén.

B2.Vao tab Animations, nhém Advanced Animation chon Iénh Animation
Pane dé mohop Animation Pane.

B3. Dé sap xép thtr ty thuc thi hiéu tng cho mét ddi twgng thi chon hiéu
ting cta d6i twong d6 trong khung AnimationPane va bAm nat mui tén hu ng
lén dé tang & 6 uu tién hozc bdm mii tén hudng xudng dé gi am d6 uu tién khi
thuec thi.

B4. Pé kiém tra | ai két qua cua viéc sap xép, bAm chudt vao nat Play dé
xem trudc sy thyc thi hiéu tng cua cac doi twong trén slide..

5.5. Kiém tra, in, trinh dién

a. Kiém tra chinh ta bai thuyét trinh, sta 16i chinh ta, x6a tir thira; kiém tra
va chinh stra c4c 15i hién thi tiéng Viét.

Thiét 1ap ngbn ngir st dung trong bai tir khu vuc File\Options\nhom
Language trén Ribbon. Trong hop thoai Language ban chon ngdn ngix ban muébn
su dung cho bai. Néu ban di c6 mot sé noi dung rdi, ban chon OK. Néu ban
mudn st dung ngdn ngit da chon cho toan bo bai, ban nhan nit Set as default.
Mot khi ngbn ngir da duoc thiét 1ap, ban c6 thé nhin thdy nd & dudi cing cua
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ctra s6 Powerpoint. Néu c6 13i trong bai, ban cling s& thady mot biéu twong la dau
gach chéo do trén dau quyén séach.

b. Thay doi hudng trang thuyét trinh (doc, ngang); thay ddi kich c& trang.

Pé thay d6i hudng trang, kich c& trang, vao the De5|gn trén thanh céng cu
rdi chon Page Setup, tai hop thoai méi xuat hién c6 céc tiy chinh dé ngudi sir
dung diéu chinh cho phu hop.

c. Thuc hién cac phuong 4n in khac nhau: toan bd bai thuyét trinh, cac
trang thuyét trinh cu thé, ban dé phan phét, trang chd thich, dan y; chon sb luong
ban sao cua bai thuyét trinh

- In toan bo bai thuyét trinh: Thyc hién tuong ty nhu in van ban thdng
thuong.

- In cac trang thuyét trinh cu thé: Chon 1énh in rdi lva chon cac trang can
in.

- In dé phan phat: In duéi dang Notes Pages hoic Outline:

Vao File\Print\Settings, vao muc chon ché d¢ in.

- Chon sb luwong ban sao: Thuc hién tuong ty nhu in vin ban thdng
thuong.

d. Trinh chiéu bai thuyét trinh (tir trang thuyét trinh dau tién, tir trang
thuyét trinh hién tai); cach chuyén tsi trang thuyét trinh tiép theo, trang thuyét
trinh trude do, trang thuyét trinh dugc chi dinh trong khi trinh dién bai thuyét
trinh

Vao thé Slide Show, chon trinh chiéu tir trang d4u , nhan From beginning
(hoac an F 5). Chon trinh chiéu tir trang hién tai , nhan From Current Slide (hoac
an Shift + F5).

An phim mui tén 1én xudng hodc phim PgUp ,, PgDn dé 1én trang truoc
hoac trang sau.

Thoat trinh chiéu bang cach nhan phim ESC hoic End show tir thuc don
chu6t phai.
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MO PUN KY NANG 06: SU DUNG INTERNET CO BAN
l. Kién thirc co ban vé Internet
1.1. Cac khai niém/thuat ngir thwong gap
a. Thuat ngir Internet.

Internet duoc hiéu 1a mot hé théng thdng tin todn cau co thé duoc truy
nhap cong cong géom cac mang may tinh duoc lien két véi nhau. Hé thong nay
truyén thong tin theo kiéu chuyén mach goi dix liéu (packet switching) dwa trén
mét giao thirc lién mang da duoc chuan hda (giao thuc 1P).

b. Cac tng dung chinh cua Internet: truyén thong - lién lac, chuyén tép, tra
ctru va cung cap théng tin, lam viéc va kinh doanh tryuc tuyen.

Mang Internet mang lai rat nhiéu tién ich hitu dung cho ngudi sir dung,
mét trong cac tién ich phd thdng caa Internet 1a hé thong thu dién tir (email), tro
chuyén truc tuyén (chat), cong cu tim kiém (search engine), cac dich vu thuong
mai va chuyén ngan va céc dich vu vé y té gido duc nhu 1a chita bénh tir xa hoic
t6 chic cac 16p hoc a0. Ching cung cap mot khoi lugng thong tin va dich vu
khong 16 trén Internet.

- Lién lac: Ngay nay, ¢ rat nhiéu tng dung trén internet gitip con nguoi
lién lac véi nhau: Chat, VoIP, thu dién tu,. ..

- Chuyén tép: Bang hinh thic giri email hoac céc hinh thirc khac ching ta
c6 thé chuyén céc tép thong tin cho nhau.

- Cung cap va tra cttu thdng tin: Mang internet 1a mot kho théng tin khéng
16, vi vay ¢ vai trd vo ciing to I6n trong viéc cung cap va tra ciu cac thong tin
cho nguoi sir dung. Chlng ta c6 thé tra ctu cac théng tin qua website, mang xa
hoi, dién dan, ...

- Kinh doanh tryc tuyén: La mot hinh thirc thuong mai dién tur dya vao
internet, 1a sy mua ban san pham hay dich vu trén cac hé thong dién tir nhu
Internet.

c. Dich vu Internet va vai tro caa nha cung cap dich vu Internet (ISP)

- Dich vu Internet: La cac Dich vu do mang Internet cung cip nhu: cac
dich vy tim kiém théng tin gom: Wide Area Information Servere (WAIS),
Gopher, World-Wide-Web (WWW). cho phép tim kiém thdng tin tir nhiéu co s
dir liéu trén mang. Dich vu truyén File (File Transfer Protocol/FTP) cho phép
guri/nhan thong tin dang file bat ky gitra cac may tinh duwoc ndi mang véi nhau.
Dich vu thu dién tir E-MAIL. Dich vu telnet: Cho phép thué bao truy nhap céc
may tinh khéc trén mang Internet dé chay cac chuong trinh hoic truy nhap céc
co s dir liu trén may do.

- Nha cung cap dich vu Internet (ISP): Chuyén cung cip cac giai phéap két
ndi mang toan cau (Internet) cho cac don vi to chirc hay céc ca nhan ngudi ding.
Cac ISP phai thué dudng va cong cua mot IAP. Céac ISP cd quyén kinh doanh
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théng qua cac hop dong cung cap dich vu Internet cho cac t6 chic va cac ca
nhan.

d. Thuat ngir World Wide Web va web.

- World Wide Web: Goi té:[ la Web hoac WWW, ,Ia mot khéng gianthc“)ng
tin toan cau ma moi nguoi co thé truy nhap (doc va viét) qua cac may tinh noi
véi mang Internet.

e. Cac khai niém: dia chi cua mét tai nguyén trén Internet (URL -
Uniform Resource Locator), cau tric va cac thanh phan cua nd; siéu lién ket
(hyperlink).

- Dia chi caa mot tai nguyén trén Internet: URL 13 viét tat caa "Uniform
Resource Locator" duoc sir dung dé tham chiéu téi tai nguyén trén mang
Internet. URL tao nén kha ning siéu lién két cho cac website. Mdi tai nguyén
khac nhau luu trit trén Internet duoc gan bang mot dia chi chinh xéc, dia chi do
chinh la URL.

Mot URL bao gom moét sé thanh phan:

- Tén giao thuc. Cac giao thac hién nay ban thuong gap la http hoac https,
ngoai ra thi con c6 FTP, Mailto...

+ Tén mién.

+ Cong chi dinh (co6 thé c6 hodc khong).

+ Puong dan trén may chu chaa tai nguyén.

+ Ngoai ra con ¢ cac truy van, cac muc con (cd thé cé hoic khong).

- Hyperlink: Nghia la mot siéu lién két, 1a nguon dan tai liéu dé khi nguoi
dung click vao n6 cho phép di dén mét trang khac hoac mot vi tri khac nao do

trén trang. Hypertext 1a van ban véi cac siéu lién két. Vin ban, noi dung ma bao
gom cac siéu lién két (hyperlink) duoc goi 1a “anchor text”.

f. Cac khai niém trang thong tin dién tur (website), trang web (webpage),
trang chua (homepage).

- Trang thong tin dién tir (website): La trang thong tin hoac mot tap hop
trang thong tin trén mdi truong mang phuc vu cho viéc cung cap, trao doi thong
tin.

- Trang web (webpage): Web Page la trang nho trén mot Website, 1a mot
phan cta Website. Web Page cé thé 1a: Mét bai viét, Mot trang tin, Mt landing
page, Mot cart page,...

- Trang chu (homepage): Trang chu (thudng bang vin ban nhu trang chu)
hay trang chinh la dia chi trang web hoac tap tin tu dong tai khi bat dau duyét
mo web.

9. Khai niém va chtrc nang cua trinh duyét web (browser) va biét tén mot
sO trinh duyét web hay dung nhu Mozilla Firefox, Chromium, Internet Explorer,
Opera.
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- Trinh duyét web (browser): La mot phan mém tng dung cho phép nguoi
sur dung xem va tuong tac vdi cac van ban, hinh anh, doan phim, nhac, tro choi
va cac thong tin khac ¢ trén mot trang web caa mét dia chi web trén mang toan
cau hoac mang ndi bd. Vin ban va hinh anh trén mot trang web c6 thé chira siéu
lien két toi cac trang web khac cua cling mot dia chi web hoic dia chi web khac.
Trinh duyét web cho phép ngudi stir dung truy cap cac théng tin trén céc trang
web mét cach nhanh chéng va dé& dang thdng qua cac lién két do. Trinh duyét
web doc dinh dang HTML dé hién thi, do vay mét trang web c6 thé hién thi
khac nhau trén cac trinh duyét khac nhau.

Mot sé trinh duyét web hién nay cho may tinh c& nhan bao gom Internet
Explorer, Mozilla Firefox, Safari, Google Chrome, Opera, Chromium. Mot sd
trinh duyét web hién nay cho Dién thoai di dong bao géom Mozilla Firefox,
Safari, Google Chrome, Opera, UCWeb.

h. Khai niém bo (may) tim kiém (search engine) va mot s6 bo tim kiém
pho bién.

Search Engine (tén day du 12 Web Search Enigne) — Cong cu tim kiém:
La mot loai phan mém hé thong duoc thiét ké voi chie nang tim kiém cac thong
tin trén mang World Wide Web. Khi nguoi ding si dung cong cu tim kiém, ho
s& can phai nhap mot tir khoa tim kiém (keyword) cta cha dé can tim hiéu thong
tin dé c6 thé nhan vé mot bang két qua tim kiém cac trang web, hinh anh. video,
dia chi ban db (d6i véi tén dia danh) hoic cac loai files tai liéu,... c6 lién quan
dén chu dé tim kiém do.

Mot sé cong cu tim kiém phd bién hién nay: Google.com, Yahoo.com,
Bing.com, Céc céc,...

1.2. Bao mat khi lam viéc vei Internet

a. Mot s6 rai ro khi tham gia vao cong dong &o va hoat dong truc tuyén
nhu vo y tict 16 thong tin ca nhéan, bi quay ray, bi loi dung.

Khi tham gia cong d6ng 40 va hoat dong truc tuyén, ngudi str dung sé co
nguy co gap mot 30 rui ro nhu vo y tiét 16 thong tin ca nhan, thong tin tai khoan
ngan hang, bi quay ray, bi loi dung, tham gia va céac tro choi truc tuyén qua da
gay nhiéu tac hai cho sirc khoe, tham gia thi truong tai chinh do dé bj thiét hai vé
kinh té, bi danh cap di liéu, ...

b. Khai niém va vai trd cua viéc mat ma héa (encryption) d6i véi mot sd
noi dung khi truyén di trén Internet.

Mat ma hoa (Encryption) 1a mot qué trinh chuyén doi dit liéu duoc sir
dung céc thuat todn ma hoa. N6 chuyén d6i cac dir lidu ban dau thanh mot dinh
dang ma chi c6 thé giai ma dugc néu cd khoa phi hop. Muc dich caa mé hoa la
dé bao mat thong tin, ngudi ¢6 quyén dugc xem méi xem dugc.

M4 hoa sé mang lai tinh an toan cao hon cho thong tin, dac biét la trong
thoi dai Internet ngay nay khi ma thong tin phai di qua nhiéu tram trung chuyén
trude khi dén dugce dich. Ma hda lam cho bén tan cong du co6 dugc thong tin thi
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cling khong thé hiéu dugc noi dung trir khi cd khoa giai ma. Vi thé, ma hda gidp
chiing ta dam bao an toan cho thdng tin.

c. Khai niém va vai tro cua tuong lira (firewall).

- Firewall: duoc hiéu 1a rao chin ma mot sé ca nhan, to6 chic, doanh
nghiep, co quan nha nudc lap ra nhém ngan chan ngudi dung mang Internet truy
cap cac thong tin khéng mong muén hodc (va) ngdn chdn ngudi dung tr bén
ngoai truy nhap cac théng tin bao mat nam trong mang ni bo..

Téac dung cua Firewall la kiém soét ludng théng tin gitta Intranet va
Internet. Thiét 1ap co ché diéu khién dong thong tin gitta Intranet va mang
Internet. Mot tuong ltra c6 thé loc luu luong tir cac nguon truy cap nguy hiém
nhu hacker, mot sé loai virus tin cong dé ching khong thé pha hoai hay 1am té
liét hé thdng. Ngoai ra vi cac ngudn truy cap ra vao giira mang noi bé va mang
khac déu phai thong qua tuong lra nén tuong lua con co tac dung theo doi, phan
tich cac ludng luu lugng truy cap va quyet dinh sé& lam gi véi nhiing ludng luu
luong dang ngd nhu khoa lai mot sé nguon dix lisu khdng cho phép truy cap
hoac theo ddi mot giao dich dang ngo nao do.

d. Nhan biét mot website duoc bao mat (Vi du: giao thac https, ky hiéu
“khoa”).

Nhitng dau hiéu dé nhan biét mot website duoc bao mat:

- URL bit dau véi https://

- Thanh dia chi trinh duyét chuyén sang mau xanh 14 cay c6 hién thi tén
cong ty quan ly website.

- Ludn ludn kiém tra dia chi URL trén trinh duyét.

- Cum tur https:// va biéu twong 6 khoa trén thanh dia chi & trang thai mau
xanh.

e. Cac lya chon dé kiém soét viéc s dung Internet (Vi du: doi véi tre
em): giam sat, han ché duyét web, gidi han cac tro choi may tinh, han ché thoi
gian st dung may tinh.

Mot s6 phuong phép kiém soét viéc sir dung Internet, may tinh doi vai tré
em:

Trén Router: Thiét 1ap cong cu giam sat tre em trén router s€ cho phép
chung ta thuc hién qué trinh loc web trén tat ca cac thiét bi c6 cung két ndi mang
véi may tinh nhu may tinh, smartphone, tablet, va ngay ca may choi game c6
tich hgp san trinh duyét.

TrénWindows 7: Windows 7 tich hop s&n mot s cong cu diéu khién cho
phep cha me kiém soat va giam sat viéc su dung may tinh cua con minh dya trén
tai khoan dang nhap. Phuong phap nay rat hitu ich néu nhu tré sir dung nhitng
tai khoan nguoi dung riéng biét trén may tinh caa ching ta.

Trén Windows 8: Cong cu cho phép cha me giam sat viéc sir dung may
tinh cta tré trén Windows 8 da duoc cai tién dang ké. NO la su két hop gitra tinh
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nang gidi han thoi gian s dung cua Windows 7 va kha nang giam sat viéc truy
cap cac chuong trinh thong qua bo loc web Family Safety di kém véi nhiéu tinh
nang méi khéac.

Str dyng phan mém: Chiing ta ciing c6 thé st dung cac céng cu giam sat
tré bén tha 3. Nhiéu bo wng dung bao mat duoc trang bi sin céng cu giam sat.
Ngoai ra, cling c6 nhiéu giai phap loc web mién phi khac ching ta c6 thé su
dung.

1. Sr dung trinh duyét web
2.1. Thao tac duyét web co ban
a. Cach m¢o, dong mot trinh duyét web.

- Bé mé mot trinh duyét web: Dua con tré chudt vao biéu tuong cua trinh
duyét web trén man hinh, nhip dap chudét dé mao trinh duyét web hoic nhan
chuét phai rdi chon Open.Trudng hop dua con tré chudt vao biéu tuong trinh
duyét web dudgi thanh Taskbar thi chi can nhap chudt 1 lan dé mo.

- Pé déng mot trinh duyét web: Pua con trd chudt vao biéu tuong dau X
trén thanh cong cu cua trinh duyét web dang mo va nhap chugt 1 lan, hoac
chung ta dung t6 hop phim Alt+F4.

b. Str dung chirc nang trg giup cua trinh duyét.

Cac chirc nang tro gilp chinh cua trinh duyét: Ching ta ¢ thé sir dung
cac chuc nang trg giup cta mot trinh duyét bao gom: Xem lich su, cai dat tuy
chon, danh dau trang, cac tién ich, bao mat,. ..

c. Cach nhap mot dia chi web (URL) vao thanh dia chi va chuyén téi dia
chi web @do.

Tro chudt vao thanh dia chi trén trinh duyét, go day du dia chi truy cap
web (URL) va an phim Enter, trinh duyét web s& chuyén téi dia chi web do.
Truong hop dia chi web d6 da duoc truy cap mot lan thi 1an tiép theo khi gé chix
cai dau tién cta dia chi web s& xuat hién cac tién doan, tir d6 chung ta c6 thé
ding chudt nhap vao tién doan dung véi dia chi can truy cap.

d. Céach hién thi trang web trong cira s6 méi, tab méi.

Muén hién thi mot trang web trong ctra 6 mai hoic tab mai, ching ta tro
chudt vao dia chi d6 roi nhap chudt phai, roi chon tiep (nhap chuét trai) "Méo
lién ket trong cura s6 méi** hoac "M lién két trong tab mai™.

Péi vai hién thi trang web trong tab mai, chiing ta c6 thé nhap con lan
trén chuot sau khi chuot tré vao dia chi can mé.

e. Céach ngung tai mot trang web vé, cach khdi phuc (refresh) viéc tai mot
trang web.

- Ngung tai mot trang web: Khi dang tai mot trang web ma muén ding
lai, ching ta nhap chudt vao biéu tugng chir X nam cung hang vai thanh dia chi.

158



- Khéi phuc (refresh) viéc tai mot trang web: Mubn khoi _phuc viéc tai mt
trang web ching ta nhap chudt vao biéu tudng mili tén tron nam clng hang voi
thanh dia chi.

2.2. Thiét dit (setting)
a. Cach dit trang chu/trang dau cho trinh duyét web.

Dé cai dat trang cha cho trinh duyét web, ching ta ma trinh duyét, chon
Menu (thudng c6 biéu tugng =) roi chon Cai dat (biéu twong banh riang), tim
dén muc Trang chu, sau d6 gd dia chi trang cha can dit vao thanh dia chi ¢ d6
va luu lal.

b. Céch x6a mot phan hay toan b lich st duyét web.

X6a moét phan hoac x6a toan b lich st: Ching ta ma trinh duyét, chon
Menu (thuong cé biéu tugng =) roi chon Lichvsir (hodc Lugc str), tim dén muc
Xo0a dq liu duyét web, tai ddy c6 tuy chon dé chung ta xo6a toan bo hoac xba
mot phan, sau d6 nhap vao nit Xda.

c. Khai niém va cdng dung cua cira sé bat ra (pop-up), clc-ki (cookie) khi
duyét web.

- Pop-up: La mét ctra s6 ty dong nhay ra ma ko hé bam chuot khi dang
thuc hién tyinh duyét web. No6i dung cua Pop-up thuong la quang céo, nhung
cing 6 the la noi dung khac. Cac chuong trinh duyét web hién nay déu co co
che chan Pop-up. Pop-up co thé mang nhitng doan ma doc gay hai cho may tinh.

- Cookie: La cac thong tin luu trong mdy tinh thudng duoc ding dé nhan
ra ngudi sir dung khi trinh duyét mot trang web nao do. Khi nguoi sir dung truy
cap den mot trang web c6 st dung cookie, trang web do s& tw dong gui cookie
den nguoi st dung . Neu khdng co cookie ching s phai nhap lai thong tin cua
minh trén moi man hinh web.

Nhimg thong tin duoc luu trir trong cookie hoan toan phu thudc vao
website trén server. Moi website co the luu trit nhirng thong tin khac nhau trong
cookie, vi du thoi diém lan cuoi ta ghé tham website, danh dau ta da login hay
chua, v.v...

d. Cho phép hay khéng cho phép (khoa) d6i véi cac pop-up va/hoic
cookie.

- B6i véi Google Chrome:

+ Bam chon biéu twong Settings ¢ gdc trén bén phai trinh duyét >
Settings.

+ Cudn chudt xudng va chon Show Advanced Settings.

+ Trong muc Privacy, chon Content Settings.

+ Tai day, chon Do not allow any sites to show pop-ups.

+ Chon Manage Exception néu muén thém mat sé website ngoai Ié.
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- B6i v6i Mozilla Firefox:

+ M& Firefox, bdm vao biéu tugng Settings & goc trén bén phai, chon
Options (hoac Preferences).

+ Trong tab Content, kich hoat Block Pop Up Windows.

Pé khda cookie:

- D6i véi Internet Explorer 9

Mo trinh duyét IE 9 trén may tinh. VVao Tools > Safety > Delete browsing
history... hoac nhan phim Ctrl + Shift + Del trén ban phim

Trén cta so Delete Browsing History, bo chon phan Preserve Favorites
website data, chon ca 2 tuy chon Temporary Internet Files va Cookies ¢ ngay
dudi phan do; sau d6 kich vao Delete.

‘Sau khi IE thuc hi¢n x06a xong, s& c6 mot thdng bao ¢ phia dudi cung cua
ctra SO la n6 da xo6a thanh cong cache va cookie cua trinh duyét.

- Doi véi Firefox 4

Mg trinh duyét Firefox 4. Vao tab Firefox ¢ goc trén cung bén trai caa
trinh duyét, chon Options > Options

Trén cua so thiét 1ap cua Firefox, chon tab Privacy. Trong phan History,
ban chon Use custom settings for history. Véi céc tly chon méi xuat hién, s&
thay nut Show Cookies, kich chon nd. Trén cua sé Cookies dugc mo ra, kich
vao Remove All Cookies, sau do kich Close.

Kich tiép OK dé dong cura so thiét 1ap cua Firefox.
- B4i voi Chrome 10
Mg trinh duyét Chrome trén may. Vao biéu tuong “cd 1&8” ¢ phia goc

hgoai cung bén phai cua phan thanh dia chi va chon Options. Tab Options s&
dugc maé ra chon phan Under the Hood, tai day co rat nhiéu cach dé lya chon

Cach 1

Trén giao dién ban dau cua Under the Hook, trong phan Privacy,
chon Clear browsing data.

Trén popup xuat hién ban c6 thé chon dir liéu can x6a: Browsing history,
Download history Cache, Cookies and other site data, Saved passwords va
Saved Autofill form data. Chung ta sé chon Delete cookies and other site
data va Empty the cache. Sau d6 kich nut Clear browsing data.

Cach 2
Trong phan Privacy, van chon Content settings. ..

Trén popup Content Settings, kich vao phan Clear cookies and other site
data when | close my browser. Véi tly chon nay, Chrome s& tu dong Xoa
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 vao All cookies and site data.

Trén trang Cookies and Other Data, chon Remove All, sau d6 dong hét
cac ctra so lai.
e. X06a cac tép tin trung gian, tap tin tam thoi 1y vé tir Internet.

Trong Windows 7, dé duoc X04 céc tép trong cap Tép Internet tam thai do
Internet Explorer tai xuong, bam bat dau Start, nhap vao Bang di€u khién, bam
vé}o Mang va Internetva sau d6 bam Tay chon Internet. Bam tab chung va sau do
bam xo04 trong lich sir duyét. Nhap vao xoa tat ca, bam c6 dé xac nhan rang ban
mMuon xo4 thong tin nady, sau d6 bam OK.

2.3. Chuyén hwéng tir ngudn ndi dung Internet nay qua ngudn khac

a. Cach dung thanh dia chi, lich sir duyét web dé chuyén huéng.

Pé chuyen huong tur ngudn noi dung Internet nay qua nguon khac ching
ta g8 URL can dén vao thanh dia chi trinh duyét roi 4n phim Enter dé t6i, hoic
ching ta truy cap vao lich sir duyét web va chon mot dia chi nguon khac dé t6i.

b. Kich hoat mot siéu lién két.

Dé kich hoat mét siéu lién két, tro chudt vao siéu lién két dé roi nhap
chudt tréi, hoac nhap chudt phai va chon Open.

c. Chuyén dén trang chil ciia website; dén trang web trudc, trang web sau
trong cac trang web da duyét.

- Pé dén trang chu caa mot website, ching ta nhap chuédt vao biéu tuong
ngbi nha hoac tab Trang chi/Trang chinh trong website do.

- Bé dén trang trudc caa mot website, chdng ta nhap chudt vao biéu tuong
chir miii tén bén trai nam cung hang véi thanh dia chi.

- Bé dén trang trudc caa mot website, chdng ta nhap chudt vao biéu tuong
chir miii tén bén phai nam cung hang vaéi thanh dia chi.

2.4. Panh dau
a. Cach dat/x6a danh dau (bookmark) mot trang web.

- Pé danh dau mét trang web, vi du ddi véi trinh duyét Firefox, ching ta
lam nhu sau:

Nhan 1&n biéu tugng ngdi sao trong thanh Pia Chi. Bicu tugng ngdi sao sé
tu dién thong tin va trang danh dau sé duoc tao trong thu muc Céc trang danh
dau Chua sap xep.

Pé chinh sira chi tiét trang danh du, hdy nhan I1én biéu tuong ngbi sao
mot lan nira. HOp "Chinh stra Trang danh dau Nay" s€ hién ra.

Trong hop "Chinh sira Trang danh dau Nay", c6 thé thay di cc chi tiét
Cua trang danh dau vura tao:
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Tén: Tiéu de cua danh dau.

Thu muyc: Noi ban muén luu trit trang danh dau nay. Nhén 1én trinh don
tha xuong d€ hien thi danh sach cac thu myc hay dung gan day, hodc chon
Chon... tur trinh don tha xuong dé hién thi danh sach tat ca cac thu muc chua
trang danh dau.

~ Nhén: C6 thé dé tréng. Nhan dugc ding trong viéc tim kiém trang danh
dau. D€ bict thém thong tin, xem Bookmark Tags - Categorize bookmarks to
make them easy to find. Nhan Xong d¢ hoan thanh viéc chinh stra trang danh
dau.

Tuong tu chung ta ciing c6 thé bookmark duogc trén cac trinh duyét khéac
nhu Coc Coc, Chrome, IE, Opera, hay Safari.

- Bé x6a danh ddu mot trang web, vi du ddi véi trinh duyét Firefox, ching
ta 1am nhu sau:

Pau tién, nhap chudt vao muc Firefox ¢ goc trén bén phai, chon
Bookmarks ->Show all bookmarks. Chon tiép vao Unsorted bookmarks, 6 bén
canh sé& liét ké cac bookmark cua ban. Nhap chudt phai vao bookmark d6, chon
Delete 1a duoc.

Tuong tu, ching ta cling c6 thé x6a bookmark dugc trén cac trinh duyét
khac nhu Coc Coc, Chrome, IE, Opera, hay Safari.

b. Céch hién thi trang web da danh dau.

Pé hién thi trang web da danh dau, vi du ddi véi trinh duyét Firefox,
chung ta lam nhu sau:

Tai giao dién trinh duyét Firefox, chon vao biéu trong Hién thi danh dau
trang >> Show All Boomarks (Hoac nhan t6 hop phim Ctrl + Shift + B)

Mot cira s6 mai hién 1én, chon vao All Bookmarks >> Bookmarks Menu
>> Recently Bookmarked. Khi do, chung s€ thay cac danh sach trang Web da
duoc danh dau.

Tuong tu, chung ta ciing c6 thé hién thi cac trang dd danh dau dugc trén
cac trinh duyét khac nhu Coc Coc, Chrome, IE, Opera, hay Safari.

C. Céach tao, x6a thu muc danh du; thém céc trang web vao mot thu muc
danh dau.

- Bé tao thu muc danh dau, vi du di véi trinh duyét Firefox, ching ta lam
nhu sau:

Tai giao dién trinh duyét Firefox, chon vao biéu tuong Hién thi danh dau
trang, nhap chugt phai vao bang mai xuat hién, chon Thu myc méi, sau d6 thém
Tén va M6 ta vao bang yéu cau méi xuat hién, roi chon Thém.

Tuong ty, chung ta ciing c¢6 thé tao thu muc danh déu dugc trén céac trinh
duyét khac nhu Coc Coc, Chrome, IE, Opera, hay Safari.
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- Pé x6a thu muc danh dau, vi du ddi véi trinh duyét Firefox, ching ta
lam nhu sau:

Tai giao dién trinh duyét Firefox, chon vao biéu tugng Hién thi danh dau
trang. Tai bang mai xuat hién, tim dén thu muc can x6a, nhap chuét phai va
chon Xoa.

Tuong tu, chiing ta ciing c6 thé x6a thu muc danh dau duoc trén cac trinh
duyét khac nhu Coc Coc, Chrome, IE, Opera, hay Safari.

I11.Str dung Web
3.1. Biéu miu va st dung mét sb dich vu cong
a. Biéu mau (form) va cong dung caa né

Biéu mau la phién ban dién ta cta biéu mau gidy, duoc quan 1y, luu triv
trén may tinh va luu hanh trén méi truéng mang.

Biéu mau nhim phuc vu thu thap dit liéu theo yéu cau cuaa dich vu cong
truc tuyen va to chac dir licu dudi mot dinh dang chuan, thong nhat dé gui téi
ung dung cung cap dich vu hanh chinh cong twong tng.

b. Cach st dung cac hop van ban (text box), danh sach keo xuéng (drop-
down menu), hop danh sach (list box), hop kiém tra (check box), nit bam (radio
button) dé dién mot biéu mau trén web.

Chlng ta st dung cac hop vin ban (text box) dé nhap cac théng tin dang
an ban, danh sach kéo xudng (drop-down menu) dé tim kiém céc chic ning,
thong tin sin cd trong biéu mau, hop danh sach (list box) dé dién théng tin c6
san dudi dang danh sach, hop kiém tra (check box), ndt bAm (radio button) dé
dién mot biéu mau trén web

c. Cach gui (submit) biéu mau, thiét I1ap lai mot biéu mau trén web.

Sau khi dién xong mét biéu miu, ching ta 4n nat submit hoic nut twong
tu dé gui biéu mau, Iic nay biéu mau sé€ duogc chuyén di.

d. Bang nhap vao trang mang dich vu hanh chinh cang tryc tuyén. Biét
cach dang nhap, khai b&o biéu mau va gui di bieu mau tuong ng.

Cong dich wvu cbng truc tuyén coa tinh c6 dia chi
http://dichvucong.hatinh.gov.vn. Tt ca dich vu cong truc tuyén cia cac co quan
trén dia ban tinh déu duoc tich hop vao Cong dich vu cdng caa tinh. Moi nguoi
c6 thé truy cap dé dang, tuy nhién dé ding ky cac dich vu céng muac do 3 can
phai ty tao tai khoan (theo hudng dan) dé dang nhap va khai thac.

3.2. Lwu ndi dung

a. Cac cach khac nhau dé luu lai ndi dung tim thay trén web. Cach ghi lai
mot trang web vao mét thu muc.

D¢ luu lai noi dung trén web, chiing ta c6 thé copy noi dung can thiét hoac
luru trang web vé may tinh dé xem Offline:
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- Luu trang web dang html: Chi bao gom noi dung text, css - javascript(néu
c6) khi ma 18n chi nhin thay text va c6 thé bi v khung, khéng cé hinh anh.

- Luu trang web toan bo: bao gom ca html va céc file can thiét khac, khi mo
lén s& c6 gan nhu day du nhu xem online.

b. Céch tai c4c tép tin tir web vé va ghi vao mot thu muc, sao chép van
ban, hinh anh, dia chi (URL) tir mét trang web vao trong tai liéu.

- Tai tép tin trir trang web: Thuc hién tai tép tin tir web bang cach nhap
chuét truc tiép va tép tin hoac vao biéu twong Download canh tép tin can tai, sau
d6 chon thu muyc dé luu.

- Sao chép vian ban, hinh anh, dia chi URL tir mét trang web vao trong tai
lidu: Boi den d6i twong can sao chép, chudt phai chon Copy (hoac Ctrl+C), sau
d6 mo tai liéu, chon Paste (hoac Ctrl+V).

3.3. Chuan bjinvain

a. Chuan bi mot trang web dé in: thay d6i huéng trang in, kich c& giay, 1é
trang in. Xem trang web trudc khi in.

Pé in mot trang web, trugc hét mo trang web can in 1én, chon Menu
(thuong ¢ biéu twong =) roi chon chirc nang in. Khi d6 s€ xuat hién trang web
trude khi in, dong thoi co thém cac thict 1ap khac cho phép nguoi st dung diéu
chinh theo y muon

b. Chon lya phuong 4n dua ra: toan bo trang web, c4c trang cu thé, phan
van ban dugc chon, s6 luong ban sao va in.

DPé in mét trang web, truéc hét mo trang web can in 18n, chon Menu
(thuong co biéu tugng =) roi chon chire nang in. Khi d6 s€ xuat hién trang web

trudc khi in, dong thoi c6 thém cac thiét 1ap khac cho phép ngudi su dung diéu
chinh theo y muén nhu in toan bo trang, in ting phan, s6 lwong ban sao

V. St dung thu dién tir
4.1. Khai niém va nguy co khi sir dung thw dién tir
a. Khai niém thu dién tir (e-mail) va céng dung chinh cua no.

Thu dién tu, hay email (tir chir electronic mail), 1a mot hé théng chuyén
nhan thu tir qua cac mang may tinh.

Email 13 mot phuong tién théng tin rat nhanh. Mot mau théng tin (thu tur)
c6 thé duoc gui di o dang ma hoé hay dang thong thuong va dugc chuyén qua
c4c mang may tinh dac biét 1a mang Internet. N6 c6 thé chuyén mau thong tin tir
mot may nguon téi mot hay rat nhiéu may nhan trong cuing ldc.

Ngay nay, email chang nhitng c6 thé truyén giri duoc chit, né con cé thé
truyén duoc cac dang thong tin khac nhu hinh anh, 4m thanh, phim, va dic biét
cac phan mém thu dién tr kiéu moi con c6 thé hién thi cac email dang song
dong twong thich véi kiéu tép HTML.

b. Thanh phan va ciu tric cia mét dia chi thu dién ta.
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Cdu traic dia chi thu dién tdr nhu sau: Tén dinh_dang_thém
tén_email@tén_mien

Phan tén dinh_dang thém: Day 1a mot dang tén dé cho ngudi doc ¢ thé
dé dang nhan ra ngudi giri hay noi guri. Tuy nhién, trong cac thu dién ta nguoi ta
c6 thé khéng can cho tén dinh dang va 14 thu dién tir van dugc gui di ding noi.
Vi du: Trong dia chi gui thu toi viét dusi dang Nguyén Thi A
nguyenthialll@yahoo.com hay viét dudi dang nguyenthialll@yahoo.com thi
phan mém thu dién tr van hoat dong chinh xé&c va gui di dén dung dia chi.

Phan tén_email: Pay 1a phan xac dinh hop thu. Thong thuong, cho dé
nhé, phan nay hay mang tén cia ngudi cha ghép véi mot vai ki tu dac biét. Phan
tén nay thuong do ngudi ding ki hop thu dién tr dat ra. Phan nay con dugc goi
la phan tén dia phuong.

Phan tén_mién: Pay 1a tén mién cua noi cung cap dich vu thu dién tir.
Ngay sau phan tén_email bat dau bang chit "@" noi lién sau do la tén mien.

c. Khai niém ltra dao (phishing) va nhan dién sy ltra dao thong thuong.

- Phishing 1a mot hinh thuc gian lan dé ¢ nhiing théng tin nhay cam nhu
username, password, credit card ... bang cach gia mao nhu 1a mét thyc thé dang
tin cay trong cac giao tlep trén mang Qua trinh giao tiép thuong dién ra tai cac
trang mang xa hoi noi tiéng, cac trang web dau gia, mua ban hang online...ma
da s6 nguoi dung déu khdng canh giac voi n6. Phishing str dung email hozc tin
nhan tuc thoi, gui dén ngudi dung, yéu cau ho cung cip théng tin can thiét.
Nguoi ding vi su cha quan cia minh di cung cip théng tin cho mot trang web,
trong thi co v& hop phap, nhung lai la trang web gia mao do cac hacker lap nén.

- Bic diém nhan dang cac email hra d4o:

Email yéu cau nguoi ding cung cip thong tin ca nhan. Pua thong tin vé
cac giai thuong, su kién cho nguoi dung. Céc tin lién quan dén c4c van dé nong
trong xa hoi tai thoi diém hién tai. Giri cac tap tin dinh kém tir nhitng ngudi ma
ban khong biét. C4c tap tin c6 thé lién quan dén cong viéc, tuyén dung hay céac
théng tin vé linh vuc ma ban quan tam.

Email khong c6 chit, chi 1a nhiing hinh anh ciing rat nguy hiém. Bam vao
bat ky ving nao trong email d6 c6 thé dan dén trang web dé du ban ding nhap
thong tin c& nhan hoic bi nhiém ma doc. Email chtra nhiéu thong tin boi dam.
Email véi nhitng 16i chao hoi, 1am quen chung chung khong chi tiét. Thuong bat
dau theo kiéu “chao ban”, “hello Friend”, “Dear Member”. Guri mot tap tin
HTML cua 1 form ding nhap trang thanh toan, login ctua ngan hang, website noi
tiéng. Khi nguoi str dung tai vé va nhap thdng tin vao cac form nay, tai khoan
cua ban s& duoc guri vé cho tin tic.

d. Nguy co lay nhiém virus may tinh do mé mot thu dién tir khong an
toan, do mé mot tép tin dinh kém.
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Khi ¢6 cac email c6 guri kém duong link lién két codau hiéu khong phu
hop hay c6 mét tép tin dinh kem kha nghi thi rat c6 the la mot email chua virus.
Chung ta can phai than trong viéc mé cac thu nay.

4.2. Viét va giri thw dién tir
a. Mo, dong phan mém thu dién tu.

M¢, dong phan mém thu dién tir cling twvong tu nhu mo, dong cac phan
mém khac. Muon mé mét thu dién tir chdng ta chi viéc nhap chudét truc tiép vao
thu can mao, khi can dong ching ta nhap chuot vao biéu tuong chit X ¢ giao dién
thur.

b. Cach an/hién céc thanh cong cu, ruy-bang. Biét cach sir dung chirc
nang trg gidp cua phan mém thu dién tu.

Pé an/hién cac thanh cong cu, ruy biang, chung ta tré chudt vé phia cudi
thanh cdng cu, sau d6 nam va kéo lén/xuong.

C6 nhiéu chirc nang trg gilp trong cac phan mém thu dién tur, chung ta co
thé vao phan Cai dit va lya chon céc su trg gilp theo mong mudn

_C Pién noi dung céc truong Nguoi nhan (To), bPong gui (Copy, Cc),
bong gui khong hién thi (Blind copy, Bcc), Chua dé (Subject)

Khi nhap chudt vao soan thu mdi, s& xuat hién giao dién soan thu co cac
truong: Nguoi nhan (To), Bong giri (Copy, Cc), Pong gui khong hién thi (Blind
copy, Bcc), Chii dé (Subject). Chung ta cin cir vao nhu cau giri dé dién cac noi
dung cho phu hop

d. Cach viét mot thu dién tir méi; sao chép van ban tir mot nguon khéc
vao trong thu dién tur.

Trong giao dién thu dién tu, ¢ nat chirc ning soan thu (hoac soan thu
mai), chdng ta an vao d6 dé thuc hién viéc viet mot thu dién td méi (bao gom
cac truong ¢ trén va ndi dung thu, tép tin dinh kém) roi an ndt chirc nang gii.

Viéc sao chép van ban tir mot nguon khac vao thu cling giéng nhu viéc
sao chép van ban thong thuong.

e. Sy can thiét cua viéc ghi chu dé thu ngan gon va chinh xac, tra loi thu
ngan gon, kiém tra chinh ta trudc khi gui thu.

Chu dé thu ngin gon va chinh xac s& dam bao nguoi nhan biét tong quat
noi dung cua thu ma khong phai mat nhiéu thoi gian, cong stc dé doc, gilp
ngudoi nhan thu nhan biét dugc tam quan trong cua thu ma khong can doc noi
dung thu.

Noi dung tra 16i ngan gon, kiém tra chinh ta trudc khi giri gitip nguoi
duoc tra 11 giam thoi gian doc thu, tranh gay nhitng hiéu lam khong dang co.

f. Str dung cong cu kiém tra chinh ta va sira 15i chinh ta.

Trong giao dién soan thu mai c6 chirc nang kiém tra va sta I5i chinh ta,
cé luya chon cac ngbn ngir dé kieém tra. Chung ta nhap chudt vao do dé thuc hién.
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g. Cach dinh kém hodc hiy dinh kém mot tép theo thu. Biét cac han ché
khi guri cc tép dinh kém: kich thudc toi da, cac kiéu tép hop Ié.

Trong giao dién soan thu mdi, chlng ta nhap chudt vao bicu tuong cai
dinh ghim gidy dé thuc hién dinh kém mot tép. Dung luong tbi da cua tep va Cac
kiéu tép hop I¢ tuy thude vao quy dinh cua nha cung cap phan mém thu dién tur
(cha yéu 1a file van ban, anh,... va khong qua 25MB).

h. Cach luu ban nhap (draft) ctia email; gui e-mail, gui e-mail véi cac vu
tién.

Sau khi soan thu méi xong, néu chua muon gii thu di, chiing ta tién hanh
luru thu. Hién nay, da s6 cAc phan mém thu déu thuc hién chirc nang luu thu tu
dong.

Néu mudn gui, ching ta nhap chudt vao nit chire niang giri trong giao dién
soan thu moi.

4.3. Nhan va tra loi thw dién ti

a. Cach lay thu vé, mo thu va luu tép dinh kém (néu c6) vao mot thu muc;
xem va in noi dung thong diép nhan duoc.
~ Mudn mé mét thur dién tir ching ta chi viéc nhap chuét truc tiép vao thu
can mo.
Viéc luu té€p dinh kém tr thu cling twong tu nhu viéc tai cac tép trén cac
website khac.
Trong giao dién doc thu c6 chirc ning in thu, chung ta c6 thé sir dung dé
in noi dung thong diép.
b. Phan bigt va sir dung chirc néng tra 16i (reply), trd loi cho tat ca (reply
to all); biét cach chuyén tiép (forward) thu dién tu.
- Chirc nang tra 101 (reply): Reply nghia la tra 16, tra lo1 truc tiép chi cho
Mot minh nguoi gui, nhitng tép tin dinh kém s€ khong dwoc chuyen tiep khi sir
dung chtrc nang reply.
- Chuc nang tra 1oi cho tat ca (reply to all): Tra loi tat ca moi nguoi bao
gom ca nhitng nguoi nam trong muc CC (khéng gom BCC).
- Chuyén tiép (forward) thu dién tu: Forward nghia 1a chuyén t!ép, nghia
la toan b nhiting gi nam trong mail trude déu duoc chuyén di, bao gom ca noi
dung thu cti va tap dinh kém.

HOI PONG THI TUYEN
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