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PHAN I: NHONG HIEU BIET CO BAN VE TIN HOC
X CHUONGI
THONG TIN VA XU LY THONG TIN

03 tiét (LT:03, BT:00, TH:00, KT:00)

1.1. Thong tin
1.1.1.K h&i niém vé théng tin

Thoéng tin (informations) lamot khéi niém dugc sir dung thuong ngay. Con nguoi
c6 nhu cau doc béo, nghe dai, xem phim, video, di tham quan, du lich, tham khao y
kién nguoi khéc, ... dé nhan duoc thém thdng tin méi. Théng tin mang lai sy hiéu biét
con nguoi, langudn gbc cianhan thirc. Thdng tin vé nhiing d6i twong trong doi sbng
x& hoi, trong thién nhién, ... gip cho ho thuc hién hop |y cdng viéc can |am dé dat téi
muc dich mot cach tot nhét.
Nhitng d&m may den dun Ién ¢ chén troi phia dong ciing chira dung
thong tin béo hiéu vé tran mua lén sip xay ra. Mau den caa may, téc
d6 van chuyén ciamay chira c&c théng tin vé khi tugng.
Biéu d6 thdng ké san phiam hang thang caa tirng phan xuéng banh keo
chira dyng céc thdng tin vé nang suét lao dong, vé mic do thuc hién ké
hoach san xuat cua phan xuong do. N6t nhac trong ban sd-né énh tring cua
Beethoven 1am cho ngudi nghe cam thiy duoc sy twoi mét, ém diu caa dém trang.
Nhiing théng tin vé cam x(c ciatéc gia dé duoc
truyén dat lai.

Khi tiép nhan duogc théng tin, con nguoi thuong phai xir 1y nd dé tao ranhiing
théng tin méi, ¢6 ich hon, tir @6 6 nhitng phan ng nhat dinh. Nguoi tai xé cham chi
quan st ngudi, xe ¢ di lai trén duong, do tét xau mat duong, tinh niang k§ thuat ciing
nhu vi tri cua chiéc xe dé quyét dinh can tang toc d6 hay ham phanh, can bé 14 sang
tréi hay sang phai... nham dam bao an toan ti da cho chuyén xe di.

Théng tin ( Informations ) 1a mgt khai niém truzu turong mo ta nhiing gi dem lai
hiéu biét, nhan thirc cho con nguoi ciing nhir cac sinh vat khac. Thong tin ton tai
khach quan. Théng tin cd thé duwoc phét sinh, dwroc lweu triz, duoc truyén, dwoc tim
kiém, diroc sao chép, duoc xi ly. Thong tin cing cd thé bién dang, sai léch hogc bi
pha huy.

1.1.2. Pon vi do thong tin

Théng tin cting cd thé do dugc. Bon vi do théng tin goi la bit. Mot bit twong tng
v6i mot chi thi hodc mot théng béo ndo d6 vé mot su kién cd mot trong hai trang théi
c6 sd do kha nang xuat hién dong thoi 1a Tat (Off)/ M (On) hay Bang (True)/ Sai
(Fdse).

Vi du mot mach dién cé hai trang théi 1&

- Tét (Off) khi mach dién quacong tic laha

- M@ (On) khi mach dién qua cdng tic ladong
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Sb hoc nhi phan sir dung hai ky sb 1&0 va 1 dé biéu dién cac s5. Vi kha nang sir
dung hai ky s 0 va 1 lanhu nhau nén mat chi thi gdm mét chix sb nhi phan co thé xem
la don vi do thdng tin nho nhat. Tir BIT la viét tat cuia Blnary digiT (chir s6 nhi
phén).

Trong tin hoc ta thuong ding mot sé don vi boi caabit sau day:

Tén goi Viét tit Giatri
Byte B 8 Bit
Kilobyte KB 1024 byte =2'°B
Megabyte MB 1024KB = 2'°KB
Gigabyte GB 1024MB = 2'°MB

1.1.3. Khai ni¢m vé diz liéu

1.2. Xir ly th()ng tin
121. So do tong quét caa qua trinh xir ly théng tin
Hang ngay con ngudi ludn phai xi Iy théng tin, qua trinh xi 1y d6 ¢d thé hinh

dung nhu sau: Tir cac dit kién cd dugc va céc muc dich dat ra, con nguoi can chon ra
nhitng dong tac va trinh tr dé thyc hién céc téc dong d6 nham dua ra duoc nhiing
quyét dinh ddng dé dat dugc muc dich. Nhu vay, phuong an hanh dong chinh 1a két
qua caaquatrinh xu ly thong tin.

Moi qua trinh xtr ly thdng tin bang may tinh hay bang con nguoi déu duoc thuc
hién theo mét quy trinh sau:

Dix liéu (data) dugc nhap ¢ dau vao (input). May tinh hay con nguoi s3 thyc hién
qua trinh xtr ly ndo d6é dé nhan duoc thdng tin ¢ dau ra (output). Qua trinh nhap dit
lidu, xtr ly vaxuat thong tin déu c6 thé duoc luu trix.

' (OUTFUT)

MHAP DU LIEU XTLY XJAT DI LIEU
ANFUT) (FROCESSNG)

LUUTRT  (STORAGF)

Hinh 1.1. M6 hinh téng quat qua trinh xz Iy thong tin

1.2.2. Xir Iy thong tin bing MTDT 7 , 7

Khi chang ta sir dung mot may tinh bo tli dé tinh toén, ta thay may tinh co thé
tiép nhan sb liéu do ta nap vao thdng qua hé thong cac nit bim. May cd thé hién lai
céc sb lidu da nhan hoic hién thi két qua tinh todn trén man hinh. May c6 thé luu trix
két qua tinh todn trung gian dé tinh tiép. Toan bo céc thao téc trén duoc thuc hién voi
téc do rat can, gan nhu tic thoi.
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Quatrinh xur ly théng tin trén méy tinh dién tac (M TDT) cling tuong ty nhu lam
bang tay (trén gidy, véi bit, ban tinh ...). Do vay trudc hét ta phai luu y mot b diém
khi thyc hién viéc xir ly tha cong n6i chung:

Pé mb ta cach thac xir ly, dir liéu vao, céc két qua trung gian va két qua cudi
cling con ngudi can phai st dung mot sb ¢ng cu nhat dinh nhu: giy, but, ... vatri nhé
ciacon nguoi.

- Can sir dung mot sb cdng cu ndo d6 nhu: ban gay, bang tinh, ... dé thuc hién
cac phép toan.

- Qua trinh thyc hién mdi phép todn néi chung déu qua cac budc sau: chon gia
tri vao (cac gia tri, cac todn hang tham gia phép toén), thuc hién phép toan va ghi nhé
két qua phép todn |én mot giamang tin ndo do.

- Con ngudi truc tiép xé&c dinh trinh ty thuc hién lién tiép cac phép toén trong
tirng thoi diém caatoan bo quatrinh xir ly.

MTBT lacdng cu xi ly thdng tin tu dong, khéng can sy tham giatruc tiép caa
con ngudi. Tuy nhién, MTBT tu nd khdng thé quyét dinh duoc khi ndo thi phai 1am gj,
cong hay trir, nhan hay chia, cac dit liéu tham giaxt 1y s3 1ay & dau ... Bé lam duogc
diéu d6 con ngudi can phai cung cip day da ngay tir dau cho MTBT céc malénh, chi
thi (tit nhién phai bang ngdn ngir ma méy co thé “hiéu” duoc) dé huéng din MTBT
thuc hién cdng viéc theo ding yéu cau do con ngudi dé racho nd. Tap hop céc chi thi
nhu vay duoc con ngudi soan thao bang mot ngdn ngir ma may hiéu duoc goi l1a
chuong trinh va duoc luu trir trong bd nhd caa may. Chuong trinh dé s¢ thay cho con
nguoi dé didu khién MTDT lam viéc.

Qua trinh xir ly théng tin bang MTPT dién ra nhd thuc hién mot ddy céc phép
todn co s (cong, trir, nhan, chia sd hoc valogic, ...) trén céc dit liéu duogc luu trix
trong mot khdi chirc nang goi 1abd nhé. Bo nhé l1a gida mang théng tin caa MTDT. Dé
thiét 1ap thar tu thuc hién céc phép todn co so vadiéu khién toan bo qua trinh xu 1y,
MTBT cd mét khéi chirc nang goi 1abo diéu khién. Mot khdi chic nang khéc 1abo sb
hoc valogic dugc ding dé thuc hién céc phép toan co s. M&i MTDT c¢6 thé thuc hién
mot sb phép todn co o nhat dinh ndo d6. Bé md ta mot phép todn co sd, Ngudi tading
mat 1énh tuong ung. Tap céc lénh goi 1a hé 1énh caa méy. Mdi loai (ho) méy co hé
lénh riéng cua nd. Dy céc 1énh duoc xay dung nham xéc dinh trat ty va thuc hién
mot yéu cau cu thé ndo dé goi |a chuong trinh (Program). Coéng viéc tao ra chuong
trinh goi 1a1ap trinh (Programing).

Tém lai MTBT xir ly dir liéu dya trén nhitng chi dan dwa vao, nhiing chi dan dé
phai c6 nghiavahoan chinh. Ngoa ra ching phai:

1. Cétinh tuan tu.
2. C6 gidi han.
3. Chinh xéc.

Va MTBT hoat dong theo nguyén tic: “ Tw dong diéu khién bing chwong

trinh .

Chuong trinh >
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Ta c6 thé minh hoa qua trinh xt ly dit lidu trong MTDT bang luoc d6 ¢ hinh dudi
day:

Hinh 1.2. Qué trinh xiz ly diz ligu trong MTHT.

Cu thé hon, gia sir ta cd dir liéu vao 1a X can xi ly. Bang mot ¢dng cu tinh todn
khong phai lAMTDT, con ngudi ¢d thé thuc hién tinh toan theo mot giai thuat f dé thu
duoc két qua Y. Qua trinh xtr 1y d6 khi sir dung MTBT duoc tién hanh tu dong nhu
sau: M& hoa X nho phép mé hoa C dé thu dugc ma x (Piéu quan trong ludn luén ghi
nho 1A MTBT chi xu ly truc tiép véi dit liéu & ma nhi phan nén ma x 1a ¢ dang nhi
phan). Thay cho giai thuat (tap c&c quy tic xtu 1y) f, MTPT xu ly tu dong dir liéu x
theo sir diéu khién caa chuong trinh P do con ngudi 14p rava luu trit sin trong bo nhé
cua may tinh. Sau khi chuong trinh P thuc hién xong, ta thu dugc két qua Y (maY ¢
trong dang nhi phan). Nho phép giai ma C™* ta thu dugc két qua phai tim Y (dudi dang
biéu dién théng dung ma con nguoi quen dung).

Su twong ang hai cach xir 1y ¢ thé md ta nhu hinh vé dudi day:

f
> Y

A

x ——> MTDT — Y

Ta cd thé tom tit mot quatrinh xu 1y dit liéu bing MTDT thuong duoc tién hanh
qua cac buac chinh sau:
- Truéc hét, dua chuong trinh can thuc hién (do nguoi 1ap sin) vao bd nhé caa
may.
- Theo céc chi dan cia chuong trinh:
+ Méy bit dau xu ly dir liéu dugc nhap tir mdi truong ngoadi vao bo nhé théng qua
thiét bi nhap dix liéu.
+ May thao téc dir liéu va ghi két qua trong bo nha.
+ Puakét qua tir bo nhd raméi trudng ngodi thdng qua thiét bi xuat di liéu.
Hoat dong trén caaMTDT duogc thuc hién duatrén nguyén ly do Von Neumann
dé xuat nim 1946. Noi dung nguyén ly thé hién:
- Piéu khién chuong trinh: MTDT hoat dong theo s chi dan, diéu khién caa chuong
trinh luu trit trong bd nhé caand. Céc budc tac dong duoc tién hanh theo céc 1énh caa
chwong trinh. Chuong trinh chi dan cho MTDT biét phai 1am gi va phai 1am nhu thé
nao.
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- Truy nhap theo dia chi: Nhu d& biét, dir liéu theo nghia rong (dir liéu véo, két

qua trung gian, két qua cudi ciing, chuong trinh ...) duoc luu trir trong bd nhé trong,
nhitng viing nhé duoc dinh vi bang cac sd mata goi la dia chi. Trong chuong trinh,
dir liéu duoc chi dinh thdng qua dia chi. Nhu vay viéc truy nhap téi dir liéu la gidn
tiép.

Hai ndi dung trén la co s¢ ¢am bao cho MTDT thyc hién dugc chirc nang xu ly thong

tin mot cach ty dong.
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1.3. Biéu dién théng tin trong MTPT

1.3.1. Biéu dién théng tin trong cac h¢ dém ,
bé ¢6 co si hinh dung quatrinh xir ly dir liéu xay rabén trong MTDT nhu thé

ndo, trugc hét ching taxét cac hé dém.

Hé dém latap hop céc ky hiéu va qui tic st dung tap ky hiéu dé dé biéu dién va
xéc dinh céc giatri cac 5. Mai hé dém co mot sb ky sd (digits) hitu han. Téng sb ky sd
caamdi hé dém duoc goi lace sé (base hay radix), ki hiéu lab.

Trong nganh toén - tin hoc hién nay phé bién 4 hé dém la hé thap phan, hé nhi
phan, hé bét phan vahé thap luc phan.

1.3.2. H¢ dém thap phan (Decimal system, b=10) 7

Hé dém thap phén hay hé dém co s6 10 la mot trong cac phét minh cia nguoi A
rap cd, bao gdbm 10 ky sb theo ky hiéu sau: 0, 1, 2, 3,4,5,6,7, 8,9

Qui tic tinh gia tri caa hé dém nay 1a mdi don vi & mot hang bat ky c6 gia tri
bang 10 don vi cia hang ké can bén phai. O day b=10. Bit ky sb nguyén duong trong
hé thap phan c6 thé biéu dién nhu 1a mot tong cac sd hang, mdi sb hang latich caamot
sd véi 10 liy thira, trong d6 sb mii liy thira dugc ting thém 1 don vi ké tir 5 mi iy
thira phia bén phai nd. S5 mii lity thira caa hang don vi trong hé thap phan 1a0.

Vidu: S65246 co thé duoc biéu dién nhu sau:

5246=5x 103 +2x 102 + 4 x 101 + 6 x 100
=5x1000+2x100+4x10+6x1
Thé hién nhu trén goi laky hiéu md rong cia sd nguyén. Vi
5246 =5000+200+40 + 6
Nhu vay, trong sd 5246 : ky sd 6 trong sb nguyén dai dién cho gia tri 6 don vi
(19), ky sb 4 dai dién cho giatri 4 chuc (10s), ky sb 2 dai dién cho giatri 2 tram (100s)
vaky sd 5 dai dién cho gia tri 5 ngan (1000s). Nghiala, sb liy thira cia 10 ting dan 1
don vi tir phai sang tréi tuong (g véi vi tri ky hiéu s,

10°=1 101=10 102=100 103=1000 10%=10000..
M3di ky sb & thir tu khéc nhau trong sb s8 ¢ giatri khéc nhau, ta goi lagiatri vi
tri (place value).
Phan thap phan trong hé thap phan sau dau chdm phan céch thap phan (theo qui
wdc cia M) thé hién trong ky hiéu mo rong boi 10 Iy thira 8m tinh tir phai sang tréi
ké tir diu cham phan céch.

1.3.3. H¢ dém nhi phan (Binary system, b=2) , ,

Véi b=2, ching ta c6 hé ¢ém nhi phan. Bay 1a h¢ dém don gian nhat véi 2 chir
s 120 va 1. Mdi chir sb nhi phan goi 1a BIT (viét tit tir chir Blnary digiT). Vi hé nhi
phan chi c6 2 tri s6 120 va 1, nén khi mudn didn ta mot sb 16n hon, hoidc céc ky tu
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phtc tap hon thi can két hop nhiéu bit véi nhau.
Ta co thé chuyén doi hé nhi phan theo hé thap phan quen thuoc. Vi du: SH
11101.11(2) st twong duwong Vvoi giatri thap phan la:
Vi tri dau chdm céch

S6 nhiphan: 1 11 0 1 11
S5 vi tri: 4 3 2 1 0 -1 -2
Trivitri: 2% 23 22 ol 0 1 2

He10la: 16 8 4 2 1 05 0.25

nhu vay:

11101.11(2) = 1x16 + 1x8 + 1x4 + 0x2 + 1x1 + 1x0.5 + 1x0.25 = 29.75 (10)
s6 10101 (h¢ 2) sang hé thap phan s3 |a:

10101(2) = 1x2% + 0x23 + 1x22 + 0x21 + 1x20 = 16 + 0+ 4+ 0 + 1 = 21(10)

1.3.4. H¢ dém bat phan (Octal system, b=8)

Néu dung 1 tap hop 3 bit thi cd thé biéu dién 8 tri khac nhau : 000, 001, 010,
011, 100, 101, 110, 111. C&c tri nay twong duong véi 8 tri trong hé thap phéan la 0, 1,
2,3,4,5,6,7. Tap hop c4c chir sb ndy goi 1a hé bé phan, 1ahe dém vei b = 8 = 23,
Trong hé bat phan, tri vi tri lalay thira caa 8.

Vidyu: 235.64(8) = 2x82 + 3x81 + 5x80 + 6x871 + 4x872 = 157. 8125(10)

1.3.5. Hé dém thap luc phan (Hexa — Decimal, b=16)
Heé dém thap luc phan 1ahé co sb b=16 = 24, twong duong vai tap hop 4 chir s

nhi phan (4 bit). Khi thé hién ¢ dang hexa-decimal, ta cd 16 ky tw gom 10 chir s5 tir O
dén 9, va6 chirin A, B, C, D, E, F dé biéu dién céc giatri s twong tng 12 10, 11, 12,
13, 14, 15. Vi hé thap luc phan, tri vi tri lalay thira caa 16.

Vi du: 34F5C(16) = 3x16% + 4x163 + 15x162 + 5x161 + 12x160 = 216294(10)

M Chua y: mot sb ngén ngit 1ap trinh qui dinh viét sb hexa phai ¢6 chix H ¢ cudi
chir sd. Vi du: S5 15 viét [aFH.

1.3.6. Chuyén dbi giira cac hé dém

1. P6i mdt sb nguyén tir hé thap phan sang hé s b

Céch tong quét: Ldy so nguyén thdp phan Ny lan luet chia cho b cho dén khi
thirong so bang 0. Két qua cia phép chuyén doi Ny, 1a cac dur s trong phép chia viét
ra theo ther tu ngueoc lai.
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Vi du 1: Chuyén ddi sb 13 sang hé nhi phan (b=2). Nhu vay, ta st c6 phép chia
lién tiép cho 2 nhu sau:

Nhu vay, két qua thu dugc |& 13(10=1101 )
* Bing céch twong tu tacd thé chuyén mot sb nguyén tir hé thap phan sang hé béat
phéan hay h¢ thap luc phan.
Vi du 2: Chuyén ddi s6 21 sang hé bét phan (b=8), tass ¢ phép chialién tiép cho
8 nhu sau:
2

8

5 2 8
Sb dw 2

Vay, két qua thu duoc 1 2150 = 254,

Vi du 3: Chuyén ddi sb 21 sang hé thap luc phan (b=16), ta s3 ¢ phép chialién
tiép cho 16 nhu sau:

21| 16
5 1 16
S6 dw 1 0

Vay, két qua thu duoc 1& 2110) = 1546
2. Chuyén mét sb tir hé co' sb b sang hé thap phan
Véi 1 85 & dang co sb b co dang tong quét 1
A1 .. Ap, 182
Thi taco céc cach chuyén doi sang hé thap phan nhu sau:
* Chuyén tir hé dém co' sb 2 sang hé 10:
Dé tim duoc céch biéu dién sb ndy dudi dang hé dém 10 ta tinh gia tri cua da
thirc sau:
a, 2" +a,1.2" "+ ..a0.2°

Vidul: 1101 =1.2°+1.2% +0.2" +1.2°=13
* Chuyén tir h¢ dém co sb 8 sang hé 10:
Dé tim duoc céch biéu didn sb ndy dudi dang hé dém 10 ta tinh gia tri cua da
thirc sau:
a, .8" +a,1.8" '+ ..a,.8°
Vidu2: 15g =1.8"+5.8" =13
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* Chuyén tir h¢ dém co sb 16 sang hé 10:
Dé tim duoc céch biéu dién sb nay dudi dang hé ¢ém 10 ta tinh gia tri cia da
thirc sau:
a, .16" +a,.1.16"+ ...a,.16°
Vidu3: 14 =1.16"+4.16° =20,

3. Chuyén tir hé dém co' s6 2 sang hé dém co' sb 16 va nguoc lai :
Pé chuyén tir hé 2 sang hé 16 ta chi can nhom 4 s tir phai sang tré (ng véi giatri
bo 4 sb nhi phan taco sb hé 16 tuong trng().
Vidu: 1110 1010 1001= EA9
Nguoc lai, ¢é chuyén tir hé 16 sang hé 2 ta viét tirng bo 4 chir 6 nhi phan tuong
g vai ting chix sb hé 16. Vi dy : DOF1=1101 0000 1111 0001
4. Bang twong quan giira cac hé dém

Hé 10 Hé 2 Hé 8 Heé 16
0 0 0 0
1 1 1 1
2 10 2 2
3 11 3 3
4 100 4 4
5 101 5 5
6 110 6 6
7 111 7 7
8 1000 10 8
9 1001 11 9
10 1010 12 A
11 1011 13 B
12 1100 14 C
13 1101 15 D
14 1110 16 E
15 1111 17 F
5. Phép toan co ban cia sb nhj phan
- Phep cong
0+0=0 0+1=1
1+0=1 1+1=10
- Phép tri
0-0=0 1-1=0
1-0=1 10-1=1
- Phép nhén
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0*0=0 0*1=0
1*0=0 1*1=1
- Phép chia
0/1=0 1/1=1
1.4.Tin hoc

1.4.1. Céc linh vuc nghién ciru cia tin hec
Tin hoc (Informatics) dugc dinh nghia 1a nganh khoa hoc nghién ctu cac
phuong phép, cong nghé va ky thuat xir 1y théng tin tw dong. Cong cu chi yéu cuatin
hoc la méy tinh dién tir va céc thiét bi truyén tin khéc. Viéc nghién ciru chinh cuatin
hoc nham vao hai ky thuat phét trién song song:

— Ky thugt phan aing (hardware engineering): nghién ciru ché tao céc thiét bi, linh
kién dién tr, cdng nghé vat liéu méi... hd trg cho méay tinh va mang méy tinh, day
manh kha nang xir ly toén hoc vatruyén théng théng tin.

— Kj thudt phan mém (software engineering): nghién ctru phét trién céc hé diéu
hanh, ngdn ngix 1ap trinh cho cé&c bai toan khoa hoc k¥ thuat, md phong, diéu khién tu
dong, t6 chirc dit liéu vaquan ly hé thong théng tin.

1.4.2. U'ng dung ciia tin hec , ‘
Tin hoc hién dang duoc (rng dung rong réi trong tat ca cac nganh nghé khac nhau
cua x& hoi tir khoa hoc k§ thuat, y hoc, kinh té, cong nghé san xuat dén khoa hoc x&
hoi, nghé¢ thuat,... nhu:
— Ty dong hda cong tac van phong
—  Théngkeé
—  Cong nghé thiét ké
- Gidoduc
—  Quan tri kinh doanh
— Anninh qudc phong, ...
bac biét ngay nay, véi viéc tng dung Internet, nhan loai dang dugc huong loi tir
nhitng dich vu méi nhu:
—  Thudiéntk
—  Thuviéndién tir
— E_Learning
—  Thuong mai dién tu
—  Chinh phu dién tu, ...

1.4.3. Méy tinh dign tir va lich sir phat trién

Do nhu cau can tang d6 chinh x&c va giam thoi gian tinh todn, con nguoi déa quan
tam ché tao c&c cdng cu tinh todn tir xea: ban tinh tay cua nguoi Trung Qubc, may
cong co hoc cia nha toan hoc Phép Blaise Pascal (1623 - 1662), may tinh co hoc cd
thé cong, trir, nhan, chia caa nha todn hoc Bic Gottfried Wilhelmvon Leibniz (1646 -
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1716), may sai phan dé tinh céc dathirc toan hoc ...

Tuy nhién, may tinh dién tir thuc sy bat dau hinh thanh vao thap nién 1950 vadén
nay da trai qua 5 thé hé va duoc phan loai theo sy tién bo vé cong nghé dién tir va vi
dién tir ciing nhu céc cai tién vé nguyén ly, tinh nang valoai hinh caano.

Thé hé 1 (1950 - 1958): may tinh sir dung cac bong dén dién tir chan khéng, mach
riéng r&, vao sd liéu bang phiéu duc 13, diéu khién bang tay. May c6 kich thudc rat 16n,
tiéu thy niang luong nhiéu, téc do tinh cham khoang 300 - 3.000 phép tinh/s. Loai méay
tinh dién hinh thé h¢ 1 nhu EDVAC (M) hay BESM (Lién X6 ci),...

Thé hé 2 (1958 - 1964): méy tinh dung bo xir ly bang dén ban dan, mach in. May
tinh d& c6 chwong trinh dich nhu Cobol, Fortran va hé diéu hanh don gian. Kich thugc
may con |én, tbc do tinh khoang 10.000 -100.000 phép tinh/s. Pién hinh nhur loai IBM-
1070 (M) hay MINSK (Lién X ci),...

Thé hé 3 (1965 - 1974): méy tinh dugc gan céc bo vi xtr ly bang vi mach dién tir
¢ nho ¢ thé cd duoc téc do tinh khoang 100.000 - 1 triéu phép tinh/s. My d& c6 céc
hé diéu hanh da chuong trinh, nhidu nguoi dong thoi hodc theo kiéu phan chia thoi
gian. Két qua tir méy tinh cd thé in ratryc tiép & may in. Dién hinh nhu loai IBM-360
(M§) hay EC (Lién X6 ci),..

Thé hé 4 (1974 - nay): may tinh bit dau o6 cac vi mach da xir ly 6 toc do tinh
hang chuc triéu dén hang ty phép tinh/s. Gia doan nay hinh thanh 2 loai may tinh
chinh: méay tinh ca nhan dé ban (Personal Computer - PC) hoic xéch tay (Laptop hoic
Notebook computer) va cac loai may tinh chuyén nghiép thuc hién da chuong trinh, da
xir 1y,... hinh thanh c&c hé thong mang may tinh (Computer Networks), va céc ting
dung phong phu da phuong tién.

Thé hé 5 (1990 - nay): bit dau céc nghién ciru tao ra céc may tinh md phong céc
hoat dong caa ndo bo va hanh vi con nguoi, ¢o tri khén nhan tao véi kha nang tu suy
din phét trién céc tinh hubng nhan dugc vahé quan ly kién thic co ban dé giai quyét
cac ba toan dadang.

~ CHUONGII
CAU TRUC TONG QUAN CUA MTDT
. 03 tiét (L'[:OS, BT:00, TH:00, KT:00)
2.1. Phan cieng (CPU, b nhé, thiét bi vao ra).
Phan cing co thé dugc hiéu don gian latat ca cac phan trong mot hé may tinh ma

chiing ta c6 thé thay hoic s dugc. Phan cirng bao gom 3 phan chinh:

- bon vi xur ly trung tdm (CPU - Central Processing Unit).

- Bo nhd (Memory).

- Thiét bi nhap xuét (Input/Output).
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Piacang, diamém, bang tir

Hinh 2.1. Cdu trtc phan cieng ciia may tinh
2.1.1. Bg xar ly trung tdm (CPU - Center Processing Unit )

CPU labo phan quan trong nhat caa MTDT. N6 ¢d chirc nang xu ly, tinh toén dit
lieu dudi sy diéu khién caamét chuong trinh d& duoc luu trir trong bd nhé, né quan ly
tat ca cac hoat dong caa hé théng may tinh vathuc hién tit ca cac thao tac trén dir liéu.
Hau hét cac CPU chi bao gdm 1 tap cac mach logic thuc hién lién tuc 2 thao téc:

+ Tim nap Iénh.

+ Thuc thi [énh.

CPU c¢6 kha nang hiéu va thuc thi cac Iénh dua trén mot tap cac ma nhi phan,
mdi mot ma nhi phan biéu thi mot thao téc don gian. Céc lénh nay thuong la cac lénh
sd hoc (nhu cong, trir, nhan, chia), cac Iénh logic (nhu AND, OR, NOT, XOR, ...,
céc lénh di chuyén dir liéu hoic céc 1énh ré nhanh, duoc biéu thi boi mot tap cac méa
nhi phén vadugc goi latap I1énh (instruction set).
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Single Edge cache socap
Contact Cartridge

Hinh 2.2. Hinh anh CPU.

CPU ¢6 3 b phan chinh: khéi diéu khién, khdi tinh todn b hoc valogic, va mot
sd thanh ghi.

- Khéi diéu khién (CU: Control Unit)

Latrung tAm diéu hanh méy tinh. N6 c6 nhiém vu giai ma céc 1énh, tao ra cac tin
hiéu diéu khién cong viéc caa cac bo phan khac caa méy tinh theo yéu ciu cua nguoi
S dung hoac theo chuong trinh da cai dat.

- Khéi tinh toan sb hoc valogic (ALU: Arithmetic-L ogic Unit)

Bao gdbm céc thiét bi thuc hién céc phép tinh sb hoc (cong, trir, nhan, chia, ...),
cac phép tinh logic (AND, OR, NOT, XOR) va cac phép tinh quan hé¢ (so sanh Ién
hon, nhé hon, bang nhau, ...)

- Cécthanh ghi (Registers)

Ngoai hai bo phan néi trén ra, bén trong CPU con c6 mot sb thanh ghi nhu 14
céc khbi ghi chép dé day nhanh viéc thuc hién cac phép toan. Céc thanh ghi thuong
dugc ding dé ghi nhan cu Iénh dang duoc thuc hién, luu trit cac todn hang, cac két
qua trung gian. Vi du thanh ghi tong (accumlator), thanh ghi nho (storage register)
lwu trir tam thoi dir liéu, thanh ghi dia chi (address register) ding dé chi dia chi luu
trir Iénh hoac dit li¢u, thanh ghi chung (general - purpose register) dugc sir dung cho
mot vai muc dich khéc nhaw.

Thanh ghi |& mét bd nhé cuc nhanh. S5 lwong, dung luong cée thanh ghi tuy
thuoc vao b vi xir Iy chinh cia méy, sd lugng céc thanh ghi nay khdng cd nhiéu,
khoang chuc céi. Song né dugc gan chat vao CPU bang cac mach dién tir voi nhiing
chirc nang cu thé, chuyén dung nén téc do trao d6i thdng tin 1a cuc ki 16n va cac cau
lénh 1am viéc véi thanh ghi duoc viét ra ciing cuc ki don gian. Trong CPU cia hang
Intel. Ho 80x86, c6 13 thanh ghi 16 bit sau: AX, BX, CX, DX, SP, BP, Sl, DI, CS, DS,
ES, SS, IPvaFlag (thanh ghi co).

Dudi sy diéu khién caa CPU, thdng tin ¢6 thé chuyén nhanh tir thanh ghi nay
sang thanh ghi khéc.

Céc thanh ghi mang céc chiic nang chuyén dung gidp ting toc do trao doi théng
tin trong may tinh.
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T6m lai, CPU gom mot dong ho phét xung, CU, AL U, mot sb thanh ghi. CPU ciia céc
may Vi tinh co kich thudc rat nho, nam gon trong mot phan tir mach dién thuong duoc
goi laCHIP hay IC.
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2.1.2. Bg nhé

B6 nha lathiét bi co chirc nang dung dé luu trix théng tin vadit liéu, bo nhé dinh
nghia nhu la kha nang ghi nhé di liéu va chuong trinh cia méy tinh. MTDT xu ly dir
liéu theo chuong trinh khi ca dir liéu va chuong trinh da duoc luu trir trong bo nhéd. Bo
nhé ¢6 nhitng dac trung chinh sau:

- Téc d6 truy nhap (access time) téi bo nhé 1a khoang thoi gian ké tir khi phét
tin hiéu diéu khién doc/ ghi dén khi viéc doc ghi trong bd nhé hoan thanh. Téc do truy
nhap lamot yéu té quyét dinh téi toc do chung cuamay.

- Dung luong b nhg (memory capaccity) chi khdi luong dit liéu mabg nhé co
thé luu trir dong thoi.

- Tir mé&y (memory word) |ady cac bit nhd nhi phan ma CPU c6 thé xir 1y dong
thoi trong mot phép todn co ban. M&i MTDT c6 d6 dai tir may (sb lwong céc bit nhé)
xéc dinh, thuong 124, 8, 16, 32 ... bits (twong tng nira, mot, hai, bon byte).

Trong may tinh, viéc lam nay thuc hién thdng qua cac mach dién tir va nhitng
mach dién ndy dugc gian |én mot mach ban dan (Semicodutor chip). Nhitng con chip
nay duoc cam vao céc khe ¢ trén bo mach cha (Motherboard). B nhé ¢ thé duoc
chialam 2 loai:

+ B0 nhé so cap (Primary Memory).

+ B0 nhé thir cip (Secondary M emory).

a. Bg nhgtrong
Labo nhé dugc dung dé ghi chuong trinh va dir liéu trong thoi gian xu ly. Gidp
cho qué trinh truy xuét dit liéu dugc nhanh. B nhd ndy duoc goi 1abd nhé chinh hay
bo nhé trung wong - Bo nhé trong. Loai bo nhd nay thuong tra trén bo mach chua, né
co dac diém:
- Tbcdo trao ddi théng tin véi CPU rét Ion.
- Dung lugng b nhé khéng cao, giathanh dat.
B6 nhé so cap hién nay thuong duoc xdy dung véi 2 loai vi mach nhé co ban
sau:

@ RAM: (Random Access Memory - Bo nhé truy xuit ngau nhién): La bo
nhé trong khi may tinh hoat dong c6 thé ghi va doc céc théng tin mot cach dé
dang. Dix liéu phai nudi bang ngudn nudi nén di liéu luu trir trong RAM s bi x04
khi mat ngudn nudi. Tic la khi mat dién théng tin trén d6 ciing mét theo.
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Hinh 2.4. Hinh anh mgt s6 thanh RAM.

@ ROM : (Read Only Memory - B nhé chi doc): Labd nhd mata chi co thé
doc théng tin ramakhdng ghi dugc théng tin 1én d6. Thong tin trén ROM do nha
san xuit ghi 1én va n6 khdng bi mat khi ngat dién hay tit may. N6 dugc ding dé
chiradir liéu va chuong trinh ¢ dinh diéu khién may tinh khi mai bat dién.

@ Bang sau ddy s& cho chiing ta thay su khéc nhau ciia 2 loai bo nhé so cip
(Primary Memory):

RAM ROM
1. N6 1abd nhé cd thé doc vaghi 1én nd, chang | 1. N6 1abo nhd chi doc. Nguoi ding
han nguoi diing o6 thé ghi noi dung 1én no khong thé ghi bat cir gi 1én bo nhé
hoac doc ndi dung tir b nhé. nay.

2. Noi dung bo nhé s3 mat di chang han khi bi | 2. Néi dung khéng mat di, n6 duoc
ngat dién, noi dung bd nhé & bj x04 lwu trir vinh vién.

Hau hét c&c hé théng may tinh déu c6 6 diavamot dung lwong ROM nho chi can
du @é luu gitr cac chuong trinh ngan, thuong sir dung nham thire hién céc thao tac xuit
nhap. Cac chuong trinh va dit liéu coa nguoi st dung duoc luu trén dia va dugc nap
vao RAM @dé thuc thi. Vai gia thanh lién tuc duoc giam hap, cac hé may tinh nho
thuong chirabd nhd RAM tir hang triéu Byte dén hang tram triéu Byte.

b. B¢ nhé ngoai

B6 nhd ngoai 1a bo nhé bén ngoai (External Memorry). Vi dung lugng bo nhé
so cap (primary) hoi it va b nhd RAM thi c6 nhuoc diém la mat di khi khdng co
ngudn dién, con bd nhé chi doc ROM thi lai khéng thé ghi 1én n6é duoc nén c6 mot
giai phap chon mot bo nho bén ngoai vira cd kha nang ghi vadoc dé khic phuc.

B6 nhd ngodi 1a céc thiét b luu trix théng tin véi khéi luong 16n. Toc do truy cap
cham hon bd nha trong. Bo nhé ngoai dién hinh nhat hién nay 1a dia tir vadia quang.

o HDD - bia cirng

Pia ciing 1a mot céi trai trong méy tinh. N6 ¢ thé xem nhu [amét tap hop nhiéu
dia (nhu dia hét) xép chong Ién nhau nhung khong hoan toan tiép xdc. K& ho gitra
nhitng dia ndy thi rat nhé nhu soi toc. Mdi dia & duoc luu trit dit liéu. Dit liéu dugc
lwu trix va truy xuit tir dia boi mot dau doc. Trong sudt qua trinh doc va ghi dau doc
chi ding mot chd con céc dia thi quay véi toc do rat cao dudi dau doc. Pau doc co thé
doc va ghi dit liéu tir mot phan caa dia dang quay phia dudi né. Dit liéu duoc sip xép
trong mot bo céc vong dong tam duoc goi 1aranh (Track). Mdi ranh ¢ cing do rong
nhu dau doc. R4t nhiéu bit dir liéu dugc luu trir trén mdi ranh. Vi thé khi mat do dix
liéu cang nhiéu thi cang huéng vao trong cling caa ranh.
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Dit liéu duoc luu trix vatruy xuit tir dia theo tirng khéi (block). Dit liéu duoc luu
trir trong tirng khéi nhur vay goi 1a sector. Mdi Sector ¢ chiéu dai ¢ dinh hozc thay
ddi. Céac Sector ké can nhau duoc tach biét boi cac khe ranh. Mot sb dir liéu diéu
khién duoc ghi trén dia dé nhan dang diém bat dau va diém két thic caa mdi Sector.
Dir liéu ndy duoc ghi trong sudt qué trinh dinh dang (format) va chi do dia cirng sir
dung, nguoi sir dung khong thé truy nhap vao.

! \‘ Tracks

Hinh 2.5. CAc logi dau doc trén dia cing.

Pau doc c6 thé dugc ¢b dinh hoic di chuyén. Béi véi dau dia cb dinh thi mdi
rénh (Track) c6 mot dau doc ghi riéng. Céc dau doc duoc dinh vao mot cénh tay don
chéc chin. Céanh tay don nay dudi ngang qua tit ca cac ranh (Track). Con dia cé dau
doc di chuyén thi chi c6 mot dau doc ghi. Pau doc duoc dinh 1én mot canh tay don va
canh tay don nay ciing co thé dudi ra hoac thut vao.

Céc dia duoc dinh trén mot 6 dia. N6 chira dung canh tay don, mot tru quay cé
dia va céc dién tir can cho viéc nhap liéu va xuit liéu céc dit liéu nhi phan (Binary
data).

Hinh 2.6. Cdu tgo bén trong dia cing.

Trong mot vai 6 dia (Disk drives) nhiéu dia c6 thé duogc xép chdng 1én theo
chiéu doc. Nhiéu canh tay don duoc sir dung, toan bo don vi d6 duoc goi 1a hop dia
(Disk pack). Pau doc va ghi dugc dinh vi & mot khoang céch ¢b dinh so véi dia dé
cho phép khe ha cho khéng khi.

Tap hop céc ranh tuong tng trén toan bo bé mat hop dia cach déu véi truc duoc
goi 1a mot tru (Cylinder). Toan bo céc dia ndy va cac dau doc - ghi dugc dong vao
mot hop chan khong dé bao vé dia khoi bui vasdc dién.
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Hinh 2.7. Hinh anh dia ciing

Khi dia cing dang duogc truy cap, nd s8 tao nén mot &m thanh hoi dic biét. Diéu
nay cho thy rang 6 dia cang lamot vi du vé thiét bi co ca phan co vadién tir.

Strc chua dir liéu tiéu biéu cia mot dia cirng ngdy nay trén thi truong 1a 10 G,
20G, 30G, 40G, ... bia cing thuong duoc lap trén Case chira CPU c6 mat do ghi
théng tin rat 16n & mirc GB. Vi dia cirng thi dia dugc lip trong hop goi 1a6 dia cimng.
Khi sir dung chi viéc cim Cable dién va Cable di liéu cho no.

o FDD - Pbiamém

NG la mot dia tir dang trung. Pem so véi 6 dia cang thi nd rat nho vé mat dung
lwgng. Tuy nhién no ciing dugc xem la quan trong vi tinh dé dang mang theo. N6 phu
hop vai viéc sao chép vadem dir liéu tir méy ndy sang may khéc. Tat ca c&c viéc can
thuc hién 1a duadiamém vao trong 6 dia, sao chép di liéu tir 6 diacung sang diamém
vadwano sang méy tinh dang can |y dit liéu d6. Biamém van duoc xem | céch trao
d6i thong tin gittahai may tinh mot cach nhanh varé tién.

Pia mém duoc boc trong mot bao nhwra dé bao vé né khoi sic néng, bui va sbe
dién. Khi mot diamém bj boc vo rathi co hai sy viéc ¢6 thé xut hién:

+ Pia mém c6 thé bi hu hai vé mat vat ly, dan dén tinh trang mit di liéu chira
dung trong no.

+ Piamém o6 thé khong bi tray rach nhung dit liéu ¢6 thé bi mat.

Hinh 2.8. Hinh anh dia mém.

Pia mém co dic tinh rat hay d6 1a chong ghi (Write protect). Hay xem céi
miéng day trong hinh, n6 c6 thé duoc day 1én trén dé dong céi 16 d6. Khi céi 16 dong
lai thi viéc ghi dit liéu co thé dugc thuc hién 1én dia mém, nguoc lai ta chi doc noi
dung trén dia. Vi thé ca miéng day d6 co thé duoc kéo 1én dé céi 15 ho ravi vay khéng
ai cothé voy thay ddi dit liu duoc luu trén dia mém.

Céc diamém thuong c6 kich thudc 5.1/4 va3.5 . Con sd ndy néi dén duong kinh
cuadia. Dung luong luu trir ciadiamém & 1,2 MB; 1,44 MB, ngodi ra hién nay dang
cO loai 2,88 MB hoac 720 KB v.v ...

Véi dia mém ta phai ding véi 6 mém. O mém chi hoat dong khi c6 dia mém
trong d6. Mat do ghi thdng tin trén diamém nho chi & mac MB.
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o PiaCD/DVD

Khi nhu cau vé dung luong ting cao va co nhiéu phuong tién luu trit thir cip tin
cay hon thi c6 mét loai phuong tién luu trir tha cdp méi dang bét dau phd bién. D6 1a
CD (Compact disc), ddy |1a loai dia hién nay duoc bén phd bién trén thi truong, gia
thanh ré, kha nang luu trir thong tin 16n, do an toan dir liéu khong cao.

Loai dianay né rat gidng nhu mot dia cirng, nhung vé mat dung luong luu trix thi
vo cling [on. Téc do truy cap diru liéu tir CD 1arat nhanh, kha nang luu trit dir liéu cua
CD khoang 640 MB dén 700 MB. M6t dia CD c6 thé dung dé luu dit liéu dang 9,
chit, &m thanh va hinh anh.

Co hai loai dia quang dang duoc Sir dung trén thi truong hién nay ladiaCD - ROM
(Compact Disc Read Only Memory) vaWORM (Write Once Read M emory).
2.1.3. Cac thiét bi nhdp/ xudt

a. C4c thiét bi nhap

Céc thiét bi thuong dung cho viéc lay dir liéu tir nguoi sir dung (nguoi sir dung
nhap théng tin vao méy tinh) duoc goi la thiét bi nhap. Céc thiét bi nhap duoc ding
phé bién hién nay |a

@ Ban phim (Keyboard, thiét bi nhap chuan): lathiét bi nhap di liéu va cau Iénh,
ban phim may vi tinh phd bién hién nay 1a mot bang chira 104 phim ¢ céc tac dung
khac nhau.

C6 thé chialam 3 nhém phim chinh:

+ Nhom phim danh méy: gom céc phim chit, phim sd va phim céc ky tu dac biét

~! @#3$ %"&,?..).

+ Nhém phim chitc nang (function keypad): gom céc phim tir F1 d¢én F12 va céc
phim nhu « 1 — | (phim di chuyén tirng diém), phim PgUp (Ién trang man hinh),
PgDn (xudng trang man hinh), Insert (chén), Delete (x6a), Home (vé dau), End (vé
cudi).

+ Nhém phim ss (numeric keypad) nhu NumLock (cho céc ky tu s5), CapsLock

(tao c&c chit in), ScrollLock (ché do cusn man hinh) thé hién & c&c dén chi thi.

@ Chugt (Mouse): La thiét bi can thiét pho bién hién nay, nhit 1a c&c may tinh
chay trong mdi truong Windows. Con chudt c6 kich thugce vira nam tay di chuyén trén
mot tam phiang (mouse pad) theo huéng ndo thi diu nh&y hodc miii tén trén man hinh
s8 di chuyén theo hudng d6 tuong ng véi vi tri caa cua vién bi hoic tia sang (optical
mouse) nam dudi bung caand. Mot sd may tinh ¢ con chugt dwgc gin trén ban phim.

AV

Hinh 2.10 Hinh anh Chugt may tinh.
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@ May quét hinh (Scanner): 1a thiét bi dung dé nhap van ban hay hinh vé, hinh
chup vao méy tinh. Théng tin nguyén thay trén gidy s duoc quét thanh céc tin hiéu sd
tao thanh céc tap tin anh (Image file).

Vamét sd thiét bi nhap liéu khac nhu Webcam,...

b. Céc thiét bi xuat

Céc thiét bi co trach nhiém duacéc théng tin can hién thi ra ngoai. Nhiing théng
tin dau ra cd thé duogc hién thi 18n man hinh. Loai hién thi ndy vé ban chit chi 1a tam
thoi vi néu xay ra sy ¢ mit dién thi phan hién thi trén s8 mat. Mot céch hién thi thu
hai d6 latao cac ban copy cang (Hard copy) hoic in ra céc dit liéu dau ra Dang nay
vé ban chét dugc luu 18 dai hon va hiéu qua hon khi ta can phan phét cac dit liéu dau
ranay.

Nhirng thiét bi cd thé cung cip cac ban Hard copy nay la cac méy in (Printer)
vamay vé (Ploter). Mot may in duoc dung khi dir liéu dau ra & dang van ban va hinh
anh. Con may vé (Ploter) thi thuong dung cho cac ban vé ki thuat hoac xay dung.
Chuing ta sg di tim hiéu chi tiét vé may in trong phan tiép theo.

@ Man hinh (Screen hay Monitor, thiét bi xuat chuan): Man hinh c6 thé duoc
phén loai dyatheo kich thudc hodc dang thu song.

- Kich thude: Hau hét cac man hinh do duoc 12 inches theo duong chéo. Nhung
vé6i nhitng man hinh 16n lon kich thudc khoang 14 hay 17 inches thi rat phé bién véi
nhitng ngudi 1am cong viéc d6 hoa. Cac man hinh déu cd cé&c phan diéu khién thao téc
diéu chinh d6 sang va dé twong phan ciaa man hinh hién thi. Chirc nang cia né gidng
nhu dng tiadién tr (CRT - Cathode Ray Tube) duoc dung trong Tivi.

- Mau sic: Cac man hinh ¢6 thé & dang don sic chang han nhu mén hinh den
trang hozc man hinh mau.

Hinh 2.11 . Man hinh may tinh.

Man hinh ¢ hai ché d6 biéu hién: Text va Graphic.

- O ché do Text 80 cot x 25 hang.

- O ché 46 Graphic man hinh ¢ do phan giai chuan 1& 640 x 480 dot.

Toa d6 danh sb tir goc tréi trén tang dan qua phai, xuéng dudi vabat dau tir sd 0.

- O ché @6 Text c6 con nhéy nhu “ - ” 1udn nhip nhay ¢ tin s 15— 20 lan / phut
nhic nhé diadiém |am viéc trén man hinh.

- G ché 6 d6 hoa céc phan tir biéu dién dudi dang diém tuy theo d6 phan giai
cao hay thap cualoai man hinh. Thuong thi ¢ ché d6 chuan 1a640 x 480 dot.

Trén man hinh d6 hoa khdng cd con tré xuat hién nhu ¢ man hinh Text.
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@ May in (Printer): Khi can dwa théng tin ra gidy thi nguoi ta sir dung may in.
Tuy theo y&u ciu cdng viéc va diéu kién thuc té nguoi tasir dung céc loai méy in khéc
nhau. Hién nay thudng ding hai loai méy in chu yéu: Méy in kim vamay in LASER.

Céc may in ldy théng tin tir bo xir ly trung tam (CPU) vain théng tin d6 1én trén
giay. Ngay nay ¢ rat nhidu loai may in dugc phan loai theo nguyén ly 1am viéc caa
chiing. Néu céc ban da ting thay méy danh chir hoat dong thi ban s& thiy duoc rang
khi mot phim duoc nhan, mot ca bla gd dugc gan voi phim s8 dap vao day rubing
(Ribbon). Day Rubing dugc phi 1én mot [6p muc ¢ trén mot bé mat cia nd. Va bé
mit duoc phu 16p muc d6 S8 dung vao mat to gidy thé 1a vét in caa mot chit dugc xuat
hién. Mot vai loai méy in dau tién da sir dung nguyén ly gidng nhu thé vaduoc goi 1a
may in gb (impact printer). Tuy nhién ciing cO va loai méy in khéng co sy va cham
gitta phim va day rubing va gidy. Cong nghé nay khéc xa véi loai may in gb va dugc
goi lamay in khéng gd (not impact printer).

Vi du vé mayingd (impact printer) nhu:

- Méy in kim (M&y in matran chim — Dot matrix Printer): Laloai may khéng
ding bd chir tao dang sin ma sir dung mot bo cac kim. Anh hay chir duoc tao bang cac
cham do kim in dap vao bang myc in véo gidy. Nhu vay mdi chir dugc thé hién qua
mot to hop céc diém tach tir mot ma tran diém (khung chix). Vi ly do ndy mamay in
kim con goi 1a mdy in theo kiéu ma tran (dot-matrix printer). Chat lwong ciaméy in
kim c6 thé danh gia qua toc do in tinh bang sd ky tu in dwgc trong mot gidy
(characters per second) vamat do diém may in c6 thé in dugc. Tinh nang thir hai nay
do do nét chaanh vachir dugcin ra

Mady in kiéu nay rit gon nén hay duoc ding véi c&c may vi tinh. Théng dung
hién nay ¢ nudc ta dang dung ca&c méy in nhu: EPSON FX (9 kim), EPSON LQ (24
kim), EPSON LX (9 kim).

- Mé&y in dong (Line Printer)...

Vi du vé méy in khong gd (not impact printer) nhu:

- Méy in LASER (Laser printer): May in loai nay dung ky thuat Laser dé tao
anh tiing trang mot trén mot dng myc. Uu diém caa loai méy nay la chat luong caa
chir va anh rat cao. Tuy nhién giathanh caaloai may in Laser con cao.

Hién nay ¢ nhiéu co so nudc tadang sir dung cac loai may in Laser: HP Laser Jet
11, HP Laser Jet I11p, HP Laser Jet 4 ...

- Méy in phun myc (ink — Jet Printer)...

Hinh 2.12. Hinh dnh mét s6 logi may in.
@ May chiéu (Projector): Chirc niang twong ty man hinh, thuong duoc sir dung
thay cho man hinh trong cac budi Seminar, béo céo, thuyét trinh, ...
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va m(f)t‘sé thjét bi xuat khécnhu Loa,...
2.2. Phan mém (H¢ diéu hanh, chwong trinh &wng dung, mgon ngir 1ap trinh).
2.2.1. Khéi ni¢m phan mém

Phan mém la mét bo chuong trinh céc chi thi dién t ra lénh cho méy tinh thuc
hién mot cdng viéc ndo do theo y cianguoi sir dung. Ching ta khdng thé thdy hoic sd
dugc phan mém miac du ta o thé hién thi chuong trinh 1én man hinh hoac may in.
Phan mém cd thé duoc vi nhu phan hon cia may tinh ma phan xéc ciamay tinh chinh
|a phan cing.

Trong d6, phan mém la mot tap hop cac chuong trinh, méi chuong trinh 1a mot
tap c&c cau lénh, mdi cau lénh A mot chi dan cho may tinh dé lam mot cong viéc ndo
do.

Mot may tinh bo tdi ¢ thé xem nhu 1A mat phan mém vi nd gom nhiéu churong
trinh két hop |ai.

Méi quan hé giira 3 kha niém cau lénh, chuong trinh va phan mém cé thé duoc
biéu dién bang so do sau:

Phan mém
Chuong trinh 1 Chuong trinh 2
Céc cau lénh Céc caulénh Céc cau lenh

Hinh 2.13. Mdi quan hé giira cac khai niémtrong phan mém.
2.2.2. Phan logi phan mém

C6 hai loai phan mém la phan mém ang dung va phan mém hé thng.

a. Phan mém @ng dung.

Phan mém duoc phét trién cho mot tng dung dic thi dugc goi 1a phan mém ung
dung. Xét truong hop ding may tinh dé in hoa don tién dién. Ching ta can nhiing
thong tin sau:

S6 hiéu khéach hang.
Ngay bét dau doc 5.
Ngay két thic doc S5.
Sb dién caalan ghi cubi cung vahién tai.
. Tigiatrén mot don vi tiéu thu.
Vacéc huéng dan sau:
- Yéu ciu ngudi dung nhap céc thdng tin dé cap ¢ trén.
- Duing cdng thirc (Chi s6 doc hién tai - Chi s6 doc lan cusi cuing) *
Ti gia trén mgt don vi tiéu thy thi ching ta s3 tinh duoc thanh tién caa hoa
don.
- Inhoadon.

akrwpdnPE
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Bay gio chuong trinh duoc viét dé doc nhitng dir lidu nay, xi Iy vain ranhiing
hoé don giéng nhu ching tanhan, dugc goi 1a cac chuong trinh ang dung.

V6i ban chat chuyén dung, mot phan mém tng dung s3 chi ¢o thé 1am cong viéc
ma né duoc mong doi, gidng nhu g dung in hoa don tién dién. Phan mém ndy s3
khdng thé in ra hoa don dién thoai boi danh sach céc dit liéu dwa vao, thong tin rava
quy trinh xtr ly khac irng dung tinh hod don dién thoai.

Nguoi dung phai nhap di liéu cho chuong trinh.

Ngoai c&c chuong trinh tng dung giai quyét cac bai toédn riéng 1¢, cac chuong
trinh quan trong, c6 tinh &ng dung cho nhiéu nguoi, trong nhiéu linh vuc trong yéu va
duoc cai dit co chét luong cao thuong duoc bén trén thi truong. Do vay, phan mém
loai ndy con dugc goi 1a phan mém thuong mai (commer cal software).

Vi du mot vai phan mém tng dung phé bién nhu:

+ Xir ly tir: Dung cho nhitng cdng viéc trén co so van ban nhu 1aviét thu chuyén
nghiép, chuan bi b&o céo, céc cong viéc phét hanh. Pugc dung boi céc tac gia, tat ca
cac van phong. Vi dy nhu chuong trinh soan thao van ban: MS Word, Vietres, Word
Xp, WordPofect, ...

+ K& toan: Dung dé chuan bi céc bang thu chi thir nghiém, bang quyét toan. Vi
du chuong trinh: Tally, MS Excel, Lotus 1-2-3, Quatro ...

+ Chwong trinh vé: Dung dé vé: Paint, CAD, ...

+ Céc hé quan |y co sé dir liéu: Foxbase, Foxpro,... La c&c phin mém chuyén
dung phd bién d&dugc thwong mai hoa

b. Phin mém h¢ théng:

Loai phan mém duoc dung dé 1am cho méy tinh (m&y moc) hoat dong, hiéu dir
lieu vanhitng chi thi nguoi ding duavao, xir ly dir liéu d6 d¢é dwarathéng tin can thiét
goi laphan mém hé thdng. Vai chirc nang ma phan mém nay co thé dam nhan:

- Dich nhitng chi dan dinh nghiaboi ngudi ding cho may tinh.

- Piéu khién may tinh.

Céc phan meém h¢ thong am vigc trén mt nén (background) vakhéng truc tiép
twong téc véi nguoi sir dung. Phan mém quan trong nhat thugc phén loai nay 1a hé diéu
hanh.

2.3. Mang may tinh.
2.3.1. Khai niém chupg vé mang may tinh, lich sir phét trién.
a. Khéi ni¢m chung vé mgng may tinh.

La sy két hop cua hai hay nhiéu méy tinh véi nhau va cho phép dung chung
thiét bi cia nhau, ndi cach khéc 1a cho phép chia s¢ tai nguyén giira cac may tinh véi
nhau nhu: 6 dia, may in,...

b. Lich si phét trién ciia mgng may tinh.

Mang mdy tinh dau tién xuat hién d6 1a mang Sneakernet. Bic diém caa mang

nay |a cac may trao ddi thong tin véi nhau théng qua viéc dung céc dia mém chép di
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liéu tir may ndy roi dem sang may khéc dung. Viéc trao doi dit liéu do rat cham, doi
khi con phét sinh nhiéu 18i vé dit liéu. Sau 6 nguoi ta phét hién rarang viéc trao doi
théng tin gitta c&c may tinh dung Cable hiéu qua hon, tir d6 mang may tinh dugc ra
doi.
2.3.2. Phén loai mang may tinh
C0 4 cach phéan loai mang:
a. Phan logi logic mgng: Theo quan diém nay mang dugc chiatheo kha nang cung cau
vé tai nguyén giira cac méy tinh trong mang vachialam 3 loai sau:
- Mang binh dang ( peer to peer ): Trong mang ndy tit ca c&c may co vai trd nhu nhau
trong mang, khéng c6 méy chii. Loai mang nay chi sir dung véi hé théng mang c6 quy
m0o nho.
- Mang khéch chii (Client/Server): Trong mang ndy c6 mot méy chu va hé thdng céc
may tram, cac td nguyén chung va quan trong duoc tap trung trén may chu. Loai
mang nay st dung cho hé thbng mang c6 quy mé 16n.
- Mang hén hop: La sy két hop gittahai loai mang trén. Loai ndy duoc sir dung cho hé
théng mang cd quy mé cuc lén.
b. Phan logi mang theo quy mo: Gom 2 loai:
- Mang LAN (Local Area Network — Mang cuc bd): Day la loai mang c6 ciu tric
thuan nhit, nét dac trung nhit dé phan biét mang LAN véi mang WAN lakhoang céach
tir mdi méy tram dén méay chi khdng vuot qua kha niang caa thiét bi danh cho mang
cuc bo.
- Mang WAN (Wide Area Network — Mang toan cuc): Dung dé chi hé thdng mang c6
quy mé 1én, ¢b thé duoc tao thanh nho viéc ghép ndi caa nhiéu mang LAN va st dung
céc thiét bi vién thong khdng cd trong mang LAN (Modem — Modulation
Demodulation - Béu ché va giai diéu ché)
c. Phan logi theo NIC(Network Interface Card - Card giao dién mgng)

Pugc chialam 3 loai tuy thudc vao NIC mamang sir dung gom:

- Ethernet.

- Arcnet

- Tokenring.
d. Phan logi mang theo so' do nai (Topology): Puogc chialam 3 loai:
- N&i theo so 6 BUS: Cac méy ndi tiép véi nhau sir dung chung mot Card. Biém dau
vadiém cudi ciamang & hai dau khéac nhau.
- Ni theo so @6 RING: Cac méy néi theo vong tron, diém dau vadiém cudi ciamang
trung nhau.
- Néi theo so d6 STAR: Céc méay néi theo kiéu hinh sao.
2.3.3. Internet, Intranet va cac dich vu trén Internet.
a. Internet.
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Internet 1a mot hé thdng lién két nhiéu mang méy tinh véi nhau trén pham vi
toan cau vaduoc goi lamang toan cau.

Mang Internet hoat dong trén pham vi toan cau sir dung cdng cu truyén thdng
chinh lavé tinh. Ta nguyén trén mang phong phu, da dang vé chang loai va sb lugng.

Internet khdng phai 1a mot chuong trinh, khdng phai 1a phan cirng, khdng phai
la phan mém mana chi lanoi truy xuat thdng tin vatao nén cac thong tin 1y mién phi
hay phai tra tién.

b. Intranet.

Mang Intranet |& mang cuc bd cd pham vi trén mot qubc gia, sir dung cdng cu
cua Internet. Ta nguyén trén mang phong phu, dadang vé ching loai va s lugng.
c. Cac dich vu trén Internet.

- The dién tur ( Electric Mail)

+ Khéi niém: La dich vu phd bién trén mang Internet théng qua E_Mail. Mdi
nguodi mudn tham gia E_Mail can c6 mot dia chi E_Mail riéng caa minh va dia chi
E_Mail noi giri tai.

+ Loi ich: Téc do truyén cao, dam bao d¢ tin cay. Khi mot E_Mail dugc gui di
ma khoéng co nguoi nhan ngay thi nd s& dugc luu trén Server.

+ Ung dung: Puoc tng dung trong nhiéu linh vuc khac nhau nhu: Truyén céc
thong tin ngdn, trao doi dir liéu, thdong diép, giri kém céc tai liéu, tép tin, chuong
trinh,...

- Dich vu truyen File (File Transfer)

Trén mang Internet ta co thé truyén céc file hinh anh, am thanh,... dén mot may
tram nao d6 hay nap no I[én Internet nhu mot taéi nguyén chung caa Internet ciing nhu
tai file tir trén Internet xudng (Néu nhur cb quyen).

- Dich vu WEB

Trén Internet phd bién mot loai dir liéu d6 1a siéu van ban (bao gdm ca hinh
anh, &m thanh, chir viét) nd dwoc sir dung rong réi trong céc dich vy vé thdng tin, van
hoa nghé thuat trén Internet.

Pé truy cap vao céc viing thdng tin mong mudn ta thuong sir dung dich vu nay.
Tat ca céc kho tang vé van hod, nghé thuat, céc théng tin kinh té, thoi sir,...déu cd thé
duoc biét dén thdng qua cac Website (siéu van ban).

-Mét s6 dich vu khéc.

Trén Internet c6 rat nhiéu céc dich vu, chiing phong ph, da dang va co trong tat
ca c&c linh vyc caadoi sbng xahdi nhu truy cap thdng tin tir xa, cc dich vu hdi thao,
thuong mai dién ti,...
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Pé sir dung, ndm bit dugc c&c thdng tin trén Internet khdng co cach nao tt hon
|a hay tham giakét ndi Internet. Trén d6 ta co thé khai théac day du cac dich vy va
théng tin can thiét.

‘ CHUONG I11
HE/DIEU HANH WINDOWS XP
06 tiet (LT:03, BT:00, TH:03, KT:00)

3.1 Khéi nigm vé h¢ diéu hanh.

Hé dieu hanh la mgt hé thong cac chwong trinh dac biét, quan i nhang tai
nguyén phan crng, phan mém cia may tinh va diéu khién toan bé hogt déng cia
chiing, tzo nén s giao tiép thudn loi giira nguoi va may, gilp cho viéc sir dung may
tinh dé dang va hiéu qua. Khéng c6 HPH thi may tinh khong thé hoat déng duroc.

3.2. Nhiém vu ciia hé diéu hanh

Nhiém vu caa hé diéu hanh 1a quan ly dong théng tin luan chuyén trong may
tinh, tir bo phan ndy quabé phan khéc. Cac nhiém vu chinh bao gdom:

- Quan ly viéc thyc hién céc chuong trinh trng dung

- Quan ly, phan phdi vathu hdi bo nhé

- Quan ly cac tép tin, thu muc,.. .

- Quan ly viéc xtr ly vao - ravat ly céc bit thdng tin.

- Quan ly, diéu khién céc thiét bi ngoai vi dugc ndi voi méy tinh: Chudt, ban
phim , mdy in, man hinh...
3.3. Céc dbi twong do hé diéu hanh quan ly
3.3.1. Téptin (File) 2

Tép tin la tap hop théng tin di liéu dugc t6 chirc theo mot cau W
trdc nao do. Noi dung caa tép tin ¢o thé 1a chuong trinh, van ban, hinh ]
anh, 8am thanh,... Mdi tép tin dugc luu l1én dia véi mot tén riéng phan
biét. M&i hé didu hanh c6 qui udc dat tén khéc nhau, tén tép tin thuong
c6 2 phan: 2

Phan tén (name).phan mé rong (Extension).

Phan tén la phan bat budc phai c6 caa mét tép tin, con phan mo
rong thi cd thé ¢ hoac khong.

- Phan tén: Bao gom céac ky tu chir tir A dén Z, céc chir sd tir 0 dén 9, cé&c
ky tu khéc nhu #, $, %, ~, », @, (,), !, _, khoang tring. Phan tén do nguoi tao ra
tap tin dat. Voi MS- DOS phan tén cd téi dala8 ky tu, véi Windows phan tén c6
thé dit toi da 128 ky tu.

- Phan m¢ rong: thuong dung 3 ky tu trong cac ky tu néu trén. Thong
thuong phan mé rong do chuong trinh tng dung tao ra tap tin tu dit.

- Giira phan tén va phan mo rong cd mot dau cham (.) ngan céch.

Vidu: CONG VAN.TXT QBASIC.EXE AUTOEXEC.BAT M_TEST
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Lo

phan tén  phan mo rong

Tacd thé can cir vao phan mé rong dé xéc dinh kiéu caafile:

w COM, EXE - Céc file thuc thi chay truc tiép duoc trén hé diéu
hanh.

w TXT,DOC, ... :Cacfilevanban.

w PAS, BAS, ... : Ca file chuong trinh PASCAL, BASIC, ...

w WK1, XLS,... :Cé&filechuongtrinhbangtinh LOTUS, EXCEL

w BMP, GIF, JPG, ... : Cac file hinh anh.

w MP3, MP4, DAT, WMA, ...: Céac file am thanh, video.

v/ Ky hiéu dai dién (Wildcard)
Pé chi mdt nhom céc tap tin, ta co thé sir dung hai ky hiéu dai dién:

D4u ? dung dé dai dién cho mot ky tu bat ky trong tén tap tin tai vi tri né xuat h
ien. Dau * dung dé dai dién cho mot chudi ky tu bat ky trong tén tap tin tir vi tri nd
xuat hién.

Vidu: Ba?doc g Bail.doc, Bai6.doc, Baig.doc, ...
Bai*.doc g Bai.doc, Bai6.doc, Bail2.doc, Bai Tap.doc, ...
BaTap.* g BaiTap.doc, BaiTap.xls, BaiTap.ppt, BaiTap.dbf, ...
3.3.2. Thar muc (Folder)

Thu myc |a noi luu giit c&c tap tin theo mot chu dé& nédo d6 theo y
ngudi Sir dung. DAy 1a bién phdp gidp ta quan ly dugc tap tin, dé dang tim
kiém ching khi can truy xuét. Céc tap tin c6 lién quan véi nhau ¢ thé dugc
xép trong cling mot thu muc.

Trén mdi dia cd mot thu muc chung goi 1a thu muc goc. Thu muc gdc khéng co
tén riéng va duoc ky hiéu 1a\ (diu xo phai: backslash). Dugi mdi thu muc goc co céc
tap tin truc thuéc va cac thu muc con. Trong cac thu muc con ciing cd cac tap tin truc
thudc va thu muc con ciand. Thu muc chirathu muc con goi lathu muc cha.

Thu muc dang lam viéc goi lathu muc hién hanh.

Tén ciathu muc tuan tha theo cach dat tén caatap tin.

3.3.3. O dia(Drive)

O dialathiét bi ding dé doc vaghi théng tin, mot sb 6 dia thong dung l&

@ O dia mém: Thuong cé tén 1a 6 dia A:, ding cho viéc doc va ghi thdng tin 1én
diamém.

@ O dia cieng: Thuong duoc dit tén 146 dia C, D, ...co téc do truy xuét dit liéu
nhanh hon 6 diamém nhiéu 1an. Mot mdy tinh c6 thé c6 mot hoic nhiéu 6 dia cing.
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@ O dia CD: CO céc loai nhu: O dia chi c6 thé doc goi 146 CD — ROM, loai cd
thé ghi dir liéu radia CD goi 126 CD-RW, ngoai racon co 6 diaDVD.
3.3.4. Pwongddn (Path)

Khi sir dung thu muc nhiéu cap (cdy thu muc) thi ta can chi rd thu muc can truy
xuat. Buong dan ding dé chi duong di dén thu muc can truy xuit (thu muc sau cling).
DPuong dan 1a mot daly c&c thu muc lién tiép nhau va duoc phan céch bai ky hiéu \ (dau
x6 phai: backslash).

Eﬁ' Qesktn:lp

# [} My Documents
= g My Computer
= _ﬂg 3% Floppy (4]
= [ Mhan vien
i) Bien che
|2} Hop dong
= [ Yan ban
= ) Bao cao
() Thang o1
I2) Thang 0z
|2 Thang 03

o [

Hinh 3.1. Cay thw muc nhiéu cip

3.4. Hé diéu hanh Windows XP
3.4.1. C4c phién bdan cia h¢ diéu hanh Windows

Windows |a hé diéu hanh do hang Microsoft san xuit vaduoc sir dung nhiéu nhat
trén thé gisi hién nay. N6 dé sir dung hon DOS nho giao dién d6 hoa théng qua hé
thong thuc don va cac hop thoai véi hinh thirc tham my rat cao. Windows lam viéc
theo ché do cirasd, tai mot thoi diém nguoi sir dung dugc cung cip mot cira sd dé l1am
viéc vai mot irng dung. CO thé thi hanh hai hay nhiéu chuong trinh cling mét 1dc trong
Windows. M&i chuong trinh ¢6 viing ctraso riéng trén man hinh, ngay ca chuong trinh
khong thudc ho Windows, ta cd thé 1am truc tiép trén nd cac ung dung nhu: quan ly
céc tép trén dia nhu céc thao tac trén DOS, soan thao van ban, vé anh trang tri, tinh
todn lam lich cong tac va hon thé nira d6 latién loi khi s dung cac phan mém tng
dung. Hién nay d4 c6 kha nhiéu thé hé Windows 95, 98, 2000, Me, XP Home, XP.,...

Windows 95: V&0 cudi nam 1995, ¢ Viét nam d& xuat hién mot phién ban méi
ciia Windows ma chiing ta quen goi 1a Windows 95. Nhirng cai tién méi caa Windows
95 duoc liét ké tém tit nhu sau:

- Giao dién véi nguoi sir dung duoc thiét ké lai hoan toan nén viéc khoi dong céc
chuong trinh tng dung cuing c&c cong viéc nhu mé va leu cit céc tu liéu, to chic cac
tai nguyén trén dia va két néi véi cac hé phuc vu trén mang - tit ca déu trg nén don
gian vadé dang hon.

- Cho phép dit tén cho cac tap tin dai dén 255 ky tu. Diéu ndy rat quan trong vi
nhitng tén dai s3 gitp tagoi nhé dén noi dung caa tap tin.
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- H tro Plug and Play, cho phép tu dong nhan dién cac thiét bi ngoai vi nén viéc
cal dat vaquan ly chang tré nén don gian hon.

- H tro tét hon cho cac ing dung Multimedia. Vi sy tich hop Audio va Video
caa Windows 95, méy tinh canhan trg thanh phuong tién giai tri khéng thé thiéu dugc.

- Windows 95 |a hé diéu hanh 32 bit, vi vay né tang cudng sirc manh vakha nang
van hanh [én rat nhiéu.

- Trong Windows 95 ¢6 céc cong cu d& duoc cai tién nham chuan hoa, téi uu hoa
va diéu chinh céc sy ¢b. Piéu nay gilp ban yén tam hon khi 1am viéc véi méy vi tinh
trong moi truong cia Windows 95.

Tém lai, v6i nhitng tinh naing mai vu viét va tich hop ceo, Windows 95 da tro
thanh méi truong 1am viéc dugc nguoi s dung wa chudng vatin dung.

Windows 98, Windows Me: |a nhitng phién ban tiép theo caa Windows 95,
nhitng phién ban nay tiép tuc phé huy va hoan thién nhiing tinh nang uu viét cua
Windows 95 vatich hop thém nhitng tinh nang méi vé Internet va Multimedia.

Windows NT 4.0, Windows 2000, Windows XP, Windows 2003: |a nhitng hé
diéu hanh dugc phét trién cao hon, dugc ding cho céc co quan va doanh nghiép. Giao
dién caa nhitng hé diéu hanh nay tuong tu nhu Windows 98/ Windows Me. Biém khéc
biét 1a nhitng hé diéu hanh nay cé tinh nang bao mat cao, vi vay né duoc sir dung cho
méi truong co nhidu ngudi dung.

3.4.2. Nhieng dic trung co bdn ciia hé diéu hanh Windows XP

- Tuong thich hoan toan vai c&c phan mém chay trén no.

- Lamét hé diéu hanh manh vi c6 kha nang bao vé dit liéu khi b truc tric hé
thong, hd tro nhitng tép tén dai.

- Bé cai dat dugc Windows XP, mdy tinh caa ban phai ¢d cau hinh téi thiéu
nhirng yéu cau sau:

+ CPU: Pentium 233MHZ

+ RAM: 64MB

+ HDD: 2GB

- Hb trg cac thiét bi Plug and Play (cho phép tu dong nhan dién cac thiét bi ngoai
vi), khi cam céc thiét bi ndy nd s3 chay ludn ma khéng can phai cai dit.

- Hd trg cac méy dung bt dién tir, c&c thiét bi nhap dir liéu bang bat dién tu.

- H3 tro rat manh vé mang nhu két ndi Internet, cac mang cuc bo (LAN),..

Windows XP ngoai sir ké thira tir c&c thé hé Win trudc nd con dugc phét trién va
bd xung thém nhiéu tién ich va cai tién vé giao dién nguoi sir dung va céc chirc niang
khac.

V Chu y: é Windows chay tét hon trén méy tinh cia ban thi nén c6 mot may
tinh voi ciu hinh sau:

+ CPU: Intel Pentium 500 MHZ
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+ RAM: 128
+ HDD : 6 GB

3.4.3. Khéi dgng va thoat khaéi Windows XP

1. Khéi dong

Qua trinh khai dong Windows XP khéng can qua méi truong DOS. Ngay sau khi
ta bat mdy tinh, Windows XP d& nam quyén diéu hanh hé thong va chuyén sang giao
dién d6 hoa, tirc 1a Windows da duoc tu dong lam viéc. Khi bat may xong thi hé diéu
hanh Win s dugc tu nap vao.

2. Thoat khoéi Windows XP

- Sau khi déng moi chwrong trinh dang sir dung, ban nhap nat Start réi chon Turn
Off Computer. Khi d6 s& xuat hién man hinh chon lva cho thoéd khoi Windows XP

Cancel
| )

nhu sau:

+ Turn Off: chon muc nay, cho mét chat cho Windows tu dong dong va ban cé
thé yén tam tit méy tinh.

+ Stand By: Phong bi, tdc truc, ding trong truong hop khi ta khéng mudn tat
méy mamudn may ngirng trong mot khoang thoi gian sau d6 lai tiép tuc 1am viéc.

+ Restart: Khoi dong lai may tinh, ban nén luu y trude khi khai dong lai méy tinh
thi tanén luu dir liéu vathodt khoi cac chuong trinh.

Néu muén huy bo ta chi viéc nhan vao Cancdl, thi céc chon lya s& dugc huy bo.

V Chu y: Néu khéng ding chudt ta co thé dung cac phim dé thuc hién céc chic
nang trén bang cach nhan vao phim c¢6 biéu tuong cira s, sau d6 nhan phim U rdi
dung cac phim nong & day chinh la cac chir ca dugc gach chan ¢ dudi, vi du véi bang
chon & trén thi céc chir céi S, U, R, khi bang chon hién ra ta chi viéc nhan mot trong
céc chir ca nay.



80 ce-ng: Tin héc ®2i ce-ng Khoa CNTT - Trafng 8HSPKT Hung Y2n

3.4.4. Gigi thigu man hinh nén ciia Windows XP
. Man hinh nén (Desktop)

NN - B ¥ hoccsn ban ) P - Ml 21 GT-Tifs b canb.. =L

Hinh 3.2: Man hinh nén (Desk top) caa Windows XP

Nam cudi man hinh lathanh tac vu (Taskbar). Bén tré man hinh labiéu tuong
My Documents, My Computer, My Network Places, Recycle Bin, ...

Céc biéu tuong co miii tén méu den nho (& goc dudi bén tré) goi laldi tat
(shortcut).

w Nhitng biéu twong trén man hinh

@ My Computer
Biéu tuong ndy cho phép duyét

nhanh tai nguyén trén méay tinh. Khi mg

My Computer (bang thao tac D_Click

hoic R_Click/ Open trén biéu twong caa

nd), cra sO xuat hién nhu hinh bén

dudi, chira tt ca céc tai liéu caa may

tinh: Céc 6 dia mém, dia cirng, 6 CD-

ROM, 6 Hast, 6 CD-WRITE, may

in...N6 cho phép nguoi st dung truy

cap dén hé théng mot cach tong quét.

Cira 6 bén tréi
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- System Tasks: cho phép chon thuc hién mot sd cdng viéc hé thdng caaméy.

- Other Places : Cho phép chon céc thanh phan khéc trong may.

Cira s bén phdi

Theo ngam dinh cirasd ndy chira biéu twong caatit ca cac 6 diamém, 6 dia ciing
cuc bo, 6 diaCD, ...

Khi D_Click trén céc biéu tuong trong cira sd ndy s& cO céc cira sd cip nho hon
dugc mo. Do d6, bang cach ma dan céc cira so tir ngoai vao trong ban co thé duyét tat
ca td nguyén chara trong méy tinh.

@ My Network Places

Néu mo cira sO My Network Places ban s3 thiy tén va c&c tdi nguyén cia cac
méy tinh trong mang may tinh cuc bo (LAN) ciiaban. Tir ddy ban co thé truy cap cac
tai nguyén da duoc chiasé maban daduoc cap quyén sir dung.

@ RecycleBin

Recycle Bin lanoi luu trit tam thoi céc tap tin va céc dbi tuong da bi xo4d Nhiing
d6i trong nay chi that s mét khi ban x6a chiing trong cira sd Recycle Bin hoac
R_Click vao biéu twong Recycle Bin rdi chon Empty Recycle Bin. Néu muén phuc hoi
céc tap tin hoic céc d6i twong da bi x6a, ban chon ddi twong can phuc hdi trong cra s
Recycle Bin, sau d6 R_Click/ Restore.

@ Folder

Folder duoc goi 14 “tap hd so” hay “biéu twong nhém” hay “thu muc”. Folder 1a
noi quan ly cé&c Folder khéc (cap thap hon) va cac tap tin.

@ Menu Start

Khi Click 1én nit Start trén thanh Taskbar, thuc don Start S5 dwgc mo va sin
sang thi hanh céc chuong trinh tng dung. Ngoai ra trén thyc don nay ban con co thé
thue hién céc thao téc tim kiém vadinh cau hinh cho méay tinh.

@ Céc 16i tat (biéu twgng chwong trinh - Shortcuts)

Céc 16i tit gitp ban truy nhap nhanh mot ddi tugng ndo do, vi du mét chuong
trinh, mot dia cng, mot thu muc v.v... Bé mg 1 di twong, ban D_Click trén Shortcut
caand hoac R_Click/Open. F-r

@ Menu dbi twong A J.‘

Trong Windows XP khi ban R_Click trén mot biéu twong ciamot ddi tugng, mot
menu tuong tng vai déi tuong do s& duoc mo ra dé ban chon céc Iénh trén déi tuong
d6. Trong céc phan tiép theo, nhitng menu nhu vy s3 duoc goi 1a menu ddi tuong.
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Open + Open: Thuc hién chuong trinh.
E”‘P":": + Explore: Hién thi bang cira sd Windows Explorer
5 N - X ~ IiA

=T + Search...: Tim kiém dir liéu trong thu muc dugc
Sharing and Securiky, .. Ch(_)n.
Send To * |+ Send to: sao chép tép hay thu muc sang muc khéc hay
Cuk diamém.
Copy + Cut; Cat vaduadit liéu vao bo dém.
Create Shortcut + Copy: Sao chép dir liéu vaduavao bo gém.
Delete + Create Shortcut: Tao |6 tit.
Rename , \ N . .

+ Paste: Dan phan dir li¢u d& Cut hoac Copy.

Properties

+ Delete: Xoaphan dit liéu d& chon.

Menu doi twgng

+ Rename: Doi tén biéu tuong.

+ Properties: Thay doi céc thudc tinh ciia biéu tugng chuong trinh.
Vamot sb thanh phan khéc.

3.4.5. Cira s giao dign
Windows hién thi cac théng tin trén man hinh théng qua mot khung goi 1a cira sd
(Windows). Bé lam viéc véi cac ang dung ban phai bit dau thao tdc mo cira sb. Hau
hét cac cira sd déu duoc hién thi bang céc biéu tuong dé mé mot cirasd hoic nhap nit
phai chudt sau d6 chon Open.
Ban quan ly céc cirasd bang cac nit va cac thanh phan sau:

- Thanh tiéu d&: cho ban biét tén caa chuong trinh vatén tai liéu ban dang lam
Viéc.

- Nut Close@ (d6ng): Nt nay dong lai valoai bo chueong trinh rakhoi by nhé
caamay tinh.

- NGt Minimize &8 (thu nho): NUt ndy s thu nho cira sb dudi dang ndt trén
thanh tac vu.

- Nt Restore Sl (phuc hdi): Khi cira O dugc phéng to ti da, nit Maximize
duoc thay thé bang nit Restore. NGt ndy dua cira s vé kich ¢ trudc day dé ban cd thé
nhin thay mot phan man hinh ngoai cira so.

- Nut Maximize[z - NUt ndy s3 phong cuc [6n mot cira so gidp cho ban 1am
viéc dugc thoai mai.
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Hinh dudi day minh hoa cho cira s MyComputer

4 My Computer

. File Edit Miew Favorites Tools Help

) Bk _) I? /‘__]Search '“ . Folders ' }g Lﬂ

Address | 'ji My Cornpuker vl Go
' N B _J - &
System Tasks
d Shared Le Hoa's
Wiews systen Dacuments Documents
information
3 dprens Hard Disk Drives
programs
[}- Change a setting ] -

HOA(C)  KHAMH HOA

Other Places oD

‘H Iy Metwork Places
B My Documents = DE\I'iIEE_E_i_l:"_I Rgmuvahle Storage

[y Shared Documents H Ir’")
"
B3 control Panel =] *-\:;y

“ 314 Floppy  CD Drive (Fi) o

@ Mot sb thao tac trén cira sb

- Di chuyén ctrasd: Drag thanh tiéu dé cira sb (Title bar) dén vi tri méi.

- Thay dbi kich thudc cua cirasd: Di chuyén con tré chudt dén canh hoic goc
ctra sd, khi con tré chudt bién thanh hinh miii tén hai chiéu thi Drag cho dén khi dat
duoc kich thuge mong mubn.

- Chuyén déi gitra cac cira s caacéc ung dung dang ma: Bé chuyén doi giita cac
{rng dung nhén t6 hop phim Alt + Tab hoic chon ng dung twong tng trén thanh
Taskbar.

- Pong cirasd: Click 1én nat Cl oseld ciacirass hodc nhan to hop phim Alt +
F4.

3.4.6. Thanh tac vu (Taskbar)

Thanh tac vu nam dudi cling man hinh nén. Trén thanh nay ké tir trdi quaphai s3
|& nat Start, thanh Quick Lauch, biéu twong cua céc trinh tién ich nhu diéu khién
Volume, cac chuong trinh (Program) dang van hanh vi du nhu Vietkey,...tuy theo su
cal dat trén méy ban.

SE& v 147

+ NGt Start nam gan bén tréi caathanh tac vu vala céc thanh phan quan trong
nhat trén man hinh nén Windows, n6 ladiém khai dau cac chuong trinh va céc cra s
trén mdy tinh, thyc hién nhiéu chirc nang quan trong: chay céc tng dung, ma tép, truy
cap Control Panel, thodt khoi Windows,...va cac cong cu thiét 1ap cau hinh khéc.
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Khi nhan v nat Start 3 xuat hién Start Menu Progam: s3 gom mét sb lya chon
quan trong sau:

- Program: Thyc hién c&c chuong trinh rng
dung trén Windows

- Favorites. Chira cac danh sach tap tin, cac
Shortcuts va cac Web Sites ma ban dathém vao.

- Documments: M& céc tai liéu van ban db
hoa (15 ta liéu gan nhat), co thé vao lubn thu
muc My Documments, My Pictures.

- Settings: Thiét 1ap cau hinh Control Panel,
may in, Taskbar, Network Connections.

- Search: Tim kiém tép hoic thu muc.

- Hepl and Support: Mé cra sb trg giup.

- Run...: Chay céc tép chuong trinh.

- Turn Off Computer: Tat mdy, khoi dong
lai hé diéu hanh hoic thodt khoi Windows X P.

+ Thanh Quick Lauch: Ban cd khoi dong céc chuong trinh duoc gdm thanh
mot ddy nit trén thanh ndy chi bang moét cai nhap tréi chudt, nd con ¢ nit Show
Desktop, ban nhap v&o nit ndy s8 thu nho tit ca c&c cira b thanh dang ndt trén thanh
tac vu.

+ Pong ho: Thoi gian xuat hién canh I phai thanh tac vu. Vi tri ndy con dung dé
hién thi ngay théng, néu nhap ddp s8 mo mot hop thoai Date\Time Properties hién thi
lich va cho phép ban thay d6i ngay thang, gio giac hoic mii gio do Windows nhan
duoc.

@ Sira doi thanh tac va

Ban c6 thé sra doi theo y riéng thanh tac vu bang céch thém vao hoic xoé bo
nhirng thanh cdng cu mano hién thi. Talam nhu sau:

- Nhap chudt phai tai mot khoang trong bét ki trén thanh téc vu.

- Chon Menu Toolbar.

®-‘ Setk Program Access and Defaults

E Wiekkew 2000

\.'II'-'“ windows Catalog

—
’ﬁ windows Update

El Programs »
£

< i >
pAd Fawvarites

2y Documents 3

= Settings [ 4

) Search 3
Help and Support

Fun...

Turn OFF Computer...

<
=

P J

@

=7

__} Log OFf Le Hoa...
=)

« | Windows XP Professional

- Chon nhitng thanh céng cu muén bd | address | Toolbars
Sjng. 9 :;::::E.tl:ll:l

- Thanh Address: Bo sung hop vao thanh |, quick Launch
téc vu dé gb dia chi Web. Trinh duyét Web
khoi dong khi ban an Enter va trag Web s8 mo
ranéu ¢andi mang Internet. ok the Tadbar

- Thanh céng cu Links: Cung cip c&c lién Properties

Mew Toolbar. .. Show the Deskkop

Task Manager

két voi nhitng dia diém Web cu thé. Ban c6 thé
thém lién két caa minh vao thanh cong cu nay.

- Thanh cong cu Desktop: Hién thi céc biéu tuong cia My Document, My
Computer va nhitng biéu twong man hinh nén chuan khéc.
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3.4.7. Sao chép dir ligu trong Windows

Trong Windows viéc sao chép dir li¢u trong mot (tng dung hoac gitra cac tng
dung duogc thuc hién théng qua bd nhé dém (Clipboard). Tai mot thoi diém, bo nhé
dém chi chira mot théng tin méi nhat. Khi moét théng tin khéc dugc dua vao b nhd
dém thi théng tin truéc S8 bi xda. Khi thodt khoi Windows thi noi dung trong bo nhé
dém s¢ bi x6a

Khi muén sao chép dit liéu tir mot vi tri ndo d6 dén mat vi tri khéc can thyc hién
bdn dong tac theo trinh ty sau day:

- Xé&c dinh déi tugng can sao chép

- Thyc hién Iénh sao chép Edit/ Copy hoic nhin té hop phim Ctrl + C hoic
R_Click/ Copy dé chép déi tugng vao bo nhé dém.

- Xéc dinh vi tri can chép téi.

- Thyc hién lénh dén Edit/ Paste hoic nhan t6 hop phim Ctrl + V hoic
R_Click/ Paste ¢é dén dit lidu tir bo nhé dém vao vi tri can chép.

3.4.9. Timkiém diz ligu
Chuc niang nay cho phép thuc hién tim kiém céc tap tin, cac thu muc va ca tén
cuia c&c may tinh trong mang LAN. Sau khi d& tim thiy ddi tuong ban c6 thé lam viéc
truc tiép vai két qua tim kiém trong cirash Search Results.
@ Tim kiém tap tin, thu muc
Chon Iénh Start/ Search/ For Files or Folders, s& xuat hién cira sb Search Result,
ban chon All Filesand Foders

B scarch Results -

@
X

File Edit  Wiew Favoribes Tools  Help a';’
o Dach = ? |;j Search || - Folders v
Address I.—_] Search Results = 5o
In Folder St

> Mame

Search Companion a -
CHUOMG 3_4

B cHuonG 5
B cHuonG &
B chuong trinh CTOL
B chuong trinh CTOLL
— B chuong trinh CTOLZ
Y chuong trinh CTOLS

D Hvbu\GiaoktrinhaT THE 2004
D Hvbu\Giaokrinhy ST THE 2004
D Hvbu\Giaokrinhy ST THE 2004
D HvEU) Gigoktrinh ST THE 20044
D\ Hvbu Giaotrinhy O thi CH
D \HvEu Giaotrinhyon thi CH
O HvEu Giaotrinhhon thi cH
O\ HvEuY GiaotrinhyCn thi CH

Search by any or all of the criteria below.

Al or part of the file name:

| chuong*.doc

(e e A el

Look in: - chuong D HvbuGiaotrinhiyGiao brinblyth, .
:‘,— DAaTA (D) ~ chuongl 1 L HvEuh GiaotrinkhGiao trinblveh, .
R — chuongll_1 D HvbuGiacktrinbhyGiao brinblvth. .
When was it modified? ¥ B chuongiz DY HwvEul GisotrinhyGiao trinhlyvth. .
what size is it? ] @chuon91272 D:'\Hvtu\G?aotrinh\G?ao tr?nhlyth..
B chuongis Dy Hvbuy GiaotrinhyGiao Erinhlyth. .

More advanced options ¥ B chuongis_3 D \Hvbu GiaotrinhyGiao Erinhlvth. .
B chuong14 DY HvEuy GiaotrinbhGiao trinhlyth. .

B chuong14_a DHvtUy GiaotrinhyGiao trinblkth, .

[ Back ] [_ssarch | B chuongls D v GisotrinkdGiao trinkltb, .

All or part of the file name:
ky tu dai dién* va?

Aword or pharsein thefile:

Look in: noi tim kiém, ban cd thé nhap vao tén caa 6 dia, duong dan ma tir d6

‘ @chuonglE_E
@chuongls
@chuongls_ﬁ
@chuongl?
FEA e
<

D HvbuGiaotrinhiyGiao brinblyth, .
D HvbuGiaotrinbhyGiao brinblvth. .
D Hvku GiaokrinhiGiao krinhlveh. .
D HvEU GiaokrinhiGiao krinhlvth. .

>

nhap tir/ cum tir trong ndi dung tap tin can tim.

nhap tén thu muc hay tap tin can tim, ¢ thé sir dung
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viéc tim kiém s3 thyc hién. Theo ngam dinh, Windows tim kiém ca trong dia va trong
thu muc da chi dinh trong khung Look in cung véi moi thu muc con cia nd. Ngoai ra
ta cd thé thay do6i céc lya chon dé co thé tim nhanh va chinh xé&c hon véi céc thudc tinh
nhu sau :

w  When was it modified?

Cho phép tim kiém céc tap tin vathu myc dyatheo ngay sira doi.

Trong muc nay céc tuy chon & dung cho nhirng tap tin va thu muc da duoc tao ra
hoic duoc sira doi trong mot khoang thoi gian ndo d6. Chon khai béo thoi gian theo
mot trong cac lua chon vai y nghia:

- Don't Remember : Khéng xéc dinh thoi gian (tim When was it modified?
tat ca). () Don't remember

- Within the last week : Tim céc tap tin trong vong ) Within the last week
mot tuan gan nhat. 9 PEE T

- Past month : Tim céc tap tin trong vong mot thang O w|th|n_ the past year

. | : ; (+) Specify dates
gan day nhat

- Within the last year : Tim tat ca cac tap tin trong
vong mot mét nam gan day nhat.

- Specify date : Tim tat ca cactap tintrongvongmot | % 7in4 b
khoang thoi gian xéc dinh. C6 thé theo ngay tao (creat date), ngay cap nhat (modified
date) hay ngay truy cap (accessed date).

Modified Date w
fram | 9 3/04 W

wWhat sizeisit ?

Cho phép tim kiém tap tin va thu muc dvatheo kich thudc tap tin.

Trong muc nay cac tuy chon &p dung tim nhirng tap tin hoac thu muc cd kich
thugc xac dinh trong mot khoang nao d6. Chon khai bao kich thudc theo mot trong céc
lya chon véi y nghia:

- Don’'t Remember : Khong x&c dinh kich thudc (tim  what size is it?

tat ca). () Don' remember
- Small (less than 100 KB) : Tim cac tap tin cd kich () small {less than 100 KE)
thudc nho (dudi 100 KB). () Medium {less than 1 ME)
- Medium (less than 1IMB) : Tim tit ca cac tap tin c& () Large (mare than 1 ME)
kich thudc viraphai (dusi 1 MB). (+) specify size {in KB)

- Large (more than 1MB) : Tim tat ca céc tap tin 6 kich thugc lon (trén IMB)

- Soecify dates: Tim céc tap tin trong mot khoang thoi gian xéc dinh. C6 thé chon
theo ngdy tao (Created Date), ngdy cap nhat (Modified Date), hay ngay truy cap
(Accessed Date).

w More advanced options?
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Cho phép thay doi mot s tuy chon nang cao khaC.  mgre advanced options
+ Type of file: kiéu tap tin can tim (tap tin van ban,

>

Type of file:
hinh anh, bang tinh, thu muc, ..). B Micrasoft Ward Dacument v
+ Search system folders: tim/ khdng tim trong thu @ e it
muc hé théng. [_] Search hidden files and folders
+ Search hidden files and folders: tim/ khéng tim [¥| Search subfolders
tap tin/ thu muc an. (] Case sensive

[] search tape hackup

3.5. Thay déi cau hinh may

Windows XP cho phép ban thay déi ciu hinh méy cho phu hop véi cdng viéc
hoac so thich caaban théng qua bang diéu khién Control Panel.

Tir bang diéu khién Control Panel ban c6 thé thiét 1ap cau hinh cho hé théng, thay
d6i ngay gio, thiét 1ap thém Font chit, thiét bi phan cang, phan mém méi hoac loai bo
chang di khi khéng con sir dung nira.

3.5.1. Thay déi thugc tinh ciza man hinh

Chon Iénh Menu Start/ Settings/Control Panel/ Display hoac R_Click trén man
hinh (Desktop), chon Properties, xuat hién cira s Display Properties gém céc thanh
phan (Tab) nhu sau:

& Desktop

Ban c6 thé thay ddi (chon) anh nén cho | T febis S Sam | sopmuance Saing:
Desktop bing cach Click chon vao danh sach : =
anh nén c6 sin ciia hé diéu hanh hogc Click %
v Browse dé chon dwong dan dén noi dé ' "
anh cia ban, sau do tim tép tin hinh anh ma _
ban muén chon rdi nhay dup chust (D_Click) T—

Eenjmound

vao tép tin d6 dé bd sung tép nay vao danh = i
sach Background. - i Bocton
+ Nhan OK dé x&c dinh lyachon E:::r.lr.au. ::'“ :
+ Dé tr& vé man hinh nén mac dinh ban i ¢ [ —
[ Costorize feskizg_|

dau ban theo céc budc nhu trén nhung chon
None trong danh sach Backgound.

gk || Coma |
L -

+ Ban c6 thé chon nhiing ché d6 hién thi khéc nhau: Center, title, Stretch trong
hop liét ké Position.

Ban c6 thé thay ddi (chon) anh nén cho Desktop bang céch Click chon vao nhiing
anh nén co sin caa hé diéu hanh hoic Click vao Browse dé chon duong dan dén noi dé
anh caaban.
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@ Screen saver (ché d§ bao vé man Dl play Properties 2=
hinh) Themas | Dashio| Scisen Saver | spcemincy | Selng

DPé kéo da tudi tho man hinh caa ban
bang céch thay d6i hinh hién thi trén man hinh
trong khi ban roi khoi méy tinh trong mot thoi
gian lau.

Thiét 1ap ché @6 bao vé man hinh, cho
phép chon céac chuong trinh Screen saver da
duoc xay dung sin va cho phép thiét 1ap mat e
khau dé thodét khoi Screen saver. Chi khi ndo m TR G NE A S

Vit 2 mrues [T] Onsename, paesword prolect

ban nhap ddng mat khau thi Screen saver méi (e )
cho phép ban trg lai ché do6 lam viéc binh T o |
thuong.

+ Chon céc kiéu bao vé man hinh. C6 thé
xem trudc bang céch nhap nat Preview.
Chuong trinh bao vé man hinh van chay cho
dén khi ban

di chudt hozc nhin mot phim trén ban phim.

+ D¢ qui dinh thoi gian chay ma Screen Saver hoat dong khi may tinh ngung
hoat dong ban gd sb phat vao hop con chay Wait.

+ Ban c6 thé danh diu chon vao hop kiém tra Password protected dé khod may.

+ Mudn thiét 1ap céc dic tinh cho Screen Saver ta nhap vao nit Settings, lya
chon xong 4n OK.

@ Appearance (Thiét [ap mau sic, Fonts [ty braperie: 2
Chfl’, co Chﬁ’) Thirsss | Ciikico | 5cuan Sii | APPaNECe | Syitng

Cho phép thay d6i mau sic, Font chit, ¢
chir cha cac Menu, Shortcut, Title bar

Ban co thé tao mdi truong Windows thich
hop val6i cudn hon bing céch thay doi céc lugc
d6 mau (Schemes) va phéng chir (Font):

Céc ché do phan giai man hinh théng dung

whitlindt v btiens
& 640x480, 800x600, 1024x768. Tuy theo loai :x”’*' 2l
man hinh ma Windows c6 thé hién thi cac ché do | ww - _
A 1341 A For size Edaste, |
phan giai khac nhau. s = l._ngmﬂ _
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3.5.2. Cai ddat valogi bei Font char

Font chit 1a s thé hién khéc nhau cia céc ky tu. Ngoai céc Font chir ¢d sin ta co
thé cai dat thém Font chit khéc va loai bo céc Font chir khéng sir dung. Mudn cai dat
hay loai bo cac Font chir ta chon Iénh Start/ Setting/ Control Panel/ Fonts, khi d6 s2
xuat hién cira sb Font nhu sau:

@ Xoabo Font chir

- Ch(_)n nhﬁng Font chix Cé\ln xoabo File Edit ew Favortes Toals  Help El[ﬁl |
- Chon File/Délete (hoic nhan phim | @eax - () (D searcn [ Folders "
delete). ddress | Fonts -
@ Thém Font chir méi g9 9 & 9 @9 =
- Tu cra S(X) Fonts chon File/ New {Arial: arial Black Ariﬁlalz!;ack arial Bold  Arial Bold Ttalic
install Font, xuit hién hop thoai Add 7] o) o 0| o)
Fonts.Trong hop thoai nay ta chi ra noi | Awitee  Aeitarow aisiaron e ioron angieron
chira Fonts ngudn muén cai thém bing L= =

7

cach
chon tén 6 dia va Folder chira cac tép tin Fonts chit, sau d6 chon nhitng Fonts muén
cai thémvacClick OK.

3.5.3. Cai dgt valogi bé chuwong trinh

Pé cai dat cac chuwong trinh méi hoic loai bo céc chuong trinh khéng con sir
dung ban nhan ddp chudt vao biéu tuong Add or Remove Programs trong cira O
Control Panel, xuat hién hop thoai nhu hinh dudi day.

@ Nhém Change or Remove Programs: cho phép cap nhat hay loai bo chuong
trinh ng dung co san.

- Chuong trinh mudn cap nhat, loai bo.

- Chon Change dé cap nhat chuong trinh  [CETI——

hay chon Remove dé loai bo chuong trinh khi aa*.'.":: Curet b g
A Ao - x| |2 Adkoe ot 601
khong can sir dung nira. P | oot

i Mol YiueSoan Frofevsions Edtion

@ Nhom Add new Programs. Cho
phép ca dat thém chuong trinh tng dung
hoac cap nhat lai Windows (truc tiép qua

Wk B Mrarnit. Text-bo-Spasth Engna 4.0
Internet). e Bty
W PRI L e o
@ YAy B PSR
jﬂw&? o raieport Fro e LETE
Daf madn mmllﬂmulrm-liﬁ -] A MG
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- Chon CD or Floppy dé cai dat chuong

trinh ng dung mai, khi d6 Windows s&
yéu cau ban chi ra noi chira chuong trinh ma
ban mubn cai dit, thuong céc tap tin ndy s co
tén 1a Setup.exe hoic Install.exe. Ban co thé
nhap tén va duong dan caa tap tin ndy vao hop
vin ban Open hoic nhan nit Browse dé chi ra
tép tin do.

- Chon Windows Update dé cap nhat lai hé
diéu hanh Windows (thém, cap nhat c&c chac
nang mai).

@ Nhém Add/ Remove Windows

components. cho phép cai dat/ loai bo

céc thanh phan trong hé diéu hanh
Windows (thdng qua dir li¢u trong dia CD/ dia
cirng).

3.5.4. Cdu hinh ngay, gi¢ hé théng

Ban c6 thé thay doi ngdy gio hé thong
bang cach D_Click 1én biéu tugng dong ho trén
thanh Taskbar chon I1énh Start/ Setting/ Control
Panel, chon nhdm Date/ Time

@ Date & Time: Thay doi ngay, thang,
nam, gio, phut, giay.

@ Time Zone: Thay doi mdi gio, cho
phép chinh lai giatri cAc mui gio theo khu vyc
hoac tén thanh phé 16n.

Rim |wstallotion Frogram

Bt

M Hhiz i Hes coossescl wrslalaton pacgrne, olok Fensh, T
siat e et esich sgain, ool Back T sl
s Fo i el e progian . i Basta

10 " '3 e ]

| Erswes

[ cmek [ Fren | [ conca |

Tl Componasds

Ta add o

Coraporeris

% 8 rimral Explorm

# T rdmrai Inforsdion Sasmcnx (18]
2 Yorogoreet ad Mordrng Tech
S destage g

# al MER Furia

SAERE
11N

Tostad chk: samc sacamct
o meslabla on ek

Youcan add o srscs corsparants of Wirdaar 5P

srsrva wcomgoranl chck tha chackboa. & thaded b rawra hal oo
it o Hea coanponant vall baimtalad. Tosss whed't nchicrdin & conporan, cick
Diedsdy

Desoripion |ndchices 'windons Acoestonss ond LIRS ke woul canpried

[Ccoa [ tems

—
Iy

a0kE &
12908
UL
noLg
[ el ¥

==

| [ cancm_ |

Tae amd Thas Progeriise

Db B THo | T Towws | et T

| [

el i :
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s 6 78R 3 1001
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(SR =TI - - - -3
X @M N A

Current b cona: SE Avia Standerd Tres

[

PRI L

@ Internet Time: Cho phép dong b hoatheo gio ciaméy chu Internet.
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3.5.5. Thay dai thugc tinh ciza ban phim va chugt

@ Thay dbi thugc tinh ciia ban phim

Lénh Start/ Settings Control Panel/ KeyBoard
cho phép ban thay d6i tbc do ban phim.

- Repeat deday: Thay déi thoi gian tré cho lan
lap lai dau tiene khi nhan va giit mot phim.

- Repeat rate: Thay dbi toc do 1ap lai khi nhin
vagitr mot phim.

- Cursor blink date: Thay déi toc do cia diu
nhéy.

@ Thay déi thugc tinh cia thiét bi chut

Lénh Start/ Settings Control Panel/ Mouse cho
phép thay d6i thudc tinh caa thiét bi chugt nhu toc do,
hinh dang con tro chuot...

- Lép Buttons: Thay d6i chirc nang chudt tréi va
chudt phai (tuy theo nguoi thuan tay trai hay tay phai)
vatdc do nhan chudt.

- Lop Pointers: Cho phép chon hinh dang tro
chuot trong céc trang tha lam viéc.

- Lép Pointer Options: Cho phép thay ddi toc do
va hinh dang tré chuot khi ré hoac kéo chuot

3.5.6. Thay déi thugc tinh viing (Regional settings)

Kirgbogad Praperiias

oot | Hascvern

Larg

Fepest rae:

2
£
Slma % Faxd

o

Chok hezas arwd i choasn & Koy b besll apead e

Mairse Properiles

Hubonr | Prartanr | Prarias ptere | Whasl| Hedass
[ Swvitch priany ared seccrcny butor
Sialact thir chack. bos to malks the butan on e )

right Tl Bl ) Uit Fer Py nesans 5 ek
5 el el dVaggng

Dhicabler-vhick: B Tolded 00 120l pous seting, W e
fokdw shws ot aman @ cloow, by wing @ Tk
iy

o L

Fait

] Tumn o Chokl_pck

Erabbes gt Rghipht o dhag ritheout dowritha o
buson Tooet, bemby paas the recuss utan Ta e, chok b
Heank bales bR

T

Ban c6 thé thay doi céc thudc tinh nhu: dinh dang tién té, don vi do luong, dinh
dang ngdy/ thang bang cach chon lénh Start/ Settings’ Control Pandl/ Regional and

Language Options

- Lép Regional Options: Thay doi thugc tinh viing (Anh, M¥,..), viéc chon mot
vling ndo d6 s& kéo theo sy thay doi cac thudc tinh ciia Windows.

Click chon Customize, cira so Regional Options
s, tién t¢, thoi gian, ngdy thang.

@ Number: Thay d6i dinh dang sb, cho phép
dinh dang viéc hién thi giatri sb:

- Decimal symbol: Thay d6i ky hi¢u phan céch
hang thap phan.

- No. of digits after decimal: Thay ddi sb céc sb
Ié & phan thap phan.

- Digit grouping symbol: Thay d6i ky hi¢u
phan nhém hang ngan.

- Digit grouping: Thay ddi sb ky sb trong mot
nhom (mac nhién 14 3).

cho phép thay déi quy uéc vé
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- Negative sign symbol: Thay d6i ky hiéu caasd am.
- Negative number format: Thay d6i dang thé hién caasd am.
- Display leading zeroes: Hién thi hay khéng hién thi sd 0 trong céc sb chi ¢6
phan thap phan: 0.7 hay .7.
- Measurement system: Chon hé théng do luong nhu cm, inch, ...
- List separator: Chon diu phan céch giira cac muc trong mot danh séch.
@ Currency: Cho phép thay doi dinh dang tién té ($, VND,....).
@ Time: Thay doi dinh dang thoi gian, cho phép ban dinh dang thé hién gio
trong ngay theo ché do 12 gio hay 24 gio.
@ Date: Thay d6i dinh dang ngay thang [EEEETEERE
(Date), cho phép ban chon cach thé hign dix ligu | "= == = ™
ngay theo 1 tiéu chuan nao do. o il
Short date format: cho phép chon quy wdc
nhap dir li¢u ngay thang.
Vi du: ngay/thang/nam (d/m/yy)

Shol da'e canple | 2ETH

hoac thang/ngay/nam (m/d/yy) ot i frrat iy =
Quy wic: gl S
d/ D (date): ding dé chi ngay Lo i iy S 05000
m/ M (month): diing dé chi thang i s (e 3
yl'Y (year): ding dé chi nam T
3.6.Méy in

Phan ndy s gidi thiéu mot s thao tac co ban trén may in nhu cai dat may in,
dinh cau hinh cho méy in, quan ly viécin an,...
3.6.1. Cai dat may in
Véi mot s6 méy in théng dung, Windows da tich hop sin chuong trinh diéu
khién (driver) caa cac may in, tuy nhién ciing c6 nhwungx may in ma trong Windows
khong co san driver, trong truong hop nay ta can

Cuizteoniize Fegingal (iptinne

phai co diadriver di kém vgi méy in.

Cac bwéc cai dat may in:

- Chon Iénh Start/ Settings/ Printers e : = and
Faxes Gt -

- Click chon Add a Printer, xuat i S - — hién
hop thoai Add Printer Wizard Famsimsias S -

- Lam theo céc buéc huong dan caa | o - : trinh
Wizard.

L_»n Cowcel |
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3.6.2. Thiét Idgp may in mgc dinh

Néu may tinh dugc cai nhiéu méy in, ta co thé mot may in lam dat may in mac
dinh bang céach chon méy in d6 rdi chon File Set as Default Printer hogc R_Click/
Set as Default Printer.

3.6.3. Cira s6 hang doi
Nhap chudt 1&n cira s may in trong [ TRRE e

0
A

cra SO Printers and Faxes hoic biéu |7« et b ta

L, . \ . L, DCexurant Hima Tt Cwrar Puga e 2
twong may in ¢ thanh Taskbar. Khi do WPt Ward - T T bercanbun.. P BabenTn.., | FImirIe &
Xuét hlén hép thoal Ilét ké héng d(_)’l CéC ﬂl‘ﬁlﬁﬂlmd'ﬁrrﬂrﬂ'fmhm. Bakon Tn... 1 i1KiE bd
tai lieu dang in nhu hinh bén:

< 5
= deeurarifi] it Uil

Mudn loai bd mot tai liéu trong hang doi thi nhan chudt chon tai liéu d6 vanhan
phim Delete.

3.6.4. Logi bé may in da cai dat
- Chon Iénh Start/ Settingd Printersand Faxes
- Click chudt chon may in mudn loai bo
- Nhan phim Delete, sau d6 chon Yes dé bo, nguoc lai thi chon No.

3.7. Quan ly dir liéu bang Windows Explorer
3.7.1. Gigi thiéu vé Windows Explorer
Windows Explorer 1a mot chuong trinh dugc hd tro tir phién ban Windows 95
cho phép nguoi s dung thao tac véi céc tai nguyén co trong méay tinh nhu tap tin, thu
muc, 6 dia va nhiing tai nguyén khéc c6 trong may ciia ban ciing nhu cac may tinh
trong hé théng mang (néu may tinh caaban c6 ndi mang).
Véi Windows Explorer, c&c thao tac nhu sao chép, x0a, doi tén thu muc va tap
tin,...duoc thuc hién mot céach thuan tién vadé dang.
@ Khéi déng chwong trinh Windows Explorer: Ban co thé thuc hién
mot trong nhirng céch sau:
- Chon Iénh Start/ Programs/ Accessories/ Windows Explorer
- R_Click Ién Start, sau d6 chon Explore
- R_Click lén biéu twong My Computer, sau d6 chon Explore ...
@ Cira sb lam viéc ciia Windows Explorer:
Cira sO trai (Folder) 1aciu tric cay thu muc. N6 trinh bay ciu tric thu muc cua
céc diacung va céc tai nguyén kém theo mdy tinh, bao gom 6 diamém, 6 diacing, 6
diaCD...
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Nhiing ddi tuwong c6 dau cong (+) & phia trudc cho biét dbi trong dé con chura

8% Tin hoc can ban

File Edit Wiew Faworites Tools Help h
@ Back - ? P ) search lL Folders '
Address |2 De\Giaotrinh Giao trinhlythuyet Tin hoc can ban b a Go
Folders = Marme Size | Type Drake Modify
[’ﬁ} Deskiop ~  IChGiao trinh phan Internet File Folder afajz004 1
= L) My Documents | [Zhgiaa trinh phan PowerPaint File Folder QisZ004 2
=2 j My Comnputer I[C2)Giao trinh phan word nang cao File Folder 9f5f2004 2|
# b 314 Floppy (a0 IS Gime trinh windaws File Folder /92004 1
[# S SYSTEM (1) I3 TinhocA File Folder r6/Z004 5
S e DATA (D) ®Bal Tap 452 KE  Microsoft Word Doc.,.  6{2/2004 4
# gy BORLAMDC @BAI TAP EXCEL 167 KB Microsoft Word Doc...  2/3/2004 9
& IC5) Charn thi HK2 2003-2004 @BAI TaP_PHAM DU LIEU EXCEL FIKB  Microsoft Word Doc,..  2/5f2004 9
® 1) Charn thi HES 2003-2004 CH i) 1,176 KE  Microsoft Word Doc..,  Z/5/2004 9
) de thi KHII Z003-2004 @CH & 1,020 KB Micrasoft Word Doc...  2/5/2004 9
I Dlinh CHUONG 1a2 537 KB Microsoft Word Doc...  9/6/2004 1
+ Giao trinh Internet CHUONG 34 421 KB Microsoft Word Doc... 2/5/2004 9
Giaotrinh @CHUONG 5 1,224 KB Microsoft Word Doc,..  2/3/2004 5
I£2) Bo mon Hoa @CHUONG [ 1,024 KB Microsoft Word Doc...  2/3/2004 7
= English B GIor THIEL_MUC LUC S9KE Microsoft word Doc,..  11/30/2003
| Giao trinhlyEbuyet @GT THDCE_COMPLETE 4,460 KB Microsoft Word Doc,..  9/&6/2004 3
@ I3 Chung chi & B GT Tin hoc can ban 4,517 KB Microsoft Word Doc...  9f7/2004
) soLServer =T Tin hoc can ban_Phan I 3,019 KB Microsoft word Doc...  9f9/2004 1
53 Tin hoc A_Access GT Tin hoc can ban_Phan 11 5,323 KB Microsoft Word Doc...  9f8/2004 2
# |23 Tin hoc A_Pascal Muc luc 42 KB Microsoft Word Doc,..  2/5f2004 9
) Tinhoc B @Phan 20KE Microsoft Word Doc..,  9f7/2004 &
[SN&' Tir hoc can ban VS
< > < >

nhitng do6i twong khéc trong né nhung khdng duoc hién thi. Néu Click vao dau + thi
Windows Explorer s3 hién thi cac d6i twong chua trong déi teong do. Khi d6, dau + 3
d6i thanh diu -, vanéu Click vao dau - thi d6i trong s3 duoc thu gon tro lai.

- Cira sb phai liét ké noi dung cia ddi tuong dugc chon twong tng bén cira sb
tréi.

@ Thanh dia chi (Address):

Cho phép nhap duong din 6 dial thu muc/ tap tin can téi hoac dé xéc dinh duong
dan hién hanh.

@ Cac nut cong cu trén thanh Toolbar:

O seck - Back: Chuyén vé thu muc cha trugc d6

5] Up: Chuyén vé thu muc cha

Forward: Chuyén téi thu muc viraquay vé

ﬁ') -

Search: Tim kiém tép tin/ thu muc

/.-'Eeaﬂch

Folder: Cho phép an hién ciraso Folder bén tréi

- Views: Céc ché do hién thi cac ddi twong (tép tin/ thu muc/ 6 dia)

Thiumbnads
Tiles
Teons
Lisk
o Dt il

Noi dung trong cira 6 ¢6 thé dugc sip xép thé hién theo thir tu. DI véi kiéu thé
hién Details, ban co thé thuc hién bang cach luan phién nhan chugt 1&n cot twong tng
(Name, Size, Type, Date Modified).

Trong céc kiéu thé hién khéc ban co thé thuc hién bang lénh View/ Arrange
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| cons By va lya chon tiép mot trong cac khda sip xép (theo tén, kich ¢ tap tin, kiéu
tap tin, hoac ngay thang cap nhat).

Trong kiéu thé hién bang céc biéu twong 16n va biéu tuong nho ban co thé dé
Windows sip xép tu dong bang Iénh View/ Arrange Icons By / Auto Arrange. Tuy
chon Auto Arrange chi 4p dung cho cira 6 cia thu muc hién hanh.

3.7.2. Thao tac véi cac tép tin va thu muc

@ Mé tép tin/ thue muc

C6 3 céch dé mo 1 tép tin/ thu myc:

- Cach 1: D_Click Ién biéu tugng cuatép tin/ thu myc do.

- Cach 2: R_Click Ién biéu twong ciiatép tin/ thu muc d¢6 va chon muc Open.

- Cach 3: Chon tép tin/ thu muc nhan d6 va Enter.

Néu tép tin thudc loai tép tin van ban thi chuong trinh wng dung két hop s3 dugc
khaoi dong vatai liéu £ duoc nap vao.

Trong truong hop chuong trinh tng dung khéng dugc ca dat trong may tinh thi
Windows s3 mo hop thoai Open With va cho chon chuong trinh két hop. Néu tép tin
thudc dang chuong trinh trng dung thi chuong trinh tuong irng s¢ duoc khaoi dong.

@ Chen tép tin/ thuw muc

- Chon 1 tép tin hodc thu muc: ta chi viéc tim tép tin hoac thu muc can chon va
nhan chuot.

- Chon mét nhdm céc tap tin hodc thu muc lién tiép: Nhap chudt vao tép tin hoic
thu muc dau tién caa nhdm can chon, gitr Shift vanhan vao tép tin hoic thu muc cudi
cling dé x&c dinh va chon nhom.

- Chon nhém céc tép tin hoic thu muc roi rac: Nhan Ctrl dong thoi nhan chuot
Va0 CAc tép tin hoic thu muc can chon.

- Chon tit ca céc tép tin va thu muc: Nhan vao 1 tép tin hoac thu muc bét ky
trong vuing can chon vanhan Ctrl+A hoic menu Edit/ Select All.

@ Tao thue muc

- Chon noi chirathu muc ¢an tao (thu muc/ 6 dia & crasd bén tréi).

- Chon menu File/ New/ Folder hoac R_Click/ New/ Folder.

- Nhap tén thu muc méi, sau 6 gd Enter dé két thuc.

@ Sao chép tép tin/ thuw muc

Chon céc tép tin/ thu muc can sao chép. Sau do o thé thuc hién theo mot trong
hai cach sau:

- Céch 1: Nhan gitr phim Ctrl vaDrag ddi twong da chon dén noi can chép.

- Céch 2: Nhan t6 hop phim Ctrl + C (hoac Edit/ Copy hoic R_Click va chon
Copy) dé chép vao Clipboard, sau d6 chon noi can chép dén vanhin t6 hop phim Ctrl
+ V (hoac Edit/ Paste hoac R_Click vachon Paste).

@ Di chuyén tép tin/ thu muc

Chon céc thu muc va tap tin can di chuyén. Sau d6 co thé thuc hién theo mot
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trong hai céach sau:

- Céch 1: Drag d6i twong da chon dén noi can di chuyén.

- Céch 2: Nhan t6 hop phim Ctrl + X (hoic Edit/ Cut hoic R_Click va chon Cut)
dé chép vao Clipboard, sau d6 chon noi can di chuyén dén vanhan t hop phim Ctrl +
V (hoac Edit/ Paste hoic R_Click va chon Paste).

@ Xoatép tin/ thue muc

- Chon céc thu muc vatap tin can xoa

- Chon File/ Delete

hozc: Nhan phim Delete

hoac: R_Click va chon muc Delete.

- X&c nhan ¢d thyc sy mubn xoé hay khéng (Yes/ No)

@ Phuc héi tép tin/ thw muc

Céc dbi tuong bj x6a s3 duoc dua vao Recycle Bin. Néu mudn phuc hdi céc dbi
turong daxada, ban thuc hién cac thao tac sau déy:

- D_Click lén biéu tuong Recycle Bin

- Chon tén dbi tugng can phuc hoi.

- Thuc hién lénh File/ Restore hoiac R_Click va chon muc Restore.

M Ghi ch: Néu muén x6a han céc ddi tuong, ta thuc hién thao tac x6a mot 1an
nira ddi voi cac ddi tuong ¢ trong Recycle Bin. Néu mudn xod han tat ca cac ddi tuong
trong Recycle Bin, R_Click I1én muc Recycle Bin va chon muc Empty Recycle Bin.

@ Poi tén tép tin/ thu muc

- Chon dbi tugng mudn doi tén.

- Thyuc hién 1énh File/ Rename hoic nhin phim F2 hoic R_Click trén ddi tuong
va chon muc Rename.

- Nhap tén méi, sau d6 gd Enter dé két thuc.

M Ghi chi: véi tap tin dang sir dung thi céc thao tac di chuyén, xod, doi tén
khong thé thuc hién duoc.

@ Thay doi thugctinh ciaa tép tin/ thu muc

- Nhén chuét phai 1&n dbi twong mudn thay d6i thuoc tinh va chon muc
Properties.

- Thay d6i céc thugc tinh.

- Chon Apply dé x&c nhan thay déi, nguoc lai thi nhin Cancel.

3.7.3. Thao téc véi cac shortcut

1. Tao 16i tait trén man hinh

- R_Click I&n man hinh nén, chon New/ Shortcut.

- Trong muc Type the location of theitem, nhap duong dan cuaddi tuong can tao
16i tat (6 dial thu mud/ tap tin, ...) hoac Click 1én nit Brown dé chon duong dan cho
d6i tuong. Click Next dé qua budc ké tiép.

“ oo \ Arrange Icons By b

- Nhap tén cho 10i tat can tao. Refresh

d T Folder



- Click Finish dé hoan thanh .

2. Cac thao tac véi 16i tat

@ Péi tén cho 1o tat:

-R_Click 1&n 15 tit, chon Rename.

- Nhap tén mai cho I6i tat.

- Nhan Enter.

@ X0a bé 10i tit:

- Chon 14i tét can xoa

- Nhan phim Delete hoic R_Click 1én [4i tat, chon Delete.

- X&c nhan ¢é thuc sy muén xoé hay khéng (Yes No).

@ Thay doi thugc tinh cho 14 tdt:
R_Click 1én 16i tét, chon Properties.

- Lép General: cho phép chon thudc tinh chi doc (Read-only), hay an (Hidden).

- Lép Shortcut: cho phép chon thay ddi mot s lya chon sau:
Shortcut key: gan phim nong cho 16i tit.

Vi du: nhan phim A (néu mubn dat phim néng cho 16i tat 1a Ctrl + Alt + A, mic
nhién phai c6 Ctrl + Alt). Khi mudn m¢ ddi tuong ta chi can nhan t6 hop phim vira
gan.

Run: chon ché @6 hién thi man hinh khi mé (binh thuong/ thu nho/ phéng to).

Change | con: thay déi biéu twong cua lbi tit.

3.7.4. Thao tac véi dia
1. Sao chép dia mém
Ban thuc hién céc thao téc nhu sau:
- Pvadiangudn vao 6 diamém.
- R_Click vao biéu tuong 6 diamém, chon muc Copy Disk, sau d6 chon Start.
- Khi xuét hién hop thdng béo Copy disk, thi ban lay dia nguon ravadua dia
dich vao, nhip OK.
M Chu y: Toan bé dit liéu trong dia dich s8 bi xo& vakhdng thé phuc hdi duoc.

2. DBinh dang dia Format 3% Floppy (A:)

- R_Click vao tén cua 6 dia (co thé dia mém hoic dia e e _
ctrng) can dinh dang, sau d6 chon muc Format. -

- Néu muén dat tén cho diathi nhap véo myc Volume | ™ =
label, mudn dinh dang nhanh (chi xo4 dit liéu) thi chon [Defauit alocation size v
muc Quick Format, muén dung lam dia khoi dong thi | =™
chon muc F:reate an M SPQS startup disk. Z’ZEEES?;;

- Nhap chon Start dé tién hanh dinh dang. B

M F:hu y: ‘dﬁ ligu trong dia € bi xoa hoan toan, [ |
khong thé phuc hoi duogc. —
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3. Hién thi thong tin ciia dia
R_Click vao tén caa 6 dia can hién thi thdng tin, sa
d6 chon muc Properties. o
- Ldp General: Cho biét dung lugng dia (Capacity), . o
d& s dyng bao nhiéu (Used space), con lai beo nhieu = ™ -
(Fr% $ace). B fpes JRIEE N b DMECE
- Lép Tools: Cung cip mot sb cong cu kiém tradip ™" g™ ™
(Error-checking), tao dia du phong (Backup), chéng phan .
manh dia (Defragment). BAxD
- Lép Sharing: Cho phép dat cach thirc chia & tal remessae s o wse

A s ~ o P - s ks =itkp vuing, Bosmc i ke Ehie i bt L il sl
nguyén co trén dia (véi may tinh co noi mang). =TI

DA RR (0] Proga i

Carand | “ook | Hades | Hodn | Bho | Bocdy | Gk

j =

3.8. Sir dung tiéng Viét trong Windows
3.8.1. Gigi thiéu cac chwong trinh tiéng Viét

1. VAn dé tiéng Viét trong Windows

Hau hét cac phién ban caa hé didu hanh Windows ma ching ta dang sir dung la
phién ban khéng hd tro tiéng Viét, vi vay dé sir dung duoc tiéng Viét trong Windows
thi can phai cai dat thém céc font chir tiéng Viét vaphan mém gb tiéng Viét.

Céc phan mém gb tiéng Viét théng dung trong Windows nhu ABC, Vietware,
Vietkey, Unikey trong d6 phin mém Vietkey va Unikey rat duoc wa chudng vi co
nhiéu wu diém hon so véi cac phan mém khéc.

2. Font chir va bang ma

M&i font chir 3 di kém véi mot bang ma tuong tng, do d6 khi soan thao tiéng
Viét, ban phai chon bang ma phi hop véi font chir ma ban dang sir dung, néu chon
khéng ding thi cac tir ban nhap vao s3 khéng duoc hién thi nhe y mudn. Céc bo font
chir théng dung hién nay 1&

@ B¢ Font VNI: Pay labo font chir kha dep, cung cip rat nhiéu font chir, tén
font chir bat ¢au bang chir VNI.

@ B¢ Font Vietware: Bo font chir Vietware c6 hai ho: céc font chir c6 tén bit
dau bang chit SVN |a ho font chix 1 byte, cac font chir ¢4 tén bat dau bang chix VN 1
ho font 2 byte.

@ Bé Font TCVN3: Bo font chir ndy thuong di kém véi phan mém gb tiéng Viét
ABC, day la bo font chuan cia qudc gia, tén font chix bat dau bang ky tu "." (dau
cham).

@ Bé Font Unicode: Vi mdi qudc giadéu co ngdn ngit riéng nén viéc sir dung 1
loai font chir ma cd thé hién thi duoc tat ca cac ngdbn ngix 1a didu mong mubn caa céc
chuyén gia vé cong nghé théng tin vi né thuan tién cho viéc xir ly thong tin.

Su radoi caabo font Unicode d cho phép tich hop tit ca céc ky tu caa cac ngdn
ngit trong 1 font chir duy nhét. Hién tai, day la font chir chuan cia nudc ta ciing nhu
nhiéu nudc khéc trén thé gisi. Do do, khi hoc ciing nhu khi khi sir dung tiéng Viét trén
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may tinh ban nén chon b font Unicode.

B¢ Fonts chir Bang ma Fonts chir thdng dung
VNI VNI — Windows VNI —Times
Vietware X (2 byte) Vietware VNtimes new romane
Vietware F (1 byte) Vietware SVNtimes new romane
TCVN3 TCVN3 VnTime
Unicode Unicode Times New Roman, Arial

3. Cackiéu go tiéng Viét

C6 rat nhiéu kiéu gb tiéng Viét trong Windows. Vi ban phim chiing ta dang dung
khdng co sin céc ky tu tiéng Viét nén dé gd duoc céc ky tu tiéng Viét nhu 6, u, &.. thi
chling taphai sir dung céc t6 hop phim.

Mai kiéu g tiéng Viét déu o6 nhirng wu diém va nhugc diém nhét dinh, hai kiéu
g0 thdng dung nhat lakiéu gb Telex vaVNI.

Qui tic gb cac td hop phim cho kiéu gb Telex va VNI :

A

Ky tu a é 0 o u a d
Kiéu Telex aa ee 00 | ow;[|uw;w;]| aw dd
Kiéu VNI ab €6 06 o7 u7 ad do
Dau Sic Huyén Hoi Nga Nang
Kieu Telex S f r X j
Kiéu VNI 1 2 3 4 4

Vi du: Mudn gd chir ‘Hoi An’
Kiéu Telex: ‘Hooji An’ hogc ‘Hooij An’
Kiéu VNI : ‘Ho64i An’ hodc ‘Ho6i4 An’
M Ghi chi: Ban c6 thé gd dau lién sau nguyén am hoac g6 dau sau khi da nhap
xong mot tir, néu gd dau sai thi chi can gb dau lai chir khdng can phai x6atir méi nhap.

3.8.2. S dung VIETKEY
1. Khéi dong VIETKEY
Théng thuong Vietkey dugc cai & ché d6 khoi dong tu dong, ban cd thé tim thay
biéu twong cia Vietkey ¢ thanh Taskbar nhu 2 khi Vietkey dang & ché do bat tiéng
Viét hoac
Elkhi ¢ ché do tt tiéng Viét. Ngoai raban ciing cé thé khai dong Vietkey nhu

céc ung dung khéc bang cach D_Click vao 16i tit cua Vietkey B
hoac tir menu Start chon Programs/ Vietkey/ Vietkey.
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2. Cac thao tac co ban
@ Bat/ tat tiéng Vigt
Click vao biéu tuong cia Vietkey (¢ thanh
Taskbar) dé bat/tat ché do gb tiéng Viét. Néu biéu
twong la 2l thi ché do go tiéng Viét dang bat, 1a El
thi ché do g tiéng Viét dang tat. Ban ciing c6 thé
sir dung t6 hop phim ALT-Z dé bat/ tit ché d6 gb
tiéng Viét.
@ Hign cira s VietKey
R_Click vao biéu tuong Vietkey dé xuat hién
menu déi tuong roi chon Hién cira sb Vietkey (néu
ngbn ngir hién thi latiéng Viét) hoac chon Vietkey
Panel, khi ¢6 hop thoai xuat hién nhu hinh bén:

Frha e g, temmg khed o ouec - Verstas 2.1 E|

Vietk{3y - :
S Euerywhicre SimplgPowe riol
g M TURT FHpAswea: vier R sy con bl S 4 SAR3ETE
i g
Tk ikt

= Tahe T~
I B3 b ki 20 4. ba. ]
[ B o gy st ngrnein S

R B ki bl
B0 b phim Brdes phin i g
& Tung =
I T b =
g Tomo M Thod g Lwand G Tamkie

Click vao nit Taskbar (¢ hinh bén) dé thu nho biéu tuong VietKey thanh biéu

tuong trén thanh Taskbar.

@ Thay doi ngdn ngir hién thj

Ban c6 thé thay doi ngdn ngir hién thi coa
Vietkey tir tiéng Anh sang tiéng Viét hoic nguoc
lai. Trong ciraso Vietkey, Click vao muc Tay chen
hodc Options) hop thoai xuét hién nhu hinh bén.
Chon Hién thi tiéng Viét dé chuyén sang tiéng Viét
hoac bo chon muc Vietnamese | nterface dé chuyén
sang tiéng Anh.

@ Thay déi bang ma

- Chon muc Bang ma (hoac Char sets) trong
cirasd Vietkey, hop thoai xuat hién nhu hinh bén.

- Chon bang ma can doi trong hop tly chon.

Frha e g, temmg khed o ouec - Verstas 2.1 E|

Vietk(Ly Everytiere SimplgBowe riol
g M TURT FHpAswea: vier R sy con bl S 4 SAR3ETE
Eidng mil
o b i B3

™ TOWMZ -ABC [VATima..)
1 W] whe NI Tirmsg |
VIGR I Tie"'ng Vi ™11

Umcode 1680
¥ Linkoode dyng elin. TOWH 63082001
™ Uricode LTFE
™ Linimode darg of Haml
T Uninode ol ngdn mgld B binh

@T":rn-ln X Thon

y Lwtnndil S Txkis

- Ngoai raban c6 thé chon c&c bang ma thuong hay sir dung trong menu déi twong
cua Vietkey bang cach R_Click vao biéu tuong cua Vietkey £ trén thanh Taskbar.

Bang ma hién hanh dugc danh diu bang ky hiéu p
@ Thay déi kiéu gd

- Chon muc Kiéu g8 (hoic Input methods)
trong cira so Vietkey rdi chon kiéu Telex hoic VNI
- Poi véi kiéu gb Telex, khi mudn gd tir
tiéng Anh (hoic khong phai latiéng Viét) thi ban
phai gd lap dau hoic lap nguyén am, khi d6
Vietkey s3 ty nhan biét tir ban muén go vao la tur
tiéng Anh, hoic ban ciing ¢ thé nhan to hop phim
Shift trai + Shift phai thi Vietkey s2 tra lai cho ban

Frban s g, Trmng khod rha g - Varsban 7.1 E!

Vietk[Ly I
(e Evenyishere Simphg\Ppweriol
o B M TRATT o s e vierf sy oo bl S o SERZETE
s ofi
Tifing Wit
& Telen " Wi

I Bt o b o (. b, Eop]
[ B i gy wau nguén e

W B dbuhp oo
B bén phim By phim cén gb
' Thing it =

™ Tilngdrh =

AR T W Thw

am  TatkBa



tir ma ban d&god véo.
Vi du : néu ban mudn gd tir Windows:
- GO wwindows
- GB uindd rdi nhan té hop phim Shift tréi va Shift phai.

3.8.3. Si- dung UNIKEY

1. Khéi dgng UNIKEY

Théng thuong Unikey duoc cai ¢ ché do khoi dong tu dong. Ban cd thé tim thy
biéu twong cia Unikey & thanh Taskbar nhu W khi Unikey dang o ché do bat tiéng Viét
hoic E khi ¢ ché do tit tiéng Viét. Ngoai ra ban ciing cd thé khoi dong Unikey nhu
céc ung dung khéc bing cach D_Click vao 16i tit caa Unikey & hinh nén hoac tir menu

Start chon Programs/Unikey.
2. Céc thao tac co ban
@ Bat/ tdt tiéng Vit P
Click vao biéu tuong cua Unikey (¢ thanh Hugma dén
Taskbar) dé bt/ tit ché do gd tiéng Viét, néu biéu tuong o gy o
|a W thi ché do gb tiéng Viét dang bat, 1a E thi ché do Ehupen w8 nhanh - [£5+7]
2 . . , 2, 2 v G kidu TELEX,
g0 tieng Viét dang tat. Ban ciing co thé sir dung t6 hop G kidu WHI
phim ALT + Z hoac Ctrl + Shift (xem bang diéu khién o
cua Unikey nhu hinh bén) dé bat/ tit ché do g6 tiéng Unicade
- A TCWMH3 - ABC
Viét. v W wfindows
WILR
LTF-& Literal

Wishware

@ Sk dung bdng diéu khién ciia Unikey x|

R_Click vao biéu tuong Unikey dé xuat piukhin
hién menu déi tuong rdi chon Configuration | Bwmé [/ | ¥ |
(néu ngdn ngit hién thi 1atiéng Anh) hoac chon | Kéudsstir [TeLex = X Kétic

Bang diéu khién, khi do hop thoai xuat hién | Princhydn  CTRL+SHIFT
G AT+Z

nhu hinh bén.
Hop thoai cia Unikey c6 2 ché do: ~Lya chen
- Ché dd mé réng: cho phép dit tit ca ;Ehﬂphép gbdsumiyméc deufitte WV Vietnamese nerface
A £ n , . Phdi gb 4 én s o
thong sb hoat dong ciia Unikey Rt ER L)
, , R , [~ BA diu od, up [thay ¥i da, ] Bing i kit . |
- Ché d¢ thu nhé: chi dat cac thong so

[” 5i dung clipboard cho unicode

thuong WSLI’ dung nh73_'t ) , ) [~ Béthtithoai ny kki khdidtng W Khdi déng cing ‘windows
bé chuyen doi gitra 2 che do nay ta Click
vao nit Thu nhé hoic Mé rong o Mntopiks | Qg o | LS i

- Vietnamese interface/Giao dien tieng Viet: Chon ngdn ngir hién thi Ia tiéng
Anh hay tiéng Viét.
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- Bang m&: Chon bang ma tiéng Viét. Ban phai chon ding bang mé tuong tng
véi Font tiéng Viét dang sir dung.

- Kiéu gd phim: Cho phép chon kiéu g6 tiéng Viét: Telex, VNI, ...

- Phim chuyén: Thiét 1ap t6 hop phim ndng ding dé bat tit tiéng Viét bang:
CTRL+ SHIFT hoac ALT + Z.

3.9. Bao vé may tinh
3.9.1. Khéa may tinh
Ban cam thay kho chiu khi c6 ai d6 thay doi nhitng thié |ap mac nhién cia méy
tinh minh tir trudc, hay théng tin dit liéu trén may tinh ban quan trong khéng mudn cho
ai dung vao may minh, tranh sy td mo, dom ngé, voc pha caa nhidu nguoi nhat 12 khi
ban sir dung may tinh trong co quan, cong ty. Bé tranh nhitng phién phirc 6, ban chi
danh 1 it thoi gian dé thuc hién. c6 nhiéu cach dé bao vé méy tinh ciaban nhung don
gian nhat van |a cach sir dung Password. Sau day S8 gisi thiéu téi cac ban mot sb cach
dé tao Password cho mdy tinh:
i @ Céch 1: Pat mat khau khi dang nhap vao windows:
"% == Thuong thi khi cai dat Windows it khi ca mat khau khi dang
- . nhap vao Windows, diéu nay lam cho khoi dong vao thing
'windown khéng qua budc dang nhap, khi d6 moi dit liéu quan
""" “trong trén méay tinh minh khéng con an toan nita, vi thé can phai
dat mat khau dé bao vé. Vao Start\ Setting\ Control Panel\
Administrative Tools\ Computer Management\ Local User and
Group\ chon vao nhanh User, khung bén phdi hi¢n ra danh sach
nguoi dung, nhap phai chudt vao ngudoi dung can dat mat khau (hinh 1) (¢ day minh
dat mat khau cho Administrator, dat mat khau cho tai khoan c6 quyén cao nhit, con tai
khoan Guest (khéch) thi ¢é mat nhién nhu hinh c6 dau chéo do) chon Set password.
Khi d6 hién rahop thoai chon Proceed vanhap mat khau 2 lan.

@ Céch 2: Bat ché do bao vé man hinh (Screen Saver): Minh dang soan mét van
ban mat nhung minh cé cong viéc, trong khoang thoi gian roi khoi chd lam viéc, man
hinh nam tro radé, thi tai liéu quan trong caa ban khéng con & quan trong nira. Trong
treong hop ndy ban mudn man hinh méy tinh s3 ty khoa sau 1 khoang thoi gian nao do
khi khéng thao t&c ban phim va chudt thi ban chi can bat ché do bao vé man hinh
(Screen Saver).

e - Tr mén hinh Desktop ban nhidp chudt phai chon
Properties chon thé Screen Saver. Nhap vao mii tén chi xudng
- dé chon bat ky mot screen saver sau d6 danh dau chon muc On
resume, password protected,va chon thoi gian cho doi trinh bao
e, V& man hinh hoat dong (tinh béng phdt, né hoat dong néu trong
w3 i s KNOAN thot gian vi du 1 phdt ma ban khong dung vao ban phim
i, otz ———— hoac chuot thi may s3 tu khoa lai vadé khdi phuc lai man hinh
Hish? lam viéc, chi co cach 1a gd dung mat khau diang nhap may tinh
== trong hop thoai Unlock computer xuat hién sau khi ban dung
vao cé&c phim trén ban phim hay di chuyén con chudt, cach nay

hoat déng khi cach mgt @& hoan thanh) - nhan OK.




- Sir dung phim néng: Khi méy tinh dang lam viéc, ban mudn cha dong “khoéa
méy” dé di dau do. Ban chi can nhan to hop phim Ctrl + Alt + Del, sau d¢6 nhan vao nt
Lock Computer. Hay don gian hon chi can sir dung to hop phim “Windows+L” . Bé
|am viéc binh thudng trd lai ban chi cin mé khoé bang cach nhap vao tén tai khoan va
mat khau ciangudi 6 tham quyén thi S8 trg lai trang thé 1am viéc binh thuong.

Khong c6 bao mat no 1a an toan tuyét déi nhung véi budc trén ciing tam 1am ta
yén tdm hon, va khéng muon a st dung may tinh caa minh dé voc pha hay lay thong
tin quan trong caaminh.

@ Cach 3: Céch nay la chan ngay tir 1Uc khoi dong. Lac vira bat may khoi dong
thi ban nhan DEL(F2, F8, ESC) vao BIOS. Chon muc Set Supervisor Password-> bat
YES ¢ muc Boot Password Required, Resum password Required, sau d6 nhé set
password nhé . Nhan F10, chon YES dé luu lai va Restart may.

3.9.2. An fileva thw muc
Muén 4n file hodc thu muc ndo tathuc hién nhu sau:

- Kich chuot phai vao file/thu muc do, sau d6 chon muc Properties
Xuét hién hop thoai:
[ #°] Toefl.doc Properties [-3_.5-]1

General | Secunty | Custom | Detads |

@j Teefl.doc

Type of fle: (.doc)
Opens with: @ Microsoft Office \Word Change...

Location: o sers\Hai NangDesktop

Stze: 1.01 MB (1,000,352 bytes)
See ondisk:  1.01 MB (1.060.864 bytes)

Created: Sunday, August 24, 2008, 5:29.25 PM
Modihed: Fnday, August 22, 2008, 7:32:.34 PM
Aooessed: Sunday, August 24, 2008, 9:259:25 PM

Aftributes:  [T]Readonly [T Hidden Agvanced...

[ ok ][ Ccancel Apph

- Kich chon vao 6 chon Hidden
- Kich chon OK
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3.9.3. Bdo v¢ céc file bang mdt khau



3.9.4. Thay doi mdt khau
Pé thay doi mat khau ta thuc hién céc thao tac nhu sau:
- Start -> Setting -> Control Panel

8,

User

- Kich ddp chudt vao biéu tugng #«e

Khi d6 s3 xuat hién hop thoai sau:

Make changes to your user account
Change your password

Hai Nang

Adrninistrator
Password protected

Remove your password

Change your picture
¥ Change your account name

"g:'j' Change your account type

'l;'f-' Manage another account

'g:'f.' Turn User Account Control on or off

- Bé thay d6i mat khau ban kich chudt véo lién két: Change your password

Change your password

— Nhap mat khau cii vao day

Hai MNan
Administra
Password p;y
turrentpas:wcrcl Nh@p m@t khéu méi vao déy

Mew password

Confirm new password

If your password cuntainMped the same way every time you log on.

How to create a strong password R n 2 N -
Nhap mat khau méi vao day

Type a password hint

The password hint will be visible to everyone who uses this computer,
What is a password hint?

[ Change password ]I Cancel

- Ban nhap mat khau cii (Mat khau hién tai) vao 6 text thir nhat
- Ban nhap mat khau méi vao 6 text thir hai vathir ba

- Kich chon nit Change password dé thay doi mat khau

Hozc kich chon nit Cancel dé hay bo 1énh thay d6i mat khau.
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3.10. Virus may tinh va cach phong chéng

Hién nay, ca&c phan mém Hé diéu hanh (HPH) nhu Microsoft (MS) Windows
2000, XP, Vista, Linux Ubuntu, Fedora, RedHat..., c&c tng dung phd bién nhu MS
Office, Sun OpenOffice, Adobe Photoshop, Autodesk AutoCAD... déu kha hoan thién
va co co ché an toan kha cao, nén it xay ra truc tric. Nhung thuc té ty 1é may tinh bj
truc trac phan mém van rat [on, mamaot trong nhirng nguyén nhan chi yéu lado virus.

Di kém voi sy phét trién caa cdng nghé méy tinh, phan mém va truyén thdng thi
cang ngay sd luong ngudi cb thé viét va phét trién virus cang nhiéu, kha ning lay lan
va phét tan cang manh, muc d6 anh huong cua virus cang 16n, va do do thiét hai truc
tiép ciing nhu gidn tiép do virus gy ra ciing ngay cang manh mg.

Nhiing phan tich dudi ddy s3 gitip cac ban c6 mot céi nhin so lugc vé viéc phong
chdng virus vakhéc phuc sy 18y nhidm cua virus trén méy tinh ca nhan (PC) cia minh.

3.10.1. Virusmaytinhlagi?

Vé ban chét, dbi véi may tinh thi virus méy tinh ciing 1a mot phan mém nhu tat ca
céc phan mém théng thuong khéc. Tuy nhién, ddi véi ngudi sir dung thi virus thic s
la mot ndi dau dau, vi cac phan mém ndy luén ¢ trang thd khdng moi ma dén, thuc
hién céc tc vu gy rahau qua xau cho ngudi sir dung nhu dénh cip thdng tin, pha hoai
tai liéu va cac phan mém khéc, tiéu tén ning luc xir ly caa may tinh, gay ra céc truc
trac lién tuc cho PC.

Nguyén |y 18y nhiém, phét tan cia virus méy tinh ciing tuong tu nhu virus trén
céc co thé sdng: ching tim moi cach dé 1ay nhidm tir tai liéu ndy sang tai liéu khéc, tir
méy tinh ndy sang may tinh khéc, ludn ¢ gang ty nhan ban va phét tan chinh no trong
moi truong hop o thé duogc, theo nhitng c&ch thirc ma ngay ca céc chuyén gia vé
phong chdng nhiéu Itc ciing phai ngac nhién.

Tuy nhién, cd mot dac diém khéc cia virus may tinh vai virus théng thuong, d6 1a
nd do con ngudi tao ra. Vi vay virus may tinh lién tuc bién d6i khéng nging, céc bién
thé méi xuat hién rat nhanh va ching ludn tim céach tiéu diét cac phan mém chéng
virus. Vi vay khdng c6 mot loai vic-xin dic tri ndo c6 thé “uéng mot 1an” ma phong
trénh duoc ma mai, ma mudn chong duoc thi méy tinh phai dugc cai dat cac phan
mém cd co ché phong chéng virus hiéu qua nhat va ching phai duoc “udng vac-xin”
thuong xuyén, cb nghia laphai lién tuc bién doi, cap nhat theo sy phét trién cua virus.

3.10.2. Tinh chdt va phan logi virus

Ngudi ta chia virus thanh 2 loai chinh 1& B-virus, loai 18y vao cac mau tin khoi
dong (Boot record) va F-virus l&y vao cac tap tin thuc thi (Executive file). Cach phén
loai ndy chi mang tinh tuong ddi, bai vi trén thuc té ¢o nhiing loai virus ludng tinh vira
|&y trén boot record, viratrén filethi hanh. Ngoai ra, tacon phai ké dén ho virus macro
nora.



@ B-virus: Néu boot méay tir mot dia mém nhidm B-virus, bd nhé caa may s bi
khdng ché, ké tiép 1aboot record caa dia cung bi 1ay nhidm.

@ F-virus: Nguyén tic cua F-virus 1a thém doan ma|énh vao file thi hanh (dang
.COM va .EXE) dé mdi lan file thuc hién, doan ma ndy s8 duogc kich hoat thuong trd
trong ving nhé, khéng ché céc tac vu truy xuét file, do tim c&c file thi hanh chua bi
nhiém virus khéc dé ty 1ay véo.

@ Macro virus: 18y qua céc tap tin van ban, Email, chon ngbn ngir Macro lam
phuong tién 18y lan.

3.10.3. Con dwong lay lan cra virusva cac triéu chirng

Trén Windows, c6 nhitng con duong 8y lan chu yéu caavirus gom:

- M& mét trang web ma trang web d6 ¢ chira virus nham vao 16 hong caa méay
tinh. Luu y 1a chi cin ma trang web théi 1a méy tinh ¢4 bi nhiém, mangay ca céc trang
web ¢ uy tin ciing ¢ thé bi nhiém virus.

Nhan e-mail c6 chiravirus.

Puavao may tinh dia CD/DVD hoic 6 ¢iaUSB ¢ chiravirus.

M& céc tép, tai lidu duoc truyén quamang hoic diamém/ USB ¢6 chira virus.
M4y tinh c6 ndi mang dén cac may tinh khéc bi nhiém virus.

- Gtri/ nhan dir liéu co chira virus qua Bluethooth.

Vé mit nguyén tic, muc tiéu tdi twong cia virus 1a pha hoai, danh cip, nhung dé
lam dugc viéc do thi n6 phai c6 kha nang an minh dé lan toéa. Do vay ngoai nhirng hanh
dong mavirus chi tam 1am, né ludn ¢b gang che dau moi hanh vi dé nguoi dung khéng
thdy c6 gi bat thuong. Do vay nhiéu nguoi Sir dung sbng chung véi virus mot thoi gian
dai makhoéng hé biét.

Tuy nhién, do y&u ciu phai gon, nho, cht tam vao viéc ludn lach, dugc phét trién
mot céch khdng minh bach bai mot sb it ca nhan hoic to chirc nho, nén phan mém
virus thuong khdng hoan hao. Khi bi nhiém, ngoai trir thoi diém phét téc, virus hay gay
ra nhitng truc trac phan mém khién nguoi sr dung chi y. Bic biét, cac virus hién dai
lubn cb gang tiéu diét céc phan mém antivirus. Do vay, néu phan mém antivirus trén
méy tinh caa ban bdng dung bién mét hodc ban khéng thé cai dat chdng (tit nhién, ¢
day chi ndi dén céc phan mém antivirus ndi tiéng chang han nhu Symantec/Norton hay
McAfee), thi ban ¢ thé dodn chic lamay tinh d& bi nhiém virus.

3.10.4. Quy tic phong chéng virus

Mic di sd lwong virus may tinh ngay nay |1a khong 16, nhung quy tic phong
chdng lai kha don gian: cai dat mot phan mém chdng virus loai tot va thuong xuyén
cap nhat né, dong thoi thudng xuyén cap nhat cac ban valdi caa Windows.

Tat nhién khéng ¢ ca gi hitu hiéu 100%, nhung néu & dung ding céch hai
phuong thic trén thi ¢ thé néi 1ahiéu qua dagan nhu tron ven.
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@ Pé phong F-virus: Nguyén tic chung 1a khéng dugc chay céc chuong trinh
khong rd ngudn gdc. Hay dung céc chuong trinh diét virus kiém tra cac chuong trinh
nay trugc khi chép véo dia cing ciamay tinh.

@ Pé phong Macro virus. Ho virus ndy lay trén van ban va bang tinh cua
Microsoft. Vi vay, khi nhan mot file .DOC hay .XLS n&o, ban hdy nhé kiém tra chiing
trudc khi mo ra

@ Phan mém phong chéng virus (Anti-virus)

Vé mat nguyén ly, phan mém chdng virus dva trén hai phuong thiee chinh: nhan
dang van tay vatheo ddi hanh vi.

- M&i mot phan mém déu cd mot doan méa dic trung ma chi riéng né ¢, do dé
virus ciing c6 mot doan méa riéng caaminh, day co thé goi 1a “van tay” caa virus. Cac
phan mém chdng virus c6 chira mot co s dir liéu céc van tay cua virus, va thuong
Xuyén so sénh ma van tay nay méi khi Windows thuc hién mot téc vu bt ky, ching
han m& maot tép (do nguoi dung chi dinh hodc do hé thong tw ma). Néu phét hién thiy
doan ma van tay cia virus, phan mém Antivirus s3 tim céch vé hiéu héa tac vu do va
cd lap tép dir liéu chira ma virus, tiéu diét doan ma virus trong tép d6 hoac “déng
bang”, xda bo tép bi 1ay nhidm néu khong thé tiéu diét duoc. Phuong thic chdng virus
nay co thé coi lahiéu qua vaphd bién nhat.

- Hanh vi ciavirus ciing ¢6 nhitng diém khéc véi théng thuong, do 1a thuong tim
céch 18y nhiém hay thyc hién céc thao tac bat thuong. Cac phan mém chdng virus ciing
dwa vao phuong phép theo ddi c&c hanh vi bét thuong dé tim céch phét hién vatiéu diét
virus. Nhung phai néi la trong thuc té phuong an ndy c6 kha nang thanh cdng théap, vi
né van dung nhiéu dén tri tué nhan tao ma tri tué nhan tao & phan mém méay PC con
thip do kha nang tinh todn caamay PC han ché, ton kém nhiéu tai nguyén va phic tap
trong viéc phét trién co ché caatri tué nhan tao nay.



Do phuong thirc “tim va diét” caa phan mém Antivirus chii yéu dya theo “van
tay”, do d6 ciing giéng nhu thé gidi t6i pham trong doi thuc, cac phan mém chéng
virus phai duoc cap nhat thudng xuyén cac diu van tay (virus definitions) ndy. Néu
khong dugc cap nhat thuong xuyén thi viéc cai dat mot phan mém chdng virus loai tot
nhat ciing tro nén vo nghiadéi véi cac loai virus mai.

Theo da phét trién lién tuc caa virus hién nay, phan mém chdng virus phai dugc
cap nhat lién tuc hang ngay, tham chi hang gid. i véi ngudi ding PC théng thuong
thi thoi gian cap nhat thuong xuyén nén 12 1 tuan/lan va cham nhat 1a 1 thang/lan.

@ Cap nhat thuwong xuyén cac ban va 16i ciia Windows

Néu nhu hanh dong bit can caa ban than ngudi sir dung cé thé 1am may tinh bi
lay nhidm, thi céc 15 héng an ninh caa Windows va c&c phan mém tng dung s& 1am
maéy tinh bi 1y nhiém virus mot céch tu dong ma khdng can bat car mot tdc vu ndo caa
nguoi Sir dung, viéc 18y lan chu yéu qua cc may tinh ¢ ndi mang.

Do céc 16 hong caa Windows thuong xuyén dugc/bi phét hién, MS lién tuc phai
phét hanh céc ban va 16i. Bé cap nhat céc ban va 16i ndy, ban nén chay chic nang
Windows Update (duoc liét ké ngay trong menu Start cua Windows) thuong xuyén,
nén 1a 1-2 thang/lan, hoic vao tdy chon khi chay Windows Update va dat 1a Tu dong
(Automatic Download/Install update).

3.10.5. Phuong thirc khdic phuc vatiéu diét virus khi @ bi 18y nhiém

Virus méy tinh ¢6 xua nhu sy xuit hién cia mdy tinh, nghe nhiéu dén mirc nham
chan nhung viéc tiéu diét virus van la mot viéc 1am khéng don gian néu ban khéng cd
du cdng cu can thiét. Hoac ddi khi nhiém phai loai virus chuyén pha hay dir liéu thi
viéc hdi phuc dit liéu larat khé khan, tham chi 1a khong thé.

Do céc virus ngdy nay biét rd ai dbi khang véi n6, nén mot khi may tinh da bi
nhiém virus thi viéc cai dat phan mém chdng virus dé diét gan nhu [amot nhiém vu bt
kha thi. Bai vi khi virus daduoc cai dit vao may tinh truge phan mém Antivirus, né s
chiém thé thuong phong va luén tim céch tiéu diét phan mém anti-virus khi ban cb
gang cai ching vao dé diét virus.

@ Phwong thirc tiéu diét hi¢u qua don gian nhat nhw sau:

- Str dung mot mdy tinh ma ban biét chic 1& sach virus, cai dit phan mém chong
virus 1én trén d6 va cap nhat 1&n ban “van tay” virus mai nhat. Phai chic chan tinh
nang tu dong quét virus dugc bat.

- Théo 6 diaciing & mdy bi 1ay nhidm valip sang méy tinh da cai phan mém. Ban
phai chic chan 6 ciing bi nhidm phai duoc dit & ché do Slave (6 phu), boi vi néu ban
dit & ché do chinh (Master) thi két cuc 1a khi bat may 1én, ca hai may déu bi nhidm
virus ngay lap tac.

- Bat méy, khoi dong Windows trén may ¢ 6 cang sach va ding phan mém
chdng virus & may sach d6 dé quét virus trén 6 nhidm bénh.
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- Lap tro lai 6 cirng d& duoc quét vao méy tinh ci.

Néu ban cam thay quy trinh trén qua phuc tap thi hdy nhd cac cong ty chuyén
nghiép. Trong truong hop todn hé thdng caa ban déu nhidm virus (khéng co méy tinh
sach ndo), thi viéc xir ly cuc ky kho khan.

Ngoai ra, ciing co nhitng phuong cach khac nhu cai dat lai may tinh, khai dong
Windows va phan mém chdng virus tir dia CD/DVD sach dé quét... nhung néi chung
larat kho cho nhirng nguoi sir dung théng thuang.

Ngay ca ddi voi cac don vi chuyén nghiép vé méy tinh, néu nhu 15 dé virus lay
lan ratoan hé thong thi cau chuyén xir Iy n6 ciing thuc s lamot van dé nan giai.

3.10.6. Chwongtrinh digt virus BKAV

Chuong trinh diét virus BKAV duoc phét trién tir nam 1995 béi nhom nghién ciu
lagiang vién va sinh vién Truong Pai hoc Bach KhoaHa Noi.

@ Khéi dong BKAV:

Chon Start/ Programs/ Bach khoa Antivirug Bkav 2006 hoic D_Click véo 16i
tat caa BKAV trén man hinh nén hoic ban ciing c6 thé D_Click vao biéu tuong B &
goc bén phai ciathanh Taskbar. Giao dién cua chuong trinh BKAV nhu hinh dudi day:
Bkav2006 Version 1850 - Cap nhat ngay 25/08/2008 - Build 1307 =HACH X |

Bach Khoa AntiVirus: &

Home Edition = =

Tuj chon | ] | Vi List | | |
_.E
7 Thtcd 4 cing v3 LUSE W File chutcng tink [ Digt khang cin hdi %
(" Chon 8 di'a hé thing ¥ File van bin v Sao luw tudc khi dict >I
{¥ Chon nhidu 8 di'a V¥ Thtcdcac File ¥ Map lic khdi déng {
™ Chon thut muc [~ %04 tat ca Macro [ English Interface é

Trg git G ; Thoé
1995-2006 Nguyn Tit Quing ﬂ ro gup Huet X £

@ Lop Tuy chon (Options):

- Chon 6 dia: cho phép chon vi tri (6 dial thu muc) can quét.

- Chon kiéu File: cho phép chon kiéu tap tin can quét virus.

Thong thuong thi chi ¢6 céc tap tin chuong trinh vatap tin van ban méi can phai
quét virus, c&c tap tin loai khac it khi bi virus |4y nhiém.

- Lya chon khac: cho phép chon céc tuy chon khi quét vakhoi dong chuong trinh.



@ Lép Nhat ky (History):

Trong khi quét: Liét ké cac tap tin ddduoc quét virus.

Trugc/ sau khi quét: Liét ké théng tin vé c&c tap tin bi l1ay nhidm virus va tinh
trang ciatap tin sau khi d¢a quét virus: diét thanh cdng, khong diét duoc.

@ Lop Lich quét (Schedule):

Cho phép dat lich quét virus ty dong (hang ngdy, hang tuan, hang thang, ...)

@ Lép Viruslist: Liét ké danh s&ch cac virus.

@ Lénh Quét (Scan): Tién hanh quét/ ngung quét virus theo dudng dan duoc chi
ra & muc Chon 6 dia

@ Lénh Thoat (Exit): Thoat khoi chuong trinh.

@ Lénh Tro gitp (Help): Huéng dan sir dung chuong trinh.

3.10.7. Chwongtrinh digt virus Symantec Antivirus

Ngdy nay céc phan mém chdng virus ciing c6 nhiéu va nhiéu phan mém duoc
quang céo ram ro khap noi. Tuy nhién theo kinh nghiém cua chiing téi trong gan 20
nam 1am viéc trong nganh may tinh, thi ngoai trir viéc cai tén Symantec/Norton bi nhic
di nhic lai quanhiéu 1an dén nham chén, day van Ia hang phan mém sb mot trong viéc
xir ly virus. Ban Antivirus tot nhat 1a Symantec Antivirus Corporate Edition véi nhitng
uu diém sau:

- S6 lwong virus quét dugc rat 16n, 1én dén trén dudi tdm muoi ngan céc loai virus
khéc nhau (can leu y 1a phan mém BKAV cua Viét Nam chi diét dugc trén mot ngan
virus, nghiala xac suat diét thanh cong 122%).

- Ché d6 cap nhat van tay (Virus Definition) dugc thuc hién qua Live Update tu
dong va cho phép ban cap nhat vinh vién (tham chi di ban c6 dung ban phan mém lau
— tit nhién chiing tdi khong c6 sty cho phan mém lau, nhung né thé hién trach nhiém
caa Symantec ddi vai s an todn caa cong dong).

- Téc do quét rat cao. Ban nén luu y 1avsi mdi tae vu bat ky ndo cia Windows,
Norton Antivirus ciing kiém trand véi co s dit liéu mau hang traim ngan virus, do do
ban s3 thay 1a Norton Antivirus chay thuc s nhanh. Béi khi c6 nhitng phan mém chay
nhanh hon Norton Antivirus, nhung thuc té 1 c6 rat nhidu hanh dong c6 thé 1am lay
lan virus ma n6 khdng kiém soé dugc, hoac CSDL van tay qua it nén kha nang tiéu
diét virus bi han ché.

- Céc ky sir ciahang cap nhat rat nhanh céc virus méi xuét hién, ké ca trong ngay
nghi. C6 thé ban nghi rang céc virus ndi dia (Viét Nam) thi Symantec khdng biét nén
khéng quét duoc, nhung nhu vay ¢ I laban d& danh gid hoi thip Symantec.

- Co ché quét vaxuir ly rat an toan. Kha nang nhan dang nham virus (tic 1a nhan
dang nham dix liéu tt thanh virus) hoac kha niang pha hiy mét dir liéu cia ban sau khi
sira chira virus (tirc la tai liéu ban dang dung bi nhiém virus nhung van con doc dugc
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ndi dung, sau khi duoc/bi phan mém quét virus chay qua thi virus mat ma dit liéu ciing
mat theo) ciia phan mém Symantec la thip, néu khéng néi 1a cuc ky thap.

- Phan mém danh cho méy chu (server) hoat dong rat tét, cho phép mdi khi méay
chu dugc cap nhat thi toan b cac may tram trong mang ciing dugc cap nhat theo.

@ Khéi dong Symantec

Chon Start/ Programs/ Symantec Client Security/ Symantec Antivirus hoac
D_Click vao 16i tat caa BKAV trén man hinh nén hoic ban ciing c6 thé D_Click véo
biéu tuong k3 ¢ g6c bén phai caa thanh Taskbar. Giao dién cia chuong trinh BKAV
nhu hinh sau:

L Symantec AntiVirus [ [
File Edit View Scan Configure Histories Help
=8 Symantec AntiVirus

Symantec AntiVirus

- {] View
S-[&] Scan Symantec AntiVirus can help keep your computer protected
T from viruses and security risks, Select anitem to the left to
&4 Custom Scan perform an action,
5 Quick Scan
& General Information
259 Full 5can
- ; ’ Parent server:
1] 4% Configure 1
7-Ji)l Histeries .\ | I'l' Clent graup:
il Startup Scans § ) Quarantine: § Ttems
4-{#] User-defined Scans ._ J'I; Program Versions
7[5 Scheduled Scans Program: 10.2.0.276
| & Look for Hel o ' S
4 g Look for Help ./ 3 Tk Scan engine: B1,20.25
Virus Definibons File
’ Version: 23082008 rev. 7
[ hvelpdate... ]

@ Thuc hién quét virus
Chon vao muc Scan
- Chon Custom Scan: Quét virus theo tuy chon ciangudi sir dung bang céch
chon céc 6 diamudn quét roi nhan Scan.
- Chon Quick Scan:
- Chon Full Scan: Quét day du
Sau khi quét xong, chuong trinh s& cho biét c6 bao nhiéu virus, dong thoi khoa
nhitng virus d6 lai. Nhan biéu tuong X (goc trén phai) dé dong cira b lai.
@ Lap lich quét virus
bé lap lich quét virus méi ngay, ngudi ding phai 1am céc thao téc sau:
- Chon vao muc Scheduled Scans— New Scheduled Scan
- Chon céch quét — nhan Next.



- Nhap vao théng tin tén trong phan Name. Nhan Next
- Chon théng tin quét theo dang hang nay (Daily) vao luc 11h sang (11:00 AM) -
Nhan Save dé luu lai lap lich.
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PHAN I1: MICROSOFT WORD
ﬂ CHUONG IV
SOAN THAO VAN BAN TREN MICROSOFT WINWORD

04 tiét (LT:01, BT:00, TH:03, KT:00)
4.1. Khai niém k¥ thuat soan thao vin ban, nhitng yéu ciu, va quy dinh soan thao
van ban. i
4.1.1.Khéi nigm vé ky thudt sogn thdo van bdn
Van ban & phueong tién d@é ghi nhdn nhiing théng tin, truyén dat cac thdng tin tir ch
thé nay dén chii thé khac bang mét ky hiéu hogc bang ngén ngir nhdt dinh ndo do.
K§ thuat soan thao vin ban la nhitng quy trinh, nhitng doi héi trong céc qua trinh dién
ra mot céch lién tuc tir khi chuan bi soan thao dén khi soan thao, va chuyén vin ban
dén noi thi hanh. Gan lién vai quy trinh va nhiing doi hoi 1a nhitng quy tic vé viéc t6
chirc bién soan, thu thap tin tic, khai thao van ban va ca ngdn ngir thé hién trong van
ban.
4.1.2. Y nghia ciia ky thugt sogn thdo vin bdn
K§ thuat soan thao van ban c6 rat nhiéu y nghia. Nhung y nghia c6 tinh chat co ban
nhét phai ké dén 1alam cho nguoi nhan dugc van ban dé hiéu, va hiéu dugc mot céch
thong nhat.
4.1.3. Nhizng yéu cau cia ky thudt sogn thdo van ban
a) Pé dam bao cho vian ban dugc ban hanh dlng va co chat lugng 1a phai nim viing
ndi dung caavan dé can van ban hoa
b) Céc thong tin dugc sir dung dwa vao van ban phai cu thé va dam bao chinh xéc.
Khéng nén viét van ban véi nhirng théng tin chung valap lai tir c&c van ban khéc.
¢) Pam bao cho vin ban dugc ban hanh ding thé thirc. Thé thic duge ndi ¢ day 1a
toan bo céc thanh phan ciu tao nén van ban. Ching ¢am bao cho van ban ¢6 hiéu luc
phép ly va dugc sir dung thuan loi tredc mét ciing nhu 18u dai trong hoat dong quan ly
cua C&c co quan. Mot van ban day du céc thé thirc yéu cau phai co céc thanh phan:
qudc hiéu; diadiém, ngay, thang ban hanh vin ban; tén co quan, don vi ban hanh; sb va
ky hiéu; tén loai vatrich yéu noi dung; noi dung; chir ky cuanguoi co tham quyén; con
du hop thirc cia co quan; diadiém noi van ban dugc gai dén (noi nhan), v.v...
d) Sir dung céc thuat ngir va van phong thich hop. Néu thuét ngir vavin phong khéng
duoc lya chon thich hop cho tirng loai van ban khi soan thao thi viéc truyén dat thong
tin qua van ban s3 thiéu chinh x&c. Diéu do tit nhién s3 anh huong dén ndi dung van
ban.
€) Van ban phai thich hgp véi myc dich sir dung. Vi du, khdng dung chi thi thay cho
théng béo va nguoc lai. Y&u cau nay doi hoi phai cé sy phan biét rd rang céc loai van
ban trudc khi lyachon.



4.2. Thé thirc va bd cuc van ban
4.2.1. Thé thic vin ban

Thé thirc van ban 1a toan b céc bo phan ciu thanh vin ban, nham dam bao cho van
ban c6 hi¢u lyc phép ly va sir dung duoc thuan lgi trong qué trinh hoat dong cac co
quan . Thé thirc 1addi twong chi yéu caanhitng nghién ctru vé tiéu chuan hod van ban.
Theo quy dinh hién nay, thé thirc van ban quan ly hanh chinh cia ta bao gdm nhiing
yéu té sau:

- Québc hiéu;

- biadanh va ngay thang ban hanh van ban;

- Co quan (t&c gia) ban hanh;

- S6 vaky hiéu caavan ban;

- Co quan ( canhan) nhan van ban;

- Ténloai van ban;

- Trich yéu néi dung;

- Noi dung van ban;

- Chirc vu va chir ky cianguoi c6 tham quyen:;

- Con du.

Tom lgi, thé thizc van ban & todn bg cac bg phdn cdu thanh véan ban, nham dam
bao hiéu lyc phap ly cua van ban.
4.2.2. Bé cuc vin bdn
Thir van ban théng dung nhét, hay duoc sir dung nhat 1a cdng van hanh chinh. Ta hay
chon loai nay dé phan tich céc yéu té tao thanh van ban.

Vin thu hanh chinh ( Céng van hanh chinh thudng c6 4 phan ciu tao nén:

- Tién ¢é

- Thuong dé

- Chinh dé

- Hau dé.
Toémtat bé cuc van ban théng thueong
a Phan tién dé

- Québc hiéu

- Piadiém thoi gian

- Co quan ban hanh
b. Phan thuong dé

- Noi nhan néu la cdng vian khdng co tén goi

- Tén goi van ban

- S6 vaky hiéu
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- Trich yéu
- Can ctr ( tham chiéu)
c. Phan noi dung (chinh dé)
- Khai thu (m dau van ban)
- Than thu (c&c van dé can dé cap trong van ban)
- Két thu (161 cam, x& giao)
d. Hau dé
_KY tén
- Vin ban dinh kém
- Noi nhan, ban sao
Duéi ddy |a mau trinh bay céc thanh phan trong van ban quan ly Nha nuéc: TCVN
5700-1992.
30

6b 6a

13 5a




11

12

10

Chu thich:

5 1: ghi téc gia ban hanh van ban

5 2: ghi qudc hiéu

5 3: ghi sd vaky hiéu van ban

5 4: Ghi dia danh vangay thang

5 5a ghi noi nhan van ban (truong hop van ban 14 cdng van thuong)
5 5b: ghi noi nhan vin ban (tredng hop lavan ban cé tén goi)
5 6a ghi tén loai trich yéu noi dung (ddi vai van ban b tén goi)
5 6b: ghi tén loai trich yéu noi dung (dbi véi cdng van)
5 7: ghi trinh bay noi dung van ban

5 8: ghi quyén han chirc vu caanguoi ky
5 9: chitr ky ciangudi ¢ tham quyén

5 10: ho tén nguoi ky vian ban

5 11: ddu cua co quan

5 12: trinh bay céc yéu té caamot van ban sao
5 13: ghi dau mat hodc khan

5 14: ghi chit "dy thao" néu can.

SO PO BO TRi CAC BO PHAN CAU THANH VAN BAN

CO QUAN CHU QUAN QUOCHIEU
Co quan ban hanh vin ban bia danh vangay thang ban hanh van ban
Sb vaky hiéu van ban
Co gquan (canhan) nhan vin ban
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Trich yéu noi dung (Déi véi cong van)
caavan ban
(Bdi véi edng van)
Tén loai vatrich yéu noi dung
(D6i véi van ban c6 tén goi)
NOI DUNG CUA VAN BAN

Co quan canhén nhan van ban Chirc vu cianguoi ky van ban
1.D6i vai van ban ¢ tén goi: ghi Chir ky vadiu cia co quan
day du tén c&c co quan can giai Ho vatén ngudi ky

quyét va co lién quan dén van ban

2. Déi véi cong van: ghi tén cac

co quan cd lién quan
4.2.3. Céch therc ding céc ddu trong cau
Céc dau cham cau lanhitng du viét ¢ muc dich chi rd mach lac gitra nhirng tir; nhirng
ménh d& trong mot cau van, va giita nhirng nhirng cau trong mot doan van. Khi néi,
nhitng mach lac ndy dwoc biéu 16 bang giong ndi, 1tc nhanh IGc cham, 1dc to, 1ac nho.

a. Ddu phay
DAu phay (,) thudng c6 3 cng dung sau:
- Chia nhiéu tir hay nhiéu ménh dé ciing thuoc vé mot loai, cling déng mot vai tro
gidng nhau.
Vi du: nhitng ban hanh ménh 1énh gom cé: théng tu, huan thi, cong van, s vu lénh,
cong vu lénh, v.v...
- Ngin céch thanh phan phu dit trudc cha tir va dong tir, khi cau van ding my tir phép
dao ngtr.
Vi du: Du &n cit cdng thu ndi trén, cac nhathau phai cam kétthuce hién xong trong thoi
gian du ligu.
- Péng khung nhirng chir hay ménh dé c6 muc dich giai nghia hay nhan manh can dugc
leuy.
Vi du: C6ng dién la ban van hanh chinh trong trizong hep noi nhén gan noi qiki, S8
dugc mang tay vaduoc goi 1a cong dién mang tay.
Trong van ban hanh chinh, con c6 truong hop ding dau phay xubng hang nhu

sau:
Téng giam dbc trén trong kinh moi



Ong Tran Van M3,

Nghé nghiép: ...,

Cu ngu tai 5...duong ... Hanoi,

Pén vin phong Tong cong ty vé viéc ... trong gio 1am viéc.

b. Ddu cham phdy

D4u cham phay (;) c6 cdng dung caa mot dau phay, nhiéu hon cdng dung cua
mot dau chdm, ding dé chiamot cau dai thanh nhiéu thanh phan cau, mdi phan cau da
didn hét mot y, nhung nhixng ¥ ndy c6 lién quan dén nhau.

Vi du: V& phuong dién té chtc, co quan cdng quyén giéng nhu mot té chirc tu nhan,
ngudi bang quan khéng thiy cé diém gi khéc biét; vé phuong dién diéu hanh, co quan
cdng quyén da khéc rat nhiéu mot to chic tu nhan.

Trong vin ban ciing ¢ trudng hop ding dau chim phay xubng hang vira co tac
dung ngin céch céc phan trong cau, dong thoi 1am ting tinh trang trong caa van dé.
Céch thirc ndy thuong ding trong phan thuong dé cia van ban quy pham phép luat
ciing nhu van ban hanh chinh.

Vi dy: "Tong Thanh traNhanuéc”
- Can ctr Phdp Iénh Thanh tranganh 1-4-1991;
- Can cir véo Nghi dinh 244-HPBT, ngay 30-6-1990 cia Hoi dong Bo truong vé to
chirc cuia hé thdng Thanh tra Nhanuéc va bién phdp bao dam hoat dong thanh tra;
- Can cir vao Nghi dinh 191-HPBT ngdy 18-6-1991 ciia Ho6 dong Bo truong ban hanh
quy ché thanh tra vién;
- Sau khi thong nhat y kién véi Bo truong - Truéng ban Té chirc va Cén bo caa Chinh
pha, Quyét dinh"
c. Dau cham

Dau cham (.) ding dé cham dat mot cau, cit doan mot y. Dau cham chi ding dé
phan céch giira cac cAu, khéng duoc ding dé phan cach céc thanh phan trong cau. Phai
can nhéc trén co sd ndi dung y nghia, muc dich dién dat va két ciu ngir phdp cua cau
dé quyét dinh viéc dung ddu cham.

CH hai co s 1dy 1am can cir dé xét xem mot dau cham d& dat dang vi tri hay sai vi
tri:
1) No6i dung théng béo trong cau van datron ven moty. Khi chuatron ven thi chua dat
dau cham;
2) Twong ang Véi ndi dung thdng béo trén cau da duoc viét vai day du thanh phan.

d. Ddu chdm xuéng hang
Dau cham xubng hang co ky thuat viét nhu dau chim, nhung thuong ding dé cach

doan mach van. Khi da din ta xong mot y 16n, chuyén sang y 16n khéc nén dung dau
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cham xubng hang, 1am cho van ban thém s rd rang mach lac. Nguoc lai, trong van ban
hét sirc tranh viéc dung dau chim xudng hang birabéi, dé 1am van ban rai rac, long léo.
e. Dau hai cham (;)
DAu hai chdm dung dé b&o hiéu 1oi trich dan, hoic cau van cd tinh liét ké trong noi
dung dién dat.
Chu y: Trong trudong hop dau hai cham dugc dit & ciing dong véi nhitng cau van co
tinh liét ké thi khong phai viét hoa chir cd dau dau tién cia tir viét lién sau hai dau
cham).
Trong truong hop diu hai chdm duoc dat ¢ dong trén, nhitng 1oi trich dan dat &
dong dudi vaviét hoa chix céi cua tir dau tién.
Vi du:
Piéu 1, Hién phdp nugc CHXHCN Viét nam quy dinh:
"Nuoc cong hod XHCN Viét nam lamot nuéc doc 1ap, cd chi quyén, thong nhat va
toan ven 12nh tho, bao gom dat lién, céc hai dao, viing bién vavung troi."
e. Ddu gach ngang
- Trong van ddi thoai, dau gach ngang (-) ¢ dau dong dung déi ngdi noi. Trong
vian chuong hanh chinh, diu gach ngang & dau dong c6 cong dung chi rd ting chi tiét
duoc ké & trong mot doan van.
Vi du: Ban sao kinh giri:
- Vin phong Quéc hoi;
- Vin phong Chinh phu;
- B& Nbi vu.
"dé kinh tuong"
f. Dau ngodc don
Dau ngodc don () ding dé dong khung mot sir giai thich hay ghi ci phép.
Vi du: Yéu cau Quy co quan (Vu To chuc) biét chi tiét vé van dé néi trén.
g. Ddu ngodc kép
Trong vin chuong tong quét diu ngoic kép “ “ thuong dung dé déng khung 16i néi
hay mot doan trich nguyén van mot tac pham. Trong van ban hanh chinh, ngoai cong
dung ndi trén, diu ngoac kép con dugc dung dé déng khung 1oi chi thich hay dan giai.
Vi dy: “ Bé kinh tuong, “Pé thi hanh”, v.v...
Ngoai ra, trong van chuong hanh chinh nhitng diu cham cau sau day rat it duoc
sr dung vi ly do khéng thich hop véi dac tinh nhitng van ban hanh chinh.
- Dau bacham (...) dung dé dién ta y tuong bo ling khdng néi hét.
- Dau cham hoi (?) dung dé chi mot cau nghi van.
- Dau cham than (1) dung dé chi mot cau than, cham sau mot tiéng than.



4.3. Gigi thiéu Microsoft Word
4.3..1. Khai dpng Winword
Céch 1: Kich chullt vijo Start/ programs/ Microsoft Office/Microsoft Office

Word 2003.
Céch 2: D_click (kich [Jup chut trai) viio bilJu tf1 ng trén miin |F"_J
< tl
hinh nlin Desktop.

Microsoft

Céch 3: ViJo Start/Run, Sau 16 nh(p vilo Winword , Kich chin OK.

4.3.2. Man hinh giao tiép ciza Winword

Sau khi khai dong man hinh chinh caa Winword xuat hién nhu sa;
il Document2 - Microsoft Word |

@ File Edit Wew Insert Forrgat  Toaols  Table  Window  Help  Wietkey Type a question for help (= (o @ X
Do SRY BERC - o wHODE@ B T e -3,
"4 NormalBT | = .vnTim - - [B]z U [E] E-|EWE EE O-4 A,
BN A M\ o s EEER A S D AR R,
Eﬂ-u-i:u-z-.‘-‘ SR K SR 'lul-s-|-Ig\\gl¥¥n-n-12-ul-1-|-1|4-|-15:|-1s-:-1?-_ ZI
I Font Size || Font Style || Align
- A
r_u Y Scroll bar
_q " Y
i Ruler Numbering 1
+ Drawing bar
- y A A
2| ToolsBar Menu Bar Formating Bar Drawing
r} Status bar t
- @
- 3
s e[E= 4] »
“Drawv [3  Auoshapes v M. w I:IO4I o a1 [l &'i'é'E_EQ- -
Page 1 Sec 1 111 At Zem Lnl o Col 1 REC TRK ExT ove [ A

- Title bar ( Thanh tiéu dé): dong chira tén caatép van ban.

- Menu Bar ( Thuc don hang ngang): dong chira cac lénh ciia Winword, mdi 1énh tng
vl mot thuc don doc (Menu PopUp).

Thao tac ¢é md mot thuc don doc:

- Chi con tro chudt vao tén thuc don doc trén Menu Bar rdi nhin nit tréi chudt.

- Hoic gd phim F10, rdi dung phim miii tén di chuyén vét sang dén thuc don doc can
mé vaan ndt tréi chuot.
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- Hoac gb Alt+ ky tu dai dié¢n caa tén thyc don doc ( ky tu c6 gach dudi) trong céc thuc
dondoc.

- Céc 1énh duoc in mau rd 1a cd thé chon vathyc hién dugc.

- Céac Iénh c6 mau xam nhat [alénh tam thoi khéng thuc hién dugc.

- Céc ky tu duoc gach dudi thi c6 thé chon Iénh tuong tng bang céch nhan ky ty
d6 (thay vi phai di vét sang dén Iénh vanhin Enter).

- Céc 1énh 6 ghi kém t6 hop phim thi ¢d thé chon nhanh bang cach nhan t hop
phim d6 ( vi du: cd thé luu van ban 1én diabang cach nhin Ctrl+S)

- Céc 1énh 06 diu 3 cham (...) phia sau cho biét s3 c6 mot hop thoai xuit hién
khi [énh dugc chon.
- Tools Bar ( thanh cong cu): Chira mot b biéu twong ( lcon) thé hién mot sb 1énh
théng dung. Thay vi phai vao cac hop menu dé chon 1énh, chi cin nhay chudt Ién biéu
twong caa lénh twong wng. Vi du: Mudn luu vin ban [én dia thay vi vao menu File
chon Save, chi cin nhay chudt 1&n biéu twong dia mém.
MChuy:
- Céc Tool Bar ¢6 thé tat hay mo bang lénh View/Tool Bar
- Mubn biét y nghia caa mét biéu twong nao dé thi ra mii tén chudt ( khdng nhan ndt
chuot) 1én biéu twong d6 vacho vai gidy.

Cua s chuong trinh cua Microsoft Word gom céc thanh phan:

e Titlebar

Thanh tiéu dé thé hién tén cia chuong trinh |a Microsoft Word va tén cua tai
liéu.

e Menu bar
Céc lénh trén Menu duoc liét ké theo tirng nhom. Mdi nhém lam céc viéc
khéc nhau va ggi nhé cho nguoi sir dung.

- File: Gdm céc 1énh thao tac véi file nhu: mo file, dong file, tao file
méi, luu file, dat dinh dang trang in, in 4n, déng cira s chuong trinh
Word 2000 ...

- Edit: Gom céc Iénh soan thao vé6i van ban nhu: Sao chép (Copy), cét

dan
(Cut), tim kiém (Search), thay thé (Replace), dan (Paste) ...

- View: Gom céc Iénh cho phép hién thi van ban hién tai theo nhitng
céch khéc nhau nhu: dang théng thuong (Normal layout), dang in
an (Print
layout), phdng to van ban theo céc ti 1¢ khéc nhau, hién thi céc thanh
congcy ....

- Insert: Gom céc Iénh cho phép chén céc dbi tuong, céc biéu tuong, cac

hinh
anh, danh s trang van ban... vao vin ban.



Format: Gom céc 1énh cho phép dinh dang van ban nhu: dit font chi,
dinh dang van ban kiéu liét k&, dinh dang doan van ban, dinh dang mau
sic hién thi cuavan ban. ..

- Tool: Gém céc Iénh cho phép thiét 1ap cac tuy chon mé rong thém cho
vanban nhu: kiém tra chinhta, dat tuy chon (Options), tron thu,
viét cac macro...

- Table: Gom céc lénh cho phép thao tac véi bang biéu nhu: tao bang,
x0d bang, thay doi dinh dang cia bang, chuyén van ban thanh bang va
nguoc lai..

- Window: Gom c&c [énh cho phep thao tac véi cac cra SO soan thao cia

Word nhu: tao cira sO méi, sip xép cira 9, chia cira sd thanh nhiéu
phan...

- Help: Gém cac 1énh cho phép hién thi noi dung vé chuong trinh Word
vatoan b phan trg giup caa chuong trinh Word.

Formating Bar ( thanh dinh dang): Chtra céc hop va biéu twong danh cho
viéc dinh dang van ban nhu kiéu, loai font, c& font, can 1& ...

Ruler ( thugc): Hién thi thudc theo chiéu ngang, doc vin ban. Ruler ¢6 thé
tat hay mo bang View/Ruler.

Status Bar ( thanh trang thé): hién thi tinh trang cia cira s hién tai nhu sb
thir ty trang, thir ty cira sb, tong sd trang, Vi tri con tro ( dong, cot), gio, tinh trang cua
Capslock, Numlock, ... thanh ndy nam & dong cudi cling man hinh.

e Toolbar

Thanh cong cu la c&c |énh duoc thé hién dudi dang biéu tuong gilp nguoi Sir
dung c6 thé thi hanh mot sb 1énh nhanh hon. Khi di chuyén chuét téi gan mot biéu
tuong thi tén caalénh tuwong (g ¢ hién ra ¢ dubi caa con tré chuot, day duoc goi la
tool tip.

Cac thanh thuong duoc dung la Standard va Formatting.

Cé&c biéu tuong cuathanh cong cu Standard

0 New — Tao mot van ban mai

= Open - M& mot tap tin van ban

= Save - Luu tap tin van ban hién hanh
= Print - In tap tin van ban hién hanh
[& Print Preview - Xem truéc trang in
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¥ Spelling - Kiém traldi chinhta

;3 Cut - Chuyén médt doan vian ban dang chon véo Clipboard

Copy - Chép mot doan van ban dang chon vao bd nhs dém
=] .

Clipboard
a Paste - Chen noi dung duoc luu trir trong Clipboard vao vi tri
con tro text
< Format Painter - Chép kiéu dinh dang
L2 Undo — Bo qua mét 1énh vira thi hanh
C Redo - B6 quamot I1énh viraundg
a Insert Hyperlink — Chén siéu lién két (Hyperlink) khi mudn lién
két toi mot trang Web khéc
' Web Toolbar - Thé hién thanh cong cu Web
m Tables and Borders - Thé hién thanh cdng cu tables and borders
| Insert Table - Chén bang biéu
- Insert Microsoft.Excel Worksheet - Chén bang biéu caa chuong
trinh Microsoft Excel
EE Columns— binh dang ¢t chiy
4% Drawing - Hién hozc an thanh cong cu Draw
. Document Map - Thé hién cira s van ban duéi dang cau trdc
theo céch trinh bay cia van ban
q Show/Hide - Hién hoic an cé&c ky ty khéng in




100% =

Zoom control - Thé hién crasd van theg ty 1

2)

Help - Huéng dan

Cé&c biéu tugng ciiathanh cong cu Formatting

Marmal -

Style - Kiéu trinh bay cia Paragraph

Times Mew Roman =

Font - Chon font chir.

12 = Font Size - Chon kich thudc font chir
B Bold — Chir dam
I Italic - Chir nghiéng

Underline - Chir gach dudi

Aligh left - Can dong thang hang bén tréi

Center - Can dong thang hang & tam caahang chir

Aligh Right - Can dong thang hang bén phai

Justify - Can dong thang hang ca bén tréi 1an bén phai

1—
x
T —

Numbering — Kiéu dinh dang liét ké sb thir ty

Bullets - Kiéu dinh dang liét kéky tu dic biét

b
[

Decrease Indent - Giam |& tréi caaparagraph
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L
m

Increase Indent - Tang |& tréi cua paragraph

[ Borders - Hién hodc an céac biéu tugng Iénh border

Highlight - Danh diu doan vin ban bang méu

A - Font Color — Chon mau cho chix

4.3.3. Xur ly cac cira S
Word cho phép I00m vilic [1 ng thOi viJi nhiClu viIn bOn trén céc clJa sC]
khac nhau. Khi viia khili 71 ng, Word m(J] m(Jt cJa sCJ viJi tén miic nhién I[J

Documentl. [ m[J m(Jt clJa st mili ¢6 th(] viJo Menu File chln New hollc Open
- Chiin New: M miJt viin bln mJi ( hollc gd Ctrl+N hollc chiin billu
t ng )
- ChiIn Open: ML viin bin & c6 trén [ a ( Ctrl+O holic ‘&) khi (16
h{p tholJi open sl xullt hilin:

B cItillp theo: Tim [0 nith(] mCc chila viin biin, Kich chulJt trai ch(in
vn brn cln mJ, sau [J6 chin ndt Open 1 [th{Jc hitin m viin blin hollc chin
nat cancel (1 ithoéat khJi h{p tho[Ji nCly m1 khéng m(J file viin blIn niJo.

Open L2 S
Look in: |J De Cuong Mguyen Thi Hai Mang % | - [H '{1 Ci E3 = Tools -
5 i"-_s_ns cuong NMTH 3-2008.doc
La.ﬁ = ~5_NMTH- Moi nhat.doc
My Recent | ] SIFONG 1.doc
Documents | 8 Bia CTDL-GT.doc
= B CHUONG 1.doc
L [ DC_NMTH- Moi nhat.doc
Desktop | [®] de cuong NMTH 3-2002.doc
Elﬂ_]cle cucng pascalMC - Mang.doc
T"‘ W Decunng CTOL-GT lop TKA.doc
My Documents
My Computer
w
] File name: | - |
My MNetwork )
Flaces Files of type: |AII Word Documents {*.doc *.daty =htm; =html; =l = » | Cancel |,




Tr1i 6 Look in: Cho phép chin th(1 mic chila viin brn.
T 6 File Name: Nh(p tén viin blin clin m(J.

THimOtthti Jildm chl) ¢ mit cllasi] [ [lc kich holJt, mulJn IlJm villc
vli mOt cla s khac J& (1 [Jc miJ: GO Alt+W, chiin s(] thiJ t(] t] ng [Ing v
clJasl)clin kich hollt.

71 [0t kiCm b nhJ, nén [16ng cac cl1a st khéng cn thillt, chl gitl 117i
cac cllaslilclintrao [ id0l liflu vili nhau. Muln [16ng mJt cla st thi nd phiJi
Tang [J e kich holt, vilo menu File, chiIn Close (holIc nhay [Tup chulit viio
hip Citlu khitin trén thanh Menu Bar).

Chu y: Khi thuc don doc File duoc kich hoat, gan cudi hép thuc don doc c6
danh sach 4 tJi liClu [ [Jc soln mCli nhit, chtl cOn Click tén tlJi liCJu hollc
nhn s0 thi] t0) t0) ng Cing [ (M0 t0i licdu 006, C6 thi1 khdng hifn hollc thay
01 s ti lidu O e hitin thiJ blIng cach vio th{ic [J nldlCic Tools, chiin
Options, Click miic General vi thay [ iph(Iin Recently user List File.

4.34. Lwu trip tai ligu

Pé luu trir mot tai liéu co thé chon mot trong c&c céch sau:
- G& Ctrl+S ( hoic nhéy chuot trén biéu tuong
- Vao Menu File, chon Save.

Lan dau luu trix tai liéu, hop doi thoai Save asxuat hién:
Save As Lild_hj
Save in: |3 De Cuong Mguyen Thi Hai Mang -| - _a Q & j » | Tools ~ |
5 [~ cuong NMTH 3-200.doc
\_kﬁ |2 & MIMTH- Moi nhat.doc
My Recent 1]~ SUOMG 1.dec Add to "My Pl "
Documents ;lﬂ_]Bia CTOL-GT.doc Add to My Places
= (B cHUCNG 1.doc Map Netwerk Drive..
M | 5 é@DC_NI’ﬂTH- Mai nhat.doc Piogietiee
Desktap lﬂ_] de cuong MMTH 3-2009.doc =
jlﬂ_]cle cuaong pascalMC - Nang.doc Zave Options...
ﬁ"r" ;@Decucng CTDL-GT lop TKb.doc Security Options..,
y Web Options
My Documents Web Options...
Compress Pictures..,
2 Save Wersion..,
A i
My Computer
“w
- File name: g MMTH 3- i = T Y
N Neha ni Ide cuong MMTH 3-2002.doc _%'f_ |
Places | Save as type: |'\'-a'0rc| Document {*.doc) -| | Cancel |

- Tai 6 File name: yéu cau nguoi Sir dung nhap vao tén file can luu

- Tai 6 Savein: Cho phép ngudi sir dung tim dén Thu muc dé chiratép luu trit.

- Kiéu loai tép: ( Click vao hop Save File as Type), cho phép lya chon mot
trong céc kiéu van ban dé dung cho WordPerfect, MS-DOS Text, Window Write. ..
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- Kich chon nat Tools trén thanh cdng cu cho phép dinh céc ciu hinh khi luu
trir, Password cho tép...

- Cudi cuing chon Save dé luu.
Hoic nhan nit Cacel dé hay bo 1énh luu van ban.
Ké tir d6, mdi khi thuc hién thao téc luu trit tép thi van ban 3 dugc luu vao tén tép da
dit theo dang cualan ghi dau tién.
b. Ghi vao dia voi mét tén khac: Vao menu File chon Save as, sau d6 cac thao tac
tién hanh tuong tu nhu 1an ghi tép dau tién.
Chua y: Khi luu véo dia véi mot tén khéc thi moi thay déi caatép tin s8 duoc luu &
file mai (tép viraluu) con file van ban gdc s3 khong bi thay doi.
c. Pit ciu hinh cho tép lwu trir: V& menu Tools, chon Options, lyamuc Save. Hop
d6i thoai Save Options xuit hién.
Mot sb cau hinh hay sir dung:
- Always create Backup Copy: Ludn tao tép phong ho ( *.BAK) khi luu tép 1én dia.
- Allow Fast Save: Cho phép luu tép nhanh ( chi luu nhitng phan sra d6i khdng tao
tép *.BAK)
- Save Autorecover info every: ty dong luu tép tin sau ting khoang thoi gian nhat
dinh, néu hé théng bi sir c6 bat ngo, thi khai dong lai word, ban ¢ thé ciru duoc mot
phan thong tin. Mudn ciu hinh ndo ¢ t&c dung, can danh diu X bang céch Click vao
hop trang phiatruéc.
d. Luu trit tai liéu dudi dang HTML: vao thuc don doc File, chon Save as HTML...
HTML Ia mot dinh dang chuan duoc sir dung cho céc trang WEB.

Chu y: cac mlic Save, Save as chil 1T7u trJi litu trén clJa sC [Jang m(J.

4.3.5. Két thuc Winword
C6 thé ding mét trong 3 cach sau
- Nhay dap niat chuét vao Control Menu Box.
- V& menu File, chon exit ( hoic Nhan Alt+F,X)
- DUNg t6 hop phim Alt+F4.
Néu cd thyc hién bét ky sira ddi ndo trong céc vian ban dang mé ma chualuu vao dia (
cho dén thoi diém thodt) thi Word s3 hoi lai:

Thoat, khong luu 1én dia

Microsofi Word

& Do wou wank to save the thafges wou made to b_WORD?

. | Cancel |

Thoat, c6 luu 1én dia Tro lai soan thao




4.4. Nhap va diéu chinh van ban
4.4.1. Cég phim tharong dung trong Winword
- Di chuyeén con tro:
i - di chuyén con tro qua phai mot ky tu
" - di chuyén con tré xubng mot dong
- = di chuyén con tré 1én mot dong
-2 di chuyén con tro quatréi mot ky tu
Home : di chuyén con tré vé dau dong van ban
End : di chuyén con tré vé cudi dong van ban
PgUp: di chuyén con tré 1én mot trang man hinh
PgDn: di chuyén con tro xudng mot trang man hinh
Ctrl-Home: di chuyén con tré vé dau van ban
Ctrl-End : di chuyén con tré vé cudi van ban
F5 : di chuyén con tré nhanh dén trang ndo d6. Khi gb phim nay, hop déi thoai sau
hién ra
- Phim xoé&ky tu:
Delete: Xoaky tu tai vi tri con tro
Backspace: Xoaky tu bén trai con tro
- Phim Insert: Dung dé chén mot ky tu duoc nhap tir ban phim.
-Phim Esc :Dung [J [ngllt mt cdng villc [Jang thlc hitin.

- Phim Ctrl - Enter: Dung [ sang trang m(Ji
- Phim Shift (7 Enter: Dung [1 XulIng dong mJ khéng t[1o [JolIn mCJi.

4.4.2. Nguyén tdc nhdp mét vin ban trén Winword
- Khdng (1 [c gb Enter [ [ng[t cAc dong trong m(1t [lolin ( Paragraph)

- Phim Enter dung [1 mgJt m{Jt Paragraph

- GO céac dlJu: ngay sat ky t[J culli cung clJa tlJ tri] €ivi] cach ky tiJ (1 @
tién clla t[] sau mit ky tr triing

- VIJi nhing Paragraph cé tinh chit Dillu khoUIn, phii dung phim Tab sau
tiéu [ [c[la Paragraph (0.

4.4.3. Thao tac trén mgt khai chen
Kh(li ( Block) 110 mit Coln viin blin lién thc.

a. Chlin mt kh(i:

71 alcontrl] (1 ] wkhJi ri dung mOJt trong cac cach:
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- GilJ phim Shift, nhiJn cac phim, -, , -, PgUp, PgDn, Home, End [ nlv(]
tri culli.

- Ré chuit 11 alv{l tri culli.
- GilJ Shift, 7 alcon tr(1 chulJt [ Aivi] tri culli riJi nhay nat trai chult.
Chay:
- NJu chfin m(Jt s dong bling chut, 6 thil ré chult [1 bén 1771 trai cac
dong.
- Chin tolin blJ viin blin: go Ctrl+A
-ChlOn tO v tri con tri] 01 nalculJi viIn brin: g6 Shift +Ctrl+End
-ChOntOvOtricontri] 01 ail] wvinbrn: g6 Shift+Ctrl+Home
-ChOntOvOtricontri] 01 ni] wdong :gd Shift+Home
-ChOntO v tricontri] [ nlculJi dong :gd Shift+End
b. Chép m{t kh(i:
Chép khJi bling th(ic [ nidc:
- Chin khiJi mutin chép
- Thiic hilin ITnh Edit-Copy trén thiic (1 nidic (hollc gd Ctrl+C)
- Di chuyTin con tri] [ vl tri mJi
- Thic hitin IUnh Edit-Paste trén thiic [1 nidlic (holic g6 Ctrl+V)
Chép kh(Ji bling Tools Bar:

- Chin khiJi mulIn chép

- Nhay chulittrén biCut) ng 5 clJa Tools bar

- Di chuyTin con tri] [ vl tri mJi

- Nhay chulJt trén bilJu tT] ng B ¢r1a Tools Bar

c. Chuylin m{it khiJi:

Chuylin khiJi bling thiic dlindlc:

- ChiIn khiJi mulIn chép

- thiJc hilin ICnh Edit-Cut trén thiic [1 nidlc (‘hollc g6 Ctrl+X)

- Di chuyTin con tri] [ aivi] tri mJi



- Thic hitin IUnh Edit-Paste trén thiic [1 nidlic (hollc gb Ctrl+V)
Chuylin khJi bling Tools Bar:

- Chin khiJi mulIn chép

- Nhay chulJt trén bilJu tT] ng ® cla Tools Bar

- Di chuyTin con tri] [ vl tri mJi

- Nhay chulJt trén bilJu tT] ng B cr1a Tools Bar
d. Xod mit kh(Ji
- Chin kh[Ji mulin xo0&
- GO phim Delete
Ghi chu:
- { nghtJa ca Clipboard: 10 mOt ving nhil tOm ding 0 0w tri dO liciu
khi th[c hilIn thao tac Copy hay Cut.
- LOp IJi thao tac vida [ Cic thic hifln: g6 F4, holc gd Ctrl+Y
4.4.4. Pinh dang van bdn va cac dogn
. Binh dang ky ty ( character)
Thay doi miu ky ti ( Font): nhdy chuét vao mii tén xudng trong hop tén Font,
mét danh s&ch cac tén Font hién ra, tir d6 chon Font can sir dung. | -¥nTime -
Thay déi c& ky tir ( Point Size): nhéy chudt vao miii tén xudng trong hop Point
Size, chon sH chi ¢ Font. /12 =
Cha y: néu mubn ting c& Font 1én mot don vi thi nhan Ctrl+], néu mudn giam ¢ Font
di mot don vi thi nhan Ctrl+[
Thay doi kiéu ky tw ( Type Style)
- C6 3 kiéu thé hién: Bam ( Bold), nghiéng ( Italic), gach duéi (Underline)
- C6 thé két hop nhiéu kiéu chix. Vi du: Pdm nghiéng, nghiéng gach dui...
- Mubn chon kiéu néo thi Click vao mot trong céc ky tu B, 1, U trén thanh

congcy B £ U hojc sir dung to hop phim Ctrl+B, Ctrl+I, Ctrl+U)

Pé dinh dang day du, chon Font trong menu Format, hop di thoai xuat hién:
Gach dudi ( Underline):

- None: Khong gach

- Single: Gach nét don - Double: Gach nét d6i
- Words only: Chi gach cac tu - Dotted : Gach nét dut

Céc hiéu ung ( effects):
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- Strikethrough:-Cé-duweng-ké-hgang - Hidden:  Khdng hién
- Superscript:  Chi s trén - Small Caps: CHir IN NH¢
- Subscript: Chi s dudi - All Caps: CHU INLON

Néu chon nit Default thi cac théng sb dinh dang s3 duoc lay [am tri mac nhién cho
mdi lan khai dong Word hoac mé mét tai liéu méi.
b. Pinh dang Paragraph: cho phép thay doi cac hién thi ciamot doan vin ban.

Va0 menu Format, chon Paragraph, hoic nhan t6 hop phim Alt + O + P,
hop dbi thoai sau xuét hién:

Paragraph Iilihj

Indents and Spacing | Line and Page Breaks |

Genersal

Alignment: - Qutline level: Body text |

Indentation

Left: 0 em = Special: By:

Right: acm = |Firstline = | |0.99 cm 5
Spacing

Before: 0pt = Line spacing: At

After: Opt = Multiple v| |12 =
Preview

Senpic

i Tabs.. | | Ok | [ cancal |

- Trong Indentation:
Left (Right)  :dat 18 tré ( phai) cho doan van ban
Secial first line: dat [0i v&o cho dong dau mot doan
- Trong Spacing:
Before: Khoang cach gitradoan dugc chon va doan truéc
After: Khoang céch gittadoan dugc chon va doan sau
Line Spacing: Pat khoang céch gitra cac dong trong doan
Sngle:  cach dong don Double: cach dong doi
1.5lines: cach mot dong rudi Aleast: céch dong nho nhat



Exactly: céach dong chinh x&c theo gia tri cia con sb do nguoi ding
nhap.
Multiple: Céch dong theo cip sb nhan caakich thudc chir trong doan.
Cha y: Bé dat khoang céch giira cac dong trong doan 1a LA (véi A = 1,2,3, ...) ta
nhan t6 hop phim Ctrl + A (Véi A =1,2,3, ...)
- Trong Alignment:
Left ( Right): canh déu theo bién tréi ( phai) phim nong: CtrI+L (R

Center: canh vao gitta Ctrl+E

; alhe o T
\ |
Justified: canh déu hai bén tréi vaphai (Ctrl+J) Lef

en%er R\ght Jus

4.45. Cac logi dinh dang khéc: Border , Format Painter, Tab Stop, Column,
Bullets va Numbering, ...
a. Tao khung va lam nén ( Border)

Dé tao khung va 1am nén cho mot doan van ban, trude tién: chon doan vin ban can
tao sau d6 vao thuc don doc Format, chen Borders and Shading hoic nhin t6 hop
phim Alt + O + B. Hop thoai Borders and Shading xuat hién:

Borders and Shading I&J

Borders | Page Border I Shiading |

Setting: | Style: Preview

Click on diagram below or use
buttons to apply borders

Mane

i | | |:l
—
Shadow =
| S Color:: | =
= | | Automatic -
. | s | et TEm
— - Width: (] ]|
_— |
| | Yapt — » Apply to:
g Custom |
nn .F'EII'EIl;lI'EIph -
| Cptlions [
| Show Toolbar } | Horizontal Line... | [ Ok ] [ Cancel |

- Nhéy chuét tai c&c vi tri canh mudn 1am khung ( Preview)
- Chon kiéu duong lam Khung ( Style)

- Chon mau cia khung ( Color)

- Chon d¢ rong cia duong (Width)
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- Nhédy chudt vao thé Shading va chon dang nén néu mudn 1am nén cho doan van
ban do.

H

Veé cac duong bén trong khoi

b. Son dinh dang dung dé sao chép dinh dang ciia mat doan van ban.

Céch thyc hién:
- Pua con tré vao viing van ban mau
- Nhay chudt Ién bidu twong Format Painter <f

( xuat hién chdi son bén canh con tré chudt)
- Ré chudt Ién vaing vian ban can sao chép
Hoic c6 thé sir dung ding phim: Lya chon ving vin ban can sao chép dinh dang,
nhan ddng thoi c&c phim Ctrl+Shift+C, sau d6 lra chon viing van ban can dinh dang
vanhan phim Ctrl+Shift+V.
c. Pinh khoang cach Tab Stop ( Tab)
Mai 1an gb phim Tab, con tro s& dirng tai mot vi tri. Khoang céch tir vi tri dirng cia
Tab ndy dén vi tri dirng caa Tab khéc goi 1a chiéu dai cua Tab Stop. Khoang céch
ngam dinh 120,5 inch (1.27cm).
Viéc thay d6i chiéu dai cua Tab Stop c6 thé thyc hién nhu sau:
- Vo thuc don doc Format chon Tabs... hoic nhanté hopphimAlt + O + T

Mot hop thoai Tabs xuat hién:

L 52
Tabz Ig
Tab stop position: Default tab stops:

E L27em

Tab stops to be cleared:

Alignment
@ Left (7) Center ) Right
(T} Decdmal (T Bar
Leader
(@ 1Mone Bz... | il
Ba. .
[ et ] [ Clear ] [ Clear All ]

h QK I[ Cancel ]

- Tai 6 Tab stop position Cho phép ban nhap vi tri dirng caatab.



- Alignment: Canh 1& cia Tab

- Leader:

Chon: @ 1= : B3t khoang trang gitravi tri dau dén vi tri dirng caa tab.
Chon: ©
Chon: © - Tir vi tri dau dén vi tri ding cuatab duoc thay thé bang -----

Chon: ©2—: Tur vi tri dau dén vi tri dirng caa tab dugc thay thé bang doan thing.

- Kich chon nat Set dé thiét 1ap mot tab stop. (tab stop s& dugc thém vao cudi danh
séch cac tab stop ¢ bén dudi).

Ira

"""" : Tir vi tri dau dén vi tri dirng ciatab duoc thay thé bang ...

L

- Néu muén tao nhiéu Tab Stop ta cn lap lai cAc thao tac trén nhiéu lan.

- PBé huy bo tab ndo thi chon tab stop d6 ¢ danh séch céc tab stop va kich chon nat
Clear.

- Bé huy bo tat ca céc tab stop trong danh séch kich chon nit Clear All.

- Chon < OK> hay gb Enter.

d. Pinh sb ¢t ( Column)

C6 thé trinh bay van ban trén nhiéu cot nhu dang bai béo bang thao téc:

- Thyc hién Iénh Format - Columns. Hoic nhan t6 hop phim Alt + C

Khi ¢6 hop thoai Columns xuat hién:

Columns I._l_J':EP X
P t
:.FESE 5.: i OK
% §= E% %E Cancel
One Two  Three  Left Right

Mumber of columns: [ Line between

[

Width and spading Preview
Col # Width: Spacing:
1: | [6.69em B [L27em

[¥] Equal column width

Apply to: |TI'||5 section -

- GB sH ot twong trng trong hop Number of Columns

- Kich chon hop chon Line between néu mudn cé mot dudng thang ngan céch gita
cac cot.

- Kich chon hop chon: Equal column width néu mudn céc cot cd d6 rong bang nhau.
Width and spacing: cho phép dinh dang d6 rong ctaa cot va khoang céch gitra cot do
VGi cot tiép theo.

- Chon <OK> hay gb Enter.
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e. Bullets va Numbering
C6 thé xéc dinh cac dau cham den hinh tron ( Bulletes) hay danh s6 ( Numbering)
hay danh ky tu Alphabe & dau céc doan.
Céch 1: Dung ky hiéu trén Tools Bar.

- Chon cé&c doan muén dinh Bullets hay Numbering

- Nhay chuét 1én biéu twong i= dé dinh Bulletes hay biéu trong 3= dé dinh
Numbering.
Céch 2: Dung thuc don doc:

- Chon cé&c doan muén dinh Bulletes hay Numbering

- Thyc hién Iénh For mat - Bulletes and Numbering.

~ CHUONG V
TAQ VA QUANLY CACSTYLE
02 tiét (LT:01, BT:00, TH:01, KT:00)
5.1. Sir dung Style
Trong qua trinh soan thao van ban, nhicu Khi ;g . .o formetiing .
can dinh dang nhiéu doan vin ban theo cing EAEAE
n .2 . Z - . A Formatting of selected text

mot kiéu dinh dang. Néu phai dinh dang lan
lwot tirng doan nhu vay S8 mat rat nhiéu thoi
gian, va lai khé chinh xé&c vi phai thao tac qua

13 pt, Bold, First line: 0.99 cm, Line !

I Select Al J I Mew Style... |

N , Pick formatting to apply
nhic¢u. Mot trong nhitng cach don, gian nhat Clear Hoemaiti =
trong Word gitp don gian tinh huong trén la 13t E
Style 13 pt, Black

Style lamot tap hgp céc dinh dang vin ban caa
mot doan, co tén goi va co thé dugc gan boi
mot to hop phim nong.

Style dic biét can thiét khi phai soan thao mot
gido trinh, mot tai liéu co chira nhidu muc,
nhiéu loai doan van ban khéc nhau.

Tao mgt Style

Dé tao mot Style hdy |am nhu sau:

Bwéc 1: Mo muc chon Format| Style... Hop
thoai Style xuat hi¢n: Shons | Avsiable formattng B

13 pt, Black, Justified
13 pt, Bold
13 pt, Bold, Black

|, Centered, First line: 0.99 cm, Line

13 pt, Bold, First line: 0.99 cm, L

13 pt, Bold, Italic, First line: 0.99
13 pt, Bold, Italic, Justified, First i

13 pt, Bold, Italic, Line spacing: Mul

Bwdc 2: Dé tao Style méi, nhan nit New, hop thoai : New Style xuit hién cho
phép thiét Iap théng tin cho Style méi:



Mew Style - e S

Properties
Mame: m
Style type: Paragraph IZ|
Style based on: 1 Mormal E
Style for following paragraph: 1 Style1 IZ|
Formatting
Times Mew Roman |Z| 13 E | I U | é -
== = = — — = W= i= 3=
= = = - - — = A= = IFE

Samgple Text Sample Text Sample Text Sample Text Semple Text Szmple
Text Sample Text Sample Text Sample Text Sample Text Smmple Text Smpile
Text Sample Text Sample Text Sample Text Semple Text Sample Text Semple
Trxt Sampk Trxt Sample Text Sample Text

Mormal + Font: 13 pt, Bold, Indent: First line: 0.99 am, Line spadng:
Multiple 1.21i

[] Add to template [7] Automatically update

Format - [ QK ] I Cancel J
- GO tén cho Style mégi vao myc Name: vi dy Muc 1;
- Nhan nt Format dé chon céc chic nang dinh dang cho Style nay:

Earagraph.”!!

Tabs...
Bordet. ..

Language, ..
Frame. ..

Murnbering. ..

Bao gom céc théng tin:
- Font... dé dinh dang phong chir cho Style;
- Paragraph... dinh dang doan;
- Tabs.. dé dat diém Tab cho Style (néu can);
- Border.. dé chon kiéu duong vién cho Style (néu can);
- Frame.. dé chon kiéu khung cho Style (néu can);
- Numbering.. dé chon kiéu gach dau dong (néu can);
- Nhan nat Shortcut key.. dé gan phim néng cho Style nady, hop thoai
Customize K eyboard xuét hién cho phép thiét Iap phim nong:
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Customize Keyboard
Cakegories: Commands:

Sives =] r—j
=l =

Close

{1y

21

Assian
Remaove
Press new shorkout key: Current keys: Reset all...
[ =
=
escripkion
Morrnal + Save changes in:
IN:::rmaI.u:Iu:ut j

a. Khi con tro dang & muc Press new shortcut key: hdy bam t6 hop phim néng can

gan trén ban phim. Vi du: Ctrl + 1;
b. Tiép theo nhan nit Assign dé dong y phim néng nay:

c. C6 thé gan nhiéu t6 hop phim ndng cho mot Style, chiing dwoc chira & danh séch

Current keys:
d. Nut Remove, nit Reset All.. gip quan ly cac phim nong vira tao;

e. Sau khi gan xong t6 hop phim nong, hop thoai Customize keyboard s& c6 dang:

Cusztomize Keyboard
Cakegories: Commands:

Assian

Stylos ;I ~ Close
LI ;I Remove

Press new shorkcub key: Current kews

=

Reset All...

okt ]

i

escripkion
Morrmal + Save changes in:

INDrmaI .dat

B2

X

a Nhin n(t Close dé tiép tuc.

b. Néu chon ¥ automatically update | khi d6 dinh dang cua Style s3 duoc ty dong thay doi.
Tuc |13, trong qua trinh soan thao vin ban, gia s mot doan van ban nao d6 ban chon



dinh dang kiéu Style nay (Mucl) bi thay d6i dinh dang thi kiéu dinh dang cia Style
Mucl ciing ty dong bi thay d6i theo;

c. Néu chon , “Add to template”, Style d6 s& duoc luu lai tép Normal.dot caa word.
Khi 6 Style nay c6 thé duoc sir dung trén moi tép vian ban. Néu khéng chon myuc nay,
thi Style Mucl chi cé tac dung trén tép van ban dang mo.

d. Sau khi thiét lap day du thong tin cho Style méi, nhan nit OK dé hoan tat.

e. Gia sr dinh dang cua Style Mucl la

Tén style: Mucl
Phong chit: VnBlackH
Co chir: 14

Phim néng: Ctrl+1

Bwoc 3: Sir dung Style viratao duoc: Gia sir ¢d doan van ban sau:

Néu mubn doan van ban ndy co dinh dang nhu Style Mucl d4 tao duoc ¢ trén, hay
l[am nhu sau:
Buéc 1: Bit diém tro 1én doan van ban can dinh dang;
Buéc 2: Nhan té hop phim nong Ctrl + 1 dé goi Style Mucl. Poan vin ban d& chon
S8 ¢6 dinh dang nhu style Mucl.
5.2. Gan Style cho mdu d@a dwoc dinh dang
Khi dacoé mot doan da duoc dinh dang trén tai liéu, mubn gan nd boi mot style, hay
l[am nhu sau:
Bwéc 1: DBat diém tro 1én doan can gan style;
Buwéc 2: M& hop thoai Style bang cach mé muc chon Format | Style..
Bwdc 3: Nhan ndt New dé tao mot style méi:

a Muc Name, g8 vao tén Style mudn tao;

b.  Nhan Ién nit Shortcut key.. dé gan phim tit cho Style nay:;

c.  Cothé tu siradinh dang Style ndy khi nhan ndt Iénh Format va
chon céc tinh ning dinh dang can thiét;
d.  Cudi cling nhan OK dé hoan tat viéc gan style méi ndy cho doan

van ban dang chon trén tai liéu.
5.3. Piéu chinh Style
Pé tu siralai dinh dang cho Style, hdy lam nhu sau:
Bwéc 1: M& hop thoai Style va chon tén Style cin tu sira ¢ danh séch Styles:
(vi du muén tu sira lai dinh dang style M ucl)
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I

Skyles: Paragraph preview
|P a Default F‘arairaﬁh Font 4|
SN P LE TEXTSA H P LE TEXTSA HP LE TEXTSA HP LE TEXTSA HPLE
¥ 1] Mormal TENTSA HFLE TEXTSA H P LE TEXTEA H P LE TEXTZA HFLE

TENTEAHFLE TEXTSAHPLE TERTSAHPLE TEXTSAHPLE
TENTEAMFLE TEXTSAHPLE TEXTSANFLE TEXTSANPLE
TENTEAHFLE TEXTEAHPLE TEXTSAHPLE TEXTSAHPLE
TENTZAHFLE TEXTEA HFLE TERT

Characker preview

VNREVUEH

Description
LI Mormal + Font: WnRevueH

Lisk:
IStvIes inuse j

Qrganizer. .. | T, , . | Modify. .. | Delete |
Apply I Zlose |

Bwéc 2: Nhan nit Modify.. hop thoai Modify Style xuit hién cho phép thay
doi lai dinh dang caa style nay:

Modify Style i 21 x|

Mame: Skvle type:

Muc IParagraph j
Based on: Stvle For Following paragraph:
I 1 Mormal j I 1 Mucl LI
Presiew

SAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE
TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE
TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE

Description
Mormal + Font: | YrRevueH

[T add ko template [T Automatically update
QK I Cancel | Format ™ | Shortcut Key. .. |
e. Co thé thay dbi lai cac dinh dang khi nhan 1én ndt Format, chon

kiéu dinh dang va thuc hién thay d6i ching;

f. C6 thé thiét 1ap lai phim néng khi nhan ndt Shortcut key..;

g V& co thé lam duoc tit ca nhitng viéc dbi véi Style ndy nhu da
[am khi tao Style mai.

h.  Cubi cing, nhan OK dé dongy moi si thay doi.



5.4. Qudn ly cac Styles

Dé quan ly céc Style trén Word ciing nhu c&c styles dang sir dung trén tép tai liéu
dang ma, hay lam nhu sau:

Bwéc 1: M& hop thoai Style vanhin nat Organizer ..

Skyles: Paragraph prewview
b & Default Paragraph Font | |

1 Mucl

Character preview

Times MNew Foman

Descripkion
~ 1 Fonk: Times New Roman, 12 pk, English (U.5.}, Flush
L=t left, Line spacing single, Widowforphan contral
Skyles inuse LI
MNew, .. Modify. .. | Delete |

apply I Cancel |

Hop thoai Oganizer xuat hién cho phép quan ly céc style ¢ trén word ciing nhu trén
tép tai liéu dang mo:
=)

Skwles | AukoText I Toolbars I Macro Project Ikems I

In Documentl: To Mormal, dat:

Copy b | |Shuong =]
—I Default Paragraph Fonk
Dielate | Marmal
— Tieude
Rename... |
jid =
Stvles available in: Stwvles available in:

Docurment1 {Document) j IN::urmaI.du:ut fglobal kemplake) j

Close File | Close File |
Description

The Font of the underlying paragraph style +

Close

- Danh s&ch In Document1: liét ké céc style dang str dung trén tép Documentl.doc
(tép dang ma);
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- Danh s&ch To Normal.dot: liét ké danh sach cac style co trén tép Normal.dot cua
word (céc style trén tép normal.dot co thé chia s¢ cho tit ca cac tép word khéc sir
dung duoc);

- Mit khéc ta ciing co thé thay d6i cac styles trén danh séch ndy bing céch chon tép
tai lieu ¢ hop Stylesavailablein:

- Quan ly style la thém vao, xoa di hoac d6i tén céc style cho tai liéu dang mo hodc
cho tép normal .dot caaword.

- Sir dung nut Copy dé sao chép mot style giira hai danh sach trén;

- St dung nUt Delete dé xoa style dang chon;

- St dung ndt Rename dé doi tén style dang chon;

- Cudi ciing nhan Close dé két thic.

5.5. Bai toan 4p dung

CHUONG VI
TAO TAB, TIM KIEM VA THAY THE VAN BAN
03 tiét (LT:01, BT:00, TH:02, KT:00)
6.1. Thiét lap Tab
Tab 12 ¢ng cu dugc st dung rat nhiéu trong viéc nhap van ban. Ngoa kha nang dich
chuyén diém tré theo tirng budc nhay, muc ndy s gigi thiéu cach sir dung Tab cho
viéc tao mdt van ban hién thi dudi dang céc cot.
Bai toan dat ra: hdy tao bang dir liéu nhu sau:
Céc budc lam nhu sau:

STT Ho vatén DPia chi

1 Nguyén Vin Quang 123, Tay Son

2 Ho Hai Ha 68, Nguyén Du
3 Duwong Quéc Toan 23 Nguyén Trai

Bwoc 1: Binh nghia khoang cach cho céc cot cﬁa,béng bai hop thoai Tab nhu sau:
Mo bang chon Format | Tab.., hop thoai Tab xuat hién:

%ﬂ_om_. Default tab stops: ID.S o 5‘
Alignment
= &+ Laft " Decimal
" Center " Bar
" might
Leader
% 1 Mone { i
| L T4
Tab stops to be cleared:
Set | Clear | Clear all |
oK I Cancel |

- Hop Default tab stops: dé thiét 1ap buéc nhay ngam dinh ciia Tab. Hinh trén
buéc nhay ngam dinh 12 0.5 cm (tirc la moi khi nhan phim Tab, con tré s& dich mot
doan 0.5 cm trén man hinh soan thao). Ban ¢o thé thay doi gia tri buéc nhay ngam



dinh Tab trén man hinh soan thao Word bang céch gb mot gia tri sd ( don vi lacm)
vao hop nay;

- Bang trén cd 3 cot, mdi ot 8 dugc bét dau tai mot vi tri co khoang céch cb
dinh dén 18 tréi trang van ban mataphai thiét [ap ngay sau ddy. Gia sir cot STT cach
1& tréi 1cm, cot Ho vatén céch Ié tré 3 cm, cot Pia chi céch 1é trd 8 cm. Khi d6 phai
thiét 1ap céc thong s ndy trén hop thoai Tab nhu sau: Hop Tab stop position: go 1
(g0 khoang céch tir cot STT dén mép 1& tréi trang van ban; & muc Alignment- chon 1&
cho dir liéu trong cot ndy (cot STT): Left — canh I& dir liéu bén tréi cot, Right- canh 1&
bén phai cot, Center — can I& gitra cot, hdy chon Center. Chon xong nhan nit Set.
Tuong tu 1an luot khai bdo vi tri Tab cho céc cot con lai: Ho vatén (3) vacot Dia chi
(8). Bén khi hop thoai Tab ¢6 dang:

Il Rt Default bab stops: IEI.S crm E"
E c
Alignment
;Em E Left " Decimal
" Center C o
" Right
Leader
* 1 Mone i it
o CEe * . —

Tab stops to be cleared: 4 cm, 5 cmi

Set | Clear | Clear all |

(0] 4 I Cancel |

Cudi cling nhan nit Ok dé hoan tat viéc thiét 1ap tab cho céc cot va cd thé sir
dung chling nat Clear- dé xoébo diém Tab dang chon; ndt Clear All - ¢é xoa bo toan
bo céc diém tab dang thiét 1ap trén hop thoai).

Bwérc 2: Céch sir dung nhirng diém Tab virathiét 1ap & trén dé tao bang dit liéu:

Céc vi tri diém tab virathiét 1ap !

%-u-l-u-z-|-3_-|-4-|-5-|-5-|-}'-|-q_-|-~3-|-1u-|-11-|-12-

STT Ho va tén Dia chi
1 Nguyén Van Quang 123, Tay Son
2 Ho6 Hai Ha 68, Nguyéen Du
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Khi con tré dang nam ¢ dau dong vin ban, nhan Tab dé nhap dir liéu cot STT.
Nhap xong nhan Tab, con tro s3 chuyén dén vi tri tab tiép theo (vi tri cot ho vatén) va
nhap tiép dir liéu Ho va tén. Nhap xong nhan Tab dé nhap dir liéu cot Pia chi. Lam
twong tu véi céc dong tiép theo, ban d& co thé tao duoc bang dit liéu nhu yéu cau &
trén.

Pic biét, chi can dung chudt xir ly trén thudc ké nam ngang (Vertical Ruler)
ban ciing c6 thé thiét lap vadiéu chinh céc diém tab nhu virardi. Céch 1am nhu sau:

Dé tao diém tab cho cot STT (c6 khoang cach 1a 1cm, |é giira), hdy nhan chuot
tréi 1én vi tri 1 cm trén thudc ké nam ngang. Mot diém Tab c6 khoang cach 1cm, 1&
tréi (Left) d&duoc thiét 1ap nhu sau: .
Mubn thay d6i 1& cho diém tab nay |a giira (Center), 1am nhu sau:
Nhan kép chudt [én diém tab vira thiét 1ap, hop thoai Tab xuét hién. Tiép theo chon 18
cho diém tab dang chon trén hop thoai nay & muc Alignment |a Center

£ S / Chon Center
/|

Tab stop position: Default kb stops: 0.5cm =
I]. cm Al " /
igrmen
1cm ..ﬂ « I=E|:'I%3cimal
(+ ‘Ceffter " Bar

e de thiet lap
&% 1 Mone L 15

T >

i | Clear | Clear all |

(0] 4 I Cancel |

Tuong tw, hay tao tiép cAc diém tab cho cot Ho ténvacot Piachi.
Muon xo0a bo mét diém tab ndo do, chi viéc dung chudt kéo chung (diém tab do) ra
khoi thugc ké. )
6.2. Tim kiém va thay the vian ban
Tim kiém:

- Vao menu Edit, chon Find (hoac gb Ctrl+F)

- G vao chudi ky tu mubn tim vao hop Find What

- Chon Search vachon tiép :

o Up: détimlén dau van ban

o Down : dé tim xung cubi van ban
0 All : & tim trong toan bo van ban
Thay thé:
- Vao menu Edit, chon Replace (hoac go Ctrl-H)
- G0 vao chudi ky ty cii trong hop Find what



- G0 vao chudi ky ty mai trong hop Replace with
- Nhéy chuét tai <Find next> dé tim chudi cii dau tién can.
- Chon <Replace> dé thay tuan tu, chon <Replace All> dé thay hang loat
tép hay chon <Cancel> dé ngirng khdng thay thé.
6.3. Tinh nang Autocorrect
Pinh nghia bang Auto Text:
- Pénh dau cum tir can gd tat, vi du gb: Cong hoa xa hoi cha nghia Viét

nam
- Vo thyc don doc Edit, chon Autotext, gd vao cum tir thay thé trong
hop Name, vi du gb: ¢j.
- Click vao nit Add, trg lai soan thao. Tir d6 vé sau chi can go: ¢j, roi an
phim F3 thi cum tir " Cong hoa xa hoi chu nghia Viét nam " s3 xuat hién.
Pinh nghia bang AutoCorrect:
- Vo thuc don doc Tools, chon AutoCorrect, mot hop thoai xuét hién :

- GO tir thay thé véo muc Replace, nhan phim Tab
-G8 tir can dinh nghia vao muc With
- Nhéy nit Add

- Tiép tuc dinh nghiathém céc tir khéac hoic nhday OK dé tré lai soan thao.
Tir d6, chi can go tir thay thé va mot khoang tring thi tir ¢a dinh nghia xuat hién.
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CHUONG VI|
) LAP BANG BIEU
04 tiet (LT:02, BT:00, TH:02, KT:00)
7.1. Tao mgt bang mai
Céc budc tién hanh dé tao mot bang méi:
- Pua con tro dén noi can tao bang
- Vo thuc don doc Table chon Insert/ Table( hoac nhan t6 hop phim Alt + A+ |+
T), hop thoai Insert Table xuat hién:

Insert Table EJ
Table size %
Nurmber of columns: a 3_

Murnber af rows: |2 :__

AukoFit behavwiar
(%) Fixed column width: [futa .
'L:} AukaFik bo conkents
(3 AukoFit ko window

Table styvle: Table Grid AutoFormat. .,

[ remember dimensions Far new tables

[ (o] 4 ] [ Zancel ]

- Nhap sb cot vao muc Number of Columns, sb dong vao muc Number of Rows.
Nhap chiéu rong mdi cot vao muc Fixed Column Width. Néu dé Auto, chiéu rong mbi
cot tuy thudc vao sb lwong cot va chiéu rong trang in.
- Click nit AutoFormat ... dé chon kiéu bang mau.
- Cudi cuing, chon OK.
Taciing c6 thé nhdy chudt vao biéu tuong B2 rdi ré chudt dé chon sb cot vasd dong.
7.2. Cacthao té}c trong bdng , ‘
- Khi van ban nam trong mét 6, né s¢ tu dong xuong dong khi chiéu rong 6 khéng du.
- Céc thao téc dé di chuyén con tré trong bang:

Pén 6 ké tiép Tab

Dén 6 trugc do Shift+Tab

Dén 6 dau tién caadong hiéntai  Alt+Home

Dén 6 cubi cung cia dong hién tai Alt+End

Pén 6 dau tién trong cot Alt+PgUp

Pén 6 cudi cia oot Alt+PgDn

- Mudn dénh dau doan ndo trong bang, cd thé ré chudt hoac nhan Shift kém vai céc
phim mui tén



7.3. Sira doi trong bang
a. Cheon céac 6, hang hay cgt.
- Chon mot &: di chuyén con tré chudt dén mép tréi 6 d6 cho dén khi thdy mii tén

tring xuat hien # thi nhay chust.
- Chon mot hang: ré chuot tir 6 dau dén 6 cudi dong ( hoic vao thuc don doc
Table, chon Select Row).
- Chon mdt cot: di chuyén con tro chudt 18n mép trén cia bang dén khi thiy
miii tén den chi xubng ~ thi Click chudt ( hodc vao thuc don doc Table, chon Select
column).
- Mubn chon nhiéu 6 trong bang thi chon mot & dau tién, sau do di chuyén
chugt dén 6 cudi, giir phim Shift ddng thoi nhdy chuot.
- Mubn chon toan bd bang: dua con tro vao trong bang, vao thuc don doc
Table chon Select Table (hoac nhan Alt vasd 5 bén ban phim s5).
b. Chén thém cac 6, hang, ¢t vao bang:
- Chon 6 hoic cac 6 mudn cheén thém cac 6 méi vao ké sau d6
- V&o thuc don doc Table, chon Insers Cells. Hop hoi thoai Insers Cells xuit
hién.
Chon mot trong cac chirc nang sau:
Shift Cells Right: chén cac 6 méi vao bén trai cac 6 dugc chon
Shift Cells Down: chén cac 6 maéi vao bén trén cac 6 dugc chon.
Insert Entire Row: chén toan b hang hay cac hang
Insert Entire Column: chén toan bo cot hay céc cot.
- Chon OK.
c. X0& cac 6, hang hoac cjt trong bang
- Trudc hét chon mot 6 bét ky trong hang, cot can xoa
- Chon Delete Cdls tir thuc don doc Table.

- Chon Delete Entire Row: x0&toan by dong
Delete Entire Column: xoatoan bo cot
- Chon <OK>

d. Di chuyén, sao chép cac 6, hang, cét trong bang.

- Chon céc 6, hang hay cot can di chuyén hoic sao chép.

- Puatro chudt dén phan duoc chon, giti nit bén tréi, roi thuc hién mot trong
céc dong tac sau:

. R& chuot dén vi tri mai rdi tha ndt tréi chuot: di chuyén phan dugc chon.

. Gitr phim Ctrl dong thoi ré chudt dén vi tri mai rdi tha ndt tréi: Copy phan
duoc chon.
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e. Thay déi chiéu réng cot

Céch 1: Di chuyén con tro chudt dén bién phai cot, khi tro chudt cd dang miii tén hai
chiéu thi ré chuot dé thay d6i chiéu réng cot.

Céch 2:

- Chon cot can thay d6i

- Vao thuc don doc Table, chon Cel Heigh And Width

- G& con sb chi chiéu rong ¢t vao muc Width of Column

- G& con sb chi khoang céch gitra cac cot vao muc Space Between Column.

- Chon< OK >
g. Thay déi dé cao ciia hang.

- Chon mét hoac nhiéu hang can thay doi

- Chon Cell Heigh and Width tir thuc don doc Table.

- Chon Row rdi thyre hién mot trong céc theo tac sau:

- Chon Auto trong muc Heigh of Rows: Diéu chinh d6 cao theo d6 cao van
ban cia hang.

- Chon Al Least trong muc Heigh of Rows, roi dua vao gidtri sd chi d6 ceo it
nhat cua hang. Néu noi dung trong 6 vuot qué con b dwa rathi Word s& diéu chinh
lai.

- Chon Exactly trong muc Heigh of Rows, roi dwa vao gia tri sd chi do cao
chinh xé&c caahang. Néu noi dung trong 6 16n hon thi s& chi bi mat mot phan.

- Chon <CK >
* Chiy: véi Office 2000 céc ban thuc hién céc budc thay d6i do rong cot nhu sau:

- Chon cot can thay d6i

- Vao thuc don doc Table, chon Table Properties.... chon muc Columns go
con s vao muc Preferred Width ... Chon < OK >
va chiéu cao dong duoc tién hanh nhu sau:

- Chon mét hoic nhiéu hang can thay doi

- Vo thuc don Table, chon Table Properties.... chon muc Rows gd con sb vao
muc Specify Height ... Chon < OK >
h. Gop, tach cac ct trong bang.

Gop nhiéu cot lai thanh mot:

- Chon céc 6 can gop ( 6 thé gom nhiéu hang)

- Vao thuc don doc Table, chon Merge Cells.

Khi d6, cac duong ngin céch gitta cac 6 S5 mat di, tao thanh mot cot duy nhat.
Tach mot cot thanh nhiéu cot nho:
- Chon ¢t can tach ( ¢d thé gdm nhiéu hang)



- Vo thuc don doc Table, chon Split Cells. Hop thoai Split Cells xuat hién.

- Nhap vao con sb chi sb ¢t can téch.
Chiéu rong mdi cot duoc tao rabang chiéu rong cot cii chiacho sb cot.
7.4. Tao cac dwong ké cho bdng

Céc duong phén cach trong bang c6 dang nét dit trén man hinh, nhung khi in
ra s8 khéng cd. Néu can co thé thém vao céc duong ké thay cho duong nét dut.
Truéc hét can cho hién thi thanh cong cu ké khung trén man hinh bang cach nhay
chust vao biéu tuong Borders B = Thanh cong cu ké khung ( Borders) xuét hién:
Churc nang caa cac hop trén thanh cong cu:

- Hop dau tién chon loai nét ké.

- B6n hop tiép theo dung dé ké cac duong Trén, Dudi, Tré, Phai so véi khdi
duoc chon.

- Hop ké tiép ( Inside Borders) dé ké cac duong ngan cach bén trong khéi duoc
chon.

- Hop Outside Borders dé ké céc dudng bao quanh khbi duoc chon.

- Hop No Borders d¢ xod cac duong ké.

- Phan cubi cling 1a hop tao bong nén cho ving vian ban duoc chon.

Pé vé khung, tién hanh theo cac bussc:

- Chon khbi cin ké

- Chonloai nét ké

- Nhay chudt vao hop tuong tng dé tao dang ké
Musn x0é mgt hogc nhiéu dwong ké:

- Chon khoi

- Chonlogi nét ke |a None

- Nhay chugt vao hgp tirong imng dé xoa
Xem qua trinh xoa hoan toan tiong tu qua trinh ké, chi thay logi nét ke la None.
7.5. Sap gé'p cac dir ligu trén mgt bang
Co thé sap xép cac hang trong bang theo mot cot nao d6. D liéu trong cot phai co
cuing kiéu gdom mot trong ba kiéu sau: Text ( vin ban) - Number ( kiéu sb) - Date (
kiéu ngay thang). Néu dir liéu & cac hang trong mot cot khéc kiéu nhau thi chi duoc
phép sip xép theo kiéu Text.
Céac buréc sip xép trén bang:

- Chon céc hang can sip xép. Néu sip xép toan bo bang thi chi can dwa con tro
vao mot 6 bt ky trong bang.

- V& menu Table, chon Sort. Hop thoai Sort xuat hién

- Chon céc khoa sip xép trong hop Sort By va Then By.
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- Chon sip xép theo kiéu dir liéu ndo ( Type): kiéu ky tu ( Text), kiéu sb (
Number) hay kiéu ngay ( Date).

- Chon thtr ty sip xép: tang dan ( Ascending) hoic giam dan ( Descending)

- Chon <OK > hay go Enter.
7.6. Tinh tong cyé’i oot o trong mgt bang ,

- Di chuyén con tro dén 6 dudi cung cua cot so.

- Thyc hién Iénh Table - Formula... Tai muc Formula ta gd cong thirc hoac
ham can tinh vao d6 (vi du: =SUM(ABOVE) hoic =A2+B2-C2

- Chon <OK >, két qua tong s3 trinh bay tai 6 dudi cling.
Thong thuang quy trinh tao bang gom céc budc sau:

- Thyc hién Iénh Table - Insert Table hay nhay chudt tai biéu tuong

- binh s cot vadinh do rong cot

- Nhap di liéu cho bang

- Lam khung, ké duong vadinh dang nén cho bang.



CHUONG VI1I
SU DUNG CAC CONG CU VE VA CAC HIEU UNG PAC BIET
05 tiet (LT:01, BT:00, TH:01, KT:03)

8.1. Cong cu d6 hoa Drawing
8.1.1.Tao mét déi twong do hoa

Néu trén man hinh chua cd thanh cdng cu v& d6 hoa, thi nhay chudt vao biéu
tuong Drawing IE trén thanh cdng cu chinh dé tao thanh cdng cu vé d6 hoa (Office
95) nhu sau :

AN

1 23 4 5 6 7 8 9 1011 12 13 14 1516 17 18 19 20 21 22
23

Y nghia c&c thanh phan trén thanh cong cu do hoa (tir tréi sang phai)
1. Line (vé& doan thang)

- Nhéy chugt vao biéu tuong Line, con tro bién thanh dau +
- Di chuyén diu + dén diém dau doan thang, nhan vagiir nit chudt tréi.
- Ré chudt dén diém cubi cuadoan can vé, tha nit chudt.
2. Rectangle (v& hinh chir nhat)
3. Ellipse (v& hinh Elip)
4. Arc (V& cung tron)
5. Freeform (v& datuyén ty do)
6. Text Box ( tao hop van ban)
7. Cdlout (tao hop text cd nhanh) : twong tu nhu hop Text Box
8. Format Callout (dinh dang cho hop Callout)
9. Fill Color (dat mau té) : danh cho céc di tuong khép kin
10. Line Color ( dat mau ve)
11. Line Style (loai nét vé)

Véi Office 97, 2000:
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2] croup
11 ungroup
5% Regroup
Order g Bring ta Frant
H# arid. . B3 Send to Back
Mudge v L Bring Forward
Align or Diskribute v [ Send Backward
Fuokate or Flip » t) Bring in Fronk of Text
E) Send Behind Text
=, Edit Points I
Zhange AutoShape k

J_E Set Autashape Defaults
“|Dtaw*|[33 (% | Autoshapes + S Tw DD-‘| -Gd-Aa-S=E B E|

8.1.2.Lam viéc Véi CAc déi twong da vé
Trudc khi thay dbi dbi twong d&vé can chon cac d6i tuong bang nit thir 12 trén
thanh cong cu vé db hoa (Nt Select Drawing Objects). Cuing mét 1tc c6 thé chon
nhiéu déi tuong d6 hoa (néu chon mot ddi tuong chi can Click vao déi tugng do).
Céc buréc tién hanh:
- Nhéy chudt vao biéu twong Select Drawing Objects, dau + xuét hién
- DuIng thao téc ré chudt dé xac dinh mot hinh chir nhat
- T4t ca c&c d6i tugng nam trong pham vi hinh chit nhat s3 duoc chon
Céc d6i trong sau khi dugc chon s3 c6 cac 6 vudng nho mau den, khi d6 cd thé
thure hién mot trong cac phép bién doi sau:
a. Thay doi vi tri. Nhan cc phim miii tén dé di chuyén hoic thuc hién cac budc
sau:
- Di tro chudt vao dbi tuong cho dén khi c6 hinh mii tén bén hudng xuat hién.
- Ré chudt dén vi tri mai roi tha nat chudt
b. Thay d@oi hinh dang, kich thuréc.
- Di tré chudt dén mot trong cac 6 vudng nho mau den cho dén khi xuat hién
dau + hoac mii tén hai chiéu.
- Ré chudt dé thay ddi hinh dang, kich thudc rdi méi nha nat chudt.
c. Sao chép, cit, x0a doi tirong
- X0& nhan phim Delete
- Sao chép vao bo dém: nhay biéu tugng Copy trén thanh cdng cu
- Cit vao bo dém: nhéy biéu tuong Cut
d. Xoay, ldt cac doi tuong:
- L4t theo truc thang diang: nhdy biéu tugng Flip Horizontal :
- L4t theo truc nam ngang: nhay biéu tugng Flip Vertical :
- Xoay mét goc 90° theo chiéu kim dong hd: Rotate Right



e. Mang ra truroc/sau
Khi ¢ hai déi tugng nim gan nhau s3 c6 mot phan chdng 1én nhau, viéc quyét
dinh d6i tugng ndo nam trudc tuy thusc vao thao tac Click 1én nat Bring to Front
hoac Send to back
f. Thay doi tong the
Thao tac ndy cho phép xé&c dinh tat ca céc yéu té cua ddi tuong: loai nét vé,
loai mau t6, kich thudc vavi tri.
- Nhéy ddp chudt 1én déi trong. Mot hop thoai xuat hién:
- Vao myc Fill, Line, Size and Position dé xéc dinh céc yéu té caadéi tuong
- Chon OK d¢ xé&c nhan céc thay doi, hoac ESC dé bo qua.
8.1.3. Piéu chinh kich cé va di chuyén cac doi tweng vé
8.1.4.Thay déi mau sac va kiéu cia déi twong vé
8.1.5.Pinh dang hép chir, kich cé* va vi tri
8.1.6.Thanh dé hea ddn xudt

8.2. Giéi thiéu cong cu Paint Brush
8.2.1. Khoi dgng cong cu Paint Brush
Tir thuc don Insert chon Object, mot danh sach cé&c ddi twong hién ra, ta chon
muc PaintBrush Picture. Man hinh [am viéc cia n6 nhu sau:

W R BE Lz Mord - b_WORD )
il File Edit “iew |mage Colors Window Help = |

AT 2 -|-1-||-2-|I-3-|-I4-|-5I-|-5-||-?-|I-s-|-|9-|-10I-|-11-I|-12-|I-13-|-1I4-|-15:|-!Z|

| ' 4

5 (Q 6

7|8 8

gelAll 10

N2l 1o 2

35| - 14

Ll | T

== .

R

LI
; :
: O
: 5
- Bang mau B
IE. |4 | »=

|

175,147

For Help, click Help Topics on the Help Menu.

Thoét khdi PaintBrush
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Vi Windows 3.x : Thoét bang Alt_F4, chon N (<No> caa Update...).
Hay lueu gitt hinh vao bo nhé dém rdi chép raWord bang ~V.

Véi Windows 9x : thoat bang cach nhay chugt ra ngoai vang vé,
néu khdng can cap nhap thi chen déi tweng va xoa nhw Drawing.

8.2.2. Man hinh Paint Brush va y nghia ciia cac biéu tweng trén man hinh

Biéu tugng 1 & 2 ding dé sao chép, cat dan, di chuyén phan anh

1 : Péanh diu theo hinh bét ky

2 : Banh déu theo hinh chit nhat

3: Tay cac nét vé

4. Binh xit mau

5. Khi chon biéu tugng ndy vadi chuot dén mot diém néo d6 thi dudi hop, cac
cdng cu S8 xuat hién mau caadiém do.

6. Phdng to, thu nho phan ban vé

7. BUt chi : dung dé vé céc hinh bét ky

8. Choi son : diing dé vé cac duong nét va hinh dang caado rong nét vé vamau
vé dachon.

9. Phun mau: ding dé t6 mau cho mdt viing bit ky duoc khép kin bang céc nét
vé dachon

10. GO van ban

11. V& duong thang

12. V& duong cong

13. V& hinh chir nhat

14. Vé dagiac

15. V& hinh Elip rong

16. V& hinh chit nhat co vat goc

8.2.3. Thay déi kich thugc viing vé
V&0 bang chon Option, chon muc Image Attributes, mot hop thoai xuat hién,
trong d6 co cac myc nhu sau:
-Width: thay d6i do rong birc anh
- Height : Thay d6i d¢ cao birc anh
- Units: thay d6i don vi do kich thugc anh
- Color : ¢é chon mau tring hoic mau den
- Default: 1y lai trang tha ngam dinh
Sau khi thuc hién xong céc khai bao, chon nit <OK >,



8.2.4. Tago m¢t berc tranh trong Paint Brush
8.2.5.Tgo van bdn trong Paint Brush

8.2.6.Chgn cdng cu vé va cach vé trong Paint Brush
8.2.7. Chén tranh d@nh

a) Cac thao téc chinh, sira

b) Sao chép, cit dan, di chuyén phan anh

) Str dung cac thyc don trong Paint Brush

8.3. Chén thém cac ky tw diic bigt

Word cho phép nguwoi sie dung c6 thé chén thém nhiéu ky higu, font chiz dic
biét ma trén ban phim khéng cd, nhi ky hiéu: F, a, b, [, |, - ...

Pé chén thém mot ky tu dac biét, thyc hién theo trinh tu sau:

- Puacon tro van ban dén noi can chén

- Vo thuc don doc Insert, chon Symbol, hop thoai Symbol xut hién:

- Nhay chuot vao hop Font dé chon b Font chira céc ky hiéu.

- Nhéy chugt vao ky hiéu can chén.

- Nhay nut Insert dé chén, nhay nit Close dé dong hop thoai Symbol.

Truong hop thuong xuyén sir dung mot sd ky hiéu dic biét nao do, nén dinh
nghia cho né mét to hop phim theo trinh ty sau:

- Vo thue don doc Insert, chon Symbol, chon ky hiéu can dinh nghia

- Nhéy nat Shortcut Key, hop thoai Customize xuat hién.

- Con tré lGc ndy nam & hop Press New Shortcut key, nhan to hop phim can dinh
nghia.

- Nhéy nit Assign, nhay nit Close dé tro vé hop Symbol.

- Chon mot ky hiéu khac dé dinh nghia hoic nhay nit Close dé déng hop
Symbol.

K& tir 6, chi can nhan té hop phim dadinh nghia thi ky hiéu twong Gng S8 xuat
hién tai vi tri con tro. T4t ca c&c dinh nghia dugc cit gitr trong tép *. DOT khi d&
thoat khoi Word.

8.4. Tao chir céi l6n diu dong
C6 thé sir dung kha nang Drop Cap dé tao chit céi [6n dau dong nhu trong doan
van ban ndy. Bé thyuc hién tao chir cai 16n, tién hanh céc budc sau:
- Chon chir cai hoic doan vian ban can tao
- V&0 menu Format, chon Drop Cap. Hop thoai Drop Cap xuét hién.
- Trong muyc Position, chon Dropped hoac In Margin.
- Chon kiéu, c& Font, sb dong vin ban can chira cho chix céi ( Line to Drop)
- Chon <OK>
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Pé huy bo hiéu tng ndy, cac budc tién hanh twong ty nhu trong muc
Position,chon None.

8.5. Chen hinh anh vao van ban

Dé 14y hinh anh tir mot tap tin @4 hoa, hay [am nhu sau:

- D3t diém chén gan vi tri 3 chén hinh anh vao tai liéu.

- Chon Picture tir 1énh don Insert roi chon From File. Khi d6 hop thoai Insert
Picture xuét hién, trong tu nhu hop thoai Open dé mé céc tai liéu.

- Trong hop thoai Insert Picture, chon tap tin hinh anh ¢ sir dung (*.BMP,
* GIF, *.JPG, *.WMF). Cha y la néu chon tuy chon Preview trong hop thoai Insert
Picture, thi ban co thé xem trudc dugc hinh anh caatap tin trong hop thoai dé.

-Nhip Ién nat Insert ( c6 thé st dung chuong trinh Microsoft Clip Gallery.
Chuong trinh ndy ciing véi mot tap hop cé&c tap tin hinh anh kha day du ludn duoc
kém trong bd Microsoft Office).

Ban c6 thé chén hinh anh bang céach chép hinh tir chwong trinh khéc (ching
han nhu chuong trinh Office PhotoDraw hay chuong trinh Paint ¢o trong Windows)
nhu sau:

- Chon hinh anh tir tir chwong trinh khéc roi chon Copy tir 1énh don Edit cua
chuong trinh do.

-Pit diém chén vao vi tri s chén hinh anh trong tai liéu Word.

- Chon Paste tir Iénh don Edit caa Word hay nhan Ctrl+V.

Khi @& chén hinh anh vao, ban c6 thé doi nd ¢én mot vi tri ndo trong tai liéu.
Phuong phép doi s3 phu thugc vao ngudn hinh anh ciing nhu céch chén né vao. Néu
d& chép hinh anh tir PhotoDraw (hay mét chuong trinh nao d6 ma cé dinh dang tuong
tw), thi ban ¢ thé doi hinh dnh dén mgt vi tri khac trén trang bang cach sir dung
phuong phap sau (twong tu nhu phuong phép doi hop chit).

-Pit con tro chudt trén hinh anh (nhung khéng phai trén nt diéu khién néu
hinh anh dadugc chon). Khi d6 con tré chudt s3 chuyén thanh miii tén bén dau.

- Kéo hinh anh dén vi tri can thiét trén trang. Néu ban doi hinh anh dén noi d& co
chir thi chit s¢ bao quanh (phia trén vaphia dudi) hinh anh.

Tuy nhién trudc d6 néu ban chép hinh anh tir Paint (hay mot chuong trinh nao
d6 ma hinh anh cd dinh dang twong tw), hay néu hinh anh duogc |y tir tap tin hinh
anh, hoac hinh anh dugc chén vao tir Clip Gallery, thi hinh anh s& dugc dat trén dong
chung véi chit, nghialané s tro thanh mot phan trong tai lidu va ss duoc xem nhu |4
mot ky tu don. Do d6, c6 thé nd s& dugc tir déng doi di khi can thiét. Bé doi di chd
khéc, hay sir dung cac 1énh Cut va Copy.



Céch doi hinh anh trén trang ciing nhu cach hinh anh tuong téc véi chir xung
quanh trong tai liéu (vi du goi chir xung quanh hinh anh hay hinh anh nam ciing dong
véi phan chir) s3 tuy thugc vao kiéu goi chir caa hinh anh. trong phan "dinh dang hop
chit, hinh anh va céc dbi tugng d6 hoa", ban s3 biét cach thay dbi kiéu gdi chir cho
hinh anh ciing nhu céc dic tinh khéc bang céch sir dung hop thoai Format Picture hay
thanh cdng cu Picture. (ch( y la thanh cdng cu Picture thuong tu dong xuat hién ban
nhip Ién hinh anh dé chon nd. C4 thé diéu chinh kich ¢& caa hinh anh twong ty nhu
hop chit . Nghiala nhip Ién hinh anh dé chon n6 réi kéo mot tam nét diéu khién kich
c5: dé gitr nguyén mot phan trong hinh anh, hay kéo mot trong cac ndt diéu khién &
goc. Bé giir nguyén tam hinh anh, hay dé va giir phim Ctrl khi kéo chuét. (Tuy nhién
phuong phdp nay khéng cé tac dung khi hinh anh dugc dat trén cung dong véi chir).
Céc phuong phép trén dé co dan nguyén hinh anh. Con trong phan "Binh dang hop
chit, hinh anh va céc dbi tuong @b hoa ", s3 biét cach tiamot phan hinh anh hay thém
khoang tring trong hinh anh.

Ban c6 thé diéu chinh ndi dung caa hinh anh bing céach chon Edit Picture trong
lénh don Edit. Sau khi hinh anh d& dugc diéu chinh, ban c6 thé nhip ddp 1én hinh anh
dé diéu chinh nd mot 1an nita. Kiéu diéu chinh hinh anh nhu thé ndo con phu thudc
vao dinh dang va gdc géc caa hinh anh d6. Sau day 1a nhitng phuong cach Word cho
phép ban diéu chinh hinh anh :

- Néu hinh anh tuong thich véi c¢ng cu vé trong Word, nd s3 cho phép ban mo
hinh anh ratrong mét cira s riéng va cd thé diéu chinh tirng thanh phan déi tuong vé
trong hinh anh do.

- Néu hinh anh khéng twong thich véi ¢ng cu vé trong Word, ban s& khéng thé
diéu chinh tirng thanh phan ddi tuong vé trong hinh anh d6, nhung ciing c6 thé diéu
chinh kich ¢ ciing nhu thém céc ddi twong khéc vé vao.

- Néu hinh anh vén duoc chép tir chuong trinh khéc, thi Word c6 thé kich hoat
chuong trinh gbc dé ban sir dung céac cdng cu valénh caa chuong trinh ¢6 nham diéu
chinh hinh anh.

Pé xo0d hinh anh, hay chon n6 rdi nhan phim Delete.

8.6. Chén cdng thirc toan hec

Céach thyc hién:

- D3t con tro noi mudn tao cdng thirc

- Vao thyc don Insert, chon Object, chon Creat New rdi nhéy ddp chugt vao muc
Microsoft Equation 2.0 hoac Microsoft Equation 3.0

Hozc nhay chudt vao biéu tegng Y& néu cd. Trén man hinh hién ra:
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- Tai vi tri nhip nhéy caa diém chén (néu khéng thiy diém chén nhap nhay, thi
thuc hién Iénh View - Redraw). Tuy thudc vao yéu cau caa ban ma chon céc biéu
tuong gb cong thirc cho phu hop.

- Nhéy chudt 1én hop Control Box caa cira so Microsoft Equation dé tro lai soan
thao.

8.7. Tao cac hiéu wng dac biét nho WordArt
WordArt 1a phan chuyén ding dé tao céc hiéu ing déc biét doi véi van ban
tron, vi du, muén tqo chiz " KHOA TIN HOC " theo dang vong cung nhu sau:

Céch thuc hién:
Vo1 Word 6.0:
- Dinh vi tri con tr tai noi muén chén

- Vao thyc don doc Insert, chon Object. Hop thoai Object xuét hién

- Chon Creat New/ Object Type, chon Microsoft WordArt 2.0.

- Man hinh WordArt xuat hién ciing véi thanh cdng cu.

- Nhap dit liéu vao chd YOUR TEXT HERE, rdi chon Font va dang trang tri
trén ToolBar.

- Nhéay chudt vao vi tri bat ky ngoai khung tao hiéu tng dé tré vé soan thao van
ban binh thuong.

M3di khi mudn siraddi van ban dugc tao rabang WordArt 2.0 chi can nhay dup

Vao vung van ban do.

Voi Word 7.0:

Tanhdy chust vao thanh cdng cu chira bidu tuong <! |

8.8. X ly chi tiét
8.8.1. Tim kiém va thay thé
8.8.2. Kiém tra l4i chinh td (Spelling)

Cong cu ndy chi st dung cho doan vian ban tiéng Anh. Trong mot doan van ban,
nhét 1a véi c&c van ban twong dbi dai, ngudi soan thao thuong bi sai 16i chinh ta ma
nhiéu ldc khé phét hién duoc. Trong Winword ¢ cung cap mot chac nang kiém tra
18i chinh ta trén cac van ban dwa vao bd tir dién c6 trén may.

Thuc hién kiém traldi chinh ta bang Spelling:



- Di chuyén con tré dén vi tri mudn bat dau mudn kiém traldi chinh ta.

- Thuc hién lénh Tools-Spelling. Nhiing tir caa van ban khéng co trong tir dién
s& duoc trinh bay va nguoi sir dung co thé thay thé bang tir khac hay khéng tuy .

8.8.3. Pinh nghia tir g tit
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PHAN I11: MICROSOFT EXCEL
CHUONG IX
BANG TiNH EXCEL

21 tiet (LT:09, BT:00, TH:12, KT:00)

9.1. Giéi thiéu chung vé Microsoft Excel
9.1.1. Giéi thiéu man hinh giao dién ciaa Excel
* Khéi dgng Excel
Pé khoi dong Excel thuc hién: Start/Progarams/ Microsoft Office/
Microsoft Excel 2003
Hoic kich ddp 1én biéu twong Short cut caa Microsoft Excel trén man hinh nén
Desktop.
* Thoat khéi Excel
Khi can thoét khoi Excel, ban chon mét trong nhiing cach thuc hién sau:
* Chon Iénh: [Menu] File chon Exit.
* Nhan phim Alt+F4.
* Double Click trén nit diéu khién cirasd MS - Excdl.
Luuy:
*Khi dir liéu trén nhizng bang tinh trong Workbook chua diroc luu vao tap tin thi
Excel s& xudt hién thong béo:

Microzoft Excel E2

@ Do you want to save the changes you made to 'Boak1'?

Mo | Cancel |

Chon nut:
Yes: Khi can luu dit liéu trén bang tinh vao mot tap tin Workbook.
No: Khi khdng can luu dir liéu trén nhitng bang tinh.
Cancel: huy bo 1énh thodt, déng hop théng béo vatré vé man hinh bang tinh.
Help: Xem phan gitp d& vé céc nat [énh trong hop déi thoai.
Gio6i thiéu man hinh giao dién ciia Excd (Excel 2003):



X o BHE L= xcel - Booki
”ﬁ File Edit View |hsert Format Toole Data Window Help _|5’|£|
DEd SRy spRrT|o-« | Aa®|z 4+ 43 0@ 7
“ MnTime =10 ~( B [ U | =E =E = Ej | $ %% 5 6 | e Dy J.EOFFice A;;i<
Al - =|
A B | c|| B |l | By | © | H | 17
‘I —
2 ¥ Y Column border
3 Menu Title bar Formul ar bar Scroll bar =
; Row A
; ™ porder Tools bar Formating Status bar
5 =
4 [» [v]Sheet1  sheetz [ sheet3 / [«] HJJ
Ready || M U [T 4

Cira sb wng dung Excel. (Excel Windows)

Ctra s (rng dung Excel gdm ¢ nhirng thanh phan chinh nhu sau:

a) Thanh tiéu ¢ (Title bar): Gém nit diéu khién (Control), tiéu d& Microsoft
Excel, va nhitng nat: cuc tiéu hoaMinimize), cuc dai hoa (Maximize), phuc hoi
(Restore).

b) Thanh menu Iénh (Menu bar): Gdm 9 nhém muc Iénh chinh caa chuong
trinh Excel.

¢) Thanh nat Iénh (Toolbar): Hién thi hai nat lénh: Standard Toolbar va
Formatting Toolbar. Trén mdi thanh chira mot sd nat lénh tiéu biéu cho nhitng nut
[énh thong dung cia Excel.

d) Thanh cdng thizc (Formula Bar): Hién thi hop tén, toa do 6, nat huy bo, ndt lya
chon, nt ham, ndi dung dir liéu trong 6 hién hanh (& ¢ khung vién bao quanh trong
bang tinh).

e) Cira s6 bang tinh(Worksheet Windows)

f) Thanh tinh trang (Status bar): hién thi cac ché d6 hoat dong cia excel.
Cira s0 bang tinh Excel (Excel Worksheet Windows)

Lakhu vuc ¢ gittathanh cdng thirc va thanh tinh trang. Cira b (tng dung Excel
gom ¢6 nhitng thanh phan chinh nhu sau:

a) Thanh tiéu dé (Title bar): gom Menu diéu khién (control Menu), tén tap tin
workbook hién hanh vacac nit Minimize, Maximize, Restore.

b) Puwong vién ngang (Column Border): Ghi ki hiéu tirng cot theo thu tu chir céi (tur
tréi sang phai bat dau tir A ¢én V). NGt phiangoai ciing bén tréi 1andt lya chon toan
bo bang tinh (select All).
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¢) Puong vien doc (Row border): Ghi s thir ty caa tirng dong (tir trén xudng duéi bat
dau tir 1 dén 16384).
d) Man hinh (khu virc) bang tinh (Windows): hién thi mot pham vi nho cia bang tinh
(théng thuong 1a mot cot 20 dong) vai nhitng duong ké ludi (Gridlines) phén céach
gitracac 6.
e) O hién hanh (Active Cell) hogc 6 lwva chon (Selected cell): lamat 6 trong bang tinh
c6 khung sang vién quanh va c6 mot méc vudng nho & canh duéi bén phai ding dé
chi 6 hién hanh. Toa d6 caad hién hanh duoc hién thi trong hop tén trén thanh cong
cu.
f) Thanh cusn doc/ngang (Scroll bar): 1a hai thanh canh vién bén phai va phia duéi
bén phai cia cira sH Workbook. Trén thanh ¢ chiramot hop cudn (Scroll box) va hai
nGt miii tén (dung dé di chuyén dén nhitng khu vuc khéc caa bang tinh khi s dung
thiét bi mouse). Phia trén va bén phai cua hai thanh cudn 1a khung phan tach (Split
box) ctra 0.
g) Thanh thuéc trén bang tinh(Sheet tabs): hién thi mot sd tén caa nhitng bang tinh cé
trong Workbook khi chuadat tén bang tinh thi Excel 2 tu dit tén 1a Sheet #) bén tréi
| nhitng nat di chuyén
Tab (Tab Scrolling), bén phai 1a khung phéan tach (Tab Split),
Lieuy: Sau khi khoi dong , Excel s@ tw dong mo mét tap tin Workbook méi trong cira
sb nay va dat
tén [a BOOK#(# 1anhitng s thir tu twong tng véi sd 1an mé bang tinh).
9.1.2 CAu tric bang tinh
S6 tay(Workbook): mot Workbook gom tir 1 dén 255 sheet riéng biét (thuong sb
mac nhién 1a 16 sheet). Tap tin Workbook thuong ding dé tap hop nhiing loai
bang tinh dir liéu, db thi, macro, ... ¢6 lién hé véi nhau. Excel khong gidi han sb
lwong tap tin Workbook dugc mé nhung phu thudc vao b nhé ciiamay.
Bang tinh (Sheet): mot bang tinh co trén 4 triéu 6 dir lidu, ding dé nhap dir liéu va
thyc hién nhitng yéu cau vé tinh todn , tao biéu mau, quan ly vakhai thac co so dit
liéu...M3i bang tinh dwgc dit tén 1a Sheet # (# 1a sd thu tw) hodc mot tén goi cu

thé.

Cot (columns): Cot lamat tap hop cianhirng 6 trong bang tinh theo chiéu doc. Do
rong cot mac nhién 129 ky tu (c6 thé thay doi tri sb ndy tir 0 dén 255 ky tu ). C6
tong cong 256 cot trong mot bang tinh, méi cot dugc gan ky hiéu theo thir tu chir
céi (bat dau tir A dén Z, AA dén AZ, BA d¢énBZ, .... vakét thaclalV).

Dong (Rows): Dong lamét tap hop caa nhitng 6 theo bang tinh theo chiéu ngang,
chiéu cao dong mac nhién 12 12.75 cham diém (c6 thé thay doi tri s nay tir 0 dén



409). C6 téng cong it nhat 16384 dong trong 1 bang tinh, mdi dong duoc gan mot
sd thir tu (bat dau tir 1 dén 65536).

O (cel): O lagiao diém caamot cot vamot dong. O duoc xéc dinh bai mot toa do
(dia chi) dva theo ky hiéu caa cot va sd thir ty cia dong. ( Thi du: toa do Al 1a6
dau tién trén bang tinh, toa d6 D5 146 ¢ trén cot D va dong 5). Ngoai ra, Excel
con xéc dinh 6 theo sd thir ty cot vadong (C#R# khi chon théng sb R1C1 & trén
hop thoai TAB VIEW trong I¢nh [MENU] TOOLS >OPTIONS.

Vung (Range): Vung 1a mot tap hop caa nhiing 6 ké can nhau va duoc xéc dinh
boi toa d6 6 dau (thuong 1a ¢ gdc trén bén tréi ) vatoa do 6 cudi (thuong 1a ¢ goc
dudi bén phai) caa ving d6. Ngoai ra ban c6 thé sir dung tén viing (xem céch dat
vasir dung tén viing ¢ phan sau) dé thay thé cho pham vi khai béo trong Iénh thuc
hién. Vung c6 khi la mot 6, mot nhém 6 hoac toan b bang tinh. Trong Excel ban
c6 thé lwa chon valam viéc véi nhiéu ving khéc nhau ciing lc.

9.1.3. Cac khai niém co ban

9.1.4. Di chuyén con tré

a. O hién thoi : Tai mot thoi diém [udn ton tai con tré trong mot 6 trong bang
tinh. T4t cac cac 1énh nhu nhap di liéu, gia tri sau khi tinh toén... déu duoc duavao 6

nay. O nay duoc goi 146 hién

thoi caa bang tinh. Bé di chuyén tir 6 ndy sang 6 bén kia trén bang tinh, cac ban thyc

hién nhu sau:

b. Cac phim di chuyén con tré
Phim Chuc nang
# Lén trén mot dong
$ Xubng dudi mot dong
" Sang phai mot cot
| Sang trd mot cot
PgDn Xudng dudi mot trang
PgUp Lén trén mét trang man hinh
Alt+PgUp | Sang trd mot trang man hinh
Alt+PgDn | Sang phai mét trang man hinh
Ctrl+Home | Ve 0 Al

c. Di chuyén con tré véi Iénh Go To

Pé di chuyén nhanh chong téi mot 6 trén bang tinh, ban ¢ thé stir dung muc chon
Go To trong bang chon Edit hoic 4n phim F5. Khi nay hop thoai Go To xuét hién,
trong khung Go To ludn ghi lai dén mot 6 d& duoc liét ké trong danh sach ndy, ban
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chi can nhan chugt chon nd. Néu ban can dich chuyén dén mot 6 khéc, ban hdy dua
vao toa do trong khung Reference. Vi du nhu B6.
9.1.5. Cackiéu di ligu trong béng tinh
a. Dir liéu dang chubi (Text)
a) Quy udc: Phai duoc bat dau boi:
* Céc ki ty chir tir A dén Z.
* Cac ki tu canh bién nhu sau: )" A\
Chuy: céc ky tu canh bién nay co hiéu luc khi kich hoat vao muc : Trasition
navigation keys ¢ thuc don : Tools\Option\Trasition

b) Dang thé hién: Phu thudc vao chiéu dai caachudi dir liéu nhap vao trong 6

* Khi chiéu dai caa chudi dit liéu nho hon hoidc bang véi d6 rong caa d
- Chudi dit liéu nhap vao s3 duogc hién thi day da vavi tri phu thudc vao ki tu
canh bién phia truéc dit liéu ( xem cdng dung caa nhirng ki tu canh bién &
phan luu y ).

- Dang mic nhién cua Excel 1a canh chudi dit liéu vé bén tréi caad (Véi ki tu
canh bién dinh sin ladau').

*Khi chiéu dai cua chudi di liéu 16n hon do rong cuad va
- Néu nhitng 6 1an can bén phai caa 6 dit liéu con tréng thi chudi dit liéu nhap

vao 3 dugc hién thi day du .
- Néu nhitng 6 1an can bén phai cua 6 di liéu dang chuatri thi chudi di liéu nhap vao
duoc hién thi cho dén pham vi cuad chiratri ké can .
b. Dix liéu dang sb (Number)
a) Qui uéc: Phai duoc bat dau boi:

* Cacky ty sdtr0dén 9

* Cacdau: +, -, (, ..$
b) Dang thé hién: Phu thudc vao chiéu dai caachudi sb nhap véo trong 6

* Khi chiéu dai caa chudi s6 nho hon d6 rong caa 6 thi dang thirc sb mic
nhién s ladang binh thuong (General) vadugc canh vé bén phai cuad.

* Khi chiéu dai caa chudi sb 16n hon hoic bang do rong caa 6 thi dang Excel
s3 tu dong chuyén sang dang KHK T (Scientific) hoac hién thi cac dau # # # trong 0.

Luuy:

Tir dang thirc 6 binh thirong (General) nhdp vao 6, ban 6 thé thay doi thanh
nhiéu dang thirc s6 khéc nhau bdi |énh: [Menu] Format >Cells, chon Tab Number va
lwa chon dang thec trén khung Format Codes.

Pé c6 thé hién thj day dii chudi sé bi che khuat, ban chi can thay doi dé réng

A

cot.



Ban c6 thé nhdp tryc tiép nhiing dau phan cach s6 hang ngan hodgc ddu cham thédp
phan.

Khi trong chudi so nhdp vao cé chira cac ki tw ddu nhue :+, -, /, hogc 6 nhiéu
hon mét ddu cham thap phan thi Excel sé ti dgng chuyén sang dang chudi.

* Ban c6 thé thay doi dang thap va vi tri cia chudi s6 béi nhizng nat 1énh trong
Formatting Toolbar.

* Khi nhdp di liéu dang s6 vao bang tinh, ban nén s dung hép phim s5 bén
phdi.

c. Dir lieu dang cong thirc (Formulas)

a) Quy udc: Phai duoc bat dau boi céc dau: = hoidc + .

b) Dang thé hién: Tri sb két qua caa cdng thirc trong & (cong thire nhap vao chi
duoc hién thi trén thanh cong thirc).
Luuy:

* Trong thanh phan cia mot cong thirc ¢6 thé gdm cd s, chudi (phai duoc
trong cap nhay kép),
toa d 6 tén viing, cc todn tir, c&c loai hang (xem trong chuong vé ham).

* Cac loai toén tur sir dung trong cong thirc:

- Toan tir tinh todn: + (cong),- (Trix), *(Nhan), / (Chia), ~(Luy thira), % (Phan

tram).
Vidy Cong thuc Két qua
=10+5*2 20.0
_Todn ti lién két: & (Lién két chudi).
Vi du: Cong thuc Két qua
="Hanoi"&"lathu 6" Hanoilathu do
="Hanoi"&" "&"lathu 6" Hanoi latha dé

- Toén tir so sénh: = (Bang), <> (Khéng bang), > (Lén hon), >= (Lén hon hoic
bang), <= (Nho hon hoic bang).

Vi du: Cong thuc Két qua
= A1>=25 TRUE (Khi A1>=125).
=A2<=65 FALSE (Khi A2>=65).
* Po uu tién cuatodn tir nhu sau: trong biéu thie (), Luy thira Nhan/ Chia,

Cong/ Tru,...
* Khi trong pham vi cac & ghi trén cong thirc can tinh toan cé chira c&c dit ligu
dang chudi, thi Excel s& hién thi thong béo 16i #VALUE!.
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d. Dir ligu dang ngay (Date), Gio (Time)
* Quy udc vadang thé hién.
Nhap theo nhitng dang thirc sau:

Dang thiic Dang the¢ hién
m/dly 1/1/94
d-mmm-yy 1-Jan-94
d-mmm 1-Jan
mmm-yy Jan-94
m/d/y h: mm 1/1/94 13:00
h: mm AM/PM 1: 00 PM
h:mm:ss AM/PM 1: 00: 00 PM
h: mm 13: 00
H: mm: ss 13: 00:01

Luuy:

* Phai dugc nhap theo dang thec MM/DD/Y'Y (Theo thong sH lya chon trong
Control panel cia Windows).

* Khi nhap khdng ding theo nhitng dang thic trén thi Excel ty dong chuyen
sang dang chudi.

* Ngoai ra, ban cé thé nhap ngay, gid véi nhitng cach thuc hién sau:

* Nhan phim: Ctrl-;(Nhap ngay hé thong hién hanh).

* Nhan phim: Ctrl-Shift -; (Nhap gio hé thong vao & hién hanh).

* Nhap ham = Date (YY,MM,DD) hay ham = time (hh, mm, ss), sau d6 chon
lénh: [menu] format > cells, chon Tab number; va lyachon dang hién thi ngay.

* Nhap tri sd twong tng véi thoi gian (Excel bt dau tinh tir 01/01/1901 tuong
g vé6i sb 1) sau d6 lya chon dang thé hién sb bgi 1énh: [Menu] format > cells chon
Tab number.

* Ban c0 thé thuc hién tinh todn vai nhitng dir liéu dang ngay, gio.
9.16. Cac logi dia chi ] ,
a) bia chi twong doi (Relative address): Pja chi tham chieu c6 dang
(<cot><dong>). Khi chép dén viing dich, dia chi tham chiéu cia viing dichn sé thay
doi theo nghia phuong, chiéu va khodng cach. Vi du: Al
b) Pia chi tuyét dbéi (Absolute address): PHja chi tham chiéu cd dang
$<cot>$<dong>. Khi chép dén viing dich, dia chi tham chiéu cia ving dich sé giir
nguyén giong nhu viing nguon. Vi du: $A$1



c) Pia chi hén hep ($A1 hoic A$1): két hop ca hai loai dia chi trén, co dang
$<cot><dong> hoic <cot>$<dong>.
Luweu y: Tog dg 6 ghi trong cdng thirc diroc co dinh khong thay ddi khi sao chép dén vi
tri moi .
Thi dy: cdng thirc trong 6 C5 1a : $A$5+$B$5

khi sao chép dén 6 C6 1a: $A$5+$B$5
" " Céch tgo dia chi tuyét doi: Chon mét trong hai cach thuc hién sau:
a) Nhap truc tiép tir ban phim ddu $ phiatrude ki hiéu cot hay sb tha ty dong caatoa
d6 6 can thyc hién.
b) Nhap (hoic di chuyén diém nhéy) vao toa do 6 can thuc hién trén thanh cdng thic,
sau d6 nhan phim F4 dé Excel tu dong thém diu $ vao toa do 6.

FA F4 F4 F4

Vidu: A1 SAS1IASLISALAL
9.2. Cécthaotac vei tép bangtinh
9.21. Lwu trir tép trén dia

Thac hign nhwr vé1 MS Word.

9.2.2. M & tép da ob tén trén dia, tao tép, bao vé tép
a. Mé tép: Vao thuc don File\Open hoac biéu tuong trén thanh Standard Toolbar va

chon tép can mo.

b. Tao mét tép méi: Vao thuc don FileWNew hoic biéu tugng trén thanh Standard
Toolbar

c. Pong mét tép: Vao thuc don File\Close hoidc chon biéu tuong T trén man hinh.

d. Bao vé tép:

- Bao vé hoan toan: trong truong hop ndy, ban chi c6 thé mo bang tinh khi ban tra 1
ddng mat khau dadvara.

- Bao vé han ché: Khi thiét 1ap ché d6 ndy, bat ky ai ciing c6 thé mé bang tinh nhung
chi trong ché do chi doc. Bé thiét 1ap ché do bao vé cho mot bang tinh hién thoi (dang
lam viéc), ban vao bang chon File, chon Save As... ** chon muc chon Options, mot
hop thoai xuat hién. Y nghia cua c&c muc nhu sau:

(-) Protection Password: khung ndy dé dua mat khau vao bang tinh. Day 1a ché 4o
bao vé hoan toan. Mat khau co thé dai 15 ky tu ¢6 phan biét chir hoa, chir thuong, khi
ban d& dwa mat khau vao khung trén, Excel con cho xuat hién tiép hoi thoai Confirm
Password, yéu cau ban khing dinh mot [an nira mat khau caaminh

(-) Write Revervation Password: khung ndy dé ban dua mat khau cho ché d6 bao vé
han ché, hoi thoai Confirm Password tiép tuc xuat hién dé yéu cau ban khiang dinh
mét 1an niramat khau nhu trudng hop trén.
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(-) Nt Read-Only Recommended: Néu chon nit nay thi ngay ca trong truong hop ban
tra 101 ding mat khau cho ché do bao vé hoan toan thi bang tinh maban da mé duogc
ciing chi trong ché d6 chi doc.

e. Pat mat khau bio vé cho mét trang bang tinh

Pé bao vé trang bang tinh hién hanh, tir thuc don Tools chon P Protection P Protect
Sheet. Sau khi d&kich hoat ché d6 bao vé, ban khong thé thay d6i mot khoan myc da
“khod&’. Mudn xod trang thd bao vé, ban chi cin chon Iénh Unpotect Sheet tir thuc
don Tools\Protect.

g. Pit mat khau cho mgt Wor kBook
Mudn dat mat khau bao vé cho mot tép WorkBook , tir thuc don Tools ban chon
Protect b Protect WorkBook. Lic nay céc trang bang tinh khong thé copy, dich
chuyén hay di tén duoc. Bé xoa bo trang théi d6, ban chi can chon Iénh Unpotect
WorkBook tir thuc don Tools\Protect.
9.2.3. Céc thao tac co ban
9.2.3.1. Nhdp di ligu vao bang tinh
- Cé&c budc thuc hién.

1. Lyachon 6 can nhap dit liéu.

2. Nhap dir liéu tuy theo loai dang thuc.

3. bé két thac viéc nhap dit liéu ban chon mot trong nhitng céch sau:

* Nhan phim Enter hay nt Enter trén thanh cong thirc.

* Click vao 6 khéc (Hay dung nhirng phim di chuyén dé két thic viéc nhap di
ligu vadi chuyén 6 hién hanh theo huéng phim ).

* Pé huy bo viéc nhap dir liéu dang thuc hién ban nhan phim Esc hoic nat
Cancel trén thanh cong thic.

* Ban c6 thé lya chon truéc pham vi c&c 6 can thuc hién, sau d6 nhap dit liéu
va nhan phim Enter, Excel s3 ty dong chuyén 6 hién hanh dén nhitng 6 ké can trong
pham vi lya chon.

* Khi nhap dir liéu méi vao 6 dang chira tri thi Excel s¢ tu dong ghi dé 1én dir
liéu ci.

Dé nhdp dir liéu gigng nhau cho nhiéu 6 trong bdng tinh ta theec hign nhee sau:
- Cé&c budc thuc hién:
1. Lwachon pham vi c&c nhdm 6 can nhap di liéu.
2. Nhap dir liéu tuy theo loai dang thuc.
3. Nhin phim CTRL-Enter dé két thic viéc nhap dit liéu.
Luuy:
* Trong Excel, ban c6 thé nhap dir liéu vao mot nhdm bang tinh cling Iic.




9.2.3.2. Chinh si¥a di# li¢u (x0d, diéu chinh, khoi phuc)
Xoa dit ligu
Chon mot trong nhirtng cach thyc hién sau:
a. Sir dung lénh Clear trén Menu dé an dinh hinh thirc xoa dir liéu
bl. Lwachon 6 (hoic pham vi 8) cin x0&
b2.Chon I1énh [Menu] Edit>clear.
- Xuat hién Menu phu
b3. Chon Iénh:
* All: Xoatoan bo noi dung, dang thirc ghi chi co trong 6.
* Formats: Chi x0a dang thirc (khdng xoandi dung ghi cha vatra vé dang thirc binh
thuong).
*Notes: Chi xo& ghi chi (khdng xoa ngi dung, dang thic).
b4. Nhan phim Enter (hoic chon nit OK).
b. Sir dung thao tac Drag M ouse dé xoandi dung trong 6
bl. Lwachon 6 (hoic pham vi 8) cin x0&
b2. Di chuyén con tro Mouse vao mdc vudng nho & canh dudi bén phai (Fill
Handle) cia pham vi lyachon.
- Contro Mouse s& d6i thanh hinh dau +
b3. Drag vao trong pham vi lyachon (phia trén hoac bén trai).
- Khi Drag dén dau thi Excel s& lam dao mau dé phan biét.
c. Sir dung phim (hoic Right-Click) d¢é xoa ndi dung trong 6
bl. Lwachon 6 (hoic pham vi 8) cin x0&
b2. Nhan phim DEL (twong dwong Iénh [Shortcut] Clear > Contents).
Diéu chinh di liéu
bl. Lyachon 6 can thuc hién.
b2. Nhin phim F2 (hoic Double click) dé chuyén doi vao ché do chinh sira dir
liéu.
- Xuat hién chi bao Edit trén dong tinh trang.
b3. Thuc hién viéc thay d6i dir liéu trén thanh cdng thuc hoac ngay trong 6
thuc hién.
b4. Bé két thic viéc diéu chinh dit liéu trong 6, ban chon mét trong nhing
céch sau:
* Nhan phim Enter (hay nt Enter trén thanh cong thirc).
* Click vao 6 khéc (hay dung nhiing phim di chuyén dé két thic viéc diéu
chinh dir liéu vadi chuyén 6 hién hanh theo hudng phim).
Khoi phuc di ligu
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Pé huy bo mot hanh dong virathuc hién, ban chon 1énh [Menu] Edit > Undo...
(hoic chon nit) Undo trén Standard Toolbar hay nhan phim Ctrl-Z hoic phim Alt-
Backspace).
9.23.3. Di chuyén dir ligu ,
Khi can di chuyén dir liéu dén mot vi tri khac trong bang tinh (hoac dén céc bang tinh
khéc), trong tu nhu Word ngoai rading nit phai cia mouse dé di chuyén trén nhirng
duong vién caapham vi lya chon
b1. Lwachon pham vi 6 (hoac khéi 8) chira dit liéu can thyc hién.
b2. Di chuyén con tro Mouse dén nhitng canh vién cia pham vi lya chon (cho
dén khi con tré Mouse chuyén thanh hinh mii tén).
b3. Nhin nit phai Mouse trong khi Drag pham vi lya chon dén vi tri can di
chuyén dén.
b4. Chon Iénh:
* Move: di chuyén di liéu.
* Shift Down and Move: di chuyén va chén dir liéu hién hanh xudng dudi.
* Shift Right and Move: di chuyén va chén dir liéu hién hanh qua phai
Luuy:
* Khi bgn Drag vao trong pham vi 6 dang chiza dir li¢u thi Excel s& xudt hién
hép théng béo:
- Chon OK: dé xéc nhén viéc thay thé di liéu ci.
- Chon Cancel : dé huy b viéc di chuyén di liéu.
* Tog dg 6 ghi trong cong thizc ciza pham vi nguon van diegc giir nguyén khi di
chuyén dén vi tri mdi.
* Ban chi thyec hi¢gn cach Drag dir liéu trong phamvi cizia mgt bang tinh.
9.2.3.4. Sao chép di¢ kign ,
Khi can sao chép dir liéu dén nhitng vi tri khéc trong cung mét bang tinh
(hodc vao céc bang tinh khac), ban chon mot trong nhirng céch thuc hién sau:
a. Sao chép diz ligu binh thuwong: twong tu nhar Word
b. Sao chép di# ligu véi nhitng théng ss é@n dinh
1. Lya chon pham vi 6 ( hodc nhém &) chira dit liéu can sao chép:
2. Chon I¢nh [ Menu] Edit> copy(hoac [ Shortcut] copy).
* Excel xuat hién dudng vién chuyén dong xoay quanh 6, khdi 6 lya chon va théng
bado trén dong tinh trang: Select destination and press Enter or choose Paste.
3. Di chuyén 6 hién hanh vao pham vi cin sao chép dén.
4. Chon Iénh [Menu] Edit > Paste - Special (hoac [ Shortcut] Paste - special).
* Xuat hién hop déi thoai Paste Special .
5. Lyachon ndt [énh, théng sb céc todn tir can thyc hién trong hop déi thoai



PASTE:
- ALL: sao chép toan bo (véi day du cée thudc tinh trong 6).
- Formulas: chi sao chép ndi dung (nhu phan hién thi trén thanh cong thirc)
- Values: chi sao chép giatri (dung theo dang hién thi trén 6).
- Formats: chi sao chép dang thic 4n dinh trong o.
- Notes: chi sao chép cac ghi chua trong 6.
OPERATION:
- None: sao chép vathay thé giatri trong 6 nguon.
- add: sao chép va cong thém véi giatri trong 6 nguon.
- Subtract: sao0 chép vatrir bot vai giatri trong 6 nguon.
- Multiply: sao chép vanhan vai giatri trong & ngudn
- Divide: sao chép vachiavai giatri trong 6 ngudn
SKIP BLANKS:
- Khéng sao chép céc 6 tréng cb trong pham vi ngudn.
TRANSPOSE:
- Sao chép vahoan chuyén vi tri cot, dong cia pham ngudn thanh dong, cot trén pham
vi sao chép dén.
PASTE LINK:
- Sao chép valién két véi dir liéu trong pham vi nguon.
6. Chon nit OK.
c. Sao chép va chéen di ligu tai pham vi therc hign
1. Lya chon & hoic nhém 6 can sao chép .
2. Di chuyén con tré Mouse dén céc duong vién caakhdi 6 lyachon ( cho dén
khi con tr6 Mouse chuyén thanh hinh mii tén).
3. Nhén phim Ctrl trong khi Drag khdi & lya chon vao canh duéi hoic bén phai
cua vi tri cin sao chép dén.
- Excel xuit hién thém khung duang vién bao quanh khdi 6 lwa chon trong khi
di chuyen.
4. Tai vi tri cAn sao chép dén, nhan tiép phim Shift (xuat hién hinh tpeng T

hoac ) vatha nat Mouse.
- Excel s& sao chép dir liéu trén khdi & nguon va chuyén dir liéu trén pham vi hién
hanh xudng duéi hoac qua phai.
d. Drag Mouse bang nit phdi Mouse trén nhing dwong vién ciia pham vi lwa
chon d@é sao chép di# ligu véi nhitng théng s3 @n dinh

1. Lya chon pham vi & (hoic khéi 8) chira dit liéu can thyc hién.
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2. Di chuyén con tré Mouse dén nhitng canh vién cia pham vi lya chon (cho
dén khi con tré Mouse chuyén thanh hinh mii tén).
3. Nhin nGt phai Mouse trong khi Drag pham vi lya chon dén vi tri can sao chép dén.

4. Chon lénh:

* Copy :sa0 chép toan bd (véi day du cac thudc tinh cd trong 6) .

* Copy formats: chi sao chép dang thirc an dinh trong 6.

* Copy values: chi sao chép giatri ( dung theo dang hién thi trén 6).

* Shift down and copy: sao chép va chén di liéu hién hanh xudng dudi.
Shift right and copy: sao chép vacheén dir liéu hién hanh quaphai.
9.2.3.5.‘Bié‘n dé ligu vao trong phgm vi
Viéc dién dir liéu vao nhirng 6 trén bang tinh ciing tuwong tu nhu viéc sao chép. Trong
pham vi nhitng & can dién s3 gd cling mot dir liéu hoidc s ¢d giatri tang hay giam dan
so véi 6 bat dau .
9.2.3.5.1. Pién di# ligu 6 cung ngi dung vao trong pham vi lwa chgn

1. Lya chon pham vi thuc hién 6 dau phai 1a 6 chira dir liéu va co nhirng 6 can
dién ¢ ké can .

2. Chon I¢nh [ Menu] Edit.

3. Chon:

* Fill right: khi can dién 6 dix liéu ¢ cot dau tién vao bén phai caa pham vi lya
chon.

* Fill left: khi can dién 6 dix liéu ¢ cot dau tién bén tréi caapham vi lyachon.

* Fill down: khi can dién & dir liéu & dong dau tién xudng phia dudi cua pham
vi lyachon.

* Fill Up: khi can dién 6 dir liéu & dong dau tién |én phiatrén cia pham vi lya
chon.
Luuy:
* Ban c0 thé thuc hién viéc dién dix liéu cho nhiéu pham vi lya chon ciing ltc (thuc
hién viéc lua chon nhdm 6 khodng lién lac nhau khi chon [énh).
* Chon:
- Undo Fill...: @& huy bo viéc dién dir liéu virathuc hién.
- Repeat Fill..: khi can Iap lai 1énh dién dit liéu vira thuc hién.
9.2.3.5.2. Pién dir ligu c6 ngi dung tang /giam vao trong phgm vi lga chen
a. Nhan nuat trai Mouse khi Drag trén méc dién ciaa khéi 6 lwa chon

1. Lya chon pham vi 6 chira dir liéu dang ngdy, dang chudi c6 chira chi sb (néu
|& dit liéu sb thi ban phai lya chon it nhat la hai 6: 6 dau chira tri sd bét dau, tri sd
trong 6 thir hai dung dé tinh tri s buéc nhay, néu tri b 16n hon thi bugc nhay ting va
nguoc lai).



2. Drag trén méc dién cua pham vi 6 lya chon dén nhing vi tri can dién &
pham vi lan can.

* Khi drag, Excel xuét hién thém mot khung vién bao quanh pham vi lya chon
va théng béo: Drag Outside selection to extend series or fill; drag inside to clear trén
dong tinh trang.

3. Tha phim Mouse.

- Excel s¢ tup thugc vao di liéu trong 6 bat dau ma thuc hién viéc dién di liéu
thich hop vao cac 6 trén pham vi ly:a chon.

b. Nhan nat phai Mouse khi Drag trén méc dién cia khdi 6 lwa chon

1. Lya chon pham vi 6 chira dit liéu dang ngdy, dang chudi c6 chtatri sb hay
dang $b.

2. Nhan nt phai Mouse khi Drag trén mbc dién caa pham vi 6 lya chon dén
nhitng vi tri can dién ¢ pham vi 1an can.

- Khi Drag, Excel xudt hién thém mgt khung vien bao quanh pham vi lva
chon, va théng béo: Drag Outside selection to extend series or fill; drag inside to
clear trén dong tinh trang.

Khi dén vi tri méi, Excel xudt hién théng béo: Copy from selection trén
dong tinh trgng va Shortcut menu( thay @i tuy theo di liéu c6 trong pham vi lya
chon).

3. Chon Iénh:

* Fill Series: khi can dién theo giatri tuan tu ( tang hogc giam).

* Fill Formats: khi can dién dang thirc.

* Fill Values: khi can dién giatri.

1 Fill day(hoic Month, Year, Weekdays): khi cin dién theo gia tri thoi

gian.
9.2.3.5.3. S¢ dung Iénh fill Series

1. Nhap giatri bat dau ( s, ngay ) vao trong 1 6.

2. Lya chon pham vi thuc hién (bt dau tir 6 chira giatri dén cac 6 can dién ¢
phia dudi hoac bén phai ).

3. Chon Iénh [ Menu] Edit > Fill > Series.

* Xuat hién hop doi thoai Series

4. Lyachon nhitng théng sd can thay doi:

* Seriesin: chudi s tuan ty trén cot /dong.

- Rows: dong

- Columns : cot

* Type : Kiéu dién dir liu
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- Linear: cong véi tri sd budc nhay.

- Growth: nhan vai tri sd buéc nhay.

- Date : theo dang ngay.

- Auto fill: theo ché do dién tu dong.

* Date: dién dit liéu ngay theo:

- Day : ngay.

- Weekday: tuan.

- Month: thang.

- Year: nam.

* Trend : hudng tang.

* Step value: tri b budc nhay.

* Stop value: trj sd két thuc.

5. Chon nut OK.
9.2.3.5.4. Sir dung tinh niang AutoFill theo trdt tw do ban dn dinh

Dién giatri vao pham vi lyachon theo trat ty 4n dinh

1. Di chuyén 6 hién hanh vao pham vi can dién dir liéu.

2. Nhap dir liéu (d4 c6 khai béo trong danh séch nhiing trat ty 4n dinh sin).

3. Drag trén maéc dién caa pham vi 6 lya chon dén nhing vi tri can dién &
pham vi lan can.
Excel s3 thyc hién viéc dién dir liéu vao pham vi lva chon theo nhitng trat tu d& duoc
an dinh.
9.2.3.6. Xir ly 6, cgt, dong trong bdang tl’nh
9.2.3.6.1. Chén thém cac 6, cgt, dong trong

Khi can chén thém 6, cot, dong tréng trén bang tinh, ban chon mét trong
nhitng céch thuc hién sau:
a. Nhin Shift khi Drag khdi 6 lya chon.

1. Lwa chon pham vi (6, cot, dong) can thyc hién.

2. Nhan Shift khi Drag trén méc vuéng cia pham vi lya chon dén vi tri can
chen ¢ phia dudi hodc bén phai.

3. Tha phim Mouse.

- Excel s3 chén thém céc 6, cot, dong tréng & vi tri thuc hién vaty dong diéu
chinh céc toa do 6.
b. Dung Iénh Insert hoac cac nit Iénh Insert

1. Lya chon pham vi (6, cot, dong) can thuc hién ¢ phia duéi hoic bén phai vi
tri can chén.

2. Chon Iénh [Menu] Edit > Insert (hoéc [Shortcut] Insert hay céc Iénh Insert).



* Khi pham vi thuc hién |a cac 6 : Thi Excel s3 xuét hién thém hop déi thoai
Insert.
* Chon:
- Shift Cells Right: Bé day khdi 6 hién hanh sang phai khi chén.
- Shift Cells Down: Bé diy & hién hanh xubng dudi khi cheén.
- Entire Row: Bé chén céc dong tréng phiatrén pham vi lyachon.
- Entire Column: Dé chén cac cot trbng bén tré pham vi lrachon.
* Khi pham vi thuc hién la cac cot, dong: thi Excel s2 tu dong chen cac dong
tréng phia trén hoic céc cot tréng bén tréi.
9.2.3.6.2. Xo4 céac 6, cgt, dong
Khi can xoé cé&c 6, cot, dong trén bang tinh, ban chon mot trong nhitng cach
thuc hién sau:
a. Nhan phim Shift khi Drag khai 6 lwa chon
1. Lya chon pham vi, 8, cot, dong can xoa
2. Nhan phim Shift trong khi Drag trén méc dién caa pham vi lya chon lén
phiatrén hoac bén trai.
3. Tha phim Mouse.
- Excel s3 xo0a céc 6, cot, dong & vi tri thuc hién vaty dong don céc dong phia dudi
hoac cot bén phai.
b. Dung Iénh Delete trén Menu (hogc nit |énh Delete)
1. Lya chon pham vi (8, cot, dong) can xoa
2. Chon Iénh [Menu] Edit > Delete (hoac [Shortcut] Delete).
* Khi pham vi thuc hién céc 6 thi Excel s3 xuit hién thém hop thoai Delete.
* Chon:
- Shift Cells Left: dé xoa khdi 6 lwa chon va don cac 6 bén phai sang
trai.
- Shift Cells up: Bé xoakhdi 6 lya chon vadon cac phim dudi lén.
- Entire Row: dé x0& nhitng dong trong pham vi lya chon.
- Entire Column: Bé xo04 nhitng cot trong pham vi lyachon.
* Khi pham vi thuc hién la cac cot, dong: thi Excel st xoa céc cot, dong & vi tri thuc
hién vaty dong don c&c dong phiadudi hoic cac cot bén phai.
9.2.3.7. Sir dung tén vang o i
Trong Excel, ban nén sir dung tén vung dé dé dang goi nhd moi khi khai bao
pham vi cho céc toa d6 6, pham vi khdi 6, cong thirc trong cac 1énh. Ngoai ra tén
viing con dugc dung véi phim Goto dé di chuyén nhanh 6 hién hanh dén nhitng pham
vi ndy trong bang tinh.
9.2.3.7.1. Quy wdrc ddt tén vung
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+ Ky tu dau phai laky tu chix, nhitng ky tu con lai c6 thé laky tu chit, ky 5,
dau chim, dau gach ndi...

+ Tén vung khéng nén dat trang vai céc toa d6 6 nhu (A$1 hoac R1C1) hoic
c6 chira céc ky ty tréng.

+ Chiéu dai t6i da cua tén ving 1a 255 ky tu, tuy nhién ban nén dat ngan gon
vagoi nhé dé dé sir dung.

+ Excel khéng phén biét chir in hoa hay thuong trong tén vang.
9.2.3.7.2. Dgt tén vung
Dung Iénh dinh dang tén cho tirng vung
1. Lyachon &, pham vi khéi 6 maban can dat tén.
2. Lénh [Menu] Insert > Name > Define (hoac nhan phim Ctrl-F3).
- Xuat hién hop ddi thoai Define Name.
3. Nhap tén can dit cho pham vi vira lya chon trén khung Name in Workbook (hoic
chap nhan tén lya chon sin cia Excel dwa vao céc chudi ki ty & phia trén hoic bén
trédi caapham vi lyachon).
4. Thay d6i (Hoac c6 thé khai béo lai) pham vi can dit tén, boi mot trong nhirng cach
thuc hién nhu sau:
* Drag Mouse trén pham vi lya chon trong bang tinh.
* Nhap toa do trén khung Refers to (phai bat dau boi diu = nhu dang cdng thirc).
* Chap nhan toa d6 gén sin (theo sir lra chon trén budc 1) trong khung Refers To.
5. Khi can thyc hién tiép viéc dat tén khdi, ban chon nat Add valap lai c&c budc 3 va
4,
6. Lyachon nit OK dé dong hop ddi thoai va cham duat lénh.
9.2.3.7.3. Xoa tén vung

1. Chon Iénh [Menu] Insert > Name > Define (hoac nhan phim Ctrl-F3).

- Xuat hién hop ddi thoai Define Name.

2. Lyachon tén viing can xoé trén khung Name in Workbook.

3. Chon nut Delete.

4. Lap lai cac budc 2,3 cho nhirng tén ving can xoé khéc.

5. Chon nut close dé d6ng hop déi thoai.
9.3. Trang tri vathay @éi dang thirc cia bang tinh
9.3.1. Hwéng din tong quét viéc thay déi dang thirc (Format)
Dé thay d6i dang thuc dir liéu trong pham vi lya chon, ban chi can chon mot trong
nhirng cach thyc hién nhu sau:
* Sir dung nhitng Menu Iénh.
* Sir dung Toolbar Formatting.



* Sir dung céc phim gén san.
* Sir dung Format Painter.
* Sir dung Styles.
* Sir dung dang thirc ty dong (Auto Format) cia Excel.

1. Lyachon pham vi can thuc hién.

2. Chon Iénh [Menu] Formats > Cells (hoac [Shortcut] Formats Cells .hay
phim Ctrl-1).

[ Xuat hién hép thogi Formats cells.

r b
Format Cells @&J
Murnber | Aligniment | Faont | Border I Patterns | Protection |
Category: Sample
General
Number
Currency Decimal places: | 2 =
| Accounting
|Date
Time [ Use 1000 Separator {,)
Percentage £ .
i [;Jegat-.-e numbers:
Scientific
Text 1234, 10
Special (1234.10)
Custom {1234.10)

Mumber is used for general display of numbers. Currency and Accounting
offer specialized formatting for monetary value,

i, Ok " | Cancel

3. Chon nhédm Tab can thuc hién.

9.3.2. Thay doi dang thé hién ciaa dir liéu dang sb, thoi gian ( Number)
Dang thé hién s5 1a nhitng ma dang thirc dung dé thé hién céc gia tri s, ngay, gio

trong bang tinh. Dang thirc s méac nhién ladang binh thuang (category).
Excel ¢6 tao sin 11 nhdm (Category) dang thirc sb khéc nhau nhu sau:

NHOM LIET KE NHUNG LOAI DANG THUC

All Toan bo cac loai dang thirc
Custom | tyto
‘Number | s
“Accounting | kéton
‘Date | Ny
Time | Gio
Percentage | phantram
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Fraction | Phansy
‘Scentific | Khoahockythuat
Text | Chuwsi
Currency | tente

Muén thay ddi dang thé hién caa dit liéu dang sb, thoi gian trén thanh cdng cy, ban
thuc hién cac buéc:
1. Lyachon pham vi can thuc hién.
2. Chon trong Toolbar Formatting (hay trong nhitng toolbar khéc) nhu sau:
* Click vao nhitng n(t Tools dé lya chon.

NUT CONG DUNG
%

Dang tién té.

| Dang phan tram

L Dang phan céch(,)sd nguyén vahai sb 1¢
on 14

0 | Thém mot 6 |é.

+.0

.00

Giam mot s0 1¢.
9.3.3. Canh bién dir li¢u trong 6 Alignment

Format Cells I_I—J@ X
I_NULbEFJ [ Font 1 Border i Patterns I Protection |
Text alignment Orientation
Horizontal: e
!General = -,
Vertical: Q —Er
IBottom | )tq Text _’
’.
Text contral L .
- Wrap text
[ Shrink to fit 0 |5 Degrees
[F] Merge cells
Right-to-eft
Text direction:
!Context ]

oK | Cancel :

Kich chon thé Alignment tathu dugc hop thoai nhu & trén:

Text alignment: Canh chinh dir liéu dugc nhap trong ©.

Horizontal: Canh chinh dir liéu theo chiéu ngang

Vertical: Canh chinh di li¢u theo chiéu doc.

Text control

W rap text: Ty dong xudng dong?

Shrink to fit: Tw dong diéu chinh kich thuéc cho vira véi kich thuéc cua d?



Merge cells: Tron cac 6 lai thanh mot 6 ?
Orientation: Thiét 1ap 6 nghiéng caadit lidu so véi duong thang nam ngang.
9.3.4. Lwa chgn Font chir Font

Twong tw nhur MS Word

9.35. Trang tri cAc dwong vién Border
Twong tw nhur MS Word

9.3.6. Tao cAc miu nén trong 6 Patterns
Twong tw nhur MS Word

9.3.7. Tap tin khuén mau (template) ‘

Tap tin Template lamd hinh ¢c6 thé [am nén cho nhiéu trang bang tinh. M6t Template
c6 thé bao gdom ca dir liéu 13n théng tin dinh dang. Tap tin Template 1a cong cu tiét
kiém thoi gian ly tuong. Tap tin Template 1a cach dam bao tuyét ddi hinh thirc nhat
quén giita nhitng béo biéu, hoa don, cuing nhiéu tai liéu khéac do ban tao. Bat ky mot
tap tin n&o ciing c6 thé tr thanh Template.

9.3.7.1. Cach tgo mét tdp tin Template ‘ i

1. Tao mét bang tinh chirandi dung, hinh thirc can sir dung 1am khudn mau.

2. Chon lénh [Menu] File > Save As dé luu tap tin.

3. Chon Template trén khung Save File as Type.

4. Lyachon 6 dia, thu muc can luu tri trén céc khung Drivers, Directories).

Excel sé tu dong dat tén mo rgng cho loai tdp tin Template la XLT

9.3.7.2. Cach s dung mét tgp tin Template
1. Chon Iénh [Menu] File > Open.

2.Chon tap tin Template can thyuc hién
[ Excel s¢ tw dong thay doi tén tap tin Template thanh tén tdp tin bang
tinh binh thirong véi s thir tr phia sau (twong itng Véi o lan diroc Vao).
3. bién dit liéu vao bang tinh vira tao.
4. Luu tap tin.
Luuy:
* Khi can doc lgi tdp tin Template dé chinh si#a, ban phdi nhdn thém phim
Shift khi lya chon tén tdp tin trong hgp déi thogi Open.

9.4. Sir dung ham (functions)

9.4.1. Dang thirc téng quat ciaham
=<TEN HAM>(d06i s6 1, doi 0 2,...,doi so n).
- Tén ham: Sir dung tén theo quy udc cia Excel.
- Dbi sb: Phan 16n ham trong Excel déu c6 d6i sb. Ddi s ¢6 thé 1a cac tri S5,
chudi, toa do 6, tén viing cong thirc, nhirng ham khéc.
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Luuy:

* Ham phdi duwroc bt dau boi ddu = (hodc diu @).

* Tén ham nhdp bang chir thirong hay chir in hoa déu co gid tri nhw nhau,
nhung khong duwroc viét tat.

* Poi so cua ham cd thé cd hogc khdng tuy theo ham, nhung phai diroc dat
trong hai ddu() va giira cac doi s6 duroc phan cach nhau béi dau phdy.

* Trong mgt ham co thé chira toi da 30 déi so (nhung khéng diroc virot qué
255 ky tu).

* Trong ham khdng diroc chuza ky tu blank (khoang tréng).

* CO thé sir dung ham dé 1am dsi so cho mgt ham khac nhung khdng can phai
nhdp ddu = phia trizéc tén ham do.
9.4.2. Céqh nhap ham vao bang tinh
Ban c¢d thé nhap vao bang tinh tirng ham riéng biét (hoiac s dung ham trong nhirng
cong thirc hay vai cac ham khéc) véi nhitng céch thuc hién nhu sau:

* Nhap ter ban phim.

* Lya chon trong bang liét ké tén ham.

* Sir dyng tinh nang Function Wizard.
a. Nh@p ham tir ban phim

1. Di chuyén 6 hién hanh dén 6 can nhap.

2. Nhap diu = (hoic dau @).

3. Nhap ham tir ban phim (tén, ddi sd phai theo ding dang thirc quy dinh).
b. Lwa chegn trong bdng liét ké tén ham

1. Di chuyén 6 hién hanh dén 6 can nhap.

2. Chon lénh [Menu] Insert > Function (hay nhan phim Shift-F3 hoic chon nit
ham trén Standard Toolbar).

- Xuét hién hop dbi thoai Function wizard - Step 1 of 2.

3. Chon nhém ham can thuc hién trén khung Function Category.

- Khi di chuyén thanh sang ¢én nhém ham nao trén khung Function Category,
Excel ¢ liét ké danh s&ch cac ham co trong nhdm ham d6 theo thar tu chir céi trén
khung Function Name.

4. Chon tén ham can thyc hién trén khung Function Name.

5. Chon nit OK

- Excel s3 tat hop ddi thoai va chuyén tén ham lya chon va thanh cong thirc.

6. Nhap (hoic lra chon) pham vi cho céc d6i sb theo yéu ciu caa tirng ham.
Luuy:

* Trong budéc 4 ban cd thé di chuyén nhanh thanh sang dén tén ham lya chon
trén khung Function Name bang céch dn ky tw dau ciia tén ham can chon.



* Khi can xem thanh phan doi so ciia mét ham trén thanh cong thizc bgn nhdn
phim CTRL+A.
Céc gia tri 16i hay gap trong Excel

Giatri [6i | Y nghia

#DIV/O Ban d& chia mot cho gia tri khong. Ldi ndy thuong xuat hién khi cong
thirc ¢ sd chiachi dén mot 6 tréng

#N/A Khéng c6 théng tin cho phép tinh toan cia ban. Khi x&y dung mé hinh,
ban c6 thé g6 vao #N/A trong mot 6 dé cho biét ban dang cho dir liéu.
Moi cong thirc sir dung 6 chira#N/A déu tra vé #N/A.

#NAME? | Ban c6 thé sr dung trong cong thirc nhung tén dé khéng cd trong hop
thoai Define Name. CO thé ban gd sai tén d6 hay tén d6 da bi xo0a 15i. Loi
d6 ciing xuit hién khi ban quén dat chudi trong nhay kép doi.

#NUM! Lbi nay thuong xuét hién khi ban sir dung sai d6i sb trong ham. L&i nay
con mang y nghiarang két qua tra vé qua lon hay quéa nho dé co thé trinh
bay trén Worksheet.

#VALUE! | Ban daxay dung mot cdng thirc todn hoc nhung sir dung cac 6 chi.

#REF! Ban d&xoamat ving 6 von duoc s dung trong cong thuc.

HHHHHHHT Ké&t qua tra vé qualsn so vai do rong cot hien hanh. Hay mé rong do rong

cotra

9.4.3. Mgt sb ham co ban
9.4.3.1.Ham thei gian va mét sé ham don gidn théng dung
9.4.3.1.1. Ham thei gian
1/. Ham DAY()
+ Chtrc nang: cho giatri ngay trong dir liéu dang ngay.
+ CU phép: = DAY (<dit liéu kiéu ngay>)

Vi du:

= DAY(32501) =24
= DAY ("24- Dec-94")= 24
= DAY (B11) =24 (khi B11 chiratrj 24-dec-94).
2 /Ham MONTH()
+ Chtrc nang: cho giatri thang trong dir liéu dang ngay.
+ CU phédp: = MONTH (<dit liéu kiéu ngay>)

Vi du:

= MONTH (32501) =12
= MONTH("24-Dec-94") =12
= MONTH (B11) = 12 (Khi B11 chiratri 24-Dec-94)
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3/ Ham YEAR()
+ Chtre nang: cho giatri nam trong dir liéu dang ngay.
+ CU phép: = YEAR (<dit liéu kiéu ngay>)
Vi du:
= YEAR (32501) =94
= YEAR ("24-Dec-94")= 94
= YEAR (B11) =94 (khi B11 chiratri 24-Dec-94).
4/ Ham Today()
+ Chirc nang: cho két qua langay hién tai tir hé théng ngay trong may tinh
5/. Ham DAYS360()
+ Chutrc ning: cho két qua 1a sb ngdy giira <biéu thircl > va <biéu thirc 2>, trong
d6 <biéu thirc 1> va <biéu thirc 2> la céc giatri ngay thang.
+ CU phép: = days360(<biéu thirc 1>,<biéu thirc 2>)
Vidu: 6 A11a1/4/98 6 A2 1a1/5/98, d¢ tinh khoang thoi gian gita® Al vad A2,
ban viét:
=Days360(A1,A2) c6 két qua 1230
Ham trén tuong duong duong vai ban nhap cong thic:
=A2-Al
6/. Ham NOW()
+ Chtrc nang: cho giatri ngay, thang vathoi gian hién thoi.
Vi du:
Nhap = NOW() trén 6 A5 = § 7/25/94 15:10
7/. Cac ham HOUR(), MINUTE() va SECOND()
Céc ham Hour(), minute() va second() cho phép ban lay ragiatri caagio, phit va
gidy ciadi li¢u langay thang hoac thoi gian
9.4.3.1.2. M4t sé ham théng dung
1/. Ham SUM()
+ Chirc nang: Tinh tong céc giatri s trong pham vi.
+ Cu phép: = SUM(danh s&ch céc giatri).

Vi du:

= SUM(A1:A5) (Tinh tong sb trong pham vi tir A1 dén AB).

= SUM(A1:A5,C6:C18)(tinh tong s trong pham vi tir A1 dén A5 vatir C6 dén
C8).
Luuy:

* Khi ¢ trong phgm vi chi dinh c6 6 chia gia tri #VALUE! thi ham sum ¢ cho trj
#VALUE!



* O chira di liéu trong phamvi khéng ducoc tinh.
* S5 lirong pham vi trong ham tir 1 dén 30.
2/. Ham AVERAGE()
+ Chirc nang: Tinh trung binh cong trong pham vi.
+ Cu phap: = AVERAGE(danh sach cac giatri).
Vi du:
= AVERAGE (B1:B5) (tinh trung binh cong trong pham vi tir B1
dén B5).
= AVERAGE (A1:A5,C6:C18) (tinh TB cong trong pham vi tir A1 dén A5 va
tir C6 dén C8).
Luuy:
* Khi ¢ trong pham vi chi dinh c6 6 chira gié tri #VALUE! thi ham AVERAGE sé cho
tri #VALUE!
* O chira dir lidu chudi hogc 6 tréng trong pham vi khéng duroc tinh.
* S5 lirong phamvi trong ham tir 1 dén 30.
3/. Ham MAX(), MIN()
+ Cong dung: Ham Max: cho giatri cao nhat trong pham vi khéi 6, ham MIN cho
giatri thip nhat trong pham vi khéi 6.
= MAX (danh séch céc giatri)
= MIN (danh sach cac giatri)
Luuy:
* Nhing dit liéu chudi vaky ty trong (blank) co trong pham vi s3 khdng dugc tinh.
* Pdi voi nhirng dir liéu dang ngdy trong pham vi ciing duoc tinh dya vao tri sd tuan
tu cua cac ngay do.
* C6 thé lién két nhiéu thanh phan vao trong mot ham, nhung phai duoc phan cach
v6i nhau boi dau phay.
9.4.3.2. Ham van bdn
1. Ham LEFT vaRIGHT
+_Churc nang:
= LEFT : Trich sb ky tu bén tré chudi dit liéu hoic trong toa d6 & chua dit

liéu.

= RIGHT : Trich sb ky tu bén phai chudi dir liéu hodc trong toa d6 6 chira di
liéu.

+ Cu phép:

= LEFT ( <chudi ky tu>, <sb ky tu tach>)

= RIGHT (<chudi ky tu>, <sb ky tu tach>)
Vi du:

136



80 ce-ng: Tin héc @2 cemng Khoa CNTT - Trefng SHSPKT He«ng Y2n

= LEFT ("Hanoi", 2) = Ha
= RIGHT ( "Hansi", 2) = oi
Luuy:
* Chudi ky tu ghi truc tiép trén ham phai dugc dat trong hai dau nhay kép.
* Néu sb ky tu can trich ghi 16n hon chiéu dai caa chudi dir liéu thi Excel chi ghi lai
dang do dai caa chudi.
* Tri sb chiéu da caachudi dir liéu duoc tinh ké ca cac khoang trong trong o.
2. Ham MID()
+ Chirc nang: Cho két qua lamaot chudi ky tu duoc |y ratrong <bt ky tu> theo
nguyén tic sau:
- LAy rabat dau tir ky ty tha nhit <bt s 1>
- So bit lay nhat <bt sb 2>
+ Cl phép: = Mid(<bt ky tu>,<bt s 1>, <bt s5 2>)
3. Ham LEN()
+ Churc nang: cho két qua lamot sb biéu thi do dai caa <biéu thie ky tu>.
+ CU phap:
= Len(<biéu thirc ky tr>)
4. Ham LOWER()
+ Churc nang: chuyén doi tir <biéu thirc ky tu> thanh mot chudi ky tu 1a chir
thuong
+ CU ph&p:
= Lower(<biéu thizc ky ti>)
5. Ham UPPER()
+ Chirc nang: chuyén doi tir <biéu thirc ky tu> thanh mot chudi ky tu 1a chir
hoa
+ CU ph&p:
= Upper(<biéu thizc ky ti>)
6. Ham PROPER()
+ Chuc nang: chuyén doi tir <biéu thirc ky tu> thanh mot chudi ky tu maky tu
dau lachir hoa
+ CU ph&p:
= Proper(<biéu thitc ky tu>)
7. Ham REPLACE()
+ Chirc nang: dé lay ratrong chudi ky tu <bt ky tu 1> tir ky tu sb <bt s 1> va
lay ra<bt sd 2> ky tw. Thay vao d6 la<bt ky tu 2>
+ CU phap:



= Replace(<bt ky tir 1>, <bt so 1>, <bt s5 2> ,<bt ky tir 2>)
8. Ham REPT()

+ Chirc nang: cho két qua 1a mot chudi ky tu duoc lap lai <bt sb> lan <bt ky
tu.

+ CU ph&p:

= Rept()<bt ky tir >, <bt 55 >)
9. Ham SEARD()

+ Chirc nang: dung dé tim chudi <bt ky tu 1> trong chudi <bt ky tu 2>. Két
qua nhan duoc lavj tri bat dau xuét hién caa <bt ky ty 1> trong chudi <bt ky tu 2>.
Néu ban c6 chi thi <bt s6> thi viéc tim kiém duoc tién hanh bat dau tir ky tu the (bt
s6>. Néu khdng co chi thi ndy thi ngam dinh bét dau tir ky tu thir nhét.

+ CU ph&p:

= Search(<bt ky tu 1>,<bt ky tu 2>,<bt s5>)
Vi du:

= Search(“Hong”,”Ngoc Hong Hong”) két qua nhan duoc 146
Néu ban chi thi :

= Search(“Hong”,” Ngoc Hong Hong”,7) két qua nhan duoc |a 11 vi bat dau
tim ky tu ther 7.

10. Ham SUBSTITUTE()

+ Churc nang: dung dé 14y ra trong chudi <bt ky tu 1> mot chudi ky tu 1a <bt
ky tu 2> vathay
vao dé la<bt ky tu 3>.

+ CU ph&p:

= Qubstitute (<bt ky t 1>,<bt ky tur 2> ,<bt ky tu 3>)
Vi du: = Substitute(*Nguyén Khanh Ngoc”,”Ngoc”,”Linh”) két qua nhan duoc
&
Nguyén Khénh Linh
11.Ham TRIM ()

+ Chirc nang: cho két qua lamot chudi ky tu duoc lay tir <bt ky tw > sau khi d&
bo céc ky tu trong & dau va cudi chudi ky tw. Ham Trim() con bo bot céc vi tri tréng
gittahai tir vachi dé lai mot ky tu trong.

+ CU phap:

= Trim(<bt ky t>)
Vi du:
= Trim(“Trung tdm Tu van”) cho két qua 1& Trung tam Tu vén
12. Toan tir &
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+ Chuc nang: dung dé néi hai chudi ky tu.
+ CU ph&p:
=“text1” & “text 2
Vi du: & tai 6 Al chaa “Nguyén Khanh”, tai 6 A2 chia“ Ngoc” , tai A3 nhap
cong thirc
= A1&A2, ban nhan duoc két qua 1& Nguyén Khanh Ngoc
13. Ham CONCATENATE
+ Chure nang: ndi két cac chudi van ban thanh mot chudi van ban don
+ Cl ph&p: =Concatenate(<chudi ky tu 1>, <chudi ky tu 2>, ...)
14. Ham VALUE()
+ Chirc nang: doi mot van ban sang mot sd
+ CU phép: Vaue(<chudi ky tu>)(cé thé chudi ky tu hodc |a tham chiéu mot cd
chira ky tu)
Vi du: =Vaue(*02-11-2005") cho két qua 12 38394
15. Ham CHAR()
+ Chirc nang: cho mét ky tu teong ing véi ma caand.
+ CU phgp: Char(<maASCII>)
16. Ham CODE()
+ Chirc nang: cho ma twong tng véi ky tu dau tién trong van ban.
+ CU phdp: =Code(<chudi ky ti>)
9.4.3.3. Ham 6 hoc
1. Ham ABY()
+ Chirc nang: cho két qua lagiatri tuyét ddi caa biéu thirc sd
+ Clphdp: =ABS(<biédu thirc s5>)
2. Ham SQRT()
+ Chirc nang: cho két qua 1a can bac 2 caa <biéu thirc s6> vai diéu kién <biéu
thirc s6> phai [on hon hoic bang 0.
+ Clphdp: =SQRT(<biéu thirc s6>)
3. Ham MOD()
+ Chirc nang: cho két qua 1a sb du caa<biéu thirc sH> chia cho b n.
+ Clphdp: =Mod (<biéu thirc so>,n)
4. Cac ham |am tron sj
a. Ham ROUND()
+ Chtrc nang: 1am tron mot sd 12 <gia tri sd> véi <biéu thirc s6> gia tri thap
phan.
+ Cl phdp: =Round(<giatri so>, <biéu thirc s5>)



Néu <biéu thirc so> la dwong thi 1am tron <gié tri so> theo céc sd 1¢ (bén phai
cuagiatri sd)

Néu <biéu thirc so> 1a 8m thi |am tron <gia tri s6> theo c&c sd nguyén (bén tréi
cuagiatri sd)

b. Ham EVEN()
+ Chirc nang: 1am tron mot sb téi sb nguyén chan gan nhit cac s nguyén
trong wng duoc |am tron xudng.
+ Cl phdp: =Even (<biéu thitc s5>)
Vidu: bancosb 234 néu sir dung ham Even(23.4) ta co két qua 1424
¢. Ham ODD()
+ Chirc nang: 1am tron mot sd toi sb nguyén Ié nhat. Cac sd nguyén tuong wng
duoc lam tron xuéng.
+Clphdq:  =Odd(<bidu thic s5>)
Vidu: bancosd 234 néu s dung ham Odd(23.4) ta co két qua 1a 25
d. Ham FLORR()
+ Chutrc nang: cho gia tri 1aboi sd cua <biéu thirc sb 2> gan véi <biéu thirc 6
1> nhit. Gi&tri nay duoc tinh nho hon <biéu thic s6 1>
+ Clphdp: =Floor(<biéu thirc s 1>, <biéu thirc so 2> )
Vidu: =Floor(23.4,5) taco két qua 1220
e. Ham CEILING()
+ Churc nang: cho giatri 1aboi sd cua <biéu thirc sb 2> gan véi <biéu thirc b
1> nhit. Giatri ndy duoc tinh [on hon <biéu thuc 6 1>
+ Clphd: =Ceiling(<biéu thirc s6 1>, <biéu thirc s6 2> )
Vidu: =Ceiling(23.4,5) tacd két qua 1425

f. Ham INT()
+ Chirc nang: cho két qua |a phan nguyén caa <biéu thirc so>
+Caphdp: =Int(<biéu thirc s5>)

Vidu: =Int(23.46) taco két qua 1a23
g. Hdm TRUNC()
+ Chirc nang: loai bo céc giatri sau diu chim thap phan
+Caphdp:  =Trunc (<biéu thirc s5>)
Vidu: =Trunc(23.46) taco két qua 1223
E Lwuy: Diém khéc biét co ban gitraINT() va TRUNC() lakhi xir Iy cac giatri am.
Vidu: =Int(-100.99), cho két qua 1a-101
Nhung két qua ham:

140



80 ce-ng: Tin héc @2 cemng Khoa CNTT - Trefng SHSPKT He«ng Y2n

= Trunc(-100.99) cho két qud 1a -100

5. Ham FACT()

+ Churc nang: cho két qua la giai thira caa <biéu thirc s6>

+ Clphdp: =Fact (<biéu thirc s0>)

Vidu: =Fact(3) co két qua la6 (twongang véi cong thirc =1* 2*3)
6. Ham COMBIN()

+ Churc nang: cho giatri 1atd hop ciaa<biéu thuc sb 2> trong <biéu thuc s6 1>

+ Clphdp:  =Trunc (<biéu thirc s0>)

Vidu: Gia s c6 6 doi bong dugc td chic theo thé thirc thi ddu vong tron, mdi
do6i déu thi ddu mot tran véi doi khéc. Céc ban ¢ thé sir dung ham Combin() dé tinh
xem c6 bao nhiéu tran bong d& can to chire, ban nhap cong thirc nhu sau:

=Combin(6,2), cho két quala 15
9.4.3.4. Ham logic
1. Ham AND()

+ Chirc nang: ham cho két qua |a dang khi tat ca cac diéu kién trong danh sach
déu ding.

+ Caphdp: =And(diéu kién 1, diéu kién 2)
2. Ham OR()

+ Chirc nang: ham cho két qua la ding khi it nhat mot diéu kién trong danh
séch déu dang.

+ Clphdp: =Or(diéu kién 1, dieu kién 2)
3. Ham NOT()

+ Chuc nang: ham cho két qua la dung khi diéu kién sai. Nguoc lai, lam cho
giatri sai khi diéu kién ladang.

+ Cl ph&p:  =Not(diéu kién)
4. Ham IF()

+ Chirc nang: ham cho két qua la <giéa tri 1> néu <biéu thuc logic> 1a dung,
nguoc lai két qua
nhan duoc la<giatri 2>.

+ CU phdp: =IF(<biéu thirc logic>,<giatri 1>,<giatri 2>)

Vi du: =IF(diem>=5,"D5"," Trugt”)

9.4.3.5. Ham thang ké
1. Ham COUNT()

+ Chirc nang: dém tat céc 6 chiragiatri 1asb trong danh séch.

+ Cl phgp: =COUNT(danh shch cac gia tri)
2. Ham COUNTA()

+ Chirc nang: dém tat céc 6 trong danh séch chira dit ligu



+ Caphgp: =COUNTA(danh sach cac tri)
3. Ham COUNTIF()
+ Chirc nang: dém tirng 6 khdng trong thoa man tiéu chuan dadinh.
+ Clphgp: =COUNTIF(<Phgmvi chiza tiéu chuan> ,<tiéu chuan>)
Vidu: COUNTIF( B1:B6,”>=7") dém tat c&c 6 tir B1:B7 co diém >=7

4. Ham RANK()
+ Chirc nang: tim thir bac cuatri sb trong mot pham vi.
+ CU phap: = RANK(<gié trj s6>, <phgmvi ddy s6>,<0,1> )

- $6 0 ( hoac khdng ghi): thir bac dugc tinh theo giatri sb giam dan.
- s 1: thir bac dugc tinh theo giatri sb tang dan.
5. Ham SUMIF()

+ Chirc nang: cong nhitng 6 thoa méan diéu kién nao do.

+ CU phép: = SUMIF(<cét 1> ,<diéu ki¢n>,<cit 2>)
Trong d6: <cot 1> latham chiéu tsi mot day 6 duoc kiém tratheo mot <diéu kién>
nao doé da cho truéc, <cot 2> |1a tham chiéu téi mot day 6 chira gia tri tong, <diéu
kién> co thé 1a mot sb, mot biéu thirc, hay mot chudi van ban xéc dinh 6 ndo d6 can
tinh tong nhung phai dat trong nhay kép va ciing kiéu dir lidu voi kiéu dir liéu trong,
<cot 1>.
Vi du: Gia sir, ban ¢6 bang tinh sau, sau d6 ban hay tinh tién thuong caa don vi A.
Tai 6 E6, ban nhap cdng thirc =Sumlf(C2:C5,”=A" ,E2:E5), tuong ty nhu vay ta tinh
duoc chodonvi B, C.

A |B C D E

1 TT |Hotén Ponvi |S6cong | Tién
thudng

21 LéTuinPéng | A 28 560000

32 TranAnhToan |C 25 125000

4 3 Tran Thi Lan A 17 85000

5 4 Nguyén Thanh | B 27 270000

TU
6

9.4.3.6. Ham tim kiém & tham chiéu
1. Ham VLOOKUP()

+ Chuc nang: Thuc hién viéc tim kiém tri x trén cot chi muc (cot dau tién) caa
bang tham chiéu va cho két qua tuong tng trong cot tham chiéu chi dinh.
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+ CU ph&p:

VLOOKUP( x, Bang t/c, cot tham chiéu, cach do)

X : gia trj tim kiém c6 thé lamot chudi hoic mot sd hoidc toa d6 6 chira dir liéu
sd hay chudi hoac biéu thirc cd két qua lamot gia tri hay chudi.

Bang: La mot khéi céc 6, thuong gom nhiéu hang va nhidu cot. Cot bén tréi
ludn ludn chira cac tri dé do tim, céc cot khéc chira céc tri twong trng dé tham chiéu.
Cgt tham chiéu: La thir ty caa cot ( tinh tir tréi cua bang tré qua), cot dau tién caa
bang lacot 1.

Céach do: Lasd 0 hoic sb 1, ngam dinh 1a 1.

- Néu c&ch dolal:

. Danh s&ch ¢ ¢t bén tréi ciabang phai xép theo th ty tang dan.

. Néu tri do x nho hon phan tir dau tién trong danh séch, 1am cho tri la#N/A (
béit kha thi )

. Néu tri do I6n hon phan tir cudi cuing trong danh séach, xem nhu tim thiy o
phan tir cudi cling.

. Néu tri do x ddng khép véi mot phan tir trong danh séch ( khdng phan biét
chir hoa hay thuong néu lachudi ), dwong nhién tim thiy ¢ tai phan tir ¢6 vacho trj 1a
tri caa® nam trong cot tham chiéu cling hang véi phan tir nay.

- Néu cach do 1a.0:

. Danh s&ch ¢ ¢t bén tréi ciabang khdng can thiét phai xép theo thir tu.

. Néu tri do x khdng dung khép véi bat ky phan tir ndo trong danh séch (
khdng phan biét chir hoa hay thuong néu 1a chudi ) ham cho trj [a#N/A ( bat kha thi )

. Chi khi no tri do x ding khép véi mot phan tir trong danh séch ( khéng
phan biét chix hoa hay chit thuong néu 1a chudi ), mai cho tri 1a tri cia d nam trong
cot tham chiéu ciing hang véi phan tir ndy.

Vi dy: Tinh lwong cho baloai cdng lao dong khéc nhau, biét rang, sb tién cho
tirng loai cong lao dong 1& loai A: 20000 dong/ cdng, loai B: 10000 dong/cong, loai
C: 5000d6ng/cong. Tién lwong duoc tinh theo cong thirc: Tién lwong = sb cdng ~ sd
tién mot cdng.

Tathyc hién nhu sau:

- Tao bang gdm 2 cot, cot A chi céc loai cdng lao dong (A,B,C) vacot B chi s
tién cong twong ang.

- Chon 0 E6, lap cong thirc: = VLOOKUP(C6,$A$1:$B$3,2,1)* D6
Copy c6ng thirc ndy xudng céc 6 E7, ES, ...

Taco két qua:



A B C D E
1 A 20000
2 B 10000
3 C 5000
4
5 TT |Hotén L oai S6cong | Tién
6 1 LéTuinbong | A 28 560000
7 2 Tran Anh Toan | C 25 125000
8 3 Tran Thi Lan D 17 85000
9 4 Nguyén Thanh | B 27 270000

Tu

F Chay, trong cong thirc ta ding dia chi tuyét d6i $A$L:$B$3 dé dam bao dia chi
nay khong bi thay doi trong quéatrinh Copy.

2. Ham HLOOKUP()

+ Chirc nang: Thuc hién viéc tim kiém x trén dong chi muc (dong dau tién) cia bang
tham chiéu va cho két qua tuong ing trong dong tham chiéu chi dinh.

+ Hlookup(x, Bang t/c, Hang tham chiéu, Cach do)

Moi nguyén tic hoat dong cia ham HLOOKUP ndy giéng nhu ham
VLOOKUP, chi khéc 1aham VLOOKUP do tim & cot bén tréi, tham chiéu sb liéu ¢
céc cot bén phai, con ham HLOOKUP do tim & hang trén cling, tham chiéu s liéu o
céc hang phiadudi..

3. Ham ADDRESS()

+ C0 phdp: =Address(<dong>,<cgt>,<bt logic 1>,<bt logic 2>,<tén bang
tinh>)

+ Chirc nang: ding dé tham chiéu téi mot dia chi theo céc s, trong d6 <dong>,
<cot> lacée s chi thir tw cuadong va cot caa é can tham chiéu.

- Néu <bt logic 1> 1a True (dung) thi 6 tham chiéu s dung theo dia chi tuyét
doi.

- Néu <bt logic 2> 1a True thi dia chi latuyét dbi theo dong va cot.

- Néu <bt logic 2> laFalse thi diachi latuyét d6i theo diachi R1C1

Ban ¢o thé chi dinh thém tén bang tinh néu can tham chiéu sang mét bang tinh

khéc. Néu chi can tham chiéu téi cac 6 trong bang tinh hién thoi thi khng can

tham 5 nay.
Vidu: =Address(3,2,True True) két qua |& $B$3, néu ban chi thi

=Address(3,2, True,False) thi két qua nhan dugc |1a R3C2
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4. Ham CHOOSE()

+ Chirc nang: ding dé iy ra mot gia tri trong danh séch céc giatri duoc chi
dinh

+ CU phdp: = Choose(<bt s> ,<danh sach gia tri>)
Trong d6: <bt s6> lavi tri can iy giatri trong danh séch céc giatri.
Vi du: gia sir ban c6 bang tinh: néu trong 6 C5, ban nhap cong thirc:

A |B = Choose(2,B1,B2,B3,B4)
1 Ban Ban s& nhan duoc giatri |& Ghé
Ghé Ban ciing can luu y rang, néu ban thay danh séch
3 Tu Ccé&c gia tri s3 bi béo 15i. Cy thé |a ban dua vao
cong
4 Banla Thirc =Choose(2,B1:B4) thi khéng hgp 1€.

5. Ham MATCH ()
+ Chirc nang: dwa ra vi tri tim thay (hoic gan ding néu khdng tim thay) cua
giatri cin tim thiy trong <viing tim kiém>.
+ Cl ph&p: = MATCH(<gia trj tim kiém> <wvuing tim kiém>,<dang>)
Trong dé:
<giatri tim kiém> la giatri dang s6 hoic ky tu dwoc ding dé tim kiém trong
<vung tim kiém>
<dang> x&c dinh céch thic tim kiém va phai 1a mot trong 3 giatri 1, 0 va -1
(day lagiatri ngam dinh néu ban khdng chi thi tham sd nay).
6.Ham INDEX()
a. Dang tim kiém theo tham chiéu
+ Clphdp: =INDEX(<vung tim kiém>,<dong>,<cot>)
+ Churc nang: duara gia tri cia mot 6 trong <vuing tim kiém> duoc xé&c dinh
bai <dong> va <cot>
b. Dang tim kiém theo day
+ Cl phdp: =INDEX(<day><dong>,<cot>)
+ Churc nang: duara gia tri cia mot 6 trong <vuing tim kiém> duoc xé&c dinh
bai <dong> va <cot>
Vi du: gia sir ta co bang tinh sau: néu ban nhap cong thirc
=INDEX(A2:E5,1,1) s cho két qua: Lé Tuin Pong
A B C D E
1 TT |Hotén Loai S6cong | Tién




21 LéTuinbong | A 28 560000
3 2 Tran Anh Toan | C 25 125000
4 3 Tran Thi Lan D 17 85000
5 4 Nguyén Thanh | B 27 270000

Tu

=INDEX ({ 10,20,30,40,50,60} ) s& cho két qua: 20
Vi du 8p dung ca&c ham Match() va Index(): gia st ta co bang tinh nhu trang sau:

A B C D E F G
1 Danh muc vat tu
2 MaAvVvT |TénVT bV tinh bon gié
3 V001 Cassette Chiéc 300,000
4 V002 BiaHanoi 6,000
5 V003 Ban la 100,000
6 | Danh sach vt tu
7 | Ngay MaAvVvT |TénVT bV tinh bon gié
8 |1/8/98 |V001
9 |2/8/98 |V002

Dya vao Ma vit tu, ban hdy dua cac thong tin tuong tng cia tirng loai vat tu nhu:
Tén vt tu, Bon vi tinh, Pon gi&; trong Danh muc vat tu vao Danh sach nhap vt tu.
Tai 6 C8 (trong cot Tén wvat tu), ca& ban nhap codng thuc
=INDEX (B3:E5,Match(B8,B3:E5,0),2). Ban s nhan dugc két qua |& Cassette. Trong
d6 ham Match(B8,B3:E5,0) cho két qua 1a 1, bai vi tim thay gia tri cia 6 B8 (V001)
nam ¢ trong dong 1 caa ving B3:B5 vanhu vay, cong thirc tré thanh:

= Index(B3:B5,1,2); két qua nhan dugc 126 trén dong 1 cot 2 cia ving B3:B5,
déy chinh 1aé C3 nhu ndi ¢ trén. Tuong tu nhu vay, ban sao chép cdng thirc nay sang
céc 6 con lai cia cot Tén vat tu. DS véi cot Pon vi tinh, ban nhap cong thic:
=Index(B3:E5,Match(B8,B3:E5,0),3).

Trong cdng thirc trén, sb 3 dé chi viéc xé&c dinh 6 can lay gia tri trén 6 tha ba
ctavung B3:B5, déy chinh [acot BV tinh.

9.5. Lam viéc vai cac bangtinh trong tép tin wor kbook

9.5.1. Chén thém bang tinh vao Workbook
a. Chen bang tinh chiéra dir liéu
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1. Lyachon mdt (hoac nhdm) bang tinh trong Workbook.
* 1 bang tinh: Click vao Tab chtratén bang tinh can lyachon.
* 1 nhém bang tinh ké can: Click vao Tab chira tén bang tinh can lwa chon
dau tién, nhan phim Shift Click véo Tab chtra tén bang tinh can lya chon cudi
cung.
* 1 nhém bang tinh khdng lién lac: nhan Ctrl trong khi Click vao Tab chua
trén bang tinh can lva chon.
* Toan bo bang tinh: [ Shortcut] Select All Sheets.
2. Chon lénh [Menu] Insert > Worksheet hoac nhan phim Shift-F11.
1 Excel s¢ chen thém nhizng bdang tinh méi ¢ bén trai cua pham vi lya
chon
b. Chén bang tinh dé thi
1. Lya chon pham vi dit liéu can minh hoa trén bang tinh.
* Click vao trén bang tinh va Drag trén pham vi chira dit liéu cin minh
hoa.
2. Chon Iénh [Menu] Insert >chart va chon As New Sheet (Hoic nhan phim
F11).
[ Excel s¢ chén thémbdng tinh d6 thi ¢ bén tréi cia bang tinh di liéu.
Luuy:
* Khi cin chén thém nhitng loai bang tinh khéc, ban thyc hién nhu sau:
1. Chon Iénh [Shortcut] Insert.
2. Chon loai bang tinh can chén trén khung New.
3. Chon nut OK.
9.5.2. Sao chép hoic di chuyén nhirng bang tinh trong Workbook
1/. Sir dung Mouse
1. Lwyachon 1 (hoac nhém) bang tinh Workbook.
2. Chon:
* Drag dén vj tri méi: dé di chuyén bang tinh lya chon vao vi tri méi:
* Nhan Ctrl trong khi Drag vao vi tri méi: dé sao chép bang tinh lya chon dén vi
tri 4n dinh.
1 Excel s¢ xudt hién hinh tirong trang bang tinh va mgt hinh tam giac nho
phia trén Tab dé chi bao v; tri thyec hién.
2/. Sk dung Menu Iénh
1. Lyachon mdt (hoac nhdm) bang tinh trong Workbook.
2. Chon Iénh [Menu] Edit > Move or Copy Sheet (hoac [Shortcut] Move or
Copy Shest).
[ Xuat hién hép doi thoai Move or Copy



3. Luachon vi tri méi trong khung Before Sheet.
4. Chon:
* NGt OK: d@é di chuyén bang tinh lua chon vao vi tri méi.
* Bat théng sd Create A Copy va chon nit OK: dé sao chép bang tinh
lwa chon dén vi tri 4n dinh.
9.5.3. Sao chép (hoic di chuyén) nhitng bang tinh tir Workbook hién hanh vao
tap tin Workbook khac
9.5.3.1. S dung Mouse: ‘ ‘
1. Boc va hién thi nhirng tap tin Workbook can thyc hién (tap tin nguon va tap
tin dich) trén cing mot man hinh.
2. Lyachon 1 (hoic nhém) bang tinh trong tap tin Workbook ngudn.
3. Chon:
* Drag dén vj tri méi: dé di chuyén bang tinh lya chon vao vi tri méi:
* Nhan Ctrl trong khi Drag vao vi tri méi: ¢é sao chép bang tinh lva chon dén vi
tri 4n dinh.
1 Excel s¢ xudt hién hinh tirong trang bang tinh va mgt hinh tam giac
nho phia trén Tab dé chi bdo vi tri theec hién.
9.5.3.2. S¥dung Menu Iénh. ‘ ‘
1. Boc lai tap tin Workbook can thuc hién (tap tin nguon vatap tin dich).
2. Lyachon mot (hoac nhém) bang tinh trong tap tin Workbook ngudn.
3. Chon I¢nh [Menu] Edit > Move or Copy Sheet (hoac [Shortcut] Move or
Copy Shest).
[ Xudt hién hép doi thogi Move or Copy.
4. Lyachon tap tin Workbook dich trén khung To Book.
5. Luachon vi tri méi trong khung before sheet:
6. Chon:
* NGt OK: d@é di chuyén bang tinh lua chon vao vi tri méi.
* Bat théng sd Create A Copy va chon nit OK: dé sao chép bang tinh
lwa chon dén vi tri 4n dinh.
b. Sao chép hoic di chuyén nhitng bang tinh tir Workbook hién hanh vao tap tin
Workbook mai:
1. Lwa chon mét (hoac nhdm) bang tinh trong tap tin Workbook ngudn.
2. Chon Iénh [Menu] Edit > Move or Copy Sheet (hoac [Shortcut] Move or
Copy Shest).
[ Xudt hién hép doi thogi Move or Copy.
3. Chon [New book] (tap tin dich) trén khung To book.
4. Chon:
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* NGt OK: d@é di chuyén bang tinh lua chon vao vi tri méi.
* B4t thong sd Create A Copy va chon nit OK: dé sao chép bang tinh
lwa chon dén vi tri 4n dinh.
Luuy:
Khi s dung Mouse bgn chi cin Drag tén bdng tinh liwa chon ra khoi
Workbook hién hanh.

9.5.4. Pdi tén bang tinh trong Workbook
1. Lya chon bang tinh can thyc hién.

2. Chon Iénh [Menu] Format > Sheet > Rename (hoac [Shortcut] Rename hay
Double Click trén Tab chira tén bang tinh).
[ Xuat hién hép doi thogi Rename Sheet.
3. Nhap tén bang tinh méi (co gigi han 31 ki ty).
4. Chon nut OK.
9.5.5. X0a nhirng bang tinh trong Workbook ‘
1. Lwyachon mét (hoac nhdm) bang tinh can thuc hién.
2. Chon Iénh [Menu] Edit > Delete Sheet (hoac [Shortcut] Delete).
[ Xuat hién hép thong béo.
3. Chon:
* Nt OK: dé xéc nhan viéc xoa nhirng bang tinh lya chon.
* NGt Cancel: dé huy bo lénh xoé bang tinh.
9.5.6. Che giéu/,hién lai bang tinh trong Workbook
1/. Che giau nhiing bang tinh trong Workbook
1. Lya chon mot (hoic nhém) bang tinh can thuc hién.
2. Chon I¢nh [Menu] Edit > Format > Sheet > Hide.
2/. Hign lgi nhiing bdng tinh trong Workbook
1. Chon Iénh [Menu] Edit > Format > Sheet > Unhide.
[ Xuét hién hop déi thoai Unhide.
2. Chon tén bang tinh can hién thi trén khung Unhide Sheet.
3. Chon nut OK.




PHAN IV: MICROSOFT POWERPOINT

CHUONG X
GIOI THIEU MICROSOFT POWERPOINT
04 tiet (LT:01, BT:00, TH:03, KT:00)

10.1. Gi¢i thiéu Microsoft Power Point

10.1.1. Khéi dong Microsoft Power Point
Céch 1: Chon Iénh Start/ Programs/ Microsoft Power Point
Céch 2: D_Click vao biéu tugng Power Point trong man hinh nén (Desktop).

E

PowerPaink

Céch 3: D_Click lén tap tin PowerPoint ¢ sin trong may.
10.1.2. Thoat khéi Microsoft Power Point

Céch 1: Click vao nut Close .

Céach 2: Chon lénh File/ Exit.

Céch 3: Nhan t6 hop phim Alt + F4.

10.2. Man hinh cua Power Point

PowerPoint

Create a new presentation using

% " AutoContent Wizard

" Design Template

{* Blank presentation

%’ " Cpen an exisking presentation

[ Don't show this dialog bax again

ok | Zancel

10.2.1. Cira s Power Point Startup 7 ,

Sau khi goi irng dung PowerPoint, cira so PowerPoint Startup xuat hi¢n nhu
hinh 22.1 cho phép ban chon céch tao méi hay ma mét trinh dién da co trong may.
AutoContent Wizard: tao mot trinh dién sir dung trg gitip (Wizard).

Design Tenplate: tao mot trinh dién theo mau da thiét ké.
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Blank presentation: tu thiét ké mot trinh didn méi.
Open an existing presentation: mo mat trinh dién d& co trong may.

10.2.2. Cira s Power Point New Slide

Khi chon tao mgi mot trinh dién hoac chén thém vao trinh dién mot Slide méi,
ctrash PowerPoint New Slide xhién nhu hinh 9.2 cho phép ban chon hinh thirc trinh
bay cua Slide s2 duoc tao.

New Slide 2X

Choose an Autolawvouk;
E— Zancel
Er— Pt = e
Prn [ oo T |

(| | | ==l |l

Texk & Clip Art

=] |

[ Don't show this dialog box again

&

Hinh 9.2; Cia s Power Point New Side
Ban chon AutoL ayout mudn sir dung, sau d6 Click vao nat OK dé chon.
10.2.3. Cira 0 chwong trinh Power Point

Microsoft PowerPoint - [Presentation2] E“El[Z|
' File Edit ‘iew Insert Format Tools Slide Show Mindow Help | WiethewOZ. 1 . = ﬂ
e &8¢ @ ad v @HOm9 Efarkz: - [,

= A |&% Common Tasks » |

_:*éé"‘ﬁl na‘///@ i = Eﬁ,

Times Mew Roman -~ 44 ~ | B T O &

@
)y
b

1 8 Tao trinh dién vdi Power Point|

1T

Tao trinh dién vdi Power Point

il Dowbleclidktoadd |

A |
R |

iw Clickto add fext

clip at
Click to add notes —
| E DA
Draw-| [ @&  Auoshapes> ~ W O E A48 D-Z-A-==8 8B @ -

slide 1 of 1 Default Design

Hinh 9.3: Cira s6 chwong trinh Power Point




Céc thanh cdng cu: ngodi céc thanh cong cu tueong tu nhu caa Word, PowerPoint ¢o
thém thanh tao hiéu ang (Animation Effects) ding dé tao céc hiéu ang cho céc doi
twong trong Slide (van ban, hinh anh, bang biéu, 6 thi,...) gitp cho Slide thém sinh
dong.

Bat/ tat thanh nay, vao menu View/ Toolbars/ Animation Effects.

10.2.4. Cac thao tac trén tap tin
Tap tin cua Power Point c6 phan mé rong mac nhién 1a .PPT (Presentation). Céc thao
tac mo file, dong file, luu file twong ty nhu Word.

Ngoai ra, ban c6 thé chon luu tap tin PowerPoint dudi dang phan mé rong |a.PPS
(Power Point Show).

10.2.5. Céc ché dd hién thi ciia Power Point

PowerPoint c6 bn ché d6 trinh bay vamot ché do trinh dign. Bé chon ché do hién
thi, Click chon vao ndt cdng cu trén thanh céng cu View ¢ cudi trang man hinh.

Ban ciing 6 thé vao menu View, sau d6 chon céch hién thj twong tng.

Normal Slide  Slide Show

H =058
[ ]

Outline Slide Sorter

Hinh 9.4: Cac ché @ hién thi

a. Ché a9 binh thwong (Normal View)

Khi hién thi ¢ ché do ndy, man hinh dugc chiathanh 3 phan: cirasd bén tré hién thi
tong quan noi dung ciia ban trinh bay, ciraso bén phai hién thi noi dung cia Slide
hién hanh, va ciraso ghi cht & phiabén dudi (nhu hinh 21.3). Ché d6 ndy thuong
duoc sr dung khi tao, chinh sirandi dung Slide.

b. Ché a9 xem Slide (Slide View)

Hién thi tirng Slide trén man hinh, ché dé nay thuong duoc ding dé thém hinh anh,
dinh dang ky tu, vadinh dang mau nén.
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c. Ch0 ®é teng quan (Outline View)

Hién thi tong quan c&c Slide (Hinh 21.6), ché d nay thudng duoc ding dé noi dung
dang vin ban (text) cho c&c Slide. BAm chudt vao cac nat cong cu di kém thtirng
Slide dé hién hoic an noi dung caa Slide dé.

[gi&a (il cca - final veisies)

B Wicresaft BaworPoint

-Eﬂ!hiﬂ:w Insert Pomat [oos SigeShow Windoer Heip | ety T2 0 == %
DEds 87 L he o AT WT| T ({0
B0 & SJEE U L oW,
£ | Ha Transkion » Hia Eifect ~n B % -
ARDEDER —_— =
= r
(13 17 16
frag e
= - TR

= : ] re— = £ =

1% b |
I | | | | | ™
BEOZET ¢ i

rE e Sauter Defalt Cesen

d. Ché dé xem thi tw Slide (Slide Sorter)
Hién thi nhiéu Slide cting IGc trén man hinh (Hinh 21.7). Ché do ndy thuong duoc
diing dé thay d6i va sip xép thir tu cac Slide.



[ Micrasoft Poweroint [giaa trinh cce - fimel wersicn]

Cl Pl Edk Yew [reert Pomst ook SigeShow Window Help | Mistheed3d == ]
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Hinh 9.5: Ché @6 Side Sorter

e. Ché dé trinh dién (Slide Show)
Hién thi tirng Slide & ché do toan man hinh. Ché d6 nay duoc dung khi thuc hién budi
thuyét trinh. Bé thodt khoi ché do ndy vatré vé ché do trudc do, nhan phim ESC.

10.3. Tao mét ban trinh dién

Trong PowerPoint, ban c6 thé tao mot trinh dién bang nhiéu cach khéc nhau,
tuy theo noi dung va s hd tro thiét ké ban yéu cau, ban cé thé:
Tao trinh dién sir dung AutoContent Wizard: tily chon ndy cung cip nhiéu mau va
y tuong cho céc kiéu trinh bay khéac nhau. Sir dung AutoContent Wizard gidp ban tiét
kiém thoi gian vacung cip sy hd tro thiét ké néu nhu ban khong thé ty thiét ké. Tuy
nhién, noi dung trinh dién thuong khdng phil hop véi mong mudn caa ban.
Tao trinh dién sir dung Design Template: MS PowerPoint cung cip nhiéu mau
chuan, nhitng mau ndy da dugc dinh dang sin mot sd thudc tinh nhu méu nén, font
chit,...Phuong phép nay cho phép ban b sung céac Slide vanoi dung caariéng ban,
nhung van giit duoc khuén mau nhit quén.
Tao trinh dién tréng Blank Presentation: tlly chon Blank Presentation dung dé tao
ramot trinh bay khéng c6 dinh dang truéc. Phuong phép ndy khéng cung cap cho ban
nhitng dé nghi thiét k&, mau sic hoac noi dung dinh sin. Ban chi nén tao mét trinh
dién tréng khi d& sir dung PowerPoint tuong dbi thanh thao vamudn tao mot thiét ké
tuy v, thay vi sir dung mét trong nhirng mau thiét ké cé sin.
10.3.1. Tao trinh dién sir dung AutoContent Wizard

Ban c0 thé thyc hién theo mot trong hai cach sau:
+ Vao menu File/ New/ Trong 16p General chon AutoContent Wizard roi Click
OK.
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+ Chon AutoContent Wizard tir hop thoai PowerPoint Startup (Hinh 21.1).
Hop thoai AutoContent Wizard xuat hién nhu hinh 21.8:

AutoContent Wizard

The AutoContent Wizard gets vou started by
providing ideas and an organization Far your
presentation,

@ Cancel | | Mext = | Finish
Hinh 9.6: Hgp thogi AutoContent Wizard

Thuc hién theo cac budc Wizard, Click nit 1énh Next dé qua buéc ké tiép, Click nat
[énh Finish khi hoan thanh.
Chinh sirandi dung trinh di&n cho pht hop véi yéu ciu caa ban
10.3.2. Tao trinh dién sir dung Design Template
Ban c6 thé thuc hién theo mét trong hai cach sau:
+ Vao menu File/ New/ Chon [6p Design Template.
+ Chon Design Template tir hop thoai PowerPoint Startup

Hew Presentation

General  Design Templates ]Presentatinns |

Expedition Netwurk Elitz I

Factor\,-' Notebnok

Fireball Pu:nst Modern Preview

Gesture Pulse

Global Radar iy

=} High Yolkage Bl | ribhons ?" Lorem Ipsum

IE‘,_l Japanese Waves Ricepaper T . AT

La\.l'erne Ru:umanesque b .::i:i:li:.;:ﬁtt ::.;,;:t:tmr
Lock And key & ] 5akura o
& ] Marble & ]| sandstone an et

& ] Mountain [ ]50aring - T

Nature Straight Edge

Nean Frame Strategic

ful e | Cancel

Hinh 9.7: Tgo trinh dién sz dung Design Termplate




Pé chon mot mau nd do, ban chon tén mau tir danh sach & ctira sb bén tréi roi
xem mau d6 trong cirasd Preview. Click OK khi ¢& chon duoc mot mau thich hop.
Chon cach bg tri ndi dung trong hop thoai AutoLayout (Hinh 9.2). Click OK.

Tién hanh nhap vadinh dang cho noi dung caatrinh dién theo yéu cau thiét ké.

10.3.3. Tao trinh dién tréng Blank Presentation
Ban ¢4 thé thuc hién theo mot trong hai cach sau:
+ Va0 menu File/ New/ Trong 16p General chon Blank Presentation roi Click
OK.
+ Chon Blank presentation tir hop thoai PowerPoint Startup (Hinh 9.1).
Chon cach bg tri ngi dung trong hop thoai AutoLayout (Hinh 9.2). Click OK.
Tién hanh nhap vadinh dang cho noi dung caatrinh dién theo yéu cau thiét ké.

CHUONG XI
TAO CAC TRINH DIEN VA LIEN KET CAC SLIDE

05 tiét (LT:02, BT:00, TH:02, KT:01)
11.1. Chinh sira trong Slide

11.1.1. Lam viéc véi van ban

a. Nhap van ban

Trong PowerPoint, van ban duoc dat trong cac Placeholder hoac cac Text Box,
ban ciing ¢ thé o dung céc dinh dang cho van ban ¢6 nhu: dam, nghiéng, gach dudi,
tao c&c muc sb hoac dau hoathi (Bullets and Numbering), ... bang céch diing hop
thoai Font vathanh cong cu Formatting.

Néu ban chon kiéu trinh bay c6 chiravan ban tir hop thoai New Slide thi ban co
thé bat dau ngay viéc nhap vadinh dang van ban.

Néu mubn thém hop van ban caariéng minh, ban chon menu I nsert/ Text Box
hoac Click nit Text Box trén thanh Drawing, sau 6 vé Text Box trén Slide dé sir
dung.

iNhip va dinh dang cho vin ban ¢

..........................................................

Hinh 10.1: Lamviéc vgi van ban
b. Pinh dang van ban

156



80 ce-ng: Tin héc ®2i cemng Khoa CNTT - Truéng 8HSPKT Hang Y2n

Ban cd thé &p dung céc dinh dang cho vin ban trong PowerPoint tuong tu nhu
Word: dinh dang ky tu (Font, Size, Font style, ...), canh 1& cho doan van ban (tréi,
giira, phai), tao c&c muc sb hodc dau hoathi (Bullets and Numbering), ...
Ngoai ra, ban con c6 thé thuc hién céc dinh dang khéac nhu sau:

Poi Font mic dinh cho cac Slide
Chuc nang ndy cho phép doi cac Font chir mac dinh hoac hién hanh caa cac Slide.
Khi tao ramét ban trinh bay méi bang viéc sir dung mau thiét ké chuan, cac Slide da
duoc gén truée cho mot Font chix nhat dinh. PowerPoint cho phép dbi Font chix d6
theo y mudn caa nguoi dung.
Cach thyc hién:
- V& menu For mat/ Replace Font, xuat hién hop hoi thoai:
+ Replace: Font dang sr dung
+ With: Chon Font mai.
- Click Replace dé thay thé.
- Click Close dé dong hop thoai.

Replace Font

|Palatin0 Linatvpe j

Close
Wikh:
ITimes Mew Roman -

Hinh 10.2: Péi chi mgc dinh cho cac Side

- Thay d6i khoang cach giira cac dong, doan
Churc nang ndy cho phép thay doi khoang céch mac dinh giira cac dong, doan. Theo
mac dinh, khoang céch gitra cac dong la 1 dong.

Cach thyc hién:
- V&0 menu Format/ Line Spacing, xuat hién hop hoi thoai:

+ Line Sacing: khoang céch gitra cac dong, giatri mac nhién lal (Lines).

+ Before paragraph: khoang cach so véi doan ¢ phiatrén, mac nhién a0
(Lines).

+ After paragraph: khoang cach so véi doan ¢ phiadudi, mac nhién 140
(Lines).



Line Spacing

Line spacing

|1.5 3 |L|nes J .
Before paragraph Preview

|IZI.1 3 |L|nes LI

|5 3 |F‘|:||nts j

Hinh 10.3: Pat khoang cach giira cac dong, doan

Tao thut dong cho cac muc trong van ban Chirc nang ndy cho phép thay doi
cap do dau myc hodc sd caadoan vin ban trong céc textbox. M'S PowerPoint

cung cap 5 cip do thut dong trong mot textbox.
Cach thyc hién:
- Di chuyén con tré dén dong mudn thay ddi cap do thut dong.

- Nhan phim Tab dé thut dong mot cap. Tiép tuc nhin Tab dé thut dong thém, néu

can.

Néu mudn giam cap do thut dong, nhan to hop phim Shift + Tab.

Ngoai ra co thé ding nit cong cu Promote va Demote dé thay doi cap do thut dong.

Hinh 10.4: Tgo thut dong cho cac muc trong van ban

Loi ich ciua Internet
— Tim ki€ém thong tin

* Pham vi réng
— Tim kiém nhanh
» Théng tin day da
» |

TS B SRR

9/////////////////////////////EE-’//////////////////////////,-59

TS B SRR

Iﬁf’///////////////////////////ﬂ////////////////////////////ﬁ

11.1.2. Thém cac dbi twong khac vao Slide

a. Tao bang biéu

Chtrc nang ndy cho phép tao ra cac bang biéu (Table) dé nhap dit liéu twong ty
nhu bang biéu trong Word.

Céch thyc hién: ban cd thé thyc hién theo mot trong céc céch sau:

Céach 1:

- Chon nit New Slide trén thanh cong cu chuan hodc chon Insert/ New Slide.

- Chonloai Slide c6 chira Table.

- Click OK.

- M6t AutoShape maéi xuat hién trong Slide, D_Click vao biéu twong bang dé tao

bang mai.
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Mew Slide

Choose an Autolawvouk;

Zancel

Ei| |dnlEl| |l=Se] |ain.

Table

Double click to add table

s
Hinh 10.5: Tao bang biéu
- Thuc hién céc thao téc trén bang tuong tu nhu trong Word.
Céch 2:
- V& menu I nsert/ Table, xuat hién hop thoai:
- Chon sb hang, s cot.
- Click OK.

Insert Table E| E|

Murnber of columns:

4 =]
Cancel
Murnber of rows:
= =

Hinh 10.6: Hop thoai Insert Table
Céch 3:
- Click vao nat cong cu Insert Table trén thanh cong cy Standard.
- Chon sb hang, s cot.
- Click chon dé chén bang.



il = IEhar

HEEN
HEEN
EEEAE

3 x4 Table
Hinh 10.7: Nut cbng cu Insert Table

Ghi chu:

+ Thyc hién céc thao téc trén bang tuong ty nhu trong Word.

+ Néu trong Word hoic Excel ¢6 chira nhitng bang gidng nhu bang can tao ra
trong PowerPoint, ban c6 thé sao chép c&c bang d6 qua PowerPoint.

b. Chén biéu do
Chirc nang ndy cho phép chén biéu d6 vao ban trinh dién.
A Céch thyc hién: twong tu trén, ban ciing c6 thé thuc hién theo mot trong cac
céch sau:
- Chon loai Slide c6 chirabiéu db trong hop thoai New Slide.
- Vao menu Insert/ Chart.
- Click vao nat cdng cu Insert Chart trén thanh cdng cy Standard.
- Sao chép biéu do tir Word hoicExcel sang.
Tién hanh thuc hién theo cac buéc twong tu nhu d6i véi Word.
c. Chén hinh anh, chir nghé thuit, dbi tweng vé vao slide
Churc nang nay thuc hién tuwong tu nhu trong Word.
11.1.3. Pinh dang cach trinh bay ni dung Slide
Céch trinh bay noi dung 1a cach sip xép céc thanh phan trong Slide nhu: tiéu
dé, céc danh sé&ch, bang biéu, biéu do, hinh anh, ... Khi tao mot Slide méi, ban c6 thé
chon kiéu trinh bay Slide trong hop thoai New Slide d& gidi thiéu ¢ trén. Ban ciing co
thé thay d6i cach trinh bay Slide cho phli hop véi ndi dung nhu sau:

Slide Layout El gl

Reapply the current master styles: Reapply
Cancel

Fr F=s e I

— Sy e [smoor [ e |

o e e = e

=/l | | b= ff |[=oBe| |00

Chark & Text

=] | RUE]

Cach thyc hién:
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- Vao menu Format/ Silde Layout hoac Common Task/ Slde Layout.
- Chon céach trinh bay Slide.
- Click Apply hoac Reapply
11.1.4. Pinh dang Slide theo mau thiét ké sin
PowerPoint cung cap nhiéu mau chuan, nhitng mau ndy da duoc dinh dang
sin mot s thudc tinh nhu mau nén, font chit, ...Khi tao mot ban trinh dién méi sir
dung Design Template, ban ¢ thé chon trinh bay Slide theo mau c6 sin. Ban ciing ¢co
tthay d6i mau ndy hoic chon dinh dangSlide theo mau néu ban sir dung ban trinh dién
tréng (Blank Presentation).
Cach thuc hién
- Vao menu Format/Apply Design Template hoac Common Task/ Apply
DTemplate.
- Chon mau trinh bay
- Click Apply
Apply Design Template

||ii‘| Presentation Designs ﬂ o B - Tools -

arksy s
Azure 1
Barmboo

Elends

: a0

Elueprint
Bald Stripes

Zactus
Capsules
Checkers

Zitrus

Zonstruckion

Cad” s Tie

Expedition

Factary

Fireball P

File: name: | LJ (= apply I

Files of bype: |Design Terplates - Cancel |

Hinh 10.8: Pinh dang Side theo mau thiét ké ntation).

11.1.5. Thay déi so @ mau trong Slide
Chuc niang ndy cho phép ban thay d6i mau cho céc ddi twong trong Slide.
Cach thyc hién:

- Vao menu Format/Slide Color Scheme. Hgp thogi Color Scheme nha hinh
22.10:

- Lép Standard: chon so dd mau co sin.

- Lép Custom: thay d6i mau cho céc ddi twong trong Slide (Hinh 22.11)

- Apply to All: &p dung cho tit ca céc Slide trong ban trinh dién.

- Apply: &p dung cho Slide hién hanh.

7 ; } o
|& ] @.b\ 5
[l - z A : A =




Colar %zhivnn [ %] Color Scheme E|E|

Sandad |.;u||.,|-.i Standard  Custom l
ok ki 1~ Scheme colors Apply to &l
_l'-l-l_ ] [ Background
mk Appl
M iﬁ E:' 4 . Text and lines &J
H:I Coial . Shadows Canicel
‘ r Ta Tés Title beset
oo rli = Frrviesa | Fills Preview
.'m o Dl‘ S B Accent
Tl Tida ¥ . Accent and hypetlink
Tolwnen 03 !
= Bl = Ballst
. m . i]] T ﬁ:.: B accent and followed hyperlink P
+ Bullet bext
ot i =
besckgronined o cor-siresn | | I:.
arss bt [ i 356
(118 Add As Standard Scheme
Hinh 10.9: Thay doi so' do mau Hinh 10.10: Chon mau cho cac doi trong

11.1.6. Lam viéc voi Slide Master

Slide Master lanoi qui dinh tat ca céc dinh dang, kiéu déng caa cac Slide
trong ban trinh bay. Khi thay doi céc thudc tinh caa Slide Master thi nhitng thay doi
d6 3 c6 hiéu lyc véi tat ca cae Slide trong ban trinh dién. Khi s dung Slide Master,
ta co thé tao ramat ban trinh didn véi kiéu dang c6 tinh nhat quén cao.

Dinh dang céc thudc tinh cua Slide Master giéng nhu dinh dang mot Slide théng

thuong. Céc thao tac thuong thuc hién |&

+ Pinh dang Style cho céc d6i trgng vian ban (tiéu d¢, danh sach danh diu dau
muc) trong Slide: Font, ¢& chit, kiéu chit, mau chir, canh 18, khoang céch
gitra cac dong, cac doan, ...

+ Thay dbi kich thudc vavi tri caa cac ddi tuong khéc (thém ngay gio, tiéu dé
dau va cudi trang, danh s trang, ...).

+ Thay d6i mau nén, mau cho céc déi twong trong Slide.

a. Thay doi cac thugc tinh cia Slide Master

A Céch thyc hién:

— V&0 menu View/ Master/ Slide M aster, xuit hién cira sb nhu sau:
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ngSE sy

Click to edit Master title style

- Click to edit Master text styles

—Second level

» Third level
—Fourth level
»Fifth level
e Object Area for Autolayouts
<dateftmgéte Area d"':":'tmlgcuzuter Area Nl:lpj_b_l_if_ﬁ[f_ag_‘

Hinh 10.11: Thay déi céc thugc tinh ciia Slide Master

Click vao hop Title Area for AutoLayoutsdé thay d6i céc thudc tinh cho tiéu dé.
— Click vao hop Object Area for AutoLayouts dé thay d6i cac thudc tinh cho danh

séch dénh dau dau muc.

— Click vao hop Date Area, Footer Area, Number Area dé thay doi cac thudc tinh

cho ngay gio, tiéu dé dau va cudi trang, sd trang.

— Click Close trén thanh cong cu Master dé tro vé ché do binh thuong.

b. Pinh dang Header va Footer

Chirc nang ndy dung dé thém ngdy gio, tiéu dé dau va cudi trang, sd trang cho Slide

khi dang ¢ trong ché do dinh dang Slide Master.
Cach thyc hién:

— Vao menu View/ Header and Footer, xuat hién hop hoi thoai nhu hinh 10.12:
Tién hanh thay d6i thugc tinh cho céc dbi tuong trong ché do Slide (16p Slide) va ché

do6 Notes Page (I6p Notes and Handouts).
Date and Time: thém ngay gio vao Slide hoic Notes Page.

Update automatically: ty dong cap nhat ngay gio 1ac trinh dién.

Chon dinh dang ngay gio tir hop kéo tha.

Fixed: nhap ngay gio ¢b dinh, ngay gio nay s& khéng thay doi.



|

)

Header and Footer I'- |[z,|

Slide ] Motes and Handouts ]
 Include on slide 1 Apply ta all

I+ Date and time
» Update autamatically

|10/zzjz004 =] Cancel

EEETER | r=r—
" Fixed
|
v slide number
v Footer

|Giéu3 trinh Tin koo c&n ban

g

Presview

I Don't showe on title slide

Header and Footer E| [g|

Slide  Motes and Handouts l

~ Include on page i Apply to Al
W Date and time
Zancel

{+ |Update automatically

22 Qckober 2004

™ Fixed

| ~ Preview

v Header
|Cer|:rng 23: C3p nhat w4 dinh dang

W Page number
¥ Footer

|Giéu:| trinh Tin hoc can ban

Hinh 10.12: Pinh dang Header va Footer

Slide number: Chén s thir tu trang cho Slide.
Page number: Cheén s thir tu trang cho Notes Page.
Footer: thém tiéu dé cudi trang cho Slide hoic Notes Page.
Header: thém tiéu dau trang cho Notes Page.

— Click Apply dé an dinh thay d6i cho Slide hién hanh.

— Click Apply to All dé an dinh thay doi cho tat ca céc Slide.
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c. Pinh dang mau nén cho Slide M aster

— Va0 menu Format/ Background, xuat hién hop hoi thoai nhu hinh 22.14:

— Chon méau nén hoic sir dung céc hiéu tng cho nén Slide (mau nén, hinh anh,
)

— Click Apply dé an dinh thay ddi cho Slide hién hanh.

— Click Apply to All dé an dinh thay d6i cho tat ca céc Slide

Background @E]

Background Fill Appky ko Al ‘
Title of Slide Apply
+ Bullet text
D I Cancel
Preview |
| E|
il Aukormatic
= /1] | HN

More Colors. ..

Fill Effects. ..
Hinh 10.13: Ainh dgng mau nén

d. Pinh dang so' @6 mau cho Slide M aster
Chirc nang ndy cho phép ban thay d¢6i mau cho céc ddi tuong trong Slide Master, vao
menu Format/ Slide Color Scheme vathuc hién teong tu nhu dinh dang cho Slide
thuong (d&a gidi thigu ¢ trén).
e. binh dang cho Title Master

Title Master cho phép dinh dang céc thudc tinh cho Slidetiéu dé (Slide dau tién
trong ban trinh dién). Néu ¢4 chinh sira Slide Master trudc, ban s khong can thay doi
nhiéu cho Slide tiéu d&. Ban c6 thé chon Font chix |én hon, hoic thém vao mot hinh
anh, bo ngay gio, tiéu dé, sd trang, ...

Cach thyc hién:

— Va0 menu View/ Master/ Title Master, xuit hién cira sb nhu sau:

— Tién hanh thay di thugc tinh cho céc dbi tugng nhu véi Slide Master




Hinh 10.14: Pinh dang cho Title Master

Cha y: Néu ban tao trinh didn mai laban trinh dién trong (Blank Presentation), ban
phai thém mot Title Master mai bang cach vao menu I nsert/ New Title Master hoic
nhan t6 hop phim Ctrl + M.

11.2. Thao tac trén cac Slide

Trong phan ndy ching ta 3 1am quen véi céc thao tac co ban trén Slide thuong
st dung khi tao ramot trinh dién.
11.2.1. Thém Slide méi
Chtrc nang nay cho phép thém Slide méi vao ban trinh dién.
A Céch thuc hién:
—Vao menu Insert/ New Slide hoac Click vao nit trén thanh cdng cu Standard
hoic nhan t6 hop phim Ctrl + M hoic vao Common Task/ New Slide.
— Chon céch trinh bay Slide méi tir cirasd New Slide rdi Click OK .
Ch y: ban 6 thé tao Slide méi gibng nhu Slide hién hanh bang céch vao menu
Insert/ Duplicate Slide.
Xo04a bé Slide
Chtrc nang nay cho phép xoabo Slide khdng sir dung trong ban trinh dién.
A Céch thyec hién: ban co thé thyc hién theo mot trong céc cach sau:
— Vao menu Edit/ Delete Slide.
— Chon Slide can xo0&trong khung Outline hoic trong ché do Slide Sorter, roi
nhan phim Delete.
11.2.2. Sao chép Side
Chtrc nang ndy cho phép sao chép Slide trong ban trinh dién.
A Céch thuc hién:
— Chon Slide can sao chép trong khung Outline hoic trong ché do Slide Sorter.

166



80 ce-ng: Tin héc @2 cemng Khoa CNTT - Trefng SHSPKT He«ng Y2n

— Vao menu Edit/ Copy hozc Click vao nit copy trén thanh Standard hoac nhan
t6 hop phim Ctrl + C hoac R_Click/ Copy.
— Click chon vi tri dan Slide.
— Vo menu Edit/ Paste hoic Click vao nut paste trén thanh Standard hozc nhan
t6 hop phim Ctrl + V hoic R_Click/ Paste
11.2.3 Sap xép lai cac Slide
Chuc niang ndy cho phép sip xép lai céc Slide trong ban trinh dién cho ddng véi trinh
tu noi dung.
A Céch thuc hién:
— Chon Slide can thay dbi vi tri trong khung Outline hoac trong ché d6 Slide
Sorter.
— V&0 menu Edit/ Cut hoic Click vao ndt cut trén thanh Standard hoic nhan to
hop phim Ctrl + X.
— Click chon vi tri méi cho Slide.
— Va0 menu Edit/ Paste hoic Click vao nut paste trén thanh Standard hozic nhan
t6 hop phim Ctrl + V.
Chu y: ban c6 thé thyc hién nhanh biang thao tac Drag chudt nhu sau: chon Slide can
thay ddi vi tri trong khung Outline hoac trong ché d6 Slide Sorter, dung chust Drag
tGi vi tri moi.

11.2.4. An céc Slide.
Chirc nang ndy cho phép an Slide trong ché do trinh dién (Slide Show) nhung khéng
x6a han Slide d6 khoi ban trinh dién hién hanh.
A Céch thuc hién:
+ Chon Slide mubn an.
Chon Slide Show/ Hide Slide.
Cha y: mudn hién lai cac Slide nay, chon Slide Show/ Hide Slide mét lan nira

11.3. Tao cac hiéu wng hoat hinh

11.3.1. C4c hiéu &ng hoat hinh

Pé phan trinh din tro nén sinh dong, PowerPoint cung cap nhiédu hiéu ung
hoat hinh d¢é dé thuc hién c&c hoat canh trén ban trinh dién. Hoat canh [a mot cach
ding dé minh hoa kha niém vay tuéng mot céch truc quan dé hiéu, hoac ding dé
nhan manh théng qua cac hiéu tng gy su chd y. Vi du: cd thé tao mot hoat canh dé
hudng dan nguoi xem hiéu dugc tirng budc cia mot tién trinh. Ta ciing ¢6 thé nhan
manh sy xuat hién hay bién mat caamot déi tuong bang céc hiéu tng gay an tuong.



Mot hoat canh c6 thé don gian chi |a mot ddy céc Text Box dugc chi dinh xuat
hién theo mot thtr tu theo thoi gian cia ngudi béo céo. G muc d6 phirc tap hon, ta co
thé 1am cho céc anh chuyén dong dé dién ta ban chat caamat qua trinh.

Ban ciing ¢ thé tly bién céc hiéu tng hoat hinh co ban theo nhiéu cach khéac nhau
nhu: tao lién két gitta cac Slide, mo mot tap tin tng dung khéc, khoi dong mot
chuong trinh tng dung, ma mét trang Web, ...

11.3.2. Tao hiéu &ng hoat hinh

Chuc niang ndy cho phép tao hiéu tng cho céc ddi twong trong mot Slide. C6

rat nhiéu hiéu tng co thé chon dé gan cho céc dbi tuong trong Slide.
A Céch thuc hién:
— Chon dbi twong mudn tao hiéu tng, cd thé |a Text Box hoic dbi twong dd hoa.
— Céch 1: s dung céc hiéu ung c6 san
+ Vao menu Slide Show/ Preset Animation.
+ Chon mét hiéu trng tir menu con.
Chu y: @é chon hiéu tng khéc hoic bo hiéu wng , thuc hién lai 1énh trén mot an nira.
— Céch 2: Tu tao céc hiéu ting
+ Va0 menu Slide Show/ Custom Animation, xuat hién hop hoi thoai:

Custom Animation

Zheck to animate slide objects:

Cancel

W Table 2
W Text 3
[v ‘Wordart: plain bext 4

Order & Timing Effects lChart Effects ] Mulkiredia Settings ]

Entry animation and sound Introduce kext

{Zu:u:um LJ 1In LJ |.ﬁ.|| ak once LJ
In

i[ND Sound] In From Screen Center [ Grouped by |1st ]
In Slight! level paragraphs

After animation ok From Screen Btifam [ fnimate atfached shape

— 2k Slightly
|DuntDlm =1 I Inre

L 6p Effects:
+ Lan luot chon céc ddi trong mudn tao hiéu tng trong danh sach Check to
animate dide objects.
+ Entry animation and sound: cho phép chon loai hi¢u thg va hudng caa
hiéu irng. Chon No Effect khi khdng sir dung hiéu (ng.
1: chon hiéu trng, mac nhién khdng cé hiéu ung.
2: chon hudng xuat phét caa ddi twong khi hiéu tng dién ra.
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3: chon &m thanh khi ¢0 hiéu (tng, mac nhién khdéng cé &m thanh.
+ Introduce text: cach cac ky tu xuat hién: hién tat ca (All at once), hién
tirng tur, (By Word) hay hién tirng ky tu (By Letter).
+ Grouped by: qui dinh cac d6i twong xuat hién theo nhom nao.
+ After animation: hanh dong sau khi hiéu ung két thic
o Color: mau cuavan ban sau khi hiéu trng két thic
o Don’t Dim: x6abo hét cac hiéu ang ciamuc After animation
o Hide After Animation: ddi twong s8 an di sau khi hiéu irng két thuc.
o Hideon Next Mouse Click: dbi twong sz bi an khi Click chubt.
Lép Order & Timing:
+ Animation order: cho phép thay d6i thir tw xuat hién cia céc ddi twong
trong Slide bang céch: chon dbi twong muén thay doi thir ty, nhan vao mii
tén Move dé di chuyén vi tri caaddi twong do.
+ Start animation: cho phép chi rakhi no thi cac dbi twong bét dau xuat
hién.
0 On mouse click: di tugng xuat hién mdi khi Click chuot.
o Automatically: sau bao nhiéu gidy thi dbi twong ty dong xuat hién.
L 6p Chart Effects: cho phép chon hiéu tng cho biéu do.
L ép Multimedia Settings: cho phép thay doi thudc tinh d6 hoa va am thanh.
+ Click Preview bt ¢ Itc ndo mubn xem thir céc hiéu tng.
+ Click OK dé két thc.
11.3.3. Tao hig¢u rng chuyén tiép giira cac Slide
Chirc nang ndy cho phép tao hiéu ang chuyén tiép gitra cac Slide trong ché do Slide
Show.
A Céch thuc hién:
— Vao menu Slide Show/ Slide Transition, xuat hién hop hoi thoai:
+ Effect: cho phép chon céc hiéu tng tir hop ké tha vatdc do thi hanh caahiéu
ung dé lacham (Sow), trung binh (Medium), hay nhanh (Fast).



Slide Transition

Effect Apply to All

&pply

Cancel

i

F.andom Transition ﬂ

" Slow ™ Medium © Fast

Advance Sound
[v On mouse click. |[N|:| Sound] j
[ Automatically after

Hinh 10.15: Hiéu #:ng chuyén tiép gira cacSide

+ Advance: cho phép chon céac tuy chon néng cao.
0 On mouseclick: hi¢u trng s¢ xay rakhi Click chugt.
o Automatically after: sau bao nhiéu gidy thi ddi tuong tu dong xay ra.
+ Sound: cho phép tao ra @m thanh khi thi hanh hiéu ung.
— Click Apply dé an dinh thay d6i cho Slide hién hanh.
— Click Apply to All dé an dinh thay d6i cho tit ca céac Slide
11.3.4 Thiét 1ap hanh déng cho mdt déi twong
Chuc niang ndy cho phép ban gin mot thao tac caa chudt vao mot ddi tuong
PowerPoint (hop van ban, déi tugng d6 hoa, nit hanh dong, ...), ban ¢ thé chuyén
sang mot Slide khac, mo mét tap tin thg dung khac, khai dong mot chuong trinh tng
dung, mé mot trang Web, ... bang cach Click chudt hoac don gian hon 1a chi can dua
tro chuot “di” ngang quaddi twong dugc chon.
A Céch thyc hién:
- Chon d6i twong muén géan hanh dong.
- V& menu Slide Show/ Action Settings, hop thoai xuit hién nhu hinh 22.19:
- Chon dit hanh dong thi hanh khi Click chudt 1én dbi twong (I6p M ouse Click)
hoac khi tré chuét “di” ngang quaddi twong (I6p M ouse over).
+ Hyperlink to: chon Slide hoic tap tin lién két tir hop ké tha. Khi hanh dong dugc
thi hanh, PowerPoint s3 chuyén dén Slide hodc mo tap tin nay.
+ Run program: khoi dong mot chuong trinh teng dung khi hanh dong duoc thi
hanh.
+ Play sound: chon &m thanh khi hanh dong dugc thi hanh.
+ Click OK dé hoan thanh.
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Action Settings @@

Mouse Click ] Mouse Crer

Action on click
" Mane
® Hyperlink to:

Slide 5

" Run prograrm:

I Play sound:

I Highlight click

J L

oK I Cancel |

Hinh 10.16: Hgp thoai Action Settings
11.3.5 Tao nat hanh déng
Chuc niang ndy cho phép ban gin mot thao tac vao mét nit 1énh cu thé. Nt
hanh dong 1a mot ddi tugng duoc xéc dinh trude, duoc gan vao mot thao tac théng
quatuy chon trog hop thoai Action Settings ¢ trén.
A Céch thuc hién:
- Va0 menu Slide Show/ Action Buttons, duatré chudt vao thanh tiéu dé rdi kéo
ra khoi menu, ta cé thanh cong cu Actions Buttons nhu hinh bén.
- Chon mét nit tir thanh cdng cu Actions, kéo chudt dé vé nit 1énh vao Slide. Khi
d6 s& xuat hién hop hoi thoai Action Settings nhu hinh 22.19 & trén.
- Thyc hién teong ty nhu thiét 1ap tac dong cho mot déi tuong bat ky néu trén

11.4 Tao lién két cho Slide
11.4.1.Tgolién két t¢i Slidekhéc trong tép cho mgt déi tweng

Khi lién két duoc tao, trong IGc trinh din chi can click chuot vao dbi tuong thi
man hinh s& chuyén sang hién thi noi dung ciia Slide da lién két

Chon dbi tuong (Textbox, ddi twong Drawing) => bat Menu ngir canh ciaa ddi
tuong => Chon muc Action Settings => chon Mouse Click => Chon HyperLink to =>
Chon muc Slide ... => Chon Slide mudn lién két trén danh séch cac Slide da c6 =>
OK dé két thic.

11.4.2.Tgolién két t¢i Sidethugc tén khéc

Chon ddi twong (TextBox, déi tugng Drawing) => bat menu ngir canh cia ddi
tuong => Chon muc Action Settings => chon Mouse Click => Chon HyperLink to =>
Chon muc Other PowerPoint Presentation => Chon tép chira Slide mubn chuyén téi
=> Chon Slide mudn lién két trén danh séch c&c Slide caatép dachon.



11.4.3.Tgo lién két téi mat tép bat ky (mé mét tép Word, Excel...)

Chon ddi twong (TextBox, ddi twong Drawing) => bat menu ngit canh caa ddi
tuong => Chon muc Action Settings => chon Mouse Click => Chon HyperLink to =>
Chon muc Other File => Chon tép mudn lién két => OK .

11.4.4.Tgolién két t¢i mgt chuwong trinh eng dung (chay chwong trinh)

Chon ddi twong (TextBox, ddi twong Drawing) => bat menu ngir canh caa ddi
tuogng => Chon muc Action Settings => chon Mouse Click => Chon muc Run
Program => Click chudt vao nat Browse => chon tép mudn chay => OK.

11.5 Lam viéc véi cac trinh dién
11.5.1. Thiét ké mét cudc trinh dién
Chtrc nang ndy cho phép ban thay d6i céc tly chon cho bubi trinh dién.
A Céch thuc hién:
— Vao menu Slide Show/ Set Up Show, hop thoai Set Up Show nhu sau:

Set Lp Show
Show bype Slides
* Presented by a speaker (Full screen) s al
" Browsed by an individual (windaw) " Fram: E To: E

" Browsed at a kiosk (Full screen) W

[ Loop continuously unkil ‘Esc’ |F‘han thu nhat j

[ Showe without narrakion

[ Show without anirmation Advance slides

[ sh " Manualky
{* |sing timings, if present

Pen color;

I KR | Projector Wizard...‘ oK, | Cancel |

Hinh 11.1: Thiét ké mot cudc trinh dién
Tuy chon Show type: cach thuc hién trinh dién.

+ Presented by a speaker (full screen): cho phép thuc hién trinh dién & ché do
toan man hinh.

+ Browsed by an individual (window): cho phép trinh dién & ché d6 man hinh
binh thuong, va tu diéu khién viéc trinh dién caa PowerPoint theo nhu cau
riéng.

+ Browsed at a kiosk (full screen): cho phép thuc hién trinh dién & ché do toan
man hinh, dién ramot cach tu dong, vaduoc lap di lap lai.

+ Loop continuously until *Esc’: cho phép trinh dién lap di lap lai lién tuc dén
khi nhan phim Esc, tly chon nay l1a mac dinh khi sir dung ché do Browsed at
a kiosk.

+ Show without narration: cho phép tit phan thuyét minh di kem.
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+ Show without animation: cho phép tit céc hiéu ung.
Tuy chen Slide: chon céc Slide cho bubi trinh dién.
+ All: trinh dién tit ca c&c Slide.
+ From ... To ...: trinh dién mot nhém Slidelién tyc.
+ Custom show: cho phép chon phuong én trinh dién riéng.
Tuy chon Advanced Slides: cac tuy chon néng ceo.
+ Manually: ché d6 chuyén trang thu cdng (nhan phim hozc Click chuot dé qua
Slide khac).
+ Using timings, if present: ché do chuyén trang ty dong (sau mot khoang thoi
gian nao do).

11.5.2. Thiét ké mdt phwong an trinh dién riéng

Chirc nang nay cho phép ban tao ra nhitng trinh dién c6 thé tay bién dé phuc
vu nhitng ddi twong khén gia khac nhau, hoic nhitng muc dich khac nhau ma khéng
can phai tao ra nhiéu trinh didn cd ndi dung tuong tu. Ngodi ra, viéc chinh sira, cap
nhat ndi dung cting dugc nhanh chéng va chinh xac hon.

Vi du: ban cin tao mét trinh dién cho 3 nhém dbi twong khéc nhau. Trong d6,
6 Slide dau duoc sir dung chung cho ca 3 nhdm, mdi nhdm c6 thém 3 Slide riéng.
Nhu vay, ban chi can thiét ké trinh din voi 15 Slide 1a cd thé sir dung cho ca 3 nhém
thay vi phai thiét ké 3 trinh dién riéng phai ding téi 27 Slide.

A Céch thuc hién:
— Vao menu Slide Show/ Custom Show, hop thoai Custom Show nhu hinh 11.2:

Custom Shows EEJ

Zustam shows: e
Mhorn Ehu nhat

Edit...

Mhom thu ba

Rermowve

Copy

ailil

Close | Show

Hinh11.2: Thiét ké mot phuong én trinh dién riéng



Define Custom Show

Slide show name: |N|'u:|m thu hai

Slides in presentation: Slides in custon shiow:

4, sSlide 4 -~ 1. Slide 1

g, Slide & 2, Slide 2

., Slide & 3. Slide 3

7. Slide 7 4, Slide 4 *
3. Slide & 5, Slide 5

3, Slide 9 = A, Slide & b
10, Slide 10 7, Slide 10

11. Slide 11 - g, Slide 12

2 9, Slide 12

| Cancel |

Hinh 11.3: Chon céc Slide trong phan trinh dién
+ New: tao mét phwong an trinh dién mai.
+ Edit: chinh sraphuong &n trinh dién dugc chon.
+ Remove: x0abo phuong an trinh dién dugc chon.
+ Copy: sao chép phuong an trinh dién duoc chon.

Khi chon New hoic Edit thi s xuat hién hop thoai Define Custom Show nhu
hinh 24.3 & trén cho phép tao va chinh sramot phuong én trinh dién. Ban cd thé thém
(Add), hay loai bo (Remove) céc Slide trong phuong an d6 ciing nhu sip xép lai thir ty
céc Slide.

11.5.3. Thuc hign mét buoi trinh dién
Dé kiém tralai hoic thuc hién trinh dién chinh thic, ban véo menu View/ Slide
Show hoic Slide Show/ View Show hoic nhan phim F5 hoic Click chudt vao nat
Slide.
Show & cudi man hinh. Trinh din s& hién thi theo cach ban d& chon khi thiét
ké trinh dién (Side Show/ Set Up Show).
Céc thao tac co ban trong qua trinh trinh dién
+ Chuyén qua trang tiép theo: nhan SPACE BAR, ENTER, PAGE DOWN, phim
N, phim miii tén phai, phim mii tén xubng hoac chudt tréi.
+ Tro vé trang trugc: nhan BACKSPACE, PAGE UP, phim P, phim mii tén tréi
hoac phim mdi ténlén .
+ Pén mot Slide bét ky: gd sb thir ty cia Slide va nhin Enter.
+ Két thic trinh dign: nhan phim Esc, phim ‘-* hoic t6 hop phim Ctrl + Break.
+ Pé giau con tro vanit 1énh & goc tré bén duéi: nhan phim A hoac phim ‘=",
+ Bat/ tat ché do bdi den toan man hinh: nhan phim B hozc phim *.".
+ Bat/ tat ché do 1am tring toan man hinh: nhan phim W hozc phim *,’.
+ Sir dung menu Iénh: trong ché dé trinh dién, ban cd thé Click chon nit Iénh &
goc tré bén dudi hoac R_Click 1én man hinh va chon I1énh nhu menu sau:
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Next: chuyén téi Slide ké.

Previous: vé Slide truéc.

Go: chon céach chuyén Slide.

Side Navigator: hién thi hop tcho phép chon Slide chuyén téi.

By Title: liét ké cac Slide trong trinh dién va cho phép chon Slidchuyén téi.

Custom Show: cho phép chon phuong én trinh dién riéng.

Previous Viewed: vé Slide ¢4 xem trugc do.

End Show: ké thtic budi trinh dién

Chu y: truéc khi trinh dién cho thinh gia, nén trinh dién thir ¢é kiém tra thiét bi chiéu
(project, overhead) vadiéu chinh & cy ly vavi tri thich hop.

11.6. Cac goi y khi thiét ké mgt ban trinh dién

— Sir dyng méu chir vamau nén teong phan dé chir dé doc

— Dung nhitng ménh dé hozc nhitng cau ngian gon theo tirng y.

— Trénh dua quéa nhiéu van ban va hinh anh trong mot Slide. Thinh gia can phai
tap trung nghe van dé dang trinh bay hon latap trung véo céc Slide.

— Sir dung ¢ chit du lén dé nhitng nguoi ngdi xa cd thé doc dugc. Nén sir dung
co chir 24-point hoac |6n hon.

— Khéng nén sir dung qué nhiéu chit hoa vi n6 khé doc hon chir thuong. Chi sir
dung chir hoa trong truong hop muén nhian manh ndi dung néo do.

— Sir dung dinh dang van ban don gian, tranh sir dung quéa nhiéu dinh dang nhu
dam, nghiéng, gach dudi, ¢ chir [6n, ... @& nhin manh trong mot cau. Khéng
nén sir dung quéa nhiéu Font chir khac nhau trong mot Slide.

— Sir dung hiéu tng cho déi tuong ciing nhu hiéu wng chuyén trang don gian. Quéa

nhiéu hiéu tng s3 1am cho nguoi ding mat tap trung vao van dé dang trinh bay.



7. Tai liéu tham khao
1. Gidotrinh Tin hoc (tap 1&2)
Ho St bam - Lé Khic Thanh NXB PHQG HN 2001
2. Cam nang Sir dung may vi tinh
Bui Thé Tam - L& Viét Cudng - Hoang Hong 1995
3. Excel topn tEp (s~ cEp - trung cEp - nOng cao vu chuy2n su) - NXB
trl,1997
4. Thuc hanh Ecxel 2000
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