BO LAO PONG THUONG BINH VA XA HOI
TRUONG CAO PANG CONG NGHE VA DU LICH

GIAO TRINH
TIN HOC

TRINH PO PAO TAO: TRUNG CAP

Long An, nam 2020




Gido trinh Tin hoc Van phong

TUYEN BO BAN QUYEN

Tai liéu nay thudc loai sach gido trinh nén cac ngudn thong tin ¢ thé duoc
phép dung nguyén ban hodc trich dung cho cdc muc dich vé dao tao va tham khao.

Moi muc dich khac mang tinh 1éch lac hodc sir dung vdi muc dich kinh
doanh thiéu lanh manh s& bi nghiém cam.
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LOI GIOI THIEU

Trong giai doan phét trién hién nay, do sy phat trién nhanh chong cua nganh
Cong nghe thong tin, nhim nang cao chét lugng dao tao ngudn nhan luc, dap tng
yéu cau vé tri thirc ctia ngudi lao dong moi trong su nghlep cong nghiép hoa hi¢n
dai hoa dat nude, tin hoc 1a mot mon hoc khong thé thiéu trong nha truong va dac
biét 13 & cac truong dai hoc, cao dang va cac truong trung cip nghé.

Mén Tin hoc 1a mon hoc bét budc ddi véi tat ca sinh vién hoc sinh trong
chuong trinh day nghé trinh do trung cip, trinh do cao dang.

Mon Tin hoc 1a mot trong nhing néi dung dugc sir dung rong rai trong cac
linh vye cta doi song x4 hoi, gop phan nang cao chit luong dao tao nghé va phat
trién ngudn nhan lyuc trong giai doan méi.

Véi muc tiéu cung cip cho nguoi hoc nghé nhimg kién thic co ban vé tin
hoc va may tinh, trén co sé d6 c6 thé khai thac dugc cac chuong trinh ing dung,
cac phan mém chay trén may tinh.

Trang bi kién thirc tin hoc co ban phuc vu cic mén hoc chuyén mén khac.

Gi4o trinh Tin hoc nham hudng dan cho sinh vién hoc sinh nhing kién thirc
co ban vé cau tric hé théng may tinh va thong tin trong mdy tinh, ing dung cta
tin hoc.

Hiéu dugc tinh ning va phuong thirc hoat dong co ban ciia may tinh, hé
diéu hanh va cac thiét bi ngoai vi.

Nam dugce cac kién thirc co ban vé mang va tng dung cia mang may tinh.

St dung dugc may vi tinh va céc thiét bi ghép ndi.

Lam dugc cac cong viéc co ban cua tin hoc van phong

Xin chan thanh cam on!
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CHUONG TRINH MON HQC

Tén mon hoc: Tin hoc
I. Vi tri, tinh chét ciia mén hoc
1. Vi tri

M6n hoc Tin hoc 1a mén hoc bét budc thude khdi cac mén hoc chung trong
chuong trinh dao tao trung cap.

2. Tinh chit

Chuong trinh mén hoc bao gdm madt sé ndi dung co ban vé may tinh, cong
nghé thong tin, cling nhu viéc st dung may tinh trong doi song, hoc tap va hoat
dong nghé nghiép sau nay.

I1. Muc tiéu ctia mén hoc

Sau khi hoc xong mén hoc nay, ngudi hoc dat duoc mot s noi dung trong
Chuan k¥ nang st dung cong ngh¢ thong tin co ban theo quy dinh cua B Thong
tin va Truyén thong, cu thé:

— V& Kién thire

Trinh bay dugc duoc mot sb kién thirc vé cong nghé thong tin co ban, st
dung may tinh, xr Iy van ban; str dung bang tinh, trinh chiéu, Internet.

— V& k¥ ning
+ Nhan biét duoc cac thiét bj co ban ctia méy tinh, phan loai phin mém;

+ Str dung duoc hé diéu hanh Windows dé to churc, quan 1y thu muc, tap
tin trén may tinh va sir dung may in;

+ St dung duoc phén mém soan thao dé soan thao dugc van ban don gian
theo mau;

+ Str dung dugc phan mém xur 1y bang tinh dé tao trang tinh va cac ham co
ban dé tinh toan céac bai toan don gian;

+ Str dung dugc phan mém trinh chiéu dé xay dung va trinh chiéu cac noi
dung don gian;

+ St dung duoc mét s6 dich vu Internet co ban nhu: Trinh duyét Web, thu
dién tir, tim ki€ém thong tin;

+ Nhan blet va ap dung bién phap phong tranh cac loai nguy co dbi véi an
toan dit liéu, mdi nguy hiém tiém nang khi sir dung céc trang mang xa hdi, an toan
va bao mat, bao v¢ thong tin.

— V& niing lue tw chii va trach nhiém

+ Nhan thuc duoc tam quan trong, co6 trach nhiém trong viéc st dung may
tinh va cong ngh¢ thong tin trong doi song, hoc tap va nghé nghié¢p;
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+ C6 thé 1am viée doc 1ap hoac theo nhém trong viéc ap dung mdt sb noi
dung trong chuan k¥ nang sir dung cong nghé thong tin co ban vao hoc tap, lao

dong va cac hoat dong khac.

IT1. N§i dung mon hoc

1. N§i dung tdng quat va phian bé thoi gian

. . Thaoi gian (gio)
?.’i_ Tén chwong T(s)g g Ly | Thuc Kiém l?()lz
thuyét [ hanh tra :
1 Cllu’o’n-g L. HlG}l biét vé cong nghé 4 5 5 5
thong tin co ban
2 C}lu’ang I1. Sir dung may tinh co 4 2 2 5
ban
3 C911u’0’ng II. X ly van ban co 12 3 9 11
ban
4 | Bai 1: Binh dang van ban. 4 1 3 3.5
6 | Bai2: Thao tac véi bang biéu 4 1 3 3.5
7 B:’:ll 3:0 Thl,‘l’C h1?n chen doi tugng 4 1 3 35
van ban va In an
8 C9hlr0’ng IV. Str dung bang tinh co 8 3 5 85
ban
9 | Bai 1: Str dung bang tinh co ban 4 2 2 5
10 | Bai 2: Sir dung ham trong bang tinh 4 1 3 3.5
11 Chu’?’ng V. Sur dung trinh chiéu 4 1 3 35
co ban
12 C}urong VI. St dung Internet co 4 1 35
ban
13 [Ontap 1 4 2 2 5
14 | On tap 2 4 1 3 3.5
Kiém tra 1 1 | 05
Tong cong 45 15 29 1 45
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CHUONG I: HIEU BIET VE CONG NGHE THONG TIN CO BAN
Ma bai: C01
Gidi thiéu
May vi tinh 1a mot thiét bi doc 1ap dugc trang bi cac phan mém hé thdng, tién
ich va img dung, cling nhu cac thiét bi vao ra va cac thiét bi ngoai vi khac, ma
mdt thiét bi can thiét dé thuc hién mét hodc nhiéu cong vigc.

Muc tiéu
o Kién thiic:
x  Kién thirc:

— Trinh bay duoc mét sb kién thitrc co ban vé mdy tinh, phan mém, biéu
dién thong tin trong may tinh;

* Ky nang:

— Nhan biét dugc cac thiét bi phan ctimg, phan mém hé thong, phan mém
ung dung.

*  Nang lyc tw chu va trach nhiém

— Van dung kién thirc da hoc vao mon hoc tiép theo trong chuong trinh
dao tao.

Noi dung

1. Kién thirc co ban vé may tinh
1.1.Théng tin va xi ly thong tin
1.1.1. Théng tin (Information)

— Thong tin 1a tap hop cac diu hiéu, cac dic diém, cac tinh chat cho ta hiéu
vé mot do1 tuong.

— Thong tin ¢6 thé biéu dién dudi nhiéu dang phong pht nhu biéu tuong, ki
tu, hinh anh, am thanh...

— Thong tin dugc luu trén nhiéu dang vat li¢u khac nhau nhu khéc trén da,
ghi lai trén gidy, trén bang tu, dia tu...

1.1.2. Dir ligu

— Dir li¢u (Data): 1a su biéu dién cta thong tin va dugc thé hién bé’mg cac tin hiéu
vat ly.

— Thong tin chira dung y nghia con dir liéu 1a cac sy kién khong co cau triic va
khong ¢ ¥ nghia néu chung khong dugc to chie va xir 1y.

1.1.3. Xur ly thong tin
e So do tong quat:
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Qua trinh xtr Iy thong tin tirc 14 bén ddi nhimg dir liéu thu nhap dugc ¢ dang
101 rac thanh thong tin & dang chuyén biét, phuc vu cho nhiing muc dich nhat dinh.

Moi qua trinh xir Iy thong tin bang may tinh hay con ngudi déu duge thuc
hién theo chu trinh sau: (H. 1.1.1)

- A — Xué -
DU LIEU Nhap XU LY 2UA T ONG TIN

g g g

Luwu trir

Chu trinh xir ly thong tin bang may tinh dién tir (H. 1-1-2)

Dir liéu duoc dua vao may tinh bang nhiéu cach (ban phim, chudt, May
Camera ...).

May tinh tién hanh thyc hién xir 1y theo mgt chuong trinh dugc cai dat
trudc.

Két qua 1a dua ra thong tin dit liéu ma nguoi st dung mong muon dudi
dang dir li¢u xuat (mdy in, man hinh...) ngoai ra con c6 thé luu trit lai lam dir li¢u
dau vao cho céac chu trinh xur ly sau.

@

:

COREi9 |H
X-series

Nhap dit liéu Xir 1y

Xuit thong tin

NL

1.2.Phan cieng (Hardware)

— Phan ctng 1a tit ca nhitng thiét bi vat Iy (co khi + dién tir) cu thé cdu thanh
may tinh nhu: ngudn, bo mach chu (mainboard), CPU, man hinh, ban phim, chudt,
may in, loa, cac loai 6 dia (6 cung, 6 mém, 6 CD-ROM...)...

— Dua vao chtic nang va cach thurc hoat dong cua chiing, nguoi ta phéan ra 4
khéi:

+ Khdi Thiét bi nhap.
+ Khéi xtr Iy
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+ Khoi luu trit
+ Khoi Thiét bi xuat.
1.2.1. Pon vi xir ly trung tam (CPU: Central Processing Unit)

- CPU la b chi hux cua n}éy tinh, & d6 dién ra viéc 7_@ J
xur 1y thong tin va di€u khién toan by hoat dong cua ok
may tinh theo I¢nh va thuc hién cac phép tinh nhu thuc u-series |
hién cac cong viéc tinh toan, chay cac chuong trinh tng

dung...

- CPU la bg chi huy cua may tinh, ¢ d6 dién ra viéc xtr 1y thong tin va diéu
khién toan bo hoat dong ctia may tinh theo 1énh va thuc hi¢n cac phép tinh nhu
thuc hién cac cong viée tinh toan, chay cac chuong trinh g dung. ..

— CPU c¢6 3 bd phan chinh: khéi diéu khién, khéi tinh toan sé hoc va logic,
va mot sO thanh ghi.

+ Khdi diéu khién (CU: Control Unit):

La trung tam giéu hanh may tinh. N6 c6 nhiém vu giai ma céac 1énh, tao ra
cac tin hi¢u di€u khién cong viéc cua cac b phan khac cia may tinh theo yéu cau
cua nguoi st dung hodc theo chuong trinh da cai dat.

+ Khoi s6 hoc va logic ALU (Arithmetic and Logic Unit):

Bao gé)m cac thiét bi thuc hién cac phép tinh s6 hoc (cOng, trir, nhan, chia,
...), cac phép tinh logic (AND, OR, NOT, XOR) va céac phép tinh quan hé (so sanh
16m hon, nhé hon, bang nhau, ...)

+ Cac thanh ghi (Registers)

Puoc gén chat vao CPU bﬁng cac mach dién tir lam nhiém vu bo nhd trung
gian. Céc thanh ghi mang céc chuc ndng chuyén dung gitp tang toc do trao doi
thong tin trong may tinh.

Qua trinh xir ly cia CPU: CU nhéan 1énh tir by nhé -2 gial ma (quyet dinh
xem I¢nh c6 y nghia gi) va cho cac 1énh d6i voi nhimng dit liéu can thiét dé chuyen
ching tir b§ nho dén ALU (thuc hién cac phép toan trén cac dir liéu theo diéu
khién) = Két qua dugc ghi vao bo nhé - dua dén thi€t bi xuat va dén nguoi sur
dung.

1.2.2. Thiét bi nhap (Input device)

La cac thiét bi thu nhan va dua vao may tinh cac dit liéu dé xur 1y (nhu chudt,
ban phim, may quét...)

e Ban phim (keyboard):
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Ban phim 14 thiét bi dé dua thong tin tryc tiép vao mdy tinh. Cho phép ngudi sir
dung nhap chuong trinh, nhap dir liéu dé tinh toan...
Ban phim thuong dung c6 104 phim, chia thanh 4 nhom:
+ Nhoém phim dir lidu.
+ Nhom phim chure nang (F1...F12)
+ Nhom phim trang thai (Alt, Ctrl, Shift...)
+ Nhom phim diéu khién (Home, End...)
¢ Chugt (mouse):
La thiét bi diéu khién, ménh 1énh cho may tinh thuc hién yéu cau.
e Maiy quét anh (Scanner):
La thiét bj dung dé nhp van ban hay hinh v&, hinh chup vao méy tinh. Thong
tin nguyén thuy trén gidy s€ dugc quét thanh cac tin hi¢u so tao thanh céac tap tin
anh (image file).

1.2.3. Thiét bi xuat (Output device)

Céc thiét bi xuat ding dé hién thi két qua xir 1y cia may tinh, mot so thiét bi
ti€u biéu nhu man hinh, may in...

e Man hinh (Monitor):

Dung dé thé hi¢n thong tin cho ngudi s dung xem nhu hién thi thong béo,
van ban, hinh v&...gdm man hinh trang den va man hinh nhiéu mau.

+ ,Chat lwong hién thi théng tin ciia man hinh thé hién & d6 phan giai cao hay

thap.

+ Do phan giai ctia man hinh 1a s6 luong chi tiét ma man hinh c6 thé biéu thi
bang nhiing di€m anh (pixel) & trong man hinh. B phan gidi cang cao thi man
hinh cang rd net.

e May in (Printer): 1a thiét bi dung dé in vin ban, thong béo... ra gidy. Cac
loai may in thong dung nhu:

Triwong Cao dang Cong nghé va Du lich
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+ May in kim (Dot matrix printer): ding mot hang kim thang dtng dé chdm
cac diém g0 lén ruban tao ra cac chir (loai 9 kim va loai 24 kim), tdc dd cham va
gay tiéng 6n trong khi in.

+ May in Laser: B phan chinh cua may in 1a mot trong (ong
hinh try) quay tron. Nguoi ta dung tia Laser dé quét 1én tréng. Trong
quay hat bot muc va in ra gidy. Do phan giai cia mdy in Laser rat
16n 600-1200 DPI (chAm/inch) do d6 cho ra hinh anh véi chét lugng
cao, toc do in nhanh.

+ May in phun (Ink-jet printer): tao cac diém chdm trén gidy bang cach phun
cac tia muc cuc ky nho vao nhitng chd dau kim dap vao.

1.2.4. Bo nhé va thiét bi luu trir

Bonho la thiét bi luu trir thong tin trong qué trinh méy tinh xt Iy. Bo nhd
bao gom bd nhd trong va bd nhé ngoai.
e B0 nhé trong (Internal Memory):
— ROM (Read only Memory): bd nhé chi doc.

+ La mot loai chip nh¢ dic biét duoc thiét 1ap tir khi san xuat mdy tinh.

+ Dung dé luu trit cac chuwong trinh hé théqg, chuong trinh diéu khién viéc
nhap xuat co s¢ (luu dir li¢u va chuong trinh ¢6 dinh v€ cau hinh may va cac
chuong trinh khéi dong may ...). Khi khé1 dong may chuong trinh tir Rom dugce
doc ra).

+ Thong tin ton tai trén ROM la thuong xuyén ngay ca khi mat dién hodc tat
may.

— RAM (Random Access Memory): bo nhé truy cap ngau
nhién.

+ La thiét bi nhé chta chuong trinh va dit liéu cua
nguoi st dung khi may dang hoat dong.

’ ~ + Thong tin trong RAM mat vinh vién khi mat nguén
dién cung cap hay tat may.
+ May tinh s& chay nhanh hon néu c6 nhiéu RAM.
+ Dung luong b nhd RAM cho cac may tinh hién nay thong thuong vao
khoang 1 GB, 2 GB, 4 GB va c6 thé hon nira.
e B{ nho¢ ngoai (External Memory):
— La thiét bj nh¢ ding d¢ luu trit thong tin lau dai voi dung luong 16n, thong
tin khong bi mat khi khong c6 dién. Dung luong c6 thé rat 16n so voi bo nh¢ trong
va c6 thé ghi doc thong tin.

— Céc loai by nh¢ ngoai gom:
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+ Pia mém (Floppy disk): L4 loai dia duong kinh 3.5 inch dung lugng
1.44 MB. (H.1.2.4)

+ Pia cirng (hard disk): Pho bién 14 dia cting c6 dung luong 60 GB,
120 GB, 180 GB, 240 GB, 250GB,..

+ Dia quang (Compact dlsk) Loai 4.72 inch, 1a thiét bi pho bién dung
dé luu trit cac phan mém mang nhiéu thong tin, hinh anh, 8m thanh va thuong
duoc sir dung trong cac phuong tién da truyén thong (multimedia). C6 hai loai
pho bién 1a: dia CD (dung luong khoang 700 MB) va DVD (dung luong khoang
4.7 GB).

+ Cac loai bd nhd ngoai khac nhu thé nhd (Memory Stick, Compact
Flash Card), USB Flash Drive, 6 ctmg di dong c6 dung luong phd bién 1a 1 GB,
2 GB,4 MB,...

2. Phan mém (Software)
— Phén mém la cac chuong trinh chay trén may tinh dé thuc hién tién trinh xir
ly dir lidu.
— CO0 thé chia thanh hai loai phan mém:
+ Phan mém hé thong
+ Phan mém tng dung.
2.1.  Phan mém hé théng (Operating System: OS) hay hé diéu hanh
+ La phan mém phai c6 trén moi may tinh gém mot bd cac cau 1énh dé chi
dan phan cimg may tinh va cac phan mém ing dung lam viéc v6i nhau nhu quan

1y viéc nhép xuat dit liéu, quan 1y, phan phdi va thu hoi bd nhd, diéu khién cac
thiét bi gém ca viéc khoi dong may.

+ Phﬁn’mém hé thong pho bién hién nay & Viét Nam la MS-DOS, LINUX va
Windows. P61 vo1 mang may tinh ta cling c6 cac phan mém hé diéu hanh mang
(Network Operating System) nhu Unix, Windows NT/ 2000/ 2003...

2.2. Phan mém &ng dung (Application Software )

La cac chuong trinh phén mém dugc thié‘g ké nham phuc vu nhu cau st
dupg cua con nguoi, n6 dugc nap vao may tinh dé phuc vu cho cac ung dung cu
thé trong mot linh vuc nao do.

Triwong Cao dang Cong nghé va Du lich
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2.3. M@t s6 phan mém &ng dung thong dung

Bo phan mém Microsoft Office uimg dung cho cong viéc van phong
(Winword, Excel,...), phin mém thiét ké mau quang céo (CorelDraw), phan mém
xur ly anh (Photoshop,....)
2.4.  Phan mém ngudn mé

Phan mém nguodn mo la dang phan mém may tinh dugc phat hanh mién phi,

cung cip toan bd ma ngudn cho  nguoi dung tuy ¥ phat trién, nang cap, phan phoi
lai, ... theo quy dinh ctia mét gidy phép duogc di kém.

Do d6, c6 thé hiéu ring, cung chung mot ma ngudn nhung cd hang tram,
hang ngan lap trinh vién trén khap thé gidi déu co thé chung tay phat trién, va mot
diéu chic chan 1, néu c6 kién thirc, ngudi quan 1y co6 thé am hiéu va toan quyén
so hitu hé thong.

Trai lai, v6i ma nguon dong (Vi du: Hé diéu hanh Windown, phan mém
van phong Microsoft Office,...) nguoi dung phai tra mot khoan tién dé co thé su
dung no, trong khi khong hé biét ban chat phan mém d6 gém nhimg gi, nhiing 161
phat sinh déu dugc cap nhat cham thong qua don vi phat hanh.

3. Biéu dién thong tin trong may tinh
3.1. Biéu dién thong tin trong may tinh
Tai sao trong mdy tinh nguoi ta ding md nhi phdan dé biéu dién thong tin?
Vi céc linh kién va vat ligu dién tir ding d€ ché tao mdy tinh déu chi c6 cach
thé hén bang 2 trang thai c6 dién hoac khong co6 dién.
Lam thé nao dé biéu dién théng tin trong mady tinh?
Pé biéu dién thong tin thi cach duy nhat 13 phai ma hoa thong tin. Nguoi ta
dung ma c6 do dai co dinh dé bi€u dién (s6 nhi phan hay s6 BIT).
+ Bang ma ASCII (American Standard Code for Information Interchange)
e Do may tinh chi xtr ly nhiing ky hiéu nhi phan nén dur li¢u phai dugc
ma hod, dé thong nhat nguoi ta dua ra bang quy udc goi la bang ma.
e Bang ma chuén cta My dugc chon lam bang ma chuan quéc té trong
cac may tin hoc dé thuc hién chuyén doi thong tin.
e Dung 1 byte (8 bit) & ma hoa 1 ky tu =¢6 kha ning ma hoa dugc 28 =
256 ky tu
o 128 ky tu dau (danh sb tir 0..127), gdm co:
= 26 chircai hoa (A...7Z)
= 26 chir cai thuong (a...z)
= 10 chit s6 (0..9)...
o 128 ky tw md rong (danh dau tir 128...255)
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Vi du:

+ Ky tur A o s6 tht ty 1a 65 trong bang ma ASCII tmg v6i chudi nhi phan
01000001

+ Dau ! ¢6 so thir ty 1a 33 trong bang ma ASCII ung véi chudi nhi phan:
00100001.

Vi du: Hién thi A

Bo Bo
A p—p  (Chuong trinh) — |ee—)  (Chuong trinh)
giai ma ban phim hién thi ki tu
Ban phim [ A )

Biéu dién thong tin trong may.
3.2. Don vi thong tin va dung lwong by nho

Mot don vi vat 1y c6 2 trang thai img v6i 0 va 1 goi 1a BIT (binary digit). BIT
dugc xem la don vi co s&, bang cach ghép 8 Bit dugc don vi chuan 1a Byte.

Tean goii Kyu hiedu Giau tro

Kilobyte KB 1Kb = 2B = 1024B

Megabyte MB 1MB = 219%KB = 22°B

Gigabyte GB 1GB = 21°MB = 22°KB = 238
Tetrabyte B 1TB = 219GB = 2?°MB =20%°KB = 2°B

- Dung lwgng bo nhé: kha nang chura thong tin (trong thoi gian xt 1y cua
CPU) cta bd nhé trong. Dung lugng cua bo nhé trong thuong: 1 GB, 2 GB, 4 GB,
6 GB, 8 GB....

4. Bai tap ap dung
Bai tap 1:

- 1. Théng tin la gi? Vi du.

- 2. Phan ctng 1a gi? Phan ciing c6 may khéi chirc ning, ké tén?

- 3. Phan mém la gi? Phan mém co méy loai, ké tén?

Bai tap 2:

- 4.Cau tric co ban cia mot hé thong may tinh gdm c6 may phan, ké tén?

- 5.Ké tén cac thiét bi thudc phan cimg?

- 6.CPU la gi? CPU c6 may bd phan chinh, ké tén?

- 7.Cho biét sy khac nhau giita ROM va RAM?

Triwong Cao dang Cong nghé va Du lich
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- 8.Phan mém hé thong 1a gi?
- 9.Pinh nghia phan mém ung dung?
Bai tap 3:
- 10.Tai sao trong may tinh ngudi ta dung ma nhi phan dé biéu dién thong
tin?
- 11.BITlagi?
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CHUONG 2: SUDUNG MAY TiNH CO BAN
M4 bai: C02

Gidi thi¢u

May tinh 1a mot thiét bi dién tr ¢6 thé diéu khién thong tin hodc dit liéu. Cu
thé, n6 co kha nang luu tri¥, truy Xuat va xu 1y dir liéu. Vi du, ban co thé st dung
may tinh dé thuc hién nhimg tac vu tir co ban nhu nhép tai liéu, gui email, choi
trd choi va duyét web... &én ning cao hon nhu chinh sira van ban, 1ap trinh, hay
quan 1y céc thiét bi khac...

Muc tiéu
o Kién thirc
- Trinh bay so luoc duoc mot sé kién thirc co ban vé hé diéu hanh Windows,
phan mém tién ich, tiéng Viét trong may tinh, may in;
e Ky nang
- Khoi dong, tat dugc may tinh, may in theo ding quy trinh. Tao va x6a
duoc thu myc, tap tin; str dung duoc mot s6 phan mém tién ich thong dung.

e Nang luc tw chu va trach nhiém

e Van dung kién thic da hoc vao mén hoc tiép theo trong chuong trinh dao
tao.

Noi dung
1.  Lam viéc véi hé diéu hanh
1.1. Windows la gi?

~ Windows la h¢ diéu hanh duoc hang Microsoft phét trién theo y tuong
giao tiep gitra nguoi - may qua cac cua so chuia biéu tuong nén nguoi dung co thé
de dang thao tac bang ban phim hay chudt may tinh.

1.2.  Khéi dong va thoat khéi Windows
1.2.1. Khéi dong
Windows tu dong khoi dong sau khi bat cong tic ngudn cliia mdy tinh.
1.2.2. Thoat kh6i Windows
- Trudc khi tit may phai dong hét cac chuwong trinh tng dung dang mo.
- Vao Start = chon:

Triwong Cao dang Cong nghé va Du lich
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- Sleep (Stand by) : ché d6 sén sang,
may van & ché do ngung (pause) hoat
dong (dung dé tiét kiém dién bang

Shut down cach tit tam thoi mdy, khi khoi dong

Update and restart lal Cﬁng nhanh hOn)

Sleep

Update and shut down

Restart - Update and shut down: Cap nhat va
tat may.

- Shut down: tit may hoan toan

- Update and restart: Cap nhat va tit
may sau do tu khoi dong may lai.

- Restart: tit may sau do tu khoi dong
may lai.

1.3. Desktop

La ctra sO dau tién cua h¢ diéu hanh danh cho nguoi str dung.

0 LEN HUONG DAN DANH_SAC...
(o] SUDUNGA..

P
&

OracleVM  KY THUAT
SO.rar

3
HEUKMS._.. CCleaner BI

B 2

(),
e Huongdan PHAN
ture  tao linh ki...

]
0 B THANH TAC VU
K UltralSO  Free PDF to W Firefox (TaSkbar)

Word Do...

: a 4

o
Windows 10 VLC media  PHAN_CO... TKB_KHOA...
UpdateAs..  player

% '/} F 212N
I~ ] v £ A LD G 29/11/2013 &

Trén nén Desktop co cac biéu tuwgng:

e My Computer: Quan ly tai nguyén may tinh nhu chuong trinh, dr __EI
liéu, 0 dia... This PC
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e Recycle Bin: Chtra cac ddi tuong di bi xoa trong hé diéu hanh u
Windows.

Recycle Bin

e My Network Places: Mang cuc by — mang LAN (Local Area "I‘
Network). Tai day nguodi st dung c6 thé chia sé tai nguyén, truy cap

vao cac may tinh khac trong mang. WS

e Thu muc (Folder): Biéu tugng cap tai liéu mau vang dung dé chira
cac tép tin hodc dir ligu.

e Cic biéu twong (Icon): 12 biéu twong gitip ngudi st dung khai dong
nhanh cac chuong trinh ing dung ngay trén Desktop. Thuong la cac
biéu twong c6 miii tén mau den, nam & bén dudi, phia trai ciia biéu tuong,

e Thanh tac vu (Taskbar): Nim & cudi man hinh dé hién thi tén cic chuong
trinh dang dugc mé.

o Nut Start ding mé Menu Start dé khdi dong cac chuong trinh.
o Khay hé thong: chita biéu tuong cac chuong trinh dang chay va hién thi gio hé
thong.

23CH
4 2/11/2018 E‘

A 13 ENG

1.4.  Thanh tac vu (Task bar)
Khoi dong thanh tac vu

Chon Iénh Start = Settings = Taskbar (hoac click phai chudt vao thanh
Taskbar chon Taskbar settings).

» Chon l6p Taskbar: chon cac tuy chon dudi day:

Triwong Cao dang Cong nghé va Du lich
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Settings

& Home Taskbar

| Find a setting o | You need to activate Windows before you can personalize your PC.

i ?
Activate Windows now. Have a question?

Personalization Get help

Background
Make Windows better

Colors Give us feedback
Automatically hide the taskbar in desktop maode

O3 Lock screen
€ on

A Themes Automatically hide the taskbar in tablet mode

558 Start
) mall taskb r

I = Taskbar

Y Automaticaly hide the taskbar in desktop mode: tu dong an thanh
Taskbar khi khong st dung.

Y7 Use small taskbar buttons: st dung bidu tugng nho.

Notification area: Lya chon nhing Icon va nhimng thong tin s& hién thi tai khu
vuc Notification. Ban c6 thé lya chon Icon hién thi va cach hién thi bang cach an
vao Customize.

— — -

You can customize how links, icons, and menus look and behave on the
Start menu.

~ T .
(@) Display as a link —
() Display as a menu
() Don't display this item

1

Connect To » Chon lé6p Start menu:
@ Dispiny w5 a ik || Thay déi thiét Iap tim kiém

O o oo e o cho ¢rng dung
R St Click chudt phai vao thanh
" © Drsplay as a lnk Taskbar > Properties >

o e chuyén sang tab Start
e e ik Menu -> Customize.

- S At - Cudén chudt xudng
Start menu size _ _ phia dudi, tai muc “Search
oo e e e ooy s .. || other files and libraries”

danh dau chon “Don’t
[ Use Default Settings ] [ oK ] [ Cancel ] W SearCh”,
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1.5. Menu Start

Thong thudng khi cai dat chuong trinh thi biéu twong chuong trinh dugc tao
ra trong Menu Start hoac cac nhom khac cua no.

Mé menu Start:

— C1: nhén véao nit ctra s6 A trén ban phim.
— C2: kich chudt vao Start trén thanh Taskbar.

Ciac thanh phan trong menu Start:

Life at a glance

Tha Nam

29

(=

Microsoft Edge

Weather

Google Chrd

- Power: tit mdy.

- Settings: dé thay doi
cac tham s6 lwa chon cho
nhiéu thiét bi va phan
mém trong may tinh
(chuot, ban phim.., hinh
nén, ngay, gio, ....)

- File Explorer: danh
sach cac file trén may
tinh.

- Admin: dang nhap voi
nguot st dung khéc.

- All apps: danh sach
cac chuong trinh Ung
dung dugc cai dat trong
may.

- Pinned tiles: chay truc
tiép mot chuong trinh
ung dung.

- Expanded: cira so tro

giup.

Triwong Cao dang Cong nghé va Du lich
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1.6. Khéi dong va thoat khéi mét wng dung
1.6.1. Khéi dong chwong trinh &rng dung

e C1: Nhap dip chudt trai vao biéu tuong chuwong trinh trén méan hinh Desktop
(hoac trong thu muc khac).

e C2: Nhén chuét vao nat Start — Chon All apps — Di chuyén chu6t 1én
xudng — chon chuong trinh can khoi dong.

O .
e C3:. Search Windows — g0 tén chuong trinh can mo

L2 winword
- Enter

1.6.2. Thoat khéi chwong trinh irng dung

>
e C1: Kich chudt vao nut Close - (g6c trén bén phai cua thanh tiéu
de).
e C2: Menu File & Close (ALT + F4).
Chu y: Khi dong mdt chuong trinh U’qg dung, néu dir lidu cia ing dung
dang lam viéc chua duogc luu lai thi n6é s€ hién thi hdp thoai nhac nho viéc xéc
nhan dir liéu.

Microsoft Word X

I Want to save your changes to "CHUONG TRINH MO BUN LAP TRINH CAN
= BAN_TC.doct™?

If you click "Don't Save’, a recent copy of this file will be temporarily available.

Learn maore

Don't Save Cancel

+ Chon Save: luu dir li¢u va thoat khoi chuong trinh ing dung.
+ Chon Don't Save: thoat khoi chuwong trinh (mg dung ma khong luu dir
liéu.

+ Chon Cancel: huy bo 1énh, trd vé chuong trinh tmg dung.
1.7. Chuyén ddi giira c4c &ng dung
— D1 chuyén cilra so: Drag chudt Ién thanh tiéu dé cira s6 dé dén vi tri mai.

— Chuyén ddi gifta cac cira sO cta cac ung dung dang md: nhan to hop phim
alt+tab hoac chon tmg dung twong tng trén thanh TaskBar.
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1.8.  Thu nhé mét cira s6, dong cira s6 mdt ng dung
— Thay ddi kich thuge cua cira s6: di chuyén con trd chudt dén canh hodc goc

cira s0, khi con trd bién thanh miii tén 2 chiéu «—» I thi ré chudt kéo cho dén
khi dat duoc kich thuéc mong muon.

— Phong to ctra sO ra toan man hinh: Click chudt 1én nit Maximize n

A e ’ )4 r J4 9 9 A . A n 4 E
— Phuc hoi kich thudc trude do cua cira s6: Click chudt 1én nit Restore -
— Thu nho ctra s6 thanh biéu tuwong trén Taskbar: Click chudt1én nit Minimize

. _ o _ x
— DPong cura s6 mot ing dung: Click chuot 1én nut Close Window -
1.9. Si¥ dung chugt

Chu6t ding diéu khién con tro chudt tuong tac véi nhitng ddi tuong trén
man hinh. Chuot thudong co6 2 nut:

+ NUt trai: thuong dung dé chon d6i tuong; ré d6i tuong...

+ Nt phai: thuong dung hién thi mot menu ctia ddi trong. Noi dung menu
cong viéc thay doi tuy thudc con tré chudt dang nam trén doi tuong nao.

+ Banh xe: dung dé cudn ctra s6 chuong trinh tmg dung.

2. Quan ly thw muc va tap tin
2.1.  Khéi niém thw muc va tap tin
2.1.1. Thu muc (Folder, Directory)

Trén dia co6 thé c6 nhiéu tap tin, dé d& dang quan 1y va phan loai cac tap tin
trén dia, DOS cho phép t6 churc cac tap tin thanh tirng nhém dua vao 1 méi quan
hé nao do goi 1a thu muc.

—  Thw muc: dugc dat trung boi tén thu muc, tén thu muc duoc dat nhu tén tap
tin nhung khong c¢6 phan mé rong

Céc loai thw muc dé quén ly:

Triwong Cao dang Cong nghé va Du lich
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+ Thw muc gdc (Root directory): mdi 6 dia trén may twong tng 13 mot thu
muc goc

+ Thw muc con (Subdirectory): moi thu muc trtr thu muc géc déu 1a thu muc
con.

+ Thuw muc hién hanh: 1a thuy myc ma tai d6 ching ta dang lam viéc.

+ Thw muc réng: 13 thu myc ma bén trong né khong chia tap tin hay thu muc
con nao.

Vd: C:\THCB>_

Trong d6 C : tén 0 dia
THCB: thu muc con va ciing 1a thu muc hién hanh
C:\ :thw muc goc

Céc thu muc trén dia dugc t6 chirc dudi dang hinh cay.

Co~TINHHOC AR Doz s
THUP Thu muc goc 6 dia C: co cac

E‘EEEEEPDI NT e Thu muc con cép 1 1a: TINHOC

THCH JORD e Thu muc con cép 21a THVP va

EHT ERHET THCB
A1 NDOWS ,
SDOS e Thu muc con cap 3 la EXCEL,

WORD, INTERNET...

— Puong din: Pé truy cap dén 1 thu muc con hay tép tin ta can c6 cic thong

tin:

‘Tén 0 dia\Tén thu muc\Tén tip tin ddi tu’q’ng‘

Céc thong tin trén duoc trinh bay theo quy wdc nhat dinh goi 13 dwdng dan.

Vi dy: duong dan: D:\BAIGIANG\THCB
2.1.2. Tap tin (File)

— Khai ni€ém: 1a tap hop céac thong tin c6 lién quan logic véi nhau dugc luu triv
trén by nhé ngoai thanh mdt don vi doc 18p (tap tin chuong trinh va tap tin dir
liéu duoc luu trit trén dia).

— Tén tap tin: tén tap tin do nguoi st dung tu dat sao cho dé nho, dé doc va
phan anh nd1 dung chira trong tap tin d6, gdbm 2 phan: phan tén va phan mé
rong.

Dat tén phai theo quy cach sau:
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Tén tap tin = <Tén chinh>[.Phan mé rong]

+ Phan tén chinh (name) bét budt phai co.

+ C6 tbi da 8 ki tur

+ Céc ki tu khong cho phép dung dé dat tén: <>?*+ = ;,/

+ Tén tap tin khong c6 dau va khong co khoang cach.

+ Phﬁp mo rong (Extension) co t6i da 3 ki tur. Phan mé rong cach phan tén
chinh bo1 dau cham “. ” va khong ¢6 khoang trang.
Vi du:
Tén LUONG.PAS PT_BAC2.PAS BAITAP.DOC CA _DAO.TXT
SaI'lél:;gs.ai: CAN-HAI.PAS CADAO.TXT CADAO.TXT

Mot s tén tap tin va dudi tap tin tranh dit: (SGK TRANG 20)
+ Tap tin c6 phan mé rong *.CON: Tén danh riéng cho thiét bi man hinh,

PRN, LPTn (n= 1, 2, 3): tén chi thi€t bi may in, NUL: tén Tap tin khong ton tai...
+ .COM, .EXE, .BAT: la dudi ti€p cua cac chuong trinh thuc hi¢én dang ma
may.

2.2.  Xem thdng tin, di chuyén, tae dwong tit dén noi luu trir thu muc va

tap tin
2.2.1. Xem théng tin vé tap tin, thu muc
2.2.1.1. Thugc tinh cua tap tin, thu muc

Trong Windows Explorer, dé xem céc thudc tinh cua file, thu muc ban bAm
nut phai chuét vao file, thu muc do roi chon Properties (thudc tinh). Hinh v& bén
du6i moé ta thudoc tinh cua file D:\CHAU HKI NH 2019-2020\
GIAO_TRINH _THCB_75T_2019.doc.
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ﬂ GIAQ_TRINH_THCE_75T_2019.doc Properties

General  Securty Details Previous Versions

|GI;’-‘-.D_THINH_THC B_75T_2019.doc

Type of file:  Microsoft Word 57 - 2003 Document ( doc)
Opens with: m ‘Word 2016 Change...

Location: DACHAL HEL NH 2015-2020
Size: 126 MB (13.288 448 bytes)
Size ondigk: 12,6 MB (13.288 448 bytes)

Created: 23 Thang Mudi 20159, 2:46:31 CH
Modiffied: 23 Thang Mudi 2019, 3.07:24 CH
Accessed: 23 Thang Mugi 2015, 3:.07:21 CH

Atibutes:  [|Headonly [ Hidden Advanced..

Cancel Aoply

Tén file va biéu tuong cua file duoc hién thi & phan dau cua hop thoai

Type of file: kiéu file — thé hién qua phan mo rong cia tén file

Opens with: chuong trinh duoc dung dé doc file mdi khi ban kich dup chuot
dé mo file

Location: dudng dan dén thu muc chua file

Size va Size on disk: kich thuéc file tinh theo B, KB, MB, GB. (Size on

disk 14 kich thuéc duoc tinh ra tir s6 sector ma file chiém. Khai niém sector duoc
trinh bay & phan quan li phan vung du¢i day, nhung ban cling khong can quan
tam).

Created: ngay gio file duoc tao

Modified: ngay gio 1an cudi cung file dugc chinh sta

Accessed: ngay gid 1an cudi cung file duoc doc ma khong bi chinh sira
Attributes: hai thuc tinh cua file

Read only (chi doc): khi file ¢ thudc tinh “read only” thi ban khong thé sta

chita noi dung file ma chi c6 thé hién thi noi dung file. Mudn sira chita ndi dung
file thi ban phai huy thudc tinh read only nay. Khi thu muc c6 thudc tinh “read
only” thi ban khong thé tao m¢1/doi tén/xoa céc file va thu muc con cua thu muc.
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- Hidden (an): khi file, thy muc c6 thudc tinh 4n (hidden) thi n6 s& khong
duoc hién thi trong Windows Explorer. Cach hién thi file, thu muc an xem duéi

day.

2.2.1.2. Hiénthi tap tin, thu muc an

Trong Windows Explorer, chon menu File (& goc trai trén cia Windows

Explorer) = chon Change folder and search options

Frequent places
EI Open new window 4

E Open Windows PowerShell L4

i

[ | )
==
=1)
3
i
m
= :
o
o
m
=
=1}
3
o
i
m
[=1) 1
(-
™
=
|
=
=4
=
3
1541

| L= T-'= T C R = T [, TR =SSy Y Iy [ X T Y

O O S

Desktop

Downloads

Documents

Pictures

THI GV DG

B4l TAP THUE LOP KE TOAN 12
Chep Dia 11-9-14

4

Chep Dia Luan Van
giau+thy kt12
HTKK3.8.5

Mot hop thoai hién ra, ban chon thé View. C6 3 lyra chon vé an file, thu muc:

Folder Options

Folder views
You can apply the view (such as Detais or lcons) that
you are using for this folder to all folders of this type

[ Aepytofodes | [ Resetfoldes |

Advanced settings:
V] Display file icon on thumbnads

| Display the full path in the title bar {Classic theme only) 3
Hidden files and folders =

T A

| Hide extensions for known fie types
V| Hide protected operating system files (Recommended)

| Aways show menus o

V| Display file size information in folder tips ’
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- Show hidden files, folders and drives: hién thi cac file, thu muc, 6 dia, phan
ving c6 thude tinh an

- Hide extension for known file types: an di phin mé rong (dudi) cua tén file

- Hide protected operating system files: an di cac file dic biét (quan trong)
cua Windows.

2.2.1.3. Xem dung lrong 6 dia:

Click phai chudt tai o di ia can xem va chon Properties & Chon 16p
General = Xem cac thong s6 ctia 6 dia: Used Space (dung luong dia dé su dung),
Free space (dung luong dia con tréng), Capacity (tong dung luong cta 6 dia), kiéu
filesystem ctia phan vung 1a NTFES hay Ext, FAT32, ... Chung ta ciing c6 thé sta
lai nhan ctia phan vung.

- soft ([k) Properties x

Security Previous Versions CQuota Customize
General Tools Hardware Sharing

- R

Type: Local Digk

File system:  NTFS

. |zed space: 77.206.820.352 bytes 71.59GE

Free space: 120.438 400.000 bytes 112 GB

Capacity: 157 645 220 352 bytes 184 GB
Drive D: Disk Cleanup

[ ] Compress this drive to save disk space

Allow files on this drive to have conterts indexed in addition to
file properties

Cancel Aoy

2.2.2. Sao chép (Copy), di chuyén (Cut) tip tin hay thuw muc:
B1: Click chudt phai 1én d6i tuong = chon Copy (Cut).
B2: Chon 6 dia hay thu muc sé& chira d6i tuong.
B3: Click chudt phai chon Paste (Ctrl+V) dé dan.
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2.3. Tz_lo,‘d(z)i tén tap tin va thuw muc, thay déi trang thai va hién thi thong

tin vé tap tin
2.3.1. Tao, d6i tén, xo4 File va Folder

o Tao mét thuw muc méi (cip 1):

1. Mé 6 dia sé& chira thu muc cap 1.

2. Click chudt phai Ién viing tréng trén khung phai ctia cuia s6 Explore.

3. Chon New — Folder — G& tén cho Folder — An Enter.

Vidu: Tao mot thu muc mai c6 tén TINHOC trong 6 dia C:\, ta thuc hién
nhu sau:

1. Mo 6 dia C:\.

2. Click chudt phai 1én ving trong (ntra bén phai).

3. Chon New — Folder — G6 TINHOC — An Enter. Ta s&

c6 thu muc cap 1.

e Tao mdt thu muc méi (cip 2):
1. M¢ thu muc cip 1.
2. Click chudt phai 1én ving trong.
3. Chon New — Folder — G& tén cho Folder — An Enter.
Vi du: Tao moét thu myuc méi co6 tén THCB trong thu . pysrys

muc TINHOC, ta thuc hién nhu sau: = () TINHOC
, = ) THCE

1. Mo thu myc TINHOC. ’ £ M5_WORD
2. Lick chuot phai vao khoang trong (bén khung phai). ) THYP

3. Chon New — Folder.
4. GB THCB = An Enter. Ta s& c6 thu muyc cap 2.
Tao thu muc THVP gidng nhu tao thy muc THCB

Cha y: khi tao thu muc cép 3, 4, 5...giéng nhu tao thu muc cép 2.
e Doi tén tap tin hay thw muc (Rename)

1. Click chuét phai vao d6i twong can doi tén.

2. Chon Rename— G& tén mdi — An Enter (hodc 4n phim F2)
e Tao tap tin van ban don gian trong Windows:

B1: Chon vi tri s€ chura tap tin muén tao.

B2: Click chudt phai chon New = Text Document.

B3: Go tén tap tin >Enter. (Nhatky.txt)
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- Folder b "d}/ = Ij x __}‘ <

Shortcut
#2 - O @

“] Microsoft Office Access 2007 Database
& Bitmap image

7= Contact

27 Microsoft Word Document

“7  Microsoft Office Word 2007 Document
Journal Document

OpenDocument Drawing

OpenDocument Presentation

)y -
I

_||l_|.l' =y 5 g

OpenDocument Spreadsheet

View 4
Saort by 4
Group by 4
Refresh

OpenDocument Text

Bl =y

L

Microsoft PowerPoint Presentation
Microsoft Office PowerPoint 2007 Presentation

¥ L

=] Microsoft Office Publisher Document

@@ WInRAR archive Customize this folder...

Text Document @ Paste
] Microsoft Excel Worksheet Paste shortcut
“ ] Microsoft Office Excel 2007 Workbook Share with 4
BB WinRAR ZIP archive & Groove Folder Synchronization 4
Ej‘ Briefcase New 3
Properties

Chuay: Ta c6 thé khoi dong Microsoft Word tir ddy: Click chudt phai chon
New - chon New Microsoft Word Document - g0 tén - Enter.
(CADAO.doc)

e Tao biéu twgng (Icon) trén Desktop:
B1: M¢ thu muc chira tap tin chuong trinh hoac thu muc can tao Icon.
B2: Click chudt phai Ién doi tuong can tao Icon.
+ Chon Create Shortcut (tao Shortcut ngay trong thu muc dang mo).
+ Chon Send To = Desktop (tao Shortcut trén Desktop).
2.3.2. Thay doi trang thai va hién thi thong tin vé tap tin

La mot chuong trinh cho phép nguoi sir dung thao tac voi cac tai nguyén cod
trong may tinh nhu tap tin, thu muc, 6 dia...

Khéi dong chwong trinh Windows Explorer:

Click phai chudt 1én biéu tugng - Start = chon File Explorer.
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= | . = Drive Tools 313} = X
File Home  Share  View  Manage 2]
« v A > ThisPC > soft (D3 v|® | Searchsoft (D P
~ ABE Robotstudio KNN B EXCEL_NANG_CAO_20160522004404507500.rar
v s Quick access o
BAO CAO KE HOACH CV Phuong BEjfont.docx
I Desktop BC phuong 1 [ GTThuc HanhTHCB_THO17 - Copy.doc
¥ Downloads BX CTM13A1_7-8-2014 & 6TThuc HanhTHCB_THO1T - Copy.pdf
[£] Documents CAY THU MUC RobotStudio School Edition 5.13.02 5} GTThuc HanhTHCB_THO17.pelf

=] Pictures CHAU HK 1 2013 - 2014 SMRTNTKY B KesperskyTrislResetten2.3.00.rar
CHAU HK QU HK | 2014-2015 test mo hinh 0] KEVKAS ¢t
NAM 2016-2017 TUVEN [ KH_BC_THANG_5_2016

DE KTHM EXCEL

NAM HOC 2017-2018
AU HK 11 2012-2013

CHAU HK I 2013-2014

CHAU HK Il NAM HOC 2017-2018

xuly tin hieu so
BB [LinksVIP Net] vs2015 pro_enu.iso
$ 13 .GT Qi mang.rar
5 BAI TAP NHOM CNT15Azxlsx

i Local Disk (C) - Shorteut (2)

i Local Disk (C) - Shorteut

B NEW_20160527084238438480 rar
[E| QUEHUONG ¢

OneDrive
- CHAU HKI NAM HOC 2018-2019 B BaiTapbecelrar B SinhVien|T.Net---en_visual_studio_2010_ultimate_x86_dvd_509116.is0
v & Thispc CHAU HKIl 2016-2017 & BANG DIEMHKI 20/ f016_CNT15A1_HC s 5] solver.pdf
B 3D Objects CHAU HOC K111 2015-2016 % BANG_TONG_Hy? G_KY_-_2015.docx [ SOLEXPRADY x64_ENU.exe
[ Desktop CHAU HOC KY | 2015-2016 BeCar B THAO GIANG 2005201 3.rar
2] Documents Chup hinh e em-DS_du KTals i THUC TAP SU PHAM.doc
& Downlosds DE THI LAI BSUNG WORD.doc i van_kien dai_hoi Doan 2016.doc
D Music destop - Van_kien_DH_chi_doan_VC3 (da chinh sus).doc
document
[ Pictures dowload 8 chuong Th_3aho 2016.docx
B videos driver hp dmd 1060us 2] chuyen_de_solver,pdf
i Local Disk (C:) duliey {5 DANH SACH DU KT MTT17C2:xsx
> st (D) DU LIEU DESKTOP B DANH_GIA_NAM 2015 (moi).doc

= Local Disk (E)

GIAQ AN DIEN TU

& DANH_SACH_CAC_LOP_KHOA_15A_20160520083745784720 415

L
& CD Drive (G3) hinh @5 Docl.docx
KE HOACH CV @5 BINH DANG.docx
= Network KIS 2016 @15 DONDANGKY. docx
*4 Homegroup vz )
75 items =

+ Khung tréi: chira tén cac 6 dia va cac thu muc.

+ Khung phai: hién thi noi dung ctia muc dugc chon bén khung tréi.

o Click chon 6 dia bén khung trai dé hién noi dung cua thu muc géc bén
khung phai.

o Click tén thu muc bén khung trai dé hién ndi dung ctia thu muc d6 bén khung

phai.

o Click ddu miii tén (¥ ) dé dong cac thu muc con.

o Daumiitén ( = ) cho biét 6 dia hay thu muc d6 c6 chira cac thu muc

con.
> Thay d6i hinh thirc hién thi trén khung phai:

wt=| Medium icons

1== Details

EE| Extra large icons [&=| Large icons

st Small icons B List

1]

Sl Tiles 5= Content

Click chon menu View Lf“‘"””t trén
thanh cong cu va chon mot trong 8 hinh thure hién thi sau day:

= Extra Large Icons: thuong dung dé xem truéc cac File hinh.

= Large lcons: Hién cac d6i tuong' & dang biéu tuong 16n

= Medium Icons: Hién cic dbi tuong & dang biéu tugng vira

= Small Icons: Hién cac d6i twong & dang biéu twong nhod

» List: Hién céc ddi tuong ¢ dang li¢t ké danh sach.
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= Details: Liét ké chi tiét cac thong tin nhu tén (Name), kiéu (Type), kich
thuoc luu trit (Size), ngady gio tao hay stra (Modified).

= Tiles: hién thi cac dbi tuong & dang sép xép canh nhau.

= Content: hién thi mot muc nao dé trén mot dong cing véi cc thong tin
vé nd, chang han nhu ngay thay doi, kich thude, tac gia va kiéu.

> Sip xép dir liéu bén khung phai: Click chudt phai 1én ving tréng chon Sort
by va chon thur ty sap xép

= Name : Sap xép theo tén.

= Date Modified: Sap xép theo ngay thang tao sira.
= Type : Sap xép theo phan mé rong.

= Size : Sap xép theo kich thudc.

= Ascending : Sip xép theo céc folder theo thir tir ting dan
= Descending : Sap xép theo cac folder theo thtr ty giam dan
2.4. Chon, sao chép, di chuyén tap tin va thw muc
= Sao chép (Copy), di chuyén (Cut) tip tin hay thu muc:
B1: Click chudt phai 1én d6i tuong = chon Copy (Cut).
B2: Chon 6 dia hay thu muc sé& chira d6i tuong.
B3: Click chudt phai chon Paste (Ctrl+V) dé dan.
2.5. Xoba, khoi phuc tap tin va the muc
e Xoa tap tin, thu muc: Recycle Bin (thung rac) la thu myc cia Windows
dung chtra cac doi tuong bi xda.
B1: Click chudt phai vao dbi tuong can xoa.
B2: Chon Delete — Chon Yes. (Hoic chon cac ddi tuong can xoa rdi an
phim Delete trén ban phim).

+ Luuy:
- Khi xo4 Windows Explorer sé& hién thi hop thoai xac nhan xo6a. Click nat Yes
dé thuc hién x04, click No néu khong xo04.

Are you sure you want to mowve this folder to the Recycle Bin?

L
- KE HOACH CV

Date created: 19/01,/2013 7:26 CH

¥es - Mo
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- Céc ddi tuong bi xo04 theo cach nay duoc dua vao thung rac (Recycle Bin).
- Xoa hét tat ca dir liéu trong thung rac: mé thung rac chon File & chon Empty
Recycle Bin.
- Truong hop mudn xo4 hin d6i twong (khong vao thung rac) thi chon déi tuong
can xo4, an to hop phim Shift + Delete.
e Khoi phuc tap tin va thu muc da bi xoa

B1: Click chudt chon dbi twong can khéi phuc trong Recycle Bin.

B2: Click phai chudt vao dbi tuong can khéi phuc — chon Restore.
2.6.  Tim kiém (Search) tap tin hay thw muc

B1: Click nut Search trén thanh cong cul ;‘ Search
Search programs and files.
B2: Click muc For files or folders

B3 Néu muén tim theo tén File hay Folder, hay g0 vao day du hay mot
phan cua tén file trong hop thoai nhu hinh bén duéi xong An Enter.

hoac Start->chon

| (5]

% |

OXv @

& Q- @J/ » Search Results in Computer ¥

File Edit View Tools Help

Organize ~ Save search = O @
Searches might be slow in non-indexed locations: E\. Click to add to index... x
= Recent Places - =
— L CHAU HKI 2012-2013 PM
M Downlaads [@' cUsers\HUU TUYEN\AppData\Roaming\Microsoft\.. Ty o
M Desktop T
i CHAU HKI 2012-2013 PM L
3 Libraries C:\Users\HUU TUYEN\AppData\Roaming\Microsoft\. Tyl
“, Documents b CHAU HKI 2012-2013 Date modified: 12/24/2013 2:15 PM
& Music C:\Users\HUU TUYEN\Recent Type: Shortcut Size: 347 bytes
<% Pictures 3 CHAU HK 12013 - 2014 Date modified: 12/20/2013 9:14 AM
‘ Videos f C:\Users\HUU TUYEN\AppData\Roaming\Microsoft\..  Type: Shortcut Size: 356 bytes
™ i CHAU HKT12013 - 2014 Date modified: 12/20/2013 9:14 AM
Somputer C\Users\HUU TUYEN\Recent Type: Shortcut Size: 356 bytes
& Local Disk (C)
— " CHAU HK 12013 - 2014 Date modified: 12/20/2013 9:11 AM
> 3
= Ll C:\Users\HUU TUYEN\AppData\Roaming\Microsoft\.. ~ Type: Shortcut Size: 316 bytes
» E(E
[ <] BANG DK HTLTTGDHCM - CHAU Date modified: 12/19/2013 9:04 AM
& Newwork #I=| C:\Users\HUU TUYEN\AppData\Roaming\Microsoft\.. Type: Shortcut Size: 595 bytes
— CHAU HK I 2012-2013 Date modified: 12/19/2013 9:04 AM
= Al ,Allcare T THVER AnnPatat Baamina Micraen B Tume Sharteut Giva 212 hutar =
() 4litems
-
4
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= e S
& Uv @I/ » Search Results in Computer -[x] x|
File Edit View Tools Help (1 of EE D ?( = | S
Organize ~ Save search jE M JJ o
Searches might be slow in non-indexed locations: EX\. Click to add to index...
<+ Recent Places i il
.¢ CHAUHKI 2012-2013 Date modified: 12/24/2013 2:15 PM
¢ Downloads ﬂ B _ o c
C\UsersyHUU TUYEN\AppData\RoamingiMicrosoft\. ype: Shortcut Size: 307 bytes =
B Desktop l
.v CHAU HKI 2012-2013 Date modified: 12/24/2013 2:15 PM
 Libraries C\Users\HUU TUYEN\AppData\Roaming\Microsoft\.. ~ Type: Shortcut Size: 347 bytes
“. Documents. .t CHAU HKI 2012-2013 Date modified: 12/24/2013 2:15 PM
4. Music C\Users\HUU TUYEN\Recent Type: Shortcut Size: 347 bytes
= Pictures . CHAUHKI2013 - 2014 Date modified: 12/20/2013 9:14 AM
B videos CA\Users\HUU TUYEN\AppData\Roaming\Microsoft\.. ~Type: Shortcut Size: 356 bytes
= .+ CHAUHKI2013-2014 Date modified: 12/20/2013 9:14 AM
% Computer C\Users\HUU TUYEN\Recent Type: Shortcut Size: 356 bytes
& Local Disk (C)
soft (D) .+ CHAUHKI2013-2014 Date modified: 12/20/2013 9:11 AM
- £ ’ ﬂ C\Users\HUU TUYEN\AppData\Roaming\Microsoft\.. Type: Shortcut Size: 316 bytes
» E(E
ﬂj BANG DK HTLTTGDHCM - CHAU Date modified: 12/19/2013 9:04 AM
@ Network [ C\Users\HUU TUYEN\AppData\Roaming\Microsoft\.. ~ Type: Shortcut Size: 595 bytes
CHAU HK1I 2012-2013 Date modified: 12/19/2013 9:04 AM
X Al 8 lcars LI THVERD AnnPat=l Rasminm Micraco: ) Tuna Sharteut Siza: 213 hatac X
) 4litems
4

Cha y: Khi tim kiém: ddu * dai dién cho 1 nhom ki tu, dau ? dai dién cho
1 ki tu.

Vi du: *.doc 1 tim kiém tét ca cac File Word, 20?7 1 tim tit ca cac File,
Folder ¢6 tén 2007, 2017, 2027...

3. Str dung Control Panel
3.1. Khéi dong Control Panel

Control Panel 1a mot chuong trinh thiét 1ap lai cau hinh hé thong, thay doi
hinh thirc cia Windows nham thay d6i moi truong lam viéc cho thich hop véi
nguoi st dung.

+ KHOI DONG: Click nut Start=> Setting.

Cira so xuat hién:
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Windows Settings

3.2.

ta mudn chuyén vé tiéng Viét cho than thién va dé& sir dung.

| |: nd a setting

= L]

System Devices
Display, notifications, Bluetooth, printers, mouse Link your Android, iPhona
power

i= L O

og—
Apps Accounts Time & Language
Uninstall, defaults, optional Your accounts, email, sync, Speech, region, date Game bar, DVR,
features waork, family broadcasting, Game Mode

EI %
R/ /
Update & Security Search

&)

Network & Internet
Wi-Fi, airplane mode, VPN

®

Gaming

Privacy
Windows isn't activated. Activate Windows now.

Region and Language

#

Personalization
Background, lock screen
colors

-
1
wr
'~
Ease of Access

Narrator, magnifier, high
contrast

2 new notifications

Khi cai dat Windows 10 thi ngdn ngit mac dinh s& 1 tiéng Anh. Song néu

4+ Cai tiéng Viét, d6i ngon ngir cho Windows 10

Bwéc 1: Vao Start Menu va chon Settings.
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Settings

=

System
Display, notifications,

Apps
Uninstall, defaults, optional
features

.

Privacy
Location, camera

Weather

Windows Settings

| |:'*d a setting |

Devices
Bluetooth, printers, mouse

A

Accounts
Your accounts, email Syne,
work, family

N
R/
Update & Security

Windows Update, recovery,

] @

Network & Internet
Wi-Fi, airplane mode, VPN

Phone
Link your Android, iPhone

/

L
G

®

Gaming
Game bar, DVR,
broadcasting, Game Mode

Time & Language
Speech, region, date

0

Search
Lanquage, permissions,

Windows isn't activated. Activate Windows now.
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Bugc 3: Trong giao dién Time & Language - chon menu Region &
language bén trai, s& thay ngon ngir mac dinh dang la tieng Anh (English). D€
thém ngbn ngir nhan Add a language.

= Settings

5 Home

| Find a setting P

Time & Language

B Date & time
I #F  Region & language

0 Speech

Region & language
Country or region

Windows and apps might use your country or region to give you
local content

| Vietnam v

Languages

You can type in any language you add to the list. Windows, apps
and websites will appear in the first language in the list that they
support

Add a language
+ guag

(E\ English (United States)
AT Windows display language

Related settings

Additional date, time, & regional
settings

Have a guestion?

Get help

Make Windows better

Give us feedback

Buéc 4: Xuét hién danh sach cac ngdn ngit > chon Tiéng Viét (Vietnamese

(G Settings

Add a language

| [Fype a language name...

Setswana
Setswana

Slovenc¢ina
Slovak

toloKEYT

Standard Moroccan Tamazight

audlp

Tamil

FICE

Tigrinya

YkpaiHcbka
Ukrainian

Y36ekua
Uzbek (Cyrillic)

Cymraeg
Welsh

i 55065)6
Sindhi (Arabic) Sinhala

Slovenski AarjelSaemiengiele
Slovenian Southern Sami

Svenska o

Swedish Syriac

Tatap Senth

Tatar (Cyrillic) Telugu

Turkce Turkmen dili

Turkish Turkmen (Latin)
Hornjoserbscina Py

Upper Sorbian Urdu

O'zbekcha Valencia

Uzbek (Latin) Valencian

Wolof TEn6

Wolof Yi

Saa Mkisll
Skolt Sami

Espafiol
Spanish

Touumkn
Tajik (Cyrillic)

5:@&]

Tibetan

np
Thai

LESELIEY
Uyghur
Tiéng Viét
Vietnamese

Yoruba
Yoruba

Buréc 5: Sau d6, ngdn ngit chon s& xuat hién mé myc Language > nhan Set
as default dé dat lam mac dinh
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& Settings =
& Home Region & language
| Find a setting | Country or region Related settings
Additional date, time, & regional
Windows and apps might use your country or region to give you settings
Time & Language local content
Vietnam v
B Date & time | Have a question?
Get help
I #F Region & language
Languages
Q Speech Make Windows better

You can type in any language you add to the list. Windows, apps
and websites will appear in the first language in the list that they
support

Give us feedback

+ Add a language

()., English (United States)
Windows display language

(T, Tieng Viet
A Language pack available

Set as default Options Remove

Buéc 6: Click chon Options va Download dé tai g6i ngon ngir vé.

4 Luu y: Néu khong nhin thay tiy chon Download, hdy bt cap nhat
Windows 10 Ién, bang cach lam theo budc 1 nhung chon Enable thay vi Disable.

« Settings =
& Tiéng Viét

1 ?
Language options Have a question?
Get help

Installing

——
Speech (4 MB)

Download

Keyboards

Add a keyboard
4e Y

{] Vietnamese
QWERTY

Buéc 7: Khi qua trinh tai hoan tat s& xuat hign dong chir Will be display
language after next sign-in dudi ngoén ngir ticng Viét.
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< Settings - (] X

§53  TIME & LANGUAGE | Find a setting P
1 i

Date & time
Languages

Speech Add a language to read and type in that language

f{+ | Add a language

Tiéng Viét
A Wil be display language after next sign-in

Setas default Remove
Q). English (United States)
AF Windows display language

Related settings

Additional date, time, & regional settings!

Buwdéc 8: Cudi cung, ding xuat va dang nhap lai Windows nira la xon

]
P B3, PanenDikukhién » MoiKhodn myc Pa-nen Ditu khién » Hé thdng v O | TimbémPonenDibu kit P
Tép Soan Xem Céngeu Trogivp
(7]
8 Ba o A $ a ’ "
h;nlz‘g @y cla Pa-nen Didu Xem thdng tin cd bin vé may tinh cla b"q, -
9 Trinh quin by Theét by 8an Windows | & Thiet a3t = =
{ indows 10 Pro
¥, et e sz 53 VUNG & NGON NGU
@ 8o véhéthéng © 2015 Microsoft Corporation, All ngh
© Thiét dit hé théng chuyén sy i .
2 - Qudc gia hodc ving
86 by Intel(R) C
Bonhodd chidit (RAM:  400GB | \Windows va céc Ung dung c6 thé sif dung qudc gia hodc viing cla
Loai hé thdng: Hé ddu b bandémﬂgdl)(hobannbidung cuc b
8t va Chan Khéng cd [ S
Y v
Thigt it tén miy tinh, vung va nhom Uer
Tén may tinh: Hoc-Desh
Tén diy A6 cha miy tinh: Hocoesﬁ = .
M6 th méy tinks Ngén ngl
Nhém lm wéc WORKGRY

Thém ngdn ngiz d€ doc va nhap bang ngdn nglr 46
Kich hogt Windows {

Thém n ngll
Windows dugc kich hoat  Doc cac Dil + e

1D Sén phim: 00330-80000-00000-AA%
8o mit v Bio trl (Y), Tiéng Viét
AT Ngén ngi¥ hién thi trong Windows
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3.3. Devices and Printers
3.3.1. Céach thém may in

Vao Start > Settings - Devices > Printers & scanners = click vao nut
“Add a Printer or Scaner” dé thém may in hoac may quét, ciing nhu dé tim kiem
cac may in gan do, cho du chdng duoc noi vai may tinh hay duoc két noi vai
mang.

L Sethings - | X

G Home Printers & scanners

| Add printers & scanners

Devices ‘ + Add a printer of scanner

B8 Bluetooth & other devices
I > Printers & scanners Printers & scanners

- % Brother HL-L2340D series Printer
J Mouss Default

E2 Typing % Fa

Céach thém may in trén may tinh

3.3.2. Cach dung trang in thir nghiém

Vao Start = Settings = Devices = Printers & scanners = nhap vao nut
“Manage” = click chon “Print a test page”.

m Brother HL-L2340D series Printer

Manage your device

Printer status:  Default

Open print queus Set as default

>l

Chon In thir
3.4. Programs and Features
G& bo phan mém trén Windows 10
+ Cach1
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Bwéc 1: Vao Start Windows, xuat hién danh sach cac tng dung ban da
cai dat trén may

Life ot & glen

Q@

o a glance
ad el
w MINEL RN

Deawbomd POF  Protos va‘y“ -

e .

Bud6c 2: Bam chudt phai vao ang dung can g& bo, chon Uninstall

Life at a glance

Q) XDCK LIVE

o
[a MbeTae S S

Snagit 13

Unpin from Start Skype Editor

Resize

€ gl w

More

Microsof Uninstall Excel 2016 Word 2016

Adobe
Photoshop C...

Buéc 3: Bam Uninstall dé xac nhan viéc g& bo. Phan mém sé duoc ty dong
go bo ra khoi may tinh
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Life at a glance

ref .
@ B  reECERe

Drawboard POF  Photos Minecraiay ™, *

This app and its related info will be
uninstalled. _'.’_

Uninstall

LO dién ngudi viét dién van
tr biét cho Obama ﬁ

0B Store

4+ Cach2

S

Skype

&

Excel 2016

Adobe
Photoshop C..

S

LE

Word 2016

Adobe Media
Encoder CC

Vao Start > Settings > Apps = Apps & features = chon chuong tinh can

g0 bo = Uninstall
4. M@t s6 phan mém tién ich
4.1. Phan mém nén, giii nén tap tin

4.1.1. Phin mém nén

WInRAR la phin mém hd trg nén va giai nén file higu qua voi nhiéu tinh
nz"mg cao cap. WinRAR 5.80 ho tro ,hﬁu hé,t cac dinh dang nén pho bién bao
gom: RAR, ZIP, CAB, ISO, ... véi toc do rat nhanh chong.
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R .
1w Archive name and parameters

General  Advanced Options

Files Backup Time  Comment

Compression method

Mormal

Dictionary size
4096 KB

Split to volumes, size

Archive name Browse...
| CHAL HET MH 2019-2020.rar e
Mau M&c dinh Update mode
Profiles... Add and replace files w
Archive format Archiving options
(JrAR  (@RARg (7P [ ] Delete files after archiving

[ ] create 5FX archive

] create solid archive
= []add recovery record
[ Test archived files
[Lock archive

e Set password. ..

Cancel Help

4.1.2. Giai nén tap tin

X)

Click chuot phai file can giai nén - chon Extract files...

ABE Rebotstudio

avast! sandbox

BAOQ CAQ KE HOACH CV

BX

CAY THU MUC

CHAUHK | 2013 - 2014
CHAUHK | 2014-2015

CHAU HK | NAM 2016-2017
CHAU HE | NAM HOC 2017-2018
CHAUHK 11 2012-2013

CHAUHK 11 2013-2014

CHAU HK Il NAM HOC 2017-2018
CHAU HE Il NAM HOC 2019-2020
CHAU HEI MAM HOC 2018-2019
CHALU HEI MNH 2019-2020

CHAL HKIl 2016-2017

CHAL HKIl 2018-2019

CHAU HOC KI 11 2015-2016
CHAUHOCKY | 2015-2016

Chup hinh

DE THI LAl BSUNG

Open
. | Shred file/folder
hin B Open with WinRAR
KE HOACH CV

KIS 2016

] ract Here

KNM

B8 Extract to CHAU HKI NH 2019-20204
Phuong
phuong 1 Fu Quétvirus

RobotStudio Sch Kiém tra danh tiéng trong KSN

Fu
test ma hinh Vs Kaspersky Application Advisor
TUYEN 2
THW1
THWZ

®U ly tin hieu so

Share
Open with...

Restore previous versions

& [LinksVIP.Net] v Send to

B 13.67fri man Cut

{15 BAI TAP NHOM Copy

Q BaiTapExcel.rar
& BANG DIEM HKI
BANG_TONG H(  Delete
EBC.rar Rename

Create shortcut

D cd key visual 201 Properties

2 CHAU HKI NH 2urs=zvzvrrar

Triwong Cao dang Cong nghé va Du lich

42



Gido trinh Tin hoc Van phong

4.2. Phan mém diét virus

Phan mém diét virus 1a mot trong nhitng ing dung can thiét nhét trén moi
hé théng. Ly do 14 béi vi cac loai virus, malwares va trojan ngdy cang c6 xu huéng
phat trién rat nhanh va nguy hiém hon nén ngudi ding ciing quan tim va tim cho
ho nhiing lya chon bao mat tdt nhét cho hé théng ctia minh trudc cac cudc tn
cong trén hé thong mang.

Tuy nhién van dé phat sinh & day chinh 13 ngay cang c6 nhiéu phan mém,
chuong trinh diét virus mién phi duoc "ra doi", do d6 viéc lua chon phﬁn mém,
chuong trinh diét virus nao tot nhit maéi 1a didu quan trong.

Cac phan mém diét virus mién phi tot nhat trén may tinh nhu: Bitdefender
Antivirus Plus, Kaspersky Anti-Virus, Webroot SecureAnywhere AntiVirus,
McAfee AntiVirus Plus, ESET NOD32 Antivirus, Norton AntiVirus Plus, Trend

Micro Antivirus+ Security, Emsisoft Anti-Malware, F-Secure Anti-Virus,
Malwarebytes Premium, Sophos Home Premium.

5. Sir dung Tiéng Viét
5.1. Cac bd ma tiéng Viét

Unicode, TCVN3, VNI la 3 bang ma thong dung nhat, ngoai ra con c6 cac
bang ma nhu BK HCM, Vietware, VIQR... Tong cong c¢6 khoang 14 bang ma
tieng Viét khac nhau.

G® UniKey 4.2 RC4

Bigu khién -
Bang mé; Unicode e 3 Bong

. & o
Kicu go: TCVN3 (4BC) @ Kétthic
. . WHI Windows
Fhim chuyen: VIQR
Vietnamese locale CP 1258 4L WM& ring
Unicode td hop

- . UTF-2 Literal
@ Hwéng dan |NCR Decimal
NCR Hex |
r Unicode C String

XUTF-8
WISCI

VRS

BK HCW 2
BK HCM 1
Wietware X
Vietware F

5.2. Céch thic nhap tiéng Viét

~Co nhiéu cach gd ddu thanh trén may tinh khac nhau, trong d6 3 kiéu phod
bién nhat 1a VIQR, VNI va Telex.
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Diu | Dau
Dau| Dau |Dau | Dau| Dau | m moc | Chir | Chir | Xoa

2 i

Kieu | ‘o<¢ | Huyén | Héi | Nga | Ning ciaA| cia | A | D | ddu
EO | UO

VIOR | ’ ? ~ n * ( dd -

: aaee | uw
Telex | s f r X J aw | dd Z
00 ow

5.3. Chon phan mém nhap tiéng Viét

Céc phan mém gd tiéng Viét trén may tinh hiéu qua nhét hién nay nhu:
Unikey, Vietkey, GoTiengViet, EVKey, GoTiengVietFx, FVIK, TocKyVNKey,
VTKey.

6. Chuyén d6i dinh dang tip tin

- Dinh dang file 1a mot cach thirc luu trir va ma héa. N6 gitp ta xac dinh
nhiing gi ma ta ¢ thé lam duogc gi voind va phan mém nao c¢6 thé ma nod.

- Hay thur lién tuong, mdi dinh dang glong nhu mdi mét ngon ngir khac nhau
va chi c6 mot sb nen tang va ung dung cu thé méi c6 thé hiéu no. Boi khi, dé mo
mot file, ban s& can phai chuyén d6i n6 sang mot dinh dang ma nén tang hoic tng
dung ta dang str dung hd tro.

Vi du, mot file van ban xir Iy trén macOS khéng thé hoat dong trén mét chiéc
may tinh Windows 10. Hay mot trang web yéu cau ta tai 18n mot bic anh va yéu
cau mot loai file cu thé. Trong nhimng trudng hop nay, ta s& can nho dén su tro
gilip cua cac (ng dung can thiét.

- Ngoali ra, ta cling c6 thé luu nhiéu file voi nhiéu dinh dang khac nhau dé st
dung cho moi phan mém ta mudn. T4t nhién, khong phai luc nao ta cling co thé
str dung phan mém ban dau tao ra file ndy. Thé nén, ta s& phai st dung mot phan
mém chuyén doi. Va viéc str dung phan mém nao lai phu thudc vao loai file ma
ta mudn xir 1y.

C6 cac dang chuyén ddi sau:

- Chuyén déi video
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- Chuyén d6i hinh 4nh

- Chuyén dbi 4m thanh

- Chuyén d6i vin ban
1
-——>
PDF DOCX

7. Da phuong tién
- Pa phuong tién 1a két hop thong tin nhiéu dang khac nhau va cac thong tin
do c6 thé dugce hién mdt cach dong thoi.

- Vidu:
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+ Khi giang bai, thiy c6 gido vira ndi vira dung phan (bat) viét hodc v& hinh
1én bang.
+ Trong sach giao khoa gém c6 ndi dung chir, tranh, ban dd, am thanh, anh
dong, doan phim (video clip)...

8.  Sir dung may in
8.1. Lwachen may in

- May in mot vat dung tré nén pho bién khong thé thiéu trong cong viéc hang
ngay tai van phong, cong so, gia dinh.

- May in trén thi truong hién nay rat da dang vé chung loai, miu m3, thuong
hiéu,... Rat nhiéu ngudi tiéu dung thuong dit nhitng cau hoi ban khoan nhu “Cach
lwa chon mua may in pht hop?”, “Mady in loai nao tét, gia thanh ré?”, “May in
nao pht hop véi cong viée van phong?”, “Thuong hiéu may in 14 tét nhat”..

8.1.1. Chung loai may in

Trén thi trudng hién nay c¢6 3 dong may phd bién gdm: may in laser, may
in phun, may in kim. Vi moi loai déu c¢6 nhimg tinh nang khac nhau vi vay tuy
thudc vao muyc dich nguoi st dung dé lya chon duge mot chi€éc may in ung y nhat

8.1.1.1. May in laser

- May in laser st dung cong ngh¢ laser déi inra gidy hoat dong dya trén nguyén
tac dung tia laser dé chleu 1én mot trong tir, trong tir quay qua 6ng muyc (co tinh
chat tir) dé muc hut vao tréng, glay chuyén dong qua trng va muc dugc bam vao
gidy, cong doan cudi cung 1 say kho muc dé muc bam chit vao gidy trudc khi ra
ngoai.

- May in laser chia 1am 2 loai 1a may in laser trang den( don sic) va may in
laser mau.

- Dong may in laser voi tbc d6 in cao, ban in sic nét, hoat dong lién tuc, tiét

kiém chi phi sir dung,.. 1 lva chon hang dau cho cac doanh nghiép, co quan, gia
dinh.
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e

8.1.1.2. May in phun

- May in phun la dong may in sir dung k¥ thuat in phun la ky thuat in truc tiép
ma cac khuon in khong can phai tiép xtic voi bé mit in, chiing st dung cac giot
muc nho thong qua phan dau in ma dau in sé& di chuyén lién tuc trén bing truyén
cho dén khi qua trinh in 4n hinh anh dugc hoan thanh.

- May in phun chia lam 2 loai 12 may in phun trang den va may in phun mau.
Tinh ndng may in phun dem lai in nhu in bién quang cdo, in dia, in nhan, in
thi¢p,... vo1 chat luong ban in cuc cao, dién nang tiéu thu thap, do linh hoat cao

8.1.1.3. May in kim

- May in kim 1a may in hoat dong theo kiéu ma tran. May véi cAu tao kha don
gian va str dung dang muc dic biét khong gidng véi cac may in thong thuong khac
may in kim str dung dau kim dé in.

- Hoat dong cac kim duogc chim qua mdt bang muc va chim lén trén vé mait
gidy dé hién thi thong tin can in. My in kim chi ¢ thé in thé loai van ban, chit
viét, chtr khong thé in hinh anh, tranh v&.
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- May in nay thuong st dung dé in héa don trong cac cira hang, siéu thi, nha
hang v6i kich thudc da dang, véi gid thanh ré, chat luong ban in ro nét.

8.1.2. P6i twong sir dung va khong gian sir dung
8.1.2.1. Nhan vién van phong

- Cong vige van phong trong cac doanh nghi€p, co quan hang ngay thuong
gan lién véi viée st dung may in. May in dugc su dung trong dé cong viée in,
scan tai liéu, ching ttr, s6 sach,...

- May in dung trong van phong thuong la nhiing may in da nang su dung duoc
chtrc nang( scan, in, fax,..). Ngoai ra thiét ké may dep mat nho gon phu hop vOi
ban lam vi¢c. Mdy in thuong hoat dong thuong xuyén, chét luong ban in dep, toc
d6 in nhanh, khay chira gidy 16n gidy, két ndi mang,... gitip dap ung, ting hiéu
qua trong cong vigc.

8.1.2.2. Hoc sinh, sinh vién

- May in str dung chq cho hoc sinhq sinh vién thux‘)’ng phuc vu dé in tai liéu, bai
tap hodc nhiing bai thuyét trinh, bai ti€u luan nhom,..

- Mot chiéc may in ddy da nhiing tinh nang in trang den hodc in mau, scan,
copy s& 1a su chon phu hop nhit. Ngoai ra diéu quan trong thuong la Iya chon dau
tién ctia hoc sinh, sinh vién thudng nhimg san pham gia thanh ré chat luong, do
bén cao.
8.1.2.3.  Nhiép anh gia hogc cong viéc in anh

- Pdi v6i nhitng cong viéc chuyén biét nhu nhiép anh gia, thg chup anh yéu t6
lya chon chiéc mdy in 1a lya chon hang dau.
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- Céc dong may in phun mau hodc may in ¢é chirc nang in anh véi do phan
giadi vo cung cao cung voi kha nang tai tao mau sac dem tdi nhitng birc anh chan
thuc véi mau sac ruc rd voi muc in chuyén dung cho anh chat lugong cao.

- Cac dong may in phun mau, may in anh chuyén nghi¢p thuong tich hgp két
nbi mang LAN, Wi-Fi cho phép ngudi dung c6 thé in truc tiép hodc tir cac thiét
bi di dong vo cung tién loi.

8.1.3. Lua chon theo tinh nang may in
- Lua chon may in da nang
- Lua chon may in c¢6 tinh nang kép, in hai mat (Duplexing)
- Lua chon may in ¢6 d phan giai cao
- Lua chon may in co tbc d6 in nhanh
- May in trang bi man hinh cdm tUng
- May in véi khay chira gidy 16n
- May in co tich hop wifi
8.1.4. Thuwong hi¢u may in

Trén thi truong hién nay cé rat nhiéu nhiing thuong hleu may in noi tleng
trong nude va toan thé gidi. Trong d6 4 thuong hiéu mdy in ndi tiéng dugc nhiéu
nguoi dung tin tuéng lya chon: Brother, Canon, Epson, HP.

Bai tap ap dung
Bai tap 1: Thao tac chuot
1. Tré vao dong ho cua khay hé thong dé xem ngay gio trong mot hdp
ToolTip.
2. Click phai chudt trén thanh Taskbar = chon Properties sau do lick trai
chudt dé mo hop thoai Taskbar and Start menu Properties.

3.

+ Panh dau chon ™ Show Quick Launch: dé hién thanh Quick Launch
(khoi dong nhanh chuong trinh)=> chon OK.

+ Déanh dau chon M/ Shewthecleck - 48 hisn ddng ho hé thong trén thanh TaskBar
- OK.
4. Click dap chudt vao biéu tuong Recycle Bin dé hién thi cac tap tin d bi

X0a.
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5. Thay d6i hinh dang thiét bi chuot (Start > Setting Control Panel >

Mouse—> Pointers chon Browse...)
6. Chay chuong trinh Calculator
(chon Start > Program = Accessories = Calculator) thyc hién mot s6 phép toan
don gian sau: (cOng, trur, nhan *, chia /).
10/3*2 = 1234*2/3+321 =

7. Tap mé cac chuwong trinh trén man hinh nén va trong Programs (Start>

Programs...).
8. + Thay d6i anh nén ctia man hinh.

+ Sur dung chirc nang bao vé man hinh.

Bai tap 2: Thao tac trén chuong trinh vé (PAINT)

M¢ chuong trinh Paint (chon Start - Program->Accessories—=>chon Paint)
dé ve€ cac mau sau:

Bai tap 3: Tao tap tin don gian trong Windows: NOTEPAD

Mo chuong trinh NOTEPAD: chon Start = Program-> Accessories—> chon
Notepad Go ndi dung sau:

Cong cha nhu nui thai son
Nghia me nhu nuoc trong nguon chay ra...
Luu vin ban vao 6 dia (C hodc D hoic E...) v6i tén CONGCHA.TXT

(Cach Iuu: chon File> Save as, g6 vao khung Filename
D\CONGCHA.TXT)
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Bai tap 4: Tao cAy thw muc sau: (chon 6 dia tuy ¥, va cac thu muc dit tén khong
duoc trung nhau)

HOVATENSVHS
2007
CONGVAN1
CVTHANG1
CVTHANG2
QUYETDINH1
QDTHANG1
QDTHANG2
2008
CONGVAN2Z
QUYETDINHZ2
2009

m

Yéu cau:

1. Xoa thuy muc CVTHANGI1, CVTHANG2 va QDTHANG1, QDTHANG?2
2. Khoi phuc 2 thuy muc CVTHANG1 va QDTHANGLI vira bi xoa

3. Xo4 hin 2 thu muc CVTHANG2 va QDTHANG?2 trong thling rac

2 Recycle Bin

4. Sao chép CONGVAN2, QUYETDINH2 vio thu myc 2009 va doi thanh
NGHIDINH, NGHIQUYET

e Tao ciy thu muc sau

HOVATEN
TINHOCCANBAN
MSDOS
WINDOWS
TINHOCVANPHONG
EXCEL
INTERNET
P.POINT
WORD
LYTHUYET
THUCHANH

m

Yéu cau:

1. Dbi tén thuy muc HOVATEN thanh tén ctia hoc vién.

2. Sao chép thu muc INTERNET sang TINHOCCOBAN

3. Di chuyén thu muc WORD sang TINHOCCOBAN

4. Xo4a thu muc INTERNET trong thy muc TINHOCVANPHONG
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CHUONG 3: XU LY VAN BAN CO BAN
BAI 1: PINH DANG VAN BAN
Ma bai: C301
Gidi thi¢u
Dé soan thao mét van ban co nhiéu phan mém giip chung ta lam viéc do. Tuy

nhién phan mém Microsoft Word duoc sir dung phd bién va Microsoft Word la
phan mém xir 1y van ban pho bién nhat hién nay. Microsoft Word da trai qua rat

nhiéu phién ban,...Word 97, Word 2000, Word 2003, Word 2007, Word 2010,
Word 2013, Wor;j 2016. ,

Word cung cap day du nhat cac ky néng soan thao va dinh dang van ban da
dang, dé sur dung; co cac chuong trinh kiém tra, stra 161 chinh ta, go tat tim
kiém,... va mot so thao tac tu dong khac; co chirc ning tao bang biéu va sip xép
dir li€u, tron thu,...

Muc tiéu
* Kién thirc:
- Trinh be‘i‘y SO }uqc duoc mot sb kién thirc co ban vé van ban va xtr 1y van
ban, str dung phan mém Microsoft Word trong soan thao van ban;
- Trinh bay cac thao tac dinh dang van ban trong Word.
* Ky nang:
- Str dung duogc pl~1§n mém soan thao Microsoft Word dé soan thao dugc
van ban don gian theo mau.
* Nang lyc tw chu va trach nhiém
Van dung kién thirc dd hoc vao mén hoc tiép theo trong chuong trinh dao
tao..
Noi dung
1.  Khai ni€ém van ban va xir ly van ban
1.1. Khai niém vin ban
Vin ban 13 hinh thirc thé hién va tryyén dat b@fu}g ngon ngir viét trén cac chat
liéu chuyén mon, y chi cia mot chu thé toi chu thé khac nham muc dich thong
bao hay doi hoi d6i tuong tiép nhan phai thuc hién mot hanh vi nhat dinh dap ung
nhu ciu cua nguoi soan thdo, hay ndi cach khac van ban la mot phuong tién dé
ghi nhan, luu gitr va truyén dat cac thong tin, quyét dinh tir chu thé nay sang chu
thé khac bang mdét ky hi€u hay ngén ngir nhat dinh nao do.
1.2. Xir ly van ban
Xt Iy vian ban bang may vi tinh 1 thuc hién cac thao tac lién quan dén cac
cong vi¢c soan thdo van ban: gd (nhap) van ban, stra doi, trinh bay, két hop vai
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cac vin ban khac, loju trit va in vin ban thong qua cac chojong trinh ing dung hd
trg soan thdo van ban trén may vi tinh.

2. Swr dung Microsoft Word
2.1. Giai thiéu Microsoft Word
2.1.1. Mé, dong Microsoft Word
2.1.1.1. Mo Microsoft Word

wg word2016

— Céch 1: Start H —> chon All apps - chon

— Cé&ch 2: Click chudt vao biéu twong Search Windows ﬂ dé mo tur

WINWORD

Desktop = g6 - 4n Enter.

Sau khi khéi dong xong, man hinh giao dién cua Word c6 dang:

Dacument] - Word (Product Activation Failed)

File o
ade Cut - te =iz .. lE=s= | A P Find -
| = TimesNewRo 14 -] A A" | Aa~ EoiErtE E=E 2l T AGBbC AaBbC: AapbCe seebcet AQB asescer 4aBbC 4aBbCr 5 Repiace
Cop ~| | fae
Paste . AL, AL B ==1=. Lo e o
Srormatpanter B I U-ax,x A-W-A-E=== 1= O-5 TNormal | TNoSpac.. Headingl Heading2 — Title Subtite  Subtle Em... Emphasis < [ o
Clipboard 5 Font Paragraph = Styles & Editing ~
H
L Z‘\‘i-\‘g‘l‘l-\-l‘\‘]‘I-A‘I‘S-W-G‘W‘T‘I-ﬂ-\‘9-\‘10‘\‘ll‘l-il-\‘ll‘l‘lﬂ‘l‘lf-\-is‘\‘17‘I‘lﬂ-\-19-\-lﬂ‘\‘ll‘l‘u-\-ﬂ‘\‘24‘\‘E‘Ialﬂ-\‘17‘l -
o
~
+
M
“
P
B
Page 10f 1 Owords  English (United States) = B - 1 + 100%

2.1.1.2. Dong Microsoft Word
- Cach 1: Click chon menu File = chon Close.

2 x .
- Cach 2: Chon biéu tuong . nam goc trén cung bén phai cua man hinh
Word, hodc an dong thoi phim ALT + F4.
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2.1.2. Giéi thi¢u giao dién Microsoft Word

2.1.2.1. Thanh Ribbon
~ Word sur dung h¢ théng Ribbon theo tab cht khong con sir dung menu truyén
thong nhu trudc nita. Ribbon chira nhi€u tab, va ta c¢6 thé tim thay cac tab nay ¢
gan phia trén ctra s6 giao di¢n Word.

B ©- 0 < Document] - Word
Insert Design Layout References Mailings Review View
L Calibri (Body) MR R TR
[ BIU-mx x| % Bl===|1= AaBbCcDe| AaBbCcDc
Paste i
N L A-Aa- A A .Q -8 q TMormal | Mo Spacing
Clipboard ra Font fa Paragraph M Styles

MBJi tab lai chira nhiéu group lién quan dén cac 1énh. Vi du, group Font trén
tab Home chtra cac 1énh chinh stra dinh dang van ban cho tai li€u van ban.

Document! - Word

Insert Design Layout References Mailings Review View

— Calibri (Body) e TR R i =

D B I U -abex, x* & === AaBbCcDe AaBbCcDe

PavstE | A - aly .& - Aa- | A A .Q .. '_'ﬁ"l q TMormal | Mo Spacing
Clipboard ra Font Fa Paragraph I Styles

Ngoai ra mot sd group khac c6 thém biéu twong mili tén nhé & goc dudi
cung bén phai, khi click vao bi€u tugng miii t€n d6 s€ hién thi thém nhicu tuy
chon khac nhau.
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Document! - Word

Layout References Mailings Review View

Calibri (Body) h
M S o D oo o AaBbCcDc AaBbCcDc
F'a'ste ¢ A A - Aa- TMormal | Mo Spacing
Clipboard ra Font Ta Paragraph a Styles
L ]'"""'g"""'l"'I%ontl{ﬂtrHD]

Customize your text using advanced
|~ — 2 font and character options to give it
the exact look you want.

—

il

You can add a variety of styles and
asesessnses | COlors to your text, as well as visual
effects, like strikethrough,
superscript, and all caps.

2.1.2.2. Quick Access Toolbar

N::iqm trén thanh Ribbon, Quick Access Toolbar ciing cho phép truy cap cac
Iénh pho bien ma khdng can phai chon tab. Theo mac dinh, Quick Access Toolbar
hién thi cac lénh nhu Save, Undo va Redo, nhung ta c6 thé thém cac 1énh khac
vao néu muon.

Dé thém Iénh vao Quick Access Toolbar, ta thuc hién theo cac budc dudi
day:

Budc 1. Click vao biéu tuong miii tén dang tha nam goc bén phai Quick
Access Toolbar.

B Calibri (Body) ~ |11~ A
Pastt ¢ B I U -abex X

Clipboard = Font

Budc 2. Chon Iénh mudn thém vao menu.
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Customize Quick Access Toolbar

ke Mew

& Calibri (Boc = v i
pen

F'avste w B I U o 5=

Clipboard T Ermnail

L Quuick Print 1

- Print Preview and Print
: Spelling & Grarnmar
v Undo
+ Redo

Draw Table

Touch/Mouse Mode

More Commands...

- Show Below the Ribbon

Buéc 3. Va lénh sé dugc thém vao Quick Access Toolbar.

D Calibri (Body) ~|11 - A

Paste i B I U ~abe x, X°

-

Clipboard ra Font

2.1.2.3. Ruler

“Ruler gitip cho viéc diéu chinh do chinh xac cua tai li¢u d& dang hon. Néu
muon, ban cd thé an Ruler dé khong gian man hinh thoang hon.
* Céach hién hoic an Ruler
Click chon tab View = tich chon Ruler dé hién hoac an Ruler.

H = Eﬂr! = Document] - Word

File Home Insert Design Layout References Mailings Review i @ Tell me

l:zl |:| @gswcf:ne 1Ru|er Q [?:n Dﬂnef‘age DE E

; Grldllnes EE Multiple Pages .
Read = Print  Web Zoom 100% Mew Arrange Split
Mode Layout Layout Mavigation Pane {El Page Width Window  All
Views Show Zoom
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2.2. Thao tac véi tap tin Microsoft Word

2.2.1. M& mot tip tin 6 sin

- Céch 1: Click chon tab File - Open.

- Cach 2: Nhép chudt tai biéu tuong mo

Browse (hoic 4n Ctrl + O)

trén thanh Quick Access -

Hép wi Open X
thoai Open Uk « soft (I6) » CHAUHKINH 2019-2020 » v 0 Search CHAU HKI NH 2018-20... @
X ‘A Organize * Mew folder =2+ [
xuat hién. : . 0
@& OneDrive Name Date modified Type ~
Trong cua
ong cu B This PC DE CSDL THAM KHAO 16/12/20193:23 CH  File folder
) 1 This
A - DE KTHM CSDL 2371272019 10:00 SA  File folder
SO) Ch(-)n - D ObjECtS 2" . : NES T8 A i
= [123doc] - bai-tap-lon-mon-co-so-du-li..  06/12/2019 28:33 54 PDFFile
thu’ muc I Desktop 5| BAI TAP 1 CSDL.docx 30/11/20193:50 CH - Microsoft Word C
|ﬂ Documents {Z| BAI TAP CSDL VE CAC PHEP TOAM TAP ... 08/11/20 Microsoft Word C
(trong ; Downloads W) Bai Tap SOL Server quén Iy ban hang.doc  17/12/ Microsoft Word 9
J’ Music 5 Bai tap SOL _ktra lan 1.docx 310 Microsoft Word C
khung =/ Pictures {05 BANG_CAM_KET_CA_NHAN_2019_CHAU... 28/11/ Microsoft Word C
L 0 Ok m Vid 5| BAO_CAQ_KET_QUA_CAM_KET_CA_NH..  05/12/ Microsoft Word C
ideos
i BB_BAN_GIAO_VAT_TU_PHONG_MAY 3. 10/12 Microsoft Word 9
R o Local Disk (T3) T N . )
[ CAU_HOI_DAPAN_CSDL_2019.docx 20112 Microsoft Word C
in)—>chon ) . o
= [5 CD_CNTT 2019.docx 07/11; Microsoft Word C w
tén File o LocalDisk (E] v < ’
A 5 9 File name: “ v| All Word Documents (*.doce*.c v
can mo
Tools = Cancel
an Open.

2.2.2. Tao mot tap tin maéi
- Cach 2: Click chon tab File & chon New (hodc an t6 hop phim Ctrl+N).

- Céch 2: Nhip chudt tai biéu tuong " trén thanh Quick Access.
2.2.3. Luu tap tin

- Luu File van ban véi tén méi:
+ C1: Nhén vao tab File > chon Save.

+ C2: Click chon biéu,tuqng Save & trén thanh cong cu truy cap nhanh
—> chon Browse (hodc an phim Ctrl+ S) xuat hién hop thoai duédi day cho

phép luu.
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wd Save As
Ui » This PC » Documents » v Search Documents 2
Organize = Mew folder Bz - o
CHAUHKINH2 A Name odified Type

Chuong 3

Visual Studic 2015 0974354  File folder

E Microsoft Word Visual Studie 2010 15/053/2019 11:14 54 File folder
Virtual Machines 02/11/20017 244 CH  File folder

@ OneDrive tong-hop-bai-tap-word-bai-tap-thuc-ha..  27/08/2018 1:31 CH  File folder
B This PC SOL Server Management St 20/06/2019 424 CH  File folder
“J 30 Objects Set do béo mix chin V.. Ei_-’C'.-"_-'EC"I 3 33554  File folder

=
-

S0472018 252 5A File folder

04/06/2017 1:50 CH  File folder

My 150 Files

Deskt:
B Desktop My Data Source,

Documents

o £ >
File name: | docx w
Save astype: | Word Documnent (*.docx) e
Authors:  Le Tien Duat Tags Addatag
[] Save Thumbnail
A Hide Folders Tools  ~ Cancel

- Luu File van ban da c6 tén: vao menu |Fi|e - chon Save| Word s€ tu dong
luu don van ban ma khong hién hop thoai Save As nhu trén.

- Luu vén ban dang soan thao v&i mot tén khac, chon [File>Save As (An phim
F12).

2.2.4. Dong tap tin

. .2 x , R . n . 5 ‘ .
- Click chon biéu tuong . phia trén cung bén tay phai ctra s6 (hoac an to
hop phim tat Alt + f4) ctra s6 xuat hién nhu bén dudi.

Microsoft Word

Want to save your changes to Document1?

If you click "Don't Save’, a recent copy of this file will be temporarily available.
Ledrn more

Don't Save Cancel

2.3. Pinh dang van ban
2.3.1. Pinh dang van ban (Text)
Nhirng nat thwong dung trén thanh Ribbon
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B | Chit ddm Times New Ro - | | Chon ki€u chit
I Chit nghiéng 1 - Chon ¢0 chir
u | Chir gach chan A - Mau chit
D Chen bang € - Huy b6 thao tac soan thao

Xem bo cuc van ban trudc

Cén thang 1€ trai doan van

q Khi in B ban.
¥ Chdi quét dinh dang = Can gitra doan van ban.
N S = Cian thang 1¢ phai doan
- | Hién/an duong vién = anrlang ©p '
van ban.
_ . | Tao s6 chi myc va dau chi e Can thang hai mép 1&
| muc B doan van ban.
a x . e hd \
= cut =3= Dich doan vin ban tir
E% —_——

Copy 2 , , = ,
" (Cat, sao chép, dan van ban

phai—> trai (trdi - phai)

2.3.1.1. Chon Font chiz (kiéu chir)

— Chon doan vian ban can thay ddi Font chit.

— Click chudt phai = chon Font (hodc Ctrl + D) = chon nhém Font dé
chon Font chir.
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Font Advanced

Font:
Times Mew Roman

Sylfaen P
Symbol

Tahoma

Tempus 5ans ITC

Times NewRoman i

Font style:
Regular

Italic

Bold
Bold Halic

Font colon Underline style: Underline color:
Automatic L [none) W Automatic
Effects
|:| Strikethrough |:| Shadow |:| Small caps
[] Double strikethrough  [_] Qutline [] Al caps
|:| Superscript ngbnss Dﬂidden
|:| Subscript |:| Engrave
Preview
nhom

Set As Default

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

Cancel

+ Muc Font: chon kiéu chi.

+ Muc Font style: chon Dang chir (dam, nghiéng)

+ Muc Font color: chon mau chir
+ Muc Size: chon ¢& chir

+ Muc Underline style: chon dang nét gach chan...

+ Muc Effects: tao hiéu ing cho chir.

- Superscript: tao chi s6 trén A2 (hodc an dong thoi phim Ctrl+shift+ = )
~  Subscript: tao chi s6 dudi Az (phim Ctrl+ =)
~  Huy bo Iénh tao chi s6: thuc hién lai cc thao tac trén.

= Chon OK dé két thuc, chon Default mic dinh Font cho Word mdi khi khéi

dong trang Word mdi.
2.3.1.2. Chén ky tu dac biét

Ky tu dic biét 1a cac ky tu khong nhap duge tir ban phim, dé chén ta 1am

nhu sau:

— Chon Menu Insert = chon Symbol - Chon More Symbols...
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— Tai hop Font: click chon Font chir chira ki tu dac bi€t nhu Symbol,
Windings, Webdings, ... = chon ki tu can chén = chon Insert dé chén ki tu ra
ngoai.

Vidu: 6B

Symbols  Special Characters

| Font: |wingdings w
B <ided a0 & | & o [==s|a s
= =HEEHEEEREREERE
NEBEREEENREREERERE
EEENEERRREEEEENES
Recently used symbols:
2> =|(N|o|n|S|d|/p|Tg a|v M )| II

Unicode name:

Wingdings: 32 Character code: |32 fram: | Symbol [decimal| ~

AutoCorrect... Shortcut Key... Shortcut key:

2.3.1.3. Sao chép van ban
— B1: Chon doan vin ban can sao chép.
— B2: Click chudt phai > chon Copy hoic chon biéu tugng (Copy) > &

— B3: Click chudt vao vi tri can sao chép ti.

s
— B4: Click chudt phai = chon Paste hodc chon biéu tuong (Paste) > h
2.3.1.4. Di chuyén vin ban

— BI: Chon doan vin ban can di chuyén.

— B2: Click chudt phai = chon Cut hoic chon biéu tugng (Cut) > &
— B3: Click chudt vao vi tri can chuyén t6i.

il
— B4: Click chudt phai = chon Paste hodc chon biéu tuong (Paste) > N
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2.3.2. Pinh dang doan van ban
2.3.2.1. Binh dang doan (Paragraph)
Menu Layout - Paragraph

e Xac dinh 1& cta doan vin ban trong muc Alignment
General + Left: DOng thing mép 18 trai cho doan vin ban.
i + Right: Déng thang mép 1& phai cho doan vin ban.
+ Centered: lay tam 14 giita hai 18 trai phai.

+ Justified: Dong thang ca 2 mép 18 trai phai

e Xac dinh d¢ Iui cua doan van ban trong muc Indentation

Indentatian + Left: LOi doan van ban tinh tir mép trai cua 18 x
Left: tem %] centimeter (cm)
Bioft: bem  ©]  + Right: Lui doan vin ban tinh tir mép phai cua 1& x
cm.
Vi du: lti doan van ban vao 1cm
Special: By + First Line: 1ti dong dau tién clia doan vin ban

tinh tir mép trong cta 18 trai x cm
+ Hanging: 1ui toan b doan vin ban trir dong dau
tién ciia doan van ban tinh tir mép 1€ trong 1€ tréai.

4

First ling % |1cm
oy

Firsk line
Hanging

Vi dy: 1ui dong dau tién cta doan van ban vao lem
= Gian khoang cach giira cac doan
Click chudt vao dong trén cing cia doan vin ban can gidn khoang cach,
chon
+ Before :Dat khoang cach giira doan van ban dang chon so vdi doan
van ban trén no.
+ After : Pat khoang cach cach gitta doan van ban dang chon so véi
doan van dudi nd.
= Gian khoang cach giira cac dong trong doan
Chon cac dong can gidn,vao Menu Page Layout = Paragraph = muc Line
Spacing = chon kiéu tuy ¥ (hodc chon biéu twgng 47 trén thanh Ribbon)
Single (dong don): Khoang céach giita cac dong bang 1 dong.

=+

1.5 lines: Khoang céach giita cac dong bang 1.5 dong.

=+

Double: Khoang cach giita cac dong bang 2 dong.

=+

At least: Khoang cach tdi thiéu gitta cac dong.
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+ Multiple: Khoang cach téi da giita cac dong.
+ Exactly: Khoang cach chinh xac gitra cac dong.

Indents and Spacing  Line and Page Breaks

General
Alignment: Left A
Dutline level: | Body Text A Collapsed by default
Indentation
Left: Ocm sSpecial: By:
Right: Ocm = (none) W =
[] Mirror indents
Spacing
Eefore: bpt = Line spacing: Al
After: opt single ~ =

|:| Don't add space between paragraphs of the same style

Preview

Tabs... Set As Default Cancel

2.3.2.2. DPinh dang Bullets, Numbering
—  Céch 1: Chon biéu tuong trén thanh cong cu Ribbon

-

+ Chon s0 chi muc =

-—
—

+ Chon diu chi muc =
— Céch 2:
+ Dit con trén doan can danh diu dau doan

+ Click chu6t phai chon Bulleted hoic Numbering, hop thoai xuét hién:

> Thiét 1ap dau chi muc: chon Bulleted
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i=-i=-52- =32 2l T [aaBbed A
Bullet Library =
MNone ® D u *‘ ‘:’

>|[ v

Document Bullets

e O (= - S D

-+ O g+ -

(]l o = e — =

° e ®© » - ¢

+ 7 -

@ | 4 o ) e 4

Define Mew Bullet...

v Chuay:

- Pé chon dau chi muc khac ta chon Define New Bullet = chon Character
(chon ki tu dac biét) > trong cira sO Define New Bullet chon Symbol (webdings,
wingdings..) dé chon dau chi muc thich hop.

- Néu chon Picture (ddu chi muc 13 nat anh)
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Define Mew Bullet

Bullet character

Symbaol... Picture... Eont...

Alignment:
Left L
Preview

L
L
L

Cancel

> Thiét 1ap s6 chi muc: chon Numbered
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=rn =2= 2l 9 [AaBbCd .
< MNumbering Library mll
1. 1)
Mone 2. 2)
3 3)
. A a)
Il. B. b)
0l C. c)
a. i.
b. ii.
C. iii
Document Number Formats
1. a. i
b. ii.
C. iii
I. 1 1.
2 2 2
3 i

Define Mew Mumber Format...

2.3.2.3. Thiét ldp diém daing tab

~ Caéch 1: Tao diém ding Tab tir thanh thude Ruler

- Céch 2:
B1: Pua con tro vao vi tri can diat TAB
B2: Bim vao nut Paragraph trén tab Home =>» Chon Tabs
B3: Tai muc Tab Stop Position:
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G6 diém dirng ciia TAB

position: Default tab stops:

s

1.27 cm -

Tab stops to be cleared:

Alignment
(®) Left () Center () Right
() Decimal () Bar
Leader
®) 1 None Oz 03—
Oa__
Set Clear Clear All

B4: Tai muc Alignment chon kiéu diém dimg Tab

® Left: Néu mudn can thang mép trai tai vi tri diém ding.

® Center: Néu mudn can thang tir giita ra hai bén lay

diém dimg tab lam tam.

® Right: Néu mudn cin thang mép phai tai vi tri diém dimg.
B5: Tai myc Leader chon dang hién thi Tab:

® 1 None: Chon khong ®© 3 - . Chon kiéu
c6 duong dan. dudng nét dut.

®  2...... Chon kicu =~ ®4 :Chon kiéu dwong nét
duong cham. lién manh.

B6: Chon Set dé thiét 1ap~> Chon OK

B7: Hién dudong TAB thi ta 4n phim TAB trén ban phim.
e Xoa cac diém dirng Tab

B1: Dat con tro tai dong hodc chon cac dong can xo4 tab.

B2: Vao Menu Home nhom Paragraph = chon Tabs.
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B3: Chon diém TAB muén xo4, chon Clear xoa duong Tab dugc chi ra
(néu chon Clear All thi tit ca cac dudong Tab dang chon s& dugc xoa hét).

Hoic c6 thé xoa duong Tab trén thanh Ruler bang cach click chudt 1én diém

1.1 1200 13, o o
Tab trén thudce do kéo roi nha chudt dé bo.

2.3.2.4. Pinh dang khung va nén (Borders and Shading)
~ Pinh khung vién vin ban
Buée 1I: Chon doan van ban can tao duong vién, vao tab Home >
thi danh sach cac dang dudng vién.
GIAQ_ TRIMH_TIN_HOC_45 - Word

GMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

-4 A A A B is-is-Sne & 2 T g4 Ag 111 . L1111, AaBbCi Aal

e X, X QA-W-A = === 12 Do T2TMI1 T3TMII1 T4TMIT11 TSND Bac
Font P Paragraph Bottom Border Styles
1 fa 1 2 3 4 5 [ 7 Top Border 12 13 14 15 o~
““““““““““““““ s = Left Border
B1: Dit con tro tai dong hodc Right Border | tab.
B2: Vao Menu Home nhom Pa i3 NoBorder i
B3: Chon diém TAB mudn xc F Al Borders rong Tab dugce chi ra

(néu chon Clear All thi tit ca cdac ..

Qutside Borders

_ on sé& duoc xod hét).
Inside Borders " )

Hoidc c6 thé xod duong Tab tré Inside Horizontal Border 11 click chudt 1én diém

4 Inside Vertical Border

e o412 13 - . . .
Tab = trén thude do kéo r

2.3.2.4. Dinh dang khung va né ling)
i— Horizontal Line
Biwroe I: Chon doan vian ban M Draw Table n, vao tab Home >
- =2 = T oy =2
> o
nh.om Paragraph > chon biéu t.l,}'(_mg EE View Gridiines r ), Word sé hién
thi danh sach cac dang duong vién. D) Borders and Shading..
FHS O B =
) Timestien®a -[u | & 47 da : = 09y ¢ LLL . LLLI AaBbC: AsBbCel AaBWCel | o
o r e A - | &-EI | T rmem mmn 180 sl Y

Buwoce 2: Chon céac lya chon trong danh sach trong thé Border.
~ No Border: khong tao dudng vién cho doan van ban.

All Borders: tao duong vién trong va ngoai doan van ban.

Outside Borders: tao dudng vién bén ngoai doan vin ban.

Inside Borders: tao duong vién bén trong doan vin ban.

Bottom Border: tao dudng vién bén dudi doan doan vin.

Top Border: tao dudng vién bén trén doan vin ban.

Left Border: tao duong vién bén trai doan van ban.
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~ Cé&ch 1: Chon doan van ban can td6 mau nén, chon tab Home > nhém
Paragraph, chon biéu tuong Shading (Q ™), Word hién thi danh sach céc

mau nhu sau:
v R

T2TM11 T

Theme Colors

Standard Colors

Mo Color

id‘i More Colors...

~ 6 thé click vao More Colors dé chon thém cac mau phu hop.

1

=l

b

=1
n

Colors
Standard | Customs
Colors:

o

o= |

Cancel

— Click chon OK dé két thuc t6 mau nén cho van ban.
- Cach 2: Chon doan van ban can td6 mau nén, chontab Home >

nhém Paragraph > chon 1énh Borders and Shading (== -

) > chon Borders

and Shading, Word hién thi hop thoai Borders and Shading > chon tab

Shading.

Aoply to:
Paragraph

[ =
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Fill: chon mau nén.
«  Style: chon kiéu t0.
«  Color: chon mau cho kiéu to.
Preview: hién thi két qua mau nén twong Gmg sau khi chon cac dinh dang.
*  Apply to:
Paragraph: ap dung cho ca doan van ban.
Text: chi ap dung cho phan vin ban duoc chon.

Click chon OK dé két thiic t6 mau nén cho vén ban.

- Ké khung trang vin ban (Page Border)
Cach thuc hién

- Chon thé DESIGN
- Chon Page Borders trén nhom 1énh Page Background

3 Lﬁ \ Borders and Shading - x|
)/ ]
Page Border | Shading

Borders
WS

etting: yle: TEVIEW
Watermark Page| Page - - .

- Color % Borders A
None

Click on diagram below or

use buttons to apply borders
Page Background PRy

(=2}
o
=
|

Shadow e

D Color:

3-D

= Automatic v
;..H

custom | | 35 pt .
- iy v
none] v Options...
ok Cancel
- Setting: Chon loai ké khung
+ None: Loai bé viéc ké khung
+ Box: ké khung dang hop
+ Shadow: K¢ khung dang c6 bong
- Style: Chon loai nét ké khung - Color: Mau nét ké khung
- Width : B¢ day nét ké khung - Art : Ké khung véi cac hoa tiét c6 san

- Apply to: Pham vi ap dung cho viéc ké khung.
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2.3.3. Kiéu dang (Style)

Style trong Word gitip ban dinh dang vin ban mot cach dong nhat, ting tdc
qua trinh dinh dang van ban, dong thoi v0i viée st dung Style ban c6 thé tao muc
luc tu dong mot cach si€u nhanh. Bai viét dudi day hudng dan cach tao va sir dung
Style trong Word 2016.

Vi du day la van ban tho so vira tao xong can st dung Style:

3 SO TS TRy

El H - & - GIAO_TRINH_TIN_HOC_45 - Word ? H - A %
HOME IMSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT ¢
¥ |Times Mew Roman 14 < iz iz elioe EESE i
Oey B 1u-wmxx & ==== 1= 1.1. As LIL . 1111 | ™
Paste ¢ A . A-na- KA Do b0 T2TM11 T3TMITT T4TM1117 || Editing
ICIipbc-ard Fu Fant T Paragraph T Styles T L l
L 201 200304 RN - R 9.1 10 101 1201 1301 14 1 150 1 1 07 ) 18 -
1ruong Cao dang 11en Glang Lrang.<

Gido trinh mén TIN HOC

| 2.3.3. Kiéu dang (Style)

Style trong Word gitip ban dinh dang vin ban mét cach déng n.he”{t? tang tbc
qud trinh dinh dang vin ban, ddng thii véi viéc st dung Style ban 6 thé tao muc
luc t d6ng mét cach siéu nhanh Bai viét dwdi day hwdng dan cdch tao va st dung
Style trong Word 2016.

Vi du d4y 14 viin ban thé so vira tao xong can si dung Style:

PAGETS OF 348 47645 WORDS [%  ENGLISH (UNITED STATES) 3

C6 thé sir dung Style c6 san trén Word bang cach kich chon céc kiéu Style
trong muc Home:
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B H S & - GIAD_TRINH_TIN_HOC_45 - Word T E - O X
HOME ~ INSERT  DESIGN  PAGELAYOUT  REFEREMCES — MAILINGS  REVIEW  VIEW Sign in
- X | Times New Roman 16 - = rimetioe EE -l %
s B 1u-mx,x # ===5 1=- AaBbCel AaBb( AaBbC . |
p":!" Ay - oA A . . _,:.v q Th3 Heading 1 | Heading2 |5 EdlEJng
Clipboard Fant I Paragraph [ Styles ] ~
= 1 & fa 2 3 4 5 6 ) 8 9 10 11 12 12 1 15 s 17 -
Gido trinkh mén TIN HOC
A
2.3.3.Kieu dang (Style) )
Style trong Word gitip ban dinh dang vin ban mét cach dong nhit, ting toc
qua trinh dinh dang van ban, dong théi vol viée sir dung Style ban cé the tao muc
o lue tir dong mot cach sién nhanh. Bai viét duoi day irdng dan cach tao va sir dung
Style trong Word 2016. )
Vi du diy la vin ban thod so vira tao xong can sir dung Style:
- BH % - GUAD_TRIFH_TIN_HOC_45 - Word T M - 0O X
HOME NSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT
™ ey K| Teres New Roman u s ELELNE EE M
B BT Yrax, x % F s 1.1, As LLI. . LLILL
p"‘_“* ¥ R-¥-A-ha- K a D - Bl q 1Tl 17N 1A | Hl’:mq
Chiphsard & Fank & Paragraph 5 Styler o a -

PAGETS OF 347 4 OF4Te44wWORDS [[E  ENGLSH [UNITED STATES) 83

Ngoai ra ban c6 thé tu tao Style riéng cho van ban ctia minh bang cach sau:

Bwoec 1:

Trong thé Home kich chon miii tén trong Style -> chon biéu
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gitp nguoi st dung gd nhanh va ding van ban, con cho phép ching ta chén cac
ky tu dic biét nhd cac biéu tuong bén dudi. Ta vao Insert = chon Symbol,
trong muc Font = chon Symbol (Wingdings, Webdings...) dé chén cac ky tu

dac biét vao van ban.
VerAaR LBTHNWILIOBR A Y ®O

Ta c6 thé nhdp vin ban bang chit thudng hay chir hoa tiy ¥ 16i sau d6 co thé
chuyén sang mot kiéu chir thich hop. Céac 1énh thuong dung trén van ban c6 thé
trinh bay nhanh bang cac nut 1énh trén thanh dinh dang (Formatting) nhu B dé
tao chir dam, I dé tao chit nghiéng, U dé tao chit gach dudi hay két hop ca 3 biéu
tuong d6 BIU. NGt Highlight dé tao mau nén cho van ban duoc chon vao nt
Font Color dé tao mau cho chit.

Ngoagi ra cogn cou cauc leanh khauc caau kyg hon phadi vago Menu Format

-> chon Font = trong muc Underline fiea trinh bagy nhé : Words Only chze gaich

daing soung. Cou thea taio cauc kiedu trinh bagy fiaéc biedt hon cho fioain van
ban fiad choin baéng cauc tuyg choin trong Effects: Strikethrough fed gaich
ngang thadnchd8. Superscript fied taio chae sod trean A% (hodc adn tod hdip phim
taét Ctrl + Shift +

). Subscript fied taio chae sod dooui H.0 (hoac aan toa hoip
). SMALL CAPS taio CHOO IN KHOA NHOU. ALL CAPS taio
CHOO IN KHOA BINH THOO@NG.

Soan thao cong thirc:

phim taét Ctrl +

1. ax’+bx+c=0

2. (at+b)? = a?+2ab+b?
H,SO4 + NaCl = NaySO4 + HCI3
Xz
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YEU CAU:

1. LOuvan ban voui tean FONT.DOC
2. Trinh bay vin ban theo dung mau.
Bai tap 2:
Thuc hanh cach dat diém ding Tab, gidn khoan cach doan, gidn khoan cach
dong.

UBND TINH TG CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG CP TIEN GIANG Déc lip — Tw do — Hanh phiic

PON PANG KY HOC

Kinh giri: KHOA KINH TE TONG HOP TRUONG CAO PANG TIEN GIANG

TOUTEN JAI et

SINhNQAY e NQUYEN QUAN ..o

Chuirc vu cOng tAc hi€n NAY: ..ooccvviiiiiiie i

DIEN thO@l: weveeiiiiiii e

Khi nghién ctru muc tiéu, ndi dung chuong trinh va quy ché hoc tap, can cr

vao diéu kién va kha nang hoc tap cua ban than, téi xin dé nghi truong nhan to61
du hoc:

T 0 D SRR SP U PP PPPRPUPRTTRPRIN

2. TROT GIAN: .eiiiiiiiccece e re e

3. Khoa hoc khai gldng NgAY: ....cccocvviiiiiieiieiiese e

T6i xin chap hanh quy ché hoc tap cia trudng dé ra.

My tho, ngay...... thang... ... nam... ...
NGUOI PANG KY

(Ky va ghi ro ho tén)
YEU CAU:
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1. Lou van ban voui tean DONDANGKY.DOC
2. Trinh bay vin ban theo dung mau.
Bai tap 3:

Thuc hanh chén céac ky tu dac biét, cach dat diém dung Tab, chén d4u chi muc

va s0 so chi muc, sao chép van ban (chu y: cac biéu tuong (, =, ¥, <~ nam trong

Wingdings)

VIEN CONG NGHE THONG TIN - PAI HOC QUOC GIA

TRUNG TAM TIN HQC PT
1. 98... 000000
2. 72 (11111
3. 89A-91B Tho Nhuém — Hoang Kiém — HN ( (04) 8.25540
4. 72 Pai C Viét — Hai Ba Trung — HN t (04) 9.745188
5. 32E Kim M4 - Cau Giay— HN ¢ (04) 7.66368
6. 252 Hoang Qudc Viét — Tir Liém- HN ( (04) 9.288288

PON GHI DANH

O DANH CHO VAN PHONG GHI

Nguoi phu trach ghi danh...........ooo i

Ngay g10 hoC ..covvveiiiiiiiiiicie, Khai glang ........ccoooviviiiii e

PHAN HOC VIEN GHI

HO va 8N (VI ChIT N .voviivireeeceeseteeeeeseece ettt
SINNNQGAY ..o, NOT SINN e

Vin hoa (Néu sinh vién thi ghi tén trurong)........cevveeeeveveeevensierieerssssesseeeeeeenens

Trinh d0 ngoai ngtt  OEnglish OFrench OChina

<> Vé sau hoc vién ndp anh mau 3x4 dé 1am bang tot nghiép
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<> Gidy chung nhan t6t nghiép (Khi chua c6 bang)

& Cam két:

2 Khong lay lai hoc phi du c6 bat ky 1y do gi.
£ Pong hoc phi ding thoi han quy dinh, néu tré s& bi trir budi.

1. Trinh bay vin ban theo ding mau va luu vao thu muc tr dit.

2. Chén ky tu ddc biét va sao chép cac ky tu trén néu chung bi 1ap lai (O,¢)

3. Né}l duong Tab qua ngin hodc qua dai thi ban hay stra lai (cach nhanh
nhat 1a stra trén thanh thudc do).

4. P6i1,2,3,4 6 trén thanh a, b, ¢, d.

Bai tap 4:
UBND TINH TIEN GIANG CONG HOA XA HQI CHU NGHIiA VIET NAM
TRUONG CAO PANG TIEN GIANG Péoc 1ap — Tu do — Hanh phic
GIAY XAC NHAN
Ho va té€n hoc sinh (SINh VIEN): ..oovuviiiiiiii i
Ngay Sinh: ..o, Gidi tinh: Nam [J Nir [
(01 1 DI T Ngay cap ............... NOL CAD v,
Ma truong theo hoc: (ma quy udc trong tuyén sinh DH, CD, TCCN) .........cco........
Tén trudng: Cao dang nghé Tién Giang
NEANK ROC: e
Hé dao tao: (Pai hoc, cao dang, day NZHE): .......covvveveerreeereiieeeeeseesssesses e
KROA: ....oovviiiiiiee e, Loai hinh dao tao: chinh quy
LOP i SO the HSSV ..ovveeesveeeeeeeeessesssesieniesesnenes
KINOA . bbb reas
Ngay nhap hoc .....ccoocevvveiiiiiennen, Thoi gian ra trudong (thang/nam)...................
(Thoi gian hoc tai truong: .............. thang)
- S6 tién hoc phi hang thang: ..........cccoevveveverrnnnne, dong.

Thudc dién:
- Khong mién giam [
- Giam hoc phi L]
- Mién hoc ]
Thudc ddi tuong:
- M coi O
- Khéng md coi O
- Trong thoi gian theo hoc tai truong, anh (chi) .oooocveeiiiiiii
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khong bi xr phat hanh chinh tr¢ 1én vé céc hanh vi: co bac, nghién hit, trom
cap, budn lau.

- S6 tai khoan clia truong .................. tai NZAN hang ........ccooovvviiie s
Tién Giang, ngay....... thang ....... nam........
HIEU TRUONG
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Gido trinh Tin hoc Van phong

BAI 2: THAO TAC VOI BANG BIEU
Ma bai: C302
Gidi thi¢u
Table trong Word 1a mot cong cy hitu ich trong Microsoft Word. Ngoai cac
chirc nang chinh trong vi¢c tao ra cac bang so lidu va phep tinh minh hoa, Table
con giap ban trinh bay van ban mot cach khoa hoc va dep mat.
Muc tiéu
* Kién thirc:
— Trinh bay dugc ndi dung vin ban trén bang biéu.
* Ky nang:
~ Tao dugc bang bicu va hiéu chinh theo ding mau. ,
- U’r}g dung bang biéu dé tao ra bang danh sach, bang di€ém, va mdt s6 bang
bic¢u khac.
* Nang luc ty chu va trach nhiém:
- Van dung kién thirc da hoc vao thuc té cong viéc minh lam.
Noi dung
1. Tao bang

D¢ thyc hi¢n chen bang bi€u vao van ban ban thyc hi¢n theo cac budc sau day:

Buoc 1: Bat con tro chudt tai vi i )
tri can chén bang biéu __IINSERT
Buée 2: T thanh cong cu Ribbon | LD‘ L— ' =]
nhap chon Tab INSERT va tim toi B | P'ctures Online Shapes SmartArt
nhom Tables. Nhap chon biéu Insert Table stions
tuong Table trong nhém nay. || I O O O

, 3 . N |
- Tao bang bang cach lgya chon OCoOC0O0000n
cdu tric ¢ san: Trong muc Insert N |
Tile b i chyen it & | £
chon cau truc bang man minh can OCOC0O00000
tao, voi sd hang, cot 1a sd cac 6 | O
vuong nhé dugc chon trong danh ER Insert Table.
sach. 4 Draw Table

- Tao bang bang hop thoai Insert Table: Ban con c6 thé thay doi cdu trac bang
biéu bang cach nhap chon muc Insert Table... HOp thoai Insert Table xuat hién
nhu hinh dudi day:
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Insert Table ?

Table size

MNumber of columns: 5

MNumber of rows: 2
| AutoFit behavior
(® Fixed column width: |Auto =

D AutoFit to contents Chén bﬂ_ﬂg

() AutoFit to window

[] remember dimensions for new tables

ot |

+ Number of columns: Sé cot ciia bang
+ Number of rows: S6 hang trong bang

+ Fixed column with: Tao bang ma do rong cac cot cd dinh theo mot gia tri.

+ AutoFit to contents: Tao bang ma dd rong cac cot phu thudc vao ndi dung

cac cot do.

+ AutoFit to window: Tao bang ma do rong cac cot dan déu theo do rong

ctia kho gidy.

+ Remember dimensions...: Luu lai dinh nghia cAu tric bang cho lan tao

tiép theo.

2. Cac thao tac v6i bang

2.1. Luwa chon 0, dong, cot, biang:
4+ Luwa chon mét 6 (Cell)

Pé lua chon mdt Cell ban ¢6 thé thuc hién theo mot
trong cac cach sau day:

Céch 1: Nhip chudt chon téi 6 can lya chon trén
Table.

Cach 2: St dung cong cu trén thanh Ribbon bang
cach nhap chon Tab Layout - Select - Select Cell.

- Lwa chon mjt nhom cac Cell: Dé lya chon mot
nhém 0 trong bg’lng l?iéu ban nhap chudt tai vi tri dau tién
gitr ro1 di chuyén dén dich.

4+ Luwa chon mjt hang

s B B

Select View Propertig
Gridlines

Select Cell
Select Column
Select Row

Select Table

‘EEEE,

Pé lya chon mot hang trong Table ban c6 thé 1am theo mét trong cac

cach sau day:
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Céach 1: Di chuyén con tré chudt t6i vi tri dau tié cua hang can lya chon, khi
con troé chudt déi thanh hinh miii tén mau trang ban nhap chudt trai.
Céch 2: Str dung cong cu trén thanh Ribbon bang cach nhap chon Tab
Layout->Select > Select Row.
+ Lua chon cot:
Dé lua chon cot trén Table ban cé thé thuc hién theo mot trong cac cach
sau day: q ‘ 7

Cach 1: Di chuyén chuét toi dinh cua cdt can lua chon, khi con tr6 chudt doi
thanh miii tén tré xudéng mau den, ban nhap chuot trai.

Cach 2: Sir dung cong cu trén thanh Ribbon bing cach nhip chon
Layout->Select - Select Column.

+ Chon toan by Table:
Ban c6 thé lya chon toan bd bang bang mot trong cac cach sau day:

Cach 1: nhap trai chudt vio biéu tugng 4

phia phai trén cta Table.

Cach 2: Chon Tab Layout trén thanh cong cu [ W )
Ribbon tim t&1 nhom Table chon biéu tugng Select sau séleét e Proip E;i}e
do nhdp chon Select Table. BN Gridlines

B Select Cell
B Select Column
FH Select Row
[[l] Select Table
2.2. Thao tac véi cot, dong TABLE TOOLS
2.2_1_ Thao tz’lc V()’i c@t DESIGN LAYOUT
+ Thém cot i ;;‘; € -;i‘
Pé thém cot vao bang ban lam theo cac budc sau: Insert Insert Insert Insert
i . Above Below Left Right
Budc 1: nhap chudt tdi vi tri can thém cot trén Rows & Columns -
bang.
Buoc 2: Thuc hién theo mot trong hai cach sau
day:
+ Tu  thanh  Ribbon chon  Tab

LAYOUT->Rows & Columns chon —>Insert Left
dé thém cot bén trai vi tri con tré hién thoi hodc
chon Insert Right dé thém cot bén phai vi tri con tro
hién thoi.
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+ Nhép phai chuot di chuyén t4i muc Insert chon Insert Left dé thém cot bén
trai vi tri con tro hién thoi hoac nhap Insert Right dé thém cot bén phai vi tri con tro

hién thoi.

] Insert Above
( m Insert Below
€1 Insert Left
E2 Insert Right
[ |Calibri(Bo ~ (11 ~| A" A7 = - iZ - m- G-
: B I =3 - A - &~ i~ & Insert Delete

+ Xoa cot
Pé x6a cot khoi bang ban lam theo cac bude
Sau:
Buoc 1: nhép chudt chon t&i cot can xoa trong
bang.
Buoc 2: Thuc hién theo mdt trong céc cach sau
day:
+ Nhip chon Tab LAYOUT > Rows &
Columns—> Delete > chon Delete Columns.
+ Nhip phai chudt chon Delete Cells. ..

Hop thoai Delete Cells xuét hiép tich chon muc
Delete entire column roi nhap Ok.

a ~
Delete Cells [ D ||

Shift cells Jeft
Shift cells up

Delete entire row

@) iDelete entire column:

[ OK ] [ Cancel

2.2.2. Thao tac véi hang

+ Thém hang
Dé thém hang vao bang ban lam theo céc bude
sau.

Buéc 1: nhap chudt t6i vi tri can thém hang
trén bang.

Triwong Cao dang Cong nghé va Du lich

X

Delete

-

> Delete Cells...

¢ Haff

[

Delete Columns

Delete Rows

I

Delete Table

&» Paste Options:

e -
= L
@ Define
Synonyms >
Fal’g Translate
€, Search with Bing

Delete Cells...

] split Cells...
TABLE TOOLS
DESIGN LAYOUT

t ; ] ]
€ -+

U L&J e e
Insert Insert Insert Insert

Above Below Left Right

Rows & Columns M
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Buoc 2: Thuc hién theo mdt trong hai cach sau
day:
+ Tu thanh Ribbon chon Tab LAYOUT, - Rows & Columns:
e Insert Above dé thém phia trén vi tri con trd hién thoi.
e Insert Below dé thém hang phia dudi vi tri con trd hién thoi.

+ Nhép phai chuot di chuyén téi muc Insert
- Insert Above dé thém hang phia trén vi tri con tro hién thoi
=>» Insert Below dé thém hang phia dudi vi tri con tré hién thoi.

Calibri (Bo ~ |11 ~| A" A7 1= ~ i= ~ II]' F)s'

B I = akr . A - T ~ i v & Insert Delete

] Insert Above
m Insert Below

-
€] Insert Left

e =

3 Insert Right

+ Xoa hang

Pé xo6a hang khoi bang ban lam theo cac budc sau:
’ < A \ \ A r 5 x r
Buoc 1: Nhap chudt va hang can x6a trong bang. . ¥
. Delete Insert Insert
Bugc 2: Thuc hién theo mot trong cac cach sau day: v Above Below
Z 2x  Delete Cells...
+ Nhap chon Tab Layout, = Rows & Columns =
delete Col s
> Delete>chon Delete Rows. g% Deiche Lo
=X Delete Rows
—;( Delete Table
Synonyms >

+ Nhip phai chudt chon Delete Cells. ..

Eg: Translate
Q. Search with Bing
Delete Cells...

plit Cells...

("2

Border Styles >

,_
=
b 4

Text Direction...
Table Properties...

Hyperlink...

ST

New Comment

Hop thoai Delete Cells xuét hién tich chon [ Delete celis | 2 ]
muc Delete entire row r6i nhap Ok.

() Shift cells left
(") Shift cells up
@ iDelete entire row:
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2.2.3. Thao tac voi 6 (Cell)

4+ Thém Cell: Bé thém mot Cell méi vao bang
ban chon t6i vi tri can thém roi chon nhu hinh

bén:

Hop thoai Insert Cells = Shift cells right dé thém
mot Cell bén trai vi tri con trd hién tai, chon Shift
cells down dé thém Cell phia dudi vi tri con tré hién
thoi.

-
Insert Cells

() Insert entire row

(") Insert entire column

J |

+ Xoa Cell: Dbé x6a mdt Cell ban chon téi Cell
can xo0a roi thuc hién theo mot trong cac cach sau
day:

+ Nhiap phai chudt chon Delete Cells. ..

Hop thoai Delete Cells xuat hién nhu hinh bén:

Chon Shift cells left dé x6a Cell bén trai vi tri con
tré hién thoi, chon Shift cells up dé x6a Cell phia
trén vi tri con tro hién thoi, cudi ciing nhap Ok dé
thuc hién.

TABLE TOOLS

DESIGN LAYOUT

i RH & ER
Insert Insert Insert

Above Below Left
Rows & Columns

Insert
Right

”
Delete Cells @‘g

I Shift cells up
() Delete entire row
' Delete entire column

Cancel

| o |

] ]

Tu thanh cong cu Ribbon nhip chon Tab LAYOUT Trén nhom cong cu cua table
tim t&1 nhom 1énh Rows & Columns, nhap chon biéu tuwong Delete\Delete Cells...

Hop thoai Delete Cells xuét hién ban lam tuong tu nhu cach trén da trinh bay.

% Cut
ll—]x Emy

Delet =
ev = y Paste Options:

g £
<= fr‘

LS

> Delete Columns Delete Cells
=< Delete Rows % Merge Cells
3 Delete Table Border Stvies

TABLE TOOLS

DESIGN LAYOUT

[ 1 [ I ; T J [ HH ]
I ]t ] | ]
Split Split
Cells Table

Merge

Merge
Cells

+—
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4 Gop Cell: Trong thuc té rat nhiéu treong hop
ban phai gdp cac Cell lai khi trinh bay van ban,
cach thuc hién nhu sau:

+ Chon nhém Cell can gop

+ Nhép phai chudt chon Merge Cells. Hoic nhip chon
Tab LAYOUT trén thanh Ribbon - 1énh Merge—>
chon nat Merge Cells.

X j
- DESIGM LAYOUT
Paste Options:
-k ke
-iJ I
) ._ ) Merge Split Split
Delete Cells Cells Cells Table
Merge Cells Merge
Border Styles

+ Tach Cell: Ngoai viéc nhap cac Cell lai voi
nhau ban cling c6 thé tach chung ra thanh nhic¢u
Cell khac nhau. Cach thuc hién nhu sau:

+ Chon 6 cén tach

+ C1: Chon Tab Layout trén thanh cong cu
Ribbon, & nhém 1énh Merge = chon Split Cells.

+ C2: nhip phai chudt chon Split Cell

Trieong Cao dang Cong nghé va Du lich
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DESIGN LAYOUT
Ee =
B
Split Split
Cells Table
Merge
ELE
DESIGM LAYOUT
Split  Split
Cells Table
Merge
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1 [ 1 P4 ) L O | 3 n 2 w

E i Merge Cells D )::ste()ptiom: Merge
Border Styles 0
I8 Define
4 Tich Cell: Ngoz "™ " Cell lai véi
nhau ban cling c6 thé ™* "™ hanh nhiéu Cell
khac nhau. Cach thye ' —

+ Chon 6 Cﬁn téCh Delete Cells

+ Cl: Chon Tab L:¢ fedesvies » cOng cu
Ribbon, 2 nhém lénk i "= Pt Split Cells.
g Table Propesties
+ C2: nhdp phai chg wpenm “ell
= . J New Comment
Tirnc'.Ne\-;N A A== Ai- 7.7«'
B I =%-A-0-110~ & Inset Detete
1

Biang mot trong hai cach trén hop thoai Split Cells xuét hién nhu hinh bén:

e Number of columns: s6 cot can tich [ Split Cells et
e Number of rows (s hang can tach).
e Cudi cung nhap Ok dé hoan tat.

Number of columns: 2

Number of rows: 1

Merge cells before split

‘ [ OK ] [ Cancel ] ‘
e — _j

Luwu y: Ngoai tach cac Cell trén Table ban con c6 thé tach mot bang thanh mgt bang
khac cach thuc hién nhu sau:

- Chon tdi vi tri cAn ngit thanh bang méi
- Trong Tab Layout - chon nhém Merge = chon Split Table.
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3.

EHS O- GIAO_TRINH_TIN_HOC_45 - Word TABLE TOOLS
[ HOME  INSERT  DESIGN  PAGELAYOUT — REFERENCES  MAILUNGS ~ REVEW  VEW  DESIGN  LAYOUT
b select~ D’ D Merge Cells §Height: [032em  © | HE Distribute Rows gB8a AH @ ’%l
fEEE View Gridlines . o IEt oot | rt et Inoert ESpntchs bt | — BEE Tat ol "
) Draw Eraser Delete Insert Insert Insert Inse uteFit  E \width: |474em | FF Distribute Columns e o
B Properties Table Above Below Left Right 0 Split Table - e El'El & pirection Margins
Table Draw Rows & Columns [} Merge Cell Size IF} Alignment
L 2 @ L 1 2 3 4 SplitTab\e 8 9 10 11 12 13 14
7] 3 4 A Split the table into two tables,
khac cach thuc hién nhur say seitheblente wo bl
The curtent row vill become the
first f th tabl
= - Chon t6i vi tri can ng ‘v erthenayebls

- Trong Tab Layout trén thanh Ribbon tim t¢i nhém Merge > chon Split Table.

u]

Béni sau khi tach

Sao chép, di chuyén va xoa bang

3.1. Dat lai thugc tinh cho Table

Trudc khi di chuyén can chinh sta lai thudc tinh cho bang néu khong khi
di chuyén hodc sao chép bang khong ¢ dung vi tri. Chudt phai vao bang -
> Table Properties dé thiét 1ap thudc tinh cho bang:

L 5-|-4v|-3-|-2-|-1~|5Arial -li6 -~ A A- « E] r‘ 1:10: 1 +11. 1 0120 1 130 - 14. VEESENE
":" B I =3 - A~ :<‘I,_)‘ v &4 v Insert Delete ‘
; 1. Thl"SJI M INguy<ir vans v

2] n X Cut .

i) : ‘hi cac mén hoc

= E® Copy

% & Paste Options: Mén Van M6n Héa

5 A_L‘ ;D

7 et 78 9.7

@ Insert >

; 3% Delete Table -

= 2. Thi s Bf Distribute Rows Evenly

:— FH Distribute Columns Evenly

3 Border Styles , hicac mén hoc

- AutoFit * | Mén Van Mon Hoa

b} “A ext Direction...

; Caption... 7.8 9.7

- EE} Table Properties... IL

& L7 New Comment

Hop thoai xuét

hién Igya chon tab Table

-> trong muc Text

wrapping kich chon None -> OKnhu vdy khi di chuyén hay sao
chép table sé ¢ dung vi tri dat con tré chudt va khong lam thay doi cau tric

van ban:
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Table Properties ? ot
| Table Bow Column Cell Alt Text
i
Size
DPrEferrEdyidth: 0cm + | Measurein: |Centimeters
Alignment
Indent from left:
£ == H osm 2
Left Center Right
Text wrapping
None Around F d
EBorders and Shading... Options...
] Cancel

Néu truong hop chon Around khi sao chép bang lam thay doi vi tri va ndi dung van ban:
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Table Properties ? >

!
| Tahle Ronar Coluwmrn Cell Al Text i
i o

Size

Dprererltﬂyiﬂth: 0 o = PAEELLIFE ir Ceantimelerns
Alignment
Indent from left: [
E Ed H|josm [

Left Center Right
Test wrapping
Hane Araund

Borders and Shading... Options...

- Sao chép, di chuyén bang
Chon A - toan bg ban
>chon ‘STT HQ VA TEN Home: .

—>Chon copy

dé sao 1 Thai Oanh chép bang

—Chon Cut

dé di 2 Thé.l Anh [< hoa chuyén bang

3.2. Sao chép, di chuyén bang

Dé sao chép, di chuyén bang ta thuc hién cac budc sau:
- Budc 1: Nhay chudt vao 6 vuoéng chira miii tén 4 chiéu trén bang:

1 3 10 1

¢di 15 Thai Anh Khoa

3.2. Sao chép, di chuyén bang

Dé di chuyén bang t6i vi tri khac thue hién nhay chudt vao
tén 4 chiéu trén bang:

STT Ho va tén
1 Lé Thanh Thanh
2 Nguyén Hong Anh

- Budc 2 Thyc hién sao chép van ban ta chon 1énh Copy theo 2 cach sau:

Céch 1: Bam phai chudét >Copy (sao chép)/ Cut (di chuyén)
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13

18

19

(=1
~

ST

PAGE 108 OF 329 12 OF 46224 WORDS

Times New Roi ~ |14 ~ A AN

=w-a-2-El-

nsert Delete

Emx (Copy SaO Chép

E> Delete Table

. <
x| cut | Di1chuyen

- Anh

Paste Options:

-
™
J

Insert »

ng

BF Distribute Rows Evenly

Hiéu 1 Distribute Columns Evenly
- Nh:i  gordersuies » nhap dir liéu cho
|']]1 A AutoFit > .

= p ]Jﬁ Text Direction...

- Caj Bl Insent Caption... *hieéu cao cua Ce
E= Table Properties.. -~ * A
Cell ~ — p= thé thuc hién the

ew Comment
Buuc 2. 11Ul LIl uoac nh01n Cell C<

Céch 2: Click vao Tab Home->biéu tugng Copy (sao chép)/Cut (di chuyén)
B H S O:

Pa

e

Clipboard
£ Copy (Ctrl=0)
Put a copy

Cli
somewhere else

+

IMSERT

Times New Ro - | 14

:.-1
* Format Painter BIU

DESIGH

GLAD_TRIMH_TIMN_HOC _45 - Word

PAGE LAYOUT REFEREMCES RAILIMGS REVIEWY
K A M- B Z-is-lse EE ]
cabex, ¥ QB-W-pA. E=== 20 Do
Font " Paragraph
3 4 5 ] 7

of the selection on the
phoard 56 you can paste it

12: Click vao biéu trong Copy

STT

Ho va tén

1

Lé Thanh Thanh

2

Nguyén Hong Anh

Chon vi tri can dan: BAm phai chudt chon Paste
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L3'|'2-|-1'|-_.'-1ﬁ;-|-1-|-2-|~3-|-4-|-5-|-5-|-7-|-8-|'9'1-101|-11»|-12-|-13'|-14-|'15'|-L-rt-|-17-|-

/
3

'E‘ Paste Options:
: N /an Minh
o 2 |Ls LA
i A Fom Diém thi cac mén hoc
A = Paragraph
i I Define yan Mon Van Mon Hoa
% Synonyms » 78 9.7
@3,-\ Translate ‘ .

tQ, Search with Bing

2 ‘CE:\_-, Hyperlink... - Anh
| L7 New Comment
Arial B 5 A5 As

B I U¥-A-:

4.9 13+ 12+ #1211+ 4 1001 9+ 1 8 4y
11
4
11
4
m

4. Hiéu chinh bang
6.1. Hiéu chinh ngi dung

- Nhép dir liéu: Mudn nhap dit liéu cho Cell ndo ban di chuyén con tré t6i
Cell d6 va nhap ndi dung cho Cell.

- Ciin chinh d9 rong, chiéu cao ciia Cell: Dé cin chinh d6 rong, chiéu cao
cho céc Cell trong bang ban c6 thé thuc hién theo cac budc sau day:
Buoc 1: Chon Cell hoac nhom Cell can can chinh d6 rong, chiéu cao.

Buée 2: Nhip chudt tab Layout trén
thanh cong cu Ribbon chon tdi nhom Cell
size.

. TABLE TOOLS
Height: Qui dinh chiéu cao:

Width: Qui dinh chiéu ngang.

DESIGN LAYOUT

% [|Height: 029" | BT Distribute Rows

E Width: |1.3" B} H Distribute Columns

Cell Size s

- Can chinh vi tri ndi dung trong Cell: Pé thyc hién can 18 cho noi dung Cell
ban c6 thé thuc hién theo cac budc sau day:

Bude 1: Chon Cell hoidc nhom Cell cén can 1& ndi dung

Buéc 2: Trong Tab Layout ban tim td1 nhém 1énh Alignment.
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Sl Align Top Left: Can noi dung theo 1é trén bén TABLE TOOLS

trai cua Cell. DESIGN LAYOUT
=] Align Top Center: Can ndi dung theo 1é trén El E = E

va can gitra Cell. SISES ﬁ’ ol
=] Align Top Right: Can ndi dung theo 1& trén == mlzz:::in Margins

bén phai cua Cell.

=) Align Center Left: Cin ndi vao gifta bén trai cua Cell

&=l Align Center: Can nd1 dung chinh gitra Cell

El Align Center Right: Can ng1 dung vao gitra bén phai cua Cell.

=l Align Bottom Left: Can noi dung du¢i day bén trai cua Cell.

= Align Bottom Center: Can ndi dung vao gitta dudi day cua Cell.

Align Bottom Right: Can ndi dung dudi day bén phai cua Cell.

A=

—p

Text
Direction: Text Direction: P41 chiéu chir trong Cell, gia sir ndi dung qua dai cac Cell
khong chira hét ban c6 thé quay dung chir dé tiét ki€ém dién tich. Cach nay thuong st
dung cho tiéu dé cot.
Cell . o A e 2 CA , 2 14
Ma,egimCell Margins: Can 1€ cho nd1 dung trong Cell, dé thuc hién ban c6 thé lam
theo cac budc sau:

, < . A s [ - ? \
Buée 1: Chon Cell hodc nhom Cell can dit LT 9 S
lé cho nc}i dung. Default cell margins

Buwéc 2: nhap chon biéu tugng Cell Top: W T left 0087 B
Margins, hop thoai Table Option xuat hién Sottame|0” *| Right: |0.08° :
nhu hinh dudi dé,y Default cell spacing

+ Default cell margins: Dit 1& cho Cell I 2w -padng fictween cefts |0

bang cach nhap gia tri cho cac muc Top, Options

Bottom, Left, Right. (V| Automatically resize to fit contents

+ Default cell spacing: Tich chon muc nay | ok || cancel

de thiét lap khoang céach gitra cac Cell. L

+ Options: Thiét 1ap cac tiiy chon dé diéu chinh ¢ Cell theo noi dung.

6.2. Trinh bay bang biéu
Chon Tab DESIGN trén thanh Ribbon:
- Nhom Table Styles: Dung dé thiét 1ap Style cho bang biéu.

Triwong Cao dang Cong nghé va Du lich
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TABLE TOOLS

DESIGN LAYOUT

Table Styles

b

—| Shading

Ban c6 thé chon mot kiéu Style trong danh sach cho bang biéu cia minh. Nhip

chon miii tén dudi cung d€ mé rong danh sach.

Néu khéng muén ap dung Style cho bang ban nhap chon biéu tuong trong muc

Plain Tables.

LénhTable Style Options dé thiét 1ap mot s6 thudc tinh cho bang biéu nhu an
hién dong ti€u dé, dong tong cong, hay c6 st dung Style khong,...

Header Row: Tich chon dé ap dung kiéu Style tiéu dé cho dong tiéu dé.

First Column: Tich chon muc nay dé ap dung Style cho cot tiéu dé

Last Column: Tich chon muc nay dé ap dung Style cho cot cudi ciing

+
+
+ Total Row: Tich chon muyc nay dé 4p dung Style cho cot tong cong
+
+

Banded Rows: Tich chon muyc nay dé ap dung Style cho cac hang trong

bang.

+

bang.
5. Tao duwong ké, vien khung
- Thay d6i mau nén cho bang biéu: Cach thay d6i mau
nén cho mot hoac mot nhom Cell nhu sau:
Buéc 1: Nhip chon nhom Cell can thay d6i mau nén

Buéc 2: Nhap chon Shading trong nhém Table Style clia
Tab Design.

Banded Columns: Tich chon muc nay dé 4p dung Style cho cac cot trong

Theme Colors

HE EEEREEN

]
.III||||||

Standard Colors

Hodc ban c¢6 thé nhép chon 1énh Border cling trong nhom 8. EENEEE
1énh nay chon muc Border and Shading. .. No'Color
Cira s6 Border and Shading xuét hién nhu hinh duéi day: | Mo colore
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Lﬁorders | page Border |}

Fill Preview
[ ocoor []
Patterns
stle: | clear E | T T
Colorn: i Automatic E]
Apply to:
Table El
[ OK ] I Cancel ]

Trong myc Fill ban chon mau nén cho Cell hodc nhom Cell hién thoi.

- Thiét 1ap Border cho bang: Ban c6 thé thay d6i mau sic, nét vé cho cac duong

Border cua bang, cach thyc hién nhu sau:

Buoc 1: Nhép chon Cell hodc nhom Cell can hiéu chinh Border

Buée 2: Nhip chon biéu twong Border trong nhom 1énh Table Styles. Mot danh
sach Iya chon xuat hién. Ban c6 thé chon mot kicu Border, thich hop trong danh sach,
néu muon cd thém cac lya chon va tuy chinh hdy nhap chon muyc Borders and

Shading...

Borders

Setting:

| Page Border I Shading I

soser s soirs SN

Style:

None

Preview

Click on diagram below or
use buttons to apply borders

Apply to:

}Table

Truwong Cao dang LoNg Ngne va LU lich
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2. Tao tiéu dé bang

Pé tao tiéu dé cho bang trong Word nham gitp cho viéc trinh bay van ban
thém dé nhin ta thuc hién theo 2 cach sau:

Cach 1: Tinh nang Repeat Header Rows
Bude 1:

Trudc hét ban ma tai liéu mudn 13p lai thanh tiéu dé hoic tao bang biéu 1am
viéc mai. Tiép deén, dat tro chuot vao bat cir dong tiéu dé nao trén thanh Header
dau tién sau do trong phan Table Tools, chon tiép tab Layout.

Document2 - Microsoft Word Table Tools —
References Mailings Review View ﬁmyout
-~ v A3l | ‘EE ot ;.:_ Y ‘a-_-:v“f:.-f' ..):..-E' ‘%
A A2 ====i=| lAaBchDc AaBbCcDc AaBbCi :
= = — = -
. e i f Normal |17 No Spaci.. Heading1 - gryc';gsgf
F] Paragraph f5 Styles ]
W RN Y e
Ngay dingky | Ngayhéthan | Ghichu
05/05/2017 06/10/2017
15/01/2017 16/06/2017
Buwdc 2:

Trong danh sach tuy chon Layout, ngudi dung click vao tinh ndng Repeat
Header Rows, nhac lai thanh tiéu dé€ ¢ cac cot trong bang danh sach.

B Distribute Rows !_E_j‘fi =5 A= T [ ,:\l ¥ Repeat Header Rows
=2=525 — Z == C to Text
2 bistri i Text Cell Sort
Distribute Columns .
= =l =l = pirection Margins J Forn@ila
F Alignment ta

Ve oeong oo BB o e o §ooon o (I
iy hét han | Ghi chi
10/2017
D6/2017

Ngay sau d6 cac dong tiéu dé & timg cot tai trang dau tién s& xuat hién &
tung cOt cho nhiing trang tiép theo.
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Ngay sau do cac dong tiéu dé & timg cot tai trang dau tién sé xuat hién & img
. cot cho nhimg trang tiep theo.

So thir tw | Ngay dang ky | Ngay hét han | Ghi chi

111

Gigo trinh mo dun Tin hoc

So thir twr | Neay dang ky | Negay hét han | Ghi chi

Cach 2: Tuy chinh trong Table Properties

Trong truong hop ban khong sur dung dugce tinh ndng Repeat Header Rows,
thi c6 thé diéu chinh trong phan Table Properties ¢ tirng bang biéu.
Buac 1: ‘ . ‘
bau tién, ban can boi den toan bg dong tiéu dé ¢ trang dau tién, click chuét
phai roi chon Table Properties.

Noay ding k[ | &
05/05/2017 | s copy
15/01/2017 & Paste
Insert '
Delete Cells...

3 Merge Cells
;QI Borders and Shading...
“ﬁ Text Direction...

Cell Alignment 4

AutoFit >
qgﬁ Table Properties...
| |

Bworc 2:

Triwong Cao dang Cong nghé va Du lich
106
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Xuat hién giao dién hop thoai Table Properties. Tai day nguoi ding hay click
vao tab Row, sau d6 tai noi dung bén dudi click chudt vé}o tly chon Repeat as
heder row at the top of each page, nhac lai thanh tiéu dé ¢ phia trén bang cho

tung trang. q ’
Nhan OK d¢ luu lai thiéet lap méi.

Table Properties ? X
Table Row Column Cell
Rows
Size
[] specify height: 0" % | Row heightis: |Atleast
Options

Allow row to break across pages
[“IiRepeat as header row at the top of each page!

i Pr sRow @ NextRow

cance

Két qua ngay sau d6 chung ta ciing sé thay toan bd dong tiéu dé da dwoc 13p lai cho
cac cot & nhirng trang con lai.

e o |

ol vorw &

d Scwen ety -

Sothuty | MNgaydingky | Ngay héthan | Ghi cha

Sothity | Ngaydangky | Ngiy héthan | Ghi cha
|
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BAI TAP THUC HANH
Bai tap 1: Thyuc hanh tao bang biéu va thao tac trén bang biéu.
1. Bang diém
KET QUA THI . .
§ . KET QUA
TIN HQC VAN PHONG
STT| HO VA TEN - .
prim | PIEM THUC HANH Pat [Héng
LT o DTB H
Word | Excel P.Point ®) | (H)
Pham Khai Bang 9 9 9 9 9 b
2 | Nguyén Hiéu Chién | 7 7 8 8 75 | P
3 | NeuyenQuoc 4 5 3 5 | 425 H
Cuong
4 Tran Pang Khoa 4 9 1 5 | 475 H
TONG CONG 2 | 2

2. Phiéu dit tap chi

PHIEU PAT TAP CHIi NAM 2008

WOHO VA RN ...
= DPiachinhap tap chic............oooooiiii

ddOM Od

HAY DANH DAU VAO THANG MUON BAT

INVN LAIA

1| 2 314 ]15]6 /7 181911011 12

oo/ ojojojg oo/o o ao| 0O

PHIEU THAM DU BINH CHON Thang
TOP TEN “LAN SONG XANH” FM 99,9 MHZ 04/2009
Tuwabai hat:............coooi

thich

Ca khuc ban
yéu
A nyod
vA UQ) OH

TAC Az ..o
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Casitrinh bay: ...

Yéu cau thue hién

1. Thuc hién tao bang theo dung mau.
2. Luu van ban vé1 tén BANGBIEU.DOC vao thu muc tu tao.

Bai tap 2:

PHAN LOAI MOI TRUONG

Bit ctr & ddu ciing c6 moi trudng tir vi md cho dén vi mo. Tuy theo muc dich ma
nguoi ta dua ra cac chi tiéu phan loai khac nhau.
1. Phén loai theo tac nhan:
xw MSi trudng tu nhién: méi trudng do thién nhién tao ra (song, bién, dat...)
= Moi truong nhéan tao: méi trudng do thi, lang mac, chg bua, truong hoc...
2. Phan loai theo sy song
% Mai truong vat 1y: 1a thanh phan vo sinh ciia méi truong tu nhién gom:
e Thach quyén
e Thuy quyén
e Vakhi quyén.
Noéi cach khac méi truong vat 1y 12 méi trudng khong cé sy song.
% Mai trudng sinh hoc: 1a thanh phan hitu sinh ciia méi truong, hay noi

cach khac 1a méi truong ma & d6 dién ra sy song.

Gia tri giéi han cho phép ciia cac thong so va nong do

cac chat 6 nhieém trong nwéc bién ven bo.

GIA TRI GIOI HAN
BAITAM  NuOI CAC

STT | THONG SO = DON VI

Triwong Cao dang Cong nghé va Du lich
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THUY NOI
SAN KHAC
1 | Nhiét dd oC 30
.. Khong
2 | Mul kho chiu
3 | pH 6,5+8,5 6,5+8,5 6,5+8,5
4 | Oxy hoa tan mg/I >4 >5 >4
5 | BOD5 (20°C) mg/I > 20 <10 <20
YEU CAU:

- Thuc hanh cach tao chi muc, bang biéu.
- Luu van ban vo1 tén MOITRUONG.DOC vao thu muc tu tao.

Bai tap 3:

THONG BAO CHIEU SINH

Chuong trinh
Du hee tai chd

Truwong Anh Ngir quoc té.

Khai giang ngay 26 & 29 hang thang

& Luyén nghe, noi cap toc tur So cap den Trung cap va Cao cap, do gido vién

My truc tiép gidng day.

Phwong Phap Tiét Kiém
Hién Dai Thoi Gian Va Tién Bac

+ Trong moi trudong tuyét
doi.
+ Ki thuat Video Review.

So sanh cung hoc véi giao vien My

University of
California
David - USA

Tai truong Anh
Ngir Quoc Te.
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+ Multimedia boi dudng 36020 360¢i

ngit phap. 465YSD 3 600QUSD

0 Ghi tén va kiém tra xép l6p tai:

>4 Truong Anh Ngir Qudc Té - s6 378 Tran Hung Pao A, Quén 5 —
Tp.HCM.
@ Dién thoai: 8.353.181.

YEU CAU:
- Thyc hanh cach tao chi muc (9, *), chén ki tu dic biét ( § BITS), bang
biéu.

- Luu van ban véi tén MOITRUONG.DOC vao thu muc tu tao

Triwong Cao dang Cong nghé va Du lich
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Bai 3: THU'C HIEN CHEN POI TUQNG VAN BAN VA IN AN
M3 bai: C203

Gidi thiéu
Trong soan thdo van ban, ngoai viéc nhap va dinh dang trang in cho dep thi
viéc tao cho van ban thém dep mét 14 déu can phai co ddi v6i nhan vién van phong,
nhan vién thiét ké. Dé thuc hién dugc diéu do trong bai nay s& hudng din cach
cheén hinh anh, chén autoshapes, textbox, chén chit WordArt trong van ban.
Muc tiéu:
* Kién thirc: ,
- Trinh bay duogc cac thao tac chén hinh anh, chitr nghé thuat, doi tuong van
ban trong Word
- Trinh bay dugc cac thao tac dinh trang in va in an.
* Ky nang: ,
- Thyc hi¢n dugc viéc chen doi tugng, hinh anh, chit ngh¢ thuat vao van
ban
- Dinh dang dugc trang in va in dugc tai licu.
* Nang luc tw chd, va trach nhiém: ’
- Van dung kién thirc da hoc vao thuc té cong viéc minh lam.
Noi dung:

1. Chen hinh dnh (Pictures)
Pé chén mot File anh (Picture) tir tai nguyén ctia may vao van ban thuc hién
nhu cac budc sau:
Buée 1: Nhip tro chudt tai vi tri can chén File anh.

Burge 2: Tir thanh cong cu nhip chon Tab INSERT/ Picture (Trén nhom 1énh
Illustrations).

r =

INSERT

o) o | Ml e

Pictures Online Shapes SmartArt Chart Screenshot
Pictures v v

Illustrations

[ o
Cura s0 Insert Picture xuat hi¢n ban tim tdi File anh can chén vao van ban, nhap
chon File nay r61 nhan nit Insert.
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{33 Insert Picture

. I » Libraries » Pictures » Sample Pictures

Organize v New folder
@3 Microsoft Word | Pictures library
Sample Pictures

& Favorites

Bl Desktop L

@ Downloads

" Recent Places
4 Libraries 1 091113003601-91

| 5| Documents 5-581

J7 Music

|| Pictures

Videos

Jellyfish Koala

& Homegroup e T

File name: Chrysanthemum

Hinh anh sau khi chén

-

.

!

R e

Budc 3: Tuy chinh hinh 4nh:

Search Sample Pictures

[~ I 2

Arrange by: Folder ¥

Item type: JPEG image
Date taken: 3/14/2008 13:59
Rating: 4 Stars

Dimensions: 1024 x 768
Size: 858 KB

0 @

m

Lighthouse Penguins

> | Al Pictures

Tools = [ Insert |v] [ Cancel ]

Nhép chudt chon hinh anh trén vin ban. Mot Tab 1énh méi (Format) xuat
hién trén thanh cong cu Ribbon, tab 1¢nh Format chira hau hét cac 1énh thao tac

vO1 hinh anh trén van ban.

PICTURE TOOLS
FORMAT
|;5| Corrections ~ .EI: Cnmpress‘ Pictures e | [P N e e . E Pfcture Border~
Renllove Color~ F4 Change Picture | | || ad o e |~ | Q@ Picture Effects -
Background Artistic Effects = '] Reset Picture |~ BL Picture Layout ~
_— Adjust Picture Styles M
Trud__ - —
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Nhom Iénh Adjust:
PICTURE TOOLS
+ Color: Nhap chon nit FORMAT
léph nffly mf)t dqnh SéCh r_ Corrections ~ J=] Compress Pictures
do xudng bao gom: fermove 8 Color~ B Change Picture
o Background Artistic Effects ~ “[i] Reset Picture ~
= More Variations: Ban c6 Adjust
thé thay tdng mau cho hinh
anh.

= Set Transparent Color: Hoa 1an mau nén, ban nhap chon cong cu nay khi
con trd chudt chuyén thanh hinh chiéc bat hay di chuyén t&i bure dnh va nhap
chon vao ving mau muodn hoa lan v1 mau nén van ban.

% i . A Ll 2 ‘n . :.
+ delChangePicture - Change Picture: Thay thé hinh anh hién tai, ban nhip chon
biéu tuong nay roi tim to1 hinh anh mdi d€ thay dé€ hinh anh hién tai.
Nhom Iénh Picture Styles

=5
W Picture Border -

e F o= — F r e
] y ] ' 1 ’ ’ | = | G Picture Effects -

Picture Layout -

Picture Styles

+ Danh sach cac Style: Day la nhimg tién ich méi duge pé sung trong
Microsoft Word 2013, ban c6 thé sir dung chiing d¢ thiét ké khung cho
hinh anh.

r*—r—r_r““r‘—r“-@

Ngoai nhiing Style c6 trong danh sach ban c6 thé nhiap chon mili tén dudi cing dé
m¢ danh sach cac Style khac.

D‘ I v - . A R e
+ sl BicHIE BatCey Picture Border: Sau khi lya chon Style ban con c¢6 thé thay doi

mau cta dudng vién cho hinh anh bang cong cu Picture Border. nhip chon cong cu
nay roi chon mau thich hop cho dudng vién cua anh.
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Nhom 1énh

Arrange: St dung
cac lénh trong nhém
nay dé sap xép vi tri
hinh anh trén van ban. ’T =
Dé thiét 1ap vi tri cho 1
hinh 4nh trén trang
vin ban bang céach
nhip chon biéu tuong

Position Wrap
- Text ~

PICTURE TOOLS

FORMAT

l& Align ~

"\ Rotate ~

Arrange

Position. Mot danh
sach cac vi tri duoc
ligt ké trong menu
nhanh.

Trong muc In line with Text 1a vi tri ban dau ctia hinh anh, phia dudi trong

muc With Text Wrapping cho phép ban thiét 1ap cac vi tri.

+ Worap Text: Thong thuong mot trang van ban c6 chtra hinh anh thi s
chtra n6i dung Text. Trén nhitng vin ban d6 ban s& thay lac thi hinh dnh
bén trai, lac lai bén phéai ndi dung Text, hay hinh anh & gifta bao quanh
la nd1 dung Text cia van ban,... Dé thiét 1ap dugc nhu vay ban nhép chon
biéu twong Wrap Text, mot danh sach cac kiéu Wrap Text s& xuat hién

nhu hinh dudi day:
- BringForward ™ Bring Forward: Hién thi
hinh anh 1én trudc cac hinh anh khac, stir dung
cong cu nay trong truong hop c6 nhi€éu hinh
anh xép 1én nhau.

Dsend Backward ~ gong Backward: Hién thi

hinh anh sau cac hinh anh khac, truong hop sur
dung tuong tu Bring Forward.

I Align~ Align: Sir dung coéng cu nay dé cin
chinh
1& cho mét hodc nhiéu hinh anh mét luc.

Cizkd Group: dé nhom chung lai thanh mot thé
thong nhat. Truong hop mudn g& nhom ban
nhap chon Ungroup.

cu nay dé doi chiéu cho hinh anh trén van ban.

=]

Wrap

Text~

~. In Line with Text

~ Square

=~ Tight

&= Through

~ Top and Bottom

= Behind Text

#F= In Front of Text

:;\: Edit Wrap Points
Move with Text

v Fix Position on Page
I More Layout Options...

Set as Default Layout

Triwong Cao dang Cong nghé va Du lich

116




Gido trinh Tin hoc Van phong

2. Cheén chir ngh¢ thuat (Wordart)

WordArt 1a dbi tuong chit hiéu ung dugc st dung khi mudn trinh noi
dung dudi dang chir ngh¢ thuat.

— Pé chén WordArt: Vao menu Insert = chon WordArt 4 Werdat~

Signature Line -

Gl

Drate & Time
Text Quick WordArt Drop )
Box~ Parts~ - Cap ~ Ubject -~
Text

Danh sach cac mau chit ngh¢ thuat xuét hién nhu hinh duéi day:

A A
A A A

Hay nhap chon mot mau bat ky dé bd sung vao van ban.
» Nhap noi dung cho WordArt

Sau budc chon thir nhat mot di l

tugng dugc chén vao van ban véi : YOUR TEXT HERE 1[

dong chir Your Text Here. J r
Pé nhap noi dung cho WordArt & = O

ban x6a dong chir nay va nhdp noi

dung minh muén thé hién vao d6.Dé

diéu chinh Font chit ban thao tac nhu

d3 hudng dan & cac phan trudc.

Chtr WordArt sau khi chén ndi dung:

Cheén chir nghé thuat WordArt

)
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» Hiéu chinh WordArt

Dé hiéu chinh thudc tinh cho WordArt ban nhép chon Tab Format tim t&i
nhom 1énh WordArt Styles.

DRAWING TOOLS
FORMAT

2 2
A A A:::

WordArt Styles M

— Text Fill <= ": Hiéu chinh mau t cua text.

DRAWING TOOLS

W VIEW FORMAT
- A - ||f} Text Direction - =
\ .'i'i-._”-. . . Automatic ssition
Theme Colors -

lArt Styles H EEEEEN

7 ]
1
|| I Olive Green, Accer

WordArt Styles
Standard Colors

mE EEEER
Mo Fill

wy More Fill Colors...

118 !D Gradient »

Chir sau khi chon mau nén:

Cheén chir nghé thuat WordArt

— Text Outline & - : Thiét 1ap mau cho vién cho text.
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TRINH_TIN_HOC_45 - Word DRAWING TOOLS
REFEREMCES MAILINGS REVIEW VIEW FORMAT
ﬁshapeﬁllv A - “ﬁ Text Direction = 18
M ZShapaOut\me' A A - ﬂ v [:]AllgnTex‘t' oS
— - Mosition Wrap
~| & Shape Effects - "1/l Automatic - Text~ Ol St
5 [F} WordArt Styles Themeé Automatic
3 4 5 6 7 H EEEEEER 11 12

NG
- 4
M‘.I"IIIIII

D Gri Standard Colors

118 (T EEEEE
No Qutline
ldll Chén méu nén- wa?  More Outline Colors...

Chir sau khi chon mau nén:

Chen chir nghé thuat WordArt

— Text Effects 4 -: Cho phép dinh dang WordArt c¢6 hinh dang khac nhau.

B HS- = GIAO_TRINH_TIN_HOC_45 - Word DRAWING TOOLS ? @B - x
FILE HOME ~ INSERT  DESIGN  PAGELAYOUT  REFERENCES — MAILUNGS  REVIEW  VIEW FORMAT Signiin
~wOoog - - £a shape Fill+ |If} Text Direction = Uy Bring Forward - [T Align=  x e =
. n el -
AL L L G- E - | I Shape Outline - A A 2] Align Text - - T Send Backward = 121 Group
Ul e = ) Position Wrap ) . x| 1040 em 2
' A  Shape Effects - @ Create Link +  Text- CliSelection Pane hRotate-  *°¥ hd
Insert Shapes Shape Styles n WordArt Styles A Arrange Size & ~
L 5 4 3 z 1 & Y 2 3 4 5 [y Shadow Y le 3 o i1 2 3 14
N /£ Reflection +
»
3 I Glow e -
}E\) Bevel Y| abede
- sl\ 3-D Rotation » | Follow Path

Chém @hlﬂ’ m dh[. Transform 3 :tﬂp; - {L%f? 1“51":;
3. Chen ky tw dac biét W@TdATI Warp

x ~ _ abcde abcde abcde Abcde
— Vao menu Insert = chon Symbol 2 Symbol~ -
chon More Symbols ... =2 chon Symbol can chén = a1 ,uci. wheae ar 2tz

in (hoic

oo,
25 e
s e ¥

o

4. Chén déi twong Shapes

% e
Shapes
— Vao menu Insert = chon Shapes - . abege abede abcde abede

abede abeae abcde abede

abcde abede abgde abede

PAGE 122 0F339 50F47259WORDS [J®  ENGLISH (UNITED STATES) SAVING AUTORECOVERY FILE GIAQ_TRINH_TIN_HC}

O Type here to search

Chir sau khi thay ddi kiéu:

. at
Theém chir Iﬂlgh@ thu

Trieong Cao dang Cong nghg E @El@j T L‘! 119



3. Chén ky tu dac biét

— Vao menu Insert - chon Symbol *%mE°I" > chon Symbol ¢6 sin
(hodc chon More Symbols ... & chon Symbol can chén = an Insert)
4. Chén di twong Shapes

F<‘>.,-
Shapes
— Vao menu Insert - chon Shapes -

5. HOp van ban (Textbox)
5.1. Tao Textbox
- Buwéc 1: Chon tab Insert = chon 1énh Text Box trong muc Text.

Qe ) SmantAn e oo Hyperink Header * A 3 ’ 7T Equation
9 - & store W

ge C 11 Chant % ™ Bookmark ) Footer » q - £2 Symbol ~
; b P Onfine Shipes & My Add-ins pedia O o Comment ., Tort -

ak Pictutes O+ Screenshot ~ Video J Cross-reference *] Page Number ~ Bcu,'

Add e Media Links omment

- Bwéce 2: Trong menu hién ra, nhép chon Draw Text Box.

Triwong Cao dang Cong nghé va Du lich
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ler- A [ Quick Parts - Q‘Signature Line - JC Equation -
er- T 4] WordArt - E.';};.Date & Time €2 Symbal -
ext
:Mumber~ | goy= Crop Cap ™ Object ~
Built-in -
[ |
Simple Text Box Austin Quote Austin Sidebar
U r—
Banded Quote Banded Sidebar Facet Quote
Facet Sidebar (Left) Facet Sidebar (Right) Filigree Quote -
@ More Text Boxes from Office.com k

Draw Text Box

- Bude 3: Nhip va kéo hop nhap téi bat ki noi ndo trén tai liéu dé nhap van
ban.

- Budre 4: Piém chén s& xuét hién bén trong hop nhap vin ban ta co thé go
hodc tao van ban bén trong 6 Text Box nay.
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(4x6) |

- Bude 5: Ta c6 thé chon van ban va sau d6 thay doi phong chit, mau sac va
kich thudc bang cach st dung cac 1€nh trén tab Format va Home.

- Budc 6: Nhép vao bat ki dau bén ngoai Text Box dé thoat khoi 6 nhap van
ban.
5.2.  Di chuyén hap Textbox

- Buwéc 1: Nhép vao hop Text Box ma ban mudn di chuyén. Di chudt qua
mot canh bat ki cua Text Box.

- Budre 2: Nhap vao kéo hop Text Box dén vi tri mong mudn.

1 %0 20y 11 o120 1300 14 15

(4x6)
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5.3.  Thay déi kich thwéc hop Textbox
- Bude 1: Nhap chudt vao hop Text Box mudn thay doi kich cd.

- Bwéc 2: Nhép va kéo bat ki gbc nao cua hop Text Box dén khi dat duogc
kich thudc nhu mong muon.

5.4. Chinh sira h¢p Textbox
5.4.1. Thay doi kiéu dang
- Budre 1: Chon hop Text Box ma ban mubn thay doi.

- Bude 2: Trén tab Format, nhip chon miii tén tha xudng More trong muc
Shape Styles.

- Bude 3: Trong menu tha xudng, nhap chon style ma ban muén st dung.
Layout References Mailings Review View Format

Theme Styles -

Adc Abc Abc A Abc ‘ Abc

so@c

Presets

AbC T 5

u ':;.j‘: A (/}5.3' 4

Other Theme Fills

- Budre 4: Hop Textbox s& xuat hién voi style duoc chon.
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2-|-l-|-é-|-1-|-1-|c‘3-|-4-|-5-|

21

Néu muén dinh dang Textbox nhiéu hon, ta c6 thé sir dung cac tly chon dinh
dang nhu Shape Fill hoac Shape Outline.

5.4.2. Thay déi hinh dang hép Textbox
Viéc thay d6i hinh dang cua hop Textbox sé& gitp tai liéu dep mét hon.

- Buwée 1: Chon hop Text Box mudn thay dbi. Tab Format s& xuét hién.
Nhap chon Iénh Edit Shape.

Home Insert Design Layout References Mailings Review View Format |
QE N \[JO - #=EditShape~ « 2 ShapeFill~
OALLDS - Draw Text B& u u ﬂ - 2 Shape Qutline ~ A A
(CRIRTAN R AL * @ Shape Effects ~

- Buwdc 2: Di chudt qua tuy chon Change Shape, sau d6 chon hinh dang tur
menu hién ra.

Triwong Cao dang Cong nghé va Du lich
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File Home Insert Design Layout References Mailings Review Vig

O AT Le><d - 3 Change Shape R

O % A YT e bt points OODOLOO00
Insert Shag - Basic Shapes
L RAMNOTOASOQOOO®®

SO0 Lo S0 800
CerOdOUXG CDN)
- 0L
: Block Arrows
: DEPLRTSPLEPRII
: & dVWmipn D »[RLdd]
DR
Equation Shapes
: =8 ==
- Flowchart
: OC<conoUacoayd
B cCUaAr®D X ¢ AVAD
: Qeldo

Két qua sau khi thay doi hinh dang cho Text Box.

|-1-|-é-|-1-|ﬁ2-|-3-|-4-

6. Tao tiéu dé trang (Header & Footer)

Bwdéce 1:Vao thé Insert -> Header & Footer -> Header -> lua chon
kiéu Header d¢ tao tiéu d¢ dau trang:
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@ H ©- & s 2016-10-30_NgaTTN_Tao Header va Footer cho tran... ? H - 0O X

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVI| »

. R =) ‘ 0
B EH (® @ D48 Do
Pages Table Illustrations Apps for | Online Links | Comment | Header & | Text Symbols
> - X Office~ = Video % Footer~ | ~ X

Tables Apps Media Comments 1 ~

..-1-------%---.---1---|---2---.---3D D @ c e e . -

Header Footer Page
v Number ~
Header & Footer
: Bai viét dugi ga Built-in —
= trang van ban fr Blank
; Pé tao dudng v
3 i Mype here]
43 Trén day 1a hu nk (Three Columns)
3 mark trong Wor
7 Chtic cac ban tf [Type here] [Type here} [Type here]

Austin

Mot teed

Banded

Buwéde 2: Phan Header duoc hién thi -> nhap nodi dung cho Header va tly
chinh font chit, c& chit, mau chit trong thanh cong cu nhanh:

Triwong Cao dang Cong nghé va Du lich
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E] H ©- O = 2016-10-30_NgaTTN_Tao Header va Footer cho tran... ? EH - 0O
4 iELAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN
D Header ~ EE) = [ﬁ - a
Footer - . . .-
D Insert Navigation Options Position| Close Header
[#] Page Number ~ - v Y > and Footer
Header & Footer Close
v
L PN 1 . SURCRN BRI SRR BRI SOV RO 4
= Arial ~116] |+| A" AT . .
Aria f | A A A,
B I U~ A-~:i= iz~ Styles
Z D@ ""Bai viét dudi day gidi thiéu chi fiet toi cac ban cach tao Header va Footercho |
z trang van ban trong Word 2013
5 Pé tao duwdng vién cho trang van ban frong Word 2013 ¢6 3 cach co ban nhu
g sau
~
_:_ Trén day 1a hudng dan chi tiét cach danh dau ban quyén bang cach tao Water
- mark trong Word 2013
o Chuc cac ban thanh cdng!
-
a

Buwée 3: Tuong tu nhu tao header kich chon Footer -> Iwa chon kiéu Footer:
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E' H ©- O = 2016-10-30_NgaTTN_Tao Header va Footer cho tran... ? B - 0O X
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVI »
: [~ (i) ‘ '9)
B EH (® @ D48 Do
Pages Table Illustrations Apps for | Online Links | Comment | Header & | Text Symbols
. A X Office~ = Video i Footer ~ - -
Tables Apps Media Comments ~
L | R g | ‘1. -|---2---n---3D D IE 1 R
Headef Footer | Page
» = umber -
Header & Footer
: Bai Wgu6i agy Uit =
S trang vamga Blank
i be tao duon
- sau:
: (Type here]
s Trén day 14 huér Blank (Thi Blank
: mark trong Worc Blank footer
’ Chitic cac ban th:
. [Type here] [Type here] [Type here)
z Austin
<

Budéc 4: Nhap ndi dung cho Footer:

Triwong Cao dang Cong nghé va Du lich
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EEH - O & & - Deocument1 - Ward T B - 0O X
HOME INSERT DESHGN E LaYOUT REFEREMCES MAILINGS REVIEW WVIEW ms@-El

PAG
% Times Mew Roman - 14 - EE H = 5= -
4 e <) = “
aste Ig

B I U - s x, x° === i=-
=R

= - =

AaBbCcDe AaBbCeDx AaBbhCe T

L . i —| Editing
- - . . A - Al A A L . T Mormal T hoSpac. Headingl = -
Clipboard Fant = Paragraph = Styles ] .
O A 1 g ES I e 4., 5. .- & T @ar -S4 M- A1. 4 oAF. 4 -2F. 4 - 24 15 0 06 5 o0 caE[=]

RS N R RN RN TN R AN R N

Két qua da tao duoc header, Footer cho trang vin ban:

Két qua da tao dwoc header, Footer cho trang vin ban:

131
Trrong. Cao dang Tién Giang

Giao trinh Tin he
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Truong hop néu ban mubén chinh

sura

lai

noi

dung

cua Header va Footer kich chon Insert -> Header -> Edit Header hoac Footer
(hodc c6 thé kich dtp chudt vao vi tri cua header hoac Footer):

PAGE1 OF1 66 WORDS ) Edit Footer |

m H ©- O s 2016-10-30_NgaTTN_Tao Header va Footer cho tran... ? - 0O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVI »
.~ = r '-l ‘a\ S— L Q
b { < .’ -:E‘}‘ (<) r.l 1_‘ 4
Pages Table Dlustrations Appsfor Online Links  Comment | Header &| Text Symbols
0 y > Office~  Video M Footer ~ v -
Tables Apps Media Comments A
Lk | M 1 v 1 ' 2 ' 3 N e 2 T 2 4
s =] | Ll
Heade} Footer | Page
v 2 umber ~
Header & Footer
: Bai viét dudi gy DUt =
3 trang van ban trc Blank
= Dé tao dudng vie
- sau:
x [Type hese
B Trén ddy 13 huér Blank (Thy Blank
: mark trong Worc Blank footer
X Chuc cac ban th:
™ [Type heve) [Type hece] [Type bwce)
- Austin
v
: | &
re Footers fro tgc.edu_vn »

- Néu mudn thoat khoi ché do Header Footer kich chon Close Header and

Footer
H ©- 0 & [§ - GIAO_TRINH_TIN_HOC_45 - Word ? B - O X
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW R
i [7] Header~ mms| [E]l Quick Parts ~ Eiq
D el e = B = B
[2] Footer~ ’__'Dplctures ) En . -
Date & Document o Goto Goto wm Options Position] Close Header
[# Page Mumber~  Tjme Info = E‘gOnllnePlctur&f. Header Footer #. v b and Footer
Header & Footer Insert Navigation Close ~
L — - - - - = = =
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7. In van ban

Trudc khi tién hanh in mot trang gidy ta can thuc hién cac nodi dung sau:
7.1. Pinh dang trang in
7.1.1. Thay d6i s6 do tir inch sang centimet nhw sau:

> Bude 1: Ban nhan vao tuy chon File trén thanh cong cu ciia Word.

Hame Insert Design Layout References Mailings
- Cut . a - . =
h - TimesNewRo -{12 - A A Aa- #¢ = - iz
g Copy
aste I U ~-abe X, X° WA ===
- Format Painter = : 2 = -
ClipBoard P Font a

> Buoc 2: Chon Options .

Accour Browse

Fe~ ck

Options

> Budc 3: Chon Advanced trong menu bén trai, sau d6 nhin sang bén phai

kéo xudng phan Display, trong phan Show measurements in units of ban chon don
vi la Centimeters

Cubi cung 1a nhan nut OK dé luu lai thay doi.

Trieong Cao dang Cong nghé va Du lich 131


http://thuthuattienich.com/wp-content/uploads/2014/05/cach-can-le-kho-giay-word-chuan-1.png

Word Options ? X

General (] Show field codes instead of their values -
Display Field shading: | When selected ~
[] Use draft font in Draft and Outline views

Proofing

Name:  Courier New
Save

Size: 10
Language [[] Use fonts that are stored on the printer
Advanced Font Substitution...

¢ Ribbon [_] Expand all headings when opening a document

s Toolb :
= Toolber Display

Show this number of Recent Documents: 50 -l 2,
Trust Center ] Quickly access this number of Recent Documents: 4
Show this number of unpinned Recent Folders: 50 p
Show measurements in units of: n
Style area pane width in Draft and Outline views: |ilialid

[] Show pagels for HTML features ESHTIENeYS

Millimeters
[¥] Show shortcut keys in ScreenTips
ik Points
v] Show hongzontal scroll bar p
icas

(V] Show vertical scroll bar
[¥] Show vertical ruler in Print Layout view

] Optimize character positioning for layout rather than readability

[[] Disable hardware graphics acceleration

[¥] Update document content while dragging

[¥] Use subpixel positioning to smooth fonts on screen 3

Print

| ST P

oK Cancel

7.1.2. Pinh dang kho gidy in
» Céch 1: Chon Tab Page Layout

FILE HOME INSERT DESIGN PAGE LAYOUT

r% ]ﬁ == W= Breaks = Indent

" Line Numbers~ 3= Left

Margins Crientation 35ize Columns . -
- - - - bc Hyphenation- =% Rigl

Page Setup Ma

4 Margins: Chinh 1& cho kho gidy

Triwong Cao dang Cong nghé va Du lich
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FILE HOME INSERT DESIGHN PAGE LAYOUT R

‘|7 | Ly [T _| = Breaks ~ Inden
= —_— [ _‘..|—"|Linc' Numbers = +=|e
Margins[Orientation  Size Calumns . —

B bt Hyphenation - SeRi

- - -

Last Custom Setting -
Top: 2 om Bottom: 2 cm
aft: 3 om Right: 3 cm
Normal
Top: 254 cm Bottom:2.54 om
| Left: 254 omn  Right 2.54 cm
— A MNarrow
Top: 1.27 om Bottom:1.27 cmi
| Left: 127 em  Right: 1.27 cm
— 1 Moderate
[ Top: 254cm Bottom:2.54 cm
eft: 1.91cm  Right: 191 cm
Wide
Top: 254 cm  Bottom: 2.54 cm
! Lef 508 com  Right: 5.08 cm
Mirrored
| Top: 254 cm Bottorm:2.54 cm
Lot R nside: 318 cm Outside:2.54 cm
-

Custom Margins...

o L& trén: cach mép trén tir 20 dén 25 mm
o L& dudi: cach mép dudi tir 20 dén 25 mm
o Lé trai: cach mép trai tir 30 dén 35 mm
o L& phai: cach mép phai tir 15-20 mm
4 Orientation: Chinh kho gidy

wi = = O - =
HOME IMNSERT DESIGHN PAGE LAYOUT

l"} Tt [ ] *— Breaks =

o - - ' i Line Mumbers =
h-’l.trgln-i Onentation Saze Columns

3
- - - - bt Hyphenation -

P
1 Portrait

1 Landscape

e Portrait dé dat doc kho gidy
e Lanscape dé quay ngang kho gidy.
+ Size: Lva chon khd giéy, dé thuc hién ban nhép chon nut 1€nh nay trén
thanh Ribbon, mdt danh sach liét ké cac kho gidy xuét hién.

Trieong Cao dang Cong nghé va Du lich 133



» Céach 2: Chon Tab Page Layout trén thanh cong cu Ribbon tim t¢i nhoém Page

Setup.

ke
{

I:” "= Breaks ~ Indent
i Line Numbers~ 3= Leff

“ be Hyphenation~ = Rig

>

Letter —

21.59 cmx27.94 cm

Legal

21.59 cm x 35.56 cm

Executive

1241 em x 26.67 cm
Ad

21 cmx29.7 cm

A5

148 cmx21 cm

B5 (JIS)
18.2 cmn x 25.7 cm

Envelope #10

24 42

1048 cmmx24.13 cm

Envelope DL
1Temx22 cm

Envelope (5

16.2cmx22.9cm

Envelope B5

w & 2 28
176 cmx 25 ¢cm -

ﬁ

-

Margins Crientation

-

A

Size  Columns

- -

Page Setup

PAGE LAYOUT
"# Breaks =
%D Line Mumbers -
be Hyphenation ~

P
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Xuét hién ctra s6 Page Setup

Page Setup ? X

Margins Paper Layout

Margins

Top: 1" = Bottom: b =
Left: o Iy = Right: T =
Gutter: 0 = Gutter position: Left v
Orientation

A)

Portrait Landscape
Pages

Multiple pages: Normal v
Preview

LT VAGHE Whole document  jig

Set As Default Cancel

=» Thé Margins:
* Chon Margins: Can 1& cho vin ban, dé thuc hién ban nhép chon vao
biéu twong nay mot danh sach d6 xudng véi mot 56 mau co san.
= Chon Orientation: Chon chiéu kho gidy 1a ngang hay doc, dé thuc hién
ban nhip chon nut 1énh, mot danh sach vo6i hai sy Iya chon xudt hién.
= Thé Paper: Chon kho gidy in
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Page Setup

Margins Paper

Paper size:

First page:

Default tra Default tra

Dther pages:

Preview

Apply to: | Whaole document

Set As Default

A Print Options...

7.2. Inén

Thong thuong trude khi in ra glay chung ta nén xem trudc bang cach in
van ban 1én man hinh dé xem trude. Néu dat yéu cau thi ta tién hanh in ra gidy,

nguoc lai thi ta s€ chinh stra lai.
#+ Cdch thuc hién:

— Chon biéu tuong Print Preview and Print trén thanh cong cu nhanh

hoac vao tab FILE va chon Print.

— Kiém tra vin ban trén man hinh va ta c6 thé thay doi kich thudc trang

hién thi bang biéu tuong Zoom to Page & goc dudi bén phai man hinh.

@ H

e 2@-
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In van ban (Print)
Pé in vin ban ban c¢6 thé thuc hién theo cac cach sau day:
Céch 1: Nhan biéu tuong Print trén thanh Quick Access Toolbar

@ & @ . -

V61 cach ndy van ban s€ dugc in tat ca cac trang ra may in mac dinh trén
may tinh. V61 van ban chira nhiéu ndi dung ban khong nén str dung cach nay vi
de dan dén tinh trang may in bi hoc gidy gitra trung vi in qué nhiéu trang cung
mot luc.

Céch 2: Nhip t6 hop phim Ctrl + P hodc nhép thé FILE/ Print

GIAQ_TRINH_TIN_HOC_45 - Word

Print

Copies: |1
ll:l' z
Giido trink mf dun Tin hoc

Print In vin bin (Pring)
D4 in vin bin ban o6 thé e hidn theo cic cich sau ddy:
Cdich 1 Mhén biéu teong Print trén thank Quick Access Toolbar
Printer ) c@®ER -

NPIC49DA5 (HP Laserlet M2...

- Vi cich niy vin bin s diroc in tit ci cic trang ra miy in mic Jich wén
% Ready méy pink. Voi vin bia caira shiéa nbi dung ben Khing nén si dung cach uay vi
48 din G&n tinh wang miy i bi héc gy Zits wing i in qui phifu wag cing
Printer Properties mit lic.
Ciich 2: Mugp 16 lop phim Ctrl + P hodc nhip thé FILE' Print
Settmgs By thiét p ca thaw s theo
Tuonz dan divi Gy R
rD Print All Pages Print
-
The whole thing =y Copies: [1
- Mumber of cogy: 56 bin 520 )
Pages: i chép t7 bin in, v dy bon madn L
inhop déng thank 2 bin 8 gt
Print on Bath Sides 1;;:%‘:“ vahulitendién | Printer
Account < . M T
< -
Flip pages on long edge — Prim: mmmmd!m‘m
. = Collated bdn, tong may Setting
Options EE - [ mﬁﬁﬂm‘hﬁf‘n{‘ﬁ L
123 123 123 imvin ban pénknine e -
Microsoft Ward 2003 s liy ®
. . mz\lnmﬂmhmmﬂ)unh -
D Portrait Orientation - i War o ghip iy

chon cic mang in, ban <o thé
nhzlplru( TanE G in vae
Ad . hupntap:li’;ﬂn;e
2 emx29.7 em e i phisn trarg Lign phan ban abdp rang diw tée 75 danh dfu— 12 trang cudi cmg
o G sir i in tirtrang 3 dn trang 10 byn nhidp vao g2 i 10,

i i et i e toc b i L it i cic trane i e cich o iy
| | Custorn Margins - ‘phy dwvi. Vi i o cac trang 6. 7. 10, 24 baw thip vao gia t nbwrsaw: 6, 7. 10. 24

Wzoi ra ban o thé nhip vio muc Al @ o thim tiry chon.

IDI 1 Page Per Sheet -
132

Page Setup

Cic thong s6 c6 trong phian in Word
> Pinter: Noi chira cic may in ma ban da két nbi.
> Print all Pages: Lua chon in toan bg hay in riéng 1¢ trang da chi dinh.
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Document
“_7 Print All Pages
D The whaole thing

D Print Current Page
Just this page

Custom Print
Type specific pages, sections or ranges

59

Document Info

Document Info
List of properties, such as file name, author and title

List of Markup -
+  Print Markup
Only Print Odd Pages

Only Print Even Pages
||=D Print All Pages )
The whaole thing
» Print Current Page: In trang hién hanh
= Custom Print: In theo tiy chon. Néu chon Custom print s& danh s trang

trong khung Pages:
+ Néu in nhiéu trang lién nhau ban nhap trang dau tién rdi danh dau — va
trang cudi cung.
Vi du: Gia sir can in tir trang 5 dén trang 10 ban nhap vao gia tri: 5:10.
Settings
(B gt pages sction.. "

Pages: |5-10 i

+ Néu in nh,iéu trang khong lién tuc ban phai liét ké tat ca cac trang mi
trang cach nhau dau phay dudi.
Vidu in céc trang 6, 7, 10, 24 ban nhap vao gia tri nhu sau: 6, 7, 10, 24.
Ngoai ra ban c¢6 thé nhip vao muc All dé c6 thém tiy chon.
Settings

@-}j Custormn Print .

Type specific pages, section...

Pages: | 6,7,10,24 i

> Print one Slied: Cho phép lya chon in mdt mit hay 2 mit (mdy in phai hd
tro)
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Print
Printer
MPIC490DA5 (HP Laserlet M2...
::% Ready
Printer Properties
Settings
||T—_b1 Print All Pages -
The whole thing
Pages: i

Print on Both Sides
Flip pages on long edge

Print One Sided
Only print on one side of the page

Print on Both Sides
T Flip pages on long edge
L=

Print on Both Sides
Flip pages on short edge

Manually Print on Both Sides
Reload paper when prompted to print the second side

1 Page Per Sheet -

Page Setup

> Collated: Thay doi kiéu in theo thorty 123,123,123 hay111,222,3
3 3. Ap dung cho in nhiéu

> Portrait Orientation: Lwa chon mit gidy ngang hay doc dé in (nén chon lua
tir dau dé dinh hinh duoc viée gd vin ban).

> Paper size: lya chon khé gidy, c& gidy.

> Normal Magins: Can chinh khé gidy, kich thudc hién thi chit trén gidy.

> Page per sheet: Gop nhiéu to vao mot to dé in.

|-
=
Print

Cuoi cung chon nut két thuc in an.
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BAI TAP AP DUNG

Bai 1:

Nam quéc son ha

Nam quoc son ha Namdé cur
Haang Thién didinh tai Thién thu
Nhr ha Bac 1o lai xam pham

Bach nhan Thién hanh pha tnic du

VUI XUAN CO THUONG [
AN CHOT LANH MANH
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Bai 2:

Mat trang - Mat Trg

-\:‘p‘

at trang va Mat Troi tranh c@i véi Mt Troi nhin xuéng Trai Dat, va téi cling di

nhau vé& Trai Dat. Mit Troi néi :
"La va cay cbi, tit ca déu

mau xanh". Nhung Mat Trang thi lai
cho rang, tat ca ching mang mét anh
bac lap lanh. Mat Trang ndi rang,
con nguoi trén Trai Dat thuong ngu.
Con Mat Tro1 lai bao con nguoi luon
hoat dong day chi.
— Va ho cai nhau rt lau, cho dén
khi Gi6 bay ngang qua.
—  Tai sao cac ban lai ¢ai nhau vé chuyén
nay chu ? T61 da ¢ bén canh Mat Troi khi

Bang thong ké meénh gia the cao Mobicard
THE CA© Lol Théi gian Théi gian

st dung nhén cudc goi

MIQIBICEARID | 50,000 déng 10 ngiy 15 ngdy

dugc...

200.000 déng 25 ngay 15 ngay
[N]}{]i@@ 300.000 ddng 45 ngay 15 ngay

500.000 déng 90 ngay 15 ngay

cung Mit Tring khi Mit Tring xuat hién.
Khi M3t Troi xuét hién, moi the 1a ban
ngay, cdy c6i mau xanh, con nguoi
hoat dong. Con khi Trang 1én, dém
vé, moi ngudi chim vao gidc ngu.
Néu chi nhin moi viéc dudi con mét
ctia minh, thi moi thwr ching c6 gi la
hoan hao, chon ven ca. Clng vay khi
danh gid mot con nguoi, mét su viée
nao do, khong thé nhin tir mot phia
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CHUONG IV. SUDUNG BANG TINH CO BAN

BAI 1: SU DUNG BANG TiNH CO BAN
M4 bai: C401

Gioi thiéu:

Excel 1a mdt cong cu van phong tuyét voi va khong the thiéu, dic biét 1a véi
nhimg ngudi 1am trong linh vyuc ké toan. Trong Excel c6 rat nhleu tinh nang hay
ma khong phai ai cling biét hét. Nhitng tinh ning tuéng chimg rat don gian nhung
lai vO cung quan trong véi nhitng ngudi thuong xuyén lam viéc vdoi bang tinh
Excel. Bai nay s& gi6i thiéu nhitng thao tac excel co ban nhung rat hitu ich dé moi
thtr tr& nén dé dang hon khi 1am viéc véi bang tinh Excel.

Muc tiéu
* Kien thuc:

- Trinh bay so lugc dugc mot s6 kién thurc co ban vé bang tinh, trang tinh;
veé st dung phan mém Microsoft Excel,

* Ky nang:
- Str dung duoc phﬁn mém Microsoft Excel dé tao bang tinh, trang tinh;

nhap va dinh dang dir li¢u; st dung cac bi€u thirc todn hoc, cac ham co ban dé
tinh todn cac bai todn don gian.

* Nang lyc tw chu va trach nhiém
Van dung kién dd hoc vao trong nhitng mén hoc tiép theo va trong thuc té
cong vi¢c
Noi dung
1. Kién thirc co ban vé ban tinh (Workbook)
1.1. Khai niém bang tinh

Excel 1a mot phan mém dung dé quan 1y va tinh toan dir liéu, diém manh cua
n6 1a théng ké va tinh toan theo cong thirc do ngudi dung 1ap trinh ra, dé tir d6 n6
tur dong tiép nhan dit liéu khi c6 thay d6i. Excel thuong duoc ding trong cac doanh
nghiép ¢ cac b phan nhu ké toan, thu ngan, ... Excel hoat dong khong gidng nhu
nhiing phan mem _chuyén nghip boi 1€ co che bao mét va backup dir liéu cua no
cling khong tot bang nhitng phan mém d6, tuy nhién nd van duoc st dung rong
rdi boi rat it doanh nghiép co diéu kién 1am ra mot ph?m mém cho ho.

Excel 1a mot phdn mém nam trong bd phan mém cua Microsoft co tén
la Microsoft Office, day 1a b phan mém chuyén dugc st dung trong linh vyc tin
hoc van phong. N6 ¢6 4 phan mém hay st dung nhit d6 13 Word, Excel,
Powerpoint va cudi cliing 13 Access.
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Phian mém Excel duoc str dung rong rdi trong nhiéu nganh nghé khac nhau
nhu: K€ Toan, Nhan Su, Hanh Chinh, ... Mién 1a ho ¢6 nhu cau luu trit dir liu co
tinh toan.

Pé thanh thao duoc excel thi can phai c¢6 nhiing phuong phép hoc sau day:

« Pau tién can nim duoge tir khoa chinh cta cau hoi.

« Ap dung ct phap ham mot cach thuan thuc dé chuyén ddi ngit nghia thanh

cong thure tinh.

Va mudn dat duoc 2 diéu trén thi cac ban can phai lam bai tap that nhiéu. Sau
khi ndm viing cdc ham co ban thi ban chac chan s€ lam duogc cac bai tap két hop
nang cao khé hon mét cach dé dang .

1.2. Cac bwéc xay dung bang tinh thong thwong

Bang tinh 1a bang tap hop cac noi dung, thong tin phat sinh theo tirng dong,
ting cot. Moi ndi dung chi tiet do s€ duoc tap hop lai theo 1 nguyén tac thong
nhat nham muc dich quan ly va tinh toan dé ra cac bao cao, thong ke.

Bang tinh phai bao gom 2 phan:
- Phan tiéu dé (Headers)
- Phén ndi dung (Data)

Tuy theo cach bé cuc bang dit liéu:

Bang dir li¢u co bd cuc theo qhiéu doc: Phan tiéu dé duoc dit & dong dau
tién cua bang dir li¢u. Mo1 cit s€ thong nhat vé ndi dung theo ti€u dé cua cot do.
Cac dong dir lidu co theé thém / bot tuy thich. Data s€ duge thém vao bang dir licu
theo nhicu dong. O dang bo cuc nay thi so c¢ot < s0 hang. Excel wu tién cho dang
bo cuc nay.
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A B C D E

1 Bing dir liéu bb cuc theo chiéu doc

2 | So tai khoan Ho ten Ngay mo | Loai hinh So dw

3 |A784325 Nguyén Vin Long 02/08/2008) ATM 0
4 |C754324 Dao Thanh Thiy 03/07/2012|  VISA 612.415
5 |A923095 Lé ThiLan 15/02/2009] ATM 124.235
6 B452389 Tran Thu Phuong 16/04/2015] ATM 14,262
7 ' D154754 Diao Thanh Thiy 22/10/2016] ATM 1,343
8 |C754382 Ng6 Binh Phu 04/12/2014 WSA 127.524
9 A769245 Duong Manh Quén 16/07/2010 12.489.621

10
11
12

J

L

Bang dit li¢u co bd cuc theo chiéu ngang: Phan tiéu dé duge dit & cot dau
tién trong bang dir li¢u hoac cot dau tién trong bang dir li¢u 1a 1 nd1 dung it thay
d6i. Cac cot dir liéu c6 thé tang thém tuy thich. Data s& dugc thém vao bang dir
liéu theo nhiéu cot. O dang bd cuc nay thi s6 cot > S6 hang.

A B C D E F G H I I K
1 Bing dit liéu bé cuc theo chiéu ngang
2 Ho ten Ngay 01 | Ngay 02 | Ngay 03 | Ngay 04 | Ngay 05 | Ngay 06 | Ngay 07 | Ngay 08 | Ngay 09 | Ngay 10
3 Nguyén Vin A 288 355 291 485 419 434 289 441 289 283
4 | Tran Thu Phwong 337 408 392 457 301 158 473 334 388 136
5 | Dao Thanh Thay 483 169 315 437 285 279 380 250 174 274
6 Ngd Binh Phu 275 490 275 199 430 342 279 143 385 182
7 Nguyén Van Long 331 279 261 351 469 260 393 143 231 356
8 \
9 ~
2. Suw dung Microsoft Excel
2.1.  Lam viéc véi phan mém Microsoft Excel
2.1.1. M¢, dong mot bang tinh
+ Khéi dong Excel
Search Windows
* A \ ~ b) 'f( l ~
— CI: Click chudt vao cong cu Search (tim ki€m) trén thanh

Taskbar = gd Excel = 4n Enter > Blank workbook.
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— C2:Vao Start E - chon All apps
workbook.

B EH S -

- chon Excel 2016 - Blank

18

Sign in

HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW
- M.y - A i Find -
TimesNewRo - |14 -] A" A" | A3 AaBh( AaBUCt AaBDC AaBDC 4aBBCe . o o
e R
- g . a . - - i ing 4 i
« Format Painter I U ~aex, x W - A Th3 Heading | Heading? Hesding3 Heading4 Heading5 '~ | ¢\
. N i = Styles m Editing
All Apps Documents Web Mare = A 5 0 L - = “ = a1
Best match
.z . .
Excel 2013 x g ch (tim kiém) trén thanh
App nk workbook.
Search the web All 2pps
Excel 2013
P excel - seew s > App - chon Excel 2016 = Blank
Documents (2+)
[ Open
Recent i trén cling phia phai ctia man hinh Excel
B THOI_KHOA_BIEU_HK2,_NH_2019-2020
05 THOI_KHOA_BIEU_HK_Il_LKHOA_19A_2019-2020_05-5-202... nio cho toi tho diém thoat ma chwa luu
B TKB_HK_II_KHOA_19A_2019-2020_(chinh_sua)_202005270... 16ng bao:
B TKB_HKI 2019 -2020 THEO PM
B TIEN_DO_DAO_TAQ_KHOA_17,18,_19_NAM_HOC_2019-2...
B8] HD_ke_hoach_21-25_20200526073037246240_000.00.0
B3 Tong_hop_to_khai_khoa_KTTH_20200525020557978970
B TKB_HK_II_LKHOA_19A_2019-2020_21-5_20200520042302...
B BAO_CAO_THANG_052020_KE_HOACH_THANG_06_2020_...
_ £ excel
Béng tinh dugc khoi dong
H B & - Book - Excel 7T =
FILE HOME =~ MACRO1  macro  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER ~ POWERPVOT  TEAM
Lo .- T Ty [ ZAuteSum - A
* [Calibri M LRIF. Wy B EPWrap Text General - " =] i | e = @ ad H
0 By - A [GlFil- Z
Paste B I U- . = EMerge@Center - § - % » i £ Conditional Formatas Cell  Insert Delete Format Sort & Find &
- - - Formatting = Table~ Stylesw  ~ - - < Clear - Filter - Select
Clipboard 1= Fant M Alignment IF1 Number M Styles Cells Editing
Al - k3
A B c D E F G H 1 J [ L M N o P Q R
L
2
5
6
8
9
15
16
18
19
20
21
22
23
24
25
Sheet1 [©) L]

+ Thoat khoi Excel
— C1: Vao menu File = Close.
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— C2: Chon biéu tugng nam goc trén cung phia phai ciia man hinh Excel
(hodc 4n dong thdi phim ALT + F4).
< Chuy:
Néu c6 bat ky su thay d6i ndi dung nao cho t6i thoi diém thoat ma chua luu
(save) ndi dung vao 6 dia thi may dua ra théng bao:

Microsoft Office Excel ﬁ

! Do you want to save the changes you made to 'Book1"

[ Yes l | Mo | | Cancel |

e A

Chon mdt trong 3 lua chon dudi day:
+ Néu ta chon “YES” thi noi dung s& dugc luu lai va thoat Excel
+ Néu ta chon “NO” sé& thoat khoi Excel ma khong luu ndi dung.
+ Chon “Cancel” tr¢ lai man hinh lam viéc cia Excel.
+ M6 mot bang tinh méi
— Cach 1: Nhan vao tab File > New (hodc 4n phim Ctrl+N).

— Céch 2: Click chon biéu tuong mé New n trén thanh Quick Access

Toolbar.

— Khi thay d6i dir liéu, bang tinh tu dong tinh toan lai theo so liéu méi.

— Thao tac trén bang tinh c6 thé tao ra cac bdo cao tong hop hodc phan tich co
kém theo biéu do, hinh v& minh hoa...
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2.1.2. Giao dién Microsoft Excel

Book - Excel (Product Activation Failed) Showfhide Ribhon - = x

Formulas  Data  Review  View ¥ Tell me what youwant to do... Signin £ Share

e p— - - i
D a% Times New Roma ~ |14 === '?}' B¢ General - %Cundmunal e, %"\nsert Z %Y p
By [57 Format as Table + % Delete ~ - ’
Paste B I U~ 5+ &N === == L . % 1 G0 oo . Sort & Find &
=Tl= SE==85(= A0 >0 [ Cell Styles ~ EFormats & Fitere Select=
Clipboard = Font F] Alignment F] Number [F] Styles Cells Editing -

4

A B & F G H 1 i K L =
| Quick Access Toolbar | *

| Select all workbook I Col
roup Fon l;
Row number Ll

GO =1 N LA e e o e

JEEPY (VPR (PR [V VR PV WIS I P
O 0o e W = o P

2
=1

Sheetl | Sheet2 | Sheet3 | Sheetd | Sheets ® [l 3
Ready B mo- 1 + 100%

— Cira s0 bang tinh (WorkSheet): 12 cira s6 16n nhat dé nhap dir ligu, tinh
toan, v¢ do thi... gom:
+ Cot (Columns): duogc danh theo chircai A, B, C... ¢6 1+256 cot.

Vidu: A~Z, AA+ IV
+ Dong (Rows): duoc danh theo thtr tu cac chir s6 1, 2, 3... co 1+ 65536
dong.

— Giao gitra cOt va dong goi 1a 6 (Cells).

Pia chi ctia mot O duogc xac dinh boi [Tén
cOt][Tén dong].

o o oW

Vidu: 6 Al: 1a dia chi ciia  nam trén ¢t A va
dong 1. S6 “1” goi 1a dit lidu caa O Al
+ O hién hanh (Selected cell): 14 6 c6 con
tré 6 vién quanh, dja chi 6 hién hanh hién
1én trén thanh cong thirc.
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+ Vung chon (Range): tap hop cac 6 ¢co | A B C

dang hinh chir nhat. 1
A oA . 2
Dia chi cua vung chon: O BDAU:O CUOI ;
Vi du: Vung B2:C5 4
A A 2 o S Ving chon e
Mot O cling c¢6 thé xem la mdt vung. ¢ B2CH

2.2. Thao tac trén tap tin bang tinh

2.2.1. Mé tap tin bang tinh
Pé mé mot File Excel di ton tai ban c6 thé thuc hién theo mot trong cac cach
sau day:

Céch 1: Trong ctra s6 Window Explorer nhap dup chudt vao biéu tuong File vin
ban can mo.

Cach 2: Khoi dong Microsoft Excel 2013, tir thanh Quick Access Toolbar nhap
chon biéu tugng Open (hodc nhan t6 hop phim Ctrl + O).

= 0 & &@-
FILE HOME IMSERT PAGE LAMOLIT FORM
= M| Calibri -l - = D_FEHE =3
DE@v BIU- AAN ===H-
e N e DA &= e
Clipboard Font T Alignment Ta

Céch 3: Tur cira s6 Office Button nhap chon nat Open
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—r m et e = e e mm me—mege e —— ——me = — g ———

Book! - Excel
N Recent Workbooks
=" THOI_KHOA_BIEU_HKZ2,_NH_2019-2020
bt =] Do« CTCM-MSCN « QUAN LY CHUYEN MON = PHAN CONG GANG DAY BM TIN HOC «
u THOI_KHOA_BIEU_HK_II_XHOA_19A_2019-2020_05-5-2020_2020051%0.
C « Users » huong » Downloads
! e T HK I KHOA 19 19 (chenh 7 4 S
;] Computer a: I'K.L’:_h.:_' ;.,E.—.?. r:m:;i?-. 9-2020_(chinh_sua)_20200527025245825820
u“.; TKB_HKI 2019 -2020 THEO PM
+ Add a Place D » CTCM-HSCN » QUAN LY CHUYEN MON » PHAN CONG GANG DAY BM TIN HOC »
% TIEN_DO_DAO_TAO_KHOA_17,18,_19_NAM_HOC_2019-2020_D_20200
@ C: » Users » huong » Downloads
=% HD_ke_hoach_21-25_20200526073037246240_000.00.07.H58
= C: » Users » huong » Downloads
u"Z Tong_hop_to_khai_khoa_KTTH_20200525020557978970
C: » Users » huong » Downloads
u“j TKB_HK_I_KHOA_19A_2019-2020_21-5_20200520042302745740
C: » Users » hueng » Downloads
u"1 BAO_CAOQ_THANG_052020_KE_HOACH_THANG_06_2020__ 2020051907
C: » Users » huong » Domnloads
ﬂ-i 00_TONG_HOP_KET_QUA_THI_DUA_nh_2019_2020_-_HUONGPTN_2020
S D » CTCM-HSCN » HO SO CA NHAN » HO SO CA NHAN » KIEM DIEM - DANH GIA VIE
u“_: MAU_TONG_HOP_DANH_GIA VIEN_CHUC_2020-TINHOC_GUI
=1 D » CTCMOHSCN » HO SO CA NHAN » HO SO CA NHAN » 0EM DIEM - DANH GLA VIE.
¥ TONGHOPKETQUATHIDUA-2020

D » CTOM-HSCN » QUAN LY CHUYEN MON » BB HOP BO MON

(),

lgﬁhg m(f)-t trong hai cach 2 va 3 flép ti’lOE}i ()pen Xuét hién, -hﬁy chon t&i File cin
mo 161 nhap chon nut Open.
2.2.2. Luu bang tinh

Sau khi két thac 1am viéc v6i mot File Excel ban can luu nd lai trén 6 dia cung
de co thé stir dung & cac lan ti€p theo. V61 Microsoft Excel 2013 ban ¢6 thé luu

mot WorkBook,béng cac cach sau day:
Céach 1: Nhap chon biéu tugng Save trén thanh cong cu Quick Access.

@
FILE

e Calibri -jn -
=, &

©- O & «
HOME IMSERT PAG

Céach 2: Nhdp chon mit Save trong cira sé Office Button = Chon Save—>

Chon noi luu co san trong Computer hodc chon Browse
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Boak? - Excel ? - 0B X

Save As
& SkyDrive F_;I Computer

Recent Folders

‘T Computer =-Mmrosoft_Excel_2013
: F: = Writer - Book = Migrosoft_Excel_2013
My Documents
Print + Add a Phace Desktop
Share
Expart
Erowse

Ban chon dudng dan luu File trén 6 dia cing rdi nhap tén cho cho File vao
muc File Name, cu0i cung nhap nut Save d€ luu lai bang tinh

ﬁi] Save As b4
+ |—_'| « Users » huong » Documents w Search Documents y=
Organize » Mew folder = - [ 7]
B This PC = Marne a Date modified Type £
B 30D Objects Bandicam 06/05/2020 3:34 PM  File folde ‘

¥
e L

A
B Deskiop Custom Office Temiplates 12/02/201911:31 .. File folde
7 Giao an du thi - Phuong Thao 14/06/20199%:33 AM  File folde
|=| Documents . ]
* D rcad [=F] My Data Sources 11/05/2019 7:45 AM  File folde
QWNIoads . - r S -
MNetBeansProjects 03/05/2019 437 PM  Filefolde J
b Music SC0L Server Management Studio D8/08/2015 4:38 PM  File folde
=] Pictures Visual Studic 2015 21/05/2020 3:28 PM  File folde
B/ videos Visual Studio 2017 28/02/2019 T:24 AM  File folde

]

File name: | ban tap 1 E - -

Save as type: | Excel Workbook -
Authors:  huong Tags: Add a tag
[+ Save Thumbnail

~ Hide Folders Tools - Cancel

2.2.3. Dong bang tinh

Pé dong WorkBook hién thoi ban c6 thé thuc hién theo cac cach sau day:

Triwong Cao dang Cong nghé va Du lich
150



Gido trinh Tin hoc van phong

’ Céch’ 1: Nhép chon biéu tuong Office Button, hop thoai Office Button
xuat hién nhap chon nut Close

Cdng ty PM AVIN - Excel ?2 - M\ %
@ Sign in
Info O pe n
New _
0 @ Recent Workbooks E;I CDmDUTer
pen

Current Folder

& SkyDrive Microsoft_Excel_2013
F: = Writer - Book » Microsoft_Excel_2013

Save

Save As

Print Elt| Computer Recent Folders

Ll
. Microsoft_Excel_2013
Share F: = Writer - Book » Microsoft_Excel_2013

+ Add a Place
Export My Documents

Desktop
Close
Account
Browse
4 l 3

Céach 2: Nhap chon nut Close window phia goc trén bén phai man hinh tng dung.

? H - O ®
Sign in
ng - E‘“Insert v E - ’;Tv
E" Delete - * i -
EIFDrmat' & -
Cells Editing P

Néu WorkBook hién thoi cua ban chua luu, chuong trinh sé& xuét hién hop thoai
xac nhan. Néu muon luu lai thay doi ban chon Save, nguoc lai chon Don’t Save,
néu muon huy thao tac dong WorkBook hién thoi ban nhap chon nut Cancel.

p— ] I
eI

! Want to save your changes to "Cang ty PR AVIM xlsx'?

[ Save ] [Dng't S-ave] [ Cancel ]
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3. Thao tac véi 6
3.1. Céc kiéu dir liéu
3.1.1. Kiéu Kky tw, chudi ky tw

- Bao gom céc ky tu chit céi tir A dén Z (ké ca chir hoa va chir thuong) va
cac ky tu dac biét trén ban phim.

- Mot day sé cd chira mot ky tu ciing thanh chudi ky tu (vi du: A123, 123a4,
123a,...)

- Mot chudi s6 bét dau bang s6 0 (vi du: 01234) khi nhap ligu néu thém dau
nhdy (°) thi chuoi s6 s& cling thanh chuoi ky tu, vi khi nhap kiéu so thi so 0 dau
tién s€ thanh vo nghia va khong hién thi dugc, cach nay thuong dung cho cac
trrong hop nhap so dién thoai hoac cac ma so bat dau bang 0.

3.1.2. Kiéu s6

- Kiéu s6 cho phép chiing ta thuc hién cac phép toan hoc truc tiép nhu cong
(+), trir (), nhan (*), chia (/), Iy thira (*).

- Kiéu sé cac phim sé dugc nhap tir cac ky 0 ¢én 9 trén ban phim, sé gdm ¢
sb duong va sb am, s6 duong nhép vao 6 hinh thudng, s6 am dugc nhap bang hai
cach 12 ¢ dau trir phia trude (hoic day sb s& dugc bao boc bai diu ngodc don).

Vi du:
+ 8938: s6 duong
+ -8938 hoic (8938): s6 am

- Kiéu sé bao gom ca cé4c s6 thap phan (cd chira dau cach thap phan, dau

phay (,) hay dau (.) tuy vao dinh dang).

Vidu: 9,534; 0,123...
3.1.3. Kiéu ngay thang, gio

- V& ban chat kicu ngay thang, gio cling tuong ty nhur kiéu s0. Ciing ¢6 thé
dung the thyuc hién cac phép toan so hoc va cting dugc hién thi mac dinh phia bén
tay phai trong 6 dur liéu.

- Kieu ngay thang mac dinh duoc dinh dang theo kiéu US la m/dd/yy, chiing
ta c6 thé dinh dang lai theo kiéu Viét Nam.

3.2. Cach nhap dir liéu
3.2.1. Cach di chuyén con tré 6

Tai mdi thoi diém ludn ton tai mot con tré 6 trong bang tinh. Ta co thé
dung:

- > (Tab), €< (Shift Tab): dé chuyén 6 tir bén trai sang 6 bén phai va ngugc

lai.

-\ (Enter), MN(Shift Enter): dé chuyén 6 tir trén xudng va nguoc lai.
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2.2. Cach nhap dir li¢u
Nhdp dir ligu vao 6
— Pua con tro 6 dén 6 can nhp.
— GO dir liéu vao.
— Két thiic nhap: 4n phim Enter (hoic phim Tab hoidc dwa con trd sang &
Khéac).

Nhdp dz lidu giéng nhau vao 1 ving
— Panh ddu vung can nhap dit liéu (Vi du: ving A1:B5).
— G dit liéu (Vi du s6 2000)

o~ Két thﬁq viéc nhap dir li¢u: an phim Ctrl + Enter (Vi du: ving A1:B5 duoc
dién kin bai s6 2000).

Nhdp dir liéu trong cac 6 tuan theo mét quy lugt
> Chudi s6 véi bude nhiy 1a 1 (dién s ty dong)
— G06 mot s6 bat dau (vi du sb 1) tai 6 dau can nhép dit lidu.

— Tré chudt to1 moc dién dir liéu cho xudt hién diu cong mau den +, giir
phim Ctrl trong khi kéo va tha chudt tai vi tri két thic nhap dir liéu.

B Wk =

> 45

> Chudi so véi bude nhiy bat ky:

— G6 mot sd bat dau (vi du s 2) tai 6 dau
can nhap dir liéu.

— G& sb thtr hai ¢ 6 tiép theo (bén dudi
hodac bén phai) (vi du sé 4).

— Panh dau khdi 2 6 nay, tro chudt vao
moc dién dit liéu cho xuat hién dau cdng mau
den “+” kéo va tha chudt tai vi tri két thiic nhap
d lidu.
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Nhdp dir liéu kiéu cong thirc

— Phai bit diu boéi ddu = , hodc +, khi cAn Vi du:

léy s6 liéu cua 6 nao thi nhay chudt vao 6 d6 hoac A B C
g0 vao dia chi 0. PIEM | PIEM [TONG
— G6 Enter dé may tinh thyc hién viée tinh 1 TOAN Ff{éﬂﬂ DIEM
toan. 2 7 I 8 [=A2+B2
3 5 6

Swra sai dir liéu nhap trong 6
- Stra toan bg dit li¢u trong 6 thi ta g6 nd1 dung méi vao.
- Siramot phan dit liéu ta dua con trd vé 6 can sira, An phim F2 (hoic double
click chudt 1én 6 can sira) [Tigh Giana ] i¢n hanh sira - 4n Enter dé két thac.

Tién

Gi .
—2 2 4 4n phim Alt+Enter

Nhap dit li¢u hai dong trong médt 6
Lénh huy b thao tac.

- Lénh Undo: Menu Edit/Undo; hodc Click vao nat -7 hoic Ctrl+Z.
- Lénh Redo: dung dé hay bo thao tac Undo vira thuc hién, vao Menu
Edit/Undo; hodc Click vao nat = = hoic Ctrl+Y

- Lénh Repeat: Lénh Rgpegt dung dé 1dp lai thao tac vura thyc hién. Menu
Edit/ Repeat; hoac nhan t6 hop phim Ctrl +Y.

Chinh stra dir liéu
Xoéa dir lieu
- Céach 1: Chon ving can x6a = an phim delete trén ban phim.

- Céach 2: Chon ving can x6a = click phai chudt va chon Delete. ..
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Timeshi= 14 = A° o7 2« ag

_ Ber=o-p-m-wsy | F

a6 Cut
ER Copy
ry Paste Options:

Il

4

()

Paste Special...
;D' Smart Lookup
In=sert...
Delete...
Clear Contents
=| Cuick Analysis
Filter 3

Sort 3

U

Insert Comment

[T)

-| Format Cells...

Pick From Drop-down List...

‘heetl Define Mame... SheetS Ir_!_‘w.l
Hyperlink...

g

- Céch 3: Chon ving can x6a = chon tab Home = chon Delele " Delete

Insert Page Layout Formulas Data Review View Q Tell me what you want to do...

LI 8

D : Times New Roma « |14« A A7 %CondltmnalFormattmg' E“’Insert =

'.FForrnatasTabIev

= ’5’/‘ A % General A

Paste - . . = = = e=a= R ©0 00 —
- ~ B Il = 2 A ===5E % 0w ’_FCEII Styles ~ [ Format -
Jlipboard & Font I Alignment P} Mumber 7 Styles Cells

Khoi phuc dir liéu
: = - .
- Click chon cong cy Undo Clear - trén thanh Quick Access toolbar
(hoac an t6 hop phim Ctrl + Z).
+ Khoi phuc lai file Excel chwa Kip luu trén Windows

Dé khoi phuc nhitng file Excel bi dong bat ngo khi chua kip luu, cac
ban lam theo nhitng budc sau:

- Budc 1: Vao tab File = Open - Recent.
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©

Save

Save As
Print El‘;l
Share +

Export

Publish

Close

Account

Options

Open

Recent

OneDrive

This PC

Add a Place

Browse

Book1 - Bxcel (Product Activation Failed)

) [ B [ (W Ep @y M B W 6 B & S

1]
=

MAU_SO_LIEU_BAO_CAO_THANG_hoa_2..
C: » Users » Windows 10 TIMT » Downloads

BAO_CAO_THANG_012020_KE_HOACH_..
D: » CHAU HEI NAM HOC 2018-2019 » KE HOACH...

BAO_CAO_THANG_122019_KE_HOACH_...
D: » CHAU HKI NAM HOC 2018-2019 » KE HOACH..,

DANH SACH LOP CNT19C.xlsx
Desktop

DIEM DANHCNT19C .xlsx
Desktop

THOI_KHOA_BIEU_HK2,_NH_2019-2020.xls
Desktop

THOI_KHOA_BIEU_HK2,_NH_2019-2020._...
C: » Users » Windows 10 TIMT » Downloads

TKB_HK_2,_NH_2019-2020_{SORT_TUNG...
C: » Users » Windows 10 TIMT » Downloads

TKB_HKII_2019-2020_Khoa_18C_19C_20...
C: » Users » Windows 10 TIMT » Downloads

DSLOP_CNT19C3.xlsx

Documents

DSLOP_CNT19C1.xlsx

Documents

DSLOP_CNT19C3.xlsx
D:

Aanb rnko Ao #hi S0 INA01IEAIICACTT

21/01/2020 2:08 CH

21/01/2020 1:37 CH

21/01/2020 1:36 CH

18/01,/2020 1:40 CH

18/01/2020 1:40 CH

11/01/2020 7:49 SA

07/01/2020 9:13 SA

03/01/2020 3:22 CH

03/01/2020 3:21 CH

30/12/2019 8:13 SA

30/12/2019 9:00 SA

30/12/2019°8:56 SA

— Buwdéc 2: Kéo xudng cubi

Workbooks
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C

Open
(L) Recent

New

Open
Save
. OneDrive

Save As

. E:I This PC
Print (s

Share o= Addapiace
Export

Browse

Publish

Close

Account

Options

D = D D (S |

Book] - Excel (Product Activation Failed)

danh_sah_du_thi_c2_2019122503354577...

D: » CHAU HKI NH 2019-2020

DSCAMTHI_CNT19C4_C23519CSDLxlsx
D: » CHAU HKI MH 2019-2020

DSCAMTHI_CNT19C2_C23519CSDL_201...

C: » Users » Windows 10 TIMT » Downloads

DSLOP_CNT19C4_201912250335583483...

C: = Users » Windows 10 TIMT » Downloads

danh_sah_du_thi_c2_2019122503354577...

C: » Users » Windows 10 TIMT » Downloads

THOI_KHOA_BIEU_HK2,_NH_2019-2020._...

C: » Users » Windows 10 TIMT » Downloads

Thongketylevang-C19CSDL_2019.xlsx
D: » CHAU HKI NH 2019-2020

Phan_cong_thi_HKI_nam_2019_2020.xls
Desktop

Thongketylevang-C23519CSDL_2019121...

C: » Users » Windows 10 TIMT » Downloads

BAO_CAO_THANG_122019_KE_HOACH_...

C: » Users » Windows 10 TIMT » Downloads

MAU_SO_LIEU_BAO_CAO_THANG_hoa_2.

C: » Users » Windows 10 TIMT » Downloads

Mau_phan_cong_thi_HKII_nam_2018_20...
Desktop

| Recover Unsaved Workbooks |

25/12/2019 4:04 CH

25/12/2019 3:52 CH

25/12/2019 3:49 CH

25/12/2019 3:44 CH

25/12/2019 3:36 CH

24112/2019 8:40 SA

24112/2019 &:01 SA

22/12/2019 1210 CH

21/12/2019 3:02 CH

20/12/2019 %:07 SA

20/12/2019 9%:05 SA

16/12/2019 10:02 SA

— Budc 3: Ta s& nhin thay nhimg file duoc luu ty dong ¢ muc nay. Tim den
file tai liéu ban can khoi phuc, nhap chuét phai Ién n6 - chon Version history.
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Open

T « Users » danna » AppData » Local » Microsoft » Office » UnsavedFiles

Organize « Mew folder

~ Marme Date modified Type

s Cuick access

B Desktop
& Downloads

B | Book3({Unsaved-305994261353159438)) 19-lun-17 1:45 PM Microsoft Excel Bi...

= Documents
Spreadsheeto

&=/ Pictures
Checkboxes
COUNT
Excel recover

Transpose

Microsoft Excel [}3
& Onelrive

[ This PC

4. Lam vi€c vai trang tinh (Worksheet)
4.1. Dong va cot
4.1.1. Thém dong va cot

¢ Chén dong, cot

- Click qhu(f)t chon tén d(‘)ng (1; 2; 3...) hodc tén cot (A; B; C..) can chén (co
thé chon nhiéu dong hoac cot dé chen cung mot luc).

— Vo [Tab Home|>| nhdm Cells |->chon [Insert / Rows /Columns|

(Hoac Click chudt phai 1én tén dong hoac tén cOt da chon, chon chirc nang Insert).
+ Dong dugc chén s€ nam bén trén dong da chon.

+ Cot duoc chén s& ndm bén trai cot da chon.
e Chen o (cell), vung
— Chon 6 can chén (c6 thé chon viing 6 dé chén cung mdt luc).

— Click chudt phai = chon Insert. .., hdp thoai xuat hién:
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Insert 7 X

Insert

() shift cells right

D Entire row
O Entire column

4.1.2. Xoa dong va cit

e Xoa dong, cit.

GOm 4 cac lua chon:

® Shift cells right: chén 6 (khdi) va dich chuyén
cac 0 cung dong sang bén phai.

® Shift cells down: chén 6 (khdi) va dich chuyén
cac 6 cung cot xudng phia dudi.

® Entire row: chén toan bo dong tai 6 dugc chon.
® Entire column: chén toan by coOt tai 6 duogc

chon.

— Chon dong hoac cot mudn x04.
— Click chu¢t phai = chon Delete.
e Xoa 06 (cell), vung (range)

— Chon 06 can x04 (c6 thé chon vung 6 dé xoé cung mot luc).

— Click chudt phai = chon Delete, hop thoai xuat hién:

Delete 7 >

Delete

....................................

() Shift cells up
O Entire row
() Entire column

Gom 4 lya chon:

® Shift cells left: Xo4 6, cac 6 bén phai s& don sang
trai

© Shift cells up: Xo4 6, cac 6 phia dudi s& don 1én
trén.

© Entire row: xoa dong tai 6 dugc chon.

® Entire column: x04 c¢0t tai 6 dugc chon.

Hoic Click chuét phai 1én O/ ving da chon, chon chuic ning Delete.
4.1.3. Hiéu chinh kich thuéc dong, cot
Céch 1: Click chudt kéo cac vach ngan gitta 2 ¢ft hoac 2 dong trén duong bién

cua bang tinh dé thay doi.
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A 4 B A B

1 lla 1 1lla
2 2 b 2 2 b
3 3lc ETI_ 3c
4 4

— Céch 2: Thay d6i nhitng 6 (dong, cot) c6 kich thudc bang nhau

- B1: Chon khéi can thay ddi kich thudc.
‘ - B2: Click chudt phai > Row Height... (46 cao)/Column Width...
(chiéu rong). Nhap gia tri can thay doi vao hop thoai, chon OK.

Eow height: 18] Column width: 811

________________________
————————————————————————

- Home - Format - AutoFit Row Height thay d6i d6 cao dong (d6 rong cot)
vira voi dir 1iéu 16n nhat.

- Home -> Format -> AutoFit Column Width thay d6i do do rong cot vira voi
dir lidu dai nhat.
4.2. Trang tinh (Worksheet)
4.2.1. Tao, x6a, di chuyén, sao chép cac trang tinh
4.2.1.1. Tao Worksheet magi

— Xac dinh vi tri can thém > Chon nat New sheet (bang tinh méi) ¢ goc dudi
cung bén phai cura s6 Excel.

9
10
11
12
13
14
15
16

Sheet! | Sheet2 | Sheet3 |

Ready Mew sheet
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— Mot Worksheet méi s& xuat hién.

10
11
12
13
14
15
16
Sheet3

Sheetl Sheet2

Sheetd

{ -'-|-_l‘ 1

+ Mic dinh, bat ky tap tin Wogkbook n}()i rpé ban tao trén Excel s€ chira mdt
Worksheet, dugc goi 1a Sheetl. bé thay doi o shveet mac dinh, vao tab File->
chon Options (tuy chon) = chon s6 sheet muon hién thi trén bang tinh méi.

4.2.1.2. XoOa Worksheet

— Click chudt phai vao Sheet can x6a = chon Delete

5
6
7
3 Inzert...
9 l:'x Delete
Eename
10
Move or Copy...
11 {'ﬂ View Code
L I:' Protect Sheet...
13 Tab Color
14 Hide
15
16

Select All Sheets

Sheet1 Sheet2 | Sheet3 | Sheetd | G

Ta duoc két qua:
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10
11
12
13
14
15
16

Sheet1 Sheetz | Sheet3 (+)

+ Luu v: Néu mudn cac Worksheet cu thé khong bi chinh stra hoac X(:)a, ta
c6 thé bao vé chung bang cach nhap chudt phai vao Worksheet mong muon -
chon Protect Sheet.

4.2.1.3. Di chuyén Worksheet

— An va gitr chudt kéo Sheet ma ta muon di chuyén cho dén khi mili tén nho
mau den xuat hién phia trén vi tri mong mudn.

11
12
13
14
15
16 .
Sheetl | Sheet2 | Sheet3 )

Ready

— Tha chudt Sheet 2 s& duoc di chuyén.

11
12
13
14
15
16
Sheetl | Sheet3 | Sheet2 *

Ready
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4.2.1.4. Sao chép Worksheet

— Budce 1: Click chudt phai vao Worksheet ma ban mudn sao chép >
chon Move or Copy (Di chuyén hoac Sao chép).

7
8 -
9 STT | Ma so HS Insert... 06/12/201912/1
: [52 Delete
10 1 CNT19C201 |Hc¢ .
Bename
11 2 CNT19C204 |VE Move or Copy K
12 3 |CNT19C205|Tr — . K
. G View Code -
13 4 CNT19C206|K1 7 Protect Sheet.. K
14 5 |CNTI9C207|Nf  1iicoer o
15| 6 |CNT19C208|Tr .
16| 7 |CNT19C210|DX
17] 8 JCNTISC2I3INE o ajsheets
| ShEEt1 S'hE'E"tL :IIEEL_‘F I ST | ShEEtS 'i'i':'
Ready

— Budc 2: Hop thoai Move or Copy s& xuat hién.

Move or Copy ? X
Move selected sheets

To book:

DANH SACH LOP CHNT19C xsx v

Eefore sheet:

Sheeti
Sheet2
Sheet3
Sheetd
Sheet5
[move to end)

[] Create a copy

Chon noi sheet s& xuat hién trong truong Before sheet. Vi du, chon (move
to end - di chuyén dén cuoi) dé dat sheet & bén phai cua sheet hién co.

— Budc 3: Panh diu chon Create a copy (Tao mdt ban sao), sau d6 nhap
vao OK.
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Move or Copy

Move selected sheets
To book:

DAMNH 5ACH LOP CNT19C xlsx

Before sheet:

Sheetl
Sheet2
Sheet3
Sheetd
Sheets

move to end)

Cancel

— Budc 4: Sheet s& dugc sao chép. N6 sé& co cung tiéu dé voi Sheet gbc, ciing
nhu version number (s6 phién ban). Trong vi du, da sao chép bang tinh Sheet2,
thanh Sheet 2 (2) . Tt ca ndi dung tir bang tinh Sheet2 ciing da dugc sao chép
vao Sheet moi.

7
2 STT | Ma so HS Ho va tén 05/12/2019| 06/12/2019 | 06
10 | 1 |CNT19C201|H6 Khanh An
11| 2 |CNT19C204|Vd Nhat Minh Dang K
12| 3 |CNT19C205 |Truong Tran Tién Dat K K
13| 4 |CNT19C206|Kiéu Khinh Duy K
14 | 5 |CNT19C207|Nguyén Thanh Duy
15| 6 |CNT19C208|Tran Khanh Duy
16| 7 |CNT19C210|DP6 Minh Khang K
17| 8 |CNT19C213|Nguvén Hai Nam
| Sheet! | Sheetz | Sheets | Sheetd | Sheets | Sheet2 (2) ®

4.2.2. Thay d6i tén trang tinh

— Budc 1: Click chudt phai vao sheet muén d6i tén > chon Rename.
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10
11
12
13
14
15
16
17

STT

Ma so HS

CNT19C201

H

b2 (=

CNT19C204

W

CNT19C205

CNT19C206

CNT19C207

CNT19C208

CNT19C210

=T IE I s R I I SN (W

CNT19C213
Sheet

Ti
K
N
T
b
N

Shee

Insert...
5,

Delete

Eename

Move or Copy...

Ql View Code

l:' Protect Sheet...

Tab Color

Hide

Select All Sheets

06/12/2019|1
K
K
K
Sheets +)

— Budc 2: GO tén sheet can d6i = an Enter (hoic click chudt bat ky noi nao
bén ngoai Worksheet).

8
0
10
11
12
13
14
15
16
17

STT | Mi so HS Ho va tén 06/12/2019|1:
1 |CNT19C201 |HO Khanh An
2 |CNT19C204|Vd Nhit Minh Dang K
3 | CNT19C205 |Truong Tran Tién Pat K
4 | CNT19C206 |Kiéu Khénh Duy K
5 | CNT19C207 |Nguyén Thanh Duy
6 |CNT19C208 |Tran Khanh Duy
7 | CNT19C210 |Pé Minh Khang
8 | CNT19C213 |Nguyén Hai Nam
Sheet1 | CNT19C2 | Sheet3 | Sheetd | Sheet5 )

4.2.3. Mé nhiéu trang tinh

— Budc 1: Mé 2 Sheet mudn cung thao tic mot lc.

— Buéc 2: Tab View > chon New Window = New Window

— Buwdc 3: Tai cira s6 cua 1 trong 2 sheet > vao tab View > chon Arrange All
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Page Layout Farmulas Data Review i & Tell me what you

|:| _____ Ruler  [v] Formula Bar Q [3)3 @

Zoom 100% Zoom to

Home Insert

IT-:'I|I'\\lew‘.."'.firwh:nmr

= Arrange All

El Freeze Panes =

Normal Page Break I@ Custom Views | |+ Gridlines |+] Headings

Freview Selection
Workbook Views Show Zoom

D11 - £ | V& Nhat Minh Péang

B C D E F
2 TRUONG CAO PANG TIEN GIANG
3
4 DANH SACH HOC SINH TRUN
5
6 ‘ong nghé théng tin (UDPM) 19C2 (CNT19C2) GV Chu n
7
® | STT | Ma sb HS Ho va tén Hocvan| o m sinh
o : hoa
10 1 |CNT19C201|Hb Khanh An X 22/11/2004 |Ap 2. Phudéce
11 2 | CNT19C204 |V Nhit Minh Ding X 20/11/2003 |37/8 Le Thi
12 3 | CNT19C205 |Truzong Tran Tién Dat X 23/09/2019 |ap Tan Thud
13 | 4 |CNT19C206 |Kiéu Khinh Duy X 09/08/2004 |Ap Tan Phor
14 | 5 |CNT19C207 |Nguyén Thinh Duy X 28/04/2004 |Ap 3, Xa Ta

— Buwéc 4 : Tai cira s6 Arrange Windows hién ra c6 4 su lya chon: Tiled /
Horizontal / Vertical / Cascade.

+ Néu chon Tiled :
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D11 - Je Vo Nhat Minh Pang Arrange Windows 7 *
Arrange
®Tiled:
O Harizontal
B C D E () vertical
2 TRUGNG CAO PANG TIEN GIANG O Cascade
3 D Windows of active workbook
4 DANH SACH H Cncel | P §
5
6 [6ng nghé théng tin (UDPM) 19C2 (CNT19C2) GV Chu nhiém:
7
8 i Y i Hoc van . )
STT | Ma so HS Ho va ten T Nam sinh
0 hoa
10 1 |CNT19C201 |HO Khanh An X 22/11/2004 |Ap 2, Phuée Lap, Tan Ph
11| 2 |CNT19C204|Vd Nhit Minh Ding X 20/11/2003 |37/8 Le Thi Hong Gém,
12| 3 |CNT19C205 |Truong Tran Tién Dat X 23/09/2019 |ap Tan Thuén, Binh Bric,
13 4 |CNT19C206 |Kiéu Khénh Duy X 09/08/2004 |Ap Tan Phong, Xa Tan L'
14 | 5 |CNT19C207 |Nguyén Thanh Duy X 28/04/2004 |Ap 3, Xa Tan Lép 1, Huy

Thi 2 cira s6 Excel s& dugc chia thanh 2 ctra s6 bén trai va bén phai nhu hinh:

H

File

| s DEMDANH. E

Horr| Inser | Page| Forrr| Data | Revie

= © Tellme.. Signin (Q'_.Share

H

File

0 s

Hom| Inser | Page| Forrr| Data | Revie

DIEM DANH...

UM O Tellme.. Signin (Q,,.Share

o = U= =
E L5 q [E)EI DQ = D B L Q [E)EI DQ s D
Workbook Show  Zoom 100% Zoomto Window Macros Workbook Show = Zoom 100% Zoomto Window Macros
Views - - Selection M < Views T Selection " N
Zoom Macros rS Zoom Macros A
Al - % | UBND TINH TIEN GIANG # - & A
A B C D E |~ B C D I -
1 UBND TINH TIEN GIANG 2 TRUGNG CAO DANG TIEN G.
2 TRUONG CAO PANG TIEN GIANG| | 3
3 4 DA
4 DANH § 5
5 6 dng nghé thong tin (UDPM) 19C2 (CNT19
6 |Ldp: Cong nghé théng tin (UDPM) 19C2 (CNT19C2) 7
T 8 i aogn
STT | Mi so HS Ho va ten 31/12/201910
8 ~ i Lo Hoc 9 :
Tt | STT | Ma so HS Ho va ten T, r——
9 : hé, | 10| 1 |CNT19C201|HO Khinh An
10 1 1 | CNT19C201 |Hb Khénh An x| | 11| 2 |CNT19C204|Vd Nhat Minh Ding K
11| 2 2 | CNT19C204 V6 Nhit Minh Ding x 12| 3 |CNT19C205 |Truong Trin Tién Dat K
12| 3 3 | CNT19C205 |Truong Trin Tién Dat x| [13]| 4 |CNT19C206 |Kiéu Khinh Duy K
13| 4 4 | CNT19C206 |Kiéu Khanh Duy x| | 14| 5 |CNT19C207|Nguyén Thanh Duy
14 5 5 | CNT19C207 |Nguyén Thanh Duy x| | 15| 6 |CNT19C208 TrinKhinh Duy
15| 6 6 |CNT19C208|Tran Khinh Duy x| | 16| 7 |CNT19C210|Dd Minh Khang
16| 7 7 | CNT19€210 DS Minh Khang x/-|17 | 8 |CNT19C213 |Nguyén Hii Nam | -
» CNT19C4 | CNT19C ... (3 q » » CNT19C4 | CNT19C ... (&) 1 v
Ready i) mo- 1 + 100% | Ready i) mo- 1 + 100%
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+ Néu chon Horizontal thi 2 cira s excel s& duoc chia thanh 2 cira s6 bén

trén va bén dudi.

DIEM DANHCNT19C .xlse2 - Excel (Product Activation Failed)

Home Insert Formulas Data Review

Page Layout

cal O

2_ Share

x

Sign in

D Page Layout Ruler +| Formula Bar q [E) q = New Window £ A 0 EE L—r
o) E Arrange All IﬁHlde
Mormal Page Break IE Custom Views  [+/] Gridlines [+ Headings Zoom 100% Zoomto Switch Macros
Preview Selection [ Freeze Panes - Unhide Windows ~ =
Workbook Views Show Zoom Window Macros A
Al - % | UBND TINH TIEN GIANG M
A B < D E F | Capture Rectangular Region «Ctrl+PrtSc> |
1 UBND TINH TIEN GIANG |
T T EX
2 TRUONG CAO PANG TIEN GIANG

DIEN

Home Insert Page Layout Formulas Data Review

[£ Page Layout Ruler

Mormal Page Break I@ Zoom 100% Zoom

Custom Views || Gridlines |+ Headings

| Formula Bar Q I:E)II @

Sign in ,q_ Share

%NewWindow ] split [l ce
— = D:T
E Arrange All ... Hide
to Switch Macros
o E| Freeze Panes ~ Unhide Windows ~ =
Window Macros A
~
G -

Preview Selecti
Workbook Views Show Zoom
- £
B | C | D | E | F
2 | TRUONG CAO PANG TIEN GIANG
3

DANH SACH HQC SINH TRUNG CAP KHOA NAM 2019

| cNTigca | CNTI9C2 | CNTISCT | CNTI9C3 | Sheets |

-

®

~

4 3

+ Néu chon Vertical thi 2 cira sb excel s& dugc chia thanh 2 cira s6 bén trai

va bén phai giéng nhu véi Tiled
=]

File

0O =

m}

2_ Share

s - »

DIEM DANH...

Q Tellme... Signin

Hon’| |nser| Page| Form | Data | Revie

=]

File

O

Hom| Inser | Page| Forn" Data | Revie

DIEM

Tellme.. Signin 5 Share

B & Q3 & B B B |5 Q[ B/ (= E
Workbook Show  Zoom 100% Zoomto Window Macros Workbook Show = Zoom 100% Zoomto Window Macros
Views ~ h Selection - v Views ~ - Selection - @
Zoom Macros ~ Zoom Macros A
Al - £ | UBND TINH TIEN GIANG + - & -
A B C D B [~ B | C , D 1 | =
1 UBND TINH TIEN GIANG 2 TRUGNG CAO PANG TIEN GI
2 | TRUONG CAO DANG TIEN GIANG| || 3 |
3 | 4 | DA
4 DANHS | s
5 | 6 _éng nghé théng tin (UDPM) 19C2 (CNT19
6 | Lop: Cong nghé théng tin (UDPM) 19C2 (CNT19C2) 7 |
7 8 ) sTT | Ma sé HS Ho va tén 31/12/2019|0
Tt | STT | MaséHS Ho v tén Hee 1 9 ———
9 i hé 10 | 1 |CNT19C201|Hb Khénh An
10 1 1 |CNT19C201 |HS Khénh An x 11 2 |CNT19C204|V5 Nhat Minh Bang K
11 2 2 | CNT19C204|V5 Nhit Minh Dang X 12| 3 |CNT19C205 |Treong Trin Tién Dat K
12 3 3 | CNT19C205 |Treong Tran Tién Dat x 13 4 | CNT19C206 |Kiéu Khinh Duy K
13 4 4 | CNT19C206 |Kidu Khénh Duy x 14 | 5 |CNT19C207|Nguyén Thanh Duy
14 5 5 | CNT19C207 |Nguyén Thanh Duy x 15| 6 |CNT19C208|Tran Khinh Duy
15 6 6 |CNT19C208 |Trin Khanh Duy x 16 7 |CNT19C210|D4 Minh Khang
16 7 7 | CNT19C210 D8 Minh Khang x| -| 17 8 |CNT19C213 |Nguyén Hai Nam | -
v | cnTioca | onT19C L. @ < > v | cnTiaca | CNTI9CL @ < v
Ready i) = - 1 + 100% Ready i) = - 1 + 100%
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Gido trinh Tin hoc Van phong

+ Con néu chon Cascade thi 2 cira s6 excel s& duoc sip xép theo dang bac,
ta c6 thé chon cho cira s6 Ndo & trén hay & dudi tiy thich.

- Excel (Product Activation Failed)

DIEM DANHCNT19C
DIEM DANHCNT19C xlsic2 - Excel (Product Activation Failed) = = m| x

File Hame Insert Page Layout Farmulas Data Review View Q Tel me what you want to do.. Signin (q,.Share
T EE NewWindow [Isplit [N
Ng [I [E] Page Layout Ruler ] Formula Bar q [E)ﬂ D E:IArrangeNl :Hfde EI:I'-J E
Normal PTJgeEreak 1] Custorn Views (] Gridlines [v] Headings Zoom 100% folor:to B Freeze Panes « [ Unhide w;mgtch ) Masros
Teview election Indows
Workbook Views Show Zoom Window Macros ~
Al v % | UBND TINH TIEN GIANG v
2 A B C D E F G -
q1 UBND TINH TIEN GIANG |
42| TRUGNG CAO PANG TIEN GIANG
33
d 4| DANH SACH HQC SINH TRUNG CAP KHOA NAM 2019
- 5 |
4 6 |Ldp: Cong nghé théng tin (UDPM) 19C2 (CNT19C2) GV Chil nhiém:
qg 7
WS ¢ |sTT | MaséHS Ho vi tén HOC VAR i sin Dia chi
1 9 héa
110 1 1 |CNT19C201|H6 Khénh An X 22/11/2004 | Ap 2, Phude Lip, Tan Phudc, Tién Giang
| 2 2 | CNT19C204 |Vd Nhit Minh Déng X 20/11/2003 |37/8 Le Thi Hong Gém, P6, TP My Tho, Tién Giang
Hi2| 3 3 |CNT19C205 | Truong Trn Tién Dat X 23/09/2019 |ap Tén Thuéin, Binh ik, Chéu Thinh, Tién Giang
1413| 4 4 |CNT19C206|Kiéu Khinh Duy x | 09/08/2004 |Ap Tan Phong, Xa Tan Ly Tay, Chu Thanh, Tien Giar
1t 14 5 5 |CNT19C207 Nguyén Thanh Duy X 28/04/2004 ip 3, Xd Tan Lap 1, Huyén Tén Phude, Tinh Tién Gia
1115| 6 6 | CNT19C208|Tran Khinh Duy X 17/03/2004 | Ap M, x& Kim Son, huyén ChAu Thinh, Tién Giang
Wi | 7 7 |CNT19C210|D6 Minh Khang X 16/03/2002 |157/3 Ap 1, A Trung An, TP My Tho, Tién Giang
|17 s 8 | CNT19C213 |Nguyén Hii Nam x 15/03/2002 |212/11/21 Nguy2n Thiéh Thuit P3, Quan 3, TPHO (
Re CNT19C4 | CNTISC2 | CNTISCT | CNTIOC3 | Sheets | @ 1 3
[ i m - 1 + 100%
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4.2 4. Tinh to4n trén nhiéu Worksheet

4.2.4.1. Tinh tong cung 1 6 trén nhiéu sheet Google Sheets

e~ ~ g P 100% ~ d % .0 .00 123- Times New... - 18

9]
8
m

A B

Lép Toéng H/S
Al
e A2
: B3
B4

+ 2014 2015 2016 Téng

Dir ligu c6 3 sheet la 2016, 2017 va 2018. Can tinh tong so6 hoc sinh 16p
CNTT1 qua 3 nam va tinh tong toan bd hoc sinh cac 16p trong 3 nam.

— Buéc 1: Cau tric bang dir heu si 56 O cac sheet s& gidng nhau. Si s6 16p
CNTT1s€ 6 6B2vacacsheetkys = 7 %

— Buwdoc 2@ Tai sheet A B C D E F
TONG dé nhap két qua 1 LGP siso
tong s6 hoc sinh 16p 2 | ONTTI | 30 ——
CNTTI trong 3 nam, tai 0 3 | CNTT2 27
B2 ban nhdp coOng 4 | KTLI 16
thire =SUM('2016'1B2;"2 Z VSLI 23
-
8
9

017'1B2;'2018'1B2) roi

nhan Enter. Trong do

2014, 2015, 2016 la tén cac

sheet va B2 1a 6 chira s6 10
liéu can tinh tong. 11

Sé duogc ket qua sau: 3

Truong Cao ding Cong nghé vi 2016

ra
=]
=)
ra
=]

18 | T6NG ®

1/U



Gido trinh Tin hoc Van phong

A B C
1 LGP SISO
2 CNTT1 =SUTVI('2[116'!BEL'EG]T'!BE;'EG]B'!BE)"‘_
3 CNTT2
4 KTL1
5 WVSsL1
6
7
8
o
10
11
12
13
14
15
16
17
18

2016 | 2017 | 2018 | TONG o)

— Budce 3: D& nhap két qua cho céc 6 con lai chi can kéo 6 két qua dau tién
xuodng nhitng 6 khac.
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1 LOP SI sO
2 CNTT1 67
3 CNTTZ2 64
4 KTL1 83
5 WSL1 T3
p =
7
8
9
10
11
12
13
14
15
16
17
18
2016 | 2017 | 2018 | TONG (D)

4.2.4.2. Tinh téng 1 ving trén nhiéu sheet Google sheets

q Ta s tinh téng toan bd hoc sinh & cac 16p qua timg ndm. Nghia la can tinh
tong so hoc sinh ¢ nam 2016, 2017 va 2018 dé cho ra két qua s6 hoc sinh trong 3
nam.

Trong bang dir liéu thi vung dix liéu hoc sinh ¢ timng nam sé la B2:B5.

— Buwdce 1: Tai 6 nhap két qua tinh téng toan bd hoc sinh cac 16p qua 3 nam, ban
nhap cong thirc =SUM('2016'1B2:B5;'2017'1B2:B5;'2018'1B2:B5) = 4n Enter.

Trong d6 2016, 2017 va 2018 van 1a cac sheet chira dir liéu. B2:B5 sé& 1a ving
dir liéu can tinh tong.
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Gido trinh Tin hoc Van phong

SUM e X « k& | =SUM('2016''B2:B5;'2017''B2:B5;'2018''B2:B5)

A B C D
TONG HS CAC LGP TRONG 3 NAM
=SUM('2016''B2:B5;'2017''B2:B5;'2018'!B2:B5)| [~

2016 | 2017 | 2018 | TONG | TONG VUNG ® r

— Budre 2: Ta dugc két qua sau:
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D v Book1 - Excel (Product Actvation Failed)

Insert Page Layout Formulas Review  View ¢ Tell me what yo
o, X . . v = — = %CDH
Times NewRoma - |14 - A A — = = ’F/‘* Ef General -

D By - - GFDH’
Pste o BIU-H- O-A-SE=E=H- B-% $3 g
Clipboard Font T Alignment I Mumber I
A2 B Jx =SUM('2016''B2:B5:'2017''B2:B5:'2018"'B2:BS)

A B C D
TONG HS CAC LGP TRONG 3 NAM

287

LI R - SRR S

— Nhu vay viéc tinh téng 1 6 hay 1 viing trén cac sheet khac nhau cua 1 file
Google Sheets ciing s&€ dung ham SUM. Cach st dung cling tuong tu nhu khi
tinh tong nhiéu 6 cung sheet, nhung can chén thém tén sheet.
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Gido trinh Tin hoc Van phong

BAI 2: SU DUNG HAM TRONG BANG TiNH
Ma bai: C402
Giai thiéu:
bé xay dung mot bang tinh mot cach nhe nhang, nhanh, it ton thoi gian 1a mot
vi€c can thiét cho nhiing nhan vién lam trong linh vuc thong ké, ké toan. Tuy
nhién, muon lam duoc di€u do ta can phai biét va van dung duogc cadc ham c6 san
trong excel. Trong bai nay s€ hudng dan cach sir dung ham cé san trong excel.
Muc tiéu
* Kién thirc:
- Trinh bay dugc cu phap, ¥ nghia cua cac ham trong Excel
* Ky nang:
- Str dung duogc cac ham trogn excel dé giai cac bai toan.
* Nang lyc tw chu va trach nhiém:
Van dung kién da hoc vao trong nhitng moén hoc tiép theo va trong thyc té
cong viéc
Noi dung
1. Biéu thire va ham
1.1. Biéu thirc
1.1.1. Khai niém biéu thirc s6 hoc
Bicu thirc s hoc la biéu thirc nhan duoc tir cac hang s6, bién s6 va ham so
lién ket véi nhau bang cac phép toan so6 hoc.
* Thi tw thyc hién:
- Trong ngoac thuc hién trudc ngoai ngoac thuc hién sau.
- Déi vai biéu thie khdng c6 ngoic thi : nhan, chia, div, mod thuc hién
trudc, cong, trir thuc hién sau.

Cha ¥: Néu trong biéu thic chiza 1 hang hay bién kiéu thyc thi ta cd biéu thirc s
hoc thuc, gia tri biéu thize ciing thugc kiéu thyc.

1.1.2. Tao biéu thirc s6 hoc don gian

Ta c6 thé tao cong thirc don gian dé cong, trir, nhan hodc chia cac gia tri
trong trang tinh cia minh. Cac coéng thirc don gian lu6n bat dau bang mot dau
bang (=), theo sau la cac hang sb co gia tri sO va toan tir tinh toan nhu déu cong
(+), dau trir (-), ddu hoa thi(*) hodc dau gach chéo (/).

- Budc 1: Trén Worksheet - click chuét vao 6 muén nhap cong thirc vao do.
- ---- Budc 2: Nhap = (dau bang) trudc cac hang s6 va toan tir (ti da 1én dén
8192 ky tw) ma ta mudn su dung trong phép tinh.
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Vi du: nhap =1+1.

+Luu y:
+ Thay vi nhap hang sé vao cong thuc, ban c6 thé chon cac 6 c¢d chira gia tri
ma ban muon dung va nhap cac toan tu trong khi chon cac 6.

+ Theo tht tu todn tir todn hoc tiéu chuan, nhan chia duogc thuc hién truéc
cong tru.

- Budc 3: An Enter.

Chlng ta hdy lay mot bién thé khac cia mot cong thie don gian.
Nhapr=5+2*3, Vao mc}tp khac - roi an Enter . Excel nh&n hai so cuoi roi cong
Vi s6 thir nhat thanh két qua.

+ Str dung Tu Tinh tong (Sum)

Ta c6 the sir dung tinh nang Ty Tinh tong dé tinh tong nhanh mot cot hodc
mot hang hay nhi¢u s6. Chon mét 6 bén canh cac s6 ban muon tinh tong -
2

chon Sum < " trén tab Home = nhin Enter.

2 A
- 27

Sort & Find &
— 7 Filter~ Select -

Editing

“Khi ta chon Sum 2- , Excel ty dong nhap cong thirc (dung ham SUM) dé
tinh tong céac so.

Luu y: Ta cling co thé nhap ALT+= vao mdt 6 va Excel s€ tu dong chén
ham SUM.

Vi du: Bé cong céc so cua thang Mot trong ngan sach Giai tri nay, hay chon

6 B7, 6 ngay dudi cot cac s6 = chon Sum 2 - Cong thirc xuat hién trong 6 B7
va Excel 1am noi bat cdc 6 ma ban dang tinh tong.
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Gido trinh Tin hoc Van phong

SUM X « f | =SUM(B3:B6)
A B C D

1 Thgl Thg2

2 | Giai tri =

3 | Truyén hinh Cap g 52 9si 52.98

4 Thue Video |  7.98]  11.97

5 |Phim anh E 16.00i 32.00

6 DiaCD 18.981 2999

7 |T3ng cong |=SUM(B3:B6

Nhan Enter dé hién thi két qua (95,94) trong 6 B7. Ta cling ¢6 thé thay cong
thure trén thanh cong thic trén dau cira so Excel.

B7 v Jx =SUM(B3:B6)

A B C D
1 Thg 1 Thg2
2 | Giaitri
3 | Truyén hinh Cap 52.98 52.98
4 |Thue Video 798 1197
5 |Phim anh 16.00 32.00
6 DPiaCD g 2099
7 |Tong cong |9\94-|

+ Luu y:
- Dé tinh tong c4c s6 trong mot cot, hay chon 6 ngay dudi s6 cudi ciing trong cot
do. bé tinh tong cac so6 trong mot hang, hay chon 6 ngay bén phai.

- Khi tao cong thuec, ta co thé sao chép cong thic nay cho céc 6 khéc thay vi go
lai nhi€u lan. Vi dy, neu sao chép cong thuc trong 6 B7 sang 6 C7, cdng thirc trong
0 B7 tu dong diéu chinh sang vi tri méi va tinh cac so trong C3:C6.

- Ta ciing c6 thé dung AutoSum cuing ldc trén nhiéu 6. Vi du, ta c6 thé td sang
ca 6 B7 va C7 - chon AutoSum va tinh tong ca hai cot cung mét luc.

1.1.3. Cé4c 16i thuong gip
Céc thong bao 16i thuong gip trong Excel

Ma 16i Y nghia
- HHtHHHH - Cot qua hep
- #DIV/0! - Biéu thirc Chia cho 0
- #tNAME? - Sai tén ham
- #N/A - Sai trj do, tham chiéu dén mot 6 réng hodc 6 ¢o gia tri #N/A
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-#VALUE! | - Sai vé kiéu cua toan hang, toan tir
- #REF! - Sai ving tham chiéu

- #NUM! - L3i dit liu kiéu s6

- #NULL! - Lbi dit liéu rong
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1.2. Ham
1.2.1. Khai niém ham, ci phap ham, cach nhiap ham
> Khai niém
Ham 1a mot cong thire dugc dinh nghia sin trong Excel nham thyuc hién mot
churc nang tinh toan riéng biét nao do. Trong qua trinh tinh todn va xu 1y doi khi
cac ham do Excel cung cap khong dap trng duoc vi vay ban co6 thé viét ra nhiing
ham méi thich hgp cho riéng minh.

> Céu tric chung:

<Tén ham> ([d6i s 1, d6i s6 2, ..., dbi sé n])

Trong do:

- Tén ham: Bat budc phai co, ta mudn st dung mot ham nao d6 thi phai
ghi tén ham do6 ra, tén ham khong c6 khoang trang dé Excel nhan dién va thuc
hién ding ham can dung.

- Cip diu ngoic don: bit budc phai c6, ngay sau tén ham, va bén trong
no 1a cac doi s6 cua ham.

- Céc doi s6 (d6i s6 1, ddi s6 2, ..., d6i s6 n): Co thé c6 hoic khong, 1a gia
tr1 hay 6 hoac khoi 6 dugc ham sir dung, ngoai ra chung ban c6 thé str dung céc
ham lam do1 s6 cho ham khac hay noi1 khac di 1a ham 16ng nhau.

» Cach nhap ham

Dé sur dung cac ham trong Excel, ban c6 thé nhap truc tiép tén ham va cac

doi so tor ban phim.

c2 v > " fa =sum(A2:B2)
A B C D E

1

2 [ 120 75| =sum( )

3 SUM({numberl, [number2]

Hoac dung hdp thoai Insert Function. bé go1 hdp thoai Insert Function ban
lam nhu sau: - Tur thanh cong cu Ribbon nhdp chon Tab Formula, tim t&1 nhém
Function Library nhap chon I€nh Insert Funtion
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FORMULAS

f:x 2 AutoSum ~ Logical - |ﬂ Lookup & Reference -
e IEd Recently Used ~ Text ~ IE] Math & Trig -

nse

ncti IE Financial - I8 Date & Time - |B More Functions -

Function Library

Hodc tir thanh cong cu Formula Bar nhép chon biéu tuong Insert Function.

C2 - f =SUM(A2:B2)

[ C Insert Function F

[

2| 120 75 195

3

Hdp thoai Insert Function xuat hién nhu hinh duéi day:

(i e

Searcnh Tor a function:

Type a brief description of what you want to do and then “
click Gol

Or select a category: Most Recently Used B

Select a functiop:

AVERAGE

SUM(numberl.number2....)
Adds all the numbers in a range of cells,

HMelp anthis fundtiaon

— Nhiap vao miii tén hinh tam giac ctia chirc ning Or select a function dé
xuat hién danh sach cdc nhém ham.

— Trong khung Select a function thé hién cac ham cua nhom ham duoc chon
trong khung Or Select a function.Phia duéi khung Select a function cho ban biét
nhimg thong tin vé ham dugc danh diu trong khung Select a function.

— Ban ciing c6 thé nhap vao Help on this Function dé biét thém cach st dung
cua ham.

— Chon mot ham thich hop can sur dung, nhép OK hop thoai Function
Arguments hién 1én. - Trong hop thoai, nhap cac thong sb can tinh toan cho ham.

Triwong Cao dang Cong nghé va Du lich
180
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- - —
Functon Arguments | . J N x )
SUM
Numbderl K283 = 12079
Yumaer? | =
= 195
~303 38 the numbers in 3 range of cells
Numberl: numberl number? .. are 1 10 255 numbers to sum Logical values and
teat are ignored in cells, included # typed as arguments

Formuly result = 195

! feig g0 the fund 0t Cange
O — — . e, e e S S

E—— =

— Nhap dit liéu xong, nhidp OK hay nhan phim Enter dé thyc hién tinh toan.

1.2.2. Cac ham co ban (SUM, AVERAGE, MIN, MAX, COUNT,
COUNTA, ROUND)

a. Ham tinh tong SUM
Ham nay tra vé tong ciia mot chudi sd.
Cu phap: =SUM(Number1, Number2,...)

Gidi thich: Numberl, Number2,... c6 thé 1a nhirng gia tri $0, cong thtre, dia
chi 6 hay day cac 6...

Vidu:
A B C
1] 1
2 2
3 3
4 1
5 —SUM(A1:A4) > 10

b. Ham tinh gia tri trung binh AVERAGE
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Ham nay tra vé gia tri trung binh cong cua cac sb.
e Cuphap: AVERAGE(numberl, number2,...)
o JVidu:

A B [

B =

1
2
3
4
5 =AVERAGE(ALA4) 25

c. Ham tinh gia tri nhé nhit MIN
Ham nay trd v€ gia tri nho nhat cua céc so.

Cu phap: MIN(number1, number2,...)

Vidu:
A B C
1 1
2 2
3 3
4 4
5 =MIN(A1:A4) 31

d. Ham tinh gia tri 16n nhat MAX
Ham nay tra vé gia tri 1n nhat cua céc so.
Cu phap: MAX(numberl, number2,...)

Vidu:
A B C
: 1
2 2
3 3
4 4
5 —MAX(AL:A4) >4

e. Ham COUNT
Pém s6 6 trong day o, dém cac 6 c6 chira sd hodc ngdy thang con cac kiéu
dwr li€u khac khong dém.
Cu phéap: COUNT (valuel, [value?], ...)

Vidu:
A B e
1A 1
2 B 2
3 C 3
4D 4
5 =COUNT(A1B4) Ny

f. Ham COUNTA
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DPém s6 6 trong diy 6, dém cac 6 c6 ndi dung bat ky.
Cu phap: =COUNTA(Valuel, Value2, ...)

Vidu:
e e e S e N R
o | 1 |LéKhanhDuy 0.50|1.00|0.00| rot |
101 2 | V6 Thi Cam Giang 0.00| 0.00|0.00 | dau |
| 3 |Huynh Van Nhat Hay 0.00| 0.00 | 0.00 i
=COUNTA(A9F11)
12 ' 317

g. Ham ROUND
Ham nay c6 tac dung 1am tron mot s6 toi mot s6 chir sé da xac dinh.
Cu phap: =ROUND(Number, Digits)
Gidi thich:
- Number: S6 muén lam tron
- Digits: S6 ky tu thap phan mong mudn
+ Néu digits > 0 thi s6 duoc lam tron t6i sb vi tr thap phan duoc chi
dinh
+ Néu digits = 0 thi s6 duoc 1am tron téi sb nguyén gan nhat
+ Néu digits < 0 thi s6 dugc lam tron sang bén trai ddu thap phan
Vi du:
=ROUND(number,2): lam tron 2 s6 thap phan.
=ROUND(number,0): lam tron hang don vi.
=ROUND(number,-3): lam tron hang nghin

1.2.3. Ham diéu kién IF

Ham nay dung dé lya chon mot trong hai, kiém tra diéu kién & dbi sb
Logical test néu dung thi tra vé dbi Value if true, nguoc lai sai tra vé dbi
Value_if false.

Cu phéap: =IF(Logical_test, Value_if true, Value_if false)

Gidi thich:

- Logical_test: La diéu kién cho trudc bat ky, diéu kién nay phai tra vé
TRUE hay =1 hodc FALSE hay =0.

- Value_if true: Béi sb nay 1a bat ky, né duoc thé hién néu kiém tra diéu
kién & ddi Logical test 1a dung (TRUE hay =1).

- Value_if false: Ddi s6 nay 1a bat ky, no dugc thé hién néu kiém tra diéu
kién & d6i Logical_test 14 sai (FALSE hay =0).
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Vi du:
TRUNG BINH XEP LOAI
7.5|=IF(A2ps5, "DAU","ROT")
2 IF(logical_test, [value_if_true], [value_if_false])
5
4.5

1.2.4. Cac ham ngay (DAY, MONTH, YEAR)

a. Ham DAY
Cuphap: =DAY(Serial number)
Gidi thich
+ Serial_number: La dir liéu kiéu Date, c6 thé 1a mot ham DATE hoic
két qua ctia mot ham hay cong thirc khac.
Y nghia: tra vé ngay cua biéu thirc ngay.

Vidu:

NGAY VL THANG VL NGAY VL THANG VL
20/05/2020|=DAY(12) ———OrOEiOREm— ()
30/06/2015 30/06,/2015 30
04/05/2016 04/05,/2016 4
15/07/2003 | 15/07/2003 15

b. Ham MONTH
Ham nay tra vé gia tri thang cua dir 1iéu loai ngay thang nam
Cu phap: =MONTH(Serial_number)

Vi du:
NGAY VL THANG VL

NGAY VL THANG VL

3 5
20/05/2020|=MONTH(A2) }
3[]-,5[]5!2[]15 MOMNTH(zerial_nurnkber) 3 BGJ"DEJ’ED 15 G
04/05/2016 4 04/05/2016 5
15/07/2003 5 15/07/2003 7
c. Ham YEAR

Ham nay trd v€ gid tri nam, tai 6 hién hanh cta loai dit li€u la ngay thang
nam.

Cd phép: =YEAR(Serial_number)
Vidu:
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NGAY VL THANG VL i NGAY VL THANG VL
2 20/05/2020|=YEAR(A]2) 1 020
3 30/06/2015 | VEAR(serial_number) | 3 30/06/2015 2015
4 04/05/2016 4 04/05/2016 2016
5 15/07/2003 5 15/07/2003 2003

1.2.5. C4c ham tim kiém (VLOOKUP, HLOOKUP)

a. Ham VLOOKUP
Ham nay thuc hién tim gia tri dugc chi dinh trong ddi Lookup value, va tim
& cot dau tién trong bang cho trude. Két qua 1 giao ctia hang vira tim d6 voi cot
chi dinh trong d6i Col_index num
Cd phép:
=VLOOKUP(Lookup_value, Table_array, Col_index_ num,
Range_lookup)
Gidi thich:.
- Lookup_value: Gi4 tri can tim kiém.
+ - Table_array: La mang, tén, diy hay ving dé tim kiém thong tin (LAy
dia chi tuyét d6i bang cach an phim F4 trén ban phim)
- Col_index_num: Thir tu cua cot can tim
- Range_lookup: La gia tri Logic (TRUE=1, FALSE=0) quyét dinh ham s&
so chinh x4c hay twong dbi voi ddi sé Lookup_value.
+ Néu Range_lookup=1 (TRUE): So tuong di.
+ Néu Range_ lookup=0 (FALSE): So chinh xac.
+ Néu bo qua ddi nay thi Excel hiéu 1a Range lookup =1.
Vi du:
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MA XE LOAI XE PON GIA
2 [sH _VLOOKUP|A2,5A58:5C512 ,2,0)
2 |LF VlOOKUFIch’ur value, table_array, col_i
4 VS
5 WA
i
BANG PHU 1000 dong
e| MA XE LOAI XF PON GIA
s |SH SH Mode 50000
10 |LE Lead 45000
1|VS Vision 35000
12| WA Wave 11( 20000
MA XE LOAI XE PON GIA
2 |SH SH Mode
3 LE Lead
4 VS Vision
5 |WA Wave 110
6
BANG PHU 1000 dong
s MAXE LOAI XE PON GIA
s SH SH Mode 50000
10 LE Lead 45000
1|VS Vision 35000
12 WA Wave 110 20000

b. Ham HLOOKUP

nu:Ir:x _nurm, [range_lockup])

Table Array theo
dang cot

Ham nay c6 cong dung la tim trong hang trén cung cua bang va tra vé mot
gia tri trong hang trén cung, voi su kiém tra cot tuong ting cla gié tri duoc tra
vé thoa man diéu kién.

Cu phap:

= HLOOKUORP (lookup_value, Table_array, Row_ index_num , Range_lookup)
Gidi thich:.

- Lookup_value: Gia tri can tim kiém.

- Table_array: La mang, tén, ddy hay vung dé tim kiém thong tin (L4y dia chi
tuyét d6i bang cach an phim F4 trén ban phim)
- Row_index_num: Thi tu ctia cot can tim
- Range_lookup: La gia tri Logic (TRUE=1, FALSE=0) quyét dinh ham s&
so chinh x4c hay twong dbi véi ddi sé Lookup Value

+ Néu Range_lookup=1 (TRUE): So twong ddi.
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+ Néu Range_lookup=0 (FALSE): So chinh xac.
+ Néu bo qua doi nay thi Excel hiéu 1a Range lookup =1.

Vi du:
| MA XE |LOAI XE PON GIA
2 [SH |SH Mode =HLookupl],5455:56510,3,0)
s |LE Lead HLOCKUP (okup_value, table_array, row_index_num, [range_lookug
4 |V5 Vision
5 |WA Wave 110
7 BANG PHU 1000 ﬂﬁngl\
5 [MA XE SH LE VS WA
) o JLOAI XE H Mode Lead fision |Wave 110
10| PON GIA B 45000|§ 35000 200001
MA XE LOAI XE PONI|GIA
2 |SH SH Mode 50000
3 |LE Lead 45000
4 |VS Vision 35000
5 WA Wave 110 20000
6
7 BANG PHU 1000 dong
s MAXE SH LE VS WA
s LOAI XE SH Mode Lead Vision |Wave 110
10 DON GIA 50000 45000| 35000 20000

2. Dinh dang 6, day 0

2.1. Pinh dang kiéu s6, ngay, tién té
2.1.1. Pinh dang kiéu sb

Kiéu dir 1iéu ndy bao gom cac phim so tir 0 dén 9 va céc ky hitu nhu +, -, *

0, =8, %.

Dit liéu kiéu s6 mic nhién dugc canh phai trong 0, néu d6 dai cua s6 16n hon
d6 rong ciia 6 thi nd ty dong chuyén sang hién thi kiéu khoa hoc (s6 mii) hodc
hién thi trén cac 6 ky tu (####), lac nay ban chi can ndi rong 0.

Pé dinh dang cho dit liéu kiéu s ban thyc hién nhu sau:

- Chon 6 hodc nhom 6 can dinh dang dit liéu, nhip phai chudt chon
Format Cells. Hop thoai Format Cells xuét hién ban chon t&i Tab Number.
—  Pé dinh dang cho dir li¢u theo dang s6 ban chon gia tri Number trong

muc Category.

Trieong Cao dang Cong nghé va Du lich

187




+ Decimal palces: Sb chit s6 sau dau phay.

+ Use 1000 Separator (,): Tich chon muyc nay dé phan cach chir s6 hang
nghin.

+ Negative numbers: Chon kiéu hién thi dir liéu

2.1.2. Pinh dang kiéu ngay

Kiéu dir lidu ngdy thang duoc thé hién ngay thang nim gid phut gidy hay
thang ngay nam... cach thé hién ngay thang tuy theo su lya chon cuia ban.
> Chon cach thé hién ngay thing
Nhép phai chudt vao 6 hay nhom 6 kiéu ngay thang can dinh dang
chon Format Cells.
i <—EI‘ i EXCELCCA - Ly thuyet - X |+ v

o Hd ©- [ & - docdiem - Excel ? B - O X
23 HOME = MACRO1 macro INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW |+
LT Calibri e - == = =3 General - E[%Conditional Farmatting - El # r- H b= =
PEE Eg~ BT U~ A A === - $ -9 GFormat as Table ~ Cells Editing
.~ H- H-A- e 3= - 8 (57 Cell Styles - - -
Clipboard = Font ] Alignment Ma Mumber [} Styles ~
e
BS M fe || =HLOOKUP(AS,3A$8:3E510,2,0) %ﬂ EX @
N B c o £ Ins'ert Delvete For:nat F
1 |MA XE LOAI XE PON GIA Cells | Cell Size
2 |SH SH Mode 50000 2L RowHeight..
3 [LE Lead 45000 AutoFit Row Height
4 VS Vision 35000 ] Column Width...
5 (WA Wave 110 20000 AutoFit Column Width
& Default Width...
7 BANG PHU 1000 dong Visibility
o IMIA YR | 52 TF ve | TN A | Hide & Unhide 3
3 Thue hanh 1 Sheetl Thuchanh2 | .. (& ] TS

Rename Sheet

g chon Format Cells. - + 3 Move or Copy Sheet...
Hép thoai xuat hién ban chon Custom s Tab Color »
to1 Tab Number. T

+ Category: Chon muc B Protect Sheet..

Time I Lock Cell

+ Locale (Location): il | an =

Chon =4 tri Vietnamese

Hop thoai xuét hién ban chon t6i Tab Number.
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Format Cells

? x

Mumber  Alignment Font Border Fill Protection
Categony:
General Sample
Number Wave 110
Currency
Accnuntini Type:
Time *14/03,/2012 e

*
Percentage 3‘».:"-.Ifidnesday, March 14, 2012
Fraction o

e 31412

Scientific o
T 031412
ext
special 14-Mar y
Custom 14-Mar-12

Locale (location):

English (United States) A

Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

+ Category: Chon muc Date

+ Locale (Location): Chon gia tri Vietnamese

+ Type: Chon kiéu ngay thang can dinh dang.
> Chon cach thé hién gio

Nhiép phai chudt vao 6 hay nhoém 6 kiéu ngay thang can dinh dang
chon Format Cells.

Hop thoai xuét hién ban chon téi Tab Number.
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Format Cells

Mumber

Alignment Font Border Fill Protection
Category:
General Sample
Mumber Wave 110
currency
Accounting Type:
e *1:30:55 PM ~
1330
Percentage .
. 1:30 PM
Fraction 13:30:55
Scientific 1:30:55 PM
Text 30:55.2
Special 3?:3[:':55 W
Custam Satall
Locale (location):
English [United States) b

Time formats display date and time serial numbers as date values. Time formats that begin with
an asterisk () respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

Cancel

+ Category: Chon myc Time

+ Locale (Location): Chon gia tri Vietnamese

+ Type: Chon kiéu thoi gian can dinh dang.
> Mot sé dang thé hién

Thé hién ciia ngdy thang Thé hién cia gio phit gidy
m/dlyy h:mm AM/PM
d- mmm- yy h:mm:ss AM/PM
d- mmmm h:mm
mmm- yy h:mm:ss
m/d/yy h:mm

Ban c6 thé sir dung cac phép toan sb hoc (cong va trir) va cac phép toan
tor quan hé.

2.1.3. Pinh dang kiéu tién té
Pé dinh dang dir li¢u dang tién té trong muc Category ban nhép chon muc
Curency.
+ Decimal places: S6 chit s6 sau dau phay.
+ Symbol: Biéu tugng cia loai tién té.
+ Negative numbers: Chon kiéu hién thi dir liéu.

Pé dinh dang dit liéu kiéu phan trim ban chon Percentage trong muc
category:
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+ Decimal places: S chit s6 sau ddu phay.

2.2. Pinh dang vin ban

2.2.1. Pinh dang font chit, kiéu chir, ¢& chit:
- Lwa chon dix liéu can dinh dang -> Home -> Font -> lya chon nhanh font chi,

c& chir, kiéu chir nhu hinh vé:
Trong do:
+ B (Bold): kiéu chit in ¢am.
+ 1 (Italic): kiéu chix in nghiéng.
+ U (Underline): kiéu chix gach chan.

H ©- S Bookl2 - Excel ' -
FILE HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW
..ra.D % A = % F@} Conditional Formatting ~ L’;’:} %

Paste B - Font | Alignment Number [:-;Format asFaple Cells | Editing
. ¥ . . - | [ cCellStyles~ 3 3

Clipboard ) Styles

Bs\{umm Light {16 MEY A Hing

‘ A LH Bl U - - O ~ A ” | D E

3 | Bt n vién ban hang

4 Excel.net.vn

5 Tén NV Ngay ban _ Sé lwon~  Doanh thy.

6 Phan Hang 12/1/2016 245 67800000

- Manh Cudng 5/1/2016 267 56700000

8 Oanh Thu 1/2/2016 125 56790000

- Phan Hdang 2/2/2016 126 49420000

10 Thu Lan 12/1/2016 268 43915000

11 Manh Cudng 12/1/2016 123 38410000

12 Manh Cuong 2/3/2016 643 32905000 |

- Hoac dé chi tiét hop thoai Font kich chon vao miii tén phia bén dudi

O X

VIEW

>

muc Font -> hop thoai Format Cells xuat hién lua chon dinh dang cho chit ->

kich chon OK dé hoan tat.

Trieong Cao dang Cong nghé va Du lich

191



r
Format Cells M
| Number ] Alignment i Border I Fill [ Protection I
ot
Calibri Light Bold Italic |14
Calibri Light (Headings »~ | |Regular ~| |10 -
" Calibri (Body) ([ Italic 11 £
T .Vn3DH —!| |Bold 12 B
P VnArabia Bold Htalic
T .VnArabiaH 16
" VnArial ¥ | |18 b
Underline: Color:
None [v] | -] [ normal font
Effects Preview

[] strikethrough
D Superscript
[7] subscript

AaBbCcYyZz

This is a TrueType font. The same font will be used on both y

r printer and your screen.

[

OK J [ Cancel

v —

=

2.2.2. Cin I8, tuy chinh vi tri, hwéng viin ban.

> Cin lé.

- Lwa chon vung vin ban can can 1& -> Kich chon Home -> Alignment -

> lya chon kiéu can 18

%
)
[e——
>~
—
=
Q_J\

~ :Canlédeu2hbén
= . Can 12 phai
H ©- 2 = Bookl2 - Excel 2 @ - 0O %X
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW v
.n.D % A = % F‘@Conditional Formatting ~ Ej %
Paste B - Font |Alignment| Number [;;Format s abes Cells | Editing
- ¥ - « | [F Cell Styles ~ 2 2
Clipboard = Styles ~
B5 = = - E.:’Wrap Text )
A 6= 3= & Merge & Center E F [«
3 T Alignment ) héng
4 ' Center
Center your content.
5 Tén NV ey e e PONE Doanh thu B
~ 12/1/2016 245 67800000
6 Phan Hang
- Manh Cuong |5/1/2016 267 56700000
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» Tuy chinh vi tri van ban trong 6.

- Truong hop 6 dix liéu qua rong so véi van ban can can chinh vin
ban sao cho ¢ gitra va can doi vai 6 di liéu -> céan chinh vi tri van ban trong 0,

co cac lya chon nhu hinh vé:

tri van ban phia cudi 0.

~ = thir tu 1an luot 13: Can 18 chir sat phia trén cua 6 (top), can giita 0, vi

- Hoic ban c6 thé can chinh trong hop thoai Format Cells=> Thé

H - > Bookl2 - Excel 2 - O X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW »
-D-D p 4 _A' = % E‘E] Conditional Formatting ~ @ #

Emy ~ P =

Paste 2 Font |Alignment| Number E: SR Cells | Editing
2 3 - | [Z4 Cell Styles ~ A g

Clipboard = Styles ~
B6 v E; Wrap Text v

A A = = ©= = E F [«

3 a5 Alignment RED| héng

4 Middle Align

Align text so that it is centered
5 Tén N! between the top and bottom of the won~ Doanh thl.v
cell,
" 12/1/2016 245 67800000

6 Phan Hang

- Manh Cuong 5/1/2016 267 56700000
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- Kich chon OK dugc két qua: Van ban nam ¢ vi tri giﬁa&rét can doi.

10 |
11|

- Lya chon vin ban can tao hudng chir -> Kich chon Home -> Alignment -

Format Cells
Mumber AIIgr‘ImEnt Fant EBorder Fill
Text alignment
Horizontal:
General Indent:
Vertical: ] =
Bottom ~

Text control
Dﬂrap text
[] shrink to fit
DMerge cells

Right-to-left
Text direction:

Context ~

Justity distributed

Protection

Orientation

]

< | Degrees

Cancel

A B C | D _ E
Danh sach nhan vién ban hang
Excel.net.vn

Téen NV Ngay ban | Sé lwon~{ Doanh thu
'"Phan Hang 12/1/2016 245 67800000
Manh Cudng 5/1/2016 267 56700000
Oanh Thu 1/2/2016 125 56790000
Phan Hang 2/2/2016 126 49420000
Thu Lan 12/1/2016 268 43915000
Manh Cudng 12/1/2016 123 38410000

» Tuy chinh hwéng van ban.

>Orientation -> lya chon huéng chit theo yéu cau.
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H ©- = Bookl2 - Excel ? H - O X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW »
.&D p 4 A = % E Conditional Formatting ~ =] %

Eg ~ i

pate 27 | Font [Blignmentihumber (2% Format as Table Cells | Editing
., ¥ - . - | [ZCell Styles~ g 2

Clipboard 1 Styles ~
B6 - =& E %’Wrap Text v

A Bl = = ¥ Angle Counterclockwise = S
¥ Angle Clockwise P

3 . BT lg Vertical Text hang

%= \T% Rotate Text Up

5 Tén NV | g Rotate Text Down 'n~| Doanh thu

%7 Format Cell Alignment B A
Phan Hdng 12/1/2016 245 67800000

6

2 Manh Cuong 5/1/2016 267 56700000

3 Oanh Thu 1/2/2016 125 56790000

- Hoic thay d6i huéng chir trong hop thoai Format Cells trong tab Alignment:

Format Cells ? *

Mumber | Alignment Font Border Fill Frotection

Text alignment

rientation

Horizontal: .
General ~ | Indent:

Vertical: 0 :

Bottom ~

Justify distributed

Text control
D Wrap text
] shrink to fit
D Merge cells
Right-to-left
Text direction:
Context w

- Két qua sau khi tao huéng chit:
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2.3. Cin chinh, hiéu &ng vién

2.3.1. Pinh dang mau sic vin ban.

- Lva chon viing van ban can tao mau -> Kich chon Home -> Font -> chon
biéu twong Font Color -> hop thoai xuat hién -> lya chon mau sac cho chi:

2.3.2. Lwa chon mau nén cho van ban:

H ©- s Bookl2 - Excel ? H - O X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW >
""E] X% A = % F%) Conditional Formatting ~ ] )

Eg ~ 4 Table ~

Paste = Font | Alignment Number * Format as Table Cells  Editing
v ~ v - - (5% Cell Styles ~ - -

Clipboard = Styles -~

B Calibrilight  ~[14 <] A" A" | Hang v

2
A S U -" D - F =

: _ Font B Automatic ng

[ Theme Colors
e B EENEENEN
. TenNV . N ~ ~oanh thu.

' Orange, Accent 2
- Phan Hdng 12/.' I I I I I I I I 67800000
. /\,1('3 nh Cuon g 5/ Standard Colors 56700000

i 7 A mC EEEEE
8 Oanh Thu 1/1 @ More Colors... 56790000

Lya chon vung van ban can tao mau nén -> Kich chon Home > Font
—>chon biéu twong Fill Color 2hop thoai xuat hién - lya chon mau sac lam

mau nén cho vin ban:
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H ©- S Book12 - Excel ?7 B - O X
SUE| HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW |»
| -D-D X Al = % F@Conditional Formatting ~ l;;j %
Paste EE] . Font | Alignment Number E;iFormat AL Cells | Editing
. ¥ . - - | ¥ cCellStyles~ . 4
Clipboard x L< I5 Styles -~
BE Calibrilight  ~[14 ~| A" & o Hing v
Font Theme Colors o
| TS AEEE ll'hang
4 | m
Tén NV I I g .| Doanh thy_
5 od] B
T
i Phan H&ng Standard Colors 0 67800000
6 s EEEEE
. Manh Cudng )0 | 56700000
%¥ More Colors...
8 Oanh Thu 1/Zj2Ulb 57471900 56790000
o |Phan Héng 2/2/2016 | 5/5/1900 | 49420000
o Thu Lan 12/1/2016 | 9/24/1900 | 43915000
- Két qua:
A B C _ B | E Bl
3 | Danh sach nhan vién ban hang
4 Excel.net.vn
5 | Tén NV .| Ngay ban_|{ SéIlwong .| Doanh thtf"v
Phan Hdng 12/1/2016 | 9/1/1900 | 67800000
6
7 5/1/2016 | 9/23/1900 | 56700000
8 1/2/2016 5/4/1900 56790000
Tlﬁ

2.3.3. Tao dudng vién cho vin ban:

Kich chon Home ->Font >chon bi¢u twgng Border-> hop thoai xuat
hién > lua chon kiéu duong vién cho van ban:
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H ©- 3 Bookl2 - Excel 72 B - 0O X
FILE INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ’
1 34 A = % F‘@Conditional Formatting ~ @ %

D E‘[% v = (7 Format as Table ~

Paste Font | Alignment Number o Cells | Editing
. ¥ - v + | 57 Cell Styles~ A 2

Clipboard & Styles ~
BS Arial -j3 -] A A |nv v
_A_BIQV'?)'A' D E EIs

F Borders é
: I — iii  Bottom Border h ng
4 s

i+ Top Border

5 Tén 7 [ Left Border 'lEl Doanh thlE
- Phan Hang\ = RiohtBorder 67800000

‘4 No Border I
7 Manh Cu’dng 0 AllBorders . 56700000
8 Oanh Thu Outside Borders 56790000

= Thick Box Border T

9 Phan Hang . 49420000

| i Bottom Double Border |

10 Thu Lan :i Thick Bottom Border 43915000

1 Mgnh CU'an :_ Top and Bol-ftcm Border | 38410000

1 quh le(‘fng : Top and Thick Bottom Border 32905000 |

P = Top and Double Bottom Border

- Két qua toan bo vin ban da duoc tao dudng vién:
A 8 C D E

3 | Danh sach nhéan vién ban hang

4\ Excel.net.vn

5 Tén NV Ngay ban = So lu’c_mm Doanh thIE

6 \Phan Hang 12/1/2016 245 67800000

B Manh Cudng 5/1/2016 267 56700000

8 Oanh Thu 1/2/2016 125 56790000

5 Phan Hang 2/2/2016 126 | 49420000

o| |ThuLan 12/1/2016 268 | 43915000

11 Manh Cudng 12/1/2016 123 38410000

12 Manh Cudng 2/3/2016 643 | 32905000

- Néu ban mudn tao duong vién theo y thich Kich chon Home -> Font -

> chon biéu twong Border -> hop thoai xuat hién -> More Border:
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H - & = Book12 - Excel ? B - 0O %
FILE INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW |»
% JE] (=] |[=] [Bersensrormn: 6]

Paste Font || Alignment Number o Cells | Editing
. ¥ = Z - | [ cCellstyles~ - %

Clipboard Styles ~
oo Calibrilight ~ ~[14 -| A" A" |an v

A B IQ"}’-”'A-' D E F [

3 _ R [E Left Border : héng

4 Right Border

: Tén NV e .| Doanh thi-.

- EH All Borders ‘
Phan Hdng | OvtsdeBorder ) | 67800000

6 Thick Box Border

. Mgnh Cu’c‘mg it Bottom Double Border s) 56700000

| i Thick Bottom Border

g | Oanh Thu Top and Bottorm Border J 56750000

5 Phan H(“jng Top and Thick Bottom Border ) 49420000

Top and Double Bottom Border

10 Thu Lan D B D | 43915000

11 | Manh CuonNZY Draw Border ) | 28410000

12 | Manh Cu'érngI Line Style o "Im"m——l A

T | sheen | [F_Momtoes | tgc.edu.vn l"

- Hop thoai xuét hién lua chon kiéu duong vién, mau sic nhu hinh v& -> kich
chon OK:
3. Két xuit va phan phdi trang tinh, bang tinh
3.1. Trinh bay trang tinh dé in
Ban can dinh dang cho trang in trude khi thyc hién viéc in béng mot trong
hai cach sau day:
Str dung thanh cong cu Ribbon

- Ttr thanh cong cu Ribbon ban nhap chon Tab Page Layout
FILE HOME  MACRO1  macro  INSERT = PAGELAYOUT  FORMU

B F P O & B

Themes Margins Orientation Size  Print  Breaks Background Print
- Effects - - - - Area - - Titles
Themes Page Setup T
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- Margins: Can 1é cho trang in, ban nhép chon muc 1€nh nay mét danh sach

xuat hién. Chung ta c¢6 thé chon cdc mau c6 san hoac nhap muc Custom

margin...
g EH O q & =
HOME MACRO1 macro INSERT PAGE LAYOUT FORMULAS DAT/
‘ . T Y = v | R Slwidth:
p] Mo IR X Dles & B Prt
[A]Fonts~ L T sy i e | JHelght A
Themes Margins Orientation Size  Print Breaks Background Print
. [Oeffects - - > ST e Titles x| Scale:
Themes ;lu.( Custom Setting e Scale to
i ep: 075 Bottom: 0.75"
G18 - 1 Ueft:  0.18 Right 0
Header: 0.3 Footer: 0.3
A D E
n I {
1 MA XE B ey IR - V. 1
oo ——— 1;_;:. 0.75 Bottom:0.75" e
2 SH it 0.7 Right: D000
Header: 0.3 Footer Yoo
3 |LE 5000
4 VS TMC 5000
pp: Bottom: 1 PR
s WA E Eabe 0000
& Header. 0.5 Footer: 0.5
7 long
¢ MAXE S A VS WA
—_— ight 0.25 —
o LOAI XE Footer: 0.3 Vision [Wave 110
10 DPON GIA -5000| 35000 20(

Custom Margins..,

Sau khi chon I¢nh Custom Margin hop thoai Page Setup xuét hién nhu hinh

54 ~ .
dudi day:
Page Setup ? s
Page Header/Footer Sheet I
Top: Header:
0.75 = 0.3 =
Left: Right:
07 = 07 =
Bottom: Footer:
0.75 = 0.3 =
Center on page
|:| Horizontally
[] wertically
Print... Print Preview Cptions...

- Orientation: Chon chiéu cho trang gidy in, nhdp chon 1énh ndy chung ta s& c6

hai lya
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+ chon Portrait: in theo chiéu doc ctia kho gidy

+ Chon Landscape: in theo chiéu ngang ctia kho gidy

- Size: Chon khé giéy cho trang in, ban nhép chon 1énh nay mét danh sach
liét ké cac kho gidy xudt hién, thong thudng chung ta chon kho gidy A4 dé in
cac van ban.

Ngoai nhitng mau c6 sén ban ciing c6 thé chon More page size dé tiiy
chinh kho gidy theo yéu cau st dung.

- Print Area: Chon vung in, dau tién ban chon vung dit li¢u can in sau do
nhap chudt vao biéu twgng nay chon Set print area.

H ©- & & -
HOME ~ MACRO1  macro  INSERT  PAGELAYOUT  FORMULAS [

a0 B DES & 8 5o

- = § [ Heigh
Themes Margins Orientation Size | Print  Breaks Background Print
- IZ‘ Effects ~ - - - Arear - Titles ﬁ Scale:
Themes Pag E.EII, Set Print Area P scal
G18 - £ Clear Print Area
A E C D E

Print title: Trong trudng hop mudn tiéu dé cho tat ca cac trang ban chon
1énh nay. Hop thoai Page setup xuét hién va tro toi Tab Sheet nhu hinh duéi
day:

Page Setup ? X

Page Margins  Header/Footer

Print area: Bz
Print titles
Bows to repeat at top: ez
Columns to repeat at left: oz
Print
[ Gridlines Comments: (Maone] o
[ Black and white :
Cell grrors as: | displayed v
[] Draft guality
|:| Row and column headings
Page order
Down, then over |E=f= ===
@0 EE EjE EE
() Over, then down | =4 5 ‘.':'-I ==
EE .dJE' 58
Print... Print Preview Dptions...

Ban nhap chon vao 6 vudéng nho phia bén phai cia muc Row to repeat at top:
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Page Setup - Rows to repeat at top:

51:51|

>
==

T@ép theo ban nhan Enter dé xac nhan va nhip OK trong hop thoai Page
Setup dé€ luu lai nhitng thay doi.

Page Setup

Page Fargins

Print area:
Print titles
Bows to repeat at top: 3

Columns to repeat at left:

Print
[] aridlines
] Black and white

4[] Draft guality
|:| Row and column headings

Lo |

Header/Footer

Sheet

41|

Comments:

Cell errars as:

Fage order
@ Down, then aver EE IE
O Cwer, then down  |==li=
EE .4

IO

e e

Print...

[(Mone)

displayed

Print Preview

DOptions...

E-5
55

Cancel

3.2. Kiémtravain
> Kiém tra

Thong thuong trude khi in ra glay chung ta nén xem trudce bang cach in bang
tinh 1én man hinh dé xem trudc. Néu dat yéu cau thi ta tién hanh in ra gidy, nguoc

lai thi ta s€ chinh stra lai

Céach thuc hién: - Chon biéu tuong Print Preview and Print trén thanh cong cu
nhanh hodc vao tab FILE va chon Print. - Ki€m tra bang tinh trén man hinh va ta
c6 thé thay doi kich thudc trang hién thi bang biéu tugng Zoom to Page & goc

dudi bén phai man hinh.
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docdiem - Excel

Copies |1 =
e |
. pEAXE LoAarxE pox Ga |
Print B sr Wode =000
LE |L=ad 45000
= Sion 35000)
. [wa ave 110 20000
Printer
BANG FHU 1000 Gong
NPIC43DA5 (HP Laserlet M2... ALL XE SH LE AE] WA
% - LOAISE [5H hode = [Vision [Wave 110__|
Ready BON GIA I 50000] __ 95000] 35000] 20000
Printer Properties
Settings
EI Print Active Sheets
Only print the active sheets
Pages: |1 : to |1 :
Print on Both Sides
Account <7 .
Flip pages on long edge
- = Collated
Options r -
EE 123 123 123

D Paortrait Orientation -
|:| A4 -
8.27" x 11.69"

| | Normal Margins
Left: 0.7" Right: 0.7"
DD Nao Scaling
-
Dmo Print sheets at their actual size

Page Setup

> In 4n
Céch 1: Nhan biéu tugng Print trén thanh Quick Access Toolbar

-E{-J"' ESEEL:

Vi cach nay van ban s€ dugc in tat ca cac trang ra may in mdc dinh trén
may tinh.

Vi van ban chira nhiéu noi dung ban khong nén su dung cach nay vi dé

dan dén tinh trang may in bi hoc gidy giira trimg vi in qué nhiéu trang ciing mot
luc.

Céch 2: Nhép to hop phim Ctrl + P hodc nhap chon Menu File chon Print.
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Save A

Pt

Shae

Lapait

Close

Trong do:

Khung bén trai clura cac
tuv chon in an

Print

Copies |1
—!
Print
Printer
NPICAODAS (P Lasedet M2
= I
Froter Praperies
Settings
Print Actese Sheets -
rk the scinve theets
Pagez |1 HE -

Print on Both Sides

Flips pasprn o bong reiope
Collated
Portrat Ciwnbalion -

a4

Hormal Margins

Page Setup

- Number of copy: Sé ban sao chép tir ban in

2 -

- Print: Chon may in d¢ in van bén,

Printer
MPICA9DAS (HP Laserlet M2... .

Ready

=]

Printer Properties
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Khung beén phai la man
hinh xem trudce khi in cua
trang vin ban dau tién.

[ixE LOAE oo Gl
k= [ e
£ T 4300
o P 13000
Wil Aawn 358 Fs
BANG FHL L
Ar Ei] LE s WA
XE A e | Chwtss W 110 |
=1} | s | 43000] 350000 30004 |
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Settings

Print Active Sheets
-
Only print the active sheets

Pages: |1 : to |1 :
D Print on Both Sides
= ] -
/ Flip pages on long edge
||=|:|-|=|:| Collated .
123 123 123

D Portrait Orientation -
|:| Ad
-
8.27" x 11.69"

Mormal Margins
Left: 0.7" Right 0.7"

(MY Mo Scaling

10 Print sheets at their actual size
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BAI TAP AP DUNG

Bai tip 1: Dung cac phép toan s hoc d@é tinh cac gia tri cho cic 6 trong?

CAC PHEP TOAN SO HQC
X y (X+y)? X2+y242xy Xly 3xy
9 5
125 48
32 18
29 12

Bai tip 2: Dung cac phép toan so hoc dé tinh cac gia tri cho cac 6 trong?
CAC PHEP TOAN LOGIC

a b a>b a<b a>=b a<=b
47 23
58 58
12 49
35 75

Bai tap 3: Lap bao ciao danh thu
« Tong tri gia cua ting mit hang bang tri gid cua timg mat hang trong ting
quy cong lai (=Sheet 2 + Sheet 3+ Sheet 4 + Sheet 5).

« Tong cOng: = tong cac cot cua cac quy.

— Dit liéu Sheet 1 (BAO_CAO)

|| D

L= =T = R |

10

44

A

B

ESTech Co,

Bdo Cdo Doanh Thu Nam 2000 (Triéu)

STT |Ténmat hing| Téng gid tri
1 CD1 ?
2 CD2 2
3 CD3 ?
4 Softl ?
5 Soft2 ?
6 Soft3 ?

Tong cong

Bai tap 4: Nhap Bang ké hang nhap kho theo mau nhu sau:
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A

B

C

D

£

F

BANG KE HANG NHAP KHO

S TEN SO PON TRI .cmjf: .
2 : HANG LUGONG GIA GIA THUE ('T;fh
311 Video 100 | 4.000.000 | 400.000.000 |20.000.000| 150.000 | 420.150.000
4 | 2 Ghé 50 150.000 7.500.000 375.000 | 75.000 7.950.000
51 3 Girong 58 1.200.000 | 69.600.000 | 3.480.000 | 87.000 | 73.167.000
6 | 4 Ta 79 850.000 | 67.150.000 | 3.357.500 | 118.500 | 70.626.000
71 5 Ném 92 200.000 | 18.400.000 | 920.000 | 138.000 | 19.458.000
S| 6 Tivi 220 | 2.500.000 | 550.000.000 |[27.500.000| 330.000 | 577.830.000
9 | 7 Ban 199 600.000 | 119.400.000 | 5.970.000 | 298.500 | 125.668.500
10 TONG CONG:- ? ? ? ? ?

‘1. bat Tén vung cho cac cot co dau _chém hoi (?) vo6i tén lan luot la:
TONG_DON_GIA, TONG_TRI_GIA, TONG_THUE, TONG_CUOC_CC,
TONG_CONG. »

2. Xo6a Tén ving TONG _CONG vira tao.
3. Ting do rong (Height) row TONG CONG (hang 10) 1én 37,50 (50 pixels).
Luu Bai tap vua tao voi tén Bai tap co ban

Bai tap S:

Ngay/thang/nam | Gio:phut:gidy | Gio Phut Ngay Thang
10/01/2018 10:20:30 ? ? ? ?
18/03/2018 08:10:20
30/04/2018 12:40:10
25/05/2018 01:50:45
28/03/2018 09:35:40

Yéu cdu:

1) Gio: lay gio ctia Gio:phut:gidy
2) Phut: 1y phut cua Gio:phut:gidy
3) Ngay: lay ngay ciua Ngay/thang/nim
4) Thang: lay thang cia Ngay/thang/nim
Bai tap 6:
NHAP HANG LINH KIEN PIEN TU
Mi | Ma | Ten | %" | Nim ;| S8 | Pon | Thanh
. R R vi ,\ Thué - 2 A
hang | ngay | Hang tinh nhap lwong | gia tién
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DT 01 =if( Cai 20000
D 01 Cai 14000
LB 02 Cap 1500
DT 02 Cép 2000
D 03 Cai 18000
LB 01 Cép 16000
LT 03 Cap 500
DT 02 Cai 10000
Tong cong: ?
Dat ta:
1) Tén hang:

Néu M3 hang = DT thi Tén hang 1a Dién Tro
Néu M3 hang = TD thi Tén hang 1a Tu Dién
Néu M3 hang = LB thi Tén hang 12 LoaBass
Néu M3 hang = LT thi Tén hang la LoaTreble.

2) Nam nhdp:

Nam nhap duoc tinh dya vao Ma ngay:
Nam nhap duoc tinh dya vao Ma ngay:
Néu Mi ngay = 01 thi Nam nhap 1a 2017
Néu M4 ngay = 02 thi Nam nhap 14 2018
Néu Mi ngay = 03 thi Nam nhap 1 2019

1)

Thué duoc tinh dua vao nim nhép:

Néu Nam nhap = 2017 thi Thué 1a 4%
Néu Nam nhap = 2018 thi Thué 1a 6%
Néu Nam nhap = 2019 thi Thué 1a 7%
2) Don gid:

Néu M3 hang = DT thi Pon gia 1a 470
Néu M hang = TD thi Pon gia 1a 310
Néu M3 hang = LB thi Pon gia 1a 56000
Néu M3 hang = DT thi Pon gia 1a 44000

Thué:

3) Thanh tién:

= (S6 luong*Pon gid)+( SO luong*Pon gia+Thué)
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Lueu $: Cot nao khong tinh duoc cong thiic ¢6 thé nhap dit lidu gia dé lam cau
tiép sau.

Bai tip 7
CONG TY TNHH PAI THAI BINH DUONG
Thang: ?

Tran Thi Yén NV
Nguyén Thanh BV
Poan An TP
Lé Thanh Gb
Hb Kim PGP
Tran Thé TP
Nguyén Vin | Son KT
Lé Nam TP
Ho Tan Tai NV
TONG CONG
TRUNG BINH
CAO NHAT
THAP NHAT

1
2
3
4
5
6
7
8
9

Yéu cdu:
1) Nhap va dinh dang dit liéu nhu bang tinh.
2) Panh sd tht ty cho cot STT (sir dung mdc dién).
3) Phu cip chirc vu dugc tinh dya vao chtc vy (sir dung ham if)
+ GD: 500; PGD: 400; TP: 300; KT:250; Céc truong hop khac: 100.
4) Luong = Luong co ban*Ngay cong.
5) Tam ung dugc tinh nhu sau:

+ Néu (Phu cép chirc vu + Luong)*2/3<25000 thi Tam tmg = (Phu cip
chtrc vu+ Luong)*2/3.

+ Nguoc lai: Tam tng = 25000.
6) Con lai=Phu cép chirc vy+Luong-Tam tmg.

7) Thang: dung ham lay ra thang hién tai.
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BAI TAP 8:

BAO CAO XUAT KHO

1] C ? ? |HN| 10 ?7 | ? ? ? ? ?
2| C CT| 2
3|1 S VT | 1
4| X HN| 2
5| G SG 1
6| G VT | 3
71 X SG 7
8| S CT| 6
91 S SG| 5
10| X HN| 9
Tong cong: ? ? ? ? ? ?
Bang phu 1: Bang phu 2:
M3 Tén Pon | Ponvi | | Noibin | Tién cuée | Giam gia
hang hang gia tinh HN 1000000 150000
C Cat 40000 | Khbi CT 800000 100000
S Sat 3000 Kg VT 600000 50000
X Ximang | 43000 | Bao SG 300000 30000
G Gach 250 Vién
Bang phu 3:
Noi ban HN CT VT SG
Hué hong 10% 5% 7% 3%
Khuyén mii Ghé da Bong gio Gach men ba mé

Yéu cau bai toan.:

1) Tén hang: Dua vao Ma hang va tra tim trong bang phu 1.

2) Pon vi tinh: Dya vao M hang va tra tim trong bang phu 1.

3) Pon gia: Dua vao Ma hang va tra tim trong bang phu 1.
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4) Tri gia = S6 luong*Pon gia.

5) Tién cwée: Dya vao Noi ban va tra tim trong bang phu 2.

6) Hué hong: Dya viao Noi ban va tra tim trong bang phu 3.

7) Khuyén mii: Dua vao Noi ban va tra tim trong bang phu 3.

8) Thanh tién: Tri gia+Tién cudc-Giam gia. Biét rang Giam gia thi dwa vao
Noi ban va tra tim trong bang phu 2.

9) Tinh Téng cho cac cot S6 lwgng, Pon gia, Tri gia, Tién cwée, Thanh tién.

10) Pinh dang cot Pon gia, Tri gia, Thanh tién theo dang 1,000,000 d.

11) Sﬁ:.p xép bang tinh ting theo MA hang, néu tring thi giam theo Thanh

tién.
BAI TAP 9:
PHIEU GIAO NHAN
XB01 ? 19 ? ? ?
S001 5
T001 16
T002 1
Tong cOng: ?
BANG SAN PHAM
M3 SP Tén SP Pon gia
XB01 Xa bbng Lifeboy | 4200
S001 Nudc 4350
T002 Sap Knor 1000
T001 Thyc pham 2000

Yéu cau bai toan:

1) Nhap va dinh dang dir liéu nhu bang tinh.
2) TEN SP: Cian ctr vio Ma SP va tra clru trong bang SAN PHAM.
3) PON GIA: Can cir vio M4 SP va tra ciru trong bang SAN PHAM.,

4) Tinh s6 luong san pham dugc khuyén mai cho cac mit hang theo quy tic
mua 5 tang 1, cy thé nhu sau:

+ Néu mua tir 1 dén 4 khong dugc tang.
+ Néu mua tir 5 dén 9 tang 1 san pham.
+ Néu mua tir 10 dén 14 tang 2 san pham.
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+ Néu mua tir 15 dén 19 ting 3 san pham.

+ Néu mua tir 19 tré 1én ting 5 san pham.
5) THANH TIEN=(SO LUGNG-KHUYEN MAID)*PON GIA.
6) Tinh Tong cong tién khach hang phai tra.
7) Luu bai toan véi tén Baitapl.xls.
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CHUONG V. SUDUNG TRINH CHIEU CO BAN
Ma bai: C5

Gidi thi¢u

PowerPoint 14 phin mém rét can thiét trong giang day, ban hang, bao cao.
Nhét 1a trong giang day vi€c su dung powerpoint dé thiét ké > gido an dién tur. Trong
bay nay s& hudng dan cach sir dung PowerPoint, huéng dan cach tao cac Slides,
dinh dang slide, tao cac hi€¢u ting cho cac dbi tuong trogn slide va hi¢u ung chuyén
dong trong sildes.

Muc tiéu
* Kién thirc:
- Trinh bay so lugc dugc mot sO kién thire co ban Ve sir dung may tinh va
phan mém Microsoft PowerPoint trong viéc thiét ké va trinh chiéu thong tin;
* Ky nang:
- Str dung dugc phan mém trinh chiéu Microsoft PowerPoint dé soan thao
noi dung, thiét k€ va trinh chiéu mot s6 ndi dung don gian.
* Nang lyc tw chu va trach nhiém:
Van dung kién da hoc vao trong nhitng mén hoc tiép theo va trong thyc té
cong vigc.
Noi dung
1. Kién thirc co ban vé bai thuyét trinh
1.1. Khai niém bai thuyét trinh

Cac file PowerPoint dugc goi 1a cac bai thuyét trinh. PowerPoint 1 cong cu
dung dé tao cac slide trinh chiéu véi nhiéu ndi dung khac nhau nhu tao slide bao
c4o, slide thuyét trinh hay tao bai giang véi slide doan hinh, hay slide trd choi
doan 0 chit,... Voi PowerPoint ban ¢ thé trinh bay nhiéu ndi dung trinh chiéu,
V01 cac cong cu hd tro tao slide nhu cac hiéu ung dong trén slide.

1.2. Cac budc co ban dé tao mét bai thuyét trinh
- Budc 1: Chon theme slide PowerPoint

Ngay trong PowerPoint c6 rat nhiéu mau theme, hinh nén PowerPoint dé
chung ta lya chon. Moi mét hinh nén déu theo nhiéu chu dé khac nhau, ta nén luya
chon hinh nén phu hgp véi ndi dung ciing nhu doi tuong trinh chicu.

Click vao muc Design = chon vao muc Themes dé lya chon hinh nén c6
san trén PowerPoint.
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2. St dung phan mém Microsoft PowerPoint
2.1. Cac thao tac tao trinh chiéu co ban
2.1.1. Gi6i thiéu Microsoft PowerPoint

PowerPoint 2016 1a mot phan trong bd Microsoft Office 2016. PowerPoint 1a
mot cong cy hiru ich gitip chung ta tao duge bai thuyét trinh sinh dong va 16i cudn.

Céc dbi tuong duoc si dung trong PowerPoint rat phong phu tir hinh, 4m
thanh, phim anh dén céc hiéu img chuyén chit, cudn trang... dé minh hoa cho chu
dé dang dién giai.

Vinam trong bo Office nén viéc chia sé& dir li¢u gitta PowerPoint, Excel, Word
rat dé dang nhu chén biéu dd tir Excel hodc doan van tir Word vao slide ciia Power
Point.

2.1.2. Tao mot bai thuyét trinh co ban

2.1.2.1. Céch tao bai thuyét trinh méi
- Chon tab File & New = nhip vao Blank Presentation.

Presentation1 - PowerPoint (Product Activation Failed) ? - =] X

Atlas
Blank Presentation Welcome to PowerPoint Bring your presentations to life. las

G WO0D TYPE Quotable
®
A T ST TR VR

Gallery Parcel Wood Type fon Boardroom Quotable

CELESTIAL =g SAVON
P
Berlin rof

Celestial Savon
< _—
_ = | |

" Madison
Madison Al

tl

2.1.2.2. Tao bai thuyét trinh méi tir mét template

Template 1a mot bai thuyét trinh duogc thiét ké trude ma ta co thé sir dung
dé tao ndi dung méi mot cach nhanh chéng. Cac template thudng bao gom dinh
dang va thiét ké tury chinh, vi vdy chiing c6 thé gitp ta tiét kiém rat nhiéu thoi gian
va cong strc khi bat ddu mot dy an méi.

- Nhép vao tab File > chon New.
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New

Search for online templates and themes o

Suggested searches:  Presentations Themes Education Charts Diagrams Business  Infographics

Blank Presentation Welcome to PowerPoint Bring your presentations to life... !

GALERY WOO0D TYPE ¢

Account

Gallery Parcel Wood Type 1

Options

- Ta co thé nhap vao tim kiém duoc dé xuat dé tim template hodc sir dung
thanh tim kiém dé tim ndi1 dung cu thé hon.

- Chon mdt template mong muén.
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FITSCHLGUUIT T = FUWEIF UL |FIUUULL ALLUVELUI T | GHeuy)

New

Search for online templates and themes jol

Suggested searches:  Presentations Themes Education Charts Diagrams Business Infographics

I —

Organic

Facet

Account

Options

ZAN
ZAN

L/ )V€

C

%

2

K2

¢$é

N

S
)5

QD

1\
’¢
ZAN
\\//

KKK

e

KD
N/

{/
N
{/
N
g/
>
N
Z

AN IA\‘IA\ ZAN

Y.

A A
( INTEGRAL \w/
Integral Badge Slice

- Ban xem trudc cua template s& xudt hién cing v6i thong tin bo sung vé
cach str dung template do.

- Nhép vao Create dé sir dung template da chon.

Title Layout

Subtitle

Account

Options

4 Morelmages b

- Mot bai thuyét trinh m&i s& xuat hién véi template da chon.
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2.1.3. Cac thao tac trén slide
Vi du trén Silde c6 2 dbi teong nhu hinh:

® s Presentation2 - PowerPoint (Product Activation Failed) = = =] X

Inset  Design  Transiions  Animations  SlideShow  Review  View  Storyboarding @ Tell me what you want to do Signin 9. Share

-ﬂ-D ¥ Cut Q [ElLayout - 8 || E = ==t 1Ift irecti BExNOoal-| O 3 rshapeFil £ Find
an B Copy o ] Reset a0 e Al [5]Align T ALLS6 e N 7 Shape Outline = 2B Replace ~
. FormatPainter | gjide~ O Section~ = = s B Convertto Smartart = || % N} L[5 [T 0D 9 Shape Effects~ | Iy Select~
Clipboard 7 Slides Paragraph Drawing Editing ~

“«» <

Baby Target.

side1of1  [2 English (United States) = Notes Bl Comments B 855 B T -

+ 3% [H

Céc thao tac 1am viéc véi 2 dbi tuong trén Silde gom:
2.1.3.1. Di chuyén doi twong téi 1 vi tri méi

- Dé di chuyén ddi tuwong téi vi tri méi ta kich chon vao dbi tugng > nhan
gitr va di chuyén doi tugng téi vi tri mong muon

H - ® = Presentation] - PowerPoint (Product Activation Failed)

fie  [OCLR inset  Design  Transitions  Animations  SlideShow  Review  View  Storyboarding Q@ Tell me whatyo odo Signin 9 Share
X cut j [ELayout~ = PN || Text Direction ¥ Shape Fill P Find
one B2 by oy Rt [5] Atign Text AL OG- J L [# Shape Outline - | %c Replace +
aste ew e BV . Ag = ~ Amange Quick
" & Format Painter | guge~ "Ssection= | B T U S @-Aa- [ A~ S T Comvertto smartart= |4 N L) Yo [T G O shape ifects - | [y Select-
Clipboard & Slides Font Paragraph Drawing Editing -~

Baby Target

slide1of1 [ English (United States) = Notes Bl Comments E 55 B T -—4F—+——+ 5B% B
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2.1.3.2. Sao chép ddi twong sang 1 trang khac
- Bwéc 1: Kich chon vao d6i twong muédn sao chép = chudt phai chon Copy

(hoic nhan t6 hop phim Ctrl + C).

S Presentation] - PowerPoint (Product Activation Failed) Pid

Insert  Design  Transitions  Animations  SlideShow  Review  View  Storyboarding Format * Signin

9 share

-ﬂ-D X% cut ::j [l Layout ~ = Ao lae|=a = ||{} Text Direction B~ ~Ooo| O [ﬁ’ L2 Shape Fill - P Find
N [5] Align Text AlLLo N U Q‘_”k L# Shape Outline - | 3 Replace -
ew AV a - | = _Arrange Quic

TC o Format Painter | gy “Fsectionr | 0 L U S & A A-IE===E = ComverttoSmartat- | |% MU L} gy 7| 7D Styles - 0 Shape Effects [ Select~

E Copy - 2] Reset
Paste P =

Clipboard & Slides Font Paragraph Drawing n Editing

Paste Options:
-

&

Change Picture..

Bring to Front 13
Send to Back b
Hyperlink...
Save as Picture...
N size and Position..
&y Format Picture...
Storyboarding »

Baby Target,

m)

"

side1of2 [  English (United States) = Notes Wl Comments B 88 BH =T -—+—+—+ B%

~ - Budéc 2: Di chuyén t6i Slide can dan - chudt phai chon Paste (hoac nhan
to hop phim Ctrl + V).

Presentation1 - PowerPoint (Product Activation Failed)

Transitions Animations Slide Show Rewiew View
o, Cut =] Cltayout~ 1 cherMs (=36 - | A" A | 4o
Foarm El%_‘1 Copy — ".;—-IRset v
- " Forrmat Painter Slide ~ O Section ~ B I U § sci-Aa~ | A~
Clipboard = Slides Font [ Pari
! B Trebuch = |36 - A oA =
A L B I U===/A - "
'
&, -
Baby Targal e
2 X .
Exit Edit Text
l Font...
= Paragraph...
Bullets »
MNumbering 3
Convert to SmartArt  »
Hyperlink...
Smart Loockup
Synonyms »
E‘},—," Translate
- Format Text Effects...

%/ Format Shape...
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2.1.3.3. Hién thi thuéc do trén slide.

- Dé hién thi thudc do trén slide nham muc dich can chinh vi tri cac d6i tuong
ta chi can chudt phai vao slide can hién thi thudc do = tich chon Ruler.

Presentation1 - PowerPoint (Product Activation

Transitions Animations Slide Show Review View Storyboarding Q Tell
===y ¢ Cut ’ 7' [=] Layout ~ T . 2 A = - ||} Text Direction
D N Cop “*] Reset | Align Text
Paste New B I U S abc AV ==
~ ¥ Format Painter Slide~ ©CJSection~ 2 : Convert to Smar
Clipboard = Slides Font Paragraph
1

"[5 Paste Options:
P

B

[E2] Layout >
Reset Slide

i Grid and Guides... >

I Ruler I

&j Format Background...

Steryboarding >

Baby Target.

Slide 1 of 2 [)2 English (United States)

- Thanh Ruler hién thi giup cin chinh déi trong d& dang.

Presentation1 - PowerPoint (Product Activation Failed)

Transitions Animations Slide Show Review View Storyboarding Q Tell me what yo

Ty Cut | 7' [=] Layout ~
[ Copy ] Reset
Paste New B I U S abcAY
- ¥ Format Painter | glide~ CJSection~
Clipboard ] slides Font Paragraph

116115 114:113:1192.111:110:1:9-1 817 1:6-1'5:1:4:§:3:1:2:1:7:1:0:1:1-1:2:1:3:1:4

1
L2 -
:
Baby Toget =
2 &
- )
: d 4
a - el
s
- Baby Target.
Slide 1 of 2 02  English (United States) = Notes
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- Néu khong muén hién thi thanh Ruler ta thuc hién thao tac twong tu va bo

dau tich chon trong Ruler.

2.1.3.4. Hién thi lwei trén slide.

- Tuwong ty nhu viéc hién th; thanh Ruler 97 click chuét phai vao slide
chon Grid and Guides... ta cd thé luya chon chi hién thi thanh ludi ngang hoac

doc.

- Vidu: O day hién thi ca ludi ngang va doc kich chon Gridline.

Q Tell me what you want to do...

® Presentation1 - PowerPoint (Product Activation Failed)
Insert Design Transitions Animations Slide Show Review View Storyboarding
“"D ‘ = [ElLayout~ - a2 Text Direction
Copy ] Reset - A

Paste ) New B I U S abe AV

- Format Painte Slide~ ©0JSection~ -

Clipboard = Slides Font Paragraph
116115114113 1121111101911 7T 16 1:5:1:4:1:3.1.:2.1

1

2 =
‘y Paste Options:
) A o o
% e
Layout >
| S g
Reset Slide

4  Grid and Guides.., 3 (]

v Ruler =
&) Format Background...
Storyboarding » Qv

Add Vertical Guide
Add Horizontal Guide
Guides

Smart Guides

Gridlines |

Baby Target.

side1of2 [2 English (United States)

Két qua sau khi hién thi luéi:
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] : Presentation] - PowerPoint (Product Activation Failed)
Insert  Design Transitions  Animations  SlideShow  Review  View  Storyboarding Q Tell me what you Signin & Share
.n.D ¥, Cut ::] [=] Layout ~ = NI = ll‘ﬁ Text Direction o0 DI:I . ntshapeFiH £ Find
. B Copy " 2] Reset [£] Align Text ALLd - N Q‘ i [# Shape Outline - | 2B Replace ~
aste ew AY ===== — | Amange OQuick
TC & Format Painter | giga. "Ssection- | B T U S &-Aa- [ A - S B Convertto Smartart - |2 N\ (¥ 9r ]| TN T Shape ffects~ | [} Select~
Clipboard [ Slides Font Paragraph Drawing Editing ~
U6 A5 114 A3 A2 01T A0 BT B 15 41 32T QT 234 BB T B G0 111201 1301 141 1501 161 - [+]
£
@
&
2 B
e
o
- : 4 :
- -
- Ba Tar tn :
a < E ¥ ¥
slide1of2 [[2  English (United States) = Notes Wl Comments E 2= B T -—F+———+ 70%

2.1.3.5. Hiéu chinh vi tri 2 d6i twong

- Vidu c6 2 dbi tegng c6 vi tri triing nhau:

I 6 | 5 A V3 23 Q: v X 02 103 0 4 05 L6 =

|

3

2

1 2

0

1

Kl

“« »|

- Néu mubn déi tuong gi?mg trudc an phia sau ddi twong sau n6 thyuc hién nhu
sau: Click chudt phai vao doi tugng dang trudc - chon Send to back = Send to
Back.
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Presentation1 - PowerPoint (Product Activation Failed) Picture Tools

Insert Design Transitions Animations Slide Show Review View Storyboarding Format
< X cut =] Eltayou- =
— 36 = = = :
Em Copy ~ ] Reset [5] Align Text
Paste New

. . u c AV . A3 N l=E=E==== .
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Style Crop

% Cut

By Copy

y Paste Options:
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Dl

Change Picture...

T4, Bring to Front »
IGD Send to Back » | %% SendtoBack
&

Hyperlink... I 0 Send Backward I

Save as Picture...

a[l Size and Position...
Format Picture...

%
Storyboarding »

0000 148 o Tt By Ba Bl o ko Do Vi o 4505 a4y b BrbaFn b B s G buiGoil o Tody B 155

- Néu kich chon vao déi twong sau né = kich chon vao Bring to Front >
Bring to Front

- Presentation] - PowerPoint (Product Activation Failed)

Insert Design Transitions Animations Slide Show Review [ Storyboarding Format

"D X Cut ; [5] Layout - % = e i = Ig “ﬁ Text Direction
. B Copy - " ] Reset [:]ﬁ\lign Text
aste ew AV o | =E= =
= ¥ Format Painter  gige~ 03 Section - JRURSESS A . o [=] Convert to SmartArt
Clipboard [P} Slides Font Paragraph

4G A5 1403042041090 9 B T E 5 A 32D
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Style Crop l I ‘

Cut

Em Copy

d ‘|'3 Paste Options:

- o
0Ol

E‘g Change Picture...

x

23 A G R T B G

Bring to Front 3 Ir . Bring to Front I

Ir‘
a
5% Send to Back v | By Bring Forward
% Hyperlink... -

(B

Save as Picture...

#0%
i

Size and Position...

Format Picture...

i I

Storyboarding 3
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Slide 1 of 2 [E English {United States)
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- Két qua 2 ddi tuong:

»

Nhu vay tly vao vi tri dbi tuong dugc chon ta lya chon Send to hay Bring
to cho phu hop.

2.1.3.6. Cin chinh ddi twong so véi Slide

- Kich chon vao d6i tuong ,céin can chinh - Home - Drawing > Align
- lua chon cac kiéu vi tri cho doi tugng, vi du chon doi tugng ¢ gitra Slide kich
chon Align Center.
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BEBH S- O B - Tép trinh dién12 - PowerPoint ? B - B X
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW 4
2 — ) : ez : =

b , E 18 = s %
E@ - E] B I U § abc AV = —

Paste New = Drawing| Editing
- ¥ Slidev @~ | A ~ A2 2 - -
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- .1 Bring Forward ’
. O Send Backward
" Group Objects nat
- 4 — =,
= ~ = Al
[ SL L% Align Center
2! N 5| Align Right
';‘ Position Objects it Align Top
s |= Align rl‘ ofF  Align Middle
= “A Rotate » | ale Align Bottom

EL\; Selection Pane...

2.1.3.7. Nhém cac ddi twong trong Slide.

Distribute Horizontally

« »ld

Distribute Vertically

- C6 qua nhiéu dbi tuong trén 1 Slide, mubn nhoém ching lai thanh 1 déi
tugng deé thuan tién cho viéc di chuyén va chinh stra thuc hién nhu sau:

+ Lua chon tat ca cac dbi twong mudn nhém bang cach nhan gitr
phim Ctrl trong khi kich chon cac doi twong (hoac st dung thao tac keo tha chuot)
—> click chuét phai vao 1 trong so6 cac doi tugng = chon Group = Group.

4ec)

Presentation1 - PowerPoint (Product Activation Failed)

Picture Tools

Transitions Animations Slide Show

B I U § asciY

Font

Insert Design
== M Cut — [ElLayout~
D] E@ Copy ~ ] Reset
Paste R New
i Format Painter Slide~ [ Section~
Clipboard = Slides
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@
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{3 Cut

E® Copy

iy Paste Options:
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Save as Picture...
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Format Object...

Storyboarding »
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- Két qua 2 ddi twgng duge nhom thanh 1 d6i tuong:

6 |

5 I 4 93

2 & Ve rx o 213

4 |

5 ! 6 !

y/ Baby Target.

)

o
Lt

“ w4

- Néu mubdn tach cac dbi tuong click chudt phai vao déi twong di nhom

->Group = UnGroup.

6

'S5 1 4 13 1 2

&

Style

[ § 0 1 12 1 3 0 z

Fill  Outline

¥
e

- Al
Cut

Copy
Paste Options:

- -

0 L

Group

€03

£

02

SUDE1 OF 2 = NOTES W COMMENTS E

Bring to Front

Save as Picture...

Size and Position...

Format Picture...

“« 4]

B T -—4——+ 36% [
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2.1.3.8. Xoay chinh ddi tweng

- Click chuot phai vao doi twong can xoay > Rotate > lya chon géc can
quay ho tro san (hoac kich chon vao More Rotation Options dé lya chon goc
quay khac).

BEH ©- O T = Tép trinh dién12 - PowerPoint ¢ FE o [
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW >
on — = i8 = \ =

[ l;% = g B I U S = o ' e i
S ES g 3 abe AV &= 3=

Paste New _ . : =i Drawing | Editing
s W Slide~ =7 < ‘ - -

Clipboard = Slides Font , Paragraph ~

6 NNOOoOO O |"_) > Shape Fill ~ 5 16 1]~
ALL>S G- L 7 [ Shape Outline ~

- —| Arrangq Quick
I A R S 0 o Stdne - & Shape Effects ~
Order Objects =
2 o

Bring to Front

e Send to Back
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(=]

21 Bring Forward
O
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= Send Backward
= Group Objects
) ’ =

= < s :

| PP g
—
’ Position Objects
o~

[ Align

i I."\ Rotate

olg Selection Pane... Flip Horizontal -

4
p . 2
| More Rotation Options... I =

SUDE1OF2 [2 = NOTES W COMMENTS = . ES]

- Hop thoai Format Picture xuat hién > nhap goc quay trong muc Rotation
-> doi tuong da dugc quay theo goc da dat.
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Format Picture

U § abe AV . Az A~ = = ' ) . .
& Q IE Lo 2rt to SmartArt

Font Paragraph
4 Size al 116115114113 192111:190:1:9- 1817 1:6:1:5:1:4:1:3.1:2.1:7.1.01

Height 7.35em O
Width 4,56 (r/
Rotation 45° iz

e C
Scale Height 177 % It
Scale Width 164% 2| /

y -
v!| Lock aspect ratio C% )
V| Relative to original picture size X ? o
| Best scale for slide show Q /
640 x 480

s 2 O
Original size

Height: 4,15cm Width: 2,78 cm y B b T r
Reset 1]

b Position
I Text Box

1091817118

2.1.4. Chen Picture
- Chon tab Insert - chon Pictures trong nhém Images.

Presentationl - PowerPoint (Product Activati

Home Design Transitions Animations Slide Show Review

= B g s = D B g @

Mew Table [Pictures] Online Screenshot Photo | Shapes SmartArt Chart
Slide = E Pictures > Album = &

P My Add-ins -
Slides | Tables Images Illustrations Add-ins
- Mot hop thoai s& xuat hién. Xac dinh vi tri va chon file hinh anh mong
muon = bam Insert.

» Click to add text

o

Pictures
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P3 |nsert Picture X

&« v 4 &=l > ThisPC > Pictures

"

Camera Roll

Organize v New folder

A

This PC
_J 3D Objects
[ Desktop
¥ Downloads
D Music
|&=| Pictures
B videos
e Local Disk (C:)
- Soft (D:)
- Local Disk (E:)
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Shortcut
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2458d.jpg

Saved Pictures

images.jpg

File name: | hoa-dep-huong-duong.jpg

~ 'l All Pictures (*.emf;*.wmf;*.jpg;’ V’

Tools ~

Cancel ’

M |

Insert

- Hinh anh s& xuat hién trén slide hién dang dugc chon.

Slide Show

Insert Design Transitions Animations
sy X Cut [l Layout - 8
== ER) Copy 2] Reset
aote » ew: . B I U AV
- ¥ Format Painter | glide~ CJSection~ 4 S5
Clipboard ] Slides Font
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i[‘ Text Direction

[5] Align Text
rj Convert to SmartArt

Paragraph Drawing

6115001414301 920041 190109 181 T 1 6150141301200 1:0 1 1121314151617 1:81:9:11

- Ta ciing co thé nhap vao 1énh Pictures trong placeholder dé chén anh.

Triwong Cao dang Cong nghé va Du lich

228



Gido trinh Tin hoc van phong

2.1.5. Chén Shapes, WordArt va Textbox
2.1.5.1. Chen Shapes

- Chon tab Insert - Shapes trong nhém Illustrations. Mot menu drop-
down chtra cac hinh dang sé xuat hién - chon hinh dang mong muon.

Design Transitions Animations Slide Show Review
r. ¢
D O - a4 @ @ =] I I ﬁ Store 9
Mew Table  Pictures Online Screenshot Photo ShapesfSmartArt Chart > My Add-ins ~ Hy
Slide = = Pictures = Album ~ =
Slides Tables Images 5,3, AT B ﬁ -
1 E Lines Ly
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ey I N e
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Action Buttons

(<] (=] 4] (o] (&) [2] 2] [=] [B] =] [(Z] ] [=

LA L T S 2 T O [ I < R R R I I R I R O R B

slide2of 2 [[2  English [United States)

- Nhép va kéo vao vi tri mong mudn dé thém hinh dang vao slide.
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ran: i i Storyboardin Format 0
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slide2of2 [ English (United States)

2.1.5.2. Chén WordArt

- Buéc 1: Vao tab Insert > chon Word Art > chon mét kiéu chit nghé
thuat can tao vai nhitng mau ¢é san nhu hinh duéi:

Home Design Transitions Animations Slide Show Review View Storyboarding Q Tell me what you want to do.
=] R E 2 x| DB D Eﬁ‘” N T Q
B Qg i B B ] @ S X 4 B e 2 ||
New  Table Plcturs Online Screenshot Photo  Shapes SmartArt Chart & Wy Add-ins - Hyperlink Action = Comment  Text Header W Date & Slide Object EquatlonSmboI Y
Slide - Pictures @ Album ~ @ Box & Footer @ Time Number
Slides ~ Tables Images INustrations Add-ins Links Comments

IR AN AR ER PR T RT- TUR: SRy RURY SURE RURY SVRE ENRFSXRE RYRI RS RARY:

7m]i

:
vAy -

-4 | ;

l )‘.\ ;
3 N

—
1

- Buéc 2: Nhap noi dung can tao chit nghé thuat.
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Transitions Animations Slide Show Review View Storyboarding Q Tell me what you want to do...
Q.Shape Fill = A Text Fill - 1 Bring Forward .|(_.A||gn' ED 257cm *
Abc Abc | - E.Shape Outline - A A A - ﬂTeu‘t Outline~ | '] Send Backward ~ L1 Group
I:I -
~ | £ Shape Effects - 7| A Text Effects ~ EQ Selection Pane “hRotate~ | €% 1865cm -
Shape Styles ] WaordArt Styles ] Arrange Size ]
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=

‘Chiic Mirng Nam i

WordArt 1 dbi twong chit hiéu tng duoc sir dung khi muén trinh noi dung
dudi dang chir nghé thuat.

2.1.5.3. Chén TextBox

- Buwéc 1: Pau tién ban hy ma trang tring trén PowerPoint rdi xda hét hop
thoai c6 trén slide - nhan vao tab Home = bén duci nhém cong cu Drawing
- click vao bieu twong Text box nhu hinh duédi day.

File Insert Design Transitions Animations Slide Show View Storyboarding Q T=ll me what you want to do...

"'D o Cut CI DLayout' 18 Al A E 25 == E “ﬁ Text Direction ‘:C}:' SN\ OO 0
Paste %@ Copy - New EReset AV 3 ====|z= [:]Align = AL LY Arrange
- ¥ Format Painter Slide~ O Section~ B I U S sk~ A A ====1= 5] Convert to SmartArt A VAN S B B 9

Clipboard ] Slides Font Paragraph Drrawing

Hoac cd thé nhan vao tab Insert = chon chiic nang Text box.

Home Design Transitions Animations Slide Show Review View Storywoarding

S B g ai B D B g dse mtf‘yj

MNew Table  Pictures Online Screenshot Phote | Shapes Smartrt Chart 3 My Add-ins ~ Hyperlink Action | Comment || Text
Slide - < Pictures = Album - <
Slides Tables Images Illustrations Add-ins Lirks Comments

- Buéc 2: Kéo tha Tex Box vai kich thudc bat ky trong slide nhu bén dudi.
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lan ¢& chir, mau chir ¢ bén trén.
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- ¥Format Painter | gjige~ [ Section” B IUS§Sad-A- B ES=== = T2 Convert to SmartArt - o %
Clipboard ® Slides Font Theme Colors ragraph [P
L fisisigangg B EHER ...-l-s-l-s-l-?-l-s-l-g-l-m-l-11-|-12-|
1
ey i II|||
= Standard Colors
- EEEEE
2 A < b‘f More Colors... b . O
vAg : 2 Eyedroppe 1é thong tin o
=3 = . - o o)
FTA ~

2.1.6. Chen Table, Chart, SmartArt
2.1.6.1. Cheén bang

Buée 1:

M¢ sile trinh chiéu mudn chén thém bang vao nodi dung roi click chudt tai
nmoi muon chén bang. Tiép dén chiung ta nhan vao tab Insert roi chon vao muc
Table dé tien hanh tao bang.
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Home | Inset | Design  Animations  SlideShow  Review  Vie

BRd QL[
o—db — =

WPicture Clip Photo Shapes SmartArt Chart Hyperlink Action Text |

X At Album~ - Box &

lHlustrations Links

Table

R

Insert or draw a table into the
document.

In Word, you can also convert
existing text into a table.

@) Press F1 for more help.
Buéc 2:
Xuat hién cac tiy chon dé tao bang gdm:

« Di chudt chon sd dong s6 cOt mudn tao.

o Insert Table: Nhap sb dong s6 cOt mudn tao vao hop thoai Insert Table.
o Click Draw Table: Kchudt tao bang.

« Excel Spreadsheet: Nhap bang dit li¢u tir Excel.

Néu bang ctia ban khong c6 nhiéu 6 thi chi can di chudt vao s luong dong va
coOt dé tao bang nhanh chong.

7 A4 /I
Home | Insert Design Animations Slide Show Review View

ol B B8 P Pl @ L

Picture Clip Photo Shapes SmartArt Chart Hyperlmk Action Text Header Wg
At Album~ > Box & Footer

8x3 Table kns Links

lin

ES

0000000000
0000000000
0000000000
0000000000
L8 [

Con trong trudng hop ban ty mudn tiy chinh sé cot va dong trong bang thi
nhan Insert Table roi nhap so cdt va dong, nhan OK d¢ tao.
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| Insert Table

: Number of columns:
Number of rows:

Nhu vay ching ta s€ dugc bang trén slide PowerPoint nhu hinh dudi day.

Buworc 3:

Sau khi chén bang vao PowerPoint, chung ta c¢6 thé nhap ndi dung vao bang hoic
tién hanh chinh stra cho bang, cau triic va dinh dang cho bang.

Khi click chudt vao bang nguoi dung s& dén véi nhom thiét 1ap Table Tools. Tai
day khi click vao tab Layout ban s& nhin thdy c¢6 nhém Rows & Columns va
Merge dé€ chinh stra cau truc bang.

t._‘,} Y ) PresentationT - Microsoft PowerPoint
Home Insert Design Animations Slide Show ‘Review View |
= o Insert Below || =10 - EEe——
% | (= B dlw fa
: ] Insert Left | - e
Delete | Insert ) Merge Split 1 155" * ‘
+ | Above ftmnsertRight || ceis  cells || % .
L

i i Cell Size
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Bwoc 4:

Trong nhdm Rows & Columns, chiing ta s& c6 mot sd thiét 14p cau tric
bang dir liéu PowerPoint gom:

« Insert Above: Chén thém dong vao bén trén dong dau.
« Insert Below: Chén thém dong vao bén dudi dong cubi.

Insert Left: Chén thém cOt vao bén trai cot.

Insert Right: Chén thém dong vao bén phai dong.

Delete: X6a cac dong, cot, bang duoc chon.

Budée 5: Tiép dén nhan vao nhom Merge sé& ¢6 2 tiy chon gdm:
« Merge Cells: Tron nhiéu 6 thanh mot 6.
. Split Cells: Tach 6 thanh nhiéu 6.

y o 3 o
W
‘-
#

Buwoc 6:

Tiép dén, ngudi dung s& tién hanh dinh dang lai cho bang khi nhan vao tab Design
bén trén.
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Trong muc Table Styles, ban c6 thé lua chon cac mau cho bang véi nhiéu kiéu
khac nhau. Muon mo rdng Table Styles dé chon lua, ngudi dung click vao mii
tén thr 3 nhu hinh dudi day. Ngay lap tirc bang s€ dugc mo rong.

All v
Best Match for Document

o

Bworc 7:

Tiép dén trong nhom Table Style Options, ban sé& c6 cac tiy chinh bao gom:

Header Row: Noi bat hang dau tién dé phan biét trong bang.
Total Row: N6i bat hang cubi cung dé phan biét.

Banded Rows: N6i bat 1an luot cac hang trong bang cing mau.
First Column: N6i bat cot dau tién trong bang.

Last Column: Nbi bat cot cudi trong bang.

Banded Columns: Noi bat lan luot cac cot trong bang cting mau.
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’.."CE%\‘ H9-0 =5 Presentation1 - Microsoft PowerPoint — O X
‘-—-/ Home Insert Design Animations Slide Show Review View Design Layout '@)
™| Header Row First Column Y _/I

Total Row [ Last Column
WordArt  Draw
Banded Rows ¥ Banded Columns =¥ | Styles~ |Borders~

Table Style Options Table Styles
!v-L\. -
Y ¢ JOTM #
R

Buworc 8:

Tiép dén trong nhém Word Art Styles, chung ta co thé thay doi hiéu tmg cho noi
dung dir li¢u nhép trong bang, gom:

o Text Fill: Thay d6i mau cta vin ban trong bang.

o Text Outline: Thém mot Outline t6i vin ban va thay d6i mau, do rong, va kiéu
cua Outline do.

o Text Effects: Thém cac hi€u ing dac biét nhu do bong, phan chiéu.

o Quick Styles: Cac kiéu WordArt ap dung cho vin ban di chon trong bang.

ations Slide Show Review View Design Layout
_ ‘ % s A |[—— -
] — [ e o o o e y s
ey === i & ~ &
5;:’;" i s et e e Quick
T - Styles~ /57 &2, Pen Lolor~
Table Styles WordArt Styles M= Draw Bo

3

w\_

S T OTM ¢

Bude 9:
Cubi cung tai nhom thiét 1ap Draw Borders sé& thém cac kiéu duong vién xung
quanh cua bang gém:

« Pen Style: Ki€u cua duong vién cho bang.
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« Pen Weight: D6 day cua vién.
« Pen Color: Mau cua dudng vién bang.

o Draw Table: Thém hang, cot, 6 mdi vao bang hién tai, chia 6, c0t, hang hién

tai va v€ thém cac bang trong mai.
o FEraser. Xo6a duong vién da tao.

2.1.6.2. Chén Chart
Buoc 1:

Pau tién ban mé PowerPoint trén may tinh. Trong giao dién chinh, nhap

chudt vao tab Insert roi chon tiép muc Chart.

@a)\"d9-0 )
- 9

Home || Insert Design

=l[EEL OB

Animations

Insert Chart

Buéec 2:
Ngay sau d6 xuét hién giao dién hop thoai Insert Chart voi cac dang biéu

do6 biéu thi ndi dung khac nhau. Chung ta click chudt vao dang biéu d6 muodn su
dung, r61 nhan OK.

Presentation2 - Microsoft PowerPoint

Slide Show

Table Picture Clip Photo Links Text | Media
v Art  Album ~ |l v Clips ~
Tables Illustrations

Review

O

View

X
@
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[L Line — —_ﬂ Uiﬂ ,Lﬁﬁ Mﬂﬁ 1@@ ﬂﬂ 111
& Pie ] a - ] ol
E - ] JuB 08 B ] Jad] AR
m . \M ]Mﬁb ]Jﬁ»ﬁl 1155» 12%‘
&) Surface = : . . 3
0 z::::"”t H |"/\J |‘/\/ 1:5'5": L',;\i;,.i I’v 2 /}—J
¥ Radar Pie

all e |l oW Al ] v
Manage Templates... Set as Default Chart e Cancel

Mét b:’;ll’nlg tﬁéng ké trén Excel s& xudt hién kém theo. Bé’mg tﬁ(‘)ng‘ké nay

cho phép nguoi dung nhap dir li¢u cho PowerPoint.

6‘ o ) - ¥ - 1 5 Chartin Microsoft Office PowerPoint - M - O X
'Home | Insert Pagelayout Formulas Data Review View Design @ - ™ X
» Calibri i1 |§ == gi % Al e bl = oV~
l:_tj - IB et Ao | M B o Number  Styles = Cell - &
aste ' ||(5m : Frmper | pevem umber es|Cells || -
- E e A [EEe S :
Cllpboard la Font F] Ahgnment P Editing
AS - '\ Jx ] Category 4 ¥
L A | B | c | D H F G HZ
1] Seriesl Series2  Series3
2 Categoryl 4.3 24 2
3 Category2 2.5 4.4 2 i |
4 Category 3 3.5 1.8 3 1
5 |Category 4 1 4.5 2.8 5
6 4
3 To resize chart data range, drag lower right corner of range.
Buwdrc 3:

Cong viéc cua ban bay gi0 la nhap ndi dung cac myc vao trong bang thong
ké trén Excel. Nhiing ndi dung chung ta dién vao Excel s& tu dong duoc dién
trong PowerPoint. V& phan sb liéu ban c6 thé chinh stra & nhiing budc sau nay.
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Ca) o ¥~ - )5 Chartin Microsoft Office PowerPoint - M - O X
R |Home] Insert Page Layout Formulas Data Review View I Design @ - =™ X
== % calibri v CIE=a S “%LH‘A‘“\@:‘ - Av-
Pafe 2 H i H—'”A‘ A‘:l |§ EE' 5’3 Number| Styles‘ ‘Cells j éﬁv

ez | g (O = = 3 , i ’ g

A | e e
Clipboard /| Font = Alignment | | | Editing

D1 v (» X & f| Khuvues v
i1 A | B | ¢ B e | F | 6 | H=
1 Khuvucl Khuvue2 |Khuvuce3
2 |Nam 2010 4.3 2.4 2
3 Nam2011 2.5 4.4 2 |
4 |Nam 2012 3.5 1.8 3 1
5 |Nam 2013 4.5 2.8 5
6
2
8 To resize chart data range, drag lower right corner of range.

Budrc 4:

Tiép dén ching ta s& thyc hién viéc nhap s6 lidu cho timng cot trong biéu do.

Ban click phai chudt vao bang va chon Edit Data.

Budc 5:
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0a) H9-0 N ® Presentation1 - Microsoft PowerPoint Chart To... — O X
L.,if [ 4
> Home Insert Design Animations Slide Show Review View Design  Layout Format @
| o By @ | iy
45| (n] @ g1
Change Save As Switch Select Edit FRefresh Quick Quick
|| Chart Type Template || Row/Column Data Data Data Layout ~ Styles ~
Type Data _ | Chart Layouts |Chart Styles
6 O . O
5
i |
= ®mKhuvucl _
3 Delete 3 =
: M Khuvuc 2
&4 Reset to Match Style
Khu vue 3
2 ﬁ Change Chart Type... - :
X Edit Data...
1 -
Forma
0 £ =
Nam 2010 Nam2011 Nam
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O day nguoi dung sé tiép tuc 1am viée véi bang Excel. Néu ban mudn x6a mét
cOt so liéu nao do, chang han ¢ day x6a cot Khu vuc 3. Ban chi can boi den cot
do trong Excel roi nhan Delete va Table Columns dé xo6a cot.

Xuat hién bang thong bao, nhan OK dé dong .

Clear Contents

= Sort
&

T — Calibi ~ 11 ~ A" A" $ % o FH | 1 | I
el Kuwe2 [Kuvp s -9 A-S S0
4.3 2.4 ..“
2.5 4.4 % | cut
3.5 1.8 c'
4.5 2.8 e =
[ Paste
Paste Special...
bize chart data range, di ©)
Insert L4
Delete 4 L—‘;ﬂ Table Columns
Select

> :} Table Rows
|

il

Bwoec 6:

Tiép dén, ngudi dung sé diéu chinh s6 liéu trong bang. Khi ban diéu
chinh trén Excel thi s6 li¢u do s€ ty dong nhép trén PowerPoint. Khi xuat hién

bang thong bao, nhian OK dé nhap sb liéu.

{ C;'s\\ o - ™ 5 Chart in Microsoft Office PowerPoint - M.. — a X
= u —
—/ Home | Insert Pagelayout Formulas Data Review View Design @ - 7 X
3 & Calibri o 1= = 5 % Al sl & 5V~
B s AN |[EESH | [ 8]~ 44~
aste: o || P umber es ells
- FE D A |iE 5 (| = £ g v
Clipboard ™ Font L Alignment L Editing
cs v £ 2.8 ¥
A B___ G D E F G H B
1 | Khuveecl Khuvuec?2
2 |Nam 2010 15 2.4
3 _N§m2011 10 4.4 =
4 N Microsoft Office Excel X
5N
6 A formula in this worksheet contains one or more invalid references.
7 | Verify that your formulas contain a valid path, workbook, range name, and cell reference.
8
Buéc 7:

Trieong Cao dang Cong nghé va Du lich

241



Ban dién tiép cac s6 liéu tiép theo cho biéu dd va cé thé tit bang Excel.
Nhu vay ching ta da hoan thanh xong viéc nhap s6 liéu hoan chinh cho biéu dé.
Trong trudong hop néu ban mudn thay doi kiéu biéu dd ma van giit dugc cac
thong tin da dién, click chudt phai vao biéu d6 va chon Change Chart Type.

0 . = R a—\"‘ = Presentation1 - Microsoft PowerPo... Chart To... - Od X
Lttty | Wb dialy
S | ,
Home ‘ Insert ‘ Design ‘ Animations ‘ Slide Show | Review |View [ Design Layout Format (@
‘ ' — =z === s =l 1o,
oW, @ EEh & P
Change Save As Switch Select Edit Refresh Quick Quick
Chart Type Template | Row/Column Data Data Data Layout ~ Styles ~
Type Data Chart Layouts; | Chart Styles
18 ©
16 o)
14 o
12 o
10 Delete 1
8 ResettoMatchstyle [——o W Khuvyce1 1
6 Change Chart Type..  |—© m Khuvyc2
4 Edit Data... B
2 J | 3-D Rotation..
0 %f Format Plot Area... I
Nam Nam2011 Nam Nam
2010 2012 2013
Chang han nhu thir doi sang thanh ki€u biéu d6 3D nhu hinh dudi day.
Ca Hw-0 ) 3 Presentation1 - Microsoft PowerPo... Chart To... = O X
g . |
Home ‘ Insert ] Design l Animations l Slide Show ' Review l View ‘ Design Layout Format  {
[ = === Y = ey
il g T ERk @ W
Change Save As Switch Select Edit Refresh Quick Quick
Chart Type Template | Row/Column Data. ~Data Data Layout ~ Styles ~
Type \Ratan )| | (o |0 CRarklavouts Chadt Styles
- e B N N e B N B S S B B N e
20
15
10
5 H Khuvuyc?2 !
m Khuvycl :

L
= &
[ Horizontal (Category) Axis |
K| I i ]
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Budce 8:
bé thay doi mau siac cho biéu do, nhap chudt vao bi€u d6 roi chon

muc Chart Styles, roi chon lua kiéu bidu d6 c6 trong danh sach.

BE Presentation1 - Microsoft PowerPo... Chart To... - Od X

rt i Design | Animations Slide Show ' Review | View l Design Layout Format (7]

21 B B
£l By g U
Switch Selet Edit Refresh Quick
Row/Column Data Data Data Layout v Styles ~

LU
i/.]
&

= . — — ”
—y — H — — — _‘
1 g — - — . ~ i — - ~maf— . W -‘
=y < e — U < oy < r—
— 7 — =7 —="7 —— 7 |7

Buoc 9:
D¢ thay doi font chir, click chudt phai vao bang va chon Font.

=m=.'“u @) Dl '_Ir[%, 44 Find

Ja"‘, Replace ~
E l , Sha pes Arranae Quick
= i Tcalibrif~18 ~ A" A" DA-F - F

xl

.!IVI.
[
Il

Copy

Paste

Reset to Match Style
Font...

Change Chart Type...

Edit Data...
P 3.D Rotation...
— »
N> i
—LQ £} Bring to Front
41 Sendto Back

Save as Picture...

Budce 10:

Néu mudn chén hinh nén cho biéu db, click chudt phai va chon Format Chart
Area.
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R L T e

=
~~~~~~ | A calibri (£ - 18 A D2 FEE

23 | Copy

_— & Paste

Reset to Match Style
Font...

Change Chart Type...
Edit Data...

3-D Rotation...

Bring to Front [ »

S HOEHE > B

Send to Back | »

3 Save as Picture...

ﬁ Format Chart Area...

Trong hop thoai tiép theo, muc Fill tich chon Picture or texture fill. Bén duéi
han Insert form nhan chon File € tai hinh anh 1én.

Format Chart Area ? %
PSS |
Border Color O No fill
Border Styles O solid fil
Sindow O Gradient fil
(® Picture or texture fil
3-D Format O Automatic
3-D Rotation

Texture: E v

Insert from:

ﬁ File... I Clipboard _ Clip Art...

Tile picture as texture

Tiling options
OffsetX: [opt  [%] Scalex: |100% |3
OffsetY: [0pt %] Scaley: |100% I

Alignment: | Top left :J

Mirror type: | None :V l

Transparency: ' 0% é*
Rotate with shape

Chon hinh anh trong thu muc trén mdy tinh, roi nhan Insert. Ngay sau d6 biéu
do6 da dugc cheén hinh nén nhu dudi day.
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2.1.6.3. Chén SmartArt
Buoc 1: Tao SmartArt
— Chon Tab Insert trén thanh Menu
— Chon SmartArt trong nhom Illustrations.

S
Insert Page Layout References Mailings Review View

- :r : %Hyperlink -
— E (y-+ =
Shapes Sma

A Bookmark
Table Picture Cllp rt Chart Sr:reenshcut Header
- - [+ Cross-reference -
Tables | MMustrations | Links | Hez
N é ! Insert SmartArt Graphic i

Insert a SmartArt graphic to visually

o communicate information.
e a Smarthart graphics range from

graphical lists and process

diagrams to more complex

o;e graphics, such as Venn diagrams
and organization charts.

0 Press F1 for more help.

Chom Smartart & cOt bén trai va chon tiép loai smartart & gitra
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Choose a SmartArt Graphic
% Al =
C I I
List EmEEEs = smEE T =
o Process —’
L% Cyde ¥ 9’;’."3; CE O .i:g n = —
[5“& Hierarchy ! I [Hierarchy e '
s~ =l lEeE O
9 Matrix o= | s - ‘ ' J
A p ; S —
= yramid = E C— Hierarchy
la Picture = = ==l — Use to show hierarchical relationships
@ Offce.com progressing from top to bottom.
Chon Ok

Budc 2: Thém chtr vao SmartArt

1. Chon dd hoa SmartArt. Khung van ban s¢ Xuét hién ¢ bén trai

2. Nhép van ban bén canh mdi dau dau dong (bullet) trong khung van ban. Van
ban s€ xuat hién trong hinh dang tuong tng. Van ban s€ dugc thay doéi kich thudc

tur dong dé phu hop vé6i phan dién tich bén trong hinh dang.

[Text]

“ [Text]

] I L

l [Text] \ l [Text] \ [Text]

Nguoi dung ciing ¢ thé thém vin ban bang cach nhap vao hinh dang mong
muodn va sau d6 nhap ndi dung. Phuong phéap nay sé€ hiru ich néu chi can thém van
ban vao mdt vai hinh dang. Tuy nhién, d61 véi cac dd6 hoa SmartArt phirc tap hon,

lam viéc trong khung vin ban thuong nhanh va dé dang hon.
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Type your text here ]
* Liz Doe, President| P';:SELD;t T
® [Text]
s [Text] : I
s [Text] [Text]
s [Text]
» [Text] : :
[Text] [Text] [Text]
| Hierarchy... |

2. 2. Hiéu wng, trinh chiéu va in bai thuyét trinh
2.2.1. Tao cac hiéu ing hoat hinh cho d6i twong
C6 mot sb hiéu tmg dong ta c6 thé chon va chiing duoc chia thanh 4 loai.
« Entrance: Nhém nay kiém so4t cach d(f)i tuong xuat hién trong slide. Vi 511,1,
v61 hiéu trng Bounce, doi tugng s€ "ro1" xudng slide va sau d6 nay 1én nhiéu lan.

Entrance

* : W 1 L ¢ X w >
Appear Fade Fly In Float In Split Wipe Shape Wheel
i ﬁ W g |
= ** b+ % *f
Random Bars  Grow & Turn Foom Swivel Bounce

- Emphasis: Nhimg hi¢u tmg dong nay duoc ap dung khi d6i tugng nam trén
slide (thuong dugc kich hoat bang mot ct click chudt). Vi du, co6 thé dat mot doi

tugng dé xoay khi nhap chuét.

Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate Darken Lighten
X X X x & u
Transparency Object Color  Compleme..  Line Color Fill Color Brush Color  Font Color Underline
B B A
Bold Flash Bold Reveal Wave

Exit: Nndm nay kiém soat cach dbi twong thoat khoi slide. Vi du, véi hiéu ung Fade, ddi tuong
sé don gian s€ mo dan di.
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S S G S X %

Disappear Fade Fly Cut Float Qut Split Wipe Shape Wheel
i (¢ & TS
..
= X % * ¥
Random Bars  Shrink & Tu... Zoom Swinvel Bounce

- Motion Paths: Tuong tu nhu hi¢u ing Emphasis, df')i tugng s& di chuyén
trong slide doc theo duong dan dugc xac dinh trudce, chang han nhu mot vong
tron.

Motion Paths

— # »

~ ) P aTa &

[ | ¢ X ) =

| o ! \_ A :
Lines Arcs Turns Shapes Loops Custom Path

2.2.1.1. Céch tao hiéu ing déng cho mot ddi twong
- Chon dbi twong mudn thém hiéu tng dong.

- Trén tab Animations, bAm vao miii tén drop-down More trong
nhom Animation.

Home Insert Design Transitions Slide Show Review View Storyboarding

®x | X KX W N W x K -

Preview Mone Appear Fade Fly In Float In Split Wipe Shape Rﬁfﬁt
M Options

Preview Animation

- Mot menu drop-down chira cac hiéu iing dong s€ xuat hién. Hay chon hi¢u
Ung mong muon.
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Home Insert Dresign Transitions Animations Slide Show Review View Storyboarding
*\ None -
)
Preview
- Mone
Preview
Entrance
1 “ g
S X »r yr X * >k
Appear Fade Fly In Float In Split Wipe Shape Wheel
2 a u 3 o
Random Bars  Grow & Turn Zoom Swivel Eocunce
2 Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink Desaturate Darken Lighten
k k ¥ k & 2 4
3 Transparency Ohbject Color Compleme... Line Color Fill Color Brush Color Font Color Underline
e P Y ] P
B B A
Bold Flash Bold Reveal Wave
I Excit

4 3t = 3% wr )| g A > >

Disappear Fade Fly Qut Float Out Split Wipe Shape Wheel
L e 8 ;A
—
—Y v P 4 % 4{
Random Bars  Shrink & Tu... Zoom Swivel Bounce -

# More Entrance Effects...
More Emphasis Effects...

i PMore Exit Effects...

<%=  More Motion Paths...

Slide 3 of

2.2.1.2. Cac tuy chon hiéu wng

Mot s6 higu (ing s c6 tly chon cho phép ta ¢d the thay doi. Vi du, véi hiéu
ung Fly In, ta cO thé kiém soat hudng cua doi tuwong. Cac tuy chon nay co thé
duoc truy cap tu 1énh Effect Options trong nhém Animation.
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File Home Insert Design Transitions Animations Slide Show Review View Storyboarding

None
Preview *
) Mone
Preview
Entrance
1 4 »
y [} - r :.l.: ,: 1r L] ii *
Appear Fade Fly In Float In Split Wipe Shape Wheel
= I") o
= ** b+ d % ¥
Random Bars  Grow & Turn Zoom Swivel Bounce
2 Emphasis
Pulse Color Pulse Teeter Spin Graw_a-'ShrinIc Desaturate Darken Lighten
X x ¥ r A 3 u
3 Transparency Object Color Compleme..  Line Color Fill Color Brush Color  Font Color Underline
B B A
Bold Flash Bold Reveal Wave
e Extit
(1]
! A G G D | G S - G ¢
Disappear Fade Fly Out Float Qut Split Wipe Shape Wheel
L ¢ & ET Y %
e
= k& ¥*
Random Bars  Shrink & Tu... Loom Swivel Bounce
% More Entrance Effects...
More Emphasis Effects...
W More Exit Effects...
<% More Mation Paths...
5lide 3 of «

- Hiéu tng s& dugc ap dung cho doi tuong. Péi tuong s€ co6 mot s6 nho bén
canh d¢ danh dau rang no6 co6 hiéu tmg dong. Trong bang diéu khién Slide, biéu
tuong ngodi sao cling s€ xuat hi¢n bén canh slide.
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’ A6 A5 A4 4310420010019 1B T L 15 A 3200 1D 203 d 5T 181
=) -
z P T
vAg 5 Cong nghé thong tin
‘),: H
O
* -
3 et - a 2 = )
amay NE Chic Mrng Nam Mé
4 ’
- w

- O duéi cung ctia menu, ta c6 thé tim thay nhiéu hiéu tng hon.

Animations Shde Show Review View Storyboarding Farmat @ Tell mew
r N % 3
Y G | ¢ X - GE W

Fly In Float In Split Wipe Shape -  FEffect Add )
Options = Animation ~ s An
Animation Direction L
?’.|.6.|.5.|.4.|.3.|-2-|-"|-I-g-l-1-I-E-I-3-I-4-I-5-I-E-I-?-I 1

[ | [ | [ ] [ ]

' ¢ From Bottom

From Bottom-Left
From Left

Cong nghé thor

7

9

N} From Top-Left
\l/ From Top
i FromTop-Right
e
N

From Right

Clhe M

Sequence

R—

* —— | As Ope Object
-—

-—

«—— All at Once

-—

e By Paragraph
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2.2.1.3. Céch x06a mot hiéu wng dong

- Chon sb nho ndm bén canh dbi tuong da dugc thém hiéu ung dong.
o o
oCong nghé thong tin ¢

- Bam phim Delete. Cac hiéu Gmg dong sé& bi x6a.
2.2.1.4. Lam viéc véi cac hiéu irng dong
» Thém nhiéu hiéu rng dong vao mot doi twong
- Chon mét d6i tuong.
- Nhép vao tab Animations.

- Trong nhém Advanced Animation, nhip vao 1énh Add Animation dé
xem cac hi¢u ing dong co san.

- Chon hiéu tng déng mong mudn.

Animations Slide Show Review View Storyboarding Format @ Tell me what you want to do...
'l* %M Animation Pane Start: |On Clich Reorder Anirr
ﬁ W 1 r L ﬁ - & - Trigger Duration: Maove Ear
n i i — ffect
Fiy In FloatIn Split Wipe Shape T Options - Animation ~ Animation Painter Delay Move Lat
Animation Entrance -
7'6'5'4'3‘2'1I§I1I2I3I4\5I6I?IBI9W "}
n n n n n n n -
* 14 W w
Appear Fade Fly In Float In Split
i 2,
X ® X X ¥
Wipe Shape Wheel Random Bars  Grow & Turn

@

~ . :ﬁi % 4{
O n g t] n Zoom Swivel Bounce

o

§C6ng nghé t

)

Emphasis
Pulse Color Pulse Teeter Spin Grc»\u‘_-;.Shrink
/(_4 & ) f\ D k’ k’
/F) \l (  Desaturate Darken Lighten Transparency Object Color
kt_‘) 9 P Y il
- . \ e
) ¥
A A
> k k
Compleme..  Line Color Fill Calor Brush Color  Font Color
u B B A
Underline Bold Flash Bold Reveal Wave

Exit

w More Entrance Effects...
More Emphasis Effects...

More Exit Effects...

%

More Motion Paths...

- Neéu doi tugng c6 nhi€u hon mdt hi€éu img, nd s€ cd nhiéu s6 khac nhau,
tuong trng va1 moi hi¢u tmg. Cac con sO chi ra thir ty ma cac hiéu ung s€ dugc ap
dung.
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2| COng nghé théng tin

> Cach sip xép lai cac hiéu ing dong

- Chon s6 hiéu img mudn thay d6i.

2| COng nghé thong tin

Tab Animations - bam vao 1énh Move Earlier hogc Move Later dé
thay doi thur tu cac hi€u ung.

'l* M Animation Pane b Start: | On Click - | Reorder Animation

ot Trigger = ':_T‘:' Duration: 00,50 - & Move Earlier
A (e Animation Painter @ Delay: 00,00 .| ¥ Movelater
Advanced Animation Timing

» Sao chép hiéu wng dong véi Animation Painter
- Nhéap vao doi tugng c6 cac hi¢u tng muon sao chép. Trong vi du nay, ta
s€ nhap vao phan cau tra 101.

Sy T e -y
-Chific Mirng NE&m Mé&ie
o) SO O

- Tab Animations = nhap vao 1énh Animation Painter.

Animations Slide Show Review View Storyboarding Farmat @ Tell me what you want to d
N 5‘ ? 4 N 'l* % Animation Pane
’ﬁ‘ v - Trigger ~
Zoom Swivel Bounce Pulse ColorPulse |- Effect Add P .

Options = Animation = © Animation Painter
Animation la Advanced Animation

- Nhép vao dbi twong mudn sao chép cac hiéu tmg. Vi du, ta s& nhip vao
phan tra 101 trén slide ti€p theo. Ca hai doi tugng bay gio c6 cung mdt hi¢u Uing.
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» Xem trudc hiéu ing dong

Tir Tab Animations > nhap vao Iénh Preview. C4c hiéu tmg dong cho slide
hién tai sé xuat hién.

Home Insert Design Transitions Animations
x X C W
) ° i ! . iy |
Preview Mone Appear Fade Fly In Fle

Preview\ Animal

2.2.2. Tao cac hiéu tng chuyén slide
2.2.2.1. Tao céc hiéu wng chuyén Slide
C6 ba loai hiéu ung chuyén tiép trén tab Transitions.

- Subtle: Déy la nhiing loai chuyén tiép co ban nhit. Chung str dung cac hoat
anh don gian d€ di chuyén gitra cac slide.

Subtle

| W = o
MNone Cut Fade Push Wipe Split Reveal Random Bars Shape Uncover
Cover Flash

« Exciting: str dung cho cac hoat anh phtrc tap hon dé chuyén doi giita cac slide.

Exciting
Fall Ower Drape Curtains Wind Prestige Fracture Crush Peel Off Page Curl Airplane
& & 1. ]
2 il @ ; Il'lll l
Origami Dissalve Checkerboa... Blinds Clock Ripple Honeycomb Glitter Vortex Shred
B2 C 0O =
Switch Flip Gallery Cube Doors Box Comb Zoom Random

« Dynamic Content: Néu dang chuyén tiép giira hai slide st dung bd cuc
slide twong tu, hiéu Gmg chuyén tiép dong sé& chi di chuyén céac placeholder, chir
khéng phai ban than slide 6. Khi dugce st dung dung cach, cac hiéu tmg chuyén
tiép dong co thé gitip hop nhét cac slide va bai thuyét trinh trong chuyén nghiép
hon.

Dynamic Content

B E O 0 O ©§ @

Pan Ferris Wheel Conveyor Rotate Window Orbit Fly Through
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2.2.2.2. Tao hiéu wng chuyén tiép

- Nhép vao tab Transitions, sau d6 dinh vi nhom Transition to This Slide.
Theo mac dinh, tuy chon None dugc ap dung cho moai slide.

- Nhép vao miii tén drop-down More dé hién thi tt ca cac hiéu tng chuyén

< A
tiep.
Home Insert Design Transitions Animations Slide Show Review View Storyboarding Farmat Q Tell me what you war
o) O L L] :
Preview MNone Cut Fade Push Wipe Split Reveal Random Bars Shape Uncover || FEffect
Qtionz
Preview Transition to This Slide

- Nhép vao mot hiéu tmg chuyén tiép dé ap dung né cho slide di chon. Budc
nay s€ tu dong cho xem trudce hi€u ting chuyén tiép da chon.

Haome Insert Design Transitions Animations Slide Show Review View Storyboarding Format

Subtle

LS W i Bl ]
Split Reveal Random Bars Shape Uncover

@z
=]
=1
m
|E|IHl
=
-
-
o
o
m
o
=
n
=
=
=
=
m

(]
o
<
m
ju]
us)
o
w
o

N
a
=
a

® X = P W (v

Fall Over Drape Curtains Wind Prestige Fracture Crush Peel Off Page Curl Airplane
T ] K

2 B R iy

Origami Dissohve Checkerboa... Blinds Clock Ripple Honeycomb Glitter Vortex Shred

H
o
n
a
=
7l
W
i
=

Lo
=
5
A
=-
s
=
(]
o
m
L]
[
=
o
m
=
o
o
=
o]

Ferris Wheel Conveyor Rotate Window Orbit Fly Through

b ¢
a)
H]

Chon slide mong mudn tir bang diéu khién Slide Navigation. Day la slide
s€ xuat hién sau hiéu ung chuyén tiép.
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Ta c6 thé sir dung lénh Apply To All trong nhém Timing dé &p dung cling mot
hiéu tng chuyen tiep cho tat ca cac slide trong bai thuyet trinh. Hay nhé rang diéu
nay sé€ stra doi bat ky hiéu irng chuyén tiép nao khac ma ta da ap dung.

Transitions Animations Slide Show Review View Storyboarding Q Tell me what you want to do... Sig
4, Sound: [Mo Sound] = Advance Slide
Y :
m e (9 @ W O] e :
J - — @ Duration: 01,00 + | %] On Mouse Click
X R — ect
Fade Push Wipe Split Reveal Random Bars Shape Uncover = Options - =2 Apply To Al After: |00:00,00
Transition to This Slide Timing

2.2.2.3. Xem truéc hiéu &ng chuyén tiép

Ta c6 thé xem trudc hiéu tng chuyén tiép cho mot slide da chon bat ky Itc
nao bang mat trong hai cach sau:

« Nhip vao 1énh Preview trén tab Transitions.

File Home Insert Design Transitions Animations
M B b
Preview MNone Cut Fade Push

Preview ‘\

« Nhép vao 1énh Play Animations trong bang diéu khién Slide Navigation.

File Home Insert Design Transitions Animations
& O .
Preview Mone Cut Fade Push
Preview
PG 15
1
Gk
- o
‘ @
2 o
" Z
Play Animations ‘ -

2.2.2.4. Sira dbi hiéu &ng chuyén tiép

- Chon slide muodn stra doi.

Nhép vao Iénh Effect Options va chon tity chon mong mudn. Céc tily chon nay s& khac nhau
thy thudc vao hiéu ung chuyén tiép da chon.
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Transitions Animations Slide Show Review View Storyboarding Q@ Tell me what you want to do...

. . 4, Sound: |[No
= (4 & ® M o = © bustion:

Fade Push Wipe Split Rewveal Random Bars Shape Uncover |3
: : ’ Dptmnsv 3 Apply To All

Transition ta This Slide
I16I15I14I13I12I11I1OI9IBI'.-'I6I5I4I3I2I1IOI1'2'3'¢ From Bottom

From Left
2020
HAPPY NEW YEAR = From Top

- HiGu tng chuyen tiép s& dugc sira d6i va ban xem trude cia hidu tng
chuyén tiép s& xuat hién.

2.2.2.5. Xo6a hiéu &ng chuyén tiép
- Chon slide véi hiéu tng chuyén tiép mudn xoa.

- Chon None tir nhém Transition to This Slide. Hiéu tng chuyén tiép sé&

. r
bi x0a.
Home Insert Design Transitions Animations Slide Show Review View Storyboarding @ Tell me what you want to do...
(I m 2 @ @ B m 0 €)=
None Cut Fade Push Wipe Split Reveal Random Bars Shape Uncover |- FEffect
Options =

Transition to This Slide

D¢ xoa cac higu tng chuyen tiép khoi tat ca cac slide, hdy &p dung tly
chon None cho mét slide, sau d6 nhap vao 1énh Apply to All.

2.2.2.6. Tw ddng chuyén tiép slide
- Chon slide muén stra déi.

- Xéac dinh vi tri nhom Timing trén tab Transitions. Trong Advance
Slide, bd chon hdp bén canh tuy chon On Mouse Click.

- Trong truong After, nhép khoang thoi gian mudn hién thi slide. Trong vi
du nay, céc slide s& ty dong chuyén tiép sau 1 phat 15 gidy hodc 01:15:00.

I;l 4, Sound: [MoSound] ~ Advance Slide
() Duration: oon o On Mouse Click
Effect N
Options~ =3 Apply To All After: 01:15,00 2
Timing ‘,’
Chon mat slide khac va 13p lai quy trinh cho dén khi tat ca céc slide c6 thoi gian mong mudn.
Ta ciling ¢6 thé nhap vao nat Apply to All dé ap dung cung mot thoi gian cho tat ca céc slide.

Trieong Cao dang Cong nghé va Du lich 257



_ Néu can chuyén sang slide tiép theo truac khi qua trinh chuyen doi tu dong
dien ra, ta ludn c6 thé nhap chudt hoac nhan phim cach dé chuyén cac slide nay
nhu binh thuong.

2.2.3. Cach thye hién mét trinh dién
2.2.3.1. Tao bai thuyét trinh réng

- Budc 1: Vao ngan File

- Budc 2: Chon 1énh New = hop Available Templates and Themes xuét
hién bén phai

Presentation! - PowerPoint (Product Activation Failed) ? -

New

Search for online templates and themes yel

Suggested searches:  Presentations Themes Education Charts Diagrams Business Infographics

| :}

Blank Presentation Facet Welcome to PowerPoint Bring your presentations to life... Madison

I
Atlas GALLERY WOO0D TYPE
.
Wood Type lon Boardroom

AR Y P Y VR
Parcel
CELESTIAL SAVON CROP |
AR ORORORY

Atlas Gallery
Celestial Savon Crop

Berlin

Quotable

- Budc 3: Chon Blank presentation
=> Hodc dn t6 hop phim tat <Ctrl+N> dé tgo nhanh bai thuyét trinh réng

2.2.3.2. Tao bai thuyét trinh tir mau c6 sin

PowerPoint Template 1 cac mau dinh dang da dugc thiét ké san (template)
kém theo trong bo Office hoac do tai tir Internet.

Template cd thé chira cac layout, theme color, theme font, theme effect, cac
kiéu nén cua slide va c6 thé chira ca cac noi dung mau. PowerPoint cung cap rat
nhiéu template va duoc thiét ké véi nhiéu chii dé khac nhau (Business, Education,
Finance, Holidays, Inspirational, Religion, Social, Sports, Science, Technology)
phl hop cho rét nhiéu tinh hudng bao cao trong thuc té.

2.2.3.3. Dung c4c miu dwoc xay dung sin kém theo phan mém Microsoft
PowerPoint

- Budc 1: Vao ngan File
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- Budc 2: Chon 1énh New > hop Available Templates and Themes xuét
hién bén phai

- Budc 3: Chon mot mau thiét ké tir hinh minh hoa phia bén phai cira so.

- Budc 4: Nhan nut Create dé tao méi bai thuyét trinh

acet

. .
]

‘
@ Title Layqut ’____ - @
) /

Create

4 Marelmages »

2.2.4. Lip lai trinh dién

- Buwéc 1: Tai slide PowerPoint chon nhém Slide Show > chon biéu
tuong Set Up Slide Show.

Design Transitions Animations Slide Show

Iﬁ E‘E{ I:klgr | A L_(:‘I-:J ;’T_} +| Play Marrations

] ] - ¥ UseTimings
it Custorn Slide SetUp | Hide  Rehearse Record Slide

- Show-  |SlideShow] Slide  Timings Show- ) Show Media Controls
Set Up
AE A5 A4 14304200 AT A0 G BTG

3145 6T B 1

-~

-

Budre 2: Trong giao dién mdi tai phan Show options > tich chon vao Loop
Continuously until Esc = nhan OK.

Nhu vay khi nguoi dung click chuét thi slide sé tu dong duoc lap lai. Tuy
nhién cach nay chi 4p dung khi ta thuyét trinh do ta c6 thé click chuét khi trinh
chiéu. Néu trinh chiéu video lién tuc thi ta can thiét lap thém budc tu dong chuyén
slide dudi day.
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Set Up Show 7 X

Show type Show slides
@ Presented by a speaker (full screen) @ All
() Browsed by an individual [window] i) From: 1 | 1o: |3 c

O Browsed at a kiosk (full screen) Custom show:

Show options

I Loop continuously until "Esc’ I Advance slides
|:| Show without narration

[] show without animation

(::l Manually

@ Using timings, if present
|:| Disable hardware graphics acceleration

Fen colar: & = Multiple monitors

| - I Q Slide show monitor:
aser pointer color: -
P Automatic

Resolution:

Use Current Resolution
Wtwmm

oK Cancel

- Buéc 3: Dé thiét 1ap chuyén doi slide tuw dong ma khong can ban phai
click chudt, cling tai giao dién Set Up Show > tich chon vao Using Timings, if
present trong nhdm Advance Slides = tich chon vao Browsed at a Kiosk (Full
Screen) > Nhan OK dé luu lai.

Viéc tich vao tly chon Browsed at a Kiosk (Full Screen) s& vo hi¢u hoa
phim quay lai va chuyén tiép khi trinh chiéu trén slide va slide duoc chieu tu dong
cho du co click vao man hinh.
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Set Up Show ? >
Show type Show slides
D Presented by a speaker [full screen) @ All
i) Browsed by an individual fwindow) i) From: 1 2l 7a: [2 &
(®) ‘Browsed at a kiosk [full screenj; 2 Eatomtion il
Show options g

Loop continuously until "Esc Advance slides

[] show without narration
Manually

|:| Show without animation : e : 1

. . . Using timings, if present

|:| Disable hardware graphics acceleration

Pen color: - Multiple monitors

; Slide show monitor:
Laser pointer colon & -

Automatic
Resolution
Use Current Resolution e

Use Presenter View

| oK | Cancel

- Budc 4: Tiép tuc thiét 1ap thoi gian chuyén giira cac slide. Quay tro lai
slide thuyét trinh nhan vao tab Transitions - tai nhom Timing tich chon
vao After roi chon thoi gian ma ta muon moi slide thuyét trinh = nhan Apply
to All.

Nhu vay slide trinh bay s& phat lién tuc tu dong cho téi khi ta nhan vao nut
Esc dé dung lai.

":2, Sound: [Mo Sound] - | Advance Slide

-

[ I‘,:' Duration: 00,01 - On Mouse Click
'E', Apply To All =———— | After | 00:08,00 z
Timing

2.2.5. In bai thuyét trinh
Chon tab File = chon Print. Bang diéu khién Print s& xuat hién.
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Account

Options

- chon may in va pham vi in mong muén = chon b cuc in va cai dit mau mong
muon.
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Print

1k

Copies: |1
-
=

Print

Printer

MPICCTET3 (HP Laserlet Pro...
= Ready

Printer Properties

Settings
Print &ll Slides
Print entire presentation

Slides: i

=

Full Page Slides

Print 1 slide per page

Print One Sided

Only print on one side of th...
Collated

143 123 1,23

Caolar -

[

Edit Header & Footer

Khi ban hoan tat c4c stra d6i cai dat can thiét, hdy nhap vao Print.

Print

1k

Copies |1

b=
Print Ib
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BAI TAP AP DUNG
Cho 4 hinh anh slide sau:

Slide 1:
4 cach don gian lam slide dep hon

*f,

Slide 2:
Can ctr vao
bang s6
liéu dé vé
biéu do.
Slid—e3
ddeo Dgp md 2k
ik
- »
5 . YA Y
A
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Slide 4 -
- VAT N A\\TJ T[Q\Vﬂ?%w THO XU
ay EriSmT Colloge 1y Tho
Pinh Chidu)
. o
v Yéu cau:

1) Hay nhap va trinh bay 4 slide theo mau va lvu vao thu muc
HO _TEN_HOC_SINH vdi tén la power_point.PPT (hinh nén ty chon)

2) Tao higu img chuyén tiép cho 4 slide va hiéu tmg hoat hinh cho cac doi tuong
trén moi slide (hi¢u tng tu dong).

v Chl y: “Xem thém” cua Slide 4: hay tao lién két dén file word.docx d tao.
Bai 2:
—Pinh dang font chit, dinh dang doan, 1& theo méu cua timg Slide.

—Pat hinh nén cho timg Slide trong bai trinh chiéu (tiy theo y ngudi thiét
ké).
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Slide 1

Nghé thuat song

Cudc séng cia ching ta la c6 ging va lao d6ng. St |
| nghi ngoi hoan toan chi chéy ching ta & trong nhing I
| nim mé.
| Dex-to-ep-xki
— — — — — — — — — — — =

Con ngwi ta séng chi vi minh thi tr&
thanh thira d6i véi nhitng ngwii con lai

I Radep

.................................................

Slide 2

Nhirng diem méi cia PowerPoint 2013

4 Tao, quan Iy va lam viéc cdng tac vor nhitng nguerdn khac
trén bai thuyét trinh

& Lam phong pht bai thuvét trinh véi cac doan video. hinh
anh va rat nhiéu hifu ttng mdn

% Chia s& bai thuyét trinh hiéu qua hon
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Slide 3

S’ DUNG POWERPOINT

1. Thio lujn
a. Thao luin nhém
b. Seminar

2. Trinh bay trwdc gidio vién
a. Béo cao d6 4n mén hoc
b. Béo cdo tdt nghiép

3. Bio cio nghién ciru khoa hoc

Slide 4

Wi

Bai 3. Tao cac slides nhu sau:

Slide 1: Chén hinh anh

GAU KOALA
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Silde 2: Sir dung d6i teong Shape

Thém AutoShapes

~nu—

‘|“;

—

Slide 3: St dung Shape va chén van ban

mai 1a nhitng ky niém khé quén
trong mai sinh vién tinh nguyén.

-/
Bai tap 4:
Slide 1

|hsE

) )
|E(2\D

?5: J
VIET NAM
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Slide 2

Hinh 2
hinh dac trung
vé Hué

Hinh 1
hink d&c trumng
vé Ha nii

IhSE THONG TIN VE

Hinh 3
Hinh dac trumno
vE Sai gon

| HO CHI MINH

EXIT

IO

Slide 3

|hsg

Hinh dac tneng
veé thanh phé H6 Chi Minh

/’—_\

\

Ve
/7

< ~

Thanh phd N

agira viang Nam BO trd
phu, tiep giap vai phia
Nar cla mién £6ng
Nam bd va ria Bac cua
mién Tay Nam bo. La
thanh phi dong dan va
Ion nhat nuwoc viet
Narn . Noi day 1a dau
moi giao thong lan, noi
llén vl cac tinh trong

N qudc té .

\ wung valacira ngd 7

7

\\ -

e

Slide 2

HAO ChiMinh nam &\

\

\§~—'d/

/
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Slide 4

hs

Bai giét thieuw k&t thac

i

y

oy
Tran trong
lkkinh chae

Yéu ciu:
1. Tao va dinh dang cac Slides theo ding mau.
2. Str dung Slide master dinh dang font, size, layout,...

3. Tao hiéu tmg chuyén trang cho cac Slides, moi Slide ap dung hiéu tmg chuyén
trang khac nhau. Cac Slides tu dong chuyén trang.

4. Tao hiéu ng cho cac d6i tuong trong timg Slide (hiéu tng phai phu hop, phai
nhiéu hi¢u img da dang).

5. Cac dbi tuong trong Slides tu dong chuyén sau 5gidy.

6. Tur Slide 2 chén mdt bai nhac va phat lién tuc cho dén khi thoat khoi chuong
trinh.
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CHUONG 6: SUDUNG INTERNET CO BAN
Ma bai: C601

Gioi thigéu
Mang Internet mang lai rat nhiéu tién ich hitu dung cho nguoi st dung, mot
trong cac tién ich phd thong ctia Internet 13 hé thong thu dién tir (email), tro chuyén
tryc tuyén (chat), may truy tim dit liéu (search engine), cac dich vu thwong mai
va chuyén ngan, va cac dich vu vé y té gido duc nhu 1a chira bénh tir xa hoac td
chure cac 16p hoc do0. Chung cung cip mot khdi lwong thong tin va dich vu khong
16 trén Internet.
Muc tiéu
e Kién thirc:
— Trinh bay dugc mot s6 kién thire co ban vé Internet, www (World Wide
Web), cac thao tac vaéi thu dién tu.
— Trinh bay cach tao thu dién tw, facebook va cac truy cap Internet.
e KV nang
— St dung dugc cac thao tac xir 1y co ban trén Internet, thu dién tir va tim
kiém thong tin
— Biét cach tim kiém thong tin trén Internet
— Tao tai khoan va st dung duoc hop thu dién tir, mang xa hoi.
e Niang luc tu chi va trach nhiém
— C06 thai d6 can than ti mi, khoa hoc, sang tao.
Noi dung
1. Kién thirc co ban vé Internet
1.1. Téng quan vé Internet

e Mang Internet la gi?

Mang Internet 12 mang may tinh toan cau, hodc chinh xac hon 1a mang cua
cac mang. Trong mang Internet o rat nhiéu may chi va cho phep bat ky mot may
tinh ndo trong mang c6 thé két ndi vai bat ky mot may khac dé trao doi thong tin
véi nhau. Internet hoat dong khéng cd chu so hiru va c6 cac chirc nang sau:

- Tim kiém thong tin

« Guri va nhan thu dién t (E-mail)

- Tai c4c phan mém, trd choi, truyén....

- Tro chuyén truc tiép (Chat)

= Giai tri (Xem phim, nghe nhac, choi tro choi....)
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- Quang cdo cac san pham dich vu......
e TrangWeblagi?

~ Trang Web 1a mét loai tap tin dic biét dugc viét bang ngdn ngit danh dau
siéu van ban HTML, n6 ¢6 kha nang lién két dugc véi nhau ma khong bi gigi han
vé khoang céch dia ly. Trang Web c6 thé hién thi cac thong tin vin ban, am thanh,
hinh anh, video,... duoc truyén thong qua Internet.

- Dia chi caa mét trang Web duoc cho dudi dang URL.

~ Vidy: néu ban muén vao trang Web tim kiém thong tin trén Internet thi
can c6 dia chi URL cua trang web d6: http://www.google.com.vn

1.2. Dich vu WWW (World Wide Web)
1.2.1. WWW la gi?

Dich vu world wide web goi tic www hodc web 1a mot dich vu cung cép
thong tin trén mang Internet/Intranet. Cac thong tin dugc luu dudi dang si€u van
ban.

- ,Siéu van ban: V§1n ban, hinh anh tinh, hinh anh dong, am thanh... dugc
lién két v&i nhau qua moi lieén ket.
~ M@t s6 thuat ngi:
Web Server: may cung cip thong tin dang Web.
+ Web Client: may truy xuat thong tin tir Web Server.
+ Website: tap hop géom nhiéu cac trang Web c6 lién quan véi nhau.

, + Home page: trang web dau tién cua mot Website hoic trang web
xuat hién dau tién khi khéi dong chuong trinh duyét web.

- Hyperlink (siéu lién két): cac moi lién két gitra cac tu liéu (trong mot trang
web moi lién két ¢c6 mau xanh duong va dugc ganh dudi) 1a mot phan van ban
(hay hinh anh) cua trang Web, ma khi kich chudt vao d6 sé tu dong thuc hién mot
trong cac thao tac sau day:

+ Pua ban dén phan khac cua trang.

+ Pua ban dén mot trang Web khac trong ciing mot Website
1.2.2. Web Browser (trinh duyét Web)

Trinh duyét 1a mot cong cu hay chuong trinh dugc tao ra dé doc cac trang
Web. Hién nay c6 rat nhiéu trinh duyét nhu: Internet Explorer, Nescape
Navigator, Opera,... Thong thuong cac ban biét dén Internet Explorer (IE) boi
trinh duyét nay duoc tich hop trong hé diéu hanh Windows ciia hing Microsoft.

1.2.3. Piéu kién két ndi Internet

May tinh, Modem va dudng truyén Internet (qua dudng dién thoai hodc qua
duong truyén riéng).
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1.2.4. Str dung trinh duyét Internet Explorer
e Khéi dong trinh duyét

— Cach 1: Kich chudt nat Start—chon Programs—chon Internet
Explorer

— Cach 2: Kich dup vao biéu tuong Internet Explorer trén man hinh
hoac kich vao bi€u tuong Internet Explorer trén thanh Taskbar.

e Truy cap mgt trang Web trén Internet

~ — Céach 1: Gd tryc tiép dia chi cua trang Web vao khung dja chi Address
—> an phim Enter.

— Céch 2: Str dung thanh dija chi (Address) dé chon nhanh cac dia chi da
st dung:

Qhon mui tén bén’phéi 0 nhap dia chi l’ém xuét hién danh sach dia chi. Di
chuyén con tré chudt dén dia chi da c6 va nhan chugt.

@ about:blank - Microsoft Internet Explorer
File Edit Wiew Favorites Toolz Help

3 ) IiLI \ELI .;‘_ ‘/.- ) Search ‘\_;"lfif:"Favorites 6-‘ i = oS! ﬁ ‘:“
Address @j about:blank \ >

' 4 @j http: /fgoogle.com.vnyf |
Y‘ @j http: /. vnn. v/
GO-ng ﬂj http: /fwww.dantri.com.vn/ Thanh dla Chi

@j http: ffvnexpress.netf
@j http: ffwww.avid.com
éj http: /fmail. yahoo.com/
ﬂj http: ffwww.adobe.com/training

2. Khai thac va sir dung Internet
2.1. Swr dung trinh duyét Web
2.1.1. Thao tac duyét web co ban (Microsoft Edge)

- Céch 1: Nhan chudt vao biéu tuong Start ¢ gdc trai duoi cua man hinh nép
desktop = chon All apps = chon Microsoft Edge (hodc nhan t6 hop phim tat
Ctrl + esc).
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Kaspersky Internet Secu. Kaspersky Secure Con... v
Lightshot

t\./,'?‘v.l‘ Maps Messaging

Microsoft News

New

Microsoft Edge = - Microsoft Expression

icrosoft Solitaire Collection
New
Microsoft Store
New

Microsoft.Office 2016... v Microsoft Silverlight v
Microsoft SQL Server 2... v Microsoft SQL Server 2... v

Microsoft Test Manager 20... Mixed Reality Portal Mobile Plans

***1 " Movies & TV

Money New

Office OneDrive /7~ OneDrive for Business

i OneNote 2016 Oracle VM VirtualBox

Outlook 2016

[ ]
Y Paint 3D “ People PowerPoint 2016

Publisher 2016 ﬂ: Phone Companion Photos

mBm 9 i O
Khéi dong trinh duyét Microsoft Edge

- Céch 2: Ta c6 thé nhin thay biéu tuong ctia Microsoft Edge . trén thanh
Taskbar ¢ phia dudi man hinh nén desktop, gan nut Start > nhan chudt vao bi€u
tuong d6 de khai dong chuong trinh Microsoft Edge.

- Cach 3: Ta sé ‘nhin thdy trén man hinh nén (desktop) biéu tuong cia
Microsoft Edge - nhan dup chudt vao bicéu tugng dé khéi dong chuong trinh nay.

2.1.2. Thiét dat (Setting)

Pé dit Google Chrome 1am trinh duyét Windows mic dinh, hay thuc hién
cac budc sau:

- Mod Google Chrome = click chon biéu twong 3 cham doc dirng & goc trén
cung bén phai man hinh.
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New Tab X - X

b Search hoac nhap mat URL #+ @ @8 m U o) @
YOURT[MP[M[FINDER‘" M @ Email n Facebook n 49°F Yonkers, Tiéu bang New York Tab mai Ctrl+T
Cia 58 Mdi Ctrl+M
Cira 56 &n danh mdi Ctrl+Shift=N
N
3:27pm

Lich sir »
Tép d3 téi xudng Ctrl+)
Déu trang »
Thu phéng - 100% +
In... Ctrl+P
Truyén...
Tim... Ctrl+F
Céng cy khac 4
Chinh stz Cat Sao chep Dén
Cai dit |
Tra gidp 4

Thoat
- .. Emm AN AR AR O S eSS o

- chon Cai diit & menu tha xudng. Hodc ta c6 thé vao nhanh bing cach gd
thang 1énh chrome://settings| vao thanh dia chi.

> kéo xudng dudi tim muc Trinh duyét mic dinh > chon Pit [am mic
dinh.

£ Caidat X Tabméi x| +

C ( ® Chrome | chrome:/settings W @ :

Trinh duyét mic dinh

Trinh duyét mac dinh

. . Pat lam mac dinh
Chon Google Chrome lam trinh duyét mac dinh )

Khi kh&i dong

O Mdtrang tab mai

@  Tigp tyc tir noi ban 43 dimg lai

) M&mdt trang cu thé hode tap hop céc trang

bat Chrome lam trinh duyét mac dinh
May tinh s& dua ban dén cira s6 Default Apps va hién thi mot danh séch
cac trinh duyét dugc cai dat trén may tinh - kich chon Google Chrome lam mac
dinh khi duyét web trong danh sach.
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< Settings

$0% \SYSTEM

Motifications & actions
Apps & features
Multitasking

Tablet mode

Battery saver

Power & sleep

Storage

Offline maps

Default apps

About

Choose an app

Photo

E Firefox

E Google Chrome
Video

E Internet Explorer
4

E Micrasoft Edge
Web t
m Firefox

Reset to the Microsoft recommended defaults

Resst

Choose default apps by file type

—> Click chon Google Chrome Iam mac dinh

2.1.3. Chuyén huéng tir ngudn ndi dung Internet nay qua nguon khac

2.1.4. Panh diu

2.1.4.1. Pat/xéa danh dau (bookmark) mét trang web

#+ Thém Bookmark trén Google Chrome

- Bwéc 1: Mo trang web mudn danh dau trang.

- Buwéc 2: Nhan vao hinh ngdi sao & phia cudi thanh dia chi (hogc to hop
phim Ctrl + D) @& mo hop thoai Dau trang (Bookmarks).
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-

_ S | RS )
Tha Thugt Phan Mém, Mz X \
- o)

C' [ thuthuatphanmem.vn 3
. Ctrl+D

ThaThuatPhanMém

Go to... r

=

- Buwéc 3: Dit tén cho Bookmark trong phan Tén (Name) va chon vi trf luu
cho trang web. Mac dinh s& luu trén Thanh dau trang (Bookmarks bar)->
nhan Hoan tat (Done).
[ 3 e bR o B

Thi Thuat Phan Mém, Mz x \

€« C' [ thuthuatphanmem.vn =

D&u trang

ThuThy ~ ===
Thu muc:  Thanh déu trang /

Xoa Chinh s(ra... Hoan tat

Goto... ——

Ngoai ra néu muén thém tat ci céc trang dang mo trén Chrome vao
bookmark thi ta nhan t6 hop phim Ctrl + Shift + D.

4+ XoOa Bookmark trén Google Chrome

- Céch 1: Trong phan Trinh quan Iy dau trang > chon trang muon xoa va
nhan chuot phai - Xoa (Delete).
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C & Chrome | chrome://bookmarks

D&u trang Q, Tim kiém ddu {

Thanh dau trang

& Tabmdi
Dau trang khac

Thil Thidt Phin Mam ks Tinh TinH

Chinh stra

Xod

Cat
Sao chép
Sao chép URL

Dan

Mg trong tab méi
M@ trong cira 58 mai

M@ trong cira 58 8n danh

D¢ x6a nhieu bookmarks ta c6 thé nhan gii phim Shift hoac phim Ctrl dé
chon nhiéu trang va nhan chuét phai - Xoa (Delete).

- Céch 2: Trén thanh bookmarks duoc hién thi trén trinh duyét = nhan chuét
phai = Xba (Delete).
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l Thi Thugt Phan Me&m, May Tinh, X -

“— C @ Khong bao mat | thuthuatphanme

& Tab mai Thii Thisdt Dhin ME
WM& trong tab mdi

M trong clfa 56 mdi

M trong clra 58 an danh
Chinh sira...

Cat
Sao chép

Dan

Kod

Thém trang...

Thém thu muc...

Trinh quan ly diu trang
Hién thi 151 tat cho (ng dung
+ Hién thi thanh ddu trang

- Céch 3: Truy cép vao trang da dugc danh dau trén thanh bookmarks, nhan
vao biéu tugng hinh ngdi sao (t6 hop Ctrl + D) - chon Xo6a (Remove).
l Thi Thust Phan Mém, May Tinh, X

< C @® Khong bdo mét | thuthuatphanmem.n @ @ i

@ Tebmsi Tha Thugt Phan ME... . . - x
| Chinh sira déu trang

Ten Thii Thugt Phan Meém, Méy Tinh, Tin He

ThiThuatPhanMé
u ua an em Thumuc  Thanh ddu trang
] @ Internet B vinPhong ~ @ HéThong ~ D D6 Hoa B Audio Video B Phin Mém [ Dibéng

2.1.4.2. Hién thilAn trang web da danh ddu

Nhan chon biéu tuong Tty chinh va diéu khién Google Chrome (ba dau
gach ngang) > Dau trang (Bookmarks) = Danh dau tich chon trudc Hién thi
thanh dau trang (Show bookmarks bar).
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{ Thi Thuét Phan M&m, May Tinh, X - X

<« C @ Khéng bdo mat | thuthuatphan, * @ :
e Tab mdi Thi Thuat Phan Mé... Tab mai Ctrl+T

Cira s6 M&i Ctrl+N
Cira 58 &n danh méi Ctrl+Shift=N
9 ~ ~ ~
ThuThuatPhanMém :
. Tép 83 tii xusng Cirl+)
nh déi by, Ctrl+D Dsu trang y
) ) CorleShift-0 Thu phéng - 0% -
* @ Intemnet B vinPhong ~ 8 HéThing ~ B 9éHoa
Ctrl+Shift=8 In.. Ctrl+P
- Ctrl+Shift=0 Truyén..
Tim kiém thy chinh st T _r
Céng cu khi »
@ Tebmai g e
Thi Thugt Phan Mem, May Tinh, Tin Hoe Chinh sita Cat a0 chep Dan
ll Caidat
COQCGCLE ‘. CHROME BER  Togiip »
SHORTCUTS Thost
—

(hoac nhan t6 hop phim Ctrl + Shift + B dé hién thi thanh bookmark).

Va dé an thanh bookmark ta chi can bo danh dau trudc Hién thi thanh dau
trang (Show bookmarks bar) hoac nhan lai mot lan nira to hop Ctrl + Shift + B.

[ Th Thugt Phan Meém, May Tinh, X - X
€ 5 C Ok béomW’ * @
Tab mai Cirle T
) - ~ ~ Cra 56 Mdi Crl+
ThuThu@tPhanMém st
.
Lich sir »
Tép d3 t3i xudng Cirle)
Banh diu tab niy. Cirl+D Déu tran »
@ Intemet B VinPhang ~ M HE& Théng ~ & DbHoa B Audi ’ El
Banh diu tit ca céc tab... Ctrl+ShiftsD . o
Thu phéng - 0% -
136
Tim kiém tay chinh || wién thi thanh du trang Ctrl+Shift=B In.. CurleP
(-] Trinh quan Iy ddu trang Ctrl+Shift+0 Truyén.

Nhap ddu trang va c4c myc c3i dit... Tim.. Crrl+F
™M @ momé Céng cu khé »
- Thil Thuzt Phin Mém, May Tinh, Tin Hec Chinh sta Cét Sao chen Dan
] GOC " s .

Cai dat
+ SHORTCUTS Tro gip ,
400 | Sz Thost
B

2.2. Stir dung Web
2.2.1. Biéu miu va sir dung mot so dich vu cong
2.2.1.1. Biéu mdu mét sé dich vu cong
Tiép nhén, ra soat Biéu mau ké khai gia thudc thim quyén giai quyét cua

S& Cong Thuong

v Déi voi Biéu mau gui truc tiép:
- Truong hop Biéu mau c6 du thanh phan s6 luong theo quy dinh, co ‘quan tiép
nhan Biéu mau dong dau cong van dén co ghi ngay, thang, nam vao Biéu mau va
tra ngay 01 ban cho thuong nhén dén nop truc tlep, dgng thoi chuyén ngay 01 ban
Biéu mau dén don vi thu ly ho so theo tham quyén dé thuc hién ra soét;
- Trudng hop Biéu miu khong du thanh phan, noi dung theo quy dinh, t6i da
khong qué 02 ngay lam viéc ké tir ngay nhan, co quan tiép nhan thdng béo bang

vin ban, fax, thu dién tir cho thuong nhan dé bé sung thanh phan, noi dung biéu
mau.
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v Doi véi Biéu mau giri qua duong cong van, fax, thu dién ti:

Cach thirc thuc hién

Hinh thirc ndp Thoi han giai quyét
Truyc tiép 1 Ngay lam viéc
Truc tuyén 1 Ngay lam viéc
N&p qua buu chinh cong ich 1 Ngay lam viéc
Thanh phan hb so
Bao gé)m
Tén gidy to Mau don, t& khai

Biéu mau ké khai gia theo huéng dan tai
Phu lyc s6 02 ban hanh kém theo Thong tu
s6 08/2017/TT-BCT (trong d6 cac ndi
dung vé Cong van giri Biéu méu ké khai
gid; Bang ké khai muc gid) hodac Thong
bédo mirc gia tai Phu luc s6 03 ban hanh
kém Thong tu s6 08/2017/TT-BCT.

Péi voi truong hop Biéu mau gl qua
duong thu dién tir: Ban scan Biéu mau ké
khai gia theo huéng dan tai Phu luc s6 02
ban hanh kém theo Thong tu s0
08/2017/TT-BCT (trong d6 cac ndi dung
vé Cong vin gui Biéu miu ké khai gia;
Bang ké khai muc gid) hodc Thong bao
murc gia tai Phy luc s6 03 ban hanh kém
Thong tu s6 08/2017/TT-BCT.

01 phong bi c6 dan tem, ghi r0: tén, dia chi
cua thuong nhan, ho tén va s6 dién thoai
ctia nguoi tryuc tiép co trach nhiém ctuia don
vi;

Mau don gia
sua.doc

2.2.1.2. Sirdung mét sé dich v cong

Phi, 1& phi Mo ta

S6 luong

Ban chinh: 1 - Ban sao: 0

Ban chinh: 1 - Ban sao: 0

Ban chinh: 1 - Ban sao: 0

Hudng dan thyc hién thi tuc hanh chinh qua hé théng dich vu cong truc tuyén
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CACH THUC THU'C HIEN THU TUC HANH CHINH
QUA HE THONG DICH VU CONG TRUC TUYEN

QUY TRINH THIFC HIEN DICH Vi) CONG TRUFC TUYEN

06 0 06—

1 Ddng by Udng nhdp 2.--:-' o DAY 3"1-'~-1-r!'.l-!.'|-'l'

HOP HO S0 TRIFC TUYEN

2. Chon Co quan (3& Nepai vu) == Chon Linh vire ﬁnNﬁp hé so=> Chon tim kifm

Miadn bl gua

1. Truy cap vao trane dich wu cone:
http-//dichvucone tiensiane eov.vn == Cho

Tir kfida:

Co guan;

Linh vy

Miirc & DVE:

Cdp thil tye dred v

3 Chon vao nut tai tho tuc cén nop ho so{Co tha chon nutdé chon Thanh phan ho sorva

13i v& cdc bidu mau).

4, Nhip cic thine tin cin thift chon cac Bifu min nop kém == Chl:-n% & Bding § v Blp tue

IO P e e g gty gy g el ¥ Bing § i il

I Py S hpan

2.2.1.3. Tim kiém, bg tim kiém (may tim kiém)
Dé tra clru bat ky mot thu tuc hanh chinh nao tir cép tinh, huyén, xa da duogc
cung cap truc tuyén trén cong dich vu hanh chinh cong cua tinh, nguoi dan, to
chtrc, doanh nghiép truy cap vao dia chi motcua.tiengiang.gov.vn.

Vi du: Dé tra ctru thu tuc hanh chinh vé gidy chimg nhan quyén sur dung
dat, thuc hién cac budc nhu sau:

- Buéc 1: Truy cédp vao céng dich vu hanh chinl} cua tinh tai dia chi
motcua.tiengiang.gov.vn => Nhan chon menu [BO THU TUC]

& |BOTHUTUC| TRACUUHOSCO NOPHOSOTRUCTUYEN THONGKE  DICH VU KHAC ~

- Budc 2: G6 tir khoa tim kiém vao 6 [Tén thu tuc], c6 thé chon thém [Linh vuc]
hoac [Muc dg]

Triwong Cao dang Cong nghé va Du lich
282



Gido trinh Tin hoc van phong

BG thu tuc hanh chinh

Tén tha tuc Linh vutc Mirc do

gidy ching nhan quyén st dung dat Tat ca v Tat ca v

- Budc 3: Nhan nuit [Tra ctu] dé hé théng tién hanh sang loc nhimg thi tuc ¢
chir “giay chiing nhan quyén sir dung dat” tuong ung. K&t qua s€ hién thi bén
dudi nhu hinh sau:

BG th tuc hanh chinh

Tén thi tuc Linh vuc Murc dd
giay chimg nhan quyén st dung dat Tat ca v Tat ca v
Tim thay 3 th tuc

B 56 Tai nguyén va MGi trurang (98 thi tuc, Mirc do 3: 81)

B bat dai (39 thi tuc, Mirc dd 3: 29)

Cap Gidy chirng nhan quyén s dung dat, quyén so hiru nha dva tai san Chitige |+
khdc gan lign véi dat cho nguti da dang ky quyén str dung dat 1an dau

cho d@di twong 13 T chirc, co s ton gido, ngudi Viét Nam dinh cur & nudic

ngoai, doanh nghiép cé vén dau tu nudc ngoai thuc hién du an dau tu

hodc HJ gia dinh, ca nhan, cdng dong dan cu, ngudi Viét Nam dinh cr &

nuéc ngoai dugc so hiru nha @ gan lién vai quyén sir dung dat & tai Viét

Nam

- Bu6c 4: Nhap chudt vao nat [Chi tiét] dé xem chi tiét thi tuc gdm: Thanh phan
h6 so can ndp, tai bi€éu mau, 1€ phi can ndp, co quan thyc hién...
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B6 thu tuc hanh chinh

Tén thu tuc Linh vure Mrc do
gidy chimg nhan quyén sir dung dat Tat ca v Tét ca v
Tim thay 3 thi tuc

5 5& Tai nguyén va Moi truéng (98 thu tuc, Mirc d6 3: 81)
B bat dai (39 thl tuc, Mirc do 3: 29)

Cap Gidy chirng nhan quyén str dung dat, quyén sd hifu nha & va tai san

khac gan lign vdi dat cho ngudi da ding ky quyén st dung dat [an dau
cho ddi tuong 13 T6 chirc, co s& tdn gido, ngudi Viét Nam dinh cu & nurdc
ngoai, doanh nghiép cé von dau tu nudc ngoai thuc hién du an dau tu
hodc Hd gia dinh, ca nhan, cong dong dan cu, ngudi Viét Nam dinh cu &
nuéc ngoai dugc s& hitu nha & gan lign vai quyén sir dung dat 4 tai Viét
Nam

‘ Cé thé chqn nut [Trinh ty thuc hi¢n] hoac [Thanh phr:fln hd so] hoac [Yéu
cau, diéu kién] dé xem thong tin tuong ng:

Chi tiét thd tuc

Cép Gidy ching nhan quyén s dung dat, quyén s& hitu nha & va tai san khac gan lién vdi dat cho nguai da dang ky quyén st
dung dét 13n dau cho ddi tugng 13 TA chifc, co sd ton gido, ngudi Viét Nam dinh cu & nudc ngoai, doanh nghiép o vén dau tw nudc
ngoai thifc hién du an dau tu hodc H gia dinh, ca nhan, cng dong dan cu, nguoi Viét Nam dinh cu 6 nudc ngoai duge s6 hitu nha &
gan lién vai quyén st dung dét & tai Viét Nam

Ky hiéu thi tuc: DIEU26 Luigt xem: 790

Thong tin chung | §Trinh tu thuc h\én" Thanh phan hd so Bu cau, digu kign

Théng tin Ndi dung

Co quan thuc hién a) Co quan ¢ tham quyén quyét dinh theo quy dinh:
+ Uy ban nhan dan cap tinh
b) Ca quan truc tiép thuc hién TTHC: Van phang dang ky dat dai.
¢) Co quan phdi hop: Co quan quan Iy nha nurde vé nha &, cong trinh xay dung, ndng nghiép, co quan thué, UBND cap xa.

Linh virc Dét dal
Cach thirec thuc hién Truc ti€p tai tru sé co quan hanh chinh nha nude, don vi su nghiép.
Thét han giai quyét Khong qua 20 ngay ké tir ngay nhan dugc hd so hop I8, Thai gian nay khding bao gom thai gian thrc hign nghia vu ti chinh clia ngudi

st dung dat, thai gian xem xét x(r y dai vdi trutng hop str dung dat cd vi pham phap ludt, thé gian trung cau giam dinh. - Hen lan 1:
khiing qua 13 ngay lam viéc. - Hen 13n 2: khang qua 07 ngay 1am viéc,
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bay 1a thu tuc mirc d6 3, nguoi dan, t6 chuc, doanh nghiép co thé tai vé cac
b1eu mau (trong myc Thanh phan hé so). Hoan chinh cac biéu méu dé nop truc
tiép hodc nop tryc tuyén qua mang ma khong can di dén co quan cung cip thu
tuc nhiéu lan.

Sau khi tra ctru dugc thu tuc, cong dan co thé [NOp ho so truc tuyén] hoac
[Dat cau hoi] thac méic hodc xem nhiing thu tuc khac:

L GGEGEGTETOM & In phiéu hudng dan | ?D&tcau hdi |+ Quay lai @

Cac thu tuc lién quan Q

Chuyén déi quyén sir dung dat néng nghiép clia hd gia dinh, ca nhan

Gia han str dung dat ngoai khu céng nghé cao, khu kinh t&

Xac nhan tiép tuc str dyung dat nong nghiép cta ho gia dinh, ca nhan khi hét han st dung dat déi vdi trudng hop €6 nhu cau

Hoa giai tranh ch3p dat dai & x4 cho ddi tugng |4 t8 chirc, hd gia dinh, ca nhan

Bang ky quygn sir dung dat [3n dau cho dai trong 13 T8 chire, co sd tdn gido, ngudi Viet Nam dinh cur & nudc ngoai, doanh nghiép ¢é vBn dau tw nudc ngoai
thure hién dy an d&u tr hodc H8 gia dinh, ca nhan, cdng ddng dan cu, ngudi Viet Nam dinh cu & nuréc ngoai duoc s& hitu nha & gan lign vai quygn sir dung dat & tai Vit
Nam
EEZE)  chuyén muc dich sir dung @t phai dugc phép cla co quan nha nudc ¢6 tham quygn ddi véi ho gia dinh, ¢ nhan

Thi tuc thu héi dat do cham durt vigc sir dung dat theo phap ludt, tu nguyén tra lai dat d6i vai trueing hop thu hdi dat caa ho gia dinh, ca nhan, cing dong dan
cu, thu héi dat & cha ngudi Vit Nam dinh cu & nurdc ngoai dugc sé hitu nha & tai Viét Nam

EEZE)  cidi quyét tranh chép dét dai thudc thdm quyn cia Cha tich Uy ban nhan cdp huyén cho ddi tugng 1 hd gia dinh, ¢4 nhan

2.2.2. Luu ni dung

- Budc 1: Mo trang web muén luu lai sau d6 nhan Ctul + A dé boi den toan
bo trang web (hoac dung chudt boi den phan ndi dung muodn Iuu lai).

[ @ Trudng Cso Ding Tén Giang X
& C  ® Khong bao mat | tvceduvn o Y @ H

Q@ Tebmsi

TRUONG CAO PANG TIEN GIANG
TIEN GIANG COLLEGE

Dia chi: 11B/17 Hoc Lac, Phuang 8, Tp. My Tho, Tién Giang
. Dién thoai: 02733.958.684 Email: caodangtiengiang@gmail.com

Trang Chu Tin Tirc - Sw kién Sinh vién - Hoc sinh Tai liéu Lién Hé

Gioi Thiéu

Cac phong chirc nang
Cac Khoa & Trung tam
DPao Tao

Biéu mau

6ng tin chi tiéu tuyén sinh
ién théng tir Trung cap lén
a0 dang

€ Be giang va trao bang tot nghiép Iop Dai hoc Quan ly Van hoa tai Tinh Tien

ong cuc Giao duc nghé
nghiép

— || Sing npay 05/3/2020, Truong Cao dang Tién Giang phéi hop voi |ldang v
- Budc 2: Sau khi b6i den = nhan Ctrl + C @€ copy phan da boi den.

&t qua tuyén smh Lién
cép
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- Tiép theo mé Word va nhan Ctrl + V dé dan ndi dung ciia trang web vao
Word, néu co théng bao hién 1én - nhan Yes.

- Toan bo noi dung cua trang web s& duoc hién thi trong Word.

2 =

& Ff s

Page10f9 1119words  English (United States) B B - 1} + 100%

- Néu khong muon luu phan anh ma chi can luu phan van ban thi sau khi
copy trang web ta click chudt phai I1én word va trong phan Paste options = chon
Keep Text Only.
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Insert Design Layout References
“ -
t . & - "— - b ——
D - TimesNewRo~/14 ~ A A Aa~ #f¢ =~ E: v 1"’;‘_" €=
Past: Copy ¥ *
aste _ B I U -abe X, X° - abr . . — =
- ~ Format Painter = : & e - - |
Clipboard P Font a Paragraph
H O [ &
L 2|1|§|-1-|1|3|4|5|6|?|3|9
-
- TimesNewRe~ (14~ " a" & Ag-
— rF
- B I U3~ A -:=~i=- Styles
- - |
N iy FPaste Options:
B wle, el el
- ] f\‘_
o & 3
- A Font. Keep Text Only (T)
- = Paragraph...
. ,(D Srnart Lockup
[Ny
. Synonyms r
" E‘g Transzlate
N & Hyperlink...

f',:l Mew Comment

- Ldc nay chi ¢6 van ban duoc gitr lai moi hinh anh sé bi loai bé.
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Trang Chu

Tim Tiée - S kidn

Sinh vien - Hoc sinh

Tai lidn

Lifn Hé

Bap tzo Bieu miu Lich cong thc  Hop thur Jidn ti
Gigi Thitu

Cac phong chirc ning

Cac Khoa & Trung tim

Bao Tao

Tuyén Sinh

Bidu miu

Lién két .

Tong cuc Gizo duc nghe nghiép
Wehsite hi try tim vidc lam

Thing tin Xust kiu lao dong
Fampzge Trwong Cao ding Meghe Tisn Giang
Thing tin dich vu Bién 1y d4ng héa
Ca khi Hong K

TV tuyén truyén an toan giao thing
MizaGroup

Lurgt truy cip

- Mzwdi aaline: 90

- Hom nay: 2322

- Tusn nay: 2322

- Thing niy: 85800

-Taag: 21041512

TN TUC & SUKIRY .
LZ Bé gidng va trao bdng tot nzhidp Moy Dai hoc Quin I¥ Vin hia tai Tinh Tifn
Giang

Mgay ding: 3/6:2020

2.2.3. In

Mgiy ding: /162020

Séng ngdy 23/12/2019, Trebng Cao déng Tikn Giang td choic Hii nghi ting két
cdng tic tuyen sinh ném 2019, trién khai ké hoach mryén sinh ndm 2020, do Thay
Neayin Quang Ehdi — Hién tneéng, Chi tich Hai déng tuyén sinh ch i Féi nghi.

HI Téng kit cong tic xiy domg Déng nim 2019, sink hoat k¥ niém 00 pém Thinh
1ip Bang Cong :dn Viét Mam
Mgay dang: 2/4/2020

Séng ngay 03/02/2020, Bing bf Trrong Cao ding Titn Gisng th chic Hi ngh
tong kat cong tic xdy domg Ding nim 2019 nham téng két danh gis, rit kinh nghism
cang tic lank dzo thre hisn nhifm vu chinh i vi cing tic xdy deng Ping nam 2019,
trién khai nhidm vu, moc téu va gidi phip vé cng tic xdy dung Bing cho nim 2020
dén toan the Jang vién,

Hop mat Can bo Quin Iy dan nam mai 2020
Ngay ding: 2/3/2020

Séng ngay 03/02/2020, Tady Nzuyia Quang Khii - Hifu wudng Nhi webng cbi
budi hop mit cin bd quin Iy nhin dip dan ndm moi va dinh hrdng nhimg vidc cin
tip trung thore kign tot rong nim 2020.

Pai hdi chi bd Khoa Kink té - Taag hop NK 2020 - 2022, Dai héi difm cia Bing bd
Trrémg Cao ding Tien Giang
Mzay ding: 1/15°2020

Sing ngay 14/01/2020, tai phong hop 2 — Trwdng Cao ding Tifn Giang, Chi bd
Khoa Kinh t3 - Tong hop d3 long wong to chirc Bai hoi Chi bd, lan TV - Nhidm ki
2020 — 2022 Dy 12 Dai hi Gifm cho cie chi bd e thude Ding b8 Tretnz Cao
ding Tién Giang,

CHIEU SINH & DAO TAO . .
Thdng tin chi tifu tuyén sinh lifn thing ty Tnumg czp 1én Cao ding
Mzay dang: 11252019

Théne tin chi tifn tayén sinh lién thing tr Trang cip lén Cao dinz

- Bwéc 1: Truy cap vao bat ky mot trang web nao d6 can in trén trinh duyét

Céc Céc.

- Bwéc 2: C6 ba cach dé mo nhanh tinh nang In trang web trén Céc¢ Céc.

+ Céch 1: Nhan t6 hop phim Ctrl + P,

+ Céch 2: Nhan chudt phai vao mét vi tri bat ky trén Céc Coc sau d6 chon

muc In... & ngay thanh menu phu.

Quay lai

Tai lai

Luu thanh...

Dich sang Tiéng Viét

Download with AntDM »

(33'

Xem ngudn trang

Ki€m tra

+ C4ch 3: Truy cap vao biéu twong Céc Cdc & gdc trai trén cing trinh
duyét. Tai menu x6 xuéng, chon téi muc In... d& mé trinh quan Iy in.
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Taimienphi o o BRI 1 o
vn

PlagPiomer Sanstand [ dition § 01 4 1600

Wb e lods mang

Huéng dan in ndi dung trang web trén trinh duyét web Coc Coc
- Buéc 3: Sau khi mé trinh quan Iy In. Tai day can nim dugc cac thong sé

sau:

+ Tong s6: s6 trang s& in ra

+ May in dich: lya chon may in dé in van ban. Trong truong hop khdng cé
két ndi voi may in ngoai, vin ban s& dugc luwu lai dudi cac dinh dang nhu PDF
hoic .WPS tuy theo viéc lya chon may in thuoc phan mém nao.

+ Ban sao: S6 van ban duoc in.

+ B6 cuc: Chon khé gidy ngang hoic doc.

+ Mau: Chon mau sic cia van ban (c6 mau hoic den tring)

+ Lé&: Can 1& cho van ban

+ TUy chon: tao dau hoic chan trang, 4n mau nén hay 1am don gian trang
dé dé doc hon.

.'c‘:: :E:_‘ (, [ T Dowricss « Th Mdn P ‘-t I L 1) ln‘;ml:"v t\;‘r-\a; » I +

Tab et |

Ca 36 Mo

Cia 38 badarh man
Windows | Androea

Lch wr » |

T wadng

Qdu trang

’
Thu phong = WO% = ‘s : _

~) > ,
Crnh s Che S0 chep Déa
Ch an i
Min cdp nadt
Go du i Coe Cée
Thest Toxt for Mac 302 m
: ¢ PEpSEEY
Ung aung Tadt kb 48 nos oo né Gdu hish UAC e
PingPlotter Standard Edition 5.01 6 1689 m

27| o 19
b tra ke ol mang

Cach in trang web trén Céc Céc
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- Buwéc 4: Sau khi da Iya chon toan bo céc thiét 1p in, ta chi can nhan In/Luu
dé bat dau qua trinh in van ban trén Coc Coc.

O-oEm
$ L

CocCoc s& hién thi mot ctra s6 phu cho phép nguoi dung cé thé chon lva vi
tri luu trit. Ta chi can tim dén mét vi tri nhat dinh va nhan Save dé hoan tat.

€) v 1 Il » Computer » Documents » v & Search Documents P
Organize v New folder S w
A < ~
B Computer .
& Desktop Qi
> quuments | J ! l
& Downloads (g . [
¥ Music DonationCoder MiWiFi_Upload My Shapes Rainmeter
= Pictures N —
# Videos !
i Local Disk (C:
e Local Disk (C:) Fhucey g
2 BACKUP (D) Urieud — -r‘
TAIMIENPH (E:
_ ®) ViberDownloads Zalo Received cm3
v Files v !
File name: | Download - Téi Mién Phi VN - Phiin mém, img dung, this thujt HAY v
Save as type:  Tép PDF (.pdf) A4 ‘
!

2.3. Thw dién tir (Email)
2.3.1. Khai niém thw dién tir

E-mail 14 dich vu thyc hién viéc chuyén thong tin trén Internet thong qua
cac hop thu dién tir. Ngoai ndi dung thu c6 thé kém thém tép: van ban, hinh anh,
am thanh....

2.3.2. Viét va giri thw dién tir
- Bwéc 1: Dau tién candiang nhip Gmailcia minh qua dia chi
htpp://gmail.com. Tai déy can nhap mét khau va tén dang nhap cua minh trudc
khi bam Sign in/ Pang nhap.
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Google
Ho Chau

@ kimchaucdntg2013@gmail.com w

sassansns ©

[ Mhap mé&t khdu cua ban

Ban quén mat khau? \

- Bwéc 2: Dé bat dau gai mail, soan email biang Gmail = click vao
nat Compose/ Soan thw mau do goc trai man hinh.
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= M Gmail
‘/

I— Soan thur

Hép thu dén 95
Co gan diu sao

D& tam an

Quan trong

R

w0

Thu nhap

Thu rac 4

,-emvuow{]

€I
=]

- Buwéc 3: Khi giri mail, soan email bang Gmail can chii y mot vai thong tin
nhu sau.
+ To/Té6i: Can nhap dia chi email nguoi nhan tai day.
+ Subject/Tiéu dé: Tiéu dé cho email.
+ Noi dung: La khu vuc dé soan thao email.
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Thur mai - & X
. Bén| Cc Bec

Chu dé

Sau khi soan xong email thi ban bam vao nut Send/Giri dé gui email caa

minh di.

2.3.3. Nhin va tra 1oi thw dién tir

- Ngudi diing c6 thé xem nhimg thu ma nguoi khéc gui trong muc (1) “Hop
thu dén”, néu khong thay thi hdy nhan vao muc (2) “Spam” dé xem nhirng hop
thu maoi gui dén gan day.
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= M Gmail

I— Soan thu /

[ Hépthudén 95

% o6 gandiusao

© bitaman

» Quantrong

> Daqi

i Thunhdp / 10
|_o Thu rac 4

'.*Hn - +

- Chon email. Nhap dé m¢ email muén tra loi.

= M Gmail Q, Tim kiém trong thu
¢« B8 0 n LY I
I— Soan thur
. x Thanh Lgi Huynh Lam 2 D Hépthudén x

[ Hép thuedén 92 —
*  Cogandiusao ,_' V6 Thanh Loi <vthanhloi2320@gmail coms
@ bitam an 100 16 -
®» Quantrong ¥y TiéngAnh + > TiéngViét ~ Dichthu
> Diqui

Thu nhap 10
. 2 tép dinh kém
0 Thuric 4
® Ho - YRR RAT
“‘ ¢ + l_ - B

T Tl v
- .'. o
o Depes - il T g .

3 thanhloi114_huynh.. ' @ A112a114.docx '

N

® Chuyén tiép
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- Nhép vao mii tén "Reply" (Tra 161) ¢ phia trén goc phdi email. Thao tac
nay sé mo ra mot truong dé ta go noi dung tra loi cho nguoi gui. ...

- Nhap nat Send (Guri) mau xanh duong bén dudi goc trai khung tra 1oi.

& SRR LE

2.3.4. Quan ly va nang cao hiéu qua sir dung thw dién tir
- Xoa cac email khong can thiét
~ Mot trong nhiing Ii do khién thoi gian mot ngay cua ta khong du dé giai
quyet nhirng viéc can thiet do 1a ton cong doc nhitng mau tin quang cao, spam hay
tham chi chi la nhitng dong cam on, 101 hira Xa4¢ nhan cong viéc. Biéu nay khiéen
cho chat luwgng va hiéu suat cdng viéc cua ban bi anh huong, dong thoi tiéu ton
mot khoan thoi gian khong hé nho trong quy thoi gian.
- Phan nhém va gan nhan cho email
Viéc dau tién khi doc tiéu dé va noi dung email chinh 1a phan nhém va gan
nhén (tag) cho email d6. Trong Mailbox la danh sach, Gmail la nhan, tat ca déu
phuc vu cung mot muc dich: t6 chire cac thu dién tir mot cach co hé thong.
- Lén lich xur ly va siap xép email
Céch tot nhat 12 hdy sap lich mot khoang thoi gian nao do mdi ngay dé xu
Iy email. Trong suot khoang thoi gian do6, khong tra loi dién thoai hoac bat ki hanh
dong ngat quang nao ca va chi chu tdm vao cdng viéc caa minh.
- Traloi email ngan gon va suc tich
- Huy b6 dang ky nhan email quang cao
- Tan dung thoi gian ranh rdi dé xt ly nhitng email khdng quan trong
Trong list cong viéc, c6 thé phan chia theo thr tu wu tién cho email. Nhing
cbng viéc khan cap, quan trong nén duoc ta tap trung xur ly. Con lai, ta cé the tan
dung vai phit thoi gian ranh roi nay dé xem qua hop thu. Ta c6 the bat dau bang
cach “xu ly” trudc nhitng email ma ngay tur tiéu de co the bict duoc khong mat
nhiéu thoi gian dé xem va tra loi.
- Xt ly cbng viéc trong email theo ké hoach
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Bat dau xur Iy tir message trén cling ciia hom thur va chi chuyén sang céi thir 2
sau khi dd hoan thanh xong cai dau tién. Email nao khong thé xu ly ngay phai
ngay 1ap tirc dua vao hop “chd xtr Iy”. Sau khi xtr Iy xong email dén, hay vao hop
cho xt Iy dé thiet lap tha tu vu tién nhitng email quan trong.

2.4. Tim kiém théng tin trén Internet
Théng tin trén interet la vo tan, tuy nhién c6 thé tim dugc mot thong tin theo
yéu cau la rat khé. Vi vay, trén internet c6 cac website cho phép tim kiém thong
tin trén Internet. )
GIOI THIEU CONG CU TIM KIEM GOOGLE
- Khéi dong Internet Explore

- G5 dia chi www.google.com.vn trén thanh Address, xuat hién man hinh

Google

Viét Nam

Internet  Hinh Anh  Mhom  The Muc

Noi go tir khoa can tim Tim kifm véri nhidu chi tiét
Tiy chon
[ Tirn kigrm vidi Google ][ #ern trang d5u tidn tirm dwoc ] Dung Cu Nadn Naik

Tirn kiém: & rmang lwdi O nhitng trang tir nede Vit Nam

- G0 ndi dung can tim (g6 tir khoa)

- An Enter (Hoac chon Tim kiém vai Google)
Vi du: GO ndi dung la: “Trung tam tin hoc FPT”. Két qua tim kiém s& hién thi theo
dang sau:
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B & | G tungtdmtinhocdaihe X | 4 = X
& S O Iy 8 www.google.comwn, hre {E 7 =
GO gle trung tam tin hoc dai hoc fpt Q i m
LAl [ Images & News [ videos i More Seftings  Tools
About 6,220,000 results (0.63 seconds|

daihoc.fpt.edu.vn » Nganh hoc ~ Translate this page

Coéng nghé théng tin - Truwong Dai hoc FPT®

Chuong trinh CNTT dugc phan chia 1am 4 giai doan: giai doan chudn bi (hai gian rén luyén tap
trung + thai gian hoc tiéng Anh di bi phu thugc trinh g6 tiéng Anh

aptech.fpt.eduvn ~ Translate this page
FPT-APTECH WEBSITE | FPT APTECH dao tao Iap trinh vién ...®

FPT APTECH mé ra co héi cho cac ban dam mé hoc tin hoc, hoc cdng nghé théng tin chuyén
54U vé hoc 14p trinh cor héi dwrgc dao tao nganh Cong Nghé Théng Tin trong mai truémg tiéu ..
Virus corana théch thirc ca nén cong nghé Trung Quéc . BH FPT gianh cti dip gidi thuéng
Sao khué 2012 vé dao tao nhan luc CNTT

Co 56590 Cach Mang Thang ... - Gidi thiéu - Quy trinh dang ky & nhap hoc ...

aptech fpt.edu.vn ; trungtam » trungtam=2 ~ Translate this page
Co s& 590 Cach Mang Thang Tam, Quan 3 - FPT-APTECH ...@
FPT APTECH mé ra co hdi cho cac ban dam mé hoc tin hoc, hoc cdng nghé thdng .. Hoc

CNTT - Hoc Idp trinh - Hoc Aptech - Hoc tai FPT. ... Théng Tin Trung Tam ... clia FPT
EDUCATION (g&m dai hoc FPT, FPT APTECH, FPT ARENA va FPT

daihoc.fpt.edu.vn» hoc-phi v Translate this page
Hoc phi - Trwéng Dai hoc FPT@

2.5. Bao mat khi lam viéc veéi Internet
2.5.1. Thé nao 13 mdt website dwoe biao vé

- Mot website dugce bao vé la mot website chi cho phép truy nhap co gioi
han, mudn sir dung cac dich vu hogc xem thong tin, phai dang nhap bang tén va
mat khau. Néu khong dugc cip quyén hoidc di dugc cip tén dang nhap nhung mat
khau gd vao khong chinh xac thi ta s& khong thé truy nhip duoc ndi dung cua
website do.

2.5.2. Tim hiéu vé chirng nhan so6

- Chung nhan s6 duogc str dung dé ma hod céc thong tin va truyén di trén
Internet. Mot chirng nhan so6 ¢6 thé sir dung dé tao ra mot chit ky s6 cho mot email,
chit ky nay dam bdo viéc nhan bi€t nguoi giri, nd cling dam bao ndi dung thu
khong bi xem hodc thay doi trai phép trong khi n6 dugc truyén di.

- Chung nhén s6 c¢6 thé mua tai mot to chirc ¢6 chtrc ning ching thuc vi du
nhu www.verisign.com, & do sé cé cac hé thong ching thuc thong tin cho ban.

- Cac chimg nhan sb thuong duoc st dung boi cic website mua ban hang
trén Internet hodc cac trang cho phép thu nhan thong tin ca nhan nguoi ding nham
ma hoa cac thong tin vé tai khoan cuia ta sao cho chung khong bi tham nhép khi
truyén qua mang Internet.

Vi duy ta co thé truy xuét vao dia chi https://mail.yahoo.com, 13 trang web d
duoc st dung chung nhan s6. Sau do, dé xem thong tin vé chuing nhan s6, ta co
thé nhan chudt vao biéu tugng chiéc khoa & trén thanh trang thai ciia trinh duyét,
ta co thé thay duoc cac thong tin nhu sau:
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M Certificate >

g Certificate Information

This certificate is intended for the following purpose(s):
* Ensures the identity of a remote computer

Issued to:  *.yahoo.com

Issued by: Kaspersky Anti-Virus Personal Root Certificate

Valid from 10/03/2019 to 09/03/2021

Issuer Statement

Thong tin vé chimg nhéan sd cua website https://mail.yahoo.com

2.5.3. Tim hiéu vé ma hoa

- M4 ho4 1a cach thirc dé “che dau” thong tin. Ma hoa duoc st dung dé ting
cuong tinh bao mat cho cac thong di¢p ma & do chi c6 ngudi dugce guri moi co6 thé
doc dugc thong di¢p do.

- Co nhiéu cach dé thyc hién viéc ma hoa, ca b.%mg phﬁn cung va phﬁn mém.

Vi du vé mot cach ma hoa nhu sau: chudi ky tu binh thuong 1a Hello, nhung
véi thudt toan ma hoa dich chuyén 2 ky tw, chuoi trén trd thanh Jgnng (H -dich 2
chir - thanh J, e - dich 2 chir - thanh g...) va néu ai d6 lay dugc chuoi Jgnng ma
khong biét thuat toan ma hoa thi s€ khong biét rang do6 1a chudi Hello.

- M3 hoéa c6 nhiéu muc do, cac mic do do thuong dugc miéu ta bﬁng sb bit
sir dung trong thuat toan ma, nhu thuat toan mé hoé 32-bit, 64-bit, 128-bit...Su
dung cang nhiéu bit dé ma hoa, h¢ thong s€ cang dugc bao mat hon.

2.5.4. Nguy co nhiém virut khi tai vé cac tép tir Internet

- Tainguyén trén Internet rat phong pht va da dang va nhu cau tai vé str dung
nguon tai nguyén nay la nhu cau cta moi nguoi. Trong kho tang khong 16 nay co
rat nhidu tai nguyén b ich nhung ciing c6 rat nhidu cic nguy co tiém an. Néu ban
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tai veé bat ky mdt tai nguyén gi ttr Web, mot tép tin tai liéu, mot té€p tin am thanh,
mot chuong trinh tién ich... thi kha nang tép tin d6 da bi nhiém mot loai virat may
tinh nao do la hoan toan cé thé.

- Pé tu bao vé minh chéng lai virat, ban nén cai dat mot phén mém chéng
virat (vi du nhu Norton Anti-Virus). Phan mém nay sé& kiém tra céc tép tin ban
m&i tai vé va thong bao cho ban biét tép tin d6 c6 chira virat khong. Bé giup cho
phan mém diét virat ludn c6 kha nang phat hién virat méi, ta phai cap nhat thudng
xuyén cac phan mém chdng virat, dé tir 46 may tinh c6 kha ning chdng duoc cac
loai virat m&i xuét hién.

2.5.5. Mt s6 vin dé ric roi co6 thé xay ra khi ngudi dung tham gia vao
Internet

- Vén dé thu rac (spam mail): Ban phai suy nghi can than trude khi quyét g6
dia chi email cua ta vao cac form dang ky trong cac website ma ta khéng quen
biét. C6 thé sau d6 ban s& nhan duoc nhitng 14 thu chao hang hodc cac buc thu
quang cao tir nhimg website do. T6i té hon, dia chi email cua ta c6 thé s& bi chuyén
dén cac cong ty chuyén ban cac dia chi email dé quang céo, sau d6 ta s& lién tuc
nhan duoc nhimg 14 thu spam khong moi ma dén.

- Su lira gat: ta nén chu rang dimg bao gid chi ra cac thong tin cy thé vé the
tin dung cua ban cho bat cir ai hay bat cir cong ty nao trir khi ta biét rang ta dang
trao d6i budn ban véi mot to chirc ¢ uy tin. Néu khong, co thé ta sé& thay rang
nhimg mat hang ma ta dang ky s& khong bao gid dugc chuyén t6i, hoic té hon the
tin dung cua ta s€ duogc stir dung mdt cach phi phap.

Vi dy, ta vao mot trang web nao d6 ma ta chua chic chin vé do tin cay 1am,
nhung trong trang web d6 c6 trung bay rat nhiéu hang hoa véi gia ca phai ching.
Néu ¢ trong thé gidi thuc, ta ¢ thé tin tudong dugc, nhung day 1a thé gidi Internet,
noi ma nhitng gian hang nhw thé ¢ thé lap nén hét sizc dé dang. Trong truong hop
d6, ta khong nén dua thong tin vé thé tin dung ciia minh voi ma nén xem xét tu
cach ban hang cua cong ty trén trudc da.

2.5.6. Thuat ngir twong lira (firewall)

- Tudng lira 1a mot hé thong bao gdm ca phan climg va phan mém c6 muc
dich chong lai sy xAm nhap trai phép tir Internet. Thong thudng, tuong ltra dugc
dat tai khu vyc ranh gioi gitta mang ndi bo cua cong ty va bén ngoai. Bit ky mot
thong tin nao mudn di ra khoi cong ty hodc tir ngoai chuyén vao déu c6 sy ngin
chan hodc kiém soét tir tuong lura.

- Trong cac co quan hodc td chirc 16n, hé théng tuong Itra dugc thiét lap va
van hanh bdi doi ngll cac chuyén vién cong nghé thong tin.
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3. Kién thitc co ban vé an toan va bio mét thong tin trén mang
3.1. Ngudn gdc cac nguy co ddi véi viée dam bio an toan dir liéu va théng
tin
- Nhan thire: 14 nguyén nhan co ban nhat dan toi cac sy ¢d ATTT ting cao.
Tham chi trong mot s6 truong hop, hacker khong can dung téi cong cu hay phan
mém tan cong nhung nan nhan van bi Itra do.

+ Vi du 1: Do khong dugc diao tao kién thic co ban vé k§ thuat tan cong
Social Engineering, mot nhan vién da bi tin tic mao danh la doi tac cua cong ty
gui tép chira ma doc dinh kém trong email. Sau khi click tép d6, PC cua nhan vién
da bi nhiem ma doc.

+ Vi dy 2: Miac du da duoc théng bao vé viéc cap nhat ban va 15 hong
Windows nhung vi da khdng update ban va méi nhat caa Microsoft, do d6 may
tinh nan nhan da bi nhiém ma do6c WannaCry.

- Khong phan quyén rd rang: mot trong nhitng nguyén nhan lam mat thong
tin dir liéu chinh 14 ngudi quan tri khong phan quyén 10 rang cho thanh vién. Loi
dung di€u nay, nhan vién ndi bd co thé danh cap, trdo doi, thay doi thong tin cua
cong ty.

- L4 hong ton tai trén thiét bi

Céc thiét bi c6 thé ton tai 16 hong

Thuc té rang, nhiéu nguoi dung tai va cai dat phan mém méi, ung dung maoi
cho dién thoai, laptop, PC... ma khong tu hoi rang “Liéu phan mem nay co chua
16 hong hay khong”. Trong khi do, cac phan mém &ng dung ludn tn tai nhing 16
hong bao mat va nguy co tan cong.

+ Vi du thuc té: Theo khao sat méi nhat cua Kaspersky: Hon 80 ¢ng dung bi
trom mat khau ton tai trén Google Play Store véi hang triéu luot tai mdi ngay.

- Lb hong trong hé thong hé thong co thé 1a hé thong website, hé thong mang,
hé thong cac ung dung, thiét bi, phan mém. Nguyén nhan lam mat an toan thong
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tin trong truong hop nay 1a do cac don vi khong thuong xuyén ra quét 16
hong, danh gia bao mat cho hé thong dan t6i nhitng nguy co thiét hai vé tai chinh
to 16n.
3.2. Téac dung va han ché chung ciaa phan mém diét virus, phan mém an
ninh mang

3.2.1. Tac dung

- Béo vé may tinh trudc sy tan céng ciia virus: Phan mém diét virus s& tim
kiém va loai bo cac virus dang 4n ndp trén may tinh. Khi da cai dit mot chuong
trinh antivirus cho may tinh thi khong can qué lo ling boi nd s& bao vé ta khoi
bét ky loai virus nao dang ¢ gang xam nhép vao hé théng. Trong da sb cac truong
hop, phan mém antivirus s& chit dong x6a bo virus khoi hé thong dé ngin chan
lay lan.

- Han ché lay lan va sao chép: virus c6 thé ty nhan ban chinh né ngay cé khi
ta da x6a n6 khi hé diéu hanh dang hoat dong. Vi vay, cic chuong trinh chong
virus tich hgp tinh nang quét khi khoi1 dong sé phat huy tac dung. Pon gidn vi mot
virus s€ khong thé tu sao chép chinh n6 khi h¢ diéu hanh dang duoc vo hi€u hoa
trong qua trinh xoéa.

- Tudng lua: khi ta di két ndi may tinh ctia minh véi Internet, nguy co bi tan
cong virus c6 thé xdy ra bat ctr lic nao. Tudng lira chinh 1a mot tinh nang bao vé
may tinh khoi cic cudc tdn cong cia virus. Tudng ltra s& quan 1y tat ca cac két ndi
dén va di ciia méy tinh v6i Internet. Trong truong hop tuong lira phat hién ra bat
ky diéu gi dang nghi, chuong trinh nap bong an danh dang thuc hién giri dir liéu
cd nhan qua Internet, n6 s€ ngan chan chuong trinh d6 ngay 1ap tirc va thong bao
vo1 nguot dung.
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3.2.2. Han ché
Thiéu nhiing tinh ning chuyén nghiép nhu bao mat, chdng mat thong tin.

3.3. An toan thong tin khi sir dung cac loai thiét bi di dong va may tinh
trén internet

Truéc tinh hinh 14y nhiém ma doc, 16 lot thong tin gay tén hai cho nguoi
dung ca nhan, cac co quan, don vi dang ngay cang din bién phirc tap, kho luong.
Dé tro thanh ngudi dung mang théng minh, ngudi dung Internet can tu nang cao
kién thirc va k¥ ning bao vé minh. Sau day 1a mot s6 noi dung can ghi nhé va
thuc hanh lién tuc trong qué trinh truy cdp mang, du la dung may tinh, dié€n thoai
hay bat ky thiét bi dién tir nao.

- Tuyét ddi than trong dbi voi cac théng bao moi goi tring thudng, co
ngudi ting qua, tang tién,...

Vi du, khi ¢ ai d6 nhan cho ching ta vé viéc tring thuéng trén Facebook
thi chi tra 1oi néu ho nhan tir fanpage hoac tir mot ngudi ban da biét tir trude. Can
trong hon nira, ngudi ding o thé goi dién 1én trung tAm chiam séc khach hang cua
cong ty lién hé véi minh nham xé&c nhan trude khi cung cap thdng tin c& nhan.

- Céc thong bao vé viéc may tinh bi nhiém virus, ma doc. Mot sé d6i tuong
xau st dung cac thong bao dang “Mdy ciia ban da nhiém virus (Ma ddc) Xxx ...,
haly nhdn vao day dé diét virus (ma dgc) ”. Thuong thi thong bao dang nay déu 1a
Itra da0, cac Hacker du nguoi dung click chon tai xudng (download) phan mém
ma doc hoac nhung cac doan ma (script) cheén quang céo.

Pic biét néu chung ta dang ludt web ma thiy thong bao tuong tu thi that ra
cang kho tin hon, vi kha nang phat hién ra virus hay ma dc trong dién thoai, PC
tor mot trang web la rat hiém gap. Nhing thong bao dang tin cdy phai xuat phat tir
chinh phan mém diét virus c6 ban quyén ma ngudi ding da cai dit vao may trudc
do (vi du nhu BKAV Pro, Kaspersky,...).

Tom lgi: Khi thay nhitng théng bao dang nay, nguoi ding cir bé qua (mic
ké chung), khong dugc click vao hoac heu c(),n c6 nghi ngo thi lién hé véi co quan
chire nang d@é xu 1y trong truong hop can thigt.

- Céc tng dung chdng virus, ma doc khong rd nguon gbc. Nhiéu tmg dung
lai loi dung chinh viéc nguoi dung da nhiém virus dé tiép tuc l1ay nhiém thém cac
loai virus méi vao may tinh hodc chung gia dang lam cac tng dung (app) chong
virus dé thuc chit lam may tinh cta chiing ta nhiém ma doc.

Vi du gan day nhat, Facebook vira kién mot nha phat trién vi ¢a nhung ma doc
(Malware) vao mot phan mém mang danh “antivirus”.

Néu dang dung méy tinh Mac cua Apple, kha nang cao 1a nguoi dung khong
can cai thém phan mém chdng virus nao. Neu dang dung Windows, chung ta c6
thé dung Windows Defender hoac phan mém cé ban quyén cua cac hadng antivirus
tén tudi (BKAV, Kaspersky,...). Khong nén va khong duoc tai vé (download) bat
ky phan mém la hoic phién ban crack, phién ban lau... cia cac chuong trinh
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antivirus dé tranh viéc mat mat dir liéu, ton hai may tinh tir chinh cac phan mém
nay.

- Nhitng tro choi v6 thuong vo phat trén mang xa hoi. Nhitng tro choi nay
cd thé thu thap thong tin c& nhan ma nguoi ding khong hay biét. Thuc chat cac app,
game dang nay déu doi chung ta cAp quyén cho phép ldy thong tin va thudng ngudi
ta s& nhan vao nut déng y.

- Can trong ddi voi cac lién két (link) la trong thu dién tir, trén cac website
hoac duogc gui qua cac irng dung chat.

Nhimg duong link la thuong dugc gui qua email, website hay (ing dung
chat dé khien ta click vao, sau do6 n6 s& tim cach du ban download file c6 ma doc,
mot so it khac thi tim cach day (nhoi) quang cédo vao trinh duyét gay ra su ac ché
va lam giam hiéu qua cbng viéc.

3.4. An toan khi sir dung mang xa hoi

- Nang cao nhan thirc: Mang xa hoi trén khdng gian mang tuy khong phai
|a thuc té, nhung nhimg tac dong ma no mang tdi co thé anh huong dén cudc sdng
that. Nguoi dung Can thuong xuyén nang cao nhén thuc va hiéu biét dé tranh bi
ké xau lgi dung; can kiém duyét thdng tin, khong chia s¢ va “thich” nhiing thong
tin xuyén tac, boi nho nguoi khac; can trong véi cac phan thuong la, khdng nhap
chudt vao cac lién két hay tai vé cac tap tin la; han ché dang nhap tai khoan &
nhitng may tinh dung chung.

- Quan ly chat ché thong tin ca nhan: Cac thong tin ca nhan nguoi dung
dua 1én mang x& hoi d& dang bi ké xau lgi dung. Nhitng thdng tin dé bi loi dung
la nhiing thong tin ¢4 nhan dugc chia sé cong khai trén mang xa hoi nhu: hinh
anh, sa thich, email, sé dién thoai, dia chi nha riéng hoic co quan, danh sach nguoi
than,... Vi vay, can hét sic can than khi chia sé nhiing théng tin ca nhan trén
mang x& hoi.

- Luu y khi cap quyen cho cdc trd choi/iing dung: Céc tro choi/img dung
doi khi yéu cau nhitng quyen truy cap khong hop 1y, c6 nguy co xam pham dén
quyén riéng tu ca nhan. Nguoi dung Can phai doc ky cac quyén ma cac tro
choi/ting dung yéu cau. Luu ¥, cac quyen truy cap vao danh ba, tin nhan, quyén
dugc dang bai,... s& anh huong truc tiép dén quyén riéng tu cia nguoi dung.

Viéc gb bo cac tro choi/ling dung rac khi tham gia vao mang xa hoi gitp nguoi
dung khong bi 1am phién boi bi ai d6 gan thé vao bai viét khong lién quan; tranh
nhan duogc cac théng bao hodc tin nhin gay phién ha; tiét kiém luu luong truy cap
mang va loi ich 16n nhat 13 tranh bi mat tai khoan.

- Sir dung mat khau manh: Viéc dit mat khau da dai va phuc tap 1 yéu
cau can thiét. Nguoi dung tuyét ddi khong dat mat khau don gian, dé doan hay
diing chung mat khau cho nhiéu tai khoan mang x& hoi. Thuc hién d6i mat khau
dinh ky ciing 1a bién phap dé d¢am bao an toan.
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- Kich hoat x4c thwe 2 bwéc: Néu mang xa hoi nguoi dung tham gia c6 hd
trg viéc Xac thuc hai bude thi nguoi dung can kich hoat tinh nang nay. Pay 1a tinh
nang giup nguoi dung tang cuong kha nang bao mat cho tai khoan, gy kho khén
cho tin tic khi ¢6 gang chiém doat tai khoan.
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BAI TAP AP DUNG
Bai tap 1: Tao tai khoan gmail va ddng nhap vao tai khoan vira tao thuc hi¢n
viéc gui va nhan thu cua ban ngdi canh.
Bai tip 2: May tim kiém 1 gi? K& tén mot s may tim kiém phd bién ma em
biét?
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