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NOi dung

Phan 1

1. Kién thirc co' ban vé may tinh va mang may tinh

2. Cac irng dung ciia cong nghé thong tin — truyén thong
Phan 2

3. An toan lao dong va bao vé mo1 truong trong st dung cong
ngh¢ thong tin — truyén thong

4. Céﬁ van dé an toan thong tin co ban khi lam viéc voi may
tin

5. Mot sO van dé co ban lién quan dén phap luat trong str
dung cong ngh¢ thong tin
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(!!) 1. Kién thirc co’ ban vé may tinh
va mang may tinh

1.1 Céc khai niém co ban vé phan cling
1.2 Cac khai ni€ém co ban vé phan mém
1.3 Hiéu nang may tinh

1.4 Mang may tinh va truyén thong
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Hé thong thong tin

>» Hé thong thong tin 1a moi truong két noi cac may tinh dé
quan ly va xir ly dir licu

0
= > Cac thanh phﬁn co ban cua hé théng thong tin:
8 - Cop nguoil
. — Phan cung
= — Phan mém
0 - Dit liéu
— Quy trinh
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1.1 Cac khai niém co ban vé phan cing

. Cac loat may tinh

d
b
c. Cac thiét bi nhap thong dung
d.
€
f

Cac thiét bi xuat thong dung

. Céc loai thiét bi luu tri

Cac cong két noi thong dung

. Céac thanh phan co ban cua may tinh
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a. Cac loai may tinh

> May tinh ca nhan (Personal Computer, PC):
— May tinh dé ban (desktop): gom don vi hé thong (system unit),

v

55 man hinh (monitor), ban phim (keyboard), chudt (mouse)

Q) — May tinh xach tay (laptop): co dang gap, cac thanh phan nhu
) may dé ban trong 1 khoi

7 — May tinh bang (tablet): cac thanh phan trong mot bang, voi
:5 man hinh cham

— D1én thoai thong minh (smartphone): 1a dién thoai co cac chirc
nang cua may tinh
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(l') May tinh nhiéu ngudi st dung
(Multi-user computer)

» May tinh chu (server)
— Cung cép cac tai nguyén (méi truong luu trir, phan mém xt 1y, ...) cho
mang may tinh
> May tinh 16n (mainframe)
— Luu trit dir liéu rat 16n cua doanh nghi€¢p, don vi
— Cung cap mdi truong xt 1y cho cac thiét bi dau cudi (terminal)
» SIeu may tinh (supercomputer)
— May tinh c6 quy m6 16n nhat
— Dung trong nghién ctru, chinh phu, truong dai hoc

SAN CCf BAN
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b. Cac thanh phan co ban cla may tinh

> May tinh dé ban bao gom cac thanh phan co ban:

<L —Pon vi hé thong (system unit)

CL) > V6 may (case)

Q) > Ban mach chinh (mainboard)

) > BO xtr 1y trung tam (central processing unit, CPU)

= > B nho trong/bd nhd hé thong (memory)

:/% > BO nh& ngoai (storage): dia cirng (hard drive), dia quang (DVD)
CL

— Man hinh (monitor)
— Ban phim (keyboard), chudt (mouse)
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Bo x& ly trung tdm (CPU)

> CPU (Central Processmg Unit): xir ly cac phep toan luan
ly va so hoc, thuc thi cac 1énh cap ngdn ngit may trong
chuong trlnh

» Toc @6 xir Iy ctia CPU dugc do bang hertz (hz)

» Cac bodi so6 cua hertz 12 Kilohertz (KHz), Megahertz
(MH2z), Gigahertz (GHz)
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Cac thdng sO cla bd xt ly trung tdm (CPU)

» Toc d6 xu Iy theo hertz

< > Kién trdc 32-bit hay 64-bit

a — Kién trdc 64-bit c6 kha ning xu 1y nhanh hon vi don vi xt Iy

Q) 14 64 bit

Q) .

— > SO nhan/loi (core): 2, 4, ...

:% — Nhiéu nhan sé& ting hiéu suat cia CPU do kha ning xir Iy 1énh
L

song song

» Kha nang quan ly by nho
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B& nh& hé thdng

> BO nho hé théng 1a no1 may tinh lam viéc
— Luu trir chuong trinh va dir 1i€u khi thuc thi

> S dung linh kién nhé dang RAM (Random Access
Memory)

—~ RAM 14 linh kién nhé c¢6 thé ghi duoc
- Dit liéu trén RAM sé& mat khi khong dugc cap dién

> Dung luong bo nho (he thong, ngoai) tinh theo byte (1
byte = 8 bit, bit 1a 1 s6 nhi phan ¢6 gia tr1 0 hay 1)
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Cac don vi bd nhé

DPon vi Viettat  |Bang...

L bit Mét s6 nhi phan

CL) byte 8 bits

D kilobyte KB 1,024 bytes (> m6t nghin byte)

)

2 megabyte MB 1,024 KB (> mét triéu byte)

~L

CO) gigabyte GB 1,024 MB > mét ti byte)
terabyte B 1,024 GB (> mét nghin ti byte)
petabyte PB 1,024 TB > mét triéu ti byte)
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Thiét bi ngoai vi

> Thiét bi ngoai Vi la céc thiét bi dung dé cung cap théng
tin cho may tinh va nhan thong tin tir may tinh
— Thiét bi nhap
Q) — Thiét bj xuat
C) ~ Thiét b luu trix
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c. Céac thiét bi nhap théng dung
> Ban phim 1a thiét bi nhap chinh cho may tinh

< > Céc loai thiét bi nhap khéc:

D — Chuot (mouse), ban vé (drawing tablet), ...

8 — Microphone

- - May queét (scanner)

\—% — May quay k¥ thuat so (digital camera, web camera)
(L

— May doc ma vach (bar code reader)
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Escape Key
Function Keys
Numeric Keys
Control Key

Windows Key
Alt Key

Cursor Movement
Keys




Chubt (mouse)

> Chudt may tinh thudc nhom thiét bi tro (pointing

= devices)

Ll > C6 nhiéu loai:

8 - Dung nguyén tac co hay quang

- — C6 day noi véi may tinh hay khong day
5/5 > Thao tac véi chudt

— Nut trai, nat phai, banh xe cudn (scroll wheel)
— Nhap (click), nhap kép (double click), ré (drag)
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d. Cac thiét bi xuat thdng dung

> Man hinh 1a thiét bi xuat chinh cho may tinh, hién thi
thOong tin cho nguo1 sir dung

» May in, loa 1a cac thiét bi xuat thong dung
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Céac thdng sO clia man hinh

» Cong nghe¢ ché tao
— LCD (Liquid Crystal Display)

<t

CL) — LED (Light-Emitting Diode)

) — OLED (Organic LED)

C) > Piém anh (pixel) la don vi hién thi

=2 > Do phén giai tinh bang so di€ém anh c6 the hién thi theo chiéu doc
C0) va chiéu ngang man hinh. Vi du: 1024x768, 1920x1080, ...

> Ti 1€ gitra chiéu cao va chiéu rong, vi du 4:3 hay 16:9
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e. CAac loai thiét bi lwu triy

> BO nhd hé théng con dugc goi la by nhd chinh

= > Cac thiét bi nhé ngoai con goi 1 bd nhd thir cap

CL ,

o » Cac thiét b1 by nhé& ngoai thong dung

) — Pia cimg dung tur tinh (HDD, Hard Disk Drive)

— — Pia cing dang thé ran (SSD, Solid-State Drive)

\/—L — O dia quang (Optical Drive)

CL) — Thiét bi nhd ngoai di dong két ndi qua cong USB (USB Storage)
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Toc dd truyén dir liéu dia t, dia thé ran

Tinh theo don vi Bps (bytes per second, B/s)
Cac boi s6 1a KBps, MBps, GBps

» Pia tu: tor 150MBps — 300MBps
— Phu thudc toc dd quay: 5400-15000rpm (rounds per minute)

> Pa thé ran: tr 150MBps — 600MBps
— Dung linh kién nhé, khong cé cac thanh phan co khi
— Phy thudc cong nghé ché tao

CHUONG 1 — CAC KHAI NIEM CO BAN VE CNTT
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Cac loai dia quang

| Bia__ | Dungluong

L CD-ROM 650MB - 900MB Chi doc voi ndi dung da ghi
K CD-R 650MB - 900MB Cho phép ghi 1 [&n dau
FD CD-RW 650MB - 900MB C6 thé ghi nhiéu (an
D DVD-ROM 4.7GB/mat (side) Chi doc v&i ndi dung da ghi
Q) DVD-R 4.7GB/mat (side) Cho phép ghi 1 lan dau
; DVD-RW 4.7GB/mat (side) C6 thé ghi nhiéu lan
25 Blue ray (BD) 25GB-128GB Chi doc v&i ndi dung da ghi
L) phu thuéc sbé lop (layer)
BD-R 25GB-128GB Cho phép ghi 1 lan dau
phu thuéc sbé lop (layer)
BD-RW 25GB-128GB Cé thé ghi nhiéu lan

phu thudc s6 lop (layer)
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f. Cac cong két ndi théng dung

» Cong ket n61 man hinh

— 4
Céng HDMI
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Cbng PS/2, cong USB

Céng PS/2 Céc loai cong USB
(dung cho ban phim va
chubt)
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Toc do truyén cua cong USB

Tinh theo don vi bps (bits per second)

E/E Cac bdi so 1a Kbps, Mbps, Gbps
~ > USB 1.0: 12Mbps

‘:W > USB 2.0: 480Mbps

= > USB 3.0: 5Gbps

C0)
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1.2 Céac khai niém co ban vé phan mém
> Phan mém va vai trd cia phan mém

> Chtrc ning ctia hé diéu hanh

> Cac phan mém tng dung thong dung

» Ca1 dat phan mém

=
CC)
D
)

=)

CHUONG 1 — CAC KHAI NIEM CO BAN VE CNTT 26



=
CC)
D
)

=)

Phan mém va vai trd ciia phan mém

> Chuong trinh (program), phan mém (software):
— La chudi céc 1énh thuc hién mot cong viée cu thé
— Do nguoti lap trinh (programmer) tao ra
> Mdy tinh dién tir 1a thiet bi xu 1y dit liéu dudi sy dicu
khién cua chuong trinh
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Cac loai phan mém

> Phan mém hé thong
- Hé diéu hanh
— Chuong trinh cong cu, tién ich
— Cac ngdn ngtr va mo1 trueong 1ap trinh

> Phan mém tng dung
— Thuc hién mot cong viec cu thé
- Vi du:
> Phan mém cong vi€éc (soan thao van ban, bang tinh, ...)
> Phan mém d6 hoa, 4m thanh (tro choi, xem phim, ...)
> Phan mém truyén thong (duyét web, mail, ...)

=L
CL)
D
C)
~K
CL)
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Chlc nang cua hé diéu hanh

> Hé diéu hanh 14 phan mém duoc nap vao bd nhé may
tinh dau tién khi kho1 dong
» Cung cap giao dién voi nguoi st dung

> Quan 1y viéc thuc thi cac chuong trinh trng dung

=
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D
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» Quan 1y cac tai nguyén hé thong (phan ctng, tap tin, ...)

=)
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Céac hé diéu hanh may ban, may xach tay

» Windows: pho bién, c6 rat nhiéu chuong trinh tmg dung

» Mac OS: giao dién dep, dung cho phan ctig Apple
MAC, c6 nhi€u chuong trinh rtng dung

> Linux: mién phi, kho cau hinh, it ung dung

=
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Céac hé diéu hanh may tinh bang, dién thoai

> Windows phone, Windows 10: dung cho dién thoai
Microsoft

<C

ii » i10S: dung cho iPhone, iPad

b > Android: dung cho nhiéu loai may tinh bang va dién
2 thoai

<

CC
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Cac phan mém (rng dung théng dung

» Cac phan mém tng dung van phong
— Xu ly van ban
— Bang tinh
— Quan tri co so dir licu
— Trinh chiéu
» Cac phan mém tng dung da phuong tién

— Xem phim (Video player), nghe nhac (music player)
— XU Iy am thanh, phim (audio video editing)

SAN CCf BAN
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Cac phan mém (rng dung théng dung (tt)

> Cac phan mém tng dung truyén thong
— Trinh duyét web
- Mail
— Nhan tin tire thoi, hoi thao truyén hinh
— Mang xa hoi

> Cac phan mém (g dung trong gido duc

<
CL)
D
)
<L
CL)

> ...
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Cai dat phan mém

> Phan mem tng dung can duogc cai dit (install) vao may
tinh dé st dung
— Cac budc cai dat phu thuoc hé diéu hanh va ph?ln mém
— Phan mém c6 phi thi nguoi str dung phai mua phan mém

> Trong qua trinh str dung cd thé can cap nhat (update)
phan mém dé nang cap hay stra 10i

<
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> Khi khong can sit dung thi c6 thé g& bd (uninstall,
remove) phan mém khoi may tinh
— Cac budc g& bo phu thudc hé diéu hanh va phan mém
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Cai dat phan mém (tt)

> Cac irng dung web va cac giai phap dién toan dam may

= (cloud computing) dugc thi€t ké dé truy cap va st dung
CO) trén mang Internet

Q) — Nguoi st dung truy cap phan mém bang tai khoan da diang ky (mién phi
) hay c0 phi)

— — Khong can cai dit trén may tinh c4 nhan

=

~

CC)
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1.3 Hiéu nang may tinh

> Hi€u nang may tinh dugc thé hién bang tinh san sang cua
hé thong, toc do xu ly, dung luong Iuu tri

» C4cC yéu to anh hudng hiéu ning may tinh:
- S6 lugng CPU, toc do CPU
— Dung luwong bo nhd hé thong

= — Toc do xir ly, kich thudc ctia phan mém

— Toc do truy xuat dir liéu thiét bi nhé ngoai

r

— Toc do truy cap mang (néu phan mém co st dung mang)

N GO BAN

)
)
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1.4 Mang may tinh va truyén théng

> Khai niém mang may tinh

E/E > Toc d6 truyén dir liéu trén mang
) » Cac phuong tién truyén dan

O » Cac phuong thirc két noi Internet
S
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Khai niém mang may tinh

>» Mang may tinh
—Mang may tinh (computer network) bao gom nhiéu may tinh
két noi vai nhau dé truyén théng va chia sé thong tin

— Mang cuc b0 (LAN, Local Area Network):

> Bao gom cac may tinh n6i mang trong pham Vi nhd, vi du trong vin
phong, trong toa nha

> Chia sé tai nguyén nhu may in, tap tin, két noi Internet

> Céc thanh phan co ban trén LAN: may tinh chu (server), may tinh

tram (client), day noi (cable), cac thiét bi ndi mang (switch), cac thiét
b1 khac (may in, ...)
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Vi du mang cuc b

MNetwork
attached
printer

SAN CCf BAN

Server
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Mang mién rong (WAN, Wide Area Network)

— Thong thudng bao gom nhiéu mang cuc bd

- Cac may tinh co0 khoang cach xa, két noi qua duong truyén bﬁng,déy
(duong dién thoai, cap dong, cap quang) hay khong day (song vo tuyén)

— Router (bo dinh tuyén) |a thiét bi két nbi cac mang cuc bo

Subnet Router

\

p

Host

e

i

LAN
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Mang Internet

> Mang Internet 13 mang mién rong c6 quy md toan cau
vOi1 rat nhi€u loai may tinh va cac thiét bi khac
> Mang Internet hoat dong theo bo giao thirc TCP/IP, cé
mot s6 luong rat lon cac tal nguyén thong tin
(information resources) va rat nhiéu cac dich vu
(services)
— Giao thuc (protocol) 1a tap hop cac quy luat dé cac may tinh
glao tiép vo1 nhau
- VI du: dich vu Web hoat dong theo giao thiaec HTTP, dich vu
Mail hoat dong theo cac giao thirc SMTP, IMAP
~ HTTP, SMTP, IMAP la thanh phan ctia bd giao thiec TCP/IP
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Mang Internet (tt)

» Xét hoat dong truy xuat mot trang web:

— Nguoi st dung dung chuong trinh duyet web (Web browser)
trén may tinh tram (client) gdi y8u cau dén may tinh chu
(server)

— May tinh chtl goi théng tin dugc yéu cau la ndi dung trang web
cho may tinh tram

— Chuong trinh duyét web sé hién thi n6i dung trang web

> May tinh chu (server) la may tinh thuc hién Chu’O’ng trinh
dic biét, luu trir théng tin twong tng dé cung cap dich vu
trén mang, Vi du: web server, mail server
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Toc dd truyén dir liéu trén mang

» Toc dd mang dugc tinh theo don vi bits/giay (bps, bits
per second)

=

n Cac boi sb 13 Kbps, Mbps, Gbps

Q) - N s s
O) > Kha nang truyén dir li¢u trén mang dwoc goi la bang
= thong (bandwidth)

S
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Cac phuwong tién truyén dan
» Két no6i dung day
» Két noi khong day

=
CLC)
D
C)

=)
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P
= Kétnéi mang cuc bd

» Dung day mang (network cable)
— Két ndi tir card mang may tinh dén thiét bi switch

c0) — T6c d6: 100Mbps, 1Gbps

Q) > Két noi khong day

O) — Két nodi tir card mang khéng day trén may tinh, dién thoai dén diém truy
L cap khong day (access point)

5/5 — Thuong duoc goi la wi-fi

— C6 nhiéu chuan:
> 802.11b/g: toc dd 54Mbps
> 802.11n: téc do 300Mbps
> 802.11ac: toc do 1300Mbps
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Cac phuwong thire két ndi Internet

> I\/Iay tinh ca nhan, mang cuc bo (tai nha, co quan, . ..) két
noi Internet phai thong qua ISP (nha cung cap dlCh vu

0

C0) Internet, Internet Service Prowder)

Q) Vi du ISP: Viettel, VDC, FPT, .

_)

- » Cac nha cung cap dich vu dién thoai, truyén hinh cap
= cling cung cap dich vu ket noi Internet qua duong truyén
C0) dién thoai, duong cap truyén hinh

CHUONG 3 — SU DUNG INTERNET CO BAN 46



=
CC)
D
)

=)

Cac dang két ndi mang Internet thong dung
» ADSL — Puong day thué bao s6 bat doi xing

— Tdc d6 tai vé (download) khac tée db tai 18n (upload)

» FTTH — Duong day cap quang

— Tbc d6 cao hon ADSL
> Leased-line — Buong day thué riéng
— Chi phi cao

~ Bao mat, toc d6 6n dinh do ISP cam két

» 3G/4G — ding cho dién thoai di dong, thiét bi khac

CHUONG 3 - SU DUNG INTERNET CO BAN
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(l') 2. Cac rng dung cua cong nghé thong tin —
truyen thong (CNTT-TT)

2.1 Mbt s6 tng dung cong va tng dung trong kinh doanh
2.2 Mot so ing dung pho bién dé lién lac va truyén thong

\N G BAN

~K
CLC)
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(l') 2.1 Mot s6 (rng dung cdng va (rng dung trong
kinh doanh

» Cac dich vu Internet khac nhau danh cho nguo61 dung, vi
du: thuvong mai dién tir (e-commerce), ngan hang dién tir
(e-banking), chinh phu dién tir (e-government)

»Hoc truc tuyén (e-learning), hdi nghi truc tuyén
(teleconference)

SAN G BAN
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L
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(l') 2.2 Mot so (rng dung pho bién dé lién lac va
truyén théng

> Thu dién tuo

> Nhin tin tre thoi

> Pam thoai qua giao thirc Internet
>» Mang xa hoi

» Cong thong tin dién tir

SAN CCf BAN

CHUONG 1 — CAC KHAI NIEM CO BAN VE CNTT 50



3.1 An toan lao dong

> Mot s loai bénh thong thuong khi sir dung may tinh lau
dal
— Puoc khuyén cdo bdi cac to chirc y té

Q) » Cac quy tac an toan khi sir dung may tinh

> Tu thé lam viéc dung voi may tinh
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M6t s loai bénh thdng thwérng khi st dung
may tinh lau dai

> HO1 chirng thi luc may tinh

g\ — Kho II?lé:lt, hoa mit, dau co, mét moi ‘ -

CO) — C0 thé do anh sang kém, khoang cach nhin qua gan, sap xép may tinh
O chua hop 1y ’ ?

) > HO1 chirng dau ong co tay

L — Pau, té ving co tay

5/5 — Do cac ngon tay hoat dong lién tuc va lap lai

> Chan thuong do cac hoat dong 1ap lai
— Thiéu linh hoat & ban tay, ¢ tay; dau vai, gay, co
- Do k¥ ning gd phim chua dung, tu thé ngoi khong hop 1y
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Céac quy tac an toan khi st dung may tinh
> Man hinh

% - Pat théng hudng voi tﬁn,q mat

CL) — Khoang cach tir 50cm dén 70cm

) - D,iéu chinh d0 phan giai, d sang, d§ twrong phan cho ky tu va hinh anh ro
) net

2 > Ban phim

E/S — Str dung ca 2 tay, tranh gap co tay

— Pit ngang bang véi khuyu tay

> Chuot
— Vai va canh tay tha long khi diéu khién
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Cac quy tac an toan khi st dung may tinh (tt)
> Tu thé

— Pau tha 16ng, thoai mai

=

C0) — Lung thang

Q) > Thé duc

) — Nghi ngoi ngan sau khoang 1 gid lam viéc
\/—L — Thé duc chan, tay, vai, co

C0) > Thi luc

- Diéu chinh font chit phu hop, giam d¢ choi, tranh anh sang ngoai chiéu
thang vao man hinh

— Tranh nhin vao man hinh lién tuc (trén 30 phut)
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Tw thé lam viéc dung v&i may tinh

Tw thé saj

N GO BAN

Y Jr

L

CHUONG 1 — CAC KHAI NIEM CO BAN VE CNTT 55



A

3.2 Bao vé mbi trvdng

» Ta1 ché cac bo phan cua may tinh
— Khong bo may tinh cti nhu rac thong thuong

-
K : . Lz

CO) — Chuyén cho cac noi c¢6 kha nang tai che

Q) > Thiét 1ap cac lua chon tiét kiém nang luong cho may tinh
C) — Thiét 1ap cac cl}é do tu dong tdt man hinh, ché do cho (stand-by), ché do
L ngu (sleep), ché do tat may tu dong

<0

CL)

CHUONG 1 — CAC KHAI NIEM CO BAN VE CNTT 56



=
CC)
D
)

=)

NOi dung

Phan 1

1. Kién thitc co ban vé may tinh va mang may tinh

2. Céc ung dung ctia cong nghé thong tin — truyén thong
Phan 2

3. An toan lao dong va bao v€ moi trwong trong sir dung
cong ngh¢ thong tin — truyen thong

4. Cac van dé an toan thong tin co ban khi lam viéc véi
may tinh

5. Mot s0 van dé co ban lién quan dén phap luit trong sir
dung cong ngh¢ thong tin
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|
(!!/!J) 3. An toan lao dong va bao vé moi trwong trong
str dung céng nghé thong tin — truyén thong

3.1 An toan lao d0ng

3.2 Bao v€ mo1 truong

\N G BAN

~K
CLC)
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(l') 4. Cac van dé an toan théng tin co ban khi
lam viéc v&i may tinh

4.1 Kiém soat truy nhap, bao dam an toan cho dit liéu

4.2 Phan mém ddc hai (malware)

\N G BAN

~K
CLC)
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(!!) 4.1 Eiﬁé’rl?éic}ét truy nhap, bdo dam an toan cho

> Vai tro tén nguoi dung, mat khau khi truy cap mang

E/E > Mat khau manh

o » Can trong khi giao dich tryc tuyén
2 » Khai niém tuong Itra

f% > Sao luu dir licu

(L
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Mot sO Iwu y vé bdo mat

» X&c thuc va diéu khién truy xuat
— Xac thuc la quéa trinh xac minh su hop 1€ cua nguoi stir dung
khi dang nhap vao may tinh hay mang, thuong la tén va mat
khau
- Dieu khién truy xuét la cap quyén truy xuat cac tai nguyén hé
thong cho tirng nguoi sir dung
— Str dung mat khau manh
> Can ¢0 chir cai, chir so, cac ky tu dic biét
» Kich thudc du 16n (nhiéu hon 8 ky tu)

SAN CCf BAN
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M6t sO Iwu v vé bado mat (tt)

» Sao luu dir 1éu

— Sao luu dit liéu trén cac thiét bi nhé ngoai, trén mang (ddm may) nhu
Google drive, Microsoft drive

O — Sao luu dinl‘l ky ’

— Sa0 luu nhi€u ban doi1 vt dir li€u quan trong

)
= > St dung phan mém antivirus
? — C4&c phan mém mién phi nhu Avast, AVG, Avira, ...

— Thudng Xuyén cap nhat dit liéu virus, trojan, spyware. .. cho phan mém
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M6t sO lwu y vé bao mat (tt)

» Cha y khi cung cap théng tin Ién mang va st dung théng
tin tor mang
— C4c phan mém khong rd xuat x(r ¢6 thé chira cdc phan mém doc hai nhu
virus, spyware, ...
— Cac mail khong tir nguoi goi Xac dinh €6 thé chua file dinh kém cé phan
mém ddc hai hoac la dang Itra dao
— Han ché cai dat cdc ma rong cho trinh duyét web

- Khong cung cap thdng tin ca nhan trén cac bi€u mau tryc tuyén tr cac
website khong ro xuat xur
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M6t sO lwu y vé bao mat (tt)

> Thiét 1ap tuong Ita (firewall)
— Kiém soét thong tin trao do6i gitta mang cuc bo va Internet

— Céac hé diéu hanh mdy tinh ca nhan cung cap dang tuong lira ca nhan dé
kiém soat tirng may tinh don 1é

Internet

TCP/IP
A\

Firewall /

Il
i

CHUONG 3 - SU DUNG INTERNET CO BAN

64




A

4.2 Phan mém doc hai (malware)
> Phan mém doc hai 12 nhitng chuong trinh gay hai cho
may tinh, mang may tinh

» Cac dang thong dung nhu virus, spyware, Trojan,

phishing

N GO BAN
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Mét s6 dang phan mém déc hai

> VIruS
— Phan mém c6 kha ning tu 18y lan, thuc hién cac thao tac hé thong, co thé
lam hu hong dir liéu
— Virus c6 thé 12y lan do thuc thi phan mém d3 nhiém virus, théng qua thiét
bi nhé ngoai dang USB, tir mail, tir mang. Virus lay lan tir mang con goi
la sédu (worm)
— Virus c0 thé:
> Hién thi cac thdng b&o vo hai trén man hinh
Lam hu hong hay pha huy cac tap tin dit liéu
Str dung bo nhd lam may tinh hoat dong cham
Lam hu hong 6 dia cimg
Ma hda dir liéu va doi tién chudc dé giai ma (ransomeware)

BAN CO BAN

v v v

v
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Mét s6 dang phan mém déc hai (tt)

> Spyware — phan mém gian diép
- Duoc cal dat bi mat, thu thap trai phep cac thong tin cua ng11'0’1 SUr dung

L
ﬁ (thoi quen truy cap Internet, mat khau, ...) dé dung cho quang cdo va
| muc dich gay hai
D} — Thuong dugc kém voi phan mém khéc, file dinh kém trén mail.
-
— > Trojan
ﬁ - Duoc cal dat bi mat cho phep hacker truy cap trai phep vao may tinh da
Ce) nhi€ém

— Thuong dugc kém véi phan mém khéac, file dinh kém trén mail.
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Mét s6 dang phan mém déc hai (tt)

> Phishing — Lira dao trén mang
— C6 dang mail hay tin nhan dwa nguoi dung dén cac trang web gia mao
— Thu thép cac thong tin cua nguoi dung nhu mat khau, thong tin thé tin

O dung, ...
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(l') 5. Mot s6 van dé co ban lién quan déen phap
luat trong str dung céng nghé thong tin

5.1 Ban quyén

5.2 Bao vé dir licu

SAN CCf BAN
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5.1 Ban quyén

> SO htru tri tué

- Bat ky san pham hoac sang tao nao dugc tao ra déu dugc coi 1a
s& hivu tri tué ctia ca nhan (hodc to chirc) tao ra no

- Vi du:
> San pham: sach, hinh anh, Am nhac, chwong trinh may tinh, ...
> Sang ché: giai phap k¥ thuat dudi dang san pham hay quy trinh
» Kiéu dang cong nghi¢p: hinh dang bén ngoai cua san pham duoc the

hién bang hinh khoi, dudng nét, mau sac hodc su két hop nhitng yéu
to nay

> Nhan hiéu: dau hiéu dung dé phan biét hang hoa, dich vu cua cac to
chtrc, ca nhan khac nhau

SAN CCf BAN
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Ban quyén

> Luat ban quyén dung dé bao v¢ s¢ hiru tri tu¢
— Bao v¢ ta1 san tri tu¢ trong thoi gian xac dinh

» Co cac cong udc quoc t€ ve ban quyén

> Mo1 quoc gia co luat ban quyén

» Vit Nam c6 cac luat 1ién quan dén ban quyén:
— Luat dan su
— Luat s6 hiru tri tué
— Luat cong ngh¢ thong tin
— Luat xuat ban

=L
CL)
D
C)
~K
CL)
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Cac loai phan mém

> Phan mém doc quyén (proprietary software)
— Vi du: hé diéu hanh Windows 7, phﬁn mém Microsoft Office

> Phan mém ma nguén mo (open-source software)
— Vi du: hé diéu hanh Linux, phan mém OpenOffice
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Phan mém déc quyén

>» Nha san xuat (ca nhan, cong ty) giit quyén so hitu

> M& nguon (source) dugc giit, khdng cap cho nguoi st
dung

» Nguoi str dung khong c6 quyén thay doi trén ing dung

=
CC)
D
)

»Cap phép st dung dudi nhiéu hinh thuac giay phép
(license) khac nhau

Y Jr

L
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Phan mém ma ngudon mé&

> Puoc sir dung mién phi trén nhiéu may tinh

< > M& nguodn (source) dugc cung cap cho nhitng ngudi €6
ii thé phét trién (developers)

b > Nguoi str dung cO quyén thay doi trén ing dung

Z > Cép phép st dung dudi nhiéu dang, pho bién la dang
3 gidy phép GPL (General Public License) cta t6 chirc

Free Software Foundation
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Thda thuan cap phép, kich hoat phan mém

> Thoa thuét cap phép cho ngudi dung (End User License
Agreement, EULA)

— Viéc cap phép sir dung phan mém duoc mo ta trong EULA
— Nguo1 sur dung can doc va dong y voi EULA trude khi cai dit
phan mém
> Kich hoat phan mém (software activation)
— Mt s6 phan mém yéu cau kich hoat trude khi str dung

— Vigc kich hoat nam khong cho phép cai dit nhiéu ban sao cua
pham mém trén nhiéu mdy tinh khac nhau
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Cac dang giay phép st dung phan mém
» Gidy phép don — Single seat

— Khi mua mot phan mém 1a mua gidy phép cai dat va st dung trén mot
may tinh
— Hinh thtrc pho bién 1a ma san pham va khoa (key/serial)

> Gié}y phép mang (network license) hay giay phép theo
kho1 luong st dung (volume license)
— Phan mém duoc cai dat tir mang noi b
— Cai dat dugc trén nhiéu may theo diéu khoan cua gidy phép
— Tiét kiém chi phi so vi mua nhiéu gidy phép don
— Tiét kiém thoi gian cai dit
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Céac dang giay phép st dung phan mém (it)

> Giay phép theo trung tam (site license)

— Cép quyén st dung phan mém véi s6 luong khéng gidi han tai mot dia
diém duy nhat goi la site

— Chi phi thap so véi sir dung giay phép don

» Gidy phép phan mém nhu dich vu (SaaS, Software as a
Service)

— Truy cap va str dung phan mém cua nha san xuat théng qua mang nodi bo
hay mang Internet trong thoi han theo hop dong

— Viéc quan ly gidy phép do nha san xuat hodc ngudi quan tri mang ndi bo
thuc hién
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M6t s6 dang phan phdi phan mém khac

> Freeware: phan mém khong tinh phi va co thé chia sé voi
nguo1 khac
> Shareware: phlen ban thur nghiém cua phan mem c6 thé
tai mién ph1 c6 mot sO chirc nang bi han ché hoic gidi
han tho1 gian stir dung
— C6 thé tra phi dé g bé cac gio”i han nay
» Software bundle: cac phan mem duoc cai dat san trén

may tinh ma&1, thuong la glay phep sur dung hé diéu hanh
va phi€én ban thu: nghiém cia mot s6 phan mém
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Cac dang vi pham ban quyén phan mém
> Str dung ban phan phoi phan mém khéng hop 16

> SUr dung phan mém vdi1 s6 luong nhi€u hon so6 luwong da
tra phi

> Str dung ban cai dit phan mém trén may tinh méi dé cai
dat trén mot may khac

> Tai vé tir Internet phan mém vi pham ban quyén (da bé
khoa, ...)
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Céac dang vi pham ban quyén di liéu (dao van)
» Sa0 chép nguyén vin san pham cua nguodi Khac lam cua
minh

> CO thay déi mot phan (Vai tir, vai cau) nhung van dua
trén san pham cua nguoi Khac

> Str dung dir liéu tong hop tir nhiéu nguon khac nhau 1am
cua minh

> Tranh dao van:
— Phai trich nguon rd rang khi st dung thong tin tir Internet
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5.2 Bao vé dir liéu

> DU liéu ca nhan, dir liéu cua cac hé thong thong tin noi
chung c6 thé bi mat, bi gia mao, bi truy cap trai phép

> Nguoi sir dung can nhan biét cac nguy co va ¢ kha ning
tu bao vé dir liéu ca nhan, dir 1liéu cong viéc

> Cac hé thong théng tin can cd cac k¥ thuat va quy trinh
dé bao vé dir liéu

=
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D
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Bao vé dir liéu (it)

» Cac k¥ thuat co ban trong bao vé dir liu:
— Can X4c thuc nguoi dung khi truy cap dit liéu
— Sao luu dinh ky dir lieu quan trong
— Phong chong c4c phan mém doc hai
— Xay dung quy trinh bao vé, bao tri phan ctng
~ Xay dung quy trinh nhdp xuat dit liéu, bao v¢ dir liéu cua hé thong thong
tin
» Cac van ban phap 1y lién quan dén quan ly, bao vé dit
liéu nhu Luat Cong nghé thong tin, Luat an toan thong
tin mang
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NOI dung

2.1 Cac hiéu biét co ban dé bit dau 1am viéc véi may tinh

= 2.2 Lam vi¢e véi H¢ diéu hanh
ﬁi 2.3 Quan ly thu muc va tép

b 2.4 Mot soO phan mém tién ich
ZL 2.5 Sir dung tiéng Viét

<0

CLC) 2.6 Sir dung may in
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(l') 2.1 Cac hiéu biét co’ ban dé bat dau lam viéec
véi may tinh

2.1.1 Trinh tu va cac luu y thuc hién cong viéc dung cach, an toan

2.1.2 M6 may, dang nhap va su dung ban phim, chuot

\N G BAN

~K
CLC)
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(!!) 2.1.1 Trinh tw va cac lwu y thuc hién cong Viéc
dung cach, an toan

> Cap nguon may tinh

<L > Bat may tinh

M > Bat man hinh

Q) o
O) > Bat cac thiét b1 ngoai vi
Z » Khoi dong hé diéu hanh
~K ) , X A
CO) > St dung cac phan mém

> Khot dong la1 may
> Tat may
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(l') 2.1.2 M& may, dang nhap va s dung ban
phim, chudt (1)

> MO may
> Khoi dong hé diéu hanh
> Pang nhap

SAN CCf BAN
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(I > 2.1.2 Mo may, dang nhap va str dung ban
phim, chudt (2)

> Sur dung ban phim

- N IIAIJII DAY S

BAN O BAN
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(l') 2.1.2 M& may, dang nhap va s dung ban
phim, chudt (3)

» Cach dat tay trén ban phim

BAN Cof BAN

CHUONG 2: SU DUNG MAY TINH CO BAN 90



—~

phim, chudt (3)

> Sur dung chudt

— Left click (click): nhan nt trai chudt 1 1an.
— Double click: nhan nhanh nat trai chuot 2 1an.
— Right click: nhan nut phai chudt 1 lan.

> 2.1.2 Mo may, dang nhap va str dung ban

Left Button

Right Button

Wheel Button

— Drag: nhan nut trai ro1 g1tr chat, dong tho1 di chuyén chudt sang vi tri mon

ro1 tha ra.

CHUONG 2: SU DUNG MAY TINH CO BAN
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2.2 Lam viéc v&i Hé dieu hanh
2.2.1 Man hinh lam viéc

2.2.2 Biéu tugong va cua so

N GO BAN
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2.2.1 Man hinh lam viéc (1)

SAN CO BAN
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2.2.1 Man hinh lam viéc (2)

» Céc biéu tugng
> Thanh tac vu
> NUt Start

N G BAN
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= 2.2.2 Bibu twong va cira s& (1)

» Céc biéu tuong;
— Recycle Bin
— Computer
O — Shortcut cac chuong trinh
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= 222 Biéu twong va cva so (3)

» Cac thanh phan cua so

; — Thanh tiéu dé

55 — Cac nut: close, maximize, minimize
. — Thanh Ribbon

Q) N

O) — Vung lam viéc

— — Thanh trang thai

<

CL)
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2.3 Quan ly thw muc va tép

2.3.1 Thu muc va tép

2.3.2 Quan |
no1 luu giir t!

2.3.3 Quan

v thu muc va tép: Xem thong tin, tao dudng tat dén
o muc, tep

v thu muc va tép: Tao, dat tén, doi tén tép va thu muc

2.3.4 Quan |
thu muc

v thu muc va té€p: Chon, sao chep, di chuyén tép va

2.3.5 Quan 1y thu muc va tép: Xoa, kho1 phuc t€p va thu muc

2.3.6 Quan Iy thu muc va tép: Tim kiém tép va thu muc
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2.3.1 Thuw muc va tép

> Tep (File):dtt lieu, chuong trinh dugc luu trén dia
L - Quy wéc dit tén
1 A r 2 A
3 tenchinh.morong
—  Khong dugc st dung cac ky tu: \/: *?" <>

8 > Thu muc (Folder):

B —  Chtra tap tin va thu muyc con

= —  MJi 6 dia c6 duy nhat mot thu muc goc

55 —  Quy udc dit tén thu muc giong nhu quy udc dit tén tap tin.

> Chuong trinh quan ly thu muc va tép:
—  Windows Explorer, File Explorer
— Total commander, ...
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(l') 2.3.2 Xem thong tin, tao dwérng tat dén noi lwu
gitr thw muc, tép (1)

> Xem thong tin thu muc, tep:
- M¢& Windows Explorer
— Right click vao thu muc, tép can xem thong tin
— Chon Properties

SAN CCf BAN
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(!!) 2.3.2 Xem thong tin, tao dwérng tat dén noi lwu
gitr thw muc, tép (2)

> Tao duong tat dén noi luu g1tr thu muc, tép
- M¢& Windows Explorer
— Chon thu muc, tép
— Right click — Send to — Desktop (create shortcut)

SAN G BAN
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2.3.3 Tao, doi tén tép va thw muc (1)

> Tao thu muc

; — M¢ Windows Explorer

| 55 — Chon thu muc can tao thu muc con

O) — Right click vung trong khung phai — New — Folder
O) - Pat tén thu muc

2, > Tao tep

<G — Mo Windows Explorer

CC)

— Chon thu muc can tao tep
— Right click ving trong khung phai — New — chon loai t&p
— Dat tén teép
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2.3.3 Tao, doi tén tép va thw muc (2)

> Doi tén tép, thu muc

; — M¢ Windows Explorer

,\\L. . Dr t/\ A d,‘(- tA 4 tA d )
C0) ong tép muodn do1 tén néu t€p dang mo
. — Chon t S

o) C_ on h}l’ muc, tép

) — Right click — Rename

- — Nhap tén mai

<t

CC)
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(!_!) 2.3.4 Chon, sao chép, di chuyén tép va thu
muc (1)

> Chon tép, thu muc:
— M¢& Windows Explorer
— Chon 1 tép, thu muc: click vao tép, thu muc can chon
— Chon nhiéu tép, thu muc nam lién tiép: nhan g1t phim Shift khi chon

— Chon nhiéu tép, thu muc nam khong lién tiép: nhan gitt phim Control khi
chon

SAN CCf BAN
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(l'l) 2.3.4 Chon, sao chép, di chuyén tép va thu

!
muc (2)

o » Sa0 chep thu muc, tép:
“ z\ — M¢& Windows Explorer
o0 - Chon th}l’ muc, tép
O - Right c!lclf —>, F:opy
D — Chon vi tri moi
- - Right click — Paste
<
CL)
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(l'l) 2.3.4 Chon, sao chép, di chuyén tép va thu
- muc (3)

> Di chuyén thu muc, tép:
— M¢& Windows Explorer
— Pong tép muon di chuyén néu tép dang md
— Chon thu muc, tép
- Right click — Cut
— Chon v1 tri moi
- Right click — Paste

SAN CCf BAN
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(!_'/!JI) 2.3.5 Xoa, khoi phuc tép va thw muc (1)

» X0a thu muc, tép:
— Pong tép muon xo6a néu tép dang mé
— Md& Windows Explorer

D - Chon th}l’ muc, tép

— Right click — Delete
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(!_'/!JI) 2.3.5 Xoa, khoi phuc tép va thw muc (1)

> Kho1 phuc thu muc, tép:

— M¢& Recycle Bin

— Chon thu muc, tép can khéi phuc
O — Right click — Restore
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F_'/!JI) 2.3.6 Tim kiém tép va thw muc

> Tim kiém teép va thu muc:
— M¢& Windows Explorer s

=101 x|

— Chon vi tri bat dau tim kiém

QU+ K~ ome v

= @J I Search Local Disk ()

— Nhap tir khoa tim kiém va 6 Search

Organize ~ Share with ~

=] Recent Places ;I Mame ~

New folder =

| Date modified

- 0 @

| ree

rFS

@ Onelrive

= Libraries
@ Documents
Jﬁ Music
[ Pictures
E Videos ||

j-;.l Computer
£, Local Disk (C:)
3 DATA (D)
 tocalnisk mn =l 4

| 3DP

| AvinFreeEditor
) Fast

J inetpub

) Intel

J LIP1100_P154a...
) MISA Group
| MISA JSC

MSOCache

24/09/2018 11:51 AM
04/09/2014 2:33FM
03/09/2014 10:27 AM
05/09/2018 1:25 PM
25/09/2018 12:53 PM
10/10/2016 2:17FM
03/09/2014 10:12 AM
12/09/2018 11:08 AM
03/09/2014 9:20 AM

26 items

-

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder =
]
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A

2.4 Mot s6 phan mém tién ich
2.4.1 Nen va giai nén tép

2.4.2 Phan mém di¢t virus, phan mém an ninh mang

N GO BAN

=)
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>
== 2.4.1 Nén va gidi nén tap

> Sir dung phan mém Winrar E— =

-
A r File Commands Tools Favorites Options Help
= — Tao tép nén
— i B
=G A T (N W o By ol B W
CQ - Them vao tcp nen ExtractTo  Test View Delete Find Wizard Info R
‘\_\ _ Giéi nén. J m “ L CWindowssystem32 j
%{ T p——h Rl —
L\ | 0409 File folder 14/07/2009 12:...
0411 File folder 16/11/2015 10:...
oy 1033 File folder 12j01/2017 7:4...
.. AdvancedInstallers File falder 04/08/2014 4:4...
= A . appmgmt File folder 17/09/2018 5:5...
’( L ar-5A File folder 14072009 10:...
-~ . bgBG File folder 14/07/2009 10:...
L D . Boot File folder 16/11/2015 10:...
.| catroot File folder 24/08/2018 11:...
| catroot2 File folder 24/08/2018 11:...
.| CodeInteqrity File folder 03/08/20148:2...
.. com File falder 16/11/2015 10:...
.| CompatTel File folder 03/09,/2014 9:1...
R Cil= Fnld e AC AN TAS O LI
=1 Total 98 folders and 1,343,731,965 bytes ir
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(!_!) %thQPhén mém diét virus, phan mém an ninh

» Cai1 dat cac phﬁn mém diét virus: Kasperky Antivirus, AVG,
Avira
> Cap nhat CSDL virus

» Quet may tinh

N GO BAN

=)
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2.5 Str dung tiéng Viét
> Tim t€p UnikeyNT.exe

> Thuc th1 tep vira tim dugc
> M& bang diéu khién

> Chon kiéu g&

> Chon bang ma

> Panh dau chirc ning
kho1 dong cung Windows

8P Unikey 4.2RC3
—BDiéu khién
Bang ma: IUnin:l:H:le j J Béng
Kifu gé: [ [ | - @ Kétthac
Phim chuyén: (% CTRL+SHFT (" ALT+Z
— Ty chon khac

¥ Cho phép gi tr do
[~ Datdiu od, uy (thay vi ba, dy)
[~ Ludn =i dung clipboard cho unicode

[V Bt ki€mtra chinh ta
[+ Tw ddng khéi phuc phim i tir sai
[¥ | Hign thing béo phin b

—Tiry chon gi tat
[T Cho phép gb tat
[T Cho phép gb tat ca khitit tiéng Vigt

Béng gb tat... |

Hé thang
[T Bét hdi thoai nay khi khii dong
¥ Kh&iding cling Windows

v Vietnamese interface

@ Hwéng din

Thédng tin |

WMac dinh |
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W
a 2.6 Sir dung may in

2.6.1 Lua chon may in
2.6.2 In

N G BAN

=)
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W
=~ 2.6.1 Lwa chon may in

» Cac loa1 may 1n:

\/—L - May in kim

o0 - May ?n laser
O — May in phun
C) > Ca1r dat may tin:
Z — May in ca nhan
1 e

~K — May 1n mang
CL)
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2.6.2 In

> Mo hop thoai 1in
> Chon may 1n

> Chon pham vi 1n

> Nhan nut 1n

CC)
D
)
~
CC)
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NOi dung chwong 3

1. Kién thirc co ban vé Internet

o0 |

o) Phan 2

2 2. Su dung trinh duyét web
< 3. Siur dung web

CL)

4. Su dung thu dién tu
5. Mot s6 dang truyén thong so théng dung
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3.1 Kién thirc co’ ban ve Internet

3.1.1 Cac khai niém va thuat ngtr

3.1.2 Bao mat khi lam viéc vo1 Internet

N GO BAN

=)
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3.1.1 Cac khai niém va thuat nglr

>» Mang may tinh
—Mang may tinh (computer network) bao gom nhiéu may tinh
két noi vai nhau dé truyén théng va chia sé thong tin

— Mang cuc b0 (LAN, Local Area Network):
> Bao gom cac may tinh n6i mang trong pham Vi nhd, vi du trong vin
phong, trong toa nha
> Chia sé tai nguyén nhu may in, tap tin, két noi Internet
> Céc thanh phan co ban trén LAN: may tinh chu (server), may tinh

tram (client), day noi (cable), cac thiét bi ndi mang (switch), cac thiét
b1 khac (may in, ...)

SAN CCf BAN
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Vi du mang cuc b

MNetwork
attached
printer

SAN CCf BAN

Server
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AN

r)
)

Mang mién rong (WAN, Wide Area Network)

— Thong thudng bao gom nhiéu mang cuc bd

- Cac may tinh co0 khoang cach xa, két noi qua duong truyén bﬁng,déy
(duong dién thoai, cap dong, cap quang) hay khong day (song vo tuyén)

— Router (bo dinh tuyén) |a thiét bi két nbi cac mang cuc bo

Subnet Router

\

p

Host

e

i

LAN
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Mang Internet

> Mang Internet la mang mién rong cO quy mo toan cau voi rat
nhiéu loai may tinh va cac thiét bi khac

> Mang Internet hoat dong theo bo giao thirc TCP/IP, cO mot

sO luong rat 10’n cac tal nguyén thong tin (mformatlon

resources) va rat nhiéu cac dich vu (serwces)

— Gjao thire (protocol) 1a tap hop cac quy luat dé cac may tinh giao
tiép vo1 nhau

— Vi du: dich vu Web hoat dong theo giao thirc HTTP, dich vu Mail
hoat dong theo cac giao thirc SMTP, IMAP

— HTTP, SMTP, IMAP Ia thanh phan cua bd giao thirc TCP/IP
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Mang Internet (tt)

» Xét hoat dong truy xuat mot trang web:

—Nguoi sir dung dung chuong trinh duyét web (web browser)
trén may tinh tram (client) gdi y8u cau dén may tinh chu
(server)

— May tinh chil goi théng tin dugc yéu cau la ndi dung trang web
cho may tinh tram

— Chuong trinh duyét web s€ hién thi noi dung trang web

> May tinh chu (server) la may tinh thuc hién chyong trinh
dac biét, Iuu trlr thong tin twong tmg d€ cung cap dich vu
trén mang, Vi du: web server, mail server
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Str dung mang Internet

» Cac ing dung co ban, con dugc goi1 la cac dich vu:
— World Wide Web (WWW): truy xuat hé thong cac tai liéu dang trang web
(web pages) lién két voi nhau bang cac (hyperlink)
~ File Transfer Protocol (FTP): truyén tap tin qua mang
— Email: thu dién tu

» Cac ung dung khac:
— Nhan tin ttrc thoi (IM), dam thoai ding giao thurc Internet (VolP)
— Cong dong truc tuyén (blog, mang x4 hoi)
— Thuong mai dién tir, ngan hang dién tir

SAN CCf BAN
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Pia chi IP

> M6i may tinh, mdi bo dinh tuyén c6 mot dia chi luan Iy
la dia chi IP (IP address)

> Hai may khong thé cé cung dia chi IP

> Mot may ¢6 thé co nhiéu dia chi IP néu két noi vao nhiéu
mang

> D1a chi IP (phlen ban 4) la gia tr1 nh1 phan 32 bit, viét

dud1 dang cac so thap phan phan cach bang dau .
(dotted-decimal), vi du 192.168.1.1
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Tén mién (domain name)

> Tén mién dung dé anh xa tén may véi dia chi IP, va dung cho
cac muc dich khac nhu tén mién trong dia chi thu dién tu

> Hé thong tén mién 1a hé thong dat tén dung van ban, c6 thu
bac, duoc quan Iy phan tan tren nhiéu may tinh chu

> Tén mlen cO cau trdc hinh Cay, bat dau bang tén mlen cap
cao nhat (ca 1) Dudi tén cap 1 ¢ cac tén cap 2 va tiép tuc
cho cac cap ti€p theo. Vi du:
— Tén mién cap 3: ou.edu.vn
— Tén mién cap 4: www.ou.edu.vn, dkmh.ou.edu.vn
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Mét phan khéng gian tén mién

> Vi du: robot.ai.cs.yale.edu
eng.sun.com
|< Generic >‘ ‘4— Countries ——
int com edu gov mil org net ip us nl
| | 7\ N 7\
sun yale acm ieee ac co oce vu
| /N 7\ | |
eng cCs eng jack il keio nec CS
N | /N
TI linda Ccs csl flits fluit
robot pc24
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URL (Uniform Resource Locator)

> Mo1 trang web trén Internet co dia chi dang URL

» Cau truc dia chi trang web theo URL:
Tén giao thurc://teén_may/tén_file
> Tén giao thtrc: 6 nhiéu loai giao thirc
> Tén_may: theo tén mién
> Tén_file: tén file dia phuong trén may chu.
(Néu khong c6 thi ding file mic dinh do web server quy dinh)

> Dé truy xuat trang web nguoi st dung phai nhép dia trang
web trén trinh duyét web, hodc nhap vao lien két co trong
trang khac hay ket qua ctia mot cong cu tim kiém
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Toc d0 mang va bang théng

» Toc dd mang dugc tinh theo don vi bits/giay (bps, bits
per second)

=

g Céc boi so Ié‘Kbps, Mbps, Gbps

O) » Kha nang truyén dir liéu trén mang duoc goi la bang
= thong (bandwidth)

5
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= Kétnéi mang cuc bd

» Dung day mang (network cable)
— Két ndi tir card mang may tinh dén thiét bi switch

c0) — T6c d6: 100Mbps, 1Gbps

Q) > Két noi khong day

O) — Két nodi tir card mang khéng day trén may tinh, dién thoai dén diém truy
L cap khong day (access point)

5/5 — Thuong duoc goi la wi-fi

— C6 nhiéu chuan:
> 802.11b/g: toc dd 54Mbps
> 802.11n: téc do 300Mbps
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Két ndi mang Internet

> I\/Iay tinh ca nhan, mang cuc bo (tai nha, co quan, . ..) két
noi Internet phai thong qua ISP (nha cung cap dlCh vu

0

C0) Internet, Internet Service Prowder)

Q) Vi du ISP: Viettel, VDC, FPT, .

_)

- » Cac nha cung cap dich vu dién thoai, truyén hinh cap
= cling cung cap dich vu ket noi Internet qua duong truyén
C0) dién thoai, duong cap truyén hinh
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Cac dang két ndi mang Internet thong dung
» ADSL — Puong day thué bao s6 bat doi xing

— Tdc d6 tai vé (download) khac tée db tai 18n (upload)

» FTTH — Duong day cap quang

— Tbc d6 cao hon ADSL
> Leased-line — Buong day thué riéng
— Chi phi cao

~ Bao mat, toc d6 6n dinh do ISP cam két

» 3G/4G — ding cho dién thoai di dong, thiét bi khac

CHUONG 3 - SU DUNG INTERNET CO BAN
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Tim kiém théng tin trén Internet

> Vi 80 lugng rat 16n cac trang web trén mang Internet thi
ngudoi su dung nén dung cac cong cu tim kiém (search

< engine) dé co chinh xac thong tin can tim kiém

O > CONg cu tim kiém 1a mot trang web chuyen dung cho
O phép nguoi st dung nhap mot hay nhiéu tir va tim nhiing
— trang web €O chira nhirng tir nay trong toan hé thong web
= trén mang Internet

o0

» Cac cong cu tim kiém pho bién: Google, Bing, Yahoo, ...
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Thwe hién viéc tim kiém thong tin
> Nhép C4c tir can tim vao thanh tim kiém (search bar) trén
trinh duyét web

>Ket qua tim kiem 1a danh sach cac websites c6 chta
thong tin can tim

File Edit View History Bookmarks Tools Help

0 HETHONG HOCLIEU - B.. X =+

€ @ banch.oueduvn ¢ ¥+ |-

HE THONG HOC LIEU - BAN CO BAN Thanh tim kiem
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Tang hiéu qua tim kiém

» Str dung goi ¥ (suggestions) cua cong cu tim kiém

> Str dung dau nhay dé tim cum tir chinh x4c
— Vi du “Truong Pai Hoc M6”

> Su dung cac chirc nang trong tim kiém nang cao cua
cong cu tim kiém

<
CL)
D
)
<L
CL)

> Tan dung cac dang tim kiém dic biét nhu tim theo hinh
anh
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Vi du tim kiém
Google  Truong baihoc M& TPHCM

Tatca Tin tirc

hinh anh trén Google Search
Q= n wos 3 O @)

Ban db Video Thém ~  Cac cong cu tim kiém . ® Tim kiém an toan v o]

CHUONG 3 - S DUNG INTERNET CO' BAN

138




3.1.2 Bao mat khi lam viéc v&i Internet

> Vige su_dung may tinh co két noi mang tlem an nhiéu nguy co
nhu nhiém virus, mat théng tin ca nhan, mat dit liéu, .

> Mang cuc bo can dat Cac yéu cau vé bao mat nhu:
— Bao mat: dir liéu chi co cho nguodi st dung hop 1€
— Toan ven: dir liéu chinh xac va tin cay, khong thé bi gia mao

— San sang: dir liéu ludn truy xuat duoc, ké ca khi co 15i cua thiét bi, phan
mem, ...

=
CC)
Q)
)
~
CC)

» Nguoi str dung can nhan biét cac nguy co va ¢ kha ning tu bao
vé dir liéu ca nhan, dir liéu cong viéc
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Cac rui ro khi str dung may tinh va mang

» Mat dit liéu

= — Do 16i con ngudi (thao tac sai)
=K Xe 1 he s 1X: LA A

CO) — Do 161 thiét b1, 161 phan mém

) — Do céac phﬁn mém ddc hai, vi du nhu virus
) — Do may tinh b1 xam nhap trai phép

2 > Mat thong tin ca nhan

<L KA Ay LA

o0 Mat mat khau

— Mat thong tin the tin dung, ...
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Mét s6 dang phan mém déc hai

> VIruS
— Phan mém c6 kha ning tu 18y lan, thuc hién cac thao tac hé thong, co thé
lam hu hong dir liéu
— Virus c6 thé 12y lan do thuc thi phan mém d3 nhiém virus, théng qua thiét
bi nhé ngoai dang USB, tir mail, tir mang. Virus lay lan tir mang con goi
la sédu (worm)
— Virus c0 thé:
> Hién thi cac thdng b&o vo hai trén man hinh
Lam hu hong hay pha huy cac tap tin dit liéu
Str dung bo nhd lam may tinh hoat dong cham
Lam hu hong 6 dia cimg

BAN CO BAN

v v

v
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Mét s6 dang phan mém déc hai (tt)

> Spyware — phan mém gian diép
- Duoc cal dat bi mat, thu thap trai phep cac thong tin cua ng11'0’1 SUr dung

L

ﬁ (thoi quen truy cap Internet, mat khau, ...) dé dung cho quang cdo va
| muc dich gay hai

D} — Thuong dugc kém voi phan mém khéc, file dinh kém trén mail.

-

— > Trojan

ﬁ - Duoc cal dat bi mat cho phep hacker truy cap trai phep vao may tinh da
Ce) nhi€ém

— Thuong dugc kém véi phan mém khéac, file dinh kém trén mail.
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Mét s6 dang phan mém déc hai (tt)

> Phishing — Lira dao trén mang
— C6 dang mail hay tin nhan dwa nguoi dung dén cac trang web gia mao
— Thu thép cac thong tin cua nguoi dung nhu mat khau, thong tin thé tin

O dung, ...
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Mot sO Iwu y vé bdo mat

» X&c thuc va diéu khién truy xuat
— Xac thuc la quéa trinh xac minh su hop 1€ cua nguoi stir dung
khi dang nhap vao may tinh hay mang, thuong la tén va mat
khau
- Dieu khién truy xuét la cap quyén truy xuat cac tai nguyén hé
thong cho tirng nguoi sir dung
— Str dung mat khau manh
> Can ¢0 chir cai, chir so, cac ky tu dic biét
» Kich thudc du 16n (nhiéu hon 8 ky tu)

SAN CCf BAN
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M6t sO Iwu v vé bado mat (tt)

» Sao luu dir 1éu

— Sao luu dit liéu trén cac thiét bi nhé ngoai, trén mang (ddm may) nhu
Google drive, Microsoft drive

O — Sao luu dinl‘l ky ’

— Sa0 luu nhi€u ban doi1 vt dir li€u quan trong

)
= > St dung phan mém antivirus
? — C4&c phan mém mién phi nhu Avast, AVG, Avira, ...

— Thudng Xuyén cap nhat dit liéu virus, trojan, spyware. .. cho phan mém
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M6t sO lwu y vé bao mat (tt)

» Cha y khi cung cap théng tin Ién mang va st dung théng
tin tor mang
— C4c phan mém khong rd xuat x(r ¢6 thé chira cdc phan mém doc hai nhu
virus, spyware, ...
— Cac mail khong tir nguoi goi Xac dinh €6 thé chua file dinh kém cé phan
mém ddc hai hoac la dang Itra dao
— Han ché cai dat cdc ma rong cho trinh duyét web

- Khong cung cap thdng tin ca nhan trén cac bi€u mau tryc tuyén tr cac
website khong ro xuat xur
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M6t sO lwu y vé bao mat (tt)

> Thiét 1ap tuong Ita (firewall)
— Kiém soét thong tin trao do6i gitta mang cuc bo va Internet

— Céac hé diéu hanh mdy tinh ca nhan cung cap dang tuong lira ca nhan dé
kiém soat tirng may tinh don 1é

Internet

TCP/IP
A\

Firewall /

Il
i

CHUONG 3 - SU DUNG INTERNET CO BAN

147




I| HET CHUONG 3




(l'l) TRUOIG B9l 1S 10
— T 1O Ayl



NOI dung

- 1. Tong quan MS Word 2010
<L 2. Thao tac trén tap tin
ii 3. Dinh dang van ban
C .
O) 4. Nhung cac doi twong vao van ban
7 1. Bang biéu
= 2. Hinh anh
ccl 3. Tham chiéu
5. Inan

6. Soan thao van ban hanh chinh




W
= Gi&i thiéu

Microsoft Word 1a mot chuong trinh tmg dung soan thao van ban cé nhiéu

— chirc nang dinh dang phong phu thugc bo Microsoft Oftfice cua Microsoft.
<L — Soan thao van ban: thu, van ban, biéu mau, an phém. ..

CL] — Chén hinh anh;

D —  Tao bang biéu;

) — Chia cdt bao;

; —  Cheén céc; ky tu tiéng nudc ngoai, chén cac ky tu dic biét, cac phuong trinh va
~L cac ky hi¢éu toan hoc...

CL)

Ngoai ra word con ¢ nhiéu tinh niang khac gilp dinh dang vin ban dé dang.




A
=Kh&i dong Microsoft Word
Ta c6 thé khai dong Microsoft Word theo mdt trong nhitng cach sau:

Cach 1: Click nut Start »> All Programs —

Microsoft Office - Microsoft Word 2010

Céach 2: Double click vao shortcut Mircosoft Word l @
M EroSot

N GO BAN

trén man hinh desktop

Y Jr

-1 Cach 3: Double click vao 1 tap tin tai liéu word da c6, Word sé khoi

dong va tap tin ta1 liéu s€ dugc mo kem.




(Ifong Microsoft Word

CO thé thuc hién mot trong cac cach sau:

=

=K , : S :

c0) > Cach 1: Click thé File—>Exit.

: ’ Y I A N

) » Cach 2: Click nat close () & géctren bén phai ctia so6 Word.

1 ) 7 1 A A s

:_ » Cach 3: Nhan t6 hop phim Alt+F4.

<(

o0 Néu trude d6 chua luu lai thay doi Word sé& hién thi hop thoai yéu cau x4c nhan luu
lai nhiing thay doi.
— Click Yes de luru.  Microsoft Word = |
- CI'Ck NO khﬁng 11Iu ‘,i-.l Do you want to save changes you made to Documen t1?

— Click Cancel: vé lai vin ban. 5] (Dotsave ] [ concal ]
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Man hinh Microsoft Word

Quick Access Toolbar Title bar Ribbon
@l = = - 5 | umentl - Microsoft Wor ==l =1
Home l Insert FPage Layout References kailings Review Wiewwr Dreveloper £ 9
..n_‘ .ﬁ: . . FY - - —_ i— i — ;'= Iﬁ
) Calibri (Body) - 11 - A A Aa~ I%- =T i= T == LaBbCchce | AaBbCcDe AaBbC
Paste B 7 U -abe x, x° | [~ B+ A - E == 1=- T Mormal | T Mo Spaci.. Heading 1 Change  Editing
- = 4 — Styles ~ -
Clipboard ra | Font Fa | F"aragraph Fa | Styles Fa | |
o] S S SRR d : = : = : : Z NN SN R SR
il
: -
_ +
- o
- L ¥
Page:1 of1 | Words: 0 | English (U.5) | * ElmE = = = 90% (— ] (F)

Status bar
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. . . .

= Man hinh Microsoft Word
» Cac nut diéu khién ctra so:

Maximize

Minimize ————, é ﬂ+ Close

<
CL)
Q > Thanh cong cu truy can nhanh" en tha triv hibn
-
~K

Quick Access Toolbar

[w] | Hﬂ - B 0
Home Insi ‘Customize Quick Access Toolbar
& Calibri [Bc-d"' e
EEY : Cpen
3 B I U Save

E-mail

1: Quick Print
Print Preview and Print
Spelling & Grammar
Undo
Redo
Drraw Table

Open Recent File

More Commanads...

Show Below the Ribbon
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Man hinh Microsoft Word

> Ribbon gom cac Tabs (thé), moi Tabs chtra cac ndt 1énh gitp lam

— A r.e S d ~ 2 N d 2 ° N ?
= viéc vo1 nd1 dung van ban dé dang, hi€u qua.
r‘\L.
-
CC)
* Tabs Group
'F = Docsmgntl - Microsoft Word =
e Insert Page Layout FeTeremces Malling= P W e Deweloper
- - g — —_— — I T .HF d-
Calibri [Body = 11« A a4 Aa~- | &, -:: = = = ix iE | 21 T qaﬁb-:cﬂclﬂ.aﬁbﬂcn[ AaBbC ; Jﬁ __.I:“F'_I:place
B I O - abe 3 X - % - A-|IBEE == = Oy~ £ T Mormal | T Mo Spaci.. Heading1l - gtr;.?;‘;;f g Sefmct~
Fonk Paragraph T Shyles - Editing

Dialog box launcher
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= Man hinh Microsoft Word

> Thanh trang thai (status bar): hién thi nhiéu thong tin Ve trang thai hién tai cua
Word, nhu s6 trang trong tai liéu, s6 trang hién hanh, tong s tir (word) trong
ta1 liéu, .

| ] :'

> I Fage:lafl | Words: 2 | ?"’ | 23 | IEEE R U > ()

- (Zoom out): thu nho
- ~=30m in): phdng to

- CliA%a0 100% dé mé hop thoai Zoom cho | L0 =

(\,.4:’ ban theo mot ty 1€

SAN CCf BAN
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Man hinh Microsoft Word

> Man hinh Backstage view gilp quan Iy tap tin vin ban va tly bién
chuong trinh.

» Click thé File = Help Options

—_—

) )
-

®

Vé/‘-{ Change how Word corrects and tormats your Text, -~
General
¥ Display AutoCorrect options
y Change how Word corrects and formats text as you type: AutoCorrect Options...
Save
L When correcting spelling in Microsoft Office programs
anguage
7 Advanced lgnore words in UPPERCASE

lgnore words that contain numbers

Customize Ribbon lgnore Internet and file addresses

Flag repeated words
I:l Enforce accented uppercase in French

Quick Access Toolbar

S

Add-Ins [] suggest from main dictionary only
L Trust Center | Custom Dictionaries... |
French modes: |Traditiona| and new spelling

Spanish modes: |Tuteo verb forms only

When correcting spelling and grammar in Word

I:l Check spelling as you type
Use contextual spelling

MMark grammar errors as you type

Check grammar with spelling
[] show readability statistics

Writing Style: | Grammar Only - settings...
Check Document

Exceptions for: |@ Documenti

| Hide spelling errors in this document only
I:l Hide grammar errors in this document only




Tuy chon moi treong lam Vviéc

> Ché d6 hién thi van ban

—

> Tuy chon Font mac dinh

I

> Tuy chon don vi do luong

> Tuy chon kiém tra tr vung

> Tuy chon khung vé

<
CL)
D
)
<L
CL)

> Tuy chon luu tu dong

> Tuy chon Folder lvu mac dinh
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(!éhé dé hién thi van ban Print Layout

*  Tailiéu s& hién thi nhu trang in.

*  Pé chuyén vé ché d6 nay, click thé View — Print Layout.

—
Document1 - Microsoft Word

H e

= om Insert Page Layout References Review Wiew | 5
Iﬁ E3 web Layout Ruler e £ Mew Window i3 E@ .

Outline Gridlines [FE

i
Print |Full 5creen — i . oo Switch Macros
Layout | Reading E Diraft Mawvigation Pane 4 windows ~ -

Crocument Views | Show

Cf BAN

Mawvigation

Search Documen t

C

EREERN=

AN

r)
L)

Page: 1 of 2 | Words: 0 | <35
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hé dd hién thj Full Screen Reading View

= A ##Tools~ [3p B~ 3 &

PHAN 4. MICROSOFT WORD

4 Screen 84-95 of 401 ~ |

CHUONG 1. TONG QUAN VE MICROSOFT WORD

l. Gi&ithiéu
Microsoft Word la mot Umg dung trong bd Microsoft Office do cong tv
Microsoft san xudt. Chic ning cia Microsoft Word 1a soan thao vin ban véi nhidu
dinh dang phong phii:
= Chén hinh anh: tir Web, tir Microsoft ClipArt, tir tip tin___
= Tao bang biéu: tir khuén méu cé sin hay bang cé hing cét tiry ¥, 6 thé tinh
todn hay théng ké dix lidu.
= Chia cét bdo: vin ban dwoc chia nhidu cét giéng nhw trinh bay trang bdo.
= Chén cdc kv tw tiéng nwdc ngodi. chén cdc kv tw dic biét. cdc phwong trinh
va cdc k¥ hiéu todn hoc. ..
= Tao muc luec va chi muc cho sich.
= Tao chi thich & cudi trang va cudi phin.
= Dinh dang vin ban d& ding.
= Autotext giip nhap cdc cum tir dai co tinh lap lai.
= Tir dién gitip kiém tra chinh ti cdc tai liéu khi g8 va @& xudt cdc kiéu viét
ding.
= Tao cdc tdp tin khudén mau.
= Tov bién phim gé& tit
= Lim viéc theo nhém, xudt ban va duvét qua internet, mat khdu bao vé tai liéu

Tai liéu s& hién thi toan man hinh nhu xem trén thiét bi doc sach dién tur

Dé chuyén vé ché do nay, click thé View — Full Screen Reading View.

. Kh&idéng

Ta c6 thé khéi déng Microsoft Word theo mét trong nhitng ciach sau-

Cich 1: Click niat Start—Programs—Microsoft Word.

Ciéch 2: Double click wvio bidu twong cia Mircosoft Word trén man hinh

desktop.

Cich 3: Double click vao 1 tdp tin tdi liéu word 43 cd, Word s& khoi déng va tip

tin tai lidu s& duvoc mo kém.
lll. Man hinh

Man hinh Word gém cé cdc thanh phéin sau:

» Thanh tiéu && Hién thi tén chwong trinh tmg dung dang chav (Microsoft
Word) va tén tip tin tii liéu dang m&, néu soan thio tip tin tii liéu ma chwa
dwoce lvu thi tén s&€ 1a Document]l, Document2,. . di¥ liéu hic niav dweoc lvu
trén bd nhd.

= Thanh thyc don: Chira cic l1énh dwvoc gom theo nhom chirc ning.

— File: Chira cdc lénh thao tdc trén tdp tin nhw tao mdi (New). lvu (Save.
Save As). dong (Close). in (Print). ..

— Edit: Chira cdc 1énh lién quan dén soan thio nhw chép (Copw), cit (Cut),
ddn (Paste), huy bd thao tic vira thwe hién (Undo). tim (Find), thay thé
(Replace)...

—  View: Chi*a cdc 1énh lién quan dén cich hién thi nhw cdic ché d6 hién thi
ciia tai ligu (Normal. Web Layout. Print Layout. Outline). hién thi hay én
cdc thanh céng cu (Toolbars) vi thwdec ngang (Ruler). ..

2 view Options - X Close
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> Tai liéu sé& hién thi nhu khi xuat ban trén web.

Ché dé hién thj van ban Web Layout

1 > Dé chuyén vé ché do nay, click thé View — Web Layout.

icrosoft Worc

Home Insert FPage Layout References Mailings Review | Wiew |

| |EI|| [E Web I.a:.rn-l.rt] Ruler - t Bl 2= MNew Window [ %@ -
Cutline Gridlines EL @d B arrange Al FE %
FPrint Full 5creen foom  100% Switch Macros

Document Wiewrs | Showr | b adiy! Windowe | Facros |

[ N 1 & 1 I [ 110 1 112 1 114 1 116 1 118 1 12001 A
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=Ché do hién thi van ban Outline

*  Tailiéu s& hién thi dang dan bai dai cuong cho phép dé dang co cum hay bung
cac cap chu dé dai cuong.

AN

Dé chuyén vé ché do nay, click thé View — Outline.

™)
1)

W=l - O GT.docx [Compatibility Mode] - Microsoft Word - =

Cutlining Home Insert Page Layout References Failings Review Wieww [t ﬂ

== ooh Level: | All Level - [, 3
& 4 | BodyText - By o TTOWENE - E . el

Show Text Formatting

N CC

w w g = . . Show Collapse Close
[[] Show First Line Only Document Subdocuments | Cutline View
Crutline Tools Master Document Close

/

r)
)

© PHAN 1. KHAI NIEM CAN BAN
@ 1. Khainiém
® Dirliédu 13 tip hop sb. vin ban. 4m thanh_hinh anh___ dwoc cung
ciap cho mdy tinh,_ sau d6 chiing dwoc xir 1¥ dé xuit ra nhimg thong
tin can thiét.
® Thong tin 1a tdp hop cac dik ligu, sau khi dwoc =i 1¥ cho ta nhiing
hiéu biét v& mét vin d& nio dé.
® Tin hoc i khoa hoc nghién citru vé hvn triv va xr 15 théng tin mot
cdach 1w dong.
@ Il. Born vi lweu trie

o TR e 13 & " Ao e I _'I__J"r- — e e o T A Ll Tl e 1L_=
<[] 3
Page: 5 of 222 | Words: 46,724 | e | | = Ed EE 100% (—} . ()

@ A5
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=Ché d6 hién thi van ban Draft

. Dang Draft hién thi vin ban text nhung

don gian hoa trinh bay trang, vi vay ta
c6 theé nhdp va chinh sira van ban nhanh
chong.

*  Trong dang thic Draft, cac duong bién

trang, cac tiéu dé dau trang va cudi trang
(header va footer), cac nén, cac doi
tuong hinh sé khong hién thi.

*  Pé chuyén vé ché do nay, click thé View

— Draft.

W= =~ o= Documentl - Microsoft Word ——
“_Home Insert Page Layout References Mailings Rewview Wiewr &
| & web layout | @= C{ St 22 Mew Window 13 g@
—a i
EH outline | —— | % = = = Arrange All i H
Print  Full Screen — Show | Zoom 100% = | - ) Switch Macro
Layout Reading =l Draft = = | E spilit 4 wWindows ~ -

Crocumen t Views Zoom Window

s
I.E"'l'"1'"l"'Z"'l"']-"'l'"4'"l"'5"'l""5"',)\"'?'"

CHUONG 1. SOAN THAO

I. Nhap van ban
1. Cac quy tic soan thao
Trong khu vige soan thio cd mdt thanh nhay luén chdp tit goi 13 difm nhay hav diélzu chén
hay con tré. By chinh 1a vi tri s& nhin k¥ tw nhip vao tir ban phim. Khi nhip vin ban cin theo
cac quy tic sau:
e e e e
chi nhan phim Enter khi k&t t!lfl(‘ doan. £

<[]

»
|[BEE E=] e U — &)

Page: 1 of 4 | Words: 1,266 |




W
=S ip dung tinh nang tro giup

° Dé xem huéng dan st dung & bat cr ung dung oo o
Office nao, thuc hién: rin

r , Z ) R R . Refresh Font size
. Nhan phim F1. Néu dang md mot hop thoai, Word

= sé cung cap hudng dan lién quan dén trang thai @ Wi v ===
h.,\ h\ h Back —}— G @ & AL @ « Keep on Top
0 1en nann. | l
"~ L - p ) X Stop — = D Search - Show Table of
~ | Click nat Help & cudi thanh menu Hiorme -] Contents
LD 6aOffiCE | sexrcnres &l ong
More on Office.com: templates
D Getting started with Word 2010
C) = ClicktheFile>H] = = s GBS ey
e = Create a document =
2 & s ey
R 2 X . A ~ , ” ” by 2 X Browse Word 2010 support
~L — Cira s0 Help xuat hi¢n, g0 tir khda cua chu dé cu thé can o o
CL) trogiup hoac click vao cac duong lién ket de xem. s Commting dacurmasin. = Clasing Sttt i Wosd
= File migration
see all
,,:. “; . ‘nzjfﬁc’e20i0. i o I
Al wora | | @D Connected to Office.com




Tuy chon font mac dinh

> Click thé Home — click Font dialog box — xuat hién hp
thoai FONT

h Home Insert Page Layout References railings

sl J _ t R B
Q o Calibri (Bodyl =~ 11 -~ A~ A" | Aa- 2
; te - B 7 U abe . x b > A
_ aste - z f\ -~ 8 - -
- f Format Painter a L= -
Clipboard Ma Font =
/I




>
Tuy chon font mac dinh

> Trong muc font ta chon font mac dinh (va cac muc khac: style, size,...)
> Click vao nGt 1énh Set As Default xuat hién hop thoai xac nhan — OK.

) BAN

C

—

Z

<

-~ Do yvou want to set the default font to (Default) Palatino Linotype, 12 pt for:
L Q (®) This document only?

i) all documents based on the Mormal.dotm template?

[] strikethrough [] small caps
[ bouble strikethrough [ all caps
[ Superscript [ Hidden
[ subscript

Prewview

Palatino Linotvpe

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

Set As Default | | Text Effects... | | cancel




A

uy chon don vi do lwong (Measurement units)

» Click thé File -» Help Options — chon thé Advanced — chon don vi
do luong thich hop trong khung Display — Show measurement in
units of:

o BAN

C

General
Drisplay
Drisplay
Show this number of RBecent Documents:

Proofing

AN

Show measurements in units of: |Ir1che5

Save

Style area pane width in Draft and COutline views: |-I}'

r)
L)

Language |:| Show pixels for HTRL features

Show all windows in the Taskbar

Show shortcut keys in ScreenTips

Customize Ribbon Show horizontal scroll bar

Show vertical scroll bar

Show vertical ruler in Print Layout view

Add-Ins |:| COptimize character positioning for layout rather than readability

|:| Cisable hardware graphics acceleration

Advanced

Quick Access Toolbar

Trust Center




) A
=fUy chon kiém tra tr veng va van pham
> Click thé File - Help Options — chon thé Advanced — Proofing

» Click vao Check spelling as you type va Mark grammar error as you type.

Cf BAN

Véﬁ' Change how Word corrects and tormats your text.

C

When correcting spelling and grammar in Word

|:| Check spelling as you type
Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling
[] show readability statistics

Customize Ribbon Writing Style: | Grammar anly | Settings... |

Quick Access Toolbar | Check Documern i |

AN

Advanced

r)
L)

Add-lns

Exceptions for: | Documen t1

Trust Center
| Hide spelling errors in this document only

|:| Hide grammar errors in this document only




(IAK/ chon lwu tw dong

Dé chon ché do cho Word luu tu dong sau mot khoang thoi gian

— Click thé File » Help Optlons — thé Save — chon muc Save AutoRecover
Information every va nhap s6 phut tu dong luu trong muc minutes

<
CL)
C{) Display

H Customize how documents are saved.

Proofing Sawve documents
— Save Sawve files in this format: |Word Document (*.doo EI
/ | S AutoR inf ti 10 = inut
Language ave AutoRecover information every IZ' minutes
Keep the last autosaved version if | close without saving
/ Advanced
-~ L' AutoRecover file location: |C:\.Users\.nguyentri"-ﬁppData\.Roaming\.MicrosoFt"-.Wo rd*,

Customize Ribbon
Q Drefault file location: |C:‘-.Users‘-.nguyentri‘-.Documents‘-.

Quick Access Toolbar

Offline editing options for document management server files
Add-Ins

save checked-out files to:i
O The server drafts location on this computer
@ The Office Document Cache

Trust Center

Server drafts location: | ChUsersinguyentrisDocumentsiSharePoint Draftsy,

Preserve fidelity when sharing this document: | Document EI

[] Embed fonts in the file i
Embed only the characters used in the document (best for reducing file size)

| Do not embed common system fonts




(IM chon lwu mac dinh

Dé chon noi luu mic dinh khi ta luvu tap tin lan dau :

— Click thé File - Help Options — thé Save — muc Default file location — click
Browse va chon noi lvu mac dinh - OK.

H Customize how documents are saved.

~L
CL)

Display
% Proofing Save documents
‘ ) Save Sawve files in this format: |Word Document [(*.dood EI

Language Save AutoRecover information every minutes

Keep the last autosaved version if | close without saving
Advanced

AutoRecover file location: | Chdsers'nguyentrivdppDatatRoaming ' Microsoft\Word?,

Drefault file location: | ChUsers'nguyentrizsDrocumentsy,

Quick Access Toolbar
j Offline editing options for document management server files

—

/_, -
/, Customize Ribbon
«..,_L'

Add-Ins
Save checked-out files to: (i)
O The server drafts location on this computer
@ The Office Document Cache

Trust Center

Server drafts location: | ChUsers‘'mguyentrisDocumentshiSharePoint Drafts',

Preserve fidelity when sharing this document: | Drocument EI

[] Embed fonts in the file (i}
Embed only the characters used in the document [best for reducing file size)

| Do not embed common system fonts
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Cac Thao Tac Trén Tap Tin

1. Tao moi tap tin
2. Mo tap tin
3. Luu tap tin

—  Luu lan dau

—  Luu cac lan sau

— Luu vd1 tén méi

— Luu vd1 dinh dang khac
-0 4. Dong tap tin

5. Xoa tap tin

AN ccf BAN




)

ao mOt van ban moi

C6 thé tao m&i mot tap tin theo nhiéu cach khac nhau:

— > Cach 1: Nhén t0 hgp phim Ctrl+N

55 > Cach 2: Click biéu trong New trén Quick Access Toolbar
t} wWild @ -3 O~

E— Hlome MMew (Cirl+ M)

; j 'n% cut Create a new document.

\L' o

CL)

> C&ch 3: Chon 1énh File = New, xuat hién man hinh




W

ao mot van ban

Document1 - Microsoft Word

Home Insert Page Layout References Mailings Review View
=l save
Available Templates Blank document
[El save As )
B3 Open ot s fa¥ Home
SE . - » - - . |
4 Close 2 |_1 o 1_1 B =
: 1 | |
Info \
Recent Blank Blog post Recent Sample My templates New from
document templates templates existing
Office.com Templates lSea rch Office.com for templates
Print E\— [
S ErrrrzaTy
Save & Send I—?— -* 1_
Award Brochures Budgets Business Calendars
Help cards =
|23 oOptions ‘ﬂl il\] [ D
B ea | P
o =t = =
Envelopes Faxes Gift Greeting Inventories D
certificates cards
|_| = L| Create
L : [ ] { = ‘ =
E=
Invitations Job Labels
descriptions
s BN = e N
= E =
Planners Receipts New resume Resumes and Schedules ==
carmnlas e




A

- Khung Available Templates: cac khuon mau cé san

> Blank Document: tao mot van ban méi

> Blog spot: van ban dang blog

> Recent templates: mau vin ban dugc thiét ké gan nhat

Sample templates: cAc mau vin ban da cai dit

> My template: cac mau van ban do ban thiét ké

> New form existing: Tao m&1 mot tap tin tr mot tap tin da co trude do

Tao mai tap tin

SAN CO BAN




b4

— - Khung Office.comTemplates: Cac mau vin ban dugc cung cap va cap nhat
- do Office.com thiét keé.

I 5 Click Create Blani document

Tao mai tap tin




%
ﬂc}’ tap tin |
D¢ mo mot tap tin da co6 luu trén thiét b1 luu trir, thue hién mot trong nhirng cach sau:
— Cach 1: Chon thé File = Open,
*<(» Céch 2: Nhén td hop phim Ctrl+O
. Céch 3: Click biéu tugng Open trén Quick Access Toolbar

Q)

C)

: |=ert Eama | ;
\/L |D|::|EF| [Ctrl= )
CL)

Cac cach trén sé lam xuat hién mot hop thoai Open




9

= tap tin

— Chon tap tin can mé roi click vao nat Open (hoic double-click vao tén tap tin can mo).

=

A

—
n..,/L:

,-\

Ce)

D (e) ~ 1 @&a » ThisPC » Local Disk (C:) & Search Local Disk (C:)

k{) Cirganize - Mew folder

— = | Docurments ~ Mame Date modified Type
/—- = @ Downloads o )
A Intel 0302074 12:25 AR File folder

= |t Music

-~ = &= Pictures
LD = B Videos

PerfLogs 8,22/2013 10:22 PM File folder
Program Files 9,29,2015 2:54 AM File folder
— ; Program Files (x2&) 1012015 6:25 AR File folder
a o=y Local Disk ((C:) )
SWhetup 9/30/2014 1:00 AM File folder

o Jy Intel o )
L=sers 9252014 12250 PM File folder
. PerfLogs w -

File name: All Word Documents (*.doco™.c w

O pen I‘r Cancel




>
(lﬂﬁc’)’ tap tin gan day

* Chon thé File - Recent

-
™ e “ LR s Document1 - Microsoft Word
Home Insert Page Layout References Mailings Rewview Wiews
IE Save
Recent Documents Recent Places
Save As
&% Phuluc TTO3.2014.TT.BTTTT.doc T o Tailieu dang xem
[£F Open = D:\OUHYBan co baniscan\Tailieu dang xem LA DAOUHABan co ban\soaniTailieu dang xem
O Close = GT.docx - _ = baitapTH _
— CnOUHANBan co bansocani\Tailieu dang xem G DAOUHMNGT THCDAbaitapTH
Info 1 - —w
Ex baitapTH.doc = Foan
— D:OUHNGT THCDAbaitapTH = K  DAOUH\Ban co ban\soan
Fecent
B G- Copy.doc N = = ChuanKynangCNTT
— DAOUHA\Ban co ban\scan\Tailieu dang xem CevOUHABan co ban\TailieuTinHocDaiCuong
Mew —_—
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Lwu tap tin

> Luwu lan dau
;L Thyc hién mot trong nhirng cach nhu sau:
CO) — Céach 1: Vao thé File - Save hoac File » Save As.
o) - Céch 2: Nhan t0 hop phim Ctrl + S hay Shift+F12 hay F12
Q ~ Céach 3: Nhan vao biéu tugng Save trén Quick Access Toolbar
~L
CL)

Save [Ctrl+S) ‘l




W
a Lwu tap tin

> HOop thoa1 Save as xuét hién:
—  File name: Nhap vao tén tap tin can luu.
- Save as type: Chon kiéu cua tap tin can luu (*.docX, *.doc, *.pdf, *.rtf, *.txt,

)

File name: Docl.docx -
Sawve as type: | Word Document (*.docx -
Authors: Word Document (*.docx)

Word PMacro-Enabled Document (*.docm)
Waord 97-2003 Docurment (*.doc)
Word Template (*.dotx)
Word Macro-Enabled Template (*.dotm)])
Word 97-2002 Template (F.dot]

lide Folders POF (™. pdf)
ZPS Document (F.xps)

—_— Single File Web Page (*.mht;*.mhtml)
— Web Page (*.htm;*.htrml])

of 1 | Waords: 0 Web Page, Filtered (*.htrm;*.html)
Rich Text Format (*.rtf)

Plain Text (*.td)

Word XML Document (*.2cml)

Word 2003 XML Docurment (*.2oml)
OpenDocument Text (F.odt])

Works & - 9 Document (Fowps)

SAN CC BAN




Lwu tap tin

Click Save dé Word luu tap tin va dong hop thoai.

T & » This PC » Local Disk (C2)

Crganize - Mew folder

£~ Mame

(8& This PC
i Desktop
| Documents
4. Downloads
Wt Music
=] Pictures
B Videos
&2, Local Disk (C3)
L Intel

i i TP ] [

Intel

PerfLogs

Program Files
Program Files (x26)
SWSetup

Users

Windows

L

<

Search Local Dhsk ((C:)

Date modified

g/30,/2074 12:25 AM
2/22/2013 1022 PP
9/29/2015 2:54 AM
1012015 625 AM
30,2014 1:00 AM
9/25/2074 12:50 PM
9/29,/2015 3:71 AM

File felder
File folder
File felder
File folder
File felder
File folder
File folder

File name: | Go ten tap tin can luu o day{

Save as type: |Wcrr::l Crocurment (F.docx)

Authors: nguyentri

[] Sawe Thumkbnail

(= Hide Folders




% %
a Lwu tap tin

s Luwu cac lan sau

; DPé luu no1 dung cua lan hi¢u chinh sau cung, thuc hién mot trong nhitng cach sau
"L day:

CL) — Cach 1: Vao thé File > Save

Q) — Céch 2: Nhan to hop phim Ctrl + S hay Shift+F12 hay F12

) — Cach 3: Nhan vao biéu tuong Save trén Quick Access Toolbar .

CL)

Save [Ctrl=5) [

Luwu y: ltc nady Word luu tap tin ma khong xuat hién hop thoai Save As.




W
a Lwu tap tin

> Lwu tap tin dang mé thanh mot tap tin khac
; — Céach 1: Vao thé File — Save
" 55 — Céch 2: Nhan phim F12

C) > TAat ca cach trén s& lam xuit hién hop thoail Save As nhu thao tac luu lan dau.




A

ong tap tin
Chi dong ta1 licu dang mo, khong dong Word:

<L
tLl 5y Céch 1: Click thé File—>Close.
XW y A A ’
H > Cach 2: Nhan t6 hop phim Ctrl+W
(-
= Néu trude d6 chua luu lai thay doi Word s& hién thi hop thoai yéu cau xéc nhan luu
CO) lai nhitng thay doa.
" Microsoft Word |
i\. Do you want to save changes you made to Documen t1?




W
=6a tap tin

Pé xba tap tin van ban, thuc hién:

B1. Bong tai liéu dang mo,

B2. M¢ trng dung Windows Explorer

B3. Chon va xda tap tin can x6a bang 1énh Delete

SAN o/ BAN




A

> Céc quy tac soan thao

Bién tap ndi dung van ban

<L >  Céac phim thong dung
CC)

> Ché d6 Insert/Overwrite

#j

b > Undo/ Redo

— > Thao tac khdi

= y ,
=L 5> Tim kiém va thay thé
CL)

> Chen Symbol

> Chén dau ngat (Break)
> Autotext

> AutoCorrect




(I%ac quy tac soan thao

> Nhap van ban binh thuong khi cham bién phai cua trang van ban s€ tu dong
Xuong dong, chi khi het mét doan nhan phim Enter dé xuéng dong (7).

Xudng dong nhung van thudc doan d6 (<*): Nhan to hop phim Shift+Enter
> Gilira hai tir phai c6 khoang trang ngin cach.

> Dau cham, dau phay, dau hai cham, dau cham phay phai di li€n vd1 t ngay trudc
no va phia sau cac dau nay phai co khoang trang.

SAN CCf BAN

> Cap dau nhay don, nhay kép, dau moc bao cau phai di lien véi ky tw dau va ky tu
cuol.




% L%

~CAC phim thong dung trong soan thao

Mii tén « Di chuyén diém nhay sang trai mot ky tu.
. Mi tén — Di chuyén diém nhday sang phai mot ky tu.
=5 Maiitén T Di chuyén diém nhdy 1én 1 dong.
L D ~ o A . A? o« N? 4 ~ \
’xj Miii tén ¥ Di chuyén diém nhay xudng 1 dong.
S’) Delete Xbéa mot ky tu tai vi tri diém nhay.
L/ / 4 A /4 7 /4 . /4 o« A? /4
BackSpace Xoa mot ky tu ding truede vi tri diém nhay.
7 . A2 o« A? 7 M PA \
\/‘—L Home Di chuyén diém nhay vé dau hang.
c() End Di chuyén diém nhay vé cudi hang.
Ctrl + « Di chuyén diém nhdy sang trai mot ti.
Ctrl + — Di chuyén diém nhay sang phai mot tir.
Ctrl + T Di chuyén diém nhay lén trén mot doan van ban.

Ctrl + 4 Di chuyén diém nhay xuong dudi mot doan van ban.




% L%
~CAC phim thdng dung trong soan thao

Ctrl + Home Di chuyén diém nhay vé vi tri dau tién trong tai liéu
— Ctrl + End Di chuyén diém nhay vé cudi tai liéu.
~I Page Up Di chuyén diém nhay lén trén mot trang man hinh.
CL) Page Down Di chuyén diém nhay xudng dudi mot trang man hinh.
D Enter Tao mot doan van ban méi dwa diém nhay xudng dau dong ctia doan méi.
)
—— Space bar Chen vao mot ky ti trang ngay tai diém nhay.
~( CapsLock Bat/tit ch& d6 nhap chit hoa.
CL) Num Lock Bat/tat ché dd nhap s& cho cac phim ctia ving Numpad.
Shift + ky tuw Dai véi phim ky tw: nhap ky ty hoa/thwong nguoc véi trang thai cia CapsLock.

Dai véi cac phim co 2 ky tu thi nhdp ky tu bén trén phim, khong git shift thi nhap ky tw
bén duoi cia phim.




N

Sw dung thiét bi chuét

> Ngoai viéc dung ban phim, c6 thé di chuyen diém nhay dén mot ving nao
d6 trong vian ban bang cach click chudt vao vi tri do.

SAN CCf BAN




D
(!fhao tac Undo/ Redo

. D¢ hily bd cac thao tac ban da lam trudc do, dung 1énh Undo

— bang mot trong nhirng cach sau: WS =
[‘\/.‘_'L. = Nhén t6 hQ»p phim Ctrl + Z Home Custc'l-qmize Quick Access Toolbar
o) =  Click vao biéu twuong Undo trén thanh cong cu Quick B S Open
Access Toolbar Paste o | (V] save

i r 9 inboar E-mail

D- Lay lai thao tac vira huy bé (Redo): D€ huy bo thao tac ™ S Quiick Print

Lw Undo Vua mO’I thl.IC hl@n: Print Preview and Print
S =  Nhan t6 hop phim Ctrl +Y Spene s Bramm
— = (lick vao bi€u tugng Redo trén thanh cong cu Redo

~L* Click Customize Quick Access Toolbar — bat/tat biu tuong e
Laundo Va Redo More Commands...

;nw Below the Ribbon




L

'thao tac khoi

> T§ Document3 - Microsoft Word
7 : Fle Edit View Insert Format Tools Table ‘Window Help ype a guestion fo ,
<L TN REWE TP RENE A A R R AL W Ne= == ) . - © p
C0) I S S R S
. ' Del Xoa mot ky tu J@l vi tri diem nhay.
~ : BackSpace
)
=, - | chuyen diem nh.a}: Ve cuoi haﬂ_.g.
TL : trl +— <« | chuyeén diém nhay sang trai mot tu.
LQ - . A . A [ o = %
chuyén diém nhay sang phai mot tur.
i chuyén diém nhay Ién trén mot doan van ban. *
| chuyeén diém nhay xuong duwdi mot doan van k7
>

L=

Ln 2 Col 11 English (U.5  |L3K




A

Chon khdi dong
« Dung phim

—~  B1: Dua diém nhay vé dau khoi chon.

C5 - BZ;:. L1A1§n gitt phim Shift va dung cac phim di chuyén dé dua diém nhay vé
~ cuoi khoi.

b Ngoai ra co thé chon toan bd tai liéu bang tdé hop phim Ctrl+A.

— >  Dung chudt

<{ - B1l: Dua chudt vé dau khoi chon.

‘Ll — B2 NhAn giit chudt trai va kéo ré vé cudi khdi chon.




A

Chon khoi cét
__* Dung phim

—~  B1: Dua diém nhay vé dau khoi chon.

=T e _
5 - B2 Antdhop Ctrl+ Shift + F8
o - B3: Dung cac phim di chuyén dé dua diém nhéy vé cudi khoi.

C)>  Dung chudt
- - B1: Ludn gittr phim Alt.
<L - B2 Dua chudt vé dau khoi chon.

—  B3: Nhan giir chudt trai va kéo ré vé cudi khoi chon, tha chudt trude, tha Alt
Sau.




B& chon khoi

» Click chudt vao vung soan thao

> Nhan cac phim mt tén di chuyén — khoi1 chon trude do s€ dugce
bo chon.

> B6 chon khoi cot bang phim: Nhan phim ESC.

=
CLC)
D
)

=)




)

ao chép khoi théng qua Clipboard

1. Chon khoi nguon can sao chép.

:/% 2. Thuc hién lénh Copy, dung cac cach sau: |
- e  Click thé Home — Click biéu twong Copy
q e Nhan t0 hop phim Ctrl + C,

b e Right click tai khdi chon — Copy.

\/—L 3. Doi diém chén dén vi tri can chép khoi dén.

Ll 4. Chon lénh Paste, ding cac cach sau: i,

e Click thé Home — biéu tuong Paste
e Nhan t0 hop phim Ctrl +V,
e Right click tai vi tri can chép khoi dén — Paste




)

ao chép khoi trwe tiép

> B1: Chon khoi nguodn can chép.
> B2: Luon gitr phim Ctrl.

B3: Dua chuot C[én khoi chon, nhan o1lr chuot tra1 va kéo re dén vi tri
can chép khoi dén, tha chudt trude, tha phim Ctrl sau.

N GO BAN
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A

&i khoi thdng qua Clipboard

1.  Chon kho1 ngudén muon doi.

\/—L 2. Thuc hi€n 1énh Cut, dung cac cach sau:

CL] e Click th¢ Home — Click biéu tugng Cut gt
Q) e Nhan t6 hop phim Ctrl + X,

C) e Right click tai khéi chon — Cut

:L 3. DOoi diém chén dén vi tri cAn doi khéi dén.

c) 4. Chon lIénh Paste , dung cac cach sau: &

o Click th¢ Home — Click biéu tugng Paste
e Nhan t6 hop phim Ctrl +V,
e Right click tai khdi chon — Paste




A

i khoi tryee tiép

— > B1: Chon khéi nguon can chép.

\/' . A /’\ /( o /( ° ~ A r e \ /4 A /( o 14
| :% > B2: Pua chudt dén khoi chon, nhan gittr chudt trai va kéo ré dén vi tri
L A e Ae 8 X . ) A

can do1 kho1 vao ro1 tha chuot.




Y

6a dinh dang hodc xda khoi

> Chon khéi dit liéu can xda.

- -

> Xoba dinh dang:
- - Palatino Linotyg ~ 12~ A5 A Aa- | 22
- Click Clear Formatting B - O e x| @B

Font

Clear Formatting

Clear all the formatting from the
selection, leaving only the plain
text.

> X0a khoi: @ pres i tor moe na.
L] — Nhan phim Delete hoic Backspace hoic Space bar.

SAN G BAN




(!"rlm kiém (Find)

— Word cho phep tim kiém mot tir, mot cum tir, hay cac ky tu dic biét nhu
- phim tab, dau ngat trang, hinh anh, ... mot cach nhanh chong.

L) B1l: Click th¢ Home — Editing — Emd, xuat hién khung Navigation chtra thé

| Search.

C) B2: Khi nhap tir can tim trong khung search, Word danh dau tat ca cac doan chtra tir
can tim va hién thi trong khung két qua trong khung Navagation.

A

9

SAN




b

Home Insert

Page Layout

=
j 5 Times Mew Rom ~ 12~ A" A7 | Az~

=

im kiém (Find)

References

2

FAailings

B3: Click nat miii tén ctia khung Search — Advanced Find...

AaBbCcl aAaBbCcDd

[
% G Find -

oac Replace

Paste = = ab® . = = = = = Change
ste 5 B L U - oabe x, X b7 . A == 1=- | S BodyText..  WCap |5 Chamge | | o\ ;-
Clipboard = Font ) Paragraph Styles ) Editing
Nevigation > x|L)] At : . . . RN S B SRS 55
copy <= [[-| % @ Click menu Edit—>Copy. hoic nhin td hop phim CtrHC. hoic click chudt vio =
16 matches COptions... twong sao cheép (copv) trén thanh cong cu standard (Ihic nawv dir liéu 83 dwoc direa
=REEREE l @4 Advanced Find... trong clipboard).
= aa = a . A - s . - A - Ao -
nhdn t8 hop phim Clri+C, al:  Replace... 2 D&idiém chén dén vi tri can chép ]d,ml "s.::ac:_
hodc click chudt vao bigu = 5o To.. @) Click menu Edit—>Paste, hoic nhan td hop phim CtrlHV, hoic click chuét vao
tuong sao cheép [copy - ;
Find: twong dan (paste) trén thanh cong cu Standard. %

=, hodc cick chudt vao biél Graphics

tuong sao chép ([copy] trén (] 1ables
thanh cdng cu standard (Idc -
nay dir liéu JL Equations

AR Footnotes/Endnotes

Chon hinh cdn chén & khung
phai, click menu Edit~ Copy
(Ctrl=).

Comments

A

Sao chép khéi trectiép khéng théng qua Clipboard

(1) Chon khéi nguén cdn chép.

(2 Luén gitt phim Ctrl

3 Pwa chudt dén khéi chon, nhan gitv chudt trdi va kéo ré dén vi tri can chép khéi
budng chudt tnedrc, budng phim Ctrl sau.




(I’ﬂ‘lm kiém (Find)

-

C

Cf BAN

=AU

L)

X4ac 1ap cac tly chon chi tiét cho viéc tim kiém trong hop thoai Find and
Replace:

= Find what: nhap vao chudi vin ban can tim.

=  Search:

o All: Tim trén toan b0 tai liéu.

o Down: Tim tur vi tri di€ém nhdy di xuong cudi ta
: Find | Replace I Go To

o Up: Tim tir vi tri di€ém nhdy di 1€n dau tai liu. ||| rpgwhat:  [copy

Options: Search Down

| Bcadnarighighe~ | | et~ | [[Endext ]| | cCance

B4: Click Find Next oot [ 5]

[ Match case [] Match prefix

[] Find whole words only [] Match suffix

[ use wildcards

[] sounds like {English) [ ] 1gnore punctuation characters
[] Find all word forms {English) [] 1anore white-space characters

Find

Format = | | Specdial - Mo Formatting




)

hay thé text (Replace)

B1l: Click th¢ Home — Editing — Replace, xuat hién hop thoai:

B2: Xac lap cac tiy chon can thiét cho viéc tim kiém va thay thé:
—  Find what: Nhap vao tir, chudi tir can tim kiém.
—  Replace with: Nhap vao tir, chudi tir s& thay thé tir, chudi tir tim kiém.
— N0t Replace: Thay thé.
— Nt Replace All: S& thay thé tat ca cac tir tim thay.
— Nt Find Next: Cho phép tim tiép tuc ma khong thay thé.

BAN CO BAN

Pé huy bo qué trinh tim kiém, nhan phim ESC hoic nat Cancel.




Find Replace

Find what: Copy

Cptons: Search Down

Replace with: Copy|

= Less
Search Optons

Search: |Down
[ ] Match case
[ ] Find whole words only

[ ] use wildcards

[ ] sounds like (English)

[ ] Find all word forms (English)

Mo Formating

[ ] Match prefix
[ ] Match suffix

[ ] 1gnore punctuation characters
[ ] 1gnore white-space characters




(!;J%én Symbol

° Cac lgiéu tugng (symbol) la cac ky tu dac biet khong c6 trén ban phim. Cac ky hi¢u symbol
cO th€ cheén vao van ban va c6 thé dinh dang nhu 1a moét ky tu binh thuong.

o Chen Symbol:
. Click vao vi tri muén chén Symbol.
3 Vao thé Insert - Symbol —» More Symbols.

. Muc Font: cho phép chon font chira cac ky tu dic biét can chén. (Nhitng font thong dung nhur
wingdings, webdings, symbol,...)

= Click chon ky tu can chén.
3 Click nuat 1énh Insert.
= Click nit Close dé dong hop thoai.

BAN CO BAN




(gjlﬁén Symbol

Insert Page Layout References Failings

3 l I Q Symbols | Spedial Characters |
Ie Table Equation [Symbal Font: |m

-

Tables Symb - ¢ oy ®m e L ’iﬁ}ﬁ: S| & (I
. | —

~d

= <z
SRR B &
+ x = u a J B || 2| == P ik
B n 0 3 @ Lx | 9P| P e3 VI & .

L2 More Symbols...

Ilnsert S;rmbcull ¥ @ + - = W | === i

A

Wingdings: 32 Character code: |313_' | from: |5'!||'1leﬂ| {decmal) |'~«-"|

CD |5utoCnrrect... | |Shnrtc|..|tﬁey... | Shortout kew:




W
a Chén dau ngat

> Ngat trang: Khi can sang mot trang moi c6 thé chén vao mot dau
ngat trang.

> Ngat cdt: Trong van ban cot bao khi can dua vin ban vé dau cot.

> Ngat section: Khi can dinh dang céc trang 1am nhiéu phan khac
nhau.

SAN CCf BAN




#!')
Chén dau ngat

>  Thuc hién: vao thé Page Layout — Breaks — 13 [#—M] o B P [ | masee

Page Breaks el

- Ngattrang: Click Page onentstion. sge comns| T T page o
(Ctrl + Enter)_ Page Setup » —I}] ar e point at which one page ends

and the next page begins.

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

_ ,

~L - Nghtcot: Click Column
CL) (Ctrl + Shift + Enter)
O

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

|||||-T|

- Ngiat section: Click
Y > Next Page

Section Breaks

= HMNext Page
k . » — Insert a section break and start the new
> Cont|nu0u —1 section on the next page.
) Continuous
> Even Page _ Insert a section break and start the new
— e

section on the same page.
>

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

=)
B

Odd Page
Insert a section break and start the new
e section on the next odd-numbered page.

i




Tao ngat mot ti(Hyphenation)
> Hyphenatlon Dung cho van ban tleng Anh, khi I dong chura tu

qua dai, tu cu01 dong s€ dugc ngat 1 phan sang dong ké tiép, dau
Hyphen s& két noi 2 phan nay.

Page Layout References KMailings Reviewr Wiewr

[ —m =l - _ ] :
E I 'I:] = w— Breaks | _:‘—*] |<3%| II_I:" In-clent Sp_acmg = =
£ Line Mumbers ~ - F= .o = | =

+= Before: O pt
Crientation Size C::ulumrls

LI

Ak A}k

Watermark Page Page e = - Position W

- - [I:u: Hyphenation "] - Color - Borders == Right: 0.567 » = Aftern T pt - Te
Page Setup Mone ckground Paragraph =

1: Automatic L s B R B R R R

Flanual

e Hyphenation Options...

When you use automatic hyphenation, Otffice Word 2010 automati-
cally inserts hyphens where they are needed. If you later edit the
document and change line breaks, Otfice Word 2010 will rehyphen-
ate the document.




(lggtoText

> D¢ chén nhanh chéng vin ban, hinh dnh thuong xuyén duoc st dung, co thé
dung AutoText.

— > Cach tao AutoText: Thuc hién theo cac budc sau:
"‘I —  Chon phan van ban hay hinh 4nh ma ta mudn lam AutoText

"N -  Vap thé Insert —» Text — Quick Parts — AutoText — Save Selection to Text Gallery
LL xuat hién hop thoai:

D > Name: Nhap tén cho AutoText, tén nén c6 d6 dai 16n hon hay bang 4 ky tu.

S H New Y

. APOF EWY €alr

~L

CD Mame: Happy Mew Year

Gallery: AutoText

Category: General

Description:

Save in: Mormal.dotm

Optons: Insert content only

]




p
(l/ﬁoText

> Cach sir dung AutoText

7 Trong van ban ta nhap tén cua AutoText va nhan lién phim F3 thi ndi dung cta
<L AutoText s€ xuat hién thay thé tén cua AutoText
CL)




W
-~ Cach x6a bo moét Auto Text

— Vao thé Insert —» Text —» Quick Parts —» AutoText
— Trong danh sach AutoText, right-click vao muc AutoText can x6a
— Click dong 1énh Organize and Delete — Delete.

EE = = B8 5 A4 == g

Ta bl ¢« Bookmark Cro nce He ::I er Fao t ar Page Text Quick |WordArt Drop - i
Mumber ~ Box~ |Parts ~ - Cap s Object ~
fable - oA toText »

Happ}r Mew Year

™" =<

Happy New Year =1 Ficld..

Q Building Blocks Crrganizer,

nsert at Curren t Documen t Position
N nsert at Page Header
rck HPHNY nsert at Page Footer
L

nsert at End of Section
nsert at Beginning of Document

1
1
1
] Insert at Beginning of Section
Happy New Y ea .
1
1

nsert at End of Document

Q Organize and Delete...

Add Gallery to Quick Access Toolbar




|
fi)

Cach x6a bo mot Auto Text

Building blocks:

Click a building block to see its prewview

Mame

n
Tin hoc dai ...
HP MY

“Lhy Ban MD
nguyentri
Happy Mew...
THDC header
Biblicgraphy
Works Cited
Tiles

Sideline
Perspective
Exposure
Conservative
Puzzle
Annual
Contrast
Stacks

Mod

Motion

Transcend

[ QS oy

L

AutoText
AutoText
AutoText
AutoText
Biblicgrap...
Biblicograp...
Cower Pages
Cower Pages
Cower Pages
Cower Pages
Cower Pages
Cower Pages
Cower Pages
Cowver Pages
Cower Pages
Cower Pages

Cower Pages

Cower Pages

[y o, [

Category
General
General
General
General
General
General
General
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In

g [ I Sy

Template

Mormal.dotm
Mormal.dotm
Mormal.dotm
Mormal.dotm
Mormal.dotm
Mormal.dotm
Mormal.dotm
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...
Built-1n Buil...

Mmool 1 Ll

>

Edit Properties...




W
= AutoCorrect

> Vi AutoCorrect, Word cho phép tu dong sira 11 tir sai chinh ta hay viét hoa sai.

> Pé str dung churc ning AutoCorrect ta thuc hién nhu sau:

D

> Vao thé File - Options — Proofing — Click Autocorrect Options, xuat hién hop thoai.

o — Show Auto Correct Options buttons: chon sé hién thi ky hiéu tai vi tri tir ma Word d3 tu dong sta
CL) 16i khi dua chudt dén tur nay.

— Correct Two Initial Capitals: chon dé tu dong stra 16i khi nhap 2 chit hoa cung luc. Vi du: HAppy s EZd
dugc do1 thanh Happy.

— Capitalize first letter of sentences: chon dé tu dong doi thanh chir hoa dau cau.

— Capitalize names of days: chon dé ty dong doi tén cac ngay trong tuan thanh chir hoa. Vi du:
monday s& do1 thanh Monday

AN CT

CLC)




|
fi)

NivtACAveAnt

Word Options

w

Quick Access Toolbar lgnare Internet and file addresses Show AutoCorrect Options buttons

General A -
Change how Word corrects and formats your text.
Cisplay
— Proofing l AwtoCorrect options
. ’ Save Change how Word corrects and formats text as you type: AutoCorrect Options... |
A\ - Language
When correcting spelling in Microsoft O
v Advanced
L L lgnore words in UPPERCASE AutoFormat I Actions
Customize Ribbon lgnore words that contain number AutoCorrect Math AutoCorrect AutoFormat As You Type

Flag repeated words

Correct TWo IMNitial CaApitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

French modes: |Traditic-r|a| and new Correct accidental usage of cAPS LOCK key

Spanish modes: |Tutec| verb forms onl

Add-Ins Enforce accented uppercase in Fre

ORI E

C

Trust Center Suggest from main dictionary only

Custom Dictionaries... |

Replace text as you type

AN

When correcting spelling and grammar i Replace: With: (@ Plain text Formatted text
-~
LD [] check spelling as you type |hE|° Ihellc
Use contextual spelling
[] miark grammar errors as you type helpfull helpful
. . here;s here's
| Check th Il .
heck grammar with spelling hesaid he said
[ show readability statistics hewas he was
Writing Style: |Grammar Only EI hge he
hismelf himself

Check Document |

Automatically use suggestions from the spelling chedker

Exceptions for: | Drocumenti

| Hide spelling errors in this docume

wfl Hide nrammar arrnrs in thic docnimaes




|
(IMOCorrect

. > Replace text as you type: chon dé cho phep tu dong thay thé nhiing

<L tor nhap sai chinh ta s€ dugc thay thé bang tir dung trong danh sach
CL) bén duon.

) - Replace: nhap tir hay bi 16i chinh ta.

) — With: nhap tir dung chinh ta.

2 — Add: d¢ thém tir vao danh sach.

<0




|
(I%Iy 16i khi sao chép va dan

> Trong qua trinh soan thao, do1 luc 16i cach chit trong van ban xuat
hién, vi du nhu: Khi g6 chit “Tiéng Viét” lai thanh ra chit “T iéng V
1et”.

» X1ur Iy bang cach tat chirc nang Adjust sentence and word spacing
automatically thuoc Smart cut and paste:
Click thé File - Options — Advanced — Use smart cut and paste
(thudc phan Cut, copy, and paste) — Click Settings

SAN CCf BAN




ly 16i khi sao chép va dan

> Trong hop thoai Settings:
— B6 chon ¢ Adjust sentence and word spacing automatically
- Click OK

o) BAN

-

4 A =l -
C ) Word Options # - e ase T | T
—. General Cut, copy, and paste rSettings ‘ @lﬂ
g _
Display Pasting within the same document: Default settings
<L _
- Froofing Pasting between documents: Use default options for: | Custom EI
D Save Fasting between documents when style definitions conflic Individual options
Language Pasting from other programs: DAdJLJEtEEHtEHCEEHdﬂnrd " spa ci ngautomatlmlly
[ Insert/paste pictures as: |:| Adjust paragraph spacing on paste
Advanced . . ]
Keep bullets and numbers when pasting text with Kee Adjust table formatting and alignment on paste
Customize Ribbon [ Use the Insert key for paste Smart style behavior
) Show Paste Options button when content is pasted Merge formatting when pasting from Microsoft PowerPoint
Quick Access Toolbar . . . .
Use smart cut and paste (i) [ adjust formattng when pasting from Microsoft Excel
Add-Ins Merge pasted lists with surrounding lists
Trust Center Image Size and Quality |¥l] Document1 El [ p— ] [

[ Discard editing data )




P
(!"/"J Dinh Dang

> Pinh dang trang
> Pinh dang ky tu

> Pinh dang doan
* Dinh dang theo mau (Style)

> Pinh dang khac
— DPinh dang Tab
— Bullets and Numbering
— Ké khung va to6 mau nén cho cac doan trong vin ban
— Sao chép dinh dang
— Lam 16n chit hoa dau doan (Drop cap)
— Chia cot cho van ban (Column)
— Tao bang muc luc
— Tao ghi chu cudi trang va ghi chu cudi tai liéu

SAN CCf BAN




b4

— > DPinh dang trang bao gom thay do6i cac 1& cua trang, kho giay, danh
- sO trang,..

Pinh dang trang

> Mudn thuc hién dinh dang khac nhau cho cac trang trong mot vin
()  bannhiéu trang, can chén vao dau ngat section (section breaks), roi
()  thuc hién dinh dang trang cho tirng section.




A

Pinh dang trang

2y infoSchema_nga. doc (Preview) - Mic Trang in dwot thiét lip |._||E E|
- r 2 -
) . File Edt Wew Insert  Format  Tools theo chiéu dieng cua giay \dobe PDF - Acrobat Cormrments
= 3 [F]a @) e - [FE) 2 e e
CL) L Mooz 4 A ”~
O
) N _
<L -
- w
LD - .
= e
¥
S| E FH L Trang in dwoec thiét lap ]l

- -
Page 13 Sec 1 15 at 0,9¢ theochieunganggiay - o0 o0 cun Engishius  [OF




A

Thay ddi |é trang van ban (Margins)

Lé trang 1a ving trong bao quanh trang, thuong chira header, footer...
Lé trang bao gom: 1é trén (Top), 1& dudi (Bottom), 1€ trai (Left), 1& phai
(Right).

Lé trén cida trang {TT}

\N G BAN

L& trdi cla trang
(Left)

~K
CLC)

<+—— L& phaicaa trang
(Right)

Lé cho phin déng gay
(Gutter)

'

L& dwéi cia trang (Bottom)




>
(lﬁ' AR | A v >
Thay doi |€ trang van ban

» Click thé Page Layout —» nhom Page Setup —» Margins — Custom
Margins

|2.54 cm 2| Bottom: |2.54 cm B
|3 cm Ii” Right: |2 cm Ii”
Ii” Gutter position: |LEFt

BAN CO BAN

Apply to: | Whole document

Set As Default




A

Thay ddi |é cho trang van ban

— > Margins: nhap cac gia tri moi1 cho cac 6 Top, Bottom, Left, Right, Gutter.
Gutter position: chon vi tri dong gay sach (top: gay sach phia trén, left:
gay sach phia trai).

» Orientation: chon hudng in.
— Portrait: huéng in dung
— Landscape: huéng in ngang.

BAN GO BA




A

Thay ddi |é cho trang van ban

— > Apply to: thiét 1ap dinh dang trang tac dong dén

<L - Whole document: toan bo tai liéu.

L~ This point forward: tir diém nhay trd vé sau. Néu trudc do chua chia section cho
Q) tai liéu thi Word s€ chia tai liéu ra lam 2 section, section thir 2 s& bat dau tir diém
) nhay tr¢ vé€ sau va phan nay s€ dugc ap dung dinh dang trang vira chon.

— - This section: trén section chira diém nhay.

<




g
Thay kich thwdc giay in (Paper size)
» Click thé Page Layout — nhom Page

—  Setup — Size— More Paper Sizes [t | eopor [yt
<L > Hodc trong hop thoai Page Setup, click thé || Sy
LQ Paper Height: |29.7 cm ==

Paper source

— Paper size: Chon kich thudc cho trang gidy in Erst page:
theo kich thudc dinh san (A4 Letter,...) S

— Hodc nhap kich thudc thuc té cua trang giay:
> Chiéu rong (width)
> Chiéu cao (Height)

BAN CU E

Apply to: |Whn|e document EI

Set As Default |




o) BAN

S

N

~K
CLC)

|
F_{/!J)

Panh so tw ddng cho trang van ban

> Click thé Insert - nhom Header & Footer — click Page Numbers

[E2% signature Line -
Date & Time
*gs Object -

TC <2

Equation Symbol

-

Symbols

References Mailings Review Wiewwr
& = 4 A=
—
Text COuick WordaArt Drop
Box~ Parts ~ - Cap -~
Top of Page |r Text
EBottom of Page Simple

“_Hﬂme Insert Page Layout
— = E.I
rova = lj —] |=
i ] = B E
Cover Blank Page Table Header Footer
Page - Page Ereak > - -
Pages Tables Header & F
(] RN
(rang,.

3 danh so cho
trang va so tha

Page Margins
Current Position

Format Page Mumbers...

BEemove Page Mumbers

¥ ¥ ¥ | ¥

Plain Mumber 1

Plain Mumber 2

Plain Mumber 3




A

Top of Page: Chon mau danh s6 ¢ dau trang
Bottom of Page: Chon mau danh s6 & cudi trang

Panh so tw ddng cho trang van ban

v

v

v

Page Margins: Cac mau danh so trang & 1¢ trang.

o BAN

Current Position: Cac mau danh so trang cho vi tri hién tai

Format Page Numbers: chon kiéu danh s trang va tiy chon dénh s6 thir tu cia
trang tu so bat ky

3
C
v

/

r)
=)

v
Chapter starts with style: |Heading 1 | o I

Use separator: |— {(hyphen) | L I
Examples: 1-1, 1-A

Page numbering

(@) Continue from previous section

O start
|




(!_!) Tao tiéu dé dau trang - cudi trang (Header and
Footer)

> Tiéu dé dau trang va cudi trang thuong dugc dung dé hién th1 van ban
hodc hinh anh nhu tén tai li¢u, tén chuong, tén tac gia, so trang, logo,

» Ti€u dé dau trang xuat hién ¢ dau moi trang va ti€u dé cuodi1 trang xuat
hién cu61 mo1 trang cua van ban.

N GO BAN

L

Y Jr




Footer)

_____________

_____________

R e s m—

P Tao tiéu dé dau trang - cudi trang (Header and

Phan tiéu dé hién thi
o dJau mai trang

Phan tiéu Jé hién thi
o cudi moi trang




>
= Tao Header vaFooter

> Header: Click thé Insert > Header &Footer —» Header

> Footer: Click thé Insert - Header &Footer - Footer

AN

5

:5 Trong thé Design ctia hop cong cu Header & Footer, thiét 1ap tiiy chon cho Header hoic Footer:
L
k- Word 2010.docx - Microsoft Word

Page Layout References Mailings Rewview Wiewr | Cresign |

g ) | ElE=l T E‘ .E'. Previous [ Different First Page E* Header from Top: 1.27 cm
D [+ 4 ENEH‘t .

[ Different Odd & Even Pages [z} Footer from Bottom: 1.27 cm E

Date Cuick  Pickture Clip Goto Goto Close Header
B Time Parts ~ Art Header Footer "'%";]'Llnl to Previous Show Document Text @ Insert Alignment Tab and Footer

Insert Mavigation Orptions Position Close

Cf

ik Ak

s

[ 2 0 10 A 11 F 1 3 1A 15+ @&+ | F By 1% 1 10 | 11+ 1 12+ | 13+ 1 14 | 15+ | 16 LrdF: |

\ M

/
=

| Header | . Tao-tiéu-dé-diutrang—cuditrang
Tiéu-dé-dau-trang-va-cudi-trang- t‘mrc’ng dwgc-dung-deé-hién-thi-van-ban-hodc-hinh- anh nhr-tén-
tai lidu, tén-chwong, t&n-tac gia, si ‘trang. -logo, - _-Tigu-dé-diu-trang -xuit-hién-& ddu-mbi-trang va-

tidu-d&-cudi trang- it -hign-cudl-mol-trang-cia-van-ban

LOrem i

Phantiéu-d&-hiénthi
F-diu-mdbitrangT




W

%Jinh dang ky tw

BAN CO BAN

Dinh dang ky tu 13 1am thay doi phong chit (font), ¢& chir (font size), cac kiéu phong (font
style),...

(S dung hop thoai Font
B1. Chon vin ban can thay doi dinh dang.

B2. Click thé¢ Home—> Click nit Dialog Box Launcher ctia nhém Font hogc nhan
Ctrl+D. Xuat hién hop thoai Font.

Home Insert Page Layout References railings Review Wiewr
L Cut - .— — —
. - Arial - 12 - A_ Y Aa"l" %} _— %: - — -
a Copy

T = | - /P . A - -EEE
# Format Painter T x. X Ll — % - T =
iboard ™) Font P Paragrz
f-2-1 11| Font (Ctrl=D)

Show the Font dialog box.




L%

%inh dang ky tw: The Font

CT BAN

BAN

* Font: Phong chtr.
 Font Style: Dang hién thi chi:
* Size: Kich c& chtr.
* Font Color: Mau chtr.
* Underline style: Cac kiéu duong
gach chan chtr
— None: khong gach chan
— Word only: chi gach chan dwdi cac
tte,
— Underline color: Mau dwong gach
chan chtr.

Advanced |

Font: Font style: Size:

Arial Bold 18

Angsana Mew Fegular 11
AngsanallPiC Italic 12
Aparajita 14

Arabic Typesetting Bold Italic 16

.-5.ri.al v El -

Uinderlime color:

Font color: Underline style:

I | - | | (none) |w| |  Automatic

Effects
[ ] strikethrough
[ ] bouble strikethrough
|:| Superscript
[ ] subscript

[ ] small caps
[ ] Al caps
[ ] Hidden

Prewview

BDinh dang ki tur

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

Set aAs Default




(Iﬁmh dang ky tu: The Font

 Effects: Hi€u irng cho ky tu

— Strikethrough: Gach ngang chit bang duong don.

— Double Strikethrough: Gach ngang chit bang duong doi.

— Superscript: chi s0 trén.

Subscript: chi s6 dudi.

— Small caps: Chi* hoa nho. MICROSOFT WORD

— All caps: Chit hoa.

— Hidden: An chit (click Show/Hide  trén thé Home. nhém Paragraph
dé xem ndi dung hidden) ull
« Preview: Xem trudc két qua dinh dang font ch

« Nut Text Effects: tao hiéu trng cho font chit

e Nut Set As Default: thiét 1ap font chit mac dinh

SAN CCf BAN
I
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Pinh dang ky tw: The Advanced

» Character Spacing: Thay d6i khoang cach
—gitra cac ky tu

romt | Advanced
=L - Scale: theo ty 1¢ % crrscer ssers

col Spacing: theo tuy chon e omal_ _
D > Expanded: dan rong ky tu (By: x point) ;m:rnn}ng paints and sbove
) > Expanded: thu hep ky tu (By: X point) N

— - Position: vi tri cua ky tu trén mot dong e I;:";It

= > Raised: ky tu nang cao Ién so vdi dong Number forms: | Default

ES > Lowered: ky tu ha xudng thap so véi dong Ssecses: ek

Preview

_ MicrosoFT WORD

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

Set As Default | | Text Effects... |




A
=Dinh dang ky tw

(dPinh dang ky tw biang cac biéu twong trén Ribbon

B1. Chon van ban can thay doi dinh dang

B2. Click thé¢ Home — click biéu tuong dinh dang trén ribbon.

Superscript Change Case

Italic Strikethrough Text Effects

SAN o/ BAN

Calibri|/(Body) v 22 - ATl AT LAa-~ ﬁa:j—— Clear Formatting

'B!I U ~labe 3, loc* |\~ 27 - A ~|

A e £ —— Font Color
] FLnt I
o

Bold Underline Subscript Text Highlight Color




N

—¢ Chon vin ban muon thay doi
/_'/L dinh dang.

CLle Nhan td hop phim dinh dang:

BAN CU

nh dang ky tw bang céac to hop phim tat

T6 hop phim Churc nang
Ctrl + B Chon hay bo dang chit dam
Ctrl+l Chon hay bé dang chir nghiéng.
Ctrl+U Chon hay bé gach duong don chan chir

Ctrl+Shift+D

Chon hay bo gach duong doi chén chir

Ctrl + ] Tang c& chir [én mot point.
Ctrl + [ Pé giam c& chit mot point.
Ctrl + = Bat/tat chi s6 dudi

Ctrl +Shift+=

Bat/tit chi sd trén




(lﬁnh dang doan van ban
(PARAGRAPH)

> MOt doan van ban co6 thé c6 mot hoac nhiéu dong van ban.

5/5 > Khi nhan phim Enter dé Xuéng dong s€ tao ra mot doan van ban moi.
Q) Cudi mot doan co ky hi¢u két thic doan:

) — Ky hiéu paragraph mark (¥) : Khi nhan Enter,

2 — Ky hiéu xudng dong ma khong qua doan méi (+~): nhan t6 hop phim

<L Shift+Enter

CL] — Hién thi cac ky hiéu két thuc doan: Click Show/hide § trén Ribbon cua thé

Home.




Chon doan

> Chon mdt doan: Pit diém nhay vao vi tri bat ky trong doan.

> Chon nhleu doan: Quet chon khoi tir doan dau dén doan cu01
C khong nhét thiét phai chon tron ven doan dau va doan cudi




N

=anh 18 cho doan van ban (Alignment)

1. Chon doan van ban muon canh Ilé.

2. Trén Ribbon cua thé Home, click cac nit canh 1é cho vin ban trong
doan.

- Align Left (L)

_ Align Right (*R)

FParagraph M=

SAN CCf BAN

Center ("E)

- Justify (NJ)




A

Inh dang thut I& doan van ban

First Li Indent

: EI|.I£..1...2+L.3.|.4.|.5.|.|5_.|.;.r...3.|.g.|.10.|. .
< i | f
'—D Left Indent Hanging Indent Right Indent
D b é

O) 1. Chon doan van ban ‘ ,

2. Nhan chon ky hi¢u thut 1€ thich hop trén thudc va kéo ré dén vi tri maéi
—L First Line Indent: diéu khién 16 ctia dong dau tién ctia doan
CL) “THanging Indent: diéu khién 1& cua cac dong con lai

L © A « A A 7 e 2 9
Left Indent: diéu khién 1€ trai cua ca doan

Right Indent: di€u khién 1€ phai ctia ca doan

View Ruler: hién thi thanh thudc

Ca)




(I%Jmh dang thut |1& bang nut Iénh

> Tang hoac giam l€ trai cua ca doan
1. Chon doan van ban

2.  Thé Home — nhom Paragraph — click nut Increase Indent or
Decrease Indent Ay —

= +

- Co thé dung to hop phim Ctrl+M dé thut 18 trai cia ca doan, Ctrl+Shift+M
dé giam thut 1é.

SAN CCf BAN
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=Thay ddi khoang cach cac dong

— 1. Chon doan van ban i=-i= g (AR 4L T | RO
= - , - - i . .
=L 2. Clicknut Line and Paragraph Spacir = = =|=|/|[i=-| & - - Body Text
ce) trong nhom Paragraph, thé Home. Parag 1.0
D 2 3.1 4|+ ] 1.15
C) 1.5
D 2.0
,_I 2.5
CL) 3.0
Line Spacing COptions...
;: Add Space Before Paragraph
f: FRemove Space After Paragraph




L

B1l: Chon doan van ban

; B2: Click Paragraph dialog box launcher

trong the Home va th¢ Page Layout —
xuat hién hop thoai.

R AN ||

=
Q v (1]~

.
|
Il
Cf
]
<«
1]
5

Paragraph = |

ay doi khoang cach giira cic doan

Indents and Spacing | Line and Page Breaks

General

Alignment:

et |4

Cutine level; |Eic:-d1_.-' Text | Ly I

Indentaton
Left:
Right:

0 cm Iil

[ ] Mirror indents

Spacing
Before:
After:

opt  |[&
ipt |5

By:

[~] | =]

Line spacing:

At
Single | > I | =)

[ ] Don't add space between paragraphs of the same style

Prewview

| Set As Default |




L

ay doi khoang cach giira cac doan

* Chon thé Indents and Spacing.
= Alignment: Canh 1é cho doan van ban
= Indentation: thut 1& cho doan vin ban
= Spacing: khoang cach gitra cac doan, tinh theo don vi la point
o Before: nhap vao khoang cach ctia doan dinh dang so vdi doan trén.
o After: nhap vao khoang cach cua doan so voi doan dudi.

SAN CCf BAN




BAN CO BAN

A

=Thay déi khoang cach giira cac doan

2%

* Line Spacing: khoang cach gitra cac dong trong cung doan

©)

O O O O O

Single: khoang cach dong don

1.5 line: khoang cach gap 1.5 dong don.

Double: khoang cach gap 2 dong don.

At least: khoang cach toi thiéu giita 2 dong, gia tri nhap & hop At.
Exactly: khoang cach chinh xac gitra 2 dong, gia tri nhap & hop At.
Multiple: boi s cua dong don, gia tri nhap ¢ hop At.

= Nt Set As Default: thiét 1ap gia tri dd chon lam mic dinh




W

=~ Pinh dang theo mau (Style)

> Style 12 mau trén d6 co thé thiét 1ap san cac dinh dang nhu: dinh dang
ky tu, dinh dang doan, bullets, . . . Cac doan ap dung cung mot style
s€ c0 chung dinh dang. Lo1 ich sur dung dinh dang style: khi thay do1
dinh dang style, cac vung van ban ap dung dinh dang style nay co thé
thay doi theo.

N GO BAN

=)




A

Dung dé chép dinh dang tir doan van ban mau sang cac doan khac c6 cung

St dung style co san

— dinh dang.
T
<L
CL)
) > Bl: Chon doan van ban.
) > B2: Trén thé Home — nhom Styles — Click chon mot style trong danh
“3 More
~U
CL)
AaBbCcl | AaBbCcDc AaBbCcDd AaBbCcDe AaBbCcl AaBbCcDd AaBbC %
Body Text T Mormal strong T Mo Spaci... T step StepMumz2 Heading 1 — Change
S5tvles -
Styles M
F 3

Dialog Box Launcher




b4

Tao moi mot Style ==

Subte Reference

Intense Reference

| E-I::Eda; ::}ct na| :

—  B1: Trén th¢ Home — Styles — Click Dialog Box vore M
< Launcher —» - "
CL] hién thi thanh Styles Siestium 2

,D B2: Click New Style, xuat hién hop thoai: Tite 12
L) Subtite 8
Subte Emphasis a

— Emphasis a
— Intense Emphasis a

«-..,L' Quote a

CD Intense Quote ﬂ_:

Book Titde

{

[] show Preview
[ ] bisable Linked Styles

|ﬁ| @l @ Optons...
*

Hew Style




|
fi)

Tan mdai

Styles - M
Properties
L T— e
— Normal o Stvle type: |Paragra|:lh
i Strong a Style based on: | M Mormal
Y L. Mo Spacing T Style for following paragraph: | T Stylel
CQ Step m Formatting
StepMum2 a | Times Mew Roman | | | B 75 U | |
> Heading 1 na
D Heading 2 1a | = = | *
‘ ) Tite na
L ' Subtile Ia
N Subtle Emphasis a Sampls Taxt Samplse Taxt Sampls Text Sampls Taxt Sampls Text Sampls Taxt Sampls Text
/—. Emphasis a Sample Text Sample Text Sample Text Sample Text Sampls Text Sample Text Samplse Text
e _ Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
= L' Intense Emphasis a
~ CQuote na
L D Intense Quote na
Subte Reference a Font: Times Mew Roman, 12 pt, Style: Quick Style
Intense Reference a Based on: Mormal
Book Tite = R
[] Show Preview Add to Quidk Style list  [_] Automatically update
|:| Disable Linked Styles (®) Only in this document () Mew documents based on this template
|ﬁ| @' @ Optons. .. | - |

T

Hew Style




b4

Tao m&i mot Style

> HOop thoai New Style

3\ — Name: Nhap tén Style.

CL] — Style type: Chon loai style.

Q) — Formatting: Chon cac dinh dang.

C) — Add to template: Thém style vao template.

; — Automatically Update: Ty ddng cap nhat khi style thay doi.
55 — Format: Chon thém dinh dang khac.

B3: Click OK.




A

B1: Trén thé Home — Styles — Click Dialog Box Launcher — hién
thi thanh Styles

Thay doi dinh dang ciia mét style

B2: Right click vao style can thay doi.

B3: Chon 1énh Modify, xuat hién hop thoai modify style. Thyc hién
cac thay do1 vé dinh dang.

B4: Click OK.

SAN CCf BAN




A

Xoa mot style

B1: Trén thé Home — Styles — Click Dialog Box Launcher — hién
thi thanh Styles

B2: Right click vao style can xoa.
B3: Chon lénh Delete.

N GO BAN

=)




W
=~ Dinh dang khac

— Dinh dang Tab

— — Bullets and Numbering
z\ — Ké khung va to mau nén cho cac doan trong vin ban
ccl — Sao chép dinh dang

Q) — Lam 1én chir hoa dAu doan (Drop cap)

) — Chia cot cho van ban (Column)

L — Tao bang muc luc

? — Tao ghi chu cudi trang va ghi chu cudi tai liéu




(I‘GJ|0’| thiéu Tab stop

Poi v4i nhiing van ban muon trinh bay cach khoang nhau theo ting
cot 15 rét, thudng can dén dinh dang Tab.

JAVN

CL)
>~ Khi nhan Tab con tro s€ nhay di mot khoang mac dinh hoac dén vj tr
+ tabda thiét 1ap san, goi 1a Tab Stop.
)
<
LQ |_i|é|1|L2|il4J=:
Tén hang BVT 25 lrong Thanh tién
"~ Banh Choco......... k1o O 120.5......... 1,000,000
- Feo déo Angon ... o= S0.25 250, 000
Téng cdng 1,250,000




(!GJIO’I thiéu Tab stop

* C6 thé ty dong cheén céac ky tu dac bigt nhu dau cham, dau gach ngang
trude cac tab (Tab leader) dé noi lién cac ndi dung trong cung dong cho
dé theo doi.

SAN CCf BAN




A

Cac kiéu Tab Stop

Trong hop chwra cac ky hi¢u Tab Stop ¢ dau thanh thudc, mac dinh 1a

~( Left tab, click nut Tab Stop Indicator d chuyén sang cic ky hiéu tab
Ll khac.
O
) ? Tab stop indicator L ! g 1 F 2
= Cac kiéu Tab Stop
:L
C > Left L > Decimal "
> Right ] > Bar .
> Center L




A

Cac kiéu Tab Stop

SAN o/ BAN

Ky hiéu Chdrc nang Y nghia

Canh thang bén trai tai diém tab, van ban d6 vé bén

L Left tab ..
phai.

L Center tab Van ban canh gitra ngay tai diém tab

. Right tab Ca}ph thang bén phai tai diem tab, van ban do ve bén
trai.

- Decimal tab Ca?h d?u (o4 ptlan pha|A1 cach phan so thap phan va
phan s6 nguyén tai diem tab

I Bar tab Tao mét dwong ké doc




A

B1: Chon cadc doan ¢6 cung vi tri canh tab.

Cach tao cac Tab Stop

z\ B2: Chon kiéu tab ¢ hdp chtra cac ky hiéu tab. Ky hiéu tab duoc chon s& hién ra
cc)  trong 6 nay.

C) B3: Click tai vi trf cAn it Tab Stop trén thanh thudc,

B4: Lap lai cac B2 va B3 dé tao cac Tab Stop khac.




4hem cac ky tw dan trwée Tab Stop

B1: Chon cac doan di duoc dit tab can thém ky tu dan.

<L B2: Click thé Home hoac Page Layout — Paragraph dialog box launcher —»
CL) click nut Tabs trong hop thoai Paragraph

D B3: Trong myc Tab stop position, chon mot tab can thém ky tu dan, danh dau
C) vao nut chon trude kiéu ky tu dan trong khung Leader, roi nhan nat Set.
; Lip lai budc nay dé tao ky tu dan cho cac Tab Stop khac.

~

B4: Click OK.

L

L




)

hém cac ky tw dan trwd'c Tab Stop

: Tab stop position: Qef_aul: tab stops:
=L [i.6"  lo.5"

C I] P Tab”stops to be cleared:
\-W 4:25" 3

C

Lw Aiignment

— (& Left

\/—L O Decimal

-~ Leader

CL)

Ky tw dan trrdc tab




A

Ol va x0a cac Tab stop da tao

* Doi vi tri tab stop

B1:Chon cac doan can doi Tab.

B2: Trd chudt vao Tab can doi va kéo ré trén thude dén vi tri méi.
e Xoba Tab Stop

B1:Chon cac doan can xo6a Tab.
B2:Tré chudt vao Tab can xo0a va kéo ré ra khoi thudc.

SAN CCf BAN
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%Jinh dang Bullets & Numbering

* Trinh bay van ban dang li¢t ké tirng muc thong tin.

* Tao ky hiéu danh dau dau doan (bullets) hay tao cac danh sach danh
sO liét ké tu dong (Numbering) & dau moi doan bang cong cu Bullets,
Numbering hoac Multilevel List.

N GO BAN

* Word cung cép cac cong cu tao mot danh sach li¢t k€ don cép, hoac
mot danh sach da cap.

Y Jr

L




A

iInh dang Bullets & Numbering

I KHAI NIEM CAN BAN
1. Thdng tin diF liéu
2. Bonwvi lwu trir
3. May tinh
4 Taptin — Thw muc
Il MICROSOFT WINDOWS
1. Gidithiéu
a) DPac diém
by Cac phién ban
2. Khdi dong
a) Glao dién
b)) Desktop
c) Taskbar
d) MenuStart
Tat may
Cira sO

BAN CO BAN

e




A

ao Bullets

B1.Chon doan vin ban can dinh dang

? B2. Click thé Home — Click nut Bullets

CL)

D o — i — i —

) [2_— "’] 3 — T BT

\—L = i i— o —

S ERERESE - IR TR |

Faragraph M=




(!"rjao Bullets

Chon kiéu Bullet khac:

B1.Chon doan vin ban can dinh dang

B2. Click the Home — click miii tén bén phai
nat Bullets — click chon kiéu Bullet trong
Bullet Library hoac
click Define New Bullet
—» xuat hién hop thoai

Define Mew Bullet...




p
(l"’rJaO Bullets

B3. Chon Bullet
= Nut Symbol: mé hop thoai Symbol — tim va chon ky hi€u liét ké danh sach
phu hop.

Define New Bullet ?
Bullet character Font: |Wingdings
| Symbal... | | Ficture... | | Eont...
Alignment:
|Leﬂ: EI
Prewiew

BAN CO BAN

#
#ﬂ

=f
B
B

fY]
L

#
*i‘

=

“B
P
B¢

#
‘i‘

@ €| L£L|¥ T
Ok | | Cancel Wingdings: 118 Character code: from: |Sy1'n|:m| {decimal) |"v' I

| ] | | Cancel |




A

ao Bullets

B3. Chon Bullet

<L = Nt Symbol: m& hop thoai Symbol = tim va chon k hiéu danh sach phi
CL) hop.

Q) = Nut Picture: chon ky hi€u danh sach 1a 1 hinh anh

) = NUt Font: dinh dang ky hiéu Bullet nhu mot ky tu

z = Alignment: canh 1¢ ky hiéu Bullet

~L

CLC)
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ao Numbering

B1.Chon doan vin ban can dinh dang

E/S B2. Click th¢ Home — Click nut Numbering

D - — 1 — 1— = ==

O = ~|iZ| x|  EEEE 0 2L AT
T = = D = . D
o0 — — w — ﬁ .

Faragraph Ma




% L%

”rJaO Numbering

AN GO BAN

/
=

hoac

B2. Click mti tén bén phai nit Numbering—
click chon kiéu Numbering trong
Numbering Library hoac
click Define New Number Format
— xuat hién hdp thoai

1

Wi
bl

]

<= (Change List Level

Define Mew Mumber Format...

ég Set Mumbering ¥Yalue...

z AaBbCcl

Recently Used Number Formats —
1.
2.
3.
Mumbering Library

1. 1)

Mone 2 2)

2. 2)
| — A al
I, ————— B. b)
. = . c)
a. i, ————
b i, ——————
C. iij, =
Document NMumber Formats
1. 1.
2. 2.
3. 3.

-

L
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BAN CO BAN

p

’ﬂdao Numbering

B3. Hop thoai Define New Number Format
= Number style: chon danh sach kiéu thi tu so.

» Number format: dinh dang cho kiéu thir tu liét ké
dugc chon tir Number style.

Mumber format
Mumber style:

Mumber format:




danh sach nhiéu cap
ultilevel List)

A

B1.Chon doan vin ban can dinh dang
B2. Click thé Home — Click nut Multilevel List

|

1

|

1

K

I

4
4
i
¥
i
Bl
—

SAN CCf BAN

= =[5 = | & o

Faragraph Ma




(!ﬂ‘ao Multilevel List

=T SF MaBhOCc NnaBhb
Current List =

—hoéic i

D B2 Click miii tén bén phai nut Multilevel list— List Library

x\ click chon kiéu danh séach trong List Library ‘ ‘ >

i} ——— 1.1.1. ——
93 hoac
~  click Define New Multilevel list > ecton 1011 | 11
— — xuat hién hdp thoai T || @ | et
""*L' l. H=ading 1— Chapter 1 Ha:
CD A Heading : Hesding 2

1. Headin Hesding Se—

Lists im Current Documents

==- | Change List Level
Define Mew Multilevel List...

Define Mew List Style...




% L%

=Tao Multilevel List

Click lewvel to modify:

<L 3 CHUFONG 1.

3

CL) 3
5

5 =

Q) 7

)

S

.~ Mumber format

-~ Enter formattng for number:

L D + Eont. ..

Mumber style for this level: Indude level number from:
Bullet: —+

Bullet position

Mumber alignment: Aligned at: | 5,08 cm

Text indent at: Set for All Levels...

More === ] o




W

=T50 Multilevel List

* Click level to modify: Chon cap do.

> Number format:

> Number Style: chon kiéu Numbering hay Bullet
> Start at: chon s6 bat dau cho numbering
> Number Format: thay doi dinh dang outline number

> Position: Chon cac tham s6 khac nhu Font, Aligned at, Text indent at,
Follow number with,...

B4. Click OK.

SAN CCf BAN
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=5tr dung Multilevel list

Pé chuyén cap do ciia Multilevel list:

— A 2. X A
| :% B1l. Chon doan can thay do1 cap do.
LL : . . & .
B2. Click vao bi€u tuong:

O T

) ? -F"_= 2 Cap dO!
. Increase Indent =7, )

= > A4 aidm cap do
<1 = o
~K Decrease Indent 57|,

CLC)
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(l') Ke khung va t6 mau néen cho cac doan trong
~a . s
van ban
> Buong ke khung va t6 mau nén‘ cho doan van ban s€ tac dong dén doan
van ban bo1 g161 han 1€ trai va 1€ phai cua doan.

> Cac doan nay cO cung vi tri canh [& trai va 1& phai c6 cung mot dudng
bao khung hay t6 nén.

> Pinh dang ké khung va té6 mau nén thuong duoc ap dung cho bang biéu

N GO BAN
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é khung cho doan van ban (Border)

B1: Chon doan van ban hoac cac 0 trong bang.

<L B2. Click th¢ Home — Click miii tén bén phai nit Border — click

Ce) Borders and Shading, xuat hién hop thoai Borders and Shading.
O

)

= ri= - [ EEEE (2| W

CLC)

Faragraph Ma
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é khung cho doan van ban (Border)
* Thé Borders: ké khung

7‘-
i
O
Ol
Z
1

~S
CL)

Setting: chon kiéu ké
Style: chon duong ké
Color: mau sac
Width: chon d6 day

Preview: click dé ké hoic bo
duong ke khung.

Page Border I Shading

Prewvisw

Click on diagram below or use
buttons to apply borders

! Mone

Horizontal Line. ..




W

é khung cho doan van ban (Border)

* Thé Shading: t6 mau nén LEGEGENLEIET I

‘;L, " Fi”. ChOIl méu | Borders ” Page Border | Shading |
. . Fill Preswiew
CCl = Style: chon duong ké o Fil
C MAY S3 HEEEENE
|
O) Color: mau sac IEEEEEEE
K_, ........ Light Green
7 ENEEEEEN
— HEENENNEN
~( -DFH%IID —
(" I_"_l |_||:||:| [ Mare Colors. .. ]
CL)
Patkterns
Skyle:
[ ] clear w Apply ko
Sl Paragraph T
Aukoratic

[ Show Toolbar ] [ Horizonkal Line. .. ] [ QI ] [ Cancel
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é khung cho doan van ban (Border)

* The Page Border: dudng [gorcers | e order | ghadng |

7‘ Y : : Prewview
—~(  Vvientrang Cick e doorom beow or uee
C0) = Style: chon dlrrcmg ké -

) = Color: mau sac

O) = Art: chon mau hoa vin vién

— tran

A J

«-./' Apply to:

,\% |Whu|e document

CL

Horizontal Line... |




A

Dung dé chép dinh dang tir doan vin ban mau sang cac doan khac co
cung dinh dang.

Sao chép dinh dang (Format Painter)

B1: Chon vung dinh dang mau
B2: Trén thé Home — Click Format Painter J
B3: Kéo ré chudt hinh qua pl 5] in ban can dinh dang.

/4

Luu y: - Double click vao nit Format Painter: chép dinh dang cho nhiéu 1an
- Click lai niat nay hoac nhan phim Esc d¢ két thac.




ﬁl chu cudi trang va ghi chu cudi tai liéu

—, > Ghi chu cudi trang (Footnotes) va ghi chu cudi tai liéu (Endnotes) dugc
dung dé giai thich, ghi cht cho mot muc van ban trén tai liéu.

;
<

L) » Footnotes va Endnotes déu co 2 phan: phan danh dau tham chiéu va phan
() giai thich hay ghi cha twong ing.

) — Phan danh dau tham chiéu: Xuat hién trong van ban noi dit liéu can dugc giai thich
— hay ghi chu

\/—L — Phan glal thich hay ghi chu twong ng: d01 vo1 footnotes thi s€ xuat hién trén cung
C0) trang voi phan dugc danh dau tham chiéu, d6i v6i endnodes thi s& xuat hién ¢ cudi tai

liéu, hay & cudi phan (section).




=Ghi chu cudi trang va ghi chu cudi tai liéu

1, Phan danh dau tham chiéu

5 Puong ngan cach trong trang, ngan chia
van ban va phan giai thich cho Footnotes

Phan giai thich cua Footnote.

BAN CCf B Z\l |

@@

Phan giai thich cia Endnote.
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%
o Tao ghi chu cudi trang va

SAN G BAN

ghi chu cudi tai liéu

Cach 1: Str dung nut 1€nh trén Ribbon
B1: bit diém nhay tai vi tri can tao ghi chd

B2: Click th¢ References — Click nuUt Insert Footnote hodc Insert

Endnote — xuat hién ky hiu chu thich dugc danh 30 ngay tai vi tri do va
diém nhay xuat hién tai cudi trang hay cudi tai liéu sau sb th tu.

B3: Nhap chu thich vao

Page Layout Feferences

j‘!iBl [y Insert Endnote

J*LE: Mext Footnote -

Insert _
Footnote =l >how MNotes

il

Footnotes




(!!) Tao ghi chu cudi trang va
ghi chu cudi tai liéu

—. Cach 2: St dung menu I€nh

2

A

L B1: bit diém nhay tai vi tri can tao ghi chd
CL)

B2: Click Dialog box launcher cuia nhom Footnotes — xuat hién hop thoat:

BAN CO

1] Page Layout References Flailings Rewview Wiews Developer
ABl --I-i'] Insert Endnote =1 ‘& Manage Sources Eﬂ% ‘£ Insert Tab
A§ Mext Footnote - — [% Style: APA Fifth ~ — =% Update T:
Insert Insert Insert
Footnote [= Show Motes Citation - @i Bibliography ~ Caption L[] Cross-refe
Footnotes ] Citations & Bibliography Captions

1 Footnote & Endnote
[EEIEIETEEET)  chow the Footnote and Endnote

T TS - dialog box.
I |

- &

A -

E—— [ wea_ |

P

tirimrm P

EarTr—

Aoy e | oy

|




(!!) Tao ghi chu cudi trang va
ghi chu cudi tai liéu

> HOp thoai Footnote and Endnote: ;
) ) . . ) Footnote and Endnote -
— Location: Chon loai va vi tri Footnote hay Lacation

Endnote. @ Footnotes:! | Bottom of page [~

Endniotes: End of document

> Convert: chuyén doi gitra Footnote va Endnote
- Format: Cho phép dinh dang cac s6 hay ky hiéu

[ Conwert... ]

Format

SAN CCf BAN

° A . 2 A /4 A °A Mumber format: 1, 2, 3, ... EI
hién thi cua phan danh dau tham chiéu. I e
B3: Click Insert. == L E
Mumbering: Contnuous EI
Apply changes
Apply changes to: | Whole document EI

[ Insert ] [ Cancel ]
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SAN o/ BAN

Table

> Tao bang biéu
> Thao tac trong bang

— Nhap dir liéu trong bang

— Di chuyén

— Chon

— Chen, x0a 0, cot, dong

— Thay do1 kich thude dong va cot
» BDéng khung

> Pinh dang bong, mau nén cho bang




A

— > Bang biu gom cac 0 dugc tao boi cac dong va cot, cac O cua bang
<L biéu co thé chira van ban, hinh anh va bang khac. Bang biéu thuong
') duoc dung dé to chtrc va trinh bay thong tin.

Gioi thiéu

) > C4c thanh phan ctia bang biéu:

Dong (row)
Cot (column)

O (cell)




A

Gidi thiéu

. > Mot so thanh phan cta bang chi hién thi khi nhan vao nat Show/Hide
<L a7

CC)

\ LY = =

- MNut diéu khién di chuyén bang/chonbang

Bl | J | Déau két thuc 6

- [ i ] [ ] i: i (]

= |° | = = ° “4——D&4u két thuc hang

LL o o o = o

(——Nut diéu khién thay déi kich thwdc bang




W
#ao bang biéu

Cach 1: dung nut 1énh
. ;;L 1. Chuyén diém nhay dén noi can ta&gé’mg
CL) 2. Click nut Iénh Table trong tllsert
Q) ,

14 N\
3 Tr'\ 2 r.e 4 A \ \ A o oy 4
-

) W D - |-

( Umen icrosoft Waor
Home Insert Page Layout References Mailings Bewview Wiewr Developer

—_— —

[ cover Page ~ E ElE= T2 smartart &, Hyperlink =] Header ~ & quick Parts = [Z% signature
i aal| mE] — = _

[ Blank Page ih Chart A Bookmark & Footer ~ <] wordart - EDate & Tin

/‘ = Table Pickture Clip Shapes ... Text A= .
\L' h—, Fage Break - Art - @+ Screenshot - 't Cross-reference [ﬂ Page Mumber ~ Box ~ == Drop Cap ks Object ~
~ Pages S5x4 Table Links Header & Footer Text
LD IZI 1_ . 2 o o s EEEEE FEEE S o s & A

LOO0OO00
LOO0OO00
LOO00O00
LOO00O00
HOO00000

(000
(000
(000
(000

Insert Table...

Draw Table

Conyert Text to Table
Excel Spreadsheet

el 4 & 8 OO00

Quick Tables »
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'fJao bang biéu

Cach 1: dung nut 1énh

2\ . Chuyén di€m nhay dén no1 can tao bang
c0) 2. Click thé Insert — click Table
| — Insert Table... Es==
D Table -
A X . A A . - Insert Table
) — xuat hién hdp thoai Insert Table: o —
— - Table SiZE ChOIl Sé Cét Vél Sé dbng Mumber of columns: |5 Ii”
= — Autofit behavior: chon céac tily chon dé chinh sira kich thudc ctia bang Number of rows: 2 |
N biéu cho vira v6i dir liéu nhap. AutoFit behavior
L D @ Fixed column width: |.ﬁ.utc| Ii”
) AutoFit to contents
3. CI ick O K ) AutoFit to window
[ rRemember dimensions for new tables
[ ox ][ cence |




A

Nhap di¥ liéu cho bang

> DUr li¢u dugc Iuu vao tung 6 cua bang. NO1 dung trong 6 dugc canh
chinh nhu moét doan van ban, va dugc g161 han bo1 d6 rong cdt cua
bang.

N GO BAN

=)




(-,gz

| chuyén trong bang

_
=

il 1ab Di chuyén qua 06 phia sau, néu la 6 cudi bang, Word tu dong
O) chen thém mot dong maoi vao bang.

Q)

' [SlufiEs Bl R Di chuyén vé 0 phia triedc

=

~S

L)

L

™)

Ctrl +Tab Di chuyén diém nhdy vé diém dinh Tab Stop trong bang.




L

”A Chon Table

¥ nghia

Thao tac

Chon ot &

Click vao canh trai cuaa &

Chon mot dong

Click vao bén trai cia dong

Chon mdt oot

Click vao duong wvien & hadi trén clang clia

cot

Chon nhiéu &, nhiéu dong,
nhiéu cft lién ti€p nhau

Eéo ré chudt qua cac &, dong, oot can chon

Chon nhiéu &, nhiéu dong,
nhiéu cét khing lién Hé&p

ity pham Cirl va click chon cac &, dong,

cot can chon

Chon toan b& bang

Nhin vao nit diéu khién di chuvén bang
Hodc nhan gitr chudt trai va keo ré qua
toan bd bang

Hoac dé digm nhav vao trong bang, click
menu Layout—5elect— Select Table




|
L
Chen 0, coOt, dong

AN

. B1: Chon s0 6, dong hodc cot twong ting véi so 0, sO dong hoac so cot

= can chen thém vao
ct) B2: Click thé Layout — click vao muc can chen trong nhom Rows &
()  Columns trén Ribbon
)
o W = =7 - O] urmen icr o Table Tools =y
«-.../L: File Home Feferences Mailings Review Design j Layout
CC) 1 | = = : —
Y T [(H | e | R | B
Select View Properties Celete Insert Insert Insert Insert Merge Split
~ Gridlines - Above Below Left Right Cells Cells
LELe L e R [T L — =L




N

'fc')a 6, cbt, dong trong bang

B1: Chon 6, dong, cot, hay bang twong ting can xoa.

‘ ;L B2: Click thé Layout — Delete va chon muc can xoda (Cells, Columns, Rows,
. Table) |

LD ™ s A umen icrosoft Wor able Tools -

\ File Home References Mailings Review Cresign _Laj,-'-:uut_ FDE|-E‘|:E'CE||5 @u1
— s B 0 |(|[H| e el E= o St el et

k/w Select Wiews Properties Delete Insert Insert Insert Insert Ferge Split I:::I Shift cells up

- Gridlines - Above Below Left Right Cells Cells 1 Delete entire rowe

—_— Table S5 Delete Cells... : r= Merge ) Delete entire column

E— ™ #  Delete Columns D SO O O [ ok ] [ cancel ]
«-..,L' i é'a"' Crelete Rows

CD - 5]l Delete Table

«  Neéu chon xda 6 thi cé cac tuy chon sau trong hop thoai Delete Cells.
Shift cells left: dich cac 0 sang trai dé lap 6 da xoa
*  Shift cells up: dich cac 6 tir dwdi len




W
Thay ddi kich thudc

“* Dung chugt

 Thay d6i kich thwéc toan bd bang

 Thay doi d0 cao dong ‘ ? ,
Pua chudt dén duong bién bén dudi dong cég thay do1 do cao cho dén khi

chudt 6 hinh , nhan gitr chudt va kéo ré dé the=g=i d6 cao dong.

* Thay doi do rong cot
Pua chudt dén duong bi€n bén phai cot can thay do1 do rong cho dén khi
chudt co hinh |, nhan gitr chudt va kéo ré dé thaI\i do1 do rong cot.
+||+

SAN CCf BAN
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=" Thay déi kich thuéc

Thay d6i kich thudc cua dong/cot bang cach nhép gia tri cu thé trong khung nhap,
va diéu chinh can bang do cao/rong cua dong/cot bang nat 1énh

<L B1: Chon cac dong/cot
i B2: Trong Table Tools — Click thé Layout — Cell Size: chon muc
Q) — Table Row Height: d6 cao dong
_) - Table Column Width: do rong cot
— - Distribute Rows: can bang Distribute Rows
< d6 cao dong bang nhau Table Row Height
o0 — Distribute Columns: can bang
do rong Cot bang nhau Documentl - Microzoft Word
References railing s 2 e s | ear Dezign Lanyourt
rt Below  OEl Merge Cells | @[] 0.19 cH === A=
rt Left 35l split cens oy 151" ' === T --::
rt Right ::SplitT:uble l,_iﬁ!'.ﬂ.l,t-:lFit- —_ = :i Ciirection Mart

Pedlie g CEN Sz = 01 e vk

Table Column Width

Distribute Columns



A

Ké khung va td mau nén cho cac 6 trong bang

B1: Chon cac 6 can k¢ khung va t6 mau nén

B2: Trong Table Tools — Click thé Design hoac thé Home
— Click Borders: chon ké khung
— Click Shading : chon t6 mau nén

N GO BAN

Thuc hién nhu phan ke khung va td6 mau nén cho cac doan van ban.

>

Y Jr

L




A

Chen hinh twr tap tin

> B1. Cﬁnuyén diém chén vé vi tri dat hinh

> B2. Click thé Insert — Picture — xuat hién hop thoai Insert Picture:

> B3. Chon tap tin hinh va nhan nat Insert hodc double click vao tap
tin hinh dé chén hinh vao van ban.

SAN CCf BAN




P
a Chen hinh twr tap tin

-
@ Insert Picture

Smplepictures| [ 4

“-": .. » Libraries » Pictures »

Search Sample Pictures o '

Organize » New folder = - = @&

/
~K : : I
CD (W] Microsoft Word F Pictu res “brary Arrange by: Folder ¥

Sample Pictures

—q o

E— Chrysanthemum. Desert.jpg
= ipg

.U Favorites
Bl Desktop

L} & Downloads

&=
=2l RecentPlaces

m

]

_a Libraries

L' 5] Documents
-~ Music

) =
|| Pictures
¥ videos

Hydrangeas.jpg Jellyfish.jpg
*& Homegroup - -

File name: Desert.jpg - [All Pictures (*.emf;*.wmf;*.jpg;” V]

Teools - Insert Iv [ Cancel ]




A

> B1. Chuyén diém chén vé vi tri dat hinh

Tim va chen hinh tw Clip Art

:;% > B2. Click thé Insert - Clip Art — xuat hién Task Pane
LDL > B3. Trong Clip Art task pane:

— O Search for: nhép tir khoa hinh can tim

C) N :
B — O Results should be: chon loai hinh can cheén ttir danh sach
=
~U
LD Clip Art -
Search for:
lbooks | ==
Fesults should be:
Selected media file types -
= Al media types
-
o Photographs
[ wideos
------ 0 Audio




A

Tim va chen hinh tw Clip Art

> B4, Click Go — Két qua tim kiem GioAre =
“ -;L xuat hién trong Task pane booe ____ | Lee ]
‘5 B5. Click vao hinh = hinh duoc - =
Q) chén vao van ban
C) ]
—
= . [
CL) i
&P Find more at Office.com
@ it For fincing images




N

Cac thao tac trén hinh anh

, Home Insert Page Layo
° Chon mot doi twong b A Find -
—  Click thé Home — Click biéu twong Select — Select Objects 5P “ae Replace
[:::r f Lg Select -
Y Editing

[[ L Select ~|

= Select All

- Click chudt 1én do6i twong hinh, hinh dwgc chon sé ¢é cac nut bao quanh.

b select Objects
Select All Text Wit
Eﬁ. selection Pane...

O—0

chon hinhj 3
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o
hay doi kich thwdc va doi hinh

> Thay d6i kich thuéde hinh:
- Chon doi twong hinh

- Dua chudt dén cac nuat bao quanh hinh. Chudt c6 dang miii tén 2 dau. Nhan gilr chudt va kéo ré dé
thay doi kich thudc.

- Hoac:
> Click thé Picture Tools Format — nhap kich thudc chinh xac cho hinh trong nhém Size

I Picture Tools _
Format

3 Bring Fonarard I= align - |
4 send Backward E Group -
%Selectic-n Pane Sk Rotate -

Arrange Size I

- _ -
4[] Height: 1.88

BAN GO BAN

ik A}

Crop | —7 width: 1.94

> D01 hinh:
— Nhan gitt chudt vao doi tegng hinh. Khi chudt ¢6 dang mii tén 4 dau  thi kéo ré dén vi tri méi.
— Hodc chon 1ésf+Cut - Paste




W
'ﬁch)p van ban

> Click thé Insert —» Text Box — chon mdt mau tir thu vién dé chén vao van ban — Nhap

noi dung vao Text box
e | L] u g
‘/L: D o cumen W i crosoft Wor
[AE
Insert Page Layout References Mailings Review View Developer
L =| Sma ! yperlin S eader ~ Fa ignature Line —
C'_ ElE Smartart H link Head A 5 t L
EEl ﬁ.h Chart & Bookmark = Footer ~ EDate & Time
Table Picture Clip Shapes .. Text CQuick Wordart Drop Equation Symbaol
- - @+ Screenshot ~ | rass-reference #] Page Mumber = - - - C ject = - -
Art 5 hot g i lJ P M b Box Parts Cap E‘EOb' ct
s Tables Illustrations Links Header & Footer Built-In -
j,---|---2---|---1---|---1---|---3---|---4---|---5---|--
===
==
4 = =
C) ot =
Dinh dang Text Box
-
sed puhinar ultricies, purus
lectus malesuada Wera, =it simple Text Box Alphabet Quote Alphabet Sidebar
amet commaoda magna sros
quis urna.
=~ L. Nunc viverra imperdiet enim.
~ E o Fusce =3t Vivamus @ tellus.
= 5 = Pelientesque habitant morki tistique senectus =t netus ot m
: & g’.ll fames s turpis =gestas. Proin pheretra nonummy pede. Ma
5 %n i
g % —g =rank (Mypeag
E- '5 E the docur
a- = ﬁ m + he oo FHmm
wpe @ guote from t Lme nt o
g 'Eh : the summary of an inte e sting point. interesting Annual Quote Annual Sidebar Awustere Quote
5 £ 2 ¥oua can position the bextbox )
5 £ anywihens in the donsment. Use the can positl
- Dirawing Tools tab to chang the B ampew
= formatting of the pull quote =xtbox]
= . docums
] E = Droawing |
B =
EE =T chan
S = —
% E "; é formattin
:E & 5 = guote t
<3 g8
‘E 5 g h Awustere Sidebar Auwustin Pull Quote Auwustin Sidebar -
o &= 5
e o 5 E Draw Text Box
| .2 == T
ds: 229 | Englishiu.sy | P3| R
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fop van ban

> Click chon Text box — click thé Format — chon dinh dang cho text box

//
N
~K srment3 = Microsoft Wer T —————
LD t References rlailings Rewviewr Wiewr Developer | Format |
“j ¥ shape Fill ~ A Text Fill - |1} Text Direction -
C [ A.I::H:] [ Abc ] [ Abc ] ~ | ¥ shape Outline ~ A A ~ | &7 Text Outline ~ | [55] Align Text ~
L} ‘=i Shape Effects = = | J[&\ Text Effects = == Create Link
Shape Styles Wordart Styles Fa | Text |
=
\/T BPinh dang Text Box
~ — Shape Styles:
C0) PE Sty

- WordArt Styles: chon kiéu chir ngh¢ thuat _

Pinh dang Text Box

— Shape Fill - Gradient

- Shape Effects:



W
a Chen hinh vé Shape

» Click thé Insert — Shapes— Text Box

: Insert Page Layout References Mailings Rewviews Wiaw
= =
<L ﬂEE bﬂ%ﬁﬁ?ﬁgTiiﬁﬂ+ i!
CD :;; TEE!lE Picture ilg:-f Ship-es Smartart Chart 5creei15h::|t Hyperlir
Tables Recently Used Shapes L
C\ BN NOOoODA LLD S G|
h i — B
D e sox
R " Hi s O R A
— Rectangles
_— L] () [y ol Ly (o) [ (] ]
Basic Shapes
~K EOAMNITASOOO®®®
CL) ®@GOOOr L ¢ G 0D
OO &A@ = i3 T <3 ™
I S

> Chon mdt cong cu v€ hinh trong Shapes, kéo ré chuot dé v& hinh.



A

Autoshape

> Con tré chudt co dau cong (+), kéo ré chudt dé vé& hinh.
CL)
D
O)
— /' + <+ Drawing Canvas
Z N\
CD 1 Sha pes

— Ghi chG: Véi nhirng hinh khép kinh (hinh c6 dién tich), dé nhap van ban tryc tiép 1én hinh: right
click Ién hinh —> Add Text.




W
= Ché dé bao vé cho van ban

> Microsoft Word 2010 cung cap cho chung ta chirc ndng Restrict Edltlng dé bao vé tai
liéu cuia minh, gidi han quyén thay doi dinh dang hodc noi dung cia vin ban.

> Cac budc thuc hién:
— Click thé Review— Restrict Editing thudéc nhom Protect

SAN CCf BAN

Review Wiewr Developer
A% Previous E: "' | ?
- 9 XUét hién khung té ?‘:}NEH Cnmj;:ére I-ET-j-:L' Restrict
= Luthors = |Editing

and Editing 1ges Compare ) .:;r-;::ltect




A

— Formatting restrictions: gigi han dinh dang cho mot s styles trong van ban
» Click chon Limit formatting to a selection of styles
> Click Settings... — chon céc styles khong cho phép thay doi

Ché do bao vé cho van ban

— Editing restrictions: gidi han noi dung duoc chinh stra
> Tracked Changes: luu lai moi thay d6i, ndi dung bi thay doi gach chan d6
> Comments: chi cho phép thém chu thich vao van ban
> Filling in forms: chi cho phép dién vao form duoc tao trong vin ban Word

BAN CO BAN

> No changes (Read only): chi cho phép doc, khong cho thay d6i.




D
=~ Ché dd bao vé cho van ban

— Click Yes, Start Enforcing Protection — xuat hién hop thoai
— Pt mat khau cho quyén chinh stra nd1 dung va dinh dang

Restrict Formatting and Editing - M
1. Formatting restrictions

Limit formatting to a selection of styles ~ .
: _ Start Enforcing Protection | i)
} Settings. ..

O BAN

s

2. Editing restrictions Protection method
— [] Allow only this type of editing in the @ Password
document: {The document is not encrypted. Malidous users can edit the
P |N|:| changes (Read only) | - I file and remove the password.)
=~ L' Enter new password (optional): |------
CD 3. Start ent - Feenter password to confirm: |------
enforceme
Ar dy to apply th e 3 0y User authentcation
£ you rea a eze settings? (You
can Lm merlrnFFlater] = {Authenticated owners can remove document protection. The

document is encrypted and Restricted Access is enabled.)

| ves, Start Enforcing Protection |

| ok || cancsl

See also

Restrict permission...




In van ban
> Sau khi dinh dang hoan chinh van ban, khi thyc hién 1€nh in, Microsoft Word cho xem

van ban trudc khi in (Prlnt Preview) gitip chting ta kiém tra dinh dang toan bo tai liéu
— nhu khi dugc 1n ra giay.

> Thuc hién:

\
A % ? =
Chon phan van ban - ol =
c, File Home Insert Page Layout References Mailings Review View Developer = @
A .
=l save
muon in Print B
Save As @
Copiess 1 =

O BA

S

- 2 - - BS Open Print
N & tham TNgi dung /¥ én can can dat
I e I 9 I Ed Close chién
- q0E vira [am (redo).
Printer o __
, Info TO03.2.4 X Iy 164 hin thi tieng Viat
- A ,; HP Laserlet 2200 Series PCL 5 TOO3 Z4T Bm.a.;h1na.1;:nmhwumgd_;cbnhmd£m(mmmum)
Recent ot il - <6 sEntronsp mmém =z can thic 481 vdivin ban tidns Vist
sty I - E=y TOOT = 4. TiZtcach loai b6 cachisn thi Ehons mons musn (41 du: duime
e Printer Properties s6ng) xudt hin trong vin ban tifng Vist. Bist cachrnir 1§ 1oi khi
Ennter Froperties a 4 dan andpasts’
Mew sao chépwva din (smart cut and past=).
Settings TC03.5 Dinh dang van ban
~ Pid T003.3.1 Dinh dang van ban (fext)
Print All Pages - TOO3 31T Fift cich thay 461 phtng chi(of chif, kifuchi), cdc ifu hiln
~ ]| Print the entire document thi lrhdc nham (dam nehifng zach dudi)
[ Save & Send : TOO3 3T TSt cach £hichi 5 6 dusi (subsaript), chis 6 trén (supsmenpt)
Pages: ] TOO3 313 Biztcach thay A5 mAu EF T va meunanvEn ban
Help T TOO3 .15 Eiftcach chuyZnd ol chif hoa cEFTETonE. =
TOO3 5.1 Eiftcich ngii o (Eypemaion) ER wudmg demg. |
Only print on one side of th...
2] Options T003.3.2 Dinh dang doanvan
EE Collated - TOO3 32T Hifu Lhainitm & (pamemph) Distcachchon(dash |
Ed Exit 123 123 123 dén) métdoan van
TOO3 3.1 TSt cach them, b6 cic diudoen (paasrs) ). Eunest
b L . déng (line breal).
E Portrait Crientation e TOUS 323 | Eiftcach thut 15 (mdend), cEnls (waL, 5ia, pEAL d5uharbiEay.
TOO3 324 FiFu cone duns, bt csch b ip, 55 b vass duns TN
Letter - {tab) (vidw céntréi, cin gifte, cin phai).
8.5" x11" TOO3 3T =t cach difu chinh Ehoang cach gifta cac d oan van
7 i TO03 326 St cach difu chinh Ehoang cachdin donE rong domm van |
e oL - TOOT TZ7 | EiStcach tao/b5 tan mbt darh s3chd mz e banz o3k Fonz
Hb—= Lef: 1" Right 1 dinh déu tir done (bullet) hode ddnh 58 hr d éng (mumbesing) .
Bift cdich thay 4 cde kifu dduhrdéng, kifudanh sb irdéng
I:I 1 Page Per Sheet - Lhéc nhan Bénhsbtrdéne cdc doanvinban

Page Setup

4 4 of 7 »
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In van ban —T—

, Page Layout References Failing
> Thiét 1ap in van ban: i save .
rint
— Nut Print: 1énh in ;"* = o
Z — Copies: chon so ban in o Print
\/ . . 4 . =
"< — Printer: chon may in Info Printer
LD _ Settings: Recent g ::'aI;:serJEt 2200 Series PCL5 _
D > Pag,es: ChQn phén Vén bén New Printer Properties
, muon in (All Pages, Selection, - Settings
O .
Current Page, Pages...) Print All Pages -
1 Print the entire docurment
— » Collated: cach thirc khi in save & send Pages
= nhiéu ban Help Print One Sided
\L, . . r < A . r‘ COnly print on one side of th... T
o) > Orientation: hudng giay in 23 options ===
> Pages per sheet: chon sé trang & e 28125 123 12 T
1n tl’él’l IIl(Sl mét gléy Portrait Orientation -
> Page Setup: chon dinh dang Letter .
trang In B
T Meormal Margins -
b— Left: 1" Right 1"
|:| 1 Page Per Sheet -
Page Setup




O BAN

S

N

)
)

ac nhau

> Microsoft Word cho phép luu van ban dudi cac kiéu tap tin khac nhau

van ban dwdi cac kiéu tap tin

> Thuce hién: Click thé File - Save & Send

(w5 -6

Home

Insert

Page Layout References

Mailings

password.docx -

Feview Wiew

H Save

Save As

= Open ‘
' Close

Info

Recent
Mew

Print

Help

2] Options

4] Exit

Save & Send

icrosoft Wor E-

Developer

Send Using E-mail

EI_ u Send Using E-mail

) | =

Save to Web

Save to SharePoint
Publish as Blog Post

File Types

E Change File Type

Create PDF/XPS Document

Send as
Attachrment

=

Send as XP5S

B

Send as
Internet Fax

Attach a copy of this document to an e-mail
Everyone receives separate copies of this document

Changes and feedback need to be incorporated manually

Create an e-mail that centains a link to this document
Everyone works on the same copy of this document
Everyone always sees the latest changes

Keeps the e-mail size small

/1% Deocument must be saved in a shared location

Attach a PDF copy of this document to an e-mail
Deocument looks the same on most computers
Preserves fonts, formatting, and images

Content cannot be easily changed

Attach a XPS copy of this document to an e-mail
Docurment looks the same on most computers
Preserves fonts, formatting, and images

Content cannot be easily changed

Send as Internet Fax
Send a fax without using a fax machine

Requires a fax service provider




(ga vin ban dudi cac kidu tap tin
ac nhau

> Trong ctra s6 Save & Send:

; — Send Using E-mail: cho phép két xuz"i} van l?)éin dinh kém email

| 55 - SaV? 1o Vyel?: 1}J:u Yén l’)én’trén mang de c6 thé xem hoac chia s¢ véi
| nguol khac ¢ bat ky may tinh nao

D — Publish as Blog Post: xuat ban 1én trang web

2 — Change File Type: luu vin ban dudi cac kiéu tap tin khac nhau

=




van ban dwdi cac kiéu tap tin
ac nhau

s> Ctra sO Save & Send:

— Change File Type: luu vin ban duéi cac kiéu tap tin khac nhau nhu: *.docx, *.doc,
*.txt, *.rtf, ...

O BAN

-
E“ Il Y[ Documentd - Microsoft Wor lEl&lg

File Blog Post Insert = i

= save
‘ | Save & Send Change File Type -
( | | Save As

| @8 Open @E s Send Using E-mail Document File Types

E— . i Document (*.docx) = Word 97-2003 Document (*.doc)
3 Close — | Uses the Word Decument format — | Uses the Word 97-2003 Document format
sy g Sawve to Web
/ Info m" OpenDocument Text (*.odt) mé Template (*.dotx)
\L' |m| Save to SharePoint Uses the OpenDocument Text format ] Starting point for new documents
~ Recent sl
L D L Cther File Types

Mew Publish as Blog Post =

% Plain Text (™.td) % Rich Text Format (*.rtf)
Print Contains only the text in your document — | Preserves text formatting information
File Types
SavelElEEnd — ] @‘ Single File Web Page (*.mht, *.mhtml) E Save as Another File Type
. ﬁ Change File Type Web page is stored as a single file
Help 2
Create PDF/XP5 Document o
——
2] Options == &
E Exit Sawve As




o AN

S

=)

van ban dwdi cac kiéu tap tin
ac nhau

> Clra sO Save & Send:
— Create PDF/XPS Document: luu vin ban duéi kiéu tap tin *.pdf

o -

] = === umentd - Microsoft Wor l—=-|-|El-lg
File Blog Post Insert E 7 ]
= save

| Save & Send Create a PDF/XPS Document |

Sawve As . : :

f ] ) Sawve this docurment in a fikxed format.
ﬁ Cpen = " Send Using E-mail Document looks the same on most

v computers

[ Close < Web Preserves fonts, formatting, and

o awe to We images
Info Content cannot be easily changed
fecent ﬁj Save to SharePoint ;‘rrzf}viewers are available on the

L,

Mew - Publish as Blog Post E

-
Print - Create

File Types PDF/XPS
L —
Save gaisad ﬁ Change File Type
Help -
| Create PDF/XPS Document %

T

23 Options -

e Exit
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Pat mat khau kiém soat truy nhap tap tin van ban.

» Click thé File »> Info - Encrypt with Password

— Xuét hién hop thoal Encrypt Document:
> Password: nhap mat khau dé m¢ file
> Reenter password: nhap lai mat khau dé xac nhan

O BAN

S

Wl = - = |_ﬁn\enﬁicrmﬂ Wnr_ Encrypt DucumentA @u

Home Insert Page Layout References Mailings Review View Developer Encrypt the contents of this fie
. = save Password:
Information about Documentl ‘ane |
— Save As
Caution: If vou lose or forget the passwaord, it cannot be
Open R recovered. Itis advisable to keep a list of passwords and
=~ L' = - Permissions ) their corresponding document names in a safe place.
-~ ' Close %J Anyone can open, copy, and change any part of this document. (Remember that passwords are case-sensitive.)
D Protect
Info Document = [ Ok ] [ Cancel ]

Mark as Final

Recent
Let readers know the document is final
and make it read-only.
New PR — Confirm Password I e
Require a password to open this ;
Print document. Encrypt the contents of this file
Restrict Editing Reenter password:
Save & Send Control what types of changes people |""""‘ |

can make to this document. Caution: If vou lose or forget the password, it cannot be

o o b B

Help Restrict Permission by People recovered. Itis advisable to keep a list of passwords and
Grant people access while remaoving g their mrgesp;ndlng dacurgent names in a SEFE place.
2] oOptions their ability to edit, copy, or print. (Remember that passwords are case-sensitive.)
. Add a Digital Signature
E Exit Ensure the integrity of the document [ QK ] [ Cancel ]

by adding an invisible digital signature.




(!_'/!JI) Eéér: mat khau kiém soat truy nhap tap tin van

> Khi mo file d3 dat mat khau —Xuat hién hop thoai Password:
— Enter password to open file: nhap mat khau dé mo file

il B
Password &u

.

Enter password to open file
D:\DHMYBan oo ban\password. docx

SAN CCf BAN
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Bai tap: Soan théng diép va van ban hanh
chinh

> Soan thao mot thong di€p
—~ Biét cach soan mét thong di¢p binh thuong nhu thong bao, thu.
> Soan va xir Iy mot viin ban hanh chinh mau

~ Biét cach soan va dinh dang mot vin ban hanh chinh (tuy chon) theo mau
quy dinh.
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NOI dung

» 5.1 Kién thirc co ban vé bang tinh
> 5.2 Sir dung phan mém béang tinh
> 5.3 Thao tac doi véi 6

» 5.4 Thao tac trén trang tinh

> 5.5 Biéu thirc va ham

=L
CL)
D
C)
~K
CL)

> 5.0 DPinh dang mot 0, mot day 0
> 5.7 Biéu do
> 5.8 Két xuat va phan phoi trang tinh, bang tinh

CHUONG 5: SU DUNG BANG TINH CO BAN 329
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5.1 Kién thirc co’ ban vé bang tinh

» 5.1.1 Khai niém bang tinh

> 5.1.2 Phan mém bang tinh

\WN G BAN

~

CLC)

CHUONG 5: SU DUNG BANG TINH CO BAN 330
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SAN CCf BAN

1. Khai niém bang tinh

» Bang tinh (spreadsheet) ding dé to chuc, phan tich va
luu trir dt iéu ¢ dang bang

» Bang tinh ban dau duoc phat trién dé gla lap cac trang ké
toan (accountmg worksheet) tren gidy, hién nay duoc
ung dung rong rai trong nhiéu lanh vuc khi can xay
dung, sap x&p, chia sé dir liéu dang bang

> Bang tinh thao tac trén cac dir liéu duoc b1eu dién nhu
phan tir, con goi 14 6 (cell) cua bang ¢ to chic theo
dong va cot

5.1 - KIEN THUC CO BAN VE BANG TINH 331
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CL)

Khai niém bang tinh (tt)

> Moi phan tir trén bang tinh co gia tri la so hay van ban hay két
qua cua cong thire tinh toan ty dong, co thé phu thudc vao gia tri
clia C4C phan tir Khac

> Nguoi su dung bang tinh co thé diéu chinh mot dir ligu bat ky va
quan sat cac thay doi dua trén viéc diéu chinh do6

— Bang tinh phl hop véi cac phan tich dir liéu dang WHAT-IF véi toc do
cao va tu dong

5.1 - KIEN THUC CO BAN VE BANG TINH 332




2%

Cong dung bang tinh

» CO thé ding bang tinh deé:
— Lap béao céo tai chinh, thong ké va cac dir liéu khac
— Phan tich dir liéu, xay dung ké hoach

o — Trinh bay dit liéu dang qé thi, biéu do

— Nhap dir liéu tir cac nguon bén ngoai bang tinh

C)
- — Tao mOi treong cdng tac trong xur ly dir licu
<
CL)

5.1 - KIEN THUC CO BAN VE BANG TINH 333




(!!) Cac buwéc co ban xay dwng va trng dung
bang tinh

> Nhap va bién tap dir liéu, cong thirc vao bang

:/T > Tinh toan trén dir liéu bang cach 4p dung cac phép tinh,
ii bicu thirc, ham

C ~ 1eA , . . X X

) » Biéu dién truc quan dit liéu dudi dang biéu do

Z > Str dung mot so6 ung dung cao cap nhu phan tich dir liéu,
~L d b 7

C0) u Dao

> In va phan phoi cac bang tinh

5.1 - KIEN THUC CO BAN VE BANG TINH 334
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2. Phan mém bang tinh

> VisiCalc 12 phan mém bang tinh dau tién trén may vi tinh
(1979 trén may Apple 11, 1981 trén may IBM PC)

=

el > Lotus 1-2-3 (IBM) va Quattro Pro (Borland) la cic phan
8 mém bang tinh dan dau trén hé diéu hanh MS-DOS

— > Excel (Microsoft) duge dua vao st dung trén hé diéu
< hanh Macintosh nam 1985 va trén hé dieu hanh
L

Windows nam 1987, dan dau thi truong tir 1995

5.1 - KIEN THUC CO BAN VE BANG TINH 335



Phan mém bang tinh (tt)
» C4c phan mém bang tinh m& nguén mo: OpenOffice
Calc, LibreOffice Calc, ...

> Cac phan mém bang tinh trén mang (dam may), truy xuat
bang trinh duyét web:

Google Sheets, Excel Online, ...

=
CC)
D
)

=)
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Phan mém bang tinh (tt)

» Cac phan mém bang tinh hién dai thuong la mot thanh
phan trong mot bo (g dyng van phOng bao gom xir 1y
van ban, bang tinh, trinh chiéu, quan ly co sé dit licu. Vi
du:

— Excel trong Microsoft Office

— LibreOffice Calc trong LibreOffice Suite
— WPS office, OfficeSuite, Polaris Office trén hé diéu hanh Android
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So sanh cac phan méem Office

InfoWorld Scorecard

Microsoft Office 2010

OpenOffice.org 3.3.0

LibreOffice 3.3.1

IBM Lotus Symphony 3.0

SoftMaker Office 2010

Corel WordPerfect Office X5

Google Docs

Word
processing
(20.0%)

10.0

7.0

7.0

7.0

9.0

6.0

7.0

Value
(10.0%)

9.0

7.0

7.0

8.0

9.0

6.0

7.0

Spread
sheets
(20.0%)

10.0

7.0

7.0

7.0

9.0

6.0

7.0

Usability
(15.0%)

9.0

7.0

7.0

8.0

7.0

6.0

7.0

Presentations
(20.0%)

10.0

7.0

7.0

7.0

9.0

6.0

7.0

Interoperability
(15.0%)

8.0

7.0

7.0

7.0

7.0

5.0

7.0

Overall
Score
(100%)

9.5

7.0

7.0

7.3

8.4

5.9

7.0
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Cac phan mém bang tinh théng dung
> Microsoft Excel (thuwong mai)

» OpenOffice Calc, LibreOffice Calc (m& nguon mé)
» Google Sheets, Excel Online (trén mang)

=
CC)
Q)
)

Y Jr

L
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=~ Man hinh Excel

Home ; Insert Page Layout Formulas Data Review View Developer Nate'stab & e (=] ,x

Currency <4 & 5= Insert ~ z - /ﬁr [%
$ v % » % Delete ~  [@]~ Z
<.0 .00 Styles | . ] Sort & Find &

50 %8 ~ (Bl Format ~ | (2~ Filter~ Select~
= | Alignment = | MNumber M= | | Cells | Editing
J< | =SUM(D2:D5) Formula Bar
[ & e I == s ) H

Calibri 11 -
B 7 U~ A A

i

3/2015 Water bill . Column header

CT BAN

Selected Cell T

Total: \I $162.00_| Column

Check Balance: $523.00 l

AN

Available: $361.00

r)
L)

Column and —»
Row Separators

15 Row Header
16 <+—— ROwW —»

| Sheet tabs
4 <« » »| Sheetl ~Sheet2 .~ Sheet3 .~ ¥J - [I«l n
Ready | 23 | - | (B8]0 1 100% (=)
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Man hinh LibreOffice Calc

5.1 - KIEN THUC CO BAN VE BANG TINH

Data Window Help
DL Tr
- & = - C -
'~ 110 [+] %% - v 4 - o
| o X = I
S — C [ D [ E | F [ G [ H [ T | K | [ ]
Phone No. No of People B
No in Team No of people over 339 Missing phone No. Showing In Accounting
Team contact list 30 18 6 24 1
Last Name First Name Birthdate Age Phone number address city state zip Department Group
Mark 07/10/1988 i (505) 555-2839 3957 Willow Georgetown HI 04317 Accounting GroupD |=
Williams Michael 01/15/1992 (212) 555-1234 35123 Main st. Springfield AZ 12345 Accounting  Group C
Walker Ruth 04/06/1950 61 (701) 555-0313 1218 Beech Hudson VA 68499 Management  Group C
Johnson Robert 06/26/1964 47 (313) 555-1987 7886 Oak Clinton AK 68499 Security Group A
Davis Richard 07/20/1944 67 (858) 555-3053 3837 Ash Fairview DE 35829 Accounting  Group C
Thompson Donald 11/13/1992 11284 Cottenwood Milton ME 30267 Management GroupC —
White Elizabeth 03/27/1987 (971) 555-5758 1323 Chestnut Oxford KS 02304 Accounting  Group A
Brown David 08/11/1946 65 (212) 555-3053 2347 Mah Salem CcT 20304 Accounting  Group A
Conditional Formatting - - 36216IT Group B
i 68499 IT Group A
>=|5="Group E[ 38596 Management Group B
Cell Style iU e ‘Z” I New Style ] 43117 Accounting  Group D
- i 20304 Accounting  Group B
= 30267 1T Group A
B Candiion2 36216 Accounting  Group D
!iﬁi' valueis |~ I lmua‘ to > I 20304 Accounting  Group B
Cell Style New Style.. 12345 Marketing Group B
36216 Marketing Group A
[] Condition 3 1234517 GroupA  ~
Cell value is :VI equal to v ]
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P
a Man hinh Google Sheets

L X hitps: //docs.google .com /spreadshests /d/1-RbzCyOECYUK-XUBLINF 1 p&AaS_ypmAkdFFeifvasuy fediti#gid=570030912 iy
— = Giai_BT_TONGHOP1 xIsx [ | tung ne@ou edu.vn -
Tép Chinh sra  Xem Chén Binhdang D lidu  Céngey  Tiénich b sung  Tro gidp  Chink sia Idn cudi duoc thiee hign vao 25 thang 11 b&i Huong Minh Xuan Hhin xét
1 -
‘V':-L o~ T 5 % 0 00123 - 1 - B Z 5 A. % .H- =-1-|+- coBEMY-Z- & -
~ f
L Q A B G Bl E F G H J I L b i 8] P G F S T 8]
1
\‘\ 2 pk
L 3
Y 4 KET QUA TUYEN SINH
( 5
6 SBD Ho Tén nganh th khu vuc [Todn Ly Hba tdng cién|diém chu/két qud |hoc bing
— T D204 Nguvén Mant| Binh 2 4 2
8 C203 L& Minh Binh 4 3 1
S—
A 9 B102 Trufdhg Quar| Minh 3 s G
- L 10 a101 L& Mirk Tén 4 7 5
~ 1M a205 Mguyén Thi | Thanh ] 7 9
L Q 12 C106 Chau Thanh | Thé g 5 7
13 D107 Tran Trung 9 7 g
14 az0m Phan Ba Yinh ] ] 9

16 Rang 1 Bang 2
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A

5.2 Str dung phan mém bang tinh

» 5.2.1 Lam viéc v6i phan mém bang tinh

<L » 9.2.2 Lam viéc vo1 bang tinh
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A

5.2 Str dung phan mém bang tinh

»5.2.1 Lam viéc voi phan mém bang tinh

<L »9.2.2 Lam viéc vo1 bang tinh
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5.2.1 Lam viéc vé&i phan mém bang tinh (1)

> Khoi dong:
= — Céch 1: Nhap dap chuot vao bicu tugng trén man
Ll hinh Windows (Desktop).
8 - Cach 2: Start 2Programs - Mirosoft Excel.
<

— Cach 3: Start2nhdp Excel vao 0 search.
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2
«..__L

™)
)

Title Bar

> Cira s0 MS Excel

AN e - | = Bookl - Microsoft Excel

Home Insert Page Layout Formulas Crata Rewview Wiewr

L ]
1 im| e - -
calibri - 11 - oA AT B = General - *_é % _ }rﬂ g Insert = ﬁ [ﬁ
. . == B Delete = kg =4

- - 5 - .0 .00 Conditional Format Cell M Sort & Find &
= = o e = B Format ~ | &2~ Fiter = select -

il i)

ki
U]
¥
U]

&
|__"|‘§v
- B I U - Sy - A -

Formatting = as Table = Styles =

Clipboard =

5.2.1 Lam viéc vé&i phan mém bang tinh (2)

[} Alignment = Mumber = Styles Cells Editing

= =
a @ = &

MR

I o f
1 e

E F <] H 1 J K L M N

Horizontal Scroll

A B c D

Formula Bar
Column

Cell ——»

Row

Vertical Scroll

ik AR A A AL

Al
Wt s m

WorkSheet

MM K
M= Q

4 4 » »| Sheetl . Sheetz . Sheets , ¥4 : =

Mg

—

Status Bar —;Ready [ ||E| 0 100%: kEJ




_g)

5.2.1 Lam viéc vé&i phan mém bang tinh (3)
» Cac thanh Ribbon

—_—
—
5 /,/' Insert Page Layout Farmulas Data Review View Y Tell me what you want to do.. Sign in ’Q,_.Share
~ L alls CK:- ] Ty
Cut - . - |l= _ = -: y 'I'x > AutoSum - A
Calibri -l A A== #- =¢ Wrap Text General - - IR - lll
Cl] B Copy ~ B " ‘OJ = (¥ Fil - zY
Paste ] B I U~ = == == EMer e & Center = $ T <8 Conditional Formatas Cell Insert Delete Format Sort & Find &
- ¥ Format Painter N T - . S Formatting~ Table~ Styles~ - - - & Clear~ Filter = Select~
Clipboard P Font ] Alignment P MNumber P} Styles Cells Editing -

A
‘ \ i Home Page Layout Farmulas Data Review i Q@ Tell me what you want t Sign in ;?'_Share

. E‘? D F r{}' ol store 1% ll'|-';;: 15 e E ]1 ]: == E:,; D 4: EE::;:”

- 0 - ol -

E—
PivotTable Recommended Table  Pictures Dnllne & My Add-ins - E Recommended _ PivotChart ElY Line Column Win/ Slicer Timeline  Hyperlink  Text Header
S— PivatTables Pictures &+ 7 Charts - AR g Map = Loss Box & Footer
//I Tables INustrations Add-ins Charts s Tours Sparklines Filters Links Text Symbols S

Haome Insert Page Layout Farmulas i i Q@ Tell me what you v to do... Sign in ﬁ.Share
[E] From Access D D F [ Show Queries ”= 2] Connections 8| Y Clear El% FZ Flash Fill f+= Consolidate O ) EI & Group -
i+ |alz d -
[& From Web -¢- . DFrom Table Properties ) Reapply B+l Remove Duplicates Relationships " @8 Ungroup ~
Fram Other Existing New Refresh 2l Sort Filter Text to What-If Forecast
[& From Text Sources~  Connections Query~ D@ Recent Sources All~ Edit Links & Y Advanced Columns =4 Data Validation ~ @| Manage Data Model Analysis~ Sheet EE Subtotal
Get External Data Get & Transform Connections Sort & Filter Data Tools Forecast Cutline (R
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A

5.2.1 Lam viéc vé&i phan mém bang tinh (4)

»>Pong va thoat bang tinh
=L -menu File 2 Exit
: ~hoic nhan Alt+F4
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A

5.2.2 Lam viéc vé&i bang tinh (1)

? - < vd
. >Mo Tile bang tin S — .
g ‘(K) |J- ~ Computer ~ DATA (D:) ~ THDC ~ - @H Search THDC
\//' = Organize *  New folder = ~ i @
=L —menu Flle pen - — =
Y - Favorites .
L Q 14 B Desktop | Tung.NC 16/12/20155:28 AM  File fe
=~ A + 8 Downloads &) aiTap 16/12/20158:23 AM  Micro
‘\-\ 0 ac n an r ir__l Recent Places
L °
3 - Libraries
( \ | Documen ts
| J’ Mu
[ Fictures
E Videos | |
’//' ;-;l Computer
~ &, Local Disk (C2)
"y DATA (D)
LD :EACKIJP{E:} [ 4] | 5]
File name: | | ANl Excel Files =]
Tool - Open |v| Cancel |
4
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A

5.2.2 Lam viéc vé&i bang tinh (2)

>Tao file bang tinh méi
—-menu File 2 New
~hodc nhan Ctrl+N

BAN CO BAN
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CL)
O
)
=
CL)

5.2.2 Lam viéc v&i bang tinh (3)

> Luu file bang tinh: e i

- menu File esave Organize ¥  Mew folder

x|
== - @

|Type

h - h /( Ct I + S B Desktop 2l Name - | Date modified
Oac n an r & Downloads .. Tung.MC 28/11/2015 1:51PM  File folder

L
Il Recent Places

> Luu file bang tinh e
vol ten mot: s
B8 videos

—menu File > Save As .

;-;l Computer

—hodc nhan F12 &uorouc

o DATA (D)
—u DATA (E2) x| 4]

& 2015HK1 25/11/2015 1:55PM  Microsoft Excel

) Loai file bﬁng tinh File name: | 2015HK1

|L|L|;

Save as type: IE}(CEl Workbook

— Excel workbook = .xlsx -

— Excel 97-2003workbook  sove it
9 .XIS (~ Hide Foldersl Tools - Save
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A

5.2.2 Lam viéc v&i bang tinh (4)

» Right click tai 1 Sheet dé kich hoat menu gom cac

=T leénh:

- —Insert...: Chen thém 1 Sheet vao vi tri Sheet hién

D ’]é.nh In=erk...

L\, , ‘A \ Celet L"E

- —Delete: X0a Sheet hién hanh. -

<W —Rename: Boi tén Sheet hién hanh. Move or Capy...

- : ;4 -

L —Move or Copy: DI chuyén hoac 3elect All Sheets

sao chép Sheet Lab calar..
Yiew Code

—Select all Sheet: Chon tat ca cac Sheet.
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5.3 Thao tac doi véi 6

»9.3.1 Nhap dir 11€u vao 6
<L »5.3.2 Bién tap ndi dung

o »5.3.3 Sao chép, di chuyén ndi dung ctia 6
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A

5.3.1 Nhap dir lieu vao 0 (1)
> Khal niém vé 0 tinh
—la phan tir co ban cua bang tinh chi chira mot phan tir
dir l1éu.
—la giao cua mot cot va mot hang.
> Pia chi ciia 6 dwoc xac dinh biang ct trude,
hang sau
vi du: CH

SAN CCf BAN
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5.3.1 Nhap dir lieu vao 0 (2)

> Pia chi tham chiéu ciia 0: c6 3 loai dia chi tham
chiéu
-Pia chi twong d6i, VD: C5, Al:D4
—Pia chi tuyét d6i, VD: $C$5, $A$1:$D$4
—Dia chi hon hop
> Tuong doi dong, tuyét doi cot: $C5, $AL:$D4
> Tuong do6i cot, tuyét do6i dong: C$5, A$1:D$4

SAN CCf BAN
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5.3.1 Nhap dir lieu vao 0 (3)

» Cac dir liéu trong 0:
— Dang chuoi: a..z, A..Z,

o0 mac d;qh canh tral
—Dang s0: 0.9, +, -, *, /
8 mécgdinh phai
— - Dang luan ly: TRUE, FALSE
b - Dang cong thuc: bat dau bang =, +, -
CL) cac dang lo1

> ###: cdt qua hep
> #NAME?: sai tén ham hoac sai tén vung tham chiéu
> #N/A: tham chiéu sai
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5.3.1 Nhap dir liéu vao 6 (4)

> Click chudt vao 6 can nhap hoac sur dung cac phim mii1
tén dé chuyén con tré 6 hién hanh vé 0 can nhap.

— GO phim dé nhap ki tu vao 0, néu sai thi str dung phim Delete
hoac Backspace dé xoa ki tu, str dung phim Home/End d¢é di
chuyén nhanh trén dong nhap.

— Nhan phim ESC néu muén két thuc nhap nhung khong lay dit
11¢u da nhap.

SAN CCf BAN

— Nhan phim Enter dé dua dit liéu cho 6 va két thuc nhap.
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CC)
Q)
C)
~
CC)

5.3.2 Bién tap noi dung (1)
> Pé chinh sira dir liéu da nhap trong mot 6:

— Céch 1: Nhip dtp chudt vao 6 mon chinh sira dé chuyén 6
sang trang thai soan thao khi d6 c6 thé chinh stra dit liéu. Nhan
phim Enter dé két thuc.

— Céch 2; Chon 6 muén chinh stra sau d6 nhan phim F2 khi dé
ta s& thay con tro chudt nhap nhay, chinh stra dit liéu roi nhan
phim Enter dé két thuc.

— Cach 3: D1 chuyen chudt 1én thanh Formula Bar sau d6 nhay
chudt vao vi tri can chinh stra, nhan phim Enter dé két thuc.
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A

5.3.2 Bién tap noi dung (2)
e Tim Kkiém:
= Nhan Ctrl+F.
= Nhap gid tri can tim vao 6 Find what.
= Nhan Find Next dé bat dau tim.

BAN CO BAN

Find | Replace I
Find what: IT‘I.l' ;I
Options >= |
Find Al Find Mext Close
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W

= 5.3.2 Bién tap ndi dung (3)

* Thay the: 21

= = Nhén Ctrl+H. i Replace |
| :L‘ A ., . X - . Find what: TV ;I
CL) = Nhép gid tri can tim VA0 | repacewitr: [rv =]
Q) 0 Find what. —
) e L.
S " I’\\Ilap gla trl thay the Vao Replace Al | Replace Find All Find Mext I Cloze
— 0 Replace with.
=5 1 A - A1 < A N
CO) * Nhan Find Next dé bat dau tim.

= Nhan nit Replace dé thay thé.

= Nhan nGt Replace All dé tim va thay thé tat ca.
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5.3.3 Sao chép, di chuyén ndi dung cua
0

* Sao chép sang nhirng 6 lién ke:
= Chon 6 chira cong thtrc hodc dit liéu can chép.

= Dj chuyen chuot den vi tri Fill handle (goc dudi bén phai
ctia viing chon), xuat hién =~ (hinh chir thap mau den).

= Ré chuot sang cac 0 lan can.

F - B =20
A, B i O E F
1 STT | Ténwattw | Bonwvi | Solwong | Bon gia | Thanh tién
2 | 1| Cat < hdi 50| BOOODO 3000000
3 ?|Gach éng  [wién 4000 340 kD
4 3| = At < 150 2600
5 A= mang Eao 200 45000
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| . : 2 n. .
(!,/!J) 5.3.3 Sao chép, di chuyéen ndi dung cua

el

O
~ *Sao chép sang vi tri bat ky:
= = Chon viing can 5ao chép.
- = Nhan Ctrl+C.
O * DI chuyén dén ndi can chep dén.
:L = Nhan Ctrl+V.
0
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(I") 5.3.3 Sao chép, di chuyén néi dung cua
= A
O
* Sao chép va dan dac biét:
4 = Chon vUing cAn Sao chép. 2|

A ..,__L Paste
~ 4 £ Al dan toan bo " Comments
LL | Nhan Ctr|+C ™ Eormulasdan cong thie 7 walidation
- ! 7 Walues dan gia tri 7 all except borders
D = ,‘7\ ,’\ . ,‘\ ’ ,( " Formats dan dinh dang 7 Column widths
N = DI chuyén dén noi can chép dén ceerasen
- .
, & mMone 7 mulkiply

2 = Right click = Paste Special - b o

-~ [ =Skip blanks [T Transposedan dao chidu
CL)

Faskte Link (] 4 I —ancel I
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”‘J 5.3.3 Sao chép, di chuyén néi dung cua 6

* Sw khac nhau giira sao chep cong thire chira dia chi
twong doi va dia chi tuyét doi:

= Sao0 chép cong thirc chira dia chi tuyét doi: dia chi tuyét doi
khong thay doi.

BAN C BAN

oy S A

copy
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(!!) 5.3.3 Sao chép, di chuyén ndi dung cua
0

- Sao chép cdng thirc chira dia chi twong doi: dia chi twong doi bi thay
doi theo hudng va khoang cach twong tng.

oy I

BAN C BAN

copy
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| , . 2 A .
(!—«/!J) 2.3.3 Sao chép, di chuyén ndi dung cua

= * Di chuyén:

3 = Chon vling can di chuyén.

O) = Nhan Ctrl+X.

C) = Di chuyén dén noi can chép dén.
= = Nhén Ctrl+V.

CL)

CHUONG 5: S DUNG BANG TiNH 366
CoYy RAN



A

5.4 Thao tac trén trang tinh

»9.4.1 Dong va cot
»5.4.2 Trang tinh
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)
e

~K
CLC)

5.4 Thao tac trén trang tinh

> M@t trang tinh (worksheet ) bao gom:

-16384 c6t (column) duogc danh tu: A, B, C,..., Z, AA,
AB,...,BA,BB,..., IV, ..., XFD.

—-1.048.576 dong (Row) duoc danh tur: 1, 2,..., 1048576.

~O (Cell): 14 phan giao nhau gitta dong va cot. S6 0
trong 1 sheet la 16.384x1.048.576. Dia chi 0 duoc tinh
dua vao dia chi cot va dia chi dong.

-Vi du: Cot C, dong 2: Dia chi la C2
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)
e

~K
CLC)

5.4.1 Dong va c6t (1)
> Chon 0: click vao 6 can chon.

> Chon vung:
— Pua con tré 0 dén dau ving.

— Nhan git phim Shift va nhan phim di chuyén dén cudi ving.

> Chon cot:

— Chon mot cét: Click vao tén ¢ot muébn chon.

— Chon nhiéu cot lién tiép nhau: dung chudt quét chon tiéu dé

cac cot muon chon.

— Chon nhiéu cot khong lién tuc: nhan giir Ctrl va click vao tiéu

dé ¢t muon chon.
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A

5.4.1 Dong va cot (2)

° Chon dong:
= Chon mot dong: Click vao tén dong muon chon.

1
ES = Chon nhiéu dong lién tiép nhau: dung chudt quét chon tiéu dé
) cac dong muon chon
) = Chon nhleu dong khong lién tuc: nhan giit Ctrl va click vao
= tiéu dé dong muodn chon.
E/S ° Chon toan bé bang tinh:

= Nhan Ctrl+A.

= Click vao Select All ﬂ “ . .

2
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A

= 5.4.1 Doéng va cét (3)
e Xba dir liéu vung:

= Chon vung can x0a.

= Nhan phim Delete.

SAN CCf BAN
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b4

5.4.1 Dong va cot (4)
* Chen dong

= » Chon dong can thém dong phia trén.
C0 = Right click = Insert.

- * Chen cpt AR

= Chon c¢0t can thém cot phia trai. e it cells right;orchuyén ving ondp sang o
A - - (" Shift cells dEI'."'.'I'IDi chuyén viing chgh xudng d
=t = Right click = Insert.

“~ I:-_- o R .
CL) Entire row chen dong

* Chen vung ™ Entire: column cren ca
= Chon vung.
= Right click = Insert...

oK Cancel
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A

5.4.2 Trang tinh (1)

> Di chuyén con tré 0 trong bang tinh
— T : Lén mdt dong

- ;
55 - 4 : Xubng mot dong
| — —, tab: Sang phai mot cot
Q) - «, shift+tab: Sang trai mot cot
C) — Page Up: Lén mat trang man hinh
Z — Page Down: Xuong mét trang man hinh
:/% ~ Ctrl + Page Up: Sang trai mot bang tinh (Sheet)
LL

— Ctrl + Page Down: Sang phai mot bang tinh (Sheet)

— Ctrl + Home: Vé 6 Al

— Ctrl + End: Vé 6 cudi bang tinh

— Ctrl+ phim miii tén: di chuyén sang dau hoic cudi khoi dir liéu.
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W

= 542 Trang tinh (2)

* Dién so thuwr ty:

<L * Cach 1:

Ll = Nhép sé thir ty khoi déu.

Q) = Di chuyén chudt dén vi tri Fill Handle.

Q) = Nhan giit Ctrl va ré chudt sang cac 6 1an can.
\:—L * Cach 2: -

C0) = Nhap 2 gia tri khot dau.

* Chon 2 gia tri vira nhap.
= Di chuyén chudt dén vi tri Fill Handle.
= Ré chudt sang cac 0 lan can.

CHUONG 5: S DUNG BANG TiNH 374
CoYy RAN



p
(!’""J 5.4.2 Trang tinh (3)
* Thao tac Undo va Redo:

= Thao tdc Undo: Nhan Ctrl+Z
= Thao tac Redo: Nhan Ctrl+Y

\N G BAN

~K
CLC)
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5.5 Biéu thirc va ham

> 5.5.1 Biéu thic
o5 » 5.5.2 Ham

» 5.5.3 Cac ham co ban vé co so dir liéu
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5.5.1 Biéu thirc (1)

Bi€u thirc so hoc

< Phép toan Y nghia Vi du
O) + Cong 3+5
O) - Trip 5-3
L * Nhan 5*3
3 / Chia 9/3
A iy thira 2710
Két qua thuc hién la sb
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5.5.1 Biéu thirc (2)

Biéu thire so sanh

;T Phép toan Y nghia Vi du
CC) < Nho hon 3<5
Q) <= Nhé hon hodc bang 7<=8
2 > L&n hon 8>3
= >= Lén hon hodc bang 8>=10
0 = Bang 5=7

<> Khac 6<>8

Két qua thuc hién Ia True hoac False
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5.5.1 Biéu thire (3)

» Biéu thirc ngay/gio:
- {Ngay} - {Ngay} = So
- {Ngay} + {S6} = Ngay
- {Gio} — {Gid} = Gio
- {Gio} + {S0} = Gio

N GO BAN

Y Jr

L
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A

5.5.2 Ham (1)

> Microsoft Excel dinh nghia cdc ham dung dé tinh toan,

< thong ké,... dir liéu.

n > M6i ham cé mét cong dung riéng:
Q) » HAm SUM: tinh téng

Q) = Ham MAX: tinh gié tri I&n nhat
2 = Ham MIN: tinh gi& tri nhd nhat
<L = Ham AVERAGE: tinh trung binh

CL] > Mbi ham déu co gia tri tra veé :
= Ham SUM: tra vé gié tri kiéu s
= Ham LEFT: tra vé gié tri kiéu chudi
= Ham NOW: tra vé gié tri kiéu ngay/gi®
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p>
= 552 Ham (2)

v Dang thirc tong quat ctia ham:

; 14 1 4 14 1 4 1 4 1 4

< A \ A A A A A A

0 Ténham (doi1so1, do1so2, doi1so3, ...)

Q v'Céc dbi s6 cach nhau bai dau , hodc dau ; (tUy thudc vao List Seperator trong
— control panel).

\/_L v'Vi du:

M = Ham NOW( ): khéng c6 d6i s6

= Ham INT(number): ¢6 1 doi so6 kiéu s6 (number)

= Ham LEFT(text,number): c¢é 2 doi so, ds1 kiéu chudi (string), ds2 kiéu sb
(number)
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5.5.2.1 HAM SO HOC (1)

= HAM ABS(number): tinh tri tuyét doi ciia 1 s
Vidu: ABS(-15) - KQ =15
= HAM INT(number): trd vé gia tri nguyén cla 1 so
Vi du: INT(6.5) > KQ =6
INT(-10/4) - KQ = -3

SAN CCf BAN
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5.5.2.1 HAM SO HOC (2)

= Ham MOD(number,divisor): tra vé sd dw cta phép chia number cho divisor
Vi du: MOD(10,4) —> KQ = 2

= HAM ROUND(number,num_digits): 1am tron sé number c6 num_digits so 1&

\N G BAN

Vi du: ROUND(12756.789,2) = KQ=12756.79
3 ROUND(12756.789,0) > KQ= 12757
ROUND(12756.789,-2) - KQ= 12800
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5.5.2.2 HAM THONG KE (1)

= HAM AVERAGE(number1, number2, ...): trd vé trung binh

<L cac so

ce) Vidu: AVERAGE(10,4) > KQ =7

~

C) =HAM MAX(number1, number2, ...): trd vé I&n nhat
:L Vidu: MAX(10,4) > KQ =10

CLC)

= HAM MIN(number1, number2, ...): trd vé nhé nhat
Vi du: MIN(10,4) — KQ = 4
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5.5.2.2 HAM THONG KE (2)

= HAM SUM(numberl, number2, ...): trd vé téng
Cac sO
Vi du:
—SUM(10,4) > KQ = 14

N GO BAN

=)
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5.5.2.2 HAM THONG KE (3)

= HAM COUNT(value1, value2, ...): d&m xem c6 bao
nhiéu s6 trong danh sach céac value.
Vi du:
= COUNT(1,6,9,”THDC”) - KQ =3
= HAM COUNTA(valuel, value2, ...): dém xem cé bao
nhiéu gia tri khac rong trong danh sach céac value.
Vi du:
= COUNTA(1,6,9,”THDC”) > KQ =4

N GO BAN

=)
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5.5.2.2 HAM THONG KE (3)

= HAM RANK(number, ref, [order]): trd vé hang

clia mét so trong danh sach cac sb
Vi du:

SAN CCf BAN

A B (&
1 | Hovatén Diém Xép hang
3 Lé Thuy Trang 4
4 | Nguyén Trung Hiéu 6
5 | Nguyén Thanh Nhan 8
6
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5.5.2.2 HAM THONG KE (4)

A B ©
- , 1 | Hovatén Diém
— = HAM COUNTIF(range, criteria): dém »
<L xem sb 1an xuét hién cla gia tri theo | |
Ll diéu kién criteria trong day range 3| NewenvinAr ’
Q) Vi du: dém s6 hoc sinh cd  [*] e ;
3 diém dat S =z
= =COUNTIF($B$2:$B%$7,'2=5") mrommmms -
c0) 5
Tong s6 HS dat 3
9 | Tongsé HS khong dat 1
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N G BAN

=)

5.5.2.2 HAM THONG KE (5)

= HAM SUMIF(range,criteria, [sum_range])
tinh tdng cla cac sb trong 6 dwoc xac dinh
b&i diéu kién da cho.
Vi du:
=SUMIF($A$2:$A$7,D3,$B$2:$B$7

Khu Tiéu
vuc thu
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5.5.2.2 HAM THONG KE (5)

= HAM SUMIFS(sum_range, criteria_rangel,criterial,...)
tinh tdng cua cac s6 trong 6 dwoc xac dinh b&i nhiéu diéu

Kién.
Vi du: i
=SUMIFS($B$2:$B$7,$A$2:$A$7,D3) S

N G BAN

=)

CHUONG 5: SU




A

5.5.2.3 HAM VE CHUOI (1)

= HAM LEFT(text, [num_chars]): 1ay phia trai chudi n ky tw.

:;L Vi du:

- = LEFT("THDC",2) - KQ = “TH’

O » HAM RIGHT (text, [num_chars]): 1y phia phai chudi n ky tw.

C) Vi du:

= = RIGHT("THDC”,2) — KQ = “DC”

35 = HAM MID(text, [start_num], [num_chars]): Iy ttr vi tri th& start_num

mo&t chubi c6 num_chars ky tw.
Vi du:
= MID("THDC1”,2,3) - KQ = “HDC”
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5.5.2.3 HAM VE CHUOI (2)

= HAM LOWER(text): dbi chudi thanh ch thwéng.

<L Vi du:

an = Lower("THDC”) — KQ = “thdc”

Q) » HAM UPPER(text): déi chudi thanh chir in hoa.

C) Vi du:

iz = UPPER("thdc”) — KQ = “THDC’

5 * HAM PROPER(text): d8i cac ky tw dau clia tiv thanh chi in

hoa, cac ky tw con lai chir thuwong.
Vi du:
= Proper("microsoft office”) - KQ = “Microsoft Office”
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5.5.2.3 HAM VE CHUOI (3)

= HAM VALUE(Num_text): doi chudi dang so thanh so.
Vi du:
= value("123”) »> KQ = 123

SAN CCf BAN
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5.5.2.4 HAM NGAY GiO' (1)

= HAM NOW(): tra vé ngay gi® hién hanh.

=

m

O =HAM TODAY(): tra vé ngay hién hanh.

<) =« HAM DATE(year, month, day): tra vé ngay.
= Vi du:

o0

= date(2006,8,3)
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5.5.2.4 HAM NGAY GiO’ (2)

= HAM DAY (serial_number): tra vé gia tri ngay cla ngay-thang-

= nam.

3 Vi du: ngay hién hanh

O ~ =day(now() |

) = HAM MONTH(serial_number): tra vé thang cua ngay-thang-nam.
— Vi du: thang hién hanh

< = month(now())

N = HAM YEAR(serial_number): trd vé gia tri ndm cla ngay-thang-

nam.
Vi du: nam hién hanh
= year(now())
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5.5.2.4 HAM NGAY GiO (3)
= HAM HOUR(serial_number): trd vé gid.

= Vi du:

3 = hour(“10:15:50)

o = HAM MINUTE(serial_number): trd vé phdt.
) Vi du:

— = minute(“10:15:50")

:—% » HAM SECOND(serial_number): tra vé giay.
L

Vi du:
= second(“10:15:50”)
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5.5.2.5 HAM LUAN LY (1)

» Ham IF(logical test, [value if true], [value if false])
Vi du: gid s E4 chira diém mén THDC
= |IF(E4>=5,"DAU"’"ROT")
= |F(E4<5,”"Kém”,IF(E4<7,"TB”,IF(E4<8,’"Kha”,”Gioi")))

\N G BAN

~K
CLC)
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5.5.2.5 HAM LUAN LY (2)

= Ham NOT(logical)

Két qua tra vé ctia ham NOT la phu dinh cta d6i s6 logical
Vi du:

= NOT(TRUE) — FALSE
= NOT(FALSE) —» TRUE
= NOT(5>3) — FALSE
Vi du: gia sir E4 chira diém mon THDC
= IF(NOT(E4>=5),”"ROT”,”"DAU”)

SAN CCf BAN
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Q)
)
e

~K
CLC)

5.5.2.5 HAM LUAN LY (3)

= Ham AND(IogicaIl logical2, . . )

Két qua tra vé ctia ham AND la True(dting) néu tat ca cac biéu thuc
logical déu dung. Nguoc lai ham AND tra vé gid tri False (sai)

Vi du:
=AND(3>2,7<5) —» FALSE
=AND(3>2,7>5) > TRUE

Vi du: néu tat ca cac diém thi chtra trong cac 6 D6,E6,F6 déu >=5
thi dau, nguoc lai rét

= IF(AND(D6>=5,E6>=5,F6>=5),"d4u”, “rét”)
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CC)
Q)
C)
~
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5.5.2.5 HAM LUAN LY (4)

= Ham OR(logicall, logical2, . . .)

K&t qué tra ve ctia ham OR la FALSE néu tat ca cac biéu thic
logical déu sai. Nguoc lai ham OR tra vé gia tri TRUE
Vi du:

=0OR(3>2,7<5) — TRUE
=0R(3<2,7<5) — FALSE

Vi du: gia str diém thi 1an 1 va lan 2 chia trong cac 6 D6,EB.
= IF(OR(D6>=5,E6>=5),"dau”, “rét”)
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BAN Cof BAN

5.5.2.6 HAM TIM KIEM (1)

= HAM
VLOOKUP(TRIDO, BANGDO, COTTHAMCHIEU, CACHDO)

> V1 du: do chinh xac
=VLOOKUP(B3,$E$3:$F$5,2,0)

N\ Bang 1
TT | MA HANG \Q\I HANG MA HANG 1\§QHANG
1 | TL N V| Tivi  \
2 | MG
3 [TV MG | May giat

CHUONG 5: SU DUNG BANG TINH CO BAN
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5.5.2.6 HAM TIM KIEM (2)
= HAM

; VLOOKUP(TRIDO, BANGDO, COTTHAMCHIEU, CACHDO)

ES > Vi du: do gan dung

O) =VLOOKUP(C3,$F$3:3G%6,2,1)

C)

Z

<L XEP LOAI XEP LOAI

AN
AN 8| ™ 0 | Rém

BINH 5| Tru

binh

Gioi
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(lfj ALY ALY X

5.5.2.6 HAM TIM KIEM (3)

s HAM ,
HLOOKUP(TRIDO, BANGDO,HANGTHAMCHIEU, CACHDO)

> V1 du: do chinh xac
=HLOOKUP(B3,$F$2:3H%3,2,0)

Bang 1
MA HANG

MG

BAN Cof BAN

TEN
HANG

May giat
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5.5.2.6 HAM TIM KIEM (4)
= HAM
MATCH(TRIDO, DAYDO, CACHDO)

> Vi du:
=MATCH(LEFT(B3,2),$F%$4:$1%$4,0)

TT | MA KHACH BINH MUC

BAN CCF BAN

NDB Bang dinh murc
KDB
NDA

glh|lw|N|R




A

5.5.2.6 HAM TIM KIEM (5)
= HAM
INDEX(BANGTRA, HANG, COT)

> Vi du:
=INDEX($F$5:$1%$7,2,3)

BAN O BAN

N
T MA DINH MU'C AN
KHACH N
1 NDB Bang dinh mlrc
2 KDB
3 NDA
4

405




A

5.5.3 Céac ham co ban vé co sé& di liéu (1)

Co so dir ligu (CSDL) la mot vung chira dir li€u co cau tric

= nhiéu ¢t va nhiéu dong:
| ES — Moi cot 1a mot truong (field)
— Dong dau tién: chia tiéu dé cot (Field Name) va khong duoc chtra 6

Q) tron

N g. )

: — Céc dong con lai: chira dur li€u go1 1a méu tin (Record)

=

CCl
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5.5.3 Cac ham co ban vé co s& d

9 g
$A$2:$G$10
= o O E F =
BAMG TiIMH TIEM BIEMN
TLOAI | BINH [ TIED | PHJ THU | TONG |
H BALFC | THL el

1 | An o 300 320 111700 GS7 700

2 | Bao 1< 250 400 199750 11997 50

3 | Hai s 150 130 0 195000

4 | Pha 0 300 250 0 450000

5 | mink M 150 180 £35S0 323850

G| Son 1<) 250 270 134750 09750
= 7 | Ting e 200 245 0 441000
10 g | Tudn 1< 250 320 159750 959750
11 : : : : i

SO FIELD?
SO RECORD?

lieu(2)




A

5.5.3 Cac ham co ban vé co s& di¥ liéu (3)

Vlng tiéu chuan (Criteria) :

= Vur‘lg tl.eiu chuan dung de:

o0 — Tim kiém.

2 - PQC, r_ﬁAt trich . \ .
) \Vung tieu cl‘luan co 2 thanh phan:
o — \Vung tiéu de.

= — Viing diéu kién.

CO)
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~
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5.5.3 Céac ham co ban vé co sé& di liéu (1)

VUng tiéu chuan dang so sanh:

- \Vung ti€u de: La tiéu dé cot cia co s dir liéu (nén copy tur tiéu dé
cOt cua co sd dir licu)

- VUing diéu kién: c6 thé chita cac toan tir so sanh (>, <, >=, <=,
<>) voi gia tri so sanh.
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L

* Vidu: Tiéu chuan ¢6 PHU THU biang 0

f’A Vi du vung tiéu chuan dang so séanh

PHU THU

0

S& mau tin thoa TC:3

Cac mau tin: 3,4,7

oy E = 5] E F =
EAMNG TiRH TIEMN BIER
[ TT | TEM COAI | BINH [ TIED FAD THL TOMNG
H BAKC | THU COMG
3 1 | An 0 300 20 111700 a7 700
4 2 | Bao 10 250 A0 199750 1199750
5 3 | Hai s 150 130 0 195000
b 4 | Phi 0 =00 250 0 AS0000
7 S | minh s 150 180 £35S0 223850
= E | Son <D 250 2710 134750 S09750
= 7 | Ting o 200 245 0 441000
:'I 'i' S | Tuén 1<) 250 520 159750 959750
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L

* Vidu: Tiéu chuan c6 PHU THU khac 0

f’A Vi du vung tiéu chuan dang so séanh

?

= = = O E F =
PHU THU BAMNG TiHH TIERM BIIER
- 5[ TT | TEM COAT | BIMH | TIED FHU THL TOMNG
HO AP | THU COMG
<>0 -
1| 2n ) 300 F20 111700 ES7 700
4 2 | Bao D 250 A00 199750 11997 50
5 3 | Hai s 150 130 0 125000
— 5
T8 mAu tnthea TC. 4 | Pho 0 300 250 0 A50000
! 5 | minh PO 150 180 535850 323850
L =
o b 5| Scorn D 250 270 134750 209750
= 7 | Tung 0 300 245 0 441000
10 S | Tudn <D 250 20 159750 959750
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L4 ,
= Vi du vung tieu chuan dang so sanh

— * Vidu: Tiéu chuan c6 LOAI HO bang “CQ”

?% = =) C O E F e

_LL L. OAI HO BAMNG TiMH TIEM BIEN

C) ' ' 2 TT [ TEM COAT | BINH [ TIEU PHJ THU TONG

" CQ HO PALFC | THL COMNG

= 3 1 | An Co 300 320 111700 27 700

— 4 2 | Bao LD 250 A00 199750 | 1199750

> 5 3 | Hai D 150 130 0 195000

=K T8 mEa tnthea T L2 4 | Phu Co 300 250 0 AS0000

CL] N ; 5 | Minh MO 150 180 53850 23850

 Bao gom mau tin: ¢ = & | Son LD 2500 2700 134750 09750

= 7 | Tiong Co 300 245 0 441000
:'I 'i' 5 | Tuén 1<) 250 520 159750 959750

CHUONG 5: S DUNG BANG TiNH 412
CoYy RAN




Ve AU ,
Vung tieu chuan dang so sanh

7 * Trong 6 dicu kién co thé dung cac ky tu dai dién:
<L = ?:Pai dién cho mot ky tu bat ky.
A = *:Pai dién cho mot nhom ky tu lién tiép bat ky.
>~ 2 E C D E F =
— TEN BAMG TiMNH TIEN BIEM
) [ TT | TERM COAI | BIMH [ TIED FHL THL TOMNG
. T+ H hALPC | THI CORG
= = 1 | An o 300 =20 111700 BS7 700
~0 4 2 | Bao <D 250 400 199750 | 1199750
CL) — > 3 | Hai MDD 150 130 O 195000
- S0 mau tin théa TC: ? Bl 4| pPha Co 300 250 0 450000
- Bao gbm méu tin: ? I 5 | Minh MDD 150 180 55550 S23E50
g E| Son <D 250 270 134750 09750
= 7 | Ting O =00 245 0 441000
:'I ? 5 | Tuén <D 250 =20 1597500 G507 50

CHUONG 5: SU DUNG BANG TINH 413
CoYy RAN




§PD Tieu chuan dang két hop nhiéu diéu
€= Lién

e Két hop “Va”: cac diéu kién dit trén cling dong

"< * Vi du; Tiéu chuan co LOAI HO la “ND”
CL) va TIEU THU <200
Q) LOAI TIEU . : : E:AHZ TirH TIIEEH = - .
C) HO THU > TT | TEMN (oA | BINH | TIEU AU THLU TOMNG
— HE MIFC | THI COMNG
— ND <200 3 1] an Co 300 320 111700 557 700
=K 4 > | Ban KD 250 A00 199750 | 1193750
CLC) I 5 3 | Hai D 150 130 0 195000
+ 50 mau tin thoa TC: 7 5|1 4| Pha e 300 250 0 450000
- Bao gom mau tin: ? 7 5 | minh D 150 180 53850 323850
5 G| Son KD 250 270 134750 809750
= 7| Tong | co 300 245 0 441000
:'I 'i' S | Tudn 1D 250 320 159750 959750
e R —— o CHUP O NG"'5'i"S’EJ’"'UUNG"Bﬁ&N'G’"T'fNFl """"""" Gy

CoYy RAN




>Tieu chuan dang két hop nhiéu diéu

Ve

CoYy RAN

Tl

=~ kién
| |
7 * K¢ét hop “Hoac”: cac dieéu kién dat khac dong
| Eé * Vidu: Tiéu chuan co LOAI HO la “CQ” hoac TIEU THU >300
L = Fy =] c O E F =
L\LOAI TIEU EBAMG TiRH TIER BIEM
HO THU 5[ TT | TEM COAI | BIMH [ TIED FHU THL TOMN G
—b_ - - HO) AP | THU COMG
—F CQ 3 1 | An ) 300 20 111700 557 700
?.u:] 4 2 | Bao D 250 A00 199750 11997 50
L = -
>300 2 3 | Hai s 150 130 0 125000
4 | Pho 0 300 250 0 450000
T TR ! 5 | mMinh MO 150 180 535850 323850
T 5 5| Son D 250 270 134750 209750
- Bao gom mau tin: 7 = 7 | Tong e =00 245 0 441000
10 S | Tusn <D 250 320 159750 9509750
11 : . _ . :
S — e - CHHPONG- 51 S DYNG - BANG FINH--sgyres




§PPTieu chuan dang két hop nhiéu diéu
= kién

C

* Vi dy: Tiéu chuan c6 (LOAI HO la “CQ” va TIEU THU >250) hodc (LOAI HO
la “KD” va TIEU THU >300)

AN

CL)
{LOAI | TIEU ~ 1L c [ b 1 E [ F €
- : BARG TiRH TIEN BIEN
_lHO THU 27T | TER LOAT [ BIMNH [ TIEQ PHLT THLU TOMG
s - : Hi PAKC | THI 0 S
Z CQ >250 E 1 | &n i 200 =20 111700 557700
=T ; 2 | Bao <D 250 A00 199750 11997 50
~0) = | Hai O 150 130 0 195000
KD >300 = 4 | Phn e 200 250 O AS0000
7 5 | minh O 150 180 53850 23850
- S6 mau tin théa TC: ? = E | Scorn < 250 270 134750 S09750
- Bao gdbm mau tin: ? = S ] Tung ] S0 245 ] 441000
10 & | Tusn 1< 250 520 159750 959750
17
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Vung tiéu chuan dang céng thirc

> Vung tiéu dé: phai khac voi tat ca tiéu dé cot (field) cua ving co
sO dir licu.
» Vung diéu kién: 1a cong thire tra vé gla trt TRUE hoac FALSE.

Cong thitc c6 chira dia chi twong dbi cua cac 0 trong mau tin dau
tién (dong thir hai trong co s& dit liéu) dé so sanh.

=
CC)
D
)
~
(L)
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Vi du viing tiéu chuan dang céng thirc

— A B C D E F G H I
= 1| TT| TEN LOATI | TIEU PHU
<L HO THU T™HU | ¢ i
CC) 2| 1|An CQ 320 | 111700 | DK1 | DK2
3 2 | Bao KD 400 | 199750 | TRUE| FALSE
D i 3 | Tam ND 130 ol 4 i
‘L\ 5 4 | Phn CQ 250 0|/ DE3 | DEA4
‘ 6 5 | Trung ND 180 53850 TETE FaL:E
~L
C0) DK1 PHU THU
=E2<>0 <>0

- S6 mau tin théa TC: ?

- Bao gbm mau tin: ?
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A

Vi du viing tiéu chuan dang céng thirc

— A B C D E F G H I
= 1| TT| TEN LOAI | TIEU PHU
<L HO THUJ THU £z . R
CC) 2| 1|An co 320 | 111700 | [ DRI | [T DRz | | >0 mautinthoa ity
3 2 | Bao KD 400 | 199750 TETTE FALSE| | - Bao gdbm mau tin: ?
D 4| 3| Tém ND 130 0
) 5 4 | Pl CQ 250 ) DE4
‘ & 5 | Trung ND 180 53850 FATZE
~L =
CC) DK?2 TEN

=LEFT(B2,1)=“T" T
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=
CC)
Q)
C)
~
CC)

|
!)

Tong ket theo mét loai nhom (SubTotal)

» Subtotal tao cac dong tong két tinh toan thong ké & cudi
cac nhom trong mot CSDL.
-B1:Sap xép dit liéu theo Field can tao SubTotal
- B2: chon Data = Subtotals. Hop thoai Subtotal xuat hién:

At each change in:

|stT ]
Lse function:

ISum j

Add subtotal to:

50 LUONG

NGAY BAN -
i A
[ TRI GIA
™ THUE
™ HUE HONG
™ -

¥ Replace current subtotals
[ Page break between groups
¥ summary below data

genovedl | (1o . ogmel it 1 NG BANG TINH CO BAN 420
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Bang thong ké PivotTable (1)

> PivotTable la bang tong ket dit liéu theo nhiéu phan nhom, bao
gOm cac thanh phan:
- Row Field: nhém dir liéu theo dong.
— Column Field: nhém dir liéu theo cot.
— Data Field: vung chinh cua Pivot table chtra dit liéu thong ké.
— Page Field: nhom dit li€u phan trang theo tirng nhom cua Field nay

SAN CCf BAN
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Bang thong ké PivotTable (2)

Tao méi bang PivotTable
— B1: chon vung dit liéu ké ca tiéu dé cua cac cot
- B2: click thé Insert - PivotTable

— B3: chon noi dat Pivot Table
([ Create letTabl‘e- [&u

Choose the data that you want to analyze

@ Select a table or range

Table/Range: | 'BTa'SBS2:SES10

(71 Use an external data source

Choose Connection...

<C
o0
D
O
~K
o0

Connection name:
Use this workbook's Data Model

Choose where you want the PivotTable report to be placed

() Mew Waorksheet
@ Existing Worksheet

Location: | ‘BT8'I5L52)

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

| ok || canca |
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N CO BAN

~

CLC)

Bang thong ké PivotTable (3)

—B4: Chon cac Field dé chén vao cac ving cua Pivot Table.

| J

K L M

NA

| Sum of SO LUQNG |Column Labels | -

+Oct
Row Labels >
MG 10
TL 20
™V 30
Grand Total 60

+Nov +Dec Grand Total

2 19
132 20 a9
20 45 95
40 65 165

PivotTable Fields v X

Choose fields to add to report: 2 -
Search 2

| MA HANG

TEM HANG
| NGAY BAN
v| 50 LUONG
v Months

MORE TABLES...

Drag fields between areas below:

T FILTERS Il COLUMMNS
Months -
MGAY BAM -

= ROWS ¥ VALUES

MA HANG - Sum of SO LU... =

423




o0
Q)
O
<L
o0

5.5.3 Céac ham co ban vé co sé& dir liéu (2)
> Cac ham CSDL dung dé thong ké di liéu.

> Pé str dung ham CSDL, trudc tién phai tao ving tiéu chuan (criteria)
> Cu phap cac ham CSDL tuong tu nhau:
TENHAM(Database, Field, Criteria)

Trong do:
- Database: Dia chi vung CSDL.
- Field: Dia chi 6 chira tén field can théng ke (hoac s6 thir tu cot) cua vung CSDL.
- Critreria : Pia chi ving tiéu chuan.

CHUONG 5: SU DUNG BANG TINH CO BAN
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Q)
O
=

~

CLC)

5.5.3 Cac ham co ban vé co s& di¥ liéu (3)

Cac ham CSDL thong dung:

v

v

v

v

v

v

Ham DSUM: tinh tong cua 1 field trong CSDL

Ham DAVERAGE: tinh trung binh cua 1 field trong CSDL.

Ham DCOUNT: dém c4c gi4 trj so cua 1 field trong CSDL.

Ham DCOUNTA: dém céc gia tri khac rong cua 1 field trong CSDL.
Ham DMAX: tinh gi4 tri 16n nhat cua 1 field trong CSDL

Ham DMIN: tinh gié tri nho nhat cua 1 field trong CSDL.
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Vi du ham CSDL

* Vung CSDL: $A$2:$3D$10
o * Field tinh toan: $D$2 (Tiéu thu)

~{
CQ P N A A . . A
_ \Vung tiéu chuan: theo loai ho
e B = ) ol F cr H I
O 1 & L 1 """"""""""" l """""""""""" l """""" 1 """""""""""""""""""""""""""""" W ﬁnlgtléuclhu:ﬁn]
Y = [ TT TE™ CoAl | TIEd |77 COAT | LAl LA
- T s = [ R NN Ho Ho Ho
— 3 1 | An - 250 | (e I L
A0 = = Eao = 400 | Eéll"lg thﬁng [ =
A =] = | Hai MDD 130 | [ rI D
K 5 4 | Phi o o0 | Trung binh a =00
A & s | mdinh RO 10 | =d ozl hi A - 3
= 5 . L 2700 L nh &t ||IIII. EED
= 7 | Tang D 150 | Ee nhat LA Rl
10 s | Tuan | =D z=n | Tang e iy ffEDD
T

—DAVERAGEEAEZ EDEI0.EDES. G2 G
—DCOOTIITTE A2 FDE10.5DE2, G2 G
—DhLASCE AR - EDEIOEDED. G233
—DITTcE A2 EDE10.FDER. G2

—D ST cEAEZ EDE10,EDER. G2 @UONG D:
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NOI dung
- > 5.0 Dinh dang mo¢t 0, mot day 0
= > 5.7 Biéu do
CO)

> 5.8 Két xuat va phan phoi trang tinh, bang tinh
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5.6 Pinh dang mot 6, mot day 0

» 5.6.1 Kiéu s0, ngay thang, tién té
=t » 9.06.2 Van ban

i » 9.6.3 Can chinh, tao hi€u irng vién
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5.6.1 Pinh dang kiéu s, ngay thang, tién té (1)

» Mot con so duge dinh dang dé thé hién thanh nhiéu dang khac nhau

> Thi du: s6 1250 dugc thé hién thanh cic dang sau day:
~ 1250.00 (dang s6 ¢0 2 chir so 1& - number)
~ 1,250.00 (dang so ¢6 2 chir s6 1& va c6 dau phan cach hang ngan - number)
— $1,250.00 (dang tién té- currency)
~ VND1,250.00 (dang tién t& Viét Nam dong)
— 3-Jun-1903 (dang ngay - date)
— 125000.00% (dang phan traim — percentage)

BAN G BAN
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5.6.1 Binh dang kiéu sd, ngay thang, tién té (2)

Format Cells 7

4 4 A . Numher[:ﬁl Alignment I Font I Barder I Patterns I Prntectinnl
. ) CaC bIIO’C thl..IC hl@nl ;ategur':,.', EII'I'||:I|E

— LA A g o —] |0
":S —B1: chon cac 0 can dinh dang ey o

- : . o ot hove o

>~ —-B2: click nut Number

O —B3: chon thé Number .

<L

CL)

Ik, Cancel
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5.6.1 Pinh dang kiéu so, ngay thang, tién té
(3)

°* B4: chon 1 dang thé hién

S6 (number)

Tién té (currency)
Ké toan (Accounting)
Ngay (Date)

G106 (Time)

Phan s6 (Fraction)

S6 khoa hoc (Scientific)
Dang tu chon (Custom)

FMurnber I Alignmenkt I

_akegory:
General |

Zurrency
accounkting

Dakes

Time @

Fercentage . - .
Fraction qaktive numbers:

DEIl:irnaI places

Scienkific

Text 1,z54.10
Special (1,23<4.10]
Cuskam =1 i1,254. 100

rumber is used for general display of numbers., Currencs
offer specialized Formatking For monetary walue,

]
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5.6.1 Binh dang kiéu sd, ngay thang, tién té (3)

> DPINH DANG CUSTOM:

L > Pinh dang kiéu Custom cho phép ta tu dinh nghia c4ch dinh dang dwa vao c4c ma dinh dang sau:
<L — 0: thé hién mot ky s6, néu khdng cd sb thi ding s6 0 dé thay thé

CL) — #: thé hién mot Ky s6, néu khdng ¢d sb thi bo tréng.

— . (dau cham): ky hiéu phan cach (thap phan)

D — , (d4u phay): ky hiéu phan cach (hang ngan)

) — “chudi ky tu””; thé hién chudi ky tu.

— — Thi du 1: véi chudi dinh dang 0,000.00 thi:

— > S0 1250 thé hién thanh 1,250.00

~ > S0 250 thé hién thanh 0,250.00

CL) — Thi du 2: véi chudi dinh dang # ##0.00 thi:

> S0 1250 thé hién thanh 1,250.00
> S0 250 thé hién thanh 250.00
— Thi du 3: v6i chudi dinh dang #,##0.00 “VND” thi s6 12345000 thé hién thanh 12,345,000.00 VND
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5.6.1 Binh dang kiéu s0, ngay thang, tien té (4)

> DPINH DANG CUSTOM:
— d: thé hién ngay (day)
— m: thé hién thang (month)
— y: thé hién nam (year)
— / : ky hiéu phan cach
— - . ky hiéu phan cach
— Thi du: ngay 22/12/2000 duoc thé hién theo cac ma dinh
dang nhu sau:
> dd/mm/yy: 22/12/00
> mm/dd/yy: 12/22/00
> d-mmm-yy: 12-Dec-00

BAN G BAN
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5.6.2 Dinh dang van ban

» Cac budc thuc hién:
-B1: chon céac 6 can dinh
dang
—-B2: click nut Font
—B3: chon cac dinh dang

Mumber I Alignment Font | Border | Fill | Protection |
Font: Font style: Size:
ICaIibri IREguIar 11
_ : C
Italic 9
T . Vnarial Bold 10
. Vnarial Marrow Bold Italic
i ~| = |5 -
Linderline: Color:
INDne j Iﬁ v mormal font
ffects review
[ Strikethrough
™ Superscript - AaBbCcYyZz
[ Subscript

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

Cancel |

o |
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BAN G BAN

5.6.3 Can chinh, tao hiéu trng vién

» Cac budc thuc hién:
-B1: chon céac 6 can dinh
dang
- B2: click nut Alignment
—B3: chon cac dinh dang

Forma t Cells

Mumber  Alignment | Font | Border | il | Protection

Text alignment

I_Entb:m j

[T Justify distributed

Text control
[ Wrap text
I shrink to fit
[~ Merge cells

2l

Right-todeft
Text direction:

ICc:ntext vI
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5.7 Biéeu do
» 5.7.1 Tao biéu dd

» 5.7.2 Chinh stra, cat, dan, di chuyén, x6a biéu dd

AN

r)
)

A

AN CCS

C)

™)
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5.7 Biéu do (1)

> Biéu do dung dé the hién dit liéu dudi dang hinh anh. Bicu do_
cho ta hinh anh truc quan dé so sanh di li€u, Xu hudng thay doi
cua dir licu.

=
CC)
Q)
)

Y Jr

L
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5.7 Biéu do (2)

CAC LOAI BiEU PO:

B Column: biéu d6 dang cbt.

B Bar: biéu do dang thanh.

) B Line: biéu d6 dang dwong ké.

O Pie: biéu do dang banh

- XY (Scatter): bieu do dang phan tan.
= Area: bieu do dang mién.

3 Doughnut: biéu dd dang xuyén.

Radar: biéu do dang ra da.
Bubble: biéu d6 dang bong boéng.
Stock: biéu d6 dang von.
Cylinder: biéu d6 dang tru.
Pyramid: biéu dé dang thap.
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5.7 Biéu do (3)

Thuat ngir:

<C =Chart title: tiéu dé biéu do.
CL] = Category X axis: truc hoanh.
Q) = Category X axis title; tiéu dé
C) truc hoanh.
= = Value axis: f[ru(-: t_l{ng. k g o
3 = Value axis title: tiéu dé % l 1 lowb
truc tung. -
» Legend: chu thich. QWi Qw2 Qus Qu4
= Gridline: duwdng lwdi. ]
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5.7.1 Tao biéu do

— = Chon ving d liéu can vé biéu do.

5/5 » Click Insert |

S = ch;)n loai trong Qhart, My Line ~ |yl Area =

O) = Xuat hién biéu do @B Pie - |:- Scatter -

;—L -olmn 8 Bar - i) Other Charts -
Ll Charts 5
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5.7.2 Chinh st¥a, cat, dan, di chuyén, xda biéu doé (1)

> Chon biéu do
o5 > Click th¢ Design dé thay doi thiét ké

Ei W DD G E e bk okl b

Chart Type Template Row/Column Data
Type Ch rt Layouts Cha rtSt}I

rosen 22 @ ) (B (o] ] ] (8] (] ] 20 LD S

Picture Sha p Cha rt A:(is Legend Data Da t A:{ Grl dI Flot N Trendline

C
O) > C|ICk thé Layout dé thay doi nhan truc, nén bleu do
<

> ﬁﬁ Reset to Match Style Boxv Title = Titles - Labels * Table Area 3-Dr Rotation - |__| Error Bars =
~ Current Selectio Insert Labels Axes Background Analysis
CC)
> ClI ICk thé Layout dé thay do6i nhan truc, nén biéu do

Chart Are S Shape Fill ~ A - [hEring Forward = |2 Align ~ e

B, Format Selectio [Ab [Ab] [Ab] | & shape Outlin A A : ~| & - | O Send Backward - [§] Group _—. _

£ Reset to Match Style = | ) Shape Effects = + | By selection Pane S Rotate - | *3% 5

Current Selection Shape Styles ordart Styles P Arrange Size
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I y4 x ~ ~ A= ’ >
(l') 5.8 Ket xuat va phan phoi trang tinh, bang
- g
tinh
> 5.8.1 Trinh bay trang tinh d¢ in ra
<L » 5.8.2 Kiém tra va in

> 5.8.3 Phan phoi trang tinh
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5.8.1 Trinh bay trang tinh dé in ra

Left Margin  Header

» Cac thanh phan trong trang in

— Header: tiéu dé dau trang

— Footer: tiéu dé cuoi trang

— Left: Khoang cach I¢ tréai

— Right: Khoang céch 1& phai

— Top: Khoang céch 1é trén

— Bottom: Khoang cach 1& dudi

- Title: tiéu dé dau cac cot hay
dau cac dong cua noi dung.

Right Margin

oheelebeledelubele b b el bk bl b L LB R LLLLL LD L
T%ﬂ%F:z:ns TT: H TTT: ;

] Top Margin

Footer

CHUONG 5:

SU DUNG BANG TINH CO BAN

] Bottom Margin
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A

5.8.1 Trinh bay trang tinh dé in ra
> Click chon thé Page Layout dé dinh dang:

— Margin: 1é trang
— Orientation: chiéu trang in
— Size: kich thudc trang in

— Print Area: vung in
— Break: ngat trang

SAN CCf BAN

— Background: hinh nén

— Print Title: tiéu dé dau cac cot hay
dau cac dong cua noi dung.
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A

5.8.2 Kiém tra va in

> Click menu File —Print w | |
—Printer: chon may 1n.
—Page .. To ..: pham vi in - | B
~Copies: s6 ban in. N e

AN CCf BAN

° . ° A ° A ° ° ,( e Pages Tto
<G —Print: thyc hién viéc inra giay 27 e
L D j Portrait Orientation
B [
1 Normal Margins
i Left: 07" Right
e
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5.8.3 Phan phdi trang tinh

> Luu trang tinh dudi dinh dang khac:
—Click menu File —»Save As E=m _J

» USB Disk (F:) » THDC2015 » - ” Search THDC2015

hoac nhan phim F12 e

J3 Music ; )

y i Pict M 1911 21/11/2015 4:09 PM  File folder

ictures
A ° A A ° B vid . ChuanKynangCNTT 14/10/201511:13 ... Filefolder
—Xuat hién hop thoai Save As| == . = rinrE)
‘% r L MH 19/10/20151:04 PM  File folder

[ ] [ ] [}

OMEICIR 1=l PowerPoint 16/11/2015 3:00 AM  File folder
. TailieulC3 18/10,/201510:08 ... File folder

. Computer

[ ] ’ °
| Tailieuh0S 14/10/201511:13 ... File folder
—Chon dinh dang mo1 tron Erao w
I THI 23/11/20159:30 AM  File folder
S o . s SOFTWARE (D:) .. . T

- 4]

== DATA (F:)

Save As Type
Save as type: [Excel. Workbook (*.xdsx)

Authors: 5V

BAN CO BAN

[ Save Thumbnail
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5.8.3 Phan phdi trang tinh

» Pat mat khau:

—Click menu File —Save As

hoic nhan phim F12
—Xuat hién hop thoar Save As
—Click Tools — General Options oo S

—Xuat hién hop thoai General Options |
—nhap mat khau.

File sharing

Password to open: | |

Password to modify:

Dﬂead-nnlyrecnmmended
| ok || cance
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5.8.3 Phan phdi trang tinh

»(Gui trang tinh qua email:
— Click menu File —Share

— Email:

» Send as Attachment
» Send as PDF

C)

New

Open

Save

Save As

Print

Share

Export

Publish

Close

Account

Options

CHUONG 5:

Share

2015HK1 Email
F: » THDC2015
=
Sha re Send as
Attachment
:.-... Share with People

[% Email

U
Send as
PDF

2

Send as XPS

(!
=
Send as
Internet Fax

SU DUNG BANG TINH CO BAN

ZULDHKLKISY - EXCEl

Everyone gets a copy to review

Everyone works on the same copy of this workbook
Everyone sees the latest changes

Keeps the email size small

! Workbook must be saved in a shared location

Everyone gets a PDF attachment
Preserves layout, formatting, fonts, and images

Caontent can't be easily changed

Everyone gets an XPS attachment
Preserves layout, formatting, fonts, and images

Caontent can't be easily changed

No fax machine needed

You'll need a fax service provider
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(l') 6.1 Kién thirc co’ ban vé bai thuyét trinh va
trinh chiéu

> 6.1.1 Bai thuyét trinh

> 6.1.2 Phan mém trinh chiéu

SAN G BAN

L

L
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6.1.1 Bai thuyét trinh

> PowerPoint la mot phan mém trinh chiéu, dung dé tao mot bai
thuyet trinh sinh dong voi nhiéu hiéu Gmg hinh anh, 4m thanh.
Phan mém nay duoc sir dung rong rai trong linh vuc kinh doanh
va cac 1op hoc, no ciing la cong cu rat hiéu qua khi str dung cho
cac muc dich huan luyén.

> Mot tap tin PowerPoint chira thong tin dugc trinh bay
< (presentation) dudi dang cac slide, moi bai trinh bay gom co
CO) nhiéu slide.
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6.1.1 Chutrc nang cua PowerPoint
> Thém hinh anh, 4am thanh, nhac, va cac doan video clip dé lam ting ¥
nghia trinh bay.

> Thém hi€u img cho van ban hodc cac do1 twong khac d€ nhan manh
diém can trinh bay.

> Tao hiéu (g di chuyén tir slide nay sang slide khéc.

> Thay d6i mau mau hogc nén cho toan bo bai trinh bay hoic chi thay
do1 mot slide.

> Thém db thi, bang biéu va cac so d6 dé lam 1 ¥ trinh bay.

<
CL)
D
)
<L
CL)

> Luu bai trinh bay dudi dang HTML va xuat ban 1én Internet.

> Tao CD ¢6 thé tu dong chiéu trén hé théng khong c6 cai dat
PowerPoint.
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6.1.2 Phan mém trinh chiéu

PowerPoint — Microsoft Office

Keynote — Apple

Impress — OpenOffice

s
=)
= — Corel Presentations — WordPerfect Office
~K

Freelance Graphics — IBM’s SmartSuite
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6.2 Str dung phan mém trinh chiéu

» 6.2.1 Lam vi€c v&1 phan mém

» 6.2.2 Lam viéc véi bai thuyét trinh

» 6.2.3 Lam viéc vdi trang thuyét trinh (slide)

=
CC)
D
)

=)
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6.2.1 Lam viéc véi phan mém

> Khot1 dong PowerPoint

> Man hinh PowerPoint

N G BAN

=)
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Khéi dbng PowerPoint

> Cach 1: Double-click vao biéu twgng PowerPoint trén desktop.

» Cach 2: Click nut Start — All Programs — Microsoft Office
— Microsoft PowerPoint 2010.

» Cach 2: Click nut Start — nhap Microsoft PowerPoint 2010
vao khung Search.

| | Search programs and files pe |

powerpoin
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A

Khéi dbng PowerPoint

» Céach 1: Double-click vao biéu tugng PowerPoint trén desktop. .

= > Cach 2: Click nut Start — All Programs — Microsoft Office
CC) — Microsoft PowerPoint 2010.

D

)

; Programs (1) Programs (1) -

:' S |[B] Micreseft PowerPeint 2010 |[P] Microsoft PowerPoint 2010 (3)

CL) —

‘Q See more results p See more results

(2) =] |[shutdown | » |

e —

| powerpain
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)

Man hinh PowerPoint

Thé Slide Thé Cutline

Fhung Search

ElEH=2-0 F- Q=

Insert

Home

A ||EL

lling |[Research | Thesaurus

Dresign

G &=

Translate Language

Proofing' Language

L w

Transitions

Presentation2 - Microsoft PowerPoint

Slide Show WViewr Add-Ins

Compare Accept Reject

Animations Review

Tl = 3 ta T3

Edit M ext

'v"_:{ Previous

—--A 23 Mext

Show
MMarkup

Meaw Delete Previous

Comments Compare

Comment Comment _,:I Reviewing Fane

S

End
Review

Slides | Outline | x

Mian hinh PowesrPgint

I - I - I S S B R S R L - L T TR |

Man hinh PowerPoint

| Click to ad

notes

o

Research - M
Search for:

|ir15ert audio

| Bing

o

4 Insert Audio Ltd -
Insert Audio Ltd.
Audio . Without us, you
may be seen and not
heard, so don't forget to
Insert Audio. With
equipment and systems
from the best
manufacturers, we will
make you heard ...
www.insertaudio. co.uk

4 Add and play sounds in
a presentation - Office
Support
Add sound (audio) to a
PowerPoint ... Add and
play sounds in a
presentation. Applies To:
DrosicrDmimd W7

o Get updates to your services. ..

.Q Get services on Office
Marketplace

EZ Research options...

L] »

-

Slide 1 of 1

“Office Theme™ | g;’s Enaglish [U.5

) | (=)

oo
oo

B s O U )

kK.hung ghi chi

kKhung slide
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6.2.2 Lam viéc véi bai thuyét trinh
> Tao mot bai thuyét trinh méi

> M& mot bai thuyét trinh

> Luu lai bai thuyét trinh

> PDong PowerPoint

> Hién thi bai thuyét trinh trén man hinh (cac ché do hién thi)

=L
CL)
D
C)
~K
CL)
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Tao mét bai thuyét trinh méi

» Céch 1: Click biéu tuong New ]
trén thanh Quick Access Toolbar
(phim tat: Ctrl+N)

> Céch 2: Click menu File—New — Chon mau c6 san (templates)
hoac tao mo1 (Blank presentation) — Create
(hoac double click vao template)

I M fron
isting
a i for templates
= 1|
= = = M
iagra Envelopes  Flyers ~ Forms
Create
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M& bai thuyét trinh

> Céch 1: Click biéu tuong Open , E
trén thanh Quick Access Toolbar hoac nhan phim tat Ctrl+O

» Cach 2: Click menu File—Open

=
CLC)
D
)

=)
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A

Mé& bai thuyét trinh méi xem

> Click menu File—Recent —click vao bai trinh bay muon mé
trong khung Recent Presentation

—
o
\L
CL)
\ B E -3 == Presentation2 - Microsoft PowerPoint — = =2
( Home Insert Design Transitions Animations Slide Show Review Wiews Add-Ins L] a
3y &=l save
( Recent Presentations Recent Places

Save As

Pl= Trinh chieu co ban.pptx -3 F =t Power Point =1

— [£F Open —=| D:ADHM\Ban co bam\Slides THDC 2015\Power... = £ DADHM\Ban co banh...

Ca Close P THDCL . ppt: - Ban CB-scan b=
sty = =1 = - n . =

= DMNDHMM\Ban co ban\Themes BanCB 5 7  D:ADHM\Ban co banh...

Info
<L
“~ Recent
CL) R

Mew

Print

Save & Send

Help

[ﬁ Options B -

PEEE———— |
e Exit . ;
[ {Quickly access this number of Recent Presentations:i | 5 w  [£F Recover Unsawve d Presen tations
|
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Lwu bai thuyét trinh

> Khi luu 1an dau: dit tén
— Click bi€u tugng Save , ,
trén thanh Quick Access Toolbar hoac nhan phim tat Ctrl+S
— Click chon 6 dia va thu muc luu file.
— 0 File name: GO tén file.
— 0 Save as Type: chon dinh dang tap tin
— Click nut Save.

SAN CCf BAN

> Luu vo1 tén khac, hodc luu not khac:
— Click menu File—>Save As...
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M6t sO dinh dang

PowerPoint Presentation (*.
PowerPoint 97-2002 Presentation (*.ppt)
PDF (*.pdf)
PowerPoint Template (*.potx)
& Com puter PowerPoint Show (*.ppsx)

27 | ocal Disk (C: PowerPoint 97-2003 Show (*.pps)
acal Disk (521 windows Media Video (*.wmv)

o MNew Volume [ GIF Ere_lphin::s Interchange F-::I-rrr'la_t L .gif])

£ oD Dri £y | JPEG File Interchange Format (*.jpg)

= rive (E:) PMG Portable Metwork Graphics Format (*.png)
Cruthine/BTF (*.rtf)

_ PowerPoint Picture Presentation (*.pptx)

File name: OpenDocument Presentation (*.odp)

| Sawve as type: ‘ PowerPoint Presentation ["’.EEtI-[} '-'l

<C
o0
Q)
O
~K
o0
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A

Pong PowerPoint

> Pong bai thuyét trinh:
— Click menu File—Close.
L > Dong PowerPoint:

Q) ~ Click menu File—Exit, hodc
C) — Click nat Close ¢ goc phai trén cung.
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A

Hién thi bai thuyét trinh trén man hinh

> Normal View

= ~ 13 ché do soan thao chinh khi tao mot bai thuyét trinh

55 — gom 4 khung: 1.Slides, 2.Outline, 3.slide pane, va 4.notes
D

C)

CL) |

|

| -

r—
S |
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Hién thi bai thuyét trinh trén man hinh

» Slide Sorter View
— hién thi toan b slides dang album anh cac slides, giup dé dang sap xép vi

<L
CeC)
D

-

C

/

r)
=)

tri, x6a, xem cac hiéu Ung slide mdt cach truc quan.

@ (e~ 3=~ |- THDCL. ppt: - Microsoft PowerPeoint (Product Activation Failed)
Home Insert Cresign Transitions Animations Slide Show Review Wiewr
= % I:l = - . - AN A | = = - i= =- 1l T '-l | I:II__|
1 By~ £y “ | s=s= | == = L =]
= =F == . —
Paste ) New P B 7 u 8 ahe AV Aa .y e — = Shapes Arrange Quick
= Slide~ = = = = = EE
Clipboard = | Slides | Font | FParagraph | Drrawing
>
(! BT Tile oo Content Lapootwith List BT Title s Content Lagpootwith Chart
» Addypour St bullet port hew
» Addyrcur nmccnd bule pois bam e
tHrd bules poit bam s
TIN HOC BaAl CLFONG e 5
BAM OO BAM - BH MDY TPHOM i W
e 1 5 2 g
B Tiun Comtantlaypout with Tabls B Tyo Comtantlaypout with Tabls
_mm » Firae buler poie e Tmale 1 » Firae bullar point hare
D = - » Smcond bulst port hew Tmale I » Smcond bullst port hew
e - = » Third bullet point ham U:l » Thircd bodlet  poit hare
g 4 Sir 5 S
Slide Sorter “Math 1629~ English (W.5.} N
T




A

Hién thi bai thuyét trinh trén man hinh

> Reading View:
— khi thuyét trinh, xem qua slide trén may tinh ma nguoi nghe khoéng nhin

\; 4 4
| 55 thay dugc trén man hinh may chiéu
| — xem toan man hinh nhu Slide Show View, c6 thanh 1at trang nam trén
D thanh Status.
) . :
_— > Slide Show View
b - xem slide v6i cac hiéu ing hién thi dic biét cua céc slides va cua cac
C0) thanh phan cua 1 slide trén toan man hinh,

— nhan ESC dé thoat
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6.2.3 Lam viéc vai trang thuyét trinh (slide)

o > Chen slide mai

<L > Placeholder

Ei > Thay doi dang trinh bay slide
b > Thay d6i mau nén

ZL > Sir dung mau thiét ké c6 san
:5 > Sao chép, di chuyén, x0a slide

> Thém tiéu dé cudi trang
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#!')
Cheéen slide moi

> Click menu Home—click New Slide — click 1 dang trinh bay Slide
trong Office Theme

=
s
‘/I
' \L
-~ E“ H2-y =0~ Presentation2 - Microsoft PowerPoint (Product Activation Failed) = = =2
L L Home Insert Dresign Transitions Animations Slide Show Review WView Add-Ins [~ 9
Eﬁj ¥ I:I == Layout - clas v A A | B = - i= =52 1= 113 'E_]) D‘—_Izll _ £ shape Fill &4 Find
\ EE] E Reset = L shape Outline 22c Replace -
Paste Mew : S ahe AV A === = == Shapes Arrange Cuick
( - slide ~ | = Section ~ Ll &5 Aa = - — — | == &= - - St';-'léLS = Shape Effects Ly Select -
Clipboard = Slides Font Paragraph Crrawing Editing
¥ ) Slides C| Office Theme I - R s R R - - - |
C 1 %

1

Title Slide Title and Content Section Header

N

/
=

i - i | Chénthém 1slide
=45 Sl

‘\—w SR SLE
L L Two Content Comparison Title Only

-
B
Elank Content with Picture with
Caption Caption
2] Duplicate Selected Slides -
5 slides from Outline...

L =] PReuse slides... il
Slide1 of 1 | orre meme | s mrgms ey | |gg Bl = a4z (- ——— () [ .-
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A

Placeholder

> Placeholder la khung hinh chir nhat c6 Click to add text, Click to
add title, de nhap ndi dung trinh bay trén slide gom: van ban,
bang bleu so @0, hinh anh, clip art, do thi...

T L e Placeholder

SAN CCf BAN
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Thay doi dang trinh bay slide

> Chon Normal View, chon slide can thay doi
» Click menu Home—Slides —Layout...
> Chon dang trinh bay mad1 trong khung Slide Layout

o8
»

-------------------------
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St dung mau thiét ké co san

> Click menu Design— Themes —

Prezentationl - Microsoft PowerP t
|
Insert J Cresign Transitions Animations =1 |

rPoin
i ide Show Rewiew Wiewr
] —
-Aﬂu-- » é-a— Aa E Aa i
———— l—
Themes

> Chon mot mau tur danh sach hoac click vao Browse for Themes... dé
chon mau tu file

=
CC)
Q)
)
~
CC)
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CC)
Q)
)
-

~

CLC)

Thay doi mau nén

» Click menu Design— Background Styles — Format

Background

:—'l| E fnl::-rﬁ N [@ Background Styles *]
F
‘ Apply to All Slides

Apply to Selected Slides

Add Gallery to Quick Access Toolbar
[ || J -~

<4 Format Background...

'Ll Reset 5lide Backgrounc

Format Background

Fill

Picture Corrections
Ficture Color
Artistic Effects

Fill

) Solid fil

i Gradient fill

@ Picture or texture fil

) Pattern fill

[ Hide background graphics

Texture:

Insert from:

| Eile.. | | cipboard | | clipAct...
Tile picture as texture
Tiling optons

Offset¥: |0 pt Scale ¥: | 100%:

-
-
-
-

Offsety: |0 pt Scale ¥: | 100%:

Top left El

Mirror type: MNone El

Alignment:

4|k

Transparency: D 0%
Fotate with shape

ALk | ([4)F

cHUON @esesBagkarearnarf N[ _CHIFGesey BAN | |

Apply 1/al

]




Sao chép, di chuyén, xda slide

> Sao chép / di chuyén
— Click menu View—Slide Sorter hoac nuat Slide Sorter.

e

| 55 — Click chon slide can sao chép (nhén Shift hodc Ctrl néu muén chon
| nhi€u slide).

8 — Click nut Copy/Cut.

- — Click chon vi tri.

\/_L — Click nut Paste.

Ce) > C6 thé kéo ré dé di chuyén slide.

> Xo6a: chon slide va nhan phim Delete.
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A

Thém tiéu dé cudi trang

> Click menu View—nut Header&Footer.
— Panh dau chon va 20 vao hop thoai.
— Click Apply to All hoac Apply.

Header and Footer e

Slide | Motes and Handouts |

Include on slide apply o all

Dake and kime

BAN CO BAN

) Update automatically apply
CEIED |
Language: Calendar twpe:
|Eng|ish (LS. | |'-.-'-.-'estern |
@ Az Preview

En:u:uter EREEEEEE

[ 1Doon't show on title slide
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6.3 Xay dwng ndi dung bai thuyét trinh

» 6.3.1 Tao va dinh dang van ban
» 6.3.2 Danh sach
» 6.3.3 Bang

=
CC)
D
)

=)
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A

6.3.1 Tao va dinh dang van ban

> Pinh dang font

> Pinh dang doan

N G BAN

=)
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A

Pinh dang font

> Chon Hhén van ban va st dung cong cu Formatting trong nhom
Font dé dinh dang

-
—
/
~<(
-~
CL) - R P —— . —
Euphemia (Headii ~ 36 -~ A a7 | & |:i= - i= - | 25 = | =~ “j" Text Rirection R L I:||__I|:| |
A [ Angn Text - AL LS O i
AWV - e = = = =EE - Arrange uick
h B I U 8 abes 5~ Aa w— : - = == %Cnnuerttnﬂmartﬁrt' ':%_H'."'H"L{ }ﬂg’: '-rg S%.rles
" ) Font Paragraph M Crrawwing
- | Font Font Co )
—_— g - == S5how the Font dialog box. Font | Chara Spading
- - Latin text font: Font style: Size:
\L. +Heading El Reqgular El 35 =
CD All text
Font color Underline style | {none) El Underline color | <53 -
Effects
[T strikethrough [ Small Ccaps
[ Double Strikethrough [ al caps
[ superscript Offset: |09 = [ Egualize Character Height
[ subscript
o 2 e ,  Cancel
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A

Pinh dang doan

> Str dung thudc dé dinh dang thut 1é va dit tab.
> Hién thi thudce: click menu View—Ruler.

Thutcéchnchnla
(trtr dong dau tién)

Thutdéng
dau tién 1 Thut 1& trai
[%] [ BCRCECH |.-..1...-|.-.2...-|.-.3..-|.-.4..-|...5..-|...6..-|...?..-|---E---|--rgt|-

Tab

SAN o/ BAN
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A

Pinh dang doan

» click menu Home —Paragraph
— Canh bién: trd1, phai, gitra, va déu.
— Thut hang
— Khoang cach dong (Line Spacing)

= < = == |fs Text Direction ~ . IO O DI__I |} Sy shape Fill ~ a8

[=5] Align Text ~ AN I I = N R = S [ shape Outline - | 25,

=== FB Convertto smartart - || % ™ L e [5] A9 B, Q@ shapeEffeas - | [y
Paragraph ﬁ'—:) Drrawing

I E
| Line Spacing f:r Paragraph ET

Specify the line spacing to use.

BAN CO BAN

Indents and Spacing |

alignment: |Left El

Indentation
Before text: |07 = Special: {none) El By:

Spacing
Before:
After:

Line Spacing: | Single El At (i

[ ok ][ cancal | 483




A

Pinh dang doan

— Chia c6t: chia van ban thanh hai hay nhiéu cot
> Chon vin ban — click nit Columns— chon 1 mau

> Dong 1 > Dong 4
> Dong 2 > Dong 5
> Dong 3 > Dong 6

SAN CO BAN
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A

6.3.2 Danh sach

> Panh dau va danh so thir tu dau dong: click nat Bullets hoic

= Numbering —click Bullets and Numbering.
<L
CC)
\ SR == | i=- |1} Text Direction ~ Bullets and Numbering Eo -]
Q) o . = Buleted | pumbered |
k_) Mone — o —— o o -
— o < MNone - o —— =
= - i J— < — o -
:% i a2 = i — < > >
L - =S = m < A ,
N . o = > >
>—| e [0 3] woorien
o E = Color [EL_.lstomize... ]
= Bullets and Numbering...
Reset | ok || canca |
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A

SAN CO BAN

6.3.3 Bang
> Tao bang:

— Click menu Insert— Table, hoac
— Click menu Home— New Slide.
— Click biéu tugng Insert Table & giira slide.
— Go vao s6 dong, cot cua bang va click OK.
— Click vao 6 dé nhap dir liéu

Chén bang

Chén do thi

|

Chen hinh

v

_____

|| BB &-

Table

-

Picture Clip Screens
Art -

Tables Images

Cheén so dd SmartArt

I il ™
= 8B 6

Chen Clip Art

«——— Chen media clip
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A

CT BAN

/

r)
=)

Bang
> Pinh dang bang:

— click vao 1 6 cua bang,
— click TableTools—Design—Table Styles — chon 1 mau dinh dang

THDC1 . ppt - Microsoft PowerPoint

U'_II- '_'Ll'l = |

Transitions Animations Slide Show Fewviewr Wiewr Add-Ins Cresign | Layout

<% Shading ~
Best Match for Document - Borders «
————= ﬁ S=EEE - ? ? =i==l== ~# Effects -
“—--Z BEEEE "S- C—-—-—Z-—Z- E=EEEE BEEEE ===

T
SEEEE EEEEE SEES= -coc-c- EEEEE EEEEE EEEEE  redstel.Ac
SEEEE EEEEE EEEmiD Sooos BEEEEE BEEEE EEEEE [Ffpe
% Clear Table -
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A

Bang

» Cac thao tac hic¢u chinh:
— Chon dong, chon ¢dt, chon cac 0, chon toan bo table.
— Chen dong, chen cot.
— Xoba dong, x0a cOt.
— Thay d6i do rong cot, chiéu cao dong.

SAN o/ BAN
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(!!) 6.4 Puwa bleu do, so do to6 chirc vao trong
trang thuyeét trinh

» 6.4.1 Biéu do
» 6.4.2 So do to churc

\N G BAN

~K
CLC)
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A

6.4.1 Biéu do

> BNiéu do dung dé trinh bay thong tin mot cach truc quan, dé hiéu,
dé so sanh

o BAN

-
C
12

W Series 1 6
- 3
s = Series 2
7 ey 5
w Series 3 =
.~ 2
- L @
CD : ~-Series 1
" —Series 2
0 —Series 3

Category 1 Category 2 Category 3 Category 4

Category 1 Category 2 Category 3 Category 4
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A

6.4.1 Biéu do

— Chén biéu do:click menu Insert— Chart
Cresign Transitions Animations

B = E P Er
Chart

dip Screenshot Photo Shapes Smartd
&rt = Album - =

Images INustrations

— hoac click Home— New Slide.
— click biéu twong Insert Chart ¢ giira slide.

SAN CO BAN

Cheén dé thi

Chén bang ‘ Cheén so dé SmartArt
' = ol = 1 ‘
Chén hinh b B2 €5 ——— chen media clip
)

Chen (Jlip Art , ‘ i ,
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A

6.4.1 Biéu do
> Chon dang biéu do:

el

BAN O BAN

7 EER

'
L'EEE

ReeBEESNeR(E N §
&

3
VR

Stock
Surface A
Dowghnut e ;IS:
Bubble I/\/ L'/v'
Radar
' YEP = al 1R T=NAr == 2
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6.4.1 Biéu do

> Hi€u chinh so l1éu

)
A oy A
' :" L Ta O b i é u d‘ﬁ_ m Home | Insert Page Layout Formulas Data
LD = Calibri -l - ] =
+ Click to add text Pate BB £ EC| A A7) W W S
'xj - F | H-| S~ A~ E IS
L , 5 Clipboard 2 Fant - Alngrument
L} = i A-ﬁ e --.. .ﬁ- =
' 2 m Series 1 | A | B C D
— > W Series 2 ! 1 Series1l Series2  Series 3
o’ . m Series 3 2| Category 1 4.3 2.4 2
3| Category 2 2.5 4.4 2
~L o a| category 3 3.5 1.8 3
CD C-n:-:lnnrv Category Category Ea-:::-n-rv 5 4.5 2.8
< = 5 i so lieu cho phu hgp
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6.4.1 Biéu do

> Pinh dang, hi€u chinh biéu d6 trén thanh cong cu Chart Tools

ng PowerPoint2010.pptx - Microsoft PowerPoint | Chart Tools |
ions Animations Slide Showr Reviews Wiewr Add-Ins Design | Layowut | Format
——| TS _."T I'l il 1
| [Yam] fam] [piva] [ | o] (] | [awd] [0 | () [ | ™
Chart Axis Legend Data Data Axes  Gridlines Plot Chart Chart 3-D Trendline Lines Up/Down  Error
Title = Titles = 7 Labels = Table = 7 =7 Area~ Wall Floor = Rotation ~ Bars Bars -
Labels Axes Background Analysis
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A

SAN CO BAN

6.4.2 So db td chirc

— Cheén so d0: click menu Insert—> SmartArt

Insert I Design

Transitions Animations

E i B P32 ol

lip Screenshot Ph
art - Alb

Images

oto Shap
I—Im - -

ed Smartirt | Chart

INMustrations

— hoac click Home— New Sl

Ide.

— click biéu twong Insert SmartArt ¢ gitra slide.

Chén so dé SmartArt

S

l———— Chén media clip

Cheén db thi
Chén bang
L ==
Chén hinh = 515 [otd
Chén (Jlip Art
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A

6.4.2 So db td chirc

> Click chon loai so d6 — click chon mau so d6 0K

- Choose a SmartArt Graphic ==

all

NN
Frocess

Cyde - ﬂ R —

Hierarchy ] == I I

O BAN

I3

-
:J'

[}
0
0

£

B ) & Bl i § 007 oY

= | | Bl
A Relationship k- | = == E E H
~( Matrix — - == ‘:= (-1 =1
L D Pyramid [ Organization Chart
Picture _—

Use to show hierarchical information or
reporting relationships in an organization.
The assistant shape and the Org Chart
hanging layouts are available with this
layout.

ok | [ cancel |
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6.4.2 So db td chirc

> Nhap text vao SmartArt:
— click so d6 — Text Pane xuét hién

- Khung Type your text here: Nhap noi dung tirng nut trén so d6 — théng
tin hién thi trong so do

Z
<L
co)
D

C

Type your text here ez |

s CEO
= Sales Chief

AN

= Head Salesperson | ||

® Head of Accountng >
“~ ® Design Specialist Sales Chlef' Des'%” Head O'F
La * Head of Advertising Spe{:|al|st AdVEI‘tISIF‘Ig

= Adsociate ; =

L Head
Organization Chart Salesperson

Use to show hierarchical information or
reporting relationships in an organization.
The assistant shape and the Org Chart

hanging layouts are available with this Head O-F
layout.
Accounting

Learn more about SmartArt graphics
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6.4.2 So db td chirc

> Thay do1 cau tric
— click chon nat mudn hiéu chinh
— click menu Design

CL)
D

3

Ins Transitions i Revi i dd-Ins Desi Format
._] Add Shape ~ <@ Promote & Move Up J,‘)a =
= - @4 . [ =, 5
=] Add Bullet = Demote % Move Down _:] - -- - bd — — . -='=|| % % % - — A g
= = i.;i ég& T = = % @& & S5 (|| Change | I HEN | EEE BN —| | Reset Conve rt
[{] Text Pane 2 Right to Left | 22, Layout = | | Colars~ || Graphic -
I

Create Graphic % aaaaaaaa | Layouts | Smartart Styles | Reset

Slides | Outline

& Both I - - R Y T T T - - O ]
1 g? Left Hanging
?g Right nging

N

/
=
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D

-

C

=AU

L)

6.4.2 So db td chirc

> Thay d6i cach bo tri cac nit cung nhanh:

— Chon nit ¢ nhanh muén diéu chinh —click Design — Layout — chon
kiéu trinh bay

Home Insert Dresign Transitions Anin

) Add Shape = <& Promote & Move Up
i Add Bullet = Demote % PMove Down

| Text Pane| 2 Right to Lett| =, Layout - |

Create Graphic % standard

| Outline | | & potn a o

| Type your text here =2 e
E? Left Han g
Right Hz = Sales Chief
?E = Head Salesperson CEO

= Head of Accounting

= Design Specilist

|
|
* Head of Advertising D 2
_ _ : esign
* Associate :
' Specialist
Organization Chart
Use to show hierarchical information or Head Head Of A t
il lationships i ization.
The assitant shape and the Org Chart | Salesperson Accounting ssociate
hanging layouts are available with this

layout.
Learn more about SmartArt graphics

]
Head of

Advertising
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P
= 6.4.2 So db td chirc

> Thay doi dinh dang

< — chon nat muodn hi¢u chinh hinh dang khac
.‘\L . \ /4 4
o0 — click menu Format -Change Shape —chon 1 hinh dang khac cho nut
D BlH=D-O  =-10EFI|~ SmartArt Tools
L} Home Insert Dresign Wiewwr Add-Ins Cresign Format
- _{ Iﬁj Change Shape '] P “~ s - s
= [ =
= S looooooooao
\L' Basic Shapes
o0 Sed O AN DTS TOOO®@®E®
L GCOOOr Lo |
1 O @ o L) @27 = &3 ([ =3 '
14 x |
Block Arrows
0 A4 Ak S I0 B AL O [ T T
B A agdnicyDers L1145y
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(!!) 6.5 Dwa cac doi twong do hoa vao trong
trang thuyét trinh

> 6.5.1 Cheén va thao tac v6i doi tuong d6 hoa di co
> 6.5.2 V¢ hinh

\N G BAN

~K
CLC)
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I \ N ’ . e A
(l') 6.5.1 Chen va thao tac voi doi twong do hoa
,-.4/"J ~
da co
> Thém hinh anh minh hoa

> Cac thao tac v hinh anh

N GO BAN

=)
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Chén hinh anh

— click menu Insert— Picture

I_H::-me Insert Dresign I
bl | BB | < S

Picture Clip Screenshot Photo
Art o Album =

Images

<C
o0
D
O
~K
o0

— hoac click Home— New Slide.
— click biéu tuong Insert Picture from File ¢ giita slide.
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F_'/!J)

AN

™)
)

Chén hinh anh

— Chon file hinh — Insert

P

rEl Insert Picture

@Qvl . » Libraries » Pictures » Sample Pictures

Organize - Mew folder

|E| Microsoft PowerPoint

-

4 Fawvorites
B Desktop
& Downloads

m

L T
=1 RecentPlaces —

= Libraries
|=_E| Documents
.J"F Music
[ Pictures
B viden<

Pictures library

Sample Pictures

Chrysanthe Desert.jpg

mum.jpg

Aul

- | +y | | Search Sample Pictures

=& -
Arrange by:  Folder =

Hydrangea lellyfish.jpg
s.jpg

Keoala.jpg Lighthouse, Penguins.jp Tulips.jpg

File name: Desert.jpg

JPg

g

=

o |
(2]

Select a file
to preview.

- [AII Pictures (*.emf;*.wmf;* jpg;:* T]

Tools - [ Insert I*-r] [

Cancel

)

-
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Chen hinh anh t Clip Art

— click menu Insert— Clip Art

I Home Insert Design

| | BB || s+ R

Picture Clip hereenshot Photo
Art - Album -~

Images

— hoac click Home— New Slide.

— click biéu tuong
Insert Clip Art

— Chon file hinh — Insert

Clip Art -
Search for:
| e |
Fesults should be:
|Selected media file types | - I
Indude Qffice.com content
[=]
(3
|

E ﬂ Find more at Office.com
ﬂ Hints for finding images
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p>
== Chen Albumn hinh anh

— click menu Insert— Photo Album

m_Home Cresign Transitions Animations Slide Show Review Wiewr Add-In:
B e Peee @ =2 42 = &
) R = =]

&=t Screenshot = F_E‘| Smartart

O BAN

Table Picture . Hyperlink Action Text Header WaordArt symbols | video
- | Fhoto Album -—| Chart Box & Footer = gl = ,
Tables Images Iustrations Links Text kel
-~ = | % |/ Photo Album -
N 1 Album Content
‘ ) I Insert picture from: Pictures in albwurm: Preview:
[ Eile /Disk. .. ] 1 Chrysanthemum
= Desert
) 2 Insert text: Hydrangeas
B | o S
=T T= * 2 Koala
—
e — Lighthouse
Picture Options: Penguins
Tulips

] captions below ALL pictures

= [ aLL pictures black and white

=)
W
i

1 | memove | [42|[cn| [oo1[am| [agr s

':4- E Album Layout
LY

Picture layout: | < pictures
Frame shape: Compound Frame, Black

[=]
=]
ERa|||

[ Create ] [ Cancel ]
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Cac thao tac v&i hinh anh

> Chon.

> Sao chép, di chuyén.
> Thay d6i kich thudc.
> Xoay.

> Nhom/Ra nhom.

> Dit doi tuong ¢ trudc hoac sau d6i tuong khac.

.\;L.
CC)
D
)
~
CC)

> Pinh dang: Picture Styles.

A9 =0~ THDCIppb( Microsoft PowerP - =
me Insert Design ransitions Animations  Slide Add-Ins Fori
I ;1 rrrrrrrrrrrrrrrrrrrrrrrrrrr hy rw. 1= [% u HHHHHHHHH
—=idl a B2 Change Picture d d ‘ d d Q ect (=9 w Group
Remove  Corrections Color Artistic ~ = > 2 Crop —! width: 6.67
BBBBBBBBBB Effects ~ Reset Picture ~ 5= Picture Layout ~ % Selection Pane Sk Rotate ~ ~ B
Adjpst | Picture Styles i
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6.5.2 Vé hinh

» Sir dung cong cu Shapes, tao nut diéu khién slide (Action

= Buttons):
C5 — click menu Insert—Shapes — chon vé 1 Action Buttons — chon
| Settings
D :AcﬁunSEﬂings
L} @ E ﬁ Q) E Mouse Click | Mouse Civer |
Sha;p-es Smartart Chart Hyperlink Action 'E Action on dick
_ | Recently Used Shapes - ; rens :
FE~ OO A L L2 @ Hyperlink to:
< % LT | extsige
el SRR RS R L [
Rectangles Run macrao: Last Slide viewed
= (@ [ (@ & [ ] = &) | End Show —

Basic Shapes Cbject action:

@G OOOr L ¢ ania &
@ﬁlj‘:? %k‘:(:i' CE L [ play sound:
O30 )< 3 [ Sound =

Highlight dick
Action Buttons [7] riighlight cl

[<2] (=] (=] [=1] [ed] [©] [e2] [=2] [O] [E] [2] [ ][~

/A®
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A

6.5.2 Vé hinh

> Piéu chinh thiét 14p cho nut dicu khién:
— click chon nut

— click menu Insert—>Act|on/HyperI|nk — hop thoai Action Settings
xuat hién — thay doi céac thiét 1ap cua Hyperlink to

o/ BAN

1 o
‘ ) Action Settings
Mouse Click | Mouse Owver
7 Action on dick
) Mone
@ Hyperlink to:
- L'
Hext Side =1
CD ) Run program: giextslide | -
Prewvious Slide
| First Slide E
— Last Slide
Run macro: Last Slide Viewed
Insert Dresign Transitions Animations Slide Show | End Shaow |_T|
:“E_‘ r—1 — i Object action:
5 - B i 9& | =]
Zlip Screenshot Photo Shapes Smartart Chart Hyperlink Action —
Art = Album - - Flay sound:
Images . IMustrations . Links | Mo Sound] -1
[] Highlight dick
> \ na > Cancel
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Insert Dresign Transitions Animations Slide Show

. B Ll =m D ™ @ 5
Tao Hyperllnk i:jtj SCFEEPEthATES:an Shafes Smartart Chart Hyperlink | Action

Images INustrations Links

> Tao Hyperlink cho 1 d6i twong hinh hay cho mot doan text:
— click chon hinh/ text
— click menu Insert—>Hyperlink— hop thoai Insert Hyperlink xuat hién

Insert Hyperlink
Link to: Text to display: |Chudn bi trinh chiu [ ScreenTip. .. ]
T - )
Eg'stiile o Look in |. Power Point El - - -
Web Page . Karaoke |:| [ Bookmark. .. ]
t'::%'éi’:t EH ~%Trinh chieu co ban {CH).pptx
a bedefg.doocx
Place in This (BH ce-Trinh chieu co ban.pptx
Document Browsed Tao bai trinh bay (TA).pptx
Pages = Themel.thmx =
| ®H Trinh chieu co ban {CM) - Full.ppix
Create New pecent | EE] Trinh chieu co ban {CN).pptx
Document Files (EH ¥ nGHIA LOAI HOA.ppx =
Address: | El
E-mail Address
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Tao Hyperlink

~ click Bookmark...— chon slide muén link dén ->OK

I 6.6 Chuan bi, trinh chiéu va in
(lé'ﬁ) béi thUYét trinh . 1. Chgn text tao Hyperlink

2. click menu Insert_Hyperlink

<C
CLC)
Q)

> 8.6.2 Kiém tra, in, trinh dién

"

» ) Insert Hyperlink @
Link to: Text to display: |(Chudn bi trinh chigu [ ScreenTip... ]
7 [=]
Lok ir: . Power Point
—_— Existing File or = : C
Web Page Select Place in Dlocument [ |ﬁ]l Bookmark... ]
Current —
~ L. EI Folder Select an existing place in the document: F
~ - " o .
L) Place in This 64. Binh dang Side Master 3. click chpn Bookmark
Document Browsed - 65. Binh dang Slide Master F r " e,
i - 66. 6.6 Chudn bi, trinh chi§u va in bai thuy&t trinh 4. Chon Slide mudn link dén
i B 67. 6.6.1 Chudn bi trinh chi&u
-~ 68. Tao higu ¥'ng chuy&n trang
C te M - - B =
Dot RE%::t ~69. Tao higu ¥ng chuyé&n trang (tt)
- 70. Tao higu OI'ng cda d&i tu'ong trén slide (Animation)
- 71. Tao higu I'ng cda ddi tu'ong trén slide (Animation)
Address: - 72. Tao hoat hinh (Animation)
E-mail Address - 73. Tao hoat hinh (Animetion} | ¢~ C
- 74. Tgo hoat hinh (Animation}
- 75. 6.6.2 Ki@m tra, in, trinh dién
—g - 76. 6.6.2 Ki&m tra, in, trinh dién L
-~ 77.6.6.2 Ki&m tra, in, trinh dién [
. Custom Shows CHUONG 6: SUDYNG IRINFCRIEDUCOBAN— 51T
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Dinh dang Slide Master

> Slide Master cho phep ap dung mot layout chung cho cac slide,
vi du nhu dinh dang tiéu dé dau, cudi slide, chén ngay thang, so
thur tu trang,...

> P& mo& Slide Master, chon View > Slide Master

<
0
D
O
~
0

E' E - O @ - Eaigiang PowerPoint2010. pptx - PowerPoint
= a PP
FILE HOME INSERT DESIGM TRAMSITIOMNS AMIMATIOMNS SLIDE SHOW REVIEW 5TC
el=] ElE == I— q =7 [ Ruler = = BR Color
== P o =
[ | Gridlines mm Grayscale
Mormal Cutline Slhide MNotes Reading andout Motes _ Motes Foom Fit to )
View Sorter Page  View Master Master || Guides Window = Black and White
Presentation Yiews aster Views Showr = Zoom Colorf/Grayscale
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§
=~ Dinh dang Slide Master

- -

FILE SLIDE MASTER HOME INSERT TRAMSITIOMS AMNIMATIOMS REVIEW VIEW STORYBEOARDIMNG
— = - - _
||:| j Delete _ Title Aa Be colors - 83] Background Styles “:I B
| ot Slide | ot '?;@Rename et I-:m:t Th_ FonE' [] Hide Background Graphics Shid .
nse| ide Inse Waster nse| Footers EIMESs ide ose Hén Master View
Master Layout [C% Preserve Layout Placeholder ~ - Effects - Size~  Master View g
Edit Master Master Layout Edit Theme Background = Size Close

(=]

Click to edit Master title style

» Click to edit Master text styles
- Second level

= Third level
’ - Fourth level
oA - Fifth level

Footer {| 12/19/2014 i |
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(!_I/EJI) t6r.‘|?1hChU§n bi, trinh chiéu vain bai thuyét

> 6.6.1 Chuan bi trinh chiéu
» 6.6.2 Kiém tra, in, trinh dién

N GO BAN

=)
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6.6.1 Chuan bi trinh chiéu

> Tao hiéu (g chuyén trang

<L > Tao hoat hinh (Animation)
CO)

> Trinh chiéu
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Tao hiéu &ng chuyén trang

> Chon Transitions, chon mot mau hi¢u irng

_
: 7-9 = Baigiang PowerPoint2010 - Microsoft PowerPoint | Drawing lools
A 1
: \L | Haome Insert Design J Transitions Animations Slide Show Rewviaw Wiews Format
~ |
LD Subitle —
;O D @ & = [
A 1 I
ﬁ Mone Cut Fade Push Wipe Split Reveal Random Bars

n IRandnm Bars]

L-T.. |

-
2!
£

| Exciting

M‘ : w
- &
)
0
il
E m
(%]
T

""'L' Drissolve Checkerboard Elinds Clock Honeycomb Glitter Waortex
‘\‘] — |
LL Wl | cl (=1 B L=
Shred Switch Flip Gallery Draoors Box Zoom
Dy namic Content
= mE 3 m =6
Pan Ferris Wheel Conveyor Rotate Orbit Fly Through -
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Tao hiéu ng chuyén trang (tt)

Baigiang PowerPoint2010 - Microsoft PowerPoint = =F 2
Transitions Animations Slide Show Review Wiew Format |
3 h—g_l @ @ ‘ — ‘E ifh, Sound: [Mo Sound] - | Advance Slide
=] I | |‘| | - (L Duration: 01.50 - Cn Mouse Click
Fade Push Wipe split Rewveal — Effect -

= |options = | i3 Apply To All [ After: 00:00.00 =

Transition to This Slide }
Tuy chon hiéu rng b sung

cho mdi mau hiéu &ng

Tao hiéu rng chuyéi

- Timing

Yertical Out

Horizontal In Ap dung Ctﬂ
téat ca cac slide

Haorizontal Out

HEEE

YWertical In

SAN CO BAN

» Chon Transitions, ch?n m -lrng
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(!!) Tao hiéu (rng cua doi twong trén slide
(Animation)

> Thiét 14p cach hiéu tng bat dau:
— Click miti tén bén canh Start trong khung Custom Animation. Co6 ba
cach:
> Start On Click: bat dau khi click chudt.
» Start With Previous: bat dau cung voi hi¢u g trudc do.
» Start After Previous: bat dau tiép theo sau hiéu ung trude do.
> Hiéu chinh:
— Chon dbi tuong da tao hi¢u ung.
— Xoa: click Remove trong khung Custom Animation.
— Thay dbi: click Change va chon hiéu tng méi

SAN CCf BAN

— Thay dbi tht tu: click mi tén 1én hoic xudng
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(!!) Tao hiéu (rng cua doi twong trén slide
(Animation)

> Chon d6i twong (van ban, hinh anh can tao hoat hinh)
> Click ANIMATIONS

Baigiang PowerPoint2010.pptx - PowerPoint DRAWING TOOLS
DESIGM TRAMSITIONS AMIMATIONS '8 SLIDE SHOW REVIEW WVIEW STORNYBOARDIMG FORMAT
- '|_‘* G‘j‘ Animation Pant) Start:
c )1 ¢ )1 ¢ Jr K = ¢ x
Fade Fly I Float In Split Wipe ':‘.hap:@'r’“ Add N, . .
tions Animation = T~ Animation Painter 2 Delay:
Animation Advanced Animation

SAN CCf BAN

Tao hoat hinh (Animation)
L » Chon ddi twong (Vé]‘; ban, hinh anh can
- tao hoat hinh)

» Click ANIMATIONS
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Tao hoat hinh (Animation)

—_— -

HOME INSERT DESIGM TRAMSITIOMS AMIMATIOMNS SLIDE SHOW REVIEW VIEW STOR

Mone E
e > Chon mét hiéu rng
Mone (None: khénq c6 hiéu wrnq)
‘/' Entrance
<L " | |
N X C w Yr > L ¢ o Y >k
LD Appear Fade Fly In Flaat In Split Wipe Shape Wheel
= e w e
— ** b+ d % ‘V:_r
\'—W Random Bars Grow & Turn Loom Swivel Bounce
L Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink Desaturate Darken Lighten
— g k g A A u
_, Transparency Object Color Compleme... Line Colo Fill Cole Brush Celor Foent Celor Underline
...,_/IL' B B A
- EBcold Flash Bold Reveal Wawe
LD Exit
o g % ¥ Y Rt Y >k
Disappear Fade Fly Out Float Qut Split Wipe Shape Wheel
i g 8 N
—
Random Bars  Shrink & Tu... Loom Swivel Bounce -

% More Entrance Effects...
Meore Emphasis Effects...

< More Exit Effects...

¥ More Motion Paths...
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Tao hoat hinh (Animation)

Baigiang PowerPoint2010, pptx - PowerPoint DRAWIMNG TOOLS - . . 2 B
mo h Animation pane
MEITIOMNS ANIMATIONS SLIDE SHOW REVIEW VIEW STORYEBOARDIMG FORMAT T
M | ¢ 'l"* % Animation Pane 5tart‘|[]r| Click = [} Reorder Animation
b ﬂ 1.-' . e Add Trigger = D Duration: |[00.50 - a Mowe Earlier
. . =
. Fly In Float In split Wipe Shape ptions ~  Animation ~ % Animation Painter B Delay: 00,00 - * Mowve Later
[}
Animation Direction wnimation Timing
Chon iwvra b6 sung cho moi 1\
= ) From Bottom -
loai hoat hinh chon thao tac dé

Tao hoat hinh & rereenie yn) bat dau
T — > Fomiew L I ;
~» Chon déi twvong | Ih anh can |

~ tao hoat hinh) A From TopLeft
» Click ANIMATIOI N FomTer

Baigianmg Porwves DREWING TCHILS

DESIGN TRANSITIONS L AMIMATIONS z From Top-Right DRYBOARDING FORMAT

+ £ Animation Pane | tart
4 c ¥r ¥r _ o ke T I e
I fache Ehy b Fhaat I e From Right 3 t add e . . [ _—

Animmation - S0

SAN CC BAN

Arirmation Hidremnoed Andmation

R From Bottom-Right
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of BAN

-

C

|
fi)

Tao hoat hinh (Animation)

> Ctra sO Animation Pane

b Start: |I:]r1 Click - | Reorder Animation
) Duration: 00,50 . . PAowve Earlier
B Delay: Q000 - * Mowe Later
Timing  SAp Xép lai the tw ~

[~]

. tl{il’lh ién
Anmimation Pane

| I Play From |

/ ) 1 4 Chon d&i tuo... [l

; 2 9% Click ANIMA... O (=]
«-..L Start On Click

P Start With Previous

CL) =

5 Start After Previous

ol ciral=ON
Effect Option .

Tirming... o

Hide Adwvanced Timeline

Eemowe

Clra sO Effect Option

Settings
Drirection:

Smooth start:
Smooth end:

Bounce end:

| From Bottom | ' ||

D |-D SEC Ii”
U |-D -1 Ii”

R .
hat am thaniie =

Enhancements
Sound:
After animation:

Animate text:
Chon mot
Png XLF sau
khi trinh dién

.

Hide After SAnimation
Hide on Mext PAouse Clic
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D
D

6.6.2 Kiém tra, in, trinh d

=
/' |’E|| = * - 5 ‘=~ [ =5 |= Trinhchieu co ban {CN).pptx - Microsoft PowerPoint i = =T
o -~ L. Home Insert Design Transitions Animations slide Show Review View Add-Ins =] 9
~ Q Save
L L Print -
Save As @3 S -
Copies: | 1 = =
o
\ ES Open Print e
Caf Close
( F 0] T —_——
Info Printer ‘ P W
4 . % % B ke o s
) . ;7 HP LaserJet 2200 Series PCL 5 EEIEH%%TETAHH
Recent Ready M
Printer Properties I
 —— MNew
- Settings
R — Print
‘3: Print entire presentation
-~ L' Save & Send
Slides: 0
A\D Help 6 Slides Horizontal -
Handouts (6 slides per page)
[ﬁ Options
_ Print One Sided - R =n® ki ke e
Ed Exit Only print on one side of th... - e et §
B Rkt ]
Collated =
r r - B —
== 1,23 123 123
s
Portrait Orientation -
‘ Color -
-
Edit Header & Footer 1 of12 »
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6.6.2 Kiém tra, in, trinh dién

—
/ i
<L Settings
-~
CC) j Print All Slides o
— ol =T hinh dnih, e Henh, e, b ol copn dicke Sip sl e Hng § nghils Brind b
-l = - - E - .wmwu‘umr:mm::u.u:u&mmﬂ—mmm
\.j Print entire prezentation Settings e i T e bty ey o s
( >, Print All Slides . T e S e e S s
A } Shides —=! Print entire presentation D i -
— Print All Slides Slides: ® e
S Cl| .EE] Print entire presentation ;}‘f"g”im . v‘ B e
rnnt a outline P st S
; ——— : - Print Layout [ e
rint Selection e
~L T . . =] €] =
~~ it I:Ir'llj.r |::|r|r11: the selected slides Full Page 5lides Motes Pages Cutline Teen e e

Print Current Slide
Only print the current slide

Custom Range
I:I-_HEI Enter specific slides to print

Print Hidden Slides
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6.6.2 Kiém tra, in, trinh dién

Slides: O e
& Slides Horizontal -
Handeouts (& slides per page)
Print Layout
Full Page Slides Motes Pages Zutline
Handouwts
1 slide 2 Slides 3 Slides
4 Slides Horizontal | 6 Slides Horizontal | 2 Slides Horizontal
4 Slides Vertical 6 Slides YWertical 9 Slides Vertical

Frame 5lides
Scale to Fit Paper

High Quality
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