BO GIAO DUC VA PAO TAO
TRUONG PAI HQC CAN THO

KHOA KHOA HOQC
————— 000 -----

GIAO TRINH MON HOC

TIN HQC CAN BAN

MSMH: THO16

Bién soan: - ThS. D6 Thanh Lién Ngan
- Ks. H6 Van Tu

- LUU HANH NOI BO -
- 2005 -




LOINOI DAU

LOI NOI PAU

Tin hoc 1a moét ndi dung quan trong trong chuong trinh gido duc dai cuong & bac
Pai hoc, va 1a mon hoc bat budc d6i véi tat ca sinh vién trong cac trudng Pai hoc & Viét
Nam chinh thirc tir ndm 1992. Tir nhiéu ndm nay, mon hoc nay duoc giang day hau hét
truong Pai hoc va Cao dang & nudc ta voi nhitng mirc 46 khac nhau, va ciing c6 nhiéu
sach, gido trinh Tin hoc khac nhau do nhiéu tac gia bién soan. Do sy phat trién nhanh
chéng cta nganh Tin hoc va yéu cau doi méi trong chuwong trinh dao tao cia Bo Gido duc
va Pao tao, ching t61 da bién soan bai giang mén hoc TIN HQC CAN BAN cho tat ca
sinh vién cac nganh & bac dai hoc voi muc dich gitp cho sinh vién cé duge mdt tai li¢u hoc
tap can thiét cho mon hoc nay va ciing dé dap Gmg phan nao nhu cau ngay cang cao vé tu
liéu day va hoc Tin hoc.

Khi bién soan ching toi cling da tham khao nhiéu gido trinh cua mot s6 truong Dai
hoc hodc duge viét lai tir mot s6 sach. Do khong c6 dleu kién tiép xuc, trao doi dé xin phép
viée trich dan cua céac tac gia, mong qui vi vui 1ong mién chép.

Chung t61 xin chan thanh cdm on cac déng nghi€p & Bo mon Tin hoc - Khoa Khoa
hoc da tao rat nhiéu dicu kién vé tai li€u va phuong tién cho chung t61 hoan thanh giao
trinh nay.

Du ¢6 nhiéu ¢ ging nhung chiing t6i van khong thé tranh dugc nhitng sai sot. Rat

mong dugc sy dong gop y kién cua cac dong nghiép, cadc em sinh vién va cac doc gia de
chat lugng gido trinh ngay cang hoan thién.

Nhom tac gia

Giao trinh Tin hoc can ban



GIOI THIEU MON HOC

GIOI THIEU MON HOQC

Bai giang mén hoc TIN HQC CAN BAN (MSMH: TH016) dung de giang day cho
sinh vién tit ca cac nganh. Mén hoc nay cé 3 tin chi (twong duong 45 tiét chuan), duoc
giang day dong thoi voi phan thuc hanh (Gido trinh thuc hanh Tin hoc cin ban — THO17)
gbm 60 tiét thuc hanh tai phong may tinh. Bai giang duoc bién soan dya vao huéng dan
ctia Bo Gido duc va Dao tao va D& cuwong bién soan gido trinh nhim nang cao kha ning sir
dung vi tinh cho sinh vién theo tinh than "Chwong trinh phdt trién va g dung Céng nghé
théng tin" dugc to chire tir ngay 10/10/2003 tai truong Pai hoc Can Tho.

Tuy nhién, trén thyc té c6 mot s6 khac biét vé diéu kién dia 1y va xa hoi ¢ dong bang
song Ctru Long so véi mét s6 khu vuc khéc; vi du nhu trong mot 16p, mat b?mg hiéu biét
co ban vé may tinh cta sinh vién xut than tir thanh phd 16n va sinh vién xuat than tir ving
ndng thon co thé cé su chénh léch kha 1, diéu nay co thé gay ra mot sé kho khan nao do
cho giang vién ciing nhu sinh vién: nhimg sinh vién da dugc tiép xtc voi may tinh trong
thoi gian hoc phd thong hodc nhitng sinh vién c6 kién thic ngoai ngit tét (cha yéu 1a tiéng
Anh) sé& tiép thu nhanh hon cac sinh vién khac. Thyc té nay doi hoi phai c6 mot gido trinh
phut hop véi trinh d6 va kha ning tiép thu cia tat ca nhitng sinh vién nay.

Trudce nhimg yéu cau d6, nhom bién soan da tién hanh soan thao gido trinh mon hoc

Tin hoc cén ban vdi phan trinh bay chi tiét nham phuc vu nhu cau giang day, hoc tip, tham
khao cho gido vién, sinh vién va cac doc gid khac. Noi dung gido trinh gom 5 phan, dugc
phan bo nhu sau:

. Phan I: Nhimg hiéu biét co ban vé tin hoc

. Phan IT: Soan thao van ban voi Microsoft Word

i Phan III: X Iy bang tinh voi Microsoft Excel

i Phan IV: Trinh dién v&i Microsoft Powerpoint

¢ Phan V: Sit dung dich vu Web va Email

Cac tir nglr Tin hoc st dung trong bai giang la cdc tu tuong dbi quen thudc trong
nuée. Pé tranh nham 13n, mot sd thuat ngir ¢o phan cha thich tiéng Anh di kém. Cubi bai
giang 1a céc tai lidu tham khao lién quan dén mon hoc. Sinh vién co thé sir dung céc tai lidu
tham khao nhu mot tai liéu tht hai cho viéc bo sung kién thirc ctia minh. Phan bai tip cho
moi chwong s& dugc trinh bay trong Gio trinh thue hanh Tin hoc cin ban.

Nhom tac gia

Giao trinh Tin hoc can ban



Chuong 1: THONG TIN VA XU LY THONG TIN

CHUONG 1: THONG TIN VA XU LY
THONG TIN

--- 000 ---

1.1 THONG TIN

1.1.1 Khai niém vé thong tin

Khai niém théng tin (information) duoc sir dung thuong ngay. Con ngudi cd nhu cau
doc bdo, nghe dai, xem phim, di tham quan, du lich, tham khao y kién nguoi khac,... dé
nhan dugc thém thong tin méi. Thong tin mang lai cho con nguoi su hiéu biét, nhan thirc
t6t hon vé nhing ddi tugng trong doi sdng xa hoi, trong thién nhién,... gitip cho ho thuc
hién hop 1y cong viéc can lam dé dat t&i muc dich mot cach tot nhat.

Dit liéu (data) 1a su biéu dién cta thong tin va duoc thé hién bang cac tin hiéu vat 1y.
Thong tin chtra dung ¥ nghia con dir li¢u 1a cac su kién khong c6 cadu triac va khong cod y
nghia néu chung khong dugc to chuc va xir ly.

Hé thong théng tin (information system) 1a mot hé thong ghi nhan dit liu, xu 1y
chung dé tao nén thong tin c6 y nghia hodc dir li¢u maoi.

o g Jp o>
Nhép Xuat

Hinh 1.1: Hé thong thong tin

1.1.2 Pon vi do thong tin

Pon vi dung (‘ié do thong tin goi 1a bit. Mot bit tuong ung voi mot ghi thi hqéc mot
thong bao nao d6 vé sy kién c6 1 trong 2 trang thai c6 s6 do kha nang xuat hién dong thoi
la Tat (Off) / M& (On) hay Pung (True) / Sai (False).

Vi du: Mot mach den c6 2 trang thai la:
- Tét (Off) khi mach dién qua cong tic 1a ho
- M& (On) khi mach dién qua cong tic 1a dong

S6 hoc nhi phan sir dung hai ky s6 0 va 1 dé biéu dién céac sb. Vi kha ning sir dung
hai s6 0 va 1 1a nhu nhau nén mdt chi thi chi gdm mgt chir s6 nhi phan c6 thé xem nhu la
don vi chira thong tin nhd nhat.

Bit 1a chir viét tit ciia BInary digiT. Trong tin hoc, nguoi ta thudng st dung cac don
vi do thong tin 16n hon nhu sau:

Tén goi Ky hiéu Gia tri
Byte B 8 bit
KiloByte KB 2'°B = 1024 Byte
MegaByte MB 2B
GigaByte GB 2B
TetraByte B 2B
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Chuong 1: THONG TIN VA XU LY THONG TIN

1.1.3 So' d6 tong quat ciia mdt qua trinh xir Iy thong tin
Moi qua trinh xir 1y thong tin bing may tinh hay biang con ngudi déu duge thuc hién
theo mot qui trinh sau:
Dt liéu (data) dugce nhép ¢ dau vao (Input). May tinh hay con nguoi s€ thuc hién qua
trinh xtr Iy nao d6 dé nhén dugc thong tin ¢ dau ra (Output). Qua trinh nhép dir lidu, xur ly
va xuat thong tin déu c6 thé dugc luu trir.

NHAP DU LIEU XULY | XUAT DU LIEU/ THONG TIN
(INPUT) (PROCESSING) [ (OUTPUT)

A 4

LUU TRU (STORAGE)

Hinh 1.2: M6 hinh téng quét qua trinh xir 1y thong tin

1.1.4 Xir Iy thong tin bang may tinh dién tir

Thong tin 1a két qua bao gdm nhiéu qua trinh xtr 1y cac dit liéu va thong tin co thé tré
thanh dit liéu méi dé theo mot qua trinh xur 1y dir 1i€u khéc tao ra thong tin méi hon theo v
dd cuia con nguoi.

Con nguoi co nhiéu cach dé c6 dir lidu va thong tin. Nguoi ta c¢6 thé luu trit thong tin
qua tranh v&, gidy, sach bdo, hinh anh trong phim, bang tur,... Trong thoi dai hién nay, khi
luong thong tin dén véi chung ta cang lic cang nhiéu thi con ngudi c6 thé ding mot cong
cu hd tro cho viée luu trir, chon loc va xur 1y lai thong tin goi la may tinh dién tir
(Computer). May tinh dién tir giip con nguoi tiét kiém rat nhiéu thoi gian, cong stc va
tang d6 chinh xac cao trong viéc tu dong hoa mot phan hay toan phan cia qué trinh xur 1y
dir liéu hay thong tin.

1.2 BIEU DIEN THONG TIN TRONG MAY TINH
PIEN TU

1.2.1 Biéu dién so trong cac hé dém

Hé dém 1a tap hop cac ky hi€u va qui tic str dung tap ky hiéu do dé biéu dlen va
xac dinh cdc gia tri cac so. M01 hé dém c6 mot sé ky sd (digits) hitu han. Tong sb ky sb cua
mdi hé dém duoc goi la co sé (base hay radix), ky hiéu 1a b.

Hé dém co'sé b (b > 2, b 1 s6 nguyén duong) mang tinh chat sau :
e CObky sb dé thé hién gia tri s6. Ky s6 nho nhat 1a 0 va 1on nhét 1a b-1.
e Gid tri vi tri thir n trong mot s6 ctia hé dém b?mg cosdb ltiy thira n: b"
e S6 N, trong hé dém co s6 (b) dugc bicu dién béi: N, =a,a, ja, ,...a20a_ja,..a_,
trong do, s6 Ny ¢6 n+1 ky s0 biéu dién cho phan nguyén va m ky s0 1¢ biéu dién cho
phan b_phan, va co gi tri la:

N b +a, b+ +a b +a, b’ +a bl +a b+ . +a b"

—m
Ny = Z a,b'

i=—m

_ n
=a, b"+a_,

(b)

hay la:
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Chuong 1: THONG TIN VA XU LY THONG TIN

Trong nganh toan - tin hoc hién nay phé bién 4 hé dém 1a hé thap phan, hé nhi
phan, h¢ bat phan va h¢ thap luc phan.

1.2.2 Hé dém thap phan (Decimal system, b=10)
i He dém thap phan hay hé dém co s6 10 1a mot trong cac phat minh ctia ngudi A rap
c0, bao gom 10 ky so6 theo ky hi¢u sau:
0,1,2,3,4,5,6,7, 8 9
Qui tic tinh gia tri cua h¢ dém nay 1a mdi don vi & mot hang bat ky c6 gia tri bang
10 don vi cua hang | ké can bén phai. O day b=10. Bét ky so nguyén duong trong hé thap
phan c6 thé biéu dlen nhu 14 mot téng cac sb hang, mbi s6 hang la tich cua mot sd voi 10
Ity thira, trong d6 s6 mii lily thira duoc ting thém 1 don vi ké tir s6 mil lily thira phia bén
phai nd. SO mil Iy thira ciia hang don vi trong hé thap phan 1a 0.
Vi du: S& 5246 c6 thé duoc biéu dién nhu sau:
5246 =5x10°+2x10°+4x10"'+6x 10°
=5x1000+2x100+4x10+6x 1
Thé hién nhu trén goi 1a ky hiéu mé rong cua s nguyén.
Vi 5246 = 5000 + 200 + 40 + 6
) Nhu vy, trong s6 5246 : ky 6 6 trong $6 nguyén dai dién cho gia tri 6 don vi (ls)’,
ky s0 4 dai dién cho gia tri 4 chuc (10s), ky s0 2 dai dién cho gia tri 2 tram (100s) va ky so
5 dai dién cho gid tri 5 ngan (1000s). Nghia 13, s6 Ity thtra cua 10 tdng dan 1 don vi tur tréi
sang phai tuong ung voi vi tri ky hi¢u so,
10°=1 10'=10 10°=100  10°=1000  10*=10000 ...

Mbi ky sb & thir ty khac nhau trong s6 s& co gia tri khac nhau, ta goi la gia tri vi tri
(place value).

Phan thap phan trong hé thap phan sau diu cham phan cach thap phan (theo qui udce
cua My) thé hién trong ky hi¢u md rong boi 10 Iy thira am tinh tir phai sang tréi ké tir dau
cham phan céch:

1 1 1
107 =— 1072 =— 107° =——
10 100 1000
Vidu: 254.68 =2x10°+5x10"+4x10°+6x10" +8x 107

6 8
=200+50+4+—+—
10 100

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

V61 b=2, chung ta c6 h¢ dém nhi phén. Bay la hé dém don gian nhat voi 2 chit s6 1a
0 va 1. Moi chir s0 nhi phan goi 1a BIT (viét tat tir chit Blnary digiT). Vi h¢ nhi phéan chi c6
2 ]:ri s0 1a 0 va 1, nén khi mudn dién td mot s6 16n hon, hodc cac ky tu phtrc tap hon thi can
két hop nhi€u bit vdi nhau.

Ta c6 thé chuyén d6i hé nhi phan theo hé thap phan quen thudc.

Vidu: S611101.1 1(2) s€ tuong duong véi gia tri thap phéan la :
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vi tri ddu chidm cach
S6 nhi phéan : 1 1 1 0 1 .1 1
S6 i tri : 4 3 2 1 0 -1 -2
Triviwi: 2 2° 22 20 2% 2t 27
H¢ 10 1a: 16 8 4 2 1 05 025
nhu viy:
11101.115) = 1x16 + 1x8 + 1x4 + 0x2 + 1x1 + 1x0.5 + 1x0.25 = 29.75 (19

V' N

s6 10101 (hé 2) sang hé thap phan s& la:
101015 = 1x2* + 0x2° + 1x2> + 0x2' + 1x2° =16 + 0+ 4 + 0 + 1 = 219

1.2.4 Hé dém bat phan (Octal system, b=8)

Néu dung 1 tap hop 3 bit thi c6 thé biéu dién 8 tri khac nhau : 000, 001, 010, 011,
100, 101, 110, 111. Céc tri nay tuong duwong voi 8 tri trong hé thap phanla 0, 1,2, 3,4, 5,
6, 7. Tap hop cac chir $6 nay goi 1a h¢ bat phan, 1a hé dém v6ib=8=2° Trong h¢ bat
phan, tri vi tri 1a Iy thtra cia 8.

Vidu: 235. 64 = 2x8> +3x8' +5x8° + 6x8”" + 4x87 = 157. 812519

1.2.5 Hé dém thép luc phan (Hexa-decimal system, b=16)

Hé dém thap luc phén 1a h¢ co s6 b=16 = 2", twong duong voi tap hop 4 chir sO nhi
phan (4 bit). Khi thé hién & dang hexa-decimal, ta c6 16 ky tur gom 10 chir s6 tir 0 dén 9, va
6 chirin A, B, C, D, E, F d¢é biéu dién céc gia tri s6 twong tmg 1a 10, 11, 12, 13, 14, 15. Véi
hé thap luc phan, tri vi tri 1a liiy thtra cia 16.

Vi du: 34F5C6 = 3x16" + 4x16° + 15x16% + 5x16" + 12x16° = 2162940,
Ghi chii: mot s6 ngdn ngit 1ap trinh qui dinh viét s6 hexa phai c6 chit H & cudi chir so.
Vidu: S6 15 viét 1a FH.

Bang qui ddi trong duong 16 chit s6 dau tién cta 4 hé dém

Hé 10 Hé 2 Hé 8 Hé 16
0 0000 00 0
1 0001 01 1
2 0010 02 2
3 0011 03 3
4 0100 04 4
5 0101 05 5
6 0110 06 6
7 0111 07 7
8 1000 10 8
9 1001 11 9
10 1010 12 A
11 1011 13 B
12 1100 14 C
13 1101 15 D
14 1110 16 E
15 1111 17 F
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1.2.6 Poi mdt s6 nguyén tir hé thap phéan sang hé b

Téng quat: Lay 6 nguyéen thap phan N(Io) lan lwot chia cho b cho dén khi thwong
s6 bang 0. Két qua sé chuyén doi Nw) la cac du so trong phép chia viét ra theo thir tir
nguoc lai.

Vidu: S6 12(10) = ?(2). Dung phép chia cho 2 lién tiép, ta c6 mot loat cac sé du nhu

sau:
12 2
[o] | 6
[o] | 3 2
sO dur 1 2
(remainders) _OI
Két qua: 12(0) = 1100,

1.2.7 Poi phan thap phan tir hé thap phan sang hé co'so b

Téng quat: Lay phan thdp phan N I lan heot nhan voi b cho dén khi phan thap
phan cua tich so bang 0. Két qud sé chuyén doi Nw) la cdc so 5 phan nguyén trong phép
nhdn viét ra theo thir tw tinh todn.

Vidu3.11:  0.6875 10)=?2) phan nguyén ctia tich

<

0.6875 x2 =_1 phan thip phan cua tich
0.3750 x2 50|.75
0.75 x2 31].5
0.5 x2 41[.0
Két qua: 0.6875(10)= 0.10113,

1.2.8 Ménh de logic

Ménh dé logic 1a ménh dé chi nhan mét trong 2 gia tri : Dung (TRUE) hoic Sai
(FALSE), tuong duong v6i TRUE =1 va FALSE = 0.

Qui tdc: TRUE = NOT FALSE
va FALSE = NOT TRUE

Phép toan logic ap dung cho 2 gia tri TRUE va FALSE {mg véi to hop AND (va)
va OR (hodc) nhu sau:

X y AND(x, y) OR(x, y)
TRUE TRUE TRUE TRUE
TRUE FALSE FALSE TRUE

FALSE TRUE FALSE TRUE
FALSE FALSE FALSE FALSE

1.2.9 Biéu dién thong tin trong may tinh dién tir

Dt liéu s0 trong may tinh gdm c6 s nguyén va so thue.
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% Biéu dién s6 nguyén
S6 nguyén gém sd nguyén khong dau va sd nguyén c6 dau.
e 86 nguyén khong ddu 1a s khong c6 bit déu nhu 1 byte = 8 bit, c6 thé biéu dién 2°
=256 s0 nguyén duong, cho gia tri ttr 0 (0000 0000) den 255 (1111 1111).
e S6 nguyén cé dau thé hién trong may tinh & dang nhi phan 13 sb dung 1 bit lam bit

dau, nguoi ta qui udc dung bit ¢ hang dau tién bén trai 1am bit dau (S): 0 1a sd
duong va 1 cho s6 am. Pon vi chiéu dai dé chua thay doi tir 2 dén 4 bytes.

<  Biéu dién ky tw
Dé ¢ thé bidu dién cac ky tu nhu chir cai in va thudng, cac chir sd, cac ky hiéu...
trén may tinh va cac phuong tién trao doi thong tin khac, nguoi ta phai 1ap ra cac by ma
(code system) qui udc khac nhau dua vao viéc chon tap hop bao nhiéu bit dé dién ta 1 ky
tu tuong g, vi du cadc hé ma pho bién :
e H¢ thap phdan ma nhi phan BCD (Binary Coded Decima) dung 6 bit.

* H¢ thap phan ma nhi phan mo rong EBCDIC (Extended Binary Coded Decimal
Interchange Code) dung 8 bit trong duong 1 byte dé biéu dien 1 ky tu.

o H¢ chuyén doi thong tin theo ma chudn ciia My ASCII (American Standard Code
for Information Interchange) 1a hé ma thong dung nht hién nay trong k¥ thuat tin
hoc. Hé ma ASCII dung nhom 7 bit hodc 8 bit dé biéu dién tdi da 128 hodc 256 ky
t khac nhau va mi héa theo ky tu lién tuc theo co s6 16.

H¢ ma ASCII 7 bit, ma hoé 128 ky tu lién tuc nhu sau:

0 : NUL (ky tu rong)

1-31 : 31 ky tu diéu khién

32 -47 : cac diu trong SP (space) ! “#$ % & () *+,-./
48 - 57 : ky s6 tir 0 dén 9

58 -64 : cacdiu:;<=>?@

65-90 : cac chit in hoa tir A dén Z

91 - 96 : cacdau[ \ ] _

97-122 : cac chir thuong tir a dén z

123 - 127 : cac ddu { | } ~ DEL (x6a)

_ Hé ma ASCII 8 bit (ASCII m6 rong) c6 thém 128 ky tu khac ngoai cac ky tu néu
trén gém cac chir cai c6 dau, cac hinh v, cac duong ke khung don va khung d6i va mot so
ky hi¢u dac biét (Xem chi ti€t trong bang phu luc 1.1 va 1.2).

1.3 TIN HOC

1.3.1 Cac linh vuc nghién ciru ciaa tin hoc

Tin hoc (Informatics) dugc dinh nghia la nganh khoa hoc nghién ctru cac phuong
phap, cong ngh¢ va ky thuat xtr 1y thong tin tu dong. Cong cu chu yéu cua tin hoc la may
tinh dién tir va cac thiét bi truyén tin khac. Viéc nghién ctru chinh cta tin hoc nhiam vao hai
k¥ thuat phat trién song song:
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— Ky thudt phan cirng (hardware engineering): nghién ciru ché tao cac thiét bi, linh
kién dién tir, cong nghé vat liéu méi... hd tro cho méy tinh va mang may tinh, ddy manh
kha nang xu ly toan hoc va truyén thong thong tin.

— KJ thudt phan mém (software engineering): nghién ctru phat trién cac hé diéu
hanh, ngdn ngit 14p trinh cho céc bai toan khoa hoc k¥ thudt, mé phong, diéu khién tu
dong, t0 chirc dir li¢u va quan ly hé thong thong tin.

1.3.2 Ung dung ciia tin hoc

Tin hoc hién dang dugc tmg dung rong réi trong tat ca cac nganh nghé khéc nhau cia
x4 hoi tir khoa hoc k¥ thuat, y hoc, kinh té, cong nghé san xuat dén khoa hoc xa hoi, nghé
thuét,... nhu:

- Tu dong hoa cong tac van phong
—  Thongké

- Cong nghé thiét ké

- Giao duc

- Quan tri kinh doanh

- An ninh qubc phong, ...

bdc biét ngay nay, vdi viée ing dung Internet, nhan loai dang dugc huong loi tir
nhiing dich vu méinhu:

—  Thu dién tr

—  Thu vién dién tir

— E_Learning

—  Thuong mai dién tir

—  Chinh pht dién ti, ...

1.3.3 May tinh dién tir va lich sir phat trién

Do nhu cau can ting d6 chinh xac va giam thoi gian tinh toan, con ngudi da quan
tam ché tao cac cong cu tinh toan tir xwa: ban tinh tay ctia ngudi Trung Qudc, may cong co
hoc ctia nha toan hoc Phép Blaise Pascal (1623 - 1662), may tinh co hoc c6 thé cong, trir,
nhan, chia ctia nha todn hoc Buc Gottfried Wilhelmvon Leibniz (1646 - 1716), may sai
phan dé tinh cac da thirc toan hoc ...

Tuy nhién, may tinh dién tir thuc su bt dau hinh thanh vao thap nién 1950 va dén
nay da trai qua 5 theé hé va dugc phan loai theo su tién bo vé cong nghé dién tur va vi dién
tur cling nhu céc cdi tién vé nguyén 1y, tinh ndng va loai hinh cia né.

Thé hé 1 (1950 - 1958): may tinh st dung cac bong dén dién tur chén khong, mach
riéng ré, vao sd liéu bang phiéu duyc 15, diéu khién bang tay. May c6 kich thudc rat 10, tiéu
thu nang lwong nhiéu, tbc do tinh cham khoang 300 - 3.000 phép tinh/s. Loai may tinh dién
hinh thé hé 1 nhu EDVAC (M¥) hay BESM (Lién X0 cil)....

Thé hé 2 (1958 - 1964): may tinh ding bd xir Iy bang dén ban din, mach in. May tinh
da c6 chuong trinh dich nhu Cobol, Fortran va hé diéu hanh don gian. Kich thudc may con
16n, toc do tinh khoang 10.000 -100.000 phép tinh/s. Dién hinh nhu loai IBM-1070 (M)
hay MINSK (Lién X6 cii),...

Gido trinh Tin hoc cén ban Trang 7



Chuong 1: THONG TIN VA XU LY THONG TIN

Thé hé 3 (1965 - 1974): may tinh dugc gan cac bd vi xtr 1y bang vi mach dién tir ¢
nho ¢6 thé co duoc toe do tinh khoang 100.000 - 1 triéu phép tinh/s. Mdy da c6 cac h¢ didu
hanh da chuong trinh, nhiéu ngudi dong thoi hodc theo kiéu phan chia thoi gian. Két qua
tir may tinh c6 thé in ra tryc tiép & may in. Dién hinh nhu loai IBM-360 (M¥) hay EC
(Lién X0 cii),...

Thé hé 4 (1974 - nay): may tinh bat dau c6 cac vi mach da xir Iy c6 toc do tinh hang
chuc triéu dén hang ty phép tinh/s. Giai doan nay hinh thanh 2 loai may tinh chinh: may
tinh ca nhan dé ban (Personal Computer - PC) hodc xéach tay (Laptop hoic Notebook
computer) va cac loai may tinh chuyén nghi¢p thuc hién da chuong trinh, da xir 1y,... hinh
thanh cac hé théng mang may tinh (Computer Networks), va cac ting dung phong phu da
phuong tién.

Thé hé 5 (1990 - nay) bat dau cac nghién ciru tao ra cic may tinh mod phong cac hoat
dong cua ndo bd va hanh vi con nguoi, c6 tri khon nhan tao voi kha nang tu suy dién phat
trién cac tinh huéng nhan duoc va hé quan 1y kién thirc co ban dé giai quyét cac bai toan da
dang.
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PHU LUC 1.1
BANG MA ASCII véi 128 ky ty dau tién
Hex | 0 1 2 3 4 5 6 7
0 |[NUL [DLE [SP |0 P ‘ p
0] 16| 32| 48| 64| 80| 96| 112
1 |SOH |[DCI1 [! 1 A Q q
1 17 33| 49| 65| 81| 97| 113
2 |STX [DC2 |“ 2 B R r
2| 18] 34| 50| 66| 82| 98| 114
3 |w DC3 | # 3 C S s
3| 19| 35| 51| 67| 83| 99| 115
4 | DC4 |$ 4 D T t
41 20| 36| 52| 68| 84| 100| 116
5 | & NAK | % 5 E U u
s| 21| 37| 53| 69| 85| 101| 117
6 | & SYN | & 6 F % v
6| 22| 38| 54| 70| 86| 102| 118
7 |BEL |ETB |° 7 G w W
71 23| 39| 55| 71| 87| 103] 119
8 |BS |[CAN |( 8 H X X
8| 24| 40| 56| 72| 88| 104 120
9 |HT |EM |) 9 I Y y
9| 25| 41| 57| 73| 89| 105] 121
A |LF |SUB |* J z ' z
10| 26| 42| 58] 74| 90| 106 122
B |VT |[ESC |+ : K [ {
11| 27| 43| 59| 75| 91| 107 123
C |FF |FS |, < L \ |
12| 28| 44| 60| 76| 92| 108| 124
D [CR |GS |- = M ] m }
13 29| 45| 61| 77| 93| 109| 125
E [SO [RS > N A ~
14| 30| 46| 62| 78| 94| 110 126
F [SI |US |/ ? 0 B DEL
15| 31| 47| 63| 79| 95| 111| 127

Giao trinh Tin hoc can ban
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PHU LUC 1.2
BANG MA ASCII véi 128 ky tu ké tiép
Hex | 8 C D E F
0 C L 1 a =
128 192 208 | 224| 240
1 |u 1 = B +
129 145] 161| 177| 193] 209| 225| 241
2 é K o} T T T >
130 | 146| 162| 178 194| 210| 226 | 242
3 |a R 4 | F L n <
131 147] 163| 179 195| 211| 227| 243
4 |a & fi 1 — L % |
132 148 | 164| 180| 196| 212| 228| 244
5 |a R N 1 + F o |
133 149| 165| 181 | 197| 213| 229| 245
6 |2 |a |- I [F [r |= |
134 150 | 166| 182| 198| 214| 230| 246
7 e |8 [° v [F (¥ |+ |-
135 151 | 167 183 | 199| 215| 231 | 247
8 é s g 3 L =|= o °
136 | 152| 168| 184| 200| 216| 232| 248
9 |& O - 1 F J ) :
137 153] 169| 185| 201 | 217| 233| 249
A |e § - [ 1L r Q :
138 | 154| 170| 186| 202 | 218| 234| 250
B I ¢ s 3 T I o) v
139 155] 171 | 187| 203| 219| 235| 251
clt |£ [ |¥ [F |ma |- |
140 | 156| 172 188 204| 220| 236| 252
D |1 ¥ i 1 = ® 2
141 | 157| 173| 189 205| 221| 237| 253
E |A B « d J"|= I £ [ |
142 158 | 174| 190| 206| 222| 238| 254
F |A f » 1 L u N
143 159] 175] 191| 207 | 223| 239| 255

Giao trinh Tin hoc can ban
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Chuong 2: CAU TRUC TONG QUAT CUA MAY TINH DIEN TU

CHUONG 2: qAU TRI'JC T(R)NG?QUAT CUA
MAY TiNH PIEN TU

--- 000 ---

Mbi loai may tinh co thé ¢ hinh dang hodc ciu tric khac nhau, tiy theo muc dich
sir dung nhung, mét cach téng quat, may tinh dién tir 1a mot hé xur ly thong tin tw dong
gdm 2 phan chinh: phin ciéng va phan mém.

2.1 PHAN CUNG (HARDWARE)

Phan cing co thé duoc hiéu don gian la tat ca cac phan trong mot hé¢ may tinh ma
chung ta co thé thiy hodc s& duoc. Phan cimg bao gdm 3 phan chinh:

- B6 nhé (Memory).
- Pon vi xtr Iy trung wong (CPU - Central Processing Unit).
- Thiét bi nhap xuét (Input/Output).

B xtr 1y trung wong

CPU (Central Processing Unit)
g Khéi diéu khién Khéi lam tinh g
Thiét by o|| CU (Control ALU (Arithmetic . T?(lzgtbz
Nhap Unit) Logic Unit)
(Input) (Output)

Cac thanh ghi (Registers)

a
v

B§ nh¢ trong (ROM + RAM)
B6 nhd ngoai (dia cung, dia mém, dia CD)

Hinh 2.1: C4u trac phan cimg may tinh

2.1.1 B§ nhé

Bo nhd 1a thiét bi luu trit thong tin trong qué trinh may tinh xt 1y. B6 nhé bao gdm
bd nhé trong va b nhé ngoai.

B§ nhé trong: gdbm ROM va RAM :

- ROM (Read Only Memory) 1a Bé nhé chi doc thong tin, dung dé luu trit cac
chuong trinh hé thong, chuong trinh diéu khién viéc nhap xuat co s& (ROM-BIOS : ROM-
Basic Input/Output System). Thong tin trén ROM ghi vao va khong thé thay dbi, khong bi
mat ngay ca khi khong c6 dién.

- RAM (Random Access Memory) 13 B3 nhé truy xudt ngau nhién, duge ding dé
luu trit di kién va chuong trinh trong qua trinh thao tic va tinh toan. RAM c6 dic diém la
ndi dung thong tin chira trong n6 s& mat di khi mat dién hodc tit may. Dung luong bd nhé
RAM cho cac may tinh hi¢n nay thong thuong vao khoang 128 MB, 256 MB, 512 MB va
c6 thé hon nira.
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Chuong 2: CAU TRUC TONG QUAT CUA MAY TINH PIEN TU

B9 nh6 ngoai: 1a thiét bi luu trir thong tin voi dung lugng 16m, thong tin khong bi
mat khi khong co6 dién. Co thé cat gilr va di chuyén bo nhé ngoai doc lap voi may tinh.
Hién nay c6 cac loai bo nhd ngoai pho bién nhu:

- Bia mém (Floppy disk) : 14 loai dia dudng kinh 3.5 inch dung luong 1.44 MB.

- Pia cung (hard disk) : pho bién 1a dia cing c6 dung luong 20 GB, 30 GB, 40 GB,
60 GB, va 16n hon nfra.

- bia quang (Compact disk): loai 4.72 inch, la thiét bi pho bién ding dé luu trit cac
phan mém mang nhleu thong tin, hinh anh, &m thanh va thuong dugc st dung trong cac
phuong tién da truyén thong (multimedia). C6 hai loai pho bién 1a: dia CD (dung lugng
khoang 700 MB) va DVD (dung luong khoang 4.7 GB).

- Céc loai by nh¢ ngoai khac nhu thé nhé (Memory Stick, Compact Flash Card),
USB Flash Drive c6 dung luong pho bién la 32 MB, 64 MB, 128 MB, ...

Floppy disk Compact disk Compact Flash Card USB Flash Drive

Hinh 2.2: M6t s6 loai bo nhd ngoai

2.1.2 B xir ly trung wong (CPU)

B6 xur Iy trung wong chi huy cac hoat dong cua may tinh theo 1énh va thuc hién cac
phép tinh. CPU ¢6 3 b phén chinh: khoi diéu khién, khoi tinh toan s6 hoc va logic, va mot
s0 thanh ghi.

- Khéi diéu khién (CU: Control Unit)

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

- Khéi tinh toan sé hoc va logic (ALU: Arithmetic-Logic Unit)

Bao gdm cac thiét bi thuc hién cac phép tinh s hoc (cong, trir, nhan, chia, ...), cac
phép tinh logic (AND, OR, NOT, XOR) va cac phep tinh quan h¢ (so sanh 16n hon, nho
hon, bang nhau, ...)

- Cac thanh ghi (Registers)

Puoc gén chat vao CPU béng cac mach dién tir [am nhi€m vu bd nh¢ trung gian. Céc
thanh ghi mang cac chirc nang chuyén dung gitp tang toc dg trao doi thong tin trong may
tinh.

Ngoai ra, CPU con duoc gan v6i mot dong ho (clock) hay con goi 1a bo tao xung
nhip. Tan s6 ddng ho cang cao thi toc d6 xir Iy thong tin cang nhanh. Thudng thi dong hd
duoc gin twong xtmg voi ciu hinh may va co cac tan s6 dao dong (cho cac may Pentium 4
tro 1én) 1a 2.0 GHz, 2.2 GHz, ... hoac cao hon.
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Chuong 2: CAU TRUC TONG QUAT CUA MAY TINH PIEN TU

2.1.3 Cac thiét bi xuat/ nhap
< Cac thiét bi nhap:

- Ban phim (Keyboard, thiét b nhap chuan): 1a thiét bj nhap dit li¢u va cu I¢nh, ban
phim may vi tinh pho bién hién nay 1a mdt bang chira 104 phim c6 céc tdc dung khac nhau.

C6 thé chia 1am 3 nhom phim chinh:

+ Nhom phim danh may: gdm céc phim chit, phim sb va phim céac ky tu dic biét
(~ L @#S$, % "&,?,..).

+ Nhém phim chire ndng (function keypad): gdbm cac phim tir F1 d¢én F12 va céc
phim nhu « T — I (phim di chuyén timg diém), phim PgUp (Ién trang man hinh), PgDn
(xudng trang man hinh), Insert (chén), Delete (x6a), Home (v€ dau), End (v€ cudi)

+ Nhém phim sé (numeric keypad) nhu NumLock (cho cac ky tur s6), CapsLock
(tao cac chir in), ScrollLock (ché do cudn man hinh) thé hién & cac dén chi thi.

- Chudt (Mouse): 1a thiét bj can thiét pho bién hién nay, nhét 1 cac may tinh chay
trong mdi truong Windows. Con chudt ¢6 kich thudc vira nim tay di chuyén trén mot tam
phang (mouse pad) theo hudng nao thi du nhay hodc mili tén trén man hinh s& di chuyén
theo hudng d6 twong g vai vi tri ctia cia vién bi hodc tia sang (optical mouse) nam dudi
bung ctia né. Mot sé may tinh ¢ con chudt dugc gin trén ban phim.

- May quét hinh (Scanner): 1a thiét bi ding dé nhap van ban hay hinh v&, hinh chup
vao may tinh. Thong tin nguyén thuy trén giay s€ dugc quét thanh céc tin hi€u sé tao thanh
cac tap tin anh (image file).

% Cac thiét bi xuit:

- Man hinh (Screen hay Monitor, thiét bi xuit chudn): dung dé thé hién thong tin cho
nguoi st dung xem. Thong tin dugc thé hién ra man hinh bang phuong phdp anh xa bo nhd
(memory mapping), voi cach nay man hinh chi viéc doc lién tuc bo nhé va hién thi
(display) bat ky thong tin nao hién c6 trong vung nhé ra man hinh.

Man hinh phé bién hién nay trén thi trudng 1a man hinh mau SVGA 157,177, 19” véi
do phan giai co6 the dat 1280 X 1024 pixel.

- May in (Printer): 1a thiét bi xuat dé dua thong tin ra gidy. May in phd bién hién nay
la loai may in ma tran diém (dot matrix) loai 24 kim, may in phun myc, may in laser trang
den hoac mau.

- May chiéu (Proj ector): chirc nang twong ty man hinh, thuong dugc str dung thay
cho man hinh trong céc buodi Seminar, bao cdo, thuyet trinh, ...

<+——— Man hinh (Monitor/Screen)

<«—— K¢ may tinh (Computer case)
O dia (Drive)
Con chudt (Mouse)

Ban phim (Keyboard)
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Chuong 2: CAU TRUC TONG QUAT CUA MAY TINH PIEN TU

2.2 PHAN MEM (SOFTWARE)

2.2.1Khai niém phin mém

Phan mém 1a mot bd chuong trinh céc chi thi di¢n tir ra 1€énh cho may tinh thyc hién
mot diéu nao d6 theo yéu cau cta ngudi sir dung. Chiing ta khong thé thay hoic so duoc
phén mém, mic dau ta c¢6 thé hién thi duoc chuong trinh trén man hinh hoac may in. Phan
mém c6 thé duge vi nhu phan hon ciia may tinh ma phan cimg cta né duoc xem nhu phan
XAc.

2.2.2 Phan loai phin mém
C6 2 loai phan mém co ban:
- Phian mém hé théng (Operating System Software)

La mot bo cac cau 1énh dé chi din phan cimg may tinh va cac phan mém tmg dung
lam viéc voi nhau. Phin mém hé théng phé bién hién nay ¢ Viét nam 1a MS-DOS, LINUX
va Windows. D6i voi mang mdy tinh ta ciing c6 cac phan mém hé diéu hanh mang
(Network Operating System) nhu Novell Netware, Unix, Windows NT/ 2000/ 2003, ...

- Phin mém ung dung (Application Software)

Phan mém tng dung rat phong pha va da dang, bao gdm nhitng chuong trinh duoc
vi€t ra cho mdt hay nhiéu muc dich ing dung cu thé nhu soan thao van ban, tinh toan, phan
tich so li€u, t6 chirc hé thong, bdo mat thong tin, do hoa, choi games.
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CHUONG 3: HE PIEU HANH

--- 000 ---

3.1 KHAI NIEM VE HE PIEU HANH

Hé diéu hanh (Operating System) 13 tap hop cac chuong trinh tao sy lién h¢ gitra
nguoi str dung may tinh va may tinh théng qua cac 1énh di€u khién. Khong c6 hé di€u hanh
thi may tinh khong thé hoat dong dugc. Chirc nang chinh ctia hé diéu hanh la:

- Thuyc hién céc 1énh theo yéu cau ctia ngudi sir dung may,

- Quan 1y, phan phdi va thu hdi bo nhd

- biéu khién cac thiét bi ngoai vi nhu 6 dia, may in, ban phim, man hinh,...

- Quan ly tap tin,...

Hién nay c6 nhiéu h¢ diéu hanh khac nhau nhu MS-DOS, UNIX, LINUX, Windows
95, Windows 98 , Windows 2000, Windows XP, Windows 2003,...

3.2 CAC POI TUQONG DO HE PIEU HANH QUAN LY

3.2.1 Tap tin (File)

Tép tin la tap hop thong tin/ dir liéu dugc t6 chirc theo mot cau tric nao
d6. Noi dung cua tap tin c6 thé 1 chuong trinh, dir liéu, vin ban,... Mdi tap tin ]
duogc luu 1én dia vai mot tén riéng phan biét. M(~)i hé diéu hanh c6 qui uwéc dat

tén khac nhau, tén tap tin thuong c6 2 phan: phan tén (name) va phan mé rong @
(extension). Phan tén 14 phan bét budc phai co ctia mot tap tin, con phan mo

rong thi c¢6 thé c6 hodc khong.

- Phan tén Bao gém cac ky tu chir tr A dén Z, cac chix sd tir 0 dén 9, cac ky tu khac
nhu #, $, %, ~, ", @, (, ), !, _, khoang trang. Phan tén do ngudi tao ra tép tin dat. Voi MS-
DOS phan tén c¢6 tdi da 1a 8 ky tu, véi Windows phan tén c6 thé dat tt6i da 128 ky tu.

- Phan mo rong: thuong ding 3 ky tu trong cac ky tu néu trén. Thong thudng phan
m¢& rong do chuong trinh ing dung tao ra tép tin ty dat.

- Gilra phan tén va phan m¢é rng c6 mot dau cham (.) ngan cach.

Vidu: CONG VAN.TXT QBASIC.EXE AUTOEXEC.BAT M TEST

phantén  phan md rong

Ta c6 the can cur vao phan mo rong dé xac dinh kiéu cua file:

= COM, EXE : Cac file kha thi chay truc tiép duoc trén hé diéu hanh.
= TXT, DOC, ... : Cac file van ban.

= PAS, BAS, ... : Cac file chuong trinh PASCAL, DELPHI, BASIC, ...
= WKI, XLS, ... : Cac file chuong trinh bang tinh LOTUS, EXCEL ...

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

= MP3, DAT, WMA, ... : Cac file am thanh, video.

Ky hiéu dai dién (Wildcard)

Pé chi mot nhém cac tap tin, ta co thé str dung hai ky hi€u dai dién:
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Déu ? dung dé dai dién cho mot ky tu bat ky trong tén tap tin tai vi tri nd xuét hién.
DAu * dung dé dai dién cho mot chudi ky tu bat ky trong tén tap tin tir vi tri nd xuét
hién.
Vidu: Bai?.doc - Bail.doc, Bai6.doc, Baiq.doc, ...
Bai*.doc - Bai.doc, Bai6.doc, Bail2.doc, Bai Tap.doc, ...

BaiTap.* -> BaiTap.doc, BaiTap.xls, BaiTap.ppt, BaiTap.dbf, ...

3.2.2 Thu muc (Folder/ Directory)

Thu muc 13 noi luu giit cac tap tin theo mot chit d&é nao d6 theo ¥ ngudi sir .
dung. Pay 1a bién phap giup ta quan 1y duoc tap tin, d& dang tim kiém chung khi ’/]
can truy xuat. Céc tap tin c6 lién quan v&i nhau c6 thé duge xép trong ciing mot

thu muc.

Trén mdi dia c6 mot thu muc chung goi 13 thu muc gbe. Thu muc gdc khong c6 tén
riéng va dugc ky hiéu 14 \ (ddu x6 phai: backslash). Dudi mdi thu muc gde ¢ cac tap tin
truc thudc va cac thu muc con. Trong cac thu muc con cling c6 céc tap tin tryc thudc va
thu muc con cua nd. Thu muc chtra thu muc con goi 1a thu muc cha.

Thu muc dang 1am viéc goi 1a thu muc hién hanh.

Tén cua thu myc tuan thu theo cach dat tén cua tap tin.

3.2.3 O dia (Drive)

O dia 1a thiét bi dung dé doc va ghi thong tin, cac 6 dia thong dung la:

- O dia mém: thuong c6 tén 14 6 dia A:, dung cho viéc doc va ghi thong tin 1én dia
mém.

-0 dia cirng: dugc dat tén la 6 C:,D:,... c6 tbe dd truy xuét dit liéu nhanh hon 6 dia
mém nhiéu lan. Mt may tinh c6 thé cé mdt hodc nhi€u 6 dia cliing.

- O dia CD: c¢6 cac loai nhu: loai chi ¢6 thé doc goi la R Sﬁa CD-ROM, loai khac con
c6 thé ghi dir li¢u ra dia CD goi 1a 6 CD-RW, ngoai ra con c6 6 dia DVD.

3.2.4 Puong din (Path)

Khi str dung thu muc nhiéu cép (cdy thu muc) thi ta can chi rd thu muc can truy xuét.
Puong dan dung dé chi duong di dén thu muyc can truy xuat (thu muc sau cung). Puong
dan 1a mot day cac thu muc lién tiép nhau va duoc phan cach boi ky hiéu \ (ddu x6 phai:
backslash).

Vi du: Gid su trén dia S ¢6 cay thu muc:

S:\ e Ly Thuyet, Thuc Hanh 1a 2 thu myc
cung cap va la thu myc con cua thu

—| Ly Thuyet muc goc S:\

Phan I e Phan I, Phan II 1a 2 thu muc cung
cap va la thu muc con cua thu muc
Phan 11 Ly Thuyet. Ly Thuyet la thu muc

cha ctua Phan I, Phan II
Thuc Hanh

e Duong dan cuia thuy muc Phan I:

Windows S:\Ly Thuyet\ Phan I

i

Word e Dudng dan cua thu muc Nang Cao:
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3.3 GIOI THIEU HE PIEU HANH WINDOWS

3.3.1 So lwge vé su phat trién ciia Windows

Windows 1a mot bo chuong trinh do hang Microsoft san xuét. T version 3.0 ra doi
vao thang 5 ndm 1990 dén nay, Microsoft da khong ngug cai tién lam cho moi trudng nay
ngay cang duoc hoan thién.

Windows 95: vao cudi nam 1995, & Viét nam d3 xuit hién mot phién ban méi cua
Windows ma chiing ta quen goi [a Windows 95. Nhiing cai tién méi cia Windows 95
duoc liét ké tom tat nhu sau:

- Giao dién voi nguoi sir dung duoc thiét ké lai hoan toan nén viéc khoi dong cac
chuong trinh tmg dung cung cac cong viéc nhu mo va luu cat cac tu lidu, t6 chuc cac tai
nguyén trén dia va ndi két véi cac hé phuc vu trén mang - tat ca déu trd nén don gian va dé
dang hon.

- Cho phép dit tén cho cac tap tin dai dén 255 ky tu. Diéu nay rat quan trong vi
nhiing t€n dai s€ giup ta goi nhd dén ndi dung cua tap tin.

- Ho trg Plug and Play, cho phép tu dong nhan dién cac thiét bi ngoai vi nén viéc cai
dat va quan ly chung tré nén don gian hon.

- H trg t6t hon cho céc mg dyng Multimedia. Vi sy tich hop Audio va Video ciia
Windows 95, mdy tinh c& nhan tr¢ thanh phuong tién gidi tri khong thé thicu duoc.

- Windows 95 14 hé diéu hanh 32 bit, vi vay no ting cudng sirc manh va kha ning
van hanh lén rat nhiéu.

- Trong Windows 95 ¢o cac cong cu da dugc cai tién nham chuan hoa, téi uu hoa va
diéu chinh cac su c6. Pi¢u nay gitip ban yén tam hon khi lam viéc vdi may vi tinh trong
modi trudong cia Windows 95.

Tom lai, voi nhitng tinh ndng méi vu viét va tich hop cao, Windows 95 da tré thanh
moi truong lam viéc dugc nguodi sir dung wa chudng va tin dung.

Windows 98, Windows Me: 12 nhitng phién ban tiép theo cia Windows 95, nhing
phién ban nay tiép tuc phat huy va hoan thién nhitng tinh nang vu viét cia Windows 95 va
tich hop thém nhiing tinh ndng mai vé Internet va Multimedia.

Windows NT 4.0, Windows 2000, Windows XP, Windows 2003: 13 nhiing h¢ diéu
hanh duoc phat trién cao hon, dugc dung cho cac co quan va doanh nghié€p. Giao dién cua
nhitng hé diéu hanh nay tuong ty nhu Windows 98/ Windows Me. Diém khac biét 1a
nhiing h¢ diéu hanh nay c6 tinh nang bdo mat cao, vi vdy no dugc str dung cho moi truong
c6 nhiéu nguoi dung.

Gi4o trinh nay sé& trinh bay dua vao hé diéu hanh Windows XP.

3.3.2 Khéi dong va thoat khéi Windows XP

— Khéi dong Windows XP
Windows XP dugc tu dong khoi dong sau khi bat may. S€ ¢6 thong bao yéu cau nhap
vao tai khoan (User name) va mat khau (Password) cua nguoi dung. Thao tac nay goi la
dang nhap (logging on).
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M&i ngudi st dung s& c6 mot tap hop thong tin vé cac Iya chon tu thiét 1ap cho minh
(nhu dédng vé man hinh, cdc chuong trinh tu dong chay khi khoi dong may, tai nguyén/
chuong trinh dugc phép sir dung, v.v...) goi la user profile va dugc Windows XP luu gitt
lai dé sir dung cho nhiing 1an khéi dong sau.

— Dong Windows XP:

Khi mudn thoat khoi Windows XP, ban phai dong tat ca cac ctra s6 dang mé. Tiép
theo ban nhén t6 hop phim Alt + F4 hodc chon menu Start (néu khong nhin thiy nut Start &
phia duéi bén goc trai man hinh thi ban nhén t6 hop phim Ctrl + Esc) va chon Turn Off
Computer. Sau thao tac nay mot hop thoai s& xudt hién nhu bén dudi.

Néu ban chon Turn Off, ung dung dang
ch,a_ly s€ dugc dong lai va may s& tu dong tat. Turn off computer
Néu vi mét Iy do nao d6 ma may tinh khong
san sang dé dong (chua luu dit liéu cho mot
tmg dung hodc su trao doi thong tin gitta hai
may ndi mang dang tiép dién v.v..) thi s& c6
thong bao dé xir 1y.

Chii y: néu khong 1am nhiing thao tac
dong Windows nhu vira noi 6 trén ma tat
may ngay thi co thé s& xay ra viéc thit lac —
mot phan cia ndi dung céc tap tin dan dén
truc trac khi khéi dong lai & lan sir dung tlep
theo.

Hinh 3.1: Béng Windows XP

3.3.3 Mot vai thuat ngir thuwong sir dung

— Cac biéu twong (icon)

Biéu tuong 1a cac hinh v€ nhd dac trung cho mot dbi tugng nao do =
cua Windows hodc cua cac ung dung chay trong moi truong Windows. 3
Phia duéi biéu tugng 13 tén biéu tuong. Tén ndy mang mot y nghia nhét 3
dinh, thong thudng né dién giai cho chirc nang duoc gan cho biéu tugng My Computer

(vi du né mang tén cua 1 trinh ing dung).
— Sir dung chugt trong Windows
Chudt 1a thiét bi khong thé thiéu khi 1am viéc trong méi truong Windows XP. Con
tro chudt (mouse pointer) cho bict vi tri tac dong cua chudt trén man hinh. Hinh dang cia
con tré chudt trén man hinh thay doi theo chirc nang va ché d¢ lam viéc cua ing dung. Khi
lam viéc voi thict bi chudt ban thuong sir dung cac thao tac co ban sau :

+ Point: tré chudt trén mat ph:fmg ma khong nhén nat nio ca.

+ Click: nhan nhanh va tha nit chudt tréi. Dung dé lua chon thong s6, d6i tuong
hoac cau lénh.

+ Double Click (D_Click ): nhan nhanh nat chudt trai hai 1an lién tiép. Dung dé
khéi dong mot chuong trinh ing dung hodc mé thu muc/ tap tin.

+ Drag (kéo tha): nhan va giir ntit chudt trai khi di chuyén dén noi khac va budng
ra. Dung dé chon mot khoi van ban, dé di chuyén mét doi tugng trén man hinh
hodc mé rong kich thudc cia cira s6...

+ Right Click (R_Click): nhin nhanh va tha nat chudt phai. Dung mé menu tuong
ung voi doi tugng dé€ chon cac 1énh thao tac trén doi tugng do.

Chuy:
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- Pa s0 chudt hién nay c6 banh xe truot hoac nut day ¢ gitta dung d¢ cuén man
hinh lam viéc dugc nhanh hon va thuan tién hon.

- Trong Windows cac thao tac dugc thuc hi¢n mac nhién voi nut chudt trai, vi
vay dé tranh 1ap lai, khi néi Click (nhan chut) hodac D_Click (nhan dup chudt) thi dugc
ngam hiéu d6 1a nat chudt trai. Khi nao can thao tac véi nit chudt phai s€ mo ta rd rang.

3.3.4 Gi6i thiéu man hinh nén (Desktop) ciia Windows XP
e Man hinh nén (Desktop)

. . ~ ck_'*‘

A

| % Tin hoc can ban f PRz aff, . @l GT Tin hoc can b, DY, 10:24 M

Hinh 3.2: Man hinh nén (Desk top) cia Windows XP
Nam cubi man hinh 1a thanh tac vy (Taskbar). Bén trai man hinh 13 biéu twong My
Documents, My Computer, My Network Places, Recycle Bin, ...
Céc biéu tuong c¢6 mili tén mau den nho (¢ goc dudi bén trai) goi 1a 16i tat (shortcut).
e Nhitng biéu twong trén man hinh nén
» My Computer

Biéu tuong nay cho phép duyét nhanh tai nguyén trén may tinh. KhimoMy
Computer (bang thao tdc D _Click hodc R_Click/ Open trén biéu tuong cta no), cura s xuat
hién nhu hinh 3.3.

Cira s0 bén trai:

ST BEE
File Edit WView Faworites Tools Help #

, QBack -\-) Lﬁ p Search u:‘ Falders v
- System TaSkS' Cho ph,ep Address g My Computer v‘ Go
chon thyc hién mot s6 cong p— s %3‘%.#]6@“.@ € v
viéc hé thong cua may. ow o
information ——
, 24 Addor remove %:_a DATA (Dt) [~ shared Documents
- Other Places: cho phép chon o ]
, \ ,\\ , lange a setling L L
cac tha’nh phan khac trong D hvty's Documents Ilj EBo Mon Tin Hoc's Documents
méy. Other Places
. Id My Metwork Places 3
Cira s0 bén phai: By s

() Shared Documents

@ control Panel

Details

My Computer

Giao trinh Tin hoc can ban System Folder

% |

Hinh 3.3: Cra s6 My Computer
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Theo ngam dinh cura sO nay chira biéu tugng cua tat ca cac 60 dia mém, 6 dia ciing
cuc bd, 6 dia CD, .

Khi D_Click trén cac biéu tuong trong cira sO ndy s& cb cac cira sd cip nho hon duge
mo. Do @0, bang cach mé dan cac cira s6 tir ngoai vao trong ban c6 thé duyét tat ca tai
nguyén chira trong may tinh.

» My Network Places

Néu mé cira s6 My Network Places ban sé& thay tén va cac tai nguyén ctia cac may
tinh trong mang may tinh cuc bd (LAN) cua ban. Tur day ban c6 thé truy c@p céac tai nguyén
da duogc chia sé ma ban da duoc cap quyén sur dung.

> Recycle Bin

Recycle Bin 12 noi luu trit tam thoi cac tap tin va cac d6i twong da bi xoa. Nhimng ddi
tugng nay chi that su mét khi ban x6a chiing trong cira s6 Recycle Bin hodc R_Click vao
biéu tuong Recycle Bin r0i chon Empty Recycle Bin. Néu mudn phuc hoi cac tap tin hodc
céc d6i tuong di bi x6a, ban chon d6i tugng can phuc hdi trong cira s6 Recycle Bin, sau d6
R_Click/ Restore.

> Folder

Folder dugc goi la “tap h(‘A), s0” hay “biéu twong nhom” hay “thu muc”. Folder 1a noi
quan ly cac Folder khéc (cap thap hon) va céc tép tin.

> Menu Start

Khi Click 1én nat Start trén thanh Taskbar, thuc don Start s& duoc mé va san sang
thi hanh cac chuong trinh ng dung. Ngoai ra trén thuc don nay ban con ¢ the thyc hién
cac thao tac tim kiém va dinh cau hinh cho may tinh.

> Cac 16i tat (biéu twgng chwong trinh - Shortcuts)

Cac 16i tat gitp ban truy nhdp nhanh mot ddi tugng nao do, vi du mot i r =I
chuong trinh, mdt dia cing, mot thu muc v.v... Bé md 1 doi tuong, ban F
D _Click trén Shortcut cua né hoac R_Click/Open.

> Menu ddi twong

Trong Windows XP khi ban R_Click trén mdt biéu tuong ctia mot ddi tuong, mot
menu tuong tng voi doi tuong do s€ dugc mo ra d€ ban chon cac Iénh trén doi tuong do.
Trong cac phan ti€p theo, nhitng menu nhu vay s€ dugc goi 1a menu doi tugng.

3.3.5 Cira so0 chwong trinh

e Cira so0 va cac thanh phan cia cira so

Control Box Title bar Menu bar Minimize Maximize/Restore

&l T Tin hoe can ban,_Phan | - Microsoft Word
Eile Edit Wiew Insert Format Tools Table Window Help | VietkewOz,1

FEHS RV sBRET - e B 5‘5

- - - t=

o 0% - (3], | Blsaveasror/ 2

-

=
[=]
=]
=
[T

-

it &

2-|-1-|-§-|-1-|-2-|-3-|-4-|-5-|- -l-?-n-s-|-9-|-1u-|-11-|-12-|-13-|-14-|-15-¢-1s-|z|

L

; — Civa sb va cac thanh phén ¢ia cira 8 .

- Vertical scroll bar —— |
N Toolbar

- Status bar Horizontal scroll bar :
N m g S a1
5#40 frinh Tin hoc can ban l Trang 19
=|=]= =[] | »
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e Cac thao tac trén mot cira so
- Di chuyén cira so: Drag thanh tiéu dé ctra s6 (Title bar) dén vi tri méi.

- Thay dbi kich thude cua cira s6: Di chuyén con trd chudt dén canh hodc gdc clra s0,
khi con tré chudt bién thanh hinh miii té€n hai chi€u thi Drag cho dén khi dat duoc kich
thudc mong muodn.

- Phong to cira sb ra toan man hinh: Click 1én ntit Maximize |2,
- Phuc hdi kich thuéc trude do cua ctra sb: Click 1én nit Restore =],
- Thu nhé ctra sb thanh biéu twong trén Taskbar: Click 1én nut Minimize =l.

- Chuyén dbi giira céc cira s6 cta cac tmg dung dang mé: Dé chuyén doi giita cac
ung dung nhan to hgp phim Alt + Tab hodc chon tng dung tuong tng trén thanh Taskbar.

- Pong cira s6: Click 1én nut Close Xl ciia cira s6 hodc nhan t6 hop phim Alt + F4.

3.3.6 Hop hoi thoai (Dialogue box)
Trong khi lam viéc voi Windows va cac chuong tinh tng dung chay dudi moi truong
Windows ban thuong gép nhimg hop héi thoai. Cac hop thoai nay xuat hién khi n6 can
thém nhiing thong s6 dé thuc hién Iénh theo yéu cau cta ban.

Cac thanh phin ciia hop hdi thoai

Nut dong

Tén hop thoai
b thos (Close)
— T Font ] Character Spacing ] Text Effects ]
Cac lo'-p I’ Font: Font style: Size: -
/lTimes Mevs Roman |B|:|Id |12 TI'(_)’ giup
=hruti g - Hel
/—/ Svifaen I El :‘ ( clp )
A = 2 Swmbiol 10
HOp van ban Tahoma = Eiold Italic 11
(Text bOX) Times MNew Roman J w7

Fonk calot: Undetline style: Underline color:

Aukomatic j EWDFEIS oy P | Aukomatic z’

Hop liét ké tha
(Drop down
list box)

Effects
[ strikethrough [ shadow [ small caps
I Double strikethraugh [ Outine v Al caps

| Superscript [ Emboss [ Hidde
I Subscripk | Engrave \\\/"ﬁ
: N~ Hop kiém tra
., - Preview
Khung hién thi (Check box)

(Preview) — TIMES NEW ROMAN

Hop ligt ké
(List box)

i

This iz a TrueType font, This Font will be uzed on both printer and screen. Nut lenh

Defalt... = [ o= ﬁ\\(Command)/

Hinh 3.5: Cac thanh ph:?ln cua hop hoi thoai
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Thong thudng, trén mot hop hoi thoai s& co cac thanh phan sau:

v' Hop van ban (Text box): ding dé nhap thong tin.

v' Hop liét ké (List box): liét ké sdn mot danh sach c¢6 cac muc c¢6 thé chon lya, néu sb
muc trong danh sach nhi¢u khong thé 1iét ké hét thi s€ xuat hién thanh truogt dé cudn
danh sach.

v Hop liét ké tha (Drop down list box/ Combo box): khi nhip chudt vao nat tha thi s&
budng xudng mot danh sach, trong do liét ké cac muc va cho chon.

v' Hop kiém tra (Check box): cho phép chon mét

hozc nhiéu muc khong loai trir 13n nhau.
v' Nt tuy chon (Option button): bat budc phai
chon mot trong s6 cac muc. Nhitng lya chon nay

la loai trir 1an nhau. (™ Title Case
" bOGELE cASE

" Sentence case.

v/ Nt 1énh (Command button): dung dé x4c nhan
1énh can thyc thi. ok | cancel |

Céc nut Iénh thong dung:
OK: thyc hién 1énh theo thong s da chon. Hinh 3.6: Cac tuy chon
Close: giir lai cac thong sb da chon va dong hop thoai.

Cancel (hay nhan phim Esc): khong thuc hién 1énh va dong hop thoai.
Apply: 4p dung céc thong sb da chon.

o O O O

Default: dat mac dinh theo cac thong sb da chon.

3.3.7 Sao chép dir liéu trong Windows

Trong Windows viéc sao chép dir liéu trong mot ing dung hodc gitta cac ing dung
dugc thuc hi¢n thong qua by nhd dém (Clipboard). Tai mdt thoi diém, bd nhd dém chi
chira mét thong tin méi nhat. Khi mot thong tin khac duge dua vao bd nhd dém thi thong
tin trudc do s€ bi xod. Khi thoat khéi Windows thi ndi dung trong bo nhd dém cling bi xo04.

Khi mudn sao chép dir li¢u tir mot vi tri nao do dé dan vao mot vi tri khac, cin thuc
hién bon thao tac theo trinh tu sau day:

- Xéc dinh d6i tuong can sao chép.

- Thyc hién I¢nh sao chép Edit/ Copy hoac nhén t6 hop phim Ctrl + C hodc R_Click/
Copy dé chép doi tuong vao bd nhé dém.

- X4c dinh vi tri cAn chép t6i.

- Thyc hién 1énh dan Edit/ Paste hodc nhan t6 hop phim Ctrl + V hodc R_Click/
Paste dé dan dir liéu tir bd nhd dém vao vi tri can chép.

3.3.8 Cach khéi dong va thoat khéi cac chwong trinh

— Khéi dong chwong trinh ing dung
C6 nhiéu cach dé khoi dong mot chuong trinh tmg dung trong Windows:
v Khéi dong tir Start Menu
Chon Start/ Programs[/ Nhém chuong trinh]/ Tén chuong trinh tng dung
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v' Khéi dong bing 1énh Run

Click vao nut Start trén thanh Taskbar,

chon Iénh Run s€ xuat hién hop thoai Run nhu
N A = Type the name of a pragram, Folder, document, ar
hlIlh ben- = Internet resource, and Windows will open it far vou,

- Nhap day du dudng dan va tén tap tin Open: | Ciivietkeylvknt. exe v
chuong trinh vao muc Open hodc Click chon
nat Brown dé chon chuong trinh can khoi i
dong.

Ok l[ Cancel ” Browse. .. ]

- Chon OK d€ khoi dong chuong trinh. Hinh 3.7: Hop thoai I¢nh Start/ Run
v Dung Shortcut dé khéi dong cac chwong trinh

D _Click hodc R_Click/ Open vao Shortcut ctia cac tmg dung ma ban muén khoi
dong. Cac Shortcut c6 thé duoc dit trong mot Folder hodc ngay trén man hinh nén.
Shortcut thuc chat 1a mot con tro dén dbi tuong (hoac cé thé coi la mot duong dan), vi thé
ban c6 thé xoa n6 ma khong anh hudng dén chuwong trinh img dung.

v Khéi ddng tir cac Folder

Khi tén cua mdt chuong trinh ng dung khong hi¢n ra trén menu Start thi cach tién
lo1 nhat dé ban khéi dong né 1a mo tir cac Folder, D _Click hodac R_Click/ Open trén bi€u
tugng cua chuong trinh ung dung can mé hodc trén biéu tuong ciia mot tap tin tuong ung.

— Thoat khoi chwong trinh uwng dung
Pé thoat khoi mot tmg dung ta co thé dung 1 trong cac cach sau day:
- Nhan t6 hop phim Alt + F4
- Click vao nut Close (6 goc trén bén phai ctia thanh tiéu de).
- Chon menu File/ Exit.
- D_Click 1én nit Control Box (& goc trén bén trai cua thanh tiéu dé).
- Click 1én nat Control Box. Click chon Close.
Kl}i doéng 1 ung dung, néu dit liéu cta ung dung dang lam viéc chua dugc luu lai thi
n6 s¢€ hién thi hop thoai nhac nhé viéc xac nhan Iuu dir li¢u. Thong thuong c¢6 3 chon lya:

Microsoft Word El

! E Do ywou wank ko save the changes you made to "GT Tin hoc can ban_Phan I'?

LH Mo | Cancel |

Hinh 3.8.: Thong bao nhic nhé luu dit lidu

v" Yes: Iuu di liéu va thoat khoi chuong trinh irng dung.
v" No: thoat khoi chuong trinh ing dung ma khong luu dir ligu.
v' Cancel: hity bo 1énh, tré vé chuong trinh tng dung.

— Tuw dfng chay mét irng dung khi khéi dong Windows

Trén thyuc té ¢6 1 sé chuong trinh ban mudn n6 khéi dong ngay khi bat dau phién lam
viéc vé1 Windows. Gid sir ban thudong xuyén phai soan thdo van ban trong moi truong
Windows XP va vi thé ban mudn chuong trinh gé tiéng Viét Vietkey phai dugc tu dong
m& ngay khi vira khéi dong Windows. Mudn vay ban phai tao shortcut cho tap tin
Vietkey.exe va dit nd trong biéu tuong nhoém Startup.
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3.3.9 Menu Documents

Trong qua trinh thuc hién, Windows XP ghi nhan lai cac tap tin vira méi ding gan
nhat va luu tén cac tap tin nay trong mot menu con (Documents) cia menu Start. Dé mé&
mot tap tin vira madi dung ban chon 1énh Start/ Documents va Click vao tén cua tap tin can
mo.

Dé x04 nodi dung trong menu Documents ta thyc hién:

Start/ Settings/ Taskbar/ Start Menu Programs/ Clear

3.3.10 Tim kiém dir liéu
Chtrc ning nay cho phép tim kiém cac tap tin, cac thu muc va ca tén cua cac may
tinh trén mang LAN. Sau khi da tim thay do1 tugng, ban c6 thé lam viéc truc ti€p voi két
qua tim kiém trong ctra s6 Search Results.
% Tim kiém tap tin va thu muc

Chon 1énh Start/ Search/ For Files or Folders, s& xuét hién ctra s6 Search Results, ban
Click chon All files and folders.

B Search Results |'._| |'E| E|
File Edit View Favorites Tools  Help 1','
\_.J" \_/J lﬁ p Search ‘ll.- Falders -

Address | d Search Fesults vl 2

Search Companion X Mame In Folder e

il o Di\HytulGlaatrinhiGT THE 2004
B cHUONS 3_d D\ HvtuyGiaotrinhyGT THE 2004

Search by any or all of the criteria below. CHLIONG 5 DiiHvbui GiaobrinhyGT THE 2004

all or part of the file name: CHLIONG [ DY\ HvbuyGiaotrinhhGT THE 2004

| chuong®.doc | Chuong trinb CTOL DyiHvtuyGiaotrinhOn thi CH

A ward ar phrass in the Fis: @Chuong krink CTOLL D YHvtu GiaokrinkhOn khi CH n

| | Chuong trink CTOLZ D YHvtuy GiaotrinhhOn khi CH
Chuong trink CTOL3 D Hvtuy GiaotrinbhOn khi CH

Look in: -:hu-:ng DyiHvtUGiaotrinhiGizo trinhlyth,

|=qu DaTA (D) - | @chuongll DHvbu GiaotrinhiGiao trinklvth,,
@chuongl 1.1 DY Hvtuy GiaotrinhGiao trinblvth,

When was it modified? ¥ chuonglz DiHwtuy GiaotrinhGizo trinhlyth,,

T 9 chuonng_Z D \HvtuyGiaotrinhiGiao trinhlyth,
-:hu-:ng13 DyiHvtUGiaotrinhiGizo trinhlyth,

More advanced options ¥ @chunnng_S D Hyvbu GiaotrinhiGiao trinblvth,
@chuongl‘t DY Hvtuy GiaotrinhyGiao trinblvth,
chuong14_4 [ Hvtuy GiaotrinhGiao trinblvth,,

Bk l I pealc l -:hu-:nng DyiHvtUGiaotrinhiGizo trinhlyth, .

@chunnng_S D YHyvbu GiaotrinhiGiao trinblvth,
@chuongls DY Hvtuy GiaotrinhyGiao trinblvth,
chuong16_6 [ Hvtuy GiaotrinhyGiao trinblvth,,
chuongl? D \HvtuyGiaotrinhiGiao trinhlyth, 2
= . T T T R
< | >

Hinh 3.9: Ctra s6 Search Results
All or part of the file name: nhap tén thu muc hay tap tin can tim, c6 thé sir dung ky
tu dai dién * va ?
A word or pharse in the file: nhap tit/ cum tir trong ndi dung tap tin can tim.

Look in: noi tim kiém, ban c6 thé nhap vao tén cta 6 dia, duong dan ma tir d6 viée
tim kiém s€& dugc thuc hién. Theo ngam dinh, Windows tim kiém ca trong dia hodc trong
thu muc da chi dinh trong khung Look in cung véi moi thu muc con cta no.
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Ngoai ra ta c6 the thay doi cac lya chon dé c6 thé tim nhanh va chinh xac hon véi cac
thudc tinh nhu sau:

> When was it modified?
Cho phép tim kiém cac tap tin va thu muyc dya theo ngay sira doi.

Trong muc nay cac tuy chon ap dung cho nhiirng tap tin va thu muc da dugc tao ra
hodc dugc stra doi trong mot khodng thoi gian nao dé. Chon khai bdo thoi gian theo mot
trong céac lya chon véi y nghia:

— Don’t remember: khong xac dinh thoi gian (tim tat ca).

— Within the last week: tim cac tap tin trong

\ RPN A When was it modified?
vong 1 tuan gan day nhat.

) Don't remember

— Past month: tim céc tap tin trong vong 1 thang ) within the last week
gén day nhat. () Past monith
() within the past year
— Within the past year: tim cac tap tin trong vong (%) specify dates
1 ndm gan day nhat. Modified Date v
— Specify dates: tim cac tap tin trong mot khoang from | of 3f04 4
thoi gian xac dinh. Co thé chon theo ngay tao ta a9 7i04 v
(Created Date), ngay cap nhat (Modified Date),
hay ngay truy cap (Accessed Date). Hinh 3.10: Tim theo thoi gian

» What size is it?
Cho phép tim kiém céc tap tin va thu muc dua theo kich thudc tap tin.

Trong muc nay céc tuy chon ap dung tim nhiing tap tin va thu muc co6 kich thude
duoc xac dinh trong mot khoang nao dé. Chon khai bao kich thudc theo mét trong céc lua
chon vdi y nghia:

— Don’t remember: khong xac dinh kich thudc (im tit  What size is it?

ca). ) Don't remember
) small {less than 100 KB}

— Sma}ll (le§s tha,n. 100 KB): tim céc tap tin c6 kich ) Medium (less than 1 MB)
thude nhé (duoi 100 KB). ) Large (mare than 1 ME)

— Midium (less than 1 MB): tim céc tap tin c6 kich © specify size (in KB) _
thudc vira phai (dudi 1 MB). at lea: 50 %

- Iilarge 1(r’nore }halrll\l4]1;AB): tim céc tap tin co kich Hinh 3.11: Tim theo
thudc 1on (trén ). Kich thude

— Specify size (in KB): tim cac tap tin co kich thudce t6i
thiéu (at least) hay t6i da (at most) trong mot giGi han nao do.

» More advanced options?

Cho phép thay d6i mot sb tuy chon nang cao khéc.

—  Type of file: kiéu tap tin can tim (tap tin ) -~
van ban, hinh anh, bang tinh, thu muc, ..). '1ore advanced options =

. . . Type af file:

_ Searchhsystem }t;?ld;fs: tim/ khong tim B Micrasaft Word Document 2
trong thu myc h¢ thong. [ ] search system folders

— Search hidden files and folders: tim/ [] search hidden files and folders

search subfolders
[] Case sensitive
[ ] search tape backup

khong tim tap tin/ thu muc an.

Hinh 37127 Cac IUV CIlOl’lr-f(llaC
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— Search subfolders: tim/ khong tim trong thu muc con.
— Case Sensitive: phan biét/ khong phan bi¢t chit hoa/ thuong.
— Search tape backup: tim/ khong tim trong dia du phong.

Sau khi khai bao xong cac dir li¢u dé tim kiém, Click nut Search, chuong trinh s¢€ tién

hanh tim va thong béo két qua.
< Lam viéc véi cac két qua tim kiém

Sau khi tim kiém, chuong trinh dua ra két qua tim kiém o phla bén phai cua hop
thoai Search Results. Ban co thé lam vi€c vdi cira sO két qua nhu véi mot cira sb tap hd so
thong thuong (nhu thay ddi thir tu sap xép hodc dung cac 1énh ctia menu View dé hién thi
cac kiéu thé hién khac nhau, kiém tra tinh chat ctia cac doi tugng trong danh sach két qua
v.v...). Ban cling c6 thé khd1 dong mot doi tuong vira tim thay bang cach D_Click trén tén
cua doi tugng do.

3.4 THAY DOI CAU HINH MAY TINH

Windows XP cho phep ban thay qd(l)i c4u hinh cho phui hop véi cong viée hodc so
thich ctia ban thong qua bang diéu khién Control Panel (vao menu Start, chon menu
Settings/ Control Panel).

Tir bang diéu khién Control Panel ban ¢6 thé thiét 1ap cAu hinh cho hé thong, thay
doi ngay gio, cai dat thém Font chit, thi€t bi phan cung, phan mém madi hoac loai bd chung
di khi khong con sir dung nira.

3.4.1 Cai dat va loai b6 Font chir

Font chit 1a sy thé hién cac dang khac nhau cuia ky tu. Ngoai cac Font chit co san ta
c6 thé cai dat thém nhitng Font chir khac hoac loai bo cac Font chir khong sur dung. Mubn
cai dat hay loai bo cac Font chit, ta chon 1énh Start/ Settings/ Control Panel/ Fonts, xuét
hién ctra sd Fonts nhu hinh 3.13.

& Fonts B@@

> Xoa bo font chir A ,
File Edit ‘iew Favorites Tools  Help ;,

- Chon nhiing Font can x6a bo. Qe - () 5 [Dseuch [ Foers [T3]

»»

- Chon File/ Delete (hodc nhan | ... @ Forts T
phim Delete). 0-| 0-| 'I“| 0-| 0-| ~
> Thém fOﬂt Chﬁ’ mé’i Fﬁ ArieHack Ariﬁack Ariﬁold Arial Boﬂltalic
Tir ctra s6 Fonts, chon 1énh . . alj ) )
File/Install New Font, xuat hién hop 0| 0| 0| 0| 0|
thoai Add Fonts. Trong hf)p thoai néy, Arial Tealic  Arial Marraw  Arial Narrow  Arial Narrow  Arial Narrow
. py Z Biold Bold Italic Italic v
ta chi ra noi chura cac Font nguéon mudn | < >
cai thém bang cach chon tén 6 dia va
Folders chtra cac tap tin Font chii, sau Hinh 3.13: Ctra s6 Fonts

d6 chon cac tén Font va Click OK.

3.4.2 Thay d6i thudc tinh ciia man hinh

Chon 1énh Start/ Settings/ Control Panel/ Display hoac R_Click trén man hinh nén
(Desktop), chon Properties. Xuat hién ctra s6 Display Properties (Hinh 3.14) voi cac thanh
phan nhu sau:

> Desktop
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Chon anh nén cho Desktop bang cach Click chon cac anh nén c6 san hodc Click vao
nat Browse dé€ chon tap tin anh khong c6 trong danh sach nhitng anh c6 san.

> Screen Saver

Thiét lap ché d6 bao vé man hinh, cho phép chon cac chuong trinh Screen Saver da
duogc cai san trong may va cho phép thiét 1ap mat khau dé thoat khoi ché do Screen Saver.
Chi khi ndo ban nhap ding mat khau thi chuong trinh Screen Saver méi cho phép ban tré
vé ché d6 1am viéc binh thuong.

> Appearance:
Thay d6i mau séc, Font chit va ¢& chir cua cac Menu, Shortcut, Title bar.

Display Properties Display Properties E]

Themes| Desktop |Screen Saver | Appearance | Settings Themes | Desktop | Screen Saver Appearance| Settings |

Background:
Dizplay:
S ore) A [(Bomse. ] Plug and Play Monitor on RAGE 123 PRO Ula GL AGP (Microsoft
Eﬂ L — » Corporation]
Eﬂ Azcent Positian: Soreen resolution Color quality
%9 Autumn Less J— More |Highest (32 bit] v|
@Azul )
&7 e | a2 800 by 600 pixels I/ e
[ Troubleshoot. . ] [ Advanced ]
[ Ok ] [ Cancel ] [ Ok ] [ Cancel ]
Hinh 3.14: Ctra s0 Display Properties
> Settings:

Thay d6i ché d6 mau va do phén giai cia man hinh.

- Ché d6 mau cang cao thi hinh anh cang dep va rd nét. Cac ché do mau phé bién 1a
256 mau, 64.000 mau (16 bits) , 16 triéu mau (24 bits). Ché d6 mau trén moi may tinh c6
thé khac nhau tuy thudc vao dung lugng bo nhé cua card man hinh.

- Do phan giai cang 16n thi man hinh cang hién thi duoc nhiéu thong tin nhung cac
do1 tuong trén man hinh s& thu nho lai. Cac ché d phan giai man hinh théng dung la )
640x480, 800x600, 1024x768. Tuy theo loai man hinh ma Windows c6 thé hién thi cac ché
dd phéan giai khac nhau.

304'3 Cal dat va 102,11 bO Chlrong B hdd or, Remove Programs
trlnh %j Currently installed programs: Sork by
I , . L. o Change or [ adobe Reader 6.0.1 Size  44.1ZMB A
be cai dat cac chuong trinh méi hodc megons | |i@vwersnepoi 4 o 4mm
loai bé Céc Chu()’ng trinh khéng C(‘)n S{I dl_lng % @MEAFEE “wirusacan Professional Edition Size  29.50MB
A , A \ « R 5 “' Microsoft Dffice 2000 Premium
ban nhan dup chudt vao biéu tuong Add or e e
” 2 Programs
Remove Programs trong ctra s6 Control Panel,
xuat hi¢n hdp thoai nhu hinh duoi day: A prrrrp—— pe———
Cuﬂnlgdula'lgits ﬁ’ Eg;rgﬂ"ssa;t Text-to-Speech Engine 4.0
@ G PoF2word vl Size  Z2Z7MB
D RealPlayer Size  37.64MB
S:ii?sgarﬁ&n ﬂ Teleport Pro Size: 1.64MB
Defaults B Uninstall LAC VIET mkd2002-EVA Siew 464.00MB o
Giao trinh Tin hoc can ban =
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Nhém Change or Remove Programs: cho phép c@p nhét hay loai bo chuong trinh ing
dung c6 san.

- Chon chuong trinh mudn cap nhat/ loai bo.

- Chon Change dé cap nhat chuong trinh hay Remove dé loai bo khi khong can str
dung nira.

Run Installation Program @J

Nhom Add new Programs: Cho phép cai dat
thém chuong trinh ing dung hodc cép nhat lai
Windows (truc tiép qua Internet).

If thiz is the comect installation program, click Finish. To
start the automatic search again, click Back. To manually
search for the installation program, click Browse.

Open:

- Chon CD or Floppy dé cai dit chuong DAHkSoftkosetup o
trinh img dung mai, khi d6 Windows sé
yéu ciu ban chi ra noi chita chuong trinh
ma ban mudn cai dat, thuong céac tap tin

nay s€ co tén la Setup.exe hodc

Install.exe. Ban c6 thé nhép tén va dudong (<Back J[_Fwish_J [ Corenl )
dan cua tdp tin nay vao hop van ban Open
hodc nhan chuot vao nut Browse dé chi ra Hinh 3.16: Chon tap tin cai dat

tap tin d6 (Hinh 3.16).
- Chon Windows Update dé cap nhat lai h¢ diéu hanh Windows (thém, céap nhat cac
chirc nang moi).

Windows Components Wizard

Windows Components

/4 . You can add of remove companents of Windows XP.
¢ Nhém Add/ Remove Windows "
componentss ChO phep Cal‘dat/ loal bO To add or remove a companent, click the: checkhnxl A shaded_ box means that mjly
Cé,C thé,nh phﬁn trong hé diéu hé,nh B::aﬂfs.the component wil be installed. To see what's included in a component, click
. A ~ 1A Components:
Windows (thong qua dir li€u trong dia - TR
¢ % Intemet Information Services (I15] 15.9MB
CD/ dia Cung)' O gManagement and Monitaring Tools 1.9MB
[ = Message Queving 0.0MB
1 " WSM F erinrer 137MR ¥

Description:  Includes Windows Accessories and Utilities for your computer.

Total disk space required: 54.6 HB -
Space available on disk: 9683.1 MB

[ < Back ” Mext > 1[ Cancel ]

Hinh 3.17: Cai dat/ loai bo cac thanh phan
trong Windows

3.4.4 Cau hinh ngay, gio' cho hé thong -
i

Date & Time | Time Zone | Internet Time

Ban c6 thé thay d6i ngay gio cua hé thong

bang cach D_Click 1én biéu twong dong hod trén BE: s

thanh Taskbar hodc chon 1énh Start/ Settings/ ERREES v [200¢ [

Control Panel, chon nhém Date/Time —— _' < '_
- Date & Time: thay doi ngay, thang, nam, e

gid, phit, gidy. sxzzamE || e

Zi09:18PM |3

Current time zone: SE Asia Standard Time:

Giao trinh Tin hoc can ban
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- Time Zone: thay d6i mui gio, cho phép chinh lai cac gia tri mui gio theo khu vuc

hodc tén cac thanh phd 16n.

- Internet Time: cho phép dong bd hoa theo gid cia may chi Internet.

3.4.5 Thay doi thudc tinh ciia ban phim va chudt

> Thay d6i thudc tinh ciia ban phim:

Lénh Start/ Settings/ Control Panel/ KeyBoard cho phép thay dbi tc do ban phim.

v' Repeat delay: thay d6i thoi gian tré cho 1an lap lai dau tién khi nhan va gitr

phim.

v Repeat rate: thay doi toc do lap lai khi
nhan va gitt mot phim.

v' Cursor blink rate: thay doi toc d6 cua dau

nhdy.

> Thay d6i thudc tinh ciia thiét bi chut:

Lénh Start/ Settings/ Control Panel/ Mouse cho
phép thay doi thudce tinh cua thiét bi chudt nhu toe do,

hinh déng con tré chuot...

v' Lép Buttons: thay doi chirc ning giita chudt
trai va chudt phai (thuén tay trai hay phai) va
toc do nhap dup chuot.

v" Lép Pointers: cho phép chon hinh dang tré
chudt trong cac trang thai lam viéc.

v Lép Pointer Options: cho phép thay
do6i toc do va hinh dang tré chudt khi ré

hoac kéo chuot.

3.4.6 Thay d6i thudc tinh ving

(Regional Settings)

Ban 6 thé thay ddi cac thl{éc tinh nhu dinh
dang tién t¢§, don vi do ludng... bang cach chon
1énh Start/ Settings/ Control Panel/ Regional and

Language Options

Character repeat

@ Repeat delay:
Long J Short
Repeat rate:

A4
Slow J Fast

Click here and hold down a key to test repeat rate:

Cursor blirk rate

Speed | Hardware

Mare J Fast

Hinh 3.19: Thay dbi thudc tinh

Giao trinh Tin hoc can ban

Mouse Properties

Customize Regional Options:

cua ban phim

PIX

Buttars | Painters | Pointer Options | ‘wheel | Hardware

Button configuration
[ Switeh primary and secondary buttons

Select this check box to make the button or the:
right the one you use for primary functions such
as selecting and dragging.

Double-click speed

Double-click the folder to test pour setting. |f the
folder does not open or cloze, by using a slower

setting.

Speed:  Slow J Fast D

ClickLock
] Tum on ClickLock.

Enables you to highlight or drag without halding dawn the mouse
button. To set, briefly press the mouse button, To release, click the

2x

Numbers | Currency | Time || Date
Sampls
o TEAFHIS. 20 " Phiay d6i°thuoc tihh
7
cua thiét bi chuot
Decimal symbal: ] -
Mo. of digits after decimal 2 “
Digit grouping symbal: . w
Digit grouping. 123,456,783 £
Meqgative sign symbal: - -
Megative number format: 11 w
Dizplay leading zeros: 07 »
List separator; . -
Measurement system: us. v
P8

Hinh 3.21: Thay d6i dinh dang sb
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L6p Regional Options: Thay d6i thudc tinh ving (M, Phép,...), viéc chon mdt viing

nao do sé kéo theo su thay doi cac thudc tinh cia Windows.
~ Click chon Customize, cira s6 Customize Regional Options xuat hién cho phép thay

doi quy udce ve s, tién t¢, thoi gian, ngay thang.

> Number: Thay d6i dinh dang s6, cho phép dinh dang viéc hién thi gia tri s

- Decimal symbol: Thay doi ky hi¢u phan cach hang thap phan.

- No. of digits after decimal: Thay ddi s6 cac s6 1¢ & phan thap phan.

- Digit grouping symbol: Thay d6i ky hiéu phan nhom hang ngan.

- Digit grouping: Thay d6i s6 ky s6 trong mot nhom (mic nhién 1a 3).

- Negative sign symbol: Thay doi ky hiéu cta sé am.

- Negative number format: Thay doi dang thé hién caa sb am.

- Display leading zeroes: Hién thi hay khong hién thi s6 0 trong cac s chi ¢6 phan
thap phan: 0.7 hay .7.

- Measurement system: Chon hé théng do luong nhu cm, inch, ...

- List separator: Chon ddu phan céach giita cac muc trong mét danh sach.

> Currency: Thay d6i dinh dang tién té ($,VND,...)

» Time: Thay d6i dinh dang thoi gian, cho phép ban dinh dang thé hién gid trong
ngay theo ché d§ 12 gio hay 24 gio

Customize Regional Options E]@
> Date: Thay déi dlnh dang ngéy théng Murbers | Cumency | Time | Date
(Date), cho phép ban chon cach thé hién dir Calendar
1. N \ h 1 t "~ h R \ d , ‘when a bwo-digh vear is entered, interpret it as a year between:
i€u ngay theo 1 ti€u chuan nao do. ol B
Short date format: cho phép chon quy
udc nhap dir liéu ngay thang. —
ot date
Vi du ngéy/théng/ném (d/m/yy) Short date sample: | 5/8/04
hOéC thé.ng/ngély/ném (m/d/yy) Shart date format; | b /diuy i
Q ll’()'c Date separator. ! [V
u .
y Long date
d/ D (date): dl‘lng dé Chi ngéy Long date sample: | %Wednesday, September 08, 2004
m/ M (mOl’lth)I dﬁng dé Chi théng Long date format: | dddd, Mabdbd dd, oy w
y/ Y (year): dung dé chi nam

Hinh 3.22: Thay di dinh dang ngay thang
3.5 MAY IN

Trong phan nay s€ gidi thi¢u mot s6 thao tac co ban trén may in nhu cai dat may in
mdi, dinh cau hinh cho may in, quan 1y viéc in an, ...

3.5.1 Cai dat thém may in

Véi mot sb may in thong dung Windows da tich hop sin chuong trinh diéu khién
(driver) ctia cdc may in, tuy nhién cling c6 nhitng may in ma trong Windows khong c6 san
driver, trong trudong hop nay ta can phai co6 dia driver di kém véi may in.

Cac budc cai dat may in:
- Chon Iénh Start/ Settings/ Printers and Faxes
- Click chon Add a Printer, xuét hién hdp thoai Add Printer Wizard
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- Lam theo cac budc hudng dan cua trinh Wizard.

3.5.2 Loai bé may in da cai dat

- Chon Iénh Start/ Settings/ Printers and Faxes

- Click chudt chon may in mudn loai bo

- Nhan phim Delete, sau d6 chon Yes dé bo, nguoc lai thi chon No.

3.5.3 Thiét 1ap mAy in mic dinh

Néu may tinh dugc cai nhiéu may in, ta co thé mot may in lam ddt may in mdc dinh
bang cach chon may in do6 roi chon File/ Set as Default Printer hodc R_Click/ Set as

Default Printer.

3.5.4 Cira s6 hang doi in (Print Queue)

Nhan dap chudt 1én biéu twong may in trong cira s6 Printers and Faxes hoic biéu
tugng may in ¢ thanh Taskbar. Khi d6 xuat hién hdp thoai liét ké hang doi céc tai liéu dang

in nhu hinh 3.23:

£ HP LaserJet 1100 (MS]) on ser2005

Printer Document  Wiew Help

Document Mame Status

Microsoft Word - GT Tin hoc can ban,..

<

Microsoft Waord - GT Tin hoc can ban... Printing

EOX

et Pages Size b=l
EBoMon Tin ... 1 17.2 KEBf17.3KE 4.7
BoMonTin... 1 2,36 KB 4::
L4

2 document(s) in queue

Hinh 3.23: Ctra s6 hang doi in

Muén loai boé mdt tai liéu trong hang doi in thi nhén chudt chon tai liéu d6 va nhan

phim Delete.

3.6 Taskbar AND Start Menu

Chon 1énh Start/ Settings/ Taskbar and Start Menu

Lop Taskbar
- Lock the Taskbar: khoa thanh
Taskbar.

- Auto hide: cho ty dong an thanh
Taskbar khi khong sur dung.

- Keep the Taskbar on top of other
windows: cho thanh Taskbar hién 1én phia
trudc cac cua so.

- Group similar taskbar buttons:

cho hién cac chuong trinh cuing loai theo
nhom.

- Show Quick Launch: cho hién thi
cac biu tugng trong Start menu voi kich
thudc nho trén thanh Taskbar.

Giao trinh Tin hoc can ban

Taskbar and Start Menu Properties

Taskbar | Start Menu

Taskbar appearance

z 8 %

A N
“, welcome...

) start

Laock the tazkbar
[ Auto-hide the taskbar
F.eep the taskbar on top of other windows

[ Group similar taskbar buttons
Show Quick Launch

Matification area

(<¢ )l 1123 PM
|

Show the clock

‘Y'ou can keep the notification area uncluttered by hiding icons that you

hawe not clicked recently.

Hide inactive icons

[ 0K H Cancel ]

TTCITS

Hinh 3.24: Lop Taskbar
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- Show the Clock: cho hién thi dong ho trén thanh Taskbar
- Hide inactive icons: cho an biéu tuong cac chuong trinh khong dugc kich hoat.

Lop Start Menu

Cho phép chon hién thi Menu Start theo dang cii (Classic Start Menu) hay dang méi
(Start Menu).

Click chon 1énh Customize, cira s6 Customize xuét hién theo dang cti nhu hinh 3.26
cho phép thyc hién mot sé thay d6i cho Menu Start.

> Nut Add: thém mot biéu twong chwong trinh (Shortcut) vao menu Start.

> Nut Remove: x6a bo cac biéu tugng nhom (Folder) va cac biéu tuong chuong
trinh trong menu Start.

» Nt Clear: x0a cac tén tap tin trong nhém Documents trong menu Start.

Taskbar and Start Menu Properties

Customize Classic Start Menu

Taskbar | Start Menu | Start menu

[E You can customize vour Stark
e ] Menu by adding or removing
items, % Remove, .,

Adwanced

Sork

A To remove recards of recently
& accessed documents, programs,

and Web sites, click Clear. Clear

Advanced Start menu options:

) Start menu [] pisplay Administrative Tools ~
Select this menu style for easy access ta the [] Display Favarites 3
Intemet, e-mail, and your favonte programs. Display Run

) - Enable dragging and dropping B
© Classic St.art mgnu [] Expand Control Panel
Selgct thIS.lJplIDn to use the menu style from D Expand My Documents
earlier versions of Windows.,
[ Expand My Pictures v
[ ok J[ cance | [ o ][ concel
Hinh 3.25: Lép Start Menu Hinh 3.26: Ctra s6 Customize

> Nt Advanced: thém, x0a, stra, tao cac biéu tuong nhom (Folder) va cac biéu
tugng chuong trinh (Shortcut) trong menu Start

Khi Click vao nat Advanced, xuat hién ctra sd Start Menu cho phép tao, x04, doi
tén thu muc/ 101 tat trong menu Start.

v Tao Shortcut/ Folder trén

menu Start —
‘ % Start Menu |._| |E| E'
- Click chon Folder cha. Fle Edit ‘View Favortes Tooldet Help "
- Néu tao Folder, chon File _ i, »
hodc R_Click, chon New/ Folder. Yy </ l‘r; - Search
- Néu tao Shortcut, Ch(_)l’l File Address |Ia C:\Documents and Setkings\Bo Mon % | (et
hoac R_Click, chon New/ Shortcut. Folders x
- Sau @6 dit tén cho Folder/ L% My Recent Documen # ‘,"J Programs
Shortcut. I3 MetHood
B e B PrintHood EXCEL
v" Xéa Folder/ Shortcut khéi &) sendTo E S
menu Start SR <t art Menu 1 KE
(i Prograrns
Gido trinh Tin hoc cdn ban ‘ 71 Temolates B A/ ¢ R
— —_— —

Hinh 3.27: Cira sb Start Menu
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Chon Folder/ Shortcut can x6a va nhan phim Delete.

v' Dbi tén Folder/ Shortcut o
R_Click vao Folder/ Shortcut can doi tén, chon Rename, nhap tén maoi.
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CHUONG 4: QUAN LY DU LIEU BANG
WINDOWS EXPLORER

--- 000 ---
4.1. GIOI THIEU

Windows Explorer 1a mgt chuong trinh dugc hd trg tir phién ban Windows 95 cho

5
A

phép nguoi st dung thao tac vdi cac tai nguyén c6 trong may tinh nhu tép tin, thu muc, 6
dia va nhiing tai nguyén khéc c6 trong mdy cua ban ciing nhu cac may tinh trong hé thong
mang (néu may tinh cua ban c6 noi mang).

V61 Windows Explorer, cac thao tdc nhu sao chép, x06a, ddi tén thu muc va tap tin,...
duoc thuc hién mot cach thuan tién va de dang.

¢ Khéi dong chwong trinh Windows Explorer: ban c6 thé thuc hién mot trong
nhitng céch sau:

- Chon Iénh Start/ Programs/ Accessories/ Windows Explorer
- R_Click Ién Start, sau d6 chon Explore
- R_Click Ién biéu twong My Computer, sau d6 chon Explore ...

¢ Cira so lam viéc cia Windows Explorer:

8% Tin hoc can ban

File Edit ‘View Favorites Tools  Help Thanh dia chi ar
: (Address Bar)
O Back - ? ) ? >~ Search e Folders El'
Address || Di\GiaotrinkGiao trinblythuyet!, Tin hoc can ban=—= > a &0
Folders x Mame Size  Type Crake Modif§
@ Desktop | |[)Giao trink phan Internet older Qrafz004 1

older QIgiz004 2
older Isiz004 2

5 -.:'l My Documents | giao krinh phan_Bousess

= ; My Computer |2 Giao trinh phan Word nang cao

x ; 314 Floppy (4] | Giao trinh windows older Q2004 1
# Gee SYSTEM (C:) [ Tinhoch & Folder af6f2004 5
= < DATA (D)) ®Bal TP 452 KB Microsaft Word Doc...  6/2(2004 4

l-_E. EBAI TAP EXCEL 167 KB  Microsoft word Doc...  2/3/2004 9
AN D LIEU EXCEL 739KE  Microsoft Word Doc,.,  2/5/2004 9
1,176 KB Microsoft Word Doc,.,  2/5f2004 9
1,020 KE  Microsoft Waord Doc,..  2/5/2004 9

# |G BORLANDC
# 12 Chamn thi Hkz2 200
+ [ 2) Cham thi HK3 2003-

|20 de thi KHII 2003-2004

I3 DLinh ) & 537 KE  Microsoft Word Doc...  9J&/2004 1

# ) Giao trinh Inkermet B I-HUONG 3_4 . yrosoftwordDac.. 2/5/20049

= |2 Giaotrinh CHUONG 5 Ti.lp tin rosoft Wword Doc,..  2/3/2004 5

+ M) cHUONG & . rosoft Waord Doc,,,  2f372004 7
|2 Bomon :. (Flle) fi d 130

# () English @GIOI THIEU_] rosaft Ward Doc,..  11/30/2003

M=t THOCE_COMPLETE ~FEOFE Microsoft Word Doc...  9{6/2004 3
GT Tin hoc can ban 4,517 KB Microsoft Word Doc.,.  947/2004 8§
T Tin hoc can ban_Phan I 3,019 KE  Microsoft Word Doc,,.  9f9f2004 1

X 1I 6,323 KB Microsoft Word Doc,.,  S95/2004 2
42 KB Microsoft Word Doc...  2/5/2004 9
20KB Microsoft Word Doc,..  9Y7(2004 8

=l |5) Giao trinhlythoy
® ) Chung chi &
I SQLServer
1) Tin hoc A_Access
# IZ) Tin hoc & _Pascal
I Tinhoc B
SRs ] Tin hoc can ban

Cay thu muc

Hinh 4.1: Ctra s6 Windows Explorer

- Cira s6 trai (Folder) 1a cau tric cay thu muyc. N¢ trinh bay cau truc thu muc cua cac
dia cing va céc tai nguyén kém theo may tinh, bao gobm 6 dia mém, 6 dia cimg, 6 dia CD...
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Nhitng dbi twong c6 ddu cong (+) ¢ phia trude cho biét ddi tugng d6 con chira nhitng
d6i tugng khac trong n6 nhung khong duge hién thi. Néu Click vao déu + thi Windows
Explorer s& hién thi cac d6i twong chira trong ddi tuong d6. Khi d6, dau + s& doi thanh dau
-, va néu Click vao dau - thi di tuong s€ dugc thu gon trd lai.

- Cira s6 phai liét ké ndi dung cua dbi twong duoc chon twong g bén cira so trai.
¢ Thanh dia chi (Address):

Cho phép nhap duong dan thu muc/ tap tin can téi hodc dé xac dinh duong dan hién
hanh.

¢ Cac nut cong cu trén thanh Toolbar:

s - | - Back: Chuyén vé thu muc trude do.

¥ |- Up: Chuyén l1én thu muc cha.

@ - | - Forward: Chuyén t&i thu muc vira quay vé (Back).

JJseach | - Search: Tim kiém tap tin/ thu muc.

[ Foers | - Folder: Cho phép an/ hién ctra s6 Folder bén trai.

'

Thurmbnails , R ‘. X ”
Tiles - Views: Cac ché dg hién thi cac doi tuong (tap tin/ thu muc/ 6 dia)
Icons
Lisk

& Details

Noi dung trong cira s6 c6 thé dugc sap xép thé hién theo thtr ty. Pbi voi kiéu thé hién
Details, ban c6 thé thuc hién bang cach luan phién nhan chuot 1€n cdt tuong ing (Name,
Size, Type, Date Modified).

Trong cac kiéu thé hién khac ban c6 thé thyuc hién b?mg 1énh View/ Arrange Icons
By va lua chon tiép mdt trong cac khoa sap x€p (theo tén, kich cd tap tin, ki€u tap tin, hoac
ngay thang cap nhat).

Trong kiéu thé hién bang cic biéu twong 16n va biéu tuong nho ban co thé dé
Windows sap x€p tu dong bang 1énh View/ Arrange Icons By / Auto Arrange. Tuy chon
Auto Arrange chi 4p dung cho ctra s6 cua thu muc hi¢n hanh.

4.2. THAO TAC VOI CAC THU MUC VA TAP TIN

4.2.1. M¢ tap tin/ the muc:

C6 ba cach thuc hién :

Open
v Céach 1: D_Click Ién biéu tuwong cua tap tin/ E::‘i
thu muyc. Open With v
Eadd ta archive...

v/ Cach 2: R_Click 1én biéu twong cua tap tin/

Eaddta "CH S rar”
thu muc va chon muc Open.

B Compress and email...
E Compress to "CH S.rar" and email

v’ Céach 3: Chon tap tin/ thu muc va nhén phim
Enter.

Néu tap tin thudc loai tap tin vin ban thi chuong
trinh g dung két hop sé dugc khaoi dong va tai ligu s€
duoc nap vao.

Giao trinh Tin hoc can ban

Scan with McAfee YirusScan
Send To 4

Cuk
Copy

Create Shortout
Delete
Rename
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Trong truong hop chuong trinh (mg dung khong dugc cai dat trong mdy tinh thi
Windows s€ m& hop thoai Open With va cho chon chuong trinh két hop. Néu tép tin thude
dang chuong trinh tng dung thi chuong trinh twong ng s€ dugc khoi dong.

4.2.2. Chon tap tin/ thuw muc:
- Chon mot tap tin/ thu muc: Click 1én biéu tugng tap tin/ thu muc.
- Chon mot nhém tap tin/ thu muc: ¢ thé thyuc hién theo 2 cach:

e Céc ddi tuong can chon 1a mot danh sach gém cac db6i tuong lién tuc: Click 1én
doi tuong dau danh sach dé chon, sau d6 nhan git phim Shift va Click 1én doi
tuong ¢ cuoi danh sach.

e (Cac déi tuong can chon nam roi rac nhau: nhin gilt phim Ctrl va Click chon
cac doi tuong tuong Ung.
4.2.3. Tao thuw muc
- Chon noi chtra thu muc can tao (thu muc/ 6 dia & ctra sb bén trai).
- Chon menu File/ New/ Folder hoic R_Click/ New/ Folder.

- Nhap tén thu muc méi, sau d6 go Enter dé két thuc.

4.2.4. Sao chép thuw muc va tap tin

Chon céac thu muc va tap tin can sao chép. Sau do co thé thuc hién theo mot trong hai
cach sau:

e Cach 1: Nhan giit phim Ctrl va Drag ddi tuong da chon dén noi can chép.
o (Céch2: Nhén t6 hop phim Ctrl + C (hoic Edit/ Copy hodc R_Click va chon
Copy) dé chép vao Clipboard, sau d6 chon noi can chép dén va nhan t6 hop
phim Ctrl + V (hodc Edit/ Paste hodac R_Click va chon Paste).
4.2.5. Di chuyén thuw muc va tip tin

Chon céc thu muc va tap tin can di chuyén. Sau d6 c6 thé thuc hién theo mot trong
hai cach sau:

e Cach 1: Drag d6i tugng da chon dén noi can di chuyén.
e Cach 2: Nhén t6 hop phim Ctrl + X (hodc Edit/ Cut hogc R_Click va chon Cut)
deé chép vao Clipboard, sau d6 chon noi can di chuyén dén va nhan t6 hgp phim
Ctrl + V (hodc Edit/ Paste hoac R _Click va chon Paste).
4.2.6. Xoa thuw muc va tap tin
- Chon cac thu muc va tap tin can x0a.
- Chon File/ Delete
hozc: Nhan phim Delete
hodc: R_Click va chon muc Delete.

- X4c nhan c6 thuc sy mudn xo4 hay khong (Yes/ No)

4.2.7. Phuc hoi thw muc va tap tin

Céc doi tugng bi x6a s€ dugce dua vao Recycle Bin. Néu mudn phuc hoi cac doi
tuong da xoa, ban thuc hién cac thao tac sau day:
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-D_Click 1én biéu tugng Recycle Bin

- Chon tén ddi tuong can phuc hdi.

- Thyc hién 1énh File/ Restore hoac R_Click va chon muc Restore.

Ghi chii: Néu mudn x6a han cac dbi tuong, ta thyc hién thao tdc x6a mot 1an nira doi
véi cac doi tugng o trong Recycle Bin. Néu muon xo4 han tat ca cac doi tugng trong
Recycle Bin, R_Click Ién muc Recycle Bin va chon muc Empty Recycle Bin.

4.2.8. Poi tén thw muc va tip tin

- Chon déi tugng mubn d6i tén

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

- Nhap tén méi, sau d6 gd Enter dé két thuc.
Ghi chii: v6i tap tin dang str dung thi cac thao tac di chuyén, xo4, doi tén khong thé
thue hién duoc.
4.2.9. Thay d6i thudc tinh tip tin va thw muc:
- Nhan chudt phai 1én ddi tugng mudn thay doi thudc tinh va chon muc Properties
- Thay dbi cac thudc tinh.
- Chon Apply dé xac nhan thay doi, nguoc lai thi nhan Cancel.

4.3.THAO TAC VOI CAC LOI TAT
(Shortcuts)

4.3.1. Tao 16i tit trén man hinh nén
— R_Click 1én man hinh nén, chon New/ Shortcut.

— Trong muc Type the location of the item, nhap
duong dan cua d6i twong can tao 16i tit (6 dia/ thu
muc/ tap tin, ...) hodc Click 1én ntit Brown dé
chon dudng dan cho d6i tuong. Click Next dé qua
bude ké tiép.

arrange Icons By #
Refresh

O Eolder

— Nhap tén cho 13i tat can tao.
®  Shorkout

—  Click Finish dé hoan thanh .

Properties

, R e Hinh 4.3: Tao 16i tit
4.3.2. Cac thao tac vai loi tat

= Ddi tén cho 16i tat.
- R_Click Ién 15i tat, chon Rename.
- Nhap tén méi cho 16i tat.
- Nhan Enter.
= Xoabo 14i tt
- Chon 16i tit can xo4.
- Nhén phim Delete hoac R_Click Ién 16i tit, chon Delete.

- Xéc nhan c6 thuc sy mubn xo4 hay khong (Yes/ No).
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= Thay d6i thudc tinh cho 16i tat
R_Click 1én 14i tat, chon Properties.
- Lép General: cho phép chon thudc tinh chi doc (Read-only), hay an (Hidden).
- Lop Shortcut: cho phép chon thay d6i mot sb lwa chon sau:
Shortcut key: gan phim néng cho 16i tit.

Vi dy: nhan phim A (néu mudn dit phim nong cho 16i tit 1a Ctrl + Alt + A,
mdc nhién phai c6 Ctrl + Alt). Khi muon mé doi tugng ta chi can nhan to
hop phim vura géan.

Run: chon ché d6 hién thi man hinh khi mé (binh thudng/ thu nhod/ phéng to).

Change Icon: thay d6i biéu tugng ciia 16i tit.
4.4. Thao tac vOI dia

4.4.1. Sao chép dia mém:
Ban thuc hién cac thao tac nhu sau:
- Pua dia ngudn vao 6 dia mém.
- R Click vao biéu tuong 6 dia mém, chon muc Copy Disk, sau d6 chon Start.

- Khi xuét hién hop théng bao Copy disk, thi ban ldy dia ngudn ra va dua dia dich
vao, nhap OK.

Chu y: toan bd dir liéu trong dia dich s& bi xoa va khong thé phuc hoi dugc.

Format 3% Floppy (4:)

Capacity:

4.4.2. Dinh dang d‘i’a 3.5", 1.44MB, 512 bytes/sector v
R R N File system
- R_Click vao tén cua 6 dia (c6 thé dia mém hodc dia FaT 3
ctmg) can dinh dang, sau d6 chon muc Format. Alacation unit size
, , Default allocation size w
- Néu muodn dat tén cho dia thi nhdp vao muc Volume Yolume label

label, muén dinh dapg nhanh (chi xoa dir li¢u) thi chon muc
Quick Format, muon dung lam dia khoi dong thi chon muc
Create an MS-DOS startup disk.

- Nhip chon Start dé tién hanh dinh dang.

Format options

Quick Format

[J¢reate an MS5-DOS startup disk

( ]

Chu y: dir li¢u trong dia s€ bi xoa hoan toan, khong thé
phuc hoi dugec. [ stat [ cose |

Hinh 4.4: Dinh dang dia

DATA (D:) Properties Px

Gereral | Tools | Hardware | Morton || Sharing | Security | Quota

4.4.3. Hién thj thong tin ciia dia <
R_Click vao tén ctia 6 dia can hién thi thong tin, Twe  LocalDisk
sau d6 chon muc Properties. Rl I
B Used space: 13.112,279,040 bytes 122GB
- Lop General: cho biét dung luong dia o S I b
(Capacity), da str dung bao nhiéu (Used space), ccon lai Copaciy e

bao nhiéu (Free space). -

Drive D Disk Cleanup

[] Compress drive to save disk space

GléO trinh Tln hOC Cén bén [¥] &llow Indexing Service to index this disk for fast file searching

Hinh 4.5: Thong tin cua dia
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- Lop Tools: cung cap mot sd cong cu kiém tra dia (Error-checking), tao dia du
phong (Backup), chong phan manh dia (Defragment).
- Lép Sharing: cho phép dat cach thire chia sé tai nguyén c6 trén dia (v6i may tinh
c6 ndi mang).

Gido trinh Tin hoc cdn ban Trang 38



Chuong 5: SU DUNG TIENG VIET TRONG WINDOWS

CHUONG 5: SUDUNG TIENG VIET
TRONG WINDOWS

--- 000 ---

5.1. GIOI THIEU CAC CHUONG TRINH HO TRQ
TIENG VIET

5.1.1. Van deé tiéng Viét trong Windows

Hau hét cac phién ban cua h¢ diéu hanh Windows ma chung ta dang st dung 1a phién
ban khong hd tro tiéng Viét, vi vay dé sur dung duoc tleng Viét trong Windows thi can phai
cai dat thém cac font chir tiéng Viét va phin mém gd tiéng Viét.

Céc phan mém gb tleng Viét thong dung trong Windows nhu ABC, Vietware,
Vietkey, Unikey trong do6 phan mém Vietkey va Unikey rat dwoc wa chudng vi ¢6 nhiéu uu
diém hon so véi cic phan mém khac.

5.1.2. Font chir va Bang ma

Mdi font chir s& di kém v6i mot bang ma twong tng, do d6 khi soan thao tiéng Viét,
ban phai chon bang ma pht hop véi font chir ma ban dang st dung, néu chon khong dung
thi cac tir ban nhap vao s& khong duoc hién thi nhu ¥ mudn. Cac bo font chir thong dung
hién nay la:

» B¢ Font VNI: day 1a b6 font chir kha dep, cung cAp rat nhiéu font chi, tén font chir
bat dau bang chir VNI

» B¢ Font Vietware: by font chit Vietware c6 hai ho: cac font ghﬁ c6 tén bat dau bang
chit SVN 1a ho font chir 1 byte, cac font chit c6 tén bat dau bang chir VN 1a ho font 2
byte.

» B¢ Font TCVN3: b¢ font chit nay thuong di kem voi ‘phél:l mém gd tiéng Viét ABC,
day la bo font chuan ctia quoc gia, tén font chir bat dau bang ky tu "." (dau cham).

> B¢ Font Unicode: vi mdi qudc gia déu c6 ngdn ngit riéng nén viée st dung 1 loai
font chir ma c6 thé hién thi duoc tt ca cac ngdn ngir 13 diéu mong mudn cua cac
chuyén gia vé cong nghé thong tin vi né thuan tién cho viée xur 1y thong tin.

Su ra doi ctia bo font Unicode da cho phép tich hop tat ca cac ky tu ctia cac ngdn
ngit trong 1 font chir duy nhat. Hién tai, dy 1a font chir chuin cua nudc ta clng nhu
nhiéu nuéc khac trén thé gidi. Do d6, khi hoc ciing nhu khi khi sir dung tiéng Viét
trén may tinh ban nén chon b font Unicode.

B¢ Font chir Bing ma Font chir thong dung
VNI VNI Windows | VNI-Times
Vietware X (2 byte) | Vietware VNtimes new roman
Vietware F (1 byte) | Vietware SVNtimes new roman
TCVN3 TCVN3 -VnTime
Unicode Unicode Times New Roman, Arial
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5.1.3. Cac kiéu go tiéng Viét

C6 rat nhiéu kiéu gd tiéng Viét trong Windows. Vi ban phim chiing ta dang dung
khong c6 san céac ky tu tieng Viét nén dé gd dugc cac ky tu tiéng Vi€t nhu 0, u, €.. thi
chung ta phai sir dung cac t6 hgp phim.

Mbi kiéu gb tiéng Viét déu c6 nhing wu diém va nhuoc diém nhat dinh, hai kiéu gd
thong dung nhat 1a kiéu go Telex va VNI.

Qui tic gd cac t6 hop phim cho kiéu gd Telex va VNI :

A A A -

Ky tu a e 0 o u a d

Kiéu Telex |aa |ee o0 |[Ow;[ |uw;w;] |aw |dd

Kiu VNI |a6 |e6 |06 |07 u?7 a8 | d9
Dau sic |huyén |hoi |nga nang
Kiéu Telex |s f r X ]

Kiéu VNI 1 2 3 4 5

Vi du: muén gé chir can tho
Kiéu Telex: caanf thow hodc caafn thow
Kiéu VNI : caén2 tho7 hodc ca62n tho7

Ghi chi: Ban c6 the bd dau lién sau nguyén am hodc bo dau sau khi da nhap xong
mot tir, néu bd dau sai thi chi can bo dau lai chir khong can phai x6a tir mdi nhép.

-

Wietkey 2000

5.2.SU DUNG VIETKEY

5.2.1. Khéi dong Vietkey

Thong thudng Vietkey duoc cai & ché do khai dong tu dong, ban ¢ thé tim thdy biéu
tugng cua Vietkey ¢ thanh Taskbar nhu Sl khi Vietkey dang & ché do bat tiéng Viét hoic
Elkhi & ché do tit tiéng Viét. Ngoai ra ban ciing c6 thé khoi dong Vietkey nhu cac ting
dung khac bang cach D_Click vao 16i tat cta Vietkey & hinh nén hodc tir menu Start chon

Pr ogr ams/ Vletkey/ Vietk €y Phan mem dung trong khoi nha nuoc - Yersion 2.1 E|

5.2.2. Cac thao tac co ban Vlet@ Biatvwhere SimpldEowerful

A 4 o A oA @ Bdng MITh Tusn® hitpitensnvietkey.com tel: 24 4 a423872
¢ Bat/ tat tieng Viét

Kiéu gé
Click vao bi¢u tugng cua Vietkey (& o
thanh Taskbar) dé bat/tat che do gd tieng Viét. ety o
A s R N \ L an o~ oK A * Telex i
N¢u biéu tuong la ﬂ’thl che dg g0 tiéng Viét ™ Ba dhu kidu ol 53, 56, (]
dang bat, 1a El thi ché d6 go tiéng Viét dang ™ B dau ngay sau nguyén &m
tat. Ban ciing c6 thé str dung t6 hop phim Bedamd
ALT-Z dé bat/ tit ché d¢ gé tiéng Viét. sobanphim - Banehimesnae
% Tigngiét rd
2 s o R x7: * Tiéng Anh I
¢ Hién thi cwra s0 Vietkey - ’
s r
s r
Gido trinh Tin hOC can ban @ Tro gitip x Thodt \H) Lubin néi Hgl/ TaskBar

Hinh 5.2: Chuong trinh Vietkey
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Sita dbu nhanh
Cho phép gé té

Gap 18 trd |5 tighg Anh
Bl Hign cita sd Vietkey . C+SheP
S Kt thic
EQ Trd gidp
Unicode

Bdng m3 W

Bing m3 YIOR

Bing m3 TCWM3
1] G tigng Vigt

G tiéng Anh

Y2000

1 -%HN Unicode 1...C+5kh+F1
2-Ucodel UTF-8. C+5h+F2

Hinh 5.1: Chon thao tac
véi Vietkey
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R _Click vao b,iéu tugng Vietkey dé xuét hién menu ddi tugng (hinh 5.1) rdi chon Hién cira
s0 Vietkey (néu ngdn ngir hién thi la tiéng Viét) hoac chon Vietkey Panel, khi do hop

thoai xuét hién nhu hinh 5.2.

Click vao nat Taskbar (hinh 5.2) dé thu nhé cira s6 Vietkey thanh biéu twong & thanh

Taskbar.
¢ Thay d6i ngoén ngir hién thi

Ban c6 thé thay d6i ngon ngir hién thi ctia Vietkey tir tiéng Anh sang tiéng Viét hodc
ngugc lai. Trong cura 86 Vietkey, Click vao muc Tuy chon (hodc Options) hop thoai xuat
hién nhu hinh 5.2. Chon Hién thi tiéng Viét dé chuyén sang tiéng Viét hodc bo chon muc

Vietnamese Interface dé chuyén sang tiéng Anh.

¢ Thay d6i bang ma

- Chon muyc Bang ma (hodc Char sets) trong
ctra sO Vietkey, hdp thoai xuat hién nhu hinh bén.

- Chon bang ma can dbi trong hop tuy chon.

- Ngoai ra ban ¢6 thé chon cc bang ma
thudng hay sir dung trong menu ddi twong cua
Vietkey bang cach R_Click vao biéu twong ctia
Vietkey /| trén thanh Taskbar. Bang ma hi¢n hanh
dugc danh diu bang ky hiéu M (xem hinh 5.1)

¢ Thay ddi kiéu gé

- Chon muc Kiéu g (hoic Input methods)
trong ctra s6 Vietkey roi chon kiéu Telex hoic
VNI

- Béi véi kiéu gb Telex, khi mubn gd tir tiéng
Anh (hoidc khong phai 13 tiéng Viét) thi ban phai gb
lap dau hoic lip nguyén am, khi d6 Vietkey sé tur
nhan biét tir ban mudn g0 vao la tu tiéng Anh, hoac
ban ciing c6 thé nhin t6 hop phim Shift trai + Shift
phai thi Vietkey s€ tra lai cho ban tir ma ban da go
vao.

Vi du : néu ban mudn go tr Windows:
- GO0 wwindows

- G uind6 rdi nhan t6 hop phim Shift trai va
Shift phai.

Phan mem dung trong khoilnha nuoc - ¥ersion 2.1 g|

Vletibg Everywhere Simpie_&awerfu!

@ Bang Minh Tu# hitpcfdnaene vietkey.com tel: 84 4 2433572

Bing m3

Céc bd m3 8-Bit
" TOWN3 - ABC [WnTime...)
YN win [WMI-Times...)
" YIOR [ Tie™ng Vie™t...)

Unicode 16-Bit
i Unicode dyng s&n, TCWN 6303:2001
" Unicode UTF-8

" Unicode dang 8 Himl
" Unicode cho ngdn ngi? 13p tink C

& Togio K Thow

-’% TaskBar

'\Ig) Lutin ndi

Hinh 5.3: Chon bang ma

Phan mem dung trong khoilnha nuoc - ¥ersion 2.1 g|
Vietk ; !
Everywhere Simple“Powerful

@ Bang Minh Tu# hitpcfdnaene vietkey.com tel: 84 4 2433572

Kidu gty

Tiéng Wigt
* Telex Wi
[~ Bd dbu kidu cii [ba, de, iy
I~ B dbu ngay sau nguyén &m
W Bd dbuty do

G ban phim Ban phim cén g
* Tiéng Vigt v
" Tiéng Anh v
- r
- r
- r

& Togio K Thow

TaskBar

'\Ig) Lutin ndi -’%

Hinh 5.4: Chon kiéu g
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5.3.SU DUNG UNIKEY

Inikey

5.3.1. Khéi dong Unikey

Thong thudng Unikey duoc cai & ché do khai dong tu dong. Ban c6 thé tim thay biéu
tuong cua Unikey ¢ thanh Taskbar nhu Y khi Unikey dang ¢ ché d6 bat tiéng Viét hoac
E khi o ché d¢ tit tiéng Viét. Ngoai ra ban ciing co thé khoi dong Unikey nhu cac Gmg
dung khéc bang cach D_Click vao 15i tit cuia Unikey & hinh nén hodc tir menu Start chon
Programs/Unikey.

5.3.2. Cac thao tac co ban
¢ Bat/ tit tiéng Viét
Click vao biéu tuong cua Unikey (& thanh Taskbar) dé bat/ tit ché do g0 tiéng Viét,
néu biéu tuong 1a W thi ché 46 gb tiéng Viét dang bat, 1a E- thi ché do go tiéng Viét dang

tat. Ban ciing co thé st dung t6 hop phim ALT + Z hodc Ctrl + Shift (xem bang diéu khién
cta Unikey nhu hinh 5.6) dé bat/ tat ché do go tiéng Viét.

¢ Sir dung Bang diéu khién ciia Unikey

R_Click vao biéu tuong Unikey dé xqét hién menu ddi turong (hinh 5.5) ;éi chon
Configuration (néu ngén ngir hién thi la tiéng Anh) hodc chon Bang diéu khién, khi d6
hop thoai xuat hién nhu hinh 5.6.

K.t thue W Unikey 3.5 X|

Hutdtng dan —B1iéu khién
Bing didu khidn.__[CS+F5] Bingmd  |VNIWindows || @ Ping
Ciang cu...[C5+FE] A e s
a K. hirm: - £ o
ChuyEn md nhanh - [C5+F9] IEL 92 phim ITELEX J X Kétthic
i Z: " CTRL +SHIFT
v G& kidu TELEX rimenwEn T
+ +
Gith kigu WM
Gty kidu WIAR ~ Luta chon
G kidu VIOR® o . . . .
[ Cho phép g diu mil, méc & cudi t W Viethamess interface
Uricode [™ Phaigh diu ngay zau ngupén am [ Cho phép gi tat
TD\"'NEI -#BC [T B& déu od, uj [thay vi da, y) Bing gt it . |
w YN Windows [ 5 dung clipboard cho unicode
YIGR
LITF-8 Literal [T Bat héi thoai ndy khi khdi ding W Ehdi déng ciing Windows
Wiehware #

ks e dink

@ﬂuﬁfng dén

@ T héing tin

Hinh 5.5: Chon thao tac
v6i Unikey

Hinh 5.6: Chuong trinh Unikey

Hop thoai ctia Unikey c6 2 ché do:
- Ché @9 mé rong: cho phép dat tat ca thong sé hoat dong cta Unikey
- Ché d9 thu nhé: chi dit cac thong sb thuong sir dung nhat
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Dé chuyén doi gitra 2 ché do nay ta Click vao niit Thu nho hodc Mo rong

> Vietnamese interface/Giao dien tieng Viet: Chon ngon ngir hién thi 1a tiéng Anh
hay tiéng Viét

> Bang mi: Chon bang ma tiéng Viét. Ban phai chon ding bang mi twong tng véi
Font tiéng Viét dang su dung

> Kiéu gé phim: Cho phép chon kiéu gé tiéng Viét: Telex, VNI, ...
> Phim chuyén: Thiét 1ap to hop phim ndng ding dé bat tat tiéng Viét bang: CTRL
+ SHIFT hoac ALT + Z.

5.4.LuyEn danh may VOI KP Typing Tutor W

kP Typing Tukar

KP Typing Tutor 13 phan mém tuong d6i nho, thuan loi cho viéc luyén
tap kha nang sir dung ban phim, tang téc dg, dd chinh xéac khi danh may.

5.4.1. Khéi dong KP Typing Tutor

- Chon Start/ Programs/ KP/ KP Typing Tutor hodc D_Click vao 16i tit cua KP
Typing Tutor & man hinh nén. Ctra s6 chuong trinh xuat hién nhu hinh 5.7

- Chon tén nguoi hoc trong Combo box Learner.

- Chon OK W kP Typing... [2 |5 |X]

‘ Course |

KP Typing Tutor

_ Sentence Drills ‘
Wersion 3.0

Eree Drills ‘

Copyright 1998-2000 Zijian Huang Paragraph Drills ‘
bittpefiwrsrar. arlido. com/mjiantanaflope. htrml Game

|
Options ‘
Help |
Exit ‘

Hinh 5.7: Chon tén nguoi hoc Hinh 5.8: Chuong trinh

KP Typing Tutor

5.4.2. Cach dat tay trén ban phim

bé g0 nhanh va chinh xéc, trudc hét ban phai dat tay dung sao cho thuin tié:n~ nhét
khi str dung ban phim. Mdi ngon tay ¢6 mot phim chinh ctia n. Phim chinh ctia mdi ngén
duoc xac dinh trén hang gitra ctia ban phim (A, S, D, F, G, ...).

Ban tay trai: phim chinh cta ngén tro 1a F (kém thém phim G), ngoén gitra 1a D,
ngoén ap atla S va ngon ut la A.

Ban tay phai: phim chinh cua ngon tré 1a J (kém thém phim H), ngoén gitra 1a K,
ngon dputla L vangénutla;
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r 13 7 174

Hinh 5.9: Man hinh bai tap Course

Tir cach dat phim chinh cho mdi ngén ¢ hang giita, ban ciing ap dung theo quy tic
tuong tu nhu vy cho cac hang phim khac.

Dung mot trong hai ngén cai dé gd phim tring (Space bar), ngén ut dé go phim
Shift, ngon Ut phai cho phim Enter.

Chu y: khi gd ban khong nén nhin vao ban phim, hdy tdp lam quen véi vi tri cua cac
phim, khi d6 ban s€ go nhanh va chinh xac hon. Vi tri ngoi (khoang cach tir mat dén man
hinh), vi tri ban phim, huéng nhin ciing 4nh hudng dén viéc sir dung may va strc khoé ctia
ban.

5.4.3. Chon bai tap
Cho phép chon bai tdp phu hop véi kha ndng stir dung ban phim cta ban (Hinh 5.8).
v Course: c6 174 bai tp dung cho nguoi mai bat dau, go timg phim/ ting tir.
Dung >/ € dé chon bai tap sau/ trudc bai hién hanh. Nhan Insert dé chon bai tuy y.
Sentence Drills: cho phép tap gd theo tung cau.
Free Drills: cho phép chon tit/ cau bat ky dé tap go.
Paragraph Drills: cho phép tap go theo tirng doan.

DN NI NN

Game: cho phép tip g nhanh va chinh xac theo d6 kho cua cac cip do tro choi
(1-10).

5.4.4. Thay d6i cac tuy chon (Options)

Cho phép thay dbi cac tuy chon nhu mau phim nhap nhay khi gé, Font chit hién thi,
thém/ xo04 ngudi hoc

5.4.5. Trg giap (Help)

Huéng dan str dung chuong trinh, cach dit tay trén ban phim mdy tinh, ...
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CHUONG 6: BAO VE DU LIEU VA PHONG
CHONG VIRUS

--- 000 ---

6.1.BAO VE DU LIEU

6.1.1. Gi6i thiéu

Viéc bao vé dix liéu la van dé ma tat ca cac nguoi st dung may tinh phai quan tam.
Dit liéu ctia mdi ngudi ding ¢ thé khac nhau tir cac tap tin van ban dén cac chuong trinh
may tinh hodc cac dit liéu rat quan trong nhu tai khoan trong ngan hang, bi mat qudc gia.
Viéc bao vé dir liéu cling c6 nhimg mirc d6 khac nhau tiy vao tim quan trong cta dit lidu.
Céc tac nhan c6 thé gay hai dén dir liéu nhu sau:

- Hoa hoan, thién tai, sy co v€ phan ctrng, phan mém, Virus may tinh.

- Su phé hoai cua gian di€p, cta cac tin tdc, sy v0 y cua nguoi dung.

6.1.2. Nguyén tic bao vé

Tuy thudc vao tAm quan trong cua dir liéu ma ta s& p dung nhirng cach bao vé khac
nhau, d6i véi nhitng dir 1i€u thong thuong thi cadch bao v¢ hitu hiéu nhét 14 tao ra cac ban
sao cua dir liéu, cac ban sao nay cod thé duoc luu trén dia mém, 6 dia nén hoic dia CD-
ROM. Béi véi cac dir lidu quan trong thi ngudi ta thuong dit ra cac qui tic rat nghiém ngit
bét budc tat ca cac ngudi ding phai tuan theo.

6.2. VIRUS MAY TINH VA CAC BIEN PHAP PHONG
CHONG

6.2.1. Virus may tinh la gi?

Virus tin hoc (hay con goi virus may tinh) la cac chuong trinh dac bi€t do con nguoi
tao ra 4n trong may tinh. Cac chuong trinh nay c6 kha nang bam vao cac chuong trinh khac
nhu mot vat thé ky sinh. Chung ciing tu nhan ban dé ton tai va lay lan. Do cach thie hoat
dong cua ching giong virus sinh hoc nén nguoi ta khong ngan ngai dit cho chiing cai tén
"Virus" day 4n tuong nay.

Khi may tinh bi nhiém Virus thi n6 ¢ thé ¢6 nhitng biéu hién khong binh thuong
nhu khoi dong lau hon, khong in duoc van ban ra may in... nhung nhi€u khi khong c6 bieu
hién khac thuong nao hét.

6.2.2. Tinh chit va phén loai Virus

Ngudi ta chia virus thanh 2 loai chinh 1a B-virus, loai 1ay vao cac mau tin khdi dong
(Boot record) va F-virus lay vao céc tap tin thuc thi (Executive file). Cach phan loai nay
chi mang tinh twong ddi, béi vi trén thuce té c6 nhing loai virus ludng tinh vira 13y trén
boot record, vira trén file thi hanh. Ngoai ra, ta con phai ké dén ho virus macro nita.

— B-virus: Néu boot may tir mot dia mém nhiém B-virus, bd nhd ciia may sé bi
khong ché, ke tiép 1a boot record ctia dia cting bi lay nhiém.

—  F-virus: Nguyén tic cta F-virus 1a thém doan ma 1énh vao file thi hanh (dang
.COM va .EXE) dé moi lan file thyc hién, doan ma nay s€ duoc kich hoat, thuong
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trt trong ving nhd, khéng ché cac tac vu truy xuat file, do tim céc file thi hanh
chua bi nhiém virus khéc dé tu lay vao.

— Macro virus: 1ay qua cac tap tin van ban, Email, chon ngdn ngit Macro lam
phuong tién lay lan.

6.2.3. Cac phwong phap phong va diét virus

¢

pé phong F-virus: Nguyén tac chung la khong dugc chay cac chuong trinh khong 1o
ngudn gdc. Hay dung cac chuong trinh diét virus kiém tra cac chuwong trinh nay trudc
khi chép vao dia ciing ctia may tinh.

Pé phong Macro virus: ho virus ny lay trén vin ban va bang tinh cua Microsoft. Vi
vay, khi nhan mét file DOC hay XLS nao, ban hay nh¢ kiém tra ching trudc khi mo ra.

Diét Virus: Dé phat hién va diét virus, ngudi ta viét ra nhitng chuong trinh chéng
virus, goi 1a anti-virus. Néu nghi ngd may tinh ctia minh bi virus, ban c6 thé dung cac
chuong trinh nay kiém tra cac 6 dia ciia may. Mot diéu can luu ¥ 13 nén chay anti-virus
trong tinh trang bo nhé tot (khai dong may tir dia mém sach) thi viéc quét virus moi
hi€u qua va an toan, khong gay lan tran virus trén dia ctrng. C6 hai loai anti-virus,
ngoai nhap va noi dia:

+ Céc anti-virus ngoai dang dugc st dung pho bién 1a VirusScan ctia McAfee, Norton
Anti-virus cia Symantec, Toolkit, Dr. Solomon... chung diét virus ngoai rat hi¢u
qua nhung khong diét dugc virus ndi dia.

+ Céc anti-virus ndi thong dung 1a D2 va BKAV. Day la cdc phan mém mién phi, cac
anti-virus ndi dia chay rat nhanh do chung nho gon, tim-diét hi€u qua cac virus ndi
dia. Nhuoc diém cua chung 1a kha nang nhan biét cac virus ngoai kém.

6.2.4. Chwong trinh di€t virus BKAV

Chuong trinh diét virus BKAV dugc phét trién tir ndm 1995 boi nhoém @

nghién ctru 1a gidng vién va sinh vién Truong Dai hoc bach khoa Ha Noi. Ehav2002

¢ Khéi dong BKAV:

Chon Start/ Programs/ Bach khoa Antivirus/ Bkav 2002 hoic D_Click vao 16i tit

ctia BKAV trén man hinh nén. Giao dién cta chwong trinh BKAV nhu hinh duéi:

Bkav2002 Version 540 - Cap nhat ngay 03/09/2004 - Build 08h:46' FJI ] |f$_<|
Bac h Khoa Antl-Vlrus
Tupchon | Mhatkp | Lich quét | Wius List | Gidhi thigu |

Chon d dia Chan kiéu File Luta chon khac c\l

-

" Chonddiad ¥ File chuang tinh ¥ Digt khing cén hdi (-]

™ ChonddiaC ¥ File wan ban W Sao iy tudc khi digt >

(¢ Chon nhigu 8 dia [w TAtca céc File [ Map lis khii ddng §

" Chan thut muc W T&tca cac Macio [~ English Interface :

1995 Nguy&n T Quing ) Tra gidp = (X3 Thoat

Hinh 6.1: Chuong trinh di¢t Virus BKAV
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¢ Lop Tuy chon (Options):
- Chon 6 dia: cho phép chon vi tri (6 dia/ thu muc) can quét.
- Chon kiéu File: cho phép chon kiéu tap tin can quét virus.

Thong thudng thi chi co cac tap tin chuong trinh va tip tin vin ban méi can phai quét
virus, cac tap tin loai khac it khi bi virus lay nhiém.

- Lwa chon khac: cho phép chon cac tuy chon khi quét va khoi dong chuong trinh.
¢ Lép Nhat ky (History):
Trong khi quét: 1i¢t ké cac tap tin da dugc quét virus.

Trude/ sau khi quét: liét ké thong tin vé cac tap tin bi ldy nhiém virus va tinh trang
cua tép tin sau khi da quét virus: diét thanh cong, khong diét dugc

¢ Lop Lich quét (Schedule):
Cho phép dit lich quét virus tr dong (hang ngdy, hang tudn, hang thang, ...)
¢ Lop Virus list: 1iét ké danh sach cac virus.

¢ Lénh Quét (Scan): tién hanh quét/ ngung quét virus theo duong dan duoc chi ra &
muc Chon 6 dia.

¢ Lénh Thoat (Exit): thoat khoi chuong trinh.
¢ Lénh Tro giap (Help): huéng dan st dung chuong trinh.

6.2.5. Chuong trinh diét virus cia McAfee

Chuong trinh nay do hing McAfee san xut, no diét cac virus ngoai rat hiéu
qua, d9 tin cay cao. Chuong trinh ndy c6 nhi€u phién ban chay trén cac h¢ dicu
hanh khac nhau.

% Phién ban dung cho may tram: McAfee Professional
¢ Khéi dong McAfee Professional

_- Chon Start/ Programs/ McAfee/ VirusScan Professional Edition hodc D_Click
1én 161 tat chuong trinh.

- Click chon Scan for viruses now. Man hinh ctia VirusScan xuat hién nhu hinh sau:

% VirusScan Professional Edition
e Back \_) f h Home @ Help
Q‘ McAfee VirusScan Select a location to scan...

SECURITY

= @ Desktop

Scan for viruzes now [} My Documents
Carfigure autamatic pratection = [ 1 My Computer
settings [N o< Floppy (&)
Check for & WinsScan update e SYSTEM (L)
Other tazks [l DATA D:)

W) Shared Documents

W) hwtu's Documents
Advanced Tasks W[ BaMon TinHoc's Dacuments

\-'-3 My Metwork Places

[ Sican Settings ] ’ Refresh ] I Scan l Tral’lg 48

Hinh 6.2: Chuong trinh McAfee Professional cia McAfee
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¢ Thuec hién quét virus:
- Chon 4 dia/ thu muc can quét (mdc nhién quét toan bd may tinh).
- Scan settings: cho phép dit lai cac thong s6 khi quét.
- Scan: tién hanh quét virus theo cac thong s6 di chon.
% Phién ban dung cho may chi (Server): VirusScan Enterprise
¢ Khéi dong VirusScan Enterprise

Sau khi cai dat xong, rng dung nay s€ chay & dang dich vu (service), ttc 1a ty dong
chay khi Windows khoi dong.

¢ Thuec hién quét virus:

- Nhén chudt phai vao biéu twong ctia VirusScan chon On-Demand Scan ... dé kich
hoat ctra so diét virus.

Y& ¥irusScan On-Demand Scan Properties - Scan All Fixed Disks
Task Help

‘where |Deteu:tiu:un .-’-'-.dvanu:edl .-’-'-.u:tiu:unsl Urwwanted Programs 4 I "I

@ Specify where zcanning takes place. Cancel |
Apply |
[tem name | Type |
vt ol fived drives Fixad drives &I
[2"5 Running processes b oy
Reset to Default |
Save as Default |
Add... Edit... Remove | Schedule |
— Scan ophions Hel
IV Include subfolders —IE o
¥ Scan boot sectors

Hinh 6.3: Chuong trinh VirusScan Enterprise cua McAfee

- Cl}()n Add, Edit, Remove dé thém, thay d6i hodc loai bo nhitng dbi twong s& dugc
kiém tra virus.

- Tuy chon:
+ Include subfolders: kiém tra va diét ca nhirng thu muc con.

+ Scan boot sectors: kiém tra va diét trong boot sectors.

Gido trinh Tin hoc can ban Trang 49



Chuong 6: BAO VE DU LIEU VA PHONG CHONG VIRUS
- Nhaén Start dé bit dau

Chu ¥: ta con c6 thé khoi dong VirusScan tir menu doi tuong cia Windows Explorer
bang cach R_Click vao mot tap tin hodc 6 dia nao do6 roi chon Scan with McAfee
VirusScan (véi McAfee Professional) hay Scan for viruses (voi VirusScan Enterprise).

Toém lai:

Viéc bao vé dit liéu va phong chéng virus 13 van dé ching ta phai ludn quan tim. Dé
bao vé dir li€u cua ban c6 hi¢u qua ban can phai l[udn ghi nhé nhitng diéu sau day:

- Luén tao ra cac ban sao di vai cac dit liéu quan trong, va ban sao nay phai dugc
cat gilt & noi an toan.

- Ludn ludén quét virus trén céc dia mém la trude khi mé céac tap tin hodc chay
chuong trinh trén dia d6. Céac dia CD ciing c6 thé chura cac chuong trinh nhiém virus.

- Thuong xuyén cip nhat cac chuong trinh diét virus vi virus méi c6 thé phét sinh
moi ngay, chuong trinh diét virus cli khong the diét dugc virus moi.

Gido trinh Tin hoc cdn ban Trang 50



Chuong 15: GIOI THIEU MICROSOFT EXCEL

CHUONG 15: GIOI THIEU MICROSOFT
EXCEL

--- 000 ---

Microsoft Excel (goi tit: Excel) 1a mot loai bang tinh dién tir dugc dung dé to chic,
tinh toan bang nhiing cong thuc (Formulas), phan tich va tong hgp so6 liéu. Cac nhiém vu
ma ban c6 thé thuc hién v&i Excel tir viée viet mot hoa don td1 viée tao biéu do 3-D hoac
quan ly so ké toan cho doanh nghi¢p.

Chuong md dau nay sé& dem dén cho ban ludt nhanh qua khéng gian lam viéc cua
Excel, cac kicu dir li¢u va cach tao mt bang tinh don gian.

15.1.CAC KHAI NIEM CO BAN

15.1.1. Goi rng dung Microsoft Excel
Cach 1: Chon 1énh Start/Programs/Microsoft Excel
Cach 2: D_Click vao biéu twong Microsoft Excel trong man hinh nén (Desktop).
Cach 3: D_Click 1én tap tin Excel c6 sin trong may.

15.1.2. Thoat khoi Microsoft Excel
Cich 1: Click vao nut Close X1
Cach 2: Chon 1énh File/ Exit.

Cach 3: Nhan t6 hop phim Alt + F4.
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15.1.3. Man hinh cua Microsoft Excel

X Microsoft Excel - Buoi thu 12.xls [Read-Only] =] =]
ﬁ File Edit View Insert Formak Tools Data Window Help ;lilill
DEH SRy 4 BAS o-0- Q& = & 25 0D H| o -|@|
Yhbook-Antigua - 11 v|B I U|§§E| % 3 00;0|€‘=;.=|E‘&'£'|

| =| =vLOOKUP(VALUE(LEFT(B4 2)) $A532:5C537 200 ~_
2 | B ¢ [ o [ & =] ¢ [ B ]| &
— - - K
1 BUU PIEN TINH CAN THO ~ i
. T = - r — Thanh cong thure
2 HIEU TINH CUGC PHI PIEN THOAT (Formula Bar)
. Noi duige goi (tinh, Cuiere phifl
S5TT 50 dign thoail diioe goi ) . Thdi gian goi Thanh 11w
& thanh pho) phit
i 1 71824002[Can Tha 8 200 1,6000
5 2 54823578 [Thu Thien Hue 3 910 2,7300

& 3 708237998 [Vinh Long 6 500 3,0000 . .
7 4 48543710 [Ha Noi 5 2500 12,5000 Vung nhap
8| —\ ~—_ sscao753|TF, Ho Chi Minh 10 1500| 15,0000 dir liéu
9 . |p5420(Sce Trang 11 200 8,3000

'hi

10 95622 [Can Tho 12 200 2,4000
11 a 48798562 [Ha Noi 4 2500 100000
12 9 R . Ho Chi Minh ) 1500| 12,0000
13 10 Tén Sheet hh Long a0 500 150000
14 — I TONG CONG: $3,030.0
15

4] [ p]+Bai1 {Baiz {Bai3 {Bai4 {BaiS / 4]
Ready | | CeaRs M [ [

Hinh 15.1: Man hinh cta Microsoft Excel

Cac thanh cdng cu: ngoai cac thanh cong cu tuong tu nhu cia Word, Excel ¢6 thém
thanh cong thirc (Formula Bar) dung dé nhap dir 1i€u, cong thirc vao 6 hi¢n hanh.

Bat/ tit thanh nay, vao menu View/ Formula Bar

15.2.CAU TRUC CUA MOT WORKBOOK

Mot tap tin cua Excel dugc goi la mot Workbook va co phan md rong mac nhién
XLS. Mot Workbook dugc xem nhur 1a mot tai liéu gdm nhiéu to.

MBOi to goi 13 mot Sheet, c6 toi da 255 Sheet, mic nhién chi ¢ 3 Sheet. Cac Sheet
duoc dat theo tén mac nhién la: Sheetl, Sheet2, ...

15.2.1. Céu triic ciia mjt Sheet
MJbi mét sheet dugc xem nhu 12 mot bang tinh gdm nhiéu hang, nhiéu cot.
- Hang (row): ¢o ti da 1 65.536 hang, duoc danh sb tir 1 dén 65.536
- Cot (column): ¢6 t6i da 1a 256 cot, duoc danh sé tir A, B,...Z,AA,AB...AZ, ..IV

- O (cell): 1a giao cua cot va hang, dir li¢u dugc chura trong céc 6, gitra cac 6 co ludi
phén cach.

Nhu vay mot Sheet c6 65.536 (hang) * 256 (cot) = 16.777.216 (6)

M&i 6 ¢6 mdt dia chi duoc xac dinh bang tén cta cot va sd tht ty hang, vi du
C9 nghia l1a 6 ¢ ¢t C va hang tht 9.

- Con tré 6: 1a mot khung nét doi, 6 chtra con tro 6 dugc goi la 6 hién hanh.

Céch di chuyén con tr6 6 trong bang tinh:

Gido trinh Tin hoc cén ban Trang 122



Chuong 15: GIOI THIEU MICROSOFT EXCEL

+ Sir dung chudt: Click vao 6 can chon.

+ St dung ban phim:

T, 1 Lén, xuéng 1 hang.

—, <—: Qua trai, phai 1 0.

PageUp: Lén 1 trang man hinh.

PageDown: Xudéng 1 trang man hinh

Ctrl + PageUp: Sang trai 1 trang man hinh
Ctrl + PageDown: Sang phai 1 trang man hinh
Ctrl + Home: V& 6 Al

- Vung (Range/ Block/ Array/ Reference): g6m nhiéu 6 lién tiép nhau theo dang hinh
chit nhat, moi vung c6 mot dia chi dugce goi 1a dia chi vung. Dia chi ving dugc xac dinh
bai dia chi cua 6 géc trén bén trai va 6 géc dudi bén phai, gitta dia chi cua 2 6 nay la
dau hai cham (©).

Vi du C5:F10 1a mét ving chir nhat dinh vi bang 6 dau tién 1a C5 va 6 cudi 1a F10

- Gridline: Trong bang tinh c6 cac duong ludi (Gridline) dung Qé phan cach gitra cac
6. Mac nhién thi cac dudng ludi nay s€ khong duoc in ra. Mudn bat/ tat Gridline, vao 1énh
Tools/ Options/ View, sau d6 Click vao muc Gridline dé bat/ tat duong ludi.
15.2.2. Mt s6 thao tac trén Sheet

- Chon Sheet lam viéc: Click vao tén Sheet.

- Dai tén Sheet: D_Click ngay tén Sheet can doi tén, sau d6 nhap vao tén méi.

- Cheén thém mot Sheet: chon 1énh Insert/WorkSheet.

- Xoa mot Sheet: chon Sheet can x6a, chon 1énh Edit/ Delete Sheet.

Ghi chii: ¢6 thé thuc hién cac thao tac

A 1.3 . . A - 15 Insert...

trén bang cach R_Click 1én tén Sheet roi Sl

chon 1énh can thyc hién. 16 o
17 Renarme
18 Move ar Copy...
19 Select all Sheets
20 Wiew Code
M| 4 » M} Bai Tapr—soarrap =t rap 2 /

Hinh 15.2: M6t s6 thao tac trén Sheet

15.3.CACH NHAP DU LIEU

15.3.1. Mt s6 qui dinh chung

~ Khi moi cai dat thi Excel sir dung cac thong s6 mic nhién (theo ngdm dinh). Dé thay
do6i cac thong sO nay theo y mudn, ban chon 1é€nh Toeols/ Options.
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Transition ] Custam Lists ] Chart ] Color ] Transition ] Custom Lists ] Chart ] Color ]
Wiew I Calculation 1 Edit General Wiew I Calculation Edit General ]
Settings Settings
I RACH reference style [ Brampt for workbook properties I Edit directly in cell ¥ Extend list formats and Formulas

[ Ignore other applications [~ Provide Feedback with sound ¥ allow cell drag and drop
[~ Zoom on roll with IntelliMouse

I¥ Enable automatic percent entry
IV dlert before overwriting cells

v Recently used fils list: 4 El: entries weh Options... I Move selection after Enter
Direction:

Sheets in new workbook: 3 =

™ Fixed decimal
Standard font: ‘Times TMew Roman ﬂ Size! |12 ﬂ Bl

¥ Cut, copy, and sort ohijects with cells
Default file location: ‘S:\,

¥ Ask to update automatic links
Alternate startup file location: ‘ ¥ Provide Feedback with Animation
User name: ‘Bo Man Tin Hoc W Enable AutaComplete for cell values

Hinh 15.3: Lép General Hinh 15.4: Lop Edit

15.3.2. Cach nhap dir li¢u vao mot 6
- Pua con trd 6 dén 6 can nhép.
- Nhap dir liéu vao.

—‘Ké't thiic qua trinh nhap bang phim ENTER (hoic € = M V), huy bo dir liéu dang
nhap bang phim Esc.

Ghi chii: Mu6n hiu chinh dir liéu da nhap ta chuyén con tré 6 dén 6 can hi¢u chinh
r6i nhan phim F2 hodc D_Click vao 6 can hi¢u chinh r6i tién hanh hi¢u chinh dir liéu.

15.4.CAC KIEU DU LIEU VA CACH NHAP

Microsoft Excel tu d@pg nhan diép kiéu dir liéu khi ban nhap dir liéu vao. Cong viéc
cua ban la xac dinh dtng ki€u dir 1i€u dé tién cho viéc tinh toan va dinh dang.
15.4.1. Dir liéu kiéu so

Khi nhép vao sb bao gom: 0.9, +,-,%7/(),E, %, $ thi sO mic nhién dugc canh 18
phai trong 6. Excel s€ hiéu dir li¢u ki€u s6 khi ban nhap dir li¢u lgiéu s0 dung theo su Siinh
dang cua Windows (ngdy va gio ciing dugc luu trir nhu mot tri s0), nguoc lai né s€ hiéu la
dir liéu kiéu chuoi.

e Dirliéu dang s6 (Number)

Dé dat quy dinh vé cach nhap va hién thi s6 trong Windows: chon 1énh

Start/Settings/Control Panel/ Regional and Language Options/ Chon 16p Number:
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1. D4u phén cach thap phan. 1. Decimal symbol J
2. SO chir so thap phan. 2. Mo. of digits after decimal 2
3. Dau phan cach hang nghin. 3. Digit grouping symbal
4. SO s0 hang nhém hang nghin. || 4. Digit grouping: 123,456,739
5. Dau phu dinh (s6 am). 5. Megative sign symbal
6. Dinh dang s6 am. 6. MNegative number format: 11
7. Dinh dang s6 thuc nhé hon 1. || 7. Display leading zeras: 0.7
8. Dau phan cach tham s6 ham. 8. List separator
9. H¢ thong do luong. 9. Measurement system: us.
| ok || cancel |
Hinh 15.5: Quy dinh cach nhép va hién thj sd
Vi du:
- S6 1234.56 ¢6 thé nhép theo cac cach nhu sau:
1234.56 S6 thuan tuy, khong dinh dang.
1,234.56 Két hop dinh dang phan cach hang nghin (Comma).
$1234.56 Két hop dinh dang ky hiéu tién t& (Currency).
$1,234.56 Két hop dinh dang ky hiéu tién té va phan cach hang nghin.

Customize Regional Options

Mumbers | Curency | Time

Sample
Positive: | 123.456.739.00

Date

Neagative: [-123.45E,789.00

- 86 0.25 ¢6 thé nhap theo cac cach nhu sau:

0.25 hodc .25  S6 thuan tuy, khong dinh dang.

25% Két hop dinh dang phan trim (Percent).
2.5E-1 Két hop dinh dang khoa hoc (Scientific).

e Dirli€éu dang ngay (Date)

Microsoft Excel s& hiéu dit liéu kiéu Date khi ta nhap vao dang theo sy qui dinh cua
Windows mac nhién la thang/ngay/nam (m/d/yy). Nguoc lai Excel s€ hic¢u la kiéu chuoi.

Mic nhién dir liéu kiéu Date dwogc canh phai trong .

Dit liéu kiéu Date dugc xem nhu 12 dit liéu kiéu sé véi mdc thoi gian 13 ngay
1/1/1900 (c6 gia tri la 1), ngay 22/1/1900 co gia tri la 22, ...

Pé kiém tra va thay doi qui dinh khi nhép dit liéu kiéu Date cho Windows: chon 1énh
Start/ Settings/ Control Panel/ Regional and Language Options/ Chon 16p Date, khi d6

xuét hién hop thoai:
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Customize Regional Options @E]

Murrbers || Curency | Time | Date

Calendar
Wwhen a hwo-digit vear is entered, interpret it az a year between:

and 2029 &

-

R 3 ——
1. Dang hién thi ngay/thang/ nam.
2. Nhap vao dau phan cach ngay, S
, o Short date sample: | 9/19/2004
thang, nam.
3’ Dang ngay thang dﬁy dﬁ 1 17 Short date format:  [MAdAw v
2 —— Date separator: ! w

Long date
Long date zample: | Sunday. September 13, 2004

Long date format: | dddd, MMMM dd, pe -

[ QK. ][ Cancel ][ Apply ]

Hinh 15.6: Thay di qui dinh kiéu Date

e Dirli¢u dang gio (Time)

Microsoft Excel s& hiéu dit liéu kiéu Time khi ta nhap vao ding theo su qui dinh cua
Windows mac nhién la gio:phut:gidy bubi (hh:mm:ss AM/PM). Nguoc lai Excel s& hiéu 1a
kiéu chudi. Mic nhién dir liéu kiéu Time dwgc canh phai trong .

Dit liéu kiéu Time cling dugc xem nhu 1a dit li¢u kiéu s6. 0:0:0 co gia tri la 0, 24:0:0
cogiatrilal,36:0:0cogiatrilal.s, ...
Khi nhdp dit liéu kiéu Time, c6 thé bo qua tén budi (AM/ PM)
Vi du: 16:30:36 c6 thé nhap 1a 16:30:36 hoac 4:30:36 PM
15.4.2. Dir liéu kiéu chudi (Text)
Khi nhp vao bao gom céc ky tu chit va chit s0. Mic nhién dir li¢u kiéu chudi s
dwgc canh I€ trai trong 6.
Luu y:
- Néu mudn nhap chudi s6 thi thuc hién mot trong 2 cach:
Cach 1: Nhap dau nhay don ( ©) trudc khi nhap dit liéu sd.
Cich 2: Xac dinh khdi can nhap dit liéu kiéu chudi s, chon 1énh
Format/Cells/Number/Text.
- Chudi xuét hién trong cong thirc thi phai dugc bao quanh boi dau nhay kép

(1313

15.4.3. Dir liéu kiéu cong thirc (Formula)

Microsoft Excel s& hiéu dir liéu kiéu cong thirc khi ta nhap vao bat dau bang dau =.
D6i vai dir liéu kiéu cong thirc thi gia tri hién thi trong 6 khong phai 1a cong thirc ma 1a két
qua ctia cong thirc d6 (c6 thé 1a mot tri sd, mot ngdy thang, mot gid, mot chudi hay mot
thong béao 16i). Cong thirc duge xem nhu 1a su két hop giita cac toan tir va toan hang.

+ Cac toan tr co thé la: +, -, *, /, &, >, <, >=, <=, = <>,
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+ Céc toan hang c6 thé 13: hiang, ham, dia chi 6, dia chi vung.

Vi du:

=SQRT(A1)+10*B3

=RIGHT(“Microsoft Excel”,5)
=MAX(3,-7,0,SUM(A2:A10))

Neéu trong cong thirc cé nhiéu dau ngoac thi qui tac tinh nhu sau:

v Ngodc trong tinh trudc, ngodc ngoai tinh sau.

v' Trong ngodc tinh trudc, ngoai ngodc tinh sau.

v' Ul tién cao tinh trudc, wu tién thap tinh sau.

v Bén phai tinh trude, bén trai tinh sau.

e D) wu tién cia cac toan tir

PQ UU TIEN | TOAN TU Y NGHIA

1 () Dau ngodc don

2 A Luy thura

3 - Déu cho s6 4m

4 */ Nhan/ chia

5 + Cong/ trur
=, <> Bang nhau, khac nhau

6 > >= Lén hon, 16n hon hodc bang
<, <= Nho hon, nho hon hoac bang
NOT Phu dinh
AND Va (diéu kién dong thoi)
OR Hoic (diéu kién khong dong thoi)

10 & Toén tir ghép chudi

Vi du: Tinh gia tri biéu thuc:

276 *3 - 5%6+ (22— 16) /3

=64*3-30+6/3=192-30+2= 164
e Bing chan tri cia cac ham NOT, AND, OR

A B NOT (A) | AND (A,B) | OR (A, B)
False | False True False False
False | True True False True
True | False False False True
True | True False True True

e (o hai cach nhip cong thire
Vi du: dé nhap cong thirc =A2+B2+C2 vao 6 D2

Cich 1: nhép tryc tiép

v" Dit con trd tai 6 D2.

v Nhap =A2+B2+C2
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v" G3 phim Enter.
Cich 2: nhap theo kiéu tham chiéu (két hop chudt/ ban phim dé chon 6, ving)

v' Dit con trod tai 6 D2. S | X = =A2+E2+(2

v Nhap = : A | B | C D

v Chon 6 A2, nhdp +, chon 6 B2, nhap +, _2| 10 15i__ 201=A2+B2+C2|
chon 6 C2 3

v GO phim Enter. Hinh 15.7: Nhép cong thirc

theo kiéu tham chiéu

15.5.CAC LOAI BIA CHI VA CAC THONG BAO LOI
THUONG GAP

15.5.1. Cac loai dia chi
e Dia chi twong doi
- Qui woc viét: <tén cot><chi s0 hang>, chfmg han Al, B2, ...

- Trong qua trinh sao chép cong thirc thi cac dia chi ndy s& tu dong thay doi theo
hang, cot dé bao ton moi quan hé twong doi.

Vi du: Gid st 6 C3 c6 cong thuc =A1+1, trong d6 6 Al goi la 6 lién hé.

O C3 ¢6 mdi lién hé v6i 6 Al nhu sau:
C3 cach Al hai cot vé phia trai {1%5 B | C
va C3 cach A1 hai dong vé phia trén.

21

MGéi lién hé nay phai dugc bao t6n khi sao
chép cong thure tai 6 C3 dén dia chi khac.

M| &= W k| =

Khi sao chép cong thirc nay téi 6 DS thi cong
thire tai D5 c6 dang gidng cong thirc tai C3 nhung Hinh 15.8: Dia chi twong ddi
dia chi da thay doi, 6 lién hé trong cong thuec tai 6
D5 1a 6 cach D5:

Hai cot vé phia trai = cot B
Hai dong vé phia trén > dong 3
Nhu vay cong thire tai 6 DS phai la =B3+1
e Dia chi tuyét ddi
- Qui wé'c viét: $<tén cdt>$<chi s6 hang>, chfmg han $A$1, $B$2, ...
- Khi sao chép cong thirc thi cac dia chi loai nay s& khong bao gio thay doi.
Vi du: Gid str 6 C3 c6 cong thirc =§A$1+1 o N
Khi sao chép cong thirc nay t§i 6 D5 thi 12

cong thic tai D5 van 1a =SA$1+1

[ ST
[
L
—
2]
—
\

Hinh 15.9: Dia chi tuyét d6i
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e Dia chi ban tuyét ddi (dia chi hdn hop)
- Qui wéc viét: cot tuyét dbi: $<tén cot><chi sé hang>
hang tuyét dbi: <tén cot>$<chi sb hang>, chéng han $A1, BS$2, ...

- Khi sao chép cong thirc thi cac dia chi loai nay chi thay d6i ¢ thanh phan tuong d6i

con thanh phan tuyét di thi khong thay doi.
Vi du:

A B c D

:

21

:
20 16 1

Hinh 15.10: Dia chi hon hop

[0 TR N T B N I
M| = kD =

Ghi chii : Co thé sir dung phim F4 dé luan chuyén giira cac loai dia chi trén.

Hinh 15.11: Chuyén doi gitra cac loai dia chi

15.5.2. Cac thong bao 16i thuong giip trong Excel

~ Khi Excel khong tinh dugc mot cong thire thi chuong trinh s€ bao 16i sai, bat dau
bang dau #. Sau day la cac 161 thuong gap:

L&i bao Nguyén nhan

# DIV/0! Trong cong thirc ¢6 phép tinh chia cho sé khong (0)

Cong thuc tham chiéu dén 6 c6 muc nhép #N/A hodc gé mot s6 ham

NIA khong ¢ d6i sb

#NAME? Trong cong thirc c6 mot tén ma Excel khong hiéu duoc

Xay ra khi xac dinh giao gitra 2 ving nhung trong thuc té 2 ving d6

!
ANULL! khong giao nhau
#NUM! Xay ra khi dir liu s6 c6 sai sot
#REF! Xay ra khi trong cong thirc tham chiéu dén mét dia chi khong hop 18

#VALUE! | Trong cong thirc co cAc toan hang va toan tir sai kiéu
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CHUONG 16: CAC THAO TAC CO BAN
TRONG EXCEL

--- 000 ---

Sau khi nhap va hi€u chinh thong tin trong cac 0 ctia bang tinh, ban c6 thé hiéu chinh
bang tinh nhu thay ddi kich thude cta hang, c¢0t, chén va x6a hang va cot, sao chép dir li€u,
..., ciing nhu dinh dang dit liéu dé 1am ndi bat nhimg yéu t quan trong va lam cho bang
tinh dé doc hon.

Trong chuong nay ban s€ hoc cach hi€u chinh hang va cdt cua bang tinh, dinh dang
cach hién thi cia dir li¢u, canh 1€, chon Font chit, ké khung va t6 mau, thay doi chiéu rong
cua cdt va chi€u cao cua hang, cac thao tac trén tap tin, ...

16.1.xU LY TREN VUNG

Phéan nay s& gidi thiéu cho ban nhimg k¥ nang hiéu chinh sau:
- Céch chon céc 6 va day 0 (Range).
- Dadt tén cho vung
- Cach x6a 6 (Clear va Delete).
- Cach sao chép dit liéu tir 6 nay sang 6 khac va dién day dir lidu.

- Cach di chuyén dir liéu tir 6 nay sang 6 khac.

16.1.1. Cac loai vung va cach chon

Ed Microsoft Excel - Buoi 7

J File Edit Wew Insert Format Tools Data Window Help

JD@E|§QDSE|E@ K- | X ﬁ;%l|ﬂ|§@?JTimesNeme
B5 -] =| ¥i méng
1—g p B C D E F
2 1 Cong tv TNHH 3V
2 BANG DU TRU VAT TU CONG TRINH 1
3
33—l siu Vit tu Ponvi 56lwong Pongia Thanh tién
5 1 [0 mang | Bac 5200 54000
6 2 Cat He 512 2500
7 3 Gach éng Vitn 30000 200
8 4 Da bp lat Vin 1000 40000
9 5 Satxfy dung | Eg 50 500
10 Tt‘_‘m‘c CONG: ‘
" |
5

Hinh 16.1: Céac loai vung va céc chon
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1. Chon toan bd bang tinh.
2. Chon cot.

3. Chon hang.
4. Chon day 6 lién tuc.

5. Chon day 6 khong lién tuc.

Loai vung

Cach chon

Vung chi mot 6

Click vao 6 can chon.

Vung nhiéu 06 lién
tuc

- Mouse: Drag tir 6 dau dén 6 cudi cua vung.

- Keyboard: Bua con tro vé 6 dau tién, nhan gitr phim
Shift két hop véi cac phim miii tén.

- Mouse + Keyboard: Dua con tré 6 vé€ 6 dau tién, nhan
gitr Shift, Click vao 6 cuoi ctia vung.

Nhiéu 6 cach

Gitt phim Ctrl, Click chon tung 0.

khoang
Nhiéu ving cach Giit phim Ctrl, Drag chon 1an luot ting ving.
khoang
A A Click vao tén cot can chon, Drag tiép dén cot
Nguyén cot L. ok A A
cudi (néu chon nhiéu cot).
Nguyén dong Click vao chi s6 hang, Drag tiép dén hang cudi

(néu chon nhiéu hang).

Toan bd Sheet

Click vao nat dau tién giao giita thanh chira tén
cdt va thanh chira s6 ctia hang; hodac nhan t6 hop
phim Ctrl + A.

Mot phan cua 6

D Click vao 6 can chon (hoéc bat tro vao 0, go
phim F2), sau d6 chon giong nhu chon van ban
thong thuong.

16.1.2. Pat tén cho vung (Insert/ Name/ Define)

. bé thuan tién cho cac thao tac tréq dir e PIX
liu, ta c6 thé dat tén cho mdt vung dir ligu |, aorkbosks
duoc chon nhu sau: [pon_oia o |
. So_Luong J
- Chon vung dir liéu can dat tén. Ten_hang _ Cose |
add
- Chon I¢nh Insert/ Name/ Define. poete
- Nhap tén vung vao muc Names in
workbook. o [
- Click OK hoac Add. [-a 1ingeriogan B
Hinh 16.2: Bt tén cho ving
16.1.3. Xoa b6 dir liéu (Edit/ al Tat ca
Clear) Eormats Dinh dang
. - en x i Contents  Del Nél dung
- Chon vung dir li€u can xoa. Comments Ghi chi
- Chon Iénh Edit/ Clear.
Hinh 16.3: Xo04a bo dir liéu
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- Chon cach xoa dir liéu.

16.1.4. Sao chép dir liéu tir 6 nay sang 6 khac va dién dir liéu (Fill)
a. Sir dung chirc nang Copy va Paste dé sao chép dir liéu
- Chon vung dir liéu ngudn can sao chép.
- Vao menu Edit/ Copy; hoic nhan Ctrl + C; hoic Click vao nit Copy .
- Di chuyén con tré 6 dén 6 dau tién cua ving dich.
- Vao menu Edit/ Paste; hoic nhan Ctrl + V; hoiac Click vao nat Paste E
b. Ty dong dién dix liéu biang tinh ning AutoFill va menu Insert/Fill

Excel s& tang toc viéc nhap dir liéu vao bang tinh bang cach dién tu dong mot diy 6
vo1 mot gid tri 1ap hodc dugc tang theo thur tu.

Vi du: ban c6 thé sao chép mdt gia tri gidng nhau cho nhiéu san pham trong mot ban
béo cao hodc tao phan so6 tang theo quy luat (nhu So thir tw).

) St dung tinh ning AutoFill

Khi Drag tai Fill handle xubng phia duéi hodc sang phai, AutoFill s& tao ra diy cac
gia tri tang 1én dya theo mau trong day 6 da dugc chon. Khi ban Drag tai Fill handle 1én
phia trén hodc sang trai, AutoFill s€ tao ra day cac gia tri gidm dan cling dya trén mau do.

A [ B Al B | Al E | Al B |

1 1 N 1 10 1 10
2 21 2 2 20l 2 20

Drag vao 3 3 3 20
3 g = 3
4 ‘ S Fill handle | T4 || 4 i 11 o

| |
AutoFill AutoFill

Hinh 16.4: Ty dong dién dir licu

) St dung menu Edit/ Fill

Ngoai tinh ning AutoFill, ban con c6 thé stir dung bo 1énh Fill tir menu Edit dé thuc
hién nhirng sao chép don gian.

- Pién 1én (Up), xuong (Down), sang phai (Right) va trai (Left)
L) Cach thyc hién: A B |

A B |
+ Pat con tro 1én 6 ma ban mudn sao chép 1 {Fart 101 1 |Part 101
va Drag dén nhling 6 ban muon dién vao. ra 2 |Part 101
3 3 |Part 101
+ Chon menu Edit/Fill, sao d6 chon I¢énh 4 | 4

. Fart)101
tlr menu con Fill thich hop véi hudng ban mudn | |
sao chép (Down, Right, Up, Left). l

Hinh 16.5: Edit/Fill, huéng 1a Down

- Sir dung hop thoai Series cua Fill
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Neéu ban mudn xac dinh mot chudi tuy bién, chon ving ban muon dién va chon 1énh
Edit/ Fill / Series:

series 2l x|

eries in Twpe ate unik
f" Rows i+ Linear g Day
&' Columns " Growth  weekday
" Date £ Month
[ Trend " ankaFil " Year

Step value: |1| Stop value: I
(0] 4 I Cancel |

A B | A B n[mh 16.6: H3p+hﬁ§—Ser1§s—| A B |
1 1 1 1 1 1 1 1
Z z 2 2 2z 25
3 3 3 3 3 4
4 4 4 4 4 | 55
51, ] =) 5 H 7
| | 6 6| B85
l 7 7| 1o
Edit Fill /Series: 8 8
- Series in: Column. 9 9
- Type: Linear. 0] 100
- Step Value: 1. | | |
Edit Fill /Series:
- Series in: Column. - Step Value: 1.5
- Type: Linear. - Stop Value: 10

Hinh 16.7: Pién dit liéu béng hop thoai Series
16.1.5. Di chuyén dir liéu
- Chon ving dir liéu ngudn can di chuyén.

- Vao menu Edit/ Cut; hodc nhan Ctrl + X: hoic Click vao nut Cut ﬂ

- Di chuyén con tré 6 dén 6 dau tién cta vung dich.

- Vao menu Edit/ Paste; hoic nhan Ctrl + V; hodc Click vao nit Paste E

Luru y: Bé di chuyén nhanh, ban Drag Al B | % | B
vao duong bién (khong phai diém Fill 1 1 1 1
Handle) ctiia khoi dén vi tri moi. 2 2‘ 2 2
| 3 3
4 4
R

Drag chu¢t vao day

Hinh 16.8: Di chuyén dit liéu
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16.2.THAO TAC TREN COT VA HANG

16.2.1. Thém hang, cft hodc 6 méi vao bang tinh.

a. Thém hang (Row)
+ Chon céc hang ma tai 6 mudn chén thém hang méi vao.
+ Vao menu Insert/ Rows; hoac R_Click, chon Insert.

Lueu y: hang méi dugc thém vao sé day hang duoc chon xudng phia dudi.
b. Thém cgt (Column)
+ Chon céc ¢t ma tai d6 mudn chén thém cot méi vao.
+ Vao menu Insert/ Columns; hoac R_Click, chon Insert.

Luwu y: cOt méi duge thém vao sé déy cOt dugc chon sang bén phai.
c. Thém 6 méi
+ Chon céc 6 hodc dua con tré dén 6 ma tai d6 mudn chén cac 6 tréng Vao.

+ Vao menu Insert/ Cells; hoac R_Click, chon Insert..., xuét hién hop thoai sau:

nsert S Bd

1. Chén 1 6 hoac nhiéu 6, dir liéu cua

A \ . 22 y . Inserk

0 hién hanh bi day sang phai. e
' Py sme b 1 — 1 ishift cels right

2. Chén 1 6 hodc nhiéu 6, dirliéu cua 2 ——{" shift cells down

6 hién hanh bi diy xudng dudi.
; Haay g 3 —— " Entire row

3. Chen hang. 4 — " Entire column

4. Chén C@t. | fo)'s I Cancel

Hinh 16.9: Thém 6 méi

16.2.2. Xo6a hang, cot, hoac 6
- X6a hang/ cot
+ Chon céac hang/ ¢t can xoa.
+ Vao menu Edit / Delete; hoac R_Click chon Delete.
-X06a 6 :
+ Chon cac 6 can x0a.

+ Vao menu Edit / Delete...; hoic R_Click chon Delete...

1. Xoa 1 6 hoac nhiéu 6, dirliéu cua 6

. 2 . Deleke
bén phai dugc day qua 6 hién hanh. | @ L
phatcrioe S dua o e 1 — G St cell e
2. Xo4a 1 6 hodc nhiéu 6, dirliéu cua 6 2 —— shift cells up

bén dudi duoc diy 1én 6 hién hanh.
: y : 3 —{" Entire ri

3. Xo04 hang. 4 — " Entire calumn

4. Xoa cot. ] 4 I Cancel

Hinh 16.10: X04 6
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16.2.3. Thay doi d¢ rong cia cot va chiéu cao cua hang.
a. Thay ddi do rong ciia ¢t va chiéu cao ciia hang bang tay
- bit con tré chudt ngay canh cia ct hodc hang (hoac khéi da chon) can thay dbi.

- Drag sang trai hodc sang phai dé thay d6i do rong cua cot; Drag 1én trén hoic
xuong dudi dé thay doi chi€u cao cua hang.

Drag chu(f)tI vao day - A 1 | B er|
\4 | Drag
A o B chuot
1 TI-' 4 vao ™ 2 5
2 2 5 4 L
3 3 B Y 3 5

Hinh 16.11: Thay ddi do rgng cua cot ya chiéu cao cta hang
Luu y: Ban c6 thé D_Click vao canh de tu dong di€u chinh kich thudc cdt, hang cho
viura voi dir liéu.

b. Thay d6i do rong cia cft va chiéu cao ctia hang bang menu Format

- Chon khbi can thay doi.
- Vao menu Format/Row (hoac Column)

+ Chon Height dé thay dbi chiéu cao M :C Height...
cua hang (hodc chon Width dé thay doi do Column ¥ AotoFit
rong cua cot). Hide

Unhide

+ Chon AutoFit dé tu dong diéu
chinh kich thuéc cho vira véi dit licu. Hinh 16.12: Thay d6i chiéu cao ciia hang
16.2.4. Lénh Undo, Redo va Repeat

a. Lénh Undo
_ Trong qua trinh thao tac trén bang tinh, néu ban c6 pham sai {ﬁm nao do nhu khi x6a
nham khoi dir liéu hoac thuc hi¢n nham mdt I¢énh nao dd, ban co6 the huy boé 161 d6 bang
cach stir dung chuc nang Undo.
Menu Edit/ Undo; hoac Click vao nat Undo il:l; hodc nhéan td hop phim Cerl + Z.
b. Lénh Redo

Lénh Redo dung dé huy bo thao tac Undo vira thyc hién.

Menu Edit/ Redo; hoic Click vao nut Redo 2|_| hodc nhén té hop phim Ctrl +¥.
b. Lénh Repeat
Lénh Repeat dung dé 1ap lai thao tac vira thuc hién.

Menu Edit/ Repeat; hoic nhan to hop phim Ctrl +Y.
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16.3.PINH DANG CACH HIEN THI DU LIEU

16.3.1. Pinh dang hién thi dir liéu sb

- Chon vung dir li¢u can dinh dang.

Numb-eSh(_)n menu Format/ Cells/ - m— 2R
_ ChOl’l quy dll’lh CéCh thé hlén Sé) SZ:BZZ:YJ Alignment ] Fon;amll:lleBorder ] Patterns ] Protection I
cho dir liéu trong hop thoai Format [General 27/09/2004
Cells. gﬂmgﬁzy Type:
, Accounting =
Dt ligu s6 khi nhap vao mot 6 trén | (222 ey N
bang tinh s& phu thudc vao 2 thanh phan: Percantage oo
Loai (Category) va Ma dinh dang Scintfic ix;??.m—:m _
(Format code). Mot s6 ¢6 thé hién thi SE;ciaI #27 -
theo nhiéu loai nhu Number, Date, ichased
Percentage,... Trong moi loai lai ¢6 nhi¢u __Doete | . N .
CéCh Ch()n ma dlnh dang ;Eﬁ,the number Format code, using one of the existing codes as a starting
Chon loai thé hién ¢ khung
Category:
IT' Cancel
Hinh 16.13: Pinh dang hién thi dit liéu sd
Thé loai Cong dung Vi du
General Qinh dang s6 mic dinh, canh phai, gitt nguyén dang ban 15.75
dau khi nhap vao. 15234
binh dang 5O nang dong co thé duoc hd tro bang cac dau
3.14159
Number phay, sb chir s6 thdp phén tiy ¥ va mau hay déu ngodc don
(1,234.57)
(cho cac s am).
Dinh dang tién t&, nhu dau db la, cac ky hiéu tién té khac,
[ S PO Z < $15.25
Currency | sO chir sO thap phan tuy ¥y va mau hay dau ngoac don (cho
L Z A VND 500
cac sO am).
Pinh dang tién té dac biét dugc thié:c ké dé canh cac cot $ 75 50
Accounting | theo cac dau thap phan cua gia tri tién t€. (Ky hi¢u tién t& ’
YR , e A $ 5.50
xuat hi¢n doc theo cac canh trai cua 0).
Date Dinh dang ngay thing chung, ngay thang dugc hién thi theo | 09/12/2003
mdt s6 kiéu tiéu chuan. Sep-12-03
Time Dinh dang gio chung, gio duoc hién thi theo mot sé kiéu 2:30 PM
ti€u chuan. 14:30:20
Percentawe Mot cach dinh dang ma céc gia tri trong céc 6 dugc chon 184%
€€ | duoc nhan véi 100 va két qua hién thi véi bidu tuong %. 24.152%
Fraction Kiéu dinh dang du6i dang phan sb. 1/5
o Dinh dang s6 khoa hoc, str dung k¥ hiéu mii cho cac sé co 1.25E+3
Scientific LA ~ £
qua nhiéu chir so. 2.0E-2
Text Mgt dinh Elang coi sO nhu van ban (dir liéu s€ dugc canh 0123
trai trong 0).
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00112

: 9810-123

Special B0 cac dang hiru ich, bao gom: Zip Code, Phone Number ... 17.34.56
Custom Mot danh sach cac dang tiéu chudn hay bét cir dang tuy INV-0075
chon nao ma ban can (nhu mé ta trong hop thoai trén). 25/12/2003

Ta c6 thé dinh dang nhanh cach hién thj sd béng cach sir dung céac nut trén thanh
cong cu Formatting:

B Currency Style 1. Binh dang kiéu tién t¢.

% Percent Style - 2. Binh dang kiéu phan tram.

s Comma Style S 3. Pinh dang ki€u ngan cach phan ngan, triéu, ...

*i0 Increase Decimal ————

4. Tang thém mot s 1é thap phan.

N A W N -

2 Decrease Decimal —— . i .
5. Giam bot mot so 1€ thap phan.

Hinh 16.14: Str dung cac nut trén thanh Formatting

L Céch thay doi don vi tién té ding trong Excel:

Pé thay d6i don vi tién té dung trong Excel va cac (mg dung Windows khéac, chon
1&énh Start/ Settings/ Control Panel/ Regional and Language Options.

Trong 16p Regional Options, Click chon 1énh Customize, Chon 16p Currency, xuat
hién hdp thoai nhu hinh 16.15.

- Nhap ky hiéu tién té méi trong muc Currency Symbol.

- Click chon 1énh Apply.
Customize Regional Options
Mumbers | Curency | Time || Date

Sample

Positive: |$123.456,789.00 Megative: |[$123.456,789.00]
Curency symbal; WHD v
Positive curency format: g
Megative currency format; ($1.1] w
Decimal symbal. . w
Ma. of digitz after decimal: 2 W
Digit groupitg gymbol: . w
Digit grouping: 123,456,789 W

[ 0K, l [ Cancel ] [ Apply ]

Hinh 16.15: Thay d6i don vi tién té
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16.3.2. Canh 1€ dit liéu trong 6

Su phan b di ’liéu trong mot 6 phu thudc vao 3 thanh phan: phan bb ngang
(Horizontal), phan bo doc (Vertical) va hudng thé hién dir liéu (Orientation).

E3 Microsoft Excel - Book1

J File Edit ‘iew Insert Format Tools Daka Window H

Dedlaery

1. Horizontal

2. Vertical

3. Merge and Center

4. Orientation

glu:use| E,|ir~"l~-r

@ =

G17 [ =
A E | C
1 [LEFT MERGE AND CENTER 4—3
2 CENTER
3 RIGHT
TOP
4
CENTER
5
B |BOTTOM
2
N 4
@D
,@.
7 <

- Chon vung dir li¢u can dinh dang.

Hinh 16.16: Sy phan bd dit liéu trong mot &

- Chon Iénh Format/ Cells/ Chon 16p Alignment, xuét hién hop thoai:

alion Lefk

Alian Right

W N =
[
]
[y}
;l‘_
@

4 — = Justify
5 — A Merge and Center

1. Canh trai
2. Canh gifra
3. Canh phai
4. Canh déu

5. Trdn 6 va canh giira

Format Cells

Mumber  Alignment | Font I Border I Patterns I F'ru:uteu:tiu:unl

Text alignment

Horizonkal: Indent:
ICenter j I':' ﬂ
Verkical:

Center

Baktam
Justify

-
TCIE Y

w,

T oo
- Wirap text
[~ shrink to fit
[~ Merge cells

2%

rorientation

L e |

II:I E‘ Deqrees

[ x|

Cancel |

Hinh 16.17: DBinh dang su phan b6 dit lidu trong mot 6
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v Horizontal: phan bb ngang. v Vertical: phan b6 doc.
- General : dang mac nhién. -Top : canh 18 trén.
- Left : canh 18 trai. - Center  : canh I¢ giita.
- Center : canh 1¢ giira. - Bottom : canh 1& dudi.
- Right  :canh 1& phai. - Justify  :canh trén dudi.
- Fill : lap dir liéu dy 0. v’ Text control: diéu chinh dir liéu.
- Justify  : canh déu trai phai. - Wrap text: nam chung trong 0.
- Center across selection: canh giira ving - Shrink to fit: canh vira v6i 0.
duoc chon

- Merge cells: nhom céc 0 lai.

v’ Orientation: Chon huéng thé hién dit liéu

16.3.3. Dinh dang ky tw

Dit liéu trong 6 c6 thé dinh dang ky tu theo cac thanh phan: Font (kiéu chit), Font
Style (loai nghiéng, dam, gach dudi ...), Size (kich c& chit), va Effects (hi¢u tng).

Chon 1énh Format/ Cells/ Chon 16p Font, ban chon thay doi cac thanh phan tuong tu
nhu véi hop thoai Font ciia Word.

Ghi chu:

C6 thé dinh dang nhanh viéc canh 1& va dinh dang ky tu bf?mg cach str dung céc nut
cong cu trén thanh Formatting hoac phim go tat twong Gng,

16.3.4. Ké khung cho bang tinh

Mot tinh nang hitu ich dé 1am ndi bat nhiing thong tin cy thé trong mdt bang tinh
thém cac duong vién (Border) cho cac 6 quan trong.

Chon 1énh Format/ Cells/ Chon 16p Border

+ Chon kiéu dudng ké trong myc 21
Style Mumber I Alignment I Font | | Patterns I Protection I
+ Chon mau duong ké trong muc Presets Line
Color. nbd| ([ ahyle:
ﬂ : NOME  ===m==
+ Chon v€ khung: Nome  Oubine  Insids | | e —_—
Border crrrerrn oo
Presets: 0 |[=F" | |[-— == -
) . , Text Text T
— None: b6 duongke. [ (L | || —
. 2 Text Text
— Outline: ké xung quanh. o o ol
— Inside: ké duong bén trong. [ automate ]
Border : Ke tren’ dlIO’l, e The selected border style can be applied by clicking the presets, preview
diagram or the buttons above.

Ghi chu: BH F ncel |
e Co thé Click chon v& hay bo ‘ 7
khung tryc tiep trong khung hién Hinh 16.18: Ke
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thi ciia hop thoai.
¢ Tao dudng vién nhanh bang cach sir dung thanh cong cu.
- Xéc dinh khdi can dinh dang.
- Chon nut Border trén thanh cong cu dinh dang (Formatting).
- Chon dang duong ké thich hop.

16.3.5. To mau nén cho bang tinh gy PIX
Bé ‘taO hléu qué' b6 Sung Chq CéC Humber ] alignrment ] Fant ] Border  Patkerns l Protection l
duong vién da duoc ve, ban co6 thé dung cell shading

Color:

nhan Patterns trong hop thoai Format
Cells dé t6 mau nén cho nhiéu 6 trong
bang tinh.

Chon 1&énh Format/ Cells/ Chon 16p
Patterns

Mo Calar

- Chon mau nén trong muc Color.

- Chon mau mau nén trong muc hdp

liét k& tha Pattern.
oK | Cancel |
Hinh 16.20: T6 mau nén cho bang tinh
L Té6 mau nén nhanh: Stt dung fy I,.
thanh cong cu.
- Xaéc dinh khéi cAn dinh dang, | N Fil |
- Chon nut Fill Color trén thanh cong cu dinh EEEEEEEE
dang (Formatting). SENEEEEHE
i . EEEEEEEN
- Chon mau nén thich hop. HOONDONNO
Odooodo/n

Hinh 16.21: T6 mau nén nhanh

16.3.6. Sao chép dinh dang bang niit Format Painter

D6i khi ban can sao chép dinh dang tir mot 6 nay sang cac 6 khac ma khong sao chep
dir 1i€u trong 6. Vi du nhu can sao chép Font chit, Size chir, kiéu chir (Bold, /talic), duong

<!

vién, mau nén, ... B¢ thuc hién dugc viée nay, ban c6 the st dung nat Format Painter ™" .
Thuc hién theo cac budc sau:
- Chon 6 c6 dinh dang can sao chép.

<

- Click vao nat Format Painter

- Chon cac 6 ma ban muodn sao chép dinh dang.
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16.4.Thao tic trén tAp tin

16.4.1. M¢ tap tin
e Mg tap tin méi
Chon File/New hoje nhin & hop phim Ctrl + N hogc nhén nat 0|

e M¢ tap tin da co trén dia

Chon File/Open hoac nhén t6 hop phim Ctrl + O hoac nhén nat = , Xxuit hién hop

thoai sau:

Laok in: |.j Tin hoc B . j o B i + Toals »
- :3 Btap Excel tu sheetl den sheet12 N

gzz:; 1. Chon 0 dia va thu muc

A4 euoi o chura tdp tin can mo.
'g Buni 10

#5 |Buoi 11 ~ . X N

A 12 2. Chon tép tin can md

o < hogic nhdp ddy du

,3 Euoi 91 N X N A A .

= oo dlkrongv dan va tén tap tin
a 2 Poplar can mo.

/(3. Mo tép tin

. da chon .
—_ File nare: | ‘/ j = Qpenﬁ

Files of type: |AII Microsaft Excel Files j Cancel |

Hinh 16.22: Hop hoi thoai Open
Look in: cho phép chon vi tri tap tin cAn mé.
File name: cho phép nhap tén tap tin can mo theo ding duong dan.

Files of type: kiéu tap tin can md.
16.4.2. Lwu tap tin

e Luru tap tin lan diu tién

Chon File/Save hoic nhan to hop phim Ctrl + S hoac nhén nat = , xuat hién hop
thoai:

Save As Elgl
Save in: |u:l Tin hoc B @ o) [Bard + Tools =

’3 Btap Excel tu sheet1 den sheet12

2 Buci 7

i euoi 8

- i 1. Chon 6 dia,

5)Buoi 11 thu muc chira

24 Buoi 12 A g: A

- tap tin can luu.

2 Buni 51

e o1 2. Nhap tén tap

24 )Buai 101 1 A
= tin can luu. 3. Luu tap

tin lai.

File name: |Bai_Tap_Them‘ j EH save |

Save as bvpe: |MicrosoFt Excel Warkboak j Cancel |
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Save in: cho phép chon vi tri chira tap tin can luu.
File name: cho phép nhép tén tap tin can luu (theo ding quy tic).
Files of type: kiéu tap tin can luu.

e Luu tp tin tir 1An thir hai tré di

+ Luwu vao cung tip tin: trong tuy nhu 1an luu dau tién va Excel sé tu dong luu trit
nhiing thay doi ma khong yéu cau dat tén (khong xuat hién hop thoai Save As).

+ Luu thanh tap tin méi: vao menu File/ Save as xuit hién hop thoai Save as nhu
trén va cho phép dat tén tap tin mai.
16.4.3. Dong tap tin
e Lénh File/ Close

Dung dé dong tap tin hién hanh, ban phai luu tap tin trudc khi dong, néu tap tin co
cap nhat ma chua luu lai thi Excel s€ hién thong bao nhac nhd:

Microsoft Excel

! 'j Do vou want ko save the changes you made to ‘Bookl1'?

es Mo | Cancel |

Hinh 16.24: Thong bao nhic nh¢ luu tap tin

v Yes: luu dit liéu va dong tap tin hién hanh.
v" No: dong tap tin hién hanh ma khong luu dit liéu.
v Cancel: hity bo 1énh, tré vé& tap tin hién hanh.
e Lénh File/ Close All
Nhan giir Shift, chon File/ Close All.

Dung dé dong tat ca cac tap tin dang md. Nhiing tap tin da duoc luu thi Excel s&
dong lai, nhiing tap tin nao chua luu thi Excel s€ xuat hi¢n thong béo va cho xac nhéan co
luu lai hay khong.
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CHUONG 17: MOT SO HAM TRONG
EXCEL

--- 000 ---

Trong chuong nay, ban s& tim hiéu cac ham c6 san trong Excel. Phan nay s& cung cip
cho ban céac k¥ ning dé giai quyét cac bai toan tir co ban dén cac bai toan phirc tap.

Ham dung dé tinh toan va tra vé mot tri, trong 6 chira ham s¢€ tra vé mot gia tri, mot
chudi ky tw hodc mot thong bao 13i, ... Excel c6 mot tip hop cac ham rt phong pha va
dugc phan loai theo ting nhém phuc vu cho viéc tinh toan trén nhiéu kiéu dit liéu va nhiéu
muc dich khac nhau.

17.1.ct phap chung va cach sU DUNG

17.1.1. Xem danh sach cac ham

Muén xem danh sach cac ham thi Click chon nut Paste Function % | trén thanh
Standard hodc chon menu Insert/ Function hodc go t6 hop phim Shift + F3. Hop thoai
Paste Function s€ xuat hién nhu hinh 17.1

Paste Function EJS|

Céc ham phan
theo nhom Function cakegory: Function name: Cac ham trong

g Most Recently Used SLM ~_____— nhém d3 chon
—J :

Al AYERAGE
Financial \IF

Date & Time HYPERLIME
Math & Trig COUNT
Skatistical [ Fe
Lookup & Reference i (]
Database SUMIF

Ct phap cua Text PMT

. phap Logical STDEY Chl'rc néng Cﬁa
ham dang chon J | |infarmation =l bim dane chor
IF{logical_test,walue_if_true,value_if_false) g :

Returns one value if a condition vou specify evaluates to TRIUE and another
value if it evaluates to FALSE,

(04 | Cancel |

Hinh 17.1: Xem danh sach cac ham

17.1.2. Ca phap chung
= TEN HAM ([Danh sach déi sd])

Pa s cac ham cua Excel déu c6 ddi s6 nhung ciing ¢6 nhitng ham khong c6 ddi sb.
Néu ham c6 nhiéu dbi s6 thi giira cac d6i s6 phai duoc phan cach bang ky hiéu phan cach
duoc quy dinh trong Windows (thudng sir dung diu phay). S6 ddi s6 ctia ham nhiéu hay it
1a tuy theo timg ham cu thé.

Doi s6 ciia ham c6 thé 1a:
e Céc gia trj sb: =SUM(10, 12, 6, 8, -7)
e Diachi 6, dia chi ving: =MAX(A2, A4, C3, D2:D5, 6)
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Mot chudi ky tu: =RIGHT(*“Dai hoc Can Tho”, 7)

Mot biéu thuc logic:  =IF(A4 >= $D$2, 7, 8)

Mot ham khéc: =[F(C2>=0,SQRT(C2),“Sé am khong c6 cin bac hai!”)
Tén cua mot vung: =A4 * DON_GIA

17.1.3. Cach str dung ham

Néu cong thic bat dau 12 mot ham, thi phai c¢6 dau = (hoac diu @, hodc dau +) &
phia trude. Néu ham 1a d6i s6 ciia mot ham khéc thi khong can nhap cac diu trén.

C6 2 cach nhap ham

Cich 1: nhap tryc tiép tir ban phim

bit tré chudt tai 6 mudn nhép ham.
Nhap dau = (hodc diu @, hodc du +).
Nhap tén ham cing cac dbi sé theo dung ca phap.

G Enter dé két thuc.

IF J X -J =IF(C2 »= 0,30RT(CZ),"Sd 4m khing cd cén bac hail")

2|

3

& | B E F B H |
BJ=IF(C2 >= 0,5QRT(C2)."S6 &m khéng co can béc hail")

Hinh 17.2: Nhap ham tryc tiép

Cach 2: thong qua hop thoai Paste Function

bat tro tai 6 mudn nhap ham.

Click chon nut Paste F: unction % | {rén thanh Standard hodc chon menu
Insert/ Function hogc gd t0 hop phim Shift + F3. Hop thoai Paste Function s&
xuat hién nhu hinh 17.1.

Chon nhém ham trong danh sach Function category.
Chon ham can str dung trong danh sach Function name.
Click OK dé chon ham.

Tuy theo ham duoc chon, Excel s& md hop thoai ké tiép cho phép nhép cac ddi
s0. Tién hanh nhép céc doi so.

Click OK dé két thuc.
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IF

Logical_test |[Cz ==10

% = TRUE

Yalue_if_true |SQRT(C2]I

e = 2449489743

Yalue_if_false |"SE &m khdng cd cin bac hait” y = "5 &m khing cd can

= 2449439743

Returns one value if a condition vou specify evaluates ko TRUE and another walue if it

evaluates ko FALSE,

¥alue_if_False is the value that is returned if Logical_test is FALSE. If omitted, FALSE is

returned,

Formula result =2, 449459745 Ok | Cancel

Hinh 17.3: Nhap ham thong qua hdp thoai Paste Function

17.2.cic hAM THONG DUNG

17.2.1. Cac ham toan hoc (Math & Trig)

Cu phap

Y nghia va vi du

ABS(number)

Tra vé gia tri tuyét ddi cuia mot so thuc.
=ABS(12-20) > 8

INT(number)

Tra vé s6 nguyén 16n nhat khong vuot qua
number.

=INT(5.6) > 5

=INT(-5.6) = -6

MOD(number, divisor)

Tra vé s6 du cia phép chia nguyén number
cho divisor (number, divisor 1a cac sb
nguyén).

=MOD(5, 3) > 2

ODD(number)

Lam tron trén t6i mot sd nguyén 1¢ gan nhat.
=0DD(3.6) 2 5
=0DD(-2.2) = -3

PRODUCT (numberl1, number?2, ...)

Tinh tich cua cac gia tri trong danh sach tham
s0.
=PRODUCT(2, -6, 3, 4) = -144

RAND( )

Tra vé mot sd ngau nhién trong khoang tir 0
dén 1.
=RAND( ) = S6 ngiu nhién

ROUND (number, num_digits)

Lam tron sé number v6i d6 chinh xac dén
num_digits chit s6 thap phan (v6i qui ude 0 1a
1am tron toi hang don vi, 1 14 1dy 1 chit s6
thap phan, -1 la lam tron té1 hang chuc, ...).
=ROUND(5.13687,2) 2> 5.14
=ROUND(145.13687, -2) = 100

SQRT(number)

Tinh cin bac 2 cia mot sé duong number.
=SQRT(36) > 6

Giao trinh Tin hoc can ban

Trang 145




Chuong 17: MOT SO HAM TRONG EXCEL

SUM(numberl, number?2, ...)

Tinh téng cua cac gia tri trong danh sach
tham so.
=SUM(2, -6, 8, 4) > 8

SUMIF(range, criteria [, sum_range])

Tinh tong céc 6 théa min diéu kién.

- range: ving ma diéu kién s& duoc so sanh.
- criteria: chudi mé ta diéu kién. Vi du: "10",
">15", "<20", ...

- sum_range: vung dugc tinh téng.’ Cac 6
trong vung nay s& duoc tinh tong néu cac 6
tuong umg trong vung range thoa diéu kién.
Neéu khong c6 sum_range thi viung range s€
duoc tinh.

=SUMIF(C4:C12, “>=6", F4:F12)
=SUMIF(C4:C12, “>=6")
=SUMIF(B4:B12, “NV”, G4:G12)

17.2.2. Cac ham thong ké (Statistical)

Cu phap

Y nghia va vi du

MAX(numberl, number2, ...)

Tra vé gia tri 16n nhét cua cac gia trj s6 trong
danh sach tham so0.
=MAX(1,2,3,5)=2>5

MIN(numberl, number?2, ...)

Tra vé gi tri nhérnhét clia céc gia tri sO trong
danh sach tham so.
=MIN(1, 2,3,5) > 1

AVERAGE(numberl, number2, ...)

Tra vé gia tri trung binh cong cua cac s trong
danh sach tham so.
=AVERAGE(1, 2, 3, 5) 2 2.75

COUNT(valuel, value2, ...)

Dém sb céc gia tri sb trong danh sach tham sd.
=COUNT(2, “hai”, 4, -6) 2> 3

COUNTA(valuel, value?2, ...)

Dém s6 cac 6 khong rong trong danh sach tham
sO.
=COUNT(2, “hai”, 4, -6) > 4

COUNTBLANK( (range)

Pém sb cac réng trong ving range.
=COUNTBLANK(B4:B12)

COUNTIF(range, criteria)

Pém cac 6 thoa méan diéu kién criteria trong ving
range.

- range: 12 ving ma diéu kién s& dugc so sanh.

- criteria: 1a chudi mo ta diéu kién. Vi du: "10",
">15", "<20".

=COUNTIF(B4:B12, “>=6")

RANK(number, ref [, order])

Tra vé thir hang cua number trong ref, voi order
la cach x€p hang.

Néu order = 0 hodc dugc bod qua thi ref dugc hiéu
1a c6 thu ty giam.

Néu order <> 0 thi ref duoc hiéu 1a co thu ty ting.
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=RANK(F4, $F$4:3F$12, 0)
=RANK(G4, $G$4:$G$12, 1)

17.2.3. Cac ham Logic (Logical)

Cu phap

Y nghia va vi du

AND(logicall, logical2, ...)

Tra vé gia tri TRUE néu tit ca cac diéu kién déu 1a
TRUE.
=AND(3>2, 5<8, 9>-12) > TRUE

OR(logicall, logical2, ...)

Tra vé gia tri TRUE néu c6 it nhat mot diéu kién 1a
TRUE.

=0R(2>3, 12<8, 9>3) > TRUE

=0R(2>3, 12<8, -9>3) - FALSE

NOT(logical)

Lay phu dinh cua gié tri logical.
=NOT(2>3) - TRUE

[F(logical test,
value_if true,

value if false)

Tra vé gia tri tht nhit value if true néu‘ diéu kién
logical test1a TRUE, nguoc lai s€ tra vé gia tri thir hai
value if false.
=IF(A1 >=5, “Pau”,”Rét”)
Néu gié tri tai A1 >= 5 thi két qua ctia ham 1a Pau.
Nguoc lai néu gia tri & 6 Al <5 thi két qua 1a Rét.

17.2.4. Cac ham xir 1y chudi (Text)

Cu phap Y nghia va vi du
Chuyén chudi zext thanh chir thuong.
LOWER(fext
© (text) =LOWER(“Dai hoc CAN Tho”) = dai hoc can tho
Chuyén chudi fext thanh chit in hoa.
PPER
UPPER (fext) —UPPER(“Dai hoc CAN Tho”) > DAI HOC CAN THO
Poi cac ky tu dau ctiia mdi tir trong chudi fext thanh chir
PROPER(fext) in hoa, con lai déu la chir thuong.
=PROPER(“Dai hoc CAN Tho”) = Dai Hoc Can Tho
Cit bo cac ky tu trong vo ich trong chudi rext.
TRIM(text i
(fext) =TRIM(“ Can Tho ”)-> Can Tho
LEN(text) Tra vé do dai ctia chudi fext (s6 ky tu trong chudi text).

=LEN(“Dai hoc CAN Tho”) = 15

LEFT(text, num_chars)

Tra vé num_char ky tu bén trai chudi text.
=LEFT(“Dai hoc CAN Tho”, 7) = Dai hoc

RIGHT(text, num_chars)

Tra vé num_char ky tu bén phai chudi fext.
=RIGHT(“Dai hoc CAN Tho”, 7) > CAN Tho

MID(text, start_num,
num_chars)

Tra v€ chuoi ky tu c6 d§ dai num_chars bat dau tir vi tri
start_num cua chuoi fext.

=MID(“Dai hoc CAN Tho”, 5, 3) = hoc

VALUE(text)

Chuyén chudi c¢6 dang s6 thanh tri so.

Giao trinh Tin hoc can ban

Trang 147




Chuong 17: MOT SO HAM TRONG EXCEL

= VALUE("123") + 2 > 125

FIND(find_text, within_text
[, start_num])

Tra vé vi tri xgét hién (néu c6) cua find_text trong
within_text (bat dau tim tr vi tri start_num).

Chu y:

- Né;u khong c6 start_num thi vi tri bat dau tim tir dau
chuoi.

- Ham FIND phan biét chit in hoa va chir thuong.

- Néu khong tim thdy find_text thi s& tra vé 151 #VALUE!
=FIND(“Excel”, “Microsoft Excel”) 2 11
=FIND(“Excel”, “Microsoft Excel”, 6) 2> 11
=FIND(“excel”, “Microsoft Excel”, 6) > #VALUE!

SEARCH(find _text,
within_text [, start num])

Tuong tu nhu ham FIND nhung khong phan biét chir in
hoa hay thuong.

=SEARCH(“Excel”, “Microsoft Excel”) 2 11
=SEARCH(*“excel”, “Microsoft Excel”) 2 11

REPLACE(old_text,
num_start, num_chars,
new_text)

Thay thé num_chars ky tu trong old_text bang new _text
bat dau tur vi tri num_start.

=REPLACE(“Ngon ngu lap trinh”, 10, 3, “chuong”)

- Ngon ngu chuong trinh

17.2.5. Cac ham ngay va gio' (Date & Time)
Gid sir 6 Al chtra ngay 28/09/2004 (Thu ba).

Ct phap Y nghia va vi du
Tra vé ngay hién hanh ciia hé thong.
TODAY() ~TODAY() > Tuy vio ngy hién hanh ciia hé théng.
Tra vé ngay va gio hién hanh ciia hé thong.
NOW() =NOW() —> Tuy vao ngay va gio hién hanh cta hé
thong.
Tra vé gia tri ngdy trong thang cia biéu thirc ngay date.
DAY(date) —DAY(A1) > 28
Tra vé gia trj thang trong nim cua biéu thirc ngay date.
MONTH(date) “MONTH(A1) > 9
Tra vé gia tri nam cua biéu thirc ngay date.
YEAR(date) ~YEAR(A1) © 2004
Tra vé s thi tu ngdy trong tuan ciia biéu thirc date.
WEEKDAY (date) Gia tri 1: Sunday, 2:Monday, ..., 7: Saturday.

=WEEKDAY(A1) > 3

DATEVALUE(date_text)

Déi chudi ngay date_text (theo qui udc nhap ngiy)
thanh tri s6 ngay.

Ghi chii: ta c6 thé dinh dang két qua trén thanh dang
Date bang cach st dung menu Format/Cells.

= DATEVALUE("22/8/55") = 20323 - 22/8/55

DATE(year, month, day)

Tra vé gia tri dang Date theo quy dinh cua hé thng.
=DATE(2004,09,28) > 28/09/2004
=DATE(04,9,28) - 28/09/2004
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Tra vé gia tri dang Time.
=TIME(8,25,28) = 8:25:28 AM
=TIME(17,2,46) = 5:2:46 PM

TIME(hour, minute,
second)

17.2.6. Cac ham tim kiém (Lookup & Reference)

e VLOOKUP(lookup value, table array, col index num, range lookup)

Tim gié tri lookup value trong cot trai nhit cua bang table array theo chuan do tim
range lookup, trd ve tri tuong Gng trong cdt tht col index num (néu tim thay).

range lookup = 1 (mdc nhién):

Tim tuong d6i, danh sach cac gia tri do tim ctia bang table_array phai sip xép
theo thtr ty tdng dan

Néu tim khong thiy s& tra vé gi tri 1on nhat nhung nho hon lookup value.
range lookup = 0:

Tim chinh xac, danh sach cac gia tri do tim ctia bang fable_array khong can sip
x€p thur tu.

Néu tim khong thiy s& tra vé 15i #N/A.
o HLOOKUP(lookup value, table array, row _index num, range lookup)

Tuong tu nhu ham VLOOKUP nhung tim gia tri lookup value trong dong trén cung
cua bang fable_array theo chuan do tim range_lookup, tra vé tri tuong Umg trong dong thir
row_index num (n€u tim thay)

Vi du: Cho bang tinh véi sb liéu nhu sau:

A B C D E F

1 A01 5 12 16 10

2 C02 6 15 20 24

3 B75 8 25 22 18

4

5 | A02 10 A01 B75 D25

6 | B555 12 CAN THO  |GAO

7 | D25 15 TRANG [NUOC |TRONG
=VLOOKUP("B75", A1:B3,2,0) > 8  |=HLOOKUP(16, D1:F3, 3, 0) > 22

=VLOOKUP("B8", A1:B3, 2, 0) - #N/A |= HLOOKUP(15, D1:F3, 3, 0) = #N/A

~VLOOKUP("B85", A1:B3,2,1)>5  |= HLOOKUP(15, DI:F3,3, 1) > 25
=VLOOKUP("B85", A1:B3,2) > 5 = HLOOKUP(15, D1:F3, 3) > 25
~VLOOKUP(A6, A5:B7,2,0) > 12 = HLOOKUP(FS, D5:F7, 2, 0) © GAO

=VLOOKUP("B555", A5:B7,2,0) > 12 |= HLOOKUP(“B75”, D5:F7, 3, 1) > NUOC
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=VLOOKUP("B85", A5:B7,2,1) > 12 |= HLOOKUP(“E95”, D5:F7, 2, 0) = #N/A

=VLOOKUP("E05", A5:B7,2) > 15 — HLOOKUP(“E95”, D5:F7, 3) » TRONG

e MATCH(lookup value, lookup array, match_type): tra vé vi tri (néu tim duogc) cua
lookup value trong mang lookup array theo cach tim match_type

match_type = 1:

Tim tuong d6i, danh sach cac gia trj do tim ctia bang table_array phai sap xép
theo thu tu tdng dan

Néu tim khong thiy s& tra vé vi tri cta gia tri 10n nhat nhung nho hon
lookup value

match_type = 0:

Tim chinh x4c, danh sach cac gia tri do tim ctia bang table_array khong can sip
xEp thu tu

Néu tim khong thiy sé tra vé 161 #N/A
match_type = -1:

Tim tuong ddi, danh sach phai sap xép cac gia tri do tim ciia bang table_array
theo thu tu giam dan

Néu tim khong thiy sé tra vé vi tri cia gia tri nho nhat nhung 16n hon
lookup value

Vi du: st dung bang dit liéu & phan vi du ham VLOOKUP va HLOOKUP

=MATCH(16, D1:F1,0) 2> 2 =MATCH(20, D2:F2, 0) 2> 2

= MATCH(18, D1:F1, 0) > #N/A | = MATCH(22, D2:F2, 1) > 2

=MATCH(15,DL:F1, 1) > 1 =MATCH(24, D3:F3,-1) > 3

® INDEX(array, row_num, column_num): trad v€ gia tri cua 6 & hang thu row_num,
cOt thu column_num trong mang array.

Vi du: str dung bang dir liéu & phan vi dy ham VLOOKUP va HLOOKUP
=INDEX(D1:F3, 2,3) = 20
=INDEX(D1:F3, 4, 3) - #REF!
=INDEX(D1:F3, MATCH(26, D1:D3, 1), MATCH(16, D1:F1, 0)) = 22

17.2.7. Cac ham thong tin (ISfunction)

Céc ham thong tin dung dé kiém tra xem kiéu ctia mot gid tri hay ctia mot 6 co thoa
man mot diéu kién ndo d6 khong. Chang han: 6 dit liéu co phai 1a gi tri s khéng? C6 phai
1a chudi ky tw khong? ...

Céac ham thong tin ludn tra vé mot trong hai gia tri TRUE hodc FALSE. Nhu vy céc
ham nay c6 thé dép Gmg duoc trong cac truong hop ma cé mot sd dir liéu ngoai 1¢ trong
mot bang dir liéu can tinh toan.
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ISBLANK(value): tra vé gia tri TRUE néu value 13 gia tri rong (blank), nguoc lai thi
tra vé gia tri FALSE

_ ISERROR(value): tré vé gia tri TRUE néu value 1a mot 181 bt ky, ngugc lai thi tré
ve gia tri FALSE.

ISLOGICAL(value): tra vé gia tri TRUE néu value 1a mot gié tri logic, nguoc lai thi
tra vé gia tri FALSE.

ISNA(value): tra vé gia tri TRUE néu value 12 151 #N/A, nguoc lai thi tra vé gia tri
FALSE.

ISNUMBER (value): tra vé gia tri TRUE néu value 13 gia tri sd, nguoc lai thi tra vé
gia tri FALSE.

ISTEXT (value): tra vé gia tri TRUE néu value 13 mot mot chudi, nguoc lai thi tra vé
gia tri FALSE.

Vi du: Cho bang tinh véi s6 liéu nhu sau:

A B C

1 [MACB [LCB

2 111 333

3 112 444

4 113 555
= ISBLANK(C1) > TRUE
= ISBLANK(A1) > FALSE
= ISERROR(MOD(114,0)) > TRUE
= ISERROR(MOD(114,3)) > FALSE
= ISLOGICAL(2>3) > TRUE
= ISERROR(VLOOKUP(114,A2:B4,2,FALSE)) > TRUE
= ISNA(VLOOKUP(114,A2:B4,2,FALSE)) > TRUE
= ISNUMBER(12345) > TRUE
= ISNUMBER(*12345”) > FALSE
= ISTEXT(A1) > TRUE
= ISTEXT(VALUE(*12345")) > FALSE

17.2.8. Vi du vé cach sir dung ham
e Ham IF(logical test, value if true, value if false)
Vidu 1:
=IF(B1 >=5, “Pau”, “Rét”)

Excel sé& kiém tra biéu thirc B1 >= 5, néu biéu thuc ding (gia tri tai 6 B1 1a >=5) thi
s€ in ra “Pau” va két thic ham, nguoc lai s€ in ra “Rét” va két thac ham.

Vidu 2:
=IF(B1 >0, “Sé duong”, IF(B1 = 0, “Sb khong”, “S6 am”))
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- Excel s& kiém tra biéu thirc B1 > 0, néu biéu thuc ding thi s& in ra “Sé duong” va
két thuc ham, ngugc lai sé xét tiép biéu thuc B1 = 0.

- Néu biéu thtrc B1 = 0 1a dting thi s& in ra “S6 khong” va két thuc ham, nguoc lai s&
inra “S6 am” va két thuc ham.

Vi du 3: gia sir yéu cu xép loai hoc tap dwa vao Diem TB trong bang diém cho
trudce va cach x€p loai nhu sau:

Néu Diem TB>=9 > XS A B C D
Néu 8 <= Diem TB < 9 > Giéi 1 [STT| Ten |Diem TB | Xep loai
Néu 7 <= Diem TB < 8 = Kha 2 Can 6.7
Néu 5 <=Diem TB<7 > TB 3 Kiém 9.2
Néu 3.5 <= Diem TB <5 > Yéu 4 Liém 5.8
Néu Diem TB < 3.5 = Kém 5 Chinh 24

6 Chi 7.7

7 Cong 7.9

- Cong thtrc tai 6 D2:

=IF(C2 >= 9, “XS”, IF(C2 >= 8, “Gi6i”, IF(C2>= 7, “Khd”, IF(C2 >= 5, “TB”,
IF(C2 >= 3.5, “Yéu”, “Kém™)))))

- Sao chép cong thirc tai 6 D2 dén ving D3:D7
Téng qudt: néu cb n truong hop thi ta phai st dung n-1 ham IF 16ng nhau.

e Ham VLOOKUP(lookup value, table array, row _index num, range lookup)
Vi du: Cho dit li¢u nhu bang dudi day:

A B C D E F G

1 BANG HQC BONG BANG TRQ CAP
2 Xép loai | Hoc bong MAaTC | Tilg

3 01 100,000 B 50%
4 02 70,000 A 100%
5 03 50,000 C 0%
6 04 30,000

7

8 DANH SACH NHAN TIEN HQC BONG

9

10 |TT| Hotén | Xép loai Hoc bong | Ma TC | Tro cip |Tong cong
11 Trudng 02 70,000 A 70,000

12 Ky 01 B
13 Khéang 02 C
14 Chién 04 B
15 Nhat 01 C
16 Dinh 03 B

Gido trinh Tin hoc cén ban Trang 152



Chuong 17: MOT SO HAM TRONG EXCEL

17 Théng 04 A
18 Loi 02 A
Yéu cau:

1) Tinh c6t Hoe bong dua vao cot Xép loai va BANG HQOC BONG.
2) Tinh cot Tro cip = Hoc bong * Ti 18
Trong d6 Ti 1& duoc tinh nhd vao cot Ma TC va BANG TRQ CAP.
3) Tinh cot Tong cong = Hoc bdng + Tro cip
Gidi:
1) Tinh c6t Hoc bong
+ Trudc hét ta viét cong thirc cho 6 D11:

Lay gia tri trong 6 C11 (lookup_value) dé do trong ving $C$3:3D$6
(table_array), trong bang nay ta muon 14y cot Hoc bong tue la cot thir 2 (col_index_num),
do trong BANG HQC BONG c6t Xép loai da sip xép theo thir ty ting dan nén ta c6 thé do
tim tuwong d6i (range lookup 13 1 hodc c6 thé bo qua).

Vi viing C3:D6 st dung chung dé do tim nén phai 1iy dia chi tuyét dbi. Ta duoc
cong thirc cho 6 D11 nhu sau:

=VLOOKUP(C11, $C$3:$DS$6, 2, 1)
hoic =VLOOKUP(CI11, $C$3:$D$6, 2)
+  Sao chép cong thirc tai 6 D11 dén vang D12:D18.
2) Tinh cot Tro cip
+  Trudc hét ta viét cong thirc cho 6 F11:

Dé tinh Ti 16 ta 14y gia tri trong 6 E11 (lookup value) dé do trong ving
$F$3:$GS$5 (table array), trong bang nay ta mudn lay cot Ti 1¢ tirc 1a cot thi 2
(col_index_num), do trong BANG TRQ CAP c¢ot Ma TC chua duoc sdp xép nén ta phai do
tim tuyét dbi (range_lookup 13 0).

Ta dugc cong thirec cho 6 F11 nhu sau:

=D11 * VLOOKUP(E11, $F$3:8G$5, 2, 0)

+ Sao chép cong thuc tai 6 F11 dén vang F12:F18.

3) Tinh c6t Tong cong

+ Trudc hét ta viét cong thirc cho 6 G11:
=DI11 +Fl11

+ Sao chép cong thuc tai 6 G11 dén ving G12:G18.

e Ham HLOOKUP(lookup value, table _array, row index num, range lookup)

 Viduy: xet lai vi du ap dung ham VLOOKUP ¢ trén nhung BANG HOC BONG va
BANG TRQO CAP dugc cho nhu sau:

A B C D E F G
BANG HOC | Xép loai 01 02 03 04
2 BONG | Hoc béng | 100,000 | 70,000 | 50,000 | 30,000
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BANG TRQ
CAP

MaTC

Ti 16

50%

100%

0%

Gidi:

1) Tinh cot Hoc bong

Cong thure cho 6 D11 nhu sau:
=HLOOKUP(C11, $D$1:$G$2, 2, 1)
hoac =HLOOKUP(C11, $D$1:$GS$2, 2)

2) Tinh cot Tro cip

Cong thure cho 6 F11 nhu sau:
=D11 * HLOOKUP(E11, $D$4:$F$5, 2, 0)

3) Tinh cot Tong cong

Cong thtrc cho 6 G11 nhu sau:

=D11 + F11
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CHUONG 18: THAO TAC TREN CO SO DU
LIEU

--- 000 ---

18.1. KHAI NIEM VE CO SO DU LIEU

18.1.1. Khai niém vé co sé dir liéu

Khi quan 1y théng tin vé mot ddi twong nao d6, nhu quan 1y nhan vién chang han, ta
phai quan 1y nhiéu thudc tinh lién quan dén nhan vién d6 nhu ho tén, mi nhan vién, phai,
nam sinh, noi sinh, dia chi, ma ngach, bac, hé¢ $0, luong, phu cép, churc vu,... B6 1a cac
thudc tinh phan anh noi dung ctia mot ddi twong can quan 1y. Céac thudc tinh d6 thuong
duoc biéu dién dudi dang céc kiéu dir liéu khac nhau (1a chudi, 30, ngay thang, ...) va dugc
hop nhat thanh mot don vi thong tin duy nhét goi 13 mau tin (record). Cac miu tin cting
“dang” (cung cAu triic) hop lai thanh mét co so dir lidu.

Trong Excel, co s¢ dit liéu c6 dang nhu mot danh sach, vi du nhu danh sach nhan
vién, danh sich hang hoa,... M3i danh sach c6 thé g(‘A)m c6 mot hay nhiéu cot, mdi cot nhu
vay dugc goi 1a mdt truong (field) cia co s¢ dit li€u, t€n cua cot s€ dugce goi 1a tén trudong.

Hang dau tién trong danh sach (co s& dit liéu) chira cac tén truong duoc goi 1a hang
tiéu dé (Header row), cac hang tiép theo mdi hang 1a mot mau tin (record) cho biét thong
tin vé ddi trong ma ta quan 1y.

Vi du: Xét co so dit liéu BANG LUONG CHI TIET cua cac nhan vién trong mot
co quan nhu sau:

A B C D E F G H

1 BANG LUONG CHI TIET

2 Thang 07/ 2001

3 [STT HO TEN MANG |BAC | HE SO|NG_BD | LUONG |PHU CAP
4 | 1 |[Trdn Thanh Binh |01.003| 4 2.58 |25/01/97| 541,800 108,360
5 | 2 |Phan Thanh Binh |01.003 | 3 2.34 |30/01/98| 491,400 98,280
6 | 3 [Nguyén Xuan Huy | 01.009 | 1 1.00 |{01/01/99| 210,000 105,000
7 | 4 [Tran Vin Hung 01.009 | 2 1.09 |15/01/99| 228,900| 114,450
8 | 5 [Nguyén Anh Diing | 01.003 | 1 1.86 [01/10/97| 390,600 78,120
9 | 6 |Chau Thanh Khiét | 01.009 | 1 1.00 |01/05/98| 210,000 105,000
10| 7 |Lé& Minh Loi 01.009| 3 1.18 |01/08/98| 247,800 123,900
11 T(x)ng cong: 2,320,500 733,110

+  MGdi cot goi 1a mot truong (field): truong HO TEN, truong MANG, trudng
BAC, truong HE SO, ...

Hang thi ba duoc goi 1a hang tiéu dé (Header row).

Ttr hang thr tv dén hang tht muoi, mdi hang 1a mot mau tin (record).
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Mot s cong viée thuong gip khi lam viée trén co so dit liéu (bang tinh) nhu: sip xép
(Sort) cac mau tin trong co s& dit liéu theo thit ty ting/ giam ctia mot trudng (goi 1a trudong
khoa), trich loc (Filter) cdc mAu tin thoa mén diéu kién chi dinh, thdng ké, tong hop cac
mau tin theo nhom (Subtotals), ...

18.1.2. Hang tiéu dé (Header row)

La hang déu tién trong danh sach (co so dit liéu) chtra cac tén truong. Tuy nhién mot
$6 co s6 dit liéu co ph'?ln tiéu dé nhiéu hon mot hang, khi d6 céc thao tac thuc hi¢n trén co
sO dir liéu s& bi 16i hodc khong thuc hién dugc, ta phai thém vao mot hang tiéu dé phu cho
co s¢ dir liéu, va stir dung hang tiéu dé phu cho céc thao tac trén co s¢ dit lidu.

A B c | b | E F
A B c | b|E F 1 DIEM
1 DIEM —>| 2 §TT|HOTEN |[TOAN[LY [HOA|T.CONG
_ buWiELOHN 3, AR EE 0T S0 e WP 1D BE ] 3 Coll| Col2 [ Col3 |Cold|Col5| Cols
Hinh 18.1: Tiéu dé nhiéu hon 1 hang Hinh 18.2: Thém tiéu d& phu cho CSDL

18.1.3. Vung tiéu chuin (Criteria range)

La vung chtra diéu kién theo chi dinh (trich loc, théng ké, ...), vung nady co tdi thiéu
2 hang.

C6 hai cach tao viing tiéu chuin:
Gia st cn tao ving tiéu chuan véi diéu kién cac mau tin phai thoa:
a) MANG =701.009" va BAC = 1.
b) MANG ="01.009” hoac MANG = "01.003” va BAC = 4.
e Cich 1: Sir dung tén truwong dé tao ving tiéu chuin
Theo cach nay, vung tiéu chué}n s€ co it ‘nhét hai hang, hang dau chura cic tén truong
dat dicu kién, cac hang khac dung dé mo ta dicu kién.
Cach tao nhu sau
- Chon cac 6 trong trong bang tinh dé 1am vung tiéu chuan
- Sao chép tén truong dung lam diéu kién dén hang ddu cua vung tiéu chudn.

- Nhap truc tiép cac diéu kién vao 6 dudi tén trudng twong tng. Cac diéu kién ghi
trén cung mot hang la cac diéu kién thoa man d@)ng thoi (diéu kién AND), con
nhimg diéu kién ghi trén cac hang khac nhau 1a nhitng diéu kién théa man khong
ddng thoi (diéu kién OR).

Ta c6 vung ti€u chuan cho dicu kién trén nhu sau:

MANG | BAC MANG | BAC

01.009 | 1 01.009

2) 01.003 | 4
b)

e Cach 2: Sir dung cong thirc dé tao vung tiéu chuin

Gido trinh Tin hoc cdn ban Trang 156



Chuong 18: THAO TAC TREN CO SO DU LIEU

Theo cach nay, vung tiéu chuan s€ c6 hai 6, 6 trén chira ti€u dé nhu “Tieu chuan”,
“Dieu kien”, ...hodc bd trong nhung phai khac vai tén truong, 6 dudi l1a cong thirc mo ta
diéu kién.

Cach tao nhu sau

- Chon hai 6 trong trong bang tinh dé lam vung tiéu chuan.

- Nhap ti€u dé ¢ 6 trén cua vung tiéu chuan.

- Nhap cong thirc vao 6 bén dudi mé ta diéu kién, dung mau tin dau tién trong co
s¢ dir li¢u dé dat diéu kién so sanh, ham AND dung dé 1ap cac diéu kién thoa
man dong thoi, ham OR dung dé 1ap cac dieu kién thoa man khong dong thoi.

Ta c6 vung ti€u chuan cho diéu kién trén nhu sau:

Tieu chuan 2) f
FALSE =AND(C4 ="01.009”, D4 = 1) ’
b)
Tieu chuan
TRUE <—_|TOR(C4 =701.009”, AND(C4 ="01.003”, D4 = 4)) ’

M0t s6 cach ghi diéu kién

Yéu céu Cach 1 Cach 2 (6 cong thirc)
C6 ho 1 “Nguyén” HO EEN =LEFT(B4, 6)="Nguyén”
Nguyén *
C6 tén la “Binh” HO TEN =RIGHT (B4, 4)="Binh”
* Binh
C6 chir 16t 1a “Thanh” HO TEN
* Thanh *
C6 ho 1a “Nguyén” va HO TEN =AND(LEFT(B4,6)="Nguyén”,
tén 1a “Huy” Nguyén * Huy | | RIGHT(B4, 3)="Huy")
o N HO TEN .
C6 ho 1a “Nguyén” hodc Neuvan * =OR(LEFT(B4,6)="Nguyen”,
tén 1a “Binh” guyen RIGHT(B4, 4)="Binh”)
* Binh
C6 BAC >=2 BAC =D4>=)
>=2
C6 MANG="01.009" va | | MANG | BAC
=AND(C4="01.009", D4>=2
BAC >=2 01.009 | >=2 ( ’ )
C6 MANG="01.009" MANG | BAC
0 = . — :” 2 —
hotic BAC >— 2 01.009 =0R(C4="01.009", D4>=2)
>=2
MANG | BAC
C6 MANG="01.009"va | [~ "=~ =AND(C4="01.009",
BAC =2 hoic BAC =3 : OR(D4=2, D4=3))
01.009 | 3
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luong 1a trudce 1/1/98

C6 MANG="01.009” MANG | BAC | | - ” .

hodc MANG="01.003" 01,009 —O_R(C4— 01.009”,AND(C4="01.009,
X - D4=2))

vaBAC =2 01.003 | 2

C6 ngay bat dau huong

—F4<DATE(98,1,1)

Co6 HESO * 290,000 >=
450,000

=E4 * 290000>=450000

18.2.TRICH LQOC DU LIEU

Trich loc dit liéu 14 tinh ning loc ra cdc mau tin théa man nhiing tiéu chuan nao do tir
co sO dir liéu ban dau. Co6 hai phuong phap loc dit li€u: loc tu dong (AutoFilter) va loc

nang cao (Advanced Filter).

18.2.1. Loc dir liéu tw dong (AutoFilter).
Lénh Data/Filters/AutoFilter ding dé loc cac mau tin thoa méan nhiing tiéu chuan

nao do tur co s¢ dit 1iéu ban dau. Chi nhitng mau tin nao thoa ti€u chuan thi méi dugce hién

thi con nhitng mau tin khac s€ tam thoi bi che khong nhin thay.

Cach thuc hién

- Chon viing CSDL véi tiéu dé 1a mot hang.

- Vao menu Data/Filters/AutoFilter, Excel s& tu dong thém cac nt tha canh tén
truong cho phép ban chon tiéu chuan loc tuong img vai cac truong do.

A B C D E F G H

1 BANG LUGNG CHI TIET

2 Thang 07/ 2001

3 STv+| HOTEN +|MAN<|BA+|HES+| NG BL.|LUON «|PHUC2
4 1|Tréin Thanh By (40 - 4 | 258 | 25/m01/97 | 541,800] 108,360
5 2|Phan Thanh B {Custom...) 3 | 234 | 300198 | 4914000 98,280
6 3| MauyEn Xuin Jrmes 1 | too | ovowee | 2100000 105,000
7 4|Trén Vén Hing Blarke) 2 | 109 | 150199 | 2289000 114,450
8 5|Mguyén Anh Ding [ UTOUS] 1 | 1.86 | 01/10/97 | 390,600] 78,120
9 6|Chau Thanh Khiét | 01.009| 1 | 1.00 | 01/05/98 | 210,000] 105,000
16 7|L& Minh Lot 01.009| 3 | 1.18 | 01/0%/98 | 247,800 123,900

- Chon diéu kién trong hop liét ké tha cua timg trudng twong tmg.

All: cho hién thj tit ca cac mAu tin.

Top 10: cho phep chon loc ldy mot s6 mau tin co gié tri cao nhat (Top) hay
thap nhat (Bottom).

Custom: cho phép dit cac diéu kién so sanh khac (>, >=, ...)

Céc tri: chi hién thi nhitng mau tin dung bang tri do.

+ Mic nhién Excel s& hiéu tén truong béng voi gia tri dugc chon trong hdp liét ké
tha. Céc diéu kién trong céc truong khac nhau cé tinh chat dong thoi véi nhau

(AND).

Vi du: Loc nhitng mau tin thoa tiéu chuan 18 MANG = ”01.009” va BAC = 1
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Click vao day Click vao day

A va chon 01.009 va chon 1 G H
1 B UGNG CHI TIET
2 hang 07/2001
3 ST« HO TEN vmv BAKI{ESv NG BL »| LUON «|PHI C2 &
& 3 Nguygn Fuagn Huy [ 01009 1 1.00 01/01/9% 210.000] 105,000
Q 6|Chéu Thanh Eiét | 01.00% | 1 1.00 [ 01/05/98 210,000 105,000

, Hinh 18.3: Loc dir liéu ty dong A
+ Néu cl}()n muc Custom thi s€ xuat hién hop thoai cho phép dat diéu kién theo
ti€u chuan khac.

Custom AutoFilter

Show rows where:

B&C
i= greater than or equal to - |2 ﬂ
equals -

does not equal

is greater than

i greaker than or equal ko
i less than

iz less than or equal to
begins with

Wdoes nat begin with prs
ends with

does not end with i O | Cancel
conkains d

Hinh 18.4: Pat diéu kién loc tu dong

Ghi chu:
% Mudn hién thi lai tit ca ban chon 1énh Data/ Filter/ Show All.

@ Mubdn bo ché do loc dit liéu ty dong (bo cac nut tha) trd vé trang thai binh
thuong, ban chon lai 1énh Data/ Filter/ AutoFilter.

18.2.2. Loc dir liéu nang cao (Advanced Filter)

Lénh Data/ Filter/ Advanced Filter dung dé trich ra cac mau tin theo cac diéu kién
chi dinh trong vung tiéu chuan do ban thiét 1ap trén Sheet.

Cach thuec hién
- Tao vung tiéu chuén loc (str dung mot trong hai cach néu trén).
- Vao menu Data/ Filter/ Advanced
Filter, xuét hién hop thoai sau: Advanced Filter EJE|
Action: Action
+ Filter the list, in-place: két qua hién ¥ (e e 5 e

. DN * Copy to another locati
thi truc tiép trén vung CSDL. SR H AnGEnEr Taeatan

+ Copy to another location: két qua Lt remeer [BLI$A$3:$H$10 Y
duoc dat tai mot vi tri khac. Critetia range:  |BLI$CH1T:40414 Y
List range: chon dia chi ving CSDL. Copy to: |BLI$A% 16 EY|

[ Unique records anly
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Hinh 18.5: Loc dir liéu nang cao



Chuong 18: THAO TAC TREN CO SO DU LIEU

Criteria range: chon dia chi vung ti€u chuan.

Copy to: chon dia chi ctia 6 dau tién trong viing két qua (phai chon muc Copy fo

another location).

A Unique records only: néu c6 nhiéu mau tin glong nhau thi chi 1iy duy nhét
mét mau tin dai dién, nguoc lai thi 1y hét cac mAu tin thoa diéu kién cta ving
tiéu chuan (du gidng nhau).

18.3.CAC HAM CO SO DU LIEU

Céc ham co so dit liéu mang tinh chét thong ké nhimg mAu tin trong CSDL ¢6

truong thoa diéu kién cua ving tiéu chuan da duoc thiét lap trude.

Cu phap chung:

=Tén ham(database, field, criteria)

- database: dia chi ving CSDL (nén chon 14 dia chi tuyét dbi cho d& sao chép).

- field: cot can tinh toan, field c6 thé 13 tén truong, dia chi cia 6 tén trudng hodc sb
thir ty cua truong do (cot thur nhat cia vung CSDL da chon tinh 14 1 va tang dan

sang trai).

- criteria: dia chi vung ti€u chuan.

Xét co sé dit lieu BANG LUONG CHI TIET véi ving tiéu chuin duoc tao trude.

A B | c |p]| E F G H
1 BANG LUONG CHI TIET
2 Thang 07/ 2001
3 [STT HO TEN MANG |BAC|HE SO| NG BD | LUONG [PHU CAP
4 | | [Trin Thanh Binh | 01.003 | 4 | 2.58 | 25/01/97 | 541,800 | 108,360
5 | 2 |Phan Thanh Binh | 01.003 | 3 | 2.34 | 30/01/98 | 491,400 | 98,280
6 | 3 [Nguyén Xuén Huy| 01.009 | 1 | 1.00 | 01/01/99 | 210,000 | 105,000
7| 4 |[Tran VanHung | 01.009 | 2 | 1.09 | 15/01/99 | 228,900 | 114,450
8 | 5 [Nguyén Anh Diing| 01.003 | 1 | 1.86 | 01/10/97 | 390,600 | 78,120
9 | 6 |Chau Thanh Khiét| 01.009 | 1 | 1.00 | 01/05/98 | 210,000 | 105,000
10| 7 |Lé Minh Loi 01.009 | 3 | 1.18 | 01/08/98 | 247,800 | 123,900
11 Tong cong: 2,320,500 | 733,110
12
i Vung tiéu chuén 1 MANG Vung tiéu chuén 2 MANG BAC
14 01.009 01.003 4

Danh sach cac ham

Tén ham Y nghia va vi du
Tinh tong cac gid tri trong cot field ciia cac mu tin thoa diéu
kién criteria.
DSUM(database, field, | _pgum($A$3:$H$10, 7, C13:C14)
criteria)
=DSUM($A$3:$H$10, “LUONG”, C13:C14)
=DSUM($A$3:5H$10, $G$3, C13:C14)
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DAVERAGE(database,

field, criteria)

Tinh trung binh cong cac gia tri trong cot field cua cac mau
tin thoa diéu kién criteria.

=DAVERAGE($A$3:§H$10, 7, C13:C14)
=DAVERAGE($A$3:$H$10, $G$3, G13:H14)

DMAX(database, field,
criteria)

Tim tri 16n nhit trong cot field cta cic mau tin thoa didu
kién criteria.

=DMAX($A$3:$H$10, “BAC”, C13:C14)
=DMAX($A$3:$HS$10, 5, G13:H14)

DMIN(database, field,
criteria)

Tim tri nho nhit trong cot field ctia cac mau tin thoa didu
kién criteria.

=DMIN($AS$3:$HS$10, $D$3, C13:C14)
=DMIN($AS$3:$HS$10, 5, C13:C14)

DCOUNT(database,
field, criteria)

DPém cac 6 kiéu s6 trong cot field ctia cac miu tin thoa diéu
kién criteria.

=DCOUNT($AS$3:$H$10, 4, C13:C14)
=DCOUNT($AS$3:$H$10, 4, G13:H14)

DCOUNTA(database,
field, criteria)

Bém cac 6 khac rong trong cot field ciia cic mau tin thoa
diéu kién criteria.

=DCOUNTA($AS$3:§HS$10, 2, C13:C14)
=DCOUNTA($AS$3:$H$10, 2, G13:H14)

18.4.SAP XEP DU LIEU

Tuong ty nhu chirc nang Table/ Sort cia Word, 1énh Data/ Sort cho phép sip xép cac
hang hodc cac cot trong ving duoc chon theo thir tu tang dan (tht tw ABC dbi voi chudi,
hodc so tang dan) hay giam dan (thor tw ZYX dbi véi chu01 hodc sb giam dan) trong ung
khoa sdp xép duoc chi dinh, ving sip xep phai chon tdt ca cde 6 ¢6 lién hé véi nhau, néu
khong s€ xdy ra tinh trang “rau 6ng nay cam cam ba kia”.

Cach thuc hién:

Gia su can sap xép co so dir ligu BANG LUONG CHI TIET 6 trén theo MANG
tang dan, néu cung MANG thi sap theo BAC giam dan.

— Chon vung dir li€u can sap xép.

—  Vao menu Data/ Sort, xuat hién hdp thoai sau:
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‘ Khoa sip xép chinh\l\ : d Sap xép theo
— st by thtr tu tdng dan
|M.ﬁ.NG ﬂ f* fAscending i i
‘ Khoa sap xép thu hai\l\ {" Descending Sap xép theo
— | Thenby thtr tu giam dan
|BAC ~| " Ascending

Khoa sip xép tha @——Then b
p XCp e i . .
| - * Ascending

(" Descending
/meg CSDL d~\\ - My list has
chon c6 dong tiéu f* Header row " Mo header row
_ dé hay khong
Qpkions. .. | (0.4 | Zancel

Hinh 18.6: Sép xép dit liéu

—  Chon c6/ khéng c6 dong tiéu dé.
—  Chon cac khoéa sip xép va thr tir sdp tuwong tng v6i khoa.
—  Click chon OK dé sip xép dit liéu trong bang.

Ghi chu:

& Néu mubn sép theo hang thi chon nut I¢nh Options ctia hop thoai Sort, sau do
chon muc Sort left to right.

& Néu muodn sap x€ép nhanh theo cdt nao do thi dat tro vao 6 bat ky cua cot do va

. - A x L A . h . Z
Click chon nut 24 trén thanh Standard dé€ sap theo chiéu tang dan, hodc i
de sap theo chiéu giam dan.

18.5.TONG HQP THEO TUNG NHOM (SUBTOTALS)

Xét CSDL BANG LUONG CHI TIET 6 trén. Van dé dat ra 1a lam thé nao dé biét
duoc tong tién lvong (LUONG) theo tirng nhom ngach luong (MANG), hay tong hop sd
nhan vién theo bac (BAC), ...Lénh Data/ Subtotals s& giup ban thuc hién dugc nhiing
cong viéc trén.

Cach thuc hién:

Gia st can tong hop va tinh tong tién lwong (LUONG) theo tirng nhom ngach luong
(MANG) trong CSDL BANG LUONG CHI TIET ¢ trén.

— Dung 1énh Data/ Sort & sap xép cac mau tin theo MANG, muc dich dé cac mau tin
c6 cung MANG thi ndm lién ké nhau.

—  Chon ving CSDL can téng hop véi tiéu dé 1a mot hang.

—  Vao menu Data/ Subtotals, xuit hién hop thoai sau:
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+ At each change in: chon tén trudng can
tong hop nhom.

+ Use function: chon ham st dung tinh toan
hay thong ké.

+ Add subtotal to: Chon tén truong chira dir
liéu can thyc hi¢n tinh toan hay thong ké.

+ M Replace current subtotals: Thay thé
cac dong tong hop cti d¢€ ghi dong tong
hop méi.

+04 Page break between groups: Tao ngt
trang gitra cac nhom.

+ M Summary below data: Thém dong tong
hop sau mdi nhom.

Subtotal

At each change in:

2)x

[manG

Use Function:

-~

|Sum

Add subtotal bo:

[~

Remove Al |

| MG_BD -

v

[~ PHU CaP -

v Replace current subtatals

[ Page break between groups
¥ Surnmary below data

o]

Cancel ‘

Hinh 18.7: Tong hop theo nhém

Mot sb ham trong hop liét ké tha Use function:

Ham Mo ta
Sum Tinh tong cac s6 trong nhom.
Count Pém s6 6 khong rdng trong nhom.
Average Tinh gia tri trung binh cac sb trong nhém.
Max Tim gié tri 16n nhit trong nhom.
Min Tim gi4 tri nh6 nhét trong nhom.
Product Tinh tich cac sb trong nhom.
Count Nums | Pém sé 6 kiéu s6 trong nhom.

123 A E C D E F G H
1 BANG LUGNG CHI TIET
2 Thang 07/ 2001
3 STT| HOTEN |MANG|BAC|HE SO| NG BD | LUONG |[PHU CAF
[- 4 1|Trin Thanh Binh | 01.003| 4 | 2.58 | 2501/97 | S541.800) 108,360
5 2|Phan Thanh Binh | 01.003 | 3 | 2.34 | 30/01/98 | 491400 92,280
& 3|[Wauyin Anh Diing | 01.003 | 1 | 1.86 | 01/10/87 | 390,600 78,120
-7 01.003 Total 1,423,200
[+ g A guyén Xuan Huy | 01009 1 | 1.00 | 01/01/9% | 210,000) 105,000
9 5|Trin Van Hing | 01.009 | 2 | 1.09 | 15/01/%9 | 228,900 114,450
10 6|Chau Thanh Ekiét | 01.009 | 1 | 1.00 | 010598 | 210,000[ 105,000
11 7|L& Minh Lod 01.009| 3 | 118 | owogmes | 2473000 123,900
- 12| 01.009 Total 296,700
- 13 Grand Total 2,320,500

Hinh 18.8: Két qua tong hop dit liéu theo nhom (Mic 3)

Lam viéc v6i man hinh két qua sau khi tdng hop nhém

123

- Click vao cac nut dé chon cac mure dir liéu ban muon xem.

+ Al: Chi hién thi téng chinh (Grand Total Only).
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+ 121; Hién thi tong chinh va tong phu (Grand Total And Subtotal).
+ 131. Hién thi chi tiét tit ca cdc mau tin ciing cac téng hop (41l Record).

- Click vao ﬂ dé hién thi hoac j dé che dau cac mau tin trong nhom con.

12]3 A B C D E F G H
1 BANG LUGNG CHI TIET
2 Thang 07/ 2001
3 |STT| HOTEN |MANG|BAC|HE SO| NG_BD | LUONG |[PHU CAP
S, 01.003 Total 1,423,800
[ + |12 01.009 Total 296,700
- 13 Grand Total 2,320,500

Hinh 19.9: Két qua téng hop dit liéu theo nhom (Mic 2)

Ghi chi: dé loai bo téng hop nhom, ban chon Data/ Subtotals, sau d6 chon nut 1énh
Remove All.
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CHUONG 19: TAO BIEU PO TRONG
EXCEL

--- 000 ---

Khi ban can trinh bay dir li¢u ctia bang tinh dén nguoi khac thi viéc hién thi céc su
kién va con sd duéi dang biéu db rat c6 ¥ nghia. Biéu d6 cho phép biéu dién su trong quan
cua dit liéu trong bang tinh trén phuong dién d6 hoa, bién di cac hang, cot thong tin thanh
nhitng hinh anh ¢6 ¥ nghia. Biéu d6 gitp ban so sanh sé liéu trong bang tinh mot cach truc
quan, tranh viéc phai doc cac s6 liéu chi chit trén bang, tién doan dugc su phat trién cua dit
liéu mo ta trong bang, lam cho bang tré nén sinh dong va thuyét phuc hon.

19.1.Céc 10AI bIEu dO

C6 3 loai biéu d6 thuong gip 1a biéu d6 dang cot (Column), dang dudng thang (Line)
va dang banh (Pie). Tur 3 dang nay Excel trién khai thanh 14 loai biéu d6 chuan (Standard
types) va 20 kiéu biéu do tuy chon (Customize types) co thé dung dé biéu dién s lidu
trong bang tinh thanh nhiéu cach nhin khac nhau tiy theo yéu cau ctia ngudi dung.

Cic loai biéu d6 chuin trong Excel va cong dung co ban ciia mbi loai

Biéu twong | Loai biéu do Chikc niing

||_l'_ Column So sanh céc loai dir liéu v6i nhau theo chiéu doc.

E Bar So sanh céc loai dif li¢u véi nhau theo chiéu ngang.

Iﬁ Line Cho xem su thay d6i dit liéu trong mot giai doan.

':] Pie So sanh ty 1¢ ciia cac thanh phan trong mot tong thé.
XY (Scatter) Mo ta quan hé gitra hai loai dir li¢u lién quan.

u Area Nhan manh tdm quan trong twong ddi ctia cac gia tri qua
mot giai doan.
'ﬂ So sanh cac phan véi tong thé trong mot hodc nhiéu
Doughnut , NI, R I S
pham tru dir li¢u (Bi€u do Pie c6 mot 16 ¢ gita).
Chi ra cac thay ddi trong dit liéu hodc tan s di liéu
Rada Koo gs A <R
tuong doi voi tam diém.
Surfuce Tao vét cac thay ddi trong hai bién s6 khi bién s thir ba
(nhu thoi gian) thay doi, 1a mot do hoa 3 chiéu.
[ ™ Hién sang cac chum gié tri, tuong ty nhu dd hoa
Buble
LR Scatter.
LE Két hop dd hoa Line va dd hoa Column. Pugce thiét ké
Stock o 1A, 2R A, ., R e
dac biét dé tao vt gia co phicu.
Culinder Str dung mot hinh tru dé trinh bay cac dir li¢u dd hoa
Y Bar hay d6 hoa Column.
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‘ Nhin manh céc dinh cta dit liéu, 1a dd hoa Bar hay dd
Cone
hoa Column.
Poramid Nhin manh céc dinh cﬁq dir liéu trong cac dd hoa Bar
‘ i hay Column, tuong tu do6 hoa Cone.

19.2.CAC THANH PHAN CUA BIEU PO

P

) v, .
%3 THONG KE SINH VIEN

300 ;D

250 £
g 200 S [ETINHOC
5 150 5 1 I - (mBIENTL
o 100 L |0 CAODANG
il i
[:I g1 T I_‘I T T T T 1

1982 1893 1494 1995 19486 1997 189 ‘\@
© Nam+—(s)

Hinh 19.1: Cac thanh phan cta biéu db

Y nghia:
1. Chart Area: Ving nén biéu do.
Chart Title: Tiéu dé cua biéu do.
Truc X.
Category (X) axis labels: Vung gia tri trén truc X.
Category (X) axis : Tiéu d& truc X.
Truc Y.
Vung gié tri trén truc X.
Value (Y) axis: Tiéu dé truc Y.
Gbc toa d6 O.

10. Gridlines: vung ludi.

A e A i

11. Day s6 liéu dugc minh hoa trong biéu do.

12. Legend: Chu giai, ding dé mé ta day s liéu trong biéu do.
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19.3.CAC BUOC DUNG BIEU PO

19.3.1. Chuén bi dit liéu cho biéu do

Mot biéu do trong Excel dugc tao ra tur dir li€u trong bang tinh hi¢n hanh. Vi vay
trudce khi xay dung bi€u d6 ban can tao bang tinh c6 chira cac dir liéu can thi€t bang cach
nhap dir liéu tryc ti€p hodc stir dung cac ham Excel dé tinh.

Vi du nhu s6 liéu trong bang THONG KE SO LUQNG SINH VIEN theo timg nim
hoc, hay dir li¢u cho cac PO THI TOAN HOC dudi day:

A B C D| E F G

1 | THONG KE SO LUQNG SINH VIEN PO THI TOAN HQC

2

3 |NAM |TIN HOC [PIEN TU|CAO PANG X |Y=2x-6 | Y=x+7

4 | 1992 100 54 0 -4 26 3

5 | 1993 154 53 45 -3 12 4

6 | 1994 96 38 60 %) 2 5

7 | 1995 145 78 80 -1 -4 6

8 | 1996 166 93 128 0 -6 7

9 | 1997 173 75 160 1 -4 8

10 | 1998 154 94 245 2 2 9

11 |Cong: 988 485 718 3 12 10

12 4 26 11
Yéu cau:

a. Dung biéu d6 dang cot dé biéu dién so luwgng sinh vién cac nganh theo timg
nam hoc.

b. Dung biéu d6 Pie dé so sanh tong s6 sinh vién cua 3 nganh tir nam 92-98.

c. Dung biéu dd XY (Scatter) dé v& dd thi cho cac ham s6 Y =2x’—6 va Y,= x+7
trén cung mot h¢ truc toa do XY.

19.3.2. Céc thao tac tao biéu dd
Vi du: Thyc hién yéu ciu (a): biéu dién sé luong sinh vién cac nganh theo timg nam.
- Vao menu Insert/Chart hoac Click vao nut Chart Wizard (1] trén thanh Standard.

- Thao tac qua 4 budc ctia Chart Wizard nhu sau:
Budre 1 (Step 1 of 4 - Chart Type): chon loai biéu dd.

Chart Wizarnd - Step 1 of 4 - Chart Type

ChOH 103.1 Standard Types l Custom Types l
bléu d6 Chart bype: Chart sub-type:

i

Chon biéu o
con trong loai

-
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Buéce 2 (Step 2 of 4-Chart Source Data): Chon vung dit lidu.

— Lép Data Range (Hinh 19.3)

+ Data Range: ving dit liéu dung biéu do.

+ Series in: dit liéu cua timg ddi twong nam theo hang (Row) hay cot (Column)

Chart Wizard - Step 2 of 4 - Chart Source Data E E| Source Data E E|
Data Range l Series ] Data Range Series l
300 300
250 250
200 200
OTINAIG TTINHGC
150 — mBENTT 150 — mBENTT
0 CADBAN 0 CADBAN
100 100
a a
1 2 3 4 5 [3 [ 1932 1933 1934 1935 1336 1997 1396
Datarange:  [=SheetzI$CHa4:4E411 ES| =
- s - = ITIN HOC Manme: |=sheetz13D$4 ]
- 'ETEM T
Series in: " Rows
ir
+ Columns | valuss:  [=ShestzigDgsgo$11 3
Add Remave
Categary (%) axis labels: |=Sheet2!$B$5:$B$1 i E
Cancel | < Back. | Mext = | Finish | Cancel | < Back. | Mext = | Finish |

Hinh 19.3: Viing di liéu dung biéu d6

Hinh 19.4: Ving dit liéu ting thanh phan

— Lép Series (Hinh 19.4): ving dir liéu timg thanh phan trong biéu dd

+ Series: mbi tén trong danh sach xac dinh mot dy sb liéu trong biéu d (sinh
vién moi nganh). Dt li¢u twong ing dugc dinh nghia trong hop Name va Values

+ Name: tén cho day sb liéu cua doi tuong dugc chon trong danh sach Series, 1a
dia chi 6 tiéu dé cua day so li€u, néu khong c6 thi hop Name sé trong, khi do

ban phai ty nhap tén vao.

Chi y: nhing tén (name) nay s€ 1a nhan cho ch giai (Legend) dé xac dinh

moi day so liéu trong biéu do.

+ Values: dia chi cua day s6 liéu cua ddi tuong dugc chon trong danh sach Series.

+ Niit Add: Thém day sé liéu méi.

+ Niit Remove: Xo6a diy sb liéu khong dung trong biéu dd.
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+ Category(X) axis labels: Vung dit liéu lam tiéu dé truc X.

Buéic 3 (Step 3 of 4-Chart Options): x4c dinh cac tity chon cho biéu do.

Titles: Dit cac tiéu dé cho biéu do.
+ Chart title: tidu d& biéu do.
+ Category(X) axis: tiéu dé truc X.
+ Value (Y) axis: tiéu dé truc Y.
- Axes: Tuy chon cho cac truc toa do (X, Y, ...).

- Gridlines: Tuy chon cho cac duong ludi.

- Legend.‘ T]:ly Ch()l’l cho phén Chart Wizand - Step 3 of 4 - Chart Options

Chu glal' Titles ] Axes ] Gridlines ] Legend ] Data Labels ] Data Table
. A - 2 Chart title:
- Data Label: thém hOT;IC bod [THENG KE STNH VIEN THONG KE SINH vIEN
cac nhan dir liéu cho cac Cotegory () axis: 00
thanh phan cta biéu do. [z =
Walue () axis: E - :;';:DT;
- Data Tabel: Thém béng di |5 lrgng B 0 OCADDAN
liéu nguon vao bicu do. | *
3 Q“:‘J \Q“? \""“‘ -\ﬁ‘\&l \'a’\ -\ﬁ‘\‘:h
| Mim
Cancel | < Back | Mext = I Einish

Hinh 19.5: Cac tiy chon cho biéu do

Budéc 4 (Step 4 of 4-Chart
Location): xac dinh vi tri dat biéu
do.

— As new sheet: tao mot il | © asnewshesr  [char
y . I3 ° I . A ==
Sheet maéi chi chira biéu
do. sl B asobjectin: Sheetz ||
E_r———

— As object in: chon Sheet

dé dat bléu d6 Cancel | < Back | | Firish |

Click vao nut Iénh Finish
dé hoan thanh viéc tao biéu do.

Hinh 19.6: Xac dinh vi tri dat biéu dd
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Cac biéu do minh hoa theo so li¢u bang tinh va cic yéu cau & trén

THONG KE SINH VIEN

19592 19935 1954 1995 1996 1997 1933

Nam

@TIN HOC
mBIEN T
oCAD BANG

Hinh 19.7: (a) S6 luong SV cac nganh theo timg nim

33%

22%

SO SANHTY LE
SINH VIEN CAC NGANH

DO THI HAM 50 TOAN HOC

@TIN HOGC
mEIEN TU
ocA0 BANG

— ¥l=Zx24
—W2=nt7

Hinh 19.8: (b) So sanh téng sé SV cta 3 nganh

19.3.3. Chinh sira biéu dd

Hinh 19.9: (c) Db thi cac
ham so toan hoc

Sau khi dung xong biéu d6 theo 4 budc néu trén, ban co thé chinh sira lai biéu d6
bang cach thay d6i cac théng sd nhu: thay doi loai biéu do, ‘vung dir li¢u, hiéu chinh cac
tiéu d&, ... twong ing voi cac bude di thuc hién dé dung biéu do.

Cach thue hién

- Click chon biéu d6 can chinh sira, khi d6 menu Data s& chuyén thanh Chart.

- Chon budc can chinh stra trong menu Chart (hoic R_Click 1én nén biéu d6 roi

chon Iénh twong Ung).

- Thuc hién chinh stra nhu khi dung biéu do.
1. Chart Type: Chon lai kiéu biéu d6 (Budrc 1).

2. Source Data: Chon lai dit liéu ngudn (Budrc 2).

_ Chart

3. Chart Options: Chon lai cac tuy chon (Budc 3).

4. Location: Chon lai vi tri cho biéu d6 (Budc 4).

5. Add Data: thém day s6 liéu méi.

1 —— cChark Tvpe...

2 Saource Data. ..

3 — cChark Qpkions. ..
Locakion. ..

5 — addData...
Add Trendline. ..
3-D Wiew, ..

Hinh 19.10: Chon

budc chinh stra biéu do
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19.3.4. Pinh dang biéu dd

Menu Format cho phep dinh dang cac thanh phan trong biéu do. Tuy theo loai biéu do,
thanh phan trén biéu do can dinh dang, Excel s& cung cip ndi dung dinh dang phu hop. Péi
v6i vin ban nhu tiéu dé, ghi chd, ... thi c6 thé dinh dang Font, mau chir, mau nén, huéng
van ban. Pbi vai cac cot hay nguyen biéu dd thi c6 thé chon dudng vién, mau, ...

Cach thuec hién
- Click chon thanh phﬁn can dinh dang.

- Vao menu Format/ Selected ... (hoac Ctrl + 1, hoac R_Click Ién thanh phan can
dinh dang, sau d6 chon Format ...), hop thoai Format ... xuat hién.

- Thuc hién dinh dang cho thanh phan d6 theo y muén.

Vi du: dinh dang ving nén biéu d6 (Chart Area), hop thoai Format Chart Area nhu
hinh duéi day:

g l Fant: l Properties l Patterns l Fant

Border Area Obiject positioning
* Automatic (' Autamatic + Move and size with cells
™ Mone " Mong " Move but don't size with cells
- i { i i

Custom EEEEEEEN Don't move or size with cells

Style: - EEEEEENEN [+ Print object

- = u N v Locked
Celar: Aukomatic = O O Locking obijects has no effect unless the sheet is
_ protected, To protect the sheet, choose

Wéeight: v Prokection From the Tools menu, and then choose
™ shadow ] u ] Protect Sheet, A password is optional,
™ Round cornets L EEENE

Fill Effects...
Sample
oK | Cancel | oK | Cancel |

Hinh 19.11: Chon dudng vién va mau . . o N
cho viing nén bidu db (Chart Area) Hinh 19.12: Bat thudc tinh cho biéu do
+ Lép Patterns: cho phép chon dudng vién va mau nén cho biéu do.

+ Lép Font: cho phép dinh dang cic thanh phan 13 vin ban trong biéu dd (twong tu
nhu 16p Font trong hop thoai Format/ Cells).
+ Lép Properties: cho phép thay ddi cac thudc tinh cho biéu db.

V' Move and size with cells: biéu d6 s& di chuyén va thay dbi kich thudc theo cac 6.
Nghia la khi xo4 hay thém cac 6 vao trong bang tinh thi biéu d6 ciing di chuyen
theo (Vi du nhu khi ta x6a cac 6 bén trai bicu do thi biéu do cling di chuyén qua
trai, khi thém céac 6 vao bén trai bleu d6 thi biéu do sé di ch}lyer‘l qua phai, ...).
Khi thay d61 do rong cot hay chi€u cao hang ¢6 “di” qua biéu do thi kich thudce
biéu do cling thay doi theo.

v' Move but don 't size with cells: biéu d0 s& di chuyén cing cac 6 nhung khong
thay doi kich thudc theo cac 6.

v Don’t move or size with cells: biéu d6 s& khong di chuyén va ciing khong thay
doi kich thudce theo céc 6.

v' ™ Print object: cho in néu biéu d6 nam trong ving duoc chon dé in.

v ™ Locked: khoa biéu d6 cung vai Sheet (chi thuc hién duoc khi chon khoa bao
vé€ Sheet trudc)
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V6i thanh phé{l khac, ndi dung dinh dang ciing thay d6i cho phii hop, nhur khi chon
dinh dang cho tiéu dé biéu do6 (Chart Title), hop thoai Format Chart Title nhu sau:

Lép Alignment: cho phép canh 18
va chon huong chir cho thanh phéan van ban
trong cho bicu do.

v Horizontal: canh 18 vin ban
theo phuong ngang.

v’ Vertical: canh 1& vin ban theo
phuong doc.

V' Orientation: chon hudng chir.

Str dung thanh cong cu Chart
Thanh cong cu Chart cé chira

Patterns] Font
Text alignment Orientation
Horizonkal: |Center j + -
*
Yertical: Center - T )
=
o | Text *
t .
*
.-
o 3: Degrees
[a]4 I Cancel |

Hinh 19.13: Canh 1& va chon huéng chix
cho thanh phan van ban trong cho biéu do

mot sb nit dugc thiét ké nham giup
ban dinh dang nhanh biéu db. e B M- Ea B
N N Cakegory Axis
Click vao biéu do, thanh cong m‘:hart Area ( ) 5 @5 Qb
cu Chart sé& tu dong Xuat hién hoac Legend 2

ban c6 thé bat/ tit thanh cong cu
Chart bang cach vao menu View/
Toolbars/ Chart.

Y nghia:

Flot Area

Walue Axis

Yalue fxis Major Gridlines
Series "TIN HOC"

Setigs "BIEN TLM

Series "CAD BANG"

Hinh 19.14: Thanh cong cu Chart

1. Chart Objects: Chon thanh phan trong
biéu do dé dinh dang.

2. Format Chart ...: Hién‘thi hop thoai
Format rng v6i thanh phan da duogc chon &
trén.

3. Chart Type: Chon loai biéu do.

4. Legend: An/ hién chu thich cua biéu do.
5. Data Table: An/hién bang dit liéu.

6. By Row: Biéu d6 duoc vé theo hang
(row).

7. By Column: Biéu d6 duoc vé& theo cot
(column).

8. Angle Text Downward: Nghiéng van ban
(Text) theo hudéng xudng.

9. Angle Text Upward: Nghiéng van ban
(Text) theo huong 1én.

Ngoai céchvsfl dung menu Format va thanh cong cu Chart dé dinh dang cho biéu dd,
ban c¢6 thé thay doi kich thudc va di chuyén biéu d6 nhu 1 mdt doi tugng hinh trong Excel.
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CHUONG 20: PINH DANG VA IN AN
TRONG EXCEL

--- 000 ---

Chuong nay s& hudng dan ban chuén bi cac cong viée dé in 4n nhu: thiét 1ap cac tuy
chon cho trang in (Page Setup), xem ludt bang tinh (Print Preview) va thuc hién in (Print).

20.1.DINH DANG TRANG IN (PAGE SETUP)

Lénh File/Page Setup cho phép ban dat huéng trang (Orientation), chon kho gidy in
(Paper size), dat do rong cua cac 1€ (Margins), tao ti€u d€ va ha muc (Header and Footer),
danh s6 trang (Page number), chon vung dit li¢u in (Print Area), ...

Hop thoai Page Setup gdm cac 16p sau:

e Lép Page: dit hudng trang, chon kho gidy in, ...
- Orientation: Chon hudng —
gléy in. Page Setup E]E|
Page l Margins l HeaderfFooter l Sheet ]

Portrait: huéng in ding. o
Crrientation Print
Landscape: huéng in ngang. . — r =
P g gang f* Partrait; { Landscape Print Presview
- Scaling: chon ty 1€ in. , :
: * Scaling Options. ..
- Paper size: ch(_)n kho glé.y o adjusttor  [100 =3 % normal size
- Print quality: chon chit Corrtr [T =] pagelsjwideby [T = tal
lugng in.
. Paper size: |6 -
- First page number: chon persize: | =~
s0 bat dau cua trang dau Print qualty:  [300 dpi =
tién.
First page number: Auto

oK | Cancel |

Hinh 20.1: Dat huéng trang, chon khé gidy in

e Lép Margins: dat d6 rong cua cac 18

Chon d¢ rong cac 1é Page Setup RPIX
Top, Bottom, Left, Right, -
Header va Footer (don vi la [ 1| Headersrooter | shest |

il’lCh) . Top: Header: Prit...
nos = 05 =

Néu muodn dat bang Prinit Previen
tinh nam ngay tai tdm cua Qptions. .

trang in (Center on page), Left: Right:
danh dau vao muc 13 = 098 =]

Horizontally dé dat bang tinh
vao trung tam trang in theo

chiéu ngang, danh dau vao Bottom: Eooter:
muc Vertically dé dat bang 098 = =
tinh vao trung tAm trang in TR
‘A r v Harigontally Iv ‘ertically
theo chicu dung.
oK | Cancel |
Gido trinh Tin hoc cén ban Tz 3
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o Lép Header/ Footer: tao ti€u dé/ ha muc, danh s6 trang, ...

Page Setup E| El

Page lMargins HeaderfFooter ] Shest l

Chrrng 21 Indn trong Excel Prink...
Prink Preview

Options...

Chon Header
cO san

Header:
\lchucrng 21: In &n trong Excel j

\
- (ustom Header... Custam Footer. .. Tao Footer
Footer: theo y muonj

Gi&n trinh Tin hoc chimg chi A, 1

Bo Man Tin Hoc, Page 1, 10/1j2004

Prepared by Bo Mon Tin Hoo 10/1/2004, Page 1
Khoa Khoa Hoc Confidential, Sheetl, Page 1
Bookl

Tao Header
theo ¥y mudn

\
Chon Footer
cO san

frinh Tnhocchimgefiae L o]

oK | Cancel |

Hinh 20.3: Tao tiéu d&/ ha muc, danh sd trang

C6 thé chon tiéu dé/ ha muc c6 sin trong hop Header/ Footer, tuy nhién cac ti€u dé/
ha muc nay c6 thé khong dung véi mong mudn ctia ban. Pé tao tiéu d&/ ha muc theo ¥ cua
riéng minh, ban hay Click vao nut Custom Header/ Custom Footer. HOp thoai Header/
Footer (giéng nhau) cho phép ban tao tiéu dé/ ha muc, danh sé trang, chén ngay, gio, ...

Footer E| El

To Format kext: select the text, then
! Ok
Toinsert a page number, date, time, 1 ‘2 ‘3 4 ‘5 ‘6 "7

in the edit box, then choose the ap Cancel

Al €8] Blo| 8|2
Left section: Center section: Right section:
Gi&o trinh Tin hoc chibng chi Trang &[Page]
A,

/] /| /\

Tiéu d&/ ha muc

Tiéu d&/ ha muc Tiéu dé/ ha muc

bén trai & giira bén phai
Hinh 20.4: Tao tiéu d&/ ha muc theo v mubn
Y nghia cac nit
1. Binh dang ky tu (Font, Size ...). | 5. Chén thoi gian (Time).
2. Chén s6 trang. 6. Chen tén tap tin Excel (Workbook).
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3. Chén tong sd trang. 7. Cheén tén bang tinh (Sheet).

4. Chén ngay thang (Date).

e Lép Sheet: chon vung dir li€u in, dat tuy chon khi in, tha ty in, ...

Page Setup @gl

Page l Margins l Header Footer Sheet ‘

Print area:  |AL:F12 EY Prirtt...

Frint titles ) )
| J Print Presiew

Rows to repeat at top:

g
options. .,
Columns ko repeat at left: | E

Prink
Iv Gridlines v Row and column headings

[ Black and white Comments: |(N|:|ne) ﬂ
[ Draft quality

Page order

(% Diown, then over

it i
[nig] [
PIONTI]

e e

(" Owver, then down

[a]4 | Cancel |

Hinh 20.5: Chon vung dir li€u in, dat tuy chon khi in, tha ty in, ...

—  Print area: cho phép chon vung dit liéu in (néu chon thi chi dir liéu trong ving méi
duoc in, nguoc lai (khong chon) thi in tat ca dit li€u trong Sheet).

Chu y:
& (Co thé chon vung dir li€u in nhu sau:
+ Chon vung dir li¢u in.
+ Vao menu File/ Print Area/ Set Print Area.
@ P¢é bo chon ving dit lidu in, ban chon 1énh File/ Print Area/ Clear Print Area.

— Print titles: 1ap lai tiéu d& hang (row) va cot (column) trén mdi trang in (khi bang
tinh c¢6 nhi€u trang).

+  Rows to repeat at top: 13p lai tiéu dé hang trén dau mdi trang in.
+  Columns to repeat at left: 1ap lai tiéu dé cot bén trai mdi trang in.
—  Print: dat mot s6 tuy chon khi in.

+ Gridlines: chon in cac dudong ludi (1a cac duong chia ma ban thuong thiy trén
man hinh. Cac duong nay xac dinh céac 6 trong bang tinh. Thong thuong cac
duong ludi nay khong dugc in ra).

Black and white: chon ché do in tréng den.
Draft quality: chon ché d6 in nhap (chat lugng kém nhung in nhanh hon).

Row and column headings: chon in chi sb hang (1,2,3,...) va tén cdt
(A,B,C,...).

+ Comments: chon in/ khong in phan chii thich.

— Page order: chon thu ty in khi bang tinh c6 nhiéu trang,
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+ Down, then over: in theo chi€u tr trén xuong dudi hét cac trang, sau d6 méi in
phan du bén phai.

+  Over, then down: in theo chiéu tir trai sang phai hét cac trang, sau d6 méi in
trang sau.

20.2.XEM TRUOC KET QUA IN (PRINT PREVIEW)

Chure nang Print Preview dung dé xem trudc két qua in trén man hinh, nham kiém
tra va hi€u chinh trudc khi in d€ tranh cac sai sot. Trong man hinh Print Preview, ban c6
thé thuc hién:

v Phéng to, thu nhd (Zoom) ty 18 hién thi trang in.
v" Diéu chinh cac 1& cua trang in (Left, Right, Top, Bottom, Header, Footer).
v' Piéu chinh do rong cua cac cot.

bé chuyén sang ché do Print Preview, ban thuc hién theo mot trong cac cach sau:

Chon menu File/ Print Preview

Click vao nut Print Preview @ trén thanh cong cu chuan.

Chon nut 1énh Print Preview trong hop thoai Print hay Page Setup.
1 2 3 4 5 6 7 8 9

3 hlicrosoft Excel - Blap Excel tu sheet 1 den sheet12

Header

EAQCAG BAM HAMG
THIHCTART

B
mm

Tha' [Trpénche

HEEEBEEREEEREEAEPEBELEE!

Bottom

Ad
Preview; Page 1 of 2 | [ [ [ MUK | [

Hinh 20.6: Xem trudc két qua in trén man hinh

Y nghia cdc nit 1énh trén thanh cong cu trong man hinh Print Preview:

1. Next: Dén trang ké tiép.
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Zoom: Phong to/ thu nhé man hinh.

Margins: Diéu chinh céc 1€.

NS kW

Previous: Trd lai trang ngay phia trude.

Print: M& hop thoai Print dé thuc hién in.
Setup: M& hop thoai Page Setup dé dinh cac thong s in.

Page Break Preview: Khi dugc chon s& quay vé bang tinh va chuyén qua ché d6

man hinh Page Break Preview. O ché @6 nay sé& c6 nhitng duong ké tuong trung
cho vi tri ngat trang kem theo nhiing dang chir m& Pagel, Page2, Page3, ... d¢
cho bi¢t ving dang xem la & trang nao. B¢ quay vé ché do binh thuong, ban

chon 1énh View/ Normal.

8. Close: Déng man hinh Print Preview lai.

9. Help: m¢ trg giup cua Excel.

20.3.THU'C HIEN IN (PRINT)

Sau khi hoan tat phén ndi dung, dé thuc hién in trong Excel, ban thyc hi¢n theo cac

budc sau:

e Dit cac thong sb cho cac trang in (Page Setup).

e Chon vung dit lidu can in (Print Area).

e Xem trudc khi in (Print Preview) dé diéu chinh néu can thiét.

e Thuc hién in: chon menu File/ Print; hoic to hop phim Ctrl + P; hoac chon nut

1énh Print % trén thanh Standard. Hop thoai Print nhu sau:

- Printer: chon may in s dung

trong hop Name. Printer
. . . Mame: 5 \ser 2005 HP LaserJet 1100 {M5) - Propetties...
- Print range: chon vung in. | -
Skatus: Idle
+ All: chon in tat ca cac trang. Vel GlPLeseie st JATT ()
Where: LPT1:
+ Page(s): chon in lién tuc tur Comment: I Prink to file
trang bat dau (From) cho dén | frint range Copies
trang cudi (TO) Cal Mumber of copies: 2 =
. (* Page(s) From: |1 3: To: |2 3: -
- Print what: phan duoc in. )
Print what Ijil ¥ Collate
+ Selection: in khdi dugce chon " selection " Entire workbock : B
’ ) o (% Active sheet(s)
+ Entire workbook: in tat ca
cac Sheet trong Workbook. e x| cance

+ Active(s) sheet: in Sheet hi¢n
hanh.

- Copies: s6 ban va thu ty in.
+ Number of copy: chon s ban in.

+ Collate: kiém tra thir tu in.

Hinh 20.7: Thyc hién in

Vi du: Gid st in trang 1, 2 va s6 ban in 13 3. Th{ tu in nhu sau:

M Collate: trang 1, trang 2, trang 1, trang 2, trang 1, trang 2.
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3 Collate: trang 1, trang 1, trang 1, trang 2, trang 2, trang 2.
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CHUONG 21: GIOI THIEU MICROSOFT
POWERPOINT

--- 000 ---

Microsoft PowerPoint (goi tat: PowerPoint) 1 mot phan mém trinh dién
(presentation) chuyén nghiép c6 nhiéu tién ich dé trinh bay van dé co hinh thirc dep va sinh
dong, dé sir dung, dﬁy hiéu qua. Ban c6 thé sur dung PowerPoint dé tao céc trinh dién phuc
vu dong dao khan thinh gia v6i nhiéu muc dich khac nhau.

Trinh dién 14 phuong tién dé truyén dat thong tin, thuyét phuc, gido duc khan gia.
PowerPoint cung cap cho ban cic cong cu dé tao cac minh hoa cho phan thuyét trinh trong
cac hdi thdo, hoi nghi, seminar, bao céo luan van,... Ngoai ra no6 cling dugc st dung phé
bién trong cong tac giang day. Mdi trang thé hién noi dung, hinh anh, 4m thanh, ... dugc
goi 1a mot Slide.

PowerPoint c6 thé st dung dé trinh bay mdt van dé theo cac cach sau:

+ Trinh bay truc tiép bang may tinh: may tinh s& dugc ndi véi mot may
Projector hoac may Datashow.

+ Trinh bay gian tiép: bang cach in ra cac trang Slide réi sir dung may
Overhead.

21.1.GIOI THIEU MICROSOFT =
POWERPOINT PowerPaink

21.1.1. Khéi dong Microsoft PowerPoint
Cach 1: Chon 1énh Start/ Programs/ Microsoft PowerPoint

Cach 2: D_Click vao biéu twong PowerPoint trong man hinh nén (Desktop).

Cach 3: D_Click Ién tap tin PowerPoint c¢6 sin trong mdy.

21.1.2. Thoat khéi Microsoft Power Point
Cich 1: Click vao nut Close X,
Cach 2: Chon 1énh File/ EXxit.
Cich 3: Nhan t6 hop phim Alt + F4. PowerPoint PIX

21.2.Man hinh cUA
PowerPoint

Create a new presentation using

21.2.1. Cira s6 PowerPoint Startup

{+ Blank presentation

Sau khi goi ing dung PowerPoint, cira s6
PowerPoint Startup xuat hién nhu hinh 22.1 cho n » _
phép ban chon cach tao méi hay m¢ mdt trinh % Open an exeting presentation
dién di co trong may. 3

AutoContent Wizard: tao mot trinh dién st
dung tro gitup (Wizard). L

I Don't show this dialog box again

Giao trinh Tin hoc can ban ok | cancel |

T
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Design Template: tao mot trinh dién theo mau da thiét ké.

Blank presentation: tu thiét ké mot trinh dién méi.

Open an existing presentation: md mot trinh dién da cé trong may.

21.2.2. Cira s6 PowerPoint New Slide

Khi chon tao méi mot
trinh dién hodc chén thém vao
trinh dién mot Slide méi, cira
s6 PowerPoint New Slide xuét
hién nhu hinh 22.2 cho phép
ban chon hinh thirc trinh bay
cua Slide s€ duoc tao.

Ban chon AutoLayout
muon st dung, sau do Click
vao nat OK d¢ chon.

Mew Slide

hoose an Aukolay

aut:

I Don't show this

||

dialog box again

)
K

Ok,

Zancel

i

Text & Clip Art

Hinh 21.2: Ctra s6 PowerPoint New Slide

21.2.3. Cira s6 chwong trinh PowerPoint

Microsoft PowerPoint - [Presentation]

EBX

IE=o=w

Slide 1 of 1

Eile Edit Yiew Insert Format Tools Slide Show

indow

Help | WietheyOZz 1

bCedsS &V |- QHOWm D IEharm s - 03,
Times NewRoman  « 44 - |B T U 8 E === A a S Common Tasks »
Ay Y et - B o
HE
1 @ Tao trinh din vdi Power Point
é Tao trinh dién v6i Power Point 9
& R A
in Clicktn 2dd text ;
| Dowbleclidttoadd |
: clip art

=|=| ]

Defaul: Design

Hinh 21.3: Cira s6 chuong trinh PowerPoint

Cac thanh cong cu: ngoai cac thanh cong cu tuong tur nhu cia Word, PowerPoint co
thém thanh tao hi¢u ing (Animation Effects) dung d¢ tao cac hiu img cho cac doi tugng
trong Slide (van ban, hinh anh, bang biéu, do6 thi, ...) gitp cho Slide thém sinh dong.
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Bat/ tat thanh nay, vao menu View/ Toolbars/ Animation Effects.

21.2.4. Cac thao tac trén tip tin

Tap tin cia PowerPoint c6 phin mod rong mic nhién 1a .PPT (Presentation). Céc thao
tac mé file, dong file, luu file twong tu nhu Word.

Ngoai ra, ban co thé chon luu tap tin PowerPoint dudi dang phﬁn m¢& rong 1a .PPS
(PowerPoint Show).

21.2.5. Cac ché d9 hién thi ciia PowerPoint
PowerPoint c6 bén ché d trinh bay va mot ché @  Normal  Slide  Slide Show
trinh dién. Pé chon ché d6 hién thi, Click chon vao nut
cong cu trén thanh cong cu View & cudi trang man — oo
hinh. [E = |j oo 1-_?:"
Ban cling c6 thé vao menu View, sau d6 chon cach
hién thi tuong tmg. Outline Slide Sorter

Hinh 21.4: Céc ché do hién thi
a. Ché @9 binh thwong (Normal View)

Khi hién thi & ché do nay, man hinh dugc chia thanh 3 phén: ctra sO bén trai hién
thi tong quan nodi dung ctia ban trinh bay, cira s6 bén phai hién thi ndi dung ctia Slide hién
hanh, va ctra s6 ghi cha & phia bén duéi (nhu hinh 21.3). Ché d6 nay thuong dugc sir dung
khi tao, chinh stra ngi dung Slide.

b. Ché d xem Slide (Slide View)

Hién thi timg Slide trén man hinh, ché d6 nay thuong duoc dung dé thém hinh anh,
dinh dang ky tu, va dinh dang mau nén.

Microsoft PowerPaint - [giao trinh cca - final version] Microsoft PowerPaint - [giao trinh cca - final version]
@] Fle Edt Wiew Insert Format Iools SlideShow Window Help | WistkeyOz.1 - = x| @] Fle Edt Wiew Insert Format Iools SlideShow Window Help | WistkeyOz.1 - = x|
DN &v 1<) Foma 1= - @2 DS &V 2R Foma g - @2
e R A T o
15 (2 man hin-2 - < = 15 5 man hinh nin (desktop) (1) = 2 =
) Man hinh neén (2) = m‘ I hinh nén (2)
; . —] i bromg (i)
16 @ Man hin— — Bifu tumg ieos): 17 [Z) Man hinh nén (3) f
17 (2 Man bin 12 5] Man hinh nén (4) B AR
18 3 Man hin + Ni dung bigl tuighg My Computer + Wi dng il
. g
:‘\[ * Tao mit bidn tomgthertor R-Clide lin witri
¥ . . . 19 & ac trdn cira s oughoaor 3 d Hew > chonlond tifuromgi—
+ T mit bifu twemgihoteut: R-Clik Jon vi i mofm tan bidu D cée t_haﬂ E_EE t‘rgnflra 0 = 2 E
19 N turmgishorbont 5 chon Hew chon load bidu trongishortmgt « Di chuyén clrfa 58
(=] EEE tha + Thay dii kich thutt cla cira sd q |
S0 e « Phang Idh cira 58 ra todn man hinh
" + Phuc i kich thutic cifa 6 &
EL-.?; « Thu nhd clfa 58 thanh bigu trgng
« Phar . * Bdng clra so
oan 2| Cach 1: S0 dung cac nit tiohg dhg én cla sd
« Phuc T Cach 2: SU dung menu Control Box
clfa: | | 3 man hinh nén (5)
A |7 HE=cm=wa E=osET 4|
slide 16 of 191 Default Design Outline Default Design

Hinh 21.5: Ché d6 Slide View ; ol LB

[€] Microsoft PowerPoint - [giao trinh cca - final version]

B Ble Edit Yiew Insert Format Tools Side Show window Help | Yietheyoz.l ;Iil
X an .2 ] . DEES &Y s e BlEe  -|@ 3
¢. Che dg tong quan (Outline View) RSB -
Ly L . 1 | Mo Transition ~ NoEffect - P | &y g
Hién thi tong quan céc Slide (Hinh : B
21.6), ché d6 nay thuong dugce dung dé thém s = i
ndi dung dang van ban (text) cho cac Slide. : B _
Bam chudt vao cac nut cong cu di kem theo 16 1 18
tirng Slide d€ hién hodc an ndi dung cua = e —
Slide do. i p— EEE
19 20 21
Gi4o trinh Tin hoc ¢dn ban mEomEi T e
Slide Sorter Default Design

Hinh 21.7: Ché d6 Slide Sorter
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d. Ché d6 xem thir tw Slide (Slide Sorter)
Hién thi I}hiéu Slide cung luc trén man hinh (Hinh 21.7). Ché d6 nay thuong duoc
dung dé thay doi va sap x€p thur tu cac Slide.
e. Ché @) trinh dién (Slide Show)

Hién thi ting Slide ¢ ché d6 toan man hinh. Ché d6 nay dugc dung khi thuc hién
buo6i thuyét trinh. Dé thoat khdi ché dd nay va tré vé ché do trude do, nhan phim ESC.
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21.3.TAO MOQT BAN TRINH DIEN

Trong PowerPoint, ban c6 thé tao mét trinh dién bfing nhiéu cach khéc nhau, tuy theo
ndi dung va sy ho trg thiét ké ban yéu cau, ban co thé:

Tao trinh dién sir dung AutoContent Wizard: tiy chon ndy cung cip nhiéu mau
va ¥ tuong cho cac kiéu trinh bay khac nhau. Sir dung AutoContent Wizard gitp ban tiét
kiém thoi gian va cung cép su ho tro thiét ké néu nhu ban khong thé tu thiét ké. Tuy nhién,
no6i dung trinh dién thuong khong phtt hop véi mong mubn ciia ban.

Tao trinh dién sir dung Design Template: MS PowerPoint cung cip nhiéu mau
chuén, nhitng mau nay da duogc dinh dang san mot s6 thude tinh nhu mau nén, font
chit,... Phuong phap nay cho phép ban bb sung cac Slide va noi dung cta riéng minh,
nhung van gitr dugc khuén mau nhat quén.

Tao trinh dién trong Blank Presentation: tiy chon Blank Presentation dung dé tao
ra mot trinh bay khong c6 dinh dang truéc. Phuong phap nay khong cung cip cho ban
nhing dé nghi thiét ké, mau sic hoic ndi dung dinh san. Ban chi nén tao mot trinh dién
tréng khi da sir dung PowerPoint trong d6i thanh thao va mudn tao mot thiét ké tuy y, thay
vi str dung mét trong nhitng miu thiét ké co sin.

21.3.1. Tao trinh dién sir dung AutoContent Wizard
Ban c6 thé thuc hién theo mot trong hai cach sau:

+ Vao menu File/ New/ Trong 16p General chon AutoContent Wizard roi Click
OK.

+ Chon AutoContent Wizard tir hdp thoai PowerPoint Startup (Hinh 21.1).
Hop thoai AutoContent Wizard xuat hién nhu hinh 21.8:

AutoContent Wizard

AutoContent Wizard - [Training]

Select the kype of presentation you're going to give

Start all QEnErc

Recammending a Strategy
General

P vpe The AutoContent Wizard gets vou started by Communicating Bad News
Corpotate

providing ideas and an organization for your
presentation,

Brainstorming Session
Certificate
Projects

Sales [ Marketing

Carnegie Coach

Add,.. Remove

@ Cancel | | Next > | Finish |

Cancel |

<« Back | Mext > | Finish |

Hinh 21.8: Hop thoai AutoContent Wizard Hinh 21.9: Chon kiéu trinh bay

Thuec hién theo cac budc Wizard, Click nut 1énh Next dé qua budc ké tiép, Click nut
1énh Finish khi hoan thanh.

Chinh sira noi dung trinh dién cho pht hop véi yéu cau cua ban.
21.3.2. Tao trinh dién sir dung Design Template
Ban c6 thé thuc hién theo mot trong hai cach sau:
+ Vao menu File/ New/ Chon 16p Design Template.
+ Chon Design Template ttr hop thoai PowerPoint Startup (Hinh 21.1).
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New Presentation

General Design Templates lPresentations I

I | artsy Expedition Network Elitz I

B azure Factory Notebook

Bl |Bamboo Fireball Post Modern IFTEHHED

5l |Blends Gesture Pulse

150 |Blue Diagonal Global Radar

B |Blusprint [ High voltage Ribbons Lorem lpsum

ETI Bold Stripes ET' Japanese Waves Riceoaoer :

ETI Cactus LaVerne Romanesque e ;:ﬁ; ::'d:ei::‘ur

&l | Capsules Lock and Key Saio.ira e
0| Checkers Marble Sandstone .
ETI Citrus Mountain Soaring

] Construction Nature Straight Edge
ETI Dads Tie Neon Frame Strategic

< |

|

Hinh 21.10: Tao trinh dién sir dung Design Template
N Pé chon mot mﬁu nao d6, ban chon tén mau tir danh sach 0 cura s6 bén trai roi xem
mau doé trong cura s0 Preview. Click OK khi da chon dugc mot mau thich hop.
Chon cach bg tri ndi dung trong hop thoai AutoLayout (Hinh 21.2). Click OK.
Tién hanh nhap va dinh dang cho ndi dung ctia trinh dién theo yéu cau thiét ké.
21.3.3. Tao trinh dién trong Blank Presentation
Ban c6 thé thuc hién theo mot trong hai cach sau:

+ Vao menu File/ New/ Trong 16p General chon Blank Presentation rdi Click
OK.

+ Chon Blank presentation tir hop thoai PowerPoint Startup (Hinh 21.1).
Chon cach bd tri ndi dung trong hop thoai AutoLayout (Hinh 21.2). Click OK.

Tién hanh nhap va dinh dang cho ndi dung cua trinh dién theo yéu cau thiét ké.
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CHUONG 22: CAP NHAT VA PINH DANG

--- 000 ---

22.1.CHINH SUA TRONG SLIDE

22.1.1. Lam viéc véi van ban
a. Nhép van ban

Trong PowerPoint, van ban duoc dat trong cac Placeholder hoac cac Text Box, ban
cling c6 thé ap dung cac dinh dang cho van ban d6 nhu: dam, nghiéng, gach dudi, tao cac
muc sd hodc dau hoa thi (Bullets and Numbering), ... bang cach dung hop thoai Font va
thanh cong cu Formatting.

Néu ban chon kiéu trinh bay c6 chtra van HINhdp va dinh dang cho vin ban E
ban tir hdp thoai New Slide thi ban c6 thé bat

dau ngay viéc nhap va dinh dang van ban.

i Clickto add text
Néu mudn thém hop vin ban cia riéng ’
minh, ban chon menu Insert/ Text Box hoac

Click nut Text Box trén thanh Drawing, sau
do vé Text Box trén Slide dé st dung.

Hinh 22.1: Lam viéc v&i van ban

b. Dinh dang van ban

Ban c6 thé ap dung cac dinh dang cho vin ban trong PowerPoint tuong ty nhu
Word: dinh dang ky tu (Font, Size, Font style, ...), canh I¢ cho doan van ban (trai, gira,
phai), tao cac muc sb hodc dau hoa thi (Bullets and Numbering), .

Ngoai ra, ban con co thé thuc hién cac dinh dang khéc nhu sau:
e Doi Font mic dinh cho cac Slide
Chtrc ning nay cho phép ddi cac Font chit mic dinh hodc hién hanh cua cac Slide.

Khi tao ra mot ban trinh bay maéi bﬁng viéc str dung mau thiét ké chuan, cac Slide da
duoc gan trudc cho mot Font chit nhat dinh. PowerPoint cho phép doi Font chit d6 theo y
muodn cua nguoi dung.

Cach thyc hi¢n: Replace Font @g|

- Vao menu Format/ Replace
I ~ - . Replace:
Font, xuat hi¢én hop hoi thoai: [Palating Linctype =
+ Replace: Font dang sir dung with: 4@35&
+ With: Chon Font moi. | Times News Roman |

- Click Replace dé thay thé.

_Click Close dé déng hop thoai. Hinh 22.2: B6i chit mac dinh cho cac Slide

e Thay ddi khoang cach giira cac dong, doan
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Chtic ning ndy cho phép thay doi khoang cach mic dinh giita cac dong, doan. Theo
mac dinh, khoang céch giita cac dong l1a 1 dong.

Cach thuc hién:

- Vao menu Format/ Line Spacing, xut hién hop Line Spacing @E|
hoi thoai:
Line spacing
+ Line Spacing: khoang cach gitra cac dong, gia 5 = [ires =]
tri mac nhién 1a 1 (Lines). Ceee]
+ Before paragraph: khoang céach so voi doan & Before paragraph Preview
phia trén, mac nhién la 0 (Lines). LR L'”ES ﬂ

+ After paragraph: khoang céach so véi doan & 2
phia dudi, mac nhién 1a 0 (Lines). = |p,:,|nt5 =

Hinh 22.3: it khodng cach
gitra cac dong, doan

e Tao thut dong cho cac muc trong van ban
Chirc nang nay cho phép thay d6i cip d6 diu muc hodc sb ctia doan vin ban trong cac
textbox. MS PowerPoint cung cap 5 cap do thut dong trong mot textbox.

Cdch thiwee hién: e

Loi ich cua Internet
— Tim kiém thong tin

* Pham vi réng
— Tim kiém nhanh
» Théng tin day da

|
o W

- Di chuyén con tro dén dong mudn thay doi cap
do thut dong.

- Nhén phim Tab dé thut dong mot cap Tiép tuc
nhan Tab dé thyut dong thém, néu can.

Néu mubn giam cip do6 thut dong, nhan t6 hop
phim Shift + Tab.

SRR TR AR

s

E\\.\\\\\\\\\Y\\\\\\\\U\\\\\\\\\\\\\\\\\\

Ngoai ra ¢ thé dung nut céng cu Promote 48 Hinh 22.4: Tao thut dong cho

va Demote ¥ 8 thay d6i cap do thut dong. cac muc trong vin ban
22.1.2. Thém cac d6i twong khac vao Slide
a. Tao bang biéu

Chure nang nay cho pheép tao ra cac bang biéu (Table) dé nhap dir liéu twong ty nhu
bang biéu trong Word.

Cdch thie hién: ban c6 thé thuc hién theo mot trong cac cach sau:

Cach 1: New Slide ?x)

- Chon nat New Slide trén thanh cong e :
cu chuan hoac chon Insert/ New Slide. |||=="| |== == _concel |

- Chon loai Slide ¢6 chira Table.

- Click OK. TR nllN, |

- Mot AutoShape méi xuat hién trong = b
Slide, D_Click vao biéu tugng bang dé . =
t.’;lO béng m(’)’i, I Don't show this dislog box again

Giao trinh Tin hoc can ban
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- Thuc hién céc thao tac trén bang twong ty nhu trong Word.

Cach 2: Insert Table E'E'
- Vao menu Insert/ Table, xuat hién hop thoai:

Mumber of colurmns:
- Chon s0 hang, so c6t. 4 —

Zancel
- Click OK. Mumber of rows;

=

Hinh 22.6: Hop thoai Insert Table
Cach 3:

- Ccéifgkc\;écs)tgitl (;j)(lil.g cu Insert Table trén thanh I:l....l:'

- Chonsb hang, s6 cot. ===.%

- Click chon dé chén bang. A
EEENE

3 x 4 Table

Hinh 22.7: Nut cong cu Insert Table

Ghi chu:

+ Thuc hién céc thao tac trén bang tuong tu
nhu trong Word.

+ Néu trong Word hodc Excel c6 chira nhirng bang gidng nhu bang can tao ra trong
PowerPoint, ban c6 thé sao chép cac bang d6 qua PowerPoint.

b. Chén biéu do
Chtc ning nay cho phép chén biéu d6 vao ban trinh dién.

Cdch thyc hién: tuong tu trén, ban cling cé thé thuc hién theo mot trong cac cach sau:

Chon loai Slide c6 chira biéu d6 trong hop thoai New Slide.

Vao menu Insert/ Chart.

Click vao nut cong cu Insert Chart trén thanh cong cu Standard.

Sao chép biéu do tir Word hoicExcel sang.

Tién hanh thyuc hién theo cac budc twong ty nhu dbi véi Word.
c. Chén hinh anh, chir ngh¢ thuat, dbi twong vé vao slide
Chtrc ndng nay thuc hién tuong ty nhu trong Word.
22.1.3. Dinh dang cach trinh bay n¢i dung Slide

Cach trinh bay ndi dung 1a cach sip xép cac thanh phan trong Slide nhu: tiéu dé, cac
danh sach, bang biéu, biéu do, hinh anh, ... Khi tao mot Slide mdi, ban c6 thé chon kiéu
trinh bay Slide trong hop thoai New Slide
da gidi thiéu & trén. Ban ciing c6 thé thay

Slide Layout

' X . . . . o Reapply the current master styles: -R I
do1 cach trinh bay Slide cho phu hop véi - ?
noi dung nhu sau: - SEE
Cdch thuc hién: ]

R IEE [nflfs
Smm— Chart & Text
Giao trinh Tin hoc can ban
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- Vao menu Format/ Silde Layout hoac Common Task/ Silde Layout.

- Chon cach trinh bay Slide.
- Click Apply hoac Reapply.

22.1.4. Pinh dang Slide theo miu thiét ké sin

PowerPoint cung cap nhiéu mau chuan, nhiitng mau nay da dugc dinh dang san mot
s0 thudc tinh nhu mau nén, font chi, ...Khi tao mdt ban trinh dién médi st dung Design

Template, ban co thé chon trinh bay
Slide theo mau c6 sin. Ban ciing c6 thé
thay d6i mau nay hodc chon dinh dang
Slide theo mau néu ban sir dung ban
trinh dién tréng (Blank Presentation).

Cdch thuc hién:

- Vao menu Format/ Apply
Design Template hoac
Common Task/ Apply Design
Template.

- Chon mau trinh bay .

- Click Apply.

Look in:

Lpply Design Template Elg‘

|a Presentation Designs

=l @ X £ E - Took -

Artsy
[ ] Azure
Bamboo
Blends
&] ‘
Biold Stripes
[ ] Cactus
Capsules
Checkers
Citrus

[ ] Construction
Dad s Tie
Expedition
Factory
Fireball

File pame: ‘

j = Apply |

Files of kype: ‘Des\gn Templates

ﬂ Cancel |

Hinh 22.9: Dinh dang Slide theo mau thiét ké

22.1.5. Thay d6i so' @6 mau trong Slide
Chtrc nang nay cho phép ban thay d6i mau cho cac dbi tugng trong Slide.

Cdch thuc hién:

- Vao menu Format/ Slide Color Scheme. Hop thoai Color Scheme nhu hinh 22.10:

Lép Standard: chon so d6 mau co san.

Apply: 4p dung cho Slide hi¢n hanh.

Color Scheme E|E|

Standard ] Custam ]

Color schemes Apply to Al
Title Title Aol
= Bullet = Bullet Pply
0] | © i | S cancel
Title Title Title
- Bullet - Bullet - Bullet Preview
Title Title TioF e
= Bullet = Bullet I IRelF =50 @
users
Use a light background for
overheads and a dark
Delete Scheme background for on-screen
presentations and 35mm

slides,

Lép Custom: thay d6i mau cho cac dbi tugng trong Slide (Hinh 22.11).
Apply to All: 4p dung cho tat ca cac Slide trong ban trinh dién.

Color Scheme E|E|

Standard Custom]
Scheme colors
[ Background

B et and lines
. Shadows

) rive vt

| Fils

. Accent

B fccent and hyperlink

. Accent and Fallowed hyperlink

Change Color...
Add As Standard Scheme

Apply to Al
Apphy
Cancel

Presigw

Title of Slide
+ Bullet text

= (il

Hinh 22.10: Thay d6i so d6 mau

Hinh 22.11: Chon

mau cho céc doi tugng
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22.1.6. Lam viéc véi Slide Master

Slide Master 14 noi qui dinh tit ca cac dinh dang, kiéu dang cua cac Slide trong ban
trinh bay. Khi thay d6i cac thudc tinh ciia Slide Master thi nhiing thay ddi d6 s& co hi¢u luc
v6i tat ca cac Slide trong ban trinh dién. Khi sir dung Slide Master, ta c6 thé tao ra mot ban
trinh dién voi kiéu dang co tinh nhat quan cao.

Dinh dang céc thudc tinh ctia Slide Master giong nhu dinh dang mot Slide thong
thuong. Cac thao tac thuong thuc hién la:

+ Dinh dang Style cho cac dbi twong vin ban (tiéu dé, danh sach danh dau dau
muc) trong Slide: Font, c& chit, kiéu chit, mau chit, canh 1€, khoang cach gitra
cac dong, cac doan, ...

+ Thay d6i kich thudc va vi tri cia cac dbi tuong khac (thém ngay gio, tiéu dé dau
va cudi trang, danh so trang, ...).

+ Thay d6i mau nén, mau cho cac ddi tuong trong Slide.
a. Thay déi cac thudc tinh ciia Slide Master
Cdch thuc hién:

— Vao menu View/ Master/ Slide Master, xuat hién ctra s nhu sau:

ngSE '""'"""""'"""""'""'"'""'"""""""'""'"'"""'""'"""""""""'"E

Click to edit Master title style

° Click to edit Master text styles

—Second level

e Third level
—Fourth level
»Fifth level
e Obiject Area for Autolayouts
<d.ateﬂi.nggte Brea dhom?ooter fArea Mumber Ar<ea

Hinh 22.12: Thay ddi cac thudc tinh ctia Slide Master

—  Click vao hop Title Area for AutoLayouts dé thay d6i cac thudc tinh cho tiéu dé.

— Click vao hop Object Area for AutoLayouts dé thay ddi cac thudc tinh cho danh
sach danh dau dau muc.

— Click vao hop Date Area, Footer Area, Number Area dé thay ddi cac thuodc tinh cho
ngay gio, tiéu dé dau va cudi trang, so trang.

— Click Close trén thanh cong cu Master dé tré vé ché do binh thuong.
b. Dinh dang Header va Footer

Chuc nang nay dung dé thém ngay gio, tiéu dé dau va cudi trang, sb trang cho Slide
khi dang & trong ché do dinh dang Slide Master.

Cdch thuc hién:

— Vao menu View/ Header and Footer, xuét hién hop hoi thoai nhu hinh 22.13:
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— Tién hanh thay doi thuc tinh cho céc doi tugng trong ché do Slide (16p Slide) va
che do Notes Page (16p Notes and Handouts).

M Date and Time: thém ngay gid vao Slide hoac Notes Page.

® Update automatically: ty dong cap nhat ngay gio lic trinh dién.

Chon dinh dang ngay gio tir hop ké tha.

® Fixed: nhap ngay gid c¢b dinh, ngay gio ndy s& khong thay doi.

Header and Footer, E|E| Header and Footer E'E'

Slide l Motes and Handouts ]
Include on slide
IV Date and time
% Update automatically

Apply to all

di

|10/22{2004

j Cancel

" Fixed

I E

Preview

Iv Slide number
Iv Foaoker

-----------

|Giéo trinh Tin hoc c&n ban

[ Don't shaw on title slide

Slide  Motes and Handouts l

Include on page
[+ Dake and time

Apply to Al
Cancel

+ |pdate automatically

22 Ockober 2004

| I . I

™ Fixed

| Preview

¥ Header

|Cercmg 23! C3p nh&t wa dinh dang

[+ Page number
[ Foater

|Giéo trinh Tin hoc cén ban

Hinh 22.13: Dinh dang Header va Footer

M Slide number: Chén s6 thir ty trang cho Slide.

M Page number: Chén s thi tu trang cho Notes Page.

M Footer: thém tiéu dé cudi trang cho Slide hoic Notes Page.

M Header: thém tiéu dau trang cho Notes Page.
—  Click Apply dé 4n dinh thay d6i cho Slide hién hanh.
—  Click Apply to All & 4n dinh thay ddi cho tét ca cac Slide.

¢. Pinh dang mau nén cho Slide Master

—  Vao menu Format/ Background, xuét hi¢n

hop hoéi thoai nhu hinh 22.14:

— Chon mau nén hodc str dung céc hi¢u ting cho
nén Slide (mau nén, hinh anh, ...).

— Click Apply d¢ 4n dinh thay d6i cho Slide

hién hanh.

— Click Apply to All &é 4n dinh thay dbi cho tat
ca cac Slide.

d. Pinh dang so 46 mau cho Slide Master

Background E| PX|

Background Fill Apply ta Al |
Title of Slide apply
= Bullet bext

D ij:- Cancel

Presiew |
| =l
r Aukormatic
— || || | N |
Maore Colars. .,
Fill EFfects. ..

Hinh 22.14: DBinh dang mau nén
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Chtic ning ndy cho phép ban thay d6i mau cho cac ddi tuong trong Slide Master,
vao menu Format/ Slide Color Scheme va thyc hién twong tu nhu dinh dang cho Slide
thuong (da gioi thi¢u o trén).

e. Dinh dang cho Title Master

Title Master cho phép dinh dang cac thudc tinh cho Slide tiéu dé (Slide dau tién
trong ban trinh dién). Néu da chinh stra Slide Master trudc, ban s& khong can thay doi
nhiéu cho Slide tiéu dé. Ban c6 thé chon Font chit 16n hon, hodc thém vao mot hinh anh,
bo ngay gio, tiéu dé, sb trang, ...

— Vao menu View/ Master/
Title Master, xuat hién
ctra sO nhu sau:

— Tién hanh thay déi thudc
tinh cho cac doi tuong nhu : :
v641 Slide Master. Subkitle Area for Autolayouts

Hinh 22.15: Dinh dang cho Title Master

Chu y: Néu ban tao trinh dién méi 12 ban trinh dién tréng (Blank Presentation), ban
phai thém mot Title Master méi bang cach vao menu Insert/ New Title Master hodc nhan
to hop phim Ctrl + M.

22.2.thao TAC TREN CAC SLIDE

Trong phan nay chung ta s& 1am quen véi cac thao tac co ban trén Slide thuong sir dung
khi tao ra mot trinh dién.
22.2.1. Thém Slide méi
Chtrc ning ndy cho phép thém Slide méi vao ban trinh dién.
Cdch thuc hién:
— Vao menu Ipsert/ New Slide hoac Click vao nat = trén thanh cong cu Standard
hoac nhan t6 hop phim Ctrl + M hodc vao Common Task/ New Slide.
— Chon céch trinh bay Slide mdi tir ctra s6 New Slide roi Click OK.
Chu ¥: ban c6 thé tao Slide méi giéng nhu Slide hién hanh bang cach vao menu Insert/
Duplicate Slide.
22.2.2. Xoa bé Slide
Chtrc ning ndy cho phép x04 bo Slide khong sir dung trong ban trinh dién.
Cdch thie hién: ban c6 thé thuc hién theo mot trong cac cach sau:

— Vao menu Edit/ Delete Slide.

— Chon Slide can xo4 trong khung Outline hoic trong ché do Slide Sorter, réi nhan
phim Delete.
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22.2.3. Sao chép Slide
Chire nang nay cho phép sao chép Slide trong ban trinh dién.
Cdach thuc hién:
— Chon Slide can sao chép trong khung Outline hogc trong ché d6 Slide Sorter.

— Vao menu Edit/ Copy hodc Click vao nit trén thanh Standard hodc nhan to
hop phim Ctrl + C hodc R_Click/ Copy.

— Click chon vi tri dan Slide.

— Vao menu Edit/ Paste hoac Click vao nut B (rén thanh Standard hodc nhén t6
hop phim Ctrl + V hoac R_Click/ Paste.

22.2.4. Sip xép lai cac Slide

Chtrc ning ndy cho phép siap xép lai cac Slide trong ban trinh dién cho dung véi
trinh ty ndi dung.

Cach thuc hién:
— Chon Slide can thay dbi vi tri trong khung Outline hoac trong ché d6 Slide Sorter.
— Vao menu Edit/ Cut hoac Click vao nit % | trén thanh Standard hodc nhin té hop
phim Ctrl + X.
— Click chon vi tri méi cho Slide.
— Vao menu Edit/ Paste hoac Click vao nut B/ trén thanh Standard hodc nhén td
hop phim Ctrl + V.

Chuy: ban cé thé thuc hién nhanh béng thao tdc Drag chudt nhu sau: chon Slide can
thay doi vi tri trong khung Outline hodc trong ché do Slide Sorter, dung chudt Drag to1 vi
tri moi.

22.2.5. An cic Slide

Chire nang nay cho phep an Slide trong ché d trinh dién (Slide Show) nhung khéng
x0a han Slide d6 khéi ban trinh dién hién hanh.

Cdach thyc hién:
+ Chon Slide mubn 4n.
+ Chon Slide Show/ Hide Slide.
Chu y: mubn hién lai cac Slide nay, chon Slide Show/ Hide Slide mot 14n nira.

22.3.tAo cac HIEU UNG HOAT HINH

22.3.1. Cac hiéu ung hoat hinh

Pé phan trinh dién tré nén sinh dong, PowerPoint cung cip nhiéu hiéu tng hoat hinh
dé dé thyc hién cac hoat canh trén ban trinh dién. Hoat canh 1a mot cach dung dé minh hoa
khai niém va y tuéng mot cach truc quan d& hiéu, hoic dung dé nhan manh thong qua cac
hi¢u tmg gy sy chi y. Vi du: co thé tao mot hoat canh dé hudng dan nguoi xem hleu dugc
tung budc cua mot tién trinh. Ta cling co thé nhdn manh sy xuét hién hay bién mit cia mot
dbi tuong bang cac hiéu Gmg gy an tuong.
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Mot hoat canh c6 thé don gian chi 1a mot day cac Text Box duoc chi dinh xuat hién
theo mot thir tu theo thoi gian ciia nguodi bao cao. O mirc do phire tap hon, ta c6 thé lam
cho cac anh chuyén dong dé dien ta ban chat cua mot qua trinh.

Ban ciing c6 thé tiy bién cac hiéu tmg hoat hinh co ban theo nhiéu cach khac nhau
nhu: tao lién két gitra cac Slide, m¢ mat tap tin rng dung khac, khéi dong mét chuong
trinh g dung, m¢ mot trang Web, ...

22.3.2. Tao hi€u irng hoat hinh

Chue nang ndy cho phép tao hi€u ing cho cac dbi tuong trong mot Slide. C6 rat
nhiéu hiéu tmg c6 thé chon dé gan cho cac ddi tugng trong Slide.

Cach thuc hién:
—  Chon d6i tuong muén tao hiéu ung, cé thé 1a Text Box hodc dbi tuong dd hoa.
— Cach 1: sir dung cac hiéu ing c6 san
+ Vao menu Slide Show/ Preset Animation.
+ Chon mot hiéu ing tir menu con.
Chuy: dé chon hiéu ung khéc hodc bo hi¢u tng , thuc hién lai Iénh trén mdt 14n nira.

— Cach 2: ty tao cac hi€u ting

+ Vao menu Slide Show/ Custom Animation, xuat hién hop hoi thoai:

Custom Animation

i ' — -
Check to animate slide objects: \a Tao trirh hﬂ'l.“:l!l. e,
[v Table 2 Tirtao cac hiarimg Cancel
v Text 3 I B .

il gy i bog
v ‘wordart: plain bext 4 ] ohg : sz

Order & Timing  Effects ]chart Effects | Multimedia Settings |

Entry animation and sound Introduce kext

|Zu:u:um Q) ﬂ |In (2/\) ﬂ |.ﬁ.II at once ﬂ
Mo Sound] @ In From Screen Center [ Grouped by

In Slight] level paragraphs
After animation 2wk From Screen Bigom [

(= Dk Slighkly
|D|:|n t Dirn 1] I

Hinh 22.16: Ty tao cac hiéu ung
Lép Effects:

+ Lan luot chon cac ddi tuong muén tao hiéu ung trong danh sach Check to
animate slide objects.

+ Entry animation and sound: cho phép chon loai hi€u tng va hudng cua hi¢u
ung. Chon No Effect khi khong sir dung hi¢u tng.

0 1: chon hi¢u rng, mac nhién khong c6 hi€u ung.

0 2: chon huéng xuat phat ctia d6i tuong khi hiéu tmg dién ra.
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O 3: chon am thanh khi c6 hi€u ung, mac nhién khéng c6 am thanh.

+ Introduce text: cich cac ky tu xuét hién: hién tt ca (All at once), hién tirng
tu, (By Word) hay hién ting ky tu (By Letter).

Grouped by: qui dinh cic ddi tuong xuét hién theo nhém nao.
After animation: hanh dong sau khi hiéu tmg két thuc
0 Color: miu ciia van ban sau khi hi¢u g két thuc
0 Don’t Dim: x6a bo hét cac hiéu Gmg ctia muc After animation
0 Hide After Animation: di tuong s& an di sau khi hiéu Gmg két thuc.
0 Hide on Next Mouse Click: d6i twong sé& bi an khi Click chudt.
Lop Order & Timing:

+ Animation order: cho phép thay d6i thtr tu xuét hién cta cac d6i tuong trong
Slide bang cach: chon doi tugng muon thay doéi tha tu, nhan vao miii tén Move
de di chuyén vi tri cuia doi tugng do.

+ Start animation: cho phép chi ra khi nao thi cac ddi tuong bét dau xuét hién
0 On mouse click: di tugng xuat hién mdi khi Click chuét.
0 Automatically: sau bao nhiéu gidy thi dbi twong tw dong xudt hién.
Lép Chart Effects: cho phép chon hiéu tng cho biéu d6.
Lép Multimedia Settings: cho phép thay doi thudc tinh d6 hoa va 4m thanh.
+ Click Preview bat c(r lac ndo mudn xem thir cac hiéu tng.

+ Click OK dé két thuc.

Lz . ) . Animation Preview IEI
22.3.3. Cira s0 Animation Preview y

Tae txinh di wi Power Poind

Chtrc ning nay cho phép ta thir xem két qua ctia cac hiéu
ung ngay sau khi ta gdn mot hi¢u tng cho mot doi tugng nao do. Tie tan cic hidu img

Chon Slide Show/ Animation Preview hoic Click vao nut EH}

W% trén thanh Animation Effects, ctra s6 Animation Preview s&
xuat hién nhu hinh 22.17:

Hinh 22.17: Xem thur cac
hiéu irng

22.3.4. Tao hiéu rng chuyén tiép Slide Transition
giira cac Slide

Effect Apply ko Al

Chtre nang nay cho phép tao hi¢u ing
chuyén tiép gifra cac Slide trong ché do Slide
Show.

Cach thuc hién:

— Vao menu Slidg Show/ Slide
Transition, xuat hién hop hoi thoai:

Apply

e

Cancel

Random Transition j

" Slow = Medium  Fast

+ Effect: cho phép chon cac hi¢u ung tir Advance Sound
hop ké tha va toc d6 thi hanh caa hiéu W On mause click [[no Sound] ~|
[ Aukomatically after r
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ung d6 la cham (Slow), trung binh (Medium), hay nhanh (Fast).
+ Advance: cho phép chon céc tuy chon nang cao.
0 On mouse click: hi¢u tng s€ xay ra khi Click chudt.
0 Automatically after: sau bao nhiéu gidy thi di twong tu dong xay ra.
+ Sound: cho phép tao ra am thanh khi thi hanh hiéu ng.
— Click Apply dé 4n dinh thay d6i cho Slide hién hanh.
— Click Apply to All d¢ 4n dinh thay ddi cho tét ca cac Slide.
22.3.5. Thiét 1ap hanh dong cho mot doi twong

Chuc nang nay cho phep ban gan mot thao tac ctia chudt vao mot dbi tuong
PowerPoint (hop vin ban, ddi trong d6 hoa, nut hanh dong, ...), ban c¢6 thé chuyén sang
mot Slide khac, m¢ mot tap tin ing dung khac, khoi dong mdt chuong trinh ing dung, mé
mot trang Web, ... bf‘mg cach Click chudt hodc don gian hon 1a chi can dua trd chudt “di”
ngang qua ddi twong duoc chon.

Cach thuce hién:
— Chon dbi twgng mudn gan hanh dong.
— Vao menu Slide Show/ Action Settings, hop thoai xuét hién nhu hinh 22.19:
— Chon dat hanh d@pg thi hanh khi ——
Click chudt 1én doi tugng (16p Action Settings )X
Mouse Click) hoac khi tro chudt

“di” ngang qua d6i tuong (16p
Mouse over).

Mouse Click ] Mouse Crver ]

Action on click

™ Mone
+ Hyperlink to: chon Slide hoac tap % Hypetlink to:
tin lién két tir hop ké tha. Khi Side
hanh dong dugc thi hanh,

PowerPoint s& chuyén dén Slide
hodc mé tap tin nay.

+  Run program: khéi dong mot

chuong trinh trng dung khi hanh o

dong duogc thi hanh. | |
+  Play sound: chon am thanh khi == .

hanh dong duoc thi hanh. Fl'a" o =
+ Click OK dé hoan thanh. ™ Highlight click

QK | Cancel ‘

Hinh 22.19: HQp thoai Action Settings

22.3.6. Tao nut hanh dong

Chirc nang nay cho phép ban gan mot thao tac vao mot nut 1énh cu thé. Nut hanh
dong 1a mdt doi tugng dugce xac dinh trude, duge gan vao mot thao tac thong qua tuy chon
trog hop thoai Action Settings & trén.

Cdch thuc hién:

Gido trinh Tin hoc cén ban Trang 191



Chuong 22: CAP NHAT VA PINH DANG

- Vao menu Slide‘Slgow/ Action Buttons, dua tré chudt Action Buttunsm
vao thanh ti€u dé roi kéo ra khéi menu, ta c6 thanh cong
cu Actions Buttons nhu hinh bén. J ﬂ ﬂ @
- Chon mdt nut tir thanh cong cu Actions, kéo chudt dé gl | 1|l e
v& nit 1énh vao Slide. Khi d6 s& xuat hién hop hoi thoai < B 4 2
Action Settings nhu hinh 22.19 & trén. w| O] o =
- Thuc hién twong tu nhu thiét lap tac dong cho mot d6i
tuong bat ky néu trén. Hinh 22.20: Thanh

cong cu Actions

22.4.cac gQi y khi thiEt KE mOt bAn trinh DIEN

— St dung méu chir va mau nén tuong phan dé chir dé doc
— Dung nhitg ménh dé hodc nhiing ciu ngan gon theo timg y.

— Tranh dua qua nhiéu van ban va hinh anh trong mét Slide. Thinh gia can phai tap
trung nghe van d¢ dang trinh bay hon 1a tép trung vao céc Slide.

— St dung c& chit du 16n dé nhitng ngudi ngdi xa ¢ thé doc duoc. Nén sir dung c&
chit 24-point hoac 16n hon.

— Khéng nén sir dung qua nhiéu chit hoa vi n6 khé doc hon chit thuong. Chi sir dung
chit hoa trong trudng hgp mudn nhan manh ndi dung nao do.

— St dung dinh dang van ban don gién,q tréqh su dung qua nhiéu dinh dang nhu dam,
nghiéng, gacl} dudi, ¢ chir 16m, ... dé nhan manh trong mot cau. Khong nén st
dung qua nhiéu Font chir khac nhau trong mdt Slide.

— Sur dung hié¢u tmg cho d6i tugng ciing nhu hiéu ing chuyen trang don gian. Qua
nhiéu hiéu tmg s& lam cho ngudi ding mat tap trung vao van dé dang trinh bay.
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CHUONG 23: LAM VIEC VOI CAC TRINH
DIEN

--- 000 ---

23.1. THU'C HIEN MOT BUOI TRINH DIEN

Sau khi hoan tat viéc tao céac Slide trong trinh dién, ban phai duyC?t lai tat ca nhitng
thong tin, hinh anh, 4m thanh, ... ma ban s€ trinh bay trudc thinh gia, dong thoi ban phai
xay dung mot kich ban vé viéc su dung cac k¥ thuat thich hop dé thé hién ndi dung d6 mot
cach c6 hiéu qua.

23.1.1. Thiét ké mot cude trinh dién

Chirc nang nay cho phép ban thay ddi cac tity chon cho budi trinh dién.

Cdch thuc hién:

— Vao menu Slide Show/ Set Up Show, hop thoai Set Up Show nhu sau:

Shiow bype Slides

{* Presented by a speaker (full screen) * al

" Browsed by an individual (window) ™ Fram: g Ta: %
(" Browsed at a kiosk (full screen) & Cusken ShEr

[ Loop continuoushy until 'Esc’ |F‘han thu nhat j

[ Show without narration
[ Show without anirmation Advance slides
r ™ Marually

(% Using timings, if present

Pen color:

I | | =] F‘rujectanizard...| oK | Cancel

Hinh 23.1: Thiét ké mét cudc trinh dién

Tuy chon Show type: cach thyc hién trinh dién.

+ Presented by a speaker (full screen): cho phép thuc hién trinh dién & ché d6 toan
man hinh.

+ Browsed by an individual (window): cho phép trinh dién & ché d6 man hinh binh
thuong, va tu diéu khién viéc trinh dién ctia PowerPoint theo nhu cau riéng.

+  Browsed at a kiosk (full screen): cho phép thuc hién trinh dién & ché d6 toan man
hinh, dién ra mot cach tu dong, va dugc lap di lap lai.

+  Loop continuously until “Esc’: cho phép trinh dién lap di 1ap lai lién tuc dén khi
nhan phim Esc, tiy chon nay la méc dinh khi stir dung ché d§ Browsed at a kiosk.

+  Show without narration: cho phép tat phan thuyét minh di kém.
+  Show without animation: cho phép tit cac hi¢u ing.

Tuy chon Slide: chon céc Slide cho buoi trinh dién.
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+ Al trinh dién tt ca cac Slide.

+ From ... To ...: trinh dién mot nhom Slide lién tuc.
+  Custom show: cho phép chon phuong n trinh dién riéng.
Tuy chon Advanced Slides: cac tuy chon ning cao.

+  Manually: ché d6 chuyén trang tha cong (nhan phim hodc Click chudt d&é qua
Slide khac).

+  Using timings, if present: ché 46 chuyén trang tu dong (sau mot khoang thoi gian
nao do).

23.1.2. Thiét ké mot phwong an trinh dién riéng

Chtic ning nay cho phép ban tao ra nhiing trinh dién c6 thé tiy bién dé phuc vu
nhing dbi twong khan gia khac nhau, hodc nhitng muc dich khac nhau ma khong can phai
tao ra nhiéu trinh dién c6 ndi dung tuong tu. Ngoai ra, viéc chinh stra, cdp nhat ndi dung
cling dugc nhanh chong va chinh xac hon.

Vi du: ban cin tao mot trinh dién cho 3 nhom dbi twong khac nhau. Trong d6, 6
Slide dau duoc st dung chung cho cd 3 nhom, mdi nhom c6 thém 3 Slide riéng. Nhu vy,
ban chi can thiét ké trinh dién véi 15 Slide 1a c6 thé sir dung cho ca 3 nhém thay vi phai
thiét ké 3 trinh dién riéng phai dung toi 27 Slide.

Cdch thuc hién:

— Vao menu Slide Show/ Custom Show, hop thoai Custom Show nhu hinh 23.2:

Custamn shows: New... Slide show name: [Mharn thu hai
Slides in presentation: Slides in custom show:
4, Slide ¢ Y 1. Slide 1
— 5. Slide 5 2, Slide 2
6. Slide 6 3. Slide 3
rem— 7. Slide 7 4, Slide 4 +
g, Slide & 5. Slide &
9, Slide 9 6. Slide & ¥
10, Slide 10 7. Slide 10
11, Slide 11 . Slide 12
Close Shiow A 9. Slide 12

Cancel

Hinh 23.2: Thiét ké mot

phuong 4n trinh dién riéng Hinh 23.3: Chon cac Slide trong phwong 4n trinh dién

New: tao mot phuong an trinh dién méi.
Edit: chinh sira phuong an trinh dién dugc chon.

Remove: x0a bo phuong an trinh dién dugc chon.

+ + + +

Copy: sao chép phuong 4n trinh dién duoc chon.

Khi chon New hoic Edit thi s& xuét hién hop thoai DeﬁNne Custom Sl}ow nhu hinh
24.3 ¢ trén cho phep tao va chinh sira mot phuong an trinh dién. Ban c6 thé thém (4dd),
hay loai bo (Remove) cac Slide trong phuong an d6 cling nhu sap xep lai thu ty cac Slide.

23.1.3. Thwe hién mdt budi trinh dién

Pé kiém tra lai hodc thuc hién trinh di’én chinh thirc, ban vao menu View/ Slide
Show hodc Slide Show/ View Show hodc nhan phim F5 hoac Click chudt vao nat Slide
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Show = & cudi man hinh. Trinh dién s& hién thi theo cach ban da chon khi thiét ké trinh
dién (Slide Show/ Set Up Show).
Cac thao tic co ban trong qua trinh trinh dién
+ Chuyén qua trang tiép theo: nhan SPACE BAR, ENTER, PAGE DOWN, phim N,
phim miii tén phai, phim miii tén xuong hodc chudt trai.
+ Trd vé trang trudc: nhdn BACKSPACE, PAGE UP, phim P, phim miii tén trai hodc
phim miii tén 1én .
+ Pén mot Slide bat ky: gd s tht tu cua Slide va nhan Enter.
+ Két thic trinh dién: nhan phim Esc, phim ‘- hodc t6 hop phim Ctrl + Break.
+ Pé gidu con tré va nit 1énh & goc trai bén dudi: nhan phim A hoic phim ‘=",
+ Bat/ tit ché do boi den toan man hinh: nhin phim B hodc phim °.".
+ Bat/ tat ché do lam trang toan man hinh: nhan phim W hoic phim °,’.
+ St dung menu 1énh: trong ché d6 trinh dién, ban c6 thé Click chon nat 1énh & gbc
trai bén dudi hodc R_Click 1én man hinh va chon 1énh nhu menu sau:

Next: chuyén t6i Slide ké.
. Tk
Previous: vé Slide trudc. ‘

Slide Mavigator

By Title 3
. . - R s 1A . MMeeting Minder... -
Slide Navigator: hién thi hop thoai = Custom Shaw b

1 A I 5 ker Mat
cho phép chon Slide chuyén toi. peater hlates

Go: chon cach chuyén Slide.

. ‘A A 7 . Painter Options 2
By Title: li¢t ké céac Slide trong S ,
trinh dién va cho phép chon Slide -
chuyén toi. Help
End Show

Custom Show: cho phép chon ) _\‘l
phuong 4n trinh dién riéng.

Previous Viewed: vé Slide dd xem  Hinh 23.4: Str dung menu khi trinh dién
trudce do.

End Show: két thuc budi trinh dién.

Chii y: trude khi trinh dién cho thinh gia, nén trinh dién thir dé kiém tra thiét bi chiéu
(projector, overhead) va diéu chinh & cu ly va vi tri thich hop.

23.2.In cic trang trinh DIEN
Chtrc ning ndy cho phép in cac Slide trong ban trinh dién ra gidy hodc phim.
Cach thyc hi¢n: vao menu File/ Print hodc nhin vao nit céng cu Print & hodc nhan
t0 hop phim Ctrl + P, xuat hi€n hop hoi thoai nhu hinh 23.5:
Name: chon may in mudn sit dung tur liét hop ké tha.
Print range: chon vung in
+ Al in tit ca céc slide.
+ Curent slide: in slide hién hanh.
+ Selection: in cac dbi tuong dugc chon trude.

+ Custom show: in cac Slide dugc chon trong Custom Show.
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+ Slides: cho phép nhap céac Slide muén in.

Copies: sO ban in, mdc dinh in 1 ban.

Print what: chon cach in.

+ Handouts: cho phép in nhiéu Slide trén cing 1 trang gidy

- Slide per page: s6 Slide trén mot trang

- Order: thir tu in.

0 Horizontal: thi tu tir
trai qua phai

0 Vertical: thir tu tir trén
xuong dudi

+ Slides: in mdi Slide trén mot
trang

+ Notes: in cac ghi cht.

+ Qutline View: in cac dé cuong.

Grayscale: in tring den.

Scale to fit paper: tu dong diéu 7
chinh kich thudc d¢ in vira du kho
giay.

Frame Slide: thém vao khung bao
cho moi slide.

Printer

v Grayscale

-

Nairme: [tser2005\HP Laserdet 1100 (M3) ~|  Properties

Status: Idle

Type: HP LaserJet 1100 (M3)

Where: LPT1:

Comment: [~ Print to file

Print range Copies

" all " Current slide Nurber of copies:
1 =

(™ Custern Show: |Nhom thu nhat j EI

+ sides: [1-12 11 !1

Enter slide numbers and/or slide ranges. For example,

1,3,5-12 W Collate
Print what: Handouts
Handouts - ; 0
Slides per page: |6«
]

[ Pure black and white ¥ Frame slides

Order: % Horizontal " vertical  |[E1[E]

[ Scale to fit paper

Hinh 23.5: In céc Slide trong ban trinh dién
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CHUONG 24: INTERNET VA DICH VU
WORLD WIDE WEB

--- 000 ---

Hién nay nhu cau khai thac thong tin trén mang Internet ngay cang ting. Vi vy
trong chuong nay s€ gidi thi¢u nhitng khai niém co ban vé Internet, cac dich vu trén
Internet va cach st dung trinh duyét Internet Explorer dé khai thac thong tin trén Internet.

24.1.GIOI THIEU INTERNET

24.1.1. Internet da bit diu nhw thé nao?

Nam 1965, Bo quc phong My di xay dung mot hé théng mang méy tinh phuc vu
cho viéc nghién ctru quan su. Mang nay c6 tén 1a ARPAnet, h¢ thong nay dugc thiét ké voi
kha nang chiu dung duoc nhitng su ¢4 nghiém trong nhu thién tai, chién tranh,...ma van
hoat dong binh thuong. Day chinh 12 tién than ctia mang Internet sau nay. Tai thoi diém
nay, chi c6 nhitng nha khoa hoc, co quan cua chinh phi My méi c6 quyén truy cap vao h¢
thong ARPAnet.

Vao cubi nhitng nam 1980, hi¢p hoi khoa hoc My da c6 nhimg nd luc dé cho phép
cac nha khoa hoc, cac truong cao dang va céac trudng dai hoc c6 thé tham gia sir dung hé
thong mang ARPAnet dé chia sé nhitng thong tin, dit li€éu khoa hoc cia hg. Tuy nhién viéc
sir dung Internet luc d6 rat kho khan, doi hoi ngudi dung c6 ki ning may tinh cao.

Mang Internet c6 thé chi ding lai & ddy néu nhu khong c6 sy ra doi cia World Wide
Web, dugc phat minh boi Tim Berners-Lee trong thoi gian lam viée tai CERN (Té churc
nghién ctru nguyén ttr cia Chau Au dat tai Thuy Si). Ong Tim da tim ra cach thirc dé may
tinh & céac vi tri, dja diém khac nhau c6 thé hién thi nhitng van ban c6 lién két dén cac tap
tin van ban khac. Két qua nghién ctru ctia ong Tim d6 13 ngdn ngit danh dau siéu vin ban
HTML (Hyper Text Markup Language).

24.1.2. Thong tin gi duwgc cho phép dua lén Internet?

Internet la mot mang dién rong ma trong d6 c6 nhiéu c4 nhan, t6 chtrc, qudc gia cling
tham gia. Thong tin dua 1én mang Internet c6 xudt x{ tir nhiéu ngudn khac nhau, va phuc
vu cho nhiéu muyc dich khac nhau. Tir nhimng thong tin phuc vu cho gido duc, y té, qudc
phong, du lich cho dén nhitng thong tin c6 thé ¢6 hai cho céc té chirc, cac qudc gia, hodc
cac nén van hoa.

Vi mdi qudc gia co hé théng phap 1y riéng ciia ho va nhimng hé thong phap 1y nay doi
khi lai trai nguoc nhau nén thong tin dugce dua 1én mang Internet hau nhu khong thé kiém
soat duoc. Chang han toa 4n Canada mudn két toi mot cong dan nudce ho vi tdi tuyén
truyén, ting ho cha nghia phét xit méi nhung ho khong thé dua anh ta ra toa dugc vi thong
tin anh ta dua 1én mang duoc luu trit & My. Ma theo luat phap My thi diéu nay lai duoc
cho phép.

24.1.3. Nguyén ly hoat dong cia Internet

Dé hiéu nguyén Iy hoat dong cua Internet theo cach don gian nhét, ta c6 thé hinh
dung thong tin goi va nhén tir cac may tinh gidng nhu viée goi thu qua hé théng buu dién.
Khi mudn goi thu, nguoi ta thuong dén mot tram buu dién gan nhit dé bo thu vao thung.
Tai day thu ctia chung ta va ctia nhiéu ngudi khac nita s& duoc phan loai theo dia chi roi
tiép tuc duoc goi 1én tuyén cao hon. Qui trinh ctr tiép tuc nhu thé cho dén khi thu cia
chung ta t&1 dugc dia chi cua ngudi nhan.
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Tuong ty nhu vay, khi nhan va goi thong tin trén Internet, thong tin can phai dugc
xéc dinh dia chi duy nhat. Dia chi Internet cta céc tu lidu dugce quan 1y bang bd dinh vi tai
nguyén déng dang URL (Uniform Resouce Locator). Mdi trang Web khi duoc dwa 1én
Internet s& ¢ it nhat mot dia chi URL tham chiéu dén né.

24.2.MOt SO khai nIEm

24.2.1. Pia chi Internet
a. Dia chi IP (Internet Protocol Address)

Khi tham gia vao Interntet, cac may tinh goi la cac host, phai mang mét dia chi IP
dung de nheir} dang. Dia chi IP dugc chia 1am 4 so thap phan gidi han tir 0 - 255, phan cach
nhau bang dau cham.

Viduy: 172.16.19.5; 172.16.0.3; ...

b. Hé thong tén mién DNS (Domain Name System)

Dia chi IP gom cac s6 rat kho nhé va kho sir dung, cép phai xdy dung mot hé thong
dia chi Internet khac, do chinh 1a h¢ thong tén mién DNS, dé dat tén cho céc host trén
Internet.

Vi du: www.yahoo.com, www.microsoft.com, www.ctu.edu.vn, www.mit.edu, ...

MOi host trén Internet s& co hai dia chi: dia chi IP va diq chi tén mién dugc anh xa
v6i1 nhau. Khi nguoi st dung dung tén mién, né s€ dugc chuyén doi qua dia chi IP tuong
ung.

Céc phan com, edu hay vn trong dia chi tén mién ¢ trén dugc goi 13 tén mién cép 1
(First-level Domain hay Top-level Domain). C6 hai loai Top-level Domain chinh:

— Domain mang tinh t6 chtrc:

Domain T6 chirc
com (Commercial) Thuong mai
edu (Educational) Giédo duc

gov (Governmental) | Nha nudc

int (International) T6 chirc qudc té
mil (Military) Quan doi
net (Networking) Tai nguyén trén mang

org (Organizational) | Céc to chirc khac

— Domain mang tinh dia Iy: gdm 2 ky tu tat dai dién cho mot quéc gia.

Domain | Qudc gia
at Ao

au Uc

ca Canada
de buc
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Fr Phap

ip Nhét

uk Anh

us My

vn Viét Nam

24.2.2. Mot so thanh phan trén Internet
a. Nha cung cip truy cip Internet IAP (Internet Access Provider)

La nha cung cap dich vy duong truyén dé két ndi voi Internet, quan 1y cong
(gateway) nbi véi quoc té.

_ IAP ¢ Vi€t Nam: Cong ty dich vu truyén s liéu VDC thudc tong coéng ty buu chinh
vien thong, co quan thuc hién truc tiép la VNN.

b. Nha cung cip dich vu Internet ISP (Internet Service Provider)

La nha cung cép dich vu Internet cho céc td chirc va ca nhan, con dugc goi la cac
ISP thuong mai. ISP phai thué duong truyén va cong cua mot IAP.

ISP thuong mai & Viét Nam: Cong ty dich vu truyén s6 liéu VDC thudc tong cong ty
buu chinh vién thong, Cong ty FPT thudc Bd khoa hoc cong nghé va méi truong, ...

c. ISP dung riéng

La nha cung cép dich vu Internet khong mang tinh cht kinh doanh. Day 1a loai hinh
dich vu Internet ctia cadc co quan hanh chinh, cac truong dai hoc,vién nghién cuu, ...

ISP dung riéng & Viét Nam: mang cua Trung tdm khoa hoc va k¥ thudt hat nhan,
mang Khoa hoc giao duc VARENet.

d. Nguoi str dung Internet

La nguoi st dung cac dich vu Internet. Nhimg ngudi nay phai dang ky voi mot ISP,
c6 mot tai khoan (Account) dé quan ly truy cap va tinh toan chi phi phai tra cho ISP. Khi
dang ky voi ISP, nguoi st dung can phai biét:

— ISP c6 cung céap day du cac dich vu cia Internet khong?
— ISP dugc truy nhap thong qua duong dién thoai cuc bo hay duong dai.
—  Tbc do duong truyén cia ISP.
— Phuong thtrc va chi phi phai thanh toan.
e. Tai khodn ngudi dung trén Internet

Khi dang ky v6i mot ISP, nguoi dung duoc cung cap mot tai khoan. Mdi tai khoan
bao gdm tén (User name) va mat khau dang nhap (Password).
Ngoai viéc st dung tai khoan do ISP cap de quan ly truy cap va tinh toan chi phi, khi

sir dung Internet co thé c6 nhleu trang Web yéu cau ban phai c6 mot tai khoan dang nhap
vao moi st dung duoc mat s6 dich vu khac, d6 1a tai khoan cua nguoi dung Internet.
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24.3.CAC DICH VU THONG DUNG TREN INTERNET

24.3.1. Dich vu Telnet (Telephone Internet)

Telnet 1a chuong trinh cia may tinh ndi két chuong trinh ngudn véi mot may tinh
khac & xa. Vi dy, ban c6 thé str dung Telnet dé két ndi voi mot may chii & mot noi khac rat
xa. Trong trudng hop ndy ban can phai c6 tén nguoi st dung (User name) va mat ma
(Password) ciing nhu tén ctia may d6, ban ciing phai can biét m¢ hé thong may sir dung -
hé thong tong quat & day la UNIX.

24.3.2. Dich vu thw dién tir (Mail Service)

Ban c6 thé gui hodc nhén céc thu dién tir (Electronic Mail- Email) tur bat cir mot noi
nao véi diéu kién 1a ngudi nhan va ngudi giri phai c6 mot dia chi Email va may tinh sir
dung c6 ndi mang Internet. Ban chi ra 1énh nhan Mail da duoc luu trlt trong mang phuc vy,
thé 1a thu di nam trong may tinh cta ban.

24.3.3. Dich vu tin dién tir (News)

Cho phép trao ddi cac bai bao va ban tin dién tir (bulletin) xuyén sudt Internet. Cac
bai bao duogc dit tai trung tim co s dit liéu trén sudt khong gian Internet. Ngudi dung truy
cap vao co so dit lidu d6 dé 1dy vé cac bai bao ho can. Diéu nay lam giam tic nghén trén
mang va loai trir viéc luu trix nhiéu ban sao khong can thiét cia mdi bai bao trén tung hé
théng ctia ngudi ding.

24.3.4. Dich vu truyén tap tin (FTP: File Transfer Protocol)

FTP la mot hé théng chinh yéu dé chuyén tai File giira cac may vi tinh vao Internet.
File dugc chuyén tai c6 dung luong rat I6n. FTP hau hét duoc sir dung cho viéc chuyén tai
nhiing dit liéu mang tinh ca nhan.

Thong thuong, ban sé dung FPT dé chép File trén mot may chi tir xa vao may ctia
ban, viéc xur Iy nay goi 1a nap xudng (downloading). Tuy nhién, ban ciing c6 thé chuyén
File tr may ctia ban vao may chu tir xa, diéu nay goi 14 nap 1én (uploading). Thém vao do,
néu can thiét, FTP s& cho phép ban chép File tir mot may chu tir xa téi mot may khac.

24.3.5. Dich vu Web (World Wide Web — WWW)

~ Day la khi niém ma ngudi ding Internet quan tm nhiéu nhat hién nay. Nguoi ta
viet tat [a WWW hay goi ngan gon 1a Web. Web 1a mot cong cu, hay dung hon la dich vu
cua Internet.

Khac véi cac dich vu trude day cua Internet, Web chira thong tin bao gém van ban,
hinh anh, 4m thanh va tham chi ca video dugc két hop v6i nhau. Web cho phép ban c6 thé
chui vao moi ngd ngach trén Internet, 1 nhitng diém chira co s& dit liéu goi 1a Web site.
Nho c6 Web, nén du khong phai 1a mot chuyén gia, ban van co thé sir dung Internet.

Phan mém str dung dé dinh huéng Web goi 1a trinh duyét Web (Web browser). Hién
nay, trinh duyét thong dung nhat 1a Netscape cua Sun, tiép d6 1a Internet Explorer ctia
Microsoft, ngoai ra con c6 Opera, Mozilla Firefox, ...

24.4.Trinh duyEt Web Internet Explorer (IE)

24.4.1. Khéi dong va thoat khoi Internet Explorer

e Khéi dong Internet Explorer:

C6 nhiéu cach dé khoi dong trinh duyét:
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— Chon Start/ Program Files/ Internet Explorer

— D_Click 1én biéu tugng IE trén man hinh nén.

—  Click vao biéu tuong IE trén thanh Taskbar.
e Thoat khoi Internet Explorer:
Ban c6 thé thuc hién theo mot trong céac cach sau:
—  Click vao nut Close Xl trén thanh tiéu dé.
— Chon Iénh File/ Close.
—  Nhén t6 hop phim Alt + F4.

24.4.2. Cac thanh phan trong man hinh Internet Explorer

#} about:blank - Microsoft Internet Explorer =10l x|
File Edit “iew Favorites Tools Help | ;1'
o . 9 . M El 3 q / o7 - L 5] | - =) ?
Bark: Farmard Stop Refresh Home: Search  Favarites Media History Tail Print
ddress [ €] about:blanky_ N\ | e ks ?
[
‘/xThanh dia chi ’ Thanh cong cu ’

‘ Thanh trang thai

|&] Dore I_ l_ I_ |4 nternet

a

Hinh 24.1: Céac thanh phan trong man hinh Internet Explorer

a. Thanh cong cu:

Céc nut trén thanh cong cu cho phép thuc hién cac thao tdc nhanh hon. Chirc nang
cua céc nut trén thanh cong cu nhu sau:

Q . O . 2] o o s & £ - 5

Back. Forward Stop Refresh Home Search  Favorikes Media Hiskary Mail Print

Hinh 24.2: Thanh cong cu cua Internet Explorer

Back: tré vé trang trudc do.
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Forward: hién thi trang ké tiép.
Stop: ngung tai trang Web hién hanh tir may chu.
Refresh: tai lai ndi dung trang Web hién hanh.
Home: hién thi trang khoi ddu, trang nay tu dong nap mdi khi khai dong IE.
Search: cho phép tim kiém.
Favorites: danh sach nhitng trang Web ua thich.
Media: nap trang Web c6 chira lién két dén nhimng tai nguyén vé Media.
History: liét ké cac trang da xem trudc do.
Mail: thi hanh chuong trinh nhan goi Email.
Print: In trang hién hanh.
b. Thanh dia chi

Dung dé nhap dia chi ctia trang web mudn truy cap. Thanh dia chi ciing hién 1én dia
chi cua trang Web hién hanh.

Ban c6 thé Click vao hop ké tha dé chon dia chi ctia nhiing trang Web thuong hay
truy cap.

I Address iEj hikbps f e, binbuc, com

Rﬂ Go  Links ®

iEj htkp: [ fmail. cbu.edu.vn

iEj htkp:ffctu. edu.vn

iEj http:/fgoogle, com, vnf

iEj hitkp: [, wnexpress, net
iEj http:/vnexpress, net

Hinh 24.3: Thanh dia chi cua Internet Explorer

c. Thanh trang thai

Dung dé hién thi tién trinh nap trang Web. Khi trang web dang dugc nap, nhin vao
thanh chi thi mau xanh dé bict dugc lugng thong tin da nap dugc so véi tong so thong tin
can nap. Khi trang Web dugc nap xong, thanh trang thai s€ hi¢n chir “Done”.

|iEj (# ikems remaining) Opening page hkkps e, b [ ] 8 Internst

Hinh 24.4: Thanh trang thai cua Internet Explorer

d. Xem ngi dung ciia trang Web
bé xem noi dung mot trang Web, ban co thé thuc hién theo mot trong cac cach sau:
— Nhép dia chi cua trang Web dé vao thanh dia chi.
—  Click vao hop ké tha cua thanh dia chi dé chon trang Web thuong hay xem.

—  Vao menu Favorites roi chon tén trang Web can xem (néu dia chi trang Web
da duoc luu lai).

—  Vao menu File/ Open rdi nhap dia chi vao hop van ban Open.
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Download the Latest Criticgl Secusite llndatac Get More from the Web
Install the latest critical securi Cpen
and Office, Qpen in Mew Window Wiork Faster and

Save Target As, ., Srnarter

Print Target Do Arnazing Things

Explore the Windows Mark
Cormparison shop the largest «
and downloads that wark with

Het Answers Fast

Copy Shaorkcut
Previous ¥ersions

Experience More Digital Er ) =
Add to Favorites. .. Mot Using Internet

See ways to have more fun w Explorer 67 Get
and services for Windows XP, Properties Inforrmation for Wour

Browser Wersion

(£

Hinh 24.5: Lién két trong cac trang Web

Néu trang Web dang xem c6 chtra nhiing lién két dén cac trang Web khac, Click
chudt vao céc lién ket do dé chuyén dén trang méi. Click vao nut Back dé tré ve trang Web
trude do.

Thong thudng céc lién két trong trang Web duoc gach dudi hoic sir dung mau khac
vO1 mau cua van ban. Khi dua con tré chudt dén cac lién két, con tré chudt s€ doi hinh
dang thanh hinh ban tay. Luc nay thanh trang thai s€ hi¢n 1én dia chi cua lién két.

Néu mudn xem ndi dung ctia trang Web lién két dong thoi van giit nguyén trang Web
hién hanh, nhan chudt phai vao lién két, chon Open in New Window.

24.4.3. Lam viéc véi cac trang Web

a. Luwu ndi dung trang Web

Chtrc nang nay cho phép ta luu ndi dung cua cac trang Web trén may cuc bo, sau do
ta c6 thé xem ndi dung cua céc trang nay ma khong can phai co két noi Internet.

Cdch thuc hién:
—  Truy cp dén trang Web can luu ndi dung.
— Chon File/ Save As, xut hién hop hoi thoai:

2]

Save jn: I&} CoS j Q F [F -

LI TEST

| DEFALLT.HTML

File name: IComputer Adaptive Testing Tutaorial j Save I
Save as type: IW’Eb Page. complete [* k™. html) LI Cancel |
Encaoding: IWestern European {Wwindows) LI
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Save in: chon vi tri s€ luu trang Web

File name: nhap tén cho trang Web.

Save as type: chon dinh dang muén luu, mic nhién 1a dang trang Web.

Encoding: chuin ding dé giai ma ndi dung.

—  Click Save dé Iuu, Click Cancel dé bo luu.

b. Luu cac dia chi thwong dung

Chtrc ndng nay cho phép luu dia chi cua cac trang Web thuong sir dung, ban truy cép
cac trang nay nhanh hon va cling khong can thict phai nhé chinh xéac dia chi cta né.

Cdch thuc hién:

— Truy cap dén trang Web can luu dia chi.

— Vao menu Favorites/ Add to Favorites.

— Nhap tén cho dia chi mudn luu.

—  Click OK & luu lai dia chi.

Add Favorite

N

XY

M ame:

|nternet Explorer will add this page to your Fawvarites list,

[Make available affline

| Trang chil Tin bz Yigk Nam - TinkucYietnan, com | [ Create in >3 ]

Hinh 24.7: Luu cac dia chi Web thuong dung

c. T4i tap tin tir Internet

Chirc nang nay cho phép tai cac tap tin van ban, hinh anh, hodc cac chuong trinh g
dung tir Internet vé may cuc bd.

Cdch thue hién: Click vao lién két dung dé tai thong tin, xuat hién hop thoai nhu hinh

25.8:

File Download X

9 Some files can harm pour computer. IF the file information below
\_“(/ looks suspicious, or you do not fully trust the source, do not open or
zave this file.
File name: Bosung_led.0.zip
File type:  winRAR ZIP archive

From: wiww, b edu.vn

‘whould you like to open the file ar save it ba pour computer?

[ Open ] [ Save ] [ Cancel ] [ Mare Infa

Alwayps azk before opening this type of file
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Open: mo tap tin bang chuong trinh tng dung pht hop.

Save: tai tap tin vé may cuc bg.

Cancel: bo qua vi¢c tai tap tin.

Ghi chii: néu lién két tro dén mot tap tin van ban nhu Word, Excel, Acrobat,..

. thi

khi nhan chudt vao lién két, , ing dung twong mg s€ dugc thi hanh dé hién thi noi dung cua
van ban do bén trong ctra s6 IE. Trong truong hop nay, néu mudn luu tap tin thi phai nhan

chudt phai, 16i chon muc Save Target As...
d. In trang Web

Chtrc nang nay cho phép in ndi dung cua trang Web dang xem ra may in.

Cdch thuc hién:

General | Options |

Chon File/ Print hoac nhén t6 hop phim Ctrl + P, xuét hién hp hoi thoai:

%_?Iil

—Select Printer

Statuz:
Lazation:

Ready

Comment:

[” Printtofile  Preferences

Find Printer...

~Page Range
Lo |

! Selection
" Pages:

! Curent Page

f1
Enter either a single page number or a single
page range. For example, 512

Mumber of copies: I'I 3:

W Collate ﬂ ﬂ

Print

Cancel |

Amply

Hinh 24.9: In trang Web

Lép General

Select Printer: chon may in su dung.

Page Range:
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+ Al in tat ca théng tin trong trang Web.
+ Selection: in théng tin trong khdi dugc chon.
+ Current page: in thong tin trong trang hi¢n hanh.
+ Pages: liét ké cac trang mudn in trong hdp vin ban nay.
Number of Copies: s6 ban in.
Lép Options: dinh 1&, va mot s6 thong sb khéc.

Ghi chu: Trong IE 6.0 c6 thém chirc nang Print Preview cho phép xem trudc cac
trang trude khi in.

24.4.4. Tim kiém thong tin

Tim kiém thong tin 12 hoat dong pho bién dbi voi nguoi st dung Internet. So véi thong
tin dugc luu trir trén nhig phuong tién khac, thong tin duoc luu trir trén Internet truy cap
va tim kiém dé& dang hon. Ngoai ra, két qua tim kiém dat dugc nhiéu hon so vé6i viéc tim
kiém thong tin dugc luu trir trén cac phuong tién khac. Pay 1a diém manh nhung d6i khi
cling 1a diém yéu cua Internet vi khi tim dugc qua nhiéu thong tin lién quan dén thong tin
can tim, ta phai t6n thoi gian dé loc lai nhitng thong tin phi hop.

Trén Internet c6 rat nhiéu trang Web cung cap cac cong cu tim kiém (search engine).
Mobi cong cu tim kiém c6 nhitng diém manh va diém yéu riéng. Do d6 khi tim thong tin, ta
nén bat dau bang cdng cu quen thude nhat. Néu két qua tim kiém chua tét, ta c6 thé thyc
hién lai viéc tim kiém véi cong cu tim kiém khac.

a. Cong cu tim kiém Google

Pay 1a cong cy tim kiém da ning nhét, cong cu nay c6 kha ning tim kiém trén vai ti
trang Web.

Nhap dia chi Google.com vao thanh dia chi cta IE. Khi nap xong, trang chu cta
cong cu tim kieém Google hién thi nhu sau:

Address |E] httpe i, google . comy w a Go  Links
j A

Web Images Groups News  Froogle more s

"How to use MS YWord 2000 aduanced Seatch
refarences
Google Search ][ I'm Feeling Lucky Language Tools

Advertising Programs - Business Solutions - About Google - Go to Google Vietnam

E2004 Google - Searching 4,285,199 774 web pages W

:@:l £ Internst

Hinh 24.10: Cong cu tim kiém Google
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Nhap thong tin mudn tim vao hdp vin ban rdi nhan Enter hodc Click vao nit 1énh
Google Search. Thong tin tim kiém thuong la céac tir khoa (keyword) hodc mot cum tur déc
trung nhat.

Ghi chu:

—  Dit dau “ trude tir khoa dé yéu cau tim kiém chinh xac cum tir can tim (lién
két AND)

— Khong nén nhap vao nhing tir khoa c6 ndi dung tong quat vi két qua tim kiém
s& rat nhiéu, thong tin dugc tra vé sé khong gan véi ndi dung mudn tim.

Vi du: mudn tim tai liéu hudng dan str dung Word, ta sir dung tir khoa “Word” dé
tim thi két qua tra vé co thé 1én dén vai triéu trang. Trong truong hop ndy, ta c6 thé sir
dung cum tir “How to use Word” hodc 1a “How to use MS Word 2000 thay vi chi dung tu
“Word”, nhu thé thi két qua tra vé sé t6t hon. Néu két qua tra vé nhiéu thi nhiing trang
Web c6 chtra théng tin gan véi thong tin can tim nhat s& duoc liét ké trude, nhitng trang it
thong tin hon dugc liét ké sau.

bé xem keét qua tim kiém, nhan chudt vao mét trong céc lién két duogc liét ké ra.

Ngoai ra, ta co thé nhan chuot phai vao lién két rdi chon Open in New Window, lam nhu
the ta van gilr dugc trang két qua tim kiem.

2l Google Search: “How to use MS Word 2000 - Microsoft Internet Explorer,

File Edit view Favorites  Tools  Help ;','
' - ) A O < i i ) - -
Q Back </ \ﬂ @ | Seatch 7. Favorites @ Media 6:{ o=
. Address :Ej hittp: /v, google comysearch?q="%22How+to+use-+HMS+HWord+2000&hl=entlr=8st art=08&sa=N v Go : Links »
Amazon.com: Books: Sams Teach Yourself Microsoft Word 2000 in 24 ... s

SEARCH. Books. Search Web. ...
wwnwy. amazon. com/exec/obidos/ to/detail ~0B7 2314428 %v=qglance - B2k - Cached - Similar pages

rroF Session Description: For Fall 2000, | created my website after ...

File Format: POF/Adobe Acrobat - Yiew as HTWML

owritten, After discussing how to use MS Word 2000 to create web pages, we

will learn how to create web pages using M3 FrontPage 2000. ...

whinne fro. mass. edufsmabroukd MECC_2002/MECC_2002 Wikshp Het \WFP pdf - Similar pages

10,000 computer books: new computer books released, catalog; beb. ...

.. Publ § 24.99 P 9905 067231522X How to Use MS PowerPaoint 2000 Sams/Macmillan Computer
Publ § 24,99 P 9305 0672315297 How to Use MS Word 2000 Sams/Macmillan ...

whinne. heh. com/fcatalogs/new-9905. html - 58k - Cached - Similar pages

G(}k?k}L}L?L?x?gIe ’
Result Page: 1234567 Next 2
| 4 Internet

Hinh 24.11: Két qua tim kiém bang Google
b. Tim kiém nang cao v6i Google

Trong trudng hop mudn c6 két qua tim kiém gin voi thong tin dang tim, ta sir dung
churc nang tim kiém nang cao cua Google (Advanced Search).
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2 Google Advanced Search - Microsoft Internet Explorer Ej@]fgl
. File Edit Wiew Favorites Tools  Help a';'

] - - — n

: . . \ ) <> ' ) ) ] -

G Back > \ﬂ \ELI nl | Search A Favorites @ Media {{ =

i Address ﬁj hitkpe f v, google. comf advanced_search?q=%22How-+to+use+M3+Word+2000&hl=enddr= 4 . Go  :links

(JO ngle Advanced Search Advanced Search Tips | About Google 25

Find results with all of the words 10 results #
with the exact phrase How to use M3 Word 2000
with at least one of the words
without the words

Language Retumn pages written in English v

File Format Only | return results of the file format any format W

Date Return web pages updated in the anytime v

Numeric Range Return web pages containing numbers between and

Oceurrences  Return results where my terms occur anywhere in the page %

Domain Only % | return results from the site or domain

e.g. google. com, .org More info

SafeSearch @ Mo filtering O Filter using SafeSearch

g‘]  Internet

Hinh 24.12: Tim kiém nang cao v6i Google

Find results: dat diéu kién cho két qua tim kiém:
+ With all of the words: két qua tim kiém phai bao gdm tat ca cac tir can tim
+ With the exact phase: két qua tim kiém phai c6 chinh xac cum tir can tim.
+ With at least one of the word: két qua tim kiém phai c6 it nhat mot trong nhimg
tur can tim
+ Without the word: két qua tim kiém khong chira nhiing tir nay

Hién thi két qua tra vé: chon s6 két qua tra vé tir hop ké tha, mic nhién sé tra vé 10

két qua néu tim duogc tir 10 trang Web trd lén.

Ngoai ra ta c6 thé dat thém diéu kién vao nhiing tity chon khac nhu ngon ngit, thoi
gian, dinh dang, ...
c. Tim kiém véi Vinaseek

Cong cu nay cho phép tim kiém thong tin bang tiéng Viét rat hiéu qua. Mot trong
nhiing diém manh ctia cong cu nay 1a nd c6 kha nang tim kiém thong tin trong cac van ban
v6i1 nhieu chuan Font chit khac nhau. Néu may tinh cia nguoi dung khong c6 bo go tieng
Viét, nguoi dung van cé thé go tieng Viét bang cach bat bg go tiéng Viét cua cong cu nay.
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2l Vinaseck - Microsoft Internet Explorern

© File Edit Wiew Favorites  Tools  Help W
2 . — i - -

e Back ~ () \ﬂ @ { l\-| p ) sgarch \3,'\'( Favotites e Media 6‘3 [ g~ =

: Address |@B| http: | {vinaseek, com/search.cqi V| Go i links **

Titn kifm ning cao  Huwdng din )

VINASEER ™ mormmee |
3 % @Telex OVNI OVIQR OTétbégd

Meo véit: Nén ding cac tir thit dédc trung cho inh vy mudn tim

Tim dwoc 7 trang

1. Tim dia chi hoc tin hoc va tiéng Anh trén mang (1)
Daily news from Vietnam's most popular Online Magarine Includes world national sports business
VnExzpress Vietnam News Daly Economy Online Internet Magazne Gateway [XP ISP ICP FPT Portal Tin
nhanh Cap nhat Bao Dien tu Vietbao TinViet Vietlews Mua Ban Rao Vat Tu Van Viec Lam Hano Ha
Mot Saigon ...
hitpoifrnezpress net™WistnamVi-tmh/Kmb -nghiem/2 0030 L3 B 904779/
98% - Kich thwde: 173K - 18-10-2004 - Tim twong iy | Hern han ooty

@ 0 Internet

|£

Hinh 24.13: Tim kiém vé&i Vinaseek

d. Cac cong cu tim kiém Kkhac

Danh sach cac cong cu tim kiém thong dung:

WWWw.msn.com trang Web cua hiang Microsoft.
www.yahoo.com trang Web cua hang Yahoo.
www.lycos.com trang Web cua hang Lycos.

www.alltheweb.com  trang Web cta hang Fast Search
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CHUONG 25: DICH VU THU PIEN TU

--- 000 ---

Thu dién tu (Email) 1a phuong tién lién lac vo cung tién lgi trong thoi dai cong nghé
thong tin ngay nay. Str dung Email ta co thé trao d6i thong tin véi ban be, dong nghiép trén
toan cau. Uu diém ndi bat nhét ciia viéc sir dung Email 1 nhanh, ré, moi lic moi noi.

Chuong nay s€ gidi thi€u véi cac ban vé mot sb khai niém khi sir dung Email, cach
tao va su dung Email, ...

25.1.GIOI THIEU

25.1.1. Nguyén ly van hanh

Mubn str dung thu dién tir thi nguoi ding phai ¢6 may tinh ndi két Internet hodc ndi
két vao may chu cung cap dich vu Email (Mail Server). Ngoai ra, dé€ géi hoac nhan Email
thi nguoi sir dung phai co tai khoan Email va danh sach dia chi Email cua ngudi nhan.

25.1.2. Céu tric mét dia chi Email

Dia chi Email (Email Address) la 1 dinh danh trén Internet cho phep nguoi str dung
Internet nhan biét dugc chinh xéc nguoi can lién hé, giao dich, trao doi thong tin va ra Iénh
guri cac thong diép, tai liu, hinh anh (Email message) to1 dinh danh nay.

Cau trac mot dia chi Email: <Tén tai khoan>@<Té&n mién>
- Tén mién: tén cua may tinh lam Server luu va quan 1y dia chi Email nay.

- Tén tai khoan: tén dugc ding ky, dé phan biét vdi cac dia chi Email khac c¢6
cung tén mién.

Vi du: info@yahoo.com; surport@ctu.edu.vn; webmaster@ctu.edu.vn; ...

25.1.3. Céu tric mét Email

( Date: |Wed, 3 Nov 2004 14:48:53 +0700
From: |Nguyen Thanh Tien <nttien@ctu.edu.vn>

To: |phchon@ctu.edu.vn

Header | Cc: |lttung@ctu.edu.vn, dnquy@ctu.edu.vn

Subject: |Hop le Doan Thang 11/ 2004

Part(s): | (£] 2 ThumoiHL.doc application/msword 34.21 KB =

N

Kinh gtri: Cac ban Poan vién Khoa Khoa hoc.
Body < |Théng bao vé viéc hop 1é Poan thang 11/ 2004 trong File dinh kém.
BCH Chi Boan can bo KKH

25.1.4. Webmail

Webmail 13 hé thong cung cip céac dich vu Email (nhén, g&i, loc Email) thong qua 1
Website nao d6 trén mang Internet. Thong thuong, day 1a hé thong cung cap dia chi Email
micn phi. P& gui va nhan Email, nguoi st dung Internet chi c6 1 cach duy nhat 1a dung
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trinh duyét Wel; truy cép vao dia chi Website ctia nha cung cp dich vu, st dung Account
da dugc cung cap dé kiém tra Email va str dung cac dich vu Email thong thuong khac.

Vi du vé céac nha cung cap céc dich vu Email: www.vol.van.vn; www.hotmail.com;
www.mail.yahoo.com; www.webmail.ctu.edu.vn; www.gmail.google.com, ...

25.2. Chwong trinh OQutlook Express

Outlook Express 12 phan mém quéan Iy Email duoc cai dit sin trong cic may tinh st
dung h¢ di€u hanh Windows. Phan mém nay cung cap hau hét cac tinh nidng can thiét dé
nguoi dung co6 thé quan ly Email mdt cach hi¢u qua.

25.2.1. Cac thanh phan trong Outlook Express

Khéi dgng Outlook Express: vao menu Start/ Programs/ Outlook Express, cira sO
Oulook Express xuat hién nhu sau:

B8 outlook Express k - Ol x|
J J

File Edit Wiew Tools Message Help |,,

. .

Create Mail Send/Recy

Addresses Find

w8 Outlook Express

r

Folders = |
(31 Dutlock Express
EJ@ Local Folders
. @ Inbox i1} Find a Message... Identities «
AT Outbo E-mail

B4 There is 1 unread Mail message
- (H Delsted Items in vour Inbox To download

Tip of the day X

P Draft . rmare newsgraup
5B} Drafts Set up a Mail account... messages, click
the Tools menu
Mewsgroups and then click
Setup a Mewsgroups account... Get Next 300
Headers.
Contacks = b | Contacts
There are no conkacts to display, Click Cpen the Address Baok..,
on Contacks ko create a new contact, ﬁ Find Peonls. .

[ when outlaok Express starts, go directly
o my Inbox,

4 Previous

@ Wiarking Online |

Hinh 25.1: Ctra s6 Oulook Express

Thanh cong cu

- my J— ot
o, & & w8 = X == NS
Create Mail Reply Feply all Forward Prink Delete Send/Recy Addresses

Hinh 25.2: Thanh cong cu cua Oulook Express

Create Mail : soan Email méi.

Reply: tra 101 Email dang m& cho nguoi goi.
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Reply All: tra 161 Email dang mé cho tt ca cac nguoi c6 trong danh sach ngudi
nhén cia Email dang mo.

Forward: géi Email nhan dugc cho nhitng nguoi khac.
Print: in Email dang mé.
Delete: x6a Email da chon.
Send/Recv: goi/ nhan Email méi tor may chu.
Addresses: m¢ danh sach dia chi Email.

25.2.2. Tao m{t tai khoin mai
Vao menu Tools/ Accounts/ Chon 16p Mail

Internet Accounts

All |Mail |News Directony Service Add

Mewis [g

Directary Service. ..

Account Tupe Connection Remowe

% 17216.03 rnail [default) Any Available -
Properties

Impart..

Expaort...

i

Cloze

Hinh 25.3: Tao mot tai khoan méi

Click vao nut 1énh Add/ Mail dé tao mot tai khoan méi vao Outlook, hop thoai
Internet Connection Wizard xuat hién nhu hinh 26.4:

Internet Connection Wizand fgl

Your Hame

Wwhen you send e-mail, pour name will appear in the From field of the outgoing message.
Type your name as you would like it to appear.

Dizplay name: Input your name herd

For example: John Smith

[ test = ][ Cahicel

Hinh 25.4: Nhap ho va tén cta ban
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Trong 6 Display name, ban dién vao ho va tén cta ban. Phan nay la tuy chon, ban cé
the dién bat ctr tén gi ban thich nhung chu y 1a tén nay s€ xuat hién ¢ phan From khi nguoi

nhan doc thu cta ban.

Click Next, ban s& chuyén qua muc khai bao dia chi Email cua minh (Hinh 26.5).
bia chi Email c6 dang: ténsudung@ténmién.com (hodc .net, .org, .van.vn, ...).

Internet Connection Wizard

Internet E-mail Address

Your e-mail address is the address other people use to send e-mail messages to you.

x]

E-mail address:

Iput your Email address herd

For example; someoned@microsaft. com

[ < Back “ Mesxt » ll Cancel

Hinh 25.5: Nhap dia chi Email cua ban

Click Next dé chuyén qua phan khai bao thong tin server:

Internet Connection Wizand

E-mail 5erver Names

Inzaming mail [POP3, IMAP ar H

My incoming mail serveris a | POP3 | SEMVEL

x]

TTF] zerver:

mail.In put domain name here.com

Outgoing mail [SMTP) zerver:

A SMTP server iz the server that iz uzed for your outgoing e-mail

mail. I put domain name here.canm

l < Back “ Mesxt » l[ Cancel

Hinh 25.6: Thong tin cta Server Mail
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Email Server Name: chon POP3.

Incomming mail: dia chi hoac s6 IP cua server POP3.

Outgoing mail: chi hoic s6 IP cia server SMTP.
Click Next d¢ qua phan khai bao tai khoan Email:

Account name: tén su
dung ma ban dugc cép.
Thong thuong, tén sur dung
chinh la dia chi Email cua

ban.

Password: mat khau
su dung.

Remember password:
nhé mat khau vao may,
nhu vy, mdi 1an check
hay guri mail ban s€ khong
phai gd mat khau (khong
nén chon néu 1a may dung
chung).

Click Next d¢ hi¢n
hop thoai chuc mung.
Click Finish d¢ hoan
thanh.

Internet Connection Wizand

Internet Mail Logon

Type the account name and pazzword your Intermet service provider hag given pou,

Arccount name: Input your Email address here

FPazzward:

[ ] Remember pazsward

If pour Internet service provider requires you to uze Secure Pazzword Authentication
[SPA] to access pour mall account, select the 'Log On Using Secure Paszward
Authentication [SPA] check box,

[]Log on using Secure Pazsward Authentication [SPA)

x]

[ < Back “ Mext » l[ Cancel

Hinh 25.7: Khai bao tai khoan Email cta ban

Click Properties dé thay d6i cac thudc tinh cho tai khoan.

Click Close dé dong hop thoai Internet Accounts.

25.2.3. Poc Email

Thong thuong cac Email nhan duoc s€ dugc luu trong thu muc Inbox. Nhan chudt
vao thu muc Inbox, danh sach Email s€ xuat hién nhu hinh sau:
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x|

J File Edit ‘iew Tools Message Help | "',.
o Y - b3
I & 8 = X ="
Create Mail Reply Reply Al Forward Prink Delete Send/Recy
= Inbox K
Folders x[|tlal =] ]From | subject -
E@ Local Folders = | B Huynh Xuan Hiep Re: Khach san SG-CT.
P i Inbox B4 Huynh Xuan Hiep 2.000.000 1
@ Onthosx [ Flaris hekma Fwd: Re: Thank youl!
..... @ Sent Ikems B~ Tien TRAN THUDNG Re: HI _Ill
% Deleted e |4 | | L
@ Drafts Fron: Floris hekma To: bgchinh@cku,edu.vn; dilngan@ctu.edu.vn Co: aleeuwen@scie. ..
E‘% mail.cku. edu.vr Subjeck: Fwd: Re: Thank voul!
----- ﬁ Inbox (35__ -
----- U3 Sent ltems | Dear Chinh and Ngan _
1] | » We are finishing the Testgenerator Module today.
Contacts = x || Ithink that the most efficient and save method for updating 15 that you
CFiflaris hekma send us copies of your databases (box & mdb) and that we do the
[Fingoan do hien updates.

[HiTien TRAN THUONG Is that O with you 7 In that case you can arclave them in a ZIP -file

and put it temporanly on a server where we can download 1t
T, [PRS FRPRRYR, [P P T, F

PPV, [P, N 5 RO, PRI, Py S 5,

|45 messagels), 39 unread @ \Working Cnline |

w1

Hinh 25.8: Doc Email

From: hién thi tén ctia nguoi goi.
Subject: hién thi chii dé ctia Email.
Received: hién thi thoi gian nhan.
- Chon mot Email tir cira s6 phia trén, ndi dung cuia Email do s€ dugc hién thi & cira
s0 bén dudi.
- Nhirng Email chua dugc doc s€ dugc thé hién béng chit in ddm, bén canh d6 13 biéu
tugng cua chiec phong bi dong.

- NI}frng Email da du,:(_yc doc rdi s& duoc thé hién béng chir thuong, bén canh do 1a
bi€u tugng cua chiéc phong bi mo.

- Nhitng Email c¢6 biéu tugng chiéc kep gidy 1a c6 tap tin dinh kém.

- Con s6 bén canh thu muc Inbox 14 s Email méi chua doc.

- Déu chim than (!) bén canh Email bao hiéu Email khan, can tra 1i gap.
25.2.4. Tao Email maoi

Nhén chudt vao nut Create Mail trén thanh cong cy, xuat hién hop hoi thoai:

Gido trinh Tin hoc cén ban Trang 213



Chuong 25: DICH VU THU BIEN TU

§: How to use Outlook Express [~ -0 x|
g 1

J File Edit Miew Insert Formak  Tools  Message Help 'f

= X a D 9w s |0

Send Lk Copy Paste  Undo Check Speling | &ttach
Ta: I.ﬁ.lumni Relations Sffice
e IFIn:uris hekma
Bcc: Ingnan do hien
Subject: |H|:|w ko use Outlook Express
Attach: @accessEDDD.de (5.06 MEB)
Arial =] E|B 2 UA | =ZiZ€>
-
Dear Sir,

Please tell me how to use Outlook Express |

Cira so soan thao Email

Hinh 25.9: Tao Email md&i

— To: nhap dia chi cia ngudi nhan vao hdp van ban nay.

— CC: trong trudng hop goi cho nhiéu ngudi, nhap dia chi ctia nhitng nguoi nay vao
hop dia chi nay, mdi dia chi cach nhau bai diu chidm phéy. TAt ca cac dia chi nay sé
duoc hién thi trong Email cta ting ngudi nhan. Ngudi nhan s& biét dugc Email nay
con duogc goi dong thoi cho nhiéu nguoi khac nita.

—  BCC: trong truong hop mudn goi cho nhiéu ngudi, nhung ban nhitng ngudi nay
khong biét dugc 14 ban cling goi Email ndy cho nhitng nguoi khac, ban nhap cac
dia chi mudn 4n vao khung BCC. Néu khung dia chi BCC chua dugc hién thi,
chon View > All Headers trén thanh menu cua chuong trinh. Céc dia chi ban nhap
trong khung To van dugc hién thi.

—  Subject: nhap chu dé Email.

—  Cira s soan thao Email: nhip ndi dung vao ctra s6 soan thao (khung hinh chir
nhat mau trang c6 kich thudc 16n nhat nam bén dudi khung Subject).

—  Click ntt Send dé goi Email.
< Géi tap tin dinh kém:

Ngoai ndi dung ctia Email, ta con co thé g61 dinh kém theo Email mot hoac nhiéu
tap tin cho nguoi nhan. Click vao nit Attachment, chon tap tin mudn goi dinh kém, roi
Click nut Attach.
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ST
Laak: j: I_EM}' Documents j 0 F F -

[#]] abcdef . mdb

E access97, pdf
E access97qr.pdf
access2000, pdf
‘access2000p, pdf
access2000qr, pdf

[ 2

File name: access2000p. pdf Attach

Files of twpe: LAl Files %) j Cancel

[T Make Shartcut to this file

Hinh 25.10: Goi tap tin dinh kém

25.2.5. Tra 1oi mot Email

Chon Email mudn tra 10i, r6i nhan vao nat REPLY trén thanh cong cu. Dia chi ciia
nguoi goi s€ duge tu dong dién vao, toan bd ndi dung ctiia Email cii cling dugc dién vao
trong cira s soan thao. Ta co thé giit lai ndi dung nay hodc xo6a di tiy theo ting trudng
hop cu thé.

25.2.6. X0a Email

Chon nhitng Email mudn x6a rdi nhan phim Delete hodc nhan niit cong cu Delete.
Nhitng Email bi x6a s€ dugc luu vao thu muc Deleted Items. Do d6 trong trudng hop x6a
nham thi ta van con co héi phuc hoi.

25.3.SU DUNG HOTMAIL

MSN Hotmail 1a hé théng Email sir dung giao dién Web. Ddi véi hé théng nay nguoi
dung c6 thé sir dung bat cir may tinh nao c6 noi két Internet dé€ gdi va nhan Email.
Dé sir dung Hotmail, nguoi dung phai ding ky tai khoan véi dich vu Hotmail. Nhap
vao dia chi cia Hotmail: www.hotmail.com, trang chu cia Hotmail xuat hi¢n nhu sau:
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2} MSN Hotmail - More Useful Everyday - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

g [=1 e

| &

Q-O-HMRGLee | -5

- E S

Address IE http: fflcl laws. hotrmail passpart. com/cgi-bin/lagin

ma Hotmail

All About Hotmail
Fre

GET msn*

e [unks >

Mew to Hotmail?

sign Up For an E-Mail Account! (b Sign Up?)
{and get a Microsoft® .NET Passportl)

Already have a Hotmail account?

Sign-In Mame
|| @I hatrnail. carn ;I
Password

Forgok Your Password?
I |MI Problems Signing In?
Security Dptions {what's this?) :

" Publicfshared computer,

¢ Keep me signed in ko this and all other JMET
Passport sites unless I sign out.

{+ Meither

Meed inf i Hotmail and \MET
ABtP. 4 Meed more information on Hotmail an

Passport? Click here.,

2003 Microsoft Corporation. All rights reserved.
TERMS OF USE  Advertise
TRUSTe Approved Privacy Statement  GetMetWise

-

[ [ |4 neermet

A

Hinh 25.11: Trang chu ctia Hotmail

25.3.1. Tao tai khoan méi trong Hotmail

Tir trang cha cta Hotmail, Click vao niit New Account Sign Up. Dién cac thong tin can

thiét vao mau dang ky.

Profile Information

First Mame

Last Mame

Language
Country / Region
State

ZIP Code

Time fone

Gender
Birth Date

Occupaton

Hinh 25.12: Nhap céc thong tin vé ca nhan

“our first and last names will be sentwith all outgoing e-mail messages.

| English

=

IUnited States

|[Ch|:u:|se Cne)

[

|Universa| Time - GMTj
T Male Female

IMnnth leay jl

|[Se|ect an Occupation]

[
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Account Information

E-mail Address I @hotmail.com

Password
Six-character minimurn; I
no Spaces

Retype Password I
Secret Question IFa\mrite pet's name? j
Secret Answer I
Services ¥ Hotmail Member Directary

¥ Internet White Pages

Usze these ched boxes to indicate whether you'd like to be listed in
these Internet directories. More information about directaries

Registration Check Type the characters that wou see in this picture. Why™?

U 5K 5WgEK A

Characters are not case-zensitive.

Hinh 25.13: Nhap cac thong tin vé tai khoan dang ky
— Doc thoa th}lén “Piéu khoan sir dung” (Term of Use), nhan nut I Agree néu chap
nhan céc diéu khoan st dung.

— Chon thém mgt so tiy chon (néu mudn) vé cac ban tin mién phi, réi Click
Continue.

— Chon thém mot vai tuy chon r6i nhin Continue to E-mail.
25.3.2. Kiém tra Email méi (Check mail)

Ding nhap vao trang chii Hotmail, s Email méi s& dugc liét ké trong muc Message
Summary ¢ bén trai cua trang chi Hotmail.

/2 MSM Hotmail - Home - Microsoft Internet Explorer _[o] x|

File Edit “iew Favorites Tools Help | 4.

MSNHome | My MSN | Hotmail | Search | Shopping | Money | People & Chat M

Search the Web

Compose Contacts Options Help

gchinh@hotmail.com Free Mewsletters | M3N Featured Offers | Reminders

0% C————7100%  Today on MSN

‘fou are using 1% of your
skorage, More Information

+The week's top pictures
Why singles should buy

o
ES5a0e Summary =Top 10 classic sex symbols

Inbox 3 (3 new)

Spotlight

uaie? Single? Find a
-‘3 = date by Feb, 14
L

Junk Mail 0 (0 new)

Wiew All Folders

Featured Newsletters
More from MSN
MeShnp -Web no longer tax-free

Auction addicts beware: M5N's +20 workout boosters
Auckions ... =Sweets for your sweetie
Over 100 more worldwide! “What's your pet's sign? B notified when new mail arrives at your Hotmail
Inbiox-- -
al
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Click Inbox, va nhin chudt vao dia chi nguoi goi trong cot From dé doc Email.

SN Hotmail - Inbox - Microsoft Internet Explorer 10| x|

File Edit ‘ew Favorites Tools  Help | ﬂ.

Q-O-NAaPLPre@e|-aM-L&HES

Address @] http://by2fd bay2 hotmal msn. comfeai-binfHaTMail 2curmbox—FODD0000D Ba=B334b0362268 1 F0Cod750abe4890F1 v | [ o

MSNHome | My MSM | Hotmail | Search | Shopping | Money | People & Chat Sign Out,.

EE A

|_)| Music

Search the Web

Home Contacks Options Help

e

qchinh@htmail.com

Free Mewsletters | MSM Featured Cffers | Find Message I lEET RTa U T2

Show me mail from: |Every0ne - I
<4 Hide Folders | Delete | Block | Mark. &5 Unread | Put in Foldet... =
#' Inbox (3) Wl From Subject ¥ Date

9 Junk Mai o] [T archifacts@webaccess. ., need to guit smoking? -em:xkphme Feb 11 R TR
53 Sent Messages =) [T bels@alwlegimeyy harm... are you a 5 minute man? -shhbsxwudgl Feb 11 =
[T Hotmail Skaff ‘Welcome back to MSM Hotmail Feb 11
_| Drafts
_| TrashCan
_ | Backup
_| Drafts
Create Falder
7 I Marmams Faldars |
€l [ [ [ miemet 4

Hinh 25.15: Danh sach Mail trong hop thu

25.3.3. Doc va tra 161 Email

Néu sir dung tai khoan Hotmail mién phi, ngudi ding chi ¢ thé nhan va goi nhiing

Email c6 dung lugng tbi da 1a 1MB.

Pé doc mot Email, tir thu muc Inbox hodc thu muc bat ky, nhan chudt vao tén cua

nguoi goi trong cot From dé doc Email ctia nguoi do.
Khi mé mot Email, ta c6 thé chon thém cac chon lya:

+ Save Address(es): thém dia chi Email ciia nguoi géi vao danh sach dia chi
Email.

+ Block: ngan nhitng Email géi tir dia chi nay, sau nay khong nhan Email tir dia

chi nay nira.

Previous: doc Email trudc do

Next: doc Email ké tiép

Close: dong ctra s6 Email dang doc, tro vé danh sach Email.

Reply: tra 101 nguoi goi.

Forward: g&i ndi dung Email nhan dugc cho nguoi khac.

+ + + + + 4+ o+

Delete: x6a Email dang chon.

Reply All: tra 161 ngudi goi va goi cho nhitng nguoi trong danh sach dinh kém.
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Put in Folder: chuyén Email tir thu muc Inbox sang thu muc khac.

Printer Friendly Version: thé hién ndi dung cua Email trong ctra s6 thuén tién
cho viéc in ndi dung.

+ Néu Email ¢6 kém theo tap tin, nhin chudt vao nat Attachment dé mo tap tin

d6. Sau khi chuong trinh diét virus McAfee da kiém tra virus trén file dinh kém,
xuat hién cac chon lva.

v Néu khong tim thay virus, nhan Download File.

v/ Néu tim thay virus nhung c6 thé diét boi McAfee VirusScan, Click Cure
and Download File.

v/ Néu virus khong thé diét duoc, file s& khong dugc tai Xuéng. Tra 101 cho
nguoi nhan va yéu cau goi lai file khong bi nhiém virus.

Tuy thude vao kiéu tap tin, tap tin dinh kém co thé duoc mo trong mot ctra $6
khéc hodc hop hdi thoai File Download xuat hién.

25.3.4. X6a Email
— Xo6a mot Email dang doc: Click nat DELETE ¢ phia dudi ndi dung ciia Email.

— Xba cac Email tir mot thu muc: chon cac Email mudn x6a, roi nhan ntit DELETE &
phia trén cac Email.

25.3.5. Soan thiao Email maéi

Click vao nut Compose, xuat hi¢n trang soan thao nhu sau:

23 MSN Hotmail - Compose - Microsoft Internet Explorer

=14

| &

File  Edt View Favorites Tools  Help
Q-0 -HMEnlPiree|a-LW-LEaE-3

Address [&] http:fiby2fd.bay2.hotmail.msn, com,/cgi-bin/compose?curmbo:x=FO00000001 8a=8334b03e22851 70c9d750abc4B90f 1be 7 | Go | Links >

Home Inbox J

Compose Contacts Dptions Help
—

qchinh@hotmail.com Free Mewsletters | MSM Featured Offers

o: |
Cc b=

< Dang-The-Gia

4 DINHCONG_NGUYE
4 hekma

< hooman

|
Bec: |
o

Subject

Attachments : ‘Add/Edit Attachments Shows 2l | Edit List
[Tools -] I Copy Message to Sert Folder Send | SaveOraft | cCancel |

=

=l

serd | SaveDraft | cCancel |

|
€]

[T ewene 2

Hinh 25.16: Soan thao Email mai

To: nhép dia chi nguoi nhan vao dong To.

Subject: nhdp tiéu dé Email trong dong Subject.

Cira s6 soan thao: nhap ndi dung vao textbox bén dudi.
Send: nhin nat nay dé goi Email di.

< G6i tap tin dinh kém:
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Ngoai noi dung ctia Email, ta con c6 thé goi dinh kém theo Email mot hodc nhiéu
tap tin cho nguoi nhan. Tat cé cac tap tin dinh kem déu dugc ki€ém tra virus, néu phat hién
c6 virus, tap tin s€ bi tir chdi khong cho goi.

Tur trang soan thdo, Click Add/ Edit Attachments, va thuc hién cac budc theo
hudng dan.

Chon muc Copy Message to Sent Folder néu mu6n Iuu lai néi dung Email nay vao
thu muc Sent Messages.

25.3.6. Thém dia chi Email vao danh sach dia chi

C6 ba cach thuc hién nhu sau:

+  Khi goi Email cho mdt nguoi nao d6 chua c6 trong danh sach dia chi Email,
chon check box bén canh dia chi Email mudn luu lai r6i Click ntit Save .

+ Khi doc Email cua nguoi goi méi, Click nut Save Address(es) ¢ phia trén cua
Email.

+ Trong cira s6 Contacts, Click nit New Contact.

25.4.SU DUNG YAHOOMAIL

Dé str dung Yahoomail, nguoi dung phai dang ky tai khoan véi dich vu Yahoomail.
Nhép vao dia chi cua Yahoomail: www.mail.yahoo.com, trang chu ctia Yahoomail xuat
hién nhu sau:

) Yahoo! Mail - The best web-based email! - Microsoft Internet Explorer |Z E|E|
File Edit Miew Favorites Tools  Help -:,'
\ \ *, G e ) ; 4 > T o
: <) \_) \ﬂ @ ._lj P ) Search “}\( Favorites @Mecha Q‘E = iy - _J
| fddress |1§| http:{fmail.yahoo, com v| Go i links
Y ahoo! - Hel red A
AHOO! MAIL Yahoo! - Helo (g €D ]
Yahoo! Mail -
; Already have a Yahoo! ID?
hE|pS mMe ! Plea ign in to read or send mail
stay in touch. Pang nhap khi da
¢o tai khoan
12
New to Yahoo._ . - Heed more? Get Yahoo!
Get a free Yahoo! Mail account — it's a breeze to Mail Plus
stay connected and manage your busy life, -
» 100ME of email storage Mail Plus offers tougher
Keep more of what's important ta you virus and spam
) protection, a vidually —
O ';“WS”“: Stﬁam ) ~{ter 236 of starage,
ead onhy the ma N > /e ;
v Tao tai khodn m¢éi  fhical ads, and
= Get your mail a * ronly
Allyou needis a -
Leatn More
Leatn rore
‘Hﬂvﬁ" L/
< | >
@ & Internet

Hinh 25.17: Trang chu cua Yahoomail
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St dung Yahoomail ciing twong ty nhu Hotmail. Néu c6 séan tai khoan, ban co thé
dang nhap d¢é sir dung trong muc Enter your ID and Password, roi Click Sign in. Néu chua
c6 tai khoan, ban c6 thé tao tai khoan bang cach Click vao Sign Up Now, khi d6 sé& xuat
hién 3 lua chon céch tao tai khoan (c6 mién phi hay khong). bPé st dung dich vy mail mién
phi, ban Click vao tuy chon “Free!” nhu hinh 25.18:

Tao tai khoan
mién phi

only $12 98hear only $354wear
Freel less than F2inanth! less than F3mmanthl

Sign Up for Yahoo! Mail Order Yahoo! Mail Plus Order Personal Address

Hinh 25.18: Tao tai khoan Yahoomail
Sau d6 ban dién thong tin ca nhan va thong tin vé tai khoan clia minh vao mau dang
ky. Sau khi dang ky thanh cong, ban c6 thé st dung tai khoan d6 dé dang nhap va s dung
dich vu Mail cia Yahoo tuong tu cac dich vu cua Hotmail.
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