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MODULE 01 - HIEU BIET VE CNTT CO BAN
1.1. KIEN THU'C CO BAN VE MAY TiNH VA MANG MAY TiNH

1.1.1. Phén ctng

Khai niém vé may tinh, may tinh ca nhan va phan biét may de ban,

may xach tay, may tinh bang
Khai niém vé may tinh

May vi tinh 1a cong cu cho phép xur Iy thong tin mot cach tu dong theo
nhitng chuong trinh da dugc 1ap sin tir trude.

Muc dich lam viéc cua mdy tinh la xtr Iy thong tin, trong do chuong trinh
da duoc 1ap san quy dinh may tinh s& tién hanh xu 1y thong tin nhu thé nao.

Khai niém vé may tinh ca nhan

May tinh ca nhan duoc dung pho bién nhét hién nay. May tinh ca nhéan 1a
may tinh duoc thiét ké cho mot nguoi str dung trong mot thoi diém.

May tinh c4 nhan c6 thé dugc phan thanh hai loai chinh: May tinh dé mot
chd va mdy tinh xach tay. May tinh dé mot chd duoc thiét ké dé trén ban. May

tinh xach tay gom c6 may laptop, may cam tay va may tinh bang.
Phin biét may dé ban, may xach tay, may tinh bang

May tinh dé ban

May tinh xach
tay

May tinh bang

Xét vé cau hinh: co bo xir Iy trung
tam nhanh hon, phan cimg dd hoa tét
hon, man hinh hién thi 1én hon, va

Xét vé cau hinh: c6 bo xir 1y trung tim
nhanh hon, ph?m cung dd hoa tot hon,
man hinh hién thi nho hon, va dung

Kha niing ning cip va khic phuc
s ¢6: May tinh dé ban c6 thé duoc
stra chita hodc nang cdp dé dang, néu
mot bd phan trong chiéc may dé ban
bi hong, ngudi ding hoan toan co thé
ty mua moi dé thay riéng bd phan do.

Kha ning niang cap va khic phuc su
¢6: Néu c6 hong hoc ddng nghia véi
vi¢c ban s€ phai giri may tinh ciia minh
dén mot trung tam dich vu hodc cua
hang sura chira.

Xét vé thiét ké chuyén biét: Cac
dong may tinh dé ban thuong duoc
thiét ké phu hop v6i muc dich chuyén
mon cua nguoi st dung. Dung khi
duy¢t web hoac st dung mot trong
hang ngan céic trinh Ung dung dic

Xét vé thiét ké chuyén biét: Cac dong
may tinh nay thuong duoc thiét ké phu
hop véi muc dich chuyén mon cua
ngudi str dung. Ciing di duoc thiét ké
v6i nhiéu dong san pham khac nhau cho
nhiéu myc dich khac nhau. Dung khi




Van dé vé thoi gian sir dung, van dé
vé pin: so hitu mot may tinh dé ban
s& lam ban khong phai lo lang vé van
dé nay, tuy nhién néu ban mudn tdi
uu hon trong viéc tranh méat dién dot
ngot dan dén viéc mat mat dit liéu khi
dang lam viéc thi ban ciing co thé
chon thém bo luu dién (UPS) bo luu
dién s€ c6 ich cho nhiing ai lam viéc
van phong va su dung danh may,
chinh stra van ban thudng xuyén.

Van dé vé thoi gian sir dung, van dé
vé pin: théng thuong ho chon may c6
tudi tho pin vao khoang 18 dén 24
thang. Sau khoang thoi gian do, nguoi
dung budc phai mua pin thay thé véi chi
phi kha tén kém.

Kha ning lvu trir 16m: May tinh dé
ban cung cdp dung luong luu trir 16n
hon v6i chi phi it hon.

Kha niing lwu trir 16n: cung cip dung
luong luu trir 16n hon véi chi phi dat
hon.

Khai niém phan cimg may tinh. Phan biét thiét bi trung tim va thiét
bi ngoai vi. Cac thiét bi ngoai vi chinh. Két ndi cac thiét bj ngoai vi.

Phén cirng may tinh: 1a cac by phan cuy thé cua may tinh hay mdgt hé¢
théng may tinh nhu man hinh, chudt, ban phim, may in, may quét, vdé may tinh,
bo nguén, bo xur 1y trung tdm CPU, bo mach va céc loai day nodi, loa, 6 mém, 6
ctrng, CDRom, 0 ghi. Phan ciig bao gém ba phan chinh:

- B nhé (Memory)

- Bo xur 1y trung tam (CPU - Center Processing Unit)
- Thiét bi nhap/xuat (Input/Output)

THIET BI NHAF: BO XU LY(CPT) THIET BI XUAT:
ban phim, con chudt, + B& didu khidn (CTD mén hinh, may in,
may quét anh, + B& tinh toan s& hoc va may vé,

logic (ATTT)
A

dir lidu

ROM - b3 tthé chi doc
RAM - b& nhé truy ¢ip ngdu nhién

THIET BI LUTU TR TRONG
ry

dir lidu

- A ~ W&
Sdifamém + diamém
& dfa citng

& dfa quang (CDROM) + dia quang

THIET BI LUU TR NGOAT

Hinh 1.1: CAu trac phan cimg mdy tinh
Phan biét thiét bj trung tAm va thiét bi ngoai vi
- Thiét bi ngoai vi: 1a tén chung n6i dén mot sb loai thiét bi bén ngoai
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thung may dugc gan két v6i may tinh véi tinh ning nhap xuét (I0) hodc mé
rong kha ning luu trir (nhu mot dang bo nhd phu). Thiét bi ngoai vi ctia may
tinh co thé 1a:

+ Thiét bi cAu thanh 1én may tinh va khong thé thiéu duoc & mot sb loai
may tinh.

+ Thiét bi c6 muc dich mé rong tinh ning hoic kha ning cia may tinh.

- Thiét bi Trung tAm: 13 b xu li trung tdm c6 nhiém vu xir 1y cac
chuong trinh vi tinh va dir kién, tbc do xtr 1y ctia may tinh chu yéu phu thudc
vao toc do cua CPU, nhung n6 cling phu thudc vao cac phﬁn khac nhu bd nhé
RAM, bo mach d6 hoa, 6 cung, v.v..

Cic thiét bi ngoai vi chinh:

C6 rat nhiéu cac thiét bi ngoai vi ctia may tinh, dudi day liét ké mot sb
thiét bi ngoai vi thudng gip hodc quan trong cau thanh 1én may tinh nhu sau:

- Man hinh may tinh

- O dfa mém

- O climg gin ngoai hodc 6 cimg di dong

- Céc loai thiét bi nhé mo rong: But nhd USB....

- O quang (CD, DVD)

- Chudt (may tinh)

- Ban phim may tinh

- May in

- Video camera cho muc dich an ninh, giam sat khi dugc két ndi voi may tinh.

- Webcam

- Modem céc loai (cho quay s, ADSL...)

- Loa may tinh

- Micro

K¢ét noi cac thiét bi ngoai vi

Cong két ndi ngudn dién (Power)

Hinh 1.2: Cong két nbi ngudn dién

Day nguén mot dau c6 chan cam dugc cam vao 0 di¢n dau con lai dugc
cam vao cong cua bd ngudn nam phia sau thung may.
Mot s6 bd nguodn c6 thém cong lay di¢n cap cho man hinh, c6 thé dung
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day nay dé cidm vao man hinh thay vi cam dién truc tiép tir man hinh vao 6 dién.
Cong két ndi ban phim va chudt chuan PS/2

Hinh 1.3: Cong két ndi ban phim va chuot

- Cong c6 mau tim dung dé két ndi véi ban phim (Keyboard) loai dau tron
(PS/2).

- Cong c6 mau Xanh 14 dung dé két ndi véi Chudt (Mouse) loai dau tron
(PS/2).

Luwu y: Cam ding chidu dé tranh 1am cong hodc giy chan cua dau cam.

Cong két noi véi cac thiét bi ngoai vi chuin Parallel (Cong song song)

Hinh 1.4: Cong két ndi voi cac thiét bi ngoai vi chuan Parallel

Cong nay c6 mau d6 dung dé két ndi voi May in (Printer), may quét hinh
(Scaner) hoidc céc thiét bj co giao tiép Parallel. Hién nay cac may in déu sir dung
cong USB nén cong Parallel ndy it dugc st dung.

Cong két noi véi cac thiét bi ngoai vi chuan USB



Hinh 1.5: Cong két ndi véi cac thiét bi ngoai vi chuan USB

Cong nay dung dé két ndi voi cac thiét bi co giao tiép USB nhu ban phim,
chudt, 6 dia USB, may in, may quét hinh...

Théng thudng may vi tinh s& ¢ tir 2 cong USB trd 18n, 6 thé sir dung
cong ndo tiy ¥ tuy nhién doi véi cac thiét bi ¢ dinh thi nén cam va st dung mot
cong nhat dinh.

Cong két noi véi cac thiét bi ngoai vi chuan Firewire

Hinh 1.6: Céng két ndi voi cac thiét bi ngoai vi chuan Firewire

Cong nay dung dé két ndi v6i cac thiét bi k¥ thuat s nhu may anh so,
Camera,... da s6 may tinh thuong khong c6 cong nay.
Cong két n6i mang ndi bd (Ethernet, LAN)



Hinh 1.7: Cong két ndi mang noi bd

Cong nay dung dé két ndi cac may vi tinh v6i nhau thong qua céc thiét bi
mang, két ndi vdi Router (Modem) ADSL dé truy cap internet téc do cao.

Khi thdo day cidm vao cong nay can phai an thanh khoa vao sat ddu cam
r0i m&i rat day ra.

Cong két noi véi cac thiét bi Am thanh (Audio)

Hinh 1.8: Cong két ndi véi cac thiét bi m thanh
Cong mau xanh 14 két ndi v6i loa (Speaker) hoic tai nghe (Headphone).
Cong mau hong két ndi véi Micro.
Cong mau xanh da troi dung dé 1ay tin hiéu am thanh tir cac thiét bi bén
ngoai vao may vi tinh.
Néu thiét bi 4m thanh (Sound card) c6 ho tro sit dung nhiéu loa (4.1, 5.1,
6.1,...) thi duogc két ndi nhu sau:

Rear Spaakers
SIPOIE Out (oplical) ———

“— Cented/Subwoster
®

r\\, ("— Line-in

Microphone
Line-Out


http://www.buaxua.vn/tag/internet.html

Cong mau xanh 14 két nbi v6i hai loa (trai va phai) nam phia trudc
(Front). Céng mau cam (vang) két ndi voi hai loa (trai va phai) nam phia sau
(Rear). Cong mau den két ndi véi loa trung tdm (Center) va loa trim
(SubWoofer). Céng mau hong két ndi voi Micro.

Cong mau xanh da troi dung dé 13y tin hiéu am thanh tir cac thiét bi bén
ngoai vao may vi tinh,

Cong két n6i véi man hinh chuin VGA

Hinh 1.9: Cong két nbi voi man hinh chuan VGA

Cong nay c6 mau xanh duong, dung dé két ndi véi day tin hiéu ciia man
hinh (Monitor).
Cong két ndi véi man hinh chuan DVI

Hinh 1.10: Cong két nbi véi man hinh chuan DVI
Cong nay dung dé két ndi véi cac thiét bi sir dung giao tiép DVI nhu man
hinh LCD, may chiéu,...
Céu tric ciia may tinh dién tir. B xir Iy trung tim (CPU), bd nhé
trong. Cac don vi do tdc df ciia b xir Iy trung tAm
Bo nhé trong gom RAM va ROM:



- RAM (Random Access Memory): 1a b nh¢ truy xuat ngau nhién,
dung dé luu trit dir kién va chuong trinh trong qua trinh thao tac va tinh toan.
RAM c6 dic diém 13 ndi dung thong tin chira trong nd s& mat di khi mat dién
hodc tit may. Dung luong b nhd RAM cho cac may tinh hién nay thong thuong
vao khoang 128 MB, 256MB, 512 MB va c6 thé hon nira.

- ROM (Read Only Memory): 14 b nhd chi doc thong tin, dung dé luu
trit cac chuong trinh hé thong, chuong trinh diéu khién viéc nhap xuét co so
(ROM- BIOS; ROM Basic Input/Output System). Thong tin trén ROM ghi
vao va khong thé thay doi, khong bi mat ngay ca khi khong c6 dién.

B0 xir ly trung tam CPU

Chi huy céac hoat dong ctia may tinh theo 1énh va thuc hién cac phép tinh.
CPU c6 3 bd phan chinh: khéi diéu khién, khéi tinh toan sd hoc va logic, va mot
s6 thanh ghi.

- Khdi diéu khién (CU: Control Unit): La trung tim diéu hanh may tinh.
N6 c6 nhiém vu gidi ma céc 1énh, tao cic tin hi¢u diéu khién cong vigc cua cac
bd phan khac ctia may tinh theo yéu cau ngudi sir dung hodc theo chuong trinh
da cai dat.

- Khéi tinh toan s6 hoc va logic (ALU: Arithmetic - Logic Unit): bao
gé)m cac thiét bj thuc hién céac phép tinh s6 hoc (cong, trur, nhan, chia,...), cac
phép tinh logic (AND, OR, NOT, XOR) va cac phép tinh quan hé (so sanh l6n
hon, nhé hon, bang nhau,...).

- Céc thanh ghi (Registers): dugc gin chit vao CPU bang cac mach dién
tor [am nhi€ém vu bg nh¢ trung gian. Cac thanh ghi mang chic nang chuyén dung
gitip ting tbc do trao doi thong tin trong may tinh.

Cac loai phuwong tién luu trir chinh

- B6 nhé ngoai: 1a thiét bi luu trit thong tin véi dung luong
16n, thong tin khong bi mat khi khong co dién. C6 thé cat gitr va A=

di chuyén b nhd ngoai doc 1ap voi may tinh. Hién nay ¢ cac bd
nhé ngoai phd bién nhu:

- Pia mém (Floppy Disk): La loai dia c6 duong kinh 3,5 inches, dung
luong 1,44 MB.

- Pia cirng (Hard Disk): Pia cing gém nhiéu dia bang hop P
kim. Dung lugng luu trit thong tin rat 16n: 20 GB, 30 GB, 40 GB, & -
60 GB va 16n hon nita. Téc do trao d6i thong tin giita dia cimg va 5
CPU nhanh gap nhiéu lan so v&i dia mém.

- Pia quang (Compact Disk): Loai 4,72 inches, 1a thiét bi

pho bién dung dé luu trir cic phan mém mang nhiéu thong "E/‘\i
tin, hinh 4anh, &m thanh va thudng dugc st dung trong cac ™. =

phuong tién da truyén thong (Multimedia). Thong tin duoc ghi 1én



dia bang cach dung tia laser. Co hai loai pho bién 1a dia CD (dung luong
khoang 700 Mb) va DVD (dung lugng khoang 4,7 GB).

Céc loai by nhd ngoai khac nhu thé nhé (Memory Stick, Compact Flash
Card, USB Flash Drive).

Cic thiét bi nhap:

Cong viéc cua thiét bi nhap (Input) 1d4 mid hoda (chuyén dbi) thong tin
tir nhiéu dinh dang sang dang dit liéu ma mdy tinh c6 thé xir Iy.

Céc thiét bi nhap gdm co:

+ Ban phim (Keyboard, thiét bi nhap chuan): La thiét bi nhap dir liéu va
cdu lénh, ban phim may vi tinh pho bién hién nay 13 mot bang chira 104 phim co
tac dung khac nhau.

! Enter Xuébng dong hoic thuc hién mot 1énh caa DOS.
Esc Huay bo 1énh vira dua vao trude khi nhan phim Enter
Céac phim chire nang (function key) c6 chirc nang cu
F1 F12 2 A A A
thé phu thugc phan mém

shift | * Phimkytw | ky ty hoa

shift | ¥ Phim 2 kY tw | kg y trén

Phim diéu khién, khong c6 tic dung khi nhan mot
Ctrl Alt e 8 Wig '
minh
Del Delete Xba ky tu tai vi tri con tro
~ Backspace Lui va x6a mot ky tu bén trai con tré
Space Bar Khoang tréng
Caps (Pén sang) : ché do chir hoa
o Thiét lap ché do viét chén (Insert) hay viét deé
nse (Overwrite)
Néu dén Num Lock sang str dung cac phim sé bén
Num Lock ban phim sé. T6 hop phim Ctrl — Alt - Del: khoi

dong lai may tinh (trong Hé diéu hanh DOS)

+ Chudt (Mouse): Diéu khién con trd chudt trén man hinh dé chon mét
d6i twong hay mot chirc ning da trinh bay trén man hinh. Chuét thuong c6 2
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hodc 3 phim bam.Chtc ning ciia niit cuén nhu sau:

Xem nodi dung bi khuét: Khi thao tac v6i Word, Excel, Access ... hay
trong lic duyét Web ban thuong gip nhimg vin ban qua dai. Lac d6 ban chi can
dung ngbn gitra 1an nat cudn dé cudn trang xudng dudi ma khong can phai diung
ban phim.

Tu dong cuodn: Néu khong thich cudn trang mdt cach thua cong, ban dung
tay 4n nhe vao nat cudn va dich chudt xuéng phia dudi, 1én trén mdt ti.

Phong to hodc thu nho tai li¢u: Trong Word, Excel,... néu nhan déng thoi
phim CTRL trong khi cudn thi tai liéu dugc phong to hay thu nho tiy theo chiéu
cudn.

+ May ghi hinh truc tiép (webcam): 1a loai thiét bi ghi hinh k¥ thuat s6
dugc két ndi véi may vi tinh dé truyén truc tiép hinh anh nd ghi dugc 1én mot
website nao d6, hay dén mot may tinh khac nao d6 thong qua mang Internet.

+ May anh k¥ thuat sd: 12 mot may dién tir dung dé thu va luu giit hinh
anh mot cach tu dong thay vi phai dung phim anh giéng nhu may chup anh
thuong. May chup anh s6 doi méi thudng c6 nhiéu chirc ning nhu: ¢ thé ghi
am, quay phim...

+ Mi-crd (micro): 1a mot thiét bi bién niang luong 4m hoc sang cam bién
dién tr. N6 chuyén doi am thanh sang tin hiéu dién tir. Microphone dugc ding
trong nhiéu ung dung nhu dién thoai, may thu am, cac san phém dién anh, thu
thanh, radio va TV, thu tiéng trong may tinh, goi VolP....

+ M4y quét anh (scanner): 13 mot thiét bi c6 kha ning quét anh va luu vao
dia ctng ctua PC dudi dang céc file anh, va thiét bi nay dang dan trd nén thong
dung cho nguoi dung PC thong thuong.

+ May quét hinh (scanner): La thiét bi dung dé nhap van ban hay hinh v&,
hinh chup vao may tinh. Thong tin trén gidy dugc quét thanh cac tin hiéu s tao
thanh cac tap tin anh (Image file).

Cic thiét bi xuat:

- Céc thiét bi xuit (Output) thuc hién cong viée giai md dir liéu thanh
thong tin ma ngudi sir dung co thé hiéu dugc.

- Cac thiét bj xuat gom co:

+ Man hinh (Screen hay Monitor, thiét bi xuat chuan): dung dé thé hién
thong tin cho nguoi sir dung xem. Thong tin duoc thé hién ra man hinh bang
phuong phéap anh xa by nhd (Memory mapping), v4i cdch nay man hinh chi viéc
doc lién tuc bd nhd va hién thi bat ky thong tin nao hién co trong ving nhé ra
man hinh.,

+ Man hinh cam Ung: 1a mdt thiét bi st dung trong may vi tinh hoac céc
thiét bi cAm tay thong minh.

+ May in (Printer): La thiét bi xuat dé dua thong tin ra gidy. May in pho
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bién hién nay 14 loai may in ma tran diém (Dot Matrix) loai 24 kim, may in phun
muc, may in laser tréng den hoac mau.

+ May chiéu (Projector): chtrc ning twong tu man hinh, thuong duoc sir
dung thay cho man hinh trong nhitng budi bao céo, thuyét trinh, seminar, ...

+ Loa: La loa thudng co tich hop ampli (amplifier) gan trong, cai ampli
nay thuong c6 cong suat nho so v6i ampli gin ngoai (va thuong 1a 4m thanh cho
ra t¢ hon).

+ Tai nghe: 1a thiét bi gdm mot cip loa phat am thanh duogc thiét ké nho
gon, mang tinh di dong va vi tri cia ching la thuong dugc dat ap sat hodc bén
trong tai. C6 nhiéu cach dé phan loai tai nghe, nhu loai c6 dy hoic khong day,
hay tai nghe chi gdm bo phan loa hoic tai nghe gom ca loa va micro.

Cic loai cong thong dung

- Cong ndi tiép: 12 mot cong thong dung trong cac may tinh trong cic may
tinh truyén théng dung két ndi cac thiét bi ngoai vi véi mdy tinh nhu: ban phim,
chudt diéu khién, modem, may quét...

- Cong song song: 1a mot cong thudng duge dung két néi may in vao may
tinh trong thoi gian trude ddy. Tuy nhién chung con dugc st dung két ndi dén
nhiéu thiét bi khac voi mot tbe do cao hon so vdi cong ndi tiép.

- Cong ndi tiép van ning (USB): 1a cong thuong dung dé két ndi Usb vao
may tinh.

- Cong mang: 13 cong c6 thé dugc ndi véi moét Modem dé dung cho mang
dién thoai, hay néi truc tiép véi mot may tinh khac.

1.1.2. Phan mém

Khai niém phian mém va vai tro cia phin mém. Phan biét hai loai
phan mém chinh

Phin mém: 13 mot tap hop nhiing cau 1énh duoc viét bang mot hoic
nhiéu ngdn ngilr 1ap trinh theo mot trat ty xac dinh nham tu dong thuc hién mot
s6 chuc niang hodc giai quyét mot bai toan nao do.

Phan loai:

C6 2 loai phan mém co ban:

- Phan mém hé théng (Operating System Software): Gitip van hanh phan
crng mdy tinh va hé thong may tinh. N6 bao gom céac hé diéu hanh, phan mém
diéu van thiét bi (device driver), cdc cong cu phén tich (diagnostic tool), trinh
phuc vu, hé théng clra sd, cac tién ich...Mot sb hé diéu hanh thong
dung: Windows, Unix, Linux...

- Phan mém tng dung (Application Software): La nhiing chwong trinh
duoc viét ra cho mot hay nhiéu muc dich ung dung cu thé nhu soan thao van
ban, tinh toan, phan tich s6 liéu, to chirc hé théng, bao mat thong tin, dd hoa,
choi games...
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+ Phan mém van phong (Microsoft Office,...).

+ Phan mém doanh nghiép, phan mém gido duyc.

+ Co so dur liéu.

+ Phan mém tro choi, chuong trinh tién ich.

Chirc ning ciia h¢ diéu hanh, mét s6 hé diéu hanh thong dung

Chiic niing ciia hé diéu hanh

Hé diéu hanh (Operating System) 13 tip hop cac chuong trinh tao su lién
hé gilta ngudi st dung may tinh va may tinh thong qua cac lénh diéu khién.
Khong c6 hé diéu hanh thi may tinh khong thé hoat dong duge. Chie ning chinh
cua h¢ diéu hanh 14:

- Thyc hién céac 1énh theo yéu cau cta ngudi sir dung may tinh.

- Quan 1y, phan phdi va thu hdi bd nhé.

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

- Quan ly tép tin.

Mot s6 hé diéu hanh thong dung

Hién nay c6 nhiéu hé diéu hanh khac nhau nhu: MS-DOS, UNIX,
LINUX, Windows 98, Windows XP, Windows 2003, Windows 7, Windows 8,
Windows, Windows 10 - Vista, Ubuntu, Mac OS...

Chiic ning clia mot s6 phin mém thong dung

Xt Iy van ban: 12 phan mém xir Iy vin ban cao cap chay dudi mdi truong
cia Windows st dung giao dién dd hoa, cac trinh xtr Iy van ban trong Windows.
N6 ¢6 uu diém 1a dé dang thay doi, chinh stra céc kiéu chir, mau...

Bang tinh: 12 mot loai bang tinh dién tr dugc dung dé to churc tinh toan
bang nhitng cong thirc (Formulars), phan tich va tong hop sd liéu. Cac nhiém vu
ma ban c6 thé thuc hién v&i Excel tir viée viét mot hoa don téi viée tao ra mot
biéu d6 3D hoic quan 1y s6 ké toan cho doanh nghiép.

H¢ quan tri co s¢ dir licu: 1a mdt HE Quan Tri Co S& Dit Liéu (QTCSDL)
tuong tac nguoi sir dung chay trong moi truong Windows. Microsoft Access cho
chung ta mot cong cu hicu lyc va dﬁy stc manh trong cong tac t6 churc, tim kiém
va biéu dién thong tin.

Trinh chiéu: 12 mdt phdn mém trinh dién (Presentation) chuyén nghiép dé
soan thdo cac loai bao cao trong nhiéu linh vue: khoa hoc ky thuat, nghién ctru
kinh té, gido duc dao tao...vdi cac hi¢u Ung (effects) da dang nhu hoat hinh
(animation), audio, video...manh mg.

Thu dién tir: 13 mot hé théng chuyén nhén thu tir qua cac mang may tinh.

Trinh duyét web: 1a dé mang lai nguon thong tin cho nguoi dung. Qua
trinh ndy bat dau khi mot ngudi sir dung nhap vao (URI) hay tam goi 1a mot
duong din. Nho ap dung cac chudn méi, trinh duyét web hién nay dugc trang bi
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nhiéu chirc nang tién tién nhu render dd hoa 3D, chay Gmg dung web ngoai
tuyén...

Bién tap anh: Thuc hién cac thao tac xir 1y (hi¢u chinh, sira chira, bién ddi,
cai thién) trén anh dau vao dé thu duoc mot anh dau ra thoa méan yéu cAu.

1.1.3. Hi€u nang may tinh

Téc dd bd xir Iy trung tam

Péi vai CPU, do viée xir 1y thong tin trong CPU 1a hoan toan ty dong theo
nhiing chuong trinh ¢6 sin trong bo nhd, CPU can phai biét thoi diém doc 1énh,
doc 1énh xong thi m&i chuyén dén thoi diém CPU tién hanh giai ma l1énh, giai
ma I¢nh xong thi CPU moi tién hanh viéc thuc hién 1énh. Thuc hién xong thi
CPU méi tién hanh viéc doc 1énh ké tiép.

Day la cac cong doan khi CPU thyc hién va khong thé 13n 16n duoc ma
phai dugc thuc hién mot cach tudn tu.

Pé giai quyét van dé nay, trong CPU can phai c6 mot bo tao nhip thoi
gian lam viéc (CPU Clock). Tai nhip thoi gian nay, CPU thuc hién viéc doc
1€nh, tai nhip thoi gian tiép theo, CPU thuc hién vi¢c giai ma I¢nh. ..

Nhip thoi gian cang ngin, toc ¢ CPU thuc hién 1énh cang nhanh. Chang
han v&1 mot CPU pentium MMX 233 MHz, diéu d6 co nghia 1a b tao nhip cua
CPU d6 tao ra 233 tri¢u nhip lam vi¢c trong 1 gidy.

Dung luong RAM: Tong s6 byte ctia bd nhd (néu tinh theo byte) hodc 1a
tong sd bit trong bo nhé néu tinh theo bit.

Téc d6 6 cung: Toc dd quay cua dia cting thuong duoc ky hiéu bang rpm
s6 vong quay trong mét phat. Toc do quay cang cao thi 6 cang 1am viéc nhanh
do chung thyc hién doc/ghi nhanh hon, thoi gian tim kiém thap.

Anh hwéng ciia viée chay nhiéu ing dung

D61 khi may tinh s€ roi vao tinh trang qué tai do nguodi dung "ép" may
tinh cta minh hoat dong qué cong suit, chang han mé qua nhiéu tng dung cing
lic, chay nhitng phan mém vuot qua cau hinh cia méay. Viéc ép may tinh phai
gdng minh cho nhiéu tng dung ddng thoi, khong nhitng 1am cho may tinh chay
cham, ma ban than nguodi dung cling lam viéc khong hi¢u qua.

Giai phap: Nén tap thoi quen cai gi can dung hdy mo nd ra, dong cira s6
khi khong con dung dén va doc ky System Requirements cua timg phan mém cu
thé. Tir d6 chon ra nhitng phan mém phu hop.

1.1.4.Mang may tinh va truyén thong

Khai niém mang may tinh, vai tro cia cac mang may tinh. Phan biét
mang cuc by (LAN), mang dién rong (WAN). Khai niém va vai tro cia may
khach/may chu.

Khai niém mang may tinh

Mang may tinh 1a tdp hop nhiéu may tinh dién tir va cac thiét bi dau cudi
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dugc két ndi véi nhau bang cac thiét bi lién lac nham trao ddi thong tin, cling
chia sé phan ctng, phan mém va dit liéu voi nhau.

Mang may tinh bao gdm phan cting, cac giao thirc va cac phin mém mang.

Mang may tinh c¢6 nhirng cong dung sau:

- Tap trung tai nguyén tai mot s6 may va chia sé cho nhiéu may khéc

- Khéc phuc su tré ngai vé khoang cach

- Tang chat luong va hiéu qua khai thac théng tin

- Cho phép thuc hién nhitng tmg dung tin hoc phén tan

- D0 an toan tin cdy cua hé thong ting 1én nhd kha ning thay thé khi co su
b véi may co su cd.

- Phat trién cac cong nghé trén mang.

Phan loai mang

Mang may tinh c6 thé phan bo trén mot khu vuc nhit dinh hodc co thé
trong mot qudc gia hay toan cau. Dua vao pham vi phan bd, nguoi ta co thé
phan ra cac loai mang nhu sau:

- LAN (Local Area Network — Mang cuc b0): Thuong duoc stir dung trong
ndi bd mot co quan, to chuc....két ndi cac may tinh trong mot khu vuc ban kinh
khoang 100m - 10km. Két nbi duoc thyuc hién thong qua cac moi truong truyén
thong tdc do cao, vi du cap dong truc hay cap quang,

- MAN (Melropolitan Area Network-Mang d6 thi): Két ndi cac may tinh
trong pham vi mét thanh phd. Két ndi nay duoc thuc hién thong qua cac mdi
truong truyén thong toe do cao (50-100Mbit/s).

Mo hinh client-server

La mot mo hinh noi tiéng trong mang may tinh, duoc ap dung rat rong rai
va la mo hinh ciia moi trang web hién cé.

- Khai niém may cha (Server): Thuat ngit Server ding dé chi nhimg chuong
trinh cung cap céc dich vu thong qua mang. Cac Server nhan dam nhiém chiic ning
dap tmg cac yéu cau ctia may khach, thuce hién phuc vu va tra lai két qua.

- Khai niém maéy khach (Client): Thudt ngit Client dung dé chi céc
chuong trinh img dung dé giri cac yéu cau dén Server va chd két qua tra ve.

+ Cac chuong trinh Client va Server thuong thuc thi trén cdc may khac
nhau. Mdi chuong trinh Server c6 thé dap tmg cho nhiéu chuong trinh Client
trén nhiéu may tinh khac nhau ciing mot lic.

Khai niém truyén dir liéu trén mang, toc dd truyén va cac sé do

Truyén dir liéu trén mang

La mot tap hop cac quy tic chuan danh cho viéc biéu dién dit liéu, phat tin
hiéu, chtng thuc va phat hién 15i di liéu - nhiing viéc can thiét dé giri thong tin
qua cac kénh truyén thong, nhd d6 ma cac may tinh (va cac thiét bi) co thé két
nbi va trao doi thong tin v6i nhau. Cac giao thirc truyén thong danh cho truyén
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thong tin hiéu so trong mang may tinh c6 nhiéu tinh ning dé dam bao viéc trao
d6i dir liéu mot cach dang tin ciy qua mot kénh truyén thong khong hoan hao.

Téc d) truyeén va cac sé do

Chuan giao tiép SATA duogc gidi thiéu 1an dau vao nim 2001 va hién 1a
chuan pho bién dung cho cac thiét bi luu trit gan trong nhu 6 cimg, SSD va o
quang. SATA d4 trai qua ba thé hé véi téc do truyén dan nhanh hon, gom SATA
1.0 ¢o tde d 1,5 Gb/s, SATA 2.0 1a 3 Gb/s va SATA 3.0 c6 téc do truyén dir
liéu 1én té1 6 Gb/s.

Néu quy doi tir Gb/s (gigabit mdi gidy) sang MB/s (megabyte mdi gidy)
thi toc do truyén dit liéu ctia cac chuan SATA tuong tng lan luot 12 192, 384 va
768 MB/s. Tuy nhién c6 nhiéu ban thic mac mot s6 website lai ghi toc 3o SATA
1.0 la 150 MB/s, SATA 2.0 1a 300 MB/s va SATA 3.0 la 600 MB}/s.

Vén dé nim ¢ phuong thtc truyén dit liéu qua mang. Chuin SATA ding
ki thuat ma héa 8b/10b (1a su sdp ma theo byte, mdi byte dit liéu duoc gan thém
1 hodc 2 bit). Thong tin truyén nhan khéng chi c¢é dit liéu thuc té ma con ca cac
thong tin diéu khién nham xac thuc, ddm bao tinh toan ven cua dir liéu khi guri.
Nhu vy néu loai bo bit thong tin gan thém thi téc do tai dir liéu thuc té cua
chuan SATA 1.0 1a 150 MB/s, SATA 2.0 1a 300 MB/s va SATA 3.0 1a 600
MB/s nhu da néu trén.

Tuong tu giao tiép PCI Express 1.0 va 2.0 ciing st dung phuong thirc ma
hoa 8b/10b trong khi PCle 3.0 ap dung ki thuat - scrambling, dung ham nhi phéan
dé biéu dién ludng dir liéu. Chinh nho vay ma chuan PCI Express 3.0 ting gip
d6i hiéu niang so v&i thé hé 2.0 nhung chi can toc do bit 1a 8 GT/s thay vi phai
can dén 10 GT/s (gigatransfer/giay).

Dich vu két noi Internet va phwong thirc két néi Internet

Dich vu két noi Internet

- Internet Dial-up: La phuong thirc don gian nhat dé két ndi téi Internet
thong qua duong dién thoai sit dung modem.

- Hé thdng két ndi Internet qua duong truyén ADSL: La chuan két ndi vé
dién, muc dich ctia né 1a diung dé két nbi cac may tinh & xa lai v6i nhau, khoang
cach c6 thé 1én t6i trén Skm, v6i bang thong két ndi da phuc vu nhu cau truyén
files, emails, chat...

- Hé théng internet cap quang, hé két ndi Internet qua duong truyén cap
quang hay hé FTTH: La chuin twong ddi thanh cong trong viéc két ndi mang
Internet bang rong, tuy nhién, nhu cau ciia x4 hoi vé truyén tin hiéu Video, chat
IP, video conference, IPTV, truyén files dung luong 16n, VPN,... ngay cang ting
Vi toe do cao. Liic nay doi hoi vé bang thong 1a diéu khong thé tranh khoi, do
bang thong cia ADSL qué thap dé dung cho cac tng dung trén.

Phuong thirc két ndi Internet
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- Két ndi truc tiép, cb dinh (permanent, direct connection): La cac loai két
ndi ma may tinh truc tuyén (online) trong mot thoi gian dai, néi cach khac 1a
24/24. Nguoi st dung c6 thé truy cap vao Internet vao bat ctr luc nio minh
mudn, va gﬁn nhu may tinh da thuc sy tré thanh mot ph?ln cua Internet.

- Két ndi truc tiép, khong ¢ dinh (on demand, direct connection): La mdt
giai phap, va gan nhu cho dén bay gid n6 van rat thong dung. Pon gian vi ngudi
dung co thé tao két ndi, truy cap Internet va ngat két ndi khi khong con nhu cau.

- Két ndi gian tiép, khong cb dinh (on demand, terminal connection): La
két ndi Internet ma may tinh cua nguoi dung (may khach) khong két ndi mot
cach truc tiép vao mang, ma nd dugc két ndi vao mot may tinh khac (tam goi la
may chu) dang thyuc su ndi Internet.

- Két n6i khong truc tuyén (offline connection): La loai hinh két néi ma
ngudi st dung truy cap thong tin, giao tiép véi Internet trong khi may tinh thyc
su khong hé ndi mang.

1.2. CAC UNG DUNG CUA CONG NGHE THONG TIN-TRUYEN
THONG

1.2.1. Mét s6 irng dung cong va rng dung trong kinh doanh

Cac dich vu Internet danh cho nguwoi dung

Thwong mai dién tir (e-commerce)

- Khai niém: La viéc tién hanh mot phﬁn hoac toan bg quy trinh cua hoat
dong thuong mai bang phuong tién dién tir c6 két ndi vi mang Internet, mang
vién thong di dong hodc cac mang mé khac.

- Lot ich ctua thuong mai dién to (TMDT):

+ TMDT gitp cho cac Doanh nghiép nim dugc thong tin phong pha vé
thi truong va doi tac

+ TMPBT gitp giam chi phi san xuat

+ TMPDT gitp giam chi phi ban hang va tiép thi.

+ TMDT qua INTERNET gitp nguoi ti€u dung va cac doanh nghiép giam
dang ké thoi gian va chi phi giao dich.

+ TMDT tao diéu kién cho viéc thiét 1ap va cung c6 moi quan h¢ gitra cac
thanh phan tham gia vao qua trinh thuong mai.

+ Tao diéu kién som tiép can nén kinh té s hoa.

Ngan hang dién tir (e-banking)

- Khai niém:

+ La mot cong cu tién ich cung cdp cac san pham dich vu ban 1é méi 1an
truyén théng ctiia ngan hang théng qua cac phuong thién dién tir va cac kénh
truyén thong twong tac khéc.

+ La td chire tin dung dugc thuc hién cac hoat dong kinh doanh qua vi¢c
str dung cac phuong tién dién tir theo hudng din cua Ngan hang Nha nudc vé

16



quan 1y rai ro va quy dinh cta phép luat vé giao dich dién tu.

- Loi ich Ngan hang dién tir (e-banking)

+ Tién hanh giao dich ngan hang

+ Kiém tra tai khoan

+ Thanh toan cac hoa don dién tir

+ Cung cap san pham va dich vu thanh toan dién tir khac nhu tién dién tir

Chinh phu dién tir (e-government)

- Khai niém:

+ La Chinh phu tmg dung cong nghé théng tin va truyén thong dé d6i méi
t6 chirc, d6i méi cac quy trinh hoat dong, ting cudng ning lyc cua Chinh phi lam
cho Chinh phu hoat dong cé hi¢u luc, hi¢u qua hon, minh bach (transparency)
hon, phuc vu nhan dan tét hon va phat huy dan cha manh mé hon.

+ La viéc cic co quan cua chinh phil st dung mot cach co hé thong
CNTT-TT dé thuc hién quan hé voi cong dan, doanh nghiép va cac t6 chuc xa
héi. Nho d6 giao dich ctia cac co quan chinh phti v6i cong dan va cic to chirc s&
dugc cai thién, nang cao chit luong. Loi ich thu dugc s€ 1a giam thiéu tham
nhiing, ting cuong tinh cong khai, su tién loi, gop phan vao su ting truong va
gidm chi phi.

- Lot ich cua chinh phu dién tur:

+ Piém chu yéu cua CPPT 1a xay dung chién luge dai han, c6 pham vi
sdu rong nham lién tuc cai tién cac hoat dong véi muc dich cudi cung 1a dap Gmg
nhu cau ctia ngudi dan thong qua viée thay d6i cac hoat dong nhu quan 1y can
bd, cong nghé va qui trinh cong viéc.

+ Do vay, CPDT céan phai mang lai két qua 1a cung cip hang hoa va dich
vu mot cach hiéu qua va kip thoi cho nguoi dan, doanh nghiép, cac co quan va
nhan vién chinh phi. Déi voi ngudi dan va doanh nghiép, CPPT 1a su don gian
hoa céac thi tuc va ting tinh hiéu quactia qua trinh phé duyét. Déi voi cac co
quan va nhan vién chinh phu, CPDT 1a su hd trg hop tac giita cic co quan nham
dam bao dua ra cac quyét dinh mot cach chinh xac va kip thoi.

Hoc tap truwe tuyén (e-learning), dao tao truc tuyén, dao tao tir xa,
“lam viéc tir xa” (teleworking), hoi nghi truc tuyén (teleconference)

Hoc tip truc tuyén (e-learning)

- Khai niém: La phuong thirc hoc tap c6 str dung két néi mang dé phuc vu
hoc tap, lay tai liéu hoc, trao doi giao tiép gitta nguoi hoc v6i nhau va véi giang
vién,

- Uu diém, nhuge diém hoc truc tuyén:

+ Hoc tap moi lac, moi noi: Viée trao doi thong tin, truyén dat kién thuc
theo yéu cau. Hoc vién c6 thé truy cap cac khod hoc bat ky noi dau nhu vin
phong 1am viéc, tai nha, tai nhimg diém Internet cong cong, 24 gio mdt ngdy, 7
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ngay trong tuan, bét cir lic ndo, bat cir noi dau.

+ Tiét kiém chi phi di lai

+ Tiét kiém thoi gian so véi phuong thic giang day truyén théng: do rat
gidm sy phan tan va thoi gian di lai.

+ Linh hoat: Hoc vién c6 thé dang ky bao nhiéu khoéa hoc ma viéc hoc
can, c6 thé tu diéu chinh thoi gian, tdc d6 hoc theo kha nang va co thé tu tham
khao, nghién ctru thém thong qua céc ngudn tai liéu dugc hudng dan tham khao.

+ Pugc hd tro: Vi hé thdng cong nghé eLearning, hoc vién dé& dang theo
dbi tién d6 hoc tap, két qua hoc tap, dugc hd tro giai dap thong tin kip thoi.

Pao tao truee tuyén

Pao tao truc tuyén (Online Learning/Training) 1a hinh thirc dao tao c6 sir
dung két nbi mang dé thuc hién viéc hoc, léy tai liéu hoc, giao tiép gilra nguoi
hoc vé1 nhau va voi gido vién...

Pao tao tir xa

Dao tao tor xa la mot qua trinh gido dyc - dao tao ma trong do phﬁn 16n
hodc toan by qua trinh gido duc - dao tao co su tach bi¢t gilra nguoi day va
nguoi hoc vé mit khong gian va thoi gian

Lam viéc tir xa

La viéc truyén thong va phdi hop cong viée giita nhiéu ngudi ¢ cac vi tri
xa nhau, vao bat ky luc nao.

Hi nghi true tuyén (teleconference)

- Khai ni¢m: La hinh thirc hop qua céc phﬁn mém, web hoi nghi hodc qua
tong dai hoi thoai thong qua moi truong internet/PSTN nham muc dich giam chi
phi va thoi gian cta cac to chire so véi nhimg hoi nghi truc tiép (face-to-face)

- H61 nghi truyén hinh mang lai rat nhiéu loi ich cho doanh nghié¢p nhu:

+ Giam thoi gian, rai ro di chuyén

+ Tiét kiém kinh phi t6 chirc

+ Thyc hién duge nhiéu dia diém khéac nhau

+ Nhanh chéng t6 chire cac cudc hop

1.2.2. Mét s6 ing dung pho bién dé lién lac, truyén thong

Thuat ngir thw dién ti (e-mail) va cong dung ctia né

Thuw dién tir hay email

La mot hé thong chuyén nhan thu tir qua cac mang may tinh.

Email 12 mot phuong tién thong tin rat nhanh. Mot mau thong tin (thu tir)
c6 thé duoc gui di & dang ma hoa hay dang thong thudng va dugc chuyén qua
cac mang may tinh dac bi¢t 1a mang Internet. N6 co thé chuyén mau thong tin tur
mot may ngudn t&i mot hay rat nhiéu may nhan trong cung lic.

Loi ich cua email so véi thu thuwdong

Thay vi viét thu bang gidy muc va bt thi nguoi guri chi can gé chit tir ban
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phim ctia may tinh va biét dung mot phan mém thu dién tir (email program).

La thu duoc gui trén hé théng buu chinh 1a vat liéu khong can may nhan
hay méy gui. Trong khi d6, néu gui thu dién ti, chi c6 cac tin hiéu dién ma hoa
nodi dung buc thu dién tor duoc truyén di dén may nhan. Do do, chi c6 ndi dung
hay céach trinh bay 14 thu di¢n tir la dugc bao toan.

Van tdc truyén thu dién tir chi vai gidy dén vai phat va chi phi rat nho
khong dang ké so véi giri qua duong buu dién

Dung thu dién tir thi bat ky lac ndo cling c6 thé md phan mém thu dién tir
ra doc nén tién lg1 hon 1a viéc phai bo thu & cac thung thu.

Khéi lwong gui va nhan thu dién tr ¢6 thé nhidu hon thu buu dién rat
nhiéu lan.

Céc dang chuyén tiép (chain mail) trong d6 nguoi nhan lai chuyén di noi
dung 14 thu cho mét hay nhiéu nguoi khac thudng ciing phd bién trong ca hai hé
thong buu chinh va thu dién tir. Kha ning anh hudng vé thong tin cia hai loai
nay 1a twong duwong mic du thu dién tr chuyén tiép c6 nhiéu xac sudt giy nhiém
virus may tinh.

Hop thu 1a noi cat gilr cac thu tir vai dia chi han hoi. Tuong tu, trong hé
théng thu dién tir, thi hop thu nay tuong dwong vdi phan dir lidu chtra ndi dung
cac email cong vai dia chi cua nguoi chu thu dién ti. Piém khac biét & day la
hop thu dién tir s€ co nhiéu chuc nang hon 1a viéc xo0a bo cac thu cil.

M&i ngudi ¢ thé c6 mot hay nhiéu dia chi email (va phai dugc dang ky
qua mot hé théng nao do). Moi hop thu s€ c6 mdt dia chi phan biét khong bao
gi0 trung vaoi dia chi email khac.

Nhu vay c6 thé hoan toan khong nham 1an khi dung danh tir hop thu dién
tir hay hom thu dién tr (email account) dé chi mot phan mém email di duoc
dang ki dung dé nhan va giri email cho mot ca nhan.

Thuit ngit “dich vu tin nhin ngin” (SMS) va “nhin tin tic thoi”
(IM)

Dich vu tin nhin ngin (SMS)

La dich vu nhan tin trén mang thong tin di dong dugc co quan, t6 chc,
doanh nghiép st dung dé cung cap dich vu tng dung vién thong.

Nhiin tin tire thoi (IM)

La cach rat hiéu qua dé két ndi véi lién hé cta ban theo thoi gian thuc va
trén thong bao thoi diém. 1t trang trong hon email, nhanh hon goi dién thoai -
IM kho bi danh bai vé tbc do va dé dang st dung.

La dich vu cho phép hai ngudi tré 1én néi chuyén, trao dbi truc tuyén véi
nhau qua mdt mang may tinh. Nhan tin tic thoi thuong sir dung cac phan mém
mién phi nhu Viber, Facebook Messenger, Zalo,.. dugc cai dit trén may tinh,
dién thoai thong minh dé moi ngudi két ndi véi nhau qua mang Internet.
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Khii niém cong thong tin dién tir, trang tin dién tir. Cach phan loai
trang tin dién tir. Cac thuat ngir “trang tin ca nhan” (weblog, blog), chia sé
ndi dung truc tuyén

Cong thong tin dién ti:

La diém truy cip duy nhét cua co quan trén méi trudng mang, lién két,
tich hop cac kénh thong tin, cac dich vu va cac ting dung ma qua d6 nguoi dung
c6 thé khai thac, sir dung va ca nhan hoa viéc hién thi thong tin.

Trang thong tin dién ti:

La hé théng thong tin dung dé thiét 1ap mot hodc nhiéu trang théng tin
dugc trinh bay dudi dang ky hiéu, s6, chir viét, hinh anh, 4m thanh va cac dang
thong tin khac phuc vu cho viéc cung cip va sir dung thong tin trén Internet.

Phan loai trang thong tin dién tir

- B4o dién tir dudi hinh thirc trang thong tin dién tu.

- Trang thong tin dién tir tong hop 14 trang thong tin dién tir cta co quan,
t6 chirc, doanh nghiép cung cap thong tin tong hop trén co sé trich din nguyén
van, chinh xac nguon tin chinh thirc va ghi 1d tén tac gia hodc tén co quan cia
nguon tin chinh thirc, thoi gian da ding, phat thong tin do.

- Trang thong tin dién tir ndi bo 1a trang thong tin dién tir cia co quan, to
chtrc, doanh nghi€p cung cép thong tin vé chirc nang, quyén han, nhiém vy, to
chtrc bd may, dich vy, san phém, nganh nghé va thong tin khéac phuc vu cho hoat
dong cua chinh co quan, to chire, doanh nghiép dé va khong cung cép thong tin
tong hop.

- Trang thong tin dién t&r cd nhan la trang thong tin di¢n tor do cd nhan
thiét 1ap hoic thiét 1ap thong qua viéc sir dung dich vu mang xa hoi dé cung cép,
trao do6i thong tin cua chinh c4 nhan do, khong dai dién cho t6 chirc hodc ca
nhan khac va khdng cung cap thong tin tong hop.

- Trang thong tin dién tir ng dung chuyén nganh la trang thong tin dién
tlr ctia co quan, to chirc, doanh nghiép cung cap dich vu tmg dung trong linh vuc
vién thong, cong nghé thong tin, phat thanh, truyén hinh, thwong mai, tai chinh,
ngan hang, van hoa, y té, gido duc va cac linh vyc chuyén nganh khac va khong
cung cap thong tin tong hop.

1.3. AN TOAN LAO PONG VA BAO VE MOI TRUONG TRONG
SUDUNG CNTT-TT

1.3.1. An toan lao dong

Cac loai bénh lién quan khi sir dung may tinh

- Hoi chiing dng cb tay

- Réi loan thi giac

- Mét méi, ué oai

- Lo lang, cang thang va tram cam
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- Pau thit lung

- Nhiém khuan

- Thiéu Vitamin D

Theo mot s6 nghién ctu cia My khoang ba phan tu sé ngudi thuong
xuyén str dung may vi tinh gip cac rdi loan chirc ning vé mat. CAc triéu ching
thuong gap: cang thang vé méat hay mét moi thi giac, khd mét, cam giac rat mat,
chéi sang, nhin mo, dau dau va méi vai, moi ¢ va lung.

Chon tu thé 1am viéc ding, tac dung caa viéc tap thé duc, giai lao, thw
gian khi lam viéc l1au véi may tinh

Kham mit: Nén kham mit truge khi sir dung may tinh dé gitip phat hién
ra tat khiic xa, hodc cac roi loan khac & mat hoic lién quan tgi mat. Biéu nay
giup ta phong tranh dugc nhiing anh huong caa CVS gay ra.

Chiéu sang thich hep

- Sap dat vi tri man hinh sao cho ctra s6 & vé mot bén .

- Chinh man ctra sao cho anh ning mat troi khdng chiéu truc tiép 18n man
hinh va mit caa ban.

- Tat b6t dén trén tran nha néu qua sang con trong trudng hop nguoc lai
ban c¢6 thé sir dung mot ngon dén ban ¢6 chuyp.

- Néu sir dung dén ban ban nén dat deén tai vi tri sao cho anh dén khong
phan chiéu 1én man hinh.

- Ban c¢6 thé dit thém kinh loc cho man hinh dé loc bét anh sang choi tir
man hinh (cac man hinh tinh thé 1ong thé hé moi co thé gitp tranh hién twong
nay).

Chat lwong cia man hinh

Moi nguoi thuong lo lang vé nhiing tia bac xa doc hai tir man hinh may
tinh nhung thuc su thi luong birc xa ndy thuong thap hon muc tdi da cho phép.

Ban cling nén thuong xuyén lau bui cho man hinh vi bui sé lam giam
tuong phan (contrast) cia man hinh.

Sap xép chd ngdi 1am viéc

Viéc sap xép chd ngoi 1am viec khong hop ly sé dan ti dau dau, moi co,
moi gay va moi vai.

Ban hdy dé man hinh thang ngay truéc mat chir dimg dé léch vé mot
bén...

1.3.2. B40 vé méi truong

Cong dung ciaa viéc tai ché cac bé phan cia may tinh

Céc chuyén gia di cho biét, trong s san pham dién tir thong thudng, c6
mot luong 1on kim loai doc hai nhu chi, thuy ngan, crém,... Mot chiéc may vi
tinh binh thuong c6 thé c¢6 téi hon 300 loai chat hod hoc c¢6 hai cho co thé, trong
d6, chi 1a chat hoa hoc gay anh huong nghiém trong nhat. Hoéa chat doc hai phat
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sinh trong qua trinh ddt cac chat thai dién tir bao gém PCDD, PBDEs, PAHs,
PCBs, kim loai ning, ching dan dén & nhiém moi truong khdng khi, dat, nuéc,
thuc pham va anh hudng sau sic dén cudc séng con ngudi. Mot sb hoa chét tich
tu trong c4, sau d6 duoc giao dich tai dia phuong va trén toan thé gidi, khoa hoc
d3 ching minh nguy co hoa chat doc hai truyén cho cac thé hé tiép theo, khi em
bé con trong bung me hoic tiép nhan qua sita me. Ham luwong chi binh quan
trong man hinh may tinh khoang hon 1kg, trén PBC hoic mdi han ndi cua cac
linh kién va CPU...ciing c6 rat nhiéu chi. Nhimg kim loai ning nay néu khong
dugc xu ly thoa dang s& khdng nhiing gy 6 nhidm nghiém trong cho dit dai va
khi quyén, ma con anh huéng dén su phat trién tri tué cua tré em.

* Cac cdng nghé tai ché chat thai dién tir

Theo tinh chat cta vat liéu, cac thiét bi dién, dién tir gia dung thai dugc
phan thanh hai nhom, d6 1a: cac loai thiét bi nhu tu lanh, may giit, diéu hoa
khong khi... va ti vi, man hinh may tinh. Quy trinh céng nghé tai ché cac loai
thiét bi nay bao gdm cac budc co ban sau: Tién xu ly thdo d& cac phan chinh;
Cit, nghién lam giam kich thudc; va Phan tach, thu hoi cac thanh phan vat liéu.

Theo Trung tdm tai ché Yongin - Han Qudc, quy trinh tai ché tu lanh, diéu
hoa nhiét do, may giit duoc tom tit thanh 4 cong doan: Phan loai va thao d&
biang tay; Cat nghién phan than thiét bi; Tach va thu hoi urethane; va Phan tach
thu hdi kim loai va cac vat liéu phi kim.

Thiét bj dién, dién tir thai duoc thu gom va van chuyén dén trung tam tai
ché, dugc phan loai theo kich ¢& va dua sang cong doan thao d& bang tay. Trong
quéa trinh thdo d&, 16c may nén, may bién thé duoc théo roi ra khoi phan than
may; chat 1am lanh (CFC R12), dau may cuaa léc may nén dwoc hit ra va cho
vao thung chira. Phan than ta lanh dugc dua sang cong doan cit nghién hai bac,
lam giam kich thudc 16n hon 70 mm sau cat nghién bac tha nhét va Ion hon 30
mm sau cit nghién bac hai. Cong doan nay phat sinh ra bui polyurethane va
duoc thu gom bang loc tui.

Vit liéu sau khi cit vun dugc dua sang tach tir dé phén tach cac vat liéu
c6 tir tinh va khdng cd tir tinh. Phan tir tinh c6 chia thanh phan chu yéu 1a sat,
dugc phan tach va thu hoi. Phan khéng cd tir tinh dugce dwa qua thiét bi phan
tach khi theo trong lwong nham phan tach riéng cac hat polyurethane & pha nhe
va cac kim loai mau & pha ning. Hat polyurethane ¢ pha nhe duoc thu hoi bang
loc tdi. Phan kim loai mau duoc cit nghién dén kich c& 5 - 8 mm. Qua hai lan
phan tach bang trong luong, cac hat plastic, nhém va déng dugc tach ra khoi hdon
hop va thu gom riéng. Polyurethane va plastic c¢6 thé xt ly bang phuong phap
d6t hoac duoc sir dung 1am nhién liéu phu cung cip niang luong cho cac nha may
x1 mang.

Déi voi quy trinh tai ché ti vi va man hinh may tinh CRT tai Trung tAm tai
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ché Narae - Han Quéc, ti vi, man hinh may tinh thu gom vé duogc thao d& bang
tay va phan tach riéng bong dén hinh CRTs, bo mach in, nhua, sat vun. Nhya
cha yéu 1 polystyrene chiu nén (HIP) va mot phan nho acrylonitrile butadiene
styrene (ABS), duogc tai ché sau khi nau chay, chiét tich va nghién nho.

Qua trinh tai ché CRTs bao gdm cac cong doan: cat, nghién, loai bo 16p
phit man hinh, nén ép, rira va thu hoi thay tinh vun. CRTs dugc cat va phan
riéng thanh hai phan: thiiy tinh man hinh dwoc dung truc tiép 1am nguyén liéu
thd cho san xuat CRT méi, con thiy tinh dén hinh chira chi duoc xt 1y chi trudc
khi ti sinh lai. Hién nay c6 rat nhiéu ky thuat cat roi man hinh ra khoi dén hinh
nhu st dung day cat nhiét do cao, cua bang kim cuong, tia laser... Dong thoi,
cling ¢6 rat nhiéu phuong phéap loai bo 16p phu bé mit dén hinh va man hinh
nhu: hut rtra, rira 4p suét cao, ria tréng, rira bang axit-bazo.

C6 thé thay, chét thai dién tir c6 mic d6 nguy hiém 16n va ngay cang gia
tang dén muac can phai xdc tién cac hoat dong tai ché nham giam thiéu luong
chat thai dién tir ciing nhu mang lai lgi ich kinh té va tiét kiém ngudn tai nguyén.
Bén canh d6, phat trién hoat dong tai ché s& gop phan phat trién cong nghiép
moi truong ¢ Viét Nam.

Mt s6 thanh tuu tir viéc tai ché cac bo phan caa may tinh trén thé gioi:

- Téi ché man hinh LCD thanh chat diét khuan,

- Bién rac thai thanh thuy tinh khong doc ...

Céch thiét 1ap cac lwa chon tiét kiém ning lwong cho may tinh

Nhén ntt Power trong thé Screen Save

Trong ctra s6 Power Options Properties, diéu chinh:

Turn off monitor: Thoi gian (phat) tit man hinh (Bat dau dém tur khi
ngudi dung khdng st dung chudt/ban phim).

Turn off hard dicks: Thoi gian (phat) tat dia cang (Bat dau dém tir khi
may tinh khong truy cap di liéu tir 6 dia cng).

System standby: Thoi gian (phat) tam dung hé théng (Bat dau dém tir
khi nguoi dung khéng st dung chudt/ban phim).

1.4. CAC VAN DPE AN TOAN THONG TIN CO BAN KHI LAM
VIEC VOI MAY TINH

1.4.1. Kiém soat truy nhap, bao dam an toan cho dir liéu

Khai niém va vai tro cia tén nguwdi ding (user name), mat khau
(password) khi truy nhap mang va Internet

User name: La tén ngudi sir dung kém theo mat khau

Vai tro cia tén ngwoi dung: Mdi ngudi dung duoc gan mot vai tro. Moi
vai trd bao gom mot bo quyén kiém soat, goi la quyén, kiém soat nhimng gi nguoi
ding c6 thé xem va lam.

C4ch sir dung mat khau tot
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Tao mat khau dé& nhé ddi véi ban nhung khé doan doi véi nguoi
khac. Nghi ra mot cum tir chang han nhu: Téi rd i trud ng Tran Pha nam 2004
va sir dung chir cai dau tién ciia mdi tir dé tao thanh mat khau: TRTTPn2004.

Tao mat khau cé d¢ dai it nhat 8 ky tw. Mat khau cang dai cang tdt.
Mat khau cang dai cang kho bi ké trom bé khoa. Bao gb m ca s6, chd] in hoa va
cac ky hiéu.

Pam bio may tinh caa ban an toan: Mat khau tuyét mat nhét trén thé
giciing co thé bi 16 néu c6 nguoi nhin trém qua vai ban trong khi ban dang dédnh

Cach dé phong khi giao dich truc tuyén

Sy ra doi va phat trién ciia mang Internet toan cdu mang dén nhiéu su tién
dung trong hau hét cac linh vuc dich vu, trong d6 mua sam tryc tuyén da va
dang tré thanh xu hudng tiéu dung mai cua cudc séng hién dai. Hién nay mot bo
phan khdng nho ngudi tiéu ding lya chon va sir dung mua sam truc tuyén nhu 1a
mot cbng cu hiru hiéu trong viéc mua ban cac hang héa, dich vu phuc vu cho doi
séng ctia minh.

Lya chon d6i tac giao dich: La lya chon trang thwong mai dién tir hoic lua
chon t6 chitc, c4 nhan kinh doanh thuong mai dién tir “t6t” dé giao dich.

Khai niém va tac dung caa twong lira

Khéi niém twong lua (firewall).

La rao chdn ma mot sé ca nhan, t6 chic, doanh nghiép, co quan nha nuéc
lap ra nham ngan chin ngudi dung mang Internet truy cip cac thong tin khéng
mong mudn hodc/va ngin chin nguoi dung tir bén ngoai truy nhap céac thdng tin
bao mat nam trong mang ndi bo.

Tac dung caa twong lia (firewall).

Tuong lira ngay nay dong mot vai trd rat quan trong trong viéc bao vé
mang may tinh ctia mot quéc gia; mot to chic, co quan hay mot doanh nghiép
tranh duoc hang loat cac vu tin céng xudt hién ngay cang nhiéu trén mang
Internet, cac truy cap dir liéu trai phép ciing nhu ngan chin cac trang web cung
cap thong tin x4u, phan dong, doi truy.

Phan cing: Chi phi dé dau tu cho cac thiét bi nay rat dit tién, cha yéu
dugc dung trong mang cac t6 chuc I6n ¢d nhiéu may tinh, trung tam di liéu,
ngan hang,... cac tudong lta phan cang chuyén dung dugc s dung nhiéu Ia;
Router Cisco, Check point, Planet, Juniper... Ngoai ra, mot s6 thiét bi truy cap
mang thong thudng cling c6 chic niang tudng lira nhu modem ADSL, thiét bi
phat song internet wifi,... nhung day la nhirng twong ltra co ban it tinh nang, cac
tin tic rat d& vojot qua, tuy nhién né ciing rat hitu ich trong viéc bao vé may cho
mang gia dinh hoac c& nhan st dung Internet.

Phan mém: Puoc tng dung phd bién hon, da dang vé chung loai, trong
d6 co loai tich hop trong cac bo phan mém diét virus, ¢ loai dung chuyén biét
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cho may chu nhu: ISA (Microsoft Internet Security and Acceleration Server),
Proxy Server. Véi cac may tinh ca nhan dugc cai dat hé diéu hanh windows déu
c6 thé sir dung chirc ning tuong hira tich hop san (Windows Firewall) hoic cac
tuong lira tinh hop trong phan mém diét virus vi vu diém cua nhimg tuong lira
nay la gon nhe va dé su dung.

Tuy nhién, twong hra ciing c6 rat nhiéu han ché ma mdi ca nhan, to chuc
khi str dung no trong bao vé may tinh va mang may tinh phai luu y nhu:

Tuong lira khong thé phan tich duoc géi tin khi di qua c6 noi dung 1 tét
hay x4u, n6 chi c6 thé ngin chin sy xdm nhap cua nhitng ngudn thong tin khong
mong mudn nhung phai xac dinh rd cac thdng sé dia chi.

Tuong ltra khong thé ngin chan mot cudc tan cong néu cudc tin cong nay
khong di qua nd (may tinh két ndi voi internet thong qua duong dial - up s&
khong di qua tuong lra). Ngoai ra do sy phat trién cua cac loai virus va cac
phuong phap ma hoa dir liéu maéi nén mac du viéc gui nhan di liéu qua thu dién
tr duge tuong lira bao vé, virus van cé thé thoat khoi kha nang ra quét dé tan
cong may tinh ngudi Stir dung.

Viéc dam bao an toan dir liéu, an ninh thong tin cho may tinh va mang
may tinh khi két noi Internet, ngoai nhimg nhugc diém con ton tai trén thi tudng
ltra van 12 bién phap hitu hiéu nhat hién nay.

Tam quan treng caa viée sao lwu dir liéu dw phong.

Nhitng nguoi d3 timg dé mat nhitng dir liéu quy gia ciia minh vi bat ky ly
do nao thi s& nhan thdy duoc tam quan trong thuc su cua viéc sao luu dir liéu
dung cach. Hau hét chung ta déu da timg dé mat dit liéu va diéu nay 1a khong thé
tranh khoi. Tuy nhién khdng ai biét hét dugc nhitng nguyén nhan ma nhitng dix
liu quan trong nay bi mat.

Ngay ca khi that chat cac bién phap an ninh qua cic chwong trinh
Antivirus va Anti-hacking, thi ban ciing vin khong thé dam bao 100% céc dix
liéu ctia ban ¢ trong tinh trang an toan. Do c6 thé 1a do mot loai virus hay 6 ciing
may tinh hong hoic tham chi ban bi mat may tinh. Chinh vi I& d6 nén viéc mat
dir liu 1a khong thé tranh khoi va ban can phai chuan bi truéc cho tinh hudng
nay.

1.4.2. Phan mém dgc hai (malware)

Cé&c thuat ngir phan mém déc hai (malware)

Phan mém déc hai (malware)

Phan mém doc hai" bao ham tit ca céc loai phan mém doc hai duoc thiét
ké dé lam hai mdy tinh hodc mang. Phan mém doc hai co thé duoc cai dat trén
may cta ban ma ban khong hay biét, thuong thong qua céc lién két lira dao hoac
noi dung tai xudng duoc dang nhu 13 ndi dung dang mong wéc.

Phan biét cac loai phan mém ddc hai trén may tinh
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Céc loai phan mém doc hai thudng xuyén tin cong may tinh dugc ngudi
Viét Nam goi chung Ia virus may tinh. Tuy nhién, thuc chat, cac loai ma doc nay
phan biét ra thanh nhiéu loai c6 diém chung vé& muc dich: xAm nhap, tan cong va
pha hoai dit liéu may tinh. Cac dang ma doc duoc phan loai nhu sau:

Virus: Virus may tinh 1a mot loai ma chuong trinh thAm nhap vao hé
thdng may tinh tu dong nhan ban Ién nhiéu lan ma khong can thong qua nguoi
str dung. C6 nhiéu loai virus khac nhau, tiy theo mirc do pha hoai va muc tiéu bi
tan cong ma xép chung vao loai nao. Ngay nay, virus kha hiém boi vi toi pham
mang nhan thiy néu dung ma doc s& quyén kiém soat nhiéu hon, khong thi néu
c6 ching ciing s& nhanh chéng lot vao tay cac nha nghién ctu bao mat chdng
virus.

Worm (sau internet)

La mét chuong trinh dong goi, tu sao chép, cé kha nang tu kich hoat ma
khong can sy can thiép caa nguoi dung, dugc chia thanh hai loai: Sau dich vu
mang va sdu gti buu pham. Sau dich vu mang (Network Service Worms) 1oi
dung cac 18 hong trong dich vu mang dé phat tan chinh n6 va lay nhiém sang cac
may chu khac. Sau giri buu pham (Mass Mailing Worms) duoc phan phdi bang
cach guri nhu file dinh kém vao email hoac cac tin nhan.

Trojan:

La chuong trinh khong c6 kha ning sao chép, xut hién dojong nhu 1a vo
hai nhung chung duoc thiét ké dé thuc hién mot s hanh dong doc hai an trén
may tinh nan nhan. Ma doc Trojan c6 kha ning thay thé cac file hién tai bang
phién ban doc hai hoac thém cac tép doc hai mdéi cho may chua. Chang con co
kha nang an cap mat khau va cac thong tin ca nhan nhay cam, theo doi cac hoat
d6ng cua ngudi dung. .. cung cp vé c4c may chi duge diéu khién tir Xa.

Mai doc di dong (Malicious mobile code - MMC) la phan mém doc hai
duoc truyén di tir may chu (dugc didu khién tir xa) dén mot may chu dia phuong
va sau do6 thuc hién trén cac may chu dia phuong, bi v tinh hay cé y tai vao
may tinh hoac thiét bi truyén théng khac ciia ngudi dung. Loai mi doc nay co
thé duoc truyén nhiém théng qua cac tng dung tuong tac web, ngdn ngit phd
bién cho ma doc di dong bao gom Java, ActiveX, JavaScript va VBScript.

Phong, chong phan mém dgc hai

Viéc ngan ngira, phong chéng ma doc hai co thé dua trén mot sé bién
phap sau:

Xay dwng chinh sach biaoe dam an toan: Chinh séch cua cac to chirc can
giai quyét dugc van dé phong, chéng va xir Iy cac su ¢d lién quan tgi phan mém
ddc hai. Noi dung ciia chinh sach nén duoc sir dung 1am co sé cho nhitng nd luc
phong - chdng phan mém doc hai mot cach nhat quan va hiéu qua trong toan bo
to chuc.
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Yéu cau quét phan mém doc hai trén cac phuong tién thong tin tir bén
ngoai dua vao to chire truge khi s dung ching.

Y&u cau cac tap tin dinh kém email phai dugc quét virus trude khi ching
duoc Mo ra.

Cam giri hoac nhan mot sd loai tap tin gidng nhu cac tap tin .exe qua
email.

Han ché hodc cam st dung phan mém khéng can thiét, nhu cac tin nhan
mang danh ca nhan va dich vu chia sé ho so tic thoi.

Han ché viéc sir dung cac phuong tién luu trir di dong (cac 6 dia flash.....)

Chi rd cac loai phan mém phong ngura (chéng virus, loc ndi dung) bét
budc doi vai ting loai may tinh (mdy chi email, may cha web, may tinh xach
tay, di€n thoai thong minh) va trng dung ....

Han ché hodc cdm str dung thiét bi di dong cua t6 chirc hodc cua ca nhan
két ndi véi mang ctia to chirc cho viéc truy cap tir xa.

Nang cao nhan thic cia ngwdoi dung

Céc chuong trinh ning cao nhan thirc nén bao gom huéng dan cho nguoi
diing vé cach phong ngira su ¢6 phan mém doc hai dé co thé gop phan lam giam
tan suat va mic do nghiém trong cua sy co phan mém doc hai. Chuong trinh
nang cao nhan thic cua té chic nén bao gdm nhirng yéu té phong ngira su ¢b
phan mém ddc hai dugc néu trong cac chinh sach va thi tuc cua td chac. Mot sb
noi dung thuc té can tuan thu nhu sau:

+ Khdng mo cac email dang ngo hodc file dinh kém email, kich chudt vao
siéu lién két nghi ngo, hoac truy cip céac trang web co thé chtra noi dung doc hai.

+ Khong kich chudt vao trinh duyét web, ctra s popup nghi ngd doc hai.

+ Khéng mé cé4c tap tin véi phan mo rong nhu Bat, .com, .exe, .pif, .vbs,
thuong c6 nhiéu kha ning duoc lién két véi cac phan mém doc hai.

+ Khdng vo hiéu hoa cac co ché kiém soat an ninh, phan mém doc hai
(nhu phan mém chéng virus, phan mém loc ndi dung, tudng lira c& nhan).

+ Céc Host binh thuong khong duoc sir dung tai khoan cdp cho quan tri
vién,

+ Khdng tai hoic thyuc hién cac tng dung tir cac nguon khong tin cay.

Poi pho véi loai tan cong sir dung ki nghé xa hai

Moi nguoi ding c6 thé nhan thirc dugc vai trd caa minh trong viéc ngin
ngira Sy ¢d, nham tranh céc loai tn cong dua trén ky nghé xa hoi. Cac khuyén
nghi dé tranh céc cudc tin cong lira dao va cac hinh thic ky nghé xa hoi bao
gdm:

+ Khdng bao gio tra 1i email yéu cau thong tin tai chinh hoac ca nhan.

+ Khong cung cip mat khau, ma PIN hoic ma truy cap khac dé dap tng
véi cac email tir dja chi la hodc cira s6 médi. Chi nhap théng tin vao cac trang
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web hoac trng dung hop phép.

+ Khéng mé tap tin dinh kém email dang ngd, ngay ca khi chung dén tir
nhitng nguoi giri da quen biét.

+ Khong tra 101 bat ky email dang ngd hoic tir dja chi la.

1.5. MOT SO VAN PE CO BAN LIEN QUAN PEN PHAP LUAT
TRONG SU DUNG CNTT

1.5.1. Ban quyén

Ban quyén/quyén tac gia (copyright), ban quyén phan mém, ban
quyén ndi dung va sé hiru tri tué

Ban quyén/quyén tac gia: La doc quyén cua mot tac gia cho tac pham
ctia ngudi ndy. Quyeén tac gia duoc dung dé bao vé cac sang tao tinh than co tinh
chat vin héa (cling con duoc goi la thic pham) khong bi vi pham ban quyén.

Quyén nay bao vé cac quyén loi c& nhan va lgi ich kinh té cua tac gia
trong mdi lién quan véi tic pham ndy. Mot phan ngudi ta ciing noéi d6 1a so hitu
tri tu¢ (intellectual property) va vi thé 1a dat viéc bao vé s¢ hitu vat chat va so
hitu tri tué song doi vai nhau, thé nhung khai niém nay dang duoc tranh cai gay
gat.

Khai niém vé ban quyén phan mém

Ban quyén phan mém la quyén dugc phép st dung phan mém d6 mot
cach hop phap. Viéc st dung phan mém khong c6 ban quyén hop phép nao ciing
dugc xem nhu sao chép phan mém trai phép vay. Nguoi vi pham sé& bi xir theo
luat xAm pham quyén tac gia.

Ban quyén ndi dung

La quyén tac gia doi véi tac pham quy dinh tai Luat So¢ hitu tri tué bao
gém quyén nhan than va quyén tai san.

Sé hiru tri tué

L& tai san tri tug, 1a nhitng san pham sang tao ctia b dc con ngudi. B6 ¢o
thé 1a tic pham van hoc, 4m nhac, phan mém may tinh, phat minh, sang ché, giai
phap hitu ich, kiéu dang cong nghiép, v.v...

Quyén s¢ hau tri tué 1a cac quyén doi véi nhitng san pham sang tao noi
trén. Trong s c&c quyén nay c6 2 quyén thudng duoc nhic dén 1a quyén tai san
va quyén nhan than.

Céch nhan dién mdt phan mém c6 ban quyén: Ma (ID) san pham,
ding ky san pham, giay phép (license) sit dung phan mém

M&i phan mém c6 cach nhan dién ban quyén riéng. Nhung néi chung, mot
phan mém duoc xac dinh 1a c6 ban quyén khi:

C6 chuong trinh cap phép quyét dinh phién ban va sé luong license dugc
phép sir dung caa nha san xuat phan mém di kém bd cai phan mém.

C6 ma (ID) kich hoat phan mém. Viéc kich hoat dugc thuc hién online
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hoic qua dién thoai véi dich vu hd tro khach hang cua Nha san xuat phan mém.

Co tem COA (Certificate of Authenticity - Chirng nhan Xac thuc) chira
khoa san pham (Product Key) hoic gidy to kém theo cd s6 CD Key / s6 Sserial
dung trong truong hop can cai dat lai may tinh.

Thuit ngir théa thuan gidy phép cho ngudi dung cudi” (end-user
license agreement). Phan biét phan mém ding chung (shareware), phan
mém mién phi (freeware), phan mém ma ngudn mé (open source software)

Théa thuan gidy phép cho ngudi dung cudi: La mot thoa thuan phép Iy
gitta nguoi dung cudi (cho du 1a mot c4 nhan hay bén duoc cdp phép) va
Promethean vé viéc sir dung phan mém.

Trong truong hop cac hé thong cia Bén duoc cap phép hoic quan tri vién
ky thuat hodc dai dién khac chap nhan nhirng diéu khoan nay thay mit cho tat ca
Nguoi ding cudi du dinh, trach nhiém cua Bén duoc cap phép 1a phai dam bao
rang cac diéu khoan cia EULA nay duoc hiéu va tuan tha boi mdi Nguoi ding
cudi. Phan mém duoc bao vé bang luat ban quyén va cac diéu wdc qudc té vé
ban quyén ciing nhu cac quy dinh phép luat va diéu udc sé hitu tri tué khac.

Phan mém mién phi:

La phan mém ma nguoi sir dung khong phai tra bat ky chi phi nao, khong
han ché thoi gian st dung, c6 thé tai tu do vé dung tir Internet, c6 thé sao chép
va str dung phan mém dé. Ngoai trir viéc chdp nhin cung cip mot sé thdng tin
nhu dia chi thu dién tir (email) va mot sé thdng tin c& nhan khac néu co. Nguoi
st dung phai chiju hoan toan trach nhiém véi nhitng thoa thuan ban quyén cam
két gitra hai bén.

Phan mém ngudn mé

La phan mém véi mi ngudn dugc cobng bd va st dung mot gidy phép
ngudén mo. Gidy phép nay cho phép bat cir ai cling c6 thé nghién ctru, thay do6i
va cai tién phan mém, va phan phéi phan mém ¢ dang choja thay dbi hoac da
thay doi.

Khac biét véi phan mém tw do

Phan mém mién phi c6 khéac vai phan mém ty do (free software), boi vi
su khéac nhau vé y nghia cua chit "tu do". Phan mém mién phi tac 1a khong c6 su
tra tién (cho viéc sir dung nd), dung dé chi tri gia trao doi hang hoa bang 0.
Trong khi d6, phan mém tu do thi dugc md ta nhu 1a phan mém co thé duoc
hoan toan tu do khi nghién ctru, thay d6i, sao chép, tai phan phdi, chia sé va sir
dung phan mém d6 trong moi muc dich. Trong phan mém mién phi thi ngudi
dung c6 thé bi cac rang budc nhu 1a phai ton trong tén tac gia, khong dugc ding
cho mua bén tryc lgi chang han. Mac di vay, da s6 chuong trinh tu do 1a phan
mém mién phi. Phan mém dang nay nén dugc goi riéng la phan mém ty do dé
tranh viéc nham 1an voi phan mém mién phi ma thuong khéng cho chung vai
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ma ngudn va do d6 né 1a phan mém tu.

1.5.2. Bao v¢ dit liu

Khai niém, thuat ngir lién quan

Dir liéu: 1a nhirng thong tin duoc may tinh luwu trit va xir Iy hodc truy sut
theo yéu cau cia ngudi ding hoic theo tién trinh hoat dong caa may.

Quan ly dir liéu: 1a sy két hop gitta con ngudi, quy trinh va ki thuat, cho
phép mot to chirc, DN c6 thé ti wu hoa, bao vé va sir dung cac ngudn dir liu
(cAu trac va phi cu trac) mot cach hiéu qua nhu mot tai san caa DN.

Bao vé dir liéu cd nhan khai dau dung dé chi viéc bao vé dit liéu c6 lién
quan dén c4 nhan trudc sy lam dung. Trong ving néi tiéng Anh ngudi ta goi d6
la privacy hay data privacy. Trong ving theo luat & chau Au khai niém
data protection dugc dung trong luat I€.
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MODULE 02: SUDUNG MAY TiNH CO BAN

2.1. CAC HIEU BIET CO BAN PE BAT PAU LAM VIEC VOI
MAY TINH

2.1.1. Qué trinh khéi dong may tinh

May tinh hién nay 1a cong cu duoc st dung rat nhiéu trong cong viéc.
Trong qué trinh sir dung khong tranh khoi nhitg hu hong hay biét duoc qué
trinh khoi dong may tinh thé ndo. Qua trinh khai dong va kiém tra ciia may tinh
dién ra ngay sau khi bdm céng tic mg ngudn, mot loat qué trinh da duoc thuc
hién boi chuong trinh POST may do BIOS thuc hién.

1. Bat ¢6ng tac, ngudn chinh hoat dong cung cip cho Mainboard céac dién
ap chinh 12V, 5V va 3,3V.

2. Mach VRM cdp nguén VCORE cho CPU dong thoi béo tin hiéu
VRM_GD dén Chipset nam.

3. Mach tao xung Clock hoat dong, cung cap cho cac thanh phan trén
Main xung Clock dé hoat dong.

4. Khi ¢6 Vcc, ¢6 xung Clock 1C-SIO hoat dong

5. IC-SIO tao tin hiéu Reset dé khoi dong Chipset nam

6. Chipset nam hoat dong

7. Néu c6 tin hieu VRM_GD thi Chipset ham tao tin hiéu Reset hé théng.

8. Chipset bic hoat dong

9. Chipset bac tao ra tin hiéu Reset CPU

10.CPU hoat dong

11. CPU phét tin hiéu truy cap ROM dé nap chuong trinh BIOS.

12. Chuong trinh BIOS kiém tra b nhd RAM

13. Chuong trinh BIOS kiém tra Card Video

14. BIOS cho nap ban luu cau hinh may trong RAM CMOS

15. Kiém tra cac cong va cac 6 dia theo thiét lap trong CMOS

16. Khéi dong 6 cang va nap hé diéu hanh tir 6 cang 16n RAM.

Trinh ty khéi dong may tinh theo so d6 sau:
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2.1.2. M6 may, dang nhap va sir dung ban phim, chugt

S dung ban phim
TT | Ser dung phim Chirc nang thuc hign Hinh dnh
1 | Windows key Kich hoat menu start hoic nhan Ctrl + e
ESC
—
2 | Application key | Kich hoat nhanh Shortcut menu Eﬁ,
3 | ALT + F4 DPong cﬁ:a} s6 hién thoi hodc két thic mét
chuong trinh
Pong cira  so hién  thoi trong mot
4 |CTRL+F4 chuong trinh véi giao dién tai liéu da
ctra s6 (MDI)
5 |CTRL+C Sao chép doi tuong vao Clipboard
6 | CTRL + X Cit doi tuong vao Clipboard
7 |CTRL+V Dan d6i tuong tir Clipboard
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8 | CTRL + 7 Huy bo (Undo) Iénh, thao tac vira thuc
hién
9 | CTRL + VY L?m lai nhitng 1énh, thao tac vua hay
bo (Redo)
10 | CTRL +A Chon tat ca cé4c doi tugng
11 | DELETE X04 cac ddi tugng dang chon Delete
12 | BACKSPACE Q,uay Ve’Cap t%lu’ muc (iao }iorn,_ Axoa cac
Ky tu phia truéc trong 0 nhap ligu
13 | ENTER Double Kich (Kich dup chut trai) r—
14 |F1 Hién thi ctra s6 trg gidip caa Windows
15 | F10 Kich hoat menu trong chuong trinh
16 | TAB Di chuyén qua lai giita cac dbi tuong
17 | SHIFT + TAB Lui Vef cac, doi tuwong vua chuyén
qua truac do
Chuyén t6i ctra sovua st dung
18 | ALT + TAB .,
trudc do
19 | ALT + SPACE | Kich hoat hop diéu khién ctra s6
20 | ESC Thoat Esc
S dung chugt
Trong qué trinh lam viéc vai Windows,

thiét bi chudt giup nguoi dung thao tdc nhanh hon
vatien loihon véi cacddi  twong  trong
Windows. Chudt thuong gébm 2 hoac 3 phim kich.
Thong thuong, ching ta thuong sirdung nat bén
trai (Left) vandt bén phai (Right) nhiéu nhat. C6
nam thao tac co ban khi st dung chuot dugc liét ké
trong bang duai day:

TT | Thao tac

Chirc nang thyc hién

1 | Chon mét déi twong

Kich chugt: Tré chudt vao dbi tugng va kich
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nGt trai chudt M mét doi tuong

Kich dip:  Trochuét vaoddi  tuong
va kich nhanh ndt trai chuét 2 lan lién tiép
Nhan va gitr phim Shift trén ban phim, dong
3 | Chon mét viing thoi Kich nat tréi vao d6i twong dau va doi
tugng cudi trong ving

Nhan va giir phim Ctrl trén ban phim, dng
4 | Chon nhiéu doi twong | thoi lan luot kich nit trai vao cac dbi tuong

2 | Mé mét doi turong

can chon
o Tro chudt vao d6i twong, Kich nat tréi va
Kéo va thd . N \ oA g o
5 gitr nguyén nut kich, dong thoi ré chuét téi

Drag and Drop

vi tri méi va tha nat Kich ra

2.2. LAM VIEC VOI HE PIEU HANH

Windows 7 1a hé diéu hanh may tinh dung cho may tinh c4 nhan. Hé diéu
hanh nay la san pham cua tap doan Microsoft (M¥). Pay 1a san pham dugc danh
gi4 cao va dang dugc nhiéu ngudi sir dung nhét trén thé giéi hién nay. Windows 7
1a hé diéu hanh quan 1y va diéu khién toan bo cac hoat dong ctia may tinh. Khac véi
mot s6 hé diéu hanh may tinh trudc day, Windows 7 ¢6 nhiéu cong cu hd trg 1am
viéc thong minh va wu viét hon so véi cac hé diéu hanh truée ddy nhu Windows
XP, Windows 2000. Windows 7 |a hé diéu hanh da nhiém véi giao dién d6 hoa
than thién hién dang duogc rat nhidu ngudi sir dung. Hién nay Microsoft dd c6 hé
diéu hanh Windows 8, nhung trong thuc thé Windows 7 van dugc str dung phd
bién nhét trén thé gidi cling nhu tai Viét Nam. Trong mot khuon khé han ché,
chung toi chi ¢ thé giéi thiéu mot sb khai niém co ban ctia hé diéu hanh nay.

2.2.1. Man hinh lam viéc cia Windows 7

Thue don Start:

- Khai niém: Nut Start va thanh tac vu (taskbar) thuong nam ngang duéi
day man hinh sau khi kho1 dong Windows. Thong thuong thanh Taskbar dugc
dit & ché d6 ludn nhin th?iy duoc.

- C6 3 cach dé truy cap thuc don start trong windows 7:

+ Cach 1: D1 chuyén con tré chudt téi vi tri cia thuc don start & goc dudi
phia bén trai man hinh, sau do6 kich chudt trai vao nut start

+ Céch 2: Kich phim windows trén ban phim

+ Céch 3: Kich t6 hop phim CTRL + ESC trén ban phim

Thue don start bao gdm cic nhém chirc ning can thiét cho ngudi dung dé
bat dau st dung Windows 7. Thuc don nay s& thay ddi véi timg may tinh
khac nhau tuy thudc vao sd luong cac chuong trinh duoc cai dit trong may va
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thoi quen, cong viéc thuc té ciia nguoi st dung ciia may tinh d6. Tuy nhién
thuc don nay ludn ludn ¢ nhitng thanh phan co ban nhat dinh nhu hinh bén
trén. Pbi voi Windows 7, thuc don Start duoc chia thanh 2 c¢6t. Cot bén trai chira
cac chuong trinh vira dugc str dung trudce do.

Hinh dud6i minh hoa hai thyc don start dugc st dung & hai may tinh ctua
nguoi dung khac nhau:

— |
= 3 oz
T Calculator HoiEdh !

tiendn DAISY
f Paint Wﬂ Microsoft Word 2010

Documents _~J
Ward 2013 Y Microsoft Excel 2010

Pictures Pictures
@ PowerPoint 2013 ‘. Google Chrome

Music Music
) CorelDRAW X4

Documents

VLC media player I
Games h’ Games
“r{jl Lotus Motes 8.5 :':" Calculator

Computer o Computer

Excel 2013 'I' Getting Started
Control Panel s Control Panel

SopCast Q Windows Media Center

Devices and Printers Devices and Printers

Skype for Business 2015 Sticky Notes
kyp Default Programs Default Programs

Garena+ Help and Support ’_f Paint Help and Support
& S
| Mozilla Firefox % Snipping Tool

HWMonitor » Al Programs

»  AllPrograms

- Mot sb tac vu thuong duoc sir dung véi thue don start bo1 nguoi dung
phé thong:

+ Truy cap My Computer;

+ Truy Cap Control Panel;

+ Tit may, khoa may;

+ Truy cap chuong trinh thuong dung;

- Minh hoa sir dung tac vu tat may bang thuc don start:

+ Budc 1: Truy cap thuc don start (bang 1 trong 3 cach néu trén)

+ Budc 2: Di chuyén con tro chuot to1 vi tri cia nut Shutdown

+ Budc 3: Kich chudt trai (mdt lﬁn) vao nat Shutdown cua thuc don start
dé tit may.

Thanh tac vu (Taskbar)

Khi thyc hién mot chuong trinh hodc md mot cira s6, ngudi dung sé thiy
xuat hién trén thanh Taskbar mot nut thé hién chuong trinh hodc cira s6 ma
ngudi ding dang md. Tai mot thoi diém, co thé cé nhidu cira s6 duoc
md dé 1am viéc. Ngudi dung c6 thé chuyén tdi cac cira s6 khac nhau bang cach
kich chudt vao cac nut trén thanh Taskbar.
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Céc tac vu thuong sir dung v6i thanh taskbar ctua ngudi dung phd thong:
+ Thay d6i man hinh dang hién thi cta cira s6 lam viéc.
+ Tt toan bd hodc mot cira s6 bt ki cua chuong trinh phén mém dang

hoat dong.

+ Thém mét 16i tit dé khoi dong phan mém.
+ Thay ddi tham sd, ché do lam viéc cua phén mém.
+ Thay d6i thong tin thoi gian theo mui gid ma may tinh dang st dung.

Minh hoa thay d6i ché d bo gb Unikey tir c6 ddu sang khong dau trong thanh

tac vu:

Budc 1: Di chuyén con tro chudt xudng goc dudi ciing bén tay phai cua

man hinh
2.1.3. Tdt mdy
Dé két thiic 1am viée véi Windows. ban hdy thuc hién theo cdc bude sau:
Kich chuét vao nut Start va chon Shut down.

May s8 tat va két thiic phién lam viéc.

xubng va chon theo mét s tuy chon khac trong
hop thoat:

Budc 2: Kich chudt trai vao 6 A, mot ctira s6 phu xuat hi¢n

Di chuyén con tro
chuét téi vi tri
nay

Budc 3: Di chuyén con tré chudt ti 6 co biéu tuong v

2 10:46 A
1/10/2016

Budc 4: Kich chudt trai vao biéu tugng M gé chuyén thanh €] (ché @6 o

khong dau)

Tat may

Dé két thic 1am viéc voi Windows, nguoi
dung hay thyc hién theo cac budce sau:

Kich chudt vao nat Start va chon Shut
down. May s& tat va két thuc phién 1am viéc.

Hodc ngudi dung ¢ thé lya chon nat miii

]’ Getting Started »
= Devices and Printers
Q Windows Media Center

5 Default Programs
¥ /\ Paint

i Switch user
Log off
Lock

& Adobe Bendscript Toolkit 54

> AllPrograms

Restart

Sleep

3 ¢W s NRDW

tén chi xuéng va chon theo mot s6 tuy chon khac trong hdp thoai:

101680  1050px

2 |Tur
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STT |Nitlénh |Y nghia
Switch 2 a2e em . e e o e h e
1 user Chuyén doi gitra nhiing ngudi dung chung hé diéu hanh
5 Log off bong lqai phién lam vi¢c véi may tinh ctia User cia nguoi
dang str dung
3 Lock Khoa lai phién lam viéc vé1 User dang st dung
4 Restart Khot dong lai may
5 Sleep Tam ngung ché d6 lam viéc cua User hién tai
2.2.2. Biéu twong va cira so
Thong thudng, mot cira s6 cia Windows gdm mot sd thanh phan chinh
Sau:

STT | Thanh phén

Y nghia

1 | Hop dia chi

Chtra tén cua chuong trinh hodc dia chi ddi tuong
dang dugc mo

2 | Hop tim kiém

Chura cac 1énh tim kiém, File, thu muc, ndi dung, ...

3 | NGt diéu khién

Nam trén thanh tiéu dé, lamnhiém vy doéng cira
$0, phong to, thu nhd, khoi phuc kich thudce cura )

Nhom o dia va

cdy thu muc

Chtra cac nhom I€nh cua cua s6 chuong trinh

5 | Viing hién thi

Hién thi nd1 dung cua thu muc hodc File khi chon
nhém 6 dia hodc cdy thu muc bén tréi

Thanh  trang
thai

Hién thi thong tin cua thu muc hoic File dang duogc
chon trong phan ctra s6 bén trai.

Biéu twong trén man hinh Desktop
Man hinh nén (Desktop) cia Windows dugc bd tri rat nhiéu cac biéu
twuong (Icon) khacnhau. Saudaylay nghia mot sébiéu tuong co6 san

khi cai dat Windows:

@ Phan mém nghe nhac, xem phim

Windows Media
Player

!

E®™  phin mém CHAT cua Yahoo

Y¥ahoo!
Messenger
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Biéu tirgng Y nghia

28
My Computer
~
My Documents

2

Chira cac tai nguyén trong may cua ban

Chi can kich dip chudt vao day, ban c6 thé mé thu muc chira cac
van ban da co san trén dia

Thung réc, chira cdc doi twong da bi xo4 dé khi can c6 thé khoi
phuc lai

Recycle Bin
. 2y

é Trinh duyét Internet cuia hang Microsoft, day 1a chwong trinh gitip
Intemet ban truy cap Internet
E xplorer

@}-"I Chuong trinh Outlook Express, day 1a chwong trinh gitup ban gui va
i{Outiook!  nhan thu dién t, rat nhanh va tién loi
Express,

IQ_‘I Phan mém twong ty nhu Outlook Express, day 1a phién ban méi
micrasoft  hon ctia Outlook Express ¢6 bo sung thém nhiéu tinh mai.

Outlook

Céc biéu tuong do ngudi dung tu tao goi 1a Shortcut, €6 mdi tén ndm ngay
& phia dudi goc trai. Cac biéu tugng nay lién két dén mot chuong trinh da duoc
cai dat may hodc mdt thu muc chira dir liéu trén may tinh, khikich dap
chudt vao cac biéu tuong nay thi chuong trinh d6 sé& chay hodc s& mé thu muc

chura dir 1iéu do.

Sap xép cac biéu twgng
Budc 1: Kich chudt phai vao cho trong trén man hinh nén, xuat hién

menu popup:

Budc 2: Kich chudt vao muc Sort ——

by, X}lélt hi¢n thém mdt menu popup nho, :::vby : l e

bao gdm Cac lua chon: Refrech Size
Name: Sip xép theo tén Icon o | Remtype
Size: Sap xél? thero kich thla:(’yc Icon i I Date modified
Item type: Sap x€p theo ki€u Icon = }

Date modified: sip xép theo ngay
thay d6i cudi cung cua Icon
Poi tén biéu twong

Screen resolution
i Gadgets

Personalize

C6 2 cach dé doi tén biéu tuong, thur
muc hoac tén tap tin trong windows:
- Cach 1: Dung chudt phai dé thao tac

+ Budc 1: D1 chuyén con tro chudt vao biéu tuong, thu muc hoac tap tin

38



can doi tén

+ Buoc 2: Kich chudt phai vao biéu tuong can d6i tén, xuat hién mot
menu popup

+ Budce 3: Kich tiép chudt trai (mdt 1an) vao myuc Rename. G& tén moi
cho biéu tugng va nhan Enter.

- Cach 2: Dung phim chtic nang F2

+ Budc 1: Di chuyén con tro chudt vao biéu tuong, thu muc hodc tap tin
can doi tén

+ Budc 2: Kich chudt trai(mot lén) vao biéu tuong can doi tén, xuit hién
mot menu popup

+ Budce 3: Kich phim F2 trén ban phim

+ Budc 4: G6 tén méi cho biéu twong va nhan Enter.

Xoa biéu twong

C6 2 cach phd thong dé xoa biéu twong, thu muc hodc tap tin tin trén may

- Cé4ch 1: Sir dung chudt phai dé thao tac

+ Budce 1: Di chuyén con tro chudt téi vi tri biéu twong can xod

+ Budc 2: Kich chudt phai vao biéu tuong cin xo4, xuat hién mot menu
popup ,

+ Budce 3: Kich tiép chudt vao myc Delete. Mot hp thoai s€ hién ra hoi
ngudi dung 6 chic chin xo04 biéu tuong nay khong? Ngudi dung hiy kich chudt
vao nat Yes néu chic chan xo4.

v o ==

“" Are you sure you want to move this folder to the Recycle Bin? ‘
)
= hopdongquyettoan
, L Date created: 1/5/2016 3:58 AM
LY || Mo

- Céch 2: Str dung phim Del

+ Budc 1: Di chuyén con tré chudt téi vi tri biéu tuong can x04

+ Buée 2: Kich chudt trai vao biéu tuong, thu muc, tap tin can x6a
+ Budc 3: Nhan phim Del trén ban phim

39



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

= hopdongquyettoan
£ Date created: 1/5/2016 3:58 AM

1!

+ Budc 4: Mot hop thoai s€ hién ra hoi ngudi dung co chéc chén xo4 biéu
tuong nay khéng? Nguoi dung hay kich chudt vao nat Yes néu chac chan xo4.

2.3. QUAN LY THU MUC VA TEP

2.3.1. Thu muc va tép

File (tép tin, tdp tai liéu)

File Ia mot tap hop cac thong tin co lién quan véi nhau dugc dat tén va
luu trit trén dia.

- Tén File gdm hai phan: <Tén chinh>. <phan mé réng>

+ Tén chinh: do nguoi st dung tu dat.

+ Phan mé rong: thuong theo ngam dinh cia mdi chuong trinh (ng
dung.

Folder (Thuw muc, Cap tai liéu)

Mot hinh thirc phan ving trén dia, duoc tao ra dé té chuc céac
file mot cach khoa hoc, gilp cho viéc st dung va tim kiém céc file
mot cach thuan tién

Tén Folder dugc dat gidng nhu tén chinh cua file.

Folder dugc to chirc theo cau tric hinh cay.

Path (dwong déin)

La con dudng di tir 6 dia qua cac folder dén file hoac folder can 1am viéc.

Biéu dién duong dan:

+ Tén cac Folder dugc ngin cach boi dau \

+ Folder dirng sau phai la Folder con cua folder dirng ngay trudc no.

Shortcut

La mot file lién két dén mot ddi tuong trén may tinh hay trén g
mang. Ddi tuong d6 co thé 12 tap tin, thu muc, 6 dia, may in hay may w
tinh khac trén mang. it

Muc dich cta Shortcut la giap nguoi si dung khoi dong nhanh mot
chuong trinh, mot van ban, mét hinh anh...
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2.3.2. Quaén ly thw muc va tép
Xem théng tin vé 6 dia

Dé xem cac thong tin vé 6 dia, trén man hinh nén Desktop, Kich dap
chudt vao biéu tuong My Computer. Cira s6 My Computer xuat hién nhu sau:

-

T Favorites < Hard Disk Drives (4)

BNl Desktop

1% Computer
&L, Local Disk (C)
= DATA (D3
= SETUP (E3)
= BAO GIA (F)

€h Network

- =)
() [™ » cComputer » ~ %2 [ 5= o
Organize ¥ System properties Uninstall or change a program Map network drive Open Control Panel g - = £2]

Local Disk (C:) DATA (D:)
Downloads _— = —_——
- ‘-A/ 9.7 GB free of 48.7 GE W 68.0 GB free of 92.8 GB
| Recent Places
SETUP (E:) BAO GIA (F)
- = —_— — = -——
= Libraries == 38.4 GB free of 77.9 GB = 60.1 GB free of 78.1 GB
=] Documents R - . X
D Music < Devices with Removable Storage (2)
=l Pictures [ Disk Drive (A: S DVD RW Drive (G
B Videos =3 Floppy Disk Drive (A1) govo rive (G:)
«& Homegroup

L DAISSY-PC Workgroup: WORKGROUP Vemor
- Processor: Intel(R) Core(TM)2 Qua...

v: 3.00 GB

Cac 6 dia trong may tinh gdm c6 hai loai chinh:

STT | Loai 0 dia Y nghia
1 | Hard Disk Drivers Cac 6 dia cung
5 Devices with ~Removeable | Cac o dia co thé thdo roi. VD: O mém,
Storage 6 CD, 6 USB

Sir dung Window Explorer dé quan ly tép tin va thu muc

Céc chuong trinh va dit li¢u cia nguoi dung dugc luu thanh céac tap tin
(Files) trén cac thiét bi nhu: O dia cimg; dia mém; dia Zip; dia CD ghi dugc
(Rewriteable); 6 dia mang...

Trong phan ndy, ngudi ding s& hoc cach dung Windows Explorer dé
quan 1y tap tin

M¢& Windows Explorer:

Budc 1: Di chuyén con tré chudt vao vi tri 6 biéu tuong My computer

Budc 2: Nhay dbp chudt trai vao biéu trong Computer trén man hinh Desktop

Khung trai chira tén cac 6 dia va cac thu muc. Windows dung cac ky tur
(A:), (B:) cho céc 6 dia mém; cac ky tu (C:), (D) ... dé dit tén cho céc loai 6 dia
lwu trit khac. Mi 6 dia trén may tinh déu c6 thu muc (Folder) chinh dugc goi 1a
thu muc gbc chira cac tap tin trén dia. Nhung dé dé dang cho viéc quan 1y cac
tap tin, ngudi ding c6 thé tao thém cac thu muc con khac, 16ng nhau, chira cac
tap tin theo timg thé loai; Mot thu muc c6 thé réng hodc c6 thé chira cac tap tin
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va cac thu muc con.

Khung phai hién thi noi dung cua muc dugc chon trén khung trai. Kich
chon 6 dia bén khung trai dé hién ndi dung cua thu muc gbc bén khung phai;
Kich tén thu muc bén khung trai dé hién noi dung cua thu muc dé bén khung
phai.

*Chuy: DAu mili tén bén canh cho biét 6 dia hay thu muc dé con co6 cac
thu muc con.1. Thay d6i hinh thirc hién thi trén khung phai:

Kich chon nat miii tén trong muc
Change your view va chon mdt trong cac
hinh thtrc hién thi:

a. Extra Large Icons: thuong dung dé
xem trudc cac File hinh anh.

b. Large Icons: Hién cac tap tin va
cac thu muc con ¢ dang biéu tuong 16m.

c. Medium Icons: Hién céc tap tin va

cac thu muc con ¢ dang vura.
d. Small Icons: Hién thi cac tap tin va
thu muc ¢ dang nhd.

e. List: Hi¢n céac tap tin va cac thu
muc con ¢ dang liét ké danh sach.

f. Details : Liét ké chi tiét cac thong tin nhu tén (Name), kiéu (Type), kich
thuoc luu trit.

g. Title: Hién thi dang tiéu dé ctia cac thu muc va File

h. Content: Hién thi thong tin cua File va thu muc nhu nguoi tao, ...

Sip xép dir liéu bén khung phai

Kich chudt phai vao man hinh trang, View b
\ \ J4 c A , 4 Sort by b @ Name
man hinh xuat hién menu lya chon céch sap N
z : : ) Group by J Date modified
Xep- B , Refresh Type 4
Name: Sap x¢€p theo tén. o Size
. . z . Customize this folder...
I?ate Modified: Sdap xép theo ngay o o] Ascending
stra cudi cung. " :
& . e .2 . Paste shortcut Descending
Type: Sflp xep theo kiéu File N 5 o
Size: Sap xép theo kich thudc File
Ascending: Lya chon siap xép theo | " '
chiéu téﬂg dan. H Properties

Descending: Lua chon sdp xép theo chiéu giam dan.
Mot s6 thao tac véi tép tin va thu muc

Tao mét thu muc:

Budc 1: Mé thu muc mudn tao thém thu muc con

42



Budc 2: Kich chuét phai tai ving man hinh tring bén cira s6 phai menu
xuat hién, chon muc New chon Folder. M6t thu muc méi hién thi v6i tén mic
dinh 1a New Folder.

Budc 3: G& tén thu muc méi (néu mudn) va an phim Enter.

Tao Shortcut:

Tao Shortcut (Léi tét): Shortcut 1a mot tap tin dang dac biét, né dung dé
lién két dén mot dbi tuwong trén may tinh hay trén mang. Dbi tugng d6 cé thé 1a
tap tin, thu muc, 6 dia, may in hay may tinh khéc trén mang. Shortcut la cach
nhanh nhét dé khai dong mot chuong trinh duoc str dung thudng xuyén hodc dé
mo tap tin, thuy muc ma khéng can phai tim dén noi luu trit chung.

Budc 1: M& thu muc chira tap tin chuong trinh can tao Shortcut

Budce 2: Kich phai vao tap tin

Bude 3: Chon Send to\Desktop (create shortcut): néu muén tao Shortcut
trén nén Desktop.

* Cht y: Cac tap tin chuong trinh (Application) thudng c6 phan mé rong
la .EXE.

Nhitng chuong trinh cia Windows dugc luu trit trong thuy muc Windows,
nhitng chuong trinh khac thuong duoc cai dat tai thu muc Program Files hoac
Program Files x86.

Poi tén tap tin hay thw muc: (Rename):

Budc 1: Mé 6 dia hay thu myc chtra tap tin hodc thu myc con can doi tén

Budc 2: Kich chudt phai vao tén tap tin hay thu muc mudn doi tén

Budc 3: Chon Rename sau d6 G6 tén méi, 4n phim Enter.

Di chuyén mot tap tin hay thu muc:(Move)

Budc 1: M 6 dia, thu myc chia tap tin hay thu muc con can di chuyén

Budc 2: Kich vao tén tap tin hay thu muc mudn di chuyén

Budc 3: Kich chudt phai vao tén File hodc thu muc can di chuyén, sau do
nhéan Cut (Ctrl + X)

Budc 4: Chuyén dén 6 dia hodc thu muc chua File can di chuyén to1, kich
chudt phai vao nén trang chon Paste (Ctrl + V)

Sao chép mét tap tin hay thu muc: (Copy)

Budc 1: Mg 6 dia hay thu muc chira tap tin hay thu muc con can sao
chép.

Budce 2: Kich chudt phai vao tap tin hay thu muc can sao chép, chon
Copy (Ctrl + C)

Budc 3: Chuyén t6i thu muc hodc 6 dia chua File, kich chudt phai tai nén
man hinh trang chon Paste (Ctrl +V)

Xoa tap tin hay thu muc:

Khi x6a tap tin hay thu muc trong dia ctimg, Windows sé& di chuyén tap tin
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hay thu muc d6 vao Recycle Bin. Pay la thu muc cia Windows dung chtra cac
file b1 x6a. Nguo1 dung cé thé m& thu muc nay dé phuc hdi lai hodc x6a hin
khoi dia cung.

Néu x6a dit liéu trén dia mém hay dia CD ghi duoc thi khong dugc
chuyén vao Recycle Bin.

Néu dir liéu nam trén 6 dia mang thi Windows cé thé chuyén vao Recycle
Bin hay x6a di tuy thudc vao su cai dat cua nguoi quan tri mang.

Budc 1: Chon tép tin hay thu muc can xo6a

Budc 2: Nhan phim Delete trén ban phim

Budc 3: Windows Explorer sé hién thi hop thoai x4ac nhan x6a. Kich nuat
Yes dé thuc hién; hoac kich No néu khong.

* Chl y: Nguoi dung c6 thé Kich phai chudt vao dbi tuong can xoéa va
chon muc Delete

Véi cach x6a nay nguoi dung c6 thé phuc hoi lai ngay bang cach Kich
phai vao ving tréng bén khung phai va chon muc Undo Delete.

Pé xo6a vinh vién tap tin hay thu muc, ngudi dung gilt phim Shift nhan
phim Delete chon Yes

Tim kiém tap tin hay thu muc (Search)

Lya chon pham vi b dia hodc thu muc can tim. G tén File hodc thu muc
can tim kiém trong muc Search. May s€ tu dong tim kiém trong thu muc hodc b
dia lua chon bén ctra o trai.

2.4.MOT SO PHAN MEM TIEN iCH

2.4.1. Nén va gidi nén tép

Nén tép tin 1a phuong phap nham lam giam kich thudc cua tép tin, co
nhiéu phan mém gitp nén va giai nén tép tin nhu WinRAR, 7Zip...

Nén tép tin bing phin mém WinRar

Pé nén va giai nén tép tin bang WinRar, trudc hét can cai dit phan mém
Winrar trén may tinh va thuc hién nén tép tin theo cac budc sau:

Pé nén cac tép tin, trudc hét click chuét phai vao thu muc hodac tép tin va
chon Add to archive

Muc Add to archive hién thi, muc General chon dang tép tin can nén 1a
ZIP hay RAR. Pé cai dat mat khau cho tép tin nén chon tab Advanced — Set
password — Nhap mat khau can dit — Ok. Quay lai tab General chon OK dé
qua trinh nén tép tin hoan tt.

Giai nén tép tin bing WinRar

Kich chudt phai vao tép can giai nén, chon Extract here néu mudn giai
nén tép tin tai thu muc dé. Con néu chon Extract files ... thi s& chon duong dan
giai nén mong muén dé luu tép tin. Chon Extract to “tén file d6” thi s& giai nén
va tao thu muc cho t¢p tin d6 ludn.
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Nén tép tin bang phan mém 7zip

Kich chudt phai vao tép tin can nén, chon 7-Zip -> Add to archive

Muc Add to archive hién thi, chon loai tép tin can nén & muc Archive
format. O Archive format c6 cac loai file ma 7-zip cO thé nén dugc nhu 7z, rar,
wim, zip. Dé thiét 1ap mat khau cho tép tin nén, nhap mat khau vao 6 enter
password va reenter password, nhan ok dé hoan tat.

Giai nén tép tin bang 7zip

Giai nén tép tin bang phan mém 7-ZIP ciing hoan toan tuong tu nhu phan
mém Winrar. Kich chudt phai vao tép tin nén va chon 7-ZIp — chon kiéu can
giai nén va an OK dé hoan tat.

2.4.2. Phan mém diét virut, phan mém an ninh mang

Cai dat chuong trinh phan mém tu dong canh bao va diét virus khi phat
hién cac chuong trinh thi hanh hay b nhé ¢6 déu hién nghi ngd bi nhiém virus
khi truy nhap. Tiéu biéu la cac phan mém diét virus mién phi nhu: Avast Free
Antivirus, Panda Cloud Antivirus Free, Bitdefender Antivirus Free Edition,
Microsoft Security Essentials,... Cac phan mém trong nudc hién nay ciing kha
phat trién nhu BKAV, CMC Antivirus, Kaspersky phién ban Viét,...

2.4.3 Chuyén d6i dinh dang tép

Chuyén d6i dinh dang .rft, .doc sang .pdf

pé chuyén ddi dinh dang tép tin & dang .rtf, .doc sang dinh dang .pdf, mé
tép tin trén phan mém MS Word, sau d6 chon File — Save as, sau d6 chon PDF
trong hdp thoai Save as type

Chuyén d6i dinh dang .pdf sang .rtf, .doc

C6 nhiéu phan mém dé chuyén d6i dinh dang .pdf sang .rtf hodc .doc, tuy
nhién c6 thé st dung phin mém online mién phi tai dia chi:
https://pdf2doc.com/vi/

b1: Tai cira s6 trinh duyét gb dja chi https://pdf2doc.com/vi/

b2: Chon kiéu tép tin can chuyén dbi

b3: Bam nat TAI TEP LEN trén giao dién va doi qua trinh chuyén doi
hoan tat

b4: Bam nit tai xuéng dé nhan tép da chuyén do6i

2.4.4. Da phwong tién

Cac khai niém co ban

Media 1a phuong tién qua dé théng tin dwoc nhan biét, dién dat, ghi
nhé, chuyén tai.

Phan loai Media

Dua vao tiéu chi phan loai khac nhau din dén c6 nhiéu cach phan loai
khac nhau. Media duogc chia thanh 5 loai do la:

Sw nhdn thirc (Perception): La cac media cho phép nhan biét théng tin

45


https://pdf2doc.com/vi/
https://pdf2doc.com/vi/

trong moi truong tin hoc.

Vi du: Thi giac, thinh gidc, ...

Sw trinh bay (Representation): La cac media ding dé biéu dién hay ma hoa
thong tin.

Vi du:

Ma hod van ban dung bang ma ASCII.

M3 JPEG dung dé ma hoa anh, ...

Vit trinh bay (Presentation):La media cta hé thong cho phép chuyén d6i
gilra sy nhan thirc va sy trinh bay.

Vi du: Giéy, man hinh, ban phim, ...

Vit lwu triv (Storage): La media cho phép luu trir thong tin.

Vi du: O dia cimg, CD, DVD, ...

Vit chuyén tai (Transmission): 1a cac media cho phép chuyén tai thong
tin lién tuc.

Vi du: Cap dong truc, cap quang, kénh lién lac vién thong, ...

Multimedia

Ké tir 1au con nguoi dd kham phé ra rang cac thong diép s& tré nén tac
d6ng hon (c6 nghia 13 ngudi nghe s& hiéu va nhé chung dé hon) khi chung dugc
biéu dat thong qua mot két hop ctia cac phuong tién khac nhau. Loai két hop nay
chinh 14 ¥ nghia cta thuat ngit truyén thong da phuong tién.

Multimedia bao gém su tich hop diéu khién bang may tinh cua van ban,
d6 hoa, d6 thi, anh tinh va anh dong, am thanh va cac méi truong khac, trong do,
mdi dang thdng tin ¢d thé duoc biéu dién, luu trit, truyén va xir Iy so.

Mot s6 tién ich

Phin mém chinh sira anh Gimp

GIMP (GNU Image Manipulation Program) la trinh chinh stra bién tap
anh ma ngué)n mé thude dy an GNU. Phan mém hd tro hau hét cac hé diéu hanh
hién nay nhu Microsoft Windows, OS X va Linux. Phién ban ma&i nhét 1a
2.8 ra mit vao 3/5/2012 véi nhiéu cai tién vé giao dién va bd xung thém nhiéu
cong cu (layer groups, hd trg JPEG2000, xuat PDF, ché d6 1 cira so...).

GIMP hoan toan mién phi, cho du ban st dung n6 véi muc dich ca nhan
hay thuong mail.

GIMP nhe hon rat nhiéu so véi Photoshop. Khdng chac n6 hoat dong
nhanh hon nhung chic chin né chiém it dung luong 6 dia hon, diéu nay thuc su
quan trong khi chiéc may tinh caa ban c6 mét 6 ctiing khiém tén.

GIMP thyc sy nhanh va 6n dinh, n6 c6 thé cai dugc trén hau hét cac phan
cang chay Mac, Windows hay tham chi la Unix.

Gimp c6 thé tuy bién dé ph hop véi muc dich sir dung.

Ban c¢d thé chinh sira mad ngudn, xay dung céac plugins va phét trién céc

46



tinh nang mai mot cach ty do.

Gimp cd thé xa ly anh hang loat, mot chirc ning rat hitu ich ddi vai cac
photographer.

Gimp hoan toan c6 thé mg, chinh sira, luu file PSD.

Khong nhitng mién phi cai dat, st dung, viéc nang cép ciing hoan toan
mién phi.

Néu ban di quen véi céc thao tac, phim tit ciing nhu giao dién cua
photoshop, ban cd thé tai tao né cho phu hop.

Chép Gimp portable 18n mét chiéc USB va chinh sira anh & bat ¢ noi
dau.

Phin mém tao video Windows Movie Maker

Windows Move Maker 1a tién ich hd tro nguoi dung cac thao tac sau:

Tao Slide show trinh chiéu anh.

Tang giam do sang toi cho anh.

Hiéu ung chuyén anh.

Chén am thanh va chinh stra.

Chén 10i thuyét minh.

Chinh sira doan phim trinh chiéu.

Cit ghép céac canh quay.

Thém 1&i dén ...

2.5. SU DUNG TIENG VIET

2.5.1. Cac khai niém lién quan

Chuan unicode: Unicode (hay goi 1a ma thong nhat; ma don nhat) 13 bo
mi chuan quéc té dugc thiét ké dé dung 1am bo ma duy nhat cho tat ca cic ngdn
ngit khac nhau trén thé gioi, ké ca cac ngdn ngit str dung ky tu twong hinh phirc
tap nhu tiéng Trung Qudc, tiéng Thai,.v.v. Vi nhiing diém wu viét d6, Unicode
d3 va dang timg budc thay thé cac bd ma truyén théng, ké ca bd ma tiéu chuan
ISO 8859. Unicode dang dugc sir dung trén rat nhiéu phin mém ciing nhu céac
trinh img dung, chang han Windows.

TCVNB3: Bang ma theo tiéu chuan (cii) cia Viét Nam. Cac font chif trong
bang ma nay c6 tén bat dau bang .Vn va mdi font co hai loai thuong va hoa (font
chir hoa két thiic bang H). Vi du: .VnTime, .VNSouthernH.

VNI: Bang ma do cong ty VNI (Vietnam-International) s& hitu ban
quyén. Cac font chit trong bang md VNI c6 tén bat dau bang VNI-, vi du nhu
VNI-Times.

2.5.2. Lwa chon va cai dit cac tién ich sir dung tién ich tiéng viét

Str dung b go Unikey

Sau khi cai dat unikey xong thi Unikey s€ tu dong khoi dong, thong
thuong thi ching ta sé khong can phai lam gi thém sau khi cai dat Unikey do
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phan mém d4 cdu hinh mic dinh dé chung ta co thé str dung dugc ngay véi kiéu
g0 Telex va bang ma Unicode sau khi cai dat.

- : i e 2 N
L UniKey 42RCA 5
Digu khién R
Bang ma: ‘Umcode v ’ W Dong |
1 - R e — o —
i Kieu go ’Tebx ~ | ’ ‘_‘ Két thic
Phimchuyén: @ CTRL+SHFT (I ALT+Z e
4L Mo rong ‘
Q Hwdna dan ‘ Thonag tin I ‘ Mac dinh ‘

Bat chirc niing g6 tiéng Viét: bAm chudt trai vao chit V hodc E & phia
goc phai cta thanh Taskbar 1a s& go duogc tiéng Viét. (Goi ¥: thanh Taskbar 1a
mot thanh nam ngang phia bén dudi man hinh may tinh). Phim tit dé bat/tat
chtic nang gd tiéng viét : Ctrl + Shift (bam gitr cung luc 2 phim).

G4 tiéng viét trong Unikey: quy tic gd tiéng viét c6 dau nhu sau

s = dau sic

f = ddu huyén

r = dau hoi

x = dau nga

j = ddu ning

W = (aw = &; OW = 0; UW = )

z = x0a ddu d3 gb trudc d6 ( tairz = tai; x6a dau hoi)

2.5.3.Chuyén d6i phong chir Viét

Poi khi trong cong viéc van phong, chung ta can chuyén doi mot doan
hodc mot van ban qua lai gifta cac font thugc cac bang ma khac nhau (thong
thuong 1a doi tir bang ma TCVN3 font .Vn va VNI sang Unicode). Chung ta co
thé sir dung tinh niang chuyén doi font chir cia Unikey. Céach thuc hién nhu sau:

Copy toan b ndi dung file ngudn dang 15i font (c6 thé dung t6 hop phim
Ctrl + C).

Nhén t6 hop phim Ctrl + Shift + F6.

Tai Bang ma, phan Nguon: chon loai font trén file nguon dang mé. Tai
phan Dich: chon loai font trén may hd trg, thong thudng 1a Unicode; Sau do
nhan nat Chuyén mia — Dong.

Mé& mét file tai liéu méi nhan Ctrl + V dé paste doan van ban da chuyén
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ma vao file mai.

2.5.4. Sir dung nhiéu ngdn ngir trong mdt tai liéu

Péi v6i Unikey

Phim tit duoc sir dung dé bat/tat nhanh hodc chuyén doi tir Tiéng Anh
sang Tiéng Viét trén Unikey la Ctrl + Shift hoac Alt + Z. Mac dinh, Unikey sé
luén kich hoat phim chuyén 1a Ctrl + Shift. Do vay néu ban khong quen v&i
thao tac phim néng nay, ban c6 thé chuyén sang Alt + Z bang cach click vao 6

chon ALT + Z trong hinh dudi day.

Didu khién
Bano ma: Unicode
KEUo:  [Tolex

Phim chuyén: (®) CTRL + SHIFT (JALT=+Z

Tuy chon khac

Cho phép g tw do

[ T4t dau oa, uy (thay vi da, Oy
[]Luén si dung clipboard cho gnicode

2.6. SUDUNG MAY IN
2.6.1. Lwa chon may in

%] o Bong

@ Keétthic

14f Thunhod

Bat kiém tra chinh ta
[ I Tw @6ng khdi phuc phim véi tir sal

Vao Start -> Control Panel -> Devices and Printer
Chuot phai vao may in dugc str dung thuong xuyén, chon Set As default

printer

- Printers and Faxes (5)

5 Fax _ Microsoft XPS Document Writer
P — 0 document(s) in queue L+ O documentis) in gueue
w Printer: Ready '?% Printer: Ready

. Send To OneNote 2010 . Snagit9
/ 0 document(s) in queue L/ 0 document(s) in queue

'g’ Printer: Ready

HP PSC 1500 series on |

=

Printer: Ready

@ - SEVENGEEK-PC o
W 1 documentis) in qu e

Open in new window

See what's printing
v Set as default Erinter

Printing prefe ces

Printer properties

2.6.2.In
Quan ly hang d¢i may in

Hang doi (queue) trong may in 13 phan dé luu trir toan bd cac tai liéu
trude khi in. Trong hang doi co thé c6 nhiéu tai liéu va window sé thyuc hién in
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lan luogt céc tai lidu trong hang doi. Néu khong mudn tiép tuc in cac tai liu,
chang ta can phai x6a chung ra khoi hang doi ciia may in

B1: Kiém tra hang doi may in bang cach vao ctra s6 Printers and Faxes.

B2: Chon mdy in tir cira s6 va chon Open queue

B3: Bam chudt phai vao tai liéu trong hang doi va bam Cancel. C6 thé
chon niit Cancel All Documents dé xo6a bo tat ca cac tai liéu trong hang doi
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MODULE 03: XU LY VAN BAN CO BAN

3.1. KIEN THUC CO BAN VE VAN BAN, SOAN THAO VA XU LY
VAN BAN

3.1.1. Khai niém van ban

Vin ban noi chung 1a mot loai phuong tién ghi tin va truyén dat thong tin
bang ngdn ngit (hay mot loai ki hiéu) nhat dinh. Van ban duoc hinh thanh trong
nhiéu linh vuc ctia doi séng xa hoi. Tuy theo timg linh vuc cu thé cua doi séng
xa hoi va quan 1y nha nuéc ma vian ban cé nhitng ndi dung va hinh thirc thé hién
khac nhau. Vin ban 13 san pham cua hoat dong giao tiép bang ngdn ngit & dang
viét. Vian ban thuong 13 tip hop cta cic cdu cé tinh tron ven vé ndi dung va
hoan chinh vé hinh thtrc, ¢ tinh lién két chit ché va huong téi 1 muc ti€u giao
tiép nhat dinh.

3.1.2. Soan thao van ban va xir ly van ban

Cadc budc soan thdo:

Buéc 1: GB toan bo vin ban tir trai sang phai, khi dong van ban dai qua 1&
phai, con tré soan thao sé& ty dong xubng dong.

Ngat dong trong doan: An phim Shift + Enter

Ngat doan: An phim Enter

Ngit trang: An phim Ctrl + Enter

Buéc 2: Luu van ban, stra 16 chinh ta.

Buéc 3: Binh dang van ban dam bao tinh can ddi, phd hop véi ting van
ban.

Buéc 4: Luu vin ban va in an.

3.2. SUDUNG PHAN MEM XU LY VAN BAN

3.2.1. Mé, déng phan mém xir Iy viin ban

Mo

Céch 1: Nhay dup chudt vao biéu twong Microsoft Word trén cira sb
Desktop

Cach 2: Kich chuot vao nat Start chon All Programs chon Microsoft
Office chon Microsoft Word 2010.

Luu ¥: Néu chua c6 chuong trinh ta c6 thé st dung phuong phap cai dat
hoic néu da co chuong trinh ma chua ¢ biéu tugng ta sir dung phuong phap tao
biéu tugng

Thoéat khéi: Chon menu File chon muc Exit (hoic nhan t6 hop Alt + F4)
sau d6 chon luu(hoic khong luu) cong viéc vira thuc hién va thoat khoi cira s6
lam viéc cua Microsoft Word.

3.2.2. Mé vin ban c6 sin, tao méi, lwu, x6a viin ban

Thao tac tao moi File van ban:

Céch 1: Lwa chon menu File chon New sau d6 nhin chudt vao Blank
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document
Céch 2: Nhén t6 hop phim Ctrl +N.
Chu y: Mubn tao mét tai liéu méi tir mau c6 san: Kich chudt chon muc
Sample Templates chon mau tai liéu trén man hinh can dung. Nhin nat Create
dé tao mot tai liéu mai tir mau da chon.

Thao tic lwu File chwa cé tén vao é dia:
- Buéc 1: Lua chon menu File chon Save As (hodc nhin F12), hop thoai

hién ra.

7=
1] Save As [===)
o~ T — +
@v‘vx « Local Disk (C:) » Program Files » - | 4 ‘ | Search Program Files pe
Organize v New folder v @
&= Pictures ~ Name . Date modified Type *
Videos E
B Bkav Corporation File fol
BkavHome File fol
) Homegroup 5
J Canon File fol
2 Common Files File fol
/& Computer i
BL | ocal Disk (C:) DVD Maker File fol
ocal Disk (C:
- Data (09 = Foxit Software File fol
# Data (D:
- Google File fol
ca Phanmem (E:) _
HTML Help Workshop Fite fol
€l Netwnrk |8 m ’
File name: Docl.docx v
Save as type: | Word Document (*.docx) v
Authors: Admin Tags: Add atag
[T} Save Thumbnail
« Hide Folders Tools | Save l 1 Cancel ‘

| &

- Buwdc 2: Cra so bén trai: Ivra chon 6 dia hoac thu muc chira File méi can luu.

- Bude 3: Cira s6 chinh: nhay dup vao thu muc chua File can luu.
- Buéc 4: Go tén File van ban can luu trong hop File Name.

- Buée 5: Nhan nat Save.
Thao tac mo File da co tén:
- Thao tac:

+ Budc 1: Kich chuédt vao menu File chon Open (hoidc nhan t6 hop phim Ctrl

+ 0) man hinh xuét hién hop thoai méi
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ru;’] Open - T lﬁ

‘\/U ‘ « Local Disk (C:) » Program Files » v | ¢ H Search Program Files gl
Organize v New folder =~ 0 ®
& Downloads 2 Name
=) Recent Places g
Bkav Corporation
e | BkavHome
i Libraries
5 Canon
¢| Documents y
f_ i Common Files
@' Music
) DVD Maker
k| Pictures Z
= A Foxit Software
E Videos =
Google
HTML Help Worksho
+& Homegroup : 2
Internet Download Manager
Internet Explorer
1M Computer -
T K(C Microsoft ASP.NET
ocal Disk (C:
- 2 Microsoft Games
. Data (D:) ol — s
File name: v ’AII Word Documents (*.docx™.¢ v} |
Tools ~ l Open lv] ‘ Cancel ‘

+ Budc 2: Chon 6 dia hodc Folder chtra tén File can mo

+ Bud6c 3: Xuat hién danh sach File, kich chudt chon tén File. Chon nut
Open dé mo File.

* Cha y: Trong Word cho phép mé nhanh cac File m&i mé biang céch
kich chuét vao menu File chon Recent va chon tén File cin mé.

- Trong Microsoft Word cung lic c¢6 thé mé dugc nhiéu File, do d6 dé
chuyén toi cac File dang duoc md ta lya biéu tuong File trén thanh Start va
chon tén File can chuyén téi.

- Dit liéu giira cac File c6 thé Copy véi nhau.

Thao tac luu thém noi dung File da co tén:

Lua chon menu File chon Save (hoac nhén t6 hop phim Ctrl + S)

3.2.3. Bién tap n¢i dung van ban

Chon van ban

Chon vin ban 1 thao tac nham chi dinh pham vi van ban duoc xtr ly, van
ban da duoc chon sé& thé hién trén nén mau twong phan (ngam dinh 1a mau den
nén con goi la boi den).

Cac thao tac chon van ban:

Chon mét phdn véin ban: Di chuyén tré chudt toi vi tri dau cua phan van
ban can chon kéo chudt t&i vi tri cudi, tha chudt.

Chon mét t: BAm dup vao tir can chon.

Chon mét cau: Giir phim Ctrl va bAm chudt vao bat c vi tri nao trong
cau can chon.

Chon mét dong: Di chuyén tré chudt vé dau dong, khi tré chudt chuyén
thanh hinh &, bam chuot.

Chon nhiéu dong: Giéng nhu chon mot dong, nhung kéo chudt qua cac
dong can chon.
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Chon mgt doan: Di chuyén tro chudt vé dau dong (tro chudt chuyén thanh
hinh &%) bAm dup chudt; hoic bAm 3 lan lién tiép vao bat cir chd nao trong doan
van ban can chon.

Chon cd vin ban: Di chuyén tré chudt vé dau dong (tré chudt ¢ hinh &)
bam 3 lan lién tiép; hoidc gitt phim Ctrl va di chuyén chudt vé dau mot dong bat
ky, bam chuét; hoac an Ctrl + A

Huy bé sw lwa chen: bam chudt vao bat ¢t vi tri ndo trén ving vin ban.

Di chuyén khéi vin bén

Chon khéi van ban can di chuyén.

Chon 1énh Home\Clipboard\ Cut ® hoic 4n Ctrl + X
Pua con tro soan thao t&i vi tri can dé viing van ban.

Sy

Bam vao nat ™ hodac an Ctrl+V, xuat hién nit Paste Option:
m Home Insert

= .

‘| paste |

4= # Format Painter

|| Paste Options:

| E | A
; Paste Special..,

Set Default Paste...

Lua chon cac thudc tinh:

Keep Source Formatting: Dan va giir nguyén dinh dang cii
Merge Formatting: Dan va ldy dinh dang tai vi tri moi

Keep text Only: Chi dan phan vin ban, khong lay phan dinh dang.
Sao chép khoéi vin bin

Chon khdi vin ban can sao chép.

) a8, .z
Chon Home\Clipboard\ Copy = hoac an Ctrl + C
Pua con tro soan thao téi vi tri mai can dé vung van ban.

Bam vao nat = hodc an Ctrl + V
Xod khoi vin ban

Chon khdi van ban can xo04.

Bam phim Delete hoic BackSpace
Nhom lénh Undo, Redo, Repeat

E .
Undo " hoic an Ctrl + Z: khoi phuc lai thao tac vira thuc hién

Redo hodc 4n Ctrl + Y: khéi phuc lai thao tac dd Undo.
Repeat hodc 4n F4: 13p lai thao tac vira thuc hién.
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Tim kiém va thay thé
Thue hién 1énh Home\ Editing\ Replace (hoic an té hop phim Ctrl + H),
Xuat hién hop thoai:

r ——— - ————— -——— " 2 N
Find and Replace ? &
| Find | Replace | GoTo
Find what: E]
Options: Search Down
Replace with: B
l More >> ’ Cancel

Trong khung Find what: G& noi dung can tim.

Trong khung Replace with: G& ndi dung can thay thé.

Lénh Replace: Thay thé noi dung da tim thay

Lénh Replace All: Thay thé toan bo

Lénh Find Next: Tim doan vin ban tiép theo

3.2.4. Xir ly 16i hién thj tiéng Viét

Microsoft Word 1a cong cu hd tro viée soan thao van ban rat hiéu qua va
duoc hau hét moi ngudi sit dung, no6 hd tro rat nhiéu tinh nang mang lai su thoai
mai cho nguoi dung. Tuy nhién, do ngdn nglr Viét Nam chua duogc hd tro trong
chtrc ning kiém tra chinh ta nén khi ching ta soan thao mdt van ban bang ngén
ngir tiéng Viét thi né nd ludn co cac ddu ngach do hodc xanh ¢ dudi chan van
ban ma ta soan thao mang lai phién nhiéu khé chiu cho ngudi ding. Cach tat
chtrc nang kiém tra 18i chinh ta trong Microsoft Word 2010:

Buéc 1: M6 thanh cong cu bang cach chon File-->Options

Buwéc 2: Tir cira s6 Word Options chon Proofing rdi tich bo cac lwa chon
Sau.

- Check spelling as you type: Kiém tra chinh ta khi ban g&

- Use contextual spelling: Str dung chinh ta theo ngit canh

- Mark grammar errors as you type: Panh dau 16i ngit phap khi ban go

- Check grammar with spelling: Kiém tra ngit phap v&i chinh ta

3.3. DINH DANG VAN BAN

3.3.1. Dinh dang van ban text

- Muc dich: Chon kiéu phéng chix, khoang céach giita cac Ky tu trong doan
van ban.

- Thao tac:

+ Budc 1: Lya chon doan van ban can chinh phong chir

+ Budc 2: Kich chudt vao menu Home chon cong cu can chinh (kiéu
phong chit, kich thudce, dam, nhat, nghiéng, gach chan, ...)
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* V@i cac lwa chon nang cao kich chugt [ ER—
vao 6 tron dé man hinh xuét hién: roa bt
+ Tai phiéu chon Font: g | s
Font: Kiéu phéng chi e
Font Style: Kiéu chi ommone ) o 10 D
Size: Kich thuéc chix e 5] o ] [ At
Font Color: Mau chix Eﬁec:mgemmugh Shadon Small caps
Underline Style: Kiéu chit gach chan et Do s
Underline Color: Chon mau gach chan -
Strikethrough: Chtr bi gach ngang don mn
Double strikethrough: Chit bi gach ngang déi || e
Superscript; Chi sb trén (x%). Hoac nhan t6 hop | (e [ o |
phim Ctrl + Shift + “4”

Subscript: Chi s6 dudi (x,). Hoac nhan té hop phim Ctrl + “+”

Shadow: Chon béng cho chir.

Outline: Chir chi ¢6 vién ngoai.

+ Tai phiéu chon Advanced:

Character Spacing: Thay doi khoang cach giita cac ky tu

Expended: Ky tu duoc gidn ra thay doi tai muc By

Condensed: Ky tu dugc nén vao thay doi tai muc By.

Position: Thay doi khoang cach giira cac dong:

Raised: Nang dong van ban Ién.

Lowered: Ha dong van ban xuéng.

Kich chuot vao OK.

*Chuy:

- Muén dit mac dinh kiéu phong chix va kich thudc chir cho cac vin ban
sau ta kich chudt tai muc Set As Default chon Yes

- Kiéu phéng chir quy dinh va khuyén khich trong cac vin ban quy chuan
Phap ly cia Nha nudc Viét Nam c6 kiéu phong chir: Times New Roman - Kich
cd chir: 14 - B§ dén dong mac dinh la 1.

3.3.2. Dinh dang doan van ban

Chinh doan van ban:

- Muc dich: PBinh dang khoang cach gitra cac dong, cac doan van ban.

- Thao tac:

+ Budce 1: Boi den doan vin ban can dinh dang

+ Budc 2: Kich chudt vao menu Home chon muc cong cu can dinh dang
doan vin ban (Can 18: trai, phai, gitra, déu 2 bén, ...)
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wiid9-ols WINDOW

Home Insert Page Layout References Mailings Review View
ﬁ Cut N - v 1 = 1— —_ _—— = A
TimesNewRom ~ 13 ~ A A" | Aa~ | %) =~ iz~ oz~ | EE3E Al 9 AGBbC
ok =3 Copy : - x " :
aste v 5 VA | IBE=E=E =v | Ay Bl
2 # Farmat Painter g L I~ e X x L] gy TR == LIS o) 7 :
Clipboard ’ Font ‘ Paragraph @
[
‘ = ‘ Paragraph

* \/gi cac lwa chon chi tiét kich chudt vae 6 danh dau tron man hinh
xuét hién:

Man hinh Paragraph xuét hién: T =
Chon phiéu chon Indents and Spacing: e Lo

+ Alignment: can 1€ cho doan van ban: sgrment: TR~

Left: Can phang phia trai cho doan vin ban. B

Center: Can vao gitra dong cho doan van ban. . G E s o
Right: Can phang phia phai cho doan van ban. SO =
Justify: Can phéng hai I& cho doan van ban. sy

+ Indentation: D3t I& cho doan vin ban - R e i

Don't add space between paragraphs of the same style

Left: Dt 1& trai cho doan van ban.

Right: bat 18 phai cho doan van ban.

First Line: Cin dong dau trong mdi doan vin
ban duoc lui vao so vai cac hang khoang cach Xac [ me. | [setsscur ] [oc ][ conc
dinh tai muc By.

Hanging: Cin dong dau trong mdi doan van ban duoc Ui ra so véi cac
hang van ban khoang cach xac dinh tai muc By.

None: Cac dong khong duoc lui vao.

+ Spacing: Can khoang cach gitra cac doan va cac dong:

Before: Khoang cach phia truéc ciia mdi doan vin ban

After: Khoang cach phia sau cia mdi doan vin ban

Line spacing: Can khoang céch gitra cac hang van ban, khoang cach nay
duogc thay doi tai muc At.

Nhin OK dé két thac viéc chinh stra, nhan Set As Defaut chon Yes dé dat
mac dinh cho cac doan van ban sau.

*Chuy:

- Pinh dang quy dinh va khuyén khich trong céc van ban quy chuan Phép
ly cia Nha nudc Viét Nam co cach trinh bay nhu sau: Canh 18 theo huéng phang
hai phia cua I& - Khoang cach giira cac doan vin ban: 6

- b6 dan dong mac dinh: 1 hoac 1.2.

Thao tic dit ky tw tw dong hoic danh sé thir tw tw dong cho doan viin

Preview

ban:
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Thao tac dit ky tu diic biét dau doan vin ban:

- Thao tac: Kich chuét vao menu Home chon c6ng cu danh ky tu tu dong.

* \/i cac lva chon chi tiét ta kich chudt vao miii tén chi xudng xuat hién
bang chon cac ky tu can ding kich chudt chon ky tu can si dung.

- Thao tac boé danh diu doan, kich chudt boi den doan can bo danh dau
doan van ban, kich chudt vao niit mili tén chi xudng, chon muc None.

Thao tac danh s6 thi tw hodc danh so ky tw a, b, c:

- Thao tac: Kich chudt vao menu Home chon cdng cu danh sé tu dong

* \/Gi cac lwa chon chi tiét ta kich chudt vao miii tén chi xudng xuat hién
bang chon céc ky tu va sb thir ty can dung. Kich chudt chon kiéu sb hoic ky tu
can str dung.

- Thao tac bé danh dau doan, kich chudt boi den doan can bo danh dau
doan van ban, kich chudt vao niit mili tén chi xudng, chon muc None.

Thao tac lwa chon danh sb hoic ky tu theo kiéu phén cép:

- Thao tac: Kich chudt vao menu Home chon cdng cu danh s thir tu tu
dong theo kiéu phan cap

* \/Gi c4c lua chon chi tiét ta kich chudt vao mili tén chi xudng xuat hién
bang chon cac ky tu va sé tha tu can dong. Kich chudt chon kiéu sé hoic ky tu
can st dung.

Thao tac chinh Tab

- Muc dich: St dung cac ky tu Tab dé cin dong cho tirng cap trong cac
van ban ¢6 st dung cin 1& cho nhiéu thanh phan trong doan.

- C6 3 loai Tab chinh dugc thé hién trén goc trai cua thanh thudc, kich
chudt vao vi tri caa diém dimg Tab dé lya chon kiéu Tab can st dung:

+ Tab tréi @ c6 tac dung cin cac doan van ban phang I& bén tréi.

+ Tab gitra = ¢6 tac dung cin cac doan van ban tap trung I¢ giira.

+ Tab phai E c6 tac dung cian cac doan van ban phang Ié phai.

Cin Ié Tab bang thanh thuéc:

- Muc dich: Str dung thanh thudc dé chon vi tri cin 1& cho nhiéu doan vén ban.
- Thao tac:

+ Budc 1: Boi den doan vin ban can can 1é bang Tab

+ Buéc 2: Chon kiéu Tab can sir dung trén thanh thudec:

WINDOWS+WORD+EXCEL 2013 [Compatibility Mode] - Microseft Word
Review View

— — —
BT T ST A T T N BN TR N I t R - T < T T N O Y N s A - Tl
= { } T ;

+ Budc 3: Kich chudt chon diém dimg cho timg cap Tab trén thanh
thude. (Vi du: hinh trén c6 2 diém dimg Tab cin giita vin ban).
+ Budc 4: Két thic: Bo boi den va nhan phim Tab cho ting cap Tab.
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Thao tdc sira va xod diém dirng Tab trén thanh thwdc:
- Muc dich: thay déi diém dung Tab tai vi tri khac hodc xo4 diém dung

cua cap Tab.

- Thao tac stra diém dirng Tab trén thanh thuéc:

+ Budce 1: Boi den doan vin ban can stra diém ding Tab.

+ Budc 2: Lua chon diém dimg Tab can thay d6i, nhan giit va kéo ré chudt.

- Thao tac xoa diém dimg Tab:

+ Budc 1: Lua chon doan van ban can xo04 diém dung Tab.

+ Budc 2: Chon diém dimg Tab trén thanh thudc cin xo4, nhan giit va

kéo ré chudt vao man hinh soan thao van ban.

Thao téc chinh Tab bing menu: Tabs o s

Tab stop position: Default tab stops:

- Thao tac: Nhay dup chudt vao diém dung Tab | see Lo7on

5.75cm

tl‘én thal’lh thUO,’C 10 cm | Tab stops to be deared:

Tab.

13cm

+ Tab stop Position: nhap diém dung cho ting cap

Alignment
@ Left Center Right

+ Alignment: Chon kiéu cin 1é cho tung cap Tab: | 2= “=

Leader

Left: Can phang doan Tab theo Ié tréi. © 1one 2 3

4

Center: Can gitra doan Tab. st | [ Ger | [ cewa |
Right: Can phang doan Tab theo Ié phai. o ][ canel ]
Decimal: Can thang Tab theo d4u ngin cach phan

thap phan

Bar: Can Tab ngin cach nhau bai duong thang.
+ Leader: Chon kiéu Tab duong dan can su dung. (Loai Tab nay cac cap

Tab duoc ngin cach nhau bdi cac duong cham).

NGt Set: Sau mdi lan dit diém dung Tab chon Set.

Nt Clear: Xo6a diém dung Tab duoc lua chon.

NGt Clear All: X6a tat ca cac diém dirng Tab.

Kich chuot vao OK.

- Nhén phim Tab cho ting cip Tab.

3.3.3. Kiéu dang (style)

Pé mot vian ban ¢ cau trdc, ndi dung rd rang thi can phai dinh dang mot

cach can than, ti mi va théng nhat. Tuy nhién, d6i véi cac van ban co sb trang
l6n, cdng viéc nay mat kha nhiéu thoi gian va dé bi thiéu sét. Vi vay, trong
Microsoft Word viéc thiét 1ap cac Style s& giup van ban duoc dinh dang mot
cach chuy@n nghiép, nhanh chéng va thdng nhat.

Ap dung mot Style cé sin
Chon doan vin ban can ap dung Style
Chon 1énh Home\Styles\chon mét Style muén st dung
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AaBbCcl| AaBbCcl AaBbCi AaBbce AADB 4ashce 4aBbce

THormal | T Mo Spaci.. Heading 1 Heading 2 Title Subtitle

Styles

% |

Subtle Em... — Change
T | Styles +

Show Preview: xem trudc dinh dang cho Style Styles v
Disable Linked Styles: huy bo cac Style da lién | | Clearal
ké’t apple-converted-space a
Marmal 1T|
New Style e : Tao md&i mot Style No Spacing Ll
s » Heading 1 Ta
Style Inspector "*"': Kiém soat Style Heading 2 1a
4, Re oy s Ay 1A Title 12
Manage Style “"': thay doi thiét 1ap cho Style — Ta
Options: thiét 1ap tuy chon cho khung Style Subtle Emphasis a
TZ.IO m@t Style maoi Emphasis a
Céach 1: Intense Emphasis a
Lua chon van ban mudn tao mot Style moi ZUD:'; ﬂ:
, , uo Id
‘ Chon 1énh Home\Styles\bam chon miii tén hién Intense Quote a2
thl dﬁy du Subtle Reference a
Chon Iénh Style\Save Selection as a New Quick Intense Reference a
Stvle Book Title a
yie..- List Paragraph T
Xuat hién hop thoai: CJshom Previen
Create Mew Style from Formatting ? X ] Disable Linked Styles
ﬂamme: 4 A | Options. ..
Style2
Paragraph style preview:
- Style2
Modify... Cancel
Name: dat tén cho Style mai
Paragraph style preview: xem trudc dinh dang cho Style
Nut Modify: sira doi dinh dang cho Style
Nhéan OK, mét Style médi dugc tao
Sira d6i mot Style
Thay d6i cac thiét 1ap mot Style dd co cho phu hop Vé6i yéu cau cia van
ban.

Hoac: nhan chudt vao biéu twong mé rong (mii tén & goc phai bén dudi
ctia nhom Style), hién thi khung Styles:

Tai khung Styles:
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Nhén chudt phai vao Style mudn thay doi, chon Modify,

Styles v X

Clear Al ~

apple-converted-space a
Mormal I

Update Mormal to Match Selection
%4 Modify...
Select All: (Mo Data)

Remove All: (Mo Data)

Remove frem Quick Style Gallery
" Heardina / a

Xuat hién hop thoai Modify Style:
Tai nhom Formatting: thay d6i dinh dang cho phu hop Style
Ngoai ra, nat Format s& giup thay ddi dinh dang chi tiét hon nhu dinh

dang cho doan van (Paragraph), Tabs, dudng vién (Border), danh s6 tuy dong
(Numbering), hiéu tng cho ki tu (Text Effects)...

Thiét 1ap sira doi xong, nhan OK.

Thao tac sao chép dinh dang:

- Muc dich: Sao chép dinh dang cua doan van ban nay sang doan van ban
khac (Khi d6 may sé& sao chép hoan toan bao gdm phéng chit, Paragraph, Tab,...)

- Thao tac:

+ Buoc 1: Kich chudt chon doan van ban cé dinh dang

+ Buoc 2: Kich chudt vao menu Home chon ¢ong cu Format Painter

+ Budc 3: Di chuyén ra doan vin ban can Copy, boi den doan vin ban do.

3.4. NHUNG (EMBED) CAC POI TUQONG KHAC NHAU VAO VAN
BAN

3.4.1. Bang biéu (table)

Khai niém

- Bang biéu (Table) 12 mot dang van ban chta s6 liu thong ké duoc trinh
bay dudi dang hang (Row) va ¢t (Column).

- Giao nhau cuia hang va cot tao thanh 6 (Cell). O 1a mot don vi xur ly caa
bang.

- Khung ludi (Gridlines): Phac thao hinh dang cua bang biéu bang nhiing
duong ludi. Dung 1énh Layout\ Table\ View GridLines dé bat/tit ché do hién
thi khung luéi.

Tao bang biéu

- bt tré soan thao vé noi can tao bang.

Céch 1: Chon Iénh Insert\ Table\ Table xuét hién mot bang mau

- Bam ré chudt vao bang miu sao cho du s6 hang va sé cot can tao.

Céch 2: Chon Iénh Insert\ Table\ Insert Table, xuat hién hop thoai:
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r 5
Insert Table lil&]

Table size
Number of columns: 5 =
Number of rows: 2 =
AutoFit behavior

@ Fixed column width: |Auto =
AutoFit to contents
1 AutoFit to window

|| Remember dimensions for new tables

l oK ] | Cancel ]

+ Number of columns: Xac dinh s6 cot.

+ Number of row: Xac dinh sé hang.

+ Bam OK.

Di chuyén con tré trong bang

- Tab : Di chuyén dén 6 ké tiép.

- Shift + Tab: Di chuyén dén 6 trudc do.

-T,1, —, «: Di chuyén gitra c4c 6.

- Alt + Home: Di chuyén dén 6 dau tién trong hang.

- Alt + End: Di chuyén dén 6 cudi cung trong hang.

- Alt + PgUp: Di chuyén dén 6 dau tién trong cot.

- Alt + PgDn: Di chuyén dén 6 dau tién trong hang.

Hiéu chinh bang biéu

Chon khéi 6

- Chon mot 6: Pua tro chudt vao goc dudi bén trai caa 6 va bam chuot.

- Chon mot sé 6: Pua tro chudt vao 6 thir nhat. Bam va ré cho dén hét
viing can chon.

- Chon mét cot: Pua tro chuot dung tai vi tri trén cung cua bang tré chudt
s& ¢6 dang hinh miii tén chi xudng W thi bam chuot

- Chon mdt hang: Pua chudt vé bén trai hang, bam tro chudt vao thanh
danh dau.

- Chon toan bang: Chon tir cot trai ré sang phai hoac thuc hién 1énh
Table\ Select Table.

Hi¢u chinh va dinh dang bing biéu

Chon khdi 6 can hiéu chinh hodc dinh dang, xuat hién thanh céng cu
Table Tools

Theé Layout

- Cell Size: Thay doi kich thudc cac 6
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AutoFit: Ty dong diéu

chinh kich thuéc cac 6 theo ndi dung hay ctra s6 van ban.

Height: Thay ddi chiéu cao c4c 6

Width: Thay dbi d6 rong cac 6

Distribute Rows: Thay d6i chiéu cao céc hang bang nhau

Distribute Columns: Thay doi d6 rong cac cot bang nhau

Str dung chudt va thanh thuéc ké: Pua tro chudt dén dudng phan céch cac

hang/cét trong bang hodc dua tré chudt 1én trén thanh thudc ké vao cac nut phan
cach hang/cot, tré chudt chuyén thanh mili tén hai chiéu, bAm ré chudt dén vi tri

tuy y.

- Rows & Columns: Chen/Xoa cac 6, dong, cot vao bang

Insert Left: Chén thém cot vao bén trai cac cot da chon

Insert Right: Chen thém c6t vao bén phai cac cot da chon

Insert Above: Chén thém dong vao phia trén dong da chon.

Insert Below: Chén thém dong vao phia dudi dong da chon.

Chén thém dong vao cudi bang: Pit con tro vao 6 cudi cling cia bang roi

bam phim Tab.

Cells:

M¢ hop thoai nhom Rows & Columns, xuat hién hop thoai chén 6 Insert

s ™

Insert Cells ? 23

(1 Shift cells right
@) Shift cells down
Insert entire row

" Insert entire column

[ OK H Cancel \

\ 4
Shift cells right: Chén cac 6 méi va don cac & sang phai
Shift cells down: Chén cac 6 méi va don cac 6 xudng dudi
Insert entire row: Chén thém dong mdéi 1én trén

Insert entire column: Chen thém cot mai sang trai

Delete X . , A
Delete -, xuat hién cac l1énh

% Delete Cells..,
' Delete Columns
= Delete Rows

4 Delete Table

Delete cells: xuat hién hop thoai Delete Cells
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~) Shift cells up
") Delete entire row
_) Delete entire column

[ ok || conce }'J

A =

+ Shift cells left: X6a cac 6 da chon va don céac 6 sang tréi
+ Shift cells up: Xoa cac 6 da chon va don cac 6 1&n trén
+ Delete Entire Row: Xoa hang chira 6 da chon

+ Delete Entire Column : Xo04 cot chira 6 da chon

Delete Columns: Xo6a cot da chon

Delete Rows: X6a dong da chon

Delete Table: Xda toan bo bang

- Merge: Gop/tach 6 trong bang

Merge Cells: Gop cac 6

Split Cells: Téach cac 6, xuat hién hop thoai:

[ spiit Cells |2 ]

Number of columns: |2 =

Number of rows:; 1

| OK ]| Cancel |

[

Number of columns: Xéc dinh s6 cot can tach.
Number of rows: Xac dinh s6 dong can tach.
Split Table: Tach bang

- Alignment: Cin ¢ dir liéu trong 6

Lwa chon cac nuat can 1& di liéu trong 6

Text Direction: Thay doi huéng chit trong &

Cell Margin: Thay d6i ¢ dir liéu trong 6

Thé Design

- Table Styles: Pinh dang dudng vién va mau sic cho bang biéu

Chon mat kiéu dinh dang c6 sén

Shading: Chon mau nén

Border: Chon vi tri t6 dudng vién hoic bam chon Iénh, xuat hién hop
thoai Border anh Shading
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.
Borders and Shading M
||| zorders [ pageBorder [ shading |
Setting: Sf:;de: Preview
| | = Click on diagram below or use
- None | 1= buttons to apply borders
| E| | eee— =
| e
{==] 5
. Color
E Grid Automaitic E_] . e
e *i Width: Iil D m @ BJ
g. -.E Custom va pt EI Lt
[Frerereres | pply :
Table E’
Horizontal Line. .. | l OK ] [ Cancel l
1
A ? .
Gom 3 the:

Thé Borders: Dinh dang duong vién cho bang biéu

Trong muc Setting: Chon mot kiéu duong vién cho khung bang.
- None: Khéng c6 vién;

- Box: Tao dudng vién xung quanh;

- All: Tao duong vién trong va ngoai bang;

- Custom: Tao dudng vién theo tiy bién ciia nguoi sir dung.
- Style: Chon kiéu dudng vién.

- Color: Chon mau cho duong vién.

- Width: Do day cta dudng vién.

- Apply to: Chon pham vi ap dung cua Iénh.

Thé Page Border: Pinh dang dudng vién cho trang vin ban
Thé Shading: Pinh dang mau nén cho bang biéu

- Draw Border: V& bang biéu

-

apt " : Chon kiéu nét vé&

o7 Pen Color ~

Chon mau vé

Draw Table: Cong cu vé bang

Eraser: Céng cu x0a

3.4.2. Hinh minh hoa (d6i twong dd hoa)

Chén hinh anh

Cheén hinh anh tir thur vién anh

Hinh anh dwuoc chén lay ra tr mot thu vién anh phong phi c6 sin cua
Microsoft Word (Clip Art Gallery)

- Chon Iénh Insert\ llustrations\ClipArt xuat hién cira s6 Clip Art bén
tay phai man hinh soan thao, bAm Go dé tim hinh anh.
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Clip Art
Search for:

Results should be:
| All media file types

[7] indude Office.com content

oo o

= L

&) Find more at Office.com

0 Hints for finding images

- Bam chon hinh anh can chén hoic sao chép anh tir thu vién anh vao vin

Chén hinh danh tie File
Thuce hién 1énh Insert\ Hlustrations\Picture, xuat hién hop thoai:

& Downloads

= Recent Places

m

——
“1=1-

B Desktop
= Libraries Chrysaqthemum. Desert.jpg Hydrangeas.jpg Jellyfish.jpg
EI Documents Pg
o Music
|=| Pictures ,“ B Fr~s-a2 e J
B videos P~ v 3
A Welcome
:ﬁ Computer - Koala.jpg Lighthouse.jpg Penguins,jpg Tulips.jpg
File name: + | All Pictures (*.emf;*wmf;jpg; |

Tools t Insert IVI ‘

Cancel

|

r—— B
(W] Insert Picture Bl
@U.' , » Libraries » Pictures » Sample Pictures - | 4y \ | Search Sample Pictures pe '

Organize « New folder = v [ @
Pictures library
E 5 = Arrange by:  Folder ¥
% Favorites Sample Pictures > 2 -
Bl Desktop

N =

J

Trong khung dia chi: Chon 6 dia va thu muc cht:a hinh anh can chén

BAm chon anh can cheén.,
Chon Insert
Hiéu chinh hinh dnh

- Chon dnh: Bam chudt vao hinh anh, xuat hién mot khung va cac nat hiéu

chinh.

66



- Thay déi kich thwéc: Bam ré chudt vao nat hiéu chinh (tré chudt cé dang
mili tén hai chiéu) dé thay doi kich thudc caa hinh anh.

- Di chuyén dnh: Bam ré chudt vao bén trong hinh anh (tro chuét s& cé
dang miii tén bon chiéu) va di chuyén hinh anh dén vi tri méi.

- X6a hinh anh: Bam chon anh roi bam phim Delete trén ban phim.

Dinh dang hinh danh

Chon anh can dinh dang, xuat hién thanh céng cu Picture Tools\ Format:

Brightne
) Contra
O Rec

- Picture Shape ~ Ji 1 I\g

ure ;;“id.gg“'uésd osttion A o =2 Width: [5.21 cm

7| < Picture Effects 5 ﬁTenl‘.\vﬂpumg‘ S Rotate ~

.l:f 41 Height: 3.94 em

Plctu re Styles: Binh dang hll’lh dang, duong vién, hleu ung...cua hmh anh
Adjust: Pinh dang d¢ sang, toi ctia hinh anh
Arrange: Dinh dang vi tri tuong dbi ctia hinh anh vé&i van ban xung
quanh
2
- 71" Chon vi tri cua hinh anh trong vin ban

- Tt Wrspeing oo kidu bé tri van ban bao quanh anh

Square: Hinh anh dugc van ban bao quanh theo dang hinh chit nhat.

Tight: Hinh anh duoc van ban chay bao quanh theo dang cta hinh anh.

Throught: van ban chat bao quanh theo dang hinh anh va c6 kha nang
xen vao nhitng chd trong cia hinh anh.

Top and Bottom: van ban chi hién ra ¢ phia trén hoac phia dudi cia hinh
anh.

Sk Rotate =

: Tuy chinh xoay hinh anh
Size: Pinh dang kich c¢& cta hinh anh
I
—&2
Crop : Cit xén hinh anh

2] Height: |6.51 = A phid 13 hinh 3
21l Heig <"~ Thay ddi chiéu cao cua hinh anh

Tad Width: |5.48 - Ai chid na hinh 3
ze Wi "~ : Thay d6i chiéu ngang cua hinh anh

Biéu db
Biéu do 1a dang thé hién cac sb liéu thong qua cac hinh anh tryc quan,
dé hiéu. Microsoft Word c6 thé tao ra cac loai biéu d6 da dang nhu: biéu dd cot
(bar), biéu db tron (pie), biéu d6 duong (line)....
Thao tac
- Pit trd soan thao tai vi tri can chén biéu do
)

Chart

- Chon 1énh Insert\ Illustrations\Chart , xuat hién hop thoai
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Insert Chart:

Insert Chart RT3 N
@ Templates _Columlrl_ = |
[lnd  column 2 A= : : 3
e ot L] 8] ] i) 98] 28]
@ Pie ) 2 3
Sa \L;@fﬁ | \L@H \A!{Ei:@ \JA \4 \,L{l- %r \mﬂ
A Area
@’ Surface e 5 5 5 = = = -

o ~ume ||| A |l 2] ] (] B>
Wy Radar e

Bl e ol ARl ac] ems] -
| Manage Templates... | | SetasDefault Chart | [ ok | [ cance |

Chon mAu biéu d6 thich hop, bim OK

Xuat hién dong thoi 2 cira so:

Cira sO bang tinh Excel chtra bang dit liéu mau: Xoa dit liéu ¢ san, nhap
dit liéu m&i can thé hién trén biéu do. Dong cira s6 Excel.

Cira s6 vin ban Word: hién thi biéu dd theo dit liéu nhap & cira s6 Excel.

Hi¢u chinh biéu dé

- Chon biéu d6, xuat hién thanh dinh dang Chart Tools

Nhém lénh Design: Chtra 1énh thiét ké cac thanh phan trong biéu d6

Type: Thay d6i kiéu biéu do

Data: chon ving dit liéu can thé hién trén biéu do.

Chart Layouts: Chon cach hién thi cac thanh phan trong biéu do.

Chart Styles: Chon céch hién thi biéu d6.

Nhoém lénh Layout: Chira 1énh hiéu chinh cac thanh phén trong biéu dd

| |
Home Insert Page Layout References Mailings Review View Desian ‘ Layout | Format

A CERIEEEE

ol Picture Shapes Draw Chart Aws Legend Data Data Axes Gridlines  Plot Chart  Chart 3-D Trendline Line p/Down  Error
&7 Reset to Match Style v TextBox Titlev Titles~ ~  Labels~ Table~ > Area~ Wall© Floor* Ratatior - B Bars ~

Current Selection Insert Labels Axes Background Analysis

Plot Area

{?, Format Selection

Nhom Format: Chira 1énh dinh dang cac thanh phan trong biéu do

| -
Home  Insert Page layout  References Mailings  Review  View Design Layout | Format ‘

Plot Area v — - DshapeFill e \ ﬂ :ﬂ 4 Bring Forward - |2 Align v i

%FurmalSelemon AM‘ Abc | v E_/'ShapeOutImé' A & ; " 4 Send Backward Fl |

S Reset to Match Style ‘ 5| O shapeettectsw || aedon, h B selecionPane. S Rotate + | 73+ ¢
Current Selection Shape Styles i Waordart Styles Arrange Size

Cong cu vé hinh
Vé hinh

68



e

- Chon 1énh Insert\ Illustrations\ Shapes ., xuit hién danh sach cic
mau d6i twong v& hinh:

Recently Used Shapes: Nhing ddi twong vé da dugc sir dung.

Lines: ddi tugng vé 1a dudng.

Basic Shapes: ddi tuong v& 1a hinh co ban.

Block Arrows: ddi trong vé 1a dang miii tén hinh khéi.

Flowchart: d6i twong vé& 1a dang luu dd.

Callouts: dbi tuong vé& 14 dang 10i thoai.

Stars and Baners: ddi tuong vé 1a cac hinh dang sao va biéu ngit.

Chon mot mau v&, tré chudt chuyén thanh biéu tuong +

Pua tré chudt téi vi tri can ve

Bam ré chudt dé thuc hién v& hinh.

Hi¢u chinh va dinh dang doi twong vé

- Bam chudt vao d6i tuong, xuat hién thanh Drawing Tools trong 1énh
Format:

G Home Inset  Pagelayout  References  Mailings  Review  View Format o

OB\ \OO - fXEtspe~ [ | Qyshape il - \ J J&Brrngﬁrmrd |2 Aign~ "5
] & Abc @ : v

OA L'I‘,f./‘ 2!+ | ] Draw Text Box * [ shape Outine * I\gnText JSmdBadvard

s S Position W Wiap by i
6% YA J Y o Shape Effects * TetEifeds ™ = v Tat Sn:monPan: S\ Rotate v il

st Shapes Shape Sytes ordArt Styles Test Arrange

Insert Shapes

Bam nit Text Box = hodc bim phai chudt vao dbi tugng, chon Iénh
Add Text dé soan thao van ban trong hinh va.

Shape Styles: Pinh dang ddi tugng hinh vé&

Shape Fill: Mau nén cho di twong hinh v&.

Shape Outline: Mau vién cho d6i tuong hinh vé&

Shape Effects: Thay dbi hinh dang cho ddi tuong hinh vé.

WordArt Styles: Tao hiéu tng cho ddi tugng hinh v&.

Arrange: Thiét 1ap vi tri cta cac d6i tugng hinh vé& so voi van ban xung
quanh

Size: Thay d6i kich thudc cho cac d6i tuong hinh vé

3.4.3. Hop van ban

Trude tién mé file Word can chén Text Box, chuyén sang tab Insert va
chon Text Box.
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3]

-

(I

Sau khi cac ban chon Text Box thi mot hop thoai sé dugc hién thi ra, luya
chon kiéu Text Box di dugc dinh dang sin nhu Simple Text Box, Alphabet
Quote, Alphabet Sidebar... hodc c6 thé chon Draw Text Box dé tao hop box
dang shape tuy chinh.

Documentl - Microsoft Word

£ Edit Shape ~

B’

B snapeFin - Averin-
bc | |- | &2 shape Outline - A /B\ - &2 Text Outiine
7| = Shape Effects ~ ol = Text Effects ~

| vi duminhhoahop textbox [
T
!

3.4.4. Tham chiéu

Chen ghi cha

Ghi chi 14 phan dung dé giai thich, chd thich mot noi dung van ban da
soan thao. Phan ghi chu c6 kich thudc nhd nam & cudi trang hoac cudi cling cua
van ban duoc quan ly théng qua céc chi sb.

Thao tac:

Dit tro chudt toi vi tri can tao ghi chd

AB'
Chon 1énh References\ Footnotes\ Insert Footnote === : Chén ghi chu

vao cudi trang. Xuat hién so thur ty cuia ghi chll va vung soan thdo ghi chu & cuoi
trang van ban.

Chon lénh References\ Footnotes\ Insert Endnote -uiinsert Endnoie
Chén ghi chu vao cudi van ban. Xuat hién sb thi tu cua ghi cht va vung soan
thao ghi cha ¢ cudi van ban.

Hiéu chinh ghi chu: mé hdp thoai Footnotes and Endnote:
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Footnote and Endnote @
Location
@ Footnotes: Bottom of page EI
) Endnotes: End of document
Format
Mumber format: 1, 2,3 .. E|
Custom mark: | | [ Symbal. .. ]
Start at: 1 =
Mumbering: Continuous E|
Apply changes
Apply changes to: E|
[ Insert l [ Cancel ] [ Apply ]

Panh sb trang
ﬂ r

Chon Iénh Insert\ Header & Footer\ Page Number w==- : Chén s6 trang
trong van ban

3.4.5. Hoan tit viin ban

Pinh dang trang in

S dung thanh Ribbon

Chon Iénh Page Layout\ Page SetUp

H—1 By = 'F], Breaks ~

—] L=) IJ J #8) Line Numbers ~
Margins Orientation Size Columns

- - . - be Hyphenation ~

FageSetup
Size: Thay doi ¢& gidy theo mau
Margins: Thay dbi & gidy theo mau
Orientation: Thay d6i huéng gidy khi in
Swr dung hop thoai

Ma hop thoai Page Setup
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Page Setup [ % |l
Margins Paper Layout
Margins
Top: 2am = Bottom: 2cm =
Left: 3am = Right: 2cm =
Gutter: 0cm = Gutter position: Left E|
Orientation
Portrait Landscape
Pages
Multiple pages: Mormal E|
Preview
Apply to: | This section E
Set As Default [ oK ] | Cancel

Thé Margins:

- Khung Margins: dit 1& cho trang in

Top: Lé trén. Vi tri dong dau tién trén trang.

Bottom: L& dudi. Vi tri dong cudi cung.

Left: Lé trai. Khoang cach tinh tir mép trai to gidy sang phai
Right: Lé phai. Khoang cach tinh tir mép phai to gidy sang trai
- Khung Orientation: dat hudng cho trang in

Portrait: Huéng gidy theo chiéu doc.

Landscape: Hudng gidy theo chiéu ngang.

- Khung Apply to: vung ap dung dinh dang trang in cua tai liéu
- Chon OK.

Thé Paper: Chon c& giay A4

Tiéu dé dau trang va cudi trang (Header and Footer)

Chon Iénh Insert\ Header & Footer

El
Header "2 1 Tiéu dé dau trang

—‘:] . A A A
Footer e | Tiéu dé cudi trang

3.5. KET XUAT VA PHAN PHOI VAN BAN
3.5.1. In van ban
Chon File\ Print, xuat hién hop thoai:
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Print
y — N

rﬁ?"l Copies: 1 =

Print

Printer

< HP Laserlet 3050 PCLS on bmthl
=" ~
- Readh
Printer Properties
Settings
i Print All Pages
~
Print the entire document
Pages: i
| Print One Sided =
| Only print on one side of the page
Collated
ElE 5SS 5 53 =
‘] Portrait Orientation ~
l A
< ~
Custom Margins ~
] 1 Page Per Sheet -~

- Tai Printer: Chon tén may in

- Tai Settings: xac dinh pham vi in

Print All Pages: in tat ca cac trang vin ban

Print Current page: in trang hién thoi

Pages: go s trang can in

- Tai Portrait Orientation: Chon hudng gidy cho trang in

- Tai Pages per sheet: Chon sd trang van ban in trén mét trang giay
3.5.2. Phan phdi viin ban

Luwu vin ban dwéi cac kiéu tép khac nhau

Microsoft Word 2010 cho phép luu duéi 1 s6 cac dinh dang khac nhu:
*.doc: Word 97-2003

* pdf: dinh dang file pdf

* dot: dinh dang mau cho office 97 — 2003

Luwu vin ban cé mat khiu

Thao tdc ghi File ¢6 mdt khdu:

- Muc dich: Chi ngudi danh diing mat khau méi mé duge File .

- Thao tac:

+ Buée 1: Kich chudt vao menu File chon Save As... (hoic nhin F12),

+ Buére 2: Kich chudt vao nit Tools chon General Options gd mat khau
vao muc Password to Open: GO mat khau nhian OK, may nhéc lai 1an nira va
nhén OK.
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rGeneral Options | 2 —?fhr

General Options

File encryption options for this document
Password to gpen: ||

File sharing options for this document
Password to modify:

|| Read-only recommended

Protect Document... |

Macro security

Adjust the security level for opening files that might Macro Security... \
contain macro viruses and specify the names of -
trusted macro developers.

‘ (o ) o ]

- Luu y: Sau thao tac d6 khi md File déu phai gd mat khau.

- Thao tac bé mat khau:

+ Bwoce 1: Kich chudt vao menu File chon Save As... (F12)

+ Bwée 2: Chon nut Tools chon General Options, x6a mat khau

+ Bwére 3: Kich chudt chon OK

3.6. SOAN THONG PIEP VA VAN BAN HANH CHINH

3.6.1. Soan thao m¢t thong di€p

Cac luu y khi soan va sir dung cac loai thong bao

Xay dung bd cuc thong béo:

Vé hinh thirc thi biéu mau thong bao thi md dau can phai ghi day du qubc
hiéu va tiéu ngit theo ding miu mot van ban hanh chinh thong thudng. Tiép
theo 13 ngay thang nam lap thong bao dé nguoi tiép nhan dé dang nam bat duoc
thoi gian ban hanh thong bao nay. Trong ndi dung tén mau don thong bao thi
nguoi soan thao phai ghi rd thong bao vé van dé gi vi du thong bao vé lich nghi
tét duong lich hay thong bao vé ké hoach tap huén can bo, thong bao cac hoat

dong sap dién ra trong doanh nghiép.......

Ban thong bao can c6 cac yéu to:

- Qudc hiéu va tiéu ngit.

- Pia danh va ngay thang nam ra thong bao.

- Tén co quan thong bao.

- Tén vin ban (thong bao) va trich yéu noi dung.

- N¢1 dung thong béo

- Ky déng dau co quan.

- Noi nhan.

Céch viét ndi dung thong bao:

Trong phan ndi dung thi mau thong bao phai ghi 6 ngudi nhan va tuan
thu thong bao nay 1 ai 1a mot ca nhan nao d6 hay toan thé co quan. Sau d6 néu
ra cic cin cir dé dua ra thong bao nay nhu cin cit vao lich nghi tét ctia nha nudc
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hay can clr vao quyét dinh ciia Ban gidm ddc cong ty, can ctr vao nhu cau kha
ning cia doanh nghiép, hay cin ctr vao van ban phap luat ndo do can ra thong
bao dé moi ngudi tiép thu va thyuc hién tranh lam trai quy dinh cta phap luat. ..
Tiép theo can trinh bay rd ndi dung ctia ban thong béo ndy nhu thong béo vé lich
nghi tét s& kéo dai tir ngdy bao nhiéu dén ngay bao nhiéu dé cic toan thé cong
nhan vién ndm duoc va thuc hién d@)ng loat, nhét quan.

C6 thé chia cac thong bao c6 nhiéu ndi dung thanh cac muc, cac diéu cho
dé nh¢. Trong thong béo can dé cip ngay vao ndi dung can thong tin ma khong
can néu 1y do, can cu, hoac néu tinh hinh chung nhu cdc van ban. Loai thong
bdo nham gid1 thi¢u cac dao luat hay chu truong, chinh sach thi phai néu ro tén,
s6 va ngay thang ban hanh vian ban d6 trude khi néu nhitng ndi dung khai quat.

Phén dai dién ky thong bao: khong bat budc phai 1a thi trudng co quan,
ma céc truong phéd phong ban cb trach nhiém vé cac linh vuc trén nhu: phong
gido vu, ddo tao & cac trudng, vin phong hay phong t6 chic, phong hanh
chinh... ¢ cac co quan duoc quyén ky va truc tiép thong bao dudi danh nghia
thtra Iénh thu trudng co quan.

3.6.2. Soan va xir Iy mét viin ban hanh chinh miu

Cac nguyén tic trong vin ban hanh chinh dugc qui dinh cy thé trong
Thong tu s6: 01/2011/TT-BNV. Dudi ddy 1a mot sé qui dinh khi xr Iy mot vin
ban hanh chinh mau:

Chi dung 2 khd gidy dé soan thao van ban: Mdi linh vyuc thuong st dung
mot vai kho gidy dic trung phuc vu cho cong viéc ciia minh, nhu linh vuc thiét
ké, xay dung: A0, A1, A2 hay linh vuc thué, tai chinh: A4, A5;...

Nguyén tic can 1& chuan theo Théng tu 01 dugc quy dinh tai khoan 3
Piéu 5 nhu sau:

- Lé trén: cach mép trén tur 2 - 2,5 cm;

- L& dudi: cach mép dudi tir 2 - 2,5 cm;

- L& trai: cach mép trai tur 3 - 3,5 cm;

- L& phai: cach mép phai tir 1,5 - 2 cm.

Du ndi dung khac nhau nhung bat cr mét van ban hanh chinh nao ciing
phai soan thao trén may tinh bang phong chir tiéng Viét, bang mi Unicode theo
Tiéu chuan Viét Nam TCVN 6909:2001 (Piéu 4 Thong tu 01 B6 Noi vu).

Trinh bay ndi dung ngan gon, chinh xac

Theo Diéu 11 Théng tu 01, ndi dung vin ban 1a thanh phan cha yéu coa
van ban, chinh vi vay can chi y cac yéu cau sau:

- Trinh bay ngin gon, rd rang, chinh xac;

- Str dung ngon ngit viét, cach dién dat don gian, dé hiéu;

- Dung tir ngir pho thong (khong dung tir ngir dia phuong va tir ngit nudc
ngoai néu khong thuc su can thiét), thuat nglr chuyén mon can xac dinh rd noi
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dung thi phai dugc giai thich trong van ban;

- Luu ¥ viét hoa chir cai dau am tiét thir nhat cia mot cau hoan chinh: Sau

ddu chdm cau (.); sau dau chdm hoi (?); sau dau chim than (!); sau ddu chim
limg (...); sau d4u hai chdm (:); sau dau hai chdm trong ngodc kép (: “...”) va

khi xudng dong...
CAC TO HQOP PHiM TRONG MICROSOFT WORD
STT Dién giai T6 hop phim
1 Tha9 tac kich hoat Menu hozc muc chon trong vi | Nhan gittr phim Alt va
tri can lam viéc cac phim c6 gach chan
2 Thao tac mé mot File moi: Ctrl+ N
3 | Thao tac m¢ File da cd tén Ctrl +O
4 | Thao tac ghi lai ndi dung cua File Ctrl + S
5 | Thaotécin Ctrl +P
6 Thao tac khoi phuc cong viéc vira thuc hién Ctrl+Z
7 Thao tac huy Iénh khoi phuc vira thyc hién Ctrl+Y
8 | Thao tac cat ving vin ban Ctrl + X
9 | Thao tac Copy vung van ban Ctrl+ C
10 | Thao tac dan ndi dung da Copy Ctrl +V
11 | Thao tic lua chon tat ca van ban Ctrl + A
12 | Thao tac tim kiém doan van ban Ctrl+ F
13 | Thao tac tim kiém va thay thé doan vin ban Ctrl+ H
14 | Thao tac chuyén t6i trang hodc doan vin ban Ctrl + G (F5)
15 | Thao tac ngat trang tai vi tri dau nhay Ctrl + Enter
16 | Thao tac thay d6i phong chir Ctrl + Shift + F
Thao tac thay ddi kich c& cua chir Ctrl + Shift + P
17 | Hodc tang kich c& cua chir Ctrl +]
Giam kich thudc chir Ctrl + [
18 | T6 dam chix Ctrl +B
19 | In nghiéng chit Ctrl + 1
20 | Thao tac gach chan chir Ctrl + U
21 | Thao tac gach chan 2 nét Ctrl+D
22 | Thao tac chén chi sb trén (x°) Ctrl + Shift + "+"
23 | Thao tac chén chi s6 dudi (x») Ctrl + "+"
24 | Thao tac can 1é trai Ctrl + L
25 | Thao tac can 1é phai Ctrl +R
26 | Thao tic can 1é giira Ctrl+ E
27 | Thao tac can phang 2 phia Ctrl +J
28 | Thao tac sur dung Style Ctrl + Shift + S
29 | Chuyén dau nhay vé dau dong Home
30 | Chuyén dau nhay vé cudi dong End
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31 | Chuyén lén 1 trang man hinh Page Up
32 | Chuyén xudng 1 trang man hinh Page Down
33 | Chuyén sang phai 1 tir Ctrl + >
34 | Chuyén sang trai 1 tir Ctrl + «
35 | Chuyén lén 1 doan vin ban ctrl+ T

36 | Chuyén xudng 1 doan vin ban Ctrl + 1

37 | Chuyén 1én dau vin ban Ctrl + Home
38 | Chuyén xudng hét vin ban Ctrl + End
39 | Thao tac in Ctrl + P

40 | Thao tac boi den toan b van ban Ctrl + A

41 | Thao tac kiém tra chinh ta tiéng Anh F7

42 | Thao tac danh dau dau doan boi den F8
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MODULE 04: SU DUNG BANG TiNH CO BAN

4.1 . KIEN THU'C CO BAN VE BANG TiNH

4.1.1. Khai niém bang tinh

Mot bang tinh 1a mot to gié\y hién thi s6 liéu va sy tinh toan trong cac
hang va cot.

Trong ké toan: mot bang tinh 1a mot bang gia tri dugc to chiic trong hang
va cot dé phan tich va trinh bay dir liéu tai chinh,

Trong may tinh: 1a phin mém cho phép nhap dir liéu trong cac 6 (giao
gitta hang va cot) dé tao diéu kién phan tich va thao tac véi cac cdng thirc toan
hoc, va trinh bay nhu 12 biéu db va d6 thi. VisiCalc 12 phin mém bang tinh dau
tién dugc cong bd cudi thap nién 1970 chay trén nén Apple I1.

Trong mot bang tinh, cic hang (rows) thudng dugc gan nhin bang cic
chir s (1, 2, 3, ...), cac cot dugc gan nhan béng cac ki tu (A, B, C, ...), giao
gilra hang va cot dugc goi la 6 (cell). Cac 6 (cells) dugc gan mdt nhan dia chi
nhu A5, C9, ..., va c6 thé tham chiéu t6i cc 6 khac.

4.1.2. Phain mém bang tinh

Phan mém bang tinh dugc st dung cho tinh toan, phan tich, tong hop sb
liéu va tao ra cac do thi va biéu dd. Mot trong dac diém co ban cua phém mém
bang tinh 14 kha ning tinh to4n lai nhanh chéng, dé dang ma khong can nguoi
dung can thiép khi bt ky phan tir trong bang tinh thay d6i. Khi dit liéu duoc sir
dung trong mot phép tinh hodc cong thirc duge thay doi, thi cac két qua phan
tich trong bang tinh dugc cap nhat tu dong

Ngay nay, c6 nhiéu phdn mém bang tinh khac nhau. Mot trong nhiing
phan mém duoc sir dung rong rdi nhat 1a Excel, 1a mot phan cua Microsoft
Office. Mot phén mém duoc st dung rong rai khac 1a Quattro Pro cua Corel. An
pham ké tiép 1a Calc, 1a mot phan ctua OpenOffice cia Apache va LibreOffice
Writer do The Document Foundation phét trién. Hai phan mém dau tién 13 phan
mém thuong mai, OpenOffice, LibreOffice 1a mi ngudn mé va c6 thé duoc tai
vé va str dung mién phi. Cudi ciing, phdn mém Numbers, 1a mot phan cta iWork
cua Apple.

4.2. SUDUNG PHAN MEM BANG TiNH

4.2.1. Lam viéc v6i phin mém bang tinh

- S6 tay (Workbook): mot Workbook gom tir 1 dén 255 sheet riéng biét
(thuong s mic nhién 13 16 sheet). Tap tin Workbook thuong dung dé tap hop
nhitng loai bang tinh dit liéu, do thi, macro, ... ¢ lién hé véi nhau. Excel khong
gidi han sé luong tap tin Workbook dugc mé nhung phu thudc vao bd nhé cua
may.

- Bang tinh (Sheet): mot bang tinh c6 trén 4 triéu 6 di liéu, dung dé nhap
dix liéu va thyc hién nhiing yéu cau vé tinh toan , tao biéu mau, quan Iy va khai
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thac co s& dit liéu...M&i bang tinh dugc dit tén 1a Sheet # (# 1a sé tha tu) hoic
mot tén goi cu thé.

- Cot (columns): Cot la mét tap hop cua nhitng 6 trong bang tinh theo
chiéu doc. Do rong cot mac nhién 1a 9 ky tu (c6 thé thay ddi tri s nay tir 0 dén
255 ky tu ). C6 tong cong 256 cot trong mot bang tinh, mdi cot duge gan ky hiéu
theo thir ty chir cai ( bat dau tir A dén Z, AA dén AZ, BA dén BZ, .... va két thic
la 1V).

- Dong (Rows): Dong la mot tap hop cua nhitng 6 theo bang tinh theo
chiéu ngang, chiéu cao dong mic nhién 1a 12.75 cham diém (c6 thé thay dbi tri
sb nay tir 0 dén 409). C6 tdng cong it nhat 16384 dong trong 1 bang tinh, mdi
dong duoc gan mot so thir tu (bat dau tir 1 dén 65536).

- O (cell): O 1a giao diém ctia mot cot va mot dong. O duoc xac dinh boi
mot toa d6 (dia chi) dya theo ky hiéu cua cot va sé thr tu cia dong. ( Thi du: toa
d6 Al 1a 6 dau tién trén bang tinh, toa do D5 1a 6 & trén cot D va dong 5). Ngoai
ra, Excel con xac dinh 8 theo sé tha ty cot va dong (C#R# khi chon thong sd
R1CL1 ¢ trén hop thoai TAB VIEW trong Iénh [MENU] TOOLS >OPTIONS.

- Vung (Range): Ving la mot tap hop cua nhiing & ké can nhau va dugc
xac dinh boi toa do 6 dau (thuong 1a ¢ goc trén bén trai ) va toa do 6 cudi
(thuong 1a & goc dudi bén phai) caa ving d6. Ngoai ra ban c6 thé sir dung tén
ving (xem cach dit va sir dung tén ving & phan sau) dé thay thé cho pham vi
khai bao trong Iénh thuc hién. Vung c6 khi la mot 6, mot nhdm 6 hoac toan bo
bang tinh. Trong Excel ban c6 thé lya chon va Iam viéc véi nhiéu ving khac
nhau cung luc.

4.2.2. Lam vi€c v&i bang tinh

Cich khdi dpng

C6 ba cach dé khai dong chuong trinh:

Céach 1: Nhan vao biéu tuong nam trén man hinh Desktop

Céch 2: Vao Start\ chon Program\ chon Microsoft Excel nhdp chudt trai.

Céach 3: Trén ban phim ta nhan t6 hop phim Ctrl + Esc sir dung cac phim
mili tén di chuyén dén Program\ chon Microsoft Excel nhan phim Enter.

Cach thoat khoi chwong trinh

Co ba cach thoat khoi chuong trinh:

Céch 1: Nhan chudt tréi vao biéu tugng * nim ¢ goc phai man hinh.

Céch 2: Vao File\ Nhip chudt trai chon Exit.

Céch 3: Trén ban phim ta nhan t6 hop phim Alt + F4.

Trong Excel moét File dugc goi 1a mot book

1 Book = 256 sheet

1 Sheet gdbm 256 cot va 65536 hang

Man hinh Excel (Giao dién ciia bang tinh Excel)
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Thanh tiéu dé: (Title bar)

Thanh thyc don: (Menu bar)

Thanh cong cu chuan: (Standard)

Thanh dinh dang: (Formatting)

Thanh cong thire: Puge chia lam hai cira so:

Cira s0 trai: ghi dia chi 6 con tro dang dung.

Cira s6 phai: ghi ndi dung 6 con tro dang ding.

(. Huy cong thic

ik Nhéan cong thure

4.3. THAO TAC POI VOI O (O TiNH)

4.3.1. Nhap dir liéu vao o

Dia chi

-0 (Cell) 1a giao cua mdt cot va mdt dong, dia chi cua 6 dugc xac dinh
boi tén cot va s tha tu dong tao ra né. Vi du: O duoc tao boi cot C va dong 5 s€
co dia chi la C5.

- Mot khéi 6 lién tuc duoc xac dinh boi dia chi cua 6 ndm gbc trén bén trai
va dia chi 6 nam ¢ goc dudi bén phai ciia khoi, gitta hai dia chi nay cach nhau
boi ddu “: . Vi du: A1:C3 1a dia chi khdi gobm cac 6 Al, A2, A3, Bl, B2, B3,
C1, C2, Cs.

- Trong bang tinh, mdi 6 déu c6 dia chi ngdm dinh do Excel qui dinh,
ngoai ra Excel con cho phép ngudi st dung dat tén cho 6, nhom 6, cac gia tri
hang va céac gia tri cong thirc.

Dat tén cho 6 hodc nhom o

Chon 6 hodc nhém 6 mudn dit tén

Céch 1:

- Bam chudt vao Name box trén thanh céng thirc.

- G tén can dat. Cac tén co hiéu luc bao gém cac ky tu, s6, ddu cham va
dau gach nbi.

- An Enter

Céch 2:

- Chon 1énh Formulas\Defined Names\ Define Name, xuét hién hop
thoai
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7

New Name @, D :
Name:
Scope: Workbook E]
Comment: ' P
Refers to: | _sheet115a81 E
[ CK | [ Cancel ]
\ . »

Hop thoai dat tén cho 6 va khéi 6
- GG tén can dit vao khung Name
- Bam chon OK
Diit tén cho hang, cong thirc
- Chon 1énh Formulas\Define Name, xuat hién hop thoai

7~ "y
New Name ,@ S
Name: MLTT
Scope: Workbook [Zl
Comment:
Refersto: | 1150000 E
[ oK ] ‘ Cancel J

Hop thoai ddt tén cho hdang, cong thirc
- GO gia tri hang hodc cong thire can dit tén vao khung Refers to
- BAm chon OK
Thao tac chung vé nhép dir liéu

- Chon 6 hoat dong: Bam chudt hodc dung cac phim <, T, o, | dé
chuyén 6 hoat dong téi 6 can nhap dir liéu.

- Nhdp dir liéu: G dit lidu theo qui dinh. Trong khi dang nhap dit liéu an
phim ESC dé huy bo dit liéu dang nhép.

- Két thiic nhdp di¥ liéu: n Enter hodc ding cac phim miii tén («, T, -,
1)

- Swea dir liéu:

+ Pua 6 hoat dong vao 6 can stra

+ Stra dir li¢u trén thanh cong thirc hodc bam dap chudt vao 6 va stra truc
tiép tai 6.

81



+ Bam Enter dé két thc.

Cic kiéu dir liéu

Excel ¢ cac kiéu dir liéu sau: kiéu ky tu, kiéu sb, kiéu ngay thang, kiéu
cong thire, kiéu logic va cac kiéu 16i. Trong mdt bang tinh, cc 6 c6 thé chira cac
kiéu dit liéu khac nhau, nhung dir liéu trong mét 6 chi thudc mot kiéu dir liéu.

Dir liéu kiéu ky tw

Dit liéu kiéu ky tu bao gém céc chit céi tir A,....Z, cac sd tir 0...9 va céac
ky tu ddc bict !, @, #,...

Di liéu kiéu ky tu ngﬁm dinh canh vé bén trai 0.

Dang thé hién: phu thudc vao chiéu dai cta chudi dit liéu nhap vao 0.

+ Khi chiéu dai cta chudi dir liéu nho hon hodc bang do rong 6 thi chudi
dir liéu sé hién thi day du.

+ Khi chiéu dai cta chudi di liéu 16n hon do rong 6:

Néu 6 1an can bén phai ctia 6 dit liéu con tréng thi day dit liéu nhap vao s&
tran sang va hién thi day du.

Néu 6 1an can bén phai dang chira dir liéu thi ddy dir liéu nhap vao chi
hién thi dén hét do rong 6, phan con lai bi khuét sau 6 bén phai (néu muén hién
thi day du nodi dung can thay doi do rong cua cot).

Dit liéu kiéu sé

Dit liéu kiéu sb bao gdm céc s6 tir 0 dén 9.

Dir liéu kiéu s6 ngdm dinh canh vé bén phai 6.

Dang thé hién: Phy thudc vao chiéu dai ctia ddy s nhap vao trong 6.

+ Khi diy sb c6 d6 dai nho hon hodc bang do rong 6 thi diy sb hién thi
binh thuong.

+ Khi diy s6 c6 d6 dai 1én hon d6 rong & thi Excel s& tu chuyén sang
dang s6 khoa hoc E hodc hién thi cac diu ### trong 0 (néu mudn hién thi hét day
sb can thay doi do rong cot).

Dit ligu kiéu ngay thing

Excel ngdm dinh nhap dir liéu kiéu ngay thang vao mot 6 theo dinh dang
Théang/Ngay/Nam (mm/dd/yyyy).

Gi4 tri cia mot 6 ngay thang trong Excel thuc chat 1a mot s6 nguyén chi
s6 luong ngdy twong tng tinh tir ngay 01/01/1900 dén ngay nhap vio trong 6.
Do d6 dit lidu kiéu ngay thang thuc chét ciing 13 dir liéu kiéu so.

Dang thé hién: Phuy thudc vao do rong 0 va cach dinh dang hién thi cua
nguoi st dung.

Dit ligu kiéu cong thirc

Dir lidu kiéu cong thirc thé hién cac cong thire tinh toén trong Excel. Dir
lidu kiéu cong thirc nhap vao trong 6 bat dau bai dau “=" tiép sau la cong thirc.

Thanh phan ctia mdt cong thirc gdm céc toan tir két hop vdi cac toan hang
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+ Toan tir trong Excel:

Tinh toan: +, -, *, /, ~, % (Dung cho dit liéu s6)

Lién két: & (Dung cho dir liéu ky tw)

Toan tir so s,nh: =, >, >=, <, <=, <>

D6 wu tién cua cac toan ta: (), A, *, /, +, -, cac dau so sanh

+ Toan hang: Hang sd, hing ky tu, hang ngay thang (dugc dit giira cap
dau ), dia chi 6, dia chi khdi 6, cac ham tinh toan.

Dang thé hién: 1a gia tri két qua cua cdng thic. Noi dung cua cong thac
dugc thé hién trén thanh cong thic.

Cac phwong phap tham chiéu

Viéc sir dung dia chi 6 hodc khdi 6 vao cong thuc tinh todn goi 1a tham
chiéu t6i dia chi 6. Khi tham chiéu t6i cac 0, gia tri ctia cong thire phu thudc vao
gia tri cta cac 6 co dia chi trong cong thire, gia tri cta cong thirc s& thay doi khi
gia tri cac 6 c6 dia chi trong cong thirc thay d6i. Excel ¢6 cac phuwong phap tham
chiéu sau:

- Tham chiéu twong déi: 13 mot tham chiéu 6 trong mot cong thirc ma khi
sao chép cong thuc thi dia chi 6 d6 bi thay d6i di mot vi tri twong dbi so véi dia
chi 6 cong thirc ngudn. Dang thé hién ctia tham chiéu twong d6i chinh 1a dia chi
0 thong thuong (vi du: AS, C16).

- Tham chiéu tuyét doi: 13 mot tham chiéu 6 trong mot cong thire ma khi
sao chép cong thuc thi dia chi 6 d6 khong bi thay ddi so voi dia chi 6 cong thic
ngudn. Dang thé hién ctia tham chiéu tuyét dbi: co ky hiéu $ trude ky hiéu cot va
s6 thr tu dong (vi du: $B$8). Pé c¢6 tham chiéu tuyét doi ta tham chiéu tuong
d6i dén 0, sau d6 4n phim F4 (Excel s& ty dong chén cac ky hiéu $ vao).

- Tham chiéu hén hop: 1a tham chiéu két hop giita tham chiéu twong ddi
va tham chiéu tuyét dbi. C6 hai loai tham chiéu hdn hop: tham chiéu tuyét doi
cot, twong d6i dong ($D8) va tham chiéu twong ddi cot, tuyét dbi dong (A$2).
Tham chiéu hdn hop trong cong thirc chi thay doi thir tw ¢t hodc thir ty dong
mdi khi sao chép cong thie dén vi tri méi.

- Tham chiéu dén déi twong dd dit tén

- Tham chiéu trén trang béng tinh khdc

- Tham chiéu ba chiéu:

Nhap dir liéu tw dong cho diy bién ddi déu

Trong diy bién d6i déu, do chénh léch giira hai 6 lién tiép dugc goi la gia
tri budc nhay (Step Value)

Céch 1:

- Nhép gié tri du tién cta diy bién doi déu, dit 6 hoat dong vao 6 nay.

- Chon 1énh Home\Editing\Fill\Series. Xuat hién hop thoai:
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r 3
Series |ilé?-_1
Series in Type Date unit
9@ Rows Q! Linear 3) Day
1 Columns "1 Growth Weekday
Date Month
AutoFill Yeat
|| Trend
Step value: Stop value:
| ok || canca |
|

+ Series in: Chon chiéu nhap dir li€u ty dong theo dong (cot).

+ Type: chon kiéu nhép dir liéu ty dong. Ngam dinh 13 Linear (tuyén
tinh). PSi v6i diy khong phai bién doi déu co thé chon cac muc khac nhu
Growth, Date, AutoFill.

+ Step Value: Gia tri budc nhay

+ Stop Value : Gia tri cudi ciing ctia day

+ Bam chon OK.

Céch 2:

- Nhap 2 gia tri dau tién cua day bién doi déu.

- Chon 2 6 vura nhap dir licu

- Di chuyén tro chuot t6i nat Fill Hand (goc duéi phai khdi 6) sao cho
con tro chudt c¢6 dang déu “+”, bam ré chudt theo hudng can dién diy bién doi
déu.

4.3.2. Bién tip ndi dung, sip xép thir tw cac 6

Sira dit lidu

+ Pua 6 hoat dong vao 6 can sira

+ Stra dit li¢u trén thanh cong thurc hoac bam dap chudt vao 6 va stra truc
tiép tai 0.

+ Bam Enter dé két thuc.

Sdp xép div liéu

Sap xép dir liéu 1a cdng viéc thuong st dung khi quan Iy di liéu nham dat
duoc muc tiéu nao d6. Excel hd tro nhiéu cach va tiéu chi sap xép dé thuc hién
thao tac sap xép dugc dé& dang va thuan tién. Trong mot co sé dit liéu, dit liéu co
thé duoc sip xép theo trat tu ting dan hoic giam dan. Cac cach thyuc hién thao
tac sip xép:

Céch 1: Ser dung hgp thogi Sort

Di chuyén 6 hoat ¢ong vao pham vi viing CSDL can sip xép
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ETaan
AlZ
Z|lA
R . Sort z . n A .
Chon Iénh Data\Sort & Filter\Sort xuat hién hop thoai Sort nhu
Sau:
sort [0 o
“4| Add Level H X Delete Level || 3 Copy Level ] [V] My data has headers
| Column Sort On Order
Sorthy |H.sL E Values E Smallest to Largest E
||
[
|
" | OK 1 ‘ Cancel ]

- Sort By : Chon tén trudng dung lam khoa chinh cho viéc sip xép

- Order: Chon kiéu sap xép

Smallest to Largest : sap xép ting dan

Largest to Smallest : sap xép giam dan

- Add Level: Thém muac sap xép (danh dé sap xép cho nhiing ban ghi bi
trung 1ap & khoa dau).

- Delete Level: X6a mic sap xép

- Copy Level: Sao chép muc sap xép

- Options: Chon huéng sap xép

- My data has header: Bat tat ché d chira dong tiéu dé ciia CSDL

Cach 2: Sir dung Iénh trén thanh Ribbon (s@p xép nhanh)

- Di chuyén 6 hoat dong vao trudng trong CSDL can sap xép

- Chon Iénh Data\Sort & Filter\Sort Smallest to Largest 2+ : sip xép
dir liéu tang dan

- Chon Iénh Data\Sort & Filter\Sort Largest to Smallest ¢ : sip xép
dir liéu giam dan

4.3.3. Sao chép, di chuyén ndi dung ciia &

Di chuyén di¥ ligu

- Chon khdi dit liéu can di chuyén.

- Chon Iénh Home\Clipboard\Cut %

- Pua 6 hoat dong dén vi tri can di chuyén dit liéu dén.

- Chon thuc don Home\Paste L=1

Sao chép dir liéu

- Chon khdi dit liéu can sao chép.
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- Chon 1énh Home\Clipboard\Copy :
- Pua 6 hoat dong dén vi tri can sao chép dir licu dén.

- Chon 1énh Home\Clipboard\Paste L=

Sao chép vdi nhitng thong sé dc bigt

Céc thao tac tuong tu nhu trén nhung khi dan dir liéu ta bAm vao miii tén
ctia 1énh Home\Clipboard\Paste va lya chon mét trong cac thong sb sau:

- All: Sao chép toan bg.

- Formulas: Chi sao chép ndi dung nhu phan hién thi trén thanh cong
thirc.

- Values: Chi sao chép gia tri dung theo dang hién thi trong 6.

- Formats: Chi sao cheép dinh dang.

- Notes: Sao chép ghi cha.

*Chay:

- Néu pham vi ciia cac 6 dich lién ké v&i 6 nguodn, cé thé sao chép bang
cach di chuot t6i nut Fill Hand sao cho con trd chudt bién thanh hinh dau + thi
bam ré chudt hét ving can sao chép.

- Khi ta sao chép vao trong pham vi cac 6 dang chira dit kién thi Excel s€
tu dong thay thé dir kién méi.

Xoa dit liéu

- Chon khoi 6 dit liéu can xo4.

- Chon 1énh Home\Editing\Clear, chon mét trong cac 1énh sau:

+ All: Xo04 ca ndi dung va dinh dang ca dir lidu.

+ Format  : Chi xo04 dinh dang.

+ Contents  : Chi xo0a noi dung (bam phim Del).

+ Comment  : Chi x6a chu thich.

Nhip dir ligu tw dpng cho day bién déi déu

Trong day bién d6i déu, d6 chénh léch giira hai 6 lién tiép dugc goi la gia
tri budc nhay (Step Value)

Céch 1:

- Nhap dir liéu vao 6 dau tién ciia day bién d6i déu, dat 6 hoat dong vao 6
nay.

- Chon Iénh Home\Editing\Fill\Series. Xuat hién hop thoai:
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.
Series
Series in Type
@ Rows ‘@' Linear
) Columns | Growth
Date It
AutoFill fear
" | Trend
Step value: Stop value:
l OK ] ‘ Cancel ]

+ Series in: Chon chiéu nhap dir li€u ty dong theo dong (cot).

+ Type: chon kiéu nhap dir liéu ty dong. Ngam dinh 13 Linear (tuyén
tinh). PSi v6i ddy khong phai bién doi déu co thé chon cac muc khac nhu
Growth, Date, AutoFill.

+ Step Value: Gia tri budc nhay

+ Stop Value : Gia tri cudi ciing ctia day

+ Bam chon OK.

Céch 2:

- Nhép dit liéu vao 2 6 dau tién cua day bién ddi déu.

- Chon 2 6 vura nhap dir licu

- Di chuyén tro chuét t6i nat Fill Hand (goc duéi phai khdi 6) sao cho
con trd chudt c6 dang dau “+” , bam ré chudt theo huéng can dién diy bién doi
déu.

4.4. THAO TAC TREN TRANG BANG TiNH

4.4.1. Dong va cot

Luwa chon khoi 6

Lua chon 6 hoic khdi 6 cta bang tinh nham chi dinh pham vi dir liéu can
dugc xur 1y, cac 6 dugc chon s€ thé hién trén mau tuong phan (mau den) trur 6
hoat dong (tirc 13 6 dau tién cua ving duoc chon, dia chi 6 d6 duogc thé hién trén
thanh cong thirc).

- Chon 1 0: Bam chudt vao 0 can chon hodc dung cac phim <, T 4
dé di chuyén t6i 6 can chon.

- Chon mét khoi é lién tuc: Bam ré chudt tir 6 goc trén bén trai xudng 0
goc dudi bén phai cia khdi 6 hodc bdm chon 6 gdc trén trai, gitr phim Shift va
bam chon 6 goc dudi phai.

- Chon cdc khoi 6 roi rac: chon khéi dau, tir khéi thr hai tro di gilt phim
Ctrl khi chon.

- Chon khoi 6 la dong hodic cét: chi can bam chudt vao sd thtr tu dong
hodc tén cac cot mudn chon.

- Chon toan b bang tinh: BAm chudt vao 6 giao cua dong tén cot va cot
s6 thir tw dong (goc trén bén trai cia bang tinh).
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- Huy b6 lwa chon : Bam chudt vao 6 bat ky trong bang tinh.

Hiéu chinh céu triic bing

Thay déi dp rong cét, chiéu cao dong

Cach 1: Swr dung chuit

- Thay ddi d6 rong cot: Di chudt téi ranh gi6i phai cua tén cot mudn thay
d6i d6 rong cho dén khi tré chudt chuyén thanh hinh mii tén hai chiéu («>), bAm
ré chuot td1 d§ rong vura y, tha chuot.

- Thay d6i chiéu cao dong: Di chudt t6i ranh gi¢i dudi cua 6 s tht tu
dong mudn thay d6i chiéu cao cho dén khi tré chudt chuyén thanh hinh mii tén
hai chiéu («>), bAm ré chudt t6i chiéu cao vira y, tha chuét.

Cach 2: Swr dung thanh Ribbon

- bat 6 hoat dong vao 6 trong dong hodc trong cot mudn thay doi.

- Thay d6i d6 rong cot: Chon 1énh Home\Cell\Format\Columns Width.
Xuat hién hop thoai, gd chi s6 d6 rong cot roi go OK.

[ Cokemn Widh [ 2 -]

Column width:

| OK | ’ Cancel I

- Thay d6i do cao dong: Chon 1énh Home\Cell\Format\Row Height.
Xuit hién hop thoai, go chi s6 do cao hang roi g0 OK.

Row Heght [ 2 li:bl

Row height:

l OK |[ Cancel I

Cheén cac o, dong, cot

- Chon 1énh Home\Cells\Insert

- Chon céc 6, dong, cdt tai vi tri can cheén.
+ Chon Insert Sheet Rows: chén dong

+ Chon Insert Sheet Columns: chén cot

+ Chon Insert Cells : xuét hién hop thoai, lwa chon 1énh chén 6
[ Insert [i;}l‘

Insert
1 Shift cells right

~ ) Entire row
Entire column

| oK | | Cancel ]

Shift Cell right: Chén 6 méi tai vi tri chon, chuyén dit liéu cii sang phai.
Shift Cell down: Chén 6 mdi tai vi tri chon, chuyén dit liéu cii xuéng
dudi.
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Entire row: Chen thém ca dong

Entire column: Chen thém ca cot

Luu y: Cac dong s€ dugc chen lén phia trén dong dugc lya chon va cac
coOt s€ duoc chén vao bén trai cot dugc chon.

Xod cac o, cot, dong.

- Chon cac 6, dong, cot can x0A4.

- Chon Iénh Home\Cell\Delete

+ Chon Delete Sheet Rows: x0a dong.

+ Chon Delete Sheet Columns: x6a cot.

+ Chon Delete Cells : xuat hién hop thoai, lyra chon 1énh x6a 6
i Deicte ] I—éIE—J 3

Delete

) Shift cells up
~ ) Entire row
Entire column

I OK I l Cancel |

Shift Cell left: X6a 6 hién thoi, chuyén di liéu tir 6 bén phai sang

Shift Cell down: Xéa 6 hién thoi, chuyén 6 phia duéi 1én

Entire row: Xoa ca dong

Entire column: Xo6a ca cot

4.4.2. Trang tinh

Mo trang bang tinh:

Bam chon tén sheet cAn m& & thanh sheet tab.

Déi tén trang bdng tinh:

Bim phai chudt 1én tén sheet cin ddi tén & thanh Sheet Tab,
chon Rename, go vao tén mai, an phim Enter.

Luwu y: Excel 2010 khong cho phép dung cac ky hiéu, ky tu dic biét dé
dat tén (nhu: /\ ? *:) dé dit tén cho sheet.

Cheén thém trang bdng tinh:

Chon nut Insert WorkSheet “J. trén thanh Sheet Tab

Hodc 4n Shift+F11, sheet m&i duge chén vao trude sheet hién hanh.

Hodc chon 1énh Home\Cells\Insert chon Insert sheet.

Hodc bim phai chudt 1én thanh sheet tab, chon Insert...,
chon Worksheet bdm OK.

Xoa trang bdng tinh:

Chon Sheet mudn x6a, chon 1énh Home\Cells\Delete chon Delete sheet
hodc bam phai chudt 1€n té€n sheet mudn x06a, chon Delete, bAm OK dé xac nhan
X0a.

Sdp xép cdc trang bang tinh:
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+ Di chuyén trang bang tinh: Bam ré chudt vao tén sheet can di chuyén,
kéo tGi vi tri méi hodc bAm phai chudt 1€n tén sheet can di chuyén, chon Move
or Copy, xuét hién hop thoai Move or Copy, chon vi tri can di chuyén toi,
bam OK

+ Sao chép trang bang tinh: Giit phim Ctrl két hop bam ré chudt 1én tén
sheet t&i vi tri can sao chép hoac bam phai chudt 1én tén sheet can sao chép,
chon Move or Copy, xuit hién hop thoai, chon vi tri dit ban sao trong
ving Before sheet, chon Creat a copy, bim OK.

T6 mau cho tén trang bdang tinh:

Bam phai chudt vao tén sheet can t6 mau, chon Tab Color, chon mau to.

An/ hi¢n trang bang tinh:

Bim phai chudt vao tén sheet, chon Hide/Unhide, chon tén sheet an
an/hién, bam nut OK.

4.5. BIEU THUC VA HAM

4.5.1. Biéu thirc s6 hoc

Tao cong thize tham chiéu dén gi4 tri trong cac 6 khac

Chon mot 6.

Nhép dau bang =.

Luu y: Cong thirc trong Excel ludn bat dau v4i dau bang.

Chon mdt 6 hodc nhap dia chi cia 6 d6 vao 6 dugce chon.

Jhet
Doanh s8 ! 120
Chi phi chung 100
|Lqinhuén =B2

Nhéap mot toan tir. Vi du: — cho phép trur.
Chon 6 tiép theo hodc nhap dia chi cua 6 d6 vao 6 dugc chon.

Nhén Enter. Két qua cta phép tinh s& xuat hién trong 6 chira cong thuc.
Cic 16i trong biéu thirc
Léi bdo  |Nguyén nhan

# DIV/O!  [Trong cong thuc ¢ phép tinh chia cho s6 khéng (0)

#N/A Cong thirc tham chiéu dén 6 c6 muc nhap #N/A hoic gb mot s6 ham khong
c6 ddi sb
#NAME?  [Trong cong thirc c6 mot tén ma Excel khong hiéu duoc

#NULL!  [Xay ra khi xac dinh giao giira 2 ving nhung trong thyc té 2 ving d6 khong
giao nhau
#NUM!  [Xay ra khi dit liéu s6 c6 sai sot
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H#REF! Xay ra khi trong cong thirc tham chiéu dén mot dia chi khdng hop 16

#VALUE! [Trong cong thic ¢d cac toan hang va toén tu sai kiéu

4.5.2. Ham

Khai niém

Ham trong Excel 1a nhiing chuong trinh duoc viét sin dé thuc hién mot
chtrc nang, nhiém vu nao déy dua trén nhiing dir liéu da cho va tra lai mot hoac
nhiéu két qua. Ta co thé str dung cac ham c6 san cua Excel hodc co thé tu dinh
nghia ra nhiitng ham ma&i cho riéng minh.

Dang thtrc chung ctia ham:

=<Tén ham>(Doi s6 1, Doi 56 2,...,Déi 56 n)

Trong do:

*Tén ham:

- Tén ham duogc dat theo qui udc dat tén cuia Excel.

- Tén ham c6 thé nhap bang chit thudng hoic chir hoa.

- Tén ham khéng chira cac ky tu trang.

* Poi s0:

- Nhiing gia tri ma ta phai cung cp cho ham khi str dung dugc goi 1a doi
s6 ctia ham. Phan 16n ham trong Excel déu ¢ ddi sb.

- S6 luong cac d6i s sé tuy thudc theo timg ham va tuy timg trudng hop
ma c6 nhiéu hay it, cic d6i s6 s& ngin cach ngam dinh bdi dau phay “,” va
chdng phai duoc nam trong dau cip dau ().

- Péi s6 o thé 1a cac hang (s0, ky tu, ngay thang), dia chi 6, dia chi khdi
o, biéu thirc hodc c6 thé 1a cac ham khéc... Néu dbi s6 1a hang ky tu hodc hang
ngay thang thi doi s6 d6 phai dugc dit trong cap dau nhay kép.

Cach nhdp ham

- Nhép truc tiép tén ham tir ban phim.

Hodc: Nhap ham béng cach sir dung nat fx trén thanh cong thirc. Hop
thoai xuét hién 1a mot bang liét ké cac ham c6 trong Excel.

91



Insest Funchon |M
Search for a function:

ype a brief description of what you want to do and then dick l Go I

Or select a category:  Most Recently Used IZ'

Select a function:

-

AVERAGE |
IF = i
HYPERLINK | 4
COUNT
MAX

SIN L

SUM(numberi,number2,...)
Adds all the numbers in a range of cells.

Help on this function ‘ oK ] [ Cancel ]

~

- Search for a function: Tim kiém ham

- Select a category: Bam chon nhém ham. Ham trong Excel dugc chia ra
rat nhiéu loai (ham sb, ham ngay thang, ham logic,...)

- Select a function: BAm chon tén ham.

- BAm OK. Hop thoai nhap ddi s6 cho ham duge chon xuat hién

- Nhép céc gia tri vao timg khung dbi s6 tuong Ung.

r
A
- Bam Ok.
Function Arguments @
SUM
Numberl s =
Mumber2 e =

Adds all the numbers in & range of cells.

Mumberl: numberl,numberz,... are 1 to 255 numbers to sum. Logical values and text
are ignored in cells, induded if typed as arguments.

Formula result =

Help on this function [ (0].4 ] [ Cancel ]

Cac ham thuwong dung

Excel c¢6 trén 300 ham vé nhiéu linh vuc: ham s6 hoc, ham théng ké, ham
logic, ham ky tu, ham ngay thang, ham tim kiém,. ..

MOD

Cu phap: MOD(Number, Divisor)

Trong do:

Number: 12 s bi chia cua phép chia nguyén

Divisor: 1a s6 chia cua phép chia nguyén

92



Cong dung: Lay phan du ciia mot phép chia nguyén

ROUND

Cu phap: ROUND(Number,Num_digits)

Trong do:

Number: 1a sb can lam tron

Num_digits: 1a s6 chir s6 can lam tron

+ Néu Num_digits > 0: Number duoc 1am tron theo Num_digits ¢ phan
thap phan

+ Néu Num_digits = 0: Number dwgc 1am tron lay phan nguyén

+ Néu Num_digits < 0: Number dugc 1am tron theo Num_digits & phia
trai cua dau cham thap phan

Cong dung: Ham lam tron s6 Number co xac dinh sé chir sb
Num_digits.

SUM

Ca phap: SUM(Numberl, Number2,...)

Trong do:

Numberl, Number2,..., NumberN: |a cic s can tinh tong

Cong dung: Tinh tong cac biéu thirc sb trong danh sach cac doi so.

Vi du: Hay Tinh tong diém cho cac sinh vién

Tai 0 F5 thuc hién cong thac  =SUM(C5:E5)

AVERAGE

Cu phap: AVERAGE(Numberl, Number2,...)

Trong do:

Numberl, Number2,... NumberN: 12 c4c sb can tinh trung binh

Cong dung: Tinh trung binh cong cic biéu thic sb trong danh sach céc
ddi so.

MAX

Cu phap : MAX(Numberl, Number2,...)

Trong do:

Numberl, Number2,..., NumberN: & cic s6 can tim gia tri 16n nhat

Cong dung : Tim gia tri 16n nhat cta cac biéu thirc sb trong danh sach
cac ddi sb.

MIN

Cu phap : MIN(Numberl, Number?2,...)

Trong do:

Number1, Number2,..., NumberN: |4 cic s6 can tim gia tri nho nhat

Cong dung : Tim gié tri nho nhat cua céc biéu thic s6 trong danh sach
cac dbi sb.

COUNTA
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CU phap : COUNTA(Valuel, Value2,...)

Trong do:

Valuel, Value2,...ValueN: 1a cac gia tri dbi s6

Cong dung : Thong ké s luong céc gid tri trong danh sach céc dbi so.

COUNT

Cu phap : COUNT(Valuel, Value2,...)

Trong do:

Valuel, Value2,..., ValueN: 12 c4c gia tri ddi sb

Cong dung : Thong ké s luong céc gid tri sd trong danh sach cac dbi sb

Chuy:

Céc ddi so 1a s, ngay thang hay trinh bay dang vin ban cua s6 (vi du, s6
nam trong dau trich dan, chang han nhu "1") s& duoc thong ke.

Céc gia tri 16-gic s& duoc thong ké.

Céac ddi sb 1a vian ban hay gia tri 18i khong thé chuyén doi thanh sb s&
khong duogc thong ké.

Néu dbi s6 12 mang hay tham chiéu, chi cac cac sb trong mang hay tham
chiéu d6 méi duge dém. Cac 6 tréng, gia tri 16-gic, van ban hodc gia tri 1i trong
mang hodc tham chiéu s& khong dugc thong ke.

DAY

Cu phap : DAY (Serial Number)

Trong do:

Serial Number: la dit liéu kiéu ngay thang

Cong dung: Lay gia tri ngay trong dit liéu dang ngay thang.

MONTH

Cu phap: MONTH(Serial Number)

Trong do:

Serial Number: la dit liéu kiéu ngay thang

Cong dung: Lay gia tri thang trong dit liéu dang ngdy thang.

YEAR

Cu phap: YEAR(Serial Number)

Trong do:

Serial Number: la dit liéu kiéu ngay thang

Cong dung: Cho gia tri nam trong dir liéu dang ngay thang.

TODAY

Cu phap: Today()

Cong dung: Cho gia tri ngay thang hién tai ctia hé thong may tinh.

LEFT

Cu phap: LEFT(Text, Num_chars)

Trong do:
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Text: 12 xau ky ty ban dau

Number_chars: S6 ky tu can trich

Cong dung: Trich mot s ky tu twong img véi Num_chars tir bén trai cua
Text

RIGHT

Cua phap: RIGHT(Text, Num_chars)

Trong do:

Text: 12 xau ky ty ban dau

Number_chars: S6 ky tu can trich

Cong dung: Trich mot sb ky tu twong tng v6i Num_chars tir bén phai
cua Text

MID

Cua phap: MID(Text, Start Num, Num_chars)

Trong do:

Text: 12 xau ky ty ban dau

Start_Num: vi tri bat dau trich

Number_chars: S6 ky tu can trich

Cong dung: Trich mot s ky tu twong tng véi Num_chars, bat dau tir vi
tri Start_Num trong Text.

LEN

Cu phap: LEN(Text)

Trong do:

Text: la xau ky tu

Cong dung: Cho biét o dai cia Text.

AND

Cu phap: AND(Logicall, Logical2,...)

Trong do:

Logicall, Logical2,..., LogicalN: |a c4c biéu thuc Logic md ta cac diéu
kién cua dé bai.

Cong dung: Thuc hién toan tir két hop VA (AND) giita cac biéu thirc
logic.

Thue hién: Him nay chi tra lai gia tri True khi tat ca cac dbi s ciia ham
nhan gia tri True va tra lai gia tri False khi c6 mét trong céc dbi s6 nhan gia tri
False.

OR

Cu phap : OR(Logicall, Logical2,...)

Trong do:

Logicall, Logical2,..., LogicalN: |a c4c biéu thic Logic mo ta cac diéu
kién cua dé bai.
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Cong dung: Thuc hién toan tir két hop HOAC (OR) giita cac biéu thirc
logic.

Thue hién: Ham nay tra lai gia tri True khi c6 it nhat mot dbi s6 ctia ham
nhan gia tri True va trd lai gia tri False khi tat ca cac doi sb6 cia ham nhéan gia tri
False.

IF

Cua phap: IF(Logical_Test, Value_if True, Value_if False)

Cong dung: Thuc hién viéc nhap dir li€u theo yéu cau, diéu kién cua dé
bai.

Trong do:

Logical_Test: 1a biéu thuc logic dién ta diéu kién cua bai toan

Value_if_True: gia tri két qua ciia ham IF néu Logical Test dung

Value_if False: gia tri két qua ctia ham IF néu Logical Test sai

Thure hién: May tinh s& kiém tra gi4 tri cta biéu thirc logic. Néu biéu thirc
logic tra lai gia tri True thi két qua cia ham IF nhan gia tri Value if true,
nguoc lai thi két qua ctia ham IF nhan Value if false.

VLOOKUP

Cu phap:

VLOOKUP(Lookup_value,Table
array,Col_index_Num,Range_lookup)

Cong dung: Thuc hién viéc tim kiém mét gia tri trén cot dau tién cua
bang tham chiéu va cho két qua twong tng trong cot chi dinh.

Trong do:

- Lookup_value: gia tri dbi chiéu voi cot dau tién cua bang tham chiéu
dé lay duoc gia tri can tim.

- Table_ array: dia chi tuyét ddi cia bang tham chiéu, khong liy dong
tiéu dé.

- Col_index_Num: Sé thi tu cot chtra gia trj can 14y ctia bang tham chiéu
(tinh theo thir ty tir trai qua phai va bat dau tir 1).

- Range_lookup: Céch tim kiém trén bang tham chiéu.

+ TRUE (1) - ngam dinh: Tim kiém tuong dbi. Cot dau tién cta bang
tham chiéu can phai duoc sap xép theo chiéu ting dan.

+ FALSE (0): Tim kiém chinh x4c. Cot dau tién cua bang tham chiéu
khong can sap xép.

HLOOKUP

Cu phap:

HLOOKUP(Lookup value, Table
array,Row_index_Num,Range_lookup)

Cong dung: Thyc hién viéc tim kiém mot gia tri trén dong dau tién cla
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bang tham chiéu va cho két qua tuong ung trong dong chi dinh.

Trong do:

- Lookup_value: gia tri d6i chiéu v6i dong dau tién ciia bang tham chiéu
dé lay duoc gia tri can tim.

- Table_ array: 1a dia chi tuyét dbi cta bang tham chiéu, khong 14y cot
tiéu de.

- Row_index_Num: Sé thr tur dong chtra gid tri can ldy cua bang tham
chiéu (tinh theo tht tu tir trén xubng dudi va bat dau tir s6 1).

- Range_lookup: Céch tim kiém trén bang tham chiéu.

+ TRUE (1) - ngdm dinh: Tim kiém tuong d6i. Dong dau tién cta bang
tham chiéu can phai duoc sap xép theo chiéu ting dan.

+ FALSE (0): Tim kiém chinh xac. Dong dau tién ctia bang tham chiéu
khong can sap xép.

4.6. PINH DANG MOT O, MOT DAY O

4.6.1. Kiéu so, ngay thang, tién té

Pinh dang s6 dé thay d6i dang thé hién cia dir liéu s6. Chon 1énh Home\
Number Generl " : Chon kiéu dinh dang sé. C6 nhitng kiéu sé nhw
sau: s6 ngim dinh (General), sé thwc (Number), tién té (Currency), ngay
thang (Date), phén tram (Percentage), phan s6 (Fragtion),...

$ © . Chon kiéu tién t¢
*: Chon kiéu %
* |: Chon kiéu dau phay phan cach hang nghin

%6 8. Tang, giam s chit sb thap phan
- Mo hgp thoai Number:
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Formnat Ceks li]&]

Number \ Alignment l Font l Border l Fill _J__Protecbon_
Category:
General - Sample
1000.00
Currency
Accounting Decimal places: |2 <
Date
Time [7] Use 1000 Separator (,)
Percentage
Fraction Negatve numbers:
Sdentific -
Text: 1234.10
Spedal (1234.10)
Custom (1234.10)

Number is used for general display of numbers. Currency and Accounting offer specialized formatting
for monetary value.

[ OK ] | Cancel ]

Category chon kiéu dinh dang sb. Excel ¢6 nhiing kiéu dinh dang s6 nhu
sau:

General: Dinh dang sé theo ngam dinh

Number: Dinh dang s thuc

Curency: Dinh dang s6 dang tién té

Accounting: Dinh dang sé dang sé ké toan

Date: Binh dang s6 dang thoi gian — ngay thang

Time: Dinh dang s6 dang thoi gian — gio phat gidy

Percentage: Dinh dang s6 dang phan trim

Fragtion: Dinh dang s6 dang phan sb

Scientific: Dinh dang sé dang khoa hoc (E)

M®i khi chon mét kiéu dinh dang sd, s& xuat hién céc tly chon tuong ¢ng,
thong thuong bao gom céc tly chon sau:

Sample: hién thi mau dix liéu so.

Decimal places: chon s6 chir s6 thap phan sau dau phay.

Type: Kiéu hién thi trén man hinh.

Use 1000 seperator(,): Sir dung dau phay lam diu phan cach giira cac
phan don vi.

Symbol: Céc ky hiéu hién thi ciing dit liéu sb.

Negative Numbers: Chon dang thé hién cua s am.

4.6.2. Van ban

a/ Dinh dang ky tu:

Pinh dang ky tu 1a thao tac nham thay d6i Font chir, kiéu chit, kich ¢,
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mau chit. Chon 1énh Home\Font:

- Pinh dang mau chit: bAm chon nut Font trén thanh dinh dang, xuat hién
dé hién thi cac

cdc mau chit, bAm chon mot mau chit (co thé st dung thanh cudn
Font khé&c).

- Pinh dang co chir: bam chon nat Font Size trén thanh dinh dang, Xuét

hién cac c& chir, bam chon mot c¢& chir.
- Dinh dang kiéu cho chir:

+ Bam chudt vao nat ‘B kiéu chir ddm
A PR R Y ~ <A
+ Bam chudt vao nat = kiéu chir nghiéng

+ BAm chudt vao nat -2 kiéu chit gach chan

Border dé md hop thoai Border:

Format Cefs

[P |

| Number | alignment | Font ]

Line Presets
Style:  [aeeaes : fr——
[None -=e= | s B |3
e s ’ None Qutline Inside
!- ___________ 1 Border
i — B
| .
[l |
i X o Text
Color:

Automatic E] j‘

& [E] | G &

above.

The selected border style can be applied by dicking the presets, preview diagram or the buttons

Lo ||

Cancel

Hop thogi dinh dang ké bang
Khung Presets: chon mau tao vién
+ None: khong tao vién
+ Out line: Tao vién ngoai
+ Inside: Tao vién ludi
Khung Line:
+ Style: Chon nét vién.
+ Color: Tao mau sic cho vién
Khung Border: Vi tri hién thi ca cac dudng vién twong tmg.
- Dinh dang mau sdc:

£ P r, | S \ X
+ Bam chuot vao nut : Chon mau nén




+ Bé&m chuot vao niit £ *: Chon mau chit

- Mo hgp thoai Font:

7 N
Format Cells ‘M
l Number l Alignment [ j Border l Fill I Protection
Font: Font style: Size:
| Calibri Regular 11
[ E Cambria !Eieadinisi - | e - 8 -
{ = Italic 9 —
| T Vn3DH —I| |Bold 10 —
|'ﬁ' .VnArabia Bold Italic
| | Fp .vnArabiaH 12
| TP, VnArial > | > 14 ¥
Underline: Color:
None [~] | (| [7]Normal font
Effects Preview
[ strikethrough
[T] superseript — AaBbCcYyZz SRR
[T subscript
This is a TrueType font. The same font will be used on both your printer and your screen.

[ OK ] [ Cancel J

+ Thay doi méu chi#: Chon mot mau chir trong khung Font.
+ Thay déi kiéu chiv: Chon mot kiéu chit trong khung Font Style.
+ Thay déi kich ¢é chir: Chon hodc g0 mot cd chir trong khung Size.
+ Thay déi mau chit: Chon mau cho chir trong khung Color.
+ Chi¥ gach chén: Chon mot kiéu gach chan trong khung Underline.
None: Khong gach chan.
Single : Gach nét don.
Double: Gach nét doi.
+ Khung Effect véi cac y nghia sau:
Strikethrogh : Gach ngang lung chir.
Superscript: Chi s6 trén.
Subscript: Chi s dudi.
Dinh dang 1é
Dinh dang 1é dgé thay doi dinh dang 1é cua dir liéu trong 6. Chon 1énh
Home\ Alignment

+ Bam chudt vao nit canh bién I¢ trai trong 6

+ Bam chu6t vao nut = canh bién giita trong 6 (chiéu ngang)

+ Bam chudt vao nat = canh bién phai trong 6

+ Bam chudt vao ntit |= canh bién 1€ trén trong 6

+ Bam chudt vao nit canh bién gitra trong 6 (chiéu doc)
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+ Bam chudt vao nat =/ canh bién I¢ dudi trong 6

+ BAm chuot vao nut |#7| canh dit liéu chéo &

X PO , . =9 Wrap Text Ag 1% A 2A £ \

+ Bam chuot vao nat =P ¥ bat tit che do cudn dong
A Mg == (S i -~ . A

+ Bam chudt vao nut de gbp va canh gitra cic 0.

- Mo hop thoai Alignment:
- Fomat Cebs | ? léfhl

r m I - s |
| Number | : Alignment i| Font I Border l Fill | Protection |

Text alignment Orientation
Horizontal: [ e - 1
General E] Indent: e 7
Vertical: 0 =

Bottom E}

justify distributed

Text

|

PY

>

Text control | - g
[ Wrap text ,O AL
"] shrink to fit
[] Merge cells

> Degrees

Right-to-left
Text direction:

Context E’

| OK I l Cancel

- Khung Horizontal (phan b6 dit liéu theo chiéu ngang).

+ General: m3c nhién. + Center: Canh gifira.

+ Left: Canh tréi. + Right: Canh phai.

+ Justify: Canh déu vé hai bén.

+ Center Across Selection: Canh vao giira khdi 6 da chon

- Khung Vertical (phan bd dit liéu theo chiéu doc).

+ Top: Canh trén.

+ Center: Canh gitra.

+ Bottom: Canh dudi.

4.6.3. Cin chinh, tao hiéu ng vién

Mo hop thoai Alignment , Khung Orientation: Chon hudng dir lidu.

+ Muc Wrap Text: Bat/ tit ché do tu dong xudng dong dit liéu trong 6
khi d¢ dai ddy di liéu Ion hon d6 réng 6 (néu muébn xudng dong di liéu theo y
minh thi dat con tré trudc vi tri can xudng dong va an Alt + Enter)

+ Muc Shrink to fit: Bat/ tat ché d6 nén dit liéu cho vira do rong 6

+ Muc Merge cells: Bat/ tat ché do gop cac 6

4.7. BIEU PO

Thao tac:
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- Lya chon pham vi ving chura ditr li¢u (ti€u dé, sb ligu) can minh hoa.
- Chon I¢nh Insert\Chart, chon kiéu d6 thi

Hiéu chinh d6 thi

- Chon dd thi: BAm chu6t vao do thi

- Thay doi kich thudc: Bam ré chudt vao cac mbc vudng trén do thi

- D1 chuyén dd thi: BAm ré chudt trén do thi

- Xo4 d6 thi: BAm phim Delete.

Pinh dang db6 thi

- Bam chon do6 thi

- Bam chon 1énh Design: Thiét ké db thi vé kiéu dang, di liéu,...

i3 Home  Insert PageLayom Fomulas  Data  Review  View | Design | layout Format
a‘ h
§ I ~ | Move

L ﬂ M
Change SaveAs  Switch  Select J-l Ju_Hl I l I I I I I I

(hart Type Template | Row/Column Data (hart

Type Data Chart Layouts Location

- Bam chon lénh Layout: Hién tri cac thanh phan trén d thi

Flil.e‘ Home  Inset  Pagelayout Formulas Data  Review  View ' Design | Lajout | Format

v Format Selecion
- Picture Shapes Tet  Chart Axs legend Data Data | Axes Gridings Plot Chart Chat 30 Trendling Lines U Error
4 Reset o Natch S v Box | Ter Tt v labelseTabler v v Awar Wl Floor Rofation st BarsY
Cument Selection Insm Labels LaE' Backaround Analysis Properieg

- Bam chon 1énh Format: Pinh dang, trang tri d6 thi

Flle Home  Dsed  Pagelayout  Fomulas  Dafa  Review  View  Design lyout ‘ Fumwat a\@a

(hat Ara QShapefil Im il 3 i ¢

‘ SO I L
\”J omat Selection b[ Abe Ao | [ A v/ EDEOUNIHE A A 5 Vlm Octne + | Send adtyard .;
_/ v M Brbats ,J,‘ Width: 5" :

Rt ot sy Tetefets+ ) ein i

Current Sfection Shape Shles i WordArt Syles i Allange

4.8. KET XUAT VA PHAN PHOI TRANG TiNH, BANG TiNH
4.8.1. Trinh bay trang tinh dé in

Diit 1é ciia trang gidy khi in:

- Muc dich: Pat 1& va chon hudng in cho cac bang tinh trong Microsoft Excel:
- Thao tac: Kich chudt vao menu Page Layout chon cong cu Margins:

+ Kich chudt dé chon kich thudc 1€ mic dinh.

+ Kich chudt vao myc Custom Magins... dit 1 tr chon man hinh xuét hién.
Thé Margin: Cin Ié trang in

Top: Lé trén

Bottom: Lé& dudi

Left: L& trai

Right: Lé phai
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Center on page: Chinh dir li¢u vao gilia trang

Horizontally: Chinh gitta trang theo
chiéu ngang

Vertically: Chinh gilta trang theo
chiéu doc

Chon hwéng in ciia kho gidy:

Kich chudt vao menu Page Layout
chon cong cu Orientation

Thiét lap gidy in

Chon Portrait: Néu in gidy doc

Chon Lanscape: Néu in gidy ngang

Chon kho gidy:

Kich chuft chon menu Layout chon
cong cu Size, chon kho giéy can sir dung
(thuong sir dung kho gidy A4)

Thao tdc ngit trang bdng tinh:

Kich chudt bdi den vi tri can ngat
trang, kich chudt vao meu Page Layout chon
cong cu Break:

- Insert Page Break: Ngit trang tai vi
tri boi den

- Remove Page Break: Xoa bo phan

ngat trang tai vi tri boi den.
- Reset All Page Breaks: Pua vé trang
thai ngat trang ban dau.

Page Setup -8l

| Header Footer | Sheet |

| Page |

Top: Header:
0755 03 |5
Left: Right:
07 = 07 =
Bottom: Footer:
0755 03 =
Center on page
[T Horizontally
[T vertically
[ Print... I IPrintPrevieﬂ ‘ [ Options... I
[ OK ] I Cancel ‘
Formulas Data Review View
| —| —
L s | *

a M=\ g Ig =
==y | | ;
Print { Breaks Background Print
Area~v N, ~ 4 Titles

ge Jetup Insert Page Break

Remove Page Break

C Reset All Page Breaks

Thao tic xdc dinh tiéu dé cho bing tinh:

Nhiéu bang tinh c6 dg dai nhiéu hon 1 trang, do do dé tiéu dé co tai tat ca
cac trang bang tinh ta thyc hi¢n viéc xac dinh ti€u dé cho bang tinh.

- Thao tac: Kich chudt vao menu Page Layout chon cong cu Print Title

man hinh xuat hién:

Insert Page Layout Formulas Data Review View

Sl R y
| t _J J -**ZH | ———
Margins Orientation Size Print Breaks Backgroun

- B - Area~ -

Page Setup

s ¥

Print area: Nhap dia chi ving muén in (trudng hop khong mudn in ca trang).
Print titles: In cac tiéu dé hang (cot) gidng nhau trén céc trang in.
Rows to repeat at top: Chon hang can lip lai trén céc trang in.
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Columns to repeat at top: Chon cot can 1ap lai trén cac trang in.
Print:

Gridlines: In c6 duong 161.

Black and white: In den tring.

Draft quality: In nhap (khong c6 duong 161).

Row and column headings: Pé muc dong va cot caa Excel.
Comments: In ca nhiing 101 chu thich.

Page Order: chon phuong huéng in:

+ Down, then over: In tir trén xudng dudi, hét sang trang bén phai in tiép.
+ Over, then down: In timg trang tir trai qua phai va in xudng duéi
Thao tdc cheén tiéu dé diu va tiéu dé cuéi cho trang in:

) Kich chuot vao menu ‘Ins_e‘rt chofl d 2 & T Q
cong cu Header & Footer man hinh xuat ordart Signature Object. | Equation Symbol
hién, kich chudt vao vi tri cAn chén tidu e s
dé dau hodc tiéu dé cudi. Chinh stra
phong chit.

Thodt khéi ché do Header &
Footer: Kich chudt vao menu View chon
cong cu Normal
4.8.2. Kiém travain
Kich chudt vao menu File chon Print (hodc nhan to hgp phim Ctrl + P)
man hinh xuét hién:
Cira s6 phai xem tong thé trang in.
Cira s6 trai xuat hién (Print):
+ Copies: chon s6 ban can in
+ Printer: Chon tén may in can sir dung (Néu c6 nhiéu may in)
+ Settings: Chon ving can in
. Print Active Sheets: In tat ca cac trang trong ciing bang tinh,
. Print Entire Workbook: In tat ca cac trang trong tit ca cac Sheet cua
File bang tinh.
. Print Selection: In ving boi den.
+ Page: In tir trang — t6i trang (VD: 2-5 In tir trang 2 dén trang 5)
Kich chudt vao nat Print
4.8.3. Phan phdi trang in
Luu tdp tin thanh tap tin PDF:
Chon 1énh File/ Save As
Chon thu muc muén luu tap tin PDF, nhap tén tap tin, chon kiéu tap tin la
PDF trong hop tha Save as Type
Standard (publishing online and printing)/ Minimum size (publishing
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online): nén két qua tap tin PDF dé sir dung trén web

Open file after publishing: chon ty dong mo tap tin PDF két qua ngay sau
khi chuyén dbi thanh céng

Option: chon pham vi dit liéu muén chuyén d6i

T | <« Giaot.. » Dulieu TH Excel v & Search Du Lieu TH Excel

Organize v New folder

> Date modified
4 Libraries
E_ﬂ Decuments No items match your search,
J" Music
|&=| Pictures
E Videos

v <

File name: | dulieu

Save as type: | PDF

Authors:  Admin Tags: Addatag

Optimize for: (@) Standard (publishing Open file after
online and printing} publishing

() Minimum s
(publishing onli

\ Options... \

{~ Hide Folders Tools -

Luwu tai liéu ¢ mat khiu
Trong hop thoai Save As, chon Tools\General Options...\Password to
open
Xuat hién hop thoai:
R enear Opton 7 ) Le | 2= ]

General Options |

File encryption options for this document

Password to open: | |

File sharing options for this document
| Password to modify: | |

7] Read-only recommended
| Protect Document... |
Macro security

Adjust the security level for opening files that might [ Macro Security... ]
contain macro viruses and specify the names of - .i
trusted macro developers.
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G6 mat khau vao khung Password, bim OK.

Xuat hién hop thoai yéu cau xac nhan lai mat khau (Confirm Password):
g6 lai mat khau.

Bam OKk.
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MODULE 05: SUDUNG TRINH CHIEU CO BAN

5.1. KIEN THUC CO BAN VE BAI THUYET TRINH VA TRINH
CHIEU

5.1.1. Bai thuyét trinh

Thuyét trinh 1a cach thuc truyén dat y tuong va thong tin toi mot nhom
nguoi. Nhung khong gidng nhu mot béo céo, mot bai thuyét trinh mang tinh
cach ctia nguoi néi hon va cho phép twong tac truc tiép giira tat ca nhimg nguoi
tham gia. Dé thuyét trinh hiéu qua, chlng ta can biét thuyét trinh 1a qué trinh
truyén dat thdng tin nhim dat duoc cac muc tidu cu thé: hiéu, tao dung quan hé,
va thuc hién.

Mot bai thuyét trinh cé thé duoc xay dung gdém 3 budc: Phan tich, Cau
trdc, Thuc hién.

V& phan tich, tht nhat, can xac dinh muc tiéu cua viéc thuyét trinh, nd
chtra thong tin gi ma moi nguoi can. Khong gidng nhu mot bao céo, duoc doc &
tbc do cua riéng cua ngudi doc, thuyét trinh phai chiém bao nhiéu théng tin khan
gia c6 thé hap thu khi ngdi nghe. Thi hai, can phan tich nguoi nghe bang cach
hay suy nghi vé chu dé thuyét trinh dudi goc do cia nguoi nghe, tap trung vao
kién thirc ciia ho vé van dé thuyét trinh, ngon ngir sir dung nhu thé ndo, moi
quan tam cua ho 1a gi, nhitng dinh kién, tam trang, quan hé cta nguoi nghe. ...
Thur ba, 1a luc thuc hién phan tich cac y tudng va xay dung mach y tuéng.

M@t bai thuyét trinh tdt néu dat dwoc cAC muc tiéu co ban sau day:

+ Khdng lam mat thoi gian cia ngudi nghe

+ Hiéu nguoi nghe 12 ai va tai sao ho t6i day

+ C4u trlic tot bai thuyét trinh

+ Thuc hién bai thuyét trinh 16i cun va hap dan

+ Nhan manh nhiing diém quan trong trong thong diép cua

+ Tao lap duoc mdi quan hé than thién véi ngudi nghe

Vé cau tric, nhin chung, mot bai thuyét trinh thuong duoc chia lam 3
phan: M¢ bai, than bai va két luan.

Phan mé bai: phai goi md ndi dung cho phan than bai va phai néu duoc
cac phan ciing nhu loi ich caa bai thuyét trinh mang lai cho ngudi nghe. Mé dau
bai thuyét trinh, hay thu hit sy chl y cia ngudi nghe ngay 1ap tirc, dua ngay cac
thong diép gioi thiéu tong quan, gidi thiéu kinh nghiém ban than, gisi thiéu van
dé mot cach séang tao nhu ké chuyén, dat cau hoi, néu gia thiét, hoic néu cac
thong tin mai...

Phan than bai: nén chia ra 1am hon hai phan va sau mdi phan phai c6 két
luan so b hoac tom tat. Tt 1a co chia thanh cac doan ngan nhung tdi thiéu phai
c6 2 doan trong phan than bai.

Phan két luan: tém tit noi dung cua bai thuyét trinh phan nay rat quan
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trong. Két luan cua bai trinh by phai néu duoc diém nhan cua bai trinh bay.
Trong phan ndy can tac dong 1én ngudi nghe bing cac cau hoi va hanh dong nhu
"bai trinh bay c6 gi nén thay d6i, c6 gi méi hon?"...

V& thyc hién, dé thanh cong, phai 12 ngudi 1dm cha moi tinh hudng, can
dat cac cau hoi:

- Thuyét trinh céi gi?

- Thuyét trinh nhu thé nao?

- Nguoi nghe s& cam nhan nhu thé nao?

- Nguoi nghe s& thay d6i nhu thé nao?

Dé tra 161 mot cach hiéu qua cac cau hoi trén, can giai quyét tét cac van dé
sau day:

- Chuan bi that ki bai thuyét trinh va dia diém s& thuyét trinh

- Sap xép ndi dung theo trinh tu 16gic

- Tap bai thuyét trinh trudc

- Trang phuc phu hop vai nhip diéu

- Am diéu giong néi thuyét phuc

- Ngon tur thich hop

5.1.2. Phan mém trinh chiéu

Ngay nay, c6 nhiéu phan mém trinh chiéu khéc nhau. Mot trong nhiing
nguoi st dung rong rai nhat 1a Powerpoint, 1a mot phan caa Microsoft Office.
An pham ké tiép 1a Impress, 1a mot phan cua OpenOffice cua Apache va
LibreOffice Writer do The Document Foundation phét trién. Phan mém dau tién
la phan mém thuong mai, OpenOffice, LibreOffice 1a md nguén mé va co thé
duoc tai vé va s dung mién phi. Cudi cung, phan mém Keynote, 13 mét phan
cua iWork cua Apple.

PowerPoint 2010 1a mét phan cua bd Microsoft Office 2010. Ciing giong
nhu Word (chuong trinh xtr 1y van ban), Excel (bang tinh), Outlook (trinh quan
Iy e-mail va quan 1y cong viéc ca nhan) va Access (co s¢ dit liéu), PowerPoint
gitip chung ta tao nén cac bai thuyét trinhsinh dong va 16i cudn.

Khi thuyét trinh, chiing ta c6 thé dung céac loai dung cu hd trg nhu: slide
35mm, phim chiéu cho may overhead, cac slidetrén may tinh, ban thuyét trinh
dugc in ra gidy, cac ban ghi chil cia nguoi thuyét trinh. PowerPoint co thé tao ra
tat ca cac loai dung cu trén va cé thé kém theo cac hiéu ung hép dan va thu hut
nguoi nghe.

Do PowerPoint dugc tich hop rat chit ché véi cac thanh ph?m khac cua bo
Microsoft Office 2010, nén chiing ta co6 thé chia s& thong tin giita cac (ng dung
nay rat dé dang.Vi duy, chung ta co thé v& biéu do trong Excel va cé thé chén
biéu d6 nay vao slide ctia PowerPoint hodc chung ta c6 thé chép cac doan vin
ban ctia Word dé dua vao slide,...
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5.2. SUDUNG PHAN MEM TRINH CHIEU

5.2.1. Lam viéc véi phin mém

Khéi dong Microsoft PowerPoint

T menu Start cia Windows 8, click vao biéu twong chwong trinh
Microsoft PowerPoint 2010, chon Blank Presentation hozc cac mau co san

Thoat khoi Microsoft Power Point

Céch 1: Click vao nat Close I & goc trén bén phai cira s6

Cach 2: Nhan t6 hop phim Alt + F4

Cach 3: Chon Iénh File/ Close

Man hinh caa PowerPoint

Cira so6 chwong trinh PowerPoint

Click to add title

Click to add subtitle

BAOLROF | VORI e STASY

Cira s6 chuong trinh PowerPoint

Ngoai cac tab twong tu nhu cua Word, PowerPoint cd thém céac tab
Transition, Animation, Slide Show chua cac 1énh dung dé tao cac hiéu tng cho
cac d6i tuong trong Slide (van ban, hinh anh, bang biéu, d6 thi, ...), giup cho
Slide thém sinh dgng.

Céc thao tac trén tap tin

Tap tin cua PowerPoint c¢6 phan m¢ rong mic nhién 1a .pptx
(Presentation). Cac thao tac m¢ file, dong file, luu file twong tu nhu Word.

Ngoai ra, c6 thé chon luu tap tin PowerPoint dudi dang phan mé rong 1a
.ppsx (PowerPoint Show), .pdf, .ppt (PowerPoint phién ban 2003 trg vé trudc).
Muén vay, chon dang tap tin muén luu trong myc Save as type trong hop thoai
Save as.

CA4c ché dd hién thi cia PowerPoint
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PowerPoint ¢4 nim ché d¢ trinh bay va mot ché do trinh chiéu. Bé chon
ché @6 hién thi, click chon vao nat cdng cu trén thanh cong cu View & cudi (bén
phai) trang man hinh. Ciing c6 thé vao menu View/ Presentation View, sau d6
chon cach hién thi twong tng.

Outline

Normal

= =l =]

==

Motes Reading
Page View

Marmal Outhine Shde
View Sorter

Presentation VYiews

Slide Sorter Slide Show

Ché @$ binh thwong (Normal View)

Khi hién thi & ché 6 nay, man hinh dugc chia thanh 3 phan: cta s6 bén
trai hién thi tong quan noi dung cua ban trinh bay, cia s6 bén phai hién thi noi
dung cua Slide hién hanh, va cia sé ghi chli & phia bén dudi. Ché do nay thuong
duogc st dung khi tao, chinh stra néi dung Slide.

Ché a@p tong quan (Outline View)

Ché @6 nay duoc dung dé xem cau trdc cua céc sildes (hinh 14.4), véi tiéu
dé cua slide c6 cap heading cao nhat, cac d& muc trong phan noi dung cé cac cap
heading thap tiép theo. Click chudt vao biéu tuong slide (canh sé tht tu Slide)
dé hién hoic an noi dung cua Slide do6.

@ d B = o trinh final version [Read-Only] [Compatibility Mode] - PowerPoint (Product Activation Failed) 7 H - 8 X
gf ) p: y
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign in
ElEElE= m =& | = lj :T Ruler P O\ ?“ B Color o Bamngeal o D
| = Bg = I__! e = L—.;_ - = (= L
E e Gridlines & Grayscale L B Cascade
Normal Outline Slide Notes Reading Slide Handout Notes Notes Zoom Fitto New = Switch Macros
Page View  Master ster |- Guides Window Bl hite | Window 5 Move Split  Windows ~
Pres: WS Master Views Show Zoom € Macros ~
b i 6 goc trén bén trai>:<dia chi 6 goc dudi bén phai>
> dia chi ving
23[7] Céc kiéu dif liéu trong 16 L2 =
GST RS 5 7 k A d ~ 1 A 1 A
s 5 Number _ Cac ki€u dit liéu trong 1 6
* Méc nhién, dir liéu dugc canh vé bén phai & *
+ L mot gié tri & hay két qua tinh todn clia mot bidu thirc -
~ Kiéu ngay-gio(Date/Time): — Kiéu s0 (Number): )
« Excel xem nhu dir liéu kiéy s6 + Mic nhién. dir liéu duoc canh vé bén phai 6
+ La 56 ngay tinh tr ngay 1/1/1900 dén ngay xét * Lambt gid tri s6 hay két qua tinh toan cia mot biéu thie
~ Kiéu chudi(Texty: oy g G i
 Mc nhién, di liéu duoc canh v& bén tri & Kicu ngay-gio(Date/Time):
« Xudt hién ky tu (chit c4i, ky tu dic biét,..) trong gid tri o iéu * Excelxemnhudilieukicuso
~ Kiéu céng thic (Formula): + Laso ngay tinh tlr ngay 1/1/1900 dén ngay xét
. ::qng thitc bao gom cac dia chi 6, cAc gia tri, cac ham va céc phép [ — Kiéu chudi(Text):
0an ¥ L s KA eia
+ Trong 6 chifa két qua tinh tosn cla cong thirc > Mg “hi:’m— g het;lduoc sty ‘; be: frdto &
+ Xuat hién ky tw (ch cai, ky tw dac biét,...) trong gid tri dit liéu
247 Nhap va dinh dang dit liéu e k" ¢ Kty &,...) trong gié tr dir lié
—XGém tra v3 thay 81 céc quy dinh vé chchnhdp i lidu trong — Kiéu cong thic (Formula):
Control Panel (Start > Settings - Control Panel > Regional * Cong thire bao gom cac dia chi 6, cdc gid tri, cac ham va cdc phép toan
Setns) 3 + Trong & chira két qua tinh todn ciia cong thire
~Nhap dif liéu vdo cic 6 trong bang tinh, g3 phim ENTER dé két
thac nhap dir liéu trong 1 6.
~Mu6n sra G6i di liéu nhap: . ;

+D-Click lén &

+Chon 6, nhén phim F2

Chinh stra xong, nhan phim ENTER & két thic
-Binh dang dir liéu:

«Chon viing dif liéu ¢3n dinh dang

+Tién hanh dinh dang, st dung:

SUDE23OF59  ENGLISH (UNITED STATES)

Ché do6 Outline View

Click to add notes
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Ché @d xem thir tw Slide (Slide Sorter)
Hién thi nhiéu Slide cung luc trén man hinh. Ché d6 nay thuong duoc
dung dé thay d6i va sap xép thu tu céc Slide.

@ H r ; giao trinh final version [Read-Only] [Compatibility Mode] - PowerPoint (Prodisct Activation Failed) 7EH - 8 X
FILE HOME | INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW Signin

% Cut ‘ = Ellayouts f d spefi # Find
| M
B Copy - 0 Reset T = i B Replace +
g 2 New Amange (1
¥ Format Painter  glige» v ek Iy Select-

Clipboard I} Slides Font Paragraph Drawing Editing

Gizo dién s Excel (1)

Ciclibu iy monz 15

Naipa i dg b gy Yoty ik g 4 g

%5 2% pil 28 b 30

Ché d6 Slide Sorter

Ché @6 xem Notes Page

Hién thi cac slide kém theo cac ghi chd, c6 thé ¢ ché do nay dé thém vao
cac ghi cha cho slide.

Ché @9 Reading

Phéng to toan man hinh, ding dé doc truc tiép trén man hinh, c6 thanh
cong cu dé duyét slides.

Ché a@ trinh chiéu (Slide Show)

Hién thi ting Slide & ché d6 toan man hinh. Ché do nay duoc dung khi
thuc hién budi thuyét trinh. Dé thoat khoi ché do nay va trg vé ché do trude do,
nhan phim ESC.

Tao mdt ban trinh chiéu

Trong PowerPoint, ¢ thé tao mét trinh chiéu bang nhiéu cach khéac nhau,
tdy theo ndi dung va su hd tro thiét ké yéu cau, cé thé:

Tao trinh chiéu sir dung Design Template hodic Theme:

MS PowerPoint cung cap nhiéu mau trinh chiéu chuan, nhitng mau nay da
dugc dinh dang sin mot sb thudc tinh nhu mau nén, font chir,...Phuong phap
nay cho phép bo sung céc Slide va noi dung cia riéng minh, nhung van giir dugc
khubn mau nhat quan.

Tao trinh chiéu tréng Blank Presentation:

Ty chon Blank Presentation dung dé tao ra mot trinh bay khong cé dinh
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dang trudc. Phuong phap nay khong cung cap cho nhitng dé nghi thiét ké, mau
sic hoic noi dung dinh sin. chi nén tao mot trinh chiéu tréng khi da st dung
PowerPoint twong d6i thanh thao va muén tao mét thiét ké tuy y, thay vi su
dung mét trong nhitng mau thiét ké c6 san.

Tao trinh chiéu sir dung Design Template

C6 thé thuc hién theo mot trong hai cach sau:

Chon 1énh File/ New/ Chon template hodc theme mubn st dung.

Chon 1énh Design/ Themes hoac Variants dé chon mau mudn st dung

New

Chon mau trinh chiéu tir 1énh File/New

] B - -

Chon mAu trinh chiéu tir 1énh Design

Tao trinh chiéu tréng Blank Presentation

Vao menu File/ New/ chon Blank Presentation

Chon cach bd tri ndi dung trong slide bang 1énh Home/ Layout hoic
R_Click Ién slide/ Layout .

Tién hanh nhép va dinh dang cho noi dung cta trinh chiéu theo yéu cau
thiét ké.

5.2.2. Lam viéc v6i bai thuyét trinh

Thao tac trén cac Slide

Trong phan nay ching ta s& 1am quen véi cac thao tac co ban trén Slide
thuong sir dung khi tao ra mét trinh chiéu.

Thém Slide méi

Chtrc ning nay cho phép thém Slide mdi vao ban trinh chiéu.

Cach thuc hién:

Cach 1: Chon lénh Home/ Slides/ ST:: .

Céch 2: Chon 1énh Home/ Slides/ || hodc nhan t6 hop phim Ctrl + M
hoidc R_Click vao khung cac slides bén trai man hinh/ chon New Slide dé thém

ha : y

i = smnmmn
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cac slides mdi c6 kiéu trinh bay gidng hét cac slide hién hanh

Thay ddi cach trinh bay caa Slide

Chon slide muédn thay ddi cach trinh bay

Vao menu Home/ Layout hodc R_Click 1én slide/ chon Layout

Chon céch trinh bay muén thay do6i

Di chuyén giira cac Slides

- Céach 1: Click nat 2 miii tén hudng 1én/xubng trén thanh cudn (scroll
bar)

- Cach 2: Nhan phim PageUp hodc PageDown

- Cach 3: Dung thanh cudn (scroll bar)

- Cach 4: Trong danh sach cic slide & khung ctra s6 bén trai man hinh,
click chudt chon slide can di chuyén dén

Xoa bo Slide

Churc nang nay cho phép xo0d bod Slide khong s dung trong ban trinh
chiéu.

Cach thuc hién:

Chon hién thi céc slides & ché 4 Normal hodc Slide Sorter

Chon mot hoac nhiéu slides mubn x6a

Nhén phim Delete hoic R-click chudt 1én cac slides/ chon Delete Slide

Nhan ban mét/ nhiéu slides

Chtic ning nay cho phép tao ra mot/ nhiéu slide tir cc slides d tao.

Cach thuc hién:

Chon hién thi céc slides & ché 4 Normal hodc Slide Sorter

Chon mot hodc nhiéu slides mudn nhan ban

Nhén t6 hop phim Ctrl-D hodc chon 1énh Home/ New Slide/ Duplicate
Selected Slides

Sao chép Slide

Chtc ning nay cho phép sao chép Slide trong ban trinh chiéu.

Céach thuc hién:

Chon mét hodc nhiéu slide can sao chép trong khung Outline hodc trong
ché @6 Normal hoic Slide Sorter.

Vao menu Home/ Copy hodc hodc nhan to hop phim Ctrl + C hoic
R_Click/ Copy.

Nhép chon vi tri dan slide.

Vao menu Home/ Paste hodc nhin t6 hop phim Ctrl + V hodc R_Click/
Paste.

Sap xép lai cac Slide

Chtic ning nay cho phép sap xép lai cac Slide trong ban trinh chiéu cho
dang voi trinh ty ndi dung.
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Cach thuc hién:

Chon mdt hodc nhiéu slide can thay ddi vi tri trong khung Outline hoac
trong ché d6 Slide Sorter.

Vao menu Home/ Cut hodc nhin t6 hop phim Ctrl + X hoic R_Click/ Cut.

Nhép chon vi tri méi cho Slide.

Vao menu Home/ Paste hodc nhin t6 hop phim Ctrl + V hoidc R_Click/
Paste.

Chu ¥: c6 thé thuc hién nhanh bang thao tic Drag chudt nhu sau: chon
Slide can thay ddi vi tri trong khung Outline hodc trong ché d6 Slide Sorter,
dung chudt Drag td1 vi tri mai.

An céc Slide

Chtic ning nay cho phép an Slide trong ché d6 trinh chiéu (Slide Show)
nhung khong x6a han Slide d6 khoi béan trinh chiéu hién hanh.

Cach thuc hién:

Chon mdt hodc nhiéu slide muén an.

Chon Slide Show/ hodc R _Click/ Hide Slide.

ChU y: muén hién lai cac Slide nay, chon Slide Show/ Hide Slide mot 1an
ntra.

5.2.3. Lam viéc véi trang thuyét trinh

Sir dung cac miu dinh dang

PowerPoint xay dung san rat nhiéu mau dinh dang (theme) mau séc, font
chit va cac hiéu tmg trong chuong trinh. Cac mau nay gilp tao nén phong céch
chuyén nghiép cho bai thuyét trinh khi 4p dung. Ngoai ra, chling ta con cd thé tu
tao thém cac mau dinh dang cho riéng minh.

Ap dung theme c6 sin cho bai thuyét trinh

Khi tao bai thuyét trinh méi theo dang Blank thi PowerPoint s& 4p dung
Office theme mac dinh cho bai thuyét trinh méi. Tuy nhién, cé thé d& dang &p
dung thay dbi sang theme khac cho bai thuyét trinh bat ky IGc nao mudn.

Cac budc thuc hanh nhu sau:

Budc 1: Mé bai thuyét trinh san cé.

Budc 2: Vao ngin Design, nhdm Themes, nhip chudt chon kiéu Theme
ma mudn. Vi dy, chon kiéu theme 1a Paper.
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Dzsign | Transitions  Animations Slide Show  Review  View  Developer Add-Ins  Ac

******* | Colors ~
A3 Ad Al Ad = C— "'jlas i} A Background Styles
- e i onts .

‘EI o [ Hide Background G
I ‘ Background
/

Enable Content Updates from Office.com...

Browse for Themes.,,

£ @

Save Current Theme.,,

Ap dung theme Paper cho bai thuyét trinh

Budc 3: Dé doi sang bo mau khac cho bai thuyét trinh, vao Design, nhém
Themes, nhap chon Theme Colors va chon bé mau khac. Vi dy, chon by mau
Clarity.

Built-In
HONEEEEN office
LT NNEN  crayscle
EONNTNNN  Adjacency
HCONENENNE Angles
EONEEEEE Apex
HCNNNNTE Apothecary
HONEEEEN Aspect
HCONEENEN  Austin ‘
HCONENNNN slackTie =
BEONENEEN Ccivi
B NNNEEE RN
[ ] [%n basite
[]

Ap dung bg mau Clarity cho bai thuyét trinh

Budc 4: Pé doi sang bo font chit khac cho bai thuyét trinh, vao Design,
nhém Themes, nhap chon Theme Fonts va chon bo font chit khac. Vi du, chon
bo font chir Office Classic, bo font nay st dung font chit Arial cho céc tya dé
slide va dung font Times New Roman cho ndi dung slide.
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n Calors @ Background Styles =
Fonts ~
Built-In b
| Office = A iy 3
4 Calibri Bl Nhang diem moi cua PowerPoint 2010
a o
Calibri Tao, quan Iy va lam viéc cong tic voi nhimg ngudi khic
| Office 2 trén bai thuyét trinh
| Calibri Lam phong phii bai thuyét trinh véi cic doan video, hinh
Aa Combria anh va rat nhidu hiéu tmg méi
Chia & bai thuyét trinh hiéu qua hon
I Office Classic
Arial
A2 | s
Office Classi
Arial
Aa | i

Ap dung bg font ché Office Classic

Budc 5: Pé d6i sang bo hiéu ung khac cho bai thuyét trinh, vao Design,
nhém Themes, nhip chon Theme Effects va chon kiéu hiéu ung khac.
Theme Effects 12 cac hiéu Gmg trén cic dudng v& va to nén cua cac déi tugng
trén slide. Chung ta khong thé tao thém cac hiéu ing dinh dang nay ma chi c6
thé sir dung nhirng hiéu tmg da c6 tir danh sach.

Thiét 1ap kich thwéc va chiéu hwéng cac slide

Cac budc thuc hanh nhu sau:

Bude 1: Vao ngin Slide Master, dén nhém Page Setup, chon Page
Setup. Hop thoai Page Setup xuét hién.

Page Setup IEJ El

Shdes sized for: Orientation
[ﬁfﬁén”sﬁﬁ(ifa)‘“““lﬂ Shides
Width: O Portrait
254 &em (® Landscape
Height: . Notes, handouts & outline
1905 e N () Portrait
lf_nmber ﬂld&s from: Otandscepe
1 v

Budc 2: Tai Slide sized for, chon kich thudc cho slide. Tuy theo man hinh
ma dang str dung ma chon kiéu thich hop.

Budc 3: Tai slide chon:

Chon Portrait néu mudn slide nam doc

Chon Landscape néu muén slide nim ngang (mic dinh)

Budc 4: Tai Notes, Handouts & Outline chon chiéu hudéng theo céach
tuong ty nhu slide.

Tao Slide Master

Slide Master trong PowerPoint 2010 la cong cu dung dé dinh dang chung
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cho toan b nhu: dinh dang font chit, size chir, mau chi, tao hiéu ang chuyén
dong, ... Silde Master gitp cho chiing ta dinh dang hay hiéu chinh toan b¢ slide
trong PowerPoint nhanh va hiéu qua hon.

Buéce 1: Vao View => Chon Slide Master

Click to add title

Click to add subtitle I

Budc 2: Trong cira s Slide Master

=> Chon Slide dau tién s 1 => R6i tién hanh dinh dang chung cho toan
bo Slide theo ¥ mudn: Font chit, size chit, mau chit, hiéu ung, chén logo, hinh
nén, ...

3= - R
| gt o AL LD d sl
® sy M B A | EEE W . 3

' turt i

Click to edit Master title style

o -

Budce 3: Vao thé Slide Master => Chon Close Master View

=> Sau khi dinh dang xong hay déng Slide Master lai bang 1énh trénh.

=> Luu y la trong Slide Master chi dinh dang chung cho toan b slide
khong nhap li¢u trong Slide Master.

Budc 4: Xay dung ndi dung Slide PowerPoint:

=> Sau khi doéng Slide Master, cac budc xay dung ndi dung cho ting
Slide PowerPoint ching ta thyc hién binh thuong.
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=> Khi thuc hién tao Slide mdi => PowerPoint s€ tao ra mdt trang méi €O
phan dinh dang nhu Slide Master ma chiing ta d tao.

Sau khi tao xong Slide Master mudn hiéu chinh, vao View => Chon Slide
Master r6i hiéu chinh binh thuong.

5.3. XAY DUNG NOI DUNG BAI THUYET TRINH
5.3.1. Tao va dinh dang van ban
Pinh dang van ban

Budc 1: Dung chudt quét chon ving vin ban trén slide can dinh dang. Vi
du s€ dinh dang van ban trén slide.

Buoc 2: Chon ngan Home, nhom Font. thyc hién céac thay ddi sau:

Chon lai Font chir tai hdp Font thanh kiéu Century

Nhap vao kich thudc chir 1a 32 tai hop Font Size. Hoac nh'éip chuot vao
nat Increase Font Size (A') dé tang kich ¢& chit va nhin vao nat Decrease Font
Size (") dé giam kich ¢ chit.

Chon mau vang cho van ban tai nut Font Color ( A )

Nhiing diem'mo;

Tao, quéan 1y va lam vige cong tac voi

w;g{mi khac trén bai thuyét trinh
" phong

1z phi bai thuyét trinh vai cac

qu'm hinh anh va rdt nhiéu hiéu

e Moy

Chia s& bai thuyét trinh higu qud hon
Century vi32. = ’

B 7 U § abe AY-

B ————
| ——
| —————

Font

Thay doi font chi

Budc 3: Qua nhoém Paragraph, thuc hién cac thay doi sau:

Chon nut Bullets ) va chon kiéu 1a Star Bullets

Chon vao nut Justify (=) dé canh déu vin ban

Chon nut Line Spacing ( = ) va chon kiéu 13 1.5

Nhiing diem more

Tao, quin 1y va lam viéc chng tac
v _.m;nmi khac trén bai \
- Uﬁ Text Direction ~ —
*E' P g@limephong phii bai thuyet trinh véi cac

4
1
[T
R
1"

{=] Align Text ~

doan video, hinh anh va rit nhiéu hiéu
img mdi
-Tj Convert to SmartArt ~

e —
Chia s& bai thuyt trinheewgus hon
e
Paragraph I

v

Thay déi Paragraph ]
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‘Home Insert Design Transitions Animations Slide Show Review View Develope|

Format Painter — R

B 5= o = li-
j ' Minion Pro (Body = 32- ~ A~ A” 1:'} = 1
[2s] ’ - L%J’
Pa te New . B 7 U 8 abe AV~ Aa~ A - e
JR Slide~ 57 L5 - E=== n
Clipboard Slides Font . Paragraph I%
Slides;

2 Copy formatting from ane place
and apply it to another,

1 o~ 2k
Double-dlick this button to apply f\hllng I\l‘:u thl

the same formatting to multiple

places in the document. 4

[ ] -]
>Presentation Views

9 Press F1 for more help.

wSlide Sorter
= Notes Page
* <Reading View

Sao chép dinh dang bang Format Painter

Masty
Sk
H:
Ni|

Buéc 4: Khi d6 s& xuét hién thém biéu tuong cay co trén con tro chuot. di
chuyén chudt dén hop van ban bén phai va kich trai chuot.

Nhiing kieu hieneehi : " | Nhiing kieu hié

Slide Maste
& =

Handout Master

“*Slide S’O'I'E_el' Notes Master “STide SO]’tEl’
aen Notes-Page —o= Notes I’age

* = Reading View « Reading View

Ap dung dinh dang da sao chép
binh dang hinh anh

L] = = 2 g Sy o
>Presentation Views * Master View . >Presentation Views »>Master Views

= Slide Master
= Handout Master
= Notes Master

Budc 1: Chon hinh muén dinh dang = xuét hién 4 nat tron nhé & cac goc,
4 nit vudng nhoé & gitta va mot ndit tron ndm phia trén dung dé xoay hinh

Budc 2: Lua chon:

Xoay hinh: kich chudt vao mau xanh & bén trén ctia hinh = con trd c6
dang mot vong tron xoay, giir trai chudt va kéo theo hudng ngugc/cling chiéu

kim doéng ho dé xoay hinh

Thay déi kich thude: kich chudt vao 1 trong cac nut vudéng nhd = con tro
c6 dang hinh miii tén, nhéan va kéo chudt dé thay ddi kich thudce

Cdt tia hinh: chon Tab Format, nhan nut

Crop

, di con tré cudt vao canh

muon cat ro1 nhan va kéo con trdé chudt vao bén trong hinh
Di chuyén hinh: di con tré chudt to1 duong vién hinh anh = con tré chuot
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c6 dang hinh mili tén 4 chiéu, vira nhan vira di chuyén chudt sang vi tri méi
Thay déi kiéu dinh dang dwong ké va mau nén caa Shape
Cac bwoc thuc hién nhw sau:
Budc 1: Chon Shape can hiéu chinh.
Budéc 2: Chon Drawing Tools, vao ngan Format, nhom Shape Styles, chon
nut More dé ma toan bo danh muc va chon mét kiéu trong danh muc nay.

- -~ .-
.

» Shape Fill =

e X M)

= | v L . P -ld
N§ —.. ™ <y + & Alx I Ay ( Alx ' . -__{ Shape Cutline *
’ . o ’ R A, ‘"\— —" ’
v SN X shape Effects ~

: T
Ap dung Shape Styles

Bu6c 3: Vi du, chon kiéu Light 1 Outline, Colored Fill — Gray-50%,
Accent 1.

TXB Ak
.lﬂﬂﬂﬂﬂ

Aczent 1

ther Theme Fill »

Thay d6i mau cia cac dwong vién va mau nén

Cac bwoc thuc hién nhw sau:

Budgc 1: Chon Shape can hiéu chinh.

Budc 2: Chon Drawing Tools, vao ngan Format, nhom Shape Styles, chon
nGt Shape Fill. Chon mdt mau trong bang mau, vi du chon mau xanh. Nhan vao
nat More Fill Colors... & md hop thoai Colors s& c6 nhiéu lya chon hoic pha
ché mau.
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ishaperil=] A, A-

Theme Colors ﬁ'
H H EEEEER

Standard Colors
mE m
Recent Colors

-

yles

Mo Fill
% More Fill Colors...
& Picture..
Gradient
B 1exture

FH- L dAE

Color |
ged 147 &
ge: 12 3
Be s 3

< 3 0% & curen

Chon mau nén cho Shape

Buac 3: Chon ndt 1énh Shape Outline trong nhom Shape Styles va chon
mét mau trong bang mau cho khung dudng vién, vi du chon mau vang. Nhan
vao nat More Outline Colors... d& md c6 thém mau lua chon.

ZJshap= Outline - | e

Theme Colors e ~ =,
|| =} LR B B B B VP

HeEEEENEE

Standard Colors

EHE (A EEENEN
Recentc;k

Mo Outline
%2 More Cutline Colors...
= MWeight

e Dashes

Chon mau cho khung dwong vién ciia Shape
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Thay doi kiéu nét ké

Cac bwoc thuc hién nhw sau:

Budc 1: Chon Shape can hiéu chinh.

Budéc 2: Chon Drawing Tools, vao ngan Format, nhom Shape Styles, chon
nut Shape Outline.

Pé thay d6i kiéu nét ké sang kiéu nét gach dut thi vao Dashes va chon
kiéu nét 12 Dash.

Dé thay ddi do day cua nét ké thi vao Weight va chon do day la 1

pt.

Abe l;\h I - [ ZEnspeoutmes| ‘¥ - | Dysendsacn
Shape Style:

Theme Colors B  Ryseedion?

nh dua vao s Eep-

v -
o & w &8 & &2
A

4 »

Thay déi kiéu duomg ké

Thay doi kiéu WordArt

Cac bwoc thyc hién nhw sau:

Buégc 1: Chon WordArt can hiéu chinh.

Budc 2: Chon Drawing Tools, vao ngan Format, nhom WordArt Styles,
chon nut Text Effects.

A Text Fill ~

A A - &JText Outline =

¥ | [3\ Text Effects ~
WordArt Styles T

WordArt Styles

Bu6c 3: Chon nhém Transform va chon kiéu luon séng Wave 2 cho
WordArt.
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ects = v ‘ 35 Text Effects " ""’,‘ Selection Pane  Sh Rotate = *9* viaem

NordAr Styles Arrange
Shadow

Reflection

" | apcde abeas abede abede

Glow

abege iy abcde abede
\ ’
T3 fRevel /.

abede al-‘-{"-Lbcdc abeda
A3 3.0 Rotation »

"ol |

= A - O . - - - - - - - vits s ,al- (l'.x abode
P R et AW Transtorm abcde abede hed.  abede
o T
o abcae ancde ikte. W

Thay @bi kiéu WordArt

Budc 4: Ching ta c6 thé thay d6i nhanh céc kiéu hiéu tng mau sac, bong
md& cho WordArt bang cach nhan vao nat More va chon mét kiéu hiéu ang dung
san.

Apples 10 Setected Test

A A LA
AAAAA

Geagent il + G

) - A TextFill - |y Bring Forwa A A A /_\[;‘
‘\ A Cj‘r/Tm outiine = | Bl Send Backw] | pomssoantotithosiape e feg
i %' Test Effects = L{:L‘ Selection Pa A A A I\

WordArt StylRs - ArT

More A A A A :
Choose visual style for text. Ay Ciea wordan

Thay dbi hiéu img t6 nén WordArt

5.3.2. Danh séch

C6 thé &p dung cac dinh dang cho vin ban trong PowerPoint tuong tu nhu
Word: dinh dang ky tu (Font, Size, Font style, ...), canh 1& cho doan van ban
(trai, gifta, phai), tao cdc muc s6 hodc d4u hoa thi (Bullets and Numbering), ...

Tao thut dong cho cAc muc trong vin ban

Cach thuc hién:

Di chuyén con tré dén dong mudn thay doi cap heading.

Nhén phim Tab dé thut dong mét cip. Tiép tuc nhan Tab dé thut dong
thém, néu can.

Néu mudn giam cap d6 thut dong, nhan t6 hop phim Shift + Tab.

Ngoai ra c6 thé ding ndt cdng cu Home/ Paragraph/ == .

Va Home/ Paragraph/ *= hodc drag dau bullet/numbering vao/ ra dé
thay d6i cap do thut dong.
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5.3.3. Bang

Chtic ning nay cho phép tao ra cac bang biéu (Table) dé nhap dir lidu
tuong tu nhu bang biéu trong Word

Cach thuc hién

Cach 1:

Vao menu Insert/ Table/ Insert Table,

Cach 2:

Chon lénh Home/ o

Chon loai Slide c6 chira Table

Nhén nut Insert Table

Nhép s6 dong va sb cot mudn tao bang, nhap OK.

Thuc hién cac thao tac trén bang twong tu nhu trong Word.

Céach 3:

Chon 1énh Insert/ Table

Chon sb hang, s6 cot.

Click chon dé chén bang. Ghi chu:

+ Thuc hién cac thao tac trén bang tuong tu nhu trong Word.

+ Néu trong Word hodc Excel c6 chira nhiing bang giéng nhu bang can
tao ra trong PowerPoint, c6 thé sao chép cac bang d6 qua PowerPoint.

5.4. DPUA BIEU DO, SO PO TO CHUC VAO TRONG TRANG
THUYET TRINH

5.4.1. Biéu do

Chtrc nang nay cho phép chén biéu d6 vao ban trinh chiéu

Cach thuc hién:

1. Vao ngan Home, tai nhém Slides chon New Slide.

2. Chon kiéu layout 1a Title and Content va Nhap tua dé cho slide 1a
“Thi phén trinh duyét 2009”,

Thi phan trinh duyét 2009
i ’j\ * (Click to add text
MNew B i U S abe 2
Stide~| 57 — ]
Office Theme ﬁj
O LR L I X “.
| N
Titte Slide Title and Content
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Nhép chudt vao Insert Chart trong placeholder bén dudi, hop thoai

Insert Chart xuét hién.

Chon nhom dd thi 1a Pie tir danh sach bén trai hop thoai Insert Chart va
chon kiéu db thi 1a Exploded pie in 3-D.

Insert Chart

‘ 3 Templates
| ld Columa

L ¢ Line

‘ & Pe
E Bar
kA Area
|5 X ¥ (Scatter)
|f4] Stock

@ Surface

@ Doughnut
28 Bubble

dy Radar

2P| [1BID] JAD [BD] [40e]

Line

] ] e b I

@

®| o[

Bar

15 L%

[§¥ [

=

—

=%

[ Manage Temp!ates...J Lget as Default Chart ]

Nhan nit OK va ctra s0 Microsoft Excel xuat hién chira cac so li€u mau

ctia dd thi nhu hinh sau.

x| &9 } 417@%«050& Pow@hcrosoﬂ Excel ‘ [Sb } = B R
Home || Insert | Page Lay | Formula| Dats | Review | View Add-Ins | Acrobat | Design | & 0 = Eg 28
__1 % Calibri 11~ General A set v | X w4V
“— Ga- B I O~ A $ - % o E 8- -

Paste o Styles :
< & | EH| S Ar : %8 % ~ | Brormaty | 2~
Clipboard & Font * Alignment Numbet Cells Editing
1 = £ | sales =
| 4| A B c | B F G H 1 o
1_| Sales i
2 |istQtr 8.2
3 |2nd Qtr 3.2
4 3rd Qtr 14 =
5 4thQtr = ¥
6
-
8 To resize chart data range, drag lower right corner of range.
9
10
11
12 w
[ < b ¥| Sheetl /%3 4] Il | Q]
Ready | & | | /E8|E 1003 (=) { (+)

Cura S6 Microsoft Excel ding dé nhdp sé liéu cho do thi

Nhap ddy du sb liéu théng ké thi phan trinh duyét nim 2009 cta bang
trén vao ctra s6 Excel va dong ctra s6 Excel lai sau khi nhap xong. Khi d6, biéu

d6 trén slide PowerPoint c6 hinh dang nhu sau.
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Thi phan trinh duyét 2009
Thi phan 2009
A B

1 Trinh duvét Thi phan 2009 et

2 |Internet Explorer 62 69% = Firefox
3 |Firefox 24 61% " creme

4 |Chrome 4.63% mOpera

5 | Safari 4.46% e

& Opera 2.40%

7 Khac 1.21%

Biéu do trén slide

Chon d6 thi trén slide, chon twa dé dd thi va nhan phim Delete trén ban
phim dé xoda.

Thi phan trinh ¢l 2078 e

BISEEZEA-H-F

Thi phﬁnz(}o[; D arare
Deletyg

aﬁ Reset tyle

Edit Text =

Font...

Change Chart Type...

Edit Data...
3-D Rotation...

p Qwls »

Format Chart Title...

Thi phan trinh duyét 2009

X0a tira dé khdng can thiét trong do thi

Doi cac chu thich ciia d6 thi xudng phi dudi bang cach chon db thi. Sau
do6, vao Chart Tools, chon Layout, nhém Labels, chon Legend va chon
Show Legend at Bottom.
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|
s SlideShow Review View Developer Add-Ins Acobat | Design

=

Legend‘ Data ]
I Labels » Tabiz

| = Nane
leJ Turn off Legend

Show Legend at Right
|dnidf | Show Legend and align
| right

Show Legend at Top
Show Legend and top
align
Show Legend at Left
[Elas]  Show Legend and align
left
Show Legend at Bott:

| 7[ Chart Wall

[_J) 3-D Rotation
Background

Show Lagend and alif)
bottom
Overlay Legend at Rig!

duyét 2009

B Internet Explorer

m Firefox ———

Thi phan trinh duyét 2009

|[ @& Show Legend at right of ® Chrome
the chart without resizing m Safari
_ Overlay Legend at Left —
Zm |  Show Legend at left of pf =
the chart without resizing ™ Khac ®irt=m= Espiorsr wFirsSoe glhroms gSs%ar mOpsz gkhic

Mare Legend Options.,,

Doi vi tri dat chi thich cua do thi

Thém cac s6 liéu thong ké kém theo cac manh trong banh trénta chon dd
thi. Sau d6, vao Cha r t Tools, chon Layout, nhom Labels, chon Date Labels
va chon Best Fit.

I
Show Review View Developer Add-Ins Acrobat Design ] Layout

Fiat o endalin 1
nr2z - |.-3-D Rotation —

None Backaround 4

[ PZA 7um off Data Labals far
selection
Center =

v | Display Data Labels and position
centersd on the data paintis)

== Inside End
’ Display Data Labeals and position 2009
inside the end of data point(sj
QOutside End
Display Data Labels and position
outside the end of data point{s} |

| BestFit
" L2 Display Data Labels ang po%o
with Best Fit

Aore Data Label Options..

5

] F)
1 LA

wmintzrnet Epiprer  mFirsfon mlvpme. glieter mOpen whhis
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5.4.2. So' do to chirc

Buéc 1: Vao Insert, chon SmartArt = xuét hién hop thoai SmartArt
Graphic dugc chia 1am 2 phan. Phan bén trai chira nhém so dd, phan bén phai
chtra kiéu biéu do tuong tmg

Choose a SmartArt Graphic [ S
_ il HEE mEE .
a3 Al Nz
= ) — OEEE s 7
i st ﬁ@ — (s e (
$99  Process — =1 L - s
L5 COyce E e B S |
EE ssmm B v
sin Hierarch aEE B v T
B = E—
& Matrix — &= Bb‘ iid =
=1
% Pyramid g
A, Py U — ] ||| Vertical Curved List
B e ==ae| | CE— — |7 ||| Usetoshow a curved list of information. To
ey | | 2dd pictures to the accent cirde shapes,
apply a picture fill.
= g [
== g s i
=] X =
oK [ cancel |

Buéc 2: Chon kiéu so do twong tng, /OK dé chén vao slide = xuit hién
so d6 cay

Budc 3: Nhip noi dung vao mdi hop tuwong tng. {c6 thé xd6a bst cap do
bang cach nhan phim Delete hodc chén thém dbi tugng bang cach nhay phai
chuét roi chon Add Shape Below.

5.5. PUA CAC POI TUQONG PO HQA VAO TRONG TRANG
THUYET TRINH

5.5.1. Chén va thao tac véi ddi twong do hoa di c6

Chen hinh vao slide

O phan trude ching ta dd hoc cach chén slide moi va nhap van ban vao
cac placeholder trén slide. Phan nay, chung ta s€ thuc hi¢n chén hinh hai hinh
dang luu trén may vao slide.

Cac budc thuc hanh nhu sau:

Vao ngan Home, tai nhém Slides chon New Slide.

Chon kiéu layout 1a Two Content
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Mew B 7 U § abe V- Ag A
Slide~| 57
Office Theme

Title 5lide

TN ¢

hamasananaii

Chon kiéu layout hé tro chén hinh

Nhép tua dé vao slide 1a “Chén hinh vao slide”. Nhap chudt vao biéu
tuong Insert Picture from File bén cdt bén trai.Hoac vao ngan Insert, tai
nhém Images chon Insert Picture from File.

Chén hinh vao slide

* Click to add text * Click to add text e

Home Insert Design Tran

b N
j | 8] ciip Art i) Shapes
| L | R — _
<:Z| SmartAn

st Screenshot =

we (1R Table | Picti = 5
. % Photo Album v | gl Chart
Tabies nages Ilustration
e N 4
Insert Picture from FI|E! = ] Insert Picture from File

3 == = Insert a picture from 3 file,

’ @ Press F1 for more help.

Ctra s6 Insert Picture xuét hién, tim dén thu muc Iuu trit hinh trén may
cua minh va nhép chudt chon mdt hinh nao d6, sau d6 nhan nut Insert dé chén

hinh vao Slide.
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Dwvendon) 1029 = 742
Trpe: FEG Inage
Sipe- M.OXE

Arena107pg Ariead 05 00 Aol o)

l—_“:“’:] I R
Chon hinh chén vao Slide

Tuong tu, nhdp chudt vao biéu twong Insert Picture from File bén cot
bén phai va chén mot hinh Khac.

Cheén hinh vao slide

Cheén hinh vao slide

Khi hinh di chén vao slide, chon hinh d6 cho xuét hién 8 6 vudng nho
xung quanh hinh, dua chudt vao 6 & motgdc nao do6 va gitr trai chudt kéo ra phia
ngoai hinh dé phéng to hinh. c6 thé dung chudt dé di chuyén hinh dén vi tri
mong mudn trong slide.
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Chén hinh vao slide Chén hinh vao slide

Thay doi kich thuwéc va di chuyén hinh
Cheén hinh tir Clip Art vao slide
Phan nay chung ta s& thuc hién chén mét slide moi va chén mot hinh tir
thu vién Clip Art. Chung ta s& chén mot hinh vé danh golf vao slide.
Cac budc thuc hanh nhu sau:
Vao ngan Home, tai nhém Slides chon New Slide.
Chon kiéu layout 12 Title and Content

l : :

! i X A A
[New |. | B 7 U 8 abe AV- A4
Shide = | 557 -

Office Theme

..........

=

e e

Chén slide mdi kiéu Title and Content
Nhép tira dé cho slide 1a “Chén Clip Art vao slide”. Nhap chudt vao biéu

tuong Clip Art trong vung placeholder bén dudi cua slide. Hodc vao ngan
Insert, tai nhdm Images chon Clip Art.
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Chen Clip Art vao slide

O

* (Click to add text

Filg Home | Insert Design Transitions

— | Bl o [y Shapes =
| a2 X 7 9
&+ sdgefho T2 smartArt 1

< g Table | Picture _ & Hyp
G ) : & Photo Abum ~ | i) Chart
k Tables Images Hustrations

o (= | Clip Art
3 - Insert Clip Art into the document.
including drawings, movies,;
S {F ] sounds, or stock photography to
illustrate a specific concept,

I L =

Nhdp tuwea dé slide va thyec hién Iénh chén Clip Art

Mot ngin Clip Art xuat hién bén phai ctia s6 Normal View. Tai 0
Search for nhap vao tir 1a golf va nhan nat Go dé tim hinh trong thu vién Clip
Art.

-

PlEA9-0TFR0E|s ThuchanhPowerPoint2010,pptx - Microsoft PowerPoint ﬁv | P o
Home | Insert Design Transitions: Animations Slide Show  Review View  Developer Add-Ins Format [~ 9
EEE % = B =— - - ow [ER = - [|—j) R P
Calibri (Bod -32 - o | L ; 2 @
5 .. Sg Body) AX|S Al T - | il
Paste New .= | B 7 U 8§ abe AVr Az | A~ - Shapes Arrange Quick —. | Editing
- Stide~ 57 = =T A& =] E = . © Stylesv =T |7
Clipboard =& Stides Font i Paragraph Iy Dfawing )
w | ~ | ciip Art - %
1
o o=t b . \ .
Chen Clip Art vao slide q
T Results shouldDe:
2 ‘ @ ik d = 2 i All media file types v |
- —
| Click to add text [ Include OFfice. conf content
3
|
In ‘
| Ry _
¥ = ]
L) .
o e :g v
1
(e ) ) b d
1 :
3 =1
4| [ | » 2 Find more at Office.com

’ Click to add notes @ Hints For finding images
Siide 5 of 5 | “OfficeTheme™ | <& | EEEEE e ® @

Tim hinh trong Clip Art va chén vao Slide

<)

Kich chuét vao hinh trong khung Clip Art ¢é chén anh vao Slide. Sap
xép hinh va chinh d6 16n nho cta hinh néu can.
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Chen Clip Art vao slide

Chen Clip Art vao slide

Két qua cheén hinh tir Clip Art va diéu chinh kich thieéc hinh
Nhap chudt vao nut Close & goc trén bén phai hop Clip Art dé dong hop
Clip Art

7

Clip Art @ >
Search Far: (

|u;|n:|IF | [ (=} l

Fesulks shaould be;

|F'.II media file bypes w |

[ ] include Office. com content

Dong hop Clip Art

Chup hinh man hinh dwa vao slide

PowerPoint 2010 bd sung chirc ning chup hinh man hinh cta cac tng
dung khac dang mo dé chén vao slide.

Cac budc thuc hanh nhu sau:

Vao ngan Home, tai nhom Slides chon New Slide.

Chon kiéu layout 1 Title and Content, nhap twa dé cho slide 1a “Chuyp
hinh man hinh dua vao slide”.
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Chuyp hinh man hinh duva vao slidel

* Click to add text

Nhdp twa dé cho slide méi

Pé chyp hinh ctra s6 img dung va chén vao slide, vao ngan Insert, nhom
Images, chon Screenshot.

Insert Design Transitions Animations Slide Show R

Clip Art [y Shapes = A L
@ ip Ar ,") ape G A j &
o3+ Screens &2 SmartArt o =
= T Header Wo
Available Whqdo & Footer

ext

| = .

@+ Screen Clipping

CATOIN OO G OO

Danh sé&ch céc cira s6 ing dung khdc dang mé

Néu chi mudn chup mot phﬁn clia cira sO ung dung nao do, vi du nhu chup
mot phan cira s6 ung dung Excel 2010 thi lam nhu sau:

- Hay mé tmg dung Excel va mé tap tin can chup hinh noi dung dé dua
vao PowerPoint.

- Tro vé slide “Chup hinh man hinh dua vao slide” va vao ngan Insert,
nhom Images, chon Screenshot, chon Screen Clipping.

- Dung chudt quét chon viing man hinh Excel can chyp rdi nha chudt, két
qua nhu hinh sau.
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Chup hinh man hinh dwa vao slide

Quét chon viing can chup

5.5.2. Vé hinh

Chen thém Shape, WordArt va Textbox vao slide

Poi khi, ta can thém cac hop van ban dé nhap thém thong tin hoic vé
thém cac biéu tuong vao slide. Chung ta s& tiép tuc lam viéc trén slide & phan
trude va thém vao slide cac Shape, WordArt va Textbox dé minh hoa thém noi
dung dang trinh bay trén slide.

Cac budc thuc hanh nhu sau:

Troé lai slide “Chuyp hinh man hinh dua vao slide”. Di chuyén hinh vtra
chup sang mot goc va vao ngan Insert, nhom Illustrations, chon Shape, chon
kiéu miii tén Right Arrow. Dung chudt vé mot hinh mili tén hudéng sang phai
trén slide nhu hinh sau.

ad

L adx

. s Chup hinh man hinh duva vao slide

Chup hinh man hinh dua vad : —“*T—*“—*r ‘ -

Thém Shape vao slide

Vao ngan Insert, nhom Text, chon nat Textbox va vé mot hop van ban
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trén slide. Sau d6, nhap vao “Pay la ving man hinh Excel vira chup bang cong

cu Screenshot cua PowerPoint™.

Chup hinh man hinh dwa vao slide

Déy lavung man hinh
Excel vira chup béng cong
cu Screenshot cia
PowerPoint

Thém Textbox vao slide

Vao ngan Insert, nhom Text, chon nat WordArt, chon mau sic cho

WordArt

4 F & JU |

P o o Oue | denl Chup hinh man hinh dua vao slide
/A

L/m -

Veannr st fhers:

A_ A A
Chon mau cho WordArt

Nhap chudi “Screenshot” tai hop Your text here.
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Chup hinh man hinh dwa vao slide

]

'
Oy &t hin
Exre: &dng cong
s a0
FowerPoar

Crrmmmeheas

Chén WordArt

5.6. CHUAN BI, TRINH CHIEU VA IN BAI THUYET TRiNH

5.6.1. Chuan bi trinh chiéu

Cac hiéu ung va hoat canh cho cac ddi tuwong trén slide 1a cach tot nhat
gilip nhan manh vao cac thong tin cung cép trén slide, diéu khién dong thong tin
trong bai thuyét trinh va gip ngudi xem cam thay thich thu hon d6i véi bai
thuyét trinh caa . ¢d thé ap dung hiéu tmg vao cac dbi twong trén ting slide riéng
I¢ hodc thuc hién cong viéc ndy trong slide master va céc slide layout nham tiét
kiém thoi gian.

PowerPoint cung cap rat nhiéu hiéu tng va duoc chia lam 4 nhom:

Hiéu wng Entrance. Cac d6i tuong ap dung hiéu tng s& xuat hién trén
slide hodc c6 xu hudng di chuyén tir bén ngoai slide vao trong slide.

Hiéu wng Exit: Cac dbi tuong ap dung hiéu Gmg s& bién mat khoi slide
hodc ¢6 xu huéng di chuyén tir trong slide ra khoi slide.

Hiéu ‘rng Emphasis: Nhan manh ndi dung ap dung hiéu tng

Hiéu tng di chuyén: Hiéu tng lam cac dbi tuong di chuyén theo mot
duong di qui dinh trudc (Motion Paths). C6 thé tly y 4p dung mot hay nhiéu
kiéu hiéu tng cho mot d6i twong. Ngoai ra, con cé thé thiét 1ap cho cac am
thanh kem theo hiéu ng.

Trong chuong nay, ching ta s& cling nhau tim hiéu cac loai hi¢u ung va
cac kiéu hoat canh cho Text, hinh anh, shape, bang biéu, db thi, Smart Art,
slide... dé ap dung vao bai thuyét trinh dién cia minh.Nhin chung khi ap dung
hiéu tng, chlng ta can cha ¥ cac diém sau:

Chon kiéu hiéu tng: 4 nhom hiéu Gng di néu trén

Thiép 1ap cap do ma hiéu tmg s& ap dung 1én ddi twong: ca ddi twong hay
tung thanh phén cta d6i tuong. Thiét 1ap hanh dong cho doi tuong sau khi thyc
hién xong hiéu tmg: d6i mau, bién mat,...
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Thiét 1ap thoi diém, téc do va sb 1an 1ap cta hiéu Gng: khi nhap chudt hay
1a ty thuc hién sau mdgt thoi gian qui dinh, thuc hién hién hi¢u ung dé)ng tho1 hay
sau mot hiéu ung khac, tdc do thue hién hiéu ung nhanh hay cham.

Thiét lap thr tu thuc hién hi€éu Uing cta ddi tuong so véi cac ddi tuong
khéac trén slide

Hiéu @ng cho vin ban

Vin ban (Textbox) 1a d6i tugng duoc str dung nhiéu nhat trong bai thuyét
trinh. Do vay, Powerpoint xay dung san rat nhiéu kiéu hiéu tng rat tha vi cho
dbi twong nay va chdng ta c6 thé thiét 1ap hiéu ung dén ting dong, ting chix
hoac ting ky tu trong doan vin ban. WordArt thuc chit ciing 13 van ban nén
cach ap dung hiéu ung cho ddi tugng ndy hoan toan tuong tu véi Textbox. Do
vay, phan nay chi minh hoa &p dung hiéu tng trén d6i tuong Textbox.

Click to edit Master title style

o

* Click to edit Master text styles

— Second level
* Third level

— Fourth level
» Fifth level

Iy

CA&c cdp dg cia vin ban trong Textbox
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Tuy chon hiéu wng cho cac doan van ban trong Textbox

Nhom van ban Mo ta

As One Object | Ca Textbox thuc thi hiéu tng mét lan

All Paragraphs | Tat ca cac doan van ban (dong) trong Textbox thuc thi hiéu

As One ng riéng lé nhung dién ra dong thoi.

By 1st Level | Thuc thi hiéu ing dén cac doan vian ban thugc cap thir nhat

Paragraphs trong Textbox. Cac dong la cap con cua cap tha nhat khong
cé hiéu tng riéng.

By 2nd Level | Thyc thi hiéu ing dén céc doan vin ban thudc cap tha hai

Paragraphs trong Textbox. Cac dong 1a cip con cua cap tha hai khong
c6 hiéu tng riéng.

By 3rd Level | Thuc thi hiéu ing dén cac doan van ban thudc cap thir ba

Paragraphs trong Textbox. Céc dong 1a cap con cua cap tha ba khong
6 hiéu tng riéng.

By 4th Level | Thuc thi hiéu tng dén cic doan vin ban thudc cap thi tu

Paragraphs trong Textbox. Cac dong la cap con cua cap thi tu khong co
hiéu ung riéng.

By b5th Level | Thyc thi hiéu Gng dén cac doan vin ban thudc cap thr nim

Paragraphs trong Textbox.

Tuy chon hiéu #ng cho cac tur trong cdac dong van ban

Dong vian ban Mo ta

All at once Ca dong thyc thi hiéu tng mot lan
By word Thuc thi hiéu tng dén mdi tir trong dong van ban
By letter Thuec thi hiéu tmg dén mdi ky tu trong dong van ban

Chung ta sé thyc hanh &p dung hiéu g
cho cac doan van ban (Textbox) trong slide sé
3 “Céc kiéu hién thi” cua bai thuyét trinh da
tao trong phan truéc.

Cac budéc thye nhu sau:

Budce 1: Trong ché d¢6 Normal View,
chon hop vin ban can ap dung hiéu ung. Vi
du, chon hop van ban bén trai trong slide sb 3.

Budc 2: Chon hop van ban, vao ngéan

Nhiing Kieu hiemeehi

? ;Presenta;ion Views : >Master Views
X« Slide Master
= Handout Master
= Notes Master

"#Slide Sorter
QUL

- Notes-Page
* = Reading View

S —
| ——

0. —

Animations trén Ribbon, nhém Animation va nhap chon nat More d&é mo danh

muc céac hiéu ung.
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X
None

X X

Appear de Fly In Float In

Céc hiéu ing dung san

Budc 3: Vi du, st dung hiéu tng Entrance véi kiéu Fly In trong hop
Animation Styles. Khi d6 hop vin ban trén slide xuat hién thém sé thir tu 1a 1 &
dau mdi dong van ban. Piéu nay c6 nghia day 1a hiéu ung s& dugc thuc thi dau
tién trén slide va khi thuc hién hi¢u tng thi PowerPoint s& cho xuat hién déng
tho1 cac dong trong hop van ban.

Budc 4: Chon nat Effect Options trong nhém Animation va chon kiéu
Fly In tir danh sach. c6 thé ré chudt 1én cac kiéu hiéu tng Fly In va xem két qua
thé hién trén slide trudc khi quyét dinh chon. Vi du, chon kiéu From Bottom-
Left c6 nghia 1a doan van ban sé bay tir goc dudi bén trai 1€n vi tri cia nd duoc

dat trén slide.

Budc 5: Néu thay céac kiéu hiéu tng khong trong hop Animation Styles
con it qua, chon tiép nit More Entrance Effects... trong hop nay. Khi d6, hop
thoai Change Entrance Effect xuit hién v6i hon 30 kiéu hiéu tmg cho lya

chon.

Tich chon vao hop Preview Effect rdi nhdp chudt vao tén cac hiéu img va
xem két qua thé hién trén slide.

Sau khi chon dugc mot kiéu vira ¥ thi nhan nat OK. Vi dy, chon lai kiéu

Flip

Néu cac hiéu tmg 1a don gian thi ching ta c6 thé thiét 1ap nhanh céc thong
sb vé hiéu lénh thuc thi hiéu tng, thoi gian thuc thi va thoi gian cho truée khi

thuc thi hiéu tng. Néu trén slide c6 nhiéu doi
twong ap dung hiéu ung la dung cac nat Move
Earlier (dua lén thuc thi truéc) hodc Move | (3p.s  aoao

p Start: After Previous ~ Reorder Animation

& Duration: 02.00

4F 4

Later (dwa xubng thyc thi sau) dé sap xép Timing
trinh tu thyuc thi hiéu ung cua cac ddi twong trén slide. Thiép 1ap nhanh cac tly

chon

Nhan nuat Play trong khung Animation Pane hodc nhin nat Preview
trong ngan Animations ctiia Ribbon dé xem trudc két qua ap dung hiéu tng trén

slide.

Tuy chon hanh dong sau khi thyc thi hiéu izng

Mau Thay d6i doi tuong (van ban, shape) sang mau lua
More Colors chon sau khi thuc thi hiéu ung.
Don’t Dim Khong c¢6 hanh déng gi thém sau khi thuc thi hiéu
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rng.

Hide After Animation | An déi tuong sau khi thuc thi hiéu ung.

Hide on Next Mouse | An dbi tuegng sau khi nhap chuét.
Click

Sao chép hiéu wng

Tinh ning sao chép hiéu tng (Animation Painter) gitta cac ddi twong mai
dugc bd sung vao PowerPoint 2010. Nho tinh ning nay, thoi gian thiét 1ap hiéu
g cho cac di tugng trong bai thuyét trinh dwgc rdt ngan rat nhiéu. Ching ta
sé thuc hanh viéc sao chép hiéu tng tir hop van ban bén trai cua slide 3 sang hop
van ban bén phai.

Thuc hién cac budc nhu sau:

Budc 1: Chon hdp vin ban bén trai trong slide s6 3.

Buodc 2: Vao ngan Animations, nhom Advanced Animation chon 1énh
Add Animation

Buéc 3: Dé sao chép hiéu tng cho nhiéu d6i twong cung luc, 1am nhu sau:

Trudc tién, phai tit tinh ning Auto Preview tai tuy chon bén dudi nat
Preview, trong ngan Animations.

Tiép theo, phai nhap niat Animation Painter hai lan khi thuc hién lénh
sao chép hi€u tng.

Sau do, 1an luot nhép chuot 1én cac dbi tuong can duoc ap dung hiéu tng.

" . '\ *Ql.nimata-T%Painter jl Delay:
D) | nced Animatith

|Preview

v

Animation Painter (Alt+Shift=C)

Copy the animation from one

(B Preview
= object and apply it ta another,

AutoPreview

iy~ Douljle-click this button to apply
the sgme animation to multiple
objeds in the presentation.

Preview the Animationsy

Automatically preview afi]

animation @ Press F1 for more help,

Sao chép hiéu i#ng cho nhiéu doi teong
Thu tu thuc hién hiéu ung trén slide:
Tha tu thuc hién hiéu tng trén slide cua cac dbi twong can ctr Vao vi
tri cha no trong khung Animation Pane. D4i twong nam trén s& thuc thi
trude d6i twong nam dudi.

Sap xép trinh tw thuc thi hiéu wng —— -
Khung Animation Pane bén phai cia so |[==
Normal View liét ké danh muc cac hiéu ung da ;1@ R |

thiét 1ap cho cac d6i tuong trén slide. Nhing hiéu
tng nam trén cing c6 do uvu tién cao hon va sé

A1

[ Seconds w]i€jo  12[ ] 14 + (>
Re-Order |4




duoc thyc thi trude, sau d6 méi dén cac hiéu tng bén dudi. Do vay, can phai sap
Xép thir ty cho cac hiéu tng trén slide theo y do trinh bay cua minh khi thuyét
trinh.

Thuc hién cac budc nhu sau:

Budc 1: Chon slide ¢6 nhiéu dbi tugng duoc da thiét 1ap hiéu umg. Vi du,
chon slide s6 3.

Budc 2: Vao ngan Animations, nhém Advanced Animation chon I¢nh
Animation Pane d¢é mé hop Animation Pane.

Budc 3: Bé sép xép thtr tu thuc thi hi¢u img cho mot dbi tuong thi chon
hiéu tng ctia d6i twong d6 trong khung Animation Pane va nhip nit mili tén
hudng 1én dé ting do wu tién hodc nhap miii tén hudng xudng dé giam d6 uu
tién khi thuc thi.

Budc 4: Dé kiém tra lai két qua cta viéc sip xép, nhap vao nat Play dé
xem trudce su thyc thi hi€u tng cua cac ddi tuong trén slide.

Hiéu wng cho hinh anh, shape

Céch 4p dung hiéu tng cho hinh anh, clipart hay shape la giong nhau,
phan nay chlng ta s& thuc hanh ap dung hiéu &ng cho cac hinh o slide 4.

Ap dung hiéu ung

Thuc hién cac budc nhu sau:

Budc 1: Chon hinh con buém bén tréi trong slide s6 4.

Budc 2: Vao ngan Animations, nhom Animation va chon mét hiéu ting
tir Animation Style. Vi du, chon kiéu Spin tir nhém Emphasis. Nhap chudt vao
n(t Effect Options dé tily chon thém cho hiéu tmg vira chon néu can.

Chen hinh vao slide

Chon hiéu ung cho hinh
Budc 3: Néu thiy co it hidu Ung lua g

Basic

chon thi nhip vao nat More Emphasis | =

FFE Grow/Shrink, =& Line Color

Effects... & m& hop thoai Change Emphasis |z =

Effect. Danh muc hon 20 hiéu tmg xuét hién. el o
Tich chon vao hop Preview Effect rdi ;0 ol

nhap chudt vao tén cac hiéu tmg va xem két qua | === e

thé hién trén slide. = r——— i
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Sau khi chon dugc mot kiéu vira y thi nhan nat OK. Vi du, khong thay
doi kiéu.

Hiéu &ng chuyén slide

Cac phan trén da tao dugc hiéu tung cho cac ddi tuong vin ban, do thi,
hinh anh. Phan nay s& huéng dan cach tao hiéu ang khi chuyén tir mot slide nay
sang slide khéc (transitions) trong bai thuyét trinh. PowerPoint 2010 d& bd sung
thém kha nhiéu hiéu ang mai rat hap dan khi trinh chiéu, dac biét 1a cac hiéu
ung 3-D.

Ap dung hiéu ang chuyén slide

Thuc hanh theo cac budc sau:

Budc 1: M bai thuyét trinh can ap dung hiéu ung chuyén slide. Vi du,
hay mé bai thuyét trinh ma ching ta di tao va thuc hanh trong cic phan trudc.

Budc 2: Chon slide can ap dung hi¢u tng chuyén slide. Vi du, chon slide
dau tién trong bai thuyét trinh.

Budce 3: Vao ngan Transitions trén Ribbon, vao nhém Transition to This
Slide va chon kiéu hiéu tmg Doors trong danh muyc dyng san.

mi ‘ iy Sound:

D Duration

Effect
Options »|| 43 Apply To

Home Insert Design Transitions Animations Stide Sho

W (m E  E B

> 760 Effect
Cub Zoom < l z
= > * | Options * n Harizontal

Chon kiéu Transition

Budc 4: Chon 1énh Effect Options va tiy chon thém cho kiéu hiéu tng
Doors vira chon. Vi du, van chon 1a Vertical.

Budc 5: Chuyén dén nhom Timing dé thiét lap thoi gian cho hiéu tng
Transition:

Sound: vi du chon am thanh khi chuyén slide 1a Chime

Duration: thiét 1ap thoi gian thuc thi hiéu tng chuyén tir slide nay sang
slide khac. Vi du, chon 1a 2 gidy dé co toc d6 thuc thi vira phai va d& quan sat.

Chon On Mouse Click: thi s& chuyén sang slide khac néu nhip chudt
trong khi trinh chiéu. Nén chon tiiy chon nay.

Tai hop After: thiét 1ap s6 phut: gidy (mm:ss) s& tu dong chuyén sang
slide khac khi van chua c6 hiéu 1énh kich chudt. Ty chon nay phai c6 khi muén
xay dung bai thuyét trinh tu dong trinh chiéu. Vi du, chon After 1a 8 gidy. Trong
thuc té, ching ta can tinh toan thoi gian sao cho khéan gia co thé doc hét noi
dung trén slide trudc khi chuyén sang slide khéc.
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il Sound: chimes.wav * | Advance 5lide

-

D Duration: 02.00 - On Mouse Click

-

130 Apply To All After: 00:03.00 &
Timing

Tuy chon thoi gian cho Transition

Budc 6: Slide dau tién da thiét 1ap xong hiéu tmg Transition.

Nhan nat Apply To All trong nhom Timing s& ap dung thiét 1ap Transition
trén cho tat ca cac slide trong bai thuyét trinh. Khi d0, tat ca cac slide s& c6 hiéu
g Transition giéng nhau.

Lap lai cac bude 2,3.4,5 dé thiét 1ap hi¢u tng Transition cho céc slide
khac trong bai thuyét trinh voi cac tity chon hiéu tng doc 1ap v6i nhau. Viéc 1am
nay sé ton nhiéu thoi gian nhung bai thuyét trinh s& sinh dong va thu hat hon.
Ngoai ra, ndi dung ctia mdi slide 1a khac nhau nén thoi gian thuc thi hodc cho
chuyén slide ciia mdi slide 1 khac nhau.

X6a bo hiéu tmg chuyén slide:

Viéc x6a bo cac thiét 1ap hiéu ang chuyén slide rat don gian. Ching ta co
thé x6a bo hiéu ung chuyén slide cho ting slide riéng Ié hoic thuc hién dong
loat trén tat ca cac slide.

Céc buéc x0a hiéu tng chuyén slide:

Buéc 1: Chon mét hay nhiéu slide can xo4 hiéu tmg chuyén slide

Budc 2: Vao ngan Transitions, nhom Transition to This Slide va chon
None dé hay bo hiéu tng chuyén slide cho céc slide dang chon.

Home Insert Design Transitions Animations Slide Show Review View Developer Add-I
Subtle
] —3 ] — ]
_JJ —= ﬁ <« G F i
— | i /- ‘ lil
h“ Cut Fade Push Wipe Split Reveal Random Bars
Shape Uncover Cover Flash
Exciting
] - =il =T s 3 T
03 o B s €] [ I |
Dissolve Checkerboard Blinds Clock Ripple Honeycomb Vortex
| =1 = > = =
m B @ m W | = ;
—— \— | Somm— | s
Shred Switch Flip Gallery Cube Doaors Zoom
Dynamic Content
=) | E B @ @ B
| S -~ - . a"-
Pan Ferris Wheel Conveyor Rotate Window Orbit Fly Through

Chon None dé x6a hiéu g chuyén slide
Budc 3: Néu chon thém lénh Apply To All bén nhém Timing thi s& x6a
hét hiéu ing chuyén slide trong bai thuyét trinh.
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b Sound: chimeswav  ~ Advance Slide

& Duration: Auto Y [V] On Mouse Click

R a.pp|y® [V] After: 00:00.00 2
Timing

X0a tdt ca hiéu ing chuyén slide
Tw dong hoa bai thuyét trinh
Trong mot s trudng hop, ching ta can xay dung bai thuyét trinh voi muc
dich trinh chiéu mot cach tu dong va khong co ngudi thuyét trinh. Cac huéng
dan trong phan nay sé& gidp thuc hién diéu do6.
Mét bai thuyét trinh tu hanh phai ¢am bao 3 diéu kién sau:
Hiéu mg chuyén slide khi 4p dung phai chon thém tiy chon After va

thiét 1ap thoi gian cho chuyén slide cho tat ca cac slide.

Khi 4p dung hiéu tmg cho cac d6i tuong trén tat ca cac slide phai st dung
tuy chon After Previous hoac With Previous tai Start.

Chon thém Loop continuously until ‘Esc’ trong ngan Slide Show, nhom
Set Up, 1énh Setup Slide Show dé ty dong trinh chiéu lap lai bai thuyét trinh
khi két thuc.

Thuc hanh theo cac budc sau:

Budc 1: Md bai thuyét trinh can ap dung tu dong.

Budc 2: Vio timg slide, chon cac dbi tuong da ap dung hiéu tng va vao
ngan Animations, nhom Timing, chon lai After Previous tai hop Start.

b Start: ifterPrevioReorder Animation
A
& Duration: 02.00 DvE Ei

(:?) Delay: 00.50

O 4 A

Timin

Tuy chon After Previous trong Animations

Budc 3: Vao tung slide, vao ngan Transitions, nhdm Timing, chon After
va thiét 1ap thoi gian chd chuyén silde.

Budc 4: Vao ngan Slide Show, nhom Set Up, 1énh SetUp Slide Show,
chon 1énh Loop continuously until ‘Esc’.
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2)x

Set Up Show
Show byvpe Show slides
(%) presented by a speaker (full screen) @ al
() Browsed by an individual {window) ) From: & To F

Show options

Lo

Pen color;

Laser pointer color;

button,

[ Show without narrathon

() Browsed at a kiosk (full screen)

Advance slides

() Manually
@ Using timings, if present

[ Showe without animation Mulkiple monitors

I

I
[ 5how Presenter Yiew

To show a laser pointer during slide show, hold down the Cerl key and press the left mouse

[ o4 l ’ Cancel

Hop thoai Set Up Show

Luwu bao cao dudi dang Slide Show

Tap tin PowerPoint du¢i dinh dang Slide Show s€ tu dong trinh chiéu khi
dugc moé ra. Dé luu tap tin duéi dinh dang nay 1am theo hudng dan sau:

Cac budc thuc hanh nhu sau:

Budc 1: Trinh can luu sang dinh dang Slide Show

Buéc 2: Vao File, chon Save As, hop thoai Save As xuat hién

Budc 1: V& cac nat bang cach chon Tab Insert, nhan nat

PowerPoint Macro-Enabled Show (¥, ppsm)
PowerPoint 97-2003 Show (¥, pps)
PowerPoint Add-In (¥, ppam)

PowerPoint 97-2003 Add-In (*.ppa)
PowerPoint XML Presentation (*.xml)

Fil= pame: ThuchanhPowerPoink2010_Ché.ppkx

Save as tYpe! | powerPoink Presentation (*.ppkx)

Chon dinh dang Slide Show

Budc 3: Chon noi luu bai thuyét trinh tai hop Save in
Budce 4: Chon PowerPoint Show (*.ppsx) tai Save as type
Buéc 5: Nhan nat Save.
Tao bd nat di chuyén trong bai thuyét trinh

)
LT

Shapes

trén thanh

Ribbon=> xuét hién danh sach chira céc kiéu hinh duoc xdy dung sin cua
chuong trinh
Buéc 2: Chon nhom cac nat 1énh Action nam & cudi danh sach cac nhom

hinh vé =

Nut

Tén

Hyperlink dén

Black hoac Previuos

Tro vé slide phia trudc
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Forward hoic Next | Chuyén tai slide ké tiép

Beginning Vé slide dau tién

End Dén slide cudi cung

Home Ve slide dau

Information Mic dinh khéng lam gi, ta phai thiét lap
hanh dong cho nut

Return Tré vé slide xem trude do

Movie Mic dinh khdng lam gi, ta phai mo file
phim anh nao do

Document Mic dinh khong lam gi, ta phai m¢ file nao
do

Sound Phéat am thanh do ta chon, néu khéng chon
thi PowerPoint s& phat am thanh dau tién
trong danh sach am thanh chuan c6 san

Help Mic dinh 1a khdng 1am gi, ta phai link dén
mot file huéng dan nao do

None Mic dinh la khong lam gi, ta c6 thé tuy y
tao hanh dong

Budce 3: Kich chon nut can v€ roi vira nhan

Action Settings

Mouse Click | Mouse Over |

vura di chuyén chudt vao vi tri can tao nit Iénh trong || ....u.

slide dé v& ntit = xuét hién hop thoai Action Setting
Budc 4: Chon dudng dan can lién két toi bang || - snwwen
cach kich chon mot trong cac tuy chon sau:

Hyperlink To: chon slide s& duoc lién két toi

nut 1énh

Run Program: chon chuong trinh duoc lién két

vO1 nuat 1énh
Run Macro: chon chuong trinh macro duogc lién két t&i1 nat 1énh

Object Action: chon d6i twong hanh dong dugc lién két téi nat 1énh

Budc 5: Kich chon muc Play Sound va chon kiéu nhac duoc kich hoat
cung véi lién két toi nat 1énh.
Tao siéu lién két cho doan vin ban va hinh anh

Cac siéu lién két (hyperlink) 1a yéu té quan trong nhat trong loai b4o céo
twong tac nguoi dung. Cac dia chi internet, e-mail hoac dia chi FTP sau khi nhap
vao hop vin ban s& dugc PowerPoint tu dong chuyén thanh céc siéu lién két:
Dia chi web: dia chi bat dau bang http:// hodc www

[ OK | I Cancel
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web, .

Ctrl+K = xuat hién hop thoai Insert Hyperlink =

Pia chi e-mail: chudi ky ty khong c6 khoang trang va c6 ky hiéu @ ¢ giita
Dia chi may chi FTP: djac chi bat dau bang ftp:/

Ngoai ra, con ¢ thé tao hyperlink dén céc dia chi sau:

Céc slide khac trong cuing bai thuyét trinh

Céc slide trong bai thuyét trinh khac

Tai liéu cua cac ting dung khéc, vi du nhu file Excel, word, acces, trang

Céc file hinh anh
M¢ file moi trong cac loai rng dung
Budc 1: Boi den doan van ban

)

G
Hyperlink

Budc 2: Chon Tab Inser, nhan nut trén thanh Ribbon hodc nhin

Insert Hyperlink (2 [t
Link to: Text to display: |Hiéu img PowerPoint ‘ ScreenTip... ‘
> — = - [l
L8 Look in: Tin dai cuong l'y i _711 E‘ ‘j
Existing File or ——— s e
Web Page BT Thuc hanh -~ ‘ Bookmark... | |1
—— 1| Curent du lieu day internet - tin dc —
Folder
§] Excel
Piscaindhis Lap trinh va ngdn ngif I3p trinh_files
Document Browsed Tailieu_MonTinDaiCuang
Pages Word
: . word2007.thuvienvatly.com.Bcaa3.17446
Create New Recent £1] ~$bai P.Point hay hay
Document Files ] ~sp
k] bai 1 134
Address: El
E-mail Address —
‘ Cancel ]

Budc 3: Lua chon kiéu tao hyperlink bang cach nhdn mét trong cac nut

Sau:

O]

»Ez:'s:;qpﬁeor ) B , .

"™ tao lién két dén dia chi web hodc may chu FTP

{Tai hép Address, nhdp vao dia chi trang web can lién két t6i}

Piace in This . , , . .

Pocument - tao li€n két cho doan van ban dén mot slide trong file hién hanh

{Tai khung Select a place in this document, kich chon slide muon lién
kér}

Create New

" - tao lién két dén mot ung dung va tao mot tai li¢u moi

{Name of new document: nhdp tén file can tao kém theo phan mé rong
cua file do.

Full Path: nhdn nit Change... va chon noi luu file néu can}

=
E-mal A

% tao lién két dén mot dia chi e-mail
{E-mail address: nhdp vao dia chi email nguoi nhan
Subject: nhdp vao tw dé cho email}
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Chinh_sira lién két: nhay phai chudt vao doan vin ban cé st dung
hyperlink, chon Edit Hyperlink...

Hiy bé lién két: nhay phai chudt vao doan vin ban cé st dung hyperlink,
chon Remove Hyperlink

5.6.2. Kiém tra, in, trinh dién

Thuc hién mdt budi trinh chiéu

Sau khi hoan tat viéc tao cac Slide trong trinh chiéu, phai duyét lai tat ca
nhitng thong tin, hinh anh, 4m thanh, ... s& trinh by trudc thinh gia, dong thoi
phai xay dung mdt kich ban vé viée str dung céac k¥ thuat thich hop dé thé hién
ndi dung d6 mdt cach cé hiéu qua.

Thiét ké mét cudc trinh chiéu

Chtic ning nay cho phép thay ddi cac tity chon cho budi trinh chiéu.

Céach thuc hién:

M@ tap tin trinh chiéu mudn thiét ké

Chon 1énh Slide Show/ Set Up Slide Show

Set Up Show » IEN

Show type Show slides

(®) Presented by a speaker (full screen) @ Al

(") Browsed by-an individual (window) () From: 1 +| To: |59 g
() Browsed at a kiosk {full screen) Custom show:

Show options

[] Loop continuously until 'Esc’ Advance slides

[1 show without narration o

a= : : ' Manusally

] Show without animation

(®) Using timings, if present
["] pisable hardware graphics acceleration

Pen color: - Multipte monitors
Laser pointer colon 3 - g shgw waniar
- - Automatic e
Resolution:
Use Current Resolution

[¥] Use Presenter View

i1 OK Cancel

Thiét ké mot budi trinh chicu

Tuy chon Show type: cach thyc hién trinh chiéu.

Presented by a speaker (full screen): cho phép thuc hién trinh chiéu ¢ ché
d6 toan man hinh va dugc diéu khién bai ngudi dién thuyét.

Browsed by an individual (window): cho phép trinh chiéu ¢ ché do6 man
hinh binh thuong, va tu diéu khién viéc trinh chiéu ciia PowerPoint theo nhu cau
riéng.

Browsed at a kiosk (full screen): cho phép thuc hién trinh chiéu & ché d6
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toan man hinh, dién ra mét cach tu dong, va duoc lip di lip lai.

Loop continuously until ‘Esc’: cho phép trinh chiéu lip di lip lai lién tuc
dén khi nhan phim Esc, tiy chon nay 1a mic dinh khi str dung ché d6 Browsed at
a kiosk.

Show without narration: cho phép tat phan thuyét minh di kém.

Show without animation: cho phép tat cac hiéu tmg.

Pen color/ Laser pointer color: chon mau

Tuy chon Show slides: chon céc slide cho budi trinh chiéu.

+ All: trinh chiéu tit ca cac Slide.

+ From ... To ...: trinh chiéu mdt nhom Slide lién tuc.

+ Custom show: cho phép chon phuong an trinh chiéu riéng.

Tuy chon Advanced Slides: cic tuy chon nang cao.

Manually: ché d6 chuyén trang thu cong (nhan phim hodc Click chudt dé
qua Slide khé&c).

Using timings, if present: ché do chuyén trang ty dong (sau mot khoang
thot gian nao do).

Thiét ké mt phwong an trinh chiéu riéng

Chtrc nang nay cho phép tao ra nhiing trinh chiéu c6 thé tiy bién dé phuc
vu nhitng d6i twong khan gia khac nhau, hodc nhitng muc dich khac nhau ma
khong can phai tao ra nhiéu trinh chiéu c6 noi dung tuong tu. Ngoai ra, vi¢c
chinh stra, cap nhat ndi dung cling dugc nhanh chong va chinh xac hon.

Vi du: Can tao mdt trinh chiéu cho 3 nhom ddi twong khac nhau. Trong
d6, 6 Slide dau dugc st dung chung cho ca 3 nhém, mdi nhém cé thém 3 Slide
riéng. Nhu vay, chi can thiét ké trinh chiéu vé6i 15 Slide 1a c¢6 thé sir dung cho ca
3 nhom thay vi phai thiét ké 3 trinh chiéu riéng phai dung t&i 27 Slide.

Cach thuc hién:

Vao menu Slide Show/ Custom Slide Show/ Custom Show..., hop thoai
Custom Show nhu hinh:

Custom Shows ?

MNhom thu 1 Meaw...
Mhom thu 2 =

Bemowe

Copy

Show Close

Thiét ké mot phuong an trinh chiéu riéng
Chon céc slides trong phuong an trinh chiéu
New: tao mot phuong an trinh chiéu méi.
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Edit: chinh stra phuong 4n trinh chiéu duoc chon.

Remove: x04 bé phuong an trinh chiéu dugc chon.

Copy: sao chép phuong 4n trinh chiéu dugc chon.

Khi chon New hodc Edit thi s& xut hién hop thoai Define Custom Show
nhu hinh & trén cho phép tao va chinh sita mot phuong an trinh chiéu. ¢ thé
thém (Add), hay loai bo (Remove) cac Slide trong phuong an d6 ciing nhu sap
xép lai thir tu cac Slide.

Thuc hién mdt budi trinh chiéu

Pé kiém tra lai hodc thuc hién trinh chiéu chinh thtrc, thuc hién céc cach
Sau:

Nhén phim F5 dé trinh chiéu tir slide dau tién

Click chudt vao nit Slide Show = & cudi man hinh d¢ bét dau trinh chicu
tur slide hién hanh

Chon 1énh Slide Show/ Custom Slide Show/ chon phuong 4n trinh chiéu
hodc Slide Show/ Custom Slide Show/ Custom Show.../ chon phuong an trinh
chiéu/ nhan nat Show dé trinh chiéu mot phuong an riéng da thiét ké

CA4c thao tac co ban trong qua trinh trinh chiéu

Chuyén qua trang tiép theo: nhan SPACE BAR, ENTER, PAGE DOWN,
phim N, phim mili tén phai, phim mili tén xuéng hoic chudt trai.

Tro vé trang trudc: nhian BACKSPACE, PAGE UP, phim P, phim miii tén
trai hodac phim miii tén I&n.

Pén mot Slide bat ky: gd s6 th ty cta Slide va nhan Enter.

Két thuc trinh chiéu: nhan phim Esc, phim ‘-¢ hodc to hop phim Ctrl +
Break.

Pé gidu con trd va nit 1énh & goc trai bén dudi: nhan phim A hodc phim

Bat/ tit ché do boi den toan man hinh: nhan phim B hodc phim *..

Bat/ tat ché do 1am trang toan man hinh: nhan phim W hodc phim °,’.
Str dung céac nuat Iénh & goc trai bén dudi man hinh
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s . , 1. Vé slide trudc
o Laser Pomnter
W T— 2. Dén slide ké
¢ Highlighter 3./ Chorlcon tro laser, cong cu viét tay,
danh dau
4. Chuyén sang ché d6 Slide Sorter
5. Chd y mét phan man hinh va phéngto
HEN EEEENE
I !
1. 2. 3. 4 5. 6

Céc nut sir dung khi trinh chiéu:

- R_Click 1én man hinh va chon 1énh nhu menu sau:

- Next: chuyén t6i Slide ké.

- Previous: vé Slide trudc.

- Last Viewed: chuyén dén Slide vira xem.

- See All Slides: xem tat ca céc slides (¢ ché do Slide Sorter).

- Zoom in: chli y mdt phan man hinh va phéng to.

- Show Presenter View: bat ché do xem Presenter.

- Screen: 1am den/trang man hinh

- Pointer Options: tuy chon con tro laser, viét, cong cu chu y

- End Show: két thiic budi trinh chiéu.

Cha y: trude khi trinh chiéu cho thinh gia, nén trinh chiéu thir dé kiém tra
thiét bi chiéu (projector, overhead) va diéu chinh & cu ly va vi tri thich hop.

In c4c trang trinh chiéu

Chtrc ning nay cho phép in cac Slide trong ban trinh chiéu ra gidy hoic
phim.

Cach thuc hién:
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Chon Iénh File/ Print hodc nhan t6 hop phim Ctrl + P

Print
- Copies: |1
Print
Priner “ Cau tric ctia mot workbook (1)
) Hewlett-Packard HP Laserle.. G A B -
2 e i ~Gom cd nhiéu sheet, toi da la 255 sheets, mdc nhién la 16
Printer Propeties sheets
Setings ~Thay ddi sheet mic nhién: vao menu Tools - Options >
= P ) General > Sheets in new workbook
— Prinkesie ettt ~Chon sheet: nhap vio tén sheet
e : -Dai tén sheet:
Account ‘j :!’\“P‘a%;jh:e, = v *D-Click lén tén sheet
i *R-Click lén tén sheet, chonRename
Options [EEl. v o 3 i i Ko i A
123 123 123 ~Chén thém sheet moi: chon vi tri muon chén sheet mdi
g o : +Vao menuInsert - Worksheet

*R-Click Ién dong tén sheet, chon Insert -> Worksheet
Edit Header & Footer

SN

12 [of59 b

Phéng to/Thu

Print: ra 1énh in

Copies: s6 ban in, mic dinh in 1 ban

Printer: chon may in mubn sir dung tur 1i¢t hop ké tha.

Slides: chon vung in

+ Print All Slides: in tt ca cac slide.

+ Print Curent Slide: in slide hién hanh.

+ Print Selection: in cac cac slides duoc chon trudc.

+ Custom Range: in cac Slide duoc chon trong Custom Show.

+ Slides: cho phép nhap cac Slide mudn in.

Print Layout/Handouts: chon cach in.

+ Print Layout: chon in 1 slide trén 1 trang gidy, c6 kém ghi chi hay
khong, hodc in dang outline

+ Handouts: cho phép in nhiéu slide trén cing 1 trang gidy

+ Frame Slide: in slide kém theo khung bao quanh slide.

+ Scale to fit paper: tu dong diéu chinh kich thudc dé in vira di kho gidy.

Collated/Uncollated: in theo b hay in theo trang

Orientation: hudng in

Grayscale: in tring den
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MODULE 06: SU DUNG INTERNET CO BAN

6.1. KIEN THUC CO BAN VE INTERNET

6.1.1 Cac khai niém /thuat ngir thwong gap

Mang Internet: 1a tip hop cia cic may tinh duoc két ndi lai véi nhau
thong qua hé thdng phuong tién truyén dan két ndi véi thé gisi, dugc cung cap
bai cac cong ty cung tng dich vu, muc dich dé trao ddi thong tin. Mang Internet
la truong hop dac biét caa mang WAN, nham cung cap céc dich vu toan cau vé
mail, web, chat, truyén tin mang tinh phuc vu mién phi.

Khi mai hinh thanh, mang Internet duoc sir dung chu yéu & cac té chuc
Chinh phu va trong cac truong hoc. Ngay nay, mang Internet da duoc sir dung
boi hang ty ngudi bao gém cac c& nhan, doanh nghiép, truong hoc, vién nghién
ctru trong tat ca cac linh vuc tir kinh té dén chinh tri, tir van hoa gido duc dén
ting cong viéc trong cudc song. Kién triic caa mang Internet 13 lién mang, tac 1a
nhiéu mang may tinh lién két voi nhau, tat ca cac may tinh trong mang déu co
quyén binh dang nhu nhau va dugc cung cap mot dia chi IP riéng biét.

Dich vu FTP (File Transfer Protocol) dung dé truyén tai cac tép dir liéu
giita cac Host trén Internet. Cong cu dé thuc hién dich vu truyén tép 1a chuong
trinh FTP, s dung giao thuc cuaa Internet la giao thuc FTP (File Transfer
Protocol). Nhu tén cua giao thuc, cong viéc cua giao thac nay la thuc hién
chuyén céc tép tir mot may tinh nay sang mot may tinh khéc. Giao thuc nay cho
phép truyén tép khéng phu thudc vao van dé vi tri dia 1y hay méi truong hé diéu
hanh cia hai may. Diéu duy nhat can thiét 1a ca hai may déu c6 phan mém hiéu
duogc giao thic cua nhau.

Pé phién 1am viéc FTP thuc hién duogc, can 2 phan mém. Mot 14 tng dung
FTP Client chay trén may cua nguoi dung, cho phép gui cac Iénh téi FTP Host.
Hai 1a FTP Server chay trén may chu ¢ xa, dung dé xu Iy cac lénh FTP cua
nguoi dung va tuong tac voi hé thong tép trén Host ma n6 dang chay.

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 dé nhan dang. Pia chi
IP dugc chia 1am 4 sb thap phan gigi han tir 0 - 255, phan cach nhau bang dau
cham. Vi du: 172.16.19.5; 172.16.0.3; ...

Hé thong tén mién DNS (Domain Name System)

Dia chi IP gom cac s6 rat khé nhé va kho sir dung, can phai xay dung mot
hé thong dia chi Internet khac, d6 chinh 13 hé thdng tén mién DNS, dé dat tén
cho cac host trén Internet. Vi du: www.yahoo.com, www.microsoft.com,
www.ctu.edu.vn, www.mit.edu, ... Mdi host trén Internet s& c6 hai dia chi: dia
chi IP va dia chi tén mién duoc &nh xa véi nhau. Khi nguoi sir dyng ding tén
mién, nd s& dugc chuyén doi qua dia chi IP twong ung. Cac phan com, edu hay
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vn trong dia chi tén mién ¢ trén duoc goi la tén mién cap 1 (First- level Domain
hay Top-level Domain).

ISP (Internet Service Provider) — Nha cung cip dich vu Internet cap
quyén truy cap Internet qua mang vién théng va cac dich vy nhu: Email, Web,
FTP, Telnet, Chat... D& c6 thé truy nhap va s dung céc dich vu caa Internet,
nguoi str dung phai dang ky véi nha cung cap dich vu nay. Hién tai, & Viét Nam
c6 18 ISP dang ky cung cap dich vu, trong d6, mot sé nha cung cap dich vu 16n
gom: Tap doan Buu chinh Vién théng Viét Nam (VNPT), Céng ty Co phan
truyén thong (FPT), Téng cong ty Vién théng Quan doi (Vietel).

IAP (Internet Access Provider) — Nha cung cép dich vu duong truyén dé
két néi vai Internet. Néu hiéu Internet nhu mét siéu xa 1o théng tin thi IAP la
nha cung cap phuong tién dé dua ngudi ding vao xa 16. Noi cach khac 1AP 1a
két ndi ngudi ding truc tiép vai Internet. IAP ¢d thé thyuc hién ca chirc nang cua
ISP nhung nguoc lai thi khéng. Mot IAP thuong phuc vu cho nhiéu ISP khac
nhau. Hién nay, tai Viét Nam cé 7 IAP, bao gém: Tap doan Buu chinh Vién
thong Viét Nam (VNPT), Cong ty dau tu phat trién cong nghé FPT, Tong cong
ty vién thong quan doi (Viettel), Cong ty thdng tin vién thong dién luc (ETC),
Cong ty co phan dich vu Buu chinh Vién thong Sai Gon (SPT), Cong ty ¢6 phan
vién thong Ha Noi (HANOITELECOM), Céng ty truyén thong da phuong tién
(VTC).

HTTP 1a viét tat cia Hyper Text Transfer-Protocol, c6 y nghia 13 giao
thire truyén tép tin siéu vin ban. HTTP con c6 mét bién thé khac 1a HTTPS chir
“S” viét tat cua tir Secure nghia 1a “bao mat”. Khi truy cap cic trang web st
dung giao thirc HTTPS dir liéu cua ngudi dung dua 1én va tai vé duge ma hoa dé
tranh cac tdn cong trén duong truyén. Trinh duyét web s dung mdt trong hai
giao thirc nay dé két ndi véi may phuc vu Web va tai cac tép Web vé may ngudi
dung. Chinh vi vy ma co thé thdy & dia chi Web nao ciing mé dau bang http
hoac https.

Website khu vuc chita web, 1a noi cac trang web dugc luu trén may phuc
vu Web. Trong s6 cac trang web thudc website ndy, c6 mot trang goi la trang
chu (Home Page). Tir trang chil, ngudi sir dung sé di dén céc trang web khac qua
cac siéu lién két dugc thiét 1ap trén trang web.

URL 1a viét tat ctia Uniform Resource Locator, day 13 mot chudi dé xac
dinh duoc vi tri tai nguyén trén internet. URL c6 khuon dang gém: tén cia giao
thure, dia chi trang Web két ndi dén.

Internet c6 nhiéu dich vu nhung phé bién nhat 1a cac dich vu sau:

Dich vu thw dién tir Email (Electronic mail), 1a dich vu cho phép nguoi
st dung co thé g, nhan thu trén Internet, Voi dich vu nay, ngudi dung & moi
noi trén thé gidi déu c6 thé trao doi théng tin dang van ban, hinh anh, am thanh
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mot cdch nhanh chong va khong bi giagi han baéi thoi gian va khéng gian;

Dich vu trang thong tin toan cau WWW (World Wide Web), 14 dich vu
cung cap cac vin ban dudi dang lién két cac siéu vian ban (HyperText) chta
thong tin dudi nhiéu dang khac nhau; Tai cac diém trén Internet co cac dia chi
nham x4c dinh danh tinh, kiéu dia chi goi 1a Uniform Resource Locator (URL).
Nguoi doc siéu van ban bang trinh duyét (Web Browser) cé thé thong qua cac
lien két nay ma lua chon chi dé tham khao, thong qua cac van ban khac nhau
cua cac khau lién két. Vai thiét ké mo caa hé thdng, tinh quang b4, tinh d& su
dung, ngay cang c6 nhiéu dich vu duoc phat trién va tich hop vao hé thong;

Dich vu truyén tép FTP (File Transfer Protocol), 1a dich vu phat sinh tir
nhu cau trong thoi ky dau cua Internet sao chép di chuyén mot tép tir may tinh
nay sang may tinh khéc.

6.1.2 Bao mat khi lam viéc véi Internet

Ngoai viéc khai thac cac dich vu trén Internet, ngudi dung can phai biét
bao vé minh trudc cac nguy co trén Internet nhu tin tac, virus, thu dién tir khong
ré nguon gaoc, ...

Quyén truy cdp website

C6 nhiéu cach dé bao vé cac trang web, mot trong cac cach d6 1a chi cho
phép truy cap c6 gigi han, ngudi ding mudn sir dung céc dich vu hoic xem
thong tin phai dang nhap bang tén va mat khau. Néu khong duogc cap quyén hoic
g0 khong dung mat khau thi s& khdng thé truy cap duoc noi dung caa website
do.

Nhiéu co quan, truong hoc, cong ty sir dung cach nay dé mot mat cho
phép théng tin cd thé dugc phd bién rong rai, mat khac chi danh cho ding céac
d6i twong quan tam hoic cac dbi tuong duoc phép st dung.

Vi dy, trong cac website cia mot s6 cong ty co nhitng thong tin ma chi sé
it ngudi ¢d trach nhiém méi dugc quyén truy cap, con phan 16n nhan vién khong
dugc quyén truy cap. Nhiéu website hd trg viéc hoc va thi cua céc truong dai
hoc ciing phan quyén truy cap thong tin, chang han c6 théng tin chi cho phép
giang vién hoac can bo quan 1y dao tao duoc biét, c6 thdng tin danh cho rong rai
hoc vién, sinh vién nhu bai kiém tra, két qua thi,...

Ma hoa der ligu

M4 héa dir liéu dugc st dung dé ting cuong tinh bao mat cho cac théng
diép. Viéc ma hoa cd thé thuc hién bang nhiéu cach, ké ca phan cang 1an phan
mém.

Nguy co nhiém virus khi si dung cac dich vu Internet

Khi tai vé tir Internet cac tép tai liéu, &m thanh hay mot chuong trinh tién
ich,... thi tép d6 c6 thé da bi nhiém virus. Ngay khi chi duyét cac trang web,
thong tin ciing c6 thé bj mat hoic bi nhiém virus. Pé tu bao vé may tinh cua
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minh, nguodi ding nén cai dat mot phan mém chéng virus nhu: Norton Anti-
Virus, BKAV,....

Phan mém nay s& kiém tra tép tai vé va s& thong béo néu tép dé c6 chua
virus. Tuy nhién, mdi phan mém chéng virus chi c6 thé phét hién, ngin ngira
hoic tiéu diét duoc mot sé loai virus nhat dinh. Do vy, can cap nhat thuong
xuyén cac phan mém chdng virus dé dam bao ngin ngira nhitng loai virus mai
xuat hién.

Vin hoa, dao duc trén Internet

Sy phét trién cia CNTT d3 mang lai cho xa hoi rat nhiéu tién ich, trong
d6 phai ké dén vai trd ngay cang cao cua Internet.

Lan dau xuét hién ¢ nudc ta vao nam 1997, sau hon mudi nim, Internet
da phat trién vai téc do rat nhanh, duoc khai thac, sir dung nham phuc vu nhiéu
linh vuc trong doi séng x4 hoi, nhu cong bd tin tie, dung thu dién ta (email), trd
chuyén truc tuyén (chat), tim kiém théng tin...

Tuy nhién, thoi gian gan day, nhiéu van dé nay sinh da va dang dat ra rat
nhiéu tré ngai trong viée xac dinh tinh vin hoéa va dinh huéng noi dung thong tin
cong bo trén Internet. Diéu dé nhan thay 1a doi tuong sir dung Internet thuong
xuyén nhat chinh 1a thanh nién - nhiing ngudi dang trong do tudi c6 thé dé dang
tiép can, khai thac va sir dung thanh tyu caa nganh cong nghé hién dai. Diém
qua cac trang bao dién ti, website ¢ luong truy cap khé Ion hang ngay, d& nhan
thay su quan tdm thuong tap trung vao khu vire van hoa - xa hoi.

Mot dang thie don gian cua website 1a cac dién dan (forum) va nhat ky
dién tir (blog). Tai day, cung véi viéc nhiéu ngudi cung trao doi, ban soan, tam
tinh dé giup d& 13n nhau tir tim kiém tri thie dén thao g& vuéng mac, lai xuat
hién mot sb bai viét, y kién c6 noi dung khong lanh manh ca vé vin hoa 1an cac
quan niém vé chinh trj - x& hoi. Nguoi viét ding mot hay nhiéu tén goi dé dua
lén mang cac y kién c& nhan, 1am sai Iéch ban chét sy vat, hién tuong, hoac lgi
dung dién dan dé cong bd nhitng quan diém sai trai, xuat phat tir nhitng dong co,
muc dich khong trong sang. Thai gian qua, dién dan va blog ciing 13 noi phat tan
nhtng clip, phim, anh c6 noi dung khéng lanh manh.

Internet ngay cang dugc nang cao chat luong, da tro thanh "cubn séach
bach khoa", giip con ngudi nang cao trinh do, cam thiy gan giii nhau hon.
Chinh vi thé, ngoai viéc cac co quan hitu quan can xem xét, danh gia cac hién
tugng tiéu cuc nay sinh tir Internet dé tir d6, xay dung va dé ra giai phap quan ly
thich hop, thi viéc nang cao y thirc vin hoa cia mdi ca nhan va vai tro ciua nguoi
tham gia cling khong kém quan trong. Y thuc 4y trudc hét 1a tir mdi ngudi,
nhung gia dinh, nha truong, chi cira hang Internet, noi cung cap dich vu ciing c6
phan trach nhiém rat I6n. Y thac duoc nhitng nguyén nhan, hau qua, mdi ngudi
s& ty diéu chinh nhan thic hanh vi caa minh khi st dung thanh tyu vin minh
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cua loai nguoi.

Quy dinh phap luat vé thdng tin trén Internet

Nam 2008, chinh pha Viét Nam d3 ban hanh Nghi dinh sé 97/2008/ND-
CP V& quan ly, cung cip, st dung dich vu Internet va thong tin dién tur trén
Internet. Nghi dinh bao gom 6 chuong, 26 diéu. Trong d6 diéu 6 quy dinh cac
hanh vi bi nghiém cam.

Piéu 6. Cac hanh vi bi nghiém cam

1. Loi dung Internet nhim muc dich:

a) Chdng lai nha nuwdc Cong hod xa hdi chi nghia Viét Nam; gay phuong
hai ¢én an ninh quéc gia, trat ty, an toan xa hoi; pha hoai khéi dai doan két toan
dan; tuyén truyén chién tranh xam lugc; gay han thu, mau thuan gitra cac dan
toc, Sac toc, ton gido; tuyén truyén, kich dong bao luc, dam 6, d6i truy, toi ac, té
nan x& hoi, mé tin di doan; pha hoai thuan phong, my tuc cta dan toc;

b) Tiét 16 bi mat nha nude, bi mat quan sy, an ninh, kinh té, d6i ngoai va
nhiing bi mat khac da dugc phap luat quy dinh;

¢) Pua cac thong tin xuyén tac, vu khdng, xic pham uy tin caa t6 chuc;
danh du, nhan pham cua cong dan;

d) Loi dyung Internet dé quang cao, tuyén truyén, mua ban hang ho4, dich
vu thudc danh muc cdm theo quy dinh caa phép luat.

2. Gay rdi, pha hoai hé thong thiét bi va can trg trai phap luat viéc quan
ly, cung cap, sir dung céc dich vu Internet va thong tin dién tir trén Internet.

3. Danh cip va st dung trai phép mat khau, khod mat ma va thdng tin
riéng cua céc to chirc, ca nhan trén Internet.

4. Tao ra va cai dit cac chuong trinh virus may tinh, phan mém gay hai dé
thuc hién mot trong nhitng hanh vi quy dinh tai Biéu 71 Luat Cong nghé thong
tin.

6.2 SUDUNG TRINH DUYET WEB

6.2.1 Thao tac duyét Web co ban

Trinh duyét web (Web Browser) l1a mot phan mém dung dé khai thac
thong tin trén mang Internet. Phan mém ung dung nay cho phép nguoi sir dung
xem va twong tic voi cac van ban, hinh anh, doan phim, nhac, tro choi va cac
thong tin khac & trén mot trang web caa mot dia chi web trén mang toan
cau hoic mang noi bo. Vin ban va hinh anh trén mét trang web cé thé chira siéu
lien két téi cac trang web khac cia cling mét dia chi web hoic dia chi web khac.
Trinh duyét web cho phép ngudi sir dung truy cap cac théng tin trén cac trang
web mét cach nhanh chéng va dé& dang théng qua cac lién két do. Trinh duyét
web doc dinh dang HTML dé hién thi, do vay mét trang web c6 thé hién thi
khac nhau trén cac trinh duyét khac nhau.

C6 nhiéu trinh duyét Web khac nhau, trong dé céc trinh duyét Web thuong
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dugc sir dung 1a: Coc Céc, Internet Explorer, Mozilla Firefox, Safari, Google
Chrome, Lynx, Flock, AOL Explorer, ...

CAc trinh duyét trén déu dwa ra cac ky thuat hd tro truc tuyén va khang
dinh kha ning tdi uwu, song Google Chrome Ia trinh duyét phd bién nhat hién
nay. Trinh duyét cung cap téc do ludt web nhanh va nhiéu tly chinh cho ngudi
dung st dung.

Mét $6 thao tic co ban

Truy cap vao mot trang WEB

Pia chi Website (URL) dugc dung dé tham chiéu toi tai nguyén trén
Internet. URL mang lai kha ning siéu lién két cho céc trang mang.

Pé truy nhap dén mot Website trén Internet, gd dia chi caa Website can
mé vao khung Address hoic bAm chudt vao nit mii tén xudng dé lya chon dia
chi (néu c6), sau d6 an phim ENTER.

6.2.2 Thiét dit (setting)

Truy cdp vao mgt trang WEB

Pia chi Website (URL) duoc dung dé tham chiéu toi tai nguyén trén
Internet. URL mang lai kha ning siéu lién két cho céc trang mang. Bé truy nhap
dén mot Website trén Internet, gb dia chi cua Website can mo  vao khung
Address hoic bim chudt vao nit mili tén xudng dé lya chon dia chi (néu c6), sau
d6 4n phim ENTER,

Mg céc lién ket

Dic trung cua cac Website 1a cac siéu lién két (Hyperlink), khi di chuyén
chuét trén trang Web ta thdy ¢ mot sb vi tri tro chudt chuyén thanh hinh ban
tay, d6 1a biéu tugng lién két, ta bAm chudt dé ma lién két (néu muén).

Cai dat cac tuy chen trong Google Chome

- BAm chon n(t Customize — : nut tuy chinh va didu khién Google
Chrome, chon Cai dat

C6 thé tiy chon cac cai dit sau:

- Thiét Igp trang chu: Trang chu ciia mot trinh duyét la trang website ludn
dugc mé ngay sau khi khai dong trinh duyét web.

+ Khung Giao dién: chon Hién thi nt Trang chu.

+ Nt trang cha LI dugc xuat hién trén thanh céng cy, bam nat Thay
dbi, xuat hién hop thoai:
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Trang chi

Sirdung trang Tab madi

® M trang nay: http:,.-',.-'v.-'nExpress.netr'

o

GO tén website can dat 1am trang cha, bam OK

- Ddnh déu cac trang web yéu thich: Thay vi nhé dia chi web dai, hdy su
dung déu trang dé d& dang nhd cac trang web mudn truy cap lai. Bé danh dau
trang yéu thich, nguodi dung mo Website can danh dau, bam vao biéu
twong ¥ trén thanh cong cu hoiac 4n CTRL_D.

- Xem lich sir cdc trang web da duyét: BAm va gitt chudt vao nat

hoic 2 xuit hién cira s6 hién thi lich str cac dia chi web ban d3 ting truy cap
trong 10 tuan qua khi st dung Google Chrome ¢ ché do chuan. Trang nay khong
luwu trir cac trang tir trang web khong an toan, nhiing trang ban da truy cap ¢ ché
d6 an danh hoic nhiing trang ban da xo6a khoi lich sir duyét web caa minh. Néu
ban ding nhap vao Chrome trén nhiéu thiét bi, ban s& thay lich sir duyét web cua
minh tir cac thiét bi ma ban dd dang nhap d6. Moi thay d6i ban thuc hién Véi
lich str caa minh trén mot thiét bi s& duoc tu dong dong bo hda véi tit ca cac
thiét bi khac ma ban di dang nhap.

- X6a toan b lich sir duyét web: Bam chon n(t = trén thanh cong cu,
chon Cong cu\ Xo6a dir liéu duyét web hoic an Ctrl+Shift+Del

6.2.3 Chuyén huéng tir nguon ndi dung Internet nay qua ngudn khac

Khoi dong Google Chrome: Bam dup chudt vao biéu twong Google
Chrome trén man hinh Desktop hoic bam vao biéu twong Google Chrome trén
thanh Taskbar.

Thé Tab: 1a trang ctra s6 trong Google Chrome.

@ : Bé mo trang Tab méi hoic sir dung phim tat Ctrl+T .
Thanh cong cu:

S : NGt Back / Forward — Quay tro lai/ Tién 1én mot trang web

c : Nt Refesh — Tai lai trang web
Thanh Address - dua dia chi cac trang web

- Nut BookMark — DPanh déu lai trang web
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= : NGt Customize — NGt tuy chinh va diéu khién Google Chrome

Cac biéu tuong tng dung

Thanh diéu hudng: Xem cac trang truy cap nhiéu nhét, cac Gng dung cua
Google Chrome, cic Tab da dong gan day, xo4 tng dung hoic cac web dugc truy
cap.

Mg céc lién keét

Pic trung cua cac Website 1a cac siéu lién két (Hyperlink), khi di chuyén
chudt trén trang Web ta thidy ¢ mot sb vi tri tro chudt chuyén thanh hinh ban
tay, d6 1a biéu twong lién két, ta bAm chudt dé mo lién két (néu muén).
Hyperlink c6 nghia 1a mot siéu lién két. Mot hyperlink 1a mot tir, cum tir hoac
hinh anh ma ban c6 thé bAm vao dé chuyén dén maot tai liéu méi hoic mot phan
méi trong tai liéu hién hanh. Hyperlink duoc tim thdy gan nhu tat ca cac trang
Web, cho phép nguoi ding bidm vao dé chuyén tir trang ndy sang trang khac
hodac mot vi tri nao d6 trén trang web. Hyperlink van ban (text hyperlink) thuong
la mau xanh va gach dudi, nhung khong phai tat ca déu gidng nhu vay. Khi ban
di chuyén con tro trén mot hyperlink, cho du dé 1a vian ban hay mot hinh anh,
mili tén chudt thay d6i thanh mot ban tay nho chi vao lién két. Khi ban nhap vao
no, no s€ tu dong thuc hién mot trong cac thao tac sau day:

+ Pua ban dén phan khac cua trang hoac dén mot trang web khéc trong
cung mot website hay trang web khac trong website khac

+ Cho phép ban tai vé (download) mot tép tin

+ Chay mét ing dung, trinh chiéu mot doan video hozic am thanh.

6.2.4 Panh dau

- Panh ddu cac trang web yéu thich: Thay vi nhé dia chi web dai, hay s
dung dau trang dé dé dang nhd cac trang web muon truy cap lai. Bé danh dau
trang yéu thich, ngudi ding mo Website can déanh dau, bam vao biéu
twong 7 trén thanh cong cu hodc 4n CTRL_D.

- Xem lich sir cdc trang web da duyét: Bam va giit chudt vao nat

hoic 2 xudt hién cira s6 hién thi lich str cac dia chi web ban d3 tirng truy cap
trong 10 tuan qua khi sir dung Google Chrome ¢ ché do chuan. Trang nay khong
lwu trit cac trang tir trang web khéng an toan, nhiing trang ban da truy cap ¢ ché
d6 an danh hoic nhiing trang ban d3 xo6a khoi lich st duyét web caa minh. Néu
ban dang nhap vao Chrome trén nhiéu thiét bi, ban s& thay lich sir duyét web cua
minh tir cac thiét bi ma ban di dang nhap d6. Moi thay d6i ban thyc hién véi
lich str caa minh trén mot thiét bi s& duoc tu dong dong bo hoa véi tat ca cac
thiét bi khdc ma ban di dang nhap.
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- X6a toan b lich sir duyét web: Bam chon nit = trén thanh codng cu,
chon Céng cu\ X6a dir liéu duyét web hoic an Ctrl+Shift+Del

6.3 SU DUNG WEB

6.3.1 Biéu mau va sir dung mét sé dich vu cong

Nhiéu trang Web diing cac biéu mau dé gitp khach viéng thim dwa ra y
kién phan hoi, tim thuat ngi, dang ky...Dé dién biéu mau: ta coi nhu 1a mot hop
thoai 16n cd cac hop van ban, danh sach, nat [énh...Thao tac: kich chudt vao hop
van ban, g6 noi dung hoac lya chon cac muc trong danh sach goi y...

Kich nat lénh dé ddng y guri tai liéu da chon (thuong Ia nat Submit hozic
OK).

Vi du dang nhap vao trang Dich vu hanh chinh cong truc tuyén cua Ha
Noi va khai bao, nop hod so truc tuyén nhu sau:

https://dichvucong.hanoi.gov.vn/nop-truc-tuyen

Dich vy cong tryc tuyén - Ha NGi X Chinh

DANG KY TRUC TUYEN

NOP HO SO TAI PHUGNG/XA/TH| TRAN NOP HO SO TAI QUAN/HUYEN/THI XA NOP HO SO TAI SG/NGANH

Quén/Huyén/Thi xa Phutmg/Xa/Thi tran

Linh vuc Mtrc do

Tirkhoa

Tim kiém
Tim thay 69 thi tuc thoa man diéu kién tra ciru
Phi, Lé phi
STT Tén thi tuc Thai gian xir ly Mire do (VND) Hudng dan Nop ho so
Bao trg xa hoi 4

H0 trgr chi phi mai tang cho d6i tuong bao trg'xa hi (Gugic 5ngay Mic 3 Mién phi (] Thigc hign
trg gilip xd hdi thudng xuyén tai cong dong)

= 05 £ Mm@ 9 v & A Q)@ E o P

7/10/2019 Ez

6.3.2 Tim kiém, b$ tim kiém (may tim kiém)

Ky thugt tim kiém thong tin trén Internet

Internet 1a mot kho thdng tin vo tan, duoc cung cap tir hang triéu Website
trén khap thé gigi. Do ¢ qua nhiéu thdng tin nén viéc tim kiém duoc dung
thong tin can thiét ciing khong phai 1a chuyén dé& dang. Tuy nhién voi sy xuat
hién caa cac Web Site, cac cong cu tim kiém da gitp cho ngudi dung Internet rat
nhiéu trong viéc tim kiém théng tin.

Xdc dinh thong tin va phgm vi can tim kiém

Pé tim kiém thong tin, trudc tién can phai xac dinh tir khoa (Key Words)
cua thong tin mudn tim kiém, day 1a phan rat quan trong, tir khoa 1a tir dai dién
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cho théng tin can tim. Néu tir khda khdng rd rang va chinh xéc thi s& cho ra két
qua tim kiém rat nhiéu, rat kho phan biét va chon duoc théng tin nhu mong
mudn, con néu tir khoa qué dai két qua tim kiém cé thé khéng cé.

Thong thuong chi can nhap tir khda mubn tim va nhan Tim kiém (Search)
hoac nhan phim Enter thi s& cho ra nhiéu két qua tim kiém bao gom dia chi lién
két dén trang Web cd tir khda va vai dong mé ta bén dudi, chi can nhan trai
chudt vao dia chi lién két s& mé duoc trang Web c6 thdng tin mudn tim.

Céc phép toan hé tre tim kiém

DPé mo rong cac chie ning tim kiém, ciing nhu tao thém nhiéu tién dung
cho ngudi dung, cdc may tim kiém ciing da hd trg thém nhiéu phép toan va tir
khoa. Di nhién mdi may tim kiém c6 thé s& hd trg nhitng phép toan va tir khoa
khac nhau. O day chi néu ra mot s6 phép toan va tir khoa co ban duoc hd tro boi
hau hét cac may tim kiém.

Dung phép cong “+” : Dé tim céc trang c6 mit tat ca cac chit cua tir khoa
ma khéng theo tht tw ndo hét thi viét ndi cac chix ndy véi nhau bang dau “+”. Vi
du: Tim trang n6i vé cach thuc viét Linux scripts c6 thé ding bo tir khoa:
+Linux +script +tutor
Dung phép “-” : Trong sb cac trang Web tim duoc do quy dinh cua tur
khoa s€ loai bo céc trang ma ndi dung caa ching co6 chira chir (hay cum tir) dung
ngay sau dau trir. Vi du: Khi tim tin tac vé cac loai xe dung ky thuat 1ai méi
chua c6 ban trén thi truong nhung khong mudn cac trang ban xe hay cac trang
néi vé hai kiéu xe Prius (cua Toyota) va kiéu xe Insight (cua Honda) lot vao
danh cach truy tim thi c6 thé thir tir khoa: +car +hibrid -sale -Prius —Insight

Dung dau ngoac kép « > : Khi muén chi thi tim kiém nguyén vin cua cum
tir, cO thé dung dau ngoac kép. Vi du: Dé tim lai nguyén tac va noi dung bai tho
c¢6 cau nudc non nang mot 1oi thé thi c¢d thé thir ding tir khoa véi ngoic kép
“Nudc non nang mot 1oi thé”

6.3.3 Lwu ndi dung

Kich chudt phai vao vi tri bat ky trén trang web = chon Save as, nhu man
hinh.
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@ save As <
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o Chuong 5. Pai s6 Boole vai savellinkas..
¢ Chuong 6. Thuat toan slide - Copy link address
* Chumg 7. Ly thuyet do th1 2 % Evernote Web Clipper >
;] Shorten this link with goo.gl >
[
Inspect Ctrl+Shift+l !
A Thanea ba aia lan vley A ! on

R6i g6 tén vao vi tri thu muc can luu:

164



€ save As X

<« v P Ebooks » Toan roi rac v O Search Toan roi rac ~
Organize ~ New folder 7 o

mn Desktop 2 Name Date modified

4 Documents

No items match your search

4 Downloads

b Music

= Pictures

B Videos

£ 7 Local Disk (C:)

-~ Google Drive File Streal

b Network il < >

File name: | Chapter1_LogicMenhDe_Print v

Save as typg: Foxit Reader PDF Document =

~ Hide Folders Cancel

Muén luu 1 hinh anh trén mang vé may tinh, ta kich phai chudt va chon
Mmuc “Save image as” nhu sau:

6.3.4 Chuan bi in va in

Muén in 4n tai liéu tr trang web, ta kich phai chuét va chon muc Print:

Khi d6, xuat hién hop thoai Print v&i cac tly chon cho phép ngudi st
dung chon cac muc nhu: loai may in, sé ban copy, huéng gidy, kho gidy, kich
thugc Ié gidy, ty ¢ trang in. ..

6.4 SUDUNG THU PIEN TU

6.4.1 Khai niém va nguy co khi stt dung thw dién tir

Thu dién tir Email 1a dich vu cho phép ngudi st dung c6 thé gui, nhan thu
trén Internet. Véi dich vu nay, ngudi ding & moi noi trén thé gi¢i déu co thé trao
d6i thdng tin dang van ban, hinh anh, am thanh mot cach nhanh chéng va khdng
bi gidi han boi thoi gian va khong gian. Pay 1a dich vu cho phép trao doi théng
tin gitra nhitng nguoi dung sir dung may tinh tham gia vao internet véi chi phi ré
va thoi gian tré ngan. Pic diém cua Kiéu trao do6i thong tin nay 1a co ddi tac cu
thé nhung khong can sy hién dién cua ngudi dbi thoai trén mang.

Dich vu nay dwoc cung cap boi nha cung cap dich vu. C6 rat nhiéu nha
cung cap dich vu E-mail nhu: gmail.com, yahoo.com, hotmail.com ...

Mgt sé nguy co mdt an toan khi si dung Email:

Thu rdac va hau qua

Thu rac (Spam Mail) la nhitng bae thu thuong duoc gui di vai muc dich
tuyén truyén, quang cdo, chao moi, ching c6 mét dic diém chung 1a: Khéng
moi ma dén, tham chi dén rat nhiéu. S¢ di c6 diéu nay 1a do rat nhiéu cong ty, to
chic mudn lgi dung moi trudong Internet va thu dién tir 1a méi truong co tinh
toan cau, lai nhanh chong, dé truyén ba hoic phat tan noi dung thdng tin ma ho
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can. Nhung lam thé ndo cac cong ty kia c6 dia chi hop thu dé gui dén, c¢é nhiéu
nguyén nhén, c6 nguyén nhan do nguoi dung so ¥ dé lai dia chi thu dién tir tai
mot website nao d6 va cac hé théng truy lung dia chi thu da phat hién ra hoic
cac virus chuyén an cip dia chi hop thu.

Co ché phat hién spam cua cac hé thong thur dién tir:

Hé thdng d3 c6 mot danh sach cac dia chi ¢d dinh nao d6 ludn 1a ngudn
phat tdn spam mail, nhu vay ci co thu tir dia chi d6 1a hé thdng sé bat ra chic
ning ngin chan hoic danh diu canh béo; Mot trong nhitng dau hiéu dé dang
nhan ra tir cac thu phat tan 1 tir mot ngudn gui cho rat nhiéu ngudi. Nhu vay, hé
théng néu gap nhiing birc thu nhu thé, ciing s& danh dau canh bao. Nhung day
cling 1a mot nhuoc diém vi trong co ché phat hién spam cua hé théng thu doi khi
Mail server liét ké ludn ca nhitng btrc thu do t6 chuc cp trén gui tat ca cac don
vi cap dudi truc thudc thi bi xem nhu spam, thi ngudi nhan thu lai phai tim trong
dbng thu spam mail hoac bj chan lai khéng cho gui.

Nguy co bi nhiém virus khi nhdn thu dién tir

Mdi ngudi tham gia Internet hau hét déu cé it nhat mot tai khoan thu dién
tir, va nguy co lay nhidém virus tir cac tai khoan thu nay 1a diéu hoan toan c6 thé
Xay ra. Virus thuong an minh trong ndi dung thu hoic trong cac tép tin dinh
kém, chi doi ngudi ding mé thu ra doc hoic mé tép tin dinh kém ra 1a virus bat
dau hoat dong va tiép tuc phat tan. Dé han ché nguy co nay, can chl ¥ nhiing
diéu sau day: Ddi véi nhiing btc thu la, khong ré ngudn goc. Khéng nén ma
ngay nhitng birc thur 6 ra xem ma can phai quét virus trude, sau d6 méi doc noi
dung.

6.4.2 Viét va giri thu dién tir

Trudc tién, mudn si dung duoc thu dién ti, ta phai biét cach tao 1ap mot
hop thu dién tir, chang han tao mét email trong Gmail nhu sau:

Truy cap trang www.gmail.com

Nhan n(t Create an account

Dién thong tin twong tng nhu sau:

First name: tén

Last name: Ho va tén dém

Desired Login Name: Tén tai khoan mail (mac dinh 1a duéi @gmail.com),
vi duy: trangnt@gmail.com. Sau d6 kich vao Check Availability dé kiém tra tinh
hop 1¢ cua tén. Néu tén chua hop 1& hoic da duoc dung roi phai nhap tén khac

Choose a password: nhap mat khau, tdi thiéu 1a 8 ky tw. Nhap lai mat
khau mét lan nira vao 6 Re-enter password

Security Question: chon 1 cau hoi bat ky, rdi tra loi vao muc Answer

Location: chon VietNam

Word Verification: Nhap dong chir xa4c nhan vao 0 textbox
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Sau khi diém xong thong tin nhan | accept create my account

Cho trong gidy 1at dé tai khoan duoc thiét lap

Sau khi tai khoan dugc thiét 1ap gmail s& dwa ra trang Introduction to
Gmail, kich vao Show me my account dé vao hom thu.

Cac thanh phan trong hom thu:

Inbox: hop thu dén chira nhitng mail da nhan

Sent mail: Hop thu di, chua nhitng mail da gui di

Drafts: Hop thu nhap, chira cac thu da hodc dang soan nhung chua gui

Contacts: 1a danh sach cac lién két, cac dia chi lién hé

Dé soan thu méi nhan vao Compose Mail

Sau khi md hom thu néu khong ding nita ban phai thoat hom thu bang
cach nhan vao Sign out. Hom thu cua ban da duoc tao, d& md hom thu dé xem
thu ta thuc hién nhu sau:

Truy cap trang www.gmail.com

Nhap tén hom thu vao muc Username va mat khau vao Password, sau d6
nhan sign in. Sau khi dung hom thu xong nh¢ phai thoat hom thu bang cach nhat
Sign out.

Giri thw, nhén thw, tra loi va chuyén tiép thu trong Gmail

Buéc 1: DPé guri thu trong gmail thi trén giao dién Gmail cac ban
chon Soan thuw.

Buéc 2: Giao dién soan thu cta ban dugc hién thi phia duéi bén phai
Gmail, @& mo rong cac ban chon biéu twong mili tén hai chiéu.

Bwéc 3: Soan thu.

Tai giao dién Thu mdi cdc ban nhap email ngudl nhan trong phﬁn To1,
nhap chii dé cua thu trong phan Chu d¢, sau d6 soan thu trong khoang trang rong
phia dudi, cac ban co thé chinh stra chit trong thu béng cach nhan chon chir A.

Pé dinh kém tép, dinh kém hinh anh, lién két va biéu tuong cam xuc bang
cach nhan chon cac biéu twong bén canh chit Giri

Bwéc 4:Sau khi di soan thu, dinh kém file tép... c&c ban nhan
chon Giri dé guri thu.

6.4.3 Nhan va tra loi thw dién tir

Pé nhan thw cia moi nguoi gui cho ban cac ban chon vao Hop thw
dén phia menu bén tréi, phia bén phai s& xuat hién danh sach thu dén céc ban
nhan chon hop thu mudn doc dé mo thu. Néu ban mudn tra loi thw thi cac ban
chon biéu tuong miii tén Tra loi.

Ldc nay cac ban sé& thay khung soan thu & phia duéi, cac ban chi can soan
thu va nhan Giri. Con néu cac ban mudn chuyén tiép thw thi trén dong tén lién
hé cac ban chon biéu tugng tam giac den va chon Chuyén tiép. Con tro chuot s&
duogc dit tai vi tri Téi, cAc ban nhap email ma ban muén chuyén tiép thu cho né
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va nhan Giri.

6.4.4 Quan ly va nang cao hiéu qua sir dung thw dién tir

Sdap xép thw trong Gmail

Cac ban cd thé sap xép gmail biang nhan (Labels) dya trén bo loc gmail,
nhu vay khi c6 mail méi phu hop véi diéu kién thi email d6 s& duoc dan nhiing
nhan cu thé, cac ban chi can vao phan tén nhan Ia sé& thay tat ca email c6 clng
diéu kién do. Cac ban thuc hién nhu sau:

Buéc 1: Chon biéu tuong tam giac den & phia bén phai & tim kiém trong
gmail dé mé tim kiém nang cao.

Buwéc 2: Céc ban nhap hoic chon diéu kién cu thé @ loc ra duoc nhitng
email phu hop diéu kién. Sau dé chon Tao b loc voi tim kiém nay.

Bwéc 3: Nhu vay gmail s& loc tit ca cac email pht hop véi cac diéu kién
ma ban nhap, tiép theo c&c ban chon dau tich trudc Ap dung nhan va chon nhan
ma ban muén chuyén cac email nay vao. Dé &p dung véi tat ca email khac trong
gmail céc ban chon Péng thai &p dung bé loc cho cudc trd chuyén phu hep.
Cubi cuing chon Tao bd lec.

Nhu vay cac ban s& thay nhiing email pht hop voi diéu kién ma ban nhap
s& duoc gan nhan trudc chu dé cua email. C4c ban chon tén nhan phia bén tréi
gmail s& thay trong nhdn nay chira tat ca cac email phi hop diéu kién.

Tir gio néu c6 email ndo gui dén ban ma phu hop véi diéu kién thi n6 sé
duoc gan nhin va duoc ty thém vao nhan nay. Cac ban c6 thé thém nhiéu nhan
bang cach chon Danh sach mé réng -> Tao nhan méi.

Pé tly chinh nhdn hay x6a nhan cac ban chon biéu tuong tam giac bén
canh tén nhan xuat hién menu ngit canh cac ban chon ndi dung pht hop.

Xoa thuw da givi

Néu cac ban mudn xo6a nhimg thu da gui thi cac ban chon phan Thu da
giri & menu bén trai. Tiép theo cac ban chon vao cac 6 vudng trudc nhitng email
ma ban mudn xoa, sau d6 chon biéu tuong thung rac phia trén dé xéa thu. Xuat
hién théng béao céc ban chon OK.

Con néu céc ban mudn hiy thu vira gui trong Gmail (hoan tac) thi cac ban
can kich hoat tinh nang Undo Send.

Khoi phuc thw da xoa

Néu cac ban muén khoi phuc thu di xoa thi trong menu bén trai cac ban
chon Danh sach mé rgng -> Thung rac.

Cac ban muén khdi phuc thu nao thi chon vao 6 vudng trudc thu do va
chon biéu twong Di chuyén téi -> chon vi trichuyén thu dén dé khoi phuc. Vi
du céc ban di chuyén dén hop thu dén thi thu s& duoc khdi phuc va hién thi
trong hop thu dén.

Nhu vay cac ban chi can quay lai vi tri ma ban da chon sé théy thu duoc
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khoi phuc.

Luu y: Thung rac chi luu trit nhitng thw da xoa trong vong 30 ngay.

6.5 MOT SO DANG TRUYEN THONG SO THONG DUNG

6.5.1 Dich vu nhin tin tirc thoi

Chat (tan gau) hay nhan tin da phuong tién (IM) khong con 1a diéu xa la
v6i dai da s6 nguoi dung Internet ngay nay. Nhimng dich vu nhan tin (IM) truc
tuyén dem lai nhiéu tién loi hon céc ung dung cai dat trén may tinh vé kha nang
linh hoat, hd trg nhiéu dich vu chat trén cting 1 tai khoan... phuc vu chat moi lac
moi noi, chi can mot két ndi. Khi sir dung cac may tinh la, khong c6 cai dat cac
tmg dung tin nhan phu hop nhu: AOL Messenger, Windows Live Messenger,
Yahoo Messenger... thi ban s& gip ric r6i khi muén lién hé gip véi ban be. Giai
phap twong tmg s& 1a nhitng dich vu chat truc tuyén, cung cap cho ngudi dung
kha nang ndi két dén nhiéu dich vy tin nhan ma khong can cai dat bat cr ung
dung nao, chi can c6 mot két ndi internet 13 ban da thoai mai ma tan g?lu cung
ban be¢.

6.5.2. Cong dong truc tuyén

Cong dong truc tuyén 13 mot mang ludi x3 hoi cua cac ca nhan tuong tac
thong qua cic phuong tién truyén thong cu thé, c6 kha ning vuot qua nhiing
ranh gi6i dja Iy va chinh tri dé theo dudi loi ich hay muc tiéu chung. Mot trong
nhirng loai hinh cong déng ao phé bién nhat 1a cac dich vu mang xa hoi, trong
d6 gébm nhiéu cong dong truc tuyén khac nhau.

Thuat ngit cong dong tryc tuyén hay con goi 1a cong dong ao ra doi tir
cubén sach cung tén ctia Howard Rheingold, xuat ban vao nim 1993. Nhiing
cong dong ao nay déu khuyén khich su twong tac, doi khi tap trung quanh mot
moi quan tAm dic biét, hodc doi khi chi dé giao tiép. Cac cong dong 4o tot co thé
thuc hién ca hai chuc nang trén. Chung cho phép nguoi dung tuong tac trong
mot niém dam mé chung, cho du d6 1 thong qua cac bang tin, phong tan giu,
cac trang web mang xa hoi hay thé gi6i 4o.

Uu diém

- Cong dong Internet cung cap loi thé trong viéc trao doi thong tin tirc
thoi, diéu nay von khong thé dién ra trong cong dong thuc. Diéu nay cho phép
moi ngudi tham gia vao nhiéu hoat dong ngay tai nha cia ho, chang han nhu:
mua sam, thanh toan hoa don, tim kiém théng tin chuyén dé. Nguoi dung céc
cong dong truc tuyén ciing co thé truy cdp dén hang ngan cac nhom thao luan
chuyén dé, noi ho c6 thé hinh thanh cac mbi quan hé chuyén mon va tiép can
thong tin trong cac chuyén muc nhu: chinh tri, hd tro k¥ thuat, hoat dong xa hoi
va giai tri. Cong dong 4o hd trg mot phuong tién 1y tudng cho cac loai quan hé
boi vi thong tin c6 thé dé dang duoc dang tai va thoi gian dap ing c6 thé rat
nhanh. Mot loi ich khéac 1 céc loai cong dong nay cé thé cung cip cho ngudi
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ding mot cam giac 13 mot thanh vién va nhu minh thudc vé cong dong do.
Nguoi dung c6 thé cho va nhan hd tro, didu nay rat don gian va ré tién.

- Vé kinh té, cong déng 40 ¢6 thé 12 mot thanh cong thuong mai, thu tién
thong qua thong qua 18 phi thanh vién, diang ky, phi str dung va hoa hdng quang
c40. Nguoi tiéu dung thudng cam thiy rat thoai mai khi thuc hién giao dich truc
tuyén mién 12 ngudi ban cé tiéng tt trong cong dong. Cong dong ao ciing cung
cap loi thé phi méi gidi trong giao dich thuong mai, diéu nay cho phép loai bo
vai trd cua ngudi ban, thay vao do s& két ndi truc tiép ngudi mua voi nha cung
cap. Diéu nay gitp han ché ton kém va cho phép dudng day tiép xuc truc tiép
gitta nguoi tiéu dung va nha san xuat.

Nhuwoc diém

- Mic du truyén thong tire thoi co nghia 1a truy cap nhanh, nhung diéu nay
cling c6 nghia 1 thong tin duoc dang tai ma khong dugc xem xét trude vé tinh
chinh xac. Kho dé c6 thé lya chon cac ngudn dang tin ciy vi khong co bién tap
vién danh gia ting bai viét va dam bao chung dat dén mot muac do chét luong
nhat dinh. T4t ca moi thtr viét ra khong théng qua sy sang loc nio.

- Nhan dang cd nhan ctia nhiing ngudi vo danh dugc gitr kin do dé thong
thuong moi ngudi st dung cong dong ao dé sdng mot cudc séng gia tuong dudi
v6 boc mot con ngudi khac. Nguoi ding nén canh giac vé ngudn gbc thong tin
truc tuyén va can than kiém tra dan chtmg v6i nhiing chuyén gia hodc ngudn
chuyén mon.

- Thong tin truc tuyén khac véi cac thong tin tranh luan trong doi thuc boi
vi thong tin doi thuc it phu du hon. Do d6, nguoi dung phai can than véi nhiing
thong tin ma ho tiét 16 vé ban than dé dam bao minh khong dé bi nhén biét vi 1y
do an toan.

6.5.3. Thuwong mai dién tir va ngan hang dién ti

Thwong mai dién tur

Thuong mai dién tir (E-Commerce) 12 hinh thirc kinh doanh truc tuyén sir
dung nén tang cong nghé thong tin véi su hd trg cua Internet dé thue hién céc
giao dich mua bén, trao ddi, thanh toan truc tuyén.

Thuong mai di¢n tur 1a xu hudng cua thoi dai toan cau hoa, day la linh vuc
tiém niang dé cac doanh nghiép vira va nho sinh loi va phat trién, co hoi cho
nhimg ai muén khoi nghiép kinh doanh theo moé hinh méi. Thuong mai dién tir
con duoc xem nhu mét trong nhiing giai phap thuc ddy su phét trién cua nén
kinh t& qudc gia. Cac cong ty dai dién cho su thanh cong trong linh vuc Thuong
mai dién tir trén thé gi61 nhu Amazon, Ebay, Alibaba,.. va & Viét Nam nhu Tiki,
Vatgia, Lazada,...

Internet Banking

Internet Banking 14 dich vu Ngan hang dién tir ding dé truy van thong tin
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tai khoan va thuc hién cac giao dich chuyén khoan, thanh toan qua mang
Internet. Internet Banking cho phép khach hang thuc hién giao dich truc tuyén
ma khong can dén Ngan hang. Chi can mot chiéc may vi tinh hodc dién thoai di
dong c6 két ndi Internet va ma truy cap do Ngan hang cung cip, khach hang da
c6 thé thyc hién cac giao dich voi Ngan hang moi lac moi noi mot cach an toan.
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