Trung tam TT&NN Bai giang Tin hoc dai cuong

CHUONG I - PAI CUONG VE TIN HQC

1.1. THONG TIN VA XU LY THONG TIN

1.1.1. THONG TIN VA QUY TRINH XU LY THONG TIN CO BAN
a. Thong tin

Khdi niém: Thong tin 12 mot pham tru vét chit bao gdm nhimg cam nhan, suy doan, nhan
thirc, biéu hién cia con ngudi tai mot thoi diém nhat dinh vé su vat hién tuong cua thé gisi
khach quan.

Thong tin ¢6 vai trd rat quan trong trong doi sdng cua con nguoi vi:
> Thong tin 13 cin cir cho moi quyét dinh.
> Thong tin ding vai trd trong yéu trong sy phat trién ctia nhan loai.
> Thong tin c6 anh hudng d6i véi kinh té, xa hoi cia moi qudc gia.
b. Quy trinh xir ly thong tin co' ban
» Khai niém xu ly thong tin:
Xtr Iy thong tin 1a mot qua trinh tac dong cta con nguoi vao thong tin bao gdm cac budc:
» Thu thap tin.
> Théng ké, tinh toan, phan tich, v.v...
> Xuét thong tin.
> So do tong qudat cia quy trinh xir 1y théng tin:

Qué trinh xir 1y thong tin 13 qué trinh bién doi cac dir lidu thu thap duoc & dang roi rac
thanh thong tin chuyén biét phuc vu cho nhiing muc dich nhat dinh. Moi qué trinh xu 1y thong
tin bang may tinh hay bang con ngudi déu dugc thuc hién theo so d6 sau:

Vao Xir ly Ra va luu triv
(Input) (Processing) (Output)

Muén dua thong tin vao may tinh, con nguoi phai tim cach biéu dién thong tin sao cho
may tinh c6 thé nhan biét va xu ly dugc.

Cc. Tin hoc
» Khai niém:
Tin hoc (Informatics) 1a nganh khoa hoc nghién ctru cac phuong phap, cong nghé, ky

thuat luu trir va xur Iy thong tin tu dong. Cong cu chu yéu cia Tin hoc 1a may tinh dién tr va
cac thiét bi truyén tin.

» Cac linh vuc nghién ciru cua Tin hoc:

Viéc nghién ctru chinh cua Tin hoc tap trung chil yéu vao 2 k§y thuat phat trién song song
nhau:

K§ thuit phin cirng (Hardware Engineering): Nghién ctru, ché tao cac thiét bi, linh kién
dién tur, cong ngh¢ vat liéu mai... ho trg cho may tinh va mang may tinh day manh kha nang
xtr ly toan hoc va truyén thong tin.
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Ky thuat phin mém (Software Engineering): Nghién ciru phat trién cic phan mém hé
diéu hanh, ngén ngtr 1ap trinh cho cac bai toan khoa hoc k¥ thuat, mé phong di¢u khién ty
dong, to churc dir li¢u va quan ly hé thong thong tin.

Ung dung cuia Tin hoc:

Tin hoc hién dang dwoc mg dung ngiy cang rong rai trong tat ca cac linh vuc khac nhau
cua doi song xa hdi nhu: Khoa hoc k¥ thuat, y hoc, kinh té, cong ngh¢ san xuat, gido duc,
khoa hoc xa hoi, gidi tri...

d. Dirliéu (Data)
» Khai niém: Dt liéu (data) 1a nhitng thong tin ma may tinh dién tir xir 1y duoc.
> Diéu kién dit liéu:
Thong tin ma méy tinh dién tir xir Iy dugc phai thoa man 3 diéu kién:
» Khach quan: Khong phu thudc vao y nghi chu quan.
> Do duogc: Xac dinh dugc bang mot dai luong.
» Roirac: Cac gia tri ké can cua no 1a roi nhau.
» Cac logi dir liéu thong thuong:
Dit liéu ton tai & 3 dang co ban sau:
> Dit liéu dang sé: SO nguyén, sb thuc.
» Dir liéu dang phi s6: Van ban, 4m thanh, hinh anh.
» Dir li€u dang tri thirc: Cac su kién, céc luat...
e. Don vi luu trir thong tin

Dé luu trir thong tin, may tinh dién tir dung hé dém nhi phan (Binary) tirc 1a hé dém duogc
biéu dién véi 2 chit s6 0 va 1 vi may tinh dién tir dugc ché tao dua trén cac thiét bi dién tir chi
¢6 2 trang thai dong va mé twong tmg véi 2 s6 0 va 1.

Cac don vi do thong tin:

Don vi co so: Bit (Binary Digit). Tai mcx)i thoi diém 1 bit chi luu trir dugc gid tri 0 hodc
gia tri 1. Trong Tin hoc ta thuong dung mdt so6 don vi boi cua bit sau day:

Tén goi Ky hiéu Gia tri
Byte B 1 Byte = 8 Bit
Kilobyte KB 1 KB = 1024 Byte
Megabyte | MB 1 MB = 1024 KB
Gigabyte | GB 1 GB =1024 MB
Terabyte TB 1TB =1024 GB
Petabyte PB 1PB =1024TB

1.1.2. BIEU DIEN THONG TIN
a. Théng tin dang s6

Khdi niém hé dém: Hé dém dugc hiéu nhu tap cac ky hiéu va quy tac st dung tap cac ky
hiéu d6 dé biéu dién va xac dinh gia tri cac sd.

> Heé thip phdn (Hé dém co sé 10):

_ Khdi nigm: La mot h¢ dém dung 10 ky s6 tr 0 dén 9 (0, 1,2, 3,4, 5,6, 7, 8, 9) dé bicu
dién s0, dém va tinh toan.
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Moi s6 ctia hé thap phan déu biéu dién dugc dudi dang tong cac sb véi liy thira co sb 10.
Vi du: 30126,54 = 3.10* + 0.10% + 1.10% + 2.10* + 6.10° + 5.10 + 4.10°

H¢ th@p phan dugc con nguodi st dung rong rai trong tinh toan, trong khoa hoc k¥ thuat va
trong giao ti€p.

Nhuoc diém: phai dung t6i 10 ky hiéu nén kho khan khi biéu dién trong may.
> H¢ nhi phan (Hé dém co s6 2):
Khdi niém: La hé dém dung 2 ky s6 12 0 va 1 dé dé biéu dién s6, dém va tinh toan.

Moi sb cua hé nhi phan déu biéu dién duoc dudi dang té)ng cac s6 véi Ity thira co 6 2. Vi
du: 11101,10 =1.2* +1.2°+ 1.2+ 0.2' + 1.2° + 1.2 + 0.2°

Hé nhi phan dugc may tinh sir dung thuéan lgi do viéc dinh nghia 0 va 1 nhu sau: 1 < c6
xung dién (md), 0 < khong c6 xung dién (ngat). DAy 1a 2 trang thai trai nguoc cua vat chat.

Nhuge diém: Biéu dién sé kha dai dong, con ngudi khong sir dung trong tinh toan, trong
khoa hoc ky thuat va trong giao ti€p.

> Hé thép luc phan (Hé dém co sé 16).

Khdi ni¢m: La mdt hé dém dung 10 ky s6 tir 0 dén 9 va 6 ky hiéu tir A dén F (v6i dinh
nghia: A=10,B=11,C=12, D= 13, E = 14, F = 15) d¢€ biéu dién s0, dém va tinh toan.

Moi sb cta hé thap luc phan déu biéu dién duge dudi dang téng cac sb véi Ity thtra co $6
16. Vi du: 4509A,1E = 4.16* + 5.16° + 0.16° + 9.16* +A.16° + 1.16™ + E.16

H¢ thap luc phan biéu dién sb rat ngén gon, dugc may sir dung trong mot $6 truong hop
can thiet, mot ki so trong h¢ thap luc phan twong trng v6i nhém 4 ki s6 nhi phan.

Vi du: Day nhi phan: 0001 0010 1110 1101
<> Day thép luc phan: 1 2 E D

Nhugc diém: Dung nhiéu ky hiéu, con ngudi khong st dung trong tinh toan, trong khoa
hoc k¥ thuat va trong giao tié€p.

Trong Tin hoc, con nguodi st dung hé théng dém thap phan (hé dém co s6 10) khi nhap
vao may va nhan két qua ra tir may.

Do céu trac vt 1y, trong tinh todn may tinh chi str dung hé dém nhi phan, trong giao tiép
véi nguoi dung may, may tinh st dung hé 10 va hé 16.

Trén may tinh nguoi ta da 1ap sin cac chuong trinh chuyén doi hé co s, may tinh thuc
hién chung mot cach ty dong khi can.

> Doi mot s6 nguyén tir hé thdp phan sang hé b

Tong quat: Lay s6 nguyén thap phan N lan luot chia cho b cho dén khi thuong s6 bang
0. Két qua s6 chuyén doi Ny 1a cac du sb trong phép chia viét ra theo thir tu nguogc lai.

Vi dl_l: SO 12(10) = .(2).

Dung phép chia cho 2 lién tiép, ta c6 mot loat cac sé du nhu sau:

12| 2
0]1]61|2

013]2
11112
110

Két qua: 12(19) = 1100
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b. Théng tin dang phi sb
bé xur ly, biéu dién thong tin dang phi s6 nhu céc ki tu chix céi, cac ky hi¢u, am thanh,
hinh anh... ta phai ma hoa chung thanh cac day bit. Day bit d6 1a ma nhi phén cta thong tin
ma no biéu dién.
» Khai niém ma hoa:
M3 hod dir liéu 1a cong viéc bién ddi dir lidu theo mot quy wdc nao d6 sao cho van giir
dugc ndi dung cua dir liu d6. Cong viéc nguoc lai goi 1a gidi ma.
May tinh chi c6 thé nhan biét, luu trit, xtr Iy nhitng dir liéu da ma hoa sang ngdn ngit may.
Trong may, nguoi ta thuong ma hoa dir liéu boi 2 trang thai cua dién, do la truong hop cd
xung dién hoac khong co xung dién. May tinh st dung hé dém co so 2 véi dinh nghia: 1 < c6

xung dién (mo), 0 < khéng c6 xung dién (ngit). Bé may tinh hiéu, xir Iy dugc dir liéu do con
ngudi cung cap, nhat thiét dir liéu dua vao may tinh phai trai qua qué trinh ma hoa.

So do biéu dién dir liéu trong Tin hoc:

Théng tin vao Théng tin két qua
A
A\ 4
A
A 4
Biéu dién e Biéu dién
dang nhi phan May tinh dién tir dang nhi phan

Dé ¢6 thé bidu dién cac ki tw nhur chit cai in va thuong, cac chir s6, cac ky hiéu... trén may
tinh va cac phuong tién trao d6i thong tin khac, nguoi ta phai lap ra cac by ma (Code System)
qui udc khac nhau dua vao viéc chon tap hop bao nhiéu bit dé dién td mot ki ty tuong ing.

» Bdng ma ASCII:

Bang ma ASCII (American Standard Code for Information Interchange) la bang ma dinh
chuan cua My trong Tin hoc dugc dung d€ ma ho4 tat ca cac ki tu, ky so, ky hiéu tir ngdn ngir
tu nhién sang ngdn ngir may.

Trong bang ma ASCII nguoi ta dung 1 byte (8 bit) dé biéu dién cho 1 ki ty, 1 ki s, 1 ky
hi¢u. Vo1 8 bit c6 256 (2 ) cach sap x&p cac ky s6 nhi phan khac nhau ta duoc bo mé. Trong
256 ma d6, 128 mi dau dung dé ma cac ki sb; cac ki tu chir; cac ki ty dic biét; ki ty diéu
khién, 128 ma sau dung dé ma cac ki ty b sung, cac ki tu hinh v&.

Nho bang ma ASCII, ngudi ta co thé viét cac chuong trinh mé hoa va giai ma thong tin
trén may tinh. Hién nay dang st dung bang ma 16 bit c6 thé ma hoa 65536 (2*°) ki tu.

Vi du métphdn bang ma ASCII:

Kite | MdHexa | Kitw | Ma Hexa | Kitw | Md Hexa | Ki tw | Ma Hexa
0 30 @ 40 ) 60 p 70
1 31 A 41 a 61 q 71
2 32 B 42 b 62 r 72
3 33 C 43 C 63 S 73
: 3A J 4A j 6A z 7A
; 3B K 4B k 6B { 7B
< 3C L 4C | 6C | 7C
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a.

>

b.

ChU y: Trong bang, cac diy 8 bit dugc viét thanh 2 ki s6 hé 16 cho gon.

Nho méa hoa ma cac ki ty dung trong Tin hoc dugc may nhan biét, xir ly. Tét ca céc ki tu
lai ¢6 thé so sanh dugc véi nhau vi moi ki tu twong ing duy nhat véi mot s6 nhi phan cé do
dai 8 bit. Vidu: A <avi A ¢6 ma hexa la 41, con a c6 ma hexa la 61.

1.2. CAU TRUC CO BAN CUA HE THONG MAY TiNH PIEN TU
1.2.1. LUQC SU VE SU PHAT TRIEN CUA MAY TiNH
May tinh dién tir
Khai niém:
May tinh dién tir (Computer) 12 mot thiét bi dién tir va co khi chinh xac dung dé xir Iy va
luu trir thong tin theo cac chuong trinh dinh trude do con nguoi tao ra.
Tinh nang cua may tinh dién tu:
May tinh dién tr hién nay hdi tu du 3 tinh nang co ban sau:
Vé toc d6 xtr Iy: CO tée do xir 1y thong tin rat nhanh, c6 thé dat hang ty phép tinh trong mot
giay.
Vé kha nang trir tin: C6 kha nang luu trir lugng thong tin 16n trén mot thiét bi nho. Hién
nay, dung lugng 6 dia ciing da dat t61 vai tram GB.
Vé xir ly thong tin: May tinh dién tir xtr 1y thong tin mdt cach ty dong theo chuong trinh,
khong can su can thip tung budc cua con nguoi.
Lich sir may tinh dién ti
> Thé hé thir nhat — Diing dén dién tir (1945 — 1955):

Phan ctng: Chu yéu 1a dung dén dién tir, d6 tin cy thap, tbc do cham tiéu hao ning luong
rat 16n. Phan 16n cac may tinh & thé hé nay déu hién thuc khai niém chuong trinh luu tri,
vao/ra dit liéu bang bang gidy duc 15, phiéu duc 15, bang tir. Cac may tinh thé hé nay giai
quyét duoc nhiéu bai toan khoa hoc — ky thudt va céc bai toan phrc tap vé dy bao thoi tiét va
nang luong hat nhan.

Chiéc may tinh dién tir dau tién 1a chiéc ENIAC (Electronic Numberical Intergrator and

Calculator) do John Mauchley va J.Presper Eckert thiét ké. N6 bao gébm 18.000 dén dién tir,
1500 ro-le, ndang 30 tan, tiéu thu 140 KW dién.

Phan mém: Chu yéu ding ngdn ngit may va dit cong tic bat/tat truc tiép.
> Thé hé thir hai — Dimng thiét bi ban dan (1955 — 1965):

Phan cing: Dung linh kién méi 1a Transitor (thiét bi ban din), duoc phong thi nghiém
Bell phat trién nam 1948 cung voi den dién tr. B§ nhé may tinh dugce tang 1én dang ke va tro
nén nho gon hon. Chiéc may dau tién cua thé hé nay la chiéc TX-0.

Phan mém: D3 bat du str dung céc ngdn ngir 1ap trinh bac cao nhu Fortran, Cobol, ...
> Thé hé thir ba — Diing mach hop tich hop (IC) (1965 — 1980):

Phan ctmg: Cong nghé dién tir luc nay da phat trién rét,nhanh cho phép dat hang chuc
Transitor vao mdt vo chung goi 1a con chip. Linh kién chu yéu 1a cac mach tich hgp (IC), da

bat dau xuat hién dia tir dé luu trir dit liéu. Cho phép téc do tinh toan dat vai tridu phép tinh
trong mot gidy, c6 dung lugng bo nhd trong 1€n tdi nhieéu Megabytes (MB).

May IBM 360 la may tinh dau tién sir dung mach tich hop. Tu do kich thudc va gia ca cua
cac hé thong may tinh giam dang ké va may tinh cang tré nén pho bien hon. Cac thiet bi ngoai
vi danh cho may xuat hién ngay cang nhiéu va thao tac diéu khién bat dau phuc tap.
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Phan mém: P xuit hién cac hé diéu hanh thé hé dau tién. Cac phin mém tmg dung ngay
cang phat trién.

> Thé hé thir tw — Stk dung céng nghé VLSI (1980 — 199x):

Phén ctng: Vao nhitng ndm 80 thé ky XX cong nghé VLSI (Very Large Scale Integrator)
ra doi cho phép tich hop hang tridu Transitor trong mot con chip khién cho méy tinh ché nén
nhé hon, nhanh hon véi téc d6 hang tridu phép tinh trong mot gidy va 1a nén tang cho chiéc
may tinh PC (Personal Computer) ngay nay.

Giai doan nay hinh thanh 2 loai may tinh chinh: May tinh c& nhan (Personal Computer —
PC, Laptop, Notebook Computer...) va cac loai may tinh chuyén nghiép thuc hién da chuong
trinh, da xtr 1y... hinh thanh cac hé thong mang may tinh (Computer Networks) va cac Gng
dung da phuong tién phong phda.

Phian mém: Cac hé diéu hanh thé hé moi nhiéu tinh ning hon, cac phdn mém ung dung
ngay cang phat trien.

c. Cac loai may tinh dién tir

May tinh c6 rat nhicu loai, mdi loai dap tmg mot muc dich cu thé va danh cho cac d6i
tuong nguoi dung khac nhau.

- Siéu mdy tinh (Super Computer)

La mot hé théng gdm nhidu mdy tinh 16n ghép song song co téc do tinh toan cuc ky 16n
va thuong dung trong cac linh vuc déc biét, chu yéu trong quan sy va vi tru. Siéu may tinh
Deep Blue la mdt trong nhitng chiéc thudc loai nay.

Hinh siéu méy tinh Deep
May tinh 16n (Mainframe Computer)
Thudng dung trong cac trung tdm tinh toan doi hoi phai co toc do xtr 1y tot
May tinh mini (Mini Computer)

Thudng dung trong cic tmg dung vira va nho, trong cac day chuyén san xuét hay trong
hang khong

May vi tinh/May tinh ca nhan (Personal Computer)

Trong d6 chiém so lugng nhiéu nhat 1a may vi tinh vi né phuc vu cho cong viéc hang ngay
cua rat nhiéu doi tugng nguoi dung.

Y nghia:
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May tinh dién tir la loai may dac biét, may khong bién d6i ning lugng thanh ning luong
ma bién doi thong tin thanh thong tin va vi vy né c6 tac dung tu dong hoa lao dong tri 6c cua
con nguoi. Pay 1a mot ct méc quan trong su phat trién ciia nhan loai.

1.2.2. CAU TRUC TONG QUAT VA CAC THANH PHAN CO BAN CUA MAY TiNH
DIEN TU

Moi loai may tinh co thé ¢ qcéc hinh dang hoac cAu tr@c khac nhau tuy theo muc dich su
dung. Tuy nhién, xét mot cach téng quat, mét may tinh mudn hoat dong duoc phai hoi tu du 2
hé thong co ban, do la:

- Phan cing (Hardware)
- Phan mém (Software)

Hinh: Cac thanh phan ciia mt hé thong may tinh
a. Phan cimg (Hardware)

Phan ctng bao gém cac thiét bi vat 1y ma ngudi dung co thé quan sat dugc. Do la cac thiét
bi dién tir dugc lap ghép lai véi nhau va duoc cung cip dién nang dé hoat dong. N6 thuc hién
chtrc nang xir 1y thong tin & murc thdp nhét tirc 13 cac tin hiéu nhi phan.

He¢ thong phan cing clia Mot may tinh bao gio ciing bao gdm 3 thanh phan co ban sau:
» B xt li trung tam (Central Processing Unit).
» B0 nhd (Memory).
> Céac thiét bi ngoai vi: Thiét bi nhap, thiét bi xuat, bo nhé ngoai.

So dé t6 chire phan ciing:

| Y
Nu iy
Pon vj xa ly trung tam CPU
Céc thiét bj Don \{.r‘;dr‘éu Bon vj Céc thiét bi
Nhap khién tinh toén Xuét

+ Ban phim + Man hinh
+ Chudt - + May in
+ May quét * Cac thanh ghi * + May vé
o + ...

Bé nho trong (ROM,RAM)

L 2 L

B6 nhd ngoai (Bra tir, bang tiy)

Hinh: So @6 t6 chirc phan cirng
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Céc tin hiéu thong tin tir ngudi st dung qua cac thiét bi nhap (ban phim, chuét...) duoc
dua vao bd nhé. Tur bo nho, cac thong tin dugc chuyén vao bd xur ly trung tam dé xu 1y. Xu ly
xong, két qua dugc chuyén vao bd nhd, sau dé chuyén dén céc thiét bi xuat (man hinh, may
in...) va téi nguoi su dung.

B¢ xur Iy trung tam (CPU — Central Processing Unit):

B x1r 1y trung tam 1a b nao cua may tinh, diéu khién moi hoat dong ctia may tinh. Bo xtr
1y trung tam bao gdm 4 thanh phan chinh sau day:

> Khéi diéu khién (CU — Control Unit): La trung tdm diéu hanh may tinh, c6 chtic ning
di€u khién, diéu phoi toan bg hoat dong ciia may tinh theo yéu cau nguoi sir dung.

> Khdi tinh todn s6 hoc va logic (ALU — Arithmetic Logical Uint): Cé chirc nang thyc
hién cac phép tinh so hoc (cdng, trir, nhan, chia), Qhép tinh logic (AND, OR, NOT, XOR) va
cac phép tinh quan hé (so sanh 16n hon, nho hon, bang nhau...)

> Thanh ghi (Register): La b nhé trung gian, dugce gan chit vao CPU bang cac mach
dién tu, lam nhiém vu luu gilt tam thoi cdc chi thi tir bd nhé trong khi chung duge xt 1y, giup
tang toc d6 trao doi thong tin trong may tinh.

> Pong ho (Clock): Khong mang theo nghia dbng ho 'thong thuong, ma la bo phan phat
xung nhip nham dong bd hoa su hoat dong cua CPU. Tan s6 dong hé cang cao thi toc do xu ly
cang nhanh. Thudng thi ddng hd dugc gin twong xtng voi cau hinh may va ¢ cac tan sé dao
dong trong khoang tir 33 MHz dén vai GHz.

Hoat dong cua CPU:

May tinh bat dau xt Iy khi dong ho (Clock) phat xung nhip, khi d6 CPU lay dit liéu tir bd
nh¢ trong (Memory) roi giai ma 1énh di€u khi€n. Sau d6 nap vao khoi tinh toan (Arthmetic
Logical Unit) dé xtr Iy va két qua dugc luu vao cac thanh ghi.

B¢ nho trong (Memory):

B6 nh¢ trong 1a not luu dir chuong trinh va xtr ly thong tin chu yéu 1a du6i dang nhi phan.
B0 nh¢ trong bao gom 2 loai bd nh¢ chinh 1a RAM va ROM.

» ROM (Read Only Memory — B nhé chi doc): c6 kha nang
luu trit cac thong sb ciia nha san xudt, cac chuong trinh h¢ théng,
chuong trinh diéu khién viéc nhap xuit co s& ma nguoi st dung
khong thé can thiép truc tiép vao duge. Cac chuong trinh ndy sé& tu
dong hoat dong va kiém tra cac thiét bi mdi 1an van hanh. Ta chi co
thé doc thong tin trén ROM va khong thé ghi hodc x6a. Cac thong tin
trén ROM khong bi mét di sau khi tit may hodc khi cup dién dot

ngot.

> RAM (Random Access Memory — Bo nhé truy xuit ngau
nhién): dung dé luu trit dir kién cac chuong trinh trong qué trinh
xtr 1y, tinh toan. Ta c6 thé doc, ghi va xo04 cac thong tin luu trén
RAM. Mubn thong tin trén RAM khong bj mét thi phai ludn co6
ngudn dién nudi dé luu trir ndi dung thong tin. Do d6 cac thong tin
trén RAM sé& mét sau khi tit may hodc khi ctp dién dot ngdt.
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Hinh: Cac thanh RAM

» B¢ nhé ngoai (Storage devices):

B) nh6 ngoai (thiét bi lvu tri¥) 1a phuong tién dung dé doc, ghi va luu trit di liéu. Céc bd
nh¢ nay c6 dung luong chira 16n, dir liéu khong bi mat di khi khéng c6 ngudn dién. Trén cac
may vi tinh pho bién hi¢n nay co6 cac loai dia sau: Pia tur, dia quang, dia Flash...

Pia tir: La phuong tién dung dé luu trir dit liéu thong dung nhét hién nay. Céu trac chung
cua cac loai dia luu trir dir li¢u 1a trén bé mat cua chung phi mot 16p vat liéu c6 kha nang
nhiem tur, dia c6 thé 1am bang nhya hodc kim loai.

Dia tir luu trir thong tin trén cac duong tron dong tam goi 1a Track. Mdi Track lai dugc
chia thanh nhi€u cung nhé goi 1a cac Sector. Thong tin dugc dinh vi trén dia theo céc dia chi
thong qua chi so6 Track, chi so Sector.

Hién nay c6 rat nhiéu loai dia tir khac nhau dé luu trir dit liéu nhung phd bién nhat van 1a
dia cimg (Hard Disk) va dia mém (Floppy Disk). Dia mém thong dung 1a loai dia duong kinh
3.5 inch, c6 dung lugng 1.44 MB. Pé sir dung duoc dia mém, can phai c6 mot 6 dia mém
(Floppy Drive) gan trong may tinh. Bia cimg dugc lap c¢b dinh trong may tinh, c6 dung luong
16n hon, téc d6 truy xuat dit liéu nhanh hon dia mém rat nhiéu lan.

Hinh: O dia cirng

bia quang (Compact Disk) luu trir dir liéu trén nguyén tac quang hoc, sir dung cong nghé
tia Laser dé doc va ghi dir liéu. So voi hé thong dia tir, dia quang ¢co6 3 diém khéc biét chinh:
Do chinh xé4c cao, d6 bén cua dit liéu cao, va co thé thao lap dé dang.

Hién nay c6 cac loai dia quang sau:
» Dia CD-ROM (Compact Disk Read Only Memory): La loai dia chi doc.

> Dia CD-R (Compact Disk Recordable): La loai dia CD trang (chua c6 dir liéu) cho
phép ghi dit liéu duy nhat mat lan.

> Dia CD-RW (Compact Disk Rewritable): La loai dia cho phép doc ghi nhiéu 1an giéng
nhu dia cung, dia mém.

» bDia DVD (Digital Versatile Disk hodc Digital Video Disk): La loai dia c6 kha nang
luu trir 16n, thuong duogc st dung dé luu cac doan phim.

Hinh: O dia quang va dia quang

Pé thuc hién viéc doc/ghi dir li€u trén cac loai dia quang, may tinh can phai c6 cac loai R
dia quang thich hop cho tung véi loai dia.
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V& dung lugng, céc dia CDROM, CD-R, CD-RW ¢6 thé chira khoang 650-700 MB dir
li¢u, riéng dia DVD c6 thé luu trir tr 4,7 dén 17 GB dir li¢u tuy thudc vao ky thuat ghi va doc
dir liéu.

Ngoai ra con c6 cac loai bd nhd ngoai khac nhu thé nhé (Memory Stick), 6 dia Flash...

Hinh : Cdc logi dia Flash(USB)

Hinh :Cdc loai thé nho

> Thiét bi nhdp (Input devices):

Thiét bi nhap 1a cac thiét bi ddm nhiém céac chic ning nhap dit liéu cho may tinh. Sau day
la mdt s6 cac thiét bi nhap pho bién:

» Ban phim (Keyboard):

Ban phim la phuong thirc nhap dit liéu thong qua cac ki tu trén ban phim va dugc chuyén
thanh ma nhi phan tuong Gng trong may tinh. Ban phim hién nay dugc to chirc thanh 4 nhom
churc nang sau day:

~ Nhom chir cai: Gom 96 ki ty chuan tiéng Anh, mdi phim twong (mg véi 2 ma ki ty va c6
thé chuyén doi qua nhau nho nhan phim: Shift + <ki tu> hoac Caps Lock.

Nhom phim chire néng: Tt phjm F1 t6i F12, cho phép nguoi dung dat cac 1énh hay t6 hop
1énh ngan gon trén nd (do phan mém dang khai thac trén may qui dinh).

Nhom phim trang thai: Gom cac phim: Shift, Ctrl, Alt... cac phim nay khong hoat dong
ddc 1ap ma td hop véi cac phim khac dé thuc hién. Y nghia cta cac thao tac do phan mém
dang khai thac trén may qui dinh.

Nhom phim diéu khién con tro: Gom cac phim miii tén «, 1, —, | , cac phim Home, End
dung dé diéu khién con trd trén man hinh.

Mot s6 phim khac: Esc (thoat khoi tién trinh), Enter (thuc hién 1énh), Backspace (x0a
mot ki tu bén trai con tro), Delete (xoa ki tu tai vi tri con trd)...

» Chuét (Mouse):

Chuot 1a thiét bi nhap rat phd bién trén cac mdy tinh hién nay, nhat 13 cac may tinh chay
trong moi truong Windows. Mdi con chudt c6 2 hay 3 phim bam tuy theo. Khi ré chudt trén
ban di (mouse pad) hodc trén mit phang theo hudng nao thi ddu nhay hodc mii tén con tro
chudt s& di chuyén theo hudng d6 twong ung véi vi tri ciia vién bi hodc tia sang (optical
mouse) nam dudi bung ctia nd. Mot sé may tinh ¢ chudt gan trén ban phim.

> May quét (Scanner): La thiét bi dung dé nhap vin ban hay hinh anh... vao may tinh.
Thong tin nguyén thuy trén giay s€ dugc quét thanh céac tin hi€u s6 tao thanh cac tap tin anh.
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> Thiét bi xuat (Output devices):

Thiét bi xuét 1a cac thiét bj ddm nhiém céac chuc nang xuét dit liéu cho may tinh. Sau day
la mot sO céc thict bi xuat pho bién:

> Man hinh (Monitor): La phuong tién giao tiép truc quan giita ngudi va may, cho phép
hién thi cac yéu cau, cac thao tac va hién thi két qua trén man hinh.

Man hinh ¢6 2 ché d6 lam viéc 1a: Ché do van ban (Text mode) cho phép xuat cac ki tu
va ché do do hoa (Graphic mode) cho phép xuat dudi dang do hoa, biéu dién bdi cac diém anh
(Pixel — Picture element). B§ phan giai man hinh dugc xac dinh bang tich so kich thudc chiéu
ngang va chi€u cao tinh theo phan tir anh, chang han: 800x600, 1024x768... Tich s nay cang
16n thi man hinh cang min, ro nét.

» May in (Printer):

May in 14 thiét bi dua thong tin ra gidy in hodc cac thiét bi in 4n khéc.

Hinh: Cac loai may in

Hién c6 cac loai may in pho bién sau:

May in kim (Dot): May in kim c6 mét dau doc trén d6 ¢ cac hang kim dit vudng goc véi
mat gidy va cham ting chiéc kim xudng mat giay dé ghi dir li¢u. C6 2 loai may in chu yéu la
9 kim va 24 kim. May c6 cang nhi€u kim thi in cang nét.

May in Laser (Laser Printer): Mdy in Laser hoat dong theo nguyén tac dung tia Laser
chiéu 1én mat trong ban dan tao ra dién tich trén mat tréng. Trong quay hat bot muc tur ong
muec rdi in ra gidy. Qua 16 say muyc s& bi nung chay va bam vio mit g1ay Mady in Laser c6
chat luong i in kha t6t, 6 phan giai co thé dat ti 1200 dpi, in dugc 6 dén 8 trang mot phat va
khong gy tiéng on.

May in phun (Jet Printer): Hoat dong twong tu nhu may in kim tuy nhién cac dau kim
duogc thay bang cac ong myc véi 16 cuc nhé cho phép d6 phan giai dat to1 1440 dpi. Hién nay
may in phun mau ngay cang phd bién va dan thay thé cac loai may in ké trén.

> May chiéu (Projector): Co chue nang tuong tu man hinh, thuoéng dugc sir dung thay
cho man hinh trong cac budi hoi nghi, bao cédo, thuyet trinh...

> Thiét bi xudt — nhdp(Output devices): Man hinh cam tng, may in da nang ...

Man hinh cam wng May in da nang
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b. Phin mém (Software)
Khai niém:
Phan mém 1a cac chuong trinh do con nguoi tao ra nham giao tiép v6i phan clng dé thuc

hién nhiém vu diéu khién cac hoat dong cta phan cing, xur ly dir liéu theo yéu cau cua nguoi

sir dung. C6 thé coi phan cimg mAy tinh 1a thé xac con phin mém 1a linh hon cia mdi may
tinh.

1.3. PHAN LOAI PHAN MEM
1.3.1. GIAI THUAT VA BIEU DIEN GIAI THUAT
a. Giai thuat (Algorithm)

Khi can gidi quyét mot bai toan trong thuc té véi su trg giup cua may tinh dién tu, ta
thuong phai biét dir liéu vao cia bai toan (input) va yéu cau dit liéu ra (output) ctia bai toan.
Budc tiép theo, ta phai thiét 14p duoc cac bude thao tac cu thé dé tir input ta co duge output.
Cong vi¢e do trong Tin hoc duoc goi 1a xay dung giai thuat.

Khai niém giai thudt:

Giai thuat 1a tap hop hiru han cac thao tac theo mot trinh ty nhat dinh, c¢6 ciu trac chit ché
va rd rang doi voi mot so doi tuong nao do6 sao cho cudi cung ta thu dugc két qua mong
muon. Hiéu mdt cach don gidn, giai thudt 1a mot tap cac hudng dan nham thyc hién mét cong
viéc nao do.

Giai thuat phai c6 3 dic tinh quan trong sau:

> Tinh xac dinh: Mdi thao tac phai c6 du thong tin, dugc hiéu theo mot nghia duy nhat va c6
thé thuc thi duoc.

» Tinh hiru han: Qua trinh thyc hién phai két thuc sau mot thoi gian nhét dinh.
Tinh dung: Phai cho ra két qua nhu mong mudn.
b. Biéu dién giai thuat
Cac phuong phéap dé biéu dién giai thuat:
> Dung ngon ngir tw nhién:

Phuong phap nay str dung ngoén ngir thuong ngay dé liét ké cac budc cua giai thuat. Cach
biéu dién nay thuong dai dong, khong thé hién 13 cdu triic cua giai thuat, doi lic gdy hiéu lam
hozc khé hiéu cho ngudi doc.

Vi du: M6 ta giai thuat cho bai toan giai phuong trinh bac hai bang ngon ngit ty nhién.
Buéc 1: Yéu cau cho biét gia tri cua 3 hé sb a, b, c.
Budc 2: Néu a = 0, thong bao dit liéu dau vao khong dam bao. Két thiic giai thuat.
Budc 3: Néua #0:
3.1: Tinh Delta=b?-4ac
3.2: Néu Delta > 0 thi xuat thong bao phuong trinh ¢ 2 nghiém phan biét 1a xy, X,. Trong

-b-+vA - A : .
do: ¥, = b—‘/_; X, = VA ke giai thuat.
2a 2a
3.3: Néu Delta = 0 thi xut thong bao phuong trinh c6 nghiém kép 1a xo = -b/2a. Két thiic
giai thuat.

3.4: Néu D < 0 thi xuét théng bao phuong trinh vo nghiém. Két thic giai thuat.
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> Ding luu do, so do khoi:

Phuong phap luu dd sur dung cac ky hiéu hinh hoc dé biéu dién truc quan cac budc giai.
Biéu dién giai thuat bang luu do s& gitip ngudi doc theo ddi duge sy phin cap cac truong hop
va qué trinh xtr 1y cua giai thuat. Phuong phap luu d6 thuong duoc dung trong nhimng giai
thuat c6 tinh ric rdi, kho theo ddi duoc qua trinh xir 1y.

Céc ky hiéu dugc st dung trong luu dd giai thuét:

Thir tw thuc hién

° Khoi lnh, thao tdc  gpéi peir déu va kér
xut by thiic

Khoi dieu kién chon lva

Luu y: Ki ty D tuong trung cho truong hop diéu kién dung, ki tu S tugng trung cho
truong hop diéu kién sai.

Vi du: M6 ta giai thudt cho bai toan giai phuong trinh bac hai bang so dd khbi.

(Bét dﬁu)—b Nhap hé sd a, b, ¢ —‘D—» Hé s6 a khéong hop 18
S
A 4 y
A =b?- 4ac ( Kétthac )
@ s&» V6 nghiém

v v
C0 2 nghiém C6 nghiém kép
phén biét X1 va X2

1 v
Xo = -b/2a
—b+JA

X =
' 2a
Két thuc

Phuong phap nay sir dung cac cli phap ciia mot ngdn ngir 1ap trinh cu thé dé thé hién giai
thuat. Dung ma gia vira van dung duoc cac khai niém trong ngoén ngir 1ap trinh, vira giap
nguoi cai dat dé dang nam bat duoc ndi dung giai thuat. Tuy nhién, trong mi gia van ding
mot phan ngdn ngir ty nhién.

» Dung ma gia:

Vi du: Mot doan ma gid cua giai thuat cho bai toan giai phuong trinh bac hai, minh hoa
bang ngon ngir Pascal.

Begin
Nhép 3 hé sé a, b, c;
If a=0 then Xudt két qua: Hé sé a khéng hop 1é
Else Begin
Delta := b*b-4*a*c;
If Delta > 0 then Begin
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x1 := (-b-sgrt(delta))/(2*a);
X2 := (-b+sqrt(delta))/(2*a);
Xudt két qua: Phwong trinh ¢é 2 nghiém la xI va x2;
End

Else If Delta = 0 then
Xudt két qua: Phwong trinh ¢6 nghiém kép la -bl(2*a)

Else {Truong hop Delta < 0}
Xudt két qua: Phwong trinh vé nghiém;

End;
End.
1.3.2. PHAN MEM, PHAN LOAI PHAN MEM
a. Khai niém
Phan mém 1a cac chuong trinh, céc chi thi dién tir ra 1énh cho may tinh thuc hién mot viéc

nao d6 theo yéu cau cuia nguoi su dung. Khong c6 phan mém, phan cung tré nén vo dung. Co
the coi phan clrng may tinh 1a thé xac con phan mém Ia linh hon ciia moi may tinh.

b. Phén loai phin mém
Phan mém duoc phan thanh 2 loai chinh: phan mém hé théng va phan mém tng dung.
> Phan mém hé théng (System Software):

‘Phér} mém hé thong 1a chuong trinh diéu khién tryc tiép cic phan ctng ctia may tinh.
Phan mém hé thong bao gom: hé dicu hanh (OS — Operating System), cac chuong trinh dich
(Translation Programs) nhu trinh bién dich (Compiler), trinh thong dich (Intepreter)...

> Phan mém ing dung (Application Software):

Phan mém ung dung la chuong trinh dugc xay dung dé thuc hién nhirng tac vu chuyén
biét nao do, nham dap ing nhiing nhu cau ma hé diéu hanh thyc hién chua tot, hodc chua lam
duoc.

Phan mém tmg dung c6 rat nhiéu loai phuc vu cho cac ddi twong sir dung may tinh.
- Phan mém soan thao vin ban (Word Processing): Microsoft Word, EditPlus...
- Phan mém quan tri dit liéu: Visual Foxpro, Access, SQI Server...
- Phin mém d6 hoa: Corel Draw, PhotoShop, FreeHand , Illustrator. ..
- Phan mém thiét ké: AutoCAD cho nganh xay dung, co khi, Orcad cho nganh dién tir vién
théng.
- Phan mém thiét ké trang Web: FrontPage, DreamWeaver. ..
1.3.3. NGON NHU LAP TRINH, CAC BUOC CO BAN LAP TRINH
a. Khai niém
Ngon ngir 18p trinh (Programing Language) 1a mot tp céac chi thi (Instruction) dugc sap
x€p theo mot trat ty dinh trude nham hudng dan may tinh thyc hién céc thao tac, hanh dong
can thiét dé dap tng ca&c muc ti€u cua con nguoi nhu truy xuat dir liéu, tim kiém, giai bai
toan... Cac chi thi nay c6 thé dugc viet bang nhiéu ngdn ngir 1ap trinh khac nhau. Moi ngén
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ngit déu dugc xay dung tir mot bo ki hidu co ban va nhiing quy tic ngit phap chit ché dé tao
lap ngon ngir. Cac ngdn ngir 1ap trinh thong dung: PASCAL, C, FOXPRO, JAVA...

b. Phéan loai ngon ngir 1ap trinh
Ngon ngir 1ap trinh dugc phan lam 2 loai chinh:
> Ngon ngir may (Machine Language):

La tap hop bo 1énh cua b vi xtr 1y. Cac chuong trinh duoc viét trong tit ca cac loai ngdn
ngit khac cudi cung déu duoc chuyén thanh ngdn ngit may trude khi chuong trinh d6 duoc thi
hanh. MB&i loai vi xir Iy ¢6 mot loai ngdn ngir méy riéng. Cac d6i twong xir 1y 1a cac byte, bit,
ki sb nhi phan. Cac cau Iénh thyc hién cac phép xu ly cling la cac day nhi phan. Ngon ngir
may gin v6i ciu tric may tinh. Ngon ngit may con duoc goi 1 ngdn ngit cap thap (Low Level
Language).

> Ngén ngir cap cao (High Level Language):

Bugc xdy dung cho nhitng nguoi it di sdu vao phan ctmg. Ngon ngir nay kha gan voi ngon
ngir khoa hoc ky thuét. Cac 1énh viét bang ngdn ngir nay dé hoc, dé viét, de sua. N6 khong
phu thudc vao cau tric riéng cta timg loai may, vi vay cac chuong trinh viét bang ngoén ngi
cip cao co thé chay trén cac loai may tinh khac nhau (sir dung cac bo vi xtr 1y khic nhau).

c. Cac bwéc co ban lap trinh cho may tinh

Vi¢e sir dung may tinh dién tir dé giai quyét mot vin dé nao d6 1a ca mot qué trinh phtrc
tap bao gom nhicu giai doan phat trién ma lap trinh 1a mdt trong cac giai doan d6. Céac budc
quan trong cua toan bd qua trinh duogc li¢t ké dudi day:

M Budc 1 — Xac dinh van dé bai toan:

Budc ndy nham lam rd nhitng yéu cdu ma ngudi str dung doi hoi. Sau khi nghién ctru van
deé dugc dat ra, nguoi phan tich s€ thiét 1ap moi phu thudc gitra cac dir kién va két qua phai
tim. Trén co s& d0, nguoi phan tich s€ danh gia, nhan dinh tinh kha thi cta van de.

M Budc 2 — Lua chon phuong phap giai:

C6 nhiéu cach khac nhau dé giai quyét Vé.l:l de. Cac phuong phap co thé khac nhau vé thoi
gian thyc hién, do chinh xéc... Tuy theo nhu cau cu thé ma lga chon phuong phap thich hop.

M Budc 3 — Xay dung giai thuat:
Xac dinh dir liéu vao, ra cho cac budc thuc hién co ban va trat tu thuc hién cac budc do.
M Budc 4. Cai dat chuong trinh.

Mo ta thuat giai bang chuong trinh. Dya vao thuat giai di duoc xdy dung, can clir quy tic
ctia mQt ngodn ngir 1ap trinh d€ soan thao ra chuong trinh.

M Budc 5 — Hiéu chinh chuong trinh:
Cho chuong trinh chay thir & phat hién va diéu chinh cac sai s6t néu tim thay.
M Budc 6 — Thyc hién chuong trinh:

Cho may tinh thyc hién chuong trinh. Tién hanh phan tich ké,t’qué thu dugce. Viéc phan
tich ket qua nham khéng dinh ket qua d6 c6 phu hop hay khong. Neu khong, can kiém tra lai
toan bd cac budc mdt 1an nira.
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CHUONG II - HE BIEU HANH TREN MAY VI TINH VA HUONG DAN SU DUNG
HE PIEU HANH MICROSOFT WINDOWS

2.1. GIOI THIEU TONG QUAN HE DIEU HANH MICROSOFT WINDOWS
2.1.1. GIOI THIEU TONG QUAN HE PIEU HANH MICROSOFT WINDOWS
a. Khai niém h¢ diéu hanh
Hé diéu hanh la tap hop cac chuong trinh diéu hanh va quan 1y hoat dong may tinh, lam
nhiém vu trung gian giao tiép gilta may tinh va ngudi st dung may. Day la mot phan mém

khong thé thiéu d6i voi mot may tinh. Hién c6 cac hé diéu hanh théng dung: MS-DOS,
Microsoft Windows, LINUX...

Chite nang chinh ciia hé diéu hanh:

- Tb chuic giao tiép giita nguoi dung va may tinh.

- Kiém tra va phat hién nhitng sai hong cua thiét bi.

- Cung cip tai nguyén cho cac chuong trinh va t chirc thyuc hién cac chwong trinh d6. Tai
nguyén cua mot he thong may tinh la nhiing phuong ti¢n ¢ trong h¢ thong ma mét
chuong trinh c6 thé khai thac va su dung né. Vi du: O dia, bo nhé trong, may in... Hé

diéu hanh phén chia c4c nguon tai nguyén sao cho céc chuong trinh ¢6 thé thuc hign mot
cach dung dan, ngan ngura duoc tinh trang tac nghén.

- T6 chirc luu trir thong tin trén bd nhé ngoai, cung cap cac cong cu dé tim kiém va truy cap
thong tin.
- Kiém tra va h trg bang phan mém cho cac thiét bi ngoai vi.
- Cung cép cac dich vu tién ich hé théng.
- Bao mat di liéu trong may tinh.
b. Phan loai hé diéu hanh
Khdi niém vé da nhiém (Multi-tasking) va nhiéu ngwoi ding (Multi-user):

= Pa nhiém c6 nghia 1a kha ning ma mot may tinh chay hai hay nhiéu chuong trinh &
cung mot thoi diém. Vi du: Cung moét luc c6 thé in mot van ban 16n trong khi van dang sur
dung trinh soan thdo van ban dé goé mdt bao céo.

. theu nguoi dung c6 nghia la kha nang ma mot may tinh cho phep nhiéu ngudi co thé
truy xudt dit liéu gibng nhau & cing mot thoi diém.

Hé diéu hanh c¢6 céc loai chinh sau:

* Don nhiém mot nguoi su dung (Single tasking/Single user): cac chuong trinh phai
du’gc thue hién lan 1u’qt va moi lan lam viéc chi c6 mdt nguoi st dung duge dang nhap vao hé
thong. Vi du: H¢ dieéu hanh MS-DOS khong doi hoi may tinh phai c6 bo xtr ly manh.

= Pa nhiém moét nguoi sir dung (Multi-tasking/Single user): tai mdi thoi diém chi c6 mot
ngudi st dung dang nhap vao hé thong, nhung c6 thé kich hoat cho hé théng thuc hién dong
thoi nhiéu chuong trinh. Vi du: Microsoft Windows 95. Hé diéu hanh nay kha phtic tap va doi
héi may tinh phai c6 by xtr Iy di manh.

= Pa nhiém nhiéu nguoi sir dung (Multi-tasking/Multi-user): cho phép nhiéu ngudi duoc
dang ky vao hé théng, nguoi sit dung co thé cho hé théng thuc hién dong thoi nhidu chuong
trinh. Vi du: Windows 2000, Windows XP. H¢ diéu hanh loai nay rat phtic tap, doi hoi may
tinh phai c6 bo xir Iy manh, bd nhé trong 16n va thiét bi ngoai vi phong phi.
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. Giéi thiéu tong quan hé diéu hanh Microsoft Windows
> Lich sit phat trién:
MS-DOS

Hé diéu hanh dia tir Microsoft (Microsoft Disk Operating System, goi tat 1a MS-DOS) 1a
hé diéu hanh cua hang phﬁn mém Microsoft. Day la mot hé diéu hanh co giao dién dong 1€nh
(command-line interface) duoc thiét ké cho cac may tinh PC (Personal Computer). MS-DOS
ra doi vao ndm 1981 va rat phd bién trong sudt thap nién 1980 va dau thap nién 1990, cho dén
khi Windows 95 ra doi. MS-DOS 1a hé diéu hanh don nhiém, chi cho phép chay mot ing
dung duy nhat tai mdi thoi diém.

Tir Windows 1.0 dén Windows 3.1
Windows 1.0 ra doi nam 1985, tuy nhién khong dugc phd bién rong rai.

Windows 2.0 ra doi nam 1987, duoc phd bién hon so v6i phién ban dau tién véi cac ing
dung thoi gian thuc va giao dién do hoa trng dung.

~ Windows 3.0 ra doi nam 1990 véi giao dién d(k)‘h(_)a cho nguoi dung, va hiéu tng 3D
giong nhu véi nhitng phién ban hién nay. Pay 1a hé diéu hanh dau tién thyc sy mang lai thanh
cong cho hang Microsoft.

Windows 3.1 ra doi nam 1992. Tu phién ban 1.0 dén 3.1, Windows la mdt mdi trudng
quan ly img dung chay trén nén DOS chir khong phai 1a mot h¢ dieu hanh thuc su.

Windows 95

Pugc phat hanh vao nam 1995, hé¢ diéu hanh nay la sy thay thé cho 2 phién ban cii cla
Windows 1a 3.1 v&i cai tién noi bat nhat 1a giao dién dd hoa. Tinh ning chinh cua hé diéu
hanh nay 14 man hinh, thanh Taskbar va Start menu, nhiing tinh ning nay van con ton tai dén
nhimg phién ban hién nay. Ngoai ra, phién ban nay con c¢6 kha ning lam viéc trong hé thong
mang, st dung va chia sé tai nguyén mang ciing nhu sir dung Internet. Hé diéu hanh nay ciing
duoc tich hop DOS 1am nhiém vy lién két gitra Windows véi phan cting may tinh.

Windows 98

Puoc ra mit vao nam 1998, hé diéu hanh nay dugc xem nhu 13 ban nang cip tir Windows
95 nhung duogc tich hop Internet Explorer vao trong giao dién nguoi diung va chuong trinh
quan 1y tap tin Explorer. Piém nhan cia Windows 98 1a hé thong mang ndi bd (LAN — Local
Area Network), hd trg cho USB va hé thong tap tin FAT32. Phién ban Windows 98 SE
(Second Edition) dugc ra mat vao nim 1999, khong c6 nhiéu thay ddi dang cha ¥ ma chi co
hau hét cac ban va 13i.

Windows NT

Windows NT (New Technology) 14 hé diéu hanh mang cao cép cta hing Microsoft duoc
thiét ké cho cac t chirc c6 hé théng mang may tinh. Phién ban dau co tén 1a Windows NT 3.1
phat hanh nim 1993. Vi hé diéu hanh chuan ctia NT, ta ¢ thé xdy dung mang ngang hang,
may chi mang va moi cong cu quan tri can thiét cho mot may chii mang. Ngoai ra, con c6 thé
c6 nhiéu giai phap vé xay dung mang dién rong (WAN).

Windows Me

Phién ban Windows Me (Millennium Edition) dugc Microsoft phat hanh vao nam 2000 va
la phién ban cudi cung cua h¢ di€u hanh 9x. Phién ban nay 1a that bai 16n nhat cua Windows
vi n6 khong ho trg MS-DOS va hé thong dé bi treo. Tuy nhién diém hay cua phién ban
Windows nay la tinh nang System Restore, nang cap cac tinh nang Internet va multimedia.
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Windows 2000

Pugc phat hanh vao nim 2000, gan nhu dong thoi véi Windows Me. Hé diéu hanh nay
lam viéc trén ca may chu 1An may dé ban va 1a mot nang cip thanh cong cho khédi doanh
nghiép cua Microsoft. Ké vi ngay sau Windows NT, Windows 2000 1a mot sy tién hoa tir nén
tang co ban NT va van nhim dén thi truong doanh nghiép.

Windows XP

Vao nam 2001, Windows XP duogc cong bé va phat hanh. Pay la phién ban danh cho ca
dbi tugng doanh nghlep va gia dinh dya trén nén tang Windows 2000. Windows XP 1a h¢ didu
hanh thanh céng nhat cia Microsoft vi giao dién dé nhin, hoat dong nhanh hon so vOi cac
phién ban trudce, do tin cay cao hon so véi hé diéu hanh Windows Me, khong doi hoi cAu hinh
cao va quan trong 1a chay duoc tit ca cic tmg dung ciing nhung tuong thich véi phan cimg.

Windows Vista

Pugc phat hanh nam 2007, phién ban Windows nay da phat trién cac tinh nang cta XP va
bd sung thém sy bao mat va do tin cay, chirc ning truyén thong sé duoc cai thién va giao dién
d6 hoa ngudi dung Aero 3D dep mét. Tuy nhién, tinh ning biao mat User Account Control
lam gian doan cac hoat dong thong thuong clia nguoi dung. Tbi t& hon, nhiéu nguoi ding con

gip phai cac van dé trong viéc nang cap thiét bi cii khi sir dung Windows Vista, mot sb
chuong trinh chay trén XP khong thé lam viéc diing cach trong moi truong Vista.

_ Tu nhing yéu t6 khong thanh cong trén cua Windows Vista ma Microsoft da bat tay vao
de phat trién phién ban thay thé cho Vista ngay lap tuc.
Windows 7

Windows 7 duoc phat hanh vao nim 2009. Pay 1a ban Windows rat dep va duoc cai tién
tr Windows Vista v&i céc tinh nidng twong tu. Diém nhan ciia Windows 7 1a cong ngh¢ cam
ung da diém (Multi-touch) danh cho céc thiét bi gan ngoai dé diéu khién Windows. Ngoai ra,
Windows 7 c6 tinh tuong thich va 6n dinh hon nhi€u hon véi Vista.

Windows 8

Day 1a phién ban méi nhat ctia Microsoft Windows phat hanh vao nam 2012, mét hé diéu
hanh san xuat bé1 Microsoft cho may tinh ¢4 nhan. Tinh nang chinh la giao dién nguoi dung
duogc thiét ke lai khé nhiéu, t61 vu cho diéu khién cam rng va ban phim chudt

Windows 10

Windows 1014 phién ban ké tiép ctia hé diéu hanh Microsoft Windows va Windows
Phone dugc tiét 1 vao 30 thang 9 nam 2014 va da duoc cong bd chinh thirc vao ngay 21
thang 1 nam 20153

Lan dau duoc gidi thi€u vao thang 4 nam 2014 tai hgi nghi BUILD, Windows 10 nham dén
nhing thiéu sot trong giao dién nguoi dung ciia Windows 8, cai thién trai nghiém ngudi ding
cho cac thiét bi khong c6 man hinh cam tng, nhu may tinh banhodc may tinh xéch tay, bao
g0m su tro lai ciia Start Menu d ting thay ¢ Windows 7, tinh ning Desktop 4o, va kha nang

dé chay nhiing tmg dung Modern trong nhiing ctra s6 nam trén Desktop thay vi luon chay &
ché do toan man hinh nhu trudc kia. Cac may chay Windows 7 SP1, Windows 8.1 with
Update 1 s& duoc nang cap truc tiép 1én Windows 10 qua Windows Update.

_ Cac chuyén gia phat trién cua Microsoft yﬁn dang lam viéc trén cac phién ban mdi cua h¢
di€u hanh 151, va vi vay ching ta van c6 thé mong doi nhimg di€u thi vi s€ xuat hién trong
mot tuong lai gan.
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> Ddc diém ciia diéu hanh Microsoft Windows:

Mot hé diéu hanh véi kha nang da nhiém (Multitasking), cé thé xir 1y nhiéu chuong trinh
cung mdt luc ¢ tung cura s6 riéng biét.

Giao dién d6 hoa cho ngudi su dung (GUI - Graphical User Interface): Windows c6 giao
dién dd hoa than thién va dé sir dung, giao dién tiép xtc ngudi- may ¢ h¢ diéu hanh Windows

1a giao dién dd hoa, thong qua cac hinh anh dugc goi 1a cac biéu tuong (Icon). Piéu nay da
1am nguoi str dung c6 thé d& dang nhan biét cac ddi trong qua céc biéu twong cia no.

Giao dién chuong trinh Ung dung (API - Application Program Interface): Dac diém nay
cho phep hau hét cac giao dién tiép xuc nguoi s dung may tinh ¢ tat ca cac chuong trinh tmg
dung déu twong ty nhau vi du nhu cac cua s0, cac nut 1énh, cic tiy chon... Piéu d6 gitp
ngudi str dung d& hoc, dé& thao tac khi tiép xtc véi mot ing dung moi.

Mot trinh tong hop ciia nhiing trinh ing dung nhu trinh thao vin ban, trinh d6 hoa va céc
ung dung hitu ich nhu lich, déng hd, may tinh, ban tinh, phﬁn mém luét mang, soan thdo van
ban, tro choi.

Twr khi méi duge tung ra thi truong, Windows da dugc nhiéu nguoi dung don nhén, tao ra
mot sy thanh cong mang tim khung khiép cho Microsoft. Ly do chinh ma Windows duoc
nhiéu nguoi Iya chon 13 ¢ giao dién dé s dung, bat mét véi do dd hoa cao va vi dugc su
dung boi dong dao nguoi dung nén cac cong ty phan cimg ciing nhu cac cong ty phan mém da
tao cho ra doi rat nhidu san pham tuong thich v61 Windows nhu ban phim, con chuét, USB,
céc chuong trinh 1ap trinh, ing dung nhu phin mém ting tdc tai Internet Download Manager,
phan mém ghi dia Nero... Chinh diéu nay da lam cho Windows cang trd nén phd bién hon.
Mic do Windows dugc nhiéu ngudi dung, nhung Windows khong dugc cac chuyén gia may
tinh danh gia cao bang cac hé diéu hanh dya trén méi truong Unix nhur Ubuntu do tdc do lam
viéc cia Windows cham hon nhiéu lan so v6i Unix (mot vi du dién hinh 1a Google - ¢& may
tim kiém khong 16 ciing 1am viéc dya trén Unix thay vi Windows) va cac ung dung cia
Windows ciing khong duoc danh gid cao bang cac tng dung trong cac hé diéu hanh dya trén
Unix. Vi du; Latex ludn ludn cé toc do 1am viée cao hon Microsoft Word ciia Microsoft chay
trong Windows.

Trong cudn gi4o trinh nay, ching ta s& tim hiéu hé diéu hanh Window7
Ddc diém cia diéu hanh Microsoft Windows 7: Véi giao dién d6 hoa Aero, Windows 7
tao sy Muot ma va dep mit nhat trong cac dong Windows, véi cac cira s6 3D va trong subt
tao sy thich thu cho ngudi dung.

Ngoai ra Windows 7 cho phép nhan 4GB, diéu ma Windows Xp khdng thé 1am do
XP chi sir dung 32 bit. Néu may tinh ban ¢c6 4GB RAM thi s& lang phi néu sir dung XP, do
XP khong thé str dung hét 4GB RAM.

Windows 7 dugc chia lam 2 dong 32 bit va 64 bit, c6 nhiéu phién ban khéac nhau:
Starter, Home Preminum, Professional, Ultimate. Phién ban Starter nhe nhat va tdi gian
nhat danh cho cac may netbook. Phién ban Ultimate 1 phién ban day da va gia cao nhat.
Sinh vién c6 thé nghién ctu dé thay duoc su khéac biét gitra cac phién ban & cac website sau
day dé co chon lya ding khi st dung Windows 7:

http://www.microsoft.com/windows/windows-7/compare/ va

http://www.microsoft.com/windows/windows-7/compare/32-bit-64-bit- fag.aspx.
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2.1.2. CAC POI TUQNG PIEU KHIEN CO BAN CUA HE PIEU HANH MICROSOFT
WINDOWS 7

a. Man hinh Desktop

Man hinh Desktop 14 man hinh dau tién cta hé diéu hanh danh cho nguoi sir dung. Nguoi
dung ra I¢nh cho hé di€éu hanh bang thao tdc don gidn qua viéc thao tac vdi cac biéu tuong.
e

Hinh: Man hinh nén (Desktop) ciia Microsoft Wlndows 7

Trén nén man hinh Desktop c6 cac biéu tuong bao gom:

My Computer: Chtra cic 6 dia va tai nguyén ctia may i'/r‘:
Computer
Recycle Bin: Chira cac ddi tuong di bi xo4 trong hé diéu hanh Windows. i

My Network Places: Mang cuc b6 — mang LAN (Local Area Network). B
Tai day nguoi sit dung co thé chia sé tai nguyén, truy cdp vao cdc may ‘k
tinh khac trong mang. Nt

Thu muc (Folder): Thuong ¢ biéu twong cip tai liéu mau vang ding dé
chtra cac tap tin hoac dir liu.

Shortcut: La mot dang biéu tuwong gitp ngudi st dung khai dong nhanh
cac chuong trinh Ung dung ngay trén Desktop. Thuong la céc biéu tuong
c6 miii tén mau den, nam & bén dudi, phia trai ctia biéu tuong.

b. Biéu twong (Icon)

Céc biéu tuong chinh 1a nhiing hinh v& nho biéu thi cho mot chuong trinh hay mot tap tin,
thu muc... hay mdt thiét bi nao do. C6 mot so bi€u tugng da dugc chuong trinh ngam dinh,
mdt s6 do nguoi dung c6 thé dat ra, ngoai ra c6 thé thay thé mdt biéu tuong da c6 bang mdot
biéu turong khac ma minh thich.

Mot biéu tuong chinh 1a dac trung cho mdt chuong trinh. Néu d6 1a biéu thi cho mdt tap
tin chay (Vi du: tap tin *.exe; *.bat) khi ta nhap dtp chudt vao biéu tuwong, chuong trinh sé
duoc thuc hién.

c. Thanh tac vu (Thanh Taskbar)

IR A
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Hinh dang:

Thanh tac vy 1a thanh ndm ngang & phia cudi man hinh, bao gdm cac thanh phan:
s *.‘: A .

- Nut dung mé menu Start d€ khoi dong cac chuong trinh.

- Thanh Quick Launch dé khéi dong nhanh cac chuong trinh thudng str dung.

- Thanh thu nhé biéu twong, tiéu dé cta cac chuong trinh dang chay, dung chuyén d6i
qua lai gitra cac chuong trinh img dung.

- Khay hé¢ thong (System Tray) chtra biéu twong cta cic chuong trinh dang chay trong
bd nhé va hién thi dong hd hé thng.

d. Cira s6 (Windows)
> Khdi niém cira so:
Cira s6 trong Windows 1a mot hinh chir nhat trén d6 bao gdm nhiéu thanh phan nham biéu

dién nhing thong tin, phuc vu cong viéc giao tiép gitra nguoi sir dung va may tinh.

M3di chuong trinh khi chay trong Windows s& duoc biéu dién trong mét ctra s6 Ctra s6 khi
cuc ti€u s€ thu nhé thanh mot biéu tugng nam dudi thanh Taskbar. Moi ctra s6 déu c6 mot
tén, tén cua ctra sO do nguoi thiét ké phan mém hay nguoi dung may tinh dat.

> Cdc thanh phan trong cira so:

- Thanh tiéu dé (Title bar): Chta biéu twong ciia menu diéu khién kich thudc ctra so; tén
chuong trinh; cac nit thu nhd, phuc hoi kich thude cura s6, nit dong cua so.

- Thanh menu (Menu bar): Chtra cac chirc nang, 1énh thuc thi cua chuong trinh.
- Thanh cong cu (Toolbars): Chira cac chirc ning dugc biéu dién dudi dang biéu tuong.

- Thanh trang thai (Status bar): Hién thi mo ta vé ddi twong dang trd chon hodc thong tin
trang thai dang lam viéc.

- Thanh cudn doc va ngang: Chi hién thi khi ndi dung khong hién day du trong ctra s6. Chiing
cho phép cudn man hinh dé xem noi dung nam ngoai dudong bién ciia cira so.

> Cdc logi cira s6 thong dung:

Cita s6 Folder: Chura cac biéu tuong dai dién cho céc Folder con va céc tap tin co trong
Folder. Vi du:
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File folder

Cira s6 chuwong trinh ung dung: Pai dién cho mdt chuong trinh cua Windows hoac mot
chuong trinh khai thac trong moéi truong Windows. Vi du:
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Cira 56 tw liéu: Pai dién cho mét tap tin dugc md trong mot ing dung chay trong moi
treong Windows. Vi du: Tap tin Documentl.docx duoc tao ra bdi chuong trinh Word, tap tin
Luong.xlIsx dugc tao ra boi chuong trinh Excel.

Cita 56 thoai: Chira cic lua chon, khi nguoi st dung giao tiép véi may tinh. Vi du:
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— 1
i Taskbar and Start Menu ques lﬁ

Taskbar | Start Menu | Toolbars |

Taskbar appearance
| Lock the taskbar

Auto-hide the taskbar

Use small icons

Taskbar location on screen: |Bothom - |

Taskbar buttons: |Always combine, hide labels - |

Motification area

Customize which icons and notifications appear in the [ - ztomize.
notification area.

Preview desktop with Aero Peek

Temporarily view the desktop when you mowve your mouse to the
Show desktop button at end of the taskbar.

| Use Aero Peek to preview the desktop

How do I customize the taskbar?

2.2. KHAI NIEM TEP, THU MUC TEP VA CAU TRUC LUU TRU HINH CAY

2.2.1. KHAI NIEM TEP, THU MUC TEP VA CAU TRUC LUU TRU HINH CAY
a. Tap tin — Tép (File):
» Khai niém:

Tap tin (tép) 1a tap hgp nhitng Byte thong tin c6 cung quan hé dugc luu trir trén dia tur.
»  Ten tdp tin (File name):Windows quy dinh mdi tip tin phai c6 mot tén, goi 1a
tén tap tin do nguoi tao ra tap tin dat. Tén mot tap tin cd cau truc nhu sau:
Tén tap tin (File name) = Phan tén (Name).Phan mé rong (Extension)

MGai tap tin déu ¢6 ten riéng, vi tri luu trén dia va nhting thudc tinh riéng. Tén tap tin do nguoi
sir dung dit ra gdm c6 2 phan phan cach nhau bang dau cham 1a phan tén va phan mo rong.

Phan tén va phan mo rong 1a mot nhém cac ki tu dimg lién nhau; thong thuong phan tén
dugc dat goi nhd, phu hop véi ndi dung thong tin chira trong tap tin dé giap cho viée sur dung,
quan 1y tap tin dugc dé dang.

Phan tén (Name): La phan bat budc phai co, c6 thé duoc cach nhau boi khoang trong
(space), co chicéu dai toi da l1a 255 ky tu va khong dugc chira cac ky tu sau: \ /@ * ? “ <>,

Phin mé rong (Extensmn) khong bt budc phai co va sir dung dé phan loai tép phan mo
rong thudng do cac phan mém tu gan.

Vi du: THONGBAO.DOCX = Tép tin dugc tao ra bdi chuong trinh Microsoft Word
LUONG.XLSX = Tap tin dugc tao ra bdi chuong trinh Microsoft Excel

» Phan logi tap tin:
Tuy theo déc tinh cia thong tin chira trong tap tin, ta phan biét thanh hai loai tép tin chinh:

- Tép tin thyc thi: Thuong co phan mé rong dang COM hoic EXE. Day 14 cac tap tin dudi
dang ma may, c6 thé khai thac — chay ngay duoc.

- Tap tin khong thyc thi: La cac tap tin c¢6 phan mé rong thudc cac dang con lai.

Vi du: DBF (Database File) = Tap tin co s¢ dit ligu.
TXT (Text) = Tép tin thuan vin ban.
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DOC (Document) = Tap tin van ban.
Céc tap tin nay thuong c6 dang vin ban, khong thé khai thac hodc chay truc tiép duoc.
b. Thw muc (Folder)
> Khai niém:
Thu muc 1a mot hiqh thirc phan vung trén dia tur dé viéc luu trir va khai thac céc tap tin
dugc khoa hoc va h¢ thong.
» Cdu tric mét thu muc:

Trén mdi dia tir, thu muc c6 cdu triic nhidu cip theo kiéu hinh cay. Pau tién 1a thu muc
goc, ké dén 1a thu muc con tir cap 1 dén cap n (n >1).

Tén thuw muc: Tuan thu theo qui tc dit tén cua tap tin. Tuy nhién, khong nén dit tén thu
muc c6 phan mo rdng vi nhu vay co6 thé nham lan véi tén tap tin. Trong cung thu muc khong
thé co hai tép tin, hoac hai thu muc con, hodc mot thu muc va mét tép tin trung tén nhau.

Thu muc goc (Root directory): La thu muc cao nhat trong 6 dia. C6 thé coi 6 dia chinh 1a

thu muc goc Thu myc goc dugce tao ra ngay sau khi dia dugc dinh dang bang 1énh Format
nén ta co thé do6i tén chir khong thé xoa thu muc gbe di duge.

Thw muc con (Sub directory): La thu muc nim trong mét thu muc khac. Thu muc con ¢
thé dugc tao ra hay xoa di mdt cach thong thuong. Moi thu muc con c6 mdt tén riéng goi la
mot day cac ki tu, t61 da tdm ki tu néu nhi€u hon thi phan sau bi cat.

Thw muc hién hanh (Working directory): La thu myc dang lam viéc hién thoi noi dit con
tré lam viéc.

Thu muc rong (Empty directory): La thu muc trong né khong chira gi ca. Tuc 1a khong
chtra céc tap tin hay cac thu muc con khac.

Vi du: Céu triic cay thu muc trén dia C:\ c6 dang sau:

Windows
C\ —
MS-Word
Office
T MS-Excel
Cap 1

¥
Cép 2

Sd lugng cac cép thu muc, s6 lugng thu muc con trong tung cép trén mdi dia tir nhiéu hay
it tuy thudc y€u cau cua nguoi dung may. Ta chi tao thu muc khi ¢6 nhu cau str dung n6.

Trong vi du trén: C:\ 1a thu muc gbc.

Thu muc con cap 1 Office chira thu muc con MS-Word, MS-Excel.
c. Puong din

Puodng dan 1a mot diy cac thong tin dé xac dinh mot tap tin hodc mdt thu muc can Xac
dinh. B¢ xac dinh m{t duong dan t6i mot tap tin hay mot thu muc can tim ta can gd chinh xac
theo quy udc duong dan sau (path):
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<Tén 6 dia>:\><Tén tap tin hay thw muc 1>\ ...\<T&n t4p tin hay thw muc n>
0 day duong dan lién tjép cac thu myc va cac tap tin dugce ngan cach boi du \. Trong d6
duong dan bat dau boi tén 6 dia va két thac boi tén hay thu muc can tim.
Vi du: C:\Pascal\Bin\Turbo.exe
Trong d6: - C: 1a tén 6 dia (thu muc gbc).
- Pascal, Bin: 1a tén thu muc.
- Turbo.exe: la tén tap tin can chay.

d. Shortcut

La “I6i tat” cho phép truy cap nhanh dén mot file, folder, tng dung nao dé trong 6 dia ma
khong phai m¢ thu myc chrand.
Thong thuong ShortCut nam trén nén man hinh Desktop

Vi du: ShortCut ciia chuong trinh Unikey ding dé g tiéng viét
Cach tao
+ Trong Windows Explorer m¢ thu muc chura file, folder, file rng dung can tao ShortCut
+ Nhan chudt phai vao file, folder, file ing dyng do6 chon Send to \ Desktop

ngoc lan | CI2.dat ¥ Move to Quarantine AT File 51,689 KB
im O .exe =  safeRun bplication 1,772 KB
Lib S . - kscading Style ... :
= ibraries =¥ | iastyle.css Mo | Check reputation in KSN cading Style 4 KB
£| Documents & readme.htm hrome HTML Do... 37 KB
&' Music ] unins000.dat ¥ Add to archive... hT File 3 KB
=] Pictures = §8) unins000.exe B Addto"CB.rar bplication 676 KB ||
c d il...
BE videos (& website ) | Compr=s s T ) kernet Shortcut 1 KB
B Compress to "CI.rar" and email
Pin to Taskbar
Homegrou
< greup Pin to Start Menu
18 Computer Restore previous wersions |
&, waz (C) Copy To folder...
a Local Disk (D:) hia adglder...
= Local Disk (E5) @ » | €3 Bluetooth device
- ) p 1 werpTETEET e
L etwor
fndl|_ <] Copy

) . Tao shortcut cho mjt irng dung )
Hoac nhan chudt phai tai nén man hinh Desktop chon New, chon Shortcut; xuat hi¢n hdp
thoai hinh 26; chon Browse; m¢ 6 dia thu muc chira file, folder tao shortcut.

i' . ... -
— - —
AR——

What item would you like to create a shortcut for? ( Browse for Files or Folders ﬁ ]

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or Select the target of the shortcut below:

Internet addresses.

Type the location of the item: iken Invaders ROTY 3.51 o
| Browse... 0 =3
prass.dll

Click Next to continue. || CB.cfg.static
|| CB.dat

j CB.exe

4 | iastyle.css

G readme.htm 7
4 L 2

Next ‘m Make New Folder [ 0K ] [ Cancel

1S =

2.2.2. CONG CU QUAN LY TEP CUA HE PIEU HANH MICROSOFT WINDOWS
a. Gidi thiéu Windows Explorer

Windows Explorer 1a mot chuong trinh tng dung dugce tich hop san trong h¢ diéu hanh
Windows dung dé t6 chtrc, quan 1y va thao tac voi cac ddi twong trén may tinh. Dbi tuong chu

Giang vién: Lé Thi Thu 25



Trung tam TT&NN Bai giang Tin hoc dai cuong

yéu do Windows Explorer quan 1y 1a c4c thu muc va tap tin. Pon vi quan Iy nho nhét cta hé
di€u hanh 1a tdp tin. € viéc t6 chirc va quan 1y tap tin dugc thuan tién va khoa hoc, h¢ diéu
hanh Windows cho phép ngudi stir dung t6 chirc mdt hé thong cay thu muc theo y minh.

V61 Windows Explorer, nguoi sit dung con co thé thuc hién céac thao tac khoi dong cac
ung dung, tao, x0a, sao chép, di chuyén thu muc va tap tin...

b. Khéi dong, thoat Windows Explorer

> Khoi dong Windows Explorer: Cé thé khai dong bang cac cach sau:

- Céach1: Nhép nat phai chudt tai nit Start, nhép chudt chon Explorer.

- Céch 2: Nhan t6 hop phim # + E.

- Cach 3: Vao menu Start — Programs — Accessories, chon Windows Explorer.
> Thoat Windows Explorer: Co thé thoat bang cac cach sau:

- Cach 1: Vao menu File, chon 1énh Close.

- Céch 2: Nhap chudt tai ntit 1énh Close () tfé# thanh tiéu dé.

- Céch 3: Nhan t6 hop phim Alt + F4.

c. Cira sb giao dién ciia Windows Explorer

Néu khoi dong Windows Explorer thanh cong, trén man hinh may tinh xuat hién mot cira
sO chU:O'ng trinh tmg dung Explorer. Py la ctra s6 giao tiép cia Windows Explorer v&i nguoi
dung may.

T 5ng quan vé cira s6 Explorer:

Cira s trai 13 cdu trac cy thu myc. N6 trinh bay cau tric thu muc ciia cac dia cimg va cac
tai nguyén kém theo may tinh, bao gom 6 dia mém, 6 dia cting, 6 dia CD...

Nhitng ddi twong co dau cong (+) & phia trude cho biét dbi tuong d6 con chira nhitng d6i
tugng khac trong nd nhung khong duoc hién thi. Néu Click vao dau + thi Windows Explorer
s€ hién thi cac doi tuong chua trong doi tugng d6. Khi do, dau + s€ do6i thanh dau -, va néu
click vao dau - thi doi tugng sé dugc thu gon trd lai.
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——— . P s 5 WeES® = | B |
—~ | R = F e || .
3 ¢ Libraries » ( ) + | #4 || Search Libraries
CIONE 1 S
s
Organize * Mew library Q)
- Favorites Libraries
Pl Desktop Open a library to see your files and arrange them by folder, date, and other pro...
4. Downloads -

[ Documents

= Recent Places

/ ngoclan ~ MRy ChOl’l Ché d6
N Music hién thl Vﬁng 5
. Libraries ™ l', Library

3 Documents
[: T~
@' Music Pict
o ictures
5 - O,
[ Pictures < Library 6

E Videos Select a file to preview.

Q% Homegroup C—
il 1% Computer

& wra2 ()

—w Local Disk (Dx)

—w Local Disk (E:)

E‘I_-I Metwork

4 items

Man hinh lam viéc Windows Explorer
1: Thanh Address: Hién thi duong dan cua thu muc lam viéc
2: Hop tim kiém
3: Thanh cong cu
4: Panel diéu huéng
5: Cac File, Folder con cua thu muc hién hanh
6: Preview Panel cho phép xem trudc ndi dung cac file.

d. Cac thao tac trén Windows Explorer
> Hién thi noi dung thu muc hién hanh:

Nhép chuét tai biéu tuong thu muyc co6 trong bang trai cua cura s6 Windows Explorer, ndi
dung cta thu muc s€ xuat hién tai bang phai.

» Tao thw muc con:
- Budce 1: Nhép chudt xac nhan thu muc cha tai cira s6 bén trai.

- Budce 2: Chon New Folder trén thanh cong cu hoac nhéan chuot phai chon New
chon Folder.

- Buée 3: GO tén thu muc cén tao, nhan Enter dé két thuc.
» Lua, chon mot hay nhiéu thw muc/tap tin:
Chon mdt thu muc/tap tin: Nhép chudt tai biéu tuong thu muc/tap tin.

Chon nhiéu thu muc/tap tin lién tuc: Nhép chuot vao thu muc/tap tin dau, nhan gilt phim
Shift, nhap chudt vao thu muyc/tap tin cuoi.

Chon nhiéu thu muc/tap tin khong lién tuc: Nhép chuot tai thu muc/tap tin dau, nhan va
gitt phim Ctrl, nhap chut chon tirng thu muc/tap tin ti€p theo.

Chu y: Thao tac chon File néu trén chi thuc hi¢n duoc tai bang phai ctia vung lam vié¢c.
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> Di chuyén thw mucltdp tin:

Céch 1: Chon thu muc/tap tin can di chuyén, giit chudt trai va kéo thu muc/tip tin t6i thu
muc dich. Thu muc dich s€ 1a thu muc cha chira thu muc/tap tin can di chuyén toi.

Céch 2: Chon thu muc/tap tin can di chuyén, vao Organize trén thanh cong cu chon Cut.
Chon thu muc dich, vao Organize trén thanh cong cu chon Paste.

> Sao chep thu mucltdp tin:

Céch 1: Chon thu muc/tap tin cin sao chép, giit chudt trai dong thoi giit phim Ctrl va kéo
thu muc/tap tin t6i thu muc dich. Thu muc dich s€ 1a thu muc cha chira thu muc/tép tin can
sao chep.

Céch 2: Chon thu muc/tap tin can di chuyén, vao Organize trén thanh cong cu chon
Coppy. Chon thu muc dich, vao Organize trén thanh cong cu chon Paste.

Ngoai ra ta ¢6 thé str dung t6 hop phim tat:
Copy=CTRL+C
Cut=CTRL+ X
Paste = CTRL + V

> Doi tén thu muc/tap tin:
- Chon thu muc/tap tin can d6i tén, , vao Organize trén thanh cong cu chon Rename.
- Nhép tén méi cho thu muc/tap tin, nhan Enter dé két thic.

» XO0A& thu muc/tap tin:

- Chon thu muc/tap tin cAn X04, Vao Organize trén thanh cong cu chon Delete hoic
nhan phim Delete.

- Trén man hinh s€ xuat hién hop thoai xac nhan viéc x6a thu myc/tap tin nhu sau:

Delete Folder - - — ot

—  Areyou sure you want to move this folder to the Recycle Bin?
»

- MMTH

\ 1 Date created: 6/5/2012 5:27 AM

- Chon Yes néu mudn xoa, nguoc lai chon No. Thu muc/tap tin bi x6a s€é dugc dua
vao thung rac (Recycle Bin).

Chu y: Khong di tén hay x6a nhitng thu muc/tap tin khong phai do minh tao ra.
Dé x6a thu muc/tap tin khong vao thing rac (x6a han), ta thyc hién nhu sau:
- Chon thu muc/tap tin can xo4, nhan t6 hop phim Shift + Delete.

- Trén man hinh s€ xuat hién hdp thoai xac nhan viéc x6a thu muc/tap tin nhu sau:
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Delete Folder X

Are you sure you want to permanently delete this folder?

?( BAI GIAMG AV3- POWER POINT- 2014
| Date created: 9/7/2014 910 PM

s

- Chon Yes néu mubn x6a hin, nguoc lai chon No. Thu muc/tap tin bi x6a s& khong
duoc dua vao thung rac.

» Phuc hoi thu muc/tap tin hay Shortcut da bi xoa:

Tai giao dién Windows Explorer, trén cdy thu muc bén trai nhap chu()tv chon biéu tugng
Recycle Bin. Noi dung trong Recycle Bin dugc hién thi tai khung ctra s6 bén phai, do la
nhitng thu muc/tap tin da bi xoa.

Lua chon mot hodc nhiéu thu muc/tap tin da bi xoa.

V4o Organize trén thanh céng cu chon — Restore hodc nhap phai chudt chon 1énh Restore
dé phuc hoi.

Chu y: Viéc phuc hdi thu muc/tap tin hodc Shortcut da bi xoa c6 thé tién hanh twong tu tir
Recycle Bin trén man hinh Desktop.

» Thao tdc tim kiém

Trong Windows 7, viéc tim kiém dugc cai thién kha nhidu bang cach kich vao nat Start Orb

> All Programs

Nhap tir khoa tim kiém

Tim kiem trén menu Start
Tuy nhién dé tim kiém mdt cach cu thé, ta can biét chinh xac thu muc can tim. Hodc sir dung
ctra sO Windows Explorer

b datermodified:
forder options
Adaptive Display brightness

Add a search filter
Date modified:  Size: h

Viéc tim kiém trong Windows Explorer cho phép sir dung thém bo loc dé tim kiém
duoc chinh xac hon nhu :

+ Date modified: Tim theo ngay thang duoc chon. Co thé chon khoang thoi gian "tir ngay"
... "dén ngay" bang cach gilr phim Shift va chon cac thoi diém can tim.
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+ Size: Tim kiém theo kich c¢& cu thé.
Cac ky tu dai dién
Khi khong nhé 13 tén cua tip tin can tim hodc mubn mé rong pham vi tim kiém thi
vi€c ap dung céc ky tu dai dién 1a mot giai phap rat hitu ich. Trong Windows, ky tu dai dién
duogc str dung 1a dau sao (*). Vi du muodn tim kiém nhirng tap tin ¢6 phan mé rong la .docx ta
nhap tr khoa *.docx vao 6 tim kiém.

2.3. QUAN LY CHUONG TRINH, THU'C HIEN MOT CHUONG TRINH TREN
MICROSOFT WINDOWS

2.3.1. HE THONG QUAN LY CHUONG TRIiNH, CAI PAT CHUONG TRIiNH UNG
DUNG

a. Hé thdng quan 1y chwong trinh

Ung dung quén 1y chuong trinh Programs and Features ding dé quéan 1y cc chuong trinh,
cac ung dung hay mot nhom chuong trinh.

Khdi dong Gmg dung quan ly chuong trinh Programs and Features: Vao Menu Start chon
Control Panel, chon Programs, chon Programs and Features

Programs and Features dung dé quan li cac chuwong trinh Gmg dung trén may tinh cho phép
g0 bo hay thay doi (thém/bdt) cac chirc nang cuia chuong trinh tng dung

— — |
@th‘:‘ + Control Panel » All Control Panel ltems » Programs and Features - | 3 | Search Programs and Features 0|
- = — i A—  —— -
Control Panel H .
R Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
B Turn Windows features on or
it Organize *  Unigstall Change = = I@]
‘ Publisher Installed On  Size Version o
pieSoftware Update Apple Inc. 11/11/2012 225MB 212120
Ch(_)n thao AppleInc. 11/11/2012 109 ME 2030
té.c “| Canon LASER SHOT LBP-1210 8/15/2012
E CCleaner Piriform 8/11/2012 305
. | Gold Miner Vegas 11/13/2012
& Google Chrome GoogleInc. 8/11/2012 23.01271.95
© Tunes Apple Inc. 11/11/2012 135MB 100068
|£|Java 7 Update @ Oracle 8/31/2012 128 MB  7.090 E
1% Kaspersky Internet Security 2012 Kaspersky Lab 8/11/2012 12.0.0374
5‘3’11 K-Lite Codec Pack 7.1.0 (Full) 4/12/2011 487MB 710
[ Microsaft .NET Framework 4 Client Profile Microsoft Corporation 11/30/2012 388MB 4030319
[ Microsaft .NET Framework 4 Extended Microsoft Corporation 11/30/2012 519 MB 4030319
~Hgberosoft Office Small Business 2007 Microsoft Corporation 4/12/2011 12.0.4518.1014
Chon Microsoft XNA Framework Redistributable 4.0 Microsoft Corporation 11/30/2012 917 ME 40208230
3 $© QuickTime Apple Inc. 11/11/2012 73IMB  767.75.0
huong trinh
chu g 5 Skype Click to Call Skype Technologies S.A. 11/29/2012 269 MB 6411328
[ S e oon no o A mmner e
4 | [ | v

[l Microsoft Corporation Product versicn: 12045181014

Hinh: Cira so thoai Programs and Features

b. Cai dit trinh diéu khién may in Devices and Printers

Chon tir ctra s6 Control Panel hoac menu Start chon Devices and Printers xuat hién
cua so
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— — — Lo | L) | ——

= |

Actch & cevice Aca o pryater p— =

e —

— 5 K
Osos11s0 UsSs Optica UsSB2.0-cCRrRwW
= e = —

S —_——C e
Canon Laser e Micronort x<Ps

Chon Add a Printer:
+ Add a local printer: cai dat may in cim truc tiép vao may tinh
+ Add a network,,,,: cai may in két nbi qua mang
Nhéan Next; xuit hién hop thoai
Chon céng két ndi; Nhan Next; xuit hién hop thoai
+ Manufacturer: Chon hing san xuat may in
+ Printers: Chon tén may in
Truong hop c6 trinh diéu khién trén dia ta chon nat 1énh Have Disk.
Sau khi cai dit xong tén may in va biéu twong s& xuét hién & ctra s6 hinh 31. Dé chon ngam
dinh in may in d6 ta nhan chudt phai 1én biéu tuong chon Set as default printer.
c. Cai dit gd tiéng vigt
Dé gd duoc tiéng viét ta phai st dung thém trinh hd tro gd tiéng viét Unikey hoic Vietkey
-Tai Unikey ban win7-32bit tai dia chi sau: http://unikey.vn/vietnam/

Kich dap vao file UniKey-4.0RC2-1101-Setup.exe dé cai dat. Sau khi cai dit xong xuét hién
cua so

P

1 UniKey 4.0 RC2 | S|

Bigu khign -
Bang mé: [UI‘IiCDdE v] y Bong

S —_—
Kigu g8: | Telex -| @ Kétthic
Phim chuyén: @ CTRL + SHIFT ) ALT+Z _—

4k M ring

% Hwéng dén ‘ Thdng tin ‘ ‘ WMac dinh ‘

2.3.2. THU'C HIEN CHUONG TRINH, GIAO TIEP GIUA CAC CHUONG TRIiNH
TRONG MOI TRUONG PA NHIEM

a. Thuc hién chwong trinh
Céach chay mot chuong trinh trng dung trén moi truong Windows:

Céch 1: Click dap chudt trai vao biéu tugng dai dién cua chuong trinh ing dung c6 sin
trén man hinh nén (Desktop).

Céch 2: Vao Start — Programs, chon chwong trinh can chay trong danh sach hién ra.

Giang vién: Lé Thi Thu 31


http://unikey.vn/vietnam/

Trung tam TT&NN Bai giang Tin hoc dai cuong

i Chi Dung 8 Fonts WL TCWMR_UMNIC ODE Thas
. Games

| —, KPS Wiewrer - B
i Accessories

i Google Chrome Docurnents
| Imternet Download MManager
i K-Lite Codec Pack s
i Maintenance )
..... oft Office s
Microsoft Access 2010

Microsoft Excel 2010

Microsoft InfoPath Designer 2000
Microsoft InfoPath Filler 2010
MMicrosoft OnelMlote 20010

Picrosoft Outloock 2010

Picrosoft PowerPoint 2010
MMicrosoft Publisher 2010

MMicrosoft SharePoint Workspace 201
Picrosoft Word 2010

Picrosoft Office 2010 Tools Help and Support

g

-. @@@@@@@@@@ '

ral Panel
es and Primters

Default Programs

sarch programs and files

Hinh: Danh sach cac chwong trinh wng dung trong menu Start
b. Giao tiép giira cac chwong trinh trong mdi trwdong da nhiém

Néu chiing ta st dung hé diéu hanh hd trg kha ning da nhiém (Vi du: Microsoft Windows
95, XP...), ching ta c6 thé¢ chay nhi¢u hon mét chuong trinh rng dung ¢ cung mot thoi diem.
Khi d6, dé chuyén doi giira cac ctra s6 chuong trinh ing dung, ta co cac cach sau:

Céach 1: Kich chudt trai truc tiép vao tén chuong trinh hién thi trén thanh Taskbar.

~ Cach 2: Nhén 6 hop phim Alt+Tab. Giit phim Alt, nhan tiép phim Tab dé di chuyén qua
bicu tugng cla cac chuong trinh, mg dung. Tha ca 2 phim dé€ chuyén den chuong trinh mong
muon.

Céch 3: Nhén t6 hop phim Alt+Esc dé 14t ting ctra s6 cho dén khi xut hién cira s mong
muon.
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CHUONG III - UNG DUNG CUA MAY VI TINH BE XU LY VAN BAN
3.1. NHUNG KHAI NIEM CHUNG VE XU LY VAN BAN
3.1.1. NHUNG KHAI NIEM CHUNG VE XU LY VAN BAN

a. Khai niém chung vé xir Iy viin ban bing may vi tinh

Xu ly van ban bang may vi tinh 1a thyc hién cac thao tac lién quan dén cac cong viéc soan
thdo van ban: go (nhdp) van ban, stra doi, trinh bay, két hop vdi cac van ban khac, luu trir va
in van ban thong qua cac chuong trinh tng dung ho trg soan thao van ban trén may vi tinh.

b. Gioi thiéu chwong trinh Microsoft Word 2010

Chuong trinh soan thao vin ban Microsoft Word (goi tat 1a Word) 1a mot phan mém
chuyén dung trong linh vuc soan thao yén ban. N6 1a mot thanh phan co ban thudc by chuong
trinh tng dung Microsoft Office noi tiéng cua hang Microsoft (M¥).

Nhiing tinh ndng uvu viét cua Microsoft Word:
Giao tiép véi nguoi dung véi dao dién db hoa rat truc quan va dé sir dung.
C6 kha nang trao doi thong tin voi cac phan mém khac
C6 nhiéu tién ich dic biét dé tao van ban cao cip.
Microsoft Word 2010 1a mét chwong trinh chuyén dung dé xi ly van trong bo

Microsoft Office 2010. Chuong trinh gilp soan theo ciing nhu dinh dang cac tai liéu cho cac
ca nhan hay t6 chiic méot cach nhanh chéng va hiéu qua. Ban cd thé st dung Word dé:

- Tao c4c tai liéu chuyén nghiép ma co sy két hop voi cac dbi tuong dd hoa nhu: hinh
anh, so d, biéu do, luu do,...

- Cung cip cho tai lieu mot cach trinh bay nhat quan bang cach ap dung céc style
va theme, d6 1a cach ma c6 thé kiém soat dugc font chir, kich thudc, mau sic, hiéu ung
hodc nén clia van ban.

- Luu trir va tai st dung lai ndi dung hay cac dinh dang cta van ban da tao.

- Tao tin nhin va email ci nhan dé giri dén nhiéu nguodi ma khéng phai soan thao
nhiéu lan.

- Tao ra cac thdng tin can thiét cho nhing tai liéu dai nhu: bang ndi dung (muc luc),
chi muc, tai liéu tham khao, ...

- Béo vé tai liéu bang cach kiém soat nhitng nguoi c6 thé thay ddi hoac thay doi cac
loai khac nhau trong tai liéu..

c. Khéi dong va thoat khéi Microsoft Word 2010
» Khoi dong Word 2010:

- Cach 1: Nhép dup chudt 1&n biéu trong cia Microsoft Word 2010 (
hinh nén (Desktop).

- Céch 2: Vao menu Start\Programs\Microsoft Office, chon Microsoft Word 2010.

i) trén man

- Céach 3: Néu muén m¢é nhanh mét tép vin ban vira soan thao gan ddy nhat trén may
tinh dang lam viéc thi ta vao menu Start\ Microsoft Word 2010, chon tap van ban (Word) can
m¢. Khi d6 Word sé khoi dong va mo ngay tép van ban can chi dinh

» Thoat Word 2010:

- Céch 1: Trong cua s0 chuong trinh Word, vao menu File, chon 1€nh Exit.
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- Céach 2: Nhip chuot tai biéu trong Close (  [BJtrén thanh tiéu dé.
- Céach 3: Nhan t6 hop phim Alt + F4.

d. Lam quen véi giao dién Microsoft word 2010:

Thanh truy cap nhanh Hé théng Ribbon Thanh tiéu dé

(1w} & l--_-—. = — L —— e ———
[ == O I P Ve oot C M w0 e e e e
R ] ol
| » 1
| = A A - oo « . s 7 A it \ |i
| gy ® [ v -A EEmEmm s . ¢ i
! [

T Hién thi thudc

Thudce ngang

Thanh cudéndoc —

VUNG SOAN THAO

-4———— Thudc doc

Thanh trang thai Thanh cudn ngang Ché do Iién thi ZL)In

% .

Eratan 3 3 = I 308

Hinh: Cira so giao dién ciia Microsoft Word 2010

Thanh truy cap nhanh (Quick ccess Toolbar): Chtra cac nut thuc hién céc thao
tac théng thuong nhu: luu mét tai liéu, undo thao tac sau cung, 1ap lai thao tac sau cung.

Hé théng Ribbon: thay thé cho hé thdng Menu trong c4c phién ban trudc.
Thanh tiéu dé (Title bar): hién thi cac tiéu dé chuong trinh va tai liéu.

Thanh cudn ngang/dgc (Horizontal/ Vertical scroller): cho phép ban di chuyén tai
liéu theo chiéu ngang/doc.

Thojéc ngang/dec (Horizontal/ Vertical ruler): cho phép canh chinh Kich
thudce cua tai liéu theo chiéu ngang/doc.

Thanh trang thai (Status bar): hién thi thong tin tai liéu ciing nhu vi tri diém
chén. Tu trai sang phai, thanh nay chua so trang ma diém chen xuat hién trén do, tong so
trang, so tir cua tai liéu, nut trang thai ghi Macro, cac nat View va thanh trugt Zoom.

Ché a6 hién thi (View): cho phép xem tai liéu dudi nhiéu ché d6 khac nhau.
Zoom: cho phép xem tai liéu voi nhiéu kich thude khac nhau.

Vung soan thao (Edit region): vung dé nhap vin ban. Vach dung thang nhap nhay
duogc goi la diém chén (insert point) tugng trung cho vi tri ma chit s€ xuat hi¢n khi nhap.
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e. Heé thong Ribbon
- TabFile

Khi click vao tab File s& mé khung xem Backstage gidéng nhu mot menu (gidng nhu
menu File trong cac phién ban trudc cua Word). Khung xem Backstage la noi mé, luu, in
cling nhu hién thi danh sach cac file dd mé trude do, cac file quan ly va cac thiét lap tly
chon cuia chuong trinh va s6 tay hudng dan dic biét vé Ribbon. Khi click vao mét tly chon
trong cot bén trai, cac thong tin chi tiét s& duoc hién thi trong cot bén phai.

Giac TnnhMSWord2010 . doc {Compatinday Model - Miciosoft Words = = r—e—)

Wil ed

Information about Giaoirinh.

QTSSOSO O\ Nhaon mon TIN HOC VAN PH

Froperties =

Permissions

Arvone can open, <ogry
change ey part of this Reisted Dates
Protect document

Prepare for Sharing

- TabHome

Gom céc 1énh dinh dang van ban nhu: Clipboard, Font, Paragraph, Styles, Editing,
cac n{t 1énh chuan trén thanh céng cu Standard. Néu can, ban c6 thé ty chon (customize)
thanh c6ng cu theo s thich riéng, hodc dé c6 cdng cu riéng cho mot loai tai liéu ndo d6 va
luu gitr chiing theo cac dang tai liéu dac biét.

+ Nhom 1énh Font — dinh ki tw van ban

Font: cho phép chon nhanh mdt font chitr va ap dung font do vao
Times Mew Rom = || phan van ban dwgc chon.
Size: dinh kich thwdc font chit cho van ban dwoc chon.
= Bold ({Cirl + B): in dam phan vin ban dwroc chon.
= Ttalic {Cirl + I): in nghigng phan van ban dwgc chon.
- TUnderline (Ctrl + 1T): gach dwrdi phan vin ban dwoc chon.
= Strikethrough: tac durdng ngang dong van ban dirge chon.
== Subscript { Ctrl + =): tao chi¥ nho bén dwaoi chiv.
= Superscript (Ctrl + Shift + =): tao chi¥ nho bén trén chi¥.
= Grow Font (Ctrl + ]): ting kich thwdc font chiy.
A Shrint Font (Ctrl + [): giam kich thwdc font chir.
& Change Case: thay ddi tit cd v3n ban duge chon thanh chiy in
Aa~ hoa, chi¥ thirdng hoidc chi¥ hoa dan o,
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+ Nhom 1énh Paragraph — dinh dang doan vin ban

Dung dé dinh dang nhanh cac dinh dang théng thudng cho cac doan van ban nhu:
canh 1& (Alignment), danh déu dau doan (Bullets), danh sé tu dong (Numbering), ting/giam
khoang cach thut dong (Decrease/Increase Indent), bat/tit Border Toolbar (Borders), ...

Bullets: tu d6ng danh dau dau muc c4c doan van ban da chon

iz Numbering: tu dong danh sé dau muc céc doan vin ban da chon
M Multilevel List: phan cip cac doan van ban
i=- Decrease Indent: giam muc thut diu dong cua doan ban

Increase Indent: ting muc thut dau dong cua doan vin ban

A ’ , ~ I
2l Sort: sap xép dir liéu theo mau tu ABC hoic theo so

Show/Hide: bat/tat hién thi ctia cac ky tu dinh dang van ban nhu cac
danh dau ngat doan, dau xuong dong, dau phan doan, dau phan trang...

-

Align Left: canh 18 trai van ban dugc chon

Center: canh gilra van ban dugc chon

Align Right: canh 1¢ phai vin ban dugc chon

kg
—
[l

Justify: canh déu hai 1€ trai phai van ban duoc chon

Line and Paragraph Spacing: thay d6i khoang cach giira cac duong
van ban va doan van ban

&y - Shading: t& nén cho chir hoic hoic doan vin ban duoc chon

B - Border: dong khung cho doan van ban hoac bang

+ Nhom Styles

A Cho phép chon nhanh mot kiéu dinh dang c6 sin va &p dung dung vao doan vian

crange ban duoc chon. Thay d6i kiéu thiét 1ap dinh dang (mau chir, font
chir, khoang cach doan van ban, v.v...)

+ Nhom Editing

&4 Find - Tim va chon chit chi dinh hodc nhap noi dung trong van ban
5 Replace Thay thé chir trong van ban
I Select Chon chit hoic cac d6i turgng trong vin ban
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Trung tam TT&NN

- Tab Insert
Gom céc nat chén bang biéu (Table), hinh anh (Picture), so d (Chart), luu dd

(SmartArt), ky hiéu toan hoc (Equatation), ...

FHENTRE. @3 3 302 AR =

Tab Page Layout

GOm céc ndt Iénh lién quan dén su hién thi van ban nhu dinh dang trang (Page Setup), ngét
trang (Page Breaks), bd tri sip xép cac ddi tuwong trong trang (Position), ...

- TabReference
B6 sung bang nodi dung (Table of Contents), cip nhat dit liu bang (Update

Table), chén ghi chi & cubi trang (Insert Footnote), chén doan trich dan (Insert
Citation), chén dau dé trang, chi muc van ban (Insert Index), dau trich din (Mark

Home Insert Page Layout Developer Add-Ins

Bluetooth ~ & Snaglt [¥' Window

References Mailings Review View

Menu Commands

- Tab Mailings
Tao bao thu (Envelopes), chuyén dbi van ban sang dang thu (Mail Merge), soan danh

sach nguoi nhan (Edit Recipent List), viét va chén cac truong (Insert Merge

Field), xem két qua (Preview Results), giri thu,. ..

- Tab Review
Kiém tra 15i chinh ta (Spelling & Grammar), hd tro dich tir (Translate), thém ch thich

(New Comment), so sanh tai liéu (Compare), gidi han (Restrict Editing),...

vy V) Finak thow Mats g B Prviey
.— X .l 1 )

ABC ‘ AlC o
{ | T ve = | | ‘ i bt e

37

Giang vién: Lé Thi Thu



Trung tam TT&NN Bai giang Tin hoc dai cuong

- Tab View

Thiét 1ap cac ché do hién thi cua trang van ban (Document Views), phéng to, thu nho
(Zoom), chia man hinh (Split), duong luéi (Gridlines), thudc (Ruler), xem chuong trinh may
thue hién mot sé 1énh hodc thao tAc nhap tir ban phim (Macro),...

- Tab Developer

Home Insert Page Layout References Mailings Review View

ﬂ == =] Record Macro & =] AaAa[S] BZDesign Mode E &3 Schema Ny (W] aﬂ
5 = YAl & €
| =8 W =0 S EE . . 2 Tra it 2] | =588
Visual Macros Add-Ins com | © o | goe Structure ., Restrit | Document Document
Basic A1\ Macro Security Adddns | B ™ R 8 & Expansion Packs \ Editing | Template  Panel
Code Add-Ins Controls XML Protect Templates
Fiie Home Insert Page Layout References Mailings Review View Developer Add-Ins
Bluetooth ~ @ Snaglt [&' Window -
Menu Commands Custom Toolbars

Céc chuong trinh tién ich bo sung dugc tich hop vao trong Word.

3.1.2. CAC PON VI CO BAN DUNG TRONG XU LY VAN BAN
a. Ky tu (Character): 1a cac chir cai, chit s6 va cac ky tu dic biét.
b.  Dong (Line): 1a tp hop cic ky tu nam trén cing mot hang.

c. T (Word): 1a tap hop cAc ky tu lién tiép nhau va két thac boi mot ky ty trong (khoang
trang).

d.  Cau (Sentence): 1 tap hop nhiéu tir lién tiép véi nhau va két thuc boi cac dau két thic
cau (dau cham cau, dau cham than, dau cham hoi).

e. Poan (Paragraph): 13 tip hop nhiéu ciu c6 lién quan voi nhau hoan chinh vé ngit nghia
nao do. Céac doan van ban dugc phan cach véi nhau béi dau ngat doan (xudng dong bang
phim Enter).

f. Trang vin ban (Page): mot trang két thiic boi ddu ngat trang.
C6 2 loai d4u ngit trang:

- DAu ngit trang mém: do Word ty dong qua trang khi vin ban vuot qua chiéu dai cua
trang.

- DAu ngit trang cimg: dugc chén vao vin ban khi nhan t6 hop phim Ctrl+Enter hodc sir
dung menu Insert \ Break \ Page Break.

g. Toan bd van ban (Document).
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3.2. LUU TRU, PONG, MO, IN AN VAN BAN
3.2.1. LUU TRU, PONG, MO VAN BAN
Tao tap tin vin ban méi
Cach 1: Chon menu File - New — Blank document
Céch 2: Nhan t6 hop phim Ctrl+N.

Chii y: Chon mot mau c6 san trong Available Templates

+ Muodn cé mot tai liéu theo mau da co, click New from Existing, tim dén dia chi cua tai

liéu mau ma ban mudn dung va sau do6 click Create.

+ Mubn ¢6 tai liéu theo mot khudén mau, click Sample templates hodc My tem plates, va

sau d6 chon kiéu mau ma ban muon.

. Documentd - Muresctt Wrid

&= )
~ miple 47 srmpley
tempinte ptaes e
>
A Rudger
Halp tats *
J Osnon:

. 3 A
- st ate h
+

b. M tap tin viin ban c6 sin trén 6 dia
- Cach 1: Chon menu File — Open...
- Céach 2: Nhan t6 hop phim Ctrl+O.

Home 3 Open = B et
4 - « THOC-New » Progect_Sosn gwo tnnh THDC » v | 4y 2
= Save Ougenie . ew fabdes ———
Bl save As 3 Uewies
Docurments
| - | M
| I Open | s
,7\—— a Videcs Office 201
3 Homegr
L

- AR Word Dacurments (" doce"s «

Toch - | Cpen m Canced

Cpen

Cper Read-Only

Open xs Copy

Cpen in Protected View

Open and Rapait

Hinh: Hop thoai Open
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Tai nat Open ¢6 cac tuy chon:
- Open: m¢ binh thuong

- Open Read-Only: khdng dugc leu thay doi.

- Open as Copy: tao ban sao cua file vamo ra.

- Openin Browser: ma file bang trinh duyét web mic dinh.
- Open in Protect View: mé & ché do bao vé

- Open and Repair: matrong truong hop file bi 16i

Xéc dinh duong dan dén tap tin van ban can mo va chon Open.
Chii ¥: Khi muon mé cdc file soan thio gan ddy nhat
- Click chon tab File > chon Recent

- Chon tén file trong danh sach Recent

Home Insert Page Layout References Mailings Review View Developer Add-Ir
[ save
Save As
[ Open

Recent Documents

GiaoTrinhMSWord2010.docx ; o
FALDTUS\MONHOCY\Nhom mon TIN HOC VAN PHONG\THDC-New\P...

[ Close @u MISA_Candidate_resume,doc =
= FALOTUS\MONHOC\Nhom mon KE TOAN\Phan mem ke tocan MISA\P...

Info ] 2-Mé hinh ERP cho truéng Dai hoc.doc -
= F\RESEARCH\2-ERP\ERP trong DH

Tinh huong mo dau.doc ,
FARESEARCH\-HTTT Ke Toan\Docs\Tai fieu HTTT Ke toan

2y

Ghi chi: C6 thé didu chinh sb luong tén file t&i da dwoc st dung gan dav

nhit bang cach:

— Click chon tab File = chon Options dé m& hép thoai Word
Options.

— Click chon Advanced > bén dudi Display. tai Show this number

of Recent Documents_. an dinh sd file hién thi.

N~ T S

V’\Nord Option=s

| _Eont Substitution... |

’ Save

Language

Advanced

Customize Ribbhon

¥ Quick Access Toolbar
14 Add-Ins

Trust Center

Show messurements in units of:

Style ares pane width in Draft and Cutline views:
| Show pixeis Tor HTML features

Show all windows in the Taskbar

| Show shortcut keys in ScreenTips

Show horigontal scroll bar

| Show yertical scroll bar

SERER

Show vertigal ruler in Print Layout view
= <h crer pos
| Disable hardware graphics acceleration

General -
Dispiay Display
Prooting Show this number of Recent Documents: 2s >

Inches
o-

@ for layout rather than readability
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c. Luu tap tin viin bén vao 6 dia

- Cach 1: Chon menu File — Save.

- Céach 2: Nhian t6 hop phim Ctrl+S.

- Céch 3: Chon nut Save trén thanh truy &hp nhanh Quick Access

W Sawe &z — it
Y : “ THDC-New b Project_Soan oo trinh THOC » - |%s B - =
“wgans - T — .0
o Pictume
H via
oy Heoe e
™ Compute
8 Locai D <
» Pregeam (£)
» Data {F)
[ —
File name 1o T =AW ns=UG 1D, dros) -

Save a3 Drpe  Word Decument (" decx)

Took - aeve ! Canced

- FHide Foldars

Hinh: Hop thoai Save
Xéc dinh thu muc chta tap tin, dat tén cho tap tin trong dong File name rdi chon Save.
Chit y: Quy tdc ddt tén flie trong Word ciing giong nhwr quy tdc dat tén file trong Windows.
Tén file dai t0i da 255 ky tw bao gom ca khoang trang. Tuy nhién, trong tén file khong dwoc
dung cac ky hiéu nhu:\? . * — > <,
d. Luwu tap tin van ban voi tén khac

Muén luu tap tin van ban da c6 thanh mdt tap tin van ban khac, chon menu File — Save
As (Hodc nhan phim F12) dé mo hdp thoai Save As. Ta can xac dinh thu muc chira tap tin,
dat tén khac cho tap tin roi chon Save.

3.2.2. IN AN VAN BAN
a. Dinh dang trang in
- Budc 1: Vao TabPage Layout, chon Page Setup dé m¢ hop thoai Page Setup.
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Margins Paper Layouk

Margins
Top: 2.54 cm Bottorn: |2.54 cm

Left: 3,17 cm Right: |3.17 cm

< (424
< |43 (<>

iaukker: 0 crn iautker position: |Left

Crientation

Portrait Landscape
Pages
Mulkiple pages: Mormal L3

Presview
Apply to:
whiole docurnent R

e

o
Hinh: Hop thoai Page Setup

] [ Cancel ]

- Budc 2: Trong thé Margins, thiét 1ap cac thong sb vé 1& cua trang vin ban:
=  Top, Bottom: Xac dinh 18 trén, 1& dudi.
= Left, Right: X4c dinh 1& trai, 1& phai.
= Orientation: Chon huéng trang in chiéu doc (Portrait) hay chiéu ngang
(Landscape).
- Budc 3: Chuyén qua thé Paper dé xac dinh kho gidy s dung. Chon kho gidy trong
muc Paper size, thong thuong 1a A4.

Margins

i | Lavout
Papet size:

At

IR

wtidth: 21 cm

4

Height: 28.7 cm

Paper source

Eirst page: Okher pages:

Cref ault tray Defaulk tray

Wirtual Bin wirtual Bin

Previsw
Apply Eo:
Whole document -

Print Options...
Default. .. [ [=]

=

] [ Cancel ]

Hinh: Hop thoai Page Setup
- Budc 4: Chon OK.

Luu ¥: Néu muén luu lai cac thiét 1ap dang chon 1a gia tri mic dinh thi nhip chudt chon
nut 1énh Default va chon Yes.

b. Xem trwéc ngi dung trang in
Pé xem trude ndi dung trang in trén man hinh, ta vao Tab File va chon Print (hoic

chon nut Print Preview and Print 2 trén thanh truy cép nhanh (Quick Access), hodc c6 thé st
dung nat Zoom (& goéc dudi phai man hinh) dé diéu chinh Kich trudc muon xem cua tai
ligu.)
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Info

MNew

Help

Recent

Save & Send

2] Options

Ed Exit

e e e o il ———
——— Tin hoc Dai cuong Lé Thu mei [Compatibility Model & Microsoft Word = | |
Home Tnsert Page Layout References FMailings Reviews WVieww [ > ]
= save
Print -
L save as u';,b
. Copies: |1 =
F o
pen Print
L close

Printer

; Send To OneMote 2010 _
=D Ready

Printer Properties

Settings

% Print All Pages
Print the entire document

Pages:

’| Print One Sided
Only print on one side o...

|_| I_I Collated -

1,22 1,23 1,23

Portrait Orientation -

Ad ——
- e =
21 cm x 29.7 cm

Custom Margins -

1 Page Per Sheet - = 2l [a2 |arosls 8% (@O @ &3

Hinh: Cira s0 xem trwdéc trang in

C. In ngi dung van ban

bé in ndi dung van ban qua may in, ta cd cac cach sau day:

- Céch 1: Nhip chudt chon nit cong cu Print l trén thanh truy cap nhanh Quick Access
- Cach 2: Vao Tab File, chon Print.
- Céch 3: Nhan to hop phim Ctrl+P.

Doi véi cach 1, van ban s€ tu dong dugc in toan b qua may in méc dinh. P61 voi 1 trong
2 cach con lai, Word s€ mo hop thoai Print va yé€u cau ta thi€t 1ap cac thong so can thiét trude
khi in (cung v6i ctra s6 xem trude khi in).

Cac lya chon:

- Printer: Chon may in.

- Printer Properties dé an dinh lai cic tly chon cho may in dang str dung nhu: chon
d6 phén giai, d6 min khi in, kho giay,...Tuy theo tirng loai may in s& c6 cac cach lua
chon théng so khac nha

- Setting:

+ Hop chon PrintAllPages

Print All Pages: In tit ca cac trang ctia van ban hién hanh.

Print Selection: chi in cdc ddaonj van ban da chon trong tai licu. Muc nay chi
sang khi da lya chon van ban trong tai liu

Print Current Page: Chi in trang hién hanh (trang dang chira con tr6 soan thao).

Print Custom Range:an in cac trang muén in Vi du: Nhap vao 3,5 dé in cac
trang 3 va 5 hay nhap vao 3-5 dé in cac trang tir 3 cho dén 5.

- Copies: Xac dinh s ban in trong muc Number of copies, mic dinh 13 1.

Sau khi d thiét 1ap day di cac thong s6 can thiét, chon OK dé in vin ban ra gidy.
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3.3. CAC THAO TAC BIEN TAP VA XU LY VAN BAN
3.3.1. BIEN TAP VAN BAN
a. Cac yéu cau khi gé vin ban tiéng Viét
Dé gd duoc van ban tiéng Viét, cAn phai hoi tu ddy du cac yéu t6 sau day:

- C6 mot chuong trinh tmg dung hd tro gd tiéng Viét nhu UniKey, VietKey... dugc cai
dat san trong may vi tinh.

- Biét si dung mot kiéu gd tiéng Viét (VNI, Telex...)
- Chon bang mi tiéng Viét phu hop véi Font chit dang sir dung.

Bang ma Font chir twong urng
Unicode Arial, Tahoma, Times New Roman, Verdana...
VNI-Windows Céc Font chi¥ c6 tén bat dau bang VNI

Vi du: VNI-Times, VNI-Book, VNI-Univer...
Céc Font chif c6 tén bt dau bang .Vn
Vi du: .VnTime, .VnBook, .VnArial...

TCVN3 (ABC)

b. Cac kiéu gb tiéng Viét

a. Kiéu g6 VNI:

Nguyén téc:

- Dung céc phim s phia trén bang chir cai dé dién du cho mat ti.

- Nhap ky tu nhan dau trude (ky tw nguyén 4m), sau d6 gd cac ddu mii va gd diu thanh.

him | Déu

sac

huyén

hoi

nga

nang

dau mil trong cac chir 4, €, 0
dau moc trong cac chit u, o
dau trang trong chir 4

chir d

x6a dau thanh

Vi du: Tru7072ng La6m Nghie65p = Truong Lam Nghiép (theo chuan VNI).

olo|o|~N|olu|~lw|Ni—|T

b. Kiéu g6 Telex:

Phim | Dau

S sac

f huyén

r héi

X nga

] ning

z xo4 dau thanh
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w dau tring trong chir 4, dau
moc trong cac chir u, o

aa a

dd d

ee é

00 0

Vi du: Truwowfng Laam Nghieejp = Truong Lam Nghiép (theo kiéu gd chuin Telex).

Cc. Nhap van ban tir ban phim
» Nhdp van ban:

GO tur ban phim theo trinh tu: go tung ky tu, tirng tir, ting doan, ting cau van ban.

G6 xong mot tir khi chua mot hét cdu can cach mot khoang trang bang cach nhin
phim Space bar, chi dung mdt khoang trang gitra 2 tur ké nhau.

G6 xong mét doan can xudng dong bang cach nhan phim Enter. Chi sir dung phim
Enter khi ngit cau xudng mot hang.

Giira cac tir dung mot ki ty khoang trang dé phan cach. Gitra cac doan ciing chi
Xuong dong bang mdt lan nhan phim Enter.

Cac dau ngét cau nhu dau chim (.), diu phay (,), ddu hai chim (:), ddu cham phay
) ddu cham than (1), dau chdm hoi (?) phai duoc dat sat vao tu dang trudc no,
tiép theo 1a mot dau cach néu sau d6 van con ndi dung.

Céc diu mo ngodc gom [, {, <vacac dau mé nhay gom ¢, “ phai dat sat vao bén
trai ki ty dau tién cla tur tiép theo. Twong tu, cac dau dong ngoac goém), ], }, > va
cac dau dong nhay gom °, ” phai dat sat vao bén phai ki ty cudi ciing ciia tir ngay
trude do.

»  Di chuyén con tro sogn thado trong van ban:

Str dung chudt: Cén t6i vi tri nao trong van ban ta nhép chudt vao vi tri mudn téi. Thao tac
nay thuong duoc thuc hién trong mot trang van ban.

Str dung ban phim:

Nhan 11: Xuéng mot dong, 1én mot dong

Nhén 5: Dich qua trai, qua phai mot ky tu

Nhan Home: V& dau dong hién hanh

Nhan End: Vé cudi dong hién hanh

Nhan t6 hop phim Ctrl+Home: V& dau vin ban

Nhén t6 hop phim Ctrl+End: Vé cudi van ban

Nhéan t6 hop phim Ctrl+—: Qua phai mot tir

Nhén t6 hop phim Ctrl++: Qua trai mot tir

Nhén to hop phim Ctrl+T: Lén dau doan van ban hién hanh
Nhan t6 hop phim Ctrl+1: Xudng dau doan vin ban ké tiép
Nhan Page Up (PgUp): Lén mot trang man hinh

Nhén Page Down (PgDn): Xubéng mét trang man hinh
Nhan t6 hop phim Ctrl+Page Up: Lén dau trang trude
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- Nhén t6 hop phim Ctrl+Page Down: Xudng dau trang ké tiép
- Nhan Enter: Xudng hang, két thuc mot doan vin ban
3.3.2. HIEU CHINH VAN BAN
a. Chon khéi viin ban

Thao tac: Pinh vi con tré soan thao (hinh chir I) tai dau (hay cuéi) khdi, chon mot trong
cac cach sau:

- Giir phim Shift va nhan phim: S; I1; Home; End.
- Gitr Shift va nhép chudt tai cubi (hoac déu) khdi can chon.
- Tr6 chudt vao dau khoi, an gilr chuot trai va kéo dén cudi phén van ban mudn chon.
Chay:
- Sau mdt trong cac thao tac da néu, phén van ban duoc chon sé bi boi den.
- Mubn chon toan vin ban ta nhan t6 hop phim: Ctrl+A.
b. Sao chép khéi viin ban
Budc 1: Chon khéi van ban mudn sao chép.
Budc 2: Ra Iénh sao chép van ban thuc hién mot trong 03 cach sau:
- Céach 1: Nhap chuot tai biéu tugng Copy ( ) trén thanh cong cu chuan.
- Céch 2: Nhin t6 hop phim Ctrl+C. o
- Cach 3: M¢ menu Edit, chon Copy.
Budc 3: Dit con tré soan thao tai vi tri can sao chép va thuc hién moét trong 03 céch sau:
- Céch 1: Nhap chuot tai biéu tugng Paste (B, ) trén thanh cong cu chuén.
- Céch 2: Nhan t6 hop phim Ctrl+V.
- Cach 3: M6 menu Edit, chon Paste.
c. Di chuyén khdi vin ban
Budc 1: Chon khéi van ban mudn di chuyén.
Budce 2: Ra lénh cét van ban thuc hién mot trong 03 céch sau:
- Céch 1: Nhip chuot tai biéu tugng Cut ( EH;, ) trén thanh cong cu chuan.
- Céach 2: Nhan t6 hop phim Ctrl+X.
- Cach 3: M6 menu Edit, chon Cut.
Bude 3: it con trd soan thao tai vi tri can di chuyén va thyc hién mdt trong 03 cach sau:
- Céch 1: Nhip chuot tai biéu tuong Paste ( B, ) trén thanh cong cu chuén.
- Céach 2: Nhan t6 hop phim Ctrl+V.
- Cach 3: M4 menu Edit, chon Paste.
d. Xéa b khoi viin ban
- Buéc 1: Chon khéi vin ban mudn x6a bo.
- Budc 2: Nhan phim Delete

e. Huy b6 cac thao tac truwéce do
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Dé hity bo cac thao tac trude d6 ta co thé sir dung mot trong cac cach sau:

- Céach 1: Nhan t6 hop phim Ctrl + Z

- Céch 2: Nhay chudt vao biéu trong Undo Typing () trén thanh cong cu
- Céch 3: Chon menu Edit\Undo Typing
3.4. PINH DANG VAN BAN
3.4.1. PINH DANG KY TU
a. St dung hop thoai dinh dang ky tw
Buée 1: Chon khéi van ban can dinh dang.
Budc 2: Vao Tab Home\Font hodc nhin t6 hop phim Ctrl+D dé mé hop thoai dinh dang
ky tu nhu hinh dudi:

Font Advanced |

Font: Font style:
Regular

TeamViewer 10 |
Tempus Sans ITC

|

1

Font color: Underline style: Underline colar: L
Automatic El (none) EI Automatic
Effects
[ strikethrough [ shadow [ sSmall caps
[ Double strikethrough  [] Qutine [ all caps |
[ superscript [T Emboss [ Hidden
[ subscript [T Engrawve
Prewview

f : WVao Tab Home'Font hodc nhan o hop phim CtrlHD dém

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

o) [ oo
Hinh: Hop thoai dinh dang Ky tu.

Budc 3: Chon cac thong s can thiét va chon OK.

Chu thich cac muc trong the Font:
- Font: Chon mau ky tu (Font chi).

- Font style: Chon kiéu chir. Regular (binh thuong), Bold (chit in dam), Italic (chit in
nghiéng), Bold Italic (vira in dam, vira in nghiéng).

- Size: Chon ¢ chir (tir 8 - 72).
- Font color: Chon mau chit.
- Underline style: Chon kiéu duong gach chan cho chit.

- Effects: Tao hiéu ung riéng cho chir. Vi du: Strikethrought (chit c6 1 duong gach
gitra), Double strikethrought (chir c6 2 duong gach gitra), Superscript (chir thu nhé 1én
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trén), Subscript (chit thu nhé xubng dudi), Shadow (chit c6 bong dd), Emboss (chir ndi
mo), Engrave (chir chim)...
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Chu thich cac muc trong the Advanced

- Scale: Dinh dang d6 gian chir theo %.

- Spacing: khoang cach gitra cac ky tu.
+ Normal: binh thuong.
+ Expanded : gian chir
+ Condensed : thu hep chir
- Position: Vi tri van ban trén dong
+ Normal: binh thuong
+ Raised: I&n cao

+ Lowered: xudng thap

Characker Spacing

T Scale:
cing:

Position:

100%:
Morrnal

Mormal

OpenType Features

b s

Mumber spacing:
Murnber Forms:

Stylistic sets:

Presview

[ kerring For Fonts: F';

[ Use Contextual Alternates

EIX

o
| By

b

ik (40

By

Paoints and abowve

Mane
Default

Drefault

£014)1£]4

Default

Times New Roman

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

[ Set As Default ] [ Texk Effects... ]

I O Cancel ]

J |

b. St dung cong cu dinh dang trén Tab Home (Hoac dung thanh cong cu mini)

Tang size chir (Ctrl +])
) Giam size chir Change Case
Font Chtr C& chiy (Ctrl+[) (chuyén chit hoa € - thuong)
AN
) ~ Xoa dinh dang
Times New Rom ~ 13 A A Aa~r =
Chit B 7 U -~ x* | [\~ 337 ~
dam el
(Ctrl+B)
Chtr nghiéng Mau Ch‘Ll’ Mau nén cho chit
(Ctrl+I) Gachchan Chl s dwéi Chi 86 trén
(Ctrl +U) (Ctrl+=) (Ctrl + Shift +=)
> Thay déi mdu ky ti (Font):
- Chon khdi van ban mudn dinh dang.
- Nhép chudt tai hop Font trén thanh cong cu dinh dang, chon mau ky tu thich hop.
> Thay doi cé ky tw (Size):
- Chon khéi mubn dinh dang.
- Nhép chuot tai hdp Size trén thanh cong cu dinh dang, chon kich c& Size thich hop.
> Thay doi kiéu ky tw (Styte):
- Chon khéi muén dinh dang.
- Nhép chudt tai cac nat: B (chir in dam), | (chit in nghiéng), U (chir gach chén)...
Chuy:

- C6 thé sir dung cac t6 hop phim tit dé dinh dang nhanh: Ctrl+B (chit in ddm), Ctrl+I

(chtr in nghiéng), Ctrl+U (chir gach chan).
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- Mubdn quay trd lai trang thai ban dau, chon khdi va nhip t6 hop phim Ctrl + Back
Space.

- Dinh dang chir hoa thuong

- Chon van ban can dinh | —— _ Pau cau la chir hoa

Az~ aa_b e = y
; Ham i- :
dang. / Tat ca chir thuong
Sentence case:

- Vao thé home - nhom font
- nat 1énh change Case. 7 |

lowercase | Tat ca chir hoa

UPPERCASE N
= Pau tir chir hoa

* \ , ro Ll
Ngoai ra st dung phim tat: Capitalize Each Word

Shift + F3 {OGGLE cASE X Dau tir chir thuong

3.4.2. PINH DANG POAN VAN BAN
a. Sir dung hop thoai dinh dang doan van ban

Buée 1: Chon doan van ban can dinh dang.

Budc 2: Vao Tab Format, chon nit — (hodc nhép chudt phai vao ving vin ban duoc
chon va chon Paragraph), ta ¢6 hdop thoai Paragraph nhu hinh dudi:
Paragraph I- ‘E']_I—Ji:h

Indents and Spacing | Lime and Page Breaks

General

pigrment: ISR - |
Outline level: |Body Text El
Indentation
Left: 0 cm < Spedial: By:
| Right: 0 cm = First line E| 0.63 cm =

[ Mirror indents

Spacing
Before: & pt < Line spacng: At
After: & pt — Single EI =

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

Prewview

Seate 1o Chom Scam vim ks cin gmh disg

[ Tabs... ] [ Set As Default ] [ OK ] [ Cancel ]

Hinh: Hop thoai Paragraph dé dinh dang doan vin bén
Budc 3: Chon cac thong sb can thiét va chon OK.
Cha thich:
- Muc Alignment: Chon kiéu cin 1& cho doan
+ Left (canh trai): Can déu 18 tréi.
+ Center (canh giira): Cén giita hai 1& trai phai.

+ Right (canh phai): Cin déu 1& bén phai.
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+ Justified (canh déu): Can déu 18 trai va 18 phai.

- Muc Indentation: Thiét 1ap khoang cach tir mép 1& doan so v&i 1& trang

+ Left: Khoang cach tir 1& trai doan dén 18 trai trang van ban

+ Right: Khoang céach tir 1& phai doan dén 1& phai trang vin ban

+ Trong muc Special:

a. First line: Thiét 1ap d6 thut dong cua dong dau tién trong doan vao muc By

b. Hanging: Thiét 1ap do thut dong cuia dong thi 2 tro di trong doan
- Muc Spacing: Xac dinh khoang cach dén doan vin ban truéc (Before) va sau (After).

- Muc Line spacing: Xac dinh khoang cach gitra cac dong trong doan van ban.

b. Sir dung cong cu dinh dang trén Tab Home va phim tit twong ng

Budc 1: Chon doan vin ban mudn dinh dang.

Budce 2: St dung cac nut cong cu dinh dang Paragraph

(Ctrl +

L —
- — W
* —

S

Canh trai
(Ctrl+L) —— &5

(Ctrl+ E)

Canh phai

)

il -
:
il

Giam1é  Tanglé
~ | SEEE | 21 qaq

Ke khung

Canh gita Canh déu au nén cho vin ban

(Ctrl +J) Khoangcach dong va doan

C. St dung thanh thudc

Right Imndemnt: thwt
First Line: thut domng diaua cac dong tromg
tién tromg doan vé bémnm phai. doamn veé bém trai.
y LY
- - - - - - M - 1 - - - " " - - - L - -

Ré mut (Hanging) doc theo thlr()’c
asg thut cac dong trong doan -~ &
bén phai trivr dongs dau tién.

Rée muat (Lefr Indent) doc theo
thwdac dé thut tit ca cac dongs
trong doan v& bén phai.

d. Tao hoa thi diu dong va sb thir tw diu dong (Bullets and Numbering)
> Tao hoa thi dau ddng(Thiét ldp Bullets)

e Budc 1: Chon vin ban can dinh dang;

e Budc 2: Chon thé Home - Nhom Paragraph - Chon 1énh

Times New Rom ~ 13

¥ Format Painter =L Bullets

board

- A‘

Home Insert Page Layout References

A

Mailings Review View MathType
Aa~ | B = =-%=- SEEEE 21w
. A =3z = =", MultiLevel List
Numbering  ParaciEph
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- Bullets: Mudn st dung
céc ky hiéu khac thi c6 thé vao
muc ‘Define New Bullet...” dé
Iva chon thém cac Bullet méi.

Thu vién Bullets

= &

=l = - o=

I
Il

I

1 _ar

AaB e

-
Bullet Library
| e |
Mone - ] ] -
- e
g — ~

Drocument Bullets

Define Mew Bullet...

- Numbering: Néu khong
muon cac lya chon goi y trong

muc “Numbering Library” ta
click vao “Define New Number
Format...”.

*Luwuy:

- Céch sir dung dinh dang Bullet va
Numbering khac: Right click vao van
ban = chon bullets/ numbering.

Cac lya chon Numbering

[ T e T — T —————
A
=
=
L T
2 2
o e == ==
= =
13 1 .
=3 I =,
@y . =
=y P
) =
=3 =
Drocunment kumber Formmats
. =
= -
= =
D ATIE FIew P D O r e ..
I= Bullets Bullet Library
= —
= mumbering
Mone - - -
A: styies - la] -+
2, Hyperlink. ; v
Look Up
Symonyms Document Bullets
EE Translate e
— - - — [o]
Additional Actions
= - * < - - =]
Calibri (E ~ 11~ A" a7 4
B s u =% - _A -
- < - Lo = il
= = = =] = =g
e
s _ A o | |-
Define Naw Bullat...

- Cac Bullet va Numbering khong ¢c6 mdt dinh dang chuép nhat dinh. Déi luc cac dinh
dang do Word ho trg khong lam vira 1ong nguoi dung. Ta c6 thé tao mot List riéng cho riéng
ca nhan minh dung bang cach st dung MultiLevel List.

e. Chia cot bao (Columns)

Budc 1: Chon doan van ban can chia cot.

Budce 2: Vao Tab Page Layout = Columns (cic mau cdt) nhu hinh dudi:

Home Imsert

1]

Plargins Orisentation

Ly

==

Pags= Layvout

References r1ailimas

—_— T T 1 —
I i | b,:_.: BEBreaks —

2 A Line NMumbers -~
Size

Coluamirs

- YT Hyphernation —

Page Sd

LA = sSa S

e

Tt o

Threes

L=ft

Right

PIore Colummns...
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Buéc 3: Dé co thé tuy chinh cac cot theo yéu cau riéng = chon More Columns, xuét hién
hop thoai

Columns [ &g

Presets

0
3
i]
_|
-]
]

-
-

MNumber of columns:

8]

Width and spacing

Col #=:  Width: Spacing:
7.36 cm = [1.27em :
7.36 cm : -
| Equal column width
Apply to: | This secton El Start new column

[ Ok ] | Cancel

Hinh: Hop thoai Columns
= Number of columns: Xac dinh s ¢ot can chia.
= Width: Xac dinh d6 rong ctia mdi cot vin ban.
= Spacing: Xac dinh khoang cach gitra cac cot.
= Line between: Tao duong ké gitra 2 cot.
= Equal column width: Biéu chinh d6 rong cac cot bang nhau.
= Apply to:
e Selected text: Ap dung cho nhung doan vin ban da lya chon (bdi den)
e Whole document: Ap dung cho toan bd file vin ban

e This point forward: Ap dung cho tir dong ndi dung vin ban & dudi diém dit con
tro dén hét file.

f. Tao khung va td mau nén cho vin ban (Borders and Shading)
» Tao khung cho van ban:
Buée 1: Chon doan van ban can tao khung.

Budc 2: (Tab Page Layout - nhom Page Background > Page Borders) hoac (Tab Home
—>nhdm Paragraph - Border - Border and Shading) = xuat hién hop thoai:
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I Borders and Shading ‘ I. T | m—E—
Borders I Page Border I Shading
Settng: Style: Prewview
| IZ' | | - Click on diagram below or use
MNone = buttons to apply borders
E Box T —
[l B~ || ——
Shadaoww .
i Color -
EI o Automatc EI
- i
§_ = Custom a2 pt Izl A vt
pply to:
Paragraph El
L L [ Horizon tal Line ] [ (=] 4 ] [ Cancel

Hinh: Hop thoai Borders and Shading

Budce 3: Trong thé Borders, xac dinh céc lya chon thich hop va chon OK. Cac lya chon:

Setting: Chon kiéu dong khung.

Style: Chon dang duong ké khung. Vi du: Puong ké don, duong ké doi...
Color: Chon mau cho duong ké khung.

Width: Chon d6 diy mong cho duong ké.

= Preview: Xem trudc két qua (Co thé bat tit dudng vién bang Left Click vao cac
duong trén, dudi , trai, phai

= Apply to: pham vi ap dung (Text: van ban dugc chon, Paragragh: doan van ban)

» T6 mau nén cho van ban:

» Budc 1: Chon doan vin ban can tao khung.

>  Bud6c 2: (Tab Page Layout > nhom Page Background -> Page Borders) hodc (Tab
Home ->nhém Paragraph ->Border - Border and Shading) ->xuat hién hop thoai Borders
and Shading - chon thé Shading

— e -

Borders and Shading

_i =)

Borders I Page Border |§ |ng |

Fill
Mo Color |z|

Patterns

style: [ ] Clear |E|

Caolor: Automatic

Prewview

Apply to:
Paragraph

OK.

]

|| | Haorizontal Line...

[ oK ] [ Cancel ]

Hinh: Hgp thoai Borders and Shading

Budc 3:
dinh cac lua chon
thich hop va chon

Xac
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Cac lya chon:

+ Fill: Chon mau nén.
+ No Color: khong té6 mau hay huy bo té6 mau.
+ Style: Chon ty 1& chdm hoic cac duong ké soc.
+ Color: Chon mau cho hat, Click nat OK dé thuc hién tao nén.
+ Apply to: pham vi ap dung (Text, Paragraph)
+ Preview: Xem trudc két qua. (khung quan sat)

3.5. CHEN VA HIEU CHINH CAC POI TUQNG PHI VAN BAN

3.5.1. CHEN CAC POI TUQNG PHI VAN BAN

a. Chén ky hiéu/biéu twong dic biét (Symbol)
- Budc 1: Dit con tré soan thao tai vi tri can chén.

2 5ymbo |
B 30
OB € § ¥
009 ™ 4
$ oz v %o

Mare Symbals...

- Budc 2: Chon Tab Insert > Symbol - chon Symbol can chén *
(Muon chon Symbol khac chon More Symbol...)

-f}(cgc‘é‘b/;@%iﬁ(ﬁggﬁiﬂéii% EE E|E &= e=E=E & | e
w|d | B |e|=l=|d|P Y OO S| ||| T T ¢ || x|CG|l@|2|8 VY
TS558 | M| 2 M| 2| Vo[22 ¥ erl@] @ |Om OO0+ | ¢ ||| + D38| (#|“ 7|0
OO O@|e|® @ @ 0O D0 06 6 0 0 0 @ 0 0 0| 3t R | s wroe - |-
OO0 @|@|O| w |[OO| A |4 |k |3 % % & <|\0|S|Q|NDOS NS0T TS
@@@&%%@%ﬁ@%}{%g-&&_?&ﬁ%"&@@{;AYCCOUG
>V R|A |||V R (A R N 0| || F ||| e|e|x|v|EHAE
Recently used symbols:
@& c|-[e|e¥[o™=|z][=[z]|[|w[n][a|p]|x|o[E[O]|®5]F]| 1] [%[e]a]n]
Wingdings: 32 Character code: 32 from: |Symbol (decmal) [~ ]
w [(autocorrect... | [ shortautkey... | Shorteutkey:
11—

- Budc 3: Chon font chira ky tu can chén, chon ky tu va chon Insert.
b. Chén hinh dnh
» Chen hinh anh Clip Art
- Budc 1: it con tro soan thao tai vi tri can chén Clip Art

- Budc 2: Chon Tab Insert >Clip Art
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Home Pagelayout  Refersnces  Mailings  Review  View

%mart&rt ga 3 Header - A 3 Quick Parts -

il Chat o Footer- ~ f Worda -

,,,,,, Links Ted
gt Screenshot * | v E]PageNumher' Roy ™ 3= Drop Cap

ble

)les lhustrations Header & Footer Text

- Budc 3: Trong ctra sé) quan ly Clip Art hién ra bén phai giao dién Word, nhap
chuot chon 1€nh Go dé tim tat ca cac Clip Art.

—~~—~— =
I o '
iAll media fHGle types AE]

Indude Office.com content

S P FFind more at Office.com
e Hinmts for finding imags=ss=s

== N

- Budc 4: Di chuyén thanh cudn doc dé tim Clip Art mong mudn (Néu nhé duogc tén
tiéng anh cua Clip Art can tim thi g0 vao phan Search for), nhap chudt chon Clip
Art dé chén vao van ban tai vi tri con tro soan thao da dat trude.g
» Cheén hinh anh tir tap tin anh trén n/g; o=

-2
Home' Page Layout References Mailings

- Budc 1: Dat con tré soan thao

, = S |=EEr ™= s
- Buoc 2: Chon Tab Insert epl Cgr Bl-gk Pa[—;;l Tas)le ‘F‘icl:ur .??1 avpes SmartArt Chart

R — e :::ees i Tables fllustrations
Home Pagelayout  Refersnces  Mailings  Review  View
T\ i
] N Elq @ 1% smartt ] 9 Header - A=| 3 QuickPars -
il Chat — g Fouter A Wordat -
ble\ Picture) Clip Shapes ... Links L )
" gt v Soeenshott | v | ) Page Number | goye 2=DropCap” ]
3 llustrations Header & Footer Tedt |
| o oo =2
- Bude 3: Xdc dinh duong | %o Mhec %
dél’l dél’l tﬁp til’l hinh éll’lh a Local Disk(D;) 3
@ GIAITRI (E:)
s HOCTAP (F)
Gidng vién: Lé Thi Thu Qoo B
File name: > [AnPictures -
Tools ~ [ Insert IV] [ Cancel ]
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trong hop thoai Insert Picture, chon hinh mong mudn va chon Insert dé chén vao
van ban.
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3.5.2. HIEU CHINH CAC POI TUQNG PHI VAN BAN
a. Thay ddi kich thwéc ciia anh

Budc 1: Nhép chuot chon anh, khi d6 trén 4 goc va gitra 4 canh cua anh xuét hién
nat vuéng mau den.

Budc 2: Tro chudt vao cac nat nay, khi con tré chudt c6 hinh dang miii tén 2 dau
thi nhap chu6t va kéo dé thay doi kich thude.
b. Xoay anh

Chon anh = xudt hién nt tron (mau xanh) —>gitt chudt trai 1én nét = xuit hién
cac miii tén xoay vong > ré chudt dé xoay.

c. Dinh dang anh:

- Chon anh can dinh dang
- Vao Tab Format - chon 1énh.

& Corrections v :;{ —— — a— — L Picture Border v
] -
&g Color Fy el sl el d ’ ~ | « Picture Effects v
\rtistic Effects - 0 ¥ | 52 Picture Layout ~
Adjust Picture Style =
£ Hj il Bring Fronwarc = a5 488" -
- - = = -
- . & Send Backward ~ 1] . .
asition Wrap rop —1 g5 -
= Text= L SelectionPane Sk~ JF s B3 -
Arrange Size

* Nhom Adjust: diéu chinh d6 sang t6i, 6 twong phan.
* Nhom Picture Styles: cac ché do dinh dang khung cho 4nh
* Nhom Arrange: sap xép vi tri anh trong vin ban.
* Nhom Size: dinh lai kich thudc anh.
Chii y: Bé tri dnh trong van bdn

Budce 1: Nhép chudt phai vao anh va chon 1énh Format Picture. Ta c6 hdp thoai:

Format Pictur= B
— -
Colors and Lines | size |{Llayout || Picture | TextbBox | At Text |
wrapping style
In line with bext Sguare Tight Bchind text In Eront of text
Horizontal aligrment
Left Cenber Right & Other
N
[ = ] [ Cancel ]

Hinh: Hop thoai Format Picture
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- Budc 2: Chon thé Layout. Chon dang b tri thich thich hop va chon OK.

» In line with text: Anh duoc xem nhu mét ky tu ddc biét trong van ban.

= Square: Van ban bao quanh khéi vuéng cua anh.

= Tight: Vin ban duoc dit sat cac phan bién tréng cia anh.

» Behind text: Anh dugc dit sau van ban.

» In front of text: Anh dugc dit trude van ban.

d. Sao chép, di chuyén anh
Budc 1: Chon danh mudn sao chép (di chuyén).
Budc 2: Thuc hién mot trong 02 cach sau:

- Céch 1: Nhan t6 hgp phim Ctrl+C (Ctrl+X).

- Céch 2: Tab Home, chon Coppy ' (Cut

Budc 3: Pit con tré soan thao tai vi tri can sao chép (di chuyén) va thyc hién mét trong 02

cach sau:
- Céch 1: Nhan to hop phim Ctrl+V.
- Céach 2: Tab Home, chon Paste j
e. Xéa anh =

Budc 1: Chon anh muon x6a bo.

Budc 2: Nhan phim Delete.

3.6. CHEN CHU'NGHE THUAT (WORDART) — HINH MAU (SHAPES) - CONG
THU'C TOAN HQC (EQUATION) TREN MICROSOFT WORD

3.6.1. CHEN CHU NGHE THUAT (WORDART)

Wordirt wordATt worda,. Wordfrf Wordart : YV
e Diat con trd6 vao noi [wordart styte 1 |Hrt - e
A \ \ ~ A VOrds 1‘\}‘_‘ g ,? : Wordlrt mu! =
muon chén hinh  chit nghé B P
thuat WerdArt ... Worcart Wordan =
e Chon thé Insert - 3 L e
nhém Text > WordArt > | oA WordAre Wordd Wil sl P %
chon mau. werdae (R B, U wewens 3%
e err— iw Teallea Chon lai
Toe: Font chix
our Text Here
G0 chir ngh¢ thuat vao day
[ oK ] [ cancel | 9 OK
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3.6.2. CHEN HINH MAU (SHAPES)
Microsoft Word str dung bd cong cu shapes phuc vu cho viéc v€ hinh.

Home Insert Page Layout References rlailings Rew
Ell= == I smartart 2 =| Header —
= ] el DJ) — -, .
=| Footer —

sl chart h
Pages Table Picture Clip Shapes| ..., Links

= At &+ Screenshot ~ - =1 Page Mumb
Tables Il pecently Used Shapes -

Limes

Equation Shapes
.:ﬂ:. — 5% _— =

Flowchart

Stars and Banners
=i 2 < ¥y 208 03 4B 1B 45 fEr 6
sz T - b T 0 R R

- Callouts
Page: 1 of 1 Words: O Ernalis
_I | L 0 €2 €603 A A i AT ARE i 0 -

r. 4_} HMew Dravwing Canvas

a. Chén hinh miu Shapes:
bat con tré noi muon chén = thé Insert - Shapes = chon mau
Di chuyén con tré trong ving soan thao = xuat hi¢n dau + = kéo ré chudt dé vé

g g G g g g e[ | @E
0
&
J
/
H\.\
\.YJ
%
[]

hinh.
b. Pwa ndi dung vao Shapes: Right click vao Shapes > Add Text
¢. Nhém/ré nhom cac Shapes:
Chon cac Shapes can nhém - Right click > Group - Group / Ungoup

3.6.3. PINH DANG WORDART, SHAPES
R e I N an IR o ‘ -] &% shape Fill - .
N E I = e R Abc m m ~ | 2 shape Qutline ~ Rl -

- F shape Effects ~ Chyles -
Insert Shapes Shape Styles = | WordArt Styles
ul"j Text Direction |_§| - CIa Bring Forward = |&= - ;’d
_:—TJ Align Text - Pocition Wra |_|—_'_1 Send Backward E —
&= Create Lin R -;—,;ﬂri 5ty selection Pane Sk -
Text Arrange

* Nhém Shape Styles: cac ché do dinh dang cho hinh vé& va d thi gom:
- Shape Fill: chon kiéu nén
- Shape Outline: chon kiéu viét
- Shape Effects: chon kiéu hiéu ung cho hinh vé
* Nhém Arrange: cin chinh vi tri, khoang cach giita cac dbi tuong
- Position: Chon vj tri d6i twong so v6i dong vin ban
- Bring to front: dua 1én trén cung

- Send to back: dua xudng duéi cing.
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- Text Wrapping: chon ché d6 dong vin ban bao quanh d6i tuong (bao
theo hinh vuéng, bao chat hay phu l1én trén ...)

- Align: dong hang cac doi tuong dugc chon
- Group: nhém va bé nhom cac dbi tuong duoc chon
- Rotate: quay, 14t cac ddi tuong
* Nhom Size: diéu chinh kich ¢& chinh xac cac dbi tugng
- Height: diéu chinh chiéu cao
- Width: diéu chinh d6 rong
- Crop: cét tranh
* Nhom Shadow Effects: lua chon cac hiéu tmg bong hai chiéu
* Nhom 3-D Effects: lwa chon cac hiéu ing bong ba chiéu
* Nhom WordArt Styles: chon mau dinh dang chit nghé thuat

* Bén canh menu Format dé dinh dang chung cac d6i twong d6 hoa, thi véi
nhiing loai nhu biéu d6, d6 thi con c6 thém hai menu 14 Design va Layout

- Design: chinh stra thiét ké, dir liéu (d6i voi do thi)
- Layout: chinh stra giao dién
3.6.4. CHEN CONG THU'C TOAN HQC (EQUATION)

Budce 1: Dat con tro noi muon chén cong thirc o ) o e - o sionarure une - | FEESGSSHE

Budc 2: Thé Insert - nhdm Symbol

->Equation ‘ o 3 (e

Budce 3: Chon cong thire toan hoc phu hgp

hoac Chon Insert New Equation

Chay: Bé chinh sira cong thuc toan hoc: Kich chon cong thirc va tab Design s& xuat
hién trén vung Ribbon

- _
gt Pagelajout  Refersnces  Mailings  Review  View |  Design (A

o 1 e e H o X — M 2 . -
e 5 e[, & Oree g m A

P4
RAN

W‘ _| Fraction Script Radical Integral  Large  Bracket Function Accent Limit and Operator Matrix
LY v v v v Ope(atm’v v v v L,ng v v

Y
V

b

|
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3.7. BANG BIEU
3.7.1. CHEN BANG, HIEU CHINH, NHAP THONG TIN CHO BANG

a. Chen bang
- Budce 1: Dit con tré chudt tai vi tri can chén bang

- Budc 2: Thuc hién cheén bang

* Céch 1:
ChOIl Tab Insert 9’ Table References
- 1é chudt chon so hang % i" o é‘ el @ b

SO CQt ban can taO. Cover Blank Page Picture Clip Shapes Sm;

Page~ Page Break Art ¥
Pages
| | O
I | | I | O
| | | |
I | O | O

— e — ——

* Céch 2:
Chon Tab Insert > Table
- Insert Table

Cover Blank Page
Page~ Page Break

Pages

Picture Clip Shapes Sm
Art >

Insert Table

| | A { I { O
|
; i Insert Table... I
- Xuat hién hop thoai.
r B N
Insert Table M
Table size
' Number of columns: Y ";3{
Number of rows: |7 .
- Number of columns: so cot AutoFit behavior
- Number of Rows: s6 dong @ Fixed column width: |Auto =
_ Nhél’l OK : 1 AutoFit to contents
() AutoFit to window
[l Remember dimensi for new tables
[ ok || cancel |
" - re—— >

* Cach 3: Chon Tab Insert >Table ->Draw Table > Xuat hién cay
bat - tién hanh ké bang
b. Lam viéc véi bang
> Sir dung ban phim di chuyén con tré chudt trong bang:
«, >, T, {: qua trai, qua phai, 1én, xubng.
Tab: chuyén dén 6 ké tiép.
Shift+Tab: chuyén vé 6 trude do.

Alt+Home: vé 6 dau cua dong hién hanh.
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Alt+End: chuyén dén 6 cudi ctia dong hién hanh.

Alt+PageUp: vé 6 dau cta cot hién hanh.

Alt+PageDown: chuyén dén 6 cubi cia cot hién hanh.
» Chon 6, dong, cot:

Muén chon thanh phén nao cua bang, trude tién ta phai dat con trd chudt tai thanh phén
do, sau d6 ta thuc hién mot trong 2 céch sau:

- Céch 1 Chon Tab Layout — Select, rdi chon:

Tin e B cuong T T (Gt MGGRTRWcrser o 5[l
File

Home Insert Page Layout References Mailings Review View Design Layout

L Select sﬂ & nsert Below T Merge cells 3(] 0.59em 2 HF = 4
H]  Select Cell insert Left | EESplitcens | Si115em > T
) ste | Insert — — Alignment| Data
JH  select Column Above f insert Right oo split Table | Fd AutoFit - v -
B select Row Rows & Columns 1 Merge Cell Size 3
B Select Table 0 (- =
- = .

= Select Cell: Chon 6.
= Select Row: Chon dong.
= Select Column: Chon cot.
= Select Table: Chon toan bang
- Céch 2 (Chon tryc tiép bang chudt):
= Chon 6: Nhap chudt tai 18 trai cta 0.
= Chon dong: Nhap chudt vao bén hong tréi ctia dong do.

= Chon cét: Pua chudt vé dudng vién phia trén cot, khi xuat hién biéu tuong mii
tén ¥ ta nhap chudt dé chon.

= Chon todn bang: Nhip chudt vao tai goc trai trén cung cua bang.
C. Hiéu chinh bing

Cach 1: Pua chudt dén dudng vién cua cot hodc dong, giit chudt va kéo biéu tugng miii
tén 2 dau deé thay doi kich thudce.

-+ _ 4
¥
Thay doi kich thude cot Thay doi kich thude dong

Cach 2: Dung chudt kéo tha cac nut trén thanh thude ngang va doc.

7eove 8o G 100 11t 12 130 0 o240 1 15
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d. Nhéap thong tin cho bang
»  Nhdp dir liéu trong bang: Viéc nhap dir liéu twong ty nhu trong van ban binh thuong.
» Dinh dang dir liéu trong bang:

M Dinh dang hudng van ban trong o:

| Tabe Tools ||_="1

w Design Layout

& Budce 2: Vao Tab Layout , chon Allgnment ,chon
Text Direction... = =B

& Budc 1: Chon cac 6 can dinh dang.

% Budc 3: Chon cac hudng trinh bay dit liéu trong
hop thoai.

% Budc 4: Chon OK (hodc nhan phim Enter).
M Pinh dang 1& vin ban trong 6:

% Budc 1: Chon cac 6 can dinh dang.

% Bude 2: Vao Tab Layout , chon Allgnment, chon
ki€u canh 1€ (Hodc hap chudt phai tai cac 6 dugc boi den, chon Cell Alignment)

% Budc 3: Chon kiéu canh 1& cho vin ban trong 6.

3.7.2. PINH DANG BANG BIEU
Chon Tab Layout

n Home  Inset  Pagelayout  References  Mailings  Review  View  Design | Layout

b Select» ﬂ i B Insert Below i CHEEEE g J

Al

g View Gridlines - : Binsert et Bopitcens o 2 H HEE E ”

_ elete | Insel : :

o Properties v Above alfInsetRight 3 SplitTable | g AutoFit v =l =l = Direction Margins
Table Rows & Columns Merge Cell Size Alignment

a. Chén thém dong, cft co trén nhdm Row&Column
Xéa dong, ¢t cO trén nhom Row&Column

Tron 6 c6 trén nhom Merge (Merge Cell)

Téach 6 c6 trén nhom Merge (Split Cell)

® o © T

Pong khung va té mau nén cho bang
% Dong khung cho bing
- Budc 1: Chon cac 6 mudn ké khung (duong vién).
- Budc 2: Vao Tab Design — Borders.

elayout  Refersnces  Mailings  Review  View | Design = Shading - e

Borders|~ e pk

T J00 oo o &Shading' j Bottom Baorder
Tl =S Z2 E==== |« | Borders|* Top Border
e e P R o — Draw Left Barder
- Borders ~ Right Border
Table Styles — > Mo Barder

21l Borders

E=

Cutside Borders

- Budc 3: Chon céc kiéu duong vién va nhép
OK

Inside Borders

Inside Horizontal Border

Inside ¥Wertical Border
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% T6 mau nén cho bing

- Budc 1: Chon céc 6 mudn td mau

- Budc 2: Vao Tab Design — Shading

¢ Layout References Mailings Review

- Budc 3: Nhip chudt chon mau thich hop va

Table Styles

chon OK
3.7.3. MOT SO THAO TAC TREN BANG — SAP XEP, TINH TOAN

a. Sip xép

- Budc 1: Chon vung dir li¢u can sap x&p.

View Design

&Shading M j
[

Draw
Borders -

% shading -

Theme Colors

Standard Colors

o Calor

8 Mare Colors..

- Budc 2: Vao Tab Home — trong nhom Paragrap chon 2 ... Ta c6 hop thoai
Sort nhu hinh dudi:
Sort B |- 1
Sort by
Tén |E| Type: | Text IEI @ Ascending
Using: |Paragraphs |E| © Descending
Then by
Ha v& tén |E| Type: | Text IEI @ Ascending
Using: |Paragraphs |E| © Descending
Then by
o (=] Trpe: |umber © Ascendng
Using: |Paragraphs |E| @ Descending;
My list has
@ Header row () Mo header row
Options. .. QK ] [ Cancel

———

“Hinh: Hop thoai Sort

- Budc 3: Xac dinh cac diéu kién sap xép trong hop thoai Sort.

= Sort by: Nhép tén cot 1am khoa chinh (cot sap xép chinh).

= Then by: Nhap tén cot 1am khoa phu (néu can).

= Type: Kiéu dit liéu.

= Ascending (xép ting dan), Descending (xép giam dan).

= Header row: Khong sip xép dong dau tién cta vang chon.
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b. Tinh toan trén bang

Gia su ta c6 mdt bang diém cua hoc sinh nhu sau:

Ho va tén A Piém | Piém | Piém | Téng | Trung
STT | dam TN | THcB | Word | Excel | diém | binh
1 | Bui Thé Anh 7.0 6.5 8.0
2 | Tran Ngoc | Bao 9.0 8.0 10.0
3 | LéNhat Chuong | 85 7.5 75
4 | PinhThu | Huong 6.0 7.0 6.5
5 | HoangThi | Mai 5.5 6.5 7.0

Yéu cau: Tinh cac gia tri chwa c6 trong 2 c6t Tong diém va Trung binh.
Tinh tong:
- Budc 1: Dit con tro soan thao trong 6 can tinh gia tri tong.

- Budc 2: Vao menu Tab Layout —Data — Formula. Ta c6 hdp thoai Formula nhu hinh
dudi:

1 Formula u—J@ o S— |

Formula:
=SUM{LEFT))|

Mumber format:

|E| |
Paste function: Paste bookmark:

=] =]

|

[ Ok ] | Cancel

Hinh: Hop thoai Formula
- Budc 3: Tai dong Formula, nhdp vao cong thtc tinh tong thich hop.
= SUM(ABOVE): Tinh tong cac 6 nam trén cing mot cot phia trén 6 dit con tro.
= SUM(LEFT): Tinh tong cc 6 ndm trén ciing mot dong phia bén trai 6 dit con tro.
=  SUM(RIGHT): Tinh téng cac 6 nam trén ciing mot dong bén phai 6 dit con tro.
=  SUM(Dia chi 6 1, Pia chi 6 2...): Tinh tong céc 6 riéng 1é theo dia chi.

Céch danh dia chi cta 6 trong bang dugc xac dinh nhu sau:

Al | B1 | C1
A2 | B2 | C2
A3 | B3 | C3

Theo yéu cau cua bang diém trén, ta can sir dung cong thirc SUM(D2,E2,F2) hodc
SUM(D2:F2) dé tinh tong diém cho 6 hoc sinh thu nhit, cac 6 tong diém cua cac hoc sinh
con lai ta thuc: Boi den két qua vira tinh, chon copy va paste xudng cac 6 bén dudi cua cot
téng diém roi bam F9 dé cap nhat theo dong.

Tinh trung binh:

- Budc 1: it con tré soan thao trong 6 can tinh gia tri trung binh cong.
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- Budc 2: Vao menu Tab Layout —Data — Formula

- Budc 3: Tai dong Formula, nhap vao cong thirc tinh trung binh cong: AVERAGE()

Theo yéu ciu cua bang diém trén, ta can st dung cong thic AVERAGE(D2,E2,F2)
hoic AVERAGE(D2:F2) dé tinh trung binh cho 6 hoc sinh tht nhét, cic & diém trung binh
cua cac hoc sinh con lai ta thuc: Boi den két qua vira tinh, chon copy va paste xudng cac 6
bén dudi cua cot téng diém rdi bAm F9 dé cap nhat theo dong.

Sau khi thuc hién, ta s& c6 két qua nhu sau:

Ho va tén A biem | Piem | Piém | Tong | Trung
ST agm TeN | THCB | Word | Excel | diém | binh
1 | Bui Thé Anh 7.0 6.5 8.0 21.5 7.17
2 | Tran Ngoc | Bao 9.0 8.0 10.0 27 9
3 | Lé Nhat Chuong 8.5 7.5 7.5 23.5 7.83
4 | Binh Thu Huong 6.0 7.0 6.5 19.5 6.5
5 | Hoang Thi | Mai 5.5 6.5 7.0 19 6.33

Ngoai cac cong thirc tinh toan trén, ta con c¢6 thé sir dung thém céac cong thire ap dung cho
bang biéu sau day:

- ABS(): Ly gia tri tuyét doi.

- COUNT(): Pém s6 lugng 6 c6 chira gia trj s6.

- MAX(): Tim gi4 tri s6 16n nhét.
- MIN(Q): Tim gi trj s6 nho nhét.
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CHUONG IV — HUONG DAN SU DUNG PHAN MEM BANG TINH
4.1. NHUNG KHAI NIEM CHUNG VE BANG TiNH
4.1.1. KHAI NIEM VA PHAM VI UNG DUNG CUA BANG TiNH
a. Giéi thiéu
- Microsoft Excel (goi tat 1a Excel) 12 phin mém bang tinh dién’ tir cao cip trong bd
san pham Microsoft Office cua hang Microsoft (My), dugc sir dung rat rong réi trong cac
nghiép vu quan 1y va xir Iy s6 liéu, nhat 1a trong cong tac ké toan, tai chinh, thuong mai va cac

hoat dong khoa hoc cong nghé. Excel cho phep t6 chire thong tin can luu trir va xur 1y dudi
dang bang, tu dong thuc hi¢n tinh toan theo biéu thirc duoc xay dung.

Excel 2010 dung dinh dang tap tin mac dinh la “.XLSX” (dya trén chuan XML giap
vi€c trao doi dir liéu gitra cac ung dung dugc d¢ dang hon) thay cho dinh dang chuan trudc
day l1a “.XLS”.

b. Khéi dong va thoat Microsoft Excel 2010
» Khoi dong: C6 02 cach khoi dong thong dung:

¢
= Cach 1 Nhép dup chudt 1én biéu tuong ctia Microsoft Excel 2010 ( M) trén man
hinh nén (Desktop).

= Céch 2: Vao menu Start\Programs\Microsoft Office, chon Microsoft Excel 2010.
» Thoat: C6 03 céch thoat thong dung:

= (Céch 1: Trong ctra ) chuong trinh Excel, vao menu File, chon 1énh Exit.

= Céch 2: Nhép chudt tai biéu tuong Close( [EBén thanh tiéu dé.

= (Cich 3: Nhén t6 hop phim Alt+F4,

c. Cira so giao dién ctia Microsoft Excel

g H Data Review View o @ = = =2
= a6 Genera 1 - X g=Insert - = - }W
J S5 - F v Yy s "%‘ 2 Delete - -_.flv A }a
Paste Style Ez - Sort & Find &
- - 4 a8 7 - el Format ~ | <2~ Filter v Select -
Clipboard MNumber Cells Editing
D3 ~
A B C o] E F G H 1 J K -
1
2
E :-
a
> —
e =
7
3
9
10
11
12
13
14
15 Sl
M 4 » M| Sheetl . Sheet2 Sheet3 =] [« »
Ready | 25 | | [EH|E B 2003 (=) L ()

Hinh: Cira so giao dién cua Microsoft Excel

- Nt 1énh File chira cac 1énh rat thuong hay st dung nhu tao tap tin méi, mo tap tin,
luu tap tin, ... va danh muc cac tap tin da mé trude do.
- Ching ta c6 thé ché bién thanh céc 1énh truy cdp nhanh chtra cac Iénh ma ta hay sir

dung nhat. Nhan vao '™ d¢ m¢ danh muc céc I¢nh va v vao cac 1énh can cho hién 1én thanh
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Iénh truy cap nhanh. Néu cac nat 1énh & day con qua it ban co thé nhdn chon More

Commands... 3¢ m¢ cira so dieu ché thanh 1€nh truy cap nhanh.
- 4 S

aticomn Reciui
P S ele 20100
o olatain o wa

ires @ walicd product Hesmss., Sctivats wour
Product licemnse.

Recen v
- - Permissicons
o s "'-il?l Arnyane can open, copy,. and change any part of this waorkibook.
Print Frotect
W e b o b
Shars
roirE Prepare for Sharing
Be=fors sharing this fils. b= swars that it contains:
za ©oetions | | =0 | =  Documant Proparties and author's msmme
[S=E
P eSS
& Vou can cpen or dolete o version file. Most autosaved Cersions are deloted wehen
= e e T
& Sge BA There are no previous versicns of this file.
Céc 1énh trong thuc
don Flle Customize Quick Access Toolbar
Mlewwr
Crpen
W Save
E-mail

Quick Print
Print Previews
Spelling
Undo

&%

Redo

Sart Ascending
Saoart Descending
Crpen Recent File
Pore Commands...

Show Below the Ribbon

Bang lwa chon I€nh truy cip nhanh

Excel Options

Customize the Ribban: O

- [rrain Tabs -
= s T

ﬂ—h = [~] Heme

E ® clpboard

= E Font

Customize Ribbon [ Aligrment

Quiek Access Toalbar =
Ade =F

e
Trust Center A~ Decrease FoMt Size

F Delete cells

W pDelete sh=={ Col nnnnn

= Dalate Shest Rows

D=8 E-mail

W= Filter

- aio =7
™ o 1 [2] A e
T = Background Removal

-

>

i} L4

A

£=

Sy Insert Sneet Calumns

Fa Insert Sheet Row:

> - [ rewtae | [meworoue | [ mename.. |

= Customizations: [ reeet = o

= ~ ImportExport = |

L=t ] [ cence ]

Hop thoai dé ché bién thanh céc lénh truy cdp nhanh

Ribbon la gi?

_ Ribbon: Excel 2010 thay d(x)i~ giao dién nguoi dung tur viée sir dung cac thanh thuc don
truyeén thong thanh cac cum 1€nh de dang truy cap duogc trinh bay ngay trén man hinh goi la
Ribbon. Cé cac nhom Ribbon chinh: Home, Insert, Page Layout, Formulas, Data, Reviews,
View, Developer, Add-Ins.

il Home | Inset  Pagelayout  Formulas  Data  Review  View ﬁen@ &

i

o ‘y ' | ettt e
5 i =% 5 G ' ﬂ‘ ﬁ}ﬂ W - [ﬁ
— B 2 _ j"“Delete' '
Paste 5 i gv §ry oy &30 Condtional Fomat Cel ., Sort& Find &

. T Fomatting 3 Table» Syles+ L:jhf“m' & Fitere Selete
(liphoard n Font i Alignment i Number i Styles Cells Editing

-
=
I}
1]}
1]
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Thanh cong cu Ribbon

= Home: La noi chira cac nat 1énh duoc s dung thuong xuyén trong qua trinh lam viéc
nhu: cat dan, sao chép, dinh dang tai liéu, cac kiéu mau c6 sin, chén hay x6a dong hoic cot,
sap xep, tim kiém, loc dit liéu,. ..

= Insert: Chén cac loai dbi tuong vao bang tinh nhu: bang biéu, v& so d6, dd thi, ky
hiéu, ...

= Page Layout: Chira cac nut 1énh vé viéc hién thi bang tinh va thiét 1ap in an.

= Formulas: Chén cong thuc, dat tén vung (range),

= cong cu kiém tra theo ddi cong thurc, diéu khién viéc tinh toan cua Excel.

= Data: Céc nut 1énh thao dbi véi dir lidu trong va ngoai Excel, cac danh sach, phan tich
dir liu,...

» Review: Céc nat 1énh kiém 16i chinh ta, hd trg dich tir, thém chu thich vao cac 6, cac
thiét 1ap bao vé bang tinh. 2>

= View: Thiét 1ap cac ché do hién thi ctia bang tinh nhu: phong to, thu nhd, chia man
hinh, ...

= Developer: Tab nay mic dinh duoc 4n vi n6 chi hitu dung cho céac 1ap trinh vién,
nhitng ngudi c6 hiéu biét vé VBA. Pé md nhom nay nhin vao File=> Excel Options >
Popular - Chgn Show Developer tab in the Ribbon.

= Add-Ins: Tab nay chi xuét hién khi Excel md mot tap tin ¢ sir dung cac tién ich bd
sung, cac ham b sung,. ..

Swr dung shortcut menu

Khi mudn thuc hién mét thao tac nao d6 trén dbi tuong (6, vung, bang biéu, dd thi,
hinh vé€...) trong bang tinh, ban hdy nhap phai chuét 1én doi tugng do. Lap tirc mot thanh thuc
don hién ra chira cac 1énh thong dung c6 thé hi€u chinh hay 4p dung cho doi tugng ma ban
chon.

Calibri 11+ A" A7 8 - % » [=5
B 7 = & - A - i 550 508
: 4 Cut
5a Copy
[, Paste Options:
=

Paste Special...

Clear Contents

Filter

Tk

Thuc don ngir canh

d. Quan ly Workbook
Mot tap tin cua Microsoft Excel dugc goi 1a mot Workbook va cé phﬁn mo rong 1a .XLSX.
» Tao mot tap tin Excel moi:
= (Cach 1: Chon Tab File — New...
= Cach 2: Nhén t6 hop phim Ctrl+N.
= Cach 3: Nhip chudt vao biéu tuong New( [J] trén thanh truy cap nhanh
» Mo mot tap tin Excel da co trén dia:
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= Cach 1: Chon menu Tab File — Open...
= Céch 2: Nhan t6 hop phim Ctrl+O.
= Céch 3: Nhép chudt vao biéu tuong Open ( & ) trén thanh truy cap nhanh.

Sau khi thyc hi€n mot trong céc cach trén, hop thoai Open sé xuét hién nhu hinh:

(W] Cpen TT— - — - Jr—c -
@'@ [5] » Libraries » Documents » ~ [ #2 ||| Search - 2
Organize - Mew folder Bl 7]
[ Documents library .
| Fawomtes Includes: 2 locations Arrange by:  Folder =
Bl Desktop i -
4 Downloads = Mame Date modified Type
&l Recent Places My Data Scurces 9,/16,/2015 12:57 PM  File folder
. OMCH My Maps 9,/20,/201511:21 AM  File folder
| 32unikeyaDRC2_T Mew folder 10/7/2005 8:37 AR File folder
! Lop chung chi A- | Wondershare PDF to Word 9,10,/2015 6:29 PR File folder
& OneDrive
|
Bl Desktop
I =8 Librarics
5] Documents
! Music — T | C
File name: | - [AII Word Docurments v]
Tools ~ [ open |+ | Cancel ]

Hinh: Hop thoai Open
Xac dinh duong dan dén tap tin Excel can mo, chon tap tin va chon Open.
» Luu tdp tin Excel:
= (Cach 1: Chon Tab File — Save.
= Cach 2: Nhén t6 hop phim Ctrl+S.
= Cach 3: Nhip chudt vao biéu tuong Save ([f@én thanh truy cap nhanh

Néu Iuu tap tin Excel 1an dau tién, chuong trinh s& md hop thoai Save As nhu hinh:
T W e e—— e

[ W Save As
%vl 5 » Libraries » Documents » - | 45 |V Seorch Documents o |
-
Crganize - Mew folder == - (7]
=l Libraries Documents library e
j Bocuments Includes: 2 locations N
! Music -
=] Pictures e Mame Date modified Type
B¥ videos |E| Py Data Scurces 9/16/201512:57 PM  File folder
3 Thu e . My Maps 9/20/2015 11:21 AM  File folder
io Contacts 4 Mew folder 10/7/2015 B:37 AR File folder
s Desktop . Wondershare PDF to Word 9/10/2015 6:29 PM File folder
& Downloads
Ly Faworites
1 inks S| < nr r
File name: -~
Save as type: [Wiord Document i~
Authors: Vu Duy Tags: Add atag
[ Maintain [ Sawe Thumbnail
compatibility with
previous versions of
Word
= Hide Folders Tools - [ Sawe ] [ Cancel ]

Hinh: HOp thoai Save As
Xac dinh thu muc chira tap tin, dit tén cho tap tin trong dong File name rdi chon Save.

» Luu tdp tin Excel voi tén khac:
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Mubn luu tép tin Excel dé c6 thanh mét tép tin Excel khac, chon Tab File — Save As
(Hodc nhan phim ‘F12) dé mo hop thoai Save As. Ta can xac dinh thu muc chira tap tin, dat tén
khac cho tap tin 161 chon Save.

Cha y: Mot diéu can luu ¥ khi 1am viée trén may tinh 13 cac ban phai nh¢ thuc hién 1énh
lIuu lai cong viéc da thuc hién thuong xuyén. Viéc ra 1€nh luu trir khong tén nhiéu thoi gian
nhung néu may bi hong hay cip dién dot ngdt co thé mét tong ca gid 1am viéc cia ban. Nhim
an toan cho dir li¢u, ban nén bat tinh nang Auto Recover, Excel s€ tu dong thuc hién Iénh luu
theo thoi gian qui dinh (mdc dinh 1a 10 phuat lvu mot lﬁn). DPé sur dung tinh nang Auto Recover
ban chon File >Excel Options = Save, sau d6 danh diu chon =vao Save AutoRecover

.

: : 10 - |-
information every minutes.

4.1.2. CAU TRUC CO BAN CUA BANG TiNH

a. Céu tao ciia bang tinh

Workbook

Worksheet Worksheet Chartsheet Chartsheet

1048576 dong 16384 cot

Cic thanh phan ciia Workbook

- Workbook: Trong Excel, mot workbook 1a mét tap tin ma trén d6 ban lam viéc (tinh
toan, vé& dd thi, ...) va luu trit dit liéu. Vi mdi workbook c¢6 thé chira nhiéu sheet (bang tinh),
do vay ban c6 thé t6 chtrc, luu trir nhiéu loai thong tin c¢6 lién quan v6i nhau chi trong mot tap
tin (file). Mot workbook chtra rat nhidu worksheet hay chart sheet tiy thudc vao bo nhé méay
tinh ctia ban.

- Worksheet: Con goi tat 1a sheet, [é noi luu trir va lam Viép voi dir ligu, nd con dugc goi 1a
bang tinh. Mgt worksheet chira nhiéu 6 (cell), cac 6 dugc to chirc thanh cac cdt va cac dong.
Worksheet dugc chira trong workbook.

- Cot (Columns): 1a tp hop cac 6 trong bang tinh theo Chié}l doc, bé rong cua cot c6 thé thay
doi trong khoang tir 0 dén 255 ki tu. Bang tinh c6 thé co toi da 1a 16,384 cot. Moi cot dugc
gan cho mot tén theo thu tu: A, B,... Z, AA, AB,... AZ, BA, BB,...

- Dong (Rows): 1a tap hop céac 6 trong bang tinh theo chiéu ngang. M(x)i’béng tinh c6 t6i da 1a
1,048,576 dong. Moi dong duoc gan cho mdt so thir tu bat dau tir 1 va ket thuc 1a 1,048,576.

(phién ban cii chi chira duoc 256 cot va 65,536 dong)

- O (Cells): 1a giao cia mdi dong va mdi cot. Mdi 6 c6 mot dia chi (toa do) gdm tén cot va sb
dong. Vi du: 6 Al 1a 6 dau tién cua bang tinh, toa d§ xac dinh 1a cft A va dong so 1. O dang
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1am viéc goi 1a 6 hién hanh hoic 6 lya chon (selection cell), 6 1a 6 c6 dudng vién dam nét
bao quanh. Dia chi ctua 6 hién tai duoc hién & hdp tén trén thanh cong thirc.

- Chart sheet: Ciing 1a mot sheet trong workbook, nhung no chi chira mot do thi. Mot chart
sheet rat hitu ich khi ban muon xem riéng 1¢ tirng do6 thi.

- Sheet tabs: Tén cua cic sheet s& thé hién trén cac tab dit tai goc trai dudi cua cira sd
workbook. D€ di chuyén tir sheet nay sang sheet khac ta chi viéc nhap chudt vao tén sheet can
dén trong thanh sheet tab.

- Vung (Range): 13 tap hop gom céc 6 ké can nhau va dugc
xé4c dinh boi dia chi ctia 6 dau tién (goc trén trai) va dia chi
cta 6 cudi cung (goc dudi bén phai) ciia ving d6. Ving co
thé 1a mot 6, mot nhom 6, ciing c6 thé 13 toan bd bang tinh.

bia chi ciia mt vung gdm dia chi cua 6 dau tién va dia
chi cua 6 cuoi cung, phan cach nhau boi dau (:).

Vidu: Vung A1:C3 dugc xac dinh nhu trong bang:
b. Cac thao tac trén bang tinh
> Chon mot Word Sheet:

Nhap chudt vao Sheet can chl}yén dén trén thanh chon bang tinh hodc nhan t6 hop phim
Ctrl+PageUp (Ctrl+PageDown) d¢ chuyén dén Sheet trude (sau) Sheet hién hanh.

> Doéi tén Sheet:

Theo mic dinh, cac Sheet dugc dit tén 1a Sheetl, Sheet2,... Dé doi tén, nhép dap chudt
vao tén Sheet cli trén thanh chon bang tinh (Hodc Right Click trén tén Sheet cii trén thanh
chon bang tinh chon Rename) r6i nhép tén méi vao.

> Chen thém Sheet:
- Céch 1: Nhan vao nGt < trén thanh sheet tab - * " Sheet2 /Sheet3 =~ %J
- Céch 2: Dung t6 hop phim <Shift+F11> chén sheet mé&i vao trude sheet hién hanh.
- Cé4ch 3: Nhin chon nhém Home ->dén nhém Cells > Insert - Insert sheet

- Cé4ch 4: Nhap phai chudt 1én thanh sheet tab va chon Insert..., hop thoai Insert hién ra,
chon Worksheet va nhan nat OK. Sheet mdéi s€ chén vao trude sheet hién hanh.

> Xoba Sheet:

- Céch 1: Chon sheet muén x6a >chon nhom Home >chon nhom Cells > Delete
—>Delete sheet

- Céch 2: Nhip phai chudt 1én tén sheet mudn x6a sau d6 chon Delete, X4¢ nhan x6a
> Di chuyén 6 hién hanh:

- Céhc phim miii tén «, —, T, {: Qua trai, phai, 1én, xudng.

- Ctrl+Home: Trd vé 6 Al (6 dau tién trong bang tinh).

- PageDown+PageUp: Lén, xuéng mot trang man hinh.

- Alt+PageDown: Sang phai mét trang man hinh.

- Alt+PageUp: Sang trai mdt trang man hinh.

Giang vién: Lé Thi Thu 73



Trung tam TT&NN

Bai giang Tin hoc dai cuwong

C. Chon vung trong bang tinh

Vi du: Hinh bén dudi 6 hién hanh c¢6 dia chi 1a B11 vi n6 c6 tiéu dé cot 1a B va sb
dong la 11, ving dugc bao bdi nét cham dat ¢6 dia chi la H2:H12 vi 6 dau tién cua

vung co dia chi la H2 va 6 cudi ctua vung 1a H12.

A = C D E F G -
1 Baitoan ddutw|
2 Tin Ddututéida Sudt thulgi Séndm TP diihan ERR- ft RR |
3 Trai phiéu ddy tu 25.0% hing nim ddo han (l-yes,0-no) Bdnhgid |(1-yes. 0-no) !
4 | ACME Chemical | i 3.65% 11 1 1-Cuck#tdti O !
5| DymaStar | | Y 9.50% 10 1 3Tét I
6 | Eagle Vision | b 10.00% 6 0 4Khi 6t | 1 :
7 | MicroModeling | | | 8.75% 10 1 LCwkel 0 |
8 optiPo | | 925% 7 0 3Tét N
9 | SabreSystems | | * 9.00% 13 1 2Ritt 10O !
10 Tdng ddu tu: v Téng: Téng: | | Téna: i
11 —Fitndanged: 9| 5750,000 Yéucdu: $375000 Cho phép: | $262.500 i
12 Fl=E1150% | Hi=Biras |
13 |
14 Bl1l @
15

Ar
4 4 M| GRiPT-TH  QHTT-TH_ DHV - TH | Investment - TH - Giai PT

Trude khi dinh dang dit liéu hodc sao chép, xoa v.v. dir liéu, ta phai chon ving dir liéu can

Dia chi 6 va vung

QHTT, DF[N

tac dong. Ta c6 thé dung chudt hay ban phim dé chon ving dit liéu.

>

4.2. CAC KIEU DU LIEU, PHEP TOAN, HAM, BIEU THUC, CONG THUC

Chon ca bang tinh: C6 2 cach thuc hién:

Chon m¢t vung: C6 2 cach thuc hién:

Céch 1: Nhap chudt tai 6 giao giira tiéu dé cot va tiéu dé dong.
Céch 2: Nhan t6 hop phim Ctrl+A.

Chon mot cot, hay mot dong: Co 2 cach thyuc hién:

Cach 1: Nhip chudt tai trén 6 tiéu dé cot, hodc phia trai tiéu dé dong.

Céch 2: Nhan giit phim Shift va ding cac phim miii tén «, —, T, .

- Céch 1: (Dung ban phim)

=  Pit con tré ¢ 6 dau tién hoac 6 cudi cung cua vung dinh chon.

|

i

= Nhan giit phim Shift va dung phim mii tén <, T, —, I dé xac dinh viing chon.
- Céch 2: (Dung chudt)

* Chuyén con tré ¢ 6 dau tién hodc 6 cudi cung cta vung dinh chon.

= Ré chudt dé xac dinh ving chon.

4.2.1. CAC KIEU DU LIEU, PHEP TOAN VA BIEU THUC

a. Cac kiéu dir liéu

Dir liéu (data) trong Excel 13 nhiing thong tin ma may tinh c6 thé xtr Iy dugc. Trong mot 6
cua bang tinh chi c6 thé chira mét ki€u dir liéu. Kiéu dir li¢u cua 6 phu thude vao ky tu dau

tién trong 6 do.
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> Dir liéu kiéu sé (Number):

Ky tu dau tién nhap vao 1a s6. O ché d6 mic dinh, dir liéu kiéu sd duoc hién thi phia bén
phai cta 6 (canh 1€ phai).

Néu 12 ddu 4m thi nhap d4u trir phia trude sé hodc dé dau trir trong ngodc don.

> Dir liéu kiéu chudi (Text):

Ky tu dau tién nhap vao 1a chir céi.

O ché @6 mic dinh, dit liéu kiéu chudi duoc hién thi phia bén trai cta 6 (canh 18 tréi).

Néu dir liéu kiéu s6 mudn duoc Excel hiéu 1a dit liéu kiéu chudi thi trudc khi nhap s6 d6
phai nhap dau nhay don (). Vi du: S6 dién thoai.

> Dir liéu kiéu ngay thang (Date):

Nhép ngay, thang, ndm binh thuong. Dau phan cach ngdy, thang, nim c6 thé la dau (-)
hodc dau (/). Nhap ngay trudc, hay thang trude tuy thudc nguodi dung cai dat tir hé diéu hanh.

> Dir liéu kiéu cong thire (Formula):

Ky tu dau tién gb vao 1a dau bang (=) trong truong hop riéng 1a dau (+), hay dau @ . Két
qua trinh bay trong 6 khong phai 1a ki tu dau tién go vao ma la gia tri cia cong thirc do.

Vi du: Nhap =(2*3+4)/2 thi duoc két qua trong 6 1a 5.
b. Cac toan tir

Danh sach cac toan tir va do wu tién:

P wu tién | Toan tir | Y nghia

1 () Dau ngoic don

2 N Liiy thtra

3 - Dau 4m

4 */ Nhan, chia

5 +, - COng, tru
=, <> | Bang nhau, khic nhau

6 > >= Lo6n hon, 16n hon hoac béng
<,<= | Nhé hon, nho hon hoic bang

7 NOT | Phudinh

8 AND | Va (diéu kién dong thoi)

9 OR | Hoic (diéu kién khong dong thoi)

10 & Toan tir ghép chudi

Déi voi mdi kiéu dit liu, ta s& co cac phép toan twong tmg thong qua cac toan tir. Cac
toan tir dung dé ket hop céc toan hang trong biéu thurc.

Khi tinh toan gia tri ctia mot biéu thirc trong Excel, can tudn thi theo quy dinh vé d6 uu
tién cla cac toan tu.
Vi du: 2°3*5+(10-4)/2 = 8*5+6/2 = 40+3 = 43

Trong truong hop biéu thirc co nhiéu cip ngodc don 16ng vao nhau thi s& wu tién tir trong
ra ngoai. Néu c6 nhi€u toan tir cung dg wu tién thi s€ dugc tinh tir trai qua phai.
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c. Nhép va hiéu chinh dir liéu
» Nhap dir liéu:

Muén nhap dir li€u vao 6 nao, ta nhép chudt tai 6 d6 roi nhap dir liéu bﬁng ban phim.
Nhap xong nhan phim Enter dé két thuc.

Khi mudn nhap mét biéu thirc vao 6, ta phai nhap thém dau bang (=) vao trudc biéu thic.
Khi do, dir 1i€u trong 6 nay dugc hiéu 1a dang cong thirc.

Déi véi cac 6 co dang cong thire, gia tri xuat hién trong 6 13 két qua cua cong thirc. Néu
toan hang trong cong thure 1a dia chi tham chicu thi gia tri cua cong thirc ¢6 thé thay doi tuy
thudc vao gia tri cua 6 dugc tham chiéu.

Vi du: Gia st tai 6 A2 nhép cong thire =A1+10. Néu 6 Al c6 gia tri 10 thi gia trj cua 6 A2
la 20. Néu doi gia tri ctia 6 A1 thanh 20 thi gia tri ctia 6 A2 1a 30.

Chu y: Néu nhdp cac con sd vao ma Excel hién thi ###### 1a do chiéu rong cot khéng
du, tang thém chiéu rong cat.

» Chinh swa dir liéu:
- Nhép chudt tai 6 mudn chinh stra dit liéu.
- Nhéan phim F2 va bat dau thyc hién viéc chinh sira.
- Nhan phim Enter dé hoan tat viéc chinh stra dit liéu trong 0.
4.2.2. CONG THUC, SAO CHEP CONG THUC
a. Nhap cong thirc
Nhén chudt chon 6 can nhép cong thirc, gd diu bang (=).

Nhap cic toan hang hodc nhiéu toan hang phan cach nhau boi cac toan tir (néu c6). Mdi
todn hang co thé la:

- Mot héng ) (sé hoac chudi ky tu).

- Mot tham chiéu téi dia chi 6/khdi 6 trong bang tinh.

- Mot ham cua Excel.

Két thuc viéc nhap dir 1i€u, chon mot trong céac cach sau:

- Nhan phim Enter.

- Nhén chon nut 1énh Enter (v') trén thanh cong thiic.

- Nhén mot trong cac phim miii tén dé di chuyén 6 lua chon dén vi tri khac.
- Nhéan chudt sang mot 6 khac trén man hinh.

Chuy:

- Do dai t6i da cia mot cong thirc 1a 255 bytes.

- Trong cong thirc, ta co thé nhap ki tu trdng gitra cac toan tir va ki tu.

- Pé huy bo viéc nhap dir liéu dang thuc hién, nhan phim Esc (Escape) hoac nhéan chon
nut [énh Cancel (X) trén thanh cong thire.

Mot diém rat quan trong 12 Excel giit mdi lién két dong giira cac 6 trong bang. Khi dir liéu
trong mot 6 thay doi thi n6 ciing 1am thay ddi gia tri cia cic 6 chira cong thirc tinh todn ma nd
¢6 tham gia vao. Trong vi du trén, néu ta thay d6i gia tri chira trong 6 C4 hodc D4 thi gid tri
trong 6 F4 ciing tu dong thay ddi theo.
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b. Pia chi twong ddi, dia chi tuyét dbi
> Dia chi twong doi:

~ bia chi tham chiéu c6 dang <Cot><Dong> (twong dbi cOt, tuong dbi dong). Khi sao chép
den vung dich, dia chi tham chiéu trong vung dich sé& thay doi theo hang hay theo c0t.

Vi du: Ta c6 bang dit li€u sau:

D1 | =| =A1+B1
A | B | © D
1 10 5 3 151
2 20 10 30
3 30 15 25
4 35 20 15

Tai 6 D1 nhép cong thuc: =A1+B1, nhan Enter. Ta duoc két qua trong 6 la: 15
Khi sao chép cong thirc theo cot, dong ta duoc két qua nhu bang sau:

Cong thue trong 6 D1 la: =A1+B1

D2 la: =A2+B2 ...
D6 la: =A6+B6
F1 =] =| =C1+D1
A | B | C | D | E E
1 10 5 5 15 10 20
2 20 10 30 30
c 30 15 25 a5
4 35 20 15 £5
Cong thuc trong 6 D1 la: =A1+B1
Ella: =B1+C1
F1la: =C1+D1

> Pia chi tuyét doi:

bia chi tuyét dbi tham chleu c6 dang: $<Cot>$<Dong> (tuyét dbi cot, tuyét d6i dong).
Khi sao chép dén ving dich van giir nguyén gia tri nhu ¢ ving ngudn.

Vi du: Van bang dir liéu trén:

Chon 6 D1 ta nhap cong thic: =3A$1+$B$1 nhan Enter, két qua trong 6 D1 van la 15.

Khi sao chép cong thire theo cot, dong van dugc cac két qua 1a 15, cong thirc van gilt nguyén
=$A$1+$B$1, khong thay doi.

F1 [ | =| =§A51+5E%1
A | ¢ | D | E F
1 10 5 5 15 15| 151
2 20 10 30 15
3 30 15 25 15
4 35 20 15 15

> Dia chi hon hop:

Dia chi hdn hop tham chiéu c6 dang: $<Cot><Dong> (tuyét d6i cot, twong ddi dong) hoac
<Cot>$<Dong> (twong dbi cot, tuyét dbi dong). Khi sao chép cong thic gi tri tuyét doi duoc
giit nguyén, gia tri tuong dbi thay doi twong tng.

Vi du: Van bang dir liéu trén:
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Tai 6 F1 nhap cong thire: =$A1+B$1. Khi sao chép cong thic theo cot, dong ta dugc két
qua ¢ bang sau:

D4 - =| =§A4+B51

10 d d 15 15 25

1
2
3 30 15 25 35
4] v 2 1 1l
Cong thire trong 6 D2 la: =$A2+B$1
D3 la: =§A3+BS$1 ...
Ella: =$A1+C$1
F1la: =$A1+DS$I1 ...
Ch0 ¥ : Khi chuyén giita cac kiéu dia chi ta dung phim F4

» Sao chép cong thirc
Céch 1: Sao chép cong thirc theo cach thuc twong tu nhu sao chép dir ligu.
Céch 2: Sur dung nut Fill handle:

- Budc 1: Nhap chudt chon 6 chira cong thirc can sao chép.

- Budc 2: Dt tro chudt vao goc dudi bén phai 6, khi thiy xuat hién nat hinh dau
thap don (Fill handle), nhap gilt chudt trai kéo theo dong hodc theo cdt nhitng 6
can sao chép cong thuec.

Vi du: Dién cong thirc tai 6 F1: =D1*EI, sau d6 sao chép xubng cac dong dudi. Khi do:
Cong thuc trong 6 F2 s& la: =D2*E2
F3 sé la: =D3*E3 ...
Excel cho phep viéc sao chép dir lidu, cong thuc tinh toan trén bang tinh gitip cho ngudi
thuc hién khong phai lap di lap lai nhiéu lan viéc dién mot cong thic twong tu nhau trén nhiéu

6 lién ké. N6 ciing cho phép sao chép ca mot vung dir liéu kem cac cong thue tinh toan sang
mot noi khac ma van giir nguyén mai lién két giita cc 6, giita cac bang tinh trong file.

Khi sao chep dir liéu, néu ving chta dir ligu kiéu sb hay kiéu chudi thi két qua cua vung
dich s& giébng ving ngudn. Néu vung ngudn kiéu cong thre, két qua cua vung dich co thay d6i
hay khong tuy thudc vao cac dia chi xac dinh trong ddi, tuyét dbi hay hon hop.

4.2.3. HAM TREN BANG TIiNH

a. Khai niém ham

Ham la cac cong 'Ehli’C phtc tap duoc dir}h n‘ghi‘a san dé thuc hién mot yéu cau tinh toan
chuyén biét nao d6 nham giai quyét nhiing van dé vé quan ly va k¥ thuat do con ngudi dat ra.

M&i ham 13 mot cong cu nham giai quyét mot cong viée nhat dinh. Két qua cia mot ham
c6 thé 1a mot gia tri cy the, mdt chudi hodc mdt thong bao 16i.

b. Cu phap chung cia cac ham

CU phép: = <Tén ham> (Péi s6 1, Pdi 56 2,..., Pdi s6 n)
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Cu phap chung cua cac ham bat dau bang tén ham, dau mo ngoac don, cac doi so6 cia ham
dugc phan cach voi nhau bang cac dau phay va cuoi cung la dau dong ngoac don.

Ddu bang (=): Cho biét nhimg gi sau d6 s& 1a mot ham.

Tén ham:

Tén ham la mot tur dugc quy dinh theo quy wdc chung. Khi nhép, g6 chir in hay chir
thudng déu dugc song khong dugc gb tit.

Vidu: Ham SUM() = Tinh tqng.
Ham SUMIF() = Tinh tong c6 diéu kién.
Danh séch doi s6:
’ Mot ham ¢o thé co mét hoa}c nhiéu ddi §6. Néu ¢6 nhiéu d(?:)i $0, gilra cac ddi sb phai co
dau phén cach 1a dau cham phay (;) hodc dau phay (,). Chon dau phan cach loai nao ta phai
khai bao trong hé dicu hanh (Start\ Control Panel\ Regional....\ Number\ List Separator)

S6 lugng d6i sb, kiéu xac dinh do timg ham quy dinh cu thé.

Déi sb co thé 1a cac sd, cac gia tri logic TRUE/FALSE, chubi ky tu, dia chi 6, 1 vung,
tham chi 1a mot ham khac.

Dau ngoac don:

Du ¢ hay khong c6 dbi s6, thi sau tén ham phai 13 ddu mé ngodc don "(" va két thuc phai
la dau dong ngoac don ")".C

Cdc 16i théng dung:

Léi Gidi thich

#DIV/0! Trong cong thirc c¢6 chira phép chia cho 0 (zero) hoiic chia 6 rong

#NAME? | Do danh sai tén ham hay tham chiéu hoic danh thiéu dau nhay

Cong thuc tham chiéu dén 6 ma c6 dung ham NA dé kiém tra su ton tai cua

#NIA dit 1iu hodic ham khong c6 kit qua
ANULLI Ham sur dung dir liéu giao nhau cua 2 ving ma 2 vung nay khong c6 phan
chung nén phan giao rong
ANUM! Van dé doi véi gia tri, vi du nhu dung nham s am trong khi dting phai 1a so
] duong
#REF! Tham chiéu bi 16, thudng 1 do 6 tham chiéu trong ham bi x6a

#VALUE! Cong thie tinh toan c6 chira kiéu dir liéu khong ding.

c. M@t s6 ham thong dung

» Nhom cac ham toan hoc:

= Ham SUM: Tinh tng céc sb trong danh sach.
C phap: =SUM(Danh sach cac sé hodc ving)
Vi du cho bang dir li¢u dudi day:

A B C D E F G H | J
1 15 14 50 80 16 13 23 6 15 232
2 1 4 5 8 1 3 2 6 1 5760

Vi du (theo bang dit liéu trén): =SUM(A1:11) — Két qua: 232

Chu y: Danh sach cac so trong ham c6 thé 1la mot so6, mot dia chi 6, két qua cua mot
phép toan hodc két qua cua mot ham tra vé gid tri so.
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Ham PRODUCT: Tinh tich cac s6 trong danh sach.
C phap: =PRODUCT(Danh séach cac s6 hoic ving)
Vi du (theo bang dit liéu trén): =PRODUCT(A2:12) — Két qua: 5760

Cha y: Danh sach céc s6 trong ham c6 thé 1a mot s6, mot dia chi 6, két qua ciia mot

phép toan hoac két qua ciia mot ham tra vé gia tri so.

Ham INT: Liy phan nguyén cia gia tri s6 (bo phan 1&).
C phéap: =INT(S6)
Vi du: =INT(10.5) —> Két qua: 10

Cha y: S6 trong ham c6 thé 13 mot sd, mot dia chi 6, két qua cia mot phép toan hodc

ket qua cia mot ham tra ve gia tri so.

Ham MOD: Lay sb du ctia phép chia.
Ct phap: =MOD(S4 bj chia, Sb chia)
Vi du: =MOD(14, 3) - Két qua: 2

Cha y: S6 bi chia, s6 chia c6 thé 1a mot sd, mot dia chi 6, két qua cia mot phép toan

hodc két qua cuia mot ham trd vé gia tri so.

Ham ABS: Lay lay tri tuyét d6i cia mot sb.
C phap: =ABS(S6)
Vi du: =ABS(-9) — Két qua: 9

Cha y: S6 trong ham c6 thé 1a mot sb, mot dia chi 6, két qua ciia mot phép toan hoic

két qua cua mQt ham tra vé gia tri so.

Ham ROUND: Lam tron sb thap phan dén n vi tri chi dinh tinh tir sau hang don vi.
C phap: =ROUND(S4, S chir s 1am tron phan thap phéan)
- Néu S6 chir s6 > 0 thi lam tron dén dén sd thap phan duogc chi dinh.
- Néu S6 chir s6 = 0 thi 1am tron dén s6 nguyén gan nhét (b6 phan thap phan).
- Néu 86 chir s6 < 0 thi lam tron phan nguyén.
Vidu: =ROUND(21.546,2) — Két qua: 21.55
=ROUND(21.546,0) — Két qua: 22
=ROUND(21.546, -1) — Két qua: 20

Cha y: S6 trong ham c6 thé 1a mot s§, mot dia chi 6, két qua ciia mot phép toan hoic

két qua cua mot ham tra vé gia tri so.

> Nhom cac ham thong ké:

Ham MAX: Lay s 16n nhét cta cac s6 c6 trong danh sach hodc ving.
C phap: =MAX(Danh sach cac sb hodc ving)
Vidu: =MAX(2,5,7) — Két qua: 7
=MAX(C2:C4) — Tim gié tri s6 16n nhét trong cac 6 tir C2 dén C4.

Cha y: Danh sach céc s6 trong ham c6 thé 1a mot s6, mot dia chi 6, két qua cia mot

phép toan hoac két qua cia mot ham tra vé gia tri so.
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= Ham MIN: Liy s6 nho nhat cta cac sd co trong danh sach hoidc ving.
C1 phap: =MIN(Danh séach céc s6 hoic ving)

Chu y: Danh sach cac so trong ham c6 thé la mét so6, mot dia chi 6, két qua cia mot
phép toan hodc két qua cua mot ham tra vé gid tri so.

= Ham AVERAGE: Liy gia trj trung binh cong cua cac sb trong danh sach hodc ving.
C1 phap: =AVERAGE(Danh sach cac s6 hodc ving)
Vi du: =AVERAGE(2,4,5,1) - Két qua: 3

Cha y: Danh sach céc sb trong ham c6 thé 1a mot s6, mot dia chi 6, két qua ciia mot
phép toan hoac két qua cia mot ham tra vé gia tri so.

=  Ham COUNT: Bém sb 6 c6 chira dit lidu s6 trong danh sach, ving.
Cu phéap: =COUNT (Danh séach cac vung)

B =COUNTIEZ:ES)
C ] E
Tén Toan Ly
Thiy ] 4
Héng 7 2
Tudn 9vang thi
f En a g
i 3
|

Cha y: Céc gia tri trong ham c6 thé 1a mot s6, mot dia chi 6.
= Ham COUNTA: Bém s6 6 co chira dir liéu trong danh sach, ving.
CU phép: =COUNTA(Danh sach céc vung)
A =COUNTA(EZ:ES)

C D E
Tén Toan Ly
Thiy 5 4
Hang 7 2
Tudn H|vang thi
Y én a |
4
L L]

Chuy: Cac gia tri trong ham co thé 12 mot s, mot chudi ky tu, mdt dia chi 6...
> Nhém ham xir 1y chudi:
= Ham LEFT: Trich ra mot s6 ky tu tir bén trai chudi ky tu cho trude.
C phap: =LEFT(Chudi ki tw, S6 ky tu mubn l4y)
Chuy:
- Néu khong c6 d6i s6 S6 ky tir mudn ldy thi xem nhu 13y ky tu dau tién cta chudi.
- Néu 86 ky tuw muon ldy 16n hon do dai cua chudi thi ldy toan bd chudi.
- Dbi sd S6 ky tw mudn ldy phai 1a sé nguyén duong.
- Chubi trong ham co thé 1a mot dia chi 6, mot chudi ky tu
Vidu: =LEFT("Computer", 3) — Két qua: Com
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=LEFT("AC35",1) — Két qua: A
=  Ham RIGHT: Trich ra mét sb ky tu tir bén phai chudi ky tu cho trudc.
CU phép: =RIGHT(Chudi ki tr, S5 ky tw mudn 1ay)
Chay:
- Néu khong co6 d6i sb S6 ky tir muén Ildy thi xem nhu 1y ky tir cudi cing cta chudi.
- Néu S6 ky tir muon ldy 16n hon d6 dai ctia chudi thi 14y toan bd chudi.
- Dbi sd S6 ky tw mudn ldy phai 1a sé nguyén duong.
- Chudi trong ham c6 thé 1a mdt dia chi 6, mot chudi ky tu
Vidu: =RIGHT("Computer”, 3) — Két qua: ter
=RIGHT("AC35") — Két qua: 5 (Ky sb 5)
= Ham MID:
C phap: =MID(Chudi ki tw, Vi tri bt dau, S6 ky ty muén lay)
Chtre nang: Trich ra tir Vj tri bét ddu (tinh tir bén trai chudi ki tur) s6 ky tur can lay.
Chay:
- Kytu du tién cta chudi co vi tri la 1.
- Dbi sd Vi tri bt dau, S6 ky tw mudn ldy phai 1a s6 nguyén duong.
- Néu Vi tri bat dau 16n hon d6 dai chudi thi tra lai chudi rng.
- Khi dém s6 ky tu phai tinh ca ky tu khoang trang.
Vi du: =MID("Nguyén Anh Tuan", 8, 3) — Két qua: Anh
= Ham VALUE: Chuyén d6i van ban gom céc ky s6 sang kiéu sb
Cu phap: =VALUE(Van ban)
Vi du: =VALUE("36") — Két qua: 36
Chu y: Néu vian ban c6 chit (chudi ky tir), ham cho két qua 18i #VALUE!
» Nhom ham logic:
= Ham AND:
Ct phap: =AND(Biéu thtic diéu kién 1, Biéu thirc diéu kién 2....)

Chtre nang: Ham tra vé gia tri 1a ding (TRUE) néu tat ca biéu thic trong ham la dung,
ham tra vé gié tri sai (FALSE) khi c6 it nhat 1 diéu kién sai.

Vidu: =AND(2*3=6, 3*3=9, 6+9=15) — Két qua: TRUE
=AND(2*3=5, 3*3=9, 6+9=15) — Két qua: FALSE
Chuy:
- Ham AND thuong 1a diéu kién ctia ham IF.
- Céac dbi sb phai c6 gid tri logic hodc phai 1a cac tham chiéu chtra gia tri logic.
- Néu mot d6i s6 1a mang hay tham chiéu chtra vin ban hodc cac 6 rong thi nhimng
gia tri nay bi bd qua.
- Néu vung dugc chi dinh khong chira gia tri logic nao thi ham tra vé 16i #VALUE!.
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= Ham OR:
C phap: =OR(Biéu thirc diéu kién 1, Biéu thirc diéu kién 2,...)

Chirc nang: Ham tra v& gid trj 1a sai (FALSE) néu tat ¢4 biéu thirc trong ham 1a sai,
ham tra vé gié tri dang (TRUE) khi c6 it nhat 1 diéu kién dling.

Vi du: =OR(2*3=6, 3*3=8, 6+9=16) — Két qua: TRUE
=OR(2*3=5, 3*3=8, 6+9=16) — Két qua: FALSE

Chay:

- Céc ddi sb phai co gia trj logic hodc phai 1a cac tham chiéu chua gia trj logic.

- Néu rp(f)t ddi s6 1a mot mang hodc mot tham chiéu c6 chira mot chudi ki tu, sd hodc
la 6 rong, cac gia tri d6 dugc bo qua.

- Néu khoang cach dugc chi dinh khong co gia tri logic ndo, ham s& tra vé gia tri 18i
#VALUE!

- Taco théqsﬁ: dung mot cong thirc mang OR dé kiém tra mot gia tri nr:ipl trong mot
mang. B¢ nhap mot cong thtc OR nhu 1a mot mang, ta nhan t0 hop phim

Ctrl+Shift.
»  Nhém ham diéu kién:
= Ham IF;

- Cu phap: =IF(Biéu thirc diéu kién, Gia tri 1 khi BTPK dung, Gi4 tri 2 khi BTPK sai)

- Chure nang: Kiém tra bicu thirc di¢u kién néu dung tra vé gia tri 1, nguoc lai tra vé gia

tri 2.

- Giai thich:

Biéu thuc diéu kién: La su két hop gitta cac toan hang (sé, chudi, dia chi 9, ....) voi
cactoan tursau: >;<;>=;<=;=; <>; AND; ORD ; NOT.

Biéu thirc diéu kién 1a biéu thtc logic, tirc 1a chi nhan mot trong hai gia tri dting hodc
sai.

< Vidul:

Xéc dinh tri gia cta vat tu. Biét : Trj gia bang sé luong nhan véi don gia. Véi diéu kién,
néu s6 luong 16n hon 20 thi dugc giam 5% tri gia (trong trudng hop nay, tri gia = s6 luong *
don gia * 95%)

Giai:

o Talap ham IF nhu sau: =IF(SL>20,SL*DG*95%,SL*DG)  (*)

o Ghi chl: Nhap cong thire (*) vao 6 tinh tri gia khi nhap cong thirc ta phai thay cac dai
luong SL, DG bang céc dia chi 6 chira cac dai lugng nay. Nhap xong nhin Enter yéu
ciu Excel thi hanh 1¢nh.

< Vidu2:

Xac dinh két qua cua hoc vién: Véi diéu kién, néu DTB>=5 cho két qua Pau, nguoc lai thi

cho két qua Rét
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Giai:

o Talap ham IF nhu sau: =IF(DTB>=5,“Pau”,“Rét”)  (*)

o Ghi chl: Nhap cong thirc (*) vao 6 tinh tri gia khi nhdp cong thirc ta phai thay dai
luong DTB bang dja chi 6 chira cac dai lwong nay. Nhip xong nhén Enter yéu ciu
Excel thi hanh 1énh.

< Vidu3:

Xac dinh xép loai cia hoc vién: Véi diéu kién, néu PTB>=8 cho xép loai Gi6i, néu
DPTB>=6.5 cho xép loai Khé, néu PTB>=5 cho Xép loai TB, cac truong hop con lai cho
xép loai Yéu

Giai:

o Ta lap ham IF nhu sau:

=IF(PTB>=8,“Gio6i”, IF(DTB>=6.5,“Kha” IF(DTB>=5,“TB” “Yéu”))) (*)

o Ghi chl: Nhép cong thirc (¥) vao 6 tinh tri gia khi nhap cong thic ta phai thay dai
lugng DTB bang dia chi 6 chtra cac dai lwong nay. Nhap xong nhan Enter yéu cau
Excel thi hanh 1énh.

Chuy:

Ham IF cin ct vao diéu kién dé tra vé mot trong hai gia tri 1a dung hodc sai. Gia tri tra
lai c6 thé lai dugc nhan thong qua két qua ciia mot ham khéc. Piéu nay chinh 1 khd ndng
long nhau cia cac ham trong Excel (Ham IF 16ng nhau)

Ct phap ham IF 16ng nhau: =IF(PK1, 1, IF(PK2, D2, ... IF(Kn, Pn, S)...))

Giai thich:

- Xét diéu kién 1 (PK1), néu DPK1 ding thi thuc hién két qua diing 1 (P1) va dimng.

- Néu sai thi xét tiép diéu kién 2 (PK2), néu PK2 dtng thi thyc hién két qua diing 2
(D2) va dimg.

- Neéu sai thi xét tiép dén diéu kién n (DKn), néu PKn ding thi thyc hién két qua
dung n (Pn) néu sai thi thyc hi¢n két qua sai (S).

Vi du: Xét Xép loai cho hoc sinh dua theo DTB. Biét réng néu DTB tir 8 trd 1én thi Xép
loai Gioi, néu BPTB tir 7 tré 1€n cho dén dudi 8 thi x&p loai Khé, con lai xép loai TB.

Gia su tai 6 A4 chtra gié tri PTB 1a 6.

Néu nhap cong thire: =IF(A4>=8, "Gi6i", IF(A4>=7, "Kha", "TB")) — Két qua: TB
. Ham COUNTIF: Ham dém cac gia tri theo diéu kién cho trudc

CU phép: =COUNTIF(Vung so sanh, Tiéu chuan so sanh)

Chtrc nang: Dém s6 6 chura gia tri trong Ving so sanh thoa Tiéu chan so sanh dit ra
trong ham.

Giai thich: Tiéu chuén so sanh co thé 1a gia tri $0, gia tri chudi, 6 dia chi hodc biéu
thirc

& Vidu l:
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o Dir liéu trong vung so sanh B4:B7 la: 3,6,8,6.
o Khi d6, néu ban hanh ham sau :
= COUNTIF(B4:B7,7<5”)

Két quas&la: 1 (trong ving c6 1 6 cb gia tri nhé hon 5)
& Vidy 2: Thong ké xem c6 bao nhiéu hoc vién xép loai Gioi, Khé, Trung binh, Yéu
biét ving xép loai tir J6 :J15
Giai:
o Théng ké hoc vién xép loai Gi6i, ban hanh ham sau :
= COUNTIF($J6:3J15,”Gi061”)

Két qua s&1a : 4 (trong vung c6 4 6 o gia tri Gioi)
o Théng ké hoc vién xép loai Kha, Trung binh, Yéu, ta thyc hién sao chép cong thirc
ham thdng ké hoc vién xép loai Gioi, chi thay d6i diéu kién.
= Ham SUMIF: Ham tinh tong theo diéu kién cho truéc
CU phap: =SUMIF(Vung so sanh, Tiéu chudn so sanh, Ving tinh tong)

Chtrc nang: Tinh tong cac sb trong vung tinh tong ma sd hang twong Gmg ¢ ving so
sanh da thoa tiéu chuén so sanh dat ra trong ham.

Giai thich: Tiéu chuan so sanh c6 thé 1a gia tri sb, gia tri chudi, 6 dia chi hodc biéu
thirc
» Vidul:
o Dt li¢u trong vung so sanh B4:B7 la: 3,6,8,6
o Dit ligu trong ving tinh tong C4:C7 1a: 6,9,9,4

o Khi d6, néu ban hanh ham sau :
= SUMIF(B4:B7, “>5”, C4:C7)

Két qua s& 13 : 22
» Vidu 2: Cho bang dir li¢u nhu sau :

=y B [== | D" 1 E | F | (=]
BANG TINH LUOCONG CONG WHAN VIEMN
1 | THANG 1/2013
3 STT Ho va tén Jdém Tém Bac Ngév ct":-ng Tién cﬁng Tién Iwrom |
4 1 MNeguyén Thi Thu Thao G 30 220000 6600000
5 2 MNguyven Tnromg Giang [TV 28 120000 3360000
6 3 L& Thao Ty ™ 29 120000 3480000
7 4 Tran L& Thao Lién T 30 180000 S400000
8 s i Hongs Somn TP 30 130000 S400000
"o [ Pham Thé Thanh |INW 24 120000 2880000
10 7 MNguvén Thanh A P 25 120000 3000000
11 8 Té& Thi Yén “An TP 29 180000 5220000
12 o Nguven Hong Thuy  Tién ™ 30 120000 3600000
13 10 [Lém Quang Hong |[PGE 26 200000 5200000
14 11 |[Ngd Tuan Pat o 28 120000 3360000

Yéu ciu : Tinh tong tién lvong cho nhiing ngudi c6 s6 ngay cong lam viée 1a 30 ngay
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Giai:
Ta ban hanh ham sau:

=SUMIF(E4:E14,“=30",G4 :G14)
Két qua sé& 1a: 21.000.000

> Nhém ham tim kiém: VLOOKUP, HLOOKUP
= Ham VLOOKUP: Ham do tim theo cot.
Ct phap: =VLOOKUP(Tri do, Bang do, Cot 14y gia tri, Cach do)

Chtrc nang: DO tim “Tri do” & cot dau tién bén trai cia “Bang do”. Khi tim duogc gia
trj do, chuyén dén “Cot lay gia tri” dé 13y gia tri cia 6 twong Ung theo hang mang vé &

chtra ham.

Giai thich:

Tri do: La gia tri ma ta can cir vao d6 dé do tim. Tri do c6 thé 1a mot s6, mot chudi,
mot tham chiéu dén mot 6 nao d6 dung lam gi tri do tim hodc mot két qua ciia mot ham
khac (thuong 1a két qua ctia ham LEFT va ham RIGHT).

Bang do: La mot vung dit liéu (khéi 6). Trong vung d6, cot bén trai c6 chira cac gia tri
tuong tng véi tri do (Bang do do nguoi dung tao 1ap). Theo quy udc, cot dau tién cua

bang dugc tinh s6 thir ty 13 cot 1 tiép dén 1a cot 2 ,v.v.
Bang do trong ham phai mang dia chi tuyét dbi.

Bang do duoc xac lap theo yéu cau cia bai toan. Co thé dit bang do trong cling Sheet
hoac khac Sheet.

Bang do bao gém 2 loai cot:
- Cot chira tri do: GOm mot cdt, duogc xép tht tu dau tién trong bang do.

- Céc cot 1dy gia tri: Gom nhiéu cot (tuy ting bai toan), bat dau tir cot thir 2, cac gia

tri trong cac cdt nay twong tng voi cdt chira tri do.

Cot 14y gia tri: La cot chira gia tri twong tng can ldy khi do tim, khi ghi trong ham ta

ghi s6 th tu cta cot nay.

Déi sb Cot ldy gid tri phai >=1 va <= s cot 16n nhét ¢6 trong Bdng do, nguoc lai ham
s& trd vé #VALUE! hoic #REF.

Cach do: Pugc xac dinh nhu sau:

- Céch do 1a 1: Néu cot chura tri do trong Bang do dugc sap thir ty ting dan theo
bang ma ASCIL

- Céch do 12 0: Néu cot chira trj do trong Bdng do khong dugc sip thi ty.
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Vi du: Cho bang dir li¢u sau:

A B C D E F G
BANG THONG KE NHAP NHIEN LIEU 6 THANG PAU NAM NAM 2015
M3 hang| Tén hang |Héang sin xuat [Don gia Mong/Lit) |S6 lwgng (Lit) |Thué | Thanh tién
DOOBP
DO1ES
X92SH
N4TCA
DO00SH
NO6MO
N89BP
BANG TRA 1
Mi hang| Tén hang| Don gia Thué xuat
X Xing 15000 3%
D Dau 17000 2.50%
N Nhét 10000 2%
BANG TRA 2

BP ES SH CA MO

British PelEsso Shell Castrol Mobil

Yéu cau: Tim Tén hang trong ki tu dau ctia M& hang trong Bang tra 1.

Tai 6 B3 nhép cong thic: =VLOOKUP(LEFT(A3,1), $A$13:$B$15, 2, 0) - KQ: Dau
Sau d6 copy cong thirc tai B3 cho cac 6 khac trong cot ta duoc két qua can tim.

Ham HLOOKUP: Ham do tim theo ¢t hang.
CU phap: =HLOOKUP(Tri do, Bang do, Hang 13y gié tri, Cach do)
Chirc nang: Do tim “Tri do” ¢ hang trén cung cua “Bang do”. Khi tim dugc gia tri do,
chuyén dén “Hang lay gia tri” dé lay gia tri cia 6 twong Uing theo ¢t mang vé 6 chira ham.
Giai thich:
Tri do: Lé:l gié tri ma ta can cir vao d6 dé do tim. Tri do c6 thé 1a ’m(f)t s6, mot chudi,
mot tham chiéu def:n mot 6 nao do dung lam gia tri do tim hodac mot két qua cua mot ham
khéc (thuong 1a két qua ciia ham LEFT, RIGHT) (twong ung tri do cia ham VLOOKUP).
Bang do: La mdt vung dir li¢u (khéi 0), tuong Ung bang do cua ham VLOOKUP.
Bang do, do nguoi dung tao ra theo yéu cau cta bai todn.
Bang do ctia ham HLOOKUP dugc t6 chtic theo hang. Trong dé:

- Hang sd 1 (Hang dau tién chira tén céc tri do)

- Céc hang tir s 2 tré di chira cac gia tri tuong tng cac tri do.

S6 hang cua bang do tuy thudc vao yéu cau cua bai toan.

Khi nhap bang do trong ham, bang do phai mang dija chi tuyét doi.

Hang lay gia tri: La nhitng hang thudc bang do chira gia tri twong mg can lay khi do
tim, khi ghi trong ham ta ghi s0 tha tu ciia hang nay.
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Déi sb Hang ldy gid tri phai >=1 va <= s hang 16n nhit c6 trong Bdng do, nguoc lai
ham sé€ tra vée #VALUE! hoac #REF.

Céach do: buoc xac dinh nhu sau (twong tu ham VLOOKUP):
- Céch do 1a 1: Néu hang chira tri do trong bang do dugc sdp thtr tu ting dan theo

bang ma ASCIL.

- Céch do 12 0: Néu hang chira tri do trong bang do khong dugc sip thir tur.

Vi du (theo bang dir liéu trén): Tim Hdang san xudt theo 2 ki tu cudi cia M& hang &

Béng tra 2.

Tai 6 C3 nhap cong thirc: =HLOOKUP(RIGHT(A3,2), SA$18:$E$19, 2, 0)

Sau d6 copy cong thirc tai C3 cho cac 6 khac trong cot ta duoc két qua can tim.

= Ham MATCH:

Ct phap: =MATCH(Tri do, Bang do, Cach do)

Chtre nang: Tuong tr ham VLOOKUP hay HLOOKUP, nhung ham s€ cho két qua 1a
vi tri cua 6 cé gia tri tim dugc trong Cot hoac Hang tham chicu.

Gidai thich:

Tri do: tuong twy Him VLOOKUP.
Cach do: 1a 0 hodc 1, trong do:

- Néu cach do 1a 0: DO tim tuyét ddi, bang khong can sap xép.

- Néu cach do 1a 1: Do tim twong ddi, bang phai duoc sip xép.

= Ham INDEX

CU phap: =INDEX(Béng do, Chi s6 dong, chi s6 cot)

Chtrc nang: Ham tra vé gia tri trong 6 giao nhau gitta dong va cot trén bang do

100 200 300 400
10 20 30 40
1 2 3 4
Index(Bang trén; 2; 1) = 10
Index(Béang trén; 3; 4) = 4
Vi du: Cho bang dir li¢u
A B C D E F G H 1 1
1 DOANH THU DAILY GAO
2
, STT| Ma phieu Tén hang Viing SX | S&6lwdng | Ngay ban | Pdn gia T:‘I%:h K':gf“
a1 GD1CT ? ? 10|  1/12/2005 ?
5 2 NOZLA 100|  1/15/2005
6| 3 TO1DT 50 2/2/2005
7| 4 GO2LA 25|  2/15/2005
8| 5 GO1DT 10| 2/20/2005
5| 6 NO1CT 40| 2/18/2005
10| 7 NO1LA 100 3/1/2005
11 8 T02DT 30 4/6/2005
12
13 BANG 1 BANG 2
14 Don gia [Maving [ T | 1A ] DT |
15 M3 hang Tén hang 01 02 | Tén ving [Can Tho  [Llong An [DBng Thap |
16 G Gao tham 6200 5800
17 M MNEp 7000 6500 BANG THONG KE THANH TIEN
18 T T3m 4500 4000 Loai 1 Loai 2
19 Gao tham ? ?
20 MNEp ? ?
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Mo ta:
+ Ki d4u ciia M3 phiéu cho biét M hang
+ Ki tw 2,3 ctia Mi phiéu cho biét Loai hang 1a Loai 1(01) hay Loai 2(02)
+ 2 ki ty cudi cia Ma phiéu cho biét Ma ving (Ving san xuét)
Yéu cau:

*Tén hang: gom 2 phan Tén va Loai. Biét ring Tén dwa vao M4 hang tra trong BANG
1dé c6 tén hang twong ung, Loai: Dya vao loai hang dé c6 gia tri hop ly. Vd: Ma phicu
1a “GO1CT” thi tén hang la “Gao thom — Loai 17

Tai 6 C4 nhap cong thtrc:
=VLOOKUP(LEFT(B4),$B$16:$C$18,2,0)&IF(MID(B4,2,2)="01","-Loail","-Loai2")
*Vung san xuat: Dya vao Ma ving trong BANG 2
Tai 6 D4 nhép cong thuc:
=HLOOKUP(RIGHT(B4,2),$H$14:$J$15,2,0)
*Pon gia: Dya vao Ma hang két hop v6i Loai hang trong BANG 1
Tai 6 G4 nhép cong thuc:

=INDEX($B$15:$E$18, MATCH(LEFT(B4),$B$15:$B$18,0), MATCH(MID(B4,2,2),
$B$15:3E$15,0))

=> Ta c6 bang két qua:

A B C D E F G H |
1 DOANH THU PAILY GAO
2
, STT| Maphiéu |  Tenhang Viing SX | S&ludng | Ngayban | Don gia Tthl,aé:h Khﬂ:‘;f“
2 1| GOICT | Gaothom-loail| CanTha 10 1/12/2005] 6200
5 2 | No2a Né&p-Loai2 Long An 100 1/15/2005] 6500
6§ 3 | TOIDT T&m-loai1 | Déng Thap so|  2/2/2005] 4500
7 4 | GO2LA | Gaothom-loa2 | Long An 25| 2/15/2005] 5800
2| 5 | GOIDT | Gao thom-Loail |Déng Thap 10 2/20/2005] 6200
s 6 | NoICT N&p-Loai 1 Can Thd 40]  2/18/2005] 7000
10 7 | NOUA N&p-Loai 1 Long An 100]  3/1/2005] 7000
1 8 | TODT T&m-loa | Déng Thap 30|  4/6/2005] 4000

» Nhom ham ngay, gio:
= Ham NOW: Cho gi4 tri ngdy, gio hé thong hién hanh ctia may.
Cu phap: =NOW()

Cht y: Ham NOW() chi thay ddi gia tri khi Worksheet dugc tinh toan lai. N6 khong tu
dong cap nhat ngay, gio duogc.

= Ham TODAY: Cho gia tri ngay hé thong hién hanh ciia may.
Cu phap: =TODAY/()

= Ham DAY: Cho gi4 tri ngay trong thang ctia biéu thirc dang ngay thang.
CU phap: =DAY (Biéu thirc kiéu ngay thang)
Chay:
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- Biéu thtc kiéu ngay thang: 20-09-2009 hodc 20/09/2009 (tuy cai dat tir hé didu
hanh cta nguoi st dung).

- €06 thé bi 151 néu nhap biéu thirc trong ham 13 mot chudi ky tu.
- Biéu thirc trong ham c6 thé 1a dia chi tham chiéu dén mot 6 nao do.
Vidu: =DAY/("20/09/2009") — Két qua: 20
Néu 6 B1 chira gi tri 20/10/2009, cong thitc =DAY(B1) — Két qua: 20
=  Ham MONTH: Cho gia trj thang cia biéu thirc dang ngdy thang.
CU phap: =MONTH(Biéu thirc kiéu ngay thang)
Vi du: Néu 6 Bl chira gia tri 20/10/2009, cong thire =MONTH(B1) — Két qua: 10
= Ham YEAR: Cho gia tri nam cua biéu thirc dang ngay thang.
CU phap: =YEAR(Biéu thirc kiéu ngay thang)
Vi du: Néu 6 Bl chira gia tri 20/10/2009, cong thitc =YEAR(B1) — Két qua: 2009
= Ham HOUR:
CU phép: =HOUR(Biéu thirc kiéu thoi gian)
chay:
- Biéu thuc kiéu thoi gian: 20:09:35
- C6 thé bi 16i néu nhap biéu thuc trong ham 1a mot chubi ky tu.
- Biéu thuc trong ham c6 thé 1a dia chi tham chiéu dén mot 6 nao dé.
Vi du: =HOUR("20:09:35") — Két qua: 20
Néu 6 C1 chira gia trj 20:09:35, cong thie =HOUR(C1) —> Két qua: 20
= Ham MINUTE:
CU phép: =MINUTE(Biéu thirc kiéu thoi gian)
Vi du: Néu 6 C1 chua gia tri 20:09:35, cong thirc =MINUTE (C1) — Két qua: 9
= Ham SECOND:
CU phap: =SECOND(Biéu thirc kiéu thoi gian)
Vi du: Néu 6 C1 chira gia tri 20:09:35, cong thirc =SECOND(C1) — Két qua: 35
4.3. BIEU PO, PO THI
4.3.1. CAC LOAI BIEU PO, PO THI

Ty dong vé biéu dd 12 mét chue nang dugc ua thich cia phﬁn mém bang tinh Excel. Cac
bi€u do, do thi 1a nhitng hinh anh minh hoa rat truc quan, day tinh thuyét phuc. Ngudi xem rat
ra ngay dugc nhiing két luén can thiét tir cac biéu do, d6 thi ma khong can giai thich dai dong.

Ta s& dé dang tao ra nhiéu kiéu biéu dd, dd thi khac nhau dyua vao nhiing s6 liéu trén bang
tinh hién hanh. Excel con cho phép thay doi cach trinh bay, diéu chinh duong truc, duong
biéu dién, thém ghi chu...

C6 3 loai biéu dd thuong gip 1a biéu d6 dang cot (Columns), dang duong thing (Line) va
dang banh (Pie). Tir 3 dang nay Excel trién khai thanh 14 loai biéu d6 chuan (Standard Type)
va 20 kiéu biéu dd tuy chon (Customize types) c6 thé dung dé biéu dién s6 liéu trong bang
tinh tuy theo nhu cau thyuc té ctia ngudi dung.
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Cac loai biéu do trong Excel va cong dung co ban ctia moi loai:

Loai biéu d0 | Chirc niing

Columns So sanh cac loai dit liéu v&i nhau theo chiéu doc

Bar So sanh céc loai dit liéu voi nhau theo chiéu ngang.

Line Cho xem su thay d6i dir 1i€u trong mét giai doan.

Pie So sanh ty 1é ctia cac thanh phan trong mot tong thé.

XY (Scatter) | Mo ta dir li¢u gitra hai loai dir liéu lién quan.

Area Nhéin manh tdm quan trong twong ddi ctia cac gid tri qua mot giai doan.

Doughnut So sanh céac phén v6i tong thé trong mot hodc nhiéu pham tru dir li€u
(Biéu db Pie c6 mot 16 & giira).

Rada Chi ra cac thay d6i dir liéu hodc tan sb dir liéu twong dbi véi tAm diém.

Surface Tao vét cac thay doi trong hai bién s6 véi bién so thtr ba thay d6i, 1a mot
dd hoa 3 chiéu.

Buble Hién sang cac chum gia tri, trong tu nhu biéu do Scatter

Stock Két hop giira biéu do kiéu Line va Column. Pugc thiét ké dic biét dé tao
vét gia co phiéu.

Cylinder St dung mot hinh tru dé trinh bay cac dit liéu cua biéu d6 kiéu Bar hay
biéu d6 kiéu Column

Cone Nhan manh céc dinh cta di liéu.

Pyramid Twong tu nhu biéu do Cone.

4.3.2. CAC BUOC DUNG BIEU PO
a. Xiy dung vang dir liéu cho biéu dd

Mot biéu do dugc tao ra tir dir li€u cia bang tinh hién hanh. Vi vay, khi xay dung biéu do,
ta can tao bang tinh c6 chtra cac dir li€u can thiét.

Vi dy: Tao mot biéu do thé hién két qua bai kiém tra cua sinh vién doi véi cdc modn
English, Science, Mathematics nhu sau:

Exam Result - Subject score marks

Student Name | English | Science | Mathematics
Carol 70 75 58
John 52 65 79
Samantha 26 88 42
Edward 82 59 76

b. Tao biéu do
Véi chte ning Chart , Excel gitip ta tao ra mot biéu d6 qua nhiéu budc thuc hién va trong
moi budce do ban c6 thé thay doi nhiing tuy chon hodc khai bao thém cac thong s6 sao cho phu
hop v6i yéu cau dé ra.
» Buéce 1: Chon vung dir liéu
Chon vung dir li¢u A1:DS5 (Vung dir li¢u chira cac luon cac nhan cia cac cot)
> Buéc 2: Chon kiéu dd thi
Nhap chudt chon biéu tugng Creat Chart ( il ) trén thanh truy cdp nhanh

(Hodc vao Tab Inser, chon Chart). Mdi nhom d6 thi bao gdm nhiing kiéu khac
nhau, vi du chon nhém Column ->Clustered Column
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il e — .
M 1115 2 M2t Lavio 1t Formulas Data Review View
o= ay
1 _#E Vil g H |: = ﬁ %f o : ‘ L
PivotTable ble Picture Clip Shapes SmartArt Screenshot | (Column| Line Pig Ear Area
- Art - - ‘ - - - -
Tables Ilustrations 2] lumn
S TR nfl| (AR
12 v e | | |
A B C D Iumn
1 lStlde:lt Name F.lgﬂsh Science |Mathematics 100 N
2 [Carol o 75 sl .,
3 Wohn 52 65 79 0
4 |Samantha 26 88 42 1]
5 ard 82 59 76 o
B Engiish
Z 50 1
7 Wsience
40.
3 [ Mathemaics
9 0+
10 20+
11 10 -
12 07
EI Caral lhn Samamha  Edward

>

Budce 3: Xong budc 2 1a ching ta da c6 ngay mot dd thi dang cot nhu hinh trén, tuy

nhién ching ta c6 thé ddi cac bd tri cia cac thanh phan trén db thi. Chon dé thi > Chart
Tools >Design > Chart Layout - Chon céach bo tri thich hgp. Vi du ta chon kiéu Layout 5

trong Chart Layout.
T

Insert

Page Layout

Formulas

Data

Review

e D ——_——

View Design | Layout Format

e

b W, =

Switch
Row/Column Data

Change Save As
Chart Type Template

Type

Data

Select

-

EI'!'PJ'*—'J-ﬁi

ITATITNTY

Chart6 - (- I |
A B C | F €] H I J K

1 Student Name -Elg]isl Science i =

2 Carol 70 7| Chart Title

3 John 52 6 | 3

4 Samantha 26 8

5 Edward 82 s9] &

6 _'.g 60

7 ] 50

8 = P

q 20

10 2

11 Carol John Samantha Edward

12 M English 70 52 26 82

13 W science 75 65 88 59

14 = Mathe matics 58 79 42 76

15 =
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> Buéc 4: Dao cac chudi sb liéu tir dong thanh cot va nguoc lai: Chart Tools > Design
> Data - Switch Row/Column. Chung ta thyc hién 1énh nay khi cac dd thi & budc trén
chua hién thi ding nhu mong mudn. Vi du chung ta mudn nhém céc nhom mon hoc lai
dé dé so sanh gitra cac sinh vién rong cing mot mén hoc véi nhau.

Chart Title
100
a0
80
70
2 %@
P
'E 30
20
10
o
English Science Mathematics
B Carcl 70 75 58
M ichn 52 85 79
B samantha 26 23 4z
B Edward 82 59 76

» Budc 5. Néu thiy kiéu do thi trén khong dep, chung ta co thé doi sang kicu khac bing
cach: Chart Tools ->Design > Type - Change Chart Type, hop thoai Insert Chart hién
thi liét ké toan bo cac kiéu do thi hién co cua Excel @€ lua chon.

| Insert Chart &Ig )

@ Templates Colummn

e g mf ] (28] ] =S |99 mH

|t

ls Pie — R | T | ] ]

= o Ul /=B | BB | B s JaA | [JAA

oz e ||| J00B] Lbie] IaA ] IBA| | b

& Ssurface = - - - e

@ wome ||| A || 2] ] (2] ]

e ] (] ) B o] [ .
1 [ Manage Templates... | [ setas Default chart | [ oK | [ cancel ]

> Buéc 6. Ngoai ra, néu ban thiy tong mau cua dd thi chua dep thi vao chon Chart
Tools ->Design > Chart Styles —>chon More (* )

Formulas Dat Review Wiew | Design | Layout Format = @) = BB ==

R

50 I S A A S S
v,'- T L -

Chon Chart Style
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4.4.CO SO DU LIEU TREN BANG TINH

4.4.1. KHAI NIEM CO SO DU LIEU TREN BANG TiNH

Co sé dir liéu trén bang tinh 12 mot tap hop cac thong tin c6 lién quan voi nhau dugce to
chirc theo mot ciu trac: Gom mot dong tiéu dé s phia trén, bén dudi la cac dong dir liéu. Danh
sach duogc tao ra trén mot phén cua bang tinh, va duoc st dung dé quan ly va bao tri mot khdi
lwong dit liéu twong dbi 16n va phc tap.

Chéng han néu muén luu trit tén, dia chi, s6 dién thoai... cua khach hang, ta co thé tao ra
mot danh sach dé quan 1y cac thong tin sau cho mdi khach hang: Ho va tén, dia chi, s6 dién
thoai, sd fax,... Moi thong tin trén dugc dua vao mot cot dir li¢u riéng biét. Tét ca céac cot co
lién quan dén mot khach hang tao thanh mot dong dir ligu.

Bang sau day 1a mot vi du vé danh sach, voi cac tiéu dé nim & dong thir ba va cac dong
tiép theo la cac dong dir liéu. Cac ¢t trong danh sach cé cac kicéu dir liéu khac nhau nhu tri
s0, ky tu, tién t&€ va c6 mot s6 cft dugc tinh ra tir cac cdt khac.

A B c D" E F G
BANG TINH LUONG CONG NHAN VIEN
1] THANG 1/2013
3 |STT| Ho va tén dém Tén | Bac |Ngay cong| Tién cong |Tién lwrong
4| 1 |Nguyén Thi Thu Thio |GP 30 220000 6600000
5 | 2 |Nguyén Trudng Giang |NV 28 120000| 3360000
6| 3 |LéThao Vy NV 29 120000 3480000
7| 4 |TranLé Thao Lién |TP 30 180000 5400000
8| 5 |viHong Son |TP 30 180000| 5400000
"9 | 6 |Pham Thé Thanh |NV 24 120000 2880000
10| 7 |Nguyén Thanh An NV 25 120000| 3000000
11| 8 |Td ThiYeén Van |TP 29 180000 5220000
12| 9 |Nguyén Hong Thiy Tién [NV 30 120000 3600000
13| 10 |Lim Quang Hong |PGB 26 200000| 5200000
14| 11 |Ngd Tuan Pat [NV 28 120000| 3360000
Chuy:

a.

Khéng dung cac dong tréng dé chia nhom cac dong dit liéu trong cting mot danh sach.
Excel dién dich mot dong trong 1a dau hi¢u két thiic danh sach.

Céc cdt nén c6 cung mot kicu dir liéu ngoai trir dong ti€u de.

Céc cong thirc nén duoc tinh toan dua trén cc 6 trén ciing mot dong. Néu phai st
dung mot cong thirc dya trén dir liéu nam bén ngoai danh sach, ban hay st dung tham

chiéu tuyét di.

Giita dong tiéu dé va cac dong dit liéu khong duge c6 mot dong trong.

Céac 6 ¢ dong tiéu dé phai c6 dit liéu loai chudi, can phai ngin gon, khong trung lap.
4.4.2. CAC THAO TAC CO BAN TREN BANG CO SO DU LIEU

Sip xép dir liéu (Sort)

Excel cho phép sap xép dit liéu trong danh sach theo mot cot nao d6 trong mot pham vi da
chon. Can luu y khi chon vung dir li¢u s€ sap x€p vi néu chon khong hét cac cdt trong danh
sach co lién h¢ vdi nhau thi ¢6 thé lam sai 1éch ndi dung trén cac dong.

Trinh tw sap xép nhw sau:
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Budc 1: Quét chon vung dir li¢u can sap x€p.

Bude 2: Vao Tab Data, chon Sort dé m& hop thoai Sort.

Insert

Page Layout

Formulas

Data

Review

View

-

a2 m & BEMerum Tie =5 B B 2 WYWEHED
From From From From Other Existing Refresh _ ﬁl Sort Filter 7, Textto  Remove Data Consolidate  What-If Group Ungroup Subtotal -
Access Web  Text  Sources®  Connections All™ # Advanced | Columns Duplicates Validation = Analysis = - -
Get External Data Connections Sort & Filter Data Tools Outline
B4 - Fe | Nguy@nThiThu
A B & D E F G J K L M N 0 P Q R
BANG TINH I.UJ(?'NG CONG NHAN VIEN 7 ol |
1 THANG 1/2013 —
:|STT| Hoviténdém  Tén | Bic |Ngiy cong| Tién cong |Tifn lwonf| 2144 | (X peetetere | 2agooytene JHL] (s | (] My datahas eaders
4| 1 Nglly%n Thi Thu Thiao |GB 30 220,000 6,600,01 ;:t":: e ia;tOn 5 T:d:rz
5] 2 |Nguyen Trudng Giang [NV 28 120,000 3.360,0 Then by c;:::e % V:I::: E Largest to Smallest %
6| 3 |LéThio Vy NV 29 120,000  3.480,01
7| 4 |TrnLé Thio Lién |TP 30 180.000| 5.400,00()
8| 5 |Vu Hﬁng Son |TP 30 180.000| 5.400,00/)
9| 6 |Pham Thé Thinh [NV 24 120,000| 2.880,00})
10 7 Ngllygﬂ Thinh An NV 25 120.000] 3,000,004
11| & |TaThiYén Vin |TP 29 180,000]  5.220.00)) oo J| e |
12| 9 |NeuyénHong Thiy Tién [NV 30 120,000 3.600.000]
13| 10 |Lam Quang H;dﬂg PGD 26 200,000 5.200,000
Wé 11 |Ngo Tuén Pat [NV 28 120,000 3,360,000

Hinh: Hop thoai Sort

Budc 3: Xac dinh cac thong sb sap xép trong hop thoai, bao gom:

Sort by (Then by): Chon cac cot lam khoa thtr nhat (tht 2, thi 3) dé thuc hién
sap xép. Dir lidu s& duoc sap xép theo khoa thir nhat. Chi khi nao c6 nhiéu 6 &
cot dung 1am kho4 thir nhit tring nhau thi khoa tht hai méi dugc xét dén...

= Sort On: Lya chon sip xép theo gié tri, theo mau ...
=  Order: Lua chon sip xép tang dan hay giam dan
]

My data has header: Néu c6 ddu v' & My data has header thi dong dau tién
trong vung chon lam tiéu dé, excel chi sap xép tir dong thr hai ctia danh sach
tro di. Néu khong co dau v & My data has header thi sap xép tat ca cac dong
trong vung da chon

- Budc 4: Chon OK dé thyc hién sép xép.

A B C D E F G
BANG TINH LUGNG CONG NHAN VIEN

1 THANG 1/2013
3 STT Ho va tén dém Tén Béic | Ngay cong| Tién cong |Tién lwong
4| 1 |Nguyén Thanh An NV 25 120,000| 3,000,000
5| 2 |Ngbé Tuin Pat NV 28 120,000| 3,360,000
6| 3 |Nguyén Trudng Giang |[NWV 28 120,000| 3,360,000
7| 4 |LAm Quang Héng |PGD 26 200,000 5,200,000
8 | 5 |TrinLé Thao Lién |TP 30 180,000| 5,400,000
9| 6 |ViHbéng Son |TP 30 180,000| 5,400,000
10| 7 |Pham Thé Thanh [NV 24 120,000| 2,880,000
11| 8 |Nguyén Thi Thu Thio |GP 30 220,000 6,600,000
12 9 [Nguyén Héng Thuy Tién |NV 30 120.000| 3.600,000
13| 10 |Té Thi Yén Vin |TP 20 180,000| 5,220,000
_ 14| 11 |Lé Thao vy NV 20 120,000| 3,480,000

Chu y: Néu sap xép theo nhiéu tiéu chi chon Add level
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b. Loc dir li¢u trong danh sach (Auto Filter)

Menu Iénh Data\Filter\dung dé loc cac mAu tin thoa man mot hodc nhiéu diéu kién duoc
chi dinh.

Khi loc thi chi nhiing mau tin thoa man diéu kién chi dinh méi dugc hién thi, cac mau tin
con lai s€ bi che.

Cach thyc hién:
- Budc 1: Chon vung dir liéu dé loc hoac di chuyén 0 hi¢n hanh vao vung dir li¢u.

- Budc 2: Chon lénh Data\Filter, Excel s& thém cac nut tha bén phai mdi 6 & dong tiéu
dé. Click vao moi nut tha va chon mdt trong cac di€u kién loc sau:

Select All: Hién thj tit ca cac mau tin.
Number Fillters: dé dat cac diéu kién loc bang cach dung cac toan tir so sanh.

Ta c6 thé chon mot toan tir so sanh ¢ hop tha bén trai va chon hodc nhap vao gia tri so
sanh & hop tha bén phai. Ta ciing c6 thé ding 2 toan tur so sanh cho moi cdt (cac toan tir nay
c6 thé thoa man dong thoi (And) hodc khong can phai thoa méan dong thoi (Or). Ngoai ra,
Excel con cho phép dung cac ky tu dai dién ? va * ddi véi dit liéu c6 kiéu ky tu.

Céc toan tir so sanh dung dé thiét 1ap diéu kién loc:

Toan tir Y nghia

Equals Bing

Does not equal Khac

Is greater than Lén hon

Is greater than or equal to L&n hon hoic bang
Is less than Nhé hon

Is less than or equal to Nho hon hoic bang
Begins with Bit dau bang

Does not begin with Khong bat dau bang
Ends with K¢ét thuc bang

Does not end with Khong két thiic bang
Contains Bao gom

Does not contain Khong bao gom

Cac tri xac dinh: Hién thi tat ca cac gia tri khac nhau trong cot, néu chon tri nao thi chi
nhitng mau tin ¢ tri d6 madi dugce hién thi.

Chuy:
- Néu dat diéu kién & cac cot khac nhau thi chi nhitng mau tin thoa mén tat ca cac diéu
kién da dat méi duoc hién thi.

- Mubn hién lai tat ca cdc mau tin, ban thuc hién 1énh Data\Filter\ chon Select All & tat
ca cac cot.

- Néu mubn g& bo cac nat tha thi chon lai 1énh Tab Data\Filter
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CHUONG V — GIOI THIEU VE MANG MAY TINH
5.1. KHAI NIEM MANG MAY TiNH, PHAN LOAI MANG
5.1.1. KHAI NIEM VA PHAN LOAI MANG

a. Khai niém mang may tinh

Mang may tinh 14 hé thong lién két hai hodc nhiéu may tinh ciing vdi cac thiét bi ngoai vi
khac nhu may in... lai véi nhau dé co6 thé trao doi thong truyén thong voi nhau, chia sé tap tin,
tai nguyén, giri nhan e-mail...

b. Phan loai mang may tinh

> Phdn logi theo phén bé dia Iy:

Theo phan bd dia ly, mang may tinh duoc chia lam 3 loai: LAN, WAN, Internet.
= LAN (Local Area Network) - Mang cuc bo:

La mang két ndi cac may tinh trong mot ving dia 1y nho, vi du nhu trong mot phong,
mot tda nha, mot xi nghi¢p, mot truong hoc...

Server

May cla
K& toan trudng

B6 luu dién
May in laser
Af  [E
=] =

May cla
tha trudng

May cla May clia
thu ki Phong ké& hoach

Hinh: Mang LAN (Local Area Network) - Mang cuc bd
=  WAN (Wide Area Network) - Mang dién rong:

:

D. Phi Quéc
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Hinh: Mang WAN (Wide Area Network) - Mang dién rong

La mang két ndi cac may tinh trong mot viung dia 1y rong, vi du nhu giita cac thanh
pho... WAN thuong lién két cac mang cuc bo.

= Internet:
La mot mang may tinh toan cau. Trong d6, cac may tinh két ndi véi nhau thong qua

tap chudn chung cac giao thirc goi 1a TCP/IP (Transmission Control Protocol - Internet
Protocol).

Canada

Viét Nam
Hinh: Mang Internet

> Phdn logi theo méi truong truyén thong:

Phén loai theo méi truong truyén thong, mang may tinh dugc chia lam 2 loai: Mang c6
day, mang khong day.

»  Mang co day:

Hinh: Mang c6 day
Hé¢ théng mang may tinh sir dung phuong tién két ndi 1a cép truyén thong (cap xodn
do1, cap dong truc, cap quang...)

Trong h§ théng mang con co cac thiét b1 thuc hién viéc chuyén tiép cac tin hiéu, dinh
huQng, khuéch dai tin hi¢u... nhu: B khuéch dai (Repeater), bd tap trung (Hub), bd dinh
tuyén (Router)...
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»  Mang khong day:

Heé théng mang may tinh sir dung phuong tién truyén thong khong déy, c6 thé 1a song
radio, birc xa, hong ngoai hay song truyén qua vé tinh.

Mang khong day c6 kha ning thyc hién cac két ndi moi noi moi thoi diém, ma khong
can s dung cac thiét bi két noi cong kénh phirc tap nhu mang co6 day.

=7
i~

/4
Hinh: Mang khong day

Pé t6 chire mot mang khéng day don gidan can co:

o Dlem truy cap khong day WAP (Wireless Access Point): La thiét bi ¢6 chirc ning
két ndi voi may tinh trong mang, ké ndi mang khong day voi mang cé day.

e MJbi may tinh tham gia vao mang khong day diéu phai c6 vi mang khong day
(Wireless Network Card: Card mang khong day).

Nguoi ta thuong sir dung bo dinh tuyén khong day (Wireless Router) ngoai chirc nang
nhu diém truy cap khong day, con c6 chirc ning dinh tuyén dudng truyeén.

» Phan logi mang theo chirc nang:

Phan loai mang theo chtrc ndng, mang may tinh dugc chia lam 2 loai: Mang ngang hang,
mang khach — chu.

*  Mang ngang hang (Peer —to Peer):

May tinh B
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Hinh: M6 hinh mang ngang hang (Peer —to Peer)
- Tat ca cac may tinh diéu binh dang nhu nhau.
- Mbdi méy vira cung cip tai nguyén vira dung chung tai nguyén ciia may khac.
Nhuoc diém:
- Chi thich hop v6i cac mang mo hinh nho.
- Tai nguyén dugc quan ly phan tan.
- Ché d6 bao mat kém.
Uu diém: Xay dung hé thong mang va bao tri don gian.
»  Mang khdch — chu (Client - Server):

May chu 12 may tinh dam bam bao viéc phuc vu cac may khach bang cach diéu khién
vi€c phan bo tai nguyén (phan cing, phan mém) nam trong mang v6i muc dich st dung
chung. May chu thuong c6 cau hinh manh, luu trit dugc lugng 16n thong tin phuc vu
chung.

May khach 13 may sir dung tai nguyén do may chua cung cap.

May khach D
Hinh: M6 hinh mang khach — chi (Client - Server)

M5 hinh khach chi ¢6 wu diém 1a dit lidu duoc quan ly tap trung, ché do bao mat tét,
thich hop cac mang trung binh va l6n.

Vi du: Cac may tinh trong truong hoc dugc ndi mang, mQt may chu co c4u hinh manh
va bd nhd 16n Iuvu trir cac phﬁn mém ung dung, chira thong tin vé hoc sinh, gido vién, két
qué bai kiém tra, bai thi, phin mém hoc tap... Cac may khac khai thac thong tin & may
chu, dong vai tro may khach.

5.1.2. LQT ICH CUA VIEC NOI MAY TiNH THANH MANG
Chia sé tai nguyén
Chia sé tap tin, sir dung chung dir li€u, tai nguyén nhu dia ciing, may in...

Tiét kiém tai chinh

Giang vién: Lé Thi Thu 100



Trung tam TT&NN Bai giang Tin hoc dai cuong

Ngay nay, hau hét nhimg mang may tinh bao gdm nhiéu may tinh nho boi vi ching c6
mot ty 1€ gid thanh va hi¢u qua tot hon nhitng may tinh 16n.

Mang mady tinh cho phép ngudi 14p trinh & mot trung tim mdy tinh nay c6 thé sir dung céac
chuong trinh tién ich cuia mot trung tdm may tinh khac dang roi, s€ lam tang hi¢u qua kinh té
cua h¢ thong.

Kha ning mé rong

C6 thé ting hiéu qua cua hé thdng mot cach dan dan khi khéi lugng cong viée ting bang
cach cai thém nhiéu bd vi xur ly.

M&éi trudong truyén thong:

Mang c6 kha nang két hai hay nhiéu nguoi lai véi nhau bat ké & vi tri cach xa nhau hang
van dam.

5.2. GIOI THIEU CAC DICH VU PHO BIEN TREN INTERNET
5.2.1. KHAI THAC THONG TIN DUA TREN CAC TRANG WEB
a. Truy cap thong tin tir trang Web

Dé truy cap dén trang Web, ta phai sir dung mot chuong trinh tmg dung chuyén biét dugc
goi la trinh duyét Web (Browser). C6 nhiéu trinh duyét Web khac nhau, thong dung nhat la
cac trinh duyét Internet Explorer, Mozilla Firefox, Google Chrome...

Internet Explorer Mozilla Firefox Google Chrome Co Rom+

Trinh duyét Web gitp nguoi dung truy cap cac trang Web, tuong tac vdi cac tai nguyén
khéc cta Internet.
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Hinh: Giao dién trinh duyét web Mozilla Firefox
Cac thao tac thuong dung khi st dung trinh duyét web:
- Truy cap t61 mot Website hay mot trang Web.
- Luu mot hinh anh c6 trong trang Web.
- Download mot tap tin.
- Luu ndi dung trang Web vé 6 dia.

b. Tim kiém théng tin trén Internet

Tim kiém theo danh muc dia chi hay lién két dugc cac nha cung cap dich vu dat trén trang

web:
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Hinh: Muc tim kiém trén trang bao Dan tri
(http://www.dantri.com.vn)
Tim kiém nho cac may tim kiém (Search Engine): Google (http://www.google.com),
Yahoo! (http://www.yahoo.com.vn) ...
[ B o e . R NS . L

€ - C B hitps//www.google.comyn W

+Ban Gmail Hinhanh i EGERNETED

O

Vlet Nam

Tim vé&i Google Xem trang ddu tién fim duoc

Google.com.n hign d& c6 bang céc ngén ngli- English Frangais i3 (i)

Hinh: Céong cu tim kiém Google (http://www.google.com)
5.2.2. THU TIN PIEN TU

a. Khai niém

Thur tin dién tir (E-mail): La mot dich vu cho phép ngudi str dung co thé chuyén va nhan
cac thong di€p voi ndi dung va pham vi khong gidi han, thong qua mang Internet va cac phan
meém quan ly E-mail.
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Thong di¢p (Message): La nhiing thong tin ma ngudi su dung can trao d6i v6i nhau.
Thong diép duoc chuyén vao mdy tinh théng qua cac thiét bi nhdp nhu: Ban phim, may
quét... va duoc mdy vi tinh chuyén thanh dang thong tin dic biét dé c6 thé truyén di thong
qua céac hé thdng v6 tuyén hodc hitu tuyén.

Mail server: La trung tim diéu khién va quan 1y dich vu thu tin dién tir (c6 thé xem nhu
1a trung tAm buu dién ngoai thuc té). Khi nguoi giri chuyén mot thu tin di, thu nay s& dugc
chuyén dén may chu quan 1y thu va sau d6 may chit Mail s& chuyén dén ding dia chi cua
nguoi nhan duge ghi trong thu théng qua hé théng mang may tinh.

May ih/_(LFRQ_'\' Ngudi nhan

Ngusi gui

Théng diép
Hinh: Chu trinh géi-nhan E-mail

Nguoi giri (Sender): La nguoi truc tiép mudn thong tin ciia ho dugc chuyén dén ngudi
khac thong qua mdt chuong trinh chuyén nhén thu tin dién to (E-mail Program) dugc cai dat
trong may tinh.

Trén thuc té c6 rt nhiéu loai chuong trinh cho phép nguoi dung giri va nhan thu bang
may tinh nhu: Outlook Express, Pegasus Mail, Netscape Messenger... 1a nhitng chuong trinh
phéi cai dat vao may; hodac cac web mail khong phai cai 1én may, chi st dung thong qua trinh
duyét web nhu: Yahoo mail, Hotmail, Vol.van.vn mail, FPT mail... Tuy theo thi hiéu cua
nguoi dung va tinh nang cua tung chuong trinh ma nguoi dung cé thé chon cho minh mot
chuong trinh thich hop.

Nguoi nhan (Receiver): La dbi twong ma ngudi giri mudn chuyén thong tin dén thong
qua chuong trinh chuyén va nhan thu tin nhu da noéi trén.

Tai khoan (Account): La mot noi chira cac thu tin ban guri di va nhan vé, hay xem nhu 1a
mot cai tu. Chia khoa dé mo ti nay chinh 1a tén cua tai khoan (Username) va ma s0 tai khoan
ma nha cung cip dich vu Internet di cung cép (hay duoc goi 1a “mat khau” - Password).

Ciu tao ciia dia chi E-mail:

bia chi E-mail = Tén dai dién hop thu + @ + Tén ctia may chu E-mail

Vi du: teacher@freemail.agu.edu.vn, webadmin@agu.edu.vn, charles@yahoo.com...

b. Uu diém, nhwoc diém cia viée sir dung E-mail

> Uu diém, nhirge diém ciia viéc sir dung E-mail

- Mot e-mail c6 thé duoc gui tir quoc gia ndy dén quoc gia khac chi trong vai phut
va dam bao toi duge ngudi nhan néu nguoi giri da dé ding dia chi.
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Mot e-mail c6 thé gui cho rat nhiéu nguoi, & nhi€u vi tri khac nhau.

- Van tdc truyén e-mail chi vai gidy dén vai phit va chi phi rat nho, khong dang ké
so voO1 gui qua duong buu dién.

- Céc tap tin tai liéu c6 thé duoc giri kém theo e-mail thay vi phai in 4n giri qua buu
dién hay gui fax.

- C6 thé giri kém theo e-mail cic tap tin 4m thanh, hinh 4nh va video.
> Nhuoc diém cia viée sir dung E-mail

E-mail 14 cong cu dic luc gitp lan truyén virus may tinh thong qua Internet. Ngay nay,
viéc sur dung e-mail da trd thanh pho bién, dicu do ciing c6 nghia la kha nang lay lan virus
may tinh s€ cao hon.

c. Sir dung cac dich vu quan ly E-mail

> Gioi thiéu Web Mail

Dich vu Web mail 14 trinh gtri nhan thu dién t&r dugc tich hgp trén mdt trang web cua mot
website nao do.

Khi st dung Web mail may tinh chi cAn c6 mét trinh duyét web (Internet Explorer,
Netscape, hay bat ky trinh duyét nao ho trg tai file va hinh) va c6 két noi Internet.

Tat cd cac tac vu lién quan dén thu nhu doc, viét va gui thu déu dugc thuc hién trong
trang web cuia nha cung cap dich vu. Tat ¢ cac e-mail déu dugce luu va quan ly trén server cia
nha cung cap dich vu e-mail.

> Cdc diéu kién can thiét dé sir dung dich vu E-mail:
- C6 mdt may vi tinh hoat dong duoc ndi v6i Internet

- C6 mot chuong trinh giri/nhan thu tin duoc cai dit san trong may, hodc mot trinh
duyét web dé str dung web mail.

- C6 mot tai khoan E-mail.
»  Cdch mo mot Web mail
Budc 1: Mé trinh duyét web.

Budc 2: Nhap dia chi cua web mail vao hop Address (chinh 1a dia chi cua trang web trén
do c6 chay chuong trinh e-mail).

Vi du: Yahoo mail (http://mail.yahoo.com), Gmail (http://www.gmail.com)

Budc 3: Nhap tén tai khoan (username) va mat khau (password) dé truy cap hop thu (néu
da co6 tai khoan) hoac dang ky mat tai khoan mail méi néu chua c6 tai khoan trén web mail do6
(tuy theo web mail ma ban phai cung cap nhirng thong tin ¢4 nhan dé tao dugc tai khoan).

» Cdc thao tac thuong dung voi dich vu quan Iy E-mail:
* Tao va quan ky e-mail méi.
* Nhan, doc, trd 101 va gui e-mail cho nguoi khac.
= Sip xép e-mail.
= Loc cac e-mail nhan dugc.

= Tao lap va quan 1y s6 dia chi.
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Hinh: Dich vu Web mail cua Yahoo mail (http://mail.yahoo.com)
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Hinh: Dich vu tao Web mail ctia Google gmail (http://mail.google.com)
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