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Trang 1
GIOI THIEU VE MO PUN TIN HQC VAN PHONG

VI TRi, TINH CHAT CUA MO PUN:

Vi tri: M6 dun duoc bo tri sau khi sinh vién hoc xong cac moén hoc chung,
tin hoc dai cuong va trudc cdc moén hoc, mé dun dao tao chuyén mon nghe.
Tinh chat: La m6 dun k¥ thuat co s& nghé bat budc.

MUC TIEU MO PUN:

Str dung Internet nhu 1a cong cu nham phuc vu cho vi¢c hoc tap ctia minh;

Thao tac dugc cac cong cu trong bd phan mém Microsoft Office hodc phan mém
ngudn md Open Office;

St dyng thanh thao phan mém soan thao vin ban (Microsoft Word hoidc phan
mém ngudn md Open Office Writer) dé tao cac tai liéu dat tiéu chuan theo qui
dinh;

St dung phan mém bang tinh (Microsoft Excel hodc bang tinh trong Open Office
Calc) dé tao 1ap, biéu dién cac kiéu dir liu: s, chudi ky tw, Thoi gian, biéu d6 va
1ap dugc cac bang tinh...

St dung phan mém trinh dién (Microsoft PowerPoint hoic trinh dién trong Open
Office Draw) thiét ké cac bai bao cdo, chuyén dé mot cach chuyén nghiép.

B6 tri 1am viéc khoa hoc dam bao an toan cho nguoi va phuong tién hoc tap.

NOI DUNG MO PUN

Téng quan vé Internet

Dich vy World Wide Web — Truy cép Internet
Tong quan vé phan mém xu 1y vin ban
Trinh bay van ban

Xtr Iy bang biéu

Bao mat va In an

Téng quan vé Excel

Ham trong Excel

Do thi va In 4n

Téng quan vé Powerpoint

Hiéu ung va trinh dién



Trang 2
BAI 1: TONG QUAN VE INTERNET

Gioi thiéu:

Inerternet c¢6 thé dinh nghia 1 mang cua cac mang may tinh (Network of
Networks) str dung giao thitc TCP/IP. Tir mot dy an nghién ciru, phat trién mang
thong tin may tinh dua trén cong nghé chuyén mach goi (packet switching
technology) phuc vu nghién ctru, phat trién cua Bo qudc phong My giira nhirng nim
1960, Internet ngay nay da tré thanh mang ctia cadc mang thong tin may tinh toan
cau, dugc két ndi v6i nhau trén co s& bod giao thuc trao dbi dir liéu TCP/IP
(Transmission Control Protocol/ Internet Protocol), dap img ngay cang phong phu
hau hét cac dich vu thong tin lién lac cua xa hoi, tién tGi trd thanh ha téng thong tin
lién lac duy nhét ctia x3 hoi thong tin tuong lai.

1. Khai niém vé Internet

1.1. Nhirng khdi niém co ban vé mang mdy tinh va internet

Viéc ndi may tinh thanh mang tir 1au da tro thanh mot nhu cau khach quan vi

- C6 rét nhiéu cdng viéc vé ban chat 1a phan tan hoac vé thong tin, hoic vé xir
ly hoic ca hai doi hoi co su két hop truyén thdng véi xu Iy hoic st dung
phuong tién tir xa.

- Chia sé céc tai nguyén trén mang cho nhiéu nguoi sir dung tai mot thoi diém

(6 cng, may in, 6 CDROM . . )

- Nhu cau lién lac, trao d6i thdng tin nho phuong tién may tinh.

- Cac ung dung phan mém doi hoi tai mot thoi diém can co nhiéu nguoi su
dung, truy cap vao cung mot co so dir liéu.

* Pinh nghia mang may tinh

Mang may tinh 1a tap hop cac may tinh doc lap (autonomous) dugc két ndi voi
nhau théng qua céc duong truyén vat ly va tuan theo cac quy udc truyén théng nao
do.

Khai niém may tinh dgc ldp dwoc hiéu 1a cac may tinh khéng c6 may nao co
kha nang khoi dong hoac dinh chi mgt may khéc.

Cac duong truyén vdt Iy dwege hiéu 1a cac mdi truong truyén tin hiéu vat Iy (co
thé la hiwu tuyén hodc vo tuyén).
Cac quy wéc truyén thdng chinh la co so dé cac ‘may tinh c6 the "noi chuyen” duroc
véi nhau va 1a mét yéu té quan trong hang dau khi néi vé cong nghé mang may
tinh.

/\II

1.2. Lich sir mang may tinh

1969: Dua vao su dung thir nghiém mang thong tin may tinh trén co s& cong
nghé chuyén mach géi (packet switching technology).

1977: Thir nghiém thanh cong viéc két ndi ba mang thong tin may tinh ciia ba
truong dai hoc 16n & M§ bang giao thirc TCP/IP.

1986: Viéc dua vao sir dung mang NFSNET, mang Backbone Internet tdc do
cao (34Mbit/s - 45 Mbit/s) phuc vu cho nghién ctru, giang day da kich thich sy phat
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trién manh mé cua Internet trong cong dong nghién ciru va gido duc & My va cac
nudc Tay Au.

1990/1991: Internet dugc thuong mai hod voi su ra doi cua td chire khuyén
khich phat trién va sir dung Internet "Xa hoi Internet" (Internet Society), bat dau thoi
ky phat trién bung n6 cua Internet. Tir ddy, Internet da thuc sy trd thanh mang théng
tin may tinh cta toan xa hai.

1997: Pi ¢6 hon 100000 mang théng tin may tinh duoc két ni trong Internet
toan cAu voi hon 15 triéu may cha va 50 triéu nguoi st dung. Nguoi ta du doan
nhimg con sb nay sé ting gip do6i sau mdi nam.

Thoi gian dau, Internet chi cho phép cac t6 chtrc phi loi nhuén s dung boi vi
phan 16n thong tin duoc cung cap tir cac t6 chirc khoa hoc qudc gia, co quan quan
tri hang kkong va khong gian, va by quoc phong My, v6i ngén quy lay tir chinh phu.
Nhung khi cac hé thong mang cong ty bat dau bung nd, ngudi ding co thé truy cp
cac Website thuong mai - cac Website nay khong sir dung tir ngan qui chinh phu.
Vao cu01 nam 1992, xuat hién nha cung cap thong tin thuong mai dau tién - Delphi
- cung cap dich vy day du trén Inernet cho khach hang. Va sau d6, mot vai nha cung
cap khac ra doi.

Ngay nay, khong ai kiém so4t toan bo Internet ma mdi nha quan tri mang chi
quan 1y phin mang cta to chirc minh. Tuy nhién dé Internet phat trién theo mot
chiéu huéng thong nhat, W3C c¢6 nhiém vu theo ddi cic chudn vé Web, phat trién
c4c giao thirc truyén thong chung trén Internet. W3C cung cip cac théng tin, cac ma
tham khao, cac nguyén mau (prototype), cac ung dung cho ngudi dung va cic nha
phat trién, nagy nay W3C co tru s¢ ddt tai My, Chau Au va Nhat.

C6 thé ké dén nhimg yéu tb chinh thuc day su phat trién manh mé cua Internet
ma thuc chat 1a viéc mé rong thuc hién két ndi mdt cach mém déo va tin cay cac
may tinh va cic mang mdy tinh v&i nhau trén co sé bd giao thirc trao doi dir liéu
TCP/IP sau day:

Viéc sir dung bo giao thirc TCP/IP trong hé diéu hanh UNIX dé thyc hién trao
d6i dit lidu gita cac tién trinh trén mot may va gilta cac may dugc két ndi trong
mang. UNIX 1a hé diéu hanh dugc st dung rong rai tir 1983 trong cac trudong Pai
hoc va cac Vién nghién ctru &6 My.

K¥ thuat vi xtr Iy va cdc may tinh c4 nhan PC (Personal Computer) ra do1 vao
gitta nhiing nam 1980 va ngay cang dugc hoan thién, nang cao vé cong suat tinh
toan va tién loi trong giao dién su dung, da thyc sy rat ngan khoang cach gitra ngudi
str dung va céc thiét bi tinh toan, lam cho may tinh thdm nhép ngay cang séu vao tat
ca cac linh vuc ciia doi séng xa hoi va thuc day nhu cau két ndi may tinh va mang
may tinh.

NFSNET, mang xuong séng Internet ra doi ndm 1986 ¢ My véi téc do truy
nhap dudng truc 14 45 Mbit/s, d3 nang cao mot budc co ban vé dai thong va chat
luong truy nhap mang, dap ung duoc yéu cau trao doi thong tin ngiy cang cao trong
cong dong nghién ctru va giang day.

Vi¢ce su dung hé théng tén mién (DNS) da lam cho viéc truy nhap Internet tré nén
don gian va tién loi.
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1.3. Mang may tinh va loi ich ciia mang.
Nhu cau ciia viée két ndi mang may tinh ‘
Viéc noi may tinh thanh mang tir lau da tré thanh mot nhu cau khach quan vi

- CO rat nhiéu cdng viéc vé ban chat 1a phan tan hodc vé thdng tin, hodc vé xu
ly hoic ca hai ddi hoi c6 su két hop truyén théng véi xur Iy hoic st dung
phuong tién tur xa.

- Chia sé céc tai nguyén trén mang cho nhiéu nguoi sir dung tai mot thoi diém

(6 cting, may in, 6 CD ROM . . .)

- Nhu cau lién lac, trao d6i thdng tin nho phuong tién may tinh.

- Cé4c mg dung phan mém doi hoi tai mot thoi diém can cd nhiéu nguoi sir
dung, truy cap vao cung mot co s& dir liéu.

2. Str dung Internet

2.1. Trao dbi E-mail va tap tin qua mang Internet

Phuong thirc gt va nhéan thu
Pé nhan thu dién tir, nguoi dung can thuc hién céc thao tac sau:

- Kho1 dong Outlook Express

&

- Kich chudt vao nat sendirecv hodc vao muc menu Tools\Send and Receive\Send
and Receive All.

- Hop biéu dién tién trinh s& cho ngudi dung biét duoc tién trinh giri va nhan thu.

- Trong khi gtri/nhan, nguoi dung ciing c6 thé ngung cong viéc ndy bang cach bam
nut Stop. Hodc bam nut Hang up when finished dé huy két noi t&i1 hop thu.

W Dutlook Express Ea
g i Checking for new messages on mailymnoen’.. |0 !

Receiving mescage 12 of 37...

[ Hamng up when finished

Tasks ] Emors |
Tasks 1! Status | Connection
* Check for new messages on ‘malvnny,..  Execuling wn
0 of 1 tasks have completed successfullpy 4=

Hop biéu dién tién trinh giri/nhan thu

Luwu y: Néu ngudi dung chua khai bao mat khau truy cdp hop thu trong Account
tuong tng thi Outlook Express s€ yéu cau ngudi dung phai nhap vao mat khau truy
nhap hop thu dé thuc hién viéc két ndi t6i hop thu va tai thu tir hop thu vé hay giri
thu do di.

Tao méi1 mot bire thu



Trang 5

Dé tao mbi mot birc thu, ngudi dung chi kich chudt vao nat wsi. trén thanh
Toolbar.

Man hinh New Message xuat hién cho nguoi ding soan thao birc thu dé giri di.

Mot bire thu thong thudng duge cau triic lam 02 phan: phan tiéu dé va phan ndi dung
thur.

Phin tiéu dé sé c6 mdt s6 muc sau:

Dia chi nguoi nhan (To): La dia chi cua tit ca nhitng ngudi nhan buc thu.

Pia chi cua ngudi déng nhan (CC): Vé chirc ning nhitng dia chi thu trong
phan CC ciing s& nhan dugc thu giong hét nhu trong phan To. Tuy nhién vai tro cua
nguoi nhan thu lai khac nhau.

Dia chi cua ngudi dong nhan dau tén (BCC): nhiing dia chi trong phan nay
déu nhan dugc buc thu gui téi. Tuy nhién khac véi phan CC, trong phan tiéu dé cua
btrc thu duoc gutri di s€ khong cé dia chi cua ngudi nhan d6 mdc du nguoi dé van
nhan dugc thu. Phan BCC s€ xuat hi¢n khi nguoi dung Kich chudt vao nut

T8 hogc EACe:,

Tiéu dé cua bt thu (Subject): Thong thuong d6 1a dong chir biéu thi cho toan bo
noi dung buc thu.

Cha y: Néu co nhiéu dia chi trong phﬁn To hay CC cua btre thu thi cac dia chi nay
phai dugc viét phan cach nhau bdi dau cham phay (;).

Phin ndi dung thu:

Trong phan nay, ngudi ding co thé tiy ¥ soan thao ndi dung bic thu theo ¥ muén cua
minh.

Gied . @i | "7 Thue hign dinh kem file =lo >cj
o . -
Vi s
e | % Bria e hi gied t]n.l- e | - |
Seerud st fgr,r skt ach Pr-iori:y

[CEY To: [phond@ibfc . com .ﬂ/

ey e | I Tieu de thw |

Subject: [Chuong trinh dao tac Oracke moi —

Axtach: [ Chuong brinh dao tao Cracle.doc (S66 KE)

f File diml loé m (e co} ]

= =] [0 =1 = | B o O =

BF C higén d4 cd chueong trinh dao tao mdi nhit «w& CSODL Oracle 9i |

=
_—
L
Mgi dung caa
thour rmowe o gurd O
=l

1 =

Man hinh New Message dé tao mot buc thu
Pinh kem file vao birc thw

Nguoi dung cé thé dinh kém bat ky mot file dit liéu nao vao trong ndi dung
cta birc thu. Khi d6 toan bg file dinh s€ dugc gui di cung véi bire thu té1 hop thu

ctia ngudi nhan. Tai ddy ngudi nhan co thé tai vé va luu file dinh kém 1én dia hay
truc tiep mé file.
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Pay 1a mot hinh thirc truyén tai liéu rat pho bién thong qua con dudng thu dién tu.
Dé thyuc hién viéc dinh kém file, nguoi dung thuc hién theo cac budc sau:
- Kich chuét vao nit ¢6 biéu tuong dinh ghim 0 trén thanh ToolBar hoac chon
churc nang Insert\File Attachment.

- Hop thoai Insert Attchment hién ra cho phép nguoi dung tim va chon tén cua file
thong tin dinh kém. Bam niit -Attachment dé thuc hién viéc dinh kém file.

- Mot bire thu ¢6 thé ¢6 nhiéu file dinh kém khéc nhau.

Luwu y: Khong nén dua qua nhiéu file dinh kém vao trong thu vi nhu vay thu giri di
co thé c6 dung lugng qua 16n. Nhu vay s€ ton nhiéu thoi gian dé gui va nhan thu.
Kiém tra thw va doc thu

Cong viéc kiém tra va doc thu con duoc goi 1a Check mail. Sau khi ngudi dung da
bam nut Send/Recv d¢ thuc hién nhan va chuyén thu. Cac thu gui téi hop thu cia
nguoi dung déu sé dugc tai vé may tinh cua minh. Thong thuong, cac thu tai vé déu
dugc dat trong Folder Inbox va Folder nay sé dugc thé hién dudi dang chir nét dam.
Chuyén t6i Folder Inbox, cac thu trong Folder s& duoc hién ra trong danh sach phia
bén phai. C6 mot s6 dac diém trong danh sach thu ma nguoi dung can biét:

- Tén thu c6 nét ddm cho biét thu d6 chua duge doc. Nguoc lai, tén thu do s€ co nét
nhat.

- Cac thu ¢ file dinh kém, s& c6 mot biéu twong kep gidy nam phia bén trai.

[Thﬁngﬁuénguﬁgiﬁﬂm] [ Tiku dé bic the ] [ Ngay gid' nhin the ]
® | From | Subject |Receved | ]

(EIBFC - Do Quang Tao ] info: Oracle? Co the bi xuyen thung! 1f24/2002 11:56 PM
1030 Duc Thang wﬁ% — 1/30/2002 11:33 PM
2)Phan th e Bao C Chirnét thutmg ==> Thw di doc j 2t 12108 AN

{£)Dao Duc Thang Template 2/3/2002 1:51 AM
(E1BFC - Do Quang Tao Fw: B0 Gia dao bao 2/19/2002 11:50 PM
Chii nét d3m ==> Thw chwa doc tu 18/02/02 den 010302 3f3/2002 1:41 &M
3M10f2002 12:07 ...

i Nguyen Duc Phuc 4/8/2002 2:25.. —

|«

Danh sach thu c6 trong Folder

Pé doc thu, ngudi ding chi can don gian chon thu can doc trong danh sach thu phia
bén phai. Toan b ndi dung cua birc thu tuong tng s€ dugc hién thi & ngay man hinh
phia phia dudi.
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Tuy nhién,{ Ym d6c Bio mit cila avidson 3 lén néng béc bb ni

I chi tric trén. Ong ta cho rin I3 khong cdng bang. Trong

miail giri ch o Mullen, dng ta cho biét Oracle 43t 1hnng béo cha Litchfield & v tri “w a0
nhdt”, vi ¢ wy én can rang ching qyp moi vic iy phy thujc vao cach hidu din

“khéng hé nao ma thﬁu

6 hitu bpmg dinh ghim
Bruce Schneier, nha séng lip dng thoi 13 Gl fic Cong nghé| ==> Thu co dinh kim file
Securnity, Ihéng 1h5n phat bigu: “Téi khiing thll: nhirng khiu hié
té Tir "khdng lhn b xuyén Ihung mang

ctia ho khéng thé bi xuyén lhung_. thi

Khi Oracle ndi phan mém J‘

No6i dung bure thu

Thu ¢6 file dinh kém thi s& c6 mot biéu tuong kep gidy nam ngay goc trén phai.
Nguoi dung khi nay c6 thé tai file dinh kém vé may hodc m¢ file dinh kem ra xem.
Pé lam duogc diéu nay, ngudi dung can:

- Kich chudt vao biéu tuong kep giay.

- Trong hop thoai Windows Attachment Warning, ngudi dung ¢6 thé ‘giép tuc chon
Open it néu muon m¢ file dinh kém luon, hodc chon Save it to disk dé Iuu gitr file
nay vao may tinh.

Open Attachment W arning E

“ey Opening
\-I) (s 225pg

Some files can contain vinuses o othanwise be hammiful B your
cofmpubed. | is impoitant bo be cetain that thiz file is o &
trusstworthy source.

Ywhat would wou ke bo do with this flie?

[V Always ask before opening this type of file

[ ok ]| camca |

Hop thoai xac nhan m¢ file dinh keém hay ghi 1én dia
Tra loi thw

Nguoi dung co thé tra 101 tat ca cac burc trong Folder thu. Trong thu tra 161, dia chi
gt to1 (dia chi To) s€ chinh 1a dia chi ciia ciia ngudi da gui bire thu dén hdp thu cia
nguoi dung trude do6 (dia chi From).

Ngudi ding c6 thé chon chire ning Reply £ 3 guri thu tra 10 t6i chi duy nhat dia
chi cia nguoi da gui bire thu (phan From cua buc thu gui dén).

Hoic ngudi dung ciing ¢ thé chon chue nang Reply All @ g gui thu tra 101 téi
dia chi ctia ca nguoi da gui bure thu (phan From cua bure thu giri dén) lan dia chi cua
nhiing ngudi khéc ¢6 nhan dugce bic thu (phan CC cua buc thu gui dén).
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Noi dung ctia thu ban dau s& duoc thé hién ngay trong burc thu gui tra nhung duoc
danh dau & phia bén trai cia moi1 dong thu.

Trong bt thu tra 16i, ngudi dung ciing c6 thé dwa vao d6 cac file dinh kém tuong
tu nhu trong phan tao thu.

Xo0a thw

Dé x6a mot buc thu nao do, ngudi dung chi can don gian chon tiéu dé cua buc thu
can xo0a roi bam nut Delete trén ban phim.

Luu y: Khi x6a mot buc thu, Outlook Express s& chuyén thu d6 vao trong Folder
Delete. Vi vay d€ xo6a han thu nay, nguoi dung can phai xéa ca buc thu co trong
Folder Delete.

2.2 Tao hop thw (dia chi)email mién phi trén Gmail.

Co rat nhiéu dia chi web ta c6 thé tao dugc mot dia chi thu mién phi nhu
Yahoo.com, hotmail.com, vietfun.com,...

Huéng dan tao hom thu mién phi trén Yahoo.com
- GO dia chi www.yahoo.com
- Chon Email hoac Chekmail
- Chon Sign Up Now
- Chon Sign Up Now ( Tai 6 Free Yahoo! Mail)

YAHOO! Mail &7 TR

Welcome to Yahoo! Mail

¥ahoo! Maill offers a vanety of email solutions to fit your needs.

Free Yahoo! Mail Yahoo! Mail Plus rew Custom Email Address
Loaded with Great Features Incredible Tools, Incredible Value Email Made Just For You
* Fraa 4MB storage * POP Access & Forwarding = tour own domain
+ State-of-the-art spam protaction + Largar attachmants * Parsonalizad email address
+ Advancad virss protaction # Extra Storage, and rmoral (®x: ma@my-own-nams.com)
* Starting at $29,9%/ year » Profassional amail sclution

[@x: sales@widgetdesigns.com)
* Starting at §$35 vear

Sign Up Now Sign Up Now Sign Up Now
Lasrn Maore Learn More

- YahoolD: G& tén hom thu can tao (Khéng ddu, khéng cdch)

- Password : G& mat khau ( it nhdt 6 ky tw, phdi tat ché do gé tiéng Viér)
- Retype password: G& lai mat khau

- Sercurity Question: Chon cau hoi tity chon (chon bt ky)

- Your answer: G& vao cau tra 10i (it nhat 4 ky tw)

- Birthday: Go6 ngay thang nam sinh
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- Gender: Chon gidi tinh
- First / Last name: Go ho va tén dém
- Langgue: Chon ngdn ngit
- Zip Code: G0 ma nudc
- Industry : Chon nghé nghiép (chon bat ky)
- Title : Chon chirc vu (chon bat k)
- Enter the word: G& tir hién thi & hop dudi
- Chon Submit this form

3. Tim hiéu vé Internet

3.1. Pinh nghia mang may tinh va muc dich caa viéc két néi mang

* Pinh nghia mang may tinh

Mang may tinh 1a tap hop cac may tinh doc lap (autonomous) dugc két ndi voi
nhau théng qua cac duong truyén vat ly va tuan theo cac quy udc truyén thdng nao
do.

Khai niém may tinh déc lap dwoc hiéu 1a cac may tinh khdng c6 may nao co
kha nang khoi dong hodc dinh chi mot may khac.

Cac duwong truyén vat ly duwoc hiéu 1a cac méi truong truyén tin hiéu vat Iy (co
thé la hiru tuyén hodc vo tuyén).
CA&c quy wdc truyén thdng chlnh la co 56 dé cac may tinh co the noi chuyén" diroc
véi nhau va 1a mét yéu 6 quan trong hang dau khi néi vé cong nghé mang may
tinh.

* Nhu cau caa viée két ndi mang may tinh

Viéc ndi may tinh thanh mang tir 1au d4 tré' thanh mot nhu cau khach quan vi

/‘II

- C6 rét nhiéu cdng viéc vé ban chét 1a phan tan hoac vé thong tin, hoic vé xir
ly hoic ca hai doi hoi co su két hop truyén théng véi xir ly hoic sir dung
phuong tién tir xa.

- Chia sé c4c tai nguyén trén mang cho nhiéu ngudi str dung tai mot thoi diém
(6 cing, may in, 6 CDROM . . )

- Nhu cau lién lac, trao d6i théng tin nho phuong tién may tinh.

- Cé4c mg dung phan mém doi hoi tai mot thoi diém can cd nhiéu nguoi sir
dung, truy cap vao cung mot co so dir liéu.

3.2. Pic trung Ky thuit cia mang may tinh:

Mot mang may tinh c6 cac dac trung k¥ thuat co ban nhu sau:

* Puwong truyen

La thanh t6 quan trong ctia mot mang may tinh, 14 phuong tién dung dé truyén
cac tin hiéu dién tir gitra cac may tinh. Cac tin hi¢u diéu tir d6 chinh la cac théng
tin, dit liéu duoc biéu thi dudi dang cac xung nhi phan (ON_OFF), moi tin hiéu
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truyén gitra cac may tinh véi nhau déu thudc song dién tir, tuy theo tan sé ma ta co
thé dung cac duong truyén vat 1y khac nhau

Dic trung co ban cua duong truyén 1a giai thdng nd biéu thi kha nang truyén
tai tin hiéu caa duong truyeén.

Thdng thuong ngudi ta hay phan loai duong truyen theo hai loai:

- Puong truyén hitu tuyén (cdc may tinh duoc ndi véi nhau bang cac day cap
mang).

- Puong truyén vo tuyén: cac may tinh truyén tin hiéu véi nhau théng qua cac
song vo tuyén véi cac thiét bi didu ché/giai diéu ché & cac dau mut.

* K§ thuat chuyén mach:

La dic trung ky thuat chuyén tin hiéu gitra cac ndt trong mang, cac ndt mang
c6 chac nang hudng thong tin tai dich nao do trong mang, hién tai co cac ky thuat
chuyén mach nhu sau:

- Ky thuat chuyén mach kénh: Khi cé hai thuc thé can truyén théng véi nhau
thi gitra chdng sé& thiét 1ap mot kénh c¢é dinh va duy tri két ndi d6 cho toi khi hai bén
ngat lién lac. Cac dir liéu chi truyén di theo con duong ¢ dinh do.

- K¥ thuat chuyén mach théng bao: thong bao l1a mét don vi dit liéu cia nguoi
str dung ¢6 khuon dang duoc quy dinh trudc. Moi thong bao co chira cac thong tin
diéu khién trong d6 chi rd dich can truyén téi cia thong béo. Can cir vao thong
tin diéu khién ndy ma mdi nat trung gian cé thé chuyén théng bao téi nut ké tiép
trén con duong dan téi dich cua thong bao

- K§ thuat chuyén mach goi: & ddy mdi thdng bao duogc chia ra thanh nhiéu goi
nho hon duoc goi la cac goi tin (packet) cé khudn dang qui dinh trudc. Mdi goi tin
ciing chaa céc thong tin diéu khién, trong d6 c6 dia chi ngudn (ngudi giri) va dia
chi dich (ngudi nhan) cua goi tin. Cac goi tin caa ciing mot théng bao cé thé duoc
goi di qua mang téi dich theo nhiéu con dudng khac nhau.

* Kién tric mang

Kién trdc mang may tinh (network architecture) thé hién cach ndi céac may
tinh véi nhau va tap hop cac quy tic, quy uéc ma tat ca cac thyuc thé tham gia truyén
thdng trén mang phai tuan theo dé dam bao cho mang hoat dong tot

Khi n6i dén kién trdc cia mang nguoi ta mudn néi téi hai van dé 1 hinh trang
mang (Network topology) va giao thirc mang (Network protocol)
- Network Topology: Céch két ndi cac may tinh véi nhau vé mat hinh hoc ma
ta goi la td pd cta mang
Cac hinh trang mang co ban do la: hinh sao, hinh bus, hinh vong
- Network Protocol: Tap hop cac quy uéc truyén thdng gitra cac thuc thé truyén
théng ma ta goi la giao thuc (hay nghi thac) caa mang
Cac giao thurc thuong gap nhat 1a : TCP/IP, NETBIOS, IPX/SPX, . ..

* Hé diéu hanh mang

Hé diéu hanh mang 1a mot phan mém hé thong c6 cac chuc nang sau:

- Quan ly tai nguyén cua hé thong, c4c tai nguyén nay gom:

+ Tai nguyén thdng tin (vé phuong dién luu trir) hay ndi mét cach don gian
la quan ly tép. Céac cong viéc vé luu trir tép, tim kiém, x04, copy, nhom, dit cac
thudc tinh déu thuoc nhom cdng viéc nay

+ Tai nguyén thiét bi. Piéu phdi viéc st dung CPU, c4c ngoai vi... dé toi uu
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hoa viéc sur dung
- Quan ly nguoi dung va cac cong viéc trén hé thdng. Hé diéu hanh dam bao
giao tiép gitra ngu’(n su dung, chuong trinh tng dung véi thiét bi caa hé thong.
- Cung c4p c4c tién ich cho viéc khai thac h¢ théng thuan loi (vi du FORMAT
dia, sao chép tép va thu muc, in 4n chung ...)
Céac hé dieu hanh mgng théng dung nhat hién nay la: WindowsNT, Windows9X,
Windows 2000, Unix, Novell.

4. Cac dich vu trén Internet

4.1. World Wide Web

World Wide Web (WWW hay Web) 1a mét dich vu moi nhét va c6 hiéu qua
nhat trén Internet. WWW véi nhitng dic trung cua riéng nd ciing véi to hop cac dich
vu thong tin di bién no trd thanh mot dich vu rat hiru ich nhung lai rat d& hiéu. Néu
khi ching ta can FTP thi client FTP s& cho phép chiing ta c6 thé truy nhap vao tai
nguyén cua FTP. Néu chling ta can WAIS thi client WAIS s& cho phép ching ta truy
nhéap vao WAIS server. Néu 1a client Gopher thi ¢6 thé néi v6i Gopher server. Con
trinh duyét Web c6 thé cho phép ching ta truy nhap vao tat ca cac dich vu trén va
con hon thé nira. Tai lisu WWW duoc viét bang ngén ngir HTML (HyperText
Markup Language) hay con goi la ngon ngir si€u van ban. Dudi dang nguyén thuy
no giong nhu van ban binh thuong nhung né c6 thém mot s6 1énh dinh dang. HTML
bao gém nhiéu cach lién két v6i cac tai nguyén FTP, Gopher server, WAIS server
va Web server. Web server trao doi cic tai lieu HTML bang giao thac HTTP
(HyperText Transfer Protocol) hay goi 1a giao thtc truyén siéu van ban. Vi mot
cach dinh dang dac biét boi cac 1énh cia HTML, ta biét duoc c6 su lién két véi siéu
van ban khac hay khong bang cach nhan biét qua viéc gach dudi mot cum tir. Khi
d6 nguoi dung chi viée kich chudt thi trinh duyét s& tu dong chuyén téi két ndi do.
Néu d6 1a mot tai liu HTML thi trinh duyét chi don gian 1a hién thi vin ban d6. Néu
dé 1a mot thu muc ciia mot tai nguyén FTP thi trinh duyét s€ 1iét ké danh sach thu
muc va thé hién noi dung béng mot loat cac két ndi véi tén sau khi cac thu muc con
va céac tép da duoc liét ké day du trén thu muc. Khi chling ta kich vao tép thi lién két
phuc héi thanh tép va hién chiing néu c6 thé hoic truyén nd dén nguoi str dung. Ciing
nhu trén, theo cac lién két thi mot Gopher Server hién thi mét thuc don tir chinh
Gopher Server d6. Lién két xac dinh thyc don mc cao nhét hoic bat cr thuc don
nao trong hé¢ théng thuc don bac cua Gopher. Mbi mét thu muc don hoat dong nhu
mdt lién két siéu vian ban dan toi thuc don con.
Pé sir dung trinh duyét dd hoa, ngudi dung 1a cic cong ty hay céac truong dai hoc
phai két ndi IP vao Internet. D6i voi ngudi sir dung tai nha riéng thi can két ndi SLIP
hozc PPP dé st dung trinh duyét d6 hoa. Vi ngudi dung thong qua cac may két ndi
Internet hodc két ndi Internet don gian s€ khong duogc hd trg trinh duyét Web dd hoa
ma chi sir dung trinh duyét dang ky tu va do vy, khong thé ¢ hinh anh d6 hoa dep.
Viéc dich vu WWW c6 thé cho phép két ndi cac thong tin trén quy mo 16n, sir dung
don gian da giap no tré thanh mot dich vu quan trong trén Internet. Tai lieu HTML
c6 kha nang cung cap cac ndi dung co gia tri va cac thong tin b6 ich, don gian. Chi
can mot 1an kich chudt 14 c¢6 thé truy nhap vao cac Server thong tin & bat cir dau.
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4.2. E-mail
E-mail - viét tit cta Electronic Mail (thw dién tir) 1a mot dich vu duoc trién
khai trén cac mang may tinh cho phép nguoi dung co6 thé giri thu cho nhau.

O day “thu” la mot tép dang text, hanh dong chuyén thu duogc thuc hién theo
phuong thire truyén gui cac tép nay trén cac duong truyén dan ctia mang. Trong
nhiéu truong hop thu con co tu dong nghia 1a thong di€p (message), ding ra thong
di€p can duogc hiéu 12 mot thu ngan khong vuot qua mot cau.

E-mail 1a dich vu co ban phét va pho thong nhat trén mang, 12 nén tang dé xay dung
mot van phong khong giay (paperless office).

*Cac mo hinh hoat dong cia dich vu E mail:

- M6 hinh théng diép truc tiép: Theo md hinh nay, cac thong diép dugc gui truc tiép,
ngay lap tirc t&1 cac may dang hoat dong trén mot LAN.

- M6 hinh hop thu lwu: La mb hinh khéch-chﬁ cua dich vu thu dién tir, theo do
chuong trinh thuc hién dich vu nay dugc viét thanh hai phan chuong trinh chay ddc
lap tuong doi:

+Chuong trinh phia Client (khach) chay trén cac may tram lam viéc cia mang va
phan phia Server (chu) chay trén may chu cua mang. Nguodi dung soan thao thu, an
dinh dia chi nhan va “ra 1énh” gt thu thong qua chuong trinh client vé mdy chu cua
mang.

+ Chuong trinh Server don nhan cac thu gt tir Client, luu trir vao cac hop thur luu.

+MJbi ngudi dung cling nhan va doc thu cia minh bang cach dung chuong trinh phia
client duyét danh sach céac thu giri cho minh va doc thu quan tam.

+Chuong trinh Server ciing c6 thé phat tin hiéu bao c6 thu cho nhimg ngudi dang
lam viéc trén mang.

- M@ hinh Internet Mail: La mé hinh lién két cac hop thu luu trén Internet, mdi hop
thu luu cho mot vung. Néu tit ca cac lién két dang dugc thuc hién, thu s€ dugc
chuyén dép hop thu luvu dich trong vai gidy, trudng hop nguoc lai nd sé duoc chuyén
budc qua timg hop thu luu va cac dudng lién két dang thyuc hién dé dén dich cudi
cuing.
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Bai tdp va sin phdm thwc hanh
Kién thirc:
Céu 1: Hay mo trinh duyét Internet Explore va truy cap vao trang web:
mail.yahoo.com hay gmail.com.

Céu 2: Tao mot hop mail yahoo hay Gmail cho minh, sau d6 thuc hién theo
CAC Y8U cau sau:
- Goi mail cho chdng ta cua minh
- G6i mail cung mdt lac cho nhiéu nguoi
- Thyc hién gdi moét attach file cho chinh hdp mail cia minh
Ky nang:
Bai tap ung dung: Hudéng dan khai thac Web qua mail:
Dich vy Agora
Pé lay trang web qua mail tir dich vu Agora, ta thuc hién nhu sau:
+G6i dén mot trong cac dia chi sau (Nhap dia chi vao vung to)
Agora@dna.affrarc.go.jp
Agora@kamakura.mss.co.jp
Agora@www.eng.dmu.ac.uk
+ Trong phan noi dung thu danh cau lénh sau:
Send<dia chi trang web> hoac resend<dia chi mail > <dia chi web>
Dich vu Getweb
Pé lay lay vé trang web qua mail tir dich vu Getweb, thuc hién nhu sau:
+ G&1 mdt trong cac dia chi sau:
Getweb@usa.healthnet.org
Getweb@unganisha.idrc.ca
W3mai@gmd.de

CHI DAN POI VOI HQC SINH THU'C HIEN BAI TAP UNG DUNG

1. Bai tap umg dung phai thuc hién dung trén may tinh gido vién giao cho.
2. Kiém tra cac Gmg dung chay trén may tinh va hudng dan sir dung trudce khi
thuc hién 1é€nh.
3. Thyc hién ddy di cdc budce chuan bj khi thyuc hién 1énh khai thac web qua
mail
. st dung mg dung theo qui dinh va thao tac ding cac 1énh.
5 Téng diém va két cau diém ciia cac bai nhu sau:
Téng sb diém t6i da cho bai: 100 diém, két cau nhu sau:
a, Phan thuc hanh khi thuc hién : Téng cong 70 diém
b, Phan chinh x4c va nhanh chéng : 30 diém
- Thoi gian thuc hién bai tap vwot qua 25% thoi gian cho phép sé khong dwoc
danh gia.
- Thi sinh phdi tuyét doi tudn thii cdc qui dinh an toan lao déng, cdc qui dinh ciia
xwong thuc tdp, néu vi pham sé bi dinh chi thuc tap
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Panh gia két qua hoc tap

Két qua
Cach thuc va Piém thuce
TT | Tiéu chi danh gia phuwong  phap | :. hién cua
. o toi da ‘e
danh gia nguoi
hoc
| Kién thirc
1 Cac cau lénh dung dé vao 1
mail.
: Van dap, doi
1.1 | Liét ké day du cac muc trong | .4 Vg’i n6i | 0.5
mail i dung bai hoc
1.2 | Liét ké day du cac ca phap 0.5
1énh trong mail ’
2 Chtrc nang, nguyén ly lam 2
viéc cua man hinh IE
2.1 | Néu day du cau tao cia man | Lam bai ty ludn, | o5
hinh IE d6i chiu véi noi
2.2 | Trinh bay cong dung va |dung bai hoc 1
nguyén 1y lam vi¢c cua céc
1&énh trong mail.
2.3 | Trinh bay dung céach thuc hién 0.5
cac Iénh.
3 Pham vi ting dung cua IE,mail 2
- . ) —{ Lam bai ty luan,
31 | Néu ding thuyc chat cua| 44: chidu voi noi | L
IEmail 7 dung bai hoc
3.2 | Trinh bay day du dac diém cua 0,5
mail
3.3 | Néu dung pham vi tng dung 0,5
cua cac I¢nh trong 1E,mail
4 Trinh bay man hinh va cach | Lam bai tu luan, | 1,5
thuc hién 1énh do1 chiéu véi ndi
dung bai hoc
5 | Chon ché do lam viéc va cach | Lam bai ty luan | 1,5
thue hién 1énh hop Iv. va trac nghiém
5.1 | Néu cach chon lénh phu hop | d01 chiéu voi noi | o5
dung bai hoc




Trang 15

5.2 | Trinh bay dung cach thuc hién 0,5
Iénh.
5.3 | Trinh bay cach chon dudng 0,5
dan dén 1énh chinh xac
6 Trinh bay dung k¥ thuat thuc Le}m b.’;lri tu luan,
hién 1énh doi chiéu véi ndi | 2
dung bai hoc
Cong: 10d
Il |K¥ nang
1 Nhén biét mot sb giao dién cua | Quan §ét hir]h
IE anh, doi chiéu
N .. |2
vO1 ndi dung bai
hoc dé nhan biét
2 |Van hanh thanh thao mot s6 |Quan sat céc thao
1énh trong IE. tac, doi chiéu voi 3
quy trinh vén
hanh
3 Nhén biét va str dung cac loai | Quan sat hinh
Iénh phu tro trong mail mot | anh, ky hi¢u Cé;C
cach thanh thao loai’ Iénh  doi1 9
chiéu voi n(f)j
dung bai hoc dé
nhan biét
4 Phan biét va phan loai cac loai | Quan §ét Céc
1énh trong mail. Iénh, do1 chiéu 3
v01 ndi dung bai
hoc dé nhan biét
Cong: 10d
111 | Thai d¢
1 Tac phong cong nghiép khi vé | Theo doi viéc | 4
1.1 |Di hoc diy du, ding gio thue hien, doi), 5
chiéu vdi ndi quy
1.2 | Khong vi pham ndi quy 16p hoc | cpa truong. 1,5
1.3 | Tinh céan than, ti mi Quan sat viéc
thue hién bai tap |1
2 Dam bdo thoi gian thyc hién bai | Theo do1  thoi
tap gian thyc hién |2

bai tap, doi chiéu
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vai thot gian quy
dinh.
3 Pam bao an toan thuc hanh va 4
3 sinh o6 hie
Y M SRR Ry : Theo doi vige
3.1 |Tuén thu quy dinh v€ an toan | thyc hién, ddi 15
khi thyc hién Iénh trong mail Chiéu Vo quy ’
3.2 |Déy dii bao hd lao dong( quan | dinh v€ an toan L5
40 bao ho, gidy, thé hoc sinh...) | va vé sinh cong | =~
hia
3.3 | V¢ sinh phong may thuc hanh nEmiep
, ) 1
ding quy dinh
Cong: 10d
KET QUA HQC TAP
‘n , as < Két qua | . Két qiia
Ti€u chi danh gia thwe hién He¢ so hoc tap
Kién thirc 0,3
Ky nang 0.4
Thai do 0,3
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BAI 2: DICH VU WORLD WIDE WEB -TRUY CAP WEBSITE

1.Gioi thiéu:

Pay 1a dich vu méi va phat trién manh trén Internet. N6 bao g6m nhiéu chirc
nang, cong thém kha nang tich hop duoc hau hét cac dich vu hi¢n co6 trén Internet.
World Wide Web cho phép ta truy cap duoc Gopher, Wais, FTP, st dung Telnet,
Finger.

Web hoat dong theo mé hinh client/server. Cac khach hang giri yéu cau (request) vé
mot tai litu HTML (tire 1a khach hang gui URL cua tai ligu) t61 Web server, Web
server dung thong tin vé URL dugc cung cap dé xac dinh trang Web va tra 101.

recuest (LRL) N
Fa
Mieh bronser  reaponse (i) Meh zerwer n

=
f
Sk

Client Server

Trang Web duoc tra vé cho khach hang co thé 1a trang Web tinh nghia 1a n6
duoc tao ra va luu trir tu trude khi c6 yéu cau (Web server chi don thuan 14y né va
tra vé ) hodc 14 trang Web dong nghia la n6 dugc Web server tao ra dua trén yéu cau
va cac thong tin cung cdp cua khach hang, c6 thé dua trén sy hd tro cta cac phan
mém g dung nao do.

M3&i khi ¢6 yéu cau tir phia khach hang thi mot két ndi (connection) giita khach
hang chay trinh duyét Web va Web server dugc thiét 1ap, sau khi Web server phuc
vu xong yéu cau thi két nbi d6 dugc hity di. Nhu vay moi két ndi gitra client va server
chi dugc thiét 1ap trong qua trinh trao d6i thong tin diéu nay lam giam mat do sir
dung dudng truyén trén mang.

Cac tai liéu World Wide Web dugc viét bang ngon ngt HTML, hay con goi
la Hyper Text Markup Language. N6 cho phép ta mo ta cac moi lién két gitra cac tai
liéu v6i nhau va cac mdi lién két t6i cac dich vu Internet khac. Web truyén céc tai
liéu HTML thong qua mdt giao thue goi la HTTP (HyperText Transfer Protocol).

Céc tai lieu HTML bao gdom kha ning lién két toi rat nhidu dang thong tin
khac nhau nhu van ban, hinh anh, am thanh v.v...

Tuy nhién do kha ning hd trg multimedia nhu vay, chi nhitng ngudi c6 duong
két nd1 toc d cao vao mang Internet moi ¢6 kha nang tan dung hét cac khia canh uu
viét cua dich vu World Wide Web.

HTTP (HyperText Transfer Protocol) la giao thirc dung trong viéc trao d6i thong
tin giita trinh duyét Web va Web server. Giao thic nay hd trg va truyén céc thong
tin dudi nhiéu dang khac nhau nhu vin ban, hinh anh, 4m thanh, v.v... theo chuan
MIME (Multipurpose Internet Mail Extension).
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URL (Uniform Resource Locator) 1a mot phuong thic dé tham chiéu t6i mot tai
nguyén bat ky trén Internet. URL duoc st dung trong cac dich vu thong tin trén
Internet nhu Gopher, WAIS, WWW, v.v... Mdi mdt trang Web c6 mot URL duy
nhit dé xac dinh trangWeb d6. Ca phap cia URL c6 dang nhu sau:

protocol://host name[:port]/path/filename-----

hoac protocol:// IP address[:port]/path/filename

Trong do:

+ protocol 13 giao thic dung dé truy nhap va ldy thong tin. Co 3 giao thirc
thuong dung 1a HTTP (Hypertext Transfer Protocol), Gopher protocol va
FTP.

+ Host name 13 tén ctia may c6 thong tin can tra ctru.

+ IP address 1a dja chi IP ctia may c6 thong tin can tra ciru.

+ port 1 cong trao ddi thong tin (tham sb nay co thé c6 hoic khong).

+ path 1a duong dan toi noi chira thong tin.

+ filename 14 tép dugc trd téi (néu 1a HTML thi ¢6 phan mo rong 1a.htm hay.html ).
Vi du:

http://www.microsoft.com/catalog/order.htm
http://203.160.0.110/vninfo/index.htm

Hyperlink 14 cac siéu lién két gitip ta di chuyén (navigate) gitra cac trang Web. Mbi
hyperlink tré téi URL ctia mot trang Web, néu ta nhan con tro cua chudt vao
hyperlink nay thi trang Web d6 s& dugc hién thi.

Web page 1a trang Web trén d6 thong tin ¢ thé duoc biéu dién dudi dang van ban,
hinh anh, am thanh hoac cac doan phim. Trang Web dugc luu trit dudi dang file co
phan md rong 1a htm hodc html. Trén mot trang Web c6 thé chtra cac lién két
(hyperlink) t6i nhiing trang Web khac, diéu nay gitp nguoi ding co thé truy cap
duogc thong tin & rat nhiéu trang Web khac nhau.

HTML (Hypertext Markup Language) la ngdn ngir dé tao nén cac trang Web. HTML
dung cac thé (tag) dé mo ta ciu triic ciia mot trang Web va cac lién két toi cac trang
Web khac.

Muc tiéu:

- Mo ta duoc dich vu World Wide Web trén Internet;

Cai dat va str dung duoc cac trinh duy¢t internet thong dung;

Trinh bay cac sir dung thu dién tir ( E-Mail);

Trinh bay dugc dia chi Internet.

- Thuc hién céac thao tac an toan véi may tinh.

Noi dung .
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2. Dich vu World wide web

2.1. Trang chu

Internet Explorer (IE) la phan mém duyét Web ctia hang Microsoft va dugc tich hop
ngay trong h¢ diéu hanh Windows 9x, Windows NT va Windows2000,...

/El Mew Page & - Miciozoft Intemnet Explores =l=] x|

Ele Edit View Fgvorites Tocls Help —
dagack - = - 2P 2] 2F  @hseach  [djFavorkes  dHestoey | - B - =] ¥
Aghdeess [ ] Pt p: [ reeee easte G v g Tussgeang e =] s Links

B G, H0C, CONG MGHE W MR TRIUOMG: - M NIESTRY OF SCIEMGCE TEGHPLOGT & N RO WCHT

e, Mang Khea hec, Cang ngh va Mdi trudng

L

Khéi tao Word, sid dung trg givop Help va thoat khai Weoerd:

| - _Search |

B gidirgg WS Word Mat ciich khae nhow S48 khd toe Weord. by Windawa Frogram Mansger hafe 10

Bal giéng MS Excel File Manager, tif BS3-D0S, va bing cac lya chan ding 1énh khac.
Bl gldng AS Acdass 1.1 Kh3 taoc Word

Bl ghang HTRL . - T 3 Y

. . ) Ta cd this kha Lsan Word tir Windowas Pmt(ru roa Ml rEEe T hu.':i:: 2 Fhle I'IFII.I.:IU!E!."._

Bal gidng phan cing hofic b déu nhdc cun MS -THOS
Datt Wieus 1.1.1 Kh&i tao Word tif Windows Program Manager
Hudng odn i dyng mong Mhay dap vao bidu tgng Microeoft Word trong oira a8 nham Microsoft Office

trong Pregram Manager.

Khi cla a8 cis Word xudt hidn, a2 ef mét van van ban trong vé mat hép thosi

cfe meo trong ngdy (Tip of the Day) Ta cbd the khei thic cdec meo niy bing -
T s e ol e vl P ! i - -

-l LJ_J

0] Pt fenser oot ey v Dssohanen sl B Intennet

H1. Man hinh hién thi trang Web trong IE
Man hinh IE bao gdm céc thanh phan chinh sau:
- Tiéu dé: Hién thi tiéu dé cta trang Web hién tai.
- Menu: Cho phép nguoi sir dung thuc hién cac 1énh thong qua cac muc chon Menu

- ToolBar: Cho phép nguoi str dung co thé thuc hién 1énh thong qua vi¢c kich chudt
mot cach nhanh chong.

- Dia chi trang Web: Nguoi sir dung nhap vao dia chi cua trang Web mudn hién thi.
- Man hinh chinh: Phan hién thi noi dung ctia trang Web.

- Thanh trang thai: Hién thi thong tin b6 sung.

= . Tiéu dé

Phén nay hién thi thong tin vé trang Web hién thoi

; Hotel Reservation - Microsolt Internet E xplorer

Titu dé cua

Nt chive nang: Phéng to,
trang Web thu nhé va déng cra s6

H2. Tiéu dé trang Web
<. Menu trong |IE
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Cho phép nguoi sir dung thuc hién céc 1énh thong qua cdc muc chon Menu.

H¢ thong menu trong cac phan mém noi chung cling nhu trong IE ndi riéng déu bao
gom hai loai menu chinh:

- Menu Bar: Phan menu nam trai ngang ngay trén man hinh. M6i muc trén menu
thuong chira mdt nhém cac muc menu con khac.

Cac che d%
the hign cla

I8

iZac cong oy khac od
kEt nd1tdn IE nho:
mail, news, message, ..

Cac muc
menu lién
quan dén file

; L :
|J Eile EElt Wi FQVtE”tES IDDﬁHEEﬁ .

Menu Bar cda IE

Thanh phan gitip d&
tnzc tuyen cua [E
(hing tigng Anh)

Clac tign ich, Té chive, ey gity
Copy, cut, cac trang Web
tim kifm,... cha ngwdi ding

H3. Menu Bar trong IE

Menu Pulldown: Phan menu chira cac muc chon thuc hién 1énh cu thé hodc
chtra tap hop cac muc chon khac. Ti€p theo, ta xem xét 1an lugt cac Menu Pulldown
sau: File, Edit, View, favouries.

Luu y: Ta chi chu trong vao cac chirc nang hay dugc sir dung

Menu File: Cac muc menu lién quan dén file

| Ele Edt Yiew Favoites Jools H 'M& moi, leu gii file
chwa trang Web

\M In trang Web hién

b thoi ra may in

Send >
Import and Export... Lam wéc & cheé dg Offline, tam thei khong
Properties / két|noi toi Internet (ché do tiét kiém)
Work Offfine
Close

-

3 e
‘Pong trinh duyét Web

H4. Menu File trong trinh duyét IES
Menu Edit: Cac tién ich, copy, cut, tim kiém,...



Edit

Wiews  Favortes  Tools

Chrl+
Chrl+C

Select Al

[+,

Citrl+F -

Eind [on Thiz Fage]...

Trang 21

Tién ich cit, sao
chép, dan phén vin
bhan trong trang Web

Tim kiém doan vin
han trong trang Weh

HS. Menu Edit trong trinh duyét IE
Menu View: Cac ché d6 thé hién cua IE

View Fawvoites Tool
T oolbars
Status Bar
Explorer Bar

4 Thay d6i cac thanh phén
v : !] caa trinh duyeét IES

GoTo

Refresh

- Encading r
Source

Full Screen F11 g—

Piéu chinh font chii thé

/ hién trong trang Weh

Xem trang Weh &
ché 46

toan man

H6. Menu View trong trinh duyét IE

Menu Favorites: To chirc, luu giit cac trang Web ctia nguoi ding

Favoites Tools Help

Add to Favorites. .
Organize Favorites. ..

(] Links

Lwu trang Web
~ " hién thei vao kho

H.7 Menu Favorites trong trinh duyét IE

<, Toolbar trong IE

Cho phép nguoi str dung c6 thé thuc hién 18nh thong qua viée kich chudt mot cach

nhanh chéng.

Tre Thai Tré ve In
lai  pén nap Nap trang trang
trang trang trang Webh Web ra
tredre tiép Weh trang chi may in
l tiwu eh j
S 3 & B .=
Back Fomwand Stop Hﬂrﬂh Stm:h leﬂ Histoey Pent Edi Diecuss
_ ~ - L A .
v v

Piéu khién viéc hién
thi trang Webh

Tién ich tim
kieém, lvu gii, ...

Tién ich bo sung khac

H.8 Dién giai mot sé chirc nang chinh trén thanh ToolBar
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Phan dia chi
Nguoi str dung nhdp vao dia chi cia trang Web mudn hién thi.

MBJi trang Web déu c6 mét dia chi phan biét goi 1a dia chi URL.

et Back » = & 2] 4} Doearch [ajFfavorkes (PHstory | The O [M] - 5] T
Addeess [i‘l it f Fommmes_ mecysad . Qo W fEuabgiarg,hakgiandg. bm 3 i"":‘“

H.9 Dia chi trang web trong IE
{Giao

thitc

(_A_\

http:/ivwww.rational.com/training/se/example/hotel/index.htm
L AN iy

. e
bIién dia chi Chi tiet dia chi

H.10 Cac thanh phan cta mot dia chi trang Web

- Giao thure: hién tai c6 nhiéu loai giao thirc dang dugc st dung trén mang Internet.
Tuy nhién c6 hai loai giao thirc hay gap nhat la: http — giao thirc truyén trang Web
va ftp — giao thuc truyén file.

- Mién dia chi: cac dia chi duoc phan dinh theo cac mién khac nhau va ching dugc
ngan cach nhau baéi dau cham .. Déi véi cac trang Web cua Vi¢t Nam, mién dia chi
thuong dugc gan lién véivn. Vi du:  www.moste.gov.vn, www.moet.edu.vn,
www.fpt.com.vn

- Thong thudng mdi tén mién dia chi ing véi dia chi web server.

- Chi tiét dia chi: 13 dia chi cu thé cta trang Web tai Web server c6 chtra né.
Man hinh chinh

Man hinh chinh thong thuong bao gom ba phan chinh

- Phan dau: nam & phia trén ciing cua trang Web.

- Phan danh muc lién két: thuong nam doc phia bén trai cua trang Web

- Phan ndi dung chinh: thuong 1 phan c6 dién tich 16n nhat va nam phia bén phai.
Phan nay hién thi ndi dung cua trang Web.

Céc thong tin hién thi trong trang Web dudi dang: van ban, hinh anh, d6 hoa,
am thanh,... Mot doan van ban hay hinh anh lai c¢6 thé c6 cac lién két toi cac trang
Web khac. Nhimg doan van ban hay hinh anh thugc loai nay thuong co mAu sac bién
d6i khac v6i mau sac ciia doan van ban hay hinh anh khong c6 lién két. Khi dua
chudt toi nhitng noi c6 chira lién két thi hinh dang ctia chudt thuong bi bién doi
(thong thuong 13 bién thanh hinh: ban tay).

C6 3 thanh phéan chinh trong mét dia chi trang Web:


http://www.moste.gov.vn/
http://www.moet.edu.vn/
http://www.fpt.com.vn/
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Phin diu trang Web
/ aii
e EM  Yew Fgeomen Jooh  Hep Ea
ek - = - D A D Dk Gifewte ey |- S E- v

Agidreis :’.]'-l: Tewen mryzete geee or MowgareyEasars bee | "'] Pt Lirks
f
Mang Khoa hoc. Cong nghé va Méi trudng
B O, O, Cwas sl vk Rl Tt - Aol b ST Y OF SO NG TR0 DG & DR AT
©JL emon | seocn | vrieisse | Changers
]
-
Khai tgo Word, sd dung trg ginp Help v thoiat khéi Waord:
B gidng MS Weed Mt céch khée nheu 38 kb tao Word vr Windowas Frogram Menager hoge v
Bl ging MY Exced File Manager, t7 ME.I0S, v bfing cic e chon dang linh khisc
B geang M Acce 1.1 Khai tas Word
Bl g BT AL -
T ct thé kha tao Word t7 Windowa Frogeam Mansger hodic 12 Fhla Mansger
B geang phin cing hofe 0f dfiu nhfc cos M3 -DOS
D Vi LL1 Khai tao Ward 0 Windowe Program Manager
SN D0n L0 Eung mang Nhay dop vho bdu tang Microsoft Word trong cde 84 nham Microeoft O fFice
rang Frogram Mansger
Hbo oot a8 cos Werd xudt bndn, a2 of mdt vAn van Ben treng va mdt hip thess
che men trang ngay (Tip of the Dav) Ta o8 1:-'.Tkr.:-'. thic cfe mep nav bdng =]
T . .- L L . . . TR
&]l'ﬂ:p:.ljli-ﬂ*im!w-w\bﬂw*m- | W irteer

Phin danh

muc Lién két Phan néi dung

Thanh trang thai

Hién thi trang théi ctia chuong trinh IE ciing nhu cta trang Web duéi dang cac thong
bao.

Thanh trang thai nam ¢ phan dudi cuing cia man hinh trinh duyét IES.

' i - - "' i | o

2 it [l maste gow. vrybagiangword_him 0 Interet

H.11 Thanh trang théi cta trinh duyét

6. Cac chtic nang chinh cua ie5

Di chuyén trong IE

Cong cu Tac dong Str dung khi

E:; / Quay trd vé trang trudc ba vao tur hai trang tré 1€n
P v Quay tré vé trang sau Da vao tur hai trang tré 1€n

Foaward

g Dirng viéc tai trang Web  Khi muén xem tiép trang khéac

Khi dang dimg ma muén tai lai trang

Nap lai trang Web a6

Refrezh



Trang 24

2 A 2 Pang ¢ trang bat ky mubn vé tran
) Tro vé trang khoi tao ans & Y &
Home ‘ dau tién

S?E:h Tim kiém Khi khong c6 dia chi chinh xac

=] Luwu cac dia chi trang wa Khong mudn 1an sau vao ma phai lai
Favorites thich g0 lai dia chi

H%y Luwu cac trang Web di vao Doc lai khi khong két ndi

d Giwi va nhian thw chinh

Mai chii

= .

In cac trang Web

firt

Quay tré lui
Pé quay lai trang dau ching ta c6 thé thyc hién cac cach sau:

- Nhay chudt vao nat Back lién tuc cho dén khi ching ta dat duogc trang khoi dau
(Dé dung tinh ning nay chlng ta ciing c6 thé sir dung t6 hop phim ALT va miii tén
sang trai). Bang cach nay ching ta s& quay tr¢ lai noi Chl]ng ta khot déu hodc 1a cac
trang trudc do6 nhung cach nay cham, tuong d6i mat nhiéu thoi gian néu ching ta da
duyét qua rat nhiéu trang.

- Nhay vao hinh miii tén tro xuéqg bén canh nit 1énh Back chung ta s& thay mot
danh sach bang chon tha xuong hién thi danh sach cac trang ching ta muon chuyén
téi

- Nhay chudt vao nut Iénh Home (hodc chon Home Page trong bang chon Go) ching
ta s€ quay tro lai trang Web khai dau chung ta st dung IE.

Tién vé truoc

Mot diéu moi ngudi thuong hay nham 1an khi sir dung IE d6 13 nuat 1énh
Forward (hodc chling ta c6 thé sir dung t6 hop phim Alt va mili tén sang phai ciing
nhu 13 st dung 1énh Forward trong bang chon Go). Trong phan trudc chling ta nhay
chudt vao cac siéu lién két sau d6 ching ta st dung nut 1énh Back dé quay vé cac
trang trude d6 chlng ta mudn tré lai. Néu ching ta da sir dung 1énh Back ching ta
hay thir str dung nat 1énh Forward, ching ta s& thdy diém Web ma chlng ta vira tir
do quay lai s€ duoc hién thi.

Tranh nhim 14n chiing ta cé thé tham khio tinh niing ciia hai nit 1énh Back va
Forward:
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Back: Nhay chudt vao nat Back dé xem tai liéu ma ching ta vira tir 4o chuyén toi
thong qua mot siéu lién két. Néu chiing ta van gitr ntt 1énh Back ching ta sé& tiép tuc
chuyén nguoc lai mot loat cac trang ma ching ta da chuyen td1 trong phién lam viée
nay. Khi nat 1énh Back tré thanh mau xam va khong thé dung duogc ching ta da
chuyén t6i trang dau tién ching ta thiy trong phién lam viéc nay. Dé chuyén lui toi
mot diém x4c dinh, ching ta chi don gian nhay vao miii tén tro xudng bén canh nut
1énh Back sau d6 ching ta chon trang chiing ta mudn chuyén ti trong danh sach céc
trang trong bang chon tha xuéng vira hién ra.

Forward: Chon nut 1énh Forward dé chon lai diém ma chdng ta vira tir d6 toi. Néu
trong truong hop ching ta chua dung nut 1énh Back nut 1énh Forward s€ khong co
tac dung va no6 s& dugc hién thi dudi trang thai hinh mo, Cing giong nhu véi nut
1énh Back chiing ta c6 thé chon mili tén tha xudng canh nit 1énh Forward dé hién thi
danh sch bang chon cac diém ching ta da tr¢ lui tir d6. Viée ndy s& lam tiét ki¢m
thoi gian cho chung ta

Str dung thanh History Explorer

Pé hién thi thanh History Explorer ching ta nhay vao nut 1énh History trén thanh
cong cu chuan hoic chuyén té1 bang chon View, chon 1énh Explorer Bar, sau do
chon 1énh History. Khi d6 cira s6 viing lam viéc sé& chia d6i, thanh history Explorer
xuat hién & bén trai ving lam viéc. Pay thuc sy 1a mot tinh nang kha hiru ich. Danh
sach dugc liét ké trong phan 1/4/99 1a tat ca cac diém ma chiing ta da truy xuét trong
ngay 4-1-99. Khi ching ta chon mét diém bt ki IE s& md rong diém do, liét ké tat
ca cac tai liéu cac trang ching ta da truy nhap trong phién ban lam viéc trude do...

2.2.Tim hiéu cac dia chi trang web

STT | Domain Mo ta
1 com Céc t6 chire thuong mai doanh nghiép
2 edu Céc t6 chirc gido duc
3 gov Céc t6 chire chinh phu
4 Int Céc t6 chirc quoc té
5 Mil Céc t6 chirc quan sur
6 Net Mot mang khong thudc cac loai phan vung khac
7 Org Cac t6 chirc khong thudc mot trong cac loai trén
Céc trang web cia mot $O truong Pai hoc
Pai hoc Bach khoa HCM www.hcmut.edu.vn
Dai hoc Bach khoa Ha Noi ~ www.hut.edu.vn
Pai hoc Can Tho www.ctu.edu.vn
Hoc Vién BCVT www.ptit.edu.vn
Cac Website pho bién nhat
< Viét Nam Net WWw.vnn.vn
< VNN Sai gon saigon.vnn.vn

2 VNN Da Ning danang.vnn.vn


http://www.ptit.edu.vn/

2 FPT Ha Noi
S FPT Sai gon

S Phuong Nam Net
< SaiGon Net
Cac béo-Truyén hinh
< Sai gon giai phong
< Nguoi lao dong
2 Tudi tré
< Thanh nién
< Bao anh Viét Nam
S Saigon
S Ha Noi
Céc dia phuong
S Sai gon
< Ha Noi
< Hai Phong
2 Hué
2 Pa Ning
2 Can Tho
Cac tap chi tin hoc-may tinh

< Tin hoc & Nha truong

S Congty T&H
2 Vi tinh Sai gon
< IT Park
< Internet Today
Mua ban-thwong mai-di chg
< Quang cao
2 Rao vat PTDD
S Giaca
2 Mua sim
2 Mua sim
< Siéu thi
& Thuong xa
S Hoa
< Rao vat
< Siéu thi
S Tranh
< www.tuviglobal.com
S TUVl.vietshare.com
< www.thuongviet.com
< www.tamlinh.net
S www.trochoiviet.com
< www.nghenhac.go.to
< www.webduhoc.com
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www.fpt.vn
www.hcm.fpt.vn

www.tlnet.com.vn
WWWw.saigonnet.vn

WWW.SgQp.org.vn
www.nld.com.vn
Www.tuoitre.com.vn
www.thanhnien.com.vn
vhagency.com.vn
www.htv.com.vn
WWW.Vtv.org.vn

www.hochiminhcity.gov.vn
www.thudo.gov.vn
www.haiphong.gov.vn
www.huevietnam.com
www.danang.gov.vn
www.cantho.gov.vn

www.thnt.com.vn
www.tnt.com.vn
www.vtsaigon.com
www.itpark.com.vn
www.vnn.vn/i-today

vnwebshop.com
www.raovatdtdd.com
bttt.vasc.com.vn
WwWw.webmuasam.com
www.24hoursn.com
www.vietnambook.com.vn

www.thuongxavn.com
www.hoaxinh.com
Www.webraovat.com
vdcsieuthi.vnn.vn
www.bachvangallery.com


http://www.saigonnet.vn/
http://www.sggp.travel-vn.com/
http://www.vtv.org.vn/
http://www.cantho.gov.vn/
http://www.vnn.vn/i-today
http://www.vietnambook.com.vn/
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< www.vietnamwebsite.net

3.Cai dat trinh duyét internet Explorer

Thong s6 dé cau hinh ADSL Router
K¢ét noi vao mang VDC:
WAN Configuration
VPI: 8
VCI: 35
ENCAPSULATION: PPPoE LCC
User name: tén truy nhap
Password: mat khau
Két nbi vao mang FPT:
WAN Configuration
VPI: 0
VCI: 33
ENCAPSULATION: PPPoE LCC
User name: tén truy nhap
Password: mat khau
Két ndi vao mang Viettel:
WAN Configuration
VPI: 8
VCI: 35
ENCAPSULATION: PPPoE LCC
User name: tén truy nhap
Password: mat khau

Trong phan TCP/IP setting clia may tram ching ta chi can add thém thong tin sau
Default Gateway: 10.0.0.2 (dia chi IP cua router)

Preferred DNS Server: 203.162.4.190 (VDC) [/ 210.245.31.130 (FPT) /
203.113.131.1 (Viettel)
Alternate DNS Server: 203.162.4.191 (VDC) /210.245.31.10 (FPT) / 203.113.131.2
(Viettel)

Trén day la nhimg thong sO thiét yéu nhat dé Chung ta co thé st dung internet, con
sau day 12 mot sd thong tin thém tuy theo nhu cau str dung cac ching ta c6 thé dung
hay khong 1a tuy y:

Dé router tu dong cép IP cho cac may tram(DHCP Server):

LAN Configuration

IP Address: 10.0.0.2

Subnet mask: 255.0.0.0

DHCP Server: Enable

User Defined Start Address: 10.0.0.4

User Defined End Address: 10.0.0.254

DNS Configuration

Preferred DNS Server. 203.162.4.190 (VDC) [/ 210.245.31.130 (FPT) /
203.113.131.1 (Viettel)
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Alternate DNS Server: 203.162.4.191 (VDC) / 210.245.31.10 (FPT) / 203.113.131.2
(Viettel)

Sau khi cdu hinh router theo nhu trén ddy trong phan TCP/IP settings cua cic may
tram khong can phai khai bao gi c4, ctr chon Obtain an IP Address Automatically va
Obtain DNS Server Address Automatically la xong.

bé dung dugc cac img dung khac nhu Web Server, FTP Server, Mail Server, VPN
Server cac chlng ta add cac port dudi day tro tGi IP ciia may chu:

Virtual Server Configuration

Port:
Port:
Port:
Port:
Port:
Port:
Port:
Port:

80 Type: TCP (Web Server)
443 Type: TCP (Https)

21 Type: TCP (FPT Server)
1723 Type: TCP (VPN)
1701 Type: TCP (VPN)

47 Type: TCP (VPN)

25 Type: TCP (SMTP)

110 Type: TCP (POP3)

Modem Router ADSL Billion

Cac thanh phan bén ngoai ctia Router ADSL Billion :
Mat trudc cia Modem Router ADSL Billion :

Mit trude clia Router gdm 5 dén tin hiéu: twong Gmg thir ty tir trai sang phai nhu
Sau.

o

Sau khi cam modem vao may tinh, HUB, hodc Switch tién hanh kiém tra cac
den tin hiéu trén modem.

POWER: Pén ngudn — séng.

SYS: Pén hé thong - sang.

LAN: DPén tin hiéu cua LAN — sang.
ADSL : Pén tin hiéu cua ADSL — séng
PPP: Dén trang thai két ndi — sang

ben LAN : Néu sang xanh tirc Chung ta c6 gan vao cong Ethernet (RJ45 port),
néu tat chling ta khong gan vao cong Ehternet.

Pén SYS : Néu dén sang xanh thé hién modem 6n dinh.
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bén PPP : Néu sdng xanh thé l}ién viéEc modem da két du:Q’c Internet.
D,én ADSL : Néu géng xanh tirc da dong bo tin hiéu ADSL, néu nhap nhéy hoac
tat ching ta nén kiém tra lai duong st dung ADSL.

ben Nguon Néu sang xanh ttrc Chung ta dd cdm ngudn. Luu y cac modem nén
cam qua On 4p thi dong dién moi 6n dinh va khéng bi mat tin hiéu hodc mat
mang.

Mat sau cua Modem Router ADSL Billion :

PWR: Diém cim nguén .

RESET: Nut reset vé tham s chuan ciia nha san xuat

LAN: Diém cdm dau day Ethernet (RJ45 port)

LINE : Piém cam dau day tin hiéu ADSL.

Lap dit va cau hinh Modem Router ADSL Billion qua cong RJ45 cho 1 may
tinh:

- Cam ngudn cho Router va cam dau diy ADSL vao cong RJ11 (cong ADSL)
ctia Router bang cach néi day dién thoai tir ngoai vao cém qua bo tach tin hi¢u
(day chung thoai), 1 dau ra tin hi¢u ADSL cam vao cong RJ11 ctia modem, 1
dau ra con lai cam vao may dién thoai.
- Néi day mang (straight-through ethernet cable RJ45) tir cong RJ45 ctia Router
dén cong RJ45 card mang ctia may tinh (xem hinh ).

May dign thosi L Buang day
RI11 T i I

e RI11

\\-‘
PR - - D
B tach tin higu Burong ws s
. tiry Rigu ok
Rt ADSL \I" 1 cdy KinScha tasd mey L-Ell

DaEy cAm
noudn dign

Lap dat Modem Router ADSL Billion cho nhleu may dung chung Internet
trong mang LAN: Cam nguédn cho Router va cim dau ddy ADSL vao cong
RJ11 (cong ADSL) ctia Router bang cach ndi day dién thoai tir ngoai vao cam
qua bo tach tin hiu (day chung thoai), 1 dau ra tin hiéu ADSL cam vao cong
RJ11 coa modem, 1 diu ra con lai cim vao may dién thoai.
- N6i day mang (cable RJ45) tir cong RJ45 cua Router dén céng RJ45
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Hub/Switch.

— “| I ¢
s iy e € b ke i HUB/Shwitch r?,J
s

OO o P

RI-45

Ciu hinh Modem Router ADSL Billion:

Buéc 1: Dé vao ciu hinh Router chiing ta mé Internet Explorer va g dia chi
http://192.168.1.254

Buwére 2: Nhap UserName va password (méc dinh User name: admin; Password:
password)

L]

Buéc 3: Cau hinh chung dé dung Internet

- > )] & % 5 Searcn racortes € -—ia @B ~ <1- xz
s Yrers i 1es 1 mer ~ E3c

ESIEESEFAS ADStL Modem/Routor

wWizard Setup- ISP Parameters for Internet
Access

mMode Roumns ~
Encapimtanon e ~
Mot ten e ~
Vil Clscoaie 10
et o
et =
==

- Nhép vao menu Wizard Setup, dién cic thong sb sau:
- Mode: Routing

- Encapsulation: PPPoE


http://www.ptic.com.vn/dichvu_mega_modem8.asp#1#1
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- Multiplex: LLC

-VPI: 0
-VCI: 35
- Nhép vao nat Next

Buéc 4: Nhip tén truy nhip (User Name) va mat khéu (Password) sir dung
roi nhap vao nut Next

TR Wb Cowl@ernter = Mirisdt Miermat Enplerwe !
Fle Eot Vew Fwortes Toow el a
Owea = O g 2R S e i taetes & v B - o~ 0
Addess ) 10 N152.168.1 ST - £

' BILLIOA .  ADSL Modem/Router

Wizard Setup- ISP Parameters for Internet Access

Senvice Hame
Uses Hame sted
Paswward = eeseces -l
P Addioss
) Ottan an P Address Actomancally
St 1P Address
Conmection
O Carnect ca Demand. Max ke Tierout e
) NadedUp Cornection
Metwork Addross Translation '

Mary to One  ~

(=), )

Buéc 5: Kiém tra lai cac thong so réi nhap vao nut Apply.

Fie Tot Vew Fmores Toow held
Oren - ) & 1T Fosewh Tarmter & > w B3 - ot~ 1B
&)t ks 1ea s Al ~ e

’ BILLION ADSL Modem/Router

Wizard Setup- ISP Par s for Internet Access

WAN Infesmation:
rede Reuting
Escapsdation PPPeE
Motiplenng LLC
VPINCE 835
Semce Name
User Name paicd
Passwerd. ~ioese
W AGIRss Olitain an 1P Address Autemascally

Metwork Agdress Transhwion Many 1o One
Coonecton Halled Up Conaecrion

LAM lrdermatien:
W Addeess WIZ63.1.258
W Mask 2552552550
OHCP Ol
Chert ' Podl Staneg Addess 1929651100
Sae of Chwont 1P Poat 100

[ Chge LAN Carfapaain ]

[ Aowir |

e rans |

Budrc 6: Tiép theo chon nut Start Diagnose dé kiém tra cau hinh. Cho khoang
20 giay dé Router kiém tra lai cau hinh. Néu tat ca déu hién Pass hét tuc 1a da
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cau hinh dang néu Fail kiém tra lai (Bwéc 3,4). Sau d6 nhap vao nit RESTART
dé ghi lai toan b cau hinh.

TR WAt Coniig erator - Mrosoll Inleenol Explonee

Fie Edit View Favoroes Tools Melp ar
Qox - O ¥ 3) G ) Sewch Rowetes £ v . - o @

! BILLIDN ADSL Modem/Router

Wizard Setup- ISP Parameters for Internet

ced Set Access
Password LAN conneclions
LAN Test your Ethernet Connection PASS
WA WAN connections
NAT Test ADSL syncheonization PASS
Secumdy ;f:ss'l ADSUATM OAM) loopback PASS
Ay Test PPPPPPOE server PASS
Time Zooe connectsoa
Heenote Manigemant Ping defauit gateway PASS

| SwunDagrose | | Returnto ManMens |

RESTART

Buéc 7: Kiém tra két noi Internet:
Vao muc Maintenance, chon System Status (xem hinh).

TN Wt Conl garvbor - Marowitt Mlarast [ uphores )]
Fdo [t Vew fawrise Took el >

Qtsd + ) S D St Fewme @ v LB oD
& ren w1 v e

' BILLION .  ADSL Modem/Router

25000€281C3 325
FVer3325 A TC084 MaVec TIEF7 00
GOMT

0004 e¢530(%
ma»aes
265255 265255
"

203 1620.181
20320 142132
01%

000204530092
192 1681258
HEXHM50
Servee

12 1681,300
00

Néu thiy trang thai cia WAN c6 dia chi IP (vi du: 222.252.41.149) thi modem
da két ndi vao Internet, néu 1a khong thay c6 dia chi IP cia WAN can kiém tra
lai cac thong s6 (Budce 3.,4).
Buwéc 8: Cu hinh dia chi IP gateway cho mang LAN:

Céu hinh mac dinh dia chi IP gateway la 192.168.’1.254/255.255.255.0
Néu thay doi IP tai Advanced Setup ching ta nhap vao LAN (xem hinh ).
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R Wb Contigarntion | Muresot] Iiermet Lrsberw

fe Co¢ Vew FPavertes Tools eip 3’
Qe - ) 2 G mah rewie O . 8- o~
s LSS R >
, BILLION ADSL Modem/Router
Y LAN - Sengp
® oHcP
DHOP v
Clant © Poot Stacting Address 1921688 100
Size of Clwet P Poct 100
Prmacy ONS Servr 2000
— Secondary ONS Server 0000
f:"::"‘ Remcte OHCP Serae A
TPw
P Addwss 15Q 1681 254
P Subset Mask 2950552550
P Dwectizn Neoo ™
RIP Veerswon A v
Msticast Nore v

Thay d6i dia chi IP theo ¥ mudn, néu chling ta mudn Router lam server DHCP
thi chon Server.
Budc 9: Nhap vao nut Apply tiép theo nhap vao niut OK dé ghi lai cau hinh.

Microsofl Inlernei Explorer

! : If the IP address in TCP/IP is changed, please close the windows.

Buéc 10: Pit lai mat khau vao modem Router:

Trong muc Advanced Setup nhan vao Password (xem hinh), nhap mat khau
cll, nhap mat khau méi va nhap lai mat khau mot 1an nita tai Retype to Confirm
tiép theo nhap vao nut Apply dé ghi lai sy thay doi mat khau.

R Wb Confgumion - Mcrosofl intermel Explorer

Fio Edt View Favontee Tools  Help &
ek -~ O WS D SSexdh rFevxkes €4 v ou B - U o~ 1B
Address 85} D92 163.1.254] v e

' BILLION ADSL Modem/Router

vy Password
olup O3 | ]
New i
LA Password :
Reype 1o | .
AR <onfim | i
NAT Pleass recocd yoss 1ot Passwot d wiisever yoie chango 5. Tlhes

ST Wil FoCK YOur ot I 3ot Inmvn S0 goTTan yois patswaed.

Secuily
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Buéc 11: Cau hinh may cac con dé sit dung chung Internet qua Router:
Gia st c6 mang Lan voi dia chi IP nhu sau 192.168.1.0/255.255.255.0 dinh cau
hinh két n61 mang theo tung hé diéu hanh nhu sau:

Win9x/Me: Control Panel --> Networking --> General --> TCP/IP -->
Properties --> Gateway --> New Gateway, nhap dia chi IP 192.168.1.254 va
chon Add, tai DNS Configuration nhdp vao 203.162.0.181 va nhap nat Add sau
do nhap 203.210.142.132 va Add.
WInNT: Chung ta vao Control Panel --> Network --> Protocol --> General -->
TCP/IP --> Properties, tai Default Gateway g6 dia chi IP 192.168.1.254 vao,
tai DNS nhap vao nat Add nhap 203.162.0.181 va 203.210.142.132 va nhap nat
Add

Win2000/XP: Control Panel --> Network Connections --> Local Area
Connection --> General --> Internet Protocol(TCP/IP) -->Properties, tai Default
gateway nhap dia chi IP 192.168.1.254 vao, tai Primary DNS Server go
203.162.0.181, tai Secondary DNS Server g6 203.210.142.132

Kiém tra dia chi Ip ciia may con, Ip Gateway va ping dén DNS server : Chon
Start-Run g& 1énh CMD, xuét hién ddu nhic moi danh 1énh : Ipconfig roi Enter
s& thdy cac dia chi Ip ciia mdy, gateway, DNS. Sau khi vé ddu nhac moi gd tiép
lénh : ping 203.162.0.181 hodc 203.210.142.132 néu thdy Reply from
203.162.0.181 : byte = ... thi di két n6i dugc Internet.

o CAWINDOWS\system32\cmd.exe
C:N\>ping 203 .162_.0.181

Pinging 283.162.8.181 with 32 bytes of data:c

: bytes=32 time~8ms

: bytes=32 time=8ms

2 -.8a. = bytes=32 time=8ms

Reply from 203 . -8a. : bytes=32 time=8ms

Ping ut\tl“CICu for 202.162.08.181:
Patket Sent = 4, Received = 4, Lost =
Approximate round trip times in milli-seconds:
Hlnlnum = 8ms,. Maximum = 8ms,. Average -

C=\>

Buwéc 12: Cau hinh cic ing dung dung chung Internet

- Internet Explorer: Cotrol Panel --> Internet Options --> Connections,

chon Never dial a connection. Cht y khong dung Proxy.

- Yahoo Messenger: chon Preference --> Connection --> No Proxy
Buéc 13 (tuy chon): Khéi tao 1ai thong s6 cho modem vé cac thong sé chuian
ciia nha san xuat:
Trong trudng hop quén mat khau ciia modem Router hodc cau hinh sai, c6 thé
khoi phuc lai cAu hinh mic nhién cta nha san xuat: Cam nguén cho Router sau
d6 dung mot que nho (paper clip dudi thang) an nhe vao nit Reset ding sau
Router sau d6 tit ngudn ctia Router va bat ngudn cho Router lai, bay gid Router
ctia ching ta da duoc Reset vé chudn cua nha san xuét.



Trang 35
Trinh duyét web

Web browser (trinh duyét Web) 1a chwong trinh dé xem céc tai liéu Web. Trinh
duyét Web gtri cac URL t61 Web server sau d6 nhéan trang Web tir Web server dich
va hién thi chiing. Khi giao tiép v6i Web server thi Web browser st dung giao thic
HTTP. Khi giao tiép v6i mot Gopher server thi Web browser hoat dong nhu mot
Gopher client va str dung giao thirc gopher con khi giao tiép voi mot FTP server thi
Web browser hoat dong nhu mot FTP client va dung giao thie FTP. Web browser
c6 thé thuc hién cac cong viéc khac nhu ghi trang Web vao dia, giri E-mail, tim kiém
xau ky tu trén trang Web, hién thi tép HTML ngudn cta trang Web, v.v... Hién nay
c6 hai chuong trinh Web browser dugc sir dung nhiéu nhat 14 Netscape Navigator
cua Netscape Corp. va Internet Explorer cia Microsoft Corp.

Web server 13 phan mém phuc vu cac yéu cau trang Web duoc cai dit trén may chi
(server). Web server thuong cho cac yéu cau cua khach hang dugc giri to1 va sau do
no6 co thé lay cac trang Web tinh hodc tao ra cac trang Web dong dé tra vé cho khach
hang.

4.Truy cap website

4.1. Khéi dong va két thiic Mozilla FireFox

Gia sir ching ta nhap vao dia chi sai hoic dia chi diém Web ching ta khong can
hodc ching ta khong mudn tai nap xudng cac phan cua tai liéu chling ta dang hién
thi. Ching ta mudn ngimg viéc nay lai. Bé lam duogc viée nay, ching ta don gian
chi can nhay vao nut 1énh Stop (hodc nhan nut Esc)

4.2. Duyét web tir FireFox

5. Luwu trir trang web hién hanh
5.1, In trang web hién hanh

*Thiét ké mot trang in
Chon File
Chon Page setup. Xuat hién man hinh
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Page Setup

- I .
Eho giay Paper
— Sige:
............................ i .-'.-..1. - I
Khay gidy Sourcs

Headers and Footers

H Header
i Tiéu de dan | [amtbFage ip of &P
Hrang 0 e || Ecoter
— |Enibld
------------------------------------------------------------- i Oiriert ation kargire [inches)
Tifu idé cusi — e Partrait Leit: [o.75 Bight:  [0.75"
_:___._:-""
:u‘ﬂug ] ___f___;_._-;:fa':"' " Landscaps Top: II:I?S Bottom:  |0.75"

| ok |  cancel | Frinter. |

Huong g:n

*Xac dinh Header and footer

Internet Explore c6 thé in cac tiéu dé dau trang va tiéu dé cudi trang theo cac cach
Sau:

- Left header — Tiéu dé s& nam & dau trang. Theo dinh sin ving nay chua Title cla
tai lidu.

- Center header — Tiéu dé s& nam & giita va trén dau trang. Theo dinh san thi ving
ndy trang

- Right header — Tiéu dé s& nam & bén phai & trén dau trang. Theo dinh sin thi ving
nay chira s6 trang cua tai liéu

- Left footer — Tiéu dé s& nam vé bén trai ¢ phia dudi ctia trang. Theo dinh sin ving
nay chira ngay thang cua tai li¢u

- Center footer — Tiéu dé s& nam & gitta va phia dudi cua trang. Theo dinh sén thi
ving ndy trang.

- Right footer — Tiéu dé s& nim & chinh giita & phia dudi trang. Theo dinh sén thi
vung nay chura thoi gian in tai lidu.

Chdng ta co thé sir dung cac ma dic biét dé léy cac thong tin hién nay tur tai
liéu(chang han nhu so trang) hay 1a tir hé théng (chang han nhu ngdy, gio). Cac ma
sau day sé bat dau bang ddu & theo sau mot ky tu. Cha y rang chir hoa hay chi
thuong rat quan trong. Bang cach sir dung cic ma nay thi chling ta c6 thé in cac tiéu
dé theo y minh:

Nhép vao S€ inra

&wW Tua dé cua tai lidu gidng nhu khi né xuét hién trong thanh tya dé.

&u Dia chi cua trang

&d Ngay hién nay ¢ dang tit xac dinh trong Regional Setting/Control
Panel

&D Ngay hién nay & dang day di x4c dinh trong Regional Setting/Control
Panel

&t Gi0 hién nay ¢ dang xac dinh trong Regional Setting/ Control Panel
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&T G106 hi¢n nay theo dang 24 gio
&p S trang

&P Téng sb trang

&& Mot dau &

&b Vi tri xac dinh

Dau cubi cung (&b) cho phép chiing ta xac dinh muc da cho s& in & header hay &
footer. Sau day la cach thuc lam viéc ctia n6:

- Néu chung ta s dung ma nay chi mot 1an thi phan bén trai ctia &b s& in & bén trai
con phan ¢ bén phai s in & bén phai.

Chéng han, &w&b&p s€ in tua dé cua tai liéu & bén trai con sd trang s€ in & bén
phai.

- Néu chiing ta sir dung ma nay hai lan thi phan bén trai cia &b thir nhat s& in & bén
trai, phan & gitra hai &b s€ in & chinh gilta va phan & bén phai cua &b s€ in & bén
phai.

Chang han, &d&b&p&b&t sé in ngay hién nay & bén trai, trang & chinh giira va in
thot gian hién nay & bén phai.

- Chlng ta ciing ¢ thé két hop vin ban va ma. Chang han neu chung ta gd Page %p
of &P thi Internet explore s& hién trang hién nay trén tong so trang: Page 7 of 10.

* In tai liéu
- Chon File, chon Print hodc 4n Ctrl + P. Man hinh xuét hién:
Print 7] %]
Frree

Shs Delad et Reody
In thitcd che tang | . Twe  CavenLEP4ID / |84 bin in

) Pt iange Copes
\f’al Wmtercigegier |1
In chic rang tup chon ~pgm gl W[

" T oo

i ade ving luc ehor '

™ Put ol ieked documerts I Port e of ks

Duyét trong ché d6 khong két ndi (Offline)

Néu ching ta muén duyét cac trang Web ma ching ta di duyét qua trudc d6 ma
khong két noi1 té1 Internet 1am theo cac budce sau:
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Chon 1énh File trén bang chon.

Chon 1énh Work Offline trong bang chon tha xudng.
Trong thanh History Explorer chon diém chiing ta mudn truy nhép.

Céch lam viéc cua IE: Khi chiing ta chon Work Offline IE s& khong két nbi vao
mang dé kiém tra xem thuc su trang Web d6 da thay d6i hay chwa. Thay vao dé né
tai nap ban sao cia tai liéu dd duogc tao ra trén 6 dia cua ching ta khi ching ta lan
dau tién tai nap trang d6. Khi ching ta chon Work Offline Iyra chon nay s& giir lai
cho dén khi ching ta chon lai Work Offline trén bang chon File dé loai bo danh dau
cho lya chon nay.

5.2. Luu trang web hién hanh

Luwu giir trang Web quan tim vao Favorite

Bén canh chirc nang duyét Web, IE con cho phép nguoi dung c6 thé luu lai
dia chi cua cac trang Web can quan tam ki€u nhu cac Album. Nguoi dung co thé
cling tao cac thu muc riéng dé luu giir dia chi trang Web theo chu dé.

Pé dua dia chi cua trang Web hién tai vao Favorite, nguoi dung chi can don
gian chon muc menu Favorites\Add to Favorite... Ctra so6 Add Favorite hién ra cho
phép nguodi dung nap dia chi trang Web hién tai vao suu tap

Tén heu g
trong Favorite

Create

Thw muc heu g
dia chi trang Web

Luu lai trang Web hién tai vao suu tap

Pé tao mdi mot thu muc luu gitr dia chi cua trang Web, ngudi ding chi can bdm nat
New Folder. Ctra s6 Create New Folder hién ra cho phép ngudi dung nhéap vao tén
cua Folder luu git.

Create New Folder x|

Internet Explorer will create the following folder for pou. You can use
this folder to organize shortcuts on your Favontes menu.

Folder name: ISach tin had

0K I Cancel
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Cira s6 tao Folder luu gifr trong Favorite

Céc dia chi luu gitr trong Favorite duoc t6 chirc dudi dang ciy phan cap. Dé thuan
tién cho viéc quan ly cac Folder trong Favorite, IE cho phép ngudi dung c6 thé to
chtre lai cu trac cac thu muc lwu giit dia chi trang Web thong qua cira s6 Organize
Favorites. Nguoi dung chon myc menu Favorite\Organize Favorites...

d g

) Links
I Meda

&] Mua ban & Rao vat anfine
&7 The OfScle Specialist

&) Tin hocSTm kigm - chi dan
2] Veetnam G Iredussitng

Cac noi dung
trong Favorite

Xoa thar muc j

Di chuyen tha muc

T chirc cay thu muc Favorite
Thay d6i cac tinh chét cua IES
2| x|

General | security | Content | Connections | Programs | Advanced |
Dia chi trang Web hién thj mac dinh
. P ‘ - | Piéu chinh trang Weh
¥i . to i home : 181 cluni
| :% et peo= B == o T P hién thi mac dinh khi
khéi déng IE

Pisu chinh ché dj
hru g trang nhap

Folder Thiét 1ap ché dd loru
giit trang Weh nhap.

Lwu gii¥ cac dwing link
toi trang weh 43 xem qua.

Thay ddi mau siu:, font
chif, loai chif hién thi
I trong trang Weh

- Thay d61 ngén ngik
st dung hién thi
hign thén

Thay d51 mau sac cia
- Vinbin thing thue'ng
- Wain bin co siéu lién ket

Thay d6i cac tinh chat chung cta IE



Trang 40

Trong phan Home page ngudi dung c6 thé nhap vao dia chi trang Web l:gét ky
khac. Pia chi nay s€ dugc xem la dia chi Home, va nguoi dung ¢6 thé chuyén téi

trang Web nay mdt cdch nhanh chong thong qua viéc kich chudt vao nit | trén

thanh ToolBar.

Khi tai cac trang Web vé may tinh cta ngudi sir dung, IE s€ luu lai mot sO
trang Web vira moi hién thi trong phan nhap ctia minh dé nang cao téc do duyét
Web. Trong truong hop nguoi dung xem lai trang Web vira méi xem qua, IE sé& lay
ludn trong ban nhap ctua minh thay vi tai lai tir Internet. Pé ting tinh bdo mdt va

g A gk X Ne gN o g Ry Ao, i x oo Clear Hisk j2
xoa hét dau vét, nguwoi dung co thé bam nut Delete Fies. . | va nat =222 fruge

khi thodt khoi IE.
Thiét 1ap cac ché dd bao vé trong IE

General Security | Content | Connections | Programs | Advanced |

Select a Web content zone to specify its security settings.

21

® & 0 @

Internet RS REd  Trusted sites Restricted
sites

Local intranet
@) This zone contains all Web sites that
TIPS are on your organization’s intranet,

Security level For this zone -

ché da baove )
ote Tor sites on your local network (intranet)

s
-

?ustoml.evel... l Default Level

< Cac ché 46 bao vé

Sites., .. I
(=]

mac dinh caa IES

Thiét lap ché do bao vé trong 1E

Nguoi dung co6 thé tu diéu chinh lai ché do bao vé cua trinh duyét dé tranh viéc tai
v€ nhitng thr khong can thiét tir Internet nhat 1a Virus.
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=zl

-

——

Security Sethings

Setkings:
[Ff &ctiver controls and plug-ins
] Download signed Active controls
) Disable
{2} Enable
) Prompk
Cownload unsigned Activel controls
) Disable
) Enable
{2} Prompkt
Initialize and script Activer controls nok marked as safe

) Disable
| _'~I_I

) Enable
{2} Prompkt

- -~ Resek I
| L] 4 I

MNegweri dung ca thé
thay ddilai cac muc
bao vé nay.

[

LI T = WY, W S MU Sy Sy P Ry P

|

— Reset cuskorn sekkings

Hoic ciing co thé chon
mit trong s cac tuy
chon bio vé da dwoc

dinh nghia san.

Reset bo: IHigh

Cancel I

Thiét 1ap cac tuy chon bao vé
Céach don gian nhét 1a nguoi dung str dung ngay chinh mét trong s6 céc tiy chon
bao v¢€ c6 san trong IE.
6.Quan ly mail

Ngoai viéc gui va nhan thu dién tr, Outlook Express con cung cép mot sb
danh ba dia chi cho phép ngudi dung c6 thé luu lai cac dia chi néi chung cua bat ky
mot c4 nhan hay t6 chirc nao do.

Ef Addiess Book - Main |dentity
Fie Edt Wiew Tools Help
= : =
G @ X & @

| Hew Propeiies  Delete  FindPeople  Print Auction

Type names oo sedect from st |
Hame | E-Mail &ddress [ Busiress Phone | Home Phe
25 B Drang Khos bk hosEsmaorresl v BEEESA5
E_Il:urnpulrr
25| Do Kim Thaa dkthaaEhem v vn B424218
mEdutatim
=] Hoang frh Tu arihbuEhotmal com
mlnpnrt & Expart
=] Le Thusan ven HhargeniBepahoo. com B4EE13S
5] Luwus Thi Trang hastrang@hotmal com
ElMNgusen Hong Son hongsor@hnovrnown 8235642
I=lMgupen Tharh Dat  datthanh@ipt hem vn B905T42
=lPhan TharhLong  kongi@hom yrnvn
52l Tean Khoa Miguyen Eenguypeni@eaigonnet v BEESE19
= Tean Van On ortranEiom., v v
4| i |

[14temns v

”
S6 danh ba dia chi

Thém méi dia chi cia mgt ca nhan vao danh ba

Pé thém moi dia chi vao danh ba, ngudi dung chon muc File\New contact.

Mot ctra s6 Properties hién ra cho phép ngudi dung nhap vao cac thong tin vé mot
ca nhén hay t6 chirc nao do.
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Le Thanh Nhan Propeities ﬂ E
Mame | Home | Business | Personal| Other | NetMeeting | Digial IDs |

E Eriter name and &-mal miomabon about this contact hene.
Thdng tin ngudi cdn lidn hé
Thanh Last: INhan

SAL | Display  [Le Thank Mhan 'i Hicknaree:

E-Mal Addesses: Illri-.ar@l-m. - | Add I

| Biachl e-mail cin lvu T |

ok | cawe |

™ Send E-Mal ysing plain texdt only.

Luu thong tin vé mot c4 nhan

Chon niit Add dé nap cac thong tin da khai bao vao danh sach dia chi luu giit trong
may tinh.

Nguoi dung lap lai cac thao tac khai bao thong tin va Add dé dua thém nhiéu dia chi
khac nhau vao danh sach luu gifr.

bé loai bo dia chi ciia mdt ca nhan ra khoi danh sach, nguoi dung chi can chon dia
chi can loai bo r61 bam nut Remove.

Nhom lién hé trong danh ba

Nguoi dung ciing c¢6 thé tao cac nhom lién hé trong s6 danh ba. Viée 1am nay
rat hitu dung khi nguoi dung mudn gui cac thong diép dén nhiéu ngudi trong nhom
ma khong can thiét phai nap vao dia chi ciia timg nguoi trong nhém, Outlook Express
thuc hién cong viéc nay thay cho ngudi dung.

Thém méi m¢t nhom lién hé
Nguoi dung chon muc menu File\New Group dé thém méi mot nhom.

Cira s6 properties cho phép ngudi dung nhép vao thong tin ctia nhom.
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Solftware Company Properties EHE
Group | Group Detads |

Typ= & name for yous group, and thern add membess. After creating the group, wou can
add o remoee hems at angy lime,

Growp Mame: IE citwae Company 2 Member(s]

To add a pesson to the gioup, select the person from pow addiess book, or create a new contact
in o addiess book, of st bype the name and e-mail of the person and chick Add.

Gigup Members:
Select Mambers
-;JHmﬁ-r'hTu Hmm“
__Remove |
__Puopedies_ |
Mame: |
ok | cance |

Cira s6 properties quan Iy nhom

M&i nhom c6 mot tén nam trong phan Group Name va c6 mot danh sach cac thanh
vién trong nhém Group Members.

Nguoi dung c6 thé bam nat Select Members dé dua cac thanh vién vao nhém va
bam nit Remove dé loai bé thanh vién khéi nhom.

Select Group Members EHE |
Type nanve of select from sk
| Find... |
I Main ldentity's Contacts :I Members:
Mame | E-Mz ~ Select -» I EZ]Bui Dang Khoa
2 |Book store E=lHoang Anh Tu
EZIBui Dang Khoa bdkh
ﬁ_l Computer
E=lDo Kim Thoa dkthe
ﬁ_l Education
E=|Hoang &nh Tu anht_|
ﬁ] Import & E xport
E=] Luns Thi Trang Isstez =
KN »
MNew Contact | Fropeities | Pl | E LI
ok | Cancel |

Cura s6 thém moi thanh vién vao nhom
Tim kiém dia chi c6 trong danh ba

Outlook Express cho phép ngudi dung c6 thé dé dang tim kiém dia chi ciia mot ca
nhan nao do trong s6 danh ba.

Nguoi dung c6 thé tim kiém dia chi mot cach chinh x4c hay gan chinh xac. Ngudi

dung cling co thé tim kiém dia chi cin ¢t theo mot hodc nhiéu loai thong tin khac
nhau nhu: té€n goi, s6 dién thoai, dia chi,...



Trang 44

Giri thu cho m§t nguwdi hay mgt nhém trong danh ba

Vi viée luu giit cac dia chi trong s6 danh ba ctia Outlook Express. Mdi khi mudn giri
thu cho mot ca nhan hay mét nhdém trong s6 dia chi, nguoi dung chi viéc Kich chudt vao
nit BT hozc EC= trong phan dau dé cua buc thu dang soan thao. Cira s6 Select
Recipients cho phép ngudi dung c6 thé lwa chon dia chi c4 nhan hay nhém dé guri t6i.

Select Recipients ~ HEBE
Type name of select from kst:
I Fird...
[ Main Identiy's Contacts =] ~ Message recipnts:
: To: > |
{Book ztore
=]BuiDang Khoa [Chon thinh vié¢n hodc nhdm thinh widn | |
Computer —
E=)Do Kim Thoa e | _Ee2 | [@)Computer
mEducatiun
E=lHoang dnh Tu atikib—
mlmml & Export iI_E L[
=] Lo Thi Trang huitre | B
4 I 3
New Contect | Propesties | i
ok | cance |

Lua chon cac dia chi gt thu

Mot cach khac nhanh va don gian hon, nguoi ding c6 thé Kich dup chudt vao dia
chi cia mot c4 nhan hay mdt nhém trong man hinh Contacts

lac thing mu::mgj

Contacts ¥ x |
[PDbo Quang Tao
[PLe Duc Trung m
:-L'\INgu';.fm Duc Phuc
[P vgt@hn.vnn.vn
BFC
Nhom dai chi lign lac J

Man hinh Contacts chtra cac dia chi c6 trong danh ba

Bai tip va sian pham thwe hanh bai 07.2

Kién thirc:

Cau 8: Tim kiém vao download mt trinh diéu khién VGA card bat ky.

Cau 9: Tim kiém nhitng webside lién quan dén linh vuc n6i vé thiét bi tin hoc
(Iinh vuc phan cung)

Ky nang:

Bai tap tmg dung: Tim kiém bang Yahoo:
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+ Tim kiém theo tén(Bang mot tir)
Mo trang web c6 URL : http://www.yahoo.com
Trong truong hgp Search, nhap StarTrek, Rock Music
Nhap chon Advanced Search
Duo1 Select a Search Method, chon An Exact Phare math
Duéi select a Area, chon website
Rong phan lya chon;” Find only new listings added during the past” hiy chon chi
tim kiém céc danh sach méi thém vao trong sudt mot thang qua.

+ Tim kiém phan loai:

M¢& mot trang web co URL : www.yahoo.com

Cudn xudng dén danh sach c6 hang muc cua yahoo

Nhép vao siéu lién két Entertainment

Chon mdt trong cac muc cua Movies, TV, Game, Music va Astrology.
Cudn xudng dudi cho dén khi nhin thay thi chon no.

StarTrek 14 mot budi chiéu phim khoa khoc vién tudng.


http://www.yahoo.com/
http://www.yahoo.com/
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CHI DAN POI VOI HQC SINH THU'C HIEN BAI TAP UNG DUNG

1. Bai tap ing dung phai thuc hién dung trén may tinh gido vién giao cho.

2. Kiém tra cac Gmg dung chay trén may tinh va huéng dan sir dung trudce khi

thuc hién 1énh.

3. Thuc hién day du cac bude chuan bi khi thyuc hién 1énh khai thac web qua

mail

5 Téng diém va két cau diém ciia cac bai nhu sau:

- Thoi gian thuc hién bai tap vuot qud 25% thoi gian cho phép sé khong dwoc

Téng sb diém t6i da cho bai: 100 diém, két cau nhu sau:

. st dung mg dung theo qui dinh va thao tac ding cac 1¢énh.

a, Phan thyc hanh khi thyc hién : Téng cong 70 diém
b, Phan chinh x4c va nhanh chéng : 30 diém

danh gia.

- Thi sinh phdi tuyét déi tudn thii cdc qui dinh an toan lao dong, cdc qui dinh ciia

xuong thuec tap, néu vi pham sé bi dinh chi thuc tap

Panh gia két qua hoc tap

Két qua
Cach thic va Pidm thuc
TT | Tiéu chi danh gia phwong  phap t6i da hién cuaa
danh gia nguoi
hoc

| Kién thire
1 Cac cau lénh dung dé vao 1

mail.

: Van dap, doi

1.1 | Li¢t ké day dua cac muc trong chidu Vg’i n6il05

mail . dung bai hoc
1.2 | Liét ké day du cac cu phap 05

1énh trong mail ’
2 Chtrc nang, nguyén ly lam 2

viéc cua man hinh IE
2.1 | Néu déy du ciu tao cia man Lam bai ty luan, | o5

hinh IE dbi chiéu véi ngi
2.2 | Trinh bay céng dung va |dung baihoc 1

nguyén ly lam viéc cua céc

1énh trong mail.
2.3 | Trinh bay dung cach thuc hién 05

cac lénh.
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3 Pham vi ing dung cua IE,mail 2
- : z — Lam bai tu luén,
3.1 | Néu _dung thuc chat cuoa dbi chibu véi noi 1
IEmail 7 dung bai hoc
3.2 | Trinh bay day du dac diém ctua 0,5
mail
3.3 | Néu dung pham vi tng dung 0,5
cua cdc lénh trong IE,mail
4 Trinh bay man hinh va cach Lam bai tu luan, | 1,5
thuwch hién 1énh do1 chiéu véi ndi
dung bai hoc
5 | Chon ché do lam viéc va cach 1,5
thuc hién 1€nh hop I¥.
5.1 | Néu cach chon Iénh phu hop | Lam bai ty luan | 0,5
Ve‘} trég nghiém
5.2 | Trinh bay dtng cach thyc hién | 401 chiéu voi ndi | 0,5
lénh. dung bai hoc
5.3 | Trinh bay cach chon duong 0,5
dan dén 1énh chinh xac
6 Trinh bay dang k¥ thuat thuc Le}m bé’i tu luan,
hién Iénh doi chiéu véi noi1 | 2
dung bai hoc
Cong: 10d
Il | KV nang
1 Nhan biét mot sb giao dién cua | Quan §ét h‘lr)h
IE anh, doi chicu
LA |2
v0i ndi dung bai
hoc dé nhan biét
2 | Van hanh thanh thao mét s6 |Quan sat cac thao
1€nh trong IE. tac, doi chiéu voi 3
quy trinh vén
hanh
3 Nhén biét va st dung cac loai | Quan sat hinh
1énh phu trg trong mail mot | anh, ky hi¢u cac | 5

cach thanh thao

lénh  doi
noi

loai
chiéu vodi1
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dung bai hoc dé
nhan biét
4 Phan biét va phan loai cac loai | Quan §ét céc
1énh trong mail. 1énh, do1 chiéu 3
vo1 nd1 dung bai
hoc dé nhan biét
Cong: 10d
111 | Thai d¢
1 Tac phong cong nghiép khi v& | Theo ddi viéc |4
1.1 |Pi hoc diy du, ding gio thue hicn, 61}y g
- ' . chiéu vdindi quy
1.2 | Khdng vi pham ndi quy 16p hoc | cua truong. 15
1.3 | Tinh can than, ti mi Quan sat viéc
thuc hién bai tap | 1
2 Dbam bao thoi gian thuc hi¢n bai | Theo do1  thoi
tap gian thyc hién
bai tap, doi chiéu | 2
voi thot gian quy
dinh.
3 bam bao an toan thuc hanh va 4
3 sinh o6 hia
Ye SR e TETp : Theo doi viéc
3.1 |Tuan tha quy dinh vé an toan | thyc hién. ddi
: SR . e *t 1,5
khi thyc hién Iénh trong mail Chléu Vo quy
3.2 |Day dii bao ho lao dong( quan | dinh v€ an toan|
a0 bado ho, giay, thé hoc sinh...) | V& V€ sinh cong |
hia
3.3 | V¢ sinh phong may thuc hanh neniep
, . 1
ding quy dinh
Cong: 10d

KET QUA HQC TAP
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Tiéu chi danh gia geufc hie;lua He s ffoect %‘:)a
Kién thirc 0,3
Ky nang 0.4
Thai ¢ 0,3
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BAI 3: TONG QUAN VE PHAN MEM XU LY VAN BAN

Gidi thiéu:
Bo Microsoft Office 2003 nguoi str dung quen thudc véi thanh menu chuan nam ¢
phia trén ctra s6 thi Microsoft Word 2010 sir dung thanh menu theo giao dién
Ribbon, cac chirc nang s€ dugc chia ra theo ting tab riéng biét trén menu. Ngoai
nhing tinh ning co ban cua phin mém soan thao vin ban nd con cung cip cho ngudi
st dung nhitng tinh ning gitip ngudi sir dung co thé giao tiép véi cac trinh tng dung
khac.
Muc tiéu:

- Trinh bay duogc céac thao tac can ban trén mot tai liu.

- MO ta dugc chuc ndng cua cac thanh cong cu.

- Thuc hién cac thao tac an toan v&i1 may tinh.
Noi dung:

1. Gi6i thiéu vé Word 2010
V61 thanh menu theo giao dién Ribbon, cac chirc nang s€ duoc chia ra theo tung tab

trén menu, khong hién thi ra toan b nhu kiéu menu cti 2003
WL = T o tvp [Compatibility Moda] = icrosore wWord T o o3

- Home Insert Page Layout References Mailings Review Vi

= . == 4 Fina -
= ¥4 T | 4aBbC. AaBb( AaBbC AsBbCc AaBbCc| AaBbC asmbcr | A "

&

File
2 Times NewRom = 14+ A” o7 | Aa~ & &

2, Replace
ste

Pa: - g W.A- == A= v B g g g c ong —| Change
S Format painter B 7 U -abs x X A- E= 1= | O Emphasis  Headingl THeading2 Heading3 | T Hormal Strong Subtitle |~ Shon® | Iy setect~

Clipboard Font Paragraph Styles Editing

Hinh 3.1: Menu Ribbon trén Word 2010

1. Tab (thé) c6 8 Tab co ban nam ngang phia trén, mdi Tab dai dién cho mét ving
hoat dong.

2. Group (nhom) mdi Tab bao gém nhiéu Group tap hop cac dbi tuong cé lién
quan mat thiét v6i nhau.

3. Command (1énh) mdi Command c6 thé 1a mot nit, mot ving dé nhap nodi dung
hodac mdt Menu (trinh don). Moi thir trén mét Tab déu duoc lua chon can than dua
trén cac hoat dong cuia nguoi dung. Vi du Tab Home chira nhitng 1énh c6 tan sut
su dung nhiéu nhat chéng han nhu cac 1€nh trong nhom Font dé dinh dang van ban
nhu: Font, Font Size, Bold, Italic, v.v...

2. Cac thao tac can ban trén mot tai li¢u
2.1. Tao maoi van bdn

Thong thudong sau khoi dong Word, mot man hinh trang xuat hién. D6 1a tai liéu
moi ma Word ty dong tao ra. Tao méi gdm céc cach sau day:
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+ Nhén chudt vao Microsoft Office Button (hodc Tab File), chon New, nhéan dap
chuot vo muc Blank document.

+ Nhén t6 hop phim tit Ctrl + N
Tao mdt tai liéu méi tir miu c6 sdn: Nhan Microsoft Office Button (hodc Tab File),
chon New. Nhéan nat Create dé tao mot tai liéu méi tir mau da chon.

o iy R

(e Save
& Available Templates
Save As

B3 Open £} Home

[ Close =

=2 LD w8

Recent Blank Blog post Recent Sample My templates  New from
oooooo t templat templat existing

d el ates emplates B

Print —

= ) aamannn
Share = | ,Jl I = t A
i Agendas Award Brochures Business Calendars Contracts
(1 certificates cards
gl Add-Ins ~
[ options J e H |
u = | —— =
Exit =i & L =
Envelopes Faxes Flyers Forms Gift Greeting
ertificat ]
= B =B e >
i @
Invitations Invoices Labels Lett, List M

Hinh 3.2 : Tao md&i van ban

Mic dinh luu tai liéu dang Word 2003 tré vé trwéc

Mac dinh, tai li¢u ctia Word 2010 dugc luu voi dinh dang 1a *.DOCX, khac voi

* DOC quen thudc. Véi dinh dang nay, khong thé nao mé dugce trén Word 2003 trd
vé true néu khong cai thém bd chuyén d6i. Pé twong thich khi mé trén Word 2003
ma khong cai thém chuong trinh, Word 2007 cho phép Iuu lai v61 dinh dang Word
2003 (trong danh sach Save as type ctia hdp thoai Save As, chon Word 97-2003
Document).

Mudn Word 2010 mic dinh lvu véi dinh dang cua Word 2003, nhan Microsoft
Office Button (hoidc Tab File), chon Word Options dé mé hop thoai Word Options.

Trong khung bén trai, chon Save. Tai muc Save files in this format, chon Word 97-
2003 Document (*.doc). Nhan OK.

Word Options

General _ .
Customize how documents are saved.
Display
Proofing Sawve documents
e |
Save Save files in this format: Word Document [(*.daox) b
Language Save AutoRecover inforn YWord Document (*.docx}
Keep the last Auto R ord Macro-Enabled Document (*.docm]
Advanced ) ford 97 -2003 Document (*.doc)

AutoRecover file location: Template [~ dotx)

Default file lacation: Macro-Enabled Template {*.dotm}

Quick Access Toolbar Word 97-2003 Template (*.dot}

Single File Web Page (*.mht, *.mhtml}

Customize Ribbon

Offline editing options for dg
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2.2. Mé mét vin bén tao sin

Tuong tu nhu Word 2007, phim tit mo tai liéu ¢ san 13 Ctrl+O. Ching ta ciing c6
thé vao Microsoft Office Button (hodc Tab File), chon Open.

[ save

[ save As
i [ Open ‘
[ Close

Hinh 3 4- M& vin han tan <an

2.3. Lwu mot van ban da soan thdao

Dé ghi tai lidu 1én dia c6 cac cach sau:
+ Nhan Microsoft Office Button (hoac Tab File), chon Save.
+ Nhén t6 hop phim Ctrl + S

2.4. Két thic 1am viée trong Word

Khi khong lam viéc voi Word, thuc hién mot trong cac cach sau:
+ M6 muc chon File / Exit
+ Mo muc chon File / Close
+ Nhan t6 hop phim Alt + F4

2.5. Thao tdc voi chudt va ban phim

2.5.1. Thao tac voi chuot

2.5.1.1. Sao chép dang van bdn

Dung Format Painter (ntt hinh cay co trén thanh cong cu Standard). Ching ta c6 thé
ding n6 dé sao chép dang tir mot doan vin ban nay dén mot hodc nhiéu doan vin
ban khéc.

Céch dung:



Trang 53

+ Panh khéi van ban c6 dang can chép

+ Bam mot lan vao nut Format Painter (néu mudn dan dang vao mot doan van ban

khac) hodc bam dup nit (néu mudn dan dang vao nhiéu doan van ban khac).

+ Pé dan dang vao nhitng doan vin ban nao thi danh khoi chling 1a xong (nhan thém

phim Esc dé tit chirc ning nay néu bam dap nit Format Painter).
2.5.1.2. Sao chép hodc di chuyén dong hodc ct trong table

Trong mot table, néu mudn chép thém hay di chuyén mét hay nhiéu dong hodc cot
thi c6 thé dung cach kéo va tha bang chudt nhu sau: chon dong hodc cot can chép
hoic di chuyén, kéo khéi dd chon (néu sao chép thi trude d6 nhén giit phim Ctrl) dit
tai vi tri mong mudn.

2.5.1.3. Sao chép hoac di chuvén van ban

Sao chép:

= Chon khoi muon sao chép

* Chon HOME — Clipboard— Copy
= Di chuyén con tré dén diém can chén
* Chon HOME — Clipboard— Paste

Di chuyén:

Chon kho6i muon sao chép

Chon HOME — Clipboard— Cut
Di chuyén con tré dén diém can chén
Chon HOME — Clipboard— Paste

2.5.1.4. Phong to hodc thu nhd tai liéu

Chon VIEW — Zoom — Nut Zoom
Chon Zoom trong hop thoai

Zoom ol - ’- - |
Zoom to
SIS Bage width Meny pages:
) {100%: Text width

75% Whale page

VZZ
AaBbCcDdEeXxY

AaBbCcDdEeXxXY
VZZ

AaBbCcDdEeXxY
VELZ

Hinh 3.5: Hp thoai phong to hodc thu nhd tai liéu

khéi toan bé tai lieu

Thuc hién mdt trong cac cach sau:
+ Chon HOME—Editing—Select All

2.5.1.5.

Danh
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+ Nhén t6 hop phim Ctrl+A
+ Pua chudt vé 18 trai vin ban (miii tén tré chudt s& nghiéng vé phai) va bAm nhanh
3 1an chon toan b tai liéu.
2.5.2. Thao tac voi ban phim

Céc phim thuong dung trong Winword gdm céac phim:

Cac phim di chuvén con tro:

Phim 71: Di chuyén con tro 1én mot dong.

Phim |: Di chuyén con tré xuéng mot dong.
Phim —: Di chuyén con tro sang phai mot ky tu.
Phim «: Di chuyén con tro sang trai mot ky tu.

Cac phim x04 kv tu:

Phim Delete: Xo4 ky tu tai vi tri con tré (bén phai con tro).
Phim Backspace: Xoa ky tu lién trai vi tri con tro.
Phim Insert: Dé chuyén dbi giita ché d6 chén (Insert) va thay thé (Overwrite) ky tu.

Cac phim diéu khién:

Phim Home: Chuyén vi tri con trd vé dau dong van ban chira con tro.
Phim End: Chuyén vi tri con trd vé cudi dong van ban chtra con tro.
Phim Page Up: Chuyén vi tri con tro 1én trén mot trang man hinh.
Phim Page Down: Chuyén vi tri con tré xuéng dudi mdt trang man hinh.
Mudn vé dau vin ban: 4n dong thoi Ctrl+Home.

Mubdn vé cudi van ban: an dong thoi Ctrl+End.

M@t s6 thao tic nhanh trong vin ban véi cac phim tit thdng dung
Ctrl+1: Gian dong don (1)

Ctrl+2:Gian dong doi (2)

Ctrl+5: Gidn dong 1,5

Ctrl+0: (zero) Tao thém do gian dong don trudc doan

Ctrl+Shift+F: Thay d6i phong chi

Ctrl+Shift+P: Thay d6i ¢& chir

Ctrl+D: M6 hop thoai dinh dang font chir

Ctrl+B: Bat/tit chit ddm

Ctrl+1: Bat/tat chit nghiéng

Ctrl+U: Bat/tit chit gach chan don

Ctrl+A: Lua chon (bo6i den) toan bd ndi dung file

Ctrl+F: Tim kiém k tu
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Ctrl+G (hoacF5): Nhay dén trang sd
Ctrl+H: Tim kiém va thay thé ky tu
Ctrl+]: Tang 1 ¢& chir
Ctrl+[: Giam 1 c0 chir
Ctrl+W: Doéng file
Ctrl+Shift+>: Tang 2 ¢ chiv
Ctrl+Shift+<: Gidm 2 ¢& chir
Ctrl+F2: Xem hinh anh ndi dung file trude khi in
Alt+Shift+S: Bat/T4t phan chia cira s6 Window
Ctrl+enter: Ngit trang
Ctrl+Home: Vé dau file
Ctrl+End: Vé cudi file
Alt+Tab: Chuyén d6i cira so lam viéc
2.5.3 Chon khdi va thao tic trén khoi

e Chon khoi:

Thuc hién cac cach sau:

+ Nhiap chudt tir diém dau dén diém cudi ctia van ban can chon

+ Nhiap chudt dé dit con tro text ¢ diém dau, gitt Shift va nhap chudt

& diém cudi cua doan van ban can chon

+ Dung phim Home, End va phim mili tén trén ban phim dé di chuyén

con tro text dén diém dau

Giir phim Shift va gd cac phim mili tén thich hop dé di chuyén con tré text dén diém
cudi ctia doan van ban can chon

e Sao chép, di chuyén:

Lénh |Biéu twong | Phim twong dwong | Y nghia
Cut Chuyén doan van ban da chon
kS Ctrl + X :
vao by nhé Clipboard
Ctrl + C hé an ban da chon ve
Copy CA ép (,ioal? van ban da chon vao
bo nh¢ Clipboard
i Ctrl +V Dan doan van ban c6 trong
Paste — , .
Fete Clipboard vao vi tri con trd text

Panh dau chon doan vin ban
- Vao menu HOME — Clipboard chon Copy hodc Cut
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- Pt con tro & vi tri két qua chon Paste

e Xoa khoi
- Chon doan vin ban can x6a. Nhan phim Delete trén ban phim
2.6. Truy tim va thay thé trong viin ban
Truy tim: Thuc hién cac cach sau
+ Chon HOME — Editing — chon Find
+ Nhan t6 hop phim Ctrl+F xuat hién hop thoai

MMawigaktiomn - =

T — - —

10 of 26 matches

=T=] =l - -

\
~ A
MNX % AR $lan

il
o]
[of

) Két qua tim kiém

Hinh 3.6: Hop thoai tim kiém

Thay thé:
+ Chon HOME — Editing — chon Replace xuét hién hop thoai:

| Find Replace | Go To |

Find what: word 2010

G0 tir can tim

eplace with: |excel ~ oL A A
e i = G0 tur can thay the
[ Replace ] [ Replace Al ] [ Find Mext ] [ Cancel I

Hinh 3.7: Hop thoai thay thé

3. Soan thio vian ban
Cach gé Tiéng Viét:
C6 rat nhiéu cach gd Tiéng Viét trong moi truong Windows. Sau day 13 2 cach gb
thong dung nhat:

- Kiéu gb Telex:
aa >4 s = dau sic
aw 2>a f = dau huyén

dd >d r > diu hoi



Trang 57

ee 2>é X > dau nga
00 20 j = diu nang
ow,] 20 z > huy dau
w,uw,] —2u

Lip dau:

ddd - dd [ 2>

000 - 00 1] 2]

eee - ee

Vi du: GO dong chit: Nuwde chay da mon
bang day cac phim sau:
Nwowcs chayr ddas monf hoac N][cs chary ddas mofn
- Kiéu VNI:

Phim s6 s6 1 = DAu séc

Phimsdsé2 = Dau huyén

Phims6sb3 = DA4u hoi

Phims6s64 =  Daungi

Phims6s65 = D4u ning

Phims6s66 =  Déiumiicuachira, évao
Phims6s67 = DAu rau cia chit o va u
Phims6s68 =  Déumilcuachira
Phims6s69 = Déu gach ngang cua chir d

Phim s6 s6 0= Huy déu (x6a diu)

Vi du: GO dong chir: Nwée chday da mon
bang day cac phim sau:

Nu7071c cha3y d9al mo2n  hoac Nu707cl chay3 d9al mon2
Bing mi va Font chir Tiéng Viét:

Pé go duoc Tiéng Viét, ngoai kiéu g, thi con can phai co su tuong thich gitra
Bang mi va Font chit. Hién nay c6 rat nhiéu Bang ma dung dé go tiéng Viét. Tuy
nhién thong dung nhét van 1a cic Bang ma sau day:

. Biang ma TCVN3 - 5712:

La loai font 1 Byte dugc dung hau hét tai cac tinh khu vuc phia Bic va Ha ndi.
Font ndy tuan thu theo bang mé chuan qudc gia TCVN 5712 dugc phat hanh nim
1993 va dugc khuyén cao dung trong khéi co quan nha nudc.

Font chit soan thao cho bang ma TCVN3 c¢6 2 loai:
- Font soan thao chit thuong c6 dang: .Vn................
Vi du: Cac Font chir nhu: .VnTime, .VnArial, ......
- Font soan thao chit hoa c6 dang: .Vn............... H
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Vi du: Cac Font chir nhu: .VnTimeH, .VnArialH, ......
o Bang ma VNI:

Font VNI do cong ty Vietnam International (USA) phat trién, 1a font chi 2 byte
thuong duoc st dung trong khu vuc phia Nam va & nudc ngoai.
Font chir soan thao cho bang ma VNI c6 dang: VNI-...............
Vi du: Cac Font chir nhu: VNI-Times, VNI-Univer, VNI-Vari, .........
o Bang ma Vietware X:

La loai Font chit 2 Byte.

Font chir soan thao cho bang ma Vietware X ¢6 dang: VN...............

Vi du: Cac Font chir nhu: VNtimes new roman, VNarial, VNrenfrew, .........
o Bang ma Unicode:

La loai Font chir 1 Byte. Rat thong dung hién nay, va dang 1a Font chuén trén céac
trang Web tiéng Viét.

Font chir danh cho bang ma nay: Times new roman, Tahoma, Verdana,.....

S dung bo go Unikey trong soan thio:

Pé sir dung b g ndy can tién hanh nhu sau:
- Khoi dong Unikey (Néu bd gd chua khoi dong).
- Nhép phai chudt vao biéu tugng Unikey trén Taskbar, chon muc “Hién cira s6
Unikey” (Unikey Panel). Man hinh Unikey c6 dang:

i 5
Biéu khign ——
Bang md: [Unicu-de v] o Bong
Kigu go: [TB|B.‘K v] '_‘ K&t thilc
Phimchuyén: @ CTRL + SHFT (0 ALT+Z
JL Wi ring
‘ @ Huwéng dén | Théng tin ‘ ‘ Méc dinh ‘
o Trong
W A
myc Hinh 3.8: Giao dién Unikey Kl?u
g0”, chon kiéu
g0 (Telex/VNI); chon kiéu bé dau
0 Trong muc “Bang ma”, chon bang ma can dung.

o Trong muc “M& rong”, ding bat/tit cac chirc ning tiy chon .
Bai tip va san phiam thwe hanh s 1

Kién thire:

Cau 1: Cac to hop phim sau c6 tac dung gi ?

Ctrl - 1 Ctrl - P Ctrl - L Ctrl - F Ctrl -V
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Alt - F4 Ctrl - B Ctrl - N Ctrl -G Ctrl - S
Cau 2: Trinh bay cach sao chép va di chuyén khéi van ban?
Cau 3: Trinh bay kiéu gd Telex trong tiéng viét ?

Ky nang:
BAI TAP THU'C HANH WORD 1
YEU CAU :
- G0 va trinh bay viin ban theo miu sau va luu lai véi tén TH01.DOC
- Sao chép khd tho thr hai xubng dudi kho tho th ba
- Di chuyén tén tac gia dudi tiéu dé
- Thay thé tir “ta” thanh tir “anh”
- Tim tr “son ” trong doan tho trén
wHuong din thuc hanh
1.
- Mo file moi:File/New/Blank document
- G0 bai tho theo mau
- Chon thé File/Save hay CTRL+ S dé luu bai tho tén THO1.doc
2. Sao chép: Panh khéi kho tho thir hai;chon Home/Copy hoic Ctrl+C; sau d6
chuyén diém chén xubng dudi kho tho tht ba rdi chon home/paste hoic ctrl+v
3. Di chuyén tén tac gia: Thao tac nhu trén nhung chon home/cut
4. Chon Home— Editing — chon Replace thay thé tir “ta” thanh tir “anh”
5. Chon Home — Editing — chon Find hoac CTRL+F

DOI MAT NGUOI SON TAY

Em 6 thanh son chay giic vé

Ta tir chinh chién ciing ra di

Céch biét bao ngay qué Bat Bat
Chiéu xanh khong thay bong Ba Vi
Vang tran em mang troi qué huong
Mit em diu diu budén Tay Phuong
Ta nhé x&t doai may trang 1am

Em c0 bao gio em em nhé thuong?

Po6i mat son tay

U uén nhiéu lvu lac

Budn vién xtr khon khudy
Ta gtri niém nhé thuong
Em mang gium ta nhé

Ngay tro lai qué huong
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Duong hoa kho rao 1€

Bao gid ta gip em lan nira
Ngay 4y thanh binh ron tiéng ca
D3 hét sac mau chinh chién cii

Con c6 bao gio em nhé ta?

Luu Trong Lu
Panh gia két qua hoc tap
Két qua
Cach thuc va Pidm thuwe
TT | Tiéu chi danh gia phuwong  phap | :. hién cua
. e toi da s .
danh gia nguwoi
hoc

| Kién thire
1 Nam dugc cong dung cac 2

phim tat Vén dap, déi
2 | Nam duogc céch sao chép vadi | chiéu  voi moi|

chuyén khoi vin ban dung bai hoc
3 Biét duoc kiéu gd Telex 4

Cong: 10d

Il |K¥ niang
1 | Biét khoi dong va thoat khoi 3

Word, g tiéng viét ki€u Telex | 8 14 san
2 Biét cach chon bang ma phu |pham sau buoi

hop v6i font chit. thuc hanh 3
3 Luyén tap cac ki ndng g0 van 9

ban
A Biét cac chirc nang chung cua

hé soan thao van ban. 2

Cong: 10d

111 | Thai d
1 Tac phong cong nghiép 4
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1.1 |Pi hoc day du, dang gio Theo doi wvigc|1,5
1.2 | Khong vi pham ndi quy 16p hoc thl-,I;C h,l? 1, dor
chi€uvéindiquy | 1 5
cua truong.
1.3 | Tinh c4n than, ti mi Quan sat viéc
thue hién bai tap | 1
2 bam bao thoi gian thyc hién bai | Theo doi  thoi
tap gian thyc hi¢n
bai tap, doi chicu | 2
véi thoi gian quy
dinh.
3 bam bdo an toan lao dong va vé¢
: n A .. .. |4
sinh cong nghiép Theo ddi viéc
3.1 |Tuan thi quy dinh vé an toan | thuc  hién, doi |1 5
N A .| chiéu voi quy
3.2 ?ayhdu E?Ohhohl”aﬁ d(_)r}gl(l quan | g¢inh vé& an toan 15
4o thuc hanh, thé hoc sinh, va vé sinh cong
3.3 | Vé sinh phong thuc hanh ding | nghiép 1
quy dinh
Cong: 10d
KET QUA HQC TAP
A , a ., Két qua | . Két qua
Ti€u chi danh gia thwe hién He¢ so hoc tap
Kién thirc 0,3
Ky nang 0.4
Thai do 0,3
Cong
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BAI 4: TRINH BAY VAN BAN

Gidi thiéu:

Trong Windows loai chit dugc ding c6 bé rong ky tu khong cb dinh, do d6 khi soan
thao khong duoc dung dau khoang cach dé chinh dong, chinh doan. Khong nén dé
hai ddu cach hodc hon lién nhau. Pau dong thir nhat cia mot doan khong dugc gd
cac dau khoang cach ma dung chire ning dinh dang doan dé lui dau dong.

Word 1a mdt b xtr Iy tir ¢6 dinh dang, tirc 1a sau khi nhap ndi dung ta co thé quy
dinh hinh thire trinh bay cho cac ndi dung d6 tuy y. Hai yéu t6 co ban dé dinh dang
cho vin ban 1a dinh dang ky tu (quy dinh hinh dang timg k¥ tu trong van ban). V&
co ban thudc tinh cua ky tu bao gém: font chir, kiéu chit (thuong, dam, nghiéng,
gach chan, chi sb trén, chi sd dudi), cd chit tinh theo chiéu cao cua ky tu va mau
chit. Thudc tinh cua doan bao gom: 1& trai va 18 phai cua doan, khoang cach i vao
ctia dong dau tién trong mot doan, cach dong doan (dong trai, dong phai, dong gitra
va dong déu hai bén) va khoang cach cac dong trong doan.

Muc tiéu:
- St dung duoc cac dbi twong va hiéu tng dé trinh bay vin ban.
- Trinh bay céach thirc dinh dang van ban.
- Pinh dang dugc mot van ban ding yéu cau.
- Thuyc hi¢én cac thao tac an toan vo1 may tinh.
Noi dung:

1. Dinh dang van bdn

1.1. Dinh dang doan van ban
Dinh dang chit: Chon doan vin ban mudn dinh dang, dua con trd chudt vao ving

chon cho dén khi xuét hién thanh cong cu Mini.

Co chtr
Font chit

F Y

TimesMe v 12« A" 57 £ £
T \ Mau chir

. In nghiéng Gach dudi
Can lé doan van:
Pé can & cho doan van thyc hién cic  budc sau:
- Buéc 1: Chon 1 doan van hodc cac doan vin can can 18
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- Budc 2: Trong thé Home, nhom Paragraph, nhan nut Align Left dé canh 1& trai,
nhan Align Right dé canh phai, nhdn ntt Center dé canh giira (giira 2 18 trai va phai),
hay nhan nat Justify dé canh déu hai bén.

Dinh dang khodng cdach cdc doan van:

Pé dinh dang khoang cach cho doan van thuc hién cac budc sau:

- Budce 1: Chon doan van ban mudn thay doi.

- Bué6c 2: Trong thé Home, nhOm Paragraph, nhan n(t Line Spacing.

- Budc 3: Chon khoang cach mudn, chiang han 2.0

Céc kiéu khoang cach dong ma Word hd tro:

- Single (dong don). Ty chon nay hd trg font 16n nhat trong dong don

- 1.5 lines: Gap 1,5 lan khoang cach dong don.

- Double: Gap 2 lan khoang cach dong don.

- At least: Lya chon nay xac 1ap khoang cach dong tdi thiéu can thiét dé phd hop vai
font hoac d6 hoa 16n nhat trén dong.

- Exactly: C6 dinh khoang cach

= = =5 -
ey

Indents and Spacing | Line and Page Breaks |

dong va Word sé khéng diéu
chinh néu sau do

General

Alignment: Justified El téng hoac giém C6’ Chf[‘.
Qutinelevel: [BodyTee =] - Multiple: Xac 1ap khoang cach
indentation dong tang hoac giam theo ti 1€ %
Left: a~ = Special: ;e N N 0 .
. —r oy =] so v6i dong don ma ta chi dinh.
Dﬂirror indents VI du nha VélO 1.2 CO n hia lél
g d
Spacing khoang cach dong s€ ting lén
Before: opt I Hoe spading: 20% so véi dong don.
After: apt = Single

7] Dorvt add space between paragra Ghi chG: Néu muén dit nhiéu
khoang cach gilta cac dong
nhung khoang céch nay khong co
trong menu xuat hién khi nhan
nut Line Spacing, hay chon Line
Spacing Options, va nhdp vao
khoang cach can dinh dang.

ale
1.5 lines
Double
At least
Exacty
Multiple

- Midgw 3acIfe kimdas cach 882 cins bngc g cies d15 R e X 8823 Gon md o cal GEL Vedu
NG vim L3 oA a3ATc 2@ Mhmdep cach G2z (G mEgtim 10 e A Bz Bow

Prewview

[ Tabs.. | [ set As pefault | [ oK ] |

Thut Ié dong diu tién ciia doan

Thuc hién cac budc sau

- Bué6c 1: Nhan chudt vao doan ma ta mudn thut 18 dong dau tién.

- Buéc 2: Trong thé Home, nhin vao nat miii tén goc dudi bén phai cua nhém
Paragraph.

- Budc 3: O hop thoai Paragraph, chon thé Indents and Spacing. Tai muc Special, ta
chon First line. Tai muc By, chon khoang cach thut vao. Nhan OK.
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- S

Indents and Spadng | Line and Page Breaks |

Paragrap

General
Alignment: Justified |Z|

Qutline level: |Body Text |Z|

Indentation
Left: o- = Special: By:
Right: o - First line i~| 05 |2

[ Mirror indents

1.2. Dinh dang cot, tab, Numbering

X/

**  Dinh dang cot:

Cach thi nhat: G3 vin ban trude, chia cot sau:

- Budc 1: Nhap vin ban, hét doan nhan Enter dé xudng hang. Sau khi di gd hét noi
dung vin ban, nhan Enter dé con tré xuéng hang tao mot khoang tring.

- Budc 2: Boi den ndi dung can chon (khong boi den dong tring & trén), tai thé Page
Layout, nhém Page Setup chon cic mau c¢6t do Word mic nhién 4n dinh.

Insert Page Layout References
.2y Orientation » ¥=, Breaks ~

[ Size ~ #5) Line Numbers ~
\EE Columns »| b2 Hyphenation ~

tu

3 = One
Two

Three

= Left

Right

EE  More Columns,.,
Hinh 4.1: Chon mau ¢t mac dinh

Nhan vao More Columns hién thi hop thoai:
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+ Presets : cac mau chia

Columns R
cot
Presets
— _— - — + One — Two — Three :
= == == == Cac cot cO do rong bang
One Twao Lefk Right nhau
Murmber of columns: |1 E + Left — nght - Cac cot
Width and spacing Presview Cé d6 réne khac nhau
Col #:  ‘Width: Spacing: ) Tong
[ ] [s 3 | | + Number of Columns :
N | | | Sb cot (néu mudn sb cot
L] | | | chit >3)
+ Line Between : Buong
apply to: |This seckion vl ke giua cac CQt
+ Width and Spacing :
I Ik l [ Cancel ] Y ) . R .
bi¢u chinh do rong va

Hinh 4.2: Hop thoai Column khoang cach
+ Equal column width:
Cac cot c6 do rong cot béng nhau néu nhép chon vao 6 vudng phia trudc
Céch thir hai: chia cot trudce, gd van ban sau
- Tai thé Page Layout, nhdm Page Setup chon cac mau cot do Word mic nhién
an dinh - Nhap van ban vao.
- Tai thé Page Layout, nhém Page Setup chon Breaks, Column Break: dé ngat
ot khi muén sang cac cOt con lai.

'*,:'-, Breaks t? ] Watermark ~ Indent
Page Breaks

Page

Mark the point at which one page ends

and the next page begins.

v

l il HLZ JL

Column
Indicate that the text following the column
break wiil begin in the next column.

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

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

>

W

Continuous
Insert 3 section break and start the new
section on the same page.

”

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

it

Odd Page
Insert a3 section break and start the new
section on the next odd-numbered pages,

i

v

|

W
|

Hinh 4.3: Ngit cot
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% Dinh dang tab:
Hién thi thuéc ngang trén dau tai lidéu bang cach nhan nit View Ruler & dau trén

thanh cudn doc.

Chon tab bang cach 1an luot nhan vao 6 tab selector — 14 6 = & =2
giao nhau gitta thudc doc va thudc ngang (& goéc trén bén trai o @
trang tai liéu) cho dén khi chon dugc kiéu tab mong mudn, % Find ~

a ay
wac Replace

, . , . kg Select =
'\chh chudt dén khi xuat hién

E-;liti:'u-.:.__
loai Tab can dung

Tab trai: @ Dit vi tri bat dau cua doan van ban chay sang phai khi nhap liéu

Tab gitia: bit vi tri chinh gifta doan van ban. Poan van ban s¢€ nam gifta vi
tri dat tab.
Tab phai: N m & bén phai cudi doan van ban. Nhap li¢u, doan van ban s€ di
chuyén sang trai ké tir vi tri dat tab.
Tab thdp phan: @ Khi dit tab nay, nhitng ddu cham phan cach phan thap phan
s& nam trén cung mot vi tri.
Bar Tab: [t/ Chén mét thanh thing dtng tai vi tri dit tab.

* Dinh dang Numbering:

D)

L)

SO tht tu tu dong cho

i=-[E[E-  #m R 2 | | pasecen phép dinh dang va to chirc vin
= . | ban véi cc s0, cac bullet (dau
MNone 2. 2) cham tron). Chon HOME
* > —Paragraph ,
) A a Cac danh sach Bullet c6 cac dau
" o & chén tron
. . Danh sach cac Number co cac sb va
. i danh sach cac Ountline 1a su phdi
Document Number Formats hop gitta cac s6 va cac chir cai phu
. iy thudc vao su td chirc ciia danh sach.
3 3.
- Define Mew Mumber Format...

==

Hinh 4.4: Bulleted and Numbered
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< Dinh dang khung va 1am nén:

bé dé dang cho viéc tao nén va dong khung cho van ban, ta nén gd van ban xong roi

moi thuc hién.

Borders | Page Border | Shading

Setting: Preview

Click o diagram belows or use
buttons to apply borders

~ || Apply to:

Paragraph ~

Options. ..

[ Show Toolbar ] [ Horizonkal Line. ..

Hinh 4.5: Dinh dang khung va 1am nén

hop thoai hién thi véi 3 thé sau:
Border: Céac dinh dang vé duong ké
khung:

+ None: khong dong khung

+ Box: dong khung véi kiéu duong
dugc chon & muc Stype

+ Shadow: déng khung c6 vién bong
v6i kiéu duong chon & muc Stype

+ 3- D: déong khung voi hi¢u ung
khong gian 3 chiéu voi kiéu duong
chon & muc Stype

+ Custom: tuy chon kiéu duong khung,

c6 thé Nhap chon cho ting dudng trén timg canh Stype khac nhau va Nhap
chi dinh twong trng & muc Preview
+ Color va Width: chon mau va d6 rong cho duong ké khung
Thé Page Border: Tuong tu nhu 4p dung cho ké khung cau van nhung the nay ap
dung cho cé trang van ban. Pac bi¢t muc Art li¢t ké cac kiéu duong vién cho ca trang

theo cac mau duoc thiét ké san.

Thé Shading: Chon kiéu t6 nén cho cau van chon. Cac muc gém:
+ Fill: chon mau t6 cho cau van, ngém dinh no Fill khong t6 nén

+ No Fill: huy chon viéc t6 nén
+ Stype: chon kiéu t6 nén

+ Color: chon mau to, ta co thé Nhép More Color dé tu pha tron mau to.

Borders || Page Border ||

Fill Preview

Mo Fill

More Calors. ..

Fatterns
Style:

[ clear -

Apply Eo:
FParagraph

Thé Shading:
Borders and Shading EJ

Fill: Kich chudt chon mot
mau lam mau nén tr bang
mau

Patterns: Chon nét hoa van
lam nén

+Stype: Chon lya kiéu hoa
van

[ o D RS 1 A B L}

Show Toolbar ] [ Horizontal Line. .. ] [ (=14

111

] [ Cancel ]

Tao inh 4.6: Dinh dang khung va lam nén (thé Shading)
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Microsoft Word ¢6 tinh ning tao chir nhan manh goi 1a Drop Cap. D6 1a chit cai dau

cau dugc phong to va tha xudng. Kiéu trinh bay vin ban nay c6 tinh my thuét cao.
Chon Insert — nhom Text — chon 1énh Drop Cap

C6 2 ché dp:
1. Dropped cap.
2. In-margin dropped cap.

Dé c6 thé tuy bién chir cai nhin manh ndy, nhan chudt 1én 1énh Drop Cap
Options trén menu ctia Drop Cap. Trén hop thoai Drop Cap, ¢ thé chon vi tri

ctia chit nhan manh, font chit, sd dong tha xuéng va khoang cach tur chix nhan manh
t6i viin ban. Nhan OK dé hoan tat.

Position

: W W

MNone Dropped In margin

Opkions
Fonk:

Times Mew Roman

Lines to drop: 3

LR LR 4

Diskance From text: 0"

I Ok ] [ Cancel ]

Hinh 4.7: Tao chit Drop Cap

1.4. Watermark (Nén bao vé

van ban)

Mot hinh mo 1a mot anh trong

sudt ma xuét hi n ngay sau van

ban trong tai liéu. Pé chén mot

hinh mo:

Chon tab Page Layout trén

vung Ribbon

- Chon nut Watermark trong
nhom Page Background

- Nhép chon Watermark can
chon hoac Chon Custom

Sau nay, néu khong mudn nhan manh kiéu Drop
Cap, vao lai man

hinh Drop Cap va chon 1énh None.

= Dbi véi vin ban vira trinh bay chia cot, vira co
tao chit Drop Cap, can chu ¥:

e Néu tao: Chia cot trudc, tao chit Drop sau.

e Néu hiy: Hay chit Drop Cap trude, huy chia
cOt sau.

_.] Watermark ~ Indent Spacing

Confidential

COMFIDEMNTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1

DO MNOT COPY 2 -
More Watermarks from Office.com
4 Custom Watermark...

-",. Remove Watermark

Hinh 4.8: Hinh bao vé€ van ban

Watermark va tao mot hinh mo riéng.
- Pé bo moét hinh mo, thye hién cac budc nhu trén nhung chon Remove

Watermark.
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1.5. Tao tiéu dé trén va dwdi (Header va Footer)

Céc van ban nhu gido trinh day hoc, tdi liéu, chuyén dé, bdo cdo, v.v... thudng phai
c6 cac thong tin mang tinh hudng din, xudt x& nhu: Tén chuyén dé, nguoi thuc hién,
s6 trang, ngwoi hwdng dan, v.v...Cac thong tin nay thuong dugc dit & dau trang va
chan trang (Header and Footer).

Tai thé Insert — nhém Header & Footer, nhidn nut Header hay Footer.

=] Header = A Z| Quick Parts * |3 Signature Line = T Equation -
=| Footer = .ulﬂ Wardart « j?) Date & Time £2 symbol =
s

T

Built-In

Blank pols

[Ty teas]

Blank (Three Columns)

(] [Ty i Bt [Ty 1]

Alphabet

[Typee tesx] Fage 1

Annual

More Footers from Office.com
d 15| Edit Footer

=% Bemove Footer

Hinh 4.9: Hinh tao Header & Footer

- Menu x6 Xuéng véi cac Header, Footer mau can chon.
- Nhéap noi dung cho Header hay Footer do.
- Nhan dtp chudt vao ving nodi dung cua trang, 1ap tirc Header/ Footer s& duoc
ap dung cho toan bg trang cua tai li¢u.
1.6. Pdnh so thi tw cho trang vin bin

% Chén s6 trang vio vin ban
- Chon thé Insert — nhom Header & Footer, nhan ntit Page Number
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m Home Insert Page Layout References Mailings Review View
[ cover Page = j i El@ W:'-l ) E‘ B ﬁ [ 8, Hyperlink (= Header - [A Eea
Eacs| | 1 o = (&
|_] Blank Page Eel S e ; =F A& Bookmark _:.J Footer = qlﬂ Vv
=y Table Picture Clip  Shapes Smartart Chart Screenshot T — Text &
k— Page Break - At - - {'#] Cross-reference {#] Page Number =|| gax» 25
Pages Tables lfustrations Lirnks

Top of Page

@_?5 * D Simple

St

Plain Mumber 1

EBottom of Page

Current Position L

Farmat Page Mumbers..,

E|
[
=|| kd Page Margins r
|
&
|
™y

Bemave Page Numbers

Plain Number 2

- Trong menu xuit hién, tré téi Top of Page (chén sd trang vao phan

Page Number Format @

Mumber Format:

Page numbering

{:} Skart at:

[] tnclude chapter number

'@} Continue from previous section

e
w

I Ok l[ Cancel ]

Header) hodac Bottom of Page (cheén vao
Footer)
< Thay d6i dang s6 trang

- Nhén ddp vao Header hay
Footer, noi can dat so trang.

- Tai thé Design, nhin
Header & Footer, nhin ndt Page Number,
chon tiép Format Page Numbers.
+ Number format: Chon dang s6 thir tu

+ Include Chapter Number: Sé trang
duoc kém véi s6 chuong

+ Continue From Previous Section: S6
trang ndi tiép voi section trude do

+ Start at: S6 trang duoc bat dau tir sd

+ Trong hop thoai Page Number, tai muc Number format, chon mot kiéu
danh s6 minh thich, sau d6 nhan OK.
< Xoa sb trang da danh ,
Thé Insert, nhan Header & Footer, nhan nit Page Number, sau do chon Remove
Page Numbers & cudi menu.

1.7. Dinh dang trang vin bdn

% Chinh sira 1é trang: )
+ Chon tab Page Layout — Page Setup, Nhap chon Margins
v Chon Default Margin, hoac
v Chon vao Custom Margins va hoan thanh hop thoai
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MHome Insert Page Layout References

]‘ ‘ 2y Orientation ~ %= Breaks ~

— | [y size v ¥ Line Numbers ~
Margins| __ a5 :
- Igg Columns ~ be Hyphenation »
Themes | 7 Last Custom Setting
m - — o Top: 1 Bottom: 0.5"
&5 ’ Left: 07" Right: 0.7"
- Normal
- Top: 1" Bottom: 1"
= Left: 15 Right: 1"
— Narrow
- Top: 0,5" Bottom: 0.5"
= Left: 05" Right: 0.5
- g Moderate
- Top: 1" Bottom: 1"
e 1 Left: 0.75" Right:  0.75"
|
y s Wide
- Top: 1% Bottom: 1"
Left: 2" Right: 2"
2  Nurored
- Top: 1" Bottom: 1"
- Insicle: 1,25 Outside: 1"
~
i Office 2003 Default
- Top: 1+ Bottom: 1"
- ‘ Left: 1.25" Right: 1,25
e Custom Margins...
m

4.11: Dinh 1@ trang

< Dinh hwéng 1¢ trang, Nhap thuwéc hay cdt ciia trang:

v Chon thé Page Layout — nhom Page Setup, Chon Orientation, Size
hay Columns

v Chon kiéu thich hop.

“ Home Insert Page Layout References

1 ‘I Lj_q Orientation ~ %Breaks v
= | Line Numbers ~

lemaman ‘ '_] ‘
Themes Margins | l 3 I Portrait
- ' - ‘ = Hyphenation
Themeas —
II_]' |‘1_::_?| Landscape;—_..lll_g
= i i 19 P |

Hinh 4.12: Dinh hudng trang

Ap dung dwong vién trang va mau siac
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Chon tab Page Layout — nhom Page Background, Chon Page Colors va
lya chon mau mudn ap dung cho trang hoac Page Borders va chon duong vién thich

hop cho trang.

Insert

Page Layout References

Mailings

A }] K 1] [y Orientation = ¥= Breaks = A Watermark ¥
= (A - 3 Size v #3) Line Numbers ~ Page Color »
Ther ~ Margins __ o : :

v == Columns v be Hyphenation » gl Page Borders

Theme Page Setup « | Page Background

Hinh 4.13:

< Tao mdt ngzit trang
bé chén mot ngat trang:

Chon tab Page Layout — Page Setup, chon menu Breaks, chon Page Break.

Tao vién trang va mau sac

Page Layout References Mailings Review View
sntation ~ [E‘, Breaks " |A] watermark v Indent
v Page Breaks :
umns ¥ Page %
» Mark the point at which one page ends Parag)

Jage Setup|

) L

Il

:
‘
||

[T 1

and the next page begins.

Column

o

Indicate that the text following the column [

break will begin in the next column,

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

Section Breaks

il

w

EE |

F

=X

[

Hinh 4

** Chén m{t Trang bia
bé chén mot trang bia:

Chon tab Insert — nhom Pages, chon nit Cover Page , chon mét kiéu trang

bia.

Next Page
Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

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

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

14: Tao ngat trang
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m Home Insert Page Layout References Mailings

|=) Cover Page ~| ——"1" | “ r_!al ‘TT‘L; D ﬁ.ﬁl

Built-In -

]

Mypethe ™ =
wa [Year]

(TYPE THE DOCUMENT TITLE

Alphabet Annual Austere

[Type the document title]
[ PR —

[Type the documant titie]

[Year]

Conservative Contrast Cubicles -

More Cover Pages from Office.com

} Remove Current Cover Page
_&‘! Save Selection to Cover Page Gallery...

Hinh 4.15: Chen trana bia
«* Chén m{t trang t’réng
bé chén mot trang trong:
Chon tab Insert — nhom Page, chon nut Blank Page.

Home Insert f
|£) Cover Page ~ =4 '
A

_] Blank Page

Table Picturg
'_;', Page Break -

Pages Tables

Hinh 4.16: Chén trang trong

2.Chén cdc déi twong vao vin bin
2.1 Chén cdc ki tw dac biét 7 )
bé chén cac ki hiéu ta ¢6 thé chon céc font, cd, kiéu, mau v.v...Vi du mot s6 ky hi¢u
trong bo font Winding: LM @< F =00 3%
+ Pé chén ta ddt con tro vao noi mudn chén ky hiéu
+ Chon thé Insert — nhom Symbols, Chon nat Symbol
+ Chon ky hi¢u phu hop

hodc More Symbols hop thoai sau xuat hién:
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¥
m Customize Keyboard E
Fymbals | 5 | Specify a comman d
Commands:
Font: [Wingdi Samsalh
2R
9 /P Specify keyboard sequence
Current keys: Press new shortcut key:
I::> ﬁ Chrl+-H
Symbol: 9
Recently usec
% @ Save changes in: Mormal.dok
Description
o wingdings: G150
Wingdings: 1%
AutoCarrect
Clo

Hinh 4.18: Gan ky hiéu

TN "Tade 1 2 VLIVIL DL LU UUV ULwL

+ Tiép theo ta chon ky hiéu tai muc Font. Thong thuong, cac ky hiéu phd bién nim
0 cac bo font: Winding, Webding...
+ Chon ky hi¢u can cheén, Nhép chon nut 1€nh Insert. Thuc hién xong Close.
Véi cac ky hiéu thuong xuyén st dung, ta c6 thé gan cho mdi ky hiéu 1a mot
ki tur hodic mot tir, t hop phim tit ndo d6 dé tién dung.
= Gan ky hiéu cho mot tir: Trong hop Symbol, ta Nhap ky hiéu can tao
tir viét tit, chon nat 1énh AutoCorrect..., Tiép theo tai muc Replace go tur thay thé,
xong Nhap Ok va Close. Vi du: ta thuong xuyén hay dung ky hiéu £, vay ta gan
cho né 1a tir “sach”. Nhu vay khi gd “sach” va 4n nat Space thi ki hiéu s€ duoc
thay thé cho tir sach.
= Gan t6 hop phim tat cho ky hiéu: Trong hop Symbol, ta Nhap ky hiéu
can tao tir viét tat, chon nut 1énh Shotcut Key
+ Tiép theo tai muc Press new shortcut key, ta 4n to hop phim tit
phtt hop (duge két hop vai phim Ctrl...., Alt... hodc ca Ctrl- Alt...phia trude, vi du
Ctrl-T)
+ Nhip Assign dé chuyén vao danh sach cac phim tit (Current
key) an Close.

P \ A N ;1A o z % Si ure Line Equation ~ 4
Vi du ta thuong xuyén dung ky hicu'®, ta gan -‘;" R g izl to
, z , o1 A . R . 35 Date & Time Symbol ~ ,
hop phim tat cho n6 1a Ctrl-T, an ‘Ctrl- T> thi - Ky
..A . . S . P% Ob_jed z € £ ¥ @)
hiéu @ s¢ hién thi.
j @ ™ i = S
> = * ©o
a p n Q ©

L2 More Symbols..,



Trang 75

2.2 Chén ClipArt va hinh dnh
bé thuc hién chén hinh vao van ban tai vi tri con trdé nhay cua van ban, ta thuc hi¢n

cac budc sau:
+ Pat con trd vao noi mudn chén hinh minh hoa hay hinh anh
+ Chon thé Insert — Chon nat Clip Art
+ Hop thoai xuat hién va ¢ thé tim hinh mau

s = + Nhap chudt vao nit Go néu khong thay hinh,
[ee ] r N . , .
o erceae o toree =1 xuat hién ngay trong vung danh sach hinh.

] Indude Office.com content

+ Nhap chudt vao ngay hinh can chén tir ving danh

S g sach hinh anh, anh s€ xuat hién trong van ban ngay
tal vi tri con tro.
e [

&P Find more at Office.com

Hinh 4.19: Chen ClipArt

2.3 Chen va dinh dang hinh dnh
< D€ chén mot hinh anh:
+ DPat con tré vao noi mudn chén
+ Chon tab Insert — Chon nut Picture
+ Duyét qua hinh 4nh muén chén va chon anh.
+ Chon Insert

== 3R =L T s i
| - 3 '
[ 4 A-=T 3 =
‘ - Mk 4 ¥ 4= ﬂﬂ (ey-+
Table Picture Clip Shapes SmartArt Chart Screenshot
v Art - -

Tables tHustration

Hinh 4.20: Chén hinh anh

% Dinh dang hinh anh

Pé dinh dang hinh anh ta Nhép phai, chon 1énh Format Picture hop thoai s€ xuét
hién, Nhép chon thé Layout

- In line with text: hinh anh xép ndi tiép theo vin ban tai vi tri dat tro ltc chén anh.
- Square: Dat di twong ndm vao mot khung vudng bao quanh béi vin ban.

- Tight: Bdi tuong dugc vin ban bao quanh theo bién dbi tuong.

- Behind Text: Déi twong nam bén dudi 16p van ban. Tuy chon nay thudng duoc
dung dé dat anh 1am nén hodc anh 1én cho vin ban.

- In front of text: Pat dbi twong nam trén 16p vin ban, che khuét vin ban noi ddi
tuong dugc dat.
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Format Picture |z|

| Colors and Lines " Size

Werapping style

b d b d b & = be &

In line with ket Squate Tight Eehind text  In Fronk of bext

Horizontal alignment

() Left () Center ) Right () Other

L Ok, ] [ Cancel ]

Hinh 4.21: Pinh dang hinh anh

2.4. Chén va hiéu chinh luu do
Smart Art 1a tap hop cac loai dd hoa co thé sir dung dé t6 chirc thong tin trong tai
liéu. Dé chén SmartArt:

+ Dit con tré vao noi mudn chén minh hoa hay hinh anh

+ Chon tab Insert — Chon nat SmartArt

+ Chon vao SmartArt mudn chén

mE R el S I mge

Table Picture Clip. Shapes SmartArt CThart Screenshot 2 3 Text = -
- Art - - ['#) Cross-reference | [#] Page Number ~ Box~ 2= Drop Cap ~

Tables Ilustrations

Choose a SmartArt Graphic

Links Header & Footer |

_ List ~ i
B - | | 3
& 1o e -m- - |
- — —_—
P> Process ey =
¢ Cyde C B e
= [~ . H H
H [P— :
&E:—b ierarchy —
4 Relationship oA
- - o
o | [
A2 Pyramid - 2 =
@ o~ s o ‘ Basic Block List
“E -F-1-1 Use to show non-sequential or grouped
== ..E blocks of information. Maximizes both
horizontal and vertica! display space for
] [ m. Shepss:
EEE — 1 [ s
O (e e g
[ OK ] [ Cancel J

Hinh 4.22: Chén SmartArt

Chon mili tén phia bén trai dé chén vin ban hodc gd vin ban trong d6 hoa.
Pé hiéu chinh SmartArt, chon Tab Design va cac nhém lién quan:

1_J _-éj E :4 Promote * Reorder Up

% Demote Reorder Down
Add Add Text ﬁ
Shape~ Bullet Pane [o- Right to Left} o5, Layout ~

Create Graphic
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2.5. Vé va hiéu chinh biéu do

Biéu d6 1a mot dang thé hién béng hinh anh céc s6 liéu ctia mot bang tinh.
Tai thé Insert — nhém Illustrator, nhan vao Chart

HE D2l .

Picture Clip Shapes SmartArt Chart Screenshot

Chon mot kiéu biéu do va nhap hodc stra
ndi dung bang dir li€u tryc ti€p trén

bang dir

- S i liéu Data Sheet ciia man hinh Excel.
X, 1A ) X R 2 A ]
Xuat hién ctra s6 chon kiéu biéu do BRI
Insert Chart 23 10k O
x P [ w W
3 Templates Column - - o - o o y
‘mﬂ Column J o a2 ‘l P alls
X Line ‘@V‘M H'B'ﬂ ‘m ‘M ‘Bﬂ i : 1 - : Toresinethatoat fange, g lowe getcomerof rnge
@ Pe == [ J Al | [ o | t
E - ls) o8 |08 | ) ) [JaA] 144 )
kA Area % — _: _:
i I
oan (2 1PN GV ARYY ;
& suface L = — — ]Z
D Doughnul A 7 / il W s (= |12 W1 ;
o o ||| A ] ] ] 2] Y] ;
y Rader e _ i ) i ) 0 5
EYIPE AT PP . _ !
[Manege Templates... ] LﬁetasDefauIt Chart J E :: g % o W 2

Hinh 4.23: Chén bicu d6 P6ng chuong trinh Excel, biéu db lwu

lai trén man hinh Word

1200

1000

200
mauyl
500 mOuy il
Pl
400 - W Quy IV

200 4

o

Eép

Gao Biu

2.6. Lap va hi¢u chinh biéu thirc todn hoc 7
Word 2010 cho phép chen cac cong thirc toan hoc. BE xem cong cu toan hoc:

+ Pit con trd vao noi  mudn chén cong thirc toan hoc
+ Chon thé Insert — trén nhém Symbols, Chon nat Equation
+ Chon cong thirc toan hoc phu hgp hodc Chon Insert New Equation
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|

er - Y | =| Quick Parts = |32 Signature Line = [ 7T Equation|~

)

Built-Im
Area of Circle

-

_.
S4 = TCF

Einomial Theorem

i e Ly [ —
{x + o)™ = Ll xEam
fr

=

Expansion of a Swum

. LA Filar — 1=
1L+ x0™ = 1 + J_'+ = -+ -
Fourier Series
L=
P FLIT A . . FLTTA,
Fix) = ag + Iia_,,_ cos + b, sin |
L L A
=1
e
Plore Equations from Office.com -

TC Insert Meaeww Equation

Hinh 4.24: Chén cong thirc toan hoc

Dé chinh sira cong thic toan hoc: Nhap chon cong thirc va thé Design s& xuat hién
trén vung Ribbon

— —

ert Page Layout References Mailings Review View \’ Design [ A
——————— — T X - X n 3 . o
EIEEFMMNFEORE: 5 e* 9 [i 5 ©r e g jm A [38

& j [ 5 7 7 F|[2] T ; v | _ | Fraction Script Radical Integral Large  Bracket Function Accent Limit and Operator Matrix
| = |12 #F] [ 2 Y/ v
| S U SN [} WS ) S 1 S ) S ) Sm ) SUw ) Wm p S 0 - . v v Operatorr  ~ > - Log~ ¥ -
Symbols

Structures

3. Cac hiéu wrng ddc biét
3.1. Hiéu vng Text Effect
+ Lua chon doan van ban can ap dung hi¢u ting
+ Nhép chudt vao biéu tuong ctia Text Effect trén thanh cong tai thé Menu Home,

mot menu do xudng cho phép lua chon céac hiéu tng can ap dung
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| Home fnsert Page Lavout References Mzilings Revt
Times Hew Roman ~2 v EeiE-Ee EE a e‘ ﬂ%
(8] 1 gv&x,x'@EEEE t=- L=
’_“‘! < gk Quick Changs | ng|
BEP-A-A- AW D3 H T Styles » Styles~ = ’
= ¥ Stpes 2
i - -

AR A
A A A
AAA

Qutline
; 4 Shadow
A Refiedion
A Glow

Q) Clear Text Effects

> Pp = i
B N

T o g = Bl ooz v ez

Chire nng Text Effects

Hinh 4.25: Hiéu g Text Effect
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Bai tip va sian phim thwe hanh s 2
Kién thirc:
Céau 1: Trinh bay cach dinh dang doan van ban?

Cau 2: Trinh bay cach chia c6t, chén hinh anh, chén cac ki tu dac biét trong van ban?
Céau 3: Trinh bay cac budc tao chir nghé thuat, tao Drop cap ?
Ky nang:
BAI TAP THU'C HANH WORD 2
YEU CAU : GO0 va trinh bay vin ban theo miu sau va lwu lai véi tén
TH02.DOC
wHudng din thwe hanh
1. Govanban :
- Font chung cho toan bg van ban 1a Font : VN time new roman ; size : 14
- Dong tiéu dé : Font : VN time new roman ; size : 14, canh giita
Dong 1 : Chir in hoa ; Dong 2 : in ddm (BOLD)
Dong 3: in nghiéng (Italic) ;Dong 4 : Cheén Ky tu dac biét : insert / symbol
Dong 5 : Font : VVntoronto ; size : 20 ; style : Bold ; in hoa
- Van ban: Trinh bay theo mau véi 18 first line = 0.5 inches, canh dit liéu: justify
2. Luu van ban lai véi tén TH02.DOC )
TRUONG CAO DANG NGHE DA NANG
KHOA CONG NGHE THONG TIN
99 Té6 Hién Thanh , Phuong Phudc My, Quédn Son Tra, TP Pa Nang
&0511.3940675 - 0905112233
THU NGO
Kinh goi : Cac chung ta hoc vién

Trong sudt thoi gian vua qua, KHOA CONG NGHE THONG TIN di dao
tao dugc nhiéu 16p Tin hoc ngan han Vol chat lugng cao. Dat biét, Khoa ngay mot
chu trong nhiéu dén diéu kién hoc tdp vé mit 1y thuyét cling nhu thyc hanh bang cac
phuong tién hién dai; tao cho hoc vién dé ndm bat dugc noi dung bai hoc.

Tuy nhién, bén canh do cuing khong tranh khoi nhiing thiéu s6t. Khoa CNTT
Truong Cao Ding Nghé Pa Nang mong mudn nhin dugc nhiing gop ¥ cua cac
chiing ta nham gitp Khoa phat trién va phuc vu ngay cang tot hon déi véi cac chiing
ta.

Tran trong kinh chao.
Tp. Pa nAng, ngdy ..... Thang ..... Nam 2012
TRUONG KHOA CNTT
(Ky tén)

KIEAN TRC VAI KHA®
LUYAON
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ata Zura Yamato Okina Wakabi
mong lam mot kiém khach vé

Mdich, nhung mdi lan dau véi cha
déu bi cha danh bai, va phai nghe 161 phé
binh cua cha la than phdp qua cham
chap.

N&i budn byc ctr trat xudng tam tri
Mata Zura Yamato Okina Woakabi
nhung chang van nuoi chi tré thanh mot
kiém si dai danh.

Mot ngay kia Mata Zura Yamato
Okina Wakabi xin phép cha dé theo hoc
Hoka Suzu Iwa Masaki Banzo Ladori -
mot kiém su dai tai, va chang dugc cha
chap nhan.

Mata Zura Yamato Okina Wakabi
dén bai kién Hoka Suzu Iwa Masaki
Banzo Ladori :

- Thua dai su, néu toi sém hom &
canh dai su khong phut xa liathi trong
bao lau t6i s& trd thanh mot kiém si vo
dich

- Muoi nam

- Thua dai su, cha toi d3 gia toi mudn
rGt ngan thoi gian dé con tré vé cham
soc ngudi. Toi nguyén hau ha dai su can

man gap hai thi thoi gian thanh tai 12 bao
lau ?

- Ba muoi nam !'Hoka Suzu Iwa
Masaki Banzo Ladori binh tinh dép.

Sao lai nhu thé duoc, thua dai su ?
Mata Zura Yamato Okina Wakabi kinh
ngac hoi.

..(Vi kiém su Hoka Suzu Iwa

Masak1 Banzo Ladori van tram mic)

- "Duc tbc bat dat", nguoi hép tép
lam viéc gi cling kho thanh cong.

Mata Zura Yamato Okina Wakabi
phan nao hiéu duoc diéu dy. Chang
quyét tim & lai v6i dai su Hoka Suzu
Iwa Masaki Banzo Ladori

Theo so tay vo thuit, TP H6 Chi Minh

‘Panh gia két qua hoc tip

TT | Tiéu chi danh gia

Cach thic va| .z Keét qua
, | Diem
phwong phap | z. thuc
. o toi da e .
danh gia hién cua
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nguoi
hoc

Kién thire

1 Nim rd cach dinh dang doan 2
van ban Vin dap, déi
2 Biét cach chia cot, chén hinh chiéu ‘ .V("i noi 4
anh, chén cac ki tu dac biét dung bai hoc
trong van ban
3 Nim dugc cac bude tao chir 4
ngh¢ thuat, tao chir Drop cap
Cong: 10d
Il |K¥ niang
1 Luyén tap cac ki nang dinh
dang ki tu, dinh dang doan van 3
ban, go tiéng viét ) B
Quan sat, Kiém
2 Biét tao chr ngh¢ thudt, | tra san phéu:n 3
Dropcap trong va sau buoi
; thuc hanh
3 Biét chén hinh anh, dinh dang
12 2
hinh anh
4 | Biét chén ki higu dic biét 2
Cong: 10d
11l | Thai do
1 Tac phong cong nghiép Theo doi vigc |4
1.1 |Pi hoc ddy di, ding gid thyc hién, 4614 g
chiéu voi nodi quy
1.2 | Khong vi pham ndi quy 16p hoc | cua truong. 1,5
1.3 | Tinh can than, ti mi Quan sat viéc
thuc hién bai tap |1
2 Dbam bao thoi gian thyc hién bai | Theo doi  thoi
tap gian thu:g: hién
bai tap, doi chiéu | 2
voi thot gian quy
dinh.
3 Dbam bao an toan lao dong va vé | Theo doi  vi€e 4
sinh cong nghiép thuc hién, do1
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3.1 |Tuan thu quy dinh vé an toan chiéu ‘AVéi “wyi15
: —dinh vé an toan
3.2 |Day du bao ho lao dong( quan | v3 v¢ sinh cong 15
ao thuc hanh, thé hoc sinh, nghiép ’
3.3 | V¢ sinh phong thuchanhding 1
quy dinh
Cong: 10d
KET QUA HQC TAP
‘A  az e Két qua | . « Két qua
Ti€u chi danh gia thwe hién H¢ so hoc tap
Kién thirc 0,3
Ky nang 0.4
Thai do 0,3
Cong
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Bai tip va sin pham thue hanh sb 3
Kién thire:
Céu 1: Trinh bay cach dinh dang hinh anh va cong dung cua cac thé Color and Line,
Size, Layout trong hop thoai Format Picture?

Cau 2: Trinh bay cach danh s thir tw cho trang vin ban?
Cau 3: Trinh bay c6ng dung thé Page Layout?
Ky nang: .
BAI TAP THU'C HANH WORD 3
YEU CAU : G& va trinh bay viin bian sau va lwu lai véi tén THO3A.DOC
»HUONG din thuc hanh
1. G6 van ban .
& Dung font chir chung 1a font : Times new roman ; size : 12
% Dong tiéu dé : dung font : Times new roman ; size : 26, Canh giira
- Tao dudng vién shadow bang 1énh format / borders and shading
- va kéo left indent va right indent thut vao méi bén 1.5
U Tén tac gia : font : Vnbanff ; size : 16, Canh phai
% NEN nhip chon nit hoic ctrl - J dé vin ban gd vao canh déu 2 bién.

& Nhép ndi dung truge roi dinh dang ky tu dau doan sau bang lénh format / drop
cap, tao duong vién va t6 mau nén

% Péi voi doan “Em khong nghe ...~ font : Times new roman ; size : 14
+ Kéo 18 trai left Indent va phai right indent thut vao mdi bén 2
+ Tao vién trai va phai (Chon From text la 20 pt). To nén 10 %

% Poi voi doan “Dac bi¢t : ....” Pé day bién trai cac dong trong doan 1ui vao so
v6i dong dau tién, chon the Home/ paragraph kich vao™ chon muc special va
chon Hanging sau d6 & muc By g6 so0 1

% Poi voi doan “Roi ngay....”

+ Tao vién trai va phai (chon From text la 10 pt ). Té nén 10%
+ Kéo 18 trai left Indent va phai right indent thut vao (cac dong 1énh nhau)

T B‘éi vOi doan “Di gita....” font : Times new roman ; size : 14; canh giira. T6
nén 10 %, Tao vién trén va dudi.

& Sau khi dinh dang nhap nat print xem hinh thire trang in trén man hinh. Mudn
chuyén trd lai ctra s6 soan thao thi chon niit close

2. Lvu van ban : véi tén tap tin THO3A.DOC.
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[THO LUU TRONG LU’ |

Kiéu Van

hong trao tho ma&1 nhu mot vudon hoa muodn héng ngan tia, da tao nén ca not
thoi dai thi ca ruc rd trong lich str van hoc Viét Nam. Tho méi bao gom
nhic¢u truong phai va hau nhu moi bai tho déu c6 mdt phong cach riéng biét.

Tho LuuTrong Luw ngay tir liic méi xudt hién dd “cdt civ” mot géc cud vieon
tho. P6 1o thir tho Tinh -Sdu -Mong hét sire nhe nhang, man mac, choi voi.

Luu Trong Luu c6 mot giong tho vira hon nhién, vira la, trong d6 ching ta
nghe thiy cai nhac diéu muén thud ciia tim hon mo mong;:
Em khéng nghe mua thu
L4 thu ro1 xao xac
Con nai vang ngo ngac
Dap trén 14 Vémg kho?

Hoac tleng dap cia trai tim nhu ngan ngo, nhu rdi rac trudc mot cude doi luc nao
cling sdu mudn, cling tan v& ma nguoi trong cudc cu nhin ngd voi doi mat mo mang,
chang hé phan tng, gianh giat hay niu kéo.

ROi ngdy lai ngay
Séc mau : phai
La canh :rung

Ba gian: trong
Xuan di,

Chang cling di.

Phai chang trong mot thoi dai vo cung xoi dong, dong tho mat dju nhuw hoi
swong, nhw nwée suoi va day hoa mong cua Luu Trong Lu la phuong thudc mau
nhiém givip moi ngueoi ldy lai sw *“ cdn bang sinh thdi” trong tam hon minh?

Diéu cudi cling ndi vé nha tho qué cb 1a: tron doi, tac gia bai tho “ Tiéng thu”
mang trong nguc mot trai tim diu dang, nhan ai. Luu Trong Lu va tho cua 6ng la
mot.Chinh vi vay khi tong két 1oei tho ciia minh, 6ng da viét:

Pi giira virom nhan da ngin ngo,
Vi thwong nguéi lim méi say tho.
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3. YEU CAU : G0 cong thirc toan hoc dudi day va luu lai voi tén THO3B.DOC
w HUONG DAN : dung 1énh INSERT/SYMBOL va chon EQUATION
+ Sau d6 chon biéu twong & hop symbol dé gb timg ky tu cta cong thirc
+ Chon Font : vnarial hay Vntime new roman
+ G& xong cong thirc nhap chudt vao vi tri bat ky cua vin ban
+ Mudn stra chira nhip doi (duoble click) tai cong thirc
+ Sau d6 luu van ban véi tén THO3B.DOC
Céc budc tién hanh :
+ Goi Insert \ Symbols\ Equation xuét hién thanh cong cu
GO chr "X", vakich vao

_b+JA

2xa

G6 tiép s6 "1", dung phim miii tén di chuyén diém nhay 1én mot nic.

X, = X, =

Tuong tu nhu thé gd "X2 " gd dau = va chon tiép

Trong khung soan thao xuat hién mot phan so va ching ta chi c¢6 viéc go tir s6
va mau s0. Cac ky hiéu nhu +, can s6...cac ching ta ty tim trong cac bi€u tugng trén

thanh cong cu Equation.
Tuong ty, soan tiép cac cong thuc dudi day

S, =+ P(p-a)x(p-b)x(p-c)

Vi P — a+b+c

74

Q:r{/%xminj +Z::d2 xﬁ—jaaﬁ+bx—cx®§/w+g’

J

V"~




Trang 87

H,

()

H,0 TruongHop

t0 (t°, xt)

A—-B=—>C — Caosubuna

O —

AX+A

+H,0 +E

A—)C > Do X
= (OH) (%)

X xi
.m0
Ja3+Q—c3
ﬂ
~m +7zﬂ%2izzq{s+t—v}xa)t
\/a +b
A+d—2¢
7 + —gi ! —X
420( p 7 a+b ot
a+b +cki 2 3—Q
2 — n=1
yXAZ

si/xsin a+1T"ab
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Panh gia két qua hoc tap

Két qua
Cach thic va Piém thuce
TT | Tiéu chi danh gia phuwong  phap | :. hién cuia
. o toi da ‘e
danh gia nguoi
hoc
| Kién thirc
1 Trinh bay dung céach dinh 4
dang hinh anh, hiéu o cong
dung céc_thé trong hop thoai Vin  dap, déi
Format Picture chidu véi  1bi
2 Trinh bay duoc cach danh s | dung bai hoc 5
thtr tu cho van ban
3 Trinh bay r0 cong dung thé 4
Page Layout
Cong: 10d
Il |K¥ niang
1 Biét dinh dang doan van ban Quan sat, kiém 2
; : tra san pham
2 Biét dinh dang tab, vién khung trong va sau budi 2
. hyuc hanh
3 Biét tao chir nghé thuat, Drop thure han 5
cap
4 |Biét cach lap va hi¢u chinh
. . 4
cong thurc todn hoc
Cong: 10d
111 | Thai d¢
1 Tac phong cong nghiép Theo doi wvige |4
1.1 |Di hoc ddy du, ding gid thwe hién, doi ] g
chiéu vdi ndi quy
1.2 | Khong vi pham ndi quy 16p hoc | cua truong. 1,5
1.3 | Tinh cén than, ti mi Quan sat viéc
thue hién bai tap |1
2 Dbam bao thoi gian thyc hién bai | Theo do1  thoi
tap gian thyc hién |2
bai tap, doi chiéu
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vai thot gian quy
dinh.
3 bam bdo an toan lao dong va vé¢ 4
sinh cong nghiép Theo ddi viée
3.1 |Tuan thi quy dinh vd an toan | thuc hien, doi| 15
N . |chieu v&i quy
3.2 |Dbay du bao ho lao dong( quan | 4inh vé an toan 15
40 thuc hanh, thé hoc sinh, va vé sinh cong ’
3.3 | Vé sinh phong thuc hanh dung | nghiép 1
quy dinh
Cong: 10d
KET QUA HQC TAP
< n , ax < Két qua | . Két qiia
Tieu chi danh gia thwe hién Heé so hoc tap
Kién thirc 0,3
Ky nang 0.4
Thai do 0,3
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BAI 5: XU LY BANG BIEU

Gidi thiéu:
Ngoai cac tinh nang soan thao van ban thong thuong, MS Word 2010 con cho phép
xay dung cac bang biéu trong van ban. Nguoi st dung co thé dinh dang cac bang
biéu nhu d6i véi bat ky doan vin ban nao khac. Ngoai ra, c6 thé chén vao vin ban
mot sb cong thirc toan hoc thong thuong dé tinh to4n, c6 thé cin chinh do rong, cao
cua dong, cot.
Muc tiéu: 7

- MO0 ta dugc cac thao tac tao va xur 1y béng biéu.

- Trinh bay ndi dung van ban trén bang biéu.

- Thuc hién céc thao tac an toan voi may tinh.
Noi dung:

1.Chén béng biéu vao vin bin

Dé tao mot bang:

- Pit con trd vao trang noi mudn tao bang

- Chon tab Insert — nhom Tables, Chon vao nat Tables. Tao mét bang theo mot
trong 4 cach sau:

m Home Insert P

\4] Cover Page > ===

_] Blank Page L
: Table Picture

»ff: Page Break -

o Hinh 5.2: chén bang
+ Panh dau s6 dong va vy
+ Chon Insert Table va nhap sé dong va cot
+ Chon vao Draw Table, tao bang bang cach Nhap va nhap s6 dong va cot
+ Chon Quick Tables va chon bang.

2. Cdc thao tdc trén bing biéu
2.1. Cac phim dung dé di chuyén trong bing

- Di chuyén 1én xudng mot 6: dung cac phim |,1.

- Di chuyén sang phai mot 6: dung phim Tab.

- Di chuyén sang trai mot 6: ding t6 hop phim Shift+Tab.
2.2. Dinh dang bing

2.2.I.q Chinh nhép thuoc dong, cot
bé chinh Nhap thudc dong, cdt cia bang, thuc hién cac budc sau:

- Dat tré chudt tai bién dong , cdt cua bang —
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- Str dung thao tac kéo chudt dé thay doi Nhap thude dong, cot.

2.2.2. Chén dong, cjt trong bang
Chon vao bang va s¢€ thay c6 hai thé mai trén vung Ribbon la: Design va
Layout. Hai thé nay dung dé thiét ké va bd tri bang.
2.2.2.1 Chén dong
Tai thé Layout— nhoém Rows and Column

+ Néu chon Insert Above : dong chén vao nam trén dong chira 6 hién hanh.

+ Néu chon Insert Below : dong chén vao nam dudi dong chira 6 hién hanh.

2.2.2.2 Chén cot
Tai thé Layout— nhoém Rows and Column
+ Néu chon Insert Left: ¢t chén vao nam bén trai chira 6 hién hanh.
+ Néu chon Insert Right: dong chén vao nam bén phai chira 6 hién hanh.
2.2.3. Xoa dong/cot trong bang
Pé xo6a dong/cot thyc hién cac bude:
- Chon dong/cot can xoa.
- Tai thé Layout— nhoém Rows and Column, chon nut Delete
+ Delete Row: Xd6a dong
+ Delete Column: X0a cot
2.2.4. Két néi cdc 6/ tich é
 Kétndi d
Thuc hién cac budc:
- Chon cac 6 can két ndi v6i nhau (cac 6 can tron).
- Nhap chudt vao thé Layout — nhom Merge, chon Merge cells
% Tach 6

Thuc hién cac budc:
- Chon céc 6 can tach.
- Nhép chudt vao thé Layout— nhom Merge, chon Split cells xuat hién hop
thoai

Mumber of columns: Fl

ELINEE

Murmber of pows: 1

2.3. Pinh dang dwong vién va nén cho bing
% Pinh dang dwong vién cho bing
Tao dudng vién cho Tables ta 1am cac budc sau:
- T6 khdi ca bang va chon Tables Tools.
- Chon tiép Design, nhan vao nut Border chon All Borders
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S Shading - _ -

[ — |
i Borders|— 1% pke

Bottom Border
Top Border
Left Border
Right Border
Mo Border

Al Borders

Dutside Borders

Inside Borders
Inside Horizontal Eorder

Inside YWertical Earder

Criagonal Down BEorder

Criagonal Up Baorder
= Horizontal Line

fi Draw Table

EH Wiew Gridlines

Borders and Shading...

- Chon céc kiéu dudng vién va nhap OK

< T6 nén cho bang
Phéi hop mau sdc dé tao nén cho Tables. Thuc hién theo cac budc sau:
- Chon c4c 6 can td mau, sau d6 nhén vao Tables Tools chon Design.
- Chon tiép muc Shading va chon mau nén cho 6.

[ 3 /shading =

Theme Colors

Standard Colors
HN EEEERN

Jo Colar

&) More Colors..,

2.4. Chén cong thirc toan hoc vao bang
D6i v6i phan mém Microsoft Word khi thao tac voi bang biéu, néu dit liéu trong céc
6 1a sb, ta co thé thuc hién mot sd phép toan don gian nhu tinh 7 5ng (sum), Tich
(Product), trung binh (average) céac sé trong cac 6 nhd cac ham c6 san.
Dé thyc hién tinh toan, thuc hién cac budc sau:

- Nhip chudt vao 6 ma tai d6 mudbn xuat hién két qua tinh toan.

- Nhép chuot vao thé Layout— Data, chon Formula..., xuét hién hop thoai:

Formula §|

Formula:
=3UM{right)

Mumber Format:

> | Kich chan ham
Paste anction/

W

[ a8 ]l Cancel J
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+ X6a ham c6 trong 6 Formula, néu ham khong ding yéu cau ( khong xoa
dau bang )
+ Nhép vao mili tén tai 6 Paste function, dé chon ham thich hop.
Luu y: Déi s6 cia ham 1a:
Above: néu muén tinh toan dbi véi cac 6 nam & trén va cing cot so
v6i 6 két qua.
Below: Néu mudn tinh toan dbi v6i cac 6 nam & dudi va ciing cot so
v6i 6 két qua.
Left: Néu mudn tinh toan d6i véi cac 6 nam & bén trai va cting cot so
v6i 6 két qua.
Right: Néu mudn tinh toan ddi v6i cac 6 ndm & bén phai va cing cot
so voi 6 két qua.
Nhép nit OK dé thyc hién viéc tinh toan.

3. Thay doi ciu triic bang biéu
Chon vao bang, thfiry hai thé moi trén vung Ribbon la: Design va Layout. Hai the
nay dung dé thiet ké va bo tri bang.

ayout

References Mailings Review View Design Layout

[RIRININI
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
4
m
=]
=
(=8
]
=
L
4

Table Styles

Trén thé Design, co thé chon:
* Table Style Options
Header Row First Calumn
|:| Total Row |:| Last Column
Banded Rows []] Banded Columns

Table 5tyle Options

* Draw Borders

14 pt

— B

Draw Eraser

& Pen Color ~ Table

Draw Borders i
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BAI TAP THU'C HANH WORD 4

KIEN THUC

Cau 1: Trinh bay cach tao mot bang biéu mai?

Cau 2: Trinh bay cac thao tac trén bang biéu(chén/xoa dong cot va tach/ két ndi
6),dinh dang dudng vién va nén cho bang?

Céau 3: Trinh bay cong dung thé Design va layout?

KY NANG:

A. YEU CAU : G& va trinh bay van ban sau va luu lai v6i tén THO4A.DOC

wHuong din thuc hanh

1. Nhip chudt ¢cong cu TAR || (bén trai cay thudc) mot vai 1an dén khi xuét
hién cac loai tal&|, |4 | 4| ... theo yéu cau. Nhe"\p chudt tai cac mbe dung can
dat thudec tab.

NHU : Dat tab giira (center tab) tai vi tri 1.25 va 4.5 cho “Cong ty . ... “va
“Cong hoa. . . “

- Dong tiéu dé can giira

2. bt cac moc tab tai cac vi tri trén cac méc dung. Dat right [ E tai vi tri 2 va
5.88 trén cay thudc. Tiép tuc dat Decimal tat as tai cac vi ri 2.75, 3.5 va
4.25 trude khi gd “Mat hang .....

3. Dung 1énh format / tab chon tab 2 dat leader 2 rdi nhap chon nit set. Tiép tuc
chon tab 5.88 dit leader 2 rdi nhap chQn nut set. Cudi cung nhip chon OK

4. Quet chon tir dong “1. Hai san..... » ¢én hét dong “Da ca siu ... “ dé ké duong
vién trén va duong vién dudi : dung 1éng format / borders and shading

Coéng ty X}lz“it nhép khau Cong hoa xa hoi chi nghia viét Nam
TP H6 Chi Minh Doc 1ap - Tu do - Hanh phtic
R CFRT ) >G>
TINH HINH XUAT NHAP KHAU
6 thang dau nam 2000
MAT HANG PVT QUY1 QUY2 CONG GHI CHU
1. Hai san ché bién :
e Tom dong lanh.............. Tan 2350 11573 139.23Thi truong Nhat
o TOMKNO ..o Kg 2500 3100 5600.00.....70% sang Nhat
e Bonghéngca.................. Kg 688.85 1200.1 1888.95........... Hong Kong
o KhO muc.....ccoovervrrennnnn. Kg 3570 5000 8570.00......cccccvevvrennenn Nhat
2. Stic sin, gia cAm ché bién
e Vitdong lanh................ Con 3000 6500 9500.00................ Chau Au
e DaBo thudc........ccenene. m2  2500.55 3123.3 5623.85.....cccccueueee. Phép
e DaCaSAl..orrrrrinennns m? 2506 42315 673.75..ccccccc... Chau Au
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B. YEU CAU : Go va trinh bay vin ban theo miu sau va luu lai véi tén
TH04B.DOC

w HUONG DAN : - Dung 1énh :insert/table / insert table

TRUONG CAO PANG NGHE PA NANG

KHOA CONG NGHE THONG TIN

A

>4 99 TO Hién Thanh .& 0511. 940674

CHIEU SINH CAC LOP TIN HQC

THU ) THU ,
HAI - TU - SAU BA - NAM - BAY

e 7930-9930 :Tinhoc CB (10/05) |® 7930-9g30 :Tinhoc VP (11/05)
(windows - winword - excel)

e 9930-11g30 : Foxpro CB (10/05) |e 9930 - 11930 : pascal NC (15/05)

SANG

ST e 13030 - 15 g30 : Pascal CB (14/05) e 13030-15930 : foxpro NC (19/05)
e 15930 - 17930 : Foxpro NC (19/05) |, 15930 - 1730 : Tin hoc CB (15/05)

) e 18g-20g : Tinhoc VP (18/05) | e 18g-20g : Foxpro CB (21/05)
TOI (windows - winword - excel)
LOPHOC Do | imose  |booo0 Um0l SO
—> TH CanBén 100 120 160 150 530
= PT Vin Phong | 50 70 150 250 520
= Foxpro 10 15 25 25 75
— Pascal 15 15 20 15 65
= C++ 0 0 0 5 5
= Windows 50 50 60 50 210
= Winword 100 200 200 200 700
= Excel 70 80 100 140 390
= Corel Draw 10 10 15 10 45
—> Access 0 0 10 30 40
= Auto CAD 4 6 10 10 30
TONG SO 409 566 750 885 2610
TRUNG BINH 37,18 51,45 68,18 80,45 109,34
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|| Tong S6 Hoc Viénla :

PIEM O o
ia STT|HO TEN >2 22
Dinh - gia ' WORD EXCEL LCCE5 186 | 2=
két qua hoc S O | T
tap 1 NGUYEN T. KIMP 6 4 12 B
ANH
?  NGUYEN  KIM4 5 3 15 5
LINH
3 |LE HONG NHUNGI0 f 3 20 6,67
4 NGO THILANH B8 b 7 1 7
5 NGUYEN THIB g 7 24 B
PHUC
Két qua
Cach thuc va Pidm thuc
TT | Tiéu chi danh gia phuwong  phap | :. hién cuaa
. e toi da \ e
danh gia nguwoi
hoc
| Kién thire
1 Trinh bay dugc thao tac tao 2
bang bic¢u
2 Trinh bay cac thao tac trén| , . la
bang biéu: Van dap, 4o
+ chen/xo6a dong cot va tach/ chitu voi  noi
két ndi 6 dung bai hoc
+ dinh dang duong vién va
nén cho bang
3 Trinh bay va nam rd cong 4
dung thé Design va Layout
Cong: 10d
Il |K¥y nang
1 Biét cach tao bang, chen/xoa
hang cot , két/tich 6 e
gcot, Quan sat, kuf:m
2 Biét dinh dang dudng vién va tra san phim 3
nén cho bang
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3 Biét cach chén cong thirc todn trong Ya sau budi 9
hoc vao bang thuc hanh
4 Biét sir dung n}(f)t s6 ham toan 9
hoc don gian dé tinh toan
Cong: 10d
111 | Thai d¢
1 Tac phong cong nghiép Theo ddi viée |4
1.1 |Di hoc diy du, ding gio thye hicn, i, g
chiéu vdindi quy
1.2 | Khong vi pham ndi quy 16p hoc | cpa truong. 1,5
1.3 | Tinh cén than, ti mi Quan sat viéc
thuc hién bai tap |1
2 Pam bao thoi gian thyc hiénbai | Theo ddi  thoi
tap gian thyc hién
bai tap, doi chiéu | 2
voi thot gian quy
dinh.
3 bam bao an toan lao dong va v¢
S n .. |4
sinh cong nghiép Theo doi vi€e
3.1 |Tuan thi quy dinh vé an toan | thuc hién, doi |1 5
< . N . | chiéu vo1 quy
3.2 ]:)ay du b?lo ho {ao er}g( quan | ginh v& an toan 15
ao thuc hanh, thé hoc sinh, va vé sinh cong
3.3 |Vé sinh phong thuchanhdung | nghi¢p 1
quy dinh
Cong: 10d
KET QUA HQC TAP
‘A  az . Két qua | . « Két qua
Ti€u chi danh gia thwe hién He¢ so hoc tap
Kién thirc 0,3
Ky nang 0.4
Thai do 0,3
Cong
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BAI 6: BAO MAT VA IN AN

Giéi thiéu:
In 4n 13 viéc rat quan trong, dic biét dbi véi nhing ngu’(‘)fi méi hoc word, chua co
nhiéu k¥ ning vé in an. Qua cac chire néng trong bai nay, gilp ta blet cach bao mat
dugc file van ban, quan sat dugc cau tric trang in, noi dung chi tiét trén trang in.
Qua do s€ co nhung diéu chinh hop i, kip thoi ddi voi tai liéu dé khi in ra sé& c6 duoc
két qua nhu ¥ mudn.
Muc tiéu:

- Thyc hién duoc thao tac tao mat khau cho vin ban.

- Chon lya ché do va hiéu chinh truge khi in 4n.

- Thuc hién duoc cac thao tac tron van ban.

- Thuyc hi¢n céc thao tac an toan voi may tinh.
Noi dung:

1.Bdo mit
Tao Password cho van ban:
+ Tai thé File, chon Info, chon Protect Docunment, chon Encrypt with
Password
+ Tai hop Encrypt Documnent gb vao Password, sau d6 chon OK
+ Tai hop Confirm Password, G& lai Password va nhan chon OK

Encrypt Document A Lﬂ" iE-I

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
{Remember that passwords are case-sensitive.)

[ oK l| Cancel |

iL

Hinh 6.1: Hop thoai tao Password

2. In in
2.1 Dinh dang trang in

MBoi khi tao file moi, trong cira s6 van ban di c¢6 san mot trang gidy trang dé bat dau
soan vin ban (thuong 1a gidy letter hodc gidy A4)

- Tab Page Layout, nhém Page Setup, chon miii tén dudi gdc phai dé mo hop
thoai Page Setup
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Insert Page Layout References
2 Orientation ~ = Breaks =
[ Size ~ #5] Line Numbers ¥

EE Columns~  b@ Hyphenation v

Page Setup E
Hinh 6.2: Chon nhoém Page Setup

Margins | | Paper || Layout Chon loai gidy
Paper size: Tab Paper
_ p
|Letter

- Paper Size :

I{

width: 8.5 128
Height: [11" A chop loai giay,
Nhap  thudce

Hinh 6.3: Hop thoai chon loai giay in(Paper) tuong Ung s

hién ra trong
width va height, néu chon Custom phai cho sé do Nhap thudc gidy trong width va
height

2.2. Pat Ié cho trang in
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Page Setup _ -Top: Lé& bén trén cta

Margins || Paper | Layout trang In .

Marc - Bottom : L& bén dudi
argins
Top: 1" E Biotkarn: 1" E cua trang in
Left: T 2 Right: T - - Left : Lé trai cua

Orienkakion

Porkrait Landscape

- Right : L& phai cta
trang in

- Gutter : Khoang cach
dung dé dong gay sach

iSutter: izutter position: trang in
A]

Pages ,
- From edge: Khoang
Mulkiple pages: |Nu:urma| W i . , ) .
cach tor mép cua to gidy
dén header hoac footer
Preview

- Orientation : chon
— hudng in

o Portrait : Gidy doc
o Landscape : Gidy

ngang
Apply ko; |'-.-'-.-'hl:||e document W
Lo« J[ coel . Mirror margins
Hinh 6.4:Djt 1é trang giy bat 1¢ doi ximg nhau.

Néu 1énh nay c6 dung,
gidy s& duoc phan biét 1a c6 trang 16 va trang chin (Odd and Even), thudng ap dung
dé in sach.

2.3. In tai liéu
-Thé File, chon Print




“ Home Insert Page Layout References

= Save
N L\ Print
L sSave As ;:_’r =
= Spen = Copies 1 =
; Print
i Close
Info Printer
Recent W& HP 2500C Series
—_ _ ) ~
Read
New
Prin X
m Settings
Shave L Print All Pages
~
el J Print the entire document
elp
Pages: 7
B Options - -
- *] Print One Sided
< ~
B3 Exit 1 Onhy print on one side of the ...
9 - Collated
‘[—,'1——‘: 2.3 1 2= 1.2.3 =
] Portrait Crientation -~
Letter
- - =
Normal Margins
~
H— Left: 1 Right: 1
1 Page Per Sheet =
age Sstup

Hinh 6.5 : In tai liéu

- Copies: chon s6 ban in
- Printer : chon tén mdy in tuong Gmg da duoc cai dat trong Windows. Néu may in
dang str dung khong c6 tén trong danh sach nay (nghia 1a chua dugc khai béo) thi
phai thyc hién cac budc sau:

o Nhiap Start, chon Settings va nhap Printers.

o Nhap dup vao biéu twong Add Printer.

o Thuc hién cac budc cai dit mdy in cia chirc nang Add Printer

Wizard

- Pages : in s6 trang chon lya bang cach gd céc so trang vao, ding dau «,” dé
phan cach cac trang roi, ddu gach nbi “-* d¢ in cac trang lién tiép

3. Tron van ban

3.1. Cac khdi niém

3.1.1. Tron thu . . 7

Trong thyc té, do1 khi chung ta can phai in van ban gd&i cho nhiéu nguoi chang han

nhu thu moi, phiéu bao diém, gidy chirng nhan, bang tot nghiép.

Thay vi phai g& nhiing thong tin cta timg ngudi vao ndi dung cia timg gidy ching
nhan (rit dé nham 1an), ta c6 thé dung cong cu Mail Merge dé giai quyét van détrén
mot cach nhanh chong.

3.1.2. Tap tin data source
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Mot file chia dir liéu ngudn thudng duoc trinh bay dudi dang bang biéu don gian
nhu table, sheet (cua Excel, Access) bao dam du s6 cot, hang va nd1 dung trong céc
0.

3.1.3. Tdp tin main document

Mot file van ban mau da dugc trinh bay hoan chinh

Budc 1. Tao tap tin Main chinh trong WORD nhu sau

Cong Ty TNHH XYZ
999 Pasteur, Q.1, TP.HCM
8223344 Ngay 30 thdang 3 nam 2012
THU MOI
Kinh gai:
Sinh nam:
Dia chi:
Moi sap xép thoi gian dén du cudc phong van tuyén nhan su cho Cong ty.
Thoi gian:  gio, ngay
Dia diém:
Giam doc
Trin Vin B

Buérc 2. Tao tap tin ngudn dit lidu trén Excel véi cc ¢t ¢6 tén tuong ing
Budc 3. Trén tap tin Main chinh trong Word
Chon Start Mail Merge trén tab Mailings va sau d chon Step by Step Mail Merge

Mail Merge - i
9 Insert Page Layout References Mailings Review
Select document bype
wwhak bvpe of document are wou "_ | :-‘
weorking on¥ J ':"'é,ﬂ
G} Letbzrs
Start Kail Select

) E-mail messages
3 Envelopes

) Labels J ettars
) Directory

Merge = |FRecapients =

L

Lektters

Send letkers ko a group of
people. You can personalize the
letker thatk each person receives.

(3
i

Zlick Plexk bo conkinue.
Director
Step 1 of 6 =L :

= PMexkt: Starkting docurmenk .
Normal Word Document

ji |£| I-_l I_

Step by Step Mail Merge Wizard...
Trinh Wizard s€ m¢ ra mét cua s6 bén phai tai liéu. Cura s6 nay co6 thé di chuyén
bang chudt dén madt vi tri mai trén man hinh va cling c6 thé thay doi kich ¢ cia no.

Pé thyc hién merge mail can phai qua 6 budc, 1am theo hudng dan bang cach

chon nhiing tily chon pht hop rdi nhan Next & duéi cung cta hop thoai, néu muén
quay lai thi nhan vao Previous.

Trong muc Select document type da chon san Letters. Chon Next qua budc 2

Trong muc Select starting document di chon san Use the current document.
Chon Next qua budc 3




Mail Merge -

Select recipients
(#) Use an exisking lisk
() Seleck From Quklook contacks
() Tywpe a new lisk

Use an existing list

Usze names and addresses from a
file or a dakabase,
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Mail Merge -

Select starting document

Howe do wou wank ko set up waur
letters?

(#) Use the current docurment
() Skark Fram a templake
() Skart From existing document

Use the current document

Start From the docurent shown

Step 2 of 6
= Mext: Write wour letter

4 Prewvious: Starting document
el

Browse... here and use the Mail Merge
i wizard ko add recipient
25 Select recipient list file informakion.
Step 3 of 6

= Mext: Select recipients

4 Previous: Select document bype

Trong muc Select recipients nhan nat Browse.
va mo file danh sach excel da luu.

Select Table @

|

Mame Description | Modified Created Type
E=}shect 121312009 6:07:23 AM - 12/13/2009 6:07:23 &M TABLE
Sheetz$ 121312009 6:07:23 AM - 12/13/2009 6:07:23 &M TABLE
Sheet3t 121312009 6:07:23 AM - 12/13/2009 6:07:23 &M TABLE
5
First row of data conkains column headers k. ] [ Cancel

Chon Sheetl, OK

Mail Merge Recipients

Chon

checkboxes to add or remove recipients from the merge. When wour list is ready, click Ok,

This is the lisk of recipients that will be used in wour merge. Use the options below ko add to or change vour lisk, Use the

D ata Source

Dan

ach.xlsx Cd H& LE Mgoc TIF
DanhSach. xlsx 4 Hodng +wan Binh Marn
CranhSach, xlsx cd Phan thanh Tam Marm
DanhSach, xlsx d MguyEn Thiy HEng MOF
DanhsSach, xlsx [w Tr&n hba Binh Marn
DanhSach, xlsx d L& thj M&ng Y&n g
Danhsach. xlsx [ L& »an Lai Marn
Danhsach. xlsx [ Hang thi Mgoc Ha [ ug
Danhsach. xlsx v Hoang thi L& Tuang [ ug
<

DIACHI

22 Thiry Yan
33 LE Lai

44 Ly Thudang Kigk
55 LE Thanh Tén
66 Ly Théi TS

77 TrEn Hung Bao
S5 MNod £ KE

99 HONg Yorong
96 Pasteur

Daka Source F.efine recipient lisk

DanhsSach. xlsx= &) sort...

i FEilter...

3 Eind duplicates. ..

24 Find recipient. ..

Gl Walidate addresses. ..

O hop thoai Mail Merge Recipents, ta c6 thé loai bé hoic trich loc nhimng hang khong

muon tao thu moi.

Nhén OK.
Nhan Next qua budc 4.
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MMail Merge -

Write your lektter

If wou hawe nok alreadyw done so,
write wour letker now.,

To add recipient informaktion Eo
wour lektker, click a location in the
document, and then click one of
the items belowvs,

=] address black...

=] GEreeting line. ..

__f| Electronic postage.. .
'}jl More items. ..

When wou have Finished wrikting
wour letker, click Mexk, Then wau
can preview and personalize each
recipient's letker.

Step 4 of 6
=  Pext: Preview vour letters

<@ Prewvious: Select recipients

Trong myc Write your letter, nhan chon More items...
bit con trd text & vi tri xac dinh trong van ban mau, noi can chen dit licu vao, | an
luot chén cac field vao trong main document nhu sau:

Cong Ty TNHH XYZ

=2 999 Pasteur, Q.1, TR.HCM
B 8223344 Ngay 30 thang 3 ndm 2012
THU MOT
e oy
Kinhgdi: « OBC» «HOTEN®

Sinh nam;: «NS»

Bia chi: «DIACHI»

Nhén Next sang budc 5, & bude ndy nhan vao nlt >> dé xem trudc cac thu moi tiép
theo

Mail Merge -

Preview your letters

one of the merged letters is
previewesd here. To preview
anokher letter, click one of the
Followsinng:

Fecipient: 1

Find a recipient...

Make changes

You can also change wour
recipient lisk:

=% Edit recipient list. ..

[ Exchude this recipient ]

When wou have finished
previewing wour letters, click
Mexk, Then vou can prink the
merged letkers or edit individual
letters to add personal
comments.

Step S of 6
= Mext: Complete the merge

4@ Previous: Write your letter

Nhén n(t Next sang budc thu 6.
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r1ail HMerge e a4

Complete the mierge

Mail Merge is ready to produce
wour lektkers,

To personalize wour letkers, click
"Edit Individual Letkers." This waill
open a newvs document wikh wour
merged letkers. To make changes
bt all Ehe lektkers, switch back Eo
Ehe ariginal docurmenk.

MMerge

e Primk. ..

3 Edit individual letters. ..

|Ik-1erge to new document

Step & of &

| Prewvious: Prewview wour lektkers

Chon Print néu mudn in cac thu moi truc tiép ra may in, chon Edit indidual
letters néu mudn xem trudc cac thu moi trong van ban.

Merge to New Document

Merge records

......

() Current record
D From; \ ] To: | ’

[ OK ][ Cancel ]

Trong hop thoai Merge to New Document cé thé chon tao ra toan bo cac thu moi c¢6
trong danh sach hodc chi chon tao thu mo1 cho mdt s6 nguoi.

BAI TAP THU'C HANH WORD 5

KIEN THUC

Céau 1: Trinh bay cac budc va cach thuc hién tron van ban?

Cau 2: Gia str c6 van ban thuctap.doc. Hay thuc hién cac yéu cau sau:
- Xem van ban trudc khi in
- In céc trang chan

Page Setup

In cac trang 1&

In tit ca cac trang

Bottom: i In 3 ban thuctap.doc

. Céu 3: Trinh bay cac churc
nang hop thoai Page Setup?

| Paper Lay ot

Margins

Top:
Lefk:

Sukker: Gutber position: Left

Crrientakion

A | =

Porkrait Landscape

Pages

Multiple pages: |N0rma| -~

Preswview

Apply ba: |Wh0|e docurnent s

[ or ) [ coo |




KY NANG:
YEU CAU :
Dung chirc niing trén vin ban dé in gidy quyét dinh lwong
1) Soan danh sach nhan vién dugc nang luong va luu vao file c6 tén
“DanhSachNangLuong.doc”
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S ] o .
T | Ho tén Tén ngach Ma T;u he Tungdy | Lén hé sb T.e n don
T ngach | so Vi
Phong
1 |LéVanThanh  Chuyénvién | 1003 |[2.67 |1/10/11 |3.0 hanh
chinh
L Chuyen  vien Phong
2 |NgoVanHien [ 1002 | 3.0 11/10/11 | 3.33 hanh
i chinh
3 | Neuydn Van Liem o/WYeN VIEN €30 1601 | 508 | 15/5/11 | 5.42 Phong
cip ' ' thiét bi
4 | Pham Minh K§ su 6033 [3.33 |11/12/11 |3.33 Phong
ky thuat
5 | Lé Lan Chuyen — vien 1002|508 | 154111 | 5.42 Phong.
chinh quan tri
6 | Nguyén Huong [Chuyénvién | 1003 |3.66 |5/9/11 |3.99 Phong
' ' tai chinh
Phong
7 | LeTra Chuyénvién | 1003 |4.65 |8/7/11 |4.98 kinh
doanh
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1. Soan mau nhu sau luu véi tén QDPNangLuong.doc va thuc hién trén QP nang
lrong tu dong cho cac nhan vién

BO GIAopUCVAPAOTAO  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG NGHE DA NANG D¢ 13p - Tu do - Hanh phuc
S6 : 1234/TCCB-QDNL Da Nang, ngay 31 thang 12 nam 2011

QUYET PINH CUA HIEU TRUONG
V/v nang bac lvong cho nhan vién nam 2011

HIEU TRUONG
- Can clr Nghi dinh sé 25/CP ngay 23/05/1993 cta Chinh phi ban hanh tam thoi ché do tién
lvong cua Cong chirc, vién chirc hanh chinh, sy nghiép; .
- Can Thong tu s6 04/1999/TT-TCCP ngay 20/03/1999 ciia Ban T chirc Can bo Chinh phu,
huéng dan thyc hién Nghi dinh $6 95/1998/ND-CP ctia Chinh phu vé tuyén dung, st dung va
quan ly cong churc;
- Theo dé nghi ciia Ong/Ba Trudng phong TCHC.

QUYET PINH
Piéu 1: Nang bac luong cho Ong (Ba):
Pon vi :
Ngach : Ma sb:
T hé 6 :
Lén hé so: ké tir ngay
Picu 2: Ong (Ba) c6 tén & didu 1 chiu trach nhiém thi hanh quyét dinh nay.

HIEU TRUONG

Noi nhén:
- Nhu dicu 2.

- Luu VT, TCHC
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3. Tao PassWord 123456 cho file QPNangLuong.doc cho file
4. In file QPNanglLuong.doc
Panh gia két qua hoc tip

Két qua
Cach thuc va Pidm thuce
TT | Ti€u chi danh gia phwong  phap | :. hién cua
. o toi da P
danh gia nguwoi
hoc
| Kién thire
1 Trinh bay dugc cac budc va 2
cach thuc hién tron van ban
2 Thuc hién dugc cach in én . ) . la
van ban theo nd1 dung yéu cau Vag dap,. do;
chiétu vé1 no1
dung bai hoc
3 Trinh bay dugc cac chuc 4
nang hdp thoai Page Setup
Cong: 10d
Il |K¥ niang
1 Biét cach tron vin ban 6
2 Tao Password Quan WSét’ ku;em 2
tra san pham
3 In 4n trong va sau budi
thuc hanh
2
Cong: 10d
111 | Thai d
1 Tac phong cong nghi¢p Theo doi viéc |4
1.1 |Pi hoc diy du, ding gid thye hién, doi |,
R ‘ ~ ’ chi€u vo1 ndi quy
1.2 | Khong vi pham ndi quy 16p hoc | cua truong. 1,5
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1.3 | Tinh c4n than, ti mi Quan sat viéc
thue hién bai tap |1
2 bam bao thoi gian thuc hién bai | Theo dd1  thoi
tap gian thyc hién
bai tap, doi chicu | 2
véi thoi gian quy
dinh.
3 bam bao an toan lao dong va v¢ 4
sinh cong nghiép Theo ddi viéc
3.1 |Tuan thu quy dinh vé an toan th‘-}’f hlég’ doi |15
< L N .| chiéu voi quy
3.2 ]:)ay dua b?o ho {ao dogg( quan | ginh v& an toan 15
ao thuc hanh, thé hoc sinh, va vé sinh cong
3.3 |Vé sinh phong thuchanhdung | nghiép 1
quy dinh
Cong: 10d
KET QUA HQC TAP
o A ., Két qua | . ¢« Két qua
Ti€u chi danh gia thwe hién He¢ so hoc tap
Kién thire 0,3
Ky nang 0.4
Thai do 0,3
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BAI 7: TONG QUAN VE BANG TINH EXCEL

Gidi thiéu:

Hang ngay cong viéc thuong xuyen nhat cia mot nhan vién van phong do la
soan thao vin ban. Pay 1a mot cong viéc dé gy nham chan. Nhung néu ching ta 1a
mot ké toan vién thi cong vige tinh toan la cong viée gan giii nhat. Pé phuc vu cho
cong viée tinh toan day cing thang va dam bao tinh chinh xac tuyét déi cling nhu
qui mé tinh toan va d6 phirc tap ctia né Microsoft viét ra mét trinh tng dung chuyén
vé tinh toan d6 1a MS Excel.

Muc tiéu:

- Trinh bay dugc khai niém vé bang tinh;

- MB0 ta duoc cach thire to chirc 1am viéc trén bang tinh;
- Thuc hién céic thao tac an toan véi may tinh.

1 Gioi thiéu Excel

1.1 Excel la gi:

Microsoft Excel 1a mot phan mém hay 1a mot chuong trinh ing dung, ma khi chay
chuong trinh tmg dung nay sé& tao ra mot bang tinh va bang tinh nay gitip ta dé dang

hon trong viéc thuc hién:

e Tinh toan dai sd, phan tich dit liéu

e Lap bang biéu bao cdo, to chirc danh sach

e Truy cap cac ngudn dit liéu khac nhau

e V& d6 thi va cac so do

e Ty dong hoa cac cong viéc bang cac macro

e Vanhiéu tng dung khac dé gitip chung ta c6 thé phan tich nhiéu loai hinh bai toan

khac nhau.

Trinh bay cac khai niém:

Ribbon la gi?

Ribbon: Excel 2010 thay doi giao dién ngudi dung tir viée sir dung cac thanh thuc
don truyén thong thanh cac cum Iénh dé dang truy cap duoc trinh bay ngay trén man
hinh goi la Ribbon. C6 c&c nhom Ribbon chinh: Home, Insert, Page Layout,

Formulas, Data, Reviews, View, Developer, Add-Ins.
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g Home Insert Page Layout Formulas Data Review View ] @ = BE ER

= s | = ) 4] g=lnsetr  E v

2 £ alibri Y AN S =[=® S Genen - E:% AN ¢ %? jl'v}

EER =" =3 3 3% Delete + | [gr &

aste B 7 U~ Wi+ M-A- = iEE B~ $ v % v | %2 ;% | Conditional Format  Cell | .., . Sort& Find &

- 7 = - - = : 00 >0 rmatting * as Table » Styles+ | fod Format | (2~ Fiiterv Selactv
Clipboard Font Alignment Mumber Styles Cells Editing

hanh c6 ibb
Thanh cong cu Ribbon

Home: La noi chtra cac nut 1€nh dugc st dung thudng xuyén trong qué trinh lam
viéc nhu: cat, dan, sao chép, dinh dang tai li¢u, cac ki€u mau c6 san, chén hay xda

dong hodc cot, sap xeép, tim kiém, loc dit liu,...

Insert: Chén céac loai dbi tuong vao bang tinh nhu: bang biéu, vé& so do, dd thi, ky

hiéu, ...

Page Layout: Chtra cac nat 1énh vé viéc hién thi bang tinh va thiét 1ap in 4n.
Formulas: Chén cong thirc, dat tén ving (range),

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

Data: Céac nut 1énh thao d6i véi dir lidu trong va ngoai Excel, cac danh sach, phan
tich dir li€u,...

Review: Cac ntt 1énh kiém 15i chinh ta, hd tro dich tir, thém cha thich vao céac 0, cac
thiét 1ap bao vé bang tinh.

View: Thiét lap cac ché d6 hién thi cta bang tinh nhu: phong to, thu nho, chia man
hinh, ...

Developer: Tab nay mac dinh duogc an vi né chi hiru dung cho cac 1ap trinh vién,
nhitng nguoi c¢6 hiéu biét vé VBA. Pé md nhém nay nhan vao nat Office ->Excel
Options ->Popular ->Chgn Show Developer tab in the Ribbon.

Add-Ins: Tab nay chi xuét hién khi Excel m& mot tap tin co st dung cac tién ich bo

sung, cac ham bo sung,.. .
Swr dung thwe don ngir canh (shortcut menu)

Khi mudn thyc hién mét thao tac nao d6 trén ddi tuong (6, vung, bang biéu, d6 thi,

hinh v&...) trong bang tinh, chling ta hiy nhap phai chudt 1én ddi twong do6. Lap tic
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mat thanh thuc don hién ra chira cac 1énh thong dung c6 thé hiéu chinh hay 4p dung

cho dbi tugng ma chdng ta chon.

Calibri - 11 - A" % - o R

B 5 = S - A - D ov 559 598
: db | Cut

= copy

s, Paste Options:

Paste Special...
Insert...
Delete...
Clear Contents
Filter
Sort
—d Insert Comment
ﬁf" Format Cells...
Pick From Drop-down List...
Crefine Mame...

&=, Hyperink..

Thuc don ngit canh

1.2 M6 ta cau triic ciia mdt bang tinh:

e Workbook: Trong Excel, mdt workbook 1a mot tap tin ma trén d6 chung ta lam
viéc (tinh toan, v& d6 thi, ...) va luu trit dir liéu. Vi mdi workbook c6 thé chira
nhiéu sheet (bang tinh), do vay chlng ta c6 thé to chtrc, luu trit nhiéu loai thong
tin c6 li€n quan véi nhau chi trong mét tép tin (file). Mot workbook chira rat nhiéu

worksheet hay chart sheet tily thudc vao bd nhd may tinh cia ching ta.

e Worksheet: Con goi tit 1a sheet, 12 noi luu trit va lam viée véi dit liéu, né con dugce
goi 1a bang tinh. Mot worksheet chtra nhiéu 6 (cell), cac 6 dugc t chic thanh céc
cOt va cac dong. Worksheet dugc chira trong workbook. Mot Worksheet chira duoc
16.384 cot va 1.048.576 dong (phién ban cii chi chira dugc 256 cot va 65.536
dong).

e Chart sheet: Ciing 1a mot sheet trong workbook, nhung né chi chtra mét d6 thi.
Mot chart sheet rat hitu ich khi chiing ta mudn xem riéng 1¢ ting d6 thi.

e Sheet tabs: Tén cua cac sheet s& thé hién trén cac tab dit tai goc trai dudi cla cira
s6 workbook. Pé di chuyén tir sheet ndy sang sheet khac ta chi viéc nhap chudt

vao tén sheet can dén trong thanh sheet tab.
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Workbook

- [

Chartsheet Chartsheet

[ Worksheet ‘ Worksheet

Céc thanh phan ciia Workbook

Excel 2010 dung dinh dang tap tin mac dinh 1a “.XLSX” (dva trén chuan XML giup
viéc trao d6i dit liéu giira cac ung dung dugc dé dang hon) thay cho dinh dang chuin

trude day 1a “.XLS”.

g Hame Insert Page Layout Farmulas Data Review View [} e o e £
== X Calibri - = Eg = General - A 5= Insert = z- )Y [?a
r | [r
- Bru- Ay SEEEE- $-% ctyjee | T Delete - @ Z
Paste | .. o VIes |, Sort & Find &t
- F | HEH (S A EIE| P pr et v | [ElFormat~ | 2 Fiter= Select~
Clipboard & Font . Alignment 1 Mumber 1 Cells Editing
D3 - S -
=
A B C D E F G H 1 J K a
B =
2
Kl 1
5 =
5 =
7
8
9
10 =
11
12
13
14
15 Yl
4 4 » ¥ | Sheetl / Sheet?  Sheet3 ~ ¥J [T4] [ |
Ready | B3 | | D 100 (=) y! (F)
. “A
Giao di¢n Excel 2010

e Nut 1énh Office chira cac 1énh rat thudng hay sir dung nhu tao tap tin méi, mo tap
tin, luu tap tin, ... va danh muc cac tap tin ¢ mo trude d6. Nt 1énh Office giéng

nhu thuc don File cta cac phién ban trudc.

e Chiing ta c6 thé ché bién thanh cac 1énh truy cdp nhanh chira cac 1énh ma ta hay

str dung nhat. Nhan vao |¥ d€ mé danh muc céac 1énh va Y vao cac Iénh can cho

hién 1én thanh 1énh truy cap nhanh. Néu cac nut 1énh & day con qua it chlng ta co
thé nhan chon More Commands... ¢ md ctra s6 di€u ché thanh 1énh truy cap
nhanh
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Home Insert Page Layout Farmulas Data Review View

Information about Bookl

Activate
Product

MNew gl?

Print Protect
Waorkbook =

Share

Help

) Srdens Check for

£ et Issues -

Manage
Versions ~

Product Activation Reguired
Microsoft Office Monde 2010 requires a valid product license. Activate your
product key now to obtain a valid product license,

Permissions
Anyone can cpen, copy, and change any part of this workbook.

Prepare for Sharing

Before sharing this file, be aware that it contains:

Document properties and author's name

Versions
You can open or delete a version file. Most autesaved versions are deleted when
you close this file,

%1 There are no previous versions of this file.

Cac 1énh trong thuc don Office

Customize Quick Access Toolbar

Mewr
Open

Save

E-mail

CQuick Print
Print Preview
Spelling
Undao

Reda

Sort Ascending
Sort Descending
Open Recent File

More Commands...

Show Below the Ribbon

Bang lya chon 1énh truy cap nhanh

General

Formulas

Choose commands from: (i Customize the Ribbon: (i)

Customize the Ribbon.

Proofing

[Popular commanas ~ Main Tabs ~

Save

il

Language
Advanced
Quick Access Toolbar
Add-Ins

Trust Center

AN Chart Types...

Borders »
Calculate Mow

Center

Conditional Formatting >

|2

Connections

Copy

Custom Sart...

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delste Shest Rows
E-mail

Filter

Font T [ Developer =
Font Color | >
Font Size =
Format Cells...

Format Painter

Freeze Panes »
Increase Font Size

Insert Cells...

Insert Function...

Insert Sheet Columns

Insert Sheet Rows

Macros Hew Tab | [ Mew Group | [ Rename.. |
Perge & Center

Mame Fanager Customizations: D]

EEW Import/Export = |0

Page Layout
Formulas
Data

Background Removal

&

[ oK ] [ canca ]

Hop thoai dé ché bién thanh céc lénh truy cdp nhanh



Trang 115
2. Cac Iénh co ban d6i véi bang tinh

2.1 Tao méi workbook

Chon nut Office ->New, mot hop thoai hién ra (xem hinh bén dudi) cung cap nhiéu

lua chon dé tao workbook nhu: workbook tréng, workbook theo mau dyng san,

workbook dua trén mot workbook di co. Pé tao workbook tréng, chidng ta chon

Blank workbook va nhip nat Create.

!ig Home Insert Page Layout Formulas Data Rewiew Wieww

= save

El Save As

Available Templates

= Open fa¥ Home
Cal Close
Info B L. g
Recent Blank Recent Sample My templates

workbook templates templates

m Office.com Templates

Print

Share = |

Agendas Budgets Calendars Expense

HEE reports
[E7 Add-Ins -
= j —

2] Options = i

2
@ Exit

Inwveoices Lists Plans Planners
G

s oo

Schedules Staticnery Time sheets More
categories

2.2 Mé& workbook cé sin trén dia

Mot tap tin c6 san c6 thé dugc md bang nhiéu cach:

Mew from
existing

Forms

Purchase
orders

Inwventories

=

Receipts

1. Chon nut Office ->chon tén tap tin trong danh sach Recent Documents, cé

thé ¢o toi da 50 tén tap tin duoc st dung gan day nhat trong danh sach nay (dé

diéu chinh thi nhan vao nat Office ->Excel Options ->Advance ->phan

Display ->Show this number of Recent Documents ).

2. Dung trinh quan 1y tap tin nhu Windows Explorer, tim dén noi luu trix tap

tin va nhap chudt hai 1an 1én tén tap tin.

3. Chon nut Office ->Open, hop thoai Open hién ra. Trong hop thoai Open,

chang ta phai tim dén noi luu trit tap tin (tai Look In) va chon tén tap tin can

mo sau d6 nhan nat Open dé ma tap tin. Cac tiiy chon ctia nut Open trong hop

thoai Open: Open (m¢ binh thuong), Open Read-Only (Khéong luu dé duoc
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nhitng thay d6i), Open as Copy (Tao ban sao cua tip tin va md ra), Open in
Browser (Md tap tin bang trinh duyét web mic dinh), Open and Repair (Rt
hitu dung trong trudng hop tap tin bi 16i).

Loak.in: D My Docurments v

e |2)Downloads
__.J Iy Data Sources
My Office Live dl‘v‘ly Music
Warkspace (12 My Pictures
‘_;lﬁ )My Received Files

)My Scans
MMy Recent EMV Yideos

Documents
(M Yirkual Machines

P |Z)5naglt Catalog
- [htest

Deskkop {50 My Sharing Folders
] test, xlsx

My Documents

2.3 Luu workbook

ot didu can luu y khi 1am viéc trén mdy tinh 1a cac ching ta phai nhé thuc hién 1énh
lIuu lai cong viée da thuc hién thuong xuyén. Viéc ra 1énh luu trit khong tén nhiéu
thoi gian nhung néu may bi hong hay cup dién dot ngot co thé mat tong ca gio 1am
viéc ctia chling ta. Nham an toan cho dir liéu, chiing ta nén bat tinh ning Auto
Recover, Excel s€ tu dong thuc hién 1énh luu theo thoi gian qui dinh (mdc dinh la
10 phit luu mot 1an). Bé sir dung tinh nang Auto Recover ching ta chon nit Office

->Excel Options ->Save, sau d6 danh ddu chon [Ivao Save AutoRecover

. . 10 % .
information every ! minutes.
Mot sb cach luu workbook:

1. Chon nut Office ->Save

2. Nhép chudt 1én ntt = trén thanh 1énh truy cap nhanh (Quick Access Tollbar).
3. Dung t6 hop phim <Ctrl+S> hodc <Shift+F12>.

Néu tap tin da duoc luu trude d6 roi thi Excel s& luu tiép cac phan cip nhat, con néu
la tap tin dugce ra Iénh luu 1an dau thi hop thoai Save As hién ra. Trong hop thoai

Save As, chlng ta hay chon noi luu trix tap tin (tai Look In) va dat tén cho tap tin tai
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hop File name, chon kiéu tap tin tai Save as type va sau d6 nhan nat Save dé luu

trur.

Sawve As @El

Save in: .D My Documents b S - X CaEd-
e [Z)Downloads
..J My Daka Sources
My Office Live dMy Music
Workspace .ﬂMy Pickures

A [L2IMy Received Files
LMy Scans
Wiy [FEEEE lEMy Videos

Documents
)My Virtual Machines

= L) 5naglt Catalog
- [Ckest
Desktop [520My Sharing Folders

| Erest. xlsx

%  Delete

Map Metwork Drive...

Web Options...

Bookl.xlsx -
General Options... Excel Workbook (*,xlsx) -
Compress Pictures...
s ) [
. A .
Minh hoa luu tap tin

Qui tat dat tén: Pat tén tap tin Excel dung chung qui tit dat tén tap tin cla
Windows. Tén tap tin ¢ thé dai tdi 255 Ky tw bao gdm ca khoang trang. Tuy nhién

trong tén tap tin khong dugc dung cac ky hi¢u nhu: \ 2 ¢ * “ <> |

Pé bao mat tap tin, chiing ta c6 thé gan mat mi bao vé, khi d6 can phai biét

mat ma maoi1 duge phép mo tap tin (trir nhitng céach ta dao!).
B1. Nhan nut Office ->Save As, hop thoai Save As hién ra.
B2. Nhan nut Tools ->chon General Options..., hop thoai General Options hién ra

B3. Nhap mat md mé va hiéu chinh workbook (hai mat ma nay nén khac nhau dé

tang bao mat). Sau d6 nhan nut OK
B4. Xé4c nhan lai mat ma md workbook. Sau dé nhén niit OK
B5. X4c nhan lai mat ma higu chinh workbook. Sau d6 nhan nat OK

B6. Nhan nut Save dé hoan tat.
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General Options ydkd Confirm Password
[ ] always create backup Reenter password to proceed.
File sharing sesnsl

Password to open: YT

Caution; If wou lose or Forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding warkbook and sheet names in a safe
place, (Remember that passwords are case-sensitive, )

Password to modify; | ses

[ ] read-onky recommended
I (04 I ’ Cancel ] (0] 4 l [ Cancel

Dung mat ma bao vé workbook

Cac tuy chon trong hop General Options: Always create backup (tao ban sao co
duoi *xlk trude khi gan mat ma), Password to Open (mat ma dé mo workbook),
Password to modify (mit md dé cdp nhat ndi dung workbook), Read-only

recommended (mé dudi dang chi doc).

2.4 Dong workbook
Mbét s6 cach dong workbook:

1. Chon nut Office ->Close

9

2. DUng chudt chon nut 2 ¢ goc trén bén phai (trén thanh tiéu dé).

3. Dung t6 hop phim <Ctrl+F4> hoic <Ctrl+W>. Néu workbook c6 su thay doi noi

dung thi Excel s& nhic ching ta luu lai cac thay ddi do.

* Sap xep workbook
Chi mao NhigU MM cee o e e o e | o oL

J J £3 New Window [T Split m % % j

= amangean T rige

e ITE 00% Zoomto ave witct

Layout (B Full Screen election | O Freeze Panes ~ Workspace Windows ¥
Zoom N

workbook cung luc va

A 8 c D

) -
A 2 B ©
Can tham khao qua Ial, d 1 |SOHD  SOHLENH REFORDERID CONFIRMNO
° g 16 18 2 :cuuumsc :suuuzamusuuuﬁ 23/10/200900:54:54930240 23/10/200900:54:54:
3 00000999 BO00231009014085 23/10/: 48 23/10/.
2 (00000999 '8000231009014088 23/10/: : 251 23/10/.

s (00000999 8000231009014094 23/10/200900:58:18930257 23/10/200900:58:19:

3 4
A A 1A A ~ 4 Date Time
cthuantentanensap : e
. * 6 00000999 '8000231009014095 23/10/200900:58:26930258 23/10/200900:58:27;

6
; ] Windows of active warkbook, 7 (00000999 '8000231009014100 23/10/- - 263 23/10/"
9

= (00000999 8000231009014104 23/10/200900:59:16930267 23/10/200900:59:16:

14 r
A . A ~ A b e
Xep Ial Re CI |U0t I Il Ial I 1o el 5 (00001050 '8000231009014108 23/10/200900:59:41930271  23/10/200900:59:41

1 10 (00000999 '8000231009014111  23/10/200900:59:57930274 23/10/200900:59:57:
12 =
136 1 56 1=|[32
\ 7 A -
Vao nhom Ienh VIeW - 14 Match Price  Net Change Pct. Change  Tr: 1=
v 1 *2 00% g ({22
16 15
17 1 -R 16
S h , 18 2 =
19 3 -N
chon nut : : o | e
[21] 5 -V (12
22 5 5 20
23 7 21

Arrange All ->Chon Sép xép céac workbook trong ctra s6 Excel

kiéu b tri thich hop.
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3. Cac thao tac can ban trén mt bang tinh
3.1. Di chuyén trong bang tinh va sir dung phim tit
Chdng ta co thé dung chudt, cac phim ->, thanh cudn doc, thanh cudn ngang, sheet
tab, cac tO hop phim tit dé di chuyén qua lai giita cac sheet hay di dén cac noi bat
ky trong bang tinh.
Thanh cubn doc, thanh cudn ngang
Thanh cuén doc va thanh cudn ngang duoc goi chung 14 cac thanh cudn (scroll bars).
Boi vi man hinh Excel chi c6 thé hién thi (cho xem) mdt phan cta bang tinh dang
thao tac, nén ta phai dung thanh cusn doc @é xem phan bén trén hay bén duwéi bang
tinh va dung thanh cuén ngang dé xem phan bén trai hay bén phdi cia bang tinh.
-Thanh cuén doc 14 thanh dai nhat, ndm doc & bén 1& phai; hai dau c6 hai mili tén 1én
va miii tén xuéng; ¢ gitta ¢6 thanh trugt dé cudén man hinh 1én xudng.
-Thanh cudn ngang 14 thanh nam ngang, tht hai tir duéi méan hinh dém 1én. C6 hinh
dang giéng thanh cubn doc, chi khac 13 nim ngang.
T4 2l
Thanh cubn ngang
Thao tac:
-Nhap chudt vao mili tén sang trai ¢é cudn man hinh di sang tréi.
-Nhap chudt vao mili tén sang phai dé cuén man hinh sang phai.
Thanh Sheet tab
Pé di chuyén qua lai giita céc sheet ta nhap chudt 1én tén ciia sheet trén thanh sheet
tab. Ngoai ra chung ta c6 thé dung <Ctrl + Page Up> dé di chuyén dén sheet lién
trudc sheet hién hanh va <Ctrl+Page Down> dé di chuyén dén sheet lién sau sheet
hién hanh. Dé tr& vé sheet du tién ching ta nhap chudt va nat 4 trén thanh sheet
tab va dé dén sheet cudi cung thi ching ta nhap chudt vao nut trén thanh ™ sheet

tab. Néu mudn dén mét sheet nao d6 trong trudng hop c6 quéa nhiéu sheet thi ching

ta hdy nhap phai chudt vao thanh ® * » ¥ 3 chon tén sheet can dén.



Trang 120

| 4 4> M| Sheetl ~ Sheet2 ~ Sheet3 ¥

Pén sheet dau Sheet hien hanh Tao sheet maoi

Vé sheet triede | Pén sheet cudi
Péen sheet sau

St dung céc t6 hop phim tit dé di chuyén

Pé dén duogc noi can thiét trong bang tinh ngoai viéc ding chudt cubn céac
thanh cubn ngang va doc, cac phim miii tén thi ching ta nén nhé cac to hop phim &
bang bén dudi dé gitp di chuyén duoc nhanh hon.

Cic phim tit di chuyén nhanh trong bang tinh

3.2 Chon vung lam viéc:

Nhan phim Di chuyén

— hodc Tab Sang 6 bén phai

«— hoac Shift + Tab Sang 6 bén tréi

0 Lén dong

! Xubng dong

Home Pén 6 ¢ cot A ctia dong hién hanh

Ctrl + Home Pén dia chi 6 Al trong worksheet

Ctrl + End Dén dia chi 6 c6 chira dit liéu sau cung trong worksheet
Alt + Page Up Di chuyén 6 hién hanh qua trii mot man hinh

Alt + Page Down Di chuyén 6 hién hanh qua phai mot manh hinh

Page Up Di chuyén 6 hién hanh lén trén mot man hinh

Page Down Di chuyén 6 hién hanh xudng dudi mot man hinh

FS M& hop thoai Go To

Er:d + — hoge Cul + Pén 6 bén phai dau tién ma trude hodc sau né 1a 6 tréng
(E_nd + « hodc Cul + Dén 6 bén trai dau tién ma trudc hodc sau nd 13 6 trong
End + 1 hodc Ctrl + 1 | Lén 6 phia trén dau tién ma trén hodc dudi no 13 6 trong
End + | hodc Ctrl + | | Xudng 6 phia dudi dau tién ma trén hodc dudind 14 6 trong
Ctrl + Page Up Di chuyén dén sheet phia trudc sheet hién hanh

Ctrl + Page Down Di chuyén dén sheet phia sau sheet hién hanh

Thao tac véi 6 va ving
Nhan dang 6 va vung (cells, range)

Pia chi mot 6 trong Excel dugc xac dinh bai tiéu dé cot va sb thit ty cta dong.
Mot ving trong bang tinh dugc xac dinh bang dia chi ctia 6 & gdc trén bén trai cta

vung va dia chi 6 gbc dudi bén phai cia vung (c6 dau : phan cach). Pac bi¢t, dia chi
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cta ca mot cdt hodac dong dugc xac dinh 1a <tén cgt>:<tén cgt> (vi du cot A thi duoc
xé4c dinh ngan gon 1a A:A) va <sé dong>:<sé dong> (vi du dia chi cia ca mot dong
41a 4:4).

r

Vi du: Hinh bén dudi 6 hién hanh c6 dia chi 1a B11 vi no ¢6 tiéu dé cot 1a B va sb
dong 1 11, ving dugc bao bai nét chdm dut c6 dia chi 1a H2:H12 vi 6 dau tién cua

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

A B G D E F G H [ Y
1 Baitean ddw | B
2 Ti#n  Ddututéida Sudt thulgi Sé'ndm TP dii han iRR-It RR |
3 Trai phiéu ddg tu 25.0% hing ndm ddohan (l-yes,0-no) Pdnhgid |(l-yes, 0-no) !
4 ACME Chemical M 365% 11 1 1-Cute k¥ tdt | 0 I
5| DymaSar | [ 950% 10 1 AT o1
6  EagleVision | R 10.00% 6 0  aKmwst | 1 |
7 | MicroModeling ‘ B75% 10 1 1- Cue k¥ (c'\'ti 4] :
8 OptiPo | [ 925% 7 0 3Té N
9 | SabreSystems | [ 9.00% 13 1 2Rittst 1 0 ! >
10 Téng ddu tu: v Téng: " 1| Téng: | 1 Téng: i
11 —Fiéndanges»| §750,000 Yéucdu: $375000 Cho phép: | $262.500 i
12 EN=E1505% Hit-Birasz i I

13

1 Bll

15

O Giai PT-TH . QHTT-TH. DHV - TH . Investment - TH . Giai PT . QHTT , DHINNL __u | [
Dia chi 6 va vung

Chon vung

Néu dung chudt, trude tién ching ta ding chudt di chuyén 6 hién hanh dén
gbc trén bén trai cuia ving can chon, sau d6 giit trai chudt kéo xudng dudi qua phai
dén vi tri 6 cudi cung cua vung va tha chudt. Néu dung phim thi sau khi chon 6 dau
tién chlng ta gitr phim Shift trong khi nhan phim ->va [101dé dén 6 cudi cia ving
va tha cac phim. (Chlng ta ciing c6 thé 1am nguoc lai 1a chon 6 cudi ctia ving trudce

va kéo chon dén 6 dau tién).

Khi mudn chon ca sheet hién hanh thi nhdn <Ctrl+A>, con mudn chon ca
workbook (nghia 13 chon tat ca cac sheet) thi nhap phai chudt 1én thanh sheet tab va
chon Select All Sheets.

3.3 Chen 6, dong va cgt trong bang tinh

Chung ta c6 thé chen thém cac 6 vao bén trai hodc bén trén ctia 6 hién hanh

trong worksheet va dich chuyén cac 6 dang chon qua phai hoidc xudng duéi. Tuong
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tu, ta ¢6 thé chén thém cac dong bén trén, chén thém céc cdt vao bén trai va co thé
x0a di cac 6, cac dong va cot.
Chén 6 tréng
B1. Chon cac 6 ma chiing ta mudn chén céc 6 trong vao d6 (mudn chon céc 6 khong
lién tuc thi gitr Ctrl trong khi chon cac 6).
B2. Chon Home->chon nhém Cells ->Insert ->Insert Cells... B3. Chon Iua chon

phu hop trong hop thoai Insert

Chén dong )
g*@ Insert =
B1. Chon mot hodc nhiéu dong lién tuc hodc cach khoang ma chlng ta = Delete
A \ A \ ) 7 A ’ \ \ '-='-—I Format ~
muon cheén s6 dong twong tng phia trén cac dong nay. —
B2. Chon Home ->chon nhém Cells ->Insert ->Insert Sheet Rows
A B C D E F G H I i

1 Bai todn diu tu

2 Tien  Pdu tu t6i da [Sust thulgi] Sé'na -ItRR

3 Trai phiéu ddu tu 25.0% hing nidm | ddo MMH. 0-no)

4 | ACME Chemical § 8.65% 11 0 -

5 DynaStar | ©50% 1

6 Eagle Vision o 10.00% 1

7 | MicoModeling © | 8759 10 | O Entire pow 0

8 OptiPro ............ -‘ 92 7 (O Entire column 1

9  Sabre Swvitem:s ------------ ‘ 9 13 Q

10 7 - -_. : : / . Tong: [ OK I [ Cancel W

yy 1 Nhap phai chudt / Yéucdu: S$375.000 Chophép:  $262,500

12 sau kll] C]]Qll cac Fil=E11"50: Hil=B11"35

13 0 va chon Insert 1

R =TH_ DHV - TH | Investment - TH  Giai PT _ QHTT . [INIL___u____ S|

Minh hoa chén cac dong trong 18n trén cac dong dang chon
Cheén cgt

B1. Chon mdt hoic nhiéu cot lién tuc hodc cach khoang ma chling ta muén chén sb

cOt tuong tng phia bén trai cac cdt nay.
B2. Chon Home ->chon nhdm Cells ->Insert ->Insert Sheet Columns
3.4 Xba cac 0, dong va cot

B1. Chon céc 6, cac dong hodc cac cdt can xoa
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B2. Chon Home ->Cells ->Delete ->chon kiéu x6a phii hop (xem hinh)

g@ Insert)= z - A?
I N s | O
Xoa dong —=#& | Insert Sheet Rows Ject ~ () Shift cells up
.. () Entire row
Xoa cot ——':f Insert Sheet Columns k\ o
; 8 = e {_} Entire column
__J Insert Sheet P
G ' H ' [ Ok, | [ Cancel

3.5 Thay ddi d6 rong cot va chiéu cao dong

Trong worksheet ta co thé qui dinh do rong cot tir 0 dén 255, day chinh Ia $6
ky tu cé thé hién thi trong mot dong. BJ rong mac dinh ctia ¢dt 1a 8.43 ky tu, khi do
rong 1a 0 thi cdt dugc an di. Tuong tu, chiéu cao cla dong qui dinh tr O dén 409,
day 1a don vi do luong bang diém (point: 1 point = 1/72 inch). Chiéu cao mic dinh
ctia dong 14 12.75 point, khi chiéu cao 1a 0 thi dong bi an di. Cac budc diéu chinh
dong cot:
B1. Chon dong hoic cot can diéu chinh chiéu cao hodc do rong
B2. Chon Home ->Cells ->Format ->Chon Iénh phu hop

- Row Height... chon 1énh nay dé qui dinh chiéu cao cua dong

- AutoFit Row Height chon 1énh nay Excel s& tu canh chinh chiéu cao dong cho phu

hop vo1 nd1 dung.
- Column Width... chon Iénh nay dé qui dinh d6 rong cot

- AutoFit Column Width chon 1énh nay Excel s€ tu canh chinh d rong ¢4t cho phu

hop v6i ndi dung.

- Default Width... chon 1énh nay khi ching ta mudn qui dinh lai d6 rong mic dinh
cho worksheet hay ca workbook. Ta c6 thé qui dinh chiéu cao dong va do rong cot
cho ca worksheet hay ca workbook bang cach chon ca worksheet hay ca workbook
trude khi thuc hién 1énh. Ngoai cach thay d6i chiéu cao dong va do rong cot nhu

trén, ta con c6 thé dung chuot dé thao tac nhanh hon. Mudn thay doi do rong cot nao
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hay ré chudt dén phia bén phai tiéu dé cot d6 cho xuét hién ky hiéu va kéo chuot vé

bén phai dé tang hoic kéo vé bén trai dé giam do6 rong cot. Tuong tw, mudn thay doi

chiéu cao dong nao hiy ré chudt dén bén dudi s thu ty dong cho xuét hién ky hiéu

va kéo chugt 1én trén dé gidm hodc kéo xuong dudi dé tang chi€u cao dong.

gelnsertr  E - A? \_:?'a
3- Z

I Delete =

o ] Sort & Find &
(=i Format v|| (2~ Filter~ Select~
1 Cell Size

10 RowReight..

AutoFit Row Height I C
5 Column Width...

AutoFit Column Width

Default Width...
Visibility

Hide & Unhide b
Organize Sheets

BEename Sheet

Move or Copy Sheet...

Tab Color k
Protection
g Protect Sheet..

Lock Cell

2
fﬁ' Format Cells...

D o E

dSudt thulgi Sé'nam
hing ndm ddo han

| sese | 1

* Ngi nhiéu 6 thanh mét 6

General h

4

B B o e [ o

Merge Across

Merge Cells

Unmerge Cells

Ta ¢6 thé qui dinh chiéu cao dong va do rong cdt cho
ca worksheet hay ca workbook bang cach chon ca

worksheet hay ca workbook trudc khi thyc hi¢n 1€nh.

Ngoai cach thay ddi chiéu cao dong va do rong cot nhu
trén, ta con co thé dung chudt dé thao tac nhanh hon.
Mudn thay ddi do rong cot nao hiy ré chudt dén phia
bén phai tiéu d& cot d6 cho xuit hién ky hidu * va
kéo chudt vé bén phai dé ting hoic kéo vé bén trai dé
giam do rong cot. Tuong tu, muén thay ddi chiéu cao
dong nao hay ré chudt dén bén dudi sb thir tw dong cho
xuat hién ky hiéu 'I' va kéo chuét 1én trén dé giam

hoac kéo xudng dudi dé tang chiéu cao dong.

3 Trai phiéu dau
-_JI_ ACME Chemical

5 DwvnaStar o
6 Eagle Vision

I MicroModeling

1

A A 4

Khi ndi nhiéu 6 thanh mot 6, néu tat ca cac 6 déu c6 dit

§ -9 » <o.m liéuthi ching ta can chuyén hét di liéu 1én 6 & goc trén
Merge & Center cling bén trai cia nhom 6 can merge vi chi c¢6 dir liéu cia
0 nay dugc gitr lai, dit li¢u cua cac 6 khac s€ bi xoa.

B1. Chon cac 6 can noi lai.
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B2. Chon Home ->Alignment ->chon Merge & Center. Bé canh chinh di liéu trong

6 dung cac nut canh chinh trong nhom Algnment.

* Chuyén mét 6 da ndi vé lai nhiéu 6

Sau khi chuyén 6 da ndi vé lai nhiéu 6 thi noi dung s& hién tai 6 & goc trén ciing bén
trai.

B1. Chon 6 dang bi ndi.

B2. Chon Home ->Alignment ->chon lai Merge & Center hoic Unmerge Cells déu

duoc.
3.6 Sao chép va di chuyén ving

Sao chép (copy) gitip ta nhan ban mot vung nao do dén mot noi nao do trong bang
tinh va dir liéu goc con nguyen, con di chuyen vung thi cling nhu sao chép nhung dir
liu gbc s& duogc di doi dén vi tri méi. Dé sao chép hay di chuyen trudce tién Chung
ta phai chon ving can sao chép hay di chuyén, sau d6 c6 thé dung nut 1énh, phim tat
hay dung chuét dé thuc hién: _

- Dung Ribbon: Chon ving ->Home ->nhdém Clipboard ->nhan nit =~ hay #
(Copy hay Cut), d&én noi dich va Home ->nhém Clipboard ->nhin nit ¥ (Paste).
Chuing ta c6 thé goi cac 1énh trén tir thuc don ngit canh ->nhap phai chudt.

- Chudt: Chon viing ->giif trai chudt va gilr thém phim Ctrl néu 13 sao chép (khong
giit thém phim Ctrl sé& 14 1énh di chuyén) ->kéo chudt t&i noi dich can sao chép hay
di chuyén dén va tha chugt.

Dan dac biét (Paste Special)

E— @3] Trong qué trinh sao chép doi khi chung ta
FPaste
[SH-H (2 All using Source theme A A N1 3 A 4 A A
o © s source th can dan ndi dung da sao chép hay cat tir b
1 Walues ) Column widkhs ’ . ,
O Formats © Farmuias and umier Farmats | i vao vo1 mot sO chon loc nao do, khi do
) Comments 2 Walues and number Formats N N N
(O validation N N A , ~ )
Operation thay vi dung 1énh Paste chldng ta hay su
(%) Mone 0 Mulkiply
O ar O ivide - . N
O mbtract e dung Paste Special... Sau khi chon ving,
[1 skip blanks [] Transpose ~ A , A y A N
o e ra 1énh Copy, dén dich can sao chép dén va

nhép phai chudt, chon Iénh Paste

Special. ... hop thoai Paste Special c6 mot s6 lwa chon nhu bang sau:

Hang muc MO td
All Dan ca gia tri va dinh dang ctaa vung nguon
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Formulas Dan gia tri va cong thire, khong dinh dang

Values Chi dén gi4 tri va két qua caa cong thirc, khong dinh dang

Formats Chi dan vao dinh dang, bo qua tat ca gié trf va cong thic

Comments Chi dan vao chd thich caa cac 6, bo qua tat ca gia tri va
cong thac

Validation Chi dan vao cac qui dinh xac thuc dir liéu cho ving dich

All using source | Dan vao moi thr va ding mau dinh dang tir viing nguon

theme

All except borders

Dan vao moi tht va loai bo cac khung vién

Column widths

Chi dan vao thong tin qui dinh chiéu rong cot

Formulas and

number formats

Dan vao gia tri, cong thirc va cac dinh dang goc cua céc
con so, cac dinh dang khéc bi loai bo.

Values and number
formats

Dan vao gia tri, két qua cua cong thire va cac dinh dang goc
cua Cac con so.

None Khong kém theo viéc tinh toan nao trén dit liéu sap dan vao

Add Cong Ccac gia tri ciia ving nguon vao cac 6 tuong ung &
vung dich

Subtract Céac 6 mang gia tri cia vung dich s€ tru di cac 6 tuong tng
ctia ving nguon.

Multiply Céc 6 mang gia tri cta vung dich s€ nhan véi cac 6 tuong
{rng cua viing nguon.

Divide Céac 6 mang gia tri cua vung dich s€ chia cho cac 6 tuong
{rng cua ving nguon

Skip blanks . Khong dan dé cac 6 rong ¢ ving nguon vao 6 co gia tri o
vung dich

Transpose Dan vao va dao dong thanh cot hoac nguoc lai

Paste Link Dan vao va tham chiéu 6 dich dén 6 nguon

4. Lam viéc voi div liéu trong Excel
2.1. Nhap liéu, hiéu chinh

Céac 6 trong bang tinh co6 thé chira cic con so, cac chudi vin ban hay cic biéu thirc

toan hoc. Ngoai ra bang tinh con c6 thé chtra cac biéu do, so do, hinh anh, ... cac

d6i twong nay khong chira trong 6 ma ndi trén bé mit bang tinh.

Nhip sd, chudi, thoi gian, ngay thing nim

B1. Trén worksheet, chon 6 can nhap licu

B2. Nhap vao con s6, chudi van ban, ngiy thang hay thoi gian,... ma chlng ta can

B3. Nhép xong nhan Enter (6 hién hanh chuyén xudng duéi) hodc Tab (6 hién hanh

chuyén qua phai) dé két thuc.
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Luuy:
- Néu nhdp céc con s6 vao ma Excel hién thi ##### 1a do chiéu rong cot khong du

ching ta ban tang thém chiéu rong cot.

- Mic dinh Excel s& dung dau cham (.) dé phan cach phan s6 nguyén va phan sb thap

phan.

- Khi nhép céac con sb ma cac con sb nay khong can tinh toan thi ching ta nén dinh

dang 6 1a Text trudc khi nhap (Home ->nhdm Number ->chon Text tir danh sach).

- Ngay va thoi gian nhap vao 6 thi né dung dinh dang ngay mac dinh trong Control

Panel ->Regional and Language Options.

- Khi nhap ngay dung d4u / hoic - dé phéan cach, vi du 10/05/2007 hozc 10-05-2007.
Khi muén nhap ngay hién tai vao 6 hiy gd <Ctrl+;>. Khi mudn ding dinh dang ngay

mac dinh cho 6 chtra ngay thi chon 6 va gd <Ctrl+Shift+#>.

- Khi nhap thoi gian va muén dinh dang theo chuan 12 gid thi thém A hoic P vao
sau thoi gian nhap vao, vi du 8:30 AM hodc 4:15 PM, néu khong Excel tu hiéu 1a
AM. Khi mudén nhap thoi gian hién tai vao 6 hay gd <Ctrl+Shift+;>. Khi mubn dung
dinh dang thoi gian mac dinh cho 6 chira thoi gian thi chon 6 va gé <Ctrl+Shift+@>.
Mudn nhap cung mdt ndi dung cho nhiéu 9, ching ta hay chon cac 6 va nhap liéu
vao sau d6 nhan <Ctrl+Enter>. Ngoai ra con c6 thé st dung chitc niang AutoFill
(phan sau). Mubn nhap cung ndi dung trén cac 6 ¢ nhiéu sheet, chling ta hay chon
cac sheet do, sau do chon cac 6 trén sheet hién hanh, tiép theo nhap li¢u (co thé mat
dir li€u do bi nhap d¢ 1én céac 6 c6 dir li€u). Dé bo chon cac sheet thi nhép phai chudt

1én thanh sheet tab va chon Ungroup Sheets.
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A B D E
1  Chua dinh dang Dinh dang Gidi thich Ghi cha
2 54666 5466600 dong Tien té £ 22000 [Sddng]
3 04366 45 66% Phan trém 0.00%
4 10-May 10/05/2007 Dang ngav ngan gon dd'mm vy
5 10-May Thorsday, May 10, 2007 Dang ngay chi dér  [5-F800]dddd, mmmm dd, vyvy
& 616564622 646,564,622 00 K& toan _(F==2000_ 0 (% (z==0.00)_(* """ ) _(@_)
7 8489325103 848-932-5103 S6 dién thoa i
8 7300958230 7930 095 823 0 $4 bac hifm x3hol EEzEEEEEmE 2
9 0.665 3:57:36 PM Thid gian [5-F400 mmnss ANPM
10 D.25 1/4 Phén s6 #707
11 6465646212 6.47E+08 Khoa hoe 0.00E+00

Vi du nhép céc loai dir licu
Nhép dé 1én 6 c6 sin néi dung:

Mudn nhap d¢ 1én cac 6 c6 sin nodi dung, trude tién hdy chon 6 d6 va nhap
vao noi dung méi. Khi d6, noi dung cii ciia 6 s& mat di va thay bang noi dung vira

nhap de.
Hiéu chinh ngi dung cac o:
Muén hiéu chinh ndi dung san c6 caa 6 chling ta 1am cac cach sau:

1. Nhdp chugt hai l@n 1én & can hiéu chinh ->ding chudt hoic cac phim mili tén di
chuyén dén noi can hiéu chinh , dung phim Backspace hoac Delete dé x6a mot so

noi dung sau d6 nhap vao noi dung mai.

2. Chon 6 can hiéu chinh va nhan F2 dé vao ché do hiéu chinh va 1am tuong ty nhu

trén

3. Chon 6 can hiéu chinh, sau d6 nhap chuét vao thanh cong thirc (Formula)
Str dung cac ky thuat khi nhap liéu

Str dung chirc nang AutoFill

Str dung cdng cu nay Excel s& gilp ching ta dién ty dong dit liéu theo céac
mau AutoFill c6 sidn. Ngoai ra ching ta con c6 thé tao thém cac mau phuc vu cho

cbng viéc cua minh.

Danh sach mot sé AutoFill c6 san
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CAc gia tri khéi dau

Chudi sau khi mé réng

1,2,3

4,5,6

9:00 10:00, 11:00, 12:00

Mon Tue, Wed, Thu

Monday Tuesday, Wednesday, Thursday
Jan Feb, Mar, Apr

Jan, Apr Jul, Oct, Jan

Jan-99, Apr-99 Jul-99, Oct-99, Jan-00

15-Jan, 15-Apr 15-Jul, 15-Oct

1999, 2000

2001, 2002, 2003

1-Jan, 1-Mar

1-May, 1-Jul, 1-Sep,...

Qtr3 (or Q3 or Quarter3)

Qtr4, Qtrl, Qtr2,...

Product 1, On backorder

Product 2, On backorder,
backorder,...

Product 3, On

Textl, textA

text2, textA, text3, textA,...

1st Period

2nd Period, 3rd Period,...

Product 1

Product 2, Product 3,...

- Chling ta mudn dién céac s6 1é trong khoang tir 1 dén 25 vao cot A ching ta lam

nhu sau:

B1. Chon 6 dau tién Al va nhap vao sb 1

B2. Chon 6 tiép theo A2 nhap vao s6 3 (budc nhay bang 3-1 = 2, Excel s& cong s6 2

vao 6 chira s6 1€ trude do dé co duogce so 1€ ke tiép).

B3. Chon hai 6 A1:A2, di chuyén chudt xuéng ddu vudéng nho mau den (Fill handle)

& goc dudi bén phai viing chon cho chudt bién thanh dau cong mau den.

B4. Giir trai chudt kéo xudng phia dudi cho dén khi hién s6 25 thi dimg lai.
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A B C B A B C B A B C B
1 1 1 1 1 ]
2 3 3 2 3
: 2 i -Khi ching ta muodn
5 Fill handle 5 g .
0 ° : dién tu dong (sao chép)
2 2 15 ~ N A 4
) 5 17 dir li¢u hay cong thuc
10 10 10 19)| Nut AutoFill
i o - 2| Options cua 0 hién hanh cho cac
13 13 e :5+ A A ,. A 5
14 o 1 § 12 CH . 0 bén trai, bén phal,
i » ¥ Sheet1 . THNMMMMBNTEE <« > »i| Sheet1 . NN MMMMRNTEE 4 ¢ > ¥ Sheet1 . TN MENTEE

phia trén hay bén dudi

no thi chdng ta lam theo céc cach sau:

1. Chon 6 hién hanh dang chira dit liéu hay cong thic can sao chép, sau d6 giir Fill
handle va kéo theo huéng ching ta can (1én, xudng, trai hay phai). Khi d6 dit liéu

hay biéu thirc s& dugc sao chép.

2. Chon 6 chira dit liéu (hay cong thirc) can sao chép va tit ca cac 6 can sao dit liéu
dén, sau d6 vao Home ->nhém Editing ->Fill ->chon huéng phu hop (Down, Right,
Up, Left).

- Ty tao danh sach AutoFill chdng ta vao nat Office ->Excel Options ->Popular -
>trong phan trong phan Top options for working with Excel ->chon Edit Custom
Lists ->hop thoai Custom Lists hién ra. Tai ddy, ching ta hdy nhap vao danh sach
trong khung List entries, sau khi nhap xong nhan nit Add dé thém vao Custom lists
va ké tir lac nay chdng ta c6 thé st dung chirc niang AutoFill v6i danh sach tu tao

cua chung ta.
-Mudn x6a mdt danh sach thi chiing ta chi can chon danh sach d6 va nhan nat Delete.

- Néu mudn hiéu chinh danh sach thi chon danh sach d6 va hiéu chinh trong & List

entries, sau khi hiéu chinh xong nhan nat Add.
2.2. Dinh dang

binh dang chung
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Phéng Thunhé Canh  Xoay Cac loai dinh
to chit chi gitta doc chir dang so
Canhlé |C anll 1é | Wrap Text Dang 56

Né6i 6  phan tram

Fontchit Cé& chir

Times NewRom=~ 12 ~ | A A7 | |= = =|| ¥~ = General -
B Z U-[ii-[O-A-|EEF|EE % 0 || %8 5%
Fon Fa ‘ Alipnmegnt F H.Im::u%l }‘-
Chir dam Ké khung Canh trai Eﬂng Fhl-li[\ I_);:_mg’sr::: Gif‘m "ﬂi’
Chir nghién Té nén Canh gifta (3132::11 ;?;t[ DHEDHHG Eie man)Iﬁn:;gp phén
Gach chan Mau chix Canh phai dau céc dong (tien té) thap phan

Dinh dang van ban va so

Céc nut dinh dang thong dung cua Excel dugc bd tri rat thuén loi truy cap trong
nhom Home cua thanh Ribbon. Trong qu4 trinh soan thao, tinh toan trén Excel, mdi

khi can dinh dang chlng ta chi viéc nhan chudt 1én nat 1énh phu hop dudi day.

Khi can cac dinh dang phirc tap hon ma trén thanh Ribbon khong c6 nut 1énh thi

ching ta truy cap vao hop thoai Format Cells: Chon Home ->nhom Cells ->Format
->Format Cells...

Format Cells @g|

{Mumber || Alignment | Fonk Border Fil Pratection

Cakegory:

Sample
Murnber
Currency
Accounting
Date

Tirne
Percentage
Fraction
Scientific
Texk
Special
Cuskom

General Format cells have no specific number Format.

[ OK, ] [ Cancel ]

Giai thich hop thoai Format Cells

Sir dung Wrap Text

Khi chiing ta muén doan vin ban dai trong 0 c6 nhiéu dong thi chdng ta dung chuc
nang wrap text hoic ding <Alt+Enter> dé xuéng dong tai vi tri mong mudn.

B1. Chon 6 can dinh dang Wrap text, vi du 6 Al
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B2. Chon Home ->Alignment ->chon Wrap Text ( = ). Néu dong khong tu dong
mé rong 1a do 6 bi thiét 1ap chiéu cao cé dinh, ching ta vao Home ->Cells ->Format
->tai Cells Size chon AutoFit Row Height

Xoay ch# (Orientation) Si | General .
Angle Counterclockwise +D.E _iug

B1. Chon cé4c 6 can xoay chit A1:D1

Angle Clockwise

A H Wertical Text p—
B2. Chon Home ->nhom Alignment - e
Rotate Text Up

>Qrientation ->Angle Counterclockwise Rotate Text Down

PEEETED

Format Cell Alignment

Dinh dgng khung (border)
K& dudng bao xung quanh ving B2:E18 dam, c6 duong phan cach giita cac 6 bang
nét manh va mau tat ca duong ké 1a mau do.

B1. Chon danh sach can ké& khung B2:E18

B2. Chon Home ->nhom Cells ->Format ->Chon Format Cells

B3. Vao Tab Border, chon mau la Red () tai Color

B4. Chon Style 1a nét dam , sau d6 chon nat Outline tai Preset

B5. Chon Style 1a nét manh , sau d6 chon nut Inside tai Preset

B6. Nhan OK hoan tt

Format Cells E]g]

Mumber Alignment Font Eardsr Fill Protection

The selected border style can be applied by clicking the presets, preview diagram or the buttons
above.

[ Ok ] [ Cancel ]

Hiéu sng td nén 6 (Fill effect)
B1. Chon ving can t6 mau nén B2:E18

B2. Chon Home ->nhom Cells ->Format ->Chon Format Cells
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B3. Vao Tab Fill ->Chon Fill Effects...

B4. Chon cic mau can phdi hop: Color 1 (vi du 1a mau vang Yellow) va Color 2
(Blue)

B5. Chon Shading styles 1a Vertical va chon kiéu thir 3

B6. Nhin OK hai 14n dé hoan tAt.

Mumber Alignment Fonk Border | Fill |Prutecti0n
Background Color:
| Mo Color |
Gradient
L N N . |
Colors
= Color 1:
O olor 1:
1 © 1o colers
HEENENENENENEMN Color 2:
-
H = N E NN N
[FiJI Effects... ] [MUre Colors. .. ]
Shading styles Yariants
Sample () Horizonkal
() Diagonal down Senlos
OErom correr

O From cenker

-

et Sheet3 o l Ok ] [ Cancel ]

Tu dong dinh dang co6 diéu kién.

ﬁil '—:ﬁl S=msert+  VO1 Excel 2010 dinh dang co diéu kién sd giap

£ ‘ﬂ j* Delete * , N , X ~ 1°A .
Conditional | Format  Cell | chung ta chi ra cac mau trong dir liéu va st dung

Formatting =|as Table = 5tyles = L:‘,.jF':'Fl'ﬂﬁt v i . )
| ~ cels | ratdon gidn. Chi can danh dau mdt nhom cac 6 va
— Highlight Cells Rules *

kich vao Conditional Formatting trén ribbon
Top/Bottom Rules Home. Khi dua chudt trén nhimg lua chon, ching

ta s& thiy preview ctia n6 ngay lap tirc. C6 thé gan

= Data Bars 4
cho mo6i 6 mot mau d€ phan anh thir hang cua no
Color 5cales ¥ N A 12 1 .y . A N ~
E - trong toan bd dai cac gia tri, thém mot thanh div
=1 1con sets b liéu trong suot phan anh gia tri ciia ... Cach thirc
=
G NewRule. tién hanh nay cho phép don gian hon rat nhiéu so
[E=2H . , A . ..
[Zs  Clear Rules ' voi sy phtc tap trong hdp thoai Conditional
E Manage Rules...

Formatting cua Excel 2003.
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Bang va dinh dang bang (table)

Excel thiét 1ap san rat nhiéu biéu mau dinh dang bang va con ho tro tao thém cac
biéu mau maéi. Excel chi cho phép xo6a cac biéu mau ty tao thém va cho phép xo6a

dinh dang bang. Ngoai ra ta c6 thé hiéu chinh dinh dang bang khi can thiét.

Ap dinh dang bang cho danh sach va chuyén danh sach thanh bdng

B1l. Chon danh B2:E18

B2. Chon Home ->nhom Styles ->chon Format As Table

B3. Ctra s6 Style liét ké rat nhiéu biéu mau dinh dang bang, chon mot trong cac biéu
mAu. Vi du chon mau Light sé 9

B4. Ctra s6 Format As Table hién 1én nhan OK dé xé4c nhan.

-Dé tao miu méi thi tai budc 3 chon New Table Style..., sau d6 dit tén cho biéu
mau méi va nhan Format dé ché bién bicu mau.

-Mubn x6a mdt miu ty tao thi vao Home ->Style ->Format As Table, tai phan

Custom nhép phai chudt 1én biéu mau va chon Delete.

-Cac tuy chon hiéu chinh bang c6 ¢ Table Tools ->Tab Design trén thanh Ribbon

) - g*=Insert = =z~ A
W A AT &
== 24 |58 e - g 2
% - 9 ‘(_‘-0 -0_0 Conditional | Format Cell e - Sort & Find &
° 0% =0 | o rmatting = |as Table = Styles v | o Format ~ | <2~ Fiter= Select =

MUl pight

H|ZTZ-Z-Z-Z ---”-- ZZ--Z- Z--Z-Z ZZZ-ZZZ ZZZZZ ZZZZcZ
11— 11— —
E==== | E==== | E==== | E==== E====| E====| E====
[ — | E==== | E==== | E==== E===C| E====| E====
E==== | E==== | E==== | E==== Eee—a === E====
———————————————————— FEEEE FEEEE FEEEE
e Il ettt el el el et el el e el el e === === = =] === ==
——————————————————— EEEEE EeeEE Ee===
EEEEE EEEEE B Ee=== EEEEE e e
EEEEE] EEEEE EEEEE EEEEE EEEEE EEEEE EEEEE
Medium
————— - — = — ]
[l = ==== E==== ———-- E====5 ==-=-=-= ———--—-—
E==——| =E=-—-=| E=S===| S=S=== E=S==5| ====Z=Z =====
E=e===l|m====| E====| |===== |E====| [=====| =====
E==== ===== E==== ===== [E====| ===== =====
BEEEE SEEEE 5EEEE TE2EE sSEEEE EEEEE TDEEE
***** [— — — — B ===y ___§-—-——-—"Bg====
EEEEE === ——o=-=—= —=—=== S==-== —S==-=-= =====
EEEEE] ——=—== —===—= —=—=-=-= —Z=--—-Z —---Z- —-—---<
EEEEE ——--= —T=-Z-Z=Z ZTZZIZZ ZZZZIZZ ZIZZZIZ ZZZ-Zoo

o
=

o [T
£ (TN
nogon
nonon
nooon

z |z

T
ew PivotTable Style...

B

X6a kiéu dinh dang bang dang ap dung va chuyén bang vé danh sach
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-bé x6a mét kiéu dinh dang bang dang ap dung, trudc tién hay chon bang, tai Tab
Design vao nhoém Table Styles chon More () ->chon Clear. Bén ltc nay ving chon

van con la
bang do vay nd c6 céc tinh ndng cua bang.

-bé chuyén mot bang vé thanh danh sach thi chon bang, sau do vao Tab Design, tai
nhém Tools chon Convert to Range.

Sir dung miu dinh dang tai ligu (Document Themes)

Cac mau tai lidu dung san giup ngudi str dung tao nén céc tai lidu ¢6 dang v& chuyén
nghiép va rat dé sir dung. Cac biéu mau tai lidu dugc thiét ké san voi nhidu mau, font
chit, hinh anh, d6 thi,... véi nhiéu hiéu tng dep mat. Ngoai ra chung ta con co thé
hiéu chinh va ché bién cac mau nay.

-Dé 4ap dung biéu mau tai liéu ching ta vao chon nhom Page Layout ->Themes -

>Chon mot biéu mau tir danh sach.

g Home Insert Page Layout Formulas
Ecm' O = OB -C6 thé hiéu chinh biéu mau: vao Colors dé chon

F:unts'
Themes Margins Orientation 3ize  Print  Bi . \ N A . < R \ \
l e - - #=-  Ja1 mau, vao Fonts dé chon lai kiéu Font va vao
| Custom &
| Aa L Effects d¢ chon lai hiéu Gng.

Yamato Pa...
Built-In

-Luu y bang phai ap dung Style thi méi c6 tac dung.

Aa ] Aa LI‘ Aa 1 Aa 1 , N
== i |mmmm= -Tao bi¢u mau mai Colors va Font chdng ta vao

Office Adjacency Angles Apex

Aa WD Aa | Au’n Aa || | Page Layout ->Themes ->chon Colors ->chon
eteen e e P Create New Themes Colors hay Page Layout -
Aa ’I Aa_| |Aa T Aa

-BlacI:TTe Carh-:n“Fiher - C|-\|c C-Ia-:t: >Themes ->Chon Fonts ->Chon Create NeW
Aa u Aa 1 A Aa_] Themes Fonts. Nhé luu lai (Save) sau khi tao.
Concourse Elemental Equity Exzcutive - ) ) - . ;
@ Browsefor Themes.. -Khi d6i1 kiéu mau khac dong loat cac doi tuong

!;j Save Current Theme...

dugc ap dung biéu miu thay doi dinh dang va

khong bi thay doi ndi dung.
2.3 Tim va thay thé dir liéu

Pé tim dit liéu hodc tim va thay thé dir liéu:
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» Kich nit Find & Select trén nhom Editing ciia  Seimset - = - ,s,? A
1 - @ &
tab Home B Detete v | [l Find &

- Sort &
L=-':]F-:urmat"' 27 Filter~ |Select =

 Chon Find hoac Replace L___Cells |38 Find..
3 Replace..
» Hop thoai Find and Replace xuat hién, nhap tur M| = GoTa..
muén tim trong muc Find What (néu ching ta Ge To spedal.
/ Farmulas
chon Find & budc trén) hodc nhap tor mudn tim .
omments
trong muc Find What va tir thay thé trong muc Conditional Formatting
Constants

Replace with (néu chiing ta chon Replace ¢ budc
trén).

[Data Validation

Select Objects

b
. ” L_r']; Selection Pane...
» Kich nat Options dé tim thém céc tuy chon

Find and Replace @

Find | Replace

Find what; || W |

| Fndal || Endwext | [ cose |

2.4 Sip xép va loc dir liéu

Sort (sip xép) va Filter (Ioc) 1a nhirng tinh ning cho phép ching ta thao tac dir

liéu trong mdt bang tinh duoc thiét 1ap dua trén céc tiéu chuan.

Sip xép
- I Dé thuc hién mot sip xép theo chiéu ting dan hay giam dan
=) %? ota rc hién mot sap xép g yg

" |Sort & |Find & trén mot cot:
<27 |Filter v Select ~

A . A r A J4 < A
—_ ?-l OEA0L « Banh dau cac 6 muon dugc sap xEp
2l sortztoa

o8 Custom Sort... « Kich nat Sort & Filter trén tab Home
YW= Filter
« Kich ntt Sort Ascending (A-Z) hay Sort Descending (Z-

Tuy chinh sip xép
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Dé sap x€p nhiéu hon mdt cot:

« Kich nut Sort & Filter trén tab Home

+ Chon et mi ching ta musin sip xép diu

tién

"J%l&dd Level “ >( Delete Level “ 23 CopyLevel ” l Options... l (] My data has headers

Column Sort On Order

* Kich Add Level O b b [foes 8] st st v
* Chon c0t tiép theo chung ta mudn sép Xép
» Kich OK

Loc dir li¢u

B0 loc cho phép ching ta chi hién thi dir liéu ma dap tng cac tiéu chuin nhat dinh.

Pé str dung bg loc:

« Kich vao ¢t hodc chon céc cot chira dit liéu ma chiing ta muén loc

* Trén tab Home, kich Sort & Filter | - = =

1 |r‘f1or‘|c>ia',-' v|_
4] sortatoz

d KiCh nﬁt Filter Zl sotztoa

Saort by Colar

* Kich vao miii tén phia duéi 6 dau tién

Text Eilters

b KiCh TeXt Fllter (Select Al

Friday
Monday
J4 4 A Saturday
» Kich Words chlng ta muon loc Sunday
Thursday
Tuesday
wednesday

- Pé khong ap dung bd loc, kich nut Sort &

Filter [ ox 1 [ concer ]
» Kich Clear

Bai tAp va sian phim thwe hanh bai 07.7

Kién thiec:
Céau 1: Khéi dong MS Excel. Néu cac 1énh co ban d/v Bang tinh.
Cau 2: Trinh bay cac kiéu dir liéu trong MS Excel. Cach dinh dang cua timg loai dir
ligu?
Céu 3: Trinh bay cac loai toan tur trong MS Excel va mirc d6 uu tién ctia n6 dung
trong tinh toan.
Bai tap ung dung:
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Bai tap 07.7.1:
Thanh lap bang tinh sau :
BANG KE HANG BAN
- THU [THU .
LR DVT |NSX |SL |GIA [LTIEN |E £ e [PU
VAT NK
1 | Xe dap Chiéc | Nhat | 150 120 (a) (b) (c) d) | (e)
2 | Quat tran Céi Vnam | 350 70
3 | Quat dung Cai ) 1700 | 50
4 | Xe future Chiéc | Théi 500 2050
5 | Xe dream Chiéc 630 | 2100
6 | Xe best Chiéc | Tqudc | 700 | 1800
7 | Xe suzuki Chiéc 600 1750
8 | Tivi Cai 1200 | 350
9 | Maydia sony | Cai 1050 | 220
10| Loayamaha | Cai 2000 | 101
YEU CAU: ,
1- Thanh 1ap bang tinh va vao s6 liéu tho
- Dung 1énh d€ canh giira cho ti€u d€ cua bang tinh va tiéu dé cua cac cot
- Vao so thur tu ty dong (thwtr bang 2 cach)
2. Tinh toan
- Cot (a) = s0 lugng * don gia
- Cot (b) =10 % cot cot (a)
- Cot (c) = 0,3 % cua don gia
- Cot (d) = cot (a) + cot (b) + cot (¢)
- Cot (e) = Cot (d)* 14.680
3. Luu bang tinh vao dia voi tén THO1.XLSX
4. Ké khung va trinh bay bang tinh
5. Thoat khéi Excel
6. KhOi dOng lAi excel va gQi bAng tinh THO1.XLSX
Bai tap 07.7.2:
Thanh 13p bang tinh sau :
Dung Iénh insert / picture/ clip art
Cong hoa xa Jdi chu nghia Viét Nam
- Tt do - Hanh phtic
=
g\ - : r r ~
B2NG THANH TOAN LUONG THANG 3 NAM 2012
{
HO VA TEN HE SO |NGAY |TRU THUC KY TEN
| LUONG | CONG | TAMUNG |LANH
1 |TranDuy | Tri |288 15 $120.000 (a)
2 | HO Thi Tuyét | 3.10 35 $70.000
3 | L& Van | Mung | 2.50 17 $50.000
4 | Lé Ngoc | Trong | 4.40 5 $205.000
5 | Tran Ha i Ding | 2.88 26 $210.000
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6 | Tran Thanh | Thanh | 3.10 7 $180.000
7 | Nguyén Van | Truc | 4.50 30 $175.000
8 | L& Chi Hung | 2.50 12 $35.000
9 | Poan Huan | 5.60 10 $220.000
10 | Hoang Nhi 4.50 20 $101.000
Xuan
TONG CONG : ? ?
YEU CAU:

1. Thanh lap bang tinh va véo s6 liéu tho

- Dung lénh dé canh giita cho tiéu dé ctia bang tinh va tiéu dé ciia cac cot.

- Vao sb tht tu tu dong (thwr béng 2 cach)

2. Tinh toan:

(a)= hé s6 lwong*200000/30*ngay céng — tam Ung

- Tinh Tong cho céc ¢t TRU TAM UNG va THUC LANH

- Binh dang lai cho ¢6t THU'C LANH thanh dang currency, 0 s6 1é.

3. Luu bang tinh vao dia voi tén TH02.XLSX

4. K¢ khung va trinh by bang tinh (c6 thé thuc tap nhiéu loai khung khac nhau)
5. Thoat khéi Excel.

Bai tip 07.7.3:

1.

s w

Cho an, hién cac thanh Formular Bar, Status Bar.
Chon 1am viéc 1an luot véi céc sheet 2, 3, 1. Chén thém mot Sheet méi vao bang
tinh.

Che, hién cac duong ké ludi trong bang tinh.
Che, hién Header Row, Header Column.
Che, hién thanh Sheet Tabs

Xac 1ap ché d6 mo 16 Sheets trén mot book. Mé thém Book thir hai. Chon lam
viéc voi sheet 16. Di chuyén vé sheet 1. Hién thi dong thoi ca hai book trén man
hinh. Di chuyén qua lai giira hai books. Péng mét book.

Di chuyén nhanh vé dong cubi cung, vé cdt cudi cung, vé 6 EA123, vé 6 Al
Chon Size chit bang 8 cho ca bang tinh
Nhap :
CNG TY XYZ Hoc Bong Trinh Do Vin Hoa
------ Akkdkk 0 Pong 10/12
Sau khi nhaép, khoang cho hieén giau tro 0 ra baling tinh
Nhép
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A B |C D E IF G H
1 [BANG THEO DI
2 Ngy 12/22/01
NGAY [NGAY LEN LEN
3 [HO TN SINH |[CONG |LUONG |LUONG |NUMBERDATE
NHAT [TAC LAN1 |LAN2
4 |Lé Thi Dung|02/13 [06/20/1993[5/12/97 [7/dul/00 |[ X1] [ X2]
5 |ChuVan Ba [07/20 |07/24/1995(27/11/97 |12/Dec/00
6 |LyThu Ha |04/16 |07/19/1994(2/12/96 |9/Sep/99
7 |vanKim Sa |09/11  |01/19/1995|3/6/97  |3/Mar/00
Yéu Chu:

Nhap dtng dir liéu kiéu ngay

[X1} : Cho biét s6 ngay giita ngay chi dinh & 6 G2 va ngay LEN LUONG LAN
2

[X2]: Gia sir sau dang ba nim ké tir 1an ting luong cudi cing, mdi ngudi duge
tang tiép mot bac luong, bang cong thic hiy dién ngay lén luong tiép theo, dinh
dang theo dang yyyy/mm/dd

Chén thém c6t SNGHLLL (S ngay gitta hai 1an 1én luong) vao sau cot LEN
LUONG LAN 2. Tinh toan s6 ngay nay.

Chén thém cot S6 TT vao trude cot HO TEN, Pién S6 TT tu dong

e Dinh dang

bang

tinh

theo

ding

mau

Dinh dang céc gia tri Date theo thir tu quen dung cua ngudi Viét Nam.

CHI DAN POI VOI HQC SINH THU'C HIEN BAI TAP UNG DUNG

Panh gia két qua hoc tap

tinh

3 Céc thao tac di chuyén trong bang

4 Céc loai dia chi trong

Excel

5 Céc kiéu dir liéu trong MS Excel

Van déap, doi
chiéu vé6i noi |2
dung bai hoc

Cach thirc va | Diém | Két qua thwe
TT | Tiéu chi danh gia phwong phap | toi hién cua
danh gia da nguoi hoc
| Kién thire
1 Khoi dong MS Excel 1
2 Céc thao tac co ban d6i vdi bang 1
tinh
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6 Cac loai toan tir va do uu tién cua 2
no trong Excel
7 Dinh dang céc dir li¢u trong Excel 2
Cong: 10d
Il |K¥ nang
1 Khot dong va thoat khoi MS 1
Excel Kiém tra san pham
2 Lénh co ban doi voi bang tinh | sau budi thuc hanh 9
3 Thao tac thanh thao trong MS 2
Excel
4 Nhap ding dir 1iéu theo yéu cau 2
5 Ban hanh cong thirc ding theo 3
yéu cau BT trong Excel
Cong: 10d
111 | Thai d¢
1 Tac phong cong nghiép Theo doi viéc thuc | 4
1.1 |Pi hoc ddy du, ding gio hién, doi chifu voi | 4 g
no1 quy cua truong.
1.2 | Khong vi pham ndi quy 16p hoc 1.5
1.3 | Tinh cén than, ti mi Quan sat viéc thuc
hién bai tap 1
2 Dam bdo thoi gian thyc hién bai | Theo doi thoi gian
tap th}_rc hi§:n bai tap,
déi chiéu voi thoi | 2
gian quy dinh.
3 Pam bao an toan lao dong va v¢ 4
h ed hia
ST CONE TEEp - Theo do1 viéc thuc
3.1 |Tuan thu quy dinh v€ an toan hién, ddi chiéu véi [ 1.9
3.2 |Déy dii bao hd lao dong( quéan | quy dinh ve an toan e
40 thuc hanh, thé hoc sinh, va v¢ sinh cong | ™
. ‘ . .| nghiép
3.3 | V¢ sinh phong thuc hanh dung 1
quy dinh
Cong: 10d
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KET QUA HQC TAP
A v . Két qual .. . Két qua
Ti€u chi danh gia thwe hién H¢ so hoc tap
Kién thirc 0.3
Ky nang 0.4
Thai do 0.3
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BAI 8: HAM TRONG EXCEL

Gidi thiéu:

Dé viéc tinh toan trd nén dé hon va ¢ thé tinh toan dugc nhimg phép toan
phtc tap nhung chi can ban hanh mot céng thirc c6 thé ap dung cho nhiéu ddi tuong
duoc tinh dén. Excel cung cép cho ta mot thu vién Ham phuc vu cho tirng nhu cau
cu thé. Thé Ham 1a gi? Cach sir dung né nhu thé nao trong viéc ban hanh cong thirc?
Dé viéc tinh toan nay dat hiéu qua cao thi ta cAn nghién ctru n6 k§ hon trong bai nay
nhé.

Muc tiéu cua bai:

- MO ta dugce khai niém vé cac ham trong Excel,
- Trinh bay dugc ca phap cua ting ham;

- Thuc hién duoc léng ghép cac ham véi nhau;

Thuc hién cac thao tac an toan v&i1 may tinh.

1. Cac khai niém:

Gidi thiéu cong thire (Formula)

Cong thirc gitip bang tinh hitu ich hon rat nhiéu, néu khong co cac cong thic thi
bang tinh ciing giéng nhu trinh soan thao vin ban. Chiing ta dung cong thirc dé tinh
toan tir cac dit liéu luu trit trén bang tinh, khi dit liéu thay ddi cac cong thirc nay s&
tu dong cap nhat cc thay doi va tinh ra két qua moi gitp ching ta d& tén cong stc

tinh lai nhiéu lan. Vay cong thirc c6 cac thanh phan gi?

Cong thuc trong Excel dugc nhan dang 1a do n6 bat dau 13 diu = va sau do6 1a sy két

hop cuia cac toan tu, céc tri s0, cac dia chi tham chiéu va cac ham.

Vi du: Dau bang
— 11150
Toan tx

Ham
|7 rT11a111 chiéu

= 40000 — IF(C5>=25000,80%*C5.C5)

Vi du vé cong thirc

Céc toan tir trong cong thuc

+ Cong =3+3 3cong3lab
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- Trir =45-4 45 trix 4 con 41
* Nhan =150*.05 150 nhan 0.5 thanh 7.5
/ Chia =3/3 3chia3lal
A Lily thira =24 2 liiy thira 4 thanh 16 Lay can bac 4 cta
=16"(1/4) 16 thanh 2
& No6i chudi | ="L¢” & | Noi chudi “Lé” va “Thanh” lai thanh “Lé
“Thanh” Thanh”
= Bang =Al1=B1 Vidu 6 Al=3, 6 B1=6 Két qua:FALSE
> Lén hon =Al1>B1 Vidu 6 Al=3, 6 Bl=6 Két qua:FALSE
< Nho hon =Al<B1 Vidu 6 Al=3, 6 BI=6 Két qua: TRUE
>= Lén  hon | =A1>=B1 Vidu 6 Al=3, 6 B1=6 Két qua:FALSE
hoic bang
<= Nho  hon |=Al<=B1 Vidu 6 Al1=3, 6 BI=6 Két qua: TRUE
hoic bang
<> Khac =Al<>B1 Vidu 6 A1=3, 6 B1=6 Két qua: TRUE
, Dau  cach | =Sum(A1,B1) | Vidu 6 A1=3, 6 B1=6 Két qua: 9
cac tham
chiéu
Tham chiéu | =Sum(A1:B1) | Vi du 6 A1=3, 6 B1=6 Két qua: 9
mang
khoang | Tra vé cac 6 | =B1:B6 Tra vé gia tri ciia 6
trang | giao gitra 2 | A3:D3
vung

Thir tu vu tién cua cac toan tir

Todn tir Mo ti Uu tién
: (hai cham) (1 khoang trang) , (ddu phdy) | Toan tir tham chiéu 1
— S6 am (vi du —1) 2
% Phan trim 3
A Lily thira 4
*va/ Nhan va chia 5
+Vva — Cong va trur 6
& No6i chudi 7
—<><=>=<> So sanh 8

Gioi thiéu ham (Function)

1. Ham la gi?

Ham trong Excel dugc 1ap trinh san dung tinh toan ho#ic thuc hién mot chirc ning
nao do. Viéc sir dung thanh thao cac ham sé& gitip ching ta tiét kiém duoc rat nhiéu

thoi gian so véi tinh toan thi cong khong dung ham. Cac ham trong Excel rat da
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dang bao trim nhiéu linh vuc, c6 nhitng ham khong yéu cau dbi sb, c6 nhirtng ham

yéu ciu mdt hodc nhiéu ddi sb, va cac ddi sb co thé 1a bit budc hoic tu chon.
=Rand(): ham khong co6 d6i s6

=If(A1>=5,"Dat”,”R6t”): ham 3 ddi s6

=PMT(10%,4,1000,,1): ham nhiéu d6i s6 va ddi s6 tiiy chon

Tham chiéu trong cong thirc

Cac tham chiéu str dung trong cong thirc gitip cho chung ta khoi tén cong sira chira
cac cong thire khi cac gia tri tinh toan ¢ su thay d6i. C6 3 loai tham chiéu sau:

« Tham chiéu dia chi twong dbi: Cac dong va cot tham chiéu sé thay d6i khi
chung ta sao chép hodc di doi cong thirc dén vi tri khac mot lugng twong tng
v6i s6 dong va s6 cot ma ta di doi. Vi du A5:B7, C4

« Tham chiéu dia chi tuyét doi: Cac dong va cot tham chiéu khong thay d6i khi
ta di doi hay sao chép cong thirc. Vi du $A$5:$B$7, $C$4

« Tham chiéu hdn hop: Phéi hop tham chiéu dia chi tuong ddi va tuyét d6i. Vi
du A$5 nghia 14 cot A tuong dbi va dong 5 tuyét doi.

Luu y: DAau $ trude thr ty cot 1a ¢d dinh cot va trude thir ty dong la ¢ dinh dong.
Nhéan phim F4 nhiéu lan dé (tuyét di) c¢b dinh/ bo cb dinh dong hodc cot.

Vi du: Tinh thanh tién bang S6 lugng nhan Gia. P6i sang gia tri Thanh tién sang
VND. Tinh tong cac cot Thanh tién va cot VND.
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A B c D E

1 |Nguwoi mua| S6 lrong Gia | Thanh tién | Tién VND

2 |Binh 4 $2.50 oy

3 [Binh 2| §250 = N B c D -

4 |Binh 1 52501 1 | Nguwoi mual|Sé lrong Gia | Thanh tién | Tién VND

5 Sinh 3| 52501 5 TBinh 4 5250 510,00 | 160000

6 1Bl 1 51251 3 Binh 2] s250 55.00] 80000

7 Bic 4 51251 4 Binn 1 5280 5250 | 40.000

8 Birc 6 51251 ¢ Binn 3 $2.60 57.50] 120.000

9 Hoa 2] 31001 5 e 1 5125 5126  20.000

10 |Hoa 2| 51.00 7 Bl 4 5125 55.00 | 80.000

11 [Hoa 3] 3100 "5 Bic 6] 5128 57.50| 120.000

12 |Thanh 1| $1.25 9 [Hoa 2] s1.00 52.00 |  32.000

13 [Thanh 2| $125| 40 Hoa 2] sti00 5200 32.000

14 Thanh 2] $125| 44 Hoa 3 5100 53.00 | 48.000

15 Tong 12 [Thanh 1 5125 §1.25 |  20.000

16 13 [Thanh 2] 5128 5250 |  40.000
14 [Thanh 2] 5128 5250  40.000
15 Tong $52.00 | 832,000

16
17

Ty gia 16.000

Minh hoa dia chi tuong ddi va tuyét dbi

B1. Tai 6 D2 nhap vao =B2*C2 va Enter. Sau d6 quét chon ca viing D2:D14 va go
<Ctrl+D>. Vo cac 6 D3, D4... D14 ta thay cong thirc cac dong ty dong dugc thay
d6i twong tmg v&i khoang cach so voi 6 D2. Truong hop nay chung ta dung dia chi
tuong dbi ciia B2*C2 1a vi chiing ta mudn khi sao chép cong thirc xuéng phia dudi
thi dia chi cic 6 tinh toan s& tu dong thay doi theo.

B2. Tai 6 E2 nhap vao =D2*B$17 va Enter, sau d6 chép cong thic xudng cac 6
E3:E14. Chung ta can cb dinh dong 17 trong dia chi ty gia B17 vi ta mudn khi sao

cong thirc xudng thi cac cong thirc sao chép van tham chiéu dén 6 B17 dé tinh toén.

D15=5UM(D2:D14)

G

D2=B2*C2
D3=B3*C3
D4=B4*C4
D5=B5*Ch
D6=B6*C6
D7=B7*C7
Da=B8*C8
D9=B9*C9
D10=B10*C10
D11=B11*C11
D12=B12*C12
D13=B13*C13
D14=B14*C14

E2=D2*B517

B3. Tai 6 D15 nhap vao =Sum(D2:D14) va chep sang 6 E15.

Luu y:

o Tham chiéu dén dia chi & worksheet khac nhung cing workbook thi ¢ dang

o Tén _sheet!Dia chi 6. Vidu:

=A2*Sheet2! A2

=A2*"Thong so’!B4

Khi tén sheet c6 chira khodng trdng thi dé trong cdp nhdy don

€

o Tham chiéu dén dia chi trong workbook khac thi c6 dang

[Tén_Workbook]Tén_sheet!Dia _chi é.

Vi du:
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=A2*[Bai2.xlsx]Sheet3!A4

=A2*’[Bai tap 2.xIsx]Sheet3’!A4

Khi tén Sheet hay Workbook c6 chira khodn trdng dé trong cdp nhdy don

[

=A2*’C:\Tai lieu\[Bai tap 2.xlsx]Sheet3’!A4

Khi tham chiéu dén workbook khdc ma workbook nay khéng mo

=A2*’\\DataServer\Excel\[Bai tap 2.xlsx]Sheet3’! A4

Khi tham chiéu dén tai nguyén chia sé trén may chii trong mang

Cac 16i thong dung (Formulas errors)

C4c 16i thong dung

Loi Gidi thich

#DIV/0! Trong cong thirc c6 chtra phép chia cho 0 (zero) hoic chia 6 rong

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

#N/A Cong thirc tham chiéu dén 6 ma c6 dung ham NA dé kiém tra su
tdn tai ctia dir liéu hodc ham khong co két qua

#NULL! Ham str dung dir li¢u giao nhau cua 2 vung ma 2 vung nay khong
c¢6 phan chung nén phan giao rong

#NUM! Van dé doi véi gia tri, vi du nhu ding nham sé 4m trong khi dung
phai 12 s6 duong

#REF! Tham chicu bi 16i, thuong 1a do 6 tham chiéu trong ham bi x6a

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

2. Cac ham co ban thwong dung:

2.1 Ham xir ly dir liéu dang so:

CAC HAM TOAN HOQC VA LUQNG GIAC

1.Ham ABS(Number)

Trong d6:  Number 12 mot s6 ma ta mudn 13y gia tri tuyét d6i cua né.

Cong dung : Tra vé gia tri tuyét doi cua mot sO

Vidu:

ABS(2) bang 2
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ABS(-2) bang 2

Néu A1 chua sé -20 thi ABS(A1) bing 20

2.Ham COS(Number)
Trong d6:  Number 1a goc theo Radian ma ta mudn iy Cosin ctia nd. Néu

goc 1a do thi ta nhan né véi P1()/180 dé chuyén no6 sang Radian.
Cong dung : Tra vé Cosin cua goc di cho.
Vidu:
COS(1.047) Bang 0.500171

COS(60*PI1()/180) Bang 0.5 (Cosin cua goc 60°).

3.Ham COUNTIF(Range, Criteria)
Trong d6 : Range La ving cell ma ta mudn dém. Criteria La tiéu chuan dé

duoc dém.
Tiéu chuan duoc cho dudi dang vin ban c6 dang Todn tir so sanh_Gid tri so
sanh. (Khéng can ghi toan tir =).
Vi du “>=10", “L1A”, A20 (Bang gia tri 6 A20), 10 (Bang 10), “G*” (So sanh
bang voi chudi c6 ky tu du tién 12 G)
Cong dung : Pém sb cell trong mot ving thoa diéu kién da cho.
Vidu:
Gia stir A1:AS chtra cac gia tri 10, 60, 20, 65, 40

COUNTIF(A1:A5,”>30") bing 3

4. Ham EXP(Number)

Trong d6 : Number 1a sé mil dugc gan cho co sd e

Cong dung : Tra vé lily thira ctia e (e 1a co s6 ctia logarit tw nhién)

Luuy: Pé tinh toan lily thira ctia cac co s6 khac, dung toan tir lity thira
™

EXP la phép tinh nguoc cia LN

Vidu: EXP(LN(3)) Bang 3
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5.Ham INT(Number)
Trong d6 : Number 14 sé thuc ma ta mudn lay phan nguyén cta no
Cong dung : Tra vé phan nguyén cia mot s6 thyc
Vidu INT(6.7) Bing6
INT(-6.7) Bing -7

6.Ham LN(Number)
Trong do : Number 14 gia tri thyc duong ma ta muén iy Logarit ty nhién
Cong dung : Tra vé Logarit ty nhién cua mot )
Vidu
LN(EXP(3)) Bang 3
7.Ham LOG(Number,Base)
Trong dé :
Number 1a gia tri thuc dwong ma ta mudn lay Logarit

Base  La co s ciia Logarit. Néu khong ghi Base, gia tri mic nhién 1a
bang 10

Coéng dung : Tra vé Logarit ctia mdt s6 theo co s ta chi dinh
Vidu LOG(10) Biang 1
LOG(8,2) Bang3

8.LOG10(Number)
Trong do : Number 1a gié tri thyc duong ma ta muén lay Logarit co s6 10
Cong dung : Tra vé Logarit co s6 10 ctiia mot s6
Vidu LOG(10"5) Bing 5

9.Ham MOD(Number, Divisor)
Trong do : Number 14 s bi chia ma ta mudn tim sé du. Divisor 1a s6 chia

Cong dung : Tra vé phan du cta phép chia nguyén. Két qua c6 cung dau nhu
sO chia

Vidu MOD(-3,2) Bing 1
MOD(3,-2) Bang -1

10.Ham PI()
Cong dung : Tra vé gia tri hang s6 Pi chinh xac dén 15 chif s6
Vidu SIN(PI()/2) Bang 1
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11.Ham PRODUCT (Numberl, Number2, ...)
Trong do : Numberl, Number2, ... 1a 1 dén 30 d6i s ma ta mudn nhan
Coéng dung : Nhan tat ca cac ddi sé dugc cho va tra vé gia tri tich
Vidu Gia sircell A1:A3 c6 chira gia tri $61,2,3
PRODUCT(A1:A3) Bing 6
PRODUCT(A1:A3,2) Bang 12

12.Ham ROUND(Number, Num digits)
Cong dung : Lam tron mot s6 theo sd con s6 dugce chi dinh

Trong d6 :Number 1a s6 thuc ma ta muén lam tron. Num digits 1a sé ky s6 ma
ta muon lam tron

Néu Num digits >0 thi Number s& duoc 1am tron t&i vi tri thap phan dugc chi
dinh.

Néu Num digits =0 hozc bo qua thi Number s& dugc lam tron t6i sé nguyén
gan nhat.

Néu Num digits <0 thi Number s& dugc 1am tron ti bén trai ddu cham thap
phan.

Vidu ROUND(4.56,1) Bang 4.6
ROUND(34.56,-1) Bing 30

13.Ham SIN(Number)
Cong dung : Tra vé Sin ctia goc di cho.
Vidu: SIN(PI()/2 Bang 1
SIN(30*PI1()/180) Bing 0.5 (Sin cta goc 30°).
14.Ham SQRT(Number)
Cong dung : Tra vé can bac hai ciia mot sb khong am.
Vidu: SQRT(16) Bing 4
15.Ham SUM(Numberl, Number2, ...)
Cong dung : Tra vé tong tat ca cac gia tri s6 trong danh sach cac dbi so.
Vidu Giasircell A1:A3 c6 chira gia tri s6 2, 3,4
SUM(A1:A3) Bang 9
SUM(A1:A3,2) Bang 11
16.Ham SUMIF(Range, Criteria, Sum Range)
Cong dung : Cong cac cell trong mdt ving thoa diéu kién di cho.
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Trong do :

] Range la vang cell dugc kiém tra qua tiéu chuan Criteria.

(] Criteria 1a tiéu chuan ban hanh dé x4c dinh gia tri duoc tinh téng. Tiéu chuin
dugc cho dudi dang véan ban c6 dang Todn i so sanh_Gid tri so sanh. (Khong
can ghi toan tr =). Vi dy “>=10", “L1A”, A20 (Bang gia tri 6 A20), 10 (Bang
10), “G*” (So sanh bang v&i chudi c6 ky tu dau tién 1a G).

] Sum Range 1a cac cell c6 thé duoc cong, cac cell trong Sum Range dugc cong
chi khi cell twong tmg v6i né trong Range thoa man Criteria. Néu Sum Range
duoc bd qua, ta hiéu Sum Range trung vdi Range (Tuc 1a cac cell trong Range
duoc cong)

Luuy: Range va Sum Range nén c6 sé hang va sé cot bang nhau
Vidu:

A B cC b
1 |L1A [G103A 10 (30 SUMIF(C1:C5,”>30”,D1:D5)  bing
150
2 |L2B |GO12B |60 50 SUMIF(C1:C5,7>30”) bing 165
3 |L3A [T213A 20 [20 SUMIF(A1:A5,A2,D1:D5) béng 90
4 |L2B |G112B 65 {40 SUMIF(B1:BS5,”T*”,D1:D5)bang 80
5 [L1A [TOO1B 40 |60

17.Ham TAN(Number)
Cong dung : Tra vé TANG cuia goc da cho.
Vi du : TAN(45*P1()/180) Bang 1 (TANG ctia goc 45°).

18.Ham TRUNC(Number, Num digits)

Trong d6 : Number 14 sé thye ma ta mudn cat. Num digitsLa sé chi dinh do
chinh x4c cua phép cat. Gia tri mac nhién 1a 0.

Cong dung : Cit bo phan thap phan ctia mot sb dé tao thanh mot sé nguyén.

Luu y : TRUNC va INT cung tra vé mot gia tri nguyen, nhung TRUNC b0 di
phan thap phan, con INT tra vé sb nguyén nho hon va gan né nhat.

Vidu TRUNC(-4.6) Bang -4
INT(-4.6) Bang -5
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2.2 Ham xir ly dir liéu dang chubdi:
1.Ham LEN(Text)
Trong d6 :Text 1a mot chudi
Cong dung : Tra vé chiéu dai cua mot chudi.
Vidu: LEN(“Tin Hoc”) Bang 7
2.Ham LEFT(Text, Num Chars)
Cong dung : Tra vé cac ky tu dau tién cia mot chudi

Trong d6 : Text 1 chudi ma ta mudn trich ra mot phan ctia n6. Num Chars chi
ra sO ky tu duge LEFT tra vé&. Num Chars phai 16n hon hay bang 0. Néu Num
Chars 16n hon sb ky tu c6 trong Text, LEFT tra vé toan bo chudi. Néu khong ghi
Num Chars, N6 c6 gié tri mic nhién bang 1

Vidu LEFT(“Tin Hoc”,3) Bang “Tin”
Néu cell Al chta gia tri “G102A” thi LEFT(A1) béng “G”
3.Ham LOWER(Text)
Cong dung : Chuyén tat ca cac chit hoa trong chudi thanh chir thuong.
Vidu LOWER(“Tin Hoc”) Bang “tin hoc”
4.Ham MID(Text, Start Num, Num Chars)

Trong do : Text 1a chudi ma ta mudn trich ra mot phan cua né. Start Num 1
vi tri ky tu trong Text. Num Chars chi ra so ky tu dugc MID tra vé ké tir vi tri Start
Num

Cong dung : Tra vé mot so chi dinh cac ky tu tir mot chuoi, bat dau tai vi tri
mong muon.

Vidu MID(“G102A”2,1)  Bing“1”
5.Ham PROPER(Text)

Cong dung : Chuyén sang chir hoa chir cai dau tién cta céc tir co trong chudi
va cac chir di ngay sau mot ky tu khong phai 1a chir cai. Cac chit cai con lai chuyén
sang chit thuong.

Vidu PROPER(“TIN HOC”) Bang “Tin Hoc”
6.Ham RIGHT (Text, Num Chars)

Trongdo: Textla chudi ma ta mudn trich ra mot phan cua n6. Num Chars chi
ra 80 ky tu dugc RIGHT tra vé. Num Chars phai lon hon hay bang 0. Néu Num
Chars 16n hon s0 ky tu c6 trong Text, LEFT tra vé toan by chudi. Néu khong ghi
Num Chars, N6 c¢6 gia tri mac nhién bang 1

Cong dung : Tra vé cac ky tu cudi ciing ctia mot chudi.
Vidu RIGHT(“Tin Hoc”,3)  Bing “Hoc”
Néu cell Al chira gia tri “G102A” thi RIGHT(A1) bang “A”
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7.Ham TEXT(Value, Format Text)

Trong do : Value la mét gia tri s6, mot cong thuc tra vé gia tri $0, hay mot tham
chiu t&d1 mét cell chtra dung mot gia tri s6. Format Text La mot dinh dang s6 xac
dinh bo1 ma khuon dinh dang.

Cong dung : Chuyén mot gia tri thanh chudi theo khudn dang s6 duoc chi dinh.
Vidu TEXT(2.715,“$0.00”) Bang “$2.72”
TEXT(*“15/4/2002”, “mmmm dd.yyyy”) Bang “April 15.2002”
8.Ham TRIM(Text)
Cong dung : Tra vé mot chudi da duoc loai b tat ca cac khoang tr:fmg thira
Vidu TRIM(“ MicroSoft Excel ) Bang “MicroSoft Excel”
9.Ham UPPER(Text)
Cong dung : Chuyén tit ca cac chir thuong trong chudi thanh chit hoa.
Vidu UPPER(“Tin Hoc”) Bang “TIN HOC”
10.Ham VALUE(Text)
Trong do : Text 1a chudi dit & mot khudn dang bat ky cta s6, ngdy, hay gio.
Cong dung : Chuyén chudi cac ky sd thanh gia tri sb.

Luu y : Trong nhiéu trudng hop st dung cong thirc, Excel c6 kha nang tu dong
chuyén chudi thanh so6 khi can thiét.

Vidu VALUE(“$1000”) Bang 1000
VALUE(“12/31/2001”) Bang 37256
2.3 Ham xir ly dir liéu dang ngay thang:
1.Ham DATE(Year, Month, Day)
Cong dung : Tra vé gié tri ciia thoi gian theo ndm, thang va ngay chi dinh
Trong dé :
Year 1a con sb chi ndm c6 gia tri tir 1900 dén 9999

Month 1a con sb chi thang ctia ndm c6 gi tri tir 1 dén 12. Néu Month>12 thi phan
du s& dugc chuyén sang nam ké ti€p

Day 14 con sb chi ngay cua thang co gia tri tu 1 dén 31. N?::u Day 16n hon s6 ngay
c6 trong thang thi phan du s€é dugc chuyén sang thang ke tiép

Vidu: DATE(2001,12,31) Bang 12/31/2001
DATE(2001,12,33) Bang 01/02/2002
2. Ham DATEVALUE(Date Text)
Trong d6 : Tra vé s6 thir ty ctia ngay khi biét gia tri ngay ¢ dang chudi
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Trong d6 : Date Text 1a chudi tra vé mot ngay trong khuon dang ngay. Néu
phan nam cua Date Text khong c6, ham sé dung nam hién tai cua dong ho hé thong.
Céc thong tin vé gio, phut trong Date Text bi bo qua.

Vidu: DATEVALUE(“12/31/2001”) Bang 37256
3.Ham NOW()

Cong dung : Tra vé gid tri ngay va gio hién hanh cta dong ho hé théng
4.Ham TODAY()

Cong dung : Tra vé gia tri ngay hién hanh cta dong hd hé théng
5.Ham DAY (Serial_Number)

Trong do : Serial_Number la ma ngdy dugc dung bsi MS Excel.
Serial_Number c6 thé 13 dang chudi, dang ham tra vé gia tri thoi gian hay dang s6
thir tu chi gia tr1 thoi gian

Cong dung : Tra vé sb thtr tu ctia ngay trong thang. Gia tri duoc tra vé 13 mot
s0 nguyén trong khoang tir 1 dén 31.

Vidu: DAY(Today()) Bang sé thir tu ciia ngay hién hanh
DAY (“4/30/2002”") Bang 30
DAY (37256) Bang 31
6.Ham MONTH(Serial_Number)

Coéng dung : Tra vé sb tht tu ciia thang trong nam. Gia tri duogc tra vé 12 mot s
nguyén trong khoang tir 1 dén 12.

Vi du : MONTH(Today()) Bang sd thtr ty cta thang hién hanh
MONTH(*4/30/2002”)  Bang 4
MONTH(37256) Bang 12

7.Ham YEAR(Serial_Number)

Cong dung : Tra vé gia tri nam. Gid tri duoc tra vé 1a mot sd nguyén trong
khoéang ttr 1900 dén 9999.

Vidu: YEAR(Today()) Bang gid tri nim hién hanh
YEAR (“4/30/2002”)  Bang 2002
YEAR (37256)  Bang 2001
8.Ham WEEKDAY (Serial_Number, Return_Type)

Cong dung : Tra vé gi tri ngay trong tuan. Ngay dugc cho nhu 1a mét sd nguyén
trong khoang tur 1 dén 7.

Trong d6 : Return_Type La mot s6 dinh kiéu gia tri tra vé

Néu Return_Type =1 (hogc khong ghi), ham tra vé tir s6 1 (Chu nhat) dén s6 7
(Thir bay)
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Néu Return_Type =2 ham tra vé tir s6 1 (Thir hai) dén s6 7 (Cha nhat)
Néu Return_Type =3  ham tra vé tir s6 0 (Thir hai) dén s6 6 (Chu nhat)
Vidu : WEEKDAY(Today()) Bing s thtr tu chi ngdy trong tun hién hanh.
WEEKDAY (“4/30/2002”) Bang 3 (Tht ba)
2.4 Ham thong ké va théng ké c6 diéu kién
2.3.CAC HAM THONG KF
1.Ham AVERAGE(Numberl, Number2,...)
Cong dung : Tra vé gi tri trung binh s6 hoc cta cac doi sd.

Trong do : Numberl, Number?2, ...La 1 dén 30 dbi sb co gia tri s6 ma ta mudn
tinh gid tri trung binh

Vidu : Gia st A1:A5 chtra dung cac s6 1, 2, 3, 4, 5. Khi d6
AVERAGE(A1:A5) Bang 3
AVERAGE(A1:A5,9) Bing4
2.Ham COUNT (Valuel, Value?2, ...)
Cong dung : Bém c¢6 bao nhiéu gia trj s6 co trong danh sach cac dbi s6

Trong d6 : Valuel,Value2, ... La 1 dén 30 d6i sbHam COUNTA(Valuel,
Value2, ...)

Cong dung : Pém §6 lugng gia tri ¢ trong danh sach cac dbi s6. Ta thuong
dung Ham COUNTA d¢é biét so lugng cell c6 dir liéu trong mdt vung cac cell.

3.Ham MAX(Numberl, Number2,...)
Cong dung : Tra vé gia tri 10n nhat trong mot danh sach cac dbi sd.
Vidu: Giasir A1:AS5 chira dung cac s64,2,1,3,5. Khido
MAX (A1:A5)  Bang 5
MAX(A1:A5,9) Bing9
4,Ham MIN(Numberl, Number2,...)
Cong dung : Tra vé gia tri nho nhét trong mot danh sach cac dbi sd.
Vi du : Gia str A1:A5 chita dung cac sb 4, 2, 1, 3, 5. Khi d6
MIN (A1:A5) Bang |
MIN(A1:A5,9) Bing 1
5.Ham RANK(Number,Ref, Order)
Cong dung : Tra vé hang ctia mot sO trong mot danh séach cac s0.

Trong &6 : Number 13 s6 ma ta mudn tim hang cia né. Ref la mot ving chira
cac gia tri s0. Order 1a so chi dinh cach danh hang. Néu Order=0 (Hoac khong ghi)
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thi hang duoc danh theo thir tu giam dép so v6i Ref. Néu Order 1a mét gia tri khac
0 thi hang dugc danh theo thir tu tang dan so véi Ref.

Vidu: Néu céc cell Al:A5 lan luot chira cac giatri 6.5,7,6.5, 6, 5 thi
RANK(A1, Al:A5) Bang 2
RANK(A4, A1:A5) Bang 4
2.4.CAC HAM LOGIC
1.Ham AND (Logical 1, Logical 2, ...)
Trong d6 : Logicall, Logical?, ... 1a tir 1 dén 30 ddi s6 c6 gia tri logic

Cong dung : Tra vé gia tri TRUE neu tat ca cac dbi s6 cia né 1a TRUE. Tra vé
gia tri FALSE néu c6 it nhat mot ddi s6 ctia n6 1a FALSE

Vidu: AND(1+1=2, 2+2=4)  Bang TRUE
AND(1+1=2, 2+2=5)  Bang FALSE
2.Ham OR(Logicall, Logical2, ...)

Cong dung : Tra vé gid tri TRUE néu c6 it nhat mot déi sd cua nd 1a TRUE.
Tra vé gia tri FALSE néu tat ca cac doi so cia n6 1a FALSE

Vidy : OR(1+1=2, 2+2=5) Bang TRUE
OR(1+1=3, 2+2=5) Bang FALSE
3.Ham IF(Logical_Test, Value_if true, Value_if false)

Trong d6 : Logical_Test Ia biéu thirc tra vé gia tri logic. Value_if_true la gia
tri s€ tra vé khi Logical Test la True. Value if false 1a gia tri sé tra vé khi
Logical Test la False.

Luu ¥ : c4c ham IF c6 thé 1ong nhau dén 7 cip, khi d6 Value if true,
Value _if false lai la cac ham IF khac.

Vidu

A B IC D E Diém TB bang (LT+TH)/2 va néu PH 1a “F” thi DTB
duoc tang thém 1 diém
1 PH LT TH BT KQ | =1fA2="“T", (B2+C2)/2, (B2+C2)/2+1)

Néu TB>=5 thi KQ 1a “Pau” , nguoc lai 1a “Rot”
2 F W45 4.0 = If(D2>=5, "Dau”, "Rot”)

3 [T 6.5 4.5

4 F 5.0 6.0
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2.5.CAC HAM TIiM KIEM VA THAM CHIEU
1.Ham CHOOSE(Index_Num, Valuel, Value2, ...)

Trong do : Index_Num=1..29

Cong dung : Néu Index_Num = i, ham tra vé gia tri ctia d6i s6 Value i.

Vidu CHOOSE(2, “Ist”, “2st”, “3st”, “Finish”)  Bang “2st”

SUM(A1:CHOOSE(3,A10,A20,A30)) Bang SUM(A1:A30)

2.Ham HLOOKUP(Lookup_Value, Table array, Row_Index_Num,
Range_lookup)

_ Cong dung : Tim kiém mot gia tri trén hang dau tién cia Table_array va tra
ve gia tri cua cell duoc xac dinh boi ¢t twong tng vahang thir Row_index_num
trong Table_array

Trong dé :

1 Lookup_Value 1 gia tri dugc tim kiém trén hang dau tién cua Table_array

1 Table_array la bang chira dit liéu duoc tim kiém

1 NéuRange_ Iookup bang 1 (Hoac bang TRUE, Hodc khong dung), thi nhimg gia
tri trong hang dau tién cua Table _array phai sap xép theo thir ty ting dan, néu
khong ham s€ tra veé gia tri khong chinh Xac
Néu Range_lookup bang 0 (Hoac bang FALSE) thi Table_array khong can phai
dugc sap xép trudc.

Ham khong phan biét chir hoa chir thuong trong truong hop Lookup_value la gia
tri chudi

1) Row_Index_Num La s thir tw hang trong Table_array

) Range_lookup 1a gia tri xac dinh viéc tim kiém 1a chinh xac hay gan dtng.
Néu Range_lookup bang 1 (Hoic bang TRUE, Hodc khong dung) thi khi gié tri
gidng v6i Lookup_value khong duoc tim thay thi ham s& tim gia tri 1on nhat ma
nho hon Lookup_value.
Néu Range_lookup bang 0 (Hoic bang FALSE) thi ham s& tim gi4 tri giong véi
Lookup_value.

Néu khong c6 gia tri ndo duoc tim thay thi ham sé& tra vé ma 15i #N/A

Vidu

Gi4a su ta co bang tinh sau

A B [C D HLOOKUP(“B”,B1:D4.4,0) Bang 50
1 A B [C HLOOKUP(Right(“G102C”),B1:D4,2,0)
Bang 70
2 60 65 |70 HLOOKUP(60,B2:D4,3,0) Bang 40
3 50 5 |60 HLOOKUP(67,B2:D4,2) Bang 55
4 40 50 |60 HLOOKUP(80,B2:D4,3,0) Bang N/A
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2.Ham INDEX(Array, Row_Num, Column_Num)

~ Cong dung : Co hai hinh thirc cua INDEX, Tham chiég va Day. Hinh thtrc tham

chiéu ludn trd vé mot tham chi€u. Hinh thirc day ludn tra vé mot gia tri hay mét day
cac gia tri

Trong d6 :

Array la bang chura dir li€u.

Row_Num 1a sb th tu hang trong bang dit liéu.

Column_Num 1a s6 tht tu cot trong bang dit liéu.
INDEX theo hinh thiuc day:

Néu ca hai d6i s6 Row_num va Column_num dugc dung, INDEX tra vé gia tri
tai cell 1a giao diém ciia Row_num va Column_num.

Néu Array chi c6 mot hang hay mot cot thi Row_num hay Column_num tuong
ung la khong can thiét

Néu Array co nhiéu hon mot hang va nhiéu hon mot cot va chi co mot déi s 1a
Row_num hay Column_num dugc dung thi ham INDEX tra vé mot day cta toan
bo hang hay c0t tuong Ung.

INDEX theo hinh thitc tham chiéu :
S& tra vé dija chi cua cell nam tai giao diém cua Row_num va Column_num
Vidu

A B [c D
1 =INDEX(B2:D4,2,3) Bang 55
2 60 65 [70 =INDEX(B2:B4,2) Bang 45
3 45 B0 b5 =SUM(B2:INDEX(B2:D4,3,1)) Bing
135
4 30 [35 40 =SUM(INDEX(B2:D4,3,)) Béng 105

3.Ham MATCH(Lookup_Value, Lookup_array, Match_type)
Cong dung : Tra vé vi tri tuong ddi ciia mdt phan tir trong mot bang.

Trong d6 :
[ Lookup_Value 14 gi4 tri ma ta dung dé tim kiém trén Lookup_array

1 Lookup_array la mot vung thugc mot dong hodc mot cot.

] Match_type bang 0, 1, -1.
Néu Match_type bang 0, tim gia tri trén Lookup_array bang voi gia tri
Lookup_value
Néu Match_type bang 1 (hodc khong dung), tim gia tri trén Lookup_array Ia
16n nhét, nhoé hon hay bang véi gia tri Lookup_value. Lac d6 Lookup._ array
phai duoc dat theo thir tu tang dan.
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Néu Match_type bang -1, tim gia tri trén Lookup_array 1a nho nhat, 16n hon
hay bang véi gia tri Lookup_value. Luc d6 Lookup_array phai dugc dat theo
thur tu giam dan.
Vi du: Gid sur ta c6 bang tinh sau
A B [C D =MATCH(“B”,B1:D1,0) Bang 2
1 A B [C =MATCH(“B”,A1:D1,0) Bang3

4,Ham VLOOKUP(Lookup_ Value, Table_array, Col_Index_Num,
Range_lookup)

Cong dung : Tim kiém mét gié tri trén cot dau tién cua Table_array va tra vé gia tri
cua cell dugc xac dinh trén dong tuong ung va cot thir Col_index_num trong
Table_array.

Trong dé :
01 Lookup_Value 14 gié tri dugc tim kiém trén cot du tién cua Table_array

] Table_array la bang chira dit liéu duoc tim kiém

] NéuRange_ lookup bang 1 (Hoic bang TRUE, Hoac khong dung), thi nhitng gia
tri trong cot dau tién cua Table _array phai sap xép theo tht tu ting dan, néu
khong ham s tra veé gia tri khong chinh xac
Néu Range_lookup bang 0 (Hogc bang FALSE) thi Table_array khong can phai
dugc sap xép trudc.
Ham khong phan biét chir hoa chir thuong trong truong hop Lookup_value la gia
tri chudi

[ Col_Index_Num La s thu tu cot trong Table_array

1 Range_lookup 1a gia tri xac dinh viéc tim kiém 1a chinh xac hay gan dung.
Néu Range_lookup bang 1 (Hodc bang TRUE, Hoic khong dung) thi khi gia tri
gidng v6i Lookup_value khong duoc tim thay thi ham s& tim gia trj 16n nhat ma
nho hon Lookup_value.

) Néu Range_lookup bang 0 (Hoic biang FALSE) thi ham s& tim gia tri giéng voi
Lookup_value.

Néu khong c6 gia tri ndo dugc tim thay thi ham s& tra vé ma 161 #N/A

Vi du: Gia str ta ¢6 bang tinh sau

A B C D =VLOOKUP(“B”,A2:D4,3,0) Béng 45
1 0 1 2 =VLOOKUP(Right(“G102C”),A2:D4,2,0) Béng 30
2 A 20 40 |60 |=VLOOKUP(20,B1:D4,3,0) B@ing 60
3 B 25 W45 65 |=VLOOKUP(27,B1:D4,2) B@ing 45
Bai tAp va san pham thwe hanh bai 07.8
Kién thirc:

Céu 1: Ham la gi? Trinh bay cu phap chung cua ham.
CAu 2: Trinh bay ca phap va cong dung ctia mot sé ham thong dung di hoc.



Trang 160
Cau 3: Khi str dung ham IF t6i da ta c6 thé 16ng ghép bao nhiéu ham?
Bai tip ing dung:
Bai tip 07.8.1:

Thanh Iap bang tinh sau : (Xac dinh lai d rong cho cac cot du dé chira dix ligu)
Cong hoa xa hoi chi nghia viét Nam

Doc1ap - Tw do - Hanh phuc

BANG KE PHAN BO HANG HOA

T |TEN PON [DVIQDOANH  |PVITAPTHE  [TU NHAN TONG | TY
T HANG GIA SO LG TTIEN SOLG [TTIEN SOLG [TTIEN TIEN LE
1 | Ximing | 100 120 (@) 100 (b) |50 () (d) (e)
2 | Sét 50 140 100 60
3 | Phanbodn |60 160 50 30
4 | Trrsau | 120 70 40 40
5 | Son 150 30 20 10
6 |Daulwa |30 20 10 30
7 | Xang 40 40 50 50
8 | Gao 20 250 120 20
9 | Puong 30 560 60 10
10 | Sira 35 35 40 30
11 | Caphé 40 40 20 10
12 | Thubc La | 16 16 10 50
TONG TIEN ? ? ? ?
TY LE ? ? ?
YEU CAU:

1- Thanh 14p bang tinh va vao sd liéu tho (chu ¥ Font tuy v)
2. Tinh toan cac cot
- Cac cot thanh tién = s6 luong *don gia
- Cot tong tién (d) = Tong 3 ¢ot TTién (Dung ham SUM)
- Cot Ty 18 (e) = Tong tién cua timg moén hang /6 tong cong (chu y dia chi tuyét
d61)
- D4u ? : + Tinh tong tién cta timg don vi (Dung ham SUM)
, + Tinh ty 16 = Tong tién cta timg don vi/d tong cong (chu ¥ dia chi tuyét
doi)
3. Pdi céac cot thanh tién sang dang tién té (Currency), 0 s6 18
Doi cot va hang Ty 18 thanh dang sd % (Percent), 2 s6 18
4. Ké khung nhu trén va ghi lai véi tén THOS.XLSX

Bai tap 07.8.2:
Thanh 1ap bang tinh sau : (Xac dinh lai d6 rong cho cac cot du dé chira dit liéu)
BANG PIEM THI TOT NGHIEP

T |HOVATEN TOAN | VAN |NNGU PTB KQUA [XLOAI
T

1 Tr?m Duy Tri A 7.5 8 (@) (b) (c)

2 Ho6 Thi Tuyét [7.5 6.5 6.5
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3 Lé Van Mung 8.5 8.5 8.5

4 Lé Ngoc Trong 9 9 9

5 | Tran Ha Diing 4 8.5 4

6 | Tran Thanh  Thanh 6.5 6.5 6.5

7 Nguyén Vi  Truc [7.5 7.5 7.5

8 | LéChi Hung 8.5 4.5 6

9 | Poan Huan 5.5 5.5 5.5

10 | Hoang Nhi 9.5 8 3

DIEM THAP NHAT ?
DIEM CAO NHAT ?
YEU CAU:

1- Thanh 1ap bang tinh va vao sb liéu tho

2. Tnh toan

- Cot (a) = (Toan + Van + NNgir)/3
- Cot (b) = “Pau” Néu DTB >+ 5 va “Rét “ Néu PTB <5
- Cot (c)=“XS” NéuPTB <10
= “Giéi” Néu PTB >=7 va PTB=<9
= “Kha” Néu PTB < 7 vi PTB >=5
= “Kém” Néu BPTB <5
- PBinh dang lai cho c6t DPTB thanh dang Number, 2 s6 18
3. Luu bang tinh vao dia véi tén TH03.XLSX va Dong tap tin lai
4. Lay lai tap tin TH03.XLSX vao bang tnh
5. Chén Thém c6t PHAI vao sau cot TEN, nhap dir liéu cho cot nay
- Chén thém 2 dong vao dudi dong BANG PIEM ..... nhap thém vao
Nam hoc 1994 - 1995
R¥ 5
Stra lai “BANG PIEM . .” Thanh “BANG KET QUA. . . . “ ghi lai tap tin vao dia
5. Thoat khoi Excel
Cha ¥ : Cthé tao Font nhu trong bai hoic tiy ¥

Bai tap 07.8.3:

Thanh l4p bang tinh sau : (Xac dinh lai d6 rong cho cac cot du dé chua dir lidu)
Truong DPai hoc Pa Ning

KET QUA THI TUYEN

TT MA SOHO VA TEN NS NGAYSINHp1 )2 )3 )ITC IKQ KO
1 |T1A |TranDuy | Tri |(a) |12/05/80 |4 75 |8 () |(c) (e)
2 | Q4D | Ho Thi Tuyét 24/04/80 |75 |65 |65

3 | D2B |Lé Van Mirng 12/12/80 |85 |85 |85

4 | N3C | LéNgoc | Trong 30/04/79 9 9 9

5 | TID |TrinHa | Diing 15/10/80 |4 85 |4

6 | Q4D | Tran Thanh 17/12/81 65 |65 6.5

7 | D2B |Nguyén | Truc 25/09/79 |75 |75 |75

8 | N3C | LécChi Hung 14/11/80 |85 |45 |6

9 | Q4A | Poan Huan 08/09/81 |55 |55 |55

10 | TIC | Hoang Nhi 22/06/78 |95 |8 3
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YEU CAU:

1- Thanh 14p bang tinh va vao s liéu tho

@ Chuy : Binh dang cho c6t ngay sinh dang DATE

2. Tinh toan

- Cot (a) = Néu 2 ky tu dau ctia Ma s6 13

T1 thi dién vao “TP HCM” ; D2 thi dién vao “Daklak” ; N3 thi diém vao “Ninh

thuan”

Q4 thi dién vao “Pa Nang”

- Cot (b) = D1+D2+D3 Va dinh dang 12 dang NUMBER, 2 s6 1&

- Cot (c)= Néu PTC >=22 thi lay PTC, nguoc lai :
+ Néu ky tu cudi cung cia MASO 1a B thi cong thém 1.5 vao BPTC
+ Néu ky tu cudi cung cia MASO 14 C thi cong thém 1 vao DTC

- Cot (d) = Néu PKQ >= 22 thi dién vao “Pau”, nguoc lai “Hong”

3. Luu bang tinh vao dia voi tén TH04.XLSX



Bai tap 07.8.4:
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Thanh 1ap bang tinh sau : (Xac dinh lai d0 rdng cho céac cit du dé chira dix ligu)

BANG THANH TOAN TIEN TIEU THU PIEN
TT | TEN KHACH CHI SO CU | CHI SO MOI SOLUONG | SO TIEN | THUE GTGT | TTIEN
1 | Tran Duy 100 250 (a) (b) (c) (d)
2 | HO Thi Hoa 50 172
3 | Lé Van Lich 60 182
4 | Lé Ngoc Sang 120 350
5 | Trin Ha Thanh | 150 241
6 | Tran Thanh 30 172
7 | Nguyén Vin An | 40 312
8 | Lé Chi Ptc 20 125
9 | boan Huong 30 109
10 | Hoang Xuan Ha | 35 153
11 | Lé Hoai Tran 40 183
12 | TrAn Van Anh | 16 321
YEU CAU

1- Thanh lap bang tinh va vao so liéu tho (cha ¥ Font tuy ¥)

2. Tinh toan cac cot

- Cot (a) = chi s6 m&i - Chi s6 cii

- Cot (b) = s lugng * gia theo cac dinh murc sau ctia s6 luong :
+ Tiéu thy 100 Kw déu, chi tinh gia
+ Tiéu thy 100 Kw tiép theo, tinh gia
+ 86 Kw con lai, tinh gia

- Cot (c) = sb tién * 0.1

- Cot (d) = S6 tién +thué GTGT

450d
650 d
850 d

- Tinh ho thanh toan tién cao nhat va ho thanh toan tién thap nhat (Dung ham

Max, Min)

3. Cheén 1 hinh tuy y vao gitra bang tinh
4. Di chuyén cot thué GTGT vao trude cot so tién
5. Sap xép cot thanh tién theo thtr ty giam dan

6. Ké khung nhu trén va ghi lai voi tén TH06. XLSX

Bai tap 07.8.5:

Thanh 13p bang tinh sau : (Xac dinh lai d0 rdng cho céac cot du dé chira dir liéu)

sBIeP CUNG
‘?mOBENDiN??"

BANG GIA
C-cap | K-doanh
Xang 150 500
Gasolt 120 450
Dau 100 260
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BAO CAO PHAN PHOI NHIEN LIEU
Tur 1/4/00 dén 30/4/00
(s6 ngay phuc vu :25)

<

T | CHUNG| PON VI NHAN| SO XANG GASOLT DAU
T|TU LUQNG | SOLG[ TIEN [ SOLG [ TIEN [ SOLG [ TIEN
1 | X001C | Cty du lich 100

2 | GOO1K| XN van tai 150

3 | X002K | Boi bao vé 200

4 | L001C | N-may Z75 100

5 | G002C | Xuong 304 50

6 | GOO3K | Xn Dbién Lanh | 120

7 | X004C | Xn co khi 80

8 | LOO3K | Cty luong thuc | 250

9 | X004C | Cang tin 180

10/ L002C | DPdi van tai 120

YEU CAU:

1- Thanh 1ap bang tinh va vao s liéu tho (cht y Font tuy ¥)
2. Tinh toan cac cot
- Cac cot sb luong can cir vao ky tu dau tién cua sd chung tir dé phan b s6 lugng
vao cho cac cot : XANG, GOSOLT hay DAU LUA
+ Néu ky tu dau tién bén trai 1a X thi phan b6 vao cot XANG
+ Néu ky tu dau tién bén trai 13 G thi phan b6 vao c6t GOSOLT
+ Néu ky tu dau tién bén trai 1a L thi phan bd vao cot DAU LUA
- Cac cOt thanh tién = s lugng*don gia; Pon gia cin ctr vao ky tu cudi cia sb
ching tur.
+ Néu ky tu cudi 1a C thi 14y gia C-cap
+ Néu ky tu cudi 1a K thi 1ay gia K-doanh
& Huwéng din : Dung ham IF két hop v6i ham LEFT va ham RIGHT dé tinh
3. Chen 1 hinh tuy y vao gitra bang tinh
4. Ké khung nhu trén va ghi lai voi tén THO7.XLSX

Bai tap 07.8.6:

Thanh lap bang tinh sau : (Xac dinh lai d0 rong cho céac cot du dé chira dix li¢u)
CONG HOA XA HOI CHU NGHIA VIET NAM

Doc 1ap - Tu do - Hanh phic

XXX XX

BANG THANH TOAN TIEN KHACH SAN

T |LOAL |TEN |ngay |ngaydilsé |s6 |[gia |[gia |tén |ten
T PHONG dén tudn |ngay |tuin |ngay |®) |(D)
1 |L3B |Tri [0/05/00 R3/06/00 (a) [b) (c) (d) [(e) ([f
2 |L2A | Tuyét P3/07/00 [L1/08/00

3 |L1A | Muimg [12/06/00 [L9/06/00

4 |L1B | Trong 26/05/00 D7/06/00
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TRA
TRB
L1A
L2B

L1B

L3A
L2A
L1A
L3B

TRB
TRA
L3A

Diing
Thanh
Truc
Hung
Huén
Nhi
Luong
Téng
Duong
Triéu
Minh
Thirc

19/08/00
12/08/00
23/09/00
13/09/00
4/11/00
4/11/00
4/11/00
24/11/00
4/11/00
?4/11/00
24/11/00
?4/11/00
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5/08/00
2/09/00
5/10/00
7/10/00
6/12/00
6/12/00
6/12/00
6/12/00
6/12/00
6/12/00
6/12/00
6/12/00

Cong thanh tién ? (7

BANG GIA KHACH SAN
LPHON| Gia |Gia
G tudn | ngay
TRA 50 10
TRB 45 8

L1A 60 12
L1B 50 10
L2A 55 11
L2B 50 10
L3A 40 7
L3B 30 5

BANG THONG KE

SO SO | TIEN
TUAN | NGAY | (%)

LPHONG

TRA
TRB
L1A
L1B
L2A
L2B
L3A
L3B

YEU CAU:

1- Thanh 1ap bang tinh va vao s liéu thé (cht y Font tuy ¥)

2. Tinh toan cac cot

- Cot (a) : Tinh s6 tuan luu lai khach san (Dung ham INT)

- Cot (b) : Tinh sb ngay 18 luu lai khach san (Dung ham MOD)

- Pon gia ngay va don gia tudn cin ¢t vao loai phong va bang gia khach san (Dung
ham VLOOKUP)

- Cot (e) = s6 tién tinh theo tuan (s6 tuan *don gia tudn)+ S tién tinh theo ngay
(S6 ngay * don gia ngay) . Nhung sd tién tinh theo ngdy vuot qua don gia 1 tuan
thi 1y don gia tuan. (Dung ham MIN va MAX)

- Cot (d) = cot (e) *¥14680 ‘

- Tinh Tong thanh tién cho cot TIEN ($) va tién (D)

3. Tinh toan bang thong ké bang 2 cach : data Table va data consolidate

4. K¢ khung, trinh bay theo mau va ghi lai véi tén TH06.XLSX

Bai tap 07.8.7:

Thanh lap bang tinh sau : (Xac dinh lai d0 rdng cho céac cdt du dé chira dix li¢u)

™ SACH GIAO KHOA XUAT
o ¢ —

YN

<A
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TRONG THANG 03/2011

BANG GIAM GIA
TI LE giAm (%)

TREN PON GIA
15%
12%
10%
5%
MA | NGAY KHOI | loai SO PON  GIA| GIAM [T TIEN
TT | SGK LOP | sach LUQNG | BAN
1 |L12 |10/05/00 | (@) [(b) |125 [4.000,00 |(c) |(d)
3 | V12 [12/06/00 80 4.500,00
4 | TO9 |26/05/00 150  3.200,50
5 | HO09 |19/08/00 175  B.750,20
6 | H12 |12/08/00 240  5.200,00
7 | H11 |23/09/00 120  4.700,00
8 |T10 |13/09/00 150  5.123,00
9 |T12 |24/11/00 140  2.980,00
10 | H10 |24/11/00 90 3.400,00
11 |LO9 |24/11/00 150  4.300,00
12 |L11 | 24/11/00 150  3.125,00
13 | V11 |24/11/00 75 3.900,00
14 | V09 |24/11/00 130  4.720,00
15 | L10 | 24/11/00 75 5.500,00
16 | V10 |24/11/00 160  3.750,00
YEU CAU:

1- Thanh 14p bang tinh va vao sd liéu tho (chu ¥ Font tuy v)
2. Tinh toan cac cot
- Cot (a) : Dua vao 2 ky tu cudi cing cua cot MA SGK dé 1ay khéi 16p Vi du :
V10 Tuc 16p 10
(Dung ham IF va ham RIGHT)
- Cot (b) : Dwa vao ky tu dau tién cua cot Ma SGK dé ban hanh cong thirc :
Néu 14 L thi sach Ly ; Néu 1a T thi sach Toan ; Néu 1a V thi sach Vat Iy ; Néu
14 H thi sach Hoa
- Cot (c) :( chira mirc giam cua tung loai sach) tinh :
GIAM = DON GIA BAN* TI LE GIAM (%) (cho timg khéi 16p)
Vi ti 18 giam (%) duoc ra ciu trén bang mau (dung ham vlookup)
- Cot (d) =sd luong * (don gia ban - giam)
3. Ké khung, trinh bay theo miu va ghi lai véi tén THO7.XLSX

Bai tap 07.8.8:
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Thanh 13p bang tinh sau : (Xac dinh lai d0 rdng cho céac cot du dé chira dix liéu)

|BANG TINH PIEM HQC SINH |

TT [MA SO |HOQ VA TEN TEN TRUONG| MON THI | DIEM THI | XEP LOA]
1 |AO01T |Tran Duy Tri (a) (b) 8 (c)
2 |A01V | HO Thi Tuyét 5
3 |BO1T |LéVan Mung 9
4 | C02S Lé Ngoc Trong 55
5 |B02T |TranHa Diing 9
6 |CO01V |Tran Thanh | Thanh 75
7 | B02S Nguyén Van | Truc 8.5
8 |A03T |[L&Chi Hung 9.5
9 |D03S |Poan Huan 6.5
10 | H10 Hoang Xuan | Nhi 9
11 |A02T | Tran Biru 7
12 |BO3T | L& Hoa Hai 6
13 |BO1T | Tran Binh Chuong 9.5
14 |B03S |Lé& Phudc Hoa 45
15 | C02V |Nguyénvin |Hau 3.5
16 | CO3T |Tranky Ha 8.5
BANG TRA TEN TRUONG BANG TRA TEN MON THI
M& | tén truong
A Vo trudng toan Ma S T Vv
B Dinh tién hoang Mon thi Sinh ngilr Toan Vian
C Hoa Binh
D Nguyén Du
YEU CAU:

1- Thanh 1ap bang tinh va vao s liéu thé (chi y Font tuy ¥)

2. Tinh toan cac cot

- Cot (a) : Tén trudng can ct vao 1 Mi bén trai ciia M3 sd va Bang tra tén truong
(Dung ham VLOOKUP)

- Cot (b) : Tén Mén thi cin ¢t vao 1 ma bén phai cia M3 s va bang tra tén mon thi
(Dung ham HLOOKUP)

- Cot (c) : Tir diém thi, Hiy ban hanh cong thic cho cot xép loai

3.Sap xép bang tinh trén dua vao cot diém thi

4. Tir bang tinh trén trich ghi ra 1 bang riéng gém nhiing hoc sinh thudc truong v
truong toan

5. Tir bang tinh trén trich ra 1 bang riéng gdm 5 hoc sinh xép hang cao nhit

6. Tao bang thong ké sau :

Théng ké s6 hoc sinh di thi theo trudng va mon thi

Mon thi|Sinh ngir | Todn | Vian
Truong
Dinh tién hoang
V0 Truong Toan
Hoa Binh
Nguyén Du
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7. Ban hay thu ndi cot Ho va cot tén thanh 1 cot léy tén HO VA TEN (dung toan tir

8. Ghi vao dia voi tén THO8.XLSX

CHI DAN POI VOI HQC SINH THU'C HIEN BAI TAP UNG DUNG
Panh gia két qua hoc tap

Cach thirc va | Piém | Két qua thuc
TT | Ti€u chi danh gia phwong phap | toi hién cua
danh gia da nguoi hoc
| Kién thire
1 Khéi dong MS Excel 1
2 Céc thao tac co ban d6i voi bang 1
tinh
3 Céc thao tac di chuyén trong bang 2
tinh
Van dép, doi
4 Céac loai dia chi trong Excel chiéu vo1 no1 |1
dung bai hoc
5 Céc kiéu dit liéu trong MS Excel 1
6 Cac loai toan tir va do wu tién cua 2
no trong Excel
7 Dinh dang céc dit li¢u trong Excel 2
Cong: 10d
Il |K¥ niang
1 Khot dong va thoat khoi MS 1
Excel Kiém tra san pham
2 Lénh co ban doi véi bang tinh | sau budi thuc hanh 9
3 Thao tac thanh thao trong MS 2
Excel
4 Nhéap dung dir 1i€u theo yéu cau 2
5 Ban hanh cong thirc ding theo 3
yéu cau BT trong Excel
Cong: 10d
11l | Thai do |
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1 Tac phong cong nghiép Theo doi viée thuc | 4
1.1 |Pi hoc ddy d, ding gid hién, 461 chiéu véi | 4 g
no1 quy cua truong.
1.2 | Khong vi pham ndi quy 16p hoc 1.5
1.3 |Tinh cén than, ti mi Quan sat viéc thuc
hién bai tap 1
2 bam bao thoi gian thuc hi¢n bai | Theo doi thoi gian
tap thp:c hi@n bai tap,
d6i chiéu voi thoi | 2
gian quy dinh.
3 bam bdo an toan lao dong va vé¢ 4
h c5 hie
ST CONE RSP - Theo doi viéc thuc
3.1 |Tuén thu quy dinh vé an toan | hign, ddi chiéu véi [ 1.9
3.2 |Pdy dit bao ho lao dong( quén | quy dinh véantoan |
ao thuc hanh, thé hoc sinh, va v€ sinh cong |~
. ‘ . .| nghiép
3.3 | V¢ sinh phong thuc hanh ding 1
quy dinh
Cong: 10d
KET QUA HQC TAP
=  as ., Két qua | . « Két quia
Tieu chi danh gia thwe hién Heé so hoc tap
Kién thirc 0.3
Ky nang 0.4
Thai do 0.3
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BAI 9: PO THI VA IN AN

Gio6i thiéu: Bang tinh sé& thé hién so liéu mot cach 16 rang hon khi ta thé hién bang
d6 thi.

Muc tiéu cua bai:

- Thuc hién dugc do thi dua trén so liéu di tinh toan trong bang tinh;

- Chon lya cac ché d6 va hiéu chinh trudce khi in 4n;

- Thuc hién cdc thao tdc an toan voi may tinh.

1 Giéi thiéu dd thi

Do thi gitip trinh bay céc sb lidu kho khan bang viéc v& thanh cac hinh anh
truc quan, dé hiéu. Do thi dugc lién két véi dit liéu clia n6 trong bang tinh, do d6 khi
thay d6i dit liéu ctia n6 trong bang tinh thi 1ap tirc dd thi s& thay d6i twong Gng theo.
Trong Excel 2010 viéc vé& db thi chura bao gior d& dang va dep nhu bay gio. Excel ¢o
rat nhiéu kiéu d6 thi khac nhau phuc vu cho nhiéu myc dich khac nhau cua rat nhiéu
loai dbi twong sir dung bang tinh, chiing ta s& cing nhau kham pha thé gisi do thi
cua Excel trong bai hoc nay. Do thi 1a mot dbi tuong (object) cua Excel, ddi tuong
nay chira cac dit liéu va biéu dién thanh hinh anh v6i mau sic va kiéu dang rat phong
pht. Nhin chung, Excel c6 2 loai dd thi d6 1a @6 thi nam trong WorkSheet (con goi
1a Embedded chart) va ChartSheet. Dé chuyén doi qua lai giita 2 loai d6 thi nay ta
1am nhu sau: Chon d6 thi ->Chart Tools ->Design ->Location ->Move Chart -
>chon Object in + Tén Sheet (d0 thi nam trong Worksheet) hay chon New sheet +
Nhdp tén ChartSheet vao.

| B ookl o =
A B c D E F G H J K
[ 2008 2009 ] ¥

[ 5

moom e o@W

~ @ en| e =

12
4 4 » »| Sheetl ,“Sheet2 ~Shestd 7 [ m | 0.

Chon ChartSheet hay Embedded chart
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2. Vé do thi
Phén nay trinh bay cac budc v& d6 thi tir mot bang sb liéu cho trude va mot sb tiy
chon cta dd thi. Két qua nghién ctu vé su thda mén ctia cac nhom khach hang phan
theo d6 tudi dugc cho nhu hinh bén dudi, néu chung ta dung két qua nay dé bao co
cling khong c6 van dé gi, tuy nhién bao céo sé& sinh dong va thuyét phuc hon néu

chung ta bién cac con sb nay thanh dd thi dé duoc nhin théy mot cach tryc quan hon.

A B C D E
1 | Swthoa man clua khach hang phan theo cac nhom tudi
2
4 Thang <30 30-49 50+
4 Thang 1 42% 46% 75%
5 Thang 2 39% 51% 76%
6 Thang 3 29% 38% 73%
7 Thang 4 33% 39% 75%
8 Thang5 48% 53% 70%
9 Thang 6 51% 57% 76%

-
el

Bang sb liéu nghién ctru
Hay lam theo cac budc sau dé vé do thi: B1. Chon vung dit liéu A3:D9, chon ludn
cac nhin cua cac cot. B2. Chon kiéu do thi tir Ribbon ->Insert ->Charts. Méi nhom
d6 thi bao gém nhiéu kiéu khac nhau, vi du ching ta chon nhém Column -
>Clustered Column.

= - [

i B kel B8 (G

PivotTable Table Picture Clip Shapes SmartArt
Art =

Column

Tables Hlustrations \Bﬁlumn
AF -0 £z | Thang
Al s e ) |=f | 81|
1 | Sy thda man cGa khach hang phan — rlrln :
2
3 [Thang <30 30-49 J \_@Ji
4 [Thang 1 42% 46%)] || ﬂij | | ‘ i
5 [Thang 2 39% 51% Cyfinderi-: ¥
G |Thang 3 29% 389% B80%
7 |Thang 4 33% 39% JD—I I m B B B
8 [Thang & 48% 53%]| | |- t]'
9 [Thang 6 51% 57% | cone o
1[1: 0% <30
[ H m30-40 3
12 J ll & o s0+
K Pyramid e
14 10% —
18 J f o
16 il il Thinz1 Théng2z Thdnzs Thing4 Things Thinz s
17
18 sl | Al Chart Types... T
R A .
Chon kiéu do thi

B3. Xong budc 2 1a chung ta dd c6 ngay mot dd thi dang cot nhu hinh trén, tuy nhién

chung ta c6 thé d6i cac b tri ciia cac thanh phan trén d6 thi. Chon do thi ->Chart
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Tools ->Design ->Chart Layout ->Chon cach bé tri thich hop. Vi du ta chon kiéu

Layout 3 trong Chart Layout.

I.:') 2 -6 3AE0 &k|z3) Data0s xlsx - Microscft Excel R — - = x
Hame Insert Fage Layout Formulas Data Review Wiew Develaper Deslgn Layout Foimat % -
ﬁ ® @R
A e hi THTHTANYY
)‘D mplt P\wxlmn Cata
Type Dats Chart Layouts Chart Styles
— — B Sw thoa man cua khach hang
E—E_Lj """ e phan theo cac nhom tudi

e [

T0%

. — G0%
| ﬁ 50%
0%
B 30%

e e e ||z

0%

Thang 1 Thang 2 Théng 3 Thang 4 Thang 5 Thang 6

- W«<20 H20 40 W50l

Lua chon layout

B4. Pao cac chudi sd liéu tir dong thanh cot va ngugc lai: Chart Tools ->Design -
>Data ->Switch Row/Column. Chiing ta thuc hién 1énh nay khi cac dd thi ¢ budc
trén chua hién thi ding nhu mong mudn. Vi du ching ta muén nhom céc nhom tudi

lai dé dé so sanh gitra cac thang véi nhau.

Sw thoa man cua khach hang
phan theo cac nhom tudi

WMThéngl MWThéng2 MWThing3 MThiangd4 MThing5 MWThingt

béo dong/ cot
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B5. Néu thay kiéu do thi trén khong dep, chung ta c6 thé d6i sang kiéu khac bang
cach: Chart Tools ->Design ->Type ->Change Chart Type, hop thoai Insert Chart

hién thi liét ké toan bo cac kiéu dd thi hién c6 cua Excel tha hd cho ban lua chon.

Insert Chart ! E
A

BB Templates cobmn
wree) n a8 (22 0a] o8] 89] 35
& Fie ] = - = | ] - ol
e - i) o8] 08 | B udu) Jad| JAA|

Area — - — — —
e || 1] i) 0B BA] b
@ Surface tine - - - - -
@ = | e e ] ]
;ﬁ Radar s B o o o o

(B | @val AR an! e v

[ Manage Templates... | [ setas Default chart | [ ok ][ concel

Hop thoai Insert Chart va chon kiéu do thi khac

B6. Ngoai ra, néu ban thiy tong mau ctia d6 thi chua dep thi vao chon Chart Tools

->Design ->Chart Styles ->chon More (7).

Formulas Data Review View Design | Layaut Format

bt ook [l (bl (b [k (bl (bl
THATNT I T
b hd bkl kil bkl bk kd ki
THTET AT AT T T

bk bk bk ok b [k bk b
[0 P ) Y ) Y Y

Chon Chart Style

o @ o ®
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5.3. Cac thao tac trén do thi

a. Nhan biét cac thanh phan trén dé thi

Cic thanh phan thong dung

 @chartTitle

1. Chart Title 7. Horizontal Axis

2. Chart Area 8. Data Table

3. Plot Area 9. Horizontal Axis itle
4. Data Label 10. Vertical Gridlines
5. Legend 11. Vertical Axis

6. Horizontal Gridlines 12. Vertical Axis Title
Mot s6 thanh phan chi ¢é trong db thi 3-D
o Back wall: Mau/ hinh hén phia sau d6 thi
o Side wall: Mau/ hinh nén & cac canh bén cua dd thi
o Floor: Mau/ hinh nén bén duéi d thi

o Column depth: Do sau ciia cac thanh phan biéu dién chudi so liéu dudi dang
3-D.
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b. Cac thao tac véi dd thi

Chon thanh phan trén d6 thi

o Cach dé nhat 1a ding chudt nhap 1én thanh phan

m Home Insert Pz

can chon, thanh phan dugc chon s c¢6 4 hoac 8 —
Chart Area - —
, A A
nut xuat hi¢n bao quanh. Back Wall
Chart Area

Khi d6 thi da dugc chon, ching ta c6 thé dung cadc phim | F1#°r
Horizontal (Categary] Axis

miii tén -> d€ di chuyén dén cac thanh phan trong do ||Leaend
Plot Area
thi. Side Wall
Vertical [Value] Axis
Vertical [Value] Axis Major Gridlines

o Ngoai ra, chiing ta c¢6 thé chon cac thanh phan

Walls

tai Chart Tools ->Format ->Current Selection zf"?fs TC“:*IDS'"IE"E
eries [otal »ales

Chon thanh phan trén d6 thi
Di chuyén d6 thi
- P4 thi 12 Embedded Chart, nhép trai chuot 1én dd thi vung Chart Area dé chon do
thi di chuyén, khi d6 dau con troé chudt c6 thém ky hiéu mdi tén 4 chiéu .
- Gitr trai chudt va di chuyén d6 thi dén noi khac.
Thay déi kich thwdc do thi
- 6 thi 1a Embedded Chart, hap trai chudt 1én d thi ving Chart Area dé chon dd
thi can thay doi kich thudc, khi d6 xung quanh d6 thi xuat hién 8 nit nam.
-Di chuyén chudt vao cac nit nay, giit trai chudt va kéo hudng vo tdm do thi dé thu
nho va hudng ra ngoai dé phong to.
Sao chép dd thi
- Chon db thi, dung t6 hop phim <Ctrl+C> dé chép d6 thi vao bd nhd, rdi di chuyén dén mot 6 nao
d6 trong bang tinh va nhan <Ctrl+V> dé dan d6 thi vao.
X6a do thi
- Chon db thi sau d6 nhan phim Delete dé x0a dd thi. Dé x6a Chart Sheet, trudc tién
hay chon Chart Sheet, sau do nhép phai chudt va chon Delete tir thuc don ngit canh

hién ra.
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Thém cac thanh phan ciia d6 thi
- Chon db thi ->chon Chart Tools ->Design ->Chart Layouts St dung cac nhom
1énh tao cac thanh phﬁn tuong ung trén dd thi duoc thiét ké sdn nhu tya dé, chi thich,
cac nhan, duong ludi,...
Sap xép va xéa cac thanh phan cia do thi
- Mot s6 thanh phﬁn trong dd thi ¢6 thé di chuyén duoc nhu twa dé, cha thich, nhan.
Mubn di chuyén thanh phan nao trude tién hay dung chudt chon no, sau d6 nhap va
gilr trai tai canh cua thanh phﬁn va kéo dén vi tri mai trong dd thi.
- Ngoai ra co thé vao Chart Tools ->Layout ->chon tir cac danh sach thiét ké san.

- Pé x6a thanh phan nao, ching ta chi can dung chudt chon thanh phan d6 va nhan

phim Delete.

| |
m Home Insert Page Layout Farmulas Data Review View Design | Layout | Format

e e D ) )l ) () 2T

%Farmat Selection
= Picture Shapes Text Chart Axis  Legend Data Data Axes Gridlines
qﬁ Reset to Match Style o Box Title = Titles~ = Labels* Table~ o o _|) 3-D Rotation

Current Selection Insert Labels Axes Background

Céc thanh phan trén d6 thi

c. Hiéu chinh va dinh dang do thi

Format Chart Area E|E|
Viéc hi¢u chinh va dinh dang cac thanh | = Fill
Line Colar O Mo fill
A A A . ’ 2 N . Line Style O soid fil
phan trén do thi ta ¢6 thé dung Ribbon hay | ... Ozmrn
- , Glow and Soft Edges [ ] ;gttern fill
dung cac hop thoai. Cach dé thuc hién nhat | =erm= O suomate
g ) p : : ' Picture Corrections Prasst colors: P :
1a nhip phai chu6t 1én thanh phan cAn dinh | ™= = M =
, Crop Angle: I ' SR e |
dang va chon Format ... hay nhan | s- Gradient stops | J ! ————
Properties D: - - fi]
<Ctrl+1>. Sau day la minh hoa hi¢u chinh | *™ 11 =1
) ) Brightness: | D W | | — —
4 A A * Transparency| = e
va dinh dang mdt s6 thanh phan cua do thi. - = w— -

Pinh dang Chart Area
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Hiéu chinh Chart Area

- Chung ta co thé hiéu chinh mau sic, hiéu ung, duong k&, khung, dd bong... cho
Chart Area banh cach: chon Chart Area ->nhip phai chudt ->chon Format Chart
Area...

- Ngoai ra ching ta c6 thé vao Ribbon ->Chart Tools ->Format [Jnhém Shape

Styles cé cung

cap rat nhiéu miu dinh dang dyng san rat dep.

Ghi cha:

- Fill: Nhém 1énh lién quan dén t6 nén cho thanh phan dang chon

- Border Color: Nhém 1énh lién quan dén ké khung va mau sic cia thanh phan dang
chon
- Border Styles: Cac kiéu duong két ké khung cta thanh phan dang chon.
- Shadow: Lién quan dén viéc d6 bong cho thanh phan dang chon
- 3-D Format: Tao hiéu tmg 3-D cho thanh phan dang chon.
Crata Review Wiew I Dresign Layout Format
IE‘Shap«z Fill =

Automatic ~d

Theme Colors

|| HEN || WordArt Styles

Standard Colors
H EEEEN
Mo Fill

kaore Fill Colors...

Cﬂ Picture...
D Gradient

ﬂ Texture
Pinh dang bang Ribbon
Hiéu chinh Flot Area

- Chon Plot Area ->Chart Tools ->Format ->Shape Styles ->chon kiéu dinh dang
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Mudn phéng to/ thu nhé Plot Area ->Nhap chudt trai vao cac niit bao quan Plot Area

va kéo hudng vo Plot Area dé thu nho va hudng ra ngoai Plot Area dé phong to.
Hiéu chinh tiéu dé d6 thi, cha thich, tiéu dé truc hoanh va truc tung,...

Tuy theo kiéu db thi dang xir Iy ma Excel cho phép chiing ta hiéu chinh céc loai tiéu
d¢ clia kiéu dd thj do.

- Thém tiéu dé chinh cho d6 thi: Chart Tools ->Layout ->Labels ->Chart Title ->lua

chon kiéu tir danh sach

- Thém tiéu d& cho truc hoanh (hay truc tung): Chart Tools ->Layout ->Labels -

>Axis Titles ->lya chon kiéu tir danh sach

- Thém chd thich :Chart Tools ->Layout ->Labels ->Legend ->lya chon kiéu tir

danh sach

- Thém nhan dir liéu :Chart Tools ->Layout ->Labels ->Data Labels ->lya chon

kiéu tir danh sach

Al B e D E F G H | T K L M
1 W& db thi thn suat: . - =
2 || Knoing | Tinsubt TS tienta DO THI TAN SUATVA TAN SUATTICHLUY
3 0-40 0 0% 50 — S—T 100%
4 4030 5 w0% s0%
r 40 80%
5 50-60 100 30% % 0%
r = o
6 60-70 20 70% e a0 60%
r 2 50%
7 70-80 0 0% = 201 s
g 8050 5 100% = 30%
@ 4 0%
9 90-100 0 100% 0%
10| Tong 0 Y 5% [w= [= o [ 7ase [ mow [em] U
n [E) 20 o & 0
12 0% 70% 0% | 100% 100%
13
14 = .
Chartdatarangs: | \@ Khodng
15 The data range is too complex o be diiayed. If a new range is selected, it nil replace all of
16 | | t=sencsin the Series panc,
17 e liky : - L
= Nhap phai chuét
12 Legend Entries (Series) Horizontal (Category) Axs Labels 13 1; thi va
19 Hadd \[ it [ X Zemone | EI [ FEdt <n do thi va chon

20 | |[rnsust 030 = Select Data

2 Tén sudt tich Iy 4050

50-60

Chudi s6 liéu
va chu thich

60-70
7080

Cha thich
true hoanh

Hiéu chinh chu thich cho db thi tur hop thoai Data Source

- Pé thém bang dit liéu vao Chart Tools ->Layout ->Labels ->Data Table ->lya

chon kiéu tir danh sach.
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- Ngoai ra chiing ta c¢6 thé chén cac Text Box vao do thi Chart Tools ->Layout -

>Insert ->Text Box.

Hiéu chinh dwong lwdi ngang va doc

- Muén thém hay bé dudng ludi trudc tién chling ta chon Plot Area, rdi vao Chart
Tools ->Layout ->Axes ->Gridlines ->chon kiéu phu hop tir danh sach.

- Bé hiéu chinh mau sic, kiéu ctua dudng ludi ndo thi chon né va vao Chart Tools -
>Format ->Shape Style ->chon kiéu va mau sic theo nhu cau.

Hiéu chinh cdc truc Mubn hiéu chinh théng s cho truc trén d6 thi thi chlng ta hay
chon truc —>nh§p phai chudt ->chon Format Axis... Sau day 1a giai thich cac thong

s6 trong hop thoai Format Axis.

Format Axis E]E'
e —— Axis Options
Mumber Minimu i @& Auto O Fixed
Fill Maximum: @& auto (O Fixed

Line Color Major unit: @ aute O Fixed
Line Style ;

Shadow

Glow and Soft Edges

Display units: Mone -~

3-D Format

Picture Correctons Major tick mark type: | Qutside ~
Picture Color Minar tick mark type:  |Mone -
Artistic Effects Axis labels: Mext to Axis |

Crop Horizontal axis crosses:
&) Automatic
O Axis valug:

O Maximum axis values

Size
Text Box

Alt Text

Close

Hop thoai Format Axis tuy theo gia tri cua truc ma chdng ta chon
Value Axis

Hau hét cac do thi trinh bay gia trj trén truc tung va phan nhém trén truc hoanh. Céc

ching ta nén chon thir dé biét rd hon cong dung cua cac tiy chon.
- Minimum Xéc dinh gié tri nho nhat trén truc (gia tri khoi dau)
0 Auto Dé Excel tu x4c dinh

0 Fixed Qui dinh gia tri nho nhét cho truc

- Maximum Xac dinh gia tri 16n nhat trén truc (gia tri két thic)
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0 Auto Bé Excel tu xac dinh

0 Fixed Qui dinh gia tri nhé nhét cho truc

- Major unit:Xac dinh gia tri cac khoang chia chinh trén truc.

0 Auto Dé Excel tu x4c dinh

o Fixed Qui dinh gia tri nho nhat cho truc

- Minor unit Xac dinh gia tri cac khoang chia phu trén truc.

0 Auto Dé Excel tu x4c dinh

o Fixed Qui dinh gi4 tri nho nhit cho truc

- Values in reverse order Dao thit tu sip xép céc gia trj trén truc

- Logarithmic scale Chuyén cac gia tri trén truc sang hé logarith véi co sé do ta qui

dinh tai Base (khong thé dung cho gia tri am hay bang 0)

- Display units Chon don vi hién thj trén truc.

- Show display units label on chart Cho hién thi cac nhan don vi trén do thi

- Major tick mark type Qui dinh cach hién thi ky hiéu phan cach chinh trén d6 thi.
0 None Khong st dung

o Inside Hién thi phia bén trong truc

0 Outside Hién thi phia bén ngoai truc

o Cross Hién thi cat ngang truc

- Minor tick mark type Qui dinh cach hién thi ky hiéu phan cach phu trén d6 thi.
- Axis labels Xac dinh cach hién thi cac nhdn trén truc

0 None Khong sir dung

o High Hién thi phia bén phai truc

0 Low Hién thi phia bén trai truc

0 Next to Axis Hién thi ké bén truc (theo mic dinh)
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- Horizontal axis crosses Céc lwa chon qui dinh cach ma truc tung cét truc hoanh

(Dbi véi d6 thi 3-D d6 chinh 1a tiiy chon Floor crosses at)

0 Automatic Do Excel ty xac dinh.

0 Axis value Xac dinh gia tri ma cac truc s€ giao nhau

0 Maximum axis value Hai truc s& giao nhau tai gia tri 16n nhat trén truc (tung)
Category Axis

- Interval between tick marks Xac dinh sy thé hién cac nhom theo khoang chia (c6

bao nhiéu nhém trong mot khoang chia, thuong 1a mot nhom).
- Interval between labels Xac dinh su xuét hién ctia nhin theo khoang chia
0 Automatic Excel tu xac dinh (thuong la 1)

0 Specify interval unit Xac dinh nhin s& xuat hién sau bao nhiéu khoang chia trén

truc.

- Categories in reverse order Cac nhom thé hién theo thir ty nguoc lai

- Label distance from axis Xac dinh khoang cach ctia nhan so vdi truc

- AXxis Type Xac dinh loai truc st dung nhu Automatic, Text axis hoac Date axis
- Major tick mark type Qui dinh cach hién thi ky hiéu phan cach chinh trén d6 thi.
- Minor tick mark type Qui dinh cach hién thi ky hiéu phan cach phuy trén d6 thi.
- Axis labels Xac dinh cach hién thi cac nhan trén truc

- Vertical axis crosses Céc lua chon qui dinh cach ma truc tung ct truc tung

0 Automatic Do Excel tu xac dinh.

0 At category number Xac dinh s6 nhom ma tai d6 cac truc s& giao nhau

0 At maximum category Hai truc sé giao nhau tai gia tri 16n nhét trén truc

- Position Axis Qui dinh cach hién thi ctia cic nhom va nhin trén truc (Dung cho dd

thi 2-D area, column, va line).

0 On tick marks Hi¢n ngay ky hi€u phan cach
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0 Between tick marks Hién giira cac ky hiéu phan cach

Time Scale Axis

- Minimum Xéc dinh gié tri (ngdy) nho nhét trén truc (ngay bét dau)

- Maximum Xac dinh gia tri (ngay) 16n nhét trén truc (ngay két thuc)

- Major unit Xac dinh khoang chia chinh trén truc (don vi 1a ngay, thang hay nam)
- Minor unit Xac dinh khoang chia phu trén truc (don vi la ngay, thang hay nam)
- Base Unit Xac dinh don vi tinh cho truc

- Dates in reverse order Hién thi theo tht ty nguoc lai trén truc

- AXis Type Xac dinh loai truc st dung nhu Automatic, Text axis hoac Date axis
- Major tick mark type Qui dinh cach hién thi ky hiéu phan cach chinh trén d6 thi.
- Minor tick mark type Qui dinh cach hién thi ky hiéu phan cach phu trén do thi.

- Axis labels Xéac dinh cach hién thi cac nhén trén truc

- Vertical Axis crosses Cac Iua chon qui dinh cach truc tung giao véi truc hoanh
0 Between dates Do Excel tu xac dinh

0 At date Giao nhau tai ngay do ching ta nhap vao

0 At maximum date Giao nhau tai ngay 16n nht (gan day nhat) trén truc

- Position Axis Qui dinh cach hién thi ctia cic nhom va nhin trén truc (Dung cho dd

thi 2-D area, column, va line).

0 On tick marks Hién ngay ky hiéu phan cach

0 Between tick marks Hién giira cac ky hi¢u phan cach
d. Cac thao tac véi chudi so liéu trong do thi

X6a bét mdt chudi s6 liéu khéi do thi

- Chon chudi s6 liéu trén do thi (Vi du: chon dudng cung)

- Nhén phim Delete trén ban phim dé x6t chudi khoi d6 thi
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Chart 2 - f-l =SERIES{"Supply Curva”,'Cung-Cau215CE13:3C617 "Cung-Caud158513:5B517 1)

A B C D E F G H | d K L I
11 i dy vé vé dd thi cung cdu
12 P ] o | ¢ . \ 2
13 s S 5 . PO THI CUNG CAU P(Q)
14 24 10 16 )
16 23 12 2 .5 1 A
16 22 15 7 24 TSy e -
17 21 M0 2 \ —— Denmnd Carve
8 13
19 +V&dé thi O(P) nahia la 0 1 gid tri tréd *7 ] " *\%\
20 +VEdd thiP(Q) nghia i Pli gidtritrén] 20 |  ®— | T 0
21 2 '
- ¢ 23 0 2 4 6 8§ 10 12 M 16 18 20 22
23 12 23

Minh hoa x6a chudi duong cung khoi do thi

Thém chudi méi vao do thi

- Chon d6 thi can thém chudi méi vao.

- Chart Tools ->Design ->Data ->Select Data. Hop thoai Select Data Source xuat
hién.

- Nhép nat Add, hop thoai Edit Series xuat hién

- bit tén cho chudi mai tai Series Name (béng tham chiéu hodc nhap truc tiép tén
vao tir ban phim) va chon vung chura dir liéu tai Series Values

- Ngoai ra ta c6 thé thém nhanh chudi méi vao d6 thi bang cach chép (Ctrl+C) dit

liéu ctia nd vao b nhd, sau d6 chon db thi va dan (Ctrl+V) vao do thi.

= & = o E F

1 [Jan-oa ep-03 | mMar-0a

2 [Gay 54z 546 68 Edit Series

3 |Dep 76 s65 5456

4 |on 554 ass 751 Series name:

5 [= =

5 = Mar-08

2

& Series values:

e =Dataseries|$D$2: $D54 = 468, 546, 751
[ oK ] [ cancet ]

A

b a L
Chan: ;l. S Select
: e Cax
. Data nart Layours
o~ B [ E
Jan-08 Feb-08  Mawos .

Giay b4z o045 <4
Dép 781 565 546 Chort datn

1 =
=2 & J
a rarocy”| koo 3a 031 =]
4 MNon 854 458 751
5 =
]
7 soo Lgend Entricf (Series)
8 oo [ _=fear [ <eemove [« ] = = Ear
] so0 p—— n
10 soo Feb-as
L a00 Mor-08 a
oo
12
200
13 o0
14 2 [ o ][ ems |
B Glaw D& Mon
16 -

Minh hoa thém chudi di liéu cua thang 3/2008 vao dd thi
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Thay d6i chudi s6 li¢u

Ciing v6i vi du trén nhung ta mudn chi v& cho 2 san pham Giay va Dép

- Chon d9 thi can chinh sta

- Chart Tools ->Design ->Data ->Select Data. Hop thoai Select Data Source xuat
hién.

- Chon chudi can chinh sira, nhap nat Edit, hop thoai Edit Series xuét hién

- Chon lai ving dit liéu méi tai Series Values. Lam twong tu cho cac chudi so liéu
khac.

A B C D E F G H |
1 Jan-08 Feb-08 Mar-0& =
2 Giay ! 542 E 546 468 Edit Sarjes
3 Dép | 781 ] 565 546 Series nome:
4 Mén F54 456 751 | ~Dataseriest B4 1 e
5 Series values:
5 | —mitesericst sage: 504 - 542, 781
500
5 [ o [ coeel |
700
8
3 600
son 17
10 - W Jan-08
11 $001 - W Feb-02 E
200 -
12 - Mior-08
200 A
13 ’ -
100
14 y -
o ¥ T T f
15 - . .
Gioy Dep MNan

16

Minh hoa thay d6i chudi sb liéu

Ngoai ra chiing ta ¢ thé sir dung ham Series cho do thi. Ct phap nhu sau: =
Series(series_name, category_labels, values, order, sizes) Trong do:

- Series_name: (tuy chon) tham chiéu dén 6 chura tén chudi, ching ta c6 thé nhap
van ban truc tiép vao nhé dat trong cap nhay kép.

- Category_labels: (tiy chon) tham chiéu dén vung chira cac nhin cho cac nhom sb
liéu trén truc, néu bo tréng Excel tu ddnh s6 cac nhom bat dau 1a s6 1. Co thé nhap

tryc tiép cac nhan vao Tab cach nhau bang dau phay va dit trong cip ngodc moc {}.

- Values: (bat budc) tham chiéu dén vung chtra so liéu cta cac chuoi can veE.
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- Order: (bat budc) La sé nguyén qui dinh thtr ty v& ctia cac chudi (néu do thi c6

nhiéu hon 1 chudi)

- Sizes: (chi dung cho d6 thi bong bong — Bubble chart) Tham chiéu dén vung chia

dir liéu vé kich thudc ctia bong bong trong dd thi kiéu Bubble (st dung trong phan

tich tai chinh). Cac gia tri ¢6 thé nhap truc tiép Tab cach nhau bang diu phay va dat

trong cdp ngodc moc {}.

| Chart 2 i K jf'r| =SERIES(DataSeriesliDE1,, DataSeries!5052:5054,3)
A B C D E F G H
1 Jan-08 Feb-08 [ Mar-08]
2 | Giay 42 546 468
3 |Dép 781 565 546
4 |Ndn 604 456 751
b
6
B00 g
7
700
¢ 500 1
9 - 3
10 200 17 B Jan-08
1 i 0T u Feb-08
nn +7

Minh hoa ham Series ctia chudi s6 liéu thang 3/2008

Format Trendline

[ Trendline Options
Line Color
Line Style
Shadow
Glow and Soft Edges
Picture Corrections
Picture Color
Artistic Effects
Crop
Size

Alt Text

|

Trendline Options
Trend/Regression Type

A 2 Exponential
A & Linear

J 2 Logarithmic
J 2 polynomial
J O Power

A 2 Moving Average

Trendline Mame

& Automatic :
) Custom:

Linear {Customers)

Forecast

Forward: periods

[] pisplay Equation on chart

Backward: periods

[ pisplay R-squared valus on chart

Closs

Minh hoa thém dudng xu huéng vao dd thi

Thém dwong xu huéng vao do thi

Khi v& céc d6 thi véi dit ligu theo thoi
gian chung ta thuong vé thém duong
xu huéng dé biét dugc xu hudng trong
tuong lai cua tap dir licu. Mqt tap $6
liéu c6 thé c6 nhiéu dudng xu hudng
tuy theo cach phan tich cia ching ta.
Pé thém duong xu hudng ching ta

Y

vao:

- Chart Tools ->Layout ->Analysis ->Trendline ->chon kiéu dudng xu hudng tir

danh sach hay vao More Trendline Options...
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Dinh Dang Trang Va In Bang Tinh
6.1. C4c ché dé hién thij trang trong Excel
Excel 2010 hd trg manh hon trong viéc in an, v4i nhiéu ché d6 xem truc quan giap

ching ta c6 thé thay duoc két qua in ngay trén man hinh.

C6 3 ché @6 hién thi 1a Nornal View, Page Layout View va Page Break Preview.
Dé truy cap cac ché do xem vao nhom View ->chon Workbook Views ->chon kiéu

Xem.

e Normal View: Pay la ché d6 ching ta sir dung thudng xuyén trong qué trinh

nhap li€u, tinh toan,... trén bang tinh va la ché d6 mac dinh cua Excel.

e Page Layout View: La ché d6 xem trudc khi in, trong ché d6 nay ching ta

van c06 thé tinh toan va nhap li¢u.

e Page Break Preview: Hién thi bang tinh Excel véi cac ddu phan trang, tai day

chiing ta c6 thé chia lai trang bang cach kéo tha cac dudng chia cach trang.

6.2. Thiét 1ap thong so cho trang in

Tat ca cac tiiy chon thiét 1ap thong s trang in c6 tai nhom Page Layout ->nhém
Page Setup (Margins: tiiy chon 1¢ trang, Orientation: chiéu trang ngang hay doc,
Size: ty chon kho gidy, Print Area: tiy chon ving in, Breaks: tiy chon ngat trang,
Background: chén hinh nén, Print Titles: tuy chon in tiéu dé lap lai trén mdi
trang,...). Ching ta co thé thiét 1ap cac thong so tai day hodc vao hop thoai Page
Setup dé diéu chinh. Dé vao hop thoai Page Setup ching ta vao nhém Page Layout
->[]dén nhom Page Setup ->nhan vao nat

= = | 2 Width: Automatic ~
Ly 3 Ij -j >_| < —‘j = idth: Automatic
i e l 3|] Height: Automatic =
Pargins Orientation  Size Print Breaks Background Print i
v - *  Areav v Titles | ] Seale: 100

Page Setup Secale to Fit
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Page Setup EJ E| Page Setup EI g|

Page Margins | Header/Footer Sheet Page Margins | Header/Footer | Sheet
Crrientation Top: Header:
(®) Portrait () Landscape 05 7 03 7
Scaling
(& pdjust bo: (100 | % | % normal size Left: Right:
) Fit ko 1 % |pagefs) wide by |1 = [tall os % 05 &
Faper size: v
Print quality: | 300 dpi A Bokkom: Footer:
0s & 03 3

First page number: | Auto ey G e

Horizontally
[ vertically

grint... | [ Print Preview | | options... | grnk... | | Prink preview | | options... |

I oK l’ Cancel ] I oK ]’ Cancel ]

Chiéu trang in (Orientation)

1. Ribbon ->Page Layout ->Page Setup ->Orientation ->chon Portrait (trang doc)/

chon Landscape (trang ngang)

2. Trong hop thoai Page Setup ->chon ngin Page ->Orientation ->chon chiéu trang

in Portrait / Landscape

Khé gidy (Size)

1. Ribbon ->Page Layout ->Page Setup ->Size ->chon kho gidy

2. Trong hop thoai Page Setup ->chon ngin Page ->Page size ->chon gidy
Canh 1¢ gidy (Margins)

1. Ribbon ->Page Layout ->Page Setup ->Margins ->chon kiéu chira 1&

2. Trong hop thoai Page Setup ->chon ngan Margins ->nhép cac gia tri vao Top (1&
trén), Bottom (1& dudi), Left (1& trai), Right (18 phai), Header (18 tiéu dé dau trang),
Footer (1& tiéu dé chan trang). Ngoai ra con ¢ tiy chon canh gitta: Horizontally

(canh gifra trang theo chiéu ngang) va Vertically (canh giita trang theo chiéu doc)

Chon vung in (Set Print Area)



Trang 188
Quét chon ving can in, vao Ribbon ->Page Layout ->Page Setup ->Print Area -

>Set Print Area.
Ngiit trang (Page Break)

e Chén ngit trang ngang: Di chuyén 6 hién hanh dén noi s& chén ngit trang tai
cOt A, sau d6 vao Ribbon ->Page Layout ->Page Setup- Breaks ->Insert

Page Break. (Néu khong dé & cot A s& ngit trang theo chiéu ngang va doc)

e Bo tung dau ngat trang: Di chuyén 6 hién hanh dén 6 nam ngay dudi dau, sau

d6 vao Ribbon ->Page Layout ->Page Setup -Breaks ->Remove Page Break.

e BO tit ca danh diu ngat trang: Ribbon ->Page Layout ->Page Setup Breaks
->Reset All Page Breaks.

Thém hinh nén (Background)

Vao Ribbon ->Page Layout ->Page Setup -Background ->chon hinh Iuu trit trén

may ->nhan nut Insert

In tiéu dé dong va cot (Row and column headers)

Vao Ribbon ->Page Layout ->Sheet Options -Headings ->chon Print
In tiéu dé cot va dong liap lai 6 cdc trang

B1. Vao Ribbon ->Page Layout ->Page Setup -Print Title

B2. Tai 6 Rows to repeat at top ta quét chon dong sd 1 vao ->$1:$1
B3. Tai 6 Columns to repeat at left ta quét chon cot A ->$A:$A

B4. Nhan OK hoan tat.

Diéu chinh ti I¢ phéng to/ thu nhé trang in

Trong mdt s6 trudng hop ta can in nén hay phong to ndi dung vao mdt sé trang nhat
dinh khi d6 ta dung Ribbon ->Page Layout ->Scale To Fit ->Scale. Ta c6 thé thu
nho tai liéu dén 10% va phong to téi 400%.

Ngoai ra ta c6 thé ép Excel in tai lidu ra véi sb trang ta qui dinh tai Ribbon ->Page

Layout ->Scale To Fit ->Width va Ribbon ->Page Layout ->Scale To Fit ->Height.
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In dwong lwdi cua cac 0
Pé in dudng ludi k& cac 6 trong bang tinh ta chon Ribbon ->Page Layout ->Sheet

Options ->Gridline ->Print.
Thém thong tin vao ddu trang va chan trang (Header va Footer)

Header chtra cac thong tin xuét hién & ddu mdi trang va Footer chta cac thong tin
xudt hién ¢ cudi mdi trang. Cac phién ban trudc ta ding ngian Hearder/ Footer trong
hop thoai Page Setup dé thém Header va Footer nhung phién ban ndy lam bang mot

cach khac d& dang va truc quan hon, dic biét c6 thé chén hinh vao.

Vao Ribbon ->View ->chuyén sang ché d6 xem Page Layout ->Tién hanh thém

\
Header va Footer
= o - >
é ﬁ Q -EJ % et U it i El [C] Different First Page Scale with Document
Header Footer Page Mumber Current Current File File Sheet Picture Goto D Different Odd & Even Pages Align with Page Margins
- L MNumber of Pages Date Time Path Mame Mame Footer
Header & Footer Header & Footer Elements Mavigation Options

P Luwu y ching ta phai nhép chudt vao vung

Page Setup k
page | margns | HeaderfFooter | Sheet Header hoac Footer thi nhom 1€nh
Print area: ||| Design moi hién ra.
Print. titles
Rows torepeat at top: | $1:$1 Céc nut 1énh trong thanh Design
Columns to repeat 4t left: | $a:4a 55
Print Cac ma Iénh va nut 1énh trong Header va
Gridines Comments: | {Mone) w
B anduivis Cell errors as: | displaved v FOOter
[ Draft gualiy
Row and column headings
Page order
@ Dowin, then over EIEE EII-'EE
() Over, then down | == ===
EE dIE S8
l Prink. . ] lPrint Previeﬂl l Options. ., ]
[ 0K I l Cancel ]
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Nut 1énh | Ma Iénh Chirc nang
&[Page] Hién thi s6 trang tai liéu
B &[Pages] Hién thi tong s6 trang duoc in
&[Date] Hién thi ngay hién tai
&[Time] Hién thi gio hién tai
&) &[Path]&[File] | Hién thi duong din ddy du dén noi luu tap tin va Tén

tap tin

) &[File] Hién thi tén tap tin

&[Tab] Hién thi tén sheet

@J Khéng cé Chén hinh lya chon vao. Chlng ta phai tim dén hinh
can chén V’E‘lO trong hdp thoai Insert Picture, chon
hinh va nhan nut Insert.

Khéng c6 Thiét 1ap cac thong cd cho hinh chén vao.

Do Excel dung ky hi¢u & dé bt ddu ma 1énh, do vay trong truong hop doan van ban

trong Header va Footer can dung ky hiéu & thi chiing ta hdy nhap ky hiéu nay 2 lan

&&. Vi du chling ta muén nhap “Céng thitc & Ham” vao Header thi hiy nhap “Céng

thirc && Ham”. Cac lua chon khac cua Header va Footer:

e Different First Page: Néu chon thi ching ta c6 thé thiét 1ap thong tin khac

vao header/ footer cua trang dau tién so vdi header/ footer cua céc trang con

lai trong tai liéu.

e Different Odd & Even Pages: Néu chon, thi ching ta c6 thé dat header/ footer

khéac nhau cho céc trang chan va cac trang 1€.

e Scale With Document: Néu chon, kich thudc chit ctia header/ footer sé& ting

giam theo tai liéu khi tai liéu sir dung chirc nang in c6 diéu chinh ti 16 phong

to/ thu nho.

e Align With Page Margins: Néu chon, 1& trai va 1& phai cua header/ footer canh

déu voi 1€ trai va 1€ phai cua tai ligu.
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6.3. Thiét 1ap thong s6 hop thoai Print
pé goi hop thoai Print, ching ta chon nat Office ->chon Print hay nhén t6 hop phim
<Ctrl+P>. Dung hop thoai nay dé chon may in, chon trang can in, chon sb luong ban

sao va mot s tiiy chon khéc.

!i! Home Insert Page Layout Formulas Data

[ save

Print ,
el save i dsp s T e Selection: Chi in ving dang chon trude nhan
3 Open . pies: .

Print A - -
Bf Close 1énh Office ->Print
Infa Printer . P ‘A \
e Active sheet(s): Chi in sheet hi¢én hanh hay
Recent r'-. A& HP 2500C Series .
New — : _ cac sheet dang chon.
Printer Properties
B == ¢ Entire workbook: In toan bo workbook
Ehare _,J Print Active Sheets .
Help i Onlyprntthesctieshess e Table: Chi c6 tac dung khi 6 hién hanh dang
ages: L. to -
5 oprer B et . trong mot bang, néu chon thi chi in bang nay.
B3 Bt 123 123 123
] Perteit Orentetion - elgnore print areas: Khi chon, Excel sé bo
Letter X . , . X A N . ~ oA
d : e - qua tat ca cac thiet lap vung in da thuc hién.
Marmal Margins .
11 Left: 0.7" Right 0.7"
Mo Scaling .
Print sheets at their actual size 6.4. C{[c lll’u )’7 khéc

Page Setup

Ngan khéng cho in mét sé viing

Trong mét sb trudng hop, dir lidu co cac thong tin nhay cam ma ching ta khéng
mudn in ra. Khi d6 ching ta 1am theo cac cach sau. An cac dong hay cot chtra thong

tin d6. Home ->Cells ->Format ->Chon 1énh an.
e T6 mau chit gibng voi mau nén cia cac 0.
e V¢ hinh d¢ 1én vung dir li¢u nhay cam.
Ngan khéng cho in cdc doi twong

Mot s6 doi tuong trén bang tinh nhu dd thi, hinh v&, SmartArt ma ching ta khéng

muon in thi lam nhu sau:

B1. Nhap phai chudt 1én ddi tuong va chon Size and Properties.
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B2. Chon ngan Properties trong hop thoai

B3. Bo lua chon tai Print Object.

Bai tip va san phim thuc hanh bai 07.8

Kién thirc:

Cau 1: D0 thi 1a gi? Néu cach hiéu chinh db thi.

Cau 2: Trinh bay 1énh In bang tinh va chon chiéu in.

Bai tap ung dung:
Bai tap 07.9.1:

1- Goi lai bang tinh THO7.XLSX

2. Sir dung tinh ning SUBTOTAL tao tong con (chi tiét) cho biét Tong THANH
TIEN heo khdi 16p

3. Str dung tinh ning AUTO FILTER loc bang tinh chi con cac miu tin chtra khéi
cac 16p cap 3

4. Tur bang tinh trén trich ghi ra mot bang riéng gom nhiing loai sach 1a Iy va hoa
5. Luu lai bang tinh.

Bai tap 07.9.2:
Thanh 1ap bang tinh sau : (Xéac dinh lai do rong cho cac cot dir dé chira dir lidu)
BANG TINH PIEM HQC SINH

TT | MA SO |HO VA TEN TEN TRUONG| MON THI | BIEM THI | XEP LOALI
1 |AO01T |Tran Duy Tri (a) (b) 8 (c)
2 |AO01V |HO Thi Tuyét 5

3 |BO1T |Lé Van Mung 9

4 |1 C02S L& Ngoc Trong 5.5

5 |B02T |Tran Ha Diing 9

6 |CO1V |TranThanh | Thanh 75

7 | B02S Nguyén Vin | Truc 8.5

8 |AO03T |L&Chi Hung 9.5

9 |D03S |Poan Huan 6.5

10 |H10 Hoang Xuan | Nhi 9

11 |A02T | Tran Biru 7

12 |BO3T |LéHoa Hai 6

13 |BO1T | Tran Binh Chuong 9.5

14 |B03S |Lé Phudc Hoa 45

15 |C02V |Nguyénvin |Hau 35

16 |CO3T | Tranky Ha 8.5
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BANG TRA TEN TRUONG BANG TRA TEN MON THI
M& | tén truong
A V4 truong toan Ma S T \%
B Dinh tién hoang Man thi Sinh ngir Toan Vian
C Hoa Binh
D Nguyén Du
YEU CAU:

1- Thanh 1ap bang tinh va vao s6 liéu thé (chi y Font tuy ¥)

2. Tinh toan cac cot

- Cot (a) : Tén trudng cin ctr vao 1 M4 bén trai cia M3 sd va Bang tra tén truong
(Dung ham VLOOKUP)

- Cot (b) : Tén Mén thi cin ¢t vao 1 ma bén phai ciia M3 sb va bang tra tén mon thi
(Dung ham HLOOKUP)

- Cot (c) : Tir diém thi, Hiy ban hanh cong thic cho cot xép loai

3.Sap xép bang tinh trén dua vao cot diém thi

4. Tir bang tinh trén trich ghi ra 1 bang riéng gém nhiing hoc sinh thudc truong v
truong toan

5. Tur bang tinh trén trich ra 1 bang riéng gém 5 hoc sinh xép hang cao nhét

6. Tao bang thong ké sau :

Théng ké s6 hoc sinh di thi theo truong va mon thi

Mon thi| Sinh ngir | Toan | Vin

Truong
Dinh tién hoang
Vo Truong Toan
Hoa Binh
Nguyén Du
7. Ban hdy thir n6i c6t Ho va cot tén thanh 1 cot 1y tén HQ VA TEN (dung toan tir
&)
8.- V& do thi ty 18 hoc sinh tham gia thi mén Sinh ngit giita 4 trudng (D6 thi Tron)

- V& d6 thi minh hoa sy twong quan s hoc sinh tham gia 3 mén thi theo cac truong
(D6 thi khoi)

9. Ghi vao dia véi tén TH10.XLSX
Bai tap 07.9.3:
Thanh 13p bang tinh sau : (Xac dinh lai d0 rdng cho céac cot du dé chira dir liéu)




Trang 194

BANG THANH TOAN TIEN CONG TAC PHIi
VIEN NGHIEN CUU KHOA HQ(

PINH MUC THANH
TOAN NGAY
Ti thiéu: 150
Tbi da 175
TT | TEN LCB | Cip | KHU | TUNGAY|DPENNGAY| HE |HE SO TIEN
bac | VUC SO | THUC
1 | Tri 2.88 | KS |HNI [10/05/00 223/06/00 | (a) | (b) (c)
2 |Tuyét B.10 |CN |HUE [23/07/00 [11/08/00
3 |[Mung 2250 |CN |HUE [12/06/00 [19/06/00
4 |Trong [.40 | KT |SGN [26/05/00 [7/06/00
5 |Diing [2.88 |KS |HNI [19/08/00 [25/08/00
6 |Thanh B.10 | KT [SGN [12/08/00 22/09/00
7 |Truc #4.50 |CN |HUE 223/09/00 05/10/00
8 |Hung 250 |CN |HNI [13/09/00 [27/10/00
9 |Huan 5.60 |CN |SGN P24/11/00 226/12/00
10 | Nhi 450 | CB |HUE P24/11/00 226/12/00
11 |Bau  2.80 |GD |HNI [24/11/00 226/12/00
12 | Hai 2.80 |CN | SGN P4/11/00 226/12/00
13 | Chuong 4.50 |KS | SGN [P4/11/00 [26/12/00
14 |Hoa  P2.88 |KS |HUE P4/11/00 226/12/00
15 |Hau  P2.50 | KT |HUE P4/11/00 226/12/00
16 | Ha 3.50 |CN |HNI [24/11/00 226/12/00
BANG HE SO CONG TAC PHI
HNI |HUE | SGN
CN |50 |45 160
GD |50 |60 180
KS 160 150 |75
KT I55 165 |70
YEU CAU:

1- Thanh 1ap bang tinh va vao s liéu tho (cht y Font tuy ¥)

2. Tinh toan cac cOt nhu sau :

- Cot (a) : Dya vao cot Cép bac va bang h¢ s6 dé tinh toan cot hé sb (Dung ham
VLOOKUP va HLOOKUP)

- Cot (b) : Dya vao bang dinh muc thanh toan ngay

Néu Heé s6 >175 thi 1y 175; Néu hé s6<150 thi lay 150 (Dung ham Max va Min)

- Cot (c) = Sb ngay cong tac * hé sb thuc *LCB

3. Tao Bang thong ké sau :

THONG KE SO NGUOI CONG TAC THEO CHUC VU VA KHU VUC

HNI HUE | SGN

CN
KS
KT
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|GD | | | |
C6 thé thuc hién bang théng ké nay bang may cach ? thir thyc hién
4. Dung lénh Thong ké tong tién cho ting nhém khu vuc cong tac.
5. Iuu bang tinh vao dia vé1 TH11.XLSX
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CHI DAN POI VOI HQC SINH THU'C HIEN BAI TAP UNG DUNG
Panh gia két qua hoc tap

Cach thuc va D’iém Két qua thue
TT | Tiéu chi danh gia phwong phap | toi hién cua
danh gia da nguoi hoc
| Kién thire
1 Khéi dong MS Excel 2
2 C.’ilC tgto dor thi dua vao vao so liéu Vin dp, aéil3
trén bang tinh % A
- — — chiéu vo61 nod1
3 Céac thao tac hiéu chinh do thi dung bai hoc |2
4 Lénh in bang tinh 2
5 In bang tinh theo yéu cau dinh dang 1
Cong: 10d
Il |K¥ niang
1 Khoi dong va thoat khoi MS 1
Excel Kiém tra san pham
2 Lénh tao do thi sau buoi thuc hanh 2
3 Dinh dang do thi 2
4 Dinh dang bang tinh trudc khi 9
in
5 Lénh in bang tinh 3
Cong: 10d
111 | Thai do
1 Tac phong cong nghiép Theo doi viéc thuc | 4
1.1 |Dihoc day dii, ding gid hi¢n, doi chiéu voi | 4 g
no1 quy cua truong.
1.2 | Khdng vi pham ndi quy 16p hoc 1.5
1.3 | Tinh can than, ti mi Quan sat viéc thuc
hién bai tap 1
2 bam bao thoi gian thuc hi¢n bai | Theo doi thot gian
tap th}_rc hi:én bai tap,
déi chiéu voi thoi | 2
gian quy dinh.
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3 bam bdo an toan lao dong va vé 4
sinh cong nghi¢
g nghiep - Theo doi viéc thuc
3.1 |Tuan thu quy dinh vé an toan | hjgn, ddi chiéu véi [ 1.9
3.2 |Ply du bao ho lao dong( quan | quy dinh v€ an toan L5
4o thuc hanh, thé hoc sinh, va v€ sinh cong | ™
. ‘ .o | nghiép
3.3 | V¢ sinh phong thuc hanh ding 1
quy dinh
Cong: 10d
KET QUA HQC TAP
‘A , 2z < Két qua | . Két quia
Tiéu chi danh gia thwe hién Heé so hoc tap
Kién thirc 0.3
Ky nang 0.4
Thai do 0.3
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Bai 10: TONG QUAN VE POWERPOINT

Gidi thiéu:

Microsoft office PowerPoint 12 phan mém nam trong bd san pham Vian phong
Microsoft office.

San pham nay ho tro tao cac Slide trinh dién, dé ta c6 thé chuan bi mot noi
dung trinh bay, mot van dé nao d6, trén may tinh thong qua thiét bi trinh chiéu
Projector mdt cach hiéu qua nhét, truc quan nhat, phong cach chuyén nghiép nhat,
c6 tac dung manh nhat v6i ngudi nghe, nhung véi mot khoang thoi gian ngén nhat.

Office PowerPoint cung cép nhiéu cong cu tién ich hon, hd tro nhiéu chirc
nang manh hon so vdi cac phién ban trude.

Muc tiéu:

- Trinh bay dugc Powerpoint 1 phan mém dung dé trinh dién;
- MO ta duogc cac thao tac trén trinh don;

- Thuyc hién cac thao tac an toan v41 may tinh.

Noi dung:

1. Gioi thiéu

1.1. khéi dong va két thic lam viée véi Office PowerPoint

** Khéi dong va thoat:

*. Khéi dong:

- Start \ Run\ duyét va chon file POWERPNT.EXE \ Open.

- C6 thé chon phim Start trén Windows Task Bar, chon menu Program, va chon

biéu tugng ciia MS. PowerPoint. [a-?’j
*. Thoat:

- Chon menu File, Exit

- Nhép chuét vao phim Xl trén goc cao bén phai cua cira s6 lam viée

- Nhip chudt vao biéu tuong ciia MS P.Point trén goc cao bén trai dé mo hop diéu
khién (Control Box), chon menu Close.
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1.2. Man hinh chwong trinh Office PowerPoint

A« [ Design T)Mew Slide _

CAc Toolbar

E "4. 41% -z
| <1 & New Presentation - X
View owenpresentatin New
Shipureck history 1 -
~ _ 1 _ _ - —
- g — || Presentatio
Slide

thiimhnaile

History andl Preservation

General Templates. .

Vung soan

r 1

(21 Templates on my Web Sites. .

@] Templates on Microsoft.cam

[ add web Falder...
[3) wicrosof Ft PawserPaint Help
[ Show at startup

EUL 4 k| 4

= ol |Clld< to add notes

shide 1 of 4 Globe:

(Man hinh giao dién).
Giao dién:
Truéc khi bit dau tao ban trinh dién (presentation), chiing ta 1am quen voi
giao dién cua Powerpoint va khung tac vu.

2. Lam quen véi Presentation-Slide
2.1. Céac buéc thiét ké mot tap tin trinh dién don gian
2.2.1. Tao mot tap tin trinh dién méi:

Trong menu File , chon New. : [New Presentation -]
a. Tao phan trinh dién véi 1 slide mac dinh rong: chon FERE-RRS
Blank Presentation.

Mew
b. Tao phﬁn trinh dién vai céc slide c6 hd tro mau thlét ké |1 Blank presentation e
sﬁn: Ch(_)n From dESign template. &=l From design kemplate
¢. Tao phan trinh dién c6 hd trg chu dé theo kiéu db thuat: & From Adtacentent wizard...
chon From AutoContent wizard. kef] From existing presentation.
d. Tao phan trinh dién hd tro tir cac phan trinh dién khac Phato album. .
da c6 san: chon From existing Presentation. Templates

2.2.2. thém slide vio trinh dién

Khi vira khéi tao, mot trinh dién chi mét hodc vai slide, sau d6 ¢ thé thém vao,
chinh sira, x6a bé slide mot cach tuy thich.

Thém slide va trinh dién dang ma( dang thiét ké):
*Cach 1: M6 Menu ngit canh tai mét slide nao do trén khung slide.

Kich chon 1énh New slide

Khi d6 c6 moét slide méi duge chén vao ngay sau slide ma ta m¢ menu ngir
canh( slide hién tai). Slide moi thém vao ¢ layout giébng nhu Layout cua slide hién
tai.
*Cach 2: Trén Tab Home, trong Group slides, Kich vao biéu trgng danh sach New
slide &é m& hop danh sach cac Layout theo chu dé.

Kich chon mot mau Layout ma ta muén.
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Khi d6 c6 mdt Slide mai voi Layout nhu da chon va Slide nay cling trd thanh
Slide hién tai, san sang cho viéc thiét ké cua ta.
2.2.3. thay d6i Layout(dan trang) ciia cac slide.
Ta c6 thé thay dbi layout cua 1 slide ma ta da thiét ké(da nhap noi dung vao cho no).
+Kich chon céc slide can thay d6i
*Trén Tab Home trong group Slides : Kich vao biéu tugng layout dé mé hop danh
sach nay.
+Kich vao mau layout ma ta muén chon.
Mau layout vira kich chon sé& tac dong dén tht ca cac slide di chon.Viéc thay ddi
layuot cta 1 slide khong lam mat dit liéu cua no.
wPé danh diu chon nhiéu slide khac nhau ta an phim Ctrl va lan luot kich vao cac
slide ma ta mudn danh dau chon.
Ciing cho thay ta c6 thé kich vao biéu tuong Delete dé x6a slide da chon.

2.2.4. Nhap noi dung van ban vao slide

Soan thao trén Slide:

- Pé soan thao trong PowerPoint, sir dung dbi tuong TextBox 2 lam nén
nhap van ban. Chi can chon d6i twong va vé 1&n nén Slide sé& tao nén khung nhap dix
liéu. Thao tac gb nhap va dinh dang van ban tuong tu nhu Ms. Word.

Cha y: véi nhimg ddi tuong hinh vé co ban khac trén thanh cong cu Drawing
(nhu: Rectangle, Oval, AutoShape,..), dé sir dung nhap dir liéu can thuc hién qua
thao tac sau: V& dbi tugng I1&n Slide, nhay phai vao déi twong va chon Add Text, ltc
nay doi tuong hinh vé sé tre thanh TextBox

- Soan thao trén Sile con dugc thuc hién béi cac 1énh chén ddi twong khéc cua
Office: Table, Word Art, ClipArt, File, Picture, Bullest and Numbering,...Thao tac
chén cac d6i twong nay hoan toan twong ty nhu khi xir ly trén Word.

Bai tap va sin phim thwe hanh bai 07.10

Kién thirc:

Cau 1: trinh bay cac budc thiét ké mot tap tin trinh dién don gian?
Ky nang:

Bai tap ing dung: i 7 ‘

Cau 1. Xay dung mot tép trinh dién khoang 10 slides dé gidi thiéu veé ngoi
truong ma ching ta dang hoc tép. q ‘

Céu 2. Xay dung tép trinh dién khoang 5 slides dé gidi thiéu vé chuong
trinh hoc Tin van phong.

CHI DAN POI VOI HQC SINH THU'C HIEN BAI TAP UNG DUNG

1. Bai tap tng dung phai thuc hi¢n ding trén may tinh gido vién giao cho.

2. Kiém tra cc tmg dung chay trén may tinh va hudng dan sir dung trude khi
thuc hién 1é€nh.

3. Thyc hién day dii cac bude chuan bj khi thyc hién 1énh xay dyng 1 tép trinh
dién



- Thoi gian thuc hién bai tap vuwot qua 25% thoi gian cho phép sé khong duoc
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4. str dung ng dung theo qui dinh va thao tac ding cac 1énh.
5. Tong diém va két cau diém cua cac bai nhu sau:

Tong sd diém t6i da cho bai: 100 diém, két cdu nhu sau:

a, Phéjm thuce hanh khi thuc hién : Téng cc}pg 70 diém
b, Phan chinh xac va nhanh chong : 30 diém

danh gia.

- Thi sinh phdi tuyét doi tudn thii cdc qui dinh an toan lao dong, cdc qui dinh ciia

xwong thuc tdp, néu vi pham sé bi dinh chi thuc tap

Pinh gia két qua hoc tap

Két qua
Cach thuc va Piém thuc
TT | Tiéu chi danh gia phuwong  phap t5i da hién cua
danh gia nguwoi
hoc
| Kién thirc
1 Cac cau lénh dung dé vao 1
PowerPoint
: Van dap, doi
1.1 | Li¢t ké day du cac muc trong chidu Vg’i n6il05
PowerPoint dung bai hoc ’
1.2 | Liét ké day da cac ca phap ' 05
1énh trong PowerPoint ’
2 Chic nang, nguyén ly lam 2
viéc cua man hinh PowerPoint
2.1 | Néu day du cau tao ctia man | Lam bai tu luan, | 0.5
hinh PowerPoint d6i chiéu voi noi |
2.2 | Trinh bay céng dung va |dung bai hoc 1
nguyén 1y lam viéc cua céc
1&énh trong PowerPoint.
2.3 | Trinh bay dung céach thuc hién 0.5
cac Iénh.
3 Pham vi Ung dung cua 2
PowerPoint La}m bei,i fur Tudn,
) do1 chiéu véi ndi
3.1 | Néu ding thyc chat cua| qung baihoc 1
PowerPoint '
3.2 | Trinh bay day du dic diém cia 0,5
PowerPoint
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3.3 | Néu dung pham vi trng dung 0,5
cua cac 1énh trong PowerPoint
4 Trinh bay man hinh va céach Lam bai tu luan, | 1,5
thuc hién 1énh doi chiéu véi ndi
dung bai hoc
5 | Chon ché d6 lam viéc va cach 15
thuc hién 1énh hop 1v.
5.1 | Néu cach chon 1énh phu hop |Lam bai ty luin | 0,5
va trac nghiém
5.2 | Trinh bay dung cach thuc hién | d0i chiéu voi noi | 0 5
lénh. dung bai hoc
5.3 | Trinh bay cach chon duodng 0,5
dan dén lénh chinh xac
6 Trinh bay dang k¥ thuat thuc Le}m bé’i tu luan,
hién 1énh do1 chiéu véi nd1 | 2
dung bai hoc
Cong: 10d
Il | KV nang
1 Nhan biét mot sb giao dién cua | Quan sat hinh
PowerPoint anh, do1 chiéu 5
v0i ndi dung bai
hoc dé nhan biét
2 Van hanh thanh thao mot s6 |Quan §ét Cég: thao
1énh trong PowerPoint. tac, doi chiéu voi 3
quy trinh véan
hanh
3 Nhan biét va st dung cac loai | Quan sat hinh
1énh phu trg trong PowerPoint | anh, ky hiéu cac
mot cach thanh thao loai’ Iénh  do1 9
chiu vo1 ndi
dung bai hoc dé
nhan biét
4 | Phan biét va phén loai cac loai | Quan sat cac
1énh trong PowerPoint 1énh, doi chiéu 3
v0i ndi dung bai
hoc dé nhan biét
Cong: 10d

11l | Thai dé
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1 Tac phong cong nghiép khi Theo doi wviée |4
1.1 |Pi hoc diy du, ding gid thye hin, doi ), 5
chiéu vdinodi quy
1.2 | Khong vi phamndi quy 16p hoc | cua truomg, | 1.5
1.3 | Tinh c4n than, ti mi Quan sat viéc
thue hién bai tap |1
2 bam bao thoi gian thyc hién bai | Theo doi  thoi
tap gian thyc hi¢n
bai tap, doi chicu | 2
véi thoi gian quy
dinh.
3 bam bao an toan thuc hanh va 4
v¢€ sinh cong nghi¢p
3.1 |Tuan tha quy dinh v& an toan | Lhe€O 91?1 Viéic_
khi thyc hign Iénh trong | thue hién, doi)q g
PowerPoint chicu véi  quy
N A dinh v€ an toan
3.2 Da}/ da b?o ho 1Aa0 ,dongv tronAg va vé sinh cong
ph\ong 1}1ay( quan 4o bao ho, nghiép trong 1,5
glay, thé hoc sinh...) phong may tinh
3.3 | V¢ sinh phong may thyc hanh
, ) 1
ding quy dinh
Cong: 10d
KET QUA HQC TAP
‘A , xx < Két qua | . x Két quia
Tieu chi danh gia thwe hién Heé so hoc tap
Kién thirc 0,3
Ky nang 0.4
Thai do 0,3
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Bai 11: HIEU UNG VA TRINH DIEN

Gidi thiéu:

Véi PowerPoint hiéu tng va trinh dién 12 van dé quan trong nham dién ta mot
¥ 6, mot thuyét trinh nao d6 ta co thé thay d6i hiéu ang cua né bang cach hiéu chinh
doi twong cho cac doi twong hoat dong theo chu y, thay doi so d6 mau, hoac gan

nhitng chuyén canh (transitions). ..

Muc tiéu:

- Thuc hién duoc cac hi¢u tng cho tung ddi tuong;
- MO ta cac thao tac trén trinh don;

- Thuc hién cac thao tac an toan v&i may tinh.

Noi dung:

1. Tao hiéu ing cho ddi twong
1.1. Tao hiéu &ng nhanh theo miu

Lénh: Format \ Slide Layout, hoac nhay phai \ Slide Layout, khung tac vu bén
phai man hinh soan thao xuat hién, chon lay 1 kiéu tir danh sach cac Layout, dang

nhu hinh vé sau:

Khi ta Click chon vao cac Icon trén Layout s€ cho phép chén nhanh céc ddi
twong twong ung véi biéu tuong nhu Table (), Chart (&8). ..

1 kiéu
T.avount da

3 6l (g
al G
Click icon to add
content O

Click icon to add contart |

: 3NUE LdyuuL

Apply slide layout:

Content Layouts

Danh
sach caAc

1.2.  Tao hiéu \rng theo tity chon ciia nguoi thiét ké

Hiéu ung trén nat 1énh (Action button) — hiéu trng hoat dong (Action Setting):

Thao tac thuc hién cho cac hiéu tng:

- Slide Show \ Action button, chon 1 mau ndt 1énh, vé nat Iénh Ién Slide, nha

chudt, hop thoai Action Setting xuat hién.

C0 2 Tab tuy chon la Mouse Click va Mouse Over quy dinh hiéu ung chuot
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trén dbi twong. Vé co ban, chic ning hoat dong caa 2 tly chon nay la hoan toan
gidng nhau.
+ Hyperlink to: chon 1 dich dé lién két téi. Dich co thé 1a 1 Slide, Presentaion,
1 File (*.*), End Show (két thuc trinh dién), 1 URL,...
+ Run Program: thuc thi 1 chwong trinh tng dung bang cach nhip vao nit
Brower, duyét dén file *.exe
+ Run Macro: chay thuc thi 1 doan chwong trinh nhé nhiam diéu khién 1 hoat
dong theo y muébn nao d6. Yéu cau thiét 1ap Macro trudc.
+ Paly Sound: trinh dién cting hoat dong I hiéu tng am thanh, chon dang file &m
thanh trinh dién va Ok.
1.3. Thay ddi hiéu ving ciia mét d6i twong
Thao tac nhu sau:
- Chon ddi twong can thay d6i hiéu tng, goi lénh:
+ Slide Show \ Custom Animation
+ Hoac nhay phai \ Custom Animation
Khung tac vu ben phal man hinh soan thao Xuat hlen

l:ustom Animation ¥ X

[},ﬁ( Add Effect v] [X_ RemoveJ

Fk Entrance 4 kfy: Blinds

¥%| Emphasis  p [ B on Click V\
Wl Y= Exit P ftion: ;Horizontzl V‘
-ﬁ; Motion Paths p

d: ‘Very Fast v ‘

|1 € Table197 & | &

[Trigger: Table 225 ]

1 ¥E Table 225
]T(igger: Tablg 243 ] v
4r Re-Order [E]

[» Pay | [ET siide show |

-Dé thém 1 hiéu tng, chon vao Add Effect. Go6m c6 4 dang hiéu ung sau (mdi dang
gom nhiéu kiéu hiéu tng khac nhau rat phong phu):

+ Dang hiéu (ng xuat hién: Entrance mang d6i tuwong trinh dién trén
man hinh
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+ Dang hléu lil'ng nhén manh Custom Animation v =
d6i tugng: Emphasis xay ra khi doi Ell @ | a @
tuong da xuét hién trén man hinh. @[zﬁ Add Effect v| [%: Remowe |
+ Dang hléu ﬁ'ng két thl_/jC Modify selected effects
Exit mang ddi tuong roi khoi phan Start: “B on Click v@
trinh dién.
+ Dang hiéu tng duong di Speedi [very Fast "@
cho dbi twong: Motion Paths vach 2 ¥ Cou4:wordap .. o
duong di cho dbi tuong trén Slide. i SFalris T S | @
- bé hi¢u chinh 1 hiéu Gng ndi 15 #F Cous:Culnc..
chung, thudng di qua cdc muyc sau: 2B M cous:culo.. ™ v@
Re-Crder
@ (2) Start: bat dau hiéu tng bang tac (> =y | (B stide show |

dong chuot (on click) hay thoi gian
(after previous)

& (3) Speed: téc do hiéu tng, c6 nhiéu mic do tir Very Slow dén Very Fast.

& (4)Danh sach cac dbi twong da tao hiéu ung, xay ra theo trinh tu tir trén xudng
néu hiéu tng d6 khong duoc diéu khién bai Trigger.

@ (5) Re-Order: 2 n(t lénh dung dé thay d6i trinh tu trong danh sach céc d6i tuong
da tao hiéu ang.

@ (6) Remove: dung g& bo hiéu tmg cho 1 d6i tuong.

& (1) Add Effects: thém 1 hi¢u trng mai.

*Cha y: dé thiét 1ap cac diéu khién hiéu tng cho dbi twong, thuc hién tai hop thoai
Timing nhu sau:

+ Lénh goi: Click vao d6i tuong trong danh sach hiéu @ng, chon Timing
(Effects option \ Timing). Tai muc Trigger, chon Start effect on click at.

2. Trinh dién Slide

2.1. Cho trinh dién tit ca slide tir diu dén cudi

Chon Slide can tao hiéu (ing chuyén trang, goi 1 trong cac lénh sau:
- Slide Show \ Slide Transition
- Hoac nhay phai \ Slide Transition
Khung tac vu bén phai man hinh soan thao xuét hién.

! slide Transition - w

Chon 1 kiéu
chuyén

Apply to selected slides:

MG Transition
Blinds Horizontal w

Hiéu chinh
vé toc do va

Am thanh

Modify transition

peed: | Fast W

Sound: | Mo Sound]

-
< hidn Lhi Advance slide
on mo =
Ap dung z
cho tat ca

Trang
x.hién tu

AAno
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2.2. Cho trinh dién tir slide hién tai
2.3. Cho trinh dién mét doan slide bat ky

+Kich vao biéu tugng Set up Slide Show trong group Set up trén Tab slide
show. Hop thoai Set up Show xuat hién:

+Nhap doan slide muén trinh dién vao cac hop From, To trong khung show
slides.

“+Kich vao nit OK dé hoan thanh.

2.4. An/ hién slide
D¢ an /hién Slide ta thyc hién nhu sau:
+Chon slide can cho an/hién no.
+Kich chon biéu tuong Hide Slide trong Group trong group Set up trén tab Slide
Show: Slide dang an sé& hién, Slide dang hién sé& an

Bai tip va san phAm thuwe hanh bai 07.11

Kién thirc: o N
Céu 1. Hay thiet ke phan trinh dien mé phong tro choi 6 chir (twong tu Tro choi 6
chir caa Olympia trén VTV).

Céu 2. Xay dung hiéu ing thé hién cong tic dién dong lai va dong dién chay qua
trong mach dién, cong tac ngat thi dong dién ket thac.

Cau 3. Tao hiéu @ng thé hién chiéc 6 to dang lan banh trén duong

Ky nang:
Bai tip wng dung:

Céu 3. Gia su chung ta dang c6 mot y twdng trong codng viéc nghién cau va hoc tap
cua minh. Hay xay dung mot tép trinh dién dé gidi thiéu y tuong cua chung ta trudc
moi nguoi.

CHI DAN POI VOI HQC SINH THU'C HIEN BAI TAP UNG DUNG

1. Bai tap umg dung phai thuc hién ding trén may tinh gido vién giao cho.

2. Kiém tra cac tmg dung chay trén may tinh va huéng dan sir dung trudc khi
thuc hién 1é€nh.

3. Thyc hién day du cac bude chuan bi khi thuc hién 1énh x4y dung 1 tép trinh
dién
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4. str dung ng dung theo qui dinh va thao tac ding cac 1énh.
5. Tong diém va két cau diém cua cac bai nhu sau:
Tong sd diém tbi da cho bai: 100 diém, két cdu nhu sau:
a, Phan thuc hanh khi thuc hién : Téng cong 70 diém
b, Phan chinh x4c va nhanh chéng : 30 diém
- Thoi gian thuc hién bai tap vuot qua 25% thoi gian cho phép sé khong duoc
danh gia.
- Thi sinh phdi tuyét doi tudn thii cdc qui dinh an toan lao déng, cdc qui dinh ciia
xuong thuc tdp, néu vi pham sé bi dinh chi thuc tap

Panh gia két qua hoc tip

Cach thwe va| .z Két qua thue
Diém

TT | Tiéu chi danh gia phuong phap | :. hién cua
. o toi da \ e
danh gia nguoi hoc
| Kién thirc
1 Cac cau lénh dung dé vao 1

PowerPoint

: Van dap, doi
L1 | Liét k& ddy du cho muc| gid eiss dung | 0,5

trong PowerPoint biihoc ’
1.2 | Liét ké day du cac ci phap ' 0.5
1énh trong PowerPoint ’

2 Chturc nang, nguyén ly lam 2
vie¢c cua man  hinh
PowerPoint

2.1 | Néu day du cau tao cia man | Lam bai tw luan, | o 5
hinh PowerPoint déi chiéu véi noi |

2.2 | Trinh bay cong dung va | dung bai hoc 1

nguyén 1y lam viéc cua cac
1€nh trong PowerPoint.

2.3 | Trinh bay dung cach thuc 0.5
hién cac 1énh.

3 Pham vi Ung dung cua 2
PowerPoint

Lam bai tu luan,

3.1 | Néu dung thuc chat cua d8i chidu véi noi | 1
PowerPoint dung bai hoc '

3.2 | Trinh bay day du dic diém ' 0,5
cua PowerPoint

3.3 | Néu dang pham vi ing dung 0,5

cuia cac lénh  trong
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4 Trinh bay man hinh va céch Lam bai ty luén, | 1,5
thuc hién 1énh do1 chiéu véi noi
dung bai hoc
5 | Chon ché do lam viéc va 1,5
cach thuc hién 1énh hop 1¥.
5.1 | Néu céach chon 1énh phu hop Lam bai ty luan va 0,5
trac nghiém doi
5.2 | Trinh bay dung céach thyc | chicuvéindidung |05
hién 1énh. bai hoc
5.3 | Trinh bay cach chon dudng 0,5
dan dén lénh chinh x4c
6 Trinh bay dung ky thuat| Lam bai tu luén,
thuc hién 1énh doi chiéu véi noi | 2
dung bai hoc
Cong: 10d
Il |K¥ niang
1 Nhén biét mot sé giao dién | Quan ’ sat , hinh
cua PowerPoint anh, doi chiéu voi
n .. 2
ndi dung bai hoc
dé nhan biét
2 Van hanh thanh thao mot sé |Quan §ét Cég thao
1&€nh trong PowerPoint. tac, doi chiéu voi | 3
quy trinh van hanh
3 Nhan biét va sir dung cac | Quan séat hinh
loai Iénh phu tro trong | anh, ky hi’éu ce}c
PowerPoint mdt cach thanh | loai 1énh doi chiéu | 2
thao v6i ndi dung bai
hoc dé nhan biét
4 Phan bi¢t va phan loai cac Q}lan szi,t cac 1énh,
loai 1énh trong PowerPoint | doi chiéu vdi ndi
.- 2|3
dung bai hoc dé
nhan biét
Cong: 10d
111 | Thai d¢
1 Téc phong cong nghi¢p khi | Theo doi  viée | 4
1.1 |Pi hoc ddy du, ding gic | Twe  hién, do1 |4 g
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1.2 | Khong vi pham ndi quy 16p

chiéu vé1 ndi quy

hoc cua trudng. 1,5
1.3 | Tinh cén than, ti mi Quan sat viéc
thuc hién bai tap | L
2 bam bdo thoi gian thyc hién | Theo doi thoi gian
bai tap thp:c hién bai tap,
d6i chiéu véi thoi | 2
gian quy dinh.
3 bam bao an toan thuyc hanh 4
va v¢ sinh cong nghiép
3.1 |Tuan tha quy dinh vé an toan | Theo dai viéc thuc
khi thyc hién Iénh trong | hign, déi chiéu vei | 1.5
PowerPoint quy dinh vé an
32 |Ddy du bdo ho lao dong|toan va vé sinh
trong phong may( quan 4o | cong nghiép trong | 15
bao ho, gidy, thé hoc sinh...) | Phong may tinh
3.3 | V¢ sinh phong may thuc 1
hanh dung quy dinh
Cong: 10d
KET QUA HQC TAP
o Két qual_. . Két qiia
Ti€u chi danh gia thwe hién He¢ so hoc tap
Kién thirc 0,3
Ky nang 0.4
Thai do 0,3
Cong:

Tai ligu can tham khdo:
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