LOI GIOI THIEU

Hoat dong bién soan gido trinh 1a mot hoat dong nghién ctru khoa hoc . Mobi
gido vién, giang vién trén co s¢ cac phuong phap va nguyén tac chung s& ¢ su
véan dung sang tao vao diéu kién cu thé ciia minh dé sang tao ra cac noi dung giang
day hap dén, thu hit nguoi hoc.

Nhim gitp doi ngil gido vién c6 tai liéu co sé dé tién hanh cac budi 1én 16p
dugc hiéu qua ciing nhu viée cung cap tai liéu giup cho sinh vién noi chung, dic
biét 1a sinh vién chuyén nganh Thiét ké do hoa. Dé dap tmg nhu cau thuc tién nay
khoa Cong nghé thong tin da to chirc bién soan cudn gido trinh “Ung dung Cong
nghé thong tin” do nhom giao vién thudc chuyén nganh Thiét ké d6 hoa dang cong
tac tai truong TCN KTCN Hung Vuong bién soan.

Pay 1a cong trinh dugc viét boi doi ngii gido vién da va dang cong tac tai
nha truong cung voi sy gop ¥ va phan bién cua cac doanh nghiép trong linh vuc
lién quan, tuy vay, cudn sach chic chan van khong tranh khoi nhimg khiém
khuyét. Ching t6i mong nhan dugc v kién dong gop cua ban doc dé cudn sach
dugc hoan thién hon trong 1an tai ban.

Xin tran trong gidi thi¢u cung ban doc!

Qudn 5, ngay  thang nam 2024
Tham gia bién sogn

1. Chu bién Nguyén Quoc Cuong
2. Vwong Hong Phuong
3. Nguyén Hitu Phuéc
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GIAO TRINH MO PUN

Tén md dun: UNG DUNG CONG NGHE THONG TIN
M3i mé dun: MP09-TKPH
VI TRi, TINH CHAT CUA MO PUN:

Vi tri: M6 dun duge b tri trong hoc ky thtr nhét va trudc cac md dun dao tao
chuyén mon nghé. '
Tinh chat: la m6-dun co so, yéu cau kiém tra bat budc.

MUC TIEU MO PUN:

1.

Vé kién thire:

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

Nam dugc cong cu trong phan mém soan thao vin ban (Microsoft Word hoic
phan mém ngudén mé Open Office Writer) dé tao cac tai liéu dat tiéu chuan theo
quy dinh.

Ném dugc cong cu trong phan mém bang tinh (Microsoft Excel hodc bang tinh
trong Open Office Calc) dé tao lap, biéu dién céac kiéu dit liéu: sd, chudi ky tu,
thoi gian, biéu d6 va 1ap duoc cac bang tinh...

Nim duoc cong cu trong phan mém trinh dién (Microsoft PowerPoint hoic
trinh dién trong Open Office Draw) thiét ké cac bai bao céo, chuyén dé mot
cach chuyén nghiép.

Nim dugc cong cu trong trinh duyét web dé gtri va nhan thu dién tu.

. V¢ k§ ning:

Soan thao vin ban két hop cac k¥ niang sir dung ban phim, diéu khién chudt va
cac k¥ nang trinh by vin ban theo dung tiéu chuan.

Thiét ké bang biéu, sap xép, tinh toan so liéu, tao biéu do.

Tao céac ban trinh dién chuyén nghiép két hop cac thudc tinh: vin ban, 4m thanh,
hoat hinh va dinh thoi gian trinh dién tu dong.

Str dung duoc trinh duyét web va guri, nhan thu dién tu.

. Vé nang luc tw chi va trach nhiém:

Panh gia tinh tu giac, tinh ky luét, tham gia diy du thoi luong mé dun, can
than, ti mi, chinh xac trong cong viéc.
Cé thai do nghiém tic trong thuc hanh

Cén than, thao tic nhanh chuén xéc, tu giac trong hoc tap.

NOI DUNG MO PUN

1.
2.
3.
4.
S.
6.

T6ng quan vé Internet

Dich vu World Wide Web — Truy céap Internet
T6ng quan vé phan mém xt 1y van ban

Trinh bay van ban

Xt 1y bang biéu

Bao mat va In 4n
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7. Tong quan vé Excel

8. Ham trong Excel

9. P thi va In 4n

10. Téng quan vé Powerpoint
11. Hiéu tng va trinh dién
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BAI 1: TONG QUAN VE INTERNET

Gidi thiéu:

Inerternet c6 thé dinh nghia 13 mang ctia cac mang may tinh (Network of
Networks) sir dung giao thirc TCP/IP. Ttr mot dy 4n nghién ciru, phat trién mang
thong tin may tinh dya trén cong nghé chuyén mach goi (packet switching
technology) phuc vu nghién ciru, phat trién ciia Bo qudc phong M¥ giita nhiing
nam 1960, Internet ngay nay da trd thanh mang cia cac mang thong tin may tinh
toan cau, duoc két ndi véi nhau trén co so bd giao thic trao doi dir liéu TCP/IP
(Transmission Control Protocol/ Internet Protocol), dap img ngay cang phong phu
hau hét cac dich vu thong tin lién lac cta xa hoi, tién téi trd thanh ha ting thong
tin lién lac duy nhét cua x4 hoi thong tin tuong lai.

Muc tiéu:

- Trinh bay dugc khai niém vé Internet;

- Trinh bay dugc céac dich vu trién khai trén mang Internet; Thuc hién cac thao
tac an toan véi may tinh

NOi dung chinh:

1.  Khai niém vé Internet

1.1. Nhirng khai niém co ban vé mang may tinh va internet
Mang may tinh va Internet la hai khai niém quan trong trong linh vyc cong nghé
thong tin va vién thong. Dudi day 1a mot s6 khai niém co ban vé chiing:

Mang may tinh:

Mang may tinh 14 sy két ndi ctia nhiéu thiét bi may tinh nhu may tinh c4 nhan, may
chu, thiét bi di dong théng qua cac phuong tién truyén thong nhu day cap, song
radio, quang hodc khong day. Muc ti€u chinh clia mang may tinh 1a chia sé tai
nguyén va thong tin giita cac thiét bi trong mang.

Cic thanh phan chinh ciia mang may tinh bao gom:

- Thiét bi (Devices): My tinh, may chu, dién thoai thong minh, thiét bi IoT
(Internet of Things), v.v.

- Phuong tién truyén thong (Transmission Media): Cap dong, cap quang, song
radio, song vién thong, v.v.

- Giao thuc (Protocols): Chuan quy dinh cach thong tin duoc trao doi gitra cac
thiét bi trong mang.

- Phan mém (Software): Hé diéu hanh mang, img dung mang, phan mém quan
Iy mang, v.v.

Internet:

- Internet (Viét tat cua "interconnected networks" - mang ludi lién két) 1a mot
mang toan cau két n6i hang ty thiét bi tir khap noi trén thé gidi. N6 ra doi tir
viéc két nbi nhiéu mang may tinh riéng l¢ lai voi nhau, tao thanh mot mang
16n hon cho phép truyén tai thong tin va dich vu qua giao thitc TCP/IP.
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Cic diém quan trong vé Internet bao gom:

World Wide Web (WWW): Mot phan cta Internet cho phép ngudi dung
truy cdp va tuong tac vdi cac trang web thong qua trinh duyét web.

Giao thirc TCP/IP: La giao thirc co ban cho viéc truyén tai thong tin qua
Internet.

Dia chi IP (Internet Protocol): Dia chi dinh danh duy nhét cho mdi thiét bi
trén Internet.

Dich vu truc tuyén: Email, tro chuyén, chia sé tap tin, truyén phat tryc tuyén,
mang xa hoi, v.v.

Internet da thay doi cach con ngudi giao tlep, lam vi¢e va tiép can thong tin.
N¢ da tr¢ thanh mot phan khong thé thleu trong cudc song hang ngdy cta
ching ta va 1 nén tang cho sy phat trién ciia nhiéu linh vyc khéc nhau.

* Pinh nghia mang may tinh

Mang mady tinh la su két ndi ciia cac thiét bi may tinh khac nhau, nhu may
tinh ca nhan, may chu, dién thoai thong minh, may tinh bang va thiét bi loT
(Internet of Things), thong qua cic phuong tién truyén thong nhu day cép,
song radio, song vién thong, quang hodc khong diy. Muc tiéu chinh cua
mang mdy tinh 1 chia sé tai nguyén va thong tin gitta cac thiét bi trong
mang, cho phép ho trao doi dir liéu, tai liéu, ung dung va dich vu.

Mang may tinh c6 thé phan chia thanh cac loai khac nhau dua trén quy mo,
pham vi va muc dich st dung. Cac mang nho trong vung nhu mang LAN
(Local Area Network) két nbi cac thiét bi trong pham vi han ché, trong khi
cac mang 16n hon nhu mang WAN (Wide Area Network) hodc mang toan
cau nhu Internet két ndi cac thiét bi trén pham vi rong hon va c6 thé trai
doc khip thé gidi.

Mang may tinh dugc diéu chinh va quan ly bang cac giao thue, chuan k¥
thuat va phan mém dam bao rang thong tin c¢6 thé duoc truyén tai mot cach
hiéu qua va bao mat. Cac giao thirc nhu TCP/IP (Transmission Control
Protocol/Internet Protocol) cung cép co ché dé truyén tai dir liéu qua mang
va xac dinh cach thiét bi trong mang tuong tac voi nhau.

Mang may tinh dong vai tro quan trong trong viéc ho tro giao tiép, cong tac
va chia s¢ thong tin gitra con ngudi va may tinh. N6 cling la nén tang cho
cac dich vu tryc tuyén, tmg dung web va nhiéu khia canh khac ciia cudc
song hién dai.

1.2. Lich sir mang may tinh

1969: Dua vao st dung thir nghiém mang thong tin may tinh trén co s¢

cong nghé chuyén mach géi (packet switching technology).
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1977: Thtr nghiém thanh cong viéc két ndi ba mang thong tin may tinh cta
ba trudng dai hoc 16n & My bang giao thitc TCP/IP.

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

1990/1991: Internet dugc thuong mai hoa voi sy ra doi cia td chire khuyén
khich phat trién va st dung Internet "Xa hoi Internet" (Internet Society), bat dau
thoi ky phat trién bung nd cua Internet. Tir ddy, Internet d thuc sy tré thanh mang
thong tin may tinh cua toan xa hoi.

1997: Pi c6 hon 100000 mang thong tin may tinh duoc két ndi trong
Internet toan cau véi hon 15 triéu may chi va 50 triéu ngudi str dung. Nguoi ta
du doan nhitng con sb nay sé& ting gip d6i sau mdi nam.

Thoi gian dau, Internet chi cho phép cac t6 churc phi loi nhuan st dung boi
vi phan 16n thong tin dugc cung cap tir cac to chtrc khoa hoc qubc gia, co quan
quan tri hang kkong va khong gian, va bo quéc phong My, voi ngéan quy lay tir
chinh phti. Nhung khi céc hé théng mang cong ty bat dau bung nd, ngudi dung co
thé truy cap cac Website thuong mai - cac Website nay khong st dung tir ngan
qui chinh phu. Vao cudi nim 1992, xuat hién nha cung cép thong tin thuong mai
dau tién - Delphi - cung cap dich vu day du trén Inernet cho khach hang. Va sau
d6, mot vai nha cung cap khac ra doi.

Ngay nay, khong ai klem soat toan bd Internet ma mdi nha quan tri mang
chi quan Iy phan mang cua t6 chitrc minh. Tuy nhién dé Internet phat trién theo
mot chiéu huong thong nhat, W3C c6 nhiém vu theo doi cic chuin vé Web, phat
trién céc giao thtrc truyén thong chung trén Internet. W3C cung cap cac thong tin,
cac ma tham khao, cac nguyén mau (prototype), cac tmg dung cho ngudi dung va
cac nha phat trién, nagy nay W3C c6 tru so dit tai My, Chau Au va Nhat.

C6 thé ké dén nhiing yéu t6 chinh thac day sy phat trién manh mé cia
Internet ma thuc chat 13 viéc mo rong thuc hién két n6i mot cach mém déo va tin
cdy cac mdy tinh va cac mang mdy tinh v&i nhau trén co s& bd giao thic trao doi
dir liéu TCP/IP sau day:

Viéc st dung bo giao thitc TCP/IP trong hé diéu hanh UNIX dé thuc hién
trao d6i dir liéu giilta cac tién trinh trén mot may va gilta cac may duogc két nbi
trong mang. UNIX 13 hé diéu hanh dugc str dung rong rai tir 1983 trong cac truong
Dai hoc va cac Vién nghién ciu 6 My.

K¥ thuat vi xtr Iy va cdc may tinh ca nhan PC (Personal Computer) ra doi
vao gitta nhimg nim 1980 va ngdy cang dugc hoan thién, nang cao vé cong suit
tinh toan va tién loi trong giao di¢n st dung, da thuc sy rat ngan khoang cach giita
nguoi sir dung va cac thiét bi tinh toan, lam cho may tinh tham nhap ngay cang
sdu vao tat ca cac linh vuc cta doi song xa hoi va thiic day nhu cau két noi may
tinh va mang may tinh.

NFSNET, mang xuong séng Internet ra di nam 1986 & My vei toc do truy
nhap duong truc 1a 45 Mbit/s, da nang cao mdt budc co ban vé dai thong va chat
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luong truy nhap mang, dép Gmg duoc yéu cau trao do6i thong tin ngay cang cao
trong cong dong nghién ctru va giang day.

Viéc sir dung hé thong tén mién (DNS) di 1am cho viéc truy nhap Internet
tréd nén don gidn va tién loi.
1.3. Mang may tinh va lgi ich ctia mang.
Nhu ciu ciia viéc két néi mang may tinh

Viéc ndi may tinh thanh mang tir 1au da trd thanh moét nhu cau khach quan vi :

- Co6 rat nhiéu cong viéc vé ban chat 1a phan tan hodc vé thong tin, hodc vé xir Iy
hodc ca hai doi hoi c6 su két hop truyén thong véi xir Iy hodc sir dung
phuong tién tur xa.

- Chia s¢ cac tai nguyén trén mang cho nhiéu ngudi sir dung tai mot thoi diém

- (6 cimg, may in, 6 CD ROM.. . )

- Nhu céu lién lac, trao d01 thong tin nho phuong tién may tinh.

- Céac ung dung phan mém doi hoi tai mot thoi diém can c6 nhiéu ngudi
st dung, truy cap vao cung mdt co so dir liéu.

2.  Str dung Internet

2.1. Trao d6i E-mail va tip tin qua mang Internet

Phuong thirc giri va nhan thu: Dé nhan thu dién tir, nguoi dung can thuc hién
cac thao tac sau:

- Khéi dong Outlook Express

- Kich chudt vao nut sendfrecy hoac 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 nhén thu.

- Trong khi guri/nhén, nguoi dung cling co thé ngung cong viéc nay bang cach
bam nat Stop. Hodc bAm nut Hang up when finished dé huy két ndi téi hop thu.

g Checking for new messages on "mail snnwvn'..

Receiving message 12 of 37...

™ Hang up when finished

Tasks ] ETee |
Tasks | Status | Connection
P Check for new messages on mal wany, .. Executing W
0 of 1 tasks have completed successhully =

Hop biéu dién tién trinh giri/nhan thu
Luu y: Néu nguoi dung chua khai bao mat khau truy cap hop thu trong
Account tuong trng thi Outlook Express s€ yéu cau nguodi dung phai nhdp vao mat
khau truy nhap hop thu dé thuc hién viéc két noi téi hop thu va tai thu tir hop thu
ve€ hay gui thu do di.
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Tao méi mot birc thw

Pé tao mdi mot buc thu, ngudi dung chi kich chudt vao nat waus. trén thanh
Toolbar.

Man hinh New Message xuit hién cho nguoi dung soan thao b thu dé gui di.
Mot buc thu thong thuong dugc cau tric lam 02 phan: phan ti€u dé va phan ndi dung
thur.

Phén tiéu dé sé co mgt s6 muc sau:
Dia chi nguo1 nhan (To): La dia chi cua tat ca nhiing nguoi nhan buc thu.

Dia chi ctia ngudi dong nhan (CC): Vé chtrc ning nhimg dia chi thu trong phan
CC cfling s€ nhan dugc thu giong hét nhu trong phan To. Tuy nhién vai tro cia
nguoi nhan thu lai khac nhau.

Pia chi ciia nguoi dong nhan dau tén (BCC): nhitng dia chi trong phan nay déu
nhan duoc birc thu giri téi. Tuy nhién khac vdi phan CC, trong phan tiéu dé cua
birc thu duoc giri di s& khong c6 dia chi cia nguoi nhan d6 mic du ngudi d6 van
nhan dugc thu. Phan BCC s& xuét hién khi nguoi dung Kich chudt vao nut
T8 hogc EACe:,

Tiéu dé cta birc thu (Subject): Thong thudng d6 1a dong chit biéu thi cho toan bo
ndi dung buc thu.

Chu y: Néu co phiéu dia chi trong phér; To hay CC cua birc thu thi cac dia
chi nay phai duoc viét phan cach nhau bdi1 dau cham phay (;).

Phén noi dung thu: 7 ’
Trong phan nay, nguoi dung co thé ity v soan thao ndi dung birc thu theo y muon cua

N
minh.
Gied . @i | "7 Thupe hisn dinkh loem file =lo >cj
A - - ,—j ﬁ
I-—T‘;J % B:a-ch:glrl:hu— e | - | =
Send it rgr,r.[ j Artach P-:orty

[CEY To: [phond@ibfc . com .ﬂ/
Cies [ | Tigw de thw _J
Subject: [Chuong trinh dao tac Oracke moi —

Axtach: [ Chuong brinh dao tao Cracle.doc (S66 KE)
I s = Bf File d)nhkzm(nzuco} ] -
Arial I I d--

=l

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

—
L

Mgi dung caa
thour rmowe o gurd O

=1
e

Man hinh New Message dé tao mot buc thu

Pinh kém file vao buwe thw

Nguoi dung c6 thé dinh kém bat ky mot file dir liéu ndo vao trong ndi dung
cua burc thu. Khi do toan b¢ file dinh s€ dugc gui di cung véi bire thu tdi hop thu
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ctia nguoi nhan. Tai ddy ngudi nhan co thé tai vé va luu file dinh kém 1én dia hay

truc tiép mo file.

Pay 1a mot hinh thirc truyén tai lidu rat phd bién thong qua con dudng thu dién

tu.

Pé thuc hién viéc dinh kém file, nguoi dung thuc hién theo cac budc sau:

- Kich chudt vao nut c¢6 biéu tuong dinh ghim 0 trén thanh ToolBar hodc chon
chirc nang Insert\File Attachment.

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

- Mot blrc thu ¢6 thé ¢ nhiéu file dinh kém khac nhau.

Luu y: Khong nén dua qué nhiéu file dinh kém vao trong thu vi nhu vay thu
gui di ¢6 thé c6 dung luong qua 16n. Nhu vay s€ ton nhi€u thoi gian dé gui va
nhan thu.

Kiém tra thw va doc thu

Cong viéc kiém tra va doc thu con duoc goi la Check mail. Sau khi nguoi
dung da bam nut Send/Recv dé thyc hién nhéan va chuyén thu. Céac thu gui toi hdp
thu cua nguoi dung déu s€ dugc tai vé may tinh cua minh. Thong thuong, cac thu
tai vé déu dugc dat trong Folder Inbox va Folder nay s€ dugc thé hi¢én duéi dang
chir nét dam.

Chuyén toi Folder Inbox, cac thu trong Folder s& duoc hién ra trong danh sach
phia bén phai. C6 mdt s6 dac diém trong danh sach thu ma ngudi dung can biét:
- Tén thu ¢6 nét dam cho biét thu do chua duge doc. Nguoc lai, tén thu do6 s€ c6
nét nhat.

- Céc thu c¢6 file dinh kém, s& c6 mdt biéu tuong kep gidy ndm 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
Chié nét d5m ==> Thue chwa doc tu 18/02/02 den 01 /03/02 332002 1:41 AM

3/10/2002 12:07 ...

|«

Danh sach thu c6 trong Folder

Pé doc thu, ngudi dung chi can don gian chon thu can doc trong danh sach
thu phia bén phai. Toan bd ndi dung cta birc thu tuong ing s€ duoc hién thi &
ngay man hinh phia phia dudi.
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Subjject: F{\ For your info: Oracle? "
xuyen q° ma thai®, -l

Tuy nhign,| Ym dbc Bio mét cha avidson &8 18n tiéng bic bd n

i chi tric trén. Ong ta cho riNg rmewerg-reremreereot |3 khiing cdng bing. Trong
miail giri ch 0 Mullen, dng ta cho biét Oracle d3t théng béo cda Litchfield & i tri "w a0
nhét", v ¢ uydn céo ring ching qup moi vigc déy phy thudec vao cach hiu din
khiing hé ndo md thii _
= 6 bisu tupng dink ghim

Bruce Schneier, nha séng lip ding thei 3 Gig—lc Céng ngh§| ==> Thw ci dinh kim file

Security, thing thin phat biéu “Téi khdng thich nhirng khiu hig
18. Tir “khong the b xuyén thing” MW Khi Oracle ndl phan mém

ciia hg khang thé bi xuyén thing, thi Nkip vio i

2

No6i dung bure thu

Thu c6 file dinh kém thi s& c6 mot biéu twong kep gidy nim ngay goc trén
phai. Nguoi dung khi nay c6 thé tai file dinh kém vé may hoac mo file dinh kem
ra xem. B¢ lam duoc di€u nay, ngudi dung can:

- Kich chudt vao biéu tuong kep gidy.

- Trong hop thoai Windows Attachment Warning, ngudi ding c6 thé tiép tuc
chon Open it néu muon mo file dinh kém luon, hoac chon Save it to disk dé
luu gitt file nay vao may tinh.

Open Attachment ‘W arning E3

g  Opening
\.I) s 225pg

Some files can contain viluses of othenwise be hammiul bo your
computed. ILis impoitant o be cerlain that thiz file is fom a
trustworthy sournce.

Wwhat would vou like to do with this fe?
" Open it

v Always ask before apening this type of file

[ ok ] canca |

Hop thoai x4c nhan m¢ file dinh kém hay ghi 1én dia
Tra loi thw

Nguoi dung co thé tra 101 tit ca cac birc trong Folder thu. Trong thu tra 10i,
dia chi guri t61 (dia chi To) s€ chinh 1a dia chi cuia ciia nguoi da gt birc thu dén
hop thu ctiia nguoi dung trude d6 (dia chi From).

~ Nguoi dung c6 thé chon chirc ning Reply 2o qé gui thu tra 101 to1 chi duy
nhat dia chi cia nguoi da guri buc thu (phan From cua butc thu guiri dén).

Hoic ngudi dung ciing c6 thé chon chirc nang Reply All 2 g gui thu tra
101 to1 dia chi cua ca ngudi da gui bure thu (phan From cua buc thu giri dén) lan
dia chi cua nhiing nguoi khac c6 nhan duge buc thu (phan CC cua bire thu gui
dén).
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Noi dung ctia thu ban dau s& duoc thé hién ngay trong birc thu giri tra nhung
dugc danh dau & phia bén trai ctia moi1 dong thu.

Trong buc thu tra 101, ngudi ding ciing ¢ thé dua vao d6 cac file dinh kém
tuong tu nhu trong phan tao thu.

Xo0a thw

Dé x6a mot birc thu nao do, nguoi dung chi can don gian chon tiéu dé cua
burc thu can x6a roi bam nat Delete trén ban phim.

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

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

C6 rat nhiéu dia chi web ta c6 thé tao duoc mét dia chi thu mién phi nhu
Yahoo.com, hotmail.com, vietfun.com,...

Hudéng 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 &¢ Yatoo! - el

Welcome to Yahoo! Mail

Y ahoo! Mail offers a varety 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

* Fras 4MB storage * POP Aocess & Forwarding = Tour own domain

+ Stata-of-the-art spam protaction * Largar attachmants * Parsonalizad email addrass

# Advanced virus protaction & Extra Storage, and roral (#x: me@my-own-nams.com)
* Starting at $29.9%/ vear * Profassional amail solution

[ex: sales@widgetdesigns.com)
= Starting at $25/ year

Sign Up Now Sign Up Now Sign Up Now

Laarn Morg Learn More

- YahoolD: G& tén hom thu can tao (Khéng dau, khéng céch)

- 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

- Gender: Chon gidi tinh

- First / Last name: Go6 ho va tén dém

- Langgue: Chon ngdn ngtr

- Zip Code: G0 ma nudc

Trang 13



- Industry : Chon nghé nghiép (chon bat k)
- 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 nghla mang may tinh

Mang may tinh la tap hop cac may tinh doc lap (autonomous) dugce két ndi
véi nhau théng qua cac dudng truyén vat 1y va tuan theo cac quy udc truyén
théng nao do.

Khai niém may tinh déc 1dp duwoc hiéu 1a cac may tinh khong ¢ may nao
c6 kha nang khai dong hoac dinh chi mgt may khac.

CAc duwrong truyen vat 1y duwrgc hiéu la cc moi truong truyén tin hiéu vat Iy
(c6 thé Ia hitu tuyen hodc Vo tuyén).
Cac quy wéc truyén théng chinh la co so dé cac may tinh co thé noi chuyen™
dwoc véi nhau va 12 mét yéu t6 quan trong hang dau khi néi vé cong nghé
mang may tinh.

/\II

* Nhu cau ciia viée két ndi mang may tinh

Viéc ndi may tinh thanh mang tir 1au d& trg thanh mot nhu cau khach quan vi:

- CO0 rat nhiéu cong viéc vé ban chat 1a phan tan hoac vé thong tin, hodc vé xir
ly hodc ca hai doi hoi co su két hop truyén thdng véi xir ly hoic sir dung
phuong tién tur xa.

- Chia sé céc tai nguyén trén mang cho nhiéu nguoi st dung tai mot thoi diém
(6 ctimg, may in, 6 CD ROM . . )

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

- Céc ung dung phan mém doi hoi tai mot thai diém can ¢d nhiéu nguoi sir
dung, truy cap vao cung mot co so dir licu.

3.2. Piac trung Ky thuat cia mang may tinh:
Mot mang may tinh c6 cac dac trung k¥ thuat co ban nhu sau:

* Puwdng truyen
L& thanh t6 quan trong ciia mot mang may tinh, 1a phuong tién ding dé truyén
cac tin hi¢u dién tr gitra cac may tinh. Cac tin hiéu diéu tir do chinh la cac thong
tin, dit liéu dugc biéu thi dudi dang cac xung nhi phan (ON_OFF), moi tin hiéu
truyén gitra cAc may tinh voi nhau déu thudc song dién tir, tuy theo tan sé ma ta
c6 thé dung cac duong truyén vat 1y khac nhau
Dic trung co ban cia duong truyén 1a giai thdng né biéu thi kha nang truyén
tai tin hiéu cua duong truyén.
Thdng thuong ngudi ta hay phan loai duong truyen theo hai loai:
- Puong truyén hitu tuyén (cac may tinh duoc ndi véi nhau bang cac day cap
Mang).
- buong truyen vO tuyén: cac may tinh truyén tin hiéu véi nhau théng qua céc
song vo tuyén vai cac thiét bi diéu ché/giai diéu ché & cac dau mat.
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* K¥ thuat chuyén mach:

La dic trung Ky thuat chuyén tin hiéu giira cac nat trong mang, cac nt
mang c6 chirc nang hudng thdng tin téi dich nao @ trong mang, hién tai cd cac
ky thuat chuyén mach nhu sau:

- K¥ thuat chuyén mach kénh: Khi c6 hai thuc thé can truyén thdng véi nhau
thi gitra chiing sé& thiét 1ap mot kénh ¢ dinh va duy tri két ndi d6 cho toi khi
hai bén ngit lién lac. Céc dix liéu chi truyén di theo con duong ¢ dinh dé.

- K§ thuat chuyén mach théng béo: théng bao 1a mot don vi dit liéu cia nguoi
str dung c6 khuén dang duoc quy dinh trudge. Mdi théng bao co chira cac thong
tin diéu khién trong d6 chi rd dich can truyén téi cia théng béo. Can cir vao
théng tin diéu khién nay ma mdi ndt trung gian c6 thé chuyén théng béo téi nat
ké tiép trén con duong dan toi dich caa théng bao

- K§ thuat chuyén mach géi: ¢ ddy mdi thong béo duoc chia ra thanh nhiéu gdi
nho hon dugc goi la cac goi tin (packet) co khudn dang quy dinh trudc. Mbi
goi tin ciing chira cac thong tin diéu khién, trong d6 c6 dia chi nguon (nguoi
gui) va dia chi dich (nguoi nhan) cua goi tin. Cac goi tin cua cung mot thong
bao co thé dugc goi di qua mang t6i dich theo nhiéu con duong khac nhau.

* Kién tric mang

Kién tric mang may tinh (network architecture) thé hién cach ndi cac
may tinh v&i nhau va tap hop céc quy tic, quy udc ma tat ca cac thuc thé tham
gia truyén thdng trén mang phai tuan theo dé dam bao cho mang hoat dong tét.

Khi no6i dén kién triic caa mang ngudi ta mubn ndi téi hai van dé Ia hinh
trang mang (Network topology) va glao thirc mang (Network protocol)

- Network Topology: Cach két ndi cac may tinh véi nhau vé mat hinh hoc ma
ta goi la td pd cia mang.

Cac hinh trang mang co ban do la: hinh sao, hinh bus, hinh vong

- Network Protocol: Tap hop cac quy udc truyén thdng gitra cac thyc thé truyén
thdng ma ta goi la giao thuc (hay nghi thic) cia mang

Cac giao thirc thuong gap nhat 1a : TCP/IP, NETBIOS, IPX/SPX, . ..

* H¢ diéu hanh mang

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

- Quan ly tai nguyén caa hé thong C4c tai nguyén nay gom:

+ Tai nguyén thong tin (vé phuong dién luu trix) hay ndi mét cach don gian
la quan ly t€p. Cac cong viéc vé luu trir tép, tim kiém, xo4, copy, nhom, dit cac
thugc tinh déu thuéc nhém cong viéc nay

+ Tai nguyén thiét bi. Biéu phdi viéc sir dung CPU, cac ngoai vi... dé tdi uu
hoa viéc st dung

- Quan ly nguoi dung va cac cong viée trén h¢ théng. Hé diéu hanh dam bao

giao t1ep gira ngudi sir dung, chuong trinh ung dung véi thiét bi cua hé théng.
- Cung cap cac tién ich cho viéc khai thac hé thng thuan loi (vi du FORMAT
dia, sao chép tép va thu muyc, in 4n chung ...)

Cac hé diéu hanh mgng thdng dung nhdt hién nay la: WindowsNT,
Windows9X, Windows 2000, Unix, Novell.
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4. Cac dich vu trén Internet
4.1. World Wide Web

World Wide Web (WWW hay Web) 1a mét dich vu méi nht va c6 hiéu qua
nhit trén Internet. WWW véi nhimg dic trung cta riéng né cing véi to hop céac
dich vu thong tin da bién no tré thanh mot dich vu rat hitu ich nhung lai rat da
hiéu. Néu khi ching ta can FTP thi client FTP s& cho phép ching ta cé thé truy
nhap vao tai nguyén cua FTP. Néu chling ta cAn WAIS thi client WAIS s& cho
phép ching ta truy nhap vao WAIS server. Néu 14 client Gopher thi ¢6 thé ndi véi
Gopher server. Con trinh duyét Web c6 thé cho phép chiing ta truy nhap vao tat
ca céac dich vu trén va con hon thé nira. Tai lidu WWW duoc viét béng ngon ngir
HTML (HyperText Markup Language) hay con goi la ngén ngir si€u van ban.
Du6i dang nguyén thity n6 giéng nhu vin ban binh thudng nhung n6 c6 thém mot
s6 1énh dinh dang. HTML bao gém nhiéu céach lién két véi cac tai nguyén FTP,
Gopher server, WAIS server va Web server. Web server trao doi céc tai licu
HTML bang giao thic HTTP (HyperText Transfer Protocol) hay goi 1a giao thirc
truyén siéu van ban. V&1 mot cach dinh dang dac biét bdi cac 1énh cia HTML, ta
biét dugc ¢ su lién két voi 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& tur dong chuyén toi két nbi d6. Néu d6 1a mot tai liéu HTML thi trinh duyét chi
don gian 14 hién thi vin ban d6. Néu d6 1a mot thu muc ctia mot tai nguyén FTP
thi trinh duyét s& liét ké danh sach thu muyc va thé hién ndi dung bang mot loat
cac két ndi vai tén sau khi cac thu muc con va cc tep da duogc liet ké déy du trén
thu myc. Khi ching ta kich vao tép thi lién két phuc hoi thanh tép va hién chung
néu co thé hodc truyén nd dén ngudi str dung. Ciing nhu trén, theo céac lién két thi
mot Gopher Server hién thi mot thuc don tir chinh Gopher Server do. Lién két xac
dinh thyc don muc cao nhét hodc bat ¢t thue don nao trong hé¢ théng thuc don
bac ctua Gopher. Mdi mot thu muc don hoat dong nhu mot lién két siéu van ban
dan ti thuc don con.

Pé sir dung trinh duyét d6 hoa,  nguol dung 1a cac cong ty hay cac truong dai
hoc phai két ndi IP vao Internet. P6i véi nguoi str dung tai nha riéng thi can két
ndi SLIP hodc PPP dé str dung trinh duyét d6 hoa. Vi nguoi dung thong qua cac
may két ndi Internet hoic két ndi Internet don gian s& khong duoc hd tro trinh
duyét Web d6 hoa ma chi str dung trinh duyét dang ky tu va do vay, khong thé ¢
hinh anh d6 hoa dep. Viéc dich vu WWW c6 thé cho phép két ndi cac thong tin
trén quy mo 16n, st dung don gian da gitp nd trd thanh mot dich vu quan trong
trén Internet. Tai liéu HTML c6 kha ning cung cip cac ndi dung cé gia tri va cac
thong tin bo ich, don gian. Chi can mot 1an kich chuét 1a c6 thé truy nhap vao cac
Server thong tin & bét cir dau.

4.2. E-mail

E-mail - viét tat ctia Electronic Mail (thu dién tir) 1d mot dich vu dugc trién
khai trén cac mang mdy tinh cho phép nguoi dung cé thé gui thu cho nhau.
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O day “thu” 1a mot tép dang text, hanh dong chuyen thu dugc thyuc hién theo
phuong thic truyén glri cac tép nay trén cac duong truyén dan cua mang. Trong
nhiéu truong hop thu con co tur dong nghia la thong diép (message), ding ra thong
diép can dugc hiéu 12 mot thu ngan khong vuot qua mot cau.

E-mail 1a dich vu co ban nhét, va phd thong nhit trén mang, 1a nén tang dé
xay dung mdt van phong khong giady (paperless office).

* Cac mo hinh hgat dong cua dich vu E mail:

- Mo hinh thong diép truc tiép: Theo mo hinh nay, cac thong diép dugc giri truc
ti€p, ngay lap tuc téi cdc may dang hoat dong trén mot LAN.

- M6 hinh hép thu luu: La mo hinh khéch—cl}ﬁ cua dich vy thu dién tu, theo do
chuong trinh thue hién dich vy nay duoc viét thanh hai phan chuong trinh chay
doc 1ap tuong doi:

+ Chuong trinh phia Client (khach) chay trén cac may tram lam viéc ciia mang
va phan phia Server (cht) chay trén may cha cia mang. Ngudi dung soan
thao thu, 4n dinh dia chi nhan va “ra 1énh” gui thu thong qua chuong trinh
client vé may chu ciia mang.

+ Chuong trinh Server don nhan céc thu guri tir Client, Iuu trit vao cac hop thu luu.

+ MObi ngudi dung ciing nhan va doc thu ciia minh bang cach dung chuong
trinh phia client duyét danh sach céc thu guri cho minh va doc thu quan tam.

+ Chuong trinh Server ciing c6 thé phat tin hiéu bao co6 thu cho nhiing ngudi
dang lam viéc trén mang.

- M6 hinh Internet Mail: La mé hinh lién két cac hop thu luu trén Internet, mdi
hop thu luu cho mot ving. Néu tt ca cac lién két dang duoc thyuc hién, thu s&
dugc chuyen dép hop thu luu dich trong vai gidy, truong hop ngugc lai nd s€ duge
chuyén budc qua tung hop thu luu va cac duong lién két dang thuc hién dé dén
dich cudi cung.
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BAI TAP BAI 1:

Kién thirc:

Céau 1: Hay m¢ 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
yéu cau sau:
- G61 mail cho chung ta ctiia minh
- G6i mail cung mdt lac cho nhiéu ngudi
- Thuc hién g&1 mét attach file cho chinh hdp mail cua minh
Ky nang:
Bai tap ung dung: Hudéng dan khai thac Web qua mail:
Dich vu Agora
pé léy trang web qua mail tir dich vu Agora, ta thuc hién nhu sau:
+Géi 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> hodc 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 mot trong cac dia chi sau:
Getweb@usa.healthnet.org
Getweb@unganisha.idrc.ca
W3mai@gmd.de

CHI DAN DOI 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 ung dung chay trén may tinh va huéng dan sir dung trude khi thuc

hién 1énh.

3 Thuc hién day du cac budc chuan bi khi thuc hién 1énh khai thac web qua mail.
. st dung mg dung theo quy dinh va thao tac dung cac lénh.

5 Tong diém va két cau diém cua cac bai nhu sau:

Tong s6 diém t6i da cho bai: 100 diém, két cau nhu sau:

a, Phan thuc hanh khi thyc hién : Téng cong 70 diém

b, Phan chinh x4c va nhanh chong : 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 quy dinh an todn lao déng, cac quy dinh cia

xwong thuc tdp, néu vi pham sé bi dinh chi thuc tap
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Panh gia két qua hoc tap

Cach thirc va Piém Két qua
TT Tiéu chi danh gia phuong phap £ thwe hién cua
. . toi da ‘.
danh gia nguoi hoc
| Kién thirc
1 Cac cau lénh dung dé vao 1
mail. % , Z.
1.1 | Liét ké day du cac muc trong VaE da}? . d?? 0,5
: chiécu vé&i noi
mail ___ dung bai hoc
12 | Liét ké diy du cac ca phap | o ne PaHe 05
1énh trong mail
2 Chuc ndng, nguyén 1y lam 2
viéc cﬂ}a man h}nh IE
2.1 Ikﬁ?; ?éy du cau tao cia man Lf:‘m b.%i tu}uérﬂl? 0,5
2.2 | Trinh bay cong dung va ?101 Chl‘e U Vo1 Dot 1
a1 s . LD ung bai hoc
nguyén 1y lam vi¢c clua céc
1€nh trong mail.
2.3 | Trinh bay dtng céach thyc hi¢n 0,5
cac l1énh.
3 Pham vi ing dung cua IE,mail 2
3.1 |Néu dung thuyc chat cua 1
IE,mail Lam bai tu luan,
3.2 | Trinh bay dhy i dae didm cia | 01 chiu voi nol 42
mail dung bai hoc
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 luén, 1,5
thyc hién 1énh d6i chiéu voi noi
dung bai hoc
5 | Chon ché do lam viéc va cich 1,5
thuc hién 1énh hop ly. . .. .
5.1 | Néu cach chon 1énh phu hop L?m ‘tza1 t1_1’ }}}{an 0,5
5.2 | Trinh bay ding cach thyc hién | 2. trac - nghiem =5
A 01 chiéu véi ndi
lénh. dung bai hoc
5.3 | Trinh bay cach chon duong i 0,5
dan dén lénh chinh xéac
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ding quy dinh

6 Trinh bay dang k¥ thuat thuc | Lam bai tu luan,
hién 1énh d6i chiéu véi noi| 2
dung bai hoc
Cong: 10d
Il |KYy nang
1 Nhan biét mot s6 giao dién cua | Quan sat hinh
IE anh, d6i chiéu
N .. 2
v6i ndi dung bai
hoc dé nhan biét
2 Van hanh thanh thao mét s6 |Quan sét cac thao
1énh trong IE. tac, doi chiéu véi 3
quy trinh vén
hanh
3 |Nhan biét va sir dung cac loai | Quan sat hinh
Iénh phu tro trong mail mot | anh, ky hi¢u cac
cach thanh thao loai Iénh  doi 5
chitu vo1 noi1
dung bai hoc dé
nhén biét
4 Phan biét va phan loai cac loai | Quan sat cac
1énh trong mail. 1énh, dbi chiéu 3
vo1 ndi dung bai
hoc dé nhan biét
Cong: 10 d
111 | Thai d
1 Tac phong cong nghiép khi vé | Theo do1 viéc 4
1.1 |Pi hoc day du, ding gio thuc hign, d6i| 15
1.2 | Khong vi pham ndi quy 16p hoc | chi€u v6i ndi quy 15
cua truong. ’
1.3 |Tinh can than, ti mi Quan sat viéc 1
thuc hién bai tap
2 bam bao thoi gian thuc hién bai | Theo doi  thoi
tap gian thuc hién
bai tap, dbi chiéu | 2
vai thot gian quy
dinh.
3 bam bao an toan thuc hanh va 4
v¢€ sinh cong nghiép Theo doi viée
3.1 |Tuan thu quy dinh vé an toan thuc  hién, ddi 15
khi thyc hi¢n Iénh trong mail | chiéu vd&i  quy ’
3.2 |Pay du bao ho lao dong( quan | dinh vé an toan 15
a0 bao hg, giay, thé hoc sinh...) | va v€ sinh cong ’
3.3 | Vé sinh phong may thuc hanh | nghiép 1
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\ Cong: \ 10d \
KET QUA HQC TAP
Tiéu chi dénh gi4 tllflf’:: T | Hesh Ilfsz ‘tl;‘;
Kién thirc 0,3
Ky nang 0,4
Thai do 0,3
Cong:
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BAI 2: DICH VU WORLD WIDE WEB -TRUY CAP WEBSITE
Gioi thiéu:

Pay la dich vu méi va phat trién manh trén Internet. N6 bao gdm nhiéu chtrc
nang, cong thém kha nang tich hop dugc hau hét cac dich vu hién c6 trén Internet.
World Wide Web cho phép ta truy cap duoc Gopher, Wais, FTP, sir dung Telnet,
Finger.

Web hoat dong theo md hinh client/server. Cac khach hang guri yéu cau
(request) vé mot tai liéu HTML (tac la khach hang gui URL cua tai liéu) to1 Web
server, Web server dung thong tin vé URL dugc cung cdp dé xac dinh trang Web

va tra 101.
recquest (LIRL) N
Fa
Mieh hronser ‘  response (ki) Meb zerver |

S
!
Sk

Client Server

Trang Web dugc tra vé cho khach hang c6 thé 1a trang Web tinh nghia 13 né
dugc tao ra va luu trit tur trude khi co yéu cau (Web server chi don thuan léy noé
va tra vé ) hodc 1a trang Web dong nghia 1a n6 dugc Web server tao ra dua trén
yéu cdu va cac thong tin cung cip cta khach hang, ¢ thé dua trén sy hd tro cua
cac phan mém tmg dung nao do.

MBoi khi ¢6 yéu cau tir phia khach hang thi mot két néi (connection) giira
khach hang chay trinh duyét Web va Web server dugc thiét 1ap, sau khi Web
server phuc vu xong yéu cau thi két ndi d6 dugc hiy di. Nhu vay moi két noi giira
client va server chi duogc thiét 1ap trong qua trinh trao doi théng tin diéu nay 1am
giam mat do st dung duong truyén trén mang.

Céc tai liéu World Wide Web duoc viét bang ngdn ngir HTML, hay con goi
1a Hyper Text Markup Language. N6 cho phép ta m6 ta cac mdi lién két gilra cac
tai liéu voi nhau va cac méi lién két t6i cac dich vu Internet khac. Web truyén cac
tai litu HTML thong qua mdt giao thirc goi 1a HTTP (HyperText Transfer
Protocol).

Céc tai lieu HTML bao gdém kha ning lién két t6i rat nhiéu dang thong tin
khac nhau nhu van ban, hinh anh, am thanh v.v...

Tuy nhién do khd ning hd trg multimedia nhu vay, chi nhitng nguoi c6
duong két ndi tbc do cao vao mang Internet méi cé kha niang tan dung hét cac
khia canh wu viét cua dich vu World Wide Web.

HTTP (HyperText Transfer Protocol) 13 giao thirc dung trong viéc trao ddi
thong tin gitta trinh duyét Web va Web server. Giao thitc nay hd trg va truyén cac
thong tin duai nhiéu dang khac nhau nhu van ban, hinh anh, am thanh, v.v... theo
chuan MIME (Multipurpose Internet Mail Extension).
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URL (Uniform Resource Locator) 1a mot phuong thirc dé tham chiéu téi mot
tai nguyén bat ky trén Internet. URL duoc sit dung trong cac dich vu thong tin
trén Internet nhu Gopher, WAIS, WWW, v.v... Mdi mot trang Web c6 mot URL
duy nhat dé xac dinh trangWeb d6. Ct phap ctia URL c6 dang nhu sau:
protocol://host name[:port]/path/filename-----
hoac protocol:// IP address[:port]/path/filename
Trong do:

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

+ Host name 14 tén clia may c6 thong tin can tra ctru.

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

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

+ path 1a dudng dan téi noi chira thong tin.

+ filename 1a t&p duoc tro toi (néu 1a HTML thi ¢6 phan mé rong 1a.htm hay.html
).

Vi du:

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

Hyperlink la cac siéu lién két gitp ta di chuyen (navigate) gitra cdc trang
Web. Moi hyperhnk tré toi URL ctia mot trang Web, néu ta nhan con tro ciia chudt
vao hyperlink nay thi trang Web d6 s& duoc hién thi.

Web page 13 trang Web trén d6 thong tin c¢6 thé dugc biéu dién dudi dang
van ban, hinh dnh, am thanh hodc cac doan phim. Trang Web duogc luu trir dudi
dang file co phﬁn m¢& rong la htm hodc html. Trén mot trang Web cé thé chira cac
lién két (hyperlink) t6i nhitng trang Web khac, diéu nay gitp nguoi dung c6 thé
truy cap dugc thong tin ¢ rat nhiéu trang Web khac nhau.

HTML (Hypertext Markup Language) la ngdn ngir dé tao nén cac trang Web.
HTML duing cac thé (tag) dé mo ta cau trac ciia mot trang Web va céc lién két t6i
cac trang Web khéc.

Muc tiéu:

M6 ta dugc dich vu World Wide Web trén Internet;

Cai dat va str dung dugc cac trinh duy¢t internet thong dung;
Trinh bay cac st dung thu dién tir ( E-Mail);

Trinh bay duoc dia chi Internet.

Thuc hién cac thao tac an toan v&i may tinh.

Noi dung chinh:
1. Dich vu World wide web

1.1. Trang chu

Internet Explorer (IE) la phan mém duyét Web ciia hing Microsoft va dugc
tich hgp ngay trong hé diéu hanh Windows 9x, Windows NT va Windows2000,...
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Ele Edt  Wiew Fgvoites Tools Help “
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Mang Khoa hoc. Cong nghé va Méi trwrang

B w0, FeOC, COMNG MGHE WA MO TRUOMG - MINISTRY OF SCIERCE, TECHMOUOGEY & ENWVIROSNMIENT

j E-Mall | Saarch | WF-Heat SHe
=l
—

Kha tao Word, s dung teg giap Help va thoeat khés Wored:

| - _Search |

B giding M3 Word Mat cich kKhae nhau 3 kb tao Word. Ly Windows Frograrm Mansger hoge i
Bai gitng MS Excel Pile Manager, 1 BWIS-TH0E, v 4 bidng cde lua chan ddng 1inh khac.
Bal gidng MS Access 1.1 Khai tao Word

Bai giang HTML
T o tha khdi tpe Word tiy Windowa Program Manager hofc 1 File Manager

Bal gidng phan cing hodc b¥ didu nhéc cua BMS DO
Dot Wius 1.1.1 Kh&i tae Werd tiw Windows Program Manager
Husng i i dung mang Nhay dap vao bide tgng Microsoft Word trong efia 08 nham Microsoft Office

trong Frogram Manager.

Khi che af chs Word xudt hidn, af of mdt van van ban trong v& mgt l'q:p thogi

._ac g trong nEaY (T\p :Jf t.l"e Da}) Ta c.U the ]\h&'l han_. c.ac. g ﬁﬁv "-ﬁng -
| ol - ’_-J_J
] hetpiivnseermoste. Qo v ndhasgang s d it o Intennet

H1. Man hinh hién thi trang Web trong IE

Man hinh IE bao gdm céc thanh phan chinh sau:

- Ti€u dé: Hién thi ti€u dé cua trang Web hi¢n tai.

- Menu: Cho phép nguoi st dung thuc hién cac 1énh thong qua cac muc chon
Menu

- ToolBar: Cho phép ngudi str dung co6 thé thuc hién 1énh thong qua viéc kich
chudt mot cach nhanh chéng. ’ 7

- Dia chi trang Web: Nguoi st dung nhép vao dia chi cua trang Web mudn hién
thi.

- Man hinh chinh: Phan hién thi noi dung cua trang Web.

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

&, Tiéu de

Phéan nay hién thi thong tin vé trang Web hién thoi

Titu d& cia
trang Web

Nt chire ndng: Phéng to,
thu nhé va déng cwra 6

H2. Tiéu dé trang Web

@ Menu trong IE

Cho phép nguoi st dung thue hién cac 1énh thong qua cac muc chon Menu.

H¢ thong menu trong cac phan mém ndi chung cing nhu trong IE néi riéng déu
bao gdm hai loai menu chinh:

- Menu Bar: Phin menu nidm trai ngang ngay trén man hinh. Mdi muc trén menu
thuong chira mdt nhém cdc muc menu con khéc.
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Cac che d%
the hién cla

I}

Cac céng cu khac céd
lEt ndt tén TE nhue:
mail, news, message,. ..

C'ac muc
menu lign
gquan dén file

|J Eile EEit Hieﬁ ngtgrites Iu:u:ﬂf;ﬂelp

b

Menu Bar caa IE

Thanh phin gitp 49
tnyc tuyen coa IE
(bang tieng Anh)

Cc tign ich, Té chive, heu gif
copy, cut, cac trang Web
tim kifm,. .. cha nguot diing

H3. Menu Bar trong IE

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

Luu y: Ta chi cht trong vao céc chiic nang hay dugc st dung

Menu File: Cac muc menu lién quan dén file

| File Edt View Favoites Tools H M& moi, leu gii file
chwa trang Web

\M |
P I In trang Web hién

S BT CirsP ,1"_ thei ra may in
-HE.—,__.—'—'—'_'_—”
Send »
Import and Export.. Lam vjéc ¢ ché d¢ Offline, tam thei khong
Properties / két|néi toi Internet (ché dé tiét kiém)
Work Offfine
Close
ot

\Dtmg trinh duyét Web

H4. Menu File trong trinh duyét IES

Menu Edit: Cac tién ich, copy, cut, tim kiém,...

Edit Miew Favortes Tools

Chrl+
Chrl+C

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

Select Al [+,

Tim kiém doan vin
Find [on Thiz Page]... Chrl+F -4 bén trong trang Weh
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HS5. Menu Edit trong trinh duyét 1E
Menu View: Cac ché d6 thé hién cua IE

Wiew Favoites Tool

Toolbars L2 Thay d6i cac thanh phin
v E:at;.:j_: f cda trinh duyét IES
. s ar

Eo To »

Biéu chinh font chii theé

HEFFBSh F5 / hién trong trang Weh
—~T TeASea  F|-

T Encoding >
Source Xem trang Web &
Ful Screen F11 g4+——  ché 46 toan man

H6. Menu View trong trinh duyét IE

Menu Favorites: To chirc, luu giir cac trang Web cua ngudi ding

Favoiites  Tools  Help Lwu trang Web

Add to Favorites. .. — hién thei vao kho
Organize Favorites...
] Links »

H.7 Menu Favorites trong trinh duy¢t IE

@, Toolbar trong IE

Cho phép ngudi st dung c6 thé thue hién 1énh thong qua viée kich chudt mot
cach nhanh choéng.

Tro Thai Tré ve In
lai  pin nap [yap trang trang
trang ..., frang lg;.i Web ‘Web ra
trwoe tiép Weh trang cha may in
l liu!u g }eb /
G ey o S 9 B . [u
Back Fomwand Stop  Aefesh Sll‘ch FMH! Higtory Pririt Edit Discuss |
A o AL A i
. .- - - T -\lr/-'_
Piéu khien viéc hien Tién ich tim Tién ich bo sung khac
thi trang Weh kigm, leu g, ...

H.8 Dién giai mot sé chirc nang chinh trén thanh ToolBar
Phan dia chi

Nguoi str dung nhdp vdo dia chi ctia trang Web mudn hién thi.
M&4i trang Web déu c6 mét dia chi phan biét goi 13 dia chi URL.
deBsck » = - (P 1] | DSewch [ajFavortes (PHstory | Ty b ] - =] T
Agdeeas |E| Rt p: f v et & Qv wrfEraigiaregtaigiang. bim j 6o

H.9 Dia chi trang web trong 1E
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http:/fwww.rational.com/training/se/example/hotelindex. htm
b M sy

W e
Mién dia chi Chi tiet dia chi

H.10 Céac thanh phan ciia mot dia chi trang Web

- Giao thtrc: hién tai c6 nhiéu loai giao thirc dang dugc su dung trén mang
Internet. Tuy nhién co hai loai giao thirc hay gap nhét 1a: http — giao thtrc truyén
trang Web va ftp — giao thirc truyén file.

- Mién dia chi: cac dia chi duoc phan dinh theo cac mién khac nhau va ching
dugc ngan cach nhau boi d4u cham “.”. Pdi véi céac trang Web cua Viét Nam,
mién dia chi thuong duoc gin lién véi:.vn. Vi du: WWW.moste.gov.vn,
www.moet.edu.vn, www.fpt.com.vn

- Thoéng thuong mdi tén mién dia chi ing voi dia chi web server.

- Chi tiét dia chi: 1a dia chi cu thé caa trang Web tai Web server co chira no.

Man hinh chinh

Man hinh chinh thong thudng bao gdm ba phan chinh

- Phan dau: ndm & phia trén cing cua trang Web.

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

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

Céc thong tin hién thi trong trang Web dudi dang: van ban, hinh anh, d6 hoa,
am thanh,... Mot doan vin ban hay hinh anh lai c6 thé co céc lién két t6i cac trang
Web khac. Nhing doan van ban hay hinh anh thugc loai nay thuong co mau sac
bién d6i khac voi mau sic ciia doan vian ban hay hinh anh khong c6 lién két. Khi
dua chudt to1 nhiing noi c6 chira lién két thi hinh dang cua chuot thuong bi bién
d6i (thong thudng 1 bién thanh hinh: ban tay).

C6 3 thanh phan chinh trong mét dia chi trang Web:
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Phin diu trang Web
/ alolx)

Fle S Yew Fgeostes Jock el -
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Khai taoe Word, s dung trg giap Help va thoat khéi Waord:
S_Lh!
B gidng S Word Mas cheh khde nheau 38 khat st Word 0 Windewa Frogram Manager hoge v
B ghing M1 Excel File Manager, tr M3-I08, v bing chc e chan dang lénh khie
B ghang M3 Accem 1.1 Khai tas Word

Bl g BTAAL

= d t:f Windowa Frogram Manager hodic 12 File Mansger
B gang phin cing had

1.L1 Khéai L Waord tidr Windowes Program Manager

Iu nhic can MS -D0OS
Ol Wi

Mung sdn 1 Bung mang 84 nham Microsoft Office

Phin danh

ién ke an noi g
muc Lién két Phan noi dun

Thanh trang thai

Hién thi trang thai cta chuong trinh IE cling nhu cta trang Web du6i dang
cac thong béo.
Thanh trang thai nam & phan dudi ciing ctia man hinh trinh duyét IES.
o SR . | o
1] s o cste.gov. rbaighanglword Hem D | ket
H.11 Thanh trang thai cia trinh duyét
é. Cac chuc nang chinh cua ie5

Di chuyén trong IE
Cong cu Tac dong Str dung khi
Ei / Quay tré vé trang trweée DA vao tir hai trang trg 1én
Fuid W/ Quay tré vé trang sau Da vao tur hai trang trd 1€n
F'?p Dirng viéc tai trang Web  Khi mudn xem tiép trang khac
‘ . Khi dang dimg ma muén tai lai tran
= Nap lai trang Web . gaung . i 8
efresh . . doé
A . Pang & trang bat ky mudn vé tran
A Tro vé trang khoi tao ans & y muon v &
Home ‘ dau tién
5@ Tim kiém Khi khong c6 dia chi chinh xac
earch
= Luwu cac dia chi trang wa Khong muon lan sau vao ma phai lai
Favorites thich g0 lai dia chi
) Luu cac trang Web da ) 10 1 hi khong két néi
Hiztary vao
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d Giwi va nhian thw chinh

M il chii
.
In cac trang Web
g8
Quay tro lui

Pé quay lai trang dau ching ta co6 thé thyc hién cac cach sau:

- Nhay chudt vao nut Back lién tuc cho dén khi chling ta dat dugc trang khoi dau
(Dé dung tinh ndng nay chung ta cling co thé st dung t6 hop phim ALT va mili
tén sang trai). Bang cach nay ching ta s& quay trd lai noi ching ta khoi dau
hodc la cac trang trudc do nhung cach nay chm, tuong d6i mat nhiéu thoi gian
néu ching ta da duyét qua rat nhleu trang.

- Nhay vao hinh miii tén tré xuong bén canh nut 1énh Back ching ta s& thy mot
danh sach bang chon tha xudng hién thi danh sach cac trang ching ta mudn
chuyén t6i

- Nhay chudt vao nat Iénh Home (hodc chon Home Page trong bang chon Go)
ching ta s& quay trd lai trang Web khai dau ching ta sir dung IE.

Tién vé truée

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

Tranh nham lén ching ta cé thé tham khdo tinh ning cia hai nit 1énh Back
va Forward:

Back: Nhay chudt vao nat Back dé xem tai liéu ma ching ta vira tir d6 chuyén toi
thong qua mot siéu lién két. Néu chlng ta van giir nat 1énh Back ching ta sé tiép
tuc chuyén nguoc lai mot loat cac trang ma chdng ta da chuyén té1 trong phién
lam viéc nay. Khi nat 1énh Back tré thanh mau xam va khong thé dung dugc
ching ta di chuyén téi trang dau tién ching ta thay trong phién 1am viéc nay. Dé
chuyén lui t6i mét diém xac dinh, ching ta chi don gian nhay vao mii tén tro
xubng bén canh nut 1énh Back sau d6 chiing ta chon trang chling ta mudn chuyén
t6i trong danh sach céc trang trong bang chon tha xudng vira hién ra.

Forward: Chon nut 1énh Forward dé chon lai diém ma ching ta vira tir d6 t6i.
Néu trong truong hop ching ta chua dung nut 1énh Back nut 1énh Forward s&
khong c6 tac dung va né s& duogc hién thi dudi trang thai hinh mo, Ciing giong
nhu véi nat 1énh Back chiing ta ¢ thé chon miii tén tha xudng canh nit 1énh
Forward dé hién thi danh sach bang chon cac diém ching ta da trd lui tir d6. Viéc
nay sé& lam tiét kiém thoi gian cho ching ta

S dung thanh History Explorer
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Pé hién thi thanh History Explorer ching ta nhay vao nut 1énh History trén
thanh cong cu chuan hodc chuyén toi bang chon View, chon Iénh Explorer Bar,
sau d6 chon 1€nh History. Khi d6 ctra s6 vung lam viéc s€ chia do6i1, thanh history
Explorer xuét hién & bén trai vung lam viéc. Pay thuc su 1a mot tinh nang kha hiru
ich. Danh sach duogc liét ké trong phan 1/4/99 14 tit ca cac diém ma ching ta da
truy xudt trong ngay 4-1-99. Khi ching ta chon mét diém bat ki IE s& m¢ rong
diém do, liét ké tat ca cac tai liéu cac trang ching ta di truy nhap trong phién ban
lam viéc trudc do...

1.2.Tim hiéu cac dia chi trang web

STT | Domain Mo ta

1 com Céc t6 chirc thwong mai doanh nghiép

2 edu Céc to chure gido duc

3 gov Céc t6 chirc chinh phu

4 Int Céc to chire qudc té

5 Mil Céc to chire quan su

6 Net Mot mang khong thudc cac loai phan vung khac
7 Org Céc t6 chirc khong thuoc mot trong céc loai trén

CAc trang web cta mot so trudng Pai hoc
Pai hoc Bach khoa HCM  www.hcmut.edu.vn
bai hoc Bach khoa Ha No1  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

2 VNN Sai gon saigon.vnn.vn

2 VNN ba Ning danang.vnn.vn

S FPT Ha Noi www.fpt.vn

S FPT Sai gon www.hcm.fpt.vn

S Phuong Nam Net www.tlnet.com.vn

< SaiGon Net www.saigonnet.vn
Céc bao-Truyén hinh

<& Sai gon giai phong WWW.Sggp.org.vn

S Nguoi lao dong www.nld.com.vn

9 Tudi tré WWW.tuoitre.com.vn

< Thanh nién www.thanhnien.com.vn

< Bao anh Viét Nam vhagency.com.vn

S Sai gon www.htv.com.vn

< Ha Noi Www.Vvtv.org.vn
Céc dia phuong

S Saigon www.hochiminhcity.gov.vn

< Ha Noi www.thudo.gov.vn
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< Hai Phong www.haiphong.gov.vn

2 Hué ) www.huevietnam.com
< ba Nang www.danang.gov.vn
< Can Tho www.cantho.gov.vn

Cac tap chi tin hoc-may tinh
< Tin hoc & Nha truong  www.thnt.com.vn

S Congty T&H www.tnt.com.vn

< Vitinh Sai gon www.vtsaigon.com

< IT Park www.itpark.com.vn

< Internet Today www.vnn.vn/i-today
Mua ban-thuong mai-di cho

< Quang cao vnwebshop.com

< Raovat BbTDD www.raovatdtdd.com

S Giaca bttt.vasc.com.vn

2 Mua sim www.webmuasam.com

2 Mua sim www.24hoursn.com

< Siéu thi www.vietnambook.com.vn

S Thuong xa www.thuongxavn.com

< Hoa www.hoaxinh.com

S Rao vat www.webraovat.com

< Siéu thi vdcsieuthi.vnn.vn

S Tranh www.bachvangallery.com

< www.tuviglobal.com

< TUVl.vietshare.com

< www.thuongviet.com

< www.tamlinh.net

< www.trochoiviet.com

2 www.nghenhac.go.to

< www.webduhoc.com

S www.viethamwebsite.net

2. Cai dat trinh duyét Internet Explorer

Thong s6 dé cau hinh ADSL Router
K¢ét ndi vao mang VDC:
WAN Configuration
VPI: 8
VCI: 35
ENCAPSULATION: PPPoE LCC
User name: tén truy nhap
Password: mat khau
Két ndi vao mang FPT:
WAN Configuration
VPI: 0
VCI: 33
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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 cia may tram ching ta chi can add thém thong
tin sau Default Gateway: 10.0.0.2 (dia chi IP cuia 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 nhitng thong sb thiét yéu nhat dé ching ta c6 thé sir dung internet,
con sau day 1a mot so thong tin thém tuy theo nhu cau sir dung cac ching ta c6
thé dung hay khong 1a tuy y:

Pé router t 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)
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 day trong phan TCP/IP settings cua céc
may tram khong can phai khai bao gi ca, c chon Obtain an IP Address
Automatically va Obtain DNS Server Address Automatically la xong.

Dé dung dugc cac ung dung khac nhu Web Server, FTP Server, Mail Server,
VPN Server cac chlng ta add cac port dudi day tro tdi IP ciia may chu:

Virtual Server Configuration
Port: 80 Type: TCP (Web Server)
Port: 443 Type: TCP (Https)
Port: 21 Type: TCP (FPT Server)
Port: 1723 Type: TCP (VPN)
Port: 1701 Type: TCP (VPN)
Port: 47 Type: TCP (VPN)
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Port: 25 Type: TCP (SMTP)
Port: 110 Type: TCP (POP3)

Modem Router ADSL Billion

Céc thanh phan bén ngoai ctia Router ADSL Billion :

Mat trudce cia Modem Router ADSL Billion :

Mait trudce cua Router gom 5 deén tin hi€u: tuong ing thir tu tir trai sang phai
nhu sau:

D )
R —
Sau khi cdm modem vao may tinh, HUB, hoac Switch tién hanh kiém tra cac
den tin hiéu trén modem.
POWER: Pén ngudn — séng.
SYS: Pén hé thdng - sang.
LAN: DPén tin hiéu cua LAN — sang.
ADSL : Bén tin hiéu cua ADSL — séng
PPP: Pén trang thai két ni — sang
Pén LAN : Néu sang xanh tire chling ta c6 gan vao cong Ethernet (RJ45 port),
néu tat chiing ta khong gan vao cong Ehternet.
Pén SYS : Néu dén sang xanh thé hién modem 6n dinh.
Pén PPP : Néu sang xanh thé hién viéc modem di két duoc Internet.
Pén ADSL : Néu sang xanh tirc dd dong bo tin hiéu ADSL, néu nhap nhay
hodc tit Chung ta nén kiém tra lai duong st dung ADSL.
bén Nguon Néu sang xanh ttrc Chung ta d3 cam ngudn. Luu y cac modem
nén cam qua On 4p thi dong dién méi on dinh va khong bi mat tin hiéu hodc

mat mang.
Mait sau cia Modem Router ADSL Billion :

PWR: Piém cim nguén .

RESET: Nt reset vé tham s6 chuan ctia nha san xuat

LAN: Piém cim 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 nguon cho Router va cam dau day ADSL vao cong RJ11 (cong ADSL)
ctia Router bang cach ndi day dién thoai tir ngoai vao cam qua b tach tin hiéu
(day chung thoat), 1 dau ra tin hiéu ADSL cdm vao cong RJ11 ctia modem, 1
dau ra con lai cdm vao may dién thoai.
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- Nbi day mang (straight-through ethernet cable RJ45) tur cong RJ45 cia
Router dén cong RJ45 card mang cia may tinh (xem hinh ).

. — . . .. Burang da
May dign thoai i TiEn t%nai?
RI 11 o . !
H RI 11

BS tach tin higu

Lap dit Modem Router ADSL Billion cho nhiéu may dung chung
Internet trong mang LAN: Cim ngudn cho Router va cam dau day ADSL
vao céng RJ11 (cong ADSL) ciia Router bang cach ndi day dién thoai tir ngoai
vao cam qua b tach tin hiéu (day chung thoat), 1 dau ra tin hiéu ADSL cam
vao cong RJ11 cta modem, 1 dau ra con lai cim vao may dién thoai.
- N6i diy mang (cable RJ45) tir cong RJ45 cia Router dén cong RJ45
Hub/Switch.

RI-45

Ciu hinh Modem Router ADSL Billion:

Buéc 1: Dé vao cau hinh Router chling ta m¢ Internet Explorer va gé dia chi
http://192.168.1.254

Bwée 2: Nhap UserName va password (mdc dinh User name: admin;
Password: password) |

L)

Buéc 3: Cau hinh chung dé dung Internet
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R Favorkes €0 - - 88 - <r- A2

ESTEESEAS ADSL Modem/Routor

wWizard Setup- ISP Parameters for Internet
Access

Mode FRownng ~
Encaprmdanion Srros ~
Mt te = e ~

Wiiteal Cls crale 1O
e o
et 3=

[rerz)

- Nhép vao menu Wizard Setup, dién cac thong sb sau:

- Mode: Routing

- Encapsulation: PPPoE

- Multiplex: LLC

-VPI: 0

-VCI: 35

- Nhép vao nat Next
Buéc 4 Nhap tén truy nhap (User Name) va mat khéu (Password) st
dung rdi nhap vao mit Next

TR P> Cowrorminr - Meiromdei datasvat Epberer [
Fla Ect Vew Fwmortes Toow teip a

Qtsd = O &) 21 B JSerh i tantes & v B - o0
¢ ) e N1% 1680 AL o>

' BILLIOA .  ADSL Modem/Router

Wizard Setup- ISP Parameters for Internet Access

Senvice Hame
Uses Hame sted
Passward eeseses -
W Address
) Ctean an P Addrest Atemancally
St 1P Address
Conmecion
O Carnect ca Demand. Max ke Tierout e
=) Naded-Up Cornection
Motwork Addioss Translation '
Many to One
[t}

4
A

Budéc 5: Kiém tra lai cac thong so réi nhap vao nut Apply.
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TR Vs C ol Guereier - Mrees Tt Matas sut § rptores

Fie Tot Vew Fmodos Toow hetp >

v S zewn Taomter €0 - e 5 o~ 13

’ E’Z lzog = ADSL Modem/Router
Wizard Setup- ISP Parameters for Internet Access

WAN Infesmation:
Meode Reuting

Ercazsdation PPPeE

Motiplenng. LLC

VPACE 835

Sersce Name

User Name_ puicd

Pas (i acnt

W ASGRss Obtain an I Address Autemascally

Metwork Agdress Transiaion Many 1o One
Maited Up .

LAK nfermatien:
W ALdess WIZE3.1.258
W Mash 2552552550
OHCP ON
Chert P Pocl Staneg Addess 192.965.1.100
Sae of Chet 1P Poat 100

L CAMGe LAN Carfds stain |

(o)

Buéc 6: Tiép theo chon nit 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
tire 12 dd cdu hinh ding néu Fail kiém tra lai (Bwéc 3,4). Sau d6 nhip vao nut
RESTART d¢ ghi lai toan bd ciu hinh.

TR Whts Contigeraior - Microsoll Inleenol Exphones

Fie Edit View Favortes Tools Meip ax
Qe ~ O = 2 B ) Sexdh Fovortes £ 1w . - o~ 3
Addess 4] NRoTLAL. 163.1.254] > I

, BILLIDA ADSL Modem/Router

Wizard Setup- ISP Parameters for Internet

v Access
Password LAN conneclions
LAN Test your Ethernet Connecton PASS
WAN WAN connections
NAT Test ADSL syncheonization PASS
Zecumdy Test ADSUATM OAM) loopback

test EASS
Dl DS Test PPPPPPOE server T
Time Zone connectsn
Heenote Managemant Ping defauit gateway PASS
LPeP

| St Dagrose | | Returnto Main Mens |

EESTAR

Buéc 7: Kiém tra két noi Internet:
Vao muc Maintenance, chon System Status (xem hinh).
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D Wt Coulgmrnior  Maroeo T Mlarae | b pborw

Fia [at Vew fowrise Tock lep

Qe - )

& rew w nas

' BILLION ADSL Modem/Router
System Status
System Datvs
System N
RAS FAN Vernen
OS5L FW Verion
Sunderd

WAN Infsemation:
MAL Asdress

P Addens

P Suboet Mash
Defest Gateway
Preracy DNS
Secondary DNS
VPNV

LAN lnfeemalion:
MAL Agdross

P Addrose

P Subnet Mask
oHeP:

OHCP Stan 1
OHCP Poct Sae

Martenance
Syt 2
[0 Tate

Dvagnetsc
Fmvwae

Touter

265001€281C3325
FVer3325_A_TC084 MaVec TIAF7 00
G.OMT

0004 #8530
maae
265255 265 255
"

223 1620.181
203200 142132
01%

00040253000
1921681254
HEXH M50
Seewee

12165 1,700
00

OB0UT

Néu thay trang thai cia WAN c6 dia chi IP (vi du: 222.

252.41.149) thi modem

d3 két ndi vao Internet, néu 1a khong thiy co dia chi IP cia WAN can kiém

tra lai cac

Budec 8: Céu hinh dia chi IP gateway cho mang LAN:

thong sO

(Budc 3,4).

C?}u hinh méac dinh dia chi IP gateway la 192.168.,1.254/255.255.255.0
Neéu thay doi IP tai Advanced Setup chung ta nhap vao LAN (xem hinh).

T e Contigaraicr - Murveotl bnlermel Lrsbeew

(3]

fie Cot Vew Favertes Tools eip r
Qs - i ath | Pevtes £ . - . o-0
) e iR 3680 Al v Be
, BILLION ADSL Modem/Router
LAK - Setp
oHeP
DHCP B v
LA Chant © Poct Stacting Addess 121662 100
eou Size of Cluet P Peck 100
NAY Primary ONS Setver 2000
Svcosy Secontary ONS Senvar 0000
:’:::'5 Remate OHCP Senar A
Fencte Manaperiant e
. P Addss 150 168 254
P Subset Mask 265 2552550
RIP Duectien Neoe v
RIP Veeswn A v
Msticast Nore v
Fatet |

Thay d6i dia chi IP theo ¥ mudn, néu chiing ta mudn Router lam server DHCP

thi

chon

Server.

Budéc 9: Nhip vao niit Apply tiép theo nhip vao nut OK dé ghi lai ciu

hinh.

Microsofi Iniernei Explorern

7 : If the IP address in TCP/IP is changed, please close the windows.
&l
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Budc 10: it lai mat khiu vao modem Router:

Trong myc Advanced Setup nhan vao Password (xem hinh), nhap mat khau
cli, nhp mat khau méi va nhdp lai mat khau mot 1an nita tai Retype to
Confirm tiép theo nhap vao nut Apply dé ghi lai sy thay d6i mat khau.

IR Wb Conliaumion - Mcrosotl interml Explorer
Fao Edgt View Favwontge Tooils Hep

O eok - 3 h o Sewch Favcekes €5 v
Address #5) RDIIE92.168.1.254f v B

’ BILLION ADSL Modem/Router

&
9
B

Wizard Solua Password

o3
Fassword
New
Password

Su:»c Route

§ Mz‘ tenance

[ mesvamr ]

Buéc 11: Cau hinh may cac con dé sir dung chung Internet qua Router:
Gia st c6 mang Lan véi dia chi IP nhu sau 192.168.1.0/255.255.255.0 dinh
cau hinh két ndi mang theo ting 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 nhap vao 203.162.0.181 va nhap nat Add
sau do nhap 203.210.142.132 va Add.
WInNT: Chudng ta vao Control Panel --> Network --> Protocol --> General -
-> TCP/IP --> Properties, tai Default Gateway gd 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 nhép dia chi IP 192.168.1.254 vao, tai Primary DNS Server
g0 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 g6 1énh CMD, xuat hién ddu nhic moi danh 1énh : Ipconfig
roi Enter s& thdy céac dia chi Ip ctia mdy, gateway, DNS. Sau khi vé dau nhic
moi gd tiép 1énh : ping 203.162.0.181 hodc 203.210.142.132 néu thiy Reply
from 203.162.0.181 : byte = ... thi d3 két ndi duoc Internet.

o C:AWINDOWS\system32\cmd.exe
C:N\>ping 2083 .162_.0.181

Pinging 283.162.8.181 with 32 bytes of data:
Reply from 203.162.0.181: byte “32 taime~8ms TT
>0 % = ot 3

2 time=8ms
time=8ms
ime =8ms

ics fox 203.1 H
Sent = 4. Re = > = <Bx lossd>.
wur Ex ne s n i A—S s =

-OnNd=s S
= 8mns

Buéc 12: Cau hinh cac ing dung dung chung Internet
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- Internet Explorer: Cotrol Panel --> Internet Options --> Connections,

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

- Yahoo Messenger: chon Preference --> Connection --> No Proxy

Budéc 13 (tuy chon): Khéi tao lai thong sé cho modem vé cac thong sb
chuin ciia nha sin xuit:
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 xuét Cim ngudn cho Router
sau d6 dung mot que nho (paper clip dudi thing) 4 an nhe vao nut Reset ddng
sau Router sau do tit ngudn cua Router va bat ngudn cho Router lai, bay gio
Router cua chling ta di dugc Reset vé chuan ctia nha san xuit.

3. Trinh duyét web

Web browser (trinh duyét Web) 1a chuong trinh dé xem céc tai liéu Web. Trinh
duyét Web gui cac URL td1 Web server sau d6 nhan trang Web tr Web server
dich va hién thi ching. Khi giao tiép vdi Web server thi Web browser st dung
giao thire HTTP. Khi giao tiép vdi mot Gopher server thi Web browser hoat dong
nhu mot Gopher client va str dung giao thitc gopher con khi giao tiép voi mot FTP
server thi Web browser hoat dong nhu mot FTP client va dung giao thuc FTP.
Web browser c6 thé thuc hién cac cong viéc khac nhu ghi trang Web vao dia, giri
E-mail, tim kiém x4au ky tu trén trang Web, hién thi té¢p HTML ngudn cia trang
Web, v.v... Hién nay c6 hai chuong trinh Web browser dugc sir dung nhiéu nht
la Netscape Navigator cua Netscape Corp. va Internet Explorer cia Microsoft
Corp.

Web server 1a phan mém phuc vu cic yéu cau trang Web duoc cai dat trén may
chu (server). Web server thudng chd cic yéu cau cua khach hang dugc giri toi va
sau d6 no c6 thé 1ay 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 thic Mozilla FireFox

Gia st chling ta nhép vao dia chi sai hodc dia chi diém Web ching ta khong can
hodc chung ta khong mudn tai nap xudng cac phan cua tai liéu ching ta dang hién
thi. Chung ta mudn ngimg viéc nay lai. Bé lam dugc viéc nay, ching ta don gian
chi can nhay vao nut 1énh Stop (hodc nhan nut Esc)

4.2. Duyét web tir FireFox
5. Luu trir trang web hién hanh
5.1 In trang web hién hanh

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

Headerz and Footers

| ok |  cancel | Eiinter. |

* Xac dinh Header and footer

Internet Explore co6 thé in cac tiéu d€ dau trang va ti€u dé€ cuoi trang theo cac

cach sau:

Left header — Tiéu dé sé nam ¢ dau trang. Theo dinh sin ving nay chira Title
cua tai liu.

Center header — Tiéu dé sé nam & giita va trén dau trang. Theo dinh sin thi
ving nay trang

Right header — Tiéu dé sé nam & bén phai ¢ trén dau trang. Theo dinh sin thi
ving ndy chua s trang cua tai liéu

Left footer — Tiéu dé s& nam vé bén trai & phia dudi cia trang. Theo dinh san
vung nay chira ngay thang cua tai liu

Center footer — Tiéu dé s& nam ¢ gitra va phia dudi cia trang. Theo dinh sin
thi viing nay tring.

Right footer — Tiéu dé s& ndm & chinh gitta & phia dudi trang. Theo dinh sén thi
vung nay chtra thoi gian in tai liu.

Chung ta co thé st dung cac ma didc biét dé léy cac thong tin hi¢n nay tur tai

liéu (chang han nhu s6 trang) hay 1a tir hé théng (chiang han nhu ngay, gid). Cac
ma sau day s& bat dau bang ddu & theo sau mot ky ty. Chi y rang chit hoa hay
chir thudng rat quan trong. Bang cach st dung cac ma nay thi ching ta co thé in
cac tiéu dé theo ¥ minh:

Nhap vao S€ in ra
&w Tuya dé cua tai liéu giong nhu khi n6 xuat hién trong thanh tya de.
&u Dia chi cua trang ,
&d Ngay hién nay ¢ dang tat xac dinh trong Regional Setting/Control
Panel
&D Ngay hién nay ¢ dang day du xac dinh trong Regional Setting/Control
Panel
&t G10 hién nay ¢ dang xac dinh trong Regional Setting/ Control Panel
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&T Gi0 hién nay theo dang 24 gio

&p S trang

&P Téng s6 trang
&& Mot déu &
&b Vi tri xac dinh

Dau cudi ciing (&b) cho phép ching ta xac dinh muc da cho s& in ¢ header
hay ¢ footer. Sau day la cach thirc 1am viéc cia no:

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

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

- Néu chling ta str dung ma ndy hai 1an thi phan bén trai cua &b thir nhat sé& in &
bén trai, phan & giita hai &b s& in & chinh gitta va phan ¢ bén phai ctia &b s&
in & bén phai.

Chang han, &d&b&p&bé&t s& in ngay hién nay & bén tri, trang & chinh giita
va in thoi gian hién nay & bén phai.

- Chung ta ciing c6 thé két hop van ban va ma. Chang han néu ching ta g6 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] %]

In thitcd che tang | . Twe  CavenLEP4ID / |84 bin in
Where  UWunghvicanon
Conment I™ Prritofle
| Matercigoper || - =
In ohe trang tup chon| =L pus gl (W JJJJJJF
/ 22 o \{
Pard b
—_— & : Kidu sitp xip cic
| / l—d iy _jﬂ E00) trong in
Fn ade viing hia chor LT 3
i T T — I Pt e of ks

Duyét trong ché d6 khong két ndi (Offline)

Néu chiing ta mubn duyét cac trang Web ma chlng ta da duyét qua truéec d6 ma
khong két ni ti Internet 1am theo cac budc sau:

- Chon Iénh File trén bang chon.

- Chon Iénh Work Offline trong bang chon tha Xuéng.

- Trong thanh History Explorer chon diém chiing ta mudn truy nhép.
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Céch lam viéc cua IE: Khi chling ta chon Work Offline IE s& khong két n6i
vao mang dé kiém tra xem thuc su trang Web d6 da thay d6i hay chua. Thay vao
d6 no tai nap ban sao cua tai liéu da dugc tao ra trén 6 dia ctia chung ta khi ching
ta lan dau tién tai nap trang d6. Khi chiing ta chon Work Offline lua chon ndy s&
gitr lai cho dén khi ching ta chon lai Work Offline trén bang chon File dé loai bo
danh diu cho lya chon nay.

Luu trang web hién hanh
Luu giir trang Web quan tim vao Favorite

Bén canh chirc ning duyét Web, IE con cho phép nguoi ding ¢ thé luu lai
dia chi cuia cac trang Web can quan tAm kiéu nhu cac Album. Ngudi ding co thé
cling tao cac thu muc riéng dé luu gitr dia chi trang Web theo chu dé.

Pé dua dia chi ctia trang Web hién tai vao Favorite, nguoi dung chi can don
gian chon muc menu Favorites\Add to Favorite... Ctra s6 Add Favorite hién ra
cho phép nguoi dung nap dia chi trang Web hién tai vao suu tap

Tén heu g
trong Favorite

2]
0 your Favortes kst oK I
l Carxcel I
Naeme [t-:-:- 3 Nl COrmeIrec ahon retwork. center Create n << I

Create

Tao mei

3 i thw muc |
heu giid dia chi

Thw muc heu gk
dia chi trang Web

Luu lai trang Web hién tai vao suu tap

Dé tao méi mot thu muc luu gifr dia chi cua trang Web, nguoi dung chi can bim
nit New Folder. Ctra s6 Create New Folder hién ra cho phép nguoi ding nhap
vao tén cua Folder luu gitr.

Create New Folder x|

Internet E xplorer will create the following folder for you. “Y'ou can use
this fiolder to organize shortcuts on your Favontes menu.

Folder name: ISach tin had

ok | Ccancel |

Cira s6 tao Folder luu gifr trong Favorite

Céc dia chi luu giir trong Favorite duoc to chirc dudi dang cy phan cap. Dé thuan
tién cho viéc quan ly cac Folder trong Favorite, IE cho phép ngudi dung co thé to
chtrc lai cdu trac cac thu muc luu giit dia chi trang Web thong qua ctra sd
Organize Favorites. Nguoi dung chon muc menu Favorite\Organize
Favorites...
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) Links
] Meda

Di chuyen thayr mue

Xoa thar muc j

#] Mua ban & Rac vat onfne
&1 The OiFcle Specialist

&] Tin hoc T kigm - chi dén
&] Vietnam Corriane I st

Cac noi dung
trong Favorite

T6 chirc cay thu muyc Favorite
Thay doi céc tinh chat cua IES
2/
General | security | Content | Connections | Programs | Advanced |
Dia chi trang Web hién thj méc dinh

| % You can change b page to use For your home page.

Pidu chinh ché dj
Irru giii trang nhap

CHstory S0 sigu Lign ket

__\: The W'y Mi_"at Iy

ik toi da
Davs to keep pages in history:

A NN
AN = N

Thay d61 mau sac cia
- Vianbin thing thutng
- Vanban co siéu lien ket

st dung hién thi
huén thén

- Thay d61 ngén ngit

Thay d6i céc tinh chat chung cua IE

Trong phan Home page ngudi dung ¢ thé nhap vao dja chi trang Web bét
ky khac. Pia chi nay s€ dugc xem la dia chi Home, va nguoi dung c6 thé chuyén
té1 trang Web nay mot cach nhanh chong thong qua viéc kich chudt vao nut

4 trén thanh ToolBar.

Khi tai cac trang Web vé may tinh cta nguoi sir dung, IE s& luu lai mot sb
trang Web vira maéi hién thi trong phan nhap ciia minh dé nang cao toc do duyét
Web. Trong truong hop nguoi dung xem lai trang Web vira méi xem qua, IE s€
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Piéu chinh trang Wehb
hién thi méac dinh khi
khéi dong IE

Thiét lap che d§ leu
giit trang Weh nhap.

Lwu gii¥ cac dwéng link
toi trang web dd xem gqua.

Thay ddi mau Sé.[!, font
chit, loai chit hién thi
trong trang Web




liy ludn trong ban nhap ctia minh thay vi tai lai tir Internet. Dé ting tinh bio mdt
vi xéa hét déu vét, nguoi ding cé thé bém nur PR | 3 not

_Ceartistory | s ki thodt khéi IE.

Thiét 1ap cac ché d¢ bao vé trong IE
General Security lContent | Connections | Programs | Advanced |

Select a Web content zone to specify its security settings.

21|

® & 0 @

Internet e R Trusted sites  Restricted
sites

Local intranet

This zone contains all Web sites that
are on your organization’s intranet,

o

pefault Level

Tustom Level... |

Cac ché d6 bao vé

A

Sites, .. I
O

mac dinh cia IES

[ 1

Cancell

Nguoi dung c6 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.

Security Settings

Sektings:

el |

ctivex controls and plug-ins

] Dowwnload signed actives conkrols
> Disable

{=> Enabl=

> Prompt

Dovenload unsigned Activex controls
> Disable

{2 Enabls

=} Prompt

Initialize and script Activex controls nok marked as safe
> Disable
{2 Enabls
=} Prompt

LIPS T PP S S S Y SV R Ry PP S

4]

[

-

-

|

—Reset cusktom settings

=

;I Reset I

Fesek to: IHigh

= 1

Cancel

Mowwi diung co thé
— thay doilai cac muc
bio vé nay.

Hoac ciing co thé chon
mit trong s cac tuy
chon bao vé da dwoc

dinh nghia sin.

Thiét 1ap céac tuy chon bao vé

Céch don gian nhat 14 nguoi dung str dung ngay chinh mot trong s6 céac tily chon

bao v¢€ co san trong IE.
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6. Quan ly mail

Ngoai viéc giri va nhan thu dién tir, Outlook Express con cung cip mot so
danh ba dia chi cho phép ngudi dung c6 thé luu lai cac dia chi néi chung cua bat
ky mot ¢4 nhan hay t6 chirc nao do.

EE Addiess Book - Main |dentity
Fie Edt Yew Tools Help
— r ,‘ I
B I X ~ B
Hew Propetses  Debete  Find Peopls Action
Type names o select from st |
Hame | E-Miai Adckess [ Busiress Phone | Home Phe
5] Bua Dang Khos bk hos (B maonrel v ESEES4S
E_I Compuler
S5 Do Eim Thaa dkthaa@hem vrm vn B424218
m Education
5] Hoang frh Tu anhbuEhotmal com
mlmpart & Expaort
=] L Thasan*r'en husaingeniEasshon. com B4BE13S
=] Luau Thi Tramg hastrangEhotrmal com
IElMgupen Hong Son hangeord@he vrn wn B2356542
T=INguyen Tharh Dat  datthanh@ipt hcmwn 95742
=lPhan Tharh Long  long@hom vnnvn
2= Tean Khot Mguyen Heniguyeni@smgonnet v BER5E19
=] TeanVan On SR, L YT
4| |
[14tems P
So6 danh ba dia chi

Thém méi dia chi cia mét ca nhan vao danh ba

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

Mot cira s6 Properties hién ra cho phép ngudi ding nhap vao cac thong tin vé mot
c4 nhan hay t6 chtic nao do.

Le Thanh Nhan Propeities

Name | Home | Business | Personal| Other | NetMesting | Digital IDs |

Q Eriter namie and &-mal méomnabon sbout this contact here.
Thang tin ngudi cdn lidn hé

540 Deplayw  |Le Thanh Mhan 'I Hickname:
a4 |

E-Mad Addressas: Ilrrhm@tm VAP

| Bia chi e-mail edn lvu

™ Send E-Mai ysing plan best only.

Luu théng tin vé mot ca nhan

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

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

Pé loai bo dia chi ctia mot ¢4 nhan ra khoi danh sach, nguoi dung chi can chon
dia chi can loai bo roi bAm nat Remove.
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Nhom lién hé trong danh ba

Nguoi ding ciing ¢ thé tao cac nhém lién hé trong s6 danh ba. Viéc 1lam
nay rat hitu dung khi ngudi dung mudn giri cac théng diép dén nhiéu nguoi trong
nhom ma khong can thiét phai nap vao dia chi cua timg ngudi trong nhém,
Outlook Express thyc hién cong viéc nay thay cho ngudi dung.
Thém méi mgt nhom lién hé
Nguoi ding chon muc menu File\New Group dé thém méi mot nhom.
Cira s6 properties cho phép ngudi ding nhép vao thong tin cia nhom.

Group | Group Detais |

Ty & name fior pous group, and Ehen add members. After creating the group, you can
add oo remcorve hems at any lime.

Group Mame: IEDFIwars Comparyy 2 Member(s]

To add a pesson to the gioup, select the person from pour addiess book, of create a new contact
in your address book, or just ype the name and e-mail of the person and chck Add.

Gigup Membess:
Select Members
CElHoang Arh Tu blewe Conlact
_ Remoye |
Properties
Marme: |
ok | canca |

Cira s6 properties quan 1y nhom
Mobi nhém c6 mot tén nam trong phan Group Name va c6 mot danh sach cac
thanh vién trong nhom Group Members.
Nguoi dung ¢ thé bAm nat Select Members dé dua cac thanh vién vao nhom va
bam nut Remove d¢ loai bo thanh vién khéi nhom.

Select Group Members EE

Type name or select from list
I Find.. |
| b ain Identity's Contacts ll Members:

MName | EMz2]| Select | E=]Bui Dang Khoa
ﬁ]ﬂnﬂk store E=lHoang &nh Tu
=] Bui Dang Khoa bdkh
ﬁ_l Computer
=l Do Kim Thoa dkthit
E_I Education
EZIHoang &k Tu anh'lt_

ﬁ] Import & Export
=] Luns Thi Trang stz -
KN — b
MNew Contact | Propesties | 4 I E ll
Ok | Cancel |

Ctra sO thém madi thanh vién vao nhom
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Tim kiém dia chi c6 trong danh ba

Outlook Express cho phép nguoi dung cé thé dé dang tim kiém dija chi ctia mot
c4 nhan nao do trong s6 danh ba.

Nguoi dung ¢ thé tim kiém dia chi mot cach chinh xac hay gan chinh xac. Nguoi
dung cling c6 thé tim kiém dja chi cin ¢t theo mot hodc nhiéu loai thong tin khac
nhau nhu: tén goi, s6 dién thoai, dia chi,...

Giri thu cho m§t nguwoi hay m¢t nhom trong danh ba

Véi viée luu gitr cac dia chi trong s6 danh ba ctia Outlook Express. Mi khi muén giri
thu cho mot cd nhan hay mot nhom trong sO dia chi, nguoi dung chi viéc Kich chudt
vao nat B T8 hoic EE= trong phan dau dé cua buc thu dang soan thao. Cira sb
Select Recipients cho phép ngudi ding c6 thé lwa chon dia chi ca nhan hay nhom dé
gui toi.

St ey — .
Type name of select from kst
| Find .
[ Main Identiy's Contacts =] e,
To > |

{Book store

"=]Bui Dang Khoa |Chon thinh vidn hodc nhdm think vidn | L[
ml:unpuler

=1 Do Kim Thos ki Cc: > | | Computer
ﬂ_lEducatiun

[E=IHoang dnk Tu anibb—

mlmpml & Expoit ﬂ_E ﬂ
(=] Luu Thi Trang huutre || Bees -k

i "uill —e

Mew Contact | Propesties |
[ o ] = |
Lya chon cac dia chi gui thu 7
Mot cach khac nhanh va don gian hon, nguoi dung c6 thé Kich dap chudt
vao dia chi cia mdt ca nhan hay mdt nhém trong man hinh Contacts
Contacts ~ x |

[P Do Quang Tao
[PLe Duc Trung } = =

Dai chi lién lac thing thwing
[P nguyen Duc Phuc : e j

:Elvqt@m.mn.vn

Mhom dai chi Lién lac J

Man hinh Contacts chira cac dia chi c6 trong danh ba
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BAI TAP BAI?2

Kién thire:
Cau 8: Tim kiém vao download mot trinh diéu khién VGA card bat ky.
Cau 9: Tim kiém nhitng webside lién quan dén linh vuc ndi vé thiét bj tin hoc
(linh vyuc phan cimg)
Ky nang:
Bai tap tung dung: Tim kiém bang Yahoo:
+ Tim kiém theo tén(Bang mot tir)
Mo trang web c6 URL : http://www.yahoo.com
Trong truong hop Search, nhap StarTrek, Rock Music
Nhép chon Advanced Search
Dudi Select a Search Method, chon An Exact Phare math
Dudi select a Area, chon website
Rong phan lua chon;” Find only new listings added during the past” hay chon chi
tim kiém cac danh sach méi thém vao trong sudt mot thang qua.

+ Tim kiém phan loai:

M¢ mét 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 thiy thi chon no.

StarTrek 13 mot budi chiéu phim khoa khoc vién tudng.
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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 giao vién giao cho.

2. Kiém tra cac ing dung chay trén may tinh va huéng dan sir dung trude khi thyuc
hién 1énh.
3. Thuc hién day du cac bude chuan bi khi thuc hién 1énh khai thac web qua mail.

4. su dung ung dung theo quy dinh va thao tac ding cac 1¢énh.

5. Tong diém va két cdu diém cua cac bai nhu sau:
Tong sO diém tdi da cho bai: 100 diém, két cdu nhu sau:
a, Phan thyc hanh khi thyc hién : Tong cong 70 diém

b, Phan chinh xac va nhanh chéng : 30 diém

- Thoi gian thuc hién bai tap vuot qua 25% thoi gian cho phép sé khong dwoc
danh gia.
- Thi sinh phdi tuyét doi tudn thii cac quy dinh an toan lao déng, cdc quy dinh ciia
xwong thuc tdp, néu vi pham sé bi dinh chi thuc tap
Panh gia két qua hoc tip

Cichthicva | ooz Két qua
TT Tiéu chi danh gia phwong phap e thue hién caa
. . toi da ‘.
danh gia nguoi hoc
| Kién thire
1 Cac cau lénh dung dé vao 1
mail. z , z.
11 | Liot ké ddy di cée muc trong | 3 dap, 40145
. chitu v61 ndi
mail ___ dung bai hoc
1.2 | Liét ké day du cac cu phap | o & Pathe 0,5
1énh trong mail
2 Chuc ndng, nguyén 1y lam 2
viéc cua man hinh IE
2.1 E?ﬁ (Iiéy du cau tao cia man Lf:‘m b'%i '[1.1’,!112?1{1? 0,5
22 | Trinh bay cong dung va |90l Chiéu voinol =
A 1o 1a a .o | dung bai hoc
nguyén 1y lam vi¢c cluia céc
1€nh trong mail.
2.3 | Trinh bay dtng céach thyc hi¢n 0,5
cac lénh.
3 Pham vi ing dung cua IE,mail 2
3.1 | Néu dung thuyc chat cua 1
IE,mail Lam bai ty luan,
ddi chiéu véi noi
3.2 | Trinh bay day du dac diém cia | dung bai hoc 0,5
mail
3.3 | Néu dung pham vi tng dung 0,5
cua cac 1énh trong IE,mail
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4 Trinh bay man hinh va cach | Lam bai tu luan, 1,5
thuwch hién lénh d6i chiéu véi noi
dung bai hoc
5 | Chon ché do lam viéc va cach 1,5
thuc hién 1énh hop ly. . .. .

5.1 | Néu cich chon Iénh phirhop | o™ D W W0 70 5
5.2 | Trinh bay dang cach thuc hién | L3, Ta¢ Dgem =4
n doi chi€u véi noi

lénh. dung bai hoc
5.3 | Trinh bay cach chon duong i 0,5
din dén 1énh chinh xac
6 Trinh bay dung k¥ thuat thyc | Lam bai ty luén,
hién 1énh d6i chiéu voi ngi | 2
dung bai hoc
Cong: 10d
Il | KV ning
1 Nhén biét mot so giao dién cua | Quan sat hinh
IE anh, dbi chiéu
N .. 2
vo1 ndi dung bai
hoc dé nhan biét
2 | Van hanh thanh thao mot sb |Quan sat cac thao
1énh trong IE. tac, d6i chiéu voi 3
quy trinh van
hanh
3 Nhan biét va st dung cac loai | Quan sat hinh
Iénh phu tro trong mail mot | anh, ky hiéu cac
cach thanh thao logi 1énh  doi 5
chiéu vo1 ndi
dung bai hoc dé
nhén biét
4 Phan biét va phan loai cac loai | Quan sat cac
1énh trong mail. 1énh, ddi chiéu 3
vl nd1 dung bai
hoc dé nhan biét
Cong: 10d
111 | Thai d¢
1 Tac phong cong nghiép khi vé | Theo doi viéc 4
1.1 |Bi hoc day du, ding gio thyc hién, d0i| 1,5
1.2 | Khong vi pham ndi quy 16p hoc | chi€u v6indi quy 15
cua truong. ’
1.3 |Tinh can than, ti mi Quan sat viéc 1
thuc hién bai tap
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2 bam bao thoi gian thuc hién bai | Theo do1  thoi
tap gian thuc hién
bai tap, ddi chiéu | 2
voi thot gian quy
dinh.
3 Pam bao an toan thuc hanh va 4
v€ sinh cong nghiép Theo doi viéc
3.1 |Tuan thu quy dinh vé an toan thuc  hién, ddi 15
khi thyc hi¢n I¢nh trong mail | chiéu vdi  quy ’
3.2 |Pay du bao ho lao dong( quan | dinh vé an toan 15
ao bao hg, giay, thé hoc sinh...) | va v¢ sinh cong :
3.3 | Vé sinh phong may thuc hanh | nghi€p 1
ding quy dinh
Cong: 10d
KET QUA HQC TAP
Tiéu chi danh gia tllflj’z (lll?éan HeE so Két qua hoc tap
Kién thirc 0,3
Ky nang 0.4
Thai do 0,3
Cong:
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BAI 3: TONG QUAN VE PHAN MEM XU LY VAN BAN

Gidi thiéu:

Bo Microsoft Office 2003 ngudi stir dung quen thudc véi thanh menu chuin
nam & phia trén cira s6 thi Microsoft Word 2010 sir dung thanh menu theo giao
dién Ribbon, cic chic nang s€ dugc chia ra theo tung tab riéng bi¢t trén menu.
Ngoai nhing tinh ning co ban ciia phadn mém soan thao vin ban né con cung cap
cho nguoi sir dung nhirng tinh ning giup ngudi st dung cé thé giao tiép véi cac
trinh rng dung khac.

Muc tiéu:

— MO ta duoc trinh soan thao van ban;

— Trinh bay duogc cac thao tac can ban trén mot tai liéu;
— Mo ta dugc chirc nang cua cac thanh cong cy;

— Thuc hién céac thao tac an toan v&i may tinh.

N¢i dung chinh:
1. Gi6i thiéu vé Microsoft Word 2010

Vi thanh menu theo giao dién Ribbon, cac chirc nang s€ duoc chia ra theo
tung tab trén menu, khong hién thi ra toan bd nhu ki€éu menu cti 2003,

W - iang. v [Compatibility Mode] = Microsort Word T e 1 e
Home | Insert  Pagelayout  Refersnces Mailings  Review  View a

34 Find -
800N 4aBBC AaBb( AaBbC AaBbCc AaBbCc| AaBbC asbcer | A T
C

= | &y Emphasis  Headingl THeading2 Heading3 | 7 MNarmal Strong Subtitle

B TimesNewRom = 14+ A° o7 | Aav &}
8, Replace
aste B I U -ahe x X o A

P | Change
E F Format Painter | Styles = | l& Select~

Clipboard Font Styles Editing

Hinh 3.1: Menu Ribbon trén Word 2010

Thanh Ribbon ¢6 3 thanh phan cin ban:

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

2. Group (nhom) mdi Tab bao gém nhiéu Group tap hop cac dbi twong c6 lién
quan mat thiét véi nhau.

3. Command (1énh) mdi Command c6 thé 1a mot nat, mot ving dé nhap ndi dung
hodac mot Menu (trinh don). Moi thir trén mot Tab déu dugce lua chon can than
dua trén cac hoat dong cia nguoi dung. Vi du Tab Home chira nhirng 1énh ¢6 tan
Suét sir dung nhiéu nhat ch‘fmg han nhu céc 1énh trong nhém 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 mai van ban

Thong thuong sau khéi dong Word, mot man hinh tréng xuat hién. Do 1a tai
liéu méi ma Word tu dong tao ra. Tao mdi gdm cac cach sau day:
- Nhén chudt vao Microsoft Office Button (hoic Tab File), chon New, nhan dup
chudt vo muc Blank document.
- Nhén t6 hop phim tit Ctrl + N
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Tao mét tai liéu méi tir miu cd sén: Nhin Microsoft Office Button (hodc Tab
File), chon New. Nhan nut Create dé tao mdt tai liéu mdi tir mau da chon.

T G Gl i R
el save
Available Templates
B Save As
B3 Open £} Home
[ Close =
2 D e 8
Recent Blank Blog post Recent Sample My templates  New from
documen t templates templates existing
Print —
= ) pramamn 7
Share = | dl i == H /
e Agendas Award Brochures Business Calendars Contracts
(1 certificates cards
gl Add-Ins ~
[ options J e H |
= = | —t =
Exit 1] & L =
Envelopes Faxes Flyers Forms Gift Greeting
certificates cards
; r—
N s = R g,
A E 7 |2 P
5 >
Invitation: Invoice s Labels Letters Lists Memos

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 véi dinh dang 1a *.DOCX, khac
voi *.DOC quen thugc. Voi dinh dang nay, khong thé nao mé duoc trén Word
2003 trd vé trude néu khong cai thém bo chuyén doi. Bé twong thich khi mé trén
Word 2003 ma khong cai thém chuong trinh, Word 2007 cho phép luu lai v6i
dinh dang Word 2003 (trong danh sach Save as type ctia hop thoai Save As, chon
Word 97-2003 Document).

Mudn Word 2010 mic dinh luu véi dinh dang cua Word 2003, nhan
Microsoft Office Button (hodc Tab File), chon Word Options dé md 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

Save Save files in this format: Word Document (*.docx} -
Language Save AutoRecover inforr ard Document (*.docx}
. Macro-Enabled Document [(*.docm]}
Keep the last Auto R
Advanced B keep

97-2003 Document (*.doc)

AutoRecover file location: Template (*.dotx}

Customize Ribbon Default file lacation: word Macro-Enabled Template {*.dotm]

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

Offline editing options for dd Single File Web Page (*.mht, *.mhtml}

Add-Ins Web Page [(*.htm, “.html}
Save checked-out files to: G web Page, Filtered (*.htm, *.html}

() The server drafts locz Rich Text Format i*.rtf}

(& The Office Documen Plain Text (= txt)

Vord XML Document [*.xml}

WVord 2003 XML Document (*.xml}
OrJenD-qument Text (*.odt}
Works 6 -9 Document [*.wps]

Trust Center

Server drafts location: [ [

Preserve fidelity when sharin

Hinh 3.3: Binh dang van ban
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2.2. M& mot viin ban tao sin , i
Tuong ty nhu Word 2007, phim tat m¢ tai liéu ¢6 san la Ctrl+O. Chung ta
ciling ¢o6 thé vao Microsoft Office Button (hoac Tab File), chon Open.

[ save
B save As
’I [ Open ‘

4 Close

Hinh 3.4: M vin ban tao san

2.3. Luu m@t van ban da soan thio

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

2.4. Két thiic 1am viéc trong Word
Khi khong lam viéc vai Word, thuc hién mot trong cac cach sau:
- M& muc chon File / Exit
- M& muc chon File / Close
- Nhan t6 hop phim Alt + F4

2.5. Thao tac v6i chugt va ban phim
2.5.1. Thao tac voi chugt
2.5.1.1. Sao chép dang vin bdn

Dung Format Painter (nut hinh cay co trén thanh cong cu Standard). Ching
ta c6 thé dung no dé sao chép dang tir mot doan van ban nay dén mot hodc nhiéu
doan van ban khac.

Céch dung:

+ Panh khdi vin ban c6 dang can chép

+ Bam mdt 1an vao nat Format Painter (néu muén dan dang vao mdt doan van ban
khac) hoic bam dup nat (néu mudn dan dang vao nhiéu doan van ban khac).

+ Pé dan dang vao nhimg doan vin ban nao thi danh khdi ching 14 xong (nhan
thém phim Esc dé tit chirc ning nay néu bam dup nit Format Painter).

2.5.1.2. Sao chép hodc di chuyen dong hodc cjt trong table

Trong mot table, néu mudn chép thém hay di chuyén mot hay nhiéu dong hodc
cOt thi co thé dung céach kéo va tha bang chudt nhu sau: chon dong hodc cot can
chép hoic di chuyén, kéo khéi di chon (néu sao chép thi trudc d6 nhan gitt phim
Ctrl) dat tai vi tri mong mudn.

2.5.1.3. Sao chép hodc di chuyén vin bdn
Sao chép:

= Chon khéi muén sao chép
* Chon HOME — Clipboard— Copy
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= Di chuyén con tré dén diém can chén
* Chon HOME — Clipboard— Paste
Di chuyén: , ,

= Chon khoi mudn sao chép

= Chon HOME — Clipboard— Cut

= Di chuyén con tré dén diém can chen
* Chon HOME — Clipboard— Paste
2.5.1.4. Phong to hodc thu nho tai liéu

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

Z=sm |
Zoom to
SR Page width T sores
@ :100%; Text width
5% whole pag
Percent: 100 %%
Pre-
AaBbCcDdEeXxXY
I VELZZ
AaBbCecDdEeXxY
VZZ
AaBbCcDdEeXxY
— vZz
I

Hinh 3.5: Hop thoai phong to hodc thu nhd tai licu

2.5.1.5. Danh khéi toan bj tai ligu

Thuc hién mot trong cac cach sau:

+ Chon HOME—Editing—Select All

+ Nhén t6 hop phim Ctrl+A

+ Pua chudt vé 18 trai van ban (mili 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 gom cac phim:

Céc phim di chuyén con tro:

Phim 1: Di chuyen con tr 1én mot dong.

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

Céc phim x04 ky tu:

Phim Delete: Xo04 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 do chén (Insert) va thay thé (Overwrite) ky
tu.

Céc phim diéu khién:
Phim Home: Chuyén vi tri con tro vé dau dong van ban chira con tro.
Phim End: Chuyén vi tri con trd vé cudi dong van ban chira con tro.
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Phim Page Up: Chuyén vi tri con tré 1én trén mét trang man hinh.

Phim Page Down: Chuyén vi tri con tré xudng dudi mot trang man hinh.
Mubdn vé dau vin ban: an déng thoi Ctrl+Home.

Mudn vé cudi vin ban: 4n dong thoi Ctrl+End.

M@t s6 thao tic nhanh trong viin ban véi cac phim tit thdng dung

Ctrl+1: Gian dong don (1)

Ctrl+2: Gian dong d6i (2)

Ctrl+5: Gian dong 1,5

Ctrl+0: (zero) Tao thém dd gian dong don trudc doan
Ctrl+Shift+F: Thay d6i phong chir
Ctrl+Shift+P: Thay doi c¢& chi

Ctrl+D: Mo hop thoai dinh dang font chir
Ctrl+B: Bat/tit chit dam

Ctrl+1: Bat/tat chit nghiéng

Ctrl+U: Bat/tat chit gach chan don

Ctrl+A: Lua chon (boi den) toan bd ndi dung file
Ctrl+F: Tim kiém k ty

Ctrl+G (hoacF5): Nhay dén trang s

Ctrl+H: Tim kiém va thay thé ky tu

Ctrl+]: Tang 1 co chix

Ctrl+[: Giam 1 ¢& chir

Ctrl+W: Dong file

Ctrl+Shift+>: Tang 2 c& chir

Ctrl+Shift+<: Gidm 2 ¢& chir

Ctrl+F2: Xem hinh anh noi dung file trude khi in
Alt+Shift+S: Bat/Tét phan chia ctra s6 Window
Ctrl+enter: Ngit trang

Ctrl+Home: Vé dau file

Ctrl+End: Vé cudi file

Alt+Tab: Chuyén doi ctra s6 lam viéc

2.5.3 Chon khoi va thao tic trén khoi

- Chon khai:

Thuc hién cac cach sau:

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

+ Nhip chudt dé dit con tro text & diém dau, gitr 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

Giit phim Shift va g& cac phim mili tén thich hop dé di chuyén con tro text dén
diém cudi cta doan vin ban can chon.

- Sao chép, di chuyén:
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Lénh | Biéu twong | Phim twong duong Y nghia
Cut Chuyén doan van ban da chon
i Crl+ X vao bd nhé Clipboard
, Ctrl+C Chép doan van ban da chon vao
B : :
Copy b6 nhé Clipboard
Paste B Ctrl + Vv Dap doan van ba}n c6 trong
Paste Clipboard vao vi tri con trd text

Panh d4u chon doan van ban
+ Vao menu HOME — Clipboard chon Copy hodc Cut
+ Dit con trd ¢ vi tri két qua chon Paste

- Xéa khéi: Chon doan vin ban can x6a. Nhan phim Delete trén ban phim
2.6. Truy tim va thay thé trong vin ban

Truy tim: Thuc hién cac cach sau
+ Chon HOME — Editing — chon Find
+ Nhan t6 hop phim Ctrl+F xuat hién hop thoai

ror oot 2 e GO tir can tim

)y Két qua tim kiém

Hinh 3.6: Hop thoai tim kiém

Thay thé: )
+ Chon HOME — Editing — chon Replace xuéat hi¢n hop thoai:

| Find | Replace | GoTo |

Find what: word 2010 <

= GO tur can tim

Replace with: |excel 2010| 4—@. G6 ttl, cﬁn thaV thé

More => [ Replace ] [ Replace all ] [ Find Mext ] [ Cancel I

Hinh 3.7: Hop thoai thay thé

3. Soan thio van ban
Cach go rl’“ié'ng‘Viét: ’

C6 rat nhiéu cach go Tiéng Viét trong moi truong Windows. Sau day la 2
cach gd thong dung nhat:
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- Kiéu gé Telex:

aa 2> a s > déu sic
aw 2> i f > diu huyén
dd > d r - dau hoi
ee 2>é X > dau nga
00 20 j = dau ning
ow,] 2o z > huy dau
w,uw,] 2u

Lap dau:

ddd - dd M =21

000 —> 00 11 21

eee —>ee

Vidu: G6 dong chit: Nudc chiay da mon
bang day cac phim sau:
Nwowecs chayr ddas monf  hodc N][cs chary ddas mofn

- Kiéu VNI:

Phim s6 s6 1 = Déusic
Phim s6 s6 2 = Déu huyén
Phim s6 s6 3 =  Déu hoi
Phim s6 s 4 = Déungi
Phim s6 s6 5 = Déuning

Dau mii ctia chit 4, & va 6
D4u rau cua chir o va u
Phim s6 s6 8 D4u mii cua chir a

Phim s s6 9 Dau gach ngang cua chir d
Phim s6 s6 0=  Huy dau (x6a diu)

Phim s0 s0 6
Phim so s0 7

_Vidu: G6 dong chir: Nwée chay da mon
bang day cac phim sau:
Nu7071c cha3y d9al mo2n hoac Nu707cl chay3 d9al mon2

Bang ma va Font chir Tléng Viét:

Pé g dugc Tiéng Viét, ngoai kleu g0, thi con can phai c6 su tuong thich gitra
Bang ma va Font chir. Hién nay c6 rat nhiéu Bang mé dung dé gd tiéng Viét. Tuy
nhién thong dung nhét van 13 cac Bang ma sau déy:

e Bing ma TCVNS3 - 5712:

La loai font 1 Byte duoc dung hau hét tai cac tinh khu vyc phia Bic va Ha ndi.
Font nay tuan thi theo bang mi chuan quoc gia TCVN 5712 dugc phat hanh nam
1993 va duoc khuyén cao dung trong khdi co quan nha nudc.

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

Font VNI do cong ty Vietnam International (USA) phat trién, 14 font chit 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, .........

e Bing ma Vietware X:
La loai Font chir 2 Byte.

Font chir soan thao cho bang ma Vietware X c6 dang: VN...............
Vi du: Cac Font chir nhu: VNtimes new roman, VNarial, VNrenfrew, .........

e Biang ma Unicode:

La loai Font chir 1 Byte. Rat thong dung hién nay, va dang 1a Font chuan trén
cac trang Web tiéng Viét.
Font chit danh cho bang ma nay: Times new roman, Tahoma, Verdana,.....

St dung bo g6 Unikey trong soan thao:
Pé str dung bo gd nay i can tién hanh nhu sau:
- Khoi dong Unikey (Neu bo g6 chua khéi dong).
- Nhép phai chudt vao biéu tuong Unikey trén Taskbar, chon muc “Hién cira so
Unikey” (Unikey Panel). Man hinh Unikey c6 dang:

. ™
i vnicey 20 7o S

Bigu khién o

Bang ma: ’Unicnde '] v Bang

T o

Kidu g [Telex "RE @ Kétthic

Phim chuyén: @ CTRL + SHIFT CIALT+Z

4L M@ ring

@ Hwéng dan ‘ Thing tin H Méc dinh ‘

Hinh 3.8: Giao di¢n Unikey
o  Trong muc “Kiéu g6”, chon kiéu gd (Telex/VNI); chon kiéu bo dau

o Trong muc “Bang ma”, chon bang ma can dung.
o) Trong muc “Mé rong”, dung bat/tat cac chirc nang tuy chon .
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BAI TAP BAI 3

Kién thire:

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

Ctrl-1 Ctrl-P Ctrl-L Ctrl-F Ctrl -

Alt-F4 Ctrl-B Ctrl-N Ctrl-G Citrl -

Cau 2: Trinh bay cach sao chép va di chuyén khéi vin ban?
CAau 3: Trinh bay kiéu gd Telex trong tiéng viét ?

Ky nang:
BAI TAP THUC HANH WORD 1
YEU CAU :
- G va trinh bay vin ban theo mau sau va luu lai voi tén TH01.DOC
- Sao chép kho tho thir hai xubng dudi kho tho thi ba
- Di chuyén tén tac gia dudi tiéu dé
- Thay thé tL‘r “ta” thanh tir “anh”
Tim tr “son ” trong doan tho trén
&Hu’o’ng din thu’c hanh
1.

- M6 file méi: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 thr hai;chon Home/Copy hodc Ctrl+C; sau d6
chuyén diém chén xudng dudi kho tho thir ba réi chon home/paste hodc 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 hodc CTRL+F

DOI MAT NGUOI SON TAY

Em & thanh son chay gidc vé

Ta tir chinh chién ciing ra di

Cach biét bao ngay qué Bat Bat
Chiéu xanh khong thay bong Ba Vi
Véng tran em mang tro1 qué huong
Mit em diu diu budn Tay Phuong
Ta nhé x&r dodi miy trang 1am

Em c6 bao gio em em nh¢ thuong?

DPo6i mit son tay

U uén nhiéu luu lac

Budn vién x{r khon khudy
Ta gri niém nhé thuong
Em mang gium ta nhé
Ngay tr¢ lai qué huong
Duong hoa kho rao 1€
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Bao gio ta gap em lan nira
Ngay ay thanh binh ron tleng ca
D3 hét sac mau chinh chién cii
Con c6 bao gio em nhé ta?

Luu Trong Lu
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Panh gia két qua hoc tip

Cach thirc va Piém Két qua thuc
TT Tiéu chi danh gia phuong phap £ hién cua
. e toi da ‘.
danh gia nguoi hoc
I Kién thirc
1 Nam dugc cong dung cac|Van dap, doi 2
phim tt chiéu voi noi
2 Niam dugc cach sao chép va di | dung bai hoc 4
chuyén khéi van ban
3 Biét dugc kiéu gd Telex 4
Cong: 10d
Il |K¥y niang
1 | Biét khoi dong va thoat khoi | 3
Word, g0 tiéng viét ki€u Telex | Kiém tra san
2 Biét cach chon bang mi phu [phim sau budi
hop véi font chir. thuc hanh 3
3 Luyén tap cac ki nang g0 van 2
ban
4 Biét cac chirc ning chung cua
A e 1 2
hé soan thao van ban.
Cong: 10d
111 | Thai d¢
1 Tac phong cong nghiép Theo do1 viée 4
1.1 |Pi hoc day du, ding gio thyc hién, doi| 1,5
1.2 | Khong vi pham ndi quy 16p hoc | chi€u vo1ndi quy 15
cua truong. ’
1.3 |Tinh can than, ti mi Quan sat viéc 1
thuc hién bai tap
2 bam bao thoi gian thuc hi¢n bai | Theo doi  thoi
tap gian thuc hién
bai tap, dbi chiéu | 2
vai thot gian quy
dinh.
3 Dam bAao an toin lao dong va v¢ Theo d3i viéc 4
sinh cong nghiép__ thue hién, ddi
3.1 Tl}én thi quy dinh v€ an toe‘m‘ ch'i &y V6 i, u 15
3.2 |bay du bao hd lao dong( quan dinh v& an tccl)éz 15
4o thuc hanh, thé hoc sinh, LA h cd :
3.3 | Vé sinh phong thuc hanh dang va Ve S cong
) nghiép 1
quy dinh
Cong: 10d
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KET QUA HQC TAP

Ti€u chi danh gia Két qua thue hién He¢ so Két qua hoc tiap
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 chir dugc dung co bé rong ky tu khong ¢d dinh, do d6
khi soan thao khong duoc dung dau khoang cach dé chinh dong, chinh doan.
Khong nén dé hai dau cach hodc hon lién nhau. Dau dong thu nhét ctia mot doan
khong dugc gd cac ddu khoang cach ma dung chirc ning dinh dang doan dé lui
dau dong.

Word 1a mét bg xtr 1y tir ¢6 dinh dang, tire 1a sau khi nhap ndi1 dung ta c6 thé
quy dinh hinh thire trinh bay cho cac ndi dung dé tiy y. Hai yéu t6 co ban dé dinh
dang cho van ban la dinh dang ky tu (quy dinh hinh dang tung ky tu trong van
ban). V& co ban thudc tinh cua ky tu bao gdm: font chit, kiéu chir (thuong, dam,
nghiéng, gach chan, chi sb trén, chi s6 dudi), ¢& chit tinh theo chiéu cao cua ky tur
va mau chit. Thudc tinh cta doan bao gém: 18 trai va 1& phai ctua doan, khoang
cach 1ui vao cta dong dau tién trong mot doan, cach dong doan (dong trai, dong
phai, dong giira va dong déu hai bén) va khoang cach cac dong trong doan.

Muc tiéu:

- St dung dugc cac d6i twong va hiéu ing dé trinh bay vin ban.
- Trinh bay cach thirc dinh dang van ban.

- Pinh dang dugc mot van ban dung yéu cau.

- Thuc hién cac thao tac an toan vdi1 may tinh.

N§i dung chinh:
1. Dinh dang van ban
1.1. Pinh dang doan vin ban

Dinh dang chi¥: Chon doan vin ban mudn dinh dang, dua con tro chudt vao ving
chon cho dén khi xuat hién thanh cong cu Mini.

Co chir
Font chir l
TimesMe v 12+ A" A7 i £
T \ Mau chtr

In nghiéng Gach dudi

Can le doan van:

Dé can 1€ cho doan van thuc hién cac budc sau:
- Budc 1: Chon 1 doan van hoac cac doan van can can 1€
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- Bu6c 2: Trong thé Home, nhoém Paragraph, nhan nit Align Left dé canh 1& trai,
nhan Align Right d€ canh phai, nhan nut Center d€ canh gitra (gitra 2 1¢ trai va
phai), hay nhan nuat Justify dé canh déu hai bén.

Dinh dang khodng cach cdac doan van:

Pé dinh dang khoang cach cho doarn van thu:c hién cac budc sau:

- Budc 1: Chon doan van ban mudn thay doi. ,

- Budc 2: Trong the Home, nhom Paragraph, nhan nut Line Spacing.

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

Céc kiéu khoang cach dong ma Word hd tro:

B s B S
— —— -
parsgroph .
arag rEIFP e

Indents and Spacing | Line and Page Breaks |

General

Alignment: Justified El
Outline level: Body Text El
Indentation
Left: a” = Specdial:
Right: a” = (none) El
] Mirror indents
Spacding
Before: 0 pt = Line spacng:
After: o pt = Single

[ Don't add space between paragra| all=
1.5 lines
Double
At least
Exacty
Multiple

5 pach g g Mige gdm dias 918 e N Sfag Gom md o chlSmL Vel
day caes @ SrEmsiim TR s e fRag =

Prewview

- MEege 3mcige e
Sm e LT e mgRTe s ma

[ Tabs... ] [ Set As Default ] [ K ] [

- 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: Lua chon nay xéc 1ap khoang cach dong tdi thiéu can thiét dé phd hop
v6i font hodc db hoa 16n nhat trén dong.

- Exactly: C6 dinh khoang cach dong va Word s& khong diéu chinh néu sau d6

- tang hoac giadm c& chi.

- Multiple: Xac lap khoang cach dong tang hoac giam theo ti I¢ % so vai dong
don ma ta chi dinh. Vi du, nhap vao 1.2 c0 nghia la khoang cach dong s€ tang
Ién 20% so v4i dong don.

Ghi chi: Néu mudn dit nhidu khoang cach giita cac dong nhung khoang cach
nay khong c6 trong menu xuat hién khi nhan nut Line Spacing, hdy chon Line
Spacing Options, va nhap vao khoang cach can dinh dang.

Thut 1¢ dong dau tién ciia doan

Thuc hién cac budc sau
- Budc 1: Nhan chudt vao doan ma ta muon thut 1€ dong dau tién.
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- Buéc 2: Trong thé Home, nhan vao nit mili tén goc dudi bén phai ctia nhom
Paragraph.

- Bu6c3: 0 hop thoai Paragraph, chon thé Indents and Spacing. Tai muc Special,
ta chon First line. Tai muc By, chon khoang céach thut vao. Nhan OK.

Indents and Spacing | Line and Page Breaks |

General
Alignment: Justified E|
Cutline level: |Body Text E|

Indentation
Left: o" = Spedial: By:
Right: o = First line 0.5 =

[ Mirror indents

1.2. Pinh dang cot, tab, Numbering

¢ Pinh dang cjt:

Cach thi nhat: G& vin ban trudc, chia cot sau:

- Budc 1: Nhap van ban, hét doan nhan

Enter dé xuéng hang. Sau khi da go hét st = Fagelsyout | References
ndi dung vin ban, nhan Enter dé con |2y Orientation = 4= Breaks »

tr6 xuong hang tao mgt khoang trang. [ Size ~ 3] Line Numbers ~
- Budc 2: Boi den noi dung can chon  *fz= -\ ot e pokenation -
(khong boi den dong trang & trén), tai . :
th¢ Page Layout, nhom Page Setup = | one
r X A - A ' — = Y )

chon cac mau cot do Word mac nhién -~ : —
an dinh. §]

=S Three

—=| Left

=: Right

EE  More Columns,.,

Hinh 4.1: Chon mau cdt mic dinh
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Nhén vao More Columns hién thi hop thoai:

Columns

Presets

]
=1
m

Mumber of columns:
Widkh and spacing
Col #:  Width:

—
I=
=

1

4

Left

]
=5
=

RS

apply ko |This seckion

v)

| ok

l[ Cancel ]

Hinh 4.2: Hop thoai Column

Céch thir hai: chia cot trudce, go van ban sau
- Tai thé Page Layout, nhom Page Setup chon cidc mau cot do Word mic nhién
an dinh - Nhap van ban vao.
- Tai thé Page Layout, nhom Page Setup chon Breaks, Column Break: dé ngat
¢t khi muén sang cac cOt con lai.

)
|*—; Breaks —|

A Watermark v Indent

Page Breaks

»

‘||M, M]h_[t _VL

Page

Mark the point at which one page ends

and the next page begins.

Column

Indicate that the text following the column

break wiil begin in the next column,

Text Wrapping

Separate text around cbjects on web
pages, such as caption text from body text.

Section Breaks

>

b

e

|

Bk |

L

I
j

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,

Hinh 4.3: Ngit cot

Trang 67

+ Presets : cac mau
chia cOt

+ One — Two — Three :
Cac cot cbd do rong
bang nhau

+ Left—Right : Cac cot
c6 do6 rong khac nhau

+ Number of Columns
: S6 ¢ot (néu mudn sb
cOt chir >3)

+ Line Between
Puong ké gitra cac cot
+ Width and Spacing :
Diéu chinh d6 rong va
khoang cach

+ Equal column width:
Céc cot co do rong cot
bang nhau néu nhap chon
vao 6 vuong phia trudc



¢ Dinh dang tab:

Hién thi thudc ngang trén dau tai liéu bang cach nhan nut View > Ruler &
dau trén thanh cudn doc.

Chon tab bang cach 1an luot nhan vao 6 tab selector — 12 6
giao nhau gitta thudce doc va thude ngang (¢ goc trén bén trai trang tai liéu) cho

dén khi chon dugc kiéu tab mong mudn.
= EP ER

> @ b\lIlll.llI“&“II“IllIIIIllzulIlIIBIILI!I”‘-‘"'!"'E
R Kich chudt dén khi xuét hién
et loai Tab can dung

Editing

Tab tréi: @ Dit vi tri bat dau cua doan van ban chay sang phai khi nhép liéu
Tab giira: Dat vi tri chinh gitta doan van ban. Poan van ban sé nam gifta vi
tri dat tab.

Tab phai: Ni m & bén phai cudi doan vin ban. Nhép li¢u, doan van ban s€ di
chuyén sang trai ke tur vi tri dat tab.

Tab thap phan: @ Khi dit tab nay, nhimg dau cham phan cach phan thap phan
s€ ndm trén cung mot vi tri.
Bar Tab: [t/ Chén mot thanh thiang dimg tai vi tri dit tab.

¢ Dinh dang Numbering:
S6 thtr tu tu dong cho phép dinh dang va

2 EE FE AT g t6 chtrc van ban voi cac sb, cac bullet (dau
L | cham tron). Chon HOME —Paragraph
W ) Cac danh sach Bullet c6 cac dau chan tron
: I Danh sach cac Number co cac sd va danh
‘_ " ) sach cac Ountline 13 su phdi hop giita cac s6
" o i va céc chit cai phu thudc vao sy t6 chirc ciia
danh sach.

Document Number Formats

1) 1,
2 2.
3 1.

Define New Mumber Format...

i

Hinh 4.4: Bulleted and Numbered
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K/

¢ Dinh dang khung va lam nén:
bé dé dang cho viéc tao nén va dong khung cho van ban, ta nén go van ban
xong 161 mo1 thyc hién.

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

Borders and Shading E|
Borders | Page Border | Shading
Setting: Stwle: Presview

| | e Click. on diagram below or use
buttons ko apply borders

MNone

Shad W
ol Color:
3D Aukanatic w
D = Widkh:

wmph —0 apply to:
Cuskomn
ﬂ Paragraph L
[ Showe Toalbar ] [ Horizonkal Line. .. ] [ (04 ] [ Cancel ]

+ None: khong dong khung

+ Box: dong khung véi kiéu dudng dugc chon ¢ muc Stype

+ Shadow: dong khung c6 vién bong véi kiéu dudng chon ¢ muc Stype

+ 3- D: dong khung véi hiéu ing khong gian 3 chiéu véi kiéu dudng chon & muc
Stype

+ Custom: tuy chon kiéu duong khung, c6 thé Nhap chon cho ting duong trén
ting canh Stype khac nhau va Nhap chi dinh twong tmg ¢ muc Preview

+ Color va Width: chon mau va do rong cho duong ké khung

Thé Page Border: Tuong tu nhu ap dung cho ké khung cau van nhung the nay
ap dung cho ca trang van ban. Bac biét muc Art li¢t ké cac kiéu duong vién cho
ca trang theo cac mau duogc thiét ké sin.
Thé Shading: Chon kiéu to6 nén cho cau van chon. Cac muc gém:

+ Fill: chon mau t6 cho ciu vin, ngdm dinh no Fill khong t6 nén

+ No Fill: huy chon viéc t6 nén

+ Stype: chon kiéu t6 nén

+ Color: chon mau td, ta c6 thé Nhap More Color dé tu pha tron mau to.
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Thé Shading:

X

_ | Fill: Kich chudt chon mot

T No i . mau lam mau nén tir bang
HEEEN

EEEEEEEE | 0 0 ——— r;]a?tlf(ernS' Chon nét hoa vin

FeEEE et O

+Stype: Chon Iuya kiéu hoa

[ - o | van

+Color: Chon mau cho nét

[_show Toobar ] (_tonzontaltine... ] [ = J [ @= J| hoavan

Hinh 4.6: Dinh dang khung va 1am nén (thé Shading)

1.3. Drop Cap (Tao chit hoa thut cip)

Tao mét chir hoa thut cap (Dropped Cap)

Microsoft Word c6 tinh nang tao chir nhan manh goi 13 Drop Cap. D¢ 1a chit cai
dau cau dugc phong to va tha xudng. Kiéu trinh bay vin ban ndy ¢ tinh my thuat
Cao.

Chon Insert — nhém Text — chon 1énh Drop Cap

C6 2 ché dp:

1. Dropped cap.

2. In-margin dropped cap.

Pé ¢ thé tiy bién chir cai nhan manh ndy, nhan chudt 1én 1énh Drop Cap
Options trén menu cua Drop Cap. Trén hop thoal Drop Cap, c6 thé chon vi tri
ctia chit nhan manh, font chit, s6 dong tha xubng va khoang cach tir chit nhan
manh t6i van ban. Nhan OK dé hoan tat.

Drop Cap E]E|

Paosition

Sau nay, néu khong muén nhidn manh kiéu
Drop Cap, vao lai man

W W hinh Drop Cap va chon 1énh None.
= D061 véi van ban vira trinh bay chia cdt, vira
iane Dropped  In margin c6 tao chit Drop Cap, can chu y:

Options eN¢u tao: Chia ¢t trudce, tao chit Drop sau.
Eant: eNéu huy: Huy chir Drop Cap trudce, huy chia
Times Mew Roman A

cOt sau.
Lines ko drop: 3

CEAIE TS

Distance From text: (0"

[ Ok l[ Cancel ]

Hinh 4.7: Tao chit Drop Cap
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1.4. Watermark (Nén bao vé
van ban)

Mot hinh mo 1a mdt anh trong
sudt ma xuét hi n ngay sau van
ban trong tai li¢u. 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
Watermark va tao mot
hinh mo riéng.

- Pé bé mdt hinh mo, thuc hién cac budc nhu trén nhung chon Remove

Watermark.

Al Watermark ~| Indent

Confidential

Spacing

COMFIDENTIAL 1

DO MOT COPY

COMNFIDENTIAL 2

More Watermarks from Office.com

4 Custom Watermark.

5

Remove Watermark

Hinh 4.8: Hinh bao v€ van ban

1.5. Tao tiéu dé trén va duéi (Header va Footer)
Céc van ban nhu gido trinh day hoc, tdi lidu, chuyén dé, bdo cdo, v.v...

phai co cac thong tin mang tinh huéng din, xuat xtr nhu: Tén chuyén dé, nguoi
thuc hién, so trang, nguoi huong ddn, v.v...Céc thong tin nay thuong dugc dat &

dau trang va chan trang (Header and Footer).
Tai thé Insert — nhém Header & Footer, nhan nut Header hay Footer.

=| Header = A J Quick Parts » % Signature Line T Equation ~
S| Footer - Nordart v jJ Date & Time £2 symbal ~
Built-In <

Blank pols

[Ty tet]

Blank (Three Columns)

[Ty tea] [Typa vest]

[Type o]

Alphabet

[Type ekt

Annual

Maore Footers from Office.com
s = Edit Footer

_.,l\ Eemove Footer

Hinh 4.9: Hinh tao Header & Footer
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- Menu x6 xuéng voi cac Header, Footer mau can chon.

- Nhap no1 dung cho Header hay Footer do.

- Nhan dap chudt vao ving ndi dung cta trang, 1ap tirc Header/ Footer s& duoc
ap dung cho toan b0 trang cua tai liéu.

1.6. Panh s6 thi tw cho trang vin ban
% Cheén so trang vao viin ban

- Chon thé Insert — nhom Header & Footer, nhan nut Page Number

m Home Insert Page Layout References Mailings Review View

[&) cover Page - j I_—I jﬁ |Tf‘|| EE\{) ﬁﬂ lﬂ; &, Hyperlink 5] Header ~ u jQ\

|_] Blank Page A& Bookmark 5| Footer =
i Table Picture Clip  Shapes Smart&rt Chart Screenshot , e r— Text
'—= Page Break - Art - - [ Cross-reference | | =] Page Mumber=|| goy» =
_— Pafs e BB tnnY Links [ TIopofPage
IIQW_E S - e 4 |3 Bottom of Page
- Plain Mumber 1 ={| s Page Margins v
. #]  Current Pasition ’

N 1 |#" Format Page Mumbers..,
]
=X

Remaove Page Numbers

= Plain Mumber 2

- Trong menu xuét hién, tré t6i Top of Page (chén sé trang vao phan Header)
hodc Bottom of Page (cheén vao Footer)

< Thay d6i dang sd trang

- l\[hén dlp vao Header hay Footer, noi [f S Suy-ase HE
can dat so trang.
- Tai thé Design, nhidn Header & Footer, | "mberfermat:
nhan n(t Page Number, chon tiép Format | []Include chapter number
Page Numbers.
+ Number format: Chon dang s6 thir tu
+ Include Chapter Number: Sé trang
duoc kém voi sd chuong
+ Continue From Previous Section: S6
trang ndi tiép vai section trudc do

Page numbering

{*) Continue from previous section

+ Start at: S6 trang duoc bat dau tir sd O start gt ~
+ Trong hop thoai Page Number, tai muc |
Number format, chon mot kiéu danh —

s6 minh thich, sau d6 nhan OK.
% Xéa sb trang da danh

Thé Insert, nhan Header & Footer, nhan nit Page Number, sau d6 chon Remove
Page Numbers & cuoi menu.
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1.7. Dinh dang trang van ban
% Chinh sira 18 trang:
Chon tab Page Layout — Page Setup, Nhip chon Margins

v" Chon Default Margin, hoac
v Chon vao Custom Margins va hoan thanh hop thoai

Home Insert Page Layout References
[y Orientation » = Breaks ~

2 i (L]

J 13 Size ¥ 3] Line Numbers ~
Themes — Margins| __ =5 :
- ' - | ££ Columns ~ be Hyphenation ~
Themes 1] Last Custom Setting
Top: 1 Bottom: 0.5"
q ! Left: 07" Right: 0.7"
o "
- I Normal
\' Top: 1" Bottom: 1"
Left: 35 Right: 1"
=3 |
Narow
- Top: a.5" Bottom: 0.5"
= Left: 05" Right: 0.5"
- T— Moderate
- Top: 1" Bottom: 1"
e | Left: 0.75" Right:  0.75"
—
- T Wide
- Top: I Bottom: 1"
Left: 2" Right: 2"
 Nurrored
- i"—' T Top: 17 Bottom: 1"
A \ Insice; 1,25 Outside 1"
~
Office 2003 Default
- Top: 1" Bottom: 1"
= | Left: 1.25" Right: 1,25"
A Custom Margins...
m

4.11: Pinh 1é trang

<% Pinh hwéng 18 trang, Nhip thuéc hay ¢t 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

— ' o= A [Line Numbers ~
Themes — Margins || | _ Portrait
A ] ¢ r || = {Hyphenation v

e

‘j Landscape :
Hinh 4.12: DPinh huéng trang

-l
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Ap dung dwdng vién trang va mau sic

Chon tab Page Layout — nhom Page Background, Chon Page Colors va
lra chon mau mudén 4p dung cho trang hodc Page Borders va chon dudng vién
thich hop cho trang.

“ Home Insert Page Layout References Mailings F

A W " 1 [y Orientation v »=; Breaks ~ A watermark -

— (A = [ Size ~ #3) Line Numbers ~ |4 Page Color ~
Themes — Margins __ 25 : ‘

v == Columns v be Hyphenation || Page Borders

Themes Page Setup | Page Background

Hinh 4.13: Tao vién trang va mau sic

< Tao mdt ngit trang

Pé chén mot ngat trang:
Chon tab Page Layout — Page Setup, chon menu Breaks, chon Page Break.

Page Layout References Mailings Review View
sntation ~ ‘»‘:::', Breaks '\' |A] watermark v  Indent
2 Page Breaks =
umns ~ I Page o=
sage Setup » Mark the point at which one page ends Parag)

and the next page begins,

111§z v

Column
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.

[ % ”%T‘

Section Breaks

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

Wil

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

~

ull

Even Page

Insert a section break and start the new
':-Ii-bl section on the next even-numbered page.

Odd Page

i

1 - Insert a section break and start the new
»:.315' section on the next odd-numbered page.

Hinh 4.14: Tao ngat trang

<+ Chén m{t Trang bia
bé chén mot trang bia: 7
Chon tab Insert — nhom Pages, chon nut Cover Page , chon moét kiéu trang bia.
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m Home Insert Page Layout References Mailings
B Cover Page | e :
i Coverpage Ll EE [ TS oiE |
Built-In -~
e Te Dochms mnet
Alphabet Annual Austere

[Type the document tithe]
m

[Type tha documant tithe]

[year]

Conservative Contrast Cubicles

More Cover Pages from Office.com

3% Remove Current Cover Page

_‘;’ Save Selection to Cover Page Gallery...

Hinh 4.15: Chen trang bia

«* Chén m{t trang t’réng
bé chén mot trang trong:
Chon tab Insert — nhdm Page, chon nut Blank Page.

File Home Insert f

|f) Cover Page > ===

_] Blank Page

A

Table Picturs
>F'-, Page Break -

Pages Tables

Hinh 4.16: Chén trang trong

2. Chén cac d6i twong vio vin ban
2.1 Chen cac ki tu dic biét

Dé chen cac ki hiéu ta c6 thé chon cac font, ¢&, 2 signature Line =
ki€u, mau v.v...Vi du mot s6 ky hi€u trong b0 font 51 pate & Time

Winding: LAM@ <> =20 3% ¥gg Object
+ D¢ chen ta dat con tro vao noi muodn chen ky

hiéu —

+ Chon thé Insert — nhém Symbols, Chon nut
Symbol
+ Chon ky hi¢u phu hop
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hodc More Symbols hop thoai sau xuat hién:

Symbols | Special Characters

Eork: |Wingdings -

olo|o| S8 %@ 2| ¢ R RHE R
Jelggaa® <[> [alv|e|2[oo<
MR LN €MV R (AN e
S| B |5 A e | s|e]e X\/Eﬁﬁv
Recently Used symbols:

G0 0| |e || @ 4] 0 | 2 |8 €
Wingdings: 196 Characker code: 196 from;: | Symbol (decimal) “
[Autacorrect.. | [ Shorteut key... | Shortcut key:

Hinh 4.17: Chén ki tu dic biét

+‘Tiép theo ta chon ky hiéu tai muc Font. Thong thuong, cac ky hiéu pho bién
nam ¢ cac bo font: Winding, Webding...
+ Chon ky hi¢u can chén, Nhap chon nut 1€nh Insert. Thuc hién xong Close.

Vi cac ky hi¢u thuong xuyén sir dung, ta o thé gan cho mdi ky hiéu 1a mot
ki tu hodc mot tir, to hop phim tit ndo d6 deé tién dung

= Gan ky hiéu cho mot tir: Trong hop
Symbol, ta Nhap ky hiu can tao tir viét tat, | == s :
chon nut 1énh AutoCorrect..., Tlep theo tai
muc Replace gb tir thay thé, xong Nhap Ok
va Close. Vi du: ta thudng xuyén hay ding | seecr ieyoesd zeasence o
ky hidu [, vy ta gan cho no 1a tir “sach”. | @n ——
Nhu vay khi g& “sach” va an ntt Space thi
ki hiéu 0 s& duoc thay thé cho tir sach.

= Gan t6 hop phim tit cho ky hiéu: e
Trong hop Symbol, ta Nhap ky hiéu can tao
tir viét tat, chon nuat 1énh Shotcut Key

CDrnrnand

Swmbol: E

Hinh 4.18: Gan ky hi¢u

+ Tiép theo tai muc Press new shortcut key, ta 4n t6 hop phim tat phu hop (dugc
két hop véi phim Ctrl..., Alt... hoac ca Ctrl- Alt...phia trudc, vi du Ctrl-T)

¢ Nhép Assign dé chuyén vao danh sach cac ph1m tat (Current key) an Close.

Vi duy ta thuong xuyén dung ky hiéu®, ta gan t6 hop phim tit cho n6 1a Ctrl-T,
an “Ctrl- T° thi ky hiéu B s& hién thi.

2.2 Chén ClipArt va hinh dnh
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beé thuc hi€n chén hinh vao van ban tai vi tri con tréd nhay cua van ban, ta thuc

hién cac budc sau:

+ DPat con tro vao noi muon chén hinh minh heAn T
hoa hay hinh anh S
+ Chon thé Insert — Chon nut Clip Art e

+ Hop thoai xuét hién va ¢6 thé tim hinh miu
+ Nhap chudt vao nat Go néu khong thay hinh,
xuat hién ngay trong ving danh sach hinh.

+ Nhép chudt vao ngay hinh can chén tir viing
danh sach hinh anh, anh s& xuat hién trong van Pﬁ
ban ngay tai vi tri con tro. -

2.3 Chén va dinh dang hinh anh

¢ Dé chén mot hinh anh:
+ DPat con tré vao noi mudn chén

&P Find more at Office.com

Hinh 4.19: Chen ClipArt

+ Chon tab Insert — Chon nut Picture
+ Duyét qua hinh &nh mudn chén va chon anh.

+ Chon Insert

Table

-

Tables

Picture

jﬂ u | ::\’ ihﬂ @4

Clip Shapes SmartArt Chart Scresnshot
Art - -

illustrations

¢ Pinh dang hinh dnh

Hinh 4.20: Chén hinh anh

Pé dinh dang hinh anh ta Nhép phai, chon 1énh Format Picture hdp thoai s€
xuat hién, Nhap chon thé Layout
- In line with text: hinh anh x&p noi ti€p theo van ban tai vi tri dat tro lac chén

anh.

- Square: Bat ddi twong ndm vao mot khung vudng bao ‘quanh boi van ban.

- Tight: Dbi tuong dugc van ban bao quanh theo bién d6i tuong.

- Behind Text: Di tuong nam bén dudi 16p vin ban. Tuy chon ndy thudng duoc
dung dé dat anh 1am nén hodc anh 1én cho vin ban.

- In front of text: Dat dbi tuong nam trén 16p van ban, che khuét vin ban noi dbi

tuong dugc dat.
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Format Picture |X|

|COI0rs and Lines || Size | | Picture | Texk Box | wieb |

Wrapping skvle

lad lad b = b &

In line with text Sguare Tight Eehind text  In front of text

Haorizantal alignment

) Left ) Center ) Right &) Other

L Ok J [ Cancel ]

Hinh 4.21: Pinh dang hinh anh

2.4. Chén va hiéu chinh luwu do

Smart Art 13 tap hop céc loai d6 hoa c6 thé st dung dé to chtrc 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

== El= L3 & Hyperlink 5] Header~ A=]| = QuickPparts ~
== E"d = ﬂ o
E u o @ E Ci gy A& Bookmark g Footer ~ 4‘ WordArt ~

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

¥ RO

Tables Ilustrations

Choose a SmartArt Graphic

Links Header & Footer |

List ~||
= |
= i e m- - =
o - —_—
22D Process ey -
¢ Cyde I s
2 G
H R :
sbn Hierarchy ei—
4 Relationship S e
. o ol
— | E =
A Pyramid —
= ‘ Basic Block List
= 2 |
(@8] Picture = “H -F-1-1 Use to show non-sequential or grouped
blocks of information. Maximizes both
- 31—
horizontal and vertical display space for
) . . e
/1 [ EE
[ ok ][ cencel |

Hinh 4.22: Chén SmartArt

+ Chon mili tén phia bén trai & chén van ban hodc gd van ban trong d6 hoa.
D¢ hi¢u chinh SmartArt, chon Tab Design va cac nhom lién quan:

x_J \:g E # Promote * Reorder Up -

% Demote Reorder Down -
Add  Add T e -
Shape~ Bullet Pane | rigntto kett} oo, Layout ~

Create Graphic | Layouts |
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2.5. V& va hiéu chinh biéu do

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

h B2 P 2 il w

Picture Clip Shapes SmartArt Chart Screenshot

Art >
Ilustrations

-

Xuat hién ctra s0 chon kiéu biéu do

Chon mot kiéu biéu d6 va nhap hoic
stra ndi dung bang dir liéu truc tiép
trén bang dir

liéu Data Sheet ciia man hinh Excel.

B
2 G

A

8 ¢
Qyl Qi
WM W

0 3 f
QuilQyiv

Inzert Chart 3] 1w mMOW
3 Templates Column - - ~ 5 :iéu W
e i ™| (B2 ) ) 98] " ;

et Line \ ‘ ‘ ‘ ‘ ‘ | 7

Ei %\

Hinh 4.23: Chén biéu db

]

& P y = % !

e ]l I08) 00 k| I, ;
A Area > = = = -

il 1NNV AT 0
g»' surface ue: ::
el 223 A A | 2 s 3
;7 R:d:re He - i - B ) 0 3
[ Menage Templates... | [ setasDefauit Chart | E :: ¢ o3 m o :

N

Toresinechatdat range, dag lowe rghtcomerof rnge

{

lai trén man hinh Word

1200

1000

200 4

Eép

200
mauyl
500 mOuy il
Pl
400 - W Quy IV

Pong chuong trinh Excel, biéu d6 luu

2.6. Lap va hiéu chinh biéu thirc toan hoc

Word 2010 cho phép chen céac cong thirc todn hoc. Pé xem cong cu todn hoc:
+ Pit con trd vao noi  mudn chén cong thirc toan hoc
+ Chon thé Insert — trén nhém Symbols, Chon niat Equation
+ Chon cong thirc toan hoc phu hgp hodc Chon Insert New Equation
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|

er = A | =| Quick Parts = |32& Signature Line = [ 7T Equation|~

Built-Im -
Area of Circle
A = or®
Binomial Theorem
- _— - FL , I
{x + )™ = [:1 JxRgn—k
b
o=
Expansicon of a Swum
B . LA il — 12
1L+ )™ = 1 + -+ - + -
1! 21
Fourier Series
f= =
P FLIT A . . FLTT A,
Fix) = ag + [a,,_ cos + b, sin |
L L /A
=11
e
Plore Equations from Office.com -

TC Insert Meww Egquation

Hinh 4.24: Chén cong thirc toan hoc

Pé chinh sira cong thirc toan hoc: Nhip chon cong thirc va thé Design s& xudt
hién trén vung Ribbon

ert Page Layout References Mailings Review View Design | A
— — X o X n 3 e -
EERMMECEE: 5 eX4x [, & O e G im A [3
<4 | ?‘ i > | ’?| ’?\ 1?\ g ‘Tl l?‘ }?l o Fraction Script Radical Integral Large Bracket Function Accent Limit and Operator Matrix

e N e x . * v Operator~ . ¥ - Log~ ¥ v,

Symbols Structures

3. CAc hiéu irng dic biét
3.1. Hi¢u urng Text Effect

- Luya chon doan vin ban can ap dung hiéu Gng.
- Nhap chuét vao biéu tuong ctuia Text Effect trén thanh cong tai thé Menu Home,
mot menu do xudng cho phép lya chon cac hi€u tng can ap dung.
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| Home

H]
a
¥

fnset  Pagelayout  References  Mallings  Rewt
Times Hew Roman ~2 v EeiE-Ee EE a e‘ ﬂ%
Bl 7 O0-dx x 8 ==EF= |z L=
‘ = Quick Changs | ng|
B -A A AL - 2T Styles » Styles~ = ’
¥ Stpes 2
1\ - s

¥

‘!-.:
b .

AAA
AAA

Qutline
Shadow
Reflettion

Clow

Clear Text Effects

Js

-

il

Chire nng Text Effects

Hinh 4.25: Hiéu g Text Effect
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Bai tAp va san phim thuc hanh s 2

Kién thic:

Céau 1: Trinh bay cach dinh dang doan van ban?

Céau 2: Trinh bay cach chia cot, chén hinh anh, chén cac ki tu dac biét trong van
ban?

Céu 3: Trinh bay cac budc tao chit nghé thuat, tao Drop cap ?

Ky nang:
BAI TAP THUC HANH WORD 2

YEU CAU: G& va trinh bay van ban theo mau sau va luu lai v6i tén TH02.DOC
wHudng din thue hanh
1. Govan ban
- Font chung cho toan by van ban 1a Font : VN time new roman ; size : 14
- Dong tiéu dé : Font : VN time new roman ; size : 14, canh gifra

Dong 1 : Chir in hoa ; Dong 2 : in dam (BOLD)

Dong 3: in nghiéng (Italic) ;Dong 4 : Chén Ky tu dac biét : insert / symbol

Dong 5 : Font : Vntoronto ; size : 20 ; style : Bold ; in hoa
- Vin ban: Trinh bay theo mau vai 1& first line = 0.5 inches, canh dit liéu: justify
2. Luu van ban lai véi tén TH02.DOC
TRUONG CAO PANG NGHE PA NANG KHOA CONG NGHE THONG
TIN
99 Té Hién Thanh , Phuong Phudc My, Quén Son Tra, TP Pa Nang
&0511.3940675 - 0905112233
THU NGO
Kinh goi : Céc ching ta hoc vién

Trong sudt thoi gian vira qua, KHOA CONG NGHE THONG TIN di dao
tao dugc nhiéu 16p Tin hoc ngan han voi chat lugng cao. it biét, Khoa ngay mot
chu trong nhiéu dén diéu kién hoc tap vé mit Iy thuyet cling nhu thuc hanh bang
cac phuong tién hién dai; tao cho hoc vién dé nam bat duoc noi dung bai hoc.

Tuy nhién, bén canh do ciing khong tranh khoi nhiing thiéu sot. Khoa
CNTT Truong Cao Dang Nghé Pa Nang mong mudn nhan duoc nhiing gop y
ctia cac chiing ta nham gitip Khoa phat trién va phuc vu ngay cang tot hon d6i véi
cac chung ta.
Tran trong kinh chao.

Tp. Pa nAng, ngay ..... Thang ..... Nam 2012
TRUONG KHOA CNTT

(Ky tén)

Mata Zura Yamato Okina Wakabi Nbi budn byc cir trat xudéng tam tri
mong lam mot kiém khach vo dich, Mata Zura Yamato Okina Wakabi
nhung mdi lan ddu voi cha déu bi cha  nhung chang van nuéi chi tré thanh mot
danh bai, va phai nghe 15i phé binh cia  kiém si dai danh.
cha la than phap qua cham chap. Mot ngay kia Mata Zura Yamato

Okina Wakabi xin phép cha dé theo hoc
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Hoka Suzu Ilwa Masaki Banzo Ladori -
mot kiém su dai tai, va chang dugc cha
chéap 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 1au t6i sé trd thanh mot kiém si vo
dich

- Muo6i nam

- Thua dai su, cha toi d3 gia toi mudn
rGt ngan thoi gian dé con trd vé cham
soc nguoi. To1 nguyén hau ha dai su can
man gap hai thi thoi gian thanh tai la 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
Masaki Banzo Ladori van trAim mic)

- Néu t6j xa than phung su dai su
khong ngoi gk h1 chut nao thi bao 1au c6

#1ai thich cho Mata
: kabi nghe :

"Duc toc bat dat", nguoi hap tap
lam vi¢c gi cling kho thanh cong.

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

Theo so tay vo thuit, TP H6 Chi Minh
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Panh gia két qua hoc tip

Cach thirc va Piém Két qua
TT Tiéu chi danh gia phuong phap £ thwe hién caa
. e toi da ‘.
danh gia nguoi hoc
| | Kién thirc
1 | Nam rd cach dinh dang doan
- 5 A r A 2
van ban Van déap, doi
2 | Bi€t c4ch chia cot, chén hinh | chiéu véi néi
anh, chén céac ki ty dac biét | dung bai hoc 4
trong van ban
3 | Nam duoc cac bude tao chit 4
ngh¢ thuat, tao chir Drop cap
Cong: 10d
Il |KY nang
1 Luyén tap cac ki nang dinh
dang ki tu, dinh dang doan van 3
ban, gd tiéng viét Quan sat, Kiém
2 Biét tao chir nghé thuat, |tra san phérp 3
Dropcap trong va sau buoi
3 | Biét chén hinh anh, dinh dang | thuc hanh
< 1 2
hinh 4nh
4 | Biét chén ki hi¢u dic biét 2
Cong: 10d
11 | Thai d
1 Tac phong cong nghiép Theo doi vige 4
1.1 |Pi hoc day du, ding gio thyc hién, doi| 1,5
1.2 | Khong vi pham ndi quy 16p hoc | chi€u vé1 nd1 quy 15
cua truong. ’
1.3 | Tinh can than, ti mi Quan sat viéc 1
thuc hién bai tap
2 Dam bao thoi gian thyc hign bai | Theo doi  thoi
tap gian thuc hién
bai tap, dbi chiéu | 2
vai thot gian quy
dinh.
3 Dam bAao an toin lao dong va vé Theo d3i viéc 4
sinh cong nghiép thuc hién, ddi
3.1 |Tuéan thu quy dinh vé an toan hid N 1,5
32 |Pay di bao ho lao dong( quan | 5. oL awy
\ ) \ i inh vé an toan 1,5
a0 thyc hanh, thé hoc sinh, \ Ve sinh cd
3.3 |Vé sinh phong thuchanhdung | o, e ST €ONE
: nghiép 1
quy dinh
Cong: 10d

Trang 84




KET QUA HOC TAP

Ti€u chi danh gia tllf:’z (ll1liléan He¢ so Két qua hoc tap
Kién thirc 0,3
Ky nang 0,4
Thai do 0,3
Cong:
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BAI TAP BAI 4
Kién thire:
Céu 1: Trinh bay cach dinh dang hinh anh va coéng dung cta cac thé Color and
Line, Size, Layout trong hdp thoai Format Picture?
Cau 2: Trinh bay cach danh sb thi tu cho trang vin ban?
Cau 3: Trinh bay céng dung thé Page Layout?
Ky nang:
BAI TAP THU'C HANH WORD 3
YEU CAU : G0 va trinh bay vin ban sau va luu lai véi tén THO3A.DOC
wHUONG din thuc hanh
1. G6 van ban :
% Dung font chit chung la 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 mdi bén 1.5
U Tén tac gia : font : Vnbanff ; size : 16, Canh phai
% NEN nhép chon nut hodc ctrl - J dé vin ban gd vao canh déu 2 bién.
& Nhap ndi dung trude r0i dinh dang ky tu dau doan sau bang lénh format / drop
cap, tao duong vién va to6 mau nen
% Poi 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 1 20 pt). Té nén 10 %
% Pbi voi doan “Bdc biét - ...~ Dé day bién trai cac dong trong doan i vao so
v6i dong dau tién, chon thé Home/ paragraph kich vao™ chon muc special
va chon Hanging sau d6 & muc By gb s6 1
% Péi 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)
% Péi v6i doan “Di gitra....” 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 thtc trang in trén man hinh. Muén
chuyén trd lai cira s6 soan thao thi chon nat close
2. Luu van ban : véi tén tap tin THO3A.DOC.
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[THO LUU TRONG LU’ |

Kiéu Van

hong trao tho m&i nhu mot vuon hoa muén héng ngan tia, di tao nén ca
not thot dai thi ca ruc rd trong lich st van hoc Viét Nam. Tho mai bao
odm nhiéu truong phai va hdu nhu mdi bai tho déu c6 mdt phong cach
riéng biét.

Tho LuuTrong Lur ngay tir hic méi xudt hién da “cdt civ” mét goc
cud vuon tho. D6 la thir tho Tinh -Sau -Mong hét sirc nhe nhang, man mdc, choi
VO'.

Luu Trong Luu c6é mot giong tho vira hon nhién, vira la, trong do6 ching ta
nghe théy c4i nhac diéu muén thud cta tim hon mo mong:
Em khong nghe mua thu
L4 thu ro1 xao xac
Con nai vang ngo ngac
Dap trén 14 Va‘tng kho?
Hoac tleng dap cta trai tim nhu ngan ngo, nhu roi rac trude mot cude doi lac nao
cling sau muon, ciing tan v& ma ngudi trong cudc cir nhin ngd véi doi mat mo
mang, chang hé phan tng, gianh giat hay niu kéo.
ROi ngay lai ngay
Sac mau : phai
L4 canh :rung
Ba gian: trong
Xuan di,
Chang cling di.
Phai chang trong mot thoi dai vo cung xoi dong, dong tho mat diu nhuw hoi
swong, nhuw nwde sudi va day hoa mong cua Luwu Trong Lu la phirong thudc mau
nhi¢m giup moi nguroi ldy lai sy can bang sinh thdi” trong tdm hon minh?
Piéu cudi ciing néi vé nha tho qua 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
ong 1a mot.Chinh vi vay khi tong két 1oei tho ctia minh, ong da viét:

Pi giira virom nhan da ngin ngo,
Vi thwong nguoi lam 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 gé timg ky tu cta cong thirc
+ Chon Font : vnarial hay Vntime new roman
+ G& xong cong thirc nhip chudt vao vi tri bat ky cua vin ban
+ Mudn stra chita nhip d6i (duoble click) tai cong thirc
+ Sau do6 luu van ban véi tén THO3B.DOC
Céc budc tién hanh :
+ Goi Insert \ Symbols\ Equation xut hién thanh cong cu
GO chtr "X", va kich vao

_b+A

2xa

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

Tuong ty nhu thé gd "X2 " gb d4u = va chon tiép

Trong khung soan thao xuat hién mot phan s6 va chling ta chi c6 viéc g tir
s6 va mau s6. Cac ky hiéu nhu £, cin s6...cac chlng ta tu tim trong céc biéu
tuong trén thanh cong cu Equation.

Tuong tu, soan tiép cac cong thirc dudi day :

X =X, =

S, =V P(p—a)x(p—b)x(p-c)

Vi P a+b+c

Q:Q/%Xminj +Zz:d2 XMLl—J‘aaT+bX—CX®§/l//+§
%

Vo
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H, H,0 TruongHop +H,0 +E
A—->B=—>C — Caosubuna A—)C > Do X

() t° (t°, xt) (OH) (t%)
x <M
S = m + 77912
Ja3+Q—c3
2
m

\/a +b

+7zﬂ%2izzq{s+t—v}xa)t

A+d—2¢
%2 OH_'B_;& a+7b _cj)(t
a+b +cki D 3—Q
AX+Ay><AZZ= _ n=1
3;/xsma+Hfab
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Panh gia két qua hoc tip

_ Cach thirc va Piém Két qua
TT Tiéu chi danh gia phwong phap £ thuc hién cia
. e toi da ‘.
danh gia nguoi hoc
| Kién thirc
1 Trinh bay ding cach dinh 4
Eilang hlll’lh aflh, hiéu Aro cong Vén dip, d &
ung cac thé trong hdp thoai hid . n
Format Picture chich - vol - not
2 Trinh bay dugc cach danh sd dung bai hoc 2
thtr tu cho van ban
3 Trinh bay r0 cong dung thé 4
Page Layout
Cong: 10d
Il | KV ning
1 Biét dinh dang doan van ban Quan sat, kiém 2
2 Biét dinh dang tab, vién khung | tra  sdn phém 2
3 Biét tao chir nghé thuat, Drop | trong va sau budi 5
cap thuc hanh
4  |Biét cach lap va hiéu chinh
A e 4
cong thirc toan hoc
Cong: 10d
111 | Thai d¢
1 Tac phong cong nghi¢p Theo doi vige 4
1.1 |DPi hoc day du, dang gio thyc hién, d0i| 1,5
1.2 | Khong vi pham ndi quy 16p hoc | chi€u vé1 ndi quy 15
cua truong. ’
1.3 | Tinh can than, ti mi Quan sat viéc 1
thuc hién bai tap
2 bam bao thoi gian thuc hi¢n bai | Theo doi  thoi
tap gian thuc hién
bai tap, dbi chiéu| 2
voi1 thot gian quy
dinh.
3 Dam bAao an toin lao dong va v¢ Theo di viéc 4
sinh cong nghiép__ thuc hién, ddi
3.1 Tl‘lﬁl’l thi quy dinh v€ an toém‘ chi &y V‘('J i’ quy 15
3.2 |Pay du bao ho lao dong( quan dinh vé an toan 15
4o thuc hanh, thé hoc sinh, Vél vé sinh cong ’
3.3 | V¢ sinh phong thuc hanh dung n
) nghiép 1
quy dinh
Cong: 10d
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KET QUA HQC TAP

Ti€u chi danh gia tllflf’:: (lllliléan He¢ so Két qua hoc tap
Kién thirc 0,3
Ky nang 0,4
Thai do 0,3
Cong
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BAI 5: XU LY BANG BIEU (TABLE)

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 str dung c6 thé dinh dang
cac bang biéu nhu dbi véi bat ky doan vin ban nao khac. Ngoai ra, c6 thé chén
vao vin ban mot s6 coéng thirc toan hoc thong thudng dé tinh toan, c6 thé cin
chinh d6 rong, cao cua dong, cot.

Muc tiéu:
- MBb ta dugc cac thao tac tao va xir Iy bang biéu.
- Trinh bay ndi dung van ban trén bang biéu.
- Thuc hién cac thao tac an toan vdi1 may tinh.
N¢i dung chinh:
1. Chén bang biéu vao vin ban
Dé tao mot bang:
- Dat con trod vao trang noi muon tao bang
- Chon tab Insert — nhém Tables, Chon vao nut Tables. Tao mot bang theo mot

trong 4 cach sau:
m Home Insert P

\4] Cover Page »  [===H

_] Blank Page

|-

: Table | Picture
>‘—_;‘: Page Break -

Pages Tabtes

Hinh 5.2: chén bang

+ Panh dau s dong va cot

+ Chon Insert Table va nhap sé dong va cot

+ Chon vao Draw Table, tao bang bang cach Nhap va nhap sé dong va cot
+ Chon Quyck Tables va chon bang.

2. Cac thao tac trén bang biéu
2.1. Cac phim dung dé di chuyén trong bang

- Di chuyén 1én xubéng mot 6: ding cac phim |,1.
- Di chuyen sang phai mét 6: dung phim Tab.
- Di chuyén sang trai mot 6: ding t6 hop phim Shift+Tab.

2.2. Dinh dang bang
2.2.1. Chinh nhdp thwéc dong, cot

Pé chinh Nhép thudc dong, cot cuia bang, thuc hién cac budce sau:
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- Dat tro chudt tai bién dong , ct cua bang —
- Str dung thao tac kéo chudt dé thay doi1 Nhap thudce dong, cot.

2.2.2. Chen dong, cot trong bing

Chon vao bang va s& thdy ¢ hai thé méi trén ving Ribbon la: Design va
Layout. Hai thé nay dung dé thiét ké va bd tri bang.
% Chen 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.
% Cheén cgt
Tai thé Layout— nhoém Rows and Column
+ Néu chon Insert Left: ¢t chén vao nim 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/cit trong bdng

Pé xo6a dong/cot thyc hién cac bude:

- Chon dong/cot can xoa.

- Tai thé Layout— nhém Rows and Column, chon ntt Delete
+ Delete Row: Xdéa dong
+ Delete Column: Xoa cot

2.2.4. Két noi cdc 6/ tach é
< Kétndi d
Thuc hién cac budc:
- Chon cic 6 can két ndi v6i nhau (cac 6 can tron).
- Nhép chudt vao thé Layout — nhom Merge, chon Merge cells
% Tach 6
Thuc hién cac budc:
- Chon céc 6 can tach.
- Nhéap chuét vao thé Layout— nhom Merge, chon Split cells xuat hién

hop thoai
Split Cells ]
Murmber of columns: g &
Mumber of rows: 1 £
[ (a4 ] [ Cancel ]

2.3. Pinh dang dwong vién va nén cho bang

% Pinh dang dwong vién cho bang
Tao dudng vién cho Tables ta 1am cac budc sau:
- T6 khéi ca bang va chon Tables Tools.
- Chon tiép Design, nhan vao nut Border chon All Borders
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% shading - _— -
{ Borders|~ wpk —m8 -

Eottom Border

Top Border

Left Border

Right Border

Mo Border

&l Barders

Dutside Borders

Inside Borders

Inside Horizontal Eaorder
Inside YWertical BEordear
Criagonal Down Border

Ciagonal Up Border

Horizontal Line
-—_’5| Draw Table
EE Wieww Gridlines

EBorders and Shading...

- Chon cac kiéu duong vién va nhap OK
* T6 nén cho biang

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

| &3lshading | ————

Theme Colors

Standard Colors
HNE EEEEN

Mo Calar

8 More Colors..,

2.4. Chén cong thirc toan hoc vao bang

Pbi v6i phan mém Microsoft Word khi thao tac véi bang biéu, néu dir lidu
trong cac 6 13 sd, ta co thé thuc hién mot sé phép toan don gian nhu tinh Téng
(sum), Tich (Product), trung binh (average) cac sb trong cac 6 nhd cac ham co
san.

Dé thyuc hién tinh toan, thuc hién cac budce sau:
- Nhap chudt vao 6 ma tai d6 mudn xuat hién két qua tinh toan.
- Nhﬁp chuot vao thé Layout— Data, chon Formula..., xuét hién hop thoai:
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Formula E|

Formula:
=5UMiright)

Mumber Format:

Paste Function:

o

[ K II Cancel I

+ X6a ham c6 trong 6 Formula, néu ham khong ding yéu cau ( khong xoa dau
bang )

+ Nh:?ip vao miii tén tai 6 Paste function, dé chon ham thich hop.

Luu y: Déi s6 ciia ham 1a:

Above: néu mudn tinh toan ddi véi cac 6 nam & trén va ciing cdt so véi 6 két qua.
Below: Néu mudn tinh toan ddi véi cac 6 nam & dudi va ciing cot so voi 6 két
qua.

Left: Néu muén tinh toan d6i véi cdc 6 nam & bén trai va cling cot so vai 6 két
qua.

Right: Néu muén tinh toan ddi véi cac 6 nim & bén phai va cung cot so véi 6 két
qua.

- Nhép nat OK dé thuc hién viéc tinh toan.

3.  Thay doi ciu tric bang biéu

Chon vao bang, ‘ghéy hai thé md&i trén vung Ribbon 1a: Design va Layout. Hai
thé nay dung dé thiét 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 Column
[ Total Row [ Last Column
Banded Rows |:| Banded Columns

Table Style Cptions

4 pt v | = ' ’T

= Draw Eraser
Z Pen Color~  Taple

* Draw Borders

Draw Borders I
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BAI TAP BAI 5

KIEN THUC

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

Cau 2: Trinh bay cac thao tac trén bang biéu(chén/xoa dong cot va tach/ két nbi
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

wHudng din thwc hanh

1. Nhip chudt cong cu TAB |_| (bén trai cay thudc) mot vai lan den khi xuat
hién céc loai tal g| , E ,['@.... theo yéu cau. Nhap chudt tai cac mdc dimg can
dit thude tab.

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

- Dong tiéu dé cin giita

2. Bat cac mdc tab tai cac vi tri trén cac mbe dung. Dat right E tai vi tri 2
va 5.88 trén cdy thudc. Tiép tuc dit Decimal ax tai cac vi ri 2.75, 3.5 va
4.25 trude khi gd “Mit hang ..... « o

3. Dung 1énh format / tab chon tab 2 dit leader 2 r6i nhap chon nut set. Tiép
tuc chon tab 5.88 dat leader 2 rdi nhip chon nut set. Cudi cing nhip chon OK
4. Quét chon tir dong “1. Hai san.....” dén hét dong “Da ca sdu ..... “ dé ké duong
vién trén va dudng vién dudi : dung léng format / borders and shading

Cong ty xuat nhip khau Cong hoa xi hoi chii nghia viét Nam
TP H6 Chi Minh Ddc lap - Tu do - Hanh phtc
(G 33 PNTA IV
TINH HINH XUAT NHAP KHAU
6 thang dau nim 2000
MAT HANG PVT QUY1 QUY2 CONG GHI CHU
1. Hai sén ché bién :
e Tom dong lanh ............. Tan 2350 115.73 139.23Thi truong
I

o TOMKND oo, Kg 2500 3100  5600.00..70% sang Nhat
e Bongbodng ca.................. Kg  688.85 1200.1 1888.95...... Hong Kong
e Khomuc.....ooovvvrrernnn, Kg 3570 5000  8570.00 ... Nhat
2. Stic san, gia cAm ché bién
e Vitdonglanh................ Con 3000 6500  9500.00.......... Chau Au
e DaBoO thudc.....cccoouuen.. m?  2500.55 3123.3 5623.85................. Phap
¢ DaCaSAU..ovirisinnn, m?  250.6 423.15 673.75....... Chau Au
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B. YEU CAU : G& va trinh bay van ban theo mau 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

H

>4 99 TO Hién Thanh .& 0511. 940674

CHIEU SINH CAC LOP TIN HQC

THU THU

HAI - TU - SAU BA - NAM - BAY

e 7930-9g30 :Tinhoc CB (10/05) |e 79g30-9g30 : Tinhoc VP (11/05)
SANG e 9¢g30-11g30 : Foxpro CB (10/05) (windows - winword - excel)

e 9g30- 11930 : pascal NC (15/05)

e 13930 - 15 g30 : Pascal CB (14/05) o

13930 - 15 g30 : foxpro NC (19/05)

CHIEU |e* 15g30-17g30 : Foxpro NC (19/05) |e 15930 - 17g30 : Tin hoc CB (15/05)
e 18g-20g : Tin hoc VP (18/05) |e 18g-20g : Foxpro CB (21/05)
TOI (windows - winword - excel)

, KHOA KHOA KHOA KHOA TONG
LOIPTERL 1/1998 1/1999 1/2000 1/2001 SO
= TH CanBén 100 120 160 150 530
= DT 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
= AcCCess 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

Tong S6 Hoc Viénla :
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PIEM

_lC

STT| HO TEN WORD|EXCEL |ACCESS| €€ | £ 2

@)
NGUYEN T. KIM

1 | ANH ~ 2 6 4 12 4
NGUYEN KIM

2 | ' |NH 4 5 6 15 5
LE HONG

3 | NHUNG 10 4 6 20 | 6,67

4 INGOTHILANH | 8 6 7 21 7
NGUYEN  THI

5 | pHUC 8 9 7 24 8
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Pinh gia két qua hoc tap

Cach thirc va Piém Két qua
TT Tiéu chi danh gia phuong phap £ thue hién caa
. . toi da ‘.
danh gia ngwoi hoc
| Kién thire
1 Trinh bay duogc thao tac tao 2
bang biéu
2 Trlnh .bxay cac thao tac trén Vin dap, dbi 4
bang biéu: hid o n
+ chén/xo6a dong cot va tach/ chieu - vol - hol
X A A dung bai hoc
két nd1 6
+ dinh dang dudng vién va
nén cho bang
3 Trinh bdy va nam rd cong 4
dung thé Design va Layout
Cong: 10d
Il | KV ning
1 Biét cach tao bang, chén/xoa . I3
hang cot , két/tach 6 Quan sat, kiém
2 Biét dinh dang dudng vién va [tra  san phérp 3
nén cho bang trong va sau buoi
3 |Biét cach chén cong thirc toan |thuc hanh ,
hoc vao bang
4 Biét st dung n}(f)t s6 ham toan 9
hoc don gian dé tinh toan
Cong: 10d
111 | Thai d
1 Tac phong cong nghi¢p Theo do1 vige |4
1.1 |Pi hoc day du, ding gio thyc hién, doi|1,5
1.2 | Khéng vi pham ndi quy 16p hoc | chi€u voindi quy 15
cua truong. ’
1.3 | Tinh céan than, ti mi Quan sat viéc 1
thuc hién bai tap
2 bam bao thoi gian thuc hi¢n bai | Theo do1  thoi
tap gian thyc hién
bai tap, dbi chiéu | 2
voi thot gian quy
dinh.
3 D_am bAao an toin lao dong va v¢ Theo dgi viée |4
sinh cong nghicp 5 thuc hién, doi
3.1 Tuéan thu quy dinh vé€ an toan. chibu  vé i, quy 15
3.2 |Pay du bao ho lao dong( quan dinh v& an toan |15
ao thuc hanh, thé hoc sinh, : ’
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3.3 |Vé sinh phong thuchanhding | va vé sinh cong 1
quy dinh nghiép
Cong: 10d
KET QUA HQOC TAP
Tiéu chi danh gia Ket qud Hé s6 Két qua hoc ta
g thwe hién ¢ q 0c tap

Kién thiic 0,3
KV nang 0.4
Thai do 0,3

Cong:
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BAI 6: BAO MAT VA IN AN

Gioi thiéu:

In 4n 14 viéc rat quan trong, dac biét d6i v6i nhitng ngudi méi hoc word,
chua c6 nhiéu k¥ ning vé in 4n. Qua cic chiic nang trong bai nay, gidp ta blet
cach bao mat duoc file van ban, quan sat duge cau truc trang in, ndi dung chi tiét
trén trang in. Qua doé s€ co nhu.’ng dleu chinh hop 1, kip thoi d6i véi tai lidu dé khi
in ra s& 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 trude khi in 4n.

- Thuc hién duoc cac thao tac tron van ban.

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

N§i dung chinh:
1. Bao mat

Tao Password cho van ban:

- Tai thé File, chon Info, chon Protect Docunment, chon Encrypt with
Password

- Tai hop Encrypt Documnent go vao Password, sau d6 chon OK
- Tai hop Confirm Password, Go lai Password va nhan chon OK

Encrypt Document A Lﬂ" &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.)

[ QK l| Cancel |

=

Hinh 6.1: Hop thoai tao Password

2. Inan

2.1 Dinh dang trang in

MGdi khi tao file méi, trong cira sO vin ban di co san mot trang gidy tring dé
bat dau soan van ban (thudng la gidy letter hodc gidy A4)

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

EE Columns~  be Hyphenation ~

b= Page Setup E
Hinh 6.2: Chon nhoém Page Setup
Chon loai gidy — Tab Paper
- Paper Size : chon
loai giay, Nhap thude

—

Page Setup

twong (g s& hién ra || Merans || Peper | Layour
trong width va height, Paper size:

néu chon Custom phai Letter vl
cho sb do Nhép thudc width:
gidy trong width va Height: |11" E:
height.

Hinh 6.3: Hop thoai chon loai gidy in(Paper)

2.2. Pit 1@ cho trang in

- Top : Lé bén trén cla trang in

- Bottom : Lé bén dudi cua

trang in Page Setup

- Left : Lé trai cua trang in "Margns || Paper | Layout
- Right : L¢ phai cua trang Margin
in
- Gutter : Khoang cich || w
ding dé dong gay sach Gutter: Guter position:
- From edge: Khoang cach || orientation
tr mep cua to gidy dén
header hoac footer ;
. . . Portrait Landscape
- ’Orl.entatlon . chon -
huong mn . W Multiple pages: |Normal v
o Portrait : Giday doc
0 L_andscape : _G1ay ngang .
- Mirror margins : bat le
doi xtimg nhau. Néu 1€nh —
nay c6 dung, giay s€ dugc —
phan biét 1a co6 trang 1é va =
trang chan (Odd and Even),
thlIf)ng ép dung dé in sach. apply to: |Wh0|e document M
(o) (o

Hinh 6.4:Pit 18 trang gidy
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2.3. In tai lidu

-Thé File, chon Print
m Home Insert Page Layout References

= save

_ 3 Print
=8 Save As s A
=0 & S—— =
> o — Copies: ¥ =
= Pen
Print
4 <Close
Info Printer
Recent W HP 2500C Series
= ~
= Reacdh
New
Prin x
m Settings
Share + Print All Pages
~
Hel J Print the entire document
el
Pages:
=: Options -
- ‘1 Print One Sided
. -~
B et 41 Only print on cne side of the ..
. Collated
=M= s i ~
Portrait Crientation -~
Letter
~
' 85" x11
Normal v Yarglnr
-~
S Lefte 1 R

1 Page Per Sheet =

Hinh 6.5 : In tai li€u

- Copies: chon sb ban in
- Printer : chon tén mdy in twong tng da duogc cai dit trong Windows. Néu méy
in dang str dung khong c¢6 tén trong danh sach nay (nghia la chua duoc khai bao)
thi phai thuc hién cac budc sau:

o Nhip Start, chon Settings va nhip Printers.

o Nhip dap vao biéu twong Add Printer.

o Thuc hién cac budc cai dat may in cua chirc nang Add Printer

Wizard

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

3.  Tron van ban
3.1. Cac khai niém
3.1.1. Tron thu

Trong thyuc té, d6i khi chiing ta can phai in vin ban goi cho nhiéu ngudi
chang han nhu thu moi, phiéu bao diém, gidy chirmg nhén, bang tét nghiép.
Thay vi phai g6 nhing thong tin cua ting nguoi vao ndi dung cua timg giay chimg
nhan (rdt dé nham 13n), 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 chira dir liéu ngudn thudng duoc trinh bay duoi dang bang biéu don
gian nhu table, sheet (cua Excel, Access) bao dam du so6 cot, hang va ndi dung
trong cac 0.

3.1.3. Tap tin main document

Mot file viin ban mau da duoc 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 thang 3 nam 2012
THU MOI
Kinh gai:
Sinh nam:
Dia chi:
Moi sap xép thoi gian dén du cudc phong van tuyén nhan sy cho Cong ty.
Thoi gian: gio, ngay
Dia diém:
Giam dbc
Tran Vin B

Bwéc 2. Tao tap tin ngudn dir liéu trén Excel véi cac cdt cd tén twong g

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
Wizard.

Mail Merge - o
g Insert Page Layout References Mailings Revi
Select document bype
wyehak tvpe of document are wou "_ I [
veorking on? J CB.I?
G} Letbzrs
Start Mail Select

) E-mail messages
) Envelopes

) Labels J etters
) Directory

Merge = |Recipients =

L

Lektters

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

L
1

Zlick Plexk bo conkinue.
Ciira .
Step 1 of & Directary

= Mexk: Starking docurmenk . _ _ I
Normal Word Document

i?_- |£| I-_l I_

Step by Step Mail Merge Wizard...

Trinh Wizard sé mé& ra mot cira s6 bén phai tai li¢u. Cira s6 nay c6 thé di
chuyén bang chudt dén mdt vi tri méi trén man hinh va cling c6 thé thay doi kich
cO cua no.

Pé thuc hién merge mail can phai qua 6 budc, 1am theo huong dan bang cach
chon nhiing tuy chon phu hop roi nhan Next & duéi cing cia hop thoai, néu mudn
quay lai thi nhan vao Previous.

Trong muc Select document type da chon san Letters. Chon Next qua budc 2
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Trong muyc Select starting document di chon sian Use the current
document. Chon Next qua budce 3

MMail Merge - X

Mail Merge -
select recipients
Select starting document

(*) Use an exisking lisk
Howe do wou wank ko set up waur

letters?
(#) Use the current docurment

() Select from Cutlook contacks

() Tvpe a news list
() Skark Fram a templake

Use an existing list () start From existing docurnent

Use names and addresses from a

fFile or a database. Use the current document

Start From the docurent shown
here and use the Mail Merge
wizard ko add recipient
information,

Browse, ..

|

Select recipient list file

Step 3 of 6 Step 2 of 6

- Ulssies etilEs piewy lslieer = Mext: Select recipients

4 Previous: Starting document
el

4 Previous: Select document bype

Trong muc Select recipients nhan nat Browse.
Chon va m¢ file danh sach excel da Iuu.

Select Table @

Mame Description  Modified Created Type

12/13/2009 6:07:23 AWM 12/13/2009 6:07:23 AM  TABLE

Sheetz4 12)13)2009 6:07:23 &AM 12/13/2009 &:07:23 AM  TABLE

Sheet3$ 12/13/2009 5:07:23 AM 12/13/2009 6:07:23 AM TABLE
< e

First rows of data contains column headers

Ok l [ Cancel ]

Chon Sheetl, OK

Mail Merge Recipients

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

D ata Source

DanhSach. xlsx v Ba H& LE Magoc [l 1966 22 Thiry Yan Wiing
DanhSach. xlsx v  Sng Hodng +wan Binh Marn 1975 33 LE Lai TP.HJ
DanhsSach, xlsx v  Sng Phan thanh Tam Marn 1970 44 Ly Thirang Kigk TP.HJ
DanhSach, xlsx v Ba MguyEn Thiy HEng [Qny 1965 55 LE Thanh Tén TP.H]
DanhSach, xlsx v Sng Tr&n hba Binh Marm 1969 66 Ly Théi TS Bigén H
DanhSach, xlsx v Ba L& thi M&ng Yan [Qny 1973 77 TrEn Hung Bao Thi D
DanhsSach, xlsx v  ©ng LE w&n Loi Marn 1967 S5 MNod £ KE TP.H]
DanhsSach, xlsx [+ EBEa Hang thi Mgoc Ha MOF 1965 99 HONg Yorong wiing
DanhsSach, xlsx [+ EBa Hoang thi LE Tuding MOF 1969 96 Paskteur TP.H]
< | >

Draka Source

Danhsach, xlsx

F.efine recipient lisk

%l Sork. ..

i FEilter...
3 Eind duplicates. ..
24 Find recipient. ..

yalidate addresses. ..
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O hop thoai Mail Merge Recipents, ta c6 thé loai bo hoic trich loc nhitng hang
khong muén tao thu moi.

Nhén OK.

Nhén Next qua budc 4.

rail Merge -

Write your letter

IF wou hawve not already done =o,
wirike waour lektker nows,

To add recipient informakion ko
wour letker, click a location in Ehe
docurnent, and then click ane of
the ikems below.,

=] ~Address block...

=] rareeting line. ..

_f| Eleckronic postage...
A mMore ikems. ..

wWhen wyou have Finished writing
wour letter, click Next, Then wou
can preview and personalize each
recipient's letker.

Step 4 of 6
= Pexkt: Prewview vyour letters

“m  Previous: Seleck recipients

Trong muc Write your letter, nhan chon More items...
bit con tro text ¢ vi tri xac dinh trong van ban mau, noi can chen dir li¢u vao, |
an luot chen cac field vao trong main document nhu sau:

Cong Ty TNHH XY2Z
Z= 999 Pasteur, Q.1, TR.HCM

B 5223344

THU MOT
N
Kinh ggi: wOBC» «HOTEN®

Sinh nam: «NS»

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

Preview your letters

one of the merged letters is
previewesd here, To preview
another letker, click one of the
Fallowwing:

Recipient: 1

29 Find a recipient. ..

Make changes

You can also change wour
recipient lisk:

E Edit recipient list...

[ Exclude this recipient

when wou have Finished
previewing vour lektters, click
Mext, Then you can print the
merged letkers or edit individual
letters to add personal
commenks,

Step 5 of B
= Mext: Complete the merge

< Prewious: Write wour letter

Nhén nit Next sang budc thu 6.

rail HMerge e - 4

Complete the merge

Mail Merge is ready o produce
wour letkers,

To personalize wour letkers, click
"Edit Individual Letters." This waill
open a newve document wikh wour
merged letkers. To makse changes
ko all Ehe letkers, swaikch back Eao
Ehe origimnal documentk.

~Merge

= Prink. ..

9 Edit individual letkers. ..

|I‘u1erge to newvw document

Step & of &

@ Prewious: Prewviewvs wour letkers

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

Merge to New Document @

Merge records

......

(O Current record
O From; { ] To: | ’

[ OK ][ Cancel J

Trong hop thoai Merge to New Document co thé chon tao ra toan bo cac thu moi
cé trong danh sach hoac chi chon tao thu moi cho mét s6 nguoi.
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BAI TAP BAI 6

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 céc yéu cau sau:
- Xem van ban trude khi in
- In céc trang chan

Page Setup

In cac trang 1é

{ Margins | Paper Layouk - In tét Cé Céc trang
Margins 92
Top: Bottom: - In 3 ban thuctap.doc
I(_Eufttter: zjt::;r position: % Trlnh bay Cac Chuc
Orient ation nang hop thoai Page
Setup?
Portrait Landscapes
Pages
Multiple pages: |Nc|rrna| R
Prewvieuw
Apply Eo: |Wh0|e document -
T T
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KY NANG:

YEU CAU :

Dung chirc niing trén vin ban dé in gidy quyét dinh lwong

1) Soan danh sach nhé&n vién dugc nang luong va luu vao file c6 tén
“DanhSachNangLuong.doc”

A A Ma Tw o Lén Tén
STT Ho tén Tén ngach ngach | hé s6 T ngay hé o6 don vi
1 |revanThanh | SMWEN 1003|267 | w1011 |30 Phong - hanh
vién chinh
2 | Ngovanmign | CMWEN 14002 |30 | 11710111 |3.33 Phong ~ hanh
vién chinh chinh
Chuyén . £
3 |NguyénVanLiém |vien cao |1001 |5.08 |15/5/11 |5.42 &hong thiet
cap :
) . Phong ky
4 Pham Minh Ky su 6033 3.33 11/12/11 | 3.33 thuat
5 | LeLan Chuyén 11002 | 508 | 15411 | 5.42 Phong  quan
vién chinh tri
x Chuyén Phong tai
6 Nguyén Huong vién 1003 3.66 5/9/11 3.99 chinh
7 |LeTn Chuyen | 1003|465 |87/11 | 498 Phong kinh
Vvién doanh

2. Soan mau nhu sau luu véi tén QPNangLuong.doc va thuc hién tron QD nang
lrong tu dong cho cac nhan vién

BO GIAo puc vApAoTA0  CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG CAO PANG NGHE DA NANG D¢ 14p - Tu do - Hanh phic
S6 : 1234/TCCB-QDNL Da Nang, ngay 31 thang 12 nam 2011

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

HIEU TRUONG
- Can ctr Nghi dinh s 25/CP ngay 23/05/1993 ctia Chinh pht 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 T6 chirc Can bo Chinh phi,
huéng dan thuc hién Nghi dinh s6 95/1998/ND-CP ctia Chinh phu vé tuyén dung, sir dung va
quan ly cong churc;
- Theo dé nghi cua Ong/Bé Truong phong TCHC.
QUYET PINH
Piéu 1: Nang bac luong cho Ong (Ba):
Pon vi :
Ngach : Ma s6:
Tu hé 6 :
Lén hé sb: ké tir ngay
Piéu 2: Ong (Ba) co tén & diéu 1 chiu trach nhiém thi hanh quyét dinh nay.
HIEU TRUONG

Noi nhan:
- Nhu diéu 2.
- Luu VT, TCHC
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3. Tao PassWord 123456 cho file QPNangLuong.doc cho file
4. In file QPNanglLuong.doc
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Pinh gia két qua hoc tap

Cach thirc va Piém Két qua
TT Tiéu chi danh gia phuong phap £ thwe hién cua
. . toi da Y
danh gia nguoi hoc
| Kién thire
1 ",Frmh bay .cATu(_)’cAcacvbuo:c va | e dip,  dbi 2
cach thuc hién tron van ban hid o -
2 Thuc hién duge céach in an chied . Yol - notry,
SRR o ~ x| dung bai hoc
van ban theo nd1 dung yéu cau
3 Trinh bay dugc cac chuc 4
nang hop thoai Page Setup
Cong: 10d
Il | KV ning
1 Biét cach tron vin ban Quan sat, kiém |6
2 Tao Password tra san pham |2
3 In 4n trong va sau budi 5
thuc hanh
Cong: 10 d
111 | Thai d
1 Tac phong cong nghi¢p Theo do1 vige |4
1.1 |Pi hoc day du, ding gio thyc hién, ddi|1,5
1.2 | Khong vi pham néi quy 16p hoc | chiéu véi ndi quy 15
cua truong. ’
1.3 | Tinh céan than, ti mi Quan sat viéc 1
thuc hién bai tap
2 bam bao thoi gian thuc hién bai | Theo doi  thoi
tap gian thuc hién
bai tap, dbi chiéu | 2
véi thoi gian quy
dinh.
3 Dam bAao an toin lao dong va vé Theo dgi viée |4
sinh cong nghiép __ thyc hién, doi
3.1 |Tuan thu quy dinh v€ an toan hid " 1,5
32 |Pay di bao ho lao dong( quan | 1™ oL awy
, . \ : inh vé an toan | 1,5
4o thuc hanh, thé hoc sinh, vi vé sinh cong
3.3 | V¢ sinh phong thuchanhding N
: nghiép 1
quy dinh
Cong: 10d
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KET QUA HOQC TAP

Két qua

Ti€u chi danh gia thue hién Heé so Két qua hoc tap
Kién thirc 0,3
Ky nang 0,4
Thai do 0,3
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BAI 7: TONG QUAN VE BANG TiNH

Gidi thiéu:

Hang ngay cong viéc thuong xuyén nhat ciia mot nhan vién vian phong dé
la soan thao van ban. Pay la mdt cong viéc dé gdy nham chan. Nhung néu ching
ta 1a mot ké toan vién thi cong viéc tinh toan 1a cong viéc gan gtii nhat. D€ phuc
vu cho cong viéc tinh todn day cang thang va ddm bao tinh chinh xac tuyét doi
cling nhu quy mo tinh toan va d0 phurc tap cua né Microsoft viét ra mot trinh ing
dung chuyén vé tinh toan do 1a MS Excel.

Muc tiéu:
- Trinh bay dugc khai niém vé bang tinh;
- Mo ta dugc cach thuc to chure 1am viée trén bang tinh;
- Thuc hién céac thao tac an toan véi may tinh.
NO1 dung chinh :
4. Giéi thiéu Excel
1.1 Excel la gi:

Microsoft Excel 1a mot phan mém hay la mot chuong trinh tmg dung, ma khi
chay chuong trinh img dung nay s€ tao ra mdt bang tinh va bang tinh nay giap ta
de dang hon trong viéc thuc hién:

e Tinh todn dai s0, phan tich dir li€u

e Lap bang biéu béo cdo, t6 chirc danh sach

e Truy cap cac nguon dit li¢u khac nhau

e V¢ 3o thi va cac so do

e Tu dong hoa cac cong viéc bang cac macro

e Va nhiéu img dung khac dé giap ching ta c6 thé phan tich nhiéu loai hinh bai
toan khac nhau.
Trinh bay cac khai niém:

Ribbon la gi?

Ribbon: Excel 2010 thay d6i giao dién ngudi dung tir viée sir dung cac thanh thuc
don truyén thong thanh cac cum 1énh d& dang truy cép duogc trinh bay ngay trén
man hinh goi 1a Ribbon. C6 cac nhém Ribbon chinh: Home, Insert, Page Layout,
Formulas, Data, Reviews, View, Developer, Add-Ins.

Home Insert Page Layout Farmulas Data Review View &3 @ o @ &
Ty _ ] | e 2 - - A 45
B B Caiibr i T AN == =¢  General - E:lﬂj o 5 Insert z ;}? j‘}
53~ e = —3 " Delete = j r &
Paste B 7 U~ i~ By A EEE=EEE - $ - % + | 5850 Condtional Format Cell o . Sort& Find &
- F - - - = ’ e Formatting * as Table = Styles= | (B Format ™ | (27 Fijterv Select~
Clipboard Font Alignment Number Styles Cells Editing
A .
Thanh cong cu Ribbon

Home: La noi chira cac nat 1énh dugc sir dung thuong xuyén trong qua trinh lam
viéc nhu: cit, dan, sao chép, dinh dang tai li¢u, cac kiéu mu c6 sin, chén hay x6a
dong hodc cot, sap xep, tim kiém, loc dit liéu,...
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Insert: Chén cac loai ddi tugng vao bang tinh nhu: bang biéu, v& so do, do thi, ky
hiéu, ...

Page Layout: Chira cac nut 1énh vé viéc hién thi bang tinh va thiét 1ap in an.
Formulas: Chén cong thirc, dat tén ving (range),

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

Data: Cac nut 1énh thao d6i véi dir liéu trong va ngoai Excel, cac danh sach, phan
tich dir liéu,...

Review: Céac nut 1énh kiém 13i chinh ta, hd trg dich tir, thém chi thich vao cac 6,
cac thiét 1ap bao v¢ bang tinh.

View: Thiét 1ap cac ché d6 hién thi cua bang tinh nhu: phong to, thu nho, chia
man hinh, ...

Developer: Tab nay mac dinh dugc an vi n6 chi hiru dung cho cac 1ap trinh vién,
nhimg ngudi co hiéu biét vé VBA. Bé md nhém ndy nhan vao nat Office ->Excel
Options ->Popular ->Chgn Show Developer tab in the Ribbon.

Add-1ns: Tab nay chi xuat hién khi Excel mo mot tap tin c6 st dung céc tién ich
b sung, cac ham bd sung, ...

Sir dung thwe don ngir canh (shortcut menu)

Khi mudn thyc hién mot thao tac nao dé trén d6i tuong (6, ving, bang biéu, do
thi, hinh v&...) trong bang tinh, ching ta hdy nhap phai chudt 1én déi tuong do.
Lap tirc mot thanh thuc don hién ra chtra cac 1€nh thong dung cé thé hiéu chinh
hay 4p dung cho ddi tugng ma ching ta chon.

Calibri = 11 ~ A" A7 % ~ 9, » [0
B 7 = - A - - 55 50
- ¥ cu
Han Copy
[F =N Paste Options:
=

Paste Special...
Insert...
Delete...

Clear Contents
Filter

Saort

Insert Comment

gL

Format Cells...
Pick From Drop-down List...
Crefine Mame...

) Hyperlink...

Thuc don ngilt canh
1.2 Mb ta cu tric ciia mét bang tinh:

e Workbook: Trong Excel, mot workbook la mdt tap tin ma trén do6 ching ta lam
viéc (tinh toan, v& do thi, ...) va luu trir dit liéu. Vi mdi workbook c6 thé chira
nhiéu sheet (bang tinh), do vay chiing ta c6 thé to chirc, luu trit nhiéu loai théng
tin ¢ lién quan voi nhau chi trong mot tap tin (file). Mot workbook chira rat
nhiéu worksheet hay chart sheet tily thudc vao bo nhé may tinh ciia ching ta.

e Worksheet: Con goi tat 13 sheet, 1a noi luu trit va 1am viéc véi dit liéu, nd con
dugc goi 1a bang tinh. Mgt worksheet chura nhiéu 6 (cell), cac 6 duogc td chire
thanh cac cdt va cac dong. Worksheet dugc chura trong workbook. Mot
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Worksheet chtra dugc 16.384 cot va 1.048.576 dong (phién ban cii chi chtra
dugc 256 cot va 65.536 dong).

e Chart sheet: Cuing 1a mot sheet trong workbook, nhung n6 chi chira mot dd thi.
Mot chart sheet rat hitu ich khi Chung ta mudn xem riéng 1¢ timg do thi.

e Sheet tabs: Tén cua cac sheet s& thé hién trén céac tab dit tai gbc trai dudi cua
ctra s0 workbook. Pé di chuyén tir sheet nay sang sheet khac ta chi viéc nhap
chudt vao tén sheet can dén trong thanh sheet tab.

= [

——

1048576 dong 16384 cot

Chartsheet Chartsheet

[ Worksheet ‘ Worksheet

Cells

Céc thanh phan ciia Workbook

Excel 2010 dung dinh dang tap tin médc dinh la “.XLSX” (dua trén chuan
XML giup viéc trao d6i dir liéu giita cac tmg dung dugc dé dang hon) thay cho
dinh dang chuén trudc day la “.XLS”.

g Home Insert Page Layout Formulas Data Review View & @ = P EE
=3 Calibri ‘1 r ===|S cenel - gelnset v E v :
* ) = &) e 77 &
ar BZU- AN SEFTE $-% 0 - Foeeter [r O
Paste | . . VIEs | - Sort & Find &
- F  HEe DA EE | B %8 5% - | ElFormat~ | @~ Filter~ select~
Clipboard Font Alignment Number Cells Editing
D3 - Fe -
=i
A B C D E F G H ] K -
- )
2
El 1
a
3 =
- =
7
8
9
10 L 4
11
12
13
14
15 hul
M 4 » »| Sheetl / Sheet2 Sheet3 .~ ¥J M | Dl
Ready | B3 | ||| [ 1003 (=) [}
. N
Giao dién Excel 2010

e Nt 1énh Office chira cac 1énh rat thuong hay st dung nhu tao tip tin méi, mo
tap tin, luu tap tin, ... va danh muc cac tap tin da mé trude do. Nut 1énh Office
giong nhu thyc don File cta cac phién ban trudc.

e Chiing ta c6 thé ché bién thanh céac 1énh truy cip nhanh chtra cac 1énh ma ta hay

str dung nhat. Nhan vao |* dé€ m¢ danh muc cac 1é€nh va Y Ivao cac 1énh can cho

hién 18n thanh 1énh truy cap nhanh. Néu céc nat 1énh ¢ dy con qua it ching ta
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6 thé nhan chon More Commands... 3¢ mé cia sb diéu ché thanh 1énh truy
cap nhanh

Wome  inser  pageiayous  Formuias  Dam  Review  View

=l save .
Information about Bookl
Save As
BF Open | Product Activation Required
o Close 1 Microsoft Office Mondo 2010 requires a valid product license. Activate your
A product key now te obtain a valid product license.
Activate
m Product
Recent
Permissions
Mew
d%l? Anyene can open, copy, and change any part of this werkbook.
Print Protect
Workbook ~
Share
Help Prepare for Sharing
Before shering this file, be aware that it contains:
=3 Options Document properties and auther's name
Check for
B9 Exit C
Wersions
¥ou can open or delete a version file, Most autosaved versions are deleted when
o wou close this file,
et #J There are no previous versions of this file.
Céc 1énh trong thyc don Office
S gt
Customize Quick Access Toolbar
Mew
Open
VW Save
E-mail
Duick Print
Print Preview
Spelling
v | Undo
v | Redo
Saort Ascending
Sort Descending
Cpen Recent File
Maore Commands...
Show Below the Ribbaon
Bang lya chon Iénh t ap nhanh
ang lya chon 1énh truy cap n
Excel Op
(=3 1
snera ] customize the Ribbon.
Formulas
Choose commands fram: Customize the Ribbon:
Proofing |Popular Commands - Main Tabs ~
Save
Al Chart Types... Mai
Language Borders » =
Advanced Calculate Maow
Center
Customize Ribbon [EY conditional Formatting 3
R (=3 Connections
Quick Access Taolbar = copy
N EF <Custom Sort.
Add-Ins % cu
Trust Center A~ Decrease Font Size
S5 Delete Calls..
' Delete sheet Columns
=% Delete Sheet Rows
\I=d  E-mail
= Filter
Font T Developer =]
A Font Colar > Add-Ins
Font Size = Background Removal
Zf Format Cells..
# Format Painter
1 Freeze Panes >
A" Increase Font Size
5= Insert Cells...
J Insert Function...
&' Insert sheet Columns
= Insert Sheet Rows
b Macros [ mewTae | [(mew croup | [ Rename..
[Ead] Merge & Center
ERE = :
[ oK ] [ _cancer ]

Hop thoai dé ché bién thanh céac 1énh truy cap nhanh
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2. Lam viéc véi bang tinh

2.1 Tao méi workbook

Chon nut Office ->New, mot hop thoai hién ra (xem hinh bén duéi) cung cap

nhiéu lya chon dé tao workbook nhu: workbook tréng, workbook theo mau dung
san, workbook dua trén mot workbook da c6. Bé tao workbook trong, chlng ta
chon Blank workbook va nhap nut Create.

Home Insert Page Layout Formulas Data Review Wiew

el Save
Available Templates
[EL save as
= Open %t Home

L Close
e o Emm o>
Recent Blank Recent Sample Iy templates Mew frem

workbook templates templates existing

B ©Office.com Templates >
Print E—
share = H
el Agendas Budgets Calendars Expense Forms Inventories
P eport

EZ Addans - —
:3 Options F—— o, [ =
=3 = ===
E5 Exit

Invoices Lists Plans Planner s Purchase Receipts

orders

Schedules Stationery Time sheets More
categories

2.2 Mé workbook ¢ san trén dia

Mot tap tin co6 san c6 thé dugc mé bang nhiéu cach:

l.

Chon nut Office ->chon tén tap tin trong danh sach Recent Documents, c6 thé
c6 t6i da 50 tén tap tin duoc sir dung gan ddy nhat trong danh sach nay (dé diéu
chinh thi nhan vao nat Office ->Excel Options ->Advance ->phan Display -
>Show this number of Recent Documents ).

. Dung trinh quan 1y tap tin nhu Windows Explorer, tim dén noi luu trit tap tin

va nhap chudt hai lan 1én tén tap tin.

- Chon nut Office ->Open, hop thoai Open hién ra. Trong hop thoai Open, ching

ta phai tim dén noi luu trit tap tin (tai Look In) va chon tén tip tin cdn md sau
d6 nhan nit Open dé mo tap tin. Cac tity chon ctia nat Open trong hop thoai
Open: Open (m¢ binh thuong), Open Read-Only (Khéng luu d¢ dugc nhiing
thay dbi), Open as Copy (Tao ban sao cua tap tin va mo ra), Open in Browser
(MO tap tin bang trinh duyét web méc dinh), Open and Repair (Rt hiru dung
trong truong hop tap tin bi 15i).

Look in: D [y Documents w

- |2 Downloads
_J My Data Sources
My Office Live dmy Wusic
e .;ﬂMy Pictures
=] |Z)My Received Files
EW )My Scans
prit | B
My Virkual Machines

Fr | Z)5naglt Catalog
- ()test

Dieskkop [a )My Sharing Folders
@J test,xlsx

My Documents
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2.3 Luu workbook

Mot diéu can luu v khi lam viéc trén mdy tinh 13 cac ching ta phai nhé thyc
hién 1€nh luu lai cong viéc da thuc hién thuong xuyén. Viéc ra 1énh luu trir khong
tén nhiéu thoi gian nhung néu may bi hong hay ctp dién dot ngot c6 thé mat tong
ca gio 1am viée cua ching ta. Nham an toan cho dit liéu, ching ta nén bat tinh
nang Auto Recover, Excel s€ tu dong thuc hién 1€nh luu theo thoi gian quy dinh
(mic dinh 1a 10 phat luu mot 1an). Dé st dung tinh ning Auto Recover ching ta
chon nut Office ->Excel Options ->Save, sau d6 danh dau chon [J[Jvao Save

. . 10 " .
AutoRecover information every * minutes.

Mot sb cach luu workbook:
1. Chon nut Office ->Save

2. Nhép chudt 1én nit i trén thanh 1énh truy cip nhanh (Quyck Access Tollbar).
3. Dung t6 hop phim <Ctrl+S> hoac <Shift+F12>.

Néu tap tin da duoc luu trude d6 roi thi Excel s& luu tiép cac phan cap nhat,
con néu 1a tap tin duoc ra 1énh luu lan dau thi hop thoai Save As hién ra. Trong
hop thoai Save As, ching ta hdy chon noi luu trir tap tin (tai Look In) va dat tén
cho tap tin tai hop File name, chon kiéu tip tin tai Save as type va sau d6 nhan
nGt Save dé luu trir.

Save As Eﬁi]ﬂ?;]
Save in: ) My Dacuments v @ -Ch X ouE-
I Doverload
,J [=5] My Data 5

ecen
s " .
irtual Machines
= I[C=)5naglt Catalog
IC)test
Deskiop [m2arMy Sharing Folders

Etest, xlsx

IMap Metwork Drive...

ek Options.. Bookd .xlsx -

Excel vworkbook (* xlsx) -

'
Minh hoa Iuu tap tin

Quy tit dat tén: Dt tén tap tin Excel ding chung quy tat dat tén tap tin cua
Windows. Tén tap tin c6 thé dai téi 255 Ky twr bao gdm ca khoang tring. Tuy nhién
trong tén tap tin khong dugc dung cac ky hiéu nhu: \2 %4 <>

Dé bao mat tap tin, chung ta c6 thé gan mat ma bao vé, khi d6 can phai biét
mat ma mai duge phép mo tap tin (trir nhitng cach ta dao!).

B1. Nhan nat Office ->Save As, hop thoai Save As hién ra.

B2. Nhan nat Tools ->chon General Options..., hop thoai General Options hién
ra

B3. Nhap mat ma m¢ va hi¢u chinh workbook (hai mat ma nay nén khac nhau dé
tang bao mat). Sau d6 nhan nat OK

B4. X4c nhan lai mat ma md workbook. Sau d6 nhén nit OK
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B5. X4c nhan lai mat ma hiéu chinh workbook. Sau d6 nhan nat OK
B6. Nhan nut Save dé hoan tat.

[ ] Always create backup Reenter password bo proceed,
File sharing sennel
Password to open: seseee

Caution: IF wou lose or Forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place, (Remember that passwords are case-sensitive.)

Password to modify: | ees

[ ] read-only recommended

I Ok I[ Cancel ] [ 84 l[ Cancel ]

Dung mat ma bao v¢é workbook

Cac tuy chon trong hop General Options: Always create backup (tao ban sao c6
duoi *.xlk trudc khi gan mat ma), Password to Open (mat mi dé mo workbook),
Password to modify (mat ma dé cap nhat ndéi dung workbook), Read-only
recommended (mé dudi dang chi doc).

2.4 Dong workbook

Mbét s6 cach dong workbook:
1. Chon nut Office ->Close
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& nhac ching ta luu lai cac thay d6i do.

* Sip xép workbook

N m Home Insert Page Layout Formulas Data Review o @
. 2 A =] L Page reak Freview F =
Chi m¢ nhiéu workbook |5 25 F o=
Cung Iuc Va Can tham khao Workbook Views Show Zoom Window Macros
F21 ~ A x =
qua Iai’ dé thuan tién ta nén @reuterxl; [Compatibility Mode] _ DS LE _—A:—:r KHO .:—Brf BO NGA! :5—::'—[:::; s [Compatibility Mode]
1 SOHD SOHLENH REFORDERID CONFIRMNO

16 18

2 (00001050 'B000231009014077 23/10/200900:54:54930240  23/10/200900:54:54]

3 00000995 8000231009014085 23/10/. 248 23/10/
2 00000999 "B000221009014088 23/10/. 1 23/10/.

sap xép lai: Ré chuot nhan

5 00000959 B000231009014034 23/10/200300:58:18930257 23/10/200300:58:19
6 00000393 '3000231009014085 23/10/200900:58:26930258  23/10/200900:58:27)

7 (00000999 '8000231009014100 23/10/. 263 23/10/

vao nhom lénh View ->chon  : @5
nat :

Arrange AI I -> ChQn 3% i ) . . Ez 'DDDEEB?? 'SDBEZSIDDEEL4111 23/10/200900:59:57930274  23/10/200900:59:57,
Sap XEP CAC WOTKDOOK (10N g e 0 15 | 5
5 -2 e , , 16 } 15
ctra sO Excel ki¢u bo tri thich : g [
h % ; e
Qp' %I 6 2 2
23 -5 21

Cac thao tac cian ban trén mot bang tinh
3.1. Di chuyén trong bang tinh va sir dung phim tat

Ching ta c6 thé dung chudt, cac phim ->, thanh cudn doc, thanh cuén
ngang, sheet tab, cac td6 hop phim tat dé di chuyén qua lai gitra cac sheet hay di
dén cac noi bat ky trong bang tinh.
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Thanh cuén doc, thanh cuon ngang
Thanh cudn doc va thanh cudn ngang dugc goi chung 1a cac thanh cudn
(scroll bars). B4i vi man hinh Excel chi ¢6 thé hién thi (cho xem) mot phan cia
bang tinh dang thao tac, nén ta phai dung thanh cudn doc dé xem phdn bén trén
hay bén duéi bang tinh va diing thanh cudn ngang dé xem phan bén trai hay bén
phai cua bang tinh.
- Thanh cudn doc 14 thanh dai nhat, nim doc & bén 1& phai; hai dau ¢6 hai mii
tén 1én va mii tén xubng; ¢ gitta c6 thanh trugt dé cuén man hinh 1én xuéng.
- Thanh cubn ngang 14 thanh nam ngang, th hai tir du¢i man hinh dém 1én. C6
hinh dang gidng thanh cudn doc, chi khac 14 nim ngang.

14 2l

Thanh cuén ngang

Thao tac:

-Nhap chudt vao mili tén sang trai dé cuén man hinh di sang trai.
-Nhap chudt vao mili tén sang phai dé cuén man hinh sang phai.

Thanh Sheet tab

Pé di chuyén qua lai giita cac sheet ta nhip chudt 1én tén cta sheet trén thanh
sheet tab. Ngoai ra chung ta c6 thé dung <Ctrl + Page Up> d¢ di chuyén dén sheet
lién trude sheet hién hanh va <Ctrl+Page Down> dé di chuyén dén sheet lién sau
sheet hién hanh. Dé tro vé sheet dau tién chling ta nhap chudt vanat 4 trén thanh
sheet tab va dé dén sheet cudi cung thi ching ta nhap chudt vao nit trén thanh ¥
sheet tab. Néu mudon dén mot sheet nao d6 trong truong hop c¢6 qua nhiéu sheet
thi chling ta hay nhap phai chudt vao thanh ™ 4 » » v3 chon tén sheet can dén.

| 4« » M| Sheetl ~Sheet2 = Sheet3 = ¥J

Pén sheet dau Sheet hién hanh Tao sheet mai

Vé sheet trirde | Dén sheet cudi
Dén sheet sau
Sir dung cdc 16 hop phim tdt dé di chuyén
De dén duoc noi can thiét trong bang tinh ngoai viéc dung chuot cudn cac thanh

cubn ngang va doc, cac phim miii tén thi chiing ta nén nhé cac to hop phim & bang
bén dudi dé giup di chuyén dugc nhanh hon.

Cic phim tit di chuyén nhanh trong bang tinh

Nhin phim Di chuyén

— hoac Tab Sang 6 bén phai

< hodc Shift + Tab Sang 0 bén trai

1 Lén dong

! Xubng dong

Home DPén 6 & cOt A cua dong hié€n hanh
Ctrl + Home Pén dia chi 6 Al trong worksheet
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Nhén phim

Di chuyén

Ctrl + End

Pén dia chi 6 ¢6 chira dit liéu sau
cung trong worksheet

Alt + Page Up

Di chuyén 6 hién hanh qua trai mot
man hinh

Alt + Page Down

Di chuyén 6 hién hanh qua phai mot
manh hinh

Di chuyén 0 hién hanh Ién trén mot

Page Up man hinh

Di chuyén 6 hién hanh xubng dudi
Page Down mot man hinh
F5 M& hop thoai Go To

End + — hodc Ctrl + —

Dén 6 bén phai dau tién ma trudc
hodc sau no la 6 trong

End + < hodc Ctrl + «

Dén 6 bén trai dau tién ma trudc hoac
sau no la 0 trong

End + 1 hoac Ctrl + 1

Lén 6 phia trén dau tién ma trén hodc
dudino 1a 6 trong

End + | hoac Ctrl + |

Xuong 0 phia dudi dau tién ma trén
hodc dudi no 1 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

3.2 Chon vung lam viéc:

Thao tac véi 6 va vung

Nhan dang 6 va vung (cells, range)

Dia chi mét 6 trong Excel dugc xac dinh boi tiéu dé cot va sb tha tu cua
dong. Mot ving trong bang tinh duoc xac dinh bang dia chi ciia 6 & goc trén bén
trai ciia ving va dia chi 6 goc dudi bén phai ctia ving (c6 dau : phan cach). Pac
biét, dia chi cua ca mot cdt hodac dong duge xac dinh 1a <tén cgt>:<tén cgt> (vi
du cot A thi duoc xac dinh ngin gon 1a A:A) va <sé dong>:<sé dong> (vi du dia

chi cua ca mot dong 4 1a 4:4).

Vi du: Hinh bén dudi 6 hién hanh c6 dia chi 1a B11 vi nd c6 tiéu dé cot 1a B va sb
dong la 11, vung dugc bao bdi nét cham dut c6 dia chi la H2:H12 vi 6 dau tién
cua vung c6 dia chi la H2 va 6 cudi cia vung la H12.
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A

[24]

c D E F G H |

|

1 Bai todn diu tu L _________

2 T#n DPdututélda Sudt thulgi Sé'nim TP dai han l RR-IiRR | i

3 Trai phiéu ddg tu 25.0% hing nim ddo han (l-yes,0-no) Pdnhgid | t 1-yes, 0-no) |

4 ACME Chemical M 365% 11 1 1-Cute k¥ tdt | 0 :

5| DymaSar | [ 950% 10 1 T&é o1

6  EagleVision | R 10.00% 6 0 aknget | 1 |

7 | MicroModeling ‘ B75% 10 1 1- Cue k¥ [C‘ti 4] :

8 OptiPo | [ 925% 7 0 3T6 T

9 | SabreSystems | [ 9.00% 13 1 2R&ttst 1 0 ! >
10 Téng ddu tu: v Téng: " 1| Téng: | ‘l Téng: i

11 —Fiéndanges»| §750,000 Yéucdu: $375000 Cho phép: | $262.500 i

12 EN=E1505% Hit-B1ra5: i I

¢ AL ==
=
W4 ¥| GBIPT-TH QHTT-TH. DHV-TH | Investment-TH  GaiPT . QHTT . DHINI__u_ JNI]
Dia chi 6 va vung

Chon vung

Néu dung chudt, trude tién ching ta ding chuét di chuyén 6 hién hanh dén
goc trén bén trai cua vung can chon, sau d6 giit trai chudt kéo xudng dudi qua
phai dén vi tri 6 cudi ciing ctia ving va tha chudt. Néu dung phim thi sau khi chon
6 dau tién chdng ta gitr phim Shift trong khi nhan phim ->va [1[]dé dén 6 cudi
clia ving va tha cac phim. (Chlng ta ciing ¢6 thé 1am nguoc lai 1a chon 6 cubi ctia
ving trudc va kéo chon dén 6 dau tién).

Khi mudn chon ca sheet hién hanh thi nhin <Ctrl+A>, con mudn chon ca
workbook (nghia 1a chon tit ca cac sheet) thi nhap phai chudt 1én thanh sheet tab
va chon Select All Sheets.

3.3 Chén 6, dong va cjt trong bang tinh

Chung ta c6 thé chén thém cac 6 vao bén trai hodc bén trén cia 6 hién hanh
trong worksheet va dich chuyén cac 6 dang chon qua phai hodac xudng dudi.
Tuong tu, ta cé thé chén thém cac dong bén trén, chén thém céc cdt vao bén trai
va co thé xo6a di cac 6, cac dong va cot.
Chén 6 tréng

B1. Chon cic 6 ma ching ta muén chén cac 6 trong vao d6 (mudn chon cac &
khong lién tuc thi gilr Ctrl trong khi chon cac 6).

B2. Chon Home->chon nhom Cells ->Insert ->Insert Cells... B3. Chon Iya chon
phu hop trong hop thoai Insert

Cheén dong

B1. Chon mét hodc nhiéu dong lién tuc hodc cach khoang ma ==t~
chiing ta mudn chén sé dong tuong Gng phia trén cac dong nay. 2™ Delete v

B2. Chon Home ->chon nhom Cells ->Insert ->Insert Sheet Rows £ Format -

Cells
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A B C D E F G H g
1 Bai todn diu tu
2 Tién DPadututéi daSudt thu lgi Sd'mm -t RR
3 Trai phiéu ddu tu 25.0% hing nim | dio ha ves, (-no)
4 ACMEChemical] & 8.65% 11 | tnsert 0 -
5 DymaSumr | os0% | _sotr Ok 1
6 | EagleVision | | 10.00% 6 | Oshiftcels ;1 1
T | MicroModeling ‘1& 8.75% 10 O Entire row 0
8 OptiPe -* 972 7 ) Entire column 1
9 | Sabre System: : ‘ 9 13 0
10 71 " ; l._ - : / Tong: l OK i [ Cancel l _W
11 1 ~“Adp phai chuot / Yéucdu: $375.000 | Chophép: | $262.500
12 %ﬂll‘klll L]](_J]l cac FH=B11'50% Hil=E13654
13 0 va chon Insert
R —TH  DHV - TH | Investment - TH . Giai PT . QHTT . [N TN
Mlnh hoa chén cac dong trong 1én trén cac dong dang chon
Chen cgt

B1. Chon mot hodc nhiéu cot lién tuc hodc cach khoang ma ching ta mudn chén
sO cOt tuong tng phia bén trai cac cit nay.
B2. Chon Home ->chon nhém Cells ->Insert ->Insert Sheet Columns

3.4 Xba céc 06, dong va

cot

B1. Chon cac 6, cac dong hodc cac cot can xg’)a
B2. Chon Home ->Cells ->Delete ->chon ki¢u x6a phu hop (xem hinh)

5= Inserti=y ﬁ?

Xoacaco — g™ Insert Cells... [% — )| -
X6a dong — - insert Sheet Rows ject+ | Oshitcolsup
o C Entire row

Xoacdt —7§  InsertSheet Columns | : .
a cé T & | Insert Sheet Columns () Entire column
{ e | Ingert Sheet L
5 H | l o I [

)

Cancel

3.4 Thay d6i d rong cot va chiéu cao dong

Trong worksheet ta c6 thé quy dinh d6 rong cot tir 0 dén 255, day chinh 1a
sb ky tu co thé hién thi trong mot dong. P9 rong mac dinh cua cdt 1a 8.43 ky tu,
khi d6 rong 1a 0 thi cot duogc an di. Tuong tu, chiéu cao cua dong quy dinh tir 0
dén 409, day 1a don vi do luong bang diém  (point: 1 point = 1/72 inch). Chiéu cao
mic dinh cta dong 1a 12.75 point, khi chiéu cao 1a 0 thi dong bi an di. Cac budc

diéu chinh dong cot:

B1. Chon dong hoac cot can diéu chinh chiéu cao hodc d6 rong
B2. Chon Home ->Cells ->Format ->Chon Iénh phu hop

- Row Height..

. chon I¢nh nay dé quy dinh chiéu cao cla dong

- AutoFit Row Height chon 1énh nay Excel sé& tu canh chinh chiéu cao dong cho

phu hop véi ndi dung.
- Column Width...

chon 1énh nay dé quy dinh d¢ rong cot
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- AutoFit Column Width chon 1énh nay Excel sé tu canh chinh d6 rong cot cho
phu hop véi ndi dung.

- Default Width... chon 1énh nay khi chung ta muén quy dinh lai do rong mac
dinh cho worksheet hay ca workbook. Ta cé thé quy 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 1€nh. Ngoai cach thay ddi chiéu cao dong va do
rong cot nhu trén, ta con co thé dung chuot dé thao tac nhanh hon. Mudn thay dbi
d6 rong cot nao hiy ré chudt dén phia bén phai tiéu dé cot d6 cho xuat hién ky
hiéu va kéo chudt vé bén phai dé tang hodc kéo vé bén trai dé giam do rong cot.
Tuong tu, muon thay d6i chiéu cao dong nao hdy ré chudt dén bén dudi sO thir tu
dong cho xuét hién ky hiéu va kéo chudt 1én trén dé giam hoic kéo xudng dudi dé
tang chiéu cao dong.

Salnsertr X v Ta co thé quy dinh chiéu cao dong va do rong cot
4T @

3 Delete » | [§] cho ca worksheet hay ca workbook bang cach chon

EREN G- sonee Ind S ca worksheet hay ca workbook trude khi thuc hién

Cell Size Iénh. _ L
0 Row Height... Ngoai cach thay do1 chi€u cao dong va do rong cot
: sutoFit Row Helght T nhu tren,ﬂta con cc; .thcz d}mg CPUQ:[ dé ~tha(z tac rAlhar}h
T == hon. Mudn thay d61 d rong cot nao hay ré chudt dén
alumn I'\-'I"i'l o 14 A 9 A A A J4 A A 4 A

= — phia bén phai tiéu dé cot d6 cho xuat hién ky hi¢u
AutoFit Column Width g . L, .
Default Width... “ va kéo chudt vé bén phai de tang hoac kéo ve

Visibility bgl trai dé giam d6 rong cot. Tuong tu, mudn thay
Hide & Unhide : doi chiu cao dong nao hdy ré chudt dén bén dudi s6

Organize Sheets the ty dong cho xuit hién ky hidu F va kéo chudt
Rename Sheet 1én trén dé giam hodc kéo xudng dudi dé tang chiéu
Move or Copy Sheet.., cao déng
Tab Color -

Protection

&)y Protect Sheet..
Lock Cell

2
ff‘ Format Cglls...

D ..l.. E 3 Trdi phiéu dau
;11_ ACME Chemical
d Suit thulgi Sémam = | DymaStar  :
: X 6 Eagle Vizion
hing nim dso han ¢ agie vision .
. - 7 | MicroModeling :
| sesa | 11 c ME
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* Ngi nhiéu 6 thanh mét 6
Khi no61 nhiéu 6 thanh mot 6, néu tat ca cac 6 déu co dir

= | [Cenerd , liéu thi chiing ta can chuyén hét dit liéu 1én 6 & goc trén
B 8 - % 5wl cung bén trai cia nhém 6 can merge vi chi c6 dit liéu
= Merge & Center cua 0 nay duoc giir lai, dit 1iu cia cac 6 khac s€ bi x0da.
= Merge Across B1. Chon cac 6 can ndi lai.
THEE Merge Cells — | B2.Chon Home ->Alignment ->chon Merge & Center.
B Unmerge Cells D¢ canh chinh dit li¢u trong 6 dung cac nut canh chinh

trong nhém Algnment.
* Chuyén mét 6 da ndi vé lai nhiéu 6
Sau khi chuyén 6 d ni vé lai nhiéu 6 thi ndi dung s& hién tai 6 & goc trén cling
bén trai.
B1. Chon 6 dang bi noi.
B2. Chon Home ->Alignment ->chon lai Merge & Center hoac Unmerge Cells
déu duoc.

3.5 Sao chép va di chuyén ving

Sao chep (copy) giup ta nhan ban mét vung nao do dén mot noi nao dé trong bang
tinh va dir liéu goc con nguyen, con di chuyen vung thi cling nhu sao chép nhung
dir lidu gbc s& dugc di doi dén vi tri moi. Dé sao chép hay di chuyén trude tién
ching ta phai chon ving can sao chép hay di chuyén, sau d6 c6 thé dung nut 1énh,
phim tat hay dung chudt dé thyuc hién:

- Dung Ribbon: Chon ving ->Home ->nhém Clipboard ->nhan nit - hay &

(Copy hay Cut), dén noi dich va Home ->nhém Clipboard ->nhén nat ¥ (Paste).
Chuing ta c6 thé goi cac 1énh trén tir thuc don ngit canh ->nh§p phai chudt.

- Chudt: Chon vang ->gitr trai chudt va gitr thém phim Ctrl néu la sao chép (khong
gitt thém phim Ctrl s€ 1a 1¢nh di chuyén) ->kéo chudt t6i noi dich can sao chép
hay di chuyén dén va tha chuot.

Dan dac biét (Paste Special)

Paste Special @3] Trong qua trinh sao chép doi khi chung
s 5 Al S therme ta can dan noi dung da sao chép hay cat
© rormula: © Al sce borcars tir b0 nhd vao vo1 mot so chon loc nao
i O pz e e | do, khi d6 thay vi dung 1énh Paste ching
© validarion ta hay st dung Paste Special... Sau khi
S o O mty chon vung, ra 1énh Copy, dén dich can
S et e sao chép dén va nhap phai chudt, chon
[ sk blanks [l rranspose Iénh Paste Special.... hop thoai Paste
[ ) == J| Special coé mot s liwa chon nhu bang sau:
Hang muc M0 td
All Dan ca gia tri va dinh dang cua ving nguon
Formulas Dén gid tri va cong thirc, khong dinh dang
Values Chi dan gia tri va két qua caa cong thire, khong dinh dang
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Hang muc MO td

Formats Chi dan vao dinh dang, bo qua tat ca gia tri va cong thic

Comments Chi dan vao chu thich cua céc 6, bo qua tat ca gia tri va
cong thirc

Validation Chi dan vao cac quy dinh xac thuc dir liéu cho ving dich

All using source | Dan vao moi tht va diing mau dinh dang tir ving nguon

theme

All except borders | Dan vao moi thir va loai bo cac khung vién

Column widths Chi déan vao thong tin quy dinh chiéu rong cot

Formulas and | Déan vao gia tri, cdng thirc va cac dinh dang gbc cua cac

number formats con s, cac dinh dang khac bi loai bo.

Values and number | Dan vao gia tri, ket qua cua cong thic va cac dinh dang

formats goC cuia cac con sd.

None Khong kém theo viéc tinh toan nao trén dir liéu sap dan
vao

Add Cong cAc gia tri cia ving nguon vao cac 6 tuong (ing &
vung dich

Subtract Céac 0 mang gia tri cia vung dich sé trir di cac 6 tuong
rng cua ving nguon.

Multiply Céac 6 mang gia tri Cua vung dich s€ nhan véi cac 6 tuong
rng cua ving nguon.

Divide Céac 6 mang gia tri cua vung dich s& chia cho cac 6 tuong
{rng cua viing nguon

Skip blanks . Khoéng dan dé cac 6 rdng & viing nguon vao 6 o gia tri
& 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

Lam viéc voi dir liéu trong Excel
4.1. Nhap li€u, hiéu chinh

Cac 0 trong bang tinh c6 thé chira cac con s0, cdc chuoi van ban hay cac biéu
thirc toan hoc. Ngoai ra bang tinh con c6 thé chira cac biéu do, so do, hinh anh,
.. cac do1 tuong nay khong chtra trong 6 ma noi trén bé mat bang tinh.

Nhap s0, chudi, thoi gian, ngay thiang nim

B1. Trén worksheet, chon 6 can nhap liéu

B2. Nhap véo con s6, chudi van ban, ngay thang hay thoi gian,... ma ching ta can
B3. Nhép xong nhan Enter (6 hién hanh chuyén xubng dudi) hoac Tab (6 hién
hanh chuyén qua phai) dé két thic.

Luuy:

- Néu nhap céac con s6 vao ma Excel hién thi ####### 1a do chiéu rong cot khong du
chlng ta ban tang thém chiéu rong cot.

- Mic dinh Excel s& dung ddu cham (.) dé phan cach phan s6 nguyén va phan sd
thap phan.
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- Khi nhdp cac con s6 ma cac con sé nay khong can tinh toan thi ching ta nén
dinh dang 6 1a Text trudc khi nhap (Home ->nhdém 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 nhép ngay dung diu / hodc - dé phan cach, vi du 10/05/2007 hoic 10-05-
2007. Khi mudn nhap ngay hién tai vao 6 hiy gd <Ctrl+;>. Khi muén dung dinh
dang ngay mac dinh cho 6 chtra ngay thi chon 6 va go <Ctrl+Shift+#>.

- Khi nhép thoi gian va mudn dinh dang theo chuan 12 gio thi thém A hodc P vao
sau thoi gian nhap vao, vi du 8:30 AM hodac 4:15 PM, néu khong Excel tu hiéu 1a
AM. Khi mudn nhap thoi gian hién tai vao 6 hay go <Ctrl+Shift+;>. Khi mudn
dung dinh dang thoi gian mac dinh cho 6 chua thoi gian thi chon 6 va go
<Ctrl+Shift+@>. Mudn nhap cung mét ndi dung cho nhiéu 6, ching ta hay chon
cac 6 va nhap liéu vao sau d6 nhan <Ctrl+Enter>. Ngoai ra con ¢ thé str dung
chtrc nang AutoFill (phan sau). Muén nhap cing noi dung trén cic 6 & nhleu
sheet, ching ta hay chon cac sheet @6, sau do6 chon cac 6 trén sheet hién hanh, tlep
theo nhap liéu (c6 thé mat dit liéu do bi nhap dé 1én cac 6 c6 dit lidu). Pé boé chon
cac sheet thi nhap phai chudt 1én thanh sheet tab va chon Ungroup Sheets.

A B D E
1 | Chwa dinh dang Dinh dang Gidi thich Ghi chii
2 51666 5466600 ddng Ticn td £ 2201 00 [Sddng]
3 04366 45 66% Phan tram 0.00%
4 10-May 10/05/2007 Dang ngay ngin gon dd'mm/rvyy
5 10-May Thursday, May 10, 2007 Dang ngay chitiét  [5-FS00]dddd, mmmm dd, vvvy
& 616564622 646.564.622.00 K& toan _* = =000 _(* (222000 _(* "-"77 D _(@ )
7 8489325103 848-931-5103 Sé dién thoai FEE-EEE-TEEF
3 TA300958230 7930 095 823 0 S& baoc hiem x3hoi == =2 EsEEEs =
9 0665 35736 PM Theéd gan [5-F400 hmmss ANPM
10 0.25 1/4 Phén sb # M
11 646564622 6.47E+08 Khoa hoc 0.00E+00

Vi du nhép céc loai dir liéu
Nhép dé 1én & c6 sian ndi dung:

Muén nhap dé 1én cac 6 c6 san noi dung, trudc tién hay chon 6 d6 va nhap
vao noi dung mai. Khi do, ndi dung cii cua 6 s€ mat di va thay bang noi dung vira
nhap de.

Hiéu chinh ngi dung cac o:

Muén hiéu chinh ndi dung sin cé caa 6 chling ta 1am cac cach sau:

1. Nhap chugt hai lan 1én 6 can hiéu chinh ->dung chuot hodc cac phim miii tén
di chuyén dén noi can hiéu chinh , dung phim Backspace hoac Delete dé x6a mot
s0 noi dung sau d6 nhap vao noi dung mai.

2. Chon 6 can hiéu chinh va nhan F2 dé vao ché d¢ hiéu chinh va lam tuong tu
nhu trén

3. Chon 6 can hiéu chinh, sau d6 nhap chuot vao thanh cong thac (Formula)

Str dung cac ky thuat khi nhap liéu

Sur dung chirc nang AutoFill
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Str dung cong cu nay Excel sé& gilp ching ta dién ty dong dir liéu theo cac
mau AutoFill c6 sin. Ngoai ra chiing ta con c6 thé tao thém cac mau phuc vu cho

cdng viéc caa minh.

Danh sach mot sé AutoFill co sin

CAc gia tri khéi dau

Chuadi 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,...

- Ching ta mudn dién cac sb 16 trong khoang tir 1 dén 25 vao cot A chlng ta lam

nhu sau:

B1. Chon 6 dau tién Al va nhép vao sb 1

B2. Chon 6 tiép theo A2 nhap vao sb 3 (budc nhay bang 3-1 = 2, Excel s& cong
s6 2 vao 6 chura s6 1& trude do dé co duoc sb 1¢ ké tiép).

B3. Chon hai 6 A1:A2, di chuyén chudt xuéng dau vudng nhé mau den (Fill
handle) & goc dudi bén phai viing chon cho chudt bién thanh ddu 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 N A B C N A B C N

1 1 1 1 ] 1 1 |
2 3 2 3 2 3

3 3 3 5

4 E :l 4 1 7

5 Fill handle 5 s 9 1
6 6 ) 6 11

7 - 7 13|

9 I 9 9 17

10 10 = 10 19| Nut AutoFill
11 11 11 21 Options

12 12 12 13

13 13 13 25k

14 L 4 g 1 =H |5
4" | Sheet1 . THN B < ov v Sheet1 . THMIL B o v sheet1 . TIMI ¥

- Khi ching ta mudn dién ty dong (sao chép) dir lidu hay cong thirc cta 6 hién
hanh cho céc 6 bén trai, bén phai, phia trén hay bén dudi no thi chung ta lam theo
cac céch sau:

1. Chon 6 hién hanh dang chta dit liéu hay cong thitc can sao chép, sau d6 giir
Fill handle va kéo theo hudng chling ta can (1én, xudng, trai hay phai). Khi d6 dix
liu hay biéu thirc s& duoc sao chép.

2. Chon 6 chira dit liéu (hay cong thirc) can sao chép va tat ca cac 6 can sao dit
liéu dén, sau d6 vao Home ->nhom Editing ->Fill ->chon hudng phu hop (Down,
Right, Up, Left).

- Tu tao danh sach AutoFill ching 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 day, chdng ta hay nhap vao danh sach
trong khung List entries, sau khi nhap xong nhan nat Add dé thém vao Custom
lists va ké tir lac nay ching ta co thé sir dung chtic nang AutoFill véi danh sach
tu tao cua chlng ta.

-Mubn x6a mot danh sach thi ching ta chi can chon danh sach d6 va nhéan nut
Delete.

- Néu mudn hiéu chinh danh sach thi chon danh sach d6 va hiéu chinh trong & List
entries, sau khi hiéu chinh xong nhan nut Add.

4.2. Pinh dang
Dinh dang chung

Phong Thunho Canh  Xoay Céc loai dinh
to chit chit _ gitra doe _chﬁ dang so
Canhle |Canhle | Wrap Text Dang so

Font chit Cé& chir ir . Z =
N6i 6 phan trim

Times NewRom~ 12 ~ | A A = = =@ General i

B I U-|i~|d-A-|EE=ESEE $ ~ % o %%

F-j'"*\ Fa Alipnmgnt F H.m:)&‘l }7

Chit dam Ké khung Canh trai Tfang Thl-lt‘ D?ng‘sé Glfml ‘5‘?
Chit nohic Té nd Canh oiita dau cac dong (ké toan) thap phan
1 ar o " - -
"hit nghién o nén g Gismthut  Dang sé Thne <6
Gach chén Mau chir Canh phai dau cac dong (tién t&) thap phan
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Dinh dang van ban va so

Cac nut dinh dang thong dung cua Excel duoc bd tri rat thuan loi truy cap
trong nhém Home ctia thanh Ribbon. Trong qua trinh soan thao, tinh toan trén
Excel, mdi khi cin dinh dang chlng ta chi viéc nhan chuét 1én nat 1énh phu hop
dudi day.

Khi can cac dinh dang phirc tap hon ma trén thanh Ribbon khong ¢ nt 1énh thi

ching ta truy cap vao hop thoai Format Cells: Chon Home ->nhom Cells -
>Format ->Format Cells...

Format Cells E]E]

{Mumber {| Alignment | Font || Border Fill Prokection

Category

Sample

Number
rrrrrrrr
Accounting
Date

General Format cells have no specific number Format.

Time
Percentage

Special
Custom

[ OK ] [ Cancel

Gial thich hop thoai Format Cells

Sir dung Wrap Text

Khi chling ta muén doan vin ban dai trong 6 6 nhiéu dong thi chiing ta dung
chire nang wrap text hodc dung <Alt+Enter> dé xuéng dong tai vi tri mong mudn.
B1. Chon 6 can dinh dang Wrap text, vi du 6 Al

B2. Chon Home ->Alignment ->chon Wrap Text ( = ). Néu dong khong tu dong
mao rong la do 0 bi thiéet lap chiéu cao co dinh, chdng ta vao Home ->Cells -
>Format ->tai Cells Size chon AutoFit Row Height

Xoay chir (Orientation)

B1. Chon cé4c 6 can xoay chit A1:D1

B2. Chon Home ->nhom Alignment -
>Qrientation ->Angle Counterclockwise

P ="'  General -
fZ’f‘/ Angle Counterclockwise 1_-0.3 _;,':'_E
{d Angle Clockwise

|8 wertical Text

& Rotate Text Up
|&~ Rotate Text Down
B

Format Cell Alignment

Dinh dgng khung (border)

K& duong bao xung quanh vung B2:E18 dam, c6 duong phan cach gilta cac 6
bang nét manh va mau tat ca dudng ké 1a mau do.

B1. Chon danh sach cin k& khung B2:E18

B2. Chon Home ->nhém Cells ->Format ->Chon Format Cells
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B3. Vao Tab Border, chon mau 1a Red () tai Color
B4. Chon Style la nét dam , sau d6 chon nat Outline tai Preset

B5. Chon Style 1a nét manh , sau do chon nut Inside tai Preset
B6. Nhan OK hoan tat

Format Cells |E|

X

Mumber | Aligrment | Fort | Border | Fill Protection

The selected border skyle 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 ->nhdm Cells ->Format ->Chon Format Cells

B3. Vao Tab Fill ->Chon Fill Effects...

B4. Chon cac mau can phdi hop: Color 1 (vi du 13 mau vang Yellow) va Color 2
(Blue)

B5. Chon Shading styles la Vertical va chon kiéu thir 3

B6. Nhan OK hai 1an dé hoan tat.

Murnber Alignment Font EBorder | Fill |Pr0tecti0n
Background Colar:
| Mo Color |
Gradient
| o N N o = |
Colors
- Color 1
= olor 1.
. @ o colors
H EEEEEENEN Color 2:
R
o = L a B § § |
[ Fill Effects... ] [ More Caolors. ..
Shading styles Variants
Sample ) Horizontal
) Wertical
@ ibiagenai up!
() Diagonal down Sample:
O Erom corner
() From center
et2_Sheets . % [ o J[ comeet |
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Tw déng dinh dang c6 diéu kién.

Vi Excel 2010 dinh dang c6 diéu kién s& giup chiing ta chi ra cac mau trong
dir li€u va st dung rat don gian. Chi can danh diu mot nhom céc 6 va kich vao
Conditional Formatting trén ribbon Home. Khi dua chu6t trén nhitng Iua chon,
ching ta s& thay preview ctia nd ngay lap tirc. C6 thé gan cho mdi 6 mot mau dé
phan anh thur hang ctia n6 trong toan bo dai cac gia tri, thém mot thanh dir licu
trong sudt phan anh gia tri cia 6... Cach thuc tién hanh nay cho phép don gian
hon rat nhiéu so véi su phirc tap trong hdp thoai Conditional Formatting ctia Excel
2003.

Bang va dinh dang bang (table)

Excel thiét 1ap sin rat nhiéu biéu mau dinh dang bang va con hd tro tao thém céc
biéu miu méi. Excel chi cho phép x6a cac biéu miu ty tao thém va cho phép x6a
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 bang
B1. Chon danh B2:E18
B2. Chon Home ->nhdm Styles ->chon Format As Table
. B3. Cira s0 Style liét ké rat nhiéu biéu mau dinh
EJQ:I: T ‘;d fu et dang bang, chon mét trong cac biéu mau. Vi du
g Delete = X . A
Conditional | Format Cell o Cth’l mau nght So 9
Fermatting tlos Table shles =TT B4, Cira s0 Format As Table hién 1én nhan OK
—_Iﬂ| Highlight Cells Rules » dé xac nhan. _ .
= - bé tao mau méi thi tai bude 3 chon New Table
A on/Bottom utes M Style..., sau d6 dit tén cho biéu miu méi va
- nhan Format dé ché bién biéu mau.
- Mudn x6a mdt mau tu tao thi vao Home -
>Style ->Format As Table, tai phan Custom
nhap phai chudt 1én biéu mau va chon Delete.
Color cales ' - C4c tity chon hiéu chinh bang c6 & Table Tools
->Tab Design trén thanh Ribbon

Data Bars

b

Icon Sets

Mew Rule...

o B

[
F

Clear Rules

4= Manage Bules...
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| —] g*= Insert ~ E - £ s
Senera - B [ | 2 v &
= e N - T
- 9 - - ! onditiona orma ell | ey ort & in o
E e 58 :°8 | Conditional | F t | cCell Sort & Find &
- ' Formatting ~ |as Table =|Styles ~ | 25 Format ~ | &2~ Filter = Select =

iEH Mew Table Style..
liZ] Mew PivotTable Style...

m
=

X6ba kiéu dinh dang bang dang ap dung va chuyén bang vé danh sach

- Pé x6a mot kiéu dinh dang bang dang ap dung, trudc tién hiy chon bang, tai
Tab Design vao nhoém Table Styles chon More () ->chon Clear. Pén lic nay
ving chon van con 1a bang do vay no co céc tinh ning cia bang.

- Pé chuyén mot bang vé thanh danh sach thi chon bang, sau d6 vao Tab Design,
tai nhom Tools chon Convert to Range.

Sir dung miu dinh dang tai liéu (Document Themes)

Cac mau tai liéu dung san giup nguoi su dung tao nén cac tai liu co dang ve
chuyén nghiép va rat dé sir dung. Cac biéu mau tai liéu dugc thlet ké san voi nhiéu
mau, font chix, hinh anh, db thi,... voi nhiéu hiéu ung dep mit. Ngoai ra ching ta
con c6 thé hiéu chinh va ché bién cac mau nay.

- Pé ap dung biéu miu tai liéu ching ta vao g
chon nhom Page Layout ->Themes -> Chon ED'M' O = OB

mét bléu mﬁu ttr danh sach. Thé'més :f::; Margins Orientation  Size  Print &
- C6 thé hi¢u chinh bidu mau: vao Colors dé | cuson E

chon lai mau, vao Fonts dé chon lai kiéu Font | ﬂ

va vao Effects dé chon lai hiéu tng. e

- Luu y bang phai ap dung Style thi méi ¢6 tac | suem
dung. Aa i| Aa LI‘ l Aa 1
- Tao bléu mau mc')’l CO|0I‘S Vé Font Chl'mg fa | ome i-djacencz-'. Angles Apex
vao Page Layout ->Themes -> chon Colors - || Aq 1“ Aa ] Ag’n Aa |
>chon Create New Themes Colors hay Page == === =4 —
Layout ->Themes -> chon Fonts’ -> chog ~ ] ™ AaT An
Create New Themes Fonts. Nhé luu lai |-
. BlackTie Carbon Fiber Civic Clarity
(Save) sau khi tao.

Y

. 21 2R x L2 ;o k- Aa Aa Aa
- Khi d6i1 ki€u mau khac dong loat cac doi tugng .u 1 ==
Concourse Elemental Equity Exzcutive -

dugc &p dung biéu mau thay doi dinh dang va
A . X Ao U=| EBrowseforThemes..
khong bi thay d6i ndi dung. Sy Save Current Theme...
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4.3 Tim v thay thé dit lidu , Seisert s T Ag ﬁ‘
Dé tim dit liéu hodc tim va thay thé dix liéu: ¥ Delete + | [gv L

» Kich nit Find & Select trén nhom Editing ctia  [#romat = 2+ Firers ooiert o

tab Home

’ Cells éﬁ Find...
* Chon Find hoéc Replace

2. PReplace..
* Hop thoai Find and Replace xuét hién, nhap tur M = | coto..
mudn tim trong myc Find What (néu chling ta oo Specia
chon Find ¢ budc trén) hoac nhap tor mudn tim .
trong muc Find What va tir thay thé trong muc Formulas
Replace with (néu chiing ta chon Replace ¢ bude Comments
trén) Conditional Formatting
« Kich niit Options dé tim thém céc tity chon Constants

Data Validation

kg Select Ohjects
"_ffl';; Selection Pane...

Find and Replace @

Find Feplace

Find what: | w

Find 4l ] | Eind Mext | [ Close ]

4.4 Sip xép va loc dir lidu

Sort (sip xép) va Filter (loc) 1a nhirng tinh nang cho phép Chung ta thao
tac dir liéu trong mot bang tinh dugc thiét 1ap duwa trén cac tiéu chuan.

Sip xép
= A? l}a D;é thl;IC hi?n rP(f)t sap xép theo chiéu ting dan hay giam
N 7 , dan trén mot cot: , o
z ?i?tr:raf fo e * Banh dau cac 6 mu_én du:c,z’c sap x€p
- ‘ » Kich nut Sort & Filter trén tab Home
— il i « Kich nut Sort Ascending (A-Z) hay Sort Descending
— 2l sortztoa (Z-A)
il | Custom Sot.. Tuy chinh sip xép
Ve | Eiter Dé sip xép nhiéu hon mot cot:
« Kich ntt Sort & Filter trén tab Home
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« Chon ¢t ma ching ta mudn sap xép dau [

7K

tién

I“’;}&dd Level “ X Delete Level “ 3 Copy Level ”

l Options... l [] My data has headers

« Kich Add Level

« Chon cot tiép theo chling ta mudn sap xép
* Kich OK

Loc dir liéu 7
B0 loc cho phép chung ta chi hién thi dix

Column Sort On

Order

Sortby |COIumn H 2 | |"96‘UES

v | |Sma\lest toLargest v

liéu ma dép Ung céc tiéu chuan nhat dinh.
bé st dung bo loc:

 Kich vao cot hoac chon cac c¢ot chira di
liéu ma ching ta mudn loc

 Trén tab Home, kich Sort & Filter

* Kich nut Filter

« Kich vao miii tén phia duéi 6 dau tién

* Kich Text Filter

« Kich Words chiing ta mudn loc

« Bé khong ap dung bo loc, kich nat Sort &
Filter

* Kich Clear
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4] sortatoz

Zl sotztoa
Saort by Colar

Text Eilters

Select all)
Friday
Monday
Saturday
Sunday
Thursday
Tuesday

wednesday

[=]4 ] [ Cancel ]




Bai tap va sian pham thwe hanh bai 7

Kién thire:
Céu 1: Khdéi dong MS Excel. Néu cac 1énh co ban d/v Bang tinh.

Cau 2: Trinh bay céc kiéu dit liéu trong MS Excel. Cach dinh dang cua timg loai

dix ligu?

Cau 3: Trinh bay cac loai toan tir trong MS Excel va mitc d§ uu tién cua né dung

trong tinh toéan.
Bai tap Umg dung:

Bai tap 07.7.1:
Thanh 1ap bang tinh sau :
BANG KE HANG BAN
~ THU THU -
$ LiNN e PVT |NSX |SL |GIA [.TIEN |E E TC \T/EIIAES
i VAT NK
1| Xedap Chiéc | Nhat 150 120 @) (b) (©) d) | (e)
2 | Quat tran Cai Vnam | 350 70
3 | Quat ding Cai ) 1700 50
4 | Xe future Chie‘;c Thai 500 2050
5 | Xe dream Chie‘;c ) 630 2100
6 | Xe best Chif}c Tquoc | 700 1800
7 | Xe suzuki Chiéc 600 1750
8| Tivi Céi 1200 350
9 | Maydia sony | Céi 1050 | 220
10| Loayamaha | Céi 2000 | 101
YEU CAU:

1- Thanh 1ap bang tinh va vao s6 liéu tho

- Dung 1énh dé canh giira cho tiéu dé cua bang tinh va tiéu dé cua céc cot
- Vo s6 thtr ty tu dong (thtr bang 2 cach)

2. Tinh toan

- Cot (a) = s6 luong * 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 véi tén THO1.XLSX

4. Ké khung va trinh bay bang tinh

5. Thoat kho1 Excel

6. KhOi dOng IAi excel va gOQi bAng tinh THO1.XLSX

Bai tap 07.7.2:
Thanh 1ap bang tinh sau :
Dung lénh insert / picture/ clip art
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BANG THANH TOAN LUONG THANG 3 NAM 2012

TT| HO VA TEN HE SO |NGAY |TRU THUC [KY TEN
LUONG |CONG |TAMUNG |LANH

1 | TranDuy | Tri 2.88 15 $120.000 (a)

2 | HO Thi Tuyét | 3.10 35 $70.000

3 | Lé Van Mimng | 2.50 17 $50.000

4 | Lé Ngoc Trong | 4.40 5 $205.000

5 | Tran Ha Diing | 2.88 26 $210.000

6 | Tran Thanh | Thanh | 3.10 7 $180.000

7 | Nguyén Van | Truc | 4.50 30 $175.000

8 | L& Chi Hong | 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 1ap bang tinh va vao s6 liéu tho

- Dung 1énh dé canh giita cho tiéu dé cua bang tinh va tiéu dé cia cac cot.

- Vao s6 thir tu tu dong (thir bang 2 cach)

2. Tinh toan:

(a)= hé s6 lwong*200000/30*ngay cong — tam Uing

- Tinh Tong cho cac cot TRU TAM UNG va THUC LANH

- Pinh dang lai cho c¢6t THUC LANH thanh dang currency, 0 s6 1é.

3. Luu bang tinh vao dia voi tén TH02.XLSX

4. Ké khung va trinh bay bang tinh (c6 thé thyc tip nhiéu loai khung khac nhau)

5. Thoat khéi Excel.

Bai tap 07.7.3:

1. Cho an, hién cic thanh  Formular  Bar, Status  Bar.
Chon lam viéc 1an luot véi cac sheet 2, 3, 1. Chén thém mot Sheet méi vao

bang tinh.
Che, hién cac duong ké luoi trong bang tinh.
Che, hién Header Row, Header Column.

Che, hién thanh Sheet Tabs

2. Xac lap ché 46 mé 16 Sheets trén mot book. Mé thém Book thtr hai. Chon 1am
viéc voi sheet 16. Di chuyén vé sheet 1. Hién thi dong thoi ca hai book trén
man hinh. Di chuyen qua lai gitra hai books. Bong mot book.

3. Di chuyén nhanh vé dong cudi cing, vé cot cudi cung, vé 6 EA123, vé 6 Al
4. Chon Size chi bang 8 cho ca bang tinh
5. Nhap:
CNG TY XYZ Hoc Bong Trinh D6 Vin Hoa
------ HHAKAN e 0 bong 10/12

Sau khi nhaép, khoang cho hiedn giau tro 0 ra baling tinh
6. Nhap
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A B |C D E [5 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/Jul/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 Ciu:

Nhép ding dir liéu kiéu ngay

[X1} : Cho biét s6 ngdy giita ngay chi dinh & 6 G2 va ngay LEN LUONG
LAN 2

[X2] : Gia sir sau dung ba nam ké tir 1an ting lvong cudi cung, mdi ngudi
duoc ting tiép mot bac luong, bang cong thuc hiy dién ngay 1én luong tiép
theo, dinh dang theo dang yyyy/mm/dd

Chén thém cot SNGHLLL (S6 ngay gitta hai lan 1én luong) vao sau cot LEN
LUGONG LAN 2. Tinh to4n s6 ngay nay.

Chén thém cot S6 TT vao trude cot HQ TEN, Dién S6 TT ty dong

Dinh dang bang tinh theo ding mau
Dinh dang céc gia tri Date theo thtr tu quen dung ctia ngudi Viét Nam.

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

Panh gia két qua hoc tip
Ciach thire va | Piém | Két qua thue
TT Ti€u chi danh gia phuong phap | tdi hién cia
danh gia da nguoi hoc
| Kién thire
1 Khoi dong MS Excel 1
2 Céc thao tac co ban d6i véi bang 1
tinh A . -
3 Céc thao tac di chuyén trong bang Va& da[;),. d?? 2
tinh chiéu Vol noi
4 Céc loai dia chi trong Excel dung bai hoc 1
5 Céc kiéu dir liéu trong MS Excel 1
6 Cac loai toan tir va do uu tién cua 2
no trong Excel
7 Dinh dang céc dit li¢u trong Excel 2
Cong: 10 d
Il |K¥ niang
1 Khéi dong va thoat khoi MS Excel 1
2 |Lénh co ban d6i voi bang tinh Kiém tra san| 2
3 Thao tac thanh thao trong MS Excel |phdm sau budi | 2
4 |Nhap ding dir liéu theo yéu cau thyc hanh 2
5 Ban hanh cong thirc ding theo yéu 3
cau BT trong Excel
Cong: 10d
111 | Thai d
1 Tac phong cong nghiép Theo doi viéc thuc | 4
1.1 |Pi hoc day du, ding gio hién, dbi chiéu véi | 1.5
1.2 | Khong vi pham ndi quy 16p hoc | nd1 quy cua truong. | 1.5
1.3 | Tinh can than, ti mi Quan sat viéc thuc 1
hién bai tap
2 Dam bdo thoi gian thyc hi¢n bai | Theo doi thoi gian
tap th};c hién bai tap, 9
doi chiéu véi thoi
gian quy dinh.
3 bam bdo an toan lao dong va v¢ 4
sinh cong nghiép Theo doi viéc thuc
3.1 |Tuan thu quy dinh vé antoan | hién, d6i chiéu véi| 1.5
3.2 |Pay du bao ho lao dong( quan | quy dinh vé an toan 15
ao thuc hanh, thé hoc sinh, va v¢ sinh cong '
3.3 | Vé sinh phong thuc hanh dung | nghiép 1
quy dinh
Cong: 10d
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KET QUA HOQC TAP

Két qua

Két qua hoc tap

Ti€u chi danh gia thwe hién H¢ so
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 cé thé tinh toan dugc nhimg phép toan
phuc tap nhung chi can ban hanh mét cong thic c6 thé ap dung cho nhi¢u doéi
tuong dugc tinh dén. Excel cung cap cho ta mot thu vién Ham phuc vu cho tung
nhu cau cu thé. Thé Ham la gi? Cach st dung n6 nhu thé nao trong viéc ban hanh
cong thic? PE viéc tinh toan nay dat hi€u qua cao thi ta can nghién ctru no k¥
hon trong bai nay nhé.

Muc tiéu cua bai:
- MO ta dugce khai niém vé cac ham trong Excel,
- Trinh bay dugc cu phap cua ting ham,;
- Thuyc hién dugc 16ng ghép cac ham véi nhau;
- Thuc hién céc thao tac an toan véi may tinh.
Noi dung chinh:
1. Cac khai niém:
1.1 Giéi thiéu cong thirc (Formula)

Cong thirc gitip bang tinh hiru ich hon rat nhiéu, néu khong c6 cc cong thirc
thi bang tinh cing giong nhu trinh soan thao van ban. Chung ta dung cong thirc
dé tinh toan tir cac dir liéu luu trir trén bang tinh, khi dir liéu thay d6i cac cong
thire nay s€ tw dong cap nhat cac thay do6i va tinh ra két qua méi gitip ching ta do
tén cong sire tinh lai nhiéu lan. Vay cong thic c6 cac thanh phan gi?

Cong thirc trong Excel dugc nhan dang 1a do no6 bat dau la dau = va sau d6 1a su
két hop cuia cac toan tir, cac tri s, cac dia chi tham chi€u va cac ham.
Vidu:

Dau bang
— 11150

, v , Toan nr
Vi duy vé cong thirc

Ham
|7 rT11a111 chiéu
= 40000 — IF(C5=>=25000.80%*C5.C5)

Céc toan tir trong cong thic

+ Cong =3+3 3cong3lab

- Tru =45-4 45 trir 4 con 41

* Nhan =150*.05 150 nhén 0.5 thanh 7.5

/ Chia =3/3 3chia3dlal

A Liiy thura =24 2 lily thira 4 thanh 16 Lay can bac 4 cia
=16"(1/4) 16 thanh 2
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& Nbi chubi ="L¢&” & | No6i chudi “Lé” va “Thanh” lai thanh “Lé
“Thanh” Thanh”
= Bang =A1=B1 Vidu 6 A1=3, 6 B1=6 Két qua:FALSE
> Lén hon =A1>B1 Vidu 6 A1=3, 6 B1=6 Két qua:FALSE
< Nho hon =Al<Bl1 Vidy 6 A1=3, 6 B1=6 Két qua: TRUE
>= Lon hon | =A1>=B1 Vidu 6 A1=3, 6 B1=6 Két qua:FALSE
hoic bang
<= Nho hon | =Al1<=B1 Vidu 6 Al1=3, 6 B1=6 Két qua: TRUE
hoic bang
<> Khac =Al<>Bl1 Vidu 6 Al=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

Thr tu vu tién cua cac toan tur

Todn tir Mo ti Uu tién
: (hai cham) (1 khoang trang) , (ddu phdy) | Toan tir tham chiéu 1
— S6 am (vi dy —1) 2
% Phan trim 3
A Liiy thira 4
*val Nhan va chia 5
+Vva — Cong va trur 6
& Noi chudi 7
—<><=>=<> So sanh 8

1.2 Giéi thi¢u ham (Function)
Ham la gi?

Ham trong Excel duoc 1ap trinh sdn dung tinh toan hodc thuc hién mot chirc
ning nao do. Viée sir dung thanh thao cac ham sé& giup chung ta tiét kiém duoc rat
nhiéu thoi gian so véi tinh toan thu cong khong dung ham. Cac ham trong Excel
rat da dang bao trum nhiéu linh vuc, c6 nhitng ham khong yéu cau ddi sb, co
nhitng ham yéu cau mot hodc nhiéu ddi s, va cac dbi sd co thé 13 bit bude hodc

tu chon.
Vi du:

=Rand(): ham khong ¢ ddi s6

=If(A1>=5,"Pat”,”R6t”): ham 3 ddi s6

=PMT(10%,4,1000,,1): ham nhiéu dbi s6 va dbi sd tiry chon
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Tham chiéu trong cong thirc

Céc tham chiéu sir dung trong cong thire giup cho ching ta khoi tén cong
stra chita cac cong thire khi cac gia trj tinh toan co sy thay d6i. C6 3 loai tham
chiéu sau:

o Tham chiéu dia chi twong dbi: Cac dong va cot tham chiéu sé& thay doi khi
chung ta sao chép hoic di doi cong thirc dén vi tri khiac mot luong twong
ung véi $6 dong va s6 cOt ma ta di doi. Vi du A5:B7, C4

« Tham chiéu dia chi tuyét ddi: Cac dong va cot tham chiéu khong thay doi
khi ta di doi hay sao chép cong thirc. Vi du $A$5:$B$7, $C$4

« Tham chiéu hdn hop: Phdi hop tham chiéu dia chi twong ddi va tuyét doi.
Vi du A$5 nghia 1 cot A twong ddi va dong 5 tuyét doi.

Luu y: Dau $ trudce thr tw cot 13 ¢b dinh ot va trude thi tu dong 1a ¢b dinh dong.
Nhén phim F4 nhiéu lan dé (tuyét di) c6 dinh/ bo ¢ dinh dong hoic cot.

Vi dy: Tinh thanh tién bang S6 luong nhan Gia. P6i sang gia tri Thanh tién sang
VND. Tinh tong cac cot Thanh tién va cot VND.

A B c D E

1 | Nguwdi mua|Sé lrong Gid | Thanh tién | Tién VND

2 Binh 4 §2.50 oy

3 [Binh 2] %250 = I B c D E E c

4 Binh 1 52501 4 | Nguwoi mual|Sé leong Gia | Thanh tién | Tién VND

2 Binh 3| 52501 5 TBinh 4 5250 51000 160000| D2=B2°C2

§ Birc 1 851251 3 Binn 2| 5250 5500] 80000] D3=B3*C3

I Bic 4] 81251 4 [Binh 1| 52.50 5250  40.000| D4=B4-C4

6 |Birc 6| $1.25| "5 gy 3 5280 5750 120.000| D5=B5*CH

9 Hoa 2] 5100 6 puc 1| 51.95 5125] 20000| D6=B6°CE

10 |Hoa 2] 81001 7 e 4] 5125 5500 B80.000] D7=BT*CT

11 Hoa 3 $1.00 5 Bl 6 5125 57.50 | 120.000| D&=B&*Cs

12 Thanh 1] 8125 9 Hoa 2[ 5100 5200 32.000] D9=BY*CY

13 |Thanh 2| 31251 40 Hoa 2] s1.00 5200 32.000| D10=B10°C10

14 [Thanh 2] $1.25] 49 [Hoa 3 st00 5300 48000| D11=B11°C11

15 Tong 12 [Thanh 1 5125 5125 20000] D12=B12°C12

16 13 [Thanh 2| 5125 5250  40.000] D13=B13°C13
14 [Thanh 2 5128 5250  40.000| D14=B14°C14
15 Téng $52.00 | 832,000
16
17 Ty gis]  16.000 | D15=SUM(D2:D14) E2=D2*B§17

Minh hoa dia chi twong ddi va tuyét dbi
B1. Tai 6 D2 nhap vao =B2*C2 va Enter. Sau d6 quét chon ca vung D2:D14 va
g6 <Ctrl+D>. Vo cac 6 D3, D4... D14 ta thdy cong thirc cac dong tu dong duoc
thay doi tuong ng voi khoang cach so voi 6 D2. Truong hop nay ching ta dung
dia chi twong d6i ctia B2*C2 1a vi ching ta mudn khi sao chép cong thirc xudng
phia dudi thi dia chi cac 6 tinh toan sé tu dong thay ddi theo.
B2. Tai 6 E2 nhap vao =D2*B$17 va Enter, sau d6 chép cong thirc xudng cac 6
E3:E14. Chung ta can c6 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
toan.
B3. Tai 6 D15 nhap vao =Sum(D2:D14) va chep sang 6 E15.
Luu y:

« Tham chiéu dén dia chi & worksheet khac nhung cing workbook thi c6

dang

« Tén_sheet!Dia _chi 6. Vi du:
=A2*Sheet2! A2
=A2*Thong so’!B4
Khi tén sheet cé chira khodng trdng thi dé trong cdp nhdy don *°
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« Tham chiéu dén dia chi trong workbook khac thi ¢ dang
[Tén_Workbook]Tén_sheet!Dia chi o.
Vi du:
=A2*[Bai2.xlsx]Sheet3!A4
=A2*’[Bai tap 2.xlsx]Sheet3’!A4
Khi tén Sheet hay Workbook c6 chira khodn trdang 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.xIsx]Sheet3’! A4
Khi tham chiéu dén tai nguyén chia sé trén mdy chii trong mang

Cac 16i thong dung (Formulas errors)

Céc 16i thong dung

Loi Gidi thich

#DIV/0! Trong cong thirc c6 chtra phép chia cho 0 (zero) hoic chia 6 rong

#NAME? | Do danh sai tn ham hay tham chiéu hodc danh thiéu ddu nhay

#N/A Cong thirc tham chiéu dén 6 ma c6 dung ham NA dé kiém tra su
tdn tai cta dir liéu hodc ham khong co két qua

#NULL! Ham sir dung dir 1iéu 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 s6 4m trong khi diing
phai 13 s6 duong

#REF! Tham chiéu bi 18i, thuong 1a do 6 tham chiéu trong ham bi x0a

#VALUE! | Cong thtic tinh toan c6 chira kiéu dit liéu khong dung.

2. Ham xir 1y dir liéu dang so
CAC HAM TOAN HQC VA LUQNG GIAC
2.1. Ham ABS(Number)

Trong d6 : Number 12 mot s6 ma ta mudn lay gia tri tuyét d6i cua né.
Cong dung: Tra vé gia tri tuyét dbi ctia mot sb
Vidu:

ABS(2) bang 2

ABS(-2) bing 2 ‘
Néu Al chira s6 -20 thi ABS(A1l) bang 20

2.2. Ham COS(Number)

Trong d6 : Number 13 goc theo Radian ma ta muén lay Cosin ciia né.
Néu goc 13 do thi ta nhan n6 véi P1()/180 dé chuyén n6 sang Radian.
Cong dung : Tra vé Cosin ciia goc da cho.
Vidu:
COS(1.047) Biang 0.500171
COS(60*PI1()/180) Bing 0.5 (Cosin cua goc 60°).
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2.3. 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 duéi dang van ban c6 dang Toan tu so sanh_Gia tri so
sanh. (Khéng can ghi toan tir =).
Vidu “>=10", “L1A”, A20 (Bang gia trj 6 A20), 10 (Bang 10), “G*” (So sanh
bang véi chudi ¢6 ky tu dau tién 1a G)
Cong dung : Pém sb cell trong mot ving thoa diéu kién da cho.
Vidu:
Gid su A1:AS chua céac gia tri 10, 60, 20, 65, 40
COUNTIF(A1:A5,>30”)  bang 3

2.4. Ham EXP(Number)

Trong dé : Number 1a s6 mil dugc gan cho co sd e

Cong dung : Tra vé lily thira ctia e (e 1a co sd cua logarit tu nhién)

Luuy: Pé tinh toan lily thira cua cac co sé khac, dung toan tir liy
thtra (%)

EXP la phép tinh nguoc cia LN

Viduy: EXP(LN(3)) Bang3

2.5. Ham INT(Number)

Trong do6 Number 1a s6 thuc ma ta mudn lay phan nguyén ciia nd
Cong dung : Tra vé phan nguyén ciia mot so thuc
Vidu INT(6.7) Bang 6

INT(-6.7) Bing -7

2.6. Ham LN(Number)

Trong do: Number 1a gia tr1 thuc duong ma ta muon ldy Logarit tu nhién
Cong dung : Tra vé Logarit ty nhién cia mot sd
Vidu

LN(EXP(3)) Bang3

2.7. Ham LOG(Number,Base)

Trong d6 : Number 1a gié tri thyc duong ma ta muén lay Logarit
Base La co sd cia Logarit. Néu khong ghi Base, gia tri mic
nhién 1a bang 10
Cong dung : Tra vé Logarit ctia mot sd theo co s6 ta chi dinh
Vidu LOG(10) Bang 1
LOG(8,2) Bang3

2.8. Ham LOG10(Number)

Trong do: Number 1a gia tri thue duong ma ta muén 1y Logarit co s6 10
Cong dung : Tra v€ Logarit co s6 10 cua mot s6
Vidu LOG(10"5) Bang5
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2.9. Ham MOD(Number, Divisor)

Trong d6: Number 1a sb bi chia ma ta mudn tim s6 du. Divisor 1a s chia
Cong dung : Tra vé phan du ctia phép chia nguyén. Két qua co cung diu nhu
s6 chia
Vidu MOD(-3,2) Bing 1
MOD(3,-2) Bang -1

2.10. Ham PI1()

Cong dung : Tra vé gi tri l}ﬁng sd Pi chinh xac dén 15 chit sb
Vidu SIN(PI()/2) Bangl

2.11. Ham PRODUCT (Numberl, Number2, ...)

Trong d6 : Number1, Number2, ... 1a 1 dén 30 d6i sé6 ma ta muén nhan
Cong dung : Nhan tat ca cac ddi s6 dugc cho va tra vé gia tri tich
Vidu Gia sircell A1:A3 c6 chira gia trisd 1, 2, 3
PRODUCT(A1:A3)Bing 6
PRODUCT(A1:A3,2) Bang 12

2.12. Ham ROUND(Number, Num digits)

Coéng dung : Lam tron mdt s6 theo sb con s6 duoc chi dinh
Trong d6 : Number 1a s6 thuc ma ta mudn 1am tron. Num digits 1a s6 ky s6
ma ta mudn lam tron
Néu Num digits >0 thi Number s& duoc 1am tron t&i vi tri thap phan
duoc chi dinh.
Néu Num digits =0 hodc bo qua thi Number s& duoc lam tron toi sb
nguyén gan nhat.
Néu Num digits <0 thi Number s& dugc lam tron toi bén trai diu chdm
thap phan.
Vidu ROUND(4.56,1) Bang4.6
ROUND(34.56,-1)  Bang 30

2.13.Ham SIN(Number)
Cong dung : Tra vé Sin cua goc da cho.
Vidu: SIN(PI())2) Bangl
SIN(30*P1()/180) Bang 0.5 (Sin ctua goc 30°).
2.14.Ham SQRT(Number)
Cong dung : Tra vé can béc hai cua mot s6 khong am.
Vidu: SQRT(16) Bang 4
2.15. Ham SUM(Numberl, Number2, ...)
Cong dung : Tra vé tong tat ca cac gia tri sb trong danh sach cac dbi sd.
Vidu Gia su cell A1:A3 ¢o ghﬁa giatriso0 2, 3,4
SUM(A1:A3) . Bang?9
SUM(A1:A3,2) Bang 11
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2.16. Ham SUMIF(Range, Criteria, Sum Range)

Cong dung : Cong céc cell trong mdt ving thoa diéu kién da cho.
Trong do:

] Range la vang cell dugc kiém tra qua tiéu chuan Criteria.

(] Criteria la tiéu chuan ban hanh dé xac dinh gia tri dugc tinh tong. Tiéu chuan
duogc cho dudi dang van ban c¢6 dang Toan tir so sanh_Gia tri so sanh. (Khdng
can ghi toan tir =). Vi du “>=10”, “L1A”, A20 (Bang gia tri 6 A20), 10 (Bang
10), “G*” (So sanh bang v6i chudi c6 ky tu dau tién 1a G).

1 Sum Range 1a cac cell c¢6 thé dugc cong, cac cell trong Sum Range duoc cong
chi khi cell twong tng véi né trong Range thoa man Criteria. Néu Sum Range
dugc bo qua, ta hiéu Sum Range tring vai Range (T 1a céc cell trong Range
duoc cong)

Luuy: Range va Sum Range nén c6 sé hang va sé cot bang nhau

Vidu:

A B C D

1 |L1A |G103A [10 [30 SUMIF(C1:C5,”>30”,D1:D5) bing
150

2 |L2B |G012B |60 |50 SUMIF(C1:C5,”>30") bing 165
3 |L3A [T213A 20 |20 SUMIF(AL:A5,A2,D1:D5) bing 90
4 |L2B [G112B 65 [40 SUMIF(B1:BS,”T*”,D1:D5)bing 80
5 |L1A [T00IB [40 |60
2

.17. Ham TAN(Number)

Cong dung : Tra vé TANG cua g()c da cho.
Vidu: TAN(45*PI()/180) Bang 1 (TANG cua goc 45°).

2.18. Ham TRUNC(Number, Num digits)

Trong d6 : Number 14 sé thyc ma ta mudn cat. Num digits La sé chi dinh
do chinh x4c cia phép cat. Gia tri mic nhién 13 0.
Cong dung : Cit b phan thap phan ciia mot s6 dé tao thanh mot s6 nguyén.
Luu y : TRUNC va INT cing trd vé mot gia tri nguyén, nhung TRUNC b6
di phan thap phan, con INT tra vé s nguyén nho hon va gan nd nht.
Vidu  TRUNC(-4.6) Bang -4
INT(-4.6) Biang -5

3.  Ham xir ly dit liéu dang chudi

3.1. Ham LEN(Text)
Trong d6 :Text 1a mot chudi
Cong dung : Tra vé chiéu dai ctia mét chudi.
Vidu: LEN(“Tin Hoc”) Bing?7

3.2. Ham LEFT(Text, Num Chars)
Cong dung : Tra vé cac ky tu dau tién ctia mot chudi
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Trong d6 : Text 1a chudi ma ta mudn trich ra mot phan ctia n6. Num Chars
chi ra s6 ky tu duoc LEFT tra vé&. Num Chars phai 16n hon hay bang 0. Néu
Num Chars 16n hon sé ky tu c6 trong Text, LEFT tra vé toan bd chudi. Néu
khong ghi Num Chars, N6 ¢c6 gia tri mic nhién bang 1

Vidu  LEFT(“Tin Hoc”,3)Béng “Tin”

Néu cell Al chira gia tri “G102A” thi LEFT(A1)  béang “G”

3.3. Ham LOWER(Text)

Cong dung : Chuyén tat ca cac chir hoa trong chudi thanh chir thudng.
Vidu LOWER(“Tin Hoc”)  Bang “tin hoc”

3.4. Ham MID(Text, Start Num, Num Chars)

Trong d6: Text 13 chudi ma ta mudn trich ra mot phan cta né. Start Num la
vi tri ky tu trong Text. Num Chars chi ra sé ky tu duge MID tra vé ké tir vi tri
Start Num

Cong dung : Tra vé mot so chi dinh cac ky tu tir mot chudi, bat dau tai vi tri
mong mudn.

Vidu  MID(“G102A”,2,1) Bang “1”

3.5. Ham PROPER(Text)

Cong dung : Chuyén sang chit hoa chit cai dau tién cua cac tir c6 trong chudi
va cac chir di ngay sau mot ky tu khong phai 13 chir cai. Céc chit ci con lai chuyén
sang chir thuong.

Vidu = PROPER(“TIN HOC”) Bang “Tin Hoc”

3.6. Ham RIGHT(Text, Num Chars)

Trong d6: Text 13 chudi ma ta mudn trich ra mot phan ctua ndé. Num Chars
chi ra sé ky tu duoc RIGHT tra vé. Num Chars phai 16n hon hay bang 0. Néu
Num Chars 1én hon sd ky tu co trong Text, LEFT tra vé toan bo chudi. Néu
khong ghi Num Chars, N6 ¢6 gia tri méac nhién bang 1

Cong dung : Tra vé cac ky tu cudi ciing ctia mdt chudi.

Vidu  RIGHT(“Tin Hoc”,3) Bang “Hoc”

Néu cell Al chtra gia tri “G102A” thi RIGHT(A1) bang “A”

3.7. Ham TEXT (Value, Format Text)

Trong d6: Value 1a mot gia tri s6, mot cong thic tra vé gia tri s6, hay mot
tham chiéu t6i mot cell chta dung mdt gia tri s6. Format Text La mot dinh
dang s6 xac dinh bdi ma khuon dinh dang.

Cong dung : Chuyén mét gia trj thanh chudi theo khuén dang s duogc chi
dinh.

Vidu TEXT(2.715,“$0.00”) Bang “$2.72”

TEXT(“15/4/2002”, “mmmm dd.yyyy”) Bang “April 15.2002”

3.8. Ham TRIM(Text)

Coéng dung : Tra vé mot chudi d3 duoc loai bo t‘ét ca cac khoang tra"lng thira
Vidu  TRIM(“ MicroSoft Excel “) Bang “MicroSoft Excel”
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3.9. Ham UPPER(Text) N
Cong dung: Chuyén tat ca cac chir thuong trong chuoi thanh chir hoa.
Vidu  UPPER(“Tin Hoc”) Bang “TIN HOC”

3.10. Ham VALUE(Text)

Trong dd: Text 1a chudi dit & mot khuon dang bét ky cua sd, ngay, hay gio.
Cong dung : Chuyen chudi cac ky s thanh gia tri sb.
Luu y : Trong nhiéu truong hop st dung cong thire, Excel c6 kha nang tu
dong chuyén chudi thanh sé khi can thiét.
Vidu  VALUE(“$1000”) Bang 1000
VALUE(“12/31/2001”)  Bang 37256

4. Ham xir ly dir li€éu dang ngay thang:

4.1. Ham DATE(Year, Month, Day)

Cong dung : Tra vé gié tri ctia thoi gian theo ndm, thang va ngay chi dinh

Trong d6 :
Year la con s6 chi nam co gia tri tur 1900 dén 9999
Month 1a con so chi thang cua nam c6 gia tri tur 1 dén 12. Néu Month>12 thi
phan du sé& duoc chuyén sang nam ké tiép
Day 1a con so chi ngay cila thang c6 gid tri tir 1 dén 31. Néu Day 16n hon s6 ngay
c6 trong thang thi phan du s& dugc chuyén sang thang ké tiép

Vidu: DATE(2001,12,31) Bang 12/31/2001

DATE(2001,12,33) Bang 01/02/2002

4.2. Ham DATEVALUE(Date Text)

Cong dung Tra vé s tha ty cua ngay khi biét gi4 tri ngay ¢ dang chudi

Trong d6 : Date Text 1a chudi tra vé mot ngay trong khuon dang ngay. Néu
phan nam cua Date Text khong co, ham s& dung nam hién tai cua dong ho hé
théng. Cac thong tin vé gid, phut trong Date Text bi bo qua.

Vidu: DATEVALUE(*12/31/2001”) Bang 37256

4.3. Ham NOW()

Cong dung : Tra vé gia tri ngdy va gio hién hanh ciia dong ho hé thong.
4.4. Ham TODAY()

Cong dung : Tra vé gia tri ngay hién hanh cta dong ho hé théng
4.5.Ham DAY (Serial_Number)

Trong do: SerigI_Number la mad ngay dugc dung boi MS Excel.
Serial_Number c¢ thé 1a dang chuoi, dang ham tra v€ gia tri thoi gian hay dang
s6 thtr ty chi gia tri thoi  gian

~ Cong dung : Tra vé sb thir tu ctia ngay trong thang. Gia trj duoc tra vé 1a mot
sO0 nguyén trong khoang tur 1 der} 31.
Vidu: DAY(Today())Bang so thu tu ciia ngay hién hanh
DAY (*4/30/2002”) Bang 30
DAY (37256) Bang 31
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4.6. Ham MONTH(Serial_Number)

Coéng dung : Tra vé s6 thu tu cla thang trong nam. Gia tri duoc tra vé 12 mot
s6 nguyén trong khoang tir 1 dén 12.
Vidu: MONTH(Today()) Bang s thtr tu cta thang hién hanh
MONTH(“4/30/2002”)  Bing 4
MONTH(37256) Bang 12

4.7. Ham YEAR(Serial_Number)

Cong dung : Tra vé gia tri nam. Gia tri dugc tra vé 1a mdt sd nguyén trong
khoang tir 1900 dén 9999.
Vidu: YEAR(Today()) Bang gi tri nim hién hanh
YEAR (“4/30/2002”) Bang 2002
YEAR (37256) Bang 2001

4.8. Ham WEEKDAY (Serial_Number, Return_Type)

Cong dung : Tra vé gia tri ngdy trong tuan. Ngay duoc cho nhu 1a mot so
nguyén trong khoang tir 1 dén 7.
Trong d6 : Return_Type La mot s6 dinh kiéu gia trj tra vé
Néu Return_Type =1 (hoic khong ghi), ham tra vé tir s6 1 (Chii nhat) dén
s6 7 (Thir bay)
Néu Return_Type =2  ham tra vé tir s6 1 (Thu hai) dén s6 7 (Chii nhat)
Néu Return_Type =3  ham tra vé tir s6 0 (Thu hai) dén s6 6 (Chii nhat)
Vi du : WEEKDAY (Today()) Bing sb th tu chi ngdy trong tuan hién hanh.
WEEKDAY (“4/30/2002”) Béng 3 (Thir ba)
5.  Ham thong ké va thdng ké c6 diéu kién
5.1. Ham AVERAGE(Numberl, Number2,...)
Cong dung : Tra vé gia trj trung binh s6 hoc cta cac dbi sd.
Trong d6: Numberl, Number2, ... La 1 dén 30 d6i sb c6 gia tri s6 ma ta
mudn tinh gié tri trung binh
Vidu: Giastr Al:A5 chira dung cac s6 1, 2, 3,4, 5. Khi d6
AVERAGE(A1:A5) Bang 3
AVERAGE(A1:A5,9) Bing 4

5.2. Ham COUNT (Valuel, Value2, ...)

Cong dung : Pém c6 bao nhiéu gia tri s6 c6 trong danh sach cac doi so
Trong d6 : Valuel,Value2, ... La 1 dén 30 doi so

5.3 Ham COUNTA(Valuel, Value?, ...)

Cong dung : Dém sﬁ luong gia tri c6 trong danh sach cac d6i sd. Ta thudng
dung Ham COUNTA d¢ biét so lugng cell c6 dit liéu trong mdt viung cac cell.

5.4 Ham MAX(Numberl, Number2,...)

Cong dung : Tra vé gia tri 10n nhat trong mot danh sach cac dbi sd.
Vidu: Giast Al:AS ch}'Ia dung cac s6 4, 2, 1, 3, 5. Khi do
MAX (A1l:A5) Bang5
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MAX(A1:A5,9) Bing 9
5.5. Ham MIN(Numberl, Number2,...)

Cong dung : Tra vé gid tri nho nhat trong mot danh sach cac doi sb.
Vidu: Giasu Al:AS5 chira dung cac s64,2,1,3,5. Khido
MIN (A1:A5) Bang |
MIN(AL1:A5,9) Bing 1

5.6. Ham RANK(Number,Ref, Order)

Cong dung : Tra vé hang ctia mot s6 trong mot danh séach cac $0.

Trong d6 : Number 13 s6 ma ta mudn tim hang ctia né. Ref [a mot ving chia
cac gia tri s6. Order 1a s6 chi dinh cach danh hang. Néu Order=0 (Hoac khong
ghi) thi hang dugc danh theo tht tu giam dan so véi Ref. Néu Order 1a mot gia
tri khac 0 thi hang dugc danh theo thir ty tang dan so voi Ref.

Vidu: Néu cac cell Al:A5 lan luot chia cac gia tri 6.5, 7, 6.5, 6, 5 thi

RANK(AL, A1:A5) Bing?2
RANK(A4, A1:A5) Bing 4

6. Ham logic
6.1. Ham AND (Logical 1, Logical 2, ...)

Trong d6 : Logicall, Logical2, ... 1a tir 1 dén 30 ddi s6 c6 gia tri logic
Cong dung : Tra vé gia tri TRUE néu tét ca cac dbi sb ctia né 1a TRUE. Tra
vé gia tri FALSE néu c6 it nhat mot d6i s6 ctia n6 1a FALSE
Vidu: AND(1+1=2,2+2=4) Bing TRUE
AND(1+1=2, 2+2=5) Bang FALSE

6.2. Ham OR(Logicall, Logical?2, ...)

Cong dung : Tra vé gia tri TRUE néu c6 it nhat mot d6i sé cua n6 1a TRUE.
Tra vé gia tri FALSE néu tat ca cac dbi s6 cta né 1a FALSE
Vidu: OR(1+1=2, 2+2=5) Bang TRUE
OR(1+1=3, 2+2=5) Bing FALSE

6.3. Ham IF(Logical_Test, Value_if _true, Value_if false)

Trong d6 : Logical_Test 1a biéu thuc tra vé gia tri logic. Value_if_true la
gia tri s& tra vé khi Logical_Test a True. Value_if_false 1a gia tri s& tra vé khi
Logical_Test la False.

Luu y : cac ham IF co thé 1ong nhau dén 7 cap, khi d6 Value_if true,
Value_if false lai la cac ham IF khéc.

Vi du
A B IC D E Diém TB bang (LT+TH)/2 va néu PH 1a “F” thi DTB
1 PH LT TH PT KQ | dugc ting thém 1 diém
B = If(A2="T”, (B2+C2)/2, (B2+C2)/2+1)
2 F W5 K0 Néu TB>=5 thi KQ la “Pau”, nguoc lai 1a “Rét”
3 T 6.5 45 = If(D2>=5, "Dau”, "Rot”)
4 F 5.0 6.0
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7. Ham vé tim kiém va thong s6
7.1. Ham CHOOSE(Index_Num, Valuel, Value2, ...)

Trong d6: Index_Num=1..29

Cong dung : Néu Index_Num = i, ham tra vé gia tri ctia d6i sd Value i.

Vidu  CHOOSE(Q2, “Ist”, “2st”, “3st”, “Finish”)  Bang “2st”
SUM(A1:CHOOSE(3,A10,A20,A30)) Bang SUM(A1:A30)

7.2. Ham HLOOKUP(Lookup Value, Table array, Row_Index Num,
Range_lookup)

Cong dung : Tim kiém mét gia tri trén hang dau tién cia Table_array va tra
vé gid tri cua cell dugc x4c dinh boi cot twong tmg vahang thir Row_index_num
trong Table_array

Trong dé :

[ Lookup_Value 14 gié tri dugc tim kiém trén hang dau tién cua Table_array

[ Table_array la bang chira dir liéu duoc tim kiém

1 Néu Range_lookup bang 1 (Hoic bang TRUE, Hoic khong dung), thi nhimng
gia tri trong hang dau tién cua Table_array phai sip xép theo thu tu ting dan,
néu khong ham s& tra vé gia tri khong chinh  xac
Néu Range_lookup bang 0 (Hoic bang FALSE) thi Table_array khong can
phai dugc sap xép trudc.
Ham khong phan biét chit hoa chir thuong trong truong hop Lookup_value la
gia tri chudi

] Row_Index_Num La s th tu hang trong Table_array

] Range_lookup 1a gia tri xac dinh viéc tim kiém 1a chinh x4c hay gan dung.
Néu Range_lookup bang 1 (Hoic bang TRUE, Hoic khong dung) thi khi gia
trj gidng voi Lookup_value khong duoc tim thiy thi ham s& tim gia tri 16n

nhat ma nho hon Lookup_value.
Neéu Range_lookup bang 0 (Hoac bang FALSE) thi ham s€ tim gia tri giong
voi Lookup_value.

Néu khong c6 gia tri ndo dugc tim thay thi ham s& tra vé ma 161 #N/A
Vidu
Gi4 st ta ¢6 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 |55 60 HLOOKUP(67,B2:D4,2) Bang 55
4 40 50 |60 HLOOKUP(80,B2:D4,3,0) Bang N/A
7.3. Ham INDEX(Array, Row_Num, Column_Num)

Cong dung : C6 hai hinh thtrc ctia INDEX, Tham chiéu va Day. Hinh thtc
tham chiéu ludn tra vé mot tham chiéu. Hinh thtc ddy ludn tra vé mot gié tri hay
mot ddy cac gia tri

Trong do :
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Array la bang chura dir liu.
Row_Num 1a sb thr tu hang trong bang dit liéu.
Column_Num 1a s6 tht tu cot trong bang dit liéu.
INDEX theo hinh thirc day:
Néu ca hai @i 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 c6t thi Row_num hay Column_num
tuong ng la khong can thiét
Néu Array c6 nhiéu hon mot hang va nhiéu hon mot cot va chi €6 mot d6i sd
la Row_num hay Column_num dugc ding thi ham INDEX tra vé mot ddy cua
toan bo hang hay c0t tuong ung.
INDEX theo hinh thitc tham chiéu :
S& tra vé dia chi cua cell nam tai giao diém ctia 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 55 =SUM(B2:INDEX(B2:D4,3,1)) Bang
135
4 30 [35 40 =SUM(INDEX(B2:D4,3,)) Bang 105

7.4. Ham MATCH(Lookup Value, Lookup_array, Match_type)

Cong dung : Tra vé vi tri tuong ddi cia mdt phan tir trong mot bang.

Trong dé :

1 Lookup_Value 1a gid tri ma ta dung dé tim kiém trén Lookup_array

[1 Lookup_array la mot Vl‘mg thudc mot dong hoac mat cot.

1 Match_type bang 0, 1, -1.
Néu Match_type bang 0, tim gia tri trén Lookup_array bang voi giad tri
Lookup value
Néu Match_type bang 1 (hoic khong dung), tim gié tri trén Lookup_array la
I6n nhat, nho hon hay bang véi gia tri Lookup_value. Luc d6 Lookup_array
phai duoc dat theo thir tu tang dan.
Néu Match_type bang -1, tim gia tri trén Lookup_array la nho nhat, 16n hon
hay bang véi gia tri Lookup_value. Liic d6 Lookup_array phai dugc dit theo
thir ty giam dan.

Vi du: Gia sir ta ¢6 bang tinh sau

A B [C D =MATCH(“B”,B1:D1,0)Bang 2

1 A B |[C =MATCH(“B”,A1:D1,0) Bang 3

7.5. Ham VLOOKUP(Lookup Value, Table array, Col_Index_ Num,
Range_lookup)

Cong dung : Tim kiém mot gia trj trén ¢t dau tién cua Table_array va tra vé gia
tri cua cell duoc xac dinh trén dong twong Gng va ¢t thir Col_index_num trong
Table_array.
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Trong d6 :

[]
[]
[]

Lookup_Value 1a gi tri dugc tim kiém trén cot du tién cua Table_array
Table_array la bang chua dir liéu dugc tim kiém

Néu Range_ lookup bang 1 (Hodc bang TRUE, Hoac khong dung), thi nhimng
gia tri trong cot dau tién cua Table _array phai sap xép theo thir tu ting dan,
néu khong ham s& tra vé gia tri khoéng chinh Xac
Néu Range_lookup bang 0 (Hoic bang FALSE) thi Table_array khong can
phai duoc sap xép trudc.
Ham khong phan biét chit hoa chir thuong trong truong hop Lookup_value la
gia tri chudi

Col_Index_Num La s thir tu cot trong Table_array

Range_lookup 1a gia tri xac dinh viéc tim kiém 13 chinh xac hay gan dung.
Néu Range_lookup bang 1 (Hoic bang TRUE, Hoic khong dung) thi khi gia
trj giong voi Lookup_value khong duoc tim thay thi ham s& tim gia tri 16n
nhat ma nho hon Lookup_value.

Néu Range_lookup bang 0 (Hodc bang FALSE) thi ham sé& tim gia tri giong
voi Lookup_value.
Néu khong c6 gia tri nao duogc tim thay thi ham s& tra vé ma 161 #N/A

Vi du: Gid str ta ¢6 bang tinh sau

A B |C D |-VLOOKUP(“B”,A2:D43,0) Bing 45
1 0 [ P |-VLOOKUP(Right(“G102C”),A2:D4,2,0) Bing 30
2 |A [P0 |40 |60 |=VLOOKUP(20,B1:D4,3,0) Bing 60
3 B 5 W5 |65 |=VLOOKUP(27,B1:D4,2) Bing 45

Trang 154



BAI TAP BAI 8

Kién thirc:
Céu 1: Ham la gi? Trinh bay ca phap chung cua ham.
Cau 2: Trinh bay ct phap va cong dung ctia mot sé ham thong dung di hoc.
Cau 3: Khi str dung ham IF t6i da ta c6 thé 16ng ghép bao nhiéu ham?
Bai tip img dung:
Bai tap 8.1:
Thanh 1ap bang tinh sau : (Xac dinh lai d6 rong cho céac cot du dé chira dir liéu)
Cong hoa x4 h{i chi nghia vié¢t Nam
Doc 1ap - Tw do - Hanh phuc

BANG KE PHAN BO HANG HOA

T | TEN BON  [PVI QDOANH DVI TAP THE  [TU NHAN TONG | TY
T | HANG GIA  SOLG [TIEN [SOLG [TTIEN SOLG [TTIEN | TIEN |LE
1 | Ximang | 100 120 @) 100 (b) 50 (©) (d) (e)
2 | Sat 50 140 100 60
3 | Phanbon |60 160 50 30
4 | Trirsdu 120 70 40 40
5 | Son 150 30 20 10
6 | Dau lira 30 20 10 30
7 | Xang 40 40 50 50
8 | Gao 20 250 120 20
9 | Puong 30 560 60 10
10 | Stra 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 l4p bang tinh va vao so liéu tho (cha ¥ Font tuy ¥)
2. Tinh toan cac cot
- Cac cot thanh tién = s6 lugng *don gia
- Cot tong tién (d) = Tong 3 ¢ot TTién (Dung ham SUM)
- Cot Ty 1é (e) = Téng tién cta timg moén hang /6 téng cong (cha y dia chi tuyét
d61)
- DAu ? : + Tinh tong tién ciia timg don vi (Dung ham SUM)
’ + Tinh ty 16 = Tong tién cta tirng don vi/d tong cong (chd ¥ dia chi tuyét
do1)
3. Déi cac cot thanh tién sang dang tién té (Currency), 0 s6 18
D6i cot va hang Ty 1¢ thanh dang s6 % (Percent), 2 s6 18
4. Ké khung nhu trén va ghi lai voi tén THOS5. XLSX
Bai tap 8.2:
Thanh lap bang tinh sau : (Xac dinh lai do rong cho céac cot du dé chira dix ligu)
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BANG PIEM THI TOT NGHIEP

T |HO VATEN TOAN [ VAN [NNGU PTB KQUA XLOAI
T
1 | Tran Duy Tri W4 75 8 (a) (b) (€)
2 | Hb Thi Tuyét [7.5 6.5 6.5
3 Lé Van Miung 8.5 8.5 8.5
4 L& Ngoc Trong 9 9 9
5 | Tran Ha Diing 4 8.5 4
6 | Tran Thanh  Thanh §6.5 6.5 6.5
7 |NguyénVi Truc [7.5 75 75
8 Lé Chi 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 s6 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” Néu bTB <10
= “Gi6i” Néu DTB >=7 va DTB=<9
= “Kha” Néu DTB < 7 vi DTB >=5
= “Kém” Néu DTB <5
- Dinh dang lai cho cot DTB thanh dang Number, 2 s6 18
3. Luu bang tinh vao dia véi tén THO03.XLSX va Pong tap tin lai
4. Lay lai tap tin TH03.XLSX vao bang tnh
5. Chén Thém cot PHAI vao sau cot TEN, nhap dit liéu cho cdt nay
- Chén thém 2 dong vao dudi dong BANG PIEM ..... nhap thém vao
Nam hoc 1994 - 1995
RS |
Stra lai “BANG PIEM . .” Thanh “BANG KET QUA. . . . “ ghi lai tip tin vao
dia
5. Thoat khoi Excel
Chuy: Cthé tao Font nhu trong bai hoic tuy y
Bai tap 8.3:
Thanh 1ap bang tinh sau : (Xac dinh lai d¢ rong cho céc cot du dé chira dix ligu)
Trudng DPai hoc Pa Ning
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KET QUA THI TUYEN

TT MA SOHO VA TEN NS NGAYSINHD1 )2 )3 )ITC IKQ KO
1 | T1A | TranDuy | Trj (@) | 12/05/80 4 75 |8 (b) |(c) (e)
2 | Q4D | Hd Thi Tuyét 24/04/80 75 |65 6.5

3 | D2B | Lé Van Mung 12/12/80 85 |85 8.5

4 | N3C | LéNgoc | Trong 30/04/79 |9 9 9

5 | TID | TranHa | Diing 15/10/80 | 4 85 |4

6 | Q4D | Tran Thanh 17/12/81 65 |65 |65

7 | D2B |Nguyén | Truc 25/09/79 75 |75 7.5

8 | N3C | L& Chi 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

YEU CAU:

1- Thanh 1ap bang tinh va vao s6 liéu tho
@ Chuy : binh dang cho ¢4t ngay sinh dang DATE
2. Tinh toan
- Cot (a) = Néu 2 ky tu dau ctia M3 s6 1a :

N

T1 thi dién vao “TP HCM” ; D2 thi dién vao “Daklak” ; N3 thi diém vao “Ninh

thuan”

Q4 thi dién vao “Da Ning” ,
- Cot (b) = D1+D2+D3 Va dinh dang la dang NUMBER, 2 s6 1€

- Cot (c)= Néu BTC >=22 thi lay DTC, 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 BPKQ >= 22 thi dién vao “Dau”, nguoc lai “Hong”

3. Luu bang tinh vao dia voi tén TH04.XLSX

Bai tap 8.4: i
Thanh lép bang tinh sau : (Xac dinh lai d rdng cho cac cot du d€ chira dix 1igu)
BANG THANH TOAN TIEN TIEU THU PIEN

TT | TEN KHACH CHISOCU | CHISOMOI | SOLUONG | SOTIEN | THUE GTGT | TTIEN
1 | Tran Duy 100 250 (@) (b) (©) (d)
2 | H6 Thi Hoa 50 172

3 | Lé Van Lich 60 182

4 | Lé Ngoc Sang 120 350

5 | Tran Ha Thanh | 150 241

6 | Tran Thanh 30 172

7 | Nguyén Vin An | 40 312

8 | Lé Chi buc 20 125

9 | boan Huong 30 109

10 | Hoang Xuan Ha | 35 153

11 | Lé Hoai Tran 40 183

12 | Trin Van Anh | 16 321
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YEU CAU

1- Thanh 1ap bang tinh va vao s6 liéu thé (cht y Font tuy ¥)

2. Tinh toan cac cot

- Cot (a) = chi s6 méi - Chi s6 cii

- Cot (b) = s6 lugng * gia theo cac dinh mic sau cia ) lugng :

+ Tiéu thy 100 Kw dau, chi tinh gia 450 d
+ Tiéu thy 100 Kw ti€p theo, tinh gia 650d
+ S6 Kw con lai, tinh gia 850 d

- Cot () =sb tién * 0.1

- Cot (d) = S6 tién +thué GTGT

- Tinh ho thanh toan tién cao nhit va ho thanh toan tién thip nhat (Dung ham
Max, Min)

3. Chen 1 hinh tuy y vao giira bang tinh

4. Di chuyén cot thué GTGT vao trude cot so tién

5. Sap xép cot thanh tién theo thir ty giam dan

6. Ké khung nhu trén va ghi lai vé1 tén TH06.XLSX

Bai tap 8.5: q
Thanh 1ap bang tinh sau : (Xac dinh lai d¢ rong cho cac cot du dé chura dit licu)

o BANG GIA
fm},;?&: C-cap | K-doanh
Xang 150 500
Gasolt 120 450
Dau 100 260

BAO CAO PHAN PHOI NHIEN LIEU
Tir 1/4/00 dén 30/4/00
(s0 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| LO01C | N-may Z75 100

5 | G002C | Xuong 304 50

6 | GOO3K | Xn Pién Lanh | 120

7 | X004C | Xn co khi 80

8 | LOO3K | Cty luwong thuc | 250

9 | X004C | Cing tin 180

10| LO02C | Boi van tai 120

YEU CAU:
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1- Thanh 1ap bang tinh va vao s6 liéu thd (chi y Font tuy ¥)
2. Tinh toan cac cot
- Céc cot sb lwong cin ctr vao ky tu dau tién cua s6 chimg tir dé phan b6 sb luong
vao cho céac cot : XANG, GOSOLT hay DAU LUA
+ Néu ky tur du tién bén trai 13 X thi phan bd vao cot XANG
+ Néu ky ty dau tién bén trdi 1a G thi phan b6 vao cot GOSOLT
+ Néu ky ty du tién bén tréi 13 L thi phan bo vao c6t DAU LUA
- Cac cOt thanh tién = sb luong*don gia; Pon gia cin ctr vao ky tu cudi cia sb

chung tur.

+ Néu ky tu cudi 1a C thi 14y gia C-cap

+ Néu ky tu cudi 1a K thi lay gia K-doanh

& Hwéng din : Dung ham IF két hop v6i ham LEFT va ham RIGHT dé tinh
3. Chen 1 hinh tiy y vao gitra bang tinh
4. Ké khung nhu trén va ghi lai véi tén THO7.XLSX

Bai tap 8.6:

Thanh lap bang tinh sau : (Xac dinh lai do rong cho céac cot du dé chira dix ligu)
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic
XX XX XX
BANG THANH TOAN TIEN KHACH SAN

T [LOAL | TEN |ngay dén| ngay di [s6 [s0 |gia |gia |[tién |[tién
T PHONG tudn |ngay |tuidn [ngay [($) |(D)
1 |L3B |Tri |10/05/00 [23/06/00| (@) |(b) [(c) | (@) | (e) | (P
2 | L2A | Tuyét | 23/07/00 |11/08/00

3 |L1A | Mung |12/06/00 |19/06/00

4 |L1B |Trong |26/05/00 |07/06/00

5 | TRA | Diing |19/08/00 |25/08/00

6 | TRB | Thanh|12/08/00 (22/09/00

7 |L1A | Truc |23/09/00 |05/10/00

8 |L2B | Hung |13/09/00 (27/10/00

9 |L1B |Huan |24/11/00 (26/12/00

10| L3A | Nhi |24/11/00 |26/12/00

11| L2A | Luong|24/11/00 ({26/12/00

12| L1A | Tong |24/11/00 |26/12/00

13| L3B | Puong 24/11/00 |26/12/00

14| TRB | Triéu |24/11/00 |26/12/00

15| TRA | Minh |24/11/00 |26/12/00

16| L3A | Thuc |24/11/00 |26/12/00

Cong thanh tién ? |2
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BANG GIA KHACH SAN

LPHON| Gia | Gia BANG THONG KE

G tudn | ngay LPHONG| SO TUAN | SONGAY | TIEN ($)
TRA 50 |10 TRA

TRB 45 |8 TRB

L1A 60 |12 L1A

L1B 50 |10 L1B

L2A 55 |11 L2A

L2B 50 |10 2B

L3A 40 7 L3A

YEU CAU:

1- Thanh 1ap bang tinh va vao s6 liéu tho (chi y Font tly y)

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 gid tuan cin ctr vao loai phong va bang gia khach san
(Dung ham VLOOKUP)

- Cot () = s6 tién tinh theo tuan (so tuan *don gia tuan)+ S6 tién tinh theo ngay
(S6 ngay * don gia ngay) . Nhung s6 tién tinh theo ngdy vuot qua don gia 1 tudn
thi 1y don gi4 tuan. (Dung ham MIN va MAX)

- Cot (d) = cot (e) *14680

- Tinh Téng 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 8.7:

Thanh 1ap bang tinh sau : (Xac dinh lai d6 rong cho céc cot du dé chira di li¢u)

S PIATEAN g SACH GIAO KHOA XUAT
A TRONG THANG 03/2011
T BANG GIAM GIA

TI LE giAm (%)
TREN DON GIA

15%
12%
10%
5%
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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  3.750,20

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 1ap bang tinh va vao s liéu thé (chi y Font tuy ¥)
2. Tinh toan cac cot
- Cot (a) : Dua vao 2 ky tu cudi cing cta cot MA SGK dé 1ay khdi 16p Vi du :
V10 Tuce 16p 10
(Dung ham IF va ham RIGHT)
- Cot (b) : Dua vao ky tu dau tién cta cot Ma SGK dé ban hanh cong thic
Néu 12 L thi sach Ly ; Néu 13 T thi sach Toan ; Néu 1a V thi sach Vat Iy ;
Néu 1a H thi sach Héa
- Cot (c) :( chira murc giam cua tung loai sach) tinh :
GIAM = DON GIA BAN* TI LE GIAM (%) (cho timg khbi 16p)
Vi ti 18 giam (%) duoc ra ciru trén bang mau (dung ham vlookup)
- Cot (d) =sb luong * (don gia ban - giam)
3. Ké khung, trinh bay theo mau va ghi lai v6i tén THO7.XLSX

Bai tap 8.8: q
Thanh 1ap bang tinh sau : (Xac dinh lai do rong cho cac c¢ot du dé chira dir 1igu)
BANG TiNH PIEM HQC SINH

X o 3 TEN A XEP
TT| MA SO HOQ VA TEN TRUONG | MONTHIDIEMTHI 'O Al
1 |[AO0LIT |Tran Duy Tri (a) (b) 8 (c)
2 |A01V |Hb Thi Tuyét 5
3 |BO1T |Lé& Van Mung 9
4 | C02S Lé Ngoc Trong 5.5
5 |B0O2T | TranHa Diing 9
6 |CO1V |TranThanh | Thanh 75
7 | B02S Nguyén Vin | Truc 8.5
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X N TEN A XEP
TT| MA SO HOQ VA TEN TRUONG | MONTHIBIEMTHI 'O Al
8 [AO03T [LécChi 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 | L& Phudc Hoa 45
15 |C02V |Nguyénvian |Hau 3.5
16 | CO3T | Tranky Ha 8.5
BANG TRA TEN TRUONG BANG TRA TEN MON THI
M& | tén truong _
A V4 trudng todn Ma i S T v
B Dinh tién hoang M®on thi Sinh ngit Toén Vin
C Hoda Binh
D Nguyén Du
YEU CAU:

1- Thanh l4p bang tinh va vao sd liéu tho (cha ¥ Font tuy ¥)

2. Tinh toan cac cot

- Cot (a) : Tén truong cin cir vao 1 Ma bén trai ciia Ma sd va Béng tra tén truong
(Dung ham VLOOKUP)

- Cot (b) : Tén Mon thi can cir vao 1 ma bén phai ctia M3 s va bang tra tén mon
thi (Dung ham HLOOKUP)

- Cot (c) : Tir diém thi, Hiy ban hanh cong thirc cho cot xép loai

3.Sap xép bang tinh trén dya vao cot diém thi

4. Tir bang tinh trén trich ghi ra 1 bang riéng gdm nhiing hoc sinh thudc trudng
vo truong toan

5. TUr bang tinh trén trich ra 1 bang riéng gom 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 | Vin
Truong
Dinh tién hoang
Vo Truong Toan
Hoa Binh
Nguyén Du
7. Ban hay thi ndi c¢ot Ho va cot tén thanh 1 cot léy tén HO VA TEN (dung toan
tor &)
8. Ghi vao dia voi1 tén THO8. XLSX
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CHI DAN POI VOI HQC SINH THU'C HIEN BAI TAP UNG DUNG

Panh gia két qua hoc tip
Cach thirc va Piém Két qua
TT Tiéu chi danh gia phwong phap | ;. thue hién caa
. s toi da ‘.
danh gia nguoi hoc
| Kién thire
1 Khéi dong MS Excel 1
2 Céc thao tac co ban doi v6i bang 1
tinh A . .
3 Céc thao tac di chuyén trong bang Va& da[;),. d?? 2
tinh chiéu Vol noi
4 Céc loai dia chi trong Excel dung bai hoc 1
5 | Cac kiéu dit liéu trong MS Excel 1
6 Cac loai toan tir va do uu tién cua 2
no trong Excel
7 Dinh dang céc dir liéu trong Excel 2
Cong: 10 d
Il |K¥ niang
1 Khoi dong va thoat khoi MS q q 1
Excel Kiém tra san pham
2 |Lénh co ban dbi v6i bang tinh |sau budi thuc hanh 2
3 Thao tac thanh thao trong MS 9
Excel
4 Nhap dang dit liéu 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 |DBi hoc day du, ding gio hién, dbi chiéu voi | 1.5
1.2 | Khéng vi pham ndi quy 16p hoc | nd1 quy cua truong. | 1.5
1.3 |Tinh can than, ti mi Quan sat viéc thuc 1
hién bai tap
2 Dbam bao thoi gian thuc hi¢n bai | Theo doi thot gian
tap th}_rc hi:én bai tap, 9
doi chiéu véi thoi
gian quy dinh.
3 DPam bao an toan lao dong va v¢ | Theo d§i Viég thuc 4
sinh cong nghiép hi€n, doi chiéu voi
3.1 |Tuan thu quy dinh vé an toan | quy dinh vé antoan | 1.5
3.2 |Pay du bao ho lao dong( quan |va vé sinh cong 15
ao thuc hanh, thé hoc sinh, nghiép '
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3.3 | V¢ sinh phong thyc hanh ding 1
quy dinh
Cong: 10d
KET QUA HQOC TAP
Tiéu chi danh gia Keét qui H¢é s6 Két qua hoc ta
g thl;l,c hién ¢ q 4 . p

Kién thiic 0,3
KV nang 0,4
Thai do 0,3

Cong:
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BAI 9 PO THI VA IN AN

Gidi thiéu:

Bang tinh s& thé hién s6 liéu mot cach rd rang hon khi ta thé hién bang db thi.
Muc tiéu cua bai:
- Thyc hién duoc do thi dua trén sd liéu da tinh toan trong bang tinh;

- Chon lya cac ché do va hiéu chinh trudc khi in an;
- Thuc hién cac thao tac an toan vd1 may tinh.

Noi dung chinh:
1. Po thi

1.1 Giéi thi¢u @b thi
D6 thi gitp trinh bay cac sb liéu kho khan bang viéc v& thanh cac hinh anh
tryc quan, dé hiéu. Do thi dugc lién két voi dit liéu cta nd trong bang tinh, do d6
khi thay ddi dit liéu ctia n6 trong bang tinh thi 1ap tirc d6 thi sé& thay d6i twong tng
theo. Trong Excel 2010 viéc v& d6 thi chua bao gid dé dang va dep nhu bay gio.
Excel ¢ rat nhiéu kiéu d6 thi khac nhau phuc vu cho nhiéu muc dich khac nhau
ctia rat nhiéu loai ddi tuong sir dung bang tinh, ching ta s& cung nhau kham pha
thé gidi do thi cua Excel trong bai hoc nay. Db thi 1a mot ddi twong (object) cua
Excel, d6i tugng nay chira cac dir liéu va biéu dién thanh hinh anh véi mau sac va
kiéu dang rat phong phti. Nhin chung, Excel c¢6 2 loai d6 thi d6 1a d6 thi nam trong
WorkSheet (con goi 1a Embedded chart) va ChartSheet. Pé chuyén doi qua lai
gitra 2 loai d6 thi ndy ta lam nhu sau: Chon d6 thi ->Chart Tools ->Design -
>Location ->Move Chart ->chon Object in + Tén Sheet (46 thi nam trong
Worksheet) hay chon New sheet + Nhdp tén ChartSheet vao.
&) ook -

A B C D E F G H J K B
[ 2008 2009 ] i

@ e | e o=

d Move Chart

Choose Whare vod want the diart to be placsd:

10 {!ﬂ O Mew sheet: | Chartl
12 —
13 & object In: Shest

12
44+ | Sheatl Shest2 . Shestd . ©J [ i D

Chon ChartSheet hay Embedded chart

1.2. V& do thi

Phan nay trinh bay cac budc vé dd thi tir mot bang s6 liéu cho trude va mot
s6 tiy chon cua do thi. Két qua nghién ctru vé sy thda min cua cac nhom khach
hang phén theo d6 tudi duoc cho nhu hinh bén dudi, néu ching ta dung két qua
nay dé bao cao ciing khong c6 van dé gi, tuy nhién bao cao s& sinh dong va thuyét
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phuc hon néu ching ta bién cac con sb nay thanh do thi dé dugc nhin thidy mot

cach truc quan hon.
A B C D E

1 Swthoa man cua khach hang phan theo cac nhom tudi
2

3 Thang <30 30-49 50+

4 Thang 1 42% 46% 75%

5 Thang 2 39% 51% 76%

6 Thang 3 29% 38% 7:3%

7 Thang 4 33% 39%. 75%

8 Thang5 48% 53% T0%

9 Thang 6 51% 57% T6%

-
Kl

Bang so6 liéu nghién ctru

Hay lam theo cic budc sau dé vé db thi: B1. Chon vung dit liéu A3:D9,
chon luén cac nhian cua cac cot. B2. Chon kiéu do thi tir Ribbon ->Insert -
>Charts. Moi nhom d6 thi bao gom nhiéu kiéu khac nhau, vi du ching ta chon

nhom Column ->Clustered Column.
BT e

Insert 2 Layout Farmulas Data Review View Devel:

= EE [~ A = b |-

= ] -

IH B kel 88 G all| X e S g |
PivotTable Table Picture Column| Line Fie Bar Area  Scatt

Clip Shapes SmartArt
Art

Tables Hlustrations \Bﬁlumn
A - f=| Thang
Asl e oo ) mf | 98]
1 | Syr thoa man cda khach hang phan 2.0 ot
2
3 [Thang <30 30-49 J Llﬂﬂ
4 [Thang 1 42% 6% | | ﬂj | | ‘ 1
5 [Thang 2 39% 51% Cylinder - ¥
G |Thang 3 29% 389% B80%
7 |Thang 4 33% 39% JDJ I m B m B |
8 [Thang & 48% 53%]| | |- t]'
9 [Thang 6 51% 57%] | - o
10
11 : 0%
12 Jﬂ a 309
K Pyramid e
14 10% -
15 P 0%
16 J_ﬁ._ﬁ Thinz 1 Théng2 Thdnzs Thing+ Things Thinzs
?I; ol | An Cl;lart'vpe;... |'
2 \
. A X .
Chon kiéu do thi

B3. Xong budc 2 1a ching ta da c6 ngay mot dd thi (dang c6t nhu hinh trén, tuy
nhién chung ta c6 the do1 cac bo tri cua cac thanh phan trén do thi. Chon do thj -
>Chart Tools ->Design ->Chart Layout ->Chon cach bo tri thich hop. Vi du ta

chon kiéu Layout 3 trong Chart Layout.
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l/D}H 9o AEF 8kEE) Data03xdsx - Microsoft Excel | Chart Tasls | - = x

Home  Insert PageLayout  Farmulas Data Revlew  Wiew Developer Dislgn Layeut Farmat LI 4
A
e ]E__ P = 1h
CHRT)D Tmplt Rwumn et —
Trpe Data Chart Layouts Chart Styles Location

— ———— — & Sw théa man cua khach hang
ﬂ—mu _D.__-.i_._._ ﬁ_ - _]l K| phan theo cac nhoém tudi

B0%
70%

o ' g | |-
e 50%
— — 40%
[ — 30%

0%

Thang 1 Thang 2 Théng 3 Thang 4 Thangs Thang 6

== - W30 3047 W50

Lua chon layout

B4. Pao cac chudi sb liéu tir dong thanh cot va nguoc lai: Chart Tools ->Design
->Data ->Switch Row/Column. Ching ta thuc hién 1énh nay khi cac dd thi ¢
bude trén chua hién thi dung nhu mong mudn. Vi du ching ta mudn nhém céc
nhom tudi lai dé dé so sanh giira cac thang v6i nhau.

Sw thoa man cua khach hang
phan theo cac nhéom tudi

BOD%
70%
60%
50%
40%
30%
20%
10%

0%

<30 30-49 50+

EThéngl WThéng2 MWThiéng3 METhiéngd MWThing5s MW Thangs

bao dong/ cot

B5. Néu thay kiéu db 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 do thi hién c6 cua Excel tha ho cho ban lva
chon.
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Insert Chart

LA Templates Cﬂl“T - - o o o =
e i w8 | PR | m) 9 98] S
& Fie ] =1 = = — ] .
= - ) |af) N8 ) L) s AR

Area — — — S S
e || ) Ihia] a4 ) MM | b
@ Surface Li"E_ - _— _— — —
el | P ) 2
ey Radar Fie — - - - - -

(B | & ||"f1ﬁ @D @ ]

I_ManageTemplates... ] [ Set as Default Chart ] L QK ] I_ Cancel ]

Hop thoai Insert Chart va chon kiéu d6 thi khac

B6. Ngoai ra, néu ban thiy tong mau ctia d6 thi chwa dep thi vao chon Chart Tools
->Design ->Chart Styles ->chon More (7).

Formulas Data Review View | Design | Layout Format l & e o B £

T
TR THTA TN Ty
ik hd hd kd hd kd kd ki
ol bl hd bl bl bl kd ki

hih bk bd bk bd bd b b

[ P Y Y I A I
. Chon Chart Style

1.3. Cac thao tac trén do thi

a. Nhin biét cdc thanh phan trén do thi
Cac thanh phan thong dung
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iz - (DchartTitle i ©) ®
o)
ey e e e -

§ 1030+

1034 =~ 1033

| 1015

350
@
200 -+ - -
2005 2007
East 1091 1034 1184
central| 1132 ' 1087 ms)
west | 1015 AN 1033 2 T S

IE:;(@

M Central

W West

@

@v...

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 A
Mot so thanh phan chi co trong do thi 3-D
o Back wall: Mau/ hinh hén phia sau do thi

xis Title

o Side wall: Mau/ hinh nén & cac canh bén cia db thi

o Floor: Mau/ hinh nén bén duéi do thi

o Column depth: Do sau cta cac thanh phan biéu dién chudi so liéu dudi

dang 3-D.
b. Cac thao tac véi do thi
Chon thanh phan trén do thi
o Cach dé nhét 1a dung chudt nhéap 1én thanh phan
can chon, thanh phén duoc chon s€ ¢6 4 hoac 8
nuat xuét hién bao quanh.
Khi db thi d duoc chon, chung ta cé thé dung cac phim
mili tén -> dé di chuyén dén cac thanh phan trong d6
thi.
o Ngoai ra, chiing ta c¢6 thé chon cac thanh phan
tai Chart Tools ->Format ->Current Selection
Chon thanh phan trén d6 thi
Di chuyén d6 thi
- 6 thi 1a Embedded Chart, nhap trai chudt 1én do thi
ving Chart Area dé chon d thi di chuyén, khi d6 dau
con tré chudt ¢ thém ky hiéu miii tén 4 chiéu .
- Gitr trai chudt va di chuyén d6 thi dén noi khéc.

Thay déi kich thwée dd thi
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-Po thi 1a Embedded Chart, hap trai chudt 1én do thi vung Chart Area de chon d6
thi can thay dbi kich thude, khi d6 xung quanh d6 thi xuat hién 8 nat nam.

-Di chuyén chudt vao cic nut nay, giit trai chudt va kéo huéng 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 do6 trong bang tinh va nhan <Ctrl+V> dé dan d6 thi vao.
X6a db thi

- Chon db thj sau d6 nhan phim Delete dé x6a do thi. Dé x6a Chart Sheet, trudc
tién hiy chon Chart Sheet, sau d6 nhap phai chudt va chon Delete tir thuc don ngir
canh hién ra.

Thém cac thanh phan ciia d6 thi

- Chon d6 thi ->chon Chart Tools ->Design ->Chart Layouts Sir dung cac nhom
1énh tao cac thanh phan tuong tmg trén do thi duoc thiét ké sdn nhu tua dé, chu
thich, cac nhan, duong ludi,...

Sip xép va x6a cac thanh phan cia do thi

- M6t sb thanh phan trong d6 thi c6 thé di chuyén duoc nhu tya dé, cha thich,
nhan. Muén di chuyén thanh phan nao trudc tién hay dung chudt chon né, sau d6
nhap va giif trai tai canh ctia thanh phan va kéo dén vi tri méi trong do thi.

- Ngoai ra co thé vao Chart Tools ->Layout ->chon tir cac danh sach thiét ké sin.
- Dé xoa thanh phan nao, chling ta chi can dung chudt chon thanh phan d6 va
nhan phim Delete.

m Home Insert Page Layout Formulas Data Review View I Dresign Layout Farmat I
Chart Area - =7 & Chart Wall =
i
%Farmat Selection |—| LI_‘ J J J J J J J M ] Chart Floar =
= Picture Shapes Text Chart Axis  Legend Data Data fxes  Gridlines .
@ﬁ Reset to Match Style o Eox Title = Titles = o Labels * Table * o o ) 3-D Rotation
Current Selection Insert Labels Axes Background
Céc thanh phan trén do thi
c. Hi¢u chinh va dinh dang do thi
Viéc hi¢u chinh va dinh dang cac [EEEEEEEES [2)(%)
thanh phan trén d6 thi ta c¢6 thé dung | oo
Ribbon hay dung cac hop thoai. Cach dé | e Osn
[N A \ A ) A A N Shadaw =
thl'IC hl@n nhat la nhap phal Chth len tha’nh Glow and Soft Edges 8 E;:I:ff;llle et
phan can dinh dang va chon Format ... hay | =~ @ e
nhan <Ctrl+1>. Sau diy 1a minh hoa hiéu | ru-ce o 1] L
chinh va dinh dang mot so thanh phan cia | "7 e 1 =
d6 thi‘ Size Gradient stops _ — - - -
Properties D: - - - fi]
Alt Text Cola E - e )
Brightne L& -_—
e T
Transpar ) —
Dinh dang Chart Area

Hiéu chinh Chart Area
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- Chiing ta c6 thé hiéu chinh mau séc, hiéu ung, duong k&, khung, d6 bong... cho
Chart Area banh cach: chon Chart Area ->nhap 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 sén rat dep.
Ghi cha:
- Fill: Nhém 1énh lién quan dén t6 nén cho thanh phan dang chon
- Border Color: Nhom 1énh lién quan dén ké khung va méau sac 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.
Data Review e Design Layout Format
'E'Shape Fill =

Automatic

Theme Colors

|| HHEN || MWordArt Styles

Standard Colors
H EEEEN
1o Fill

-

o] laore Fill Colors...

[ Picture...
[ oradient
:ﬂ Texture

Dinh dang bang Ribbon
Hiéu chinh Flot Area
- Chon Plot Area ->Chart Tools ->Format ->Shape Styles ->chon kiéu dinh dang
Mudn phéng to/ thu nho Plot Area ->Nhap chudt trai vao cac nut bao quan Plot
Area va kéo huéng vo Plot Area dé thu nho va huéng ra ngoai Plot Area dé phong
to.
Hiéu chinh tiéu dé do thi, chu thich, tiéu dé truc hoanh va truc tung,...
Tuy theo kiéu dd thi dang xir Iy ma Excel cho phép chlng ta hiéu chinh cac loai
tiéu dé cua kicu do thi do.
- Thém tiéu dé chinh cho dd thi: Chart Tools ->Layout ->Labels ->Chart Title -
>lya chon kiéu tir danh sach
- Thém tiéu dé cho truc hoanh (hay truc tung): Chart Tools ->Layout ->Labels -
>Axis Titles ->lwa chon kiéu tir danh sach
- Thém ch( thich :Chart Tools ->Layout ->Labels ->Legend ->lwa chon kiéu tir
danh sach
- Thém nhan dir liéu :Chart Tools ->Layout ->Labels ->Data Labels ->lua chon
kiéu tir danh sach

: %w TS sichls DO THI TAN SUATVA TAN SUAT TICHLUY

2
EREY) 0 0% 50
4| ans0 s %
5
6

— 100%
9

50-60 10 30% =
60-70 20 0% @ 3
70-50 10 %% c w0
5 | 309 57 100%
9 | 90-100 0 100%
10| Tong 50 0 T3 T ws0 | soe0 | sor0 | a0 | wos | sawe
1
12
1

100%




Hiéu chinh cht thich cho db thi tur hdp thoai Data Source

- Pé thém bang dir liéu vao Chart Tools ->Layout ->Labels ->Data Table ->lya
chon kiéu tir danh séch.

- Ngoai ra chiing ta c6 thé chén cac Text Box vao do thi Chart Tools ->Layout -
>Insert ->Text Box.

Hiéu chinh dwong lwdi ngang va doc

- Muén thém hay bo duong luéi trude tién ching ta chon Plot Area, roi vao Chart
Tools ->Layout ->Axes ->Gridlines ->chon kiéu phu hop tir danh sach.

- Pé hiéu chinh mau sic, kiéu ciia dudng ludi nao thi chon né va vao Chart Tools
->Format ->Shape Style ->chon kiéu va mau séc theo nhu cau.

Higu chinh cdc truc Mudn hiéu chinh thong sé cho truc trén d6 thi thi chlng ta
hay chon truc ->nhap phai chudt ->chon Format Axis... Sau day 1a giai thich cac
thong sb trong hop thoai Format Axis.

Format Axis é EE
Axis Options Axis Options
MNumber Mimimum: @ auto (O Eixed
=il Maximum: @ Aute (O Fixed

Major unit: & Auto (O Fixed
Minor unit: @ auto € Fixed

[ walues in reverse order

Line Color

Line Style

Shadow
[ Logarithmic scale

Glow and Soft Edges
Display units: | Mone ~

3-D Format

Picture Corrections Major tick mark type: | Outside ~
Picture Color Minor tick mark type: |Mone -~
Artistic Effects Axis labels: Mext to Axis |

Crop Horizontal axis crosses:
(& Automatic

0 Axis valug:

Size

Text Box N N
2 Maximum axis value

Alt Text

Hop thoai Format Axis tuy theo gia tri cua truc ma chdng ta chon
Value Axis

Hau hét cac dd thi trinh bay gia tri trén truc tung va phan nhom trén truc hoanh.
Cac chling ta nén chon thtr dé biét rd hon cong dung cia cac tiry chon.

- Minimum Xéc dinh gia tri nho nhat trén truc (gia tri khoi dau)

0 Auto Dé Excel tu xac dinh

0 Fixed Quy dinh gia tri nho nhét cho truc

- Maximum Xac dinh gia trj 16n nhat trén truc (gia tri két thuc)
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0 Auto Bé Excel tu xac dinh

o Fixed Quy dinh gia tri nho nhét cho truc

- Major unit:Xac dinh gia tri cac khoang chia chinh trén truc.

o Auto Pé Excel tu xac dinh

o Fixed Quy dinh gia tri nho nhét cho truc

- Minor unit Xac dinh gia tri cac khoang chia phu trén truc.

o Auto Pé Excel tu x4c dinh

0 Fixed Quy dinh gia tri nho nhét cho truc

- Values in reverse order Pao thi tu sip xép cac gia trj trén truc

- Logarithmic scale Chuyén cac gia trj trén truc sang hé logarith véi co sé do ta
quy dinh tai Base (khong thé dung cho gia tri m hay bang 0)

- Display units Chon don vi hién thi trén truc.

- Show display units label on chart Cho hién thi cac nhan don vi trén db thi

- Major tick mark type Quy dinh cach hién thi ky hiéu phan cach chinh trén d6
thi.

0 None Khong sur 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 Quy dinh cach hién thi ky hiéu phan cach phu trén d6 thi.
- Axis labels Xéac dinh cach hién thi cac nhén trén truc

0 None Khong st dung

0 High Hién thi phia bén phai truc

0 Low Hién thi phia bén trai truc

o Next to Axis Hién thi ké bén truc (theo mic dinh)

- Horizontal axis crosses Céc Iwa chon quy 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 tu xac dinh.

0 Axis value Xac dinh gia tri ma cac truc sé giao nhau

0 Maximum axis value Hai truc s& giao nhau tai gia tri 1én nhat trén truc (tung)
Category Axis

- Interval between tick marks Xac dinh sy thé hién cac nhoém theo khoang chia
(c6 bao nhi€éu nhom trong mot khoang chia, thuong 1a mét nhém).

- Interval between labels Xac dinh su xuét hién ctia nhin theo khoang chia

0 Automatic Excel tu xac dinh (thuong la 1)

o Specify interval unit Xac dinh nhan s& xuat hién sau bao nhiéu khoang chia trén
truc.

- Categories in reverse order Cac nhom thé hién theo thir tu nguoc lai

- Label distance from axis Xac dinh khoang cach ctia nhan so vai truc

- Axis Type Xac dinh loai truc str dung nhu Automatic, Text axis hoac Date axis
- Major tick mark type Quy dinh cach hién thi ky hiéu phan cach chinh trén d6
thi.

- Minor tick mark type Quy dinh cach hién thi ky hiéu phan cach phu trén d6 thi.
- Axis labels Xac dinh cach hién thi cac nhan trén truc

- Vertical axis crosses Cac Iya chon quy dinh cach ma truc tung cit truc tung
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0 Automatic Do Excel tu xac dinh.

0 At category number Xac dinh sé nhom ma tai d6 cac truc s& giao nhau

0 At maximum category Hai truc s& giao nhau tai gia tri 16n nhét trén truc

- Position Axis Quy dinh cach hién thi ctia cac nhom va nhén trén truc (Dung cho
db thi 2-D area, column, va line).

0 On tick marks Hién ngay ky hiéu phan cach

0 Between tick marks Hién gitta cac ky hiéu phan cach

Time Scale Axis

- Minimum Xéc dinh gia tri (ngdy) nho nhét trén truc (ngay bat du)

- Maximum Xac dinh gia tri (ngay) 16n nhat 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 sir dung nhu Automatic, Text axis hoac Date axis
- Major tick mark type Quy dinh cach hién thi ky hiéu phan cach chinh trén do
thi.

- Minor tick mark type Quy dinh cach hién thi ky hiéu phan cach phu trén d6 thi.
- Axis labels Xac dinh cach hién thi cac nhan trén truc

- Vertical Axis crosses Cac Iua chon quy dinh cach tryc tung giao véi truc hoanh
0 Between dates Do Excel tu xac dinh

0 At date Giao nhau tai ngay do chung ta nhap vao

0 At maximum date Giao nhau tai ngdy 16n nhit (gan day nhat) trén truc

- Position Axis Quy dinh céch hién thi ctia cac nhom va nhén trén truc (Dung cho
d6 thi 2-D area, column, va line).

0 On tick marks Hi¢n ngay ky hiéu phan cach

0 Between tick marks Hién gitra cac ky hiéu phan cach

d. Cac thao tac véi chudi so liéu trong do thi

Xéa bét mdt chudi so liéu khéi do thi

- Chon chudi sb liéu trén d6 thi (Vi du: chon dudng cung)

- Nhén phim Delete trén ban phim dé x6t chudi khoi do thi

Chart 2 - x| =SERIES("Supply Curve”, Tung Cau215C513:9C§17, Cung CauZ158512.5B517,1)
A B C D E F G H | J K L
11 Vi dy vé v& dd thi cung cdu -
12 r 1 oo 1 e " | A s
13 s . = . PO THI CUNG CAU P(Q)
14 24 0 16
15 23 n n 15 4 ® P
16 22 5 7 14 T Sy Fe . e
17 21 20 1 1 13 —#— Demand Carve \ﬁ
19 + V& d6 thi O(P) nghia 13 0 13 gis tri trée =% 7| " ““[%\
20 +VE a6 thi P(Q) nghia 13 P13 gidtrj teén] 2.1 | B— T 0
% L = 0o 2 4 6 3 W0 12 14 16 18 20 2
23 73 23 e

Minh hoa x6a chudi duong cung khéi do thi
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Thém chudi méi vao do thi

- Chon dd thi can thém chudi méi vao.

- Chart Tools ->Design ->Data ->Select Data. Hop thoai Select Data Source xuét
hién.

- Nhép nat Add, hop thoai Edit Series xuat hién

- Pat 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 c¢6 thé thém nhanh chudi méi vao db thi bang cach chép (Ctrl+C) dix
liéu clia n6 vao bd nhé, sau d6 chon d thi va dén (Ctrl+V) vao d6 thi.

1 [aan- ] maroa
2 [Gar 5a2 546 ana Edit Series
a |Dep 78 5685 546
4 |Nan 654 ase 751 Series name:
A DataSeries! D
= a0,
P

Series values:
=DatasSeries| $0$2: $054

O ~N|® ;AN =

e
10
11
12
12
14
15

Minh hoa thém chudi dit liéu ctia thang 3/2008 vao dd thi
Thay d6i chudi s6 liéu
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 xuét
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 tuong tu cho cac chudi sd liéu
khac.

A B C DO E F G H |
1 Jar-08 Feb-08  Mar-0&n —
2 lGiay 1547} 546 468 Edit Sries 7]
3 |Dép E“E'_ﬂ_l ) ‘: RER 546 Serizs name;
4 MN6n F54 456 751 | =DateseriesisBgL | -Jane
5 Series values:
5 | =Datasoriest sBd2: 542 — 54z, 71
500
I [ QK ] [ Cancel ]
700
a
- 500
500 +°
10 ) B Jan-08
01 a0 e —1
200
12 . Mar-08
200
13 . —
100
14 -
o T T i
= Gidy Dép MNén
6

Minh hoa thay doi chudi sb liéu
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Ngoai ra chung ta c¢6 thé str dung ham Series cho d6 thi. Ct phap nhu sau: =
Series(series_name, category_labels, values, order, sizes) Trong do:
- Series_name: (tiy chon) tham chiéu dén 6 chira tén chudi, ching ta c6 thé nhap
van ban truc tiép vao nhd dit trong cip nhay keép.
- Category_labels: (tuy chon) tham chiéu dén vung chra cac nhén cho cac nhom
50 liéu trén tryc, néu bo trong Excel tu danh sb cac nhom bat dau 14 s6 1. C6 thé
nhap tryc tiép cac nhin vao Tab cach nhau bing dau phay va dit trong cip ngoic
moc {}.
- Values: (bat budc) tham chiéu dén ving chira s6 liéu ctia cac chudi can vé.
- Order: (bat budc) La s6 nguyén quy dinh thr tu v& ctia cac chudi (néu d6 thi co
nhiéu hon 1 chudi)
- Sizes: (chi dung cho d thi bong bong — Bubble chart) Tham chiéu dén ving
chtra dit liéu vé kich thudce cta bong bong trong d6 thi kiéu Bubble (sir dung trong
phan tich tai chinh). Cac gia tri c6 thé nhap truc tiép Tab cach nhau bang ddu phay
va dat trong cap ngoac moc {}.

| Chart 2 (" K ﬁ:| =SERIES(DataSeries!iDE1,, DataSeries!5052:3054, 3)
A B C D E F G H
1 Jan-08 Feb-08 [ Mar-08]
2 | Giay 042 546 468
3 |Dép 781 565 546
4 Ndn 654 456 751
5
6
8O0
7
700 -
8
600 - -
9 -
10 500 . ’ B Jan-08
1 400 T B Feb-08
0N +

Minh hoa ham Series ctia chudi s6 liéu thang 3/2008
Thém dwong xu hwéng vao do thi

Khi v& cac do thi véi dir liéu theo  [EEERITE X
thoi gian ching ta thuong v& thém | "= | | rrendine options
duong xu hudng dé biét duge xu [ w=- [eZ] © Ewponent
huéng trong tuong lai clia tAp dit | e | 0] @ o=
lieu. Mot tap s6 liéu c6 thé co nhiu | mewecses | L] © amims
dudng xu huéng tiy theo cach | wesceree <l © e
phan tich cua chung ta. Pé thém | .~ j zu_
duong xu hudéng ching ta vao: R
Minh‘hoa thém duong xu hudng © smic: e Costene)
vao do thi
- Chart Tools ->Layout ->Analysis cowere: [0 e
->Trendline ->chon kiéu duong xu | e
hudng tir danh sach hay vao More D1 oot mensrea v o chr
Trendline Options...

Dinh Dang Trang Va In Bang Tinh
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2. Inan

2.1. Cac ché d hién thi trang trong excel

Excel 2010 hd tro manh hon trong viéc in 4n, v6i nhiéu ché do xem truc quan
gilp chlng ta co thé thiy duoc két qua in ngay trén man hinh.
C6 3 ché do hién thi 1a Nornal View, Page Layout View va Page Break Preview.
Dé truy cap cac ché d6 xem vao nhom View ->chon Workbook Views ->chon kiéu
xem.

e Normal View: Pay 1a ché do ching ta str dung thudng xuyén trong qua
trinh nhép li¢u, tinh todn,... trén bang tinh va la ché d6 mic dinh cta Excel.

e Page Layout View: La ché 6 xem trudc khi in, trong ché d6 nay ching ta
van co thé tinh toan va nhap liéu.

o Page Break Preview: Hién thi bang tinh Excel véi cac dau phan trang, tai
day ching ta c6 thé chia lai trang bang cach kéo tha cac duong chia cach
trang.

2.2. Thiét 1ap thong s6 cho trang in
Tat ca cac tuy chon thiét 1ap thong s trang in c6 tai nhom Page Layout -
>nhém Page Setup (Margins: tiy chon 1é trang, Orientation: chiéu trang ngang
hay doc, Size: ty chon kho gidy, Print Area: tiy chon ving in, Breaks: tuy chon
ngat trang, Background: chén hinh nén, Print Titles: ty chon in tiéu dé lap lai
trén mdi trang,...). Ching ta c6 thé thiét 1ap cac thong so tai day hodc vao hop
thoai Page Setup dé diéu chinh. Dé vao hop thoai Page Setup chling ta vao nhom
Page Layout ->[]dén nhém Page Setup ->nhan vao nat ™
i =l . Width: | Automatic -
_i‘;l Ij ‘H‘% i_i _£=J _—j po< Width t t

|| Height: Automatic =

Pargins Orientation  Size Print Breaks Background Print i
= = > remo = Titles | ] Seale: 100%
Page Setup Secale to Fit
Page Setup @g| Page Setup @g|
Page Margins | Header/Footer Sheet Page Marging | Header/Footer | Sheet
Crrientation Top: Header:
() Portrait (O Landscaps 05 7 03 7
Scaling
(& pdjust bo: (100§ | % normal size Left: Right:
3 Fit ko 1 % |pagels) wide by |1 % [tal 08 % 05 %
Paper size: | —
Print guality: | 300 dpi v Bottam: Fooker:
0s & 03 3
First page number: | Auto ey G e
Horizontally
[ vertically
Prink... ] ’Print Previewl [ Options, .. l Brint... ] [Print F‘revieﬂl [ Options. .. ]
I oK l l Cancel ] I QK l ’ Cancel ]
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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

Kho gic’fy (Size) L
1. Ribbon ->Page Layout ->Page Setup ->Size ->chon kho giay ,
2. Trong hop thoai Page Setup ->chon ngan Page ->Page size ->chon giay

Canh [é gidy (Margins)

1. Ribbon ->Page Layout ->Page Setup ->Margins ->chon kiéu chira 1&

2. Trong hdp thoai Page Setup ->chon ngan Margins ->nhap cac gia tri vao Top
(1& trén), Bottom (1& dudi), Left (18 trai), Right (1& phai), Header (1¢ tiéu dé dau
trang), Footer (1& tiéu dé chan trang). Ngoai ra con cd tuy chon canh giira:
Horizontally (canh gitta trang theo chiéu ngang) va Vertically (canh gitta trang
theo chiéu doc)

Chon vang in (Set Print Area)

Quét chon viing can in, vao Ribbon ->Page Layout ->Page Setup ->Print Area -
>Set Print Area.

Ngiit trang (Page Break)

e Chén ngat trang ngang: Di chuyén 6 hién hanh dén noi s& chén ngat trang
tai cot A, sau d6 vao Ribbon ->Page Layout ->Page Setup- Breaks -
>Insert Page Break. (Néu khong dé ¢ cot A s& ngt trang theo chiéu ngang
va doc)

e Bo timg d4u ngét trang: Di chuyén 6 hién hanh dén 6 ndm ngay dudi dau,
sau do vao Ribbon ->Page Layout ->Page Setup -Breaks ->Remove Page
Break.

e BO tat ca danh du ngit trang: Ribbon ->Page Layout ->Page Setup Breaks
->Reset All Page Breaks.

Thém hinh nén (Background)
Vao Ribbon ->Page Layout ->Page Setup -Background ->chon hinh luu trir 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 d@é cét va dong lip lai é cdc trang

B1. Vao Ribbon ->Page Layout ->Page Setup -Print Title

B2. Tai 6 Rows to repeat at top ta quét chon dong s 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¢ phong to/ thu nho trang in

Trong mot s6 truong hop ta can in nén hay phong to ndi dung vao mdt sb 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 t&i 400%.
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Ngoai ra ta c6 thé ép Excel in tai liéu ra véi sb trang ta quy dinh tai Ribbon -
>Page Layout ->Scale To Fit ->Width va Ribbon ->Page Layout ->Scale To Fit

->Height.

In dwong lwdi cua cdac 6

Dé in dudng ludi ké cac 6 trong bang tinh ta chon Ribbon ->Page Layout ->Sheet

Options ->Gridline ->Print.

Thém théng tin vao diu trang va chdn trang (Header va Footer)

Header chua cac thong tin xuat hién ¢ dau mdi trang va Footer chira cac thong
tin xuat hién & cubi mdi trang. Cac phién ban trudc ta dung ngin Hearder/ Footer
trong hop thoai Page Setup dé thém Header va Footer nhung phién ban nay 1am
bang mot cach khac dé dang va truc quan hon, ddc biét co thé chén hinh vao.
Vao Ribbon ->View ->chuyén sang ché d6 xem Page Layout ->Tién hanh thém

Header

SREIRGNIE R

Header Footer Page Mumber Current Current File

L MNumber of Pages Date Time Path

& &) B b

va

2

File Sheet Picture Goto

Mame Mame

Header & Footer Header & Footer Elements Mavigation
Page Setup k @g|
Page | Margins | Headsr/Footer | Sheet
Prink area! =
Print. titles
Pows to repeat at top: 141 5 Vé Footer
Columns to repeat 4t left: | $a:4a 55
Prink
Gridines Comments: | {Mone) w
Black and white
: Cell errors as: | displaved v
[ Draft gualiy
Row and column headings
Page order
Down, then over  |[==g= Eai==
el EE EJF. BB
() Over, then down | == ===
EERE| [
l Prink. . ] l Print Preview l l Options. ., ]
[ 0K I l Cancel ]
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Footer

Footer

D Different First Page Secale with Document
D Different Odd & Even Pages Align with Page Margins

Options

Luwu ¥ ching ta phai nhap chudt vao
vung Header hoac Footer thi nhom
1énh Design maéi hién ra.

Céc nut 1énh trong thanh Design

Céac ma Iénh va nut 1énh trong Header



Nt Iénh | Ma 1€nh Chirc nang
&[Page] Hién thi so trang tai liéu
&[Pages] Hién thi tong s6 trang dugc in
&[Date] Hién thi ngay hién tai
&[Time] Hién thi gio hién tai

&[Path]&[File]

Hién thi duong dan day du dén noi luu tap tin va
Tén tap tin

@) E)le)@=]x]

&[File] Hién thi tén tap tin
&[Tab] Hién thi tén sheet
El Khéng cé Chen hinh lya chon vao. Ching ta phai tim dén
hinh can chén Ve}o trong hdp thoai Insert Picture,
chon hinh va nhan nut Insert.
Khéng cé Thiét 1ap cac thong co cho hinh chén vao.

Do Excel dung ky hiéu & dé bat ¢du ma 1énh, do vay trong trudng hop doan
vin ban trong Header va Footer can dung ky hiéu & thi chiing ta hiy nhap ky
hiéu nay 2 1an &&. Vi du chling ta mudn nhap “Cong thic & Ham” vao Header
thi hay nhap “Cong thirc && Ham”. Cac lya chon khéc cua Header va Footer:

e Different First Page: Néu chon thi chiing ta c6 thé thiét lap thong tin khac
vao header/ footer ctia trang dau tién so v&i header/ footer ctia cac trang con

lai trong tai liéu.

e Different Odd & Even Pages: Néu chon, thi ching ta c6 thé dat header/
footer khac nhau cho céc trang chan va céc trang 1¢.

e Scale With Document: Néu chon, kich thudc chir ciia header/ footer s& ting
giam theo tai liéu khi tai liéu sir dung chirc nang in c6 diéu chinh ti 1¢ phong

to/ thu nho.

e Align With Page Margins: Néu chon, 1¢ trai va 1& phai ciia header/ footer
canh déu vai 18 trai va 1& phai cua tai liéu.
2.3. Thiét 1ap thong s6 hop thoai Print
pé goi hop thoai Print, chlng ta chon nut Office ->chon Print hay nhén t6 hop
phim <Ctrl+P>. Dung hdp thoai nay dé chon may in, chon trang can in, chon $6
lwong ban sao va mot sé tiy chon Khac.
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!i! Home Insert Page Layout Formulas [ata

= 5 , e e Selection: Chi in vung dang chon trudc
ol smess - nhan lénh Office ->Print

[ Open . = - 2 2 1A A
o print e Active sheet(s): Chi in sheet hién hanh

hay céc sheet dang chon.

Info Pri . \ A

e e Entire workbook: In toan bd workbook
Recent g s - e Table: Chi c6 tac dung khi 6 hién hanh
Mew .

pinterpropeies dang trong mot bang, néu chon thi chi in

ENK .. bang nay.

Share — e Ignore print areas: Khi chon, Excel s¢
Help -’_I{f'nl;'printthe active sheets M b() qua tét Cé CéC thlét lép Vl‘ll’lg ln dﬁ thLl’C
Pages: Tto - hlél’l.
] Options
Collated
[SE=t 'JlJL,.:,a 123 123 T
j Portrait Orientation -
J Letter .
83" x11"
Marmal Margins
+— Left: 0.7" Right 0.7"
Mo Scaling

-

Print sheets at their actual size

Page Setup

2.4. Cac luu y khac
Ngdn khong cho in mét sé viing
Trong mot s trudng hop, dit liéu co cac thong tin nhay cam ma ching ta khdng
mudn in ra. Khi d6 chdng ta lam theo cac cach sau. An cac dong hay cot chira
thong tin d6. Home ->Cells ->Format ->Chon 1énh an.
e T6 mau chir gibng véi mau nén cua céc 6.
e V¢ hinh de 1én vung dit li¢u nhay cam.
Ngdn khong cho in cdc doi twong
Mot sb dbi tuong trén bang tinh nhu do thi, hinh v&, SmartArt ma chdng ta khdng
mudn in thi lam nhu sau:
B1. Nhap phai chudt 1én d6i twong va chon Size and Properties.
B2. Chon ngan Properties trong hp thoai
B3. B6 lua chon tai Print Object.
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BAI TAP BAI 9

Kién thire:

Cau 1: D thi 13 gi? Néu cach hiéu chinh db thi.
Cau 2: Trinh bay 1énh In bang tinh va chon chiéu in.
Bai tap tng dung:

Bai tap 9.1:

1- Goi lai bang tinh THO7.XLSX
2. Str dung tinh nang 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 cdc mau tin chira
khéi cac 16p cap 3

4. Ttr bang tinh trén trich ghi ra mot bang riéng gém nhiing loai sach 1a 1y va
hoa

5. Luu lai bang tinh.

Bai tap 9.2:

Thanh 14p bang tinh sau : (Xac dinh lai d6 rong cho cac cot du dé chira dit liéu)
BANG TINH PIEM HQC SINH

TT [MA SO |HQ VA TEN TEN TRUONG| MON THI | BIEM THI | XEP LOAI
1 |AO01T |Tran Duy Tri (a) (b) 8 (c)
2 |AO0LV | HO Thi Tuyét 5

3 |BO1T |Lé Van Mung 9

4 | C02S L& Ngoc Trong 5.5

5 |B02T |TranHa Diing 9

6 |CO1V |TranThanh | Thanh 75

7 | B02S Nguyén Vin | Truc 8.5

8 |A03T |LécChi Hung 9.5

9 |D03S |Poan Huan 6.5

10 |H10 Hoang Xuan | Nhi 9

11 |A02T | Tran Biru 7

12 |BO3T | Lé&Hoa Hai 6

13 |BO1T | Tran Binh Chuong 9.5

14 |B03S | Lé Phudc Hoa 45

15 |C02V |Nguyénvan |Hau 3.5

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 truong cin cir vao 1 M3 bén trai cia M4 sd va Bang tra tén truong
(Dung ham VLOOKUP)

- Cot (b) : Tén Moén thi cin cr vao 1 mi bén phai cia M3 sd 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 gom nhitng hoc sinh thudc trudng
VO truong toin

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 hiy thir n6i cot Ho va cot tén thanh 1 c¢ot lay tén HO VA TEN (dung toan
tor &)
8.- V& d6 thi ty 1é hoc sinh tham gia thi mon Sinh ngi gitta 4 truong (D6 thi Tron)

- V& d6 thi minh hoa su twong quan s6 hoc sinh tham gia 3 mén thi theo cac
truong (PO thi khoi)
9. Ghi vao dia voi tén TH10.XLSX
Bai tap 9.3:
Thanh lap bang tinh sau : (Xac dinh lai d6 rong cho cac cot du dé chua dir lidu)
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BANG THANH TOAN TIEN CONG TAC PHi
VIEN NGHIEN CUU KHOA HOQC

PINH MUC THANH
TOAN NGAY
Téi thiéu : 150
Tbida 175
TT | TEN LCB | Cip | KHU | TUNGAY | PENNGAY|HE |HE SO TIEN
bac | VUC SO | THUC
1 | Tri 2.88 |KS |HNI [10/05/00 [23/06/00 |(a) | (b) (c)
2 | Tuyét [3.10 |CN |HUE [23/07/00 [11/08/00
3 |[Mung [2.50 |CN |HUE [12/06/00 [19/06/00
4 |Trong [.40 |KT |SGN [26/05/00 [7/06/00
5 |Ding [2.88 |KS |HNI [19/08/00 [25/08/00
6 |Thanh B3.10 | KT |SGN [12/08/00 222/09/00
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 26/12/00
10 | Nhi 450 |CB |HUE [24/11/00 [26/12/00
11 |Buu .80 |GD |HNI [24/11/00 226/12/00
12 | Hai 280 |CN |SGN P24/11/00 26/12/00
13 | Chuong 4.50 |KS |SGN R24/11/00 26/12/00
14 |Hoa .88 |KS |HUE P4/11/00 226/12/00
15 |Hau  P.50 | KT |HUE P4/11/00 226/12/00
16 | Ha 3.50 | CN |HNI 224/11/00 226/12/00
BANG HE SO CONG TAC PHI
HNI | HUE | SGN
CN |50 45 160
GD |50 |60 180
KS 60 150 75
KT 155 165 |70
YEU CAU:

1- Thanh l4p bang tinh va vao sd liéu tho (cha ¥ Font tuy ¥)

2. Tinh toan cac cdt nhu sau :

- Cot (a) : Dua vao cot Cép bac va bang hé s6 dé tinh toan cot hé sb (Dung ham
VLOOKUP va HLOOKUP)

- Cot (b) : Dya vao bang dinh murc thanh toan ngay

Néu Hé s6 >175 thi lay 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 :
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THONG KE SO NGUOI CONG TAC THEO CHUC VU VA KHU VUC
HNI |HUE |[SGN

CN
KS
KT
GD
C6 thé thyc hién bang thong ké nay bang may cach ? thtr thyc hién
4. Dung 1énh Théng ké téng tién cho tirmg nhém khu vuc cong tac.

5. Iuu bang tinh vao dia vé1 TH11.XLSX
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CHI DAN POI VOI HQC SINH THUC HIEN BAI TAP UNG DUNG

Panh gia két qua hoc tip
Ciach thirc va | Piém Két qua
TT Ti€u chi danh gia phuwong phap | t6i | thwc hién cia
danh gia da nguoi hoc
| Kién thirc
1 Khoi dong MS Excel , Vin dio. déi 2
2 Céac tao d6 thi dua vao vao so liéu an a}? e
N , chiéu vo1 noi
trén bang tinh ‘ dune bai hoc
3 | Céc thao tac hiéu chinh dd thi ghalhee 1
4 Lénh in bang tinh 2
5 In bang tinh theo yéu cau dinh dang 1
Cong: 10d
Il | KV ning
1 Khoi dong va thoat khoi MS q 11
Excel Kiém tra san pham
2 |Lénh tao do thi sau budi thyc hanh | 2
3 |Dinh dang 4o thi 2
4 Dinh dang bang tinh trudc khi 2
in
5 Lénh in bang tinh 3
Cong: 10d
111 | Thai d
1 Tac phong cong nghi¢p Theo doi viée thuc | 4
1.1 |Pi hoc day du, ding gio hién, ddi chiéu voi | 1.5
1.2 | Khéng vi pham ndi quy 16p hoc | ndi quy cua truong. | 1.5
1.3 |Tinh céan than, ti mi Quan sat viéc thuc 1
hién bai tap
2 Dbam béo thoi gian thuc hi¢n bai | Theo doi thot gian
tap thue hién bai tap, 9
doi chiéu véi thoi
gian quy dinh.
3 bam bdo an toan lao dong va vé 4
sinh cOng nghiép Theo doi viéc thuc
3.1 |Tuan thu quy dinh vé an toan | hién, d6i chiéu véi | 1.5
3.2 |Pay du bao ho lao dong( quan | quy dinh vé an toan 15
4o thuc hanh, thé hoc sinh, va v€ sinh cong| ™
3.3 | V& sinh phong thuc hanh dung | nghi€p 1
quy dinh
Cong: 10d
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KET QUA HQC TAP

Ti€u chi danh gia tllflf’:: (lllliléan He¢ so Két qua hoc tap
Kién thirc 0,3
Ky nang 0,4
Thai do 0,3
Cong
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Bai 10: TONG QUAN VE POWERPOINT

Gidi thiéu:

Microsoft Office PowerPoint 1a phan mém nam trong bd san phdm Vin
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 do6, trén may tinh thong qua thiét bi trinh chiéu
Projector mot cach hiéu qua nhét, truc quan nhit, phong cach chuyén nghiép nhat
c6 tac dung manh nhit v6i ngudi nghe, nhung voi mot khoang thoi gian ngin
nhit.

Office PowerPoint cung cép nhiéu cong cu tién ich hon, hd trg nhiéu churc
nang manh hon so vdi cac phién ban trude.

Muc tiéu:

- Trinh bay duoc Powerpoint 1a phin mém dung dé trinh dién;
- MO ta duoc cac thao tac trén trinh don;

- Thuc hién cac thao tac an toan v41 may tinh.

N¢i dung chinh:
1. Gidi thi¢u
1.1. Khéi dong va két thic 1am viée voi 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. [;E
*. Thoat:

- Chon menu File, Exit

- Nhap chudt vao phim Xl trén goc cao bén phai cua cira s6 lam viée

- Nhip chudt vao biéu tugng caa MS P.Point trén goc cao bén trai dé mé hop diéu
khién (Control Box), chon menu Close.
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1.2. Man hinh chwong trinh Office PowerPoint

7 A« [ Design T)Mew Slide _
Cac Tonlbar e o v
| &1 © MNew Presentation - X
View e New
Shipureck history 1 -
~ _ 1 _ _a." _
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 bat dau tao ban trinh dién (presentation), chiing ta lam quen Vi
giao dién cua Powerpoint va khung tac vu.

2.  Lam quen véi Presentation-Slide
Cic budc thiét ké mdt tap tin trinh dién don gian

2.1. Tao mot tap tin trinh dién méi:

Trong menu File , chon New. HinevsREecentation -

a. Tao phan trinh dién vai 1 slide mdc dinh rong: chon (RIS

Blank Presentation.

New
b. Tao phan trinh dién véi cac slide c6 hd tro mau thiét K& 3 slank presentation i
san: chon From design template. &l From design kemplate
c. Tao phan trinh dién c6 hd tro chu dé theo kiéu do thuat: & From Adtacontent wizard...
chon From AutoContent wizard. kef] From existing presentation.
d. Tao phan trinh dién hd tro tir cac phan trinh dién khac Phato album. . 0
da c6 san: chon From existing Presentation. Templates

2.2. thém slide vao trinh dién

Khi vira khéi tao, mot trinh dién chi mot hodc vai slide, sau d6 c6 thé thém
vao, chinh sira, x6a bé slide mgt cach tuy thich.

Thém slide va trinh dién dang ma( dang thiét ké):
*Céch 1: Mo Menu ngtr canh tai mot slide nao d6 trén khung slide.

Kich chon 1énh New slide

Khi d6 c6 mot slide mai duge chén vao ngay sau slide ma ta m¢ menu ngir
canh( slide hién tai). Slide mé&i thém vao c6 layout gidng nhu Layout cia slide
hién tai.
*Céach 2: Trén Tab Home, trong Group slides, Kich vao biéu tugng danh sach
New slide dé md hop danh sach cac Layout theo chu dé.

Kich chon mot mau Layout ma ta mudn.
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Khi d6 c6 mdt Slide méi voi Layout nhu da chon va Slide nay cling tré thanh
Slide hién tai, san sang cho viéc thiét ké cua ta.

2.3. thay déi Layout(dan trang) cia céc slide.

Ta c6 thé thay d6i layout cua 1 slide ma ta da thiét ké(da nhap ndi dung vao cho

no).

+Kich chon céc slide can thay ddi

+Trén Tab Home trong group Slides : Kich vao biéu tuong layout ¢ mé hop danh

sach nay.

+Kich vao mau layout ma ta mubn chon.

Mau layout vira kich chon sé& tic dong dén tat ca céc slide da chon.Viéc thay doi

layuot ctia 1 slide khong lam mat dit liéu cia né.

»bé danh dau chon nhiéu slide khic nhau ta 4n phim Ctrl va 1an luot kich vao

cac slide ma ta mudn danh dau chon.

Ciing cho thay ta c6 thé kich vao biéu tuong Delete dé xo6a slide da chon.

2.4. Nhap noi dung vian bin vao slide

Soan thao trén Slide:

- Pé soan thao trong PowerPoint, st dung ddi tuong TextBox £ 1am nén nhap
van ban. Chi can chon ddi tugng va vé 1&n nén Slide s& tao nén khung nhap dix
liéu. Thao tac gb nhap va dinh dang van ban tuong tu nhu Ms. Word.

- ChU0y: voi nhitng ddi twong hinh vé co ban khac trén thanh cong cu Drawing
(nhu: Rectangle, Oval, AutoShape,..), dé sir dung nhap dit liéu can thuc hién
qua thao tac sau: V& ddi tuong 1én Slide, nhay phai vao ddi tugng va chon Add
Text, luc nay ddi twong hinh vé sé& tro thanh TextBox

- Soan thao trén Sile con duoc thuc hién boi cac Iénh chén dbi twong khac cua
Office: Table, Word Art, ClipArt, File, Picture, Bullest and
Numbering,...Thao tac chén cac d6i twong nay hoan toan twong ty nhu khi xtr
ly trén Word.
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BAI TAP BAI 10

Kién thic:

Cau 1: trinh bay cac budc thiét ké mot tap tin trinh dién don gian?
Ky nang:

Bai tap ing dung:

Cau 1. Xay dung mot tép trinh dién khoang 10 slides dé gisi thiéu vé
ngOi truong ma chdng ta dang hoc tap.

Cau 2. Xay dung tép trinh dién khoang 5 slides dé gidi thiéu vé chuong
trinh hoc Tin van phong.
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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 ung dung chay trén may tinh va huéng dan sir dung trude khi thuc
hién 1énh.
3. Thuc hién dﬁy du cac budc chuin bi khi thye hién 1énh xay dung 1 tép trinh

dién

4. str dung umg dung theo quy dinh va thao tac ding cac 1¢énh.
5. Tong diém va két cdu diém cua cac bai nhu sau:

Tong s6 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 ddi tudn thii cac quy dinh an toan lao déng, cdc quy dinh ciia
xwong thuc tdp, néu vi pham sé bi dinh chi thuc tap

Panh gia Kkét qua hoc tap

Cach thirc va Pidm Két qua
TT Tiéu chi danh gia phuwong phap X thue hién caa
. . toi da i
danh gia nguoi hoc
I Kién thirc
1 Cac cau lénh dung dé vao 1
PowerPoint z , Z.
11 | Liét ké dhy dit cac muc trong | o3 dap,  doiFq g
. chitu v61 ndi
PowerPoint dune bai hoc
12 | Liét k& day du cac ca phap | &8¢ 0,5
1énh trong PowerPoint
2 Chuc ndng, nguyén 1y lam 2
viéc cua man hinh PowerPoint
2.1 | Néu day du cau tao ciia man Lam bai to lua 0,5
hinh PowerPoint g bat  uan,
: . ~ — doi chiéu véi noi
2.2 | Trinh bay cong dung va . 1
A 1o 1a a .o | dung bai hoc
nguyén 1y lam vi¢c clua céc
1&nh trong PowerPoint.
2.3 | Trinh bay ding céach thyc hién 0,5
cac Iénh.
3 Pham vi g dung cua Lam bai tu luan, 2
PowerPoint dbi chiéu véi noi
3.1 | Néu dung thuc chat cua g Tl
: dung bai hoc
PowerPoint
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Cach thuce va

Két qua

TT Tiéu chi danh gia phuong phap }Zl.em thwe hién cua
. . r toi da ‘.
danh gia nguoi hoc
3.2 | Trinh bay day du dic diém cua 0,5
PowerPoint
3.3 | Néu dung pham vi tng dung 0,5
cua cac Iénh trong PowerPoint
4 Trinh bay man hinh va cach | Lam bai tu luan, | 1,5
thuc hién 1énh ddi chiéu véi noi
dung bai hoc
5 Chon ché do 1am viéc va cach 15
thuc hién 1€nh hop 1y. . .. R
5.1 | Néu céch chon Iénh phit hop | 2™ Dal o I}?{an 0.5
5.2 | Trinh bay dang cach thyc hién | v frac mghicm 1 g
n 01 chiéu véi ndi
lenh. dung bai hoc
5.3 | Trinh bay céch chon duong i 0,5
dan dén 1énh chinh xac
6 Trinh bay dang ky thuat thuc | Lam bai tu luan,
hién 1énh d6i chiéu véi noi | 2
dung bai hoc
Cong: 10d
Il | KV ning
1 Nhan biét mot s6 giao dién cua | Quan sat  hinh
PowerPoint anh, dbi chiéu voi
. . 2
ndi dung bai hoc
dé nhan biét
2 Van hanh thanh thao mot s6 |Quan sat cac thao
1&énh trong PowerPoint. tac, doi chiéu véi | 3
quy trinh van hanh
3 Nhan biét va sir dung céc loai | Quan sat hinh
1énh phu tro trong PowerPoint | anh, ky hiéu cac
mdt cach thanh thao loai 1énh  dbi 5
chifu vdé1  noi
dung bai hoc dé
nhén biét
4 Phan biét va phan loai cac loai | Quan sat cac
1énh trong PowerPoint lénh, d6i chiéu 3
voi ndi1 dung bai
hoc dé nhan biét
Cong: 10d
111 | Thai do
1 Tac phong cong nghiép khi 4
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Cach thuce va

Két qua

TT Tiéu chi danh gia phuong phap }Zl.em thwe hién cua
. . toi da ‘.
danh gia nguoi hoc
1.1 |Pihoc day du, dang gio Theo dbi viéc|1,5
1.2 | Khoéng vi pham ndi quy 16p | thuc hién, dbi
hoc chiéu véi noi quy | 1,5
cua truong.
1.3 |Tinh can than, ti mi Quan sat viéc 1
thuc hién bai tap
2 Dam bao thoi gian thuc hién | Theo doi thoi gian
bai tap th,u’c hi@n bai tap, 9
doi chiéu voi thoi
gian quy dinh.
3 Dbam bao an toan thuc hanh va 4
31 \{F Asmh “ong nghlep X —— Theo do1 viéc
: uan thu quy dinh v€ an toan thue  hicn.  déi
khi thyc hién I1énh trong chi ‘u V'(’Y i’ u 15
querPoint dinh vé an toér(ll Vg
3.2 |bay du bao ho lao dong trong | h n
phong may( quan 4o bao ho, ve S cong 1,5
oy ) . nghiép trong
giay, thé hoc sinh...) phong may tinh
3.3 | V¢ sinh phong may thuc hanh 1
ding quy dinh
Cong: 10d
KET QUA HOC TAP , ,
Tiéu chi danh gia gel:c hiél‘}“a Hé s6 foect ?@l;)a
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: o ‘

Vi PowerPoint hiéu tng va trinh dién la van dé€ quan trong nham dien ta
mot y do, mot thuyet trinh nao do ta co the thay doi hiéu ing cua n6 bang cach
hiéu chinh doi tugng cho cac doi twgng hoat dong theo chu y, thay d6i so d6 mau,
hodc gan nhitng chuyén canh (transitions)...

Muc tiéu:
- Thuc hién dugc céac hi¢u img 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 chinh:
1. Tao hiéu wng cho doi twong
1.1. Tao hiéu rng nhanh theo miu

Lénh: Format \ Slide Layout, hoac nhay phai \ Slide Layout, khung tac vu
bén phai man hinh soan thao xuat hién, chon 14y 1 kiéu tir danh s&ch céc Layout,
dang nhu hinh vé sau:

Khi ta Click chon vao céc lcon trén Layout s& cho phép chén nhanh cac déi
twong twong tng véi biéu tuong nhu Table (), Chart (&). ..

1 kléu 1 UL LdyuuL  x
éayouth aa apply slide layout: ID/anh i
e e Content Layouts A SaCh cac
Layout
H &
i} 2:3/’
B & |||28)28
b | (e e
D%Ev mm
W | |l

1.2. Tao hiéu ung theo tity chon ciia nguoi thiét ké

Hiéu ang trén nat Iénh (Action button) — hiéu tng hoat dong (Action
Setting):
Thao tac thuc hién cho cac hiéu tng:

- Slide Show \ Action button, chon 1 mau nut 1énh, v& nat 1énh 1én Slide,
nha chudt, hop thoai Action Setting xuat hién.

C0 2 Tab tuy chon 1a Mouse Click va Mouse Over quy dinh hiéu ttng chuot
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trén d6i twong. Vé co ban, chirc nang hoat dong cua 2 tly chon nay 1a hoan toan
gidng nhau.

+ Hyperlink to: chon 1 dich dé lién két toi. Pich c¢6 thé la 1 Slide,
Presentaion, 1 File (*.*), End Show (két thiic trinh dién), 1 URL,...

+ Run Program: thuc thi 1 chuong trinh ¢ng dung bang cach nhap vao nat
Brower, duyét dén file *.exe

+ Run Macro: chay thuc thi 1 doan chuong trinh nho nham diéu khién 1
hoat dong theo y mudn nao d6. Yéu cau thiét lap Macro trudc.
+ Paly Sound: trinh dién cting hoat dong la hiéu tng Am thanh, chon dang file &m
thanh trinh dién va Ok.

1.3. Thay d6i hiéu vng ctia mot ddi twong

Thao tac nhu sau:
- Chon ddi tuegng can thay doi hiéu tng, goi lénh:
+ Slide Show \ Custom Animation
+ Hoac nhay phai \ Custom Animation
Khung tac vu bén phai man hinh soan thao xuét hién:

Custom Animation ¥ X

[;{‘Nz Add Effect v] [X_ RemoveJ

W Entance P jfy: Blinds :
¥% Emphasis D | /B on click V\
W Exit P ftion: 3Horizontal V‘
Q‘ Motion Paths p |g: j\fery Fast v‘

[19 ¥ Tabe197 | &

[Trigger: Table 225 ] 1
1 ¥E Table 225

lTrigger: Table 243 ] v |

4+ Re-Order @

[» Pay | [ET siide show |

- be thém 1 hiéu ung, chon vao Add Effect. Gom c6 4 dang higu ing sau (mdi
dang gom nhleu kiéu hiéu ttng khac nhau rat phong phu):

+ Dang hiéu tng xuat hién: Entrance mang dbi twong trinh dién trén man hinh
+ Dang hiéu tng nhan manh d6i tuong: Emphasis xay ra khi d6i tuong da xuét
hién trén man hinh.
+ Dang hiéu ung két thiic: Exit mang ddi tuong roi khoi phan trinh dién.
+ Dang hiéu tmg duong di cho d6i twgng: Motion Paths vach duong di cho ddi
tuong trén Slide.

- Bé hiéu chinh 1 hiéu ung noéi chung, thudng di qua cac muc sau:
& (1) Add Effects: thém 1 hiéu tng méi.
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@ (2) Start: bat dau hiéu (ng bang tac
dong chuot (on click) hay thoi gian Custom Animation x
(after previous) @
& (3) Speed: toc d6 hiéu tng, c6 nhiéu @[gﬁ gadctiectciiita enciel
mtc do tir Very Slow dén Very Fast.
@ (4)Danh sach cac ddi twong di tao
hiéu urng, xay ra theo trinh tu tir trén
xuéng néu hiéu tng d6 khong dugc

diéu khién bai Trigger. 25 ¥ Coud:verdap.. © @

Modify selected effects
Start: “& on Click v

Speed: “ery Fast a

< (5) Re-Order: 2 n(t I¢nh dung dé [Tigger. 5 Pointstar 555, _ |
thay doi trinh ty trong danh sach céac ;2 e
doi twong da tao hiéu tng. : E]* — E] 1

% (6) Remove: dung go bo hiéu ung

cho 1 dbi tuong.

[® Py | [ET siide show |

*Chu y: dé thiét 1ap cac diéu khién hiéu tmg cho ddi tugng, thuc hién tai hop thoai
Timing nhu sau:

+ Lénh goi: Click vao d6i twong trong danh séch hiéu wng, 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

Ch(_)nq 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]

Trang _
< hidn Ithi Advance slide

tomatically after

.
w

Trang
x.hién tu

AAno

Ap dung
cho tat ca

| By to All Slides |

2.2. Cho trinh dién tir slide hién tai
2.3. Cho trinh dién mét doan slide bat ky
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+Kich vao biéu tuong Set up Slide Show trong group Set up trén Tab slide show.
Hop thoai Set up Show xuat hief:n:~
+Nhap doan slide muon trinh dién vao cac hop From, To trong khung show

slides. q
+Kich vao nut OK dé hoan thanh.

2.4. An/ hién slide

Pé an /hién Slide ta thyuc hién nhu sau:

+Chon slide can cho an/hién noé.

+Kich chon biéu tuong Hide Slide trong Group trong group Set up trén tab Slide
Show: Slide dang an s& hién, Slide dang hién s€ 4n
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BAI TAP BAI 11

Kién thirc: o N
Céu 1. Hay thiet ke phan trinh dién mé phong tro choi 6 chit (twong tu Tro choi 6
chir caa Olympia trén VTV).

Céu 2. Xay dyng hiéu (ing the hién cang 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 dudng

Ky nang:

Bai tap tng dung:

Céau 3. Gia su chung ta dang c6 mot y twdng trong cong viéc nghién cau va hoc
tap caa minh. Hay xay dung mot tép trinh dién dé gisi thiéu y tuang cua ching ta
tredC 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 giao vién giao cho.

2. Kiém tra cac ing dung chay trén may tinh va huéng dan sir dung trude khi thyc
hién 1€nh.

3. Thuc hién ddy du cac budc chuan bi khi thuc hién 1énh xdy dung 1 tép trinh
dién

4. su dung tng dung theo quy dinh va thao tac ding cac 1énh.

5. Tong diém va két cdu diém cua cac bai nhu sau:

Tong s6 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 gid.

- Thi sinh phdi tuyét doi tudn thii cac quy dinh an toan lao déng, cdc quy dinh ciia
xwong thuc tdp, néu vi pham sé bi dinh chi thuc tdp
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Panh gia két qua hoc tip

Cach thirc va Piém Két qua thuc
TT Tiéu chi danh gia phuong phap £ hién cua
. e toi da ‘.
danh gia nguwoi hoc
| Kién thirc
1 Cac cau lénh dung dé vao 1
PowerPoint z . £
11 | Liet ké diy du cac muc| 23 dép, doirgy
. chiéu v&indi dung
trong PovyerPomt bai hoc
1.2 | Li¢t ké day du cac cu phap ' 0,5
1énh trong PowerPoint
2 Chirc ndng, nguyén ly lam 2
viéc cia man  hinh
PowerPoint
2.1 | Néu day du cau tao cia man | Lam bai tu luén, | 0,5
hinh PowerPoint dbi chiéu voi noi
2.2 | Trinh bay cong dung va | dung bai hoc 1
nguyén 1y lam viéc cia cac
1&€nh trong PowerPoint.
2.3 | Trinh bay ding cach thuc 0,5
hién cac 1énh.
3 Pham vi ung dung cua 2
PowerPoint
3.1 | Néu dung thuyc chat cua 1
PowerPoint Lam bai tu luan,
3.2 | Trinh bay diy du dac diém | 901 Cieu vGI ndi 750
) : dung bai hoc
cua PowerPoint
3.3 | Néu ding pham vi tng dung 0,5
cia cac lénh  trong
PowerPoint
4 Trinh bay man hinh va cach | Lam bai ty luéan, | 1,5
thyc hién 1énh d6i chiéu véi noi
dung bai hoc
5 | Chon ché do lam viéc va 1,5
cich thyo hign 1t hop - | 1,1, ;g v
5.1 | Néu cach chon 1énh phu hop tric nghiém d&i 0,5
5.2 | Trinh bay dung céach thuc K S . 0,5
A chi€u vo1 ndi dung
hién Iénh. bai hoc
5.3 | Trinh bay cach chon duong ' 0,5
dan dén lénh chinh xéac

Trang 200




Cach thwe va

Két qua thuc

TT Tiéu chi danh gia phuwong phap ?‘.em hién cua
. e toi da ‘.
danh gia ngwoi hoc
6 Trinh bay dung ky thuat | Lam bai tuy luan,
thuc hién 1énh d6i chiéu véi noi | 2
dung bai hoc
Cong: 10d
Il |KYy nang
1 Nhén biét mot s6 giao dién | Quan sat  hinh
cta PowerPoint anh, d6i chiéu véi
. . 2
ndi dung bai hoc
dé nhan biét
2 Van hanh thanh thao mot s6 |Quan sat cac thao
1&énh trong PowerPoint. tac, d6i chiéu véi | 3
quy trinh van hanh
3 Nhéan biét va st dung cac | Quan sat hinh
loai Iénh phu trg trong | anh, ky hi€u cac
PowerPoint mot cach thanh | loai 1énh di chiéu | 2
thao vo1 no1 dung bai
hoc dé nhan biét
4 Phan biét va phan loai cac | Quan sat cac I¢nh,
loai 1énh trong PowerPoint | dbi chiéu véi noi
.. 2|3
dung bai hoc dé
nhén biét
Cong: 10d
111 | Thai d
1 Tac phong cong nghi€p khi | Theo doi viéc | 4
1.1 |Pi hoc day du, ding gio thuc hién, doi |15
1.2 | Khong vi pham ndi quy 16p | chi€u voi ndi quy 15
hoc cua truong. ’
1.3 |Tinh can than, ti mi Quan sat viéc 1
thuc hién bai tap
2 bam bao thoi gian thuc hién | Theo doi thot gian
bai tap th}_rc hi§:n bai tap, 2
doi chicu voi thoi
gian quy dinh.
3 DPam bao an toan thuc hanh 4
va v¢ sinh cong nghi¢p Theo doi viéc thuc
3.1 |Tuan thi quy dinh vé an toan | hién, doi chiéu véi
khi thyc hién Iénh trong|quy dinh vé an|1,5
PowerPoint toan va vé& sinh
3.2 |Pay du bao ho lao dong | cong nghiép trong
trong phong may( quan ao | phong may tinh 1,5

bdo hg, giay, thé hoc sinh...)
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Cach thirc va Pidm Két qua thuc
TT Tiéu chi danh gia phuong phap £, hién cua
. . toi da ‘.
danh gia nguwoi hoc
3.3 |Vé sinh phong may thuc 1
hanh ding quy dinh
Cong: 10d
KET QUA HQOC TAP

Tiéu chi danh gia g‘:c hiél‘}“a Heé s foect %‘:)a

Kién thirc 0,3

Ky nang 0.4

Thai do 0,3

Cong
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