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NOI DUNG CHI TIET
CHUONG 1. KY NANG PANH MAY 10 NGON

Trong nhimng k¥ ning sir dung may vi tinh, k¥ ning g phim nhanh, chinh xac rit quan
trong. Néu ban thao tic chim chap co thé lam cho cong viéc dinh tr¢, va nham chan. Tuy
nhién, khong phai ai cling c6 mot tbe do g0 phim nhanh bam sinh. Mubn cai thién tdc do g0
phim, ban phai biét sir dung hét tit ca cic ngon tay ciia minh mot cach c6 phuong phap va
can c6 thoi gian tap luyén hop 1y.

Khi str dung mdy vi tinh, ban da ngéi ding tu thé chwa? Ban di st dung chudt va ban
phim dung cich chua? Néu ban dang lam sai cac tu thé khi sir dung nhiing thiét b trén thi
hau qua lau dai anh huong dén co thé ban.

Céc chuyén gia nghién ctru strc khoe con ngudi dua ra nhitng bi quyét dé ngudi sir dung
may Vi tinh c¢6 thé phong bénh nhu: “Ngbi dung tur thé trude may tinh; May phai duoc dat
ding chiéu cao cta nguoi su dung; Gilt khoang cach thich hgp voi man hinh; Tranh st dung
may tinh qua lau...”.

4 Ghé ngoi dung tu thé:

Chiéu cao ctia mdi nguoi khac nhau, vi vay diéu quan trong 14 phai biét diéu chinh chiéu
cao ctia ghé ngdi dé phu hop voi chiéu cao mit ban, cho dang tu thé trong khi ban ngdi va

lam viéc trén may tinh.

Hinh 1.1 — Minh hoa ngéi ding tw thé

- Piéu chinh chiéu cao ciia ban va ghé cho phi hop dé canh tay cua ban khi dit ban tay
1én gd phim bam s& tao thanh mot goc vudng & khuyu tay trong khi ngdi 1am viéc.

- biéu chinh chiu cao cua ghé dé got chan cua ban thodi mai dat trén san nha.
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- Diéu chinh chd lung ghé tya dé giir cho lung cua ban thang trong khi ngdi trudc may
tinh. Str dung ghé vin phong ciing phai diing tiéu chuan dé cac co bap khong bi moi
khi ban ngdi trén ghé trong nhiéu gio lién tuc.

# Vi tri man hinh phu hop véi géc nhin ciia mit:

Mit bit dau c6 cam gidc moi sau khi sir dung may tinh trong mot thoi gian dai. Duy tri

vi tri mét thich hop ciing giup giam anh huong va mit nhin dugc tot hon.

A\

Hinh 1.2 — Minh hoa vi tri man hinh phit hop véi géc nhin ciia mdt

- Khong dat man hinh hién thi qua gan mat ctia ban. Ban nén duy tri it nhat 50 cm
khoang cach gitta mat va man hinh.

- Bén canh khoang céach, ban ciling can diéu chinh chiéu cao ctia man hinh dé tao cam
giac thoai mai khi str dung. Piéu chinh man hinh sao cho chiéu cao ciia né bang hoic
thap hon tim mét cua ban.

- Piéu chinh d¢ sang man hinh cho thich hop véi diéu kién anh sang trong phong. Néu
man hinh hién thi qua sang, n6 c6 thé 1am moi mat rat nhanh. Do d6, giam d¢ sang
man hinh 1a diéu dugc khuyén khich.

4+ Tu thé ding vi tri ciia tay:

Vi¢e st dung chudt va ban phim lam cho canh tay va ban tay phai lam vi¢c lién tuc trén

may tinh. Do d6, giit dung vi tri canh tay 1a diéu quan trong dé loai trir cac cam giac nhirc

moi.

Hinh 1.3 — Minh hoa tw thé ding vi tri cia tay
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- Luon giit cho canh tay tao thanh goc vudng & khuyu tay trong sudt thoi gian sir dung
ban phim va chu{t.

- Khéng dé 1ong ban tay ctia ban cham vao ban phim trong khi danh may, ma hay gitr
cho 10ng ban tay & phia trén ban phim va nhe nhang nhan xudng trong khi cac ngon
tay go phim. Diéu nay s& lam cho 1ong ban tay hodc ngon tay ciia ban khong bi moi,

ngay cé sau khi danh may trong nhiéu gio.

Dung ban tay giir tron ven chudt may tinh trong khi ban di chuyén n6 lam viéc. Ngoai ra,

ban ciing khong can thiét phai sir dung qua nhiéu lyc cho viéc sir dung chudt.

Cach dat hai ban tay:

, ! | . 8
y | N

25 | S

T—

Hinh 1.4 — Minh hoa cdch dat hai ban tay

Vi ban tay trai: ngén Ut (phim A), ngoén ap Ut (S), ngdn gitra (D), ngén tré (F)

Vi ban tay phai: ngédn tro (phim J), ngon gitra (K), ngdn &p ut (L), ngdn ut (;)

- Hai ngdn cai thay nhau dit ¢ phim (Space).

- Phim F va J c6 mét cai go nhd ndi 1én dé ban co thé dinh vi mot cach chinh xac.
» Tay trai:
* Ngo6n ap ut s€ danh cac phim: S, W, X, 2.

* Ngon gifra s€ danh cac phim: D, E, C, 3
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= Ngontro:F,R, G, T,B,V,5,6

»=  Ngo6n ut s€ danh cac phim bén trai nhu Q, A, Z, Caps Lock, Shift...
» Tay phai:

= Ngontro:J, U, Y,H,N,M, 7, 8

= Ngon gitia: : K, I, dau <, Alt, 9

= Ngén ap at: L, O, ddu >, 0

»  Ngo6n ut danh cac phim bén phai con lai nhu P, /, ¢, Enter, Shift...
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CHUONG 2. TONG QUAN VE HE THONG MAY TiNH
2.1. Thong tin va xir ly thong tin

Dit liéu (data) 1a cac dir kién khong co y nghia rd rang. Khi dit lidu duoc xir Iy dé xac
dinh y nghia thuc su cua chiing, khi d6 ching duoc goi 1a thong tin (information). Ddi véi
con nguoi, dir liu dugc hiéu 1a murc thép nhét cta kién thirc va thong tin 1a mue do thir hai.
Thong tin mang lai cho con ngudi sy hiéu biét vé thé gidi xung quanh.

Qua trinh xir 1y théng tin co ban nhu sau: Dit liéu duoc nhip ¢ dau vao (Input), sau
d6 may tinh (hay con ngudi) s& thyc hién xtr Iy nhan dugc thong tin & dau ra (Output). Luu

¥ 1a dit liéu 6 thé luu trir & bat cr giai doan nao.

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

LUU TRU (STORAGE)

Hinh 2.1

Vi dy: Nguoi ta tién hanh ghi nhan c6 dir liéu tir camera cac hinh anh & duong pho,
sau d6 tién hanh phan tich dit liéu d6 c6 thong tin vé mot s6 xe nao d6. Toan bo qua trinh luu

trit trén dia cirng may tinh.

Trong thoi dai hién nay, khi luong thong tin dén vé6i chung ta cang luc cang nhiéu thi
con nguoi ¢ thé dung mot cong cu hd tro cho viéc luu trir, chon loc va xur 1y lai thong tin
goi la may tinh dién tir (Computer). May tinh dién tir gitip con ngudi tiét kiém rat nhiéu thoi
gian, cong stic va ting do chinh xéc, gitip tw dong hda mot phan hay toan phan cua qué trinh
xu ly dir liéu.

Cung mot thong tin c6 thé dugc biéu dién bang nhitng dit liéu khac nhau, vi du nhu
s6 1 hay I. Tuy nhién d6i v6i may tinh, biéu dién nay phai 1a duy nhat dé c6 thé sao chép ma
khong mat thong tin. May tinh biéu dién dir liéu bang hé dém nhi phan. Tuy chi dung 2 ky
s6 14 0 va 1 (goi 14 bit) nhung hé nhi phan nay giup may tinh biéu dién - xir Iy duoc trén hau
hét cac loai thong tin ma con nguodi hién dang sir dung nhu van ban, hinh anh, am thanh,
video,...

Dbi v6i may tinh, don vi nhé nhat dung dé biéu dién thong tin goi 1a bit (Binary digit).
Bit 1a mot chit s trong hé thong sb nhi phan, né c6 thé c6 gia tri 0 hodc 1. Trong bd nhd

may tinh, mot bit 1a mot cong tic dién nho co thé bat (gid tri 1) hodc tit (gia tri 0).
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Hé nhi phén sir dung hai ky s6 0 va 1 dé biéu dién cac s6. Khi biéu dién dit liéu, bit
khoéng biéu dién doc 1ap ma dugc 1ap theo nhom 8 bit, goi 1a mot byte, viét tat 1a B. Do do,
mdt Kilobyte cia RAM = 1024 byte hodc 8192 bit. Thuc té, nguoi ta it khi sit dung don vi
bit ma dung byte. Xem bang bén dudi dé thay cac biéu dién khac. Chan han, thé nhd may
chup hinh 1a 32GB, dia CDROM la 650MB, dia DVD la 4.3GB, dia cung 1a 1TB.

Tén goi Ky hi¢u Gia tri
Byte B =8bit
KiloByte KB =219B=1024Byte
MegaByte | MB = 1024 KB=2*'B
GigaByte | GB ~ 1024 MB=2""B
TetraByte | TB =1024GB=24B

Luwu ¥ 1: Khi d& cap dén dung luong luu trit, nguoi ta sir dung mot Kilo twong tng
v6i 1024, st dung K viét hoa, va thuong dé cap dén byte (Vi du 1KB=1024Byte). Nhung
khi dé cap dén tbc do truyén dir liéu, nguoi ta st dung Kilo twong tng 1000, sir dung k viét

thudng, va dé cap dén bit (vi du: 1 kbit/s = 1000 bits per second).

, R < 2 , kilobit (kbit 103 kibibit (Kibit) 210

Luu y 2: Vao nam 1998, t6 chuc IEC megabif (M';it) s mebibit((Mibi)t) .
(International Electrotechnical Commission) da |gigabit (Gbit) 10° gibibit (Gibit) 230
2 2 . |terabit (Tbit 12 tebibit (Tibit 40

cong bo bang quy doi don vi thong tin theo quyét petabit((Pbit)) 1215 pebibit((Pibit)) 250
dinh IEC 60027-2. Theo do, don vi mdi goi 1a bit |exabit (Ebit) 1018 exbibit (Eibit) 260
. , N _|zettabit (zbit) 102 zebibit (Zibit) 270

dung cho hé nhi phan khi chuyén d6i. Vi du 1 kibit yottabit (Ybify 1024 yobibit (Yibity 280

tuong ung véi 1024, trong khi 1 Kilo tuong tng
vol 1000. Vi du: lkibibit=1024bit, va 1Kbit=1000bit; 1kibibyte = 1024byte va
1KB=1000Byte. Tuy vdy, mdt sé cac nha san xuat cong nghiép van tinh toan va hién thi theo

don vi ban dau.

2.2.Co ban vé ciu triic may tinh

Tai liéu nay khong tap trung vao kién triic va cau hinh may tinh, tuy nhién viéc nam

r0 co ban cau hinh may tinh hién tai la di€u quan trong gitip hoc vién c6 thé chon lua may
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tinh phu hop céng viéc cia minh. Trude khi mua may tinh ban nén tham khao ¥ kién cta cac

chuyén gia vé linh vyc nay.
Vé mat thuong mai, hién tai may tinh dugc chia lam cac dong:

-Desktop: mady ban, it di chuyén, to, gia ré, can nguon dién ludi, toc dd cao, dé ning

cap, stra chira
-Laptop (di chuyén, sir dung pin, tdc d6 cham hon desktop, kho nang cép va sira chira)

-Netbook: giéng laptop nhung c6 cau hinh thip, ré, thoi gian sir dung pin dai, thuong

rat nho va nhe, chi sir dung céc viéc don gian nhu soan van ban va duyét Web.

-TablePC: thuong khong c6 ban phim, sit dung man hinh cam ung, tdc d6 cham, pin

lau, thich hop cho viéc ghi cht va duyét web.

Cac dong may tinh nay phu hop cho mdi loai cong viéc tity theo mdi ngudi, va khong

thé thay thé 1an nhau.

Dua trén ti€u chi st dung, may tinh dugc chia thanh ba loai chinh: may tinh van phong,
dd hoa va giai tri. Mdi hé théng duoc trang bi nhitng phﬁn cing co ban la bo mach chu
(mainboard), thiét bi xir Iy (CPU), bd nhé (RAM), 6 cting (hard disk), vo may kém bo ngudn
(case), ban phim (keyboard), chudt (mouse) va man hinh (monitor), va cai dit phan mém tuy
theo cong viéc. Ngoai ra, tuy theo yéu ciu cong viéc ma moi nguoi ¢6 thé mua thém modem,
may in (printer), may quét (scanner) va céc loai 6 dia...

Mbi loai may tinh c6 thé c6 hinh dang hodc cau tric khac nhau, tiiy theo myc dich
sir dung. Mot cach tong quat, may tinh dién tir 1a mot hé xir Iy thong tin ty dong gom 2
phan chinh: phan ctimg va phin mém.

< Phan cirng (Hardware):

Phan ctng c6 thé dugc hiéu don gian 14 tat ca cic phan trong may tinh ma ching ta
c6 thé thay hodc so dugc. Phan cing bao gom 3 phan chinh:
— Don vi xit Iy trung wvong (CPU - Central Processing Unit).
— B§ nhé (Memory).
—  Thiét bj nhap xuit (Input/Output).
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Bé xt¢ ly trung wong
CPU (Central Processing Unit)

Khéi didu khién Khéi tinh toan
B ras CU (Control ALU(Arithmetic Thiét bi
Tbesehy | Unit) Logic Unit) —  xuit
(;nhalft) (output)
P .!- T
Cac thanh ghi(Registers)

B0 nh¢ trong (ROM + RAM)
B0 nhd ngoai (dia citng, dia mém, dia CD)

o B0 xir ly trung wong (CPU)

B9 xtr 1y trung wong chi huy céc hoat dong cia may tinh theo 1énh va thyc hién cac
phép tinh. CPU c¢6 3 bo phan chinh: khéi diéu khién, khdi tinh toan sé hoc va logic, va
mot s6 thanh ghi. Khdi diéu khién (Control Unit) 1a trung tdim diéu hanh may tinh c6
nhiém vu gidi ma céac 1€nh, tao ra cac tin hi€¢u diéu khién cong viéc cua cac bd phan khac
clia may tinh theo yéu cau ctia ngudi sir dung hoic theo chuong trinh da cai dat. Khéi tinh
toan sb hoc va logic (Arithmetic-Logic Unit) thyc hién cac phép tinh sb hoc (cong, tru,
nhan, chia,...), cac phép tinh logic (AND, OR, NOT, XOR) va cac phép tinh quan h¢ (so
sanh 16n hon, nho hon, bang nhau,...). Cac thanh ghi (Registers) dong vai tro bd nhé trung
gian, gitp ting toc do trao doi thong tin trong may tinh.

Ngoai ra, CPU con duoc gén vO1 mot déng hd (clock) hay con goi 1a b tao xung nhip.
Tan s6 dong hd cang cao thi toc do xir Iy thong tin cang nhanh. Thuong thi dong hd duoc
gan twong xung véi cdu hinh may va ¢ céc tan s6 dao dong (cho cic may Pentium 4 tro 1én)
la 2.0 GHz, 2.2 GHz,... hoac cao hon.

B vi xir Iy thong dung hién nay c6 cac dong Core 17 (X ly da nhiém bbn-hodc tam-

ludng), Core I5 (Xt Iy da nhiém bén-hodc tam-ludng), Core I3 (X Iy da nhiém bén-ludng).
° Bf_\) nh¢

B6 nhd 1a thiét bi luu trit thong tin, dugc chia lam hai loai: by nhé trong va by nhé
ngoai.

Bo nhé trong gom ROM va RAM. ROM (Read Only Memory) 1a bo nhé chi doc,
dung luu trit cac chuong trinh hé thong, chuwong trinh diéu khién viéc nhap xuét co s6 (ROM-
BIOS: ROM-Basic Input/Output System). Dit liéu trén ROM khong thé thay doi, khong bi
mat ngay ca khi khong cé dién. RAM (Random Access Memory) 14 bd nhé truy xuat ngau

nhién, duoc dung dé luu trir dit kién va chuong trinh trong qua trinh thao tac va tinh toan.
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Dt liéu luu trong RAM s€ mét di khi mat dién hodc tét may. Dung lugng bo nhé RAM cho
cac may tinh hién nay thong thuong vao khoang 2GB, 4GB, 8GB ....

B6 nhd ngoai bao gom céc thiét bi luu trit thong tin v6i dung luong 16n, thong tin
khong bi mat khi khong c6 dién, co thé cit giir va di chuyén doc 1ap voéi mdy tinh. Co
nhiéu loai boé nhé ngoai phd bién nhu: dia cing (hard disk) voi dung lwong hién nay
khoang 250 GB, 500 GB, 1TB, 2 TB... Luu y la dia cung la loai b nhd ngoai mic du
chiing ludn duoc gan bén trong may tinh. Dia quang (CD-dung luong phd bién khoang
650 MB, DVD-khoang 4.7 GB...) thuong luu trit 4m thanh, video dugc st dung trong
cac phuong tién da truyén thong (multimedia). Céc loai bd nhé ngoai khac nhu thé nhé
(Memory Stick, Compact Flash Card), USB Flash Drive c6 dung lugng phd bién 1a 4GB,
8GB, 16 GB...

. Cac thiét bi ngoai vi

Thiét bi ngoai vi 1a cac thiét bi giup may tinh két ndi, trao d6i dit liéu vé6i thé gidi bén
ngoai. Thiét bi ngoai vi duoc chia 1am hai nhém 1a thiét bi nhap va thiét bi xuat tiy theo dir
liéu di vao hay di ra may tinh.

% Cac thiét bi nhap gdm:

-Ban phim (keyboard) 12 thiét bi nhap chuén, loai phd bién chtra 104 phim chia lam 3
nhém phim chinh: nhém phim danh may gdm céc phim chir, phim sé va phim céac ky tu dic
biét (~, !, @, #, $, %, *,&, ?,...); nhom phim chirc nang gém cac phim tir F1 dén F12 va cac phim
nhu «<— 1 — | (phim di chuyén), phim PgUp (1én trang mén hinh), PgDn (xudng trang man hinh),
Insert (chén), Delete (x6a), Home (vé dau), End (vé cudi); nhém phim sb (numeric keypad).

-Thiét bi xac dinh diém (Pointing Device) nhu chudt (Mouse) dé chon mot vi tri trén
man hinh, man hinh cdm tng (Touch Screen)

-Thiét bi doc: c¢6 nhiéu loai nhu dau doc quang hoc (Optical-mark reader) ding 4nh sang
phén xa dé nhan thong tin dugc danh d4u, thiét bi doc ma vach (Barcode reader) dung anh sang dé
doc mi vach, may quét (Scanner), may anh s6 (Digital camera), may quay phim s (Digital video
camera). .. M4y quét, may anh, may quay la cac thiét bi s6 hoa thé gidi thyc.

% Cac thiét bi xuit bao gém:
-Man hinh (Monitor): thiét bi xut chuan. Man hinh phé hién tai 1a man hinh LCD véi

d6 phan giai co thé dat 1280 X 1024 pixel. Tuong tu voi man hinh con ¢6 may chiéu (Projector).
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-Ma4y in (Printer): in thong tin ra gidy. M4y in pho bién hién tai may in phun, may in

laser tring den.
+ Phan mém (Software):

Phan mém 1a cac chuong trinh diéu khién hoat dong ciia may tinh nham thyc hién yéu
cau xtr 1y cong viéc clia ngudi str dung. Phan mém duogc chia 1am 2 loai: Hé diéu hanh va
phan mém tng dung. Hé diéu hanh (Operating System Software) chira tap cac cau lénh dé
chi dan phan cting may tinh va cic phan mém tng dung lam viéc véi nhau. Khong c6 hé dicu
hanh thi may tinh khong thé hoat dong dugc. Chirc nang chinh ctia hé diéu hanh 1a thyc hién
céc 1énh theo yéu cau ctia nguoi str dung; quan 1y tai nguyén may tinh: bo nhd, cac thiét bi
ngoai vi. Mot s6 hé diéu hanh pho bién 1a MS Windows (Windows 8.1, Windows 8, Windows
7, Vista, XP...), Linux (Unbutu, Fedora), Mac, Unix ... Phdn mém tng dung (Application
Software) rit phong phu va da dang tily theo yéu cau xir Iy cong viéc cho ngudi sir dung:
soan thdo van ban, tinh toan, phan tich s6 liéu, d6 hoa, games. Phan mém dugc cac hang san
xudt ning cép lién tyuc, tuy nhién céc tinh ning chinh cta phin mém thuong duoc giir lai
nham tao sy than thién cho ngudi sir dung. Mot sé phan mém tng dung dugc st dung rat phd
bién hién nay nhu: MS Word (ché ban dién tir), MS Excel (bang tinh), MS Access (co s& dit
li¢u), Corel Draw, AutoCad, Photoshop (66 hoa), Internet Explorer, Google Chrome, FireFox
(trinh duyét web)...
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CHUONG 3. MICROSOFT WINDOWS

Hién nay c6 nhiéu hé diéu hanh khac nhau nhu Microsoft Windows (MS Windows),
Linux, Mac... trong d6 phd bién hon ca 1a MS Windows do hing Microsoft san xuét. Phién
ban hién tai cuia MS Windows la Windows 8.1 (goi tit 1a Win 8.1) 1a phién ban dugc sir dung

cho toan b gido trinh nay.

MS Windows chia 1am 2 dong san pham: dong desktop cho ngudi dung cudi, va dong
server ding dé phuc vu va quan 1y hé thong mang. Dong desktop c6 nhiéu phién ban nhu: Win
3.1, Win 95, Win 97, Win 98, Win Me, Win XP, Win Vista, Win 7, Win 8.0, Win 8.1. Giao dién
d6 hoa dep mat va than thién, dé sir dung, chuong trinh img dung phong phu gitip Windows

chiém thi phan 16n so véi cac h¢ di€u hanh cua céc hang khac.

Vi giao dién dd hoa Metro, Windows 8.1 tao su muot ma va dep mat nhét trong céc

dong Windows, vdi cac cua s6 3D va trong sudt tao sy thich tha cho nguoi dung.

Ngoai ra Windows 8.1 cho phép nhan 4GB RAM, diéu ma Windows XP khéng thé lam
duoc do XP chi sir dung 32 bit. Néu may tinh ban c6 4GB RAM thi s€ lang phi néu st dung XP,
do XP khong thé str dung hét 4GB RAM.

Windows 8.1 duoc chia 1am 2 dong 32 bit va 64 bit, c6 nhiéu phién ban khac nhau:
Windows 8.1 RT, Windows 8.1, Windows 8.1 Pro, Windows 8.1 Enterprise. Hoc vién nén
nghién curu thém sy khac biét gitta cac phién ban ¢ cac website sau day dé c6 chon lya ding

khi st dung Windows 8.1:

http://www.microsoft.com/vi-vn/windows/enterprise/compare.aspx

3.1. Cai dat Microsoft Windows 8.1

Khi str dung may tinh, nguoi dung c6 thé lwa chon cac phién ban hé diéu hanh, nén
tang phu hop voi nhu cAu ctia minh. Tuy nhién, v6i giao dién than thién, bat mat, d& sir dung,
hd tro trén nhiéu thiét bi (PC,Laptop,Table,..) thi Microsoft Windows 8/8.1 dang thong linh
thi truong hé diéu hanh. V&i nhu cau sir dung Windows dé phuc vu cho cong viéc, giai tr
cua nguoi dung ngay cang cao, trong gido trinh nay s€ gidi thi¢u cach cai dat md1 Windows

8/8.1 trén mdt may tinh.
3.1.1. Tai ma ngudn cai dit tir Microsoft DreamSpark

Mot trong nhitng uu dii ctia Microsoft gianh cho cac to chuc gido duc d6 la

DreamSpark. DreamSpark 14 mot store phan mém/ing dung ctia Microsoft danh riéng cho
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t6 chire gido duc d6 va hoan toan mién phi. Dé cai dat Windows 8/8.1, ban doc can phai co
ma nguodn cai dat tir Microsoft. Pé c6 dugc ma ngudn ban can dang nhap vao DreamSpark
dé tai ma ngudn ve cai dat.

Bude 1: Sau khi dang nhap thanh cong vao DreamSpark cua truong minh. Hoc vién

chon phan Operating Systems nhu hinh bén dudi:

Microsoft Corporation

« Developer Tools f_5-9}

y Microsoft Windows Microsoft Windows 8 Microsoft Windows 7
= Servers (69)

« Applications (68}

» Other (1) : . --
& Windows £7 Windows 7

« Al (201) : ..

Microsoft Windows 7 Microsoft Windows 7 Microsoft Windows 10
and Window Server Language Pack

2008 R2 Service Pack

\

Blicea . LT wtoudoveserar o

Budée 2: Chon Windows ban mudn cai dit dé tién hanh tai vé (Trong gido trinh nay 13
Windows 8.1)

Buéc 3: Chon phién ban hé diéu hanh mong muén va chon Add To Card.
Lueu y: Ung véi hé diéu hanh 32Bit thi tai x86, 64bit thi tai x64

Microsoft Windows 8.1 Professional

With the new Windows, you get the best of work and play. Windows 8.1 Pro includes everything in Windows
8.1, plus enhanced features that help you manage your devices, access one PC from another, encrypt your
data, and more.

Download

Microsoft Windows 8.1 Professional 32/64-bit (English) - DreamSpark

Available to: Stu

culty/Staff
Backup media: A Ti

niost countries 8

Microsoft Windows B.1 Professional 32/64-bit (English-United Kingdom) - Free
DreamSpark

Available to: Students/Faculty/Staff
Microsoft Windows 8.1 Professional with Update 32/64-bit (English) - Free
DreamSpark

Available to: Students/Faculty/Staff
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Budée 4: Chon Check Out dé tién hanh thanh toan (Hoan toan mién phi)

permitted under your focal iaws, Microsoft excluoes the implied warrantes of merchantabelity, Ttness for
& partiular pufpose and non-infringement.

11, LIMITATION ON AND EXCLUSION OF REMEDIES AND DAMAGES. You can recover from Microsoft and
its suppliers only direct damages up to LS. $5.00. You cannol recover any other damages, inchrding
consequential, fost profits, special, indicect or incidental damages.

This limitation apobes o

+ anyskng related b the softwane semices coment dncluding code) an thirg party Imernet sites. or third party
pragram: and

& thaiemg for breach of contract, traach of warranty, puaramies o conmtan, st kanlkty negligence or ofher et fo
the extent parmitted oy applicabile faw

T aho apphies even if Microsalt knew or should have krawn atodt the passioity of the damages. The saave limitation

or suclusion may nat apply 1o Voo Decase yaur country may not allow the exdusan or bmitasion of incidantal
consequential or affer damages

For questions anous DreamEpark ano/or the DreamSpark Direct Supsoripuan, please tes
ritg s W, dresmparicoom: Sudenty Support asp

LDecine | [L4ccept

Budée 5: Chon I Accept dé tién hanh nhan Key va chuong trinh tai vé ma ngudn cai

dat windows

Order Date; 2013-13-03 522 P Mame sang doan

g Emat; sang doarhanh@uni dntedy wn
Order Mumber 100248302138

=i

o s 5 ke

Buwéc 6: Chon Start Download dé tién hanh cai dat chuong trinh tai ma ngudn vé

Get Your Software in 4 Easy Steps

1. Download the Secure Download Manager {5DM) installation file 0

If you have completad this sep previously. Qo o stap 3
Download SDM @
2. Locate the file from step 1 and run it to install the SDM 0
3. Download the SDX file for your order 0

Download SDX @

4. When the 5DM launches, start downloading your software. 0
f the SDM applcation does not launch sutematically, locate the fie from step 3 ana open & to cownload your

software

+ Buére 6.1 : Download File SDM vé cai dit vao may tinh
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+ Buédce 6.2 : Download file .SDX vé va mé 1én. Phan mém s€ yéu cau chon noi luu
ma nguodn (n€u 6 C cuia ban khong con du vung nhé hodc ban ¢6 thé luu noi ban muon). Nhan

nat Download dé tién hanh tai vé.
3.1.2. Ghi mi nguon cai dit ra USB/DVD

Trén thyc té, dé cai dat hé didu hanh Microsoft Windows vao mdy tinh, nguoi ding
s& c6 rat nhiéu cach. Tuy nhién pho bién nhét van 1a ghi ma nguodn cai dat ra USB hoac DVD
dé cai dat. Bdi voi ngudi méi cai dat 1an dau sé gip rat nhiéu kho khan, chinh vi thé Microsoft
cung cap ludn cho nguoi ding cong cu Windows 7 USB/DVD Download Tool (hd tro tir
windows 7 tr¢ di) danh riéng cho viéc ghi md nguén Windows ra USB/DVD dé cai dit.
Trong gido trinh nay sir dung cong cy trén dé cai dat mot Windows 8/8.1 hoan toan méi.

Buwéc 1: Tai phan mém Windows 7 USB/DVD Download Tool trén Website ctia

Microsoft :

http://www.microsoftstore.com/store/msusa/html/pbPage.Help_Win7 usbdvd dwnTool

Bude 2: Cai dit Windows 7 USB/DVD Download Tool va mé 1én khi hoan tat.

Buwéc 3: Click nut Browse va chon File ISO ma ngudn di tai & phan trude. Sau do

nhin Next.

r

B Microsoft Store

WINDOWS 7 USE/DVD DOWMNLDAD TOOL Dinline: ey

Step 1 of 4: Choose IS0 file

Source file.  E:'\Windows3-ConsumerPresiew-S4bd-English iso

Budée 4: Chon USB device néu mudn ghi vao USB — DVD néu mubn ghi dia DVD.

B Microsoft Store

WINDOWS 7 USB/DVD DOWNLOAD TOOL Temsz of use | Online help
Step 2 of 4: Choose media type

Please select the media type you would like to use to create your Windows 7 backup, You can choose to
copy to USB or burn to DVD.

USE device | DVD
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Bude 5: Chon 6 dia USB (néu ghi DVD thi chon dau ghi) twong (ng. BAm Begin
copying d¢é tién hanh ghi ra USB.

| o |

B Microsoft Store

WINDOWS 7 USB/DVD DOWNLOAD TOOL Tems of use | Online help
Step 3 of 4: Insert USB device (-@:

Mo compatible remaovable USE devices were detected. Flease connect 3 USE device that is &t least 4GB
and click "Refresh.”

[0 compatible USB devices detected | &

Luu y: USB t6i thiéu phai 4GB doi véi Windows 8.1

Budée 6: Hoan tat qué trinh ghi USB. Tién hanh cai windows tir man hinh DOS.

EM -

B Microsoft Store

WINDOWS 7 USB/DVD DOWNLOAD TOOL Tems of use | Online help
Bootable USB device created successfully (@:

B o0

Status: Backup completed

3.1.3. Cai dat windows 8.1

Khi khéi dong may tinh, thay vi khoi dong bang HDD nhu binh thudng ban hay vao
menu Boot va chon USB (hodc DVD, trong gido trinh nay 1a USB).

Man hinh boot windows 8.1
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Budre 1: Thiét 1ap ngdn ngit, dinh dang thoi gian, ban phim tuong ing voi qubc gia

cua ban.

- Windows Setup 2 ot

a® Windows 8

r Windhows Setul R ==

2R Windows 8

Buéc 3: Chon I accept the license terms . Sau d6 nhan Next
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1 Hemdea Letup

£ ol o Seiup

Cumboem; Inatall Windows only (sdvanced]

+ Chon Update: install.... néu ban mudn nang cap tir windows cii hon (8->7....)

+ Chon Custom: Install....néu ban cai dit méi hay Recovery
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Buwéc 5: (Trong gido trinh nay 1a cai méi hoan toan)

Chon phan ving cai dit hé diéu hanh cua ban. Thong thuong ta chon phin ving tht

1. Sau @6 format -> S€ tu sinh ra mdt phan vung system (Chtra boot, recovery...)

Bwéc 6: Tién hanh cai dat. Sau khi hoan tat may sé& tu khoi dong lai Windows.

{oopying Windosm, files 1K)
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3.1.4. Thiét 1ap cho windows 8.1 khi méi cai diit

Sau khi cai dat xong. Lan dau tién dang nhap vao Windows, Windows s€ yéu cau ban
thiét 1ap céu hinh ban dau cua may tinh. Ty vao nhu cau sir dung ma ngudi dung thiét 1ap

theo ¥ mudn hay c4 nhan hoa windows.

& Thiét 1ap Tén PC va chon tong mau chinh cho Windows:

Personalize

4+ Thiét 1ap tai khoan Microsoft (néu mudn): Néu trudc d6 ban di dang nhép trén
mot may tinh sir dung windows 8/8.1 khac, khi dang nhap vao may nay thi
windows tu dong thiét 1ap ca nhan hoa theo may trudc d6 cia ban.

® Sign in to your Microsoft account
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+ Néu khong sir dung tai khoan Microsoft(hay chua c6) ban c6 thé bé qua budc trén

bang cach nhan vao Create a local account trong khi thiét lap tai khoan.

Try again Create a local sccount

3.2.Téng quan vé Windows
3.2.1. Khéi dong, thoat khéi Windows

Windows 8.1 dugc tu dong khéi dong sau khi bat may. S€ co thong bao yéu cau nhap
vao tai khoan (User name) va mat khau (PassWord) ciia nguoi dung (néu co thiét lap tai

khoan). Thao tac nay goi la ddng nhap (Logging on).

Pong Windows 8.1: Khi mudn thoat khoi Windows 8.1, ta di chuyén chudt vao goc phai
trén cing man hinh may tinh: Chon Setting (Windows + I)/ Power/ Shutdown dé tit may.
Luu ¥: trudc khi Shutdown, chung ta nén déng tit ca cac cira sd dang mé dé dam bao sao luu

cac cong viéc dang lam (xem hinh 3.1).

Sleep
Shut down

Restart

Power Keyboard

Change PC settings

Trang 26



G140 Trinh Office 2013 co ban

Hinh 3.1

Bén canh nut Shutdown c6 Restart: Khoi dong lai may tinh; Sleep: Luu lai cac phién
lam vi¢c, dua may tinh vé ché do tiét kiém nang lugng va cho phép h¢ théng hoat dong lai
mot cach nhanh chong.

3.2.2. Man hinh Windows

Sau khi khoi dong, man hinh Start voi giao dién Metro sé dugc Windows 8.1 hién thi nhu
dudi day:

Sfa [‘t thanhtran a

A o
o =

Hinh 3.2

Tat ca cac chuong trinh may tinh déu hién thi trong man hinh Start & trén.

Dé hién thi man hinh 1am viéc Desktop ta bam vao biéu tuong s6 1, mudn mé cac
chuong trinh khac thi tai myc s6 2 ta di chuyén thanh cudn sang phai man hinh d&é may tinh
hién thi tiép cac chuwong trinh dang bi che khuat.

# Man hinh Desktop: =

Chtra c4c biéu tuong: Computer: Biéu tuong nay cho o E(&Q ' %
phép duyét nhanh tai nguyén trén may tinh, Recyele Bin: Noi : v | Guiy, A
luu trir tam thoi céc tap tin va cac dbi tuong da bi xoa. (Right

click vao Recycle Bin 10i chon Empty Recycle Bin hoic

RecycleBing C-Freed|  BitTorrent!

Restore dé x6a hoan toan hodc phuc hdi cac ddi tugng). Ngoai
ra, trén Desktop con c6 cac Biéu twong chuong trinh khac-1a cac Shortcut: gitp ban truy nhap
nhanh mot ddi twong nao d6 bang cach Double click vao biéu tuong do.
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4+ Thanh Taskbar:

Chtra Start Menu, cac biéu twong chuong trinh va ban thu nhé cac chuong trinh dang

thuc thi, cing véi khay hé thong hién thi ngay gio, thiét 1ap 4m thanh. ..

3.2.3. Str dung chwong trinh trong Windows

e Tim kiém dit liéu
Chuc nang tim kiém trong Windows 8 gitip tim hau Search

nhu tat ca nhing gi ¢6 trén PC cua ban mot cach nhanh chong e

word

va d& dang. C6 nhiéu cach dé tim kiém, ngudi dung c6 thé sir
dung Search box & man hinh Start, Search box trong thu muc e

hay thu Vién. .. c Settings

o Tim kiém bang Search box é man hinh

Start Menu (nh4An phim Windows)

Tai man hinh Start, g6 ky tu bat ky dé tim kiém, két qua s& dugc xuét truc tiép trong
man hinh Start.

Apps: Tim theo Uing dung
Settings: Tim theo cau hinh
Files: Tim theo tap tin
o Tim kiém bang Search box & thu muc

M¢ 6 dia, thu muc hay thu vién noi ma ban muon tim kiém, nhap vao Search box tir
hay cum tir can tim, ta st dung chirc nang nay rat nhiéu. (co6 thé bd sung dicu kién tim bang

cach chon Date modified hay Size):
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}-.“' ® = SearchTools Xt - Search Resuits| Dong chue ning tim kigm

m Hame Share View Search 3 “
|
.L “urrent folde [r— -
A 7=

All subfolders

Computer : Date Close
Jo s modified = & search
Tim theo
giy thing '
= ngay il i Timtheo | i i tet'| .
- ’ kich thwéc
] E oo L]
- PhamThiXuanDieu_ CH12 14 NNHMT.csproj File...
B Computer LA
: 48 KB
s WinB ()
s Data (D) DAUIT\NgenNguHocMayTi hamThiXuanDie..,
2 CD Drive (G: : ; S
‘Tﬂ_f‘: 4 ] PhamThiXuanDieu_CH1201014_NNHMT.csproj.File...
dntu (pc338) Size: 473 KB
il mrdiep (mrdiep-pc)
' thanhtran (drthanh) + DAUIT\NgenMNguHocMayTinh\BaiThuHoach\PhamThiXuanDie.. w
396 items 3 =

Chire nang tim kiém
Trong qua trinh tim kiém ta c6 thé két hop diu ? (dai dién cho 1 ky ty bat ky) va du
* (dai dién cho nhiéu ky tu bat k).
e Khéi dong mot chwong trinh

C6 nhiéu cach dé khai dong mot chuong trinh tr Windows: Tur man hinh Start >
Kéo thanh cudén = Chon tén chuong trinh img dung. Hodc tir méan hinh Start =G tén phan
mém bat ky=>chuong trinh s& ty dong tim ra tén phian mém phu hgp—>Click chon chuong
trinh tir danh sach tim thay. Hodc double click vao Shortcut & man hinh Desktop(néu c6) dé

khé1 dong cac chuong trinh.

Search

Apps

Ap pS Results for “word” fvod (1) x B

E WordPad

Hinh 3.3 — Tim chwong trinh
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Trong man hinh Start, ta g tén chuong trinh bat ky thi may tinh s& hién thi 6 ctra s6
tim kiém nhu muc sb 1, cac chuong trinh tuong Ung sé dugc liét ké & muc sb 2, ta chon

chuong trinh dung nhu mong muén dé khéi dong.

Pé thoat khoi chuong trinh Gng dung: Nhan t6 hop phim Alt + F4, hoic click vao

nat Close ¢ géc phai trén cung man hinh Gng dung.
e Tu dong chay irng dung khi khéi dong Windows

Ta c6 thé thiét 1ap chuong trinh khoi dong ciing véi Windows 8 cho User dang nhap

hién tai hoic toan bd User trong hé thong may tinh.

M6 man hinh Command Run 1én bing cach gd to hop phim Windows + R:

= Run E

—=  Typethe name of a program, folder, document, or Internet
resource, and Windows will open it for you.

|T| Cancel Browse...

Hinh 3.4 Man hinh Run

Dé thiét lap Startup cho User hién tai thi man hinh trén ta nhap: shell:Startup r6i bAm
nit OK, tiy vao User ding nhap ma ta c6 duong dan khac nhau, vi du truong hop nay ta co

duong dan:
C:\Users\thanhtran\AppData\Roaming\Microsoft\Windows\Start Menu\Programs\Startup

Trong duong dan ndy ta sao chép Shortcut hodc chuong trinh vao day, muén tao Startup cho

toan bo User thi ta thay thé bang 1énh: shell: Common Startup
C:\ProgramData\Microsoft\Windows\Start Menu\Programs\StartUp
Trudong hop toan b user thi ta phai m¢ Run véi Administrator

e Cira s6 chwong trinh

Nguoi st dung giao ti€p vdi cac chuong trinh thong qua céc cua s6, mdt cira s6 chuong

trinh gdm cac thanh phan sau:
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Cony _ Detete Rename  New o Maximize, Cluse

ko= o= E Fabder - 431 History

% - ¥ v Computer » Doda (5] » detu » DiyHoc »

K ] T:" "F | TinAB
Quick Access Toolbar ?( =0 | Title Bar I’“' P: Minimize

Favortes + Ham T‘hﬂ]lh. Rihboﬂ *
BB Desktop decucng thangl] .
& Downloads F.r.g:_t:ungr: :n_l-: Churomg trinl tin bge A - B
&l Recent places 87 109-12-2013.13.46.53}de_cucng chung chi a.doce Biny gniap Caing Veén wong ik ming dev T Hoc A - B, nay khoa Cong
= [11-11-2013_14.33. 58 lhuon gdars mhha:,u}-:n ik 1¥ghé Thing Tin tnén khai phin mém kefm ta g6 phim chaeh 38 nghi qu
S Libearies B [11-11-2013 14,34 000 "'hl.'. Cé o dymg Sk ke tra e b 80 vos e vl boe A8 (grip amb
i| Documents &l 115102013 20,20 Ptau'ew Panel iy s gl e e i o)
o' Music 2% [15-10-2013_20.20
| Pictures |5 [21-10-2013_14,00.33 idanh_sach_lop_aT8_update. . -
E Videos B7 0. Finel_GiaaTrink_B_TinHoc_A Thanh.docx - .
B7 0.Finai_de_cucng_giao_trinh_pdoo ‘ e N g
-E. Hemegroup ! Fird_ChurngChat_Burar _. R
#E Gia Trinh Chung chi A_LEWy. docx a4 ey
& Computer 2% Giao Trinh Chung 5 11 B j AP
. Wi HusongDanS0_ Chu GO AL ——
= Dt I Husonglen3D_Chuol ePhimMhanh pdf
i C0 Or | PhaCong_aB_Tin i L P i i it e -
" T— s = . i ks . e ’
ITitems # 1 item selected 533 KB e

Hinh 3.5 Cira s6 Windows Explorer
Ribbon: Chira cic danh sach cac tab chirc ning, mdi tab chtra nhiéu 1énh riéng 1é.
Title bar: Hién thi tén chuong trinh.
Quick Access Toolbar (QAT): Chtra cac 1€nh thudong st dung dudi dang céc cong cu.
Statusbar: Thanh trang thai, hién thi théng tin trong ctra so.
Scrollbar: Thanh cudn, dung dé xem phﬁn ndi dung bi che khuét.
Céc nat Minimize, Maximize, Close: Phong to, thu nhé, dong cira s6 chuong trinh.
e Cac thao tac trén mot cira so
-Di chuyén cira s6: click giit Title va dong thoi di chuyén ctra s6 dén vi tri méi.

-Thay dbi kich thudc cua cira s6: Di chuyén con tré chudt dén canh hoic goc cira s6,
khi con trd chudt bién thanh hinh miii tén hai chiéu thi di chuyén (drag) cho dén khi dat duoc

kich thuéc mong mudn.
-Phéng to ctra s6 ra toan man hinh: click nat Maximize (hodc double click vao Title).
-Phuyc hoi kich thudce trude d6 cia cira sd: click nut Restore (hodc double click vao Title).

-Thu nho cira s6 thanh biéu tuong trén Taskbar: Click ntit Minimize.
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- Chuyén do61 gitra céc ctra s6 cua cac ung dung dang md: Bé chuyén doi gitra cac tng

dung nhin t6 hop phim Alt + Tab hoic chon ting dung twong mg trén thanh Taskbar.
- Thao tac v6i thanh Ribbon: Thu nhéd/ phong to, chuyén tab.

- Thao tac v&i thanh Quick Access Toolbar: BAm chudt phai vao vi tri bat ky trén

thanh Ribbon:

?/ —a i & New item v ) n
Add to Quick Access Toolbar |

De' Show Quick Access Toolbar below the Ribbon

Minimize the Ribbon

- Add to Quick Access Toolbar: Pua 1énh 1én thanh QAT.

- Show Quick Access Toolbar below the Ribbon: Pua thanh QAT xuéng dudi Ribbon.
- Minimize the Ribbon: Thu nho Ribbon.

- Dé thao bo cac 1énh khoi QAT: Bam chudt phai vao 1énh bat ky trén QAT:

N—
BT

m—- Remove from Cuick Access Toolbar

Show Quick Access Toolbar below the Ribbon

Minimize the Ribbon '
= | . i

— = e R LA TR LT A

- Remove from Quick Access Toolbar: G& bo 1énh ra khoi QAT
e Sao chép dir liéu giira ciac rng dung

Trong Windows vi¢c sao chép dit liéu trong mQt ing dung hodc gitta cac ing dung
dugc thuc hién thong qua b nhd dém (Clipboard). Tai mot thoi diém, bd nhé dém chi
chtra mdt thong tin madi nhat. Khi mot thong tin khac dugc dua vao bd nhd dém thi thong
tin trudc do s€ bi xod. Khi thoat khoi Windows thi ndi dung trong by nhd dém cling bi

Xo0a4a.

Ciac budrc sao chép dir liéu: qe I

& Cut

— Chon dbi tugng can sao chép.

— Chon Tab Home—>Copy (hoac CTRL+C).

’ ] Copy path
Copy

— Chon vi tri can chép toi.

— Chon Tab Home->Paste (hoic CTRL+V) dé chép dit liéu tir Clipboard vao vi tri can chép.

3.3.Tap tin, thw muc, 6 dia, dwdng din
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3.3.1. Tap tin
Tap tin (hay con dugc goi 1a tép, tép tin, file) 1a mot tap hop cua cac dir lieu theo mot
cu triic ndo d6, mdi tap tin duge luu trén thiét bi luu trit va duoc dat cho mét cai tén.
Tén tap tin gdm c6 2 phan: phan tén va phan mé rong, giita phan tén va phan mé rong
phai c6 dau cham. Vi du:
- DOCX, TXT, PDF: Pay la phidn mé rong cua tap tin vin ban.
- EXE, COM: Pay la phan mo rong cua tap tin chuong trinh.
- BMP, GIF, JPG: Day la phan mé rong cua tap tin hinh anh.
- MP3, MP4, DAT ... Pay la phan mo rong cua tap tin 4m thanh.

Tuy theo h¢ di€éu hanh ma c6 thé c6 cac qui udc ve tén tap tin khac nhau.

Do dai ctia tén tap tin tiy thudc vao hé thong tap tin. Tty thudc vao hé thong tap tin
va hé diéu hanh ma s& c6 mot s6 ky tu khong duoc ding cho tén tap tin. Trén hé diéu hanh
Microsoft Windows, khong dugc dung cac ky tu sau trong tén tip tin: “/: * 2" <> |”  tén

tép khong qua 255 ky tu.
3.3.2. Pia, Thr muc, dwong din
O dia 1a mot thiét bi sir dung dé doc va ghi dir liéu. Cac 6 dia thong dung:
- O dfa mém: hay c6 tén A, B. Nhung hién nay it duoc sir dung vi dé& hu va luu trix
dugc dung luong rat it.

- O dia cing: hay con goi 1a O ctng (Hard Disk Drive - viét tit: HDD) 1a thiét bi
dung dé luu trir dit liéu trén bé mat cac tAm dia hinh tron phu vat liéu tu tinh. Co
ten C, D, E, . . c6 dung luong l6n, truy xuét dit liéu nhanh chong

- O dia CD-R: 14 6 dia chi doc CD. CD-RW 1a ¢ dia doc va ghi CD. DVD-R 14 6
doc DVD. DVD-RW hay combo la doc va ghi DVD

Thu muc (Folder) 14 noi luu giit cac tap tin theo mot chil dé nao dé theo ¥ ngudi sir dung.

- Ciing giéng nhu tap tin, thu muc c6 thé dugc dit tén tiy ¥ nhung khong can phai

c6 phan mo rong, d0 dai cua tén cling cd thé dat tén co6 dau tiéng Viet.
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- Mot thu muc c6 thé chira v6 so tap tin va cac thu muc khac goi 1a thu muc con,
mdi thu muc con lai chita cac thu muc con khac, tdp hop cau triic cac thu muc

duoc goi 1a cay thu muc.
Puong dan:

- Duong dan 1a cach chi ra t6i b dia, thu muc, tap tin ta mubn tim.
- Vidu: C:\Program Files\Microsoft Office\Officel4\Winword.exe

Y nghia ciia dwong dan trén: Puong dan chi t6i tdp tin Winword.exe nam trong
thw muc Officel4, nam trong thir muc Microsoft Office, nam trong thir muc Program

files va nam trong thu muc goc 6 dia C.

3.3.3. Thiét 1ap hién thi tap tin, thw muc 4n

Ta chon thu muc, tép tin can an sau d6 vao tab View chon Hide Selected items trong

nhom 1énh Show/hide (Hodc R_Click tai thu muc/tap tin/Properties/ Tich chon hide):

cal [ M= Data (D3 - 0
Home Share View “ 9
|.' — TH [ extratarge icons &) Large icons 11 [[] ttem check boxes 7 ury
S il Medium icons == Small icons - [ File name extensions L e
Nawigation 3 — Current. Hide sefected  Options
pane= =i List =2 Details | view= | Hidden items Hams b
(&) l—_)-‘_- * 1 gu » Computer » Data(Dx) v ¢ D -]
-
~ N D
s Favori lame Da
Bl Desktop O.drthanh 14,
& Downloads DanhSachCugi 3
L Recent places db_collections

Hinh 3.7 — Man hinh View

‘fou have chosen to make the following attribute changes:

hide
Do you want to apply this change to this folder only, or do you want to
apply it to all subfolders and files as well?

() Apply changes to this folder anly

Hinh 3.8 — Man hinh xac nhan thay doi thudc tinh
— Apply changes to this folder only: Chi thay ddi thudc tinh cho thu myc hién tai nay
— Apply changes to this folder, subfolders and files: Thay d6i thudc tinh cho toan bo

thu muc hién tai, thu myc con va céc tap tin bén trong néd
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— Ttem check boxes: Hién thj 6 Checkbox cho cac d6i tuong
— File name extensions: Hién thi phﬁn md rong cua tap tin

— Hidden Items: An hay khong an cac thu muc dugc danh du an & trén.
3.4.Quén Iy va cAu hinh ciia Windows

Control Panel 13 noi quan 1y cdu hinh cta hé théng may tinh, di chuyén chudt vao goc
phai dudi cung man hinh—>chon Settings = Control Panel. Thuong thi man hinh Control
Panel hién thi du6i dang Category (6 muc View by). Nguoi dung c6 thé chon dang Large
icons/Small icons. Trong muc nay ngam hiéu la chiing ta dang mo sin cira so6 Control Panel.

Hoc vién tu tim céc chirc ning mb ta sau bang cach sir dung chirc nang tim kiém.
3.4.1. Quan ly Font chir

Dung chtrc nang Fonts dé cai dat thém hodc loai bé cac font khong str dung. Chon céac
font cAn x6a, bAm phim Delete dé x6a font. Dé thém font chit mai: Copy font can thém vao

va Paste trong folder Fonts.

Hodc ta bAm chuot phai vao font chix dé cai dat:

+ | BACLIEU.TTF
BIENHOA.TTE
BINHDINH ~ Preview
BINHLOMN{ Print
CAMAL.TI SkyDrive Pre 4
CAMRANH| Install
CANTHOE lOpen with...

| CANTHOE B Addto archive..

+ | CANTHON B Add to "BIENHOA.rar"

v CANTHON E Compress and email...

A CULONGB? E Compress to "BIENHOA rar” and email

v | CULOMNGE

{ Send to .
v | CULOMNGI
v CULOMGN Cut
v | DACLACN Copy
B BHGHY T Create shortcut
v GIADINH.'E e
v GIOLINH.T

Rename

o | GOCONG,|
v | HADONG.| Properties

Hinh 3.9 Chon font chir d@é cai dat

Mot cira s6 nho s& xuét hién thé hién qua trinh cai dit font. Ban c6 thé sir dung font nay

sau khi qu4 trinh cai dat hoan tat.
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Installing Bienhoa-Bold-Italic (1 of 1 fonts)

Hinh 3.10 Pang cai dat font chit

Hay ta c6 thé str dung tinh ning “kéo va tha” (Drag and Drop) dé cai font.
Dé cai dat font chit méi, ban vao Control Panel va mé muc Fonts 1én. Sau do, ban dung

trinh quén 1y file (nhu Windows Explorer, Computer,...) mo folder chira cac font méi mudn

al)

cai dat. Bay gio, ban chi viéc chon font 61 dung tré chudt “kéo” ching tha vao ctra s6 Fonts.

Windows s& tién hanh cai dit font méi d6 cho ban.

I Fants - B8]

O] = 4 A ® All Control Panel ltems » Fonts v @ | Searchio. P

P . .
KCEEOI B e Preview, delete, or show and hide the fonts

Fort settings installed on your computer
Get more font information .
onling Organize =
Adpust ClearType test o Mn3OH Mormal ]
Find a character o Mnirabia Regular Filz Wiew ~ @
Change font size s NnbrabaH Ragubar s i
A! Nindrisl | B l g
] . . !
w | Mndial MarrcwH Reguiar Famte P =3 M Propermies Select
L} folder - L2 -
A | Vndiriad
& | Mndsistote Medium e, . ool i
o VndristoteH Mediym = % M « Font— » Font-vha
|4 C
& Modwamt | COPY | : . B e
A Nedvanth W Favdites e
« | NnBahamasB Bold [ Dtﬂ?? s ANCULTTF
o « NoBashamasEH Bold & Downloads
Text Seraces and Input o VnRlack Ranuilar &, Recerlplacer
Enospsagt 1 427 items %,
Persanalizabion h 3 Libraries

* Documents
o Music

| Pactures
H videos

#} Homegroup

w €

203 wterms 26 iterns selected 175 ME

Hinh 3.11 Cai ddt font chit bang cdch kéo tha

Dé x6a Font chit khoi hé théng: Trong man hinh Fonts>Bam chudt phai vao font

chit mubn x6a=>Chon Delete:
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E]l = T a4 ¢ Control Panel » All Control Panel ltems » Fonts »

Control Panel H . ) 5
e e T Preview, delete, or show and hide the fonts installed ¢

Font settings " " .
Organize =  Preview  Delete  Hide
Get more font information

online o | Mn3DH Mormal o | Vnirabia Regular
Adjust ClearType text & MnArial MarrowH Regular A VnArialH

Find a character A VnAvant |/ A VnAvantH
Change font size |+ MnBlack Regular 5 Add to archive...

A MnBook-Antiqua g Add to "Fonts.rar”
|+ MnClarendon Mo g Compress and email...
'+ MnCooper Mediu g

Compress to "Fonts.rar” and email

4 MnCourier Morm:

Copy
|+ MnFreeH Medium
"« VnHelvetinsH Md #  Delete
'+ MnLincolnH Regu Preview
& MnMemorandurm Piink
A MnMystical Regu Hide
Vem M mm e EO I P

Hinh 3.12 Xéa font chit khéi hé thong
3.4.2. Thay d6i thudc tinh man hinh

Mo man hinh Personalization (hodc R_Click trén Desktop, chon Personalize).

Graphics Properties...

. Graphics Opticns
Mew

= Screen resolution
W Gadgets
| g] Personalize

L

Hinh 3.13 Thuéc tinh cia man hinh Desktop
Tir man hinh nay chung ta c6 thé thay doi:

Desktop Background: anh nén cho Desktop bang cach Click chon anh c6 sin hoic

kich nat Browse dé chon tap tin anh khac.
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Screen Saver: Thiét lap ché 36 bao [=

Personalization - oIEl|

vé man hinh, dong thoi co thé cai
Contrel Panel Home

Password dé bao v€ phién lam viéc hién Change desktap cons

Change mouse pointers
\
hanh.

Color: Thay d6i mau séc, Font chi
va ¢d chir cua cac Tab, Shortcut, Title

bar, ...
Sounds: cho phép thiét lap 4m | o

Taskbar

thanh phat ra khi Windows thuc thi Ease of Access Centr

T H <« All Control Panel tems » Personalization v G Search Co... @

e

Change the visuals and sounds on your computer

Click a theme to change the desktop background, color, sounds, and
screen saver all at once,

5 A
Get more themes online

Windows Default Themnes (3)

x

Windows Earth
q v
1

| 4 | w WP #@
L -

Desktop Color Sounds Screen Saver
Background Autematic  Windows Default Mone

Harmony

dong/ma cia so, tat/khéi dong hé thong.

Themes: mot tap hop nhing yéu t6 tao nén giao dién cho may tinh gdm cac hiéu ing d6

hoa, am thanh, mau sic, con chudt, hinh nén.. Tac 1a thay vi thay ddi timg muc Desktop

Background, Windows Color. Sounds..., ching ta c6 thé chon theme ¢ san duoc thiét 1ap theo

cac chu de.

3.4.3. Thay d6i d6 phan gidi, ché 46 mau

Dé thay d6i do phan giai man hinh trong Windows 8 ban thuc hién theo huéng dan sau:

Trén man hinh Desktop, bam chudt phai lén viung trong, xuat hién menu ngtr canh, bam chon

Screen Resolution.

Graphics Properties...
Graphics Options

Mew
B2 Screen resolution

Eﬂ Gadgets
B Personalize

x

Ctra sO0 Screen Resolution xuat hién
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4 B « Display » Screen Resolution Search Co.. 0O

Change the appearance of your display

Display:

Rezolution: IE‘IE‘.I&E 768 (Recommended) :

Orientation: Landscape N
EEEEEEREEE ]

Advanced settings

Project to a second screen (or press the Windows logo key S + P
Make text and other items larger or smaller

What display settings should | choose?

. Cancel | Lpply

Hinh 3.14 Cira sé Screen Resolution

Nhap chudt tai muc Resolution: Xuét hién ctra s6 nho véi thanh trugt va ty 1& do phan
giai man hinh duoc dinh sén, ban hiy kéo thanh truot 1én hodc xubng tuong tng vdi d6 phan

gidi man hinh ma ban muon.

Display: 1. Mobile PC Display v

Resolution: 1366 x 768 (recommended) v]

High
[ 1366 x 768 (recommended)

Orientation:

Advanced settings

Connect to a projeq
Make text and othe

What display setting

OK ][ Cancel ] Apply

800 x 600

Low

Hinh 3.15 —Man hinh thay déi d¢ phan gidi

Khi di chon duoc do phan giai man hinh thich hop, baim Apply, man hinh may tinh s&
ti di khoang mot gidy va sang trd lai.
Xuat hién cira s6 Display Settings, bAm chon Keep Changes néu mudn gitt nguyén thay

do61, hoac bam chon Revert néu ban mudn thay doi lai d§ phan giai man hinh cii.
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Do you want to keep these display settings?

Reverting to previous display settings in 11 seconds.

Hinh 3.16— Man hinh cho thoi gian thay doi dg phan giai

3.4.4. Loai bé chuong trinh
Pé g& bo phan mém khoi hé théng may tinh ta vao Control panel->chon Uninstall a

Program:

@ » @ ¢ Control Panel RN v} Search Co... Q@
Adjust your computer's settings View by:  Category ~
wi View network status and w Personalization -~
~w@,  tasks Change the theme

Choese hemegreup and
sharing options

/ Hardware and Sound

View devices and printers g

Add a device oY
Adjust commonly used
mobility settings

Programs

.
Uninstall a program Il
. 1§

Change desktop background
Adjust screen resolution

Clock, Language, and
Region

Add a language

Change input methods

Change date, time, or
number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

Hinh 3.17 — Man hinh chon Uninstall a program

Sau khi chon Uninstall a program, man hinh luu trit toan bo phﬁn mém di cai dat s&

xudt hién nhu dudi day:

Organize = | Uninstall I 4= =
Name . Publisher Installed On  Size
ETIHTML Help Workshop 04/11/2013
4 Intel ® HD Graphics Driver Intel Carporation 29/10/2013 T42MB
&2 Internet Download Manager 26/10/2013
|1 Java 7 Update 45 (64-bit) Oracle 27102013 118 MB
| £sf Java SE Dwtln}:}&fni Kit 7 Update 45 (64-bit) Oracle 27/10/2013 226 MB
=, MathPlayer Design Science, Inc, 12/11/2013

Hinh 3.18 — Man hinh g& b6 phan mém khoi mdy tinh

Chon chwong trinh can g& bo>bim Uninstall.

3.4.5. Ciu hinh ngay, gio hé thong

Dé xem chi tiét ngay gid hé théng, cach nhanh nhét 13 ta bAm chudt vao biéu tuong ngay

gi0 & gboc phai thanh Task Bar:
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Friday, January 31, 2014

January 2014

Mo Tu We Th
0 o311 2
p 5 8 D
13 1415 16
20 21 22 23
27T 28 29

3 4 5 b
10:42:15 PM

Change date and time settings...

10:42 PM

a |z A .l W0 ENG
gl L 31/01/2014
~—

Hinh 3.19 — Man hinh xem chi tiét ngay gio hé thong
Dé thiét 1ap cau hinh ngay gio hé théng/ chon Change Date and time Settings...

Date and Time | Additional Clocks | Internet Time |

Date:
Friday, January 31, 2014

Time:
10:51:16 PM

{8 Change date and time.. -

Time zone

(UTC+07:00) Bangkok, Hanoi, Jakarta

Change time zone...

Daylight Saving Time is not observed by this time zone,

Hinh 3.20 — Man hinh Date and Time

Tai man hinh 3.20, d¢ thay doi ngay gio hé théng: Chon Change date and time...
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Set the date and time

Date:

Change calendar settings

|| Cancel |

Hinh 3.21 — Man hinh thay déi ngay gio
Trong man hinh 3.21, mudn thay d6i ngay thang ta hi¢u chinh trong viing Date, mudn
thay d6i gio giac ta hiéu chinh trong ving Time.
Mot sd trudng hop ta phai thay doi cach hién thi ngay thang nim, ta chon “Change

calendar settings”:

|NL.|mbersi Cm'ency_i Time | Date |

Example
Short date: | 3170172014

Long date: : Friday, January 31, 2014

Date formats

Short date: | dd/ MM yyyy)

Long date: |_c;c;:i:;;l_\a1-f'-vil':ﬂf\d“d, Yy

What the notations mean:
d, dd = day; ddd, dddd = day of week; M = month; y = year

Calendar
When a two-digit year is entered, interpret it as a year between:
1939 and |2028 =

Eirst day of week: : Sunday

Click Reset to restore the system default settings for
numbers, currency, time, and date.

Hinh 3.22 — Thay déi dinh dang ngdy thdng
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Thuong ¢ Viét Nam st dung dinh dang “dd/MM/yyyy”, 1a dinh dang ngay thang nam,
néu mudn hién thi thang/ngay/nam thi ta phai doi thanh “MM/dd/yyyy”.

— Pé dinh dang gid giic, ta vao tab “Time”:

Examples

Short time: i-11:13PM

Long time: | 11:13:00 PM

Time formats

Short time:

Long time:

AM symbaol:

PM symbol:

‘What the notations mean:
h = hour m = minute

s = zecond (long time only)
tt = AM. or P.M.

h/H = 12/24 hour

hh, mm, ss = display leading zero
h, m, 5 = do not display leading zero

Click Reset to restore the system default settings for
numbers, currency, time, and date,

Hinh 3.23 — Thay déi dinh dang gio gidc
May tinh cling bi 1€ thudoc vao mui gio khi cai dat h¢ diéu hanh, thong thuong thi
trong qua trinh cai dat n6 ty lfiy mui gio mac dinh nao d6, mui gio nay khong dung voi

qudc gia s tai. tai hinh 3.20, dé thay d6i mui gio hé thong : Chon Change time zone...

Set the time zone:

Time zone:

(UTC+07:00) Bangkok, Hanoi, Jakarta

Current date and time; Friday, January 31, 2014, 11:40 PM

Ok | Cancel |

Hinh 3.24 — Chon mui gio cho dung voi Viét Nam
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3.4.6. Thay d6i thudc tinh ciia chudt

pé thay ddi trang thai lam vi¢c cho nit chudt: Vao Control Panel/ chon Hardware and

Sound

@ = 1 B » Control Panel

Adjust your computer's settings

System and Security

Review your computer's status

Seve backup copies of your files with
File History

Find and fix problems

Metwork and Internet
View network status an

Choose homegroupgfid shaning
opticns

Hardware and Sound
View devices and printers

Add a device

Adjust commonly used mobility
settings

w F% b Control Panel ¢ Hardware and Sound

Control Panel Home

System and Security
MNetwark and Internet
Hardware and Sound

Programs

User Accounts and Family

Programs

Uninstall a program

G140 Trinh Office 2013 co ban

v & |'F.a3r1:h Co. B

View by: Category =

User Accounts and Family
Safety

ﬁ' Change account type

¥ Set up Family Safety for any user

Appearance and

Personalization

Change the theme

Change desktop background
Adjust screen resolution

Clock, Language, and Region
Add a language

Change input methods

Change date, time or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

Hinh 3.25 — Man hinh chon Hardware and Sound
Sau d6 chon Mouse nhu hinh duéi day:

v & Search Co.. 2

\

Devices and Printers
Add a device
'@ Dievice Manager

Change Windows To Go startup options

Advanced printer setup | Mouse

AutoPlay
Change default settings for media or devices
Play CDs or other media automatically

Hinh 3.26 — Man hinh chon Mouse
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.D-é.li-;l.'r.;aumpad._ Buttons F'mnters F‘olnter f.ji;:&.inns "u"l.l'heel .;:_.I.-Iardware:

Button configuration
[] Switch primary and secondary buttons

Select this check box to make the button on the
right the one you use for pimary functions such
as selecting and dragaing.

Double-click speed

Double-click the folder to test your setting. fthe
folder does not open or close, try using a slower
setting.

Speed:  Slow [ Fast

Click Lock
[] Tum on ClickLock Settings:

Enables you to highlight or drag without holding down the mouse
button. To set, briefly press the mouse button. To release, click the
mouse button again.

Hinh 3.27 — Man hinh Mouse Properties
% Trén tab Buttons: thiét lap nut nhén chudt, toc do di chuyén chuot.
= Tac6 thé chuyén doi vi tri cho tay thuan cta ban 13 tay phai hay tay trai bang
cach nhap chudt chon Switch primary and secondary buttons
= Di chuyén thanh truot dé thiét lap tbc do di chuyén chudt & muc Speed
= Khi ban thyc hién xong cac thay doi trong thiét 1ap cho Chudt, click nit OK
dé lIuu céc thiét 1ap nay.
< Trén tab Pointers: thiét 1ap kiéu dang chudt

Mudn thay d6i kiéu dang chudt ta nhap chudt vao nit Browes va tim kiéu thich hop.
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Scheme

\Windows Defauit (system scheme)

W | R?

==
Customize:
Mormal Select
Help Select
Working In Background

Busy

Precision Select

[] Enable pointer shadow

| Use Defaut | Lavy;e\_l

OK || Cancel |

Anphy

Hinh 3.28 — Man hinh Pointers

Look in: | | Cursors

VI o T > E-

(= MName
L

Recent places s aero_arrow_l.cur

aero_arrow.cur

\ aero_arrow_xl.cur

O aero_busy.ani

Desktap O aero_busy_Lani

Date modified L

22/06/2012 2:03 AM
22/06/2012 2:03 AM
22/06/2012 2:03 AM
22/06/2012 2:03 AM
22/06/2012 2:03 AM

Type

Cursor
Cursor
Cursor
Anima

Anima

— 100 aero busy wl.ani
-0

22/06/2012 2:03 AM  Anima

Libraries

@;

Computer

AErO_EW.CUr
T aero_ew_l.cur
T aero_ew_xl.cur
% aero_h elpsel.cur
3 oa ero_helpsel_lL.cur
\,‘n aero_helpsel_xl.cur

o aero link.cur
<

Type: Animated Cursor M Cursor
Size: 245 KB W
Date modified: 22/06/2012 2:03 AM

Cursor

Cursor

02/06/2012 9:32 PM  Cursor
02/06/2012 9:32 PM
02/06/2012 9:32 PM

02/06/2012 9:32 PM

Cursor
Cursor

Cursor ¥

File name:

Iaero_bus_v_)d.ani W | |

Files of type:

| Cursors {*ani, *cur) vl o

O

Hinh 3.29 — Man hinh chon hinh dang chugt

< Trén tab Pointer Options: thiét 1ap hay thay doi cac tily chon nhu bén duéi:
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Maotion

[\\f Select a pointer speed:
Slow U

Enhance pointer precision

Snap To
|_ [ ] Automatically move pointer to the default button in a

dialog box

Visibility
I:%’ [ ] Display poirter trails

]}

Hide poirter while typing

': h{ [ Show location of painter when | press the CTRL key

Hinh 3.30 — Man hinh Pointer Options

= Select a pinter speed: Toc do di chuyén ctia con tré chudt

= Enhance pointer precision: Gia tang do chinh x4c cta con tr6 khi ban di
chuyén trong khoang ngan.

= Snap to: Céu hinh chu6t dé né tu dong di chuyén té1 nit mac dinh trong hop
thoai dé thuan tién cho cac hdp thoai c6 nut can chon nhanh.

= Display pointer trails: Thiét lap chiéu dai ciia bong con tro.

= Hide pointer while typing: An con tré chudt khi g vin ban.

= Show location of pinter when I press the CTRL key: Xéc dinh vi tri con

tré chudt trén man hinh bang cach nhan phim Ctrl.

3.4.7. Thay d6i thudc tinh viing mién (Regional Setting)

Pé thay ddi cac thudc tinh nhu dinh dang tién té, hién thi ngay gid, don vi do ludng,..

theo khu vuc chung ta sir dung, chon muc Region and Language.
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@ ~ ¢ [& » Control Panel v & Search Co... 0@

Adjust your computer's settings View by: Category ~

Hardware and Sound Adjust screen resolution

View devices and printers
Add & device Clock, Language, and

Adjust commonly used A Region
mobility settings L Add a language

Change input methods /
Prc}grams Change date time or nurhber
formats

Uninstall a program

Ease of Access

Hinh 3.31 — Man hinh chon Region trong control panel

Formats | Location | Administrative |

Format;

‘English (United States)

Language preferences

Date and time formats

Short date: | d/MM/yyyy

Long date: | ddldd, MMMM d, yyyy

Short time: | bz £

Long time: | h:rmm:ss t

First day of week: |5umiaj,r

Examples
Short date: 03/02/2014

Long date: Monday, February 3, 2014
Short time: 1219 AM
Long time: 12:19:50 AM

Additional settings...

Hinh 3.32 — Man hinh Region
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Thé Formats: Cho phép dinh dang hién thi cac thong sb ngay thang, tién t&, s6 theo
ving mién (qudc gia), .... Ngudi dung c6 thé chon nit Additional settings dé tuy y thay do6i
thiét lap vé:

— Number: Thay d6i dinh dang s6, v6i cac muc co ban: Decimal symbol (ky hiéu phan cach
hang thap phan); No. of digits after decimal (s6 cac sd 1¢ & phan thap phan); Digit
grouping symbol (ky hiéu phan nhom hang ngan); Digit grouping (s6 ky sb trong mot
nhom (mic dinh 13 3); Measurement system: (hé thong do ludng nhu cm, inch)

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

— Time: Thay d6i dinh dang thoi gian theo ché d6 12 gid hay 24 gio.

— Date: Thay d6i dinh dang hién thi ngay thang.

+ Thé Location: Thay ddi thudc tinh ving, viéc chon mot ving nao d6 sé& kéo theo

su thay ddi thudc tinh cuia Windows.

+ Thé Administrative: Thuc thi dinh dang hién hanh cho cac tai khoan khac hoac
tai khoan moi.

3.4.8. Gadgets

Mot trong nhirng tinh ning dugc quan tim trong Windows 8 14 kha niang b6 sung
thém céc Gadget vao man hinh desktop dé trang tri cho desktop. C6 nhiéu tmg dung nho cé
thé trg gitp viéc hién thi thong tin va cho phép ban tuong tac véi may tinh ctia minh khi
khong can khai chay cac chuong trinh khéc.

Trude khi dua thém that nhiéu gadgets 1én desktop dé tang su hap dan thi ban nén nhé
rang néu sb luong gadget hién thi qua 16n s& khién may tinh khoi dong cham. Do vy, ban
can chti y dua s6 lugng gadget 1én desktop vira phai va

Mew F

thay doi sau mdi khoang thoi gian thi méi 1a t6i wu, vira _
E=S Screen resolution

gitp desktop méi la mdi ngdy ma mdy van chay vi vu. | @ Gadgets

Du6i day 1a mot sé Gadget ndi bat dé ban c6 thé tham | & Personalize

khao va dua vao kho Gadget ua thich ctia minh.
+ Pem Gadget ra ngoai desktop.
Nhén chudt phai vao Desktop sau d6 chon Gadgets, Chon gadget thich hop sau d6 kéo
ré gadget ra ngoai man hinh desktop hodc nhap chudt phai vao gadget > chon Add
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Hinh 3.33 — Man hinh Gadgets

4+ G& bé Gadget ngoai desktop

Nhap chon Gadget can g& bo, gadget Hoic nhap phai vao Gadget can bo va

xuat hién cac nut chon phia bén phai, chon Uninstall

sau d6 nhap chudt vao nut close dé bo.

NN, x)

4

August 2013

Néu may tinh c6 internet thi ta c6 thé bd sung thém nhiéu tién ich bang cach bam vao lién

két Get more Gadgets online.

3.4.9. My in

C6 mot s6 chuong trinh xir 1y vin ban, bang tinh, d6 hoa... doi hoi hé théng phai co
cai dit may in thi méi cho phép sir dung chtrc ning xem trude (Preview, Print Preview). Néu
ban khong c6 may in ban c6 thé cai mot may in 4o, c6 nghia 13 ban chi cai chuong trinh diéu
khién (Driver) may in théi chir trén thyc t& thi khong c6 may in nao ca va di nhién 1a ban

cling khong thé in dugc.
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Adjust your computer's settings

d Y System and Security
Review your computer's status
Save backup copies of your files with File History

Find and fix problems

. Network and Internet
@H View network status and tasks
e

Cheoose homegroup and sharing options

8,
.

| ./ Hardware and Sound
:@ ! [iew devices andgarinters
Add a device
Adjust commenly used mehility settings

¥

7

— Programs
h S8l Uninstall 5 program

®

View by Cat

User Accounts and Family Safety

I@'Change account type
[@' Set up Family Safety for any user

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

Hinh 3.34 — Man hinh chon View devices and printers

@ - 4 @« Hardware and Sound » Devices and Printers v &

Add a device Add a printer
4 Devices (4)

Dell Inc. USB Input Device

] 208 items
—: ‘j

USBE Optical
Mouse

Windows
Phone_Cop

Hinh 3.35 — Man hinh Add a printer

— Sau khi chon Add a printer thi man hinh Searching for available printers hién thi

ra:

Searching for available printers...

Printer Name

Address

& The printer that | want isn't listed

Stop

Cancel
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— Chon The printer that I want isn’t listed:

Find a printer by other options

(") Select a shared printer by name
Browse...

Example: \\computername\printername or
http://computername/printers/printernarne/.printer

(7 Add a printer using a TCP/IP address or hostname

(_) Add a Bluetooth, wireless or network discoverable printer

(@iAdd a local printer or network printer with manual settings:

Cancel

Hinh 3.36 — Man hinh chon local printer

— Tai man hinh nay ta chon Add a local printer or network printer with manual

settings roi bAm Next.

%
<]

Choose a printer port

A printer port is a type of connection that allows your computer to exchange information with a printer.

(®) Use an existing port: | LPT1: (Printer Port) ~
@]

{_) Create a new port:

Type of port: Local Part

Cancel

Hinh 3.37 — Man hinh chon céng cho mdy in
Chon Port r6i nhan Next
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Install the printer driver

./ Choose your printer from the list. Click Windows Update to see more models.

To install the driver from an installation CD, click Have Disk.

Manufacturer Printers

Generic 54/HP Color Laserlet 2500 PCL6 Class Driver
Gestetner |5 HP Color Laseret 2500 PS Class Driver
[51HP Color LaserJet 2550 PCL6 Class Driver

InfoPrint = EIE Caloctacarlak JRRLDE Vilzee Pirniar,
4 >

i 0 S

1 This driveris digitally signed. ‘ Windows Update ‘ | HaveDisk...

Tell me why driver signing is important

| Mext || Canceil

Hinh 3.37 — Man hinh chon cai driver may in

Tai man hinh 3.37 ta chon driver may in va nhan Next, may tinh s& tién hanh cai dat driver

Type a printer name

Printer name:

This printer will be installed with the HP Color Laserlet 2500 PCLE Class Driver driver,

Conel |

Hinh 3.38 — Man hinh dat tén cho may in

Ta dit tén cho may in rdi nhin Next
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Printer Sharing

If you want to share this printer, you must provide a share name. You can use the suggested name or
type a new ene. The share name will be visible to other network users.

() Da not share this printer

(®)Share this printer so that others on your network can find and use it

Share name: ‘ HP Color LaserJet 2500 PCLE Class Driver

Location: ‘

Comment: ‘

Hinh 3.39 — Man hinh thiét ldp chia sé mdy in
O man hinh Printer Sharing, ta c¢6 thé cdu hinh cho phép chia sé mdy in dé cac may
trong cliing mang c6 thé sir dung chung may in. Sau khi thiét 1ap xong cac thong s ta nhan

Next:

You've successfully added HP Color Laser)et 2500 PCL6 Class Driver

To check if your printer is working properly, or to see troubleshooting information for the printer, printa
test page.

4 Printers (6)

Foxit Microsoft XPS PDF-¥Change 3.0 Send To HP Color Laserlet
PhantomPDF Document Writer OneMote 2013 2300 PCLE Class
Printer Driver

— Téi day ta c6 thé sir dung may in dé Print preview dugc.
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3.4.10. Taskbar va Start Menu
Taskbar 13 thanh tac vu ma ta thuong xuyén st dung, ta c6 thé hiéu chinh thanh
taskbar.
— Thay d6i kich thwéc va di chuyén thanh taskbar: Ta mo khoa thanh Taskbar
va dé dang thao tac, Click phai chudt 1én Taskbar va bé Lock the Taskbar.

Show windows stacked
Show windows side by side

Show the desktop

Start Task Manager

Lock the taskbar

Properties

Hinh 3.41 — Bo khoa Taskbar
— Sau khi mé khoa, ta dé dang di chuyén thanh Taskbar ra 4 goc cia man hinh
(trén, dudi, trai, phai) bang cach bam chudt trai xudng thanh Taskbar va ré chudt dén cac
gdc man hinh mong muén.
—-pé thay ddi kich thudc cua thanh Taskbar: Dat con tré chudt 1én bia trén cla
thanh Taskbar cho t&i khi tro chudt bién thanh mili tén 2 dau, ta kéo canh dé thay d6i kich

thudce.

—Thiét 1ap thudc tinh cho thanh Taskbar: Dé thiét 1ap thudc tinh cho thanh

Taskbar, ta bAm chudt phai 1én thanh taskbar 10i chon Properties:

Toolbars

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop

Start Task Manager

Lock the taskbar

Properties

Hinh 3.42 — Chon Properties cho Taskbar
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Taskbar 'jﬁmp.L.'lsil:s '.I'oolb'arsi

Lock the taskbar
Auto-hide the taskbar
[TUse small taskbar buttans

5 [
Taskbar location on screen: | Bottom

Taskbar buttons: Mewver combine

i Always combine, hide labels

Notification area: Combine when taskbar is full

) Mever combine

n lJse Peek to preview the desktOpWnER yoU move oL
Show desktop button at the end of the taskbar

How do I customize taskbars?

Hinh 3.43 — Man hinh Properties cua Taskbar

— Lock the taskbar: Khoa va mé khoa taskbar
— Auto — hide the taskbar: Thiét 1ap tu dong an/hién thanh taskbar
— Use small taskbar buttons: Sir dung biéu twong nho cho taskbar
— Déi khi s6 luong cac biéu twong nam trén thanh taskbar qua nhiéu gy kho khan cho
thao tac, ta c6 thé cau hinh ving Taskbar buttons:
o Always combine, hide labels: Luén luon gom nhoém biéu tugng trén taskbar
o Combine when taskbar is full: Gom nhém biéu twong khi s6 luong quéa 16n

o Never combine: Khong bao gid gom nhom

3.4.11.Backup & Restore
Sao luu dir lidu 1a mot trong nhitg nhiém vu quan trong nhat ma bat ky ngudi ding

nao ciing khong nén bo qua, dé kich hoat ta vao Control panel/ chon Recovery.
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Adjust your computer's settings View by: Largeicons =
= - e A —ommae "
o Lenovo - Fingerprint Lenovo - Microphone @ i S e R
Manager Pro ‘ Mute
Lenovo - Update and (S 7 . . .
; : 4 Location Settings d Mail
@ Drivers (32-bit) L g '
_? Mouse g;.' Metwdricant Sharing Notification Area lcons
=T Center e |
; Personalization @7 Phone and Modem ‘TQ Power Options
7l Programs and Features Realtek HD Audio Manager | & Recove
P g g9 £
] . ; RemoteApp and Desktop o
l‘:-’ Reglon E*L‘) Connections A S
itjj Speech Recognition y Storage Spaces @ Sync Center
- .

Hinh 3.44 — Man hinh chon Windows Recovery

— Trong Recovery ban nhdp vao lién két Create a recovery drive.

il Recovery - oiEE
\é) - 4 iﬁL » Control Panel » All Control Panel ltems » Recovery v | O Search Control Panel o0

[ 2]

Control Panel Home
Advanced recovery tools

'@' Create a recovery drive
Create a recovery drive to refresh or resef your PC, or to troubleshoot problems, even when it can't start.,

'5‘" Open System Restore
Unde recent system changes, but leave files such as documents, pictures, and music unchanged.

';‘;‘ Configure System Restore
Change restore settings, manage disk space, and create or delete restore points.

If you're experiencing problems with your PC, you can refresh itin PC settings.

File History

Hinh 3.45 — Man hinh chon Create a recovery drive

Windows s& tim kiém mot  dia thich hop dé luu trit cac ban sao luu hodc ban cling c6

thé chon mdt vi tri trén mang dé sao luu.
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@y Starting Windows Backup

Please wait while Windows Backup starts

Trong hdp thoai "Select Where You Want to Save Your Backup”, chon mdt vi tri ma
ban mudn luu backup. Luu ¥ rang ban ¢6 thé luu backup ctia minh vao 6 DVD, 6 cling ngoai
hodc 6 cing trong. T4t nhét 13 cac ban nén si dung mot 6 dia ngoai c6 dinh dang NTFS voi

t6i thiéu khong gian tréng cho image hé thong hién hanh.

X
e =

Select where you want to save your backup

We recommend that you save your backup on an external hard drive.

Save backup on:

Backup Destination Free Space  Total Size
= Data (D7) 8.09GB 46.88 GB
"i@ DVD RW Drive (F:)
L Refresh | | Save onanetwork.. |

Mext i Cancel |

Hinh 3.46 — Man hinh chon noi luwu backup
— Sau khi chon 6 dia, nhép nit Next dé tiép tuc
Trong hdp thoai What Do You Want to Back Up?, sit dung tuy chon méc dinh Let
Windows Choose néu ban mudn backup cac file dir li€u trong cac thu vién, cac thu muc
Windows mac dinh, desktop va tao image h¢ théng. Chon Let Me Choose dé ban tu chon cac
thu vién va thu muc mudn backup va c6 tao image hé thong hay khong.

— Nhip nat Next dé tiép tuc.
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E; Setup backip

What do you want to back up?

@) Let Windows choose (recommended),
Windows will back up data files uvﬁd% fibraries, on the desktop, and in default Windeaws folders.
Windows will also creste a systern image, which can be used to restore your computer if it stops
working, These items will be backed up on a regular schedube. How does Windows chogse what
ck upl

& Let me choose

You can select libraries and folders and whether to include a system image in the backup.
The items you choose will be backed vp on a regular schedule,

Xem lai céc thiét 1ap backup cua ban. Nhip nut Save Settings va Run Backup dé bit dau
qua trinh backup.
Sau khi chon xong, ban bam nut Next, bay gio ban s€ xem lai nhitng cong viéc can sao

luu da chinh xac chua va chac chan rang tat cd moi thur da hoan tat.

Dé thuc hién Restore: tir muc Backup and Restore, chon file backup, click Restore my

files.

3.4.12.D6i mat khiu ding nhip, tao thém/ x6a tai khoan nguoi diung
Khi sir dung may tinh thi da phan thong tin can dugc bao mat, dé tranh may tinh bi
truy cp trai phép khi chua c6 sy dong y ctia chil nhén ta can thiét 1ap mat khau bao vé may
tinh. Pong thoi ta ciing c6 thé tao nhidu tai khoan sir dung cho méy tinh. C6 nhiéu cach dé
céu hinh, tai liéu huéng dan cach don gian va nhanh nhat:

- Bam chudt phai vao Computer/ chon Manage / Chon nhom Local Users and

Groups:
| Cq
Open File Action View Help
Pin to Start = | P |
:“_.P" _ME‘”E‘QE & Computer Management (Local | pame Eull Name
Map network drive.., « 1 t.ST)rjsfka:c:sd | #¢ Administrator
) Task Scheduler ’
s e i e ;I Evei Viewes :!"ASF'NET ASP.MET Machine Acco
+ Guest
s Shared Folders
Create shortcut = & HomeGroup... HomeGroupUser$
4 ¥ Local Users and Groups||
Delete = Users &thanhtran
Rename T __ Groups f."'xuandieu xuandieu
Prapeities | s () Perf_ormance
| = Device Manager

Hinh 3.47 — Man hinh thao tac tai khoan nguoi su dung

—Pé thay doi thong tin tai khoan ta bam chudt phai vio tai khoan:
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k-'thanhtran

Set .Fi'assword"....
All Tasks 4

Delete

Rename
Properties

Help

+ Set Password: Thiét l1ap mat khéu cho tai khoan
+ Delete: X06a tai khoan nay khéi may tinh
+ Rename: D6i tén tai khoan

—Pé tao mdi tai khoan cho may tinh ta bam chudt phai vao Users/ chon New User...:

& Computer Management (Local| Name Full Mame Description
4 ‘t{& System Tools
{2 @ Task Scheduler
i 2] Event Viewer
i+ @/ Shared Folders

g’;.Administrator
& ASPNET AS
._’_;JiGUSt

User name: |drthanh
& HomeGroup... Hg

4 3% Local Users and Groups

= == 1| & thanhtran Full niame: [Tran Duy Thanh
] hsd = |
Mew User... . i :
e Gro— Description:
[+ (&) Perfor View »
g Device
4 & Storage e Password: sessreee
(=9 Disk M Export List...
I Fy Services an Corfirm password: eRSANANE
- Help

User must change password at next logon

[ User cannat change password

Password never expires
[ Account is disabled

Hinh 3.48 — Man hinh Tao moi tai khoan sw dung
—Tai man hinh New User, ta nhdp cac thong sb can thiét nhu hinh trén rdi bAm Create
dé tao méi tai khoan.
3.4.13.Cach sir dung wifi, mang c6 dy, ciach ngit/mé card mang
Déi véi Laptop st dung Windows 8 thi thuong card Wifi duoc cai dat san trong may
tinh, & goc phai dudi cting thanh Taskbar c6 biéu tugng Wifi ta nhin vao né dé tién hanh két
nbi. Chi y 1a may tinh d6i khi ding phim ctng dé thiét lap, ban phai chic chin 1a Wifi da
duoc kich hoat.
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Networks

(© Networks

Wi-Ei drthanh

drthanh
Enter the network security key

. Connect automatically

B B || —+——+ 100

3:36 PM

A Mg R Ll de  ENG oRA2/2014

Hinh 3.49 — Man hinh két noi Wifi
Khi nhin vao biéu twong WIFI, méy tinh s& tim ra nhimng Wifi sin sang két ndi, ta
chon Wifi can két ndi/ bAm Connect/ nhap mat khéu rdi bAm Next.

— Poi voi mang c6 diy: Phai dam bao card mang da duoc kich hoat, day cim mang
két ndi tot, thong thuong khi cam day thi may tinh tu dong két ndi ra internet, doi khi khong
két ndi dugc ¢ thé do 10ng day hodc card mang d3 bi tit. Dé kiém tra card mang ta lam nhu
sau:

—BAm chudt phai vao biéu twong Network/ chon Properties/ chon Change adapter

settings

Netw (& Network Connections -

= T I‘;q.: « Net.. » T 'E' < Met.. b MNetwor.
Open

-

Pin to Start Organize = » &

Centrol Panel Home

Map network drive... = Ethernet
LChange adapter settings-'—b L:{ r.jEerr:‘rh cahile i
=T o

Discennect network drive...

L/ Change advanced sharing

Create shortcut " settings

Delete |
ft Metwork Adapter Multi...

Properties ; :
Titems 1 item selected

Hinh 3.50 — Man hinh kiém tra card mang cé dady
—Néu nhu c6 déu chéo d6 nhu trén tirc 1a chua cam day, néu khong co chéo d6 ma biéu
tuong bi mo thi card mang bi tit ta can kich hoat: Bam chudt phai vao card mang/ chon

enable
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Ethemg_t__
%~ Disat][@ Enable :
. -. | | K
T
-‘-h wEthe Diagnose
.  Remg
@ Unidd Create Shortcut
Delete
"\ﬁ:.i' Rename
#  Properties

Hinh 3.51 — Man hinh kich hoat card mang

3.4.14.Tuy chinh cac chwong trinh khi khéi dong HDH
Dé tly chinh ta hién thi Task Manager bang cach bAm chudt phai vao Taskbar/

chon Task Manager:

h Task Manager

. Lock the taskbar
Properties
10:45 P
0340272014

™z fil] .l e ENG

Hinh 3.52 — Man hinh chon Task Manager

Eile Options View
Processes i"Performance | App history | Startup | Users | Details | Services |

* 5% | 55% 0%
Marmne s CPU Memory is| Metwork

Apps (7)

¢ @ Google Chrome (3., 32.6 ME 0.1 MB/s
v [ Microscft Word (3. : 167.1 MB 0 MB/s
- R Snipping Tool 22MB 0 MB/s

© Sticky Notes 2.3 MB 0 MB/s

| w0 Y £ L A 0 KAn AR

@ Fewer details

Hinh 3.53 — Man hinh Task Manager
— Trong cira s6 Task Manager, may tinh cung cdp chi tiét cho chung ta biét cac chuong
trinh dang chay: Xu ly CPU, b¢ nh¢, khong gian luu trit, mang. ..
+ Processes: Cac chuong trinh dang duogc thyc thi
+ Performance: Thong ké qua trinh xir Iy may tinh

+ App History: Lich sir cac ung dung duogc thuc thi
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+ Startup: Danh sach cac chuong trinh, dich vu dugc thuc thi cung luc khi may tinh
khoi dong. Ta c6 thé tat bot dé gitip ting toe khoi dong may tinh (bAm chudt phai/
Disable):

| 'y Google Installer Gonale Inc.

' = Disable u
= hkcmd Module (2) | T

— Open file location
B igfxTray Module
Search online

&# Internet Download M Properties

+ Users: Danh séach céc tai khoan dang st dung trén may tinh
+ Details: Chi tiét cac chuong trinh dugc thuc hi¢n
+ Services: Danh sach cac dich vu trong may tinh, dé tit dich vu ta chon Stop, dé

kich hoat ta chon Start:

| WECSVE : 924 Security Centy
| 2 WIMPNetworkSve Start [
| 7 WianSve .Stop
| 5 Winmgmt | Ractant ]
| L5 WinHttpAutoProxySve|
[0 WinDefend Open Services
| S, WdiServiceHost Search online l
DS i Go to details
3.5. Windows Explorer

3.5.1. Giao dién chinh

Windows Explorer giup quan Iy tai nguyén may tinh nhu tip tin, thu muc, 6 dia.... va
va nhiing tai nguyén trong hé théng mang. Vi Windows Explorer, cic thao tic nhu sao chép,
x6a, d6i tén thu muc va tap tin,... dugc thuc hién mot cach thuan tién va dé dang.

bé khoi dong Explorer, co6 thé double click trén Computer, hodc tim tir muc Search,

hodc R _Click 1én 6 Start, chon File Explorer hodc nhén t6 hop phim Windows + E.

Ctra s6 lam viéc cua Windows Explorer gdom céc phan:

Trang 63



Giao Trinh Office 2013 co ban

RiER |

Home Share View ~ 8

dﬁ cut s Move to ~ ?( Delete * = ! = E Sefect all
=== [k Copy path = o S i 1o Seledt none

Caopy Paste .. o ECOpytDv =0 Rename New Praperties

2] Paste shorteut folder ﬁ‘j Invert selection

ganize ey Open Select

. » Computer ¢ Data (D) » O.drthanh w| & Search 0.d... @

i
N Name ]

N public class

. SBD_hotenthisinh_semay

|| 0204060810 T -t
a s Computer e S
e ) || Test.class
* i Wing (C ==
- : || Testjava
4 Data (D)
= 1. Dudrthanh

T DanhSachCuni i p u b l i c

db_collections

N static void

hinhtam

| Mysot . . main(String

4items  1item selected 118 bytes

Hinh 3.54 — Man hinh Windows Explorer

— Thanh tiéu dé: Hién thi tén dbi tuong, ta c6 thé di chuyén cira s6 bang cach
kéo di chuyén chudt trén thanh tiéu dé. Goc phai thanh tiéu dé ¢6 3 nat thu nhé, phong to,

dong cua so.

- Thanh Ribbon: Chira 4 tab chinh File, Home, Share, View. Mdi tab c6 cac tinh
ning chuyén biét. File: Hién thi hé thong, diéu hudéng nhanh téi thu muc trude d6; Home:
Thao tac sao chép, cat dan, xoa, doi tén, tao thu muc..., Share: Chia sé; View: Cach hién thi
thu muc, tap tin, cAu hinh mot s6 thong $6 quan trong khac.

— Cira so trdi (Folder): Trinh bay céu triic thu muc ciia cac dia cimg va cac tai nguyén
kém theo may tinh, bao gdm 6 dia mém, 6 dia climg, 6 dia CD... Nhitng d6i tugng c6 dau
mili tén ngang ® & phia trudc cho biét dbi tuong d6 con chira nhitng ddi twong khac trong
n6 nhung khong dugc hién thi, ¢ thé mé rong khi click vao.

— Cira so giiva: Liét ké noi dung cua ddi tuong duoc chon tuong timg bén cira sb trai.

— Cira so phdi (Preview pane): Hién thj nhanh ndi dung tap tin dugc chon. Co thé tat
hién thi cira s6 nay.

— Thanh dia chi (Address): Cho phép nhap dudng dan thu muc/tap tin can t6i hoic dé

xé4c dinh duong dan hién hanh.
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Co thé thay ddi cach céach hién thi cua Explorer béng cach chon muc View voi cac

tuy chon: Extra Large Icons /Large Icons /Medium Icons /Small icons /List /Details/ Tiles

/Content. P6i voi tiiy chon Details, ta ¢6 thé [ ooy

xem chi tiét Name, Size’ Type’ Date Modified | &l Extralarge icons & Large icons s Medium icons

1 small icons 3 List =2 Details

cua file/folder. C6 thé thay doi thir ty sap xép | == mies #= Content

bang cach chon muc View/ Sort By (Sap xép
theo) vai céc tuy chon: Name, Date modified, Type, Size, theo kiéu Ascending/Descending
(Tang dan/ Giam dan).

3.5.2. Thao tac voi file va folder

+Tao folder méi: Chon vi tri chira folder can tao, BAm 1énh New Folder trong tab

home (hodc R_Click->New—> Folder). Nhap tén thu muc mdi, nhan Enter.

+Sao chép thu muc/tap tin: Chon cac thu muc va tap tin can sao chép, sau do thuc
hién copy vao clipboard (bam Ctrl + C hodc R_Click va chon Copy), sau d6 paste vio noi
can chép (bam Ctrl + V hodc R_Click va chon Paste). C6 thé dung cach giit phim Ctrl va kéo

ré folder vao noi can chép.

+Di chuyén thu muc va tap tin: Chon cac thu muc va tap tin can di chuyén, sau do cét
dbi twong vao clipboard (bam Ctrl + X hodc R_Click va chon Cut), sau d6 paste vao noi
chuyén dén. Luu y: ddi véi ngudi méi bit dau nén han ché viéc dung chudt kéo tha khi di
chuyén trong Expoler vi néu dung chudt khong chuan, c6 thé 1am folder bi tha dén mot folder
nao do.

+Xdba thu muc va tap tin: Chon thu muc va tap tin can x0a, bAm phim Delete (hodc
R_Click va chon Delete). Luu ¥: tity theo cdu hinh thiét 1ap ma file/folder bi x6a c6 thé duoc

luu trong Recycle Bin. Chung ta phai can than trude khi dong ¥ x06a.

+Pdi tén thu muc va tap tin: chon ddi tuong mubn déi tén, R_Click trén ddi tugng va
chon Rename (hodc bdm phim F2), nhip tén méi, sau d6 g Enter dé két thic.

+Thay ddi thudc tinh thu muc va tap tin: R_Click trén file/folder, chon Properties.
Thuc hién thay ddi cac thudc tinh, sau d6 bam Apply dé xac nhan thay doi.

Luu y: V6i tap tin dang sir dung thi cac thao tac di chuyén, xo4, doi tén khong thé thyc

hién dugc. Ta nén sir dung tdi da cac cong cu duge hd tro sin trong thanh Ribbon.

Trang 65



G140 Trinh Office 2013 co ban

+ Tim kiém tap tin, thu muc: Chiic nang v6 cung quan trong cia Windows, ta dung

(A 32

cac ky hiéu “?” va deé ho tro dac luc cho viéc tim ki€m vadi cong cu Search Tools:
.:::__ Search Tools [
Home Share WView Search

:I Current folder E E-~|‘_13Kir1d'
. |

|5, &N subfolders| D size - E
Computer—— " Date i = Close
Jmp Search againin ™ madified ~ = Other properties ~ search

= 1 » Search Resultsin 0. v G it
O.drthanh i \
0204060810

DanhSachCuoi
db_cellections

dntu D\ 0.drthanh

1 item

Déu “?”: Pai dién cho 1 ky tu bat ky; ddu “*”: Pai dién cho nhiéu ky tu bat ky. Vi
du ta mudn tim tit ca cac tap tin co ky tu thir 2 1 b va phan mé rong 1a .txt: ?b*.txt, Ta co

thé yéu cau may tinh loc k§ hon bang cach gd: file:?b*.txt vao 6 Search box.
Ta nén chon Computer dé tim kiém (tim trong toan bo tai nguyén may tinh)

Hién nay c6 rat nhiéu phan mém tién ich giup nén dung luong tap tin: Zip (hd trg sin
trong Windows), Winrar (cai dit ngoai). Bam chudt |& Addioarchive..
, [B Addto"0.dithanh.rar"
phél vao tép tin (thu’ mIlC) Ch(_)n Add to... dé nén: 'E Compress and email...
2 .., z n ae n . . , [ Compress to "0.drthanh.rar" and email
bé gidi nén, bam chudt phai vao tap tin vira dugc nén
chon Extract ... (tap tin nén s€ c6 duoi 1a .rar):

'E Extract files...
@ Extract Here
' E Extract to O.drthanhb,
|
Hinh 3.55 — Chuwong trinh nén tap tin Winrar
Ta c6 thé sir dung phan mém nén san c6 cia Windows (bam chudt phai vao tap tin,

thu muyc / chon Send to/ compressed, phdn mé rong s& 13 .zip):

Send to ¥ |1 Compressed (zipped) folder

Cut E B Desktop (create shortcut)

3.5.3. Thao tac voi shortcut

Shortcut 12 mot biéu tugng dung dé khai dong nhanh mot chuong trinh hodac mat tap
tin/folder trén may. Shortcut c6 thé duoc dat trong mot Folder hodc ngay trén man hinh nén.
Shortcut chi Iuu dudng din (hodc tro) dén déi tuong, vi thé ¢ thé xo4 ndé ma khong anh

huong dén chuong trinh ing dung.
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+Tao Shortcut: R Click lén vi tri o S

can tao Shortcut, chon New—> Shortcut. Graphics Properties...
Graphics Options »
Trong muc Type the location of the [ I [ Foider
. A \ x o AL s A . & Shortcut
item, nhap duong dan cla tip tin can tao |® screen resolution | stort |
, R @ Gadgets @) Microsoft Access Database

Shortcut (hoac bam Browse d¢ tim tap & personalize [ Contact

tin). Click Next dé qua budc ké tiép dé nhap tén cho Shortcut can tao, click Finish dé hoan

thanh.

Luu y: C6 thé tao shortcut tir file gbc trong Explorer hoic (file sau khi tim thay sir
dung chuc nang Search) béng cach Copy, va Click phai chudt vao noi muén tao Shortcut,

chon Paste Shortcut).

+Thay ddi thudc tinh cho Shortcut: ciing nhu file/folder, shortcut ciing c6 thé thay doi
thugc tinh. Tl cira s6 Properties ctia Shortcut, chon thé Shortcut. Ching ta cé thé thay doi
Target (duong dan file gbc cua shortcut); Change icon (thay do6i biéu twong cua Shortcut);
Shortcut key (Gan phim néng cho Shortcut, vi du: nhan phim A néu mudn dit phim néng
cho Shortcut 1a Ctrl + Alt + A hodc nhéan t6 hop phim gan gan. Khi mubén mé d6i twong ta
chi can nhén t6 hgp phim vira gan); Run(chon ché d¢ hién thi khi m¢ 1a binh thuong/ thu
nhd/ phong to);

3.5.4. Thao tac véi dia

+Dinh dang dia (Format): Dinh dang dia 1a chuyén mét dia thanh mot dang phu hop
v61 nhitng tiéu chuan cua hé diéu hanh. Bé format dia: R _Click vao tén cua 6 dia, chon muc
Format. Tir cira s6 Format, thiép 14p nhan cho dia (Volumn label), chon muc Quick Format
néu mudn dinh dang nhanh — khi chic chin dia khong co 16i. BAm nut Start dé tién hanh dinh

dang.

Chu y: Dir li€u trong dia s€ bi xoé hoan toan, khong thé phuc hdi duoc.
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Format Local Disk (D3) X

Capadity:
(19968 -

File system
NTES efault) -

Allocation unit size
[4096 bytes ']

Volume label

Format options
[¥] Quick Format

Create an MS-DOS startup disk

Hinh 3.56 — Minh hoa dinh dang 6 dia (bd'm chuot phai vao 6 dia/ chon Format)

- File System: Chon NTFS
- Volume label: Dit tén cho 6 dia

- Bam Start cho cho toi khi may tinh dinh dang xong 13 thanh cong.

+Hién thi thong tin cia dia: R_Click vao tén cua b dia can hién thi thong tin, chon

muc Properties. Tir cta s6 nay, cho phép xem dung luong dia (Capacity), di st dung bao
nhiéu (Used space), con lai bao nhiéu (Free space) tur thé General.

Chu y: Thé Tools: cung cap cong cu kiém tra dia (Error-checking), va chong phan

manh dia (Defragment). Viéc chong phan méanh dia giup may tinh chay nhanh hon sau mot

thoi gian st dung.

Data (0 Lo mbimees  EX
& 5, h =
= & s & arm it Securly Ghzdn Cusarrisn
w 3.0 68 free of 6.5 G D‘ptt- [ Toos Hartdsg® Shag
Open in new window
Pin to Start - =
] Turmn on Bitlocker
® . CD Drive (G ¥
Share with S
Include in ibrary ElaGH
g Add to archive... GEGE
g Add to "Aschrverar
B Compress and email.
Divwn D Oiarnss
a Compress to “Archiversr” snd smail
Format... oy s fen b i e T
| e Tt (o [P Stwe 1 e oarierts Pdemnd in adoten by
[t
Copy
Create shortcut Lt Cancal
Rename
Properties

Hinh 3.57 — Minh hoa xem cdu hinh 6 dia

Trang 68



3.6. Mt so tién ich

3.6.1. Libraries

G140 Trinh Office 2013 co ban

C6 thé xem nhu Libraries 1a thu muc ao giup chiing ta to chtrc va tim kiém nhanh

chong cac file/folder twong déng nam rai rac trén may tinh. Chung ta c6 thé tao mdi, thém

cac folder/file vao Libraries. Can phan biét rd giita My Documents (hay My Pictures) va

Libraries, My Documents 1a folder chira dit 1i€u, con Libraries khong chira dit liéu gi, dir li¢u

ctia chiing ta van & vi tri ban dau, va Libraries giup quan 1y theo nhom cho tién dung. Ngoai

ra, My Documents dugc Windows tao san
c0 dinh vd&i tinh nang 1ap chi myc dé tang
toc cho viéc tim ki€ém, con Libraries do

nguoi dung dinh nghia.

Léy vi du nhu, ching ta c¢6 3 folder,

mdi folder chira mdt mén hoc gém 3 file:

© >t @

Libraries

T Favorites

n
Documents 4’1\ Music
B Desktop

b Library W, Library

4 Downloads
% Recent places @ Videos
b Library
4 Libraries
| Documents

o Music View ’

51 New Library ity b
& Pictures Group by »
B Videos REtissh
Paste
«d Homegroup Paste shortcut
] Undo Delete iz
1% Computer
i Wing (€] bized et A

bai giang, bai tap, dd an. Chung ta tao mdt Library tén la dd an ndp, va dua 3 dd 4n vao

Library nay. Nhu vay, 3 file dd an van & vi tri cii, va khi mudn ndp bai, chung ta chi viéc truy

xuat dén Library d0 4n nay. Viéc x0a Libraries khong anh hudng gi dén cac file goc.

bé tao mdi mdt Library, tr man hinh Explorer, right click trén muyc Libraries, chon

New-Library, nhap tén cho Library va bidm Enter. Bé import mot folder vao Library vira tao,

click chon Library vira tao ra, bam nut Include new folder, va chon folder mudn import vao

Library. Nhu vay, sau nay ban c6 thé truy xuat nhanh chéng dén Library.

| Recent places

& Downloads
SkyDrive

¢ Google Drive

4 o Libraries

|2 Docurnents

4 Software (15)
0,
DatabaseCollections
eTPU Utility
KEDetector
KIC 24 7 55LOTID ver 24.21.X
KIC 24 7 ver2.5.0.0

@' Music | KIC 2000 AF DL
|0l Mylib | KIC 2000 ver 2.6.0.2
= Pictures KIC RPI ver 1.0.0.X
=% Videos M1Web
QA Software
%) Homegroup Schedule
L=l [ el 20
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3.6.2. Bitlocker

Bitlocker 1a tinh nang dugc phat trién tir |Help protect your files and folders by encrypting your
drives

Windows 7 (h6 tro déy du nhét o ban Ultlmate) glﬁp BitLocker Drive Encryption helps prevent unauthorized access to any files

stored on the drives shown below. You are able to use the computer
nermally, but unauthorized users cannot read or use your files.

1’1’15 héa Vé béO Vé d& lléu ChO mé:)t 6 dia hay pal‘titlon, What should [ know about BitLocker Drive Encryption before [ turn it on?

d;ﬁt blét lé dia USB Vél khé l’léng dénh mét lé rﬁt cao. BitLocker Drive Encryption - Hard Disk Drives
N oo, , n 2 L., 2 .G & Turn On BitLocker

Nguoi dung phai c6 ding mat khau mai co6 theé truy (&g or

xuat 0 dia dugc bao vé€, nén tranh to1 da viéc 10 thong

BitLocker Drive Encryption - BitLocker To Go

] F:

tin. o

Tur Control Panel, m& muc Bitlocker Drive Encryption.

Tum On BitLocker

Click vao muc Turn On Bitlocker & dia cAn bao vé. Chon muc Use a password to
unlock the drive va nhap mat khau (2 1an). BAm Next dé tién hanh ma héa. Lan sau, mdi khi

truy nhap dia bao v¢, chiing ta phai nhap mat khau.

Dé tat chtrc nang Bitlocker, chiing ta ciing vao Control Panel - muc Bitlocker Drive

Encryption, va chon Turn off Bitlocker.

3.6.3. Snipping Tool
Snipping Tool ding dé chup mot

Edit Teools Help

phan hay toan bo man hinh dudi danh ||= __ = -l s <@

hinh chit nhat hay dang bat ky, sau d6
Ig\jll:gna |'128nl'l' 20U nety

cho phép ghi chu, vé&, hightlight va géi

Céng nghé 1ap frinh tién tién

(Ly thuyet: 20 tiet)
email di ngay tir tién ich nay. R
(Thirc hanh: 60 tigt)

K thuat Jap trinp

Sau khi khdéi dong Snipping X B {7 thiyst 30 fist

Tool, click chon New, sau do click chon

vao mili tén gan nit New va tuy chon

hinh cat dé chup: Free-form Snip (chup véi hinh bao bat
ky tu v&); Rectangular Snip (chup véi hinh bao chit nhat),

Options

% Mew V! ] Cancel 4o »
| G
Free-farm Snip

Izl Rectangular Snip

Window Snip

Window Snip (chup mét ctra s6); Full-screen Snip (chup
toan bd man hinh).

‘ Full-screen Snip

Sau d6 dung céac cong cu trén toolbar dé v& hay ghi

chu cho hinh chup.
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3.6.4. Wordpad

WordPad 1a tién ich nho duoc tich

Home View

hop trong Windows dung dé soan thao

Calibri

van ban don gian nhanh chong va dé su

dung. Thay vi mé MS Word dé thuc hién

~ ‘A : 2 > B T
nhlmg dleu Chlnh do’n glan Su dung Trong cugcsdng ddi khi ban gap nhitng kho khan, nhirng dan do suy nghi khdng bigt
> < Ceid < i < e L el 2 e o e G

phai lam gi, theo he'dng nao, quyet dinh ra sac no oo the anh hw'dng toi ca cudc doi
, A A . A X o X \ . va cudc séng sau nay cia ban. 801 khi ching ta c&n nhitng 18 khuyén hitu ich, nhitng
WordPad cé thé tiét kiém rat nhi€u thoi [ «inn neniem cia nhitng newi time trai 62 tham khio va ap dung vao hosn canh cia

minh.

gian. Trong Windows 8, Microsoft da cap

R , L. n . R L. Thanh céng va hanh phic nam trong chinh suy nghi va s lva chon cia ban than.
nhat ndé vo1 mot giao di€n moi

M&i nghich canh, méi thit bai va mdi ndi dau budn d&u chita duyng mét mam méng

kiéu Ribbon giong nhu cdc chuong trinh || s o 5

trong Microsoft Office 2007, 2010, 2013.

80% (=)

Vé tinh niang chua dugc day du nhung c6 phin mé rong hon so voi phién ban Windows trudc
d6. Poi khi Wordpad con ¢o tac dung sao chép vin ban trén mang sau d6 méi chuyén qua

Microsoft Word duoc.

3.6.5. Paint

Paint 12 chuong trinh d hoa co ban gitip v& va xir 1y cac hinh anh bitmap. Véi giao
dién ribbon, Paint nang kha nhiéu vé chirc ning co v& (brushes). Paint hd tro tdt cho man
hinh da diém cam ung, nén la mot chon lya tuyét voi khi str dung véi Table PC.

V& duong (line): C6 nhiéu chirc nang cho phép vé line trong Paint, chung ta phai chon
cong cu vé& va quyét dinh hinh dang cta nét v&. Mot s cong cu vé 1a: Pencil tool, Brushes,

Line tool, Curve tool. wlm- e

File Home View . 0
~ 13 \ = J e N~ OoO e
V& hinh hinh hoc | LI oA 7 AT -
ajte F2Q Brufh:s SOOD ~ T EEE ‘,\7i (E‘dnnm
(shape): Co thé v nhiéu | - .
loai shape: duong cong,
mii tén, tam giac, elip,
chir nhat, tron, vudng...
Ching ta c6 thé ’
=5 =3 T2 904 x 1780px 100% (=) )

bd sung text (nit lénh

chir A) va format cho text, c6 thé chon (select tool) mot phan hinh |\ OO LA

anh dé copy, x6a. C6 thé xoay anh, resize kich thugc anh, sir dung %‘ g g g g g g

cong cu dé tay diém anh. O\ v
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Céc chuc nang dd hoa cta Paint hién thi & thé Home, hoc vién nén 1an luot thir tung

cong cu mot dé thay sy khac biét gitra cadc cong cu v€ ctia Paint.

3.6.6. Connect to Project

Viéc két ndi may tinh v6i Projector ngay nay tro Second screen
nén phd bién dén tat ca sinh vién. Tuy theo mdi may co BroRet o 2 eonnecled sorzen
cac phim tit khac nhau (hodc tuy theo driver man hinh) - |:| T
nén gy ra sy ling tung cho nguoi dien thuyét, dat biét ——
khi dtng trudc sé déng ngudi. Windows 8 cung cép chirc
nang Connect to Projector thudc nhom Accessories tro g e
gitip nhanh chéng cho viéc két ndi nay. Chung ta c6 cac
chon lya: :Elf_lil Extend

Vao charm / Devices / Project (Hodc nhan to hop

phim Windows + P )

- Second screen only

— PC screen only: chi hién thi & may tinh-
khi khéng mudn cho ngudi xem thiy chiing ta dang chuan bi gi trén may.

— Duplicate: hién thi dong thoi trén may tinh va projector gidng nhau.

— Extend: hién thi khac nhau giita may tinh va projector, rat hiru dung khi trinh
chiéu PowerPoint, ngudi xem nhin phan trinh chiéu, con chung ta nhin thay ghi chii (note)

deé nhac bai trén may tinh.

— Second Screen Only: chi hién thi trén projector, tat man hinh laptop dé tiét

kiém pin cho nhing lac trinh chiéu dai.
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3.6.7. Math Input Panel
Viéc soan thao cong thirc todn hoc 1a viéc rat can
thiét d6i véi hoc sinh sinh vién va nhiig ngudi
lam cong tac k¥ thuat, Chung ta c6 thé soan thao
v6i Equation (xem chi tiét & phan WinWord),
nhung Windows 8 cung cip mot cong cu méi sir
dung rat tién lgi va nhanh chong 1a Math Input
Panel thuoc nhom Accessories.

Ngudi ding chi can dung chudt hay bt
v& viét cong thic toan vao ving 3, cong thirc s&

duogc dich va hién thi & ving 1. Ving 4 cung cap

j ®
Mooy v Opiors v Help v ﬁ

| —b+VbZ—4ac
xlzt 2a e — .
k2]
bt Yarvac .
Fonr Qa L-;‘ e
Voo
@ Preview area @ Correction buttons
@ History menu @ Insert button
@ Writing area

cac cong cu dé hiéu chinh cong thue. Sau khi soan thdo cong thic két thuc, chon nut 5 dé

copy cong thure vao clipboard, va dan vao MS Word.

3.6.8. Internet Explorer

Mic dinh khi cai hé diéu hanh Win 8, trén thanh Task bar s& c6 biéu tugng internet

explorer (biéu tugng hinh chir e bén dudi), bam vao nd dé mo trang web bat ky:

3.7.SU DUNG TIENG VIET TRONG WINDOWS

3.7.1. Bang mi, Font chit, Kiéu g6

Mbi font chit s& di kém v&i mot bang ma twong ung, do d6 khi soan thao tiéng Viét,

ban phai chon bang ma phu hgp véi font chir ma ban dang su dung, néu chon khong ding thi

cac tir ban nhap vao sé khong duoc hién thi nhu y muén. Cac bd font chit thong dung hién

nay la:

— Unicode: 12 bd mi chuan qudc té duoc thiét ké dé dung 1am bd ma duy nhat

cho tat ca cac ngdn ngir khac nhau trén thé gidi, ké ca cac ngdn ngit sir dung ky tu tuong

hinh phirc tap nhu tiéng Trung, tiéng Théi... Vi diém uu viét d6, Unicode da va dang timg

budc thay thé cac bo ma truyén théng, ké ca bo ma tiéu chuan ISO 8859 va hién dang duoc

hd trg trén rat nhiéu phan mém ciing nhu céc trinh tmg dung.
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— TCVN3: Bang mi theo tiéu chuan (cii) cia Viét Nam. Cac font chir trong bang
ma nay c6 tén bat dau bang .Vn . Vi dy: .VnTime. Ngay nay TCVN di quy dinh st dung
font Unicode trong soan thao van ban.

— VNI: Bang mé do cong ty VNI (Vietnam-International) s& hitu ban quyén. Cac
font chit trong bang ma VNI ¢6 tén bat ddu bang VNI-. Vi du: VNI-Times

Ba bang md Unicode, TCVN3, VNI 13 ba bang mi thong dung nhat. Ngoai ra con ¢ cac
bang mi nhu: BK. HCM, Vietware, VIQR... tong cong khoang 14 bang mi tiéng Viét khac
nhau.

Mdi kiéu gb tiéng Viét déu co nhig wu diém va nhuoc diém nhét dinh, hai kiéu gd
thong dung nhat 1a kiéu gd Telex va VNI. Kiéu TELEX dung cac phim chit & gé ddu con
kiéu VNI ding cac phim sé dé gd dau.

Kiéu g0 khong 1ién quan gi dén viéc hién thi chix tiéng Viét, nguoi st dung cod thé chon
kiéu gd ndo tly theo y thich ctia minh.

£ Qui tic gb cac t6 hop phim cho kiéu go Telex va VNI :

Déu Séc Huyén Hoi Ngi Ning
Kiéu Telex ] f r X ]
Kiéu VNI 1 2 3 4 5
Ky tu a é 0 u o a d
Kiéu Telex aa ee 00 uw; [ | uw; ] aw dd
Kiéu VNI a6 e6 06 u7 o7 a8 d9

Thiét 1ap kiéu gd bang cach md Unikey va chon kiéu gd thich hop.
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Hudng dan
Cdng cu..[C5+F6]
Chu:,.rén ma nhanh - [C5+F9]

Bat ki€m tra chinh ta
Bit tinh nang g6 tat

Soan bang gé tat...

._ _.Kleu go v | Telex
Unicode dung san e

TCVN (ABC) YIOR
Microsoft VI Layout

-

VNI Windows
5 ; =
Bing m khic y Kiéu tur dinh nghia
Bang digu khién..[C5+F5]
K&t thiic
vl
Customize..,

{TATES) g -——+

. :
}ocu_llg) Unt'rt!;l & Snrp . [ F@ .l € ENG

Hinh 3.58 — Chon kiéu gé phi hop (Telex, VNI)

3.7.2. St dung Unikey
Khai dong chuong trinh Unikey, vi phan mém nay rat thong dung nén khi cai dat

may tinh nguoi ta s€ cai san phan mém nady vao may tinh va dua ra man hinh desktop:

é@@@@ 1 aw

Wlﬂﬂmbﬂl&ﬁh Mmm%mwm

@\3"’.@ \Z@

o [ = || @ e ;] mn
T . o po ‘ N

WW&M&WW@%MW
(VIESSEATTED (ETOTES T

- ,g @ E = C m
Gl GOy halbdlye Sy M e -

— Béam vao biéu twong dé khoi dong:
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Digu khién
Bang mé: il.lnicude v &) Bang
E I 1 : i
s | Telex Wl | | @ Kétthic |
Phim chuyén: @) CTAL +SHFT  (JAIT+Z E !
| ‘» W rong |

K. Huéng din | | Théngtin Micdinh |

Chon bang ma dé d6i ma, chon kiéu g& TELEX hodc VNI tiy thudc vao nguoi st
dung, cht ¥ phai c6 biéu twong chit V ¢ dudi thanh Task bar thi méi gd dugc tiéng viét

—l—i Click to turn off Vietnamese mode i

2 =
® £
Customize...
Sy 1:03 AM
I Bl % i 7 4 NG e

3.7.3. Chuyén ddi bang ma

Unikey c¢6 chiic ning chuyén di bang ma rat tién loi, ta ding chtc ning nay s& do
mat thoi gian soan thdo lai khi font chir bi sai. Vi du ta c6 mot ndi dung viét bang VNI-
TIMES khi mo bang Times New Roman s& bj bé font chir, khong thé doc duge. Ta s& copy
toan bo ndi dung & bén trong tap tin viét bang VNI-TIMES 1di thyc hién thao tac dudi day:

Tt man hinh Unikey ¢ trén, chon nut “M& rong”:
Hirtng dan

Cong cu. [CS+F6]

Chuy&n m& nhanh - [CS=F9]

Bat kiém tra chinh ta

Bét tinh ndng g tat

Span bang ob tat...

Kifu gb 3

v Unicode dung =dn
TCWN3 (ABC)
VNI Windows
Bang ma khac 3

Bang digu khién...[CS+F5]

Cét thiic
BV
® B

Il Customize...

=]
— Chon muc “Cong cu...(CS+F6):
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UniKey Toolkit

Bang ma Lwa chon

Ngudn VNI Windows. w []5ang chi hea

[ sang chik thitng
[ Loai bé déu

[] Khéna diing rich text
[] piing bé font thi thiu

Bich Unicode bt
## Dido bing mi

[¥] Chuyén mé clipboard
File:

File ngudn

File dich

Chihd tro file text va file Rich Text Format (RTF)

|» Chuyén ma | & Bing ‘

Nguén : ch(_)n. VNI Windows
bich : chon Unicode

R6i nhan nat “Chuyén ma”, chuong trinh s& luu dir li¢u duoc chuyén ma vao bo nha,
ta chi can dan (Ctrl +V) vao tap tin mong mudn, luc ndy ta s& doc duoc dir licu.

C6 thé chuyén dbi bang tap tin, bang cach bo lua chon “Chuyén mi clipboard”, lic

nay ta chon tap tin nguon va tap tin dich r6i nhan “Chuyén ma”.

3.8.Quin Iy chwong trinh, phin mém théng dung trén Windows

>

Dé cai dat phan mém ta thuong tim tdi cc tap tin .exe dé cai dit, iy thudc vao phan

mém ma n6 doi héi nhitng cau hinh may khac nhau.

Dé x6a phan mém khoi may tinh ta xem muc 3.3.4
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CHUONG 4. MICROSOFT WORD
4.1. Gi6i thi¢u Microsoft Word
Ké tir khi Microsoft ra mét Office 2010, phat hanh cing vé6i phién ban truc tuyén
Office Web Apps, trong d6 Word 14 tmg dung duoc quan tdm va st dung nhiéu nhat. Voi
phién ban Office 2013 vira dugc Microsoft gidi thiéu, Word 2013 mot lan nira lai thu hat sy
quan tim cia ngudi sir dung, nhét 1a viée bd sung giao dién Metro (con goi 1a Modern) cua

Windows 8 va nhiéu tinh ning méi.
4.1.1. Cac thanh phan co ban trén man hinh Word
+ Khdoi dong Word.

C6 nhiéu cach dé khoi dong chuong trinh soan thao Microsoft Word 2013:
- Khoi dong tir shortcut man hinh Desktop :

__‘g %/ [?4

Control BEC]ipse=tavasiV's EXpress

NS

Panel forWWindom

eI

Capture:PNGIREXCElZ0T158 BWord 2013

Hinh 4.1.1
- Mo man hinh Start va chon mé Microsoft Word 2013:

Hinh 4.1.2
- Windows + R -> Nhip Winword -> OK
* Man hinh Word khi khéi dopng

Thong thuong, khi ban m¢ Word, ban s€ chi théy mot cira s6 Word tréng, nhung

vo1 Word 2013 ban s€ théy mot bang vaéi nhiéu mau giao dién van ban dé ban lya chon. O
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bén phai, c6 nhiéu hinh anh thu nhd minh hoa nhiéu mau (template) khac nhau va & phia bén
trai hién thi nhiing tép tin, cho phép ban md nhitng tép tin Word gan diy va md nhiing tép

tin san co khac.

p

) -«N‘l.l.ﬁ'ng mau vin ban
(template) c6 san dé
x

@:soan thao. e
Take a
tour
Title (3] Title Title
EE oEE I EHER EEEE
@@ Open Other Documents
P N = |
Hinh 4.1.3

Dé tao mot trang Word tréng, ban chon Blank document, man hinh Word mo ra:

Quick Access Thanh system
]/ Toolbar button
Tomes New R0 + |13 KA N W «e ¢ ¥ laaBbCa AaBbCA AaBl s aBbCe AaBbCu -“. e
e FrewetPeray B W z-A : : % — o = : = - - -4.»
. '1' \ ' ‘ )
\ |
| Thudc ngang’, .
- Tab cong cu
thueoce doc >
soan thao
Vung soan
thao
Thanh Status
Bar
Hinh 4.1.4
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4.1.2. Cac khai niém co ban

> Ki tw (character): La don vi co s ctia van ban, ki ty dugc nhap truc tiép tir
ban phim va 1énh Insert/ Symbol.

> Tir (word): nhiéu ki tu (ki tu trang khong phai 13 tir) lién nhau c6 nghia.

> Céu (sentence): Cau tdp hop cac tir két thic bang ddu ngat cau (. ? : ! ;).

> Doan vin ban (paragraph): Nhiéu cau c6 lién quan véi nhau hoan chinh vé
ngit nghia. Trong van ban doan duoc két thuc bang phim Enter.

> Trang (page): Ving vin ban duoc thiét 1ap kho gidy, 18, vién, ...

> Phéan doan (section): La tap hop cac doan c6 cung dinh dang.

» Dong (line): Tap cac ki ty trén cung mot duong co s (baseline) tir bén trai
sang bén phai man hinh soan thao.

> Xubng dong: Ty dong va bang tay (Shift+Enter).

+ Luuy:

— Khi gé van ban khong dung phim Enter dé xudng dong. Phim Enter chi dung dé két
thuc mot doan van ban hoan chinh.

- Giira cac tir chi ding mot déu khoang tring dé phan cach. Khong st dung dau
khoang trang d¢au dong cho viéc cin chinh 1&.

— Céc diu ngit cau nhu cham (.), phiy (,), hai chdm (:), chidm phay (;), chim than (1),
hoi chdm (?) phai duoc gd sat vao tir dimg trude no, tiép theo 1a mot dau khoang
trang néu sau d6 van con ndi dung.

~ Cac ddu mo ngodc va md nhay déu phai duge hiéu 1a ky tu dau tir, do d6 ky tu tiép
theo phai viét sat vao bén trai ctia cac ddu nay. Tuong ty, cac ddu dong ngodc va
dong nhay phai hiéu 13 ky tu cudi tir va duoc viét sat vao bén phai cua ky tu cudi
cung cua tur bén trai.

- G0 xong toan bo van ban maéi thuc hién hi€u chinh va dinh dang van ban.

& Khdi nigm hé thong vin bin Nha nwoc:

Vin ban phap quy 1a vin ban chira cac quy tic chung dé thuc hién vian ban luat, do
co quan quan ly hanh chinh ban hanh.
Vién ban hanh chinh 1a loai van ban mang tinh thong tin quy pham Nha nudc. N6 cu
thé hoa viéc thi hanh van ban phép quy, giai quyét nhitng vu viéc cu thé trong khau quan 1y.
» Hinh thirc vin ban phap quy:
~  Nghi dinh: do Chinh phii ban hanh dé quy dinh nhiing quyén loi va nghia vu

ctia nguoi dan theo Hién phap va Luat do Quéc hoi ban hanh
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~  Nghi quyét: do Chinh phu hoic Hoi dong nhan dan cac cip ban hanh vé cac
nhiém vu ké hoach, chu truong chinh sach va nhiing cong tac khac.

~  Quyét dinh: do Thu truéng cac co quan thudc Nha nude hoic Hoi Pong nhan
dan cac cap ban hanh. Quyét dinh dé diéu hanh cac cong viéc cu thé trong don vi vé cac
mit to chirc, nhén sy, tai chinh, ké hoach, dy 4n hodc bai bo cac quyét dinh cua cip dudi.

~  Chi thi: do Thu trudng cac co quan thuéc Nha nudc ban hanh hoic Hoi dong
nhan dan cac cip ban hanh. Chi thi dung dé dé ra chu truong, chinh sach, bién phap quan
1y, chi dao cong viéc, giao nhiém vu cho cac bo phan dudi quyén

~  Théng tu: dé huéng din giai thich cac chi truong chinh sach va dua ra bién
phép thuc hién cac chu truong do

~  Théng céo: thong bao cua chinh phi dén cac tang 16p nhan dan vé mot quyét
dinh phai thi hanh hodc mot sy kién quan trong khac.

» Hinh thirc van ban hanh chinh

- Cong van: 1a gidy to giao dich vé cong viéc cta co quan doan thé, vi du nhu:
cong van don déc, cong van tra 16i, cong van moi hop, cong van giai thich, cong van yéu
cau, cong van kién nghi, cong van chét van.

- Baéo cdo: dung dé trinh bay cho ro tinh hinh hay su viéc, vi du nhu: bao cao
tudn, bao cdo thang, bdo cédo quy, bdo cdo nam, bao cdo dinh ky, bao cao dot xuét, bao
cdo chuyén dé, bao céo hoi nghi.

- Thong bdo: bao cho moi nguoi biét tinh hinh hoat dong, tin tc lién quan toi
don vi bang van ban.

- Bién ban: ban ghi chép lai nhiing gi da xdy ra hodc tinh trang ciia mot su viéc
dé 1am chimg vé sau. Vi dy: bién ban hoi nghi , bién ban nghiém thu, bién ban hop dong,
bién ban ban giao.

4.1.3. Cac thao tac co ban
+ Tao mdi vin bin
~  Cich 1: Bam t6 hop phim Ctrl + N.
—  Céch 2: Nhin chu6t vao Microsoft Office Button (hoic Tab File) = chon New
- nhan dap chudt vao muc Blank document.
- Luwu y: Ngoai muc Blank document, ban c6 thé chon mot mau khac >

Double Click dé tao mot tai liéu méi tir mau da chon.
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New
»
6 Aa Title 3}

Take a

tour
Title Title Title e .
o — ' ‘ AWARD
mm =mm T T T ‘mmEm ]

Hinh 4.1.5

+ M6 mdt tdp tin vin ban.
- Cach 1: Bim t6 hop phim Ctrl + O.
- Céch 2: Nhan chudt vao Microsoft Office Button (hoic Tab File) = chon Open
= chon vi tri luu trit tap tin cAn ma.

Chon nhing tap tin

O pe n " gan nhat duvoc mo

Chon nhing tap tin
@ Recent Documents—— _ guoc lwu trén SkyDrive
& OneDrive - Personal Chon nhitng tap tin

duoc lvu trén dia cing

Chon no1 lwu khac

+ Luwu mot tdp tin.
- Cach 1: Bam t0 hop phim Ctrl + S.
- Céch 2: Nhan chudt vao Microsoft Office Button (hoac Tab File) = chon

Save.
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Save As

| & OneDrive - Personal

Hinh 4.1.7

Ej Computerj

+ Add a Place——

Luvu trén SkyDrive

Luwu trén dia cng

Chon no1 lvu khac

- Céch 3: Chon biéu tugng Save trén thanh Quick Access Toolbar.

S O
Hinh 4.1.8

@ =

1

v

D

= Sau d6 chon vi tri mudn luu tap tin = dat tén va chon Save

hon vi tri lvu

(€ v M L « cop(D:) » DongNai » guoTnnhA_] v|
Organize v New folder
=/ Pictures A Name ‘
B Vvideos

B85 (09-12-2013_13.46.53)de_cuong_chung_c...
@7 De_Cuong_Giao_trinh_A.docx

H
i b @) Giao Trinh Chung chi A_LBMy.docx

1™ Computer
& Local Disk (C)
ca cop (D)
ca con (E)

ca data (F)

0 roncam

v <

File name:  Dat_ten_Tap_Tin_o_day
Save as type:  Word Document (*.docx)

|

|

<

Date modified Ty

——Dit tén cho tap tin

Authors: cop con Tags :«ehah loal tép tin
(] Save Thumbnail muodn lvu
4 Hide Folders Tools ~ Cancel
Hinh 4.1.8
s Luu y:

Maic dinh, tai li¢u cia Word 2013 dugc luu véi dinh dang 1a *.DOCX. Véi dinh

dang nay, ban s& khong thé nao md dugc trén Word 2003 trd vé trudc néu khong cai thém
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bd chuyén d6i. Bé twong thich khi mé trén Word 2003 ma khong phai cai thém chuong trinh,
tai muc Save files in this format, ban chon Word 97-2003 Document (*.doc) = nhén OK.

Hv 5: [09-12-2013_13.46.53)de_cuong_chung_c..
@ De_Cuong_Giso_trinh_A.docx 0/12/2013 10:00 Vi ro d0
8" Giso Trinh Chung chi A_LBMy.docx 031272013 &15PM  Microsoft Wored D
3 Homegroup
1% Computer
i Local Disk (C)
ca <op (©)
Ca con (€)
doba TN v < >
File name: Dt ten tap tin o dey Luu dang Word 2003  +
Save as type Document (*.docx) v

Authors: | Word Document (*.docx)
PR Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (".doc)

Word Template (*.dotx)

Word Macro-Enabled Template (".dotm)
Word 97-2003 Template (*.dot)

POF (".paf)

XPS Document ("xpsz)

Single File Web Page (".mht".mhtml)
Web Page ("htr " htmli)

Web Page, Filtered (".htry" html)
Rich Text Format (*.ntf)

Plain Text (".02)

Word XML Document ("xmi)

Word 2003 XML Document (*.mi)
Strict Open XML Document (".docx)
OpenDocument Text (".odt)

Hinh 4.1.8

Ngoai cac dinh dang dugc hd trg bdi MS Office cac phién ban trude d6 nhu Doc,
Docx... thi Office 2013 ciing hd tro luu file dudi dinh dang PDF va XPS.
+ Sao chép/ di chuyén vin bén
— Chon khdi van ban can sao chép/di chuyén:

- Chon 1énh Copy tir biéu tugng trén Tab Home = group Clipboard

a %Cut

~ Format Painter

Clipboard L

Hinh 4.1.8
- R.Click trén doan vin ban da chon dé sao chép/di chuyén > Copy
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Song & doi ching ai c6 thé hoan thién peiel—ia0aly whuwn~ jt nhat phai hoc cich dé
song lam sao cho ven toan. Cach x& su % _Cu g dong tién cua cac ban
s& anh huong dén con cai, dén cude $ongl ="

»y Paste Options:

- Di chuyén van bin
Sao chép van bdn 0
Trude hét viée toi mudn noéi dén d6 lathi A Font.. Ay sach day lam giau.
Toi chura doc hét mot quyén nhung so so 5§ Paragraph.. 1au va chung quy la dé
cdp dén van dé 1am sao dé gidu, céc cach [ pefine 2iau, va cac ban doc né
chic chan réng mong sé& hoc duoc cai gi « Synonyms >

B’;’; Translate

€@ Search with Bing
Tat nhién, lam giau ai chang mo wdc, ai ¢ e trén mot con xe siéu
sang nzi.o do, dlch song trong mot biétth — . - — chan dai vay quanh?_

-y LA A A 1.4 2 1 1~ 1.2 1A 1.7 -

Hinh 4.1.9

Hyperlink...

— Chon vi tri can dan doan van ban = chon Paste:
- Chon dan tir Iénh Paste trén Tab Home - group Clipboard

INSI

]L}L Luwa chon dang vin bdn can din

Paste gpecial...

Set Default Paste... |

Hinh 4.1.10

- R_Click trén ving mudn dan doan van ban = chon Paste

T}, Paste Options:
T

g
a, i Ly LA

A Ennt...
= Paragraph...
I} Define
S¢nonyms 3
E}; Tranzlate
t¥  Search with Bing
Hinh 4.1.11
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% Phong to — thu nhé trang vin ban.
Khi m¢ hay lam viéc véi ctra s6 Word, ban c¢6 thé phong to — thu nho trang Word dé

dé& 1am viéc hon.
- Cach 1: Chon Tab View = group Zoom = Zoom:

YOouTt REFERENCES MAILINGS REVIEW VIEW Foxit PDF

q [ [El OnePage DE] E D [ View Side by Side

= BB Multiple Pages )] Synchronous Scrolling
Zoom [100%

New Arrange Split

L) Page Width Aindas A '[9 Reset Window Position

Zoom to
O 200% (O Page width

O 100% () Text width
O 75% () Whole page

Percent: |1009% |5

Preview

AaBbCcDdEeXxYyZ
Z

AaBbCcDdEeXxYyZ
A

AaBbCcDdEeXxYvZ

Hinh 4.1.12
- Cach 2: Str dung cong cu trén thanh Status Bar

—

100%

. Thunhé Phéng to

Hinh 4.1.13

“* Sao chép dinh dang.
Mot trong nhiing cong cu dinh dang hitu ich nhat trong Word 1 Format Painter (nut

hinh cay co trén Tab Home). Ban c6 thé dung nd dé sao chép dinh dang tr m{t doan van ban

nay dén mot hodc nhiéu doan khéc
- Quét chon khdi vin ban c¢6 dinh dang can sao chép = Tab Home = group

Clipboard = Format Painter
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FILE HOME INSI

Paste [~
= ~ Format Painter
Clipboard [
1 [ ' 1 | [ 3 1 - 4. [ s 1 & '

Séng & do1 chang ai c6 thé hoan thién minh 100%, nhung it nhat phai hoc

cach dé song 1am sao cho ven toan. Cich xit sy hay cich song, st dung dbng tién ciia

céc ban s& anh hudng dén con cai, dén cude song sau nay.

{ ) B Chon dinh dang muén
¢ Dafih ngon vé cu xir - sao chép

on dat minh vao vi tri ngudi khic, néu diéu d6 lam ton thwong ban

©  thi né ciing ston|thuong ngudtkhac. Mot 161 néi v ¥ 1a mét xung dét hiém hoa, mét

Quét chubt vao van ban 10ng i mot cude do1, mot 11 ndi ding lie ¢6 thé 1am
muén dinh dang éu thuong c6 the chira lanh vét thuong va mang dén sy

Hoc lam nguwdi trude khi hoe lam giau
Song & doi ching ai c6 thé hodn thién minh 100%, nhing it nhit phai hoc
cach dé song 1am sao cho ven toan. Céch xi sw hay cach song, st dung dong tién ciia

cac ban & anh hirong dén con cai, dén cudc song sau nay.

Danh ngén vé cwr xir

Hinh 4.1.14
Néu ban mudn sao chép dinh dang cho nhiéu doan, ban nhép kép vao chuc nang
Format Painter. Sau khi d sao chép dinh dang, ban nhan phim Esc dé thoat khoi chirc ning
do.
% Thao tic véi ban phim

Céc phim thuong ding trong Winword gém cac phim:
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> Cdc phim di chuyén con tré:

— Phim ?: Di chuyén con tré 1én mot dong.
~ Phim |: Di chuyén con tro xuéng mét dong.
~ Phim —: Di chuyén con tré sang phai mot ky tu.

~ Phim «: Di chuyén con tré sang trai mot ky tu.

> Cdc phim xoa ky tu:

- Phim Delete: Xoa ky tu tai vi tri con tré (bén phai con tro).
— Phim Backspace: Xo4 ky tu lién trai vi tri con tro.
~  Phim Insert: Dé chuyén dbi giita ché do chén (Insert) va thay thé (Overwrite)
ky tu.
> Cdc phim diéu khién:

~  Phim Home: Chuyén vj tri con trd vé dau dong van ban chira con tro.

— Phim End: Chuyén vi tri con tro vé cudi dong vin ban chira con tro.

~ Phim Page Up: Chuyén vi tri con tro 1én trén mot trang man hinh.

~ Phim Page Down: Chuyén vi tri con tré xuéng dudi mot trang man hinh.
~ Mubén vé dau vin ban: an ddng thoi Ctrl+Home.

—  Mubn vé cudi van ban: 4n dong thoi Ctrl+End.

& Thao tic nhanh trong vin ban vdi cdc phim tit thong dung

Phim tit Tac dung

Ctrl+1 Gian dong don (1)

Ctrl+2 Gian dong doi (2)

Ctrl+5 Gian dong 1,5

Ctrl+0 (zero) Tao thém dd gian dong don trudc doan
Ctrl+L Cén dong trai

Ctrl+R Can dong phai
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Phim tit Téac dung

CtrlI+E Can dong gitra

Ctrl+J Cin dong chir dan déu 2 bén, thang 1&
Ctrl+N Tao file moi

Ctrl+O Mo file da co

Ctrl+S Luu ngi dung file

Ctrl+P In 4n file

F12 Luu tai li¢u voi tén khac

F7 Kiém tra 18i chinh ta tiéng Anh

Ctrl+X Cit doan noi dung di chon (boi den)

Ctrl+C Sao chép doan ndi dung da chon

Ctrl+V Dan tai liéu

Ctri+Z B6 qua 1€nh vira lam

Ctrl+Y Khoi phuc 1énh vira bé (nguoc lai véi Ctrl+Z)
Ctrl+Shift+S Tao Style (heading) -> Dung muc lyc ty dong
Ctrl+Shift+F Thay d6i phong chit

Ctrl+Shift+P Thay d6i c¢& chit

Ctrl+D Mé hop thoai dinh dang font chir

Ctrl+B Bat/tit chit dam

Ctri+1 Bat/tat chit nghiéng
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Phim tit Téac dung

Ctrl+U Bat/tit chit gach chan don

Ctrl+M Lui doan van ban vao 1 tab (mac dinh 1,27cm)

Ctrl+Shift+M Lui doan van ban ra 18 1 tab

Ctr+T Lui nhitg dong khong phai 1a dong dau ctia doan vin ban vao
1 tab

CtrI+Shift+T Lui nhitng dong khong phai 1a dong dau cua doan vin ban ra
1 1 tab

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

Ctrl+F Tim kiém ky tu

Ctrl+G  (hoic | Nhay dén trang s6

F5)

Ctrl+H Tim kiém va thay thé ky tu

Ctrl+K Tao lién két (link)

Ctrl+] Tang 1 c& chir

Ctrl+| Giam 1 ¢& chir

Ctrl+W Dong file

Ctrl+Q Lui doan vin ban ra sat 18 (khi dung tab)

Ctrl+Shift+> Tang 2 cd chir

Ctrl+Shift+< Giam 2 co chi

Ctrl+F2 Xem hinh anh néi dung file trudce khi in

Trang 90




G140 Trinh Office 2013 co ban

Phim tit Tac dung

Alt+Shift+S Bat/Tit phén chia cira s6 Window

Ctrl+enter Ngét trang

Ctrl+Home Vé dau file

Ctrl+End Vé cudi file

Alt+Tab Chuyén ddi cira s6 lam viéc

Start+D Chuyén ra man hinh Desktop

Start+E Mo cira s6 Internet Explore, My computer

CtrlI+Alt+O Ctra s6 MS word ¢ dang Outline

CtrI+Alt+N Cira s6 MS word ¢ dang Normal

CtrlI+Alt+P Ctra s6 MS word ¢ dang Print Layout

Ctrl+Alt+L Panh sb va ky tu tu dong

Ctri+Alt+F Dénh ghi chu (Footnotes) ¢ chan trang

CtrlI+Alt+D Danh ghi chu ¢ ngay dudi dong con tro ¢ do

Ctrl+Alt+M Péanh chu thich (nén 1a mau vang) khi di chuyén chudt dén
méi xut hién chu thich

F4 Lap lai 1é€nh vira 1am

Ctrl+Alt+1 Tao heading 1

Ctrl+Alt+2 Tao heading 2

Ctrl+Alt+3 Tao heading 3

Alt+F8 M& hop thoai Macro
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Phim tit Tac dung

Ctrl+Shift++ Bat/Tét danh chi sb trén (X?)

Ctrl++ Bat/Tét danh chi sé duéi (H20)

Ctrl+Space (déu | Tro vé dinh dang font chit mac dinh

cach)

Esc B qua cac hop thoai

Ctrl+Shift+A Chuyén ddi chir thudng thanh chir hoa (v6i chir tiéng Viét co

dau thi khong nén chuyén)

Alt+F10 Phong to man hinh (Zoom)

Alt+F5 Thu nhé man hinh

Alt+Print Chup hinh hop thoai hién thi trén man hinh
Screen

Print Screen Chup toan by man hinh dang hién thi

4.2. Chia sé va quan ly tai liéu

Céc k¥ ning kiém tra trong phan nay vé Microsoft Word 2013 cua ky thi Microsoft
Office Specialist lién quan dén viéc xem va quan 1y vin ban. Cu thé, cac muc tiéu tap trung
cac k¥ nang:
Cac cach xem mot tai liéu
Bao v& mot tai licu
Quan 1y phién ban tai liéu
Chia sé tai liéu

Luu mot tai li¢u

YV V V V V V

Ap dung mot mau cho mét tai liéu

Word cung cap nhiéu cong cu d€ quan 1y cach ban lam viéc voi céc tai li€u va chia

sé tai liéu v&i ngudi khac. Chuong nay s& hudng dan ban trong nghién ctru cach xem tai lidu,
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ngan ngira nhiing thay d6i khéng mong mudn, 1am viéc véi cac phién ban tai liéu, chia sé tai
lidu voi nguoi khac, tiét kiém tai liéu, va thay d6i sy xuat hién cia mot tai liéu bang cach ap
dung mot ban mau....
4.2.1. Cac cach xem mot tai liéu Word
& Chuyén déi cdc cdch xem tai liéu trong Word

Trong Word, ban c6 thé hién thi mot tai liéu trong mat loat cac cach hién thj khac
nhau, moi dang phu hgp vé1 mot muc dich cu thé. Cac cach hién thi bao gém Print Layout
view (mdc dinh), toan man hinh — Reading, Giao dién web — Web Layout, dang nhin Outline,
va Du thao - Draft.

Dé chuyén doi gitra cac cach hién thi :

~Cach 1: = Tab View > groups Views> chon dang ban muébn hién thi tai
liéu:

Hién th1 dang Hién thi dang

pha'.u]Map | don gian
|
HOME fNSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

| .‘I =M | ‘;;“ [ |] Outline | v [Ruler q [ [£] One Page —: —
‘ == [Z] Draft —}-—Gridlines B [0 Multiple Pages — T
Repd  Print = Web) ) Zoom 100% New Arrange Split
Moge Layout Layout Navigation Pane I Page Width Window  All
Views Show Zoom
Hilu thi dang J
doc taiiéu  Hién thi dang
soan thao . .
Hién th1
dang Web
Hinh 4.2.1

—Cach 2: bén phai trén thanh Status Toolbar = chon dang hién thi:

Hién thi dang
soan thao

Hién thi dang
Hién thi dang Web
doc ta1 liéu
Hinh 4.2.2

Trang 93



Giao Trinh Office 2013 co ban

*+ Hién thi thuéc trong Word
Dé hién thi / 4n thanh thude ngang va thudc doc trong cua s6 soan thao, ban chon
Tab View = group Show = check Ruler:
Hién thi thudc Hién thi ludi

DESIGN PAGEAAYOUT REFERENCES MAILINGS REVIEW VIEW

Ruler q [;_;] [E] One Page FE E D

BE Multiple Pages '
Zoom 100% New Arrange Split
Navigation Pane ‘El Page Width Window Al
Show Zoom
" P e e T — : = - - 7
~ t )
Y
. Thudc ngang
Luo. —
|
— Thudc doc
Hinh 4.2.3

* Tdch trang tai ligu dé so sinh
Khi ban soan thdo mdt van ban kha dai, hang tram trang, va cé nhiing phﬁn ban
mubn so sanh véi nhau nhung lai nam trén nhiing vi tri xa nhau. Vi du nhu ban mubn so sanh
mé& dau va két luan ctiia mot bai tiéu luan dé co thé viét tdt hon. Split Window trong Word s€
gitip ban giai quyét.
- Tab View = group Window = Split

s review CVIEW ) Foxit PDF

et E [ View Side by Side
- Synchronous Scrolling
Mew  Arrangs : i ..-
Window  All reset low Positio \
Window
bt 20 Split Window

See two sections of your document
Thu  at the same time.

Chu This makes it easier to look at one
| section while editing another,
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HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF cop con ~

[ s [*J ~] Cloutine | 7] Ruter Q [S [ onepage 3 New Window (D) ;:F: —

= [Eonft Gridlines B OOMultiple Pages = 5 Arrange All 5 =
Read Print Web Zoom 100% Switch  Macros
Mode [Layout Layout Navigation Pane J» Page Width [ Remove Split Windows ~ S

Views Show Zoom Window Macros ~

L] ossTeEEE SRR TR RORCTE RO s T o e o gvie s TR R R D Ry,
: —_—t g
i Hinh 4.2.4
. .~ Manhinh1

4.2.2. Apply Protection to a Document
4.2.3. Manage Document Versions

4.2.4. Share Documents

4.1.1. Cac thanh phin co bin trén man hinh Word
4+ Knéi dong Word. - Manhinh 2 ‘

C6 nhiéu cach dé khai dong chuong trinh soan thao Microsoft Word 2013:
- Khoi dong tir shortcut man hinh Desktop :

PAGE250OF 29 4806 WORDS &3

Hinh 4.2.4
~  Pé tré lai man hinh nhu ban dau = Tab View = group Window = Remove Split:

S REVIEW @ Foxit PDF
l__‘——| E . [ View Side by Side
— =5

Synchronous Scrolling

Mew  Arrange] Remove

Window  All Split Reset Window Position
Window
Hinh 4.2.5

<+ Hién thi dong thoi nhiéu civa sé
C6 nhiéu luc ban 1am viéc trén nhiéu tap tin tai liéu khac nhau, that 1a bat tién khi
phai m¢ timg tap tin, Word cho phép ban hién thi cung lic trén méan hinh nhiéu ctra s6 lam
viéc, hay mo d@)ng tho1 mot tap tin trén hai cua $0.

Sdp xép tdt ca
ciea s6 Word trén
cung man hinh

iS REVIE VIEW Foxit PDF FORMAT

-] ™= [’ View Side by Side (o
Syndhronous Scrolling

New Arrange Split ' A Switch

Window All Reset Window Position Windows ~
Window

Chon cira sé hién
MG thém cira thi dong thoi
s6 méi chita tai
liéu hién tai

Hinh 4.2.6
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Khi ban muon hién thi trang tai liéu ctia minh thanh hai cira s6 song song dé dé

nhin va chinh stra, ban chon cac ché do Window trén Tab View.

5 REVIEW VIEW Foxit PDF <
-1 [T View Side by Side L]
'—_lm ey i
‘ 2 zuNew Arrange  Split
indow | All

dfds.dooxe
Doan 1.doc [Compatibility Mode]
Document

Giao Trinh Chung chi &_LBMy.dook [Compatibility Mc

< >

Hinh 4.2.7

Két qua sau khi ta chon 1énh:

BHS O «0 -

| De_Cuong_Giao_trinh_A.doc! - Word |

7T EH - 0O %X

WHS © *0- [ocomtnon ]
a | HOME | INSERT DESIGN PAGELAYO REFERENCES MAILINGS REVIEW VIEW Foxit PDF copcon ~

FILE HOME INSERT DESIGN PAGELAYQO REFERENCES MAILINGS REVIEW VIEW FoxitPDF copcon ki

= = Eloutiine || = | B EBNewwWindow [T [0 | Times New Reman s Al ¢ v ==
EE] = [E & > =" [z mehioshont__ ) 18 &; #
= = [H Draft M [ [ Arange All I — By | B I U-~aex, x* 4 =~ .
Read  Print Weh Show | Zoom 100% . Switch | Macros Paste - = " Styles  Editing
Mode |Eayout Layout - B B split Windows - B-¥-A-ha- KA HE- s -
Wiews Zoom window Macros a~ Font Il Paragraph = Styles

Clipboard

------ a3 BB L-EH‘\---IH‘\‘--Z-H“-3--‘ [ T PRI LB

WOrQ CUng Cap NNIeu Cong cu ae quan 1y cacn DEN lam Viec VO cac 1at leu va ¢
421 Cic cach xem mgt tai liéu Word s . . o 3 )
s oz sé tai lidu vdi ngudi khic. Chuong nay s& hudng dan ban trong nghién ctru cach xem tai |
% Chuyén d6i cde cdch xem tdi ligu trong Word - . . . .
F . E ngin ngira nhitng thay doi khéng mong muén, 1am viéc vdi cdc phién ban tai lidu, chia sé
Trong Word, ban c6 thé hién thi mét tai liéu trong mét loat cdc cdch hién thi khé ) . . . n . e
- . . . = . lidu véi ngudi khac, tiét kidm tai lidu, va thay do1 se xudt hién cia mét tai liéu bang céct
nhau, moi dang phi hop v6i moét muc dich cu thé. Céc cach én thi bao gom Print Layot N
} . . o . dung mot ban mau_._.
view (mac dinh), toan man hinh — Reading, Giao dién web — Web Layout, dang nhin Outlin

Hinh 4.2.8

Khi ban lam viéc, soan thao ma can phai tham chiéu nhiéu tai liéu Word khéc nhau,
ban ¢ thé m& dong thoi tit ca cac tai lidu cing hién thi dong thoi.

- Mo cac tai lidu can xem > Tab View = group Window = Arrange All

5 REVIEW VIEW Foxit PDF
—u . [ View Side by Side ce
= =ik B
15 Synchronous Scrolling
Mew JArrange] Split : Switch
Windowl  All Bl Reset Window Position | wWindows =

Window
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1 ban ¢6 thé md dong thoi tat ¢i ¢ac tai li¢u cing hién thi dong thei

M cdc tai lidu cdn xem -> Tab View -> group Window -> Arrange All

" =
O = T - ==
B r ‘ ; I
I Hoc cach tha thir |
: 2 Con ngudn hedm o6 a1 hodn hio, khdng pham phii sa1 ldm ndo, 61 khi ching ta :
] cén phii hoc cdeh tha thir. Théng cdm cho 1 lim cda nguin khie khdag chi 14 sy bao dung ]
] ‘ ma cdn la the heén cua tinh yéu thuong, ddng cdm. Trong nhuéu hodn cdnh ching ta khong |
: khos mic nhimg sai lim, vi loc 46 chimg ta cdn nhing 101 cim thong bon 1 chi cham ché :
WG +
=== - S S S S -
______________________________ P I e e T )
e t . 1 :l . . “ s o :
| * 122 Bio vé thi liéu Word ]
C | Word 2010 b3 tro sin tish ning &8t password bio v¢ vaa bia véi ish bid - 4 |
A | -]
| s Nhip choa tab File > chon Info > choam Prosect Document <> chod dwith
L -
- L) Password .
N . . 4 :
= CutA Ly chon (bt den) toim b o dung file 1 | h T F
-
-

Hinh 4.2.8

4.2.2. Bao vé tai li€u

Mot sb tai liéu ban chia sé cong khai, nhung c6 nhiing tai li¢u ban mudn bao mat,
hay chi muén chia sé nhung van bao dam toan ven dit liéu khong bi chinh stra thay ddi.
Microsoft Word c6 ddy dii cac cong cu dé ho trg ban giai quyét van dé nay.

+ Ddnh diu tai liéu

Trude khi ban mudn chia sé tai liéu véi nhitng ngudi khac, ban c6 thé danh dau
két thiic tai liéu, dé ngan chan bat cir ai tir 1am thay d6i n. Panh dau két thuc mot tai liéu c6
két qua nhu sau:

— Tai liéu nay duoc thay doi dé chi doc, va mot sd nut trén ribbon 1 khong co.

~ Mot danh dau két thuc tai lidu s& c6 biéu ngir xuat hién & trén cing cua tai lidu.

— M0t 14 co trén trang thong tin cia Backstage chi ra rang cac tai lidu da duoc

danh dau nhu 13 cudi cling.

~ Mot danh dau két thic tai liéu s& co biéu tuong xuét hién trén thanh trang thai.

Bit cir sy thay d6i nao trén tai liu ctia ban s& khong thyc hién dugc. Pé thuc hién

thao tac nay, ban chon Tab File = Info = Protect Document - Mark as Final :
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Info

W=

Chia_se tai lieu

Open My Documents
Save Protect Document
3’_ Control what types of changes p
Save As Protect:
D S
Exiik [L, Ml = Final
2 Let readers know the document is
Share final and make it read ooty
Encrypt with Password !

Enpart Password-protect this document

F Chi doc tai liéu

Q@)

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit POF copcon ~

AaBbCc] AaBbCcl #

u Editin,
E L g Xy ps > 9
Clipboard Fol 5 Paragraph 0 Styles * A
x

o MARKED AS FINAL Mu has marked this document as final to discourage editing Edit Anyway
I3 / 3 | | A
EicButiog chysccins . Biéu tuong mark final
bi khéa i . SR -
Chia sé tai liéu

Trude khi ban phat hanh mét tai liéu cho ngudi khac, ban ¢6 thé danh dau né nhu

la cudi cling dé ngin chin bét ¢t ai tir lam thay d6i né. Panh diu mot tai liéu nhu la cudi

PAGE 1 OF 1

Hinh 4.2.9

Dé bo chirc nang danh ddu Mark Final:

Edit Anyway

- Ban chon trén thanh Banner ctia Mark final.

— Vao Tab File = Info = Protect Document = Mark as Final.

Info

Chia_se_tai_lieu

My Documents

Protect Document

De, This document has been marked as final

[ty | Mark as Final

_2 Let readers know the document is
final and make it read-only

rare that it cal

Hinh 4.2.10
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% Han ché quyén dinh dang va chinh sira tai ligu

C6 nhiing tai liéu khi chia sé cho nhiéu nguoi cling st dung, nhung ban khong mudn
thay ddi mot s dinh dang va chinh stra ngi dung, ban c6 thé thiét 1ap han ché quyén trén tai
liéu ban chia sé.
Info

Chia_se _tai_lieu
My Documents

Protect Document

Contral what types of changes pec
Save As

ot Mark as Final

8 Let readers know the document is
final and make it read-only

Share

-~ Encrypt with Password rar
lEe ,;, Password-protect this document ut
Close [‘3% Restrict Editi
Control the types of changes others
ican make
Restrict Editing = 1~ o b aovin o
dinh dang
|1. Formatting restrictions 20
= = . (ilim#t formatting to 3 selection of styles)
/| Limit lormamng to a selection By restricting formatting to the styles you select, you prevent the
of styles p ability to modify styles and the ability to apply direct formatting to the
H. hé document. Select the styles you want to allow to be used in this
an che
Semngm\ i . document.
chinh swa .
e s 4o Checked styles are currently all
IZ. Editing restrictions vl Cua 56 cai dét
Allow only this type of editing V1737 mét s6 han ché

(V] Artidie / Section

in the document: . [V Balloon Text (recommended)

(V| Bibliography (recommended)
No changes (Read only) ~ . . P |V Block Text (recommended)
Pat mat khau (V| Body Text (recommended)

|| Body Text 2 (recommended)
|(¥] Body Text 3 (recommended) v
3. Start enforcement Al Recommended Minimum

None
Are you ¥eady to apply these
- Formatti
settings? Xou can turn them off b it
later) L] Allow AutoFormat to override formatting restrictions
("] Block Theme or Scheme switching
Yes, Start Enforcing Protection (7] Block Quick Style Set switching
oK ] Cancel

Hinh 4.2.11

Restrict Editing  ~ *

1. Formatting restrictions

V| Limit formatting to a selection
of styles

Settings... Han cﬁ chinh
2. Editing restrictiy,/ SUa tai liéu
Iow;;?k{s type of editing

in th cument:

Protection method

® Password INo changes (Read only) vI
(The document is not en an
the file and remove the pas Exceptions (optional)
Enternewp it 1)

Select parts o] P

choose users chmnsmms

freely edit the 75@!&“5'
7l

p: to confirm: |

(O User authentication

Groups:

(Authenticated owners can remove d: t pr

P! [v] Everyone
The document is encrypted and Restricted Access is I L‘L"—M
enabled.) ~
oK Cancel |.'.\'- More users... |

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

]I\Ics, Start Enforcing Protection ‘l

h trang thai.

Hinh 4.2.12
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% Tao mdt khiu bio qudn tai liéu
Trong nhiing tai liéu ban soan thdo, c6 nhiing tai li€éu mat, ban khong mudn chia
s¢ cling nhu khong mudn bi nguoi khac xem, ban cé thé thiét 1ap mat khéu cho tai liéu cua
minh.

- Pé tao mat khau cho tai liéu > Tab File > Info > Protect Document = Encry

with Password.

Protect Document

.’ Control what types of changes people can make to this document.
Document ~ =

D Marlc as Final
E Let readers know the document is

final and make it read-only Encrypt Document 2
EDEI'_VP( with Password ) a Encrypt the contents of this file
» Password-protect this document P LIthDI"St Password: Piat mit khéu bio vE tai liéu
LI Ll L]
Restrict Editing ? CaLrtio-n: If you lose or forget the password, it
|:L‘ Control the types of changes others cannot be recovered. It is advisable to keep a list of

passwords and their corresponding document
names in a safe place.

[L‘ Restrict Access {Remember that passwords are case-sensitive.)

& Grant people access while removing ¥

their ability to edit, copy, or print. Cancel
Hinh: 4.2.12
- Pé x6a mat khau cho tai liéu di thiét 1ap = Tab File > Info > Protect

can make

Document = Encry with Password = X6a mat khau cii di.

Info

Chia_se tai lieu
My Decuments

Protect Document "
? % A password is required to op |
Prche I
Dot = Encrypt the contents of this file
Password: % Xda password cii
D Mark as Final | sssEsaes |
91 Let readers know the document is -EaCaution: If you lose or forget the passwaord, it
final and make it read-anly cannot be recoverad, It is advisable to keep a list of

passwords and their corresponding document
Encrypt with Passwaord I names in a safe place.
} Password-protect this doc ra \ (Remember that passwaords are case-sensitive.}

I Restrict Editing T

Control the types of changes others

Hinh 4.2.13
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4.2.3. Quan ly cac tai li€u khi soan thio

Ciing nhu nhitng phan mém Office khac, khi soan thao ban thiét 1ap ché d6 luu

tr dong sau mot khoang thoi gian. Nhung c6 mot s6 truong hop ban chua kip luu hay bi su

cb thi ban hay yén tdm vi Word di c¢6 chirc nang luu lai cac tap tin trong nhitng truong hop

do.

Info

Chia_se_tai_lieu

My Documents

Protect Docume

/’ Control what types of chi
Protect
Document ~

Inspect Docume

! Before publishing thes file
Check for

" Document propertie
. ®  Custom XML data
R Versions
Account ] ~
There are no previot
Manage
Options Versions ~
~ R, U d Doc -
-y Browse recent unsaved files

Hinh 4.2.14

- Dé thiét 1ap thoi gian sao luu tw dong > Tab File & Option = Save Document

— Check vao 6 Save AutoRecover information every = chon thoi gian sao luu ty dong —

don vi 1a phit.

General
Display

prccf.ng

Save

Language

Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

= R
H Customize * 1
C

hon thoi gian luu Luwu ban sao néu
tr dong thoat khong luvu

Save documents
Save files in this format: WordQocument (*.docx) v
(] Save AutoRecover information every 10 -3 minutes
| (V] Keep the last autosaved version | close without saving

AutoRecover file location: IC:\Usm\copcon\AppData\Roam' g\Mul Browse...

[_] Don't show the Backstage when opening or saving files

[ Show additional places for saving, even if sign-in may be requirec Vi tri l‘.ru cac
[[] Saveto Computer by default version
Default local file location: C:\Users\copcon\Documents\ Browse...
Default personal templates location:  C:\Users\copcon\Documents\Custom Office Template:

>

: OK ; Cancel

Trang 101



Giao Trinh Office 2013 co ban

Hinh 4.2.15

~ D¢ hién thi ban sao luu cudi ciing ctia tap tin hién hanh, > Tab File - Info =

Version = chon tp tin ban mubn hién thi.

—u] Versions
Q|

If;,‘l Today, 3:12 PM (autosave)

Manage :
Versions - ﬂ%" Today, 3:02 PM (autosave)
Eiy
ﬂ;} Today, 2:51 PM (autosave)
Hinh 4.2.16
TOOLS VIEW Doan 1.asd: 12/12/2013 3:12 PM tAutUsaved Version) [Read-Only] [I:U... H ~ -
I AUTOSAVED VERSION A newer version is available. _Co pare | Restore « |

So sanh véi tip tin
hién tai

Hoc lam ngudi truwde khi hgoc lam giau

Séng & doi chang ai ¢6 thé hoan thién minh 100%.

Khdi phuc lai tap tin

nhung it nhat phai hoc cach dé séng lam sao cho ven toan.
Cach x1r sw hay cach séng, st dung dt’f‘mg tién cua cac ban sé

anh hwréng dén con cai, dén cudc soéng sau nay.

SCREEN 1 OF34 %3

Hinh 4.2.17

- Pé tim nhitng tap tin ma chwa dugc luu > Tab File = Info > Version 2>

Recover Unsaved Document.

. Versions .
Q T ) « Office » UnsavedFiles v & earch UnsavedFiles »
85 Today, 3:12PM
Organize v New folder = v T W
9
) *} Documents A Name . Date moddied Type
= M
==, 1y Recover Unsaved Documents J " ":'( .| D3 ba ndm ké tir khi Microsoft ra m((Uns...  09/12/2013 3:56 PM
ctures
Q] Browse recent unsaved files i Doc1((Unsaved-303404004094751600)).asd

| Doc2((Unsaved-303404080536343232)).a5d

'% ' | Doc3((Unsaved-303406372087222448)).a2d
omegroup ] Doc((Unsaved-303404213778358384)).a5d 220
Gml((Unsaved-303405303449503120)).asd  10/12/2013 219 PM
1 Computer R Sn e
- anf((Unsaved-303405483315581792)).asd b 427PM
e Local Disk (C)
ca <op (D) v < >
File name: v Unsaved Files (*.a3d) v
Tools ~ Open |+ Cancel
Hinh 4.2.18
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4.2.4. Chia sé nhanh tai liéu
Trong cong vi¢c cling nhu hoc tip, ban s€ ¢d nhiing tai liéu lam vi¢c nhom, dé
thuan tién va nhanh chong, cac ban dung hinh thure chia sé tai ligu, dé nhiing thanh vién trong
nhom c6 thé cing chinh sira, hoan thanh tai liéu cho nhom khi khong thé gip truc tiép.
Microsoft Word 2013 hd trg tinh ning chia sé tai liéu trén Windows Live
OneDrive hay SharePoint.

Send mail.

Tab File = Share = Email 2 Send as Attachment

Share

Doan 1 Email

D: » Giaotrinh » CHUNGCHI_B "
Share i
Attachment
:.-?;g Invite People
= -
| Email

o )
=& Present Online

Hinh 4.2.18
~ Néu ban chua cai OutLook thi chuong trinh s& yéu cau ban cai > sau d6 sé mo

man hinh soan thu da dinh kém tap tin cua ban.

= H ? S Doan 1.docx - Message (HTML) ?2 H - O X%
MESSAGE IMNSERT OPTIONS FORMAT TEXT REVIEW
[_:., 2! a:,a} i Attach File [* Follow Up -
' Vi U Attach tem~ ! High Impartance
Paste B T U ; A Address Check Zoom
= rfl = Book Names | L2 Signature~ & Low Importance
Clipboard Basic Text IF MNames Include Tags . Zoom b
To
=1
L
Send :
Subject Doan 1.doce

Attached | @5 poan 1.doo 71 KB]
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Hinh 4.2.19
D6 1a goi truc tiép tap tin Word hién tai, ngoai ra ban c6 thé gdi tap tin cia minh

dinh dang la “.pdf”, hay “.xps”

[l— Everyor
=_*|  Email Keaii
I Docum
i ¥)
lj"@? Present Online

- i Everyar
'.%EI. Preserv

s Goi nhwr mot T
Post to Blo R ] Send as Canten

Account 9 tdp tin pdf POE

Options

r Everyor

5 . n {1
G,\m Flh“ e '.;1 Presery
Hptnxps Canten

Send as XP5
G&i nhwr mét | Mo fax
T (.
tip tin Fax_l_ =) You'll r
| Sendas
Internet Fax
Hinh 4.2.20

Khi tap tin cua ban qua 16n, vuot qua mic quy dinh ctia Email, ban khong thé
dinh kém dé goi Mail. Vay Word 2013 ¢6 giai quyét duoc diéu nay khong?

Cau tra 101 1a c6, ban s& duogc ho trg b'flng cach goi link download. bé gd1 duoc
link qua mail tir tap tin hién tai, ban phai Save tip tin vao vi tri c6 thé chia sé > sau do

chon Mail = Send as Link

Save As

B e reronl & OneDrive - Personal

Recent Folders

EI:I Computer & Phuc Tran's OneDrive
sl Add a Place =
Browse

& Get OneDrive for Windows and take your files with you anywhere,
Learn Mare,

Hinh 4.2.21
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=> Chon vi tri va dat tén cho tap tin.

a x
T I Ju << https.. » 28229376bb81... » W lo Search 282a9376bb815804 e
Organize « MNew folder \Chgn ‘.—i tri luu -
A A
Cang khai
)
I =5 Snputes ] Folders
iy Local Disk (C:)
=a cop (D) : i
cop's Motebook )it tén cho tip tin
—a con (E) v Folders ]

Save as type: | Word Document (*.docx)

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)

Word 97-2003 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)

Word 97-2003 Template (*.dot) Chon dang tip
PDF (*.pdf] C F 1
KPS Document (*xps)

Single File Web Page (*.mht;".mhtml)
% Hide Folders Web Page (*.htm;*.html)

§ Web Page, Filtered (*.htrm;*.html]

1 Rich Text Format (*.rtf)

Plain Text (*.tet)

Word XML Document (*xml)

Word 2003 XML Document (".xml)
Strict Open XML Decument (".docx)
OpenDocument Text (".odt)

Works & - 9 Document (*.wos)

Hinh 4.2.22

Authors

tin mudn g&i

Sau khi da luu tap tin vao vi tri Share - ¢ day cu thé 1a OneDrive = Tab File >

Share = Mail = Send as Link.

L1

=EH S+ ¢ Goi_Mail_bang_Link.docx - Message (Plain Text)
FILE MESSAGE || INSERT  OPTIONS  FORMATTEXT  REVIEW

=y X A A [-‘-‘i o2 | [ AttachFile
o = - "-'iai f}‘f@
EE | B I U | == €= 3= W Attach [tem =
Paste: o | = P e Address Check
o - A == = | 4 Book: Maries E" Sighature -
Clipboard Basic Text P Mames Include

ng

I* Fallow Up~
I High Importance
¥ Low Importance

Tags P

=1

|
Send

Subject | Goi_Mail_bang_Link.doc

https://onedrive live.com/redirTresid=A3F5DDFF 11BF 13301942
&authkey=!ACDeNTeT 7tCMSvekithint=file%ol cpdf

Hinh 4.2.23
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4.2.5. Tap tin miu - Template
Thuong khi soan thao tai li€u, ban thuong chi sit dung mét trang Word tréng >
sau do6 dinh dang theo y minh. Nhung c6 mot $6 truong hop, ban cAn mot mau dé ap dung
cho nhiéu tai liéu, hay mot mau CV dé xin viéc, hay mau don, ...
Word 2013 ¢6 rat nhidu mau tai liéu can thiét cho ngudi sir dung, hay ban ciing

c6 thé tu tao cho minh mot mau dé 4p dung cho nhiing tai liéu phuc vu cong viéc ciia ban.

New

Tim kiém miu ban cin Chi d& nhitng
min r sin

search for anline templates

Suggested searches: |l_ei:':ersr Resume Fax Llabels Cards Calendar BIankI

Miu cd ohin
FEATURED PERSOMAL b@n tw tao

6 i Aa
N_hl"ing-m:';u .
n6i bit cé sin =
Take a
Account to U r
Options Blank document Welcome to Word Resume . Single spaced (blank)
Title Title Title AGIFT
Handdin~ Hazdina 1 Heanmn e ==
Hinh 4.2.24

Vi du: Ban mudn tim mot miu So yéu 1y lich > Tab File > New > Suggested

searches = Resume

New

Search for g templates

Suggested searches:  Letters | Resume | Fax Labels Cards Calendar Blank

Hinh 4.2.25
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% Home | Resume o
% Category
E— Resume 4
n = == E“‘”"E“Danh sach cac chi®
e Hiring dé trong Resume 35
= == - N Human Resources 32
oE =5 Industry 32
. Personal 24
= Nhimg mau -
Basic 16
trong Resume
Resume - Resume (color) Basic resume (Timeless... Functional Resume Chronological 16
Design Sets 14
Individual n
[aur
Hame] E—— ——— Edircation 6
Professional 6
- il - B Small Business 5
e = = m— Employee 4
)
Hinh 4.2.26

- Chon m6t mau ma ban can = Click chon

[YOUR NAME]

Resume

Provided by: Microsoft Corporation

Enter your personal infarmation, job skills and job
history into this resume template to create a
professional-looking resume and make a good
M pression,

Rating: v (288 Votes)

]

Hinh 4.2.27

4.3. Pinh dang tai li¢u - Formatting Content

4.3.1. Dinh dang Font chir

Thanh céng cy chinh dé dinh dang Font & Tab Home = group Font

FILE

ik

hl

Paste

=

HOME

IMNSERT DESIGN

PAGE LAYOUT REFERE!

Cic cong cu dinh

% Farmat Painter

Clipboard

[F}

TimesNewRo =[13  ~| A" W

B I U ~akex, X°

dang chuin

A~ A~
M cira s6 dinh dang

[0

Font

chinh cia Font
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Hinh 4.3.1
Pinh dang Font chit mdc dinh trong Word khi m¢ mot trang soan thdo méi 1a Font
Calibri, nhung ban ciing c6 thé thay doi bat ¢ khi ndo theo y minh.
bé thay ddi dinh dang font mac dinh - ban mé mot trang Word tréng - chon Font

va mot s6 dinh dang ban can > Tab Home > Group Font > M¢ ctra s6 Font ™

Font | Advanced | Chon Style

s —3H ' —— Chon
Chon Font ma_lc.ai_nh \
Foit style:

|Regular

[rimes New Roman

Italic
Bold
Bold ltalic

Fa nt <] In r
[ Automatic | }

Effects
[] strikethrough
|:| Double strikethrough
|:| Superscript
|:| Subscript

Preview

(®) This'document only?

f:' All ducunTsed on the Mormal.dotm template?
i 3 Cance[—l

}A}_}ﬂl_ﬂlgﬁhl} .................
tat ca tai licu

| Chon dinh dang

This is a Tiw yyac dinh vill be used on both printer and screen.

Text Effects... | oK H Cancel

Hinh 4.3.2
— Pédinh dang Font chit 2 Chon khdi van ban can dinh dang

Di khap thé gian khéng ai t6t bang me

Ganh nang cuéc dod khong ai kho bang ehaN Sao Lhi chon khéi vin bin cin dinh dang
Nwéce bién déng khéng dong day tinh me —= xuit hién thgnh céng cu mini

May troi 16ng 16ng khong phi kin cong cha
Tan tau s-um hém me nudi ta khén lén —
Mang ci tim than gﬁyfha che ch& cho mn|camb”3 (Hec -113 A A As
Aicon mt_a_m_nﬂung]a_m me khée B I UW-A-~:iZ~i=-~ Stles
Bﬂrng dé bubn Hgn mit me nghe khéng?

Hinh 4.3.3
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— Hodc dinh dang trén nhom cong cu Font ciia Tab Home:

Times NewRo |13 ~| A A Aa~- &
B I U-~-abex. x A-F-A-
Font P

Hinh 4.3.4

— Dinh dang Font : Click "™=MNe"R°" 3 hon Font muén dinh dang.

— Chon kich thudc chir : [13 " - chon kich ¢& theo danh sach c6 san, hodc tu nhap.
— Tang kich thuge : ‘A
—  Giam kich thudc: A

— Change Case: A2~ > chuyén doi tir chit hoa = chir thuong, nguoc lai, ...

Viéet hoa daun can.

Aa- | A

MEE

-

| Sentence cazd
chir thumkcwel'tﬂf HEJ IN HOA
UPPERC AS/C

Viét Hoa Piu Tﬁ-_..(;apitalize Each Word
tOGGLE cAShmgt AU 17 vIET tHUONG

Hinh 4.3.5
— Chitindam: ® > chon khéi viin ban = (Ctrl+B) / click biéu twong i

— Chitin nghiéng: T = chon khéi vin ban = (Ctri+1) / click biéu twong *

Chit gach duéi: ® = chon khdi viin ban = (Ctrl+U) / click bidu twong *

U »abe x, x¥* A-3.

MNane

Mare Underlines...

Mo Lo
53 Underline Color +
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— Gachegifta tir, =

— Chisb trén: ® > ax*+bx=c

— Chi sb dué6i: * > H.0

— Hiéu ung font:

Qutline

# Shadow

,{#':; Beflection

A Glow

123 MNumber Styles

ﬁ Ligatures

Lr-

A

* w v v w w

Giao Trinh Office 2013 co ban

= Mot sb hiu ung cho font chir, to nén, vién chir ( Outline ), d6 boéng (Shadow),

hiéu tmg guong (Reflection), phat sang (Glow), dinh dang s6 (Number Style), cac

chir ghép (Ligatures).
— Tb6 nén font:

— T6 mau font:

B Automatic
Theme Colors

Standard Colors
EE EEEEN

v Maore Colors..,

[ Gradient »

— Xoba dinh dang: &
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Ngoai ra, ban c6 thé thay doi khoang cach gitra cac tir, vi tri tir trong hang, ...~ mé&

ctra s6 font > chon Tab Advance

Font . TEN
Font | Aggnied | rang glamtile L
Chataeter Spacing = Téﬂfé Elalfﬂ k]Elﬂaﬂg
seaie 100 v cach cac kv tw
Spacng: | Mormal v.—é;:— = i
Position: | Morma W By: =

] kerning for fonts| Paints and above

L v d6i 1€ trén dwdi cua hang

OpenType Features
Ligatures: MNene W
Humber spacing:  Default ¥
Humber farms: Crefault ™
Stylhstic sets: Default ¥

[[] Use Contextual Atternates
Preview
i

Thig is a TrueType font. This font will be uied on both printer and soreen,

Times New Roman

Set As Default Text Effects... oK Cancel

Hinh 4.3.6

4.3.2. Doan van trong tai li€u

Dinh dang paragraphs cho phép ban thay doi cach nhin trén toan bo tai liéu. Ban c6

thé truy cip vao cac cong cu cua dinh dang Paragraphs bang cach chon Tab Home, chon

nhoém Paragraph.

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW WIEW

ks A = — i— 2 el
b Cut TimesMNewRo =12 ~| A A Aa~- & := =iz~ -~ & 3= S [0 C

5 Ex Copy ) '

aste’ . - z | A A d==== = M 1

- * Format Painter T 0 -akex, X 3 L =TT | v e
Clipboard F} Font I Paragraph ]

Hinh 4.3.7

Canh 18 trong Paragraph: Canh 1é cho phép ban thiét 1ap cach vin ban xuat hién. Dé

thay ddi 18 ta thyc hién nhu sau:

Chon doan van ban, r6i nhap vao tab Home, r6i chon nut thich hop cho viéc canh 1€

trén nhom Paragraph:

- Align Left (Ctrl+L): vin ban duoc canh 1& sang mép bén trai.

- Center (Ctrl+E): Vin ban duoc cin giita cac 1€.
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- Align Right (Ctrl+R): Vin ban dugc canh 18 sang mép bén phai.
- Justify (Ctrl+]): Vin ban duoc dan déu ca hai bén trai va phai.

Thut 1& doan: Thut 1& doan cho phép ban xac dinh van ban trong mdt doan canh 1é

khac nhau. C6 mot sd tuy chon cho vi¢c thut 1é:

Paragraph

':“" \i ~= lf,:pﬂsg;mg , |10 - o 11

Canh 1 trong Paragraph: Canh 1é cho phép
[on banthiét 1ap cach van ban xuat hién. Dé thay doi .
1é ta thuc hién nhu sau: Right
Chon doan van ban, rdi nhap vao tab
Home, rdi chon nut thich hop cho viée
canh

Hinh 4.3.8

- First Line: Diéu khién dudng bién bén trai cho dong dau tién cua doan.

- Hanging: Diéu khién dudng bién trén trai v6i tat ca cac dong trong mot doan
ngoai trir dong dau tién.

- Left: Diéu khién dudng bién bén trai voi moi dong trong mot doan.

- Right: Diéu khién dudng bién bén phai voi moi dong trong mot doan.

Tao khoang cach gitra cac dong: Trong van ban k¥ thuat dan trang gip trinh bay
van ban rd rang va dep mat. Néu nhu trudc ddy ban thudng tao khoang cach bang phim Enter
dé xudng dong thi gid day ban sé& sir dung cac cong cu ¢ san trong chuong trinh soan thao
MS Word dé 1am viéc nay.

Chon cac dong can dinh dang khoang cach cho chung.

Chon chure ndng Line and Paragraph Spacing
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st =% 4 T cHUOL 4
==== B=5 - P . T Chuong
Para 0
I i o | 1.15
L &
- L
- B 2.0
Tao khi 2.5
van bar 0
phim Ei
N Line Spacing Options..,
Chon ¢ 2 Remove Space Before Paragraph
Chon cl % Remuove Space After Paragraph
Hinh 4.3.9

Thay ddi céc thong sb trong phan

Spacing dé tao khoang cach giita cac dong

Thém dwdng vién va hiéu wng té béng: Ban c6 thé thém dudng vién va to bong

cho céc doan van ban va toan trang. D€ tao mot duong vién bao quanh mot doan hodc céac

doan, ta thuc hién nhu sau:

Lua chon vung van ban noi ban mudn cé dudong vién hay hiéu ung t6 bong.

Nhap nuat Borders trén nhom Paragraph, chon Border and Shading.

T Marrm

TChuong

Bottom Border
Top Border
Left Border
Right Border
Mo Border

All Borders
Cutside Borders
Inside Borders

Inside Horizontal Border

Inside Vertical Border

Horizontal Line
Draw Table

View Gridlines

o
&=
o

Borders and Shading...

Hinh 4.3.10
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«+ Ké khung

Borders | Page Border l Sha q_i_rln__|_ Chon duimg vién

Setting: Style: cho khung
— s Click on diagram below or
——F MNone use buttons to apply borders
TR | [—— i L
Shadow e S
Color: 5 i
3-D £ B e
= | Automa. ~ Chon déi tuong ap dung
= Width: (&= L/W
§ Custom
= ‘ Yapt X v e ./

! Paragraph E

Chon dang Do ron d‘l\m‘ g vién
khung e | Options...

| 0K | | Cancel

Hinh 4.3.11

Chon d6i trong 4p dung

.ogv--|»<rl---|---2--<| AP aph N B SO,

N A A A A A A N N AN N S St N A A A A A AN A A A AN A A A AN AN AN A A A N S NN

s
$
‘
¢
.

" Noi nao ¢6 y chi, noi do ¢6 con duwong.

5
Chon déi
. N S N N N S N N N N N N S S N S N N N N S N S N N N N S N S N N N N NN S NN N N N N S S S N N N N

tl'rmlg R e e e i
dmgakﬂv)nao ¢O v chi, noi do ¢6 con duong.

A

%
Text T v e L v RV IV IV IV Te V. e v vV v Ly e e VIV IV IV 2

+ To6 bong
Trong cira s6 Borders and Shading = chon Tab Shading

| Borders Jlag—e Border Ehadlﬁ I
. Fill | Preview
[ v]] Chon mau td
Patterns
Style: D Clear E]
Calor [ Automatic |
Chon Style
Chon doi turong 4p dung
Apply to:
Paragraph E|
| ok || concet |

Hinh 4.3.12
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Chon dbi twong 4p dung

St N 3 v v AT A 2

3 i 14 Paragraph

N(u nan of v (,hl no’l do (,0 con dl.‘... "

£ Nw\wwwwvwVWW\NuVWWVWuwwvuwwwvwVWWVWV\,\,WVWV-WW\,\;’:
Chon dbi

Ry e e S e e e e

v Noinao ¢y chi, noi do ¢6 con duong

dung la FI I I IR I I I I FIF I I V\/v o o e S e e o e i v i S e e

Text
4 Bullets and Numbering
Ban c6 mot doan tai li¢u 1iét ké dang danh sach, dé tai liéu duoc dinh dang mdt cach
nhanh chong va dep mit, ban sir dung cong cu dinh dang Bullet and Numbering.
— Chon doan tai liéu can dinh dang.

— Chon Tab Home = group Paragraph —> Bullets/Numbering

Numbering
= 2l M
Oy~ FH -
Bulle‘fs Multilevel Lisf;I
% Cac dang Bullets:
a- % |fExi=-5- &% 2 T || AaBhcal AsBbCA AaBbCc AaBh Asskced

'~ A~ Recently Used Bullets MNoSpac... Heading1 Heading2 Heading3

i =+ ® 0:0 Styles
' O I TR SRR S R S
Bullet Library
IiN CUQC SONG

None | | __ ° O ] -
Quan tr bén minh ma 1a nhimg gi ban dd déng
o 5[V
el Document Bullets i la unlrag 4 ban ad cho d;
Quan t ¢ duge trong 41, ma 1a § nghia that
swetal — O | =" e - ||V
Qua:ll_tul I ([l || =||=> ma 14 nhimg gi ban d truyén lai cho
Quantt 4 _ | — 4 | » | ¢ hlatiohcach—1anhing giban cu xir
Vi mo! = ad

- + G

Chon dang

Bullets khac

Hinh 4.3.13

PIEU KY DIEU TU CACH NHIN CUOQC SONG

¥» Quan trong khong phai 1a nhitng thir ban mang theo bén minh, ma 1a nhitng gi ban
dd dong gop.

% Quan trong khong phai la nhitng thir ban nhdn dwoc ma 1a nhitng gi ban da cho di.

¥ Quan trong khong phai 1a nhitng thanh cong ban di co dwoc trong dovi, ma la v nghia
that sw cua chung.

» Quan trong khong phai 13 nhimg thiz ban hoc dwoc, ma 1a nhitng gi ban d4 truyén
lai cho ngwrot khac.

¥ Quan trong khong con 13 ning hiec cia ban, ma chinh 1a tinh cach — 13 nhiing gi ban
Clr XUt VO1 Mol nglrol xung quanh.
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% Cac dang Numbering

= & LIl

=-gEuw EE NI || aanbca
Recently Used Mumber Formats -
1
2
a
tong |
Nurnbiering Library .
b : 7 a) Quan trong khéng chi 1 nhimg ki (e, ma phii 14 ky e vé nhimg newé d4 yéu
Nane || @ thong ban.
fomgl T |5 @ ! o o, _
tban b) Quan trong déu chi la ban s& dwoe moi ngudt nha dén trong bao lau, ma 1 ho nha
1l 1 1) gi ve ban.
121 2 2
B} 3 » ¢) Quan trong khing phi 12 ban quen biét thit nhitu ngwdt, ma 1a bao nhiéu ngwdi sé
Thél |, = > dau x6t khi mat ban trong doi)
Bon (] B by
n C =
Pon
Bon¢ ? :
b [l
c il Chon dang

Numbenng khac

Hinh 4.3.14
< Dang phén cip - Multilevel List
C6 nhiing doan tai li¢u co nhiéu phan cép, ban khong can phai chon ting dang
Numbering va Bullets, Word 2013 s€ gitip ban dinh dang nhanh chong chi can mot 1an cho
tat ca cac cap.

1) BO PINH DANG (style)
1) Khdi niém:
Style 12 mét tip hop céc dinh dang c6 sin trong Word hoac do ngudi ding tao ra v
duoc gin cho mét tén ridng. Style c6 thé chita cde dinh dang ki tir, doan vin ban,
diém dimg Tab,

2) Thao tdc trén Style
a) Hop thoai Style (Format/ Style)
b) Tao mét Style mén

1) TAP TIN MAU (TEMPLATE)

1) Khdi niém
Template la mot dang tdp tin van ban dac biét (co phﬁ.ﬂ mé rong .dot) chira cdc dinh
dang tao san va mdt 56 ndi dung nao do.

2) Tao tip tin miu mdi
a) Chon lénh File/ New, hép thoai New s& xuit hién.

b) Trong muc Create New, Click chon Template. Nhip néi dung va dinh dang.
¢) Chon lénh File/ Save &8 lwu lai véi phin ma réng mac nhién 1a dot.

— Chon doan tai liéu muén dinh dang.
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Style la mot tdp hop cac dinh dang co san trong Word hoac do ngwoi dung tao ra va dwoc
gan cho mét tén riéng. Style co thé chira cac dinh dang ki tw, doan vin ban, diém dimg

Tab, ...

Thao tac trén Style

Hdp thoai Style (Format/ Style)
Tao mét Style mdi

TAP TIN MAU (TEMPLATE)
Khai nieém

Template 13 mét dang tap tin vin ban dic biét (co phﬁn mo rong _dot) chira cac dinh dang

tao sin va mot s6 ndi dung nio do.

Tao tip tin mau méi

— Vao Tab Home = group Paragraph - Multilevel List 2 Define New Multilevel

List

Chon cap de

dinh dang

2 [EN

el to modify:

}\ Cligk ley
1

CF

o

.aaﬂammhﬁn\.

n
b

2)

(1=
{a)
0]
1
a

Number farma

- Chon Style cho — Chinh font cho

: i Style
Enter fgrmat: tlmg cap =
a) Eont...
Number style !or@ Incluge level numbe
abc.. ~ W
Position
Number alignment: | .4 v | Alignedat: |5 E-¥
Text indent at: 0.75" +| | Setfor ANl Levels...
Chon OK hoan

More : . 4 | ok

thanh >

Cancel | |

I) BO DINH DANG (style)

1T) Khai nifm:

T} Style 13 mét tdp hop cdc dinh dang 6 sin trong Word hodic do ngué ding t2o ra va dirge
gan cho mit tén riéng. Style cé thé chia cac dinh dang ky tu, doan vin ban, difm dimg Tab,

IV} Thao tic trén Style

V) Hap thoai Style (Format/ Style)

VI)  Tao mbt Style mén

VII) TAP TIN MAU(TEMPLATE)

VILL) Khii nigm

IX)  Template I mit deng tap tin van bin déc biét (c6 phin mo réng dot) chira céc dinh dang
to sén va mit 56 ndi dung nio 49,

X) Tao tip tin miu moi

X1)  Chon lénh File! New, hip thoai New & xust hién.

X1I) Troag mye Ceeate New, Click chon Template. Nhip nd: dung va dinh dang.

X111} Chon lénh File/ Save 42 l Lai vén phiin mé réng méc nhién 1 _dot.

Sau khi Click OK dé hoan thanh thi doan van ban s& chay Cép du tién, dé cho céc

cép con lai theo y minh, ban chi can chon céac d6i tuong cung cung 2> nhén phim Tab trén

ban phim. D& lii ra mot Tab thi ban sir dung to hop phim Shift + Tab.

I) BOQ PINH DANG (style)
1) Khaii niém:

Style 12 mot tdp hop cdc dinh dang co sin trong Word hodc do nguti ding tao ra va duroc
gan cho mat tén riéng. Style co thé chira cdc dinh dang k¥ tw, doan vian ban, diém dimg

Tab, ...

2) Thao tic trén Style

a) Hép thoai Style (Format/ Style)

b) Tao mét Style mdn
1I) TAP TIN MAU (TEMPLATE)
1) Khii niém

Template la mot dang tdp tin van ban dac biét (co phén mo rong .dot) chira cac
dinh dang tao sin va mét sb ndi dung nao do.

2) Tao tip tin miu méi

a) Chon 1énh File/ New, hdp thoai New s& xuét hién.
b} Trong muc Create New_, Click chon Template. Nhip ndi dung va dinh dang.
¢) Chon lénh File/ Save dé luu lai véi phin m& rong mic nhién 1a dot. |
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4.3.3. Tim kiém, thay thé
Trong khi soan thdo mot doan van, van ban cé nhiing tir hay cum tir ma ban muén
tim kiém hay thay thé né bang mot tir, cum tir khic. Rat don gian véi vai thao tac, ban chon

Tab Home = group Editing

Tim kiém
Thay thé % Find —— i
a0 peplace ™ Chon d01 terong
[} Select =———
Editing
Hinh 4.3.15

+ Tim kiém:
Pé tim kiém mot tir hay cum tir, ban chon Tab Home = group Editing < Find >

g0 tir hay cum tir ban mudn tim vao 6 Search document ( Find what trong Advance Find )

Navigation T
lg.r chi x -I
16 results [+][~]

HEADINGS | PAGES | RESULTS

= i Find - Moi ndo cé § chi, noi dé cé con duding.
# Find " -
#  Advanced Find “NgI NAD CO ¥ CHI, NOI B0 €O CON

ith PUONG" - Cudin sach dénh thirc t8i, va
2 GoTo. cé thé ca ban nita...

| @& Find * | find | Replace | GoTo
ﬁ Eind Find what: ¥ chil E
@ Advanced Finces
=2 GoTo.
Mare »> ‘Beading Highlight » Find in= _ Eind Nest Cancel

Hinh 4.3.16

Cac ket qua tim duogc s€ dugc t6 vang trong doan van ban cia ban.
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; : L i I 1 | 2 | v 30 | 4 | 5 | [ L
Navigation X
g chi x| |: Noi nao ¢o vy chi, noi do ¢é con durong.
Result 4 of 16 wif> d

"NGI NAO cO ¥ CHI, NGI PO €O CON DUGNG" -

HEADINGS | PAGES | RESULTS Cudn sich dénh thire to1, va c6 thé, cd ban nia. ..

Téi mudn bit dau bai gict thidu v& cudn sach di
6 ¥ nghia didc biét véi toi bang cdu chuyén nho trong
phim hoat hinh “Tro chuvén vdi cha ché tring” cua
Nhat.

Noi nae b y chi, noi do cd con duting.

"NOI NAC CO ¥ CHI, NOI B0 €O CON
BUONG" - Cubn sach danh thirc t6i, va
6 thé ca ban nira...

Chuyén ké ring khi chii ché bong ri ban dimng
lén tang da dé ngam sao, chi dd néi véi ban: “Chi cao
thém mdt chit nhung 43 gin hon véi bau trdi” Cau
chuyén nhd Ay lam t6i suy nghi that nhidu vé nhing
“tang d4” 14 nhitng kho khan, thich thite. .. ma mbi cude
: déi déu gip. That nhiéu khi, can thém diing cam dé virot qua lo so, thém tw tin dé manh
d3 ¢6 nhiing con ngudi diing cam vuigt - dan di vé phia wéc mo, thém yéu thuong dé nghe long minh bt chit chéi, thém § chi dé

ang ¥ 5tk i T 3l i - . & s i am : " 5 -
pug fiatn § il cgRky e Cudi d61 mat véi nhitng thir thach vén ludn & ddu d6 trong cude doi. .
sach dd danh thirc t6i, =

thuong d€ nghe long minh bét chat
chéi, thém y chi d€ d6i mét vdi nhiig
thit thich vin ludn & diu

ltsi déng vién &y tir cudin sich "Noi ndo
o y chi, noi d6 co con duang”. Cudn by
sach danh thirc t8i :

ac o aaon g o4n R R R T S o R o
Cuitn s4ch m 60 thay a6 np nghi Té1 da tim dwege nhitng 101 déng vién 4y tir cudn sdch “Noi ndo cé § chi, noi d6 cd

Hai tap 1 v 2 cilia b6 Noi nao c6 ¥ chi, : con dudmg” Cudn sach dénh thite thi nidm tin vao chinh nhitmg kha ning ban thin minh,
REgEka O cdiidiDnay - vé nhing gidi han ma di cé nhimg con ngwdi diing cim virgt qua bang § chi nhwr mét ki
1k circ hion v ban than va CLee 3 tich. Cuon sach da danh thite to1. Va néu c6 thé dén vt cuon sach ay, to1 tin, ban ciling s&

Hinh 4.1.17

& Thay thé
Tuong tu nhu tim kiém, ban mudn thay thé mot tir hay cum tir trong doan van ban,
ban boi den tu/ cum tir = chon Replace trong group Editing ctia Tab Home:

— Nhiép tir can thay thé

Find and Replace » IEN

Find | Replace | GoTo

i —
| | Find what: v chi e — W
Options: Search Drown
Replace with: |quyét tam| Nhap mubn thay thé [v

More »> _|_Eeplace ” Replaceglll | Find Mext | Cancel.
[l

p—
Thay the tit ca

v A - "I‘
| Thay the timg tir mot

Hinh 4.3.18

4.3.4. Piém dirng Tab
bé dat diém dung Tab cho mot van ban, ban c6 thé dat Tab truc tiép trén Tab
Selector, hodc mé cira s6 Tab dé thiét ké.

& Dt triee tidp trén thude
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FILE HOME IMNS

ol

[

Paste
= * Format Painter

Clipboard P

LL ——  Biéu tirong Tab
i I

Cac loai Tab :

— Lefttab = - Dat vi tri bat ddu ctia doan text ma tir 6 s& chay sang phai khi ban
nhap liéu.

— Right tab - > Niam & ban phai cudi doan text. Khi ban nhap li€u, doan text s& di
chuyén sang trai ké tir vi tri dat tab.

— Center tab ' = = Dat vi tri chinh giira doan text. Poan text s nam gitra vi tri dat tab
khi ban nhap liéu.

— Decimal tab ' * - Khi dit tab nay, nhitng ddu chim phan cach phan thap phan s&
nam trén cung mot vi tri.

— Bartab ' - Loai tab nay khong dinh vi tri cho text. N6 s& chén mét thanh thang
ding téi vi tri dat tab.

Dé dat Tab = chon Tab tir Tab Selector = L-Click trén thanh thudc ngang tai vi

tri mudn dat tab.

Diém dimg Tab

.....:..l...:. bt i ...1..., E"'l"

Co cau giai thuwong
Thé loai Giii Thuwing
Hinh 4.3.19

& Dt qua Cira sé Tab
Dé mé ctra sb thiét l1ap Tab, ta chon:

— Tab Home > group Paragraph = Paragraph setting
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Preview

Ben e G ba SIH0.000

| Set As Default | | ok || cancal

Hinh 4.3.20

— Dit mot tab bat ky trén thudc ngang > double click trén biéu twong tab do:

| Double click

— Cura so thiét 1ap Tab:

Tab stop position: Default tab stops!

m o 4 B

0.5"

357 : e Tab stops tyf be cleared:

- N‘:i‘f:f* g‘gm Bt khhang cach

" mic dinh khi nhin
phim tab

Alignment

(@) Left i) Center ") Right

o H

) Decimal i_J Bar hon loai Tab
Ceader

@ 1 MNone

Chon dwing né1
cac tab
Koa tit ca
cac tab

Hinh 4.3.21

Sau khi da thiét 1ap tat ca cac thudc tinh cho cac Tab, dé thuc hién Tab cho mdi vi

tri, ban chi cAn nhan phim Tab trén ban phim.
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Diém dimg Tab
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4.3.5. Tao bang

I; . ,', -. . 1 T T T .. P ] £ . | __ A
Dutngleader— (U’ cau giai thuwong
Thé loai Giai Thwdng
Ponea .o Gidinhat. ... 1.000.000
Poneca. .. ... R VL (Ys Gidanhi. . 800.000
Boned. s Gidi ba oo i 500.000
Hinh 4.3.23

Dit con tro tai vi tri cAn chén bang = Chon tab Insert -> chon Tables

FILE HOME

IMNSERT

B3 Cover Page~

E=E

D Blank Page
8 i Table
%— Page Break -
Pages Tables
Hinh 4.3.24
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+ Insert Table
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EEQ‘S}Z

Table | Pictures Online Shapes 5r
™ Pictures -

Insert Table : Chon 8 dong s6

OOOO00O0CC| | c6teén tao bang
OOO00O00oOOn
1 O O [
O [
1 | O [ R [
OOOOOOO0 age of dbog s
000000 ot cén cho bing
EECEEE L

| Insert Table...

E‘ Draw Table !
Nhing bang ti

=@ Convert Text tc Table MS EX.CE-‘I-
|EH Excel Spreadsheet

[E QuickTables -

Tu thiétké bang

Chon miu
bang c6 san

Hinh 4.3.25

' ! . Nhip s dong sé

Table size ct ol bfmg
Mumber of columns: .
Mumber of rows: Jang vl dé rong cac

cit bang nhau
AutoFit behavior
Vira v nd1 dung
nhip vao

(® Fixed column width; |

() AutoFit to contents

I AutoFit to wind ow L Biang vita véi cita 58

thiét ké
|:| Remember dimensions for new tables
| ok || cancel |
Hinh 4.3.26
i aﬁ 2 1 3 i 4 1 #. 5 1 5 it
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+ Draw Table
Tu ban thiét ké bang voi nhitng cot va dong theo ¥ ban, ¢ thé chon dudng ké bang

theo y minh.

Hinh 4.3.27
+ Excel Spreadsheet
Nhung bang tir cira s6 MS Excel:

n 3] Document2 - Word =T
File Windaow
H= ek = ?
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEW DEVELOPER Fezit PDF OFF »
ey X Calibi 11 ~|| =S =2 General  ~| P Conditional Formatting~ | E=jncet = 2 = S¥+
. B- 8T Uu- A aiE==EE % - % » | B rormatas Table~ =X Delete = | (W1~ M-
aste -
- A - == - 0 +n [2# Cell Styles~ =] Format -
Clipboard & Fant m Aligriment [ MNumber ] Styles Cels Editing A
Al |11 - w
| trev— =T CL L 3 o I T — L B . «e e
A B & D E F <]
="
2
3 Nhép liéu vao ving
; bang tinh cua Excel
G
" T
8
9
0 -
Sheetl * HIE
Hinh 4.3.28

#+ Quick Table
Ngoai ra ban ciing co thé chon mot mau Table c6 sin > sau d6 ban sé thay doi dir

liéu voi Quick Table
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000000000 sus =
B Insert Table.. Calendar 1
[ Draw Table
: December
__:[';! Excel Spreadshest | I g 5 :
A Quick Tables W
T 2 3 4 5 & 7 B
Calendar 2
MAY
M T W F 5 5
1 2 3 4 5 &
7|8 8 10 11 12 13
14 15 16 17 18 19 120
21 22 23 24 5 W 27
Calendar 3
December
it Mun Tue W Thu Fri Sl
l T 1 7
21 3l 41 H 6l 7l #1 - |
Hinh 4.3.29
4 Chinh sira cau tric bang va dinh dang bang
Céc cong cuy de dinh dang va chinh sua cau triic bang:
ﬁ'_. H%S-c ¥ [ = DocumentZ - Word | TABLE TOOLS
FILE HOME  INSERT  DESIGN  PAGELAVOUT  REFERENCES  MAILNGS  REVIEW  VIEW  DEVELOPER  FoatPDF  OFFICEREMOTE | DESGn I LAVOUT
+| Heades Row |+ First Calurmn R Do Dooes = = '*, =t | 4
Total Row Last Celumn EESEE | =E=ss [SES5E === . reyepm— -
— s B o gl e = e — Shading = Border '—- Borders Border
7] Banded Rows | Banded Columns i Styles - W Pan Color = i
Borders -

Table Style Options Tabde Styles

B EH® &¥0-: Document? - Ward
HOME IMSERT DESIGN PAGE LAYOUT REFERENCES MAILIMGS REWIEW WIEW DEVELOPER Fowit POF OFFICE REMOTE
e — — [y, = I 1 E i - 1

7 4 || I Tl EIMEE =1|  &[Height 021" Distisbute Rows
Select  Wiew Properies | Drew Ereser | Delete  Imsert Imdent nseri Insen Autofit - =y [162° * | FH Distribiste Cohsmns
Gridlnes Table Above Below Left  Hight = z
Tabde Duaw R & Columns F Merge el Size

Hinh 4.3.30

< Chon d6i twgng muén dinh dang:

— Chon 6: Click chudt vao 6 can chon

Ted  Cal
Direction Margins

Alignment

o3|

— Chon cdt: Click chudt 1én cot can chon
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— Chon hang: Click chu6t 1én hang & dau hang can chon.

+]

— Chon ca bang: Click chudt 1én goc trén cua bang

% Thao tac thém, x6a hang va cjt

— Click chudt vao trong bang, chon tab Layout -> group Rows & Column:
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o n Chen dr‘gn_ﬂ bén trén
Xoa cac doi trong

; Chén dong bén dwedi
trong bang 4

f

o T B ]
i t =
x| \_,;,J HEH =
Delete  Insert Insert Insert Insert *Chén dong bén phai
Xoa0g___ T Above Below Left Right

&~ Delete Cells...

/,,Chén cot bén trai
-

s

wi

Xoa CQH-—-HEE__ - ) TR
Delete Columns

Xoa dong“____—ﬁx Delete Rows

Xo6a bang¥$—— % Delete Table
Hinh 4.3.31
+ Insert Above: Thém mot hang ¢ phia trén hang chur con tro.
+ Insert Below: Thém mot hang ¢ phia dudi hang chir con tré.
+ Insert Left: Thém cot bén trai cot chir con tro.
+ Insert Right: Thém c{t bén phai cdt chir con tro.
— Cac thao tac x6a bang, hang, cot: chon bang, hang, cot can xoa.

+ Delete Cells: X06a 0.
+ Delete Columns: Xo6a cot.
+ Delete Rows: X6a hang.

+ Delete Table: X6a bang.
+ Tron hoac tach cac 6

— Chon céc 0 can trdn, chon Tab Layout -> Group Merge c6 cac chuc ning

sau:

»

1:‘ El::l:i :]—j j || Height: 0.51cm 3

Merge Split  Split § AutoFit ' = width: :
Cells Cells Table ~
Merge Cell Size

+ Merge Cell: Tron cac 6 dang chon thanh mot 6 duy nhat.
+ Split Cells: Tach thanh nhiéu 6.
+ Split Table: Tach thanh hai bang khéac nhau.

< Canh 1€ cho dir liéu trong 6

—Chon cac 6 can canh 1& dit liéu, Tab Layout > group Alignment :
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Text Cell
Direction Margins
. Alignment

+ Text Direction: Thay d6i huéng cia dif liéu trong 0.

1

+  Cell Margins: Thiét 1ap khoang cach gitra dit liéu va 18 6.
+ Dinh dang bang

Chon dbi tuong can dinh dang - Tab Design >

IGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE DESIGN Li
) = Chon mau dinh ~ _ i = o B J
= dang st : e p— - &
P P P P - | Shading = Border & Borders Border
Styles - s PN Calor ~ Painter

Table Styles 1

Keé khung
Hinh 4.3.32
4.4. Thiét 1ap cAu tric trang va tai sir dung ndi dung
4.4.1. Thiét 1ap ciu tric trang
Khi viét mot tai lidu, khong chi dé xem va luu trit, ma c6 nhiing van ban ban can

phai in ra dé bdo cdo , hay dé luu trit lai. Thi chuc ning Page Layout trong Word s& gitip

ban.
FILE HOME INSERT DESIGN PAGE LaYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER. Foit PDF DFFICE REMOTE
H :: [ ":l- | ™ 5 ;' Indent Sn-nr_mg . |5 Align -
o — : =t 1 = Left |0 > |12 Before (0 pt '
Maigins Orientation  Size  Columng - t - Selection
: Z tc Hyphenation= | = Right: |0° - = After: B pt - Pane
Patagraph fa Arrange
Chon hiréng trang Chia cit tai liéu
4 f
— A e
' | Ngat tai ligu
: [e— 5
: W — ,/T
| 7 L)
41| 2 I | |

argins Orientation S?e Columns

- -

i+ "= Breaks
- i1 Line Numbers=¥ Danh s6 dong cho tai liéu

-

a. 1 - . .
be Hyphenation= qq dung ddu gach ndi cho tir

Canh 1é trang dfage Setup i

¥

Chon ¢& gidy in

Hinh 4.4.1
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— Canh 1@ trang in: Vao Tab Page Layout > group Page Setup > Margins

T [B% 7 [E=] *= Breaks-
N = O E
STy == 0 Line Mu
Margens [Orientation  Size Columns 5
. . . - bf Hypher
e Last Custom Setting e b
T Top 11" Bottom:1* . . 3
Lef 1 Right 1" Top: . ¥ Eottom: . E
I - Lett: ik HE Right 1 -
— Mormal Gutten L3 —: Gytter pasition: Left :'-I
[ 1 Top 1 Battom: 1° i
L 1 | Left 1 Reght: 1° U’_ﬂ_!ﬁT-ltlﬁl'l_ -
= = Harrow @
Tem 5 Bottom: 0.5° L L
| Lef 05 Right: 05 . ENEEPELE o
I | Choncacle da Pages -
Moderate = - ] Muttiple pages: Momal v
— | Tog 3 Botton 1+ | | durgrc thiét ldp san -
Lefts 0,75 Raght: 0,73
Preview
T Wide
| Topt 1" Bettom:1° —_—
11 Left: a F!cgh'.' 2 S
_ Mirmrored ==
T l " Top - Bottor 1" e —
:l:_. —i Inside 1,25 Outside:1" .
el b TT;I thiét lElP cho Applyte:  Whole dacument ||
Customy Margens.. B o
| a trang cua ban .
2 Set Az Defautt [ ox || Cancel

Hinh 4.4.2
— Chon huéng cho trang : Vao Tab Page Layout = group Page Setup = Orientation

_ < —
i E
Orientation Size Cc

- -

D — 1w Chon trang dimg

D Landscapr"ﬁﬂh?ﬂ T

— Chon kich ¢& gidy in: Vao Tab Page Layout = group Page Setup - Size:
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[==] 4= Breaks - Indent
= I Line Mumbers= | = Left

B¢ Hyphenation= | =% Righ
Lietter - el |
LA R k]
Letter Small \ Thanh
B3 1 a

o cudn
Tabloid
N =17
Ledger
- Chon
cac

Statement
5.5 1 8.5 o
Executive ‘a
125" £ 10.5° g1ay
A3
11.68" % 16,54
Ad
827 % 1164
Ad Small
B27" % 11,59 = o

— Chia cdt doan van ban: Vao Tab Page Layout = group Page Setup = Column:

=] 'J|=‘| Breaks -
— i1 Line Numbers |
Calumns Presety
- e Hyphenation Tem I I - 1 —
= B |=m |(m| |1\ |E
=J e One Two Tnree Left Right
= Humber of columns: (1 5 Line between
:-;| Two Width and spacing Preview
Col®:  Width: Spacing:
:§:| Three | h _| B3 i ¥
— . [ 1] : g
— Left = =
» Equal column width
==  FRight Applytor  Selectad bext v) SRk i ol
= QK Cancel
|E Mare Columns.., ; | |— i
Hinh 4.4.3

One:

Two: Chia doan van

dua doan van vé mot cot

thanh hai cot bang nhau

Three: Chia doan van thanh ba cot bﬁng nhau
Left: Chia doan van thanh hai cét, 1éch trai

Right: chia doan van thanh hai cot, I¢ch phai

4.4.2. Thiét 1ap chi dé cho trang tai liéu
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Nhu ban di biét, cac theme c6 anh hudng téi phong cach cua toan b tai li¢u. Mot
theme thyc chat 14 tap hop ciia rat nhiéu cac phong cach (style) trong mot tai lidu gdom c&
chir, mau chir, phong chit, dé muc, cac gach dau dong, sb thtr tu, khodng céach chir, khoang
cach dong,... trong Word 2013 ban c6 thé st dung nhiéu mau theme c6 sin, rt dep va tién

lo1 dugc dat trong Tab Design.

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW DEVELOPER Foxt PDF OFFICE REMOTE cop con

Title TME ™ Tl » TITLE T Title E 3—4Paragraph5pacmgv D {‘,;L‘ D
S e imal = e o et . DEﬁE‘T—"‘ —

Sl ey == < ~| Colars Fonts Watermark Page Page
¥ ¥ o @ Set as Default v Color~ Borders
Document Formatting Page Background

Trong thu vién Themes, chon theme mong mudn.

|Aa1l I TITLE Title

= P theo theme d3 chon
Aa fll Az B |4 | THAG :
......I =N |= | Hf:.“.\.'\ AoBbCeDd | AnBhCeDd bt aokbCc AAC) AaBbC scticiod eBbCDd
i Boad Lgan Retrespeat HICE f Normal | % No Spa Hesding 2 Title ubatle wbtle Em..  Er
: 3 e
A l Aa .lt't'fl- lﬁa } H“"-“_‘ AcBbCeld AoBbCele Ac8oTclol saBzxCcDp  AaBaCeDe AaBeCeDr AcBbCeld
hreele A B niense B & Quote Interce L. Subtle Ref ntenze B  BockTitle TlistPan

i
| = :
Aa ] Aa i Aa.] Aa ]
... .... | Eomms .:n-. = I“ A Bpphy Stydes

Aa_pl (As_| | |Aa ]| |Aa_]
e E mssmmn| | |menses

. 1 of Frame Maln Bvenit |-
& o s

B % .

Hinh 4.4.4
—  Sau khi chon Theme ban ciing c6 thé thay d6i mot sé tinh ning trong theme do.
+ Color: Piéu chinh mau cho cac tiéu dé, cac chuwong, muyc trong tai liéu
+ Font: Thay ddi font chir cho cac yéu té trong theme.

+ Effect: Thay doi hiéu img
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Colors Fonts

|:| Effects

_:_‘f Paragraph Spacing -

A = @) Set as Default

| S# Paragraph Spacing -

Aa

[Aa

A

Watermar

Office

G140 Trinh Office 2013 co ban

ome
Calibri Light
Ealiri

e 207 W |
Cambris |
calio

= JJ¢

Office 20...

Cabed

GrungeT.. Frosted G...

. Glow Edge

Calibn
Exlibr
Bt
Ariat
il

@y

"Ml Giass

o

Fiblet

Cosbel
Corbal
Eortel
Landaea
Candara
Candara
Fuaniktin Gt
Franklin Gothic M...

Frankiin Gathic Bass

Hinh 4.4.5

Ngoai ra, ban ciling c6 thé tu thiét ké riéng mdt theme ri€éng cho tai liéu ciia minh:

— Ban thiét lap tat ca cac dinh dang cho tai li¢u.

— Chon Tab Design = Themes = Save Current Theme...

Document Formatting
A T T BT B |

= =] =% 2]

Office Facet Integral lon

'Aorgl | Aa H ™ 1 Aoi

P e e

e s wE _
W ’q‘ ’q ﬂ ading 1
e Gk T o

.Aa } {Au 7 [.Aa. | Aa w

e e T

Reset to Theme from Template

] Browsefor Themes...

|F’B Save Current Theme...

Hinh 4.4.6
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l T Ternplates » Document Themes

Organize = New falder

B videos A Nam Date moddied Type
Theme Colors 4500 Fale folde

Therne Effects

Theme Fants

=

=¥

B |

“-'- thanhtran (drihar
= e Bit tén cho thy = -
i narme: TR at t€n cho theme = Aa
-
Save 25 type: | Office Theme (*.thmx) -
Office
Aa
\
Hinh 4.4.7

Facet

22 P[22 ]|

Ach

Integral

— Ban c6 thé ap dung theme cua minh cho tat ca cac tai li¢u sau nay khi ban soan

thao.

4.4.3. Tao nén cho trang tai liéu

Sau khi soan thao xong tai li¢u, ban in ra, hay goi lén Web, dé tai liéu dep mét hon,

hay ban mudn tén minh hién thi trén tung trang tai liéu, Word s€ ho trg ban trong vi¢c nay

v61 nhitng Background da dang, phong phu.

— Pé tao nén cho tai liéu ctia minh, ban vao Tab Design = group Page Background

DESIGM | PAGEL REFERE

MAILIN REVIEW VIEW DEVELO FoxitP

QFFICE

cop con ~

D Effects ~
Colors Fonts
= &) Set as Default

e u A = Paragraph Spacing ~

Dacument Formatting

| Pt

Watermark Page

Page Background

Lk [
o)l

Page
Color ~ Borders

— Watermark: Hi¢u ung tao anh mo. Watermark 1a mét dau hi€u dugc gan chim vao

tai liéu dé tao nén nét dac trung, bao v€ ban quyén tac gia hodc nham muc dich nao

d6 cua nguoi tao tai li¢u.

+ Chon Tab Design = group Page Background - Watermark
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‘ [ = Paragraph Spacing
=
L= (@] Effects -

Celors Fants
- - @ Setas Default

Confidential

M s
BN

| . =
: Lﬂor - Borders

Watermark | Page  Page
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= Khéng chon
hiéu img

o watermark Chon hinh anh
() Picture waten lam hiéu g m&
CONFIDENTIAL | CONFIDENTIAL 2 DO NGT COPY 1 S
Seale Auto ' Washout
Chon Elgmg ®) Text waterme
ed san Language: Ehsh [United States) mv_a
o [ASAP - - hon Text lam v
Font :Times Mew Roman h].éu &ng St
Size: Auta P
= o " Color: 1| [] Semitransparent
I:‘l rt:slum‘l:m:r:nr:: — Tf}y chinh layout:  (® Diagonal () Horizontal
e Bemove Watd ¢ Wintermark Watermark Apply ok | Cancel

Hinh 4.4.8

+ Picture watermark
e Select Picture...: Chon hinh &nh tir tai nguyén may tinh
e Scale: Chon ti 1€ cho hinh anh chén vao.
e Washout: Lam mo, lam bay mau cua hinh anh chén vao.
I'NOI NAO CO Y CHI, NOI BO CO CON BUONG'" - Cuén sach dank thi
the_ cd ban nira. ..
Téi mudn bat diu bai gici thifu vé cuén sdch di cd ¥ nghia dac bigt véi -
ciu chuyén nhé trong phim hoat hinh “Trd chuyén voi chi cho tring” cia Nhat.
Chuyén ké ring ki chii chd béng rii ban dimg lén ting d2 & neim sao, chil 41 néi
i ban: “Chi cao thém mét chit nhumg d3 gén hon vl bau tréi™. Cau chuyén nho &y lam
tdi suy nght thit nhisu vé nhimg “ting 44" 13 nhimg kho khin_thich thire . ma mbi cude
di déu gap. Thit nhigu khi, cin thém dimg cam d2 virot qua lo so, thém tw tin 4é manh
dan di v phiz wic mo, thém yéu thiromg 38 nzhe long minh bt chit chai, thém ¥ chi 48
y: mit vor nhimg thi thich van hadn & d4u 46 frong cude doi. .
Tén di tim dwoc nhimg 1or dong vién ay i cuon sach “Not nio ¢ ¥ chi, no1 do co
. Cubn sach dénh thire 61 niém tin vao chinh nhitmg khé nang ban thin minh,
: i han mé d4 c6 nhimg con ngwdn ding cim virot qua bang ¥ chi nhir mét kv
tich. Cutn sach di dénh thize t6i. Va néu c6 the dén voi cutn sdch &y, tdi tin, ban ciing 58
dén nhin mén qua tink thin to lon tir cuén sach ninr 151 42 nhin.
Hinh 4.4.9
+ Text watermark: chén mot van ban nao do vao tai liéu.
e Language: chon ngén ngit dé tao van ban chén
e Text: nhip van ban muodn lam hiéu ung
e Font: thiét lap font chit
e Size: kich c& chir hién thi
e Color: chon mau cho van ban
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e Layout: chon dang hién thi: ngang, xién.

IéllllllllllIllllllllll”3”IIIII4”III”5”III”6”I¢'I”
a1 CHUVEN Nnd Tong poum noar mnn - 1o CHUVen Vol ciu choo mang  cua Moar.

Chuyén k& rang khi clni ché bng ri ban dimg lén ting d4 d& ngim sao, chi 43 néi
i ban: “Chi can thém mat chiit nhime d3 zin hon vdi biu tréd”. Cau chuyén nhd &y lim
tdi suy nghi thit nhiéu vé nhimg “tang di” 13 nhimg khd khin, thich thirc.. ma moi cube
dai déu gip. Thét nhifu khi, cén thém diing cam d& wvirot qua lo 5o, thém tr tin 48 manh
dan di vé phia woc me, thém yéu thirong de nghe long minh bat chat chéi, thém + chi d&
déi mit voi nhimg thir thich vin lnfn & diu 46 trong cudc dii...

Tai d4 tim duwoe nhimg & déng vién &y tir cubn sdch “Noi nao cé  chi, noi 46 cd
con dimg”. Cuén séch dénh thire tdi niém tin vio chinh nhitng khi ning ban thin minh,
vé nhimg gidi han ma d4 o6 nhimg con ngwii diing cém vrot qua bing 7 chi nhwr mét L
tich. Cudn sach 44 danh thnre t6i. Va néu c6 the dén vo1 cudn sach ay, 161 tin, ban ciing &8
don nhén mén qua tinh thén to lom tir cubn sach nhur tai 43 nhin,

Cudn sich lam t5i thay d6i nép nghi : Hai tip 1 v 2 cla bd Noi néo cé § chi, noi
d4 cd con dwdmg.

Téi yéu thich nhimg cudn tigu thiyet diy mé hoée cia Haruki Murakami khi “phiu
thudt cude divi”, tinh yvéu bit diét trong nhimg trang vist cia Marc Levy, hay nhimg hinh
trinh héi hiyp mudn dime tim cia Shidney Sheldon.

Nhumg d8 ke tén mét cubn sdch tao nén trong thi nhimg cdch nghi khdc, tich cue
hom wé ban thin va codc song, t51 =€ nhic dén “Nei nao cd ¥ chi, noi d6 cé con dwing™.
Cubn sdch 13 mén qua sinh nhit thir 22 cia 181, do mét ngwdd ban rit thﬁn trac tang.
To1 thich dwoe thng sach. Va cang thich nhimg cutn sach ting co kem lén dé ting. Nguwan
ban cla toi c6 1€ 44 rat cd gang nin not vigt & trang dan cudn sach: “Vdi tat cd yéu thueng,
mong Uyén co di ¥ chi tnrde kit ky khd khin nao ™
Téi d3 doc rét nhanh cufn sich &y, DS 12 nhimg cau chuyén vé nhing con ngwid cb

Hinh 4.4.10
Page Color: Chon nén mau cho trang tai liéu. Vao tab Design = Page Background

- Page Color

Tk I

= Y
‘):‘fﬂ _l SR ¥ Lor vy - FEERIEEE: CFRNEREY PR RREE ST RERY e |

-nu-:wgrwmunngpmmnwm A0 CHUVER VEN COU SN0 HENE U3 NEIL
PEQE Page Chuyin k# ring Ichi chil ché bdag ri ban dime lén ting 34 dé neim sao, chi 43 ndi
Color = Borders s bam: “Chif cao thém mit chit nhume 43 gan bon v bau o™, Ciu chuyén nbd &y lam
16t suy nghi thit nhifu vé nhime “ting 44" 1A nhimg kh khin, thach e . ma mé cube
Theme Colors din dew gip. Thit nhigu khi, cén thém ding cim & vuot qua lo 39, thém fr tin dé manh
dan di vé phia o mo, thém véu tarmg 48 nghe Moz mink bot chit chid, thém § chi 42
. . - . ] - . . H i mt v whing thi thich vin luén & dia 86 wong cubde dbi.,.

Téi 8 tim Suoe shimg ¥ déng vien &y tir cudn sich “Noindo o8 ¥ chi, o 46 6
con dutmg”. Cuba sach dinh thixc 18i ndem tin vae chish ahisg khi nisg bin this mich,
vé nhimg gici kan ma 4§ o6 nhimg con nguin dilng cdm vt qua biing i chi nhur mdt ky
tich. Cuda sich 4 dink thisc 181, Vi nku o6 th dén vé1 cusn sich by, 18] tin, ban oling o2

i - ém nhin min gud tink thin to lon tF cubn sach mher 151 43 nhin
.‘ I I I I I I Cubn sich i 0i thay d0i nip nghi - Hai thp 1 va 2 cda b Noi ndo o6 ¥ chi, noi
dd co con dwimg
Standard Colors Téi yiu thich ahing cud tisu thiyet diy mé hodc cia Handa Murakami ki “phiu
kit eude 4o, tink veu bit diét trong nhimg trang vt ciba Mare Levy, hay nhimg hank
| N | EEEER trinh bhéi hip mubn dimg tim cda Shidoey Sheldon..
No Col Niumg 38 ké 1in mit culn sdch tao nén trong 00 nhimg cich nghf khdc, tich cuc
No Color hom v bin thin va cuge sbng, thi 8 nhie dén “Noi ndo o6 ¥ chi, noi 45 o6 con dwtng”
Cuba sich 12 maén qui sink ehit thir 27 cila thi, 6o Edt nguai ban rit thin trss ting.
More Colors... Tai thich dwoe ting sich. Vi cing thich nhimg cudn sach ting cd kem 1o 4 ting. Nguoi
ban cia 04 06 18 38 rét cb gang nin not vidt & wang dau cudn sich: Ve tit cd yén theong,
Fill Effects... mong Uyin codit ¥ chi e bat ko kho khin nao.”
— Téi 43 doe rit shank cubn eich v D6 b nhime ciu chivia vé shitne con Ani ¢é

Hinh 4.4.11
Page Borders: Ké khung vién cho trang tai liéu. Tab Design = group Page
Background = Page Borders.
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& 1)
[ Nodnio o ¢ chi, nol 46 cb con duirng. |

Borders  Fige Border | Shading mevmmue:mm'-uﬂuuﬁﬂﬁ
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(o =————— Y This section Sttt Gt s alidng g b g sy s b sl b Al SRS

This section - First page anly v o T i P e 0 S D

Chipn kinmg nghé thugt This section - All m!ﬂ ’"“J?‘ﬂ'_n.,..,
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Hinh 4.4.12

4.4.4. Thiét 1ap Header and Footer cho tai liéu
Khi soan thao tai li€u, gido trinh, tiéu luan, ban mudn trén moi trang s& hién thi tén
tai liéu, tac gia, sb trang,...Chiic ning Header and Footer trong MS Word s& gitip ban gidi
quyét.
— Vao Tab Insert = group Header & Footer.
— Chon Header/Footer dé thiét ké.

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE DESIGM
- ™ S [Eiq Previous || Different First Page i Header fram Top: | D.25" =
O Q) B R dld | E E 2 5 | x|
2 5 i 3 3z [y Next |_| Different Odd & Even Pages +Footer from Bottom: |0.34"
Header Footer Page Date & Document Quick Pictures Online | Goto Gote . = 5 X L Close Header
= +  Mumber~ | Time Infor Parts~ Pictures | Header Foater i Linkto Previous | [¥] Show Document Text Insert Alignment Tab SRt Footer
Header & Footer Insert Mavigation Options Pasition Close
i "'"‘%"'"‘1"""‘2"'"‘3"-""‘4"'"‘5"""‘5""“"?"'
lia Trudmg Dai Hoe Cong Nghé Déng Nai Giao Trinh Tin Hoc A
B | Header — Page Color: Chon nén miu cho trang tai lidu. Vio tab Design - Page Background

Hinh 4.4.13
— Tab Design ciia Header hién thi khi ta thiét ké.
— Group Insert = chén ngay, gio, thong tin tai li¢u, hinh anh,....
— Group Navigation = di chuyén giira Header va Footer, cac setion.
— Group Options = chon kiéu hién thi.
— Group Postion - Canh 18 vi tri hién thi.
— Group Close = dong Header & Footer.
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Thong thuong khi ban tao Header & Footer thi nd sé& hién thi trén toan bd céc trang
cua trang tai liéu. Nhung that ra, trén mdi tai liéu thuong c6 nhiéu phﬁn, ban mudn tao mdi
phén 1a mot Header & Footer khac nhau. Ta van c6 thé thiét 1ap duoc, nhu sau:
— Dén cudi mdi phan/ chuong = Tab Page Layout > group Page Setup > Break >
Next Page

DESIGN I PAGE LAYOUT I REFEREMCES MAILIN
I’#Breaks' I Indent Spacing

Page Breaks

Page

Mark the point at which one page ends
hj and the next page begins,
=

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

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

Section Breaks

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

— Khi sang trang méi = ban mo Header & Footer = tab Design ciia Header & Footer
- ban thay c6 dong Same as Previous = group Navigation = bo chon Link to

Previous = mat dong Same as Previous.

| | | [ i [Sig Previous Different First Page _* Header from Top:  0.5" + B
; =i ezl (S iy Next Different Odd & Even Pages | _+ Footer from Bottorn: |0.5” :
Pictures Online to Goto e = Close Head:
Pictures | Header Footer #. binktoPrevious | |v| Show Document Text L] Insert Alignment Tab and Faokei
MNavigation \ Options Position Clase
!1.-.,.;.:;-.-.-.-1 3 ' 2 -4-.|||.|5..|||..H_-.--'{.||A?|||I
= Bé chon Link to Previous
Chwong 1 Khoa CNTT

— Sau d6 ban chinh lai Header & Footer cho phﬁn/chuong 2.

— Cac phﬁn con lai lam tuong tu.

4.5.Chén hinh minh hoa — dd hoa cho ti li¢u

4.5.1. Chén hinh anh vao tai liéu
Khi soan thao tai liéu, & 1am cho van ban trd nén hay, séng dong, thuc té hon, ta
thuong chén vao dé mot sd hinh anh minh hoa. Dé chén hinh anh :

— Pé con trd tai vi tri mudn chén = Tab Insert = group Illustrations > Pictures
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— Chon hinh anh mudn chén tir thu vién anh - Insert

T & o MAYDESKTOP » HINM v hihi -

& a hi o
Coganize > New folder B~ [ @
<] Docwments - 1200y &
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES o Music . v [ . | ™ | - -
g s S EAE
age E LD L@ P = 'I &+ e IMG_1783, j o i id '
Table ||Pictures|Online Shapes SmartArt Chart Screenshaot B Computer R g ._,‘,_.:Wg ﬂ_rdmun_m_j;,g
eak . Pictures = = e Loesl Disk (C) L 4 ;
Tables Iustrations o sop (DR
. s Con ‘E"
(o data (F}
o CD Drve ik 3
[ thanktran (dethar Pangy,_Viela_trico
lor_Flower_3448p
Wi Netveoik jpg

Hinh 4.5.1
< PDiéu chinh hinh ianh
— Sau khi hinh dugc chén vao = chinh stra, dinh dang, di chuyén dén nhirng vi tri can.

— Tab Format cua Picture > c6 day du cac chirc ning dé dinh dang cho hinh anh

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER

FoxitPDF  OFFICE REMOTE FORMAT
EE Corrections = Jl, Compress Pictures — RS — | LZ Picture Barder » ¥ Bring Farward [Z Align~
i = = [f— — =
R" [ Calor- 5 Change Picture | | amal ‘ ] : P ] |~ ] @ Picture Effects - 5 T 7 T Send Backward - [H Group
emove i — e = . osition Wrap _ X v
Background |22 Artistic Effects = 2] Reset Picture ~ & L, Picture Layout = +  Text~ 0ltSelectionPane  hRotate -
Adjust Picture Styles r

g Armange

Hinh 4.5.2
— Group Adjust: Diéu chinh d6 sang t6i, mau, thay ddi hinh anh

+ Remove Backgroud: x6a nhitng viing ban khong can trén hinh anh.
- AR LR AL W (RN
9 e Q 8 v

Mk Sram Wi fowm Cwivds  Dwdwd A3 Barg

|II Batis Chany - : I
Chon ving
drgc itk lpd
C'hw'ﬁnt
3 i

1{ _,,,.--:

Hinh 4.5.3

+ Corrections: Chinh d6 sang t6i cho hinh anh.

+ Color: Chinh mau cho hinh anh dé phul hop v6i nén trang tai liéu.
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= S = "
Carmechans = =i, Cormpress Pictures o— B Charge Prchure p— P _._.-J = =

SharpendSoften Codar Caburaiiom
& ¥ o, L L W G ; . % 1 .
-/l |-/l 7~ =7l =7l =7l -/ -7 74
BrightnessContrat Crdbest T
s (B2 * * ¥ ¥ ¥ L !
) s B s, T T s,
J J - - - - -
Rrcolnr

i

k.
p e

| 1= B L e
4 U I
. '8 18 v - q I

- "'" B Meve Vanabaen ¥
BL  Tet Traraparertt Color
"-:‘f Picture Caormections Optsons. :".- Pacture L obar Capdiora
Hinh 4.5.4
+ Atrtistic Effect: Mot s0 hi¢u ing ngh¢ thuat = hinh anh song dong va dep hon.
Bacrind | R - | sy B~ || P Sl 2
”; .. ; + L i:SIZE &
s a5
{ il ok S ut =
—a-A S
e, -

g/

: ~
ﬂ
w 4

n %f Artistic Effects Options...

| 1o, sty happy 7o 1et g6
g ol all'the hEll'lfl!i thiat
puathe you sadd,

+ Compress Picture: Pua hinh anh trg vé kich thudc ban dau.
+ Change Picture: D6i hinh anh khac.
+ Reset Picture: bo hét tat ca nhitng hiéu (mg vira thiét 1ap = dua hinh anh tro
vé dang ban dau khi chén.
Picture Style: diéu chinh va tao hiéu tng cho hinh anh.

Pirong vién khung anh

L+ .
] P g e = P‘:'h:re Border
e e i | ‘H e g Picture Effects -
/ ' Pict uri\La}rnut '
2 : =
Chon khung hink Picture 515.-!&_Hi§“ #ng cho  Chu '_vén hinh an]:f

hinh anh qua dang SmartArt
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+ Dinh dang khung va duong vién cho hinh anh: dé hinh anh tao diém nhan hon,
ban c6 thé dua anh vao khung hinh.

+ Picture Effect: ban c6 thé tao hiéu tmg cho hinh anh véi nhirng hiéu ing dep
mat: d6 bong, 3-D, phan chiéu guong, ...

Z Picture Border -

—— — Fe F ¥ - i x i--
| rs: T E O Picture Bfects = i G Rictuce Efficts Por
-— & 4 C—— w-— = )

“ir, Picture Layout= x a

ARl == - S preset
ol . 5 B

SEE SR TS e D

F™== F— — e

;,-:g:_-rgﬂ--_--s', | i==et| Reflection »
Baval Pesspective ;
» ' ot Glow »
ﬁ. . |
I|| frJn an ||.| .' o f’ il S-Ufl.id’l;l:i L
f-"' l'-r'.'.lr .l il
i )
4 e Bevel L
o
| = 3-D Rotation *
L

Hinh 4.5.6
+ Picture Layout: Ngoai ra ban con ¢ thé chuyén hinh anh vao céc luoc d6
SmartArt.
Bl Peimatmouts | L et DhiSeecicaann k-

twl 1w Lo i ELE ey e { y
= o= == - e . -

g=| o |FEE EEE o Fi T
== (=3 !
Hinh 4.5.7

— Arrange: Di chuyén va sap xép hinh anh.

Jaa) .1Bring Forward - |: Align -~

0O Send Backward - L%@Grnup

Position Wrap _ \ﬁ
- Text~ El;SelectionPane  “A Rotate~
Arrange
Hinh 4.5.8

+ Wrap Text: chon cach dat anh va cé thé di chuyén hinh anh dén vi tri ban

mong muon.
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AI -:.\—' 21 Bring Forward :;_\ ) Bring Forward =
| | =] =
T 0 Send Backward | Y= I, Send Backward ~
Position Wrap _ Wra =
L. Selection Pane o P C
* Text = Ok =51 ‘et~ Dl Selection Pane
In Line with Text =~ In Line with Texd
e are
L %) ] .
S |
With Text Wrapping = n g
L = -
M
- {5 -y
& In Tex
- (%) (s, e D
M et
LS {5 LS s
T More Layout Options., -
)
Hinh 4.5.9

In Line with Text: Hinh va chit cing ndm trén mot hang.
Square: Chir bao quanh hinh theo hinh vudng.

Tight: Chit bao quanh hinh theo dudng vién ctia hinh.
Through: Chit bao quanh xuyén sudt hinh.

Top and Bottom: Chit canh theo 1& trén va 1& dué6i cta hinh.
Behind Text: Hinh ndm dudi chit tao hinh nén.

In Front of Text: Hinh nidm trén bé mit chi.

Edit Wrap Points: Thiét 1ap giéi han chir d¢ 1én hinh.

More Layout Options: M& man hinh Layout.

+ Cac chire nang khac:

Position: Thiét 1ap vi tri cua ddi tugng trén trang.
Rotate: Thiét 1ap goc xoay cho cac dbi tuong.

Align: Canh 1& cho d6i tuong hai cac ddi tuong v6i nhau.

Group (Ungroup): Gop nhom (bé gop nhém) cho cac ddi tuong.

Bring Forward: Thiét 1ap vi tri ndm trén hay nadm dudi gitta cac doi

tuong.

Send Backward: Thiét 1ap ddi twong nim dudi dbi twong khac.

Selection Pane: Hién thi cac d6i twong dang danh sach gitip dé dang

chon lya va thyc thi cac hiéu chinh trén d6i tuong.
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Luwu y: Canh 1é cho cac doi tuong voi nhau hay gép nhom chi thuc hién duoc khi ta
chon nhiéu d6i tugng cung luc bang cach dé va gitr phim Shift két hop Click chudt chon cac

dbi tuong.
— Group Size:

+ Cho phép thiét 1ap chiéu rong hay chiéu cao cta di tuong.

P

-

Clop emlnor
Size F

Luwu y: M6 rong Size, Wrap Text, Position cling cho cac chirc ndng tuwong tu nhu trén.

+ Chitc ning cit xén hinh anh:

R

— i -
Crop 5521 2
# Crop '-

[&) Crop to Shape »
Aspect Ratio  »

as Fill

Tl Fit
= Crop: Cit bo nhitng phan khong can thiét cta hinh anh.
= Crop to Shape: Cit theo hinh duoc goi ¥ tir Auto Shape.
= Aspect Ratio: Cit theo ty 18.
= Fill: Cit bo nhitng ving khong duoc chon.

»  Fit: Cét bo nhimg ving duoc chon.

4.5.2. Chén ddi twong cé sin, chir nghé thuat, lwgc dd
4.5.2.1. Chén biéu twong dugc xdy dung sin ( Shapes )
Dé chén mot s6 hinh anh ¢6 sin trong Word, vao Tab Insert = group

[lustrations = Shapes:
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INSERT DESIGN PAGE LAYOUT REFEREMCES MAILIT

[%E? Ejll =5+ g.

sble | Pictures Online Shapes SmartArt Chart Screenshot | Apps for
= Pictures| = = Office -
bles Recently Used Shapes =

ENNOOOAL LR G
A VAT G T

Lines

T M o B P
Rectangles

N L O o

Basic Shapes

CANIASOOOO®
®"ﬂ' : -__.JDIFILK?%OE]@

| &__EDIWJVQJIO, (-If e
H{}f Tx ¥

Hinh 4.5.10

Chon hinh anh bat ky va v& vao noi ban can, va chinh stra véi Tab Format cua
Shapes:

FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES
OO [L ¢ o] = Edit Shape -

7| SrShaparill A % Text Direction 1Bring Forward ~  [Z Align~ 1l 062"
&8
=] Draw Text Box ‘Abc‘ . ﬂ [Z Shape Outline - A : [E5] Align Text = Group

MAILINGS REVIEW viEw DEVELOPER Foxit PDF OFFICE REMOTE FORMAT cop co

0 Send Backward +
- Pasition Wrap X =loar
= (B Shape Effects » A~ Create Link + Text- DlySelectionPane  “hRotater =%
Insert Shapes Shape Styles i WordArt Styles Text Arrange Size n
\
Hinh 4.5.11

4.5.2.2. Chén chir ngh¢ thuat WordArt.

Cong cu tao chir nghé thuat trong van ban, WordArt dugc xtr Iy nhu mét hinh anh
chén vao van ban.

4+ Chén WordArt

— Chon Tab Insert 2 Group Text = WordArt.
4 A : Q"Signature Line = | J0 Equation -

E. Date & Time ) Symbol ~
WaordArt Drop
= Cap~ DDb_]ECt =

A A A A A
A B A A
AAAAF

Hinh 4.5.12

Trang 143



G140 Trinh Office 2013 co ban

— Chon kiéu WordArt va nhap ndi dung

‘our text here

Hinh 4.5.13
Chii y: Chon font thich hop dé hién thi duoc Tiéng Viét.
+ Hi¢u chinh WordArt
— Chon dbi tuong - Tab Format.

R | £2ShapeFill = '
|. nﬁil Abc . - | L# Shape Outline ~ A A /.""':H ’7
: | &F Shape Effects~ Gl

Shape Styles Ia WordArt Styles M

Hinh 4.5.14

L4

A -

4 Group Shape Styles: Chon ddi tuong WordArt thyc hién mé rong Shape
Styles, chon hi€u ing tuong Uing.

Abc Abl:‘ Atl:|‘Ab|:| I:I:| Abc ‘Abc|
EE

Other Theme Fills

Hinh 4.5.15
4 Cic chitc ning khac:
+ Shape Fill: Tao mau nén cho WordArt.
+ Shape Outline: Tao mau vién cho WordArt.
+ Shape Effects: Tao hiéu tmg cho WordArt nhu 1a bong, phan chiéu, 3D...
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4+ Group WordArt Style:

A A AEa

Woardart Styles &

4]

Hinh 4.5.16

+ Text Fill & : Mau nén chitr WordArt.
+ Text Outline & " : Mau duong vién chit WordArt.
+ Text Effect " : Hiéu ing chit WordArt.

+ More ~ : Mé rong WordArt Styles.

+ Hiéu tng cho WordArt:
Ngoai cac hiéu tmg nhu bong, phan chiéu, 3D... ngudi dung co thé thay doi
hinh dang cia WordArt bang chirc ning Transform.

d cde cd
4 . AL ] - A
!1\ 3-DRotation » | * = N % "ah

a

dbE' Transform b Warp

abcde abcde abcde Abcde

abcde abcde 25 e%2:
Hinh 4.5.17

4.5.2.3. Chén hinh anh SmartArt
C6 nhitng thong tin ban can phai dua vao mot to chirc dé thé hién rd nodi dung,
SmartArt trong Word c6 thé giai quyét van dé do gitip ban.
— Pat con tro tai vi tri mubn chén > Tab Insert = group Illustrations >

SmartArt.
AE || INSERT | DESIGN  PAGELAYOUT  REFERENCES
F g kd 1= (1 &l

Table | Pictures Online ShapesySmartArt |Chart Screenshot
- Pictures - -

Tables Illustrations

Hinh 4.5.18
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) A
Al e
e [ p—— =
%  Process lzllzIIZI Q%_S:I \;ll;l :7
{1’ Cycle

===
45y Hierarchy I::| _} B

S~ = = E

Bd Relationship

[ - S, O O—
(EB Matrix E.“:_ D
A Pyramid - " " ) i

) | Basic Block List
il Picture QQJ @9 s-s-o- G- Q- || Use to show non-sequential or grouped |
@ OfficeE6m S - - - [ blocks of information. Maximizes both
: Q\ horizontal and vertical display space for
shapes.
=] =] 1= (ﬁlg
252 vl
| caneel |

Hinh 4.5.19

<+ Hi¢u chinh SmartArt
— Dé hiéu chinh SmartArt sau khi chén vao > group Tab SmartArt Tools = Tab

Design
171 Add Shape ~ Promote Move Up —_— ._|
5| o8 BE T — =
[:Z] Add Bullet Demote + Move Down | e OQCJ Ii"il -  E— |_j_|
ED Text Pane (:) Right to Left Layout I_;—I R - - |:|
Create Graphic Layouts

e Il H B EH B = = o B
v B | B BH BE BN em (N - -
Colors = - L | Graphic

SmartArt Styles Reset

Hinh 4.5.20
— Group Create Graphic: tao mot sb do hoa cho SmartArt, thém Shape, Bullet, di
chuyén vi tri trai- phai — trén — dudi.
— Group Layouts: chon lai dang lugc dd khac.
— Change Color: d6i mau cho céc luoc do.
— SmartArt Style: ddi dang hién thi cho cac dbi tugng trong lugc do.

— Reset: dua lugc do vé dang ban dau.

4.5.3. Chén va dinh dang hinh anh tir thw vién Office ( Online Pictures )
Khac véi nhimg Word phién ban trude, Word 2013 dé tap thu vién anh ctiia minh
Online, khi may ban két ndi Internet thi ban méi c6 thé tai va chén nhimg hinh anh d6 vao
tai li¢u.

— Dé cheén clip art > Tab Insert = group Illustrations = Online Pictures:
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INSERT DESIGM P&GE LAYOUT REFERENCES MALINGS REVIEW vIEW DEVELORER Fomt POF OFFICE REMOTE

(ﬂ o | &g ool PSR R e s y | == =
ey 5

™ Bockmark

Dnline thapes Smaitdrt Chat Soreershot | Apps for | Orlice : Commerd  Hesder F‘i!u.‘;-' Page Ted  Cuidd
Fickures | - - Office = | Viden oo Ceoss-refesence - = Mumbers Box- Peis
Hes 1 Muatiatia
a
Insert Pictures _|
| PR
.I:I Jffice.com Chip Art
R I >
B o n H - -
Bing Image Search Nhip nhém hinh
s pdih B =
anh ban mudn tim
i [IEe—
h x
« BACK TO SITES Keét gua tim duegc Chi 82 fim kidm
ffice.com Clip Ar
(] Office.com Clip t |F|a\mer
1000 search results for flower
fa)
L]
W

¥ :
Théng tin hinh anh L.

blooms, blossoms, flowers, nature, plants i :
e | ftern selected Cancel
6129 x 6470

Hinh 4.5.21
— Sau khi dé chon dugc hinh anh can cho tai liéu = chon va click Insert dé chén.
— Pé hiéu chinh hinh anh tr thu vién, ban lam tuong tu nhu chén hinh anh tir tai
nguyén may tinh.
4.5.4. Chén Text Box
Text Box 13 cac 6 cho phép ngudi dung nhap dit liéu vao Text Box va co thé dugc

dit bat ctr dau trong tai licu.

— Thuwec hién: Tab Insert 2 Group Text = Text Box.
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[ signature Line = | TT Equation =

4 [ Date & Time €3 Symbol -

Quick WordArt Drop __
Cap~ | Object =

i E
Austin Quote
& with bold lines on the

top and battom

I
X Chon dang theo miu
| | | —
Simple Bex Austin Quote Austin Sidebar
[
Banded Cluot Banded Sidebar acet Qu ote -
»

com

T thiét ké

Hinh 4.5.22

Nguoi dung ¢ thé chon Text Box mau ma Word 2013 cung cip hay ty thiét ké Text

Box riéng cho minh bang cach chon Draw Text Box.

Piéu chinh va dua Text vao v6i thanh cong cu Format cua Text Box.

FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  DEVELOPER  FoxitPDF  OFFICEREMOTE FORMAT cop co
2 = Text Direct =t - R =
2 Shape Fill [ Vet Diec B ELl {1 Bring Forward = [Z* Align oz -
A [ Align Text~ =" I Send Backward ~
= i Position Wrap . =l -
A Create Link +  Text- Ol Selection Pane A Rotate~ | *=¥| o
Size r.

(EE S OO - | = Edit Shape~
anc Abc‘ abc | [+| Z Shape Outline -
Arrange

1 O | @ Shape Effects - A
Shape Styles & Wordart Styles Text

Insert Shapes

Hinh 4.5.23

4.5.5. Kiém tra18i chinh ta va viin pham.
Khi ban soan thao tai liéu, Word ty dong kiém tra 16i chinh ta va van pham cho

DEVELOPER Foxit PDF OFFICE Rl

van ban do, véi nhitng duong mau gach dudi.

REVIEW VIEW

PAGE LAYOUT REFERENCES MAILINGS

FILE HOME  INSERT  DESIGN
fiz [5 5| Al Markup - @ [ Reject - EH
z aPre\nous

ABC B Define a"i;) P )
3 Thesaurus A 7 Next B Bl Show Markup ~
Spelling 8 . Translate Language New Delete Track Accept Compare
Grammar Bz Word Count - > Comment Show C 5 | Changes~ [l Reviewing Pane = - ':'j Next -
Proafing Llanguage Comments Tracking F) Changes Compare
L Y, c 1 1 O A R SR E R R BT SRR RPN SO
“Home sweet home”, Dad says to me as we step out onto the balcony. He tells me that I've

been enrolled into VietDuc. a a renowned high school in Hanoi. T barely hear what he says

next because I am distracted by the expression of joy on his face. It is clear that to my father

he is home. Dad finishes talking and steps inside, still with a blissful smile on his face. I

Hinh 4.5.24

Nhung chirc ning nay chi pht hop véi cac van ban tiéng Anh, con véi tiéng Viét

hién tai chua dugc update.
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i, P R L R e it

va cudc séng san nay cua ban. DOi khi chiing ta cin nhing 1&i khuyén hivu ich, nhitng

Hinh 4.5.25
Vi vay khi ta soan thao tai liéu thi nhitng dudng kiém tra 16i lai gay phién toai, nén
thudng ching ta mudn bo né di. Pé loai boé nhitng chirc ning kiém tra 16i ndy, ban vao Tab
File = Option = Proofing = When correcting spelling and grammar in Word = bo chon

cac chtrc nang kiém tra 16i.

-

i W § Changs ko Wiord tosrects and foemats wour e
S
- Change how Wond comects and fomats bt as you
- . wstepmmect Dptice,
hpe o P
g
Whisn ¢z weding igerling in Micrinehl Offics progeam

@ igrore words in UPPERCASE

o Ighore that contan numbers

¥ Ignore internes and file sddrevn
o Fiag pepested veonds
Erdoice secemed uppercase i French
Sugget! fanm main Setenary only
Lustom Dictonasses.
French prodes Tradtrasy and nes ipefings ~

Spanish modes | Tisteo whrs forms ony

L 1
-

st
Chieck sgelling i - .
Pask gramar e ax you bpe
Fimquepthy confused word
Cheech gramma with spelbng
Wity Sple  Gearmmrar & Sk w Seftings. -
oK Cancel

Hinh 4.5.26
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CHUONG 5. MICROSOFT EXCEL

5.1. Giéi thiéu Microsoft Excel

Excel 1a mot phin mém 1ap bang tinh ndm trong bd Office ciia Microsoft. Excel gitp

ngudi dung dé dang:

Tinh todn, phan tich s6 lidu

Lap théng ké, bao cao

Truy xut dir liéu tir cac co s& dit liéu khac

Lap d6 thi thong ké va so dd

Tao macro dé tu dong hoa cac cong viéc thuong nhat

Va nhiéu tinh nang tng dung trong timg linh vuc khac nhau. ..

Céc tur khoa can lam quen va y nghia cia chung:

Workbook: 1a mét file dit liéu co nhiéu bang tinh(worksheet)

Worksheet(con goi 1a sheet): 1a mot bang tinh, sb dong hién tai ciia mot
worksheet 1a 1,048,576 va s6 cot 1a16,384.

Chart sheet: 13 sheet chtra do thi.

Ribbon: Nhém céc 1énh trén menu truyén théng thanh cac cum 1énh dé dé dang
truy cdp trén man hinh. C6 cac nhém Ribbon chinh: HOME, INSERT, PAGE
LAYOUT, FORMULAS, DATA, REVIEW, VIEW.

5.1.1. Cac thanh phin trong cira s6 Excel

B H ; T M - 0O X

55"\ - n

FILE HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  Sign »
O chira cong thirc T

Ribbon menu

Biachi [ © D E F G H -
cha cell Cell Cat ’/, Thanh cudn doc \‘_\-‘*
«| Dong /
| |:| Thanh cudn ngang
Thanh Mét workbook || Cac ché do xem Phéng to/thu nhé
trang thai mac dinh workbook workbook

Sheetl /{ ‘ ;
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5.1.2. Cac kiéu dir liéu va cach nhap
+ Cac kiéu dir liéu
Céc kiéu dit liéu co ban thuong ding trong Excel gom: kiéu ky tu, kiéu s6, kiéu
ngay thang. Mac dinh, khi nhap li¢u trong Excel, kiéu ky tu s€ tu dong gidong hang trai, kiéu
s6 va kiéu ngay sé giong hang phai.
- Nhap dit liéu ¢b dinh: click chudt/di chuyén chudt bang phim tab/ key up/ key
down dén cell can nhap = nhép dit liéu > enter.
- Nhép céc ky tuy dac biét: Insert = Symbol = chon bang ma = chon ky
hiéu—>Insert
- Nhap dir lidu bang cong thire: bat dau 1a du = hodc +, theo sau 1a dia chi 6 dir

liéu cung véi céc todn tir hoac ham (ham s€ dugc trinh bay & phan sau)

A B x
1
2 | Vidu vé dang hién thi cha kiéu dir liéu
3 |Ma sinh vién Ho tén MNgay sinh
4 19615001|Lé& Anh Thw 5/10/1994
5

Kiéu sb Kiéu ky tw Kiéu ngay

Cacluuy:

- Néu nhap s6 ma khong can tinh toan, nén dinh dang kiéu Text trudc khi nhap:
vao Home—> Number—> Text 2 OK.

- Nhap ngay va thoi gian: can dinh dang mac dinh trong Control Panel - Regional
and Language Options trudc khi nhap.

- Khi nhap thoi gian va muén dinh dang theo chuén 12 gi0 thi thém A hoac P vao
sau thoi gian nhap vao, néu khong Excel tu hiéu 14 AM. Vi du 6:30 AM hoic
5:15 PM.

- Pé nhdp cung mot ndi dung cho nhidu 6 > chon cac 6 >nhap licu tai 6 dau

tién—>nhan <Ctrl+Enter>. © Clear~

a. Huy bo thao tac nhap li¢u Clear All

- Nhén Ctrl-Z: hay dir liéu vira nhép %¢ Clear Formats
- Nhén Ctrl-Y: phuc hdi lai 1énh vira hay REApamn

Clear Comments
b. Hiéu chinh ndi dung 6

- Hiéu chinh: Chon 6 can hiéu chinh > nhin F2->nhap

Clear Hyperlinks

ndi dung mai.
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Xo6a ndi dung: chon cac 6 can x6a nodi dung -2 nhén Delete. Cach nay chi xo6a dir
liéu, dinh dang cta 6 van con

Pé x06a dinh dang: chon cic 6 can x6a ndi dung > Home—> Clear> chon tiiy
chon:

= Clear All: x6a tat ca ndi dung va dinh dang

= (lear Formats: chi x6a dinh dang

= (Clear Contents: chi x6a ndi dung

= (Clear Comments: x0a chu thich cta 6

» Clear Hyperlinks: x6a lién két dit liéu

. Cong cu nhép liéu ty dong
Dung AutoFill: AutoFill cho phép nhap liéu ty dong theo mau c6 san. Cac dang
AutoFill trong Excel gom:

o Ty dong 1ap lai gid tr1 da dugc nhép trude do. Chirc ndng nay doi khi cling
gay phién toai cho ngudi dung trong truong hop khéng mudn lap lai tu
dong. Pé bat hodc tat chirc nang ndy, ta thyc hién: File tab > Options >
Advanced->chon (bat) hoac bo chon(tét) tai checkbox Enable
AutoComplete for cell values.

o Bat tit Fill handle: fill handle 1a chirc nang tu dong cai dat trong Excel

cho phép nguoi dung sao chép cong thue | 3 AutoSum -~ AY H

, dir liéu cho céac [¥]Fili~ Szwt& o
Fill ~ dong, cot mdt cachtw | © Clear - Ecliti:c”terv Select =
e dong. Tuy nhién, :
I3 Right . . .
Up chiing ta cling co thé tit chirc ndng nay bang cach vao
[l Left File tab-> Options-> Advanced—> Enable fill handle
and cell drag-and-drop.
Senes.. *  Dién dix liéu cho dong/cot lién ké: chirc nang nay
= JHJ::FI” cho phép nguoi dung sao chép dir li¢u sang cdt hodc

dong ké cua dir liéu dang c6 mot cach nhanh chong.
Thuc hién: chon cot/dong (tréng) lién ké cua dit liéu, chon biéu
tugng twong tmg trén tab Home=> Editing>Fill = chon vi tri dé
dién dit liéu: Down/Right/Up/Left.

* Truong hop mudn tao mot day dir li¢u ty dong, ching ta dung

Series. Thuc hién:
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GIA TRI NHAP VAO

GIA TRI MO RONG

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-07, Apr-07

Jul-07, Oct-07, Jan-08,...

15-Jan, 15-Apr

15-Jul, 15-Oct,...

2007, 2008

2009, 2010, 2011,...

1-Jan, 1-Mar

1-May, 1-Jul, 1-Sep,...

Qtr3 (or Q3 or Quarter3)

Qtr4, Qtrl, Qtr2,...

textl, textA

text2, textA, text3, textA,...

1st Period

2nd Period, 3rd Period,...

Product 1

Product 2, Product 3,...

e Home~> Editing->Fill->Series>man hinh xuét hién

. 2
Series :
Series in Type Drate unit
(®) Rows (@) Linear 8 Day
() Columns () Growth Weekday
i) Date Maonth
() AutoFill Year
[] Trend
Step value: 1| Stop value:

Cancel

e Linear : tao mot diy duoc tinh toan bang cach cong thém gid tri vao cho mdi
6 tinh ké tiép trong Step value.
e Growth: tao mot diy tinh toan bang cach nhan gi tri cho mdi 6 tinh ké tiép

voi gia tri trong Step value.
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e Date: tao mot ddy ngay tang dan theo gia tri xac dinh trong Step Value va
don vi trong Date unit.

e AutoFill: tao mot day du liéu giéng nhau bﬁng cach di chuyén ky hiéu Fill
handle trén bang tinh.

o Pién tu dong chudi sb, ngay, thang nam va cac chudi ky ty dinh dang
khéc: chirc nang nay cho phép nguoi dung nhap mot day gia tri theo thur
ty ting dan cia diy gia tri biét trudc. Bang sau cho goi ¥ cua cac gia tri

nhép vao tuong tng véi gia tri mo rong.

5.2. Quéan ly worksheet

5.2.1. Cac thao tac trén worksheet

a. Thém mdt worksheet
Insert,..
- Click Insert Worksheet ¢ button bén phai cua -
LJ{ Delete
worksheet hién hanh Renamie
- Hoac R_Click trén tén sheet, chon Insert 2> xuét hién Move or Copy...
hop thoai Insert 2 chon Worksheet. & View Code
7 Protect Sheet..
b. Xoa worksheet
Tab Colar
- R _Click trén tab worksheet can x6a = Delete i
c. Doi tén worksheet
- R_Click trén worksheet can d6i tén->chon Rename G serct Al Shasts
eetl )

—g0 tén madi 2> enter
- Hoac double_click trén worksheet—=>gd tén mdi—>enter.
d. Sao chép worksheet
- Chon worksheet can thao tac > chon Move or Copy, man hinh xuét hién. Thuc
hién trinh tu cc thao téc tir 1 dén 3 nhu hinh va nhan OK.

- Néu muén di chuyén worksheet >thyc hién thao tac 1 va 2 rdi nhan OK.
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Move or Copy ?

Move selected sheets 1. ChQn tén tﬁp tin Chﬁa
To book: | worksheet sau khi copy. Méc
Bookl A/v dinh 1a tén workbook hién

Eefore sheet:

[move to end) \\\
2. Chon vi tri dat worksheet
[ | Create a copy 4 3. Chon Create a copy néu
) muon tao ra bang copy trén
Sl cung mot cting mot tap tin
e. Quan ly nd1 dung trén bang tinh =] :
HOME I
- Chon toan bg ndi1 dung bang tinh: click chon goc trén
. A . , A N Al b
cung cua bang tinh (bén trai cdt A va phia trén dong
A G}
1). i — 1

- Chon dong/cot: click trén tén dong(vd: 1) /tén cot
mudn chon (vd: A)
- Thay ddi do rong dong/cdt vira khit vai ndi dung: dua chudt vao canh trén/dudi

ctia dong hay canh trai/phai ctia cot roi double click.

f. Tim va thay thé dit ligu -
Y ’ zT H
- Click Find & Select trén nhom Editing ctuia tab Home Sort & [FndE
- Chon Find hoic Replace, hop thoai xuét hién 1 ﬁFlltFE_r TI Select
= Find...

3. Replace..
= GoTo..
/ Go To Special...

Find | Replace 1.Nhap ndi dung can tim
Formulas
Find what: W

Find and Replace

Comments
Replace with: W o :
\ - - Conditional Formatting
2.Nhap ndi dung can thay thé Constants
Data Validation
Replace All Replace Find All Find Mext Close
[}3 Select Objects

E[} Selection Pane...
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5.2.2. In Worksheet hay Workbook
Mot workbook c6 thé chita nhiéu worksheets dif lidu riéng 1¢. Chiing ta c6 thé in tat
ca hay mot phan worksheet, hay worksheet bat ky duoc chon hoic tit ca worksheet c6 noi
dung & ciing mot thoi diém. Mic dinh, Excel chi in Worksheet hién hanh. Dé thuc hién 1énh

in, chon File > Print hodc nhan Ctrl + P, hop thoai xuét hién. Thyc hién theo cac huéng dan

sau.
o Nhip s6 ban cén in
= Copiess |1 ™ el
k=3
Print
Printer
j Send To OneMote 2013 vl ChOﬂ mé} nva thlét 1a“_p
T Rend thude tinh
Printer Properties
Settings
[~ Prnt Active Sheets.
[ P
1= Only pont the active shees 2 i =
2 Print Active Sheets:in
1| Print Active Sheets worksheet hléﬂ hé.llh
Only piint the active sheets i
Print Entire Workbook ‘ Print Entire Workbook:In tit
ZH  print the entire workbaok ca worksheet trong workbook
— Print Selection
(e ISR FER UL Print Selection: In ndi dung
t dwoc chon trong worksheet
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Settings
TT7]  Print Active Sheets . Nhap s6 trang can in néu bang tinh cé
~—  Only pont the active sheets | ﬂhléll trang
P = |
ages: |1 -| to |5 -
5 Collated - Chon thi* tw xuat hién cic ban in
I 5 Portrait Orientation N Cht_}ﬂ hll‘f_'fﬂg Sy Pi’.‘lﬂl’ﬂ.ﬂ (thﬁ]lg dl?ﬂg)
' Lanscape (ndm ngang)
21 emx29.7em ""‘---q_,_‘q_h Ch[_‘fﬂ khf.‘f glﬁ}' . _-\"Iﬁc dlﬂh la Ad
Marmal Margins o
eft 1.78cm  Right 1.78cm S~ | Canh chinh 1& cho trang m
!_]_' Mo Scaling
i prisheets ot thesctualsce *~1 7 Thigt 13p 1i 16 trang in véi 061 dung
Page Setup |

Settings /
f e e Meiimd Ardbmin Chand=
BR No Scaling
|=.'!_ Print shests at their actual size
1100
4 FitSheet on One Page — N6i dung cua Sheet trong 1 trang
":":' Shrink the printout so that it fits
Y on one page
gt [itAlColumnsonOnePage , 1o Co gidn chién réng cic cét vira trong 1 trang
: Shrink the printout so that it is
5 one page wide
[ F:‘ ""ILI f“‘_”"" ”'I‘ G':"' F:""‘;  «—1 Co gian chiéu rong cac dong viratrong 1 trang
|E  Shrink the printout so that itis
" one page high
Custom Scaling Options...

-

’ HE Na Scaling
oo Priet shests 5t thelrsctusl gre

Page Setup

- Thuyc hién chon cac thong s6 nhu hinh va nhin nut Print.

- Trudng hop mudn thiét 1ap thém cac dinh dang khac cho trang in nhu cho xuét

hién header/footer hay tiéu dé trang, v..v., ta click chon Page Setup dé tuy chinh.

5.2.3. Thiét 1ap tuy chon trong Page Setup

- Ribbon > Page Layout > Page Setup, man hinh xuat hién
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2
Page Setup :
Page Margins | Header/Footer | Sheet
Orientation
(®) Portrait (") Landscape
Sealing
(® Adjustto: 100 |5 % normal size
() Fit to: 1 +| page(s) wide by |1 £ tall
Paper size: A4 w
Print guality: | 600 dpi w
First page number. | Auto
DOptions...
oK Cancel

o Tab Page:
= Orientation: chon Portrait (trang thang dimg)/ chon
Landscape(trang nim ngang)
» Scaling: xac dinh ti 1€ trang in. Ta c6 thé nén noi dung in vao
mot/mot sb trang va cé thé thu nho hay phéng to tai lidu khi in.
o Tab Margin:
= Nhaép cac gia tri vao Top (1é trén), Bottom (I1& duéi), Left (18
trai), Right (1& phai), Header (18 tiéu dé dau)
Page Setup ?

Page Header/Footer Sheet
Top: Header:
19 [ 08 H
Left: Right:
18 £ 18 =
Eottom: Footen
19 £ 0.8 =
Center on page
|:| Horizontally
[ vertically
Print... Print Preview Options...
oK Cancel
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o Tab Header/Footer:

Header chtra cac thong tin xuat hién ¢ dau moi trang va Footer chira
céc thong tin cubi trang

Page Setup ?

Page Margins | Header/Footer | Sheet

Gido trinh Ms Excel 2013

Header:

Giao trinh Ms Excel 2013 | W
Custom Header... Custom Footer...

Footer

feang+

Trang 1
|:| Different odd and even pages
[] pifferent first page
Scale with document
Align with page margins
Print... Print Preview DOptions..,

oK Cancel

Tuy chinh Header va Footer, ta vao Custom Header hay Custom Footer

Header 2

Header

To format text: select the text, then choose the Format Text button,

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button,

To insert picture: press the Insert Picture button, To format your picture, place the
cursor in the edit box and press the Format Picture button.

Al Blel @e] &= E

Left section: Center section: Right sectiomn:

Ok Cancel
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Céc ky hiéu trong ctra s6 Custom va ¥ nghia dugc mé ta bang bang sau:

Biéu twong Ky hiéu Chirc nang

A Format text Dinh dang ndi dung cho Header/Footer

B &[Page] Hién thi so trang

& &[Pages] Hién thi téng s6 trang

&[Date] Hién thi ngay thang nam

o &[Time] Hién thi gio

= &[Path]&[File] | Hién thi dudong dan day du dén noi luu tap
tin va tén tap tin

s &[File] Hién thi tén tap tin

3 &[Tab] Hién thi tén sheet

B Chén hinh anh online

- Different Odd & Even Pages: dit ni dung header/ footer khac nhau cho cac

trang chan va cac trang lé.

- Different First Page: dat ndi dung cuia header/ footer ¢ trang dau tién khac véi

header/ footer ctia céc trang con lai trong tai li¢u.

- Scale With Document: kich thudc chir ciia header/ footer sé ting giam theo tai

li¢u khi tai li€u st dung chirc nang in c6 st dung ti 1€ phong to/ thu nho.

- Align With Page Margins: 1¢ trai va 1& phai cta header/ footer canh déu véi 1&

trai va lé phai cua tai lidu.

o Tab Sheet:
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Page Setup
Page Margins Header/Footer Sheet
Print area: | SDS5:5M511 =5
Print titles
Bows to repeat at top: 51:51 B
Columns to repeat at left: | SA:54 5.5
Print
[ Gridlines Comments: [None) W
[] Black and white :
Cell grrors as: | displayed W
[] Draft guality
|:| Row and column headings
Page order
Il Down, then over
[} Over, then down
Erint... Print Preview Dptions...
oK Cancel

Print area: quét vung can in

Print titles: chon ndi dung tiéu dé sé& duoc l3p lai cho mdi trang

o Rows to repeat at top: dong lap lai trén cung

o Columns to repeat at left: cOt 1ap lai bén trai

5.3. Thao tac trén Cell

5.3.1. Cac thao tac trén cell

a. Di chuyén gitra cac 6

nhan phim Tab.
Di chuyén man hinh hién thi

Di chuyén 1én man hinh trén: Page Up
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Di chuyén xuéng man hinh duéi: Page Down
Di chuyén sang trai/phai: Alt-Page Page Up or Alt-Page Down
Di chuyén dén vi tri dau tién ciia dong hién hanh : nhan Home

Di chuyén dén vi tri du tién ciia worksheet : nhan Ctrl + Home

: ?
X6a mot cell hay nhiéu cell Delete

Chon mot hodc nhiéu cell can x6a—> R Click 2 D‘ﬂfte _
. cells |eft:

Delete, man hinh xuat hién, chon mét trong céc O Shift cells up

Aol
lua chon sau: i
I_! Entire column
= Shift cells left: sau khi x6a cac 6 dir liéu
- . , .. oK Cancel
s€ dich chuyén sang trai

= Shift cells up: sau khi xéa cac 6 dir liéu s& dich chuyén 1én trén
= Entire row: x6a luén dong dang chira cell/céc cells mudn x6a

= Entire column: x6a ludn cot dang chura cell/cac cells mudn x0a.

d. Thém vao cell/row/column

Chon vj tri can thém, R_Click—>Insert, man hinh xuét hién, chon mét cac tuy

chon sau:
L] i ; . 34 oA 18 1A Lo .,
it ? Shift cells right: day cac 6 dit liéu dang c6 tir vi tri
Insert chon sang phai
() shit cells right = Shift cells down: day céc 6 dit liéu xudng phia
(") Entire row dudi
\J Entire column = Entire row: thém vao 1 dong
|I| Cancel = Entire column: thém vao 1 cot

5.3.2. Sao chép dir liéu ciia mét cell hay nhiéu cell

Chon cell/cac cell can sao chép dit liéu

Nhén Ctr+C hoic R_Click, chon Copy

Di chuyén dén vi tri can dat dir liéu, nhan Ctrl-V trong truong hop khong thuc
hién cac tuy chon, Excel s€ copy ding cong thirc/ndi dung/dinh dang da sao chép

dén vi tri m&i1. Thong thuong, 1am viéc voi dit liéu trén Excel lién quan dén céc
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dia chi cua cell nén chung ta khong nén nhan Ctrl-V ma thyc hién R_click va

chon céc tuy chon nhu sau :

X Cut
B Copy

(En

.-|1-, Paste Options:
il e e

DLZS

Clear Contents

Chon biéu tugng sao chép twong
ung hoac click Paste Special, man
o hinh Paste Special xuat hién

e, e
o lza (%
L. @ ry

= : 2
Paste Special... ¥ | Paste Paste Special :
Insert Copied Cells... =N o ol
P 5 0 fr %ﬁ = Paste B
Delete... e e | () All using Source theme
o +
'mE All except borders

Paste Values Column widths

% o
P
o | b b3 Lo

Farmulas and number formats

Filter I_J) Values and number formats
Other Paste Options () Validation All merging conditional formats
Sort 4
= 'ﬁ‘ ' ":I:‘ ‘t—\' Operation
J Insert Comment &1 LGD o () Multiply
E Format Cells... Paste Special.. (_) Divide
; y () subtract
Pick From Drop-down List...
Define Name... [] skip blanks [[] transpose

en Hyperlink... Paste Link oK Cancel

aD > All: twong Gng véi Ctrl-V, sao chép tit ca

;3 =>» Values: chi sao chép gia tri

F =>» Formulas: sao chép cong thirc

= Transpose: sao chép hoan chuyén dir liéu dong thanh cot va nguoc lai
«" =¥ Formats: sao chép dinh dang

@ 2 Sao chép lién két

i = Formulas and number formats: sao chép cong thirc va dinh dang

il

= All except borders: sao chép tat ca khong sao chép border

1k

=>» All using Source Theme: gitr nguyén do rong cot

|!§p

—

L

=>Keep Source Formatting: sao chép gitr nguyén dinh dang

=p

123 2 Value and Number formats: sao chép gia tri va giit dinh dang sb

] 3 picture: sao chép hinh anh
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.

- '@l 3 Link Picture: lién két hinh anh

- None: khong kém theo viéc tinh toan nao trén dir liéu sap dan vao

- Add: cong céc gid tri cia ving ngudn vao cac 0 tuong tmg & ving dich

- Subtract: cadc 6 mang gid tri cia vung dich s& trir di cac 6 tuong ing cta vung
ngudn

- Multiply: cdc 6 mang gia tri cua vung dich s& nhan véi cac 6 tuong ing ctiia vung
ngudn

- Divide: cac 6 mang gia tri cia vung dich s€ chia vi cac 6 tuong img cia vung

nguon

5.3.3. Merge /Split Cells
- Gop (merge) nhiéu cells thanh 1 cell.
o Chon cac 6 can merge, Ribbon Home = chon Merge & Center.
o Mubn bo merge, chon lai 6 vira dugc merge, vao Ribbon Home = chon

UnMerge Cells (Split Cells).

5.3.4. An/hi¢n dong va cot
- R _Click trén dong/cot can 4n (hide) > Hide
- Dé hién trd lai dong/cot da an> R_Click trén dong/cot bat ky=>Unhide

5.4.Pinh dang va cic ché @9 xem bang tinh

5.4.1. Dinh dang chung
Céc tinh nang dinh dang cua Excel dugc b tri twong ty nhu Ms Word 2013. Khi can dinh

dang, ta chi viéc chon dir liéu can dinh dang va nhan vao biéu tugng tuong tng

HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
Arial -1 AN == = - %‘W’rap Text General -
« ' B I U- - DAy E== E3E EMergeBiCenter - B 95 v 5100
Clipboard ™= Fant [P Alignment & Mumber o
Nhom dinh dang font chir Nhém canh 1&/giéng hang Pinh dang s6

5.4.2. Dinh dang Cell/Worksheet
Pé dinh dang phuc tap hon vdi céac kiéu dir liéu twong g cua bang tinh, ta co thé thuc

hién bang céch:
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- Chon cell/vung dir liéu/bang tinh can dinh dang

Chon Home »>nhom Cells > Format - Format Cells hoac R_Click, chon
Format Cells.

2
Format Cells > IEEN
Mumber | Alignment Font Border Fill Protection |

Categony:

General Sample

HNumber

Currency

Accounting Decimal places: |2 -

Date = ' i s

Time [] Use 1000 Separatar [}

Percentage

Fraction Megative numbers:

Scientific 123410

Text 1234,10

Special -1234.10

Custom -1234.10

Mumber is used for general display of numbers, Currency and Accounting offer specialized
formatting for monetary value,

0K Cancel

a. Dinh dang hién thi dit liéu

Chon tab Number, muc Category:

General: hién thi dinh dang cua gié tri trong 6 hién hanh theo dinh dang chung ta
dang chon

Number: dinh dang kiéu s6

Currency: dinh dang tién té

Accounting: dinh dang ky hiéu tién té

Date: dinh dang kiéu ngay thang

Time: dinh dang kiéu gio

Percentage: dinh dang ti 16 phan tram (%)

Fraction:hién thi sé duéi dang phan sb

Scientific: hién thi sd dang E+n. Vi du con s6 10987654321 duoge dinh dang hién
thi la 1.10E+10
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- Text: dinh dang dir liéu dang van ban

- Special:dinh dang sb theo mot sd truong hop déac biét nhu: ma buu dién, s6 dién
thoai, s6 bao hiém...

- Custom: tiy chinh céc dinh dang do ngudi ding thiét 1ap

b. Dinh dang vi tri van ban

Chon tab Alignment

Format Cells ?

Font Border Fill Protection

Mumber ||

Text alignment Orientation

Horizantal * .
General v | Indent: *
Vertical: 0 =

Eottom W

s om

Justify distributed

Text control .

] wrap text 0 % | Degrees
[] shrink to fit

|:| Merge cells
Right-to-left

Text direction:

Context hd

Ok Cancel

- Text alignment:
o Horizontal: chon vi tri chit theo chiéu ngang (left, center, right, justify...)
o Vertical: chon vi tri chit theo chiéu doc (top, bottom, center,...)
- Text control:
o Wrap text: ndi dung dugc xudng hang trong cing 1 cell tiy thudc vao do
rong 6 va do dai ndi dung.
o Shrink to fit: giam kich c& chit dé tat ca noi dung trong 6 vira véi do rong
cot
o Merge cells: ni cac 6 chon thanh mét 6
o Right-to-left Text: lya chon trinh ty doc va canh 1é
o Orientation: nhap gia tri goc quay tai Degrees dé xoay chit.

c. Dinh dang font chir
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Giéng nhu dinh dang font & Ribbon

Font: chon kiéu Font cho cac 6

Font style: chon kiéu thuong, in nghiéng, in dam...ctia Font chit.

Size : kich thuéc font chit

Underline : chon dang gach chéan van ban

Color: chon mau cho van ban

Normal font: néu duoc chon Excel sé loai bo font dang chon va tr¢ vé binh
thuong

Effects Strikethrough. gach ngang van ban

Superscript: tao vin ban chi sb trén

Subscript: tao vin ban chi s6 dudi

Preview: xem trude dinh dang

. Dinh dang duong vién

Line: chon kiéu va kich c& duong ké, sau d6 chon céc biéu tuong & muc Border
dé ke

Presets: chon khong ké duong bao (None)/ké dudong bao ngoai(Outline)/dudng
bao trong(inside)

Color: Chon mau cho duong ké

Border: chon biéu tuong twong ing dé ké/khong ké duong bao cho cac 6

. T6 mau cho cell

Background Color: chon mau nén cho céc 6. Fill Effects cung cp cac hiéu tng
t6 mau nén

More Colors: bd sung thém cic mau va cong cu pha ché mau.

Pattern Color: cac mau mau nén

Pattern Style: cac kiéu mau t6 nén 6. Dung Sample dé xem trudc két qua.

5.4.3. Pinh dang dir liéu c6 diéu kién

Dinh dang dir liéu c6 diéu kién dung dé dinh dang (t6 sang) nhitng ving gia tri theo mot

diéu kién nao d6 ma khong can thuc hién viéc rut trich hay loc dit ligu.

Thuc hién: quét chon dong/cot dit licu can danh gia, chon Home - nhém Styles = chon

Conditional Formatting, hop thoai xuat hién, c¢6 2 nhom chinh:

- Nhoém Highlight Cells Rules: 1am ndi bat cac 6 theo mot trong cac diéu kién.

o Greater Than... (16n hon)
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o Less Than... (nhé hon)
o Equal To (bang)
o Between (gifra 2 gia tr1)
o Text that Contains (6 chit c6 chira chudi ky tu quy dinh),
o A Date Occurring (theo quang thoi gian),
o Duplicate Values (0 dir li¢u trung nhau).
Vidu:
KHOI THI| TOAN LY HOA SINH DIEN UT TIEN BIE;\TJJU TONG PIEM| KET QUA
A 6 3 5 Greater Than ? _—
A 7 0 4
B 7 F Format cells that are GREATER THAN: _
A 0 3 g 74 £& with | Light Red Fill with Dark Red Text &) | |
A 8 9 [ -
A 8 g QK | Cancel | |
B ] g
A 5 6 5 MIEN NUI 0.5 16 5|ROT
A 7 7 5 THANH PHO 01 19.1|RGT

- Nhom Top/Bottom Rules:gom cac diéu kién

o

o

Top 10 Items: danh d4u 10 6 c6 gia tri 16n nhét

Top 10%: danh dau 10% cac 6 c6 gié tri 16n nhat

Bottom 10 Items: danh dau 10 6 ¢6 gi4 tri nho nhat

Bottom 10%: danh du 10% cac 6 c¢6 gia tri nho nhat

Above Average: 0 c6 gid tri lon hon gia tri trung binh cta cdt/hang

Below Average: 6 c6 gia tri nho hon gia tri trung binh cua cot/hang

- Kiéu danh gi4d mirc do hién thi

o

o

Data Bars: lya chon nay cho phép nhan dién muc d6 dir liéu nhap vao
nhiéu hay it

Color Scales: t6 mau dit liéu theo 3 mau khic nhau, tng véi mdi mau 1a
muc d6 hién thi dix liéu tir thép dén trung binh dén cao

Icon Sets: thiét 1ap cac biéu tuong trude 6 dir liéu dé truc quan bang tinh

5.4.4. Thao tac trén nhidu cira s6 Workbook

a. Freeze va Split

- Khi thao tac trén danh sach dai hay tinh toan cn nhiéu tham chiéu, ta sir dung

tinh ning Split dé chia cira s6 bang tinh.

o

Dit con nhdy tai vi tri can chia trén bang tinh
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o Chon View = Window->Split = mac dinh bang tinh chia lam 4 vung.

o B chia, chi can double click vao rinh chia trén bang tinh.

- Khi bang tinh c¢6 s cot/dong hién thi vurgt qua man hinh xem/nhap dir liéu,

cha

ng ta c6 thé dung chirc ning FreePane dé giit ¢6 dinh mot s cot/dong nao dé

dé xem/nhép dir li¢u cac cot/dong con lai. Thyc hién:

b. Hié
- Mo

tab->Window = New Window.

- Sap x€p cac ctra sO can xem:

o Chon cot/dong can cb dinh
o Chon
»  View > FreePanes: c¢d dinh dong phia trén va cot bén trai 6 hién
tai
= Freeze Top Row: ¢ dinh dong dau tién
» Freeze First Column: ¢b dinh cot dau tién
o Néu mudn bé chirc ning nay, vao View = UnFreePanes
n thi nhiéu cira s6

kbook thanh ctra s6 thir 2: Vi . :
workbook thanh cura s6 thir 2: View e

| Arrange

I Horizontal

o Nhom Window->chon Arrange All. .
o Hop thoai Arrange Windows—> click || () Cascade

. . . : Windows of active warkbook
Tiled, Horizontal, Vertical, or Hw

| oK Cancel
Cascade. | _

o Chon Windows of active workbook dé chon xem workbook hién hanh

o Click OK

5.4.5. Cac ché do xem workbooks

a. Céc tuy chon xem

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in
Al T p2 bd
A B C D E F G H I [=
1 | ]
g Normal View Page Layout Page Break View
4 -
r Sheetl ) r
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Normal View: ché 46 mic dinh khi tao m&i mot worksheet, ché do nay thuong
dung dé soan thao, tinh toan.

Page Layout View: ché do xem truéc khi in. Khi & ché d nay van c6 thé tinh
todn, nhap licu.

Page Break Preview: hién thi bang tinh Excel vdi cac ddu ngat trang, ta c6 thé
kéo dudng chia cach trang dé phan trang tiy .

An hoic hién thi lwéi trén workbooks: View - Gridlines.

Hién thi/khong hién thi chi s6 dong/cot: View->Headings

Hién thi/khong hién thi thanh chirc cong thirc: View>Formula Bar

Phéng to/thu nho cira sb

Ting giam 10% ndi dung hién thi bang tinh: click biéu tuong + hoic - ¢ status
bar.
Ting giam nodi dung hién thi theo ti 1¢ phin trim c6 san: View = Zoom

- chon phan tram twong tng.

5.5. Thao tac v6i cong thire va ham

Cong thirc va ham 13 cong cu xir 1y dir liéu déc lyc trong Excel. Dung cong thirc va ham dé

tinh toan dit liéu nhanh chéng, tinh mot 1an cho két qua & nhiéu dong dir liéu. Cong thirc va

ham s€ thao tac trén dir li¢u, dir liéu nay duogc biéu dién béng dia chi tuong tng trong Excel.

5.5.1. Cac loai dia chi va théng bao 156i thwong gip

a. Cac loai dia chi

Dia chi 14 vi tri chira dit liéu trén bang tinh ma ta can tham chiéu dé tinh toan, xt 1y. Dia chi

cua 0 (cell) dugc hinh thanh boi dong va cot. Vidy, chung | g5 -
ta c6 thé d& nhan théy dia chi cta 6 dir liéu dang chon A B

hinh bén la B2.

" ——

Pia chi twong d6i: cac dong va cot tham chiéu 9

s& thay d6i khi chiing ta sao chép hodc di doi cong thirc dén vi tri khac mot lwong
tuong tng véi sé dong va sb cot ma ta di doi. Vi du B2, Al, B3,....

Pia chi tuyét ddi: cic dong va cot tham chiéu khong thay ddi khi ta di doi hay
sao chép cong thic. Vi du: $B$2, $AS1, $BS3...

Pia chi hdn hop: két hop giita dia chi twong ddi va tuyét ddi. Vi du:
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o $B2: cb dinh cot B, nghia 1 khi sao chép cong thirc sang dong/cot khac
thi cong thic & vi tri méi van sir dung cot B
o B$2: ¢b dinh dong 2, nghia 13 khi sao chép cong thirc sang dong/cot khac

thi cong thic & vi tri méi van sir dung dong 2.

- Dia chi khéi dir li€u: néu khéi dir liéu duoc st dung dé thao tac nhiéu lan trén
workbook, chung ta c6 thé quét khéi dit liéu, dit tén tuong tng va ding tén nay
dé tinh toan trong cong thirc. Vi du ¢ bang tinh dudi, ving dit liéu cua bang diém
chuan duoc sir dung thudng xuyén trong viéc do tim, nén ta quét khdi ving nay

va dat tén 1a BANGDIEM

I BANGDIEM I h T
A B C D E F G

1
3 MA NGANH T L H
4 NGANHHOC | |TOAN LY HOA
5 BIEM CHUAN 25 24 2
5 STT s BD HO TEN BOI TUONG |NGANH HOC| TONG DIEM
g 1TAb0l  |[NGUYENVAN [AN 20
g 2ITCo03 LE TH[ BE 21
10 3| TBOO2 HOANG ANH MINH 22
1 4lLcoos  |LE HUU KHUGNG 3

b. Céc thong bao 16i thudng gip

Loi Ly do

#DIV/0! Trong cong thirc c6 chira phép chia cho 0 (zero) hodc chia
cho 6 rong(khong c6 dir lidu)

#NAME? G& sai tén ham hay tham chiéu sai

#N/A Ldi do cong thirc c6 tham chiéu dén NA dé kiém tra ton tai

dir liéu 2> thuong xay ra voi ham do tim

#NULL! Ham str dung dir li¢u giao nhau gitta 2 vung nhung gitra 2
ving giao nhau bang rong

#NUM! St dung gia tri s6 sai (s6 dwong=>sd am)

#REF! Ving tham chiéu sai

#VALUE! Kiéu dir liéu tinh toan khong dung
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5.5.2. Tao cong thirc

- Trong excel, cong thuc s€ dugc bat dau voi dau =, theo sau 1a su két hop cua céc
todn tr, cac gia tri cu thé, cc dia chi tham chiéu va cac ham.

- Céc toan tir dung trong cong thirc bao gdm: cong (+), trir (-), nhan (*), chia (/),

lity thira(®), ndi chudi (&), bang(=), 16n hon (>), nhé hon (<), 16n hon hoic bang

(>:), l’lhé hO’Il hOElC béng (<:), _f‘c :I:l:_I2>I:l:CE:"A",ED,EI],"QEU","R@T"}
khac (< >), dau cach tham c J K
chicu (, hodc ; hodc 1), khoang || eméy ThHI[TONG DIEM| KET QUA
trang. A 14.5|ROT
- Vi du cong thtc & hinh bén A 11|ROT
B 12|ROT

dugc nhép tai 6 K2, dugc tinh
tur dit liéu ctia 6 C2 cung cac tri s6 20, 21.

- Thu ty uvu tién cta céac toan tir dugc minh hoa bang bang sau:

. Thir tw
Toan tir Dien giai
wu tién
: (hai cham) (1 khoang | Toan tir tham chiéu 1
trang) , (dau phay)
- S6 am 2
% Phan trim 3
A Ly thtra 4
*va/ Nhén va chia 5
+va - Cong va trir 6
& Noi chudi 7
=<><=>=<> So sanh 8

5.5.3. Sao chép cong thirc
- Pé thuc hién viéc sao chép cong thirc, yéu cau trude hét nguoi thao tadc bang tinh
phai thiét 1ap cong thic ding va thyc hién theo trinh ty sau:
o Nhiap cong thirc tai 6 dit liéu dau tién > Enter
o Pua con nhay chudt vé goc dudi phai ciia 6 chira cong thirc vira nhap, kéo

dén dong/cot mong muodn.
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E8 - fe =|F{(MID({B8.2,1)="A","Dién 1", IF{MID(B8,2,1)="B","Dién 2"," "}}
A B G D E F G
1 e
2 BANG PIEM CHUAN
3 MA NGANH T L H
4 NGANH HOQC TOAN LY HOA
PIEM CHUAN 25 24 22
&
E STT 5O BD HO TEN BOI TUONG NGANH HOC TONG DIEM
8 | i|Tacol  [NGUYENVAN [AN Dién 1 20
a9 2ITCO03 LE THI BE 21
10 i|TBO02  |HOANGANH  |MINH 22
11 4lLcoos  |LE HUU KHUGNG 23
i

5.5.4. Cac ham co ban thuwong dung
Gi4o trinh cung cdp cdc nhém ham co ban va cac ham thudng dung nhat. Mot ham ludn ¢
bat dau 1a tén ham, theo sau 1a ddi sé(néu cd) cia ham nam trong cap dau ()

a. Cac ham toan hoc

HAM CONG DUNG
ABS(s0) Tri tuyét d6i cua 1 s6
INT(s6) Lay phan nguyén cta 1 sd

MOD(s6 bi chia, s6 chia) | Tra vé phan du cta phép chia

ROUND(s0, s6 lugng s6 | Lam tron so6 dén s6 1€ mong mudn

1¢ mudn lay)

RAND() Tao ra mot sb ngau nhién trong
khoang 0 va 1

SQRT(s0) Tra vé gié tri can bac 2 ciia 1 s6

POWER(s6, lily thira) Tré gi4 tri ciia mot sd twong (g
véi liy thira. VD: POWER(2,3)=8

b. Cac ham thong ké don gian

HAM CONG DUNG
MIN(day gia tri) Tra vé gia tri nho nhat trong day s6
MAX(day gia tri) Tra vé gia tri 16n nhat trong ddy s6
AVERAGE(day gia tri) | Tra vé gia tri trung binh cua day s6
SUM(day gia tri) Tra vé tong cua cac gia tri
COUNT(day) Thong ké c6 bao nhiéu so
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COUNTA(day) Thong ké c6 bao nhiéu so6 cia cac 6
khong rong

c¢. Cac ham xir Iy chudi

HAM Y NGHIA

LEFT(chudi, s6 ky tu can lay) | Tra vé chudi ky tu lay tir bén trai chudi

RIGHT(chuoi, s0 ky tu can lay) | Tra vé chudi ky tu lay tir bén phai chudi

MID(chudi, vi tri bat dau ldy, | Tra vé chudi ky tu & “vi tri bat dau 1ay”

s6 ky tu can lay)

UPPER (chudi) Chuyén chudi thanh chit in hoa
LOWER(chudi) Chuyén chudi thanh chir thudng
PROPER(chudi) Chuyén ky ty ddu cia mdi tir trong

chudi thanh chit in

d. Céac ham logic

HAM Y NGHIA

IF(diéu kién, gia tri thoa diéu Kiém tra diéu kién va két qua tra vé
kién, gié tri khong thoa diéu kién)
OR(day luan Iy)

AND(day luan ly)

5.6. Biéu dién dir liéu

5.6.1. Tao dd thi dwa trén di liéu ciia bang tinh

Do thi 1a mot dang biéu dién dir liéu tryc quan, sinh dong gitip nguoi quan 1y dir
liéu, nguoi xem dé dang nam bt cac sb liéu theo cac tiéu chi biéu dién dit liéu duoc
dat ra trudc do.

a. V&do thi

- Bwéc 1: chon ving dit liéu can biéu dién d6 thi

- Buéc 2: chon kiéu d6 thi tir Ribbon=> Insert->nhém Charts. Mdi nhom db thi s&

c6 nhiéu kiéu khéac nhau 1% - S %- fm
. 2 il
r \ A A . ] Pl - 4 - = Lol
- Buwée 3: hoan tat layout cho do6 thi. e o i DraEChant
A it ok Chas 8~ ki~ \
Layout cta do thi 1a cach bo tri cac bt r

[ thanh p%lf:in o ‘

Add Chart Quick | trong do thi sao cho dep mat, d€ xem. Thyc hién bang cach

Element ~ Layout -
Chart Layouts

Trang 174



Recommended Charts

"o

e B

BEXRBEREM:

G140 Trinh Office 2013 co ban

chon d6 thi > Chart Tools —>Design 2> Chart Layouts = Chon cach b tri thich

hop

Budrc 4: Dicu chinh chudi hién thi dir liéu tir dong sang
ot va nguoc lai trong trudng hop & Budc 3 chua hién thi
dang nhu mong mudn. Thyc hién: chon do thi & Chart Column  Data

Tools—>Design—>Data—>Switch Row/Column.

Switch Row/ Select

Data

Buéc 5: chon dang d6 thi khac dé phu hop hon véi dit liéu biéu dién. Chon d6 thi

—> Chart Tools—>Design—>Change Chart Type

Recent
Templates
Column
Line

Pie

Bar

Area

XY (Scatter)
Stock
Surface
Radar

Combo

| an charts

(00 =R IR Hm

Change Chart Type

Clustered Column

B AREHAHHBHA

Chart Title

o e e

» I

g 18 5

Chart Title

WHHHM
BHHEHHE
| T T I I )
H RHBBEA

e mnh ik g e e

| OK | Canct;l

o Column: biéu do cot. Mot biéu dd cot thudng biéu thi cac thé loai doc

theo truc ngang (thé loai) va céc gia tri doc theo truc doc (gia tri).

o Line: biéu d6 duong. Thuong dung dé biéu dién cac khuynh hudng dir

liéu tai cac khoang thoi gian bang nhau nhu thang, quy hodc nam tai

chinh.

o Pie: biéu d6 hinh tron va vanh khuyén bi cat. Nén sir dung khi:

Chi c6 mot chudi dit liéu.

Khong c6 gia tri nao trong dir li¢u 1a gia tri am.

Trang 175

= Khéng co gia tri nao trong dit liéu 13 bang khong.




G140 Trinh Office 2013 co ban

= Khoéng co qua7 thé loai va tat ca céc thé loai nay déu biéu thi mot
phan gi tri cia toan bd hinh tron.

o Bar: biéu d6 thanh. St dung khi:

* (Cdac nhan truc qua dai.
= Cac gia tri dugc biéu thi 1a cic quang thoi gian

o Area: biéu do ving. Puoc dung khi mudn biéu dién su thay doi theo thoi
gian va hudng sy cht ¥ dén tong gia tri theo mot khuynh hudng nao do.

o X Y(Scatter): biéu d6 phan tan. Str dung khi :

=  Mubn thay d6i thang ty 1¢ cua truc ngang.

»  Mubn dit truc d6 theo ty 1¢ 16-ga-rit.

= (Cac gia tri clia truc ngang duogc cach quing khong déu.

= (o nhiéu diém dir liéu trén truc ngang.

=  Muén diéu chinh thang do tryc doc 1ap ciia bicu do tan xa dé cung
cap thém thong tin vé cac dit lidu c6 chira cap hodc nhom gia tri.

=  Mudn biéu thi diém giéng nhau giita cac tap hop dir liéu 16n thay vi
su khac biét giira cac diém dir liéu.

=  Mudn so sanh nhiéu diém dir liéu ma khong lién quan dén thoi
gian, cang nhiéu di liéu duoc dua vao thi cang dwa ra nhiing so
sanh t6t hon.

o Stock: biéu do chimg khoan. Thuong dung trong viéc minh hoa nhiing
dao dong 1én xudng cla gia co phiéu hay luong mua hang ngdy, nhiét o
hang nam.

o Surface: biéu d6 bé mat. Str dung dé biéu dién mdi quan hé giira cac luong
dit liéu 16m (truong hop dang biéu d6 khac khé xem)

o Radar: so sanh cac gia tri téng hop ctia mot vai chudi dir liéu

o Combo : biéu dd két hop.Biéu d6 nay két hop 2 hay nhiéu dang biéu dd
khac nhau dé biéu dién cho ngudn dit liéu da dang.

Bude 6: Diéu chinh mau sic cho dd thi. Chon d6 thi > Chart Tools—>Design—=>

Change Colors = bang mau xuat hién va chon mau tiy thich.

. Céc thao tac trén do thi
Di chuyén va thay doi kich thudc db thi
o Di chuyén: chon dd thi > Chart Tools—>Design—>Location > Move Chart
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Move Chart ?

bat chart ¢
worksbook moi

Choose where you want the chart to be placed:

_JJ_J '-:"Ne*.-".r;heet: Chart1
| ®objectin: |FEEm v

[ bit chart ¢ trong ]% l—l
) QK Cancel

cung workbook

o Hodc: R _Click trén duong bao cua dd thi, chon Move chart.
Thay d6i kich thude do thi: dua chudt vao dudng bao ciia do thi, kéo chudt di
chuyén dén kich thudc mong muén
Sao chép d6 thi: chon dd thi & nhan Ctrl-C, di chuyén dén noi dit-> nhan Ctrl-V
Xoa dd thi: chon d6 thi = nhin Delete.
R_Click trén dd thi> chon Format Chart Area = chon thanh phin mudn hiéu
chinh.

5.6.2. Thao tac véi ddi twong dd hoa(viét sau-giong word)

C.

d.

a. Chen ClipArt
b.

Chén SmartArt
Cheén Shape
Chén Image

5.6.3. Panh gia dir liéu bang Sparklines
Sparklines cach nhanh va don gian nhat dé thém thanh phan dd thi ¢& nhé (mini)

trong mot 6 (cell). Sparklines tap trung vao céc gia tri toi da va tdi thiéu bang cac

mau sic khac nhau dé phan tich xu hudng dir liéu nhu: ti€éu dung, doanh thu...Vi du,

ta c6 bang dir liéu sau, dung Sparklines dé xem ti 18 lao dong theo mdi ndm cta ting

nhém tudi. Tuy thudc vao dir liéu ma ta sé chon dang Sparklines 1a

Column/Line/WinLoss.
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[ Tiew ] Dang Sparklines
Phén theo nhém tudi 2009 2010 2011 |So bd 2012 Column Line Win/Loss
15-19 22 1.3 1.6 1.9 Hunl i CH
20-24 16.7 14 8 16.9 19.6 (1]} i -
25-29 233 238 252 270 (1] B - -
30-34 18.0 200 210 22 6 (1]} 5 .
35-39 13.3 13.9 162 173 (1] i CH
40-44 12.2 12.0 13.0 13.9 ([ 1] i I~
4549 142 13.1 13.7 13.6 L[] ]] 7 L H ]
50+ 11.6 11.6 12.2 12.4 ([ []] = - -

a. Cach thuc hién:

- Budc 1: chon dong dit liéu mudn thong ké

Phan theo nhém tudi 2009 2010 2011 |Ser bé 2012
15-19 22 1.3 16 19
20-24 16.7 148 16.9 196
25-29 233 23.5 252 27.0
30-34 18.0 20.0 21.0 22 6
35-39 13.3 13.9 15.2 17.3
40-44 12 2 12.0 13.0 13.9
4549 142 13.1 13.7 13.6
50+ 11.6 11.6 12.2 12.4

- Budc 2: Vao INSERT-> Sparklines=> chon dang, man hinh xuat hién

Create Sparklines ?

[ Dong dit liéu da chon ¢ Budce 1 ]\ Choose the data that you want
J ——————pata Range: |DT:HY Ef:
[ Chon noi dat Sparklines g Choose where you want the sparklines to be placed
Location Range: | E,i
-

[ Nhéin OK dé hoan tit J | . oK Cancel

b. Hiéu chinh Sparklines

Chon 6 chira sparklines can hi¢u chinh, R_Click-> Sparklines Tools=>chon nhém

can hiéu chinh:

- Sparkline: hi€u chinh vung dir 1iéu hay vi tri dat sparklines
- Type: diéu chinh dang sparklines

- Show: chon cach hién thi diém trong sparklines.

- Style: chon kiéu hién thi cho loai sparklines va mau sic

- Group: nhom sparklines hay g& bd cac sparklines.
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5.7. Chia sé dir li¢u

5.7.1. Chia sé bang tinh

a. Luu trir véi dinh dang excel (.xlsx)

o Ctr+ S hoic File > Save, man hinh xuat hién = chon vi tri luu
*  OneDrive: luu trit bang tinh qua dich vu di¢n toan ddm may
= Computer: luu trir bang tinh trong may tinh

» Add a Place: chon mét dich vu luu trir dir liéu khac.

i ~ —
& OneDrive - Personal EI;I Computer
Current Folder
?g% Other Web Locations TinAB

D: » GiangDay » 2014 » TinAB

EIZ._I Computer Recent Folders
| TinAB

S: » GiangDay » 2014 » TinAB
o Add 2
®l Chon 0 dia/thu muc  |xcel

A : » GiangDay » 2014 » TinAB » Tin A » Bai Tap » Excel
can luu R F

NTU
D: = DNTU

Desktop

Documents

Browse

- Man hinh xuét hién tiép theo sau khi chon noi luu

XE e
@ ~ 1 L« 3TTTH » Excel-T8-2012 v & Search Excel-T8-2012 P
Organize MNew folder = -
A Mamg IChon 6 dia/ Date modified Type
18 Computer A
a Local Disk (C:J/ thur muc can luu atch your search,
—w Data (D)
" DVD RW Drive (E: 2.Nhap tén tap
G“ Metwork W £ >

File narne: @

Save as type: | Excel Waorkbook (*.xlsx)

Authors: CamHuong Tags: Addatag

3.Nhéin Save

[] Save Thumbnail /

4 Hide Folders Tools ~ I Cancel
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b. Luu workbook véi dinh dang tuy ¥

- Céc dang c6 thé luu:

o .xIsm: dinh dang excel c6 chtra

macro

o .xls: dinh dang excel 97-2000

G140 Trinh Office 2013 co ban

Options

> IEE

Page range

(_) Page(s) From: |4

Publish what
() Selection () Entire
) Active sheet(s) Table

@) .I’I]htl’l’l, .mhtml: dlnh dang web [] 1gnore print areas

o xltx: dinh dang template dung

cho viéc tao bang dinh dang mau

o

o .pdf: dinh dang pdf
o .xps: dinh dang XPS

.txt/ .csv: dinh dang text

Include non-printing information
Document properties

XPS Document options

Document structure tags for accessibility

Preserve restricted permissions in XP5S

To: (4 =

waorkbook

Cancel

Khi luu workbook véi mot trong cac dinh dang nay ta co thé lua chon céc tuy chon noi

dung mudn thém vao trong workbook trong muc Options.

c. Luu workbook trén OneDrive

Save As

&8 OneDrive - Personal

1. Chon OneDrive

&& OneDrive - Personal

Recent Folders

Fl:| Computer

Other Web Locations (]

Giao Trinh Tin AB
Phuc Tran's OneDrive = Giac Trinh Tin AB

& Documents

Phuc Tran's OneDrive » Documents

& Phuc Tran's OneDrive

= = AddaPlace @ Luc Duong Minh's OneDrive

e
:51]

Browse

Get OneDrive for Windows and take your files with you anywhere,
Learn Mare.
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d. Chia sé workbook qua e.mail
File & Share>man hinh xut hién < chon Email < chon dinh dang tap tin
mudn dinh kém: Send as Attachment/Send a link/ Send as PDF/Send as
XPS/Send as Internet Fax. = nhép tai khoan OutLook Express = send.

5.7.2. Quan ly ghi chu (comments)

Thém ghi chu :R_Click trén 6 can ghi cht, chon Insert Comment—>nhap ndi

dung—> Enter
- Xoa ghi cht : R_Click trén 6 c¢6 ghi chi & Delete Comments
- Sura ghi cht : R_Click trén 6 ¢6 ghi chi = Edit Comments
- An/hién ghi chu : R_Click trén 6 c6 ghi chit > Show/Hide Comments

5.8.Sip xép va loc dir liéu
Sort (sap xép) va Filter (loc) 1a nhitng tinh ning cho phép chiing ta thao tac dir liéu trong

mot bang tinh duoc thiét 1ap dua trén cac tiéu chuén da co.

5.8.1. Loc dir liéu
- Click vao cot hodc chon céac cot ¢6 chua dit liéu mudn loc
- Tab Data=>Filter, click vao miii tén phia dudi 6 tiéu dé, c6 3 dang hién thi twong
g d6i véi kiéu dir liéu.
o Néu cot dir liéu 1a kiéu text, ta chon Text Filters, chon tuy chon va nhap

dir liéu loc tuong tng

STT | SO BAO DAN™ |[KHOI TP*|TOAN | LY
-_Tl Sort AtoZ
';l Sort L to A
Sort by Caolar k
Text Filters k EE|UEiE...
Search yel Does Mot Equal...
[ [Select All) Begins With...
LB Ends With...
Contains...

Does Mot Contain...

Custom Filter...

OK Cancel
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o Néu cot dit liéu 12 kiéu s, ta chon Number Filter va nhép dir liéu loc

tuong Gng

B ] D E F

$O BAO DANF |KHOI TF™ J TOAM| LY HOA

2] Sort Smallest to Largest

il Sort Largest to Smallest

Sort by Color b
Filter by Color y
Murmber Filters ¥ Equals..
}) Does Mot Equal...
Greater Than...

Greater Than Or Equal To...
Less Than...

Less Than Cr Egual To...
Between...

Top 10..

Above Average

: o _— Below Average
OK | | Cancel: |

Custom Filter...

o Néu cot dit liéu 1a kiéu ngay, ta chon Date Filters, chon cac tuy chon dir
liu loc twong ng.

5.8.2. Sip xép dir liéu

- Pé thyc hién mot sap xép theo chiéu ting dan hay giam dan trén mot cot:

= Panh dau cac 6 mudn duoc sip xé =
: p X€p % l Y Clear
= Click Sort & Filter trén tab Data Az Reapply
Zl Sort Filter )
» Kich nat Sort Ascending (A-Z) hay 8 W Advanced
Sort & Filter

Sort Descending (Z-A)
- Tuy chinh sip xép
=  Mubn sip xép nhiéu hon mot cot
e Click Sort & Filter
e Chon cot mudn sap xép dau tién (uu tién)

e Chon Add level > chon cot tiép theo mudn sap xép>OK

s Options... My data has headers

_ ‘;,_\_J__gdd Level | >( Delete Level || E@ CopyLevel ||

Caolumn Sort On Crder

Sortby |54 BAO DANH v [values v| Atz v
Thenby | v Values v |AtoZ v
SIT

50 BAO DANH
KHOI THI
TOAN

.

HOA

SINH
DIEM LU TIEN

o =
TONG BIEM
KET QUA
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CHUONG 6. MICROSOFT POWERPOINT

PowerPoint 1a mdt cong cu trinh chiéu db hoa truc quan cho phép chung ta tao ra cac bai

trinh dién theo nhiéu cach khac nhau. PowerPoint gitip nguoi str dung dinh hudng ndi dung

trinh bay cho cac budi hop nhom, trao doi thuwong mai, gisi thiéu thong tin san pham hay cac

buoi dien gia.

Ngoai c4c tinh ning sin c6 ctia PowerPoint 2010 nhur:

Microsoft Office Backstage View: menu 1énh méi v6i cac 1énh sdn c6 nhur saving,
opening, closing, printing.

Customize Ribbon: cho phép nguoi dung thém vao nhém cac Iénh & cac tab co
san trong Ribbon.

Dynamic Paste with Live Preview: chirc nang sao chép méi cho phép nguoi dung
xem trudc nhimg thay doi khi sao chép nhu: Use Destination Theme, Keep Source
Formatting, Picture, Keep Text Only.

Screen capture: cho phép sao chép man hinh hodc mét phan nio do trén cira so
lam viéc.

Remove Background: cho phép g& bo nén cua mot hinh anh nao d6 ma khong
can chuong trinh chinh stra anh.

Enhanced Media Capture and Editing: cho phép hi¢u chinh mét audio hay video
ma khong can chuong trinh chinh stra audio hay video.

Embed Audio: cho phép nhing tap tin audio bat ky. Vi du: WAV, MP3, MIDI,
WMA, MP4, MP4A.

Embed Video: cho phép nhung tip tin video bat ky: WMV, MOV, MPG, AVI,
MPEG.

Insert Online Video: chén mot video truc tiép tir website nhu YouTube.

New SmartArt Templates: cai tién cac hinh 4nh SmartArt.

Animations and Transitions: thém vao cac hi¢u itng méi nhu Reveal, Flash,
Ripple, Honeycomb, Glitter, Vortex.

Themes: c6 cac chii d& moi voi tip cac mau va font chit.

Equation Editor: cai tién cac chirc ning trong tng vi MS Word.

Built in PDF Writer: cho phép luu trinh chiéu thanh file PDF.

Microsoft PowerPoint 2013 con ¢6 mot s6 tinh nang vuot trdi nhu:

Nhiéu lya chon dé bit ddu mot bai trinh chiéu
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- Cong cu tro gitip dé dang cho dién gia dé xem phan nodi dung note ma khong can
nhiéu thao tac diéu chinh thiét bi va chwong trinh.

- Dé sir dung cho man hinh rong

- HOb tro cudc hop truc tuyén tir PowerPoint

- HO trg chic ning canh chinh cac dbi twong hinh anh dong nhat, nhanh chéng.

- Tuong tac v&i PowerPoint trén hau hét cac thiét bi cam tmg c6 cai Windows 8
PC.

- Chia sé va luu tap tin trén di€n toan dam may

- Cho phép ghi ¥ kién phan hdi vao trinh chiéu. Ching ta c6 thé an hodc chinh sira.

6.1.QUAN LY CUA SO POWERPOINT
Khi khéi dong Powerpoint, man hinh hién thi

Powe rpoi nt Search for;onfine: templates:a. 43 Sign in to get the most out of Office

Suggested searches:  Business  Calendars Learn more

Charts and Diagrams ~ Education  Medical Nature

Recen‘t Photo albums

picture.ppt e
S8 [: » 2. OUTSIDE » DNTU » GIAOTRINH...

T Reas Take a @

0w 2. OUTSIDE » DNTU » GIADTRINH... |
tour ‘

1 Open Other Presentations

Blank Presentation Welcome to PowerPoint

NY Y ZNY AN %W\W \
I*\ N NN
YNV

+ \I\I\t(;‘(*:

! Organic /\t\*t\l\@/\
— — N ¢ I¢. I¢ NN
VI A AT A0 A0 A0, AR
I W = INTEGRAL
Organic Slice Integral
- ”‘. ___
Retrospect | Facet

L
Retrospect lon Boardroom Facet

Not finding what you're looking for?

Use the search box at the top to find more templates and themes.

Tai day, ching ta co thé chon lua cach thirc dé bat dau véi mot bai trinh chiéu:
- Chon Blank Presentation dé tao trinh chiéu mai
- Chon céc template (mau) theo chii dé nhu : Business, Education, Medical...
- Muc Recent: mé bai trinh chiéu st dung gan day

- Open Other Presentation: mé mot bai chiéu khac.
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6.1.1. Giao dién chinh

Mic dinh, man hinh chinh khi chon Blank Presentation gdm céc phan:

3= (v X = 7?7 E - O X
HOME New Tab INSERT DESIGN TRANSITIONS AMNIMATIONS VIEW ADD-INS >
(= B- AKX b iZ-i2. &= = i

Paste Mew o B I U S asb AV . Editing

- g de- O7 - 5 ¥
Clipboard & {des Font Paragraph e ~
) Menu bar

File tah \
> Ribbon

Click to add title
Click to add subtitle 3 Slide

Click to add notes

SLUBE1OF1  WIETNAMESE = NOTES W COMMENTS E Bl s

Slide tah Status har Notes pane

- File tab: cho phép thuc hién cac thao tac trong viéc quan ly dir li¢u va tap tin nhu:
tao m&i (New) , luu (Save/Save As), in an(Print) va diéu chinh cac tuy chon

(Options)

Open

@ B DA Recent Presentations

s e | LECETELPPTX
) D: » MINES
#@ OneDrive - Personal

El:l Computer @ picture.ppt

Dz 2, QUTSIDE » DNTU = GIAOTRINH ...

=l=  AddaPlace @ textppt

D: » 2, QUTSIDE » DNTU = GIAOTRINH »...

Account

Options Recover Unsaved Presentations |
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- Slide tab: cho phép xem céc slide dugc tao & dang thu nho, thur tu cac slide nay
cling chinh 1a thir ty hién thi.

- Status bar: chita cac tily chon cho phép xem slide & cac ché d6 khac nhau nhu:
normal, slide sorter, reading view, slide show va cac ché do phong to thu nho slide.

- Notes pane: cho phép ngudi trinh chiéu thém céc chu thich cho slide.

- Slide pane: day la viing chinh dé nhap noi dung hién thi dé trinh chiéu.

- Menu bar, Ribbon: mdi tab trong menu bar cho phép md ra nhom cac cong viéc

con tuong Ung ¢ tung Ribbon.

HOME Mew Tab INSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS Sign in
| = [ELayout~ - I r|| O # Find
= = 4 |
) Reset _' e Replace ~

MNew

Slide~ O oection~

Shapes Arrange Quick
- - Styles [ Select~

Clipboard Shides Fant Paragraph Drawing Editing

The Ribbon ...  Chirc nang....

FILE Thuyc hi¢n cdc chic nang nhu md, luu va in an tai liéu
HOME Thay d6i Font, Paragraph, Heading styles va cac tiy chon

Chén so trang(pages number), bang(table), cic minh hoa,
INSERT A 1AL s \

lién két (link), header & footer, text va symbols

Thay d6i page layout, chon slide themes, colors, fonts va
DESIGN

effects, cling nhu background styles va graphics

TRANSITIONS Thiét 1ap higu tmg di chuyén giira céc slide

ANIMATIONS Thiét 1ap cac hiéu tng cho timg ddi tugng trén céc slide

Xem trudc cac cheé d view, ghi nhan thoi gian trinh chiéu

SLIDE SHOW (rehearse timing), thay ddi thiét 1ap hién thi man hinh

Cho phép thuc hién cac 1€nh lién quan dén bao mat va so
REVIEW sanh tai li€u, thay ddi cac track

Thay d61 man hinh hién thi, 4n va hién cac thumbnails, xem
VIEW \ ,

va luu cac macro
ADD-INS Diéu chinh thanh cong cu
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6.1.2. Tuy chinh Ribbon

Véi PowerPoint 2013, ta dé dang diéu chinh céc tab trén Ribbon dé hién thi cac 1énh thudng

dung.

- Click trén tab File - click Options—> trong hop thoai Option = chon Customize
Ribbon (1) = chon New tab (2) = chon Iénh tir danh sach Choose command from
(Popular Commands) (3)

- V61 moi command dugc chon, click Add (4) dé thém command vao tab mai.

- Click Rename (5) dé doi tén tab theo y muon.

- Click OK dé tat ca cac hi€u chinh & trén c6 hiéu luc.

PowerPoint Options ?
Sepe) |énL| Customize the Ribbon.
, ~H
Proofing
: Chnnse commands from: Customize the Ribbon:
save 1 slar Cornmands " Main Tabs "
Language
Advanc B Lopy ~ Main Tabs ~
Advanced &.‘ gut - e —
Customize Ribbon %» Dreac\;fe'al'zehleont e E C|_ipboard
Quick Access Toolbar 'Z] Duplicate Slide I:: e
@ Ermail [# Font
Adidlne P # Paragraph
Add-Ins ¥ g:t:ropper - e Dl
Trust Center A Font Color [v # Editing
g - [MY TAB (Custom)
&) An— = MY GROUP {Custom)
¥ Object. C‘%" ":—_:Ut e
~ Efrmat Painter ormat Painter
T&//From Beginning Add = > E_!—El] Copy a
From Current Slide L o Paste
4 | Group <= Remove Insert
- Hyperlink.., & [« Design
E Increase Font Size # [¥] Transitions
ITI Layout 4 & [+] Animations
O o & [¥] Slide Show
=] Mew Slide 8 hevicw
Open [ [] View 3
T Paste [ [] Developer
% Pictures... 1 [#1 Adel-Ins o
Print Previ d Print
% Qr:]?ck I;?:fw and Prin 2 % New Group Rename...
% E:S:’Uup ymizations: Reset = 6
=] Reuse Slides.., W Import/Export =
K
OK Cancel
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Man hinh hién thi tab méi & Ribbon: EH % O
HOME MY TAB
\O
Cut Format Cop £
Painter

MY GROUP
6.1.3. Tuy chinh Quick Access Toolbar
Quick Access Toolbar nim ngay phia trén tab File, Eg S5 O _

chtra cac nait 1énh thudng dung nhat: Save, Undo,

Redo.

Dé thém nat 1énh vao Quick Access toolbar, thuc hién nhu sau:

- R-Click trén nat 1énh ma ban mudn thém vao (vi du Format Painter)

Ttr thanh thuc don x6 xudng, chon Add to Quick Access Toolbar

BEHS 0% -
HOME INSERT DESIGM PAGE LAYOUT
Pray Cut 7 . "
ﬁ' : TimesMewRo ~{11 -| A A  Aa
Paste B I U ~abcx x* M-,

~ % Frrrnat Daintar
] Add to Quick Access Toolbar
Clipbe

20

iCustomize the Ribbon...

Collapse the Ribbon

21

Customize Quick Access Toolbar...

Show Cuick Access Toolbar Below the Ribbon

- Khi d6, biéu tugng Format Painter xuat hién trén Quick Access Toolbar:

EH - O

6.1.4. Cac ché dj View

>

Chon tur Status bar ¢ goc phai dudi cia ctra s6 PowerPoint hodc chon céc biéu tuong tuong

== = |[EE -
ENEENEE EE] =
Marmal Outline Slide Motes Reading  Slide Handout Motes
View Sorter Page View Master Master Master
Presentation Views Master Views
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6.1.5. Hi¢u chinh khung nhin PowerPoint

Zoom to
O ché d6 Normal view hay Slide Sorter view, chiing () Fit  Percent |33% |
ta cO thé thay doi kich thudc man hinh hién thi noi \J 400%
() 2000
dung cua slide bang céch: ) 1009
- Tu gbéc phai dudi ctua thanh Status bar trong cira o
|.___. =
so0 PowerPoint, chon Zoom level, man hinh sau ® 33%
xuat hién, chon ti 1€ % hodc nhdp vao con so Cancel
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Slide Sorter View: hién thi céc slide trong mot cua s6. O ché o nay, ching ta
cling c6 thé thém, x6a, di chuyén hay copy mot hodc nhiéu slide. Pong thoi, nguoi
dung ciing c6 thé xem céc hiéu tng va sy chuyén tiép gitra cac slide.

Reading view: xem noi dung slide, khong hién thi toan man hinh

Slide show: trinh chiéu slide toan man hinh, ché do nay dung dé trinh chiéu khi
thuyét trinh.

Notes page: xem ndi dung slide va chu thich cua slide.

Slide Master: vé ché do thiét ké slide master (s& trinh bay chi tiét & muc sau)
Handout Master: xem trudc ciu triic cua slide master.

Notes Master: xem chu thich master

mong muon & Percent:

Hodc chon tir View tab = Zoom group = chon Zoom button.

Hoic kéo biéu tuong Zoom & goc phai dudi cua thanh Status bar nhu hinh dudi

-—f——+ 3%

6.2.TAO MOT TRINH CHIEU POWERPOINT

6.2.1. Tao file trinh dién méi

a.

Trinh tw thuc hién

Trén tab File > chon New, ctra s6 New Presentation xuét hién véi tuy chon Blank
Presentation dugc to sang

Click Create dé tao méi slide.
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- Neéu mudn 4p dung cic Themes cia PowerPoint, click menu Design dé hién thi

Ribbon cac Themes. Design Themes 1a cidc mau slide c6 dinh dang san véi font

FILE HOME  MYTAB  INSERT  DESIGN = TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEV
Aa Aa Aa ‘ a0
.. - 1] - I - - :I_ EEEn. L
Themes
chi¥, mau sac, hi¢u Gng,...
- Chon Theme tuy thich dé ap dung cho slide.
HOME = MYTAB  INSERT  DESIGN  TRANSITIONS AN
b. Thay doi Slide Layout [l Layout ~
Clarity

Slide layout dung dé thiét lap cau tric
hién thi ndi dung cho moi slide. Trinh ty e
thyuc hién: Title Slide TiHle ant Content.  Section Header

- Click chon slide mudn thay ddi cdu
trac

- Chon Home trén thanh thuc don

- O muc Slides, chon Layout

- Tu danh sach x4 xuéng, chon ciu

truc slide mong mudn

6.2.2. Thém méi hoac go bo slide
a. Thém slide

Two Content

Titte Only
]
£ i i
" T
Blank Content with Picture with
Caption Caption
—
—
1_Title and
Content

T menu Home trén Ribbon, chon tab Slides, chon New Slide, mét slide véi ciu triic

mic dinh s& duoc thém vao file trinh dién. Néu chiing ta mudn chon cau tric slide khéc,

chon tir drop down list cua New Silde nhu hinh dudi.
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HOME MY TAE INSERT DESIGN TRAMSITIOMS

| Layout~ [ o s <& & ¢+ b Cdc tuy chon khdc khi thém
N ) Reset S
AY . pa. A mOislide
Slida~ Ol ection~ B I U § &b Aa

Clarity - Duplicate Selected Slides:
ERBEAD thém slide c6 ndi dung, cau tric

va dinh dang gidng slide dang

Title Slide Title and Content Section Header Ch(_)l’l.

- Slides from OutLine: thém

slide ¢ noi dung dugc lay tir cac

file dang word (.doc, .docx) hoac

Two Content Comparisan Title Only text (.rtf). Ti€u dé cua slide 1a

nhting ndi dung van ban dugc
‘““"”“"‘ dinh dang v&i Heading 1, cac ndi

dung thuoc Heading 2 s€ tro

Blank Content with Picture with thanh cac ndi dung chinh cua
Caption Caption ’
slide.

- Reuse Slide: thém slide tur

cac slide ¢ nhiing file khac.

— -

1_Title and

c. Xoa slide

Chon slide (hodc nhiéu) can x6a. Click phai, chon Delete Slide, hoac chon biéu

tuong Cut trén tab Home, nhom Clipboard.
d. An slide

Cho phép an slide trong bai trinh chiéu nhung khong xo6a di: click phai trén slide can

che gidu = chon Hide slide

6.2.3. Dinh dang slide
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a. Chon va thay doi Themes

Format Background X E
- Menu Design = group Themes = chon <>
Themes tuy y
- Thay d6i mau nén, font chir cho Themes 4 FILL
bang cach chon tir dropdown list. ® Solid fill
Gradient fill
b. Bmh dqzng I’lél’l Picture or texture fill
Pattern fill

PowerPoint cho phép thay doi nén (background) Pl Bachigantiryd pvag hies

cua slide theo cac tiy chon khac nhau. Nén cia =
Colar A T

slide c6 the 1a mot mau chon tir bang mau, hodc
Transparency | 0%

mot nén dugc phoi nhi€u mau tir bang mau,
hodc nén la mot hinh anh chon tir 6 dia...

Trinh tu thuc hién:

R_click trén slide bat ky = chon Format Background
- Man hinh xuat hién:

- Solid fill: déy la iy chon khong c6 anh huéng nhiéu dén nén cua slide, tap trung

vao diéu chinh d6 trong sudt ctia hinh anh(Transparency).
- Gradient fill: thay d6i mau sic hinh nén tir sang sang t6i va nguoc lai.
- Picture or texture fill: thay d6i nén slide 12 mot hinh anh.
- Pattern fill: chon mau mau san co .
- Hide backround graphic: an hinh nén
c. Thém noi dung Footer

N1 dung Footer 1a ngi dung s€ xuat hién & cudi moai slide, thuong c¢6 ndi dung giong nhau

cho tat ca slide. Nhitng noi dung thuong chén vao ¢ Footer:

- Ngay thang nam(date and time)
- S6 thtr ty slide (Slide number)

- NOoi dung tuy chon (Custom text)
Trinh tu thuc hién:

- Tu tab Insert - Text group = Header & Footer button
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- Trong hop thoai Header & Footer, muc Include on slide, chon tity chon mong mubn
va hiéu chinh néu can thiét.
- Nhian Apply dé thém Footer cho slide hién hanh, hodc nhan Apply to all dé thém

Footer cho tat ca slide.

d. Dinh dang tur Slide Masters

Viéc dinh dang cho timg slide c6 thé 1am mat nhiéu thoi gian dé soan mot bai trinh chiéu.
Slide Master cho phép thuc hién cac cong viéc dinh dang trén toan bg slide, trén cac cAu trac
cua slide va str dung cho tat ca cac slide con ctia bai trinh chiéu. Do d6, chi can thay doi mot
dinh dang cua slide master, dinh dang ctia cac slide con s& thay ddi theo. Slide master khong
chtra ndi dung, chi chtra cac ddi tuong dé dinh dang. Cong viéc dinh dang trén slide master
thuc hién tuong tu nhu dinh dang tirng slide don.
Trinh tu thuc hién:
- Tab View > Slide Master
- Thuyec hién vi¢c dinh dang nhu:
v" chon theme, mau chit, font chir hodc cac anh huéng khac trén van ban.
chon background color, texture, va graphics
xé4c dinh lai vi tri thich hop cho céac 6 giit chd trén slide

v
v
v" chon hiéu (rng (animations) cho cac 6 ndi dung
v
H

P 3 S | & = ? B - O X%
FILE SLIDE MASTER HOME MY TAB INSERT TRANSITIONS ANIMATIONS REVIEW VIEW ADD-INS Sign in
= @) R0 e |Aa L] B3
Insert Slide  Insert . Footers | Themes - Slide Close
Master Layout =+ der - Eitects Sizew | Master View
Edit Master Master Layout Edit Theme Background Size Close A
[

E 'T—_'“" Eﬁ;&ﬁéﬁ. (s ..?ﬁ%%i... A i Focwr A "WM%:ET
E Click to edit Master title style !

« Click to edit Master text styles
- Second level
- Third level
Fourth lewe!
Finh level

SLUDEMASTER [ WIETNAMESE
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- Sau khi thyc hién xong viéc dinh dang, chon Normal dé nhap ndi dung cho tirng

slide.

6.2.4. Soan thio ngi dung Slide
a. Nhép néi dung vao 6 giir ché (place holder)

Mic dinh, khi tao méi slide, cac 6 giit chd trén slide cho phép chiing ta nhap noi dung vao
d6. Chung ta c6 thé thay d6i do rong va do cao cia 6 gitr chd dé phu hop véi ndi dung nhap
vao. bé nhép noi dung slide, chi can click chudt vao cac 6 gitr chd va nhap ndi dung binh

thuong.

Click to add subtitle

C6 thé thém cac dbi tuong van ban khac béng cach chon biéu tuong textbox tir menu Insert

trong tab Text cua thanh Ribbon

b. Dinh dang dir liéu trong o6 giir ché hay textbox

Dé van ban trén slide hién thi theo ¥ nguoi trinh bay, ta thuc hién viéc dinh dang van ban
tuong ty nhu Ms Word, chang han nhur:

- Bullet & Numbering

- Paragraph

- Font & size

- Line spacing

6.3. THAO TAC VOI CAC POI TUQNG PO HQOA, AM THANH

6.3.1. Thém vao d6i twong do hoa
- Chon INSERT-> nhom Illustrations—> chon:

o Shapes: cac hinh v€ co ban
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o SmartArt: biéu dd cdu trac tiy chinh

- Chon INSERT - nhém Images, chon:

o Pictures: chén hinh anh dugc luu trit trong may tinh

o Online Pictures: chén hinh tir mang Internet

o ScreenShots: chén hinh dugc chup tryc tiép tir man hinh

- Chon INSERT - nhém Text, chon:

o Textbox: chén d6i twong dé nhap van ban

o WordArt: cheén chir nghé thuat

6.3.2. Dinh dang cac ddi tuwgng dé hoa

Tét ca cac doi tuong dd hoa nhu textbox, picture, wordart, shape, clipart... déu c6 chung

mét cira s6 Format dé tuy chinh cac dinh dang. Dé mé ctra b nay, thuc hién R-Click trén

dbi twong va chon Format Shape.

Format Shape
SHAPE OPTIONS
; P ]
O O Id
Fill & Line
I FILL

TEXT OPTIONS

I: LINE

Format Shape
SHAPE OPTIONS
’ I-._/'-\.\
H Q1B

Effects
I SHADOW

TEXT OPTIOMNS

I REFLECTION
I GLOW

I- SOFT EDGES
I~ 3-D FORMAT
I- 3-D ROTATION

Format Shape

SHAPE OPTIONS  TEXT OPTIONS

b SIZE Size & Properties

I POSITION
I TEXT BOX
I ALT TEXT

o Nhom Fill & Line: dinh dang mau nén va duong keé

o Nhom Effects: dinh dang cac hi¢u ung dd bong, 3D....

o Nhom Size & Properties: dinh dang kich thudec, vi tri chir va cac thudc tinh khac

trong textbox.
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Céc dinh dang c6 thé tiy chinh gom: Format Shape
FILL: t6 mau cho ddi twong SHAPE OPTIONS  TEXT OPTIONS

o No fill: mdc dinh, khong t6 mau. <> _ IE
o Solid fill: diéu chinh d6 trong suodt ctia hinh

anh(Transparency). S
o Gradient fill: thay d6i mau séc tir sang sang tdi 2 ic;izllill

va nguoc lai éradient fill
o Picture or texture fill: thay d6i nén 1a mot hinh Picture or texture fil

Pattern fill

anh _ :
Slide background fill

o Pattern fill: chon mau mau pha tron san c6

I LINE
LINE: ké dudng vién cho ddi tugng
Format Sha pe o No line: khong c6 dudng vién
SHAPEOPTIONS | TEXT OPTIONS © Solid line: c6 duong vién, Khi chon tuy chon nay,
<-> -~ IE nhém céc thudc tinh di kém s& xuit hién & menu con

dé di€u chinh mau sac, dang duong, kiéu duong....

B FILL o Gradient line:tity chinh d6 sang tdi cho dudng
4 LINE A . \ \ , , N .
vién. Khi chon tuy chon nay, nhém cac thudc tinh di
® Mo line \ ~ A, LA o X gs A ! I
; o kem s€ xuat hién & menu con dé diéu chinh cac tinh
Solid line

chat khac.

Gradient line

Format Picture ¥
: y O O Ia
SHADOW: chon d6 bong cho doi tugng

o Presets 4 SHADOW
o Color Presets (]~
o Transparency Color 2
o Size Transparency —i 57% -
o Blur Size —_t 100 % B,
o Angle Blur | 1pt :
o Distance Angle - o -

Distance 1 4 pt o
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REFLECTION: {6 tuong phan hinh anh

4 REFLECTION

Presets ]

Transparency |

Size

Blur

Distance I

GLOW: 36 sang hinh anh

o

o

o

o

SOFT EGES: tinh chinh canh bién cua hinh anh

Presets
Color
Size

TRansparency

4 SOFT EDGES

Presets

Size 1 1 pt

3-D FORMAT:dinh dang hinh 3D

3-D ROTATION

o

o

Presets

X Rotation
Y Rotation

Z Rotation
Perspective
Keep text flat

Distance from ground

G140 Trinh Office 2013 co ban

o Presets
o Transaparency
o Size
o Blur
o Distance
4 GLOW
Presets )=
Colar fy =
Size i 3
Transparency | !
- Presets:
- Size:
4 3-D ROTATION
Presets |:‘ A
¥ Rotation r G|
¥ Rotation o il e
Z Rotation o 2| |6
Distance from ground 0 pt n
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SIZE: thay d6i kich thudc hinh

SIZE o
Height 1315em o
Width 21.04 cm o
Raotation 0 =
©)
Scale Height 55 %
©)
Scale Width 55%
: ©)
¥| Lock aspect ratio
| Relative to original picture size ©
Best =cale for slide show O
©)
Original size o
Height 23.81 cm Width: 381 em
©)
Reset

TEXTBOX: dinh dang cho textbox nhu hudng

chit, canh 1&
o Vertical alignment
o Text direction
o Do not Autofit
o Shrink text on overflow
o Resize shape to fit text
o Left margin
o Top margin
o Bottom margin
o Wrap text in shape

o Columns

POSITION: thay doi vi tri hinh anh
o Horizontal position
o From
o Vertical postion

o From

G140 Trinh Office 2013 co ban

Height

Width

Rotation

Scale Height

Scale Width

Lock aspect ratio

Relative to orgininal picture size
Best scale for slide show
Resolution

Orgininal size

Reset

4 TEXT BOX
Vertical alignment Top
Text direction Harizontal

Do not Autofit
Shrink text on overflow
* Resize shape to fit text

Left margin 0.25 cm
Bight margin 0.25 cm
Top margin 0.13 cm
Eottom margin 0.13 cm
Wrap text in shape
Columns...
4 POSITION
Horizontal position 4,32 cm

Erom | Top Left Corner

Vertical position 1.14 cm

From | Top Left Corner
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ALT TEXT:dong ghi cht thém cho dbi tuong hinh anh

4 ALT TEXT
ke - TEXT OPTIONS: céc tuy chon riéng cho van
Description ban cua doi tugng

6.3.3. Tao mot album hinh dnh
Dé tao mot trinh chiéu v6i noi dung modi slide 1a mot hinh anh c6 san, thwe hién:

- Insert > Photo Album = New Photo Album = hop thoai xuét hién:

Photo Album ? {

Album Content

Insert picture from: Pictures in album: Preview:

Bl E ||EfD|5k 1 Chon FIIE/DISk 9 Chon

Insert text: cac hinh anh can tao

Mew Text Box

Mo preview is available for this
Ficture Options; N selection
mepmensREen e 2 Chon New TextBox néu
ALL pictures blac Py A N ,
PEREEEEY mudn thém vao cac text
J
| Remo L JRe i =

Album Layout

o shide 3.Click Create dé
Rectangle tao Photo Album

Cancel

6.3.4. Thém doan phim (video)/am thanh(audio) vao slide

a. Thém video

- Thuc hién: Insert=>Video, chon mot trong cac kiéu video sau:
o Video from files: st dung céc file video c6 sin dé thém vao slide.
o Video from websites: thém vao lién két dén cac video trén website.
o Clip Art video: thuc chét 1a video duoc bién tap tir cac hinh anh dd hoa

trong powerpoint.
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- Chén mot Video file:

o Chon Insert Movie Clip = hop thoai Insert Video =>chon video muén chén

- Insert.

o Hoac: Insert tab > nhom Media = chon nat 1énh Video = hop thoai

Insert Video=> chon video mudn chén > Insert.

- Cheén video tir website:

o

o

Mé video mubn insert = click Copy embed html.
M6 slide muén chén video, trén Insert tab = chon nhém Media = hién thi
danh sach Video = chon Video from Web site.

Xuét hién hop thoai Insert Video from Web site = chon textbox nhan
Ctrl+V - click Insert.

Insert Video From Web Site ?

To insert a link to a video you've uploaded to a Web site, copy the embed code from that Web site and
paste it into the text box below:

<iframe width="640" height="390" src="/fwww. youtube. com /embed/0r8FECLASTY" frameborder ="0"
allowfullscreen =< fiframe >

Help and examples

Insert Cancel

- Chén video tir clip art:

o Insert tab > Media group = danh sach Video = click Clip Art Video

o Trong cira s6 Clip Art > tim va chon clip mong muén = click chon clip

- Insert.

b. Thém audio

Thuc hién: Insert > Audio, chon mdt trong céac kiéu Audio sau:

o

Audio from File: 1a dang tap tin audio luu trit mot doan dién thuyét hay mot
bai phong van.

Clip Art Audio: cac audio hién thi trong Clip Art. Chung ta co thé tai cac
audio khéc tur Office online.

Record Audio: ghi lai &m thanh trén slide show.
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6.3.5. Lién két va nhung dir liéu

a. Tao lién két dit liéu

Chutng ta c6 thé sir dung cac ddi tugng dd hoa hay van ban dé tao mot lién két dén:

cac tap tin c6 san/ cac dia chi website/dia chi e.mail/céc slide trén cung 1 bai trinh chiéu.
- Tao lién két dén cac tap tin co sin hay trang web:
o Chon vin ban hoic hinh anh can tao lién két

o Tab Insert>nhém Links = click Hyperlink, man hinh xuét hién:

Insert Hyperlink : IEN
Link to: Text to display: Link Saeeilip..,
! =) Look in: MINES v|@ Q=
| Existing File or =
Web Page (8] Lecturel_a.pptx A Bgokmark...
Current | (51) | ecturel_b.ppix
) Th Lecture2.pdf
PlaceinThis | | ™ Lecwred.pdf
Dacument Browsed |TH Lectured.pdf
Pages Lecture5.pdf
)
Create New Rigant
Diocument ﬁ
LJ] Address
| E-mail Address

Cancel

o Chon Existing File or Web Page = Current Folder/ Browsed Pages/ Recent
File.

o Chon thu muc chtra tap tin (1) = chon tap tin (2) = click OK (3)

o Néu mubn lién két mot trang web, nhap dia chi trang tai Address.
- Tao lién két dén dia chi e.mail:

o Chon vin ban hodc hinh 4nh can tao lién két

o Tab Insert>nhém Links = click Hyperlink, man hinh xuét hién:
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Text to display: iLink

|( 2.Nhap dia chi

E-mail address: e.mail can lién két
|maﬂtoruser@dnm.edu.

Subject:
|Link to e.maill -

Recently used e-mail addresseN

[—;Nhép tiéu de ]
1.Chon E.mail

Address 3.Click OK

- Tao lién két slide trong ciing mét bai trinh chiéu:
o Chon van ban hodc hinh anh can tao lién két

o Tab Insert->nhom Links = click Hyperlink, man hinh xuét hién:

Link to: Text to display: DATABASE SYSTEM || ScreenTip...

Select a place in this document: Slide preview:
Existing Fileor | [ .- Firet Slide — s mr—
e - Last Slide i
Nt i ZChOIl slide [ Reference books ]
@' - Previous Slide lién ket AR
rag‘f“a'! T}:-:S' E: S“I:IE Tides » Frndamenraks of Datahase Spmems -Elmasm
Dﬂm’\“” Wavaths - Tocth Edman
. = Dortahiass Managemant Sysams-Faghu

L’iﬁ N e rarnakrithnan - Szcand Edmion

Document .

1.Chon E.mail
L Address

E-mail Address

| Show and return
i

b. Tao nut lénh(Action)

Néu nhu chirc niang Hyperlink don thuan cho phép nguoi dung lién két cac tap
tin/dia chi web site hay céc slide khac thi nat 1énh cho phép nguoi dung tao lién két
linh hoat hon dya trén thao tac click chudt hay di chuyén chuot qua (mouse click or

mouse Over).
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Thuc hién:
- DPua nhdy chudt vao vi tri can cheén action

- Tab Insert 2 nhém Links = chon Action, man hinh xuét hién

Mouse Click Mouse Owver |
Action on dick
®fiene
() Hyperlink to:
[ Next Slide

() Run program:

| Browse..,

Run macro:

| ]
| Object action:

| ‘]
[TPlay sound:

}[Nn Sound] ' |
[ Highlight dick

o || comel |

- Chon Hyperlink to néu muén tao lién két d&én slide nao d6 hay dén mot file trinh

chiéu khac hay dén mét dia chi URL .... > OK

Mouse Click | Mouse Oyer

Action on dick
(_) None
@l_uyperlink to:
Mext Slide

fLast Slide Viewed

Ol End Show

Custom Shaow...

Slide. ..

URL...

Dther PowerPoint Presentation. ..

\
") Object action:

[ Play sound:
:t[Nn Sound]
[ Hightight diick
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- Chon Run program néu mudén mé mdt chuong trinh c6 san

Mouse Click | Mouse Over

Action on dick
(7 None Nhan browse dé tro dén
(Utyperiink to: | £4Ap tin chwong trinh 0K
|Next Slide

@ Run program:

|D:\DNTU_HoTro_CSDL.exel

Run macro:

Object action:

[Iplay sound:

| Mo Sound]

|| Highlight dick

- Chon Run macro/Object action néu muén thuc thi mot macro hay mdt hanh dong

cho mot d6i tuong nao do.

- Ngoai ra, chiing ta c¢6 thé thém am thanh cho hanh dong twong mg bang cach

chon Play Sound

Maouse Click | Mouse Qva—“i

Action on dick
t:ﬁ Mone
) Hyperlink to:

:Next Slide

@ Run program:

: ] :‘J]NTU_HoTro_CS-EJL.exe

Run macro:

L

DObject action:

Play sound:

[Mo Sound]

14 [No Sound]

[Stop Previous Sound]
Applause

Arrow
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6.4. THAO TAC TREN BANG(TABLE) VA PO THI (CHARTS)
6.4.1. Bang(table)

a. Tao moi table:

Cach 1:

o Taivitri can chén, click Insert Table > trong hdp thoai Insert Table
>nhép s6 dong va sd cot > OK

o Nhap ndi dung hoac copy-paste ndi dung vao table

o Insert tab = Tables group = chon Table
o Tai ludi, click chon cac 6 theo dong va cot mong mubn

o Nhap ndi dung hoac copy-paste ndi dung vao table
b. Nhdp va xoa ngi dung cho table:

Soan thdo ndi dung va xdéa ndi dung binh thuong nhu van ban.

c. Thay doi cdu triic table:
- Thém cot/dong:

o Chon vj tri can thém, R-Click, man hinh xuét hién:

4 Cut
|53 Copy
[, Paste Options:
3| |
A | Font..
= Bullets | »
| $= MNumbering | *
Thém cot bén trai/ bén
Synonyms .
| phai cot dugc chon ]
B nsert * | HE  insert Columns to the Left
= Delete Rows '  Insert Columns to the Right
#' Delete Columns | B Insert Rows Above Thém dong phia trén/ phia
B mergecons (| tnsert Rows Below dudi dong dugce chon
B split Calls... : i
BH selectTable
M Format Shave...

- Xoa cdt/dong:
o Chon dong/cot can x0a, R _Click, chon Delete Rows/Delete Column

- Gop nhiéu 6 thanh 1 6
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o Chon cac 6 can gdp, R-Click, chon Merge Cells.
- Chiamot 6 thanh nhiéu 6
o Chon 6 can thao tac, R _Click, chon Split cell, man hinh xuét hién:

Split Cells ~ ?

Mumber of columns: |2

Ak |4k

Mumber of rows: 1

Ok Cancel

o Nhiap vao sb dong va s6 cot = nhéan OK.
- Thay dbi kich thuéc dong(rows)/cot(columns)/bang (table)
o Céch 1:
= Click chudt tai vi tri dong/cot/bang can thay doi kich thudc
= Kéo chudt dén vi tri mong muén
o Céach 2:

* Dinh dang tir tab Layout:

0 : ; . p . — 5
E X B Insert Below % Eﬂ 18 C|HE E== ulﬂ‘ @ *:l a
Vi D I_ I B gl Spli T Cell Table A
iew elete nsert ) C plit ? TG © E'Elf E[ E[ ];[ ext e aole Arrange
Gridlines - Above 2 Insert Right Cells | =% = Direction = Margins - Size~ M
Table Rows & Columns Merge Cell Size Alignment

= Nhom Cell size: thay doi khoang cach dong/cot.
» Nhom Table size: thay ddi do rong, do cao cua table.
* Nhom Rows&Column: thém/xda dong/ct trong table
= Nhom Alignment: canh chinh vi tri chir

d. Dinh dang table

Chung ta c6 thé dinh dang van ban trong table tuong ty nhu dinh dang van ban thong

thuong. Ngoai ra, ching ta c6 mot sd dinh dang riéng cho table nhu:

- Thiét 1ap hudng chit: chon 6 dir li¢u can thay ddi hudng chir, tab Layout—=> nhom

Alignment - Text Direction, chon huéng chir theo ggi y cia man hinh
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- Canh 18 vin ban trong 6

o Chon ndi dung cac 6> tab Layout = nhoém Arrange = chon Align = chon

vi tri mong mudn.
- Ap dung cac dinh dang (styles) c6 san, t6 mau, ké duong vién va céc hi¢u tng chir

o Chon table can dinh dang - tab Design = nhom Table Styles, chon style
tuy thich

INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-IMNS DESIGN |

Somes S=ooes |t £ Shading ~ A»‘ A -
& 5

——————————————— - orders - -

Donee |EEEER I BEgEE SEoEe sno DOmEE SEDED = Quick "
T | i Effects = Styles - AR

Table Styles Wordart St..

o To6 mau cho bang/dong/cot/6:

= Chon bang/dong/cot/6 can td mau = tab Design = nhom Table
Styles, chon Shading = chon mau tuy y.

= Chiing ta c6 thé chon nén cta bang/dong/cot/d 1a cac ddi tuong khac
nhu Picture, Gradient, Texture... hodc tu phdi mau tiy ¥ (More Fill

Colors).

6.4.2. DO thi(charts)

DPdi véi dd thi trong PowerPoint, chiing ta chon dang dd thi trudc va hiéu chinh, cap
nhat s liéu do thi trong worksheet cta excel roi xem két qua hién thi tuong ung &
ctra s6 slide.

Thuc hién:

- Insert >Chart, man hinh xuét hién:

nsert Chart * I

All Charts

= e 00 (BB BB Hm Jo8 08 4
Il Column

[2% Line Clustered Column

¢ —

=
[ o Cancel
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- Chon dang dd thi va click OK. Cira s6 worksheet xuét hién déng thoi voi dang dd

thi trén man hinh

(= = | Chart in Microsoft PowerPaint x
A | B | c D E F [+
1J |Series 1 lSeries 2 | Series 3
2 ‘Category 1 4.3 2.4 2 il
3 Category 2 | | 2.5 4.4 2
R |Category3 35 18 3
5 |Category 4 45 28 5
6 | ~
<]
|Cal!yI I | I Iﬁa‘lelp'yl Category 4
lSenEt mSeres2  mSeresd

- Nhap s liéu va hiéu chinh nhén dit liéu twong tmg voi Category va Series.
- Chiing ta c6 thé thay doi dang d6 thi bang cach:
o Chon dd thi >Click phai © Change Chart Type = chon dang méi = OK.
- Hiéu chinh s li¢u biéu dién cho d6 thi.
Nhép s6 liéu can biéu dién cho d6 thi ciing v6i cac nhin chu thich sd liéu tuong
tmg. Néu cira so excel dong, chung ta c¢6 thé mo lai dé thém dir liéu bang cach

R _Click trén dd thi, chon Edit Data/Edit Data in Excel 2013.

Y —
= |5&rtes "Seriezs 2 -

Fill  Dutline

Delete
‘t'l Reset to Match Style

Edit Data * |Er EditData
"3 ) 3-DEotation EE';] Edit Data in Excel 2013

g1 Change Series Chart Type...

Add Data Labels k
Add Trendline...

gl# Format Data Series..,
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6.5. THIET LAP HIEU UNG VA HOAT CANH

Hi¢u ung va hoat canh trén slide 1a cac tinh nang nhdm nhan manh céc thong tin cung cap

trén slide va diéu khién dong thong tin can chuyén tai cho ngudi nghe. Muc dich 1a gitip cho

bai trinh dién s6i dong, 16i cudén ngudi nghe. Viée ap dung hiéu g va hoat canh nay c6 thé

trén tung slide riéng 1€ hodc trén slide master. Thyc hi¢n ap dung hi€u tng trén slide master

s& gitp ban tiét kiém thoi gian hon.

PowerPoint cung cdp nhiéu hiéu (mg va c6 4 dang chinh:

Entrance : cac doi tugng ap dung hi€u ung s€ hién trén slide hodc di chuyén tur

ngoai vao slide.

Exit: cac ddi tuong ap dung hiéu (mg s& bién mét khoi slide hodc di chuyén ra
khoi slide.
Emphasis: cac ddi tuong ap dung hiéu ing s€ dugc to dam/d6i mau chir/thay doi

kich thude chit....

Motion Paths: cic d6i tugng ap dung hiéu ting s& di chuyén theo mot dudng di

duogc dinh san.

Cac dbi tuong tham gia ap dung hi€u ung cé thé 1a: text, hinh anh, shape, chart, smart art,

slide...

Trinh ty &p dung hi€u tng cho mdt ddi tuong:

B1: Chon dbi tuong can tao hiéu ung
B2: Chon kiéu hiéu tng (thuéc mot trong bon dang ¢ trén)

B3: Thiét 1ap muc do ap dung hiéu Gmg: ap dung cho timg ddi twong riéng 1¢ hay

cho ca nhom
B4: Thiét lap thoi diém, tdc d6 va sb 1an lap cua hiéu ung.

B5: Diéu chinh trinh tu hién thi ctia cac dbi twong theo dong chay ndi dung.

6.5.1. Chon Kiéu hiéu ing

Chon dbi tuong can tao hiéu ung

Chon tab Animations = nhom Animations = chon hiéu (rng mong muén
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- Hodc chon Add Animation tir nhém Advanced Animation—> chon hi€u rng mong

muon.

l;% :}’i Animation Fane

Add
Animation =

Entrance
w 4
4
Appear Fade
3
[ 2 ¢
Wipe Shape
Zoom Swivel
Emphasis
Pulse Calar Pulse
X k
Desaturate Darken
Complemen...  Line Color
i B
Underline Bold Flash
Exit
Disappear Fade
‘& -

i More Entrance Effects..

¥ More Emphasis Effects

WE More Exit Effadts.

w
Fiy In
w
Wheel
-

Bounce

Teeter

Lighten

¢

Fill Cofor

Bold Reveal

Fly Out

*

Mare Mation Paths..

L)
Float In

ar

Random Bars

Spin

= Reorder Anima

Chon hiéu
trng tuy thich

Grow & Tumn

Grow/Shrink

k

Transparency  Object Color
Brush Colar Font Color
Vave
A
-7
e
Float Cut Split
& A »

Chon thém cac hiéu &ng
khac cho tirng loai néu

Khi chon mot dang hiéu tmg, trén Ribbon s& xut hién Effects Option tuong tng

v6i1 hiéu ung da chon. Tai ddy, ching ta chon céc tuy chinh cho:

o Direction: huéng chuyén dong cua hiéu ung

o Sequence: trinh ty hién thi cac ddi tuong

= As One Object: ca 6 giit chd thuc thi hiéu img % A

1 1an

= All at Once: thyc thi hi¢u rng mot lan

ETa @

AR

4| Effect Add §
:Q_p_ti_ans__" Animation =

Direction

b1 4 In
A% -

Crut

b

Shapes

O Circle
o -

* By paragraph: thuc thi hi¢u ung theo timg dong <> Domond

(xudng hang)

o Tuy thudc vao hiéu iing ma trong Effects Option s€ co

thém dinh dang Shapes dé tuy chon hinh anh xuét

hién cua doi tugng.
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6.5.2. Cac tuy chon nang cao cho hi¢u ing

Dé thiét 1ap thoi gian, toc do va so 1an lap hidu tmg ciia mot ddi tuong, thyc hién nhu sau:

- Tab Format 2 nhoém Animations = click man hinh xuit hién nhu hinh
A Aﬁ Iﬂi =) Animation Pa
1: v ;? Trigger =
eyt x osf.fiﬁt x Anirﬁz?t?on - ¥ Animation Pa
@ Advanced Animation
Fly In :
Effect | Timing | Text Animation |
Settings
Direction: From Bottom |
Smooth start: |Osec e
smooth end: Osec =
Bounce end: |Dsec 0
Enhancements
Sound: [Mo Sound] W | ‘I,
After animation: |Don't Dim W
Animate text: All at once Wl
T_ Cancel

- Thuc hién céc tuy chinh:
o Tab Effect:

* Nhom settings:

Fiy In ?

- Direction: hudng chuyén dong

Effect | Timing | Text Animati ) . N 1A TA 2 A
e : cua doi twong (da thiét 1ap ¢ trén).
Gettings- -
Direction: From Bottom W 'SmOOth start: hléu lmg thu’C hlén
Smooth start; 0.01sec = chﬁm Iuc dau
Smooth end: = - Smooth end: hiéu tng thuc hién
B d: 10,01 sec =i A $ A
k_|:||.|nce en | o cham luc cudi
Enhancements - A, z
- -Bounce end: hi¢u tng rung lac
Sound: Arrow v | , Z.
o cua doi tugng.
After animation: | Don't Dim b |
Animate text: Al at once v
oK . Cance!
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- Sound: chon am thanh xuat hién
cung voi chuyén dong cia hi¢u
ung néu muon.

| Effect Timing | Text Animation

-After animation: chon hanh dong SR _ B
cho d6i tugng sau khi thuc hién Direction: | From Bottom [v]
xong hi€u ung. y . Smooth start: ] |0.01sec &
-Animate text: thiét 1ap pham vi i =
5 ) , ‘n PO : | |0 Bl
anh hudéng ctia hiéu Umg trén vin Smioth end: [=58C =
ban: all at once (ca dong), by - ] 0.01sec |5
word(tirng tur), by letter(tirng ky
tll‘) | #Enhancements - Y
’ Sound: | Arrow v _. <l .
After animation: |Hide on Mext Mouse Click 'v | -
Animate text: | All at onice [w _.
e ber
By word
LS By letter -

o Tab Timing:

Fly In Y S A
- Start: chon su kién dé bat dau mot

| Effect | Timing [ Animation | . hiéu trng. Onclick: cho click chuot,
' With previous: khoi dong dong thoi

Start: 3 On Click [v] e A, . .

s voi higu Ung trudc do, After
Lol B - L previous: khai dong sau mot hiéu
Duration: |0.5seconds (Very Fast) | | {mg nao do.
Repeat: |3 v | Effect | Timing | Text Animation |

[]rewind when done playing

Start: | @ On Click v
_Inggers * | Delay:
) With Previous
Duration:

(5 After Previous

Repeat: | 3 [v]
[ rewind when done playing

-

| Triggers = {

Ok Cancel

- Delay: thiét 1ap thoi gian cho trude khi hiéu Gmg xay ra.

- Duration: thoi gian hién thyc hiéu tng hay téc do (Very Fast/Fast/Medium/Slow/Very
slow).

- Repeat: chon sb lan 1ap lai cho hi¢u ung.

- Rewind when done playing: ddi tuong duoc tra vé noi xudt phat sau khi thuc hién hiéu
ung
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o Tab Text Animation:

= Group text: thiét 1ap cap d6 hiéu tng cho vin ban trong text box hay

o gitt chd.
* Automatically after: 1a thoi gian delay da chon

= Animate Attached shape: thiét 1ap khi vin ban nam trong mot shape.

Truong hop nay shape s€ hién thi trude ré1i méi dén van ban.

* In reserve order: cic hi¢u ing thuc thi theo trinh tu ngugc lai.

Effect | Timing | Text Animation

Group text: | As One Chiect

sOneObiect
All Paragraphs At Once

Animate 3By 1st Level Paragraphs

By 2nd Level Paragraphs

Automat]

InTeyer By 3rd Level Paragraphs
By 4th Level Paragraphs

By 5th Level Paragraphs

o ][

6.5.3. Diéu chinh trinh tw xuit hién cac hiéu ing
Chon tab Animations = nhom Advanced Animation = chon Animation Pane. Hop

thoai xuat hién:

FILE HOME MY TAE IMSERT DESIGMN TRAMSITIOMNS ANIMATIOMS SLIDE SHOW F‘.E‘u"IEW:'
W - : I . - . .
*“. * i 'i'* o4 Animation Pane P Star: DnCIlck : Reorder Animation

: bille Trigger~ O Duration: 0050 .| & Move Farlier
Preview Animation Effect Add S
v Styles= Options= Animation = *¥ Animation Painter & Delay: (o000 Mg/ |ater
Preview Animation ] Advanced Animation i
j [ u.\ulln-'l_ I.-h
1 . ] i i - X
[ Syllabus 'Itlontents ] — Animatior tw
2 D 5 '.'71: T x\'_i — | b Play From | A
= Theory: 45 sections
3= = Lab: 30 sections 'I“PF_:l # Rounded Rect...[»
4 = Mid-term practice: 20% I 25 +r Rounded Rect...[] -
- i Final practice: 30% I
5 » Final exam: 50% b
- Attendance: >=80% y : 1. Chon hiéu ttng muén

thay déi trinh tw

1]
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6.5.4. Thiét 1ap hiéu ving chuyén slide (transitions)
Pay 1a mot thiét 1ap trén toan bo céc slide dé tao hiéu tng chuyén tiép tir slide nay dén slide

khac. Trinh tu thuc hién:

- Chon Transitions = chon dang chuyén tiép (hiéu tmg)

HOME MY TAB IMSERT DESIGN TRAMNSITIONS AMNIMATIONS SLIDE SHOW REVIEW
ﬁ»‘a |TI ‘— = 3 [ A "32, Sound: [[Mo Sound]  +| AdvanceSlide
(o 4 (-5]| €| . T o
; — Y] & | == |- e | O Duration: 0100 2| [] On Mouse Click
FEVIEW Wi ; = ect
PEsh il P |5 Options = =3 Apply To Al 7| After: |00:05.00
Preview Transition to This Slide Timing

- Chon mét dang hiéu tng = Effect Options sang Ién = chon anh hudng tuong ung

(twong tu Effect Option ciia Animation)
- Nhom Timing
o Sound: kém am thanh khi thuc hién hi¢u ung
o Duration: thoi gian thuc thi hiéu tng chuyén tir slide ndy sang slide khac
o On Mouse Click: chuyén sang slide khac khi nhap chudt
o After: nhap khoang thoi gian tu dong chuyén tiép slide.
6.6.LUU TRU VA IN AN MOT BAI TRINH CHIEU

6.6.1. Luwu mdt bai trinh chiéu
a. Luwu lan dau véi dinh dang PowerPoint (.pptx)

File © Save, hop thoai xuét hién

(] Save As|

1. Chon 0 dia/thw

© + 1 | <« Data(D:) » Disk .
muc can luu
Organize = Mew folder .
= >,
(2] Documents: A Name Dste modified Type
o' Music
= Pictures €ms match your search.

B¥ videos N n n )
2. Nhéap tén tap tin
18 Computer
iy Local Disk (C
—a Data (D

?& MNetwork

3. binh dang tdp tin mac dinh ]

N A

File name: | Lect]]

Save astype:  PowerPoint Presentation (*.pptx) 4 Nhé'n Save

Authors: CamHuong Tags: Add atag

“ Hide Folders Tools = Save Cancel
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PowerPaint Presentation {*.pptd

EPowerPoint Macro-Enabled Presentation (*.pptm)

| PowerPoint 97-2003 Presentation (*.ppt)

Organize «

i*] Documents
&) Music

[ Pictures

ﬁ Videos

1% Computer
&y Local Disk (C:
ca Data (Dx)

¢¥ Metwork

File narne:

Sawve as type:

Authors,

“ Hide Folders

PDF (*.pdf)

XP5 Document (*.axps)

|PowerPoint Template (*.potx)

| PowerPoint Macro-Enabled Template (*.potm)
|PowerPoint 97-2003 Template (*.pot)

MNe Office Theme (*thmyx)

| PowerPoint Show (*.ppsx]

PowerPoint Macro-Enabled Show (*.ppsm)
PowerPoint 97-2003 Show (*.pps)
PowerPoint Add-In (*.ppam)

PowerPoint 97-2003 Add-In (*.ppa)
PowerPaint XML Presentation (*.xml)
Windows Media Video (*.wmv)

GIF Graphics Interchange Format (*.gif)
IPEG File Interchange Format (*.jpg)

PMG Portable Network Graphics Format (*.png)
TIFF Tag Image File Format (*.tif)

Device Independent Bitmap (*.bmp)
Windows Metafile [*.wmf)

Enhanced Windows Metafile (*.emf)

| Outline/RTF (*.rtf)

PowerPoint Picture Presentation (*.pptx)
OpenDocument Presentation (*.odp)

G140 Trinh Office 2013 co ban

Lap lai buéc 1 va 2 twong tw
nhuw lru dinh dang .pptx, tai

bwéc nay, click chon dinh
mudn lwu.

PowerPoint Presentation (*.pptx)

CamHuong Tags:

Tools

Save Cancel

Cac dang dinh dang:

Phin mé rong Dinh dang Chu thich

.pptx PowerPoint Presentation Mo bang Powerpoint cua office 2013,
2010 hoac 2007
.pptm PowerPoint Macro-Enables ~ Cho phép lvu ma Macro va VBA
Presentation
.ppt PowerPoint 97-2003 Dinh dang vi phién ban office
97,2000,XP, 2003.
.pdf PDF Luu dang PDF
.Xps XPS Tuong tu PDF nhung day 1a dinh dang
cua Microsoft
.potx Powerpoint Template Tap tin dinh dang mau
.potm PowerPoint Macro-Enabled ~ Tép tin dinh dang mau c6 luu thém ma
Template Macro va VBA
.pot PowerPoint 97-2003 Tap tin dinh dang mau PowerPoint 97,
Template 2000, XP, 2003
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.thmx Office Theme Gidng Template va c6 chira cac thiét
1ap dinh dang nhu fonts, mau sic va
hiéu Gng

.ppsx PowerPoint Show Luu slide ¢ ché d6 slide show, phan
phéi cho nguoi ding

.ppsm PowerPoint Macro-Enabled ~ Luu slide & ché d¢ slide show nhung

show c6 thém ma Macro va VBA

.ppam PowerPoint Add-in Tap tin Add-In cta PowerPoint co
chtra cac 1énh tao thém bang VBA

.ppa PowerPoint 97-2003 Add-in ~ Tép tin Add-In ctia PowerPoint c6
chtra cac 1énh tao thém bang VBA va
¢6 thé md & phién ban 97-2003.

.mht, .mhtml Single File Web Page Luu toan b bai trinh dién vao mot file
va md bang trinh duyét web.

.htm, .html Web Page Luu tap tin dang html

6.6.2. Chia sé mot bai trinh chiéu

- File 2> Share, chon dang chia sé bai trinh chiéu

Account

Options

O O O O

Invite people
Email

Present Online
Publish Slides

Share

Lectla

D » MINES

Share

e®

asd Invite People

Email

Present Online

| publish Slides

o = presentation |
Send as
Attachment
Everyone works on the same copy of this
presentation
Everyone sees the latest changes
Keeps the email size small
! Presentation must be saved in a shared
location
il Everyone gets a PDF attachment
T-Hf- Preserves layout, formatting, fonts, and
Send as =
PDF Content can't be easily changed
NJ_H Everyone gets an XPS attachment
i) Preserves layout, formatting, fonts, and
— images
Send as XPS

Content can't be easily changed
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Trong tai liéu nay gioi thiéu dang chia s¢ qua E.mail q
- D¢ chia s¢ mot bai trinh chi€u qua E.mail, ching ta c6 thé chon Email - chon
dang tap tin chia sé nhu XPS, PDF,.. = nhép dia chi va ndi dung can gui.

FILE MESSAGE IMSERT OPTIONS FORMAT TEXT REVIEW
s T T ow [ mem: g =l e® i i > -
D Arial (Body = |11 - A" A7 T v iz fe 33-= 5\@ _L Attach File |™ Fallow Up
B e - W% Attach tem= ! High Importance
Paste ., B I U 3. A - = = | &= 3= | Address Check Zoom
. ~ = B T Book: Names [# Signature & Low Importance
Clipboard = Easic Text T Mames Include Tags N Zoom A
To.. | |2bc@dniu.edu.vn
Ce., xyz@dntu.edu.vn
Send
| Subject | Lectla.pptx
attached  |FH| ectia,pdf (377 KB)
Example sharing|
o See more about CamHuong, F

6.6.3. In mot bai trinh chiéu

- File > Print, man hinh xuét hién

Nhép s6 ban can

Copies: |1 = e ———
O
=
Print Chon méy in
TS A SR T
Printer
; Send To OneMote 2013 ChOl’l slide can in:
e - Print All Slides: in tat ca slides
P Properis -Print Current Slides: in slide hi¢n hanh
Settings -Custom range: nhap s thu tu slide can
—=  Print All Slides
= in. Vidu: 1,3,6 hoac 7-12
& pim entire presentation
Siides: |
f— : -Chon Layout can in: Note pages,
l:l Full Page Slides
Account [ Print 1 slide per page | Outllnes Full pages
Obtions By Collted . - Chon Handout: s0 slide trén 1 trang
l,_E,_B __l,__Z_,_B l,_Z,_B
. Color -
Edit Header & Footer

6.6.4. Bio miat mot bai trinh chiéu

Nhiéu khi ching ta can bao vé ndi dung trinh chiéu dé tranh bi danh cip, chung ta thuc hién
bang cach thiét 1ap mat ma cho bai trinh chiéu. Thuc hién nhu sau:

- 1. File >Save as, xuat hién hop thoai Save As

- 2. Click Tools=> chon General Options=> man hinh xuét hién
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General Options ?

File encryption settings for this document
Password to open: |
File sharing settings for this document
Password to modify:
Privacy options
|:| Bemove automatically created personal information from this file on save

Macro security

Adjust the security level for opening files that might
contain macro viruses, and specify the names of trusted

macro developers,
oK Cancel

Macro Security...

3. Nhap password tai 6 Password to open—>click OK—> hop thoai Confirm
Password xuat hién=> nhép lai Password x4ac nhan>OK

Trudng hop chia sé bai trinh chiéu chiing ta chi muén ngudi dung chi doc, mudn
hi€u chinh phai c6 password thi ta nhap mat ma tai Password to modify—>OK.

Mubdn g0 bd mat ma, ta thuc hién lai budc 1,2 va tai budc 3 ta x6a mat ma - OK.
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CHUONG 7. TONG QUAN VE MICROSOFT OFFICE 365

Hau hét trong cac cong ty, doanh nghiép, t6 chirc gido duc hay ca nhan luén c6 nhu
cau luu trit, soan thao vin ban — trinh chiéu, gidi thiéu san phém,béi giang,.. .dén nguoi khac
— Tinh toan va xtr 1y nhitng con sd, thong ké....Mot trong cac cong cu phd bién nhat hién nay
dé thuc hién nhitng cong viéc trén do la bd Microsoft Office (bao gé)m Microsoft Word,
Microsoft Excel, Microsoft Powerpoint, Microsoft Access,...). Trong gido trinh nay s€ dap

dén viéc st dung Microsoft Word, Microsoft Excel, Microsoft Powerpoint.

7.1. Giéi thiéu Microsoft Office 365

Microsoft Office 12 mot bd phan mém vin phong danh cho may tinh ca nhan,
may chu va 1a cac dich vu chay trén hé diéu hanh Microsoft Windows va Mac OS X.
Office duoc gidi thidu 1an dau vao ngdy 1 thang 8 nim 1989, duoc tiép thi nhu tén cia
mot gbi cac tng dung, phién ban dau tién bao gdm Microsoft Word, Microsoft
Excel va Microsoft Powerpoint. Office hién dugc hon mét ty ngudi sir dung trén thé gioi.
Phién ban hién tai 1a Office 365 danh cho Windows 8.1, dugc phat hanh vao ngay 29 thang
1 nam 2013 va Office 365 danh cho Mac OS X, phat hanh vao ngay 29 thang 1 nam 2013.

7.2. Mt s6 tinh niing ndi bat trén Office 365

+ Viét (Danh cho man hinh cam img). St
dung but stylus dé tao ra noi dung, ghi chép va truy
cap cac tinh ning. Tra 1oi email bang thu tay va tu
dong chuyén dinh dang sang ki tw. St dung but

stylus nhu dén laser dé thuyét trinh. T6 mau cho

tung ndi dung va xoa cac 10i mot cach dé dang.
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#+ Nhirng ing dung Windows 8/8.1 méi: OneNote va Lync dai dién cho nhiing tmg
dung Windows 8 dau tién danh cho Office. Nhitng tng dung nay dugc thiét ké dé mang
lai nhiing trai nghiém cam Gng trén tablet. Thanh tily chon menu trén OneNote giup tiép
can cac tinh niang mot cach dé dang chi voi mot ¢t cham ngon tay.

4 Co mit trén Windows RT: Office Home  Oneote: one place for al of your notes

and Student 2013 RT, bao gém nhiing phién ban
Word, Excel, PowerPoint va Onenote méi nhét ¢ i I D -.‘& @%50

s€ co trén cac thiét bi chay trén nén tang 5

Windows 8 ARM, bao gdm ca Microsoft

1. Take notes anywhere on the page
Write your name here

Surface.

#+ Office trén dam may : Office mic dinh luu cac van ban 1én OneDrive, nén cac noi
dung cua ngudi dung ludn san sang trén toan bd may tinh bang, PC va dién thoai. Tuong

tu, cac van ban cua ngudi dung cling c6 san

&& OneDrive

trén cac thiét bi khi khong truc tuyén va
q dugc ddng bo khi két néi lai. Bén canh d6
[ i Microsoft con cung cép cho ngudi dung bo

. . Office Online (Office.live.com) dé ludn sin

sang chinh stra dir liéu ma khong can cai dat.

7.3. Cac phién ban Microsoft Office 365

4+ Office 365 Home Premium — duoc thiét ké danh cho gia dinh va nguoi tiéu
dung. Dich vu nay bao gom 20 GB luu trir thém trén OneDrive va 60 phut goi qubc té
trén Skype.

+ Office 365 Small Business
Premium — dugc thiét ké danh cho
doanh nghiép nho. Dich vy nay bao gém

email cdp do doanh nghiép, lich chia sé,

cong cu website va hdi nghi web HD.

Office 365 ProPlus — duoc thiét ké danh cho cac khach hang doanh nghiép mudn st dung

nhitng tinh ndng doanh nghiép nang cao va sy linh hoat trong viéc trién khai va quan ly trén
dam may.
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BAI TAP

TIN HOC A
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PHAN WINDOWS

BAI TAP WINDOWS 1
(Noi dung: qudn ly desktop)

1. Thay d6i Background ( man hinh nén Desktop ), va thiét 1ap hinh anh cho Lock Screen,
Start Screen, Account Picture.
2. Thiét 1ap cac Icon va Shortcut trén Desktop véi kich thude nho, va sip xép theo ngay
thang.
3. Diéu chinh Screen Saver:
- Chon cac loai Screen saver khac nhau.
- Cho hién dong chix xuét hién 1én man hinh 14 ho tén cua ban.
4. Thao tac trén thanh taskbar (R_Click 1én taskbar = Properties):
- Thiét lap cac biéu tuong (icon) trén thanh taskbar c6 kich thuéc nho (Small icons).
- Thiét lap thanh taskbar ty dong an (Auto-hide the taskbar).
- Lan luot di chuyén thanh taskbar dén cac canh cia man hinh (Top, Right, Left,
Buttom).
- B6 chirc nang hién thi dang nhom ciia cac chuong trinh dudi thanh taskbar.
- Cb dinh, khong cho di chuyén taskbar (Lock the taskbar).
5. Hiéu chinh Jump List cho cac items duogc hién thila 5.
6. Diéu chinh va thay d6i thiét 1ap cho Mouse trén may ctia ban.
7. M ctra sb File Explorer, Control Panel, Document :
- Thay d6i kich thudc cuia s6.
- Phong to, thu nho cua so.
- Di chuyén giira céc ctra so.
- Thu nhé céc cira so, chi hién thij cira s6 hién hanh.
- Dua cira s6 hién hanh sang nira man hinh trai, phai.
8. Sura tén tai khoan hién hanh, dat Password cho tai khoan.

9. Xo6a mot Shortcut bat ky trén Desktop, sau d6 phuc hdi lai Shortcut do.
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BAI TAP WINDOWS 2
(Noi dung: Windows Explorer — Cdc thao tdc trén thu muc)

1. Khoi dong Windows Explorer va tao cau trac thu muc (Folder) nhu hinh bén.

2. Chon cac thu myc (Folder) dé no tro thanh thu muc (Folder) hién 4 Ten ThiSinh

hanh va quan sat ndi dung ctia no. 4 | Excel
. Chon cac hién thi cho thu muc Ten_ThiSinh theo cac dang: BaiTap
a. Xem chi tiét thong tin ctia thu myc et
b. Chon Layout e
., BaiTap
. Thyc hién thao tac sap x€p cac thu muc va quan sat trinh tu gt
cac thu myc trong ctra so. Shortci
. Hién thi check box dé chon cac thu muc. Thi
. Gan thudc tinh an (Hidden) cho thu muc Thi, thudc tinh chi Thi_Windows
doc (Read Only) cho thu muc Excel . Thi_Winword
. Thuc hién 1énh dé hidn thi lai thw muc d& b 4n. i
. Thyc hién lai Iénh dé x6a bo cac thudc tinh da cai dat cho thu myc ::izpad
Thi va Excel. Wordpad
. Doi tén cac thu muc sau: Winword
a. Notepad 2 SoTay . BaiTap
b. Paint > Ve LyThuyet

c. Wordpad - SoanThao

10. Tao thém 1 thu myc Copy cung cip voi thu muc Thi .
11. Chép thu muc Windows, Winword vao Copy.
12.Di chuyén thu muc Shortcut vao thuy muc Windows.

13. X6a thu myc Windows, Winword trong thu muc Ten_ThiSinh.
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BAI TAP WINDOWS 3

(Néi dung: Windows Explorer - Shortcut — Wordpad - chirc nang
tim kiém tap tin)

Cau 1: Hay tao cay thu muc nhu hinh v& trén man hinh desktop nhu hinh bén canh .

CAu 2 : Dung cong cu Search tim cac tap tin : 4 |} Desktop
- Tim 5 tap tin phAn m& rong 1a .txt va co ky tw tha 2 las ¢+« Ten Thisinh
sau do copy vao thu muc Notepad trong cay thu muc. g aodin
. BaiTa
- Tim 4 tap tin c6 ky tu cuoi cung 1a end. Sau d6 copy vao .
LyThuyet
thu muc Paint. . Poweipgit
- Tim 5 tap tin c6 phdn mé rdng 13 .jpg va trong phan tén BaiTap
c6 chua ky tu o, sau d6 copy vao thu muc Shortcut LyThuyet
trong cay thu muc. Thi
- Tim 6 tip tin c6 phan mé rong 1a .dll va dung luong A Winduos
Motepad
<=10KB, sau do6 copy vao thu muc Thi trong cay thu p-:! o
aint
fmuc. Shortcut
Céu 3: M¢é thu muc Shorteut tao cac shortcut cuia cac chuong Wordpad
trinh 4 | Winword
; BaiTap
- Winword lay tén la Soanthao.
| LyThuyet

- Paint lay tén 14 Vehinh.

Ciu 4 : Vao thu muc Wordpad tao tip tin GotiengViet.rtf rdi trinh bay cach gé cac dau
tiéng Viét bang cach g VNI hay Telex .
Cau 5:Trong thu muc Wordpad tao tap tin Thi.rtf xong g6 vao tap tin dé ndi dung nhu
sau:
Chan ta budc dén trudng dong ngudi ndn nao ron ra
Vin minh tri thirc dap don giang tay tiép thu mé cira
Bao la kién thirc cudc doi
Ménh mong hiéu biét con ngudi
Niém tin giuc ta vuon téi
Khao khat vuon 1én...tinh yéu trai tim vay goi

bi lén...di [én... rang rd ngay mai.
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BAI TAP WINDOWS 4

(Néi dung: Windows Explorer - Shortcut — chirc nang
tim kiém tap tin)

. Tao cay thu muc nhu hinh bén vio trong 6 dia tai phong hoc.

4 | HoTen HocVien
. Tim kiém 5 t8p tin c6 ky tw thi 2 12 B hodc P, phin mé rong | , | paml

1a DLL. Sao d6 sao chép chiing vao thu muc Application. Backup
. Trong thu muc Application, tao thém mot Shortcut dé khoi dong 4 | Windows
chuong trinh WORDPAD véi tén 1a SeanThao. Application
Document
. Khoi dong WORDPAD vura tao ¢ cau 3, chup lai cay thu muc da Ptin
tao & cau 1, dan vao WORDPAD va luu vao thu muc Document il

v6i tén CayThuMuc.RTF.

. Trong thu muc Application, tao thém mot Shortcut dé khoi dong chuwong trinh

MSPAINT véi tén 1a ChuongTrinhVe.

. Sao chép toan bd ndi dung co6 trong cac thu muc Application, Document va Pictures

dan vao thu muc Backup.

. Chon chtrc nang Screen Saver ciia may tinh 1a 3D Text, véi dong chit 1a ho tén ciia hoc
vién.

. Chon chirc nang Auto-hide cua thanh Taskbar.

. Sao chép cay thu muc du thi cua minh ra desktop.
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BAI TAP WINDOWS 5
(Noi dung: Wordpad - soan thdo va lwu tdp tin)

1. Tao cu trac thu muc nhu hinh bén .

2. Tim 2 tép tin c6 phﬁn mo rong la txt c6 dung lugng (Size) HOTENHOCVIEN
nho hon 5KB va chép vao thu myc FOLDER . POWERPOINT
) 4 L WINDOWS
3. Dait thudc tinh chi doc cho 2 tap tin trén.
FOLDER
4. Tao shortcut cho chuong trinh Wordpad.exe va SHORTCUT
MsPaint.exe trong thu muc SHORTCUT . WINWORD

5. Khoi dong Wordpad.exe trong thu muc SHORTCUT dé
soan doan van bén dudi, luu tap tin nay vao thu muc WINWORD va dat tén 1a
ThanhCong.rtf

= “C6 rdt nhiéu nguoi khéng bao gio sit dung hét nang lec ciia chinh ban than
ho. C6 thé do ho chua gap dwoc mot moi truong phu hop hodc co thé né da
thue sy can c6i” — John Gardner.

»  Du con tré hay da co tuéi, div méi lop 9 hodac da la tién si. chung ta van nén
tim hiéu va phdt huy nhitng tiém ndng ciia minh dé song tét hon. Trong méi
con nguoi ching ta déu dn chira nhitng pham chdt tot dep c6 thé dwa ta dén
thanh cong thuc su.

6. Mo tap tin ThanhCong.rtf, gb thém tiéu dé “Khéi dau cho thanh cong thue sw” va
luu lai voi tén la ThanhCongThucSu.rtf .

7. Sao chép toan bd cay thu muc trén ra Desktop .
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BAI TAP WINDOWS 6
(Noi dung: Ms Paint)

1. Tao shortcut cho chuong trinh MS Paint trén desktop.
2. Khoi dong chuong trinh MS Paint tir shortcut trén dé thuc hién cac hinh vé& sau, luu véi

tén TAPVE.PNG:

2T M
Cana

L] o

A

VIETTEL

~aal® TOYOTA

o'oo'oo'oo
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3. Vao control panel, thuc hién chirc ning PrintScreen dé sao chép cac hinh sau vao MS
paint, luu thanh tap tin c6 tén HINH.PNG.
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BAI TAP TONG HQP

Céau 1: Khoi dong Windows Explorer va tao nhanh thu muc trong HoTenHocVien_SoMay

6 dia T:\ (1d) 4 Accessories
. Calculator
Cau 2: Do1 tén thu muc Wordpad thanh Soanthao. (1d) o
) MsPaint
Ciu 3: Tim kiém nhing tap tin c6 ky ty th 2 13 b va phan mé rong ssipgisagion]
, Wordpad
.txt, sau do6 chép vao thu muc IndexingOptions. (1d) Sl ey
Céu 4: Thiét 1ap thudc tinh 4n cho thu muc Calculator. (1d) Tndooniy B
Region&ndlanguage
Céau 5: Trong thu muc Soanthao hay tao mdt Shortcut dé chay Winwaord

chuong trinh Wordpad tén 1a Vanban. (1d)
Ciu 6: Dung Wordpad dé soan ndi dung bén dudi, luu vao thu myc Seanthao véi tén
TangTocWin7.rtf. (1d)
Hé diéu hanh Windows 7 dwoc nguwoi siv dung danh gid cao vé toc d, nhung ta ciing
c6 nhiéu thi thudt hiéu chinh dé tang téc do xir Iy cho Windows 7

Huy bo tinh nang Search Indexing

s R

Loai b6 nhitng hiéu vmg khéng can thiét

Tding s6 nhan sie dung cho Windows 7

& 0

Chong phdn manh 6 cimg (Defragment)

e. Tt tinh nang Thumbnail Previews trong Windows Explorer

™

Tat mot s6 chwong trinh chay luc khoi dong may tinh

g. Vamot sb thi thuat khac

Ciu 7: Dung chuong trinh MsPaint dé v& hinh bén dudi, luu

vao thu muc MsPaint véi tén 1a Win7.png. (14)

5
4
3

Ciu 8: Dung Win7.png dé tao hinh nén cho Desktop, thiét lap ¢ gitra man hinh. (1d)
Cau 9: Sao chép cay thu muyc ¢ trén ra man hinh Desktop. (14d)

Cau 10: Cai dat man hinh cho voi ndi dung “Health -Family-Work™ . (14d)
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PE THAM KHAO 1
(Thoi gian 45 phut)

. Tao céu trac thu muc nhu hinh bén trong thu muc géc 6 dia D:\ HoTenSinhVien (1d)

. Dung chtric nang Search tim 3 tap tin c6 ky tu thar 3 1a h,

X =l ) Graph
phan mo rong 1 jpg vao thu muc PhotoShop (1d) B aitoCad
. Sép Xép ndi dung trong thu muc PhotoShop theo thar tu kich () CorelDraw
thude tang dan. (1d) ot ) PhotoShop
= 1) Web
. Trong thu muc Dreamweaver, tao shortcut cho chuong £ Dreamweaver
trinh wordpad.exe véi tén 1a SOANTHAO (1d) ) FrontPage
) PHPMwSQL

. Khoi dong shortcut vira tao & cau 3 dé soan théo van ban c6
ndi dung nhu sau va luu vao thu muc FrontPage voi tén HoaCoMai.rtf (1d)
HOA CO MAI
Cit ving séng ddy cdy ngdn ngo
Khéng gian xao xuyén chuyén sang mia
Tén minh ai goi sau vom la

Léi cii em vé nay di thu ...
Xudn Quynh

. Trong thu muc CorelDraw tao ShortCut khdi dong chuong trinh MSPaint voi tén
CTVE, khoi dong shortcut vira tao ve€ hinh sau va luu vao thu muc CorelDraw véi tén

NgoiSao.bmp ( 1d)

. Sir dung hinh anh vira vé& trong ciu 6 lam nén cho Desktop(1d)

. Tao 1 Screensaver c6 ndi dung 1a ho té€n cua sinh vién chay

ngang trén man hinh, thiét lap thoi gian hién thi 1a 3 phut (1d)

. Dung chirc ning PrintScreen két hop véi Mspaint chup lai ché do Screensaver trén va

luu lai véi tén ManHinhCho.bmp trong thu muc CorelDraw.

10.Khéi dong cua s6 ControlPanel, st dung chure nang Snipping Tool chup lai cac hinh sau

va luu vao thu myc CorelDraw (1d)

¥ . “ :
Eﬂ Desktop Gadgets ,}J Device Manager
2 Folder Options | Fonts
P B
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DE THAM KHAO 2
(Thoi gian 45 phut)
Cau 1. Khoi dong Windows Explorer va tao nhanh thu muc trong 6 dia D:\ (1d)

Céu 2. Tim 4 tap tin c6 cac ky tu dau 1a “img”,phan mo rong |, T e

.jpg sau d6 chép vao thu muc Windows. (1d) 4 . NhapMonTinhoc
. Excel
Cau 3. Tao shortcut chuong trinh tng dung Foxit Reader.exe :
PowerPoint
va mspaint.exe trong thu myc Windows. (1d) 4 |, Windows
Cau 4. Kho1 dong chuong trinh WordPad soan thdo ndi dung xsp:;"td
orara
bén dudi va luu vao thu muc Windows voi tén WinWord
Font.rtf. (1d) 4 & PPLT
CuoiKy
Cai dat va loai bo Font chiv GiuaKy

Ngoai cac font chir da co, ban co thé cai dat thém nhitng font chir khac hoac loai bd
cac font khong st dung.
Cach thuc hién: Start-> Settings—> Control Panel-> Fonts.
e Xoa font: Chon cac font mudn x6a R_Click = Delete

e Thém font chit méi: Copy font can thém vao, trong cira so font

R_Click->Paste.

Ciu 5. Trong thu muc Windows chon céch hién thi Details va sip xép ndi dung theo kich
thudc ting dan. (1d)

CAu 6. Thiét 1ap thudc tinh Hidden cho thu muc PPLT. (1d)

Cau 7. Khoi dong chuong trinh MsPaint va v€ hinh bén

dudi sau do Iuu vao thy muc Windows voi tén 1a
NLNTT.png. (1d)

Cau 8. Chon hinh vira v& & cau 7 1am man hinh nén
Desktop. (1d)

Cau 9. St dung cac cong cu chup hinh chuyp lai cdy thu

muc trong cau 1, sau d6 dan vao WordPad va luu

lai trong thu muc Windows véi tén la Caythumuc.rtf. (1d)
Céu 10. Thiét 1ap man hinh cho véi dong chit Ho Tén Sinh Vién vai thoi gian chd 5 phut.
(1d)
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DE THAM KHAO 3
(Thoi gian 45 phut)

Cau 1: Khoi dong Windows Explorer va tao nhanh thu muc trong 6 dia D:\ (1d)

Cau 2:D6i tén thu muc Search thanh Timkiem(1d)

A \ e - n . , A . A . 4 HoTenHocVien_SoMay
Céau 3:Tim kiém nhiing tap tin c6 phan m¢ rdng .txt va dung

luong khong vuot qué 10kb, chép 3 tap tin tim dugc vao ‘ Exi:lmkup
thu muc Timkiem(1d) Viookup
Cau 4:Thiét lap thudc tinh an cho thu myc Transitions(1d) 4 || Powerpoint
Ciu 5:Trong thu muc Wordpad hay tao mot Shortcut dé chay §Fummabione
chuong trinh Wordpad tén 1 SeanThao(1d) T
, 4 | Windows
Cau 6:Dung Wordpad dé soan ndi dung bén dudi, luu vao thu Paint
muc Wordpad vdi tén doidep.rtf(1d) o
Bai tho dau tién anh viét tang cho em Wordpad
La bai tho anh viét vé ddi dép Winword

Khi néi nhé trong long da diét
Nhitng vt tam thwong ciing viét thanh tho.

Hai chiéc dép kia gdp gé tir bao gic ?

C6 yéu nhau dau ma chdng roi nira buéce

Cung ganh vac nhirng néo duong xuoi nguoc

Lén tham nhung xudng cdt bui ciing nhau....
Céu 7:Dung chuong trinh MsPaint dé v& hinh bén dudi, luu vao thu muc Paint voi tén 1a
hinhanh.png(1d)

Ciu 8:Dung hinhanh.png d tao hinh nén cho Desktop(1d)

Cau 9:Dung Snipping Tool hoic Print Screen dé 1ay mét sé hinh trong Control Panel nhu
hinh bén dudi, luu lai véi tén controlpanel.png trong thu muc Paint (14d):

ﬂ_; Personalization @ Display Date and Time _? Mouse

Cau 10:Thiét 1ap ché d6 man hinh cho véi ndi dung “YES 1! T CAN 117 (1d)
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PHAN WINWORD
BAI TAP WINWORD 1

(Nodii dung: trinh bagy font — paragraph)

Co tinh yéu nao haon tinh yéu cua Cha va Me

Khi dén mua bao hiéu Vu Lan, con lai ngo ngan bdi hdi nghi vé me. “Mie” 1a tiéng
goi ma tu khi 4u tho con bap be, va theo ci cudc doi con, con van goi nhung chéng méy ai
hiéu dugc ¥ nghia thiéng liéng, chidu sau va bén bd cua tiéng goi d6. Phai ching trong trai
tim cta moi chung ta, me g?m giii va quen thudc.... va me chinh la doéi mit sang, 1a bo vai, la
giong no6i 4m 4p, 1a com an, 40 mic, me ciing 13 qué huong, 12 bén bo cho doi con vé sau mdi
kho khin, vip ngi hay 14 khi con thanh dat, vinh danh....

Suot ca cudc doi, tam than gciy cua me chi biét séng, hy sinh cho hanh phuc cua con,
vi con ma me chiu bao vdt va gian nan va cay ddng nghiét ngd. Trong gidng t6 me bdo boc
doi con, me la dnh sang soi dwong, me vé hinh trong méi buwée chan con, dé con khéng bi
lac giita dém dai tam t6i. Nhiéu liic con nhir roi xuéng hé sdu tuyét vong truée nhitng cam
bdy nghiét ngd ciia cudc doi. Me luén la ngueoi cé mdt bén con ddt diu, an iii, ddng vién, chdp
cho con déi canh ciia niém tin va hy vong dé con ¢é nghi lyc vuon lén doi mat va tranh dau
cho sw song vinh hang.

“Long me bao la nhw bién Thdi Binh” — Vang! Bién Thai Binh ménh mong nudc thi tinh

thuong yéu ciia me danh cho con ciing dat dao nhur thé.
Véi tinh yéu thuong, su hy sinh vo bd bén d6 c6 18 chi
nhiing ai [am cha, lam me méi cé thé thau hiéu 1 cach tron ven
ndi dang cay co cuc hay su thong khd doan truong cua me cha.
Co gido Hong Van khi cham con ciing di cong nhan: “Cé con
m&i hiéu 10ng cha me” — Va bao nguoi me khac khi lam me méi
hiéu dugc.

Dong thoi gian cur trdi, con cia cha me ngay cang 16n khon va ching
con ciing dan dan phai xa cha me. Tudi thanh xuan twoi tin hon nhién cia
chung con dugc dip d6i bang nhitng nép nhin trén gd ma gia nua kiét stc,
tiéu tuy ctia cha me. Sy khon 10n cta chung con 13 ndi cay ding, gian nan
vét va cta cha me, vi sg con minh thua chung kém ban ma cha me phai lao

tam kho tri, budn tao ban tan khong ngai gian lao, khong né kho nhoc, thuc
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khuya day sém, mdt nang hai suong .... Vat va ngugc xudi, me cha vat 1on
v6i doi cho con manh 4o, miéng com, cai chit... Dang cong cua cha day
cho con sy nhan nai, kién tri biét vuon 1é€n trong cudc song, doi vai me hao

gay, kho cting dé con dugc com no, mac am, dugc giac say nong.

“Vai me gy nhap nho lam gbi

Lung dua ndi va tim hat thanh 161

“Thuong con cha cyc trim chiéu
Dau dém suong tring chiu nhidu gian trun
Thirc khuya day sém tao tan
Con thanh trai trdng cho cong lung cha”

Tinh yéu thwong cua cha bao gio ciing kin déo, ctng ran va nghiém khéc. Trai tim cha ludn
luén phai se lai, Cha trd nén mot nguoi lanh ling, nghiém khic trong 4nh mat nhin
con, 101 n6i cua cha ctig ran mdi khi cha gido duc cho con. Cha muén con lang nghe
dé hicu, béi:

“C4 khong an mudi ca won

Con cai cha me tram duong con hu”
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BAI TAP WINWORD 2
(Noi dung: Bullets and Numbering, Border and Shading)

1. Dung chtic ning Bullets and Numbering, Border and Shading dé dinh dang doan vin ban

sau:
Cho va Nhan

+ Hay 1am moi thu hét minh dé sau nay nhin lai, ta khong phai hdi han vi da chua lam
hét sirc. Tat ca déu dugc bat dau tir con sd khong. Trude khi biét mot diéu gi do, tat
ca ching ta déu chua biét vé né.

+ Trong mot con ngudi ludn c6 nhitng mat ddi 1ap: ta 1am nhiéu thir thanh thién lam,
ma ciing 1am nhiéu tht khiing khiép va ghé tom 1am. Séng t6t cho minh ciing 13 mot
cach dé giup d& cho x4 hoi.

£ Khi thuong yéu ngudi khac, ban s& trao thém sitc manh cho ho. C6 nhing vét thuong
trong qua khir dugc lanh lai nho vao tinh thuong ciia moi nguoi.

+ C06 nhiing sy im ling rat dang so vi doi khi, im lang 1a sy gian dir tinh vi nhét. Su
gian dir din dén cang thang 1am tang nguy co mac bénh cao huyét ap, tim mach.

+ So hai 1a ddu hiéu cua viéc chua du kién thirc dé hiéu rd ban chét cia van dé. Kinh
nghiém séng c6 dugc tu nhitng lan dbi pho voi hoan canh. Béi thé, hay lan x4 that
nhiéu, rdi ta s& c¢6 kinh nghiém.

2. Dung chirc ning Bullets and Numbering dé trinh bay doan vin ban sau:
I) BO DINH DANG (style)
1) Khdi niém
2) Thao tdc trén Style
II) TAP TIN MAU (TEMPLATE)
1) Khai niém
2) Tao tdp tin mdu méi
a) Tao mot trang van ban madi chira nhitng thong tin chung va dinh dang
b) Luu trang vin ban c6 phin md rong .dot
I1I) PINH DANG FONT CHU
1) Font size
2) Font Color
3) Text effects
a) Outline
b) Shadow

&~ No Shadow
& Quter

%~ Inner
c) Glow
d) Reflection
IV) DINH DANG POAN VAN
1) Bullet and Numbering

2 ) Border and Shading
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BAI TAP WINWORD 3
(Noi dung: Tab két hop voi Bullet and Numbering,

WordArt )

PAI HOC CONG NGHE PONG NAI CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA CONG NGHE THONG TIN Poc Lap - Ty Do - Hanh Phiic

GIAY GIOI THIEU

=D (B mmm
Khoa C6ng nghé thong tin — Pai hoc Cong Nghé Pong Nai gidi thiéu:
FHSInH - vien T s aa g A T s L Sinhingayi:o L nS iR,
Hiaen Gan g o C O & s e b e I ot L et .

Dén thuc AP TS s st SR S Rt L e R e s TRt ST el R,

Thoi gian i NEAY: ....vovvevereeeeenna, dBRagay L, Lyt sl Rt e
Kinh d& nghi qy co quan giup d&

Pong Nai, Ngay .... Thang .....nam 2014

Truwdng khoa
Nguyén Van Hung

®

(\ Hovatén o S NLAP m . WL W L=0-‘L f NN, W DlémTB§
1. L& VN HoA rnrrrrrremeeorrrimee CNTT —oerreemirt CDTH3A coeommemoemmeomon 8.7
2. Tran Hoang Nguyén ------------ Co Khi -------=-- [635]0) () 2 JERE———— 8.5
3. Pham Ngoc Nhung--------------- MayTT ----------- TCMT32D -------mmmmmmmeee e 8.3
4. Hoang Trung Bdo---------------- Co Khi ------------ CDCKOA -------mmmmmmemeee 8.25
S Ve T DY AT 11| e — CNTT ------------- TCTH32C -------mmmmemmem - 8.0
6. Hoang Minh ----------------ee-- Cong Ngh¢ -------- CDOT11 ====--emmmmmmmm e 8.0
7. Tran Minh Ngoc ------n--=nnn-==- TCNH ------------ CDTNI11A ----mmmmmmee - 7.8
8. Tran Nguyén Phuc --------------- CNTT ------mmmm-- 13DTHO1 -----=-===mmmmmmm e 9.0
9. Hoang Kim Ngan ---------------- Ké& Toan---------- 1] 5) § 13 1) [ S—— 8.0
10. L& Nga----------==-==mmmmmmmmmmmem Ngoai Ngit-------- I13DTAO1 -==--===-=mmmmm - 8.5
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BAI TAP WINWORD 4

( Noi dung: WordArt, ClipArt )

Cdu 1:Nhdp va dinh dang bai tho sau:

Tir ngay nao chdng biét

Tham thi giri tam tu

Bién nhu c¢6 gai nho W {

Quanh man thuyen songWoss:

CAu 2: Thiét ké phiéu theo miu:

“-IIIIIIIIIIIIIIIIIIIIIIIIIII...
>

*
*

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII...

Thé giéi @ PHIEU PANG KY SU DUNG CSDL

\
Thuyén nghe I¢&i bién kho'i ‘ ‘
Cdnh hdéi Gu, séng biéc |
Dwa thuyén di muén no'i
Nhimng dém trang hién tir / /
( |
\

(GIAM GIA 5%)
I AR A s a e s S  d ma e e T A e e i
I akchit = rredeinE: e Sl S R e E e s i S PRt B S g R S T
Diehtheai: B n asm Gin Ra it ey T IR DAL e 2 E o e recre s aipCoREm S IR S et 2
APl oy TG ot Rt L i AR e e R LR LR e b e e I I SR E
Luat Viét Nam: 250.000 dong S6 luong ....... CD
Luat thuong mai Viét Nam & Quéc Té:  300.000 dong S6 lugng ........ CD

*

..IIIllllllllIlllllllllllllllll“

4

*
..lIllllllIIIIIllllllIIIIIlllllllllllllllllllllllIIIllllllllllllllllllll“
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BAI TAP WINWORD 5

( Noi dung: WordArt, Shape, Text Box )

vy Lan

Vu lan vé con cai lén nguc

Bong hdng vang bdo hiéu me chaws
Thang bdy mua ngau hay nud

Clia nhitng dira con nhd vé che

M6t nén huong thom ndng nan lang 18

L

N&i ldng con gui génﬁ’ng niwg
e

DU baonamducdh

thuong

Coéng sinh dudng van 1a‘cong 1én nhat

Téng Poi SC & LPPién Thoai
Doi Dién Thoai Q.Binh Thanh

0006

PHIEU BAO TRi BAO DUONG PUONG DAY THUR BAO ,TRUNG KE
Khdehhaner W ... 0=l s vl

EMAVCIIE @ g i ot JE, X,
S5 dicnthoar™ . i i ety

Hi¢n trang thiét bi dau cudi thué bao:

ODién thoai
OFax

Cac loai thiét bi Khac:................

Cong Hoa Xa Hoi Chu Nghia Viét Nam
boc 1ap — Tu Do — Hanh phuc

00026

OMay tinh
OModem
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BAI TAP WINWORD 6
( Noi dung: WordArt, Shape, Clip Art, Watermark)

, pE BIEI?TTRI
EmEn, A CAY ok DU

®
Cac nha khoa hoe truong DPai hoc Nottingham, Anh, vara phat hién.ra mot chat trong

6t c6 kha nang tiéu diét té bao ung thu. D6 1a chat capsaicifiythudc nhom vanilloids, c¢6 kha

ning diét chét té bao ung thu bang ¢ach truc tiép tin cong vao ty lap
thé (mitochondria), ngudn san Auh sinhinang lugng dé nudi té bao.
Capsaicin, chit cd vi cay, vi'cdc chit khdc thugc nhom

vanilloids von an toan voi swc khée con nguoi. Vi the, cdac

O3S
. P - | ®) . £ aa x
nha khoa hoc khuyén bénh nhdn ung thu nén theo ché do an

uo”'ng c6 thém chat cay dé viéc tri bénh tothon.

an-3D

............
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BAI TAP WINWORD 7
( Néi dung: Soan thio mét sé CV co bdn )

1. Mau So Véu 1y lich

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap — Tu do — Hanh phuc

3x4 SO YEU LY LICH
PHAN I: LICH SU BAN THAN

L. HO VA LEN: oo 2. Nam, Nit:..ooooeeeeeeeeeen,
3. Ngay thang nam sinh: ...............cco.... Noi sinh:..ooiiiiiiii e,
4. Thuong tra s6 nha:.......ocoovvveeeeee QUONG .o
Phuong, Xa:.......coooiiiieeeieiieeeeeee Quan, huyén: .......ccoooveiiiiiiniienn.
S5.DANOC: oo TON GIA0: .evvvieeeeeeiiiiie e
6. Trinh dO VAN NOA: ..o

INZOAT NI eeeieeeeeiiiieee e e e ettt ee e e e ettt e e e ee e et ate e e e e eenntsbeeeeeeennbeaeeaeeens
7. Ngay tham gia t6 chirc (néng hoi, hoi phu nir, cong doan)..............cocoeveeee..,
DO oottt e e et et e e e et eeeaee ettt ——————————aaeetarttr——————————
8. Ngay vao Poan thanh nién cong san H6 Chi Minh:.......... 1: 1 DUUSURUUURRURRRN
9. Ngay vao Pang cong san Viét Nam: .........ccccceeeeenrnnnennn. taleeeeeeeiiieeee e,

10. Qué trinh ban than (tom tit tir lac 12 tudi dén nay, lam gi? & dau?)
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PHAN II: QUAN HE GIA PINH

I1. Hotén cha:....cccoooiiiiiiiiieeeeeee e, Sinh nam: .......ccovvvvennnnn...

Nghé nghiép (chirc vu va cap bac) trudc va sau 30-4-1975

ChO & RIEN NAY: ..o e

12. HO t€N ME: weveeeieiiiiiiieeeeeeeee e Sinh nam: .......covvvevennn...

Nghé nghiép (chirc vu va cap bac) trudc va sau 30-4-1975

ChO & RIEN NAY: ..t

13. Ho t8n VO (hoAc ChONE): ...vevvveeeeeeeeeeeeeeeee e Sinh nam:.............

Nghé nghiép (chirc vu va cap bac) trudc va sau 30-4-1975

ChO & RIEN NAY: ..o e
14. Ho tén cac con: tudi, lam gi? ¢ dau?

15. Ho tén anh, chi, em rudt: tudi, lam gi? & dau?
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Nguwoi lam don

(ky ten)
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2. Mau don xin viéc co ban

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc 1ap — Tu do — Hanh phtc

PON XIN VIEC

Sinh ngay ....... thang ......... nam............ 1) SO UURRRRP
Gidy chtng minh nhan dan S8: ............o.oeeeeeeeeeeeeeeceee e,
Cap ngdy ........ thang ......... nam............ 11 SR URT
HI€N CU DU LA15 .ttt e e e e e e e eveaeeee e e saenes

Trinh G0 VAN NOQ: .....cooooiiiiiee e

Hién nay chua c6 viéc lam, t6i 1am don nay xin Nha nudc tuyén dung va bo tri cong
viéc lam.
Neéu dugc Nha nudc chap nhén toi xin cam doan thyc hién cac cong viéc dugc giao va

thue hién cac chi trvong chinh sach ché d6 noi quy, ky luat cia co quan xi nghiép.

Kinh mong co quan xi nghiép chip nhan.

Kinh don ky tén
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. Mau Resume

PIa Gt oo ettt
DUIEN THOAL: .ttt ettt e e ettt e et
EMail: oo e
+ MUC TIEU NGHE NGHIEP
— Tr6 thanh nhéan vién hanh chanh van phong xuat sic
— DPuoc lam viée trong mdi trudng chuyén nghiép, nhiéu co hoi thing tién
— Tich lity thém nhiéu kinh nghiém xir 1y cong viéc hiéu qua, nhanh chong
+ KY NANG CHUYEN MON
— Nhiéu kinh nghiém xt 1y cac cong viéc van phong nhanh va hiéu qua
— Thanh thao vi tinh vin phong, luu loat cac k¥ nang nghe - néi - doc - viét ngoai ngi
Anh — Nga
— €6 kha nang giao tiép t6t
+ QUA TRINH HQC TAP

» Cir Nhan

Tor 1998 - 2002 :
— Tt nghip: oo, -<Pia Diém> .....cocccoovven... Thoi gian:.............
— TOt NGRIBP: v <Pia diém> ........coco......... Thot gian..............

+ KINH NGHIEM

» 3 nam kinh nghiém:

— Thu Ky Phong Kinh Doanh 3/2003 - Hién Nay .................. <Pia Piém > .......

> Xu ly va sip xép cac gidy to hd so lién quan

» Lén bang bao gia cho ting don dat hang

> Soan thao nhiéu vin ban, hop ddng bang tiéng Anh va Viét

> Quan ly vat dung vin phong va céc theo ddi cac dich vu thiét yéu khac
— Nhan Vién Hanh Chanh Van Phong 12/2002 - 02/2003 ...... <Pia Diém >

> HO trg chuong trinh hau mai khach hang

> Sap xép, 1én lich hop, bd tri phong hop

» Soan thao van ban va xur ly cac cong viéc hanh chanh khac

+ CAC HOAT PONG KHAC
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— Hién dang theo hoc nghi¢p vu Thu Ky Giam Péc tai - <Dia Piém>dé nang cao hiéu
qua xu ly cong viéc
— Tham gia hoat dong tinh nguyén - Chién ST Mua Hé Xanh xut sic nim 2001
+ NGUOI THAM KHAO

L. M. cereicieiecinneeennnnneeesnnneeessnneeessnnenens

Phone: < xxxxxxxxxx> Email: ...cooovivnieiiieeiiaeei.

Phone: < xxxxxxxxxx> Email:....cooovevieiiieeiiaeee.
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PHAN EXCEL
BAI TAP 1

Noi dung: Thwc hanh cac thao tac co ban trén Sheet: Thém, ddi tén sheet, copy &
paste, dién dir liéu tw dong, dinh dang sheet, table. S&r dung dia chi twong doi,
tuyét doi

A B k D E F
2 Tﬁng ban SE S : o E—
1 STT Thing Lane Chi phi bdn Loi nhuin Tile%
2 1 The8-2012 100.000 65.000
3 2 Thg9-2012 85.000 52.000
4 3 Thel0-2012 90.000 53.000
5 4 Thgll-2012 115.000 59.000
6 5 Thel2-2012 107.000 61.000
7 6 Thgl-2013 101.000 62.000
8 7 The2-2013 105.000 58.000
9 8 Thg3-2013 112.000 63.000
10 9 Thg4-2013 - -

Nhap bang tinh trén Sheet1, sau d6 doi tén Sheet thanh GP.

Dung Autofill dé dién dir liéu tw dong cho so thi tw (STT) va Thang.

Dung Format table d€ dinh dang bang trén.

binh dang cot tong ban hang, chi phi ban va loi nhuin don vi tién té 1a $, c6 dau
phan cach hang nghin

5. Nhéip cong thirc cho 6 lgi nhudn (E2) = Téng ban hang - Chi phi ban

6. Sao chép cong thirc sang cac dong con lai.

7. Tao thém sheet khac ké sheet GP. Pat tén la Comm. Nhip dit liéu va dinh dang &
Sheet Comm diing mAu sau (c6t A1, dong 1->10) :

B oW e

A B c D E F G H

1 DU LIEU BAN HANG
2
sa | ([ [ | | |
4

a

8l Tién hoa hdng 1% 10.0%

'dl Tién hoa héng 2 %
8
q Tbng fién hoa héng 1

10  Tong tién hoa hing 2

8. Copy vung dir liéu tir B1 dén C9 ctia sheet GP vao 6 A3 cia Sheet Comm va chon
ché do6 sao chép la Transpose. Khi d6, bang tinh Comm sé c6 dang sau :
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Tién hoa héng 2 %

o =

g Téng tién hoa hong 1

10 | TBng tién hoa héng 2

Tién hoa héng 1% m

7.5%

| A B C D E F G H
1 DU LIEU BAN HANG
2
3 Thang Thg8-2012 Thg9-2012 |Thgl0-2012 |Thgll-2012 |Thgl2-2012|Thgl-2013 |Thg2-2013 |Thg3-2013
4 Téﬂgbfm hang 100.000 85.000 90.000 115.000 107.000 101.000 105000 112.000
5
6

9. Tinh tién hoa hong 1 tai 6 B9,B10 v&i ti 1é hoa hong twong rng & B6, B7. Sau d6

sao chép cong thirc & B9,B10 sang cac 6 con lai ttr C9,C10 - 19,110

10. Tao thém sheet thit 3 c6 tén la Sales. Sao chép dir liéu Thang & Sheet GP sang
sheet Sales dat & vi tri nhw hinh dwéi

A B C

! TONG KET

3 Thing Ti;ing bin hing Tile
4 Thg8-2012

5 |Thg9-2012

6 |Thgl0-2012

7 |Thgl1-2012

8 |Thgl2-2012

9 |Thgl-2013

10 | Thg2-2013

11 | Thg3-2013

11.Chon 6 B4 cua Sheet Sales, tao lién két dir liéu dén 6 C2 cia sheet GP. Sau d6 sao

chép cong thirc cho cac 6 con lai trén cot B ctia sheet Sales.

B4

-

I

=GP!C4

12.Tinh Téng ban hang cho tit ca cic thang tai 6 B12. Tinh ti 1é cho tirng thang =
tong ban hang moi thang/gia tri tai 6 B12.
13.Tré lai Sheet GP, tao lién két dir liéu dé 14y dir liéu tir cot C cta sheet Sales sang
cOt F ctia sheet GP.
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BAI TAP 2
No6i dung chinh: thwc hanh st dung cac dang dia chi va dinh dang dit liéu
A B c | D E F | ¢ | ®H
—L hi thich| o b BT] S6 | Thanh , T!]ue ,
_ 2smr Ten hang oia lirons| tid Thang 1 |Thing 2| Thing 3
ong | tién ($)
3 () 2% 3% 4%
4 1 CPU 100 8 - ?
5 2 RAM 255 10
6 3 HDD 82.5 12
7 4 FDD 5 20
3 5 CD ROM 245 10
9 6 MONITOR 110 22
10 7 MOUSE 5.5 20
11 g KEYBOARD 4 15
12 9 MAINBOARD 90 18
13 10 VGA CARD 30 2
14 11 SOUND CARD| 125 10
15 12 SPEAKER 24 10
16 Tong cong: ? ? ? ?

1. Lap cong thirc d€ dién gia tri cho cot thanh tién.
2. Lap cong thirc tinh thué cho thang 1 tai F4, sau d6 chép céng thirc sang thang 2, 3
3. Tinh tong tién cho cac 6 & dong tong cong

BAI TAP 3
NoOi dung chinh: st dung cac ham IF, ROUND, MIN, MAX, AVG

BANG PIEM THI TIN HQC VAN PHONG
g, GIE ... PIEM | PIEM | PIEM | KET | XEP
STT HO TEN ring | NGAYSINH| & it B |QUA| LoaT
1 |Trin AnhMinh |Nam 04/03/1995 8 5| 2 % ?
2 |Lé& Viét Anh Nam 11/12/1993 5 2
3 |TrénLé Thuy Nit 03/02/1987 4 7,
4 |PhanHoai Thu |Nam 05/04/1988 A 5
5 |Hé Hai Yén Nit 11/12/1985 8 7
6 |Pham Dung Nam 27/04/1989 9 5
7 |Nguyén Canh NamNam 21/12/1980 g 8
8 |Lam Hué Chi Nit 28/05/1987 85 7,
Cao nhit 7
Trung binh o4
Thap nhat z

1. Piém trung binh (PIEM TB) dwoc tinh theo céng thirc: =(Piém LT + Piém TH
*2) / 3.Lam tron 2 sé 1€.

2. K&t qua: néu PIEM TB>=5 thi d4u, ngwoc lai 13 rét

3. Xép loai nhw sau:
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- Néu 0 < DPiém TB < 5 thi Yéu.
- Né&u 5 <= Piém TB < 7 thi Trung binh
- Néu 7 <= Piém TB < 8 thi Kha.
- Néu 8 <= Piém TB < 9 thi Gidi
- Néu9 <= Piém TB <= 10 thi XS
4. Tinh Cao nhéit, Trung binh, Thip nhat

BAI TAP 4
Noi dung: Str dung ham IF va cac ham thao tac trén chudi, dinh dang bang tinh.
Sap sép dir liéu.

Bang tinh 1

DANH SACH NHAN VIEN
MA XUAT- | TEN SAN
NHAP KHAU | PHAM

STT MA NV SO HIEU

XK G001
NED0OO1
NEKDOO2
XEKGO02
NEKT001
NEKT002
XKG0O03
8 NEDO0O03

k2=

E [ o N L Oy N EN WS ]

1. M4a xudt nhap khau: 2 ky tw dau cia MA NV
2. Tén san phdm: néu ky tw thr 3 1a G ghi 1a Gao, 1a D ghi la dwong, 12 T ghi 1a Than
3. S6 hiéu: 3 Ky tw cu6i—> chuyén vé so
4. Locra nhitng nhan vién c6 s6 hiéu la 3.
Bang tinh 2
BANG LUONG GIAO VIEN
R gz CHUC | BAC |LUONG
MA GV ‘A TEN : :
MA GV e VU LUONG | COBAN
GVl Lé Kim Anh 500000
HT05  |HO Trung Ding 500000
GVo2 Thai Van Huy 500000
GVOo1 Tran Thanh Binh 500000
HP0O4 Bach Quéc An 500000
GV03 Lé& Kiéu Nhi 500000
GVOo1 V& Anh Khoa 500000

1. Pinh dang LUONG CO’ BAN c6 d4u phan cach hang nghin, don vila VNP
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2. Chirc vu: dwa vao 2 ky tw dau ctia MA GV: néu 1a HT ghi 1a hiéu trwdng, néu la

HP ghi la hiéu pho, con lai ghi la Gido vién

3. BAC LUONG la 2 ky tu cudi cia MA GV

4. Thém vao cot PHU CAP sau c6t LWUONG CO BAN. Né&u chirc vu 13 hiéu tredng thi

phu cip 200000, néu 1a hiéu phé phu cdp 150000, con gido vién phu cip

100000.

5. Thém vao c6t THY'C LANH = LUO'NG CO’' BAN * HE SO + PHU CAP.

6. Sap xép dit liéu theo Bac lwong ting dan, THU'C LANH gidm dan.

Bang tinh 3
1. Tién thué = s6 ngay*gia

- S6 ngay = ngay di- ngay dén

- Gia dwa vao ky tw trai cia s6 phong va bang gia phong. Dung IF két hop

LEFT va dia chi tuyét doi.

2. Tién gidm: Néu khach bat dau thué phong vao ngay 15 thi dwoc gidm 30% tién

phong ctia ngay do.
3. Tong tra = Tién thué - tién giam.

4. Tinh téng s6 tién thu dworc.

5. C6 bao nhiéu loai phong trong khach san da cho thué

QUAN LY THUE PHONG KHACH SAN
BANG GIA PHONG
LOAI A B C
GIA THUE 1 NGAY | 300% 1003 70$
- 1‘15\ s\ﬁ NGAY NGAY m“:}i mi\ Tf}};}}
KHACH | PHONG DEN Pl THUE | GIAM | TRA
1 Loan A0l 01/01/2013 | 10/01/2013
2 Ngoc BO1 05/01/2013 | 15/01/2013
3 Hiéu A02 18/02/2013 | 25/02/2013
4 Hoa Co2 15/01/2013 | 20/01/2013
5 Thai A02 25/01/2013 | 30/01/2013
6 Trudng B02 10/01/2013 | 30/01/2013
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No6i dung : Binh dang dit liéu, st dung chirc nang Sort, Filter, FreezePane, cic ham

ngay thang, MIN, MAX ,AVG ,SUM , COUNT...

BANG THONG KE MUC GIAM TRU GIA CANH  |Mugc téi thidu 9,000,000
Mi NV | HoTén | Ngavsinh | Giéi Tinh Noi ¢ S6 con Lwong

N EE 11/10/1975|Nam Tp.Hb Chi Minh 1| 11540000
NS02 |2 20/10/1978|N@r Binh Dvong 2| 11,200,000
NSO3 ? 23/12/1980 |Nam Béng Nai 0 11,320,000
NS04 |2 15/10/1982|Nam Tp.Hb Chi Minh 2| 10200000
KT05 |2 12/10/1975|Nix Binh Dvong 3] 13,140,000
KT06 |? 22/01/1981 [N Binh Duong 3] 9630000
KTO7 ? 18/12/1980 | Nix Béng Nai 2 9 960.000
KT08 |2 15/09/1982|Nam Tp.Hb Chi Minh 1| 9590000
IT09 ? 11/11/1975|Nam Long An 3] 9.770.000
IT10 ? 23/01/1983 | Nir Long An 1 10.990.000
IT11 ? 19/12/1981|Nam Tp.Hb Chi Minh 1| 9810000
IT12 ? 29/03/1978|Nir Binh Dvong o| 10810000
IT13 ? 20/04/1970|N@r Tp.Hb Chi Minh 2| 10,600,000
IT14 ? 11/08/1976 | N Viing Tau 2 10,340,000
IT15 ? 28/04/1980|N@ Viing Tau 2| 8.900.000
IT16 ? 10/10/1977 |Nam Tp.Hb Chi Minh 1] 11,150,000
IT17 ? 06/10/1975 [Nam Béng Nai 0 8,770,000
SL18 ? 25/08/1967 | N Béng Nai 2 £§.670.000
SL19 |2 28/06/1975|Nam Binh Dvong 2| 9520000
sL20 |2 03/08/1975|Nam Tp.Hb Chi Minh o] 10500000
SL21 ? 28/06/1976 | N Binh Duong 2 10.430.000
sL22 |2 06/01/1971 |Nam Binh Dvong 1| 11210000

1. Nhap liéu bang tinh trén, dit liéu Ho tén tw thém vao

2. Pinh dang Lwong la VND, c6 diu phan cach hang nghin.

3. Thém vao c6t Phong Ban ké c6t Lwong, dién dit liéu cho c6t Phong Ban dwa vao 2 ky
tw ddu MA NV va mo ta : néu 1a NS ghi 1a Nhan sy, néu 1a KT ghi 1a K& toan, néu1a IT
ghi la Ky thuat, con lai ghi Kinh Doanh.

4. Thém vao cot Tuoi ké cot Ngay sinh, dién dir liéu cho cot Tubi = Year(Today())-
Year(Ngaysinh).

5. Thém vao c6t SO tién chiu thué. Tinh So tién chiu thué = LUONG - 6 dir liéu mirc toi
thiéu.

6. Thém vao cot Mirc gidm trir. Pién dir liéu cho c6t nay nhw sau :nhitng nhan vién
khong c6 con thi mirc gidm trir bang 0. Nhirng nhan vién c6 s6 con tir 1 tré 1én thi mirc

gidm trir = s6 con * 4.000.000
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7. Thém vao co6t Thué phai nop. Néu so6 tién chiu thué > Mic gidm trir thi méi tinh
thué. Thué phai nép = (S6 tién chiu thué - Mirc gidm trir)*10%.

8. Thém vao dong cudi bang tinh, tinh téng cong cho cét LUONG, THUE, trung binh,
16n nhit, nhé nhit cho co6t TUOI, LUONG.

9. Sap xép bang tinh theo Phong ban ting dan, lwong gidm dan.

10. Loc ra nhirng nhan vién c6 nam sinh 1975

11. Loc ra nhitng nhan vién c6 s con bang 3

12. Loc ra nhitng nhan vién & phong nhan sy c6 mirc lwvong 1én hon 10 triéu.

13. Théng ké c6 bao nhiéu nhan vién nit, nhin vién nam

14. Tinh t6ng lwong theo mdi phong ban

15. Th6éng ké mdi phong ban c6 bao nhiéu nhan vién.

16. Thuc hién chirc nang FreezePane c6 dinh cot ho tén dé xem dit liéu cac cot con lai.
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BAI TAP 6

No6i dung: St dung ham IF va cadc ham thao tac trén chudi, két hgp véi cac ham luén ly

(AND, OR, MIN)

KET QUA TUYEN SINH
SO BD HOVATEN |TOAN| LY | HOA | UUTIEN [TONG PIEM| KET QUA
KV1A001 |Lé& Hiru Tuén 4 8 6
KV2A002 |Nguyén Thanh An 0 6 5
KV2B003 |L& Duy Hoa 5 7 6
KV3C004 |Nguyén Hung 7 0 i
KV1B005 |Trin Minh Hing 5 3 5
KV2B007 |Lé Anh Tuén 0 2 3
KV3B008 |Vii Vin Hb 4 2 0

1. Thém vao cot Khu vure du thi ké cot U TIEN. Khu vue du thi dwa vao 3 ky tw
dau cua SO0 BD

2. Dién dit liéu cho cot diém VU TIEN nhw sau: néu thi sinh & KV1 hoic KV2 va
khong c6 diém thi ndo bang 0 thi dwoc cong 0.5. Néu thi sinh & KV3 va khong
c6 diém thi nao bang 0 thi cdng 1. Cac trwdng hop khac khong cong diém.

3. Tong diém = TOAN + LY + HOA + UU TIEN

4. Thém vao cot KHOI THI sau c6t KHU VUC. Pién dit liéu cho KHOI THI dwa
vao ky tu tht 4 ctia SO BD.

5. Pién dit liéu cho cot KET QUA: biét diém chudn khéi A 1a 15, khéi B1a 13 va
khéi Cla 12.
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BAI TAP 7

Noi dung: st dung cac ham thao tac trén chudi, IF, MID, MOD va cac loai dia chi.

BANG TiNH TIEN THUE XE

MA
THUE

NGAY
THUE

NGAY
TRA

LOAI
XE

KHACH
HANG

SO NGAY
THUE

SO TUAN
THUE

PON GIA
THUE

PHAI TRA

Minh-MAX

09/01/2013

26/01/2013

Toan-NAH

01/02/2013

03/03/2013

Thang-TNH

09/04/2013

24/04/2013

Hanh-TNA

19/06/2013

24/06/2013

Phie-MAX

21/05/2013

11/06/2013

Loc-TNH

12/06/2013

15/06/2013

Tong Cong

1. Loai xe: dwa vao 3 Ky tw cuéi cia MA THUE v&i mo ta sau: néu la MAX 1a may

xuc, néu 1a NAH la xe nidng hang, néu la TNH 1a xe tai nhe, con lai 1a xe tai ning.

2. Khach hang: 13 ky tw dau ctia MA THUE néi véi chudi loai xe. Vi du MA THUE 1a
Minh-MAX thi KHACH HANG sé 1a M_May xc.
3. SO ngay thué dwoc tinh tir phan duw ctia téng s6 ngay thué chia cho 7. (
MOD(ngaytra-ngaythue,7))

4. S6 tudn thué dwoc tinh tir phin nguyén cua tong sé
ngay thué/7 (ham INT)

5. PON GIA THUE dwoc tinh tir bang ké bén(lwu y st
dung dia chi tuyét déi dé ghi nhan gia tri tinh

toan).
6. PHAI TRA = DON GIA THUE * (NGAY TRA - NGAY THUE). Lwu y néu khach hang

¢6 SO TUAN THUE >3 thi giam 10% DPON GIA THUE.

Xe tai 300000 VND
Xe nang hang|350000 VIND
May xiic 400000 VND
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PHAN POWERPOINT
BAI TAP 1

Noi dung: bat ddu mot bai trinh chiéu v&i Blank Presentation
1. M& Ms PowerPoint, tao mé&i mot Presentation trong, lwu tén BAITAP1.pptx
2. Vao View—>Master Views—>Slide Master. Thwc hién viéc diéu chinh trén slide
master nhw sau:
2.1. Chenlogo cua trwong Pai Hoc Cong Nghé Pong Nai & goc trai trén cla
slide. (Logo GV sé cung cip cho hoc vién trong gio hoc)
2.2.  Phan Footer trai nhip thong tin: Faculty of Information Technology.
(Xem mau duéi)

) DONG NAI UNIVERSITY OF TECHNOLOGY.

Click to edit Master title style

* Click to edit Master text styles

* Second level
* Third level
* Fourth level
+ Fifth level

 FACULTY OF INFORMATION TECHNOLOGY

2.3.  Thuwec hién viéc tao cac hiéu &rng (Animations) tuy y cho cac d6i twgng bén
trong cda tirng cu truc slide. Vi du hiéu &ng cho layout trén. Thuc hién
twong tw cho cac ciu tric slide con lai. Cé thé chon mau chit, font chit, bullet
& numbering cho céc 6 gitr chd néu mudn.

Animation Pane ~ %
:ﬁ o DONGMUNMOFW')LM b Play From hd
-Click to edit Master title style & L Berat MIEE

29 Text Placehol... [

¥

2 g-:"-CIick to edit Master teﬁ{-gfyies
214 * Second level
+ Third level

+ Fourth level
+ Fifth level

FACULTY OF INFORMATION TECHNOLOGY
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3. Vé ché d6 Normal: View=> Presentation Views—> Normal. Thwc hién Ian lwot cac
cong viéc sau:
3.1. Nhap noi dung sau vao Slide #1

) DONG NAI UNIVERSITY OF TECHNOLOGY |

TRUONG bDAI HOC
CONG NGHE PONG NAI

Khoa Cong Nghé Thong Tin
Bai tip Microsoft PowerPoint

[FACULTY OF INFORMATION TECHNOLOGY
3.2. Home - New Slide, nhap noi dung dwéi vao Slide#2

(1) Title: NOI DUNG
(2) Text:

(a) GIOT THIEU

(b) TAM NHIN VA S MENH

(c) CAC NGANH PAO TAO

(d)LOTKET

Mau:

b DONG NAI UNIVERSITY OF TECHNOLDGY

NOI DUNG

»GIOT THIEU

*TAM NHIN VA SUF MENH
=CAC NGANH PAO TAO
sLOTKET

| FACULTY OF INFORMATION TECHNOLOGY

3.3.  Thém mdi Slide#3
(1) Title: GIOT THIEU
(2) Text:
(a) Tén Tiéng Viét: Trwong Pai Hoc Cong Nghé Pong Nai
(b) Tén Tiéng Anh: Dong Nai University of Technology
(c) Thanh 14p: 16/6/2011 trén co s& treong Cao Dang-Ky Thuat DN
(d)bia chi: Khu phé 5, Phwong Trang Dai, Tp. Bién Hoa, Dong Nai
(3)Image: chen hinh anh cida treong (GV cung cip)
3.4. Thém mai Slide #4
(1) Title: TAM NHIN VA SO* MENH
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(2)Text:
(a) Pao tao chinh quy ding chwong trinh ctia B6 Giao duc dao tao
(b)Pao tao nhén lwc gidi ly thuyét, virng thwc hanh
(c) Pao tao nhan lwc theo nhu cdu xa hoi
(d)Pam bao sinh vién ra trweong tim viéc dung nganh nghé

3.5.  Thém méi Slide #5

(1) Title:CAC NGANH PAO TAO

(2) Text: dung SmartArt biéu dién cic nganh theo mau
(a) Cong nghé thong tin
(b) Cong nghé k§ thuat dién - dién tir
(c) Cong nghé thwc phdm
(d)Ké toan
(e) Tai chinh ngan hang
(f) Quan tri du lich
(¢) DNTU.EDU.VN

(3) Tao hiéu &ng cho cac ddi twong sao cho khi show slide, mbi ddi twong 1a
mot manh ghép tlr ngoai vao noi véi manh ghép trung tam.

]

3.6. Thém mdi Slide #6
(1) Title: CONG NGHE THONG TIN
(2) Text: str dung SmartArt c6 ciu tric giong hinh bén dé

t6 chtrc dir liéu, hinh tron trung tdm chtra tén ﬁ? —
FIT.DNTU ~
(a) Mang may tinh e

(b) Cong nghé phan mém

(c) Hé théng thong tin

3.7. Thém mdéi Slide#7
(1) Title: SO LUONG SINH VIEN - FIT.DNTU
(2)Tao bang c6 dit liéu nhw sau. Pinh dang bang tuy y.
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Hé dao tao Nam 2012 | Nam 2013
Cao Pang 100 150
bai Hoc 0 100
Dai Hoc LT 120 160

3.8. Thém mdai Slide#8
(1) Title: MUPC TANG TRUONG
(2)Tao do thi biéu dién dir liéu cho bang dit liéu & Slide#7
(3)Xem xét lai cac hiéu &ng cho tirng series dit liéu

3.9. Thém mdai Slide#9

(1) Title: LOT KET
(2) Text:

(a) Dt liéu trong bai trinh chiéu nay mang tinh tham khao

(b) Gia nhap Pai Hoc Cong Nghé Dong Nai - dé biét ré hon vé chung toi

(c) Cam on cac ban da theo doi

4. Thuwc hién viéc trinh chiéu slide da tao va quan sat cac hiéu rng, ndi dung, hinh

anh da tao.
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BAI TAP 2

No6i dung: Bat ddu mot bai trinh chiéu véi Template, str dung Action Button d€ di
chuyén slide, thwc thi cac lién két chwong trinh

1.
2.
3.

8.

9

Tao mé&i mot bai trinh chiéu, chon mdt Template ma ban thich
Hiéu chinh template: font chit, mau chit, mau nén, hiéu &ng....
Nhap cac ndi dung sau twong trng & title ctia cac slide:
(1)Slide #1: My group
(2)Slide #2: Partner
(3)Slide #3: Partners in Group
(4)Slide #4: What do you need?
Tai Slide #4, nhap Text I'm here.
(1) Tao mdt Action Button sao cho khi show slide, click vao button thi quay
ve Slide #1.
(2) Tai slide#1, tao lién két dén Slide#3.
(3) Tai Slide#3, tao lién két quay vé Slide#1.
Nhip noi dung text bén dwdi cho Slide#1, ding SmartArt véi ciu tric to chire
- Leader: THANH
o Partnerl: TAI
o Partner2:TIEP
o Partner3: HANH
o Partner4: VINH
Nhap ndi dung cho Slide#4:
(1)Chia sé
(2) Than thién
(3)Hoc hoi
(4)Horp tac

Thwc hién cic ché d6 xem slide, quan sat sw khac biét gitta cac ché d6 xem va
ghi ndi dung khac biét nay vao Slide #5.

Chén thém Slide #6 giong Slide#5. Thém tiéu dé cho Slide #61a Y kién ctia toi
X6a slide#6

10.Luwu Slide thanh file c6 phdn mé rong .ppsx.
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