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Chuong I. HIEU BIET VE CONG NGHE THONG TIN CO BAN

@ mycTIEU

Hoc xong chuong nay, nguoi hoc co kha nang:

- Trinh bay dugc mdt s6 kién thic co ban vé may tinh, phﬁn mém, biéu dién
théng tin trong may tinh;

- Nhan biét duoc céc thiét bi phan cimg, phdn mém hé théng, phan mém ung
dung.

1.1. Kién thire co ban vé may tinh
1.1.1. Thong tin va xir ly thong tin
1.1.1.1. Thong tin

Thuat ngit “thoéng tin” duoc st dung rong rii trén toan cdu trong ky nguyén sb.
Chung ta tiép nhan thong tin khi xem truyén hinh, doc bao hay khi trao ddi véi ngudi
khéc. Vay thong tin 1a gi?

Thong tin 1a sy hiéu bi€t ciia con ngudi vé mot sy vat, sy viéc hoac mot hién
tuong thong qua qua trinh nghién ctru, trao doi, nhan xét, hoc tap, truyén thu va cam
nhan.

Thong tin gitip phat trién su hiéu biét ctia con ngudi, 13 ngudn gbe ctia nhan thirc
va co sé dé con ngudi dua ra quyét dinh cho mot vin dé cu thé. Do d6, k§ ning xac
dinh ngudn gbc, danh gia va str dung thong tin ngay cang can thiét hon do sy bung nd
ctia thong tin. Trong giai doan hién nay, ching ta c6 qua nhiéu théng tin dé chon lua
lam cho viéc nghién ctru tré nén khé khian hon, d6i khi nhiing thong tin dé tim nhét
thuong 1a thiéu chon loc hodc khong dang tin cdy. Do d6, thong tin ngdy cing trd nén
quan trong trong hoc tap, cong viéc va cudc song.

1.1.1.2. Dir ligu

Dir liéu 1a thong tin dudi dang ky hiéu, chit viét, chit s6, hinh anh, 4m thanh hodc
dang twong tu (Theo muc 5, diéu 4, Lugt Giao dich dién tir, ban hanh ngay
29/11/2005).

Khai niém dit liéu ra doi cing véi viée xtir 1y thong tin bang mdy tinh. Do vy, ¢6
thé cho rang dit liéu 13 hinh thirc thé hién ciia thong tin trong muc dich luu trit va xir 1y
nhét dinh.

Dit liéu chi co thé trd thanh thong tin khi dugc dat trong mot nglr canh xac dinh
va duoc xu ly vé mat ngit nghia, nhiing nhéan thuc thu nhan dugc tu nhiéu thong tin
trong mot Iinh vyc va ¢ muc dich cu thé méi trd thanh tri thue.



1.1.1.3. Xir ly thong tin

Xu ly thong tin thanh thong tin khi duge dat trong mot nglr canh xac dinh va
dugc xur Iy vé mat ngit nghia, nhitng nhan thtrc thu nhan dugc tir nhiéu thong tin trong
mot linh vuc va ¢6 muc dich cu thé méi tré thanh tri thuc.

Qua trinh x1r 1y thong tin trén may tinh gdm bdn giai doan nhu sau:

- Giai doan tiép nhdn théng tin: La qué trinh tiép nhan thong tin tir thé gi6i
bén ngoai vao may tinh. Pay 1a qua trinh chuyén dbi cac thong tin & thé gidi
thuc sang dang biéu dién thong tin trong may tinh thong qua cac thiét bi
nhap.

- Giai doan xit Iy théng tin: LA qua trinh chuyén d6i nhimng thong tin ban dau
dé c6 dugc nhitng thong tin phi hop véi muc dich sir dung.

- Giai doan xudt théng tin: LA qué trinh dua cac két qua ra tro lai thé gidi bén
ngoai. Pay 1 qua trinh nguoc lai voi qua trinh tiép nhan thong tin, may tinh
s& chuyén dbi cac thong tin trong may tinh sang dang thong tin & thé gidi
thue thong qua cac thiét bj xuit.

- Giai doan luu trir thong tin: La qua trinh ghi nhd lai cac thong tin da duogc
ghi nhan dé c6 thé dem ra sir dung trong nhimng 1an xir 1y sau do.

TIEP NHAN XU LY XUAT
THONG TIN | THONGTIN "|  THONGTIN
LUU TR THONG TIN

Hinh 1.1. So dé qud trinh xit Iy théng tin
1.1.2. Phan ciéng
1.1.2.1. Pon vi xi& ly trung tam

La dau ndo trung tAm ciia may tinh c¢6 chirc nang tinh toan, xir 1y dir liéu, quan Iy
hodc diéu khién cac hoat dong cua mdy tinh thudng dugc goi 1a CPU (Central
Processing Unit). Hai nha san xuat CPU 16n nhat hién nay la: Intel va AMD. Thanh
phan ciia CPU gom cé:

Khoi diéu khién (CU - Control Unit): La thanh phan cia CPU c6 nhiém vu bién
dich cac 1énh cta chuong trinh va diéu khién cac hoat dong xir 1y.

Céc thanh ghi (Registers): Nam ngay trong CPU, ¢6 nhiém vu ghi ma Iénh trudc
khi xtr 1y va ghi két qua sau khi xir 1y.

Khoi tinh toan ALU (Arithmetic Logic Unit): C chirc niang thuc hién cac 1énh
ctia don vi diéu khién va xur 1y tin hiéu.



. hip ci
Chip cau Bac cung tan nhigt Chip o Mo

Khe cam AGP;

Khe cam PCI (x5)

Khe cam chuédn IDE

Khe cdm DRAM

Jack cam ngudn ATX
20 chan

Pin CMOS

Biém dung
gdn quat tan
nhiét cho

CPU Cong két ndi cac thiét bi ngoai vi:

PS/2 - Ban phim, chudt), Serial,
Parallel, USB, Ethernet, Audio

Hinh 1.3. CPU Intel Core i7, thé h¢é 4

1.1.2.2. Thiét bi nhap

Thiét bi nhap la cac thiét bi duoc st dung dé nhdp dir liéu vao may tinh nhu:
ban phim, chuét, bi lan (trackball), bang cham (touchpad), bat cham (stylus), man hinh
cam Ung, can didu khién (joystick), may ghi hinh truc tiép (webcam), may anh
k¥ thuat sd, microphone, may quét anh (scanner). Trong do:

- Ban phim: La cong cu chinh dé nhap dit liéu hodc nhap 1énh thyc hién mot
tac vu trong mot chuong trinh ing dung. Ngoai ra, trén mot s ban phim con
c6 mot sd thiét ké tién lgi chtra cac nat dé taing cuong trai nghiém vé da
phuong tién trong khi sir dung may tinh. Ban phim két nbi v&i bo mach cha
qua cong PS/2, USB hoidc két ndi khong day.
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Hinh 1.4. Ban phim may tinh
- Chudt may tinh (Mouse): Dung dé diéu khién va 1am viéc véi may tinh, dé
st dung chudt may tinh nhét thiét phai sir dung man hinh may tinh dé quan
sat toa do va thao tac di chuyén ctia chudt trén man hinh. Chudt két ndi véi
bo mach chi qua cdng COM, PS/2, USB hoic két ndi khong day.

Hinh 1.5. Chugt may tinh (Mouse)

- Bang cham (TouchPad): La ban di chuyén chudt dung dé diéu khién con
chuét trén may tinh xach tay voi hai phim trai phai nhu con chuét trén may
tinh dé ban va ndm dué6i ban phim.

R0 00000
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Hinh 1.6. Bdng cham (Touchpad)



- Buit cham (Stylus): La mot thiét bi nhap trong giéng nhu mot cay bit, sir
dung dé chon hodc kich hoat mdt muc trén mot thiét bi ¢6 man hinh cam
ung.

Hinh 1.7. But cham (Stylus)

- Man hinh cam ung: La mot thiét bi duogc st dung trong may tinh hodc céc
thiét bi di dong thong minh. Thiét bi bao gdm: Mot man hinh hién thi thong
thudng nhu LCD hodc LED va mét 16p cam Gng phia trén bé mit dé thay
thé cho chudt may vi tinh.

Hinh 1.8. Man hinh cam 1ng

- Can diéu khién (joystick): La mot thiét bi dau vao dugc sir dung dé diéu
khién tro choi video va cong nghé hd tro trén may tinh. Can diéu khién bao
gém mot chan dé, mot tay don (stick) véi mdt hay nhiéu nat nhan cé thé
dugc di chuyén bat ky hudng nao.



Hinh 1.9. Can diéu khién (joystick)

May ghi hinh tryc tiép (webcam): La loai thiét bi ghi hinh k§ thuat sé dugc
két ndi v6i may vi tinh dé truyén truc tiép hinh anh né ghi duoc l1én mot
website nao d6, hay dén mot may tinh khac nao d6 théng qua mang Internet.
V& co ban, webcam giéng nhu may anh ki thuat sé nhung khac ¢ chd cac
chtrc nang chinh cua né do phan mém cai dit trén may tinh diéu khién va xu
ly. Ngay nay, nhiéu webcam con c6 thé dung dé quay phim, chup anh roi
lwu vao may tinh hoic dung trong cong tac an ninh nhu truyén tai hinh anh
n6 ghi dugc dén trung tdm kiém soét tir xa hay dung nhu thiét bi lién lac
hinh anh gitra con nguoi véi nhau.

Hinh 1.10. Mdy ghi hinh truc tiép (webcam)
Microphone: La mot loai cam bién thuc hién chuyén doi tin hiéu Am thanh
sang tin hiéu dién. Microphone dugc sitr dung & nhiéu linh vuc nhu: dién
thoai, ting am, h¢ théng karaoke, tro thinh, thu bang, luu trir, san xXuét phim,
phat thanh va truyén hinh, thiét bi thu 4m & may tinh, nhan dién giong noi.



Hinh 1.11. Micro
- May quét dnh (Scanners): La mot thiét bi quét quang hoc hinh anh, vin ban
trén gidy, chit viét tay hay vat thé chuyén d6i thanh anh ky thuat sb. May
quét thuong di kém mot thiét bi dau ra 1a mdy tinh.

Hinh 1.12. Mday quét anh (Scanners)
1.1.2.3. Thiét bj xuat
Thiét bi xuét 1a nhiing thiét bi duoc st dung dé trinh bay va xuét dit liéu tir may
tinh. Mot sb thiét bi xuit théng dung nhu: man hinh, man hinh cam tng, may in, loa,
tai nghe. Trong do:

- Man hinh may tinh (Monitor): La thiét bi dién tir gin lién véi may tinh véi
muc dich hién thi va giao tiép gitra ngudi str dung v6i may tinh. Dbi vé6i cac
mAy tinh c4 nhan (PC), man hinh may tinh 1a mot bo phan tach roi. Doi véi
may tinh xach tay (laptop) man hinh 13 mot b phan gin chung khong thé
tach roi, mot s may tinh xach tay sir dung man hinh cam @ng thi c6 thé tach
roi man hinh. Pic biét man hinh c6 thé dung chung ddi véi mot s hé thong
may chu.

Hinh 1.13. Man hinh may tinh (Monitor)



- Mady chiéu (Projector): La mot thiét bi c6 bd phan phat ra anh sang va co
cong suat 16n, di qua mot sé hé thong xir 1y trung gian tir mot s6 ngudn tin
hiéu dau vao dé tao ra hinh anh trén man chin sang c6 thé quan sat duoc
bﬁng mét. May chiéu phuc vu cac muc dich nhu: tao hinh cac dir li¢u luu
trong may tinh dé thuyét trinh, tao hinh cac chuong trinh ctia san pham cho
nhiéu nguoi cing xem, may chiéu thay thé bang phan hay céc tai liéu viét
tay v&i1 bang tuong tac, xem phim tir may video.

Hinh 1.14. Mdy chiéu (Projector)

- May in (Printer): La thiét bi duoc st dung dé thé hién ra cac chit liéu khac
nhau cac nd1 dung dugc soan thao hoac thiét ké sdn. Dé thuc hién viéc in ra
cac ché ban, may in can duoc két ndi véi may tinh hodc qua mang may tinh
hodc thong qua céac kiéu truyén dit liéu khac. May in c6 thé két ndi v6i may
tinh qua cong LPT truyén théng hodc cac cong USB (da sb cic mdy in hién
nay déu co6 kha ning két ndi v6i cong USB ciia may tinh). Ngoai ra, may in
c6 thé duoc két ndi véi mang may tinh thong qua cong RJ45 dé chia sé in
chung trong mot mang LAN (hodc c6 thé 1a mang WAN rong 16n hon), mot
s6 may in hién nay dd hd tro truyén dit liéu thong qua bluetooth hodc wifi,
diéu nay tao thuan lgi cho viéc in an tir cac thiét bi di dong, may anh s6 von
rat pho bién hién nay.

Canua

Hinh 1.15. May in (Printer)

- Loa may tinh: La thiét bi dung dé phat ra 4m thanh phuc vu nhu cau lam
viéc va giai tri clia con nguoi voi may tinh. Loa may tinh thuong duoc két
nbi v6i may tinh thong qua cong xuat audio ciia card &m thanh trén may
tinh.



Hinh 1.16. Loa may tinh

- Tai nghe: La thiét bi gdm mét cac loa phat 4m thanh duoc thiét ké nho gon,
mang tinh di dong thudng dugc dit ap sat hodc bén trong tai. Co nhiéu loai
tai nghe nhu loai c6 day hodc khong day hay tai nghe chi gdm bd phéan loa
hoic tai nghe gdm ca loa va micro.

<ITh

Hinh 1.17. Tai nghe
1.1.2.4. B nhé va thiét bi lwu trix
B6 nhd 14 thiét bi luu trit thong tin trong qua trinh mdy tinh xir 1y cac cong viéc.
B0 nhd bao gém: Bo nho trong va bo nho ngoai.
B6 nhé trong bao gom bd nhé chi doc ROM (Read Only Memory), bd nhd truy
xuat ngau nhién RAM (Random Access Memory).
- ROM: DPuoc sir dung dé luu trit cic chuong trinh hé théng, chuong trinh
diéu khién viéc nhap/xuat. Thong tin duge ghi vao ROM khong thé bi thay
d6i, khong bi mat ngay ca khi khong co dién.



Hinh 1.18. Bj nhé chi doc (ROM)
- RAM: Puoc str dung dé luu trit cac sy kién va chuong trinh trong qua trinh
thao tic va tinh todn. RAM c6 ddc diém 1a noi dung thong tin chira trong nd
s& mit di khi mat dién hoic tit may. Dung lugng bd nhd RAM cho cic may
tinh hién nay théng thudng vao khoang 2 GB dén 16 GB va c6 thé cao hon
nira trong tuong lai.

Hinh 1.19. Bg nhé truy xudt ngdau nhién (RAM)
Bo nhé ngoai 1a thiét bi luu trit thong tin voi dung lugng 16n, thong tin khong bi
mat khi khong c6 dién, dit liéu luu trén bd nhd ngoai van tdn tai cho dén khi nguoi s
dung x6a hodc ghi d¢ 1én. B6 nhd ngoai c6 thé cat giit va di chuyén doc 1ap voi may
tinh. Hién nay c6 cac loai b nhd ngoai phd bién nhu:
- Pia cimg (Hard Disk): Pho bién 1 dia cing c6 dung lugng tir 40GB t¢i 2TB
va ¢6 thé cao hon nita trong tuong lai.

Hinh 1.20. Pia citng (Hard disk)
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- Dia quang (Compact disk): La thiét bi dung dé luu trir cic phdn mém, hinh
anh, am thanh va thuong dugc str dung trong céc truyén thong da phuong
tién (multimedia). C6 hai loai pho bién la: dia CD (dung luong khoang
700MB) va DVD (dung luong khoang 4.7GB).

Hinh 1.21. Pia quang

- Cdc loai bo nhé ngoai khdc: Vi dy nhu thé nhd (Memory Stick, Compact
Flash Card), USB Flash Drive c6 dung lugng ph bién 1a tir 2GB tré 1én.

SanOisk
Ultra
X 80 MB/s

Hinh 1.22. Thé nho Hinh 1.23. USB Flash Drive

1.2. Phin mém

Phan mém la chuong trinh may tinh duoc mé ta bang hé thong ky hiéu, mi hoic
ngdn ngir dé diéu khién thiét bi sd thuc hién chtrc ning nhat dinh. Phan dudi day sé
trinh bay mot s6 loai phan mém pho bién hién nay, gém co:

1.2.1. Phan mém hé théng

La mot tap hop cac phan mém chuyén dung cho phép cac phan mém khéac (nhu
Microsoft Word, Microsoft Excel, Microsoft Powerpoint...) hodc nguoi st dung co
thé dé dang tuong tac va diéu khién cac thiét bi phan cing mdy tinh (C6 thé hiéu phan
mém hé thong nhu mdt ting trung gian gitta ngudi sir dung, phan mém tng dung va
phan ciing may tinh). Phan mém hé théng lai c6 thé chia lam nhiéu loai khac nhau:

- Hg¢ diéu hanh (Operating System): La hé thong phan mém tao ra mot “moi
truong bao quanh” cac thiét bi phan cimg cho phép cic Phan mém ung dung
hozc nguoi sir dung c6 thé dé dang tuong tac, diéu khién cac thiét bj phan
ctmg nay. Nhu vy, hau nhu moi thao tac ctia nguoi sir dung trén cac thiét bi
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phan ctmg déu thong qua Hé diéu hanh. Hay néi cach khac, Hé diéu hanh c6
vai tro nhu mot “tdng” trung gian giita con ngudi v4i cc thiét bi phan ctng
(Quan 1y tai nguyén, cung cap giao dién ngudi ding va chay cac tmg dung).

- Phan mém tién ich (Utilities): La cac phan mém duoc thiét ké hd tro cho
viéc phan tich, c4u hinh, t5i uu hodc bao tri cho mot hé théng may tinh (Cac
chuong trinh quét virus, nén dia, nén tip tin, backup dit li€u, chia 6 dia, ma
hoa va giai ma dir liéu, theo ddi mang, chdng phan manh 6 dia...).

- Phan mém diéu khién (Drivers): La cac phén mém duoc thiét ké dic biét,
chay thuong tra cing véi hé diéu hanh trong b nhd nham lam cau ndi didu
khién giita cac thiét bi phan ctmg cdm thém vao hé théng may tinh va hé
diéu hanh gitp cho cac thiét bi phan cimg ndy c6 thé twong tac dé dang véi
phan con lai cta hé théng may tinh.

- Céic bd chuyén doi ngdn ngir (Language translators): Dung dé chuyén ddi
cac cau 1énh duogc viét bing mot ngdn ngit 1ap trinh nao d6 (C, C++, Java...)
sang ngdn ngir ma may tinh c6 thé hiéu va xir Iy duoc (ngdn ngir may).

1.2.2. Phan mém wng dung

La cic chuong trinh may tinh dugc thiét ké cho nhitng ngudi sit dung dau cudi
(end user) nhim thoa man nhimg nhu cau hodc cong viéc thudng ngay cta ho. Phan
mém tmg dung c6 thé chia thanh ba loai:

Phan mém tmg dung co s& (Basic Applications): La nhitng phin mém thong
dung duoc st dung trong hau hét cac nganh, linh vic khac nhau nhu: cac web browse,
phan mém xt Iy vin ban, phan mém thuyét trinh, phan mém bang tinh, hé théng quan
1y co so dir liu...

Phan mém tUng dung chuyén biét (Specialized Applications): La nhirng phin
mém chuyén dung duoc st dung cho mdt hoac mot s6 linh vuc cu thé (Céc ph'?m mém
xtr Iy d6 hoa, CAD, CAM, ORCAD, MATLAB,...).

Phan mém ung dung trén thiét bi di dong: Nhiing phan mém thiét ké dé co thé
hoat dong trén cac thiét bi Smartphone.

1.2.3. Mt s6 phan mém &ng dung théng dung

Mot s6 phan mém ung dung thong dung hién nay nhu: Phan mém xtr 1y vin ban,
bang tinh, h¢ quan tri co s¢ dir li€u, trinh chiéu, thu dién tr, trinh duyét Web va mot )
phan mém khéc. Trong do:

- Phan mém xir Iy van ban: La mot loai phan mém dugce thiét ké dé soan thao
cac van ban dién tir. C6 rt nhiéu chuong trinh soan thao van ban khac nhau.
Vé cac phan mém thuong mai, phd bién nhit 1a Microsoft Office ciia
Microsoft. Cac chuong trinh soan thdo van ban thudc loai phﬁn mém ngué)n
m¢ thudng gip bao gdm: Writer (trong bd OpenOffice), KWord (trong mdi
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truong KDE) va AbiWord (trong moéi truong GNOME).Ngoai ra, con co
chuong trinh soan thao vin ban tryc tuyén nhu Google Docs.

- Phan mém bdang tinh: La mot phin mém tmg dung dung dé to chuc, phan
tich va luu trit dir liéu thong qua cac bang biéu. Bang tinh dugc phat trién
nhu 12 mo phong bang may tinh cac bang tinh toan trén gidy. Phdn mém ung
dung bang tinh pho bién hién nay 1a Microsoft Excel ctia Microsoft, mot s6
phén mém nguén md& nhu LibreOffice Calc, OpenOffice Calc. Ngoai ra, mot
sd bang tinh dua trén nén Web nhu: Google Sheet, Microsoft Excel Online,
EditGrid.

- H¢ quan tri co so dir lieu (Database Management System - DBMS): La
phﬁn mém hay h¢ théng duoc thiét ké dé quan tri mot co s¢ dir lieu. Cac
chuong trinh nay hd trg kha ning luu trit, sira chita, x6a, va tim kiém thong
tin trong mdt co s dir liéu (CSDL). Cac hé quan tri CSDL phd bién duoc
nhiéu nguoi biét dén nhu: MySQL, Oracle, PostgreSQL, SQL Server, DB2.

- Phan mém trinh chiéu: Puogc st dung dé tao cac bai thuyét trinh dd hoa,
dugc goi 1a slideshow, c6 thé dugc chiéu 16n bang phuong tién nhu may
chiéu hodc hién thi trén Web. Phin mém trinh chiéu ciing duoc str dung dé
tao ra cac tai liéu phan phat cho khan gia, nhiing ghi chii cho ngudi thuyét
trinh va céc tai liéu khac c6 thé duge su dung trong mdt bai thuyét trinh.
Microsoft PowerPoint, Lotus Freelance Graphics va Corel Presentations la
nhimg vi du cua cac chuong trinh phan mém trinh chiéu. M6t s6 phan mém
trinh chiéu ma nguén mé nhu: LibreOffice Impress, OpenOffice Impress.

- Phan mém thu dién tir: La loai phan mém nham hd tro cho ngudi ding viée
chuyén va nhan cac mau théng tin (thuong 13 dang chit). Phan mém thu dién
ttr hd tro soan thao, gui, nhan, doc, in, x0a hay luu gitt cac thu. Phan mém
thu dién tir loai cai dit trén mdy tinh ngudi dung phd bién hién nay la
Microsoft Outlook, phan mém thu dién tir chay trén nén Web nhu Google
Mail (Gmail).

- Trinh duyét Web: La mdt phan mém ng dung cho phép ngudi sir dung xem
va tuong tadc voi cac van ban, hinh anh, doan phim, nhac, trd choi va cac
thong tin khac ¢ trén mdt trang web cua mot dia chi Web trén mang toan
cau hoic mang ndi bo. Mot s6 trinh duyét Web phé bién hién nay nhu:
Google Chrome, Mozilla Firefox, Microsoft Edge, Opera, Coc Cdc.

1.2.4. Phan mém nguén mé

Phan mém nguén mé 14 phan mém véi ma ngudn duoc cong bd va sir dung mot
gidy phép nguon mé. Gidy phép ndy cho phép bat cir ai cling ¢ thé nghién ctru, thay
d6i va cai tién phan mém ciing nhu phan phdi phan mém ¢ dang chua thay doi hoic da
thay doi.
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Khong giong nhu phan mém nguon m¢, phan mém thuong mai 1a phan mém

thudc ban quyén cia tac gia hodc cac hang phan mém, ngudi dung phai mua va khong
co quyén ban lai. Hé diéu hanh Microsoft Windows, Microsoft Office, hé quan tri co

s¢ dir li€u Oracle 1a cac vi du dién hinh vé phan mém thuong mai.

1.3. Biéu dién thong tin trong may tinh

Trude khi tim hi€u vé thong tin trong may tinh dugc biéu dién nhu thé nao,
chung ta can biét vé cac h¢ dém.

H¢ dém la mot tp céc ky hi€u va quy tac sir dung tap ky hi¢u d6 dé biéu dién va
va xac dinh céac gia tri cua cac so.

C6 bdn hé dém duoc st dung phd bién hién nay Ia:

- Hé nhi phdn (hay hé dém co s hai) 1a hé dém don gian nhit voi hai chir s6

la “0” va “1”. Ngudi ta goi mot chit s6 nhi phan la BIT, viét tit cua tir
Binary digiT (chit s6 nhi phan). Toan bd may tinh duoc xdy dung bang céac
linh kién dién tir chi c6 hai trang thai dong va md (nhu cong tic dén dién)
theo quy dinh tuong Gmg vadi hai muc dién ap 0 va 1, twong ing vdi 2 mirc
logic la 0 va 1.

- H¢ bat phan (hay con goi 1a hé dém co sb 8) dung cac 8 ky tu (0, 1, 2, 3, 4,

5, 6, 7) dé biéu dat gia tri sd.

Hé thdp phdn (hay con goi 1a hé dém co sb 10) dung 10 ky tu (0, 1, 2, 3, 4,
5,6,7,8,9) d biéu dat gia tri sb. Cac con sé nay duoc dung voi dau phan
cach thap phan — dé dinh vi phan thip phan sau hang don vi. Ngoai ra, con
duoc dung voi dau “+” hodc “~ dé biéu dat gia tri “duong” hoac “am”.

Hé thép luc phan (hay con goi 13 hé dém co s6 16) dung 16 ky tu (0, 1, 2, 3,
4,5,6,7,8,9, A, B,C,D, E, F) dé biéu dat gia tri $6. Hé théng thap luc
phan hién dung, dugc cong ty IBM gidi thi€u vao nam 1963.

H¢ nhi phan H¢ bat phan H¢ thap phan Hg¢ thap luc phan
0000 0 0 0
0001 1 1 1
0010 5 5 2
0011 3 3 3
0100 4 4 4
0101 5 5 5
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0110 5 5 5
0111 . . .
1000 10 8 8
1001 1 o ]
1010 12 10 A
1011 13 11 B
1100 14 12 C
1101 15 13 D
1110 16 14 E
1111 17 15 F

Badng 1.2. Bang liét ké gid tri twong ing gitka cdc hé dém
1.3.1. Biéu dién théng tin trong may tinh
Biéu dién sé nguyén: S6 nguyén gdm sé nguyén khong diu va sé nguyén co dau.
- 86 nguyén khéng diu:

Gia st ta dung 8 bit dé biéu dién cho mot sd nguyén. Vi du véi sb nguyén khong
ddu 97 ta co thé chuyén vé hé nhi phan bang cach sau:

97 2
-0 H1 2
e 0 [ 12 F 2

-

- 0

~—

~—_0 6 2
R W }T 2
e 1
- 1

Khi d6, viét tap hop céac sé du theo thirc ty nguoc caa cac phép chia lién tiép trén
s& cho két qua 1a: 1100001. Tuy nhién do ta dung 8 bit dé biéu dién cho sé nguyén trén
(s6 trén chi ¢6 7 bit) nén can bo sung thém mat bit 0 vao dang trudc sé d6. Két qua la
s nguy@n 8 bit 01100001 chinh la s6 nhi phan twong @ng cua s6 97 va do ciing 1 cach
biéu dién trong may tinh cua s6 97 (khéng dau). Ta co thé viét: 01100001 = 0x27 +
1x2% + 1x25 + 0x2* + 0x23 + 0x22 + Ox2! + 1x2° = 64 + 32 +1 = 97 (hé co sb 10).

Dai biéu dién caa sé 8 bit 1a tir 0 dén 255 = 28-1 (255 = 11111111). D& dang
nhan ra, néu tang gia tri cua 255 1én 1 thi khi d6 gia tri nhi phan tuong ung la
100000000. Tuy nhién, trong may tinh khi sir dung 8 bit dé biéu dién cho gié tri sd
nguyén, thi khi d6 s6 1 & trén sé& bi day ra ngoai cua gia tri so két qua 1a chi c6 8 s6 0
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duogc gitr lai (va gia tri cua sé 256 trong trudng hop nay 1a 0). Hién tuong nay trong
may tinh goi 1a tran s6 va mot nha khoa hoc may tinh phai hiéu diéu nay trong khi lap
trinh dé tranh nhan nhitng 16i khdng mong muén. Chinh vi 1y do dé véi 8 bit chi c6 thé
biéu dién duoc cac gia tri nguyén khong dau tir 0 dén 255 ma thdi (256 s& bj tran sé va
két qua sai).

- 80 nguyén co dau:

Gia str ta dung 8 bit nhj phan dé biéu dién cho sé nguyén +97 va sb -97. Trudc
tién ta xem dai biéu dién cua 8 bit nhi phan véi sé nguyén c6 dau co biéu dién duoc
hai sb trén hay khong. Vi 8 bit nhi phan c6 thé biéu dién duoc cho céc sb tir -28 dén
+28-1 tuc 12 tir -128 dén + 127. Nhu vay, vé6i 8 bit nhi phan c6 thé biéu dién duoc cho
s6 -97 va +97. S6 +97 van biéu dién gidong nhu truong hop trén tac gia tri nhi phan
trong ng s& 1a: 01100001 vai sb 0 dau tién dugc lay 1am bit ddu (trong truong hop
nay 1a sb duong). Gia tri -97 s& duoc biéu dién bang bl 2 ciia +97. Bé ¢6 s6 bu hai, ta
ldy d4o bit (0 d6i thanh 1, 1 d6i thanh 0) cho s duong tuong Gng rdi cong véi 1: -97 =
10011110 + 1 = 10011111 (L4 biéu didn nhi phan cua -97).

Biéu dién sé thuc: ¢ hai cach biéu dién sb thuc trong mdt hé nhi phan gém: $b
c¢6 ddu chdm ¢ dinh (Fixed-Point Numbers) va s6 c6 dau cham dong (Floating-Point
Numbers). Cach thir nhat duoc dung trong nhitng bd vi xir 1y (microprocessor) hay
nhimmg bd vi diéu khién (microcontroller) cii. Cach tht hai dugc dung hién nay c6 d6
chinh xac cao. Ddi v6i cach biéu dién sb thuc diu chAm dong c6 kha nang hi¢u chinh
theo gié tri cua s6 thuc.

Biéu dién ky tw: 3 c6 thé biéu dién cac ky tu nhu chit cai in va thuong, cac chir
sd, cac ky hiéu trén may tinh va cic phuong tién trao d6i thong tin khac, ngudi ta phai
1ap ra cac by ma voi cac quy udc khac nhau dua vao viéc chon tap hop bao nhiéu bit
dé dién ta ky ty twong tmg.

B mi thong dung nhat hién nay 1a hé chuyén doi thong tin theo ma chuéin cua
My ASCII (American Standard Code for Information Interchange), b ma ASCII dung
nhom 7 bit hodc 8 bit dé biéu dién t6i da 128 hodc 256 ky tu khac nhau va ma hoa ky
tu lién tuc theo co sb 16.

-  Bo ma ASCII 7 bit, ma hoéa 128 ky tu li€n tuc nhu sau:

0 Ky tu rong (NULL)
1-31 31 ky ty diéu khién
32 _ 47 y(iin*ﬂf ’c_e'u.:/déu khoang cach, ! “# $ % &
48 — 57 Ky s6 tir 0 dén 9
58 — 64 Cac dau: ;<=>?7@
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65— 90 Céc chit in hoa tir A dén Z

91 — 96 Cacdau[\]_°
97 — 122 Céc chit thuong tir a dén z
123 — 127 cac dau { |} ~ DEL (x6a)

Bo ma ASCII 8 bit (ASCII mé rong) c6 thém 128 ky tu khic ngoai cac ky
tu néu trén g6m cac chit cai c6 dau, cac hinh v, cac duong ké khung don,
khung d6i va mot sé ky hiéu dic biét.

Ngoai ra, con ¢6 by ma Unicode, day la bd ma da ngdn ngtr, co hd tro cac ky tu
tiéng Viét. Bo ma co ky hiéu 1a UTF-XX, trong dé:

8 bit: UTF-8 (twong ty ma ASCII) c6 kha ning ma hoa 28 = 256 ky tu.
16 bit: UTF-16 c6 kha ning ma hoa 2% = 65536 ky tu.
32 bit: UTF-32 c6 kha ning ma ho4 2% tuong duong 4 ti ky tu.

1.3.2. Pon vi thong tin va dung lwgng bo nhé

Don vi do ludng thong tin nhé nhét phai ké dén Bit. Bit 13 tir viét tit cua Blnary
DigiT, 1a don vi nhé nhat duoc dung dé biéu dién thong tin trong may tinh. BIT duoc
biéu dién dué6i dang s6 nhi phan 0 va 1, mdi sé 1a mot bit.

Ngoai ra, thuat ngit Byte duoc dung dé md ta mot ddy sb cd dinh. Mot Byte c¢6 8
bit duoc biéu thi 256 ky tu khac nhau. Megabyte (MB), Gigabyte (GB), Terabyte
(TB), v.v. 1a nhimg don vi duoc dung trong linh vuc mdy tinh, dugc ding dé mé ta

khong gian luu trir dir li€u va cac bd nhd hé théng khéac. Pinh nghia vé cac don vi
thong tin nhu sau:

BIT: La don vi nho nhét caa bd nhé may tinh, c6 thé luu trir mot trong hai
trang thai thong la c6 hodc khong.

Byte: 1 byte twong duwong véi 8 bit, 1 byte c6 thé thé hién 256 trang thai cta
thong tin va né chi ¢ thé biéu dién mot ky tu, 10 Byte c6 thé tuong duong
v6i mot tir, 100 byte c6 thé twong dwong véi mot cau co do dai trung binh.

Kilobyte: 1 kilobyte twong duong 1024 byte, twong duong voi 1 doan van
ngan, 100 kilobyte twong dwong véi 1 trang A4.

Megabyte: 1 megabyte bang 1024 kilobyte. Khi may tinh méi ra doi, 1
megabyte dugc xem 1a mét luong dit liéu vo cung 16n. Dung luong cta 1 6
climg ngay nay co thé 18n t6i vai Terabyte (TB) hoic tham chi nhiéu hon, 16n
hon rat nhiéu 1an so v&i thoi may tinh méi ra doi.
Gigabyte: 1 gigabyte xap xi 1024 megabyte. Gigabyte 1 mot thuat ngir kha
pho bién dugc st dung hién nay khi dé cap dén khong gian dia hay 6 luu
trir. Mot gigabyte 1a mot lugng dit liéu 16n bang gan gip doi luong dir licu
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ma mot dia CD-ROM c6 thé luu tri, 100 gigabyte c6 thé luu trit ndi dung sb
lugng sach cia ca mot téng thu vién.

Terabyte: 1 terabyte twong dwong 1024 gigabyte. Pon vi nay rat 16n nén
hién nay van chwa phai 1a mot thuat ngit phod thong, 1 terabyte ¢ thé luu trit
khoang 3,6 tri¢u bic anh co6 kich thudc 300 kilobyte hoac video co thoi
luong khoang 300 gio chat lugng tdt.

Petabyte: 1 petabyte bang 1024 terabyte, né c6 thé luu trir khoang 20 triéu
ta dung ho so loai 4 canh chira ddy vin ban hay c6 thé luu trit 500 ti trang
van ban in kich thudc chuan. Vi lugng dir liéu nay s& can phai co khoang
500 triéu dia mém dé luu tri.

Exabyte: 1 exabyte twong duong 1024 petabyte. Nguoi ta so sanh 5 exabyte
chtra dugc mot luong tir twong duong véi tat ca von tir clia toan nhan loai.

Zettabyte: 1 zettabyte bang 1024 extabyte.
Yottabyte: 1 yottabyte bang 1024 1.000 zettabyte.
Brontobyte: 1 brontobyte bing 1024 yottabyte.

Geopbyte: 1 geopbyte bang 1024 brontobyte.

PON VI H'ng ]T)ggNNg TUONG PUONG VOI SO BYTE
Byte b 8 bits 1 byte

Kilobyte KB 1024 bytes | 1 024 bytes

Megabyte MB 1024 KB | 1 048 576 bytes

Gigabyte GB 1024 MB | 1 073 741 824 bytes

Terabyte TB 1024 GB | 1099 511 627 776 bytes

Petabyte PB 1024 TB | 1125 899 906 842 624 bytes

Exabyte EB 1024 PB | 1152 921 504 606 846 976 bytes

Zetabyte ZB 1024 EB | 1180591 620 717 411 303 424 bytes
Yottabyte YB 1024 ZB | 1208 925819 614 629 174 706 176 bytes
Brontobyte BB 1024 YB | 1237 940 039 285 380 274 899 124 224 bytes
Geopbyte GB 1024 BB | 1 267 650 600 228 229 401 496 703 205 376

bytes

Bdng 1.2. Pon vi do luong luu trir trén may tinh
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Thong thudng, byte duoc dung dé biéu thi dung lwong cua thiét bi luu trir dir
liéu. Pon vi ciia bang thong nhé nhét ciing duoc do bang byte. Trong khi d6, bit dugc
dung dé mo ta téc do truyén tai dir lidu cia thiét bi luu trir ciing nhu trong hé thong
mang vién thong.
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ﬂ CAC PIEM CHINH

- Kién thtrc co ban vé may tinh: thong tin va xir Iy thong tin, phin cimg may
tinh.

- Hé thdng phan mém va cach biéu dién thong tin trén may tinh.

@z CAUHOI ONTAP

Cau 1: Cac hoat dgng ciia may tinh gém nhiing viéc gi?
A. Ngat, giai ma lénh, vao/ra
B. Xir Iy s6 liéu, ngat, thuc hién chuongtrinh
C. Thuc hién chuong trinh, ngit, vao/ra
D. Tinh toan két qua, luu trix dit liéu, vao/ra
Cau 2: Céc thanh phan co ban ciia may tinh gém nhing gi?
A. RAM, CPU, § dia cting, Bus lién két
B. Hé théng nha, Bus lién két, ROM, ban phim
C. Hé thdng nhé, bd xt ly, man hinh, chuot
D. Hé théng nhd, bo xt Iy, hé théng vao/ra, Bus lién két
Cau 3: Hé théng nhé ciza may tinh gém nhing gi?
A. Cache, bo nhé ngoai
B. B6 nhd ngoai, ROM
C. B6 nh¢ trong, bo nhé ngoai
D. Bia CD, bd nhd trong
Cau 4: Thanh phdn nao dwéi diy khéong thuéc khéi xi ly trung tam?
A. CU
B. ALU
C. Registers
D. RAM
Cau 5: Thanh phdn nao dudi day thudc khéi xa ly trung tam?
A. RAM
B. ROM
C.CU
D. bia cting
Céu 6: Bg nho dém bén trong CPU dwot goi la gi?
A. ROM
B. DRAM
C. Cache
D. Buffer
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Dap an:

Cau l: C Cau4: D
Cau2:D Caubs: C
Cau 3: C Cau6: C
@= BAITAP

Bai 1: Day bit 01100010 01111001 01110100 01100101 twong tmg 1la ma ASCII cua
day ky tu nao?

Bai 2: DPi cac sd sau sang hé nhi phan va hé co sb 16: 7; 17; 24; 125; 99; 123.75
Bai 3: D6i cac s sau sang hé co sd 10: 5B1616 ; 7A71616; 1111122; 10110122
Bai 4: Doi tir hé hexa sang hé nhi phan: 7E; 5A; 2B; 3C

Bai 5: D6i tir hé nhi phan sang h¢ hexa: 1101110; 10001101; 1110101; 11011
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Chuong II: SUDUNG MAY TiNH CO BAN

@ mycTIEU

Hoc xong chwong nay, nguoi hoc co kha nang:

- Trinh bay so lugc dugc mdt s6 kién thirc co ban vé h¢ dieu hanh Windows,
phan mém tién ich, tiéng Viét trong may tinh, may in;

- Khoi dong, tat dugc may tinh, mdy in theo dung quy trinh. Tao va xda duoc
thu muc, tap tin; str dung dugc mot sb phén mém tién ich thong dung.

2.1.Windows la gi?

Hé diéu hanh (Operating System) la hé théng phan mém tao ra mot “méi truong
bao quanh” cac thiét bi phan cang cho phép cac Phan mém @ng dung hoic ngudi st
dung c6 thé dé dang tuong tac, diéu khién céc thiét bi phan cung nay. Nhu vay, hau
nhu moi thao tac cua ngudi sir dung trén cac thiét bi phan cing déu thong qua Hé diéu
hanh. Hay ndi cach khac, Hé diéu hanh c6 vai trd nhu mot “tang” trung gian giira con
ngudi v6i céac thiét bi phan cang (Qudn ly tai nguyén, cung cdp giao dién nguwroi ding
va chay cac wng dung).

Hé diéu hanh néu theo goc nhin vé thé loai phan ciing st dung s& duoc chia
thanh: Hé diéu hanh cho may tinh 16n (Mainframe), hé diéu hanh cho may chu
(Server), hé diéu hanh cho may tinh c& nhan, hé diéu hanh cho SmartPhone, Hé diéu
hanh cho cac may chuyén biét...

Hé diéu hanh néu theo goc nhin ciia ngudi st dung thi ¢ thé dugc chia thanh:
Hé diéu hanh don nhiém mét nguoi dung (cadc chuong trinh dugc thuc hién tuan tu),
hé diéu hanh da nhiém mot nguoi dung (nhiéu chuong trinh c6 thé duoc thuc hién
dong thoi), hé diéu hanh da nhiém nhiéu nguoi dung (c6 thé quan 1y dugc nhicu nguoi
dung trén cung mdt may).

Hé diéu hanh Windows 13 mot bo chuong trinh do hang Microsoft san xuét. Tir
version 3.0, Microsoft da khong ngimg cai tién lam cho mdi truong Windows ngay
cang dugc hoan thién, tap hop cac chuong trinh diéu khién may tinh thuc hién cac
chure nang chinh nhu:

Diéu khién phan cimg ctia may tinh. Vi dy, nd nhan thong tin nhap tir ban phim
VA giri thong tin xuat ra man hinh hoic may in.

Lam nén cho cac chuong trinh ing dung khac chay. Vi du nhu cic chuong trinh
xur 1y van ban, hinh anh, &m thanh...
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Quan 1y viéc luu trir théng tin trén cac 6 dia.
Cung cap kha nang két ndi va trao d6i thong tin giira cc may tinh.

Windows c6 giao dién do hoa (GUI — Graphical User Interface). N6 dung cac
phan tr dd hoa nhu biéu twong (Icon), trinh don (Menu) va hop thoai (Dialog) chira
cac lénh can thuc hién.

2.1.1. Khéi dgng va thoat khéi Windows
2.1.1.1. Khéi dgng Windows

Windows duoc ty dong khoi dong sau khi bat may. S& co théng bao yéu ciu
nhap vao tai khoan (Username) va mat khau (Password) cta nguoi dung. Thao tac ndy
goi la dang nhép (logging on).

Hinh 2.24. Man hinh dang nhdp Windows 10

C6 thé thiét 1ap nhiéu tai khoan trén ciing mot mdy tinh, mdi ngudi sir dung s& co
mdt tip hop thong tin vé cac lya chon ty thiét 1ap cho minh (nhu ddng vé man hinh,
cac chuong trinh ty dong chay khi khéi dong may, tai nguyén/ chuong trinh dugc phép
st dung, V.v...).

2.1.1.2. Thoat khéi Windows
Khi muén thoat khoi Windows, chling ta phai dong tat ca cac cira s6 dang mo.

Nhép chudt niit biéu twong Windows goc dudi bén trai, hodc nhan t6 hop phim
Alt + F4, hoic Ctrl + Esc va nhap chudt chon muc Power -> Shut down.
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Shut Down Windows

am Windows10

h What do you want the computer to deT

(rSlM down

Ewm:h ucer
|5¢t)'l out
Sle

T ——

|Restart
I oK I Canced Heip

2 Type hete to search

Hinh 2.2. Man hinh Shut down
ChU y: Trudce khi thoat khoi Windows dé tit mdy tinh, nguoi dung nén dong cac
tmg dung dang chay sau d6 thoat khoi Windows. Néu khong lam nhiing thao tac déng
mg dung ma tit may tinh ngay thi c6 thé mot phan dir liéu trong cac tap tin dang mo
bi mat va hé diéu hanh Windows phai chinh sira cac tap tin nay trong lan khoi dong
may tinh tiép theo.

2.1.2. Desktop

Hinh 2.3. Giao dién Desktop

Windows tao giao dién lam viéc nhu mot mat ban. Nguoi dung chi co thé di
chuyén, tao, x0a va thuc hi¢n cac thao tac trong pham vi hién thi cia man hinh nén
Desktop.

2.1.3. Thanh tac vu Taskbar

Taskbar con goi 14 thanh tac vu chira cac biéu twong cta cac chuong trinh dang
chay, hoac cac biéu tugng dugc cai dat mac dinh xuét hién ngay ca khi khong chay
chuong trinh. Taskbar c¢6 vi tri ndm & phia dudi man hinh (c6 thé di chuyén), c6 dang
thanh ngang, dau tién luon 13 nat Start hinh logo Windows.
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H O Type here to search
Hinh 2.4. Thanh Taskbar

Pugc chia lam 2 phin 16 rét. Bén trai c6 nut Start va nhiing icon tmg dung
thudng sir dung dé tit may hay 1a khoi dong lai trong qua trinh sir dung mdy tinh. Bén
phai System Tray 13 noi nhitng ing dung chay song song voi hé thdng Windows.

Nguoi ding c6 thé dua cic biéu tugng mdi ghim vao thanh Taskbar hodc ¢o
thé di chuyén thanh Taskbar sang céc vi tri méi nhu phia trén, bén trai hodc phai.

2.1.4. Menu Start

Menu Start 14 mot thanh phan giao dién nguoi dung trong Microsoft Windows ké
tir Windows 95 va trong mot s6 hé diéu hanh khac. N6 cung cdp mot diém khoi dong
trung tam cho cac chuong trinh may tinh va thyc hi¢n cdc nhiém vu khac.

O [|iype here to search

Hinh 2.5. Giao dién Menu Start
2.1.5. Khéi dgng va thoat khéi mét wng dung
2.1.5.1. Khéi dong mot rng dung
Céch 1: Khoi dong thong qua Menu Start
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Access 2016

.% Apple Software Update

BS | B&O Play Audio Control

Calculator

. CCleaner

@ Connect
O Cortana

£ fiype here to search

Hinh 2.6. Cac ung dung trong Menu Start
Céch 2: Nhip dap chudt vao biéu tuong chuong trinh trén man hinh nén Desktop

ys

Word

Hinh 2.7. Biéu twong Word 2019
2.1.5.2. Thoat khéi mgt wng dung
Cach 1: Str dung nat dong trén cira sé Gmg dung

- = x

Hinh 2.8. Cac nut thao tac: dong, dong, thu nho

Céach 2: Sir dung menu 1énh (tiy theo vao Gng dung can déng) thong thuong 1a
File / Close hodc t6 hop phim tat Alt + F4

2.1.6. Chuyén d@di giira cac cira so wng dung

Windows cho phép nguoi dung chay nhiéu Gmg dung va mod nhiéu cta sb thu
muc cung luc. Pé chuyén doi qua lai gilta chung, ching ta can s dung t6 hop phim
<Alt>-<Tab> hodc nhap chudt 1én cac nit trong tmg trén thanh tac vu.

Tuy nhién, thao tic nay chi thuan tién khi sd luong cira s6 dang md it, con dbi
v6i trudng hop cd qua nhiéu cira sO cua cing mot ing dung thi moi thir s& phuc tap
hon. Windows ty dong gom cac nut trén thanh tadc vu ctuia chung lai: ngudi dung sé€
phai nhap chudt, doc mot trinh don dang pop-up va sau d6 chon cira s6 can sir dung.
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Hinh 2.9. Thao tac chuyén déi giita cdc cira s6 tng dung

Hodc néu c6 nhiéu tai liéu dugc md trong mot ing dung, trudc hét nguoi dung
phai chuyén sang tmg dung d6 (thong qua chudt hodc ban phim), rdi sau d6 chon tai
lidu can xtr Iy.

2.1.7. Thu nhé mét cira s, déng cira s6 mdt wng dung

Str dung cac nat thay doi kich thudce ctra s6 trén thanh trang thai ctia ing dung
(thong thudng nam trén cung goc phai cua cira s6) dé thay dbi kich thudc hodc dong
ctra s6 cua ung dung.

Sign in }:E"_.Share

Hinh 2.10. CAc nit thao tdc: déng, thu nhé, an trén cira sé g dung
2.1.8. St dung chuot

Chuét dung diéu khién con tro chudt twong tac voi nhitng ddi twong trén man
hinh. Chu6t thuong c6 3 nut:

- Nut trai (Left Button): Nam phia bén trai khi cdm chuét, ddy 1a nat chinh
duogc st dung khi thuc hién mot thao tac chon hay thyc hién mdt 1énh nao
do.

- Nut phai (Right Button): Nam phia bén phai khi cam chudt, thuong cé tac
dung dé md mot trinh don (Menu) 1énh, va cac 1énh nay sé& thay doi tuy vao
vi tri con tro hodc chuong trinh.

- Nt cudn (Scroll Button): Thudong nam & giita ndt trai va nat phai, c6 tac
dung cudn man hinh l1én/xudng, trong mot sd chuong trinh xtr Iy anh nat nay
c6 tac dung phong to/thu nho (Zoom). Nt cudn khi nhan xudng con ¢o
thém mdt churc nang nira va chirc ndng nady ciing tuy theo chuong trinh quy
dinh.

Cac hanh dong ma chugt thuc hién:

- Tro d&én ddi twong: ra chudt trén mat ban dé di chuyén chudt trén man hinh
tré dén ddi tuong can xir 1y.
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Nhép chuét (Single-Click): Dung dé chon mot d6i twong, bang cach tro dén
doi tuong, nhan nhanh va tha nat trai chudt.

Ré hoic kéo (Drag): Dung dé di chuyén ddi tuong hodc quét chon nhiéu dbi
tuong,... bang cach tro dén ddi twong nhan va gitt nat trai chudt di chuyén
chudt dé doi con tré chudt dén vi tri khac sau d6 tha nut trai chudt (Drop).

Nhap phai chudt (Right-Click): Dung dé hién thi mot menu cong viéc lién
quan dén muc duge chon, bé“mg cach tro dén ddi tuong, nhan nhanh va tha
nat phai chudt.

Nhap dap chudt (Double-Click): Dung dé kich hoat chuwong trinh duoc hién
thi dudi dang mot biéu tuong trén man hinh, béng cach tro dén ddi tuong,
nhap nhanh va tha nat trai chudt 2 l1an.

2.2. Quan ly thw muc va tap tin

2.2.1. Khai ni¢m thw muc va tap tin

Tap tin (File): L4 mot tap hop cac dir lidu c¢6 lién quan véi nhau, duoc t chirc

theo mot cAu trac nao do, thuong duoc luu trit trén dia ti. Tén tdp tin thuong co 2

phan:

- Phén tén: Do nguoi tao ra tap tin dit, bao gdm cac ky tu tir A dén z, cac chir

s6 tir 0 dén 9, ddu gach dudi, khoang tring (khong nén dit tén co ddu, cac
ky hiéu dic biét vi thuong gip 16i khi truyén tin).

Phin mé rong: Thuong dung 3 ky tu, phan md rong cho biét tap tin thudc
thé loai nao; Thong thudng do chuong trinh tng dung dat ngdm dinh khi tao
lap tap tin.

Gitra tén va phan m¢ rong ngan cach nhau béi dau cham.

‘ ~ 5 | File Bplovrer

[rie [P )
T o > Queckaccess v O Sesrch Quick ecces o
- v \ ~
o Quick access Frequent folders (8)
B Desitop Desktop Downloads Documents
& Downloads # m Thi hes P 2] This
| Documents o
= Pictures ' Pictures Music Videcs
Thi g P This £
J Music N J’ ﬁ
B Videos
- = Windows 7 Windows 8.1 32 bit
Windows 7 Media Spdh tudy (D VMwar

Vindows 8.132

& OneDiive .
Recent files (13)
Bl This PC
Windows 7 Professional »26 SP1_X17-59183.50 Media (B0 Soltware\Windos
I8 Desktop
Windows 8.1 32 bitvmx
5| Documents
& Cownloads Bal Ngubi dep g6¢ Vidt 8ong vai chinh trong ‘Ngudivan chupén...  This PO Downloads Vs
D Mosic BB smertGesture WINI0_64 VERDS.Zip ipoaed
= Pictures Seial.bat M..\VMware Work

B Videos L QALDB.iso

Hinh 2.11. Cita s6 Windows Explorer
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Thw muc (Folder): Thu muc 13 noi luu giit cac tap tin theo mot chu dé do ngudi
st dung tao 1ap. Tén thu muc dugc dat theo quy tac dat tén tap tin nhung khong co
phan mé rong.

Windows 10 cho phép nguoi dung lua chon hién thi cac thudc tinh cua File va
Folder nhu Date modified, Type, Size, Date created, ...

¢ we » ThisP Documents (E)
Seze Column to F
# Quick s
= Q" tidn Size A4 Columins to Fit
&l This @
n Thistkedchos
Dwouong Tong
D4cuangTendtue 3 Giao tah Tin hoe W Duge modifed
Documents (& 8 Giso t 310
— 87 Giso troh Tin C2 1€ “ Type
Downloads 1 DCCT - NGUYEN LY
¢ W DCCT- NGUYENLY ||
Thietkedohoa M OCCT - MH O - LAS
' & Date crested
¥ CTKCO QUANTRIC
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Hinh 2.12. Cdc thudc tinh cua tdp tin va thu muc

- Puong dan \ (Path): La mot diy cac thu muc bat dau tir thu muc gdc dén cac
thu muc con nbi tiép nhau bing diu \ thu muc ding sau 1a thu muc con cua
thu myc dung trudc. Puong dan chi dan noi luu giit tap tin, thu muc trén
céc thiét bi luu trir.

Vi du: E:>Thietkedohoa\Baitap\thuchanhl.doc chi duong dan tip tin
thuchanhl.doc dugc luu trit trong thu muc con Baitap cua thu muc Thietkedohoa trong
6 dia E.

2.2.2. Xem théng tin, di chuyén, tao dwong tit dén noi lwu trit thw muc va
tap tin

2.2.2.1. Xem thong tin

Nhén phai chudt vao thu muc hoac tap tin can xem thong tin chon Properties
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sau:

Bai tap Properties =

General Sharng Securty Previous Versions Customize

Baitap
Type: File folder
Location: E™
Size: 308 KB {316,185 bytes)

Size on digk: 316 KB (323,584 bytes)

Contains: 2 Files, O Folders
Created: Friday, November 23, 2018, 5:41:28 PM

Atributes: [®] Read-only (Only applies to files in folder)
[ Hidden Advanced...

Cancel

Hinh 2.13. Thong tin cua thu muc
2.2.2.2. Di chuyén thw muc tap tin

Chon thu muc hodc tap tin can di chuyén. Sau d6 thyc hién mdt trong cac cach

Céch 1: Kéo dbi tuong dd chon dén noi can di chuyén.

Céach 2: Nhin t6 hop phim Ctrl + X (hoic Edit/ Cut hoic nhip phai chudt va
chon Cut) dé chép vao Clipboard, sau d6 chon noi can di chuyén dén va
nhén t6 hop phim Ctrl + V (hodc Edit/ Paste hodc nhap phai chudt va chon
Paste).

2.2.2.3. Tao dwong tit dén noi lwu triv thw muc tap tin

Nhép phai chudt 1én man hinh nén, chon New/ Shortcut.

Trong muc “Type the location of the item”, nhap duong dan cua d6i tuong
can tao 16i tat, hodc nhép chudt 1én nut Browse dé chon duong dan cho dbi
tugng (c6 thé 1a mot chuong trinh, thu muc hodc 1 tap tin). Nhap chudt Next
dé qua budc ké tiép.

Nhép tén cho 16i tit can tao.

Nhép chudt Finish dé hoan thanh.

2.2.3. Tao, d6i tén tap tin va thu muc, thay doi trang thai va hién thi thong
tin vé tap tin

Tao thu muc (Folder): Nhép phai chudt vao vi tri can tao, chon New\
Folder.
Do6i tén: chon thu muc hodc tap tin can doi tén, nhin phim F2 hodc nhép

chuot phai chon Rename. Nhap tén moi, nhéan phim Enter dé thuc hién;
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- Thay ddi trang thai va hién thi thém thong tin vé tap tin

8| Extra large icons [&=| Large icons == Medium icons

L5 Small icons TEE List 2=Z Details

=T Tiles 5= Content =
Layout

Hinh 2.14. CAc trang thdi hién thi théng tin ciia tdp tin
2.2.4. Chon, sao chép, di chuyén tap tin va thu muc
2.2.4.1. Sao chép thw muc hoic tap tin

Chon thu myc hodc tap tin can sao chép. Sau do thuc hién mdt trong cac cach
Sau.

- Céch 1: Nhian giit phim Ctrl va Kéo d6i twong di chon dén noi can chép.

- Céch 2: Nhan t6 hop phim Ctrl + C (hoic Edit/ Copy hodc Nhip phai chudt
va chon Copy), sau d6 chon noi dén va nhin t6 hop phim Ctrl + V (hoic
Edit/ Paste hodc Nhip phai chudt va chon Paste).

2.2.4.2. Di chuyén thw muc va tap tin

Chon thu muc hodc tap tin can di chuyén. Sau d6 thuc hién mot trong cac cach
Ssau:

- Céch 1: Kéo dbi twong di chon dén noi can di chuyén.

- Céch 2: Nhin t6 hop phim Ctrl + X (hoic Edit/ Cut hoic nhip phai chudt va
chon Cut) dé chép vao Clipboard, sau d6 chon noi can di chuyén dén va
nhén t6 hop phim Ctrl + V (hodc Edit/ Paste hodc nhap phai chudt va chon
Paste).

2.2.5. X0a, khoi phuc tap tin va the muc
2.2.5.1. X6a thw muc va tap tin
- Chon céc thu muc va tap tin can xoa.
- Chon File/ Delete
hoac: Nhan phim Delete
hoac: Nhap phai chudt va chon muc Delete.
- Xac nhan c6 thuc sy muén x6a hay khong (Yes/ No)
2.2.5.2. Phuc hdi thu muc va tap tin

bPéi tugng bi x6a s¢ dugc dua vao Recycle Bin. Néu mudn phuc hoi cac d6i
tuong da xoa, chung ta thuc hién cac thao tac sau day:

- Nhép dip chudt 1én bicu tuong Recycle Bin.

- Chon tén ddi twong can phuc hoi.
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- Thuc hién 1énh File/ Restore hoac Nhép phai chudt va chon muc Restore.
Ghi chi: Néu mudn x6a hin cac d6i tuong, ta thyc hién thao tac x6a mot 1an nira
dbi voi cac ddi twong ¢ trong Recycle Bin. Néu mudn x6a han tat ca cac doi tugng
trong Recycle Bin, Nnip phai chudt 1én myc Recycle Bin va chon muc Empty Recycle
Bin.
2.2.6. Tim kiém tap tin va thw muc

Gd tén tap tin hodc thu muc can tim kiém vao 6 Type here to search trén thanh
Taskbar

Recent

8! Giao trinh Tin C2 10-12-2018
8" Noidung gop y hoi thao (1)
¥ CTDT CD THIETKEDOHOAfNa!
Apps

T WordPad

Search suggestions
2 wo

Settings (2+)

Hinh 2.15. Thanh tim kiém thong tin

2.3. Mt s6 phan mém tién ich

2.3.1. Phan mém nén, giai nén tap tin

WinRAR 1a chuong trinh dung dé nén va giai nén cac tip tin; muc dich dung dé
nén céc tap tin c¢6 dung lugng 16n thanh cac tap tin c6 kich thude nho hon gitp thuan
tién trong viéc luu trit va trao doi thong tin;

2.3.1.1. Nén mot thw muc hoac tap tin

Chon mot hay nhiéu tap tin hodac thu muc va nhép phai chuot, khi xuat hién
Menu véi céc chiic nang sau:

Add to archive.... M& chuong trinh WinRAR dé tao tap tin nén véi nhiéu lya
chon khac.

Add to "téntdptin.rar": Tao thém tap tin nén, dit tén theo ché do ngam dinh cia
chinh ddi tugng dugc chon.

E Add to archive...
g Add to "Hoc C.rar”
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Hinh 2.22. Nén tap tin hodc thu muc
2.3.1.2. Giai nén thw muc, tap tin
Cach 1: Giai nén c6 luva chon

Nhép chudt vao tap tin nén, khi xuét hién ctra s6 cia chuong trinh WinRAR chon
tap tin va thu muc can gidi nén, nhén vao nat Extract to, chon dia chi luu thong tin
nay, nhap chudt vao nit OK dé thyc hién.

M ELELTV TS

B B Tetrdive e Incherches - 12K snchae
s oo

I~ Vol 2571 0yt b 28 Tl

Hinh 2.23. Giai nén tdp tin
Cdch 2: Giai nén nhanh
Nhap phai chudt vao tip tin nén va chon:

- Extract Files...: Luu thong tin giai nén vao dia chi ty chon, chon 6 dia, thu
muc can luu;

- Extract here: Giai nén tai dia chi dang luu tap tin nén (cung dia chi);

- Extract to tén_tap_tin: Chuong trinh ty dong tao thu muc ldy tén ngim
dinh theo tén tap tin nén va giai nén; néu tap tin duoc bao vé, can xac nhan
mat khau dé thuc hién viée giai nén.

2.3.2. Phan mém diét virus

Phan mém diét virus 12 phdn mém c6 tinh ning phat hién, loai bo cac virus may
tinh, khac phuc (mot phan hodc hoan toan) hau qua cta virus giy ra va co kha ning
dugc nang cap dé nhan biét cac loai virus trong tuong lai.

Pé dat dugc cac muyc tiéu tdi thiéu trén va md rong tinh ning, phan mém diét
virus thuong hoat dong trén cac nguyén 1y co ban nhat nhu sau:

- Kiém tra (quét) cac tap tin dé phat hién cac virus di biét trong co so dit liéu
nhan dang vé virus cta ching.

- Phat hién cac hanh dong ciia cac phan mém gidng nhu cic hanh dong cua
virus hoac céc phﬁn mém doc hai.
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https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m
https://vi.wikipedia.org/wiki/Virus_(m%C3%A1y_t%C3%ADnh)
https://vi.wikipedia.org/wiki/Virus_(m%C3%A1y_t%C3%ADnh)
https://vi.wikipedia.org/wiki/T%E1%BA%ADp_tin

Hién nay co6 rat nhicéu phan mém diét virus, & day chi liét k& mot soO phan mém
diét virus thong dung va dugc nhiéu nguoi trén thé gidi st dung va danh gia 1a bao vé

htru hiéu:

Kaspersky Anti-Virus: Phan mém méi duoc phét trién vai nim gan day, tuy
khong c6 lich st nhu cac dai gia khac nhung cling da vuon 1én ding trong
danh sach cac phin mém diét virus loai tot, thudc hing Kaspersky. Phan
mém khong mién phi, tuy nhién ciing c6 phan cho phép quét virus truc
tuyén.

K Kaspersky Intemnel Security KASPERIKYS ? - X

Your computer is protected

Hinh 2.24. Giao dién phan mém vi riit Kaspersky

McAfee: Phan mém diét virus va cac phﬁn mém doc hai Cua hang McAfee,
phat trién kha 1au va co uy tin. Day 1a phan mém thuong mai.

Norton AntiVirus: Phan mém diét virus va cac phin mém doc hai cia
hang Symantec, duoc phat trién tir kha 1au, va duoc danh gia tét. Pay 1a
phan mém thwong mai.

BKAV: Phan mém diét virus va cic phan mém doc hai ctia Cong ty C6 phan
BKAV, dugc phat trién hoan toan boi nguoi Viét Nam va dugc danh gia
khong thua kém céc san pham ciing loai ctia cac tap doan 16n trén thé gisi.

Windows Defender: Puoc tich hop sin trén Windows 10, ty dong chay
trong nén, quét cac tap tin khi chiing duoc truy cap va trude khi ngudi ding
mé& ching. Ngay khi phat hién cac phan mém doc hai, Windows Defender s&
chi bat 1én thong bao “Malware detected” cho nguoi dung biét. Sau d6 tu
dong kiém tra va “tiéu diét” cac phan mém doc hai ma no tim thay.
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https://vi.wikipedia.org/w/index.php?title=Kaspersky_Anti-Virus&action=edit&redlink=1
https://vi.wikipedia.org/wiki/Kaspersky_Lab
https://vi.wikipedia.org/w/index.php?title=McAfee&action=edit&redlink=1
https://vi.wikipedia.org/w/index.php?title=Norton_AntiVirus&action=edit&redlink=1
https://vi.wikipedia.org/wiki/Symantec

2.4. Sir dung tiéng Viét

2.4.1. Cac bd ma tiéng viét

Mbi mét bang ma s€ di kem véi1 mot font chit twong Ung, do do khi soan thao
tiéng Viét, phai chon font chir phu hop voi bang ma st dung, néu chon khong dung thi
cac tir nhap vao s& khong dugc hién thi nhu ¥ mubn. Cac bang ma thong dung hién

nay la:

- Unicode: Unicode 1a ma font dugc sir dung trén toan thé gidi, khi chung ta
giri nhimg ky ty ma Unicode qua mail hay qua cira s6 chat, ngudi nhin van
nhan dugc dung hinh dang cua ky tu do. B font nay duoc cai dat mdc dinh
khi cai dat Windows.

- VNI Windows: Bang mi nay c6 bo font chit kha dep, cung cép rat nhiéu
font chir, tén font chir bat ddu bang chit VNL

- TCVN3 (ABC): Pay 1a bo font chuan cua qudc gia, tén font chir bat dau
bang ky tu "." (dau chim).

- Vietware: Bo font chir ciia bang ma Vietware c6 hai ho: cac font chir ¢o tén
bit ddu bang chit SVN 1a ho font chir 1 byte, cac font chit co tén bit dau
bang chit VN 1a ho font 2 byte.

Bo Font chir Bang ma Font chir thong dung
VNI VNI Windows VNI-Times
Vietware_X (2 byte) Vietware VNtimes new roman
Vietware F (1 byte) Vietware SVNtimes new roman
TCVN3 TCVN3 VnTime

Unicode Unicode Times New Roman,

Arial

2.4.2. Céch thiec nhap tiéng viét

Hai kiéu gd thong dung nhat hién nay 1a kiéu g Telex va VNI.

Quy tic gd cac t6 hgp phim cho kiéu gd Telex va VNI:

Ky tw a é 0 o w a d
Kiéu Telex aa ee 00 [Ow;[|uw;w;] | aw dd
Kiéu VNI a6 e6 06 o7 u7 a8 | d9
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Dau sac | huyén | héi ngd | ning

Kiéu Telex S f r X j

Kiéu VNI 1 2 3 4 5

Déu c6 thé dugc thém lién sau nguyén am hodc sau khi dd nhap xong mat tir, néu
b6 déu sai thi chi cAn bo diu lai chir khong can phai x6a tir méi nhap.

Vi du: muén gd chir can tho

Kiéu Telex: caanf thow hodc caafn thow

Kiéu VNI: ca6n2 tho7 hodc ca62n tho7

2.4.3. Chon phan mém tiéng viét

Dé sir dung tiéng Viét trong Windows can cai dit Font chir tiéng Viét va phan
mém g tiéng Viét. Cac phan mém thong dung hién nay thudng dung Vietkey, Unikey.
Khi g5 tiéng Viét phai chon bang ma phu hop véi kiéu font chir dang sir dung; Hién
nay b0 Font Unicode thuong dugc tich trong Windows.

Hién nay thuong phd bién sir dung phan mém Unikey. Unikey thudng mic dinh
dugc cai & ché d6 khai dong tu dong. Icon Unikey dugc dit ¢ thanh Taskbar s& hién
thi LMl khi Unikey dang & ché do bat tiéng Viét hodc [€] khi & ché do tat tiéng Viét.
Ngoai ra, Unikey ciing c6 thé duoc khoi dong nhu cac tng dung khac bang cach nhip
dap chudt vao shortcut Unikey Gl & man hinh desktop hodc tir menu Start chon
Programs/Unikey.

pg

7+ UniKey 4.0 RC2.

Digu khién —
Bang ma: lUnicode v] {  Bong }

= 4 e e )
Kiéu gb: [Telex—vl @ Kétthic
Phim chuyén: | CTRL + SHIFT Q@ ALT+Z =
4 Thu nhé ]

Ty chon khac

[¥] cho phép gt tw do [¥] Bat kiém tra chinh ta
[7] Dat ddu oa, uy (thay vi da, Gy) [7] Tw @bng khdi phuc phim voi tiv sai

[T] Luén si dung clipboard cho unicode

Tiy chon gb tat Hé thong

[T cho phép gb tat [] B4t héi thoai nay khi khéi dong
[Tl Cho phép o6 tit ca khi tit tiéng Viét [¥] Khi déng cling Windows
[W [¥] vietnamese interface

l@ Huong dén

‘ Thong tin I ' Mac dinh l

Hinh 2.25. Giao dién phan mém Unikey
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2.5. Str dung may in

2.5.1. Lwa chon may in

Néu may tinh dugc cai nhiéu may in, ta c6 thé mot may in lam dit may in mac

dinh bﬁng cach chon may in do roi chon File/ Set as Default Printer hodc nhép phai
chudt chon Set as Default Printer.

~ N 4 |
R
'»\-o See what's printing
Microt /  Set as default printer
Printing preferences

Printer properties

crosoft XP Create shortcut efault
soft XPS Docum

Troubleshoot L

Remove device

[r—
Properties

Hinh 2.27. Hop thoai lya chon ché dg may in mdc dinh

2.5.2.1n
Buée 1: VAo File chon Print (hodc bam t6 hop phim tit Ctrl + P )

Burée 2: Tuy chinh cac thiét lap:

Copies: S6 luong ban in (tiy chon).

Printer Properties: Tuy chon may in cho viéc in 4n.

Print All Pages: Trong muc ndy c6 thé chon bao gém Print All Pages (in
tt ca cc trang cla vin ban) hodc Print Current Page (chon in chi vai
trang tiy chon) va khi d6 dong Pages & dudi s& dung danh sb trang dé in
nhu 3-5,...

Print One Side (in 1 mat) hodc Print on Both Sides (in 2 mit gidy) tich hop
tuy mdy in c6 tinh nang in 2 mat hay khong.

Collated (in theo tap): Chirc ning nay dung dé déng so ludn 1 tip van ban
khi mudn in véi s6 luong 16n hodc in theo timg trang.

Portrait/ Landscape Orientation: Lya chon ban in doc hay in ngang.

A4/ Letter: Chon loai kich thudc phu hop cho gidy in A4 hoic A3,...

Margins: Lua chon can 1& cho ban in ¢6 nhiéu dinh dang nhu kiéu Normal
v6i can 18 4 bén 1" hodc Narrow can 1& 4 bén 0,5",...

- Page per sheet: Lya chon in gdp cac trang in ctia van ban lai trong 1 page. Co

thé lya chon in 2/4/6 hodc 8 trang gop 1

Buoce 3: Lua chon 1énh Print
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ﬂ CAC PIEM CHIiNH

- H¢ diéu hanh Windows 10: cac khai ni¢m, cac thanh phan cling nhu cac
chtrc ndng co ban.

- Céc thiét 1ap hé thdng trong Control Panel, cac phdn mém tién ich nhu giai
nén, diét virus.

- Kiéu gd Telex va bang ma Unicode.
- Tao, thay ddi tén, chon, sao chép, xda va khoi phuc.
- Cai dat va st dung thanh thao cac phan mém tién ich.

- Cai dat may in va in an.

@z CAUHOI ONTAP

Cau 1: Ky tw nao sau diy khong sir dung khi dat tén tdp tin?

A @
B. &
C.%
D.>
Cau 2: Ky tw nao sau diy khong sir dung khi ddt tén thuw muc?

A. <

B. #

C.!

D. ~
Cau 3: Pé chuyén ché dé viét chén thanh viét dé va ngwot lgi trong ché dé soan
thdo van bdn, sir dung phim nao?

A. Shift

B. Insert

C. Ctrl

D. Caps Lock
Cau 4: Pé biét dung lwong mat tap tin, thuc hién nhuw thé nao?

A. Nhan chudt phai vao tap tin, chon Send To\Desktop

B. Nhan chudt phai vao tap tin, chon Properties

C. Nhén chuét phai vao tap tin, chon Create Shortcut

D. Nhan chuét phai vao tap tin, chon Sharing and Security
Cau 5: Phét biéu nao sau day la ding?

A. Hé diéu hanh chi quan 1y thu muc, khong quan ly tap tin
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B. Thu muc c6 thé chtra thu muc con va tap tin
C. Hé diéu hanh chi quan 1y thu muc géc C:\, D:\
D. Hé diéu hanh khéng quéan 1y cac thu muc con caa C:\

Cau 6: Trong mét thu muc c6 chira hai thuw muc con A va B, khi déi tén thw muc A
thanh B thi may tinh thuc hién nhw thé nao?

A. Hién ra thong bao tén da ton tai
B. Tu dong xoa thu muc B da co
C. Tu dong ghi dé thu muc A 1én thu muc B da co
D. Thuc hién viéc d6i tén nhu binh thudng
Cau 7: Thanh phdn nao dwéi day khéong thuéc cira S6 thuw muc?
A. Thanh Trang théi
B. Thanh Tiéu dé
C. Thanh Thyuc don
D. Thanh Cdng thic
D. Ca ba phuong an trén déu ding
Cau 8: Phét biéu nao dwéi day la ditng vé hé diéu hanh may tinh?
A. La phan mém phai c6 dé may tinh c6 thé hoat dong
B. La phan mém cai sin trong moi may tinh
C. La phan mém khong dugc thay d6i trong may tinh
D. L& phan mém do cong ty Microsoft doc quyén xay dung va phat trién

Cau 9: Cach té chire thur muc va t@p tin theo h¢ diéu hanh Windows khong cho
phép diéeu gi?

A. Trong mét thu muc c0 ca tap tin va thu muc con

B. Tao mét tap tin cé chira thu muc con

C. Mot 6 dia cang cd thé duoc phan chia thanh nhiéu 6 dia logic
D. Thu muc cha va thu muc con c0 tén trung nhau

Cau 10: CAc t@p tin sau khi dwgc chen va xod bang té hep phim Shift+Delete sé
nhw thé nao?

A. C6 thé duoc khdi phuc khi mé Recycle Bin
B. C6 thé duoc khdi phuc khi mé Computer
C. Khong thé khoi phuc lai
D. Chi ¢6 tép van ban .DOC la c6 thé khdi phuc
Cau 11: Hép diéu khién ding dé phong to, thu nhé, déng cira s dwoc goi 12 gi?
A. Dialog box
B. List box
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C. Control box
D. Text box

Cau 12: Pé chay mét ing dung trong Windows, thec hién nhw thé nao?
A. Kich phai chudt vao chuong trinh tng dung rdi chon Open
B. Kich phai chuét vao chwong trinh tng dung roi chon Properties
C. Kich phai chuét vao chuong trinh tng dung rdi chon Explore
D. Ca ba thao tac trén déu dung

Cau 13: Khi dang lam viéc véi Windows 10, dé xem té chirc cac tdp tin va thuw muc
trén dia, m¢ cira SO nao?

A. Computer hoac Windows Explorer
B. Computer hoac Recycle Bin
C. Windows Explorer hoac Recycle Bin
D. Network hoac Recycle Bin

Cau 14: Phat biéu nao sau day la diing nhat?
A. Hé diéu hanh 1a phan mém tng dung
B. Hé diéu hanh 1a phan mém hé théng
C. Hé diéu hanh 1a phan mém tién ich
D. Ca ba phat biéu trén déu dung

Cau 15: Trong Windows 10, dé lwu ngi dung man hinh vao bg nhé Clipboard, si
dung phim nao?

A.Ctrl + C
B. Ctrl + Insert
C. Print Screen

D. ESC
Dap an:
Caul: D Cau6: C Caull: C
Cau2: A Cau7:D Caul12: A
Cau3: B Cau8: A Cau 13: A
Cau4: C Cau9: B Caul4: B
Caubs:B Cau 10: C Cau 15: C
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@= BAITAP

Bai 1: Windows Explorer

Céu 1: Khei dpng Windows Explorer va thuc hign:

Sap xép cac thu myc cua Right Windows duéi dang:
Large Icons
List
Details
Tiles
Content
Sép xép ctra s6 cua Right Windows theo thir ty:
By Name
By Date modified
By Type
By Size

Cau 2: Tao cdy thw muc tgi 6 dia D: nhw sau:

4 HOC TAP
4 MGANH CHMTT
K THUAT LAP TRIMNH
4 LAP TRIMH DI DOMG
AMDROID
105
MAMG MAY TINH
4 TIN HOC
EXCEL
POWER. POINT
WINDOWS
WORD
4 MGOAI NG
TOEC

Cau 3: Thuc hién déi tén cdc thw muc:

Poi tén thu muc NGOAINGU thanh ENGLISH
Doi tén thu muc EXCEL thanh XU LY BANG TINH
Doi tén thu muc WORD thanh XU LY BAN BAN

Doi tén thu muc WINDOWS thanh HDH MICROSOFT
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Cdu 4: Sao chép thw muc

- Chép thu muc WORD vao thu muc ENGLISH

- Chép thu muc TOEIC vao thu myc TIN HOC

- Chép thu muc TIN HOC vao thu muc MANG MAY TINH

- Chép thu muc 10S vao thu muc KY THUAT LAP TRINH
Cau 5: Di chuyén thuw muc

- Di Chuyén thu muc WORD vao thu muc LAP TRINH DI DONG

- Di chuyén thu myc TIN HOC vé thu myc gdc cua 6 dia.
Cau 6: X6a va phuc héi thuw muc

- Xoa thu muc TIN HOC

- Phuc hbi the myuc TIN HOC vira x6a

Ciu 7: Dat thugc tinh cho thw muc

- Gan thuoc tinh chi doc (Read Only) cho 2 thu muc MANG MAY TINH va
TIN HOC

- Gén thudc tinh 4n KY THUAT LAP TINH
- G0 bo céc thudc tinh chi doc cho thu muc TIN HOC
Ciu 8: Thay déi tiy chen (Option) ciia Windows Explorer

- Piéu chinh Windows Explorer sao cho khong thé thiy céc tap tin va thu
muc an

- Co0 nhan xét gi vé thu muc KY THUAT LAP TRINH
- Hay diéu chinh Windows Explorer dé c6 thé xem cac tap tin va thu muc an

- Tuong ty: Hay diéu chinh Windows Explorer sao cho khong thiy phan ma
rong cua cé4c tap tin. Sau dé, diéu chinh lai tinh trang nhu ban dau.

Bai 2: Windows Explorer

Cau 1: Tao cdy thw muc nhw sau (trén 6 dia D:)
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L BAI TAP TIM HOC
LUU TRU
4 TIN HOC
4 CHUYEM DE
DO HOA
LAP TRINH
4 CNTT CO BAN
IMTERNET CO BAN
MAY TINH CO BAM
U LY VAN BAN CO BAN
4 CNTT MANG CACQ
EXCEL MAMG CAOD
POWER POINT MANG CAD
WORD NANG CAQ

Cau 2: Chuyén vé thu muc 6 C:\Windows, thgc hién cac yéu cau:

Sao chép cac tap tin 6 phan ma rong 14 .ini tir C:\Windows sang thu muc
LUU TRU

Sao chép céc tap tin c6 phan mo rong 1a .bmp tir C:\Windows sang thu muc
DO HOA

Cau 3: Chuyén vé é D:\ thuc hign cac yéu cdu sau:

Trong thu muc BAI TAP TIN HOC tao thém thuy muc CHUONG TRINH

Chép tat ca cac tap tin c6 phan mo rong la .exe tir C:\Windows sang thu
muc CHUONG TRINH vira tao

Cho biét (xem) téng dung lwong cua chuong trinh

Cau 4: Nén va gidi nén

Dung chirc ning nén: WinRar dé nén the muc CHUONG TRINH. Xem lai
dung lugng sau khi nén

Xo6a thuy muc CHUONG TRINH
Giai nén tap tin CHUONG TRINH.rar va dat trong thu muc TIN HOC

Céu 5: Poi tén, dat thugc tinh, x6a thugc tinh, x6a va phuc héi thu muc

Doi tén thu muc thanh ho tén cua sinh vién

bat thuoc tinh chi doc (read only) cho thu muc TIN HOC
Pit thuoc tinh an (Hidden) cho thu myc LUU TRU

G& (x06a) cac thugc tinh vira dat cho cac thu muc

Xéa thy muc CNTT CO BAN va phuc héi lai thu muc vira x6a trong thing
rac
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Chuong ITI. XU LY VAN BAN CO BAN

@ mycTIEU

Hoc xong chuwong nay, nguoi hoc co kha nang:

- Trinh bay so lugc dugc mot s6 kién thirc co ban v€ van ban va xir Iy van
ban, sir dung phan mém Microsoft Word 2019 trong soan thao van bén;

- Str dung duoc phén mém soan thao Microsoft Word 2019 dé soan thao duoc
van ban don gian theo mau, in dugc vin ban.

3.1. Khai niém van ban va xir ly van ban
3.1.1. Khai ni¢m van ban.

Van ban 1a cac tai liéu, giéy to dugc st dung trong hoat dong cia cac co quan,
cac doan thé, cac té chirc x3 hoi. Van ban ndi chung 13 mot phuong tién ghi tin va
truyén dat théng tin bang mot ngdn ngir (hay ky hiéu) nhit dinh. Tuy theo timg linh
vire cu thé ciia doi séng x4 hoi va quan 1y nha nude ma vin ban ¢ nhitng hinh thirc va
ndi dung khéac nhau.

3.1.2. Khai niém xi ly van ban

Xt 1y vin ban 13 st dung cac phin mém nhu LibreOffice Writer, OpenOffice
Writer, Microsoft Word dé bién tip ndi dung vin ban. Ngoai ra, ciing c6 mot sé phan
mém xtr Iy vin ban mién phi khac nhu Abiword, Bean, Ulysses IIL.. .

3.2. Swr dung Microsoft Word
3.2.1. Giai thiéu Microsoft Word
3.2.1.1. Mé, dong Microsoft Word
- Mod& Microsoft Word

e Céach 1: Nhéap chudt chon Start . — All apps — Microsoft Word
(trén Windows 10)

e Céach 2: Nhap chudt 1én biéu tuong @ trén man hinh (desktop)

e v g

S
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Hinh 3.1. Khoi dong chuong trinh Microsoft Word 2019

- Poéng Microsoft Word: Chon vao biéu tuong “ ¢ goc trén cung bén phai
man hinh Microsoft Word, hodc nhan t6 hop phim Alt + F4.

Hinh 3.2. Dong chuong trinh
3.2.1.2. Gioi thiéu giao dién Microsoft Word

Sau khi khéi dong Microsoft Word, man hinh lam viéc nhu sau

Quick Access Toolbar Title Bar Ribbon
(Thanh truy cap nhanh) (Thanh tiéu dé) (Thé Ribbon)
H y s Documentl "Word Preview Sign in [Eal — O *
Home Insert Design Layout References Mailings Review View "Help Q Tell me Q'_ Share
— alibri (Body’ - - : i
9 (;Ibf ‘B;j rep—— Hﬁ AaBbCcDc AaBbCcDe AaBbC( - p
Pavste o A~ . A~ Aa- AN THormal = TMo Spac.. Heading1 |+ EdlElng
Clipboard Font P Paragraph P Styles F] -
L 3 2 1 AE 1 2 3 4 5 [ 7 E: 3 U] 11 12 13 14 15 -
Text Area
- Scroll Bar
§ (Vung lam vic) (Thanh cuon)
- —] Ruler
. (Thanh thudc) Ché d6 hién thi

O words

Page 1 of 1

English (United States)

Hinh 3.3. Man hinh lam viéc
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3.2.2. Thao tac vei tap tin Microsoft Word
3.2.2.1. Mé& mat tap tin co sin

- Chon tab File - chon Open (Ctrl+O hodc Ctrl+F12).

& OneDrive
El:l This PC

Add a Place

Browse

Hinh 3.4. Mo file van ban
- Céac tuy chon mo:
e Recent: M@ nhanh céc tép tin dd mo trude day
e OneDrive: M¢ tap tin dugc luu trén OneDrive, phai dang nhap tai

khoan OneDrive mdéi st dung dugc tinh ndng nay

Open
(L) Recent

OneDrive - Personal

@ OneDrive - Personal Mame 1T
2 E nguyendangthevinh@outlook.com
Attachments
1 ThisPC
EI;I Hinh anh
[ e~y
= Add a Place Tai liegu

Browse

Hinh 3.5. Md tdp tin lieu trik triec tuyén trén OneDrive

e This PC: M¢ tép tin duoc luu trén 6 dia may tinh
46



e Browse: Chon dudng din mo tap tin trong thu myc trén mdy tinh

- Hop thoai Open xuit hién. Chon duong dan chua tap tin muén mé
(D:\WORD), chon tip tin vin ban cin mé (SUNNGUYEN.docx), chon
Open dé mé. Nhin Cancel dé huy bo thao tac.

(W] Open *

4 <« SUNS(D:) +» WORD v O Search WORD o

Organize + Mew folder \ Ch()n du‘b’ﬂg dan o

] 3D Objects A Name chira tép tin Type

I Desktop SUNNGUYEN. docx e Microsoft
5] Documents Tyde: Microsoft Word Document
3 Downloads Aufhors: NGUYEN DANG THE VINH
. Sizg: 12.3 KB
J’ Music Dafe modified: 12/09/2018 10:48 PM
=/ Pictures n R
B videos Chon tap tin
r
a WINTD (C) muon mo
= SUNS (D) v < 2
File name: |SUNNGUYEN.d0cx V| All Word Documents (*.doog™c ~

s © ———

Hinh 3.6. Hop thoai Open
3.2.2.2. Tao mot tap tin méi

- Tép tin vin ban tring: Chon tab File — chon New, chon Blank document
(hoac Ctrl+N)

Document] - Word

New

Search for online templates o

Suggested searches: Business Cards Flyers Education Resumes and Cover Letters Letters Holiday

Aa
Take a tour
Blank document Welcome to Word Single spaced (blank)

Hinh 3.7. Tao file moi
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Tap tin mdi theo mau da thiét 1ap:

e Chon tab File — chon New, chon miu bat ky dé sir dung hodc cé thé
stt dung hop tim kiém, tim mot mau vin ban truc tuyén (may phai co
két ndi internet).

New

| Search for online templates 0

Suggested searches: Business Cards Flyers Education Resumesand Cover Letters Holiday Letters

Cover letter (blue) Polished resume, desig... Paolished cover letter, de...

Hinh 3.8. Thu vién file mau c6 san

e Sau khi chon mau, xuét hién giao dién, chon Create

X
Polished resume, designed =
by MOO

Provided by: Microsoft Corporation

Created in partnership with digital print and design
company, MOQ, this resume or CV is a modern
template that will showcase professionalism - with
flair. Remember, this accessible template is
TS eoucanon customizable to your needs! You can change the
color scheme in the Design tab of the ribbon.

Download size: 174 KB

® L ‘. : ﬂ

- I oin vt Create

Hinh 3.9. Tao maoi van ban da chon tir Online Templates
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e Vin ban méi da duoc tao v&i mau ching ta vira chon, bay gio ching ta

chi viéc hi¢u chinh lai ndi dung can thiét.

OBIECTIVE
|
Ta gw: siaried, click
Plocebolder texi end ximrt
Eyping. Ea boial: oo oz bwe
FmnberioEl.

Dioguble-click the: kmhle celly in
tha [cosar in add your epmzass
il (ar delets Be oolomea
woo dem't wasd).

SKILLS

|
Pxplein what yoo'=w
sapecially good ok What asta
you apact? Tas yous cwn

language—sol jecgon.

EMAIL TWITTER HANDLE

EXPERIENCE

IGE TITLE ~ COMIPANY - DATES FROM - TO

= iz your key - shilbtims, lmwdeoyhip, snd et sémllns
accomplishmesita. Dot liat wvecyiking; keep il calewass: asd
mclode doto thot ahows the tnpact o msde.

I3E TITLE + GOWIPANY - DATES FROM - TO
Think obaout ta 3ixe of the o yoo led, the embaer af projects
you balazowd, or thve numbes of axclay youw wrohe.

EDUCATION
|
DEAREE - ATE EARKNED ~ SCHOIL

¥eee sight wans fo includae yous CFA ond o sommary of ralewank
eeeramwarl awersy, and bemara

DEAREE - ATE EARKNED ~ SCHOIL
Oz the Hoom tak of the ribkon, check cut Siyles bo apply the
farmatting yors need with joat a click.

VOLUNTEER EXPERIENCE OR LEADERSHIP

Did yon menoge a beam for your cluk, lead & peoject Jar yous
faworiie charity, or edst your achool newapaper? Go aheed aod
describe sxpersencas thai dlustreie your leadesahip nbilstiea.

w - in

TELEPHOHE LINKEDMN URL

Hinh 3.10. Mdu da chon tir thie vién Online T emplates

3.2.2.3. Lwu tap tin

- Chon tab File — Save hodc Nhép chudt chon biéu tuong Save Id trén thanh
Quick Access Toolbar (hoac Ctrl + S).
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- Hop thoai Save As xuét hién, chon duong dan chta tap tin mubn luu, trong
6 File Name nhap vao tén chiing ta mudn dit cho tap tin (file) can luu do,

chon Save dé luu. Nhin Cancel dé huy bo thao tac.

(W] Save As =
&« v P <« SUNS (D:) » WORD v O Search WORD P
Organize = New folder = e
&= Pictures " Name Chon du'O’ng dan Type
& Videos dé Iuu tap tin
e WINTO ()
- SUMS (D:)
& Network Nhap tén tap tin
v <€ N dA >
vao day
File name: | SUNNGUYEN.docx ~
Save as type: | Word Document (*.docx) ~
Authors:  SUN Tags: Add atag
[ Save Thumbnail
~ Hide Folders Tools  ~ Cancel

Hinh 3.11. Hop thoai Save As

- Sau khi luu tap tin, néu mudn luu voi 1 tén khéc thi chung ta chon tab File

— Save As, chon dudng dan chua tap tin (file) va dit tén file moi.

- Luu ¥: Dé tranh méit dir liéu khi gip su cd (treo may, mat dién), chung ta
nén thuc hién nhiéu lan thao tac (Ctrl+S) trong khi soan thdo tai li¢u hoac
thiét 1ap chirc ning tw dong luu tap tin: Chon tab File — Options, xuat hién

hop thoai Word Options, chon Save, tick chon “Save AutoRecover

information every” thiét 1ap thoi gian ty dong luu vin ban (nén thiét 1ap

trong khoang tir 5-10 phut).

Word Options >

A

General .
H Customize how documents are saved.
Display
Proofing Save documents
Save Save files in this format: Word Document [* doc) w
Language I Save AutoRecover information every |10 + minutes I
Keep the last autosaved version if | cdlose without saving
Advanced AutoR il
uUtoRecaver tie Chldsers\SUMN\AppDatatRoamingM Browse...
: : location:

Customize Ribbon

W Default file location: ChlUsers\sUMN\Documents', Browse...

Cancel

Hinh 3.12. Luu ty dong van ban
3.2.2.4. DPong tap tin

Chon tab File — Close (hoac Ctrl+W)
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Hinh 3.13. Pong file van ban
3.2.3. binh dang van ban

3.2.3.1. Binh dang van ban (Text)

- Chon (t6 den) van ban mudn dinh dang — chon tab Home — nhém Font

TimesMewRo ~ |12 ~ A A Aa~ #f¢ Biéu tuong
ma rong

B I U-aex.x MA-¥-A- chtic nang

Font ﬂ/

Hinh 3.14. Nhom chirc nang Font

Ti M R h .2 ~
mes Tew Rom T, Chon kiéu chtr
' 7. Chon kich thuéc (c&) chit

~

o A

A . Tang va giam kich thudc chir

Aa” (Change Case): Chuyén ddi hoa thudng (hodc Shift+F3)
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Tinh niang Cong dung Vi du

Sentence case Chir hoa dau dong nguyén vin a Nguyén vin a
lowercase Chir thuong NGUYEN VAN A | nguyén vin a
UPPERCASE Chir hoa nguyén vin a NGUYEN VAN A
Capitalize Each Word | Chir hoa ky tu dau nguyén vin a Nguyén Vin A
tOGGLE cASE Chuyén hoa ra thuong va nguoc lai | Nguyén Vin A NnGUYEN VAN a

e “ (Clear Formatting): x6a dinh dang da thiét 1ap

e B (Bold): In dm (hoic Ctrl+B)

e I (Italic): In nghiéng (hodc Ctrl+I)

e U (Underline): Gach duéi (hodc Ctrl+U)

e e (Strikethrough): Nét gach don giita chir

e *: (Subscript): Chi s6 duéi (hoic Ctrl =)

e X (Superscript): Chi sb trén (hodc Ctrl Shift +)

o " (Text Effects): Hiéu ung chir (s& trinh bay chi tiét trong Word

Art)

(Font Color): Mau chir

£4 (Text Highlight Color): Mau nén vin ban
A -

- Céc chtic nang khac: Chon biéu tuong md rong trén nhom Font, xuat hién

hop thoai

Font 7 *
Font Advanced
Font: Font style: Size:
Times Mew Roman Regular 12
Tekton Pro ~ 3 A
Tekton Pro Cond Italic 9
Tekton Pro Ext Bold 10
Tempus Sans ITC Bold Italic 11 y
Y =
Font color: Underline style: Underline color:
Automatic ~ | | (none) w Automatic
Effects
[ strikethrough [ small caps
[] Double strikethrough [ all caps
[ superscript [ Hidden
[ subscript
Preview
Neuvén Dang Thé Vinh
This is @ TrueType font. This font will be used on both printer and screen.,
Set As Default Text Effects... Cancel

Hinh 3.15. Hop thoai Font
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- Tab Font: Xac dinh dang chit, kiéu chir

e Font: Chon font chif can sir dung

e Font style: Kiéu chir (Regular: thudng, Italic: nghiéng, Bold: dam...)

e Size: Kich thudc (c6) chir

e Font color: Mau chtr

e Underline style: Céac kiéu gach chan cua chi

e Underline color: Mau cua duong gach chan

o Effects: Mot s6 hiéu Gmg khac

Hiéu &rng Céng dung Vi du
Strikethrough nét gach don giira chix Hing
Double strikethrough nét gach doi gitra chir Hang
Superscript chi sé trén X?
Subscript chi sé duéi H,O
Small caps Chir hoa nho hing | HANG
Al caps Chir hoa Ion hing | HANG
Hidden an noi dung

e Preview: Xem trudc dinh dang

e Advanced: Bé x4c dinh khoang cach va vi tri cua cac ky tu.

3.2.3.2. Binh dang doan vin
3.2.3.2.1. Pinh dang doan (Paragraph)

- Poan vin (Paragraph) bao gdm mot hoic nhiéu dong, dén khi ngudi dung

nhan phim enter.

Chon doan van mudn dinh dang — chon tab Home — nhém Paragraph

i —
B o—
B —

q —

T
=  t=-

= *:
Paragraph

Biéu tuong
m¢é rong
chuc nang

Hinh 3.16. Nhom chirc nang Paragraph

o (Align Text Left): Canh trai (hodac Ctrl+L)

o (Center): Canh gitra (hoac Ctrl+E)

o (Align Text Right): Canh phai (hodc Ctrl+R)
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(Justify): Canh déu (hoic Ctrl+])

+:T - . . .
*= (Line and Paragraph Spacing): Gian dong (khoang cach gitra cac
dong)

- Cac chic ndng mé rong: chon biéu tugng md rong trén nhom Paragraph,

xuét hién hop thoai

Paragraph ? =

Line and Page Breaks

General

Alignment: Left ~
OQutline level: |Body Text R
Indentation
Left: 0cm = Special: By:
Right: Ocm |5 First line ~| |1am |£
[ Mirrar indents
Spacing
Before: 0pt = Line spacing: At
After: 0pt = single ~ =

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

Preview

Tabs... Set As Default Cancel

Hinh 3.17. Hop thoai Paragraph

- Tab Indents and Spacing:

General

Alignment: Canh 1& vin ban, Left (trai), Right (phai), Justified (déu),
Centered (gitra)

Outline level: Thiét 1ap dé muc cip do (trong phan muc luc s& néu cu
thé)

Indentation: Khoang cach 1& van ban
Left: Khoang cach tir 1& trai
Right: Khoang céach tir 1& phai
Special:

v" None: Khéng

v’ First line: Thut dau dong (chi dong dau tién) cach 1 trai mot
gia tri (gia tri dugc xéc dinh trong By).
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v/ Hanging: Thut dau dong (trir dong dau tién) cach 18 trai mot
gia tri (gia tr1 dugce xac dinh trong By).

e Spacing: Khoang cach cac dong

= Before: Khoang cach trén mdi doan

= After: Khoang cach du¢i mdi doan

= Line Spacing: Khoang cach giira cac dong (At: thiét 1ap khoang cach
gidn dong)

3.2.3.2.2. binh dang Bullets, Numbering
- DPinh dang Bullets

e Chon doan vin ban can tao Bullet. Chon tab Home — nhém Paragraph

> chon biu tuong =" Bullets — Chon kiéu Bullet muén thiét 1ap.

Bullet Library

None ® O [ | + * e,

> v

Document Bullets

*

e Vv O wm o 4
B O -

Define Mew Bullet...

Hinh 3.18. Bullet Library

-

e Néu mudn chon kiéu Bullet khac, chung ta chon vao biéu tuong
Bullets — chon Define New Bullet, xuat hién hop thoai Define New
Bullet, chon Symbol... sau d6 chon ky tu hoac co thé chon Picture,
Font.
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Define Mew Bullet ? =

Bullet character

Symbal. .. PFicture... Font...
Alignment:
Left w
Preview

Cancel

Hinh 3.19. Dinh nghia mot Bullet moi
- Dinh dang Numbering

e Chon doan van ban can danh so

T

e Chon tab Home — nhdm Paragraph — chon biéu tugng
Numbering — Chon kiéu Numbering mubn thiét 1ap

Document Number Formats

2.1 a. I.
22 b. ii.
2.3 C. iii.

4.1.
42
4.3

Define New Mumber Format...

Hinh 3.20. Cdc tuy chon chirc nang Numbering

e Néu mudn chon kiéu Number khac, chung ta chon vao biéu tugng
=]~ . o
=" Numbering — Chon Define New Number Format, xuat hién hop

thoai Define New Number Format, trong muc Number style, chon kiéu
can thiét 1ap (1,2, 3..., L IL I1l..., A, B, C...)
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Define Mew Mumber Format

Mumber format
MNumber style:
1, 2, 3, ...

Murnber format:

Font...

1

Alignment:
Left w

Preview

Cancel

Hinh 3.21. Hop thoai Define New Number Format
3.2.3.2.3. Thiét ldp diém dirng (Tab)

- Pé dat duoc tab trén van ban, ching ta phai hién thi thanh thudc, dé hién thi
thanh thudc trén van ban, chon tab View — nhdm Show — Nhin chon vao
Ruler.

- Diéu chinh loai tab can dit ¢ vi tri dau thanh thudc, Nhip chudt trai vao
thanh thudc ngang dé dit tab.

biéu chinh
cac loai tab

bat tab vao trén
thanh thudc

e

R

Foea ok 123 a5 6 Y7
=

[ I T I I I = T - TS T = o
i T 0 i i 0

Hinh 3.22. Thanh thuéc ngang

- Mot s6 loai tab

o [Ll Left Tab (tab tréi): Vi tri bat dau tir trai sang phai.

e [+ Center Tab (tab giita): Nam giita vi tri dit tab.

o [4 Right Tab (tab phai): Vi tri bat dau tir phai sang trai.

e [l Decimal Tab (tab nhi phan): Pinh vi tri ddu phan cach phan thap

phan.
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5

cho text).

- Sau khi thiét 14p cac tab trén thanh thudc xong, chon Nhap dup chudt vao

bat ky tab nao da thiét 1ap

Tab gitra (Center) Tab trai (Left) Tab phai (Right)

L

'

1.2 4 % 3 7 8 9 10 11 12 14415 o
STT Ho tén Dia chi

1 Nguyén Vin A 123 Hung Vuong, P3, Q3

2 Nguyén Vin B 345 Lac Hong, P3, Q6

Hinh 3.23. Vi du minh hoa Tabs
- Xuét hién hop thoai Tabs.

Tahs ? -

Tab stop position: Default tab stops:
=) 1,27 cm =

1cm

10.5 cm

Alignment

() Left (®) Center () Right
() Decimal () Bar

Leader

(®) 1 None (2. (O 3-—
Oa___

Set Clear Clear all

(04 Cancel

2 cm Tab stops to be deared:

Hinh 3.24. Hop thoai Tabs
e Tab stop position: Gid tri cac vi tri dat tab
e Default tab stops: Khoang cach dung mac dinh
e Alignment: Canh I tab
o Leader: Kiéu hién thi giira cac vi tri tab

o Nut Set dé thiét 1ap cai dat mot tab

e Nut Clear dé x6a tab dugc chon, Clear All x6a hét tab
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3.2.3.2.4. Pinh dgng khung va nén (Borders and Shading)

- Chon nd1 dung can dinh dang

- Chon tab Design — nhém Page Background — chon biéu tuong J Page

Borders, xuét hién hop thoai

e Borders: Thiét 1ap khung vién

Berders and Shading

Shading

Setting: Style:

Mone

Shadow

Custom

Horizontal Line...

Automatic

Width:
1apt

? *
Preview
# Click on diagram below or use
buttons to apply borders
w
St
Apply to:
Paragraph et
Options...
Cance

Hinh 3.25. Hop thoai Borders and Shading — Tab Borders

= Setting: Xac dinh dang dudng vién
= Style: Chon kiéu duong vién
= Color: Mau duong vién

=  Width: Do day cia vién

= Preview: Xem trudc thiét lap, dong thoi gan/gd bo cac canh cia

duong vién

= Apply to: Ap dung trén Paragraph (doan), Text (vin ban)
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e Shading: Thiét 1ap nén

Borders and Shading ? .
Borders Page Border  Shading
Fill Preview
Patterns
Style: D Clear . m—
Color: Automatic
Apply to:
Paragraph w
Horizontal Line... oK Cancel

Hinh 3.26. Hop thoai Borders and Shading — Tab Shading

» Fill: Chon mau nén

» Patterns: Chon kiéu nén dugc cai dat sin

= Preview: Xem trudc thiét 1ap

= Apply to: Ap dung trén Paragraph (doan), vin ban (text)
e Page Border: Dinh dang khung cho trang

Borders and Shading ? *

Borders Page Border | Shading

Setting: Style: Praview
- A Click an diagram below ar
MHone use buttons to apply borders
S| — _
I:I Shadow e
W
D Color:
3-D
- Automatic i
Width:
é Custom 1 pt
e Apply to:
Art: Whole document w

(none)
Options...

Hinh 3.27. Hop thoai Borders and Shading — Tab Page Border
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= Setting, Style va Preview c6 tac dung gidng dinh dang khung cho
doan
=  Apply to: Pham vi ap dung dong khung
3.2.3.3. Kiéu dang (Style)
Kiéu dang (style) 1a cac dinh dang duoc thiét lap san font chit, kich thudc chit,
mau chir...
- Ap dung style cho vin ban
e Chon ndi dung vian ban can ap dung style
g i 2
Nguyén Van A

Hinh 3.28. Chon ngi dung can dp dung style
e Chon tab Home — nhdm Styles— chon style can sir dung (chon kiéu
Title)

AaBbCcDe| AaBbCeDe AaBh(C¢ AaBbCcel AaB faBbCcC AaBbCcD: AaBbCcD:

TMormal | TMe Spac.. Headingl Heading 2 Title Subtitle  Subtle Em... Emphasis

AaBbCcD: AaBbCcDd AaBbCcDt AaBbCcD: AABBCCDC AABBCCDL AaBbCci AaBbCcDe

Intense E... Strong Cuote Intense O... Subtle Ref.. IntenseR.. BookTitle T List Para..

A4 Create a Style
A9 Clear Formatting

- Apply Styles...

Hinh 3.29. Danh sdch cdc kiéu ddng c6 san
e Két qua style Title duoc ap dung

= v
Nguyén Van A
Hinh 3.30. Kiéu ddang Title dwoc dp dung
- Huy bo style da ap dung
e Chon vin ban da ap dung style can huy bo
= w
Nguyén Van A

Hinh 3.31. Chon néi dung can hity bé style
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e Chon tab Home — nhom Styles— chon Clear Formatting

AaBbCcDc AaBbCcDe AgBbCi
TMormal  TMNo Spac.

AaBbCcD: AaBbCcDe AaBbCcDi

Intense E... Strong
A4 Create a Style
A Clear Formatting

4, Apply Styles...

Heading 1

Cluote

paBbcel |AQB | rasbcer aaBbeep AaBbeeD:
Heading 2 Title Subtitle  Subtle Em.. Emphasis

AaBbCeD: AABBCCDC AsBeCcDL AaBbCcd AaBbCcDe
Intenze Q... Subtle Ref... IntenseR.. Book Title T List Para...

Hinh 3.32. Tuy chon Clear Formatting

e Két qua sau khi huy bo style di ap dung

g 1 2
Nguyén Van A

Hinh 3.33 Van ban da hiy dp dung style

- Hiéu chinh style

e Right Nhip chudt vao style can hiéu chinh, chon Modify

daBsCel | AaBbC| AaBbCel AaBhCa AzaBoce RAAB aAaBbcd

Emphasis

Heading 1

Update Heading 1 to Match Selection itle T Mo Spaci.. |-

4 Modify...

Select All 2 Instance(s) T 7]

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Hinh 3.34. Chon style can hiéu chinh
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e Xuit hién hop thoai Modify Style, chung ta c6 thé thay d6i cac kiéu
dinh dang nhu: font chit, kich thudc chir, mau chir, canh trai, phai,
gita, déu, khoang cach cac dong. Chi tiét hon, chung ta chon Format
dé dinh dang Font, Paragraph, Tab, Border, Numbering...Sau khi hi¢u
chinh, chon OK dé thay doi style.

Medify Style ? x
Properties

Mame: Heading 1

Style type: Linked (paragraph and character)

Style based on: T Mormal ~

Style for following paragraph: | T Mormal w
Formatting

Franklin GothicMed|«+| 15 |~|| B Z U |GG -

-
It
-
It
whi
i
Wi
i

Nguvén Ping Thé vinh

Language... “ranklin Gothic Medium), 16 pt, Font color: Accent 1, Space
next, Keep lines together, Level 1, Style: Linked, Quick Style
Mumbering...

Shortcut key... Automatically update

Text Effects... MNew documents based on this template

Hinh 3.35. Hop thoai Modify Style

- Str dung cong cu sao chép dinh dang

e Chon van ban can sao chép dinh dang

< = - <
s Nguyeén Van A ¢
”WWWW@@%

Hinh 3.36. Vén bdn can sao chép dinh dang

Chon tab Home — nhém Clipboard — chon (Nhap chudt) cong cu F (Format
Painter). Pé sao chép dinh dang cho nhiéu doan tach biét nhau, ching ta nhip dup
chudt vao biéu tugng F (Format Painter). Sau d6 chon vao doan vin ban can ap dung
sao chép dinh dang do.

.

s

: FANARANIRIIIIINIIIY
Nguyén Vin B == & Nguyén Vin B &

Hinh 3.37. Két qua sao chép dinh dang
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3.2.3.4. Chén (Insert) cac doi twong vao vin ban
3.2.3.4.1. Bang (Table)
- Tao md&1 mot bang (table)

e CAu tric bang gdm nhiéu cot (Column), nhiéu dong (Row). Phan giao
cua cdt voi1 dong goi la 6 (Cell).

e Chon tab Insert — nhém Tables— chon biéu twong ——J Table —
chon Insert Table, xuat hién hop thoai

Insert Table ? pre

Table size

1k

Mumber of columns: 5

1k

Mumber of rows: z
AutoFit behavior

(®) Fixed column width: | Auto =

() AutoFit to contents

() AutoFit to window

[ ] Remember dimensions for new tables

QK Cancel

Hinh 3.38. Hop thoai Table
= Table size

v" Number of columns: SO cot can tao
v' Number of rows: S6 dong can tao
= AutoFit behavior

v' Fixed column width: C6 dinh chiéu rong cot cdt theo gia tri chi
dinh

v' AutoFit to contents: Chiéu rong cot tuy thude do dai van ban
v' AutoFit to window: Chiéu rong cot tu diéu chinh déu nhau
- Di chuyén va thao tac nhap liéu trong Table
e Di chuyén con tro 1én, xuéng dong: Phim A hoic V.

e Di chuyén con tré sang phai hay sang trai mot cot: Phim Tab hoic
Shift + Tab.

e D¢ nhap phim Tab (tao nhitng dudng dut nét) trong mot 6, sir dung
phim Ctrl + Tab.
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e Néu dang ¢ 6 cudi cung, phim Tab c6 tac dung thém méi mot dong. Vi
vay, co thé ching ta khong can xac dinh trudc s6 dong chinh xac khi
tao Table.

e Thay ddi chiéu rong va chiéu cao cot.

= Nhén giit va di chuyén chudt trén nhitng duong phan cach cot/ dong trong

bang dé thay ddi chiéu rong cot/ chiéu cao dong.

STT Ho tén Pia chi
| | Nguyén Vian ]
A
2 | Nguyén Vin
B

Hinh 3.39. Minh hoa thay doi dé rong cot
= Trén thanh Ruler ciing xuét hién cac biéu tuong thé hién cac duong phan
cach cot/ dong. Co6 thé di chuyén chudt trén cac biéu twong nay dé thay
d6i chiéu rong cot/ chiéu cao dong.
# = 2 3 E s €=
ke
STT Ho tén Pia chi
1 | Nguyén Van
A

2 | Nguyén Van
B

Hinh 3.40. Minh hoa thay doi dé rong cot (sir dung Ruler)
Trinh bay va dinh dang trong bang (Tab Layout)
e Chon bang, c0t, dong: Chon tab Layout — nhom Table, chon biéu
tuong « (Select Table), c6 cac tuy chon sau
= Select cell: Chon 6
= Select column: Chon c6t
= Select row: Chon dong

» Select Table: Chon toan bo bang

Select View Properties
-~ Gridlines

Takle
Hinh 3.41. Nhém Table

- Cheén thém dong, ct vao Table
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e Dit con tro tai vi tri mudn chén dong, cot. Néu mudn chén nhiéu dong,
cOt, 6 phai chon trudc cac dong, cot can chén. Chon tab Layout —
nhém Rows & Columns

e Chon vao nhimg biéu tuong twong tmg dé chén cot va dong

Insert Insert |Insert Insert
Above Below Left Right

Rows & Caolumns =

Hinh 3.42. C4c tuy chon chén dong, cat
= Insert Above: Chen trén dong dang chon

» Insert Below: Chén dudi dong dang chon.
= Insert Left: Chén c6t bén trai
» Insert Right: Chén bén phai.
Xoa cac 0, dong, cot
e Chon cac 6, dong, cot can x6a. Chon tab Layout — nhom Rows &

Columns — chon biéu tuong ﬂ (Delete Table)

EF" Delete Cells...
L}{J Delete Columns
=X Delete Rows
[?.; Delete Table

Hinh 3.43. C&c tuy chon chen dong, cjt
= Delete Cells: X0a 6

» Delete Columns: Xoa cot
= Delete Rows: X6a dong
= Delete Table: X6a bang

Trén cell (6): Chon cac 6 can tron. Chon tab Layout — nhém Merge —

chon biéu tugng ENES (Merge Cells) (hodc nhap phai chudt vao cing chon,
chon Merge Cells)
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Merge Split
Cells Cells
IMerge

Split
Tahle

Hinh 3.44. Tron cell (6)
- Téch Cell (6): Chon 6 can tach. Chon tab Layout — nhoém Merge— chon

biéu tuong EE' (Split Cells) (hodc nhap phai chudt vao cung chon, chon

Merge Cells)

Split Cells

Mumber of columns:

Mumber of rows:

QK

? 4
g =
i =

Merge cells before split

Cancel

Hinh 3.45. Hop thoai Split Cells

e Number of columns: Sé luong cot.

e Number of rows: Sb lurong dong.

- Chia mét Table thanh hai Table rdi nhau: Di chuyén con tro dén dong mubn
tach sang Table tht 2. Chon tab Layout — nhom Merge— chon biéu tugng

Split Table.

- Thay d6i hudng chit trong bang: Chon cell () can thay doi huéng chir —
chon tab Layout — nhom Alignment — chon Text Direction (c6 3 tuy chon

hudng chir)
FIEE Az
HEE Text Cell
=
= =& Direction Margins
Alignment

SUN

;

:

Hinh 3.46. Nhom Alignment va vi du
- Canh chinh dit liéu trong Cell (6): Chon cell (6) can canh chinh — chon tab

E= =
===

Layout — nhém Alignment — chon vao nhiing biéu tuong =l =l =l tuong

ung
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SUN

NI1S
SUN

Hinh 3.47. Canh déu cell (3)

Trinh bay va dinh dang trong bang (Tab Design)

e Thay dbi cac kiéu dinh dang bang sin c6. Di chuyén con trd chudt dén

hinh 4 miii tén & gbéc trén bén trai ctia bang, dé chon bang.

@
STT Ho tén Dia chi

1 | Nguyén Vin A

2 | Nguyén Vin B

Hinh 3.48. Chon bang

e Chon bang cin thay d6i, chon tab Design — nhom Table Style

Options, chon kiéu bang can thay dbi trong danh sach

Header Row First Column

[ ] Total Row

[ ] Last Column

Banded Rows || Banded Columns

Table Style Options

Table 5tyles

Hinh 3.49. Table Styles

Tao nén va ké khung cho Table

-

Shading

-

e Chon cac cell (6) hodc table, di chuyén con tro chudt dén dau cell (6),

xuat hién hinh mili tén mau den, dé chon cell (6) do.

3

STT

Ho tén

Dia chi

1 B

1Nguyén Vin A

Ngouyén Vin B

Hinh 3.50. Chon cell (6)
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3
]
Shading

e Chon tab Design, nhém Table Style Options, chon biéu tugng -
chon mau nén.

e Chon biéu tugng %" chon dudng vién can ké cho bang.

.2 LAV 2. 1R A 1% pt — v
e Chon biéu tuong deé thay doi ki€u vién, pt

E Pen Color ~

dé chon dd rong vién va ° dé chon mau cho duong vién.

Border
e Chon ki€u vién c0 san trong *¥&~

S
i

Border N ,
e St dung cong cy Panter 3¢ ve truc ti€p lén bang.

bt *J

1%z pt | ——

Border 7 Eorders Border
Styles = siw FEN LoOlOT~ - Painter
Borders Ma

Hinh 3.51. Cac tiy chon chirc nang tab Design

Ngoai ra, chiing ta ciing c6 thé thay d6i khung vién, nén cho bang bang cach,

Borders and Shading (thao tic twong tw muc 2.2.3.2. d. Pinh dang khung va nén
(Borders and Shading))

- Dinh dang Font, Paragraph trong Cell (6) (thao tic tuong tu muc 3.2.3.1.
Dinh dang van ban (Text) va 3.2.3.2. Dinh dang doan (Paragraph).

3.2.3.4.2. Chen hinh d@nh (Picture)

- Cheén hinh tir tap tin hinh anh trén may tinh: Dat con tro tai vi tri mudn chén

hinh.
re

e Chon tab Insert — nhoém lllustrations — chon biéu tuong Pictures
(From File), xuat hién hop thoai, chon duong dan chira hinh dnh (D:\
WORD 2019\Images), chon hinh mudn chén (images3.jpg), nhan niit
Insert.
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EI Insert Picture X
T « WORD 2019 > Images v O Search Images R
Organize v New folder
|| Documents e
4 Downloads
Jﬁ Music
(&= Pictures
B videos images 1 images 2 images 3 images 4
s WINTO (C)
- SUNS (D)
¥ Network
v
File name: limagesE v’ All Pictures v
Tools Cancel

Hinh 3.52. Chon dwong dan chira hinh anh, chén anh

- Chén hinh anh truc tuyén: Dit con tré tai vi tri mudn chén hinh. Chon tab

Insert — nhom lllustrations — chon biéu tuong g* (Online Pictures),
xuét hién hop thoai, c6 3 tiy chon chén anh truc tuyén

Online Pictures ©

£ Search Bing

Powered by |» Bing

~
Je o fo jo
Airplane Animals Apple Autumn
yo £ Jo 0
Background Balloons Baseball Beach
v

& OneDrive

Hinh 3.53. Thu vién anh Online Pictures

- Chén anh tir thu vién anh (nhém theo chu dé) c6 sin trong online pictures:
Chon chu dé can sir dung anh (chon Airplane), xuét hién hop thoai tiép theo,
chon anh can chén, chon Insert.
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Online Pictures © O
€ | O Search Bing ‘

Y

Powered by |» Bing

M Creative Commons only

You are responsible for respecting others’ rights, including Insert (1) Cancel

copyright. Learn more here

-

Hinh 3.54. Thu vién anh Online Pictures — Airplane
Chén anh truc tuyén tir Bing.com: Trong hop tim kiém, nhap vao ndi dung
anh can tim (can tim hinh méo (nhp nodi dung: cat)), xuit hién danh sach
cac anh duoc tim théy, chon anh can chén, chon Insert.

X
Online Pictures © O
<) Ocat X
Powered by |» Bing
Y 4 Creative Commons only
A

You are responsible for respecting others' rights, including ‘ Insert (1) ’ Cancel
copyright. Learn more here

. 7 X = [
%’!"g /'a} gm aﬁ /el a i

Hinh 3.55. Hinh 3.55. wc tuyén tir Bing.com: Trong
Chén anh tryc tuyén tir OneDrive (phai dang nhap tai khoan Microsoft mai
st dung dugc tinh ndng nay): (i) Chon OneDrive, (ii) chon thu muc chua
anh can sir dung (anh phai duoc upload 1én thu muc nay trude), (iii) chon
anh can chén, (iv) chon Insert.
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ing Pictures

Background I

J [

y
ynight e P

Hinh 3.56. Chén dnh truc tuyén tir OneDrive

- Dinh dang hinh anh:

Chon hinh can dinh dang. Chon tab Format (Picture Tools) — nhém Arrange —

chon biéu tugng L (Wrap Text).

ElF‘u:usitin:un*
EWrap Text - EE;; Selection Pane "k~
o Align -
Arrange

Hinh 3.57. Nhdm Arrange

Cé céc tuy chon:

In line with text: Anh ndm dau dong va trén vin ban
Square: Van ban bao khung xung quanh anh

Tight: Van ban udn quanh theo hinh dang ctia anh
Through: Vin ban nam quanh anh

Top and Bottom: Vin ban nam trén va dudi anh
Behind text: Anh nam duéi vin ban

In front of text: Anh nam trén vin ban

Edit Wrap Points: Thay d6i hinh dang, vi tri vin ban quanh anh

72



In Line with Text
Square

Tight

Through

Top and Bottom
Behind Text

In Front of Text

[TV T

T More Layout Options...

Set as Default Layout

Hinh 3.58. Cac tity chon chirc nang Wrap Text
Sao chép hinh anh: Chon hinh anh can sao chép, nhép phai chudt, chon
Copy (Ctrl+C), chon vi tri chira anh sao chép, chon Paste (Ctrl+V). Hoac
chon va nhan giit chudt trai vao hinh can sao chép, dong thoi giit phim Ctrl,
di chuyén sang vi tri méi chira anh sao chép, nha chudt trai trong khi van
gitr Ctrl.

Hinh 3.59. Sao chép hinh anh (Nguon: Anh chup)

Di chuyén hinh 4nh trén van ban: Chon hinh anh can di chuyén, nhan giit
chudt trai, sau d6 di chuyén chudt dén vi tri can thiét. Hodc chon hinh anh
can di chuyén, Nhép phai chuét, chon Copy (Ctrl+X), chon vi tri chira anh,
chon Paste (Ctrl+V).

Thay d6i kich thudc anh: Chon anh can thay doi kich thudc, xung quanh anh
xuat hién 8 diém, chon vao 1 trong 8 diém do6 dé thay doi kich thudc anh.
Pé ti 1¢ anh khong bi bién dang sau khi thay ddi, chiing ta c6 thé chon vao 4
diém & 4 goc cua hinh anh
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Hinh 3.60. Thay déi kich thuéc dnh
Xéa hinh anh: Dé x6a anh, chon anh can x6a, bAm phim Delete
Tao cac hi¢u img cho hinh anh

e Chon anh

3 ,\':)
(
¢

O-
3 C
"
o, i
w
-
y \ ',’
8
9,

) {)- O

Hinh 3.61. Anh minh hoa

e Chon tab Format (Picture Tools) — chon nhém Adjust — Artistic
Effects, xuét hién hop thoai, chon kiéu chung ta can

"}/ Artistic Effects Options.,.,

Hinh 3.62. Hop thoai Artistic Effects
e Thay ddi kiéu anh:
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» Chon cac kiéu anh khéc trong nhém Picture Styles, chon vao biéu
tugng mo rong

Picture Styles

Hinh 3.63. Tuy chon khac trong nhém Picture

» Xuit hién hop thoai, chon kiéu chung ta can

il || | gl ]
DE@-E;
FEE DR

=

u?;.: -

Hinh 3.64. Hop thoai Quick Styles
= Va duoc két qua

Hinh 3.65. Hinh anh sau khi ap dung Style
- Cét hinh anh:

e Chon anh — chon tab Format (Picture Tools) — chon nhom Size —

=i
@l (Crop), c6 cac tuy chon
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H Crop

[} CroptoShape »
Aspect Ratio  »

s Fill

lali  Fit

Hinh 3.66. Tuy chon chirc nang Crop

e Cit anh ty do: Chon Crop

Hinh 3.67. Vi du minh hea chizc nang Crop
e Cit anh theo Shape: Chon Crop to Shape — Chon dang Shape

Q < 3 a®)

Hinh 3.68. Vi du minh hoa chitc nang Crop to Shape

e (it anh theo ti 1&: Chon Aspect Ratio — chon ti 1¢ twong tmg
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#| Crop
&Y Cropto Shape »

Aspect Ratioc »  Sguare
o Fill 11
Tal Fit Portrait

[[g%]
Lid

L

[[¥K]
L

=~
LA

Landscape

| [T WS Lid
[N I VS T

L

—_t
(=]
[r=}

1610

Hinh 3.69. Tuy chon chirc nang Aspect Ratio

Hinh 3.70. Vi du minh hoa chirc nang Aspect Ratio
e Chen Icons:
Dat con tro tai vi tri mudn Icon. Chon tab Insert — nhém lllustrations —

chon biéu tuong £ (Icons), xuét hién hop thoai, chon danh muc céac Icons
bén trai (i), chon icons can chén (ii), chon Insert (iii).
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>
Insert Icons @ © ©
[ Pecple | People @ A
Technology and electronics - . ® . .s .o
Communication T * L] m L N W
LN MR TN T NN S
- L ] [ ] L ] .&

Commerce M ﬂ‘ .ﬁ' 'ﬁ‘] E‘J\ ' ;Irj
Education
Arts
Calebration Technology and electronics
Faces = R = O D ] If;l*’—;‘* iEI'.“ ‘FE“
Signs and symbaols -
Arrows o I|=-| _-_ 4 E w % == @ v
Imkmrfrmn -—m am™ - tu — -9

ONEE o

Hinh 3.71. Insert Icons
Két qua:
®_©O

Hinh 3.72. Icons dwoc chen

e Chén hinh anh mdé hinh 3D (Tinh nang nay chi c¢6 trén Microsoft
Office Professional Plus 2019):

Dt con trd tai vi tri mudn chén hinh. Chon tab Insert — nhém Illustrations
—> chon biéu tuong @ (3D Models), xudt hién hop thoai, c6 2 tuy chon

€A FromaFile..
E:% From Online Sources...

Hinh 3.73. Tuy chon 3D Models
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e Chen anh 3D tir may tinh:

= Chon From a File — xuét hién hop thoai, chon dudng din chira file
can chén.

Bl insert 3D Model X
- ~ A <« WORD 2019 » 3D Models v | Search 3D Models 2
Organize v Mew folder ==~ [H 0
D Music "~ Name Date modified Type
&= Pictures "} 1book 12/09/2018 455 AM 3D Object
B videos B BOXMAN VIW 16/10/2018 10:29 .. 3D Object
., WINTO (C) | 'l CatMac | 30/08/2017 12:40 ... 3D Object
. SUNS (D) | rE male 18/08/2018 7:43 AM 3D Object
'} Residential+house+BP 26/10/2018 3:09 PM 3D Object
[_j' Metwork
W >
File name: | CatMac ~| | AlI3D Models v
Tools = | Cancel

Hinh 3.74. Hgp thoai chén file 3D tir may tinh
= Két qua

O
(o}
O

O O

‘o)
Hinh 3.75. Hinh dwoc chon (Nguon: https://www.cgtrader.com)
e Chén anh 3D online

= Chon From Online Sources — xuét hién hop thoai, chon nhom hinh
3D can cheén.

Oonline 30 Models =
Powered by gf Remix 3D

-

Stickers Animals Dinossurs

Electronics and
Avatars Celebvations 5 Microsaft Products
Gadgets

v

Hinh 3.76. Online 3D Models
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= Chon nhém 3D Animals, chon hinh can chén, chon Insert

Powared l:~,-“:§ﬂamxr 3D

L e 48N
A i A

You are responsibly for respecting athers’ nghts including Insert (1) Cancel
copyright Learn more here

Hinh 3.77. Online 3D Models - Animals
= Kétqua

O

Hinh 3.78. Anh duwoc chén

Hinh 3.79. 3D Model Views

e Hiéu chinh anh 3D: Chon anh can hiéu chinh — tab Format (3D
Model Tools) — nhom 3D Model Views, chon kiéu can st dung.
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e Xoay, lat doi tugng: Chon anh, chon vao biéu tuong g gitta anh,
gitt chudt trai va thuc hién di chuyén chudt dé dugc hinh anh nhu v
mudn.

Hinh 3.80. Xoay, ldr déi tiong
3.2.3.4.3. Chen cha ngh¢ thugt (WordArt)

- Tao chir nghé thuat

e Chon tab Insert — nhém Text — chon biéu tuong 4 (Insert WordAurt)

AAAAA
A A A A
A A A A E

Hinh 3.81. Hop thoai tity chon kiéu chit WordArt

e Chon kiéu chix chung ta can st dung, xuat hién textbox bén dudi

ff
o : (0]

Your text here.

Ot msQ )

Hinh 3.82. Hop thoai tao néi dung chir
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e Nhép vao ndi dung chir

T

o

o)

0O
A

Hinh 3.83. Néi dung chir can sir dung

- Dinh dang vién, nén cho céc kiéu chix

e Chon chit can dinh dang, chon tab Format (Drawing Tools) — chon
nhom Shape Styles, chon vao nit mé rdng nhu hinh dudi

H) [=

i

Yoy

Abc

1

-

:

Shape 5tyles

<% Shape Fill -
L# Shape Outline -
L4 Shape Effects -

P

Hinh 3.84. Cac tuy chon cua nhém Shape Styles

e Xuat hi¢n danh sach cac mau c6 san, chon céc ki€u khung, nén c6 san

Theme Styles

Abc

| ,'v-_,:

Abc Abc
Abc Abc
Presets

Abc

D006

CAGCe R C6e

Qther Theme Fills

—

Abc

B0

)

g

[

Abc

B
D006
0006

g

All~

-~

Abc Abc

—_—

_

-

Hinh 3.85. Cdc mau khung, nén cho chit WordArt
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e Chon Other Theme Fills, ¢ chon thém céc hiéu tmg kiéu nén khéc.

Hinh 3.86. Cdc hiéu irng nén
e Nhitng chiic nang khac trong nhom Shape Styles
= Shape Fill: Chon kiéu nén
= Shape Outline: Chon kiéu vién

= Shape Effects: Chon kiéu hiéu tng chit khac

|: Preset r
E Shadow ¢
E Reflection ¢
E Glow ¢

Soft Edges '
[ Beves >

|hj 3-D Rotation

Hinh 3.87. Hop thoai tuy chon chirc nang Shape Effects
- Doi kiéu chir:

e Chon chir cin thay ddi
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CC“‘}

MOLISA.

Hinh 3.88. Kiéu chit truéc khi thay doi
e Chon tab Format (Drawing Tools) — chon nhom WordArt Styles,

chon vao biéu tuong “ dé mo rong danh séach chir.

v

- vy
A A A =

Ha-

WordArt Styles e
Hinh 3.89. Cac tiy chon cua nhom WordArt Styles

e Man hinh xuét hién danh sach cac mau c6 sin, chon kiéu chit chung ta
mudn 4p dung.

A A A A A
A A A A
A A A A A

Hinh 3.90. Hgp thoai tly chon kiéu chi can thay doi
e Chung ta dugc két qua:

e}
7

MOLISA +IMOILISA

'
7

o—O0—0

Hinh 3.91. Kiéu chir sau khi thay doi

84



Dinh dang kiéu chit:

e Chon chit, chon tab Format — chon nhém WordArt Styles — chon
biéu twong £ (Text Effects)

Av

A A A &

“[A&-

WordArt Styles 5

Hinh 3.92. Cdc tiy chon ciia nhém WordArt Styles/ Text Effects
e Xuit hién menu tiy chon cac chiic ning nhu sau

JQ\_ Shadow ¥
_L—_ Reflection *
JA\ Glow '
jé\ Bevel »

JA 3-D Rotation "

dbc, Transform °*

Hinh 3.93. Menu tuy chon cac chize nang chir nghé thugt

e Shadow: Tao bong chit

A\ Shatow ,
A Oyites

Pronpes the

-~ MOLISA

Hinh 3.94. Hégp thoai chize nang Shadow
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e Reflection: Tao chit phan chiéu

/~\ Shadow * i
e No Reflection
Reflection
A Gow
7 Reflection Variations
#“.\ Bevel »
7\
iy 3-D Rotation '
>

dbc, Transform

MOLISA

Hinh 3.95. Hop thoai chirc nang Reflection

[] Reflection Options...

e Glow: hi€u ung chir phat sdng

.‘ /A Shadow

A s
;_”‘r\\_ Reflection *

y No Glow
Glow »
=
/A »
/~\ Bevel
\ e Glow Variations

,"'L % : »
n 3-D Rotation

db(, Transform '

va? More Glow Colors »
(0 Glow Options...

Hinh 3.96. Hop thoai chitc nang Glow

e Bevel: hiu ung vién va bé mat noi
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N
,_,A_.\ Shadow ¥ 1

/8 NP
{ Reflection
A Glow 4

No Bevel

B

/A\ 3-DRotation * | M |

N =[S
= [ps
2ac

LEoL

o oo MOLISA

Hinh 3.97. Hop thoai chirc nang Bevel
e 3-D Rotation: hi¢u ing chit 3-D

Z,é\ Shadow * | No Rotation {

I
/~\ Reflection *
P
A Glow » arallel
o
/A
(/,L‘-\\ Bevel 4 l l \/

EEEe
N B N
C A

N _J MOLIS A

&/ 3-D Rotation Optlon

Hinh 3.98. Hop thoai chitc nang 3-D Rotation

e Transform: Tao ki€u chitr uén cong
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/a\
=\

/2
A
¥ Y

~ake

Shadow >

Reflection > e
abcde

Glow >

Bevel » | abcde

3-D Rotation * "
%

Transform »
abcde
abcde
abcde
abcde
abcde
apcde

abcde

abcde

2bcae

abcde

abede

abcde
ZO0%

abcde

D%

—);)c ‘:\\7
abcde
abcde

abede

abcde

abcde
abcde

=~ MOL

Hinh 3.99. Hop thoai chitc nang Transform
3.2.3.4.4. Chen ky tw ddc biét

Chon tab Insert — nhém Symbols — chon Symbol, chon ky tur muén chén

£

™M o+ & o= oz

p
Q

£

=

T

More Symbols...

¥ 9 @

BT o

Q7 ©

Hinh 3.100. Symbols

e Néu mudn chon kiéu ky tu khac, chon More Symbols..., xuét hién hop

thoai, trong muc Font: chon Symbol, Wingdings ...

88



Symbol ? x
Symbols  Spedal Characters
Font: |Symbaol
2 ~
sy =]+, =11/
Wingdings 3 7 8 9 . N < | =| > r)
Yu Gothic
= |Yu Gothic Light “ICHITISIKIAIMNIO
nelpiz|t|y|clelzlw|z|[].]1]L] .
Recently used symbols:
elel¥|o|@mx]2]<|=]+]x|o|ula|p
Symbal: 32 Character code: |32 from: | Symbol (decimal) |~
AutoCorrect. .. ShortcutKey... | Shortcut key:
A

Hinh 3.101. Hdp thoai Symbol

e Chon ky tu can chén roi nhn nat Insert hodc Nhap dap chudt vao ky
tu can chén.

3.2.3.4.5. Chén doi twong Shapes
- Chen Shapes

e Chon tab Insert — nhém Illustrations — chon biéu twong %’
(Shapes), sau d6 chon ddi twong can chén

Recently Used Shapes -
E~NOOOALLed G
IR TANE SN ¢

Lines
NSNS TLL NG %

Rectangles
O ) o o

Basic Shapes
EOAMNITLASOOOE®®
@todarkhy o gn
(H[@ISISINIGIVE Fe N (Wi
OO0

Block Arrows
PRI OTHELEPRIS
€ dVvnpDD»[RE G
oA

Equation Shapes
=R =g

Flowchart
OC</OoolUa=ocay
oUAard®d X ¢ AVAD
Qs o

Stars and Banners
BRSANDOREHHS
ok TF ok 2R [T 0[]

Callouts
(A Q00 8. 000 A% AL g3 40 Al

E") Mew Drawing Canvas

Hinh 3.102. Cdc tity chon doi twong Shapes
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e Két qua ddi tugng dugc chén

Hinh 3.103. Shape dwoc chon
- Thay d6i cac dinh dang Shapes

e Chon ddi tuong can thay d6i, chon tab Format (Drawing Tools) —
nhom Shape Styles — chon biéu trgng mé rong =

- Z2ShapeFill -
Abc ﬁ ﬂ - Eihapeﬂutline*
~ | O Shape Effects -

Shape Styles |
Hinh 3.104. Nhom Shape Styles

e Xuit hién danh sach cic mau c6 sin, chon kiéu chung ta mudn ap dung
(cdc kiéu nay da trinh bay cu thé trong muc 2.2.3.4.3. Chén chit nghé
thudt (WordArt)). Ta duoc két qua.

! 7

Hinh 3.105. Ap dung Shape Styles
e Chung ta ciing c6 thé chon Shape Fill (thay doi nén), Shape Outline
(thay d6i vién) va chon Shape Effects (thay d6i cac kiéu khac cho
Shape).
- Pua ndi dung vin ban vao Shape: Chon Shape, Right Nhap chudt (nhap
phai chudt), chon Add Text. Nhap ndi dung.
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THIS WAY

Hinh 3.106. Dua text vao shape
- Thay ddi shape: Chon d6i twong mudn thay ddi, chon tab Format (Drawing
Tools) — nhém Insert Shapes — chon vao biéu twong Edit Shape — chon
Change Shape — chon hinh muén thay doi.

HEREY . 2 |

Hinh 3.107. Thay déi shape
- Bién doi shape: Mbi d6i tuong shape chén vao vin ban déu c6 mot diém
mau vang, di chuyén diém nay s& tao ra nhirng hinh v& khac.

oo\,
\/”

Hinh 3.108. Bién doi shape
- Xoay va lat doi tuong

e Chon va gilr chu(t trai vao hinh tron mau xanh trén doi tugng can xoay
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TN
\—/

Hinh 3.109. Chon déi tirong can xoay

e Di chuyén chudt theo hudng can xoay d6i tuong, ta dugc két qua

=
\—/

Hinh 3.110. Péi tugng sau khi xoay

e Chung ta c6 thé chon vao 1 trong 8 biéu twong xung quanh shape va 14t

dbi tuong.

e Hoic co thé xoay va l1at dbi tuong bang chirc ning Rotate: Chon ddi

tuong, chon tab Format (Drawing Tools) — chon biéu tuwong
(Rotate), cO céc tuy chon

“k Rotate Right 90°
A" Rotate Left 90°
= Flip Vertical

Al Flip Horizontal

H More Rotation Options...

Hinh 3.111. Cdc tuy chon chirc nang Rotate
e Rotate Right 90%: Quay dbi twong goc 900 bén phai
o Rotate Left 90°: Quay d6i tugng goc 900 bén trai
e Flip Vertical: Lat d6i tuong theo chiéu ngang

e Flip Horizontal: Lat doi tugng theo chiéu doc

“k
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e Tinh niang nay sir dung t6t nhit trong truong hop mudn 1at mot ddi
tugng d6i ximg
’ : >
, I

|

Hinh 3.112. Flip Horizontal

- Thay d6i vi tri hién thi gitra cac d6i twong va vin ban
e Chon dbi tuong, chon tab Format (Drawing Tools) — nhdom Arrange
—> chon biéu twong ! (Bring Forward) va O (Send Backward)

.1 Bring Forward  ~ 01 Send Backward -
.1 bBring Forward O Send Backward

™, Bring to Front DL Send to Back

L_'... Bring in Front of Text |:_|_|. Send Behind Text

Hinh 3.113. Cdc tity chon chirc nang Bring Forward, Send Backward
e Bring Forward: Pua dbi twong phia sau ra phia trudc
e Bring to Front: Pua 1én trén cac d6i twong khac
e Bring in Front of Text: Pua d6i twong ndm trén vin ban
e Send Backward: Dua d6i tuong phia truée ra phia sau
e Send to Back: Dua ra sau cac d6i tuong khac

e Send Behind Text: Pua d6i twong ndm phia sau vin ban

o

) X 4
. T .|

Hinh 3.114. Tinh nang Send Backward
- Nhoém nhiéu ddi twong thanh moét: Chon cac dbi twong (giit phim Shift khi
chon timg ddi twong), chon tab Format (Drawing Tools) — nhém Arrange
— chon Group (hodc nhép phai chudt 1én cac ddi tuong duoc chon, chon
Group — Group).

- B0 nhoém cac ddi twong dd gom nhém: Chon ddi tugng, chon tab Format
(Drawing Tools) — nhém Arrange — chon Ungroup (hodc nhip chudt
chudt phai, chon Group — Ungroup)
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3.2.3.5. Hop van ban (Text Box)

- Tao Text Box moi

e Chon tab Insert - nhém Text — chon biéu tuong (Text Box) —
chon Draw Text Box

Built-in -
' e N .
Simple Text Box Austin Cuote Austin Sidebar
-
Banded Cuote Banded Sidebar Facet Quote -
@ More Text Boxes from Office.com b
Draw Text Box

Hinh 3.115. Tuy chon Text Box

e Di chuyén chudt dén vi tri can dat Text Box, gilr chudt trai va vé Text
Box, sau d6 nhap noi dung vao Text Box.

m) O NGUYEN VAN A

ot

Hinh 3.116. Vé va nhdp ngi dung Text Box
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- St dung Text Box tir thu vién c6 sian

e Chon tab Insert - nhém Text — chon biéu tuong (Text Box) —
xuat hién thu vién cac Text Box, chon mau can ding (Austin Quote)

Built-in -
— |
Simple Text Box Austin Cuote Austin Sidebar
g
Banded Cluote Banded Sidebar Facet Quote -
@ Maore Text Boxes from Office.com k

Draw Text Box

Hinh 3.117. Chon mau Text Box Austin Quote

e Sau khi chon mau can st dung trong thu vién, Xuét hién Text Box nhu
mau da chon.

o O Q

[Grab your reader’s attention with a great quote
from the document or use this space to emphasize a
key point. To place this text box anywhere on the
page, just drag it.]

o] ] ')

Hinh 3.118. Mdu Text Box trong thir vién
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e Nhép vao ndi dung Text Box

NGUYEN VAN A

Hinh 3.119. Ngi dung Text Box

- Dinh dang Text Box: Chon text box can dinh dang — chon tab Format—
nhém Shape Styles

e Tao nén Text Box: Chon @ (Shape Fill), xuat hién céc tiiy chon

Theme Colors

Standard Colors

HE EEEER
Mo Fill

wy More Fill Colors...

Picture...

[l Gradient b

Texture k

Hinh 3.120. Shape Fill

e Chon mau nén: Chon mau nén trong Theme Color/ Standard Colors/
More Outline Colors

MOLISA | = | MOLISA

e Khoéng chon mau nén: Chon No Fill

MOLISA | = | MOLISA

e Chon nén 1a hinh anh: Chon Picture, chon anh can chén

MOLISA
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e Nén la hi¢u img t6 mau chuyén siac: Chon Gradient, chon ki€u

MOLISA | = | MOLISA

e Nén la Texture: Chon Texture, chon kiéu

MOLISA | =% | MOLISA

q

Tao vién Text Box: Chon 2 (Shape Outline), xuét hién cac tuy chon

Theme Colors

Standard Colors

HE EEEEN
Mo Outline

vy More Qutline Colors...

Hinh 3.121. Shape Outline

e Chon mau vién: Chon mau vién trong Theme Color/ Standard Colors/
More Outline Colors

MOLISA | = | MOLISA

e Khong chon vién: Chon No Outline

MOLISA | = MOLISA

e Thay doi d6 rong vién: Chon Weight

MOLISA | = | MOLISA
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e Thay ddi kiéu vién: Chon Dashes

Luu Text Box

MOLISA | = MOLISA

e Thuc hién tao Text Box, chon Text Box vira tao — chon tab Insert—

nhom Text — chon biéu tuong A (Text Box)

)
% MOLISA %
Hinh 3.122. Text Box can heu
e Chon Save Selection to Text Box Gallery

: Draw Text Box
|f_'H Save Selection to Text Box Gallery

Hinh 3.723. Luu Text Box

Xuét hién hop thoai “Create New Building Block™, dat tén vao muc Name

(MOLISA), chon OK.

Create Mew Building Block

Mame: MOLISA
Gallery: Text Boxes

Category: General

SUMN NGUYEM
Description:
Save im: Building Blocks
Options: Insert content only

QK

X

Cancel

Hinh 3.124. H¢p thoai Create New Building Block
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Két qua trong thu vién da c6 Text Box chung ta vira tao

General

MOLISA -
@ More Text Boxes from Office.com
Diraw Text Box

Hinh 3.125. Text Box vira tao da hién thi trong thuw vién

3.2.3.6. Tao tiéu dé trang (Header & Footer)

- Tao tiéu dé dau trang

=

e Chon tab Insert — nhoém Header & Footer — chon biéu tuong =
(Header), chon mau trong danh sach c6 san, hodc chon Edit Header.

ol

Built-in
Blank

[Type heer|

Blank (Three Columns)

[Type ham| [ Typm hanrm] IType heen|

@ More Headers from Office.com b
'] Edit Header

|_=;'.; Eemowe Header

Hinh 3.126. Tao mdi Header
e Nhiap vao ndi dung Header can tao, co thé tao thém vién dé d& phan
biét gitra ndi dung van ban va Header.
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3-|-2-|-1-|-§-|-1-|-2-|-3-|-4-|-5-|-6-|-?-|-E_-|_|-'5'-|-1C--|-11-|-12-|-13-|-14-|-15-|-a-_h-1?-|-

Microsoft Word 2019
[Heager ]
Hinh 3.127. Ngi dung header
- Tao tiéu dé cudi trang
e Chon tab Insert — nhém Header & Footer — chon biéu tuong E
(Footer), chon mau trong danh séach co san, hodc chon Edit Footer.
Built-in -
Blank
[Type here]
Blank (Three Columns)
[Type ham] [ Tygm bhmrm] [type heer|
IE:,. More Footers from Office.com 3
I [ Edit Footer I
|_:SL; Bemove Footer
Hinh 3.128. Tao mdi Footer
e Nhap vao ndi dung Footer can tao, co thé tao thém vién dé dé phan biét
gitra ndi dung van ban va Footer.
Fayater Setian 1.

Nguyén Vin A

Hinh 3.129. Ngi dung Footer
- Thém sb trang vao Footer (chén véo vi tri dit con tro)
e Pit con tro tai vi tri Footer can chén so trang, chon tab Design (Header

& Footer Tools) — nhém Header & Footer — chon biéu tuong ﬂ
(Page Number), xuat hién cic tily chon

B Top of Page »
: [#] Bottom of Page ]
k] Page Margins 3
El Current Position 3

EhEl Eormat Page Numbers...
ESL; Bemove Page Mumbers
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Hinh 3.130. Tuy chon Page Number
e Top of Page: Chen phia trén cua trang (Header)

e Bottom of Page: Chén phia dudi cua trang (Footer)
e Page Margins: Chén vio 1¢ trai ctia trang
e Current Position: Chén vao con tro hién tai

e Chon Current Position, xuat hién danh sach cac tuy chon, chon Plain
Number

Simple =
Plain Number

Page X
Accent Bar 1

1|Papge

Accent Bar 2

Hinh 3.131. Tuy chon Current Position

e Két qua, s trang dugc chén vao goc bén phai Footer.

N gu}fén Win A Tra ngm

Hinh 3.132. Cheén s6 trang
- Thay d6i ndi dung Header & Footer

e Chon tab Insert — nhém Header & Footer — chon biéu tuong j

Header hoac ; Footer, chon Edit Header hoac Edit Footer, chon vao
ndi dung can hiéu chinh, nhap nodi dung can chinh stra.

- XoOa Header & Footer

e Chon tab Insert — nhém Header & Footer — chon biéu tugng j

Header hoac Q Footer, chon Remove Header hoac Remove Footer.
- Tao Header & Footer khac nhau
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e Chung ta mubn tao Header & Footer trang 2 khac trang 1. Tién hanh
nhu sau.

e Dit con tré tai cudi trang 1.

e Chon tab Layout — nhoém Page Setup. Chon Breaks va chon Next
Page

Page Breaks

Page |
Mark the point at which one page ends
and the next page begins. |

-

gl

Column

Indicate that the text following the column I
break will begin in the next column.

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

Section Breaks

HNext Page

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

-

WAl

Continuous

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

H

Even Page

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

ulll

-
|
=
|

gl

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

v
[
i

Hinh 3.133. Page Breaks

e Bay gid con tré dd ndm sang trang 2 (trang can tao Header khac trang
1)

e Chon tab Insert — nhdm Header & Footer — chon Header hay Footer
— chon Edit Header hoac Edit Footer.

e Trén tab Header & Footer, nhom Navigation, nhan “Link to Previous”
dé bo lién két dén trang 1.

Header & Footer Tools

Mailings Review View Help Design Q Tell me what you want to do
[E14 Previous [] Different First Page i+ Header from Top: |1.27 cm
6o to [ Mext [ Different Odd & Even Pages "'t Footer from Botterm: |1.27cm =
Footer Show Document Text Insert Alignment Tab
Mavigation Options Pasition
g 1 2 3 4 5 [ 7 : 9 10 11 12 13 14 15 o 1
Nguyén Vin B
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Hinh 3.133. Bo chon Link to Previous

e Sau do6 nhap ndi1 dung Header khac.

Header & Footer Tools

Mailings Review View Help Design Q Tell me what you want to do
[Z14 Previous [[] Different First Page o+ Header from Top: | 1.27 em z
G [Eip Mext [] Different Odd & Even Pages "t Footer from Bottomn: | 1.27 cm s
oto )

: Footer :"-' Link to Previous Show Document Text Insert Alignment Tab

Mavigation Cptions Paosition
g 1 2 3 4 5 [ 7 8 9 10 11 12 13 14 15 a 1

Nguyén Vin C

Hinh 3.134. Thay déi Header khdc

- Pé tao Footer khac nhau, thao tac tuong tu nhu Header

e Thay d6i dinh dang sb trang: Chon Header hodc Footer chira s trang
can thay d6i. Chon tab Design (Header & Footer Tools) — nhém
Header & Footer — Page Number — Format Page Numbers, xuit hién
hop thoai

Page Mumber Format ? x

Mumber format:

[ indude chap -:E '

a b, o ..
Chapter startiy B C, ...

Use separator? = ITYETEn]

Examples: 1-1, 1-A

Page numbering
@ Continue from previous section

() Start at: 5

cance

Hinh 3.135. Hop thogi Page Number Format
e Number format: Chon dang s6 hoic ky tu can thay doi
e Include chapter number: S trang duogc kém véi s6 chuong

e Continue from previous section: S trang dugc tiép ndi vdi section
trudc do

e Start at: Khai bao s trang bat dau tir gia tri dugc chi dinh.
3.2.4. In van ban
- Thiét 1ap kho gidy

e Chon tab Layout — nhém Page Setup, chon biéu tugng mo rong
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@ I-_ﬁ IE 'ﬁ Breaks -

; ) ) i [ Line Numbers -
Margins Orientation Size Columns
= > > - bt Hyphenation -
Page Setup ﬂ

Hinh 3.136. Chon biéu tiwgng mo réng Page Setup

e Xuit hién hop thoai, chon tab Paper, trong muc Paper size chon khé
gidy A5, A4, A3... tuy thudc vao may in, chung ta s& thiét 1ap kho gidy
cho phu hop, thong thuong cac may in vin phong st dung khod gidy
A4,

Page Setup ? x

Margins | | Layout

Paper size:

<

A4

Width: |21cm

4F 4}

Height: [29.7 cm

Paper source

First page: Other pages:

Main Paper Tray Main Paper Tray

Preview

Apply to: | This section e Print Options...

Set As Default Cancel

Hinh 3.137. Tab Paper

e Thiét lap 1& gidy va hudng gidy: Chon tab Margins
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Page Setup 7 X
Paper Layout
Margins
Top: 2cm = Bottom: 2am =
Left: 3cm = Right: 2am =
Gutter: 0cm = Gutter position: Left e
Qrientation
Portrait Landscape
Pages
Multiple pages: MNarmal w
Preview
Apply to: | This section ~
Set As Default Cancel

Hinh 3.138. Tab Margins

e Margins
Top: L& trén
Bottom: Lé& duéi
Left: Lé trai
Right: Lé phai

Gutter: Bé rong phan gay tai liéu

Gutter Position: Vi tri dat gay tai liéu

e Orientation: X4c dinh huéng giay

Portrait: Doc

Landscape: Ngang

In 4n tai liéu: Chon tab File — Print (Ctrl + P), xuat hién hop thoai
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Print

—

Print

Copies: 1

LR

Printer i

L}.,_‘-g HF Lazerlet Profeszional P1... .
Ready

Printer Properties
Settings
% Print All Pages
4 Print the entire document

Pages: g

Print One Sided .
Only print on one side of th..

Collated .

123 123 123

- Partrait Orientation -

d Ad .
210 mm x 296.98 mm

| Custem Margins -

1 Page Per Sheet -

Page Setup

vt Sy Vmn g ToEE S e M T3 EE

i e e G

= i e e e e b s e e

B LT o 1l

Trde mrgeng o e deng (b 200t
Chi vpaChire v
B aDom v
'l Ry i i g Bing S I Skl gl ka ol
il e 10 gl 4 theing 10 il S0
24a b 11 trundresg B - Trundng ol e SUK
Rl b o i Bl
AN
=
=
Trini Khdeh Cink

~lm G4 s b meez C 0 Teah & Maen B st b mees
Ir— Gk e

TraaemR T Traezat

4 35 of56 Pk

2% (=OL———

Hinh 3.139. Cdc tuy chon chirc nang Print

e Copies: chon s6 ban can in

e Printer: chon tén mdy in (n€u c6 tir 2 may in trd 1€n)

e Settings:

Print All Pages: In toan bg van ban

Print Selection: In van ban dugc chon

Print Current Page: In trang hién dang chon

Print Custom Range: In mgt vung trong van ban

Only Print Odd Pages: In trang 1¢

Only Print Even Pages: In trang chin

Page: Nhép sd trang can in
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Collated: In sip xép theo b (chi 4p dung néu in tir 2 ban trd 1én)
Uncollated: In khong sip xép theo bo (chi ap dung néu in tir 2 ban tré 1én)

Portrait Orientation: Chon hudng gidy (Portrait Orientation (doc), Landscape
Orientation (ngang)

Chon trang gidy in: A3, A4, A5...

Chon 18 trang in: Chon cac kiéu 1& duoc thiét lap sin

In nhiéu trang trén 1 trang gidy: 1 Page Per Sheet (in 1 trang), 2 Pages Per
Sheet (in 2 trang vao 1 trang), 4 Pages Per Sheet (in 4 trang vao 1 trang), 6

Pages Per Sheet (in 6 trang vao 1 trang), 8 Pages Per Sheet (in 8 trang vao 1
trang), 16 Pages Per Sheet (in 16 trang vao 1 trang).

i\
|

= (Print): thuc hién in

ﬂ CAC PIEM CHINH

- DPinh dang van ban: Text, Paragraph, Bullets, Numbering, Tab, Borders and
Shading, Style.

- Chén céc dbi tuong vao van ban: Table, Picture, WordArt, Symbol, Shapes.

- Tao Header & Footer, Textbox.

@z CAUHOIONTAP

Cau 1: Trong Microsoft Word 2019, sir dung té6 hep phim nao dé déng mét tap
tin dang mé?

A. Ctrl+F4
B. Shift+F4
C. Alt+F4

D. Ctrl + Shift + F4

Cau 2: Trong Microsoft Word 2019, sir dung t6 hop phim nao dé thoat khéi
chwong trinh?

E. Ctrl+F4

F. Shift+ F4

G. Alt+F4

H. Ctrl + Shift + F4
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Céu 3: Tap tin nao dwéi day dwoc tao ra tir Microsoft Word 20197

I.  Quyetdinh.doc

J. Quyetdinh.docx

K.  Quyetdinh.XLS

L. Ca A vaB déu ding

Cau 4: Trong Microsoft Word 2019, sir dung té6 hep phim nio dé lwu tap tin?

M. Ctrl+0O
N. Ctrl+A
O. Shift+S
P. Ctrl+S

Cau 5: Trong Microsoft Word 2019, sir dung phim nio dé lwu tap tin véi tén
khac?

Q. F2
R. F5

S. F10
T. F12

Cau 6: Trong Microsoft Word 2019, sir dung té hop phim nao dé mé tap tin di c6
trong may?

U. Ctrl+0

V. Ctrl+A

W. Shift+S

X. Ctrl+S

Cau 7: Trong Microsoft Word 2019, sir dung té hep phim nao dé tao mét tap tin
mai?

Y. Ctrl+0O

Z. Ctrl+A

AA. Ctrl + N

BB. Ctrl +S

Cau 8: Trong Microsoft Word 2019, dé luu tip tin vanbanl.docx dang mé thanh
tap tin vanban2.docx, thwc hién nhw thé nao?

CC. Vao File\Save

108



DD. ao File \Save As

EE. Nhéap chudt vao biéu tuong Save (dia) trén thanh Quick Access Toolbar (Thanh
truy cap nhanh)

FF. Bam té hop phim Ctrl + S

Cau 9: Trong Microsoft Word 2019, dé sao chép dinh dang vin ban, thuc hién
nhw thé nao?

GG. Bam vao biéu tugng Copy trén thanh céng cu Home

HH. Bam vao biéu twong Format Painter trén thanh cong cu Home

Il.  Vao Edit\Copy

JJ. Bam t6 hop phim Ctrl + C

Cau 10: Trong Microsoft Word 2019, sir dung té hop phim nao dé canh doan viin
ban vao giira dong?

KK. Ctrl + Shift + L

LL. Ctrl+R

MM. Ctrl + Alt +J

NN. Ctrl + E

Cau 11: Trong Microsoft Word 2019, sir dung té hop phim nao dé canh doan viin
ban thang 1@ trai?

OO0. Ctrl+L

PP. Ctrl+R

QQ. Ctrl +Alt +J

RR. Ctrl+E

Cau 12: Trong Microsoft Word 2019, sir dung té6 hop phim nao dé canh doan viin
ban thing déu hai bén [&?

SS. Ctrl + Shift + L

TT. Ctrl +R

Uu. Ctrl +1J

VV. Ctrl + E

Cau 13: Khi soan thao bang Microsoft Word 2019, sir dung to hgp phim nao dé
canh doan vin ban thang I& phai?

WW.Ctrl + Shift + L

XX. Ctrl + R
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YY. Ctrl +Alt +J

ZZ. Ctrl+E

Cau 14: Trong Microsoft Word 2019, sit dung té6 hop phim nao dé chén ngay
thang hién tai vao vian ban?

AAA. Ctrl + Shift+ T

BBB. Alt + Shift + D

CCC. Ctrl + Shift+D

DDD. Ctrl + Alt+ N

Cau 15: Trong Microsoft Word 2019, sir dung té6 hop phim nao dé chén thoi gian
hién tai vao van ban?

EEE.Ctrl + Shift + T

FFF. Alt + Shift + T

GGG. Ctrl + Shift + D

HHH. Ctrl + Alt + G

Cau 16: Trong Microsoft Word 2019, dé chén tiéu dé vao diu trang viin ban, thuc
hién nhw thé nao?

[1l. Home\Header

JJJ. Insert\Header

KKK. Home\Footer

LLL. Insert\Footer

Cau 17: Trong Microsoft Word 2019, dé chén tiéu dé vao cudi trang vin ban,
thuc hién nhw thé nao?

MMM. Home\Header

NNN. Insert\Header

00O0. Home\Footer

PPP. Insert\Footer

Cau 18: Trong Microsoft Word 2019, dé chén mét chii thich vao chén trang vin
ban, thuc hién nhw thé nao?

QQQ. Home\Insert Footnote

RRR. Insert\Insert Footnote

SSS. Review\Insert Footnote
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TTT.References\Insert Footnote

Cau 19: Trong Microsoft Word 2019, dé chén mét birc tranh luu trén may tinh
vao viin ban, thuc hi¢n nhw thé nao?

UUU. Home\Pictures

VVV. Insert\Pictures

WWW. Review\Pictures

XXX. View\Pictures

Cau 20: Trong Microsoft Word 2019, dé chén mét hp vin ban, thuc hién nhw
thé nao?

YYY. Home\Text Box

ZZZ.Insert\Text Box

AAAA. Review\Text Box

BBBB. View\Text Box

Dap dn:

Cau l: A Cau 6: A Cau 11: A Cau 16: B
Cau 2: C Cau7:C Cau 12: C Cau 17: D
Cau 3: D Cau 8: B Cau 13: B Cau 18: D
Cau 4: D Cau9:B Cau 14: B Cau 19: B
Cau5:D Cau 10: D Cau 15: B Cau 20: B
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@= BAITAP

Bai 1: Nhap li¢u va thuc hién dinh dang van ban
PINH DANG VAN BAN

Microsoft Word 1a mdt chuong trinh nim trong bd phin mém vin phong MS Office cua
Microsoft xir Iy van ban, ngodi cdc chirc ning gilp nguoi sir dung g6 nhanh va ding mot van ban,
né con cho phép chiing ta dé dang chen céc ky tyr dic biét vao van ban nhu “© ® () B 04 4 5
#x % * ©% & #* lam cho van ban phong phii hon.

~ Nguoi soan thao ¢6 thé nhép vin ban & dang chir thuomg hodc CHU IN dé_ roi sau dé c6 thé
doi sang mot kiéu chir thich hop. Céc I¢nh thudng dung trong vin ban ¢6 thé trinh bay nhanh
nho biéu tugng B ( Bold) dé tao chir ddm, I (/talic) dé tao chir nghiéng, U (Underline) dé tao ra

chir gach dudi, hay két hop ca ba.

Ngodi ra con ¢6 cic tuy chon khic cau ky hon phai vio Home/Font dé trinh bay. Vi dy, &
muc Underline style ¢é nhiéu lya chon: Words Only chi gach dudi cho timg chir mot. Gach
dudi hai nét. Gach dudi bang dau cham. Double Strikethrough tao ra ehu-geeh-het-net—gtue cdc
1énh >PP G G eript HUP chiing ta tao dugc mot biéu thirc don gian c6 dang nhu aX>+b Y =
0, tir cich go chir thuomg ¢6 thé ddi sang dang CHU IN hoic CHU CO KICH THUGC NHO
HON nhé&r vao 1énh ALL CAPS hoic SMALL CAPS. Khoang céich gitra cic k¥ tir ¢6 thé thay

d6i dé dang nho dung cdc 1énh trong Spacing:

Normal Trung tam tin hoc
Expanded Trung tim tin hoc
Condensed Trung tam tin hoe

Cic font chir tiéng Viét thudmg duge dung trong vin ban:
Times New Roman, Normal, Italic, Bold, Bold Italic
Arial, Normal, Italic, Bold, Bold Italic
Verdana, Normal, Italic, Bold, Bold Italic
Tahoma, Normal, Italic, Bold, Bold Italic

Courier New,Normal,Italic, Bold, Bold Italic

(Nguon: Suu tam Internet)
Bai 2: Sir dung Tab, Bullets thuc hién yéu cau

© My Love Westlife
© My Heart Will Go on Celine Dion
© Beautiful in White Shane Filan
© Because You Love Me Celine Dion
© AsLong As You Love Me Backstreet Boys
© Tonight | Celebrate My Love For You Peabo Bryson & Roberta Flack
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Bai 3: Sir dung Font, Tab, Symbol thuc hién yéu cau

Cty TNHH ABC
777 Nguyén Tran Nguyén - Q.1

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

PISAECH

.................. , ngay ...... thang ...... nam 20...

THU MOI
KIND gUi: ONG (BA): oottt
bung vao luc: ...... gio ...... phut, ngay ... thang ... nam 20...
DN Q1 oottt
D TSRO
Rat mong Ong (ba) dén dang gio d& bUH .....c.vvvvvevvecrerereenen, dat két qua tot dep./.

GIAM DOC

Ghichl: ..o,

Bai 4: Sir dung Borders and Shading, Column thuc hién yéu cau

MAY BAY HA CANH VI...

Day khong phai la bo
phim "Snakes on a
Plane" nhung mét chiéc
may bay cua Australian
Airlines da phai ha canh
ngoai du kién hom thu
sau vi mot con chudt
dong trén khoang.

Phi hanh doan quyét
dinh chuyén huéng va
ha xudng Innsbruck sau
khi mot hanh khach cho
biét anh ta mang theo

CHUQT

mot con chudt dong 1én may bay nhung dé lac mat con
vat gim nhiam nay.

Chuyén bay tir Palma de Mallorca, Tdy Ban Nha, dén
thanh phd Graz, mién nam nuéc Ao, di bi gian doan dé
cac nhan vién hang khong truy ling con chudt va dam
bao rang n6 khdng can dut bat ky doan day dién nao.
Hanh khach da dugc yéu cau ra khoi may bay va mot sd
nguoi di xe buyt toi Graz.

Pén budi chiéu cing ngay, cac nhan vién hang khong
van khong lan ra dau vét cia con chuot. Austrian
Airlines cho biét chiéc may bay s& khéng thé cat canh
cho dén khi ho tim ra con chuét d6 bai ly do an toan.

(Nguon: VnExpress)
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Bai 5: Sir dung Tab, Borders and Shading, Column, Drop Cap thuc hién yéu cau

.“kkkkkkkkkkkkkkkkkkhkkkk%QQQQQQQQQQQEQEQE

kkkkkkkkkkkkkkkkkkkkQkkkk%hhhhh%hhhhhhhhhhﬂ

Duqc chiét xuat chi 6 bao gdom nhiing vitamin khée manh nhu
v6i nhitng thanh N vitamin B va C, khoang chat va amino acid.
phan tu nhién, mat ong Nhitng nguyén liéu nay duogc biét dén do lgi ich
rat giau cac dudng chat trong viéc nudi dudng lan da khoe manh. Chat chéng
dic biét tt cho da ciing oxi hoa tim thay trong mat ong thi cé thé tét cho da va
nhu stc khoe. lam suy giam anh huong l1do hod Ién da.

(Nguon: dep.com.vn)

Bai 6: Sir dung Borders and Shading, Table, Symbol thuc hién yéu cau

PHIEU PAT TAP CHI NAM 2016

PC WORD VIET
NAM

HO VA TEN: Lo
w Diachinhantap Chi: ...

HAY PANH DAU VAO THANG MUON DAT
1|12 |3|4|5|6|7]|8]9/|10]11]12

I U U U g
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Bai 7: Sir dung tham chiéu (Reference) thuc hién yéu cau
TAC HAI CUA BIA RUQU VOI SUC KHOE

Thike uong chira con rdt doc hai cho co thé vi anh hwdng dén thé lye, tw duy, tri
tué, kha nang lao dong.

Hién nay ciing c6 mot s6 ¥ kién cho rang néu udng bia thi it gy hai cho stc khoe
hon so v&i uéng ruou. Pay 1a quan niém khong dung béi vi tac hai chi yéu 1a do chat
conlt trong db udng gy ra. Vi vay tac hai do rugu, bia khong phu thudc vao loai do
udng (12 bia hay ruou) ma phy thudc vao luong udng (tiéu thu bao nhiéu gam cdn) va
cach thirc ubng (tan suét str dung).

Thiéu mau: Uong nhiéu ruou cé thé 1am giam dot ngdt so luong hong caul?
trong mau giap van chuyén oxy dé nuoi co thé, giy ra thiéu mau. Nhitng nguoi thicu
mau thuong bi cac triéu ching nhu mét méi, khé tho, chong méat va kém minh man. ..

Ung thuw: Bénh ung thu & ngudi str dung rugu thudng lién quan dén miéng, hong,
thanh quan, thuc quan, gan, v va vung truc trang. Nguy co ung thu cang tang ¢ nhiing
ngudi udng rugu kém hut thude 1a.

Bénh tim mach: Ubng nhiéu rugu, nhat 1a nghién rugu, s& 1am cho cac tiéu caul
trong mau c6 khuynh hudng tao thanh cuc mau déng, nguyén nhan din dén dau tim
hodc dot quy. Rugu ciing ¢ thé gy ra bénh co tim, 1am cho co tim suy yéu, dong thoi
lam loan nhip tim.

Xo gan: Ruou 1a chat doc cua céc t€ bao gan, nhiing nguoi nghién ruou lau nam
dé bi xo gan do md gan bién thanh seo va mat chirc ning hoat dong.

Mt tri nhé: O ngudi gia, bd ndo teo lai, trung binh 1,9% mdi thap ky. Tuy
nhién, khi udng ruou, toc do teo lai ciia mot sd ving trong diém trong nio ting nhanh
hon, din dén mat tri nhé va mot s6 tridu chimg khac nhu suy giam kha ning tinh toén,
phan xét va kha nang giai quyét van de.

Ngoai ra, nghién rugu bia con gy anh hudng rat 16n dén doi song va tinh hinh an
ninh trat ty xa héi nhu bao hanh gia dinh va gay roi trat tu x3 hoi. Tai nan giao thong
tang vot va thuong tam c6 lién quan rat nhiéu dén rugu biall,

Nhu vay, chung ta da biét tac hai ctia ruou bia khong nhitng anh hudng dén st
khoe (ca vé thé chat 1an tinh thdn) ma con anh huong rat nhidu dén doi séng xa hoi noi
chung, vi vay chung ta can kiém soat lugng ruou bia udng vao dé tranh nhiing sai 1am
dang tiéc cho gia dinh va x4 hoi.

(Nguon: tuoitre.vn)

! Hay con goi la ethanol

2 Hong cau 1a loai te bao mau chuyén ché hemoglobin, qua d6 dua O tur phdi dén cac mo.

3 Tiéu cau I loai te bao méau c6 chirc ning cAm mau bang cach lam ‘mau von cuc va dong lai.

4 Théng ké ciia Téng cuc Quan 1y Pudng bd nam 2018: hon 40% sb vu tai nan giao théng 1a do ngudi didu khién
phuong tién stir dung ruou bia.
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Bai 8: Sir dung Shapes, WordArt, Column, Picture thuc hién yéu cau

TINKH YEU CHA ME DANH CHO CON

Thir hoi trén thé gian nay ai yéu thuong
ban vo diéu kién?

Ai nudi nang, cham soc, do danh ban ma
khong doi hoi tra on hay tra cong?

Néu c6 ai d6 1am ban ton thuong, minh
dau mot thi a1 dau

mudi? Chi c6 thé |

la b6 me yéu quy
cia chang ta ma |
thoi.

Bai vi con céi la két
tinh tinh yéu cua b
me, la mon qua cua
thuong dé gilp ba me
c6 day niém wui va Tish g o8

hanh phdc vo bién. \ Sam—

La boéi vi hai nguoi 16n s€ cd thém
nhitg ngudi ban nho dé chia sé tinh yéu

- T "", -

thuong, vat chat khién cudc séng ngap
tran nhitng sic mau tuoi dep.
DAu biét 1a c6 con s& vat va hon, hy sinh
nhiéu hon nhung hé sinh ra mot daa tré
lap tac tinh yéu
b6 me danh cho
~ con bat dau
_ hinh thanh va
| dam da theo
nam thang.
.~ MOdi 6ng bd
| ba me s& yéu
. con  minh
. theo nhiing
| cach khac

|

sqy! B3t vi e T

— . nhau va mot vai cach
trong s6 d6 1a nhitng cau chuyén cam
dong nhét. ..

(Nguon va dnh: Suu tam tir Internet)

Bai 9: Sir dung Styles thwc hién yéu ciu
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CHUONG 1: TONG QUAN HE THONG CAMERA GIAM SAT

1.1.Khai niém
1.1.1. Hz théng CCTV duoc phin loai theo cic nhu ciu sau
1.1.2. Cac trromg hop sit dung hé théng CCTV
1.1.3. Cac thiét bi si¥ dung trong hé théng CCTV
1.1.4. Cac dong Camera
1.1.5. Cac loai dau ghi
1.2 Muc dich
1.3.Loi ich

CHUONG 2: CO SO LY THUYET

2.1.Camera Analog 1a gi
22 Phéan loat Camera
2.3 Difu kién hoat déng
2 4. Goc quan sat

25 DVR 1a gi?

CHUONG 3: GIAI PHAP THUC HIEN

3.1. M6 hinh hé thong Camera quan sat

32.Camera [P

33 Cong nghé dién toan dam may

3 4. Trién khai mé hinh Camera Analog Cho UBND Phuirng

CHUONG 4: KET LUAN VA HUONG PHAT TRIEN

4.1.Két luin
4.2.Hudng phit trién
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Bai 10: Thuc hién tao trang bia theo miu sau

BQ LAO DPONG THUONG BINH VA XA HOI
TRUONG PAI HOC LAO PONG - XA HOI

NGANH CONG NGHE THONG TIN

XAY DUNG HE THONG
CAMERA GIAM SAT TU XA

GVHD: Nguyén Van A
SVTH: Ho tén SV
Lép: LépSV
MSSV: Misé SV

TP. Ho Chi Minh - 10/2018

170



Bai 10 (tt): Thuc hién tao trang muc luc theo miu sau

Kinc oc

MUC LUC

MUC LUC

CHITONG 1: TONG QUAN HE THONG CAMERA GIAMSAT .. 1

11

1.1.1.
1.12.
1.135.
1.14
1.1.5.

1.1

21,
2.2,
1.3,
24,
25,

ERN

i
-
by

L

sy Lo ba g
!‘\-.‘l r-.'- =

ba

b L

i'" :h.'- b3 b

sy Lo iar o sy Lo i
o L g Led
B by ka

Lig

CHIU'ONG 4: EET LUAN VA HUGNG
BB BTt e e e e e et e e
L 0 0 = - o

4.1.
4.2,

BCRBT BB e
Hi thangz CCTV dwroc pain lozi theo cAC AN U 330w
Cac trwims hop 5 dung bé thong COTV oo
Cac thiet bi =i dung rong B thOnE COTV e eeeeeeesen
i T g T -
oA J0EFEIL BRI oo ee et eee e eeeee e
AIC @0 e
00 HEE oo ce e eecee et et n e
CHUONG 2 CO S0 LY THUYE T e
Camers AnaloE 12 Z1. e e e
Phin boal CamBra. oo e e e eaams e e e
Eo ST e T T B s S
CROC QAR Z8E e e e
530 R S
CHUONG 3: GIAIPHAP THUCHIEN oo, .
A4 hinh hé thing Camera quan 8t oo
. Hinh dnh d3u ghi hinh v camera o3 analog oo
A4t 30 ciu hinh hé thons Camera S 35t oo
Cach ciu hink 8 REE BE B o
D 1= S

RO Bimh CameTa TP, oot e m e
Hinh anh camera IF oo e
a0 hinh camera T KBBEE GE ..o eeeeeeeeees e e eeeesees e
Cong nehé JiSn todn JaOm MEY oo
SO
e SO

Cac bude ket ndi voi IE oo

........................ 1

Ly L)

Lad

L [ S R P R ' R Eh B EF N 5 ]

il

LFE]

PHAT TRIEM oo 4
........................ 4
........................ 4
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Bai 10 (tt): Thuc hién tao Header & Footer theo miu sau

Chroms 1- Tane quan hé thins camera sidm &t
CHU'ONG 1: TONG QUAN HE THONG CAMERA GIAM SAT

1.1. Khai niém

1.1.1. Hs thong CCTV dwoc phin loai theo cac nbm 3w zau
1.1.2. Cir trrémz hop siv dung bé thing CCTV

1.1.3. Cac thigt bi =i duns tronz ké théng CCTV

1.1.4. Cac dong Camera

1.1.5. Car logi d3u ghi

1.2. Muc dich

1.3.Loi ich

SVTH: Ho va tén 5V - MSSV 1
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Bai 10 (tt): Thuc hién tao Header & Footer theo miu sau
Chiromz 2: Cor s& I thuyet
CHUONG 2: CO SO LY THUYET
2.1 Camera Analog la z1
2.2 _Phan loai Camera
2.3.Ditu kién hoat ding
2.4.Goc quan at
1.5 DVR la gi?

SVTH: Ho va tén 5V - WSSV

k-3
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Bai 10 (tt): Thuc hién tao Header & Footer theo miu sau
Chromz 3: Gidi phap tinre hién
CHUONG 3: GIAI PHAF THU'C HIEN
3.1.AJd hinh hé thong Camera quan sat
3.1.1. Hinh anh dau ghi hinh v2 camera cda analog

3.1.2. Mift 26 cin hinh hé thing Camera gidm =it
3.13. Cach can hink da xem tr ==
3.} Camera IP

3.2.1. Gidi thifu

3.2.2. M4 hinh Camera IP

3.2.3. Hinkh anh camera IP

3.2.4. Can hink camera IP khing div
3.3 Cong nghe dién toan dam may
3.3.1. Crici thifu

3.3.2. Md hinh

3. Sordd két ndi

3.3.4. Cac bdc két noi voi IE

SVTH: Ho va tén 5V - MSSV

I
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Bai 10 (tt): Thuc hién tao Header & Footer theo mau sau
Chirong 4: Eét lndn va hodns phit mién
CHUONG 4: KET LUAN VA HU'ONG FHAT TRIEN
4.1.Két ludn
4.1 _Hwong phat frien

VTH: Ho va tén 5V - MSSV 4
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CHUONG 1V. SUDUNG BANG TiNH CO BAN

@ wmucTIE

Hoc xong chuwong nay, nguoi hoc co kha nang:

- Trinh bay dugc mot s6 kién thurc co ban vé bang tinh, trang tinh; veé st dung
phan mém Microsoft Excel 2019;

- Str dung duoc phin mém xu Iy bang tinh Microsoft Excel 2019 dé tao bang
tinh, trang tinh; nhdp va dinh dang dr li¢u; st dung cac biéu thirc toan hoc,
cic ham co ban dé tinh toan céac bai toan thuc té.

4.1. Kién thie co ban vé bang tinh (Workbook)
4.1.1. Khai niém bang tinh
Bang tinh (Workbook) la tap tin cua Microsoft Excel co Phﬁn mé rong la
* XLSX. Mo61 Workbook c6 thé tao nhi€u trang tinh (Worksheet), moi trang tinh c6 tén
phan bigét.
Bang tinh c6 ti da 255 trang tinh (sheet)
Trang tinh — Worksheet (sheet)
- Sheet dugc tao boi cac dong (row) va cac ¢t (column).
- Phén giao nhau cta cac dong va cot 1a cac 6 (cell).
- Mot sheet co:
+ 16384 cot dugc danh A, B, C, ..., AA, BB, ..., XFD
+ 1048576 dong duoc danh s6 1, 2, ..., 1048576
- Pia chi tuong dbi: Cac dong va cot tham chiéu sé thay doi khi ching ta sao
chép hoac di doi cong thire dén vi tri khac. Vi du: A2:C7, D4 .

- Pia chi tuyét doi: Cac dong va cot tham chiéu khong thay doi khi ta di doi
hay sao chép cong thirc. Vi du $A$2:$C$7, $D$4

4.2.2. Cac bwoc xay dwng bang tinh thong thuwong
Budc 1: Nhap va dinh dang dit liéu vao bang tinh;
Budc 2: Tinh toan trén dir liéu bang cach ap dung cac phép tinh, biéu thirc, ham;

Budc 3: In bang tinh.
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4.2. Sir dung Microsoft Excel
4.2.1. Lam viéc véi phan mém Microsoft Excel
4.2.1.1. Mé, d6ng phan mém
- Khéi dong

bE:

e Cich 1: Nhip chudt vao biéu tuong &Sk trén desktop
e (Cach 2: Chon Start = Micrsoft Office > Excel 2019
- Thoat khoi chuong trinh

e Nhip chudt vao nat E & goc trén cung bén phai dé thoat khoi Excel.

4.2.1.2. Giao dién Microsoft Excel

O & & = Bookl = Excel Preview m (K2 = O

Insert Page Layout Formulas Data Review View Help Foxit Reader POF TEAM 2 Tell me 5| Share
“I X Calibri Genera - || BE Conditional Formatting~ | o Insert = | 2+ ¥~
- |t ] Bl = | Ed- % - o [[L# Farmat as Table = o= Delete = | [$] - O -
nste . Py - . . et
. ¥ B I U - A = * - e o [4 Cell Styles = {1 Format =
Alignment rm Mumber Slyles Cells Editing r‘~
Al -
1]
2
3 Tab Bar (Thanh tab) Title Bar (Thanh Ribbon (Thanh
4 Pn aa P .
: Formula bar (Thanh tidu d3) chira céc Group
. cong thuirc) céng cu)
7
8
9 Sheet Tab (Chtra cac N A
Vung lam viéc
10 sheet trong workbook)
1
12
4 -
4 E
==l H m M - ' + 100%

Hinh 4.1. Giao dién Microsoft Excel 2019
4.2.2. Thao tac trén tap tin bang tinh
4.2.2.1. M¢ tap tin bang tinh

Tir tab File & Open (hodc Ctrl + O). Hodc Nhip chudt vao biéu tuong E trén
thanh Customize Quick Access Toolbar xuat hién hop thoai
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Open *
= v « CDIO_CNTT » THDC_CDIO_UPDATE v 0 Search THDC_CDIO_UPDATE 2
Organize = Mew folder == ~ [N 9
BAIOMTAP_HDT *  MName < D3
CHUAD BT - THDC Chon folder 03
BAITAP_ACCESS M3+M7 - Copy 09
BAITAP_LTMAMNG(GIAODIE SLIDE 28
COIO_CNTT B bieu mau 2_tong hop diem THDC xlsx 10,
BAITAP EX MAMNG CAD ﬂ"' bieu mau E_tong hDFI diemn THDC_E[:” _"‘_CD17-|T4X|SX 16
BIENSOAN_CSDL ﬂ- bieu mau 2_TOMNG HOP DIEM THDC_CD16TT1.xlsx 10
B LichGD_THDC_HE1_2017_CDIOadsx 25
DAY _CDIO 3
B B Rubric (1)_2017.xlsx Go té a . o7
- 0 tén tap tin
GIAOANTINHOC+CSDL A% Rubric.xlsx g 25
HOT{2017)
SOAMGIAOAN_THDC Chon Open
THDC_CDIO_UPDATE
IR IR, SRITT e { )
File name: | & v| All Bxcel Filgs (* ™ xlsg ™ xlsm;
Tools - Cancel

Hinh 4.2. Hop thoai mo tap tin

4.2.2.2. Luu bang tinh

Tir tab File & Save (hodc Ctrl + S). Hodc Nhap chudt vao biéu tugng E trén

thanh Customize Quick Access Toolbar xuét hién hop thoai

Save As =
U |‘::'| » This PC » Documents v O Search Documents gl
Organize = Mew folder = (7]
e Systemn () & Mame ~ Date modified T
CHINHSUA_GIAD TRINH C-Free i
Microsoft Excel Custom Office Templates I
FIFA OMLIME 4 I
@ OneDrive GitHub I
O This PC Graphics } I
Hist 1 2 ]
3D Objects e
IISExpress o r20 I
Deskt
_ Esktep Integration Services Script Component 22/12/2016 09:26 ]
%= Documents - - - - — S R
LR 4 >
File name: | [Zll9BTE] -
Save as type: | Excel Workbook (*.xlsx -
Authors:  Khei_Heang Tags: Addatag
[ Save Thumbnail GO tén tap tin
~ Hide Folders Tocls = Cancel

Hinh 4.3. Hop thogi luu bang tinh
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4.2.2.3. Dong bang tinh
Tu tab File > Close ( Ctrl + F4)
4.3. Thao tac véi 6
4.3.1. Cac kiéu dir liéu
4.3.1.1. Kiéu dir liéu s6 (Number)

Bao gém cac ky s6 tir 0 - 9, ddu 0, $, %, ... Khi dugc nhap vao hop I¢, sb s& mic
nhién canh phai trong 6. Néu chiéu rong cot khong du dé hién thi hét con s thi Excel
s& hién thi sb theo dang khoa hoc (Vi du: 1.259E+08) hodc hién thj cac diu “#”, trong
truong hop nay ta phai mé rong cot cho dén khi sb hién thi day du. Chi y: Khi nhap
mot dir liéu kiéu s6 ta khong can phai nhap ddu phéan cach hang ngan nhung phai nhap
dau phan cach thap phan. Vi du: ta chi can nhap 37923.87 sau khi dinh dang s6 s& tu
dong doi thanh 37,923.87.

4.3.1.2. Dir liéu kiéu ngay, gio ( Date/Time)

Thuc chat 13 kiéu s chi s6 tht tir tir ngay 01/01/1900 trd di. Phai nhap ngay va
gi0 theo diing dang da chon trong Control Panel cia Windows.

4.3.1.3. Dir liéu kiéu Logic
Gom cac gia tri: TRUE, FALSE.
Dit liéu kiéu chudi (Text)

Bao gdm cac ky tu tir: A-Z, a -z, 0 -9, khoang tring va mot sé ky hiéu khac.
Néu dit liéu nhap vao cé s6 va chit 14n 10n thi Excel hiéu ngﬁm 1a kiéu chudi. Khi nhap
vao, dit liéu kiéu chudi s& mic nhién duogc canh trai. Néu mot chudi cu thé nao do
dugc dung trong cong thic thi phai dit chung trong cip dau ngodc kép. Vi du: “lop
11B8”.

4.3.2. Cach nhap dir li¢u

- Budc 1: Chon 6 can nhap liéu.

- Budc 2: Nhap ndi dung.

- Budc 3: Nhan Enter hodc cac phim di chuyén trong 6.
4.3.3. Chinh stra dir liéu

4.3.3.1. Xoa dir liéu

- Budc 1: Chon 6, ving can xo4 ndi dung.

- Budc 2: Nhan phim Delete.
Ngoai ra, con cd cac I¢nh xo4a khac:

- Tab Home > Clear - All: xo04 tat ca

- Tab Home - Clear - Formats: chi xoa dinh dang
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- Tab Home = Clear = Contents: chi x04 ndi dung
- Tab Home = Clear - Comments: chi xo4 ghi chu
4.3.3.2. Khoi phuc dir li¢u
- Huy l1énh (Undo), phuc hdi 1énh (Redo), 1ap lai 1énh sau cing

Huy lénh  Phuc hoi

- Pé hiy mot 1énh vira thuc hién ta nhép chudt 1én nGt B hoic dung phim
<Ctrl+Z>.

Dé phuc hoi 1énh vira huy thi nhan nat K5l hodc ding phim <Ctrl+Y>.

bé thuc hién lai 1€nh sau cung nhan <Ctrl+Y>.

4.4, Lam viéc véi trang tinh (Worksheet)
4.4.1. Dong va cot
4.4.1.1. Thém dong va cft
44.1.1.1. Thém dong
- Budc 1: Chon mét hodc nhiéu dong tai vi tri mudn chén

- Budc 2: Chon tab Home—> chon nhom Cells—=> Insert=>Insert Sheet Rows
hoac Nhép chudt phai, chon Insert.

E“”Insert = Z g ’é‘l"'*
E'I' Insert Cells...

{Ec Insert Sheet Bows

U Insert Sheet Columns

Q Insert Sheet

4.4.1.1.2. Thém cft

- Budc 1: Chon mdt hodc nhiéu cot lién tuc hodc cach khoang ma ta mudn
chén sb cot twong g phia bén trai cac cot ndy.

- Budc 2: Chon tab Home -> chon nhom Cells>Insert—>Insert Sheet
Columns hodc Nhap chudt pha#@insert ~ 2 - Sv-

E'I' Insert Cells...

Ec Insert Sheet Rows

Y ncert Sheet Columns
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- Budc 1: Chon cac dong hodc cac cot can x6a

4.4.1.2. Xo04a dong va cot

- Budc 2: Chon tab Home—=>nhom Cells=>Delete>chon kiéu x6a phu hop.
Hoic Nhip chudt phai chon Delete.

4.4.1.3. Hi€¢u chinh kich thwéc dong, cot

E"Delete o m* Fol
E?‘ Delete Cells..,

=% Delete Sheet Rows

Delete Sheet Columns

L?:J
|=_|?'€ Delete Sheet

C6 thé thay ddi d6 rong cua cot hodc chidu cao ciia dong bang cach dua

chudt dén bién giita tén cot/dong g sau d6 drag chudt dé thay doi kich

thudec.

e Vao tab Home = nhdém Cells = Format.

EI Format - -
Cell Size
'L Row Height...
AutoFit Row Height
D,, Column Width...
AutoFit Column Width

Default Width...

e Chon Row Height: thay d6i chiéu cao ciia dong ( hodc chon Column

Width dé thay d6i do rong cia cot)

e Chon AutoFit Row Height/AutoFit Column Width: ty dong diéu chinh
kich thudc vira voi dir liéu.

4.4.1.4. An/hién, co dinh (freeze)/thoi co dinh (unfreeze) tiéu dé dong,

A

cot

Cé dinh tiéu dé dong, cot: Vao tab View -> Freeze Panes trong nhém

Window
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Freeze Panes

(="M Help  Foxit Reader PDF TEAM Q Tell
E= New Window I:'D"J D
— L L]
H Arangeall T ,
Switch Macros
BFreeze Pana*l Windows * S

Cé dinh nhiéu dong

the rest of the worksheet,

Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet,

_: Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection}
Freeze Top Row

==t Keep the top row visible while scrolling through

Cé dinh dong

C6 dinh cot

4.4.2. Trang tinh

4.4.2.1. Tao, x04, di chuyén, sao chép cac trang tinh

4.4.2.1.1. Tao WorkSheet
- Budc 1: Nhéap chudt phai tai Sheet bat ky

Budc 2: Chon Insert tir tab ngtr canh.

Book1 - Excel Preview

Sign in &= O

4 Share

-B-D % Calibri -l || = =2 % FZ Conditional Farmatting ~ i 0
(- B I U- A A ===HE- [17 Format as Table -
Paste 2 - i3 L o = Number | = oo e 1E0E Cells | Editing
. W H DA e3= #- - (7 Cell Styles - - .
Clipboard Font I Alignment P Styles
Insert...
Al b
L_‘X Delete
A I B cl . Rename F G H J K
1
- 0 = Move or Copy...
3 : (')j View Code
4 I:' Protect Sheet...
3 | Tab Color 3
6 | Hide
T —
8 —
Select All Sheets =
Danh sach sv L HE2 | ':‘!':' 4 4
Ready H @ - | + 1005

- Buéc 3: Chon biéu tuong Worksheet
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Insert >

General Spreadsheet Solutions

@ . & i

Worksheet Chart MS Excel 4.0 M5 Excel 5.0 Preview
Macro Dialog
Formula Formula Formula Formula

tutorial{2).xdte tutorial(3). e tutorial{4). b tutorial (5). st

Faormula Formula Getmore out  PivotTable
tutorial{@). b tutorial.xtx  of PivotTabl... tutorial(2).dtx

[y Bl [ [y Bl [ Bl v
Templates on Office.com Cancel

Preview not available.

4.4.2.1.2. Xoa Worksheet
- Budc I: Nhép chudt phai chudt tai worksheet mudn x04
- Budc 2: Chon Delete tir tab ngir canh

O & =& - Book] - Excel Preview Sign in = — |

Insert | Page Layout | Formulas | Data | Review | View Help | Foxit Reader PDF | TEAM Q Tell me '!:l.Share

‘-D % Calibri -1 - == = oo % Conditional Formatting ~ El e}
g~ | B IT U- K& | ===H- [L% Format as Table -
paste 2 | 0 f STIA A== B - | pumber | &7 Format as Table Cells | Editing

. W e - A =3 #- - (7 Cell Styles - - -

Clipboard Font 1 Alignment P Styles S

Insert...
Al - v
E Delete
A B * Rename E [ F [ G . H | . ] . K e

U ._.I Move or Copy..

2

3 | Gl View Code
4 | ’:‘ Protect Sheet...

5 Tab Color ¥

6 | Hide

?_

]

] Select All Sheets -

Danh sach sv_| DiemHKT | Diém HK2 | ) 1 3

Ready FH 0 - | + 1005
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4.4.2.1.3. Di chuyén va sao chép worksheet
- Dung Iénh
e Budc 1: Nhap chudt phai tai worksheet muén di chuyén hoic sao chép.

e Budce 2: Chon Move or Copy tr menu ngit canh

O & =& - Book? - Excel Preview Sign in = = O

Insert | Page Layout | Formulas | Data  Review | View | Help | Foxit Reader PDF | TEAM Q Tell me /4 Share

"‘D 3% Calibri -1 - == — EE 9% E@ConditionalFormatting' @ el
Bz ~ B I U~ A === v ¥ -
S u A A === E Nurmber ':Format as Table Cels | Editing
. N - He A =3 H- S [ Cell Styles - - -
Clipboard = Font [F} Alignment [F} Styles -~
Insert...
Al - v
L_‘}( Delete
A B [ Cl « Rename | F | G | H [ [ J [ K | -
L ] » Move or Copy...
2
3| Q7 View Code
4 E7  Protect Sheet...
5 | Tab Color b
6| Hide
T —
]
| Select All Sheets -
Danh sich sv_ | oilem KT | erem HK2 | () 1 G
Ready E mo- ] + 1007
Move or Copy ? e
Mave selected sheets
To book:
Bookl W
Before sheet: Di chuyén
Danh sach sv
Worksheet Danh
Tai Worksheet Danh Biem HEZ . 9 .
’ o move to end) sach sv dén trudc
sach sv (2) 1a ban sao
ctia Worksheet Danh
Sach SV truéc
Worksheet Diém ~ ———pt] Create a copy
HK1 oK Cancel
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- Dung chuot:
e Di chuyén Worksheet: Kéo tha worksheet Tab dén vi tri mai.

e Sao chép Worksheet: Nhan giit phim Ctrl va kéo tha Worksheet trén
Sheet Tab dén vi tri méi.

4.4.2.2. Thay ddi tén trang tinh

- Budc 1: Nhap chudt phai tai Worksheet muén d6i tén

- Budc 2: Chon Rename tir menu ngit canh

Bookl - Bxcel Preview Sign in &3l O
’!'__‘-;_Share
'B'D &% Calibri -l - == = gb % %ConditionalFormatting' ] el
- | B IU- Aa ===H- (4 Format as Table -
Paste Aa == = - | Number | & Format as Table ol | [Eim
o e B A~ =3 P . 577 Cell Styles - - -
Clipboard Font [F] Alignment [ Styles -
Insert...
Al - v
L_'X Delete
A B .+ Rename E | F | G | H | I | J | K | -
T " Move or Copy...
2
3‘ (ﬂ View Code
4 | L_' Protect Sheet...
5 | Tab Color »
6 | Hide
?_
8_
Select All Sheets - -
Danh sdcnsv | wiem AR [ Bliém HK2 | @ i 3
Ready B m - 1 + 100%

4.4.2.3. M nhiéu trang tinh
- Budc 1: M& nhiéu trang tinh cung lac

- Budc 2: Tab View = View Side by Side & muc Window

View Help Foxit Reader PDF TEAM Q Tell me what you want to {

=t - i [T View Side by Side
2 @ D’E E =] split View Side by Sid

. Hide
W% Loom to Mew  Arrange Freeze
Selection | Window  All  Panes~
aom Window
View Side by Side
Instead of switching back
H ] K L I‘JEt‘.".\."l':EI"I workbooks, vie \
i T T T T by side. [t makes compari
easier,
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Pé thay doi cach xem, Nhap chudt vao “Arrange All” trong muc “Window” clia
tab “View”.

View Help Foxit Reader PDF TEAM Q Tell me

E I:_(_‘:l D’E - j:Jspnt [ View

...iHide
W% Zoom to Mew Arange Freeze
Selection | Window | All  Panes~
oom Window
Arrange All

Stack your open windows so you
H can see all of them at once.

Hop thoai “Arrange Windows” xuét hién. Trong do6 c6 cac lya chon:

Arrange Windows 7 et

() Vertical
() Cascade

|:| Windows of active workbook

- Vertical: cac ctra s6 s& dugc dit canh nhau, giéng nhu khi ta canh ching vé
phia bén trai va bén phai man hinh.

- Horizontal: cac cira s6 bang tinh duoc dit theo chiéu ngang (mdt cira s6 nim
trén, mot ctra s6 nam dudi).

- Tiled: Trong trudng hop ta md 2 bang tinh, Tiled s& hoat dong gidng
Vertical, dit 2 bang tinh vé 2 bén trai, phai ctia man hinh.

- Cascade: Céc cira s6 bang tinh duoc xép theo dang bac.
4.4.2.4. Tinh toan trén nhiéu trang tinh

Chung ta c6 thé mudn sir dung gié tri tir mot 6 trong nhiéu worksheet khac trong
cung workbook trong mot cong thic. Vi du, gia tri cia 6 Al trong worksheet hi¢n thoi
va 6 A2 trong worksheet thtt 2 c¢6 thé dugc st dung thém dinh
dang “sheetname!celladdress”. Cong thic cho vi du nay s€ 1a “=A1+Sheet2! A2” noi
gia tri cua 6 Al trong worksheet hién thoi dugc thém vao gia tri cua 6 A2 trong
worksheet O tén “Sheet2”.

186



4.5. Biéu thirc va ham

4.5.1. Biéu thirc s6 hoc

4.5.1.1. Khai ni¢m biéu thirc s6 hoc

Biéu thtrc 1ap nén tir cac toan hang va cac phép tinh dé tao nén nhitng gia tri moi.
Biéu thuc dung dé dién dat mdt cong thirc, mot quy trinh tinh toan, 1a su két hop gitra
cac phép toan va cac toan hang dé dién dat mot cong thirc toan hoc nao do.

4.5.1.2. Tao biéu thiic s6 hoc don gian

Biéu thuc phai bat dau boi dau '='. Khi can 1ay s6 liéu & 6 nao, nhap chudt vao 6
do hoac go dia chi 6 d6 vao cong thuec.

Vi du: Tinh luong va ty 1€ theo cong thurc:

Luong = Sb ngay cong * Luong ngay

Ty 1é = Luong / Téng cong Luong

A B C D E F G
1 [STT Ho va tén S6 ngay cﬁnéLan ngayLwong |Tvle
2 Nouvén Vin A 25 50,000
3 Tran Thi C 24 45,000
4 Neuyén Thi H 26 50,000
5 Vi Van T 25 45,000
6 Pham Thi X 24 35,000
7 LETH Y 26 40,000
5 |Téng Céng
g

Hinh 4.4. Tao biéu thirc

Cach thue hién nhu sau:

Tinh luong cho nhan vién dau tién ta lam nhu sau:

Pua con tro vé 6 E2

G6 dau =’

Nhap chudt vao 6 C2 (hoic go C2)
G6 dau *’

Nhép chudt vao 6 D2 (hoic gd D2)
Nhén Enter

Pé tinh luong cho nhitng nhan vién con lai, dua con tro vé 6 E2, sao chép
cong thirc cho t61 6 E7.

Tuong tu tinh ty 1¢: cach lam tuong tu nhu trén.

4.5.1.3. Céc 16i thwong gap

Biéu thtrc bat ¢au bai dau bang (=). Sau khi nhan phim Enter cong thirc nhap vao
chi thé hién trén thanh cong thirc con ket qua dugce the hién trong 0.
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MGt s6 thong bdo 16 thuong gap khi siv dung cong thic:
- #### COot qua hep
- Err: 503 Chia cho 0, sai vé kiéu ctia toan hang
- #NAME? Thuc hién phép tinh v&i mot bién khong xac dinh (tén khong gan
v&1 mot 6 hay vung nao cd)
- #N/A Tham chiéu dén 6 rdng hodc khong co trong danh sich
4.5.2. Ham
4.5.2.1. Khai niém ham, cu phéap, cach nhap ham
Khai niém ham:
Ham dung dé tinh toan va tra vé mét gia tri, trong 0 chira ham s¢ tra vé mot gia
tri, mot chuoi ky tu hodc mot thong béo 101, ... Excel c6 mot tap hop cac ham rat

phong phti va duoc phén loai theo timg nhém phuc vu cho viée tinh toan trén nhiéu
kiéu dit liéu va nhiéu muc dich khéac nhau.

Cu phap:

= TEN HAM ([Danh sach dbi s])

~ Da s6 cac ham cua Excel déu co ddi sb nhung cting c6 nhirg ham khong c6 dbi
s0. Néu ham c6 nhiéu doi so thi gitta cac doi sO phai dugc phan cach bang ky hi¢u
phan cach, cac ky hiéu phan cach dugc quy dinh trong Control Panel... véi mdc dinh
la dau phay.
Cach nhap ham
- Céch 1: Nhap truc tiép tir ban phim
e Dit tré chudt tai 6 mudn nhap ham.
e Nhiap dau = (hodc diu @, hodc dau +).
e Nhap tén ham cung cac dbi sd theo diing cti phap.
e Nhan Enter dé két thuc.
- Cach 2: Thong qua hop thoai Insert Function

e Dat tro tai 6 mudn nhap ham.

Jx

° Nhép chudt chon Insert Function hoac Shift+F3
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Insert Function 7 >

Search for a function:

Type a brief description of what you want to do and then Go
click Go

Or select a category: | All

Select a function:

=
ACCRINT

ACCRINTM

ACOS

ACOSH

ACOT

ACOTH v

ABS{number)
Returns the absolute value of a number, a number without its sign.

Help on this function QK Cancel

Hinh 4.5. Hop thoai Insert Function
e Chon Group ham trong danh sach Function category.
e Chon ham cén str dung trong danh sach Function name.
° Nhép chon OK dé chon ham.

e Tuy theo ham duoc chon, Excel s& m& hop thoai ké tiép cho phép nhap
cac dbi s6 (nhap hoic quét chon). Tién hanh nhdp cac dbi sb. Vi du
danh sach cac d6i s can nhip cua ham IF:

Function Arguments 4 X
IF
Logical_test || ra.
Value if true * =
Value_if_false + =

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this fundion Cancel
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4,5.2.2. Toan tirso sanh =, <, >

Diéu kién | Todn tir Cong thire M0 ta
Biang = =Al1=B1 Tra vé True néu gia tri 6 Al bang véi gia
tr1 6 B1, nguoc lai tra vé false
Khong <> =Al<>B1 | Tra vé True néu gia tri 6 Al khac véi gid tri
bang 6 B1, nguoc lai tra vé false. Toan tir ndy
nguoc lai véi toan tu “=”
Lén hon > =A1>B1 | Travé True néu gia tri 6 Al 16n hon gia tri
0 B1, nguoc lai tra vé false
Nho hon <= =Al <=Bl1 Tra vé True néu gia tri 6 Al nhd hon hoac
hoac bﬁng br:?mg gia tri 6 B1, nguoc lai tra vé false.
Toan tr nay nguoc voi toan tir “>”
Nho hon < =A1<B1 | Tra vé True néu gia tri 6 Al nho hon gia tri
0 B1, nguoc lai tra vé false
Lén hon >= =Al >=Bl1 Tra vé True néu gia tri 6 Al 16n hon hoac
hoic bang bang gia tri 6 B1, nguoc lai tra vé false.

Toan tr nay nguoc voi toan tir “<”

Vi du dué6i day minh hoa céc trudng hop so sanh theo timng cip diéu kién

A B c D E F G H

1

> DAL 81| =A1=B1 | =A1<>B1 | =A1>B1 | =A1<=B1| =A1<B1 | =A1>=B1
3| 9 3 FALSE | TRUE | TRUE | FALSE | FALSE | TRUE
a| 1 7 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
s | 2 5 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
6| 10 10 | TRUE | FALSE | FALSE | TRUE | FALSE | TRUE
7| 2 5 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
8| 10 3 FALSE | TRUE | TRUE | FALSE | FALSE | TRUE
9| 3 4 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
10 a4 8 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
1] 10 7 FALSE | TRUE | TRUE | FALSE | FALSE | TRUE
12

4.5.2.3. Cac ham co ban

4.5.2.3.1. Ham SUM

- Cua phép: =SUM(numberl, number2, ...)

- Cong dung: Tinh tong cac gia tri chi dinh. (numberl, number2, ... c6 thé 1a
cac hé’mg s6, biéu thirc, dia chi 6, dia chi vung, ...)
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Vi du:

Vi du:

Vi du:

1
2
3
4
3
7]

A B C [ E
Hotén |Van Toan  |Ngoaingit|Tong diém
AN | 5 7 =SUM(B2.D2)
BINH 6|Vang thi
HANH 7 §|Ving thi 15
PHUC § 25

4.5.2.3.2. Ham AVERAGE

Cu phap: =AVERAGE(numberl, number2,...)

SUM(number1, [number?], ...)

Cong dung: lay gia tri trung binh cong cia cac sé chi dinh. (numberl,

number2,... c6 thé 1a cac hang so, biéu thuc, dia chi 0, dia chi vung,...)

C D E F
Vin Toin _ |Ngoai ngit| Téng diém |S6 mon thi
5 7 6 18 3
6|Ving thi 7 13 2
7 §|Ving thi 15 2
8 8 9 25 3
6 h trung binh ctia I6p : |=AVERAGE(E2ES)

7

4.5.2.3.3. Ham MIN

Cu phap: =MIN(number1, number2,...)

Cong dung: 14y gia tri nho nhét cta cac sb chi dinh. (numberl, number2, ...

c6 the la cac hang so, biéu thuc, dia chi 0, dia chi vung,...)

A B C D E F
1 Hotén |Van Toin  [Ngoai ngit|Téng diém |S6 mén thi
2 |AN 5 7 6 18 3
3 BINH 6|Ving thi 7 13 2
4 |HANH 7 8[Vang thi 15 2
5 P}_r[’:c _ 8 8 5 251 3
& | Tong diém trung binh cia lép 17.75

7 | Téng diém thip nhit caa lop - [EMINGE2ES)

8

4.5.2.3.4. Ham MAX

Cu phap: =MAX(numberl, number2,...)

Cong dung: 1dy gia tri 16n nhét cta cac so chi dinh. (numberl, number2, ...

c6 thé 1a cac hang so, bieu thuc, dia chi 6, dia chi vung,...)
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co

co

A B C D E F
1 Hotén |Vin Toin  |Ngoaingit|Téng diém |S6 mon thi
2 |AN 5 7 6 18 3
3 BINH 6|Ving thi 7 13 2
4 |HANH 7 8|Vang thi 15 2
5 |[PHUC 8 8 9] 25 3
6 | Téng diém tnmg binh ciia 16p - 17.75
7 | Téng diém cao nhit cia l6p - [MAX|E2 E5)
g
45.2.3.5. Ham COUNT
- Cu phdp: =COUNT (valuel, value2,...)
- Cong dung: Pém cac gia tri s6 trong vung chi dinh. (valuel, value2, ...
thé 1a cac hang sd, biéu thirc, dia chi 6, dja chi ving, ...)
Vi du:
A B C D E F G
1 Hotén |Van Toin  |Ngoai ngit|Téng diém |S6 mén thi
2 |AN | 5 7 6l 18|=COUNT([52D2)
3 BINH 6|Ving thi 7 13 2
4 [HANH 7 §|Ving thi 15 2
5 |[PHUC 8 8 9 25 3
6
4.5.2.3.6. Ham COUNTA
- Cu phdp: =COUNTA(valuel, value2, ...)
- Cong dung: Dém cac 6 co dir liéu trong ving chi dinh (valuel, value?, ...
thé 1a cac hﬁng s6, biéu thir, dia chi 6, dia chi vung, ...)
Vi du:
A B C D E F
1 Hotén |Vin Toan  |Ngoaingit|Téng diém |36 mén thi
2 AN 5 7 6 18 3
3 BINH 6|Ving thi 7 13 2
4 [HANH 7 §|Ving thi 15 2
5 PHUC | 8 8 9 25 3
6 [ Téng s6 hoc sinh ciia 16p - I=CDLEI‘A[_—‘Q:_—‘LS}
¥
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4.5.2.3.7. Ham ROUND
- Cu phap: =ROUND(number, num_digits)
- Cong dung:
e Lam tron s6 number tai vi tri num-digits.
e Vi tri1am tron num_disgits twong tu truc sd

0

-0 -2 +24
1 1 -
1

-

-1 1

1 1

1 1 1

Hang tram Hang chuc Hangdonvi 1sdl1é 2 56 1é
e Nguyén tic lam tron:

Néu ky s6 bén phai vi tri 1am tron num digits > 5 thi 1dy s6 tai vi tri
num_digits s€ cong thém 1.

Nguoc lai, néu < 5 s& bi cit bo (d6i v6i phan thap phan) hodc 1am tron vé 0
(d6i v6i phan nguyén)

Vi du:
=ROUND(15271.382, -2) - 15300
=ROUND(15271.382, 0) > 15271
=ROUND(15271.385, 2) > 15271.39

4.5.2.4. Ham diéu kién IF
- Cu phap: =IF(logical test, value if true, value if false)
- Cong dung: Kiém tra biéu thirc diéu kién logical_test:
e Néu la TRUE: tra vé gia tri value if true.
e Néu la FALSE: tra vé gia tri value if false.
Vi du:
Ham IF don
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e o — ————
. — _——

c2 M fe | CZIF(B2>=5, "Dat","Khéng dat”) _>

— /
— e e— —y —— e

A B C D E F G
1 Hotén |DTB Két qua Khoi_Hoang:
AN 5|Pat 1 |- n&uBTB>=5 thipat
3 | BINH 4.2|Khéng dat| |- N&u DTB <5 Thikhdng dat
4 HANH 7.9[Dat
5 |PHUC 8.2|Dat
6
Ham IF 16ng
D2 hd fe : iBl:b 8,"Gioi", IF(B2»=7,"Kha",IF(B2>=5,"Trung binh", "‘r‘eu“""
il B C D E F G H I
1 H:;r_tén bTB : Kétqua |Xép ]n;.u\ Khoi_Hoang:
2 |AN 5|Pat Trung binh | |- NEu DTB2S Thi "Gidi"
3 |BINH 4.2|Khéne dat | Yéu -Méu 7 = BTB < 8 thi "kha"
_ “' X - Néu 5 < DTB < 7 thi "Trung binh"
4 HANH 79193t Khi - NEu DTB <5 thi "Y&u"
5 |PHUC §.2|Dat Gidi
4.5.2.5. Cac ham ngay (DAY, MONTH, YEAR, NOW)
45.25.1. Ham DAY
- Cu phap: =DAY (serial number)
- Cong dung: Tra vé gia tri ngay ciia ngdy serial number
Vi du:
A
1 13/12/2018 =DAY(Al) =13
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4.5.2.5.2. Ham MONTH
- Cu phap: =MONTH(serial number)
- Cong dung: Tra vé gia tri thang ctia ngay serial number
Vi du:

A
1 13/12/2018

=MONTH(A1) > 12

4.5.2.5.3. Ham YEAR:
- Cua phéap: =YEAR(serial number)
- Cong dung: Tra vé gia tri ndm cla ngay serial number
Vi du:

A
1 13/12/2018

=YEAR(A1) - 2018

4.5.2.6. Cac ham tim kiém (VLOOKUP, HLOOKUP)
4.5.2.6.1. Ham VLOOKUP
- Cu phap:
=VLOOKUP(lookup_value, table_array, column_index_num, range_lookup)

- Cong dung: Do tim gia tri lookup value trong sd cac gia tri & cot dau tién
trong bang do table array.

Néu tim thay, tra vé gid tri ¢dt column_index num va cung dong véi vi tri tim
thay

Néu khong tim thdy, tra vé gia tri #N/A
- Trong do:
e |ookup_value: gia tri do tim.

e table_array: bang do 1a ving c6 dia chi tuyét doi. Cot dau tién bén trai
chtra danh sach cac gia tri do tim. Cac cOt con lai chira gia tri tuong
g dé tham chiéu.

e column_index_num: chi s6 cta cot mudn ldy gia tri tra vé trong bang
do ( cot dau tién 1a 1, cot ké tiép 14 2,... tinh tir bén trai qua).

e column_index_num >1.

e range_lookup: gia trj kiéu s chi dinh cach thirc do tim:
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0 (FALSE): do tim gia tri dau tién ding bang lookup value. Table array
khong can sap xép.

1 (TRUE): tim gia tri 16n nhat < lookup value. Cot dau tién cia table array
phai dugc sap thir tu ting dan.

Vi du:

=\*IDDKL"P(B3=SASIU:SBSH:I:D){

A B C
1 | BANG TIEN THUGNG NHAN VIEN
> Hotén NV |Xéploai |Tién thuémg |
;s |cuc IB
4 HONG C 50.000
5 |MAI A 100,000
6 DAO D 35.000
7
2 |BANG TIEN THUONG
o Loai Thwong |
10|A 100,000
1B 75.000
12|C 50,000
13D 35,000

17| DANH SACH XEP LOAI SINH VIEN

Xép loai |

13 Hotén SV _|DTB

=‘»?LDDKL"P(B195.%316:5]353&2:1){

19{ctic ] 55

20 HONG 7.9|Kha
21 [MAI 43|Yéu
22 | PAO 8.2|Giéi
23

24| BANG XEP LOAI

25 Diém méc Xép loai l

26 | 0|véu

27 5| Trung Binh

28 7|Kha

29 8| Gio

30 | 9| Xuat siac

4.5.2.6.2. Ham HLOOKUP

Cu phap:

=HLOOKUP(lookup_value, table_array, row_index_num,range_lookup)

Cong dung: Do tim gia tri lookup_value trong s6 cac gia tri & dong dau tién

trong bang do table array

Néu tim thay, tra vé gid tri dong row_index num va cung cdt vdi vi tri tim thay.
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Néu khéng tim thdy, tra vé gia tri #N/A

- Trong do:

lookup_value: gia tri do tim

table_array: bang do 1 ving c6 dia chi tuyét d6i. Dong dau tién trén
cung chtra danh sach céac gia tri do tim. Cac dong con lai chtra cac gia
trj twong Gmg dé tham chiéu.

row_index_num: chi sb ctia dong mudn 14y gié trj tra vé trong bang do
( dong dau tién 1a 1, dong ké tiép 1a 2.,... tinh tir trén xudng dudi)

row_index_num > 1,

range_lookup: gié tri kiéu s6 chi dinh cach thic do tim.

0 (FALSE): do tim gia tri dau tién ding bang lookup value. Table array
khong can sap xép.

1 (TRUE): tim gi4 tri 16n nhét < lookup_value. Dong dau tién cua table_array
phai dugc sip thir ti ting dan.

Vi du:
A B C D E F
17| DANH SACH XEP LOAI SINH VIEN
12 Hotén SV_|DTB Xép loai |
19|cucC | 5.5|=HLOOKUP(B19,5B524:5F525 2.1)|
20 HONG 7.9|Kha
21 \MAI 43|Yéu
22 ' PAO 8.2|Gidi
23 BANG XEP LOAI
24 Diém méc 0 3 7 8 9
25 Xéploai |Yéu Trung Binh  [Khd Gioi Xuét sac

4.6. Pinh dang 0, day 6

4.6.1. Pinh dang Kiéu sd, ngay, tién té

- Budc 1: Chon vung dir liéu can dinh dang

- Budc 2: Chon tab Home = nhém Cells = Format - Format Cells, Chon
thé Number.
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Format Cells

? X

Number  Alignment Font Eorder Fill Protection
Category

General Sample

currency

Accounting Decimal places: |2 3

Date = u ) =

Time [] use 1000 Separator ()

Percentage

Fraction Megative numbers:

Scientific 123410

Text 123410

Special [1234.10)

Custom [1234.10)

Mumber is used for general display of numbers, Currency and Accounting offer specialized
formatting for monetary value.

Hinh 4.6. Hop thogi Format Cells
4.6.2. Binh dang van ban

Chon tab Home = nhom Cells = Format - Format Cells = Font: Chon
kiéu dinh dang

- €06 thé dinh dang bang cong cu & Group Font.

Farmat Cells

[ b

Mumber  Alignment | | Barder  Fl Pratection

Font: Fant style; Size;

Calibil Regular 11

Calilri LIEht Hladlnis A : 8 A

d Italic 9

NnArabia Bold 10

Jnarial Bold Italic
VnArial Marrow 12

NiAfistate ¥ 14 ¥
Wnderline: Lalar

Mone ~ | | - | (] Hormal font
Effacts Praview

[T] strikethraugh

] supsrscript Calibri

] Subseript

This is & TrueType font, The same font will be used an bath your printer and your screen,

Hinh 4.7. Hop thoai dinh dang
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4.6.3. Cin chinh, hi¢u g vién
4.6.3.1.Cin 1@ dir liéu trong 6
Chon tab Home = nhom Cells = Format - Format Cells > Alignment

Format Cells ? o

Mumber | Alignment: Font Border Fill Protection

Text alignment Crientation

Haorizontal: -* .
General ~ | Indent *
Vertical: ] =

Bottom -

oo -

Justify distributed

Text control .
[ wrap text
[ shrink to fit
[ merge celis

=]

> Degrees

Right-to-left
Text direction:
Context 4

Hinh 4.8. Hop thoai Format Cells

- Text Alignment: Canh 1& cho dit liéu trong 6

- Horizontal: Canh 1& theo chiéu ngang (Left/ Right/ Center/ Justified/ Center
Across Selection/ Distributed/ Fill).

- Vertical: Canh 1& theo chiéu dung (Top/ Center/ Bottom/ Justify/
Distributed)

- Orientation: Chon huéng cho dir liéu (nhap s do goc quay trong 6
Degrees).

- Text Control: Diéu chinh dir liéu
- Wrap text: Dit liéu ty dong xudng dong khi gip 1& phai cta 6.
- Shrink to fit: Dir liéu tu dong thu nho kich thudc cho vira voi 6.

- Merge cells: Két hop cac 6 thanh 1 6.
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4.6.3.2. Ké khung cho bang tinh

Chon tab Home = nhém Cells = Fomat - Format Cells = Chon thé Border.

Format Cells ? >
Mumber  Alignment Font ..... B nrder Fill Protection
Line Presets
Style:
Mone ~ r=====—--

Mone  Qutline  Inside

Border

Text
Colon

Automatic N

The selected border style can be applied by clicking the presets, preview diagram or the buttons
above,

Hinh 4.9. Hop thoai ké khung
Presets: Chon kiéu ké khung

e None: Bo ké khung
e Inside: Ké cac duong trong.
e Outside: Ké duong vién xung quanh

Border: Cho phép chon duong ké truc quan theo yéu cau.

- Line:
e Style: Chon kiéu cua duong ke.
e Color: Mau cua duong ké
- T6 nén cho bang tinh
Chon Home - nhém Cells = Fomat - Format Cells = Chon thé Fill.
e Pattern Color: Chon mau nén

e Pattern Style: Chon cic mau nén
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C6 thé t6 nhanh bang cac Nhap chudt nut Fill Color & ¢ Group Font.

Luu y: C6 thé mé hop thoai Format Cells bang cach chon ving dir liéu, Nhap
chudt phai chon Format Cells trong Shortcut menu.

4.7. Két xuit va phan phéi trang tinh, bang tinh
4.7.1. Trinh bay trang tinh dé in
Vao tab Page Layout - nhom Page Setup

Page Setup ? >

____‘:'Margins Header/Footer  Sheet

Chon huéng gidy in ~ ——p Orientation

doc/ ngang ® Portrait O Landscape

Tilé in » Scaling

(® Adjustto: 100 [5 %t normal size

() Fit to: 1 = page(s) wide by |1 = tall
Chon khé) giéy ——»  Paper size: Letter e
Chit lugng in ———  Print guality: | 600 dpi v

First page number: | Auto

Frint... Print Preview Options...
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Page Setup ? X
Page (:I:_ia_r_gl_n}:‘ Header/Footer  Sheet
. log Header Khodng cach tiz mép
é tré .75 15 3 Bl il
Létrén — P07 s trén giay dén Header
Left: Right: 3
Létrai —»07 % 07 te—— 1 Léphii
Lé duoi _—’ﬁ"““‘: Eooter, Khoang céch tir mép
075 t+] 03 i< I duot giay denFooter
Canhgifxatrangtheo = Center on page
-3 ) [[] Horizontatly
chiéu ngang/ doc = il
Print.., Print Preview Options...
Page Setup ? x
Page  Margins {; Header/Footers' Sheet
Chon Header c6 sdn
Header:
[nonej
Chon
Header » Custom Header.., Custom Footer.., Slhon Footer
tuy y vy
Footer:
(nonej v
Chon Footer cé sdn
|:| Different odd and even pages
|:| Different first page
Scale with document
(] Seal
Align with page margins
Print... Print Preview Dptions...
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Header

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

Théng tin & goc phai

header
cursor in the edit box and press the Format Picture button,
Al BB @0 &8 ko
Left section: Center section: Right section:

Cao Ddng Cong Nghé Thi Dirc Trang &[Page]/&[Pages] Khoa Cong Nghé& Thong Ti
Théngtin & ge trai header Théng tin & giira header oK Cancel
Page Setup ? >

R —
Page Margins  Header/Footer \i___ﬁ__r]_g_gi:__d 1
Print area: * «— Diachi ving in
Print titles
Rows to repeat at top: + L | Dia chi dong lap lai &
du tat ca cac tran
Columns to repeat at left: + u g
Frint Dia chi cft 1ap lai &
[] Gridlines Comments: (Maneg] w bén trai tat ca cac
Elack and white
I:l - Cell grrors as: | displayed b trang
|:| Draft guality
|:| Row and column headings
Page order
Down, then over |==f= =a3==
®p EE BJF. EE
() Over, then down  |=4 5 ‘.':'.I =
B .dlE 35
Print... Print Preview Dptions...

4.7.2. Kiém tra va in

Nhép chudt tai biéu tuong £ Print Preview and Print trén

Customize Cuick Access Toolbar
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Hytm [V |Ten  |Nyosing) [Tévg Sbm [Sminds [Xép bory |

AN s ? [ [

e sbH | SVing s | 3| 5
P N———" HANH 7 §|Visg 15] | 3

= .. . PMUC_ 3 8 § 24| 3 1

Téag & boc sich oz by |

>>>>>

- Print: nhip véo s& in ra may in
- Copies: S6 ban in
- Printer: chon loai mdy in tir danh séach li¢t ké
- Settings: gdm c6 cac chon lya sau
- Print Active Sheets: in bang tinh hién hanh, hodc chon
e Print Selection: In ving dugc chon
e Print Entire workbook: In toan b0 Workbook
e Print Active Sheet: In Sheet hién hanh
- Page dé in mot sb trang From < s6> tir trang s6 To < s6> dén trang sd

- Collated: chon in xong céc trang ciia mdt ban in r6i méi in tiép ban ke, hoac
chon in ting trang cho cac ban in roi in trang ké cho céc ban ...

- Portrait Orientation: chon in dimg theo kho gidy hay in ngang Landscape
- Normal Margins: chon canh 1¢ cho trang in
- No Scaling: chon in nhu bang tinh thyc tai hay chon

e Fit Sheet on One Page: chinh in bang tinh vao mdt trang

e Fit All Columns on One Page: chinh in tit ca cac cot vao mot trang

e Fit All Rows on One Page: chinh in tat ca cac dong vao mot trang

4.7.3. Phan phéi trang in
4.7.3.1. Lwru trang tinh, bang tinh dwéi cac kiéu tap tin khac nhau

4.7.3.1.1. Cach lwu m¢t bdang tinh dwoi dang tap tin PDF
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- Budc 1: Nhép chudt vao tab File dé truy cap va Backstage view

- Budc 2: Nhép chudt vao Export, sau d6 chon Create PDF/XPS

Baitap | - Eesl signe ! - o X

Export

Create a PDF/
XPS Document

Preserves layout,

h?!' Change File 1)'pe fermutting, fonts

v images

Content cont be
casly changed

! _ Create PDF/XPS Document

Frew viewen se
evaihable on the
web

-
Create
POERPS

- Budc 3: Hop thoai Save As s¢€ xuét hién. Chon vi tri mubn luu bang tinh,
nhap tén tap tin, sau d6 Nhap chudt vao Publish

Publish as PDF or XPS *
&« v <« TINHOC DAICUQ... » BAITAP EXCELL v O Search BAI TAP EXCELL o
Organize « Mew folder B== = 0
o~
[ This PC 2 Marme Date modified Type
B Desktop @ _Whaitapword_UDCNTTCE 31/10/2017 1:25 PM Foxit Reader PDF ...
Documents @ bai_tap_thnc_ 23/04/2018 10629 ... Fouit Reader PDF ...
@ Slide Excel 20010 (1) 25/04/2017 1:32 PM Foxit Reader PDF ...
* Downloads
Jﬁ Music
&= Pictures

m Videos
‘e System (C)

- Data (k)
2 CD Drive (G3)
>
File name: | bai tap 1 ~
Save as type: | PDF ~
Open file after Optimize for: (@) Standard (publishing
publishing online and printing)

() Minimum size
{publishing onling)

Opticns...

“ Hide Folders Tools ~ Publish Cancel
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Theo mic dinh, Excel s& chi xuat bang tinh dang lam viéc. Néu chung ta c6 nhiéu

bang tinh va mudn luu tit ca chung trong ciing mot tap tin PDF, hay Nhap chudt vao
Options. Tuy chon trong hop thoai Save As. HOp thoai Options sé xuét hién. Chon

Entire workbook(toan bg bdang tinh), sau d6 nhan OK.

Options ? X

Page range

® Al

OPage[s] From: |q

[
=
]

=

4|k

Publish what

O;electicun
() Active sheet(s) Table
|:| Ignare print areas

Include non-printing information

Document properties
Document structure tags for accessibility

POF options
[] PDF/A compliant

Cancel
4.7.3.1.2. Cach lwu mot bdang tinh dwai dang tap tin khac

- Budc 1: Nhép chudt vao tab File dé truy cap vao Backstage view

- Budc 2: Nhép chudt vao Export, sau d6 chon Change File Type

Export

I—'ﬁ Create PDF/XPS Document

nE=m

PA‘ Change File Type

Print

Share

Export

Publish

Close

- Budc 3: Chon mét loai tép tin phé bién, sau do Nhép chuot vao Save As.
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Change File Type

Workbook File Types

== Workbook a Excel 97-2003 Workbook

Uses the Excel Spreadsheet format Uses the Excel 97-2003 Spreadsheet
format
OpenDocument Spreadsheet E“ Template
=| Uses the OpenDocument Spreadsheet Starting point for new spreadsheets

format

==t Macro-Enabled Workbook Binary Workbook

E [1T Macro enabled spreadsheet E Optimized for fast loading and saving

Other File Types

Text (Tab delimited) C5V (Comma delimited)
Text format separated by tabs E Text format separated by commas
Formatted Text (Space delimited) P. Save as Anather File Type

E Text format separated by spaces rd

B.

Save As

- Budc 4: Hop thoai Save As s€ xuét hién. Chon vi tri mubn luu bang tinh,
nhap tén tap tin, sau d6 Nhap chudt vao Save.

Save As *
T < TINHOC DAl CUO... » BAITAP EXCELL v @ Search BAI TAP EXCELL o
Organize = Mew folder SEEE 0
[ This PC ~ Mame Date modified Type
[ Desktop B Bai tap 2 0/08/2016 1:04 PM  Microsoft Excel 97...
@ Documents
; Downloads
J‘) Music
= Pictures
m Videos
i Systemn (C:)
- Data (It) v £ >
File name: | CEIRET -
Save as type: | Excel 97-2005 Workbook ~
Authors: User Tags: Add atag
[J5ave Thumbnail
+ Hide Folders Tools = Cancel

Chung ta ciing c6 thé st dung trinh don tha xubéng Save As Type: trong hop
thoai Save As dé luu cac bang tinh trong nhiéu loai tp tin.
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Sawve As

e <« TIMN HOC DAl CUCO... » BAI TAP EXCELL w | O Search BAl TAP EXCELL
Organize « Mew folder
-~
I This PC -~ MName Date modified
B Deskiop Baitap 2 10/09/2016 1:04 PM

Documents

4 Downleads

JJ Music

[=] Pictures

Bl Videos

e systern (C:)

—. Data (D) v <

Microsoft Excel 97...

File name:

Excel Workbook

Excel Macro-Enabled Workbook
Authors: [Excel Binary Workbook

Excel 97-2003 Workbook

CSV UTF-8 (Comma delimited)
XML Data

Single File Web Page

= Hide Folders Web pag!

Excel Template

Sawve as type:

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (MS-DOS)

CSV (Macintosh)

CSV (MS-DOS)

DIF (Data Interchange Format)
SYLK (Symbolic Link)

Excel Add-in

Excel 97-2003 Add-in

PDF

XPS Document

Strict Open XML Spreadsheet
OpenDocument Spreadsheet

4.7.3.2. Bao mat tap tin, dit mat khau bao vé tap tin

- Budc 1: PBau tién mo tap tin can bao mat

- Budc 2: Chon tab File = Info = Protect Workbook - Encrypt with

Password

Protect Workbook

Contral what types of changes people can make to this workboolk.

* Always Open Read-Only
’é Prevent accidental changes by asking
readers to opt-in to editing,

Encrypt with Password that it contains:
$ Require a passwerd to open this workbook. ath, author's name and absolute path
ilities find difficult to read

Protect Current Sheet

Control what types of changes people can
make to the current sheet

- Budc 3: Tai day nhap mat khéu dé bao vé cho tap tin
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Encrypt Document 7 >

Encrypt the contents of this file
Password:

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

Cancel

Tiép dén nhap thém lan nita dé xac nhan mat khau

Confirm Password 7

Encrypt the contents of this file
Beenter password:

Cautiorn: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

Cancel

- Budc 4: Sau cac budc trén ching ta hoan tat viéc bao mat cho tap tin. Khi
md tp tin, chung ta s& phai nhap mat khau méi co thé truy xuét duoc

Page La | Formula | Data | Review | View | Add-ins | Help | Foxit Rei| Team Q Tell me

= % : s AP
B I U i -
Alignment | Number Cells | Editing
Clipboard s Font Styles ~
Password ? d

‘bai tap 1.xlsx’ is protected.

Password:

Ready

H @ H -
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4.7.3.3. Dinh kém trang tinh theo thu dién ti

- - Budc 1: Nhéap chudt vao tab File dé truy cip vao Backstage view, sau do

Nhap chudt vao Share

- Budc 2: Ctra s6 Share xuat hién. Néu chiing ta chua hoan thanh bang tinh,
ching ta s€ duoc nhéc luu tai liéu cia minh vao OneDrive

e Luu y rang chung ta ¢ thé can phai diéu hudng tro lai cira s6 Share

sau khi luu

Share

bai tap 1

D:» CHUAD = O DIA D = chua o D= GIANGDAY_CDTHU...

Share

:"& Share with People

[% Email

Share with People

Step 1: Save your document to a OneDrive location

Step 2: Share your document. We'll do this after you've finished saving.

H

Save to
Cloud

- Budc 3: Trén cira s6 Share, néu tai liéu ciia dugce luu vao OneDrive, hdy
Nhép chudt vao ndt Share with People (Chia sé véi moi ngudi).

Share

home |loan comparison

Javier Flores's OneDrive » Documents

Share

.’.& Share with People

M'I—'} Email

Share with People
Send invitations and get sharing links.
e°
s
Share with
People [}
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- Budc 4: Excel s& tro lai ché do xem binh thudng va mo cira so6 Share ¢ phia
bén phai cira sb. Tai ddy, chiing ta c6 thé moi moi ngudi chia sé tai liéu cua
minh, xem danh sach nhitng ngudi ¢ quyén truy cép vao tai liéu va dit xem
ho c6 thé chinh stra hay chi xem tai liéu.

Share v K

Invite people
limason mail.copm =

Canedit ~ .

‘ Hey, got any advice on the loans we're (ons:derlng?i

Share
N

4.7.3.4. Luu trang tinh trén mang

- Budc 1: cip theo dudng link bén dudi dé ding nhip vao Google Drive
thong qua tai khoan Google. (https://www.google.com/drive/)

\

Tat ca tép cla ban, kha dung &
MOl NOI

[

- Budc 2: Pang nhap tai khoan Google clia minh. Nhap chudt Ping nhap
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https://quantrimang.com/url?q=aHR0cHM6Ly93d3cuZ29vZ2xlLmNvbS9kcml2ZS8%3D

Google
Trinh Hoang Céng

#§Y trinhhc@tdc.eduvn v

‘» Nhap mat khau ctia ban

......... | N

Quén mat khau? Tiép theo

Budc 3: Giao dién Google Drive xuat hién. Dé tai thu muc 1én, ching ta
Nhap chudt vao phan Drive cta toi. Tai day sé c6 nhiéu lya chon:

e Thu muc méi: tao thuy muc méi trong Drive.
e Tai lén tép: tai tap tin tr may tinh

e Tai lén thu muc: tai thu muc c6 trong may tinh

L Drive Q, Tim kiém trong Drive

e

@ve clia toi )
|- Méi —

Thu muc méi

Drive cua toi

Taitép lén

a-_n Buoc chia se voi toi T4i thu muc Ién
@ Gan day

W  Duocgan ddu sao

Ung dung khéc >

B TAT ok N PH
' Thung rac Pucc ct

Budc 4: Ngay khi chung ta chon loai file, Google s& tién hanh tai file. Khi
xuat hién diu tich & mdi file, nghia 14 qua trinh tai file 1én Google Drive d

hoan thanh xong.

Dang tai 1 muc Ién

Dang bt du tai 1én... HUY

canh bao-cao dang.xls

212



ﬁ CAC DPIEM CHINH

- Dinh dang bang tinh.
- Nhom ham co ban

- Nhém ham vé ngay.
- Ham IF().

- Nhom ham do tim.

@z CAUHOIONTAP

Cau 1 : Trong bang tinh Excel, tai & A2 c6 sdn gia tri chugi "*Tin hoc"; & B2 c6 gia
tri sé 2008. Tai 6 C2 g6 vao cong thirc =A2+B2 thi nhdn dwrec két quad:

A. #VALUE!
B. Tin hoc

C. 2008

D. Tin hoc2008

Cau 2 : Khi dang lam viéc véi Excel, té hop phim nao cho phép ngay Idp tirc dua
con tré vé é dau tién (6 Al) ciia bang tinh ?

A. Shift+Home

B. Alt+Home
C. Ctrl+Home

D. Shift+Ctrl+Home

Cau 3 : Trong khi lam viéc véi Excel, dé nhgp vao cong thic tinh toan cho mét 6,
trwéc hét ta phdi go:

A. Dau cham hoi (?)
B. Dau bang (=)

C. Dau hai cham (:)

D. Dau d6 la ($)

Cau 4 : Phat biéu nao sau diy diing?

A. Biéu do cot rat thich hop dé so sanh dit liéu cé trong nhiéu cot

B. Biéu d6 hinh tron rat thich hop dé mé ta ti 1¢ cua gia tri dix liéu so véi tong thé
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C. Biéu do duong gap khuc dung so sanh dit liéu va du doan xu thé ting hay giam cua
da lidu
D. Ca 3 cau déu ding

Cau 5: Trong khi 1am viéc véi Excel, muén luu bang tinh hién thoi vao dia, ta thuc
hi¢gn?

A. tab Home — Save
B. tab View — Save

C. tab Review — Save
D. tab File — Save

Cau 6: Cdu nao sau diy sai? Khi nhdp dir ligu vao bdng tinh Excel thi:
A. Dir liéu kiéu s6 s€ mac nhién can thang lé trai

B. Dir liéu kiéu ki ty s& mac nhién cin thing 18 trai
C. Dit liéu kiéu thoi gian s& miac nhién can thang I& phai
D. Dir liéu kiéu ngay thang sé& mic nhién can thang I& phai

Cau 7: Trong bdng tinh Excel, tai 6 A2 c6 sdn gia tri sé khdng (0); Tai 6 B2 gd vao
cong thizc =5/A2 thi nhédn dwot két qud:

A.0
B.5

C. #VALUE!
D. #DIV/0!

Cau 8: Trong cac dang dia chi sau ddy, dja chi nao la dia chi tuyét doi?

A. B$1:D$10

B. $B1:$D10

C. B$1$:D$10$

D. $B$1:$D$10

Cau 9: Trong bdng tinh Excel, diéu Kién trong ham IF dwoc phét biéu dwéi dang
mét phép so sanh. Khi can so sdnh khac nhau thi s dung ki hiéu nao?

A #
B. <>

C.><
D. &

Céau 10: Trong bang tinh Excel, tgi 6 A2 gb vao cong thac
=IF(3>5,100,1F(5<6,200,300)) thi két qua nhan duoc tai 6 A2 la:
A. 200

B. 100
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C. 300
D. False
Cau 11: Pé chudn bj in mgt bang tinh Excel ra gidy ?

A. Excel bat buoc phai danh s trang & vi tri bén phai dau mdi trang
B. C6 thé khai bao danh sé trang in hoic khong

C. Chi danh s trang in néu bang tinh gom nhiéu trang

D. Vi tri cua s6 trang ludn ludn & goc dudi bén phai

Céu 12: Trong bdng tinh Excel, giao ciza mgt hang va mét cgt dwoc goi 1a?
A. Dtr liéu

B.0

C. Truong

D. Coéng thuc

Cau 13: Trong bdng tinh Excel, tgi 6 D2 c6 cdng thic =B2*C2/100. Néu sao chép
cong thiee dén 6 G6 thi sé c6 cong thiec 1a:

A. E7T*F7/100
B. B6*C6/100
C. E6*F6/100
D. E2*C2/100

Cau 14: Céc kiéu di ligu thong dung ciia Excel 1 :

A. Kiéu chudi, kiéu van ban, kiéu ngay thang

B. Kiéu chudi, kiéu sb, kiéu ldgic, kiéu ngay thang, kiéu cong thirc

C. Kiéu sb, kiéu l6gic, kiéu ngay thang

D. Kiéu cong thirc, kiéu ham, kiéu so, kiéu ngay thang

Cau 15: Trong Excel, khi Vviét sai tén ham trong tinh todn, chwong trinh thong bdo
16i?

A. #FNAME!

B. #VALUE!

C. #N/A!

D. #DIV/0!

Dap an:

Caul: A Caus:D Cau9: B Cau13: C
Cau2:C Céau6: A Céau 10: A Caul4:B
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Cau3:. B Cau7:D Caull:B Cau 15: A
Cau4:D Cau8:D Caul2:B
@= BAITAP
Bai 1: Nhap va dinh dang bang tinh
A B | ¢ | o JEJTF ] & | H
1 TINH BANG DPIEM TRUNG BINH
= I
i Z
= I~ @
STT HQ VA TEN P e fé E W
=4 I Z 2
. F =
3 1 [Trén Thanh Tudn 5 =] a
4 2 |Trén Trung Trye g 6 5
5 3 |Pham Hing Cudng 3 g 5
B 4 |L& Ngec Xudn 5 7 5
7 5 |Pham Thanh Ligm 9 3] 7
£ Yéu ciu:
1. Tinh tdng diém = TOAN + LY + HOA (C6 thé sir dung ham SUM)
2. Diém trung binh = (TOAN + LY + HOA)/3
3. Lam tron PIEM TRUNG BINH lay 2 s6 1¢
Bai 2: Nhip va dinh dang bang tinh
A B lc] o | E | F | & | H
1 HOA BON BAN HANG
o) 2
STT| MAT HANG |BVT P E - i M D)
5 o o= = -
2 “ ] Py
3 1[Cao Bao 50000 10 2000000
4 2 (Buding Bao 400000 30 150000
4 3|=Ta Bao 300000 50 100000
G 4(Z& phé Bao 500000 70 150000
7 Sldao Bao S000a0 40 100000
£ Yéu cau:
1. Thanh tién = SO LUONG* BON GIA
2. Tong cong = THANH TIEN- PHI CHUYEN CHO
3. Pinh dang cot Tong cong co don vi VND
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Bai 3: Nhip va dinh dang bang tinh

*
1.
2.
3.

sau so tien
Bai 4: Nhap va dinh dang bang tinh

A | B | C D

1 LE PHi LUU KHO

2 Gl4 luu kho: 12000

3 | Mt hang Hgédy nhap Hgay xudt LE PHi
4 |Tivi 12 /05,04 18/05/04

5 |Ban hoc sinh 2 5/06/04 12/07/04

B |Tisat 30/10/04 12/12/04

7 |May vitinh 16/04,/04 250504

Yéu cau :

Diéu chinh trong méi trudng Windows dé nhap ngay kiéu dd/mm/yy
Lé phi = SO NGAY LUU KHO * GIA LUU KHO (str dung dia chi ¢ dinh)
binh ’darjg cot 1& phi c6 ddu phan cach hang nghin va don vi tién t¢ VND dat

A B C D E F c |
1 TINH TIEN THUE MAY TiNH
2 Bon gia 3000
Nguvi thué | Gier thué | Giertra | "2 927 | Thanh tign
3 thué
a An 8:30]  10:00
5 Binh 8:40 9:30
6 Hung 9:00 11:10
7 Thao 9:15]  10:40
8 Huong 9:30 12:05
9 Thanh 10:05]  12:30
10 -
M4 4 M| Sheetl | Sheet? , Sheet3 . ¥1 [ m |
 Ready (EE =N U (#)us

+ Yéu cau:

1. Tinh Thoi gian thué bang Gio tra trir Gio thué

2. Tinh Thanh tién
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Bai 5: Nhap va dinh dang bang tinh

A ] B [ ¢ [ DJE] F JIG] HT 1 J
1 BANG CAC MAT HANG QY 2 NAM 1999
2 A o i [ DOMVIA_ DOMVIE | DONVIC | TONG | TV 1F
3 | HAHG SLG |(TTEH|SLG|TTIEH |SLG|TTIEH| TIEH %
4 |Cao 300 25 40 30 {a)
5 [Dudng 250 35 35 15
G |Bot 150 15 15 20
7 Cang: |({b) (el
B8 B.quén

£ Yéu cau:

o & b

dang cot ti & kiéu phan traim va 2 sb 1&

Bai 6: Lap va dinh dang bang tinh

e

G =] O Lh

11
12
13
14
15
16
17
18
19

A

B

C D

E

F

G

BANG KET QUA THI CHUNG CHI A

Tong tién cua tirng mat hang (a)= tong TTIEN cua 3 don vi
Cong TTIEN cua méi don vi (b)= Tong TTIEN cua 3 mat hang
Tinh tong tri gi4 cua 3 mat hang va cua 3 don vi tai 8 (c)

Thanh tién cua (mbi don vi) = S6 lwong (ctia mdi don vi)*Pon gia

Ti Ié= Tong tién cua trng mit hang(a) /tong tri gia cua 3 mit hang (c) . Pinh

5TT

TENHV

PHAI

WIN

WORD

bTE

TCONG

XLOAI

GCHU

An

Bach

- 3
Hien

e
Lo I LR s O O]

Duywy

Phucng

B =

Binh

[ N RV e O R RN s

Hoing

w2
—
(=]

Huy

o Vs ]

Bep

Vin

MNhung

e

Ln

Mai

SO e = [ D | = ||| =

~] in (=0 W O W) [ W N

in|wn oo |in J=

o=

[FFR R RV N R R

CAONHAT
THAPNHAT
BINH QUAN

(-]

[

Yéu cau :

1. Cheén thém cot Gigi Tinh ¢ bén trai cot Win, biét Phai =1 1a “Nam”, nguoc
lai 1a “Nu”

2. PTB = (win + word + Excel ) /3, lam tron 1 s6 Ié
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3. Piém Tong Cong duoc tinh nhu sau :

Néu 1a “Ni” va DPTB<5 thi CONG = PTB +0.5 nhung khong dugc >5

Nguoc lai thi Cong = DTB

4. Xép loai duoc tinh nhu sau :

5. Ghi cha : “Pau” néu téng cong>5, nguoc lai “Raot”

Tong cong <5 : kém

5<=Tong Cong <6.5 : Trung binh

6.5<=Téng cong<8.5 : kha

8.5<Tdng cong<9.5 : Gioi

Con lai 1a Xuét sic

6. Thém cot Hang sau cot Ghi chi va tinh thir hang trong danh sach du vao cot
Tong cong

Bai 7: Lap va dinh dang bang tinh

THEO DOI BAN LINH KIEN MAY TiNH - Ty gia: 21770
Ma Tén S6 Tién giam Thgnh Tf}gnh Khuyén
STT1 han han lron (USD) tién tien S
g g ong (USD) | (VND)
1| KDB 120
2 | MAI 115
3| SCN 30
4 | KDB 75
5| MOU 150
6 | SCN 25
BANG DON GIA USD
Ma hang | Tén hang | Pon gia (USD)
KDB Keyboard 15
SCN Scanner 55
MAI Mainboard 30
MOU Mouse 8
Y&u cau:
1. Tén hang: dya vao ma hang tra trong bang don gia USD
2. Tién giam: Néu s6 lugng >100 thi tién giam = 2.5%*s6 lugng* don gia
3. Thanh tién USD: s6 lugng * don gia - tién giam
4. Thanh tién VND: Thanh tién (USD) * ty gia
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Bai 8: Lap va dinh dang bang tinh

SO| HOVA | MAsO | VO | TEN | . | o | cong | PEEM
TT TEN NGANH TIEN NGANH PIEM TIEN
1 | Lé Binh A 1 7.0 3.0
2 | Tran Co B 3 4.0 7.0
3 | LyLoan C 2 7.0 6.0
4 | Iran c 4 60| 65
Hoang
5 | LéHoang | A 2 8.0 7.0
6 | Tran Thanh | B 1 7.0 6.0
DIEM UU
TIEN
VE ]
NGANH | Ma nganh A B C uwu Piém
HQC tién
Tén nganh Tin hoc Ly Hoa 1 2
2 15
3 1
4 0
Yéu cau:
1. Tén nganh: Can ctir vao MA SO NGANH tra ctru trong bang NGANH HOC.

> wn

UU TIEN.
5. Chén cot KET Qua va tinh cot Két qua: Néu TONG CONG > 18 thi ghi

bau, nguoc lai ghi Rot.

Cong diém = (TOAN*2 + LY)
Diém wu tién: Can ct vao MA UU TIEN tra trong bang DIEM UU TIEN.
Chén cot Téng cong va tinh cot TONG CONG = CONG DIEM + DIEM
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Chuong V. SUDUNG TRINH CHIEU CO BAN

@ mycTIEU

Hoc xong chuwong nay, nguoi hoc co kha nang:

- Trinh bay so lugc duge mot sb kién thirc co ban vé st dung may tinh va
phan mém Microsoft PowerPoint 2019 trong viéc thiét k& va trinh chiéu
thong tin;

- Str dung dugc phan mém trinh chiéu Microsoft PowerPoint 2019 dé soan
thao ndi dung, thiét ké va trinh chiéu mot sé ndi dung don gian.

5.1. Kién thite co ban vé bai thuyét trinh
5.1.1. Khai niém bai thuyét trinh
5.1.1.1. Khai niém

Thuyét trinh 13 sy trinh bay nhitng nhan dinh, quan diém, chién lugc, kién thuc
chuyén mén...nham thuyét phuc khan gia chip thuan, déng tinh v6i nhitng chu dé va
thong tin dugc nghe. Nhu vy, thuyét trinh 14 qua trinh truyén dat thong tin nham dat
duoc cac muc tiéu cu thé: hiéu, tao dung quan h¢ va thuc hién.

5.1.1.2. Cac yéu té anh hwéng dén chat lwong thuyét trinh

Chudn bi khéong chu ddo:

Su chuin bi khong chi 13 vé& ndi dung ma con phai co sy chuén bi vé tam ly. Dé
tranh duoc tinh trang nay, khong nén chi quan ma can phai c6 su chuan bj trude cang
chu dao cang tot. Chuan bi cang k¥ thi ti 18 thanh cong ctia budi thuyét trinh cang cao.

Khong danh gia dung khan gia:

Khan gia 1a yéu td quan trong anh hudng dén sy thanh cong ciia bai thuyét trinh.
Néu ngudi thuyét trinh khong tim hiéu thong tin, dic diém cua khan gia nhu: gidi tinh,
tang 16p, trinh do, nghé nghiép,...thi s& khong xac dinh dugc phuong phap tac dong
phu hop.

Thiéu tw tin:

Thong thuong, da sé chung ta déu cam thay béi rdi, cang thang trudce khi thuyét
trinh. Pay chinh 13 co ché ty vé ciia co thé nén chling ta khong can qua lo lang. C6 khi,
chinh sy ciang thang nay lai gitp cho chdng ta nd lyc nhiéu hon khi thuyét trinh va gop
phan nang cao hiéu qua cua bai thuyét trinh. Tuy nhién, néu khong biét kiém soat, ché
ngu su lo lang thi né co thé tac dong tidu cuc dén bai thuyét trinh.
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5.1.1.3. Mt s6 chi dén dé tao nén mot bai thuyét trinh tét
Bai thuyét trinh tot cAn c6: Noi dung, cau truc, tong thé va yéu td con nguoi.
Chuin bi cho bai thuyét trinh
Néi dung: Can nhiéu thoi gian dé nghién ctru k§ vé chu dé, dé tai va phat trién
thanh céac y tuéng.

Cich t6 chive: Sap xép cac y tudng vao cac phan mo bai, than bai, két luAn mot
cach logic.

Tab ghi chl: Lam cac tm card ghi cht nhitng ¥ chinh s& néi trong bai dién van.
Chung s& gitip ban nhé lai nhanh chong cac ¥ chinh ma khong can phai doc nhiéu.

Thwc hanh: Can phai thyc tap nhiéu lan trudc ngay thuyét trinh dé bai thuyét
trinh thanh cong va hiéu qua.

5.1.2. Cac buéc co ban dé tao mot bai thuyét trinh
- Xac dinh muc ti€u thuyét trinh.
- Thiét ké, bién tap ndi dung cac trang cia bai thuyét trinh.
- Luu va xuét ban (publish) noi dung bai thuyét trinh.
- Thuc hién viéc thuyét trinh b?lng mot cong cu trinh chiéu.
5.2. Sir dung phan mém Microsoft PowerPoint
5.2.1. C4c thao téc tao trinh chiéu co ban
5.2.1.1. Gioi thiéu Microsoft PowerPoint

Microsoft Powerpoint 2019 hd tro ngudi dung tao nén cac bai thuyét trinh sinh
dong va 16i cudn.

Giao dién Powerpoint 2019 duogc phat trién tir phién ban 2007 v6i cac Ribbon s&
mang lai nhiéu tién loi va véi nhiéu tinh ning mdi giup tao nén bai thuyét trinh sinh
dong, hap dan va truc quan mot cach nhanh chong.

5.2.1.2. Tao mdt bai thuyét trinh co ban

Tao mot bai thuyét trinh rng: Vao tab File & New = Blank presentation
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New

e Preistorn  bdsceton  Sesisenm  Themes  (hen  Degers  dographicy

Fim Frociitinn
Rebuotectvoit,
wmm m]: Berlin S ‘k; SAVON ';)
£l % .9
YORORTHTAN

Feubnnd Tyame

Hinh 5.1. M{t s6 Sample templates

Tao bai thuyét trinh tir mau c6 sin: vao tab File & New = Chon mot mau thiét
ké tir danh sach bén duéi va xem hinh minh hoa phia bén phai cira sb.

New

Sogperind marzher  Pewridinre  (dcation  fusessw Thenm  Cws  Oapers  Srbgrgeees

savoN  #
Pararara?

Wt Type b Bomrtrzmn Onastabde (S

Ot (R | owre

Hinh 5.2. Mét s6 Sample templates
5.2.1.3. C4c thao tac trén slide
Khi tao mé1i bai thuyét trinh, PowerPoint chén sén slide tua dé v6i hai hop van
ban tréng goi 1a cac placeholder. Pay la cac placeholder dung dé nhap vin ban.

Ngoai ra, PowerPoint con c¢6 nhiéu loai placeholder khac dé chén hinh anh, SmartArt,
bang biéu, do thi,...
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vise it (2

Englah lUnkes Staten

Fortt

Aemabons  Shde Show  Sevew

Peesercationd - PoessPond Srevew

Vew

Racygraph

Click to add title

Click to add subtitle

= Netes W Conveents s

@ =T -

P e - ——————

, Cac placeholder

Hinh 5.3. Slide tira dé bai thuyét trinh véi hai placeholder

C6 nhiéu kiéu b6 tri cac placeholder trén slide ma PowerPoint xay dung sin dugc
goi 1a cac Layout. Tuy theo ndi dung can xay dung cho slide ma banchon kiéu Layout

phu hop.

Va
Office Theme

Lassrssasstasatsassasassaaa)

Title Slide | Title and Content  Section Header
Two Content Title Only
Blank Content with Picture with
Caption Caption

Hinh 5.4. Céc kiéu layout ciia slide

Cheén slide moi:
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- Chon tab Slides trong ché 6 Normal View va nhip chudt vao dudi slide
dau tién do PowerPoint tu tao ra khi ching ta tao bai thuyét trinh mo1. Khi
d6, ching ta s& thidy mot duong nim ngang nhap nhay cho biét d6 1a vi tri
ma slide mo1 s€ duoc chén vao.

- Vao tab Home chon nhom Slides
- Chon niit New Slide, hop chira cac kiéu layout xuat hién
- Chon moét kiéu layout, slide méi s& dugc chén vao bai thuyét trinh theo kiéu

layout vira chon.

| []Layout ~

“*] Reset
New B I U
Slide~ CJSection~

|

Office Theme

........................

.........................................................................

.......................

Two Content Comparison Title Only

....................................

Blank Content with Picture with
Caption Caption

u=] Duplicate Selected Slides
[;_j Slides from Outline...

(Z] Reuse Slides...

Hinh 5.5. Cheén slide
Sao chép slide (nhan ban)
- Trong ché d6 Normal View, chon cac slide trong tab Slides muén sao chép

- Nhiap phai chudt 1én mot trong sé cac slide dang chon dé m¢ thuc don ngi
canh

- Chon Duplicate Slide tir danh sach 1énh
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Paste Options:

P
0 Ll
New Slide
Duplicate Slide
Delete Slide

Add Section

Hinh 5.6. Sao chép slide

Thay déi layout cho slide:

Chon slide can thay déi layout

Chon kiéu layout méi cho slide

Vao tab Home | nhom Slides | chon nit Layout

|_JLayout~

Office Theme

Title and Content Section Header

Title Slide
Two Content Comparison Title Only
Blank Content with Picture with
Caption Caption
Hinh 5.7. Thay doi layout cho slide

Trong ché d6 Normal View, chon cac slide trong tab Slides mudn sao chép
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Thay ddi vi tri cac slide
- Trong ché do Normal View, chon slide trong tab Slides mudn sip xép
- Dung chuét kéo slide dén vi tri mai trong tab Slides va tha chuot

- Slide s€ xuat hién ¢ vi tri moi.

{ Share

| Tranwdioen | Armalions | Slicke Show | Riew | View  Help Font Rescs O Tellr 0

- = e
’ L X m - p
| Mgge — i $ - T3
Paste e New . Drawing Edemg
[ - Stider = Y ; S i
Clipbosd 14 Stdes Fortt Paragraph -

+ | ey

- v WORD
p— »
efs v POWERPOINT

S| wemr :

Lsuu::a?ﬁ T = Notes W Cameanhy B s W T -—3 s 5% B3

Hinh 5.8. Sdp xép slide
Xoba slide

- Trong ché d6 Normal View, chon slide trong tab Slides mudn xo6a

- Chon phim Delete trén ban phim dé xo6a slide hodc nhap phai chudt 1én slide
va chon Delete Slide

»

| [ e |
* Lo A
.- 'x. Cus
[EB Copy
? ‘D Paste Options:
O
* = 12 10 L@ LA

- -
cexe | L1—=| New Slide

¢ snewi |2 Duplicate Slide

RS ‘S Add Section

» W

—awm o] Layout »
LT D

Hinh 5.9. X6a slide
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Phuc hdi slide vé thiét 1ap layout méic dinh:

- Trong ché d0 Normal View, chon slide bi bién doi layout. Vi du:
placeholder trong slide bén dudi bi 1éch va ban can tra n6 vé ding vi tri mac
dinh cua layout.

- Vao tab Home, dén nhom Slides

Chon £ Reset

-
* Khatm phat catim giatc soiac mae khoatin

> Khin; phi cam gidc séc ma khoan khoaiii
Al * Laan faau tican coit maét tali Viedt Nam,
> Ldn ddu tién c6 mat tai Viet Nam. Laan fiadu tiein coit maét taii Viedt Nam

. A * NESCAFE ICE lao satn phaam gady ngaic
# NESCAFE ICE la sin phim gdy ngac nhiedn vao thich thui.

nhién va thich thd.

* Tan ngay trong ndouc lainh.
» Tan ngay trong nuéc lanh. WS

Hinh 5.10. Tra layout vé thiét ldp mac dinh
Nhom céc slide vao cac section:
- Trong ché dd Normal View, chon slide mudn tach thanh Section m&i

- VAo tab Home, dén nhom Slides

- Chon T (3 chon Add Section

Hinh 5.11. Cheén section
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Dat tén cho section

B X Cut = [=] Layout ~
ER Copy - ] Reset
iste el — B I USa
- Format Painter | gjide~ ] Section
Clipboard 7
TIN HOC VAN PHONG 2 5 =
7 =]l Rename Section
[ [— ©% Remove Section Rename Section ? ot
L] | wi I
@ Remove All Sections )
Section name:
— A
= Collapse All section 2
A
;e |

Expand All

e )
< EXCEL g
< POWERPOINT

Hinh 5.12. Pat tén cho section
Xba section

- Trong ché do6 Normal View, chon Section mudn x6a
- Vao tab Home, dén nhom Slides

- Chon nut Section va chon Remove Section

= X, Cut _[ [=] Layout ~
D ER Copy ~ ] Reset
Paste v New : B I U §
= . t Painter Slide v ﬁ Section~ =
Clipboard r‘.

TIN u{)c VAN PHONG 2 .
E[ Rename Section

“» Remove Section

Ei Remove All Sections

Collapse All

Expand All

7

< EXCEL

< POWERPOINT

Hinh 5.13. X6a section
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5.2.1.4. Chen Picture

V4o tab Insert chon biéu tugng Pictures nhu sau:

Design Transitions

*%EH%

Pictures| Online Screenshot Photo
Pictures - Album -

Images

F

Hinh 5.14. Chén Picture

Hodc vao trong slide, tai nhom Images chon Insert Picture from File

>hén hinh

. Cththdd text e élick to add text

Hinh 5.15. Cheén Pictures tur trong slide
5.2.1.5. Chen Shape, WordArt va Textbox

Vao tab Home, tai nhom Slides chon New Slide.

Chon kiéu layout 1a Title and Content. Nhap twa dé cho slide 1a “Chup hinh man
hinh dua vao slide”
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Hinh 5.16. Chen Title and Content
Vao tab Insert, nhém Illustrations, chon Shape, chon kiéu miii tén Right Arrow

Insert Design Transitions Animations Shde Show

] § IR

rtures Online Screenshot Photo  Shapes lcons 3D SmartArt
Pictures N Album ~ ¥ Models ~

In  Available Windows

Hinh 5.17. Chen Shape

Vao tab Insert, nhom Text, chon nut Textbox va vé mot hdp van ban trén slide.
Sau d6, nhap vao “Pay la ving man hinh PowerPoint wvira chup bang coéng cu
Screenshot ciia PowerPoint”.
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Day la ving man
hinh Powerpoint
vira chup bang
cong cu
Screenshot cua
PowerPoint

Hinh 5.18. Chen Textbox

VAo tab Insert, nhém Text, chon niit WordArt, chon mau sic cho WordArt

Text
Box

Te!

E QD T Q

Header WordArt
& Footer | 0

_.A

A

A
A

-
A A

Equation

A
A

-

iy )

Nhap chudi “Screenshot” tai hop Your text here

| | Video Audio dwa vao slide
- - R -l
i il ey
A -
Emr | mis
//S\ /\ = - n -4 V\H:'NP‘-WQ
L\ / = : s = Scte::&:cdn
= PowerPosat
A A Screenshot
Hinh 5.19 Chén WordArt
-_—

h dwa vao slide

E’ T e Diy 1a ving man

= P &-ﬁ- hinh Powerpoint

i'.- P . W vira chup bang

i :' L= cong cu

by = =3 Screenshot cua

= — PowerPoint
EYour text hereE

Hinh 5.20. Chén Screenshot
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5.2.1.6. Chen Table, Chart, SmartArt
Chen Table
- Vao tab Home, tai nhom Slides chon New Slide

- Chon kiéu layout 1a Title and Content. Nhap twa dé cho slide 1a “5 phan
mém tao bai thuyét trinh t5t nhat”

Insert Table ? >

Mumber of columns: |3 -

Mumber of rows: B =
oK Cancel

Hinh 5.21. Cheén s6 dong, sé cot

- Chon Insert Table trong placeholder bén dudi. Hop thoai Insert Table xuat
hién, khai bao s6 dong 6 tai Number of columns va s cot 3 tai Number of
rows

- Chon OK dé chén bang vao slide
- Thu nhé chiéu rong cac cot dé chuén bi nhap ndi dung vao slide
- Diéu chinh chiéu réng cua cot biang cach di chuyén chudt vao duong ludi

doc ciia bang. Khi thiy chudt bién thanh mii tén 2 chidu (‘1) thi giir trai
chuot va kéo qua trai dé thu nhé cot hodc kéo sang phai dé mo rong cot.

5phanmem
tao bai thuyét trinh tot nhat

.- — .

[ 3

Hinh 5.22. Nhdp dong tiéu dé cho bang
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- Nhép cac dong ndi dung cua bang

5phan mém
tao bai thuyét trinh tot nhat

[ stt | Phin mém
1 PowerPoint PowerPoint do Microsoft phat trién, 1 mét thanh phan trong
bd Microsoft Office. PowerPoint hién 13 phdn mém tao bai

thuyét trinh t8t nhat trén thi tredng.
2  Flash Flash do Adobe phat trién. Tao bai thuyét trinh trén Flash rat
thuan tién cho viéc chia sé va phat hanh trén Internet do

Flash chay trén nén trinh duyét web.

3 Impress Impress 1a phan mén mién phi do Sun Microsystems phat
trién. Impress 1a mot thanh phan trong bd OpenOffice.

4  Keynote Keynote do Apple Inc. phat trién, 12 mét thanh phan trong bd
iwork.

5 Presentations  Presentations do SoftMaker phat trién, 12 m6t thanh phan
trong bd SoftMaker Office.

Hinh 5.23
Chén Chart

- Vao tab Home, tai nhom Slides chon New Slide.

- Chon kiéu layout 1 Title and Content. Nhap tua dé cho slide 1a “Thi phan
trinh duyét 2018”

- Chon Insert Chart trong hop thoai Insert Chart

- Chon nhom db thi 1a Pie tr danh sach bén trai hop thoai Insert Chart va
chon kiéu d6 thi 1a Exploded pie in 3-D.

.

™ e

Hinh 5.24. Cheén doé thi
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Chen SmartArt

C6 rat nhiéu kiéu SmartArt dung san trong Microsoft PowerPoint. Cac kiéu dugc
phan loai vao cac nhom rat thuan tién cho ngudi ding tim kiém va st dung.

Choose a SmartArt Graphic @
List A
All
B Lt Ll g OO —
% Process lzllzllZ| Q_'—“ l:":l -
o
nF Cycle =
= i — |
o5 Hierarchy |°__ = _EH E
= = —
Ed Relationship
.- O O O
a8 Matrix == =
A Pyramid _-—— o
Basic Block List
Picture g% GEI@EI c-s-0o- G4 Q- Use to show non-sequential or grouped
@ Office.com B0 ——— 001 blocks of information. Maximizes both
' harizontal and vertical display space for
shapes.
v
Ok Cancel

Hinh 5.25. Cdc kiéu SmartArt dung san
- Vao tab Home, tai nhém Slides chon New Slide

- Chon kiéu layout 1a Title and Content. Nhap tua dé cho slide 1a “Chén
SmartArt vao slide

- Vao tab Insert, nhom Images, chon SmartArt

- Cira s Choose a SmartArt Graphic xut hién, chon nhom kiéu 1a Picture,
chon kiéu Circular Picture Callout va chon ndt Ok dé chén vao slide.

Choose a SmartArt Graphic @

Office.com ideas or related items. The text for the

A S [~ | @B o F
S List _F '\_L"% o I\_ilﬁ'l—_
% Process S

- L —
£ oyl ] . % B
45w Hierarchy CoorT = e
E Relationship LE‘ LE‘ gg |£||£| BQ N - J— -
fg} Matrix g |£| @
é P‘Tﬁmid Eﬂ@ D ||: E:_ Circular Picture Callout
Picture |: = Use to show a central idea and sub-  a
@

first picture covers the lower portion

[ _ = of the picture. The corresponding text
L] = for other Level 1 shapes appears next

=]
e to the small circular pictures, This

- = i i v
DE'_ A E@. EEE v diagram also works well with no text.

oK Cancel

Hinh 5.26. Chen SmartArt Graphic
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5.2.2. Hi¢u wng, trinh chiéu va in bai thuyét trinh
Céc hiéu ing va hoat hinh cho cac ddi tugng trén slide 1a cach tt nhét giap chon
manh vao cac thong tin cung cdp trén slide, diéu khién dong thong tin trong bai thuyét
trinh va gilp ngudi xem cam thay thich thG hon. Powerpoint cung cip rat nhiéu hiéu
ung va dugc chia thanh 4 nhom:
- Entrance: cac ddi tuong dugc ap dung hiéu tng ndy sé xuat hién trén slide
hodc c6 xu hudng di chuyén tir bén ngoai vao trong slide.
- Exit: cac d6i tuong duoc ap dung hiéu tmg nay s& bién mét khoi slide hoic
c6 xu hudng di chuyén tir trong slide ra khoi slide.

- Emphasis: chon manh n6i dung duoc ap dung hiéu ing nay.

- Motion Paths: hiéu tmg 1am cho cac d6i twong di chuyén theo mot duong di
dugc quy dinh trude.
5.2.2.1. Tao c4c hiéu wng hoat hinh cho d6i twong
Hiéu wng cho vin ban: Vin ban (Textbox) 1a d6i twong dugc sit dung nhiéu
nhit trong bai thuyét trinh. Do vdy, Powerpoint xdy dung sin rat nhiéu kiéu hiéu tng
rat thu vi cho ddi tuong nay va co thé thiét 1ap hiéu Gng trén timg dong, timg chir hodc
tung ky tu trong doan van ban.
Chon hdp vin ban: Trong ché d¢6 Normal View, chon hop vin ban can thiét lap
hiéu tng.

<Kham phé cam giac séc ma khoan khodi.

<L4n ddu tién c6 mat fgi Viet Nam,

< NESCAFE ICE 1§ san phdm gdy ngac nhién
va thich tho.

<Tan ngay frong nudc lanh,

Hinh 5.27. Chon hép van ban
Chon cac hi¢u wng mac dinh: Vao tab Animations, trong nhom Animation,
chon nat More dé mé rong danh muc cac hiéu ¢ng

X w 4 X [ -
None Appear Fade FiyIn FloatIn !
Hinh 5.28. Chon cdc hiéu vung

Chon kiéu hiéu wng Fly In: St dung hiéu (tng Entrance voi kiéu Fly in trong
hop Animation Styles
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< Kham phéd cam giGe séc ma khoan khodi.
<Lan ddu fién cd6 mgt 1gi ViEt Nam.
+NESCAFE KCE I san phdm gdy nggc nhién

va thich tho.

<Tan ngay frong nudc Ignh.

Hinh 5.29. Chon Animation Styles

Chon kiéu hiéu &ng: Chon nat Effect Options trong nhém Animation va chon

kiéu Fly In tir danh sach. Sau d6, drag chudt 1én céc kiéu cua hiéu ung Fly In va xem
két qua thé hién trén slide trudc khi quyét dinh chon.

Thay d6i kiéu hiéu &ng: Néu thiy cac kiéu hiéu tng trong Animation Styles con

qua it, chon nit More Entrance Effects... Khi do, hop thoai Change Entrance Effect
Xuat hién cung cap véi hon 30 kiéu hiéu tng khac.

- Tich chon Preview Effect ( [“ereviewEffect) roi nhap chudt 1én tén cac hiéu
g va xem két qua thé hién trén Slide

- Sau khi chon duoc kiéu hiéu wng vira y thi chon nit OK.

()

Effect

Direction

>

ANPMNRK €LV

%

Add

Pptions =  Animation *

A

Tr

(%=

W Strips w Wedge &
% Wheel w Wipe

Subtle

% Expand W Fade

o Swivel W Zoom

Moderate

W Basic Zoom # Center Revolve

# Compress w Float Down

¢ Float Up # Grow & Turn

¥ Rise Up  Spinner

w Stretch

Exciting

W Basic Swivel W Boomerang

W Bounce W Credits

W Curve Up W Drop

¥ Flip W Float

w Pinwheel W Spiral In

* Whip w
Preview Effect oK Cancel

Hinh 5.30. Chon hiéu g Flip
Hi¢u t&rng cho hinh dnh, Shape, WordArt

Chon hinh can tao hiéu tng
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Hiy tim mua ngay dé
thudéng thiic
Cé thé tim thiy & cic
siéu thi

Hinh 5.31. Chon hiéu itng cho WordArt
Chon cac hiéu wng cho hinh
Vao tab Animations, trong nhdm Animation, chon mét hiéu tng tir Animation
Style
Chon nat Effect Options trong nhém Animation va chon kiéu Circle tir danh
séach.

Direction

b4
AR

KA
£

In

Cut

Shapes

Circle

Box

s NE Diamend

. AR
Effect

Options ~

| © O |0

Wipe Shape Wheel =

Plus

Animation ]

Hinh 5.32. Chon hiéu ung Circle
Thay dbi kiéu hiéu tng: Néu thay céac kiéu hiéu tng trong Animation Styles con
qua it, chon nat More Entrance Effects... Khi do, hop thoai Change Emphasis
Effect xuat hién cung cap voi hon 20 kiéu hiéu tng khac.
- Tich chon Preview Effect ( [Zlereview Effect) r5i nhap chuot 18n tén cac hiéu
ing va xem két qua thé hién trén Slide

- Sau khi chon duoc kiéu hiéu ¢ng vira y thi chon nit OK.
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# Pinwheel & Spiral In

v

] Preview Effect oK Cancel

Hinh 5.33. Nhdn OK

Hi¢u urng cho SmartArt

SmartArt kiéu danh sach:
e Chon SmartArt dang danh sach
e Chon céc hiéu trng cho SmartArt

e Vao ngan Animations, trong nhom Animation, chon mgt hi¢u Ung tur
Animation Style

e Thay dbi kiéu hiéu tng

e C0 thé chon thém céc kiéu hiéu ung trong Animation Styles chon nit
More Entrance Effects...Khi d6, hop thoai Change Entrance Effect
xuat hién va chon kiéu Pinwheel tai nhém Exciting va chon Ok

e Tich chon Preview Effect ([ZlereviewEffect) rdi nhap chuot 1én tén cac
hiéu tng va xem két qua thé hién trén Slide

e Sau khi chon duoc kiéu hiéu ¢ng vira y thi chon nit OK.

e Dinh thoi gian cho SmartArt: Chon nat Effect Options trong nhom
Animation va chon kiéu One by One tir danh sach.

e Tuy chon thém thoi gian cho hiéu tng tai nhém Timing.

Start: On Click ~  Reorder Animation

(") Duration: | 02,00

!
(%) Delay: oo.00 -

Hinh 5.34. Chon thoi gian cho SmartArt danh sdach
SmartArt kiéu hinh anh
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e Chon SmartArt dang hinh anh
e Chon cac hiéu trng cho SmartArt

e Vao tab Animations, trong nhom Animation, chon mot hiéu tng
Zoom tir Animation Style

e Dinh thoi gian cho SmartArt: Chon nut Effect Options trong nhom
Animation va chon kiéu One by One tir danh séach.

e Tuy chon thém thoi gian cho hiéu tng tai nhém Timing.

Chén Smart Art vao shide
%
o Start: After Previous - | Reorder &nimation
n.. : ':_I‘_:' Duration: |02.25 - & Move Earlier
e (®) Delay: 0050
* Timing

Hinh 5.35. Chon thoi gian cho SmartArt kiéu hinh dnh
5.2.2.2. Tao c&c hiéu wng chuyén slide

Microsoft PowerPoint cung cip nhiéu hiéu tng chuyén tir slide nay sang slide
khac rat hip dan khi trinh chiéu dic biét 1a cac hiéu tng 3D.

Mo bai thuyét trinh cin 4p dung hiéu tng chuyén slide.
Chon slide can 4p dung hiéu tng chuyén slide
Chon cac hi¢u img méac dinh

Vao tab Transitions, trong nhém Transition to this slide, chon kiéu hiéu tng
Doors trong danh muc

a D = O

Cube Doars Box

Comb - Effect
Options -

Transition to This Slide

Hinh 5.36. Chon hiéu ung Door

Chon 1énh Effect Options va tuy chon thém cho hiéu tng Doors vira chon
Tuy chon thoi gian cho Transition

e Chuyén dén nhom Timing dé thiét lap thoi gian cho hiéu tng
Transition:

e Sound: chon 4m thanh khi chuyén slide
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Duration: thiét 1ap thoi gian thuc thi hiéu ing chuyén tir slide nay sang
slide khac.

On Mouse Click: chuyén sang slide khac néu nhap chudt trong khi
trinh chiéu.

After: thiét 1ap sé phat, gidy (mm:ss) s& tu dong chuyén sang slide
khac khi van chua c6 hiéu 1énh nhép chudt. (tuy chon nay dugc st
dung khi mudn xay dung bai thuyét trinh tir dong trinh chiéu)

Apply to All: 4p dung thiét 1ap Transition trén cho tit ca cac slide
trong bai thuyét trinh.

"E} Sound: Typewrter = | Advance Slide
';E' Duration: | 01.40 . On Mouse Click
T3 Apply To All After: |00:04.00 2

Timing

Hinh 5.37. Thiét Idp Transition
- X6a hiéu tmg chuyén slide
e Chon 1 hay nhiéu slide can xéa hiéu &ng chuyén slide
e Chon None dé x6a hiéu ung chuyén slide

e Vao tab Transitions, trong nhdm Transition to this slide, chon None dé
hity bo hiéu tmg chuyén slide cho céc slide dang chon

H -0 % = POWER POINTY - PowsPout Preveew n m -

File  Home Imsent Design [RIEIEUIEOME Animations ShdeShow Feview View Help  Fowt Reades FOF O Telime

I O | A B
Random Ba - Coves Fle

Hinh 5.38. Tab Transition
X0a tat ca hiéu (ng chuyén slide: Chuyén dén nhém Timing, chon Apply to All
dé x6a céac hiéu ung chuyén slide trong bai thuyét trinh.

5.2.2.3. Céch thuc hign mét trinh dién

Khi da chuin bi xong bai thuyét trinh, cong viéc con lai 1a thuyét trinh vé dé tai
b4o cdo ciia minh trudc ngudi xem. PowerPoint cung cap san mot sb tinh nang hd trg
cho viéc bao cio ciing nhu di chuyén dé dang giita cac ndi dung trong khi thuyét trinh.
PowerPoint 2019 cung cip thém chirc ning con tro laser giup nguoi thuyét trinh tro
hay tao chil y dén nguoi xem ngay ndi dung ma minh dang thuyét trinh nham giap ho
c6 thé nam bat van dé tot hon dic biét 1a nhitng d¢é tai can thao luan.
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Nhém Monitor
- M6 bai thuyét trinh can trinh chiéu
- Tuy chon vé man hinh trinh chiéu

- Vo Slide Show, nhém Monitor dé tity chon vé man hinh

= Monitor: Primary Maonitor -
Use Presenter View

Maonitaors

Hinh 5.39. Nhdm Monitor

Trinh chiéu Slide show

- Vao Slide Show, nhém Start Slide Show va chon Iénh:

File Home  Insert  Design  Transitions  Animations [l CR Tt
> 0 g B2 g 4 Ed
» T P E & Le
Frarm Fram Present Custorn Slide Set Up Hide  Rehearse Record Slide
Beginning Current Slide  Online~  Show - Slide Show Slide  Timings  Show -~
Start Slide Show Set Up

Hinh 5.40. Tab Slide Show

e From Beginning: trinh chiéu b4o cdo bat dau tir slide dau tién trong
bai thuyét trinh.

e From Current Slide: trinh chiéu bao cao bét dau tur slide hién hanh

e Present Online: trinh chiéu bai thuyét trinh théng qua mang Internet
cho nguoi xem tur xa.

e Custom Slide Show: trinh chiéu tir mot Custom Show trong bai. Chon
tén Custom Show dé trinh chiéu.

5.2.2.4. Lip lai trinh dién
Mo tab Slide Show, chon Set Up Show

Trong ctra s6 Set Up Show, phan Show Options, chon Loop continuously until
ESC, chon OK

Véi viéc thiét 1ap nhu vay, phan ndi dung trinh dién sé& trinh chiéu lap di lap lai
cho t&i khi banan phim ESC
5.2.2.5. In bai thuyét trinh
In 4n tai liéu dang Handout thudng dugc sir dung danh cho nguoi xem thuyét
trinh. Cac ban in nay chira ndi dung co ban vé théng s& dugc trinh bay khi thuyét trinh.
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Nguoi xem cd thé doc trudce cac tai liéu nay d€ nam so lugc vé ndi dung va co the
chuan bi céc cau hdi dé lam rd thém céc van dé khi thuyét trinh.

Thuec hi¢n in 4n Handout
- M& bai thuyét trinh can in dang Handout.
- Vao File va chon Print

- Chon kiéu in 2 slide trén 1 trang Handout > Vao Settings, tai Print Layout,
nhém Handouts va chon kiéu “2 Slides”.

25
——— g o o -
------ .-
ek LR 2 S 24
- -
——————
T
Wy P — e M
. ooy ol
29da X et
—  MHwdesh [ ddwrpuip.
leettars
Porrat Orertmser

Optorn

i3 4 =

Hinh 5.41. Trang Handout

- Chon niit Print dé giri 1énh in ra may in.

Thue hién in 4n Slide
- Mo bai thuyét trinh can in dang Handout.
- Vao File va chon Print.
- Chon kiéu layout Full Page Slides
- Vao Settings, tai Print Layout, chon Full Page Slides = Chon ntt Print dé

gui 1énh in ra may in

Aot g e

Hinh 5.42. Print Layout
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ﬂ CAC PIEM CHIiNH

- Céch str dung phan mém Microsoft Powerpoint dé tao bai thuyét trinh.

- Céc thao tac trén slide, chen Picture, chen Shapes, WordArt va Textbox,
chén Table, Chart, SmartArt.

- Céch thirc tao cac hiéu tmg cho timg dbi twong, hiéu tng chuyén slide.

- Céach tao bai trinh dién va in bai thuyét trinh duoc mé ta rat cu thé, rd rang.

@m CAUHOIONTAP

Cau 1: Trong Microsoft PowerPoint 2019, khi thiét Igp higu sng chuyén trang
(transition), 1énh “Apply to All” diing d@é 1am gi?

A. Ap dung hiéu tng chuyén trang cho trang chiéu hién hanh

B. Ap dung hiéu ung chuyén trang cho cac trang chiéu hién hanh

C. Ap dung hiéu tng chuyén trang cho trang céc chiéu dang chon

D. Ap dung hiéu &ng chuyén trang cho tit ca cac trang chiéu
Cau 2: Trong Microsoft PowerPoint 2019, higu rtng Entrance ding dé 1am gi?

A. Lam déi tugng dugc nhan manh trén trang chiéu

B. Lam dbi twong xuét hién trén trang chiéu

C. Lam d6i twong bién mit khoi trang chiéu

D. Lam ddi tugng chuyén dong theo duong dan xac dinh
Cau 3: Trong Microsoft PowerPoint 2019, Iénh Save As sé liru tdp tin trinh chiéu co
phdn mé réng 1a gi?

A. pow

B. ppt

C. pptx

D. potx
Cau 4: Trong Microsoft PowerPoint 2019, ché dg hién thi nao dudi diy cho phép
theec hién sdp xép céc trang chiéu?

A. Notes Page

B. Normal View

C. Reading view

D. Slide Sorter
Cau 5: Trong Microsoft PowerPoint 2019, si dung lénh nao dé dn mét trang chiéu
trong thé Slide Show?

A. Set Up Slide Show

B. Hide Slide
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C. Custom Slide Show

D. Record Slide Show
Cau 6: Trong Microsoft PowerPoint 2019, ¢ thé Animation — Prevew, dé xem truéc
cac higu #ng hoat hinh trong 1 slide ban chen Iénh nao?

A. AutoPreview

B. From Beginning

C. From Current Slide

D. Custom Slide Show
Céu 7: Trong Microsoft PowerPoint 2019, khi tgo higu #ng hoat hinh, 1énh Delay
cé tac dung gi?

A. Thay dbi thoi gian dé hiéu ung két thic

B. Thay d6i thoi gian dé hiéu tng phat am thanh

C. Thay dbi thoi gian tri hodn dé hiéu tng bt dau thuc hién

D. Thay d6i thoi gian trinh dién caa mot hiéu tng
Cau 8: Trong Microsoft PowerPoint 2019, thao tac chen Office Button\ Open dé
theec hign cong viéc gi?

A. M& mot tap tin da co trén dia

B. Tao méi mot tap tin dé thiét ké bai trinh chiéu

C. Luu lai bai trinh chiéu dang thiét ké

D. Luu lai bai trinh chiéu dang thiét ké véi mot tén khéc
Cau 9: Trong Microsoft PowerPoint 2019, dé thay déi theéi gian trinh dién ciia mét
hiéu @#ng chuyén trang chiéu, banding Iénh gi?

A. Delay

B. After

C. Duration

D. Repeat
Cau 10: Trong Microsoft PowerPoint 2019, thao tac chen OfficeButton\ Save as dé
thac hign cong viéc gi?

A. M6 mot tap tin da co trén dia

B. Tao m&i mot tap tin dé thiét ké bai trinh chiéu

C. Luu lai bai trinh chiéu dang thiét ké

D. Luu lai bai trinh chiéu dang thiét ké voi mot tén khac
Cau 11: Trong Microsoft PowerPoint 2019, tai ché dd hién thi Normal View,
khung chira ndi dung “Nhap chudt to add notes” dung dé lam gi?

A. Nhap cha thich cho ca bai trinh chiéu

B. Nhap chu thich cho trang chiéu

C. Nhap chu thich cho cac d6i tuong

D. Nhap chd thich cho mét di tugng
Cau 12: Trong Microsoft PowerPoint 2019, hi¢u itng Motion Paths diing dé 1am gi?

A. Lam xuét hiéu ddi tuong trén trang chiéu

B. Lam ndi bat d6i twong trén trang chiéu

C. Lam d6i tuong thoat ra khoi trang chiéu
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D. Lam ddi tugng chuyén dong theo quy dao xac dinh
Cau 13: Trong Microsoft PowerPoint 2019, logi hi¢u #ng hoat hinh nao ding dé
nhdn manh déi twreng trén trang chiéu?

A. Entrance

B. Emphasis

C. Motion Paths

D. Exit
Cau 14: Trong Microsoft PowerPoint 2019, dé thuc hi¢n ké khung cho hinh dnh,
bgn dung I¢nh gi?

A. Text Outline

B. Picture Effects

C. Picture Border

D. Shape Outline
Cau 15: Trong Microsoft PowerPoint 2019, ¢ ché d¢ Normal View, lgnh Outline
View trong nhém Presentation View ding dé 1am gi?

A. Hién thi céc trang chiéu dudi dang thu nho

B. Hién thi cac trang chiéu duéi dang dan y

C. Hién thi céc trang chiéu dudi dang van ban thd

D. HIén thi cac trang chiéu duéi dang chu thich

Dap dn:

Caul1l:D Cau 6: A Cau 11: B
Cau2:B Cau7:C Cau 12: D
Cau 3: C Cau 8: A Cau 13: B
Cau 4: D Cau9: C Cau 14: D
Cau5:B Cau 10: D Cau 15: B
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@= BAITAP

w

10.
11.

Bai 1:
Khoi dong Microsoft PowerPoint 2019, lan luot Nhap chudt vao céc thé trén
Ribbon, quan sat va nhan xét cach b tri cac lénh trong cac thé

Tao mot bai thuyét trinh tréng dit tén 1a BT1PowerPoint.pptx. Trong slide dau
tién cua bai thuyét trinh nhap vao néi dung nhu sau:

GIAO DUC LA VO KHI MANH NHAT
MA BANCO THE SU DUNG BE
THAY DOI CA THE GIOI

Nha truong chi cho ching ta chia khéa tri thirc,
hoc trong cudc song la cdng viéc ca doi.

Luu va dong tap tin BT1PowerPoint.pptx.

Tao mot bai thuyét trinh tir mau c6 sin (sample template) chon mau Project
Status Report luu bai thuyét trinh véi tén 1a Project Status Report.pptx. Quan
séat lan lugt céc slide va cho biét noi dung cua bai thuyét trinh nay c6 nhimg doi
tuong nao?

Mg bai Project Status Report.pptx & cac ché ¢o Normal, Slide Sorter, Reading
View. Véi mdi ché do hién thi hdy quan sat va nhan xét sy khac nhau.

Mg bai Project Status Report.pptx ¢ ché do Slide show va duyét qua toan bo
cac slide trong bai thuyét trinh nay.

Thuc hién luu tap tin Project Status Report.pptx véi cac dang: PDF,
PowerPoint show, Windows Media Video,...

Lan lugt mo cac tap tin & cau 7, quan st va nhan xét.

Luu va dong cac tap tin dang mo.

Mo lai cac tap tin BT1 PowerPoint.pptx, Project Status Report.pptx

Str dung lénh Arrange All va Cascade dé lam hién thi c4c tap tin cing mét ldc.
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Bai 2:

Tao tap tin thuyét trinh c6 tén BT2PowerPoint.pptx

Ap dung theme HardCover, mau nén (Background) Style 6 cho bai thuyét trinh.
Lan luot tao céc slide c6 b cuc (Layout) va ndi dung nhu sau:

. . NGAN NG A RAP
Y NGHTA cUA cudc SONG 5 %on
Ngan ngit A rdp
HEy nhan 18y 1&1 khuyén cda nhirng ngudi trén
Ngan ngi¥ La tinh
ban va dudi ban. Sau do, hdy ty khuyén |3y minh,
Ngan nglr Nhat Ban

NGAN NG LA TINH NGAN NGO’ NHAT BAN
W o3 Y o3

Khéng di théng minh dé néi 1&i phi hop.
Durong di tdi nha ngudi ban khong bao gid xa. Khdng dd khdn ngoan dé im l3ng.

D6 13 nguydn nhan cla moi sy thé 16.

Luu tap tin thuyét trinh va thoat khoi Microsoft PowerPoint 2019.
Mé tap tin BT2 PowerPoint.pptx ¢ ché do Slide show va duyét qua toan bo cac
slide trong bai thuyét trinh.

Bai 3:

Tao tap tin BT3PowerPoint.pptx ¢6 ndéi dung nhu BT2PowerPoint.pptx. Tai
slide 1, tao lién két dia chi email cua sinh vién cho Placeholder “ Nguoi thuc
hién: << Ho tén sinh vién>>

Tai slide 1, tao lién két “Google” sao cho khi Nhap chudt vao s& ma website
https://www.google.com.

Tai slide 1, tao lién két dén dia chi email cta sinh vién cho Placeholder “Lién
hé:<dia chi email ctia nguoi thuc hién>

Tai slide 1, tao lién két theo yéu cau sau:

Khi Nhap chuot vao Ngan ngit A Rap thi Microsoft PowerPoint s& chuyén dén
slide 2.

Khi Nhap chuét vao Ngan ngit La tinh thi Microsoft PowerPoint s& chuyén dén
slide 3.

Khi Nhap chudt vao Ngan ngitr Nhat Ban thi Microsoft PowerPoint s& chuyén dén
slide 4.
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Bai 4:

1. Tao tap tin BT4 PowerPoint.pptx c6 ndi dung nhu sau:

KHOA CONG NGHE THONG TIN

FACULTY OF INFORMATION TECHNOLOGY

CO CAU TO CHUC

Pho khoa

2. Luu bai thuyét trinh, lan luot trinh chiéu lan luot tat ca cac slide trong bai thuyét
trinh.,

3. Tao hiéu tng cho cac ddi tugng trén slide cua bai thuyét trinh.

4. Ap dung hiéu tng chuyén slide dang Box, tu dong chuyén slide sau 5 giay.

Bai 5:
1. Tao PowerPoint theo mau, dat tén tap tin la BT5PowerPoint.pptx ¢ noi dung
nhu hinh.
2. Thiét ké slides theo mau. Str dung Themes bat ky. Tao Transitions cho cac slides.
3. Animations cho cic d6i tuong trong slides. Tiéu dé cudi slide gom: Ho tén, s6
thir tu slide.
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Ky luat 1a khi.--‘k,

2 Day sém dé rén luyén thé lyc va sic khée
2T chéi duge nhirng cam dé lam mat théi gian

" . va tién bac,
KY Llh‘" = Quyét tam thyc hién ding ké hoach dé ra, bé
CHIA KHOA DE THANH CONG qua ndi s¢ hai that bai.

- Kich thich dugc ndo bd hoat dong nhiéu hon
- Phat huy duoc tiém ning
. Phat trién xa hdn, thanh céng hon

HeTwramiven J

\

Ren luyén tinh ky lust

M6 ta |
v Ti nhin thire \
¥ Nhin thie ¢6  thize J
¥ Quyét thm dp dung ky luit

v Candam

v Ty hiréng dan ban thin

u,.(.l.ur.o-—-a

Bai 6:

1.  Tao PowerPoint theo mau, dit tén tap tin 1a BT6PowerPoint.pptx c6 nodi dung
nhu hinh.

2. Thiét ké slides theo mau. Sir dung Themes bét ky. Tao Transitions cho cac slides.

3. Animations cho cac ddi twong trong slides. Tiéu dé cudi slide gdm: Ho tén, sb
thir tu slide.
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CHO THE GIO1 SACH HON

HelunSnhYinn

+ Dé rac ding noi quy dinh
« Phan loai rac tai ngudn
* Han ché st dyng tai ni long

= Tiét kiém dugc tai nguyén

~ Gép phan giam thiéu 6 nhiém
~ Bao vé mdi trudrng xanh sach dep

ThaTenSohiien

Phﬁn loai rac th?“\

Phin logi rac thii Vidy

Riic hitu co Cac logi rau, ot qua di by hur thos__.

Ric v8 oo Gach/ da, 46 sanh/ si vo hoae khong con
gid i sir dung.

Ric tai ché -Thing carton. sach bao cil.
- Hop gidy. bi thy, buu thiép 4 qua sir
dung

251



Bai 7:

Tao PowerPoint theo mau, dat tén tap tin 1a BT7PowerPoint.pptx c6 ndi dung
nhu hinh (cd thé chon hinh anh bat ky phi hop véi noi dung).
Thiét ké slides theo mau. Sir dung Themes bét ky. Tao Transitions cho céc slides.
Animations cho cic ddi tuong trong slides. Tiéu dé cudi slide gom: Ho tén, sb

thur tu slide.

Thanh cong bat dau tw

“DAM UOC MO”

< - - b' . /
nay wé'c mo, hdy hoai bao

2 Ude mo la dong lyc dé hoc tap, e
lam vige, viron 1én trong cude song
2 U'e mo s& din dudmg chi 16i cho cude doi

% Mdi wée mo, dii Iom lao hay gian don, déu cin y chi, quyét
tdm va no lye khong ngimg dé chinh phuc duge no.
% Udc mo lam cho con ngudi song c6 muc dich va day nghi lye.

SloTonMahYien

Dam u6c mo va dam thanh cong

~ uthanh cong  Chdc chdn ban sé think cing, néu ban dim
thank cong!

Jack Carfield va Mark Victor Hansen— trich
trong Ddm Thanh cdng
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Bai 8:

Tao PowerPoint theo mau, dat tén tap tin 1a BT8PowerPoint.pptx c6 ndi dung
nhu hinh (c6 thé chon hinh anh bat ky phi hop véi noi dung).
Thiét ké slides theo mau. Sir dung Themes bét ky. Tao Transitions cho céc slides.
Animations cho cac ddi tugng trong slides. Tiéu dé cudi slide gdm: Ho tén, sb

thur tu slide.

CHUYEN MUC:
KHOE DEP

-

.

.
Meoci thiénlin dakhd vdo miase lanh

"1 MSSV_HOTEN_SOMAY_SO DE THI

» Cée meo gitp ban lam dju da va cai
thién lan da kho, do People liét ké.
I Lam mat cuc b) viing da bi ngira
Khéng tim qua nhiéu
Udng tra hanh nhan

& MSSY_HOTEN_SOMAY_S0 DE THI

» Tra hanh nhan cé tac dung bao vé,
giam ngtra da. Cach pha nhu sau:
mét mudng ca phé bot hanh nhan
pha v&i 150 ml nudce ép 18, cb thé
cho thém mat ong.

) MSSV_HOTEN_SO MAY SO DE THl
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Chuong VI. SUDUNG INTERNET CO BAN

@ mycTIEU

Hoc xong chwong nay, nguoi hoc co kha nang:
- Trinh bay so lugc dugc mot s6 kién thirc co ban vé Internet, WWW (World
Wide Web), cac thao tac voi thu dién tu;
- St dung duoc céc thao tic don gidn trong trinh duyét Web, nhén va soan
thao tra 101 thu dién tir; tim kiém théng tin.
- Nhéan biét va thyc hién dugc cac bién phap an toan bao mat thong tin khi su
dung cac thiét bi, trang thong tin lién quan dén Internet.
6.1. Kién thirc co ban vé Internet
6.1.1. Tong quan vé Internet
6.1.1.1. Téng quan
Internet (viét gon cua tir interconnected network) 1a hé théng mang may tinh 16n
nhit, két ndi cac mang nho hon trén thé gigi. Hé théng mang Internet truyén thong
theo kiéu chuyén géi dir liéu (packet switching) dira trén mot giao thtrc lién mang da
dugc chuan hoa (TCP/IP). Mang Internet chinh 13 su két ndi cua cdc mang MAN,
LAN Ilai vo1 nhau.

Conventional Phone,
Digital Subscriber,
or Cable Modem Line

HOME BUSINESS
Hinh 6.1. Hé thong Internet todn cau

6.1.1.2. Lich st phat trién
Internet ra doi vao nam 1969, véi tién than 1a mang ARPANET (Advanced
Research Project Agency Network). Co quan quan 1y du 4n nghién ctru phét trién
ARPA thuocbd qudc phong My lién két 4 dia diém dau tién vao thang
7 nam 1969 bao gém: Vién nghién ctu Stanford, Pai hoc California, Los Angeles, Pai
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hoc Utah va Pai hoc California, Santa Barbara. P6 chinh l1a mang lién khu vuc (Wide
Area Network - WAN) dau tién dugc xay dung.

Thuat ngit "Internet” xuat hién 1an dau vao khoang nim 1974. Lic d6 mang van
duoc goi 1a ARPANET. Nam 1983, giao thirc TCP/IP chinh thtc dugc coi nhu mot
chuan d6i véi nganh quan su My va tit ca cac may tinh ndi véi ARPANET phai st
dung chuin méi nay. Nam 1984, ARPANET dugc chia ra thanh hai phan: phan thir
nhit van dugc goi 1a ARPANET, danh cho viéc nghién ctru va phat trién; phan thir hai
duoc goi la MILNET, l1a mang dung cho cac muc dich quan su.

6.1.2. Dich vu WWW (World Wide Web)

Nam 1991, Tim Berners Lee ¢ Trung tdm nghién ctru nguyén tir chau Au (Cern)
phat minh ra World Wide Web (WWW) dya theo mét ¥ tuong vé siéu van ban
dugc Ted Nelson dua ra tir nam 1985. C6 thé néi day 1a mot cudc cach mang trén
Internet vi ngudi ta c6 thé truy cap, trao doi thong tin mot cach d& dang.

e e
oe

—— HTTP Request

.

K TN,

p— S XML, JSON, HTML,

— ia <
i \,\7\ TEXT etc

HTTP Respanse
Browser T
_HTTP Request —
— — =i

/A'\ /'/
. R XML, JSON, HTML,
@5 s TEXT ete

\\lr ) -\‘\ »
EN T HTTP Response— (Web Services)
Applicatian

Hinh 6.2. Dich vu WWW (World Wide Web)

Internet va World Wide Web, hodc don gidn goi la Web dugc goi 1a tra ctu
thong tin toan cau. N6 bao gdm hang triéu cic website, mdi website duoc xay dung tir
nhiéu trang web. Mdi trang web duoc xdy dung trén mot ngon ngir HTML (Hypertext
Markup Language) ngén ngit nay c6 hai dac trung co ban:

- Tich hgp hinh 4anh &m thanh tao ra moéi truong da phuong tién (multimedia).

- Tao ra céc siéu lién két cho phép c6 thé chuyén tir trang web nay sang trang
web khac khong can mat trinh tu nao. Pé doc trang web nguoi ta sir dung
cac trinh duyét Web (Web Browser). Céac trinh duyét phd bién hién nay 1a
Chrome, Firefox, Microsoft Edge,...

Nam 1994 ki niém 25 ndm ra doi ARPANET, NIST dé nghi thong nhat ding
giao thirc TCP/IP. Nhiing hinh anh video dau tién duoc truyén di trén mang Internet.
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6.2. Khai thac va sw dung Internet

6.2.1. Sir dung trinh duyét Web

6.2.1.1. Thao tac duyét web co ban

Trinh duyét Web 1a mot phan mém cho phép nguoi sir dung xem va tuong tac véi
cac van ban, hinh anh, doan phim, nhac, tro choi va cac thong tin khac & trén mot trang
web ctia mdt dia chi web trén mang toan cau hodc mang ndi bg. Trinh duyét web doc
dinh dang HTML d¢ hién thi, do d6 mot trang web c6 thé hién thi doi chiit khac biét
trén cac trinh duy¢t khac nhau.

Mot sb trinh duyét web hién nay cho may tinh cd nhan bao g6m Internet
Explorer, Mozilla Firefox, Safari, Google Chrome, Opera, v.v...

Hinh 6.3. Cdc trinh duyét Web thong dung hién nay

Pé c6 thé duyét web, ta chi can nhap dia chi website can truy cdp vao thanh dia
chi (address bar) cta cac trinh duyét.

(€& )—> C | ® & https;//www.google.com

Hinh 6.4. Thanh dia chi cia trinh duyét Mozilla Firefox

C G Search Google or type a URL

Hinh 6.5. Thanh dia chi cia trinh duyét Google Chrome
6.2.1.2. Thiét dit (setting)

Tuy theo cac trinh duyét khac nhau s& c6 cac cach thiét dit khac nhau. Noi dung
phﬁn nay s€ dugc minh hoa trén hai trinh duyét duoc st dung rong rai nhat hién nay la
Mozilla Firefox va Google Chrome.

Mozilla Firefox

Mozilla Firefox (goi tat 1a Firefox) 1a mot trinh duyét web mi ngudn mé tu do
xuat phat tir géi ing dung Mozilla. Firefox c6 cac tinh niang duyét web theo tab, kiém
tra chinh ta, tim ngay luc gd tir khoa, danh dau trang tryc tiép (live bookmarking),
trinh quan 1y tai xuéng, va mot hé thong tim kiém tich hop sir dung bo may tim kiém
do nguoi dung tuy chinh.
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Pé thiét dit cac tuy chinh trong trinh duyét Firefox, ta chon = & goc trén phai
va chon muc $¥ Options |

Man hinh Options chia thanh cdc muc nho voi céac thiét lap khac nhau nhu sau:

Chon Make Default & muc General dé thiét lap trinh duyét Web mac dinh cho

may tinh

C o L) f about:preferences#general o 4 Searct » =

~

General
Startup
Restore previous session
Always check if Firefox is your default browser

&) Firefox is not your default browser Make Default,.,

QW e O &

Hinh 6.6. Muc General trén trinh duyét Firefox
Dé dinh trang chu (homepage) mic dinh cho trinh duyét khi dugc mé 18n, ta chon
muc Home.

Googhe . Options X
;

,
& C ® (S ‘ aboutpreferencesshome

Home

New Windows and Tabs Restore Defaults

Choose what you see when you open your homepage, new windows, and new tabs.
Homepage and new windows

Custom URLs,.. - |

https.//www.congty.com

QP OB &

Use Current Page Use Bookmark...

Hinh 6.7. Muc Home trén trinh duyét Firefox

Kiém tra cac ban update maoi nhét tir Firefox dé cap nhat cho trinh duyét, ta chon
Check for updates
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Opticns X
[ wew x| e = x|

« C @ © firef about:preferences#general v d, Sed » =

-

{} &y Firefox is up to date Check for updates

Hinh 6.8. Cho phép trinh duyét Firefox tai cac ban cdp nhdt

Vao phan Network Proxy = Settings dé thiét lap cac thong s6 mang
Tk
Browsing

Use gutoscrolling
v Use smooth scrolling

v Show a touch keyboard when necessary

QAP O

Always use the cursor keys to navigate within pages

Search for text when you start typing

Network Proxy

4)) Configure how Firefox connects to the internet. Learn Mo Settings..,

Hinh 6.9. Muc Network Proxy trén trinh duyét Firefox

Chon Manual proxy configuration > dit dia chi IP cta Proxy Server (néu co) &
muc HTTP Proxy

Connection Settings

Configure Proxy Access to the Internet
NO proxy
\Uto-detect proxy settings for this network
® Lo system proxy settings

Manual proxy contiguration

oK Cancel Help

Hinh 6.10. Muc Configure Proxy Access to the Internet

Thiét 1ap cac add-ons mdi cho trinh duyét bang cach chon Find more add-ons
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c @ [ aboutaddons o » =
Personalize Your Firefox i

»

Thote are thousands of free add-ons, created by developers all over the
world, that you can install to personalize your Firefox. From fun visua
themes to powerful tools that make browsing faster and safer, add -ons make

your browsar yours. To help you get started, here are some we recommand

\ ¥

for their stand-out performance and functiona ity

w Find more add-ons

Hinh 6.11. Muc Personalize Your Firefox cho phép tdi cac Add-ons

Pua cac chirc ning cua trinh duyét vao toolbar bang cach kéo tha cac icon chirc
ning dang hién thi.

c e

"

Drag your lavarite iterms into the toolbar or Overflow Menu
€ oW Soan Drag and rop e hera 50 kaep tham withis reaach

tat oot of your sooltat

o ca
bestzry Pege
Q ]

1
» -+
ADS ore z 4
X N

Hinh 6.12. Cho phép thém cdc option vao muc Favorite
Thiét 14p quan 1y dir liéu va x6a cookie bang nut chirc ning Clear Data hodc
Manage Data.

Cookles and Site Data

Your stored cookies, site data and cache are currently using 1.0 GB Clear Data

of disk space. Lea
Manage Data

® Accept cookies and site data from websites (recommended) Exceptions
Keep until  They expire -
Accept third-party cookles and site data  Always v

QP OB &

Block cookles and site data (may cause websites to break)

Hinh 6.13. Muc Cookies and Site Data
Google Chrome

Google Chrome (hay goi tat 1a Chrome) 1a mot trinh duyét web mién phi, dugc
phat trién béi Google, st dung nén ting V8 engine. Dy 4n mi ngudn mo dimg sau
Google Chrome duoc biét v6i tén goi Chromium.
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Pé thiét dit cac tuy chinh trong trinh duyét Chrome, ta chon * & goc trén phai
va chon muyc Settings.

Google Chrome cho phép dong bo cac dit liéu, cac thiét dat trén trinh duyét
Google Chrome giira cac thiét bi khac nhau bang cach sir dung tai khoan Gmail cta
nguoi dung, nhu:

- Lich st trinh duyét Web

- Déu trang (bookmark)

- Tab

- Thong tin ty dong dién va mat khau

- Céc cai dat khac cua trinh duyét nhu tién ich da cai dat

= Settngn Q

People

Hhary Duyurg
T ot

O F witrd
= " f
nam:
Manage other posple

Hinh 6.14. Muc People cho phép thiét lip dong bé tai khodn
CAu hinh lya chon trinh tim kiém mic dinh cho trinh duyét.
Search engine ¥

Search engine uned In the nddre ' Google v

Yahoo
Bing
Az
ADL

google com

Manage search engines

Dalaull browser
Hinh 6.15. Muc Search engine cho phép lwa chon céng cu tim kiém

Vao Settings dé thiét 1ap cac thong sd co ban ciia trinh duyét
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Settings

2 People

O Appesrance

Q Saarch sngne

2} Default irowser

L‘) On startup

Advanced -
Exiensions

About Chrome

Hinh 6.16. Muc Settings thiét ldp cdc théng sé cia trinh duyét

Trong phan Extensions cho phép cai dit cac tmg dung md rong cho trinh duyét.
Vi du: Google Docs Offline cho phép ngudi ding mé cac tip tin vin ban bing trinh

duyét, uBlock dung dé khéa (Block) cac quang cdo tir cac Websites.

= Extensions

Q  Develiper mude @

b‘
Details

Details

Goagle Doca Otfine

Ramove

ufllock

A fant, sffective. anid lean ad hlocker, Hlocks ag

truckers. and protecta

Remove

Hinh 6.17. Muc Extensions thiét ldp cdc iing dung mé réng
Vao Settings > Advanced dé thiét 1ap cac thong sé ning cao
& Settings x +

<« C ® Chiome hrome//settings w O °

Settings

J un swarup

Advanced -

Hinh 6.18. Muc Advanced thiét ldp cdc chire ndng mé réng
Bat céc tinh nang duyét Web an toan (Safe Browsing), st dung dich vu Web dé
diéu hudng xur 1y cac 16i gap phai.
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= Settings

Privacy and secunty

BArVICes. Laast oty

Allow Ohiame wgn n

WG THe o1, yis G Mg 10 GOnghe aites ke Gl withaut sigrvrng » s Chvome

Use # prodinhon servine 10 hadp compints searchas and UNLy typed in the sddreas bar

Une o prodiuion sevios 1o losd peges more gudokly

Unit o we b servion o hely twsohe Havigation arurs

Sale Hrowang

Protectn you and pour devics Trom dungetous aite

Mol impeuve Satn Browsing

e aystem informaton anit page sontent b Uoogie

Hinh 6.19. Muc Privacy and security

Google Chrome may Use wab beryioes 16 Improve your browsinvg expatence You may aptionally diaatile theas

';.

e

Thiét 1ap cac ngon ngit sir dung cho trinh duyét trong phan Languages. Thiét lap

duong dan mic dinh luu trit cac dit liéu Download vé

Lanquages

Language

English

Spell check

English (United States)

Downloads

Location

Ch\Users\duong\Downloads

Ask where to save each file before downloading

Hinh 6.20. Muc Languages va Downloads
Thiét 13p cac thong sd hé thong cho trinh duyét.

Change

= Settings Q
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System
Continue running backgreund apps when Google Clvome i closed .
Vo hard pocalenn wh avillobl ®
Open § Y mngn

Reset and clean up
Restare settings 10 they odgnal delsults »
Claan up compute

Hinh 6.21. Muc System va Reset and clean up
Mudn truy cap dugc Internet, ngudi dung phai tao cac két ndi Internet, hai két
nbi thong dung 1a Dial-up va LAN. Trong Tab Connections ching ta c6 thé chon céc
két ndi Dial-up c6 sin hay tao két ndi khac.
Vao Open proxy settings dé thiét 14p cac thong sé mang. Trong tab Connections,
ta c6 thé thiét 1ap thong sd quay sb tir xa (dial-up) hodc két ndi mang riéng a0 (VPN).
Chon LAN setting dé thiét 1ap thong s6 két ndi mang.

& Internet Properties ? X

General Security Privacy Content Connections Programs Advanced

,-0 To sat up an Intornet connection, chck

Setup.

Diak-up and Virtual Privete Network settings

Add...
Add VL.

Choose Settings If you need 1o configure a proxy

server for 3 copnection,
Local Area Network (LAN) settings

LAN Settings do not apply to dial-up LAN settngs

conpections. Choose Settings above for dial-up

settings.

(819 Canced Anply

Hinh 6.22. Tab Connections
Néu chiing ta chon hinh thirc két ndi Internet qua mang LAN thi Nhap chudt vao

nut LAN Settings. Trong hop thoai Local Area Network (LAN) Settings, chon vao Use

a proxy server for your LAN. Nhap dia chi Proxy Server ctia hé théng mang LAN.
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~)
& Local Area Network (LAN) Settings X

Autamatic configuration

Automatic configuration may override manual settings. To ensure
the use of manual settings, disable automatic configuration,

;]Amomnhraw detect settings

["Juse automatic configuration script

Froxy serves

2’ Use o proxy server for your LAN (These settings will not apply to
dial-up or VPN connections},

Address: |192.168.1.1 | pom: [90800 || Advanced

[—} Bypass proxy server for local addresses

o] o

Local Area Network (LAN) settings

LAN Settngs do not apply to diak-up LAN settings
connections, Choose Settngs above for dial-up
settings.

oK Cancel

Hinh 6.23. Hop thoai Local Area Network (LAN) Settings

Thong thuong cac may tram truy cdp Internet qua mang LAN thi cac may tram
nay khong truc tiép 1én Internet dé 1iy thong tin ma giri yéu cau dén mot may lam dai
dién (proxy). May dai dién nay duogc két truc tiép 1én Internet, do d6 may ndy sé& lay
thong tin gitp cac mdy tram va gui tra cac thong tin vé cho cic may tram. May tram
nhén théng tin va hién thi ndi dung 1én man hinh gitp cho ngudi dung cam giac nhu
minh duoc truc tiép st dung cac dich vu Internet nhung thuc té thi khong. Nhu vay,
cac may tram mudn truy cép Internet thi phai khai bao dia chi may Proxy.

Users ............ : _ Server ............ Internet
—
One or more Private IPs Public IP

Hinh 6.24. M6 hinh hoat déng cua Proxy Server

Ngoai ra ¢6 mot sé dia chi ma ta mudn truy cép truc tiép ma khong can qua
Proxy, thi ta nhap vao 6 Advanced.
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=
“

" Proxy Settings

Serars
L2 Type Srooy nddress to use Poet
.
TP 192,1€3.1.1 ! 8080
Sequre:
ETP
Sogks

] LJoe the same prony server for all protocoly

Exceptions

L] Do pot use progy server for addressss beginning with

»

* veSmang.ong *.adminwetnam.org

Use samicolons { | ) to separate antnes.

] o
0K Canced
Hinh 6.25. Hop thoai Proxy Settings

Trong tab General, thiét lap trang chu cho trinh duyét trong hop thoai Home
page.

& Imemet Properes ?
Gerecl Securdy Prvecy Cortent Comechars Progreme  Advanced

Home page
‘ To creste hame poge tals, tpe sach address on A= own line

1P Y fwww adersesitnam org

Ugo defest Use naw tab
Startip
Stat with tabs from the Tast sesson
) Start weth home page
Tads

Change how webdpages are dipioved i abs Tab=

Browsing history

Dedete beerparary fies, history, cooties, soved pssswscdn, and
wad) Sorm wéormation

Deolete Srawsng Mory on exs
Deédate Autiegs
Apgearance

Colers Lenguasus Feres AcCusslaity

E Cancel oty
Hinh 6.26. Tab General

Khi truy cap thong tin Web, dé tiét kiem thoi gian cho céc lan truy cap sau, cac

trinh duyét Web thuong luu trit tam cac thong tin da truy cdp trén dia. Vung luu trir
tam nay goi la Cache. Nhu vay, khi truy cap mot trang Web, trudc tién trinh duyét
Web s& kiém tra trang Web can truy cap da co trong cache hay chua, néu c¢6 n6 sé hién
thi thong tin trong cache thay vi phéi truy cip vao Web Server dé lay thong tin. Tuy
nhién, thong tin luu trit trong cache c6 thé bi lac hau so voi thong tin thuc té do dé cac
trinh duyét Web phai c6 co ché kiém tra. Trong Internet Explorer, c6 bon co ché:
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- Every time | visit the webpage: kiém tra thong tin trong cache so voi thong
tin thuc té mdi lan truy cap vao mot trang Web

- Every time | start Internet Explorer: kiém tra thong tin trong cache so vdi
thong tin thuc té mdi 1an khoi dong Internet Explorer

- Automatically: ty dong hé thong IE sé& kiém tra

- Never: khong can kiém tra, ludn lay thdng tin trong Cache

& Website Data Settings 7 x

Temporary Iternet Fles  Hitory  Caches and databases
Peernet Explorer stores copies of webpages, inages, and medis
for faster viewing fater,

Check for newer versions of slored pages

() Every time 1wist the webpage
() Every bmae 1 start nternet Explorer
@ Avtomancally
() N
Ousk space t0 use (8-1024N8) 10 -2
[Recommended: 50-250Mb)
Currant lacation

CHAUsers\duong | AppOata L ocahMicrosoft Windews' INetCache |,

Muove folder View obpecrs View Fles

ox Cancel

Hinh 6.27. Hop thoai Website Data Settings

Trong tab Security, thiét 1ap cac level bao mat cua trinh duyét Web, thiét 1ap cac
Website tin tuéng cling nhu ngin chin cac Website bi cAm.

& mtemet Properties 7 X

General Seturlty Prnvacy Contart Conmections Frograms  Advancsd

Sefact 6 2008 10 view or change security sellings

@ ¢ V O

m Local intranet  Trusted sfes  Resticind stes

Internet

Ths zone is for irfernet webstes,
except those listed In trasted and

rRMCad 20tes

Securty el for thes sone
Atowed lovels for ths 2000: Medlum to High
Medus bigh
Apgrograte for mest webskes
Prompts before dovmloadng potentaly unsefe

content
Unsgned ACiveX controks will not be dovwloades

iv | Enshle Frotected Mode (requires restareng Internet Explorer)

Custom level...

Resat 03 potes to defoull bavel

Trong tab Privacy,
Website.

i

Hinh 6.28. Tab General

thiét 1ap cac thong s6 veé vi tri,

tat cic pop-up trén cac
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& Intemet Properties ? x
General Security Privacy Content Coonections Programs Advanced

Settings
T

Locaton

Never allow websites ta request your
i Clear Stes
j phyysical location

Pop-up Blocker

7] Tumn on Pop-up Blocker Settings
InFrivate

[~] Disable toolbars and extensions when InPrivate Browsing starts

oK Cancel Apply

Hinh 6.29. Tab Privacy

Trong tab Content, quan 1y cac chtng chi sé (Certificate) dung trong viéc ma hoa

duong truyén két ndi

& Internet Properties ? X
General Security Privacy Content  Connecti Progr Ad, d
Cerilicates
‘ Use certificates for encrypted connections and identfication.
Oear SSL stare Centificates Publishers
AutoComplete

AtoComplete stores previous entries Sattings

x on wabpagas and Suggasts matches
for you.

Feeds and Web Shees
; | Feeds and Web Sices provide Settings
|#9° updated content from websites that
can be read in Intarnat Explorer ang
other programs.

ok Cancel Apply

Hinh 6.35. Tab Content0

Trong tab Programs, quan ly cac add-ons cho phép st dung hay khong st dung.
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& Intemet Properties ? X

General Secunty Prvacy Confent Connections Programs  aAdvanced
Opening internet Explorer

(77 Chooss how you open links,

g Alwatyz it nteenot Esplocer o tho desiitop

Open Internet Explocer tles on the desktop

Make [ntermet Explorer the dafault roveger
Srine goiay 200

Manage add-ons
7 .. Enable or disable browser add-ons
t‘i‘ installed in your system. Manage add-ons

HTML editing

Choose the program that you want Internet Explorer to use for
9’ editng HTML files

HTML editor: v

Internet programs
Choose the programs you want to use
for other Internet senices, such as Set programs
e-mail,

Fio assocabions

Choose the file types that you want
Intermet Explorer to opan by default,

(o 17 cmo | [ oo

Hinh 6.31. Tab Programs
Trong tab Advanced, cho phép thiét 14p cac théng sé nhu cho phép hodc khong
cho phép scripts hoat dong, cho phép g& 16i (Script debugging), v.v...

& Internet Properties ? X

Genersl Securfy Frivacy Content Connections Programs Advanced

SeRtings
-l

|

Use softwars rendsring natead of GFU rendenng™
© Acceasiilty
Alerays expand ALT text for mages
Enable Carut Browsing for new windoves and tabs
Move systemn caret with focus/selection changes
Play systemn sounds
Reset tent sze to medum for new mindows end tabs
Resat 200m beved for nevy windows snd tabs

= 00

!

Alwvays recond developer Consoks messages

Close unused folsars in Hetory and Favorites™

Disahle sorigt debugging (Internat Explorer)

Disable soript dedugging (Other)

Dizplay a notfication about avery scrpt error v

< >
’Yahsd!edm vw et your mmm
Res20ré advanced S6etings

ICIRIRICIC

Reset hiernet Esplorer settngs

Resets hternet Explorer’s settnga to ther defauk Raset.
condrion, =

You should only use this f your Drowser 5 i an unusable state.

I
Hinh 6.32. Tab Advanced

Doi luc ta can tim nhanh mot tai li¢u ndo do trén mang ma chi can van ban,
khong can hinh anh thi ta nén tit ché do trinh dién hinh va nhac trén Chrome vi khi tat
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cac ché do nay di thi trang web s& duoc duyét nhanh hon. Ta vao menu Tools/Internet
Option chon Tab Advanced, trong muc Multimedia bd cac danh diu vao cac muc:
Show pictures, Play sounds in webpages, Play animations in webpages, v.v...

" intemet Properties

Genornd  Secerty Privecy Contert Comecdsoss  Programs  Advanced

Hinh 6.33. Muc Multimedia trong Tab Advanced
6.2.1.3. Chuyén hwéng tir ngudn ndi dung Internet ny qua ngudn khac
Céc trang Web thudng chura rat nhiéu lién két (link) duéi hinh thirc vin ban hodc
hinh anh. Khi ngudi ding nhip chudt vao cac lién két, ngudi dung s& dugce chuyén
hudng sang cac trang web khéc.

6.2.1.4. Panh diu

Danh diu (bookmark) 14 chirc ning cua trinh duyét, cho phép ngudi dung luu lai
dia chi cua mot trang web cu thé dé c6 thé xem lai sau nay mdt cach nhanh chong.
Chtic nang danh dau giup ngudi dung tiét kiém thoi gian khi duyét web, dat biét 1a dbi
véi céac trang web co dia chi dai.

Pé danh dau mot trang web cu thé, nguoi dung chi cdn md trang web can danh
dau va nhap chudt vao icon ngdi sao (¢) trén thanh dia chi cua trinh duyét.

6.2.2. Thw dién tir (Email)
6.2.2.1. Khai niém thw dién ti

E-mail (electronic mail) l1a thu dié€n tir, 1a mot hinh thirc trao ddi thu tr nhung
thong qua mang Internet. Dich vu nay duoc st dung rat pho bién va khong doi hoi hai
may tinh giri va nhan thu phai két nbi online trén mang.

Tai mdi Mail Server thong thuong gdm hai dich vu: POP3 (Post Office Protocol
3) 1am nhiém vuy giao tiép mail giita Mail Client va Mail Server, SMTP (Simple E-mail
Transfer Protocol) lam nhiém vu giao tiép mail giitra cac may Mail Server.
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__[3 | _I3
’!’ \ SMTP.’dk login ‘!l

i1 Y -~
E-mail @ — - / E-mail
sender mall = { — g —> ®

- ”] receiver

R
3 & SMTP.dk Receiver X i}

E server e-mail server E

Hinh 6.34. M6 hinh hoat déng ciia Mail Server

Thong thuong cé hai loai mail thong dung 1a WebMail va POP Mail. Webmail 1a
loai mail ma hinh thirc giao dich mail gitra Client va Server dya trén giao thirc Web
(http), thong thuong Webmail 1a mién phi. Con POP Mail 1 loai mail ma cac Mail
Client twong tic véi MAIL SERVER biang giao thirc POP3. Mail loai nay tién loi va
an toan hon nén théng thuong 13 phai ding ky thué bao véi nha cung cép dich vu.

6.2.2.2. Viét va giri thw dién tir

DPé co thé st dung email loai Webmalil, ta can c6 mot dia chi email. Pé ¢6 mot
dia chi email Internet dé giao dich v6i ban bé trén thé gidi, chung ta co thé dén nha
cung cép dich vu Internet dé dang ky hodc tu tao cho minh mot dja chi mail mién phi
trén cac Website noi tiéng nhu Gmail, Yahoo, Hotmail, VNN,... Trong muc nay sé&
hudng dan cach tao mot dia chi email mién phi trén Gmail.

Vao dudng dan https://accounts.google.com dé tao méi tai khoan Gmail.

— O X
G ( X +
[ = C & hitps/accounts.google.com PN eat i o & 1 0
‘ \
Google

Create your Google Account

Khang Duong
khang.duong2019 @gmail.com
You can use letters, numbers & periods

Use my current emall address Instead

................ Q

Hinh 6.35. Hop thoai tao maoi dia chi Gmail
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https://accounts.google.com/

Nhéap s6 dién thoai va dia chi email phuc vu cho bao mat va phuc hoi email khi
gap sy cb.

G Create your Google Account x 4 - = X
- C & httpsy/faccounts.google.com/signup/v2/webpersonaldetailsthl=en®,, o B ¥ % 0 :
Google
Khang, welcome to Google
khang.duong2019@gmail.com
Phone number (optionsl)
Bl - 0918188188
We'll use your number for account secunty. It won't be visible 1o
others
Recovery emall address (optional)
vesimang@gmail.com|
We'll use it to keep your account secure
Hinh 6.36. Hop thoai khai bao so dién thoai va email recovery
Nhép thong tin ngay/thang/nam sinh va gidi tinh - Next
G Create your Google Account x -+ - O X
&« C @ httpsy//accounts.google.com/sianup/v2/webpersonaldetailsThl=end o B % ‘ :
vesimang@gmail.com
We'll use it 10 keep your account secure
Momth Day Year
February v 14 1990
Your birthday
Male -
Why we ask for this information

Hinh 6.37. Hop thoai khai bdo ngay thang nam sinh va gioi tinh
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Google s& giri mot ma code gom 6 ky tu qua sb dién thoai di dugc dang ky thong

qua tin nhidn SMS. Chon nit Send dé Google tién hanh gui code

G Create your Google Account x 4+
<« C & httpsy//accounts.google.com/sianup/ve/webidveonsent?hl=en&fiow
Google

Verify your phone number

To make sure this number is yours, Google will
send you a text message with a 6-digit verification
code. Standard rates apply

E3 0918188188

= O X

o w G O

Hinh 6.38. Hop thoai khai bdo s6 dién thoai nhdn md xdc thire

Sau khi nhan duoc code gém 6 ky tu tir Google, nhap vao muc Enter verification
code, chon nut Verify dé tiép tuc.

G (Create your Google Accoant X +
& ¢ & httpsy :accounts.google.comv signup/ve /webidvverify ’hl zanfflowNa
Google

Verify your phone number

To make sure this number is yours, Google will
send you a text message with a 6-digit verification
code. Standard rates apply

E3 0918188188
Enter verdication code

G- 231444

Back Call Instead

Hinh 6.39. Hop thoai nhdp ma xdc thuc
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Chon nut Skip dé tiép tuc.

G Create your Google Account x 4 - o x

€« > C @& httpsy/accounts.google.com/sianup/v2/webphoneusagethi=aniflo o B %W ‘ . $

Get more from your number

If you like, you can add your phone number to your account
for use across Google services. Learn more

For example, your number will be used to

BN Receive video calls & messages

(G  Make Google services, including ads, more relevant
to you

More options

e

Hinh 6.40. Hop thoai nhdp thong tin mo rong

Chon nut I agree dé hoan tat viéc tao m&i mot tai khoan Gmail

G Create your Google Account x + o = X

« y C & https//accounts.google com/signup/ve/webtermsofservical=en@fl.,. o B ‘ . :

L

across your devices for these purposes. For example,
depending on your account settings, we show you ads
based on information about your interests, which we can
derive from your use of Search and YouTube, and we use
data from trillions of search queries to build spell-
correction models that we use across all of our services.

You're in control

Depending on your account settings, some of this data
may be associated with your Google Account and we
treat this data as personal information. You can control
how we collect and use this data now by clicking "More
Options” below. You can always adjust your controls
later or withdraw your consent for the future by visiting
My Account (myaccount.google.com).

MORE OPTIONS

Hinh 6.41. Hop thoai kiém tra cdc théng tin cudi cing
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= a X

G Tai khoan Googhe x +

€ C & hitps//myaccount.google.com/u/2/7pli=1 w % (]

Tai khoan Google

Xin chao Duong Khang!
Kiém soat, bao vé va bao mat tai khoan cua
ban, tat ca & cung mot noi

Tai khoan Google cho phép ban truy cap nhanh vao céc tuy chon cai dét va cong cy nham gidp
ban bdo vé dir liéu, quyén rieng tu caa minh, dong thoi quyét dinh cach thong tin céa ban cé
thé giup cac dich vu ctia Google hoat dong t&t hon cho ban.

g DPang nhap va bdo mat >

Ki#ém soat quyén truy cap Tai khoan Google va mat khdu cua ban.

Hinh 6.42. Hop thoai dang nhdp tai khoan Google Mail

Chung ta chon vao muc Gmail dé tiép tuc dang nhap va sir dung tai khoan email
cua Google.

G Tl khodn Google X e . = *
&« =2 C & bittpsy/myaccountgoogle.com/u/2/7pli=1 b4 ﬁ ’ $
Google # 0@ -
Tai khoan Google ’ I

Tal khoan Tim kiém YouTube
G ™M j
a ™M

Tin tue Gmall

@
4

Xin chao Duong Kha

Kiém soat, bao vé vabdo1 &
ban,tatcd geung o v e

e:0

Tai khoan Google cho phép ban truy cap nhanh vao cac n., ‘!._ -
ban bao ve dir liéu, quyén neng tu' cua mmh ddng thm quyét dinh cach thong tin cia ban co =
A Sl 2. —ias Bhosalolen ot B8 AW Lioaabaa b

Hinh 6.43. Hop thoai dang nhdp tai khoan Google Mail
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Vay la ta da hoan tat viéc dang ky mot tai khoan Gmail. Tiép theo, dé soan thao

m&1 mot email, chon vao nit Compose, hop thoai soan thao mail nhu hinh bén dudi.

Khu vyc soan thao méi email gom cac chirc nang chinh nhu sau:

- Phan dau dé cua email:

To: nhap mot hodc nhiéu email cua nguoi nhan chinh. Xét vé mit y
nghia, day 1a nhiig nguoi nhan chinh ¢6 lién quan tryc tiép dén noi
dung email va nhitng nguoi nhin chinh nay nén trd 161 email khi da
doc.

CC: nhap mot hodc nhiéu email ciia nguodi nhan phu (ngudi nhan tham
khao). Xét vé mat ¥ nghia, ddy 1a nhimg nguoi nhan phu, khong lién
quan truc tiép dén nodi dung email ma chi c6 nhu ciu tham khao noi
dung email. Nhitng nguoi nhan phu nay khong can tra 161 email néu
khong can thiét.

BCC: nhap mot hodc nhidu email ciia nguoi nhan an. Nhing nguoi
cung nhan khac s& khong biét email cling duoc giri dén ngudi nhan 4n
do.

Subject: chira tiéu dé ctia email. M6t email chuyén nghiép khong dugc
b6 tréng muc subject va ndi dung subject 14 mot ciu ngin gon mé ta
ndi dung email.

- Phan chtra n6i dung ctia email:

Pinh dang vian ban: Pinh dang font chit, ¢& chlt, mau chir... cho ndi
dung email. Ching ta ciing c6 thé dinh dang doan vin ban thanh mot
danh sach duoc danh sb ¢ diu dong, cin chinh bén trai - bén phai -
gitta, thut 1&...

Pinh kém tap tin: Gui email cung mot hodc nhiéu tap tin. Sau khi
Nhép chudt vao hinh biéu tuong cua vi¢c dinh kém, chon file trong thu
muc ctia may tinh muén dinh kém

Chu y: Khong thé dinh kém file c6 dung luong 16n hon 25M. Lic nay,
chiing ta c6 thé dung Google Drive hoic mét dich vu Drive nao khéc,
sau d6 upload file d6 1én rdi chia sé link chtra file. Gmail s& quét file
nay, néu file nay chira virus né s& khong cho phép giri.

Cheén tap tin 1én Google Drive: Néu sir dung dich vu Drive cua Google,
chiing ta c6 thé chén tap tin tir Google Drive vao email.

Chén anh: Hinh anh dé chén vao email co thé tir: Google Drive, méay
tinh hodc link chtra anh. Sau khi chén anh xong, chlng ta cd thé chinh
kich thudc hinh anh hodc x6a di néu mudn.
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e Chén lién két: P& chén lién két téi mot trang Web khac, trong phan
chinh stra lién két, ching ta nhap noi dung lién két va dia chi t6i trang
Web d6. Lién két c6 thé duoc thay d6i hodc x6a néu mudn.

e Chén biéu tugng cam xtic: Chling ta c6 thé chén nhitng hinh anh vui
nhon tir kho hinh anh ciia Google. Khi chén, ching ta co thé giir
phim Shift va chon biéu twong dé chén nhiéu biéu twong cam xuc vio
ndi dung email.

4 -+
& hisiit e 000 e L & 0
= M Gmall Q' Search mall - # 0 °
] - > - - L]

Viv Nho ho tro dich vu bao mat thong thn ca nhan - R

D Inbox 1
esimang {Fomail com

‘ Starec 10 PM
Vv Nha ho 110 dich vu bad mat thong te ¢a nhar

) Khang

@ g

\  Leaer
J Gmail
) Choose
Hinh 6.44. Hop thoai tao méi mot email guri di
™ - - { X
u naf gh m T % °
= M Gmail Q  Insent X - #O0 o
=] G
}— Compose
0. vesimang M
o Snoozen Y/ Nho ho tra dich vu beo mat thong tin ca nhan
! hdo dich vu VSM, Tai mubn thué dich vy bado vé théng tir
>  Sem :
. Drafis
: ¥hang

Hinh 6.45. Hop thoai trong muc Sent
6.2.2.3. Nhan va tra 1oi thu dién tir

Khi nhén dugc mot email, sau khi doc xong ndi dung, ta cé thé thuc hién céc
hanh dong sau:
- ® Reply: chi giri email tra 101 dén nguoi gui.
- @ Replywall; oiyj email tra 101 dén tat ca moi ngudi (ngudi glri va cac ngudi
cung nhan khéc).
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® Forward : chuyén tiép ndi dung email dén mot hay nhiéu ngudi nhan khac.

6.2.2.4. Quan ly va nang cao hi¢u qua sir dung thw dién tir

Pé tim kiém nhanh mot email nao d6, c6 thé sir dung thanh tim kiém nhanh trong

giao dién chinh cta Gmail

- aila @N o
— M Gmail Q,  vesimang@gmail.com X = # 0 c
. m- 9
!— Compose
vesimang@gmail.com <.

© s o

= i -
@ S
B Dpran e

V/v Nho o tro dich vu bao mat thong tin ca nhan

Hinh 6.46. Hop thoai tim kiém mdt email nguoi giri nao dé

Ching ta c6 thé tim kiém nang cao véi cac théng tin nhu sau:

Tim kiém: Day 1a noi dé tim kiém thu. Néu mudn tim thu nhén thi chon Hdp
thw dén, néu mubn tim thu d3 gui thi chon Thur da giri.

Tir (From): Néu tim thu dd gui thi 7 13 dia chi email dung dé gui thu. Néu
tim thu da nhan thi 7w 1a dia chi email cia ngudi g thu cho minh.

Pén (To): Néu tim thu dd gui thi Pén 1a dia chi email cua ngudi nhan. Néu
tim thu dd nhan thi Pén 1a dia chi email cua minh.

Chui dé (Subject): Chu dé thu.
Co cac tir (Has the words): 1iét ké nhiing tir c6 trong ndi dung thur.
Khong cé (Doesn’t have): liét ké nhitng tir khong c6 trong ndi dung thu.

Chira tap tin dinh kem (Has attachment): loc nhiing thu c6 hoac khong co
tap tin dinh kem.

Kich thuoc (Size): dung lugng udc chung cua file dinh kém.
Ngay trong khodang (Date within): thoi gian wdc lugng da giri hoac nhan thu.

Sau d6 chon Search dé tim kiém hodc nhan Enter.
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M Search resuits - khangduong2l X -

&« C & hitps//mail.google.com/mail//2/#searchy/vesimang®40gmail.cam a ¥ % ’
= M Gmail Q. vesimang@gmail.com X 0 °
From |
+ Compose
To
© Snoczed
Subject M
> Sent
B Drafts Has the words  vesimang@gmail.com
@o Khang - + Doesn't have
Size greater than - MB ~
Date within 1da -
No recent chats y B
tart a ,
AN Search All Mail -

Hinh 6.47. Hop thoai tim kiém ndng cao

Chon vao biéu tuong Account dé vao phan thiét 1ap cac thong sd va bao mat cho
tai khoan Gmail

M Search results - khang duong2l . X + - o %
L y C @ htips//mail.google.com/mall/u/2/#search/vesimang¥4Damail.com Q4 9w a ‘
= I Vl Gmail Q, vesimang@gmail.com X N 4 | °

O- ¢
+ Compose

S— n vesimang@gmail 9 G °
NoozZe

Account Search YouTube
>  Sent
. Drafts e
V/v Nho ho tro dich vu | M
/&Khang 3 + Xin chao dich vu VSM,
Play Gmail Contacts

0 GB (0%) of 15 GB used Te

Manage
NOCRONE G ‘
-
La TP

Start a new one

Salandae L)

Hinh 6.48. Hop thoai vao muc Account
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Trong muc Sign-in & security, chon Signing in to Google

M Search results - Bhanaduong2l. X = G Google Account x +

2 C & httpsi//myaccount,google.com/w/2/7utm_source=0GB&utm_medium=app & W g .

Google Account

g Sign-in & security >

Control your password and Google Account access.

Signing in to Google
Device activity & security events

Apps with account access

Security Checkup

Protect your account in just a few minutes by reviewing your security settings and
= activity

Hinh 6.49. Muc thiét ldp dang nhap va bao mat

i

= o

M Seasch resilts - khangduong2d. X G Sigr-in & secunity x -+

-~

C & hitps//myaccount.google.com/u/2/security?utm _source=0GB8utm _medium =a & % ‘ ‘

Google Account N Sign-in & security

Welcome Signing in to Google

Sign-in & security

Control your password and account access, along with backup options if you

Sianing in to Google get locked out of your account,

Davice activity & secunty I8

events Make sure you choose a strong password

Apps with accolnt access A strong password contains a mix of numbers, letters, and symbols. it is hard to guess,

does not resemble a real word, and i only used for this account

Personal info & privacy

Your personal info Tired of typing passwords? Try using your phone to sign in

Get started >

Contacts t .

Manage your Google
activity

Hinh 6.50. Muc Signing in to Google

x

=
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bé thay d6i mat khau tai khoan Gmail, chon vao muc Password

— X
M Search results - Mangduong2l. X = G Sigo-in & secunty x + Q
€« - C @& hitps//myaccountgoogle.com/u/2/security?utm source=0GBEutm madium =a B ‘ ‘ :
Google Account Sign-in & security
Welcome Password & sign-in method
I Sign-in & security Your password protects your account. You can also add a second layer
of protection with 2-Step Verification, which sends a single-use code to m
Signing in to Google your phone for you to enter when you sign in. So even if somebady
Device activity & secutity 18 manages to steal your password, it is not enough to get into your
events account
Apps with account access Note: Ta change these settings, you will need to canfirm your
password
Personal info & privacy
Your personal info Password Last changed: 2 hours ago >
Contacts
Manage your Google
activity 2-Step Verification off >
- -

Hinh 6.51. Muc Password & sign-in method

Nhép lai mat khau hién tai cia tai khodn Gmail dé ching minh minh thuc sy 1a
chu s¢ hitu cua tai khoan nay.

— (m ) X
™M Search results - Mangduonc2l X G Sianin - Goegle Accounts x +

€« =2 C a hitps/faccountsgoogle.com/signin/v2/al/pwdiservice =accountsettingsép o B % o :

Google
Hi Khang

‘ khang.duong2019@gmail.com v

To continue, first verify it's you

Erstar your paseword

Forgot password? m

Hinh 6.52. Muc xdc minh mdt khdu
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Sau khi hé théng xac nhan dang 1a chu so hitu, ching ta dat mat khau méi cho tai
khoan Gmail.

= () K
™M Search results - Mhang duong2d. X G Passwod X <+

€« —+ C & https//myaccount.google.com/u/2/signinoptions/password?rapt =AEJHLAP o B o ﬁ ’ :

Password

Choose a strong password and don't reuse it for other accounts. Learn more

Changing your password will sign you out of all your devices, including your phone. You will need to enter
your new password on all your devices.

New password ‘

| © |

Password strength:

Use at least 8 characters, Don't use a password ‘
from another site, or something too obvious like
your pet’'s name Why?

- o

Hinh 6.53. Muc nhdp mdt khau méi
Mat khau da duge thay ddi, chon nut Get Started dé tiép tuc st dung dich vu
Mail cua Google

M Search results - Rhangduong2l. X G Sscunty Checkup x +

€ - C @& https//myaccount.google.com/uw/2/secursaccountwelcometft=38rapt=AEHLY & % ‘
Go --gle # 0 °

& Security Checkup

Your password was changed

Now take a minute 1o review your recovery info and security settings to
make sure they are accurate and up-to-date

GET STARTED

Gocgle Terms & Privacy  Help

Hinh 6.54. Mt khau da dwoc thay doi
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Thay doi cac thong sd c4 nhdn cta chu so hitu tai khoan Gmail & muc Your
personal info.

-

C & hips/myaccount.goegle.com/u/2/povicypersondinio ¥ v [}

Google Account Personal info & privacy

Welcome Your personal info

Sign-in & security

Manage this basic information — your name, email, and phone number — {o
Signing i to Google help others find you on Google products like Hangouts, Gmail, and Maps, and

Device activity & security make it easier to get in touch

ovenis
Apps with account access
& Name Khang Duang >
| Personal info & privacy
Your pergonal info Emall khang.duong2019@gmail com >

vesimangiogmall com
Comtacts

Masiage your Google
activity Phone 091 8288269 >
Ad Seltings

Cantrod your content

Birthday February 14, 1990 y
Account preferences
Payments Gender Male >
Purchases, subscriptions &
reservaions
Language & Inputl Tools About me Edit what others see sbout you >
Accessibility = =

Hinh 6.55. Thay doi cdc thong sé cd nhdn ciia tai khoan mail

Chung ta c6 thé thay d6i thong sb dién thoai va email dung dé khoéi phuc tai
khoan Gmail trong trudng hop méat mat khau cua tai khoan:

(.

— ) x

M Seseh results - Rhangouoagall. X G Sign-m & secunty ® +

C & Wips//mysccountgooghe.com/u/2secuntyfm soure=00BRutm medium=a.. B % ‘ . :

Welcome
l Sign-in & security Account recovery options
Signing in 1o Google If you farget your password of cannol access your scoowst, we will use

b ty & ' this Information 1o help you get back in
Javice activity & secunty

ovants
Apps Witl account access Recovery email vesimang@gmail, com >
Personal info & privacy
Recovery phone (918288269 >

Your persona! info

Contacts

Hinh 6.56. Chinh sita cdc thong sé Recovery cia tai khodn mail
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dong cua cac thiét bi da sir dung dé dang nhap tai khoan email nay.

Chung ta co thé xem cac su kién vé bao mat cua tai khoan email cling nhu hoat

d

™M Search results - khangduangdl X G Ssan-m & secunty x +

<« e “ httpa,v',-’myaccountgoog|e.com,"u/‘-',."_r.s-‘ urity?utm source=OGBRuUtm medium=a
Google Account
Welcome

J4

Sign-in & secunty

Signing in 1o Google

Device activity & secunty
events

Apps with account access

Personal info & privacy

Your perzonal info
Contacts
Manage your Google

activity

Sign-in & security

Device activity & security events

Review recen! device and security-related activities on your account

Recent security events
Review security evenis from the past 28 days.

& Added recovery email

2 hours 800

& Added recovery phone

2 hours ago

(+1 more)

= ] X

5’|ﬁ$‘3

Hinh 6.57. Cac thong 6 hoat dong va su kién bao mat

Trong muc Recently used devices cho phép xem cu thé cac thiét bi da truy cip
vao tai khoan email. Chon muc Review Devices dé xem thong tin chi tiét vé thiét bi

0.

™ Search results - khang Ouengdl - X

o (64

Google Account

Welcome

Sign-in & security
Sigring in to Google

Device activity & security
avenls

Apps vith account access

Personal info & privacy
Your personal info
Contacis

Manage your Google
actwty

Hinh 6.58

G Sgn-in & secunty x +

#@ https//myaccount.google.com/\/2/secuntyfutm source =0OGB&utm_medium =a

Sign-in & security

Recently used devices

Check when and where specific devices have accessed your account

Windows
THIS DEVICE

-

REVIEW DEVICES

Q:ﬁ"

. Cho biét cac thiét bi sir dung tai khoan mail
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Muc Apps with account access cho phép cip quyén truy cép tai khoan email, cho
phép hay khong cho phép mdt ung dung truy cap vao tai khoan email. Trong hinh bén
dudi co thé thdy dang cap quyén truy cip tai khoan cho tmg dung c6 tén 1a Google

Chrome.

Google Account

Welcome

l Sign-in & security

Sigring in 1o Google

Davice activity & security

events

Apps with account access

Personal info & privacy

Your persona! info
Contacts
Manage your Google

actiwmty

<« C @ hitps//myaccount.google.com/u/2/security?utm

™M Search results - khangdoongll X G Sign-in & secunty

Apps with access to your account

x

SOUITE

T

= (@]

=OGB&utm _mediumea B w % ‘

Sign-in & security

Apps with account access

Keep track of which apps or services you gave permission to access your
account, and remove the ones you no longer use or trust

Make sure you stifl use these apps and trust them with your

information

® Google Chrome

MANAGE APPS

Hinh 6.59. Cho biét cdc vmg dung dwoc sir dung tai khodn mail

X

Ngoai ra, ching ta c6 thé str dung tinh ning luu trir trén ddm may ma Google
cung cp cho nguoi dung thong qua Google Drive (15GB khong gian luu trit)

M Search resutts - khang duong2l X

M Gmail

- ‘- Compose
© Ssnooczed
» Sem

. Drafts

.&Khanq .

No recent chats
Start a new ona

« C @ hitps//mall.google.comymail/u/ 2/ #aearn

G Personal mio & privacy

x

+

Q,  vesimang@gmail.com

- ¢

n vesimang@gmail

me

V/v Nho ho tro dich vu |

Xin chao dich vy VSM,

0GB (0%) of 15 GB used
Manage

Te

nveamang*$A40gmail. com

X

-
&

Drive

B

Transiate

Hinh 6.60. Vao Google Drive

Gmall Contacts

31 @

Calendar Google+

s

Photos
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Sau khi chon muc Google Drive = chon My Drive dé tién hanh tai (Upload) cac
dir liéu cua minh luu trir trén ddm may ctua Google.

™M Search results - khangoy X &4 MyDnve - GoogleDrive X G 'Persanal info & privacy x +

C . l)(tDs',","drive.google‘coma'l:'|m-.r‘n;,r'_{.'--.u, drivelogstc=32 o % ‘
L Drive Q Search Drive - 0 Q

My Drive ~

-{- New

» B myoDive

Filos Name|

een satey 1 s maary

» [0 Computers

°
-h  Shared with me
® RWOI’“ Avems wwwrey Pl
“
* Starred
Bl Getting started
' Trash
D Get Backup and Sync for
Windows

Hinh 6.61. Muc My Drive

Chon vai My Drive - New folder dé tai mot thu muc luu trir cu thé trén Google
Drive.

M Ssacch results - Miangdu X @ MyDnve-Coogle Ove X G Persanalbmio & privacy x + - 2 %
<« & # https//drive.google.com/drive/u/2/my drive‘ogsrc=32 W Q ‘ :
L Drive Q  search Drive - 0 O
My Drive ~ o 2 @ B
*— New
New folder... Naine
» B3 MmyDrive
a Upload files.
» [0 Computers B3 Upload folder..
an Shared with me
B Google Docs >
©  Recent Google Sheets >
W  Stared . Google Slides >
i Trash More ’
& Backups
C] Get Backup and Sync for
Windows
N VEw -

Hinh 6.62. Tao md&i mot thu muc trén My Drive
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bit tén cho thu muc can tao trong muc New folder = chon Create

™M Sparch results - khangaur X & MyDnve-GoogleDrive X G Personat info & privacy x +

- b & & ',1(m-,'""dmlgoogle,(o{nw'n]'lwv,"n,';'."nly drivetogsrc=32 “ % ’

New folder

Tl béu bao maf

Hinh 6.63. Tao mdi mot thu muc trén My Drive

Lic nay ta théy mot thu muc Iuu trir da duoc tao ra

™M Search results - khangduongl: X & My Drive - Google Dove x +

€ = C @& hitpz//divegoogle.com/driva/u/a/my-drive?ogsc=32 o ‘ ‘
L Drive Q, Search Drive - Q@ O

My Drive ~ [ |

—'- New

» B wyprive

Folders Name|

»[f Computers BB Thlgu bdo mit

-n Shared withme Files
(©  Recent i
taw satwy Tpre semr emavhy
* Starred >
' Trash
azimis epetee e amy
-
& Gackups
(:] Get Backup and Sync for B Getting started
Windows
-—J

R

Hinh 6.64. Thu muc mdi tao trén My Drive
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Chon vao thu muc vira tao ra nay, chidng ta co6 thé tai tai liéu 1én bﬁng 2 cach la

kéo tha tap tin can tai 1én hodc st dung nat New.

™M Searsh resulls - khang Oucaglt ' X & T& kv bao mat - Google Drve X +

<« (&4 # https.//drive.google.com/drive/u/2/folders/ T MyMWTNN7SENPBCSWMTmgid 1e1 NYe r % °
‘ Drive Q,  Search Drive - o 0

My Drive > Tailiéu bao mat ~

*- New
» g My Drive

» [0 Computers

-
-

Shared with me

@ Recent
* Starred
i Trash

Drop files here

d@ Backups

G Get Backup and Sync for
Windows

) e o=

Hinh 6.65. Thu muc mdi tao trén My Drive

Chung ta d3 thay mot tap tin di liéu dd duoc tai 1én Google Drive thanh cong.

M Search results - khang.dupagldl: X & T héu 3o mit - Google Deve X <+

< C & httpsy/drivegoogle.com/drive/u/2/folder=/1 MyMWTNN7SENPACSWM imgid eI NYe °“ % °
‘ Drive Q, Search Drive - 9 £

My Drive > Tailiéu bdo mat ~

l— New
» g My Drive

» [0 Computers

Files Name

Shared with me

Rocent

* ©

Starred

B SANIBMpdf

Trash
1 upload complete

& Baockups
. =

C] Get Backup and Syne for
Windows

SAN IBM.pdf

- —rwiag.

Hinh 6.66. Tai mot tai liéu lén thu muc trén My Drive
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Ldc nay, chdng ta c6 thé chia sé dit liéu minh c6 trén Google Drive bang cach
chon chudt phai = chon Share...

M Semchesults - khangduongd X & My Drive - Google Dimne x - = a X
« C & hnge/drvegoogle.comy/drve/ w2/ iy -drvetogure= 12 < % ‘
L Drive Q. Search Drive - 0 0

My Drive ~ «ls  Open with > &
™ o
Foldeors ‘= Share Name
» ﬂ My Drive GD  Get shareable fink
Mave to..
» [0 Computars B Tl gu bdo mat B v
* Add star
an Shared with me Flies
@ Change color >
-— -
© Recent E e ' Q. search within Tai iy béo mat
W Stared 2 Rename..
i Trash Vi ils
v | | @ Viewdess
< 4 Download
& Backups
(] GetBackup and Sync for ’ B Getting started B Remove
Windows
e -

Hinh 6.67. Chia sé tai liéu trong thu muc trén My Drive

Trong hop thoai Share with others, trong phan People chung ta nhdp dia chi
email cuia nhiing ngudi dugce chia sé tai liéu nay. Sau d6 chon mdt trong hai tiy chon
cho phép nhiing nguoi nay dugc quan 1y, thém mdi, chinh stra dit liéu dugc chia sé
(can organize, add, & edit) hodc chi ¢ thé xem (Can view only) = chon niit Send

' M Sench nalnts - dhang duong) x & My Drive - Google Dive x +

i - C & hope//drivegoogiecomvdnve s/ my divelog o ‘ .

Shara with others et shacosbie ink G

Poogio

2 NGSMangROoE oy % At morn pecglo i

Chis 50 4 Wy quan ong v Canoegangs add & sl

Can wiow onty

Hinh 6.68. Chia sé tai liéu trong thu muc trén My Drive
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6.2.3. Tim kiém thong tin (Search)
Gidi thiéu vé Search Engine

Search Engine (b tim kiém hay may tim kiém) thong thuong 13 mot hé théng
mang 16n chay song song va c6 thé xir 1y phan tan chay trén nhiéu mdy tinh. Hé théng
nay duoc chia thanh ba ting chinh, gdm tang thu thap thong tin, nhan dang va chuyén
d6i thong tin thanh dang text, 14p co s& dit liéu cho cac thong tin dang text. Mi ting
duoc chia thanh nhiéu don vi doc 1ap hoat dong theo kiéu chia sé tinh toan hodc du trit
(redundant), tir @6 tinh tin cdy va hiéu ning cta hé thong rat cao. Pon vi khai thac dir
liu duoc tich hop cing v&i phan 1ap chi muc co sé dit lidu, cho phép khai thac qua cac
client str dung giao thirc TCP/IP trén bt ky hé thong nao (Windows, Unix...). Viéc
chia hé thdng thanh cac khdi chirc ning phdi hop v6i nhau théng qua bd didu phdi, hé
thdng c6 thé phan tan dé xir Iy trén nhiéu may tinh nhé hay tip trung toan bo trén hé
théng may lon. Vi vay, luong dir li¢u ma h¢ théng 6 thé phuc vu, vé mat nguyén tc
cho phép dén hang tram triéu tai lidu.

Cong cu fim kiém Google

Cong cu tim kiém Google, Google 13 mot cong cu tim kiém thong tin toan cau
trén Internet manh nhat hién nay. Tién ich nay gitip ta c6 thé tim kiém thong tin véi rat
nhiéu ngdn ngit khac nhau. Trong hinh sau ta ciing tim kiém cac trang Web chira thong
tin mang may tinh.

Google

Hinh 6.69. Truy cdp céng cu tim kiém Google

Két qua tim kiém tir khoa trén Google
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~ + = o X

& ¢l cat he thong hyperv tren v x

- v C & hitpsy//www.google.comvn/searchisource n hpdiel= FRIPW 4 -xe35BagtiogElin - Q .
J
Go O gle cal dat he thong hyper-v tren windows server 2012 L)
All Videos tmagos News Mo Setings Tools
About 58 500 rasults (() 40 saconds)

Cai dat & cau hinh Hyper-V trén Windows Server 2012 R2
hitps://adminvieinam. org/cal-dat,. hyper-v-tren-windows-server-20, . « Transiate this page

Jun 12 2017 - Trong bas 1ab nay, i S8 huong din cac ban cal dat va cdu ninh hé théng 4o hoe cle
Micresol! 1y Hyper-V trén nén 1ang Windows Server 2012

Cach cal dat Hyper-V trong Windows Server 2012 - Quantrimang.com
hitps/quantrimang.com » Cang nghé » Windows Server 2012 « Translate this page

TRk k Ralng 5- 1 vole

Il 2%, 2018 - Microsoft 38 d4u tir phat tnén tinh niing nay va goi no 1 Hyper.V _ Cach cal dat Hyper
V trong Windows Server 2012 COng nghé Hé théng

Hudng dan cal dat Hyper-V trong Windows Server 2012 - Diét ¢on tring
expressmagazine net!,. huong-dan-cak-dat-hyper-v-rong-windows... * Transiate this page
Hurdng dfin cai 6§t Hyper-V trong Windows Server 2012 Chon nol luu Irir 0ia cii 88t hé B8y hanh

rha man A o Mavt T35 Shon Einich W My Ao A dnn
P A o N D AT B LN A e I AN NN MR AN

Hinh 6.70. Tim kiém théng tin trén Google

Dung diu ngoic kép dé tim kiém chinh x4c tir khoa nim trong d6 theo mot trat tu
chinh xéc. Vi du néu tim Alexander Bell, Google s& bo qua nhiing trang dé cap dén tén
day du cta nha khoa hoc nay, Alexander Graham Bell.

G “Aeander Graham Bell - Gooy X + = g »
€« - C @ hitps//www.googlecomwn/searchies=th/PWEPBOMXqwOPBGnwAglg ="Ale % ‘
Go O g Ie "Alexander Graham Bell" 4 Q

All Images News Videos Mote Satings Toolks

About 4 710 000 tasulls (D 45 seconds)

Alexander Graham Bell - Wikipedia
hitps.i/en.wikipedia.orgwikiAlexancer_Graham_Bell «

Alexander Graham Bell (March 3, 1847 — Auqust 2, 1927} was a Scofish-Dorm scentst, nventor
engineat. and maovator who s credded with inyenting and

Children four © Awards 1902 Albart Medal, 1907 John Frlz M
Parent{s) Alexander Melville Bed Elzs Grace Known for nventon of the talephons ¥
Alexander Graham Bell Invention of the telephone  Portal Alexander Graham Bedl

Alexander Graham Bell | Biography, Inventions, & Facts | Britannica.com
hiips:iwww britannica. comibiography/Alexander-Graham-Bell »

Alexander Graham Bell (borm March 3 1847 Ednburgh. Scotland—diad Aogust 2, 1622, Beinn
Bhreagh, Cape Breton Island, Nova Scolls, Caneda)

Alexander Grahar Bell . HISTORY :

u VO VWO T TR
‘15

Hinh 6.71. Tim kiém théong tin trén Google

Thém déu cong dé nhan manh vao tir khoa can tim, vi du Apple+iPhone sé& cho ra
toan thong tin vé iPhone ctia Apple
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:' ogle Search x 4
|
\ 3 C & hipsy/ www.google comvn ' i=1R7TPW Y / & % ° |
| |
GO g le Apple+iPhone 5, Q

Al

IPhone - Apple (VN)

https/Mwww.apple com/viviphone/ »

Exg 2 iPhone the workl's mest powarful personal deyce 1eck it the new
Cases & Protection Buy iPhone XS and IPhone XS ...
Find IPhone cases and ! Buy IPhone XS and Phone XS Max n

1
tn dafand
to defend y

iPhone XS New

hone X

Buy iPhone XR - Apple

tina desplay n fireshas Wit fvanced Far

More results from appée com »

Top stories

Hinh 6.72. Tim kiém théng tin trén Google
Thém dau gach ndi trude mot tir khoa dé loai ching ra khdi danh sach. Cach nao
kha hitu dung néu ching ta mudn tim kiém mot tir khoa v6i nhiéu nghia khac nhau. Vi
du néu gd sdng lam -béng -da thi s& ra cac bai viét vé dong séng Lam chir khong phai
vé cau lac bo bong da Song Lam Nghé An.

+
8 hi www.google com,wn 3 % °
GO g Ie s6ng lam -bong -d4 )
s 3 =3
—u
— ain [l 4]
)
| Qe |
0c1s ]
=0
. ran
e i~
o}

Hinh 6.73. Tim kiém théong tin trén Google
Khi chi mudn tim riéng trong mot trang web cu thé nao d6, hiy dung cu
phap site:. Vi du néu tra windows server 2016 site:adminvietnam.org ching ta sé& co
cac bai viét vé hé diéu hanh Windows Server 2016 trén Website nay.
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GO gle windows servar 2016 site:admmnvieinam. org !

Wincows Server 2016 - Admin Viet Nam

Gitrl thiéu Windows Server 2016 - Admin Viet Nam

Windows Server 2018

Cal dat Windows Server 2016 - Admin Viet Nam
SRRl 2 v server-2016¢ + Transie 15 page
Windows Server 2016

Hinh 6.74. Tim kiém théng tin trén Google

Ngoai ra con mot s6 thu thuat khac nhu:

Chi dinh noi xuét hién tir khoa can tim cho Google, vi du tir khoa intitle: dé
tim tir khoa trong tiéu dé trang

Thém intext: dé tim tir khoa trong nodi dung trang

Thém inurl: dé tim tir khoa trong dudng dan

Khi mudn tim tai liéu dé tai vé, hay dung filetype: néu muén chi dinh dudi
file nhat dinh. Vi du néu muén tim file huéng dan sir dung iPhone 6 dang
PDF, hdy tra huéng din sir dung iphone 6 filetype:pdf

Néu mudn tuyét ddi tit ca cac tir khoa déu phai xuét hién trong duong dan,
hay dung allinurl:

Néu mudn tuyét ddi tat ca cac tir khoa déu phai xuat hién trong ndi dung
trang, hdy dung allintext:

Mot sb ky tu dac biét cling co thé duogc sir dung dé tim tir khoa theo dang
dic biét. Vi du néu g0 #Note8 thi s€ tim dugc cac bai dang c6 danh hashtag
cho Note8

6.2.4. Bao mat khi lam viéc véi Internet

Ngay nay, véi su phat trién manh mé, Internet giir vai trd dang ké trong cudc

song ctia mdi nguoi dung. Vi vy, néu nguoi dung Internet khong tu nhan thirc hoic
khong biét cach tu bao vé an toan thong tin cho ban than khi sir dung Internet thi co
thé tré thanh nan nhan ciia nhilng mdi nguy hai trén Internet nhu lira dao, mat tai
khoan, mat tién, phat tan virus, bi lgi dung hodc danh cép thong tin ca nhan, v.v... bé
¢ thé tu bao vé minh trén Internet, nguoi hoc ¢o thé tham khao cac cach dugc trinh
bay dudi day.
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6.2.4.1. Str dung phin mém Antivirus tin ciy

Chuong trinh diét virus 13 rao chin quan trong trong viéc bao vé mdy tinh trudc
cac nguy co vé ma doc va virus. Chling ta can nén trang bi cho may tinh mot chuong
trinh diét virus manh va 6n dinh, tuy theo nhu ciu ma chung ta co thé Iya chon phién
ban mién phi hay tra phi.

Mot vai phan mém Antivirus duoc dé xuat:
- Avast Antivirus;
- AVG Antivirus;
- BKAvV;
- BitDefender Antivirus;
- Kaspersky Antivirus;
- Sophos Home;
- Avira Antivirus;
- V...
6.2.4.2. St dung tinh nang UAC trén Windows

Tinh ning User Account Control (hay con goi 1a UAC) gitip hé thdng an toan
hon trude nhitmg mdi de doa tiém an. Tuy nhién, nhiéu ngudi dung lai ghét tinh ning
nay boi chiing thudng xuit hién ctra s6 canh bao dang pop-up xen ngang cong viéc
mdi khi thuc hién 1 tac vu nao do, chrfmg han cai dat img dung, sao Iuu hé théng hoac
chi don gian 1 1 tac vu vo hai nhu thay doi ngay gid hé théng.

| % User Account Controi Settings o

oose when to be notified about ¢h AN es 10 your computer

Abways no
- - Notify me only when apps try to make changes to my
computer (do not dim my desktop)
*  Dan't natily me when | make changes 10 Windows
- - settings
. -
o Not recommended. Choase this onty if it takes 3 long
- 1 1im the 0N YOUT €0 o
e notty
r -
| 5‘&\' Cancel

Hinh 6.75. Chitc nang User Account Control
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Tuy nhién, di mudn du khong thi tinh ning UAC trén Windows gitip ngudi ding
ngan chian cic phan mém doc hai tién hanh thay doi hé thong ma khong xin phép.
Twong ty nhu phan mém diét virus, n6 ciing 1 1 16p quan trong dé bao vé may tinh.

User Account Control X

Do you want to allow this app to make
changes to your device?

. iVMS-4200.exe

Verified publisher: HANGZHOU HIKVISION DIGITAL
TECHNOLOGY CO, LTD,
File origin: Hard drive on this computer

Yes No

Hinh 6.76. Hop thoai hoi trudc khi chay mot ing dung ndao do
6.2.4.3. St dung twong lira trén Windows

Ban than cac phdn mém diét virus phién ban méi hién nay déu tich hop sin ché
d6 tudng lira Firewall ciia minh vao Windows, va tam thdi v hiéu hoa ché do tuong
lira ¢6 sin trong Windows. Tuy nhién, néu phan mém diét virus khong dugc trang bi
san, chdng ta hodn toan cé thé str dung tuong lira cia Windows mdt cach an toan ma
khong can st dung dén phin mém cua bén ther 3. Va khi tién hanh két ndi dén mang
khéng day, ching ta s& dugc cung cip 2 lya chon két ndi 1a Home, va Public, mdi lva
chon déu mang theo mét tuy chinh Firewall khac nhau. Tuy theo muc dich két ndi ma
ching ta s& lya chon 1 trong 2 hinh thirc dugc cung cap.
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Hinh 6.77. Chitc nang Windows Defender Firewall

6.2.4.4. Cap nhit cac phién ban v 15i trén Windows

T4t ca cic phdn mém ma chung ta s dung hang ngdy nhu Windows, Mozilla
Firefox, Google Chrome, Adobe Flash, Adobe’s PDF Reader, Microsoft Office,... déu
c6 thé c6 nhitng 16 hong vé van dé an ninh, va chiing ludn duoc nha phat trién sira 16i ¢
cac phién ban cip nhat. Vi thé, dimg ngan ngai ma hay cap nhat phién ban méi cho céac

phan mém ma chung ta thuong xuyén sir dung. Ching ta c6 thé tim thiy phién ban

moi cia ching tai trang chu cta nha phat trién hodc théng qua tinh ning tu dong cip
nhat cua chung. Con ddi véi cac san pham thudc Microsoft, ching ta c6 thé kiém tra

va tai vé bang Windows Update

@ Home

=T ]

Update & Security

Windows Update

Updates falled
ast checked: Westerday,

AN

There were probikems rutaling some updates, but well ty

I o Wintows Update

@ Windows Seaur *y

KB2Z
T techp
Hetry
P Troubieshon

D Betovery
@ Acthestion

& Fed oy device

What's new

a3 later If you keep seeing ¢

WD Of contact support 4

Defution Update for W

B2 Definition 1.2

ared want to search the
¥ intoomation, this may help

s Defender Ardaerus

W - Ertor DaB0248007

Hinh 6.78. Chitc nang Windows Update
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6.2.4.5. Duyét Web voi ché dd an danh

Néu khong mudn Google Chrome ghi nhé hoat dong ctia minh, ching ta cé thé
duyét web theo cach riéng tu & ché d6 An danh. Chon t6 hop phim Ctrl-Shift-N

New lab

cC @

You've gone incognito

Hinh 6.79. Chitc nang duyét Web an danh ciia Google Chrome

6.3. Kién thire co ban vé an toan va bao mat thong tin trén mang

6.3.1. Nguon géc cac nguy co ddi véi viée dam bao an toan dir liéu va thong
tin

6.3.1.1. Thuc trang hién nay

Theo b&o céo chi sb an toan théng tin mang toan cau — GCI (Global
Cybersecurity Index) nam 2017 cta Lién minh Vién théng qudc té - ITU (International
Telecommunication Union), Viét Nam xép hang 100/193 trén pham vi toan cau. Xép
hang cua Viét Nam ¢ khu vuc chdu A - Thai Binh Duong 1a 23/39 va ¢ khu vuc
ASEAN la 9/11.

Theo théng ké tir hé théng giam sat virus cua Bkav, hon 1,6 tri€u lugt may tinh
tai Viét Nam bi mat dir liéu trong ndm 2018. Bén canh d6, hon 46% nguoi sit dung
tham gia chuong trinh danh gia an ninh mang ctia Bkav ciing cho biét, ho da timg gip
rac roi lién quan t6i mat dir liéu trong nim 2018.
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Hinh 6.80. Tdn cong khai thac mdt khdu “yéu” cia nguoi ding

Nhitng nim gan ddy, trong xu thé ciia cudc cach mang cong nghiép 4.0, cung véi
viéc cong nghé thong tin dugc ing dung ngay cang sau rong vao moi mat cua doi
sdng, cac chuyén gia déu c6 chung nhan dinh, tinh hinh an toan thong tin mang trén
thé giéi noi chung va Viét Nam néi riéng ngay cang dién bién phuc tap. Khong nim
ngoai xu thé chung trén toan cau, cong tac dam bao an toan thong tin mang cta cac co
quan, t6 chirc, doanh nghiép tai Viét Nam di va dang phai d6i mit véi rat nhiéu thach
thirc, bdi cac cude tin cong mang vao hé thong thong tin gia ting manh mé ca vé quy
mo cling nhu mirc d§ phuc tap, tinh vi, khé du doan.

Cung v6i d6, vin dé& khong nho ddi véi an toan théng tin mang Viét Nam hién
nay con 1a tinh trang thiéu kinh phi dé cép nhat, nang cip dic biét 1a kinh phi dé mua
ban quyén rat thiéu din dén nhiéu noi van phai chip nhan dung phan mém hét ban
quyén hodc khong c6 ban quyén.

Cac xu hudng tan cong mang ¢ Viét Nam hién nay, viéc s dung ma doc nguy
hiém tiép tyc gia ting, trong d6 nhiéu loai ma doc cé kha ning qua mit cac phan mém
diét virus hién c6; Tan cong tur chdi dich vu phan tan - DDoS tiép tuc gia tang; Xuét
hién ngay cang nhiéu cac cudc tan cong cé chu dich - APT, dic biét 1a nhitng cudc tin
cong nham vao cac hé théng ngan hang, tai chinh, két hop v6i hinh thirc tin cong lira
dao phishing.

6.3.1.2. Nguyén nhan din dén mat an toan thong tin
1 - Nhan thiec:

Nguyén nhan dau tién va c6 1& 1a nguyén nhan co ban nhat dan t6i cac su cb an
toan thong tin ting cao. Tham chi trong mot sd truong hop, ké tan cong khong can
dung t6i cong cu hay phan mém tan cong nhung nan nhan van bi lra dao. Vi du cuy thé
la & mot s6 ngudi dung tuy di dugc thong bao vé viéc cap nhat ban va 16 hong
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Windows nhung vi di khong cap nhat ban v mdi nhét cia Microsoft, do d6 may tinh
ciia nguoi dung da bi nhiém ma doc WannaCry.

del - Thalneim (Erzg00)

(Sachs)- Tharandt Dresden
1

Glodt

Einsi@

. Freiberg
Fioha Fﬂ; von

‘-;‘»,—1 hén

Hinh 6.81. Mdy tinh bi nhiém md déc ma héa tong tién WannaCry
2 - Khéng phdn quyén ré rang:

Mot trong nhitng nguyén nhan lam méat thong tin dit liéu chinh 14 ngudi quan tri
khong phan quyén rd rang cho thanh vién. Loi dung diéu nay, nhan vién ndi bo c6 thé
danh cip, trao doi, thay ddi thong tin cua cong ty.

3-1L6 héng t6n tai trén thiét bi:

Trong thyc té, nhiéu ngudi dung tai va cai dat phan mém méi, ing dung méi cho
dién thoai, laptop, may tinh dé ban... ma khong tu hoi rang “Liéu phan mém nay co
chtra 16 hong hay khong”. Trong khi d6, cic phan mém tng dyung ludn ton tai nhing 18
hong bao mat va nguy co tan cong. Ly mot vi du thuc té 13 theo khao sat mgi nhat cia
Kaspersky: Hon 80 tng dung bi trdom mat khau ton tai trén Google Play Store voi hang
triéu luot tai mdi ngay.
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@pr—=sgm Bawa Mysbika OcbdnaiH

anwia Xapanyr  Music & Audio *hE

€ Everyone

Contains ad

Mr. President Rump
|um‘:v‘.‘w‘ . NMYHIARA CO3ABAN MY3bIKA
£ Everyone 10 MY 3bIKA! MNEUNUGCT! DPYIEW!

b o “

Mr. President Rump is a game in which you play

Hinh 6.82. Cdc 1ng dung c6 chira ma doc trén CHPlay

4 - L6 héong trong hé thong:

Hé thong c6 thé 1a hé thong website, hé théng mang, hé thong cac tmg dung, thiét
bi, phadn mém. Nguyén nhan 1am mat an toan thong tin trong trudng hop nay 1a do cac
don vi khong thudng xuyén ra quét 16 hong, danh gia bao mat cho hé thdng dan t6i
nhimg nguy co thiét hai vé tai chinh to 16n.

5 - Sir dung Email, mang xd hi nhung khong c6 nhdn thirc vé an toan théng tin:

Phuong phap tan cong cua tin tic ngdy nay rat tinh vi va da dang. Ching c6 thé
str dung k¥ thuét “lira dao” gui file dinh kém trong email chira ma doc, sau d6 yéu cau
ngudi ding nhap vao dudng dan lién két hodc tap tin va 1am theo hudng dan. Hau qua,
nan nhan c6 thé bi tin tic bét chuyén tién hodc may tinh ctiia nan nhan bi 10 Iot dir liu,
nhiém ma doc.

From: “Unexpected Emors” <unexpected emor announcement @gmiad com»

Date: 1 Oct 2015 1426

Subject: Théng bao: Kich hoat i t31 khoan
To pomail com>

Cc

Tam dirng tai khoan 90 ngay

Ching 11 phat hén 13l khoan cda han ¢é ddu hiéu phat
tan thur rac, tral val quy dinh cda chung 16

- Néu théng tin ndy khéng chinh xdc. ban cdn xac nhdn
day khdng phal 13 tal khodn rac bang cach nhap vao Wén két

xac nhan bén gudl

Né&u trong vong 07 ngdy k& tr khi nhdn thdng bao nay, ban
khang kich hoat xac nhan, chung 181 5& xem xét viéc khoa 13l
khodn cda ban ma khong bao trrde néu phat hién co ddu
Niéu phat 1an thu rdc that su

Hinh 6.83. Email gid mao nham chiém doat tai khodn Google
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6.3.2. Tac dung va han ché chung cia phan mém diét virus, phan mém an
ninh mang

6.3.2.1. Phan loai cac phan mém diét Virus

1 - Phan mém diét virus thuong mai: Phai tra tien dé duoc st dung phﬁn mém
trong mot khoan thoi gian (phd bién) hodc mai mii. Cac ban thuong mai thudng day
du tinh ning, khéng quang cdo, duoc hd tro ki thuat tir nha san xuét.

2 - Phan mém diét virus mién phi (Antivirus software free): Khong phai mét tién
dé mua ban quyén st dung. Tuy nhién, phién ban mién phi thuong khong day du chuc
nang, dinh kém céc quang cdo gay kho chiu cho nguoi str dung.

6.3.2.2. Tac dung chung cia phan mém diét Virus, phan mém an ninh
mang

Tac dung chung clia cac phan mém diét virus (Antivirus software) 1a phat hién va
loai bo virus may tinh, khic phuc hau qua cta virus giy ra va c6 kha ning ning cip dé
nhan biét cac loai virus trong twong lai. Nhiing tinh ning co ban cua mét chuong trinh
diét virus:

1- Quét tap tin: Hau hét cac chuong trinh diét virus déu c6 chirc ning quét. Voi
diéu nay, ching ta co thé quét toan bo may tinh cia minh va dam bao rang may tinh
khong bi nhiém bat cir thtr gi c6 thé giy nguy hiém dén an ninh cua ca nhan hoic
khién may tinh chay cham lai.

q Windows Defender is scanning your PC

This might take some time, depending on the type of scan selected.

Bee—uu Cancel scan
Scan type: Custom
Start time: 8:33 AM

Time elapsed: ~ 00:00:06

Items scanned: 4740

Hinh 6.84. Chuong trinh diét virus dang thuc hién qua trinh ra quét

2- Loai bo su 1ay nhiém: Mdi chuong trinh diét virus c6 cach thirc riéng dé d6i
phé voi cac mdi de doa hodc virus duge tim thay trén may tinh. N6 c6 thé cach ly cac
chuong trinh bi nhiém trong truong hop ching khong thuc sy 1a virus, nham gitp may
tinh hoat dong 6n dinh hon. Thong thuong, nd s& hoi ngudi ding c6 mudn xda cic
chuong trinh bi nhiém hay khong.
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Hinh 6.85. Chuong trinh diét virus cach ly va cho nguoi dung lwa chon cach giti/diét virus

3- Phong chdng virus: Muc dich chinh ciia phin mém diét virus 1a dé bao vé may
tinh khoi bj nhiém virus. N6 thuc hién diéu nay bang cach quét cic ban tai xudng va
tap tin dinh kém dé tim virus va bang cach chay trong nén khi nguoi ding dang ludt
Internet. Néu ngudi ding gip phai virus, chuong trinh s& canh bao ngudi ding va cung
cap tiy chon loai bo virus trude khi bi 1ay nhiém.

COMODO Antivirus Alert

A malicious item has been
detected!

Name: ApplicUnwnt@341617337

Location: /var/folders/1h/mmc_bgrx1xq4043cmwwkv...

More information: ApplicUnwnt@341617337

S o
&) How should | answer? ‘ @ Clean v \ l u lgnore »

.

Hinh 6.86. Churong trinh diét virus phdt hién virus va héi nguoi dimg muon xit Iy thé nao?
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Hinh 6.87. Cac ché dg quét trong phan mém BKAV

6.3.2.3. Han ché chung ciia phan mém diét Virus, phan mém an ninh
mang

- Phan 16n cac chuong trinh diét virus déu phai tra phi hodc ngudi dung phai
chap nhan dung cac phién ban dung thir khong day du tinh ning hodc cac
ban mién phi c6 quang cdo.

- Phan 16n cac chuong trinh diét virus s& tiéu ton rat nhiéu tai nguyén ciua may
tinh khi thyc hién cac qua trinh phan tich va ra quet.

- Nhiing sy nham lan trong qué trinh ra quét 1a diéu khong tranh khoi tir cac
phan mém dié¢t virus, ngudi dung c6 thé vo tinh b1 mat cac file lanh do su
nham 1an ciia phan mém diét virus.

- Néu khéng ciu hinh tot, phin mém diét virus c6 thé hién rit nhiéu céac
popup giy phién nhiéu cho ngudi ding, hodc chay ngim nhiéu tinh ning
khong can thiét khién may bi cham.

- D¢ gay xung dot v&i cac thanh khac nhu driver, phan mém,...

6.3.3. An toan thong tin khi sir dung céc loai thiét bi di dong va may tinh
trén Internet

Céc thiét bi di dong nhu dién thoai thong minh, may tinh bang va may tinh khong
chi ngay cang c6 nhiéu tinh ning sir dung thong minh hon, ma con dugc st dung phd
bién hon, da khién cho khdi lugng dir liéu ma ching tao ra dang tiép tuc ting. Sy ting
truong nay mang dén nhiing thach thirc méi cho ngudi sir dung va ca nhitng co hoi
mdi cho tin tdc va nhitng ké Itra dao trén mang.

Nhitng rai ro mat an toan thong tin khi str dung cac loai thiét bi di dong va may
tinh:
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Tén cong c6 chu dich (APT): Trong vai nam trd lai ddy xu hudng tan cong
c¢6 chu dich (APT) dang dién bién hét strc phiic tap trén dién rong. Pay la
hinh thirc tin cong tinh vi va rat khé phat hién do ké tin cong st dung cic
k¥ thuat méi dé an nap va nhimng cudc tan cong nay nham vao nhimg ngudi
dung hay cac hé thong quan trong nhim dénh cap thong tin, pha hoai hé
thong va c6 thé xem 1a mdi rui ro nguy hiém thudng tryc hién nay trén
Internet khong chi & Viét Nam va trén thé gigi. Khong ndm ngoai xu thé d6
thi ddy van 13 xu hudng chinh va cin tiép tuc dugc quan tim va chd trong
trong nam 2018.

RO ri thong tin dir liéu do danh mét hodc bi mat cép (rai ro cao): Néu bi mat
smartphone do bi roi hoac bi danh cép, ma trén thiét bi khong dugc cai dat
mi PIN hodc mat khau thi ngudi c6 dugc smartphone cé thé truy nhap d&
dang vao nhiing dir liéu nhu email, trong do c6 thé c¢6 mat khau hoac thong
tin nhirng tai khoan ma ching ta Iuu trir; Tai khoan mang xa hdi nhu
Facebook, Google+ va Twitter; Mat khau dugc luu trong cac trinh duyé€t tim
kiém; Thong tin thé tin dung va mat khau luu trong nhimg tng dung nhu
Amazon va Google Wallet; Pia chi Email, s6 dién thoai va thong tin trong
danh ba; Hinh anh va Video luu trong thiét bi.

V6 tinh tiét 16 thong tin dit liéu (rui ro cao): Cac nha phat trién thuong
xuyén gidi thiéu thém nhiéu tinh ning méi ma nguoi dung nhiéu khi khong
kip cap nhat. Vi dy, chling ta c6 thé khong biét thiét bj ciia minh tw déng cap
nhat vi tri hién tai mdi khi ching ta ding 1én mét tim anh bang cach sir dung
mot tng dung mang x hoi. Mot sb cach vo tinh ma ching ta c6 thé dé 16
thong tin cho ca thé gii biét minh dang ¢ dau, d6 1a: Pang anh voi ché do
cap nhat vi tri hién tai dang bat; Mot ngudi khac danh dau (tag) ching ta vao
blrc anh ma ching ta khong biét hay khi ching ta check-in vao mét nha
hang hay quan ca phé st dung ing dung cap nhat vi tri.

Lira dao (Phishing Attacks): Loai rui ro ndy duoc xép ¢ muc trung binh.
Theo d6 kiéu tan cong nay nham thu thap dir lidu bén trong thiét bi bang
cach gui tin nhan gia 1a nha cung cAp mang tin cdy dé lira ngudi dung cung
cap thong tin c4 nhan, chang han nhu mat khau va thong tin thé tin dung.
Kiéu Itra dao nay xuat hién ¢ nhiéu dang nhu: Ung dung gia mao dugc thiét
ké bat chudc theo nhiing ing dung nhu “Angry Bird”; Email dugc gui dén
tir nhitng ngudn c6 vé hop phap nhu cac ngan hang hodc nhitng to chic tin
dung; Nhiing tin nhan SMS duoc giri dén tir cic ngudn c6 vé dang tin nhu
nha cung cip mang.

Phan mém gian diép (Spyware attack): Tuong tu nhu kiéu tin cong lira déo,
phan mém gian diép (Spyware) ciing dugc xép & mirc riii ro trung binh. Néu
thiét bi di dong bi nhiém Spyware hoic modt ung dung gid mao hay mot
trang web doc hai thi nhiing doan ma doc sé ty dong gui thong tin cd nhan
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ctia chii s¢ hitu dén may chu nic danh. Nhiing thong tin c6 thé bi lay cap boi
phan mém gian diép bao gébm: Thong tin thao tac trén ban phim thiét bi;
Tén, s6 dién thoai va nhirng dia chi email ttr danh ba; Thong tin vé tai khoan
tin dung.

Céc cudc tAn cong mang gia mao (rdi ro trung binh): Poi khi, nhitng ké tin
cong du ngudi dung két ndi voi nhitng mang WiFi 4o hodc khong duoc dam
bao an ninh. Trir khi ching ta dang nhép thong tin ca nhan trén nhiing trang
web dung phuong thirc giao tiép SSL, con néu khéng dit liéu cua ching ta
c¢6 nguy co bi danh cip.

Céc giai phap an toan thong tin khi st dung thiét bi di dong va may tinh:

Canh giac voi nguy co mat thiét bi: Cac thiét bi di dong nhu Smartphone
hay may tinh bang déu c6 kich thudc khong 16n, vi thé ching 1a muc tiéu dé
dang cho nhiing tén trdm. Do d6, luén chu y dén cac thiét bi di dong cua
minh & cac noi cong cong (bao gdbm ca & khu vuc co quan). Néu tao duoc
thoi quen ndy, chlng ta s& giam duogc rui ro do bé quén hay bi danh cip thiét
bi.

Thiét 14p mat khau phuc tap: Nhiéu thiét bi khong yéu cau ching ta thém
mot mat khau so véi tiéu chuan dat ra, thuong 1a mac dinh 6 chit s0. Tuy
nhién, tiéu chuan nay chi tot hon so voi viée khong diat mat khau nhung do
qua don gian nén nd thuc su 13 khong da an toan. O muc t6i thiéu, thiét b
ctia ching ta phai duoc thiét 1ap mat khau vé6i 6 chir sd - nhung tranh nhitng
su két hop chit s6 "dé dang". Dé ting thém tinh an toan cho thiét bi, hiy
thiét 1ap mau mat khéu phtrc tap ca chir, sb va ky tu dac biét hodc lua chon
nhan dang bﬁng sinh tric hoc.

Ludn canh giac v6i nhitng trd Lra ddo social engineering: Can phai than
trong vé cac email, tin nhidn van ban va cac cudc goi chung ta nhan duoc
trén céac thiét bi di dong. Email va tin nhin lira dao thuong c6 dinh kém
phan mém doc hai va lién két nguy hiém dé xam nhap vao cac thiét bi. Hay
nén can than véi bat ky tin nhan hodc cudc goi tir nhitng ngudi khong quen
biét. Néu cam nhéan dugc nhiing diéu bat thuong hiy xo6a hodc ngat két ndi
ngay lap tuec.

Hay than trong vdi nhitng mang WiFi truy nhap moé: Xac nhan sy hop phap
ciia mang Wifi truéc khi két ndi, sir dung https hodc mot mang riéng ao
(VPN) dé bao vé dit liéu c4 nhan, han ché nhiing truy nhap trén WiFi mg.

Lua chon nhiing Gmg dung va tuong tac: Hay than trong vé tuong tac
Bluetooth va cac tinh nang chay trén thiét bi. V&i mdi mot ung dung, trudc
khi tai vé can phai xem xét nghién ctru. Phan danh gia va tim kiém web co
thé gitp tiét 16 vé nhimng nghi ngd ddi voi sy tin cdy cia nhitng ing dung.
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6.3.4. An toan khi si¥r dung mang xa hoi

Nhiing gi ma chlng ta diang cong khai trén mang xa hoi s& ludn ton tai trén thé
gi6i Internet trir khi céc ndi dung nay duoc g& xudng. Do d6, dé an toan, ching ta chi
nén ding nhitng hinh anh, ndi dung "khéng nhay cam" va chic rang ching ta khéng
ngai chia sé diéu d6 véi ngudi khac, nhat 13 v6i nguoi la.

Kiém tra lai tit ca nhin (hashtag), tag ban bé va nhitng dé cdp, nhic nho
(mention) lién quan dén ban than hay t6 chuc, cong ty cua ching ta. Viéc gin nhin
trong moQt cap nhat mang xa hoi tudéng chung nhu vo hai nhung thuc té lai anh hudng
kha nhiéu dén tinh riéng tu.

Can nhic ky ddi twong c6 thé xem duogc cap nhat cua ching ta. Luu ¥ rang, néu
nhiing tai khoan trong danh sach dugc xem nhitng dugc cap nhat khong thiét 12p han
ché tinh riéng tu (less restrictive setting), thi nhitng hinh anh, bai ddng méi van bi "rd
ri" ra ngoai.

Nhitng bai ding, dudng din voi nhitng 161 moi moc hip din di va dang tran ngap
trén cdc mang xa hdi, nhét 13 Facebook v&i nhiéu muc dich x4u va rat nguy hiém. Cac
ban tin du nguoi dung Facebook nap tién dién thoai lira ddo gan ddy ciing duoc xép
vao dang nay.

Str dung phuong thirc xac thuc hai yéu td (two-factor authentication) hay con
duoc goi la phuong thirc xac thuc hai budc (two step verification) cho Facebook va
cac tai khoan mang xa hoi khac. Phuong thirc nay gitip ching ta dang nhap tai khoan
mang x3 hoi khong chi bang cach cung cip tén va mat khau dang nhap ma can phai co
thém mot ma bao mat khac duoc dich vu gui qua dién thoai hay cac ing dung chuyén
biét. Bén canh d6, chlng ta cling nén kich hoat cac phuong thirc bao mat khac ma dich
vu mang xa hoi dang str dung hd trg (néu c6).

B4o c4o va chin nhitng ké phat tan ndi dung rac. Didu nay cé thé giup ching ta
"lam sach" nhiing thong tin dau vao ctia minh ciing nhu thong bao cho cic mang x4
hoi vo hiéu va "tiy chay" nhiing tai khoan phat tan noi dung rac qua chitc niang Béo
cao (Report).

Can x4c nhan voi nhig ngudi ban gii tin nhian hodc viét 1én tudng ciia cic
mang x4 hoi vé nhitng thong tin c¢6 thé dé dang 1am mat thong tin ca nhan, tai khoan
ngan hang. Nén thuc hién xac nhan bang hinh thirc n6i chuyén truc tiép, email hay goi
dién thoai... dé chic chin hon.

Hay can than v6i nhig ngudi dang yéu cau duoc chip nhan két ban trén céac
mang xa hoi. Giéi tdi pham mang c6 thé tao nhiing ho so gia nham danh cip thong tin
C& nhan. Tot nhat 1a nén xéac thyc danh tinh ctia ngudi mudn két ban trude khi chap
nhan.
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ﬂ CAC PIEM CHIiNH

- Céc khai niém vé Internet, WWW.
- Céch thirc st dung trinh duyét Web dé truy cap website.
- Céch thirc thiét 1ap céac thong sé cho trinh duyét Web.

- Céch thirc ddng ¥ mot tai khoan email va str dung tai khoan d6 dé gui va
nhan email.

- Céch thire thiét 1ap bao mat cho tai khoan email.
- Céch thuc tim kiém thong tin.

- Céch thuc tu bao vé thong tin khi st dung Internet.

@z CAUHOI ONTAP

C‘du I: Giao thirc nao sau ddy la giao thivc két noi ding cho mang Internet
toan cau?

A. ICMP C. SMTP

B. TCP/IP D. SNMP

Cau 2: Tén viét tit ciia nha cung cdp dich vu trén Internet ISP la viét tit ciia
chit nao sau day?

A. Internet Service Provider

B. Information Service Provider

C. Internet Solution Provider

D. Information Solution Provider

Cau 3: Theo ban, trinh duyét Web nao sau ddy ciia hang Microsoft dwoc tich
hop san trong hé diéu hanh Windows?

A. Chrome C. Safari

B. Mozilla Firefox D. Internet Explorer

Cau 4: Theo ban, hai trinh duyét Web nao sau ddy dwoc cai dit san trong hé
diéu hanh theo hing nha sin xudt? (Chon nhiéu ddp dn)

A. Internet Explorer C. Opera
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B. Mozilla Firefox D. Safari

Cau 5: Chirc ning dé danh diu mét trang Web dé ghi nhdn sau nay cé thé
xem lgi la?

A. History C. Bookmark
B. Cookie D. Save page

Cau 6: Pé thiét lap trang chii Website méc dinh cho trinh duyét khi mé lén la?

A. New Windows C. Restore Default

B. New Tab D. Homepage

Cau 7: Khi muédn giti cing mét email dén nhiéu ngwoi nhin, trong dé c¢é mot
ngwoi nhin dn (cdc ngwoi cing nhin khic khong biét email ciing dwoc givi dén
nguwoi nhéin an do), ta nhp dia chi email ciia ngwoi nhin an vao:

A. Muc TO C. Muc BCC

B. Muc CC D. Khong thé thue hién duoc

Cau 8: Dich vu luu trii trén dam mdy (Cloud) ciia Google Mail goi la Qi?

A. Google Storage C. Google Mail

B. Google Drive D. Google Data

Cau 9: Theo ban, dung lwong mdc dinh Google Mail cho phép ngwoi dung
(mién phi) luwu trii trén Cloud ciia ho la bao nhiéu?

A.5GB C.15GB

B.10 GB D.20 GB

Cau 10: Pé tim kiém chinh xdc tiv khéa “Windows Server 2019” trong Website

cua Microsoft. Ta sé go cum tw nao sau ddy trong thanh tim kiém cuia cong cu tim
kiem Google dé co két qua chinh xdc nhuw mong muoén nhat?

A. Windows Server 2019+Microsoft

B. Windows Server 2019

C. Windows Server 2019 on:Microsoft

D. Windows Server 2019 site:Microsoft.com

Cau 11: Céng cu tim kiém nao sau day ciia Microsoft?

A. Google C. Yandex
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B. Ping D. Baidu

Cau 12: Pé tim kiém cdc tai liéu vin bin (PDF) vé Windows Server 2019 trén
thanh céng cu tim kiém ciia Google, ban sir dung cii phdp nao sau ddy dé cho ra két
qud chinh xdc nhw mong muén nhit?

A. Windows Server 2019 pdf

B. Windows Server 2019 .pdf

C. Windows Server 2019 filetype:pdf

D. Windows Server 2019 document:pdf

Cau 13: Phin mé’m Antivirus nao sau ddy la cua Viét Nam co uy tin tai Viét
Nam ciing nhw trén thé gioi?

A. BKAV C. AVAST

B. AVG D. AVIRA

Cau 14: Pdu la tén cic mang xi hdi phé bién hién nay: (Chon nhiéu ddp dn)

A. Facebook C. Twitter
B. Youtube D. Pinterest
Dap dn:
Caul: B Cau6: D Cau l1l1: B
Cau 2: A Cau7:C Cau 12: C
Cau3: D Cau 8: B Cau 13: A
Cau4: A, D Cau 9: C Caul4: A, B,C,D
Caub: C Cau 10: D

@= BAITAP

Bai 1: Cho biét nhitng website sau thudc co quan hoac td chtrc nao?
- www.moet.gov.vn
- edu.hochiminhcity.gov.vn
- www.molisa.gov.vn

- www.mofahcm.gov.vn
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- WWW.isoc-vn.org.vn

- www.fao.org.vn

- www.mmadc.org.vn

- www.redcross.org.vn
Bai 2: Thyc hién danh dau 3 website yéu thich dé xem lai sau nay.
Bai 3: Thuc hién tim kiém:

- St dung tir khoa dé tim kiém thong tin canh dep Pa Lat. Két qua 1a tat ca
cac trang web c6 chtra cac tir thudce tir khod va khong phan biét chir hoa hay
chit thuong.

- Str dung tir khoa dé tim kiém thong tin canh dep Pa Lat. Két qua 1a tit ca
céc hinh anh vé canh dep Pa Lat.

Bai 4: Phan biét su khac nhau giira cac cach sau khi muon giri mot email cé cing mot
ndi dung dén nhi€u nguoi:

- Nhép céc dia chi email ctia nhiing ngudi nhan vao muc TO.
- Nhép céc dia chi email ctia nhiing ngudi nhan vao muc CC.
- Nhép céc dia chi email ciia nhiing ngudi nhan vao muc BCC.

Bai 5: St dung dich vu Gmail ctia Google dé:

Tao tai khoan ngudi dung méi.

- Thuec hién thao tac dang nhdp va ding xuat.

Soan email ¢6 ndi dung bat ky va gui dén mdt ngudi nhan.

Soan email ¢6 ndi dung bat ky, c6 dinh kém tap tin va gii dén nhi€éu nguoi
nhan.

Thuc hién cac thao tac doc, tra 10i (reply), chuyén tiép (forward) email.

- Thuec hién thao tac bo sung chit ky vao cudi email.
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