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% NOi dung chinh -
Gidi thiéu vé may tinh dién toy

Pon vi do thong tin

Cac thanh phan co ban clia may tinh dién t

> e

Hé dém



g Néi dung chinh R —

)
1. Gidithiéu vé may tinh dién to
> Vai nét lich s
> Nam thé hé may tinh dién to
» Phan loai may tinh dién tw



d vai nét lich s P —
j

= Thiét bj tinh toan cé xwa nhat la ban tinh, co6 thé
bat nguon tlr Babylon vao khodng 2400 nam trwdc
cOng nguyeén.

= M6t phién ban quen thudc nhat hién nay 1a ban
tinh ctia ngwdi Trung Qudc.

TR

iy

Ban tinh ciia ngwdi Trung Qubc



% Vai nét lich st S

= 1642, Blaise Pascal (1623 — 1662) ché tao may
cdng co hoc dau tién.

= 1670, Gottfried Leibritz (1646 — 1716) cai tién may
cdng co hoc cua Pascal dé thwc hién cong, tr,
nhan, chia don gian.

Blaise Pascal May cbng co hoc cua Pascal

Téng quan



d vainét lich s | —

|
= 1833, Charles Babbage (1792 - 1871) cho rang

khdng nén phat trién may co hoc va dé xuat may
tinh vé&i chwong trinh bén ngoai (phiéu duc 16).

Charles Babbage May tinh cua Charles Babbage

Téng quan 8



d vai nét lich s J—

2

= 1945, John Von Neumann dwa ra nguyén ly co
tinh chat quyét dinh, do 1a chwong trinh dwoc lwu
trlr trong may va s gian doan qua trinh tuan tw.

Input
4 |
Control | | Arithmetic
unit 7| logic unit
A A A
Output | || | ————— |
devices > Memory |«
¥
External
storage
John Von Neumann Kién truc cua J.V. Neumann

Téng quan 9



% 5 thé hé mdy tinh dién td

= Thé hé th& nhat (1950 — 1958)
« St dung dén chan khéng.
« Toc dé thap: 103 phép tinh/giay.
« Chtrinh viét bang ngén ng may.
« May ENIAC nang 30 tan!
= Thé hé th& hai (1959 — 1963)
S dung dén ban dan.
« Tbc do nhanh: 106 phép tinh/giay.
« Chtrinh viét bang COBOL, ALGOL.
« May IBM151 (Hoa Ky), MINSK22 (Lién X6).

Téng quan
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% 5 thé hé may tinh dién td e —

5
= Thé hé th& ba (1964 — 1977)
« St dung mach tich hop (IC).
- Toc d6 cao: 10° phép tinh/giay.
 Ngbén ngl lap trinh cap cao & cac phan mém rng dung.
« IBM360 (Hoa Ky), MINSK32 (Lién X0).
= Thé hé th tw (1978 — 1983)
* Mach tich hgp quy moé Ion (LSI).
 Tdc dd cao: 102 phép tinh/giay.
« Nhd gon va bd nh& tang dan.
« Phan mém da dang va mang may tinh ra doi.



% 5 thé hé may tinh dién tu 4_,
= Thé hé th® ndm (1984 dén nay)
* Mach tich hgp quy moé Ion (WSI).
 Tdc dd: 100 Mega LIPS — 1 Giga LIPS.
« X ly theo co’ ché song song.

Thé hé1 Théhé2 Théhé3 Thé hé 4 Thé hé 5

.
L |

1950 - 1958
| kg

1959 - 1963
— »
1964 - 1977 ,—‘ I I

1978 — 1983 | |

1984 dén nay

Téng quan 12



% Phan loai may tinh dién tuw =

.= May tinh lon (Mainframe)

« Kich thwéce vat ly Ion, thwe hién
hang ti phép tinh/giay.

* Phuc vu tinh toan phtrc tap trong

co quan nha nuoec.

« Nhiéu bé vi x& ly ghép song song,
tbc d6 cuc 1on.

* Dung trong linh vwrc dac biét nhw

quan sw, va tru.

Téng quan 13



% Phan loai may tinh dién tuw L

= May tinh ca nhan (Personal
Computer - PC)
« CON goi la may tinh dé ban
(Desktop)
« Dung & van phong, gia dinh.

= May tinh xach tay (Laptop)
« Con goi la “Notebook”.
« Loai may tinh nhd, c6 thé mang

theo nguwdi, chay bang pin.

Téng quan 14



% Phéan loai may tinh dién tu

= May tinh bo tui (Pocket PC)
. Thiét bi ky thuat sd ca nhan co
chirc nang rat phong phd nhw kiém
tra email, xem phim, nghe nhac,

duyét web, ...

« Nhiéu may con tinh hop chire nang
dién thoai di dong.

Téng quan 15



% NOi dung chinh

= Gigi thiéu vé may tinh dién to

= Pon vi do thong tin

= Cac thanh phan co ban ciia may tinh dién to
= Hé dém

16




% Don vi do thong tin —

—

= May tinh chi “hiéu” mot trong hai trang thai, dwoc
triru twong hda boi hai ky hiéu 0 va 1.
> Phi hop véi hé dém co s6 2.

= Ky hiéu 0, 1 dwoc goi la bit (binary digit).

= M6t s6 don vij do thdng tin:

Biéu dién
Byte B 8 bit
KiloByte KB 210 B = 1024 Byte
MegaByte MB 210 KB = 220 Byte
GigaByte GB 210 MB = 230 Byte
TeraByte TB 210 GB = 240 Byte
PentaByte PB 210 TB = 250 Byte




d. Noi dung chinh —f

= Cac thanh phan co ban ciia may tinh dién to
> Phan cirng
> Phan mém



[N

S Cdc thanh phan cda mdy tinh dién tip /===
j

= Phan clrng (Hardware)

« Pon vixw ly trung wong (Central Processing Unit -
CPU).

* B6 nhd (Memory)
« Bang mach chu (Mainboard)
« Thiét bi nhap xuat (Input/Output Device)

= Phan mém (Software)
« Phan mém hé thong

« Phan mém (rng dung

19



% Phan cirng — Cau truc o —

(Output)

Thiét bi nha
(Input)

Thiét bi xuét]

Bo xtr ly trung wong CPU
(Central Processing Unit)

\.

' ( Khéi didu khién cu] [ Khéi lam tinh ALU
; (

J

(Control Unit) Arithmetic Logic Unit)

Cac thanh ghi (Registers)

B6 nhé trong (ROM, RAM)
B4 nhé ngoai (FDD, HDD, CD/DVD)

Téng quan 20



% Phan cirng — Don vi xt ly trung wong. /===

—

= Chi huy cac hoat déng cua may tinh.
= Gom 3 khai chinh:

Khéi diéu khién Cac thanh ghi
(Control Unit — CU) (Registers)

Khoi tinh toan sé hoc va logic
(Arithmetic Logic Unit — ALU)

Téng quan 1



% Phan cirng — Bé nh¢ i
= Thiét bi lwu trlr thdng tin trong qua trinh may tinh
X ly.
= BO nh& trong
* ROM (Read Only Memory) la bo nho crli doc. ROM luwu
chwp’ng trinh hé thcfmg va d’fjﬁ lieu nay van ton tai khi
nguon dién cung cap bi ngat.
* RAM (Random Access Memory) la b6 nho truy cap
ngéu,nhién. D@ Ii§u lLu trén RAM chi la :[am thdi, chung
sé mat di khi nguon dién cung cap bi ngat.

ROM

Téng quan 22



d

Phan cirng — Bé nhé’ R —

= BO nh¢ ngoai

DPia mém (floppy disk)
 Dwong kinh 3.5”
 Dung lwvgng 1.44 MB

Dia cwrng (hard disk)

* Dung lvgng da dang 20 GB, 40
GB, 120 GB, 750 GB, ...

Dia quang (compact disk)
« CD (700 MB)
« DVD (4.7 GB)

23




% Phan cieng — Bé6 nh¢& | ——

>

= BO nh¢ ngoai

Thé nhé& (Memory Stick hay
Compact Flash Card)

« Dung lwvong khoang 128 MB,
256 MB, 1 GB, 4 GB, ...

USB Flash Drive

* Dung lwvong khoang 256 MB,
512 MB, 1 GB, 4 GB, ...

24




% Phan cirng — Bang mach chu P —

= Bang mach chd dong vai trd quan trong, 1a cau noi
cho cac thanh phan khac.

= Co rat nhiéu thiét bi gan trén bang mach chd nhuw:
ngudn may tinh, CPU, RAM, bang mach diéu
khién (d6 hoa, am thanh, mang), 6 dia clrng, dau
doc dia (CD, dia mém), man hinh, ban phim,
chudt, .

Téng quan 25



% Phan cirng — Thiét bi nhap | ———

= Ban phim (keyboard): thiét bi nhap chuan
« Nhap di liéu va cau Iénh, loai phd bién c6 104 phim.

« GOm 3 nhom phim chinh:
— Nhém phim danh may: phim chir, phim s6 va phim cac ky tw
dac biét (~,!, @, #, %, %, ", &, ?, ...).
— Nhém phim chrc ndng: phim F1 dén F2, phim mi tén, phim
PageUp, PageDown, Insert, Delete, Home, End.

— Nhém phim s6: NumLock, CapsLock, ScrollLock.
_ Nhém phim didu khién: Shift, Ctrl, Alt

Téng quan 26



% Phan ctrng — Thiét bi nhap -
d

Chuot (Mouse)

» Dung dé di chuyén con tré chudt
trong moi trirong do hoa.

May quét hinh (Scanner)

« Nhap van ban hay hinh vé, hinh
chup vao may tinh.

Camera & Webcam

* Quay hinh anh bén ngoai dwa
vao may tinh.

Ban vé

« Thiét bi gdm bang dién tlr va but
cam ung.




% Phan cirng — Thiét bi xuat Qe —

= Man hinh (Monitor): thiét bi xuat chuan
« GOm hai loai thdng dung la CRT, LCD.
» D6 phan giai 800x600, 1024x768, ...
» Kich thwée man hinh phd bién hién nay 1a 15”, 177, 19,

Téng quan 28



% Phan citeng — Thiét bj xuat I

j May chiéu (Projector)
. Két xuat théng tin ra man chiéu.

By = ;
f .3
8 [

May in (Printer)

Loa (Speaker)

May veé (Plotter)
¢ In d6 thi, dd hoa vec-to.

Téng quan 29



% Phan mém — Khai niém P —

—

= Theo nghia don giadn, phan mém la mot tap hop
cac chi thj dién t&r ra Iénh cho may tinh thwc hién

mOt cOng viéc nao do.

Téng quan 30



% Phan mém — Phén loai T S
—
= Phan mém hé thong:
« Hé diéu hanh (0S): MS-DOS, Linux, Windows, ...
« Phan mém di kém thiét bi phan ctrng (Driver).
= Phan mém (ng dung:
« Ung dung van phong: MS Office, OpenOffice, ...
« M@i trwdng phat trién phan mém: Borland Pascal,
Visual Studio, Eclipse, ...
Pé hoa: Paint, Corel Draw, Photoshop, ...
Ung dung Internet: IE, Firefox, Yahoo! Messenger, ...
Tro choi: Minesweeper, Tetris, ...



d. Noi dung chinh —f

= Hé dém
» Khai niém
> M6t s6 hé dém théng dung
> Chuyén dbi gitra cac hé dém



= H& dém |a hé thdng cac quy tac giup xac dinh va
thé hién dé I&n clia mét gia tri.
= Vidu:
« Hé thap phan (Decimal — DEC)
« Hé nhj phan (Binary — BIN)
« Hé thap luc phan (Hexadecimal — HEX)



% Hé thap phan

= H& dém quen thudc clia con nguwoi.
= St dung 10 ky s ttr 0 dén 9.
= \/idu
« 1208,, = 1x10° + 2x102 + 0x10* + 8x10°
= 1x1000 + 2x100 + 0x10 + 8x1
= 1000 + 200 + 0 + 8 = 1208,

e 1904,, =1x10°+ 9x102 + 0x10* + 4x10°
= 1x1000 + 9x100 + 0x10 + 4x1
= 1000 +900 + 0 + 4 =1904,,

Téng quan 34



% Hé nh_iphén é’/?g

= H& dém s dung trong may tinh dién tu.
= S&rdung 2 ky sdla0ova1.
= \/idu
« 10001, =1x24+ 0%x23 + 0%22 + 0x2! + 1x20
= 1x16 + 0x8 + 0x4 + Ox2 + 1x1
=16+0+0+0+1=17,,

e 11101, =1x2%4+ 1x23 + 1x22 + 0x2! + 1x20
= 1x16 + 1x8 + 1x4 + 0x2 + 1x1
=16+8+4+0+1=29,

Téng quan 35



% Hé thap luc phan S —

/

= S dung 16 ky sO tr 0 dén 9 vatir Adén F
= Vidu
« 4B8,; = 4x162 + Bx16! + 8x16°
= 4x256 + 11x16 + 8x1
= 1024 + 176 + 8 = 1208,

e 770,, = 7%162 + 7x16! + 0x16°

= 7x256 + 7x16 + 0x1
= 1792 + 112 + 0 = 1904,

Téng quan 36



% Hé dém tong quat S

/

= a e N* biéu dién duy nhat dwi dang:
«a=ab"+a,,b"t+ ... +abt+a,b
hay a = (a,a,.1---2:3y)y
e Trong do:
— blacosé clabiéudién,beN,bz=2.
—a;lacackysovaai e N,0<i<n,0<a<bh.
— Cach viét trén dwoc goi la biéu dién co s& b cua a.
— Chiéu dai cta biéu dién bang n + 1.

Téng quan 37



g Chuyén déi giiva cac hé dém .

4

= T hé co s0 2, 16 sang hé co sd 10
* Vidu 1: D6i 10001, sang hé co s6 10
« 10001, =1x24+ 0%x23 + 0%22 + 0x2! + 1x20
=1x16 + 0x8 + 0x4 + 0x2 + 1x1
=16+0+0+0+1=17,,

* Vidu 2: P6i 3203, sang hé co s6 10

e 3203,5 = 3%x16° + 2x16% + 0x16! + 3x16°
= 3x4096 + 2x256 + 0x16 + 3x1
= 12288 + 512 + 0 + 3 = 12803,

Téng quan 38



g Chuyén déi giira cac hé dém "
= T hé co s6 10 sang hé co sb 2, 16
* Vidu 1: D6i 11,, sang hé co s0 2
11:2=5dw1,vaya, =1
5:2=2dw1,vaya; =1
2:2=1duwO,vaya,=0
1:2=0dv1,vaya;=1
=>11,,=1011,
Vi du 2: Boi 1208,, sang hé co s6 16
1208 :16 =75dw 8,vaya,=38
7/5:16= 4dw11,vaya, =B
4:16= Odwv 4,vaya,=4
« =>1208,,=4B8,

Téng quan 39



g Chuyén doi gitra cac hé dém i
= Tl hé co sO 2 sang hé co s 16
« Nhom tirng bo 4 bit trong biéu dién nhi phan roi chuyén
sang ky so twong &ng trong hé thap luc phan (0000 —
0,..., 1111 > F)
e Vidu:

. 1001011, = 0100 1011 = 4B
HEX BIN HEX BIN HEX BIN HEX BIN

0 0000 4 0100 8 1000 C 1100
1 0001 5 0101 9 1001 D 1101
2 0010 6 0110 A 1010 E 1110
3 0011 7 0111 B 1011 F 1111

Téng quan 40



g Chuyén doi gitra cdc hé dém L —

—7
~

= Tl hé co sO 16 sang hé co sb 2
« M6t ky s6 & hé co sb 16 twong &ng véi 4 ky so (bit) hé
co so 2.
e Vidu:
. 4B,, = 0100 1011 = 1001011,

HEX BIN HEX BIN HEX BIN HEX BIN

0 0000 4 0100 8 1000 C 1100
1 0001 5 0101 9 1001 D 1101
2 0010 6 0110 A 1010 E 1110
3 0011 7 0111 B 1011 F 1111

Téng quan 41
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MICROSOFT WINDOWS

Bai 2:
Hé diéu hanh Windows

B& mon Tin hoc co so (f
_‘/

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Néi dung chinh Qr— -

Tdng quan vé hé diéu hanh Windows
Hé thdong tap tin
Tuy bién mdi trwdng lam viéc

s L Dh R

Thao tac trén clra so6 chwong trinh

Hé diéu hanh Windows 4



% NOi dung chinh
1. Tong quan vé hé diéu hanh Windows

> Gidi thiéu.
» Cac khai niém co ban.

Hé diéu hanh Windows 5



% Téng quan " R
= Gigi thiéu
. Phat trién b&i cdng ty Microsoft.
« Kh&i dau dwoc phat trién cho hé may tinh twong thich
IBM PC.
« Chiém khoang 90% thj trw&>ng may tinh ca nhan trén
toan thé gidi (2004).
= Pac diém chinh
« Hé diéu hanh da tac vu (Multi-tasking).
« Giao dién dd hoa (Graphical User Interface — GUI).
. Tich hop san nhiéu chwong trinh (rng dung.

Hé diéu hanh Windows



g Gi6i thiéu >

= Cac phién ban cua MS Windows
* Windows 1.X
* Windows 2.X

 \Windows 3.x QU
 Windows 95 '
 Windows 98

* Windows Me Wlndows \/|Sta““
 Windows 2000/2003

 \Windows XP
 Windows Vista

Hé diéu hanh Windows 7



% Cac khai niém co’ ban S

= Man hinh nén (Desktop)

Cac
biéu twong
lién két nhanh

Cac
biéu twong
cua Windows

................... Céc biéu twong
chwong trinh
trd dwoc cai thém

S chust -

Microsoft l ’
Windows

Thanh
thwc hién
nhanh

Khay
hé thong

RESSL G 1039

Hé diéu hanh Windows 8



% Ca’c kha,i ni_ém (o4 0 4 bén ﬁ) e

= Chubt (Mouse)

Nhap chubt
(right-click)

= M& menu béat [én
cua dbi twong.

Nhap chudt
(click) ’
=» Chon doi twong

Nhép dp chuét o
(double-click) - AJ Nhén va kéo chuot )
= Kich hoat dbi (special-drag)

twong > Kéo dbi twong

cung chtrc nang dac
biét )

Nhan va kéo chuot

(drag)
= Kéo doi twong

Hé diéu hanh Windows 9



% Cac khai niém co’ ban

>

= Biéu twong (Icon)
« Hinh nhd mang tinh twong trung.
« Dai dién cho mot tap tin chwong trinh, tap tin dir lieéu
hodc mét sb thuwe thé khac.
M6t sb biéu twong san co trong Windows, mot s khac
do ngwdi sty dung tao ra.

Hé diéu hanh Windows

Cac biéu twong c6 san trong Windows

Js | Buoc st dung dé duyét cac 6 dia
My Computer Vé CéC tlén |’Ch Cé trOng méy

2 | Puoc sk dung dé chra tam thoi
recyeesn | CUA cac tap tin bi xo6a

431 | Lién két nhanh dén (rng dung thu
ouook | dién tir Outlook Express.

£ | Lién két nhanh dén (ng dung

Internet
Explarer

duyét web Internet Explorer.

10



% Cac khai niém co’ ban S

Cac biéu twong ngwei str dung hay rng dung tao thém

B | Biéu twong lién két nhanh dén (ng dung quan Iy tap tin
wrdows | \\lindows Commander ((*ng dung nay tw déng tao)

Commander
W Biéu twong clia rng dung gb tiéng Viét VietKey2000 (&ng
YigkKey 2000 dung néy tU’ déng tao)

EF{E Biéu twong clia irng dung doc van ban Acrobat Reader (irng
aeshat | dung nay tw déng tao)

Reader 7.0
E% Biéu twong clia rng dung tan gau Yahoo! Messenger (&*ng
oot | dung nay tw dong tao)

Messenger

I Biéu twong lién két nhanh dén thw muc tén “slides THCS” do
slides THCS ngu’(‘)’i sty dung tao

) Biéu twong lién két nhanh dén tap tin tén “De cuong THCS”
pecong THes | O NGOl S dung tao

Hé diéu hanh Windows 11



s, Cdc khai niém co ban '

= Total Commander, 7.01 - University of Amsterdam

Files Mark Commands Met Show Configuration  Start
R Wi EE R % e D ES A BB

Lnone_] 5.763.136 k of 8.377.864 k free ‘ v

[-c-] ~ Lnone_] 5.763.136 k of 8.377.864 k free
Ll ¢ \WIND DWShY =

Size |Date |
|_ ”D”Xl T0703/3008 233
= 10/03/2008 04:20-
- ) - ) . 10/03/2008 04:22---
: File Edit Yiew Insert Format Tools Table ‘Window Help Type a question for help |+ 104037008 0420

. . 10/03/2008 04:20-
RN ™ REEE NS RN A s W e N | JdRead [ i Times Mew Roman - 10/02/2008 21-27
: % snaglt (&' | window - ! 8.1y Computer

4 Document1 - Microsoft Word

Fle Edt View Favorites Tools Help I
Qe - @ - P Osearch ([ Foiters
_ Address ‘ i My Computer "| Go
Folders X Files Stored on This Computer
(B} Desktop
() My Documents ==

> R
= e Shared Documents |/7 witconbungbu's Documents ‘ uJa SO
‘ﬂ 3% Floppy (A1)

e Local Disk (C:)
4 DVD Drive (D)
@ Cortrol Panel
B HOC OO ) Shared Documents g"i‘i Local Disk (C2)
1) vitconbungbu's Documents
&3 My Network Places
:li Recycle Bin

O

Clra s

Hard Disk Drives

Devices with Removable Storage

% 3% Floppy (A1)

DD Drive (1)

=smE|=8<¢ |
Page 1 Sec 1 i1 Ak 1"

g Start E O = Total Commander 7.0... SHCBL GE

Hé diéu hanh Windows 12



% Tao biéu twong lién két nhanh R —

—

L 2

My Computer  Recycle Bin

® £

My Documents Internet
Explorer

I Folder

ﬁ Briefrase
& Bitmap Image
Microsoft Word Docurnent

Arrange Icons By

Refresh e . )
Microsoft PowerPoink Presentation

Paste E] Texk Document

Paste Sharkcuk & Wave Sound

Undo Move Chrl+Z

Microsoft Excel Worksheet

=1 winZip File
B

Properties Microsoft: '

Windows

Professional

1. Nh&p chuét
phai trén man
hinh nén

> © = Total Commander 7.0... SESOL G 10:39pm

Hé diéu hanh Windows 13



g Tao biéu twong lién két nhanh S —
—

Create Shortcut E|

This wizard helps wou bo create shorbcuks to local or
network programs, Files, folders, computers, or Inkernet
addresses,

Tvpe the location of the item:

| l Browse,, 4{
Click Mext bo continue, (N/hé’n Browse.. \

dé chon vi tri
tap tin trén dia
mudn tao lién

\_ kétnhanh

Hé diéu hanh Windows 14



Tao biéu twong lién két nhanh S —

—

1 LoN

Browse For Folder

Select the target of the shortouk below:

J& 3% Flappy (A 1. Chon tap tin

[= e WINEP (T X ia
I Documents and Settings muon tao lién

I5) Program Files két nhanh
=I5 THCS

1) WINDOWS

[E] WlTemnp
IE] jarmn
IE] inf a3

[ TR

[ Make Mew Folder ] | Zance! |

2. Nhan OK dé
dong y

Hé diéu hanh Windows 15



1 LoN

Hé diéu hanh Windows

Tao biéu twong lién két nhanh

Create Shortcut

This wizard helps you to create shorkcuts to local or
nekwark programs, files, Folders, compukers, or Inkernet
addresses,

Twpe the location of the ikem:

' THCS De cuong THCS, doc” [ Browse. ..

Click Mext ka continue,

l

< Back Mext = [ Cancel

Nhan Next
deé tiép tuc

16



g Tao biéu twong lién két nhanh ® GO

Select a Title for the Program

Twpe a name for this shartouk:

R \

Click. Finish ko create the shortcuk, ]

Ze cuong THZS

1. Nhap tén
lién két nhanh

< Back “ Finish [ Cancel l

dé két thuc

Hé diéu hanh Windows 17

2. Nhén FinishJ




% Ca’c kha,i ni_ém (o4 0 4 bén ﬁ) e

* Thanh tac vu (Taskbar)

, N\ (... ) 4 o
Nut start Nut chwong trinh Khay hé thong
chon dé mé thé hién cac chira cac biéu twong
menu start ctra sd (rng dung wng dung dang thyc
ciia Windows dang duwoc m& thi & ché do nén

J -

"

igstat [ Z © 7 | & Total Commander 7.0.., | T THCS - Phan 1 - Bai 2., & A S 723

Thanh céng cu
thwc hién nhanh
chira céc biéu twong
\ lién két nhanh )

Hé diéu hanh Windows 18



% Néi dung chinh i

2. Hé thdng tap tin
» Cac khai niém co ban
> Thao tac trén hé thong tap tin
» Chuong trinh quan ly tap tin Windows Commander

Hé diéu hanh Windows 19



% Khai niém tap tin 4_'
= Khai niém:
. Tap tin (viét tat cho tap théng tin; con dwoc goi la tép,
tép tin, file) la mét tdp hop cua théng tin dwoc dat tén.
= Quy tac dat tén: <tén chinh>[.<tén m& rong>]
— Ky hiéu < >: phan bén trong bat budc phai cé.
— Ky hiéu [ ]: phan bén trong c6 thé c6 hodc khong.
 Néu tén tap tin co tén mé rong thi hai phan phai cach
nhau bang dau cham.
. Tén tap tin gdm céc ky tw trong bang ma ASCII, ngoai
trr mot sO ky tw dac biét nhuw: V', 7, <0, <2, P, = L
* Vidu
— Hop lé: THCS, TH_CS, THCS1, THCS.TXT, TH_CS.DOC, ...
— Khéng hop 1é: THCS!, TH>CS, THCS?, ...

Hé diéu hanh Windows 20



% Khai niém tap tin T .
—
= Tén m& rdng: nham muc dich phan loai tap tin.
= Vidu:
. Kiéu COM, EXE: tap tin chwong trinh thyc thi.
. Kiéu DOC, PDF, TXT: tap tin van ban.
. Kiéu BMP, IMG, JPG: tap tin hinh anh.
. Kiéu MP3, WAV: tap tin am thanh.
« Kiéu AVI, MP4, WMV: tap tin phim anh.
. Kiéu PPT: tap tin trinh dién (powerpoint).
- Kiéu XLS: tap tin bang tinh.
. Kiéu ASM, BAS, C, CPP: tap tin chwong trinh nguon.

Hé diéu hanh Windows 21



% Thw muc L ——

= Khai niém
« La dang tap tin dac biét, chtra cac tap tin hay thw muc
con khac.

= Quy tac dat tén
. Gidng nhw tap tin nhwng thdng thwérng khdng co tén
mo rong (Vi du: THCS, TH_CS, THCS1, ...)
= Cay thw muc
 Thw muc mang tinh phan cap. Thw muc cha co thé
chlra mét hodc nhiéu thw muc con.
« Diéu nay dan dén sw hinh thanh cay thw muc trén dia.

. O dia dwoc xem la thw muc goc, ky hiéu \.

Hé diéu hanh Windows 22



% Vi du cay thw muc

[ C:\ ]
—

sV |
——LYTHUYET)
t THCS.PDF
CHUONG1.DOC

THCS.PDF

AUTOEXEC.BAT

Hé diéu hanh Windows



% Pwong dan 4_,_
= Khai niém
« Céac tap tin hay thw muc c6 thé trung tén néu né nam &
cac vi tri (thw muc) khac nhau.
« Mudn xac dinh dung tap tin hay thw muc can thao tac,
phai chi dung vi tri cua no trén dia.
« Puwdng dan 1a khai niém do hé diéu hanh dwa ra, mé ta
vi tri cua tap tin hay thw muc.
= Phan loal
« Puwdng dan tuyét doi (bat dau ttr thw muc goc).
- Pwdng dan twong doi (bat dau t thw muc hién hanh).

Hé diéu hanh Windows 24



% Pwong dan ‘—*ff_
[ C:\
S
LYTHUYET |
THCS.PDF

= Pwdng dan tuyét doi cua tap tin THCS.PDF

- CASVALYTHUYET\THCS.PDF

= Pwdng dan twong doi
- Thw muc hién hanh 1a C:\SV 2 LYTHUYET\THCS.PDF
- Thw muc hién hanh 1a C:\SVALYTHUYET - THCS.PDF

Hé diéu hanh Windows
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dc thao tdc trén hé théng tap tin ==

\%C—
= Xem ndi dung 6 dia, thw muc, tap tin
= Chon thr muc, tap tin
= Tao thw muc, tap tin
= Sao chép thw muc, tap tin
= Di chuyén thw muc, tap tin
= XOa thw muc, tap tin
= P4i tén thw muc, tap tin
= Sap xép thw muc, tap tin

Hé diéu hanh Windows 26



% Gioi thiéu Windows Explorer L —

-

= ng dung cé san trong Windows cho phép thuc
hién cac thao tac trén tap tin.

= Khéi déng tng dung
 Start > All Programs > Accessories > Windows Explorer
 Hoé&c nhap chuét phai vao My Computer > Explorer

1' Nhép Py .tgn;mputer il _f
chust pha =
Manage \L 2 Chon

Map Metwoark Drive, .,
Disconneck Metwaork Drive, ..

Create Shaorkouk
Delete

Hé diéu hanh Windows 27



g Gidi thieu Windows Explorer

Menu
hé théng

File  Edit  “iew F

Thw muc
hién hanh

@ Back - </

g Search EC" Folders

T

Address |Ia iy

V|G-:|

Folders X

Cay
thw muc

@ Deskl:n:np

=N My Docurments
= '_uﬂ My Compuker
= ‘_% 314 Floppy (A
[= = Local Disk (1
|5 Documents and Settings
I3 Images
I3 Program Files
I3 Software
2 sv
[ WINDOWS
b DVD Drive (D)
E}' Control Panel
|5 shared Documents
I3 vitconbungbu's Documents
\ﬂ My Metwork Places
i})' Recycle Bin

THZS

wallpaper
S04 x 386
PMG Image

readme
Text Document
1 kB

—( NGi dung
thw muc

~_ hién hanh

Hé diéu hanh Windows
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Hé diéu hanh Windows

File Edit  Miew  Favari

1. Chon vi tri
mubn tao
thuw muc m&i

Address |Ia iy

(2. Nhap chuot )

@ Desktop

My Docurments
= 'j My Compuker

[= = Local Disk (1
|5 Documents and Settings
I3 Images
I3 Program Files
I3 Software
2 sv
[ WINDOWS
b DVD Drive (D)
E}' Control Panel
|5 shared Documents
I3 vitconbungbu's Documents
\ﬂ My Metwork Places
:#Jl Recycle Bin

g e I"-—r:'] lE garch | |{— Folders -
Folders o o
L_J THCS
—
J& 3% Floppy (a2 b= ST

wallpaper
“ S04 % 386

PMG Image

readme
Text Document
1 kB

1 “1 1

phai vao

-

bt G-:u
4. Chon

vung trong

Wiew

y| @ Shortout &

Aarrange Icons By
Refresh

» ﬁ Briefrase
& Bitrmap Image

Cuskomize This Falder. ..

Microsoft Word Docurment
Microsoft PowerPoink Presentation

Paste
Paste Shortout
IUndo Renarme Chrl+Z

IE] Text Document
G_):I W'ave Sound
Microsoft Excel Waorksheet

-

=1 winZip File

Properties

3. Chon
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mudn tao

File  Edit

e Back - \_/,l

Favari

3

View

1. Chon vi tri

thuw muc m&i

2. Chudt phai
vao thuw muc/tap
tin mudn thao tac

— o™

ﬁ 314 Floppy (A0
[= =e# Local Disk (T
|5 Documents and Settings
IE'| Images

[=) Program Files

3. Chon Delete dé xoa
tap tin/thw muc dang

L dwoc chon

3. Chon Rename dé
dbi tén tap tin/thw
muc dang dwoc chon

Address |Ia sy &0

Folders bl _

@ Ceskiop L m I 4 2
B My Docurnents g:p:znure 3 Chon Cut de
= 4 My Computer o Search, .. chuyén tép tin/thw

Y
l Sharing and Security, ..
‘ | 50

& Snaalt 3
W-EIq'! E‘@WinZip » / I
PG cond T 4 2 h
S 3. Chon Copy dé sao
IKE oo chép tap tin/thw muc
Paste

muc vao vung dém )

vao vung dém

3. Chon Paste dé sao
chép tap tin/thw muc

Create Sharkouk
Delete

Rename

Properties

Hé diéu hanh Windows

|t vung dém ra ngoai
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6t s6 phim tat théng dung e

d w >

= Budc 1: Chon tap tin/thw muc mudn thao tac

= Bwdc 2: Mot s6 thao tac sau co thé duoc thuc
hién bang phim tat:
« Xoa tap tin/thw muc dang chon: DELETE

Sao chép tap tin/thw muc vao vung dém: CTRL+C

Di chuyén (sao chép roi x6a) tap tin/thw muc vao vung
dém: CTRL+X

Sao chép tap tin/thw muc trong vuang dém ra ngoai thuw
muc hién hanh (khéng can bwéc 1): CTRL+V

Hé diéu hanh Windows 31



% NOi dung chinh

3. Tuy bién méi trwdng lam viéc
> Man hinh nén (Desktop)
» Thanh tac vu (Taskbar)
> Bang diéu khién (Control Panel)

Hé diéu hanh Windows 32



% Man hinh nén T —— S—

= Sap xép cac biéu twong
. Bang tay:
— Buwde 1: Nhan chudt vao biéu twong mudn thay doi vi tri.
— Buwdc 2: Gilr chudt va kéo dén vi tri mai réi tha chuét ra.
 Tw dong:

2. Chon

% Arrange Icons By Marme

1. Nhép ChU(’jt Refresh Size
> . ~ < T
phai trén man Paste e 3. Chon
< PN Paste Shortout
h In h nen Undao Rename Chel4+2 Shows in Groups /\
e ' v align to Grid t!

Properties

v Show Deskkop Icons
Lock Web Tkems on Deskiop
Fun Deskiop Cleanup Wizard

Hé diéu hanh Windows 33



3. Khda thanh

Taskbar | Start Menu |

thanh
_ lién két nhanh

7

3. Hién thj
déng ho

\( K_\

(3. An cac biéu
twong khéng
\___hoat dong

\
\

J

Hé diéu hanh Windows

M atification area

/ Show the clock

have not clicked recently.

Hide inactive icons

3. Gilr thanh tac

vu trén moi c&
sO rng dung

3. Nhém cac nut
giong nhau

téC Vl_J Tazkbar appearance
\,
4 . )
3 TU’ déng én Lock the tazkbar
thanh téC VU - [ ] &uto-hide the taskbar
”
\ - / F.eep the tagkbar on top of other windows
[ ] Group similar tazkbar buttons
LR . Show Quick Launch
3. Hién thi 7

)l e 1125 PM

Y'ou can keep the natification area uncluttered by kiding icons that you

Custarize. ..

Toolbars

Cascade Windows

Tile Windows Horizonkally
Tile Windovs Yertically
Shiows Ehe Deskiop

[

1]8

][ Cancel ]

——

') start

HE®”

0 5 s
= Total Commander 7.0...,

B THCS - Phan 1 - Bai 2.,

Apply

Task Manager

Properties

1. Nh&p chuét phai
trén man hinh nén

v Lock the Taskbar

~k _I A @5 7:23pM
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% Bang diéu khién S —

-

= Cho phép cau hinh cac chlrc nang trong Windows.
= Start > Control Panel

# Control Pane Thém hoac go&
File Edit “iew Favorites Tools  Help b(’) u;ng dung
Q Back. 'J lm p Search H__" Folders v
Address E} Control Panel W | . gy Y
Diéu chinh

7 — Gii@%%:‘?

Accessibilty  Add Hardware add ar Administrative  Aotomatic  Date and Tlme
Cptions Remoy, Tools Updates

ngay va gio

7=

» A
hién thi | o |
- Display Folder Options Fonts 2tk kevboard
Controllers J
o) Help and Support [ : > ,
) @ ﬁr @o b Quaén ly
P A ? Mouse Metwork  Metwork Setup Phone and!  Power Options  Printers and k|éu Ch G’
Dleu Chlnh Zonnections Wizard i Modem | Faxes
¢ opkions

Chuot i - ¢ R ! =
Reqgional and  Scanners and  Scheduled Security Sounds an Speech
Language ... Zameras Tasks Center Audio Devices
uhioh =9 A B B @
Cau hinh - e

Syskem Taskbar and  User Accounts YMware Tools Windows Wireless

hé théng Skark Menu Firewall Metwork Set. ..

Quan ly
am thanh

—7 {
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% Noi dung

= Thao tac trén clra s6 chuong trinh

Khéi dbng chuwong trinh

Menu

Thanh céng cu (Toolbar)

HOp hoi thoai (Dialog)

Hé diéu hanh Windows
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w. Khoi dong chwong trinh

Cach 1. Kich hoat
biéu twong trén
man hinh nén

[ @ Set Program Access and Defaults

W5 Windows Catalog
“ ‘Windows Update

£ winzip
I Accessories

7 Games

Cach 2. Kich hoat
B | lién két trong
= -ty [ menu Start _ '

= Total Commander I

g Uninstall or Repair Total Commander Microsoft e

Windows

Professional

I winzip
A~ Acrobat.com
Adobe Reader 9
@ Internet Explorer
w0 msn

() Outlook Express

©) Total Commander Help

¢ Remote Assistance

@ windows Media Player

3 ‘Windows Messenger

all Programs | | @) Windows Movie Maker
m Logoff [® | Turn OFf Computer

7J start e = Total Commander 7.0... )0 B 11:10pm
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# THCS - Paint

LtH+H
Cpen... Chel+0
Save Chrl+5
Save hs...

Fram Scanner or Camera...,

Prink Preview << —-{

Page Setup. .. Menu con cua

Print... Ctr4-P .
menu File

Send...

Set As Background (Tiled)
Set s Background (Centerad)

1 THZS

Exit Alt+F4

llllllllllllll
el (REE CRERE

Creates a new docurment,
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% Thanh cong cu

i THCS - Paint
File Edit “ew Image Colors Help

llllllllllllll
el in (IR (CIRENE

IF:::r Help, click Help Topics on the Help Menu,
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g Hép héi thoai >

Hop thoai cua
chirc nang Open

i untitled - Paint
Edit

Wiew Image Colors Help

CErlr
Open...
Save Ckrl4+3
1 . Chon Save hs...
Lock i | (9 5v v Q2 m-
From Scannet or Camera. ..
g oML
Prink Presiew : DTHCS
My Recent E wallpaper

Page Setup... Dacuments
Prinkt. .. ChrHP —

@
Send. .. Desktop
Set As Backaraund (Tiled) .
Set As Background (Centered) __)

My Documents
1 THCS
Exit Alt-+F4 gl
Fy Cannputer
Q File narme: | hd | [ Open J

My Mebwork  Files of type: |.t‘-‘«|| Picture Files L | [ Cancel ]
.-.-.-.-.-.-..
|_|_.|_.|_..|_.|_...

IOpens an exisking document,

Hé diéu hanh Windows



MON HOC: TIN HOC CO SO

Chwong 1.
Tin hoc can ban

B& moén Tin hoc co s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Néi dung =

= Bai 1: Téng quan
= Bai 2: Hé diéu hanh Windows
= Bai 3: Mang may tinh

= Bai 4: Mot s6 chwong trinh (rng dung



MICROSOFT WORD/EXCEL/POWERPOINT

Bai 3:
Mang may tinh

B& moén Tin hoc co s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Néi dung chinh qf— -
Khai niém va céc thanh phan
Phan loal

Lol ich

A

Mang toan cau (Internet)

Mang may tinh 4



% Khai niém va cdc thanh phan L —

=
= Khai niéem
« Computer Network hay Network System
« Lién két nhiéu may tinh lai v&i nhau nham:
— Trao dbi thdng tin
— Chia sé tai nguyén phan cing, phan mém
— Tao diéu kién lam viéc theo hinh thirc két hop
= Cac thanh phan
e Cac thiét bj dau cudi (terminal)
« M@i trwdng truyén (media)

 Giao thuc (protocol)

Mang may tinh i



% Phan loai theo quy mé T —
—
= Mang cuc b0 - LAN (Local Area Network)
 Mang néi b6 trong mot pham vi hep, tw vai mét dén 1
km nhuw toa nha, trwong hoc, co quan, ...
« Toc do truyén: 10 Mbps, 100 Mbps, 1 Gbps, gan day la
10 Gbps.
. Kién truc mang théng dung: mang tuyén tinh, mang
vong va mang hinh sao.

Mang may tinh



% Phan loai theo quy mé - O
= Mang d6 thi — MAN (Metropolitan Area Network)

« L&n hon LAN, nhdm céc van phong gan nhau trong
pham vi vai km.

« Hb tro van chuyén di liéu va dam thoai, truyén hinh. Cé
thé dung cap quang (fiber optical) dé truyén tin hiéu.

 TOc d6 hién nay dat dén 10 Gbps.

= Mang dién rong — WAN (Wide Area Network)
- Dung trong vung dia ly I&n nhw qudc gia, chau luc.

 Pham vi vai tram dén vai ngan km.

Mang may tinh



% Loi ich cua mang may tinh =

4

= Trong cac té chirc
« Chia sé tai nguyén.
* D0 tin cay va an toan cua thdong tin cao hon.

. Tiét kiém.

= Cho nhiéu nguoi
« Cung cap théng tin tir xa gitra cac ca nhan.
- Lién lac trwc tiép va riéng tw gitba cac ca nhan

« Phwong tién giai tri chung: trd choi, chia sé phim anh
qua mang.

Mang may tinh 8



% Mang toan cau (Internet) | —

>

= Thuat ngl¥ "Internet" xuat hién lan dau vao khoang
nam 1974. Luc d6 mang van duwoc goi la
ARPANET.

= Tw 1990, Internet da co hon 300 mang va 2000
may tinh ndi vao.

= Pén 1995 da c6 hang trdm mang c& trung binh,
hang chuc ngan LAN, hang triéu may tinh va hang
chuc trieu nguoi dung Internet.

= PO I&n cla Internet nhan déi sau mdi hai nam.

Mang may tinh 9



% Mét so trng dung cda mang Internet /===
—
= Thuw dién t& (email): cung cap kha nang viét, giri
va nhan cac thw dién tu.
= Pang nhap tr xa (remote login): giup cho nguwoi
dung & bat ki dau cé thé dung Internet dé dang
nhap va st dung may khac ma ho cé tai khoan.
= Truyén tap tin (file transfer): dung FTP dé chuyén
cac tap tin qua Internet di khap noi.
= May tim kiém (search engine): giup ngudi ta tim
thdng tin & moi dang, moi cap vé moi thiv.

Mang may tinh 10



MON HOC: TIN HOC CO SO

Chwong 1.
Tin hoc can ban

B& moén Tin hoc co s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Néi dung =

= Bai 1: Téng quan
= Bai 2: Hé diéu hanh Windows
= Bai 3: Mang may tinh

= Bai 4: Mot s6 chwong trinh (rng dung



MICROSOFT WORD/EXCEL/POWERPOINT

Bai 4:

Mot so

chwong trinh rng dung

BO moén Tin hoc co so r P
__J

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Noéi dung chinh =
M6t s6 (rng dung c6 san trong Windows
M6t s6 (rng dung quan ly, thao tac trén tap tin
U’ng dung doc van ban Acrobat Reader

BO wwng dung van phong Microsoft Office

a &~ W b=

M6t s rng dung trén Internet

Mét sé chuong trinh (ing dung 4



% Néi dung chinh S—

—

1. Mét s6 rng dung c6 san trong Windows
Ung dung tinh toan: Calculator
ng dung soan thao van ban: Notepad

Ung dung d6 hoa: Paint

V V V V

Ung dung xem phim: Windows Media Player

Mét sé chuong trinh (ing dung 5



% Calculator g

= ng dung thuc hién cac phép tinh s6 hoc.
= Start > All Programs > Accessories > Calculator
= May tinh chuan

 Mac dinh hoac chon View > Standard
[ Hé théng nut

phuc vu tinh toan
don gian

Mét sé chuong trinh (ing dung 6



% Calculator %,

= May tinh khoa hoc

 Chon View > Scientific

Hé thong nat
chon lwva hé co s6

( i \ B calculator B,__
He thong Edit Wiew Help
nut | 0.
h [ ya |
p uc vu 1OHex ®Dec O0ct OBin : (*) Deqrees () Radians () Grads
tinh toan I
, [ lree [ | Hyp Backszpace | CE | | C
phirctap | --moc-emomoomomoooo oo g
1
: FE [ ] T i 7 a 9 4 kod | | And
1 1
] dms || Esp || W | [MR[E] 4 || 5 || 8 || = || or ||
1 1
1
! sih 2y || log b5 i 1 2 3 - Leh || Mot
1 1
1
H 3 ooz || x73 ol b+ i 0 +- . + = Irit
1 1
1
i D at ban || =72 |] 1/ pi i A E C D E F

Mét sé chuong trinh (ing dung 7



% Notepad i

-~

= Fng dung soan thao van ban don gian.

—

= Start > All Programs > Accessories > Notepad

[ Bl ™ Edt™ Farmat Wew ~ Belp

2 Untitled - Notepad |Z||E|E|

Thanh
cudn

Motepad overview ~

Motepad is a basic Text editor that wyou can use to create simple documents.
The most common use Tor Wotepad is to wiew or edit text [.txtg files,

but many users find Motepad a simple toaol for creating web pages.

Because Notepad supports only very basic formatting,

you cannot accidentally save special formatting in documents

that need to remain pure text.

This 15 especially useful when creating HTML documents

for a weh page because special characters

or other formatting may not appear in your published web page
Or may even Cause errors.

¥ou can save your Notepad files as Unicode,
ANSI, UTF-8, or big—endian Unicode.

These formats provide you greater flexibility when
working with documents that use different character sets.

ngang

Mét sé chuong trinh (ing dung



% Paint 4_

= ng dung do hoa don gian.

= Start > All Programs > Accessories > Paint

i THCS - Paint

"""""""""""""" Vung
S ~ vé
1 /
Tin lac ca s
Thanh
A5

l_Jlllllllllllllli
Y eIl IR (ot

IF:::r Help, click Help Topics on the Help Menu. 456,145 203x51

Mét sé chuong trinh (ing dung



g Windows Media Player

= Fng dung xem phim anh

= Start > All Programs > Windows Media Player

@ Windows Media Player =13

File  Wiew

Play Tools Help

or i

ervices

Thanh
diéu khién

Mét sé chuong trinh (ing dung 10



% Néi dung chinh o

2. M6t s rng dung quan ly, thao tac trén tap tin
> ng dung quan ly tap tin Total Commander
> Ung dung nén tap tin WinZip

Mét sé chuong trinh (ing dung 11



% Total Commander =

= ng dung quan ly tap tin gidng Windows Explorer
= Start > All Programs > Total Commander > Total
Commander

= M6t s6 chrc nang co ban

Tao thw muc: F7
Tao tap tin: Shift + F4

Xem ndi dung tap tin van ban (.txt): F3

Sao chép tap tin/thw muc: F5

Di chuyén tap tin/thw muc: F6
« Xoéa tap tin/thw muc: F8

Mét sé chuong trinh (ing dung 12



w1 0tal Commander

= Total Commander 7.01 - University of Amsterdam Z §|E|

Files Mark Commands Met Show  Configuration  Skark : Help

R M BYW E A e OO EL AN S B

Lnone_] 5.763.136 k of 8.377.864 k free (. Lnone_] 5.763.136 k of 8,377.864 k free (.

* v * v

THame Ext Size Date Abtr THame Ext  Size Date Attr

| <DIR> 10/03/2008 15:59--- ﬁ [..] <DIR> 10/02/2008 23:35--- i~
[ J[addins] <DIR> 10/03/2008 04:20—
[J[AppPatch] <DIR> 10/03/2008 04:22--
[JIConfig] <DIR> 10/03/2008 04:20----
[J[Connection Wizard] <DIR> 10/03/2008 04:20----
[J[Cursors] <DIR> 10/02/2008 21:27-- —
[J[Debug] <DIR> 10/03/2008 04:22--
(& [Downloaded Program Files] <DIR>  10/02/2008 21:29-s
[J[Driver Cache] <DIR> 10/03/2008 04:20----
[J[ehome] <DIR> 10/03/2008 04:21--
[ [Fonts] <DIR>  10/02/2008 23:18-F
[J[Help] <DIR> 10/02/2008 21:28---
[Jlime] <DIR> 10/02/2008 21:31-—
[T [inf] <DIR> 10/02/2008 23:24--h-
[T [Installer] <DIR> 10/03/2008 15:33-hs
[TJliaval <DIR> 10/03/2008 04:20----
[JMedia] <DIR> 10/03/2008 04:21--
[J[msagent] <DIR> 10/03/2008 04:21--
[JImsapps] <DIR> 10/03/2008 04:20----
[ [mui] <DIR> 10/03/2008 04:21--
[Offline Web Pages] <DIR> 10/02/2008 21:2%--
[JIpchealth] <DIR> 10/02/2008 23:16—-
[JIPeeMet] <DIR> 10/03/2008 04:21--
[J[Prefetch] <DIR> 10/03/2008 15:48- -

Ok /0kin0 /0O files 0k /6,191 kin 0/ 82 files, 0 / 38 dirs)

cAWINDOWS> v
F3 Yiew F4 Edit F5 Copy F6 Move F7 MewFolder F& Delete Alt+F4 Exit

Mét sé chuong trinh (ing dung 13



=

= ng dung nén va giai nén tap tin/thw muc
= Start > All Programs > WinZip > WinZip 11.0

e
Menu ' & WinZip Pro
A &
he
n > S — e i =
ong v @ e
CIpen Fawvarites .ﬁ.u:h:l Exckrack Encrypk Wig Zheckouk Wizard Wigm Shyle
Marne Type Maodified Size  Ratio Packed Path
Choose "Mew" ko create or "Open” ko open an archive 00

Mét sé chuong trinh (ing dung 14



w 1hwc hién nen trong Windows EXPIOLQ!‘ri I

== | ocal Disk (C:)
File Edit ‘iew Favorites Tools  Help #

€ Back € " \_Jeearch |~ Folders -
€ © L I

Address |See O

E
= A

I~ Documents and Settings

_— _—
'LJ WINDOWS ' Images
e
; E) =
Open

Explore
Search...

Program Files

1. Chubt phai
vao tap tin/thw
muc can nén

ToTeT

File and Folder Tasks &

Iﬂ Rename this Folder
@ Mowe this Folder
Copy this folder

Sharing and Security. ..
& snaglk 4

£ Add to Zip file...

&N Publish this Foldgsak 03 Add to Software. zip
the et send To ' &3 Add to recently used Zip file »
Cut 3 Zip and E-Mail Software. zip
2 . Chon Caopy &3 Zip and E-Mail Flus. ..
) Create Shorkeut 3 Configure
Delete
Other Places ~ Renarme

i My Computer L Properties
Iy Docurments

|3 Shared Documents

‘d My Metwark Places 2

Mét sé chuong trinh (ing dung 15



. Thuc hién giai nén trong Windows Explorer— e
—

== | ocal Disk (C:)
File:

Edit  View Favorites

Tools  Help

€ Back - ',—.) Search |[~ Folders -
€ © -7 £ I B

Address |See O

System Tasks

Hide the contents of
this drive

1. Chudt phai
vao tap tin/thw
muc can gidi nén
mij Rename this file
[y Mave this file

Copy this file
&N Publish this file ta the
Weh

s

e

IL-'J Documents and Settings
e

IL—J WINDOWS

e

IL_,J Software

Print
Explore

pen With

() E-mail this file
iy Print this File

Other Places

2. Chon o

Ei Open with WinZip

/ Send To

Copy

Create Shortout

i My Computer

My Documents
| Shared Documents
W) My Metwork Places

Delete
Rename

3 Extract to...
3 Extract to here
3 Extract to Folder <\ Software
3 E-Mail Software, zip

3 Encrypt:

3 Create Self-Extractor {,Exe)
3 Configure

Properties

Mét sé chuong trinh (ing dung
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g Néi dung chinh g—— —

Mot s6 trng dung c6 san trong Windows
M6t s6 ng dung quan ly, thao tac trén tap tin
U’ng dung doc van ban Acrobat Reader

BO rng dung van phong Microsoft Office

a &~ WD

Mot s6 trng dung trén Internet

Mét sé chuong trinh (ing dung 17



% Gioi thiéu S —
—
= Adobe Reader |a mdt san pham ciia hang Adobe
System, cho phép xem cac tai lieu PDF (Portable
Document Format).
- PDF Ia mét dinh dang tap tin van ban kha phd bién cuta
hang Adobe Systems.

« Viéc hién thi van ban PDF khdng phu thudc vao moi
trdng lam viéc clia ngudi st dung (cau hinh may,
phan mém va hé diéu hanh) nén thuan tién cho phat
hanh sach, bao hay cac tai lieéu khac qua mang Internet.

= Phién ban m&i nhat 1a Adobe Reader 9.0.

Mét sé chuong trinh (ing dung 18



g Cai dit (1/3) L —

—
= Kich hoat tap tin cai dat AdbeRdr90 en US.exe

i Adobe Reader 9 - Setup

Destination Folder
Click Mext ko install to this Folder, or click Change to install to a different Folder.

| ]
I
Install Adobe Reader 9 ko:
V| trl' \/%:G :\Program Files\adobe\Reader 9,04
mac dinh TTTTTTTTTTTTTTTTT T
Sé cai dat

WBRMIMNG: This program is protecked by copyright law and international treaties,

Adobe

Change Destination Folder ... ] < Back. Mext = ] [ Cancel

V4
Chon vi tri Sang b,u’é’c
cai dat khac ké tiép

Mét sé chuong trinh (ing dung 19

Huy bo
viéc cai dat




g Cai dit (2/3)

Mét sé chuong trinh (ing dung

i Adobe Reader 9 - Setup

Ju

Ready to Install the Program
Click Install ko begin the installation,
IF wau wank ko review or change any af your inskallation Falder, click Back, Click Cancel ko exit
setup,
Adobe
[ < Back. ] Install ] [ Cancel

Bat dau
cai dat

20



g Cai dit (3/3)

Mét sé chuong trinh (ing dung

i Adobe Reader 9 - Setup

Ju

Setup Completed

Setup has successfully installed Adobe Reader 9, Click Finish ko exit setup,

adobe

« Back ; Finish | Zancel

Két thuc
cai dat

21



Mét sé chuong trinh (ing dung

TRUFONG BAl HOC KHOA HOC TUF NHIEN
KHOA CDNG NGHE THDNG TIN
BO MON TIN HOC CO¥ sF
—giJig—

DE CUONG MON HQC

Tén mon hoc - TIN HOC CO' SO (45 tiet Iy thuyet — 30 tiet thure hénh)

Muc tigu : Sinh vién ndm dwoc nhifng kién thire nén ting v& hé thdng may tinh, cing
nghé thdng tin, mang may tinh, cac ki ndng soan théo van ban, xF Iy bang tinh, tao bai

thuyét trinh bing may tinh.
cong cu:

¥ Microsoft Windows XP
¥ Microsoft Office 2003

HOI DUNG MON HOC:

PHAM 1 : TIN HOC COf BAN (91)

Vung
trinh bay
van ban

22



g Néi dung chinh g—— —

Mot s6 trng dung c6 san trong Windows
M6t s6 ng dung quan ly, thao tac trén tap tin
U'ng dung doc van ban Acrobat Reader

BO wwng dung van phong Microsoft Office

a &~ w0 b PF

Mot s6 trng dung trén Internet

Mét sé chuong trinh (ing dung 23



i&i thiéu

do 4

= Microsoft Office la b6 yng dung van phong cua

hang Microsoft.

= Cac phién ban:

Microsoft Office 3.0, 4.0, 4.3

Microsoft Office 95, 97

Microsoft Office 2000

Microsoft Office XP

Microsoft Office 2003 (dwoc day trong chwong trinh)
Microsoft Office 2007 (m&i nhat)

Mét sé chuong trinh (ing dung 24



g Giéi thiéu L ———
—
= Phién ban Microsoft Office 2003 gom cac trng
dung:
* Microsoft Word: soan thao van ban.
 Microsoft Excel: théng ké, tinh toan, phan tich.
» Microsoft Outlook: quan ly thw dién tw.
« Microsoft Powerpoint: trinh chiéu.
» Microsoft Access: quan ly co s& dir liéu.
« Microsoft Visio: vé& biéu do.
« Microsoft Frontpage: thiét ké trang web.

« Microsoft Project, OneNote, Publisher, InfoPath, ...

Mét sé chuong trinh (ing dung 25



g Giéi thiéu P —
—
= 3 ng dung trong b6 Microsoft Office sé dwoc gioi
thiéu la:
» Microsoft Word
« Microsoft Excel
* Microsoft PowerPoint
= Sau khi cai dat, cdc ing dung nay nam tai:
« Menu Start > All Programs > Microsoft Office

« Hodc trén man hinh nén

7 = &

kd P E=
“Hicrosaft Microsaft | Microsaft
Office Word Office Excel Cffice

2003 2003 PowerPaink
""""""""""""""" 2003

Mét sé chuong trinh (ing dung 26



Noi dung chinh

g P

5. M6t sO trng dung trén Internet
> Ung dung duyét web Internet Explorer
> Ung dung thw dién t& Yahoo! Mail
> Ung dung tan gau Yahoo! Messenger
> Ung dung tim kiém thong tin Google Search

Mét sé chuong trinh (ing dung 27



1 LoN

Internet Explorer

-

p

= ng dung cé san trong Windows, cho phép truy
cap vao cac trang web trén mang Internet.

= Start > All Programs > |nternet Explorer

\‘_/l D @ :] ﬁSearch WFavurrtes eMedra @ L%

-F

>

Adgress ‘@ hktps f e, hcrons  edu.vnf

&Snaglt |§"

v‘.Gu Links '@"

Thanh

JONG DAI HOC KHOA HQC TU NHIEN |

>

5, 10:15 (GMT+7)

dia chi

w':n sinh

1 chanh

Chao mirng cdc ban dén vdi website

Truong PH Khoa hoc Tu Nhién

» Tuyen sinh Cao d3ng Quiic k& (ITEC)

<

Gidi thigu

_ s | Buroc thanh 15p theo quyét dinh 1236/G00T cha b
| 30431996 trén co s kach ra b Trudng BH Tang ha

gia wao BH Quic gia TPHCM, Trudng higén cd & khoa:

Cdng nghé thdng tin, Yat Ly, Haa hoc, Sinh boc, Bia

“ | Bign k- wign thdng v 4 BS mdn truc thude; 7 phan

& | ning; 11 Phang thi nghigm +& 15 trung tm nghién c

=an xudk dich vu....

i—hi FiEF

W

| >

Thanh
cudn
doc

| Vung
hién thi

——_ trang web

Mét sé chuong trinh (ing dung

ﬂ Inkternet
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w Yahoo! Mail

= Dich vu Internet cho phép g nhan thw dién tur.

= Dia chi: http://mail.yahoo.com

23 Yahoo! Mail: The best web-based emaill - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help ?
@ Back - e = @ @ (h p Search ‘“‘}i\\?Favurites * Media (‘3 D}B - :\ﬁ I_J ﬂ
Address @https:,l',l'logln‘yahoo.com)’conflg,l’logln _werify 2?8, sre=ym v| Go Links @ & & Snaglt E Iﬂ'l

P

YEHOO! MAIL oot - el

% Bang ky
Chat right from Don'thave a . ;.

Ca oo el mail mo1
1.\ «

@‘ I chat o same time, Sign up for Yah

Already have a Yahoo! ID?

Sign in.
Now you have a whole new way to connect ; .
with friends in the New Yahoo! Mail. @ Are you protected?
Create your sign-in seal.
ity ?)
E,(j See which of your Mail contacts are online at a glance.
“ahoal 1D

bang nhap
vao mail
da co

@ Chat right now — no download ar setup required |
(e.g. free2rhymei@yahoo.com)

Instantly go from email to chat and back again. Fassword:

[ Keep me signed in

for 2 weeks unless | sign out
[Unicheck if on & shared computer]

s Find out how to chat with friends from your Inbo:x today. Info

Faorget your ID or password? | Help

@ é ' Inkernet

<

Mét sé chuong trinh (ing dung 29



) Yahoo! Registration - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help E.

eﬁack - @ D @ h () Search MFamntes @ vedia £2) B g @ |_J o

Address |@ https:/fedit.vahoo.comyregistration?. intl=us&new=1%, done=http=:34/ fmail vah V| Go | Links '@ M & Snaglt E (=)

hHOO “ahoo! - Help

Already have an 1D or Mail addressy
Hi there!
U

YWe'll get you =et up on Yahoo! in three easy steps! Just

@ answer a few simple questions, select an 1D and password, Forget your password or Yahoo! ID?
- ! and you'l be all set.

- Tén va HO : My Marne |T|n Hoc Co So | |Bo Man | i
- Gidi tinh i Fender |Ma|e v| i
- Ngay sinh | Birthday | January v I

i i
- Noi & i | live in |Vietnam v| i

Dia chi
email

2. Select an ID and password

YWahoo! 10 and Email bmthes2008@yahoo.com Change

Fazamord Strength

Nhép mét khéu FPasswurd esnesne Pasanerd Stren

Capitalization matters. Use & to 32
characters, no spaces, and don't use your

name or Wahoo! [0 . ~ 2
Re-type Passward |uuu | % Nhap Ial mat khau

[

[ %

@ é ﬂ Inkernet

Mét sé chuong trinh (ing dung
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% Dang ky dia chi mail méi (2/3)

-

) Yahoo! Registration - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

eBack - @ v @ @ \i;j pSEarch *Famrites aMedia @ é—_-gv “‘f'_\ﬁ E I_J ﬁ

Address |@ https:/fedit.vahoo.comyregistration?. intl=us&new=1%, done=http=:34/ fmail vah V| Go | Links '@ M & Snaglt E (=)

[

3. In case you forget your ID or passwori...

Alternate Emall | |

Security Guestion |What iz the name of your favorite book? V|

Your Answer |Harr3.r Fatter

Use & characters or more — not case sansitive.

Cau hadi va cau

tra 1o bi mat khi
quén dia chi

hoac mat khau

>

Just a couple mare details. .

Type the code shosg

Nhap ma
Xac nhan

(5] yau agree?‘ | have read and agree to the “Yahoo! Terms of Service and “Yahoa! Privacy Policy, and to receive
imporant communications from % ahoo! electronically.

| hawe alzo read and agree to the Mail Terms of Service.

Far wour convenience, thesze documents will be emailed to your % ahoo! Mail accourt.

Create My Account Cancel

—

@ Tao é ﬂ Inkernek
, tai khoan
M6t s6 chwrong trinh teng dung \. J/ 31
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% Dang ky dia chi mail méi (3/3) 9

‘A Yahoo! Registration Confirmation - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

@Back = \_/] B @ \_h pSEarch “El?Famrites GMedia @ ﬁr:{‘ :ﬁ _J ﬁ

Address |@ https:{fedit. v shoo, com/registration; _yik=AowHZASWRIDBOY 1DE4ighsy Z2PAT V|GD lrks ” &~ @snaar B B

E
HOO' “ahoo! - Help —3
Théng bao
P i ! . n
Congratulations, Tin Hoc Co So! thanh céng
A confirmation message was sent to you wia email.
Below are your account details = Print Account Details
fou will need this infarmation to sign in to Yahoo! and to reset Véo
your password in case you forget it. Please print and keep this Ready to experience R
infarmation in a safe place for future reference. Yahoo! Mail? hOp thu—’
Yahoo! ID & Email bmthes2008@yahoo.com
address: . n
Continue
n . Birthday January 1, 1952
Thong tln Security Cluestion What is the name of your favaorite
i A book? Install the new Yahoo!
tal khoan My A H P Toolbar and make Yahoo!
¥ Answer Harry Potter Mail faster
(plaasze follow the next few steps
to get ywour new toalbar)
Marketing Preferences
Your Marketing Preferences: Select and customize the categories of communications you receive about v
< | =
@Dune é ﬂ Inkernet

Mét sé chuong trinh (ing dung 32



d u

Tao
thw
maoi

Hop
th,u’
dén

HGp
thw
gui

0

p thw dién tdr

2 Yahoo! Mail (bmthcs2008) - Microsoft Internet Explorer
File  Edit

Wiew  Favoribes  Tools  Help Tén
ack + () v @, earc < - > 3
Qe - @ ¥ Bl @ P | 55 khoan

@ress |@ http:ffus.mgz2. . mail . yahoo. comfdeflaunch

e R
Gu:u

Links | &

& 6 [Jid

&Snaglt E E’I

lMAlL bmthcs2008 /

1
Sign Cut, My Account,ﬁalFEIasmE el e | Search the Web..,

| WEB SEARCH

5~ Home || Inbox 1 message x |

Li.l Check Mail @ e

Mabile | Options ™ | Help ™

|Q- Search Mail, ..

Cabo San Lucas
Find dealz now!

Good Morning, Tin!

E* You have one unread message in your Inbox

Zat 10/04/08
aj m‘m Top Stories | YWorld Entertainment Sports | Local
%] Drafts )
> |7 Sent B} Histaric bailout bill passes Congress; Bush signs (AF)
M Spam Empty AP - with the economy on the brink of meltdown and BRING Y
- glections looming, a reluctant Congress abruptly
[T Trash Empty reversed course and approved a historic $700 billion FRIENDS
T2 contacks add government bailout of the battered financial industry ... THE FUN
75 Calendar = YWellz Fargo agrees to buy Wachavia;, Citi objects (AF)
[ Motepad * Mewspapers get complaints for O%D ad on Muslims (AF)
- All Feeds Add * Palin gquestions McCain's concession of Michigan (AF)
b My Folders Add * Analysis: Stable Irag could influence Mideast (AP
% Vit e S = YWomen say NY's dollar-dance clubs have darker side (AF) :> IMPOR'
Top Actress OTHER
E Used Car Prices »» More News
Lacal Listings

........................ £ |

>

[£

T HOT DEALS on : :
b zhoc! Shopping n ToDaw: 1044 Mo events, Click the plus sign to add an event,

ﬂ Inkernet

Mét sé chuong trinh (ing dung
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% Yahoo! Messenger

= Ung dung cho phep tan gau voi nhau trén Internet

.

2. Mat khau

I\ S

Messenger  Help

1. Tén
.. . Yahaoa! 10
. tai khoan - bithcs 2005
Password:
( whikikhrkk

Get a new Yahoo! ID...

[ ] pemember my ID & password
[] sign in automatically
[] sign in as invisible to everyone

3. Chon

3

i In

Fargak wour password?

Mét sé chuong trinh (ing dung

Messenger Contacks  Actions

Help

More friends = rmore fun. Inv.. [
\(@ Tin Hoc Co._. -ﬁ.vailabl%
+ |2 =@
1]

¥ Friends (0;/1)

..............................

Vao

hop
thuw

Danh sach
ban bé

$0.00 - Phone Quk Phone In

&b AddPlug-ins | 3%» @

@ 2005-2008 BMW M5 ﬁ.ﬂl.
+¥ =
NTAKES 3 Ok

YAaHoO! ,*]

WEEB SEARCH

e
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G

oogle Search

d ;

L —

= Trang web cho pheép tim thong tin trén Internet.

= Dja chi: http://www.google.com.vn

chi google
L

-
1. Nhap dia

‘A Google - Microsoft Internet Explorer

File Edit ‘iew Favorites  Tools  Help

@Back S \_J D @ \_lj [ search H\Y‘Favontes eMecha @ D{ n-m,a- E J ﬂ

V| .Go Links ™ '@ M & snaglt @ =

|@ hikbpe e, google, com, wnf

(2. Chon
loai

théng tin

_mudn tim

-ﬁ'

Web Hinh anh  MNhim Blogs The Muc Gmail  thém «

3. Nhap
tir khoa

Google

|Dai hoc Khoa hoc Tu nhier|
Tirm v Google ][

Viét Nam muon tim

Tim kiém Hing cae
Tuy chon
] Céng cu Maén ngik

#erm Trang Bau Tién Tim Buoc

ftrén @ web O nhikng trang vidt bing tidng viet O nhing trang tir Vigt Nam

4. Bat

déu t‘lm Google.com.vn cd s3n bing tiéng: English Frangais 032 B8

Chirong thinh Quing céo - Gidi phap Kinh doanh - Gidi thidu v& Google - Google.com in English

Chon Google lam trang chi cla banl

E2008 Google

iGongle | Béng nhdp &

[

l€

8 Internet

Mét sé chuong trinh (ing dung
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Nhéap
chudt dé
vao mot

trang
két qua

3 Dai hoc Khoa hoc Tu nhien - Tim vii Google - Microsoft Internet Explorer [E

File Edit ‘Wiew Favorites  Tools  Help

@Eack - \‘_)l @ @ _;‘] g:j Search “Ei? Favarites eMedia @ [iqz;:v :ﬁ" iw - _J

Address |@ http: /e google. cam. vnfsearchihl=vitn=Dai+hoc+khoa+ V| G0 Links ™ @ T & Snaglt E Ea

Web Hinh anh Mhém Blogs Thw Muc  Gmail thém « Bléng nhip
GO Ogle |Dai hoc Khoa hoc Tu nhien H Tim kiém ] Wﬁﬂ
Tirn kiér trén: & web O nhibng trang vigt bang tigng vigt O nhikng trang tir
Yigt Marm
Web IKEt qua 1 - 10 trong khodng 818.000 cha Dai hoc Khoa hoc Tu nhien. (0,29 gisy)
Meo: Tiét kiém theri gian bing céch bm trd v thay ¥i bim "tim kiém" Két qué
Truéng Dai Hoc Khoa Hoc Tu Nhién TP HO ChiMinh - Trang Chdl tim kiem
Lén d4u tién & V1, cac nha khea hoc tai phong thi nghigm Mghign ciu va LPng dung t& bao
gdc iTrwcng BH Khoa hoc Tw nhien TPHCM - BH Cludc gia TPHCM) 43 thanh ...
wanewe. hormuns. eduwnd - 4Bk - £13 [ trong bi nhd cache - Cac trang turong e
Hern két qud hoc tap . Bao tan Sau Bai hoc
Blao tao Bai hoc-Cao dang Truéng Blai Hoc Khoa Hoe Tw .
Thing bao tuyén sinh sau dai hoe Phong Dao Tao DH KHTM
Cac Khoa Cac phang ban
Céc két gua khac tiv hemuns edu.vn »
Trwérng Dai Hoe Khoa Hoe Tw Nhién TP HS Chi Minh - Gidi thiéu 3
i P ————— — — = P ————— ! 1_
I@ Dane @ Internet

Mét sé chuong trinh (ing dung
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MON HOC: TIN HOC CO SO

Chuwong 2:
Soan thao van ban

Bo mén Tin hoc Co s& r

—

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




%Néldung L ———

>

= Bai 1: Téng quan

= Bai 2: Trinh bay van ban
= Bai 3: Bang biéu

= Bai 4: D6 hoa

= Bai 5: Mot s6 chirc ndng nang cao

Téng quan vé MS Word 2



MICROSOFT WORD

Bai 1:
Tong quan

BO mon Tin hoc Co s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




—

& Néi dung chinh -

1. Gioi thiéu vé MS Word
2. Cac thanh phan trong MS Word
3. M6t sb thao tac co ban khi soan thao van ban

4. B6 g tiéng Viét

Téng quan vé MS Word 4



d Noi dung chinh  —

4

1. Gioithiéu vé MS Word
» Chuirc nang cua Word
» Cac phién ban cua Word
» St dung théng tin tro giup

Téng quan vé MS Word 5



d

= Soan thao van ban

Chdre nang cua Word

W hthucluananthacsi (Read-Only) - Microsoft Word

EEIIE Edit View [Insert Format JTools Table Window Help AdobePDF  Acrobat Comments

==

Type a question for help -

0 E RGP 8 F @ ] Read Bids Nomal-14pt - TmesNewRoman -4 -|B Z B|E]= === == *=|-
e
El |-3-|-2-|-1-|-E-l-1-I|-2-||-3-|-|4-|-5I-|-6-I|-?-Il-s-l-|9-|-1_0I-|-1_1-|I-1_2-||-13 1 14 I-L‘;:I far

PAI HOC Quéc Gia TP.HCM
Trwong PH Khoa hoc Ty nhién

HINH THUC TRINH BAY LUAN VAN THAC SI

Luan vén phai dugce trinh bay ngfm gon, 10 rang, mach lac, sach sé&, khong dugc tﬁy
x0a, ¢6 danh s trang, danh $0 bang biéu, hinh v&, d6 thi. Luan vin dong bia ctrng mau xanh
bién, in chit nhil da dau tiéng Viét xem phu luc 2, trang phu bia (title page) xem phu luc 3,
muc luc xem phu luc 1.

1. Soan thao van ban:

Luan van st dung chit Times New Roman c& chtr 13 cua hé soan thao Winword hodc
twong dwong; mat d¢ binh thudng, khong duoc nén hodc din khoang cach gitra cac chtr, dan
dong dit & ché d6 1.5 Lines, 1 trén 3.5 c¢m, 1& dudi 3 cm, 18 trai 3.5 cm, 1é phai 2 cm. S6 trang
dugc danh & giita, phia trén dau méi trang gidy. C4c bang biéu trinh biy theo chiéu ngang kho
giay thi dau bang 14 1€ trai cua trang, nhung han ché trinh bay theo cich nay.

Luan vin duge in trén mot mit gidy tring kho A4 (210 x 297 mm).

2. Tiéu muc:

Céc tiéu muc cua luin vin dwogc trinh bay va ddnh s6 thinh nhém chit s6, nhiéu nhat
gf’im bén chit s6 v6i s6 thir nhat chi s6 chuwong (vi du: 4.1.2.1. chi tiéu muc 1 nhoém tiéu muc 2
muc 1 chuong 4). Tai moi nhém tiéu muc phai co it nhat hai tiéu muc, nghia la khong thé ¢6
tiéu muc 2.1.1 ma khéng c6 tiéu muc 2.1.2 tiép theo.

3. Bane biéu. hinh vé. phwone trinh .

—

Sec 1 17 At 4cm ln5 Coll REC| | TRK| |[EXT| |OVR| English {U.5.

oft PowerPoi.. || o Total Commander7.. | W Untitled - Paint I EN

."- SRR

@:?4 | 44 .\-' (i)

(anl

x

“ o om gy

¥al & W) 11:43 CH
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d chuc ning cia Word *

>

rd = A
= Bang biéu
W7 tong ket V2 (Read-Only) - Microsoft Word == = |
! File Edit View Inset Format Jools Table Window Help AdobePDF  Acrobat Comments Type a question for help - X
gﬁggﬁm“m?mﬁg|4gm@MMn E mmmm.MMandaqnfmgzézﬁwiﬁgggw%A!
32 IR -|-?-|-2-|-3-|-4- (AT LIt 2 C14 15 1 AN e A
Muscat. Tuy n]:uen nhung he thong nay chui yeu xay dlrng de lap chi muc trén web.
Duéi day 1a bang tom tit cac ddc trung cia cac céng cu mién phi phé bién khéc
dwge st dung cho muc dich nghién ctru.
Bdng 3.1 bdng tom tit cdc dic trung ciia 1 s6 cong cu khdc
Céng | Tich hgp | Ngon ngir Kién triac | CAu tric ditliéu | Giao dién
cu (interate) | (language) | (architecture) | (data structure) | (Interface)
SMART code C preset bin text o
BOW code C++ prog bin khong
IRTool code C++ prog bin khong
LEMUR code C++ prog bin khong
MG data C preset bin+doc khong
X-IOTA data C++ free XML HTTP
Giai thich céc cot:
e Tich hop (interate): chi cach ké hop gitta cac module. Code: nghia 13 két hop
theo source code, con data nghia la chi c6 dir liéu dwoc trao doi gitra cac N
module. °
1 ]

Page 46
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eOomw
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T e ]
= lotal Commander?’...

W Untitled - Paint

REC| |TRK| |EXT| |OVR| [English {U.5.

I 0§ tong ket V2

(Read-0...
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e &) T L
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Be Edit View Inset Format Tools Table Window Help AdobePDF  Acrobat Comments Type a question for help - X

%, [1 | ® | G4 Read

A4 Normal+13pt ~ TimesNewRoman - 13 - | B 7 U |=
- = ] [

EH-*. A~

|'3'I'2'I'1'|-§-|'1'I'2'I'3'I'4'I'5'I'6'I'?'I's'l'9'I'].0'I']_].'I']_2'I']3'I'].4'I']_'i'l'a'l |18 "
Sy oyl Ve teung huag. drvag dus e vau ek v’ taong i vaad aao dung v v
cac thong tin dugce luu trir trén internet 14 mot yéu cau hét ste can thiet. Cac céng cu
3 -4 - x 1% ; a- i A a 2 - x A
tim kiém (search engine) da ra doi nham muc dich giai quyét nhu cau nay, va chung da
nhanh chong tré thanh nhitng céng cu quan trong, hé tro con ngudi trong viéc khai
thac, tim kiém va stt dung thoéng tin.
Growth of Average Web Page Size
and Numberof Objects
{Sources: Domenech 2007, Gomez 2008)
300 T —s—Average Page Size (K) 60 §
Azs || —m— Average Numberof Objects o
< 250 50 8
é 200 / 40 ;
@ 150 o 2
% 100 20 g
= / [
50 0§
/ o
0 T . =ttt 0 E
J-95 J97 J-99 J-01 J-03 J05 JO7
Hinh 1.1 Sw phat trién ciia 56 cdc trang web!
3
Dé€ co6 thé tim kiém mot cach chinh xac nhitng thong tin can thi€t, phu hop véi ;
N i —

Sec 1 8/107
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I_ie Edit View Insert Format Tools Table Window Help

Adobe PDF  Acrobat Comments

e O W R e
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= lotal Commander’...

v+ Untitled - Paint

. @ Document

_ | ] -
) ]

N Hinh 2.1 Tong quan qud trinh rif trich khdi nigm tir cdc tai liéu van bdan

. Ta can nhac lai 1 chit kién thite v€ ngdn ngtt hoc: trong mét tai liéu (document) i
“ s& ¢6 nhiéu doan van (pharagrap), trong 1 doan van sé& c6 nhiéu cau (sentence), trong 1 :
'_ cdu ¢6 nhi€u cum tir (phrase) va trong 1 cum tir s€ ¢6 nhiéu muc tir (lexical element), .
=@ =4 m 3
Page 28 Sec 1 28107 At 3,5cm  Ln 1 Cal 1 REC| | TRK| |EXT | |OVR| |Engiish (U.5.
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d cic phién ban cia Word =

= Word 95

= Word 98

= Word 2000

= Word 2002/XP
= Word 2003

= \Word 2007 ém—

EREEEEP
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Ja

& Str dung théng tin tror giup -

u Trl_J’C tuyén Google “ward 2003" + "chén hinh" [ Tim kigm | Timkémt

Tirn kigm trén: @ web O nhitng trang viét bang tiéng vigt O nhikm

Web KEt qui

ICTnews vn - St dung Microsoft Office Word 2003 O

S dung Microsoft Office Word 2003, (Tiép theo ky trurdc) ... Khi 4 chén hinh nh, bidu 4
win wan ban (xem bai trede), ban cé thé di chuyén, ...

wanny. Ictnews wn/Haomedlthu-thuat/su-dung. . word-2003/. . Miew htm - 50k -

B4 lwu trong bd nhe cache - Cac trang twong tu

FPC Tips & Trick » Blog Archive » Céc thao tac co ban véi Word 2003 ...
hWlicrosoft Word 2003, Tin hoc van phang Add comments ... Chén hinh anh: BIE chén mit tap
tin anh trén may tinh wao tai liu, ban chon menu Insert = Picture ...

caodanglienthong.vn21. orgd?p=4b - 32k - £4 lwu trong b nhd cache - Cac trang teong tue

(ziao trinh Microsoft Word 2003 - xunhasaba - Cdng ty AUat nhap .. O
Chén hinh 3nh Clip Art. W& so 36 ta chive. Mt sd dang bidu 48 khac. ... N&u ban cén biét
thérm thiing tin khac v& san phim: Gido trinh Microsoft Word 2003 ...

wentwy kUNhasaba. com o vndfindex. php?productlD=19686 - 39k -

B3 lwru trong b nhi cache - Cac trang trong fr

Word 2007 Khéng Khé S0 Dung Hon Word 2003 O
Wi du, ban mudn chén hinh vao van ban hay chen bat ky dai twong nao, chi cn nhép thé
Insert (cd nghia 1a Chén - tong deoc menu Insert trong Word 2003), ...
wennwy, dientuvietnam wn/.. /7 31-word-2007-khong-kho-s-dng-hn-wor. .. - 106k -
2y trong bd nhit cache - Cac trang tuong tuw

Thir vién bai giang - Bai giang dién ty O

Kich dap chudt vao bigu turong Microsoft Dfﬁqe Word 2003 trén man hinh ... Chén hinh anh

wio win ban - Bwa con ted van ban wao v tri cdn chén ... 1
baigiang. bachkim. vn/presentation/showlpr_id/7 2275 - 4Bk -
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Hé thong tro giup ctia MS Word: F1

i File Edit View Insert

tong ket V2 (Read-Only) - Microsoft Word

Format Tools Table Window Help AdobePDF Acrobat Comments

Mot
tot cac tra
cac trang v
dudéi hang

giai quyét

néu ¢6 nhi -

chic phai o

(@ Open an earlier version of a document

I@ Require a password to open or modify a file

@ select multiple files

(@ Move files between Windows and the Macintosh
@J Troubleshoot opening files

(@ Troubleshoot file recovery

@J Open Clip Organizer from an Office program

(@ Insert another file into an open document

trang ¢6 li %
Search

iNEEH RS RTE] 398 0@ HRad [ ; Times NewRoman - |
Elg"'l'l"z,gSealchRsuhs
viee KN
- . For additional and updated content, search Microsoft Office Online.
m(-}t uu dll I@ Learn more
URLs), cd— 2resds
b (@ Show or hide the Convert File dialog box i
trang we (@ Open an Office Binder file
trang Web @J Change the program that starts when you open a file
(@ Open a file
Bléu I@ Prompt to open a file as read-only
@ Rename a file
trang web @ Move a fil S
chi Sé duo © Delete 3 file
) @ Copya file

=

|0Fﬁine Help |2“
|open file |

@ Can't find it?

« [ 3

Page 19 Sec 1

19/108 A Ln Co

REC| | TRK| |[EXT| | OVR| [English {U.5.

\" Untitled - Pamt

-

1. In your Microsoft Office program, dick File, and then dick Open.

file you want to open.
3. In the folder list, locate and open the folder that contains the file.
4, Click the file, and then dick Open.
P Open a file as a copy
P Open a file as read-only
P Tips

©) Microsoft Office Word Help (===
& D &5
« Show all =
Open a file

2. In the Look in list, dick the drive, folder, or Internet location that contains the

Téng quan vé MS Word



% Néi dung chinh p—

2. Cac thanh phan trong MS Word

Téng quan vé MS Word 13



% Cdc thanh phan trong cira sé Word===== =

-

'!'Ahanf: Tk 5s=ient1 - Microsoft Word |'_”E”§| Thanh
___tiéu dé - - nforeh B 0

Edt ‘iew Insert Format  Tooks  Table  Window  Help Type a question for fielp (= [X cong cu
) 2
- chuan

Trinh

don
\

N 3 Thanh
: cong cu
[Thuc’yc k| |2 dinh dang

v
™~ k4 ~
. Cubn
" 3
=6 |B|z ¢ | b3
ioraw~ ;| Auoshapess \ N IO A {62 81| D-d-A-SE5 A 0
Page 1 Gec 1 11 Ak 285cm Lnl o Col REC| [TRE| EXT | (C%R | |English {15
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d Noi dung chinh .

3. M6t sb thao tac co ban khi soan thao van ban
Quy tac soan thao van ban
Di chuyén con tré

Thao tac trén khoi

vV Y Y V

Thao tac trén tap tin

Téng quan vé MS Word 15



' —

= Khdng dung phim Enter dé diéu khién xudng dong.

= Gilra cac tir chi dung mét khoang trang dé phan
cach. Khéng s dung chi¥ trang cho viéc dinh dang.

= Cac dau ngat cau nhw cham (.), phay (,), hai cham
(:), cham phay (;), cham than (1), hdi cham (?) phai
dwoc gb sat vao tlr dirng trwde no, tiép theo 1a mét

khodng trang néu sau dé van con ndi dung.



% Quy tac soan thao van ban S —
d

= Cac dau mé ngoac (() va mé nhay () déu phai
dwoc hidu 13 ky tw dau tr, do d6 ky tw tiép theo
phai viét sat vao bén phai cla cac dau nay.

= Twong tw, cdc dau dong ngoac ()) va dong nhay
(") phai hiéu l1a ky tw cudi ttr va dwoc viét sat vao

bén phai clia ky tw cudi cung cla tl bén trai.

Téng quan vé MS Word 17



%LU’U y %gﬁz
d
= Nhap van ban duwdi dang thd, khéng thay dbi:
Kiéu chir (font)
CO chir (size)

Loai chir (style)
= Chuy suw khac biét gitta ENTER (hét doan) va
SHIFT+ENTER (ngét doan)
= Khéng dung khodng trang dé dinh dang van ban

= Thwdng st dung cac thao tac Undo va Redo

Téng quan vé MS Word 18



% Thao tac Undo-Redo L —

—7
~

=  Pinh nghia:

- Undo: huy thao tac vira thyc hién

- Redo: thuwc hién lai thao tac vira bi huy
» Phim tat:

« Undo: CTRL+Z

« Redo: CTRL+Y

Téng quan vé MS Word .



% Di chuyén con tré trong van ban./————=
d

» Enter: xubng dong dé gé doan van ban mai.

= Home: dwa con trd vé dau dong.

= End: dwa con trd vé cudi dong.

= Page Up: dwa con tro 1én 1 trang man hinh.

= Page Down: dwa con tré xudng 1 trang man hinh.
= Ctrl+Home: dwa con trd vé dau van ban.

= Ctrl+End: dwa con trd vé cudi van ban.

= Ctrl+Enter: ngat trang (sang trang mai).

Téng qu .



% Di chuyén con tré trong van ban /===

= ->: dwa con tro sang phai 1 ky tw
= & duwa con tro sang trai 1 ky tw
= /N dwa con tré 1én dong trén

= \: dwa con trd xudng dong dudi

= Backspace: x6a ky tw ngay truéc con tro

Téng quan vé MS Word 21



Cdc thao tdc véi khoi vdn ban /===

= Khdi van ban:

7 tong ket V2 (Read-Only) - Microsoft Word
EEiIe Edit View Inset Format Tools Table Window Help AdobePDF  Acrobat Comments

RN NN = NN A s W e - @ [ | @ | 54 Read azﬂ para v TimesMewRoman =+ 13 ~| B 7 U
1

Elllllllﬁxlj.

-?-l-1-|-3-|-4-|-5-|-6-|-?-l-s-l-9-|-1{)-|-11-|-11-|-13-|-
AV [P T T T LV} ugul [SIE T T LT TR T} L'A.J.éj.j.].\.f.'uub (P TT TR 1.11.'!._;» vaps ]I.J.k_)tl s wict

. URLSs). cac agent s& theo cac lién két chira trong nhiing trang web nay dé di dén cac

trang web khac, va tiép tuc do theo cic lién két trong cac trang web méi dé di dén cac

- trang web khac nira, . ..

Diéu nay gitp Search Engine khao sat va 1ap chi muc duoc mot s6 luong rat 16n
- rang web. Tuy nhién, ngay ca Search Engine manh nhat hién nay van khong thé danh

chi s6 duoc tat ca cac trang web trén Internet.

- Mot trong nhitng kho khin rat 16n cua Search Engine 1a 1am thé nao dé to chic
0t cac trang web theo thong tin thu thdp duoc. Néu Search Engine khong t0 chic tot

cac trang web ma nd tim duoc thi trang web ma ngituBigaiEEwTiRVURT R IRl iRyl

2 dudi hang ngan cac két qua khong 1ién quan khac. Google duoc xem 1a Search Engine

giai quyét van dé nay tot nhat véi viée sit dung cong nghé sap xép trang dé theo ddi sb

-

H DBy

o - trang co lién két dén mot trane nhat dinh. Google dua vao v tudng heuristic cho rang:
= elE|= ] 1 b

Page 19 Sec 1 19/108 At 82cm Ln6 Col 1 English (U.5.
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d cic thao tdc v6i khdi — Chon khéiF———
—

= Bang ban phim
Buée 1: di chuyén con trd dén vi tri dau khoi.
Buée 2: nhan va git phim SHIFT.
Buée 3: dung cac phim thich hop dé di chuyén con trd dén vi tri
cuoi khoi.
Buorc 4: tha phim SHIFT.
= Bang chudt
Buée 1: nhan va gil trai chudt tai vi tri dau khoi.
Buwrée 2: ré chudt dén vi tri cudi khoi.

Buwdc 3: nha chudt.

Téng quan vé MS Word 23



d cic thao tdc v6i khdi — Chon khéiF———
—

= Cac trwong hop dac biét
o M®ét tlr: nhap dup chudt
o Toan b6 van ban: CTRL+A

o M6t doan: nhap dup + nhan trai chuét (3 lan nhap

chuot)

Téng quan vé MS Word 24



% Sao chép khoi —

>

= Buwée 1: chon khoi

= Buwoce 2: dwa vao bo nhéd dém
« Edit > Copy
« CTRL+C

» Bwoc 3: dan tw bd nhd dém vao vung dich
« Edit > Paste
« CTRL+V

Téng quan vé MS Word 25



4 Di chuyén khéi -

= Bwoce 1: chon vung

= Buwoce 2: dwa vao bo nhéd dém
e Edit > Cut
« CTRL+X

» Bwoc 3: dan tw bd nhd dém vao vung dich
« Edit > Paste
« CTRL+V

Téng quan vé MS Word 26



|

= Tao moi

= Mo
= Lwu
= Lwu ban sao

= Pong

Téng quan vé MS Word

Cac thao tac trén tap tin

Save as Web Page...

File Search...

Edit  Wiew Insert Faormat Tools  Table
ety
QpEn.., Chrl+O L
Close ¢
Save Chrl+5
Save As...

L Y

o

Permission

Versions...

Web Page Preview

Page Setup...
Prink Preview

Print... Chr+P

Send To

Properties

1. \DeskkophDe cuong - THDC . doc

2 H:\PSUPhuong Courtesy Letker.doc

3 IPSUYMTPRUang - Mau D Nauyen Yang,doc
4 I\, . \MTPhuong - €5 350 - Algorithms. .

I Exit

27




= Phimtat: Ctri+N e
= Chudt: L]

&l 2n ang. 3§



%Md’ Wp;‘_
= Menu: File > Open

= Phim tat: Ctrl+O

= Chubt: =

|r_uﬂ Py Computer v|@vf§|ﬁ 2 [Ed = Tools -

Loak in
. e | ncal Disk (12
' e DATA FOR 2P (D)

My Recent S \WIN_WP (E:)

DocumEnts e THUY NGOC (F:)
= S MGOC Y THU (5]
[ £ |09 shared Documnents

Desktop |2 Administrator's Docun

Conkains files and folders shared bebween users of this computer,

My Documents

My Computer

C

@,

File pame: | e | I. Jpen H

My Metwork _
Places Files of type: |F'.II Word Documents (¥, dac; *.dot; *.htm; *.htrl; *,orl; * v| Cancel A

Téng quan vé MS Word 29




% Lwu " oumn

= Menu: File > Save
= Phim tat; Ctrl+S
= Chubt: H

= Ghi chd: Lan dau giong lwu ban sao

Téng quan vé MS Word 30



% Lwu ban sao >

= Menu: File > Save As...

) Deskkop

& G|'a>‘: oy ] v Tools -

My Recent
Documents

—

£

My Mekbworlk,
Places

IE]CDDung

¥ e cuong - THDC doc

¥ Don cam ket doc

D-:un quay lai truong _ LTRgoc, doc
¥ poninDoiTenkhoaluan, doc
Mau hop dong giang day, DiOiC

File name: e cuang - THDC . dac

Save
—

Téng quan vé MS Word

2ave as BYpe!l | word Document (%, doc)

Zancel
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d bong = o

= Menu: File > Exit

= Phim tat: ALT+F4

= Nhan nut Exit
=S =R

i help ~ X

|TEEFTﬁT!

Téng quan vé MS Word 32



d Né6i dung chinh L —

=
-

4. BO gb tiéng Viét
» Bang ma: Unicode, VNI,...
> Kiéu go: Telex, VNI, ...

» Cac cong cu ho tro g Bo gb tiéng Viét: Unikey,
Vietkey,...

Téng quan vé MS Word 33



d Bing ma e
w. Bang ma —

= Unicode: dwoc st dung cho cac kiéu chir (font) cé
tén la: Arial, Times New Roman, Tahoma, ...

= VNI Windows: dwoc st dung cho cac kiéu chir co
tén bat bat dau bang chir VNI nhw VNI-Times, VNI-
Helve, VNI-Center, ...

= TCVN3 (ABC): dwoc str dung cho cac kiéu chir cé
tén bat dau bang dau cham nhw: .VnArial,

VnTimes, ...



% Bé g6 tiéng Viét — Kiéu gé >

Téng quan vé MS Word

—

Dau TELEX VNI
Sac S 1
Huyén f 2
Hoi r 3
Nga X 4
Nang J 5
a aa a6

é ee e6

0 00 06

a aw a8

o ow hoac | o7

w W hoac [ u’

d dd do
Xoa dau da dat Z 0
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Téng quan vé MS Word

Biiéu khign

Bang ma; Unicode j U" Biang

Kiu gt TELEX | X Két thic

Phim chuyén: * CTRL+SHIFT |
AT +2Z £ Thurks

T chon khac

v Cho phép gt diu mil, méc & cudi b v ietnamese interface

[ Phai gd diu ngay sau nguyvén &m [ Cho phép g tat

[ BEt dEu od, uj [thay i aa, Gy E——— |

| St dung clipboard cho unicode

v Bt hdithoai nay khikhdidang | Ehdi ddng cing Windows

@ Thing tin

@ﬂu&ng dan

kS Mac dinh ‘
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MICROSOFT WORD

Bai 2:
Dinh dang van ban

Bo moén Tin hoc Co’ s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




d Néi dung chinh —
d

Tdng quan

Pinh dang ky tw

Pinh dang doan van ban
Pinh dang trang in

Ké khung vién va td6 mau cho doan van ban
Panh dau danh sach doan

Tao ngat trang, danh so trang

Tao tiéu dé dau trang va cudi trang

© 0 N o bk Wb PE

Pinh dang van ban theo cot

Dinh dang van ban 2



d Noi dung chinh f—

Téng quan

Pinh dang ky tu

Pinh dang doan van ban
Pinh dang trang In

Ké khung vién va td mau cho doan van ban
Panh dau danh sach doan

Tao ngat trang, danh so trang

Tao tiéu dé dau trang va cudi trang

© © N o O bk~ W D=

Pinh dang van ban theo c6t

Dinh dang véan ban 3



d Téng quan >

= Pinh dang van ban
= (Cac loai:

- Dinh dang ky tw: kiéu chi¥, c& chir, ...

Dinh dang doan

Dinh dang trang in

Cong cu: thanh Iénh, thanh céng cu, phim tat

Dinh dang van ban 4



% Téng quan >

Van ban chwa dinh dang

Document2 - Microsoft Word
EFIe Edit View [Insert Format JTools Table Window Help AdobePDF  Acrobat Comments

M=~ WS NS NN e W= W A RS A - e N e RN A o= I M

44 Mormal - Times New Roman - 12

- @ diResd [l

B I U|EEEE=ElE- 2z EEH-Y-.A-

[/l =)

Type a question for help - X

BAI THO DOI DEP

Bai tho dau anh viét ting em

La bai tho anh ké vé déi dép

Khi néi nhé & trong long da diét

Nhitng vat tim thwong ciing bién thanh tho
Hai chiée dép gap nhau t bao gid

C6 yéu nhau dau ma ching roi nira bude
Cung ganh vac nhitng néo duwong xudi ngugc
Lén tham nhung xudng cat byi cing nhau
Cung bude mon, khong ké thap ngudi cao
Cung chia sé sttc ngudi doi cha dap

f Dau vinh nhuc khéng di cing ngudi khac

N S phan chiée nay phu thuée chiéc kia

i Néu ngay nao mét chiée dép mat di

" Moi thay thé déu tré nén khéap khiéng

- Gibng nhau 1dm nhung ngudi doi s¢ biét

® Hai chiéc nay chang phai mét d6i dau

- Cung nhw minh trong nhing lue ving nhau
% Budce hut hang cr nghiéng vé mot phla

- Dau bén canh da c6 ngudi thay thé

= Ma trong long nog nhd ¢t chénh vénh

m

“ o om gy

s eE|=zw «| m

Page 1 Sec 1 1f1 At 25cm Ln 1l Col 16 REC| |TRK| |[EXT| |OVR| | Vietnamese

* W& Total Com... & Untitled - N...

0 Untitled ™= P2 O Do

cument2...

B3 Tho Dor...

T Microsoft ...

Ty Microsoft ...

0§ hthucluana..,

BN ¢« ® ¥E' 1:105A
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d

€ Téng quan

@ymémanmlgwén sau khi dinh dang _

i File Edit View Inset Format Tools Table Window Help Adobe PDF  Acrobat Comments Type a question for help - X

NEEHRSSSFE B9 -8 E) T © ] HRead

BAI THO POI DEP

Bai tho diu anh viét fang em

” La bai tho anh ké vé dbi dép

Khi néi nhé ¢ trong long da diét

Nhitng vit tim thuong ciing bién thanh tho

N Hai chiéc dép gap nhau ty bao gid
- C6 yéu nhau dau ma ching roi mia bude
o Cung ganh vac nhitng néo dudng xudi nguge

- Lén tham nhung xudng cat bui ciing nhau

- Cung buéc mon, khong ké thap ngudi cao
- Cung chia sé sirc ngwoi doi cha dap
. Déau vinh nhuc khéng di cang ngwéi khac
S6 phan chiéc nay phu thudc chiéc kia

Néu ngay nao mét chiée dép mat di

Moi thay thé déu tré nén khap khiéng
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Pinh dang doan van ban
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d binh dang ky t %;,

= DPinh dang bang menu: Format > Font

Chon kiéu
chiy

Chon mau
sac

Fonk

_haracter Spacing || Text Effects |

Fonk skyle:

Xem trwdc

r—’l

: = | 12 \
irnes . Orman & \:
Trebuchet M3 Ikalic 2 —
Tunga — Eaold 10
Univers Condensed L
Font color: Underline skyle:
_ Aukoratic w» | [ (none)

EF ]
[ ] strikethrough []shadow [ 5mall caps
[ ] Double strikethrough [ ] outline []all caps
[ ] superscript [ ]Emboss [ ] Hidden
[ ] subscript [ ] Engrave

Prewview
—
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Cancel
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% Dinh dang ky tw p—

>

= Pinh dang bang thanh cdng cu

zl Document1 - Microsoft Word

File Edit Wiew Insert Format  Tools  Table  Window  Help

DEeEdaf &8V B < %
<3 Mormal ~ | RN (w12 ~ | B F U =
i . T (Dnctristote [

SR n

T ENHARISTOTER
L I YNCENTURY 2CHOOLEOOKH

M
T _WNCOURIER NEWH
T Veblolical
T YNHSTIO A

B O

i VNTIMEH

T Albertus

- T Albertus Extra Bold
: T Albertus Medium

- 7 Antigue Olive

Lo
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d binh dang ky t %;,

= Chen ky tw dac biét: Insert > Symbol

Symbol

Svmbols | Special Characters |

Eonk: |[{normal kexk) Birronas

Vs — B <>

aE
Al

=

Recently use
L1 o|®[m™[£|#]<|z[+]x

Doty B AR DS AR RO Characker code: |2193 From: | dnicode (hex)

[ AutoCorrect. .. ] [ Shortcuk Keyw. .. ] Shortcut key: 2193, Alb+x

l Inserk ] [
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% Pinh dang ky tw QT —

=
-

= Thay ddi kiéu chir: Format > Change Case

Change Case

{:? Senktence Case,

() lowercase

() Title Case
() EDEELE cASE

| Ik | | Cancel
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d binh dang ky tw | —

>

= Phéng to ky tw dau doan

Position

« Chon ky tw : W
d Format > DI’Op Cap Mone Dropped In margin

Dpkions

= Xoa dinh dang Fort;

Times Mew Raoman b
° Chon ky tu: Lines ko drop: 3 ¥
Distance Fram bexk: 0cm =¥

« CTRL+SPACE

K, | | Cancel
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Panh dau danh sach doan

Tao ngat trang, danh so trang

Tao tiéu dé dau trang va cudi trang
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% Dinh dang doan =

! Fle Edit View Inset Format Tools Table Window Help  Adobe PDF  Acrobat Comments Type a question for help - X

BAI THO POI DEP

Bai tho diu anh yirf:"{ 1ang em
N La bai tho anh ké vé doi dép
Khi noi nhe ¢ trong long da diét

Nhitng vit tim thuwong ciing bién thanh tho
’ Hai chiée dép gap nhau tir bao gid
- Co yéu nhau dau ma chang roi nira bude
o Cung ganh vac nhitng néo dudng xudi ngugc
- Lén tham nhung xuong cat bui cung nhau

- Cung bwée mon, khong ké thip ngudi cao
- Cung chia sé sirc ngwoi doi cha dap
B} DAu vinh nhuc khéng di cing nguwoi khac
Sé phén chiéc nay phu thuge chiéc kia

. Néu ngay nao mét chiée dép méat di

i Moi thay thé déu tré nén khap khiéng

- Gibng nhau 1im nhung nguoi doi s biét -
j Hai chiéc nay chang phai mét doi dau °
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% Dinh dang doan S —

| :

= Poan van ban: & mdt nhdm cac tir va cac dau cau

dwoc két thuc bang phim Enter.

= Chon 1 doan: chi can dé con trd tai 1 vij tri trong

doan.

= Chon nhiéu doan: chon khoi
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d bjnh dang doan ———

= Bang lénh [ Canh &

Chon doan

Indents and Spacing | Line and Page Breaks |

F O rm at > P a rag ra p h Girllizrnar:\ent: Outline level:

. Th é I N d e ntS Indentation
Left: 0cm 2 Special:
'- Right: 0 cm s {none)
Chinh bién
Spacing
?,gefore: 0pt s Line spacing:

4»

After: 0pt Single
Khoang Don't add space between paragra
cach doan -
[ Xem truoc %
I Tabs... I OK | l Cancel I

\
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% Dinh dang doan :

= Can chinh |é (alignment)

« Chon doan Pha

e Chon cbng cu Gitra
— Chinh hang

— Tang, giam lé

= Can chinh vi tri (indentation)

« Nhan va kéo chubt

Foa gV e
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% Pinh dang doan J—

= Vi du canh chinh vi tri

hthucluananthacsi (Read-Only) - Microsoft Ward = |
! File Edit View Insert Format Tools Table Window Help  AdobePDF  Acrobat Cormments Type a question fcrhelp - X

RN W= = BN A W = cg|-qv|ga|q @|LuRead. Ed_4 Mormal + Bold, It = Times NewRoman - 12 v|n|1

o ) o 7 1o -|-L-|-2e ?-4-|-5-|-6-1-?‘1-8-1-9-1-1.0-|-1_1_-|-1_2-

Viéc danh s6 bang biéu, hinh v&, phuong trinh phai gan Vi 0 chuwong; vi du hinh 3.4
c6 nghia 1a hinh thi 4 trong Chwong 3. Moi 6 thi, bang bidu lay tir cac ngudn khac phai dwoc H
trich dan day du. Nguon duge trich dan phai dwoce liét ké chinh xac trong danh muc Tai liu
tham khao. Dau d¢ cia biang biéu ghi phia trén bang, dau d¢ cua hinh vé& ghi phia dudi hinh.
Thong thuong. nhing bang ngan va do thi phai di lién véi phan noi dung dé cap t6i cac bang
va do thi nay o 1an thir nhat. C4c bang dai c6 thé dé & nhimg trang riéng nhung cling phai tiép
theo ngay phan ndi dung de cap t&i bang nay ¢ 1an dau tién.

Cdc bdng r{mg vdn nén trinh bay theo chiéu dti'ng dai
297mm cria trang gwy, chiéu rgng cria trang gmy c6 thé hon
210mm. Chi y gap trang gxéy sao cho so va danjdé cua hinh
vé hodc bang vin c6 thé nhin thay ngay ma khéng cin mé
rong to gidy. Tuy nhién han ché st dung cdc bing qud réng
nay.

D6i v6i nhitng trang giay c6 chi¢u ding hon 297mm (ban d6, ban vé...) thi c6 thé dé
trong mot phong bi cttng dinh bén trong bia sau cta luan van. Cac hinh v& phai sach sé bang
muc den dé co thé sao chup lai; c6 danh s va ghi di’iy du dau dé, co chit phai bfmg cO chit st
dung trong van ban luan van. Khi dé cip dén cac bang biéu va hinh vé& phai néu 1d s6 ciia hinh
va bang biéu d6, vi du “... dugc néu trong Bang 4.1” hodc “xem Hinh 3.2 ma khéng duoc
viét «... dwge néu trong bang dwdi day” hodc “trong do6 thi ciia X va Y sau”.

Viéc tinh bay phurong trinh toan hoc trén mot dong don hodc dong kép 1a tuy ¥, tuy .
nhién phai thong nhat trong toan luan vin. Khi ky hiéu xuat hién lan dau tién thi phai giai °
4l vl Ain wed el andn 2D A 1o dnn snmnws davman o .r.r.l o el a1ty Lifee AL WTAee nA Al Aol > S
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Dinh dang doan — Djnh nghia tab.

d

= Pinh nghia tab: tab 1a cdt mdc, tab cho phép dat

moc trai, gitva hay phai....

= Vi tri tab: Cac tab dwoc dat trén thuwdc ké (Ruler)

cua Word

W
! File Edit View Insert Format Tools Table  Win
RN NERE NI NENE A NN -SSRl

[ I A
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% Pinh dang doan — Cdc loai tab qﬁ-‘_'—=,—
= Tab canh trai

= Tab canh gitra

= Tab canh phai

= Tab thap phan: tab nay co tac dung sé canh ngay
diem dat dau cham (“.”)

= Tab gach dwng: khi dat tab nay sé tao ra mot
dwdng thang trén man hinh soan thao

El_'_lllE Edit View Inset Format Tools Table Window Help AdobePDF  Acrcbat

NEH RS SR E] 2B 99 [ M @ | 3HRead




% Pinh dang doan - Thiét lap Tab /===

= St dung thudce

« Nhan chudt I1én thudc ké

e Vidu:
T S O R O L T S S-S S - IR AT S I - S BN SN TR ]
Loai hang donvi  gia tién Ngudi mua
Quan 40 b6  7376223.23 An
Sach quyén 12343,56 Hoang
Bt cai 345,9898 Phong

Dinh dang van ban 21



d

[

= Sir dung menu

* Format >Tabs

Ghi chu: Xéa dinh dang

Bd 1 tab: kéo tab mubn bd
trén thwdc ké ra khoi
thwde réi budng tay

B tat ca: CTRL+Q

Dinh dang van ban

Dinh dang doan - Thiét lap Tab

]

Tahs g|
Tab stop position: Default tab stops:
El 1.27 cm 3
3.5 em Tab stops to be cleared:
alignment
(%) Left () Center () Right
() Decimal () Bar
Leader
(&) L More 2 O3-—
Ca__
[ Set ] [ Clear ] [ Clear All ]
[ QK ] [ Cancel ]
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Tong quan

Pinh dang ky tu

Pinh dang doan van ban
Dinh dang trang in

Ké khung vién va td mau cho doan van ban
Panh dau danh sach doan

Tao ngat trang, danh so trang
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% Pinh dang trang in G ——

<

Page Setup @@

i Margins || Paper || Layaut |

= Thiét 1ap &

Margins

« S dung menu: Iopr  [25tam
Left: 3.17 cm
— File > Page Setup Gutter:  |0cm

Bottom: (2.94 cm
Right: [3.17 cm

€ |[€»]|<»

Ar[[4> (4>

Gutter position: |Left

Orientation
A m

Portrait Landscape

— Thé Margins

Pages
Multiple pages: Marmal v

Preview
Apply to:
Whole document W

| Default, .. |

O
~

,] [ Cancel
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% Dinh dang trang in

4

= Thiét 1ap kho giay

* File > Page Setup
— Thé Paper

Dinh dang van ban

Page Setup

| Margins | Paper | Layouk |

Paper size:
A
Width:
Height:

Paper source

First page: Qther pages:

dutomatically Select dwtomatically Seleck

Printer Auto Select Printer &uto Select
Tray 1 Tray 1
Manual Feed (Tray 1) . Manual Feed (Tray 1)
Tray 2 b Tray 2

Preview
apply ko _
Whole document w —_

[Print Opkions. .. l _—
o J [ ol
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% In van ban S —

>

* File > Print Preview
= File > Print (Ctrl+P)

Printer

Mame: =¥ HP Laserlet 2200 Series PCL v Properties |

Stakus: Idle . Find Printer. ..
HP LaserJet 2200 Series PCL

Twpe:

Where: LPTL: [ ] Print ko file
Comment: [ ] Manual duplex
Page range Copies

OF: Mumber of copies: |u .

{:} _urrent page

O Pages: | | Hﬁl ﬂ Collate
2 3

Enter page numbers andfor page ranges

separated by commas, For example, 1,3,5-12 L 1
Print what: | Document s | £0OM
, Pages per sheet: 1 w
Prink: Al pages in range o LESREr = page
Scale to paper size: | po Sraling W
Cpkions. ., K ] [ Cancel
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% Sao chép dinh dang ————

>

Buwéc 1: Chon khdi van ban

Budc 2: Nhap chudt vao biéu twong [ ¢

Budée 3: Nhan va kéo chudt: sao chép dinh dang
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d Néi dung chinh S —

5. Ké khung vién va td mau cho doan van ban
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% Ké khung vién

= Menu:

* Format>
Borders and
Shading

« Thé Borders

Dinh dang van ban

Borders and Shading

Borders | Page Border || Shading |

Setking:

_uskam

*iii] | | | (o | Pl |

Style:
-
. v
Color
Autamatic W
Widkh
14 pk W

Presyisw

Click, on diagram belaw o use
buttons ko apply borders

Apply ko

Paragraph W

Oplions. ..

[ Shaw Toolbar

] [ Horizonkal Line. ..

[ (014 ][ Cancel ]
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d Ké khung vién y

= Thanh cong cu dinh dang:

tham khio. Pau d¢ cta bang bicu ghi phia trén bang, dau d¢ cua hinh v& ghi phia dudi hinh.
Thong thuong, nhirng bang ngan va do thi phai di lién véi phan noi dung dé cép t6i cac bang
va d6 thi nay o lan thi nhat. Cac bang dai co thé dé & nhitng trang riéng nhung ciing phai tiép
theo ngay phan ndi dung dé cép tdi bang nay & lan dau tién.

Cac bang rong van nén trinh bay theo chléu dung dai 297mm cua trang giay, chiéu
10ng cua trang giay co thé hon 210mm. Chu ¥ gap trang giay sao cho s0 va dau dé cua hinh veé
hodc bang van co6 thé nhin thay ngay ma khong cin mé rong t& giay. Tuy nhién han ché st
dung cac bang qua rong nay.

Doi v&i nhirng trang giay c6 chicu dirng hon 297mm (ban d6, ban vé...) thi c6 théﬂ de
trong mot phong bi ctng dinh bén trong bia sau cua luan van. Cac hinh v& phai sach s¢ bang

|
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% Té mau P —

Format > Borders and Shading > Thé Shading

Borders and Shading

| Borders || Page Border | Shading l

Fill Preview
Mo Fill
L E I
L]
======== | rrreeomi s T
ENNEEEEN
] ] ] ]
[ I =l
I_"_ |_||_"_||_| [Mgre Colors, . ]
Patterns
Skwle: I
Apply ba:
il w
E = Paragraph L
olaor:
Automatic
[ Show Toolbar ][ Hotizonkal Line. .. ] L 0] 4 J[ Cancel ]
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Tong quan

Pinh dang ky tu

Pinh dang doan van ban
Pinh dang trang In

Ké khung vién va td mau cho doan van ban
Panh dau danh sach doan

Tao ngat trang, danh so trang

Tao tiéu dé dau trang va cudi trang
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% DPanh sé thi tw danh sdach doan /==

Bullets and Mumbering

St dung thanh

Eulleted  Mumbered lﬂgtline MNumbered l List Skvles

C(’jng CU 1. 1 ]

MNone 2. | Il.

* Format > Bullets 2 3 .

and Numbering > A ) . ]

Thé Numbered . & : '

i ) C. ii.

* Chon Customize...

f r i_ustomize. ..

(0] 4 Zancel
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% DPanh sé th tw danh sdach doan /==

—

T Docomentt - Miarosaf Ward Customize Numbered List [z|
File Edit View Insert Format Teoels Table Window Help i FQFITIEI'I
HER=N" NEFENR= REN kA - WEER -SRI We=RK | i | —
[L]E oY R R —
| MNumber skyle:
Thwe Pon 6 1,2, 3 ... L Start at: |1 ¥
i : Mumber position
”_" ] Soup mﬁng cua Left a4 Aligned at: 0.5 cm ¥
: 2. Cakho nudc dira Text posiion
- ] Tab space after:
- 3. Salad xoan thit bo 1.1 cm 4| Indenkat:|11em %
4. Muc xao saté Preview
- 5. Lau lagim suon
- 6. Com trang K
. 7. Trada 2
. , . 3.
- 8. Trang mieng
2K [ Cancel
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d Danh ky hiéu danh sdch doan =

St dung thanh
cong cu

 Format > Bullets
and Numbering >

Thé Bulleted
 Chon

Customize...

Dinh dang van ban
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d banh ky hi¢u danh sdch doan =

Customize Bulleted List

E_] Documentd - Microsoft Word

e Soup mang cua
e (Cakho nudc dua

=
—

Dinh dang van ban
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i Bullet character
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% Tao ngat trang

= Pat con tro vao vi tri

can ngat trang

* Menu: Insert >

Break...> Page Break

= Phim tat: Ctrl+Enter

Y 3 , \//
Ngét trang J//

g
&

@ hthucluananthacsi (Read-COnly] - Microsoft Ward E [=] @
File Edit Yiew Insert Format Tools Table Window Help

: Adope POF  Acrobat Comments X
HN=A" NEEETIE RN A e - YR R SR | Eéiz%
I__E-II'{%'I']_l;JI'l'I']'I'4'I'5'I'E\'I'.‘|"'I'E'I"B'TI

NOleNl Phal TNong Nnat TIong [oan 1Man Van. kil Ky o
thich vd don +i tmh phai di kém ngay trong phuwong t
muc cia tit cd cic kv hidu, chit viét tit vi nghia cla g
cia ludn vin. Tit ci cic phuong trinh cin dvoc dinh 1=]
phai. Néu mét nhom phuong trinh mang cing mét s
ngodc, hoic méi pheong trinh trong nhém phuong tri

(5.1.2). (5.1.3).

CeZRel 220 2

11
~: QR 28

4. Viét tat:

Ehong lam dung viec viét tit trong luan wvin. i
ngir dwoc st dung nhidu lin ong luin vin. Khéng vié
khéng viét tat nhfn]_g cum tiF it xudt hién trong lugn
tén cic oo quan, to chiee ... thi duge viét tit sau lin J
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Use the current document

Start from the document shown here and use the Mail Merge wizard to add redpient information.

2b. Nhan Next

Step 2of 6

% Mext: Select recipients
@ Previous: Select document type



Select recipients

72 Use an existing list

() Select from Outlook contacts
38 Chon |Oal () Type a new list
nguon chira Use an existing list

IIse names and addresses from a file or a database.

danh sach

% Browse...

@ Edit redpient list...

3b. M& danh
sach tw tap tin
hoac CSDL

Step 3 of 6

& Mext: Write your letter

4 Previous: Starting document



¥ 1huw tron — Bwéc 3

Select Data Source |
Look in: Ml Desktop | @ ~ [ | a X o ~ Tools ~
l Mame
T - ; thcs
y Recen .
. Public
Documents ) A
L Computer :_BC' Chon tap
& Network tin chtra danh
| bk sach
. Final
_ . Thuyet trinh
' I. = |danhsachdutiec 7
b |ﬂ Downloads - Shortcut = - T
My Documents | | : ype: Microso cel Worksheet
£ =eminar Size: 13,5 KB
- Date modified: 18/11,/2008 5:41 CH
MI
My Cnm.puter
N
o File name: - Mew Source. .. Open
My Metwaork -
Places Files of type: | all Data Sources - Cancel P




¥ 1huw tron — Bwéc 3

Select Table
Mame Description  Modified Created Type
11/15/2008 5:41:12PM  11/13/2008 5:41:12 PFM TABELE
Sheet 11/18/2008 5:41:12PM  11/18/2008 5:41: 12 PFM  TABLE
Sheet 11/18/2008 5:41:12PM  11/18/2008 5:41: 12 PFM  TABLE
a | \ m |
First \dam containg column headers QK. [ Cancel L
\ o

3d. Chon sheet

3e. Nhan nut
OK




d Thw trén - Buoc 3 | —

>

Mail Merge Recipients

To sort the list, dick the appropriate column heading. To narrow down the recipients displayed by a
spedfic criteria, such as by dty, dick the arrow next to the column heading. Use the check boxes or
buttons to add or remove redpients from the mail merge.

List of redpients:
| Anh Hai

¥ _ s

Cé Tu 3f. Chon danh

Di Nam sach

BE Téo

Be Ti z j
. 3g. Nhan nut

Bac Tam OK

Ba Mudi

select Al | | Clearall | | Refresh | \/
Find... | Edit | Validate | | ok




% Thw tron — Bwéoc 3 _4?,

Select recipients

@ Use an existing list
(") Select from Qutlook contacts
) Type a new list
Use an existing list
Currently, your redpients are selected from:
Sheet14] in "danh sach du tiec, xs™

E Select a different list...
Tap tin/ CSDL 7 Editrecpient list...
chira danh sach

Step 3 of 6

3h. Nhan Nextw
—

—=r MNext: Write your letter

4@ Previous: Starting document



d Thw trén - Buoc 4 —

PN EE RS SV a9 - o ] EE A 120% 'EE@

: 4 TimesNewReman - 12 - | B I |[|E=E(= =

Ell'é'l']_'l'z'I'J'I'-I?I-'I'S'I'E.'I

Z Than moi ...

. Dén du bira tiéc chung vui cung Write your letter

B giﬂ. dinh Chliﬂg tO1 TE_ii nha hﬁﬂg = II;rtyé:runhﬂawve not already done so, write your

r-u Hon NEDC thg Nam_. vao lic To add recipient information to your letter,

. 1123 an 11Aa1m . ick & location in the document, and then

g : v 3 g 3 didkal the d d th
- . . . I . | click one of the items below. ~
Sir hién dién cia ... 1a niém vinh =) et 4b. Chon thong

™ . . . ~ = ress block. .. . X N
- hanh cho gia dinlychung t6i. _ tin mudn chen
- | 2] Greeting line... . th

f" _iJj Electronic postage... vao v

- =] More items.

- 4a . V|ét thU’ When you have finished writing your letter,

- dick Mext. Then you can preview and

personalize each recipient's letter,

N T Stepdof6

oo F

- ? & Mext: Preview your letters

N F @ Previous: Select recpients

= @ |E| = B o4 1 b
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T I R S A S A T A S - -

log

Than moi (ARAREEY dén du bita
tiéc chung vui cung gia dinh clniing
161 tai nha hang Hon Ngoc Phuong
Nam, vao luc 18h ngay 20 thang
11 naAm 2000.

St hien dién cua la
niém vinh hanh cho gia ching
t01.
Nhirng thong tin
chén vao thw
4c. Nhan Next
Y,

& Thw tron — Bworc 4 >

_4;‘_

'TI ! Mail Merge v X

m

__ @ | A

Write your letter

If you have not already done so, write your
letter now.

To add recipient information to your letter,
dick a location in the document, and then
dick one of the items below.

] Address block...

= Greeting line...

i:j Electronic postage...
é More items...

When you have finished writing your letter,
dick Mext, Then you can preview and
personalize each recipient's letter,

Step 4 of 6

EE:—-E‘] 4 I

Mext: Preview your letters

# Previous: Select recipients



d

[

Thw trén — Bwéc 5

(-

Théan moi DINGE dén dy bita tiée
chung vui cung gia dinh chung t61
tai nha hang Hon Ngoc Phuong
Nam, vao luc 18h ngay 20 thang
11 ndm 2000.
S hién dién cua
vinh hanh cho gia di

1a niém
chiing t6i.

Cac mau tin

EEE—-I&] 4 L

-

1
1 -

m

-

HOD M

N : Mail Merge

5a. xem trudc

Preview your letters

One of the meraed letters is prews
To preview another lette -
following:

% Find a recipient. ..
Make changes

You can also change your redpient list:
% Edit recpient list...

[ Exclude this redpient

5b. Nhan Next

When you have finished previewing your
letters, didk Mext. Then you can print the
merged letters or edit individual letters to
add personal comments.

Step 5 of 6

® Mext: Complete the me{
4@ Previous: Write your letter




Than moi DINGE dén di bita tige
chung vui cung gia dinh ching 161
tai nha hang Hon Ngoc Phuong
Nam. vao luc 18h ngay 20 thang

m

Complete the merge

Mail Merge is ready to produce your letters.

To personalize your letters, dick "Edit

™ - Individual Letters,™ This will open a new
_ 11 nam 2000. document with your merged letters. To make
. = 5 . 2 niA i changes to all the letters, switch badk to the
o S]I ]’.'lll:f:]’.'l d‘ll:}ﬂ Ellﬁ _ ’]ﬁ ]11!3]:.'!1 original document.
: vinh hanh cho gia dinh chung t6i.
- Merge
+ *=z Print...
- Merge to Mew Document % o
- & Edit individus] |etters. ..
- Merge records
- @ E-“ Merge ducument|
- (™) Current rN\f z -~ . .
= =y . 6b. Chon s6 6a. Chinh stra
- R B mau tin muon ndi dung
- [ Ok ] [ Cancel ] sira ]
" "
- - Step 6 of 6
¥ @ Previous: Preview your letters

= @E|z 6 < i
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Than moi | dén dir biva tiée chung vui cing gia dinh ching t6i tai nha hang
Hon Ngoc Phwrong Nam, vao lic 18h ngay 20 thang 11 nam 2000,
Str hién dién ciia la niém vinh hanh cho gia dinh chiing tai.

Thén moi dén dir bita tidc chung vui eiing gia dinh ching t6i tai nha hang
Hom Ngoc Phurong Nam, vao e 18h ngay 20 thang 11 ndm 2000,
Str hién dién ciia l& niém vinh hanh cho gia dinh chiing 1ai,

Than mi dén dw bira tide chung vui ciing gia dinh chiing 11 tai nha hang
Hon Ngoc Phirong Nam, vao lic 18h ngay 20 thang 11 nam 2000.
Str hién dién ciia [4 niém vinh hanh cho gia dinh chiing toi.

Than moi HEMeE dén di bira tide chung vui ciing gia dinh chiing tdi tai nha hang
Hon Ngoc Phwrong Nam, vao e 18h ngay 20 thang 11 ndm 2000,
Sur hidn dién ciia HEME 13 niém vinh hanh cho gia dinh chiing tai.

Thén moi BN dén dir bira tiéc chung vui cing gia dinh chiing tai tai nha hang
Hom Ngoc Phurong Nam, vao e 18h ngay 20 thang 11 ndm 2000,
Sur hidn dién ciia HEMM 13 nidm vinh hanh cho gia dinh chiing 191,

Thén moi HEGHIEE dén di bita tide chung vui ciing gia dinh chiing 161 tai nha
hang Hon Ngoc Phurong Nam, vao lic 18h ngay 20 thang 11 ndm 2000,
St hién dién ciia la niém vinh hanh cho gia dinh chiing tai.

Thén moi HENNEEE dén dir bita tide chung vui cling gia dinh ching t8i tai nha
hang Hon Ngoc Phuong Nam, vao luc 18h ngay 20 thang 11 ndm 2000,
Su hidn dién ciia EENNINGA L4 niém vinh hanh cho gia dinh ching toi.




% Néi dung chinh o

Autotext, Autocorrect

Mét sé chirc ndng ndng cao 20



% Autocorrect

>

= Tao Autocorrect

» |Insert > AutoText >
AutoText ... > Thé

Autocorrect
» Nhap ky tw dai dién
> Nhan nut Add
= S dirng Autocorrect
> G6 ky tw dai dién

» Nhan spacebar

Mét sé chirc ndng ndng cao

AutoCorrect: English (L.5.)

AutoText || AutaFormat

Smark Tags

AukoCorrect

AukoFormat As You Type

Show AutoCorrect Options buttons

Correct Th'o IMitial Copikals
Capitalize first letter of sentences
Capitalize first lekter of kable cells
Capitalize names of davs

Carrect accidental usage of cAPS LOCK key

Replace text as you bype

Replace: Wikh:

|khtn Bai hoe Khoa hoo by nhidn|

knowldge knowledge s
knowlege knowledge l
ki kmo =
kriwon kniown bl

[

(0] ] [ Cancel

] %]

21




d A

utotext

= >

AutoCorrect X|

= Tao Autotext

>

= ALT+F3

Mét sé chirc ndng ndng cao

Insert > AutoText >
AutoText ...> Thé

Autotext
Nhap ky tw dai dién
Nhan Add

Create AutoText

Ward will create an AukoText enkry
fram the current selection,

Please name your AutoText enkry:

'

AuboCorreck ||

AuktaFarmat As You Type

AutoText | AukoFormat

Smark Tags

—

Show AutoComplete suggestions
To accept the AutoComplete suggestion, press Enker

Enter AutoText entries here:

|C@NG Hoa xd HOT CHO MaHA

CERTIFIED MAIL
CONFIDEMTIAL
Confidential, Page #, Date
Cordially,

Created by

Created on

Dear Madam o Si

Dear Madam:

Dear Mom and Dad,

(3

[

Preview

Lookin: | Al ackive kernplakes

Shiow Toaolbar

[6]4

] [ Cancel

-.-'-'E'in ban fur

[ K ] [ Cancel

]

22




g Autocorrect - Autotext Jr—

>

= S dung Autotext
» Cach 1:

» GO ky tw dai dién
» Nhan F3
» (Cach 2:

> Insert > Autotext > AutoText ...> Thé Autotext
» chon tén

> Nhan nut Insert

Mét sé chirc ndng ndng cao 23



d Noi dung chinh e

= |nvan ban

= Thuw tron

=  Autotext, Autocorrect
«  Style

= Tao muc luc

Mét sé chirc ndng ndng cao 24



% Style - Xem style gy —

/

= Xem style: Format > Styles and Formattlng

Elg R LA 'E_I St!_.rl.ﬁandmettmg. v X
®|®| A '
|:| Formatting of selected text

1.1 Heading 2

ulc tiéu, giéi han va

Dat con tro
chgét tai doan
muon xem style ) = 1.2.1 Muc tiéu luan van

[Select.ﬁ.ll ] [New Style... ]

Pick formatting to apply

L

Muc tiéu ctia luén van 1a Chwong 1. Heading1 v

N B . Chwong 1. Heading 1 +1
< do, tap trung nghién ciru cac va
-1.1 Heading 2 1

1.1.1 Heading 3 0l

- 4i niém, tim hié _
Style cua doan 1.1.1 Heading 3+ 10 pt
dang c6 con tré

chudt

trich khai niém. 1.1.1 Heading 3 + 13 pt

-

Ngoai ra, muc tiéu cua lué’

1.1.1 Heading 3 + First

thana tin v hae Adwea 980 1F Show: |Formatting in use IEI
= o4 T k

M g

Mét sé chirc ndng ndng cao 25



% Style - Ap dung style . GO

= Ap dung style

4

» Thanh cong cu dinh dang:

iy

List Continue

List Continue 2

— Chon doan van ban * ListBullet “‘
— Chon Style trong danh sach hoac * ListBullet 2 '"‘
trong bang didu khién Style and  ListBulet '
Formatting e ListBullet4 11‘

o List Bullet 5 1
|
|

Mét sé chirc ndng ndng cao 26



% Style - tao Style movi ——

: >

! Styles and Formatting Mew Style XS
Properties
Formatting of selected text Mame: Styled)
N Style type: Faragyfph IZI
Style based on: 1/ feading 2 |Z|
[ Select Al ] [ New Styfe. .. ] Style for following paragraph: tyled |Z|
Pick formatting to a Formatting
. & Times Mew Roman 15 A~
Clear Formattin E' I L |— | e
sxam -f)- i) n
H = = ¥ ==
Heading T
Heading 1
Heading 3 1
Normal 1
Heading 2 +

1. Nhan nat New
Style

[ Automatically update
C o ) [

2. bién cac
théng tin vé
Style maoi




% Style - Chinh sura Style

Formatting of selected text

1.1.1 Heading 3

| SelectAll | | New Style... |

Pick formatting to apply 1. Cllon S,tyle
. muon sua
Chwong 1. Heading 1 + ]
1.1 Heading 2 g /
1.1.1 Heading 3 T
111 E Select All 44 Instance(s) [ i _
111 Modify... —— — 2. Nrjan phai
o Delete... \L ChUQt,. ChQn
1. Update to Match Selection M0d|fy ..
1.1.1.1 Heading 4 1 E
Show: |Formatting in use -




% Style - Chinh sura Style %ﬁ—-—=’"

“Modify Style
Properties i
Mame: Heading 3 I
Style type: Paragraph and character
Style based on: 11 Mormal |E| I
Style for following paragraph: 1l Heading 3 |Z|
Formatting
Times Mew Roman |E| 14 |E| | I u | é -
= = = SiE|E =

B -B8=1

¥
+

111 Muc tién luin van

3. Nhan nut

Mormal + Font: 14 pt, Bold, Indent: Left: 0 cm, Hanging: 1,27 cm, Form at

Justified, Line spacing: 1.5 lines, Space Before: 13 pt, After: /\
Le

Level 3, Outline numbered + Level: 3 + Mumbering
| Automatically update L

Start at: 1 + Alignment: Left + Align
[ add to template

| ok || canel |

Font...

Paragraph... —
Tabs...
I Border...

x

. 4. Chon théng
Language.. tin muon stra

Frame...

Mumbering...

Shortcut key...




d Noi dung chinh

= |nvan ban

= Thuw tron

=  Autotext, Autocorrect
= Style

= Tao muc luc

Mét sé chirc ndng ndng cao 30



:

n Tao béng muc IUC Index and Tables

Ed

Index |i Table of Contents | Table of Figures || Table of Authorities |
Prnk Preview Wieh Preview
TOC Heading 11 #| | |Heading 1 &
. . Heading 2. 3= Heading 2 =
> Dmh dang cac dé Heading 3. 5 Heading 3
muc van ban bang I I
Show page numbers IUse hypetlinks instead of page numbers
Styl e Right align page numbers
ah leader: | ....... W
> Insert> Reference> | =
Formats: | Fromtemplate % Show levels: |3 3
Index and Tables > ’ Show Qutlining Toolbar ’ Opkions... ] ’ Modify. .. ]
Thé Table of o [ coneel |
Contents

Mét sé chirc ndng ndng cao 31



% Tao muc luc S

= S dung Style dé
mo réng TOC
» Nut Options...

» Thém bd&t cac

Style,...

Mét sé chirc ndng ndng cao

Table of Contents Options

Build table of contents From:

fvailable skyles:
» Heading 1
« Heading 2
v Heading 3
Heading 4
Heading 5

Heading &

Qutline levels
[ ] Table entry Fields

| £

Ik

] [ iZancel




MON HOC: TIN HOC CO SO

Chuwong 3:
Xw ly bang tinh

B& moén Tin hoc co s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% N6l dung |

/

= Bai 1: Téng quan

= Bai 2: Cac ham co ban

= Bai 3: Binh dang bang tinh
= Bai 4: Cac ham diéu khién
= Bai 5: Co s¢ dir liéu

= Bai 6: Biéu do



MICROSOFT EXCEL

Bai 1:
Tong quan

B& moén Tin hoc co s& ~

—

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Néi dung chinh R —

5
1. Gidi thiéu
2. Bang tinh
3. Dia chi tham chiéu
4. Khai niém vung

5. Dr lieu



% Néi dung chinh e —

2
1. Gidi thiéu
» Khoi dong chwong trinh
> Man hinh giao tiép
» Chtrc nang
> Su hinh thanh va phat trién
» St dung tro giup



Khoi dong chwong trinh

d 4

= Cach 1. Start > All Programs
> Micrsoft Office > Microsoft Excel

) LAC WIET mtdzooz

-

fal  Microsoft Office
@ Skartup

@ Symantec Client Security  #
@ applian FLY Player

,ﬂ- Inkternet Explorer

¢ Remote Assistance
@ Windows Media Plawer
UL IETTERS A G windows Movie Maker

@ Microsoft Office Access 2003 Developer Extensions ¥
@ Microsoft Office Tools 2
Microsoft Office Access 2003
E3 Microsaft Office Excel 2003

E Microsaft Office FrontPage 2003
@ Microsaft Office PowerPaoink 2003

W] Microsoft Office Word 2003

ﬁ| Log CFF |E| Turn OFF Computer

E -

'4 start



% Khéi déng chwong trinh qf— -

= Cach 2: Nhap dup Ién biéu twong Excel trén man
hinh nén Windows

Fice W

mmander 6.5,.. ﬁ Microsoft PowerPoint ..,



Thanh tiéu dé

E3 Microsoft Excel - Book]1
:@I_] File Edit ‘iew [nsert Format  Tools Data  ‘Window  Help

G SV # B F 9T -]l 100 @

=]Ed

p
Cac thanh
| cbng cu

: drial -2 .| B I U|EE
Al - e
A B

B s

1l
i
A
™
i
|

&
o

Vs

C

Thanh
\céngth@c

Contro 6

Thé bang
tinh

[

|

Cac nat cudn v ) Sheetl / Shest2 / Sheet3 / |< ¥

bang tinh




% Cdc chirc ndng o

= Lwu trlr d@ liéu
= Tinh toan
= Loc va thong ké dir liéu

= Tao biéu dd



Cac chuwrec nang - Lwu triv, tinh toan 7~

E3 Microsoft Excel - Quan ly hoc sinh

@_1 File Edit Wiew Insert Format Tools Data ‘Window Help Type aquestionforhelp = o & X
N E RIS AE ] E 0% r@ B;VNI-Times 12 -[Blzr v | EEEH w5 K
G11 v A =MAX(G4:GY) - |
A B C D E F G H I ] K=&
1 BANG KET QUA HOC TAP
= = =, -

2 ISTT HO VA TEN DI DIENL (BT XEP LOAI ARE

3 THCB |WORD |[EXCEL| TB | QUA HANG

4 | 1 |NGUYENQUOC |[THANG 5 5 S| 53 | Pan |Trung binh 5

5 | 2 |[NGUYENLE HOAI 7 7 7| 7.0 | Dauw |Khd 4 M
6 | 3 |TUBUC LIEM 7 8 71 73 | Pan |Khd 3

7 | 4 |NCUYENHA HAI 10 9 10| 97 | Pan |Xuitsic 1

g | 5 |vO THI HOAI 4 5 4| 43 Rét 5

9| 6 |[TRAN VAN HAI 8 9 gl 83 | Dauw |Gidi 2

10 PIEM TRUNG BINH 7.0

11 E)IF':'I\-'I TRUNG BINH CAO’NH.-{T’ 9.7 ]

12 PIEM TRUNG BINH THAP NHAT | 4.3

4 4 » »}\Sheetl / |< | ¥ -
Ready




% Cdc chirc ndng - Biéu dé 3-D Columnp A==

BIEU PO GIA TRI XUAT KHAU THEO QUY

45000W O Khoang san
40000 - / — B Nbéng san
O Hai san
35000 - )
S O Dwoc pham
30000 - | L
\
25000 - | i}
20000 -
15000 -
10000 - | ‘ i .
| Duwoc pham
5000- ‘ Hai san
0- Nbéng san
v , Khoang san
QUY 1 QUY 2 g

QUY3  quy 4



d Cédc chdrc ndng - Biéu do Line ——
= - —

BIEU DO GIA TR| XUAT KHAU THEO MAT HANG

50000
45000

40000
35000 :
30000 m =-QuUY1
- QUY 2
25000 ,
QUY 3
20000

—=QUY 4
15000 Q

10000
5000
0 | | | |

Khoang san  Néng san Hai san Dwoc pham




% Swr dung tro’ giup g —

= Excel cung cap mét Hé thong tro gilp, chvra théng
tin vé cac thanh phan trong chwong trinh, cac ham,
cac chuwc nang, ...
= Ngoai ra, c6 thé tim théng tin tro giup trwc tuyén:
 http://office.microsoft.com
« Tim kiém nhirng thu thuét, kinh nghiém lam viéc v&i
Excel trén http://www.google.com



\

% St dung tror giup | —

= Help > Microsoft Excel Help (F1)

Help Type a question for belp = o @ X
&) Microsoft Excel Help Fi " v %8 B E| iy Ba e A
Show the Office Assiskant
i_ontact s :'

Excel HEIi v W

Detect and Repair... .
= Assistance

Activake Product, ..

i_heck for Updates

Search For:
Zustomer Eeedback Options. . —
About Microsoft Office Excel ] @ Table of Contents
See also NG
* What's Mew

B & Conkack Ls

*  Accessibility Help

*  Opline Conkent Settings, ..




% Swr dung tror giup

Kinh @ Microsofi Excel Help Q@

nak Type a question for help

qu:b 0/ (oo ;
.0

a0 £
= Show &l N '

MAX {

3

C See Also
Returns the largest value in a set of values,
Syntax =
MAX(number1,number2, ...} @ May wérksheet Function 2>
Mumnberl, numberz, ... are 1 to 30 numbers For which wou wank ko find the =

(i@ Change how Solver
finds solutions

maximum value,

Remarks 7 -
) Mash worksheet

® ‘YYou can specify arguments that are numbers, empty cells, logical values, or Funchian

text representations of numbers, Arguments that are error values or text tha
cannot be translated into numbers cause errors,

@ Summary functions For

# If an argument is an array ar reference, only numbers in that array or N
reference are used, Emply cells, logical values, or text in the array or
reference are ignored. IF logical values and kext must not be ignored, use
Maxa instead,

Mmax

# If the arguments contain no numbers, Max returns 0 (zera),

£

(g8 Can't find it?
Example 12

<




% NOi dung chinh

2. Bang tinh
» Khai niém
» Thao tac bang tinh
» Quan ly tap tin

16



% Khai niém P —

= Bang tinh gdm nhiéu dong va nhiéu cét, giao nhau
tao thanh cac 6

= C06 65536 dong

= C6256cht(A,B,...,Z AA BB, ..., IV)

= MOi 6 c6 mot dia chi duy nhat, dang <Co6t><Dong>

Vidu:6C41a 6 & cbt C dong 4

= O hién hanh la 6 cht¥a con trd 6 | |



% Khai niem

Microsoft Excel - Book1
Edit Miew Insert  Formak  Tools  Daka  Window

~12 - B I U

ISB55SD f
|C.) K |5

65528
65529
65530 | !

65531 Cot cudi
605032 . cung
65533 Dong cudi |
65534 cling O co6 dia chi
65535 1S65530
65536

M 4 » m}Sheetl  Sheet? / Sheet3 / | ¢
Ready




Thao tac bang tinh e —

1 LoN

= MOt tai liéu Excel (workbook) gdm nhiéu bang tinh
(mac dinh 1a 3). M&i bang tinh thuwdng dung dé
chtra mot loai théng tin nhat dinh trong tai liéu

4 4 » »}yDoanh thu/Bigu da £ Thing k& £ Sheetd / |

= Cac thao tac trén worksheet:
e Thém
e Xoba

« Paditén



1 LoN

Thao tac bang tinh

= Thém: Insert > Worksheet

Insert

General | Spreadshest Salutions |

& 9

Chart M3 Excel 4.0 M5 Excel 5.0

Macro Dialog

[m]=R=

Preview

Preview not available,

Insert, ..

Templates on Office Online

l

[ Ok J [ Cancel ]

& Thao tac nhanh

/ﬂ "

Delete

Fename

Move ar Copy...
Select 4ll sheeks

Tab Colar...

Wiew Code




% Thao tac bang tinh

= Xoa: Edit > Delete Sheet

Microsoft Excel

! Delete

| Zancel |

\

! "_l., Daka may exist in the sheet(s) selected for deletion, To permanently delete the data, press Deleke,

%]

% Thao tac nhanh

/H_

—d

»

Sh

Inserk...

Celeke

Fename
Mowve ar Copy...
Seleck All Sheets

Tab Calar,..

G Wiew Code

e



% Thao tac bang tinh (suwa) e

= Poi tén:
1. Format > Sheet > Rename
2. Nhap tén moi

Alnsert. .
\ Bigu db —

Mowe ar Copy...

Select all Sheeks

, b Calor...
@ Thao tac nhanh (<4 L S
= View Code
' Sheets7




% Quan ly tap tin

= Lwu: File > Save...
CTRL+S

= Mo File > Open...
CTRL+O

= Tao moi:File > New...
CTRL+N

= Tao ban sao:
File > Save As...

Edit  Wiew  Insert

J/Fg

2

Formakt  Tools  Data  Windaow

Chrl+M
kel

Chrl4+5

Wk ke

Save as Web Page...
Save Warkspace, .,

File Search...

Permissian

Webh Page Preview

Page Setup...
Prink Area
Prinkt Prewview

Prink...

Ckrl-P

Properties




% Noi dung chinh

3. Dia chi tham chiéu

24



% Dia chi tham chiéu (Reference) P —
—

= M6t 6 ¢d dia chi duy nhat.
= Co6 ba loai dia chi tham chiéu.

Twong déi  |C34
Tuyét doi $C$34
H6n hop $C34, C$34

= Chuyén dbi nhanh gitra cac loai dia chi: phim F4
Vidy: C34 F4 $C$34 F4 C$34 F4 $C34 F4 C34



% NOi dung chinh

4. Vung tinh
» Khai niem

» Cac thao tac

26



% Khai niem

= Vung (Range) la mét tap hop 6, dang chir nhat,
dwoc xac dinh boi :

<Pja chi 6 trén trai>:<bBja chi 6 dwdi phai>

/Vl‘Jng C3.E4

gom 6 6:
C3, D3, E3,
\C4’ D4, E4

E3 Microsoft Excel - Book1

B

C

D

E

F

X‘

M 4 » HSheetl / Sheetz / Sheet3 /

Ready

| ¢




% Cac thao tac g —

= Chon: Nhan va kéo chudt tir 6 dau dén 6 cudi cla
vung.

= Chon nhiéu ving: Nhan CTRL trong khi chon trng
vung roi rac.

Microsoft Excel - Book1 |:||§|[Z|
@_] File Edit Miew Insert  Format  Tools Daka  Window  Help Type aguestion forhelp = & X , . . .
TIEEEEN - i .m sy ===4_-05. 4 Cacvungroi
H2 - % rac dwoc chon
B | ¢ | o [ E [ F 1T 66 [ ¥ =
1
2 [ 1
3
4
3
& A
M« » »Sheetl { Sheet2 £ Sheetd / < | =]
Ready ExT




% Cac thao tac U AL

>

4 N\
Chon toan g $ )\ )
bG bang tinh ‘%‘ Chon cot ﬁsJ
(CTRL+A) |

Edit  Miew Insert  Formak  Tools

;*...|E.- Ei.ﬂ.rial

- A
C E




% Cac thao tac o

/

= XoOa:
Buwoc 1. Chon vung
Buworc 2: Edit > Delete

Buwée 3: Chon cach thirc don 6

Delete

Doén cac 6 bén phai sang

Ddn cac 6 bén dwsilén | () shift cells up
{:} Entire row
Xdéa toan by dong () Entire column

| 8] 4 | I Zancel




g Cac thao tac

—

= Ghi chu: Microsoft Office cung cap mét ving nhé
dém (Clipboard), phuc vu cho cac thao tac di
chuyén, sao chép vung tinh.

= Khi cat (Cut) hay chép (Copy), ndi dung vung tinh
dwoc dwa vao vung nhé dém. Co thé dan (Paste)
nOi dung trong vung nho dém vao nhirng vung

khac trong bang tinh.

\Vung nguon

cat
/

 Chep

BO nh& dém

Dan

»| Vung dich




% Cac thao tac

\\W

= Di chuyén

Edit | Yiew Insert  Farmat

Buworc 1: Chon vung

iZan't Undo iZkrl+2

Buwoc 2: Pwa vao vung nh¢ dém M Can'tRepeat  Chrl+y
Edit > Cut hay CTRL+X [ & Cut Chrl+

=3 Copy Chrl4+C

Bude 3: Chon 6 dau vung dich . o
ok Office Cliphoard. ..

Buworc 4. Dan tv vung nho dém ' Paste Chel+Y

Edit > Paste hay CTRL+V Paste Special. ..
Paste as Hyperlink,




% Cdc thao tdac g

= Sao chép
] . Edit | Wiew  Insert  Format
Buwoc 1: Chon vung ,
an't Undo iZke|+2
Buoc 2. Pwa vao vung nho dém Y Can't Repeat Chrl+
Edit > Copy hay CTRL+C | & Cut Chrl+
=3 Copy Chrl4iC

Buére 3: Chon 6 dau vang dich _
ek Office Clipboard. ..

Buwoce 4: Dan tw bo nhd dém F paste ChrlY
vao vung dich Paste Special, ..

Edit > Paste hay CTRL+V Paste as Hyperlink




% Céc thao tdc ® R

= Sao chép dac biét:
1. Edit > Paste Special...

2. Chon cach thirc dan n6i  EZEETHE

dung t&r ving nhé& dém _ O O vaiidation

/ () Formulas () all except borders
4 by ~n /

[ Dan toan bO () values () Colurn widths
() Formats () Formulas and number Formats
() Comments () Walues and number Formats

. i A , Cperation

[ Chi dan cong thirc @) None ) Multiply

(O add O Divide
() subtract

{Chi dan glé trl [ ] skip blanks [ ] Transpose

cua cbng thirc _
| Paste Link. | | (8] 4 | | Cancel




% Cac thao tac g —

/

= Chen vung:

Insert

Buwoc 1. Chon vung
Insert

Buwoc 2: Insert > Cells... O shift cells right

Buwéc 3; Chon cach thire don 6

{:} Entire row
() Entire column

[ Ok, ] [ Cancel

= Chen dong: Insert > Rows

= Chén cot: Insert > Columns



% Néi dung chinh o

5. D liéu
> Kiéu dir liéu
» Nhap liéu
> Xt Iy di lidu
> Tim kiém va thay thé

36



g Kiéu di liéu " S

= N&i dung nhap vao bang tinh, hay dwoc tinh toan,
goi la dir lieu

= Excel chia thanh 4 kiéu di¥ liéu sau:

Chuoi

S6

Thot gian

Cong thure

= Mot 6 chi co thé chira mot loai dir liéu



(] Eile  Edit

Wieww  Imsert  Formakt  Tools  Data

A= RENPEN s A B R g ; o

Window  Help

-1z - | B I U|E

B3

-

A

B

E F

Teuxt =Y =]
Murmber

123
0123
0908123456

D liéu chudi mac dinh
dwoc canh trai trong 6




% Kiéu di liéu e

= Kiéu s6 (Number)

B

E3 Microsoft Excel - Book1
(] Rl Edit wiew  Insert

Format  Tools Data  Window  Help

Type aquestion for help = o @ X

id3alg9-z- B -2 B rulSES=HE- 5 F
E3 - A '0123)
A B O~—" D E F G H &
1
2 256 123 B
3 512 0123 1
4 1024 090812/\456
5 2048
6 4096
= v
Mo My /4 Sheet2 f Sheet3 / >
Ready

D liéu s mac dinh dwoc
canh phai trong 6

Bé nhap 1 chudi gom céc chir so:
nhap dau nhay don, réi nhap soé.
Excel khéng tinh dau nhay don nay.




% Kiéu di liéu ——

e

= Kiéu thdi gian (Date/Time)
D@ Iié’u thc‘yi gian trong !Excel dwoc ma hdéa thanh mot
con s6 gom 6 thanh phan:
nam, thang, ngay, gio, phut, giay
« Moc thoi gian la 1/1/1900 00:00:00
« Dang thirc thdi gian phu thudc vao hé diéu hanh

Windows, mac dinh la: 2 1752008
thang/ngay/nam gio:phut.giay D
< 30/4/1975
[ Kiéu chudi 4/30/1975

, { [__i52008]
| Kidu thoi gian % 5112008




% Kiéu di¥ liéu S —

= Kiéu cdng thirc (Formula): Phai bat dau bang dau =
= COng thrc twong tw nhw biéu thire todn hoc, co thé
godm cac thanh phan sau:
« Hang sb

« Phéptoansdhoc: + - * /

 Phép toan so sanh: = >= <= <>
 Hang chubi (phai dat trong cap dau )
 Phép ndi chudi: &

- Dia chi tham chiéu 6, vung

« Ham (Function)



d Kiéu div lieu S —

‘ Hém/_] ‘ Pja chi tham chiéu ] Hang chudi ]
/
v \/ ” Z ” " Rl
=IF(MIN(D8:G8)>=5,"Dau”,"Rot")
E3 Microsoft Excel - Quan ly hoc sinh [Z”E|E|

@_1 File Edit Yiew Insert Format Data window  Help Type aquestionforhelp =/ 8 X
H8 . @MMDS:68]';:5,"Déu","m

A C B E——t—1 G

BANG KET QUA HOC TAP
HO VA DIEM PIEM XEP LOAT
THCB |WORD |EXCEL| TBE

MNGUYEN QUOC 5 5 53 su  |Trung binh
MNGUYEMNLE 7 7l 70 qu (Khd

TU B 7 7l 73 qu (Khd
NGUYEN HA 3 10 9.7 q0 |Xudt sic
V(O THI HOAT 4 43 |
TRAN VAN HAT 2 2.3 qu |Giéi
] AT RT TRETIARG TFTHRILL T

;
M 4 » M\ Sheetl/

1
2
3
4
5
B
=
8
Q




| Nuthiy (ESC) | | Natnhap (ENTER) |

Microsoft Excel @A cHanh-1 o |:||E|[z|
(] Ele Edit Miew N Yt For Tools  Data  Window  Help Type a question for help = = & X
RN = MENI= RERN sy R 1@ Biv -8 =S5 5 “
C4 * X A 40 o
A B C D E F G ~
1 | DANH SACH SINH VIEN NHAN HOC BONG \
2| MSSV LOAIHB HOC BONG Vi tri nhap di¥ liéu ]
3 001 A 50 / "
4 002 B 40 «
5 003 C
6 004 C
7 005 B 1
3 006 A
9 007 B
10 0083 C
11 009 A 2

W 4 » w\Sheetl  Shestz / Sheetd / < ¥



V.

e —
P ,—:—

—

= Cothé nhap dir lieéu vao 6 hoac thanh cong thurc.

g Nhap liéu

= Pé két thuc nhap liéu:
- ENTER: Con trd 6 sé di chuyén dén 6 bén duwoi.
« TAB:  Con trd 6 sé di chuyén dén 6 bén phai.
= Nhan ESC dé hay nhap liéu cho 6.
= Nhan ALT+ENTER dé xudng dong trong 6.
= Hiéu chinh di¥ liéu:
1. Pwa con trd 6 dén 6 can stra.

2. Nhan F2 hodc nhap chudt vao thanh céng thic.



% Nhép [iéu %‘_
= XoOa di¥ liéu: Edit > Clear > ...

Edit | Wiews  Insert  Format  Tools  Daka  Window

£ Can't Undo Ckrl+Z EES lﬁ - j| "2

L} Repeat Borders  Chrl4y

4 Cut Chrl+ R g

=5 Copy Chrl4C

b Office Clipboard... /Xc')a toan bd A

I Paste Chrl+Y X6a dinh déng
Paste Special.., Xoa noi dung
Paste as Hyperlink Xoa ghl chu )
Fil : /
Clear k All
Delete, ., Formaks
Delete Shest i_ontenks  Del
Mowve or Copy Sheet, ., Comments




\\W

% Nhap liéu

= Chép di¥ liéu kiéu cong thirc:
« Chuwa dia chi twong dbi: dia chi sé thay dbi theo chiéu
va khoang cach.
 Chwa dja chi tuyét doi: dia chi khong thay dbi.

e
ES - A (S3A%2°D5)
A 5 = = 2 =gA2+B2 |

1 |S6 hrong Pon gia Thanh tién /

2 5 20 100

3 12 15 75 375 —— =sA2:B3 |
4 o 1¢ 03

5 O 25 125

\( [
=$A2*B5

=$A2*B4




d X1y d ligu - Thé quén 6

\\W

= Nam tai géc dwdi phai con tré 6.

A | B || € | D |
S6 lwong Pon gia Thanh tién

2B T (YT

12 120

m‘m‘A

= Dya vao thé quan 6 dé thuc hién mét sb thao tac
nhw: chép di liéu, dién day so, ...



% Xw ly dir liéu - Chép dir liéu nhanh ./~
)

1. Pwa chudt chi vao thé quan 6.

2. Nhan va kéo chudt theo chiéu doc (cdt) hodc
ngang (dong).

A | B C | D | |Sélwong Don gia Thanh tién
Sé luwong BPon gia Thanhtién q 20 100
5 20 100} 12 15 180
12 15 8 19 152
8 19 9 25 235
g 25

Sau khi chép dir liéu
str dung thé quan 6

(Str dung dia

TT=SL*DG
chi twong doi) {




g Xtr ly di¥ liéu - Dién day so

Cach 1;

1. Nhap gié tri th& nhat cho 6 dau.
2. Nhan va gitr CTRL.

3. DPuwa chubt chi vao thé quan 6.
4. Nhan va kéo chudt theo chiéu doc hodc ngang.

E

(5

Nhan va kéo chuot
trén thé quan 6
(chép dir liéu)

—_ | | | ok

-
o] (S R P URT AR

\\W

CTRL + Nhan A

va kéo chudt
trén the quan 6
(dién day s0)




g Xtr ly di¥ liéu - Dién day so

= Cach 2:
1. Nhap gié tri cho hai 6 dau tién, theo
cOt hoac dong.
2. Chon hai 6 nay.
Puwa chudt chi vao thé quan 6.

4. Nhan va kéo chudt theo chiéu doc
hoac ngang.

o

Hai gia tri dau la:
8:00 va 9:00




% Tim kiém _4;__

= Cho phép tim kiém di liéu trong bang tinh.
= | énh: Edit > FIind
@ Phim tat: CTRL+F

Find and Replace

Find | Replace |

Find what:

| Options ==

Find Al || Find Mext | | Close




% Thay thé’ 4_

2
= Cho phép thay thé nhanh chéng di liéu trong
bang tinh.
= Lénh: Edit > Replace
@ Phim tat: CTRL+H

| Find Replace |

Find what: | L |
Replace with: | w |
Options ==

Feplace Al ] [ Replace ] [ Find Al ] [ Eind Mext l [ Clase ]




MON HOC: TIN HOC CO SO

Chuwong 3:
Xw ly bang tinh

B& moén Tin hoc co s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% NOi dung chinh

» Bai 2: Cac ham co ban



MICROSOFT EXCEL

Bai 2:
Cac ham co’ ban

B& moén Tin hoc co s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Noi dung chinh A —

-
Gi¢i thiéu ham

Nhém ham soé

Nhom ham thoi gian

Nhom ham thong ké

Nhom ham chuoi

o kW D=

Nhom ham luan ly



% NOi dung chinh

1. Gigi thiéu ham



d Gisi thisu ham | —
s

= Ham: co chuwc nang tinh toan, twong tw ham trong
toan hoc.
= CU phép: Tén_ham (cac tham so)
Vidu: Sum(Al,15,Sum(B2,$C$5,D2:D7)
= Cac tham sb phan cach bang dau phay.
= Tham sb ciia ham co thé la:
« Hang s0, hang chubdi
 Dia chi 6, vung
« Cac ham khac
= Ham phai nam trong mot céng thire.



d Gisi thisu ham

= Thw vien ham Excel chira hon 300

= Khi hoc vé mét ham, can tim hiéu n

nam.

hirng diém sau:

« Tén ham: thworng 1a mot ddng tir tiéng Anh twong &ng.

« Y nghia: ham c6 chirc nang gi, két qua ma ham tra vé?

« CU phap: s6 tham s, kiéu di¥ liéu cua tirng tham s6.

Vi du:

Sum(3,20,0,15) =>38

Sum (3, “207,15) = B&o 16i, vi “20” khéng phéi Ia gia tri s6



g Néi dung chinh R

4

2. Nhém ham so
> Ham lay gia tri tuyét doi
> Ham lay phan nguyén
» Ham chia duv

> Ham lam tron



>N

% Nhoém ham s R ——

7
= X0 ly kiéu di¥ liéu s6 hoac thoi gian.
= MOt s6 ham:
« Ham lay gia tri tuyét doi
«  Ham lay phan nguyén
 Ham chia duv

e Ham lam tron



d ;

Ham I3y gia tri tuyét doi

Abs (s8)

Ham tra vé gia tri tuyét doi cua sé.

E3 Microsoft Excel - Book1

@l_] File Edit ‘ew Insert Formak  Tools  Daka ndow Help

Type a gueskion for help

g d RS AV E | #aB-F)9-0- 8 3 -5] 5]l 4H e - @

: i .12 -|B I U =FH) 8 % o B LBE . & A

A =ABS(B3) )

C | D

E

F

c

10
-11
12
-13

M 4 » #}\Sheetl / Sheet? / Sheet3 /




d ;

Ham lay phan nguyén

Int (sd)

Ham trad vé phan nguyén cla sé.

E3 Microsoft Excel - Book1

@I_] File Edit ‘jew Insert Formakt Tools Daka  Window  Help

Type a question For help

A" BENE= RN o N EENG - R A RN~ N R A ¥ N1 MLl

: Arial -1z - | B I U/ E==| 5% %

=.0 .00
00 .0

E IRy

-

A =INT(B3) )

E

C | D

F

c

12345
12332
3451
456.354

M 4 » »} Sheetl / Sheet? £ Sheet3 /




Ham chia dw

Cu phap:

d >

Mod (sé bi chia,sdé chia)

Ham tra vé phan dw cda phép chia hai tham s

E3 Microsoft Excel - Book1

@I_] File Edit ‘jew Insert Formakt Tools Daka  Window  Help

i) 3 (33T R K G A0 -8 AL ZL P 0 - @

On

Type a question For help

E IRy

F

c

M 4 » »} Sheetl / Sheet? £ Sheet3 /




% Ham lam tron g —

/

= Cu phap:
Round (sé,vi tri lam tron)
=  Ham tra vé gia tri lam tron cla sé, tuy theo vi
tri lam tron.

E3 Microsoft Excel - Book1 |._|||:| |r>_<|
@_] File Edit ‘jew Insert Formakt Tools Daka  Window  Help Type a question for help =2 B X

Jﬁﬂ&lﬁi|?ﬂl*ﬂ|ﬁ jlq"|$z'hlil|[ﬂﬁlﬂﬂ% T@!
' (3 % o @ M| EE |- AN

x( =ROUMNDIEZ 2]

E C D F (5 H &~

1234345 3
1234 35]

1200
\L =Round (1234.345, -2) |

M 4 » ¥} Sheetl  Sheat2 £ Sheet3 / | <




% Néi dung chinh S —

=
-

3. Nhdm ham thoi gian
» Ham trich cac thanh phan thdi gian
> Ham lay thoi gian hién tai

» Ham chuyén déi dir liéu thdi gian



% Ham trich cdc thanh phan théi gian ===

= M@t gid tri thdi gian gdbm 6 thanh phan:
thang/ngay/nam gio:phut:giay
- /U J

Gia tri ngay Gia tri gio
= Thoi gian ¢ thé gdm ca hai, hodc mét trong hai
gia tri ngay, gio.
= Ham trich thanh phan thi gian: Day, Month,
Year, Hour, Minute, Second nhan vao mot tham
sO |a gia tri ngay hoac gid, va tra vé gia tri cla
thanh phan twong tng.



d

Microsoft Excel - Book1

@_] File Edit View Insert Format  Tools  Data  Window  Help

NS (3SR VE SRS o8 s8] E] [l 100

Ham trich cdc thanh phan théi gian

4/‘.%
7 |

Type a question For help - | X

 arial <12 - | B I WIE==GE8 % 2 WBE| -5 A

F3 - Al =YEAR(EZ) )

A E | ~—e—1" D

E

F (5

L

2o [=Month (A2) |
WT: J=vear(a2) |

<[—Hour (A2) ]

3D<{ Minute (A2)

15 —

1
2
2
4
9
G
7
&
4

M 4 » M} Sheetl / Sheet? f Sheset3 / [=Second (A2)

=Day (A2) J
AIA0M 975 1230015 201975

[#vaLuE |

Lbi sai kiéu dir liéu.

E2 chira gia tri thoi
gian khéng dung.




d

Ham lay thoéi gian hién tai R —

Now ()

Ham khong co tham so. K&t qua tra vé 1a gia tri
thoi gian theo dong ho cia may tinh.

Microsoft Excel - Book1
@_] File Edit ‘iew Insett Format  Tools  Data  Window  Help
PG GV E$ RS9 8 3 -3] Z G400 -
il .1z +|B J U|===5H]8$ % » Q&M A. B
| A2 - =W}

A B D E F

fFF2008 17,2258
' I=YEAR (NOW()) |

2008

Type a queskion for help - B X

M 4 » ¥} Sheetl  Sheet? / Sheet3 / |«




% Ham chuyén doi dir liéu théi gian ===
—

= Ham chuyén dbi cac sb6 thanh di liéu thoi gian:

Date (ndm, thang,ngay)

T ime i d hﬁt i é Microsoft Excel - Book1 |Z||E|E|
(g / p 4 g y) El_] File Edit Wiew Insert Faormak Tools Data Window
Help - 0 X
idala-=- fiv - B | St
AZ > j‘i(ZDﬂkTEI{’]Q?ﬂil,?)D]I )
4130119751

_ SfTEnd 7

1954
| =DATE (B4, B5, B3) ; ]

-~ 12:45:30 12

45

| =TIME (B6, B7, BS) .
M 4 » W[ Sheetl / Sheet2 / Sheel|< 5 |1




% Néi dung chinh S —

—7
~

4. Nhom ham thong ké
» Ham tinh trung binh cong
Ham dém gia tri sb
Ham dém gia tri khac réng
Ham lay gia tri I&n nhat, nhé nhat
Ham tinh téng

YV V V V V

Ham xép hang



% Ham tinh trung binh céng

. :

= Cu phap:
Average (tham sbé 1,tham sé 2

yer)

= Ham tra vé trung binh cdng clia cac tham so.

E3 Microsoft Excel - Book

@._] File Edit ‘“jew Insett Format  Tools Daka  Window  Help

Type a question For help

Jﬁﬂ&lﬁilﬂHﬂ J 919 3 - [ too% '@E 12 - B = |

-

A(=AVERAGE(BZ.B4)

ﬂk

-

1

L!

E

F

(5

M 4 » » ]} Sheetl / Sheet2 £ Sheet3 /

8.666666667]

- %[ =Average(3,B3,3) ]




% Ham dém gia tri sé6 gy .

= Cuphap
Count (tham sé 1,tham sé 2,..)

= Ham nhan vao t&r 1 > 30 tham s, va tra vé so
cac tham so co kiéu dr liéu so.

E3 Microsoft Excel - Book1 |-_||E|E|
] Fle  Edt  Wiew Insert Format  Tools Data  Window  Help Type a question for help =12 8 X

P g2 [
F2 - AC=COUNTdem”, E2.BE, 10)
A E Z . E

5 \

Chudi

0
Excel J

M 4 » » ]} Sheetl  Sheet2 £ Sheet3 /



Z

% Ham dém gia tri khdac réng | —
j

= Cu phap:
CountA (tham sé 1,tham sé 2,..)

= Ham nhan vao tir 1 dén 30 tham s0, va tra vé sb
lwong tham s6 khac rong.

Microsoft Excel - Book1 |'-_||-E”z|
] Fle  Edt  Wiew Insert Format  Tools Data  Window  Help Type a question for help =12 8 X

NN NN PR -0 - w - @ [ = 5

A B C B ——T1 F G H =

Chudi

O B4 rong né&nh khong duoc dém.
Hang chubi «” thwe sw 1a mot ghuéi co
dé dai 0, ham sé dém tham s6 nay

0
Excel J

~ | O || e (Do [l | —

M 4 » » ]} Sheetl  Sheet2 £ Sheet3 /




% Ham lay gia tri I6n nhat, nho nhat _jp======

= Cu phap:

Max (tham sé 1,tham sé 2,..)
Min (tham sé 1,tham sé 2,..)
= Hamnhanvaotuw 1 den 30 tham s0, tra vé gia tri

s6 I&n nhat, nhd nhat

E3 Microsoft Excel - Book1

Tham s6 khong hop 1& I
EBX

@_] File Edit ‘iew Insert Formak  Tools  Data  Window  Help Type a queskion for help = 2 @ 0

. ,.EHE 12 - = e
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Ham tinh téng

d >

Cu phap:
Sum(tham sé 1,tham sé 2,..)

Ham nhan vao tir 1 dén 30 tham s0, tra vé téng

cac gia trj so.

E3 Microsoft Fxcel - Book1

@._] File Edit ‘ew Inserk Formakt Tools Data  Window  Help

HRNER"= BEYFE NN N -2 R Ry -k

S[(=]/e3

Type a queskion for help = o @ X

D2

-

A(=SUM(BZ:B5) )

A

B

cC | D

E

Chudi

Excel

5

249

M 4 » »}Sheetl  Sheet2 £ Sheet3 /

34]




é Ha A
am xéep han [ ———
= ang *

= Cu phap:
Rank (gia tri xép hang,vung xép hang,kiéu)
= Ham nhan vao 3 tham so:
«  Gia tri xép hang: gia tri s& dwoc xép hang so véi cac gia
tri trong VUng xép hang
« VUng xép hang: gém toan b cac gia tri dung dé xép
hang cho Gié tri xép hang
+  Kiéu xép hang: 0 hoac 1
— 0: xép hang tang dan theo gia tri xép hang gidm dan
Vi du: xép hang hoc sinh theo diém trung binh
— 1: xép hang tang dan theo gia tri xép hang tang dan
Vi du: xép hang van ddng vién dién kinh theo thdi gian thi dau



% Ham xép hang
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= Vidu: xép hang hoc sinh theo diém trung binh

E3 Microsoft Excel - Quan ly hoc sinh
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5. Nhom ham chudi
> Ham lay ky tw bén trai chudi
> Ham lay ky tw bén phai chubi
> Ham lay ky tv & gitra chudi
> Ham dbi chubi thanh sb



% Ham lay ky tw bén trai g
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= CU phap: Left (chudi,sdé ky tu)
 Néu khéng ghi tham sé th hai (tham soé tuy chon), ham
trd vé 1 ky tw bén trai chudi
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% Ham lay ky tw bén phai -

= CUphap: Right (chudi,sdé ky tu)
 Néu khéng ghi tham sé th hai (tham soé tuy chon), ham
trd vé 1 ky tw bén phai chudi
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% Ham lay ky tw gidva chuoi T e ——
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= Cu phap:

Mid (chudi,vi tri bat dau,sd ky tu)
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% Néi dung chinh i

6. Nhdbm ham luan ly
> Biéu thirc so sanh
» Ham And
» Ham Or



% Biéu thirc so sanh g —
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= Bijéu thirc so sanh gom hai vé két hop béi mét
phép so sanh: > < = >= <= <>
=  Két qua |a mot gid tri luan ly: True hodc False
= Vidu:
3 > 7 = False

3 <= 7 = True



:

= Ham két hop nhiéu biéu thirc so sanh theo phép
hoi tap hop.
And (tham sé 1,tham sé 2,..)
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Ham OR

d 5

Ham két hop nhiéu biéu thirc so sanh theo phép
tuyén tap hop.
Or (tham sé 1,tham sé 2,..)
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MON HOC: TIN HOC CO SO

Chuwong 3:
Xw ly bang tinh

B& moén Tin hoc co s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% NOi dung chinh

= Bai 3: Binh dang bang tinh



MICROSOFT EXCEL

Bai 3:
Trinh bay bang tinh

BO moén Tin hoc co so r

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Noéi dung chinh g
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1. Binh dang bang tinh
2. Pinh dang di liéu sb
3.1n an

4. Giao tiép v&i phan mém khac



g Néi dung chinh R—

1. Binh dang bang tinh
» Dinh kich thwdc cot
» Dinh kich thuwdc dong

» Trinh bay nQi dung



% Dinh kich thwéc cot

= Pinh d6 réng cdt bang chudt

Nhan va kéo chudt trén
dwdng bién phai cua ky
Microsoft Excel - Book1 hleu cot de d!nh dQ rong |Z||E|[z|
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% Dinh kich thwoc cot

= Pinh d6 réng cho nhiéu cot:
1. Chon cac cot
2. Format > Column > Width...
3. Nhap dd réong cot (diém anh)

Format | Tools Daka Window  Help Type a queskiog

S Cels... i+l || B 7| = =
F.ow b
_olurmn W width, .,
Sheet 2 AutoFit Selection ol 1,
AukoFarmat. .. Hide Column vwidth:
Conditional Farmatking. .. Unhide oK || Cancel
Skyle. .. Standard ‘Width., ..




% Dinh kich thwéc dong T e
d

= Pinh chiéu cao dong bang chudt

Nhan va kéo chuot ) Nhap dup fihuétl dé
trén dwong bién dudi Ex_ciel tw dor“g d!n‘h
™ cla ky hiéu dong dé chieu cao dong vua
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% Dinh kich thwéc dong g —

= Pinh chiéu cao cho nhiéu dong:
1. Chon cac dong
2. Format > Row > Height...
3. Nhap chiéu cao dong (diém anh)

Farmat | Tools Data  Window  Help Ty

S Cells, Chrl41 B I |=
Row MM Height...
Column " AutoFit Row Height
Sheet b Hide Feow hieight:
AukoFarmat. . Unhide QK | | Cancel
Conditional Formatting., ..
Skyle. ..




% Trinh bay néi dung i —
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= Trinh bay n0i dung O:
« Canh bién
* Dinh dang chi¥
* Dong khung

= Thao tac:
1. Chon 6 hay vung can dinh dang.
2. Format > Cells...
= Nhap chudt phai > Format Cells...
= CTRL+1



% Trinh bay néi dung S

= Canh bién: thé Alignment Hién van ban
theo chiéu doc

Format Cells Khoang cach

............................ ] ns
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| Murnber || Aligrment | i Fonk | Border || Patterns || Proteckion |
Font: Fonk style: Size:
Arial Reqular 12
T .YnTime A 9 ~
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ARC Sans Serif Biold 11
Airial || |Bold Italic v
Underline: iColor:
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[ ] strikethrough
[[] superscript AaBhCoYys z
[ ] subscript

This i5 a TrueType font, The same Font will be used on both vour printer

and your screen,
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% Trinh bay néi dung S —

= PDéng khung: thé Border

Format Cells

. , | Mumber | Alignment | Fort | Border | Patterns | Prokection | Chon Kiéu
Binh cac Preset Li khung
resebs ine
kh u n g E++E++= j S H Et';.-'|E.': /\
E++E+++ : NDFIE -----
QLIHII'IE-' ................ ———
Khun
. Calar: /ﬁ AN g
Autamatic  w
H:
The selected border skyle can be applied by clicking the presets, preview
diagram or the buttons above,

QK | | iZancel




Trinh bay néi dung
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» TO mau: thé Patterns

Format Cells
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2. Dinh dang di¥ liéu s6
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g Pinh dang di¥ liéu sé

= Thay dbi cach hién thj s6, khéng lam thay déi gia tri.
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% Dinh dang diF liéu s6 R

= Thé Number:
« Chon loai dinh dang:

— Number: dang sb

Format Cells

— Currency: dang tien || oo E—
té | 775
T Murnber

CUFrency

- Percentage: phén Accounting zeneral format cells have no
o Date specific nurmber Format,
tra m Time
Fercentage
Fraction

— . Scientific
Dinh dang General sé

. Texk
— Custom: dinh dang et hién s mac dinh nhw
\khi dwoc nhap vao

d liéu theo theo
mot chudi dinh dang
duwoc lap

Ik, l [ Cancel
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% Dinh dang dwr liéu s QP —

Format Cells

Murnber | Aligriment || Fonk || Border || Patterns || Protection |
Category: Sample
General 1,200.00 ~
X £ A
CUFrency Decimal places: | 2 - Chén dau phan
Aocounting | | z . .
Date cach hang ngan
Time []Use 1000 Separator )
Percentage Megative numbers:
Frackion =g '
Scientific ( n .
Text 1,234.10 _ 18 I A A
ol 1 aaoi0) = Dang hién thi s6 am ]
Zustom i(1,234.10)
Murnber is used For general display of numbers, Currency and Accounking
offer specialized Formatting for monetary value.

K, ] [ Zancel




% Dinh dang dir lieu s

V 4
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= Dang tién té (Currency)

Format Cells

formats to align decimal points in a column,

ik,

l[ Zancel ]
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Murnber | alignment || Fonk || Border || Patterns || Protection |
Category: Sample P
izeneral YD 1,200,00 - 7 hiA P A A
MNurnber / Ky hleu tlen te ]
CLFrency Decimal places: | 2 %
Accounting — Symbal;
Dake 2¥mbol; — —
Tirne YD - / VN F
Percgntage Megative numbers: 1135 L
Fraction L —
Scientific WD 1, 234,10
Tesct YND 1,234, 10 LZ3
Special (WMD 1,234,100 VEB
Custam (¥ND 1,234.10]
Wi
N WaT
N “AF =
Currency Formats are used for general monetary values, Use Accounting WA W

ang hién thj s6 am ]
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Dinh dang dir liéu s

V 4
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= Dang ngay (Date)

Format Cells

Murnber | Aligriment || Fonk || Border || Patterns || Protection |
Cakegory: Sample
aeneral 30/4/1975
Murmber
CUFrency Twpe: | |
il | (L0 S
;‘me , 14/3{2001 1:30 CH
ercentage 141312001 1:30 PM
Scientific 14 thang ba 2001
TE:{t_ 14 mars 01 b’
Special :
Cuskom Locale (locakion): i
Yietnamese F _—
Telugu s
_ Thai W
Diate Formats display date ar 1 rkich cept fFor
items that have an asterisk () 1 zinian rders
with the operating system. |4,
zbek {(Cyrillic)
IUzbek (Latin —
W
ancel |

| Dang hidn thj |

Dang thirc thp’i
gian theo qudc gia




% Pinh dang di¥ liéu so QP —
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= Pinh dang tuy bién (Custom)
TN N hp chudi dinh

Murmber |.ﬂ.lignment | Font | Borde dang (format)

Category: Sample n

General 30/04) 75 trong O Type
Murmber

CUrrency Tvpe:

Accaunting y

Fiare ddfmrmyy|

Time zeneral .
Percentage ] 3
Fraction 0,00

Scientific #, 80

Text A, FER0.00

Special # #0 R, R

[Com IV ) v

Type the number Format N Xe e
ot | Nhirng chudi dinh dang
cO san, hay da duwoc lap

[ Ok ] [ Close ]




% Pinh dang di¥ liéu so e
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= Pinh dang tuy bién

Lap chudi dinh dang so, dung cac ky hiéu sau:

— #: dai dién cho mdt s6, néu khdng cé sb thi dé trong

— 0: dai dién cho mot sb, néu khdng cé sb thi hién sé 0

— , .: d&u chdm thap phan va dau phan cach hang ngan

— Hang chudi : hién thj cung v&i s6, phia trwdc hay phia sau

(d&t trong cap nhay kép)

Lap chubi dinh dang thoi gian, dung cac ky hiéu sau:
dm,y,h,m,s

twong ng v&i 6 thanh phan cta mét gia tri thdi gian



g Pinh dang di¥ liéu sé

= Pinh dang tuy bién
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% Néi dung chinh o

3. Inan
> Thiét 1ap vung in
» Inramay in
» Dinh dang trang in
» Tao ngat trang
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% In ra may in

= | énh: File > Print...
& Phim tat: CTRL+P

Chon may in

Printer
Mame: r;ﬁ HF Laserlek 2200 Series PCL w | Properties, .. |
i 4 Skakus: Idle : -
?!nh c_:ac Tvpe: HP LaserJet 2200 Series PCL | Find Printer... |
rang in '-:-'here: LPT1: Sé ban in
orrment N N P
In toan bo cac trang [] prit to File
Print ran trong Vl] ng in opies
@ al Mumber of copies: ¥ Dlnh thtr
O Pagefs)  Erom: ¥| Io: 3 tw khi in
In mét Sé Prink what Ijgl Ijg Collate nhiéu bén
) () Selection (") Entire workbook -

= —\_

tra n g n h ét (%) Active sheek(s) i
dinh ) /(Xem trwoc
| Presiem | CéC trang in | 2 | | Zancel




% Dinh dang trang in 2

= | énh: File > Page Setup...
- Thé Page: hwéng in, loai giay in, ty 1& in, ...

4 i . Page Setup
Hwdng trang in: 1\ T
< .Page | Margins | HeaderjFooter | Sheet |
\doc hoac ngang =

=~ Jrienkation [ — ]
~ Tg/ |é o, trang in SO 1\ E' (®) Portrait E () Landscape [ Prink Preview |
Scaling [ Qpkions. .. ]

| voi kich thwoc thue N

/

S~ (*) adjust ko 100 % % normal size

[Chon kh6 gléy in ]\ () Fitta: |1 % | page(s)wide by |1 = ( dCDét |}J’$’]79 T]
7 iém anh/inc

[/

Paper size: Letter e
fd F 300 dpi — |00 dp F
T N (e T —
X . [
A5
BS {115) ¥,




% Pinh dang trang in T S

= | énh: File > Page Setup...

+ Thé Margins: dinh & giay, canh bién, ...

Page Setup

Dlnh le - Page | Marginz | Header/Footer | Sheet
tren, dU’O’l, Top: Header: [ R ]
trai, phai r 2 05 %

w

/\Z\

[ Print Prewview ]

|

opkions. .. ]

Left: Right:

Canh gitra theo bé = e
doc trang giay

b6 rong tiéu
dé dau trang

Y
1
N

~ Bokkom: Footer:
1 B 05 4 D6 rong tiéu
{ N\ | Center on page dé cubi trang

Canh gitra theo bé bl ey
ngang trang giay J l
[ 8] 4 ] [ Cancel ]




% Dinh dang trang in ® GO
= | énh: File > Page Setup...

« Thé Header/Footer: Tiéu dé dau va cudi trang

Page Setup

Cheéen cac thong tin:
sO trang, tac gia,
tén tai liéu, ...

| Page || Margin5| Header/Fooker | Sheet |

EatDauEscel [ Print... ]

[ Prinkt Preview ]

Header: .
. | BatDauExcel 3 [ Options. .. ]
//[ Cuskom Header .., ] [ Custom Fooker., . ]
n - N\
Nhap ndi dung truc Footer:
i A ~ * A A ioan v hoc sinh, Trang 157
tiep vao vung tiéu dé Gt s

Guan 1) ho o sink Trang i1

Ik ] [ Cancel




% Dinh dang trang in g —

= Tiéu dé dau va cudi trang: Hiéu chinh ndi dung
cua tiéu dé dau va cudi trang (dwoc chia thanh ba

phan)

Cheén sb Chén |J Chéntén | Chén tén _
NUt dinh trang gio tap tin bang tinh X
~ Bk the bext, chiop )\, O
dang chi ber, date, i ile \ tab name: posi he Chén | |
insertion e N the edit box, B\ \© op\ \te bukkon, | Cancel |
Toinserk pickure: preNthe Insert Pich ‘e rma\ your picture, pll g the h‘lnh
cursor in the edit bosayg press tha\Format Pic \ buttol), /(
Dinh dang
A [a)z) @[] /@5 @)% == hinh
Left sectkion: _enkter seckion: /\ Right section:
Tigu dé... &[Date] \ ‘ Trang &[Page)/&[Pages]
Chén téng Chén dwérng dan
sO trang va tén tap tin




% NOi dung chinh

4. Giao tiép gitra Excel va Word



g Giao tiép giiva Excel va Word e
-

= Khai niém Bang biéu trong Word c6 nhi¥ng tinh
chat twong ddng v&i Bang tinh:
«  GOm nhiéu dong, cot giao nhau tao thanh cac 6
« Co thé 1ap nhirng cong thirc don gidn trong Bang biéu
«  Trinh bay ndi dung trong Bang biéu twong tw nhw

Bang tinh

= M6t sy khac biét 1a Word chu trong dén hinh
thirc trinh bay, nén viéc dinh dang Bang biéu da
dang hon Bang tinh trong Excel

=  Trong mét Van ban can nhirng tinh toan phic
tap, nén st dung Bang tinh dé thwc hién, sau do
sao chép di¥ liéu sang Van ban
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E0501-Summary.xls

Bang biéu trong
Word c6 thé
sao chép vao

Excel nhu mot
bang tinh

Giao tiép gitra Excel va Word

E0502-Memo.doc

D liéu sao
chep tw Excel
vao Word co

dang bang biéu

EO0505.doc

E0505-Word Table.xls



MON HOC: TIN HOC CO SO

Chuwong 3:
Xw ly bang tinh

B& moén Tin hoc co s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Néi dung =

= Bai 1: Téng quan

= Bai 2: Cac ham co ban

= Bai 3: Binh dang bang tinh
= Bai 4: Cac ham diéu khién
= Bai 5: Co s¢ dir liéu

= Bai 6: Biéu do

Cac ham diéu khién 2



MICROSOFT EXCEL

Bai 4:
Cac ham dieu khiéen

B6 moén Tin hoc co s& (

—

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Noi dung chinh

1. Nhom ham diéu kién

2. Nhom ham tim kiém

Cac ham diéu khién 4



% Noi dung chinh

1. Nhém ham diéu kién
» Ham IF

» Ham COUNTIF
» Ham SUMIF

Cac ham diéu khién 5



% Ham IF -

= Ham dieu kién.
= Cu phap:

IF (Biéu thutc diéu kién, Tri_dang, Tri_ sai)
= Ham 1F tra ve:

+  Tri_dang: NéuBiéu thttc diéu_kién ding.

+  Tri_sai:NéuBiéu_ thic diéu kién sai.

Cac ham diéu khién 6



d Ham IF

| —

= Vidu: Tinh c6t Phai theo ky tw thir 3 cua Ma HS

£ =[FMMIDE3,1="F" "M" "Mam"
E F (5 H
| MiHs Ho Tén Phai | Nganh
2 |CSFKI0T | My Tam Nk
3 [HKMKS05 |Hodi Link N am
4 |CSMKT02 |Bam Vinh Hung [Narm
5 |CLFKS803 |Qué Tran N p

Cac ham diéu khién



% Ham IF 4@2

= Ham IF Iong nhau: Bwoc phép long toi da 7 cap.

= Vi du: tinh cdt Nganh dwa vao hai ky tw dau cia
Ma HS

i =IF(LEFT(E2 2="C3" "Ca o' IF{LEFT(E2, 2)="HE","Ha kich","Cai beong")

E F 5 H | J
! Ma HS Ho Tén Phai | Nganh
(2 |CSFRYE0T My Tam N Casl |
3 |HKMKS0%  [Hoai Linh am
A |CsMR D2 \Bam Vinh Hung [Nam
5 [CLFK803  |Qué Trén R

Cac ham diéu khién 8



%Hém COUNTIF S ——

= Ham dém co diéu kién.
= Cu phap:
COUNTIF (Vung dém, Chudi diéu kién)

n

= Ham COUNTIF dém sO lwong cac O trong

Vung démthda man Chudi diéu kién.

Cac ham diéu khién 9



d Him counTiF L —

>

= Vi du:

A | 0 | ¢ | D | E | F
1 Loai |Solwonz Keét qua Cong thie
2 |Tao 10 2 =COTINTIF( A2 A 12, "Tao™
3 | Chudi 20 0 =C O TIF(AZ A12 "Tad™
4 |Téo 30 3 =COTNTIF( A2 A 12 "Chudi™
5 | Chudi 10 2 =COTINTIF( A2 A12 "Cam™
& |Chanh 15
7 | Cam 20
2 |Pao 15
9 | Chudi 40
10 | Chanh 45
11 |Cam 500
12 |Bao &0

Cac ham diéu khién 10



% Ham SUMIF 4_,

= Ham tinh tong co diéu kién.

= Cu phap:
SUMIF (Vung so_sanh, Chudi_ diéu kién,
Vﬁng_tinh_téng)

= Ham SUMIF tinh tdng cac gia tri dwoc chon
trong Vang_ tinh téng, nhitng gia tri nay
dwoc chon wng v&oi nhirng dong cua
vung so _sanh, c6 gia tri thoa man

Chudi diéu kién.

Cac ham diéu khién 11



% Ham SUMIF qfi—=,
= Vidu:
A B |¢c| o | E | F | & |
1| Loai Soleong K&t qua Cong thakc
2 | Tao 10
3 | Chudi 20
4 |Téo 30
5 | Chudi 10
& |Chanh 15
7 |Cam 20 40  =SUMIF(A2:412 "T4e" B2B12)
2 |Pao 15 110 =5UMIF(E2B12,">45" B2B12)
9 | Cludi 40 90  =SUMIFB2B12,"==20"B2E12)
10 | Chanh 45 | i
11 |Cam 50)
12 [Brao &0

Cac ham diéu khién 12



% Noi dung chinh

2. Nhom ham tim kiém
> Ham VLOOKUP
> Ham HLOOKUP

Cac ham diéu khién 13



|

w.Ham VLOOKUP g

-

Ham tim kiém theo cot.

Cu phap:

VLOOKUP (Tri doé tim, Bang doé tim, Cbét 1liy
gia tri, [TRUE/FALSE])

Tim kiém Tri do tim tai cbt dau tién cla
Bang do tim va trd vé gia trj cla coét lay

gid tritrong Badng do tim.

Cac ham diéu khién 14



Ham VLOOKUP e

< 3

« Tri do tim: gia tri @ bang chinh va phai x&r ly cho
giong v&i gia tri @ Bang do_ tim.

+ Bang do_tim: bang dé tim kiém gia tri.

+ Co6t 14y gia tri: sO thi tw cla cOt mudn lay gia
tri trong Bang do_tim (cOt dau tién la 1)

e Tham bién FALSE (hodc 0): do tim chinh xac, néu
khdng tim thay ham tra vé 16i #N/A.

« Tham bién TRUE (hodc 1, ho&c khéng cd): do tim gan
dang, néu khong tim thdy Tri do tim tai cot dau
tien, ham sé do tim gia tri trong Bang do tim <
Tri do tim.

Cac ham diéu khién 15



d Ham viookuP

e Viduy: Tim kiém Tén BV dwa vao Ma bV

A =VLOOEUPLEFT(C2, 1), FGE3.FHES, 2 FALSE)

C D E F G H
1 [MEEV |HoTén TENEY
2 |ADT | & Héii Thann Ban 0| W& By |[TENBY
3 |BOZ Nouyen Tan Phat  |P. T4 chire A Ean (ot
4 [CO1T  |TranMgocBao  |P. Taiw B D T chire
5 |02 Hguyen Thu Ha - Tal v C = Tal v
5 [A02  |Mguyen Van Tam |Ban GB
7 [BO1  |MouyenBao Chau |P. T chirc

Céc ham diéu khién 16



%Hém VLOOKUP S R

« Cac vi du khac:

D v A =VLOOEUP(E0 FAT2ECES, 2 FALSE)
A B C D E F G H
10 822 Tuin 154 =VLOOEUP(30,5452:5085.2)

¥
—
| ]
ok
U I

Ha 154 =VLOOKUP(30,$A$2:5C%5 2, FALSE)

Mai =~ Ha  =VLOOKUP(27,5452:$C%53)

489  Lan  =#NA  =VLOOKTP(27$452:$C%5 3 FALSE)
“N/A  =VLOOKUP(7 $452:8C$5 2, TRUE)
“N/A  =VLOOKUP(7,5452:$C$5.2, FALSE)
Lan  =VLOOKUP(60$A452:5C85.3)

[awia _|=VL@GEUP(5D,M2:$C$5,3,PM,SE)

Lo
—
-
rn
N

MO DD | -] | T h | e el D —
e
—

[
—

Cac ham diéu khién 17



gHam HLOOKUP e —

=  Ham tim kiém theo dong.

=  Cu phap:
HLOOKUP (Tri doé tim, Bang doé tim, Déng liy
gia tri, [TRUE/FALSE])

= Tim kiém Tri do tim tai dong dau tién cla
Bang do tim va tra vé gia tri cla Déng lay

gia tritrong Bang do tim.

Cac ham diéu khién 18



d Haim HLOOKUP —

2

« Tri do_ tim: gia tri & bang chinh va phai xr ly cho
giong v&i gia tri @ Bang do_ tim.

+ Bang do_tim: bang dé tim kiém gia tri.

- Dong 14y gia tri: soO th( tw cha dong muodn lay
gia tri trong Bang_do_tim (dong dau tién la 1)

« Tham bién FALSE (hodc 0): do tim chinh xac, néu
khdng tim thay ham tra vé 16i #N/A.

« Tham bién TRUE (hodc 1, hodc khéng cd): do tim gan
dang, néu khong tim thay Tri_ do_tim tai dong dau
tien, ham sé do tim gia tri trong Bang do tim <
Tri do tim.

Cac ham diéu khién 19



d

Ham HLOOKUP

2
7
iy |
l

———

« Vidu: Tim kiém Tén BV dwa vao Ma bV

e =HLOCEUP(LEFT{C2,1), D52 FFF10,2 FALSE)

C: [ E F
1 MaBy  |HoTén ITEM BV
2 [A07 L& Hai Thanh [BanGB |
3 |[BOZ MNawyen Tan Phat [P T chirc
4 |C01 Tran Mgoc Bao [P Tai v
5 |C02 MoguyeEn ThuHa [P Tai wu
5 |A02 Mouyén Wan Tam  |Ban GE
7 |BOY Mouyen Bao Chau [P T6 chire
o
g MapyY |A E C
10 [TEN BV |Ban GB P Td chire |P. Tai wu




d Ham HLOOKUP

e Cac vi du khac:

Mt hang
Bon @ialom 1

Blon gia loaa 2

460  =HLOOKTP('B" $E$25F54.2)
460 =HLOOKTUP('B"$B§2:§F$4.2, FALSE)
460 =HLOOEUPC" $B$2:5FE4.2)

sN/A  =HLOOKUP("C" $B$2:$F$4,2, FALSE)
410 =HLOOEUPMG" $BE2-5FE4.3)

sN/A  =HLOOKUP("G" $B$2:5F$4.2, FALSE)
380

=HLOOKUP('M" $E$2:5F54.3)

Cac ham diéu khién
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MON HOC: TIN HOC CO SO

Chuwong 3:
Xw ly bang tinh

B& moén Tin hoc co s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Néi dung =

= Bai 1: Téng quan

= Bai 2: Cac ham co ban

= Bai 3: Binh dang bang tinh
= Bai 4: Ham diéu khién

= Bai 5: Co s¢ dir liéu

= Bai 6: Biéu db

Co so dir liéu 2



MICROSOFT EXCEL

Bai 5.
Co so dir liéu

B6 mén Tin hoc co s¢

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




|

1
2
3.
4

Noi dung chinh | ———

| 2

Mot s6 khai niém co ban
Sap xép di liéu
Loc va tim kiém trén co s& di¥ liéu: AutoFilter

Cac ham thong ké trén co sé di liéu

Co so dir liéu 4



Noi dung chinh " =
1. M6t s6 khai niém co ban

» Vung co so di¥ liéu (Database)

> Vung diéu kién (Criteria)

» \Vung trich dir liéu (Extract)

Co so dir liéu 5



% Ving co’ so dir liéu e —

2
= La vung bang tinh, dwoc xac dinh béi dia chi cua 6
trén trai va 6 dwdi phai.
= Bao gom cac trwdng (field) va mau tin (record):
« Trwdng (twong twng voi mot cdt): biéu thi mét thudc tinh
cua doi twong va cé kiéu dir liéu nhat dinh.
« MAu tin (twong &ng véi mét dong): biéu thi mét dong div
lieu.
Chu y: Dong dau cua ving co s& dir liéu chira céc tén
trwdng, nhivng dong tiép theo chra cac mau tin.

Co so dir liéu 6



% Ving co so dir liéu

= Vidu:

Tieu dé
cOt

010256

9.0

8.5

010367

9.5

7.5

Co s¢ dir liéu




Viung diéu kién

g P

—

La vung cha diéu kién dé tim kiém, gom it

nhat hai dong:

- Dong chia tiéu dé.

« Cac dong con lai chva diéu kién.

Vi du:

—

Toan

Van

/

>=0

> =8

—]

Co so dir liéu

Tiéu dé

Céc diéu
Kién




Vung trich dir liéu

1 LoN
\ﬂ 4
|

= L& ving ch®a cac mau tin cta ving co s& di
liéu thda yéu cau cla vung diéu kién. Ving
trich di¥ liéu c6 dong dau tién chlra cac tiéu dé
cua vung co s¢ dir liéu.

= Vidu:

Tiéu dé

Még tin thda
diéu kién

010256 | N 9.0 8.5

Co so dir liéu 9



% Né6i dung chinh e

1.
2. Sap xép dir liéu
>  Sap xép di liéu theo ndi dung clia mét cot

>  Sap xép di liéu theo ndi dung cla hai hay nhiéu
cOt

Co so dir liéu 10



S Sap xép di¥ liéu theo néi dung mét cot

= Sap xép di¥ liéu theo ndi dung clia mét cot
«  Chon 6 bat ky trong cdt c6 ndi dung can sap xép

«  Nhap chubt chon:

sép xép theo hodc sap xéE theo thir
ther tw tang dan tw giam dan

(& Z - 54 &[Gl 4P 00 - @

» WBEE - DA

Co so dir liéu 11



% Sap xép dir liéu theo néi dung mét cotfF~—=======
j

= Vi du: Sap xép tang dan theo tén.

A E C D E A E C D E
1 STT| Ho | Tén [DiémTB|Kétqua %1 1 STT| Ho | Tén |DiémTB|Kétqua
20 1 |BinhThy  |Ha 73 Bauy 2 2 |L&Hai Anh 5.3 Bau
3| 2 |LéHa Anh 6.3 Day | ===> |3 | 6 |TranNgoc |Béo [N Bau
43 |MowénTan |Phat | 47 | Truot 41 |DichThy  |Ha 13 | Pau
5 4 [NgweénQubc|Thang | 70 | Pau 5|3 |NgwenTan |Phat | 47 | Truot
6 5 [NowénVan Tam | 43 | Trot 6 | 5 |NowénVan Tam | 43 | Truot
76 |TranNgoc |Bao | 77 | Dau 7 4 [MgwenQuéoc|Thang| 70 | Dau

Co so dir liéu 12



d

Sap xép dir liéu theo néi dung nhiéu_c

Sap xép dir liéu theo ndi dung cua hai
hay nhiéu cét

Bude 1: Chon cac cdt ¢o ndi dung can sap xép.

Buworce 2: Data > Sort

Data | Window  Help
‘EJ, T

Filker
I Form...

Subkokals, ..

Co so dir liéu 13



[

d

Chon khoa
thir nhat

[Chon khoa
thir hail

[Chon khoa
thir ba]

Dong dau 1a

tiéu dé cot

(khdng sap
xép)

Lwa chon
cach xép

Sap xép di¥ liéu theo ndi dung nhiéu.c

(%) Asrending
() Descending

(%) Ascending
() Descending

(%) Ascending
() Descending

My data range has

(%) Header row () Mo header row

Sap xép
tang dan

Sap xep
giam dan

opkions. .. | | ] | | Cancel

Co so dir liéu

Khbéng co
dong tiéu
dé cot (sap
Xép ca
dong dau)




[N

=N

Sap xép dir liéu theo néi dung nhiéu cot——===

—

* Vi du: Sap xép tdng dan theo tén, néu tring tén xép
tdng dan theo ho.

A E C D E
1 |STT] Ho | Tén |DiémTB|Kétqua
2 1 |TranThy |Ha 73 | Pau
3| 2 |LEHa Anh 6.3 Bau
4|3 NowénTan |Phat | 47 | Troot
5| 4 INguvén Quic |Ha 10 | Pau
6| 5 |NowénVan |Tam | 43 | Twoot
7| 6 |TranNgoc  |Bdo | 77 | Pau

A B C D 2
1 [STT|  Ho Tén [Diém TB| Két qua
2| 1 |LéHa Amh | 63 | Bau
302 |TranNgoc  (Bdo | 77 | Dau
4 | 3 |Nouyén Qubc |Ha 70 | Pau
5| 4 |TranThy  |Ha 73 | Dau
6| 5 |NouyénTan |Phat | 47 | Truot
716 |Nouyenan |Tam | 43 | Tot




% Né6i dung chinh E .

Loc va tim kiém trén co s& di¥ liéu: AutoFilter

> Wb

Co s¢ di¥ liéu 6



% Céng cu AutofFilter =/

Cong cu AutoFilter
Budéce 1: Nhap vao mot 6 bat ky trong Co sé div liéu.
Buorc 2. Data > Filter > AutoFilter
Budée 3: Nhap chon gia tri trong tirng cot dé 1am diéu
kién loc.

Ghi chu: Bo viéc loc : Data > Filter > Show All

Co so dir liéu 17



% Cdéng cu AutoFilter g
d

—
|

ST~ Ho (-] Tén~] DiémTB (-] Kétqua(~
1 L& Hai Anh g':'rt Ascending BErau
. ort Descending
2 | Tran Mgoc Eao - Eiau
= f
3 |MNguyén audc [Ha (Top 10...) BErau
4 |Tréan Thu Ha  |Lgom) Dau
5 |MNguyénTan |Phat |}: Trorcrt
6 |MNguyénvan |Tam 7.0 Trorcet
L7

« Nhap chudt vao mii tén ta cd danh sach tha xudng:

— All: dé hién lai moi mau tin

— Top 10...: cac gia tri l&n nhat

— Custom...: tw dinh diéu kién loc

— Va cac gia tri cua cbt

Co so dir liéu
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d

A

Noi dung chinh

V. V. V V

[

Cac ham thong ké trén co sé di liéu
Ham DSUM
Ham DCOUNT, DCOUNTA
Ham DAVERAGE
Ham DMAX, DMIN

Co so dir liéu

19



%Ha‘m DSUM 5
= Ham tinh tdng co diéu kién
= Cu phap:
DSUM (Vung CSDL, C&t tinh, Vﬁng_diéu_kién)
= Ham DsSUM tinh tong trén Cét tinh cla

Ving CSDL tai nhitng dong thoa diéu kién trong

Vung diéu kién.

Co so dir liéu 20



% Ham DSUM 4‘

—

= Vidu: Tinh tong Iwong nhirtng ngudi cé sd con

bang 2.

Al B ¢ | D| E |F G
1 |STT| Tén |56 con| Tubi| Lwong
2 1|AN 2l 26 520 3% con
3| 2PHAT 1| 23] 2350 y
4| 3BAO 3| 26] 6RO
5| 4|EHOA 2| 27| 486| |Thng Lwong
6| 5/HA 1| 30| 630 /1526
7| 6|TAM ol 28] 520 /
=DSUM(A1:E7,E1,G2:G3)

=DSUM(A1:E7,5,G2:G3)

=DSUM(A1:E7,’Lvong”’,G2:G3)

Co so dir liéu
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d Ham DCOUNT =
= Ham dém co diéu kién.
= Cu phap
DCOUNT (Ving CSDL, Cét dém, Vung diéu kién)
= Ham DCOUNT dém s0 6 (kiéu sd) trong Cét dém
cia Vung CSDL tai nhitng dong thoa diéu kién
trong Ving diéu kién.

Co so dir liéu 22



%Hém DCOUNT

4'

Vi du: Dém sb ngwodri co sd con bang 2.

=DCOUNT(A1:E7,C1,G2:G3)

=DCOUNT(A1:E7,3,G2:G3)

=DCOUNT(AL1:E7,"S6 con”,G2:G3)

Co so dir liéu

/]

Al B ¢ |D| E |F G
1 |STT| Tén |56 con|Tui|Lwong
2| 1AW 2 26| 520 5% con
3| 2[PHAT 1| 25 250 y
4| 3BAO 3| 26| 680
5| 4|KHOA 2l 27| 486 |DEm sd ngwd
6| 5|HA 1| 300 630 43l
7| 6|TAM 2l 26 520

—

23



d Ham bcounTa 4
= Ham dém co diéu kién.
= Cu phap
DCOUNTA (Ving CSDL, Cét dém, Vung diéu kién)

= Hdm DCOUNTA dém cac & khac trong trong
Cét dém cla Viang CSDL tai nhirng dong thda
diéu kién trong Ving diéu kién.

Co so dir liéu 24



%Hém DCOUNTA

4'

Vi du: Bém s ngudi cé sb con bang 2.

7

=DCOUNTA(AL1:E7,B1,G2:G3)

=DCOUNTA(AL1:E7,2,G2:G3)

=DCOUNTA(AL1:E7,"Tén”,G2:G3)

Co so dir liéu

Al B C | D| E |F G

1 |STT| Tén |55 con| Tudi| Lwong

2 1A 2 26| 520 55 con

3 | 2|PHAT 1| 25| 250 y
4| 3BAOD 3l 26| 630

5| 4|EHOA ol 27| 486 |Dém sb ngwd
6| SHA 1| 300 630 /3l
7 6|TAM 2| 26| az20

25



% Ham DAVERAGE e —

= Ham tinh trung binh c6 diéu kién.
= Cu phap:
DAVERAGE (Ving CSDL, Cét tinh, Vung diéu kién)

= Ham DAVERAGE tinh gia tri trung binh trén
Coét tinh cua Vung CSDL tai nhirng dong thoa
diéu kién trong viing diéu kién.

Co so dir liéu 26



%Hém DAVERAGE

/

—

Vi du: Tinh TB Iwong nhirng nguwdi cd sb con

bang 2.

=DAVERAGE(A1:E7,E1,G2:G3)

=DAVERAGE (A1:E7,5,G2:G3)

A| B ¢ | D| E |F €

1 |STT| Tén |56 con| Tudi| Liwong

2| 1AM 2| 26| 520 S5 con
3| 2|PHAT 1| 25 250

4 | 3BAO 3l 26| 680

5| 4|EHOA 2| 27| 486| |LwongTB
6| 5[HA 1| 300 630 | ;50867
7| 6|TAM 226 520

]

=DAVERAGE(A1:E7,’Luvong’,G2:G3)

Co so dir liéu
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d Ham DmAX -
—
= Ham tim sb I&n nhat cé diéu kién.
= Cu phap:
DMAX (Ving CSDL, Cét tinh, Vung diéu kién)
= Ham DMAX tim gia tri I|&n nhat trong Cét_tinh
clla Viing CSDL tai nhirng dong thda diéu kién
trong Vﬁng_diéu_kién :

Co so dir liéu 28



% Ham DMAX ® R

= Vidu: Tim Lwong cao nhat cla nhirng nguwoi cé
s con bang 2.

Al B C | D| E |F G

1 |STT| Tén |96 con| Tudi| Lwong

i 1| AN 2 26| 520 86 con

3| 2|PHAT 1| 25 250 y,
4 | 3BAOD 3l 26| 630

5| 4|EHOA 2| 27| 486| |LwongMax |
& | 5|HA 1| 30| 630 L 520]
7| 6|TAM 2

26 520 /

=DMAX(A1:E7,E1,G2:G3)

=DMAX (A1:E7,5,G2:G3)

=DMAX(A1:E7,’Lwong’,G2:G3)

Co so dir liéu 29



d Ham DMIN =
—
= Ham tim s6 nhd nhat co diéu kién.
= Cu phap:
DMIN (Ving CSDL, Cét tinh, Vung diéu kién)
= Ham DMIN tim gia tri nho nhat trong Cét_tinh
clla Viing CSDL tai nhirng dong thda diéu kién
trong Vﬁng_diéu_kién :

Co so dir liéu 30



< 3

Vi du: Tim Lwong thap nhat cGia nhirng nguwdi co

Ham DMIN

s con bang 2.

=DMIN(A1:E7,E1,G2:G3)

=DMIN (A1:E7,5,G2:G3)

=DMIN (Al:E7,”Lwvong”,G2:G3)

Co so dir liéu

Al B ¢ | D| E G

1 [STT| Tén |58 con| Tubi| Luong

2| 1AM 2| 26| 520 S5 con

3| 2|PHAT 1| 25 250 y
4| 3BAO 3 26| 680

5 4|KHOA 2 27| 486 |Lwong Min
6| 5|HA 1| 300 630 426
7| 6|TAM 2 26| 520

—

31



MON HOC: TIN HOC CO SO

Chuwong 3.
Xw ly bang tinh

B& moén Tin hoc co s&

‘ Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Néi dung L ——

/

= Bai 1: Téng quan

= Bai 2: Cac ham co ban

= Bai 3: Binh dang bang tinh
= Bai 4: Cac ham diéu khién
= Bai5: Co so dir liéu

= Bai 6: Biéu do

Biéu d6 2



MICROSOFT EXCEL

B& moén Tin hoc co s& ~

—

Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




d Noi dung chinh F cammme

1. Tao biéu d6 moi

2. Chinh sCra biéu do

Biéu do 4



% Néi dung chinh ; .

1. Tao biéu d6 moi
2.

Biéu db .



% Tao biéu do moi

| —

= Pat con trd vao vung di¥ liéu can vé biéu do.

e Vi du: Vé biéu d6 c6 bang di¥ liéu sau:

A

B

.

D

2

BANG THONG KE SAN LUONG HANG XUAT

| 03l

Quy 1

Quy 2

Quy 3

Quy 4

dng san

20

30|

10

2L

Hal San

all

A1)

sl

all

+

]Ch'-.-"l-h'-_l-.'l["-_'-"l—'-

< hoang san

20

20

29

15

Biéu db




Tao biéu do moi e —
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—

% Chon hiéu wng =

= Entrance: quy dinh cach xuat hién cda doi twong
(trwde khi xay ra hiéu ng nay, doi twong chua
xuat hién trén trang).

= Emphasis: giup doi twong dwoc ndi bat hon trén
trang (phong to, thu nho, rung, ...)

= Exit: quy dinh cach ma doi twong sé bién mat trén
trang.

= Motion path: chira quy dao di chuyén cua doi
twong trén trang.
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% Chon huwéng hiéu trng xay ra T .
—
= M6t s hiéu ng khdng thé quy dinh dwoc hwéng
cua hiéu wng xay ra (Flash Bulb, Bold Flash, ...).
= Néu co thé chinh dwoc hwéng cla hiéu trng, chon
vao combo box cua Direction hoac Amount, ... tuy
thudc vao tirng hiéu trng nhwng van nam cling
mot vi tri trén ctra sé Custom Animation.
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g Thay doi thi tw xay ra hiéu ing Jpé
—
= Th tw cac hiéu irng dwoc trinh bay trong clra sb
Custom Animation & 6 I&n nhat (sap xép theo th
tw tl trén xudng dwdi).
= Pé thay doi tht tw xay ra, chon hiéu &ng can thay
dbi roi click cac mai tén thay ddi thir tw xay ra.
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MON HOC: TIN HOC CO SO

Gioi thieu mon hoc

B6 mon Tin hoc co s¢ (f

Trrong Pai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Théng tin




% Gi&i thiéu chung - S

:

= POi twong: Sinh vién nam nhat.
= Thoi gian: 45t LT (15 tuan)+ 30t TH (10 tuan)
= Mén hoc tién quyét: Khéng cé
= Hinh thc kiém tra: LT (4d), TH (34 + 34d)
= Giang vién ly thuyét:
« Pang Binh Phwong dbphuong@fit.hcmus.edu.vn
dang2@vnn.vn
= Giang vién hwédng dan thwe hanh:
* Nguyén Duy Loc ndloc@fit.hcmus.edu.vn

Gi¢i thiéu mén hoc 2
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% Néi dung mén hoc

= Chwong 1. Tin hoc co ban (12 tiét)
1. Téng quan

Gidi thiéu vé may tinh dién té

Don vi do thong tin

Céc thanh phan co ban ciia may tinh dién td
Hé dém

Bang ma

2. Hé diéu hanh Windows

Gidi thiéu mén hoc

Tdng quan vé hé diéu hanh Windows
Hé thong tap tin

Tuy bién mén trwdng lam viéc

Thao tac trén ctra s6 chwong trinh




% Néi dung mén hoc S

= Chwong 1. Tin hoc co ban (tiép theo)
3. Mang may tinh

= Khai niém va céac thanh phan
= Phan loai
= Loiich
= Mang toan cau (Internet)
4. Gidi thiéu mét so trinh ('ng dung théng dung
= M6t sé tién ich trong Windows
= M6t sb6 rng dung quan ly, thao tac trén tap tin
=  ng dung doc van ban Acrobat Reader
= B wng dung van phong Microsoft Office
= M6t s6 (ing dung trén Internet
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% NGi dung mon hoc R ———

= Chwong 2. Soan thao van ban (15 tiét)
1. Téng quan

Gii thiéu vé Microsoft Word

Céc thanh phan trong Microsoft Word

Mot sb thao tac co ban khi soan thdo van ban
B6 go tiéng Viét

2. Dinh dang van ban

Gidi thiéu mén hoc

Gioi thidu chung

Dinh dang ky tw

Binh dang van ban

Dinh dang trang in

Ké khung vién va td mau doan van ban

Panh dau danh sach doan

Tao ngat trang, danh sb trang, tiéu dé trang, dinh dang cot



% Néi dung mén hoc S

/

= Chwong 2. Soan thao van ban (tiép theo)
3. Bang biéu
= Tao bang biéu
= Hiéu chinh bang biéu
= Trinh bay va trang tri bang biéu
4. Do hoa
= Tao dbi twong do hoa
= Hiéu chinh ddi twong do hoa
=  Chén hinh anh vao van ban
» Chir nghé thuat (Word Art)
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% 0i dung mén hoc =
= Chuwong 3. X ly bang tinh (15 tiét)
1. Téng quan
=  Gi&i thiéu vé Excel
= Bang tinh
= Pja chi tham chiéu
= Vung bang tinh
= D liéu
2. Cac ham co bang trong Excel
= Khainiém vé ham
=  Nhém ham sb
=  Nhom ham th&i gian
=  Nhém ham thong ké
=  Nhom ham chuodi
=  Nhom ham luan ly
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% Néi dung mén hoc Jf;_{
= Chwong 3. Xt ly bang tinh (tiép theo)
3. Dinh dang bang tinh
= DPinh dang ban tinh
= Dinh dang d liéu sb
= Inan
4. Nhém ham diéu khién
= NhAm ham diéu kién
=  Nhém ham tim kiém
5. Biéu dé
= Tao biéu d6 maoi
= Chinh stra biéu d6
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% Néi dung mén hoc | ————
= Chwong 4. Thuyét trinh bang may tinh (3 tiét)

1. Téng quan
=  Gidi thiéu vé MS PowerPoint
= M6t s6 thao tac co ban

2. Céc hiéu &rng chuyén déng
= Hiéu ng chuyén trang
= Hiéu &ng cho cac ddi twong

Gi¢i thiéu mén hoc 9



% Tai liéu tham khao R ——

[1] Nguyén Tién Huy, Gido trinh Tin hoc co ban - Microsoft
Windows XP, TTTH _BHKHTN, NXB BDHQG TP.HCM.

[2] Pham Thanh Minh, Giao trinh Tin hoc van phong -
Microsoft Word & PowerPoint 2003, TTTH_DHKHTN,
NXB DHQG TP.HCM.

[3] Pham Thanh Minh, Giao trinh Tin hoc van phong -
Microsoft Excel 2003, TTTH_DHKHTN, NXB DHQG
TP.HCM.

[4] Giao trinh nhap mdén Tin hoc — NXB Giao duc — 1998.
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