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NOi dung
- 1.1. Kién thrc co ban vé may tinh va mang may tinh.
« 1.2. Cac vng dung cua CNTT-TT.

* 1.3. An toan lao déng, bao vé mai trwdng trong rng

dung CNTT-TT.
* 1.4. An toan thong tin khi lam viéc v&i may tinh.

* 1.5. Phap luat trong st dung CNTT



1.1. Kién thirc co’ ban vé may tinh va mang
may tinh.

» 1.1.1. Phan clrng may tinh
+ 1.1.2. Phan mém may tinh
« 1.1.3. Hiéu nang may tinh

- 1.1.4. Mang may tinh va truyén thong



1.1. Kién thirc co’ ban vé may tinh va mang
may tinh.

1.1.1. Phan clrng may tinh:

May tinh ca nhan

Thiét bi cam tay

Céc thuat nglr phan clrng

Céc thanh phan phan ctng.

Thiét bi lwu trv

Thiét bi nhap — xuat

Céc cong théng dung



1.1. Kién thirc co’ ban vé may tinh va mang
may tinh.

1.1.1. Phan clrng may tinh:
» May tinh ca nhan: bao gdom Desktop ( may tinh dé

ban), Laptop—Notebook—Netbook( may tinh xach tay)

» Desktop

 Mac Notebook



1.1. Kién thirc co’ ban vé may tinh va mang
may tinh.

1.1.1. Phan cirng may tinh:

- Thiét bi cam tay: Tablet, Smartphone, Smartwatch, ...




1.1. Kién thirc co’ ban vé may tinh va mang
may tinh.

1.1.1. Phan cyng may tinh (Cac thuat ngir):
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i Thiét bi nhap | Thigt bi xudt i

: (Input) \ (Output) |

e Y. o y
4|‘.»""" -------------------------------------------------------- ""'\‘

1 B& 7 ly trung uding CPU '

(Central Processing Unit) '

|

________________________________________________________ ]

4 v IR

! Khéi digu khién CU | 1 Khdi tinh todn S8 hoc va Logic | |

! (Control Unit) N (Arithmetic Logic Unit) |

' ;N /i

________________________________________________________ i

5 P

*‘I Cac thanh ghi (Registers) : {_.'
e e e e e e e e e e e e e e e e e e e ——
---------------------------------------------------------- %

B nhd ngoai (FDD, HDD, CD/DVD)
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KHOI XU LY TRUNG TAM
(CPU - Center Processing Unit)

La bd phan quan trong nhat va dat tien nhat caa may tinh, chip vi
x ly thworng dwore goi la bé ndo cua may tinh vi cac lénh tw
chwong trinh phan mém va nhap liéu dau vao dwoc tiép nhan va
Xt 1y tai day.

- Pwoc biét dén nhw la bd x& Iy trung tam (CPU)

X Iy théng tin va cau lénh vi tbe dd khac nhau

» Hertz (Hz) do toc dd xung nhip bén trong may
tinh vé tan suat hay sé vong xoay méi giay
* B6 xtr ly 161 kép hay 16i tr c6

chira 2 hay 4 chip vi xt& ly




BO NHO MAY TINH

(MEMORY )

May tinh dwoc phat trién theo hé co’ s6 nhi phan 0 va 1 hay con goi la hé nhi

phan (binary system)

DPéi v&i may tinh dung dé lwu triv thong tin, may tinh nay can cé chip bé nhé

B nhé dwoc do bang don vi bits va bytes

Bit 1a don vi di¥ liéu nhé nhat ma may tinh sir dung

M6t nhém 8 bit tao thanh 1 byte

1 Kilobyte (KB) =
1 Megabyte (MB) =
1 Gigabyte (GB) =
1 Terabyte (TB) =
1 Petabyte (PB) =

1,024 Bytes

1,048,576 Bytes
1,073,741,824 Bytes
1,099,511,627,776 Bytes
1,125,899,906,842,624 Bytes

Toan bd viéc xtr ly div liéu trong may tinh doi hdi viéc sir dung két hop nhiéu byte

M®&i tap tin may tinh st dung c6 kich thuwdc khac nhau

Kich thwéce tap tin dir liéu tang hay giam tuy thuéc vao néi dung lwu triv



BO NHO CHi bOC
(Read Only Memory)

- ROM: 1a mét loai thiét bi lwu trir dung trong may tinh. Khéng giéng nhw RAM,
théng tin trén ROM van dwoc duy tri du nguon dién cap khéng con.

- ROM, theo dung nghia, chi cho phép doc dir liéu tir chiing tuy nhién tat ca cac
loai ROM déu cho phép ghi dir liéu it nhat moét 1an, hodc khi san xuat 1an dau

hodc trong bwéc 1ap trinh. Mt s6 loai ROM cho phép x6a va lap trinh lai nhiéu
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BO NHO TRUY XUAT NGAU NHIEN
(Random Access Memory)
La mét loai bd nh& dién t&r noi may tinh lwu gilr tam thoi ban sao
cac chuwong trinh va dir liéu
RAM c6 dac diém “bdc hoi” (volatile); thong tin mat di khi mat dién
Toc dd dwoc do bang nano giay (ns)

Con dwoc dung trong card hinh anh (graphic card) hoac dung lam bd

nh& dém théng tin givi dén may in
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CAC THIET Bl LUWU TR

« C4ac hé thong lwu triv

- O dia clrng

- O dia quang

- Céc thiét bj lwu trir di ddng
- O dia mang

 Lwu trlr tr xa

,].'ihlmw('('\:;l ‘
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CAC THIET Bl LUWU TR

RAM chi lwu trir thdng tin tam thdi nén may tinh phai lvu cdng viéc
dang lam vao mét thiét bj lwu triv.

Thiét bi lwu trir st dung sé tuy thudc vao dung lwong lwu trir can
thiét cling nhw toc dd truy xuat div liéu hodc tdc dé truyén dir liéu

(data transfer rate).

Céc 6 dia cirng thuworng dwoc dung dé lwu trir, truy xuat phan mém
va dir liéu.

C6 thé dung cac phwong tién lwu trir khac nhw thé nhé hodc dia

quang dé lwu trir ban sao di liéu véi muc dich dw phong va di

e
B

chuyén.
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CAC THIET Bl NHAP XUAT DU LIEU
(Input / output)

Cho phép ngwei dung giao tiép véi may tinh
Co6 ba loai thiét bi nhap/xuat dir liéu:
- GUi thdng tin dén may tinh
+ Hién thi hodc truyén théng tin di t&r may tinh
« Trao dbi thdng tin gitra may tinh vé&i nhau

Thiét bj nhap

- Bat cw thiét bi gi ding dé dwa thong tin
vao may tinh |

Thiet bi xuat

« Bat cr thiét bi nao cé thé hién thi

dwoc théng tin tir may tinh g di.




TIM HIEU CAC THIET Bl NHAP/XUAT
CHUYEN DUNG

* Man hinh cam rng
* Dung but hoac but dién tw dé chon va

kich hoat mét dbi twong

- May anh ky thuat so

« Chup hinh dwéi dang di¥ liéu sbé héa dé chuyén —

tryrc tiép sang may tinh

« Xem hinh théng qua mét day cap dac biét ndi

may chup hinh v&i may tinh hoac Ti vi, hoac

c6 thé in hinh bang may in anh
-« Dung thé nh& dé lwu nhiéu tap tin hon
* Webcam
K&t ndi v&i may tinh, cho phép chup hinh anh

va video va chia sé truc tiép voi ngudi khac
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TIM HIEU CAC THIET B| NHAP/XUAT
CHUYEN DUNG
*  May quét
«  “Chup lai hinh &nh” cia mét déi twong gbc
va chuyén dbi n6 sang dang sbé hoa
«  Phan mém chuyén dung cho may quét quy
dinh mec do chi tiét
- Pau doc ma vach
« Loai may quét dwoc thiét ké dé cat giam

lwong di¥ liéu nhap vao trong cac qua trinh

giao dich hang ngay hoac dé xac nhan san

pham quét hodc doc cac dwdng vach day

méng cling nhw khoang tréng clia cac ma vach
- May choi game hodc Can diéu khién (Joysticks)

- Puoec thiét ké dé dung trong cac trd choi

« Co nhiéu loai can diéu khién
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TIM HIEU CAC THIET Bl NHAP/XUAT
CHUYEN DUNG
- May chiéu
« Két ndi may tinh v&i may chiéu dé hién thij bai
trinh bay trén may tinh, trén moét bé mat nhw
man hinh treo trén twdo'ng hoac ca hai
 May in anh
« In ra nhirng blrc hinh trén loai gidy anh dac biét
« May in do hoa (Plotters)
« May in chuyén dung duoc thiét ké dé in hinh anh
trén khd gidy cuwc lon
- Cac thiét bi dau ra chuyén dung
« Céc thiét bj kiém soat dé quan ly hodc kiém soat
viéc thwce hién tac vu
« Thiét bi hop am (tbng hop giong noi)

« H6 tro nhirng nguwdi khuyét tat
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CAC CONG KET NOI
(/0O PORTS)

Cong song song (Parallel)

Cong noi tiép (Serial)

Cong SCSI (Small Computer System Interface)

Cong MIDI (Musical Instrument Digitized Interface)
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CAC CONG KET NOI

(/0 PORTS)
- Coéng USB (Universal Serial Bus)

« T trai sang phai: micro USB, mini USB, USB chuén loai B va USB chuan loai A
(ca dau cai va duc).

- Céng HDMI ((High-Definition Multimedia Interface)
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CAC CONG KET NOI

(/0 PORTS)

IDE (Itegrated Drive Electronics)

i
’ ol
usy A il
o

SATA (Serial Advanced
Technology Attachment)
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CAC CONG KET NOI
(/0O PORTS)

* Network Connections




1.1. Kién thirc co’ ban vé may tinh va mang
may tinh.

1.1.1. Phan mém may tinh ' is:'
ape
- Gi&i thidu phan m&m may tinh (PMMT) e

» Phan loai phan mém may tinh ffo Microsoft®
- Chtrc nang ctia mai loai O I Ce

CorelDRAW X4
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1.1.1. Phan mém may tinh
La cac chwong trinh dwoe 1ap trinh theo cac yéu cau nhat dinh, phuc vu
gidi quyét cac van dé cho ngwdi dung, bao gém :

Phan mém hé théng

+  Phan mém (ng dung Eﬂ

. A ® Microsoft®
¢ aars w@:& ‘
& ~Ea ( O |C e

CorelDRAW ¥4
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1.1.1. Phan mém may tinh
- Phan mém hé thong: La phan mém gilp diéu khién phan cirng may

tinh, céc thiét bj chuyén dung va la nén cho cac &ng dung khac hoat

dong.

Windows
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1.1.1. Phan mém may tinh
- Phan mém rng dung: La cac phan mém giup nguwoi st dung thuwc
hién cac cong viéc cua minh trén may tinh mot cach hiéu qua, nhanh

chong va dé dang. 77 I\

« Office Software ' i
. I e

« Graphics Software @3 W

Multimedia Software O ff. Microsoft® CorelDRAW X4
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1.1.1. Phan mém may tinh
+  Phan mém mién phi, tra phi
+  Phan mém ma nguén mé
+  Phan mém chia sé

«  Phan mém ban quyén
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1.1. Kién thirc co’ ban vé may tinh va mang
may tinh.

« 1.1.3. Hiéu nang may tinh
«  Toc do bd xiv ly trung tam.
* Dung lwvgng bd nhé
«  Tbc dd 6 cirng

.« Tbc dd mach tang toc do6 hoa.
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1.1. Kién thirc co’ ban vé may tinh va mang
may tinh.

- 1.1.4. Mang may tinh va truyén thong.
«  Mang may tinh la gi?
»  Truyén thdng va cac moi trwdng truyén
«  Mang LAN/MAN/WAN
- CA4c thong s6 do toc dd dworng truyén

- Nha cung céap dich vu Internet.



1.2. Cac trng dung cua CNTT-TT.

- Ung dung cong - kinh doanh: . Céng thong tin dién tu

E-Commerce
E-Banking « COng thong tin dién to

E-Government * Trang thong tin
Tele-working , A g
 Bao dién tu.
Tele-conference

- Lién lac — Truyén théng - Trang cac nhan.
@ - Trang ndi bo.
SMS va IM
VoIP

Social Networking/Forum
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1.3. An toan lao dong, bao vé mai trwéng
trong trng dung CNTT-TT.

« An toan lao déng
« Cac bénh thwdng gap phai khi str dung CNTT.
« CAac tai nan thwong gap.
« Céc bd tri mdi trwdng l1am viéc hiéu qua, an toan.
*  Thuw gian, phong ngtra bénh tat, tai nan.
- Bao vé moi trwong
* Rac thai dién tu.
- Tiét kiém nang lwong

- O nhiém anh sang, tiéng 6n, nhiét do.
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1.4. An toan théng tin khi lam viéc v&i may
tinh.

- Kiém soat tai khoan

- Pat mat khau manh.

Han ché tiét 16 théng tin ca nhan khi trwc tuyén.

« Tranh truy cap, str dung cac trang mang la, déc hai.
* Sw dung twong lra

- Twdng Itra cha hé diéu hanh.

- Phan mém twdng Ira.
 Thwong xuyén sao lwu dw phong dir liéu.

« Sao lwu ra dia cieng ngoai, DVD, USB

e S dung lwu trir dién toan dam may (Google Drive, OneDrive,...)
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1.4. An toan thong tin

- Phan mém déc hai

Virus
Worm
Trojan

Spyware

Adware

« CAac phong chong

Dung Antivirus/Firewalls

Khoéng truy cap, tai cac tap tin, phan mém khéng hiéu ré.
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1.5. Phap luat trong str dung CNTT

- Ban quyeén
- Copyright/License, nhan biét phan mém c6 ban quyén.
- Luat ban quyén phan mém/S& hivu tri tué
- Van dé vi pham ban quyén.
-+ Keéu goi tdn trong ban quyén.

- Bao vé dir liéu
« Thé nao la di¥ liéu can bao vé
« Toén trong di¥ liéu cua ngudi khac

- Luat phap bao vé di¥ liéu ca nhan, t6 chic
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MO DUN 02- S DUNG
MAY TiNH CAN BAN




i dung

2.1. Tim hiéu hé diéu hanh

2.2. Tim hiéu Windows Desktop

2.3. Khéi déng chwong trinh (?!ng dung
2.4. Tim hiéu cac tap tin va thuw muc
2.5. Str dung Recycle Bin

2.6. Tuy bién thiét 1ap hé thong

2.7. Cai dat va g& bo chwong trinh



2.1. Tim hiéu hé diéu hanh

- Hé diéu hanh la gi?

« Xac dinh cac hé diéu hanh khac nhau

- Hé diéu hanh twong tac véi may tinh khac
- Kha nang va han ché cta hé diéu hanh

- C4ac van dé chung lién quan dén hé diéu hanh



2.1. Tim hiéu hé diéu hanh

- Piéu khién twong tac va giao tiép véi ngwei str dung dé:
«  Quan ly thiét bi nhap, thiét bi xuat, va cac thiét bj lwu tri
«  Quan ly cac tap tin dwoc lwu tri trén may tinh va nhan biét cac loai tap tin
- MS-DOS la phan mém dwa trén van ban va yéu cau dong lénh don dé
thwc hién cac chirc nang
- V&ingoai lé cha Unix, tat cd cac may tinh khac st dung hé diéu hanh d hoa nhw
Windows hoac Mac OS
-« Giao dién do hoa ngw®i dung (GUI) cho phép ban sir dung thiét bi tré
dé diém chi va chon cac chirc ning

Nhiéu chirc ndng hodc cac l1énh xuét hién nhw cac nut hodc cac biéu twong dai dién cho
nhiém vu



2.1. Tim hiéu hé diéu hanh

« Hé diéu hanh Windows Vista clia Microsoft.

=




2.1. Tim hiéu hé diéu hanh
« Heé diéu hanh Windows 7 clia Microsoft.

Recycle Bin

=
‘j’ Getting Started

@ Windows Media Center
)

Documents
Calculator

Pictures
Sticky Notes

Music
% Snipping Tool
= Games
"E,J Paint

Computer
% Remote Desktop Connection

Q‘/ Magnifier

* | Solitaire

Control Panel
Devices and Printers
Default Programs

Help and Support
»  AllPrograms

| Search programs and files

e gy SOPM
= 10/26/2009




2.1. Tim hiéu hé diéu hanh
- Hé diéu hanh Mac OS cua Apple

® Finder File Edit View Go Window Help D § = Mon 5:12PM  Q

Macintosh HD

¥ DEVICES
=) Macintosh HD
& ipisk

¥ PLACES

Desktop
& guestl
¥ Documents

¥ SEARCH FOR
- Today
L Yesterday
Past Week Address Book
(& Al Images Application
(@] ANl Movies.
(3] All Documents

Date Modified
14-Feb-08, 6:49 AM
~] Adobe Acrobat 8 Professional 12-May-08, 6:35 PM
OB Adobe Bridge CS3 15-May-08, 11:42 PM™
&l Adobe Device Central CS3 12-May-08, 6:07 PM
3 Adobe Dreamweaver CS3 12-May-08, 6:59 PM
% Adobe Extension Manager 12-May-08, 6:09 PM
@ Adobe Flash CS3 12-May-08, 6:59 PM




2.1. Tim hiéu hé diéu hanh

« Unix
 Phat hanh vao dau nhixrng ndm 1970 b&i cac nha lap trinh cho céc lap trinh vién
«  Duoc thiét ké véi tinh di dong trong tam tri cho s& dung nhiéu va da ngudi dung
« Han ché chinh la né dwoc dwa trén mot dong Iénh kiém soat cac chirc nang
- Rét phé bién v&i cac trwdng dai hoc va cac té chirc khoa hoc, nghién clru

* Linux
- Duwa trén Unix v&i mét giao dién ngudi dung dé hoa

- Dé& dang c6 san va rat phd bién dé s dung v&i cac may chid cao cip va cac nha

phat trién phan mém kinh doanh



2.1. Tim hiéu hé diéu hanh -
185 a@®dE

- Hé diéu hanh cho cac thiét bj di déng e 0o
A > PR
® Sym b I an Store Videos ~ Musicplayer  Search Maps

* Android
« i0S
Windows Phone

« Blackberry OS



Kha ndng & han ché

Lwu tap tin str dung véi tén dai 256 ky tw

«  Néu la may PC, khéng dwoc st dung cac ky hiéu: \?: <>

- Néu la may Mac, ky hiéu : khéng dwoc st dung
C6 thé mé hai hoac nhiéu chwong trinh cung lac
C6 thé tuy chinh hé diéu hanh sé thich cta ban
C6 thé bj han ché trong méi trwdng nhw trerd'ng hoc hodc mang céng ty
C6 thé cai dit cac chwong trinh hodc tai cac hang muc vé tir Internet.
C6 thé bj han ché trong méi trwdng nhw trrd'ng hoc hodc mang céng ty
C6 thé xem néi dung ctuia thw muc & cac bé phan khac nhwng khong thé di
chuyén hodc xéa nhirng tap tin nay
C6 thé tao ban sao cia tap tin vao thw muc cta riéng ban nhwng khéng thé

thay déi nguyén ban
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Cac van dé chung vdi hé diéu hanh

Khéng twong thich giira chwong trinh (rng dung va hé diéu hanh
Néu thiét bi khéng hoat déng, hé diéu hanh khéng thé xac dinh phan cirng

Cac van dé khac cé thé phat sinh tu:

Mat ngudn dién

Tat may tinh khéng chinh xac

Cai d&t phan mém qua nhiéu hoéc cai dat khéng dung cach
Virus

Xung dét gitka phan mém va hé diéu hanh

X6ba céc tap tin hé théng

+  Néu hé théng hién thi cac thong bao 16i hoidc yéu cau ban kh&i dong lai may tinh.

- Heé diéu hanh hoic mét chwong trinh trng dung c6 thé bi 16i sau khi cap nhat

- Néu khéng thé truy cap may tinh, 6 dia, chwong trinh phan mém, tap tin hodc thw muc

cu thé, dé6 1a do dang nhap ID khéng chinh xac, hoac han ché vé mang ldworc thiét l1ap

trén ID cua ban 11



2.2. Tim hiéu Windows & Desktop

Lam thé nao dé bat dau va thoat khai Windows

Man hinh Windows Desktop la gi?

Lam thé ndo dé sir dung nut Start?

Lam thé ndo dé st dung Taskbar?

Lam thé nao dé thao tac cac clra s6?

12



MAN HINH DESKTOP




Man hinh Desktop bao gdm?

Desktop Icons

Desktop

Windows
Sidebar

Start button

Quick Launch
Toolbar

Taskbar

Taskbar
Notification Area

Cac biéu twong tat chwong trinh, thw muc hodc tap tin
thuwdng xuyén mé st dung.

Khu vie lam viéc, noi clra sd, biéu twong, menu va hdp thoai
xuat hién.

Noi cac chwong trinh nhé dwoc goi la tién ich (gadgets)

hién thi

Bat dau chwong trinh, mé tai liéu, tim cac muc, gitp d&, hoac
thoat va tat may tinh.

Céc phim tat kh&i dong chwong trinh, mé tai liéu, hodc mé
thw muc.

Chtra nat Start, vung thong bao trén thanh tac vu, va Quick
Launch hay thanh céng cu khac. Moi chwong trinh mé hoéc
tap tin hién thi nhw mét nat.

Céc biéu twong nhd co thé thdng bao vé tinh trang clia mot
chwong trinh, hodc la mdt con dwdng di tat & mé cac

chwong trinh.
14



S& dung nut Start

Switch user: chuyén phién
nguoi dung khac

Log off: két thic phién ngudi
dung

Lock: khda tam phién nguoi
dung

Restart: khai dong lai may
Sleep: cho may tam thoi
ngung hoat dong

15
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- ’ Getting Started 4
Q Windows Media Center Alex
‘Ej Calculator L
Pictures
% Snipping Tool
Music
Sticky Notes

o Games
Computer

% Remote Desktop Connection
Control Panel

E WordPad >
- Devices and P~

W Magnifier
Q Default I’ jram
f}l/ Snagit 9 Editor

» Al Programs

Switch user
Log off

Hel S
elpa Suppo Lock

Restart

Sleep



Thoat khoi may tinh dung cach

Trang thai * Giam ngudn dién vao may tinh ma khong hoan toan tat né
nguon « Khi khéoi dong lai may tinh va ding nhap, tré lai noi ban roi di
(Power State)

Khéa may « An man hinh lam viéc va thay bing man hinh ding nhap
(Lock) « Pé tr ve, chon tai khoan ngudi dung cta ban

Cac tuy chon e Switch User: Chuyén sang tai khoan khac ma khong can dang xuat
tat may khoi tai khoan hién tai
(Shut Down

: * Log Off: Pong tat ca cac muc, thoat khdi tai khoan hién hanh, va tré
Options

vé man hinh dang nhap

Lock: An man hinh [am viéc phia sau man hinh déng nhap

Restart: Bong lai tat ca cac muc dang mé va khoi dong lai may tinh

Sleep: D1 vao trang thai tiéu thu it dién nang hon ma khong bi mét
nhiing gi trén man hinh

Hibernate: Luu lai nhitng gi cé trén man hinh lam viéc va sau dé tat
may tinh dé khong ti€u thu dién, khi kho1 dong lai may tinh va dang
nhap, man hinh lam viéc tr¢ lai noi ma ban da roi di

* Shut Down: Béng lai tat ca cac myc dang mo va tat may tinh



Thoat khoi may tinh dang cach

* Ludn luén cho phép Windows hoan thanh quad trinh tit (Shut Down) hodc
khai dong lai (Restart) dung cach
* Kich hoat lai trudc khi Windows hoan thanh cac qua trinh cé thé lam
cho cac tap tin bi hdng va két qua trong thdng bao 16i
» Chuong trinh va cau hinh Power Options cé thé cho phép mdy tinh di vao
ché d6 ngt (Sleep) hay ché db chd (Standby)

* Man hinh hodc dia clng tat sau mot khodng thoi gian duoc thiét 1ap
trudc

* Néu mat dién xay ra trong khi & trang thai nay, bat ky thong tin nao
chua duoc lwu sé bi mat

* Dé trd lai binh thudng, di chuyén chudt hodc nhan phim

S dung khi ban mudn roi khoi may tinh nhung khong st dung no
trong khoang thoi gian twong doi dai

e S dung Hibernation d& déng may tinh xach tay va mang né dén mdt noi
khac
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Khai dong lai may tinh

=aRcn X

% Windows Task Manager

Pé hién thi trinh quan Iy tdc vu (Task Manager), ||fe opton vex ‘I-““”dml Help | —
k) n , , Applications | processes | Services | Performance | Networking | Users
st dung mot trong cac cach sau: )
Task Status

° N hé N(Ctrl) +(Alt) HDelete), hay (Ctrl) + (Shift)+ (Esc) Eﬁgzltf:;;;-\ﬂmrdpad 23::::3
sau do nhap Start Task Manager

* Nhap chubt phai vao thanh tac vy
va nhap chon Task Manager

S& dung dé chuyén ddi cac chuong

trinh, bat dau chuong trinh, kiém tra
chuong trinh dang chay va tinh trang, —
hoac dong chuong trinh moét cach an

Processes: 46 CPU Usage: 2% Physical Memory: 40%

toan néu co su cd xay ra

Néu Task Manager khong dap tng hoac dong cac ng dung mot cach
thich hap, s& can phai bAm td hop phim dé khai dong lai mdy tinh

Pé kich hoat trinh don Start, st dung Restart tir Shut Down

18



St dung thanh tac vu (Taskbar)

Start button MNotification area

23:07
14/01/2010

-

Quick Launch icons Taskbar Clock

& Recycle Bin
o Unpin this program from taskbar




Xem mot clra sd dién hinh

Khi m& Computer (bang thao tac Double Click hodc Right Click/Open
trén biéu tuong cta no)

Crganize = System peroperties Unanstall or change 8 program
; 4 Hard Digk Drives (1)
“ Favorites - PO
ocal Disk (C:
Bl Desktop o :
§ Downloads w 139 GB free of 148 GB

2. Recent Places 4 Devices with Removable Starage (1)

S Libracies $ DVD RW Drive (D)
LB Documents

o Music
= Pictures
B videcs

52, Homegroup

1% Computer

€M Network

AMMALGAMWINT -PC Workgroup: WORKGROUP Memony: 200 GB
Processor: Intei(R) Core(TM)2 CPUL.. 20




Xem xét mét clra sb dién hinh

Back / Forward

Title Bar

Command Bar

Address Bar

Search box

Control buttons

Favorite Links

Navigation Pane

Contents Pane

Details Pane

Diéu hudng gitta cac ché dd xem khac nhau cua céc tap tin va thu muc.
Hién thi tén cta tinh nang hoac chuong trinh rng dung dang hoat dong.
Chura cac 1énh dé t6 chure, xem, hoac bao vé dir li€u cua ban.

Nhap vao tén thu muyc trong duong dan dé di dén thu muc d6, hoac nhap vao
mili tén d€ xem cac muc trong cung mot thu muc.

Nhap ti€u chi dé tim kiém cac tap tin hoac thu muc.

=1 thu ctra s6 thanh nit trén thanh tic vu, /@ hién thi cira s6 day da man hinh,
khoi piac lai kich thudce trude khi t61 da hoa, Emdong ctra so.

Hién thi cac thu muc hodc dia diém thuong duoc str dung dudi dang cac lién
két.

Hién thi danh sich cac thu muc va 6 dia ban c6 thé truy cap dé xem

noi dung.

Hién thi ndi dung cho thu muc hodc 6 dia trong khung Navigation.

Hién thi cac thudc tinh hodc cac chi tiét cho tap tin hoac cac thu muc trong
khung Contents.
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Di chuyén mét clra s6

e Di chuyén con trd chudt & bat ki noi nao trén thanh tiéu dé va kéo dén vi
tri mai
* Véi ban phim, nhan - dé kich hoat biéu tuwong diéu khién
1. Nhdn(@Jdé chon Iénh Move va nhan
2. S dung cac phim mi tén dé di chuyén clra s6
dén vi tri mdi va nhan (Enter Jé thoat khaoi hanh dong
e Chi cé thé di chuyén ctra sd khi khdng & ché dd day da man hinh (full
screen)

Bestore
Mowve
Size

-  Minimize

o Maximize

x Close Alt+F4

22



Thay d6i kich thudc mét clra s6

e D3t con trd chudt & bat ki vi tri nao trén canh clra s6 va kéo dén
kich thuwdc mong mudn

 Pé thay déi cung Iuc kich thudc theo chiéu ngang va chiéu doc,
dat con tro chudt & bat ki géc nao cula ctra s, va sau dé déen kich

thudc mong mudn cho cira s6

|, . , . (Alt) (Spacebar ) . .2 Y
* V@i ban phim, nhan— + de kich hoat bieéu tuong dicu

khién
1.Nhan @) dé chon Size va nhan

2. St dung cac phim mi tén cho canh can thay déi, nhan phim
do cho dén khi ctra s6 dat kich thudc mong muon, va sau do
nhan (Enter) dé thoat khoi hanh dong

* Can lap lai diéu nay di vdi mdi canh can thay déi kich thudc
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S& dung cac thanh cudn (Scroll Bars)

* Néu clra s qua nhd dé hién thj tat ca cac ndi dung, cac
thanh cudn xuat hién trén canh bén phai hoac & canh day

o

‘ : ‘ Scroll Box

\ 4
. 4 L) F

24



2.3. Khai dong chuong trinh i'ng dung

Khoi dong mot chuong trinh &ng dung

Di chuyén gitta cac chuong trinh &ng dung dang ma&

Khéi dong mot ng dung s dung |[énh Run

Truy cap tro giup truc tuyén
 Tim hiéu man hinh trg gitp

e Xac dinh phién ban Windows
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Khai ddng chuong trinh ('ng dung

* Cach chung nhat dé khai dong chuong trinh 1a s& dung
All Programs

* C6 thé chon biéu tugng tat cho chu’dng trinh &*ng dung
trén man hinh nén hodc thanh cong cu Quick Launch

* Trong qua trinh cai dat chuwong trinh, cd thé cd tuy chon
dé dat tap tin trong thu muc Startup, diéu nay cé nghia
|3 chuong trinh ty déng thuc thi moi khi ban khéi dong

Windows

* Moi chuong trinh rng dung chira tdp hop cac biéu
tuong diéu khién dé quan ly chuong trinh ¢ng dung
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Lam viéc v&i nhiéu chuong trinh ¢ng dung

(Working with Multiple Windows)

e Con duaoc goi la da nhiém (multitasking)

e M&i chuong trinh ban m& xuat hién trong clra s6 cla nd

e C6 thé di chuyén tir mdt chuang trinh nay sang mot
chuong trinh khac bang cach nhap vao nut phu hgp trén

thanh tac vu

e Nhap@ +@hodc@D+Eadé chuyén gitta cac chuong

trinh hién hanh trén thanh tac vu

* Cling cd thé nhan @+@ dé hién thj clra s6 thu nhd vai
cac biéu tvong dai dién cho moi chuong trinh dang mo

27
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S& dung Iénh Run

e Co thé can khadi dong chuong trinh ma khong can dugc cai dat va
khong co trong trinh don Start

e C& thé truy cap chuaong trinh bang Iénh Run

e Pé kich hoat Iénh Run, st dung mdt trong cac cach sau:
« Nhap Start, g&: run vao truong tim kiém, va nhan
» Nhap Start, All Programs, Accessories, Run
* Nhan (@

=7 Run (3]

Type the name of a program, folder, decurnent, or Internet
rescurce, and Windows will cpen it for you.

g

Open: A

@ This task will be created with administrative privileges.

QK Cancel ] ’ Browse...
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S& dung tro gitp va ho tro trén Windows

» Hé thong tra gilp truc tuyén rong rai tuc tirng budc, hién thj cac
thd tuc, dinh nghta cac thuat nglt va cac siéu lién két dén cac chu
dé lién quan

* Tro giUp trén trang web cd san cho viéc hd trg truc tuyén nhiéu
hon thong qua Internet

 Pé kich hoat trg gitp (Help), s dung mdt trong cac cach:

* Lua chon Help and Support tu Start
* Nhan
« Nhap @ (Help) trong bat ki hdp thoai nao.

 Clra sO trg giup va ho trg trén Windows chira thanh diéu hudéng va
cong cu tim kiém, cling nhu cac lién két dén cac ngudn tai nguyén
da dang
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2.4. Tim hiéu tap tin va thu muc

* MOt tap tin hoac thu muc trén may tinh la gi?

 Lam thé nao dé nhan biét mdt tap tin hodc thu muc trén
may tinh

* Lam thé nao dé nhan ra cac 6 dia cd san

* Lua chon cac tap tin hoac thu muc

* Di chuyén va sao chép cac tap tin hodc thu muc

* Thay ddi ché d6 xem cho cdc 6 dia, tap tin hodc thu muc

* Lam thé nao dé tao, tuy chinh, hodc thay déi thudc tinh cla
thu muc

* POi tén cac tap tin hodc thu muc
* Xem tap tin hoac cac thudc tinh thu muc

 Tim kiém cac tap tin
30
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Tim hiéu vé cac tap tin va thu muc

e Tap tin chuong trinh (Application File)

* Bao gdm cac hudng dan rat chi tiét cho bo vi x Iy nhirng cdng viéc
can thuc hién

 Luwu tr? trong thu muc chuong trinh nam trong thu muc Program
Files

e Tap tin dit liéu (Data File)
* Chra thong tin dugc nhap vao va lvu trong &ng dung
* Tap tin hé thdng (System File)

 Chtra hudng dan chi tiét cho bd vi x Iy nhirng cdng viéc can thuc
hién, chung la mot phan cda hé diéu hanh

e T4t ca cdc file cd biéu twong bao gdm céc biéu tunne rija
chuong trinh cé lién quan o Cj
QUTLOOK DEEp:;t;nEtent winhlp32
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Tim hiéu vé cac tap tin va thu muc
 Thu muc Ia noi chira cdc chuong trinh va tap tin va la phuong thirc td

4 Ml Desktop

chirc thong tin
* Thé hién bang biéu tvong mau vang trong gidng nhu ‘Hém;:;::;
thu muc tap tin -] Deskiop
X ’ A X 2 7 oA P4 JEJ Documents
* Cau trac phan cap chi ra cé bao nhiéu cap, . i ABC Company
noi cac thu muc ton tai N
« Puoc biét dén nhu duwong dan gitp ban néu rd 16 trinh (E] Financials at Jul 31
] Proposal - Aug 31

chinh xac dé lam theo dé di dén duoc vi tri cta tap tin
 Khéng cd gidi han vé noi ban Ivu trit tap tin, hodc sé lugng thu muc tao
ra
 Khéng cé phuong thirc chinh xac dé thiét Iap hé théng tap tin
 Thuc hién theo tiéu chuan cla céng ty hodc tao ra cac co cdu hap ly cho ban va
nhirng ngudi khac cung chia sé may tinh
« Néu dit liéu rat quan trong, ban can phai cé ban sao lwu hodc ban sao
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Tim hiéu vé cic tap tin va thu muc

D& bat dau lam viéc vdi cac tap tin va thu muc, st dung mdt trong
cac cach sau:

Nhap Start, Computer
Nhap Start, Accessories, Windows Explorer

Nhap Start, g& vao: expl trong hop Search, nhap Windows
Explorer

Nhap dup chudt vao biéu twong Computer trén Windows
Desktop

Nhap chuot phai vao nut Start va nhap Explore
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Tim hiéu vé cac tap tin va thu muc

* Muc dugc luu trong vi tri nay

=] ™
j ol . Biéu tuong thu nho ¢ goc trén bén trai dai dién cho chuong

Email Pictures

policies trinh can thiét dé xem hodac stra doi tai licu

* Vin ban bén dudi biéu tuong la tén tap tin hoac
thu muc

* Néu x6a biéu tuong, ban x0a tap tin hoac thu muc thuc té.

 Mii tén nhé & goc dudi bén trai dai dién cho biéu tuong tat

C @ (shortcut) dén vi tri muc luu
et TR L Ny x6a bicu tuong, chi xda shortcut, khong xda tap tin
thuc té.
- Biéu twong tat (Shortcut) dén tap tin chwong trinh tng dung
@L: - Néu xda biéu tuong, chi x6a cac shortcut, khdong xda tap tin

Adobe

thyc té bat dau chuong trinh.
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Thay déi tuy chon cho thu muc

(Folder Options)

 Thay ddi giao dién trinh bay thu muc bang cach thay déi cac thudc tinh
e Co thé thay doi ché do xem cla cdc thu muc va cac tip tin hodc hién thi

cac loai tap tin

e Chon thu muc va trén thanh chL'r,a
| va sau do nhap
Folder and Search Options

* Tasks: chi dinh cho du dé hién thi
khung chi tiét va xem trudc (Preview)
» Browse folders: Chi dinh moi thu muc
sé& md ra trong cung mot clra so,
hoac clra s6 khac nhau

lénh, nhapk]

Organize™>

e Click items as follows: Cung cap

tuy chon cac nhap don hodc nhap dup

dé m& cac muc

35

Folder Options

General | View |Search

Tasks
(@ Show preview and fiters
() Use Windows classic folders
Browse folders
=| @ Open each folderin the same window
() Open each folderin its own window
Click tems as follows
= (7 Single-click to open an item {point to select)
ﬂ Underline icon titles consistent with my browser
@ Underdine icon titles only when | paint at them
@ Double-click to open an item (single-click to select)

How do | change folder options?

[ ok || Cancel Apply




Thay ddi ché dd hién thi

P& hién thi cac tap tin va thu muc & cac ché doé khac nhau

» Pé lva chon ché db hién thi, s dung mot trong cac cach:
* Trén thanh chira Iénh, nhap vao mii tén cla [EEEE

* Nhap chudt phai vao vung trong cla khung ndi dung va chon View

» Trén thanh cha Iénh, nhap a8 13n lvot di qua cac ché do xem
khac nhau

 S&r dung tiéu dé cot dé sap xép ndi dung hodc thao tac xem
thém
P& diéu chinh do réng cla cot, kéo dudng thang ding & bén phai
cla cot va kéo dé lam cho cot hep hon hoac rong hon.

« D& sap xép ndi dung theo kiéu muc, nhip vao loai tiéu dé cot (Type
column heading)
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Thay ddi ché dd hién thi
* Extra Large Icons
* Cho thay la biéu twong rat I6n
 Tén tap tin va thu muc hién thi dudi day biéu tuong

Name Date modified Type Size Tags

Jane Martinez
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Thay d6i ché dé hién thi

* Large Icons

* Hién thj cdc tap tin va thu muc nhu cac biéu tuong 1én
* H{ru ich cho viéc xem trudce cac tap tin hinh anh

—
Name

Date modified Type Size Tags
| _ h
1! )
General Jane Martinez Misc Slide Shows Worksheets Annual Sales
Documents Report
A | [/'/ | L . A / | S
~ X= X fx-. (t-. =c|
~S o H =H &H 5H =)
i s s o
Awards Budget 2009 Car Expenses - Computer Sales Department Exemplary
Personal Budget Customer Servi...

38



Thay d6i ché dé hién thi
* Medium Icons
* Hién thj cac tap tin va thu muc vdi tén dudi day biéu tuong
* H{tu ich cho tdng quan vé cac thu muc hay tip tin trong mot

Vi tri
Name Date modified Type Size Tags
J L ] ] ] = il il
General lane Misc Slide Shows Worksheets Annual 5ales Awards Budget 2008 Car Expenses
Documents  Martinez Report - Personal
e | = | I —| —|
E= = (< (] n  IE [ =
Computer Departrnent  Exemplary  History of  IC3 Web 5ite Letterto  Letter to Joan logo Minutes of
Sales Budget Custom...  theInternet Henry ... Woods Sales Me...
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Thay ddi ché dé hién thi
* Small lcons
 Danh sach cac tap tin va thu muc véi tén hién thi bén phai
* Sap xép theo th( tu bang chit cai trong nhiéu cot tir trdi sang

phai
Nar‘neﬁ Date medified Type Size Tags

. General Documents . Jane Martinez

. Misc . Slide Shows

. Worksheets Il_!'ﬂ,ihnnl_lal Sales Report
] Awards b5 Budget 2009
i_ﬂ'_)ll:ar Expenses - Personal @Cnmputer Sales
@Department Budget 'lﬂ Exemplary Custorner Service (draft)
] History of the Internet | |IC3 Web Site
@Leﬁertn Henry Warburn @LmertDJDan Woods
e=|logo Il_1’|jf\.-“lir1l_|’cna5 of Sales Meeting
9] Mews with RSS ¢ RapidTyping_Setup_2.9
|| 5ales and Revenue Report IEﬂf:-;:nanu:ling Trends
IIﬂhl‘»."'."atnar Presentation IlE’ﬂ"r’aru:l Sale
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Thay d6i ché dd hién thi

* List

Namej Date modified Type
* Hién thi ndi dung cua thu e
muc nhu danh sach cac tén | Misc
s s - R > . Slide Shows
trudc cac biéu tuong nho Worksheets
~ ’ R s A - @:ﬂ.ﬂﬂum Sales Report
* Hitu ich dé quét ndi dung Wavards
Cho Céc tép tln %Egrdgf;jr?gi-%rsnnal

i3] Computer Sales

i3] Department Budget
IIﬂE:cler’m;Jlarj,.r Customer Service (draft)
IE_IJHis,turj,.r of the Internet

_ IC3 Web Site

B91] L etter to Henry Warburn
] | etter to Joan Woods

= logo

] Minutes of Sales Meeting
1] Mews with RSS

& RapidTyping_Setup_2.9
|| 5ales and Revenue Report
II_iﬂfa;:nanciing Trends

ks Water Presentation

4] Yard Sale
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Thay d6i ché dd hién thi

* Details
* Danh sach ndi dung cua
thu muc mao vdi thong
tin chi tiét
* Co thé thiét |1ap cac tap
tin hién thj theo nhdm

Mame

, General Documents
J Jane Martinez
) Misc
J Slide Shows
| Worksheets
i8] Annual Sales Report

IEﬂﬁ'@.ﬂ«'aru:ls
i5] Budget 2009

II_iﬂkfar Expenses - Personal

i3] Computer 5ales
i3] Department Budget

i¢l] Exemplary Customer S...
lﬂ_ﬂ History of the Internet
i8] | etter to Henry Warburn
| etter to Joan Woods
= logo
II_!ﬂr'-.ﬂinutvas, of Sales Meeti...

IC3 Web Site

¥ Mews with RSS

¢ RapidTyping_Setup_2.9
| Sales and Revenue Rep...

i3 Spending Trends
IIlﬂ‘v.".fatvar Presentation
II_!ﬂ"r’aru:l Sale
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Date modified

8/12/2009 216 PM
8/12/2009 215 PM
8/12/2009 217 PM
8/12/2009 217 PM
8/12/2009 216 PM
5/12/2009 12:52 PM
6,/2/2008 11:09 AM
5/15/2009 1:18 PM
5/15/2009 1:25 PM
5/15/2009 1:04 PM
5/15/2009 1:05 PM
5/15/2009 2:50 PM
6,/2/2008 11:08 AM
5/15/2009 2:51 PM
5/14/2009 3:44 PM
5/15/200912:41 PM
5/15/20091:32 PM
5/28/2009 11:49 AM
5/12/2009 1:41 PM
7/8/200912:35 PM
5/12/20091:35 PM
5/15/2009 12:52 PM
5/12/2009 1:30 PM
5/12/2009 1:09 PM

Type

File Folder

File Folder

File Folder

File Folder

File Folder
Microsoft Office ...
Rich Text Format

Microsoft Office E...
Microsoft Office E...
Microsoft Office E...
Microsoft Office E...
Microsoft Office P...

Microsoft Office ...
Text Document
Microsoft Office ...
Microsoft Office ...
JPEG Image
Microsoft Office ...
Microsoft Office ...
Application

Text Document

Microsoft Office E...
Microsoft Office P...

Microsoft Office ...

Size

15 KB
32 KB
14 KB
14 KB
16 KB
14 KB
48 KB
26 KB

1KE
45 KB
27T KB
22 KB
20 KB
18 KB

1,962 KB

1KB
15 KB

144 KB

19 KB



Thay d6i ché dd hién thi

* Tiles
* Hién thj cdc tap tin va thu muc vdi tén tap tin bén phai cla

biéu twong

 Dinh dang va kich thudc tap tin cling hién thi

Namej Date modified Type

General Documents
File Folder

Slide Shows
File Folder

Awards
Rich Text Format
31.2 KB

Computer Sales

152 KB

History of the Internet
Microsoft Office Word 97 -
26.0 KB

Letter to Joan Woods
Microsoft Office Word 97 -
26.5 KB

Mews with RSS
Microsoft Office Word Docu...
171 KB

e Spending Trends
— :-EI Microsoft Office Excel Work...
= 14.2 KB

Microsoft Office Excel Worl...

Size Tags
h lane Martinez
;I File Folder

File Folder

- Budget 2009
2 Microsoft Office Excel Work...
Ij‘l 13.5 KB

:T;-. Department Budget
= Microsoft Office Excel Work...
fi‘l 131 KB

IC3 Web Site
Text Document
305 bytes

) Worksheets

logo

~gia-| JPEG Image

21.5KB

6 RapidTyping_Setup_2.9

Water Presentation
li Microsoft Office PowerPoin...
3] 143 kB

Misc
File Folder

Annual Sales Report
146 KB

— Car Expenses - Personal
Microsoft Office Excel Work...

=1
-l 133 KB

"—ll Exemplary Customer Service
3L | (draft)
‘= | Microsoft Office PowerPoin...
oz Letter to Henry Warburn
= ;—TI Microsoft Office Word Docu...
—| 476 KB

['7:. g Minutes of Sales Meeting
= = Microsoft Office Word Docu...
194 KB

1= Sales and Revenue Report
Text Document
220 bytes

['_' g Yard Sale
= Microsoft Office Word Docu...
18.7 KB

Microsoft Office Word Docu...
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Xem phan mé& réng cla tap tin (File
Extensions)

* Thiét 1ap méc dinh trong Windows |3 an Folder Options ==
phan m& rong tap tin Ven [ Searc
* Biéu tuwong bén trai cla tén tap tin 13 16 FD'dEWiEWSYDucanapphrthe view (such as Details or lcons) that
nhéc nhc’f tFUC quan CCJa chu’dng trinh you are using for this folder to all folders of this type.
phén mém dé md | ApplytoFolders | | Reset Folders
* Hién thj cdc phan m& rong hiru ich Advenced s
* Dé hién thj cdc phan m& rong tap tin, ') vy s cons.never thumbrats =
trén thanh chira 1énh nhap cessanhap D o e ot
Folder and Search Options va sau do trén ] ey rorvm o prs L
tab View, trong danh sach Advanced || Disiay the full path n the tle bar (Casic folders o)
settings , bd chon Hide extensions for © Dot how Fiddenfla and flder
known file types | = T
* Cactap tin quan trong chang han nhu
cac tap tin hé thong an dé ngan ngua

chung khoi bi xda hodc thay doi vé tinh Ok || Cance || Aooty |
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Chon tap tin hoac thu muc

» Pé chon mdt tap tin hodc thu muc, trd dén tap tin hodc thu muc

« Pé chon tat ca cac tap tin va thu muc, hdy nhap vaok BElERd va nhan Select
All, hodc nhan € + (&)

« Pé chon nhiéu tap tin hoac thu muc lién t|ep nhau, tro dén tap tin hoac thu
muc dau tién, nhan (Erf) |, va sau dé tro dén tap tin hodc thuv muc cudi trong
danh sach

« P& chon cdc tap tin bang cach s dung phuong phap Lasso, tré vao bén phai
cUa tap tin hodc thu muc dau tién, kéo chudt dé chon phan con lai cda tap
tin hoac thu muc

 Pé chon nhiéu tap tin hoac thu muc khéng lién tlep nhau, tré vao tap tin
hodc thu muc dau tién, nhan €, va sau dé trd vao ting tap tin hoac thu
muc

* Néu can thay doi bat ky mot phan cda lura chon st dung G hogc €l dé
thém hodc bd chon cac phan cu thé lua chon

« Dé bd chon lya chon cla bat ky tap tin hodc thu muc, nhap chudt di khoi
ohan chon lua
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Sao chép va di chuyén tip tin hodc thu muc

* Pé sao chép mét tap tin hodc thu muc, chon cac tip tin hodc
thu muc va sau d6 si* dung mot trong cac cach sau:

* Nhap pasa , chon Copy, di dén vi tri mdi va nhip LEEsa, chon
Paste

* Nhan + . di dén vi tri mdi va nhan Ct) + (V)
* Nhap chuét phai dé lva chon va nhap Copy, di dén vi tri méi, nhap
chudt phai va nhap Paste
 Néu sao chép cac tip tin tr mot 6 dia khac, Windows s& tu
déng tao ban sao lva chon khi ban kéo chon dén vi tri mai

» Néu sao chép cac tap tin trong cung mot & dia, nhan khi ban kéo
tap tin hoac thu muc vao vi tri mai
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Sao chép tap tin hoac thu muc

* Khi Windows sao chep cactap tin = —
tL\’r VI trl’ ban déu Sang VI trl’ mdl) Sé There is already a file with the same name in this location.
kiém tra cdc tap tin khac véi cung | “7

A N . : -)Copyand.Rellplace o _ - -
te n tO n ta I Repjici:re f|:;;2;:: destination folder with the file you are copying:

lego (C:h\Users\jmartinez\Desktop\7300 Student Data)
Size: 21.5 KB

¢ Néu Véyl théng diép tuang tu Date medified: 5/15/2009 1:32 PM
nhu man hinh bén phai sé xuat | s oontcon

Mo files will be changed. Leave this file in the destination folder:

A
h vz logojpg
I e n lego (ChUsers\jmartinez\Desktop\Jane Martinez)
Size: 21.5 KB

Date modified: 5/15/2008 1:32 PM

* Ludn kiém tra xem tap tin mdi
dugc sao chép trén tap tin hién cd | il miitma oo

* Co thé gilr cho ca hai ban sao

va dé cho Windows tao ra s &
cuOi tén tap tin dé chi ra ban
sao chep
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Di chuyén tap tin hodc thu muc

* Di chuyén vat ly tip tin hodc thu muc vao vi tri diém dén
* T4t ca ndi dung trong thu muc dé duoc di chuyén
* Sau khi lwa chon céc tép tin hodc thu muc dé di chuyén, st
dung mot trong cac cach sau:
* Nhap chon Cut; di chuyén dén vi tri mdi va nhap
bk Recditeal chon Paste
* Nhan +XJ, di chuyén dén vi tri mdi va nhanC +
* Nhap chudt phai dé lia chon va nhap Cut, di dén vj tri
mai, nhap chudt phai va nhap Paste
* Kéo tép tin hodc thu muc dugc lya chon dén vi tri mai
trén cung mot 6 dia
* Néu & dTa khéc nhau, Windows s& tu dong sao chép
lua chon, tru khi ban nhan khi ban keo
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Péi tén tap tin hodc thu muc
3 Annual Sales ReportEE?

Dong mau den t6 xung quanh tén cé nghia la

ché dd chinh stra (Edit mode) dugc kich hoat |

Kich hoat Edit mode
» Nhan(F2) kich hoat Edit mode, hodc nhdn mdt 1an vao bén trong lua chon
Ghi nhé gidi han cho cac quy udc dat tén tap tin hoac thu muc

* H3y rat can than khong dé doi tén cac tap tin hoac thu muc chuong trinh va dam
bao ban tiép tuc gitt nguyén phan mé réng cho tap tin

Pé kich hoat Rename bang cach nhip chudt don:
+ Trd vao tap tin hodc thu muc dé chon né va sau d6 nhan
 Kich chuét phai vao tap tin hodc thu muc va sau d6 nhap Rename
Dé kich hoat Rename bang cach nhip dup chuét:
» Nhép vao tap tin hodc thu muc dé chon nd, va sau dé nhan

« Nhép vao tap tin hodc thu muc dé chon no, va sau dé nhap chudt mot 1an trong
tap tin hoac tén thu muc

* Kich chudt phai vao tap tin hodc thu muc va sau d6 nhap chudt Rename
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Xem cac thudc tinh tap tin hoac thu muc

 M&bi tap tin hodc thu muc cd thudc tinh dé xac dinh kich
thudc, thoi diém tao ra, stta ddi cudi cung, hodc truy cap lan
cuoi

* S0 lwgng céc tab xuat hién khi xem céc thudc tinh cho tap tin
hgéc thu muc phu thudc vao thu muc va loai tap tin, hoac két
ndi mang va cac quyén truy cip

* P& hién thj cic thudc tinh cho tip tin hodc thu muc:

* Chon tap tin hoac thu muc, sau do trén thanh chia Iénh,

nhap [ kiizadva chon Properties

* Kich chudt phai vao tap tin hoac thu muc va sau do chon
Properties
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Xem cac thuoc tinh thu muc

| 7300 Student Data Properties ==
General | Sharing I Security I Previous Versions | Customize |
| 7300 Student Data
Type: File Folder
Location: CUserstjmartinez Desktop
Size: 434 KB (496,473 bytes)
Size on disk: 520 KB (532 480 bytes)
Contains: 18 Files, 4 Folders
Created: Today, May 28, 2009, 4 hours ago
Attributes: Read-only (Only applies to files in folder)
[] Hidden [ Advanced. .. ]
QK ] [ Cancel Apphy

[ ]
.,

General
* Hién thij loai thu muc, vi tri, kich thudc, noi
dung, ngay thang, va cac thudc tinh.
Sharing
e Chia sé thu muc vdi nhirng nguoi khac trén
mang.
Security
 Cho thay nhi*tng ngudi cd quyén truy cap
vao thu muc nay va loai quyén duoc giao.
Previous Versions
* Hién thi cac ban sao cla tap tin dwoc tao ra
bdi Windows la mot phan cla diém khoi
phuc.
Customize

¢ Lua chon hodc thay ddi céc tuy chon thu
muc xuat hién nhu thé nao.
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Xem cac thubc t

= 1

¥.] Department Budget Properties

zeneral |SECIJI'if)" I Details | Previous Versions

ﬁ:' D Bud
i epartment Budget

Atributes: [[]Readonty []

Type offile:  Microsoft Office BExcel Worksheset (=)
Opens with:  [fag, Microsoft Office Excel

Location: C:hUserstmartinezDesldop 7300 Student Data
Size: 13.1 KB (13,498 bytes)
Size on disk:  16.0 KB (16,384 bytes)

Created: Today, May 28, 2009, 4 hours ago
Modified: Friday, May 15, 2009, 1:.05:42 PM
Accessed: Today, May 28, 2009, 4 hours ago

Hidden

oK

] [ Cancel

inh tap tin hoac thu muc

* General
* Hién thij loai tap tin, vj tri, kich thudc, ngay
tao ra, ngay cuoi cung stra doi, ngay truy
cap lan cudi, va cac thudc tinh nhu chi doc
hoac an.

* Security
. Hilén thi nhitng ngudi cd quyén truy cap
den tap tin nay.

* Details
* Hién thi danh sach cac thdng tin chung vé
tap tin.

* Previous Versions

* Hién thi cac ban sao cla tap tin dvoc tao ra
bdi Windows sao lvu la mot phan cda diém
khoi phuc.
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Tim kiém tap tin

* C6 thé tim kiém cdac tip tin hodc thu muc trong 6 dia

hodc thu muc khac nhau bang céch s dung cac tiéu chi

cuthe

» Pé kich hoat tinh nang tim kiém, s&r dung mét trong cac

cach sau:

* Nhap tiéu chi tim kiém trong | Search

* Pdi vdi cac tiéu chi cu thé, ddm bao con trd vao 6 Search va

Y

nhan @D + Exe) dé hién thj thanh céng cu tim kiém nang cao

(== =S

@uv| 4 » Search Results in Indexed Locations

-4 ]l

o) |

[ Show onty: [AIL] E-mail D

DDDDDD

usic  Other

Advanced Search(v) |

. Nhap vao nut tim kiém nang cao (Advanced Search) dé hién

thi cac 6 cho tiéu chi tim kiém

| Show only: E-mail  Documen t  Picture

Music

Other

Location |g Indexed Locations

h |

|Date v| |an}r

Size (KE) |an
Include non-indexed, hidden,

x| 572042009
y 7

and system files (might be slow)
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ed Search( |

Mame Specify name

Tags

Authors

Add a tag
Add an aut

hor




2.5. S dung Recycle Bin

X0a cac tap tin hoac thu muc <

Recycle Bin la gi? »

Khoi phuc nhirng file tw Recycle Bin

Lam rong Recycle Bin

Xac dinh cdc van dé pho bién vdi céc tap tin truy cap
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Tim hiéu Recycle Bin

* Khu vuc lvu trir tam thoi cho cac tap tin va thu muc ban xoa
tur dia cirng dia phuong cuc bd

* Cac taB tin va thu muc bi x6a tu dia bén ngoai hoac C 6 dia
mang bi xda vinh vién va khong thé duoc khoéi phuc

* Truy cap cac biéu tuwong trén desktop hodc trong Windows
Explorer B
3 f':’-
- -
* Néu ‘may tinh dung chung, Recycle Bin la riéng biét cho moi

nguoi dung

* DEé xo0d vinh vién tap tin va bd qua Recycle Bin, nhan
trong khi x0a cac tap tin hoac thu muc
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X0da cac tap tin va thu muc

* Néu khdng con can cac tip tin hodc thu muc, hodc dé tiét
kiém khong gian dia

* Ludn ludn kiém tra ndi dung ctia thu muc trudce khi xéa toan
bo thu muc
* Rat quan trong néu thu muc trén 6 dia mang hodc 6 dia
bén ngoai
* Pé xda cac tap tin hodc thu muc, chon tap tin hodc thu muc
va sau do:
* Nhap va chon Delete
* Nhan
* Nhap chudt phai va chon Delete
* Kéo muc can xda vao Recycle Bin
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Khoi phuc mot tap tin hoac thu muc
* C4 thé khéi phuc lai tip tin hodc thu muc d3 xda vé vi tri ban
dau
* Chi cé thé khéi phuc lai toan bd thu muc va ndi dung cla
no
* Pé khéi phuc tap tin hodc thuw muc tir Recycle Bin, st dung
mot trong cac cach sau:

* Chon tap tin hodc thu muc dé duagc phuc hoi, va sau dd
nhan EEEEEEEES

* Dé khdi phuc nhiéu tap tin hodc thu muc, chon céc tap
tin hoac thu muc thich hop, va sau do nhap

« Pé khoi phuc lai tat cd cac muc, nhip EEEssics
* Kich chudt phai vao tap tin hoac thu muc duoc lua chon
va sau do nhap Restore
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Lam réng Recycle Bin

e Tap tin d3 xda van con cho dén khi ban 1am rdng né hodc nd
bi day
o Néu day, Windows sé& tu ddng xda tap tin va thu muc c
dé giai phong khong gian du cho cac muc mdi
* Khi tap tin hoac thu muc bj xoa khoi Recycle Bin, nghia la x6a
vinh vién
 Pé lam réng Recycle Bin:
* Trén thanh ch&a I1énh, nhap
* Nhap chubt phai trong ctra sd Recycle Bin va chon Empty
Recycle Bin
* hap chudt phai trén biéu tuong Recycle Bin trong
Desktop va chon Empty Recycle Bin




Xac dinh cac vin dé chung vdi cac tip tin

S dung quy wdc dat tén tiéu chuan khi lvu cac tap tin, dam bdo mdi tén
tap tin la duy nhat va khong ghi de |én bat ky tap tin

 Tuan thu tiéu chuan quan ly tap tin thiét 1ap dé nhitng ngudi khac cé
thé tim thay cac tap tin va thu muc mot cach dé dang

 Hay can than khong dé thay ddi phan md rong tap tin va gd phan md
rong tap tin mot cach chinh xac

 Khi ddi tén tap tin, hdy nhd cac ky tv ma ban khdng thé sir dung
* Khi di chuyén cac tap tin, hay can than dé lva chon tap tin thich hop

* Khi st dung thiét bj lvu trit di ddng, sao chép tir 6 dia cirng sang thiét bi
lwu trir

 Ludn ludbn xda cdc tap tin vao Recycle Bin néu ban cd thé can chung sau
nay

 Can than doc bat ky thdng bao 16i Windows s& hién thj vé cdc tap tin
trudc khi dong thong bao

* Giup xac dinh nhitng gi cé thé gay ra van dé vdi truy cap tap tin dé
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Xac dinh cac vin dé chung vdi cac tip tin

« Néu thdng bdo 16i cho thaykhéng gian 6 dia cirng cla ban dang thap:

* X0a cac tap tin di liéu ban khong can hodc st dung, sau d6 g8 bd cai
dat chuong trinh &'ng dung khong s&r dung

 Hay rat can than khi s dung mat khau vdi cac tap tin bi mat hodc nhay
cam

e Néu khdng thé sira doi tap tin, tap tin cd thé d3 duoc thiét 1ap chi doc

« Néu thong bao 16i cho thay tép tin cé thé bi hong, hdy thir ma tap tin
trén may tinh khac dé xem néu cd thé 13p lai théng bdo

 Hay rat can than khi lam viéc vdi cac tap tin an va thay doi trd lai trang
thdi an mot khi ban d3 hoan thanh cac hanh dong can thiét

e Néu Windows khdng thé tim thiy chuong trinh ty dong chap nhan hoic
ma tap tin, thwong cho thay ban khéng cé6 phan mém thich hop

 Ludn ludn kiém tra vdi su ho tro ki thuat bat c khi nao khdng chic chan
nhirng gi dang xay ra trén hé thong vai cac tap tin, hoac khéng thé truy
cap cac tap tin
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2.6. Tuy bién cac thiét 1ap hé théng
* Control Panel la g
 Thay doi, tuy bién man hinh nén may tinh
* Thay doi ngay hodc thoi gian
* Thay ddi hodc tuy bién cdc cai dat chudt
* Thay ddi hodc tuy bién cdc thiét bj da phuong tién

* Lam viéc vdi may in dugc cai dat trén hé thong cla ban
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St dung Control Panel

Khu vuc truy cap cdc tinh nang dé cai dat hodc tuy chinh cai dat
thiét bi

Pé truy cap Control Panel, s dung mot trong cac cach sau:
* Nhép Start, chon Control Panel

 Trong Explorer, nhap Computer trong khung Folders, sau dé nhap
trén thanh chra [énh

 Trong Explorer, nhdp Control Panel trong khung Folders

H3y chac chan ban hoan toan hiéu nhu’ng gl moi tuy chon cd thé
lam va khi ban ¢ thé mudn st dung né trudce khi th bat ky thay
déi nao

* Ghi lai cac thiét |ap ban dau trudce khi thuc hién thay déi dé quay vé vdi nhitng
thay doi khong lam viéc
Mot sb tinh nang co thé anh hudng dén may tinh lam viéc nhu thé
nao, va co thé bj ngrng hoat dong va khéng hién thi trong Control
Panel
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Man hinh Control Panel dang chi muc
Adjust your computer's settings Viewby: Category ~

User Accounts and Family Safety

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

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

Find and fix problems o
Appearance and Personalization

~ Network and Internet Change the theme
M View network status and tasks Change desktop background
Choose homegroup and sharing options Adjust screen resolution

Hardware and Sound
View devices and printers

Clock, Language, and Region
Add a language

Add a device i Change input methods
Adjust cemmenly used mobility settings Change date, time, or number formats
Programs Ease of Access

Uninstall a program Let Windows suggest settings

Optimize visual display
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Man hinh Control Panel dang biéu tuong |8n

Adjust your computer’s settings

? Action Center

@f Color Management

’-‘;!!é Devices and Printers

Flash Player (32-bif)

m Intel(R) Graphics and
Media

@ Location Settings

. Performance Information
and Tools

& Recovery

E% Storage Spaces

% User Accounts

B Windows Update

g Add features to Windows § Administrative Tools

@! Credential Manager

!-' Display
Folder Options

@ Intel ® Rapid Storage
Technology

\? Mouse

gf Personalization
a Region
@ Sync Center

EE Windows 7 File Recovery

|a11' Date and Time

@ Ease of Access Center

h Fonts

/=] Internet Options

tl- Network and Sharing
-’2 Center

Phone and Modem

2
% RemoteApp and Desktop

Connections
[;%' System

ﬂ Windows Defender
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@ AutoPlay

@ Default Programs

% Family Safety
Q% HomeGroup

& Keyboard

Notification Area Icons
o

Viewby: Largeicons ©

Category

‘ [ | Large icons

Smallicons

““& BitLocker Drive Enc

g Device Manager

|;é File History

a% Indexing Options

ﬁ Language

/ Pen and Touch

m Programs and Features
@ Speech Recognition

@ Troubleshooting

@ Windows Mobility Center




S& dung Control Panel

System and
Maintenance

Security

Network and
Internet

Hardware and
Sound

Programs

Mobile PC

Duy tri tinh toan ven hé thong va thuc hién sao
lvu A liéu.

Cac tuy chon bao mat.

Thiét 1ap hodc thay ddi cach hé thdng két ndi
mang hoac Internet, va chia sé tap tin vadi nhirng
nguoi khac.

Thiét |ap hodc stra d6i cdc muc phan cing.

Truy cap cac tac vu quan ly hé thong.
Quan ly may tinh xach tay.
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S& dung Control Panel

User Accounts

Appearance and
Personalization

Clock, Language,
and Region

Ease of Access

Additional Options

Thiét 1ap may tinh duoc st dung badi nhiéu
hon mot nguoi.

Tuy chinh man hinh v&i bao vé man hinh,
hinh nén may tinh, va tuvong tu.

Thay doi ngay, thai gian, tién té, hodc so dé
phan anh cac tiéu chuan theo khu vuc hodc
cac ngon ngir.

Thay doi kha nang truy cap thong sb

K/ thuat.

Thiét 1ap hodc stra d6i cac yéu cau cho phan
mém duoc cai dat trén mdy tinh cda ban.
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\ 2 R .
Tuy chinh hién thi Desktop
 Pé thay doi lua chon hién thi, s& dung mdt trong cac céch:
« Nhéap Start, Control Panel, Appearance and Personalization,

Personalization
 Nhap chubt phai, chon Personalize, nhap hién thi tuy chon dé thay doi

 Né&u trong Classic View, nhap Personalization

Change the visuals and sounds on your computer

Click 3 theme to change the desktop background, window ceoler, sounds, and screen saver all at once,

> |

My Themes (1)

il

Unsaved Theme

Savetheme  Get more themes online
Aero Themes (7)
o~ . Y .
Mo’ x
3 'S
Desktop Background Window Color Sounds Screen Saver
Windows 7 Basic Windows Default None 67

Harmony




Thay d6i ngay va thoi gian

 Thai gian hién tai hién thj trong vung théng bao
e Di chudt trén thdi gian dé xem screen tip v&i ngay hién tai

* Ngay va thoi gian thiét 1ap duoc lay tir dong ho hoat dong
bang pin bén trong may tinh

« D& xem ngay va thoi gian hién tai, nhap vao thdi gian trong

vung thong bao Friday, May 29, 2009

4 May, 2009 *

S5u Mo Tu We Th Fr 5a
26 27 28 29 30 1 2 |
34 5 6 7 8 9 |-
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 E29730

31 1 2 3 4 5 6 Ce—
1:01:22 PM

Change date and time settings...
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Thay d6i ngay va thdi gian

.+ Date and Time (==

« Dé thay doi ngay va thdi gian,
st dung mot trong cac cach sau:

« Nhip Start, Control Panel, Clock,

Date and Time |nddiﬁonal Clocks | Internet Time

Date:
Friday, May 29, 2009

Language, and Region, chon Date

and Time or Set the time and date ) —
* Néutrong Classic View, nhap Start, | @rewomeomeeess

CO ntrO| Panel[ Date and Time Daylight Saving Time ends on Sunday, November 01, 2009 at 2:00 AM. The

clock is set to go back 1 hour at this time.

* Nhan vao thdi gian trong vUNg thONE | wremmsmeoesstseoes aengeoccr
ba’o’ nhép Change date and How do I set the clock and time zone?
time settings

Ok ] [ Cancel

Thay ddi thoi gian hién tai va ngay thang,

hoac mui gio.

Hién thi dong hd cho céc khu vuc bd sung trong khu vuc
thong bao.

Date and Time

Additional Clocks

Internet Time Dong bo hoa thai gian vai thai gian hién thi cho Internet.
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Tuy chinh Chudt

* C4 thé tuy chinh cac tinh ndng cho 7 Mouse Propeties —

A Buttong | Pointers |F‘oirrterOptior15|Wheel|Hardware|
ChUOt Scheme
e Tuy chon sé& khac nhau dua trén logi || [Vindessdeobsenschene N
A v o« A . 2 \ e v -_Sa\re As.. Delete
chuot hoac thiét bi tro cai dat
Customize:
* Dé thay doi cac thiét Idp chudt, st dung || EEEENIENNEN -
mOt trong cac cach sau: o Seec g i‘

Working In Background L\\,.:"’t

 Nhap Start, Control Panel,
Hardware and Sound, Mouse N n

* Nhap chubt phai trén desktop va T e
chon Personalize, Mouse Pointers

Busy O

OK || cancel || pohy

* Néu s dung may tinh xach tay ma

khong cd chubt, cd thé co thém tab
dé tuy chinh touchpad

70



Tuy chinh ban phim

» C6 thé tuy chinh ban phim dé
phu hop vai nhu cau

 Pé tuy chinh ban phim, bam vao
Start, Control Panel, Hardware
and Sound, Keyboard
* Loai va sO lvong cac lya chon
c6 thé khdc nhau tuy thuodc
vao loai cua ban phim duoc
cai dat
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= Keyboard Properties

Speed | Hardware

Character repeat

1 Repeat delay:
-
Long |_J

Repeat rate:

" Slow

Click here and hold down a key to test repeat rate:

Cursor blink rate

I Mone |_J

Short

|_J Fast

Fast




Thay d6i 4m luvong (Volume)

* Néu hé théng cé card 4m thanh va cé loa nbi, biéu

tuong xuat hién trong ving théng béo 3
e Chi vao biéu tugng dé hién thj mdt man hinh
cho thdy mirc d6 am lwong hién tailE s
R LR A 2 A ; N R
* Dé hién thi cua s6 am lvong, kich vao biéu tuvong - |

 Pé diéu chinh am lvang khi choi &m thanh hoac tat
bat c&* am thanh, k|ch vao biéu tuvong va keo thanh

truot 1én hodc xubng
» Dé thay doi hodc thiét Iap cac tuy chon, & &
bam vao biéu twvgng va nhan Mixer ™

Volume: 100
Speakers
Realtek High Definition Audio

wawawa
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Thay ddi 4m luong (Volume)

* Di dén tinh ndng Sound trong

& Sound

vung Hardware and Sound cua AT r—

CO nt rol Pa n el dé tu y C h -I, n h Ca, C select a playback device below to modify its settings:

thiét bi loa, didu chinh mitc am | [B, 70 o
lvong hodc cac tuy chon loa
khac

* Tuy thudc vao loai microphone,
st dung tab Recording dé thiét
|ap lam thé nao dé ghi lai &m

thanh trén may tinh

» Trong Sounds tab, c6 thé ap o] [ ores

dung 4m thanh cho mot sb su
kién cua Windows
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Tim hiéu may in

« Chuong trinh phan mém hodc Windows s& gtri tai liéu dé in & ché
do nén, do do ban co thé tiep tuc lam viéc

* Sau khi g tai liéu dé in, s dung hang doi in dé kiém tra tinh
trang in an tai liéu hoac hdy bd yéu cau in

« D& xem mady in cd san,

nhap Start, Control Panel,
va bén dudi Hardware and .
Sound, nhap Printer B oecumers

B Pictures

More »

Folders

Control Panel
Additional Options

P Clack, Language, and Region
'@' Ease of Access
#7 Hardware and Seund

[md AutoPlay

&l personalization

% Power Options

& Printers

By, Appearance and Personalizatio

b

u@v|.‘1 < Hardware and Sound » Printers

7
Mame Docurmen ts

% Adobe PDF
Fax

W Spare Printer

NIE e

T

Status

% Xerox WorkCentre 7655

%- ;eac:
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Tim hiéu mdy in

« May in vdi kiém tra danh dau 1a may in mac dinh, dé thay déi:
« Chon may in va sau d6 trén thanh chia 1énh, nhén &«‘ Setasdefalt
* Kich chudt phai vao mdy in va sau dé nhip chudt Set as Default Printer

« P& xem nhitng gi cé trong hang dai in: - . —
« Chon mady in va sau dé trén thanh I1énh, nhan ;""M—tsml
* Nhip vao mdy in dé xem trang thai

* CO thé thém may in st dung huwéng dan vdi man hinh cho moi
budc can thiet dé thém may in mai

« M&i mdy in hai khac nhau dé kiém tra cac tinh n3ng cla méy in:
« Chon mady in va sau dé trén thanh chra Iénh, nhan
* Nhap chubt phai vao may in va nhan Printing Preferences
* Nhéap chu6t phai vao mdy in va nhan Properties

[t SEIECT printing prererences |
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2.7. Cai dat va gd cai dat Chuong Trinh

* Lam thé nao dé cai dat mot chuong trinh mai ?
* Phailam gi néu chuong trinh khdong hoat dong ?
* Lam thé nao dé g& bo cai dat mot chuong trinh ?
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Tai sao chuong trinh khong hoat déng?

Néu khodng thé cai dat hodc tai vé chuong trinh, cd thé khéng cd
quyén voi tai khoan nguoi dung cuda ban

Néu cé quyén, nhung dirng lai cai dat va hién thi thong bao 16i, cd
thé co mot so loai [6i hoac hu hai cho chuong trinh sao chép

Néu si dung ban sao luu va cai dat khéng bat dau duac, hay thi
cai dat tu cac phuong tién ban dau

Cai dat cling c6 thé that bai vdi cac xung dot phan cling
Xung d6t phan mém cling 1a ly do rat phd bién dé cai dat bj Ii

Néu cai dat thanh cong nhung ban khéng thé truy cip cac tap tin
hién co trong chuong trinh mdi, kiém tra xem chuong trinh mai cé
cac cong cu dé chuyén doi cac tap tin tir dinh dang trudc dé vao
chuong trinh mai

Néu phan mém cai dat da thanh cdng nhung cd van dé khi xem

cac phan khdc nhau cla chuong trinh, kiém tra yéu cau hé thong
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GO bo cai dat mot chuong trinh
- - Uninstall/Change

e Ludn gd bd cai dat chuong trinh tr hé thong khi khdng con duaoc
st dung
e Ludn ludn s dung Uninstall a program trong Control Panel, sau dé
chon
« Khong chixda cac tap tin chuong trinh bang cach s dung
Explorer
 Théng tin ciu hinh can phai dugc diéu chinh trong Windows
Registry
* Cé thé dan dén cac van dé vdi cac chuong trinh phan mém
khac, néu cai dat lai, hoac néu nang cap |én phién ban mai
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NOi dung

3.1. Téng quan vé van ban, x Iy & soan thao van ban
3.2. St dung Microsoft Word 2010

3.3. Dinh dang van ban

3.4. Bua cac ddi tuong khac vao van ban

3.5. Két xuat va phan phdi van ban

3.6. Soan thong diép & van ban hanh chinh



3.1. Tdng quan vé van ban, x ly, soan thao van ban
e Vanbanlagi?
e Taisaocan x ly van ban?

e Soan thao van ban trén may tinh cd thé si dung nhitng
cong cu goi la Text Edittor: Notepad, Wordpad, Microsoft
Word, Writer,...



3.1. Tdng quan vé van ban, x ly, soan thao van ban

e DEé nhap ngdn nglr tiéng Viét, ta can cai dat cac chuong

trinh ho tro: Unikey, Vietkey, Vietspell,

Vietkey 2007 - Licensed to You [ 1 license ]@

Kifugh | oo

Tiéng Viét
& Telex

G ban phim
(& TiéngViet
" Tiéngbnh

€ TigngDik
€ Tigna Mo

" Vni

~—— Ban phimcén gb

v
v

r
-
-

e‘ Help x Exit

Everywhere

Vigtleeyy 2007 s

@ Pang Minh Tudn - http:\\vietkey.net PowerfU]l

Simple

.
I Bd daukiéu cli (da, be, ly)

[~ B dau ngay sau nguyén &m
v B4 dauty do

ﬁ Ontop

4l

"l

TaskBar

S5 UniKey 4.2 RC4

Bidu khign
Bang ma: Unicode w ‘t‘f Béng
Kiéu gﬁ: WML F3 -

e @ Kétthic
Phim chuyén: (®) CTAL + SHIFT (AT +Z

4f Thunhd

Tay chon khac
Cho phép g6 tw do Bt kigm tra chinh ti
[J o4t ddu oa, uy (thay vi da, Gy) T ddng khdi phuc phim véi tir sai

[] Luén =i dung clipkoard cho unicode [] Hi&n théng béo phan hdi

Tiy chon gi tét H& thing
[ cho phép of tat (] Bt hdi thoai nay khi khii ddng
[]cho phép gi tat ca khi tat tiéng Viét Khii d6ng ciing Windows

Bang g 5 Vietnamese interface

@ Hwéng dén Théng tin Wéc dinh



3.1. Tdng quan vé van ban, x ly, soan thao van ban

e COratnhiéu bang m3
hd tro gd tiéng Viét,
thong dung nhat hién
nay la Unicode va VNI

Windows

55 UniKey 4.2 RC4

Biéu khién

Bang ma:
Kigu gii:

Phim chuyén:

Tl chon khac
Cho phép go t

[t ddu oa, uy

[] Luén =& dung

Tily chon gi tét
[Jcho phép gi t

Unicode

TCWNI (ABC)
VNI Windows
VIQR
“ietnamese locale CP 1258
Unicode td hop
UTF-2 Literal
NCR Decimal
NCR Hex
Unicode C String
XUTF-2

VISCI

VRS

BK HCM 2

BK HCH 1
Vietware X

[]cho phép gi t

Bang gi tat..

@ Hwéng dén

@‘ Bang

@ Ketthic

4p Thu nhd

tra chinh ta
khdi phuc phim vivi tir 2ai

ng bac phan hii

ji thoai nay khi khai ding

I%ﬁﬂ g clng Windows

Thdng tin

Vietnamese interface

WMac dinh



3.1. Tdng quan vé van ban, x ly, soan thao van ban

Luu y:

e MOoi bang m3 ho tro theo
Font (kiéu ch{t riéng).

e Unicode: Arial, Calibri,

Tahoma, ..

e VNI: VNI-Times,

VNI-Ariston,...

T UniKey 4.2 RC4

Biéu khién

Bang mé: Unicode w / Bing
T o
TR TCVN3 (ABC) § Kétthic
. VNI Windows
Phim chuyeén: VIR
Vietnamese locale CP 1258 4p Thu nhd

Tl chon khac

Cho phép go t
[t ddu oa, uy
[] Luén =& dung

Unicode td hop
UTF-2 Literal
NCR Decimal
MNCR Hex
Unicode C String
XUTF-2

WISCI

tra chinh ta
khdi phuc phim vivi tir 2ai

ng bac phan hii

WVPS
. . . |BKHCM2
Tuy chon go tat BK HCM 1
[]cho phép gi t| Vietware X ji thoai nay khi khéi ding
[]cho phép gi t:ﬂ'ﬂiﬁ}_&—!ﬂ—-——@-—dﬁng cing Windows
R Vietnamese interface
@ Hwéng dén Thdng tin WMac dinh



3.1. Tdng quan vé van ban, x ly, soan thao van ban

T UniKey 4.2 RC4

CS nhiéubangmavaclingcd  oenin

Bang mé: Unicode i o/ Ding
Ok . 2 ~N A °* A oz .
nhiéu kiéu go, tuy nhién hién <Euos  [um ‘] B @ Kétmic
Prim oy e 2
. ’ e R A A 42p Thu nhd
tai co 2 kiéu thong dung nhat VioR
. . Microsoft
Tiry chon khac | Tw dinh nghia
Ié c Cho phép gb tr do B4t kiém tra chinh ta
L[]
Bidt dau oa, uy (thay vi oa, dy) | Ty ddng khdi phuc phim v tir sai
L] ‘
[ Ludin =i dung clipboard cho unicode [ Hién théng bao phén hdi
o Telex
Tiy chon gi tét Hé thing
[ ]che phép gi tat [] Bat hdi thoai nay khi khivi ddng
°® VN| [ ] Cho phép g tit ca khi tit tiéng Vigt [«] Khii ddng cling Windows
IS Vietnamese interface

Luu y: kiéu gd 3nh hudng bai

@ Hwéng dén Thadng tin WMéc dinh

kiéu chr.



3.1. Tdng quan vé van ban, x ly, soan thao van ban

Dé gb tiéng Viét theo kiéu Telex vdi
Unikey, ta phai thuc hién:

e Kiém tra biéu tugng Unikey tai

Notification Bar Notification Bar

e Chon kiéu gb la Telex, con tuy theo

G5 UniKey 4.2 RC4

kiéu chir s& chon bang m3 13

Biéu khién

Unicode hay VNI Windows. sangma: |Unieode v v o
Kigu gé: Talex | I & <étmic
e VD: bang ma Unicode, kiéu gd Pimchyle: @ctiLesueT  OAT+2 & Mo rong
Te|ex % Hwéng dén Thing tin Méac dinh



3.1. Tdng quan vé van ban, x ly, soan thao van ban

Cach gb tiéng Viét theo kiéu Telex

dd ee (o]0

aw ow uw dd S f r X j

e Vidu: Mudn gd “ Cdng hoa xa hdi cht nghia Viét Nam” thi ta

sé g0 “Coojng hofa xax hooji chur nghixa VieejtNam”



3.1. Tdng quan vé van ban, x ly, soan thao van ban

Céch gb tiéng Viét theo kiéu VNI

ab eb 06 o/ u’/ a8 2 3 4 5

e Vidu: Mudn gd “ Cdng hoa xa hdi cht nghia Viét Nam” thi ta
sé gd “Cob5ng hoa2 xa4 ho65i chu3 nghida Vie65t Nam”

10



3.2. S dung Microsoft Word

Microsoft Word

 Lacong cu dung dé soan thao van ban thong MICROSOFT
dung nhat hién nay. Mdi nhat dang duoc st dung WORD
3 Word 2016 2010

Khai dong Microsoft Word bang cach

e Cach 1: Start = All Programs > Microsoft Office
2010 > Microsoft Office Word 2010

e (Cach 2: Run = winword

e (Cach 3: Double Click icon trén Desktop m

Microsoft Word
200

11



3.2. S dung Microsoft Word

e Insert Page Layout References Mailings Review

Docament I arosort Wmd‘ﬁ
[~

“ AN A LT eTe (EE 4 . & Find -
- pags) [ KA (% ECECF EE T wmcer| aamce AaBbC ammvce AAB esece o A | Feslec
= “ac
Pasti of Foamt i U vabe x, X | fiyr %~ A E =E :gv Qv & TNormal | TMNo Spaci.. Heading1 Heading 2 Title Subtitle  Subtle Em... |- Eg:gsgf Iy select
Clipboard L Fant ] Paragraph [ Styles ] Editing
NN -
E i 2 T LA T ——— N N N N O -\-14-|‘15‘|-2\-|-]_?-|-1.s-\
Thanh Menu o
rY

dang Ribbons

VUNG SOAN
THAO

Thanh trang thai

N\

Thanh thwéc
Ruler

Thanh truot
(Scroll bar)

Man hinh Word 2010

: (Status bar) :
1_ (Z/ Il | » '
Page: 10f 1 | Words: 0 | English (US) | [Eogz= wmEc—0—@

12



3.2. S dung Microsoft Word

References

Kailings Review Wiew

Home Insert Page Layout
= save
Available Templates
Bl save As
ES Open A fa¥ Home
Caf Close
Info
Fecent Blank Blog post
document
Print
Share
Help Agendas Loward

certificates

= Add-Ins ~
[z Options

E Exit

Invoices

Invitaticns

Recent

Iy templates

Mew from

Sample
termplates templates existing
|5E-E.'I'-_'|“'| Office.com for templates

Dy

)

5

i)

Brochures Business Calendars
cards
e
Forms Gift

certificates

2 =
= o
= =
Labels Lists

Tao mdi van ban

Contracts

=)
2

Greeting
cards

Memos

o+

13



3.2. S dung Microsoft Word

D& md modt van ban:
* Cach 1: File 2 Open

e Cach 2: Ctrl+ 0O

* Cdch 3: Double Click truc tiép vao tap ‘

tin van ban. VD: Tailieu.docx

14



3.2. S dung Microsoft Word

DPé lvu modt van ban:

C1: Nhan Menu File, chon Save.

C2: Phim tat dé luu tai liéu la Ctrl+S
Néu file tai liéu nay trudc dé chua
duoc luu 1an nao, Word sé duoc yéu
cau dat tén file va chon noi luu.

Pé Iuu tai liéu vdi tén khac (hay dinh
dang khéc), nhan Menu File, chon

Save As (phim tat F12).

15



3.2. S dung Microsoft Word

Luru mac dinh theo chuong trinh

CG: General H Customize how documents are saved.
Display
7z Proofing Save documents
/N \¥) .
. d dinh
M uon I\/IS Wor 2010 mac | n [ Save l Save files in this format: ‘Word Document (*.doc hd
Language 5ave AutoRecover infory Word Document (*.dacy

lwu vOI dmh da e cua MS Word Advanced Keep the last Auto R| "1 Macra-Enabled Document {*.dacm)

Ward 97-2003 Document {*.dad)
AutoRecover file location:

) ) Ward Template {*.dotx]
2003, nhanM Fil h e pRen Defauit file location: | Word Macro-Enabled Template (*.dotm)

) n a n e n U I e, C O n Quick Accass Toolbar Word 97-2003 Template [*.dot)
. Offline editing options for d Single File Web Page (*.mht, *.mhtml}
Add-Ins Web Page {*.htm, = html]

WO I’d OpthﬂS dé m(’j hép thoal Save checked-out files to: (] Web Page, Filtered {*.htm, *html}

Trust Center (O The server drafts lacq Rich Text Format [*.rtf]
(%) The Dffice Documen| Plain Text (*.txd]

Word Options. Trong khung bén e st oction: [ "ord ML Document

Ward 2003 XML Document {*.xml}
OpenDocument Text {*.odt]

trai, chon Save. Tai muc Save preserve Pl when sarif ores 5 -3 Documen ups

files in this format, chon Word
97-2003 Document (*.doc).
Nhan OK.

16



3.2. S dung Microsoft Word

Giam thiéu kha ning mat dir liéu khi chwong trinh bj dong bat ngo
» Dé dé phong trudng hop treo mdy, clp dién lam mat di liéu, nén bat tinh

nang sao luu ty dong theo chu ky. Nhan Menu File, Word Options, chon

Save
Word Options
General '
Customize how documents are saved,
Display
Proofing Save documents

Save ] Save files in this format: L‘A’Q[g Docume t’ Jdocx) |

Language Save AutoRecover information every |10 minutes
V| Keep The 13t RO RetoTeTed e T T aase without saving

Advanced

AutoRecover file location: iC:"‘.Documents and Settings\abc Application Data\Microsoft \Word',

Customize Ribbon ; ; -
Default file location: !C:",Documents and Settingstabc\My Documents),

Quick Access Toolbar

Offline editing options for document management server files
Add-Ins

Save checked-out files to: (i
O The server drafts location on this computer

(® The Office Document Cache

Trust Center

17



3.2. S dung Microsoft Word

Mt s6 quy tic co ban khi soan thao viin ban:

* Nhap toan b6 van ban trudc sau dé mdi bat dau dinh dang:
font ch, kich cg, ...

* Khéng duoc st dung phim Enter dé ngat dong trong 1 doan
van ban

« Pé két thuc mot doan s dung phim Enter

* Gilra 2 tir cdch nhau duy nhat 1 khoang trang

18



3.2. S dung Microsoft Word

Cach g6 dau ciu :

* Dau phay (,), ddu chdm(.), cham hai (?), chdm than sat (1), ddu hai
cham (:): sat ch bén trdi va cd khoang trang bén phai.

* VD: Troil Sao ndng thé.

* VD: HO6m nay, toi di hoc.

« D3u ngodc don (), ngoac kép “”: chit sat vao dau déng va ddu ma

* VD: (Trich sach Ngir Van 10, tap 1, trang 10)

« VD : Tac pham “Tat Dén” clia Ngd Tat T6

19



3.2. S dung Microsoft Word

Céc phim di chuyén con tré:

Phim : Di chuyén con tré 1én mot dong.

Phim { : Di chuyén con tré xubng mot dong.

Phim < : Di chuyén con trd sang trdi mot ky tu.

Phim —>: Di chuyén con trd sang phai mot ky tu.

20



3.2. S dung Microsoft Word

Céc phim di chuyén con tro:

* Phim : Di chuyén con tro |én mot dong.

* Phim { : Di chuyén con tré xudng mot dong.

 Phim =: Di chuyén con tré sang phai mot ky tu.

* Phim &: Di chuyén con trd sang trai mot ky tu.

Cac phim xoa ky tu:

* Phim Delete: Xoa ky tu tai vi tri con tré (bén phai con trod).
* Phim Backspace: Xod ky tu lién trai vi tri con tro.

* Phim Insert: D& chuyén doi gitta ché d6 chén (Insert) va thay thé (Overwrite)

ky tu.

21



3.2. S dung Microsoft Word
Cac phim diéu khién:

 Phim Home: Chuyén vi tri con tro vé dau dong van ban chia con tro.

Phim End: Chuyén vj tri con trd vé cudi dong van ban chia con tro.

Phim Page Up: Chuyén vj tri con trd Ién trén mot trang man hinh.

Phim Page Down: Chuyén vj tri con tré xudng dudi mot trang man hinh.

Mudn vé dau van ban: an dong thai Ctrl+Home.

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

22



3.2. S dung Microsoft Word

Chon khéi
* Cach 1: Click chudt tir diém dau dén diém cudi clia van ban can chon.

* Cach 2: Click chudt dé dat con tro text & diém dau, gilt Shift va

clickchuét & diém cudi clia doan van ban can chon.

 Cach 3: Dung phim Home, End va phim m{i tén trén ban phim dé di

chuyén con trd text dén diém dau

Gitf phim Shift va gb cdc phim mdi tén thich hop dé di chuyén con tré text

dén diém cudi cua doan vidn bdan can chon
Xo0a khoi

 Chon doan van ban can xda. Nhan phim Delete trén ban phim

23



e

=

Paste

3.2.S0 dung Microsoft Word
Sao chép dit liéu

Lénh | Biéutwong | Phim twong duong Y nghia
Chuuyén doan van ban d3 chon
C & Ctrl + X - -
Ut Ll V30 bé nhé Clipboard
c Cirl 4. C Chép doan van ban da chon vao b
1T +
Py ' nhd Clipboard
Paste 3 Ctrl + V Déﬂ |ti|t:|.ar"|~ vé_n rbén I.‘fif:' trong
Paste Clipboard vao vi tri con trd text

nguyenguocsu@hotec.edu.vn

24




B
3.3. BPinh dang van ban

Office 2010 tiép tuc cai tién hé thdng menu giao dién Ribbon cla

vai kha nang truc quan hon. Office 2010 bd sung thém mot Menu

File thay cho nut biéu tuong Windows nhu trong Office 2007.

Insert Fage Layout Feferences Mailings Review View

rifBodyy <~ 11 = A" A7
U - abe x, x°

Font

[:i[enu dang Ribbcnnj

Hé théng Menu dang Ribbon trong MS Word 2010

nguyenquocsu@hotec.edu.vn
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B
3.3. BPinh dang van ban

Office 2010 tiép tuc cai tién hé thdng menu giao dién Ribbon cla

vai kha nang truc quan hon. Office 2010 bd sung thém mot Menu

File thay cho nut biéu tuong Windows nhu trong Office 2007.

Insert Fage Layout Feferences Mailings Review View

rifBodyy <~ 11 = A" A7
U - abe x, x°

Font

[:i[enu dang Ribbcnnj

Hé théng Menu dang Ribbon trong MS Word 2010

nguyenquocsu@hotec.edu.vn
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=

Paste

3.3. BPinh dang van ban
3.3.1. Binh dang ki tu (Font)

S dung nhom Font (Ribbon Home)

Home Insert Page Layout References Mailings

d

_] ". TimesNewRom ¥ 13 ~ A" A" Aa~ | &)

Paste

4 v . v ab‘ v . v
- vJ'FormatPainter B I U ~ae X X j A

Clipboard ‘ Font

In dam
* Nhan nut Bold (B). Co thé s dung phim tat Ctrl+B.
* Lwuy, nhan Bold (hodc Ctrl+B) 1an nita néu mudn bd in dam.

* Meo: Chon doan text mudn in ddm, dua con trd chudt vao vung chon

cho dén khi xuat hién thanh céng cu Mini.
27



=
Paste

3.3. BPinh dang van ban
3.3.1. Binh dang ki tu (Font)

S dung nhom Font (Ribbon Home)

Home Insert Page Layout References Mailings
l-j e Times NewRom * 13~ A" A"  Aa~ %)
Dadfe e . 2 a2, A
v jFormat Painter B 7 'U‘ abe X, X o
Clipboard Font
In nghiéng

* Nhan nut Italic (I). C6 thé s& dung phim tat Ctrl+|
Gach chan:

« Nhan nut Underline (U). C6 thé dung Ctrl + U




3

Paste

3.3. BPinh dang van ban
3.3.1. Dinh dang ki ty (Font) mIig &~ 62

Home Insert Fage Layout References Mailings Revie

Gach chan:

3 B Cut Times NewRom = 13 = A" A" | Aav &, =~
\ . \ PN R 3 =2 Copy
* Ngoai ra con nhiéu kiéu Paste 5 ot painter | B 4 [D]7Jabe %, X' | A-®- A~ EE
N Z \ Clipboard E i
gach chan, ta bam vao = e T—
muUi tén bén phai nut U - [ Double underine |dy
dé xem dwoc nhiéeu hon o o
S e U (Ctrl+
Ngoai ra
; More Underlines...
- <3 Underline Color b
. * Gachc

29



B
3.3. BPinh dang van ban
3.3.1. Binh dang ki tu (Font)

Pbi mau chiy

* Chon doan text nguoi dung muon doi Times New Rom ~ | |T|

mau 5
) B 7 U -~ ak

* Nhan nut Font Color va chon mau 9
minh thich. 10
11
Pdi kich c& chir 12
* Chon doan text 14
16

* Chon kich c& chit trong 6 Font size

* DUng phim tat Ctrl+] va Ctrl+[.
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e

=

Paste

3.3. BPinh dang van ban
DPanh diu (Highlight) doan text

* Tai thé Home, nhdm Font, nhan vao miii tén bén canh nut Text Highlight

Color.
* Chon mot mau dung dé té sang ma ngudi dung thich (thudong la mau vang).
 Dung chudt t6 chon doan text mudn danh dau.
* Mudn ngirng ché d6 danh diu, ngudi dung nhan chudt vao mii tén canh nut
Text Highlight Color, chon Stop Highlighting, hodc nhan ESC.

G& bd ché dd danh dau text

* Trong thé Home, nhdm Font, ngudi dung nhan chudt vao mii tén canh nut

Text Highlight Color.

* Chon No Color.
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3

3.3, Pinh dang van ban

Dinh dang chi sb trén, dudi

AE + Bl — CI% Superscript

H 15{]4% Subscript

Chon doan text cadn dinh dang. Trong thé Home, nhém Font, ngudi ding nhdn nit

Superscript © (phim tit Ctrl+Shift+=) @& dinh dang chi s& trén, ho&c nhin nit

Subscript ** (phim tét Ctrl+=) d2 dinh dang chi sb dudi.

32



=
Paste

3.3. BPinh dang van ban
S dung hop thoai Font (Font Dialog Box)

* Khi dinh dang bang hdp thoai Font s& dinh dang day du tat ca cac tinh nang

clia dinh dang Font

* Md& hop thoai Font

“ Home Insert Page Layout References

‘:.-’.}J S~
= P Calibri vi11 <+ A A7 | Aav | ¥
=)

Paste ¥ B 7 U ~abe x, X° al},‘?vé.

v

Clipboard & Font O

* Tai Ribbon Home, nhém Font, nhan ndt mii tén & géc dudi bén phai.
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e

=

Paste

3.3. BPinh dang van ban

Gach dudi cac tu, trir khodng trang

Chon doan text mudn gach dudi = Underline style, chon Word only.

Effects

H |éu l:l’ng déC b'ét [ ] strikethrough [] small caps
[ ] Double strikethrough [ Al caps
[ ] superscript [ ] Hidden

Strikethrough: ké duong xuyén qua cht

[ ] subscript

Double strikethrough: ké 2 duwong xuyén qua chit
Superscript: chuyén ch thanh dang chi sb trén
Subcript: chuyén chi thanh dang chi sb dudi

Small caps: tat ca ch* duvoc dinh dang chi* hoa nho
All caps: tat ca chit duoc dinh dang chit hoa

Hidden: cac ky tu dugc an

34



Paste

3.3. BPinh dang van ban
Thay di khodng cach gitra cac ky tu

 Chon doan van ban mudn thay ddi.

» Nhan chon thé Advanced, muc Character Spacing & hép thoai nay. Trong muc
Spacing, nhan Expanded dé m& rong hay Condensed dé thu hep khodng cach

va chi dinh s6 khoang cach trong muc By.

Font | Advanced

Character Spacing

Scale: 100% W

Spacing: | Expanded w| By: (0.5pt Iil
Marmal

Position: By: Ii|
[] KernanCﬂFqEns'E:d | ! ;gints and above
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_._3

3.3. BPinh dang van ban
3.3.2. Binh dang doan (Paragraph)

S dung nhdm Paragraph (Ribbon Home, Ribbon Page Layout)

m Home Insert Page Layout References Mailings Review View

il

4 —

- i- ESNESS Z

4
7]
|
4
#
|
w
|
-2
—
=

R

j Y Calibri(Body) v 11+ A AT Aav & -
R =3
Pste 4 B I U-dex X |A-®-A-[EEEE I & E-
Clipboard 1 Font a Paragraph a
o W — N —
=EE=E EE
Canh trai l l Canh déu
(Align Left) Canh giita Canh phai (Align Justify)

(Align Center) (Align Right)




e

=

Paste

3.3. BPinh dang van ban
3.3.2. Binh dang doan (Paragraph)

Thut |1& khodng cach cla toan bd doan
* Chon doan van ban mubdn diéu chinh.

* Tai Ribbon Page Layout, nhém Paragraph, nhan chudt vao mi tén
|én, xubng bén canh muc Left dé tang, gidm khoang cach thut |é trai,

hay tai muc Right dé diéu chinh thut Ié phai.
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=
Paste

3.3. BPinh dang van ban
3.3.2. Binh dang doan (Paragraph)

Thay déi khodng céch trudc hodc sau cic doan

 Chon doan van ban ngudi dung mudn thay doi khoang cach trudc

hoac sau no.

* Trong Ribbon Page Layout, nhdm Paragraph, nhan chudt vao mii tén
canh muc Before (trudc) hodc After (sau) dé thay ddi bang gia tri
mong muon.

D" AL GiaoTrinh_THCB_2010 - Microsoft Word
Home Insert Page Layout References Mailings Review View

nCqurs' D B [j *,Z:"Breaks' j @ J Indent Spacing
— Funts' :

'3 Line Numbers ~ et 0om . I: Before: 0pt
Themes @Eﬁ 4 Margins Orientation Size  Columns Watermark Page Page
r E 5' b b r

he Hyphenation Color~ Borders| S¥Right 0em 5 ¥= After 3pt
Themes Page 5etup 3 Page Background Faragraph
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3.3. BPinh dang van ban
3.3.2. Binh dang doan (Paragraph)
Thay déi khodng céch dong cho

doan van ban dang chon

* Chon doan van ban mubdn thay

doi.

O hop thoai Paragraph, chon
thé Indents and Spacing. Tai
muc Line spacing, nhan vao mdi
tén bén phai dé chon khoang

cac dong.

Spadng
Before: 0pt = Line spacing: At

After; Ipt = 1.5 lines

[ ] Don't add space between paragraj=il le

Double
At least

Preview Exactly

4k

Multiple

3 o st Paeiorasis el ot Dncemes amd Smesme Tad mue Lise gccmp nide vis s sin bdw pids &l
cheon khwedng cle Simg,

Tabs... Set As Default QK

Cancel
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3.3. BPinh dang van ban
Tao chit to dau dong (Drop Cap)
Microsoft Word cd tinh nang tao ch nhdn manh goi la Drop Cap
C6 2 ché db:
1. Dropped cap: Ch{* Drop Cap nam trong van ban

2. Inmargin: Chir Drop Cap nam ngoai (bén trai) van ban

A | = Quick Parts * | Signature Line =
.z.ﬂ Wordart - E;. Date & Time

Text =

Sox+ |A= Drop Cap»| '@ Object +

Position: chon kiéu Drop Cap

Font: Thiét 1ap kiéu ch{t cho Drop Cap

' 5 ' '

Mane —

Lines to drop: s dong Drop Cap tha xudng

i

Dropped
Distance from text: Khoang cach tur chir Drog

o

[n margin

o I

i

rop Cap Options...
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3.3, Pinh dang van ban
Tao chit to dau dong (Drop Cap)
1. Dropped cap: Ch{r Drop Cap nam trong van ban

2. Inmargin: Chit Drop Cap nam ngoai (bén trai) vian ban

Fos=ition
:
Mone Cropped In margin
Cpkions
Fonk:

Times MNew Forman

Lines to drop: 3

AE T +

Distance From kexk:  |[0"

Ik | | Zancel
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3.3, Pinh dang van ban

Tao sb thir tu tu dong (Bullets and

1
= u»j
& 111

1

Numbering)
« SO th tu tv dong cho phép dinh dang
va td chirc van ban vdi cac s, céc ky :

tu dac biét bullet (ddu chdm tron ...) )

* Cac danh sach Bulletla cac ky ty dac =

A

i AN AaBbCcDe

mbering Library
1. 1

MNane z 2)
3

3
A a)
B. [3)]
C. 5]
i
ii.

ocument Number Formats

1.
2
3

Define Mew Mumber Format...

EF 4T
Recently Used Bullets

Bullet Library

None ® (@] |

>|[v

Document Bullets

Define Mew Bullet...

biét (dau cham tron, hoa thj ...), danh
sach cadc Number cd cac s6 va danh
sach cac Ountline la su phdi hap gilta
cac sb va cac chir cai phu thudc vao su

tO chlc cla danh sach.

- ° O O

AaBbCcl
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3.3, Pinh dang van ban

DPdng khung va t& mau nén (Border and Shading)

 Chitc ndng nay cho phép dinh dang déng khung va t6 mau nén cho doan van

 Trong nhém Paragraph trén Ribbon Home, nhan vao nut danh séch Border

* chon Border and Shading

Borders | Page Border | Shading |
] Borders and Shading... setng: s
— | | ~ Click on diagram below or use
None buttons to apply borders
Box | | e || T mm—
Shadow e
v
color: T
e Automatic Izl
— Width
.§ Custom 12 pt " Apply to:
|Paragraph El
a ][ eme |

43



Paste

3.3. BPinh dang van ban

Pinh dang c6t (Column)

* Chirc nang Column cho phép
dinh dang van ban thanh nhiéu
cOt (dang codt bdo chi) nham tao
diém nhan manh hay muén
trang tri trang van ban dep mat
hon,tao su thich thd hon cho

ngudi doc van ban

Insert Fage Layout Feferences

='y Orientation - *,Z:: Breaks =

I3 Size = #3) Line Mumbers =
"|EE columns ~| B3 Hyphenation =
B = One -

= Twwo

== | Three
== | Left
== | Right

== More Columns...
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3.3. BPinh dang van ban
Cai d4t diém dirng tab (Tab stops)

Wy Select -
» Pé cho viéc cai dat tab duac Editing

thuan tién, nén cho hién thj

thudc ngang trén dinh tai liéu

bang cach nhan nut View Ruler

& dau trén thanh cudn doc
Left Tab Centre Tab Left Tab
L L -
This is a left tab This is a centre tab This is a right tab
Left tabs are good centre tab right tab
Left centre aligned text right aligned text
Randon text random text random text
Slightly longer sentence Slightly longer sentence Slightly longer sentence
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3.4. Pua cac dbi tuong khac vao van ban
3.4.1. Bang (Table)

= Bang biéu (table) Ia kiéu trinh bay van ban cd ciu tric gdm cdc cdt(column)

va cac dong (row), giao gitra cac dong va cac cot la cac 6 (cell).

B one | e nsertorie  * HE
| Table size
j = j Number of columns: 5 =] |
1AM i = —
—— = Number of rows: 2 |
a | AutoFit behavior
Cover Blank Pa gE Table (®) Fixed column width: Auho -§
FPage~ Page Break o (*) AutoFit to contents
P3 ges Tahles () AutoFit to window
' [_] Remember dimensions for new tables
OK !: Cancel 7 l
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3.4. Pua cac dbi tuong khac vao van ban
Chinh s(ra ciu trdc bang

Chon vao bang can chinh sira s& thay cd Ribbon mdi la: Design.

Home Insert Page Layout References Mailings Review View Design Layout

[¥] HeaderRow  [¥] First Column ey [ S e & Shading v ﬁ el
O TotaiRow [ tast Column S| W W ST . G | - A
x SEEEE iy Wi s gl ps By pv s Mgl ; P Draw Eraser
[V] Banded Rows [] Banded Columns — v ZPenColor~  Taple
Table Style Options Table Styles Draw Borders

Table Style Options

Header Row: Nhan manh hang dau tién (tiéu dé).
Header Row First Column
[ Total Row [ Last Column

Banded Rows: Tao su phan biét gilra cac hang Banded Rows [] Banded Columns
Table Style Options

Total Row: Nhan manh hang cubi.

(t6 mau cach hang).
First Column: Nhan manh cot dau.
Last Column: Nhan manh cot cudi

47
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3.4. Pua cac dbi tuong khac vao van ban
Thao tac trén hang va cot

* Nhédm Row & Column gdm cac chirc ndng sau:

* Delete: _7(] Zazs CE@E! "Q l

o Delete Insert Insert
* + Delete Cells: X6a 0. v Above Below

. % Delete Cells...
* + Delete Columns: Xda coOt. I D

W' Delete Columns

* + Delete Rows: X0a hang. =X Delete Rows

* + Delete Table: X6a bang. W Delete Table

Insert Above: Thém mot hang & phia trén tré chudt

Insert Below: Thém mot hang & phia dudi tro

chuot

Insert Left: Thém cOt bén trdi tré chuot

Insert Right: Thém c6t bén phai tro chudt

%

Insert

Left

Insert
Right
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3.4. Pua cac dbi tuong khac vao van ban

Trén/tach 6

 Chon cdc 6 can tron, nhdm Merge cé cdc chirc ndng sau:

* Merge Cell: Tron cac 6 dang chon thanh mot 6 duy nhat.

« Split Cells: Tach thanh nhiéu 6.

* Split Table: Tach thanh hai bang khac nhau

l

{ 1

Merge Split
Cells Cells

Merge

Split
Table
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3.4. Pua cac dbi tuong khac vao van ban

Tang va giam kich thudc 6

* Tai nhédm Cell Size co cac chrc nang sau:

=

= éU Height: 0.18"

AutoFit|  — width: 1.3

a‘l;
%
.

AutoFit Contents
AutoFit Window
Fixed Column Width

-
o~
A

iE 3

-
e

S

3T Distribute Rows

"L' Distribute Columns

!
‘4
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3.4. Pua cac dbi tuong khac vao van ban
3.4.2.D6 hoa

* T nhitng cong cu vé hinh va dinh dang don gidn & cac phién ban trudc,
Office 201043 nang cap dang ké tinh ning d6 hoa trong Word, gitp cho
ngudi dung thda sic sang tao ma khdng can dén sy tro gitp clda nhirng

chuong trinh dd hoa chuyén nghiép nhu Photoshop, Illustrator, CorelDraw

* Trong Word, cac dbi tuong dd hoa (Illustrations) dwoc chia lam 05 loai: hinh
anh (ClipArt, Picture), cac hinh v& co ban (Shapes), cac hinh v&, so do dac
biét (SmartArt), do thi(Chart) va chit nghé thuat (WordArt—nam trong

nhom Text).
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3.4. Pua cac dbi tuong khac vao van ban
3.4.2. D0 hoa

S ave-N I
4 e -+
Picture Clip 5hapes SmartArt Chart Screenshot
_ﬂ_rt - -

IMustrations

il

A

.

A A= L& Signature Line ~

@ Date & Time

il

Il

Text Quick WordArt Drop i .
Box~ Partsv - Cap - 94 Object ~

Text
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3.4. Pua cac dbi tuong khac vao van ban
Pinh dang hinh anh
* Sau khi tao ddi tvong xong, phai nhan chudt vao déi tuong do, xuat hién

Ribbon mai (Format) chuyén sang Ribbon Format dé dinh dang. Pay la noi

tap trung cac cong cu dé dinh dang dbi tuong vira tao.
|

Home Insert Page Layout References Mailings Review View ‘ Format

LZ Picture Border ~

4 qu 2 i ;j:CompressPictures | (| [Caes] R SR e
el S 1 "5 B Change Picture ey d‘ " adll =l il ~| & Picture Effects ~

Remove Corrections Color Artistic d e
Background v v  Effects v ‘gReset Picture ~ ~ | & Picture Layout ~
Adjust Picture Styles
E ; 4 Bring Forward = Align v '— P : -
: N ﬁﬁ- f..Ll Height: 222 cm |
| 43 Send Backward E’i Group 7
Position Wrap 5% Crop — width: -
. ta+ Width: 10.24 cm
v Text~ vy Selection Pane S Rotate ~ v, z
Arrange Size (u

53



(=

Paste

3.4. Pua cac dbi tuong khac vao van ban
Pinh dang hinh anh
* Sau khi tao ddi tvong xong, phai nhan chudt vao déi tuong do, xuat hién
Ribbon mai (Format) chuyén sang Ribbon Format dé dinh dang. Pay la noi

tap trung cac cong cu dé dinh dang dbi tuong vira tao.

Home Insert Page Layout References Mailings Review View ‘ Format ‘ I

LZ Picture Border ~

i 98¢ a 4 14 Compress Pictures | ¥ N —
: l I' ; T o— e g— 4 ’ =
’. il Sie = ¥ Change Picture d d‘ " ‘ d d v | ' Picture Effects -
Remaove Corrections Color Artistic y | ‘ : o=
Background - ~  Effects~ ‘@ Reset Picture ~ ¥ | 54 Picture Layout ~

Adjust Picture Styles

——e ~ P———

g 3 41 Bring Forward = Align ~ ! Lo ”
e ez] ™ Tl‘f_ _ e 3|] Height: 222em 2
| 43 Send Backward ~ ] Group
Position Wrap _ 5
. Text~ .ty Selection Pane 5 Rotate ~

Crop =) Width: 10.24cm 2

-+

Arrange Size u

{] & o . n u v
i C’,\",_ .ID o\ ‘i'ip ;1 Compress Pictures
o B = P Change Picture
Remove Corrections Color Artistic :
Background v v  FEffects v ‘E Reset Picture v
Adjust
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3.4. Pua cac dbi tuong khac vao van ban

Nhém Picture Styles: cac ché d6 dinh dang cho &nh, gom:

L7 Picture Border ~

; ; ;‘ ; ; J v ‘e Picture Effects ~

v ':.:\j Picture Layout ~

Picture Styles

Picture Shape: chon kiéu khung anh (chi cé vai déi tuong dang anh)

Picture Border: chon kiéu vién khung anh

Picture Effects: chon kiéu hiéu (rng cho anh: dnh bdng, anh sang, phan chiéu

hay hiéu &ng 3D ....

Picture Layout: Chuyén doi hinh anh hién tai sang dang SmartArt
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3.4. Pua cac dbi tuong khac vao van ban

Nhom Arrange: canh chinh vi tri, khoang cach giita ﬂ ﬂ d oring Farward - [ Allgn ~
o B sendBadaward - [f] Group
c4c d6i twong do hoa, gom: cmcs s, Moot~ ELo

Arrange

* Position: Chon vj tri d6i tugng so vdi dong van ban

o . > A Z. , . T] =3 .
* Bring to front: doi tvong nam trén doi twong khac | Bring Forward|-| |2 Alig

l_,]] Bring Forward
* Send to back: dbi twong nam dudi dbi tuang khac £4, Bring to Front

i P § b :-f) Bring in Front of Text
* Text Wrapping: ché do dong van ban bao quanh

déi tu’dng |Lf_'] 5end Eack;ward|*lﬁ 3
. L:] Send Backward
* Align: dong hang cac doi twvong dugc chon @ Sendto Back

, L s . . Lk =h Send Behind Text
* Group: nhom va bo nhom cac doi tuong dugc

chon

* Rotate: quay, 1t cac dbi tuong
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3.4. Pua cac dbi tuong khac vao van ban

Nhom Arrange: canh chinh vi tri, khoang cach giita ﬂ ﬂ d oring Farward - [ Allgn ~
o B sendBadaward - [f] Group
c4c d6i twong do hoa, gom: cmcs s, Moot~ ELo

Arrange

* Position: Chon vj tri d6i tugng so vdi dong van ban

o . > A Z. , . T] =3 .
* Bring to front: doi tvong nam trén doi twong khac | Bring Forward|-| |2 Alig

l_,]] Bring Forward
* Send to back: dbi twong nam dudi dbi tuang khac £4, Bring to Front

i P § b :-f) Bring in Front of Text
* Text Wrapping: ché do dong van ban bao quanh

déi tu’dng |Lf_'] 5end Eack;ward|*lﬁ 3
. L:] Send Backward
* Align: dong hang cac doi twvong dugc chon @ Sendto Back

, L s . . Lk =h Send Behind Text
* Group: nhom va bo nhom cac doi tuong dugc

chon

* Rotate: quay, 1t cac dbi tuong
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3.4. Pua cac dbi tuong khac vao van ban
3.4.3. Hinh vé& co ban (Shapes)

Shapes trong Ms Word 2010 duoc cdi tién rat nhiéu so vdi cac phién ban trudc
(MS Word 2003 goi la Auto Shape). Shapes hinh cac kiéu hinh khéi duoc tao
san, giup cho ngudi dung tao ra nhitng khéi hinh vuong, tron, elips .... Hay

nhitng hinh dung dé trang tri nhu ngdi sao, biéu ngit ....

Chén Shapes ITJJ b =i i &4 @

]

* Ribbon Insert, trong nhém Illustrations SUARES) Smarthrt Chart Screenshot | Hyperli

-

| Recently Used Shapes

— nhan nut Shapes ENNOCOOALLDS G

X : YA
* Chon hinh can chen, di chuyén tré chudt ?I_nes L%
(Drag) = ro6i v& vao vung can v& hinh \;ﬂ\t:n;;}—hm [ARRrRAN &R

I L O A O ) O
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3.4. Pua cac dbi tuong khac vao van ban
Pinh dang Shapes

Tuwong tu nhu hinh anh (picture) dé dinh dang Shapes s dung Ribbon Format.

NN OO @O - £XEdit Shape ~ —

§i = |~ Draw Text Box Abc Abc » [ Shape Outline ~

ALL Y Z
1 :

e%-\./\{ }7f~\§7 : || ¥ | & Shape Effects ~

Insert Shapes Shape Styles

- _\'2 Shape Fill ~

Nhém Insert Shapes: chén thém d6i tugng Shapes khac vao vin ban
+ Edit Shapes: chinh stra Shapes

+ Draw Text Box: Vé hop ghi chit (text box)

Nhém Shapes Styles: ché d6 dinh dang Shapes

+ Shapes Fill: mau nén cla Shapes

+ Shapes Outline: Mau & kiéu dudng vién cla Shapes

+ Shapes Effect: chon hiéu ¢ng (d6 bdong, anh sang, 3D ...)
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3.4. Pua cac dbi tuong khac vao van ban

Luu do (SmartArt)

» SmartArt la mot hinh dnh dang d6 hoa cla thong tin ma cd thé
tao ra mot cach nhanh chdng va dé dang, SmartArt cé nhiéu
dang khdc nhau, nham dé cd hiéu qua truyén dat thong diép
hay y tudng cua nguoi dung.

» Office 2010 cling bod sung thém nhiéu hinh v& mdi trong muc
SmartArt dé thiét ké cac bieu do dang cap do phuc vu cho cong

N

Vviéc.
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3.4. Pua cac dbi tuong khac vao van ban

3.4.4. Luu d0 (SmartArt)

» SmartArt la mot hinh dnh dang d6 hoa cla thong tin ma cd thé
tao ra mot cach nhanh chdng va dé dang, SmartArt cé nhiéu
dang khdc nhau, nham dé cd hiéu qua truyén dat thong diép
hay y tudng cua nguoi dung.

» Office 2010 cling bod sung thém nhiéu hinh v& mdi trong muc
SmartArt dé thiét ké cac bieu do dang cap do phuc vu cho cong

N

Vviéc.
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3.4. Pua cac dbi tuong khac vao van ban

Chéen SmartArt

Ribbon Insert, trong nhdm Illustrations nhan nut SmartArt

Chon nhédm SmartArt, chon kiéu SmartArt, nhan OK

SmartArt sé dugc chén vao van ban

Process
Cydle
Hierarchy
Relationship
B Matrix
Pyramid

Picture

Basic Block List

Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for
shapes.
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3.4. Pua cac dbi tuong khac vao van ban
Pinh dang SmartArt

Sau khi tao dbi twong xong, phai nhan chudt vao dbi tvong do, xuat hién 2
Ribbon mdi (Design &Format). Ribbon Format tap trung cac cdng cu dé dinh

dang dbi twong tuong tu nhu Picture va Shapes. Ribbon Design dé thiét ké

SmartArt
_J Add Shape * @ Promote * Move Up -- .. — S
i3 Add Bullet % Demote ¥ Move Down | IEHIEE B - —
(D] TextPane] 2 Rightto Left 2 Layou = | V% -— v

Create Graphic Layouts
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3.4. Pua cac dbi tuong khac vao van ban

3.4.5. Biéu d6 (Chart)

* Chart (biéu dd) trong MS Word 2010 duac
cai thién rat nhiéu so vdi cac phién ban
trudc day. Trong MS Word 2010 bao gom
cac loai bieu dd: bieu do cot (column), bieu
do dudng (lines), biéu dd tron (pie), biéu

do thanh (bar), biéu d6 vung (Area), ....

3 Templates Columj ~
"«lg fle’m 1 I@Mﬂ Mﬁ lm 1@5 \Eﬂ \Hﬂi
@ Pie Y = m T T : r
f Bar \Jlf[]ﬂi \lﬂﬂ \l@ﬂ ﬁ_ﬂ JEAM \l&ﬁr i Mr
WX Area 2 2 B
Lm ;::fca“er) ]J@A M‘» \B_Aw JA_A& JJA".‘
& Satece Line
ol | = )] )
W Radar e

NN ET I v
Manage Templates... Set as Default Chart Cancé [

Cheén Chart

* - Ribbon Insert, trong nhom Illustrations

nhan nut Chart

- Chon loai Chart, chon kiéu Chart, nhan OK

& 1
2 1
finh 3-43: Hop thoai chén Chart j
3442 Dinh dyng Chant 5
6
‘ 7
8 siz g lowes
s 9
10
i —
s
12
13
s 1
15
16
2 17
18
. 18
20
21
22
ogory 1 ogory2  Calsgory3  Catogury 4 2
2
rdArt 25
2
@43 ] shoot1 ]
W 653 | vietnamese | 0% Ready =1 1005
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3.4. Pua cac dbi tuong khac vao van ban

3.4.6. Chit nghé thuat (WordArt) W AZ @ommri TC 0
« WordArt |a cdng cu tao chi* nghé thuat. = | Cop- "M@Objet e
WordArt duwocx® Iy nhu mot hinh anh chéen A A A A
vao van ban. A B /A
Chén WordArt /A\ A A A ﬁ&

* Ribbon Insert, trong nhdm Text nhan nut

Chart

Your text here

* Chonkiéu WordArt
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3.4. Pua cac dbi tuong khac vao van ban
3.4.6. Chit nghé thuat (WordArt)

Pinh dang WordArt

» Chon WordArt can dinh dang, chon Ribbon Format

A Text Fill ~ ||} Text Direction ~

A A | v & Text Outline ~ | [ Align Text ~

¥ /s Text Effects =2 Create Link
WordArt Styles P Text

Nhém WordArt Styles:chon kiéu WordArt

wingzroos ||

A

» Text Fill: mau nén ctia WordArt

* Text Outline: Mau & dudng vién cla WordArt

ED;@E%'

* Text Effect: Hiéu irng cia WordArt
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3.4. Pua cac dbi tuong khac vao van ban

3.4.7. Tieu dé tren Va tieu dé S| Header - A J Quick Parts = | Signature Line = Tll:Equ;
S| Footer - Nordart = j\JDate w Time €2 symbc
/&) Built-In <
dudi (Header and Footer) | bt 5
* Tai Ribbon Insert, nhdom Header & ‘”’
X N \ ’ Elank (Three Columns)
Footer, nhan chudt vao nut Header
hay Footer' [Myee tex] [T o2 bt [Type 1]
Alphabet
* MOt menu x6 xudng vai cac Header,
Footer mau cho. Ké dén ngudi dung
Annual
nhap ndi dung cho Header hay
Footer d4. Nhap xong nhan vao nut .
* More Footers from Office.com k
n . . d 5 Edit Footer
Close trén Ribbon Design. & Remove Footer
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3.5. K&t xuat va phan phdi vin ban
3.5.1. binh dang trang in
 MOi khi tao file mdi, trong clra s6 van ban da cd san mot trang gidy trang dé
bat dau soan van ban (thudng la gidy letter hodc gidy A4). Chi khi nao can
dén chi tiét chinh xac han chung ta mdi chon lai khd gidy khac
* Ribbon Page Layout, nhdm Page Setup, chon m{i tén dudi gdc phai dé mé

hop thoai Page Setup

Insert Page Layout References
3 Orientation v %= Breaks v
13 Size v 5] Line Numbers ~

== Columns*  be¢ Hyphenation ~

Page Setup m
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3.5. K&t xuat va phan phdi vin ban
Chon loai gidy — Tab Paper

* Paper Size: chon loai gidy, kich thudc twong &ng sé hién ra trong width va

height, néu chon Custom phai cho sd do kich thudc gidy trong width va

height

Page Setup

FPaper size:

4

Lekker

width: |85

IR R

Height: [11"
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3.5. K&t xuat va phan phdi vin ban

Pt |é cho trang in — Tab Margins e

) Margins || paper | Layout
* Top: Lé trén cua trangin Mergins
Top: Sottom:
X ) . Left: __1 e Right: __1 e
* Bottom : Lé dudi cla trang in oo A
Crienkation
* Left: Lé trdi cGa trang in .
' A
o X 2. E) 5 Portrait Landscape
* Right :Lé phaiclatrangin oy i
Multiple pages: ‘Normal W
* Néu cé dung |1énh Mirror Margins dé
Preswiew
lam sach (tao tinh d6i x&ng gilta cac =
trang) thi Iénh left va right sé tréd thanh —
Inside va Outside Resator [#elo docart. B
* Gutter: Khodng céch dung dé déng gay. x_J [ oo
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3.5. K&t xuat va phan phdi vin ban
305020 In én Home Insert Page Layout References Mailings

(e save Print
D& in tai liéu, thuc hién cac budc sau: B e s
pen Print
* Tai Menu File, chon Print lef printer
./ HP Laserlet 400 M401 PCL 6 -
 Chon s6 ban can in tai muc Copies :wt i R

Settings

+ Chon mdy in tai muc Pinter, néu co & Print Al Pages

1 Print the entire document

Save & Send
N / . 4 \ ~ e A W Pages:
nhiéu may in, nhan vao mii tén goc wep —
) Options uj Only print on one side of the page M

phai dé chon may in. & o BB 12 -

_| Portrait Orientation -

Ad

21emx29.7 cm

- -CustomMargins -
ﬂ 1 Page Per Sheet -
Page Setup
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=

Paste

3.5. K&t xuat va phan phdi vin ban
3.5.2. Luu trit v&i cac dinh dang khac

« Dé gilt nguyén dinh dang khi doc sang may khac ho3c in tai mdy khac ta co

thé luu tap tin dudi dang .PDF hodc .XPS

* Co thé tuy chinh tai Save Options dé dat mat khau hodc bao vé tai liéu

khdng cho thay ddi, chinh sita.

* Cothé lvu trit 1én cac 6 dia mang, dich vu luu tri.
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_._3

Paste

3.6. Soan thao thong diép va van ban hanh chinh
Soan thao cac thong diép:
 Cdc ban bao cao, cac théng bdo, bai viét.
Van ban hanh chinh

e Cacvan ban cd gia tri phap ly theo qui uwdc, qui dinh.
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NOi dung

4.1. Gigi thiéu Microsoft Excel (MS Excel) 2010
4.2. Thao tac trén bang tinh
4.3. Dinh dang bang tinh

4.4. Ham va cac nhom ham thong dung



4.1. Gidi thiéu Microsoft Excel (MS Excel) 2010

Microsoft Excel la mét phan mém hay la mét chuong trinh Ung dung,
ma khi chay chuong trinh &ng dung nay sé tao ra mot bang tinh va

bang tinh nay giup ta dé dang hon trong viéc thuc hién:
e Tinh todn dai s6, phan tich di liéu B3 Office

e Lip bang biéu bao cdo, td chirc danh sach

Excel 2010

e Truy cdp cac nguodn dit liéu khac nhau

e V& do thiva cacsodd

e Ty dong hda cac cong viéc bang cac macro



4.1. Gidi thiéu Microsoft Excel (MS Excel) 2010

s ‘
I &) Microsoft Excel 2010
|#] Microsoft Office Access 2003
[Q] Microsoft Office FrontPage 2003
P Microsoft PowerPoint 2010
5] Microsoft SharePoint Workspace 20]
W] Microsoft Word 2010
’ M"’T Cce;!und ednp:oﬁs;cmllo:mg documents such as letters, papers
O b reports, and booklets by using Microsoft Word,

Khai déng Microsoft Excel bang cich

e Cach 1: Start = All Programs
- Microsoft Office 2010

- Microsoft Office Excel 2010

e (Cach 2: Run =2 excel

e (Cach 3: Double Click icon trén

nguyenquocsu@hote edp.vn

Desktop



4.1. Gidi thiéu Microsoft Excel (MS Excel) 2010

4.1.1 Clra sd lam viéc

Home Insen Page Layout Formulas Data Review

View

Calibri il v Em fa ¢ General v S@lnsety E v ﬁr ['ﬁ
B I U AxNN EEFH $°% o ¥ Delete v @ : i
» ; ot & Find &
Hel O A iE i | @ > W | »  [ElFomats 2 Figterv Select~
Ciip : nt Alignment 1 Mumber Cells Editing
File Tab [~ £
X — N,

A | 8 CI;_,\JE‘F

Colum;\ headers

*: Row headers
8

3

10
u

= | Worksheet Tab
1]

s'\\' |

Formula Bar

Zoom slider

L1
i 4 » ¥ | Sheetl , Sheet? . Sheet3 , ¥J

el

1]

£

Resdy | 1]

(oo 0% =¥ O




4.1. Gidi thiéu Microsoft Excel (MS Excel) 2010
4.1.2. Tab File

Haome Insert Page Layout Formulas Data Review View

[ Save

Save A5

£ Open Product Activation Required
M

g Close IE\ icrosoft Office Mondo 2010 requires a valid product license. Activate yvour

o product key now to obtain a valid product license,
Actrvate
Product

Information about Bookl

Recent
. Permissions

Mew a2 . o

5 Anyone can open, copy, and change any part of this workbeook,
Print Protect

Workbook »

Share
Help . Prepare for Sharing

{ EJ' Before sharing this file, be aware that it contains:
[z] COptions Check for Document properties and auther's name

E Exit [ssues =




4.1. Gidi thiéu Microsoft Excel (MS Excel) 2010
4.1.3. Ribbon

MS Excel 2010 thay doi giao dién nguoi dung tir viéc st dung cac thanh
menu truyén thong thanh cac cum 1énh dé dang truy cap duoc trinh bay ngay
trén man hinh goi la Ribbon. C6 cac nhom Ribbon chinh: Home, Insert, Page

Layout, Formulas, Data, Reviews, View, Developer, Add-Ins.

g Home Insert Page Layout Formulas Data Review View ) @ = g E2
= & - - e = = 7 o]  golnsertr  E v f :
Calibri 11 v A A = = =/ ¥~ = General - rE ’ | i 7 [
= gy s T SF mooume. - 2
Paste - | PEEow r A =E== =3F - - g <.0 .00 | Conditional Format Cell . i Sort & Find &
- ¢ 4 B I O - & — = = . L o0 =8 Formatting = as Table  Styles » | bl Format = | G2~ FiItE|'L: Seled“'
Clipboard Font Alignment Mumber Styles Cells Editing



4.2. Thao tac trén bang tinh
4.2.1.Tao, md, lwu bang tinh

Tao madi bang tinh

» C1: Nhan Menu File, chon New, Blank Worksheet

* C2:st dung phim tat Ctrl + N

Home

Insert  Page Layout

Formulas

Data

Review  View

=l Save

A Save A
[ save As
&5 Open

Cd Close

Info

Recent
Print

Save & Send
Help

] options

B Bt

Available Templates

{2 Home

Recent
templates

Blank

workbook

Office.com Templates
=
Agendas Budgets
o
o
o
o ﬁ)
Lists Memos

Ly J
R
Time sheets More
categories

i P
7

i

Sample
templates

Calendars

Plans

g

My templates

Expense
reports

Planners

New from
existing

Search Office.com for templates

Faxes Forms Inventories Invoices
e
Receipts Reports Schedules  Statements

Labels

Stationery

Blank workbook

]

Create




4.2. Thao tac trén bang tinh
4.2.1.Tao, md, lwu bang tinh

M& mét bang tinh tao san M

« C1: Nhan Menu File, chon Open. =l Save
» C2: Phim tat m& tai liéu cé san la Ctrl+O. &l Save As

» C1: Nhan Menu File, chon Save.

* C2: Phim tat dé luu tai liéu 13 Ctrl+S

 Néu file tai liéu nay trudc d6 chua duoc lvu 1an nao, Excel s&
dugc yéu cau dat tén file va chon noi luu.

» DEé luu tai liéu vdi tén khac (hay dinh dang khac), nhdn Menu File,

chon Save As (phim tat F12).



4.2. Thao tac trén bang tinh
4.2.1. Nhap dit liéu
 Khi nhap di liéu trong Excel cd thé nhap di liéu vao mot 6, mot vai 6 cung mot
thdi diém, hay vao nhiéu trang tinh cing mot thoi diém. DI liéu nhap vao cd
thé 1a s6, van ban, ngay thang hodc thdi gian. Ta c6 thé dinh dang di liéu theo
nhiéu cach khac nhau.
Nhap vin ban hay s6 vao mét 6
« 1Trén trang tinh, hdy bAm vao mot 6.
* 2. Nhap s hodc van ban ma ban mudn nhap réi nhan Enter hodc Tab.
« Meo: Dé nhap di liéu trén mot dong mdi trong mot 6, hiy tao ngadt dong bang

cach nhan Alt+Enter.
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4.2. Thao tac trén bang tinh
4.2.1. Nhap dit liéu

Nhap ngay thang hoac thai gian vao mét 6

1.Trén trang tinh, hdy bam vao mot 6.

2. Hay nhap ngay thang hay thoi gian nhu sau:

Pé nhap ngay thang, hiy dung dau gach chéo hay dau gach ndi dé phan tach
cac phan cla ngay thang; vi du: hdy nhap 05/09/2014 hay 05-09-2014.

Dé nhap thdi gian dua trén ddng ho 12 gid, hidy nhap thdi gian theo sau la diu
cach réi nhap AM hodc PM sau thdi gian dé; chang han nhu 9:00 PM. Néu
khong, Excel sé nhap thoi gian dudi dang AM.

Meo: D& nhap thdi gian hién tai, hdy nhan Ctrl+Shift+; (ddu chdm phay).

11



4.3. Binh dang bang tinh
4.3.1. Workbook, Worksheet

« Workbook: la mét tap tin ma trén dé ngudi dung lam viéc (tinh toan, v& do thi,
..) va luu trr di? liéu. Vi mdi workbook ¢ thé chira nhiéu sheet (bang tinh), do
vay ngudi dung cé thé td chirc, lvu trit nhiéu loai thdong tin cd lién quan vdi
nhau chi trong mdt tap tin (file). Mot workbook chira rat nhiéu worksheet hay

chart sheet tuy thudc vao bd nhé may tinh ctia nguoi dung.

« Worksheet: Con goi tat 1a sheet, 1a nai lwu tri va lam viéc vai dit liéu, né con
dugc goi la bang tinh. M6t worksheet chra nhiéu 6 (cell), cac 6 duoc to chirc
thanh cac cot va cac dong. Worksheet duoc chira trong workbook. M6t
Worksheet chita duoc 16.384 c6t va 1.048.576 dong (phién ban cli chi chra
duoc 256 cot va 65,536 dong).

12



4.3. Binh dang bang tinh
4.3.1. Workbook, Worksheet

* Thao tac trén Worksheet

SF 3‘ _E_] X AutoSum %{r Lﬁ

Flll v

 Insert | Delete Format Sort & Find &
- S ¥ ZClear™  Fiter~ Select -
|| 5= Insert Cells... L Editing
}G Insert Sheet Rows

c
c
<

Insert Sheet Columns

(] =

=3 ==
+«~n ?&
=2 -
£ H

Insert Delete Format

- -

Cells

ru'o—.—l

L:’_I X AutoSum %T (ﬁ

F|II v
Sort & Find &

v \A Clear ~ Filter ~ Select~

Cell Size

| 3L Row Height...

Insert Sheet
50 \
51 Insert... i
52 A Delete
53 Rename
54 Move or Copy...
55 Qd  View Code
56 &y Protect Sheet...
57 ! Tab Color >}
58
5’9 i Hide

Select All Sheets

M 4 » M| Sheetl pwomwe v - Sheetd

AutoFit Row Height R

F—T Column Width...

AutoFit Column Width

Default Width...
Visibility

Hide & Unhide »
Organize Sheets

Rename Sheet

Move or Copy Sheet...

Tab Color >

13



4.3. Dinh dang bang tinh
4.3.2. Di chuyén trong bang tinh
Di chuyén trong bang tinh
* Cé thé dung chudt, cdc phim > €1 ¥ thanh cudn doc, thanh cudn ngang,

sheet tab, cac t6 hap phim tat dé di chuyén qua lai gilta cac sheet hay di dén

cac noi bat ky trong bang tinh.

Thanh cubn doc, thanh cudn ngang 4| I |

 Thanh cudn doc va thanh cudn ngang duoc goi chung la cac thanh cudn (scroll
bars). B&i vi man hinh Excel chi cd thé hién thj (cho xem) mot phan cla bang
tinh dang thao tac, nén ta phai dung thanh cudn doc dé xem phan bén trén hay
bén dudi bang tinh va dung thanh cudn ngang dé xem phan bén trdi hay bén
phai clia bang tinh.
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4.3. Binh dang bang tinh

4.3.2. Di chuyén trong bang tinh

Thanh Sheet tab

« Dé di chuyén qua lai gita cac sheet ta nhap chu6t I1én tén cua sheet trén thanh
sheet tab. Ngoai ra ching ta cé thé dung <Ctrl + Page Up>dé di chuyén dén
sheet lién trudc sheet hién hanh va <Ctrl+Page Down>dé di chuyén dén sheet

lien sau sheet hién hanh

| 4 «» | Sheet1l ~Sheet2 Sheet3 ¥l

Pén sheet dau Sheet hien hanh Tao sheet moi

Ve sheet trirge | Pen sheet cuodi
Den sheet sau

15



4.3.2. Di chuyén trong bang tinh

Nhan phim Di chuyén
— hodc Tab Sang 6 bén phai
< hoac Shift + Tab Sang 6 bén trai
T Lén dong
! Xubng dong
Home Pén 6 & cOt A ciia dong hién hanh
Ctrl + Home DPén dia chi 6 Al trong worksheet
Ctrl + End DPén dia chi 6 c6 chira dit liéu sau cung trong worksheet

Alt + Page Up

Di chuyén 6 hién hanh qua trai mét man hinh

Alt + Page Down

Di chuyén 6 hién hanh qua phai mt manh hinh

Page Up Di chuyén 6 hién hanh 1én trén mot man hinh
Page Down Di chuyén 6 hién hanh xuéng dwéi mot man hinh
F5 M@ hop thoai Go To

End + — hoac Ctrl + —»

Pén 6 bén phai diu tién ma trwéc hodc sau né 1a 6 trong

End + « hoac Ctrl + «

Pén 6 bén trai dau tién ma trwéc hodc sau nd la 6 trong

End + T hoac Ctrl + T

Lén 6 phia trén dau tién ma trén hodc dwdi né l1a 6 trong

End + | hoac Ctrl +{

Xuong 6 phia dwéi dau tién ma trén hodac dwdi no la 6 trong

Ctrl + Page Up

Di chuyén dén sheet phia truéc sheet hién hanh

1C
TO

Ctrl + Page Down

PTTOCTO S TV L. COCL VT

Di chuyén dén sheet phia sau sheet hién hanh




4.3. binh dang bang tinh
4.3.2. Chen 6, dong, c6t
Chén 6 tréng
1. Chon cac 6 ma ngudi dung mudn chén cac 6 trong vao dé (mudn chon céc 6
khong lién tuc thi gilr Ctrl trong khi chon cac 06).
2. Chon Home = chon nhém Cells =2 Insert =2 Insert Cells...
3. Chon lwa chon phu hop trong hop thoai Insert
Chen dong
1. Chon mét hodc nhiéu dong lién tuc hodc cach khodng ma ngudi dung mudn
chén sb dong tuong (ng phia trén cac dong nay.

2. Chon Ribbon Home =>chon nhom Cells = Insert Insert Sheet Rows

17



4.3. Binh dang bang tinh

4.3.2. Chen 6, dong, c6t

j*ﬂ Insert =
o Delete -
L A : B C D E F G H | i
L;_ Format = 1 Bai todn dau tu
2 Tién  DAu tu t6i da[Sut thulei] S6ns -ItRR
_ells 3 Traiphiéu  dduty  25.0% | hingnim | ddo h;m;s,m;
4 TACME Chemical} ) 365% | 11 |msert 0 2
S Dwasar o 020% | Jo-fr Ofiitcckiptd 1
6 EagleVision | 6 | O shitcels gohn 1
7 MicoModeling i ! 10 | Oentirerow 0
8 OpiPo | h 7 | O Entire column 1
9  Sabre Svstems IIIIIIIIIIII 1 13 a
07 ; : Tong: ‘ Ok l Cancel J _T
;1 q Nhap phai Ch“'f-" Yéucdu: S375000 Chophep: 5262500
12 sau khi Ch{_‘ﬂl cac FilB1r50% Hit= B1135%

3 | 0vachon Insert
M 4 » WT GETPT-TH QRTT-TH . DHV-TH | Investment - TH , GaiPT , QHTT
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4.3. Binh dang bang tinh

4.3.4. Dinh dang chung
 Céac nut dinh dang thdng dung cla Excel duoc bd tri rat thuan loi truy cap trong
nhédm Home cuda thanh Ribbon. Trong qua trinh soan thao, tinh toan trén Excel,
mdi khi can dinh dang ngudi dung chi viéc nhan chudt 1én nut 1énh phu hop
dudi day.
Phéng Thunhé Canh  Xoay Céc loai dinh
toch chit  gitadoc chit dang sb

Canhlé |Canhlé | Wrap Text Dang s6

Fontchtt Co chit trén | dugi

N616 phan tram

TimesNewRom~ 12 ~ |A A | |= = =||¥~ General -
B 7 U-|ii-|[O-A-|E=F|EE EH |$-% 2| %%
F-:llﬂ‘ F Alipnmégnt P H.IIH!J+ }‘-
Chit dam K& khung Canh trai gfmg Tln-li{ ]:_3?11_2,55 Ginﬁlll SEE
Chir nghién Té nén Canh gitta G-la: ;?;tc DngDang ige man}Tﬁn:;gp phén
Gach chan Mau chi Canh phai ddu cac dong (tién té) ﬂlfiPhth"ﬂ

19



4.3. Binh dang bang tinh

4.3.4. Dinh dang van ban va sb

Khi can cac dinh dang phirc tap hon ma trén thanh Ribbon khdng cé ndt 1énh thi

nguoi dung truy cap vao hop thoai Format Cells: Chon Home = nhéom Cells 2

Format = Format Cells... Format el 2

|| tumber | pignment | Font | Border | Fa [ protecton |

Category:
| | |General » | Sample
E‘m y 6/30/2010
: Accoun Iype:
Eﬂk S
Tene *3/14/2001 -
| "Wednesday, March 14, 2001 -
| I:erce_ntaqe 3 114 =
Il| [Erécsen |3114f01
Saentific |
[ [Text |03/14/01
| Specil ! 14-Mar i
Custon 14-Mar-01
| Locale (location):
English (U.S.) v

Date formats display date and time serial numbers as date values. Date formats that begin with an
asterisk (*) respond to changes in regional date and time settings that are spedified for the
operating system. Formats without an asterisk are not affected by operating system settings.

oK [ancelj
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4.3. Binh dang bang tinh

4.3.5. Binh dang khung (border)

Format Cells

| Mumber || alignment: || Fonk | Border | Fill || Protection |
Line Presets
Skyle:
. OE
_____ Mone Cutline Inside
------------ Border

Texk Text

Texk Text

The selected border style can be applied by clicking the presets, preview diagram or the butkons
abowve,

(o] 4 ] [ Zancel




4.3.5. Dinh dang mau nén

Format Cells

4.3. Binh dang bang tinh

| Nurnber || Alignment || Faont || Border | Fill |F‘ru:utectiu:un

Background Colar:

“ Mo Calor

EREEOCO O

EEEENE ®

EEEEO O
O EEEED m
H EEEEC =
H EEEEC =
H EEECOC0O =
H EEEEC §
H EEEEC =

— H EEEOC0 mL

|
|
[ |

ore Colors,,.,

| FilEfFects. .. |

—

Sample

Fill Effects

Gradient

Colors

One calar
{*) Two colors
Preset

Shading styles

") Horizontal
) vertical

) Diagonal down

O From corner

O From center

Color 1

| o]

Color 2
1

Yariants

a
F 4

Sample:

wet? “Sheet3 %1

J[ Cancel J

22



4.4. Ham va cac nhdm ham thdéng dung

4.4.1. Gidi thiéu cong thirc (Formula)

 Cong thirc giup bang tinh hitu ich hon rat nhiéu, néu khdng cé cdc cong thirc
thi bang tinh cling gidng nhu trinh soan thao van ban. Ching ta dung cdng thirc
dé tinh toan tir cac dit liéu lwu trir trén bang tinh, khi di liéu thay doéi cac cong
thirc nay sé ty dong cap nhat cac thay doi va tinh ra két qud mdi gilp ching ta

d& tdn cong strc tinh lai nhiéu 1an. VAy cong thic cd cac thanh phan gi?

 Cong thirc trong Excel duwoc nhan dang 13 do né bat dau la ddu = va sau do 1a su

két hop cla cdc todn tl, cac tri s, cac dja chi tham chiéu va cac ham.

— Dau bang

Tr1 s

Toan te
Ham
|—Tha111 chién

= 40000 — IF(C5==25000.80%2*C5.C5)
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4.4. Ham va cac nhdm ham thdéng dung

4.4.1. Gidi thiéu cong thirc (Formula)

Cac toan tu

Todn tir |Chitc nang |Vidu Két qua
+ Cong =3+3 3cong3lab
- Trw =45-4 45 trwr 4 con 41
* Nhan =150*.05 150 nhan 0.50 thanh 7.5
/ Chia =3/3 3chia3lal
=274 2 lly thira 4 thanh 16 Lay can
A Liy thira
=16"(1/4) |bac 4 cua 16 thanh 2

24



4.4. Ham va cac nhdm ham thdéng dung
4.4.1. Gidi thiéu cong thirc (Formula)

Cac toan tu

Toantlr  Chdrc nang Vi du Két qua

& NGi chudi =“L&” & “Thanh” NG&i chudi “L&” va “Thanh” lai thanh “Lé Thanh”

Vidu 6 A1=3, 6 B1=6
= Bang =A1=B1

K&t qua: FALSE

Vidu 6 Al1=3, 6 B1=6
> Lén hon =A1>B1

Két qua: FALSE

Vidu 6 Al1=3, 6 B1=6
< Nhoé hon =A1<B1

K&t qua: TRUE

Vidu 6 A1=3, 6 B1=6
>= Lén hon hodc bang =A1>=B1

Két qua: FALSE

Vidu 6 Al1=3, 6 Bl=
<= Nhé hon hodc bang =A1<=B1

Két qua: TRUE

Vidu 6 A1=3, 6 B1=6
<> Khac =A1<>B1

K&t qua: TRUE



4.4. Ham va cac nhdm ham thdéng dung

Th tu wu tién cua cac toan t&

Todn twr Moé ta Uu tién

: (hai chdm) (1 khoang trang)

Toan tir tham chiéu 1
, (dau phay)
- S6 am (vidu -1) 2
% Phan tram 3
A Liy thuwra 4
*va / Nhan va chia 5
+va — Cong va trw 6
& N&i chuoi 7
= <><=>=<> So sanh 8

26




4.4. Ham va cac nhdm ham thdéng dung

4.4.2. Gidi thiéu ham (Function)

* Ham trong Excel dugc 1ap trinh san dung tinh todn hodc thuc hién mét chirc
nang nao do. Viéc s dung thanh thao cac ham sé& gilp ching ta tiét kiém duoc
rat nhiéu thoi gian so vdi tinh todn thu cdng khdng dung ham. Cac ham trong
Excel rat da dang bao trum nhiéu linh vuc, cd nhitng ham khéng yéu cau doi
sb, cd nhirng ham yéu cau mot hodc nhiéu ddi sd, va cac dbi sb cd thé Ia bat

bubc hoac tu chon.
Vi du:
« =Rand(): ham khong c6 dbi sb
* =If(A1>=5,"Pat””Rét”): ham 3 dbi so

« =PMT(10%,4,1000,,1): ham nhiéu dbi s va dbi sb tuy chon

27



4.4. Ham va cac nhdm ham thdéng dung

Trong Excel 2010 c6 cac ham chinh

nhw sau:

Ham tai chinh: Npv, Py, Fv, Rate,...
* Ham ngoai: Call, Registed.ID,...

Ham thong tin: Cell, Thong tin, IsNa, ...
* Ham lay dit liéu tlr SSAS: Cubeset, < Ham luan Iy: If, And, Or,...

Cubevalue,... . A a1z
’ * Ham tham chiéu va tim kiém: Choose,

* Ham d{ lieu: Dmin, Dmax, Dcount,... Vlookup, Hlookup, OffSet, ...
° Ham ngay va thoi gian: Time, Now,  « Ham toan va lvang gidc: Log, Mmult,
Date,.... Round,...

* Ham k{ thuat: Dec2Bin, Dec2Hex, « Ham thdng ké: Stdev, Var, Countlf,...
Dec20ct,...

Ham van ban: Asc, Find, Text, ...

28



4.4. Ham va cac nhdm ham thdéng dung

Nhap céng thirc va ham

« Nhap cong thitc trong Excel rat don gian, mudn nhap céng thirc vao 6 nao
ngudi dung chiviéc nhap dau = va sau dé |a sy két hop cla cdc todn tl, cac tri
s, cac dja chi tham chiéu va cac ham. Cé thé nhin vao thanh Formula dé thay
dugc tron cong thirc. Mot dieu hét sire luu y khi lam viéc trén bang tinh 13
tranh nhap truc tiép cac con so, gia tri vao cdng thirc ma ngudi dung nén dung
dén tham chiéu.

A B C D E F G H |

{ _Nam | 0 | 1 2 3 4 5 r
2 Dongtién) 20000 -100]  600] 800 1,100] 900
3

4 NPV =NPV(12.5C52:5G32+B2
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4.4. Ham va cac nhdm ham thdéng dung

Function Library Mot trong nhitrng cach dé dang nhat dé st dung ham trong Excel
la s& dung thu vién ham. Khi ngudi dung mudn s& dung ham nao chi viéc vao
thanh Ribbon = chon nhdm Formulas—=>Function Library = chon nhdm ham
—>chon ham can st dung.

Home Insert Page Layout Formulas Data Review View ASAP Utilities

ﬁ T AutoSum * [ Logical - i3 Lookup & Reference ~ ﬁ% ~2 Define Name =

[ Recently Used = [A Text - i Math & Trig -
Insert . b _ _ , Name
Function @ Financial - fj Date & Time ~ ﬁj More Functions * Manager B Create from Selection
Function Library Defined Names
1 v Je
A B C D E F G H I
1

30



4.4. Ham va cac nhdm ham thdéng dung

4.4.3. Nhdm ham théng dung

CU PHAP Y NGHIA VA Vi DY
ABS(number) Tra vé gid tri tuyét di ciia mot sé thuc.
~ABS(12 - 20)>8
INT(number) Tra vé sb nguyén 18n nhat khong vuot qua

number.
=INT(5.6) 25

=INT(-5.6) >6

MOD(number, divisor)

Tra vé so du cla phép chia nguyén number

cho divisor (number, divisor |a cac s6 nguyén).

=MOD(5, 3) >2
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4.4. Ham va cac nhdm ham thdéng dung

4.4.3. Nhdm ham théng dung

cU PHAP

Y NGHTA VA Vi DU

ODD(number)

Lam tron 1én téi mot s6 nguyén 1é gan nhat.
-0DD(3.6) >

=0DD(-2.2) >3

PRODUCT(numberl, number2, ...)

Tinh tich cla cac gia tri trong danh sach tham

7z
A

SO.

=PRODUCT(2, -6, 3, 4) >144

SQRT(number)

Tinh can bac 2 clia moét s6 dwong number.

=SQRT(36) >6

SUM(numberl, num-ber2, ...)

Tinh téng cla cac gid tri trong danh sach tham

Z
A

SO.

=SUM(2, -6, 8, 4>8

{ 8]
e




4.4. Ham va cac nhdm ham thdéng dung

4.4.3. Nhdm ham théng dung

cU PHAP

Y NGHTA VA VI DU

ROUND(number, num_digits)

Lam tron s& number véi d6 chinh xac dén

num_digits ch® sd thap phan (v&i qui

uwoc 0 la

lam tron tdi hang don vi, 1 1a 1ay 1 chir s6

thap
phan, -1 la lam tron t&i hang chug, ...).
=ROUND(5.13687, 2) =25.14

=ROUND(145.13687, -2) =100
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4.4. Ham va cac nhdm ham thdéng dung

4.4.3. Nhdm ham théng dung
* Ngoai ra con c6 cac nhom ham:
* Nhom ham Logic: AND, OR, XOR, NOT, IF

« Nhédm ham thdng ké: MAX, MIN, AVERAGE, COUNT, COUNTIF, COUNTA,
COUNTBLACK, SUM, SUMIF

* Nhém ham x ly chooi: LOWER, UPPER, TRIM, LEN, VALUE, LEFT, RIGHT, MID

* Nhom ham thoi gian: TODAY(), NOW(), MONTH(), WEEK(), YEAR()
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4.4. Ham va cac nhdm ham thdéng dung

4.4.4. Nhédm ham tim kiém

¢ Ham VLOOKUP

» Tim gid tri lookup_value trong cot trai nhat cla bang table array theo chuan

do tim range_lookup, trad vé tri tvong Ung trong cdt thi col_index_num(néu

tim thay).
A i C |
y - 1 Matrwdng  |Tén trwrdng
* Cu phap: 2 [ND =VLOOKUP(A2 §A511-36513 2 0)|
3 |HB
VLOOKUP(lookup_value, Table_array, 4 [NT
col_index_num, range lookup) g :E
7 |HB
g
9 BANG TRA
10 M3 trerong Tén trrong
11 [ND Nguyen Du
12 |HB Hoa Binh
13 [NT Nguyen Tréi
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4.4. Ham va cac nhdm ham thdéng dung

4.4.4. Nhédm ham tim kiém

* Ham HLOOKUP

* Tim gia tri Hlookup value trong dong trén cung cla bang table_array theo

chuan do tim range lookup, tra vé tri twong &ng trong dong thi

row_index_num(néu tim thay).

* CU phap:

A

B

C

W3 trirding

Tén trudmni

HLOOKUP(lookup_value, Table_array,
row_index_num, range_lookup)

D

)

=HLOOKUP(A2 $B510:50511 2 0)

HB

NT

HB

ND

HB

BANG TRA,

el e 1 =0 = R A = PR O ] R

W3 trirdng

TND

HE

NT

Tén trurong

guyen Du

Has Binh

Nguyen Trii
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5.1. Khdi niém thuyét trinh va trinh chiéu

Thuyét trinh

VY

KT NANG THUYET TRINH

>

Mé dau an tuong




5.1. Khai niém thu

Trinh chiéu

Chip xrly

RAM

Pin

Man hinh

, Iy,
May énh;/

Quaicomm Snapdragon 801
MSMBIT4AC, 4 101, 2.5 GHz

3GB LPDDR3

3000 mAh

5 inch, Full HD
1920x1080, 441 PPI

Sau 13Mpx
Truoe SMpx

yét trinh va trinh chiéu

iPhone B8 Plus

Apple A8, 2 10), 1.4 GHz

1 GB LPDDR3
2915 mAh

5.5 inch, Retina HD,
19201080, 401 PP\

Sau 8Mpx
Trude 1.2Mpx




5.1. Khai niém thuyét trinh va trinh chiéu

B6 cuc bai thuyét trinh

Noi dung
chinh

Tong két




5.2. Hudng dan st dung phan mém thuyét trinh

Phan mém thuyét trinh: .

~ €
. . @
* Microsoft Powerpoint —
* Impress
* Prezi

Google Presentation

Flair

EHEEN
1111



5.2. Hudng dan st dung phan mém thuyét trinh
Pham mém thuyét trinh Microsoft PowerPoint 2010

* Gidi thiéu vé PowerPoint 2010

Soan thao ndi dung Slide

Chén cac dbi tuvong: Am thanh, hinh dnh, video

Animations

Transitions

Slide Master & Layout

Thiét 1ap ché dbé trinh chiéu



5.2. Hudng dan st dung phan mém thuyét trinh
Gidi thiéu vé PowerPoint 2010
* Khéi dong MS PowerPoint 2010
Tuy theo phién ban Windows ma ngudi dung dang st dung ma duong dan
dén chuong trinh PowerPoint s& khac nhau d6i chut. Trong Windows XP,
Windows Vista va Windows 7 thi dudng dan truy cap dén chuong trinh 13
giong nhau. Cac budc khai déng nhu sau:
« 1.TU clra s& Windows nguoi dung chon Start
* 2. Chon All Programs
* 3. Chon Microsoft Office

* 4. Nhap chu6t I1én Microsoft Office PowerPoint 2010



5.2. Hwdéng dan s dung phan mém thuyét trinh

Gidi thiéu vé PowerPoint 2010

Ed92-0_AVEIs Presentationl - Microsoft PowerPoint o @ %
G rove | et Desion Tansitions  Animations  SideShow  Review  View Developer  Adddns Auobat & @

Pa'ste & | s::::- o B 7 U 8 abe 2V Aa-| A - EE=IE B sm'pes Arra'nge S?y\!"e(sk' - Edltino‘
Clipboard 7 Slides Font ,,| Paragraph Drawing
l‘:l
Click to add title
Click to add subtitle
Click to add notes [:




5.2. Hudng dan st dung phan mém thuyét trinh

Giao dién Microsoft PowerPoint 2010

* Giao dién cta PowerPoint 2010 khdng cé nhiéu thay ddi so véi phién ban

2007. Cac thanh phan trén clra s6 PowerPoint nhu sau

File Tab

Quick Access toolbar

F'o.-: ch-mJ:OlO pptx - Micrpsoft PowerPoint
ome rimat) d Rev
= y 88
) ] . R
Paste New . B ™
. Slide*
phosrd s 16 P
B x
1 \ | —— I. e
b 4 Ngan Outline |
- _"_’_'_'_'_'_.§ T
2 ’.: Ngan Slides ¢
— _\ ...... +
Microsqft
POWERPOINT 2010

Thanh trang thai

Title bar

Khu vie
soan thao

o0i 13 =lide

Click to add notes

|| Swdexof2 | Trek® | 5
i - -

(B80T 4% (=)

Close
Maximize/Restore
Minimize
L ez
eveloper Add-dns Acrobst & 0\
3 H i
]
rrange o= Edring
-
i
!
l 2“
M|

10



5.2. Hudng dan st dung phan mém thuyét trinh
Ribbon

* Ribbon dugc td chirc thanh nhiéu ngan theo chirc ndng trong qud trinh
xay dung bai thuyét trinh. Trong mai ngan 1énh lai duoc to chic thanh
nhiéu nhédm 1énh nho tao gitp ngudi dung dé hiéu va dé s dung cac chic

nang cla chuong trinh.

(]| s PowerPoint 2010a.pptx - Microsoft PowerPoint | SmartArtTools ||| Picture To... ' o @ 23

Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Design Format Format o @
& _] 25 Layout ~ iz & 2 y} = = e :Ev llﬁ' I } y By ; S Shape Fill ~ A Find
3a - £ Reset b = L7 Shape Outline ~ 3, Replace ~
e Styles ~ '~

New s AV, SV CIE = X £ IE & Shapes Arrange Quick
Slide~ ) Section ~ B I 1 sbe 57 Aa S ot S g . v Shape Effects ~ kg Select ~
Sli¢ ' Drawing ” Editing

11



5.2. Hudng dan st dung phan mém thuyét trinh

Tao bai thuyét trinh réng

Khi nguoi dung khdi ddng chuong trinh PowerPoint thi mot bai trinh dién

rong (blank) d3 mac dinh dugc tao ra, day chinh la cach tao bai thuyét

trinh mac dinh clia PowerPoint va ngudi dung chi can tiép tuc soan thao

noi cho cac slide.

=

L

I

Vao ngan File
Chon lénh New, hép Available Templates and Themes xudt hién bén phdi

Chon Blank presentation

Nhén nut Create dé tao mdi,

Phim tdt:

Diing t8 hop phim tdt <ClrleN> @€ tao nhanh bai thuyét trinh réng

12



5.2. Hudng dan st dung phan mém thuyét trinh

Tao bai thuyét trinh réng

H -0 & - MDO5({IU05)_SuNQ.pptx ng Tools Quoc Su Nguyen )
Insert Design Transitions Animations Slide Show Format @ Tell me what you want to do P+ Share
a0 ¥ ocut I:I Ellayout~ [ on lght <] <A & A 5= 1=- ||} Text Direction = B NOoO DD [—_) 2 Shape Fill - £ Find
o ER Copy ~ - %™ Reset [:]NignTaxtv AL Lo A QQJk EShapeOutlme' s Replace ~
AV . - - = - =
ast ~ Format Painter SI\S:' 0 Section ~ ERUR Sl L - ﬁConvertto SmartArt~ % L s rravngE StyLII::sv £ Shape Effects - [3 Select~
Clipboard [F] Slides Font ] Paragraph ] Drawing ] Editing -
F = 2 A A A
10 5.2. Hudng dan st dung phq@ﬁ méem thuyeét trinh
o O Q
.-_n = Tat Calibrili ~ |20 ~| A" a” &= 3=
B I US==A-~
E: * Khingudi ding khéi dong chuong trinh PowerPoint thi mdt bai trinh dién
1 - rong (blank) d3 mac dinh dugc tao ra, day chinh 13 cach tao bai thuyét
trinh mac dinh cla PowerPaint va ngudi dling chi can tiép tuc soan thao
\ néi cho cac slide. ¢
12 .
13
o O o]
. SRt un 3 *
nguyenquocsu@hotec.eduwvn 13 ¥
Slide 130f 13 [[®  Vietnamese = Notes B Comments B 55 B T - 1 + T4

12:21 PM

ENG

13



5.2. Hudng dan st dung phan mém thuyét trinh

Tao bai thuyét trinh tlr mau cd san

RlA9D-03TEIs PowerPoint 2010a.pptx - Microsoft PowerPoint o B R
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat @ 0
= save )
Available Templates and Themes Contemporary Photo Album
[ save As

3 open ) 2 Home » Sample templates
[ Close
Info
Recent
New
e Contemporary Photo Album

Print Classic Photo Album Contemporary Photo

rn Album
Share D
Help Create
Add-Ins ~

|23 Options
Exit
Five Rules Intreducing PowerPoint
2007




5.2. Hudng dan st dung phan mém thuyét trinh

Tao bai thuyét trinh tlr mau cd san

RlA9D-03TEIs PowerPoint 2010a.pptx - Microsoft PowerPoint o B R
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat @ 0
= save )
Available Templates and Themes Contemporary Photo Album
[ save As

3 open ) 2 Home » Sample templates
[ Close
Info
Recent
New
e Contemporary Photo Album

Print Classic Photo Album Contemporary Photo

rn Album
Share D
Help Create
Add-Ins ~

|23 Options
Exit
Five Rules Intreducing PowerPoint
2007




5.2. Hudng dan st dung phan mém thuyét trinh

Luu bai thuyét trinh

“ Home Insert Cesign Tran
Q Save .
‘ [Information
Save As
E pen
; Sy
' Close

Protect
Presentation -

L 2

Fecent




5.2. Hudng dan st dung phan mém thuyét trinh

S dung Theme ¢4 san

sert | Design | Transitions  Animations  Slide Show  Review View  Developer  Add-Ins Acu Slides Qutline

lors ¥
llThemes i ] colors &) Background Styles +{ || 1

Rad
. Fants ~
lllll IIIIII
]@ Effects ~ [C] Hide Background G
a ‘ ‘ Background
momEEn [ [T1[]] . - R I’tl\\ ('l'Pﬂil][ Saia

Citi Sile chc Snb alng
e
=

' TR
el
ru

Enable Content Updates from Office.com...
@ Browse for Themes...
@ Save Current Theme..,

Nhirng diemm werPaint 2010

: T;io,ml\;valmmgcmngtac\mnh'mgnguéi
khac trén bai thuyet tnoh

-Lamphongphubm tlmetmnh\macdoanudeo
hinh anh va rat nhigw hieu tmg moi

-Cha»eba:ﬂmsetm.nhh;e_uthm




5.2. Hudng dan st dung phan mém thuyét trinh

C4u truc (Layout)

* Khi tao mdi bai thuyét trinh, PowerPoint chén san slide tua dé vdi hai hdp van ban
trong goi la cac placeholder. Day la cac placeholder dung dé nhap van ban. Ngoai
ra, PowerPoint con cé nhiéu loai placeholder khac dé chén hinh dnh, SmartArt,
bang biéu, d6 thi,...

Plid"~ AV Tis

Fresestationd « Mirosoft PowerPont g
ﬁ et Dewgn Vamitico inme 340 3 e v Ortzpe saed Azronat Q
"

- -y

r : Click to add title

! Ngan Slides :

__________ i SoeeY _ _____
, Cac placeholder |

_____________
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5.2. Hudng dan st dung phan mém thuyét trinh

Nhap van ban vao Silde

* Cac hiéu Ung va hoat canh cho cac déi tuong trén slide 1a cach tdt nhat
giup ngudi dung nhan manh vao cdc théng tin cung cap trén slide, diéu
khién dong théng tin trong bai thuyét trinh va gidp ngudi xem cdm
thay thich thd hon ddi v&i bai thuyét trinh cla ngudi dung. Ngudi dung
c6 thé ap dung hiéu ng vao cac doi tuong trén tirng slide riéng 1é
hoac thuc hién cong viéc nay trong slide master va cac slide layout

nham tiét kiém thai gian.

19



5.2. Hudng dan st dung phan mém thuyét trinh
Nhap van ban vao Silde
PowerPoint cung cap rat nhiéu hiéu ng va duoc chia lam 4 nhém:

 Hiéu ¢ng Entrance. Cac ddi twong ap dung hiéu &ng sé xuat hién trén

slide hodc cé xu hudng di chuyén tir bén ngoai slide vao trong slide.

* Hiéu ¢ng Exit: Cac d6i twong ap dung hiéu ng s& bién mat khoi slide

hodc co xu hudng di chuyén tir trong slide ra khai slide.
 Hiéu ¢rng Emphasis: Nhan manh néi dung 4p dung hiéu Ung

* Hiéu ¢ng di chuyén: Hiéu ¢ng lam cac déi twong di chuyén theo mot

duong di qui dinh trudce (Motion Paths).

20



5.2. Hudng dan st dung phan mém thuyét trinh

Hiéu (*'ng cho van ban

* Van ban (Textbox) la ddi twong duoc st dung nhiéu nhat trong bai

thuyét trinh B | i
_ ¢ » ¢ ¢ "
Mone Appear Fade Fly In Float In =

Ty

Animation
None <
Click to edit Master title style -

("- ............ ................................ i —— = * ‘r' K k w* .-

. C||C|< to ed|‘t Master tex‘t SW'ES Appear Fade FlyIn h FloatIn Split

N A 7 S

— Second level o) W j ~ >

Wipe Shape Wheel Random Bars Grow & Turn
* Third level " cibs X

~ Fourth level fi:: S‘zl B-JLII;;CE -

» Fifth level Maore Entrance Effedts...

Mare Emphasis Effects...
More Exit Effects...
Maore Motion Paths...

LRk e




5.2. Hudng dan st dung phan mém thuyét trinh

Cac tuy chon hiéu &*ng nang cao

 Dé thiét 1ap cac thong sb hiéu ng
nang cao cho hop van ban. Nguoi
dung vao nhom AdvancedAnimation
va chon nUt Animation Pane. Khung
Animation Pane xuat hién bén phai

trong ctlra sd soan thao Normal View

Iﬂi -ammatmn ne]
} Trigger =
Add

Animation = *5, Animation Painter

Advanced Animation

Animation Pane

zZ

IJ Content Place... | |

B

Start Cn Click k/

Start With Previous
Start After Previous
Effect Options...
Timing...

Hide Advanced Timeline

Bemove

Seconds ¥4 [0] + 2 0 4 o [d

4

¥+
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5.2. Hudng dan st dung phan mém thuyét trinh

Sap xé&p trinh tu thuc thi hiéu &ng cho

« Khung Animation Pane bén phai clra s6
Normal View liét ké danh muc cac hiéu
(ng d3 thiét Iap cho cac dbi twong trén
slide. Nhitng hiéu ng nam trén clng co
db vu tién cao hon va sé duoc thuc thi
trudc, sau do mdi dén cac hiéu rng bén
dudi. Do vay, ngudi dung can phai sap xép
th(r tv cho cac hiéu ng trén slide theo y

do trinh bay ctia minh khi thuyét trinh.

Animation Pane

0L f Conkent Place. ..

After Previous

Zonkent Place. ..

Fly In : Content Placeholder 3: Master Views Slide Ma.

| Seconds »| €0 ¢+ 12[ ] 14 3

E] Re-Order | 4F

23



5.2. Hudng dan st dung phan mém thuyét trinh

Hiéu &*ng cho hinh anh, shape

 Cach ap dung hiéu rng cho hinh anh, clipart hay shape la gidbng nhau

%

Cheéen hinh vao slide o [ it,

| (rectinn

Q.

Cognteicodimate |

24



5.2. Hudng dan st dung phan mém thuyét trinh

X6a bd hiéu tng clia cac dbi tuong trén slide

Home Insert Design Transitions

PowerPoint khéng cé tinh nang xod hang | "
X
loat cac hiéu Ung d3 thiét 1ap cho cac .

dbi tuwong trén cac slide trong bai thuyét | f Ly | Fif

trinh ma chung ta phai xda hiéu ing |5k Hore ntrance ecs.

Mare Emphasis Effects...
More Exit Effects...

I

cho tirng ddi tuong. |

Mare Motion Paths...

Animations Slide Show
-r
[ o) A
FloatIn Split

R

111}

- Cac budc xcd hidu ong cho 461 tuwang:

l Chr:m ﬂm turang trén slide dang co higu Ung.

2. Wao RibbonAnimations, nhém Animation, chon Mone tir danh muc higu gng

25




5.2. Hudng dan st dung phan mém thuyét trinh
Hiéu ing chuyén slide
 Cac phan trén cac ngudi dung d3 tao dugc hiéu &ng cho cac déi tuong
van ban, do thi, hinh anh. Phan nay s& hudng dan cach tao hiéu ¢ng
khi chuyén tir mot slide nay sang slide khdc (transitions) trong bai
thuyét trinh. PowerPoint 2010 d3 bo sung thém kha nhiéu hiéu ng

mdi rat hap dan khi trinh chiéu, dac biét |a cac hiéu &ng 3-D.

-
I Home Insert Design Transitions Animations Slide 5ho
i

a (@ @ w8

Cube Doors Box Zoom _| FEffed
Options =

Transition to This Slide
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5.2. Hudng dan st dung phan mém thuyét trinh
Xda bd hiéu &ng chuyén slide
* Viéc x6a bd cdc thiét 1ap hiéu ing chuyén slide rat don gidn. Ching ta
cO thé xda bd hiéu &ng chuyén slide cho tirng slide riéng 1& hodc thuc

hién dong loat trén tat ca céc slide.

Haome Insert Design Transitions Animations Slide Show Review View Developer Add-T

Subtle

!

LIl

Wipe Split Reveal Random Bars

=
[
[id
&
™
.

-
=]
i
o

ol §
&7
- 2
il [
(4]

LA
=
o

=
I
[
=3
)
[=]
=
I
=
[
[=]
=
I
=
i}
ol
wn
=

Excitin

| =]

A

B
[
2
=
]

Dissolve Checkerboard Elinds Clock Ripple Honeycomb Glitter Vortex
. . — _

m B & N | &5 E
Shred Switch Flip Cube Doors Box Zoom

Dynamic Content

B
L1
[al
=
=
i

Pan Ferris Wheel Conveyaor
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5.2. Hudng dan st dung phan mém thuyét trinh

Gidi thiéu Slide Master

» Slide master |a slide ndm vij tri dau tién trong céc slide master, nd
chira thdng tin vé theme va layout clia mot bai thuyét trinh bao
gdm nén slide, mau sac, cac hiéu tng, kich thudc va vi tri cla cac
placeholder trén slide.

« Mbi bai thuyét trinh cd it nhat mot slide master. Diém hiru ich chinh
khi st dung slide master la chidng ta cd thé thay déi toan bo kiéu
ddng va thiét ké cda bai thuyét trinh rit nhanh chdéng. Khi mudn
mot hinh anh hay thdng tin nao dé xuat hién trén tat ca cac slide thi
nén thém chuing trong slide master dé tranh phai nhap cac théng

tin trung lap & cac slide.
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5.2. Hudng dan st dung phan mém thuyét trinh
Gidi thiéu Slide Master

 Dé chuyén sang clra so Slide Master, ngudi dung vao ngan

View, nhom Master Views va chon Slide Master.

Home Insert Transitions Animations Feview Yiew

|0 slide Master| [0 Ruler O &l color|

e Handout Master | [ Gridlines _ﬁh E Grayscale

Zoom  Fitto
=5l Motes Master [ Guides Window | mm Black and W

Master Views Show

u Zoom Color/Graysds




5.2. Hudng dan st dung phan mém thuyét trinh

Gidi thiéu Slide Master

alide

SIidE_{

lavout

Ly

| olamE B TniRse AiemElani

- — = -
=) (] o=
Thate Loy DB Lageat i
ek L

ThuchansPoeerPont 2010 Thapd ppt - FACROSofl PowsrPoat

IS cosn » L.._l .." [ =
BE~ & O @
e e ] Tukgeound  page Lo .

- | L]
& |Wfeda - . SElUS Cudmutian " | M Vies

=B H
Wesww  ‘iew  Destleger Adabw Acensl = i

gt ity =
- - —

Click to edit Master title stvle

bk o it Masicr fexi abyles
Kecnail lewe]

T vl

.....

e i+
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5.3. K¥ ndng trinh chiéu

Trinh chiéu va in

* Khi moi viéc d3 chuan bj xong va bay gid ban dang ding trudc
khan gid dé thuyét trinh vé dé tai bao cdo clia minh.
PowerPoint cung cap san mot sd tinh nang hd tro cho viéc béo
cdo cling nhu di chuyén dé dang gilta cac ndi dung trong khi
ban thuyét trinh.

* Dac biét, phién ban PowerPoint 2010 con cé thém chirc nang
con tro laser, ngudi thuyét trinh dung dé chiéu vao cac ndi
dung dang trinh chiéu trén slide dé ngudi xem dé theo d&i va

nam bat tot hon van dé dang thdo luan



5.3. K¥ ndng trinh chiéu
Trinh chiéu bai thuyét trinh
* 1. M@ bai thuyét trinh can trinh chiéu

* 2. Vao ngan Slide Show, nhém Monitor

Slide Show Review View Developer Add-Ins (A 'ﬂ'
= J 2 Play Marrations Resolution: 1280800 [Slowest, Hig... =
P ko)

Lse Timings |T-l-_'_|!| Show On: | Primary Monitor -

ehearse Record 5lide
imings Show = Show Media Controls | []] Use Presenter View L},

S5et Up Monitars

* Dac biét, phién ban PowerPoint 2010 con cé thém chirc nang
con tro laser, ngudi thuyét trinh dung dé chiéu vao cac ndi
dung dang trinh chiéu trén slide dé ngudi xem dé theo d&i va

nam bat tot hon van dé dang thdo luan
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5.3. K¥ ndng trinh chiéu
Trinh chiéu bai thuyét trinh

* 3. Pé bat dau trinh chiéu, chuyén qua nhdm Start Slide

Show trén ngan Slide Show va chon |énh:

mHnme Insert Design Transitions Animations Slide Show
== =" - :h . x
P Y BT w8

From From Eroadcast  Custom 5et Up Hide | Rehearse Record

Beginning Current 5lide  Slide Show 5lide Show ~ | Slide Show  Slide Timings Shov
Start Slide Show 5et Up
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5.3. K¥ ndng trinh chiéu
In bai thuyét trinh
* Trong cac budi thuyét trinh cé si dung may chiéu, dién gia
hay nguoi bao cao sé phat cho ngudi xem mot tap tai lieu
vé cac bai bdo cdo sap dién ra dé ho doc trudc.
PowerPoint cung cip rat nhiéu tuy chon dé ngudi dung
tao nén cac tai liéu mot cach nhanh chdng va rat chuyén

nghiép.
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5.3. K§ ndng trinh chiéu
Ché d6 in Notes Pages
* |n an tai liéu dang Notes Pages hodc Outline thudng duac
st dung danh cho ngudi thuyét trinh. Cac ban in nay chira
nGi dung trén slide va cac ghi chu cua slide cling duoc in
kém theo. Ngudi thuyét trinh cd thé doc nhanh céc trang

in nay dé xac dinh y chinh can trinh bay.
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5.3. K¥ ndng trinh chiéu

Ché d6 in Notes Pages

Blld9-0R_ATE-

[z] Options

[ Exit

Motes Pages
Print slides with notes

1 } Print on Both Sides
mott -
5 Flip pages cn long edge

EE Collated .

123 123 123

[
Portrait Orientation -
.Color -

Edit Header & Footer

Home Insert Design Transitions Animations
H Save i
Print
Save As @
Copies: 1 -
Cpen
E F Print
L Close | S
Info Printer @
1 Printer? on FETPSYS
Recent _
Ready
. ee
New Printer Propertie
- o
Print
3 . Print All Slides .
Share — Print entire presentation
Slides: (6]
Help

4

3

Slide Show

ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPoint

Review WView Developer Add-Ins

Acrabat

el FowstmisT ITIE

= Mmhirs 'V s
= Slicke Master
= H ancend Master
= Notes Master

Presentation Views

* Mormal: DUng r{lt nI}iéu trong qua trinh bién sgan

+ Slide Sorter: Sapxep cac slide trong bai thuy et
trinh.

* Motes Page: Thém cac ghi chivao slide

+ Reading View: Xemtrudc bai thuy £t trinh

Master Views

+ Slide Master: Luu trir thdng tin vé thigt ké

* Handout Master: Thiét ldp cécthdng s& cho céc
trangin Handout

+ Notes Master: Thiét 1ip cicthdng s& cho céc
trangin Motes

B e |

ey Jmeuary 22, 2090
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5.3. K¥ ndng trinh chiéu

Ché dé in Layout & Handouts

| Print Layout

E B

4 Slides Horizontal 6 Slides Ho

Full Page Slides ‘ MNotes Pages
Handouts
1 Slide 2 Slides
= 59

= =

Frame Slides
v | Scale to Fit Paper
High Quality

4 Slides Vertical 6 Slides Vertical

. v | Print Comments and Ink Markup

' Notes Pages
Print slides with notes

b

=]

Qutline

3 Slides

==

rizontal 9 Slides Horizontal

—

9 Slides Vertical
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5.3. K¥ ndng trinh chiéu

Ché d6 in Handout

* |n an tai liéu dang Handout hodc Slide thudng duoc st dung danh cho
ngudi xem thuyét trinh. Cac ban in nay chira ndi dung co ban vé théng tin
s& dugc trinh bay khi thuyét trinh. Ngudi xem ¢ thé doc trudc cac tai liéu
nay dé nam so lugc vé ndi dung va cd thé chuan bi cac cau hdi dé lam rd

thém cac van dé khi thuyét trinh.

Thuce hién in 4n Handout
 Khi in Handout, ngudi dung cé thé chon chonin 1, 2, 3, 4, 6 hodc 9 slide
trén mot trang handout. Chiéu cla trang handout va slide nam trong né
ban c6 thé chon 1a nam ngang hodc doc. Thdng thudng, ngudi ta in

handout [a 2 slide trén mot trang gidy khd A4 véi chiéu doc.
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5.3. K§ ndng trinh chiéu
Ché dé Full Page

* Kiéu in nay s& in mdi slide trén mot trang in. Doi vdi nhitng bai thuyét
trinh quan trong, ngudi ta thudng s& dung kiéu in nay dé cadc ndi dung

trén slide doc duoc dé dang trén ban in.

= ow Review View Developer Add-Ins Acrobat B
Print Layout

L]

Full Page Slides Notes Pages
Handouts

2 Slides 3 Slides

[l

Horizontal 9 Slides Horizontal

o 88
4 Slides Vertical 6 Slides Vertical 9 Slides Vertical P P - t 20 1 0
Frame Slides owe r o ' n
@ Scale to Fit Paper
High Quality Gidi thiéu cdctinhnang
Print Comments and Ink Markup clia chitwng trinh
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NOi dung

6.1. Kién thic co ban vé Internet

6.2. Bao mat khi lam viéc vdi Internet
6.3. S& dung trinh duyét web

6.4. S& dung Website

6.5. S dung thu dién tu



6.1. Kién thirc co ban vé Internet

Interner la gi?

Internet la hé thdng thdng tin toan cau cé thé duoc truy nhap cong
cong gdm cdc mang may tinh duoc lién két vdi nhau. Hé thdng nay
truyén théng tin theo kiéu chuyén mach géi dit liéu (packet
switching) dua trén bo giao thirc da duwoc chuan hda (giao thirc
TCP/IP). Hé thdng nay bao gdm hang ngan mang may tinh nhd hon
cla cac doanh nghiép, cua cac vién nghién cu va cac truong dai

hoc, clia ngudi dung ca nhan, va cac chinh phd trén toan cau.



6.1. Kién thirc co ban vé Internet

Dia chi IP

Khi tham gia vao Interntet, moi may tinh goi la host, phai cé mot dia chi IP
dung dé nhan dang. Pia chi IPv4 dugc chia lam 4 s thap phan cd gid tri tu
0 - 255, phan cach nhau bang ddu cham (vi du nhu: 172.16.19.5 hodc
172.16.0.3). Dé truy xuat vao trang chu cla bao tudi tré ta gd
123.30.128.10 vao 6 dia chi trén trinh duyét.

Cach dénh IP gdm 4 s6 thap phan nhu trinh bay & trén goi a IPv4. Hién nay
do tdc d6 phat trién qud nhanh cla Internet, IPv4 (cé chiéu dai 32 bit) d3

can kiét. Internet dang chuyén ddi dan sang IPv6 (128 bit).



6.1. Kién thirc co ban vé Internet

Tén mién (domain)

Pdi vai con ngudi, cach truy xuat mot website (nhu trang
chi bdo tudi tré ndi trén) bang IP nhu trén 13 rat khd nhd.
Do d6 hé thdng tén mién DNS gitip anh xa gita tén va IP
gilp dé dang st dung hon. Vi du, www.tuoitre.vn dé nhd
hon nhiéu so véi IP 1a 123.30.128.10. Tén mién DNS do
cac DNS server dam trach, do do ching ta phai tra phi

hang nam cho viéc dang ky tén mién.



6.1. Kién thirc co ban vé Internet

Xac dinh IP clia tén mién

C\Windows\system32\cmd.exe o =]
Microsoft Windows [Uersion 6.2.92001]

(c) 2012 Microsoft Corporation. All rights reserved.
C:\Users\Phan VUan>ping tuoitre.vun

Pinging tuoitre.vun [123.30.128.10]1 with 32 bytes of data:
Reply from 123.30.128.10: bytes=32 time=10ms TTL=246
Reply from 123.30.128.10: hbytes=32 time=108ms TTL=246

Reply from 123.30.128.10: bytes=32 time=18ms TTL=246
Reply from 123.30.128.10: hytes=32 time=11ms TTL=246

Ping statistics for 123.30.128.10:

Packets: Sent = 4, Received = 4, Lost = 0 (8% loss).
Approximate round trip times in milli-seconds:

Minimum = 10Bms, Maximum = 11ms, Average = 10ms




6.1. Kién thirc co ban vé Internet

|AP

IAP (Internet Access Provider) la nha cung cap dich vu
dudng truyén dé két ndi vdi Internet, quan Iy cong
(gateway) ndi vai qudc té. Cac may tinh & cac qudc gia
khac mudn két ndi véi nhau phai cd co sd ha tang, do dé
phai nhd dén IAP. Tai Viét Nam, IAP 1a cdng ty dich vu
truyén so liéu VDC thudc tong cong ty buu chinh vién

thdng, co quan thuc hién truc tiép la VNN.



6.1. Kién thirc co ban vé Internet

ISP

* ISP (Internet Service Provider) la nha cung cip dich vu Internet cho cac td
chirc va cad nhan. ISP phai thué dudng truyén va cong clia mot IAP. Viét
Nam cé nhiéu ISP thwong mai: Cong ty dichvu truyén sb liéu VDC, Cong ty
FPT, VIETTEL...

* Khi dang ky v&i mét ISP, ngudi dung dudc cung cap mot tai khodn dé
quan ly truy cap va tinh phi. M&i tai khodn bao gdm tén (User name) va
mat khau dang nhap (Password). Tai khoan nay thudng duoc luvu san
trong cac thiét bi (nhu cdc modem) duwoc cauhinh bdi ISP nén ngudi dung
khong st dung truc tiép.



6.1. Kién thirc co ban vé Internet

Dich vu Web (WWW)

* DAy la dich vu duoc dung nhiéu nhat. Buoc viét tat la WWW
hay goi ngan gon la Web. Web chira thdng tin bao gdm van
ban, hinh anh, &m thanh va tham chi ca video dugc két hop
vai nhau. Web cho phép tham nhap vao moi ngd ngach trén
Internet, 1a nhirng diém ch&a dit liéu goi la Website. Nh& cé
Web, nén du khéng phai la mot chuyén gia, ngudi dung van

c6 thé s dung Internet.



6.1. Kién thirc co ban vé Internet

Dich vu truyén tin (FTP)

* Dich vu truyén tap tin (FTP: File Transfer Protocol) Ia mot hé thong
chinh yéu dé chuyén tai file gitta cdc may vi tinh vao Internet. File
dugc chuyén tai cé dung luang rat 1dn. FTP hau hét duoc st dung
cho viéc chuyén tai nhitng dit liéu mang tinh cd nhan.

* Thong thudng, s& dung FTP dé chép file trén mot may chi tir xa
vao may vi tinh, viéc x Iy nay goi la nap xudng (downloading). Tuy
nhién, cling cd thé chuyén file t&r mdy vi tinh vao may chu ti xa,
diéu nay goi la nap 1én (uploading). Thém vao dd, néu can thiét,

FTP sé cho phép chép file tr mét may chu tw xa tdi mot may khac.
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6.1. Kién thirc co ban vé Internet
Dich vu luu trit di liéu truc tuyén

&& OneDrive

IDriv@®

Z ‘

2 Google Drive
o yr, . D MediaFire
iCloud
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6.2. Bao mat khi lam viéc vdi Internet

* Bao mat tai khoan
* Bao mat thong tin ca nhan
* Tranh cac trang web doc hai

* Tranh cac phan mém gian diép

13



6.3. S& dung trinh duyét web




6.3. S& dung trinh duyét web

Trang chii - Diéndan Tin - X / & Google

«->0Cl8 https://www.google.com.vn

Gmail Hinh anh

Google

Viét Nam

Tim véi Google Xem trang déu tién tim drgc

Google.com.vn hién d3 ¢ bing céc ngdn ngli: English Francais

Quang cao Doanh nghiép Gidi thiéu Bao mat Diéu khodn Cai dat
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6.3. S& dung trinh duyét web

* Nhap dia chi trang web

* Xem lich s duyét web

* Luu lai trang web

* Panh diu trang (Bookmarks)

* Tai hinh anh, d liéu, video

16



6.4. S dung Website
* Truy cap cac trang web thong thuong
* Truy cap cac trang web yéu cau dang nhap

* Tao trang ca nhan

17



6.5. SUr dung thuw dién tw

Gidi thiéu Email

* Email (electronic mail) d6i khi duwoc goi la thu dién tir. La mot
hé thdng chuyén nhan thu tir qua cdc mang may tinh.

* Email la mot phuong tién thong tin rat nhanh. Mot mau
thong tin (thu tir) cd thé duoc gii di & dang ma hod hay
dang thong thudng va dugc chuyén qua cdc mang may tinh
dac biét la mang Internet. N6 cé thé chuyén mau théng tin
tr mOt may nguon tdi mot hay rat nhiéu may nhan trong

cung ldc.



6.5. SUr dung thuw dién tw
Phan biét Email
* Phan mém thu dién t& (email software) la loai phan mém nham
hd trg cho ngudi dung viéc chuyén va nhan cdc mau théng tin
(thuwdng la dang cht). Théng tin cd thé dua vao phan mém thu
dién t& bang cach thong dung nhat 1a gd ch ban phim. Phan
mém thu dién t& gitp d& cho viéc tién hanh soan thao, glri, nhan,
doc, in, xoa hay lvu gilt cac (dién) thu. Co hai trvong hop phan
biét phan mém thu dién ti 1a:
* Web Mail
* Client Mail
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6.5. SUr dung thuw dién tw

WebMail:

* La loai phan mém thu dién t&r khéng can phai cai dat ma
no duwoc cung Ung bdi cac may chu (web server) trén
Internet goi la WebMail, hay Phan mém thu dién t& qua
Web. Dé dung dugc cac phan mém loai nay thudng cac
may tinh ndi vao phai cé mdt may truy cap tuong thich

vdi su cung &ng cua WebMail



6.5. SUr dung thuw dién tw

WebMail:

?

* Mail.outlook.com, mail.yahoo.com, hotmail.com hay gmail.com

Google

Gmail

Gmail, moi noi ban di chuyén.

Gi&i thiéu vé Gmail - email

tir Google

Trai nghiém tinh dé dang va don gian cla

TAI XUONG TREN #  Tai vé trén
P> Google play ® App Store

M6t tai khoan Google

cho moi thir

Ban mé&i siv dung Gmail? REGE TG @r eyt

Pang nhap Google

Tén ngwei dung

Mat khau

Dang nhap

v" Duy tr trang thai dang nhap
Khéng thé truy cap vao tai khoan cua ban?
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6.5. SUr dung thuw dién tw

Email Client: o

* Loai phan mém thu dién t& duoc cai dat trén tirng may tinh
cla ngudi dung, hay phan mém thu dién t& (cho) may khach.
Cdc thi du loai phan mém nay bao gdm: Microsoft Outlook,
Microsoft Outlook Express, Netscape Comunicator, hay
Eudora. Phan mém thu dién t& nay con cé tén la MUA (tir
chi* mail user agent) t&c la Tac nhan s& dung thu. Mot cach
goi tén thong dung khac cua email client la &¢ng dung thu

dién t& (email application).



6.5. SUr dung thuw dién tw
Email Client: Microsoft Outlook 2010

Send / Receive Folder

View

1 Show as Conversatians l—'@ Date

El - EEE

IMAP Mess. Hide Mess... } Group Mes... Preview

AddIn:

: - Erom
Iﬁ Size

Arrangement

$1 Reverse Sort
@5 Add Columns
13 To-Do Bar -

Layout

+= Expand/Collapse ~

: Navigation Pane ~
3 Reading Pane ~

I W Reminders Window
People
Pane ~

People P...

_S Open mn New Window
9 Close All Rems

Window

Manage Views...

Save Current View As 8 New View..,

Apply Current View to Other Mail Folders..,
: @_ Dedeted tems

‘dtocay

4 Outicok Data File Microsoft Outiook

o) inbox
2] Drafts
L= Sent Rems
s} Deleted ltems

4  Last Week

(=4 o

t
L@ Junk E-mait = W
L3} outbox F

L) ASS Feeds

LO Search Folders
4 correrenbocn@gmail.com

L] Inbox (3}

3 Trash

v L [GmaN]
. Drafts

[L) e

7] calendar
8-
] Tasks

Contacts

Newest on top

11:12

Microsoft Outiook Test Message

> Microsoft Outlook Test
- * Message
Microsoft Outlook

Se tunes 27,09/2010 11:12
Niamih

This is an e-mail message
sent automatically by
Microsoft Outlook while
testing the settings for
your account.

~

Lﬁj Microsoft Out... l .‘J -

Filter apphied |

@ Connected

>

4 septiembre 2010

uma mi jJu v 53 do
W 2 Y A

&€ 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25

[27]22 29 2

ot tion you

lunes, 04 de octubre de 2010
1 appointment

Arrange By Flag: Due Date |

Lask

| Typ2 & new

2 W NoDate
Confirmacion de venta tel...
Confirmacion de venta tel...
Confirmacion de venta tel.

M3 100% (=)




6.5. SUr dung thuw dién tw
Google Mail

* Tao tai khoan mail @google.com
* Dang nhap tai khoan

* Cach gdi va nhan Email

* Tao cht ky dién tu

* Cach s&r dung Google Drive, Google Translate
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6.5. S dung thu dién t
Tao tai khoan Google Mail

Create your Google Account

One account is all you need Name
Choose your username
Create a password

axe it all with you Confirm your password

Mobile phone
- .

Your current email address

25



6.5. SUr dung thuw dién tw
bang nhap tai khoan google

Gougle

One account. All of Google.

ontinue to Gmail

* Sau khi dang ky thanh cong

ta co thé dang nhap tai khoan

& s i TR
Google dé si dung email.

Q+ Sign in with Google
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6.5. SUr dung thuw dién tw
Cach gdi va nhan Email véi Gmail

Hép thw dén (1.905)
The gén ddu sao
Thu d3 giri

Thw nhap (40)

Danh sach mé& rgng -

Tdi

Cc

Beceo

Cha dé

Thanks you!

Nguyén Quoc Sw

Giang vién Trrdng Cao Ding Kinh té - K§ Thudt TRHCM
Khoa Cdng nghé Théng Tin

phone: 08.3755.1435

mobile: 0938 260 603

address: 215-217, Nguyén Van Ludng, P11, Q6

site: ktkthcm.edu.vn

email: nguyenguocsu@hotec. edu.vn

skype: nguyenquocsu250588

Sans Serif - | 7T - B 7 U A -~

EEl: ¢ cm=c

I
4
WHR-
1
il
.
il

|T|

-
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6.5. SUr dung thuw dién tw
Cach gdi va nhan Email véi Gmail

m Adobe Systems Get a deep-dive into creative skills - \Watch la

Hép thw dén (1.905) Pinterest We think you might like these Pins - Ve foun

Thur gén déu sao Pinterest Suits, Home and 12 other boards like yours -

m Get a deep-dive into creative skills  Hépthwraén  x

= H|
‘ Hop thw dén (1.904) [+ Adobe Systems <mail@info.adobesystems.com= Hly d&ng kY 2 thg 9 (9 ngay trudc) - |
Thir gin ddu sao t&i toi [=
Thur da g

Thw nhap (40)

Danh sdch md réng -

‘Su +
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6.5. SUr dung thu dién tw
Google Mail - Tao chit ky dién tu

I . Cai dat

Chung Nhan Hépthwdén Tai khoan BG loc va dia chibichdn Chuyén tiép va POP/IIMAP  Ti

o B2

Chir ky: 1 Khéng thém chik ky
Mat da hlérl thi- {thém chiF ke wdo cudi &t o thur &) @
o ' Tim hiéu thém i _ ]

v Thép Sans Serif - | T - B 7 U A - | co E - i=

Trung binh Thanks you!

Cao Nguyén Quéc Str

Giang vién Trwéng Cao Déng Kinh té - Kj Thuit TRHCM
Binh céu hinh hép thu dén Khoa Cdng nghé Théng Tin

phone: 08.3755.1435
mobile: 0938.269.603

Cai dat address: 215217, Nguyén Van Ludng, P11, Q6
' site: ktkthcm. eduwvn
Cha dé email: nguyenguocsu@hotec edu.vn
skype: nguyenguocsu2s0583
Troy gidp site: sites google com/sitellecnas

¥ Chén chi¥ kj nay trrére ndi dung duwrorc trich dén trong cac thur |
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6.5. SUr dung thuw dién tw
S& dung Google Drive

S [ e ) oA

Tai khoan c...

khoan Google, nha cung

cip nay cap phéat cho | Tél
nguoi dung mot khong |
gian luu trit truc tuyén goi e

la Google Drive =

Sites

°®
M &

Drive

Trang tinh  Trang trinh __.

Q @

Maet Google+

8B R

Danh ba Mham

Thém
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6.5. SUr dung thuw dién tw

S& dung Google Drive

* Sau khi dang nhap tai
khoan Google, nha cung
cap nay cap phat cho
nguoi dung mot khong
gian luu tr? truc tuyén
mién phi 15GB goi la

Google Drive

O

Tai khoan c...

Tai lidu

Lich

Sites

°®
M &

Drive

Trang tinh  Trang trinh __.

Q @

Maet Google+

8B R

Danh ba Mham

Thém
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6.5. SUr dung thuw dién tw
S& dung Google Drive

Google Drive

Q

Tim ki&m trong Drive

Drive cla toi ~

» g Drive cua tdi

» [0 Méytinh

- Duoe chia sé véi toi
© canday

‘.'- Google Photos

%  Dugegandiusao

i Thiing rac
@ Binsaoluwu

D3 strdung 2 GB/15 GE

o= Nang cp b nhd

Tén

Gl  Tailieu Ly thuyet quan tri mang windows server 2003 - Nguye..
w ROUTING_SUNQ.doc &%

u Quan tri mang windows server 20032008_SuNQ.pdf &%

@8 Quan Tri He Thong Mang Windows Server 2003-2008_SuNQ.p..
B wos2013rar 2t

B MmangMay Tinhrar &%

B wmangMay Tinh_SuNQ.zip &%

a Mail MDAEMOM_SUNQ.rar &%

k

-

Ch s& hitu

toi

toi

Stra ddi [an c...

28 thg 8, 2017

30thg 9,2013

28 thg 8, 2017

28 thg 8, 2017

7thg 4,2017

13thg 1, 2014

10thg 1,2014

16thg 10,2015

Bm Drive cla toi

CHITIET

Hém qua

CN 07:28

o Ban d chia s& 2 muc

P MD02.pptx
P mp01.ppix

Q B4t ky ai c6 lién ket

CN 07:28

o Ban d3 chia s 2 muc

HOAT BONG

32




6.5. SUr dung thuw dién tw

S& dung Google Translate
0

Dich
@ P d & Tiéng Anh Tiéng Viét Tiéng Phap | Phdt hién ngon ngie ~ TS
Google+ Tim kigm Dich he”o w0r|d| x
M & EH
Gmail Drive Lich
' EDIRUN I 11/5000
9 0 =
Taikhoanci..  YouTube Tin tc
Dich
i Tieng Anh Tiéng Viét Tiéng Phap Phat hién ngén ngik ~ AT
Anh
Chao thé gigi! .
do the giotl!
Thém
LDIRUBN-IR S 14/5000

Tét dich nhanh O

Tiéng Viét Tiéng Anh Tiéng Trung (Gian Thé) - m

Chao thé gioi

®

wih o< ’

Tt dich nhanh o

Tiéng Thdi Tiéng Nga Tiéng Ba T ~ m

fiafn1an!

O o < 7’

Swasdi chaw lok!
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