CHUONG 1 :MICROSOFT WORD

I. GIOI THIEU

Microsoft Word 1a mdt chudng trinh soan thao
van ban chuyén nghiép, duing Word ching ta ¢6
th€ dé dang tao ra di cic dang vin ban tir don
gidn nhu mot 14 thu d€n phifc tap nhu mot trang
tap chi (bao gdm cdc twa bai ciu ky, ndi dung
dudc chia thanh nhiéu cot, cdc bang bi€u, hinh
veE...)

1. KHOIPONG

Céch 1 : Double click 1én bi€u tugng Microsoft
Word trén nén Desktop

Céach 2 : Vao nit 1énh Start, tr6 vao Programs,
chon Microsoft Word

2. GIOI THIEU GIAO DIEN

1. Thanh Tiéu dé (Tiltebar)

Chta tén cua trinh @ng dung Microsoft Word va
tén tip tin van ban dang soan thao, bén phai c6
nit cuc ti€u, cuc dai/khoi phuc, nit dong cua
sO.

2. Thanh trinh don (Menu bar)
GOom chin menu 1énh: File, Edit, View, Insert,



Format, Tools, Table, Windows, Help. P& kich
hoat menu 1énh chi cin di chuyén chudt t6i tén
menu twong ng kich chudt trdi (hodc gitt phim Alt
va nhin ky ty dugc gach chin cla menu tudng
ttng). N6 thd xudng mdt bing menu Iénh. Hoic
bam phim F10 rdi ding cdc phim mii tén d€ chon
1énh rdi bAm phim Enter.

3. Thuéc (Ruler)
Khi man hinh & ch&€ do Print Layout thi ¢6 2 ciy
thudc ngang va doc. Hai thanh thudc diing dé€ canh
1€ trdi, phdi, trén, dudi cho mdi trang vin ban. P&
hién thi hay che dau thanh thudc, chi cin chon l1&énh
View/Ruler.

4. Cac thanh cong cu (Toolbars)

Gom cdc thanh cong cu chita cdc nit Iénh, tugng
trung cho cdc 1énh thudng dugce st dung. Khi ta
nhan vado mot nit 1énh nao d6 trén thanh cong cu
thi Word s€ thuyc hi€én mot chic ning tudng Ung.
D€ hién thi hay che diu thanh cdng cu chi cin
chon trinh don View, chon 1€nh Toolbars/..., chon
thanh cong cu twong ng. Nén chi cho xuit hién
cac thanh Standard va Formatting Toolbar

5. Vung soan thao (Editor)
La khu vyc d€ nhap va trinh bay vin ban.



6. Thanh cudn (ScrollBars)
Céc thanh nay & dudi va bén phai, bén trong cé
cdc mili tén cudn va hop cudn, dudc st dung dé
cudn vin ban trong ctfa s6 man hinh soan thio.

3. THOAT KHOI WORD
» Cach 1 : Nhat Alt +F4

» Cach 2 : Vao menu File chon Exit

> Ciach 3 : Click vao nit X(close) clia cia sd
Microsoft Word
Néu c6 vin ban chua luu thi Word thong béo
nhu sau. Chon Yes thi luvu, No thi khong Iuu,
Cancel thi bo qua.

Microsoft Word x|

! E Do wou want ko save the changes wou made to HopDongl 7-067

Mo Cancel |

IL. TAO FILE VAN BAN
= 1. Khai niém
Character (ky tv) La 1 ky tu dugc g6 tu ban phim
ngoai trtt phim chitc ning.

Word (tr) M6t nhém ky tu li€n tuc, gilta cac
tr 1a 1 khodng tring

Line (dong) T4t cd cdc tf nim trén cung 1
dong.
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Paragraph (doan) Mot doan vin ban dudc két thic
bing phim Enter.

WordWrap Kha niing tv dong xuéng dong khi
gip 1€ phdi vin ban

Shift+Enter Ep xu6ng dong trong 1 doan vin.

Enter Xudng dong tao ra doan vin mdi.

Ctrl+Enter Ngit sang trang mdi.

= 2. Nhdp vdn ban

> Nhip vin ban yéu cau phai chinh xac.

> Can chon mot Font chif ré rang dé doc.

» Nhip vin ban di n6i dung, ding chinh ta, khong
dé thira khodng tring.

> Trong 1 doan vin (paragraph) n€u c6 nhiéu dong
thi Word s& tu dong canh 1€ nhd ché do
WordWrap.

» Khong nén vira nhap li€u vira dinh dang.

> Khong dudc diing phim khodng tring dé canh vin
ban.

> Font ti€ng viét thudng dugc st dung 1a : VNI-
Times, VNI-Helve

= 3. Tao Vin ban Mdi
Sau khi khdi dong Word, man hinh sé€ ty dong c6
mdt clra s6 soan thdo vin bidn mang tén
Documentl. Ngudi soan thao nhdp vin ban va luu
tén theo y clia minh. Tuy nhién mudn soan thém
van ban mdi thi kich chudt vao ndt (new) trén
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thanh Standard Toolbar.

* 4, Luu Vin ban
Khi chua dit tén(filename) cho vdn ban thi 1énh
File/Save va File/Save As la nhu nhau. Hop thoai
sau s& xuat hién:
Trong muc Save in: Chon folder chita tap
tin can luu
Trén muc File name: Pé4nh tén tip tin can
luu (dirng bd diu ti€ng
Viét)
Nhan Enter hodc chon nit 1énh Save d€ luu
Né&u vin ban di c6 tén thi 1énh File/Save 13 luu
cap nhat. Lénh  File/Save As lam xuat hién hop
thoai trén cho phép luu vdn ban véi tén khac hay
con goi la luu theo version.

Save As @

Save in: |hi'l Mail Merge v| D - A Q g B v Todls -
) B panHsacH
4 lﬂ_]MaiI Merge

MMy Recent Iﬂ_]phieudiem
Documents

Deskkop

My Documents
My Computer
K g File mame: hieudien v| [ Save ]
My Mebwark =
Flaces Save as type! | word Documernt v| Cancel




* 5. M4 tap tin vin ban
Khi muén mé vin bin da cé trén dia 1én man hinh
dé xem hay sita chita, bo sung chi can click chuot
vao nut open trén thanh Standard Toolbar, hodc
chon 1&énh File/Open hodc nhan Ctrl+O, xuit hién
hop thoai sau :

Open @

Look in: |@ Mail Merge v| @-3| Q A [ v Todls +
. B panrisact!
4 B mail Merge

My Recent | 8] phieudiem
Documents

My Mebwork,

Places Files of type: |,q|| Files I | Cancel

File name: | I |

Trong muc Look in : Chon folder chifa tap tin can
md

N&u c6 thi cic tap tin s& hién thi trong khung
Chon tén tap tin can m& rdi click nit Open

C6 thé md nhiéu tip tin vin ban bing cdch gitt
phim Ctrl hodc Shift va mouse dé chon céc tap tin.
Khi c6 nhiéu tap tin dang mé ddng thdi, d€ chuyén
qua lam viéc v6i van ban nao thi chon 1é€nh
Window/tén tap tin



* 6. Bong tap tin
Nhan Ctrl+F4 hoidc vao File/Close (déng vin ban
dang hi€n hanh)
C6 thé déng nhiéu tap tin vin ban cung lic bing
cach gilt phim Shift, va chon 1€nh File/Close All

= 7. Trinh bay trang in
Chon 1€nh File/Page Setup ( hdp thoai
Thay ddi cic thi€t dit, chon OK.

Tab Paper Size:

Page Setup 2l x|
Margins  Paper Jize l Paper Source l Layout
Paper size: Preview
A - |
Ywidth: 21cm El:
Height: 28.7 cm E|:

Orienkation

* Paortrait
™ Landscape

Apply ko |Who|e docurnent ﬂ
Defaulk. .. 0K | Cancel |

Chon khd gidy(Paper Size), huéng gidy
(Orientation). Thong thudng diing khé gidy A4,
huéng gid'y thing ding (Portrait)

* Tab Margins:



Page Setup

Margins lPaper Size ] Paper Source l Layaouk ]

21 x|

e m Presvigwm

Bokkarm: m —

Lefts m —

Right: - = j—

Gutker: Ocm = :
From edge —

Header: 0.8 =

pocter: 0.3 . Apply tar |whale document j
I Mirrar margins Gutter position

I™ 2 pages per sheet {* Left " Top

Default. .

Cancel

Thay ddi cac thi€t diat vé 1€ dinh(top), ddy(bottom),

trai(left), phai(right)

» 8. In 4n

Cdch I1: Nhan nidt lénh Print
Standard Toolbar n€u mudn in toan bd

van ban

trén

Cdch 2:  Vao menu File/Print... -> hop thoai:

thanh




Printer

Hame: & Canon LASER SHOT LEP-1120 v | Broperties

SEIIEE e Find Printer...
Type: Canon LASER SHOT LEP-1120

Where: UsE001 [ print ta file
Comment: ] Manual duplex
Page range Copies

= al Mumber of copies:
O Current page (:) Selection

) Pages: | | H1 H1 Collate

E
1

Entet page numbers andjar page ranges '
separated by commas. For example, 1,3,5-12

Print what: | Document v | Zoorm

Print: |.C\II pages in range V| e per sy i
Scale to paper size: | Mo Scaling hd

Options, .. [ OF ][ Cancel ]

Chon loai mdy in trong hdp Name
Trong Page range chon:
» All: in toan bd vin ban
» Current page: in chi trang hién hanh
» Pages: khai bdo in nhitng trang nao cua
van ban
> Trong Copies khai bdo sd ban in

Find and Replace 2l

Find Replace GoTo l

Go ko what: Enter page number:
E
Section
Lire Enter + and —ta mowe relative to the current
Bookmark location. Example: +4 will move Forward Four
Comment items.
Foaotnote
Endnote ﬂ

Close




Liic nay con nhdy sé& di chuyén dé€n trang tuong tng

>

= 2. Cac Phim Xoa

v Xod mdt ky tg bén trdi con nhdy : (
(BackSpace)

% X0d mot ky tu bén phdi con nhdy : Delete
% Xod mdt tif truGc con nhdy

Ctrl+((BackSpace)

v Xod mdt tif sau con nhdy : Ctrl+Delete
v D& x6a khdi chon, thi chon né rdi nhan phim
Delete

» 3. Thao tdc chon khoi

Pua con tréd mouse dén vi tri dau khdi va ré chuot
qua trdi, phai, 1én, xudng dé chon khdi mong
mudn.

Gitt Shift+Cac phim € N > ¥

o Shift+Home : Tir di€m chén d&€n diu dong

o Shift+End : T di€m chén dén cudi dong

o Shift+PgDn:  Tir di€m chén d&n cudi trang

o Ctrl+Shift+End : Tt di€ém chén dén cudi vin ban
» Ctrl+A : chon toan b6 vin ban

> Giit phim Alt+ ré chudt s& chon khdi chit nhat ty

.

y

= 4. B4 Chon Khdi

Sau khi chon kh&i xong mudn bd viéc chon trén chi
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viéc click chudt trdi vao mot vi tri bat ky trén vin

ban. Hodc dung mdt trong cdc phim mii tén di
/{7 Pl

chuyén con nhay

= 5. Sao Chép Khoi

YV V VYV YV VYV

YV V

Chon khdi

Nhan Ctrl+C ho#c chon 1énh Edit/Copy
Chuyén con nhiy dé&n noi chén

Nhan Ctrl+V hoic chon 1énh Edit/Paste

6. Di Chuyén Khdi

Chon khoi

Nhan Ctrl+X hoic chon 1énh Edit/Cut
Chuyén con nhdy dén noi chén

Nhan Ctrl+V hoic chon 1énh Edit/Paste

7. Xo4 Khoi

Chon khdi

Nhan phim delete

8. Undo va Redo

P€ hiy bd chudi hanh dong vira xay ra nhan
Ctrl+Z hodc 1€nh Edit/Undo hodc nit 1énh Undo
trén thanh Standard Toolbar

b€ khoi phuc lai nhitng 1€nh Undo vura lam c6
thé diung nit 1énh Redo trén thanh Standard
Toolbar

= 9. Phéng to hodc thu nhd vin ban

>

Nhip vao nit Zoom trén thanh Standard
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Toolbar chon cdc gid tri mong mudn hodc cé
thé€ nhap vao diy mot ty 1é bat ky

» Hoadc vao menu View/Zoom...( hop thoai. Chon
ty 16 mong mudn

= 10. Di chuyén thanh cong cu
> DPua mouse dén bién trdi clia thanh cdng cu
va ré chudt d&n vi tri thich hgp
IILTRINH BAY FONT CHU

» Thanh FORMATTING TOOLBAR

¥ Formatting 4
fomal  « WLorn vlzv‘njg‘gggggz'zgii;z 0-#-A-

> MENU LENH
Mudn dinh dang vé font chit phitc tap hon thi chon
1€nh Format/Font
> Chon khéi vin ban. N€u khong chon thi sé&
dinh dang ky tu tai vi tri Cursor
» Chon 1énh Format/Font... -> hop thoai
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Fonk ‘ Character Spacing ] Text EFfects l

Fonk: Faonk style: Size:
|'-.-'NI-TuI:|es |Nu:urma|
20 S
22
29
zs
Fonk: color: nderline skvle:
Autamatic ﬂ ||{nu:une]l ﬂ | J
Effects
[ Strikethrough [ Shadow [ Small caps
[ Double strikethraugh [ Cutline [ &l caps
[ Superscript [ Emboss [~ Hidden
[ Subscript [ Engrave
Presview
#
Kihén duee ehon
L] L]
This iz a TrueType Font, This font will be uzed an both printer and screen,

Defaulk. . 2 | Zancel |

= 1. L6p Font
Céac muc Font, Font Style, Size, Font color: nhu st
dung bi€u tuong

Underline style: Cac ki€u gach chan

None Khong gach duéi
Single Gach dudi 1 nét
Word Only  Gach dudi tirng to
Double Gach dudi 2 nét
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Dotted
Thick
Dash
Dot dash

Dot Dot dash

Wave

gach
Gach dudi bine dudng chim
chim.gach

Gach dudi biang dudng dan
son

Effects: Tao cac hiéu qua nhu

Strikethrough

Double Strikethrough

Superscript
Suscript
Shadow
Outline
Emboss

Engrave

Small Caps

All Caps

~, 1é tré N
Pua cht " "" va

giam kich thugc

Pua chil yugng ausi vVa
giam kich thuGc

Chir c6 bong

Cht dudng vi€n
Chiiiv nGi. 6 mau
trin. béng man xam
Chilr o, «& i
trﬁug, DONG T A
CHU THUGNG THANH
CHU IN cO pO CAO
KHONG POI

pOI CHU THUONG

¢

=3
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THANH CHU IN
Hidden An vin ban

Muc Default : Khi chon muc nay mdi lan tao 1

vin bdn mdi, Word sé& chon st dung nhitng thiét

dit nay nhu mic dinh. Nhitng thi€t dit sé ghi vao

Template Normal.dot

Muc OK : Nhitng thi€t dit sé 4p dung cho khoi

dugc chon hodc ngay tai vi tri cursor n€u khong

chon khoi

= 2. L6&p character Spacing

I 2| x|

Fonk Character Spacing | Text Effects |

Scale: IZDD% - I
Spacing; INDrmaI j By: I 5‘
Fosition: INnrmaI j Ey: I 5‘

¥ kerning For Fonts: ||14 3‘ Paints and above

Prewview

_ < haracter Spacing

This is a TrueType Font. This Font will be used on bath printer and screen,

Default... | (0] 4 I Cancel
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Scale: ting, giam d6 rong cic ky tuw, do cao

khong d6i
Spacing: Khoang cach gitta cac ky ty
Normal Khoédng cédch binh thudng
Expanded Khodng cdch thua

Condensed Khoangcachnéen
Position: Vi tri cua cac ky tu so vdi dudng Base

Normal Vi tri thudng
Raised Pua chit I€n trén
Lowered Pua chit xudng duéi

= 3. L6p Text Effects
Muc Animations : chon cdc loai animation mong
mudn

III. CHEN CAC KY TU PAC BIET

Pinh vi cursor tai vi tri can chén. Chon 1énh
Insert/Symbol ( hdp thoai

16



2=
Syrbols lSp_eciaI Characters]
Font: |Wingdings ﬂ
B A || B (B3 EW | e | w2 | I Ex|h|0| @ B B &P 8| -
B E & =] f]|& FIH| Q|2 @& 2R H+|F| ¢
= | (e d) eI &2 A || %o (0|n|O0(0O0|0O(«
(% |4 ¢+ |ED|E || @ @) <D0 DQ @D R| OO RO DS D
G| G| 8| B | BB on | B0 R0 | OR [ e | | | Sl o| e (@O o~ |+
x| e | D | BB S D D) DD DD DD D H SR
AR A | A R A - e o] R e R Al w|a|F|C{a|o|ule]] |4+~
AlL|Y ||| p || |A |k |a|F]| ||| #|&|F]F|e|n « |+ |E|B|(8
AukoCorrect, .. Shorkout key. .. | Shorkout key:
Insert: | Cancel

Chon Font: cdc ky ty dic biét chii yéu nim
trong cidc Font sau: Symbol, Windings,
Windings 2, Windings 3

Double click 1én ky tu can chén hoic chon ky
tu rdi click nidt Insert. Lap lai cho cdc ky tu
khéc. Click nit Close s€ dong hdp thoai lai.

IV. CHUYEN POI DANG KY TU
> Chon khdi
Dung menu 1€nh: Chon 1€nh Format/Change Case
xuat hién hdp thoai sau:
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Change Case ﬂﬂ

" Sentence case,

" lowercase

(" LOGELE cASE

(04 | Cancel |

- Sentence case : Ky tu diu dong clia ciu
thanh chit hoa

- lower case : Chit thudng.

- UPPERCASE : Chit in hoa

- Title Case : Hoa cdc ky ty ddu clia mbi
tr.

-tOGGLE cASE : N&u chit thudng thi chuyén
thanh chit hoa va ngudgc lai.
Chon chifc ning tuong dng roi chon OK.
Ho#c dung phim tit nhan Shift+F3.
IV. DINH DANG POAN VAN

Mot Paragraph 1a 1 doan vin gdm 1 hoidc nhiéu
dong. Trong 1 doan vin chi nhdn phim Enter khi
k&t thic doan vin.

= 1. C4c khdi niém vé doan vin
» First line
» Hanging Indent
» Left Indent
» Right Indent
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q/ First Riaht
L |-3--4-s-us-lui-ul-sw|-1ul-|-11-|-1z-|-13-|\-14N§:|-15|-

N Left Hanging

Panh dau chon 1 hodc nhiéu doan vin, ré 1 trong
cdc tam giac trén ruler d€ thay ddi vi tri cdc dong
cta paragrah theo phuong ngang.

.

» 2. Pinh dang doan vin don gian
Panh diau chon 1 hoic nhiéu doan vin, nhidp chon
mdt trong cic bi€u tugng 1énh

Canh trai

Canh gitra

Canh phai

Canh déu hai bén

4 —

i— | banh s6 thit ty mi doan vin

:— | Chuc ndng Bullet

Tk
U]

L¢ trdi cda Paragraph dugc chuyén sang
bén phdi mot budc Tab

_ | Lé trdi clia Paragraph dugc chuyén sang
bén trai mot budc Tab

Tk
U]
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* 3. Pinh dang doan védn phdc tap hon
Pé dinh dang doan vin phic tap hon st dung 1énh

Format/Paragraph ( hop thoai
Paragraph ilil

Indents and Spacing | Line and Page Breaks |

Alignment: m outline level: IBDd-:I.- ket vI
Indentation
Left: 0 cm - Special: By
Richt: fom = [Firstline | [1.27em
Spacing
Before: Opt : Line spacing: Ak
after: 0 pt z ISingIe j I ﬂ
Presview
Sanpic T T T T T T
T T T T T T T
T T T T T T T T

Tabs, .. | (a] 4 I Zancel

* Muc Alignment
Left(Canh trdi), Centered(canh gitta), Right(canh
phai), Justilied(canh déu 2 bén)

= Muc Indentation
Left : S& do khodng céch 1€ tréi
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Right: S6 do khodng c4ch 1€ phai
* Muc Special

None First line vi Hanging indent thing hang
nhau

First Dong dau tién thut ra hay vao

Hanging Céc dong con lai thut ra hay vao

By : S6 do khodng cich gifta First line va

Left (ngudi st dung c6 thé danh vao gid
tritay y)
* Muc Spacing
Before = Khoang cach so vGi paragraph trén
After Khoang céch so véi paragraph dudi
* Muc Line Spacing
Single b6 thua gitta cac hang trong paragraph
binh thudng
1.51line Do thua gap rudi
Double Do thua gap doi
Muc At D06 thua tiy ¥, vi du gip 1.2 1an thi nhap
Vao muc nay

= TRINH BAY PARAGRAPH DANG
LIET KE

Vian ban dang liét ké 1a mdt ki€u trinh bay dac
biét, c6 thé nhan bi€t nhd céc ky hiéu ditng dau
mdi paragraph (Thong thudng la cdc diu gach diu
dong hoic cdc so thit ty)
C6 2 dang kiét ké bing so thd tu hodc bing cac ky
t dic biét
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a. Dung cdc biéu tugng trén thanh formatting
Dung cac nut 1€nh:

Numbering d€ dinh s6 ty dong cidc doan vin theo
mau hién hanh.

Bullets d€ chén ky hiéu dic biét hién hanh & dau
mdi doan vin.

b. Dung menu l¢nh

Panh diu chon cdc paragraph can trinh bay, thuc
hién 1€nh Format/Bullets and Numbering, -> hop
thoai sau:

» LGp Bulleted:

Bullets and Numbering 2 x|
Bulleted | Mumbered I Cutline Mumbered
- u} =
MNone . o '
- u} =
a <+ o ¥
d o ¥ ¥
a - > ¥
Pickure. .. | Customize, .. |
Reset | (04 I Cancel |

Nhip chon mot mau va OK, Néu mudn thay th€ 1
mAiu ndo bing ky ty khéc thi chon né rdi click nit
Customize -> hop thoai:
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Customize Bulleted List il b

~Bullet character
. . . | + || = | 4 Cancel |

rPreview
Fort... | Bullet. .. |
~Bullet position =
Indent at: ID.63 crit 5‘ =
=
~Texk position
Indent at: |1.2? cr E"

Chon 1 miu trong Bullet character hodc click niit
Bullet d€ chon 1 ky tu dic biét tir cic font ky hiéu
khéc.

Ngoai ra ta con c6 thé thay d6i cdc thi€t dit vé vi
tri ciia Bullet va doan vin trong phan Bullet
position, Text position

* L&p numbering
Nhép chon mdt miu va OK.
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Bullets and Numbering ed b

Bulleted  Mumbered | Gutline Mumbered |

1 I
MNone 2 I
3 .
A a a i
B In h ii
c (] C iii
Lisk: numbering
% Restart numbering € Continue previous list ustomize. .. |

Reset | (04 I Cancel |
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Lép Outline Number: Panh s6 ki€u dé cuong
(nhiéu cip)

Vi du:
Tiét 1:

1. Tao Style, Tao muc luc (table of contents) cho
tai li€u.
a. Tao Heading
b. St dung Style.

2. Tao muc luc.
Tiét 2:

1. Merging tai li€u.
a. Khainiém
b. Céach tao

2. Cacloaitai liéu
a. Tron tai li€u dang Letter
b. Trdn tai liéu dang Label
Cach tao:
Pé4nh diu kh6i mudn dinh dang

o Chon lénh .. Chon Tab Outline Number 2>
Chon kiéu danh s¢ > OK

1%

o Dung *= (Increase indent) hoic £ (Decrease
indent) d€ ting gidm cAp (CAp con thut vio 1
Tab so vdi cap cha)

Chii y: C6 thé chinh lai ki€u ddnh s& bing
Customize
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V. DROPCAP
Chon I hode vai 2

ky tu diau tién  Pastion

cia First line. | . | W | W

Thuc hién 1énh

Format/Dropca Mone Dropped In Margin
p -> hdp thoai: Optians
Fonk:

None : Bg | lmrkorin =]
chon Lines ko drop: |3 5‘
DropCap Diskance From ket 0 crmn =
Dropped:
drop  trong

doan vin
In Margin: drop & 1€ trdi

Font : Chon font

Lines to Drop : S6 dong

Distance From Text : Khodng cdch theo
phuong ngang cia Drop Cap so véi cic dong
cua doan vin

2,

Chay :

» Mot doan vin viura cé chic ning DropCap, vira
c6 chic nang Column thi ching ta nén dinh
dang column truGc va DropCap sau.

VLKE KHUNG VA TO NEN
= 1. St Dung Toolbar

26



P4nh diu chon céc

paragraph can k&
khung
Nhip vao bi€u tugng
trén thanh Formatting, chon vi tri can ké

» 2. St Dung Menu
DPanh didu chon céc paragraph can ké khung
thuc hién 1€énh Format/Border and Shading ->
hop thoai:

Ik
i

Borders and Shading 2|
Borders | Page Baorder I Shading |
Setting: Style: Preview
- Click on diagram below or use
D Hone buttons to apply borders
D Box
I:l Shadow
g =
I s pk j Appky ko
; Custom
n = IParagraph j
Options... |
Shaow Toolbar | Hotizonkal Line. .. | ok Cancel |

Chon nét trong phan Style, mau sic trong phan
Color, do rong nét trong phan Width. Chon 1 trong
cdc thi€t dit trong phan Setting. P& ké hoic khong
ké 1 vi tri ndo d6, thay ddi trong phan Preview

Ngoai ra trong hop thoai nay diing 16p Shading dé
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Borders and Shading i |

Patterns

t6 nén cho doan van

Borders I Page Eorder ih

Fill Previgw
| Na Fill

rrrrr-—
= g
I flo il

IO I I
=I_I_=I_lll_

.I_ —
I_ | | I_ Mare Calars. .. | : |

Skyle:

Il:‘ Clear j Apply o

IParagraph j

Color:

I Aukomatic j

Show Toolbar | Hotizonkal Line, .. | OF I Cancel |

VII. SUDUNG TAB

Tab 1a ki€u dinh dang thudng gip trong vin ban.
M&i doan vin c6 thé c6 s6 lugng, vi tri va loai tab
khéc nhau. Tab thudng dung cho ciac doan vidn c6
cung cach canh cho cdc cum ndi dung

Vidu:
STT TEN HANG SO LUGNG PON GIA
1. Mathang A ..oooveveene.. 1000 ... 125.50
2. Mathang B ooveeverereen.. 40 ...... 1500.25
3. Mithing C ..., 10000 ....... 500.50

Ching ta thdy cum Tén Hang canh trdi v6i nhau,
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cum S6 Ludng, Thanh Tién canh phdi vdi nhau,
cum Pon Gia canh theo ddu chAm thap phan.

» C4c loai tab: khi cursor tai vi tri tab, nhitng gi
danh vao s€

Left Tab dat sang phai

Center Tab dat sang 2 phia

Right Tab dat sang trdi

Decimal Tab canh theo phan thap phan clia s&

Bar Tab tao vach ding

= 1. battab

Budc 1:  Chon cdc paragraph cin trinh bay

Buéc 2: Chon loai Tab bing cdch nhidp mouse &
géc bén trdi cia Ruler, mdi khi nhip
vao s& c6 mot bi€u tugng Tab hi€n
ra, d6 1a cac loai Tab cua Word

Buéc3: Chon di€m dirng Tab trén Ruler
bing cdch nhdp chudt § mot toa dod
xdc dinh, mot ky hi€u Tab tuong @ng
hi€n ra trén ruler

(Budc 2 va 3 c6 thé thuc hién lai nhiéu 1an néu
dit nhiéu Tab)

= 2. Hiéu chinh Tab
DPédnh ddu chon cédc paragraph di dudc dit cing
Tab, Ruler thé hién cic Tab di dit bing cic ky
hiéu Tab mau den (cdc ky tw Tab sé bi mo néu cdc
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paragraph khong cung Tab)

Thay doi toa dj : Kéo ky hiéu Tab sang vi tri mdi
trén Ruler

Gd bé tab : Kéo ky hiéu Tab xudng dudi ruler Ia gd
Tab ra khdi Paragraph

» 3. Dung menu l€nh
Buéc 1: Dinh diu chon cédc paragraph can trinh

bay
Buéc 2: Thuc hién 1énh Format/Tab -> hop thoai
Lab stop position: Default tab stops: |1.2? o 5‘
Alignment
;I " Lefk " Decimal
" Center i~ Bar
£~ Right
Leader
% 1 None () ) e
Ll 2 q

Tab stops to be cleared:

Set I Clear I Clear all |

K I Cancel |

Budc 3: Nhip toa do6 tab tai muc Tab stop
position, chon loai tab tai phan
Alignment, Leader(dién vao chd trong
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bing dadu cham, dt, lién)
Budc 4: Click nit Set
Lép lai bude 3 va 4 cho cdc Tab khéc
Pé x6a Tab da dit, chon Tab trong danh sidch roi
nhan nit Clear
DPé€ x6a tit cd Tab da dit nhan nit Clear All

VIII. CHIA COT
D€ dé dang chia cot ta nén nhip xong vin ban.
Phan vin ban nao can chia cot ta chon né rdi thuc
hién I€nh Format/Columns- >h0p thoal

Columns= llil
resets | oK I
| % | | E% Cancel |
one Left

Murmber of columns:

~iidth and spacing
Col #: Wik Spacing:

L ez H Lzzm 2
| 2 Jrezem H| =]
| | = =

v Equal column width

Apply to: ISelected ket j [T Start new column

Chon:

31



Two, Three, Left, Right

Line Between : Pudng k€ gifta cic cot
Width and Spacing : Diéu chinh dd rong va
khodng céc gitra cac cOt chir

s, 2

Chu y:

@ Mudn chia doan nao chi quét khoi doan
d6 néu khong sé gip tinh trang : sau khi
chia nhiéu co6t ma nodi dung chi niim trén
mot cot.

Word sé ty dong chia cdc cdt c6 dd cao bing
nhau. Mudn ép ngit cot thi sau khi chia coOt
xong dinh vi cursor tai vi tri can ngit va thuc
hi€én 1l€nh Insert/Break -> hdp thoai: chon
Column Break réi OK

2

Break bypes

™ Columnn break.

" Text wrapping break
Section break bypes

i Mext page

8 Conkinuaus

™ Even page

" 0dd page

(04 I Zancel |

IX. STYLE
* 1. Khdiniém: Style 1a mot tap hgp cac dinh
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dang da dudc dinh nghia tru6c va dugc dit tén
- C6 thé géan Style cho 1 doan vin ban bat ky
Uu di€m cia Sltyle:
o Dinh dang nhanh
o Stra chira thuan 1gi
C6 2 loai Style: Style cho doan (paragraph Style) va
Style cho ki tu (Character Style)
Word c6 sin cdc Style c6 thé st dung ngay, danh sich
cac Style c6 trong hop Style Box trén thanh cong cu

J rormal -,
dé xem hét daLh sach cac Style: Shift + Click

| B[ VMI-Korin ;% Character Style
a

Defanlt Paragraph Font

=1

|| Fooinoie Text

paragraph Style

‘ Heading 1 18 pt

. =1
'H.:ar:lllﬂ.s 2 14 pt
Heading 3 ipt

= 2. Tao Style
C6 2 cach tao Style
Cichl: Tao bing Stle box
o Tao cédc dinh dang cho 1 khdi hodic 1 doan vin
ban batky
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o DPédnh dau doan hoic khoi chita dinh dang
o Nhép tén Stle vao hop Style Box

||-'|-'E'I:I ten j Nhan Enter

Cach 2: st dung 1énh Format / Style ..-> HPT >
Chon New - HDBT

Mew Style | 7]
hame: Skwle bype:

|St';.flel |F'aragraph j
Based on: Skwle For following paragraph:

| 1 Marmal j | 1l Skylel ﬂ
Presvigm

Hample TexdampAe Texdsampe TexdSample Texdsampl=

Tazitampla Taxdsample Texitample Texitample Taxdsample
Taximample Taxttample TexiGample TaxtGample Te=iSample
Tewdizsammde Tesdizamde Tagdiamods Tewdizammde Tesdisammds

Descripkion
Maormal + Fonk; YMI-kKorin, 135 pk, Mok Widow/orphan contral, Mot
ButoSpace between Asian characters and Latin characters, Mok
AutoSpace between Asian characters and Mumber charackers

[ add ko template [ autornatically update

Ik | Cancel ....... Fgrmat" Shortcut Key. ..

Name <Nhép tén Style>

Style type <Chon loai Style>

Base on <Chon Style 1am nén cho Style dang tao>
Style dang tao s& bao gdm cac dinh dang cda Style
nén

Style for following paragraph <chon Style cho doan k&
ti€p>
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Format <Chon céc dinh dang theo § muén>
Automaticcally Update—> cdp nhat hay khong cap nhat
khi chinh stta 1 Style

Shortcut Key—> Gan Style vao phim tit

OK = Apply

» 3. Gdn Style vao vdn ban
Chon doan hoic khdi vin bAn muén gan
Chon Style trong Style Box hodc vao 1€nh Format
Style <Chon Style>

= 4, Chinh stra Style: C6 2 cach
Cach 1: Dung Style Box
o Chon doan hodc khoi vin bdn da tao Style
o Stra dinh dang
o Gan lai Style cii cho khoinay - HPT
Modify Style K

Stvle:  =oadil

Do wou wank fo:

o) iUpdate the stvle to reflect recent changes? :

" Reapply the Formatting of the skyle ko the selection?

[ automatically update the style From now on

(8]4 Zancel

o Update the style to reflect recent changes =
Cap nhat dinh dang mdi cho tat cd cdc doan
vin ban da gén Style nay

35



o Reapply the formatting of the style to the
selection> trd vé dinh dang cii
o Automatically updated the style from now on 2>
Ty dong cap nhat dinh dang méi ma khong xuat
hién HDT
Cach 2: Chon Iénh Format / Style > HPT
o Chon Style mudn stra
o Chon Modify
o OK = Apply
X. TAO BANG
Table 12 bidng gdm nhiéu hang, nhiéu cot
Vidu : Cé bidng gdm 3 hang x 5 cot

STT | Tén hang S6 | Dbon | Thanh
lugng | Gid | Tién

1 | Mathang A 10 10 100
2 | Mathang B 100 100 | 10000

bit con tréd & vi tri mudn tao bang, chon 1énh
Table/Insert/Table xuat hién hop thoai sau:
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Insert Table 7] x|

Table size

Mumber of columns: IS 5‘
Mumber af rows: |3 5"

AutoFit behavior

% Fixed column width: I.ﬁ.utn:n 5‘

[ AukoFit bo conkents
 AutoFit to window

Table Format  {none) &ukoFormat.. . |

™ Set as default For new tables %

Cancel |

Chon s6 cot (Number of columns) va s6 dong
(Number of rows) xong, Chon OK
Cot 1

Hang 3 O cudi
cung

HIEU CHINH TABLE

= 1. Thay dsi @6 rong cot
Di chuyén con tré chudt dén canh phai cot, khi con
trd chudt bi€n thanh miii tén 2 diu thi Drag chuot
theo phuong ngang d€ thay d6i do rong cot

= 2. Thay d6i d6 rong cic cot bing nhau
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Chon cidc coOt lién tuc nhau rdi chon 1énh
Table/AutoFit/Distribute Columns Evently
= 3. Thay d8i d6 cao hang
Di chuyén con tré chudt dé€n canh dudi hang, khi
con trd chudt bi€n thanh mii tén 2 diu thi Drag
chudt theo phuong ditng dé thay ddi do cao hang
= 4. Thay d6i d6 cao cdc hang biing nhau
Chon cdc hang lién tuc nhau rdi chon 1énh
Table/AutoFit/Distribute Rows Evently
» 5. Lién két cdc 6 1am mot
Chon cic 6 can ndi lai 1am mdt roi chon 1énh
Table/Merge Cells
= 6. Tach mdt 6 thanh nhiu 6
Chon & can tdch rdi chon Iénh Table/Split Cells,
xuat hién hop thoai: cung cip cdc thong tin (tdch
thanh bao nhi€u dong, bao nhi€u cot).
= 7. Thao tac chon
* Chon hang - Select Row
»  DPatcon trd text vao 1 6 vao menu Table/
Select/Row.
»  Hodc @it con trd bén trdi ctia hang, khi
con tré c6 dang & thi nhdp mouse.
>  Ré chudt theo chiéu doc d€ chon nhiéu
hang.
= Chon ¢t — Select column
» Dbiat con tré text vao 1 6 vao menu
Table/Select/Column.
»  Hoac @it con trd trén dinh cdt con trd c6
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dang & va nhdp mouse.
> Ré chudt theo chiéu ngang d€ chon
nhiéu cot
= Chon 6 — Select cell
»  Dbit mouse trong canh trdi cda 1 6, khi
con trd ¢6 dang <! thi nhdp mouse
>  Chon nhiéu 6 lién tuc: drag mouse tir &
ddu dén 6 cudi
= Chon toan bd bang bi€u — Select Table
»  Pat con trd text 6 mot 6 trong Table vao
menu Table/Select/Table

= 8. Cac lénh cheén — Insert
Chén hang: Danh diu chon 1 hang lam mdc,
chon 1énh Table/Insert/Rows Above d€ chén
hang mdi 6 phia trén hang da chon. Lénh
Table/Insert/Rows Below dé€ chén hang méi &

phia dudi hang da chon.

Chen cot : P4nh diu chon 1 c6t lam mdc,
chon 1énh Table/Insert/Columns to the Left
dé€ cheén cot méi G bén trdi ciia cot chon. Lénh
Table/Insert/Columns to the Right d€ chén
cdt mGi G bén phai cia cot chon.

Chén O: Panh didu chon 1 6, vio menu Table
chon Iénh Insert Cells xuit hién hop thoai sau
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Insert Cells 21

" shift Cells Right

(" Insert entire row

" Insert entire colurmn

K | Cancel |

Shift cells Right: Céc 6 bén phéi 6 chon sé€
bi ddy sang bén phai
Shift cells down: Céac 6 phia dudi 6 chon bi

ddy xudng dugi
Insert Entire Row: Chen mdt hang méi
Insert Entire Column: Chén mdt cdt méi

» 9. C4c l1énh x6a — Delete

X6a hang: Dinh diu chon cdc hang cin x06a,
chon 1énh Table/Delete/Rows

X6a Cot:  Pdnh diu chon cic cot cin xda,
chon 1é€nh Table/Delete/Columns

Xé6a o: Panh diau chon cic 6 cian x0a,
chon 1énh Table/Delete/Cells
xuat hién hop doi thoai sau :

Delete Cells 2| x]| Shift Cells left: X6a
: 0 chon, cdc 6 bén trdi

(™ Shift cells up né dudc dz?fy sang trii
{ Delete entire row Shift Cells up: X6a 6

(" Delete entire column . A 1A Lt
- chon, cidc 6 bén dudi

oK | Cancel | né dugc diy 1én
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Delete entire row: X6a nguyén mot hang
Delete entire column: X6a nguyén mot cot

= 10. Table and borders toolbar
Chon 1énh View/Toolbars/Table and borders
Hoidc nhdp vao nit Iénh Tables and Borders trén

thanh cong cu chuin

40| N R I

Céc 1énh chon tif Menu Table c6 thé thay thé biing
cac nut lénh tuong wng trén thanh Tables and

Borders.

Ngoai ra con c6 cdc nit 1énh d€ hd trg van dé ké
khung, déong ndi dung vdn ban trong 6, xoay ndi
dung trong 0, ...

NHAP NOI DUNG TRONG TABLE

v Dif liéu trong 6 c6 thé chita chit, s&, hinh vé,
nhip mouse vio mdt 6 con trd text hién ra
trong 6 d€ nhap noi dung trong 6 d6.

¢ DI liéu trong 6 s& tu dong xudng dong né€u
d6 rong cia 6 khong di chitra ndi dung cua
van ban.

v Nhap noi dung cho mot 6, g phim Tab dé€ di
chuyén con tré text sang 6 k& ti€p, ding
phim Shift+Tab dé chuyén con tré text vé& &
trude do.
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Chi y : D€ st dung Tab trong bang thi chon cic 6 ¢
cung tab rdi thi€t dit Tab nhu binh thudng,
nhung khi nhip noi dung thi dung t3 hgp
phim Ctrl+Tab dé€ di chuyén Tab dén diém
dirng.

O budc 4: chon More items

Lén luot dat con tro vao vi tri va chon truong can chén,
ddng hop thoai va tiép tuc thao tac nay cho vi tri khac.
Hién thi thanh cong cu Mail Merge

EMPEME] @Insert word Field = | 52 5] fj
Inseherge Fields

Tu thanh cong cu, m&é hdp thoai cheén cédc field

K 4]t PSS Ey B 2y

XI.CHEN CAC POI TUYUNG GRAPHIC
 CHEN HINH ANH
= CLIPART
D€ cheén hinh ClipArt vio vin ban thuc hién
cac budc sau:
B1: Thyc hi€n 1é€nh Insert/Picture/Clip Art ->
hop thoai
Céc ClipArt dugc nhoém thanh ting loai. Vi du dé
chen hinh con vat chon loai Animals, chon hinh
mong mudn -> menu: nhan nit Insert Clip.
= PICTURE
Ngoai ClipArt, cic hinh anh con luu trén dia
dudi dang c4c tap tin hinh dnh ¢6 phan md rong
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.GIF, WMF, .JPG, ... d€ chén hinh vao vin bin
dung l€nh Insert/Picture/From File -> hop thoai:

Insert Picture ﬂﬂ

Look in: I[:l cageatso j & |® > 5 ~ Tools -
AND1124_ -
AND1695_ j
B

] AMOZ473_

o8] ANDZS4Z_

=] BOOOO1O
6] BOOOO13
8] BOOOO1
=6 BOOOOZE
8] BDO4E97
8] BDO4912
6] BDO4314
8] BDO4918
s8] BOO4924

=] BDO4956
a8 BDO4972

File name: I j Insert vI
Files of type: I,q|| Fictures j Caneel |

Chon tap tin hinh 4nh rdi nhan nit Insert.
=3, DINH DANG PICTURE

Click chon hinh cAn dinh dang ( hinh dugc chon
s€& xudt hién 8 handle bao quanh. C4c handle sé&
xudt hién bao quanh 1 hinh chit nhat 4o chia
hinh. Drag 1 trong céc handle nay d€ thay ddi
kich thuéc hinh. P€ thay ddi kich thudc theo
phuong ngang hodc phuong ding thi dung cac
handle & gifta, d€ thay ddi kich thudc theo 2
phuong tuy€n tinh thi dung cdc handle & 4 géc.
Ngoai ra trén man hinh xut hién thém thanh
cong cu Picture. N€u n6 khong xuit hién thi
chon 1énh View/Toolbars/Picture.

== I Insert Picture
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Image Control
More Constrast
Less Constrast
More Brightness
Less Brightness
Crop

Line Style

Text Wrapping
Format Object
Set Transparent Color
Reset Picture

«» Chén WORDART
B1: Chon I€nh Insert/Picture/WordArt -> hdp
thoai:
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wordArt Gallery e |

Select a WordArt skyle:

Wil rﬂﬁft ? w
ol Wo worda, (Wordfrf Wordart | =
Wzt [WordArt [Wordhrt [yroraz.r: (Wordtet | £ ™

W wordart |-Wore Art ﬁ'rH":’iJFiL%[‘E

WordAet [WarGAve |Wardet Wi ol

BUPAvE| P E

K I Cancel
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Chon 1 miu va click OK

B2: Chon Font, nhip noi dung cho WordArt roi
click OK

Edit WordArt Text x|
Fank: Size:
| - Souvir ~l|% -] B | I |

Texk:

Xin Chao

OF | Cancel |

Mau WordArt v6i ndi dung xudt hién trong ving
soan thio.

b€ dinh dang WordArt, click chon s& xuat hién
thanh WordArt toolbar. N&u khong ¢6 thi chon 1énh
View/Toolbars/WordArt

4l | Edit Text... |G 3y 4 & BE &

TU trdi sang phai cac nit 1énh clia thanh WordArt
Insert WordArt Chen 1 WordArt méi
Edit Text Chinh  ndi  dung

WordArt dang chon

Ad of
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WordArt Gallery Chon miu khic cho

WordArt

Format Object Hop thoai dinh dang
WordArt

WordArt Shape Thay ddi hinh dang
WordArt

Free Rotate Xoay WordArt

Text Wrapping Déng vidn ban bao
quanh WordArt

WordArt Same Letter Heights Cac ky tu c6
cung dd cao

WordArt Vertical Text M&i ky tu trén 1 dong

WordArt Alignment Déng cdc dong cuda
cung 1 WordArt

WordArt Character Spacing Khodng cach gita
cac ky tu

< CHEN CONG THUC TOAN HQC (EQUATION
EDITOR)

Thuc hién:

Chuyén con nhdy dén noi cin trinh bay.

Chon menu Insert/Object xudt hién hop thoai.
Chon Microsoft Equation 3.0, rdi chon OK. Trén
man hinh xuat hién thanh cong cu.

Trén thanh cong cu Equation, chon nhém ki€u,
chon ki€u trinh bay trong nhém dé, réi nhap ndi
dung vao khung vién chAm chim.

Sau nhap xong, bAm chudt trdi vao vi tri bat ky
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trén man hinh d€ két thiic nhap.

Thanh Céng Cu

s73 | EnC | desl | AwB | 4O®

o Vs

E e

Cdc Nhém Ki€u

Céc ki€u trinh bay trong
nhéom

e TRON THU TIN

Cong viéc vin phong thudng c6 nhu cau tao ra
nhitng gidy mdi, phi€u bdo, thu cdm on, gidy
chitng nhan,... Nhitng loai thu tin nay c6 chung
mAau mi, chi khdc mot s6 thong tin vé ngudi nhian
nhu Ho tén, Pia chi, Pi€m, ... --> P& thuin tién
Word trang bi chitc ning gitip NSD chi can soan
1 mAu thu tin, sau d6 tron véi thong tin vé ngudi
nhan chia trong 1 bang --> in ra hang loat cac
gidy mdi.
VD: Ta sé tao 1 phi€u bdo diém gitri d&n tirng HS
v4i dit liéu 14y tir bang
Cac budc:
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1/ Tao Data Source: ngudn dit liéu chifa trong
1 Table ghi dia 14y tén Danhsach.Doc

STT| Hotén |Tosn | Van |DTB | *°F
i loai
1 | Hoang 9 8 8.5 | Gidi
Anh Thu
2 | Bb Thi 3 4 | 35 | Yéu
Nga
3 | Tran 7 7 7.0 | Kha
Manh
Hung
4 | Nguyén 6 8 7.0 | Kha
Vin Kiét

2/ Tao Main Document: MAu gidy mdi chita
trong 1 tAp tin méi 14y tén 1a Phieudiem.Doc
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'33 phieudiem - Microsoft Word

i Ele Edit Wiew Insert Format Tools Table window Help | Wietkeyo2.l Adobe PDF  Acrobat Comments x
HRNEN= NERE TS RENE-A NN A R NN NN ) (= K A Ao |

i A4 Hormal - WNI-Korin .12 -|B I O |
I EY TR |

g (- s s SN B
- Céng hida X& hol Chld nghla Viet Nam

- Béc lap T do Hanh phuc

: PHIEU BAOC DIEM

- Kinh gt HS:

- Nha& trudng xin bao két qua hoc tap cla em nhu sau;

. Digm Toan:

N Diém Van:

. Diém TB:

i HEp loal:

Chuic em | trong thdi glan tdi

- =
T TP Hé Chi Minh Ngay... :
i GV kitén s
= nE@]®wc (e

iDraw+ L | Autoshapes+ ™\ \Doﬁﬂﬂ?@@\&'ﬁ'é'fj‘guia

Pung tai tdp tin Main Document
(Phieudiem.Doc)

Chon 1€nh: Tool / Letters and Mailings /Mail
Merge --> HDT
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o phieudiem - Microsoft Word

! Fle Edt Wew Insert Format | Iools | Table Window Help | VietkeyOZ.1 Adobe PDF  Acrobat Comments x
RNl = ==Y 2 87| speling and Grammar... F7
: A4 Normal  WNIKarin L Ressarch... Alt+Click.
il E e m] | '
wiord Count.,. —
E‘E'—‘i Speech R ! e ! ! A
i Shared Workspace... Ia Viet Mam
: Letters and Mailngs VT weiverge...
N Customize... Shaw Mail Merge Taolhar
. Options... =1 Enwelopes and Labels...
n Y Letter Wizard. .. 1
Kinh gifi HS:
- MNha trudng xin béo két qua hoc tap claem nhusau
. Didm Todn:
N Didm Van:
. Diém TB:
- XEp loal:
- Chuic em trong thdi glan tdi
- LS
v TP Hé Chi Minh Ngay... ;
GV kitén *
W |3
ibrawr g | Autashapes N\ N 1O A Al 2 (6] Ll | B - - A L=
Fage 1 Sec 1 11 At 34" Ln 1z Col 1

14 start G 4 i

uzi phieudiem - Microsoft Word [ Fz
X

P fle Edt Wew Insert Format Tools Tgble Window Help | VistheyO2Zd  Adobe PDF  Acrobat Comments

N EER OISR FE LB S0 -850 R EB S 0 5@ aeae

i A4 Mormal + WNI-Korin -1z - B I g| (= .ay.é-!
A TR |

R R EE RS SRR R R 5'?:MailMErge x
- e|®|

Select document type
Céang hoa X8 hol Chi nghla Viet Nam wihat type of document sre you

"8 ) working on?
- Béc lap Tu do Hanh phiic || © Letters
. . . . O Envelopes
) FHIEUJ BAC DIEM () Labels
- O Directory
: Kinh gt HS: Letters
- MNha trudng xin bao k&t qué hoc tap cla em nhu sau; send letters ko a group of peaple.
. . . You can personalize the letter that
: Diem Toan. sach person receives.
~ Diem Van Click Next to cantinue.
i Diém TE:
XEp loal: v

Steplof6
Chuc em trong thdi gian tdi ; % Mext: Starting document

2

W€ : | IS et wizard step
PDraw- L | Autoshapes~ N w [0 O Al o 2 (@] @l | P - A= ﬁﬂlj!
Sec 1 YL Azl lne ol 16 ox
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Mail Merge

Select starting document

How dio wou wank o sek up swaur
lefters?

(¥ Use the current document
() Start From a kemplate

() Skart From existing document

Use the current document

Start From the docurment showr
here and use the Mail Merge wizard
ko add recipient information,

Step 2 of 6
% Mexk: Select recipients

@ Previous: Select document bype

w x EMaiI Merge

Select recipients

(%) Use an existing lisk
() Select from Outlook contacts
) Type a new list

Use an existing list

IUse names and addresses from a
file or a database.

& Browse...

‘o

Step 3 of B
g Mexk: Wite wour letter

@ Previous: Starting docurment
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Select Data Source

Lookin: | () Mail Merge v @-3 @ X ci B - ook~
_..
\_"\3 IE__]MaiI Merge
My Recent | ] phiendiem
Documents
0 kA -
© mo tap tin
Desttcp danhsach.doc
59
My Documents
[y .Computer
o | | v| [ewsowee | [_open ]
Places Files of type: |AII Data Sources 3 |

O budc 4: chon More items

iltaililenae D Merge Field r)_(‘
@ | ® | & —
- 13k
To add recipient information to O fiddress Fields @ Database Fields
wour letker, click a location in the i
docurnent, and then click one of 5
the icems below. N
=] address block. .. \'_\tean
aun

=] aGreeting line. ..
;f| Electronic postage... i
Il Pastal bar cade. ..

E More ikems. ..

when wou have Finished wriking
wour letker, click Mext. Then wou
can preview and personalize each
recipient's letker,

Skep 4 of 6

=  Mext: Preview wour letters

<8 Previous: Seleck recipients

atch Fields. .. ll Insert l[ Cancel l
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Lén luot dat con tro vao vj tri va chon truong can chén,
déng hop thoai va tiep tuc thao tac nay cho vi tri khac.
Hién thi thanh céng cu Mail Merge

Tools | Table ‘Wwindow Help | Wietkew0Z2.1  Adobe PDF  Acrobat C
? speling and Grammar... F7 E) 5 == | _@ E= | \.ﬂ L
4 Research... Ale+Click, = = t=.|i= = &= 5|
= = 4= I —al—=— =
Language 3
Wiord Count...
4 1 =
Speech 1 prnuc
Shared Workspace. ..
Letters and Mailings 3 Mail Merge. ..
Cuskomize. .. Shows Mail Merge Toolbar
Options. .. =71 Envelopes and Labels. ..
W
_ - Letter Wizard. ..
1 BT

Tu thanh cong cu, mudn mé hop thoai chen céc field

Mail Merge

A8 &0 23] metwordred- |52 03 93 4K 4t [P MG EyE 0

Insert Merge Fie|§§
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Xem k€&t qud tron thu :

2 % |2 3 3 | nsert Word Feld » | EREREN A F M -;§| 3Ly oy
View Merged Data \

Céng hoa A8 hdl Chi nghla Vigt Nam
Poc lap Tu do Hanh phuc

PHIEU BAO DIFM

Kinh g HS;|Hoang Anh Thu
Nhé trudng zin béo két qué hoc tap cOaem nhy sau;
Pigm Toan; 9
Digm Van: 8
Pigm B 8.5
v loal  Gidi

> DE chén nhitng gi4 tri phdi tinh todn tir

nhirng Field c¢6 sén trong biang --> Chon
Insert Word Field --> Menu <Chon cach
tinh todn>
VD: Tai vi tri (6) ban mudn

Né&u PTB > 5 --> Chén vao chudi “Phat
huy két qud hoc tip”

Né&u PTB < 0 --> Chén vao chudi “Co
ging hon”
Chon Insert Word Field / If...Then...Else... --
>HDT
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Insert Word Field: IF

IF

Eield name: Comparison; Compare to;

|NTB j |Greater than ar equal j |5

Insert this text:

Phdt huy k&t qud hoc tép

Ll |»

Cthernmise insert this text:
Cd ging hdnj

Ll [

ok Zancel

Mail Merge

=A== NE! IInsertWordField-\ﬁl G F M 4]t PN G20y By oy
Kinh gii HS: Ho&ng Anh Thu
Mha trudng xin bao k&t qua hoc tap cla em nhu zau

Digm Toan: 9

Difm Van: B

Digm TE: 5.5

X&p loal: Gidi

Chuic em phat huy két qué trong hoc tap trong thdi gian tdi

TP Hé Chi Minh Ngay...

GV ki ten
o 30 o
> "% View Merge Data: Bat tit ch€ d0 xem
dit liéu k€t qua
L Mo JER

Di chuyén giita cdc
Record (phi€u bo)

+
> Mail Merge Helper: Cho phép chinh
stra tdp tin Main Document va Data Source
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3

> Pua két qui Mail Merge (cic
phi€u di€m) ra 1 tip tin
35

- In k&t qud Mail Merge ra gidy
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CAC CHUC NANG KHA C CUA MICROSOFT
WORD

L. TAO TIEU PE PAU TRANG HAY CUOI
TRANG
Chon 1énh View/Header and Footer dé€ chuyén
sang ch& dd tao tiéu dé diu trang va cudi trang.
Microsoft Word c¢6 thanh cong cu Header and
Footer chifa cdc 1énh dudc dit trong phan Header
hodc Footer:

- FirstPage Header L _________ .

» Header and Footer

Ireert AutoText - | |@®|l:l E!Q F E|';|Qlose

II. TEMPLATE

1. KHAI NIEM:

Template 1a 1 tap tin khuén miu, cho phép mé 1 tap
tin mdi v6i 1 mau di dugc tao sdn. Khuén miu cé thé
bao gdm Tiéu dé, Logo, ndi dung gi d6, ... v6i nhitng
dinh dang c6 sin. C6 thé vi Template nhu 1 cdi nén
trén d6 ban soan thdo VB theo y nudn

Tap tin Template ¢c6 phan m& rong .DOT
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2.SUDUNG CAC TAP TIN TEMPLATE CO SAN
Trong Word da c6é sin mot sd tap tin Template ma
di€n hinh 1a tip tin Normal. DOT
Pé€ sit dung céc tip tin Template c6 sin:

File / New - HDT:

Chon Blank Document = Tic la ban da chon
tap tin Normal. DOT 1am nén

Ngoai ra c6 thé chon cic tap tin Template khic
bing cich chon cic TAB khic, rdi chon tip tin
Template theo y mudn
Trong tap tin Template c6 thé bao gdm:

Header, Footer

Text

Field (mau xdm) s€ hoc § session sau

Watermark (hinh md an dudi Text)

Va cdc dinh dang dugc tao sdn (Style, ...)

@)
=2
n S\
e

Thay vimé& 1 tip tin m&i trén nén Template nhu
trén ban c6 thé: Tir ctta s6 WindowExplorer:
Double click vao tap tin .DOT

* Phan biét tap tin .DOC va .DOT

3. TAO TEMPLATE

File / New = HDT: Chon Button Template
Chon TAB General - Chon Blank Document
Tao ndi dung Template theo y mudn

Ghi tap tin vao Folder Template mac nhi€n
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(C:\WINDOWS\Application
Data\Microsoft\Templates)
Thit mé 1 tip tin méi trén nén cia Teplate vira tao

4TAO FOLDER CHUA TAP TIN TEMPLATE
CHO RIENG BAN
» Khi File / New = Word s€ liét ké cac tap tin
Template c6 trong Folder Template mdc nhién
hodc trong cac TAB ¢6 sin trong HDT. Ban ¢6
thé tao thém TAB chifa tap tin Template cho
riéng minh trong HDT nay
Cach tao: tao Folder trong Folder Template
Ghi céc tap tin Template vao Folder nay
Chd y: Ban ¢6 thé tao Folder méi & bat cit vi tri ndo,
ghi cdc tap tin Template vao Folder d6; P6i dudng
dan dén Folder nay bing 1énh
Tool / Option = HPT Chon TAB File Location; Chon
User Teplates; Chon Modify = Chon dudng din mdi;
Chon OK

. PANH SO TRANG CHAN TRANG LE
TRONG HEADER FOOTER

D6i véi nhitng trang gidy in cd 2 mit vi tri Header va

Footer § trang chdn va 1€ thudng khéach nhau,

Céch tao:

File / Page setup > HDT: Chon TAP Layout;

Check: Different Odd and Event

Apply <Whole Document>
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OK

Viao Header trang chin trang 18 d€ tao ndi dung
P& Pdnh s6 trang di€u khién vi tri cda s6 trang
Insert / Page Number - HDT ...

IV. TABLE OF CONTENTS (BANG MUC LUC)
1. Tao bang muc luc
Viéc ddnh s trang cho cdc muc chinh trong tai liéu
dva trén cac Style da tao -
Phai tao cac Style
VD: Tao 2 Style CHUGNG va MUC
Gan 2 Style vao céc vi tri mudn tao trong muc
luc
D€ con tré tai vi tri mudn tao bang muc luc
Insert / Index and Table / Table of Contents
Format <Format>
Show Level <2>
Option: Chon Style nhap cip

VD: chuong 1
Muc 2
OK; OK

2/ Cap nhat bang muc luc
o Khi can thay déi cach tao bang muc luc 2>
Vao lai 1€nh Insert / Index and Table / Table of
Contents = HDPT <chon lai cdc thong s> ; OK
- HDT : Chon OK
o Khi ndi dung tai li€u cé sy thay dsi (thay dsi
Font chit, nhap thém, ...)
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Pé€ con trd trong bang muc luc; Nhan F9; Chon
Update Page Number ..; OK

V/ Auto Text:
1/ Auto Text: Chen VB tu dong

Chdc ning: C6 nhitng cum tif ta phai nhap di
nhap lai nhiéu 1an, (VD: Trudng cao ding cong
nghiép 4), d€ ti€t kiém thao tdc nhip --> ta gan
cum tr d6 vao 1 ki tu (hay 1 nhém ki ty) dai
dién (vi du: CDCN) --> khi nhap ta chi can g6
ki ty --> cum tf ty dong xuat hién
Tao Auto Text:

P4nh didu kh6i VB mudn tao

Insert / Auto Text/ Auto Text --> HDT:
Chon TAB Auto Text

> Enter Auto Text entries here <Nhap ki ty
dai dién>
> Chon Add, OK
St dung Auto Text: Nhap ki ty dai dién, Nhan
F3
2/ Auto Correct:

Chitc ning: Thyc hién ché& do kiém tra tu dong
VB nhip va stta cdc 16i thudng giip trong khi
NSD nhap VB. Word sé& tw dong st khi ban két
thic nhap 1 tir bing SpaceBar
Insert / Auto Text / AutoCorrect --> HDT
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AutoComrect: Englizh [U.5_]

AutoCorrect | AutoFormat As You Type | AuktoText l AutoFormat l

[V Correct T'Wo IMitial CApitals Exceptions.. .

[+ Capitalize First letter of sentences
[v Capitalize names of days
[v Correct accidental usage of cAPS LOCK key

v ‘Replace text as vou bype

Replace: Wikhy -
| |
e N
i G :‘
{tm:l TH
i &
- &
) @ |
-

a4 | Cancel |

» [XICorrect TWo INitial CApitals: Bat tit ché
d6 tu dong stra 2 ki tu hoa thanh 1 ki tu hoa
& ddu moi tir

> [XICapitalizes first letter of sentences: Bat
tdt ch& do tw dong stra ki ty dau cau thanh
chit hoa
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» [XICapitalize names of days: Bat tit ch€ do
tu dong sira tén ngay trong tuan thanh chir
hoa

> [XICorrect accidental usage of cAPLOCK
key: Bat tit ch& do tw dong phat hién va bat
lai phim Caplock trong truéng hgp quén
khong tdt phim Caplock

> [XIReplace text as you type: Bat tit ch&€ do
tu dong sta tir nhap trong Replace (tir sai)
bing tif nhap trong With (tir ding). D€ thuc
hién dudc chiic ning nay phai tao trudc -->
c6 thé thay th& cho chiic ning Auto Text

VI. CAC CHE PO SOAN THAO
Trong viéc soan thdo va trinh bay vian ban ¢6 cac
ch& do sau: Normal, Web Layout, Print Layout,
Outline

Normal dung khi nhap, hiéu chinh, dinh
dang tai liéu

Print Layout dung khi dinh dang trugc khi in &n.
Trong ch€ do nay tai liéu khi in ra
giong nhu xuit hién trén man hinh
(WYSWYG).

D€ chuyén qua lai giita cdc ch€ @6 trinh bay vin
bdn ta chon lIénh View/Normal hodc View/Print
Layout
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VIL. PINH DANG BANG CAC PHIM TAT

Canh tréi Ctrl + L
Canh phaéi Ctrl + R
Canh gitra Ctul+ E
Canh déu 2 bén Ctrl + ]

Chir dam Ctul+B
Chir nghiéng Ctrl +1

Gach dudi mot nét Ctrl+ U

Gach dudi tung tu

Ctrl + Shift + W

Gach dudi hai nét

Ctrl + Shift + D

Chi s6 du6i H20

Ctrl + dau =

Chi s0 trén X2

Ctrl + Shift + =

Chit hoa nhd

Ctrl + Shift + K

Che dau vin ban

Ctrl + Shift+ H

Kié€u chit (Font) Ctrl+ D
Téang kich thudc chit 1€n mot Ctrl + ]
Gidm kich thuéc chit xuéng mot | Ctrl + [
MG vin ban Ctrl + O
Po6ng vin ban Ctrl + F4
Luu vin ban Ctrl + S
In vin ban Ctrl + P
Sao chép Ctrl + C
Cit vin ban Cul + X
Dén vdn ban Ctrl+V
Hiy mot 1€nh do lam sai Ctrl+ Z

Chir hoa I6n

Ctrl + Shift + A
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CHUONG 2 : MICROSOFT EXCEL

I. KHOIPONG
Cdch I: Double Click 1€n Shortcut Microsoft Excel
trén nén Desktop clia Windows
Cdch 2: Start/Programs/Microsoft Excel
II. GIGI THIEU GIAO DIEN
Sau khi kh&i dong Excel, giao dién Excel gdbm cic
thanh phan sau:
Title X/ StandardT Menu Formatting
EA Microsof!. Excel - Book1 -|0| x|
J@Eile gt Wiew Insert Format Tools Dats Window Hgb =18 x|
DEEABRY 4R oL Rz s4iBD?
JﬂNl-Times ST BIQ‘%EV%H E-b-ALY
Al v =
A B | ¢
1
?
3]
n
B
A

[ 4|} | ¥\Sheetl [ sheet? [ Sheetd
Ready
A

Status Sheet Works Formula
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Title Bar: Thanh tiéu dé chita tén ciia Workbook
dang md&. Mot tip tin ciia Excel dugc goi la 1
Workbook, mdi Workbook ¢6 thé cé dén 255
sheet.
Menu Bar: Thanh trinh don chtta cdc 1€nh cia
Excel
Standard Toolbar: Thanh cong cu chuin chia cic
nit 1énh thong dung vé File, Edit (nén luén cho
hién)
Formatting Toolbar: Thanh dinh dang chita c4c nit
l1énh thong dung vé trinh bay nodi dung bang tinh
(nén luon cho hién)
Ngoai 2 thanh cong cu nay ta con cé nhiéu thanh
cong cu khiac, ma mudn 4n hay hién s dung Iénh
View> Toolbars>...
Formula Bar: Dong chia dit li€u nhap hodc cong
thic cia 6 hién hanh
Sheet Tab: Chtra tén cidc Worksheet c6 trong
Workbook
Status Bar: Thanh trang thdi cho bi€t tinh trang
hién hanh nhu ché€ do lam viéc, tinh trang céc
phim NumLock, CapsLock,...
Go6c phdi thanh trang thdi cho bi€t trang thdi 1am
viéc hién tai nhu:

Ready: dang sdn sang chd nhdp dit liéu hay

cong thuc
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I11.

1.

Enter: BPang nhdp dir liéu hay cong thitc vao 6
hi€n hanh

Point: Pang ghi mot cong thitc tham chi€u dén
mot 6

Edit: Pang hiéu chinh di liéu hay cong thic clia
0 hién hanh

CAU TRUC WORKBOOK
Workbook 12 tap tin cda Excel ¢6 phan md rong 1a
XLS. M&i Workbook c¢6 thé c6 d&n 255
Worksheet, mdi Worksheet c6 tén phan biét.
Gidi thiéu Worksheet
Mot Worksheet gdm c6:
65536 dong dudc danh sd tr 1 dén 65536 ¥ trén
xuong dudi
255 cOt dugc danh tir trdi sang phai : A, B, C,.., Z,
AA, AB,..,AZ, BA, BB,.. IV
Giao ctia 1 dong va 1 cot goila 6 (cell). Mdi 6 ¢6
1 dia chi phan biét dudc xac dinh bing <cotdong>.
Vi du C7 1a 6 giao gitta cdt C va dong s6 7
Khéi(range) 1a tip hdp cdc 6 lién tuc tao nén 1
hinh chit nhat. Pia chi clia mdt khdi dude x4c dinh
bdi dia chi cia 6 & gbc trdi trén va dia chi cia 6 &
gbc phai dudi clda hinh chit nhat phan cach nhau
bdi dau hai chdm(:). Vi du: B3:D4 14 dia chi cla
kh&i chit nhat g6m cac 6 B3, C3, D3, B4, C4, D4.

2.Di chuyén trong Worksheet:
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Tai mot thdi di€m chi ¢ 1 6 1a hién hanh(con trd
0 sé& dinh vi tai d6). Pia chi cda 6 hién hanh xuat
hién tai phAn Name box ctia thanh Fomula Bar. D€
chon 6 hién hanh ta c6 thé ding cic cich sau:

Click mouse tai 6

GO dia chi 6 tai hop Name box cua thanh
Fomula Bar rdi nhan Enter

Diing cic phim diéu khién dé€ di chuyén con trd
6 dén 6 mong mudn

Cdc phim di chuyén con tré é:

N
k€& can bén phdi
«

k& cin bén trai
T

k& cAn bén trén
)

k& can bén dudi
PgUp

hinh)

PgDn

Home

tai

Ctrl+Home

(@)

. e A
di chuyén con trd 6 sang

o

. e A
di chuyén con trd 6 sang

(@)

. e A
di chuyén con trd 6 sang

(@)

di chuyén con trd 6 sang
l1én trang k€& trén(trang man

xudng trang k& dudi
v€ 0 dau tién cia dong hién

0 Al

>,

v

3. Thao tac trén Worksheet
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Mic dinh khi tao 1 Workbook md&i thi né s€ c6 3
Worksheet ¢é tén lan lugt 12 Sheetl, Sheet2,
Sheet3

D€ chén thém 1 Worksheet ta st dung 1énh
Insert/Worksheet

Pé chon Worksheet 1am viéc, click vao tén
Worksheet trén thanh Sheet Tab

Pé ddi tén Worksheet: Right-Click 1én tén
Worksheet can déi -> xudt hién menu, chon
1énh Rename: gd tén méi rdi Enter

Pé x6a Worksheet: Right-Click 1én tén
Worksheet can x6a -> xuit hién menu, chon
1énh Delete sé& xuat hién hdp thoai yéu ciu xdc
nhan. Chon OK s€ x6a, Cancel s€ khong x6a
P€ di chuyén Worksheet: Drag tén Worksheet
trén thanh Sheet Tab dén vi tri méi

D€ sao chép 1 sheet: giit phim Ctrl, drag tén
Worksheet dén vi tri méi s€ tao 1 ban sao giong
hét vé ndi dung

Nhap dit liéu: (néu 6 hién cé chita ndi dung thi sé
bi thay thé bang ndi dung mdi)

Chon 6 can nhap dit liéu
Nhap no6i dung xong nhan Enter hodc cidc phim
di chuyén con trd 6

Hiéu chinh dit lié¢u:

Chon 6 can hiéu chinh
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- Nhéan phim F2, hiéu chinh ndi dung xong nhian
Enter

Xoa dirf liéu:

- Chon 6 cin x6a ndi dung

- Nhén phim Delete

IV. CAC KIEU DU LIEU
Mbi 6 chi c¢6 thé chita 1 ki€u dir liéu ma théi. Céc

it lieu gém:

N

)l

o)
<'D>°
Q..

1. Ki€u &’
C6 thé 1a s& nguyén hoic s6 thuc. Luu y khi nhap
s6 thuc thi phan phan cdch thap phian phdi g6 diu
cham.
Kiéu Ngay Gid ciing 12 ki€u s6
Mic dinh kiéu sd sé& canh phdi trong 6

2. Ki€u chudi
La dir liéu khong dung trong céc phép tinh sd hoc.
Néu s6 khong dung d€ tinh todn thi bi€u dién dudi
dang chudi bing cdch nhiap diu nhdy don vao
trudc chudi s6. Mic dinh dit liéu ki€u chudi sé
canh trdi trong 0.

3. Ki€u luan ly

La dir liéu chi c6 1 trong 2 gia tri 1a TRUE hodc
FALSE
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4. Cong thic
Noi dung ctia 6 con c6 thé chita cong thic. Tt ci
cong thitc khi nhap vao & ludn bit diu 1a dau bing
(=). Cong thitc 12 sy k&t hop clia cdc todn tif va cdc
todn hang va ludn trd vé 1 gia tri xdc dinh thudc 1
trong cic ki€u dif liéu trén.
VD: trong 6 C4 ta g6 cong thic sau: =A4+2*(A4-
B4)/SUM(1,4,7,52)
Céc todn t¥ gdbm c6: +, -, *, /
Céac toan hang: dia chi 6 (A4, B4), ham(SUM),
hing(2,1,2,7,52), ...

>

>

>

Céc todn t s& hoc: +(cOng), -(trit), *(nhan),
/(chia)

Toan t& ndi chudi: & (vd: “TTTH “ &
“CCS” 2 “TTTH CCS”)

Todn ti so sanh:

< nhd hon

<=nhd hon hay bing

= bing

> 16n hon

>=16n hon hay bing

<>khac

Céc bi€u thitc so sdnh ludn trd vé 1 trong 2
gid tri: TRUE(Mm&u 13 bi€u thic ding),
FALSE (né€u 14 biéu thic sai)

Toén ti luan 1y : Bao gdm cdc todn tf AND
, OR , NOT
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Diing d€ lién k&t nhiéu phép so sdnh
K&t qua ctia phép luan ly

Sosinh1 | AND | Sosdnh?2 | Kétqua
True True True
True False False
False True False
False False False
OR
True True True
True False True
False True True
False False False
NOT
True False
False True

V. THAO TAC TREN KHOI
Khdi 1a mot vung lién tuc cdc 6 tao thanh 1 hinh
chit nhat dugc xac dinh bdi dia chi ctia 6 § goc trai
trén va dia chi cia 6 § géc phai dudi vi€t phan
cach nhau bing 1 dau hai chdm (:)

1. Thao tac chon
Chon 1 dong: click mouse vao tiéu dé dong
Chon nhiéu dong lién tuc: vi du chon cdc dong tir
3 dé&n 7. Click giit mouse tai tiéu dé dong s6 3 va
drag mouse dén tiéu dé dong sd 7
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Chon 1 cot: click mouse vao tiéu dé cot

Chon nhiéu cdt lién tuc: vi du chon cédc cot tir B
dén F. Click giit mouse tai tiéu dé cot B va drag
mouse dén tiéu dé cot F

Chon toan bd bang tinh: click mouse tai giao di€m
clia tiéu dé dong va cot

Chon 1 khdi cdc 6 lién tuc:

Dung mouse: Drag mouse tir dia chi dau ciia khdi
(gbc trai trén) dén dia chi cudi clia khdi(géc phai
dudi)

Duing keyboard: dinh vi con trd 6 tai 6 dau tién clia
khoi (gbc trai trén). Giit phim Shift va nhan céc
phim di mii tén («—T) d€ chon kh&i mong
mudn

2. Xéa
Chon 6, dong, cot, toan bo bang tinh hay khdi cin
x6a ndi dung réi nhan phim Delete (chi x6a ndi
dung).
Ngoai ra ta con c6 thé chon cdc 1énh x6a khic nhu
sau:
Lénh Edit/Clear/All x6a tit ci
Lénh Edit/Clear/Formats chi x6a dinh dang
Lénh Edit/Clear/Contents chi x6a ndi dung
Lénh Edit/Clear/Commentschi x6a ghi chd

3. Sao chép dix liéu
bl: Chon khd&i can sao chép
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b2: Chon 1énh Edit/Copy hodc nhan Ctrl+C
b3: Pinh vi con trd 6 tai & dau tién cda khoi dich
b4: Chon 1énh Edit/Paste hodc nhan Ctrl+V

4. Di chuyé&n dif liéu
Gidng Sao chép dit liéu, chi khic & buéc 2
b2: chon 1&énh Edit/Cut hoic nhan Ctrl+X

Ghi chii: N&u khdi cin sao chép khong c6 6 nao 1a
cong thifc thi khdi dich sé gidng hét khdi ngudn
Néu kh&i cin sao chép c6 chira cong thifc thi viéc
sao chép nay 1a sao chép cong thitc va do d6 két
qiia & viing dich c6 thé thay d6i tuy thudc viéc si
dung dia chi trong c6ng thiic

Khi di chuyén khdi thi két qia khong thay ddi

5. Su dung cac loai dia chi trong sao chép cong
thic
C6 3 loai dia chi trong Excel: Tuyét doi, twong doi
va hon hop. C4ch vi€t:
Tuyét doi: $A$7, $B$20:$D$22, ...
Tuong doi: A7, B20:D22, ...
Hén hop: A$7, $AT, ...
Khi 1dp cong thuc cho 1 6 va sao chép cong thiic
do6 cho céc 6 c6 cdch tinh cung loai thi tuy thudc
cdch t6 chifc bing tinh ma ta st dung cic loai dia
chi cho phu hgp.
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Vi du vé dung dia chi tuong doi :

A B | ¢ | D | E

1

2

3 MAT HANG |SOLUONG | DONGIA |THANH TIEN
[ | v 2 120|=Ca*D4
|5 | |ruLang 4 250
|6 | [MaY TINE 3 600

7
[4[ 4[> [pilSheet1 {Sheetz £ Sheets / 14

Khi sao chép cong thic cia E4 cho E5, E6

Vi du vé dung dia chi tuyét doi theo hang:

A B c D
1 TY GIA 15000
2
3 MAT HANG | USD VND
4 TIVI 120[=c4*D$1
5 TU LANH 250
& MAY TINH 600
7

4 |." [» [M]:Sheet1 ¢ Sheetz £ Shests 7 | 4]
Khi sao chép cong thirc ciia D4 cho D5, D6
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Vi du vé dung dia chi tuyét doi theo cét:

N c D E

1] TV Gla 15000

2

3| | MATHANG | THANG1 THANG 2 THANG 3

4| Jmwi 500 400 800
5| |TULANH 800 700 500
(6| |MAY TINH 2600 1500 1200
7| |Thank sien VND: [=(C4+C5+C6) D1

14/ 4]» [wi]Sheet1 | Sheetz £ sheets /

JK

Khi sao chép cong thitc ciia C7 cho D7, E7

Vi du vé dung dia chi tuyét doi :

A B C D E | °F
1 THUOKE 1 HGAY 20000
)
B NNAHVIEN | LAMTHEMTI | THUONGTI | LAMTMEMTZ | THUDNGIZ
4 [an 2|-Ca*$D$1 3
(5| |RH 5 2
| 6| |PHAT 4 ,_
4] [hih\Sheet1 {Sheetz [ Sheetd / |4] . JJ

Khi sao chép cong thic cia D4 cho D5, D6, F4,
F5, F6

VL.

CAC LENH VE TAP TIN

. Mé 1 Workbook dang ton tai trén dia

Chon 1€nh File/Open hodc Click vao nit Open trén
thanh Standard Toolbar = xuét hién hop thoai:
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Open @

Loakin: |1i'| giao trinh DHKT2 (2007) v| @-0 Q@ X i - Tools-

(Ml Merge

0
=)
:
z

My Recent
Documents

e

Deskiop

=]

0>

My Docurnents

My Compuker

File name: | w |

Iy Metwork

Places Files of bype: |P.IIMicrosoFtOFFiceExceIFiles V| Cancel
Trong muc Files of type: chon All Microsoft Excel
Files

Trong muc Look in chon folder ¢ chifa tip tin cAn
mdé

Chon tén tip tin roi click 1én niit Open

C6 thé md nhiéu Workbook ddng thdi. N&u cé
nhiéu Workbook dang md thi chuyén qua lai gitta
cac Workbook biang ciach duing menu Window

2. P6ng Workbook dang mé
Chon 1énh File/Close dé dong Workbook hién
hanh.
DPé déng tat cA Workbook dang md thi nhan phim
Shift dong thdi chon 1énh File/Close.

3. Tao Workbook méi
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Chon 1énh File/New hodc Click vao nit New trén
thanh Standard Toolbar.

4. Luu Workbook
C6 2 1énh ding @€ Ivu Workbook 12
File/Save
File/Save as

Trong trudng hop Workbook chua cé tén thi 1€nh
Save va Save as 12 nhu nhau. Excel sé& xuit hién
hop thoai:

Save As @@

Savein: | () oian trinh DHKTZ (2007) v @ -3 @ X =i & - Tk~

4 I Mail Merge
My Recent
Documents

(@

Deskiop
My Documents

My Compuker

1 File name: |Bonk1 v | [ Save ]
Iy Metwork =
Places Save s bype: | Microsoft Office Excel Workbook v [_cConcel |

Khi luu trir Workbook phai xac dinh ro:
v" Tén Workbook 1a gi (dit tén cho ggi nhg)
(muc File name)
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v' Luu trong Folder nao cia 6 dia nao?
(muc Save in)

VIL. THAO TAC PINH DANG

LMOT SO CAC THIET PAT CAN THIET
Sau khi khéi dong Excel, chon 1énh Tools/Options
- xuit hién hop thoai, chon Tab General va thay
d6i mot so thiét dit sau:

Standard font: chon font mic dinh cho toan bd
bang tinh va thanh Fomula bar.

Default file location: chon folder mac dinh khi luu,
md& Workbook

Sau khi chon xong chon OK, thoat khéi Excel. Mdi
khi kh&i dong Excel thi nhitng thi€t dit nay s€ c6
hi€u luc.

2.THAY POI PO RONG COT, CHIEU CAO
HANG

< Thay ddi do rong cot
Mudn thay ddi d6 rong cot nao thi dua mouse dén
dudng phan ranh gitta cot d6 va cot k€ can bén trai
trén hang tiéu dé cot va drag
bé thay déi @6 rong clia 1 hodc nhiéu cot bing
nhau thi chon chiing rdi

diing 1&nh: 2l xl
Format/Column/Width Colurnn width:

thi xu4't hién hop thoai:
| (04 | Zancel |
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A

SO

Nhip gid tri méi rdi OK

< Thay ddi do cao hang
Mudn thay d6i d6 cao hang nao thi dua mouse dén
dudng phan ranh giita hang d6 va hang k& can bén
dudi trén cot tiéu dé dong va drag
DPé€ thay d6i do cao cia 1 hodc nhiéu hang bing
nhau thi chon ching rdi
dung 1€nh:
Format/Row/Height thi &M=t

xuat hién hop thoai: [ o | conee |

Nhap gid tri méGi rdi OK

Row Height

3. PINH DANG TRINH BAY KIEU DU LIEU

< Dt liéu Date

Viéc nhap dit liéu ki€u ngay vao 6 tiy thudc vao
thi€t dit trong Control Panel. Do d6 phdi thiét dit
ki€u nhap truc khi nhap dit liéu ki€u ngay.

Trong Control Panel, double click 1én biéu tugng
Regional Options = hop thoai, trong hdp thoai nay
chon tab Date, trong muc Short date format nhap
vao: dd/mm/yy = Apply = OK
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Regional Options ilil

Generall Numbersl Eurrenu:_l,ll Time  Date |In|:|ut Lu:u:alesl

— Calendar
YWhen a bwo-digit year iz entered, interpret az a year bebween;

[0 e E

— Short date
Shart date zample: |1 1401402

Short date format: Iu:lu:l.-"MM.-"_l,l_l,l j
Date zeparator; I.-" vI
— Laong date

Long date zample: IFriu:Ia_l,I, Januar 11, 2002

Long date format; Idddd, kA bAbd R dd, poy j

(] 4 I Cancel | Apply

+« Dir liéu Number
Khi nhap dit liéu ki€u s phdi luu y:

Dung dau chdm cho ky hiéu phan c4ch thap phin

Khong dugc nhap dau phan cdch hang ngan.
Vd: D€ trinh bay s6: 12.542.123,51
Nhap: 12542123.51

Sau d6 dinh dang d€ hié€n thi theo mAu mong mudn
bing cich chon 1énh Format/Cells = hop thoai:
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chon tab Number, chon muc Custom va thiét dit
theo miu

Format Cells il |
Mumber |.ﬁ.lignment | Font: | Border | Patterns F'ru:uteu:tiu:unl
Category: ample
izeneral ;| 12,542,123.51
Murnber
Currency Type:

Accounting

Dafe [#,##0.00

Time General -
Percentage

Frackion 0.00

Scientific 20

Text i AR0,00

Special #,FH0_G0H, 2D
[Clarom A Ve g ~
Delete |

Type the number Format code, using one of the existing codes as & skarting
poink,

(] 4 I Cancel I

Ghi chi: D6i véi dit liéu ki€u s6 nhu Ngay, Gid, s6
nguyén, so thyc, phan tram,... Sau khi nhap xong ta
c6 thé trinh bay hién thi né theo bat cif dang thic
nao bing cdch vao 1énh Format/Cells va thiét dit
theo cdc miu mong mudén. NEu trong cic loai
khong c¢6 miu mong mudn thi chon Custom va
nhap mAu dinh dang tai hop Type
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VIII. PINH DANG TRINH BAY NQOI DUNG
TRONG O
Mic dinh néu dit liéu nhap vao 6 1a dang s6 thi s&
dudc canh phai trong 6, n€u 1a chudi thi s& canh
trdi trong 6. Sau do6 ta c6 thé cho canh tréi, phai,
giita bing cdch st dung cédc nit Iénh tuong ¢ng
trén thay Formatting toolbar
Ngoai ra ta con c6 cdc céich trinh bay khic khi
chon 1énh Format/Cells va chon tab Alignment

Format Cells i |
Murnber  Aligriment: | Fonk | Border | Patterns | F‘ru:uteu:tiu:unl
Text alignment riorientation

Horizontal: Indenk: * .
PE—— - 0 *,
T .
Yertical: & | et —
s )
IEh:uttu:um j k .
*
e
Text control ||:| 5‘ Degrees
[ Wrap ket
[~ shrink ka it
[ Merge cells
()4 I Cancel
Trong muyc:
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General
theo vi tri méac dinh

Horizontal c6 cidc chon lya sau: (theo chiéu
ngang)

trinh bay ndi dung

Left canh trai

Right canh phai

Fill lap lai noi dung dé
dién diy chiéu rong 6

Justify canh déu 2 bén khi

dit liéu nhiéu hon 1 dong
Center Across Selection canh gilta ndi dung

trong khdi lya chon

Vertital c6 cdc chon lua sau: (theo chiéu cao)

Top trinh bay ndi dung
bam dinh
Center trinh bay ndi dung
bam giilra
Bottom trinh bay ndi dung
bam diy
Justify trinh bay ndi dung

dé dién day chiéu cao 6
Oreintation: huéng trinh bay dit li¢u trong 6

Trong Text control c6 cac checkbox sau:
O Wrap text d@ li€u s€ trinh bay
trong & nhiéu hang
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néu do rong 6
kh6ng dd
O Shrink to fit di liéu s€ giam kich
thudce n€u 1 hang
khong trinh bay hét
O Merge cells trdn cic 6 dudc
chon thanh mét 6

IX. DPINHDANG KY TU
Pé dinh dang ky tu cho 1 6 hoic khdi thi chon 6
hay khdi roi dung 1énh Format/Cells = hop thoai,
chon tab Font
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Format Cells x|

| Border | Patterns | F'ru:uteu:tiu:unl

Mumber I Alignmenk

Faonk: Font skyle: Size:
|¥NI-Times [Marmal |11
T WMI-Shylus ] g -
T YMI-Swiss-Condense Q
YNI-Tekon —1  |Bald 10
Bold-Ttalic ) v
nderline: Colar:
INu:une j I Autornatic j v tiarmal Forit
ffects Fevig
[ strikethrough
[ Superscript AaBbCeYyZz |
[T subscript
This is a TrueType font, The same font will be used on bath your prinker
and wour screen,

(o] 4 I Cancel I

Chon Font, Font style, Size, cic dang underline,
Effects, ...

P¢€ dinh dang cho 1 phan ndi dung trong 6 thi dau
tién chon lya truéc (double click 1&én 6, chon phan
ndi dung) rdi chon 1énh Format/Cells.

X. KE KHUNG
B1: Chon khéi can ké khung
B2: Thyc hi€n 1€nh Format/Cells=>hop thoai, chon
tab Border
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Format Cells i |

rumber I Alignment | Faont Border | Fatterns | Praokteckion |
Presets Line
Skwle:
Mong  =====
ul:lne gutllne I_ns“je ................. —_——
Tesk Texk I
Texk Texk
Color:
I Autarnatic vI

The selected border style can be applied by clicking the presets, preview
diagram or the buttons above,

()4 I Cancel I

B3: Chon loai nét trong Line

B4: Click chon cdc vi tri can ké trong Presets va
Border

Lap lai buéc B3, B4 cho loai nét va vi tri ké khac
B5: Click OK dé dong hop thoai lai

XI. TO NEN
B1: Chon khd&i cin t6 nén
B2: Thyc hi€n 1€nh Format/Cells=>hop thoai, chon
tab Patterns
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Format Cells 5 el .4

rumber I Alignment | Faont | Border  Patterns | F‘ru:uteu:tiu:unl

Zell shading
Colar;

Mo Calar

arple

(I=RE=l R N 1 Bm
EN|CDOEEN
miniininl=] | |
EO|CEEEN
EN (DpEN
D (I EEEN
EN CEEEN
EO0/OO0EEE ||

o
w
o
[=s
o
=
=

1

()4 I Cancel I

B3: Chon miu trong Pattern, mau sic trong Color
B4: Click OK dé dong hop thoai lai

XII. THAO TAC DU LIEU
< THAO TAC CHEN
1. Cheén cot
B1: Chon 1 hodc n cot (drag tiéu dé cot)
B2: Chon I€nh Insert/Columns
Sé chén vao 1 hoidc n cot trong trude cic cdt dude
chon

2. Chen dong
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B1: Chon 1 hodc n dong (drag tiéu dé dong)

B2: Chon I€nh Insert/rows

Sé chén vao 1 hodc n dong tréng trude cdc dong
dugc chon

3. Chen 6
B1: Chon 1 hodcnd
B2: Chon 1&€nh Insert/Cells = hdp thoai

© Shift cells right: chén nsert 2l x|

ding s6 0 trong dugc  Imsert

chon neav tai khoi —  SWREElErom
] gay X " shifk cells down

A . -
chon, day tat ca céac
™ Entire row

0 dugc chon va tat cd :
; : ™ Entire calumn

cic 6 bén phai né
sang phai. o | cencel |

® Shift cells down:
chén ding s6 6 trong dudc chon ngay tai khoi

chon, diy tit ca cic 6 dudc chon va tit ci céac
0 bén dudi né xudng dudi.

< THAO TAC XOA
1. X6a cot
B1: Chon 1 hodc n cot (drag tiéu dé dong)
B2: Chon Ié€nh Edit/Delete
Céac cOt dugc chon s€ xda, ndi dung cic cit bén
phdiné sé don sang tri
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2. X6a dong T

B1: Chon 1 hodc n dong Delete —
(drag tiéu dé dong)
B25 Chon 1énh " Entire row
Edit/Delete " Entire column
Céac dong dugc chon s€

. e , < ITI Cancel
x6a, ndi dung cdc dong
du6i n6 s& don lén trén

£ shift: cells up

3.X6a o

B1: Chon 1 hodcn

B2: Chon 1é€nh Edit/Delete...> hop thoai

© Shift cells left: x6a cdc 6 dudc chon, ddi tat cd
cac 0 bén phai nd sang trai

® Shift cells up: x6a cdc 6 dudc chon, doi tat ca
ciac 6 bén dudi n6 1€n trén

< THAO TAC CHEP
1. Sao chép cong thic
Pi€m tién 1gi ciia Excel 12 van dé sao chép cong
thitc. Sau khi thi€t 1ap cong thic cho 1 6, ta dé
dang sao chép cong thitc nay d€n tit cd nhitng 6
khéc ¢6 cuing cach tinh. (luu ¥ st dung céc loai dia
chi cho diing)
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A B C D E | 3

1
| 2| |MAT HANG [SOLUONG |DON GIA |THANH TIEN
EX N B 5 400[=C3+D3
| 4| |TULANH 4 250

5 RADIO 7 54
|4 4[» [»1]Sheetl { Sheetz £ sheetd / 14

Sau khi thi€t 1ap cong thitc cho 6 E3, d€ sao chép
cong thitc clia 6 ndy xudng cic 6 E4, E5 ta dung 1
trong 2 céch:

Cach 1: Dung 1€nh Copy va Paste

Céch 2: D&i con trd chudt dén Fill handle clia 6
ngudn (E3), khi ndo con tré chudt bi€n thanh dau +
thi drag mouse xudng cac 6 E4, E5

2. Sao chép dac biét
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Paste Special d
Paste

g -':'_-" o Comments

" Formulas  validation

 Values " all except borders

" Formats " Colurmn widths
Cperakion

% mone  mulkiply

 add " Divide

" Subkract

[~ skip blarks [T Transpose

Paste Link | Ik, Cancel

B1: Chon 1 hodc nhi€u 6 can sao chép

B2: Chon I€nh Edit/Copy hodc Ctrl+C

B3: Chon 6 dau tién cta dich

B4: chon 1énh Edit/Paste Special = hdp thoai

® Formulas: chi sao chép cong thiic

®© Values: sao chép gia tri hién tai cia cac 0
ngudn dén dich

® Formats: chi sao chép dinh dang (gidng Format
Painter)

® Comments: chi sao chép ghi chu

© All: sao chép binh thudng nhu 1€nh Edit/Paste
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XIII. Filter:
1/ Chite niing: Chon loc dir liéu theo 1 diéu
ki€én nao doé
VD: T bang di li€u sau, loc ra nhitng nhéin
vién trong TSX (t8 san xuat); Hoic loc ra
nhirng nhan vién 1a CN (c6ng nhan) c6 3<HS
luong <4; ...
C6 2 phuong thic loc dir li¢u:Loc ty dong va
loc ndng cao

Loc tu dong: Diéu kién loc don gidn
Loc tai chd (gidu nhitng Record
khong thda man di€u kién di
Loc nang cao: Piéu kién loc phic tap hon
Trich loc danh sich cac Record
thoa man d/k loc ra 1 bang
2/ Loc ty dong:
> DE con tré trong bang dit liéu
> Data / Filter / AutoFilter --> xuit hién
cidc ComboBox bén canh t€n Field
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A | B g ] D [ E | F I

2

5 | STT| Tén( Chiie viy| Danvig( HS Lumw,| MN-cdngy
4 1|Hing KS TSX 2,88 25
5 2|Tuyst  |CN TESX 3,10 20
B 3|litng  |CHN TEX 250 15
o A4 Trong |KT PTV 4,50 25
il 5|Binh KS PKH 3,50 20
9 6|Winh KT PTV 2,88 20
iy TDing K3 PEH 310 18
1 gHung |CN X 4,50 27
2 9|Tin CH TESX 250 25
3 10|Hiing CH TEX 3,50 24
14 11[Husm  |GD TEX 250 25

15 12|Thigu  |CHN TsX 3,10 Ris)
6|
> P& tao d/k loc cho Field niao Click vao
ListBox cda Field dé --> Xuit hién List
sau.
Don vl 2l hiy 1o
Chon cdc Record ¢6 gid tri nim trong Top

(Top 10...) (16n nhit hodic nhd nhit)

{Piﬁ'stum. ol Néu d/k phitc tap --> Chon Custom -->HPT
BTy } (c6 gidi thich & phan sau)

TS5

= Pé€ loc ra nhitng nhan vién trong TSX (t6 sin

xuit) --> Chon TSX

= Pé€ loc ra nhitng nhan vién trong TSX (t6 sin

xuat) va PKH (phong k€& hoach)
= Chon Custom --> HDPT
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Custom AutoFilter H

E':'FW MERE where: Chon phép so sanh 1
Man wo 5
|equals \l/ﬂ |TS>< j

™ and * or .,
<— Chon toédn ti
|equals - |p|<|—| ﬂ

oS nat equal
iz greater than Brs
is greater than or equal ko
is less than o | cancel
is less than or equal ko

bommim ik

Chu y:

* C6 thé chon d/k cuing lic cho nhiéu Field. VD
Loc ra nhitng nhan vién § TSX va c6 bac luong
>3.1 --> Chon d/k cho 2 Field: Bon vi va HS
Luong

* Khi chuyén sang B/k loc khic phai hdy d/k
loc cii bang cdch chon lai muc Al trong List
* P& thoat khdi 1énh loc --> Chon lai Data /
Filter / AutoFilter
3/ Loc nang cao:
Céac budc:
a/ Tao bang d/k (BPK):
BPK bao gdm 1 khdi tir 2 6 trd 1én
e Hang diu gdm tén céc Field lam d/k loc
e Céc hang ti€p theo gdbm cdc 6 gai gid tri can
loc (6 d/k —OPK).
e BDK dudc dit tai bat it vi tri ndo trén BT
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e Khitao BPK cinchiy

>

Néu dk la chinh xdc 1 gid tri ndo d6 thi
gai gid tri d6 vao OPK
VD: loc ra nhitng nhan vién thudc TSX
Ponvi <— Tén Field d/k
TSX ' <« OPK

Né&u d/k loc hodic thda man d/k nay hodc
thda man d/k kia --> cdc d/k nay phai gai

vao cac 0 trén cac hang khac nhau

VD: Loc ra nhitng nhan vién thuéc TSX

hoac PKH
bon vi
TSX
PKH

Né&u d/k loc ddng thoi phai théa man d/k

nay hodc thda man d/k kia --> cdc gia tri

nay phdi gai vao cac 6 trén cung 1 hang.
VD: Loc ra nhitng nhan vién & TSX va c6
HS luong >3.1

bon vi HS
luong
TSX >3.1

VD khéac: Loc ra nhitng nhin vién c6 HS
luong ndm trong khodng tir 3.1 dén 4.1

HS HS
luong luong
>3.1 <4.1
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> C6 thé dung cdc ki ty * va ? d€ gai vao
0bK
VD Loc ra nhitng ngudi c¢6 tén bit diu
bing chit T
Tén
T*

VD sau day thyc hién 1€nh trich ghi DS nhitng
nhan vién thudc Bon vi TSX

S = o = A [ T =

2

3| STT | Tén |Chiic vu | Dan vi | HS Lugng | N-ciing Dan vi
EEEE TSX 2,38 25 TSX

5| 2 |Twpét |CN TSX 3,10 o8
8| 3 |Mimg |CN TSX 2,50 15
7| 4 |Trong [KT PTV 450 25
8| 5 [Bn |ks PKH 350 n

9| 6 [Minh [KT PTV 2,88 0 . .
0| 7 |Dhne [Ks PRH 3.10 12 eBa“g du licu
1| & |Hung |CN TSX 450 27 e(A3¢F15)
12 ¢ |Tin |CN TSX 2,50 25
13| 10 |Hing |CN TSX 350 24
44| 11 |Hwn |GD TSX 2,50 25

16| 12 |THéu |CN TSX 3.10 %
% <— Béng trich ghi s& bit dau tai d nay (A17)

b/ Chon 1€nh: Data / Filter / AdvancedFilter -->

HDT
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Advanced Filter

Ackion
(™ Filter the list, in-place
¢ Copy ko anokher location

List range: £0453 FFF15 l
i_riteria range; Sheet11$H$5: $HE l
Copy ko Sheet11$a417] -
[ Unique recards anly

oK, iZancel

CAC HAM THONG DUNG
I. CAC HAM VE SO
1. INT(number)
Lam tron number xudng dé€n sd nguyén gan nhat
Vd: INT(5.9) > 5
INT(-4.3)> -5

2. MOD (number, divisor)
number va divisor phaila s6 nguyén
Ham trd vé phin du clia phép chia nguyén number
cho divisor
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Vd: MOD(26,3) = 2

3. MAX(numberl, number2, ...
Trd vé gid tri 16n nhat trong cdc s numberl,
number?2, ...
Vd: MAX(15,7, 12) 2> 15

4. MIN(numberl, number2, ...
Trd vé gid tri nhd nhit trong cdc s6 numberl,
number?2, ...
Vd: MIN(15,7, 12) > 7

5. ROUND (number, num_digits)
Lam tron number dén vi tri x4dc dinh béi
num_digits

num_digits=-3 lam tron dé€n hang ngan
num_digits=-2 1am tron dén hang trim
num_digits=-1 1am tron dén hang chuc
num_digits=0 lam tron dén hang don vi
num_digits=1 lam tron dén 1 so 1é
num_digits=2 1am tron d€n 2 s6 1¢

Vd: A=57483.1652
ROUND(A,0) = 57483
ROUND(A,1) = 57483.2
ROUND(A,2) = 57483.17
ROUND(A,-1) = 57480
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II.

ROUND(A,-2) = 57500
ROUND(A,-3) = 57000

6. AVERA GE(numberl, number2, ...)
Trd vé tri trung binh clia cic s6 numberl,
number?2, ...
Vd: AVERAGE(9,4,5) > 6
ROUND(AVERAGE(7,3,6),1) 2 5.3

7. SUM(numberl, number2, ...)
Tra vé téng cia numberl, number?2, ...
Vd: SUM(15,2,3) = 20

8. VALUE (text)
Chuyén chudi text dang s6 thanh s6 dé c6 thé tinh
toan

CAC HAM VE CHUOI

1. LEFT(text, num_chars)
Tra vé num_chars ky tu ctia chudi text tinh tir trai
Vd: LEFT(“TRUNG TAM TIN HOC”9) ->
TRUNG TAM

2. RIGHT (text, num_chars)
Tra vé num_chars ky tu clia chudi text tinh tir phai
Vd: LEFT(“TRUNG TAM TIN HOC”,7) - TIN
HOC

3. MID(text, start_num, num_chars)
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Tra vé num_chars ky tu clia chudi text tinh tir vi tri
start_num

Vd: MID(“TRUNG TAM TIN HOC”)5,7) > G
TIN H

4. UPPER(text)
Tra vé text v4i tit ca ky tu chuyén thanh chit hoa
Vd: UPPER(“Trung Tam Tin Hoc”) - TRUNG
TAM TIN HOC

5. LOWER(text)
Trd vé text v6i tit cd ky tu chuyén thanh chit
thuong
Vd: LOWER(“Trung Tam Tin Hoc”) = trung tam
tin hoc

6. PROPER((text)
Trd vé text v6i tat cd ky tu chuyén thanh chi
thudng, cdc ky tu ddu mdi tir 12 chit hoa
Vd: PROPER(“TRUNG TAM TIN HOC”) -
Trung Tam Tin Hoc

7. TRIM(text)
Cit bd cdc khodng tring thira: dau chudi, cudi
chudi, gitta 2 tir chi con 1 khodng tring
Vd:
TRIM(“UUUUTRUNGUUUTAMUUTINUHOC
w”) 2 TRUNG TAM TIN HOC
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I11.

IV.

CAC HAM LUAN LY

1. AND(logicall, logical2, ...
Trd vé TRUE néu tit ci cdc bi€u thitc luan ly
logicall, logical2, .. déu c6 gi4 tri TRUE, trd vé
FALSE néu chi can 1 biéu thitc luan Iy logical tr3
vé FALSE
Vd: AND(12>=5, 8+4/2<9, 32=31+1) - FALSE
AND(12>=5, 8+4/2>9, 32=31+1) - TRUE

2. OR(logicall, logical2, ...)
Trd vé TRUE néu chi can 1 biéu thic luan ly
logical trd vé TRUE, néu tit cd cic bi€u thic luin
ly c6 gid tri FALSE thi trd vé FALSE
Vd: OR(12=5, 8+4/2<9, 32>=31+1) - FALSE
OR(12=5, 8+4/2<9, 32=31+1) - TRUE

3. NOT(logical)
Trd vé TRUE néu logical c6 gid tri FALSE va
ngugc lai
Vd: NOT(10>5) > FALSE

CAC HAM PIEU KIEN
1. IF(logical_test, value_if true,

value_if false)

Pinh tri bi€u thirc logical_test. Néu 1a TRUE thi
thuc hién bi€u thitc value_if true, ngudc lai thuc
hi€n value_if false

Vd: IF(A5<20, “Nho hon 20”, “Lon hon hay bang
207)
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Né&u ndi dung 6 A5 nhd hon 20 thi trd vé chudi
“Nho hon 207, ngudc lai trd v& chudi “Lon hon
hay bang 20”

2. COUNTIF(range, criteria)
Tra vé 1 sd nguyén 13 s6 6 nim trong khdi range
ma thda man diéu kién criteria
Trong d6 range 1a dia chi khoi, criteria 12 diéu
kién 1a so, bi€u thic hay chudi nhu 32, “32”,
“>=307, “apples”

Gia st khdi Al:A4 chia 1an lugt cac gid tri 100,
200, 300, 400
COUNTIF(A1:A4, “>150”) 2> 3

3. SUMIF(range, criteria, sum_range)
Cong don nhitng 6 clia sum_range ma dong dé
thda min diéu kién cia criteria

A B | < | D |

1

2

3 TEN NV TO NGAYCONG
4 AN 1 20

5 BINH 2 25

s} LONG 1 21

T FHUOC 3 23

8 HAI 1 22

5

[4 [4]» [H]\Sheet1 / sheetz £ shests / |«
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Téng s6 ngay cong clia TS 1: =SUMIF(B4:BS, 1,
D4:D8) = 63

Téng sd nhan vién cia TS 1: =COUNTIF(B4:B8,1)
22

Téng s& nhdn vién c6 ngdy cong trén 21
=COUNTIF(D4:D8, “>21”") 2> 3

V. CAC HAM DO TiM

=VLOOKUP(d/c 6,d/c bang tra,cot k&t
qua,0/1)

Ham s€ dem 6 di tra trong cOt 1 clia bang tra
khi tim thdy ham sé dirng lai chi€u sang c6t k€t qua
va cho gia tri & cot k€t qua dé.

Kh4i niém tim thay phu thudc vao d6i so thit 4

>N&u d6i s6 thit 4 = False ( hoic 0) thi ham sé
tim chinh xdc cé nghia 1a ham sé dung lai &
gid tri ding bing gid tri cia 0

>Né&u doi s6 thit 4 = True (hoic 1) ham sé& tim
trong pham vi ¢6 nghia l1a né sé diung lai 6 gia
tri 16n nhat chua vudt qui gid tri clda 0, lic
nay cot 1 clia bang tra phai dugc sip xé&p theo
chiéu ting dan.

Chid § : N&u khong c6 d6i s thit 4 Excel sé

hi€u 12 True

Né&u do tim khong thanh cong ham sé cho két

qué #N/A (Not Available - BAt kha thi)
Vidu: T cot di€ém cia BANG PIEM va
BANG TRA (& dudi) ta phdi cap nhat cot
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Xé&p loai va cdt Hoc bdng > gai cdc cong
thitc sau vao 2 6 C3 va D3

s [ 8] c | b [e[r] 6 | u |

BANG BIEM BANG TRA

Tén | Difm [Xé&p loaiHoo béng Pi€m |[X&ploai [Hoc bdng

Bé
Minh
Khuong
Thu
Bén
Thuy
Cdnh

—
GO Oy O D =3 s 0D o7

;‘w‘m‘q‘c\‘m‘h|u b3 | =

C3: =Vlookup(B3,$F$3:$H$7,2)
hoiacVlookup(B3, $F$3:$H$7,2,True)
D3 : =Vlookup(B3, ,$F$3:$H$7,3)

hodc =Vlookup(B3, ,$F$3:$H$7,3,True)

2) =HLOOKUP(d/c 6,d/c bang tra,hang
két qua,n) :
Ham Hlookup c6 y nghia nhu ham
Vlookup nhung ham s€ dugc st dung
trong trudng hgp bang tra dugc bo tri
theo hang nhu sau:

Pi€m | 0 5 7 9 10
Xép |Kém |TB |Kha |Gioi XS
loai
Hoc |0 0 5000 | 8000 10000

106



bdng

Ham s€ dem 6 di tra trong hang 1 cua
bang tra khi tim thay ham sé dirng lai
chi€u xudng hang k&t qua va cho gid
tri & hang k&t qué dé.

3) =MATCH(d/c 6,d/c bang tra)
(d61 v6i ham nay bang tra chila 1 cot
hodc 1 hang)
Ham sé dem 6 di tra trong bdng va cho biét sé&
thit ty ciia 6 ma ham tim thdy trong bdng.
* Khdi niém tim thidy § day ciing c6
Yy nghia gidbng nhu trong ham
Vlookup.
* §6 thtt tu ctia 6 (1,2,3,...) dudc tinh
tr trén xuéng n€u bang la cot va
trdi qua phdi n€u bang 1a hang.
Vi du : =Match(B3,F3:F7)=2
=Match(B7,F3:F7)=4

4) =INDEX(Bang,Hang,Cot)
* Bang : d/c cua bang
* Hang : STT clia hang trong bang
*Cot : STT cha cit trong bang
Ham cho k&t qué 1a gid® tri ciia 6 giao nhau gitta stt
hang va stt cOt trong bang
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VL. CAC HAM CO SG DU LIEU
1. DSUM(database, field, criteria)

Tim nhitng miu tin trong database ma thda min
tiéu chuén criteria, gia tri tuong Gng clia cic maiu
tin nay & cot Field s& dugc cong don va trd vé
Database: 12 danh sich bao gém c3 tiéu dé cot
Field: Pia chi cda cot cong don
Criteria: viing di€u kién, cdch thi€t dit gidng nhu
Advanced Filter

F7 [ | = | =DSUM(B2:D7 D2, F2F4)

7 I B A B B M W
L
2 TEN NV TO LUONG TO
|3 AN 1 100 1
i BINH 2 300 2
5 LONG 1 200
E PFHUGCC 3 400 Tong lucng nhan vien thuoc to 1 va 2
17| |HaI 1 150 [ 7sol
[4.[4 ] [pI]Sheet1 { Sheet? / Sheetd / | 4]

2. DMAX(database, field, criteria)
Tim nhitng miu tin trong database ma théa min
tiéu chudn criteria, gia tri twong @ng clia cic mau
tin nay G cot Field s€ dugc so sanh vdi nhau, gia tri
nao 16n nhat sé& dugc trd vé
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F7 ~| = | =DMAX(B2:D7,D2 F2F3)
A BE ¢ | p |E_F | © | H
1]
2 TENNV | TO | LUONG TO
3| [an 1 100 1
2| |emm 2 300
s | |Lonc 1 200
6 | FHUOZ 3 400 Lucng cao nhat cua nhan vien to 1
7| |ma 1 150 [ 200]
|<8|< [» [#i[Sheet1 i Sheetz / Sheet3 |«

3. DMIN(database, field, criteria)
Tim nhitng miu tin trong database ma thda min
tiéu chuin criteria, gia tri tuong Gng cda cdc miu
tin nay & c6t Field sé dugc so sanh vdi nhau, gia tri
nao nhd nhat sé dudc trd vé

4. DAVERAGE (database, field, criteria)
Tim nhitng mau tin trong database ma théa min
tiéu chuin criteria, gia tri tuong Gng cda cdc miu
tin nay § cot Field sé dugc tinh trung binh cOng va
trd vé
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CHUONG 3:MICROSOFT POWERPOINT

I. Chirc nang

PowerPoint la phén mém trinh dién rat tién loi trong
cong viéc thuyét trinh 1 bai giang, 1 bao céo.
PowerPoint | am cho bai thuyét trinh thém sinh dong,
tryc quan va hap din

II. Khéi dong Power Point:
Bwéc 1: Nhip vao nat Start trén thanh cong cu
Windows
Bwéc 2: DPinh vi con tro chudt trén muc
Programs
Budée 3: Nhip Microsoft PowerPoint. Man hinh
Power Point dau tién xuat hién.

Ciling nhu cac chuong trinh Microsoft Office
khac, PowerPoint c¢6 cac thanh cbng
cu(Toolbars), thanh thuc don(Menu bar) va cac
1énh don tit khac. Ngoai ra, PowerPoint c6 nhiing
cong cu, Iénh don riéng biét:

I11. Cac thanh phan chinh trén 1 trang PowerPoint:

Theo ngam dinh, mot slide PowerPoint ¢6 3 khung
chinh (theo céach nhin Normal): Outline, Slide
notes va Slide
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J File Edit Wew Insert Farmat Tools Slide Show ‘window Help ;Iilil

IDeEHaagy|izes|o o |ea= =a3
Khung JT\masNewRoman - 4 - | B 7 U ||EE§ |§E = ‘A‘ Common Tasks = 2
Outline S

dd title

Click to add subtifls

Khung
Slide

Click 1o add notes

Troshapes ~ ™. & DO“&'&'. w
I Slide 1 of 1 [ Default Design 4

- Khung Outline thé hién ciu trac t6 chic cac
khung slide trong phién trinh bay. C6 thé dung
khung nay dé tao va sip xép cac slide.

- Khung Notes cho phép bd sung va xem céac ghi
chu trong thuyét trinh. Khung Notes mé ta chi tiét
cho ndi dung khung slide.

- Khung slide: ndi dung can trinh bay nim ¢
khung nay. Bao gém van ban, hinh anh, cac doan am
thanh.

- Pé di chuyén qua lai cac thanh khung nay, chiing
ta nhip chudt vao khung hoic nhan F6.

- Pé thay dbi kich c& khung, dé con tro chudt bién
thanh vach song song va kéo vién khung,

IV. Cac kiéu xem PowerPoint:
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- Normal View: cho phép xem tat ca thanh phan
chinh cuta phién trinh bay.

- Outline View: xem khung slide dé b6 sung hoic
hiéu chinh tiéu dé. Ta khong thé 1am viéc vé6i cac
anh dd hoa hodc cac biéu d6 trong kiéu xem nay

- Slide View: trong kiéu xem nay, ta co thé 1am viéc
v6i van ban, cac hinh anh, biéu dd cho timg slide
mot.

- Slide Sorter View: véi kiéu xem nay, ta c6 thé
doi, chép, x6a cac slide, nhung khong thé hiéu chinh
van ban trong khung slide hodc 1am viéc vé6i cac dbi
tuong slide.

- Slide show: xem dang vé cuia slide khi dd hoan
thanh

- Chon menu View->Notes page dé xem dang vé
ctia phan ghi chi. Luu y: khong thé hiéu chinh vin
ban cua khung slide trong ché d6 xem notes page.

icrozoft PowerPoint - [Prezentation?]

File Edit Wiew Insert Format Tools Slide Show Window Help =181 x|
e &V ® Sl - |0B) 2
gesMewRoman -~ 24 - | B F O |[|=E = A Common Tasks ~ 7

Slide sorter
View

Click to add title

Click to add subtitle

Slide View

Draw ~ [% autoshapes ~ . w ] O 4[ ﬁ 3 - i - B - 2

Slide 1 of 1 Default Design




V. Lam viéc véi cac 6 giir chd
“Click”(placeholders) trén khung slide

O gilr cho “Click” 1a cac 6 san co6 trén khung
slide dung dé bd sung van ban, biéu do va cac

hinh mau.
mot tiéu dé cho
chinh va mot A
tiéu dé con O~gl”
cho

- Nhép chudt vao 6 giir chd dé gb text hodc chén hinh
anh, do thi.

-Dé sira d6i ndi dung trong 6 giit chd, nhip chudt tai
diém mudn stra d6i, gd ndi dung méi. O giir chd tu
dong déng khung vin ban néu can.

- Muén x6a boé vin ban trong 6 giit chd, chon ndi dung
can x6a roi nhan Delete.

-Pé sao chép noi dung cac 6 gitr chd, click chon nodi
dung trong 6 giit chd can sao chép, click phai chon
Copy rdi di chuyén chudt dén 6 giit chd can chép,
chon Paste.
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PINH DANG CHO SLIDE

I. Pinh dang kiéu chit, ¢& chir va mau chir (Font,

Font size, Font Colors):
- Trén thanh Fomating, click vao mii tén
tha Font & chon Font, click vao miii tén tha
Font size dé chon ¢& chir.
- Pé chon mau chit, click vao miii tén tha
Font Color trén thanh Drawing dé chon mau.
Mubn chon mau khéac, click vao More Font
Colors. Trén tab Standard, nhip chon mau tir
bang mau, nhip OK.
- Muébn chon hay hi¢u chinh kiéu chix, c&
chir, mau chir cho timg d6i tuong riéng biét, click
chon ddi twong hay dong can thay doi rdi thuc
hién nhu trén.

I1. Pinh dang Bullets and numbering trén slide :
Tao mdt danh sach danh diu dau muc:
Bwéc 1: Nhip chon New Slide trén thanh coéng cu
chuan
Buwéc 2: Chon 6 giit chd trén slide c6 bé cuc Bullets
Budce 3: Vao menu Format->Bullets and
numbering
Buéc 4: _O tab Bulleted, click chon dang dau dau
muc->0OK
Luu yv: Ta c6 thé tan dung dén 5 cdp danh diu dau
muc trong 1 danh sach PowerPoint. Xem muc c.
Tao mdt danh sach c6 danh so:
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Buéc 1: Nhap chon New Slide trén thanh cong cu
chuan

Buéc 2: Chon 6 giit chd trén slide c6 bd cuc Bullets
Budc 3: VVao menu Format->Bullets and numbering
Bude 4: O tab Numbering, click chon dang danh $6-
>0K

Thut dong va thut treo cac muc trong danh sach:

Thut treo: trong cac danh sach danh dau dau muc va
danh sd, co khi ta cAn doi mot diu diu muc ra phia
ngoai 1& mot cap. Ky thuat nay goi 1a thut treo dau dau
muc. Thuc hién bang cach nhan Shift+Tab dé thut
treo 1 doan.

Thut dong:

Dé tao mot dong thut mdi, nhip 1vi tri bt ky ngay
trong dong phia

trén noi mudn dong méi xuit hién. Nhin End dén
cudi dong, Enter

dé tao dong moi, nhan Tab dé thyut dong 1 cip va gb
ndi dung van

ban; tiép tuc nhin Tab dé thut dong thém, néu can.
Stra d6i ddu dau muc hodc danh sach so:

Bude 1: Chon muc can thay doi

Budc 2: Vao Format ->Bullets and Numbering

Mubn thay d6i ky hiéu dau muc, chon tab Bulleted
roi chon dang dau dau muc. Mudn co céac dang khac,
chon Character dé Iya chon ky hiéu ->OK.

Mudn thay doi dang sd trong danh sach, chon Tab
Numbering, chon dang sé roi nhip OK.
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TAO MQT TRINH DIEN TREN POWER POINT

I. Tao mdt trinh dién
1. Tao mot trinh dién véi Autocontent Wizard:

Chon File -> New

Nhip Tab General trong hop thoai
New Presentation

Nhiép dap Autocontent Wizard.

Nhip Next dé sang budc ké tiép trong
Wizard

Chon kiéu trinh bay trinh tir danh sach
Chon Next dé qua ting budc trong
Wizard. Chon Finish dé két thuc qua
trinh

Sau khi hoan tit cac budc trén, phién
trinh bay moi hién ra trong kiéu xem
Normal. Thay ndi dung can thiét trong
khung Outline.

2. Tao mét trinh dién PowerPoint méi tir diu:

Nhip nut New trén thanh céng cu
Standard

Trong hop thoai New Slide, chon mét
b6 cuc (Layout) cho trinh dién

Nhap OK, phién trinh dién méi duoc
tao va slide dau tién hién ra

Nhap céc Object

Sip xép trinh ty xudt hién cua cac
Object va hiéu trng Animation
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- Slide Show / Custom Animation
> HDT

Tab Order & Timing,

danh dau doi tugng

muon imate slide objects:
I
trinh dién. ' ol
Luu y: Thu ty Brevien
danh dau la tho tu - ‘
< R . ‘iming WEffects 1 Chart Effects 1 Multimedia Settings 1

hlen thl 1order: Start animation
néi dung Cﬁa Véin m ; On mouse dick

* Aukomatically,
ban trén ~ Move T

. , A 0 + seconds after previous
Sllde. CO the daO laI J ewernt ’
thir ty bang Move

Start Animation
Automatically: DBéi twong ty dong xuit hién theo cac
quang thoi

Order & Timing  Effects 1 Chart Effects ] Multimedia Settings ]

glal’l dll’lh Entry animation and sound Introduce text
< Fly ~ | |From Left - Al at once -
sat, l = =L : | j
[[tie Sound] = Fgepedby st <
O n M 0 Use level paragraphs
- . Ko After animation r
C I ICk' DOI |Dnn't Diirn j [T Inreverse order

tuong
xuét hién khi Click Mouse
Tab Effects, chon mét hi¢u Gtng va am thanh tir
danh sach tha Entry animation and sound dé
tao hi¢u tng.
- Dé lan luot hién ra tirng

117



didu d4u muc hodc con sd cho dbi tuong van
ban, chon mot cp tir danh sach tha Grouped
by

- Nhip OK dé 4p dung cac hiéu tng

- Preview: Chay tht Slide Show dé xem cac
hi¢u tng da chon.

I1. Thém, xoa mgt slide
1. Thém mot slide
- Vao menu Insert, chon New Slide.
- Chon mét bd cuc médi, nhiap OK

2. Xoa 1 slide:
- Chon slide can x6a & khung Outline,
nhén Delete.

3. Di chuyén qua lai giira cac slide
- Nhip nut Previous Slide hoic Next
Slide (¢ goc duéi phai cira s6
PowerPoint) dé duyét qua céac slide

khac.

II1. B6 sung va dinh dang cac hinh miu, hinh v§,
tranh anh cho slide:

1. B6 sung hinh miu:

- Néu trén slide c¢6 6 gitt chd cho hinh miu, nhap
dup trén 6 nay dé xem Clip Gallery (thu vién hinh
mau).

- Chon mot chu dé cua hinh mau.
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- Nhip chon mdt hinh mau trong cha dé di chon.

- Tu thanh Iénh don dang xuét hién trén hinh mau,
nhip tiy chon dau tién, Insert Clip. Hinh mau xuét
hién trong 6 giit chd trén slide.

- Dong Clip Gallery. Clip Gallery khong tu dong
dong khi chen hinh anh.

- Néu slide khéng cé é giiw ché cho hinh méu,
nhap nat Insert Clip Art trén thanh cong cu
Drawing dé truy cap Clip Gallery. Sau d6 thuc hién
lai cac budc trén.

2. Bo sung cung 1 hinh miu trén tit ca slide:
- Chuyén qua dang Slide Sorter View.
- Chon View, Master, Slide Master
- Nhip nut Insert Clip Art trén thanh cong cu
Drawing
- Chon mot hinh anh trong thu vién Clip Gallery
- Nhip tuy chon Insert Clip trén thanh 1énh don
- bong Clip Gallery
- Kéo va tha hinh anh vao vi tri mong muén trén
Slide Master. Chinh hinh anh theo yéu cu.
- Nhap nat déng (X) dé dong Slide Master. Anh s&
xudt hién trén tat ca Slide ngoai tru slide cé bd cuc
tieu dé
T6 lai mau cho cdc hinh mau:
- Nhip chon hinh miu mudn t6 lai mau.
- Chon Format -> Picture. Hop thoai
Format Picture xuit hién
- Nhap tab Picture
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Nhap nat ReColor trén tab Picture
Hop thoai Recolor Picture trung mot
cot (Original) dé néu mau ban dau va
mot cot khac(New) dé lua chon mau
moi.

Nhép miii tén tha canh mau méi mudn
thay d6i. Khung xem trudc ty dong
hién mau vura chon -> nhép OK

3. B6 sung chir kiéu vao Slide:

Nhip nit WordArt trén thanh cong cu
Drawing

Chon kiéu dang mubén dung cho
WordArt. Cac kiéu dang bao gdém
hinh dang, hudéng, béng va mau.

Nhip OK. Hop thoai Edit WordArt
Text xuit hién

Gd van ban mudn dung cho WordArt
Nhép OK dé tao mot doi tuong
WordArt.

Thay d6i kiéu dang WordArt:

Chon ddi twong WordArt can thay doi
trén slide

Nhap nat WordArt Gallery trén thanh
cong cu WordArt

Chon mdt kiéu dang moéi tir Gallery
Nhip OK d¢ 4p dung kiéu dang
WordArt méi
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Nhap nat WordArt Shape trén thanh
cong cu WordArt va lya chon mot
hinh thé khac cho ving hién thi cta céc
tir.

5.B0 sung cac hinh vé vao slide:

Thanh cong cu Drawing 1a diém bét
dau dé vé cac duong ké, cac miii tén,
v c4c hinh thé.

Tir thanh cong cu Drawing, nhip nut
Line (duong ké) hoac Arrow (mii
tén), tiy theo ddi trong mudn vé.

Kéo con tro chudt tir dau duong keé
hogc miii tén dén diém cudi.

DPé v& mot Autoshape, chon mot hinh
tr mot trong cdc nhom néu trén 1énh
don Autoshape. Click chudt va kéo
hinh theo mong muén.

LAM VIEC VOI CAC BANG ,
Céach thtrc tao mdt bang trong Power Point giong
nhu trong Microsoft Word. Néu chung ta da thong
thao Table trong Word thi viéc tao bang trong
PowerPoint khéng c6 gi khac.

I. Chén mét bang vao slide:

Vao Insert->Table, xuit hién man
hinh bén
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- Nhap vao sb cot
- Nhap vao s6 dong
- Click OK dé tao mot Table trén slide

I1. Thay ddi chiéu cao dong va cdt trong Table:

- Pé thay doi do rong cua hang hodc cot,
dinh vi chuét trén vi tri hang hay cot
can thay doi.

- Con tro chudt d6i thanh vach song song
v6i 2 dau 1a miii tén. Kéo vién dén vi
tri moi, tha chuot.

- Mubn thay d6i ca chiéu cao dong va
cOt cung luc, dinh vi con tré chudt ¢ 1
gdc cua bang, con tro chudt bién thanh
vach véi 2 dau la mili tén, kéo vién dén
vi tri moi.

III. Thém dong va cft cho bang:
- Pé thém dong hay cot, chon 0 tai vi tri
mudn thém.
- Trén thanh cong cu Tables and
Borders,
chon:
+ Insert Columns to the Left:
Thém cdt bén trai
+ Insert Columns to the Right:
Thém cdt bén phai
+ Insert Rows Above: thém dong phia
trén
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+ Insert Rows Below: thém dong phia
duoi

2= gnd Borders

> - 1o v

2 ~ || Table - | B
E[ ];[ [ Insert Table. ..

,-?. Inserk Columns to Ehe Left
g

- & Insert Columns ko the Right

| =5 Insert Rows abowve
T = Insert Rows Below

Borders and Fill. ..

Seleck Table

£«

/

cOt trong bang:

- Chon dong/cot can x6a

- Trén thanh céng cu Table and
Borders, vao Table, chon Delete
Rows néu muén x6a dong, chon Delete
Columns néu mudn xda cot.

Luu y: khi x6a dong/cdt trong bang, bang

s& thu nho lai. Pé cho bang bung rong voi

khoang tréng trén slide, chon Format-

>Slide Layout. Trong hop thoai Slide

Layout, chon Reapply. B6 cuc bang s&

dién ving thich hop trén slide.

IV. Hop nhit va tach cic 6 trong 1 bang
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Chon cac 6 can hop nhit, vao Table
trén thanh cong cu Table and Borders,
chon Merge Cells. Khi d6 cac 6 da lua
chon s& duoc to hop thanh 1 6 duy
nhat.

Mubn tach 16 thanh 2 6, chon 6 can
tach, trén thanh cong cu Table and
Borders, chon Split Cells.

V. Pinh dang duong vién bang

Chon dang
dudng vién

Chon mau
Chon do

rong duong
vién

|
_ j
Color ’?
I -
— Width A ’|_ ’_| j
[1i—— 7]
E—

Dé dinh dang dudng vién cho ca bang,
chon bang, vao Table, chon Borders
and Fill. Hop thoai xuét hién nhu sau:

Format T able

Borders [Fil | TextBox |

Click on diagram below or use buttons
to apply borders

0K | Cancel | |

Click sang tab Fill dé chon mau nén
cho cac 6

- Nhip OK dé cac thay doi co hiéu luc.
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VI. Dinh dang dir li¢u trong 1 biang

- Chon cac 6 dit liéu mudn dinh dang

- Pé diéu chinh giéng hang theo chiéu
ngang, nhap cac nat Align Left, Align
Center hoac Align Right trén thanh
cong cu Formatting

- Pé diéu chinh giéng hang theo chiéu
doc, nhip cac nat Align Top, Center
Vertically hodc Align Bottom trén
thanh cong cu Tables and Borders.

LAM VIEC VOI BIEU PO

V&i PowerPoint ta co thé tao nhiéu dang biéu dd
khac nhau. Bao goém céac kiéu biéu d6 théng dung
nhu Cot, Hinh tron, duong ké, va cac dang biéu d6
it thong dung hon nhu: Bubble (bong bong),
Combination (phdi hop)...

I. Tao mot biéu do:

- Nhap nat New Slide trén thanh cong cu
Standard

- Chon dang Slide biéu d6 nhu hinh
dudi:-

- Nhip dap vao 6 giir chd c6 dang
d6 thi ¢&¢ mo Microsoft Graph va
tao bieu do
Trong trwong hop muén chén mjt
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biéu dé trén slide khéng cé é giiw
ché la biéu dé thi ta vao menu
Insert->Chart.
- Mot ctra sO kiéu bang tinh - bang
dit liéu chira cac dit liéu mau xuét

hién.

- D¢ xba dir liéu mau trong bang dit li¢u,
nhdp vao hdp xam bén goc trai trén cua
bang tinh va nhan Delete.

1E

R Presentation2

RN Il

1st Otr | 2nd Otr[3rd Otr 4th O
1 af|East 20.4 27.4 an 20.4
2 @l wWest 30.6 38.6 34.6 31.6
3 afdiMorth 45.9 46.9 45 43.9
4 -
< | 2 ]

2. Nhap dir liéu biéu do:
- Néu khong thdy Datasheet, vao View -
>Datasheet dé lay bang nay ra.
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Import D ata Options

Select sheet From workbool:

Sheetz
Sheet3

Imnpaort:
" Entire sheet

* Rangs:  |a1lEs

W Cverwrite existing cells

Ik

Zancel

Tao

dit lidu dé v& dd thi

e (Céach 1: Nhap dir li¢u vao bang tinh
e (Céach 2: Import dit li¢u tir Excel hodc Access
Chon Iénh Edit / Import file > HPT <Chon File

dir liéu> - Open - HDT
Chon Sheet

Chon dia chi khéI chira dix liéu dé vé@ BT

3. Thém/x6a cac dong/cot cia bang dir liéu:

Thém:

- Chon vi trf can thém dong/cot

- Chon Insert->Cells.

PowerPoint sé

chen thém dong/cot moi

Xoa:

- Chon dong/cot can xba
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- Chon Edit->Delete. Power Point x06a
dong/cot da chon

I1. Chinh sira biéu do
e Chart/ Chart Type <Chon kiéu DT>
e Chart / Chart Option: Dinh dang cho BT

Chart Options

T l Legend ] Diata Labels ]
Chart kitle:
|Tch|'ng quan gilfa cac loai HS ¢ Tuso.lng quan giﬁ;a Oéc

| loai HS chaLop A

10% [10%

@ o4 | Cancel |
Tab Title <Nhap cac tiéu dé cho DT> (Ddi véi
DT tron chi co6 1 ti€u dé chinh)
Tab Legend <Tao khung ghi cha cho d6 thi>

Tab Data label <Tao nhan cho cac Series dir li¢u
trong DT>

e Data/ Series in Rows : Series dl theo hang
Series in Rows : Series dl theo cot
e (6 thé sira cac Properties cua do thi va cua
timg Series dl tryc tiép trén DT
Céc budc:
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1. Chon thanh phan (Click)
2. Double click vao thanh phan HDT <Thyc hién
sua>

VD: C6 thé doI mau cho cac Series dl trén
DT; Thay d6I Font Size cho cac nhin trén céc
truc x,y; diéu chinh mat d6 céc ludi
3. Thém hay x6a di 1 series dl... bang cach
Double Click vao RowHeader hoac Column
Header ctia BT (& ché d6 vé DT)

I11. Tao hi¢u wng cac biéu do:
- Chon Slide mudn tao hiéu tng. Chon
dbi tuong biéu dd
- Vao Slide show -> Custom
Animation, chon Chart Effects.

Cuztom Animation
Check ko animate slide objects: ok |
I Title 1 Clik 1o 2dd tile
o - o Cancel
of
X E] Preview

DI- [T ﬂn- e o

Order & Timing | EFfects  Chart Effects lMuItimedia Settings ]

Introduce chart elements Entry animation and sound
Al &t once ﬂ |Fly ﬂ |Fr0m Left ﬂ
W~ |[N0 Sound] ﬂ
After animation
|pon't Dim =]

- Hop thoai xuét hién nhu sau:

o Chon hiéu tng cho biéu do theo Séri (by
Series), theo loal (by Category), hoac
theo diém dit li¢u
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o Entry animation and Sound: chon hiéu
mg hinh anh va 4m thanh Nhip OK dé
cac hiéu tng co6 tac dung
- Chay Slide Show dé xem lai cac hiéu

ung vua tao.

LAM VIEC VOI CAC SO PO TO CHUC:

PowerPoint ¢6 mdt chuwong trinh duoc thiét ké dé
chuyén tao cac so d6 t6 chirc. Chuong trinh nay co
tén Microsoft Organization Chart va xuat hién
trong cira so riéng
I. Tao mot so' dd té chirc
1. Tao méi mot slide c6 ciu tric so dd td chirc:

New Slide El

Chonose an Autalayout:
Cancel

i
=
—
—
=

= =

rganization Chart

A RIEAE

[ Don't show this dialog box again

Chon dang slide va nhép OK

2.Nhéip thong tin vao so' do to chirc
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- Trong so d t6 chirc c6 nhiéu hop. Mdi
hop c6 thé dung dé luu trit thong tin lién quan ciia
tirng ca nhan trong t6 chirc

- Muén nhap li¢u cho hop nao, chi can click
chon hop. Nhap dong dau tién. Néu can nhap dong
tiép theo, nhan Enter

IL. Chinh sira so' do
1. B6 sung va x6a cac thanh phan trong so do

to chirc:

- Nhip dup so d6 dé md chuong trinh Organization

Chart

- Pé bo sung mdt db1 tuong bén dudi ddi trong

khac, click Ién nat Subordinate.

- Chon vj trf can b sung

- Nhap dir liéu cho ddi twong

- Pé bo sung mdt “phu ta” (assistant) vao so do,

nhip nat Assistant trén thanh cong cu. Khi d6 mot

ddi tuong phu ta xuét hién

- Dé g& bo 1 hop, nhip chon hop va nhin Delete

2. Doi cac doi twong trong so do to chirc:
- Nhip dup so d6 dé mo chuong trinh Organization
Chart
- Dé doi hop, chon hop, nhap dé nat chudt trai va
kéo dén vi tri mai

II1. Pinh dang so dd td chirc
1. Pinh dang bo cuc trong so dd to chirc
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- Nhip dup so d6 dé mo chuong trinh Organization
Chart

- Nhip chon hdp, dé chon nhiéu hop di kém, nhan
Shift rdi click chu¢t chon

- Sau d6 nhép 1énh don Styles rdi nhip bd cuc kiéu
dang hop

2. Pinh dang vin ban va hp trong so do to
chirc

- Chon céc hop chira van ban muén dinh dang. bé
dinh dang chi 1 dong, click chudt chon dong, chon
Text->Font tir thanh 1énh don
- Trong hdp thoal Font, chon Font chtr, kiéu chir va
co chit.-> nhap OK
- Chon Text->Color tir thanh 1énh don dé thay ddi
mau cho chir, chon mau, nhép OK
- Dé thay d6i mau nén hop, chon hop can thay doi,
chon Boxes, Color va chon mot mau.
- Pédd bong, chon Boxes->Shadow va chon vi tri
d6 bong
- Thay d6i duong vién, chon Boxes, Border Style
va chon 1 kiéu dang
- Thay d6i kiéu duong ké trén hop, chon Boxes,
Border Line Style va chon 1 kiéu déng.

CAC CHUC NANG KHAC

I. Chay slide show
1. Xac 1ap Slide Show va chay Slide Show:
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- Chon Slide Show -> Set Up Show.

Set Up Show il Bt
Show bype Slides
% Presented by a speaker (full screen) (O
" Browsed by an individual (window) " Fram: El To: EI
" Browsed at a kinsk (Full screen) S
[ Loop continuously okl Esc' | J

[ Show withaut narration

™ Show without animation Advance slides
- ™ Manually
(¥ Using timings, if present

Pen color:

| J Projector Wizard. .. | fol's | Cancel

Hop thoai Xuét hién:

- Chon mot trong cac tuy chon & muc Show type

- O muc Advance slides, chon Using timings, if
present.

- Nhip OK dé chip nhan cac xéac 1ap Slide Show.

- Chay thir Slide Show.

2. Thiét 1ap chay Slide Show lién tuc:
Trong mdt vai truong hop, ta mudn Slide
dé ty dong chay ma khong can khoi dong
lai Slide. Piéu nay chung ta thuong dung
trong cac cudc hdi nghi, cac budi trinh
chiéu thuong mai, cac kibt.
- Mo slide mudn trinh chiéu lién tuc
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- Chon Slide Show ->Set Up Show

Show tvpe Slides

{* Presented by a speaker (full screen) o all

™ Browsed by an individual (window) ™ From: I_ % Ta
" Browsed at a kiosk (full screen) &

W Laop continuously until 'Esc! |

[ Show without narrakion

[ Show withaut animation Advance slides

r " Manually
0% |sing kimings, i present
Pen color:
I KB | Projector Wizard. .. | oK

- Chon Loop continuously until “ESC”

- Nhan OK dé thiét lap

- Chay thir Slide Show, nhdn ESC dé
thoat.

II. LIEN KET TAI LIEU GIUA WORD -

EXCEL - POWER POINT
1. Nhap dir liéu tir mot bang tinh:

- M¢ tap tin Excel chira dit li€u mudn nhap khau

- Chon wving dit litu mudn sao chép sang

PowerPoint

- Chon Edit-> Copy

- Chuyén vé cira s6 PowerPoint, chon slide dé sao

chép dir licu.

- Chon Edit-> Paste dé sao chép dit liéu vao slide.
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2. Nhap dir liéu tir Word:
Trude khi tao mot phién trinh bay cho PowerPoint vi
dir liéu tr Word, chiing ta phai dinh dang Word theo
Heading dé t6 chirc van ban.Heading 1 tré thanh tiéu
dé cua Slide, Heading 2 tro thanh dau dau muc cap
dau tién, van van...Néu chi muén chép dit liéu tir
Word vao PowerPoint, ta chi can dung Edit,Copy va
Edit, Paste.
- Dong tap tin Word trude khi nhap dir
liéu vao PowerPoint
- Chuyén sang ctra s6 PowerPoint
- Nhip nat Open trén thanh cong cu
Standard cua cira s PowerPoint
- Trong hop thoai Open, chon All
Outlines tir danh sach tha Files of Type.
- Xac dinh vi tri van ban rdi nhip dup
tap tin Word. M6t phién trinh bay méi duoc thiét 1ap.

3. Xuit dir liéu tir slide ciia Power Point sang
Word:

- Nhap nut Slide Sorter View ¢ goc
dudl trai man hinh PowerPoint

- Chon Slide muén sao chép

- Nhap nat Copy

- Chuyén sang ctra s6 Word , nhip nit
Paste

I11. Slide Master
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1. Khai niém:
SlideMaster la Slide dac biét cua
PoerPointPowerPoint. SlideMaster gdm cac thanh
phan nhu trong hinh dudl. Nhitng thanh phan trong
SlideMaster s& xuat hién ¢ tat ca cac Slide vol dinh
dang nhu trong SlideMaster

Placehalder for
slicle title

Placehalder far
slicle text

Picture appears
an all slides.

Footer placeholders
2. Cach tao:
View / Master / Slide master = Cira s6 Slide
Master
Thuc hién
e Tao cac thanh phan Footer, Logo, Sound,

Dinh dang theo y mudn
Close ,
Chuy: Co thé tao Slide Master bat ky ltc nao

[ J
[ J
IV. Gan cic Template c6 siin cho cho Slide
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Apply Design Template EHE
Look in: I[:l Presentation Designs j - | @ > @ - Tools -
] MyTemplate -

Blends. pat
Blueprint. pot
Bold Stripes. pot Lorem lpsum
Capsules, pot e
Dad’ s Tie.pot
Expedition.pot
Fackory,pok

Lock And Key.pot
Marble.pot r suesdlpk Icbords ksl ue
Mountain, pok e
Mature, pok

Metwork Blitz, pat

Motebook, pot

Ribbons. pat LI

File name: || j = Apply I
Files of type: IDesign Templates (*.pot) j Cancel |

Format / Apply Design Template > HDT

V. Tao cac Action Button dé di chuyén nhanh
giira cac Slide bat ky
Slide Show / Action Button / Chon Button
- HDT

VI. Tao hiéu wng chuyén tiép, Am thanh, thoi gian
hién thj giira cac slide:

- Chuyén sang kiéu xem Slide Sorter
- Chon Slide Show -> Slide Transition. Hop thoai
Slide Transition xuat hién.
Xac dinh budc chuyén tiép:
— Tur danh sach tha Effect, chon mét budc chuyén
tiép. Vi du & hinh bén duéi 1a Cover Up.
— Pé xac dinh téc do cua budc chuyén tiép, chon
slow(cham), Medium (trung binh), Fast(nhanh)
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Xac dinh 4m thanh chuyén tiép:
Chon dang am thanh & muc Sound

Xac dlnh Slide Transition 7| x|
thoi 1an

L2 . g n Effect apply o Al
hién th1 mot

L appl
slide:
6 muc Cancel
Automaticall
y after g0 |Cover Up |
vao sO glﬁy " glow © Medium % Fast
ma slide ké

X N .2 Advance Sound
tlep s€ hién W On mouse click |Camera j
thl, [ automatically after B Lo ur et sund
Néu khong | =
muon an

dinh thoi gian ty dong, chon On mouse click. Slide ké
tiép s& hién thi sau mdi khi click chudt.
Sau khi d3 4n dinh cdc thong s trén, nhin Apply to All
dé c6 hiéu luc cho cac bd sung da chon.

Lwu v: khi chon hiéu tng 4m thanh chuyén tiép,
chung ta phai cin nhic can than vi hiéu Gng 4m
thanh nhiéu qua s& gdy 6n 4o cho bai thuyét trinh.
Dung nén lam dung hi€u ing nay.

VII. AN PINH PHIEN TRINH BAY PE CHAY
TREN MANG
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Mubn trinh chiéu mot phién trinh bay trén
Intranet hodc Internet, tap tin PowerPoint phal &
dang thie HTML- HyperText Markup Language.
Phién trinh bay sau khi chuyén sang HTML, n6
dugc xem trén mang nho mot bd duy¢t Internet
Explorer hodc Nestcape Navigator

1) Luu phién trinh bay & dang Web:

2) Mo phién trinh bay

3) Chon File, Web Page Preview

4) Chon File, Save as Web Page

5) Trong hop thoai Save as, dung danh sach
tha Save in hodc Place Bar dé chon noi
luu.

6) Néu muén luu phién trinh bay dudi dang
trang Web trén bo duyét Web, nhap nut
Publish trong hdp thoal Save As.

7) Trong hop thoal Publish as Web page,
chon cac xac 1ap cho ndi dung mudn xuét
ban.

8) Nhip Publish.

IN AN BAN BAO CAO
l. In céc slide:
Vao File->Print. Hop thoai Print xuét
hién:
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Chon s6
lugng ban in.
Chon in theo
Collate (xép

Mame: | AGFA-Accuset 1000 =] Properties
Idle

AGFA-ACcuset 1000

LPTL:

I Prink ta file

Copies
" Current slide

" slides: | ﬂ

Enter slide numbers andfor slide ranges. For example,
3,512

__Number of copiss:

¥ Collate
\ Fink what:
_Lgra chon ving E— — =
in: - - =le
- A . F Grayscale I~ Scale to fit paper
-All:in tat ca slide T i
= = =

-Current slide: in
slide hién hanh

-Slides: in cac
slide theo s0 riéng
@ duoc chi dinh

Tuy chon
mac dinh

- Chon Grayscale hodc Pure black and white néu in
cac ban tho

slide theo sb riéng 1¢ dugc chi dinh

- Xac lap Grayscale s€ in theo cac bong xam. Pure
black and white chi

in trong ché d6 tring den ma khong c6 bong xam.

- Nhap OK dé in slide.

I In cac bang thuyét minh

In cac bang thuyét minh (handouts) hién
thi 2,3,4,6,9 slide trén mot trang in.
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- Vao File ->Print. Hop thoai Print xuét
hién nhu phan 1. O day, chung ta luu y
dén cac muc trong hinh bén duéi:

Print wahat: Handouks

Handaouts ﬂ Slides per page: IE' L

Order: % Horigontal  © vertical | [(EICE

[V iErayscale [ scale to fit paper
[ Pure black and white W Frame slides

] ] O | Zancel |

- Pé thém cac phan dau va phan chan
vao bang thuyét minh, chon

- View->Master->Handout Master
Thong thudng ching ta c6 thé bd sung
sd trang in, ngdy in vao phan dau va
phan chan nay.

I1L. In phan Outlines cia slide:

- Chon File ->Print. Hop thoai Print
xuét hién.

-  Tuong tu nhu 2 phﬁn trén, chon cac
thong s can thiét.

- O muc Print What, chon Outline
View.

- Pé chi in céc tiéu dé cua slide, ta phai
lugc bot ndi dung Outlines. Chon
View->Toolbars->Outlining. Thanh
cong cu xuat hién, nha‘ip mot vi tri bat
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ky trong khung Outlines, sau d6 nhip
chon Collapse All.

IV. In phin ghi chi:

- Chon File ->Print. Hop thoai Print
Xuét hién.

- Chon cac thong sb can thiét khi in.

- O muc Print What, chon Notes Pages.

- Pé xem Notes Pages trudc khi in, vao
View->Notes Pages

- Pé thém cac phan dau va phan chan
vaophan ghi ch, chon

View->Master->Notes Master
Bai tp : chd dé

THUONG MAI PIEN TU

1. Quy trinh kinh doanh va hop dong trong
thwong mai dién tir
Cdc quy trinh giao dich truc tuyén
Quy trinh mua ban qua mang
T6 chirc giao hang va thanh todn trén mang

2. Hop ddng trong thwong mai dién tir
Hinh thirc ciia hop dong
Chii thé ciia hop dong
Cdc logi hop dong trong thwong mai dién tir
Ngi dung ciia hop dong trong TMPT
Thoi diém hinh thanh hop dong
Hop dong mua ban ngoai thwong trong TMDT
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3. . Quy trinh van tai giao nhan trong thwong
mai dién tir
Van tai giao nhan trong thuwong mai dién tu
Van don dién tir (Electronic Bill of Lading)
Nhitng van dé can luu y khi 4p dung thuong mai dién
tur trong van tai giao nhan

4. Quy trinh thanh toan trong TMDT
Dinh nghia thanh toan dién tw
Loi ich cua thanh toan dién twr
Yéu cau doi véi thanh todn dién tw
Cdc bén tham gia trong thanh toan dién tu
Rui ro trong thanh toan dién tur
Co so vat chat, ky thudt cho thanh toan dién tu

5. Quy trinh thanh toan trong TMDT
Thanh toan dién tir gitra Doanh nghiép -
Nguwoi tiéu dung (B2C)
1. Quy trinh thanh toan

2. Cac dich vu NH duoc sur dung trong thanh
toan B2C

1. Dich vu ATM

1. Dich vu ngin hang qua dién thoai (Tel
Banking)

iii. Dich vu ngan hang tai chd (PC / Home
banking)

iv. Dich vu ngan hang qua Internet (Internet
banking)

v. Dich vu EFTPOS
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vi. Mot s6 dich vu khéc: Interactive TV,

Wireless banking

3. Cac loqi the su dung trong thanh toan

1. Thé tin dung (Credit card)

ii. Thé ghi ng (Debit card)

iii. Tién dién tir (E-cash/Digital cash)
iv. Cac phuong thuc thanh toan khac: smart card;
virtual cash; electronic wallets...

6. Quy trinh thanh toan trong TMDT
Thanh toan dién tir giira Doanh nghiép -
Doanh nghiép (B2B)
1. Tong quan vé EDI - Electronic Data
Interchange
2. Quy trinh thanh toan dung EDI
3. Thanh toan dién tu trong ngoai thuong
L.SWIFT
11. Cac phuong thure thanh toan khac
4. So sanh thanh todn ngoai thwong truyén thong
voi thanh toan ngoai thuong dién tu

7. LUAT AP DUNG TRONG THUONG MAI
PIEN TU
e bibu udc quoc té vé TMPT
Ludt mau vé thwong mai dién tu - 1996
Ludt vé chir ky dién tw
Quy tic vé vin don dién tir
e Tap quan qudc té vé TMDT

8. Xung dot luat trong thwong mai dién tir
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So sanh ngudn luét diéu chinh TMPT véi
ngudn luat didu chinh TM truyén thong
Xung dot luat trong TMDT
Xung dét gitra ludt mau vé TMDT va ludt quoc gia
Xung dét gitta cdc ludt quéc gia vé TMPT

9. QUAN LY RUI RO TRONG THUONG
MAI PIEN TU
e Cac rui ro thuwong gap trong thwong mai
dién tir
Nhoém rui ro khach quan
Nhoém rui ro chu quan
e . Anh huéng ciia rii ro téi hoat dong Kinh
doanh cia doanh nghiép trong thuwong
mai dién tir
. Han ché hiéu qua kinh doanh
Thiét hai vé vat chat
Thiét hai vé thong tin, phadn mém, phan cimg
Mat co hoi kinh doanh
Anh huéng dén uy tin doanh nghiép

10.Cac bién phap phong tranh rii ro trong

TMDT

Bé4o mét trong giao dich

a. Ma hoa dir liéu

b. Chir ky dién tir

c. Phong bi s6 (digital envelope)

d. Co quan chung thuc (Certificate Authority)
Kiém tra tinh dung dén, chan thuc ciia thong
tin
Luu trit dit liéu nhiéu noi, duéi nhiéu hinh thirc
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Chéng virus tin cong
Tham gia bdo hiém

11.MARKETING DIEN TU
Khai niém vé E-marketing
Qua trinh phat trién ctia marketing dién tur
Piéu kién ap dung marketing dién tir
Céc hoat dong marketing trong thuong mai dién
tu

12.Nghién ctru thi trudong trong marketing dién tir
Phan tich hanh vi khach hang trong TMDT
Nghién ctru thi truong truc tuyén
Phan doan thi truong, thi trudong muc ti€u, dinh vi san
pham

13.Chién lugc marketing di€n tr
Chién luoc san pham
Chién luoc gia
Chién luoc phan phdi
Chién lugc xtc tién va hd trg kinh doanh
Quan 1y quan hé khach hang
Ké hoach marketing trong TMDT

¢ Luuy : Sinh vién
e Trinh bay cac tir khoa tim kiém, dia chi
trang web tham khdo tai licu
e Néu rd ngudn gdc cac tai liéu tham khao
sach, bao, tap chi,....
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e Trinh bay noi dung rd rang trong phan word,
dinh dang , thiét 1ap thu muc ty dong (luu y
16i chinh ta )

e Thé hién cac ¥ chinh trén cac trang
powerpoint (chu ¥ bd cuc cac trang chiéu :
gi61 thiéu/ cac ndi dung s€ trinh bay/ cac
trang trinh bay/ phan két luan + trinh bay
mot s6 hiéu tmg cho slide va cac thanh phan
trong slide )

e Luu trir toan bd ndi dung tham khao vao thu
muc Internet

e Tao cac dudng lién két dén cac trang web da
download.

e (6 thé thyc hién theo nhém Chu dé 5 (tdi da
4sv), chu dé khac (t6i da 2sv)

Ngoai ra sinh vién c6 thé chon cac chu dé gan giii voi
cac van dé Xa hoi — Kinh té - Chinh tri néong bong
duong thoi.
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CHUONG 4: INTERNET

I. KHAINIEM :

1/- Internet chinh xdc la gi?

e Internet 1a vi€t tit cho Mang Qudc T&

(INTERnational NETwork).

Internet khong phéi la mot mang duy nhit, né
la mo6t mang rdng 16n dugc hinh thanh tir
hang ngan mang (Network) va t& chic riéng
biét. Mdi mang riéng nay hoat dong ddc lap
(vé ndi dung, co ciu, t6 chdc, chi phi hoat
dong, . . .).

Internet 1a mdt tdp hgp cdc mday tinh va may
phuc vu trén toan cau. N6 1a mang
khich/phucvu vi ¢6 nhiéu mdy phuc vu luu
thong tin va ban cé thé truy nhip cic thong
tin d6 tor cAc may tinh khac. Internet c6 hang
tri¢u may phuc vu va hang tri€¢u may khach
cung vdi khoi lugng thong tin dude lwu trit rat
16n.

e D¢ dat dudc tinh hiéu qua, cdc mang cuc bd

dugc noi k€t v6i nhau thanh cdc mang khu
vuc thong qua cdc didy dan két ndi, cip
quang, v€ tinh.

e Cdc mang khu vuc: cung cap va duy tri sy truy

cap Internet trong mot vung dia ly. Cadc mang
khu vuc c6 thé bao gom:
o Cédc mang nho hon.
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o Cic dich vu 16n vé tryc tuyén nhu
American Online va CompuServe.
o Hoic cdc td chifc trong viing nhu:
v Céc trudng dai hoc.
v' Cédc mang cuc bo ctia Cong ty.
Voo
2/- Cdc khd ndng hé tro ciia Internet doi véi con
nguoi
e bic diém:
o Internet 12 mot kho thong tin vo tin vé tat

ca cac linh vuc.

o Thong tin trén Internet dugc cap nhat lié€n

tuc tung giay tung phut.

e Cic khd niang hd trg ciia Internet:

o Tim ki€m thong tin lién quan dén cong
viéc ctia minh (sach bdo, tap chi, . . .
chuyén nganh).

Cai dat hoi thoai tr xa (dién thoai, thdo
luan, . . . thong qua cidc phan mém
chuyén dung).

Khim phd cdc ngudn tdi nguyén hitu

u]

u]

dung.
Thim cdc vién bdo tang trén thé gidi.
Xem video, nghe nhac va doc cédc tap chi
da phuong ti€n.
Mua sim hang héa.
Thu dién t¢ (Email).
3/- Puong di cua dit liéu trén Internet

u]

u]

u]

u]
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a.- Puong di -
e Vi du, ban cin gti thu dién t& cho mot

ngudi dang & My.
IAP ;
i oA INTERNET

cap Inernet @ "h-.

ISP

Mha cung
cap dich vy
Internet

lgmm

dich vy

E M.ay hu chita a ISP
b el \,l ™ Mhacung cip

Moderm k&t n&i gua ) Internet
dudng dign thoai

Mgusi ding Internet

o B]: Pau tién, bic thu tir mdy tinh clia ban
dudc chuyén dé€n ndi ban ding ky dich
vu thu dién t& - thudng goi la nha cung
cap dich vu Internet (ISP, céc ISP tai
Viét Nam hién nay nhu: VDC, FPT, Sai
Gon Postel, Vién Khoa Hoc Cong Nghé,

..) thudng 1a theo dudng di€n thoai.

o B2: ISP nay thong qua mdt td chic khic
goi 12 IAP(noi quin 1y cdng vio
Internet, hién nay & Viét Nam chi c6
VDC - thugc Téng Cong Ty Buu Chinh
Vién Thong VN - ddm trach cong viéc
nay) dé€ gt bitc thu clia ban 1én Internet.

= B3: Sau khi da 1én Internet, thu clia ban
sé& di dén dia chi ma ban da chi ra khi
gli - thuéng la mdt server thu tin cia
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ISP dang cung cap dich vu cho ngudi ma
ban gti thu. Trude khi dén ISP clia noi
nhin, bic thu thudng phai di qua IAP
ctia ISP noi dén.

o B4: Khi thu dén dudc server thu tin cla
ISP noi nhén, bitc thu dugc luu vao hop
thu riéng cia ngudi nhian ndm trén may
chi cia ISP.

o B5: Ngudi nhan thu sau d6 s€ truy cip
vao hop thu clia minh (tdt nhién ciing
bing mdy tinh) dé 13y bitc thu d6. Toan
bd qué trinh trén dugc thuc hi€n ty dong
va chi xdy ra trong thdi gian thdi gian rat
ngin, ty thudc vao luu ludgng giao dich
trén Internet (xem hinh minh hoa).

e Tuong tu nhu dudng di trén khi ban can truy
cAp mdt website (yéu cau cung cip thong
tin clia website), lic nay dia chi cia
website noi d€n ciing dugc xem nhu dia chi
clia birc thu ban cin géi & trén. Chi khic 1a
khi d&€n ISP ctia website, ISP s& chuyén
yéu cAu clia ban vé server cia website dé
server nay phan hdi thong tin ma ban dang
yéu cau.

b.- Khai niém xa 19 thong tin:

Qua vi du trén, ta thiy Internet déng vai tro
clia mot dudng truyén tdi thong tin khong 19,
trong d6 IAP, ISP nhu 13 cdc tram trung chuyén
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dé k&t ndi va cung cAp dich vu. Nhu viy, c6 thé
hinh dung Internet nhu mdt con dudng cao tdc két
ndi cic qudc gia, cdc td chic lai véi nhau. Bdi
vay khdi niém xa 1§ thong tin cling 12 mot khia
canh cua Internet.
II. CA NHAN HAY TO CHUC NAO PIEU
KHIEN/ PHU TRACH INTERNET?

Khoéng ¢6 ca nhan nao phu trach Internet.

ISOC (Internet SOCiety):

o Do cdc nha tinh nguyén lap nén va la t& chifc
c6 trach nhiém c6 trach nhiém hoan toan vé
Internet.

o ISOC d@m bdo c6 cic quy tic cu thé cho tit cd
cidc may tinh c6 thé lién lac.

= Y tudng co ban cha td chic niy 1a khuyén
khich sy trao ddi thong tin toian ciu thong qua
Internet.

The Internet Architecture Board (1AB):

= La mot iy ban v4i nhitng thanh vién ty nguyén
— chinh nhitng thanh vién nay 13 ngudi quyét
dinh hdong phat trién cta Internet va ciing
chinh ho 1a ngudi quan ly ky thuidt va quy
dinh cédc chiic nang thich hgp cia Internet.

o JIAB t3 chiic cidc cudc hop vé nguyén tic, quy
dinh @€ tiéu chuin hod va phan chia cic
ngudn dit liéu nhu: nhitng dia chi clia nhitng
trang Web hoic vi tri cda ngudn.
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o JAB git hang loat cdc céc con s6 da dang va
phai luvu giit nhitng con s6 d6 mot cach dic
biét. Thi du nhu mdi mdy vi tinh trén mang
déu c6 dia chi dic biét ma khong c6 mot may
tinh nao c6 thé c6 (dugc luu trit trong 1 trir
lugng 32- bit).

. MOT SO THUAT NGU:
Dia chi Internet
1) Dia chi IP (Internet Protocol Address)

Khi tham gia vao Interntet, cac may tinh goi la
cac host, phai mang mot dia chi IP dung dé
nhan dang. Pia chi IP dugc chia lam 4 ) thap
phan gi6i han tir 0 - 255, phan cach nhau bang
dau cham.

Vidy: 172.16.19.5; 172.16.0.3; ...

2) Hé thong tén mién DNS (Domain Name
System)

Pia chi IP gdm cac s6 rat kho nhd va kho s
dung, can phai xiy dung mot hé thdng dia chi
Internet khac, do chinh la hé théng tén mién
DNS, dé dat tén cho cac host trén Internet.

Vi du: www.yahoo.com,
www.microsoft.com, www.ctu.edu.vn, ...

MOoi host trén Internet s& c6 hai dia chi: dia chi
IP va dia chi tén mién duogc anh xa véi nhau.
Khi nguoi sir dung dung tén mién, no s& duoc
chuyén d6i qua dia chi IP twong tng.
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Céc phan com, edu hay vn trong dia chi tén
mién & trén duoc goi la tén mién céip 1 (First-
level Domain hay Top-level Domain). C6 hai
loai Top-level Domain chinh:

— Domain mang tinh to chirc:

Domain Té chirc
com (Commercial) Thuong mai
edu (Educational) Giao duc
gov (Governmental) Nha nudc
int (International) T6 chire quéc té
mil (Military) Quan doi
net (Networking) Tai nguyén trén mang
org (Organizational) Céc to chirc khac

— Domain mang tinh dia ly: gdm 2 ky tu
tit dai dién cho ting qudc gia.

Domain | Qudéc gia
at Ao

au Uc

ca Canada

de buc

Fr Phap

ip Nhat
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uk Anh
us My

vn Viét Nam

Mot s6 thanh phin trén Internet

1)

2)

3)

Nha cung cép truy cip Internet IAP
(Internet Access Provider)

IAP 1a nha cung cap dich vu dudng truyen
dé két ndi voi Internet, quan ly cong
(gateway) ndi v6i qudc té.

IAP & Viét Nam: Cong ty dich vu truyén
s6 liéu VDC thudc tong cong ty buu chinh
vién thong, co quan thyc hi¢én truc tiép la
VNN.

Nha cung cip dich vu Internet ISP
(Internet Service Provider)

ISP 1a nha cung cap dich vu Internet cho
cac t0 chuc va cd nhan, con dugc goi la
cac ISP thuong mai. ISP phai thué duong
truyén va cong cua mot [AP.

ISP thuong mai ¢ Viét Nam: Cong ty dich
vu truyén s0 liéu VDC thudc tong cong ty
buu chinh vién thong, Cong ty FPT thudc
B6 khoa hoc cong ngh¢ va moi truong, ...
ISP dung riéng

La nha cung cap dich vu Internet khong
mang tinh chat kinh doanh. Pay la loai
hinh dich vu Internet cua cac co quan hanh
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4)

chinh, cac truong dai hoc,vién nghién ctru,

ISP dung riéng ¢ Viét Nam: mang cua
Trung tdm khoa hoc va ky thuat hat nhan,
mang Khoa hoc gido duc VARENet.

Nguoi sir dung Internet

Nguoi sir dung Internet 14 nguoi st dung
cac dich vy Internet. Nhitng nguoi nay
phai dang ky v&i mot ISP, c6 mot tai
khoan (Account) dé quan 1y truy cip va
tinh todn chi phi phai tra cho ISP. Khi
ding ky v6i ISP, ngudi st dung can phai
biét:

— ISP ¢6 cung cip diy du cac dich vu cua

Internet khong?

ISP duogc truy nhap thong qua duong

dién thoai cuc b hay duong dai.

— Téc d6 dudng truyén cua ISP.

— Phuong thtrc va chi phi phai thanh toan.

5) Tai khoan ngudi dung trén Internet

Khi dang ky v61 mot ISP, ngudi dung
dugc cung cap mot tai khoan. Mdi tai
khoan bao gom tén (User name) va mat
khau dang nhap (Password).

Ngoai viéc sir dung tai khoan do ISP cap
dé quan 1y truy cap va tinh toan chi phi,
khi st dung Internet c6 thé c¢6 nhiéu trang
Web yéu cau ban phai c6 mot tai khoan
dang nhdp vao moi st dung dugec mot sb
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dich vu khac, do la tai khoan cua nguoi
dung Internet.

IV. CHON PHUONG PHAP TiM KIEM
THONG TIN TREN INTERNET
1/- Tim theo hé thdng cdy phédn cdp vé chii dé:
e L3 duyét lan theo tirng khai niém tir tong quat
dén cu thé cho dén khi tim dugc thong tin can
tim.

e Thuyc hién (minh hoa bing trang google):

o B1: Vao trang www.google.com.vn

o B2: click chon Thu muc (M)
B3:click chon World

2 Thu' Muc Mang Lu'di Coa Google - Microsoft Internet Explorer _[=] x|

File Edit iew Favortes Tools  Help ‘

mBack - = - G 2} | Bisearch [aFavorites EMedia o8 | By Sh A - 2] 60 H 8

Address [&] http:ffumw. gongle.com.vnfdirhpPtab=vdeq=aie=UTF-880e=UITF-Bahimvigmetan ~| @&eo
g Al [search [-]| @ vy vahoo! bAmal ~ I Games ~ 57 Personals ~ <7 Mews - >
=l

Chii g8 tiéng it

World = Wietnamese

Tét £ nhiing chil @& (phan Icn bing tidng Anh):

Arts Home Regional

Movies, Music, Television Consumers, Homeowners, Family, Asia, Europe, Morth America,

Business Kids and Teens Science

Industries, Finance, Johs, Cormputers, Entertainment, Schoal, Biology, Psychology, Physics,

Computers News Shopping

Hardware, Internet, Software,... hedia, Newspapers, Current Events,... Autos, Clothing, Gifis,..

Games Recreation Society

Binard, Roleplaying, Yideo, Food, Outdoars, Travel, Issues, Penple, Religion,

Health Reference Sports

Alternative, Fitness, Medicine,... Education, Libraries, Maps, Basketball, Foothall, Soccer, .

Worl
Deutsch, Es| angais, ltaliano, Japanese, Karean, Nederlands, Polska, Svenska

& Dore [ [@mtemee
ﬁ:hgn World

o B4: click chon Vietnamese
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1]
File Edt View Favorites Tools  Help |
dBack + = - (@ [8) &) | Qoearch [Favortes meda (B BN S - 269 B

Address [ ] hetpifdiectory.google. comiTopWarld] =] P

| ¥t 2-| (search [- ]| [sianin | @ my vahoo! EAmal - ) Games - % Personals - <7 Mews - 5

Belarusian (75) ndonesia @177) Eussian 22255) -]
Bos=anski (953 Interlingua (©4) Shaip 329
Bulgarian (1376) lslenska (560) Slovensko (393)
Catald (320913 Italiano (118762 Slovensky (1013
Chinese Simplified (10960)  Japanese (54331 Srpski (2098)
Chinese Traditional (4042) Kannada 91) Suomi (11320)
Cymraeq (354) Kiswahili (56) Svenska (44505)
Crech (10673) Korean (12032 Tagalog (163
Dansk (37447) Latvian (538) Talwanese (208)
Deutsch (357520) Lietuviu (1627 Tarnil (181)
Eesti (726) Lingua Latina (102) Telugu (233)
Espafiol (142415) Letzebuergesch 22 Thai (1248)
Esperanto 2540) Macpyar (3841) Turkge (14380
Euskara (4656) Makedonski (352) Ukrainian (1042)
Earoese (33) Marathi (50) Wietnamese (439)
Earsi (972) Mederlands (52657) Islenska (@E0)
Francais (130255)

Related Categories:
Reference = Dictionaries = World Languages (850)
Raninnal 14137050

o B35: click chon Kinh té va doanh nghiép

ernet Explorer ﬂ

J Favorites  Tooks  Help ‘

J GBack - =% - G 7t ‘ Qsearch [ElFavortes  Media 6‘ B-S=H-20F &

| Adaress [] hitp: frectory. google.com{Topjworldjwetnamess] x| @

Trn kiém wehi Gaogle Gidg

@ Chi frm trong chil & Vietnamese © T trén Web

Googl

Vietnamese

Waorld > Vietnamese Bén trang Thur Muc

Cic Chi Bé

Ban do, Phong canhva Dulich @ Diendan- Thao Luan (44) MNahe thuat & Gigi tri 29

B.o Chlt v Tin Tac (45) Giao Duc (37 The thao ([
Chinh Phu (54) Khoa hoc va hoi truong 17 Van Hoa va Xa Hoi (70

Danh ba va Thong tin (32) Kinh te va Doanh nghiep ©5 Y te - Suc khoe ()

Dé Tai Tucng Tu:
Regional = Asia = Vietham 733
World = Frangais = Régional = Asie = Vietnam (47)

N niguc chon e,
thanh fnh nguysn vign

Thérn Trang web clia ban - Open Directory Project - B4

Click vao day
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o B6: xuit hién cdc trang web vé cidc doanh
nghiép. Chon trang web cin tim

hu Muc Mang Luii Cila Google - World > Yietnamese = Kinh te va Doanh nahiep - Microsoft Ii -8 x|

JF\Ie Edit Wiew Favorites Toos  Help ﬁ

J weack » =2 - @ [ a4l ‘ Qisearch [ijFavories Media @“%- SE-EHeE§

J Address I@ hitp: fdirectory.google. comj Top/Warldjvietnamesejkinh_te_va_Doanh_nghiep/ j ﬁ Go
.

& Chitim trang chi d& Kinh te va Doanh nghiep © Tim trén Web

Directory
Kinh te va Doanh nghiep )
World > Yietnamese > Kinh te va Doanh nghiep Bén trang Thur Muc

Nhikng trang Weh Dang xem theo thi¥ tw Google PageRank Xep theo thib tw chib cai

e Sy Vietnarm - hitp: A sony. corn
Gioi thigu cong ty, cac diem bao hanh, cac cua hang dai ly. Chuong trinh khuyen mai, tin tuc va san gham.

= SAMEUNG Vina - hitp e samsungiina com un/
Gioi thigu cac thong tin ve hoat dong cua cong ty, san pham, cac diem phan ghoi va bao hanh

= DEI Vietnam - httg: /A dei. gov i/
Wtang quoc gia, ho tro cho viec hoi nhap kinh te. Thong tin ho tro tiep can thi truong

= CHIYIOENEM - http: . chavigtnam, com
La n&&417;1 budin ban hang hoa trén m8#7841;ng 184432, 8478991 todn cAHBAT;u. MAKTEIT;t nhaM32, 88417 g cach
Hi8HTE7;n (87907, dBAFOTT; dang, wa thod#043;1 mai 84273 &#7070; mua ban hang hod trén mA#7041;ny
184432, 84899, cB847911,a cRHFEIT ng 84273, 8478591, ng ng8A32, a4 907;1 VI&ATET St trén thesi 71, gid#Foss,|,
hiB#FET1;t 84273, 47005, G4BT 1;ng ViBATETS 13 fim wa mua hany 4273, 4432, 847907, ¢ trén Ch&HTI07,
WisFTET9;t Mam.

== Trung tam ho tro doanh nghiep - http:fw bpsc. com.uniGiaithieu htm

Nhiing trang web vé kinh
té€ va doanh nghiép

o B7: Chon Phong thuong mai va Cong
nghi€p Viét Nam

159



; Thu Muc Mang Luidi Cia Google - World > Yietnamese > Kinh ke ¥a Doanh nghiep - Microsoft I =g ﬂ

JF\Ie Edt View Favorites Tools  Help

[ ok - Q) A @ Garrwones Gweds 3 B S~ 30 % B

J Address I@j hitp:ffdirectory. gongle, comj Top/WorldiVietnamesefKinh_te_va_Doanh_nghiep) j ﬁ GO

J Y_’ @'I [Search |v| @My Yahoo! B Mal = EGames - B Persondls + P News ~ »
[ Mha san xuat tam lop, bao che va frang T noi that bang kim [oal. A

== Phong Thuong mai va Cong nghiep Y <ittp:wine veci com i/
Toc chuc duoc thanh lap nhap xuc tien guan he thuong Wiz Viet Nar va cac nuoc. Tap hop cho cac doanh
nghiep thuoc nhieu thanh phan kinh te
== TranAnh Co., Ltd- hetp: faniew trananh com
Cang ty chuyen kinh doanh trang thiet bi may vi tinh
== Cong ty Phong Thanh - http favew phongthanh. com
Cang ty TNHH Phong Thanh, chuyen san xuat cac loai chan banh xe, xe day va banh dac vanh
= Cong ty xuat nhap khau Song Hang - http: . sanghang, com.in/
Mhap khau va phan phoi cac mat hang tieu dung cua cac hang lon nhu P&G, Beiersdorf Hamburg (BOF), Budweiser,
Pilsner Urgquell. San xuat va xuat khau Gom.
= azda Vietnam - hitp: i mazda com
Gioi thieu cac loai xe cua cong ty, dac biet co mot tai lieu huong dan cach chon xe kha hay.
= Cong ty khoa Viet Tiep - http: i khoaiiettien. com i
La doanh nghiep nha nuoc co day chuyen san xuat khoa lon nhat va hien dai nhat Viet nam. Cong ty san xuat mot nam
tren & trieu ong khoa cac loal.
== YietNarm Airling - htto: /i vietnamair com w/index_v il
Hang hang khong quoc gia iet Mam. Thang tin cho khach hang, lich bay. Chuang trinh khuyen mai va ca diem ban ve.
== Coreana Vietnam - ttp: A coreana. com
Hang m&#7929; phd#F84%:m cao cAH845;p 84273, 847913 ng 84273, 847847 u trong céc hing meA7929; phd#HB43;m
1847899 n c&#7911;a Han Qua#7889;c cd uy tin [A37899; n va ndH7093;1 id47587 1 ng nha47845:t Han Qui#7EES;c.
== Chao mung ban da den ‘toi Ao Cuol Thu Huong - ity . aocuaithubuong com
Cua hang ao cuoi thei trang Thu Huong voi cac mau a0 cuoi chat lie va kieu dang doc dao

Click vao day

o K&t qua tim ki€m:
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hong Thuong mai va Cang nghiep Yiet Nam - Microsoft Internet Explorer

Toaols

Help

7t | @ search [ Favorites eda (| B S =4 - [H D

Address (] hexp ey, vecl com, v TiengVietfdefault asp =l @eo |

HUONG MAI VA CONG NGHIEP VIET NAM

VCC ] goai giao Viét nam trong céng cudc phat trién kink

TRAHG CHU | SIMEMAP | DANHBA | AHPHAM | TROGIUP | LIEMHE | KETHOI |  EWGLISH
Gidr thigu Ngoai giao Viét nam trong céng cudc phat trién kinh té
Chirmn tin, bai chuyén d& vé hoat dong ngoai giao trong cong cudc
el vién phattrign kinh t& dét nudc THANH PHO ——

= HO CHI MINH

Co quan dai dién YN & nwic ngoai toa dam véi DN cac
tinh phia Nam

L Trong budi toa dam sang 1908 tai Thanh phd HE Chi Minh, 70 Bai
Dign gan sy, TBno L&nh suw, Trrdng Co gquan Sai dign Vigt Nam & nwde
ngodi va hon 400 doanh nghiép céc tinh, thanh phi khu wre phia
Nam d4 than luan vé ¥in d& xac dinh nhu cu cia cac doanh
nahién trong nuge va tana cedng hd tre doanh nohigp tir phia cac
¢ guan dai dién,

Théng tin Kinh t&

e tign Thuong mai

2 Cor ki Kink doanh

Chuyén nghiép hod cing tac ddu thiu

Tudn qua, Ban Haivién va Bao tao (VCCI 4 phdi hop viti Vu Quan

Iy d&u théu (Ba KHBT), t8 chivc Iép "Tap hudn vé cong tae dau thiu”

cho cée can bd thude cae Ban quan I dw anva cac DN,

Mé réng hé thdng dbi thoai DN - Chinh quyén Tp H3 Chi| S e

Minh ‘BUSMESS LNKS INTATIVE

Sau giai doan thi didrm & 21 don s DN, hé thing déi thoai DN v | - =l

1) [T emenee
2/- Dung Search Engine: (minh hoa bing trang
Google)

Google - Microsoft Internet Explorer o =1 |

Fle Edt Wiew Favortes Taols  Help |

Back -~ = - () A | @search [GaFavorites eda BBy S f - EH 0¥

Address [&] heep:fwww google. com.vnf -] & |

Google

Vigt Nam

Hinh Ank Mhérm Thir Muc

| - Tim kifm ndng oo
- Tine chon

Tt kidtn v Google I Tai Cam Théy May Min |'MME‘5”—NL5’

Tim kifm: @ mang leci © nhivng trang tle nieere Wigt Nam

Google.com v ¢ s8n bing tidng: Anh Phap Trund Hoa (travén thdng

Néi & Google - Google.com in English

Chon Google [am trang chii clia han

@2003 Govgle - £ang Hm 3,083 324,852 trang mang

[ ] & [T | | meernet
B1: Vao trang www.google.com.vn

e B2: Thuc hién tim kiém
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http://www.google.com.vn/

Microsoft Internet Explorer.

P

s$=Back - = - @D 4 | Qsearch [GalFavertes livedia 0B | Bh- S =4 - 2] 9

Address [&] chea=s225ca+Games+227228is=UTF-Be0c—=UTF-88hi—

B5ENG—T %o C3%ACT+KI7E 1 %BAToEF M- ¥oE 1 %BB% 3B+ Googletmeta— ~| @S0 |

Tim kiém nang cao Ty chon  Dung Cu MNgfin Ngr Meo nhd khi tim kiém

GO L)glem [Sea Garnes 227 i (50 el Saaela

Tim kiém: @ mang oy . N
Nhap tu can tim
Click nuat Tim ki€m véi Google

[CER Hinh Anh

Meo nhia: Trong hdu hét cac trinh duyét, ban chi viec nhdn phim En|

22nd SEA Games Vietnarn 2003
TRANG CHU. THONG TIN TUYEN TRUYEN SEA -
- Hop téc - Phat tridn. ... VE BIEU HANH SEA GAMES 22 CUA BTC. ..
W Seagamesz2. com.my - 48k - 18 Thang tém 2003 - S&n cd (trong ma

—
Click vao mét trong
nhiing két qua

22nd SEA Games Vietnam 2003

... Linh vat SEA Games 22 - Trau vang. ... Tac gia: Hoa sf Nguyén Thai
Hing Linh wat SEA Games 22 13 hinh tuong con trdu vang. ...

wowr. seagames22. com yn/modules/dkpt/mascot. asp - 26k - S3n cd (trong may chi Google) - Tim trang teong tr
[ Thérn ket qua tir rewh |

22nd SEA Garmes Vistnam 2003

MNews. HOME. ABOUT SEA GAMES 22. SEA Games Solidarity, Cooperation and Development. ... Competition

Schedules. Preliminary registration of SEA Games 22's participants. ...

english.seagames22. com.vn/ - 45k - 18 Thang tam 2003 - S58n 6 (trong may chi Google) - Tim trang teong e
22nd SEA Games Vietnam 2003

HOME. ABOUT SEA GAMES 22. SEA Games Solidarity, Cooperation and Development. Histary
of SEA Games. Introduction SEA Games 22. General Information. Logo. ... |

[&] opening page i wnfsearchrq=" e —UTF-B8oe—UTF-o¢ | [ [ [& irkternet

K&t qua tim ki€m:

2nd SEA Games ¥ietnam 2003 - Microsoft Internet Explorer oy [ eS|

Fle Edt wiew Favortss Tools Help |

cek - o - (@D 1) A QSearch [ElFavortes GMeds (8| B b oA - 2] 0 E @

Address |ej hittp: ffumins. seagames22.com. wnj =] @s ‘

RUNG TAM THGNG TIN CHINH THUC CUA BAN T3 CHUC SEAGAMES 22

.1,3' _%
Tin tibc vé diéu hanh SEA Games 22 ciia BTC » English i —
Tinh hinh eéng viéc cia Tiéu ban 18 tan ang x&p hang
chitiét ¥ B B TS
it
. . . B o o 0 o
TRANG CHU Tinh hinh trién khai cong tac tuyén truyén bao chi clia Tiéu ban u o 0 0 o
= 3 tuyén truyen hao chi SEA Games 22
THONG TIN TUYEN Bl 0 0 o
TRUYEN SEA GAMES 22 chitiét == o 0 0 0
SEA Games: ] a in bi a &
e e W Céng tac chuan bi phuc vu van chuyén cho SEA Games 22 B o 0 0 o
Phit tidn chitét |l o o o o
vigtNam - Batnudc - 5 Cic tin 43 dua B o o 0o o
Con ngubi - o 0 0 o
Thé duyc thé thao ¥igt K& hoach tuyén truyen dai hi thé thao Bang Mam A ln thi s 2o/ | . g 0 0 o
Nam thot k d8i méi Bao cantinh hinh d4u thdu cor si vat chétphuc vu SEA Games 22vA | mmm g g o o =
/&) Done [ [ [ g inkemet

3/- Tim kiém vdi Google:
a.- Tim kiém ndng cao vdi Google:

e TU man hinh trang chi Google.com.vn, chon
muc Advanced Search d€ st dung trang tim
kiém tién bé. Trong trang nay, ngudi dung dé
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dang thu hep pham vi tim ki€m 1am cho bd
tim ki€m cho két qud nhanh va ding véi
mong mudn clia ngudi ding hon.

A Google Tim Kism Tizn Bo - Microsoft Internet Explorer g@@
,"

File Edit View Favorites Tools Help

4 Al & R Vo, S 7 72

®Back - © ﬂ ‘Q ) ) search 5 Favories @Pveda €2) =R - @ %’

Address | &] http:/jwww.google.com.vnjadvanced_search?hl=vi v| Go | Links >

GO L)gle Tim Kiém Tién Bé Meo nhd khi tim kiém | Néi Vé Google

vGi tat ca nhiing tir \ [[10Kkét qua ~ Tim kigm véri Google
v&i chinh xac nhém tiv | |
w6 bat cib tir nao | |

khong c6 nhingtir | |

Tim két qua

Ngoén ngiv Bem lai nhitng trang viét bing tiéng \:bé1 cr ngén nglt nao v

Loai tai ligu Chi ¥ | dem lai két qua trong mt loai tai lisu | bat cir loai tai liéu nao v

Ngay Thang Bern vé két qua trong }Vhél clr ldc nao v |

Viéc xay ra Trinh bay két qué khi tir tim cla t6i hién ra tai [bét ctr noi nao trong trang >
Pham vi | Chi ¥ |tim két qua tir noi (domain) ‘ |

wo;u googlé. com, .org Thém chi tiét

Tim kiém dic trung mét trang

Gidng Tim nhitng trang gifng trang ‘ ‘

vi dy www.google.com/help. html
Lién Két Tim nhitng trang cd link tci trang ‘ 1 7
& ® Internet

e Chinh xdc nhém tir. G6 tir khéa can tim ki€m,
xong nhan Enter.

e Ngay thdng: c6 thé dit diéu kién dé nhitng
trang Web k&t qud chi 1a nhitng trang méi
xuit bén trong 6 thang gan day.

b.- K&t hop giita tim kiém theo diéu kién va theo chil

de:

e La tim ki€m theo hé thong ciy phan cip (xem
lai phan X.1).
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e Thi du: Néu nguoi ding mudn tim kiém cdc
phan mém day hoc mién phi thi viéc don gidn
va nhanh nhdt la tim dén chii dé Computer>
Software> Educational > . . .

e Cach thyc hién:

o TW& man hinh chinh ctia Google, ban chon
muc Chi dé (Thu muc).
o Citfa s0 chifa cdc chi dé sé xuat hién:

2 Tho Mac Mong LosilCoa Google - Microsaft Internet Explorer

Fle Edt Yiew Favortes Tools Help o

Qe - © - [¥] [ _" Dsearch 57 Favorites @ Media () - .'_,’, - HEY - i

C [ )
Thu Myc 8
Intemet  Hinh &nh - Mhom  Thuw Muc
| Tim kigm wei Google Tieshan

Mang lwéi dwec xép bang dé tai vao cac thé loai
Chl a8 tiéng Vigt
World » Vietnamese
Tét ca nhikng chil A3 (phén Idn bing tidng Anh)
Arts Home Regional
Movies, Music, Television Consurmers, Homeowners, Family, Asia, Europe, North America,
Business Kids and Teens Science
Industries, Finance, Jobs,... Computers, Entertainment, Schoal,...  Biology, Psychology, Physics,
Computers News Shopping
Hardware, Internet, Software ... Media, Newspapers, Current Events,... Autos, Clothing, Gifts,...

v

&) D Internet
o Chon chi @& ban muén 14y ndi dung cho
dé&n khi ban thay dia chi trang Web cédn
tim.
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3 Google Directory - Computers > Software - Microsoft Internet Explorer E”E‘E‘

File Edit View Favortes Tools Help '!

@Back - Q - Ij @ .I\J /..-\J Search ‘\:‘W‘\'./Favorites @Med\a Q‘} = © _J ﬁ PS" Links il

A
GO L)g [e ‘ ‘ [ Google Search ] Directory Help
- @ Search only in Software O Search the Weab
Directory
Software
Computers > Software Go to Directory Home

Cateyories

Abandanware (25) Document Imacing (156) Mews and Media ()

Accounting (1853 Document Management (194)  Dbject-Oriented (58)

Anti-Virus (184) Editors @3) Office Suites (91)

Audio and Music (317) Educational (524) Online Training (312)

Backup (228) Emulators (530) Open Source (409)

Bar Code (239) ERP 779) Operating Systems (10459)

Beta Releases (19) File Management (359) Presentation (125)

Bnild Mananemeant m41 Fonts 5171 Bronramminn (384r:

o Két hop giita tim kiém theo diéu kién va
theo chii dé: Gia st ta 1am ti€p theo phan
trén dé tim dugc cic trang Web néi vé
phin mém day hoc mién phi. Trong
trang Web két qua, ban go thém tir khéa
Freeware roi click chon Search only in
Educational. Ban sé ¢6 trang két qua sau
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A Google Search: Freeware - Microsoft Internet Explorer, EE|E|
"

Eile Edit Wiew Favorites Tools  Help 5

Gﬁack - ﬂ E’I 7;‘1 /r“Search ‘-;'_\‘\;’Favnntes @ redia ) - :_,’, EX ﬁ EI % 0

Web Images Groups Mews Froogle more » &
GO L)gle Freeware Freferences
Directory @ Search only in Educational © Search the Directary
Directory Results 1- 10 of about 24 w@nal for Freeware [definition]. (0.50 secands)
Math Physics Engineering lessons Simulations Freeware Shareware Sponsared Links
Calegory. Computers > Software » Educational > Scisnce
[Win] Simulations that allow the student to simulate using lab equipment for Maths, Free Software Downloads
Physics and Engineering Can be downloaded instantly to your
v scienceshareware. com/ - Cached - Similar pages computer (Mo Drivers or Music)
ww. downloadlab.com
ClassRoom Windows Gradebook and Class Management Freewvare Sen your message hers
Category: Computers = Software = Educational » Teachers Help > Gradehook: .
[win] Gradebook and class management freewvare program for teachers, Designed to
make record keeping..
v classroomwindows. com/ - Cached - Similar pages
Kids Dormain - Part of the Kaboose Network
Category: Kide and Teens > People and Societ:
Features fun and games, activities, software reviews, downloads. Also includes section for
teachers
wnr. kidsdomain.comy - Cached - Similar pages
KP Typing Tutor series
Category: Computers = Software > Educational > Typing
[Win] This tutor is free for non-commercial use. Typing Course Generator is available for
teachers... v

&) ® Internet

c.- Tim ndi trong két qud tim kiém dd co:
e LA tim noi ti€p trén k€t qud da c6. Nhd vay

ngudi dung khong can nhip ciu diéu kién
qué dai ngay tir ban dau.
e Thi du:

Tirn ndi trong két qué | Dung Go Mgdn Nyt | Meo nhé khi tim kidm

o Sau khi tim dugc cdc trang Web c6 néi vé
Du dn THCS, ban muoén tim thong tin
chinh xdc hon vé Du dn THCS & Viing
Tau, click chon Tim niitrong két aud, Cia
s6 Tim ndi trong két qud xudt hi¢n:
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GO ( )8 le 06 Khoang 699 két qui o (rhiing) i "Dy i THCS™

Ding khung tm dudi déy dé tm ndi trong nhing két qua nay.

Tim néi trong két qua

1y [ Tim i trong két qu ]

o Nhu vdy, ban sé tim duoc cdc trang Web
néi vé Dy dn THCS ¢ Viing Tau. Cong
viéc con lai la ban chi cin chon trang web
ma minh mong muén.

c.- Tim kiém hinh dnh:
e Tuong ty nhu tim trang Web. Ban vin phii go
tir khéa cda hinh 4nh cAn tim, sau dé nhip
vao link Hinh dnh. Ban sé& thdy k&t qud 1a c6

nhi€u hinh 4nh hién ra.
Intern Hinh Anh> Mhirn  Thu bMuc

Google e

Tir kidrn: @ mang lwdi O nhitng trang tir nude Vit Nam

e Click vao hinh 4nh can thi€t d€ c6 thé xem
hinh 4nh véi kich thudc 16n hon.

e Mudn luu hinh vao dia, ta click chudt phdi vao
hinh réi chon Save Picture as . . .

4/- Tim kiém bdang chiic ndng Search cia IE 6.0:
a.- Tim kiém bdng niit lénh Search:

e Tir cita sO clia Internet Explorer, click chon niit

1énh Search trén thanh c6ng cu. Cia s6

Search Companion s& xudt hién bén trdi clra
e
so IE.
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2 Trang cha Tin toc Viot Nam - TintucYietnam.com - Microsc: 2° Microphone EZTocls B -

File Edit Wew Favorites Tools He|p

(€] Q@ HREAGL

Address

") Search s

Favorites (@} edia {£7) [ M L\,— = - J ﬁ

a H:{Tap huan Internetitintucvistnam-.htm Go | Links *

Search Comparion

S

What are yourioo

Type your question below. For e Fi \
best results, use complete " ngdi md ¢ tmng vai ngaylm W tai nan tham khunta\ Quang Tri: Kk
sentences. - = S
Giao]duc tangiinal Gla xing cé thé tang 10% tit thang 11 -

Skl BnThu'nng malﬂa nhén dwoe van han ﬂan\

Kien nahj & finh hinh thua 13 ddi vii & Trut
&t hang x&ng do gid ddu thi trén thé +TPH

Sample: question: i
Buy a book online The thao

gidi lién tyc gilk & mic cao trén 50 * Hai
USDithing. BE Thuong mai va Ba Tai BHC
You may also want to. . Kinh doanh chinh dang xem xél vige cing thém 4 ppy

1) Search this computer for ¥i tinh - Truyén théng 10% wao gid ban xing Flaz
files Tinh yéu - Gidi tinh ! + MNgn
Change preferences Lam dep - Théi trang nér
) Turn off animated character &m nhac & ga,”
= = ien
Xem - An - Choi + Phé
Gido duc - Du hoc HIvi,

vigc lam Het tigp

cpmotmowc | EIECECCNN.S 0

| TUYEN SINH 2004} ¢4 bao nhiéu tién 4 wranh e tong théng M§? v

[4 | >

e Go tir khéa cin tim vao khung What are you
looking for? Réi click chon Search.

e Danh sich cdc trang Web dudc tim thdy sé
xudt hién, ban chi can click vao dia chi link
dudc hi€n thi trong danh sach.

b.- Tim kiém béing thanh Address:

Address | 7| v GD Lirks
Search for "7 "

e D¢ tim ki€m nhanh, ban g& vio thanh Address

tor khdéa c6 dang sau:
? Tit can tim
Go Tu can tim
Find Ti cAn tim
e Thi du: dé tim cdc trang Web lién quan dén
Nobel, ta go nhu sau:
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? Nobel
hodc go Nobel
hodc find Nobel.
5/- Giao dién ciia mot sé website ho tro viéc tim kiém:

P& thuc hién tim ki€m trén cic trang Web
nay, ban chi can nhap tir khéa can tim kiém vao
khung Search (hay Find), sau d6 nhip vao nit lénh
Search (hay Find).

K&t qua tim dugc sé hi€n thi ngay bén dudi.
Néu két qua cé nhiéu trang, ban hay click chon
Next (bén du6i danh sach két qua) d€ sang trang ké&
ti€p.

e www.yahoo.com

/3 Yahoo! - Microsoft Internet Explorer [_T&[x]

J File Edit View Go Favoites Help ‘-
€. 5 0 4 § 3

I Back Forisard Stop  Refresh  Home | Seach Favortes  History Channels | Fulscreen  Mail Print Edt I

| Addhress [&] hitp: /7w yahoo.com/ =] Links

Help

@& @ § YARHOO! I/

Austions  Mes Cheok Email What's New ey
Y! Greetings Roawoesa [nstant Stock Alerts Tax Center
Easter, Passover, Tax Day a0 Download Yahoo! Messenger forms, tips, online filing

I w

Yahoo! Travel - Air, Car, Hotel, Vacation, and Cruises

Shop Auctions 3 Classifieds 3 PayDirect @ Shopping 3 Travel 3 Yellow Pgs aMaps Media Finance/Quotes 3 News a Sports 3 Weather
Comnect Careers a Chat 3 Clubs 3 Experts 3 GeoCities 3 Greetings 3 Mail 3 Members 3 Messenger 3 Mobile 3 Personals 3 People Search

Yahoo! Auctions - Big, buy, or sell anything! In the News
Categories Items 4 Spy plane crew arrives at home
3 Antiques 3 Computers dPlayStation 2 3 Tiger Woods base
3 Cameras a i iMP3Players ~ 3Morgan Dollars | | & Mideast violence escalates
3 Coins aSports Cards & Michael Jordan 3 Harry Potter & Regort: Denise Rich in immunity
3 Comic Books 3 Stamps 3 Flat Panels Palm Pilots deal
‘Baseball Cards - McGwire, A-Rod, Jetes, Bonds, Griffey Jr,, Piaza 4 NHL - MLE - WUSA debut
fuore
Arts & Humanities News & Media B Marketplacel
Literature, Photography. Full Coverage, Newspapess, TV... i :'uﬁlllnll’ﬂ - getorganized, pay
ills online
Business & Economv Recreation & Soorts 4 Insurance - Auto, Life, Health, =l

[ [ [@ntemetzone

le1 [
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WWWw.excite.com
My Ex
| Fle Edt Wiew Go Fawoites Help

R )

e Start Page - Microsoft Int

net Explorer

ol &

f&‘@ Gl

Back Forward Stop  Rehesh  Home | Semch Favortss History Channels | Fulsiesn  Mal Edit
| Adaress [@7 http: 7w, excite. coms =] || Linkes
Create your Start Pagel free « - =]

Personalize: Pane Seftings - Content - Lavout = Color Funny Free E-Cards »
Sign Up - Sign In - Help Mﬁ'ee Ernail @ans Dz—cms '

=]

® (el (el ol (el
News Transvestite Rampage dEn it i, P& BERVER Exclusive New husicl
% Poll Warkplace Injury? | Your Online Class Reunion!
Tip Elirt on Your Cell Phone Iatch he to Contractors! |
« See Fair Car Repair Prices _Search |_zoomin | Blkini Photo Wallpapsr
= Watch Uncle Kracker Video Spring Savings - Free Gas
= Freel Bikini Screensaver Escape! Miami = Yegas = Casinos Cash Back at 400+ Stores!

5,500 Free Photos ‘K Need Extra Cash? Refinance Your Home

EBATES| CASHBACK AT

400+ STORES!
Get Quotes L Shop PDA's, Outlets, Classitieds, Gitt Zone, Digital Cameras

Eull Portfolio | Find Symbol Connect Chatl, Messenger, PeonleFinder, Yoice Chat, My Shonning |

= Mobile

Symbuol Price Change Shop Excite
T 190957 5188 Tools Address Book, Calendar, Careers, Horoscopes, Mewvs,
Flasded : Stock Quotes, Yellow Pages, More: - Hot Spots Crezy Computer Deals,
Dow 10158.56 +31.82 Flash Game E-Cards, DYD Mania,
S&P 500 117988 382 Autos Home/Real Estate Photo Personsls
ATHM 457 -0 Lars, Financing, Service Buy, Finance, Desion + Collections Ao 7, Gift Zone
Ty 2723 EETImN e Invest Sensusl Zone, Gitt Attachments,

Most Active - Stock News Downloats, News, Software .. Mutual Funds, Stocks, Taxes Wedding Shap

Entertainment Lifestvle - Departments Ciothes, Computers, |7 |

2] I [T @ ntemet zone
www.msn.com

Welcome to MSN.com - Microsoft Internet Explorer

File Edit View Favorites Tools Help

€ S - H B & O 5

Cravories @vede €2 (2- o B LA B
v B e
[fweb | search

: MSN 9
Internet Access

Friday, Oct 29 » [ | =
Today on MSN - .
Autos i e M:: TR - MyMSN  Hotmail Messenger Halloween
Careers & Jobs :

meant to save marriage
e Scariest sports figures

Dating & Personals
Election Guide 2004

J <REPLAY
éntevtalnment e Are timeshares worth it?
ames Ray’ -
Health . [\lew Imovla guide: ‘Ray,’ aall ©
o Saw'& more Hey, it’s Eva. Do you ever
v e 3 B
u?::,& sl .H'E;I:jg;“:ew apartment dream of walking down the
, red carpet? Now you can,
i & Dumbjabout cradity thanks to REVLON
Shopping dSee v_unhz: ‘-h ey:‘re wunhd e Shop for everything you <
e espite being decease: need for a tailgate party g:;zllf HERE to find out how.
Sports by FOX Sports !
Travel MSNBC News
Women + Bush, Kerry launch final push
o tlates + Missing explosives on video?
A Ticksts + Ailing Arafat ||_'| Paris for care )
City Guides Sports by BZ0:@ SPORTS Disco Dracula?
Hotel Deals + Schilling to appear with Bush Crazy Halloween
Local Traffic + WNBA star reveals depression -greeti
Maps & Directions P e-greetings
Look it up Offer: Send money now with Western Union. ‘, BRAA onkEY Find
Encarta msn
SN Toolsar soonmsn R bl Al B crovs answers [0
&) @ Internet
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V.DOWNLOAD VA SAVE TAI LIEU:
1/. Download (tdi) tai liéu:
Trong cdc trang web c6 hd trg viéc tai tai
liéu (Download) xuéng may tinh cia ban, ban chi

viéc click trdi vao muc can dung, sé xuat hién
cac muc chon:

e Open: mudn md tap tin ra xem.

e Save: ghi vao dia (Save). Néu chon nit ndy, sé&
xuit hién ti€p hop thoai Save d€ ban chon thu
muc s€ luu tai li€u. Click OK mdy sé& thuc
hién viéc tai tai li€u va ghi trén dia cia ban
theo céac lua chon.

File Download E|

] You are downloading the file:

'\-\.._‘

Pz04,exe from @\ Fp2000Filesimavie

Whould you like to open the file or save it to pour computer?

. Open KL/ Save j>[ Caticel ][ More Info

2. St dung phdn mém dé download tai liéu:

Thong thudng, néu ban két néi Internet thong
qua dudng day dién thoai thi téc d0 download
khong cao, c6 thé bi mat k&t ndi giita chirng. Tot
nhat, ban nén cai dit mét phan mém hd trg viéc
download nhu: c6 kha ning ting téc, tam ngung
viéc download (resume), . ..
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a.- FlashGet:
e Thudng diung khi cin luu 1 (hay nhi€u) tap tin
hodc 1 trang web.
e Sau khi da cai dit, trong trudng hgp ban dang
xem 1 trang Web trén Internet vd mudn ghi
lai ndi dung dang xem, ban thao tdc nhu sau:

m]

Ghi ca trang Web: chon File — Save as -
Chon thu muc, G0 tén — Save.

Chi ghi ndi dung: Panh diu ndi dung can
sao chép, chon Edit -> Copy -> m¢ MS-
Word va dan (Paste) n¢i dung lén trang
van ban cia MS-Word.

e Man hinh FlashGet:

Eile Category Edit Wiew Jobs Tools Help

FlashGet; ¥
Register your FlashGet now III

00D xH +v=mon~raszre =2~ I

0 Mp3

ﬂFlashGet 4 Hame Size  Comment 3
D " Bkavssd.exe 312KE

2l Deleted 5
g

< 15

Detailzd Irfo

* File Date

* File Siee

* Completed

* Total Time

* Average 5.
# Create Time
# Complete T...

< >

1 File(s) 512.00 kB

b.- Teleport Pro:

e Thuong dung khi mudn ghi lai ca
(nhiéu trang c6 lién k&t v6i nhau).

e Man hinh Teleport Pro:
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Untitled - Teleport Pro

e

Ready ide
e St dung:
o Bl:
v’ Click chon New Project Wizard d€& tai
mdt trang Web mdi.

v Trong hdp thoai New Project Wizard
Chon . . .hard drive d€ tii trang Web
vé dia cing.

New Project Wizard - Step 1 of 4

Welcome to the New Project Wizard!

The Mew Project Wizard makes it easy for pou bo zet up
and run a Teleport Pra project.

‘wihat do you want Teleport Pra to da?

(@) Create a browsable copy of 2 website on my hard drivel

() Duplicate a website ingluding directory stucture
() Search a website f of a certain type

(") Explore every site linked from a central site

() Retrieve one or more files at known addresses

() Search a website for keywards

( ﬂe:-:l)\]D Cancel

o B2:

173



v G0 dia chi trang Web can tii vé dia
cuing.

v Chon sé cdp bac lién két con tinh tw
trang can tai.

New Project Wizard - Step 2 of 4 f'gl

Starting Address

Enter an Intemet address to serve as the starting location
for thiz project. Examples of walid Intemet addresses are

vy microzoft.com'!, "www.netscape. comdproductss”
and " ibrm.com/home/indes. htrmn'.

Tt A, edu, nem

Haw deeply would pou like Telepart to explare?
Up t" ks from this starting point
[If you want to add more starting addreszes to your project

later, uze the "Mew Address" menu command, or press the
"Mew Address" button on the toolbar.)

[ <EacQ[ Mest » D Cancel
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o B3:
v Chon d6i tugng can download trén
trang Web. (Everything).
v Nhap account, password néu trang

web can tai vé can.

New Project Wizard - Step 3 of 4

Project Properties

when creating the local website, retriesve;
() Just text
() Text and qraphics
() Text, araphics. and sound

If pou need an account and password to access this site,
enter tham here:

Agcount: I:I Pagzword: I:I

[ <EackQ]L Mext » J/P Cancel ]

o B4: Chon Finish dé két thiic qua trinh
khai bao cho Project.
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Project Wizard - Step 4 of 4

Congratulations!
ou've Uzt created a Telepart Pro project!

When you presz Finish, pou will be asked to save the
project. Chooze a name for it in the Save dialog box.

Teleport Pro will zawe the project, then create a folder,
named after pour project, in which it will store any retreived
files.

Wwheh you'ne ready o un the project, press the Start [ e ]
button on the toolbar, or select Start from the Project menu.

X

¢ Back ]| Firizh |[ Cancel
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o B5: Truéc khi tai trang Web, ban can
chon tén Project (thu muc) khi lvu vao

dia ciing.
Save As E]
Savejn:|@Desktop v| €] T = -
E}My Dacurents
:J My Computer
WMy Netwark Flaces
File hame: |Bu GO-DT | [ Save ]
Save a3 type; |@purt Pra Pro@“.tpp] » | [ Cancel ]

o B6: Cong viéc sau cung la ban click nit
1énh Start d€ tai vé.

Bo GD-DT - Teleport Pro

File Project ‘iew Help

B OGHS o 0 »

Ehttp:) fon, edu.net v/

Jkart

Starts running this project, retrieving new files and up Idle
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DICH VU THU PIEN TU
GIOI THIEU

Thu dién tor (Email) 1a phuong tién lién lac vO cung
tién loi trong thot dai cong nghé thong tin ngay nay.
Str dung Email ta c6 thé trao doi thong tin vo1 ban be,
ddng nghiép trén toan cau. Uu diém ndi bat nhit cia
viéc st dung Email 1a nhanh, ré, moi lic moi noi.

Nguyén ly van hanh

Mudn sir dung thu dién tir thi nguoi dung phai
c6 may tinh ndi két Internet hodac ndi két vao
may chu cung cap dich vu Email (Mail Server).
Ngoai ra, dé go1 hodc nhan Email thi nguoi su
dung phai c6 tai khoan Email va danh sach dia
chi Email ctia nguoi nhan.
Céu tric mot dia chi Email
bia chi Email (Email Address) 1a 1 dinh danh
trén Internet cho phép nguoi st dung Internet
nhan biét dugc chinh x4c ngudi can lién hé,
giao dich, trao doi thong tin va ra 1énh gui cac
thong di€p, tai li€u, hinh anh (Email message)
té1 dinh danh nay.
Céu tric mot dia chi Email:

<Tén tai khoan>@<Tén mién>

— Tén mién: tén cua may tinh Server luu va
quan ly dia chi Email nay.
— Tén tai khoan: tén dugc dang ky, d€ phan
biét voi cac dia chi Email khac c6 cung
tén mién.
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Vi du: info@yahoo.com; surport@ctu.edu.vn;
webmaster@ctu.edu.vn; ...

Webmail

Webmail 13 hé théng cung cdp cac dich vu
Email (nhan, gtri, loc Email) thong qua 1
Website nao dé trén mang Internet. Thong
thuong, day la h¢ théng cung cip dia chi Email
mién phi. D¢ giri va nhan Email, nguoi sir dung
Internet chi ¢6 1 cach duy nhat 1a dung

trinh duyét Web truy cap vao dia chi Website
Cua nha cung cap dich vu, st dung Account da
dugc cung cip dé kiém tra Email va st dung
cac dich vu Email thong thuong khac.

Vi du vé cac nha cung cap céac dich vy Email:

www.vol.vnn.vn;
www.hotmail.com;
www.mail.yahoo.com;
www.webmail.ctu.edu.vn;
www.gmail.google.com ,

CHUONG TRINH OUTLOOK EXPRESS

Outlook Express la phin mém quan 1y Email
dugc cai dat san trong cac may tinh st dung hé
diéu hanh Windows. Phan mém nay cung cip hau
hét cac tinh ning can thiét dé ngudi dung co thé
quan ly Email mét cach hiéu qua.

Cac thanh phan trong Outlook Express
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1) Khéi dong Outlook Express: chon menu
Start/ Programs/ Outlook Express, ctra sO
Oulook Express xuat hién nhu sau:

¥4 Inbox - Outlook Express Q@El
,',r

i Fle Edt View Tools Message Help

;_ﬂ- ﬂ" 9 ‘bﬁ 5 X 4 W LLL—I

¢ Create Mall Reply Reply Al Forward Print Addresses Find

&2

Folders X/ @ % From Subject Received
(55 Outlook Express (A Micrasoft Outlook Expre,,,  Welcoms ta Outlock Express & 23f05(2007

= Local Folders
e |
&4 Outhox < >
£ Sent Items
(3 Delsted Items

Fromy: Microsoft Outlook Express Team  To: New Cutlook Express User
Subject: Welcoms ta Outlook Express &

Draft:
B Drafts =
The solution for all your messaging needs
Featuring -
msn
® E-mail and Newsgroups Hotmall.
® Multiple accounts and Identities Tired of sharing your e-
T < ® HTHL message support mail account with others

in your housshold? Get =
fres Hotmail secount!

Then read your mail fram
any place on earth, Click
here to sign up right now!

® Address Book and directory services
There are no contacts to display. Click

on Contacts to creste a new cantact. # offline synchronization

® Improved Inbox rules
More Information

For the most current Outlook Express information, go
to the Help menu, and then click Read Me.

1 message(s), 0 unread 3 orking Cnline:

2) Thanh cong cu

— Create Mail : soan Email mai.

— Reply: trd 161 Email dang md cho nguoi
gabi.

— Reply All: tra 16i Email dang mé cho tat
cd cac nguoi co trong danh sdch nguoi
nhén cta Email dang mé.

— Forward: go1 Email nhan dugc cho
nhitng nguodi khéc.

— Print: in Email dang mo.

— Delete: x6a Email da chon.

— Send/Recv: gbi/ nhan Email méi tor may
chu.

— Addresses: mé danh sach dia chi Email.
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Sw dung hotmail

MSN Hotmail 13 hé théng Email sir dung giao
dién Web. D6i v6i hé théng nay nguoi ding co
thé s dung bat cir may tinh ndo co ndi két
Internet dé goi va nhan Email.

Pé s dung Hotmail, ngudi dung phai dang ky
tai khoan véi dich vu Hotmail. Nhap vao dia chi
cia Hotmail: www.hotmail.com, trang chu cua
Hotmail xuét hién nhu sau:

) MSN Hotmail - More Useful Everyday - Microsoft Internet Explorer =100 x|
Fie FEdit View Favortes Tools Help ‘ i

C-o-REdllreslc-wB-Uad3
Address |&] http:ijlct Jaws. hotmel passport.comjcgibin/login BN

New to Hotmail?

msn H otma l l Sign Up for an E-Mail Account!  (hy Sign Up?)

(and get a Microsoft® .NET Passporti)

Already have a Hotmail account?

Sign-In Name
[ @[hotmal.com =
Passwor: d
all about Hotmail | —— Forgot four Password?
O Prablems Signing In?
Security Options (what's this?) :
€ Public/shared computer.
¢ Keep me signed in to this and al other NET
Passport sites unless I sign out.
@ Meither

Need more information on Hotmail and \NET
FitPassport pema Tt Hlane:

2003 Microsoft Corporation. Alldghts reserved
RIS OF USE  Advertise
RUSTe Approved Privacy Statemert Gethletiiise

S L

(& [ [ @ meemet

1) Tao tai khoan méi trong Hotmail

Tur trang chu cua Hotmail, Click vao nut New
Account Sign Up. DBién cac thong tin can thiét
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Profile Information

Help

First Name I

Last Mame I
“rourfirst and last nameswill be sent with all outgoing e-mail messages.
Language IEninsh 'l
Country/Region |Uniied States j
State I[Chjose Cine] j
ZIP Code I
Time Zone |Universal Time - GMTj
Gender ' Male C Female
Birth Date IMonth jIDay jl (ex. 1999
Occupation I[Se ect an Occupation] j

— Poc thoa thuan “Piéu khoan su dung”
(Term of Use), nhan nut I Agree néu
chap nhan céac diéu khoan sir dung.

— Chon thém moét s tuy chon (néu mubn)
vé cac ban tin mién phi, réi Click
Continue.

— Chon thém mot vai tuy chon roi nhéan
Continue to E-mail.

St dung yahoomail

Dé sir dung Yahoomail, ngudi dung phai ding
ky tai khoan véi dich vu Yahoomail. Nhap vao
dia chi cua Yahoomail: www.mail.yahoo.com,
trang chu ciia Yahoomail xut hién nhu sau
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2 Yahoo! Mail - The best web-based email! - Microsoft Internet Explorer

: File Edt View Favorikes Tods  Help

stay in touch.

New to Yahoo!?

Get a free Yahoo! Mail account — it's a breeze to
stay connected and manage your busy life

+ 100MB of email storage

Need more? Get Yahoo!
Mail Plus.

Mail Plus offers tougher
virus and spam

€) ) |ﬂ @ jj /',“' Search \l::\? Favories @ Meda ) [0~ .,_7 B - #I
- ‘@1 Rt il yshos. cam v‘ = Links
YAHOO! MAIL Yahoo! - telp (R 7 | ©
| .
Yahoo! iail Already have a Yahoo! ID?
helps me Pl n o read or send mail

Enteryour 1D and
ool |0

iter

Keep more of what's imporant to you
protection, avirtually
unlimited 2GB of storage,
no graphical ads, and
mmore for anly

+ Powerful spam protection
Read only the mail you really want

Sign In

+ Get your mail amawhere

Allyou need is a wehb connection $19.994ear ndard | Secure
Learn More
Learn more
‘;@i‘ Sign Up Now |
& & Tntermet

St dung Yahoomail cling tuong tu nhu
Hotmail. Néu c6 sin tai khoan, ban c6 thé ding
nhap dé str dung trong muc Enter your ID and
Password, roi Click Sign in. Néu chua c6 tai
khoan, ban c6 thé tao tai khoan bﬁng cach Click
vao Sign Up Now, khi d6 s& xuit hién 3 lua
chon cach tao tai khoan (c6 mién phi hay
khong). Dé st dung dich vy mail mién phi, ban
Click vao tuy chon “Free!”

only $19 9%ear anly $35#year
Frael le=3 than §2manthl le53 than $imanthl

Sau d6 dién thong tin c4 nhan va thong tin vé tai khoan
ctia minh vao mau ding ky. Sau khi ding ky thanh cong,
ban c6 thé st dung tai khoan d6 dé dang nhap va sir
dung dich vu Mail cua Yahoo tuong tu cac dich vy cta
Hotmail.

183



CHUONG 5: MICROSOFT ACCESS

I. KHAI NIEM
% C0 s6 dit liéu.

Co sé dit liéu 1a mot bo swu tip gém nhiéu
bang dir liéu. Mot bang dif liéu gdm nhiéu dong va
nhiéu cot. Hé quan tri co s dit liéu 12 mot phan
mém phuc vu cho viéc thu thip va truy van dit liéu.

< Cach thic thi€t k&€ CSDL

Thong thudng ngudi ta chia hé théng dir liu
ra thanh nhitng bing kh4c nhau. Mdi bidng bao gom
nhitng trudng (con goi la c6t, thudc tinh ). Cac bang
trong CSDL thudng c¢6 mdi quan hé véi nhau.

Vi du : P€ theo doi tinh hinh mua hang va
thanh todn cho khach hang ta can cé cdc bang :
Khéch hang, Hod don mua hang ( Phi€u nhap kho ),
Thanh todn cdc héa don ( Phi€u thu tién)

Nhitng giai doan thi€t k€ mdt co s dit liéu
thudng 1a :

Xdac dinh muc tiéu cua cd sG dir liéu

Tim hi€u nhitng yéu ciu, thu thap nhitng bang
bdo cdo can thi€t ciing nhu cic miu bi€u d€ nhap
liéu vao cho hé thong.

Xdc dinh ciac bang dir li¢u s¢ kKhai
Xdc dinh cdc trudng cia bang dit liéu

= MBJi trudng phai cé quan hé truc ti€p véi thuc thé
chtra n6
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» Khong khai bdo cidc trudng tinh todn hay céc
trudng c6 thé tham chi€u tir bing khic vao bang dit
li€u

= Modi bdng ¢6 mdt trudng ( hay mot nhém trudng
lam khéa chinh ( Primarykey) cho mdi bing va Iuu
y: i

< Access khong cho phép khéa chinh c6 gid tri rong
(Null) hay trung nhau

# Khéa chinh thudng ding d€ sip x&p va truy tim dit
liéu. Do d6 khéng nén dit tén quad dai va phai
mang tinh ggi nhé dé tién cho viéc thong ké dir
liéu

@ Ta nén nhé mot trudng c¢é thé 1a khod chinh cla
bang nay nhung khong han 13 khéa chinh ctia bing
kia

% Vi du : Ma sinh vién la khdéa chinh cia bang
Sinhvién. Nhung khong phdi 1a khéa chinh cia
bang Sach, trong bang Sach cho phép ma sinh vién
tring nhau vi sinh vién ndy c6 thé mugn sich
nhiéu lan.

X4c dinh méi quan hé giita cdc bang

Mot di€m manh cia Access cling nhu céc
phin mém qun tri di¥ liéu sau nay 1a thi€t 1ap moi
quan hé giita cdc bang dit liéu bing thao tdc ( Thay
vi diing c4c 1énh ) va c6 thé nhin thiy dugc ching.
Vidu :

% MGi quan hé giita Sinhvién va Khoa dugc thi€t 1ap
trén trudng Ma khoa.
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% MOi quan hé gitta Sinhvién va Sach dugc thi€t 1ap
trén truGng Ma sich.
+ Gidi thiéu cac loai quan hé
* Quan hé mot — mot :

La m6i quan hé ma mdt miu tin ca bing nay
c6 mdi quan hé véi mot mau tin cda bang kia va
ngugc lai.

»= Quan hé mot — nhiéu :

LA mdi quan hé ma mot mAu tin cda bang ¢
quan hé véi nhiéu miu tin cda bang dir liéu kia (
nhung khong c6 chiéu ngugc lai )

¢ Khoa chinh (Primary Key):

La mot hoic nhiéu trudng trong bing ma dit
liéu tai cOt nay phdi khong rong va duy nhat. Ti
gid tri cia khéa chinh xdc dinh dugc duy nhit mot
bd gid tri trong bang.

+ Khéa ngoai (Foreign key):
L3 mot hodc nhiéu trudng trong mdt bing ma
cac trudng nay la khéa chinh cia m6t bang khac.
IL. TAO LAP MQT CG SO DU LIEU
% Cic d6i tugng trong Co sé dir liéu
Access

Trong Access mot CSDL dudc luu trit trong
mot tp tin duy nhat 1a .MDB. Tap tin nay chda 6
doi tugng cia CSDL la Table, Query, Form, Report,
Macro va Module.

Table-bang: La thanh phin quan trong nhat,
cd ban nhit ctia CSDL. Dung d€ luu trit dit liéu, 12
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mdt trong cdc cong cu gilip ngudi s& dung md ta
phan luu trit s6 liéu, va cho phép ngudi st dung
xem hay nhap s6 liéu truc ti€p vao cd sé dit licu.

Query — bang van tin: Dung d€ xt 1y s6 liéu.
Query 13 cong cu gidp x& Iy s liéu rat hiéu qua
nhu tinh todn, rit trich, tdng hgp, tao dif liéu ngudn
cho cdc d6i tugng khic...

Form - bi€u miu: BE xem, nhap dit liéu vao
CSDL. Man hinh nhap gin giii v6i ngudi sit dung.

Report — Bao bi€u: PE xem, in dir liéu ra
gidy. Bdo bi€u vdi hinh thifc trinh bay phong phi

Macro — Vi mo: Mot tdp hgp cdc 1€nh dugdc
chon, sdp x&p hgp 1y nhiim ty dong héa mot s6 thao
tdc thudng dung.

Module — don thé chueng trinh: La phuong
ti€n 1ap trinh trong Access v6i ngdn ngif 1ap trinh
Access Basic.
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1. KHOI PONG - THAO TAC TREN TAP
TIN CSDL
% Khdéi Pong Access
% Tao Mgi Cd sG dit liéu
gt KeToanNhapXuatHangHoa : Databaze Hi=] E
B open B Design i hew =
ats table I
B Tables Create table by using wizard

Create bable by entering data

Macros

odules

Groups

< MO MQT CO SO DU LIEU
Nhip cong cu Open trén database Toolbar
(hoic File - Open) xuit hién :
Chon 6 dia, folder va chon tén CSDL. Xong
chon Open
< DPONG CSDL: Chon File, Close
Khi chAm ddt 1am viéc véi CSDL, nén nhé
déng CSDL, néu khong déng c6 thé din dén tinh
trang bi hw CSDL
Mot S6 Thao Tic chung Trong Cida Sé
Database
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Cé4c cong cu clia Access con goi la cic doi
tugng (object) Table, Query, Form, Modul, Report,
Macro. Cac Object nay c6 thao tic xt Iy nhu nhau.,
Chon trang Object cAn xit 1y

Thyc hién céc cong viéc sau néu can :

Chon Open: M§ d€ xem hay nhap dit liéu

Chon Design: M§ d€ xem, sifa ciu tric cta
object

Chon New: Tao méi

Kich phai Mouse chon Rename: d6i tén

Kich  phai

M h Paste Table As
ouse cnon = e -

Delete: x6a | [ ok ]

Kich phéi Paste Options———————————————— Lcell
 structure Only

Mouse Ch(')n ' Struckure and Data

Copy’ KiCh phél ¢~ append Data ko Existing Table

Mouse chon

Paste, xuit hién
khung Paste Table As :
Muc Table Name : Panh tén md&i
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IV. TABLE - bang

CAC KHAINIEM VE BANG DU LIEU

Table dugc t6 chic thinh dong, nhiéu cot. Mbi
mot cdt goi 1a mot trudng (field) va mdi dong dugc
goi 1a mot mau tin (record). Mdi mdt trudng cé6 mot
tén trudng va mot ki€u dit liéu.

Dit liéu trong mot cot phdi ddngnhit ( Cling
ki€u dir liéu va cling y nghia )

E DanhMucHangHoa : Table =] E3

Field Mame Data Type Description
Text
- TenHang Texk
| |ovT Text
| | GiaBan Mumber

Field Properties

General | Lookup I
Figld Size:

Format =
Input Mask & Field narme can be up ko
Caption 64 charackers long,

Default Yalue
‘alidation Rule
‘alidation Text

Required Mo
Allow Zero Length Mo
Indexed ‘es (Mo Duplicates)

including spaces. Press
F1 For help on field
narmes,

Field Name — Tén Truong
Céach dat tén:
+ dai toi da 64 ky tu.

+Bétdiulacicky tw A-Z,0-9
+ C6 thé c6 ky tu “space”, “-“ nhung dic biét

1a khong dudc c6 dau chAm
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Data Type - Kiéu Dit Liéu Cia Truong
Trong Table mdi Field dung d€ luu trit mot
loai dit liéu do vy tuong ng mdi field ban phai
chon mdt trong cac dif li€u sau day.

Ki€u dir liéu Cbng dung

Ki€u chudi

Dung d€ luu trit cic thong tin
Text dang cdc ky ty chir va ky tu
s6, khong dung d€ tinh todn.
Dai t6i da 1a 255 ky tu.

Kiéu Memo

Giong ki€u Text nhung dé
dung luu trif cdc di li€u cé
kich thuGéc 16n hon 255 ky tu,
c6 nghia d6i véi nhitng dit liéu
Memo néu khong lvu trit duge & dang
Text mdi dung G dang Memo
C6 thé luu trir cdc vin ban
khodng 64000 ky tu

Vi du: lvu trit Ti€u s& ban
than.

Kiéu so

Dung d€ luu trit cdc gid tri s,
Number c6 thé tinh todn.

Vi du: Luong cidn ban
(550.000), Hé s6 luong (2.02)
Date/Time Ki€u ngay/gio
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Dung d€ lvu trit cdc thong tin
dang ngay va gio, dung dé
tinh todn.

Vi du: Ngay sinh
(15/01/1980), Ngay nhan
vi€c(20 Jan 1998)

Currency

Ki€u s6 c6 dinh dang tién té
Dung d€ lvu trit gid tri tién, c6
thé tinh toan.

Vidu: Bon gia ($ 100.00), Gia
vé (1000.000 VND)

Autonumber

Kiéu s& nhung tu dong ting
Dung d€ luu trit mot s3, day 1a
dang dic biét ciia Access gitp
quan ly c4c thong tin can phdi
danh s6 thit ty khi nhap vao.
Gia tri cda field nay sé dugc
Access ty dong nhiap vao va
khéng cho nguGi st dung
chinh stta hay nhép.

Thudng dung kiéu
Autonumber d€ dit mi tu
dong.

Vi du: Ma khach hang (ngudi
dau tién sé c¢6 ma 1a 0001,
ngudi k€ ti€p theo sé& 1a 0002,
0003....), Ma hang
(001,002.....999,...)
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Yes/No

Kié€u Logic

Dung d€ lvu trit cdc thong tin
ma chi ¢6 hai gia tri

Vi du: Phai: Chi c¢6 hai phai
Nam hay Nt (ding hoidc sai),
Loai ho4d don xudt nhap: Chi
c6 hai loai 1a Xu4't hay Nhap

OLE Object

Ki€u ddi tugng

Dung d€ luu trit cdc vin ban,
Hinh vé&, Bi€u dd goi 1a doi
tugng nhing (Object Linking
Embebding).

Chi nén chon ki€u OLE
Object khi khong luu trit s6
liéu & mot trong cdac dang trén
Vi du:

Hinh cia nhan vién

- Cac tai liéu cia Word hay
Excel. V.v...

Hyperlink

Kiéu chudi chi dudng

Dung d€ cic dia chi cla cic
trang Web, cho phép lién két
cic trang Web dé dang khi
can thiét.

Vi du:

dia chi trang Web cla céc cd
quan hay cong ty

(TTDT
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http:/www.hcmc.edu.vn/defaul
t.htm

DHBK
http:/www.hcmut/default.htm)
Ki€u do tim

Tao mdt cot d€ chon gia tri va
tim ki€m tif mot bang khic.

Lookup
Wizard

Description - M6 Ta
Cot description diing d€ chi thich cho trudng,
chi c6 gia tri tham khdo cho ngudi st dung. Khi ban
nhip hay stta di liéu trén trudng & ché do
datasheet, ndi dung ctia description s& hién thi &
thanh trang thdi (Status line) d€ huéng din ngudi
nhap.
Properties — mo ta thudc tinh cta trudng
Ngoai cdch chon dit liéu hdp 1y dé quan ly dit
liéu chinh xdc, Access con cho phép ngudi st dung
quy dinh thém mdt s6 thudc tinh cua field nhim
muc dich ti€t kiém dia khi lvu trit s6 liéu hay ki€m
tra dit liéu xudt nhap cé hop ly hay khong .v.v.
Thudc tinh thong dung ciia field gdm céc loai
sau day:

Thudc tinh Cong dung

Kich thuéc dir li€u

Field Size Ding dé quy dinh kich thudc
dit liéu can du trit, néu chon
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ding sé& gitip ban ti€t kiém dia
va nhap s6 liéu chinh x4dc hon.
Chi c6 field chita dit liéu ki€u
TEXT & NUMBER mdi cho
phép thay th€ gi4 tri field size.
Text: Field size c6 gia tri tu 1
- 255 (mdi 1 ky tu chim 1
byte, Vin ban c6é dau viét
chi&€m 2 byte )
Num
Byte Ibyte, dung dé luu
céc con sd nguyén duong
(c6 gia tri twr 0 — 255)

Integer 2 byte, ding dé luu
céc con sd nguyén

(c6 gia tri tr —32768
- 32767)
Longlteger 4 byte dung dé luu
céc con sd nguyén

(c6 gia tr1 tr -
2.147.483.648 -
2.147.483.647)
Single 4 byte, ding d€ luu
céc con sO bat ky

(c6 gia tri towr -3,4 x
10°% - 3,4x10™)
Double 8 byte, dung dé Iuu
céc con sO bat ky
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(c6 gid tri tr —1,797
x 10°® - 1,797 x 10°%)

Format

Dang thé hién

Dung dé€ quy dinh dang dit liéu
khi hién thi 1én man hinh hoic
in ra gidy. Mdi mot ki€u dir
li€u c6 mot format khac nhau.
(xem bang Format)

Input Mask

Mit na nhap liéu

Dung dé€ quy dinh dang dit liéu
nhap vao. Né&u chon Input
Mask dung sé han ché dugc
céc sai s6t khi nhap so liéu.

Caption

Nhan

Mot dién dat khdc cho tén
trudng, chi d€ hié€n thi khi xem
trén man hinh hay in ra gidy.
Khi c6 nhin thi Access s& hiéu
nhan thay cho té€n trudng.

Default
Value

Gi4 tri ngdm dinh

Gi4 tr1 dudce ty dong gan gia tri
ban diu cho trudng khi nhap
thém mdt Record mdi.

Thong thudng ta chon gia tri
cia Default Value la gid tri
thudng xuit hién nhiéu lan
trong field, di€u nay sé gilp
ban d3 mat cong nhap gid tri
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cho truong.

Validation
rule

Qui tic hgp 1€

Dung d€ nhap qui tic ki€m tra
dit liéu hop 1& khi nhap d liéu
bén ngoai vao bang c6 hgp 1é
hay khong.

Validation
Text

Thong bdo 16i

Dung d€ nhip ciu thong bio
16i s& xuat hién né€u nhap dir
liéu vao bang khong hgp 1€ véi
qui tic da dinh trong thudc tinh
Validation Rule.

Required

Yéu cau

Né&u chon Yes thi bit budc
phdi nhdp vao field nay.

Né&u chon No cho phép c6 thé
bd trong tai field nay hoidc c6
thé dé€ nhap sau.

Allow
Zero
Length

Cho phép chiéu dai clia chudi
la kh6ng

Chon Yes tri chudi rdng.
Thudc tinh Allow Sero Length
phu thudéc vao thudc tinh
Required

Néu Required=No thi Allow
Sero Length khong c6 tac
dung, con Required=Yes thi
Allow Sero Length méi c6 tac
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dung, trong trudng hgp
Required=Yes va Allow Sero
Length=Yes ban c6 thé nhip
“space” xem nhu da nhap dir
li€u vao field.

Indexed

Chi muc

Dung dé€ chon cich tao chi
muc cho field.

Chon phu hgp s€ gitp cho viéc
tim ki€m va sip x&p s liéu sé&
nhanh chéng hon, n€u khong
pht hgp (thtra) sé€ 1am cho viéc
cAp nhiap sd liéu nhu thém,
stra, x04 sé cham di.

Thong thudng chi chon Indexd
cho field dung lam Primary
Key va field thudng dung dé
sdp x€p so liéu khi xem hay in.
Indexed=No hay d€ trong 1a
khong can tao Indexed
Indexed=Yes (Duplicates OK)
tao Indexed va cho nhip trung
so liéu.

Indexed=Yes (No Duplicates)
tao Indexed va khdng cho
nhip tring s6 liéu di nhap
trude trong field nay.

Diplay

Dang diéu khién
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Control Chon dang diéu (Text Box,
ListBox, CommboBox,
CheckBox v.v...) ding d€ hién
thi s6 liéu cho field chita s&
litu ki€u Number, Text,

Yes/No v.v...
Bang Format

Pinh Pé€ hién thi Thi du

Dang hién thi

Date/Tim

e

General Ngay gid day du 4/3/93,

Date 05:34:00
PM

Long Tha, thang ngay, Saturday,

Date nam April 3,
1993

Medium Ngay-thang-nam 3-Apr-93

Dater

Short Ngay-thang-nam 3/4/93

Date

Long Gio:phut:giay 5:34:23

time AM/PM PM.

Medium Gio:phut AM/PM 5:34 PM

Time

Short Gio:phut 5:34

time

Number
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General Ping s6 di nhap

Num vao

Currency C6 phan cdch phan |  $1,998.0
ngan, s6 1é chén| 3
thém $

Fixed C6 phan cach phﬁn 1,998.03
ngan vd c¢é lam (2 56 18)
tron, phu thudc 1,998.0
vio vi tri sO 18 (16 18)
trong Decimal
Places

Standard Cé6 phan cich phan 1,998.03
ngan, so 1é

Percent Dt li€u nhap nhan Nhap 0.1
(x) 100 va ky tu % - 10%

Scientific S6 khoa hoc Nhap 50

5.0E+01

TEXT

> Lam thay d6i chit
IN

< Lam thay d6i chir
thuong

@ Dt liéu bit budc
nhap

& Dit liéu khong bit

budc nhap
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Input Mark: Mit na dinh dang dit liéu dung dé
bt budc ngudi st dung khi nhap dit liéu vao bang
phéi tudn theo ding dinh dang d6. Vi du khi nhép
di€m thi thi chi cho phép nhip vao cic con s6 chi
khong dugc phép nhap mdt chudi ky tu.

Ky tu Y nghia cho phép nhap

0 Ky s6 0 — 9, khong cho phép
nhap diu vao

9 Ky s6 0 — 9 va khodng tring
khong cho phép nhap diu

# Ky s6 0 — 9 va khodng tring
cho phép nhip diu

L Ky tv A — Z bdt budc nhap dir
li€u

? Ky tv A — Z khong bit budc
nhap dit liéu

A Ky tv va ky s6 bit budc nhap
dit liéu

A Ky tv va ky s6 khong bit budc
nhap dir liéu

& B4t ky mdt ky tv nao hoic

khodng tring bit budc nhap dit liéu

Céc d4u phan cich: sd 1€, phan
Sa - ngan, ngay gid, (That sy cdc dau
/ phan cach nay con phu thudc vao
bén trong thudc tinh Regional
Settings ctia Control Panel trén
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Windows)
< Chuyén d6i cac dit liéu chudi
sang chif thudng
> Chuyén d6i cac dit liéu chudi
sang chit IN

TAO TABLE
> Céac budc tao 1 Table (bang dif liéu )
Budc 1 : Chon muc Table, nhip chon New xuit hién khung
New Table :
Buéc 2 : Khai bdo ciu tric
Budéc 3: Xac dinh khéa chinh — néu ¢6 (PrimaryKey)

Chon trudng dung 1am khéa chinh (n€u chon
nhiéu trudng thi gitt thém phim CTRL khi chon)

Chon 1énh Edit & Primary Key hoic ban c6 thé chén
nit 1énh trén thanh cong cu Table Design dé tao khéa

chinh (Primary Key. )
Khi d6 trudng dudc chon lam khéa s& c6 bi€u tugng
hinh chia kh6a bén tréi .
Né&u chon sai c6 thé chon trudng khac va dit lai
BuéGc 4 : Luu - dit tén cho bang
Chon 1énh File = Save hoic chon cong cu Save
Nhip tén bang. Chon OK
Luu y: N€u khong chon trudng khéa chinh,
Access s€ thong bdo va xin y ki€n “ There is no
primary key defined. Create a primary key?”
Khi d6 ta chon:
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Microzoft Access E |

& There iz no primary key defined.

Although a primany key izn't required, it's highly recommended. & table
must have a primary key for vou to define a relationzhip between this
table and other tables in the databaze.

Do wou want to create a primary key now?

Hao | Cancel |

Yes: ddng y dé Access ru tao thém mot trudng kiéu
Counter c¢6 tén la REID lam khoa chinh.

No: Xdc nhan bidng khong cin cé khéa chinh (
nhitng bang ma dit li€u cho phép tring nhau )
Cancel: Hiiy bd 1énh ghi, trd vé chon trudng Iam
khéa chinh d€ @it khéa chinh

< Chinh sifa c4u tric bang
. Chon bing can chinh
. chon nut 1€nh Design
. Thao tac xi 1y:

Chén mét trudng:

Nhip chudét & 6 xdm bén trdi dong ng vdi
trudng bi chen

Nhan phim Insert (hodc chon Insert = Insert
hodc Shortcut menu - insert row)
Xoa trusng

Nhip chudt & 6 xdm bén trdi dong ung véi
trudng can xéa

Nhan phim Delete (hodc chon Edit = Delete
hodc Shortcut menu = Delete row)

203



Thay ddi vi tri trudng
Nhdp chudt & 6 xdm bén trdi dong dng véi
trudng can thay d6i vi tri
bit chudt § trudng chon sau cho chudt c¢6 dang N
va kéo tha & vi tri thich hgp
THIET LAP MOI QUAN HE
Sau khi thi€t k& cdc bang, chiing ta chi mdi c6
ciu tric cdc bang chit chua ¢ cdc thong tin quan hé
(lién hé) giita cdc bang v4i nhau. Do d6 viéc thiét
1ap quan hé giita cdc bdng dé giip Access quan ly
dir liéu dugc hgp 1y va chit ché.
< Thi€t lap quan hé va khai bdo quan hé
Vao man hinh RelationShip: Tool - RelationShip
hoidc nhip nit 1€nh relationShip trén thanh cong cu
Chon cidc bang tham gia quan hé - Ré chudt c6 thé
chon nhiéu Table va Add
Chon niit Close d€ déng lai, n€u phat hién thi€u bang

thi chon nit 1énh Show table "E trén thanh cong cu
d€ chon thém
table

TablefCuery: Felated Table/Cuery: Khai béO quan

Phieuruatkha [ chitigtuatikha =

SoPY = |50Py m Cancel | he - Drag

o| _inTee. | trudng khoa
. 2 2

—v Enforce Referential Inkegrity———————— chinh cua bang

[ cascade Update Related Fields Chinh (bﬁng
" Cascade Delete Related Records

Relationships H

bén 1) sang tha
Relationship Tvpe: one-Ta-Many ‘ tal trlf(\)'ng qual’l
hé (khéa
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ngoai) clia bing bén nhiéu. Access lap titc m§ hop
thoai thoai Relation Ships
Trong do
» Enfore Referentiall Integrity: X4c dinh ép budc tinh
toan ven dit li€u
» Cascade Update related field: Chinh sta st li€u thi
phu stra theo
= Cascade Delete related field: X6a bén chinh thi phu
x0a theo
< Chinh sita mdi quan hé:
Nhép dip tai diy quan hé chon Edit Replationships.
X6a day quan hé: Click chon diy quan hé&, nhan
Delete
Luu y: khi tao xong relation Ship, phai luu lai quan hé
bing cdch chon Save
Nhirng khéa chinh 1a nhitng truGng trén bang la chi
dam

Thi€t 14p quan hé xong rdi mdéi nhip liéu dir liéu.
P4m bdo khi nhap dit liéu, n€u sai thi Access s& thong
bao 16i ngay dé kip thdi diéu chinh, n€u nhap liéu ma
bi sai, sau nay thi€t 1ap quan hé thi khong khai bdo
rang budc dudc, lic nay that ric roi.

Nhép dir li€u thi nhdp bang cha ( Table - mdt) trudc,
bang con sau ( Table - nhiéu )
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L . 1
MShY o MOy ;-—’_ MShY
MgayCong Madw wepLoa
HoVaTen
Chucvu
Mucluang
Mgawsinh
Diahi

Né&u 2 bang c¢6 quan hé 1 —1 thi ré khéa chinh ciia bing
nao thi sau nay khi nhip liéu thi phdi nhdp dit liéu bang
do trudc.
XU LY DU LIEU TRONG TABLE
< Nhap - Xéa — Sita cdc miu tin
Nhéap dit liéu :

T cta s6 Database, chon Table, chon tén
bang dit liéu cin thi€t va nhip nit Open hoic
doube mouse vao badng can nhap.

Céc thong bdo 16i khi nhap dit liéu :

» Khong nhdp dit liéu G trudng c6 khéa chinh ma
chuyén con nhdy sang mau tin khic, bdo 16i “ Index
or Primary key can’t contain a null value “

* Nhip dit liéu trén mdt bang ¢ quan hé vGi bang khac
ma vi pham tinh todn ven dif liéu thi sé thong bo 161
“ You can’t add or change a record because a
related record is required in table ... “ Vi du nhip
mot mid hang héa trong bang chi ti€t nhap nhung lai
khong c6 trong Bang Danh muc hang héa

* Nhép dit liéu & trudng c6 khéa chinh, di li€u tring thi
s& bao 16i : “ The changes you requested to the table
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were not successful because they would create
duplicate value in the index, primary or
relationship ”
Thém mét miu tin: Chi dugc thém vao cudi bang
Thao tdc - x6a — sifa : giong trong Excel
o Tim kié€m

Nhip chudt tai cdt chita gia tri mudn tim va tai

dong bit diu tim
Chon Edit - Find. Xuat hién hdp thoai hinh

Find and Replace E3
Find | Replace I
Find What: I j Eiriel il |
Look In: Imaﬁ nhasn viedn j
Match: [ihole Fied =] More = |

Hinh 1.8: HOp thoai tim di li€u
Khai bao gia tri tim va cach tim

Find what: <Gia tr1 tim>

Search: Huéng tim

Match: chon céach so sanh
gia tri trong O

Search Only Current Field: Chi tim tai cOt
hi€n hanh

Match case: C6 phan biét cht

thudng hoa
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Search Field as format:

C6 phan biét dinh

dang
Thi hanh lénh tim
Find first: bit diu tim
Find next: Tim ti€p
Close: chdm dift tim
o Tim ki€m va thay thé&: Thao tiac gong nhu
tim

Find and Replace

Einel |

Cancel

Find Replace |
Find What: | =]
Replace With: I j
Look In: Imaﬁ nhadn viesn j
Mat.ch; [whole Field =l

Henlace
Eenlace il

Mare ==

UL

Luu y: Access cung cAp mot s6 ky tr dai diién
tim ki€m nhu sau:

? dai di€n mot ky tu Ta?: Tam,
Tan
* dai dién mot chudi cac Ta*: Tan,
ky tu Tam, Tay
# dai dién mot ky s6 25##: tor 2500
-2 2599
{ dai di€n mot trong cac Ta[ny]: Tan,
ky t ndm trong Tay
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- dai dién ky tg nin [L-N]am:

trong mot khodn [] Lam, Mam,
Nam
! pht dinh ['L-N]: Khéng

la Lam, Mam,
Nam

% Sap x€&p cidc miu tin:
Khéa sip x&p dya trén mdt trudng
chon cot 1am khéa sip xé&p
Record 2> Sort 2> Ascending
(ting)/Descending (giam)
Khéa sip x&p dy trén nhiéu trudng
Do thtt tv vu tién sdp x€p 1a tr trdi sang phai
do dé cic trudng khéa sip x&p phai dugc di chuyén
lai gin nhau va theo thit tw khéa sip x&p
Vi du: X&p danh sdch nhan vién ting dan theo
Phong ban, néu tring phong thi x&p theo thit ty ting
dan ctia MSNV
Thao tac thuc hién:
chon cdt cdc cdt lam khéa sip x€p
Record > Sort > Ascending
(ting)/Descending (giam)
%  Loc C4ac Miu Tin
Dit liéu trong mdt bang c6 thé d&€n mot lic
nao d6 sé qud nhiéu doi khi 1am cho chiing ta réi
mit khi xem dif liéu. Do d6 d@€ che di nhitng miu tin
khong cAn hién thi, va khi cin thiét thi cho xuit
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hién lai. P& 1am viéc nay thi trong Access cung cAp
cho chiing ta tinh ndng loc dir liéu
Filter By Selection
* Chon dif liéu can xem
= Vao lénh Record = Filter = Filter
by
Vidu 1 : Loc ra nhitng miu tin c6 ma hang Ia
X383
Filter by form :
Vi du 2 : Loc ra nhitng miu tin ma ky tu dau
cia ma hangla X

* Vao lénh Record - Filter = Filter by Form.
Access m& cira so Filter

= Khai bdo di€u kién loc dif liéu ( “X* «)

* Lic nay menu Record trd thanh menu Filter
vao day chon 1énh Apply Filter/ Sort: d€ xem
cac mau tin thda diéu kién loc

= Mudn trd vé ban dau vao menu Record/
chon 1€nh Remove Filter/Sort:

Filter excluding selection:

Vi du 3 Loc ra nhitng miu tin ma ma hang
khong phai la X83
* Chon mot 6 batky ¢6 ma hang 1a X83
= Vao 1énh Record -> Filter > Filter
excluding
= Lic nay Access loc ra nhitng miu tin khdc
X83 (khong phai la X83)
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Advanced Filter/Sort:
Ding d€ sip x&p hay loc dit liéu thod
nhitng diéu diéu kién phic tap
Vi du 4: Loc ra nhitng miu tin hoic la X83
hoac la X92

Record = filter & Advanced filter/Sort. Xuat

hién hop thoai Filter
g=f ChitietMhapkhoFilter1 : Filter

ChitietNhap. ..

DaniEiakhap

-

4| I 3

Field: |MaHang =i

Sork: =
Criteria: |"xa3"
ar: | "oz

-

ard _>|_I

Khai bdo diéu kién & dong Criteria va field
MaHang
Cac thao tac khac
Format - Font chon font chit cho
bang s6 liéu va mau chit
Datasheet : dinh dang cic 6 trong bang
Row Height

2. ‘A

: thay doi chi€u cao
2 \

cua dong
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Column Width : Thay d6i chiéu
rong cia cot

Rename : d6i tén clia trudng

Hide Columns : diu cdc cot

Unhide Columns - hién thi 13i cdc cot
bi 4n

Freeze Columns : Cot dinh céac cot,

ding d€ cudn man hinh
Unfreeze All Columns : hiily bd c¢dt dinh
cOt.
TAO TABLE - QUERY- FORM- REPORT TU
MOT TAP TIN CO SO DU LIEU KHAC
MG tip tin cd sG di li€u chua ¢c6 di li€u
Vao menu File/External Data/ Import - xuit hién
khung ctta s6
Chon tén tip tin c¢o sG dit liéu — Vi du Du Lieu Bai
Tap Access2000
Chon tén table — P& phim Shift &€ chon nhiéu
bang cung mot lic
Chon OK
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V. QUERY - BANG VAN TIN

BANG VAN TIN LUA CHON
< Tai sao phai dung bang van tin Khai
niém:

Trong thyc t€ viéc tham khdo thong tin c6 rit
nhiéu dang khic nhau va thudng vdi dang dit liéu
nhap vao. Khi d6 ngudi ta phai st dung mot cong
cu d€ truy van thong tin (Query ) ching han nhu :
Lua chon cdc trudng va miu tin can thiét
Xé&p thit ty cdc mAu tin theo trudng quy dinh
Tham khio dif liéu trén nhiéu bing
St dung bang van tin &€ 1am Form hay Report
Thyc hién nhitng thay ddi trong bang dit liéu
Tinh todn so liéu trén table
C6 thé tao ra modt Table mdi

K&t qua clia mot query dudc goi 1a mot dyna
Set (Dynamic Set). Mot Dynaset khong phaila mot
bang sd liéu thyc sy ma né chi 1a bod s6 liéu “séng
dong” phan 4nh tinh trang s6 liéu duong thdi. Néu
ta st s liéu trén Dynaset thi dong thdi sd liéu trong
table ciing thay d6i theo va ngudc lai.

% Cac loai Query thong dung :

Select Query — truy van chon

CrossTab Query — truy van tham chi€u chéo

Make Table Query — truy van tao bang

Update Query — truy van cap nhat

Append Query — truy van thém s& liéu
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Delete Query — truy van xda s liéu
s Cach tao 1 Query:
C6 3 cach tao mot Query:
Dung tryc ti€p ngdn ngit truy van cé ciu tric SQL
( ctra s6 SQL)
Dung cong cu Wizard Query
Ngudi dung ty thi€t k& thong qua ludi QBE (Query
By Example) (ctta s6 Design View )
TAO TRUY VAN BANG DESIGN VIEW
% Budc 1: - Tai cita s0 database, chon
trang Query, chon New. Hoédc chon
Insert > Query xuit hién
< Budc 2: Chon muc Design View xuit
hién cita s6 Show Table
Xac dinh loai dir lieu 1a Table/Query tham gia
truy van tai ctra s6 Add Table
Table: n€u x4c dinh chi c6 table tham gia truy
van
Query: né€u x4c dinh chi ¢6 Query tham gia
truy van
Both: N€u xéc dinh 1a c6 ca table va query
tham gia truy van
Xdc dinh cu th€ table/query nao tham gia truy
van: chon tén table/query va chon Add — close
Sau khi nhan nit Close — phat hién thdy thi€u
1 table thi nhdp vao nit 1énh B d€ thém Table
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% Budc 3: Xac lap moi quan hé giira

cac doi tugng

» X4c dinh mdi lién hé gifta cdc table/query

A

van

néu c6 nhiéu table/query tham gia truy

Néu cdc m6i lién hé ndy da dudc thi€t 1ap

trong Relationship thi n6 s& tu xuat hién

thi€t 14p moi lién hé

DG

bang ludi QBE

Né&u mdi lién hé nady chua cé thi ta sé tu

»  Budc 4: Xdc dinh cic ni dung truy van tai

gt Queryl : Select Query

ChitietMhap._.

PhieuNhapKho

SoHoalon
MgayHd
MakZC

=1 E3

Field: 1
Table: =
Sork:
Show: [l (] [E
Criteria;
ar; i
| 3

Y NGHIA CUA CAC DONG TRONG

KHUNG LUOGI
FIELD : Trudng can hién thi

N e 2 . A ~ A 1A -
Dung dé chon cac field can lay s6 li€u hodc

khai bdo cong thitc diing d€ tinh todn s& liéu
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Chon field cé sian trong table/ query: thuwc
hién 1 trong 3 cich
Drag field can chon trong table/query vao & Field
name G ludi QBE
Hoic Double Click field cin chon
Hodc chon field trong combo Box field

Khai bao cac field cong thic:

Khai bdo theo miu sau: Tén Trudng : Biu
thic

Vidu:

Field MaHang | SLxuat | Gia | ThanhTien:S
Ban | LXuat*GiaBa
n

Table

Criteria

Khi nhap cong thitc vao ta nén nhan Shift-F2
dé phéng 16n 6 Field cho d&é dang nhap cong thic.

Xo4 Field trén luéi QBE:

Chon cot chita Field cin x6a va nhan phim
Delete

Sip x&p thi tu céc field:

Drag cdt field dén vi tri mdi. Tht w cac field
1a thit tu trén bdng k€t quad DataSheet

Doi tén truong dugc thé hién trong truy
van;

Nhim muc dich cho bdng DynaSet dé doc hon.
Khi ddi tén, Access trinh bay tén mdi trong tiéu dé
cOt ctia bang k€&t qua thay cho tén trudng thuc sy
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clia bing. Hon nita, tén méi sé€ dudc st dung bat ky
ddi twgng nao hoat dong trén cd sé clia truy van do.
Cach thuc hién:
Nhip chudt vao bén trdi ky tu diu tién cida
truong trong luéi QBE.
Nhép vao tén mdi va theo sau 12 ddu hai chim
<Tén mdi > : <field name>
vi du : SLXuat: S6 Lugng Xuat
Vi du tao thém cdt ky nhén, trén dong field
danh Ky Nhan: ““
TABLE: Bang chifa field cAn hién thi
= Hién thi tén table/query chia field twong ng
= Access ty dong hi€n thi tén table clia field tuong
tng , ban c6 thé chon lai.
= C6 thé tit/bat hang table bing 1énh View = Table
Name
SORT: Sip xé&p
= Dung d€ chon cich sip x&p thit tu sd liéu.
» Ascending: Sip x€p dit liéu theo thit ty ting
» Descending: Sdp x&p dif liéu theo thit ty gidm
= Not Sorted: khong can sip xép
Luu ¥: Chi khai bdo ¢ hanh Sort cho cdc field
can sdp xép con cdc field khong can sdp xép thi dé
tréong. Thit tu sdp xép trén nhiéu field dugc wu tién tir
trdi sang phdi
SHOW: Hién thi cic field hoiic 4n
Gi4 tri ngdm dinh & hang nay 1a Yes. N&u la
Yes tic la field nay dudc chon dé€ hién thi trén
DataSheet View
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CRITERIA: Piéukién

Béng tiéu chuin - dung d€ khai bao diéu kién
dé 13y so liéu

Céch 1: Lap tiéu chuidn bing phueng phip
dung bd xay dung bi€u thic:

Chon 6 Criteria ctia field ban muén dinh
nghia bi€u thrc.

Nhip bi€u tugng Build trén thanh cong cu.
Khi d6 Access trinh bay b x4y dung biéu thifc
trong ctfa s6 Expression Builder. Hinh 3.7

G6 biéu thitc hodc ldp ghép cdc thanh phan dé
tao thanh bi€u thirc
Hinh 3.7 Expression Builder
Cach 2: Lap tiéu chuéin biing cdch g thing
bi€u thifc vao Criteria

Expreszsion Builder EE
ThanhTien :5LNhap*DonGiathap] ;I
Cancel
=l _undo |
+ - *] 8| == << and or mot ke ()] Paste | Help |
[¥] Tables SoHoalan
A MgayHd
(3 Queries MahCC
(] Forms rMaHang
(3 Reports SLMhap
[# Functions Dendiatihap
[CJ Constants
= Operators
[Z3 Common Expressions
A
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Nhép chudt vao 6 Criteria ng véi field lién
quan dé&n vdi diéu kién
G6 thing biéu thic vio.

Field MaHang | SLxuat | Gia | ThanhTien:SL
Ba | Xuat*GiaBan
n

Total

Criteria | “X92”

Luuy :

Néu biéu thitc khd dai, ban nén mé hop Zoom
(phéng to) dé cé thé vita gé vita quan sdt toan b
biéu thitc. Bing cdch nhdn Shift_F2

Lap bang tiéu chuin cho nhiéu trudng: Ta
c6 thé 1ap diéu kién trén nhiéu trudng nhung phai
tuan thd theo qui tic sau: Néu yéu cau clia ban bit
budc phai thda cd hai diéu kién thi cdc hai diéu
kién phai vi€t cing hang, con néu chi cin thda mot
trong hai diéu kién thi ban vi€t khdc hang

% Budc 5: chay thit va luu truy van

Nhip vao nit Iénh B ¢ xem truy van, néu
ding thi vao menu File chon Save va danh tén
MOT SO KHAI BAO TIEU CHUAN VAN TIN (

CRITERIA)
< Hién thi nhitng dong c6 MaSp la X92
— trén muc Critera tai cot MaSp

Field Ma Slxuat | Gia | ThanhTien:SLX
Hang Ban | uat*GiaBan

Table
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Criteri | X92
a
OR
< Hién thi nhitng dong cé MaSp la X92
hoiac X83 — trén muc Critera tai cot
MaSp
Field MaHang | Slxuat | Gia | ThanhTien:S
Ban | LXuat*GiaB
an
Table
Criteria | X92
OR X83
% Hién thi nhitng dong cé6 MaSp la X92
va SLXuat 16n hon 20
Field MaHang | SIXuat |Gia | ThanhTie
Ban | n:SLXuat
*GiaBan
Table
Criteria | X92 >"20
OR
< Hién thi nhitng dong c6 dia chi la
duong Tran Hung Pao
Field MaNV | MaDV DiaChi
Table
Criteria Like *Tran Hung
bao*
OR
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% Toan ti IIF (Piéu kién 1, Céng viéc
1, Cong viéc 2)

Thuong :IIF(NgayCong<=24, 50000, 100000)
< Dinh dang sé c6 didu phin cach hang
nghin

= Chon cot can dinh dang, kich phdi mouse chon
Properties

= Xuathién khung

» Trén muc Format danh vao # ###

i Field Properties E3
General I Lookup |
Descripbion . . . . . .00
Format . . ....... ... EE
Decimal Places . ...
Input Mask . . ........
Capkbion . .. .00 00

XEM KET QUA TRUY VAN

Query Datasheet: La bang s6 liéu két qua
ctia Query, Query chi 18y s6 liéu ngay tai thdi di€ém
thuc thi Query va hién thi k&t qud trong bing s6
liéu DataSheet, ngudi st dung c6 thé thém x6a sira
s0 liéu truc ti€p trén bang két qua.

Query Design Window: La clra s6 dung dé
xem hay mé ta hay chinh sifa ciu triic cua query.
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gzt Queryl : Select Query [ O] x|

SELECT PhieuNhapKho.50PN, PhieuNhapKho.5oHoaDon, PhieuNhapKho.NgayHd,
PhieuNhapKho.MaNCC, ChitietNhapKho.MaHang, ChitietNhapKho.SLNhap,
ChitietNhapKho.DonGiaNhap

FROM PhieuNhapKho INNER JOIN ChitietNhapKho ON PhieuNhapKho.5oPN =
ChitietNhapKho.SoPN;

i

SQL Windows : Hién thi 1énh SQL dung d€ xi 1y s6
liéu, Access dya vao phan mé ta Query d€ chuyén
sang lénh SQL tuong Gng.
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Bai tap Microsoft Word

BAI TAP 1
Pinh dang:Font ch, I&, khodng cach
dong/doan, kiéu canh 1&

Tao Folder lay tén la tén cua 16p ban: D:\Tén 16p
cua ban
Soan thao van ban sau, ghi tap tin vao Folder Tén
16p ma ban vua tao:
Ban c6 thé soan thdo bang 2 cach:
Cach 1: binh dang truéc, gé6 VB sau
Cach2 Go6 VB tho truéc

Panh dau tung khdi va dinh dang theo trinh
bay dugi day

"Con ngusi la
dong vat cd khdé nang
suy nghi. Nhung cé khd
ndng suy nghi khéng tyu
déng d&n dén biét cach
suy nghi. Sy phat trién
ngay cang doi hdi mdi

NGUdJi pl'\&i bigt lam

viee, chid v&u b&ng cai

déu, dé& gidi quyé’+ 18+
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cac v&n dé gdap phéi va
ra cdc quyét dinh ding"

Tai li€u nay hy vong s€ mang
lai cho ngudi hoc nhitng ki€n thitc
can thi€t vé tu duy, nhitng phuong
phdp va ky ndng tu duy hdp ly dé
gitp ho tranh dugc mot cach t6i da
nhirng lyc can vo hinh nhung lai c6

suc can rat ghé gdm trén con dudng

tu duy dé ra dugc quyét dinh ding.

_'7<£a7 nang tii tug cla con
ngwo’i [a‘ girzﬁ cfazrzg, 37, ggdc
nhau [a & ché ﬁ‘o 6 bict cdch khai
thao hha nang ds ﬁay éﬁén‘g,

con nguoi hon nhau

khong phai é ché ho

biét nhiing cdi gi (what)

ma la ho biét diéu do

bang cdch nao (how).
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Ching ta hay tin tudng ring trong
mdi bai todn déu chita dung bén trong
né 15i gidi,
chi c6 nhitng ngudi c6 tri tué sic bén,
c6 phudng phép tu duy ding méi c6
thé "nhin" thay 15i gidi tiém an d6

BAITAP 2

Format Bullets and Numbering, Border and
Shading, DropCap

1/ Soan thdo vin ban sau

KY NANG TD

& Tuyét d6i tudn thi cdc giai doan clia qud
trinh TD. Trong ting giai doan cua qua trinh
Td phai quin triét cdc quan diém sau

®~ Ton trong tinh khoa hoc ctia TD

% To6n trong tinh khdch quan clia doi
tugng Td
% Ton trong ki€n thitc KH ¢6 lién quan
% Quan triét quan di€m hé thong trong
TD
®~ Ton trong tinh cach mang cia TD
%" C6 dao duc va luong tdm trong sang
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Hé thong la tap hop cdc yéu té lien két véi nhau
theo mét cdch thicc nhdt dinh. Va két qud ciia sy lién
két do la tdp hop sé cé nhitng tinh chdt ma nhitng tinh
chdt dé khong thé cé & nhitng yéu t6 hop thanh khi
chiing diing riéng re.

dch thitc lién két giita cdc y&u t6 tao nén
tinh % chit ciia hé thong. Chi va kim cuong
déu dudc ciu tao tr nguyén tf Cacbon,
song do cau tric lién k€t gitta cac nguyén tf C & 2
nguyén t6 hod hoc nay khdc nhau din dén tinh chat
hoan toan khdc nhau clia 2 nguyén td nay. Khi so
sanh sic manh cua nguGi Nhat va ngudi My ngudi ta
da dua ra hinh 4nh rat truc quan sau

I. 1 ngudi Nht y&u hon 1 ngudi My

II. 2 ngudi Nhat manh biing 2 ngudi My
III. 3 ngudi Nhat manh hon 3 ngudi My

Diéu d6 khong thé gidi thich dugc bing logic cia
toan hoc ma chi c6 thé giai thich bing logic hé
théng. Cudc song vo cung phic tap va mudn hinh
muon vé, chi c6 logic hé thdng mdi c6 thé gitp ching
ta cit nghia mdt cich ddy dd dugc nhitng van dé phitc
tap do.
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2/ Tao bang dé cucng sau bang 2 cach (nhap
ndi dung trudc, dinh dang sau)

Cach 1: Bullet and Numbering dang Outline
Numbered

Céch 2: Style (nhiéu cap)

PE CUONG CHUYEN PE KY NANG TUDUY

I/ Tong quan vé tu duy (tu duy thuit todn) va tu duy
sang tao
1) Y nghia cda tu duy va tu duy sdng tao trong
cudc song
2) TAm quan trong clia chuyén dé d6i véi chuong
trinh giang day tai trudng CBQLGD-BT

I/ Tinh y tam ly
1) Khéiniém vé tinh ¥ tAm Iy
2) Cd sd sinh 1y cda tinh y tAm 1y
3) Cédc y€u t6 ¢6 dnh huéng d€n tinh y tam 1y

111/ Tu duy
1) Ly thuy&t TLH vé tu duy
a. Khainiém
b. Cdc giai doan ctia qué trinh tu duy
c. Tuduy va tinhy tam ly
2) Pic trung tu duy cia ngudi VN va can nguyén
cta né trong lich st
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a. Pac trung tu duy cia ngudi VN
b. K&t qué di€u tra vé nhitng han ché trong
tu duy ctia hoc vién trudng CBQLGD-DT
3) K¥ ning tu duy
a. Tuln thi cdc giai doan cla qué trinh TD
b. Khic phuc tinh y tAm ly. Hinh thanh
phong cach tu duy mdi:
- Bam bdo tinh khoa hoc
- PAm béo tinh cach mang trong tu duy

IV/ Tu duy sang tao (Sang tao)
1) Y nghia va lich s phét trién ctia khoa hoc sdng
tao

2) Ban chat clia hoat ddng sdng tao
a. Khaini€ém
b. Co ché clia hoat ddng sdng tao
c. M6i quan hé gitta linh cdm (tryc gidc,

tiém thifc) v hoat dong sdng tao

d. M6i quan hé gitta tw duy va sing tao

3) Cédc thd thuit sang tao (40 thd thuét)

V/ Nhifng yéu cau vé phong cich tu duy méi trong
tu tudng ctia Bac Ho.
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