THONG TIN GIANG VIEN
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WINDOWS VA UNG DUNG
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NOI DUNG

O,

H¢ diéu hanh Windows

O,

B6 tri cac thy muc

O

Thue muec Windows

O




Thu muc Program Files
)
\%
* Day 1a ndi s€ chtra cac chuong trinh dugc cai dat va hoat
dong trong moi truong windows:

OFFICE

VISUAL STUDIO

VIETKEY

Va nhidu chuong trinh khéc.

Thu muc My Document
* Pay la noi sé chtra (ngﬁm dinh) cac tép van ban tao ra boi
cac ing dung:
WORD
EXCEL
POWER POINT

Nhiéu chwong trinh soan thao khéc.

Thw muc thiuing rac tai sinh
\‘//k\\)
U
* bay la mot thu muc dac biét dung dé luu trit tam thoi céc
tép hay cac folder bj danh ddu xoa.
* Ngudi ding c6 thé s& loai bo hin ching khéi may tinh hay
s€ khoi phuc lai nhu ct néu cén.
o Thu muc hodc tép sau khi x6a van cé thé khoi phuc dugc
béang c4c chuong trinh dic biét

Desktop
—~
O

» Pay la man hinh lam viéc diu tién cua windows. N6
giéng nhu b tri ban 1am viéc ciia mot can bo.

o Thuong trén man hinh nay chi bé tri nhitng tmg dung can
thiét nhat.

o Nguoi ding cé thé bé tri lai (cd nhan hod) néu thay can
thiét: co thé thém cac Shortcuts ma minh thuong xuyén
phdi truy nhdp. Khong nén bo tri qua day dac.

o Thanh nhiém vu (Task Bar)

Desktop (Tiép)
®)

Giao tiép trong Windows
o Hé diéu hanh Windows cung cép giao tiép kiéu dd hoa
thong:

Céc biéu tugng (Icons): 1a hinh anh thu nhé dé biéu dién dbi tugng:
tép hay thu muc.
Bang chon (Menu): 1a hinh thirc liét k§ cac nhiém vu ma ND co thé
lva chon. Windows dung kha nhiéu danh Menu: menu kiéu
PullDown hay ki€u ngir canh.
Thanh cong cu (Tools Bar): nhom céc biéu tuong phuc vu cho mot
muc dich cu thé.




Giao tiép trong Windows (Tiép)
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S dung File Explorer

O

e File Explorer la mdt chuong trinh quan trong cua
Windows. N6 cho phép nguoi dung:
© Quan st noi dung cia mot 6 dia hay 1 thu muc
© Tao, sao chép hay xoa mot thu muc
© Tim kiém tép hay thu myc trén mdy tram hay trén mot mang néu
duoc phép.
© Kich hoat mét ing dung
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Sir dung File Explorer (Tiép)

O

« File Explorer c6 thé kich hoat theo 2 cach:

© T man hinh Desktop, mudn quan sat mot thu muc nao, ta nhén kép
vao thu muc dé.

© Hodc tir Search Windows tir Taskbar
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Sir dung File Explorer (Tiép)
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Sir dung File Explorer (Tiép)

O
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Sao mét thu muc/tép

O

» Dé sao mot thu muc/tép, ta:
© Chon thu muc/tép bing cach dua chudt 1én dbi twong roi nhan phim
phai
© Chon thao tac sao
© Chon noi dén
© Chon thao tic dan (gidng nhu thao tic sao)

* Ta c6 thé dung co ché kéo tha.
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Sao m{t thu muc/tép (minh hea)
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Sao m{t thu muc/tép (minh hea)

Xo6a thu muc/tép

O

» Dé x04 mot thu muc, ta ¢6 nhiéu cach:
o Cl: Gép dbi tuong tha vao thung rac
© C2: Chon dbi tugng roi nhan phim Delete va tra 151 Yes
© C3: Chon dbi twgng, nhin phim phai, chon Delete rdi tra 1oi Yes
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Tao thu muc/tép

O

 Dé tao mot thw muc, ta thuc hién:
© Chon thu muc sé chira thu muc méi
© Nhén phim chuét phai chon New, tiép theo 1a New Folder
o bat tén cho thu muc méi

« Windows cho phép tryc tiép tao mot s6 tép dic biét nhu
Microsoft Word (.doc hodc .docx), Microsoft PowerPoint
(-ppt hodc .pptx), Plain Text (.txt).

e Tén thu muc/tép khong duogc qua 255 ky tu va khong
duge chira mot sb ky tu dac biét nhu <>:"/\|? *
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Tao thu muc (Minh hoa)
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Tim thu muc/tép

O

¢ Dung thuc don Search Windows
© Budc 1: Nhan chudt vao Search Windows
© Budc 2: Nhap tén Folder hay tép

» Dung cong cu trong File Explorer.

 Két qua tim kiém néu thiy s& c6 mot ctra sé hién cac TM /
tép; neu khong s€ c6 thong bao “No file or folder found”.

e Cac ky tu dac biét dugc str dung cho muc dich tim kiém
gom ? (dai dién cho mét ky tu khong biét) hodc * (dai
dién cho mot chuoi ky tu khong biét).
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Tim thu muc/tép (Minh hea)

)
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Tim thue muc/tép (Minh hea)

)

Luuy
o Sau khi tim thay, ta c6 thé:
Nhan phim dimg dé két thic tim
Nhép lai mau méi dé tim
Kich hoat thu muc hay tép tim théy
Sao chép vé chd khac
* Trong khi tim, ta c6 thé st dung cac ky tu gop *.2 khi
khéng nhé 16 tén; ciing nhur c6 thé ding cac tuy chon dé
tim cho chinh xac nhu ngay thang, kich cd, ving lua
chon.

Trinh don Start
* Trinh don Start cho phép nguoi dung thao tac nhanh véi
windows:
Tim va kich hoat cic chuong trinh cai trén may (muc Program)
Chon va soan thao nhanh cac van ban (Document)
Thiét 1ap méy in, bang diéu khién va ca nhan hoa thanh Start
Tét may hay dang nhap vao may voi ngudi dung khac

Trinh don Start (Tiép)

a

Str dung thanh trang thai

@)
%

Thanh ndm dudi ddy man hinh, chira cic biéu tugng cc
chuong trinh ¢6 trén Desktop hay cac chuong trinh dang thuc
hién. Ta co thé kich hoat cac chuong trinh tir thanh nay.




Mang may tinh

BM BM Truyén thong vi Mang méy tinh

Mang may tinh (Tiép)

BM BM Truyén thong va Mang my tinh

Phin loai mang may tinh

O,

BM BM Truyé

Internet

O,

BM BM Truyé

Cac dich vu

O
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Su phat trién ciaa Internet

THE ARPA NEtvoRe ~ L .

T UsEeTe 1en
i weve

FIGURE 6.1 Drawing of Se ber 1969
(Courtesy of Alex McKenzie;

BM BM Truyén thong va Mang miy tinh




Sw phat trién cia Internet (Tiép)
O
o 1974: Khai niém “Internet” xuét hién
* 1983: ARPANET tiach thanh MILNET(quan d¢i) va
NSFnet (nghién ctru)
* 1987: NSFnet duoc mé cura cho cac ca nhan
» 1988: Internet hinh thanh
* 1997: Viét Nam két ndi Internet
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Két néi Internet tai nha

O

My tinh két nbi véi Modem/Router/USB3G
* C6 thué bao két ni Internet véi tai khoan dang ky voi mot nha
cung cAp dich vu (Internet Service Provider - ISP)
O Hinh thtic: qua dudng dién thoai, duong thué riéng, dudng truyén
hinh céap
© Nha cung ce‘ip dich vu Internet: VNN, Vietel, FPT, EVN, Truyén hinh
cap Viét Nam/Ha Noi/TP HCM...
« Cai dt cac phin mém Internet théng dung
© Trinh duyét Web nhu IE, Chrome, Cc Cdc
© Messenger cua Facebook dé chat trén mang...
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Dia chi Internet

O

o St dung dé danh dia chi (phan biét) cic may tinh trén
mang Internet

« Dia chi IP: 1a mot chudi 32 bit, duoc cac may tinh sir dung
Khi trao ddi di liéu véi nhau

« Tén mién: 1a mot chudi ky tw d& nhé dé ngudi dung truy
cap vao cac may tinh
© May tinh khong ding tén mién khi trao ddi dit liéu v6i nhau

* Dich vu DNS: chuyén ddi tén mién thanh dia chi IP va
ngugc lai
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Co ban vé World Wide Web

O
« Goi tit 1a Web
e La mot hé théng bao gdm cic tai liéu siéu vian ban
(hypertext) c6 thé truy cap qua Internet
o Céc tai liéu co thé chira cac lién két t&i cac tai liéu khac co
the trén may tinh khac ¢ bat ky noi nao trén the gioi

» La tng dung chay trén Internet
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Co ban vé World Wide Web (Tiép)

O

« Ung dung phin mém ding dé hién thi siéu van ban hay
duyét web

« Mot s6 trinh duyét web phé bién
O Internet Explorer cua Microsoft
© Mozilla Firefox cua Mozilla

O Netscape Navigator cua Netscape

© Opera cua Opera Software
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Co ban vé World Wide Web (Tiép)

O

« Website: Tap hop nhiéu trang web (webpage) duoc dat
trén 1 may tinh trong mang Internet va c6 chung mét dia
chi Internet.
© Vi du: http://www.truongcongnghe.vn/

« Mot trang web c6 mot dia chi URL duy nhat
© URL (Uniform Resource Locator):
© Tham chiéu dén cac tai nguyén trén Internet
© Dia chi cia cic tai nguyén trén Internet
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St dung IE

O

Pé kich hoat IE, ta nhan kép vao biéu tuong Search Windows va
tim kiém Internet Explorer.
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St dung IE

O

Tiép theo ta chon dia chi trén Internet ta can truy nhap. Thi du chon
truy nhap vao trang http://vnexpress.net.

[y

Sit dung Google Chrome

O

Tiép theo ta chon dia chi trén Google Chrome ta cin truy nhép.
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M6t s6 website phd bién

O

* Mang giao duc:
O http://www.edu.net.vn

o Thu dién tr:
O http://www.mail.yahoo.com
O http://www.gmail.com
O http://www.hotmail.com

« Dién dan trao dbi (forum):
O http://www.edu.net.vn/forum

O http://www.ttvnol.com/forum

Mot s6 website phé bién

O

« Cung cép céc thong tin cip nhat hing ngay vé nhiéu linh
vuc khéc nhau nhu xa hoi, kinh &, vin hoa, thé thao,...
O http://www.vnexpress.net
O http://www.vietnamnet.vn
O http://www.dantri.com.vn

© www.24h.com.vn

© http://www.hanoimoi.com.vn

Nghe nhac, xem video tryc tuyén

O

* Nghe nhac truc tuyén
O http://mp3.zing.vn
O http://www.nghenhac.info
O http://www.nhacso.net
O http://www.vnthuquan.net
 Xem video truc tuyén
O http://www.youtube.com
O http://clip.vn




Chia s¢ dir li¢u trye tuyén

O

o Chia sé nhitng dit liéu 16n cho nhiéu nguoi
« Néu dung mién phi
© Dung lugng t6i da mdi lan tai Ién thuong 1a 100MB
© Thoi gian chia sé téi da thuong la 7 dén 10 ngay
o Webs1te ph bién
O http://www.yousendit.com/
O http://www.esnips.com/
O http://www.box.net/
© www.rapidshare.com
© www.megaupload.com

Tim kiém nhanh thong tin tai liéu

O

* Gilp tim kiém nhanh chong nhimg thong tin, tai li¢u lién
quan dén mot hodc mot vai tir khéa hodc mot sé tiéu chi
khac
O http://www.google.com.vn
O http://www.search.yahoo.com/

O http://baamboo.com/
O http://www.altavista.com/

E-MAIL

O

¢ Thu tin dién tir - Email 1a mét dich vu kha quen thudc va
ra doi sém nhét. Dich vu nay dung dé trao d6i thu tin trén
mang.

* V& co ché hoat dong: Email ciing hoat dong giéng nhu
thu thuong. N6 chuyén thu tir nguoi giri dén nguoi nhan.

o Dé gri hay nhéan thw, ngudi giri va ngudi nhan déu phai c6
dia chi thu dién tir.

E-MAIL (Tiép)

O

° Dia chi thu do nguoi quan tri hé théng cung cép va
thuong co6 dang: <tén>@<tén mién>. Thi du: balm@it-
hut.edu.vn 1a mot dia chi hop 1¢ v6i balm 1a tén nguoi
dung, con lai la tén mién.

 C6 nhidu chuong trinh 1am nhiém vu quan 1y thu dién tir
nhu IE, Nestcape Navigator, Outlook Express,...

¢ Thung thu ctia nguoi dung thuong duoc dat trén may chu
MailServer.

E-MAIL (Tiép)

O

o Thung thu ndy lai chia lam mét s6 thing thu nho:
© Inbox: Thing thu dén
O Sent: Luu lai cac thu da gui
O Trash: Thung thu luu cac thu bi xoa
o Chu ¥:
O V6i chc phan mém quan ly thu khéc nhau thi tén goi céc thung thur
c6 khic nhau, song y nghia thi tuong tu.
O Ngudi ding c6 thé chuyén thu tir thung thu nay sang thung thu khac
hodc xo4a bo di.

Gii va nhin the
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Gi thuw
Y
o Dé gti thu, nguoi dung chon vao Compose. Tiép sau cn
dién cac thong tin can thiét:
TO: Dia chi nguoi nhan
Subject: Chu d birc thu. C6 thé khong can, song khuyén c4o nén c6.
CC: gui cho nhitng nguoi khac
BCC: giri cho nhiing ngudi khac, song nhiing ngudi khac khong biét
minh dugc gui cung nhom.
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Giri thu (minh hoa)

O
A

Send How Sendlater Spell Check Cancel "lfll’a'lllll)
From: ["Luong Manh Ba' <BalM@ithateduyvm =

ReplyTo: [

To. [aungledit-nut. rau.va 3 adoress Lookus

B

o, St [ouongtap 1e-hue, ezu.m
‘Comuse

Blcaenger

0 conacts

Bee: |

Subject: [ceat 8 Attachments
8 ouions

) I Hich Prority I Delivery Confirmation I Read Conirmatio
Friop

€ enpn 1
F

Sau khi dién cc thong tin can thiét, ND tién hanh soan thu. C6 thé
su dung tieng Viét. Khuyeén céo nén dung Unicode.
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Giri thu dinh kém tép tin

* Nguoi ding khi giri thu ¢6 thé ATACH cac file dinh
kém. SO lugng tép dinh kém khong han ché, chi phu
thudc vao dung lugng.

« P& dinh kém, ngudi ding nhin vao ATTACH. Tiép sau
nhap tén t€p hay dung Browse dé chon.

* Budc tiép theo, nhan vao Attach to message.

» Lap lai qua trinh trén véi cac t€p dinh kém khac.

« Két thuc, chon Finished.

* Va dé gui thu, chon Sendnow.

57

Gtri thu dinh kem tép tin (minh hoa)
@)
A\

1. Inthe box below, enter the path to the file you want to attach, or click Browse to select a
file

I Browise.

2. Once the file name appears in the box above, click the Attach to Message button below
10 upload the file. Please allow plenty of time for the transfer to take place.

Attach to Message

3. Repeat the above steps 1o attach additional files

Attachments:

Remove

Click Finished to return to your message with the attachment(s).

(B e =Sl
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Nhin thu va don dep
O
2 \\\J//

* D€ nhén thu, sau khi kich hoat, ND chon get mail hay
ngam dinh, HT s& li¢t k& céc thu da c6. Thuong céc thu
dugc xep theo thr tu nhan.

» Cac thu chua doc sé c6 mau khac véi thu da doc.

« Pé xem thu & cac thung khic nhu thing di gui hay da
x04, chon thung thu tuong ung.

» P& x04 thu, ta chon (co thé chon nhiéu), roi nhan phim
Delete.

59

Microsoft Outlook
O
\J
» Chon File > Add Account

¢ Chon Manual configure server settings or additional
server types

¢ Chon Internet E-mail

« Pién thong tin Your name, E-mail Address
* Account Type: Chon IMAP

» Incoming mail server: imap.gmail.com

» Outgoing mail server: smtp.gmail.com

* Nhéap User Name va Password

10



Microsoft Outlook (Tiép)

O
¢ Chon More Settings
* Chon thé Outgoing Server - Tich vao 6 My outgoing
server (SMTP) requires authentication
* Chon thé Advanced:
© Incoming server (IMAP): 993
© Outgoing server (SMTP): 465
© Chon Use the following type of encryption connection: SSL
* Chon OK
« Kiém tra bang cach 4n Test Account Settings
« Hoan thanh qu4 trinh thiét 1ap
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Microsoft Outlook (Tiép)

O
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MICROSOFT WORD
O

TRAN QUANG PUC
BO MON TRUYEN THONG VA MANG MAY TiNH
VIEN CNTT & TT, PHBK HA NOI

BM Truyén thong v Mang méy tinh 1-2017

NOI DUNG

O
» Mot sb khai niém co ban
« Sur dung bd gb tiéng Viét
» Soan thao va trang tri van ban
» Soan thao nang cao

BM Cong nghé phin mém 1-2005

CHUONG I: GIOI THIEU CHUNG

O

* Microsoft Word la chuong trinh soan thao va xu ly van
ban cao cip. Microsoft Word 13 mét img dung trong bd
Microsoft Office.

« Cac chirc ning co ban gbm:
© Soan thao ndi dung van ban
© Dinh dang va in 4n van ban
© Cac thao tac voi dir liéu bang
O Cac thao tac xur ly van ban

BM Truyén thong va Mang may tinh 1-2017

Cac khai niém co ban
O

* Viin béan: La sy két hop ctia text, hinh anh... va duoc tao
ra boi mot hé sinh thai van ban. Thi du nhu mét hop dong,
mot héa don, mot giao trinh.

o Tir: La mot chudi cac ky ty lién tiép va duoc phan véi
cac tir khac boi mot hoac nhiéu dau cach.

 Cau: La tap cac tir don két thuc bang dau ngét cau.

 DAu ngit dong mém: La ky ty don chén vao cudi dong.

 DAu ngit dong cing: La khi ngudi ding nhan Enter

* DAu ngit trang: Dau chen cudi trang khi hét gioi han
trang hodc khi nguoi dung an Ctrl+Enter

BM Truyén thong va Mang may tinh 1-2017

11



Cac khai ni¢m co ban (Tiép)

O

Sir dung tiéng Viét

O

BM Truyén thong v

Sir dung tiéng Viét (Tiép)

O

CHUONG II: SOAN THAO VAN BAN

O,

Giao dién chuwong trinh

Menu

12



Menu - File

O
\_.

Menu — File (Tiép)
O)
\
» Save: Luu van ban dudi tén hién tai (Néu van ban mo ra
lan dau, chuong trinh s€ yéu cau dat tén cho van ban).
» Save As: Luu van ban du6i mot tén khac.
* Open: Mo mét van ban
« Close: Pong vin ban, néu vin ban cé thay ddi, chwong
trinh s€ yéu cau luu su thay doi trudc khi dong
o Recent: Céc vin ban duoc sir dung gan nhat
* New: Tao mt van ban méi

Menu — File (Tiép)

» Save and Send: Luu va gui van ban dudi cac hinh thirc:
Send Using E-mail: Gui Email dudi dang van ban dinh kem
Save to Web: Hb trg truy cap tir bt cir may tinh nao. Yéu cau ddi v6i
chirc nang nay phai c6 Windows Live ID (recommended).
Save to SharePoint: Luu vao SharePoint, hd tro lam viéc nhom
Changq File Type: Thay dbi dinh dang lru van ban. Céc kiéu dinh
dang gom: Plain Text, Rich Text Format, Word 97-2003 Document
Create PDF Document: Tao van ban dudi dang PDF (recommended)

Menu — File (Tiép)
O
NS

o Print: Chtrc nang in 4n

Menu — File (Tiép)
O
\
e Printer: Chon may in (trwong hop mdy in da dugc cai dat
va ¢ nhiéu may in khac nhau).
o Settings: Print All Pages, Print Current Page, Print

Custom Range, Only Print Odd Pages, Only Print Even
Pages.

 Print One Sided, Print on Both Sides

¢ Collated: Pinh nghia cach in (1,2,3 hoéc 1,1 2,2 3,3)
* Portrait Orientation hodc Landscape Orientation

« Pinh nghia kiéu gidy in va hiéu chinh trang (Margin)

Menu - Home

* Format Painters: Sao chép dinh dang tur mot vi tri va ap
dung ¢ mot vi tri khac.

« Chon kiéu chix, dinh dang kiéu chir va kich thude

» Chon chit to, chir nho, viét hoa, viét thuong

» Chon mau sic va danh d4u vin ban

« Chon céch thirc cin 18 (trai, phai, chinh giita...)

13



Menu — Home (Tiép)

Menu — Home (Tiép)

Wdno

o Chon cach thirc va kiéu danh déu dé muc
¢ Chon cach lui dong trén cac & muc va dé muc con.

o Chirc nang sip xép tw dong (vi du sép xép theo ABC hozc
nguoc lai). Co thé ap dung trong sap xép tu dong doi voi
cac cot trong mot bang

* Chon cach thire va kiéu d4nh déu dé muc
¢ Chon cach lui dong trén cac & muc va dé muc con.
o Chirc ning sip xép tu dong (vi du sﬁp xép theo ABC’ hoac
nguoc lai). Co thé ap dung trong sap xép tu dong doi vaoi
cac cot trong mot bang
o Chirc ning hién thi cic déu ngit xubng dong cimg

o Chirc ning hién thi cic déu ngit xubng dong cimg
« Chirc ning bbi mau nén cho mét van ban

¢ Churc nang boi mau nén cho mét van ban

BM Truyén thong va Mang may tinh 1-2017
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Menu — Home (Tiép)

Menu — Home (Tiép)

Wd9-0 -

- e x Wdo o

» Chirc nang dan dong gilra cac doan van ban

 Chirc nang dinh dang cac doan van ban dinh sdn (Pinh
nghia kiéu chir, mau sac, cach thic cach dong v.v...)
© Normal: Kiéu doan van ban binh thuong

¢ Chirc nang tim kiém ky tu hoac mét doan van ban.

o Chirc ning thay thé ky tu hodic doan vin ban bang ky tu
hodc mot doan van ban khac.

* Churc nang lya chon nhu Select All (Ctrl+A)

e Luu y: Font, Paragra}ph, Clipboard c6 thé m& rong.
Clipboard la tap cta doi tugng duogc luu lai khi an Ctrl+C
dung trong Copy (Cut) va Paste.

© No Spacing: Khong c6 khoang cach giira cac doan
© Heading 1, Heading 2, Title, Subtitle, Subtitle Emphasis

O Luu y: Cac dinh dang van ban mic dinh c6 thé thay doi bing cach
4n vao Change Styles

BM Truyén thong v Mang méy tinh 1-2017 BM Truyén thong va Mang may tinh 1-2017
= 7 x| [Femamensneas 7 x Parsgraph T s 7 x
e (P 350 559505 | L nd pagebreals Tob stoppostion: Defiuit tab stops:
oot [t i — | fos B
Eont: Fontstger e e spmentsLeft =] T s e e
808y Repsr | |1t - Qutinelevet [BodvTen %]
~ = o,
“tieadings ke A" :
[shcetoos = ot o o ==
L " = nging v " imal r
Font golor: Underine style:  Unx 2 = 2 Dec g
Atomate 9] [(one) V] [ Avomanc Dtgro ndents Lesier
@© 1None Oz.... (oF—
e Spang Os
[stikethrough [ smal caps [P T S a a=
oo srketroush Datess - mEH [ ELH £ G [[cewn
B;::;v' Dltsdden [ oot add spge betneen paragaphs ofte same s o[ conal
Preview Prevew
+Body —‘
sethapetout | | Textffct. | o[ ona D | [swenn | [ ] Gl |
BM Truyén thong va Mang may tinh 1-2017 BM Truyén thong va Mang may tinh 1-2017
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Tao danh sach méi
@)
"\

» Trong muc Home = Multilevel List
¢ Chon Define New Multilevel List
o Thay ddi dinh dang, cich dénh s d6i véi Heading 1 dén 9

x

Trong muc Styles s& xuét hién
Heading 1. Khi Heading 1 duoc
chon s& xuét hién Heading 2. Khi
Heading 2 dugc chon sé XuAt
hién Heading 3...

Follow number with: Chon
Space

Tao danh sach méi (Tiép)
(::)

o Thay db6i kiéu dinh dang cta Heading bang cach nhan
phai chuét vao Heading va chon Modify.

C6 thé thay déi kiéu chir, céch
dong, danh s6 va hi¢u trng

Menu — Insert

o>

« Cover Page: Gom mét sb dinh dang trang bia.
o Blank Page: Trang tréing (Bia l6t).

» Page Break: Sang trang tu dong.

e Picture va Clip Art: Chén hinh anh.

o Shapes: Chén céc ddi tuong nhur hinh vudng, doan thing.
« Smart Art: Chén céc diagram tir don gian dén phtc tap.

o Chart: Chén dd thi véi dit liéu l4y tir mot tép Excel.

Menu — Insert (Tiép)

)
.

o>

e Screenshot: Chén hinh chup man hinh.

» Hyperlink: Cheén lién két dén mot Website, van ban, hodc
thu muc khac. Thong thuwong Hyperlink dugc st dung de
lién két dén mot Website.

* Bookmark: Mot dang lién két cho phép danh déu mot vi
tri trong van ban phuc vu cho viéc tim kiém nhanh.

o Cross-reference: Tao lién két nhanh dén chuong, muc
hoac bookmark.

Menu — Insert (Tiép)

» Header, Footer, Text Box.

o Page Number: Chén sd trang vio vin ban.

* WordArt: Chen céc ky tu ngh¢ thuat. C6 thé b6 sung thém
mot sO thudc tinh nhu Text Fill (Chén nén chit bang hinh
anh, mau séc), Text Outline (Pinh nghia mau vién chir),
Text Effects (Cheén hiéu tmg), Shadow...

 Cross-reference: Tao lién két nhanh dén chuong, muc

hodc bookmark.

Menu — Insert (Tiép)

7\
[(§ )
M

¢ Date & Time: Chen ngay thang nam.

¢ Symbol: Chen cac biéu tuong dac biét.

* Equation: Chen céc cong thirc

« Object: vi du nhu Microsoft Equation 3.0 hd trg viét cac
cong thirc toan hoc khac nhau twong tu nhu Equation.
Microsoft Equation dwgc ding phd bién véi cic phién ban
Microsoft Word 97-2003.
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Thao tic véi bang biéu

* Chon Table - Insert Table

o Chon s6 hang va s6 cot

« AutoFit to contents: Ty dong cin cot dé phu hop ndi dung

« AutoFit to window: Ty dong can cot d& phi hop trang in

o C6 thé thay dbi sau khi tao bang > Boi den bang > An
phai chudt vao ving chon = Chon AutoFit

Thao tac véi bang biéu (Tiép)

* Muc Design cho phép dinh nghia Table Style, mau nén va
duong ke bang.

o Draw Borders cho phép thay dbi kich thudc va kiéu
duong ke.

Thao tac véi bang biéu (Tiép)

)

» Muc Layout cung cip cong cu thao tic trén bang.

 Delete: Xo6a bang

* Insert Above/Below/Left/Right: Chén thém hang hoac cot.

* Merge Cells: Hop hai hodc nhidu 6 ndm ké nhau duogc
chon bang cach boi den.

« Split Cells: Phan 6 thanh nhiéu 6 nho

* Cong cu thay dbi cach hién thi trong 6 duoc chon

* Formula: Cho phép thuc hién cac cong thirc don gian

Thao tac véi cong thire

« Tao bang gbm 2 cot (1 dong) véi va xéa cac dong ké

» Can chinh kich thude cua cac cot cho phu hop

* G& cong thic vao cot thir nhit. Cong thirc tw dong can
chinh vao gitra.

o O cot thir hai, chon cin 1& phai. Chon Insert > Quick
Parts > Field... = Kéo chudt chon Seq > G& SEQ Eq.

« Chon OK dé danh s cho cong thirc.

* Pé tao cong “thl'IC mdi, copy bang da tao va dan vao vi tri
mo6i. Thay fiéi nodi dung cua cong thl'I(E. An phai chudt vao
vi tri ciia s6 = Chon Update Field (so tu dong tang)

Thao tac véi cong thire (Tiép)

« Boi den sb vira tao ra, chon Insert > Bookmark. Tao ra
mot danh sach nhd cho cong thire. Vi du: Cong thue thir
nhat chon Eql, cong thirc thir hai chon Eq2.

» Dé tao lién két dén cac cong thire, chon References =
Cross-reference > Chuyén sang Bookmark - Chon Eql
hoédc Eq2 = Chon OK.

Tron hai hodc nhiéu vin ban

)
)

» Chon Insert > Object > Text from File...

 Chon vin ban can tron. Noi dung van ban s€ duoc hién thi
tai vi tri con tr6 cta van ban hién tai.

» Tron van ban giup don gian hoéa viéc quan tri ndi dung. Vi
du cac chwong thude mot quyén sach co thé dugc soan
thao v&i nhiéu van ban kich thude nho, khac nhau.
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Menu — Page Layout
7N
{ h

.

° Themqs: Chon, kiéu" dinh dang dbi voi van ban. Co thé
thay doi mau sac, ki€u chir va hi€u ung.

. Marginf Thuc hién can lr‘é trai, phai, trép, dudi (Can 18 trai
3 cm dé phu hop vdi in an va dong quyén).

¢ Orientation: Portrait hoac Landscape Orientation.

« Size: Chon kich thudc trang van ban.

« Columns: Chon s cot trinh bay van ban. Cac bai bao
thuong duoc trinh bay vai hai cot.

Cach tao Section
O)
\

* Mo rong cac chuc nang ctia Page Setup

* Dt con trd vao vi tri (trang) cin tao ra Section méi

« Bbi véi Apply to, chon This point forward

¢ Chon OK

« Khi 4n vao header hogc footer ta s& thdy Section méi xuét
hién.

o Chi y: S6 trang s& lién tyc tir diém danh déu (S6 thu tw
dau tién c6 thé thay doi). Header va footer trong mot
Section la khong doi, nhung cac section c6 thé c6 header
va footer khac nhau.

Cach tao Section (tiép)

« Trong muc Design, b6 1énh Link to Previous dé thay déi
header va footer.

» C6 thé chén Page Number, Date & Time, Picture, Clip Art

o Khi thay d6i xong an Close Header and Footer.

Menu - References
@

« Table of Contents: Hién thi muc luc theo céc Headings da
dinh nghia tir trude.
An phai chudt vao Contents,
chon Update Fields. Cac tuy
. chon gdbm Update page
s number only va Update entire
table.

Contents

Menu — References (Tiép)
/:\\\ﬁ

.

l

« Insert Footnote: Thém Footnote dé chti thich cho mot tir
hodc mot doan van ban.

! Proof can be found in (Baeza-Yates & Ribeiro-Neto, 1999)

Menu — References (Tiép)
O)

J

l

o Insert Citation: Thém trich dan (References)

« Style: cho phép chon kiéu hién thi trich dn khac nhau

* Manage Sources: Quan ly danh sach cia cdc tai li¢u trich
dan. Danh sach dugc sap x€p theo thir tw ABC.

Search: Thuc hién tim kiém tai liéu ndm trong danh sach

New: Tao thém tai liéu mai
Edit: Thay d6i théng tin ciia cac tai lidu da co
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Menu — References (Tiép)

Clshow alBblograchy Fisds

D=
P — o o

Yates & Aibairo-Neto, 1998]

bllography Entry:

o
83eza- Neto,B, 1955, ewrYor

e

« Chon kiéu tai liéu va thong tin lién quan dén tai liéu

BM Truyén thong va Mang may tinh 1-2017

Menu — References (Tiép)

« Insert Caption tao ra lién két méi thudc cac dang (1)
Figure (Hinh v€&) hoac (2) Table (Bang biéu) hodc (3)
Equation (Cong thirc). C6 thé dinh nghia nhan méi nhu
nhén bang tiéng Viét bing cach 4n New Label. ..

« Vi du tao ra nhin Bang. V& muc Home > Styles, thay déi
kiéu dinh dang ciia nhin méi.

BM Truyén thong v Mang méy tinh 1-2017

Menu — References (Tiép)

 Pé thém tai liéu tham khao vao van ban: Dé con tré vao vi
tri can thém tai liéu = Chon Insert Citation = Chon tai
liéu.

* Chon Biography = Insert Biography: Thém danh sach
toan b tai liéu tham khao vao cuoi ciia van ban.

BM Truyén thong va Mang may tinh 1-2017

Menu — References (Tiép)

« Dé tao lién két dén bang, chon Cross-reference = Table.

« Entire caption: TAt ca thong tin bao gdm nhén, s thir tu
va caption.

* Only label and number: Chi nhan va s6 thir tu.

* Only caption text: Chi gdm caption

« Page number: Puong din dén s trang

BM Truyén thong v Mang méy tinh 1-2017

Menu — References (Tiép)

CFEas

 Thyc hién cic budc twong tw dé tao lién két dén cac
Figure, Equation hodac mét nhan méi dugce dinh nghia boi
nguoi dung.

BM Truyén thong va Mang may tinh 1-2017

Menu - Mailing

« Mail Merge: Thu dugc ty dong tao ra nhiéu 1in, mdi 1in
giri dén ngudi ding khac nhau. Thong tin ngudi ding
dugc luu trong mot Bang thugc mot van ban da khoi tao
trude do. Vi du:

[ sTT | Danh xung | Hovatén | Pia
1 ong Nguyén Khanh Vin | Déng Pa, oi
2 ong Tran Quang Dirc | Ba Dinh, Ha Noi
BM Truyén thong va Mang may tinh 1-2017
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Menu — Mailing (Tiép)

» Chon Select Recipients = Use Existing List = Chon tép
luu danh sach.

o

\ex

« Edit Recipient List: Thay d6i thong tin trong danh sach

o Insert Merge Field: Chén céc truong trong bang danh sach
vao vi tri thich hgp thudc danh sach.

¢ Rules: Cho phép thiét lap mot s6 luat co ban.

Menu — Mailing (Tiép)

7\
(( )

\J

L} L] N .
St &% Chon Preview Results

dé xem trudce danh sach

DRuies - e
2 st et

o

R

Chon Finish & Merge
dé hoan tit qua trinh
tron.
Chapter III. MAIL MERGE
Chon Print Document
dé in van ban sau khi
GIAY MOI tr{)n.

1. SECTION3.1

Kinh gii «Danh_xungy «Ho_v_tén»

Dia chi: «Dia_chi»

Menu — Mailing (Tiép)

C )
Y

Chon Send E-mail messages dé thuc
hién gui thu.

To: chon truong trong danh sach co
chua dia chi E-mail

Luu y: Chtc nang nay chi hoat dong khi hop thu duoc thiét lap
trong Microsoft Outlook. C6 thé gui tat ca hodc mot so thanh vién
thudc danh sach.

Menu - Review

\f"r ﬁb

» Spelling & Grammar: Cho phép, kiém tra 181 chinh ta va
ngir phap. Dung v6i ngdn ngir tieng Anh (Khong phu hop
voi tiéng Viét)

« Word Count: Pém s tir ¢6 trong van ban

o Translate: HO trg dich van ban (Not recommended)

* New Comment: Cho phép thém céac chu thich vao mot
hodc mot vai doan van ban.

Menu - Review

e Khi Track Changes dugc chon, toan bd su thay ddi s&
dugc luu lai. Thich hop cho viéc review van ban.

o Nguoi dung sau khi nhan dugc vin ban da review co thé
chap nhén (Accept) hodc tir choi (Reject) nhitng doan da
bi thay doi.

 C6 thé Accept/Reject All Changes in Documents.

Menu - Review

» Compare: So sanh hai vin ban dé tim ra nhiing su sai
khac trong qua trinh chinh stra

o Combine: Tich hop nhiing su thay dbi thuc hién béi
nhiéu nguoi ding khac nhau vao mét van ban don nhét.
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Menu - View

LUU Y TRONG SOAN THAO VAN BAN

O,

Developer - Form

Developer — Form (Tiép)

O,

MICROSOFT EXCEL
O,

NOI DUNG

O

20



Phin 1 — Excel co ban

O

* Microsoft Excel 1a mot phﬁn mém bang tinh cho phép
thue hién:
© Tinh toan dai s6, phan tich dit lidu
o Lép bang biéu, to chirc danh sach
o Truy cdp céc ngudn dit ligu khic nhau
O V& db thi va céc so dd
© Tu dong héa céc cong viée bing macro

BM Truyén thong va Mang may tinh 1-2017

Thao tac véi Workbook

o @ s @ B¢

n thong va Mang méy tinh

Thao tac véi 6 va vang

O

» Mbi 6 dugc x4c dinh béi tiéu dé cua cot va so thir tw cua

dong. Pia chi ciia mot 6: <tén cot><sé dong> (vi du: A4)
« Chon ving bang cach:

o Gilr tréi chudt va bdi den ving can chon

© Chon 6 ddu tién, gitt phim Shift va di chuyén phim 1én, xuéng, tréi,

phai dén 6 cudi cung cta vung can chon

« Sao chép va di chuyén ding

© Chon viung = Home - nhom Clipboard = Copy hoac Cut

© Di chuyén chudt dén vi tri méi - Home > Paste

© C6 thé nhén phai chudt dé chon Copy, Cut hoc Paste

BM Truyén thong va Mang may tinh 1-2017

Mt s6 khai niém co ban
O

« Workbook: La tap tin dung d& lru trir dit lidu, mdi
workbook chira nhiéu sheet (bang tinh) gitp to chic, luu
trir nhidu loai théng tin c6 lién quan véi nhau trong mot
tep tin.

* Worksheet: goi tét 1a sheet, 13 noi luu tri va lam viéc voi
dir liéu. Worksheet c6 nhiéu 6 va duoc t6 chirc thanh cac
cot va dong.

o Chartsheet: La sheet trong workbook chira db thi.

o Sheet tabs: cac sheet nim & gbc dudi bén trai cira sb

workbook.

Thao tac véi Workbook (Tiép)

O

* T4 hop phim:
o Ctrl + O: M6 workbook
o Ctrl + S: Luu workbook

« Nhap password dé bio vé workbook. C6 thé sir dung chirc
nang tuong tu d€ bao vé sheet, cau triic cua sheet...

Encrypt Document 7o X

Encrypt the contents of this fle

Passiord:

Caution: If youloseor forget the password, it cannot be
recovered. It advisable to keep a ist of passiords and
1 corresponding document names n 2 safe place.

(Remenber that passwords are case-sensitve.)

BM Truyén thong v Mang méy tinh 1-2017

Thao tac véi 6 va vang (Tiép)

O

X Pt Specil T x
* Paste Special:

@i (O Al using Source theme

O Formulas O Al exceptborders

O yalues O Column widths.

2z n N L. OFormats O Formuias and number formats

- Cung cap thém mot so tuy chon méi e O s v
nhu: All (Tét ca), Formula (Bao g0m €d | .
cong thuc), Values (Chi gom gia tri), Do e
Formats (Gilt nguyén dinh dang). Ot
- Operation vi du nhu add (Cong gia tri S i
6 sao chép voi gia tri 6 hién tai) = [ (W

« Pt tén cho ving dwgc chon bing cach: Formulas >
Defined Names - Define Name. O hop thoai New Name,
nhap tén cho vung, chu thich va nhan OK.

BM Truyén thong va Mang may tinh 1-2017
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Thao tac véi 6 va vang (Tiép)

O

BM Truyén thong v Mang iy tinh

Thao tac véi 6 va vang (Tiép)

O

BM Truyén thong

Thao tac véi 6 va viing (Tiép)

O,

Thao tac véi 6 va viing (Tiép)

paste
" romatpainter
Glpboard

Thao tac véi 6 va vang (Tiép)

- T T

oo m o ak =eE e S
Copy - ‘

Fromatpainter| B L U [E| S A- | EE B[ EMerges Center -
Cipboora 5 Algnment 5

paste

BM Truyén thong v Mang miy tinh

Thao tac véi 6 va vang (Tiép)

@)

BM Truyén thong
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Thao tac véi 6 va vang (Tiép)

BM Truyér

1

g vi Mang miy tinh

Chinh dinh dang cho 6

BM Truyér

Cac kiéu dinh dang

@

Thao tac véi 6 va viing (Tiép)

Thao tac véi 6 va vang (Tiép)

BM Truyén thong vi Mang méy tinh

BM Truyé

e
E;:"‘ B - Erer
opy -
Pt S romatpainter | B 7 U~ H| & A
e o |

EEE EMerge & Center

Alignment

-@ ‘Tﬂhép di liéu dGi véiting &
[ c T o [ €[ £ [ & [ n [ v
|

g v Mang miy tinh
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Phin 2 — Céng thirc va ham

¢ Cong thirc gilip bang tinh tré nén hiru ich, néu khong c6

cong thirc va ham thi bang tinh cling giong nhu soan thao
van ban.

* Cong thtrc trong Excel duoc nhan dang bit dau bang dau
=, sau do két hop vdi cac toan tur, tri s6, dia chi tham chiéu
va ham.

« Ham trong Excel duoc lap trinh sin, hodc tu lap trinh
dung dé tinh toan va thuc hién mot chirc nang nao do.

» P& xem ham chon Formulas - Insert Funtion

Phan loai tham chiéu

7
)

* Tham chiéu dia chi twong dbi: Dong va c6t tham chiéu
thay d6i khi thuc hién sao chép hoac di chuyén. Vi du: A5

» Tham chiéu dja chi tuyét ddi: Dong va cot tham chiéu
khong dbi khi thyc hién sao chép hodc di chuyén. Vi du:
$ASS.

 Tham chiéu hdn hop: Két hop giita tham chiéu dia chi
tuyét d6i va twong d6i. Vi du: A$5. Cot A twong ddi
nhung dong 5 tuyét dbi.

Ham Logic

N\

« AND/OR(Logicall,Logical2,...): D& s6 Logicall,
Logical2 13 c4c biéu thirc didu kién. Ham tra vé gi4 tri
TRUE hoac FALSE.

D6i s6 phai c6 gia tri logic (FALSE ¢ 0 va TRUE > #0)
Déi s6 1a text thi gia tri s& bi bo qua

Ving tham chiéu khong chira gia tri thi ham béo 151 #VALUE
Vi du: AND(D7>0,D7<100)

« NOT(Logical): Déi s6 Logical. Ham tra vé gié tri 1a gia tri
phu dinh cua Logical.

Ham toan hoc

U

o ABS(Number): Liy gi4 tri tuyét ddi ciia mot sd.

o POWER(Number, Power): Tinh lity thiiy ctia mét so.

o PRODUCT(Nurpberl, Number2,...): Thay thé cho toan tir
* cua mot day so.

* MOD(Number, pisor): Liy gia tri du cua phép chia, trong
d6 Number la so6 bi chia va pisor 1a so chia.

o ROUNDUP/ROUNDPOWN(Npmber, Num_digits): Ham
lam tron 1én/tron xuf)ng mot sO. Number 1a mot so thuc,
Num_digits 1a bac so thap phan can lam tron.

Ham thong ké

¢ SUM(Numberl, Number2,...): Tinh téng tat ca cac sb
hoac mét vung dir liéu dugc chon. Vi du: SUM(A1:A7),
SUM(2,7).

* SUMIF(Range, Criteria, Sum range): Tinh tong ciia cic
6 dugc chi dinh boi nhing diéu kién dua vao. Range la
vung dit lidu so sanh v6i diéu kién Criteria, Sum_range la
ving dit liéu cin tinh téng. Diéu kién so sanh c6 thé sir
dung ky tu dac biét nhu ? Hoac *.

Ham thong ké (Tiép)

° AVERAQE(Numberl, Number2,...): Tinh trung binh tét
ca cac sO hoac mét vung dr liéu dugc chon. Vi du:
AVERAGE(A1:A7), AVERAGE(2,7).

* SUMPRODUCT (Arrayl, Array2,...): Tinh tong cua tich
cha cdc day dir lidu. Céc day phai cEmg chiéu va so lugng
phan tir, néu khong sé tra ve gia tri 16i #VALUE.

o MAX/MIN(N}lmberl, Number2,...): Tim gid tri max va
min cua cac so hoac mot vung dir licu.

« LARGE(Array, k): Tim s6 16n thir k trong diy dwgc nhap.
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g ké (Tiép)

)
)

Ham thén

* AVERAGE(Numberl, Number2,...): Tinh trung binh tht
ca cac sd hoic mot vung dir liéu dugc chon. Vi du:
AVERAGE(A1:A7), AVERAGE(2,7).

* SUMPRODUCT(Arrayl, Array2,...): Tinh téng cua tich
clia céc day dit liéu. Cac diy phai cing chiéu va sé luong
phin tir, néu khong sé tra vé gia tri 16i #VALUE.

* MAX/MIN(Numberl, Number2,...): Tim gia tri max/min
cuia cac s6 hodc mot vung dir liéu.

* LARGE/SMALL(Array, k): Tim s6 16n/nho thir k trong
day duoc nhap.

g ké (Tiép)

Ham thén

o COUNT(Valuel, Value2,...): Dén cac 6 chira dif liéu kiéu
56 trong ving dir liéu.

¢ COUNTA(Valuel, Value2,...): Pén cic 6 chira dit lidu
trong vung dit liéu.

¢ COUNTIF(Range, Criteria): Dén cac 6 chira gia tri thoa
mién diéu kién cho trude. Vi du: COUNTIF(A1:A5,°>67).

Ham chubdi

o LEFT/RIGHT(Text, Num_chars): Trich cac ky tu bén
trai/bén phai chudi nhap vao. Text 1a chudi vin ban,
Num chars 1a s ky tw muén trich. Vi du:
LEFT(“Tomatoes”,3)=Tom.

o MID(Text, Start num, Num_chars): Trich cac ky tu bit
dAu tir s6 thir tw Start num. Num_chars 13 s6 k¥ tu mudén
trich dan. Vi du: MID(“Tomatoes”, 2, 3)=oma. Luu y diu
céch dugc tinh 14 kY tw rong.

Ham chudi (Tiép)

)

N\

* UPPER/LOWER(Text): P06i chudi nhap thanh chir
hoa/chir thwong. Vi du: UPPER(“Tomatoes”) =
TOMATOES.

o PROPER(Text): i ky tu dau tién trong chudi thanh chit
hoa. Vi du: PROPER(“tomatoes”) = Tomatoes.

o TRIM(Text): Cit bo cac ky tu tring & ddu hodc cudi
chudi. Vi du: TRIM(“ Tomatoes ) = Tomatoes.

Ham thoi gian
O

» DATE(year, month, day): tra v& chudi trinh bay kiéu ngay,
thang, nam dac thu.

* DAY/MONTH/YEAR(Serial num): Tra vé ngay, thang,
nam tir Serial num. Serial num c6 kicu dit liéu DATE.

» TODAY: Tra vé ngay hién thoi trong hé thong

© WEEKDAY (Serial_num, Return_type): Tra vé Sé‘ chi thir
trong tuan. Return_type chi dinh kiéu dir liéu tra ve.

« TIME(Hour, Minute, Second): Tra vé chudi thoi gian.

o HOUR/MINUTE/SECOND(Serial_num): Tra vé gio,
phut, gidy tir Serial num (kiéu TIME).

Ham do tim dir li¢u

)
)

* VLOOKUP(Lookup value, Table array, Col idx num,
[range lookup]): Tim gia tri khac trong mot hang bing
cach so sanh nd véi gia tri trong cot dau tién cla bang
nhap vao.

Lookup value: Gié tri cAn dem ra so sanh dé tim kiém

Table array: Bang chira dir licu can so sanh. Ving dit liéu phai la
tham chiéu tuyét doi

Col idx num: s chi cot dit lidu duge tra vé sau khi so sanh

Range lookup: Giyé 1riy sai s§ dugc chi dth trong p}}ép VLOOKUP.
Cac gia tri dugc sap xéprlheyo thur tu tang dan va tra vé gia tri nho hon
S0 voi Itookup value. Néu tat ca gid tri 16n hon Lookup value thi ham
s€ tra ve gia tri #N/A
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Ham do tim dir li¢u (Tiép)

O

* HLOOKUP(Lookup value, Table array, Row idx num,
[range lookup]): Tim gia tri khac trong mot cot bang cach
so sanh nd voi gia tri trong hang dau tién cia bang nhap
vao.
© Lookup value: Gia tri cin dem ra so sanh dé tim kiém
© Table array: Bénglchli'a dit lidu cin so sanh. Ving dir liéu phai 13
tham chiéu tuyét doi

© Row idx num: sé chi hang dir liéu dugc tra vé sau khi so sanh

© Range lookup: Gi’é Lri’ sai s6 dugc chi dir{h trong pl}ép HLOOKUP.
Cac gia tri dugc sap xep theo thir ty ting dan va tra vé gid tri nho hon
S0 VOi I“ookup value. Néu tat ca gia tri 1on hon Lookup value thi ham
s€ tra ve gia tri #N/A

BM Truyén thong va Mang may tinh 1-2017

Ham do tim dir li¢u (Tiép)

O

« INDEX(Array, Row_num, Col_num): Tra vé gi4 tri trong
pham vi ving dit liéu dwa trén chi s6 hang Row_num va
chi s6 ¢6t Col_num.

O Array: Ving dit liéu phai 1a tham chiéu tuyét d6i
© Néu chi sb sau ham s& bao 16i va tra vé #REF

BM Truyén thong va Mang méy tinh 1-2017

Ham tai chinh
O

* PV(Rate, Nper, Pmt, Fv, Type): Tinh khoan dau tu hién tai
dé nhan dugc s6 tién khong déi hang thang véi gia thiét ty
16 1ai xuat khong ddi.

« FV(Rate, Nper, Pmt, Pv, Type): Tinh s tién tuong lai ciia
mot khoan ddu tu voi gia thiét s6 tién dau tu va ty 16 13
xuét mi giai doan la khong dbi.

* PMT(Rate, Nper, Pv, Fv, Type): Tinh sb tién phai tra )
dinh hang thang cho khoan vay véi gia thiét ty 18 1ai xuét
khéng dbi.
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Cong thirc ming trong Excel

e Mang c6 thé 13 mot chiéu (hang, cot) hodc hai chidu
(bang).

o Mot cong thirc mang c6 thé tra v& két qua 1a mot hoic
nhiéu 6. P& thuc hién cong thirc méang, sau nhip xong
cong thirc ta 4n Ctrl + Shift + ENTER.

* Vidu: {=SUM(B2:B3*C2:C3)} < B2*C2+B3*C3.

 Cong thirc mang giup giai quyét cic cong viéc théng ké
v6i didu kién phtc tap, dam béo sy chinh xac vé két qua.
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Coéng thirc ming trong Excel (Tiép)

O
* Vidul:

© Cho ddy {3, 2, 3, 4, 5, 4, 6,7}. H6i ¢6 bao nhiéu s6 chin, bao nhiéu
6 16? Goi ¥: Sir dung cac ham SUM, IF, MOD.

O IF(Logical_test, [Value if true], [Value if false]).

* Vidy2:

© Cho day (B25_45, B26_49, B27 30, B28_112): Ba ky tu dau la s6
hiéu 16p. Cac ky tu sau la so sinh vién. Tinh tong s sinh vién cta
toan danh sach.

o Goi ¥: St dung cac ham SUM, RIGHT, VALUE. Him VALUE
chuyén dir lidu vé dang sb.
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Phin 3 — Khai thac co sé dir liéu
O
« Co s6 dit lidu 1a mot bang gdm nhiéu trrong (field).
e Tén truong 1a duy nhzflt trong sheet, phai nhap cho ting 6
riéng va khong 1a 6 trong.
« Co so dir lidu phai tach biét so véi phn con lai trong
sheet.

BM Truyén thong va Mang may tinh 1-2017
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Sip xép trong co sé dir liéu

BM Truyér

O

ong vi Mang miy tinh

Trich loc dir li¢u

O,

BM Truyén thong v Mang miy tinh

Tao bao cao tir co sé dir liéu

BM Truyér

O

ong va Mang may tinh

Sip xép trong co sé dir liéu (Tiép)

O

Trich loc dix li¢u (tiép)

Hoten

INguyEn Thanh Phong

L& Tran Thanh

uynh Minh Ta

Advanced Filter

NguyEn Ngoc Nea

Acton

/L& Thanh Dat.

@ iter the s, inplace

| O capy o moterkocatin

Hotén

-

[Nguy&n Thanh Phong

R

L& Trén Thanh

oyt [scsmerss |

o

L& Thanh Dat

T T

BM Truyén thong va

1

Tao bao céo tir co sé dir liéu (tiép)

O

oy 5 (3 Connedtions W dlear
& & @ e ¥ T
From From FromOther Eisting  Refresh | sot | Fiter
Ted Sourcest  Connedions | Alle = EditLinks 0 Advance
Get Eternal Data Connectons Sort & Fitter
s -8 B3
4] A B o [E
1 Ho tén Ngaysinh | phong | sétien
2 [ HDO01 |NguyEnThanhphong | 1/1/1987] A 1250000
3 |__HD004 _|NguydnThanh Phong | 11/15/1985] A | 3000000
4 [_HD0D2 _|LéTranThanh 4/21/1586] _B__| 2000000
5 HDOOS L& TranThanh 2/1/1979] & | 2500000
6 | HDOO3 _|Huynh MinhTd 8/12/19%] A | 1250000
7
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Tao bao c4o tir co sé dir li¢u (Tiép)

O

 Cong cu consolidate: Cho phép hop nhat dit liéu tir nhidu
nguon khac nhau va hién thi trong vung dir liéu dich.
© Mot cong ty ¢6 ba cura hang. Mdi clra hang c6 bao céo doanh thu.
Cong ty can tong hop céc bao céo trén thanh bao céo cua cong ty.

Consolidate 7 X

Sonvi: ity don,
sty | i [ thang1 | thing 2 | hang [ thinga |
[ u w

I 78] [ monee... |
Hreferences:

e |
[N (I

ety Delete
Use abes

Eopron

MlLeftcoimn [ Create ks to source data

o[
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Tao bao c4o tir co sé dir li¢u (Tiép)

O

3 Cong cu plvot table: tao bang dir liéu tdng hop tir mot hay
nhiéu ngudn co s6 dif liéu.

CrRE
=
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Tao bao c4o tir co s& dir liéu (Tiép)

O
* Insert = PivotTable
© Select a table or range: Chon vung dir liéu dé thyc hién béo cdo
© Xac dinh noi dé hiéu thj bio céo [~ x|
© Chon OK -> Xuét hién ctra s PivotTable ]
« Nhip chudt vao ctra s6
© Thay di PivotTable Field List

g v
¥ it Casmes

[EETr

7| Dot [
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Tao bao c4o tir co s& dir liéu (Tiép)

e =

B v e 2 - Frrmreay——
rela R e———
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Phan tich dir liéu

O

o What-If Analysis 14 phuong phap co ban dé phan tich dir
liéu trong bang tinh.
© Loi nhuan = Doanh thu — Chi phi
© Doanh thu va Chi phi la bién doc lap
© Loi nhuén 13 bién phy thude
© Data = What-If Analysis - Data Table
© Data Table hd trg phan tich dir liéu mot chiéu hodc hai chiéu
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Phan tich dir li¢u (Tiép)
: T Doent the 1 8 — 3
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Phan tich dir ligu (Tiép)

BM Truyén thong vi Ma

Ham Solver

O

Phan tich dir ligu (Tiép)

O

Gidcung | Gid cau

3p-20 Goal Seek
23 Duongc3uiP+Q=30 |

27
2
21
18
15
12
B
6
3
)
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BM Truyén thong

Ham Solver (Tiép)
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Ham Solver (Tiép)
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Bai tip (Ham Solver)
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Phin 4 — D6 thi trong Excel

T TETITATITAT!

V& d@b thi trong Excel (Tiép)

o =
Horizontal (Category) Axis Labels.
[+] [ rea

212

2013
2014
2015

Vé d6 thi trong Excel (Tiép)

O

BM Truyén

Vé d@b thi trong Excel

O

& Resetto Match style
A Font..
all Change Chart Type...

(& Format Chart Area...

BM Truyér

V& d@b thi trong Excel (Tiép)

Vé d6 thi trong Excel (Tiép)

O
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Vé d6 thi trong Excel (Tiép)

O

Phin 5 — Dinh dang va in bang tinh

Phin 6 — Macro

O

Lam viéc v6i Macro

O,

POWERPOINT
O,

NOI DUNG

O
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Gigi thiéu chung

O

« PowerPoint 14 phin mém ding dé tao cac bai trinh bay
dung trong cac hdi nghi, hoi thao, cac bai giang st dung
may chieu.

« Cung cép céc chirc ning dé thiét ké, trinh dién, dong goi
cac slide.

* C6 thé tich hop vin ban, d6 hoa, hinh anh, hoat hinh,
video va am thanh trong slide d€ tao cac hiéu ung can
thiet, sinh dong.

BM Truyén thong va Mang may tinh 1-2017

Mt s6 khai niém co ban
O

e Slide: La mot “trang” (Page) riéng biét ciia mot bai giang
hay mot béo cdo. Mdi slide chira cac déi tugng (object) co
ban nhu tiéu dé (title), van ban, danh sach cac bullet,
bang, dd thi, bidu dd té chirc, cac ddi twong hinh anh, 4m
thanh va cac déi tvong dd hoa khéc.

« Handout: Gom nhiéu slide nh6 (c6 thé co 2, 3 hoic 6
slide trén mot trang). C6 thé dénh so trang trén timg trang
handount. Nguoi ta tao handout nhu mot tai liéu phat cho
khan gia.

BM Truyén thong va Mang may tinh 1-2017

Mot s6 khai niém co ban (Tiép)
O

« Notes: Céc cha thich lién quan dén trinh dién, dung dé
nhéc nhé vé nhimg didu sé trinh bay, tao tom tit cho noi
dung trinh dién. Notes bao gdm hai dang:

o Outline: La ché d6 cho phép xem céc tiéu d& va cac vin
bén chinh trong trinh dién.

« Object: Déi twong duoc dit vao trong mdi slide (van ban,
hinh anh, biéu db, 4m thanh,...). Mdi object déu co cac
thudc tinh riéng.

« Layout: Cach trinh bay slide, con goi 14 cach két xuit.
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N N N . n
Man hinh lam viéc
:ﬁ
Click to add title
Click to add subtitle

Phin 1 — Tao bai thuyét trinh don gian

@)

* Tao bai thuyét trinh: File > New

© Blank presentation: Bai thuyét trinh rong

© Sample templates: Bai thuyét trinh véi mau c6 sin

o Office.com templates: Bai thuyét trinh v6i mau tir Office.com

© My templates: Bai thuyét trinh véi mau tur thiét ké

© New from Existing: Bai thuyét trinh véi mAu tir mot bai c6 sin
o Luu bai thuyét trinh

o Ctrl+8

© File = Save hodc Save As

BM Truyén thong va Mang may tinh 1-2017

Ché @ hién thj slide
O

* Chon thé View - Presentation Views
© Normal: Hién thi & dang binh thuong
© Slide Sorter: Hién thi slide theo dang Iudi, dugc ding cho viée sip
xep céc slides
© Notes Page: Hién thi slide gdm phan n6i dung va phan ghi cha
© Reading View: Hién thi slide duéi dang doc sach
« Thiét ké Layout
© Chon ché d Normal View
© Home > Slides = Layout

BM Truyén thong va Mang may tinh 1-2017
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Thiét ké Layout

O

Dinh dang slide

O

Slide Master

@

Slide Master (tiép)

O,

Slide Master (tiép)

O

Slide Master (tiép)

O
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Slide Master (tiép)

O,

BM Truyén

Chén va hiéu ing cac d6i twong

BM Truyér

Chén va hiéu ing cac d6i tuong

Chén va hiéu ing cac d6i tugng

Chén va hiéu ing cac d6i twong

BM Truyén

Hiéu chinh d6i twong media

O
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Hiéu ing, hoat cinh

O,

BM Truyén thong vi Mang méy tinh

Hiéu img, hoat cinh (Tiép)

O

Trinh chiéu bai thuyét trinh

O,

In bai trinh bay

@)

In bai trinh bay
@)
@)

« Slide Show
© From Beginning: Trinh chiéu tirslide déu tien
© From Current Slide: Trinh chiéu tir slide hién tai
 Broadcast Slide Show: Triah chiéu b thuyéttrinh cho nguwi xem tir
xa qua mang Internet.

o & winh chiu in FS; dé dime da ESC.
* Thay d6i d§ phan giai ciia man hinh khi trinh chiéu

o) © Slide Show > Manitors  Resolution

23125 12

[~
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