TAI LIEU ON TAP
PHAN TIN HOC

(Kem theo Thong bao so 148/TB-HDTDCC ngay 11/4/2023
cua Hoi dong tuyéen dung cong chuc tinh)



Phan I: HIEU BIET VE CNTT CO BAN
Bai 1: KIEN THU'C CO BAN VE MAY TiNH VA MANG MAY TINH

I. Phan cieng may tinh

1. Mdy vi tinh va thiét bi cim tay thong minh

May tinh dé ban (Personal Computer viét tit 1a PC) hay Desktop, thuong dit trén ban
lam viéc.

May tinh xach tay (Notebook hay Laptop) ciu tao nho gon, d& dang di chuyén.

Cic loai may tinh cAm tay (Netbook hay Tablet): M4y tinh bang.

Thiét bi dién toan di dong hoiic cim tay:

bién thoai di dong (Mobile phone) str dung chu yeu dé goi dién va nhan tin. Pién thoai di
dong kiéu médi (Smartphone) c6 thé thyc hién dugc rat nhiéu chirc nang nhu: Phat va nghe

nhac, chup hinh, quay video, gri tin nhan van ban, tin nhan hinh, nhan va giri thu dién tir, truy
cap Internet, dinh vi toan cau (GPS)...

:Fhiét bi k¥ thuat sb tro gitp ca nhan (PDA - Personal Digital Assistant): C6 phan mém riéng
de dat lich hen, luu danh muc cac dia chi lién hé, hodc viét ghi chu.

Thiét bi doc sach dién tir: La mot thiét bi dién toan dic biét dugc thiét ké véi phan mém
cho phép tai va xem ban sao dién tir cia mgt an pham.

May tinh biéu dién dif liéu bing hé dém nhi phan. Tuy chi ding hai ky s6 1a 0 va 1 nhung
hé nhi phan nay giip may tinh bi€u dién - xtr ly dugc hau hét cac loai thong tin ma con nguoi
hién dang sir dung nhu van ban, hinh anh, am thanh, video....

Pbi v6i may tinh, don vi nho nhat dung dé biéu dién thong tin goi 1a bit (Binary digit). Bit
1a mot chit s6 trong hé thong s6 nhi phan, nd c6 thé co gia tri 0 hoac 1. Trong by nhd may
tinh, mqt bit 1a mot cong tac dién nho co thé bat (gia tri 1) hodc tat (gia tri 0).

Hé nhi phén sir dung hai ky s6 0 va 1 dé biéu dién cac s6. Khi biéu dién dit liéu, bit khong
biéu dién doc 1ap ma dugce lap theo nhom 8 bit, goi 1a mot byte, viét tat 1a B. 1 Kilobyte bang
1024 byte hodc 8192 bit. Thuc té, nguoi ta it khi sit dung don vi bit ma dung byte. Xem bang
bén dudi dé thiy cac biéu dién khac.

Tén goi Ky hiéu Gia tri
Byte B 8 bit
KiloByte KB 2B =1024 B
MegaByte | MB 1024 KB=2*B
GigaByte GB 1024 MB = 2°°B
TeraByte B 1024GB = 2B

Chang han, trong cudc séng chiing ta thudng gip cac khai niém nhu: may anh st dung thé
nhd 16GB, dién thoai iphone c6 bo nhé trong 32GB, dia CD c6 dung luong 650KB,...

Luuy 1: Khi dé cap dén dung lugng luu trir, nguoi ta stir dung mot Kilo twong tmg voi 1024,
si dung K viét hoa, va thuong dé cap dén byte (Vi du 1KB=1024Byte). Nhung khi dé cap
dén toc do truyen dir lidu, nguot ta s dung Kilo tuong tng 1000, sir dung k viét thuong, va
de cap dén bit (vi du: 1 kbit/s = 1000 bits per second).

Luwuy 2: Vao nam 1998, t6 chirc IEC (International Electrotechnical Commission) da cong
b6 bang quy do6i don vi thong tin theo quyet dinh IEC 60027-2. Theo do, don vi méi goi la
bit dung cho hé nhi phan khi chuyén doi. Vi du 1 kibit twong tng véi 1024, trong khi 1 Kilo
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trong ung voi 1000. Vi du: 1kibibit=1024bit, va 1Kbit=1000bit; lkibibyte =1024byte va
1KB=1000Byte. Tuy vy, mét s6 cac nha san xuat cong nghi€p van tinh toan va hién thi theo
don vi ban dau.

2. Cac thanh phan caa phan cirng.

Phén ctng c6 thé dugc hiéu don gian 13 tit ca cac phan trong may tinh ma chung ta c6 thé
cam nhén bang cac giac quan. Phan ctng bao gém ba phan chinh: B6 xu Iy trung tam (CPU
- Central Processing Unit); B6 nhé (Memory); Thiét bi nhap/xuat (Input/Output).

3. Thiét bj trung tam.
3.1. B¢ xir ly trung tam (CPU)

B xtr Iy trung tdm chi huy cac hoat dong ctia may tinh theo 1€nh va thuc hién cac phép tinh.
CPU c6 ba bo phan chinh: Khéi diéu khién, khi tinh toan s hoc va logic, va mot sé thanh
ghi. Khoi diéu khién (Control Unit) 14 trung tdm diéu hanh may tinh ¢ nhiém vu giai ma cac
1énh, tao ra cac tin hiéu diéu khién cong viéc cua cac bd phan khac ciia may tinh theo yéu cau
ciia nguoi st dung hoic theo chwong trinh di cai dat. Khéi tinh toan sd hoc va logic
(Arithmetic-Logic Unit) thuc hién cac phép tinh s6 hoc (cong, trir, nhén, chia,...), cac phép
tinh logic (AND, OR, NOT, XOR) va cac phép tinh quan hé (so sanh 16n hon, nhé hon, bang
nhau,...). Cac thanh ghi (Registers) dong vai trd bd nhé trung gian, gitip ting toc do trao doi
théng tin trong may tinh.

Ngoai ra, CPU con duoc gan véi mot ddng ho (clock) hay con goi 1a bd tao xung nhip. Tan
s6 dong ho cang cao thi téc d6 xir Iy thong tin cang nhanh. Thuong thi dong hd dugc gin
tuong xtng voi cau hinh may va cé cac tan sd dao dong (cho cac may Pentium 4 trg 1én) 1a
2.0 GHz, 2.2 GHz,... hoac cao hon.

Hertz (Hz) 1a don vi do tbc do xung nhip bén trong may tinh vé tan suét hay s6 vong xoay
moi gidy. B vi xur ly thong dung hién nay c6 cac dong Core 17, Core 15, Core I3 twong tmg
v6i cdc san pham cao, trung va co ban. So véi Core 13 va Core 15 thi chip Core 17 c6 kha nang
xu 1y da tac vy, chay cac ting dung trinh dién da phuong ti¢n tot hon.

3.2. B§ nh¢

Bo nhé 1a thiét bi luu trix thong tin, dugc chia lam hai loai: B§ nh¢ trong va bd nhé
ngoai.

3.2.1. B6 nhé trong: Gom ROM va RAM

ROM (Read Only Memory) la b nhé chi doc, dung luu trir cac chuong trinh hé thong,
chwong trinh diéu khién viéc nhap xuét co s& (ROM-BIOS: ROM-Basic Input/ Output System).
Dir liéu trén ROM khong thé thay d6i, khong bi mat ngay ca khi khong co dién.

RAM (Random Access Memory) 1a b nhé truy xuat ngdu nhién, duoc dung dé luu trir dit
liéu va chuong trinh trong qué trinh thao tac va tinh toan. Dt liéu luu trong RAM s€ mat di
khi mat di¢n hodc tat mdy. Toc d0 RAM duoc do bang nano gidy (ns). Dung lugng bo nhé
RAM cho cdc may tinh hién nay thong thuong vao khoang 2GB, 4GB, 8GB.... RAM duoc
dung trong card hinh anh hodc dung lam bd nhd dém théng tin giri dén may in.

B0 vi xit ly (CPU) MHz/ GHz Typical RAM
8088 (XT) 4 dén 10 MHz 640KB
80286 (286 or AT) 8 dén 16 MHz 1 dén 2MB
80386SX/DX (386SX/DX) 16 dén 33 MHz 1 dén 8MB
80486 (486) 25 dén 100 MHz 4 dén 32MB
Pentium 60 dén 200 MHz 8 MB +
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B vi xir Iy (CPU) MHz/ GHz Typical RAM
6x86 120 dén 166 MHz 16MB +
Pentium (MMX) 166 dén 200 MHz 16 dén 32MB
Pentium PRO 150 d¢én 200 MHz 32MB +
Pentium 11 200 dén 400 MHz 32MB +
Pentium 111 500 MHz dén 1.2 GHz | 64MB +
Pentium 4 or Pentium M 1.4 dén 3.2+ GHz 128MB +

Bing 1. Mét so Bé vi xir Iy
Co ché hoat dong cua bo nho trong: (Khi sur dung hé diéu hanh Windows).
- ROM BIOS niam quyén kiém soat khi may tinh khoi dong va tai hé diéu hanh
- Khi hé diéu hanh nim quyén kiém soat, man hinh khoi dong Windows xudt hién.

+ H¢ diéu hanh kiém tra vié¢c “dang ky” véi Windows, xdc dinh phan cting hay phan mém
nao da duoc cai dat.

+ Khi qua trinh nay hoan tat, man hinh nén cia Windows xuat hién.

- Dung luong RAM can thiét dugc sir dung dé luu trit ma chwong trinh va dit liéu trong sudt
qua trinh thuyc thi.

+ Khi mdy tinh thuc hién mot cong viéc cu thé, mot luong RAM can thiét s& dugc sur dung.

+ Khi khdi dong mot phan mém hodc mot chuong trinh Gng dung, may tinh yéu cau sao
chép chuong trinh d6 va dua sang RAM.

+ Pong chuong trinh tng dung khi khong str dung dé giai phong RAM.
3.2.2. B¢ nho ngoai:

Bao gdm céc thiét bi luu trir thong tin v4i dung lugng 16n, thong tin khong bi mat khi khong
c6 dién, co thé cat gitr va di chuyén doc 1ap voi may tinh. Cé nhiéu loai bd nhd ngoai phd
bién nhu:

- Dia cung 1a noi luu trir so cip cta chuong trinh va dir liéu. Cac chuong trinh phan mém
can phai dugc cai dat ¢ 6 dia cing (Hard disk drive). Pia ctng luu trit va truy xuat thong tin
v6i toc do cao. Pia cing c6 dung luong hién nay khoang 250 GB, 500 GB, 1TB, 2 TB... Ciing
co thé str dung cac 6 dia mang c6 dung luong cao dé dap tmg yéu cau luu trir dir liéu cua toan
b t6 chirc/doanh nghlep Khi d6 viée truyen dir liéu kha nhanh tuy nhién tdc d6 c6 thé bi han
ché bét do loai card giao tiép mang cai trén may cung s6 ngudi dung va tac vu ma may chu
phai xir 1y. Luu ¥ 1a dia cig 14 loai bd nhé ngoai mic du ching ludn dugc gin bén trong may
tinh.

- bia quang thuong luu trir dir licu, ph?ln mém, am thanh, video duoc st dung trong céc
phuong tién da truyén thong (multimedia). Dia quang thiét ké dé doc cac dia tron, det, thuong
dugc goi la dia nén (CD) hodc dia s6 da nang (DVD). Dia quang duoc doc thong qua mot
thiét bi laze hodc dau quang hoc c6 thé quay dia véi van tde tir 200 vong quay mdi phiit (rpm)
tro 1én.

- O dia CD-R 12 6 dia chi doc CD. CD-RW 1a 6 dia doc va ghi CD. DVD-R 14 6 doc DVD.
DVD-RW hay combo la doc va ghi DVD.

- Cac may tinh méi c6 mot 6 dia quang c6 thé duoc mua roi, thuong gdm mot 6 DVD hoic
mot 6 ghi CD/DVD.



- Cac loai bo nh¢ ngoai khac nhu thé nhé (Memory Stick, Compact Flash Card), USB Flash
Drive c¢6 dung luong pho bién la 2GB, 4GB, 8GB, 16 GB, 32GB, 64GB... hodc dia cung dat
ngoai voi dung luong luu trit 1on hon 1 TB, 2 TB... Loi thé cua céac loai bd nhé nay la tinh
luu dong, dung lugng 16n, va kha nang chia sé dit li¢u.

Thiét bi ngoai vi 1a cac thiét b gitp mdy tinh két ndi, trao doi di¥ liéu vdi thé gidi bén ngoai.
Thiét bi ngoai vi dugc chia lam hai nhom la thiét bi nhap va thiét bi xuat tuy theo dir licu di
vao hay di ra may tinh.

4. Thiét bj nhap, xuét, lwu trit.

4.1. Cdc thiét bi nhdp. Gom:

- Ban phim (keyboard) la thiét bi nhap chuén, nhap dit liéu hoac 1€nh thyc hién mot tac vu
trong mot chuong trinh ing dung thong qua mdt chudi céac thao tac gd phim.

- Thiét bi xac dinh diém (Pointing Device) nhu chudt (Mouse) dé chon mét vi tri tyén man
hinh, man hinh cam ung (Touch Screen): Cho phép lya chon hodc kich hoat mdt doi tugng
trénlmém hinh bang qcéch daf{t mﬁ@ tén con tro vao doi twgng do va thyc hién mgt hanh dong.
Thiét bi xac dinh diém truyén thong la chudt may tinh hay bang cdm ung.

- Thiét bi doc: C6 nhiéu loai nhu dau doc quang hoc (Optical-mark reader) dung anh sang
phan xa dé nhan thong tin duoc danh dau, thiét bi doc mé vach (Barcode reader) dung anh

sang dé doc mi vach, may quét (Scanner), may anh sb (Digital camera), may quay phim sO
(Digital video camera)...May quét, may anh, may quay la cac thiét bi s6 hoa thé gi6i thuc.

4.2. Céc thiét bi xuat. Gom:

- Man hinh (Monitor) 14 thiét bi xuat chuan. Man hinh phd bién hién tai 13 man hinh LCD
voi do phan gidi co the dat 1280 x 1024 pixel. Tuong ty véi man hinh con cd may chiéu
(Projector).

- May in (Printer): Chuyén nhing gi hién thi trén man hinh sang dang ban in bang cac lya
chon in khac nhau. M4y in pho bién hién tai mdy in phun, may in laser tring den.

- Loa: Phat di am thanh Iuu dudéi dang cac tap tin s6 héa. C6 cac dinh dang am thanh khac
nhau: C6 thé danh riéng cho cic phan mém 4m nhac hoic ciing c6 thé dung chung cho céc
thiét bi choi nhac trén may tinh; Dinh dang tip tin dugc dung dé luu nhac quyét dinh chat
lugng cua tap tin &m thanh.

Mot bo loa co thé duge gén vao may tinh nhu 1a mdt thiét bi riéng 1€ hoac dugc tich hop
vao bén trong may tinh nhu véi may tinh xach tay.

5. Cong

Céc thiét bi ngoai vi duoc két ndi vao may tinh théng qua cac cong. Trén may tinh hién nay
pho bién co cac loai cong sau:

- Cong ndi tiép (dung dé két ndi chudt, ban phim, man hinh, ....)

- Cong song song (dung dé két ndi may in, ....)

- Cong két ndi theo chuan USB (dung dé két ndi may in, may quét, may anh, camera,...)

- Cong mang (dung dé két ndi mang).

I1. Phan mém may tinh

Phin mém 14 c4c chuong trinh diéu khién hoat dong ctua may tinh nham thuc hién yéu cau
xur Iy cong viéc cua nguodi st dung.

Phian mém duoc chia 1am hai loai: Phdn mém hé théng (nhu hé diéu hanh) va phin mém
ung dung.



1. Hé diéu hanh (Operating System) chira tdp cac cau 1énh dé chi dan phan cing may
tinh va cac phan mém ung dung 1am viéc véi nhau. Khong c6 hé diéu hanh thi may tinh
khong thé hoat dong duoc. Chirc ning cua hé diéu hanh: T chirc giao tiép giira nguoi
dung va hé thong; Cung cap tai nguyén (bd nhé, cac thiét bi ngoai vi, ...) cho cic chuwong
trinh va to chirc thyc hién cac chuong trinh do; T6 chirc luu trir thong tin trén by nho
ngoai, cung clp cac cong cu dé tim kiém va truy cap thong tin; Kiém tra va hd trg bang
pham mém cho céc thiét bi ngoai vi (chudt, ban phlm man hinh, dia CD,...) dé c6 thé khai
thac chung mot cach thuan tién va hiéu qua; Cung cap cac dich vu tién 1ch hé théng (lam
viéc voi dia, truy cdp mang...). H¢ diéu hanh 1a phan mém hé thong.

Mot s6 hé diéu hanh phd bién 1a MS Windows (Windows 10, Windows 8.1, Windows 8,
Windows 7, Windows Vista, Windows XP...), Linux (Ubuntu, Fedora), Mac, Unix...

2. Phan mém tng dung (Application Software) rat phong phi va da dang tiy theo yéu cau
xu ly céng‘ Viéc‘ cho nguoi su dung: Soan’ thao Vﬁl’l, ban, tinh toan, phan tich so li¢u, do hoa,
games. Phan mém dugc cac hang san xuat nang cap lién tuc, tuy nhién cac tinh nang chinh
cua phan mém thuong dugc gitt lai nham tao sy than thién cho nguoi stir dung.

Mot s6 phan mém tng dung dugc sir dung rt phd bién hién nay nhu: Microsoft Word (soan
thao van ban), Microsoft Excel (bang tinh), Microsoft Access (co s¢ dit li¢u), Microsoft
Power point, Corel Draw, AutoCad, Photoshop (d0 hoa), Internet Explorer, Google Chrome,
FireFox (trinh duyét web)...

I11. Hiéu niang may tinh

Hiéu nang may tinh la kha nang dap ung nhanh hay cham vai cac doi hai tinh toan, xur li
cua chuong trinh. Hiéu nang may tinh phu thudc vao toc d6 bo xtr i trung tim, dung luong
cua bo nha, dac biét 1a dung lugng cua bo nhd RAM.

Mot s6 nguyén nhan lam giam hiéu suat cia may tinh:

- Nguon tai nguyén ctia hé théng qua thap dé xir Iy cong viéc, dic biét 1a RAM.

- Pia ctng khong con chd tréng dé cai dit chwong trinh méi hodc luu tap tin.

- Trén dia ctmg khong c6 di chd cho hé diéu hanh xtr 1y nhiéu chuong trinh cting mét luc.

- Kich c& tap tin qué 16n va do vay, khong dong hodac mé nhanh chéng do tdc do cua bd vi
xu ly.

- Can nhiéu thoi gian dé hién thi noi dung tai liéu.

- M6t thanh phﬁn ctia hé diéu hanh, mot phén mém, hodc mot tap tin dir liéu gy 16i hé théng
nhung van ti€p tuc chay an.

- M6t linh kién phén cimg hodic chuong trinh phan mém méi duoc cai dat va gy cham may
hodc xung dot véi cac linh kién hoac phan mém h¢ thong khac.

IV. Mang may tinh va truyén thong

1. Phwong tién truyén thong cia mang may tinh

Pé tao thanh mang, cac may tinh trong mang phai c6 kha nang két ndi vat 1i voi nhau va
tuan thi cac quy tic truyén thong thong nhat dé giao tiép dugc voi nhau.

Phuong tién truyén thong (media) dé két ndi v6i cac may tinh trong mang gom hai loai c6
day va khong day.

Két néi ¢é day: Cap truyén thong co6 thé 1a cap xoa“in d6i, cap dong truc, cap quang... bé
tham gia vao mang, may tinh can c6 vi mang dugc nbi v0i cap mang nho giac cam. Trong

mang con ¢ thé c6 cac thiét bi thue hién viée chuyén tiép céc tin hiéu, dinh huong, khuéch
dai tin hiéu,... nhu: bo khuéch dai (repeater), bo tip trung (hub), b dinh tuyén (router)...
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BO tri trong mang mdy tinh c6 thé rat phirc tap nhung déu 1a to hop cia ba kiéu co ban 1a
duong théng, vong, hinh sao.

Két noi khong ddy: phuong tién truyén thong khong day co thé 1a song radio, biic xa héng
ngoai hay song truyen qua v¢ tinh. Mang khong day co6 kha nang thue hién cac két ndi & moi
noi, moi thoi diém ma khong can sir dung cac thiét bi két nbi cong kénh, phirc tap nhu mang
cé day.

2. Phén loai mang may tinh

Tuy thudc vao yéu td chinh dwgc chon lam chi tiéu phan loai nhu khoang cach dia 1i, k§
thuat chuyén mach, kién triic mang,... c6 cac cach phan loai mang may tinh. Cach phan loai
phd bién nhat hién nay 13 dya vao khoang cach dia Iy, ngudi ta chia mang may tinh thanh céac
loai mang phé bién nhu: LAN, MAN, WAN, GAN.

Du:o’ng Vi tri cua cac .
kinh f Loai mang
may tinh o
mang
1m [Trong 1m2 Mang khu vuc ca nhan

10 m [Trong 1 phong

100 m [Trong 1toanhd |Mang cuc b, goi tat 1a mang LAN (Local Area Network)

1km [Trong 1 khu vuc

Mang thanh phd, goi tat 1a mang MAN (Metropolitan

10km  [Trong I thanh pho |, - Network)

100 km [Trong 1 qudc gia Mang dién rong, goi tit 1a mang

1000 km [Trong 1 chau lyc WAN (Wide Are Network)

10000 km|Céc luc dia Mang toan ciu GAN (Global Area Network)

Bang 2. Phan loai mang

Mang cuc bo

Day 1a mang thugc loai mang quang ba, st dung mot duong truyén c6 téc do cao, bang
thong rong, co kién triic mang (Topology) don gidn nhu mang hinh bus, mang hinh sao (Star
topology), mang hinh vong (Ring topology).

Mang thanh phé

Mang MAN duoc sir dung dé ndi tit ca cac may tinh trong pham vi toan thanh phd.

Mang dién rong

Mang LAN va mang MAN thong thuong khong sir dung cac thiét bi chuyén mach, diéu d6

han ché trong viéc mé rong pham vi mang vé sb luong mdy tinh va khoang cach. Chinh vi
thé mang dién rdng dugc phat minh.

Trong mot mang WAN, cac may tinh (hosts) duoc ndi vao mot mang con (Subnet) hay doi
khi con goi la duong truc mang (Backbone), trong d6 c6 chtra cac bd chon duong (Routers)
va cac duong truyeén tai (Transmission lines).

Céc Routers thong thuong ¢ nhiém vu luu va chuyén tiép cac goi tin ma né nhan dugce theo
nguyén ly co ban sau: Cac goi tin dén mot router s€ duoc luu vao trong mot hang cho, ké dén
router s€ quyéet dinh noi goi tin can phai dén va sau do6 s€ chuyén goi tin 1én duong da dugce
chon.

Mang toan cau GAN



Viéc trao 601 thong tin gitra cac luc dia ngay nay 1a khong thé thleu vi vy mot giai phap
mang moi can phai duoc thiét 1ap tir do khai niém vé mang toan cau. Mang toan cau duoc
thiét 1ap dua vao rat nhiéu cac tram truyén phat tin hiéu va sy dong gbp thong tin cta hang ty
may tinh trén toan thé gioi.

Mang khong day

Néu phan biét mang theo tiéu chi hiru tuyén hay v tuyén thi c6 thém cac loai mang khong
day sau:

Néi két hé thong (System interconnection): Mang nay nhim muc dich thay thé hé thdng cap
noi két cac thiét bi cuc bd vao may tinh nhu man hinh, ban phim, chudt, phone, loa,....

Mang cuc bo khong day (Wireless LANs)

TAt ca cac may tinh giao tiép voi nhau théng qua mot tram co so (Base Station) duoc ndi
bang cap vao hé théng mang.

Mang dién rong khong day (Wireless WANS)

Thong thuong mang dién thoai di dong s6 thudc dang nay. Vai cac cong nghé méi cho phép
bang thong mang c6 thé dat dén 50 Mbps vdi khoang cach vai kilomet.

Lién mang (Internetwork)

Thong thuong mot mang may tinh co thé khong dong nhét (Homogeneous), tirc co sur khac
nhau vé phan cimg va phan mém gitta cac may tinh. Trong thuc té chi c6 thé xay dung duoc
cac mang 16n bang cach lién ndi két (Interconnecting) nhiéu loai mang lai voi nhau. Cong
viéc nay duogc goi l1a 1ién mang (Internetworking).

Mang Internet la mang may tinh khong 16 két ndi hang triéu may tinh, mang mdy tinh trén
khap thé gidi va sir dung bo giao thure truyén thong TCP/IP. Internet dam bao cho moi ngudi
kha nang tham nhap dén nhiéu nguon thong tin thuong truc, cung cap cac chi din bo ich, dich
vu mua ban, truyen tép, thu tin dién tr va nhiéu kha nang khac nira.

Internet duoc thiét 1ap vao nim 1983 va khong ngimg phat trién nhd c6 nhiéu ngudi dung sin
sang chia sé nhirng san pham ctia minh cho moi ngudi cung st dung, nho cong nghé cho cac may
chu ngay cang cai tién va nguon thong tin trén mang ngay cang phong phu.

Mang Intranet: Dang mang riéng LAN su dung moét giao thic mang tuong ty nhu mang
Internet nhung né chi dugc thiét 14p trong mot cong ty hay mot t6 chirc. Thuong c6 mdt may
chi Web chtra cac van ban chung.

Tuong lira (firewall) gitta Intranet va Internet dé ngin chin sy truy cap bat hop phép tir bén
ngoai vao mang Intranet.

Mang Extranet: Sir dung cong nghé Internet cho phép mot cong ty c6 thé chia sé thong tin
v6i1 cac cong ty khac hodc cac to6 chire khac. Murc d§ bao mat cua mang Extranet thap hon so
v6i mang Internet nhung cao hon so véi mang Intranet.

Muc dich ctia viéc thiét 1ap ra mang Extranet nham gitp nhéan vién cac cong ty khac nhau
co thé chia sé dir liéu.

3. Cac md hinh mang

Qua trinh trao ddi thong tin giita hai may tinh trén mang c6 thé dién ra theo hai mé hinh:
Mo hinh khach/chu (Client/server model) hay M6 hinh ngang hang (peer-to-peer model).

M6 hinh khach/chu (client/server): Trong mo hinh nay mot may tinh s€ dong vai tro la client
va may tinh kia dong vai tro 1a server.



May chu co thé 1a mot may tinh 16n hodc mt may tinh nho, may tram Unix hodc mot may
tinh ¢4 nhan c6 cau hinh manh, can phai dugc cai dat véi cac phan mém cho may chu, nguoi
sir dung phai c¢6 quyén truy cap rd rang.

May khach cé thé 1a bt ky may tinh ndo v6i mot card mang va phan mém thich hop dé két
noi té1 may chu.
M6 hinh ngang hang (Peer-to-peer)

Trong mo hinh nay, tat ca cac may tinh déu binh dang v6i nhau. Piéu d6 c¢6 nghia 1a mdi
may vira co thé cung cp truc tiép tai nguyén ciia minh cho cac khéc, vira c6 thé st dung truc
tlep tai nguyén cua cac may khac trong mang.

Mo hinh nay chi thich hop véi cac mang c6 quy mo nho. Tai nguyén duoc quan 1 phan tan, ché
dd bao mat kém. Uu diém ctia m6 hinh nay 1a xay dung va bao tri don gian.

4. Céc dich vu két ndi Internet:

Mot s6 ki tw viét tat:

ISP: Internet Service Provider-Nha cung cap dich vu n6i mang.
IP: Internet Protocol — Giao thirc internet.

bia chi IP: La mot dia chi don gian nhat ma nhiing thiét bi dién ttr hién nay dang su
dungjddeer nhan dién va lién lac v6i nhau trén mang may tinh bang cach str dung giao thirc
internet.

Lién quan dén cung cap dich vu két néi Internet ma ISP cung cap cho khach hang, c6 nhiéu
dang dich vu:

- Dich vu két ndi Internet truc tiép (vi du leased-line): Déi véi nhirng to chirc ¢6 nhu cau
két ndi Internet tdc do cao, On dinh c6 thé thué dich vu két ndi truc tiép. Mang cua to chure st
dung dudng leased-line s& ludn ludn két ndi voi Internet thong qua duong truyén dan riéng.
Thuong céac to chirc nay sé duge ISP cip cho mot ving dia chi IP tinh. Vi ving dia chi IP
nay, to chirc co thé gin dia chi tinh cho cac may chu va ty duy tri cic may chu dich vu nhu
ftp, mail, web, dns... vi mang cua t6 chirc c6 két ndi lién tuc véi Internet véi tée do két ndi
cao va 6n dinh. Néu khong ty duy tri may chu, cac to chirc ndy ciing c6 thé thué dich vu chay
trén may chu cua cac ISP.

- Dich vu két ndi Internet gian tiép: Dién hinh nhu dich vy két ndi Internet thong qua dialup.
V6i dang thirc dich vu nay, nguoi st dung két ndi Internet str dung duong day dién thoai va
khong thuong xuyén két ndi to1 Internet, nguoi sir dung s€ ngat ket noi khi khong con nhu
cau. Dang thtrc két ndi nay c6 tde do truyén cham, khong duoc cip dia chi IP tinh, thué bao
chi st dung dé truy cép Internet ma khong duy tri dugc may chu cung cép dich vu vén 1a
nhitng host doi hai tinh lién tuc trong két ndi. Dé sur dung dugc nhitng dich vu nhu email hay
web (v6i tén mién riéng), ... ngudi sir dung phai dang ky dich vy tai ISP (web hosting, mail
hosting...), tirc 1a thué dich vu trén may chu cua ISP.

- Dich vu két nbi Internet téc do cao (ADSL): Pay 1a dang thirc két ndi Internet st dung
duong déy dién thoai nhung c6 tdc do két ndi Internet cao va 1a két ndi lién tuc, tirc mang cua
t6 chirc duge ludn ludn két ndi t6i Internet (always-on). Néu thué bao ADSL duoc ISP cép
dia chi tinh thi hoan toan c6 thé sir dung két ndi lién tuc nay dé tu duy tri cac may chu dich
vu nhu ftp, mail, web, DNS... trong tu nhu stir dung két noi leased-line. Tuy nhién hién nay,
dé tiét kiém khong gian dia chi IP, khong chi v6i dang két ndi dialup ma véi ca dich vu ADSL,
cac nha cung cap ciing str dung phuong thirc cap dia chi dong. Diéu nay khlen cho nhiing
khach hang st dung dich vu tbc d6 cao ADSL hién nay chi c6 thé cai thién tc do truy cap



Internet chir van chua thé tu minh duy tri may chu dich vy nhu mail, ftp, web nhu nhiing dbi
tuong thué két noi truc tiép leased-line.

Bai 2: CAC UNG DUNG CUA CONG NGHE THONG TIN - TRUYEN THONG

Thw dién tir (Electronic Mail hay E-mail): 13 dich vu thuc hién viéc chuyén thong tin trén
Internet thong qua cac hop thu dién tir. Sir dung dich vu nay ngoai ndi dung thu cé thé truyén
kém tép (van ban, am thanh, hinh anh, video...).

Tin nhin nhanh (IM: Instant Messages): Giéng mot cudc hoi thoai ciia hai ngudi tré 1én nhung
¢ dang van ban va moi nguoi tham gia héi thoai chi ¢6 thé nhan tirng tin nhan mat.

Tin nhin viin ban (Text Messages): Tuong tu nhu tin nhidn IM nhung ching duoc tao ra
va gui tir cdc may dién thoai di dong va so ky tu giri trong moi tin nhan bi han ché.

VolIP (Voice over Internet Protocol): Str dung dinh dang k¥ thuat sé di kém cac giao thirc
mang Internet cho phép cac cudc hdi thoai cd6 4m thanh cua hai hodc nhiéu ngudi ¢ nhiing noi
khac nhau hoac cac nudc khac nhau.

Hdi théo trwe tuyén (Online Conferencing): Cho phép moi nguoi ¢ thé to chirc cude hop
truc tuyén thong qua viéc str dung Internet.

Phong thao luin (Chat Rooms): C6 thé tham gia vao cac cudc thao lun chinh hodc c6 thé téi
cac phong thao luan riéng dé thuc hién cac cudc thao luan theo céac chu de.

Cic trang mang xa hi (Social Networking Sites): Cac trang Web c6 thé tham gia dé két ndi
vGi nhitng ngudi quen biét hoac dé lam quen véi nhitng nguwodi méi. Tao théng tin ca nhan va
dang tai nhirng btrc anh, bang video, hoac cac bai viét vé ban than hoac choi game.

Cic trang nhat ky mang (Blogs): St dung nhu mot trang bao noi mot nguoi co thé viét vé
cac van dé cu the, va nhiing nguoi khéc s€ dang tai nhan xét vé bai bao do.

Bang tin (Message Boards/Newsgroups): Tuong ty nhu cac trang tin noi c6 thé ding tai
nhiing nhan xét vé mot chu dé nao d6 mac du c6 thé phai dang ky vao nhom tin.

Sir dung cdc phwong thire truyén thong dién tir ¢é cdc loi ich sau:

- Noi chung nhanh hon dé gui tin nhén dén mot hodc nhiéu nguoi thay vi st dung di¢n thoai
dé lién hé voi ho.

- C6 thé in ban sao cta cudc hoi thoai nhu hd so thong tin lién lac.

- C6 thé chia sé thong tin bang cach giri cac tap tin hoic file dinh kém e-mail, tin nhén tirc
thoi, hodc thong qua mdt tinh nang truc tuyén.

- C6 thé giri tap tin khi tai vé tir trang web.
- C6 thé truy cap Email va mang noi bd clia cong ty hodc trang web tir bat ky vi tri nao.

- Str dyng tin nhin dién tir dé thiét 1ap cac cudc hop hodc thong bao cho ngudi khac vé ho,
va sau doé dap ung bang cach sir dung cac chuong trinh dua trén web.

- Chi phi ban dau c6 thé cao nhung chi phi dé duy tri thap.
- Bét ké phuong phap giao tiép dién tir, yéu ciu may chi cung cip cac dich vu va thiét bi
may tinh cho khach hang sir dung.
- Chia sé va giao tiép v6i nhitng ngudi khac dé c6 thé xay dung ¥ thirc cong dong.
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Bai 3: AN TOAN LAO PONG VA BAO VE MOI TRUONG TRONG SU DUNG
CONG NGHE THONG TIN - TRUYEN THONG

I. An toan lao dong

An toan lao dong 1a chi viéc ngin ngira su ¢b tai nan xay ra trong qua trinh lao dong, giy
thuong tich do6i véi co thé hoac gay tr vong cho ngudi lao dong.

Cac chuyén gia nghién ctru sirc khoe con nguoi dua ra nhirng bi quyét dé nguoi sir dung
may Vi tinh ¢ thé phong bénh nhu: “Ngoi dung tu thé trudc may tinh; May phai duoc dat
dung chiéu cao cua ngudi sir dung; Giit khoang cach thich hop véi man hinh; Tranh st dung
may tinh qua lau...”.

Ghé ngdi ding tw thé

Chiéu cao ctia moi nguoi khac nhau, vi vay di€u quan trong la phai biét di€u chinh chiéu
cao cua ghé ngod1 dé phu hop véi chiéu cao mét ban, cho dung tu thé trong khi ngo6i va lam
viéc trén may tinh.

- Piéu chinh chiéu cao ctia ban va ghé cho phit hop dé canh tay khi dit ban tay 1én gb phim, nhay
chudt s€ tao thanh mot goc vuong & khuyu tay trong khi ng6i lam viéc.

- PBiéu chinh chiéu cao ctia ghé dé got chan thoai mai dit trén san nha.
- Piéu chinh chd lung ghé tua dé giir cho lung thang trong khi ngdi trude may tinh.

Str dung ghe van phong cting phai dung ti€u chuan dé cac co bap khong bj moéi khi ngdi trén
ghe trong nhiéu gio lién tuc: Ngdi trén ghé hd tro phia sau thap hon, c6 phan ty tay va c6 thé
diéu chinh do cao

Vi tri man hinh phui hop véi goc nhin ciia mit

Mat bat ddu c6 cam giac moi sau khi sir dung may tinh trong mot thoi gian dai. Duy tri vi
tri mat thich hop ciing gitp giam anh huéng va mat nhin dugc tét hon.

- Khong dat man hinh hién thi qua gan mat. Dat man hinh cach mit ban khoang 24 dén 30
inch.

- Bén canh khoang cach, cling can diéu chinh chiéu cao cia man hinh dé tao cam gidc thoai
mai khi str dung. Nghi€éng man hinh Ién khoang 10 d§ dé tranh méi c6.

- Canh trén cta man hinh can dit cao hon mét khoang 5 dén 8 cm.

- Piéu chinh d6 sang man hinh cho thich hop véi diéu kién anh sang trong phong. Néu man
hinh hién thi qua sang, n6 c6 thé lam mdi mat rat nhanh. Do do, giam d§ sang man hinh la
diéu dugc khuyén khich.

- bi€u chinh d phan giai man hinh dé van ban va biéu tuong hién thi di 16n nham quan sat
mdt cach rd rang

- Dam bao man hinh khong bi nhap nhay. Tan s6 man hinh nén dé it nhat 1a 72 Hz.

- Ban can nghi it nhat mot 1an mot gio 1am viée va di bo dé luu thong co thé va thu gidn doi
mat.

Tu thé ding vi tri ciia tay

Viéc st dung chudt va ban phim Iam cho canh tay va ban tay phai lam viéc lién tuc trén may
tinh. Do do, gilt dung vi tri canh tay la dieu quan trong dé loai trir cdc cam giac nhuc mai.

- Ludn giir cho canh tay tao thanh goc vudéng & khuyu tay trong sudt thoi gian str dung ban
phim va chudt.
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- Khong dé 1ong ban tay cham vao ban phim trong khi danh may, ma hay gitr cho long ban
tay & phia trén ban phim va nhe nhang nhan xudng trong khi cac ngoén tay go phim. Diéu nay
s& lam cho 10ng ban tay hoic ngén tay khong bi méi, ngay ca sau khi danh may trong nhiéu
gio.

- DUNg ban tay gt tron ven chudt may tinh trong khi di chuyén né 1am viéc. Ngoai ra, ciing
khong can thiét phai st dung qua nhiéu luc cho viéc st dung chuot.

- Man hinh va ban phim can dit truc tiép trudc miat ban, khéng phai dat & goc.
1. Ba0o v€ moi truwong
1. Tai ché cac bg phdn ciia may tinh.

Viéc tai ché cac bo phan cia may tinh, pin, hop myec in khi khong con sur dung, da tac dong
xau dén moi tru:O'ng Mot so cong ty khi phuc ché cac thiét bi lai chdi bo trach nhiém, “tong
khtr hdu qua” sang cac qudc gia khac, dong thdi gay anh huong nghiém trong toi méi trudng
bang nhing chat thai héa hoc doc hai, vi du nhu thity ngan ro ri tir man hinh may tinh bo di.
Mot vai thé hé san pham cta ca mot hé sinh thdi may moc hién nay duoc thiét ké nguyén khoi
chit chg, tao ra nhirng kho khin nhét dinh trong viée xir 1y, phuc hoi.

Hon nita, ciing nhu bao san pham khéc, hau qua phat sinh tir nguén cung cap dién luon tiém
an nhiéu nguy co. Mot vién pin con nang lugng co the phat no, gdy nén thuong ton hay tham
chi tudc di cd mang song ctia nguoi dang truc tiép tién hanh tai ché. Do d6, theo quy tic, bat
budc phai loai bd ngudn phat nang lugng trude khi can thi¢p sau hon.

2. Thiét 1ap cac lya chon tiét kiém cho may tinh.

Pé tiét kiém dién ning cho may tinh nén chuyén may tinh sang ché do sleep hoic hibernate
s& giam bt ning lugng ma may sir dung. Néu dé may tinh bat ca ngay, xem xét viéc kich
hoat ché do sleep dé tiét kiém dién. Vi duy, trén may tinh Windows 7, bam vao nut "Start",
nhay chudt vao miii tén bén canh "Shut down", sau d6 nhay chudt vao "Sleep". Mot ) nguoi
dung tin rang dé may tinh bat ca ngay sir dung it dién hon khi tit may va bat lai. Pay 1a mot
quan niém sai lam. Tat may khi khong st dung né luén ludn tiét kiém dién, ngay ca khi nguoi
st dung bat lai may tinh mot vai 1an nira trong ngay.

Windows 10 cung cap kha nhi(%u cac tinh ndng moi giap tiét kiém pin cho thiét bi, nhung chiing
nam rai rac khap noi trong h¢ thong. Sau day 1a mot s6 tuy chon giap keo dai thoi lugng pin trén
cac thiét bi tablet hoac laptop dang chay Windows 10.

Tit Bluetooth: Theo mic dinh, tinh nang Bluetooth s€ dugc bat mot cach ty dong néu
thiét bi c6 trang bj thiét bi nay. Néu khong str dung dén cac thiét bi khong day duoc két
ndi qua Bluetooth, tat no di dé tiét kiém pin. Dé tit Bluetooth, ta c6 thé vao biéu tuong
Action Center hodc nhan t6 hop phim Windows + A. Sau d6, click vao biéu tugng
Bluetooth chuyén thanh mau den xam.

Picu chinh lai 49 sang man hinh: Dén man hinh cua thiét bi tablet hoac laptop chiém phan
16n thoi lwong cia pin, vi thé viéc diéu chinh giam d6 sang 14 cach t6t nhat ¢ nhanh chong
tiét kiém pin cho thiét bi. Néu thiét bi khong c6 trang bi phim tit giup diéu chinh do sang thi sir
dung tiy chon c6 sin duoc cung cip trong Windows 10 nhu sau. Click vao biéu tuong Action
Center hodc nhan to hop phim Windows + A. Sau do, click vao biéu tuong hinh mat troi dé diéu
chinh d¢ sang man hinh.

Picu chinh lai thiét 1ap sir dung nguon dién: Nguoi dung Windows 10 co thé tu dong can
thiép va tuy chinh lai viéc sir dung ngudn dién cho cac thiét bi phan clmg sao cho tiét kiém
duogc thoi lwong pin. Néu khong ranh vé cac thiét 14p ndy, ¢ thé st dung céc thiét 1ap duoc
Microsoft diéu chinh sin bang cach lam dudi déy.
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Truy cép vao Control Panel/Hardware and Sound/Power Options va vao mot trong cac
tuy chon dugc cung cap san.

Piéu chinh thoi gian tit man hinh va chuyén sang ché do Sleep: Mic dinh, trong mot
khoang thoi gian xac dinh néu khong tac dong gi vao thiét bi chay Windows 10 thi man hinh
s€ tat va mot khoang thoi gian ké nira thi thi€t bi s€ tu dong chuyén sang ché dg Sleep dé tiét
kiém pin.

Nhin chung thi tinh ndng nay kha hay va ¢6 thé hoan toan can thiép vao dé thiét 1ap lai thoi
gian roi trude khi thi€t bi tat man hinh va chuyén sang ché do Sleep. Bé thay doi, truy cap
vao Control Panel/ Hardware and Sound/ Power Options, chon Iya mot trong cac tuy
chinh vé¢ thiét 1ap nguon dién va chon Change plan settings.

Kich hoat tinh ning Airplane Mode (Ché d may bay): Khi kich hoat ché do Airplane,
thiét bi s€ tien hanh viéc ngat cac két ndi nhu Wi-Fi, Bluetooth hodc bat ky cac két n6i mang.
Vi thé tinh ndng nay kha hiru ich néu dang lam viéc trong moi truong khong st dung dén bat
cu két n61 khong day nao.

Pé bat tinh ning nay, click vao biéu tuong mang trén thanh Taskbar va click vao biéu tuong
Airplane mode dé chuyén sang mau xanh.

Tit tinh ning tu dong cAp nhit ing dung: Néu mudn cip nhat img dung theo cach thu
cong, co thé tat tinh ndng ty dong cdp nhat ing dung9 cua Windows Store. P¢é lam duoc diéu
nay, mé ung dung Windows Store 1én, click vao biéu tuwong User bén canh 6 search, chon
Settings, App updates va gat sang OFF & tuy chon Update apps automatically.

Bai 4: CAC VAN PE AN TOAN THONG TIN CO BAN
KHI LAM VIEC VOI MAY TINH

I. Kiém soat truy nhap, biaoe dam an toan cho dir liéu

Tai khoan nguoi dung cuc b (local user account): Tai khoan dugc dinh nghia trén may cuc
b0, chi co6 thé logon va st dung tai nguyén trén may cuc bo.

Tai khoan ngudi ding mién (domain user account) 1a tai khoan ngudi dung dugc dinh nghia
trén Active Directory va dugc phep dang nhép (logon) vao mang trén bat ky may tram nao
thudc ving. Dong thoi véi tai khoan nay ngudi dung co thé truy cip dén cac tai nguyén trén
mang.

Yéu cau vé tai khoan nguéi diing

- Mbi username phai co tir 1 dén 20 ky tu

- Khong thé c6 hai username giong nhau

- Khong chira cac ky ty sau: * /\[];:]|=,+“?2<>
- C6 thé chira dau cham cau (), gach ngang, gach ndi.
Mat khiu manh

- Tong s6 ky tu: phai it nhat 1a 8 nhung khong nén qué dai vi kho nhd, nén gi6i han ¢ 16 ky
tu ma thoi

- Thanh phﬁn cua password: phai chtra du chir ca}i (chir thuong va chir hoa), $0, ky tu dac
biét. Trong do ky tu dac biét dugc danh gia cao nhat

- Céch sdp x€p cac ki tu
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o Khoéng cho hai ki tu 1a chir cai, s6 dung gan nhau

o Khong lap lai chit, s6

o Khong dung qua hai chit cai ¢6 tinh lién tu nhu abe, 678...
Twong lira (Firewall)

Tuong lira phan ctng 12 thiét bi vat 1y (chdng han nhu may tinh hodc bg dinh tuyen) co chuce
ning kiém tra tit ca cac thong tin vao va ra, ctng nhu chan tat ca cac thong tin truyen thong
duoc cot 1a nguy hiém. Nha quan tri mang thiét 1ap cac quy luat cho tuong lira dé nhan biét
céc nguy hiém c6 thé xay ra trong mang.

Tuong lira c4 nhan thudng duoc sit dung véi muc dich theo ddi cac yéu ciu truyén thong di
t61 hé thong ctia mang tir Internet va cac yéu cau di ra khoi hé théng. Vi du, cac chuong trinh
(chang han nhu cac chuong trinh diét virus) duoc thiét ké tu dong tai va cai dat cac ban cap
nhat can phai két ndi véi may chu de tim kiém cac ban cip nhat. Nhitng ludng truyén thong
nay duoc thiét ké dé thuc hién ngam dé khong anh hudng den nguoi su dung. Tuy nhién,
tudng ltra c4 nhan c6 thé chin cac dong truyén thong nay néu no6 khong ghi nhan d6 1a mot
chuong trinh dugc phép glri va nhan cc yéu cau truyén thong ma khéng co sy dong ¥ cua
ngudi st dung.

C6 thé kiém tra va diéu chinh cac thiét 1ap tuong lira c4 nhan bang cach chon Windows
Firewall tir Control Panel. Néu khong chac chan vé nhitng thiét 1ap duogc str dung, ban can
lam viéc v61 chuyén vién ki thuat.

I1. Phan mém déc hai (malware)

Virus tin hoc (hay con goi virus may tinh) 1a cac chuong trinh dic bi¢t do con ngudi tao ra,
chay an, tu 13y lan bang cach nhan ban. Khi mdy tinh bi nhiém virus thi c6 thé c6 nhiing biéu
hién bat thuong nhu khoi dong cham, thyc thi cham, khong in dugc van ban ra may in...
nhung hién nay cac loai virus khong gy biéu hién khac thuong. Virus ¢ thé lam hong hé
diéu hanh, hong cac phan mém, pha huy dit liéu hay danh cip thong tin, password. ..

Sau may tinh thuong dugc coi 1a mét nhanh cia virus, nhung c6 moét vai khac biét co ban.
Sau may tinh 1a mot chwong trinh ty sao chép, nhung khong 1ay nhiém téi cac tap tin trong
may tinh nhu virus. Thay vao do, n6 sé€ tu cai vao may tinh chi mot lan, sau d6 tim cach lay
lan sang may tinh khéc.

Phan mém gian diép 1a mot phan mém tng dung dugc dit bi mat trong hé thong cuia ngudi
dung va thu thdp thong tin cd nhan hoac riéng tu ma khdong cé su dong y hodc cho phép cua
nguoi dung.

Phin mém quang cdo 1a mot phan mém tng dung cho phép tu dong hién thi hoic tai quang
céo.

Tim hiéu vé cdc logi virus mady tinh

- Tét ca cac virus xdm nhap vao may tinh thong qua cac tap tin chia sé trén mang hodc
Internet.

- Virus may tinh di chuyén tir may tinh dén may tinh bang cach tur gan no voi cac tap tin
khéc. N6i chung khong c6 hai truc tiép cho may tinh mic dii mot so rat tai hai va c6 thé lam
hong dir ligu.

- Loai thong thuong xudt hién nhu e-mail tir mot ai d6 véi dia chi e-mail hop 1€ voi tap tin
dinh kém. Mo tap tin dinh kém thuc sy giai phong virus sau d6 sé gui ban sao ctia chinh n6
ra tat cd moi nguoi trén danh sach lién lac.

- Céac chuong trinh virus méi dugc tao ra thuong xuyén.
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Mot s0 loai virus dugc thé hién qua bang sau:

Boot Sector

Lay nhiém hé théng khi doc tur dia khéi dong bi nhiém, virus ghi vao master boot
sector dé tai vao by nhd ctia may tinh

Program

hoac File

Mot phén cua tap tin dugc str dung dé bat dau chuong trinh nap vao bd nhé cua
may tinh

Glong nhu tap tin macro chay trong chuong trinh cu the, nhung thyc sy gan véi

Macro thiét 14p mic dinh 14y nhidm tit ca cac tap tin moi hodc md bang chuong trinh
do.
Tuong tu nhu master boot sector hoéic chuong trinh ngoai trir n6 lay nhiém cé hai
linh vyuc. Hai chuong trinh ddc hai phd bién nhat loai:
MultipartiteM/orms Tao ‘b‘én 520 va gli cho bat cir ai trong danh sach lién lac cua
nguoi nhan.
. Van con "an" va vo hai cho dén khi bi kich hoat bai hanh dong
Trojan Horses 2
cu thé.
Cdch phong, chong virus, sdu mdy tinh, va phan mém gidn diép:
- Mua phién ban méi nhat hay cac ban dung thtr ctia chuong trinh chdng virus va cai dt
trén may.

- Khi chwong trinh duoc cai dat, trude khi lam gi, hdy quét toan bd may tinh dé diét nhiing
vius c6 thé con an trong cac chuong trinh.

- Pam bao 1a

dang ky voi cac chuong trinh chng virus dé nhan dugc nhitng thong bao mai

nhat vé céc loai virus va nhiing thong tin v€ phan mém gian diép.

- Lap lich trinh quét may mdi khi khai dong hé thong.

- Luu lai tat ca céac tap tin dir li¢u dir liéu tai vé tir Internet sang mét thu muc riéng. Sau do
hay quét cac t&€p nay trude khi mo chung.

- Cai dat chuong trinh chdng virus dé quét cac thu dién tir trong hop thu dén.

- Néu chia sé tép dir liéu v6i ngudi khéc sir dung céc thiét bi luu trit ngoai, hily quét cac tép
nhan dugc va hay lam tuong tu khi gtri dir li¢u.

Mot so biéu hién khi may tinh co virus, sau may tinh, va phan mém gian diép:

-Nhin thay nhiing tin nhan, 16i nhic, hay hinh hién thi chua timg thay trudc do.

-Nhan thdy may tinh hoat dong cham hon hay chuong trinh gip su co.

-Mo6t s6 phan mém cuy thé khong hoat dong.

-Nghe thay nhirng phan nhac hay 4m thanh chua timg nghe thiy.

-Tén cua cac

tap tin dit liéu, 6 dia bi thay ddi khi khong lam diéu do.

-May tinh chira nhiéu tap tin dit liéu hon binh thudng.

-Cac thong bao bi mét tap tin dit liéu, thong thuong 13 dit liéu chuong trinh chay.

-Nhan thu tir

ngudi khong biét.
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-Nhén dugc dugce thu tir nguoi quen voi nhirng tép dinh kem va phan tiéu dé c6 dong “RE:”
hay “FW” tham chi ca khi khong hé giri thu cho nhiing nguoi nay.

Mot $6 chii y dé phong chong virus:

-Khi cdm 6 nhé ngoai hay dia CD vao mady tinh, st dung chuong trinh chéng virus dé quét
thiét bi, tham chi ca khi khong c6 chuong trinh nao trong do.

-Néu nhén thu c6 phan dinh kém, khong bao gid mé phan dinh kém ma khong quét virus.

-Néu nghi ngd c6 virus trong chuong trinh may tinh, hiy lién lac v6i dia chi Web ctia phan
mém diét virus va chay quét may tinh truc tuyén. Cac dia chi web nay c6 thé co phién ban
m&i nhat cta chuong trinh diét virus va né sé& hiru ich dé ngin chin ton hai t6i mdy tinh nhung
khong bao gom trong chwong trinh chong virus.

-Ciing c6 thé mang may tdi chuyén gia may tinh dé ho quét cac 6 dia ctia may xem c0 Virus
khong ro1 dua ra gidi phap dé x6a bo nhitng virus da dugc cach ly.

-Khi chwong trinh chéng virus chay, né quét cac tap tin chon. Khi n6 tim thay virus hodc de
doa, s& thong bao va cung cap tity chon dé cach ly hoic loai bo. Néu chon céch ly, tap tin
nhiém virus duoc dua vao khu vire cach ly, dé ngin ngira 1ay nhiém cho cac tap tin khac. Néu
chon cach dé loai bo tap tin, chuwong trinh chdng virus vinh vién x6a tap tin tir hé thong. Néu
tim thay virus khong thé dugc g& bo, s& cach ly tap tin. Luu ¥ tén cua virus va di dén trang
web cta chuong trinh chéng virus dé tim cong cu g& bo. Thinh thoang xem lich st virus, di
dén cac tap tin cach ly va xoa do.

Bai 5: MQT SO VAN PE CO BAN LIEN QUAN PEN PHAP LUAT
TRONG SU DUNG CONG NGHE THONG TIN
I. Ban quyén

Quyén tac gia 1a quyén cua to chirc, ca nhan do6i voi tac phdm do minh sédng tao hodc s&
hiru, bao gom cac quyén sau day:

Quyén nhén than: La quyén dit tén cho tac phdm; Ping tén that hoic but danh trén tic
phém duoc néu tén that hoac but danh khi tac phém duoc cong bd, str dung; Cong b tac
pham hodc cho phép nguoi khac cong b tac pham; Bao vé sy toan ven cua tac pham, khong
cho ngudi khac stra chira, cit xén hodc xuyén tac tic pham dudi bat ky hinh thirc nao gay
phuong hai dén danh du va uy tin cua tac gia.

Quyén tai sdn: La quyén 1am tac pham phai sinh; Biéu dién tac phim trudc cong ching;
Sao chép tac phém; Phan phéi, nhap khau ban géc hoac ban sao tac phém; Truyén dat tac
pham dén cong chiing bang phuong tién hiru tuyén, vo tuyén, mang thong tin dién tir hodc bat
ky phuong tién k¥ thuat nao khéc; Cho thué ban géc hoac ban sao tac phém dién anh, chuong
trinh may tinh.

Tac pham duoc bao ho theo co ché quyén tac gia 1a cac tic pham trong linh vyc vin hoc,
khoa hoc va ngh¢ thuat.

Ding ky ban quyén tac gia hay con goi la bao ho ban quyén tac gia. Nghia la s¢ dam bao cho
nguoi sang tao ra tac pham chong lai cac hanh vi sir dung trai phép tac pham nhu: an trom, sao
chép, lam dung tac pham d6. Pé tao ra mot tac pham co gia tri va sang tao, doi hoi su lao dong
tri 6c, tri tué, thoi gian va tai chinh. Viéc dang ky ban quyén tac gia la sy chung nhén cho su sang
tao clia con ngudi, bang viée trao cho tac gia cac phan thuong xtng dang, dong vién tinh than
lam viéc cho nguoi sang tao.

Bdn quyén phin mém:
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Phan mém nhu mét dich vu (SaaS: Software as a Service) hodc nha cung cép dich vu tng
dung (ASP: Application Service Provider) truy cap va str dung phin mém ctia ho tir hé thong
thong qua mang ndi bd clia cong ty, hodc mang Internet bing cach str dung ID va ma bao vé
thich hop. Khi hop dong SaaS hét han, khong con truy cap chuong trinh duoc nita cho dén
khi gia han gidy phép.

Cdc phuong thuc khac vé viéc phan phoi va mua phan mém bao gom:

-Phan mém chia sé (Shareware) 1a ban sir dung thir, c6 thé tai vé mién phi, nhung thuong
ban dung thir bi han ché vé tinh nang va thoi han st dung.

-Phan mém mién phi (Freeware) khong yéu cau ngudi sit dung phai tra phi va c6 thé chia
sé cho nhiing nguo1 khac ma khong mat phi.

-Phan mém ciing c6 thé dugc dong goi di kém (Bundled) theo khi mua may tinh.

-Phan mém ma ngudén md (Open Source software), tirc phan mém cung cap ma lap trinh
cho bat clr nguodi dung nao tuy chinh phan mém theo nhu cau va chia sé phién ban d6 voi
nguoi khac khong dugce phép thu phi.

Nguoi st dung c6 trach nhiém phai tudn thi cac quy dinh vé ban quyén néu co.

-Phan mém cong cong (Public domain software) khong c6 tac quyén Bat ki ai cling c6 thé
sit dung n6 mién phi, khong bi han ché. Phan mém _cong cong khong can thiét cho phép mot
nguoi dung truy cép, s dung hodc thay thé ma ngudn nhung diéu nay c6 thé xay ra trong mot
sO truong hop.

Il. Bao vé dir li¢u.
1. Ké trom (Theft)

- C6 thé mua cac hé théng khoa mdy tinh trong cac tu dic biét hodc sir dung cap bén dé
bude chiing vao ban.

- Video camera gidm sat 1a rat hi€u qua cho cac khu vuc véi s6 lugng 16n cdc may tinh nhu
cac van phong trung tam va cac phong mang.

- bung dé quén thiét bi di dong bat ¢t luc nao khi & cac khu vue cong cong.

2. Hu hai (Damage).

-Tranh ddt may ¢ vi tri tam bo.

- Bt man hinh trén ban lam viéc 6n dinh va sép dat céc loai day mot céach thich hop.

- Dam bao khdi hé thong dit trén mit phang véi khong gian rong rai phia sau va xung quanh
luu thong khong khi.

- Thudng xuyén loai bo bat ky su tich tu bui trong may tinh va quat ciia may tinh.

- Sap dat cac loai day dé moi ngudi khong di ngang qua chung.

- Khong tiép xtic v6i cac thiét bi may tinh d& qua néng hodc qua lanh, hodc bj 4m.

- Hily céan than trong cach xir 1y cac thiét bi dé khong vo tinh 1am hu hong.

3. Ton that dir liéu (Data Loss).

- C6 thé bi mat dir liéu do tin tic, 18i phan cing, sdc dién, x6a tinh cd, hodc nhan vién bat
man.

- Néu cung cap dich vu quan trong, can phai c6 ké hoach khan cip dé d6i pho véi cac su cd
gy ra mat mat 16n cho hé thong.

- Vi cac thiét bi cam tay, ludn giit thiét bi gan khi & noi cong cong.
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- Ludn luon str dung mét khau dé béo vé tai liéu hodc dif ligu, va gitt mat khu tai dia diém
riéng biét. Mat khau 1 du hop 1y dé nhé nhung khong rd rang cho ngudi khac doan. Mat khau
khong 1a bié¢t danh hodc tén cua vo, chdng, con cai hodc vat nudi yéu thich. Mat khiu nén két
hop cac chir cai va sb. Swr dung cac mat khau khac nhau cho cac tap tin bi mat hodc truy cap
mang hay Internet.

4. Sao luu (Backups)

- Sao luu dit liéu thudng xuyén, cic ban sao luu trit trong cac dia diém riéng biét.
- Chi can sao luu céc tap tin dir liéu.

- Moi td chuc can phai co chién luge sao luu.

- Dit liéu nén dugce sao luu trén céc thiét b luu trir di dong.

- C4c dir liéu cang quan trong, cang sao luu thuong xuyén.

- Néu nguoi st dung luu trit cac tap tin dit li€u trén b dia dia phuong, khuyén khich ho dé thuc
hién ban sao luu trén may chu hang ngay hoac tao ban sao luu cta riéng minh.

- Khuyén khich ngudi sir dung luu céc tap tin thuong xuyén dé khong mat dit licu.
- Cai dat chuong trinh sao luu nhu 1a mét phﬁn ctia ké hoach phuc hoi su cb.
5. Nguon dién (Power)

- May tinh d& bi mét dién va ting dién ap qua mirc.

- Trong truong hop bi clp dién, may tinh tit va khong bi hu hong.

- Thiét bi luu dién (UPS) cung cap mét sb bao vé chéng mat dir liéu tong do ting dién ap
qua muc. Day 1a mot thi€t bi dang tin cdy va rat hitu ich cho viéc bao vé may tinh.

- Hay chic chin dé khoéng cdm qua nhiéu thir vao UPS.
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Phan I1: KY NANG SU DUNG MAY TiNH CO BAN
Bai 1: CAC HIEU BIET CO BAN PE BAT PAU LAM VIEC VOI MAY TIiNH

I. Khéi dong may tinh
1. Ping nhip vao hé théng

Bat cong tic (Power), Windows sé& ty dong chay. TUy thudc vao cach cai dat, c6 thé phai gd
mat ma (Password) € vao man hinh lam viéc, goi la Desktop cua Windows.

2. Tit, mé cac chwong trinh wng dung

*Cac cach mo chuong trinh ung dung

+ Céch 1: Vao Menu Start/All program/Iya chon chuong trinh tng dung can khai dong.
+ Céch 2: Kich dtip vao biéu twong Shortcut trén nén man hinh Windows.

+ Céch 3: Kich chudt phai vao biéu tugng Shortcut trén man hinh Windows chon Open.

* Cac cach dong cdc chuwong trinh izng dung

+ Nhén t6 hop phim Alt + F4

+ Chon nut Close trén cac chuong trinh

* Cac buoc thyc hién tat cac chieong trinh khéi déng ciing Windows:

Budc 1: Pau tién cac ban vao Start mo cira s6 Run hodc dung t6 hop phim tit Windows+R.
Ban g6 1énh msconfig.

Budc 2: Mot hop thoai hién thi cac ban chon tab Startup

Budc 3: O day cac ban s& bo tich nhitng 6 (mg dung ma ban khong mudn n6 chay khi ban
khé1 dong windows.

Budc 4: Sau khi b tich cac chuwong trinh ma ban khong mudn khéi dong voi windows nita
thi ban chon OK.

3. Xu Iy trong tinh huéng mét sé izng dung b; treo
Mo¢ cong cu Windows Task Manager qua 5 cach sau day:
Céch 1: Nhén to hop phim “Control(Ctrl) + Shift + Escape(Esc)”.

Cach 2: Nhéan t6 hop phim “Control(Ctrl) + Alt + Delete(Del)” va chon Start Task
Manager.

Céch 3: Nhan chudt phai vao thanh tac vu (Taskbar) va chon Start Task Manager.

Céch 4: Tai khung tim kiém ban g& Task Manager va nhan vao “Task Manager” trong danh
sach két qua tim thay.

Céch 5:

- Nhén vai biéu twong Start (hoic an phim Windows).

- Nhé4n chon Run (phim tit Windows + R), g& taskmgr va an Enter.

Huéng dan st dung cong cu Windows Task Manager dé tit ing dung bj treo.

- Cong cu Windows Task Manager sé& hién thi danh sach cac tng dung dang chay trong
thé Applications. Cac ban c6 thé thay trong danh sach c6 tmg dung “Uni Example” dang ¢
trang thai 1a “Not Responding”.

- Chung ta s& nhan chon vao tng dung mudn tit va nhan nat “End Task” (hodc nhan chudt
phai va chon “End Task”).
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- Trong hop thoai canh bao va xac nhan hién Ién, ching ta chon “Close the program”.
- Ung dung bi treo “Uni Example” di bi tt.

- Truong hop gap cac trng dung “kho tinh”, viéc “End Task” sé khong thanh cong va khong
tat dugc tng dung, chung ta tién hanh “End Process” dé tat hoan toan.

- Cac ban chon tng dung mubn “End Process” trong danh sach va 4n chuot phai, chon “Go
to process”.

- Cong cu s€ dua chung ta sang the Processes, ¢ day ban s& thay danh sach cac tién trinh
dang chay trén hé thong va tién trinh dang duoc chon chinh 14 tién trinh “Uni Example.exe”
cua trng dung “Uni Example”.

- O déy chung ta s& nhin nut “End Process” (hodc 4n chudt phai va chon “End Process™).
Trong hop thoai canh bao va xac nhan hién 1€n, tiép tuc nhan niat “End Process”.

- Ung dung “Uni Example” va tién trinh dang thuc thi ctia né da bi tit hoan toan.

I1. Piang nhép sir dung ban phim, chugt

1. Sir dung ban phim

* Céac phim thdong dung trén ban phim:

- Phim ky tu: DUng dé nhap céac ky tu duoc Ky hiéu trén ban phim.

- Phim dau: Dung dé nhap cac dau duogc ky hiéu trén phim, cac phim c6 2 ky tu duge ding
kém vai phim Shift.

- Phim s6: DUng dé nhap céc Ky tu s6, cac phim c6 2 ky tu duge ding kém véi phim Shift.

* Cac phim chirc nang:

Tir phim F1 dén F12 duogc dung dé thuc hién mot cdng viéc cu thé va duoc qui dinh tiy theo
ting chuong trinh.

* Cac phim dac biét:

- Esc (Escape): Huy bo (cancel) mot hoat dong dang thuc hién, thoat ra khoi mét tng dung
nao do6 dang hoat dong.

- Tab: Di chuyén d4u nhay, dy chir sang phai mot khoang rong, chuyén sang mot cot hoac
Tab khéc.

- Caps Lock: Bat/tat ché do g6 chit IN HOA (dén Caps lock s& bat hoic tat twong tng theo
che do)

- Enter: Phim dung dé ra lénh thuc hién mot Iénh hoic chay mot chuong trinh dang duoc
chon.

- Space Bar: Phim tao khoang cach gitta cac ky tu, trong mot s6 truong hop phim nay con
dugc ding dé danh dau vao cc 6 chon. Luu y mdi khoang cach ciing duoc xem la mot ky tu,
goi la ky tu trang hay trong.

- Backspace: Lui dau nhay vé phia trai mot ky tu va x6a ky ty tai vi tri d6 néu cd.

- Céc phim Shift, Alt (Alternate), Ctrl (Control) Ia phim t6 hop chi c6 tac dung khi nhan kém
vai cac phim khéac, moi chuong trinh sé ¢6 qui dinh riéng cho cac phim nay.

- D6i voi phim Shift khi nhan va giir phim nay sau d6 nhan thém phim ky tr dé gd chit IN HOA
ma khong can bat Caps lock, hoac dung dé g6 cac ky tu bén trén doi vai phim cé 2 ky tu.

- Phim windows E: Ma menu Start cia Windows va dugc dung kém vai cac phim khac
dé thuc hién mot chire niang nao do.
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- Phim Menu (E): C6 tac dung giéng nhu ndt phai chuot.

* Cdc phim diéu khién man hinh hién th;:

- Print Screen(SysRq): Chup anh man hinh dang hién thi va luu vao b nh¢ dém Clipboard,
sau do, c6 the dan (Paste) hinh anh nay vao bat ctr tng dung nao ho trg hinh anh, hay cac trinh
xir ly do hoa (Paint, Photoshop,...). O cac chuong trinh xur 1y d6 hoa, chon New trong trinh don
File va dung I¢énh Paste trong trinh don Edit (hay dung t0 hop phim Ctrl+V) d€ dan hinh anh vira
chup vao 0 trang dé xur Iy n6é nhu mot anh thong thuong.

- Scroll Lock: Bat/tit chirc ning cudn vin ban hay ngung hoat dong cua mot chuong trinh.
Tuy nhién, nhiéu trng dung hién nay khong con tuan Iénh phim nay nira. NO bi coi 1a "tan du"
cta cac ban phim IBM PC cii. Bén Scroll Lock hién thi trang thai bat/tat caa nut.

- Pause (Break): CoO chirc nang tam dung mot hoat dong dang thuc hién, mot ng dung nao
d6 dang hoat dong.

* Cac phim diéu khién trang hién th;:
- Insert (Ins): Bat/tat ché do viét dé (Overwrite) trongcac trinh xir 1y vin ban.

- Delete (Del) : X6a ddi tugng dang duoc chon, x6a Ky ty nam bén phai dau nhay trong cac
chuong trinh xtr Iy van ban.

- Home: Di chuyén dau nhay vé dau dong trong cac chuong trinh xir 1y van ban,
- End: Di chuyén dau nhay vé cudi dong trong cac chuong trinh xir Iy vin ban.

- Page Up (PgUp): Di chuyén man hinh Ién mét trang trudc néu ¢ nhiéu trang trong cira s6
chuong trinh.

- Page Down (PgDn): Di chuyén man hinh xudng mét trang sau néu cé nhiéu trang trong
ctra s6 chuong trinh.

* Cac phim miii tén:

Chtec nang chinh dung dé di chuyén (theo huéng mili tén) dau nhay trong cac chwong trinh
Xt Iy van ban, diéu khién di chuyén trong cac tro choi.

* Cym phim so:

- Num Lock: Bat hay tat cac phim s6, dén Num Lock sé& bat hoac tat theo trang thai cua
phim nay. Khi tat thi cac phim sé cé tac dung duoc ky hiéu bén dudi.

- Cac phim sb va phép tinh théng dung co chirc ning gidng nhu may tinh cam tay. Luu y
dau chia la phim/, dau nhan la phim * va dau bang (két qua) la phim Enter

* Cac den bao:

Céc dén bao twong (ing Vi trang thai bat/tit cia cac nit Num Lock, Caps Lock, Scroll Lock.

* C4c dau cham noi:

- Céc dau cham nam trén phim F va J gitp nguoi dung dinh vi nhanh duoc vi tri cua hai
ngon tro tri va phai khi sir dung ban phim bang 10 ngon tay.

- Dau cham nam trén phim s6 5 bén cum phim sé giap dinh vi ngon giira tai vi tri s6 5 khi
thao tac.

* Cac chirc nang khac:

- B4i voi ban phim c6 cac phim hd tro Media va internet, cac phim nay duoc sir dung nhu
cac Iénh trong cac chuwong trinh Media (xem phim, nghe nhac,...) va Internet (duyét Web,
Email,...).
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- Néu ban phim c6 thém cac cong USB, Audio (am thanh) thi dy cam cua c4c cong nay
phai dugc cam vao cdc cong tuwong tng trén may vi tinh.

- Ngoai ra mot so
khién (driver) trong

2. Sw dung chugt

ban phim ¢6 cc phim dac biét can phai duoc cai dat chuong trinh dicu
dia CD keém theo dé hoat dong.

Cdc hanh dong ma chudt thuc hién

Tré déi tuon Ra chudt trén mat phang ban dé di chuyén con tro chugt trén man hinh tro
9| 4én déi twong can xir 1.

Click trai Thudng dung dé chon mot dbi tuong, bang cach tro dén dbi twong, nhan
nhanh va tha chuot.

R&/Kéo (Drag) | Dungdi chuyén ddi twong hogc quét chon nhiéu déi twong ... bang cch tro
deén doi twong, nhan va gilt nat trai chudt, di chuyén chuét dé doi con tro
chuot den vi tri khac, sau d6 tha chuot.

Click phai Thuong dung hién thi mot menu céng viée lién quan dén muc duoc chon,

P bang cach tré dén doi tugng, nhan nhanh va tha nutt phai chuot
Bim di Thudng ding dé kl'Ch‘hOat chuong trinh dugc hién thi du6i dang mot biéu
P tuong trén man hinh, bang cach tré dén doi tuwong, nhan nhanh va tha nut trai
(Double click) chuot 2 1An

Bai 2: LAM VIEC VOI HE PIEU HANH

1. Khai niém biéu tweng (Icon), biéu twong dwong tit (Shortcut).

Lién két dén cac chuong trinh thuong duogc sir dung trong may tinh.

+ Biéu tuong cta thu muc: Mot thu muc duoc hé diéu hanh biéu dién bang mot biéu tuong.

Hinh anh caa biéu twong 14 tdi hd so mau vang (© ).

+ Biéu tugng cuall

6i tat thu muc (Shortcut) ¢6 hinh anh 14 tGi ho so mau vang

nhung c6 thém hinh miii tén goéc dudi bén trai.

+ Biéu tuong cua

tép tin: Tép tin duoc hé diéu hanh biéu dién bang mot biéu

tuong. Hinh anh cua tép tin rit da dang do mdi tép tin chuong trinh c6 1 biéu tuong riéng.

+ Biéu twong cua
goc dudi bén trai.

16i tat tép tin (Shortcut) 1 biéu twong cua tép tin co thém hinh miii tén

C6 mot s6 biéu twong diic biét ciia Hé diéu hanh (HPH) Windows nhu:

My Computer (Computer/This PC) E
Biéu tugng nay cho phép duyét nhanh tai nguyén trén may tinh.

My Network Places (Network)

Néu mo cira s6 My Network Places (Network) ban s& thiy tén va cac tai nguyén
cua cac may tinh trong mang may tinh cuc bo (LAN) cua ban. Tur day ban cé thé chelizs

truy cip cac tai nguyén da duoc chia sé ma ban da duoc cip quyén sir dung.
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Recycle Bin

Recycle Bin la noi Iuu trit tam thoi cac tap tin va cac dbi tuong da bi xoa. Nhirng o
doi twong nay chi that sy mat khi ban x6a ching trong ctra s6 Recycle Bin hoac J
Click phai vao bicu twong Recycle Bin rdi chon Empty Recycle Bin. Néu muon ey iu
phuc hoi céc tap tin hoac cac doi tuong da bi x06a, ban chon doi twong can phuc
hdi trong ctra s6 Recycle Bin, sau d6 click phai/ Restore.

Folder

Folder dugc goi la “tap h6 s0” hay “biéu twong nhém” hay “thu muc”. Folder 13 noi quan
ly cac Folder khac (cap thap hon) va cac tap tin.

Menu Start

Khi Click Ién nat Start trén thanh Taskbar, thuc don Start sé¢ dugc mo ya san sang thi
hanh cac chuong trinh tng dung. Ngoai ra, trén thuc don nay ban con c6 thé thuc hi¢n cac
thao tac tim kiém va dinh cau hinh cho may tinh.

CA4c 16i tit (biéu twong chwong trinh - Shortcuts)

Cac 16i tit gip ban truy nhap nhanh mot ddi twong nao dé, vi du mot chuwong trinh, mot dia
cing, Mot thu muc v.v... B maé 1 doi tugng, ban Click dap trén Shortcut cua n6 hoac click
phai/Open.

Menu d6i twong

Trong Windows khi ban Click phai trén mét biéu twong cia mot déi twong, mot menu tuong
ung vai doi tuong do6 sé dugc mao ra dé ban chon cac Iénh trén d6i twong do. Trong cac phan
tiep theo, nhirng menu nhu vay sé€ duoc goi la menu doi tuong.

2. Khai niém cira s6 Windows, thanh phan va cac thao tac véi cira s6 Windows
Explorer.

Internet Explorer: Trinh duyét Internet mac dinh caa hé diéu hanh Windows.

Windows Explorer/File Explorer 1a chuong trinh ¢ sin trong hé diéu hanh Windows,
cung cap giao dién do hoa cho phép quan 1y cac tai nguyén trén may tinh nhu 6 dia, thuw muc
va tép tin.

* Khéi dong Windows Explorer/File Explorer.

Céach 1: Vao Start\ Accessories \ Windows Explorer (Start\File Explorer).

Céch 2: Nhay chuot phai vao nat Start sau d6 chon Explorer ¢¢ mg Windows Explorer.
Céch 3: An t6 hop phim WINDOW (E) + E trén ban phim may tinh.
* Cira s6 Windows Explorer:

Khung tréai chtra tén c4c 6 dia va cac thu muc, khung phai hién thi néi dung cua muc dugc
chon trén khung trai:

- Hé diéu hanh Windows gén ky tu C, D....cho céc loai 6 dia logic khéc. Vi du: (C:), (D3),...

- Mdi 6 dia trén may tinh déu c6 mot thu muc (Folder) chinh duoc goi 1a thu muc gbc chta
cac tap tin trén 6 dia. B¢ dé dang cho viéc quan ly cac tép tin, co thé tao thém cac thu muc
con khéc, long nhau, chira cac tép tin theo tirng chu dé theo y muon.

+ Nhay chudt chon 6 dia bén khung trai dé hién noi dung cta thu muc géc bén khung phai.

+ Nhay chudt vao tén thu muc bén khung trai dé hién noi dung caa thu muc d6 bén khung phai.

+ Thay dbi hinh thtc hién thi trén khung phai: Nguoi st dung chon View va chon mot trong
5 hinh thic hién thi:
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+ Thumbnails: Thuong dung dé xem trudc file hinh.

+ Tiles: Hién cac tép tin va cac thu muc con ¢ dang biéu tugng 16n.
+ lcons: Hién cac tép tin va cac thu muc con & dang biéu tuong nho.
+ List: Hién c4c tép tin va cac thu muc con ¢ dang liét ké danh séch.

+ Details: Liét ké chi tiét cac thong tin nhu tén (Name), kiéu (Type), kich thudc luu trit
(Size), ngay gio tao hay sira (Modified).

- Hién, an cay thu muc bén khung trai: Ngudi sir dung nhay chuét tréi chon hay bo chon nat
Folders trén thanh céng cu chuan.

- Sap xép dir liéu bén khung phai: Ngudi s dung vao View \ Arrange Icons by va chon
thar tu sap xép. Theo tén: Name, theo kich thudc: Size, theo phan mo rong: Type, theo ngay
thang tao stra: Modified.

3. Thanh tac vu Taskbar

NGt Start ding mé menu Start dé khoi dong cac chuong trinh. Nt cac chuwong trinh dang

chay dung chuyén doi qua lai gitra cac chuong trinh.
Khay h¢ thong chira bicu tugng cia cac chuong trinh dang chay trong bo nhé va hien thi

gio cua hé thong.

* C4c thanh phdn cua thanh tac cu Taskbar

- Lock the Taskbar: Khoa thanh Taskbar.

- Auto hide: Cho tu dong an thanh Taskbar khi khong sir dung.

- Keep the Taskbar on top of other windows: Cho thanh Taskbar hi¢n 1€n phia truéc cac cta
SO.

- Group similar taskbar buttons: Cho hién cac chuong trinh cung loai theo nhom.

- Show Quick Launch: Cho hién thi cac biéu tugng trong Start menu véi kich thuéc nho
trén thanh Taskbar.

- Show the Clock: Cho hién thi ddng ho trén thanh Taskbar.
- Hide inactive icons: Cho an biéu twong cac chuong trinh khong dugc kich hoat.
4. Thanh cong cu Toolbar

Thanh Toolbar 1a thanh céng cu caa Windows, viéc ting téc hién thi cua né s& khién cho
ban tict kiém thoi gian, tir d6 thao tac va lam viéc trén may tinh hi¢u qua hon.

- Thanh c6ng cu (Toolbar): Chira cic chirc ning dugc biéu dién dudi dang biéu tuong.
* Céac nut céng cu trén thanh Toolbar

- Back: Chuyén vé thu muc trude do.

- Up: Chuyén 1én thu muc cha.

- Forward: Chuyén t&i thu muc vira quay vé (Back).

- Search: Tim kiém tap tin/ thu muc.

- Folder: Cho phép an/ hién cira s6 Folder bén tréi.

- Views: Cac ché do hién thi cac ddi tuong (tap tin/thu myc/6 dia)

Noi dung trong cira s6 ¢6 thé dugc sap xep the hién theo thir tw. Do vai kiéu thé hién Details,
ban co thé thuc hién bang cach luan phién nhan chuot 1€n cot twong ing (Name, Size, Type,
Date Modified).
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Trong cac kieu thé hién khac ban c6 thé thuc hién bang Iénh View/ Arrange Icons By va lya
chon tiep mot trong cac khoa sap xep (theo tén, kich c& tap tin, kiéu tap tin, hoac ngay thang
cap nhat).

Trong kiéu thé hién bing cac biéu trong 16n va biéu twong nho ban cé thé ¢é Windows sap
xeép ty dong bang Iénh View/Arrange Icons By/Auto Arrange. Tuy chon Auto Arrange chi ap
dung cho cira $6 cua thu muc hién hanh.

Bai 3: QUAN LY THU MUC VA TEP
I. Thu muc va tép
1. Khai niém vé tép, thw muc va cac dic trung cia no.

Tép (tap tin, file) 12 don vi nhé nhat dé luu trit thong tin trén cac thiét bi luu trir. Bé dé quan
ly, tim Kiém nguoi ta Iuu c&c tép vao cac thu muc theo tirng chu dé nao do.

2. Céac thiét bi dung lwu giir thw muc va tép.

Tép va thu myc duge luu trir trén cac thiét bi luu trir thuoc bo nhé ngoai: dia cung, dia
quang, cac thiet bi luu trit chuan USB (tham chi trén mang Internet)

Il. Quan ly thw muc va tép
1. Xem thong tin dic trung cia tép va thu muc.

Pé xem thdng tin cua tép, thu muc, ta bAm phai chudt tai dbi twong can xem va chon
properties

2. Tao, ddi tén cho tép va thw muc.
2.1. Tao mét thuw muc
a) Mo thu muc muén tao thém thu muc con.

b) Chon menu File\New\Folder hay chon Make a new Folder bén khung trai. Mot thu muc
mai hién thi véi tén mac dinh la New Folder.

¢) GG tén thu muc mégi (néu mudn) va an phim Enter.

2.2. Déi tén tdp tin hay thw muc: (Rename)

a) M 6 dia hay thu muc chta tap tin hodc thu myc con can doi tén.

b) Click vao tén tap tin hay thu muc mubn doi tén.

c¢) Chon menu File\Rename hay chon Rename this file hoac Rename this folder bén khung
trai.

d) G& tén mai, sau d6 an phim Enter.

3. Chon, sao chép, di chuyén tép va thw muc.

3.1. Chen tdp va thuw muc

- Chon 1 tép, thu muc: Bam chudt vao d6i twong dé chon no.

- Chon cAc tép, thu muc lién ké nhau: Chon doi twong dau, giir phim Shift trong khi chon
doi tuong cuoi.

- Chon céc tép, thw muc khdng lién ke nhau: Chon 1 d6i tugng, giir phim Ctrl trong khi chon
cac doi tugng khac.

3.2. Sao chép mét tdp tin hay thw muc (Copy)
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a) Mo 6 dia hay thu muc chtra tép tin hay thu myc con can sao chép Click vao tén tap tin
hay thu muc muon sao chép Chon menu Edit\Copy To Folder ... hay chon Copy this file hoac
Copy this folder. Hop thoai Copy Items xuat hién.

Trong hop thoai nay, click chon 6 dia, thuy muc mudn chuyén dén, sau dé click nat Copy.
3.3. Di chuyén mét tdp tin hay thw muc:(Move)

a) M 6 dia, thu muc chtra tap tin hay thu muc con can di chuyén

b) Click vao tén tap tin hay thu muc mudn di chuyén.

¢) Chon menu Edit\Move To Folder... hay chon Move this file hoac Move this folder bén
khung trai. Hop thoai Move Items xuat hién.

d) Trong hop thoai nay, click chon 6 dia, thu muc muén chuyén dén, sau d6 click ntit Move.
4. Xba, khoi phuc tép va thu muc.
4.1. X6a tdp tin hay thw muc

Khi x6a tap tin hay thu myc trong dia cung, Windows s& di chuyén tap tin hay thu muyc dé
vao Recycle Bin. Day 1a thu muc cua Windows dung chira cac file bi xda. C6 thé mo thu
muc nay dé phuc hoi lai hoac x6a han khoi dia cung.

Néu x06a dir liéu trén thiét bi luu trir USB hay dia CD ghi dugc thi khong dugc chuyén vao
Recycle Bin. Néu dix liéu nam trén 6 dia mang thi Windows c6 thé chuyén vao Recycle Bin
hay x6a di tiy thudc vao su cai dat cia ngudi quan tri mang.

a) Chon tap tin hay thu muc can x0a.
b) Chon menu File\Delete hay chon muc Delete this file hay Delete this folder.

¢) Windows Explorer s& hién thi hop thoai xac nhan xoa. Click niit Yes dé thyc hién; hoac
click No néu khéng.

Cha y: Bé x6a vinh vién tap tin hay thu muc, giit phim Shift trong khi chon muc Delete. ..
4.2. Khoi phuc tép va thuw muc bi x6a

- Click phai vao doi tugng can xda va chon muc Delete. Vi céch x6a nay c6 the phuc hdi
lai ngay bang céch Click phai vao vung trong bén khung phai va chon muc Undo Delete.

- Trong cac truong hop can khdi phuc lai tép va thu muc bi x6a nhung duoc chuyén dén
Recycle Bin: Mg Recycle Bin (Bam dup vao bieu tugng Recycle Bin trén Desktop), chon cac
doi twong muon khdi phuc, bam phai chudt va chon Restore.

5. Tim kiém tép va thw muc.

Chon vi tri can tim kiém (ca may tinh, 6 dia, thu muc), g6 noi dung tim kiém vao khung tim
kiem (goc trén, bén phai man hinh), két qua tim kiem sé xuat hién ngay trén man hinh.

Cha y: C6 thé dung cac ki tu dai dién: * va ? trong khoa tim kiém.

Bai 4: MOT SO PHAN MEM TIEN ICH

I. Phan mé&m nén va giai nén (WinRar)
1. Nén céc tap tin dir liéu
* M6 thu muc can nén, nhap chudt phai, chon Add to archive... dé nén dit liéu
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Hop thoai hién ra bao gém: Archiye Name: Tén file sau khi nén, Archive format: Lua
chon dinh dang file nén. Nhap OK dé nén dir liu.

*Ngoai ra, ban con c6 thé nén nhanh dir lidu bang cic tuy chon khac nhu: Add to
""tén_file.rar": Nén nhanh file véi tén 1a tén ctia doi tuong dugc chon.

Compress and email...: Nén file c6 tuy chon sau d6 guri file nén nay qua email

Compress to "tén_file.rar" and email: Nén file nhanh khong c6 tiy chon véi tén file nén la
tén cua do1 tugng, sau do gui file nay qua email

2. Giai nén dir liéu

Ban mé thu muc cr:ip giai nén, nhap chudt phai va chon Extract files... dé giai nén dir liéu.
Hop thoai hién ra, nhan OK

Extract here: Giai nén file ngay tai noi chira tap tin nén nay.

*Ngoai ra, ban co thé giai nén nhanh dir liéu qua céc tiy chon khac nhu:

Extract to tén_file\: Tao mot thu muc co tén giéng tap tin nén va giai nén vao do.

Trong qua trinh giai nén, néu file ctia ban dugc dit mat khau can nhap ding mat khau thi
mai tién hanh giai nén dugc.

I1. Phan mém diét virus, phan mém an ninh mang

1. Khai niém

Phan mém diét virus 12 phan mém c6 tinh nang phat hién, loai bo cac virus may tinh, khic

phuc (mot phan hoac hoan toan) hau qua cua virus gay ra va c6 kha nang dugc nang cap dé
nhan biét cac loai virus trong tuong lai.

Phan mém diét virus thuong hoat dong trén cac nguyén li co ban nhéat nhu sau:

+ Kiém tra (quét) c4c tap tin dé phat hién cac virus da biét trong co s& dir liéu nhan dang vé
virus cua chung.

+ Phat hién cac hanh dong cua cac phan mém gidng nhu cac hanh dong cua virus hoic céc
phan mém doc hai.

2. Phan loai phan mém diét virus
Néu xét theo tinh thuong mai, ta c6 thé chia phan mém diét Virus thanh:

+ Phan mém diét virus thuong mai: Ban phai bo tién dé dwoc sir dung phan mém trong mot
khoang thoi gian (pho bien) hoac mai mai. Cac ban thuong mai thuong day du tinh nang,
khong quang cao, dugc ho tro ky thuat tir nha san xuat.

+ Phan mém diét virus mién phi (Antivirus software free): Ban khdng phai mét tién ¢é mua
ban quyén sir dung. Tuy nhién, phién ban mién phi thuong khong day du chirc ning, dinh
kém cac quang cédo gay kho chiu cho nguoi str dung.

* Néu xét theo hang, ta co thé ké tén mot sé thuong hiéu ndi tiéng ¢ Viét Nam nhu sau:
- BKAV: Phan mém diét Virus xuat x&r tir Viét Nam.

- Kaspersky: Phan mém diét virus xuat xu tir Nga.

- Norton: Phan mém diét virus cua hdng bao mat Symantec, c6 tru sé chinh dic tai My.

- Panda: Phan mém diét virus cua hdng bao mat Panda Security, c0 tru s¢ chinh dat tai Birc
va hién da c6 mat tai hon 195 quoc gia trén the giai.

- Trend Micro: Py 1a phan mém diét virus cua Nhat Ban.
Va mét s6 thuong hiéu khac nhu: Avira, CMC, Avast, AVG...
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I11. Phan mém chuyén d6i dinh dang tép

C6 nhiéu cach chuyen PDF sang Word dé chinh sira, copy ndi dung dé dang hon, tuy nhién
hay lua chon cach phu hop va hiéu qua nhat dé tranh viéc bi 16i font chir sau khi chuyén doi.

Sir dung cong cu tryc tuyén: Sir dung cac cong cu tryc tuyén gip may tinh cia ban tiét kiem
kha nhiéu khoang Iuu trit vi khong phai cai dat thém bat ki phan mém nao nhu
PDFtoWord.com la mét vi du.

IV. Da phuong tién

,Céc‘phén‘ mém st dung da phuong tién rat phong phu, trong Windows ciing da cai sin mot
s0 phan mém nhu vay. Pho bién nhat 1a Windows Media Player

Bai 5: SU DUNG TIENG VIET

1. Céc khai niém lién quan

B go tiéng Viét: Hién nay sir dung cac bo gb tiéng Viét: Unicode, TCVN3 va VNI. Nhiing
van ban trao doi trén Internet thi nén st dung bo gé Unicode

Phong chit: Ung véi mdi bo gb tiéng Viét co mot bo cac loai phdng chir khac nhau.

Phan mém: Phan mém gd tiéng viét rat phong phu, phd bién hon ca 1a UniKey va VietKey

2. Lua chon va cai dit céc tién ich sir dung tiéng Viét:

Ddi v6i phan mém Unikey c6 thé dung ngay khéng can cai dat.

3. Chuyén ddi phong chir Viét.

Trong UniKey c6 thé chuyén d6i bo gd tiéng Viét bang to hop phim Ctrl + Shift + F6

4. Sir dung nhiéu ngdn ngir trong mat tai liéu.

Néu biéu twgng ciia chwong trinh g tiéng Viét 1a 2 thi ta c6 thé g0 tiéng Viét, muon
chuyén sang ché d6 go tieng Anh, ta bam chugt vao biéu twong, Iic nay biéu tugng sé chuyén

thanh £l

Bai 6: SUDUNG MAY IN
I. Lwa chgn may in
Trudc khi in vin ban phai lya chon may in trong danh sach may in dwoc két ndi véi may tinh.
I1. In van ban
1. bat kich thwéc trang in

Céc tham s6 thiét dat cho trang in s& dugc 4p dung cho moi trang trong tép vin ban. Cac
tham s0 sau day dac trung cho mot trang in:

Céc bude dé thiét 1ap cau trdc trang in, khd gidy in nhu sau:
Chon PageLayout | Page Setup.. dé kich hoat. Hop thoai Page Setup xuat hién;
- Thé Paper Size: cho phép ban lya chon khoé gidy in:

Muc Paper size: dé chon kho gidy in. Bao gom céc kho: Letter, A, Al, A2, A3, A4, A5,..
tuy thugc vao tirng loai may in. Binh thuong, van ban dugc soan thao trén kho A4;

Ngoai ra ban c6 thé thiét Iap chiéu rong (muc Width), chiéu cao (muc Height) cho khé gidy;
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Muc Orientation: dé chon chiéu in trén kho giay. Néu la Portrait — in theo chiéu doc;
Lanscape — in theo chiéu ngang kho giay;

Muc Apply to: dé chi dinh pham vi cac trang in duoc &p dung thiét 1ap nay. Néu la Whole
Document - ap dung cho toan bg tai liéu; This point forward - ap dung bat dau tir trang dang

chon trd vé cudi tai liéu;

Muc Preview — cho phép ban nhin thay cau truc trang in da thiét 1ap;

Nhan nat Default.. — néu ban mudn ap dung thiét 1ap nay 1a ngam dinh cho cac tép tai liéu

sau cua Word;

Nhan OK dé dong y va déng hop thoai lai.
Thé Margin: cho phép thiét Iap I& trang in

e Muyc Top: dé thiét 1ap chiéu
cao cua I¢ trén cua trang in;

e Muc Bottom: dé thiét lap
chiéu cao cua I¢ dudi cua trang
in;

e Muc Left: dé thiét lap chiéu
rong cua lé bén trai cua trang in;

e Muc Right: dé thiét lap
chiéu rong cua Ié bén phai cua
trang in;

l— Header
[.\'tl ::: -—
2 — Top
( ;“"Cr :::::::::‘-__ —
——pr—— \ Right
Y ——— Bottom
Footer |48 =0 e

Hinh 1. Che tham s6 d8 thidt dit trang in

Muc Gutter: dé thiét 1ap bé rong phan gay tai liéu;

Muc Header — thiét lap chiéu cao cua phan tiéu dé dau trang (Header);

Muc Footer — thiét lap chiéu cao ciia phan tiéu dé cubi trang (Footer);

Muc Apply to: dé chi dinh pham vi cac trang in dugc &p dung thiét 1ap nay. Néu 1a

Whole Document - 4p dung cho toan b tai liéu; This point forward - 4p dung bat dau tir
trang dang dat diém tro tro ve cudi tai liéu;

e Muc Preview cho phép ban nhin thiy céu tric trang in da thiét 1ap;

e Nhan n(t Default.. — néu ban mudn ap dung thiét 1ap nay 1a ngadm dinh cho céc tép tai

liéu sau cua Word;

e Nhan OK dé dong y va dong hop thoai lai.

2. Xem ndi dung trwéc khi in

Dé bat man hinh Print preview, ban cd thé 1am theo mét trong hai céch:

Céach 1: Mo muc chon File | Print

Céach 2: Nhan nat Print preview [ trén thanh cong cu Quick Access.

3.In

Céach 1: Mo muc chon File | Print.
Céch 2: Nhan t hop phim Ctrl + P

- Hop Printer cho phép chon may in can in (trong trudng hop may tinh co ndi t&i nhiéu
may in). Nt Properties cho phép thiét 1ap cac thudc tinh cho may in néu cén;

- Hop Page range- cho phép thiét 1ap pham vi céc trang in:
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+ Chon All — in toan bo céc trang trén tép tai liéu;
+ Current page — chi in trang tai liéu dang chon;

+ Pages — chi ra c4c trang can in. Qui tic chon ra c4c trang can in nhu sau: <tir trang>-<dén
trang>

- Hop Copies — chi ra s6 ban in
- Hop Page per sheet dé chi ra s trang tai liéu s& duoc in ra mot trang giay.
- Cudi cuing nhan nat OK dé thyc hién viéc in an.
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Phan 111: KY NANG XU LY VAN BAN CO BAN
Bai 1: KIEN THUC CO BAN VE VAN BAN, SOAN THAO VA XU LY VAN BAN

I. Khai niém vin ban
Vin ban 1a mot loai phuong tién ghi tin va truyén dat thong tin bang ngon ngi (hay mét loai
ky hiéu) nhét dinh.

Vin ban 1a san pham cua hoat dong giao tiép bang ngdn ngit ¢ dang viét. Van ban thuong
la tap hop cua cac cau co tinh tron ven vé noi dung va hoan chinh vé hinh thirc, cé tinh lién
ket chat ché va hudng tai mot muc tiéu giao tiep nhat dinh.,

Theo nghia rong, van ban duoc hiéu 13 vat mang tin dugc ghi bang ky hiéu hoic
ngon ngir, nghia 1a bat cir phuong tién nao dung dé ghi nhan, truyén dat théng tin tir chu thé
nay dén mot cha thé khac.

Theo nghia hep, vin ban duoc hiéu la cac tai liéu, giy to, hd so duoc hinh thanh trong giai
doan hoat dong cua cac co quan nha nudc, cac t6 chirc x& hoi, cac to chie kinh té. Theo nghia
nay, céac loai gidy to dung dé quan ly va diéu hanh céc hoat dong cua co quan, to chirc nhu
chi thi, thong tu, nghi quyét, quyét dinh, dé an cong tac, bao cio... déu duoc goi 1a van ban.
Ngay nay, khai ni¢ém vén ban stir dung mot cach rong rai trong cac hoat dong cua cac co quan,
to chuc.

I1. Soan thao van ban va xi ly van ban
1. Microsoft Word

2. Libre Office Writer

3. AbiWord

Bai 2: SUDUNG MQT PHAN MEM XU LY VAN BAN CU THE

I. Mé, dong phan mém xir Iy vin ban

1. Khéi dong Microsoft Word

- Khai dong tur shortcut man hinh Desktop:

- M& man hinh Start va chon mg Microsoft Word 2013:
- Windows + R -> Nhap Winword -> OK

Man hinh Word khi khei dgng

Thong thuong, khi mé Word, chi thdy mét cira s6 Word tréng, nhung véi Word 2013 s&
thdy mot bang véi nhiéu mau giao dién van ban dé lya chon. O bén phai, c6 nhiéu hinh anh
thu nhé minh hoa nhiéu mau (template) khac nhau va & phia bén trai hién thi nhiing tép tin,
cho phép mé nhitng tép tin Word gan day va mé nhitng tép tin sin c6 khac.

Dé tao mét trang Word tréng, chon Blank document, man hinh Word ma ra:
2. Pong Microsoft Word:

- Bam chudt vao nat Close (goc trén, bén phai cira s6)

- Bam t6 hop phim Alt + F4

- Chon File\Close

I1. Mé& vin ban c6 sin, tao viin ban méi, luu vin ban
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1. Mé& mét tap tin van ban
Céch 1: Bam t6 hop phim Ctrl + O.
Céach 2: Nhay chuét vao Tab File, chon Open

Chon vi tri luu trix tap tin can ma, chon tép tai liéu, cudi cling nhay nat Iénh open dé tiép
tuc. Tép tai liéu sé dugc mo ra trén man hinh Word.

3. Tao méi van ban
Céch 1: Bim t6 hop phim Ctrl + N.

Cach 2: Nhay chuét vao Microsoft Office Button (hoac Tab File), chon New, nhay dap
chuot vao muc Blank document.

Luu y:

Nggai muc Blank document, chon mot mau khéc, nhay dap chudt dé tao mot tai liu méi
tir mau da chon.

Trudc khi soan thao van ban nén thiét 1ap mot sb théng sé: Font, can 18, kich thuéc 1.

3. Luu mot tap tin

Céch 1: BAm t6 hop phim Ctrl + S.

Cach 2: Nhay chuot vao Microsoft Office Button (hoac Tab File), chon Save.

Céch 3: Chon biéu tugng Save trén thanh Quick Access Toolbar /Sau d6 chon vi tri mudn
luu tap tin/dat tén va chon Save

Luu y:

Mac dinh,vtai liéu caa Word 2013 duoc luu véi‘dinh dang la *.DOCX. Véi dinh daqg n@y,
s€ khong thé nao m¢ dugc trén Word 2003 tré ve trudc neu khong cai thém bo chuyén doi.
Dé tuong thich khi m¢ trén Word 2003 ma khong phai cai thém chuong trinh, tai muc Save
files in this format, chon Word 97-2003 Document (*.doc)/nhan OK.

Ngoai cac dinh dang duoc hd tro boi MS Office cac phién ban trude d6 nhu Doc, Docx...
thi Office 2013 ciing h trg luu file dudi dinh dang PDF va XPS.

I11. Bién tap ndi dung van ban

1. Thao tac véi ban phim

1.1. Céc phim di chuyén con tré

- Phim 1: Di chuyén con tré 1én mot dong

- Phim |: Di chuyén con tré xuéng mét dong

- Phim —: Di chuyén con tro sang phai mot ky tu

- Phim «: Di chuyén con tré sang trai mot ky tur

1.2. Cac phim xoa ky tw

- Phim Delete: Xo04 ky tu tai vi tri con tré (bén phai con tro).

- Phim Backspace: Xo4 ky tu lién trai vi tri con tro.

- Phim Insert: Dé chuyén ddi giita ché d6 chén (Insert) va thay thé (Overwrite) ky tu.
1.3. Cdc phim diéu khién

- Phim Home: Chuyén vi tri con tré vé dau dong van ban chira con tro.

- Phim End: Chuyén vi tri con tro vé cudi dong van ban chira con tré.
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- Phim Page Up: Chuyén vi tri con tro 1én trén mot trang man hinh.

- Phim Page Down: Chuyén vi tri con tré xudng dudi mot trang man hinh.
- V& dau van ban: An d6ng thoi Ctrl+Home.
- V& cudi van ban: An dong thoi Ctrl+End.

2. Thao tic nhanh trong vin ban véi cic phim tit thong dung

Phim tit Téc dung

Ctrl+1 Gian dong don (1)

Ctrl+2 Gian dong doi (2)

Ctrl+5 Gian dong 1,5

Ctrl+0 (zero) Tao thém d6 gidn dong don trudc doan

Ctrl+L Can dong trai

Ctrl+R Can dong phai

Ctrl+E Can dong gitia

Ctrl+J Can dong chir dan déuhaibén, thang I&

Ctrl+N Tao file méi

Ctrl+O M file da co

Ctrl+S Luu noi dung file

Ctrl+P In 4n file

F12 Luu tai liéu véi tén khac

F7 Kiém tra 15i chinh ta tiéng Anh

Ctrl+X Cit doan noi dung da chon (bdi den)

Ctrl+C Sao chép doan noéi dung da chon

Ctrl+V Dan tai liéu

Ctrl+Z Bo qua lénh vira lam

Ctrl+Y Khoi phuc Iénh vira bo (nguoc lai vai Ctrl+2)

Ctrl+Shift+S Tao Style (heading) — Dung muc lyc tu dong

Ctrl+Shift+F Thay d6i phdng chi

Ctrl+Shift+P Thay dbi c& chir

Ctrl+D Mo hop thoai dinh dang font chir

Ctrl+B Bat/tit chit ¢am

Ctrl+l Bat/tat chir nghiéng

Ctrl+U Bat/tit chit gach chan don

Ctrl+M Lui doan van ban vao mét tab (mac dinh 1,27cm)

Ctrl+Shift+M Lui doan vin ban ra & mot tab

CtrleT Lui nhiing dong khong phai la dong dau cua doan
van ban vao mot tab
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Phim tit

Tac dung

Ctrl+Shift+T

Lui nhitng dong khang phai 1a dong dau cua doan
van ban ra € mot tab

Ctrl+A

Lua chon (bdi den) toan bd ndi dung file

Ctrl+F

Tim kiém ky tu

Ctrl+G (hoac F5)

Nhay dén trang sé

Ctrl+H

Tim kiém va thay thé ky tu

Ctrl+K Tao lién két (link)

Ctrl+] Tang mot co chir

Ctri+[ Giam mot ¢ chix

Ctrl+W Dong file

Ctrl+Q Lui doan van ban ra sat 1& (khi ding tab)
Ctrl+Shift+> Téang hai cd chix

Ctrl+Shift+< Giam hai co chix

Ctrl+F2 Xem hinh anh noi dung file trudc khi in
Alt+Shift+S Bat/T4at phan chia ctra s6 Window
Ctrl+Enter Ngat trang

Ctrl+Home Vé dau file

Ctrl+End V& cudbi file

Alt+Tab Chuyén d6i cira s6 l1am viéc

Start+D Chuyén ra man hinh Desktop

Start+E Mg cira so Internet Explore, My computer
Ctrl+Alt+O Cira s6 MS word ¢ dang Outline
Ctrl+Alt+N Citra s6 MS word ¢ dang Normal
Ctrl+Alt+P Ctra s6 MS word ¢ dang Print Layout
Ctri+Alt+L Danh s va ky tu ty dong

Ctrl+Alt+F Danh ghi cht (Footnotes) ¢ chén trang
Ctrl+Alt+D Panh ghi chi ¢ ngay dudi dong con tré ¢ do
oo 1
F4 Lap lai 1énh vira lam

Ctrl+Alt+1 Tao heading 1

Ctrl+Alt+2 Tao heading 2

Ctrl+Alt+3 Tao heading 3

Alt+F8 Ma hop thoai Macro

Ctrl+Shift++ Bat/Tit danh chi s6 trén (X?)
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Phim tit Téc dung
Ctrl++ Bat/Tat danh chi s6 dudi (H20)
Ctrl+Space (diu cach) | Trd vé dinh dang font chir mic dinh

Esc Bo qua cac hop thoai

Chuyén doi chir thudng thanh chit hoa (vai chir

Ctrl+Shift+A tiéng Viét co dau thi khéng nén chuyén)

Alt+F10 Phong to man hinh (Zoom)

Alt+F5 Thu nhé man hinh

Alt+Print Screen Chup hinh hop thoai hién thi trén man hinh
Print Screen Chup toan bo man hinh dang hién thi

3. Quan ly cac tai liéu khi soan thao

Ciing nhu nhitng phan mém Office khéc, khi soan thao thiét lap ché do luu tu dong sau mot
khoang thoi gian. Nhung ¢ mét so truong hop chura kip Iuu hay bi su €6 thi hdy yén tam vi Word
da c6 chirc nang Iuu lai céc tap tin trong nhitng trueong hop do.

Dé thiét 1ap thoi gian sao luu ty dong, thuc hién nhu sau: Chon Tab File, chon Option, chon
Save Document, Check vao 6 Save AutoRecover information every, chon thoi gian sao luu
tu dong — don vi la phut.

D¢ hién thi ban sao lwu cudi cling cua tap tin hién hanh, lam nhu sau: Chon Tab File, chon
Info, chon Version, chon tap tin muon hién thi.

Pé tim nhitng tap tin ma chua duoc luu, 1dm nhu sau: Chon Tab File, chon Info, chon
Version, chon Recover Unsaved Document.

4. Tap tin miu - Template

Word 2013 c¢6 rat nhiéu mau tai liéu can thiét cho nguoi sir dung, hay c6 thé tw tao cho minh
mot mau dé ap dung cho nhirng tai liéu phuc vu céng viéc.

IV. Xir ly 16i hién thi tiéng Viét
Pé hién thi ding tiéng Viét can chl y phai c6 phan mém gd tiéng Viét, phai chon ding
phong chir tieng Viét ting véi bo go tieng Viét do

Bai 3: PINH DANG VAN BAN
I. Dinh dang van ban (text)
Thanh c6ng cu chinh dé dinh dang Font: Tab Home, nhém Font
Pé thay doi dinh dang font mic dinh, mo mét trang Word tréng, chon Font va mot sé dinh
dang can bang cach: Chon Tab Home, nhém Font, mé cta s6 Font ™
Dé dinh dang Font chit: Chon khéi van ban can dinh dang

Tirmes Mew Ro| =

binh dang Font: Nhay , chon Font muén dinh dang.
Chon kich thuéc chit: 3 - , chon kich c& theo danh sach c6 s&n, hoic tu nhap.

Tang kich thudc: A
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Giam kich thugc: (A"

Change Case: #2 chuyén ddi tir chit hoa sang chir thuong, nguoc lai, ...
Chit in dam:, chon khéi vin ban, (Ctrl+B) / nhay biéu tweng °

Chit in nghiéng:, chon khdi vén ban, (Ctrl+1) / nhay biéu twong *

Chit gach dusi:, chon khdi van ban, (Ctrl+U) / nhay biéu tuong *
Gachgiraty:

R2

Chisd trén: * — ax?+bx=c

Chi s6 duéi: * — H20
Hiéu tng font:

MGt s6 higu ng cho font chi, t6 nen, vien chir (Outline ), d6 béng (Shadow), higu tng
guong (Reflection), phat sang (Glow), dinh dang s6 (Number Style), cac chir ghép
(Ligatures).

T6 nén font:
T6 mau font:

Xoa dinh dang: ¢ , Xoa-dinh-dang — Xoa dinh dang

Ngoai ra, ¢ thé thay d6i khoang céch giita c4c tir, vi tri tir trong hang,... mé cta s6 font,
chon Tab Advance

I1. Pinh dang doan van ban (Paragraph)

Truy cap vao céc cdng cu cua dinh dang Paragraphs bing céch chon Tab Home, chon
nhém Paragraph.

Canh 18 trong Paragraph: Canh Ié cho phép thiét Iap cach vian ban xuat hién. Pé thay doi Ié
thuc hién nhu sau:

Chon doan van ban, roi nhap vao tab Home, réi chon nit thich hop cho viéc canh Ié trén

nhom Paragraph:
- Align Left (Ctrl+L): Vin ban duoc canh I& sang mép bén trai.
- Center (Ctrl+E): Vian ban dugc cin giira céc 1.
- Align Right (Ctrl+R): Vin ban dugc canh 1& sang mép bén phai.
- Justify (Ctrl+J): Vin ban duoc dan déu ca hai bén trai va phai.

Thut 1& doan: Thut I& doan cho phép chon van ban trong mot doan canh 1& khac nhau. C6
mot so tuy chon cho viéc thut I€:

- First Line: Diéu khién duong bién bén trai cho dong dau tién caa doan.

- Hanging: Dieu khién dudng bién trén tréi voi tat ca cac dong trong mot doan ngoai trix
dong dau tién.

- Left: Biéu khién duong bién bén trai véi moi dong trong mot doan.

- Right: Diéu khién duong bién bén phai véi moi dong trong mot doan.

Tao khoang céch giira cac dong: Chon céc dong can dinh dang khoang céch cho ching.

Chon chire nang Line and Paragraph Spacing
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Thay doi cac thdng sé trong phan Spacing dé tao khoang cach giira cac dong.

Thém dwong vién va hiéu &ng to bong Thém dudng vién va té bong cho cac doan vin
ban va toan trang. Dé tao mot dudng vién bao quanh méot doan hoic cac doan, thuc hién nhu
Sau:

- Lya chon ving vin ban noi mudn c6 duong vién hay hiéu tng té bong.
- Nhap nat Borders trén nhém Paragraph, chon Border and Shading.

Ké khung

T6 béng

Trong cira s6 Borders and Shading, chon Tab Shading

Bullets and Numbering

C6 mot doan t,éi lidu liét ké dang danh sach, dé tai liéu duoc dinh dang mét cach nhanh
chong va dep mat, s dung cong cu dinh dang Bullet and Numbering.

- Chon doan tai liéu can dinh dang.

- Chon Tab Home, nhdm Paragraph, chon Bullets hoac Numbering
Cac dang Bullets:

Cac dang Numbering

Dang phan cip - Multilevel List

C6 nhig doan tai ligu c6 nhicu phan cap, khong can phai chon timg dang Numbering va
Bullets, Word 2013 sé giup dinh dang nhanh chong chi can mét lan cho tat ca céc cap.

Chon doan tai liéu mudn dinh dang.
- Vao Tab Home, nhém Paragraph, Multilevel List, Define New Multilevel List

Sau khi OK dé hoan thanh thi doan vin ban s& chay cap déu tién, dé cho cAc cap con lai theo
y minh, chi can chon céc doi tugng va bam phim Tab trén ban phim. Dé Ui ra mét Tab thi st
dung t6 hop phim Shift + Tab.

Bai 4: NHUNG (EMBED) CAC POI TUQNG KHAC NHAU VAO VAN BAN

I. Bang (Table).

1. Tao bang

Dit con tro tai vi tri can chén bang, chon tab Insert, chon Tables

Chen bang:

Vé trong bang

Tu thiét ké bang véi nhitng cot va dong, co thé chon dudng ké bang theo Y riéng.
Nhung bang tir cira s6 MS Excel:

Quick Table

Ngoai ra cling c¢6 thé chon mot mau Table 6 sdn, sau d6 sé thay doi dit liéu véi Quick Table
2. Di chuyén trong bang

Str dung chudt: Mudn di chuyén téi & ndo trong bang, chi can nhay chudt vao 6 do.
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Str dung ban phim:

Phim Chirc ning
4 Pua con tro [én hang trén
v Pua con tré Xudng hang dudi
4—

Pua con tré téi 6 trude do
- A - L

Pua con tro tai 0 tiep theo

Shift + Tab Pua con tro dén 6 trude do

Alt + Home | Pua con trd V& 6 dau tién trong hang

Alt + End Pua con tro vé & cudi clng trong hang

Alt + Page Up | Pua con trd vé 6 trén ciing cua cot

Alt + Page Dn | Pua con tré dén 6 cudi cling caa cot

3. Chinh sira ciu tric bang va dinh dang bang

Céc cong cu dé dinh dang va chinh stra cau trdc bang:

3.1. Chon déi tweng muén dinh dang:

- Chon 6: Nhay chuét vao 6 can chon

- Chon cot: Nhay chuét Ién cot can chon

- Chon hang: Nhay chuét 1én hang ¢ dau hang can chon.

- Chon ca bang: Nhay chuot Ién géc trén cua bang

3.2. Thao tac thém, x6a hang va cét

- Nhay chudt vao trong bang, chon tab Layout, nhom Rows & Column:
+ Insert Above: Thém mét hang ¢ phia trén hang ch con tro.

+ Insert Below: Thém mot hang ¢ phia dudi hang ch con tro.

+ Insert Left: Thém cot bén trai cot chir con tro.

+ Insert Right: Thém cot bén phai cot cha con tro.

- Céc thao tac x6a bang, hang, cot: Chon bang, hang, cot can xoa.
+ Delete Cells: Xd6a 0.

+ Delete Columns: Xoa cot.

+ Delete Rows: X06a hang.

+ Delete Table: X6éa bang.

3.3. Trgn hodgc tach cac 6

- Chon céc 6 can tron, chon Tab Layout, nhém Merge c6 cac chirc ning sau:
+ Merge Cells: Tron cac 6 dang chon thanh mot 6 duy nhét.

+ Split Cells: Tach thanh nhiéu 6.

+ Split Table: Tach thanh hai bang khac nhau.

3.4. Canh Ié cho di ligu trong 6

- Chon céc 6 can canh 1@ dix liéu, Tab Layout, nhém Alignment
+ Text Direction: Thay d6i hudng cua dit liéu trong 6.
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+ Cell Margins: Thiét lap khoang cach giira di lidu va I& 6.

3.5. binh dang bang

Chon dbi twong can dinh dang, Tab Design

4. Tao tiéu dé cho cac trang sau ciia bang

+ Budc 1: Chon hang dau tién cua bang.

+ Budc 2: Trén tab Layout cua Table, nhém Data, chon Repeat Header Rows
5. Sip xép tinh toan trén bang

5.1. Sip xép

- bat con tro vao trong bang

- Trén tab Layout cua Table, nhém Data, chon Sort, xuét hién hop thoai

- Chon c6t lam can clr sap Xép va thi ty sap xép

5.2. Tinh toadn trén bang

- bt con tro vao 6 két qua

- Vao tab Layout cua Table, nhém Data, chon Formular

- Lwa chon ham can tinh toan va pham vi

I1. Hinh minh hea (d6i tweng dé hoa).

1. Chén ky tu dic biét

Budce 1: Dat con tro chudt tai noi mudn chén.

Budc 2: Insert/nhdém Symbols/Symbol/More Symbols...

2. Chén hinh anh vao tai liéu

- Pé con tro tai vi tri mudn chén, Tab Insert, nhém Illustrations, chon Pictures
- Chon hinh anh muén chén tir thu vién anh, Insert

Piéu chinh hinh anh

- Sau khi hinh duoc chén vao, cd thé chinh sira, dinh dang, di chuyén dén nhiing vi tri can.
- Tab Format cua Picture, c6 day du cac chuc nang dé dinh dang cho hinh anh
- Nhom Adjust: Biéu chinh d6 sang téi, mau, thay d6i hinh anh

+ Remove Backgroud: X6a nhiing viing khong can trén hinh anh.

+ Corrections: Chinh do sang téi cho hinh anh.

+ Color: Chinh mau cho hinh anh dé pht hop véi nén trang tai liéu.

+ Artistic Effect: Mot s6 hiéu tng nghé thuat, hinh anh séng dong va dep hon.
+ Compress Pictures: Pua hinh anh tro vé kich thudc ban dau.

+ Change Picture: Poi hinh anh khac.

+ Reset Picture: Bo hét tit ca nhitng hiéu ng vira thiét lap, dwa hinh anh tré vé dang ban
dau khi chen.

+ Picture Style: Biéu chinh va tao hiéu ¢ng cho hinh anh.

+ Picture Border: Dinh dang khung va dwong vién cho hinh anh: ¢ hinh anh tao diem
nhan hon, c6 thé dua anh vao khung hinh.
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+ Picture Effects: Tao hiéu g cho hinh anh véi nhiing hiéu tmg dep mat: d6 béng, 3-D,
phan chiéu guong,...

+ Picture Layout: Ngoai ra con c6 thé chuyén hinh anh vao cac lugc do SmartArt.
+ Arrange: Di chuyén va sip xép hinh anh.

+ Wrap Text: Chon cach dit anh va c6 thé di chuyén hinh anh dén vi tri mong muén.
In Line with Text: Hinh va chit cing nim trén mét hang.

Square: Chir bao quanh hinh theo hinh vuéng.

Tight: Chit bao quanh hinh theo duong vién caa hinh.

Through: Chit bao quanh xuyén sudt hinh.

Top and Bottom: Chit canh theo 18 trén va I& dudi caa hinh.

Behind Text: Hinh nim dudi chit tao hinh nén.

In Front of Text; Hinh nam trén bé mat chi.

Edit Wrap Points: Thiét 1ap giéi han chit dé 1én hinh.

More Layout Options.... M& man hinh Layout.

Céc chtrc nang khac:

+ Position: Thiét 1ap vi tri cia ddi tugng trén trang.

+ Rotate: Thiét 1ap goc xoay cho cac ddi tuong.

+ Align: Canh 1& cho di twong hai cac ddi tuong v6i nhau.

+ Group (Ungroup): Gop nhom (bd gdp nhom) cho cac dbi tuong.

+ Bring Forward: Thiét 13p vi tri nam trén hay nam duéi giita cac ddi tuong.

+ Send Backward: Thiét 1ap d6i twong nam duéi dbi twong khéc.

+ Selection Pane: Hién thi cac ddi twong dang danh sach giup dé dang chon lya va thyc thi
cac hiéu chinh trén doi tuong.

Luu y: Canh lé‘ cho cac déi tong voi nhau hay gdp nhom chi thuc hién duoc khi chon nhiéu d6i
tuong cung lic bang cach an va gitt phim Ctrl két hop nhay chudt chon cac doi tugng.

Group Size:

Cho phép thiét lap chiéu rong hay chiéu cao ciia ddi twong.
Luu y: M6 rong Size, Wrap Text, Position ciing cho cac chtrc nang tuwong ty nhu trén.
Chiic niing cit xén hinh anh:

+ Crop: Cit bo nhitng phan khong can thiét caa hinh anh.

+ Crop to Shape: Cit theo hinh duoc goi ¥ tir Auto Shape.
+ Aspect Ratio: Cit theo ty 16.

+ Fill: Cit bo nhitng ving khong duoc chon.

+ Fit: Cit bo nhitng ving dugc chon.

3. Chén d6i twong c6 sin, chir nghé thuit, lwgc do

3.1. Chén biéu tweng dwoc xay dung sdn (Shapes)

Dé chén mét s6 hinh anh c6 san trong Word, vao Tab Insert, nhom Illustrations, chon
Shapes.
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Chon hinh anh bét ky va vé& vao noi can, va chinh sira véi Tab Format cua Shapes:
3.2. Chén chér nghé thudt WordArt

Cong cu tao chir nghé thuat trong van ban, WordArt dugc xtr Iy nhu mot hinh anh chén vao
van ban.

Chen WordArt

- Chon Tab Insert, nhom Text, chon WordArt.

- Chon kiéu WordArt va nhap ndi dung

Cha y: Chon font thich hop dé hién thi duoc Tiéng Viét.
Hiéu chinh WordArt: Chon ddi tugng, vao Tab Format

Group Shape Styles: Chon d6i twong WordArt thuc hién mé rong Shape Styles, chon hiéu
ung twong ung.

Céc chire nang khac:

+ Shape Fill: Tao mau nén cho WordArt.

+ Shape Outline: Tao mau vién cho WordArt.

+ Shape Effects: Tao hiéu tng cho WordArt nhu 1 bong, phan chiéu, 3D...
Nhom WordArt Style:

+ Text Fill =" : Mau nén chit WordArt.
+ Text Outline & ™ : Mau duong vién chir WordArt.
+ Text Effect " : Hiéu (tng chit WordArt.

+ More ~ : M& rong WordArt Styles.
Hi¢u wng cho WordArt:

Ngoai cac hiéu tng nhu bong, phan chiéu, 3D... ngudi dung cd thé thay do6i hinh dang cua
WordArt bang chitc nang Transform.

SmartArt I3 mét dang biéu thi truc quan vé cac thdng tin va ¥ tudng.

Dt con tré tai vi tri mudn chén, vao Tab Insert, nhém Illustrations, chon SmartArt

Hiéu chinh SmartArt

- Pé hiéu chinh SmartArt sau khi chén vao nhém SmartArt Tools trong Tab Design

- Nhom Create Graphic: Tao mot sb dd hoa cho SmartArt, thém Shape, Bullet, di chuyén
vi tri tréi- phai — trén — dudi.

- Nhém Layouts: Chon lai dang lwoc db khac.

- Change Color: B6i mau cho cac luoc db.

- SmartArt Style: Di dang hién thj cho cac déi trong trong luoc do.

- Reset: Pua luoc d6 vé dang ban dau.

I11. Hop van ban.

Thuc hién: Tab Insert, nhdm Text, chon Text Box

Nguoi diing c6 thé chon Text Box mau ma Word 2013 cung cap hay ty thiét ké Text Box
riéng cho minh bang cach chon Draw Text Box.

Diéu chinh va dua Text vao vai thanh cdng cu Format cua Text Box.
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IV. Hoan tat vin ban
1. Kiém tra chinh ta va ngir phap tiéng Anh

Nhung chirc nang nay chi phil hop véi cac vian ban tiéng Anh, con vai tiéng Viét hién tai
chua duoc update.

Vi vay khi soan thao tai ligu thi nhimg dwong kicm tra 16i lai gy phién toai, nén thwong muon
bo n6 di. D€ loai bé nhitng chire nang kiém tra Ioi nay, vao Tab File, chon Option, Proofing,
When correcting spelling and grammar in Word, bo chon cac chirc nang kiém tra l6i.

2. Thiét 1ap Header and Footer cho tai li¢u

- Vao Tab Insert, nhom Header & Footer.

- Chon Header hoic Footer dé thiét ké.

Tab Design ciia Header hién thi khi thiét ké.

- Nhém Insert: Chen ngay, gid, thong tin tai liéu, hinh anh,....

- Nhém Navigation: Di chuyén giira Header va Footer, c4c setion.
- Nhém Options: Chon kiéu hién thi.

- Nhém Postion: Canh 18 vi tri hién thi.

- Nhom Close: Bong Header & Footer.

Thong thuong khi tao Header & Footer s& hién thi ;rén toan bo c@c trang cua tai liéu. Nhung
that ra, trén moi tai liéu thuong co nhiéu phan, muon tao moi phan la mot Header & Footer
khac nhau, thuc hién nhu sau:

- Pén cubi mbi phan hoic chuong, chon Tab Page Layout, nhém Page Setup, trong Breaks
chon Next Page

- Khi sang trang méi, mo Header & Footer, tab Design cua Header & Footer, thay c6
dong Same as Previous, vao nhom Navigation, bé chon Link to Previous, mat dong Same
as Previous.

- Sau d6 chinh lai Header & Footer cho phan hoic chuong tiép theo.
Céc phan con lai 1am twong tu.

Bai 5: KET XUAT VA PHAN PHOI VAN BAN
I. In van ban.
Bwéc 1: Vao File /Print hoic an t hop phim Ctrl + P.
Bwéc 2: Thiét 1ap in véi cac tly chon:
Copies: S6 luong in, néu mudn in mat b thi chon 1.
Printer: Tén may in mudn sir dung.
Print All Pages: In tit ca cc trang c6 trong tai liéu.
Pages: Trang cu thé dé in.

Collated: chon cach in khi lya chon in nhiéu ban: in tir trang 1 dén hét sau d6 quay lai in tix
trang 1 dén het hay 1a in ting trang du so lugng ban in.

Portrait Orientation: Lua chon khé (doc, ngang)

Ad: Khé gidy in (A3/A4/AB)

Margins: Tinh ning cin 1& ciing duoc tich hop sin tai day.
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1 Page Per Sheet: S6 trang in trén cing mot kho giay.

Buwéc 3: Nhay Print dé bat dau in.

I1. Phan phdi viin ban.

Thuc hién nhu sau: File/ Share, chon dang chia sé cua tai liéu.

Dé chia sé cua tai liéu qua Email, chon Send Using E-mail, chon dang tap tip chia sé nhu
kep file, giri duong link, PDF, XPS, hay Fax, sau d6 nhap dia chi va noi dung can gui.

Néu chua cai OutLook thi chuong trinh s€ yéu cau cai, sau d6 s& m& man hinh soan thu da
dinh kém tap tin. D6 1a gui truc tiép tap tin Word hién tai, ngoai ra co the giri tap tin caa minh
dinh dang 1a “.pdf”, hay “.xps”

Khi tap tin qua Ién, vuot qua mire quy dinh cua Email, khdng thé dinh kém dé giri Mail.
Trong truong hop nay s€ dugc ho trg bang cach gui link download. Bé goi dugc link qua mail
tur tap tin hién tai, phai Save tap tin vao vi tri co6 thé chia sé/sau d6 chon Mail/Send as
Link/Chon vi tri va dat tén cho tap tin.

Sau khi d3 Iwu tap tin vao vi tri Share/é day cu thé 1a OneDrive/Tab File/Share/Mail/Send
as Link.
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Phan IV: KY NANG SU DUNG BANG TiNH CO BAN
Bai 1: BANG TiNH PIEN TU VA MQT SO KHAI NIEM CO BAN

I. Khai niém bang tinh
1. Khai niém bang tinh va cong dung

1.1. Bang tinh gitp thuc hién viéc tinh toan trén sb liéu. Sai s6t tinh toan cd thé duoc sta
chira dé¢ dang théng qua viéc thay doi cic cong thic tinh toan.

1.2. Cong dung

- T6 chuc thdng tin mot cach khoa hoc.

- Tinh toan trén dix liéu bang cach st dung cac ham va phép tinh toan.
- Phan tich théng tin qua biéu do.

- Thong ké dit liéu

- Tinh toan tong hop s6 liéu

- In va phan phéi bang tinh

2. Mét s6 phan mém bang tinh dang dwoc ding hién nay
- Liberoffice Calc

- Openoffice Calc

- MS Office Excel 2013

1. MS Excel

1. Khéi dong MS Excel

C1: Nhap chuot vao Start/Microsoft/Excel 2013

C2: Kich dip chut vao bidu twong ““= tran man hinh Desktop
Giai thiéu bang tinh caa MS Excel

Sau khi khoi dong chuong trinh MS Excel, ching ta c6 mot cira so bang tinh (Workbook).
Trong mot workbook cé thé thém nhiéu trang tinh (Sheets). Mot Workbook co t6i da 255
Sheet.

Ghi Iuu bang tinh ching ta c6 mat tép tin (file) c6 phan ma rong ngam dinh 13 *.xIsx.

Trong 2003 thi s6 cot x dong la 256 x 65536, con tir 2010 tré Ién thi s6 dong cot la:
1.048.576 (2°°) dong va 16384 (2') cot 1a toi da va cac cét duge danh so theo chit cai tir A,
B,..Z, AA, AB,.... vi dong duoc danh chi sé theo sb thir tu 1, 2,..., 1.048.576 (2%)

Theo méc dinh, méi lan tao bang tinh mai thi MS Excel tao 1 trang bang tinh trang dat tén
Ia Sheetl Chung ta cé thé chen thém cac trang mai va ching duoc dat tén 1a Sheet2, sheet3,..

Cé4c thanh phan cia bang tinh

Trang bang tinh dugc tao nén boi cac dong cot, O cua trang tinh 12 giao ‘nhau cua mot cot
va mot dong. O trén trang bang tinh c6 dia chi viét theo trat tu xac dinh gom <tén cot><tén
dong>. Vi du 6 Al la giao cua cot A dong 1.

Cira 56 bang tinh
Ctra s6 bang tinh Excel ¢ céac thanh phan chinh sau:
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(1) Thanh cong cu nhanh (chira tiéu d¢&): Chira tén cuaa tép tin va chira cac ndt 1énh thyc
hién nhanh.

(2) Office button: Chua Iénh thao tac véi tép.

(3) Thanh cong cu Ribbon: Cung cap céc nit thao tac véi chuong trinh va dugc phan nhom
khac nhau.

(4) Thanh name box: Chtra toa 6 6

(5) Thanh cdng thuc f(x): Formula bar: N6i dung dir liu 6.

(6) Vung soan thao

(7) Tiéu dé cot - hang.

(8) Thanh thudc cudn

(9) Thanh sheet tab: Hién thi s6 luong cac Sheet va chuyén qua lai cac sheets
Thanh cong cu Ribbon: Chtra hau hét cac lénh cia bang tinh

- Muc FILE: Chtra cac Iénh lién quan tgi thudc tinh cua tép va tién ich ngudi dung

- Muc HOME: Chira cac lénh vé dinh dang Font, paragraph, 50, CaC style, Iénh cua Cell, va
Edit.

+ Clip board: C4c lénh cat dan, sao chép dinh dang

+ Font: Dinh dang font chit, ¢& chit, mau sic, khung nén vién, céc chi sb trén.. .
+ Aligment: Can 18, nhap tach 9, thugc tinh waptex..

+ Number: Dinh dang s6, phan tram, tién té, dinh dang kiéu dit liéu...

+ Style: Binh dang cac mau bang biéu.. .

+ Cell: Thao tac vai dong cot 6, cac Iénh thém bat, nhap tach 6...

+ Editing: Céc Iénh tinh tong, sap xép, loc...

- Myc INSERT: Chtra cac Iénh chén ddi twong vao trong bang tinh

+ Tables: Céac chen bang va thao tac vai bang

+ Illutraitions: CAc lénh chén d6i twong dd hoa

+ Chats: Lénh chén cac doi tuong lién két..

+ Text: Lién quan t&i c4c Iénh chén texbox, tiéu dé trang. ..

+ Symbol: Chen céc Iénh lién quan téi cdng thurc todn hoc, ki tu dac biét. ..

- Muc PAGELAYOUT: Chira cac Iénh vé dinh dang trang page setup trang tinh, bang tinh..
+ Themes: Ty chinh nén cho bang tinh..

+ Page setup: Céc Iénh dinh dang vé trang, huéng, nén, lap tiéu dé..

+ Sheetoption: C4c lénh hién thi ludi, tiéu dé.. ..

+ Arrange: C4c lénh sap xép dbi twong trén sheet.

- Myc FORMULAR: Chira cac lénh lién quan dén cong thic va ham tinh toan trong bang
Cell

+ Define name: Chtwra Iénh dinh nghia vung lam viéc
+ Formular auditting: Chira Iénh tham chiéu cong thiec. ..
+ Calculation: Tuy chon tinh toan trong Excel

45



- Myc DATA: Chtra cac Iénh véi dit lieu (loc, sap xép,..)
+ Get Extenal data: LAy dix liéu tir cac tng dung khac

+ Sort&Filter: Chua Iénh sap xép, loc dit liéu

+ Data tools: Chira mot s cong cu thao tac véi dir liéu.
+ Outline: Chua cac 1énh nhém di liéu

- Myc REVIEW: Xuat hi¢n méc dinh trén thanh Ribbon, chira cac nhém Iénh lién quan dén
thao tac nhu kiém tra ngit phap cho néi dung bang tinh, tao ghi chd, bao mat bang tinh. ..

- Muc VIEW: Chira cac nhém 1énh hién thi, chi tiét nhu sau:

+ Wookbook view: Ché d6 hién thi

+ Show: Tuy chon hién thi mot sé thanh Panel.

+ Zoom: Cé&c Iénh phdng to thu nho noi dung woorkbook

+ Window: Chira c&c Iénh hay chon hién thi nhiéu Woorkbook
+ Macros: Céc lénh vé Macros

Tao mot Tab caa riéng minh

2. Tao méi bang tinh

2.1. Tao nhanh mot book méi

Nhap chudt vao biéu tugng New Ml (1 thanh cdng cu truy cap nhanh hoic nhan t6 hop
phim Ctrl + N.

2.2 Tao méi bang tinh theo I1€nh

Nhap chudt vao thuc don 1énh File/New 1am xuat hién hop thoai/ nhap chon Blank
workbook:

3. Ghi lwu bang tinh vao 6 dia
3.1. Ghi lwu bdng tinh

- Nhip chuét vao biéu tuong Save B iren thanh cdng cu truy cap nhanh/xuat hién bang
chon

- Nhép tén cua bang tinh vao phan File name

- Chon thu muc dé chtra tap tin trong muc save in, sau d¢6 nhap chon/ Save

- Sau khi luu 1an 1 ta thuc hign Ctrl+S dé thyc hién luu cac thay doi.

3.2. Ghi lvu bang tinh véi tén khéac

- Nhap chuot File/Save as

- Nhap tén méi ciia bang tinh vao phan File name

- Chon thu muc dé chta tap tin, sau d6 nhap chon/ Save (hoic ¢é thé tiy chon thu muc khac
de chua tap tin).

- Sau khi luu 1an 1 ta thuc hién Ctrl+S dé thyc hién luu cac thay doi.

4. Ghi bang tinh theo kiéu tép tin khac

4.1. Ghi lwu bang tinh thy theo phan mém ng dung MS Excel phii hop

- Mé thuc don File/Save as. Chon thu muc luu chit tép tin, Ghi tén tép, tai phan Save as
type va chon kiéu tép tin muon ghi vi du *.xls; *.xml;...
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4.2. Bang tinh mdu (templates)

Thong thuong khi 1am viéc véi cac bang tinh, ching ta mudn sir dung cling mét céch trinh
bay dit ligu hay cu tric cua bang tinh. Mdi khi tao bang tinh mai, ching ta c6 thé vé lai tur
dau hoic sir dung mot mau bang da c6 san. Mau bang nay duoc goi la Template. Trong muc
Info khi Iya chon thuc don New ta thay c6 cac templates xuat hién cung véi ciu trac da tao
san. Ta ¢ thé nhap chon cac mau theo yéu cau.

Luwu y: Trong muc Info ¢é tinh nang Print: thyc hién 1énh in va c6 phan Priview phia bén
phai

+ Share: Ban c6 thé giri van ban qua mail, fax, hay luu vin ban véi cac dinh dang khac

+ Xuét File excel sang mét sé dinh dang khac nhue PDF, XPS...

+ Hiéu chinh cac thuég tinh cua File véi phién ban 2003 thuoc muc Tools, tai phién ban
Office 2013 thugc tinh nam trong muc File/option/...

Bao mat Sheet

Chuot phai vao tén sheet/Protect sheet..

Xuat hién tily chon/ nhap mat khau vao 6 Password to...
Nhap lai mat khau vao 6/ nhap chon OK

5. Pong bang tinh, dong chwong trinh MS_Excel

* Nhap chon thuc don 1¢nh File/Close dé déng bang tinh 1am viéc hodc nut (x) goc trén bén
phai cua cua s6 chuong trinh.

MS Excel s& ma hop thong bao vaoi ngudi sir dung vé viée luu lai hay khéng phan noi dung
thay doi cubi cung trén bang tinh. Chon Save/Don’t save dé xac nhan. Chon Cancel dé quay
vé néu chua mudn tit bang tinh.

I11. Mt s thao tac co ban trén Excel
1. Mé& 1 hodc nhiéu bang tinh c6 sin
1.1. M¢ mgt bdng tinh

- Nhép chon thuc don 1énh File /Open.(hoic " trén thanh cong cu nhanh)

- Trong hop thoai Open tai phan Recent Woorkbooks chon t€p dd m¢ trude d6 hodc lua
chon trong muc Mycomputer/Computer d¢ lua chon céc File khéc.

1.2. Chgn va mé nhiéu tép tin ké nhau

- Nhip chudt vao biéu twong Open/ " Di chuyén dén thu muc chira danh sach cac tep
tin muon maé. Chon tép tin dau tién trong danh sach, gitr phim Shift sau d6 nhap chon vao tép
tin cuoi cung

- Nhan nat Open.

1.3. Chen va mé nhiéu tép tin khdng ké nhau

- Nhap chuét vao biéu tuong Open " Di chuyén dén thu muc chira danh sach céc tep
tin muon mé. Chon tép tin dau tién trong danh sach, gitru phim Ctrl sau d6 nhap chon vao
tép tin cuoi cung

- Nhan nat Open.

1.4. Chuyén trgng thai hign hanh giira cac bdng tinh
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MS Excel ho tr nguoi ding mo nhiéu bang tinh nhung tai mot thoi diem chi ¢ mot bang
tinh cho phép chiing ta thao tac véi cac 6, goi la BANG TINH HIEN HANH.

Pé chuyén trang thai hién hanh dén bang tinh khac, chiing ta chi can nhap chudt vao biéu
tugng bang tinh cé trén thanh trang thai. Hoac sir dung phim Alt+Tab

2. Trang hién hanh, 6 hién hanh
2.1. Trang hién hanh(Sheet)

Trén mot bang tinh hién hanh (workbook), tai mot thoi diém ching ta chi thao tac vai mot
trang tinh (sheet) d6 duoc goi la trang hién hanh.Trong c&c Sheet chira cac hang (Row) va
cot( Column) tao thanh céac 6.

2.2. O hién hanh

Trén trang hién hanh tai mot thoi diém ching ta chi thao tac duoc 1 6, duoc goi 1a 6 hién
hanh.

2.3. Nhgn di¢n con tro
Trén trang hién hanh ching ta s& thay céac loai con tro sau:

- Con tré 0: Xac dinh 6 nao la 6 hién hanh trén trang. Mot duong bao dam quanh 6 hién
hanh.

- Con tré soan thao: CO hinh dang thanh dirmg mau den, nhap nhdy, xac dinh vi tri nhap
dur liéu cho 6.

- Con tré chudt: thay di hinh dang tdy thudc vi tri ctia n6 trén trang tinh.

+ D4u cdng trang: khi ¢ trén cac 6

+ Dau I: Khi ¢ phia trong 6 soan thao.

2.4. Cach nhdp, chinh sia di ligu co ban trén 6 hi¢n hanh

Cac phim thwong dung:

- Phim Tab: Di chuyén con tro sang phai 1 cot

- Phim Enter: Di chuyén con tro xudng dong dudi va két thic viéc nhap/chinh sta dit lidu.

- C4c phim mili tén <, T, 1, =: di chuyén con tro 6 dén cac dia chi bat ky trén trang tinh.

- Ctrl — Home: Di chuyén con tro vé ngay 6 Al.

- Nhap dix ligu

- Nhiap chudt vao 6 can nhap hozc sir dung cac phim mili tén dé chuyén trang thai hién hanh vé
0.

- Go phim dé nhép ki tu vao 6: str dung Delete va Backspace khi x6a ki tu; sir dung phim
Home va End d¢ di chuyén nhanh trén dong nhap.

- Nhan Esc néu mudn két thic nhap nhung khong 13y di liéu dd nhap. Nhan phim Enter dé
dua dir liéu cho 6 va két thac nhap.

Chinh sira dir ligu

Pé chinh sua d}i: licu d3 nhap trén mot o, chung ta dp chudt vao 6, chinh sta dit liéu. Nhan
phim Enter d¢ két thic chinh stra.

3. Cong cu phdng to, thu nhé

Dé phong to hoic thu nhé trang hién thi, nhap chudt vao hinh tam giac bén phai biéu tuong
Zoom roi chon ti 1€ phan tram trong danh sach hoac c6 thé gb con so ti 1€ vao 6 Zoom.
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4. Che dau/hién thij cac thanh cong cu (hide/unhide)
An hign mot Tab Iénh

Dé 1am an hay xuat hién mot nhém 1énh hoic mot tab 1énh trong thanh cong cu Ribbon ta
thuc hién nhu sau:

- Nhdp chuét phai vao viing tréng bét ky trén thanh cong cu Ribbon:
Mot menu xuit hién nhu hinh trén, chon Customize The Ribbon...

Trong danh sach Main Tabs bén phai ¢ danh sach cac tabRibbon muén an chon Remove va
bén trai la cac Tab Ribbons muén hién chon Add va OK dé Iuu lai

Lwu y: Mudn hién thi toan bo cdng cu Ribbon ban nhap chon biéu twong Mini Ribbon goc
dudi bén phai cua man hinh chinh.

5. Co6 dinh dong tiéu dé/cot tiéu dé

- Pt con tré tai 6 dit lieu mudn an hién

- Nhap chon View/ Freeze Panes; c6 dinh dong(Freeze top Row); ¢6 dinh cot (Freeze First
Column)

- Viéc g& bo thuc hién nguoc lai va chon Unfreeze panes
Bai 2: THAO TAC NHAP VA THAO TAC VOI DU LIEU TREN O TINH

I. Kiéu dir liéu va cach thic nhap

1. Nhap dir liéu kiéu sb

- Dir liéu kiéu s6 (Number) gom:
o  Sénguyén: 0; 1; -1; 100; -34; ....
o  Sbthuc: 123.345; -123.56

- Muén danh s6 4m, danh du “ — trudc s6 d6 hodc vao giita cap ngoic don (). Mudn nhap
s6 ¢6 phan thap phan st dung dau (.) hodc (;) tuy vao vao dinh dang may dé ngin cach gifra
phan nguyén va phan thap phan. Dir liéu kiéu sb bao gio ciing duge can bén phai cua 6.

2. Nhap dir liéu kiéu ngay thang (Date/month/year)

Dit liéu ngay théng trong MS Excel dugc coi la dir ligu kicu sb. Kiéu nhap ngay thang dugc
hé diéu hanh quy dinh trong muc Regional Settings dat trong ctra s6 Control panel cua h¢ dieu
hanh. Thong thuong la nhap theo dinh dang thang-ngay-nam (theo
) khi chuyén vé dinh dang theo Vietnamese thi nhap theo dinh dang: ngay/thang/nam hoac
(ngay — thang — nam)

MS Excel ty diéu chinh chi s6 dé hién thi hét dit liéu trong 1 6. Nhung néu mét 6 da ¢b dinh
do6 rong lam cho dir liéu so6 khéng thé hién hét dugc thi ching ta nhin thay dang thong béao
ST

Luu y: Gia trj cia dir liéu s6 sau khi nhap 1a khong thay d6i khi ching ta thay doi khudn
dang hién thi dix liéu trén man hinh.

Phan nhap dir liéu cac 6 khi thay d6i dinh dang thi duoc hién thi rd trén thanh cong thuc.

3. Nhép dir liéu kiéu vin ban( text)

Dix liéu kiéu van ban duoc tao ra boi cac ki tw A — z hoac cac ki tu s6 0 — 9, hoic la
khoang trong hoac céc ki tu dac biét.
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Khi nhap ki ty vuot qua d6 dai 6 va 6 bén phai con tréng thi MS Excel tiép tuc hién thi
phan Ki tu con lai cta 6 d6 sang phai.

Khi ki tw nhép vuot qua do dai 0 ma 6 bén phai co dir liéu thi MS Excel che dau ki tu vuot
qua 6. biéu do khong lam thay doi gia tri nhap vao 6.

Il. Bién tap dir liéu

1. Stra dir li€u trong 6

Nhap diip chudt vao 6 hogc (4n phim F2) dé MS Excel chuyén 6 sang trang théi soan thao,
khi d6 co thé chinh stra dir li¢u. Nhan phim Enter dé két thuc.

2. Thay thé noi dung da ton tai

Nhap chuét cao 6 can thay thé dir liéu rdi nhap dit liéu méi. Dt liéu cii s& ty dong duoc x6a
mat.

3. Str dung Iénh Undo va Redo

- Chtric nang Undo ~ (hogc Ctrl+Z) cho phép nguoi ding quay tré lai két qua da co
trudc khi thuc hién mot so 1énh hoac hanh dong.

- Chirc nang Redo ( hoac Ctrl+Y) cho phép ngudi dung thuc hién lai hanh dong da
bi hay bo bai Iénh Undo.

Sau khi thyuc hién 1énh Undo, biéu tuong cua lénh Redo chuyén sang trang thai san sang.

I11. Thao tac chgn/hiiy chon 6, dong, cot.

1. Chon 6, dong, cot

1.1.Chon 15

Pé chon 1 6, chling ta chi can nhap chudt mét 6.

1.2. Chen vung 6 lién tuc hinh ché nhgt

Nhap chudt vao 6 trén cung bén trai cia ving chon

Giir phim Shift va nhap chudt vao 6 cudi cing caa ving du dinh chon.

Tha phim Shift dé két thuc viéc chon.

Luu y: Chung ta c6 thé nhanh chong thay doi vung chon bang cach nhap chuot thay do6i 6
duai cung bén phai ma khong can phai lam lai tr dau.

Trong treong hop nay vimg 6 dugc hién thi trén thanh cong thirc Ia dia chi ving: <6 dau
tién>:<O cuoi cung>

1.3. Cheon vung 0 ro1i rac

Dau tién chon 1 6 hoac 1 ving & lién tuc hinh chit nhat

Nhan gitr phim Ctrl trong khi chon mét & hoic viing 6 chit nhat tiép theo.

Chi tha phim Ctrl khi két thic.

Luu y: Chiing ta ¢6 thé nhanh chéong thay d6i viing chon bang cach nhap chudt mot lan nira
trén cac 6 da chon dé huy chon ma khong phai lam lai tir dau.

1.4. Chon mét cot
Dé chon mét cot,ching ta nhip chudt vao tén cot co duong vién ngang.
1.5. Chen day cét lién ké
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Nhap chudt vao tén cot dau tién bén trai caa ving chon

Giir phim Shift va nhap chudt vao cot cudi ciing cua ving cot du dinh chon.
Tha phim Shift dé két thic viéc chon.

1.6. Chegn vung cét roi rac

Dau tién chon 1 cot hoic 1 ving 6 lién tuc hinh chit nhat

Nhan gitt phim Ctrl trong khi chon mét cot hoic viing cot tiép theo.

Chi tha phim Ctrl khi két thic.

1.7. Chen mgt dong

Dé chon mét dong,ching ta nhap chudt vao tén dong c6 dudng vién ngang.
1.8. Chen day dong lién ké

- Nhap chudt vao sé tha ty dong dau tién phia trén caa ving chon

- Giir phim Shift va nhap chuét vao dong cudi cung caa ving cot du dinh chon.
- Tha phim Shift dé két thuc viéc chon.

1.9. Chen vung dong roi rac

- Pau tién chon 1 dong hoic 1 day dong lién nhau

- Nhén gitt phim Ctrl trong khi chon mét dong hoac mot day dong tiép theo.
- Chi tha phim Ctrl khi két thuc.

1.10. Chgn toan bg bdng tinh

Chi can nhap chudt vao 6 tréng la 6 giao nhau giira dong va cot. géc trén cling bén tréi cua
bang tinh (hoac t6 hgp phim Ctrl+A)

2. Huy chon.

Pé hity cac 0, chling ta chi can nhap chudt vao 6 bat ky trén trang tinh.
IV. Cong cu dién ndi dung tw dong (Sao chép tu dong theo dong cot)
1. Pién sb thir tu twr dong.

Cach 1:

- Nhap s6 vao 6 dau tién cua ving cheén sb

- Pua con tré vao goc dudi bén phai cua & vira nhap thiy xuat hién dau + mau den thi nhan
Ctrl git va kéo tha chuot.

Céch 2: C6 thé dién 2 s6 lién tiép: 1 va 2 sau d6 chon 2 6. Pua con trd xudng goc dudi cliing
bén phai cta viung dugc chon thay xuat hién dau + mau den, nhap chuot va kéo tha.

2. Pién tw dong theo chudi.

- Nhap di li¢u vao 6

- bat contro vao 0

- Pua con tré vao goc dudi bén phai cua 6 thay xuat hién diu cong mau den nhén gitr chudt
va kéo tha.

3. Tw ddng dién theo cap sb cong.

Chon it nhét hai 8, chtra ddy gia tri da cho trudc

Nhip chudt vao dung vi tri goc dudi phai (+) thi kéo tha
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4. Ty dong dién theo cap sé nhan.

Chon it nhat 2 & chua gia tri dé cho trudc.

Nhép chudt phai vao dau(+) goc dudi bén phai viing nhap va kéo tha
Xuat hién bang chon nhan chon: Growth trend

V. Thao téc sao chép, di chuyén, x6a, chén céc 6.

1. Sao chép céac 0.

Budc 1: Chon 8, dong, cot can sao chép

Budc 2: Vao muc Home/ chon nhom Clipboard va chon céac 1énh hoac chuot phai chon 1é€nh
Copy

Ching ta cd thé nhin thay trong bang duéi day nhiéu muc lra chon khi dan mot 6 da sao
chép sang 1 6 mai:

Chudt phai vao vi tri dan /chon Paste /xuét hién bang chon: FILE HOME | 1
Muc Paste: = ¥ Cut
- ER Copy ~
|__"| ; \ o . n , Paste | _
Paste: Dan toan bo noi dung, dinh dang, cong thuec... - ¥ Format Painte
s ) , N , Paste
Jf Paste Formular: Chi chon dén cong thirc o o o o
% =
- O Lk &
""'_}l.;. . n , v . e, e, e
- Formular & Number formatting: Chon cong thirc va dinh dang = =2 28
%4 Paste Values
“ Keep Source Formatting: Giir nguyén dinh dang goc mBaRr 3
123 "123 "123 L
r =1
ili " , Other Paste Options
“~ No border: Khong cé Border e & o oo T
il E,-" (=2 ] @ a
=1 ] .o NPT o A Paste Special L
Kep source column widths: Giir nguyén d6 rong caa cot astespecial. ¢

Muc Paste Value

L =

23 Values: chi chon dit liéu

il

123 \/alues & Number formating: Dit liéu va dinh dang géc

I

F
123 Values& Source formatting: Dt liéu va dinh dang géc
Trong muc Other Paste Options

e
:

oyl

Fi

Formatting: Chon dinh dang

il

& Paste link: Chon cac duong Link

il

[ad]

Picture: Chon céc hinh anh

ay

Linked picture: Chon céc lién két hinh anh
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Néu tly chon trén chua dap ing dugc yéu cau ban cé thé chon muc Paste special. ..
Thao tac thuc hién:

* Chon 6 can sao chép/nhap chugt chon Home/Copy (hoic Ctrl+C)

* Chuyén con tré téi 6 dan noi dung dinh sao chép.

* Nhan nit Home/Paste hoidc Ctrl + V dé dan. Néu sao chép tlly chon thi chuét phai va chon
Paste Special

Luu v: Sao chép gitra cac 0 trong cac trang bang tinh khac nhau ta thuc hién twong tu.
2. Di chuyén céc 6.

* Chon 6 can di chuyén

* Nhan n(t Cut (hodc Ctrl+X) dé tao anh cua o.

* Chuyén con tro téi vi tri & mudn déan 6 di chuyén.

* Nhan chon muc Home/ Paste hoic Ctrl+V dé dan noi dung sao chép.

3. X6a ndi dung cac 6.

* Panh dau 6 can xoa.

* Nhap chon thuc don 1énh Edit/Clear/contents hoic an phim Delete

V1. Thém/bét 6, dong, cot.

1. Thém dong.

Pé thém dong nam gitra 2 dong 3 va 4 cua trang bang tinh ta thuc hién:

* Chon dong 4

* Nhap chon Iénh Home/Cells/ insert/Row dé tao mot dong tréng giira 2 dong.

Excel ty dong danh s lai dong. Dong méi s& c6 dinh dang giéng dong 3 trudc khi chén.
2. Thém cot.

Dé thém cot nam giira 2 cot B va C caa trang bang tinh ta thuc hién:

* Chon cot C

* Nhap chon Iénh Home/Cells/Insert/Colunm dé tao mot cot trong gitra 2 cot. Excel tu dong
danh lai tén cot. Cot méi sé co dinh dang giong cot B trude khi cheén.

3. Thém vung 0.

Chon viing hozc 6 mudn chén thém:

Nhap chon thuc don Home/Cells/Insert xuat hién hop thoai:

C6 thé sir dung 1énh phai chudt/ Insert/.... Ta c6 thé chén thém cac dbi tugng
4. Xo6a dong, cot, 6.

Chon 8, dong, cot can xoda.

Nhip chon thuc don 1énh Home/Cells//Delete/ 1am xuét hién hop thoai Delete.
5. Thay déi chiéu réng cét va chiéu cao dong.

Chiéu rong cot dugc dic trung boi canh trai va canh phai. Chiéu cao dong dugc dic trung
boi mép trén va mép dudi (mép day).
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5.1. Co dan kich thudc cot, dong

Di chuyeén con tro chudt vao canh phii tiéu de cot(dong), khi d6 con tro chut thay doi dang
miii tén 2 chiéu. Khi d6 nhan git va kéo tha

5.2. Co dan déu kich thuéc nhiéu cét (nhiéu dong) cing mét liic

Thuc hién tao do rong cho nhiéu cot( dong) véi gia tri xac dinh ta thuc hién nhu sau:

e Chon cac dong (cot) muén chinh do cao (rong)

e Nhip chon thuc don 1énh Home/Cel/Format/Colunm (Row)/Width (height) 1am xuét
hién hop thoai Colunm width (row height)

VII. Thao tac véi cac trang bang tinh
1. Chén mét trang tinh vao bang tinh.
Cach 1: Nhap chon thuc don 1énh Home/Inset/ Wooksheet hoic

Céch 2: Nhap chudt vao (+) trén thanh trang thai nhap chuot phai vao tén trang tinh bat ky
chon Insert... xuat hién Sheet mai trén bang tinh

2. Poi tén trang bang tinh.

e Chuot phai vao Sheet muon doi tén
) Chon Rename/ Enter

3. X6a mét trang tinh.

Nhap chon thuc don 1énh Edit/Delete hoic nhap phai chudt vao tén caa trang mudn x6a xuat
hién hop thoai Delete

Khi trong Sheet c6 chta dit liéu, trang tinh dwgc x6a xuat hién 1énh dé xac nhan.
Hoac luva chon muc Home/Delete/ Delete sheet

4. Sao chép mgt trang bang tinh.

4.1. Sao chép 1 trang tinh

e Nhap chon trang bang tinh can sao chép

e Nhan giit phim Ctrl r6i kéo — tha chudt sang vi tri méi.

4.2. Sao chép nhiéu trang tinh sang cac bang tinh khac

e Chon céc trang tinh can sao chép. C6 thé sir dung phim Shift dé hd trg thao tac chon
nhiéu trang lién ké hoac st dung Ctrl véi viéc chon cac trang roi rac.

. Chuét phai vao Sheet ma ban muén sao chép /Move or copy
e Trong hop thoai move or copy:

o Nhan chon Creat a copy (thiét lap lénh copy)

o  Trong phan To Book (chon bang tinh nhan sao chép)

o  Trong phan Before sheet vi tri dit trang sao chép 1a trudc trang ndo hodc dé vé cudi
trang co trén bang tinh (Move to end)

5. Di chuyén trang bang tinh.
5.1. Di chuyén trang trong cuing 1 trang bdng tinh
- Nhép chon tén trang can di chuyén

- Kéo tha trang bang tinh téi vi tri dit thich hop trong bang tinh. Trong qua trinh chuyén c6
miii tén chi xubng chi vi tri dat trang thich hop.
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5.2. Di chuyén nhiéu trang trong ciing 1 trang bédng tinh

- Chon céc trang bing tinh can sao chép. C6 thé sir dung phim Shift dé hd tro thao téc chon
nhiéu trang lién ké hoac phim Ctrl d€ ho tro chon cac trang & vi tri roi rac.

- Chuét phai/Move or copy... 1am xuét hién hop 1énh va sau d6 chon Move or copy...
- Trong hop thoai Move or copy
+ Trong phan To Book hay chon bang tinh nhan bang sao chép.

+ Trong phan Befor Sheet, vi tri dit trang sao chép 1a trude trang nao d6 hoic dé vé cudi
trang co trén bang tinh ( Move to End)

Chu y: Khéng nhap chon vao 6 Creat a Copy.

VIII. Loc va sap xép dir liéu

1. Sap xép dir liéu

Chon viing dit liéu can sap xép

Nhap chon thuc don I¢nh Data/Sort lam xuat hién hop thoai/ chon sap xép tr A —» Z hoic
tr Z — A hoac sap xép theo tuy y.

2. Loc dir liéu.

e  Dua con tro vé 6 bat ky thudc viing dit liéu

e Nhip chon Iénh Data/Fillter/Auto Filter trén dong tiéu dé cot s& xuat hién nit bAm c6
dau tam giac tré xuong.

C6 thé tly chon loc trong muc DATA/Filter.....
Pé tat chire nang loc ta thyc hién lgi thao tac trén.

Bai 3: THAO TAC PINH DANG
I. Hop thoai dinh dang
Chon d6i twong va chon thé Home/Cells/Format/Format Cells ... (Ctrl+1)
I1. Thao tac dinh dang
1. Pinh dang dir liéu nhap vao.
Chon cot, hang, 6 dinh dang /Home/Number (Ctrl+1) chon thé¢ Number
Gom cac tly chon sau:
- General: Dang chung do Excel quy dinh sau khi dir li¢u nhap vao 6.
- Number: Dang s
- Currency: Dang tién té
- Date: Dang ngay thang
- Time: Dang thoi gian
- Text: Dang van ban
- Custom: Dang do nguoi dung ty dinh nghia
1.1. Biéu dién sé thuc
Cac budc thuc hién
- M& mét bang tinh méi va nhap sé thuc vao 6
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- Nhép chon thuc don 1énh Home/number/Cells (Ctrl+1) 1am xuat hién hop thoai Format
Cell

- Nhip chon thé Number

- Chon myc number trong nhém dinh dang Category va nhap chon 6 Use 1000 Sprearator(,).
Dung dau, (.) dé phan tach phan nghin .

- Nhan OK dé két thac.

Trong hop thoai Formatcell, & thé number chon muc Custom say d6 vao 6 Type va chon
day ki tu ### ##0.00

Nhan nat OK dé két thic.
1.2. Biéu dién di ligu ngay thang
- M& mét bang tinh méi va nhap gié tri ngay thang theo dinh dang dd/mm/yyyy.

- Nhap thuc don chon Iénh Home/Cell/(Ctrl+1) chon thé Number/Date hoic tiy chon trong
muc Custom

- Nhip chon muc Custom trong hop danh séach,

- Nhap chudi dd/mm/yyyy vao & Type/ nhap chon OK va kiém tra két qua
1.3. Biéu dién dir ligu dgng tién t¢

- M@ bang tinh va nhap gia tri

- Nhap chon Home/Cell/ (Ctrl+1)/chon thé number

- Nhip chon Custom/trong thé Number

- Nhap chudt vao & Type, nhap danh sach ki tu #.##0,00[$VND]
- Nhap OK va kiém tra két qua

1.4. Biéu dién d ligu dgng phdn tram

- M6 bang tinh méi, nhap s6 0,5678 vao 6

- Nhan nat % trén thanh cong cu dé c6 dang hién thi 12 57%

- Nhén nat &5 tran thanh cdng cu dé c6 dang hién thi 12 57,8%
Luu v: Vi cac dang dir liéu khac, ta hiéu chinh tuong tu.

2. Cin 1€, hwong hién thi...

Chung ta hiéu chinh trong thé Aligment ¢ 2 hudng cin chinh I&
Horizontal (theo chiéu ngang): Pé can chinh theo 18 trai I phai cua 0
Vertical (theo chiéu doc): Dung dé can chinh theo I& trén, 1& dudi cua 0.
2.1. Hoa nhdp day 6 dé tao tiéu dé bang biéu

- Chon céc 6 lién k& can hoa nhap

- Nhan nat ﬁ; merger and centure trén thanh Robin muc Home

Hoac thé Aligment/ Text control/Meger cells.
2.2. Thay déi hwéng chi# trong 0

- Chon 6 (viing) Can déi huéng

- Nhip chon Home/Font/chon thé Aligment

56



- Trong phan Orentation nhap vao mii tén mau do va chon hudng can dich chuyén toi do
nghiéng phu hgp dugc hién thi trong 6 Degrees bén dudi

Nhip OK dé hoan hanh.

3. binh dang 6 chika vin ban.

Str dung thé Font trong Home/Font dé thyuc hién thao tic dinh dang 6 chira van ban
3.1. Thay déi kiéu chiza, cé chi#, dgng chir

Trong MS Excel viéc doi phdng chix, ¢& chit, kiéu chit dugc thuc hién twong tu bén MS
Word.

3.2. Thay déi mau sac chi

Nhan vao miii tén trd xudng trong hop Color, chon mau chit thich hop trén thanh céng cu
hoac muc Color trén thé Font.

3.3. Thay dé6i mau mau nén

Chon thé Patterns — 1a nhom cac thao tac dinh dang mau nén 6.
+ Color: chon mau nén.

+ Pattern: hoa tiét trang tri trong 6

3.4. Sao chép dinh dang

Str dung chdi quét dinh dang — Format painter

- Chon 6 duoc dinh dang truéc

- Néu chon viing 6 thi viing & d6 phai c6 cung dinh dang

_ Nhén niit format painter ~ Fo™atPainter pan nhai con tro xuét hien thém mot chdi quét son
- Thao tac chon 6 va ving c6 thé ap dung cho sao chép dinh dang.

4. bat thugc tinh Wrap text cho 6.

Pay la cong cu tu dong xudng dong trong 6 khi dix liéu nhap vao vuot do rong cua 6.
Cac buac thuc hién:

- Chon 6 ( viing) mudn ap dung hiéu ang nay

- Nhip chon thuc don 1énh Home/Aligment/ Waptex

- Trong phan Text Control, nhip chon 6 Wrap text dé dat thuoc tinh tu dong dua nodi dung
xuong dong lam cho ndi dung duoc hién day du.

Xbéa bé dinh dang

Chon 6 ( ving) can hay dinh dang

Thuec hién lai cac 1énh tuy chon trong Home/ Edit/ Clear
5. Khung vién cho 6.

5.1. Ser dung nat Border trén Home/Font/

- Chon 6 (vuing) can ké khung

- Trén nit Border (trong muc Home/Font), nhap chudt vao miii tén tam giac nho ¢6 trong hinh
lam xuat hién danh sach cac tly chon bén dudi. Cac nut déu cd hai tly chon la chon va x6a

5.2. Sir dung the Border trong hgp thogi Format Cells ...
Pé tao dudng vién véi nhitng hiéu chinh phtc tap hon la 1am nhu sau:
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- Nhap chon vung dinh dang vién
- Nhap chon Home/Cells/Format/Format cells ..../thé border
- Trong thé c6 céc tly chon dic biét 1a kiéu dang duong vién Type chon mau line color.
- Ba n(t chdng ta can luu ¥
+ None: Xda bo nhanh cac duong vién
+Outline: Vién ngoai
+ Inside: vién trong.
Bai 4: BIEU THUC VA HAM
I. Cbng thikc toan hoc
1. Khai niém c6ng thuic toan hoc trong Excel
Cong thire toan hoc trong Excel 1a sy két hop cua:
e Hangsé
e Dijachi tham chiéu ( tuyét d6i va trong d6i)
e Hamsé
e  (Céc phép toan co ban.
1.1. Tao cong thirc toan hec co bdn

Cong thac duoc tao ra dé tinh toan va tra lai gia tri cho 6 bang tinh. Phai nhap ki tu “=”
trude khi nhap ndi dung cong thuec.

Két qua tinh toan s& hién thi tai 6 con cong thic ¢ thé nhin thay tai thanh cong thirc
Formular.

Chng ta c6 thé chinh sira ndi dung cong thirc va cudi ciing nhan phim Enter dé cong thtc
duoc tinh toan lai va tra veé gia tri cho 6.

1.2. Phép toan trong cong thsc toan heoc co ban

Danh sach cac phép toan va céc ki tu khac dung trong cong thirc toan hoc duoc liét ké trong
bang sau:

Ki tur Dién giai
+ (Cong) Phép cong
- (Tr) Phép tru
*  (Sao) Phép nhan
/ (Gach chéo phai) Phép chia

() (cap dau ngoic don)

Toan tir trong ngoac ludn dugc tinh trudc

A ( Dau mil)

Phép mi vi du: 273 ( twong duong 2*2*2)

1.3. Phép so sanh trong cong thsc Logic

Cong thirc Logic c6 két qua tra vé chi 1a TRUE(dung), FALSE (sai). Danh sach cac phép

so sanh trong c6ng thire logic dugc liét ké nhu sau:

Toan tw

Dién giai

Bing ( A1=B1)

Lén hon ( A1>BI1)
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< Nho hon ( A1<B1)

>= Lén hon hoic bang ( A1>=B1)
<= Nho hon hoic bang ( A1<=B1)
<> Khac (Al<>Bl)

1.4. Ther ter tinh toan

Khi tinh toan, MS Excel s& wu tién cac phép toan logic roi méi dén phép toén sb hoc. thu ty
thuc hién cic phép todn so6 hoc trong MS_Excel cd mic wu tién nhu sau:

Thir tu Phép toan Chirc ning
1 - D40 diu ( 4m, duong)
2 % L4y phan trim
3 N Phép lliy thura
4 *val Phép nhén va chia
5 +va - Phép cong va tru
6 2 Phép ndi chudi, vi du = “VIET”&”NAM” s& cho ki ty 1a
“VIETNAM"
7 Cac phép so sanh

D¢ lam thay doi trat tu tinh toan, chling ta chi duoc diing cap dau ngoac don dé nhém cac
biéu thirc wru tién tinh trudec.

1.5. Cach nhdp cdng thsc vao 6

- Nhap chudt chon &

- Nhap ki tu =, sau d6 nhap noi dung cobng thurc
- Nhan Enter dé két thic va thuc hién céng thuc.
2. Nhan biét cong thirc sai va sira 15i.

Cong thic sai Nguyén nhan Cong thirc ding
=1A Nhap dia chi sai =Al
=3+*4 Hai toén tir dtrng canh nhau =3+4
=4x7 Sai ki ty biéu dién phép nhan =3*4
=777.89.455 Thira diu cham thap phan =777,89.45
=AL+A2+ Thira dau cong phia sau =Al1+A2
=Sum(A:1:A12) Dit dau : sai =Sum(A1:A12)
=Sum( A 1:A12) DAu cah =Sum(A1:A12)
=Sum A1:A12 Thiéu ngoic =Sum(A1:A12)

Nhan dién thong bao 16i

#HHE LGi nay xay ra khi do rong cua cot khong du hién thi hét ket qua tinh toan. Stra IGi
bang cach tang chi¢u rong cuaa cot hoac thu nho kich thudc font chit.

#VALUE!

La 15i xay ra do sir dung dir liéu hoic toan tir tham gia vao cong thic khong ding véi yéu
cau caa cong thac, vi du:
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+ COng thirc toan hoc nhung lai tinh toan trén 6 chaa dir liéu kiéu vian ban. Sua I8 bang
cach nhap lai dia chi hoac dinh dang lai kiéu dir liéu ctia 6 chaa dir liéu.

+ Cong thie sir dung dir lidu 1a dia chi 6 chira cong thirc khéc. Stra 16i bang cach thay doi
cong thuec.

#DIV/0!

Lai xay ra khi chia mot sé cho 0 hodc mau sé cua phép tinh 1a mot 6 khéng c6 dir liéu. Stra
I6i bang cach nhap céng thac khac.

#NAME?

L6i xay ra khi MS Excel khong xac dinh duoc Ki ty trong cong thirc, vi du sir dung mot tén
vung 6 khi chua dugc dinh nghia.

#N/A
L3i xay ra khi khdng co dir liéu dé tinh toan
#NUM

L3i xay ra do sir dung dir liéu khong dang kiéu s6. Can dinh dang lai dit liéu tham gia vao
cong thuc.

I1. Piachi 0
1. Dia chi twong ddi va tuyét ddi

Dia chi 6 dugc phép c6 mat trong cdng thirc va ty dong duoc diéu chinh theo thao tac sao
chép cdng thuc nén chung ta c6 khai niém dia chi tham chiéu Tuyét doi va dia chi tham chieu
twong doi. dia chi tham chicu hon hep.

- bia chi tham chiéu tuyét doi: Luén ludn chi dén mot 6 hay cac 6 cu thé.

- bia chi tham chiéu twong ddi: Chi dén céc 6 hay mét 6 trong su so sanh vai mot vi tri nao
do.

- bia chi tham chiéu hdn hop: C6 mét thanh phan 1 tuyét d6i, phan con lai 1a tuong dbi.

1.1. Pia chi tham chiéu twong doi

Dia chi tham chiéu twong ddi goi tat 1a dia chi twong d6i ¢4 trong cdng thuc s& thay ddi theo
vi tri 6 khi chung ta thuc hién phép sao chép cong thirc tir mot 6 dén mot 6 khac.

1.2. Dja chi tham chiéu tuyér doi

Dia chi tham chiéu tuyét doi goi tat 1a dia chi tuyét dbi. thém dau $ trude chir cai cua cot va
trudc thu ty dong khi viét dia chi. Lac nay dia chi sé€ ¢o dinh dong cét, khong thay doi trong
qua trinh sao chép.

1.3. Dja chi tham chiéu hén hep

Pia chi tham chiéu hdn hop goi tat 1a dia chi hdn hop 1a dia chi ma ta thém dau $ trudc cot
dé co dinh cot hoac trude $ dong dé ¢6 dinh dong.

1.4. Thyc hién sao chép cong thac
- Nhép chon 6 chira cong thuc

- it con tro chudt vao goc dudi bén phai cia 6, xuat hién dau + mau den thi nhan gitr va
khéo tha theo dong ( hoac cot) qua vung 6 can sao chép.

I11. Thao tac véi ham
1. Giéi thiéu vé ham.
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Ham c6 thé tham gia nhu mot phép todn trong cdng thirc. Ham s tra vé mot gia tri (Kiéu
50, ngay thang, kiéu xau ki tu,...) hay mét thong bao Ioi.

Dang thac chung cia Ham nhu sau:
<Tén ham>(ddi sé 1, ddi s6 2,.., ddi sb n)
Danh sach dbi sé:

Phan 16n cac ham trong MS Excel déu c6 mét hoac nhiéu di s6. Mai dbi s6 c6 thé 1a mot gia
tri kiéu s6, mot xau Ki tu, dia chi 6, tén vung, cdng thic hay cac ham khéc.

Céc bude dé nhap mot ham:

Khi con tro vin ban dang 6 vi tri can nhap ham thi chon Formular/nhan nit biéu teong Ham
f(x).

Trong hop thoai: Paste Funtion
- Chon nhém ham can thyc hién trén khung Or Select a category
- Chon tén ham can thuc hién trong khung Select a Funtion/nhap chon OK

- Hop thoai s hien thi dé huéng dan nhap ddi s tly thuc vao chirc ning cua ham. Nhap
cac doi so can thiét, nhan nat OK dé két thuc.

- Néu biét chinh xac tén ham ta chi can nhap tén ham va cac d6i s6 can thiét trén thanh cong
thirc.

2. Ham sé hoc.
2.1. Ham tinh téng
- Chon vuing dix liéu gdm céc 6 kiéu sd
- Boc két qua nhanh trén thanh trang théi cira s6, hién thi theo dang Sum=
Cu phap: = sum( déi s6 1, dbi s6 2,...)
Dbi s6 c6 thé 1a gia tri sd, dia chi 6, ving 6. ..
2.2. Ham ROUND
Lam tron mot sé dén mot sb thap phan nhat dinh.
Cu phap: =Round( di s6 1, d6i s6 2)
Pbi s6 1 s6 1am tron, d6i s6 2 1a sé thap phan mudn lam tron
2.3. Ham AVERAGE
Tinh gia tri trung binh cong cho céc gié tri ciia danh sach ddi s6
Cih phap: = AVERAGE( dbi s6 1, dbi s6 2,..., d6i s6 n)
Déi s6 c6 thé 1a gia tri sb, dia chi 6, ving 6. ..
2.4. Ham Max, Min
Ham xac dinh gia tri 16n nhat( Max), nho nhat(min) trong danh sach di so
Ci phap: = Max( ddi so 1, doi sb 2,.., d6i s6 n)
= Min (ddi s6 1, d6i s6 2..., ddi s6 n)

Luu y: Ngoai cdc ham néu trén ham toén hoc thuong ding bao gom mot sé ham khac nhu
Ham tri tuyét doiABS(); Ham lay can Sqrt() ; ham binh phuong SQR();ham lay can; ham lay
phan du (Mod) va ham lay phan nguyén(Int)... cua biéu thic so.

3. Ham logic.
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Trong MS Excel xay dung cac ham logic véi cac toan tu la cac phép so sanh va gia tri tra
ve la kiéu True hoac False (dting hoac sai)

3.1. Ham AND()
C1 phap = And(Piéu kiénl,diéu kién2,...,diéu kién n)
Trong d6 diéu kién1, diéu kién2...1a cac biéu thuc so sanh.
Ham nay tra vé hai két qua
+ True néu tat ca cac diéu kién déu dung
+ False néu c6 1 diéu kién 12 sai
3.2. Ham OR()
Ci phap = OR(Piéu kiénl,diéu kién2,...,diéu kién n)
Ham nay thuc hién kiém tra diéu kién va tra vé mot trong 2 gia tri
+ True: khi it nhat mot diéu kién dang
+ False: Khi tat ca cac dk déu sai.
3.3. Ham NOT()
CU phéap =NOT®iéu kiénl,diéu kién2,...,diéu kién n)
Ham nay phu dinh diéu kién viét bén trong ham NOT
4. Ham thong k.
4.1. Ham Count()
Dém céc 6 chira dir liu s6 trong ving dém
C1 phap = Count(viing dém)
4.2. Ham CountA()
Pém nhitng 6 chua dit liéu trong ving.
Cii phap: = CountA( viing dém)
4.3. Ham CountBlank()
DPém s6 6 tréng trong bang dir liéu
C1 phap = CountBlank( viing dém)
4.4. Ham Countif()
DPém theo diéu kién don gian ( bai toan c6 1 diéu kién)
Cu phap =countif( Ving dém, “Piéu kién”)
Vung dém la viing chira diéu kién dém
Diéu kién: co thé 1a hang sé, ki tu toa do 1 & hay dang thuc
4.5. Ham RANK()
Cho phép xép thir tu theo diéu kién cho trudc cua ving dir ligu
Cu phdp = Rank(number, Ref,[oder])
Trong d6: Number: 14 s6 dugc so sanh.
Ref: viing so sanh, can phai ¢ dinh ving.
Oder: 0 hoic 1 la sap xép tang dan hoac giam.
5. Ham diéu kién.
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Ham diéu kién xac dinh gia trj tra vé néu dung khi diéu kién dung néu khong s& nhan gia tri néu
sai.

Cu phap: = If( biéu thire diéu kién, gia tri néu ding, gia tri néu sai)

Biéu thirc diéu kién 1 biéu thirc logic bat ky nhan gia tri dang hoc sai.

6. Ham xir ly chudi.

6.1. Ham Left(): = Left(biéu thirc xau,n)

Ham nay cit lay n ki ty & phia trai cua biéu thuc xau.

6.2. Ham Right(): =Right(biéu thic xau,n)

Ham nay sé& thuc hién cat 1ay n ki tu bén phai cua biéu thirc xau

6.3. Ham Mid(): =Mid(biéu thic xau,n1,n2)

Ham nay thuc hién cit ra mot xau con tir ki ty thir nl (tinh tir bén trai) va ldy n2 ki ty.
6.4. Ham Len(): =Len(biéu thirc xau)

Ham nay tra vé do dai cua biéu thic xau (bang s6 cac ki tu trong biéu thirc xau).
7. Ham ngay thang.

7.1. Ham Day()

=Day(dir liéu kiéu ngay)

Ham nay tra vé két qua 1a ngay cua dir liéu kiéu ngay.

7.2. Ham Month()

=Month(dir liéu kiéu ngay)

Ham nay tra vé két qua 1a thang cua dit liéu kiéu ngay.

7.3. Ham Year()

=Year(dir liéu kiéu ngay)

Ham nay tra vé két qua 1a nam cua dit liéu kiéu ngay.

7.4. Ham Today()

=Today()

Ham nay tra vé két qua la ngay hién tai

8. Ham do tim.

8.1. Ham tim kiém theo cét Vlookup

ch phap: =Vlookup(x,bang tham chiéu, cot tham chiéu, cach do tim)
- x 14 dia chi cia 1 6 sir dung lam can cir dé ddi chiéu tim kiém.

- bang tham chiéu: gom it nhat 2 cot

+ Cot dau tién bén trai chira c4c gia tri dé so sanh, ddi chiéu.

+ Tur cot thir 2 tré di chira cac gi tri ma ham Vlookup c6 thé nhan doc.

- Cot tham chiéu: 12 s6 ty nhién quy dinh ham Vlookup nhan gié tri trén cot ndo tir trai sang.
-Cachdotimnhan2giatrilaOval

0 1a do tim tuyét ddi, tra v& gia tri trong cot twong @mg véi gia trj trong cot dau duoc tim
thay, nguoc lai tra ve gia tri #N/A.
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112 do tim twong doi nhung vai cach do nay thi cot mot cua bang tham chiéu phai duoc xép
theo thir ty tang dan, néu X nho hon phan tir dau tién thi coi nhu khong tim thay, néu x 16n
hon phan tir cuoi cung thi coi nhu tim thay phan tr cudi cung.

8.2. Ham tim kiém theo dong Hlookup
Cu phap: =Vlookup(x,bang tham chiéu, dong tham chiéu, cach do tim)

Ham nay duoc thuc hién trong ty nhw ham Vleokup nhung viéc tham chiéu dugc tinh theo
hang.

Bai 5: BIEU PO, PO THI
. Sir dung biéu do, do thi.

Tu dong vé biéu d6 1a mot chirc nang duoc ua thich nhat cia bang tinh MS Excel. Cac biéu
do, do thi la nhﬁ:ng hin‘h énh,minh hoa rat truc quan, day tinh thyyét phuc. Ngudoi xem rat ra
dugc nhirng ket luan can thiet tir cac biéu do, do thi ma khéng can giai thich dai dong.

Chung ta dé dang tao ra diéu kién biéu do, do thi khéac nhau dua vao cac sé liéu trén bang
tinh hi¢n hanh. MS Excel con cho phép thay ddi céc trinh bay, dieu chinh duong truc, duong
biéu dién, thém ghi cha...

I1. Tao c4c kiéu biéu dd, dd thi khac nhau

Mg bang tinh mai va nhap di liéu

- Chon vung dir liéu

- Nhap chon thé Insert/Chart lam xuét hién hop thoai Chart

- C6 rat nhiéu kiéu biéu do phu hop cho moi muc dich biéu dién s6 lidu. Sau day chi gigi
thiéu mot vai kiéu thong dung nhat.

Colunm @ Biéu do hinh cot ding
Bar E Biéu d6 cot ngang
. Biéu d6 gap khuc véi cac diém danh dau tai moi
Line RS
gia tri dir liéu.
: OD Biéu dd dang quat tron. Biéu dién dang phan
Pie <
w tram
Biéu do phan tan XY. So sanh gia tri dit liéu tirng
XY JF e
do1 mot.
Biéu dd mang nhén c6 cac diém danh dau tai mdi
Rada e e in
gia tri dir liu.
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Surface Biéu do6 3 chiéu

- Chon kiéu biéu db va nhan ntt Next dé chuyén sang budc thir 2:
- Nhip chon DATA SOURCE xuét hién tiy chon hiéu chinh dit liéu cac cot

Vung dit liéu dé v& biéu dd, do thi 1a ving dang duoc chon truéce khi thuc hién. Néu cd sai
Iéch, chdng ta hoan toan c6 thé chinh stra bang cach dién truc tiép dia chi vung 6 vao 6 Data
Range.

- Hiéu chinh tiéu dé chon nhap tryc tiép

- Nhdp chon biéu tuong bén phai biéu d6 dé thuc hién thay doi cac tay chon.

I11. Bién tap, sira doi biéu do, do thi

1. Thém tiéu dé, chu thich y nghia céc truc dé thi.

Thém tiéu dé, chd thich

- Nhip chon db thi/ chudt phai vao do thi xuat hién céc tiy chon.

- Nhan nat OK d két thuc.

X6a bé tiéu dé, chu thich

- Nhip chon db thi.

- Nhép dtp chudt vao vung tiéu dé hay chu thich, sau d6 nhan phim Delete dé x6a bo.

Pé hién thi dir li¢u kém db thi

Trong nhiing trudong hop nguoi ding mudn dit liéu co s¢ phai di kém cuing biéu do thi thuc
hién thao tac sau:

- M¢ biéu db vira tao

- Mo bang Chart/ Chart Option

- Chon thé Data Table, danh diu vao 6 Show data table.

2. Thay déi dang biéu da.

Tai muc All Charts: c¢6 cac dang biéu do can lua chon.

3. Co dén va xda biéu do.

3.1. Co din kich thuoc biéu do

Co dan kich thudc bang cach nhan va kéo tha tai cac mde dinh vi & bién hoic goc biéu do,
thanh phan con.

3.2. X6a biéu dé

Nhan chon db thi muén xda.

Nhan phim Delete hoic mé bang Edit, chon 1énh Clear All.
4. Di chuyén, sao chép biéu do.

Biéu db 1a mot ddi twong riéng biét trong trang bang tinh, sau khi d4 tao ra chling ta 6 thé di
chuyén, co gian kich thudc va sao chép nhu mot doi tuwong hinh anh.

5. Thay d6i mau nén biéu dd, @ thi.
- Nhan chon thanh phan can thay d6i mau biéu db.
- Thanh cdng cu Chart s& ty dong duoc hién thi trén cira s6 chuong trinh.
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- Nhén nat Format =2 tuy theo dbi tuong dugc chon ma MS Excel s& hién thi hop dinh
dang thich hop.

- Chon mau trong bang Area. Mudn tao céc hiéu tng dic biét hon thi nhan vao Fill Effect. ..

- Nhan OK dé két thlic

6. Thay d6i mau trong biéu do.

Lya chon hiéu chinh phan Style, color, weight.. trong bang déu hiéu chinh.

Bai 6: KET XUAT VA PHAN PHOI TRANG TINH, BANG TINH
I. Bai tri trang in.
1. Thay doi 1& cua trang in.
Co céc tuy chon:

Top/Bottom/left/right: B¢ thiét 1ap khoang céch len trén, dudi, trai, phai cua trang in.
Thong thuong do do 1a inchs c6 thé nhap gia tri truc tiép vao 6 hoac st dung miii tén 1én
xuong dé tang giam khoang cach.

Header: Thiét lap khoang cach danh cho ving dau trang.
Footer: Thiét lap khoang cach danh cho viing chan trang.
Phan Centure on page: can dit liéu vao 2 chiéu:

+ Horizional: Chiéu ngang trang in.

+ Vatical: Chiéu doc trang in.

C6 thé nhan nat Print Preview dé xem céc thiét lap duoc 4p dung vao tai liéu nhu thé nao.
Nhan Print néu muon in ngay, an Option néu muon chon may in

2. Thay doi trang in.

Nhan chon thé Page trong hop thoai Page setup thiét 1ap cac théng sé:

Muc Orientation: hudng trang in

+ Portrait: Hudng gidy doc

+ Landscape: Hudng giay ngang.

Muc Scaling: Cho phép thay d6i ty 18 kich thudc noi dung trang in

Adjust to: C6 thé phdng to thu nho theo ty I phan tram so voi kich thuéc chuan 100%.

Muc Paper size: Kich thuéc trang in cho phép hiéu chinh khé gidy.

3. Thém diu trang va chan trang.

Nhan chon thé Header and Footer

‘Nhép chudt vao miii tén s xubng cia 6 Header hay Footer ¢¢ mé danh sach céc kiéu tiéu
de.
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Chon tiéu dé dau trang hogc chan trang s& xuat hién trong trang in; néu khong c6 tiéu de
dau trang (chan trang) nhu mong muén thi bam chon Custom Header (Custom Footer) dé
soan thao noi dung cho dau trang (chén trang)/OK.

I1. Hoan tit trang in.

1. Xem tai liéu trwéc khi in.

Chon File/Print dé xem tai liéu trudc khi in.

2. Cin 1é trang in.

Nhan Margin dé hién thi cdc duong bién cua I¢ va bién dau trang chéan trang xuat hién mii
tén hai chiéu, kéo tha va hiéu chinh kich thudc phu hop vai muc dich.
3. Mt sé tuy chon Khéc.
Tai muc Page Setup/ Sheet/ Rows to repeat at top: lap lai dong.
Sheet/ Gridline: bat (tat) dwong luon.
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Phan V: KY NANG SU DUNG TRINH CHIEU CO BAN
Bai 1: KHOI PONG VA THOAT MICROSOFT POWERPOINT 2013

1. Khéi dong PowerPoint 2013.

(1) Tu cira s6 Windows ban chon Start

(2) Chon Microsoft Office

(3) Nhap chudt 1én Microsoft Office PowerPoint 2013

2. Thoat PowerPoint.

e  Céach 1: Nhap vao nat Close (22) & gdc trén cuing bén phai cira s6 PowerPoint, hoic
e  (Cach 2: Vao ngan File chon EXxit, hoac

e  Céach 3: Dung t6 hop phim tit <ALT+F4>

Khi c6 sy thay doi trong noi dung bai thuyét trinh ma ban chua luu lai thi PowerPoint s&
hién hop thoai nhac nho ban.

e  Chon Save: s& luu lai cac thay doi trudc khi thoat PowerPoint

e  Chon Don’t Save: sé thoat PowerPoint ma khong luu lai cac thay doi

e  Chon Cancel: dé huy lénh thoat PowerPoint

3. Tim hiéu cac thanh phan trén cira s6 chwong trinh Microsoft PowerPoint.
Céc thanh phan trén ctra s6 PowerPoint nhu sau:

= Thanh tiéu dé (Title bar):Thé hién tén cua chuong trinh dang chay la PowerPoint va
tén cua baiqtrinh diép hién he‘}nh. Neéu cura so chua toan man hinh thi ta co thé dung chuét kéo
Title bar d¢ di chuyén cua so.

. Ribbon:Chtic ning cta Ribbon la sy két hop caa thanh thuc don va cac thanh cong
cu, duoc trinh bay trong cac ngan (tab) chira nut va danh sach Iénh.

= Quick Access Toolbar:Chira cac Iénh tat caa cac 1énh thdng dung nhat. Ban co thé
thém/ bt cac 1énh theo nhu cau st dung.

= Nt Minimize:Thu nho cta s6 ung dung vao thanh tac vu (taskbar) cua Windows; ban
nhap vao nut thu nho cua tng dung trén taskbar d€ phong to lai ctra s6 trng dung.

. Nut Maximize/Restore:Khi cira s6 ¢ ché do toan man hinh, khi chon niat nay s& thu
nho cira so lai, néu cura s6 chua toan man hinh thi khi chon nut nay s€ phong to cira so6 thanh
toan man hinh

. Nut C|0§e:£)o'ng g dung lai. Ban co thé nhan duoc théng bao luu lai cac thay doi
cua bai trinh dien.

- Khu vuc soan thao bai trinh dién:Hién thi slide hién hanh.

- Ngiin Slides: Hién thi danh sach cac slide dang c6 trong bai thuyét trinh

= Ngiin Outline: Hién thi dan bai cta bai thuyét trinh

- Thanh trang thai (Status bar): Bao c4o thong tin vé bai trinh dién va cung cap cac
nat Iénh thay doi ché do hién thi va phong to, thu nho ving soan thao.

Ribbon
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Ribbon du’(_)’CJZé chtrc thanh nhiéu ngan theo chirc nang trong qua trinh xay dung bai thuyét
trinh. Trong moi ngan 1énh lai dugc t6 churc thanh nhiéu nhom 1€nh nho tao gitp nguodi dung
de hiéu va dé st dung cac chirc nang cua chuong trinh.

= File:M¢ thuc don File tir d6 ta co thé truy cap cac 1énh ma (Open), luu (Save), in
(Print),tao ma&i (New) va chia sé bai thuyét trinh (Share).

- Home:Chira cac nit 1énh thuong xuyén sir sung trong qué trinh soan thdo bai thuyét
trinh nhu 1a cac vé€ Iénh sao chép, cat, dan, chén slide, bo cuc slide, phan chia section, dinh
dang van ban, v& hinh va cac 1énh vé tim ki€m, thay theé...

. Insert: Thuc hién céac 1énh chén, thém céc d6i twong ma PowerPoint hd tro nhu 1a bang
biéu, hinh anh, SmartArt, do thi, van ban, doan phim, 4&m thanh,...

. Design:Thuc hién cac 1énh vé dinh dang kich c& va chiéu hudng cua cac slide, handout,
ap dung cidc mau dinh dang va cac kiéu hinh nén cho slide.

- Transitions: PowerPoint 2013 t6 chitc Transitions thanh mot ngan méi trén Ribbon
gitip ching ta c6 thé ap dung va thiét 1ap cac thong sd cho cac hiéu tng chuyén slide rat
nhanh chéng va thuan loi. Ngoai ra, chung ta c¢6 thé xem trudc hiéu timg chuyén slide ngay
trong ché d6 soan thao.

= Animations: Danh muc cac hiéu tng ap dung cho cac ddi twong trén slide, sao chép
hiéu trng gitra cac doi tuong, thiét 1ap thoi gian cling nhu cac sy kién cho cac hi€u ung.

- Slide Show: Chuan bj cac thiét 1ap cho bai thuyét trinh truéc khi trinh dién, tuy bién
vé mit ndi dung cua bai thuyét trinh trong cac tinh hudng béo céo, broadcast bai thuyét trinh
cho cac khan gia theo doi tir xa va thiét 1ap cac thong s6 cho cac man hinh hién thi khi trinh
dién.

= Review: Ghi chu cho céc slide trong bai thuyét trinh, so sanh va tron ndi dung giira cac
bai thuyét trinh va cong cu kiém tra 18i chinh ta.

. View: Chuyén doi qua lai gitra cac ché do hién thi, cho hién thi hodc an thanh thudec,
cac duong ludi, diéu chinh kich thudc ving soan thao, chuyén doi gitra cac ché do mau hién
thi, sdp x€p céc cua so,...

Thanh thwéc ngang va doc

Céc thanh thudc ngang va doc giap chang ta trong viéc bé tri cac thanh phan trén slide chinh
xac hon. Ban vao chon ngan View trén Ribbon, sau d6 chon Rulers tai nhom Show.

Thanh thudc ngang va doc chi ¢6 trong kiéu hién thi Normal va Notes Page va don vi tinh
trén thanh thudc tuy thudc vao thict 1ap Regional Settings trong Control Panel caa Windows.

Ban c6 thé tat bot thanh thudc doc bang cach vao File/Options/chon Advance/tim dén muc
Display/bo chon Show vertical ruler.

Bai 2: TAO BAI THUYET TRINH CO BAN
I. Tao bai thuyét trinh
1. Tao bai thuyét trinh réng
(1) Vao ngan File
(2) Chon 1énh New, hop Available Templates and Themes xuat hién bén phai
(3) Chon Blank presentation
(4) Nhan nat Create dé tao méi.
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Hoac: Dung té hep phim tat <Ctrl+N> dé tqo nhanh bai thuyét trinh réng
2. Tao bai thuyét trinh tir mau c6 sin
Dung cac mau dwoc xay dung sin kém theo phan mém Microsoft PowerPoint
(1) Vao ngan File
(2) Chon 1énh New, hop Available Templates and Themes xuat hién bén phai
(3) Chon Sample templates
(4) Chon mot mau thiét ke tir danh séach bén dudi va xem hinh minh hoa phia bén
phai cura so.
(5) Nhan nit Create dé tao mai bai thuyét trinh
Dung cac mau tir trang web office.com
(1) Vao ngan File
(2) Chon lénh New, hop Available Templates and Themes xuat hién bén phai

(3) Di chuyén dén Office.com templates. Tai day, cac mau dugc nhom lai theo noi dung
cua chang.

(4) Vi du chon nhdm la Presentations, chon tiép phan loai mau la Business va doi trong
gidy lat dé PowerPoint cap nhat danh sach cac mau tur Internet.

(5) Chon mot mau thiét ké tir danh sach bén dudi va xem hinh minh hoa phia bén phai cira
SO.

(6) Néu dong y v6i mau dang xem thi nhan nut Download dé tai vé va tao bai thuyét trinh
mai theo mau nay.

Dung cac mau thiét ké caa ban tao hoic cac miu swu tdm dang lwu trén dia
(1) Vao ngan File
(2) Chon lénh New, hop Available Templates and Themes xuat hién bén phai
(3) Chon My templates
(4) Chon mot mau thiét ké tir danh séch bén dudi va xem hinh minh hoa phia bén phai ctra s6.
(5) Néu dong y véi mau dang xem thi nhan ndt OK dé tao bai thuyét trinh méi theo mau nay.
3. Tao bai thuyét trinh tir mdt bai co sin

(1) Vao ngan File

(2) Chon 1énh New, hop Available Templates and Themes xuat hién bén phai

(3) Chon New from Existing

(4) Hay tim dén noi chua tap tin trinh didn mau va chon no.

(5) Nhan nut CreateNew dé tao méi bai trinh dién dya trén tap tin c6 san.

4. Tao nhanh c&c slide thuyét trinh tir tap tin dan bai
(1) Vao ngan File
(2) Chon Iénh Open, hop thoai Open xuét hién
(3) Tai Files of type chon kiéu tap tin 12 All Outlines.
(4) Chon tap tin Outline mong mudn va chon Open dé mé
Cdu truc Outline:
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Outline la tap tin chi chiza van ban, cac slide cach nhau bang mét ky hiéu xuong dong
(Enter). Trén moi slide, tua dé slide viet binh thuong va cac ngi dung trén slide thi phai Tab
thut dau dong.

IL Luwu bai thuyét trinh

1. Lwu bai thuyét trinh lan dau tién

(1) Vao ngan File

(2) Chon Iénh Save, hop Save As xuat hién

(3) Nhap tén tap tin bai thuyét trinh tai hop File name.
(4) Chon loai dinh dang tap tin tai Save as type.

PowerPoint mic dinh kiéu tap tin 1a PowerPoint Presentation (*.pptx), day 1a kiéu dinh dang
dung cho PowerPoint 2007 va 2010.

Ching ta ¢6 thé lwu tap tin theo dinh dang PowerPoint 97-2003 Presentation (*.ppt) de cac
phién ban PowerPoint 2003 tro vé trudc qcé thé m¢ duoc bai thuyet trinh tao trén PowerPoint
2013. Tuy nhién, cac hiéu tng va cac kiéu dinh dang dac thu caa PowerPoint 2013 s¢ khong
hoat dong.

(5) Tai hop Save in, ban hiy tim dén thu muc can luu tap tin

(6) Nhan nat Save dé luu

Qui dinh vé dat tén t@p tin: Theo quy dinh dat tén tdp tin cua hé diéu hanh
2. Lwu bai thuyét trinh cac l1an sau

e VaoFile | chon nut Save, hoac

e Nhén nat Save (‘) trén Quick Access Toolbar, hodc

e Nhén t6 hop phim tit <Ctrl+S>

Thém nat Iénh vao QAT (Quick Access Toolbars):

e Dé thém nut Save vao thanh Quick Access Toolbar ban nhip trai chudt vao nut
Customize Quick Access Toolbar () va chon nat Save.

3. Luwu bai thuyét trinh ¢ cac dinh dang khac
(1) Mo bai thuyét trinh muébn luu sang dinh dang khac.
(2) Vao ngan File
(3) Chon Iénh Save As, hop Save As xuat hién
(4) Tai Save as type, ban chon lai kiéu dinh dang khéc.
(5) Nhan nut Save dé thuc hién Iénh.
Bang 1: Cdc kiéu dinh dang cua tap tin ma PowerPoint 2013 hg tro

pinh dang AL 1 Ghi chii
. . rong
Mic dinh, chi c6 thé mg bang PowerPoint
. . 2007 va méi hon (hozc phai cai thém phan b
PowerPoint Presentation -PpX sung cho cac phién ban cu thi méi mé dugc).
binh dang tap tin theo chuan XML.
PowerPoint 97-2003 t binh dang twong thich ngugc vai cac phién ban
Presentation PP PowerPoint 97, 2000, 2002 (XP), hoac 2003
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binh dang Ghi cha
: : rong
PDE df Luu dudi dinh dang PDF, ban phai cai thém
P PDF and XPS tir trang web Office Online.
Tuong ty PDF nhung day 1a dinh dang cua
XPS XPps Microsoft. Windows Vista c6 san trinh xem
tap tin XPS.
. Tap tin mau dinh dang (template) cua
PowerPoint Template .potx PowerPoint 2007
. ] Tap tin mau dinh dang (template) cua cac
PowerPoint 97-2003 pot phién ban PowerPoint 97, 2000, 2002 (XP),
Template <
hoac 2003.
Gif}ng nhu template, nhung n6 chi chtra cac
Office Theme thmx thiet 1ap dinh dang (theme) nhu (fonts, mau
sac, va cac hiéu ung).
Giéng nhu mét tap tin PowerPoint binh
PowerPoint Show .Pps, .ppsx | thuong nhung mo s€ ¢ che do Slide Show; rat
hitu ich khi phan phoi cho nguoi xem.
. i Dinh dang c6 thé m¢ trong céc phién ban
PowerPoint 37-2003 Show PPt PowerPoint 97 dén PowerPoint 2003
Luu toan bd cac thanh phan cua tap tin trinh
: : dién trong mét file duy nhat va c6 thé mé bang
Single File Web Page mht, .mhtml trinh duyét web. Thich hop khi muén dwa 1én
trang web hoac gui e-mail
Luu tap tin dudi dinh dang HTML, cac hinh
Web Page htm, .html anh s€ luu thanh cac tap tin riéng. Binh dang
nay thich hgp cho viéc dua 1én trang web.
PowerPoint XML A o ae
Presentation xml Luu tap tin dudi dinh dang XML
Luu bai thuyét trinh sang dinh dang video.
PowerPoint 2010 ¢4 thé luu sang phim véi cac
muc chat lugng nhu High Quality (1024x768,
. o 30fps); Medium Quality (640x480, 24fps); va
Windows Media Video wmv Low Quality (320X240, 15fps).
Binh dang phim WMV c6 thé choi trén
Windows Media Player va nhicu chuong trinh
pho bien khac
GIF (Graphics Interchange . . . \
Format) gif Hinh dong, gi6i han trong 256 mau
JPEG (Joint Photographic . . z X
Experts Group) File Format Jpg Hinh tinh, chat lugng tot cho web
PNG (Portable Network N Hinh tinh, d6 phan gidi cao, n6 bao goém cac
Graphics) Format -Png uu diém cua hinh GIF va JPG.
TIFF (Tagged Image File . N % N AR AL iai K
Format) tif Hinh tinh, chat lugng va do phan giai rat cao
Device Independent Bitmap | .bmp Hinh tinh, dung nhiéu trong Windows
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binh dang

Ghi chua

Windows Metafile

Hinh tinh, ho dinh dang vector vi thé c6 thé
dicu chinh kich thuéc ma khong lam v& hinh
(khong tuong thich vai may chay hé diéu hanh
Mac).

Enhanced Windows Metafile | .emf

Phién ban cai tién cia WMF.

Outline/RTF Irtf

Dinh dang toan van ban, loai bo tat ca cac thanh
phan khac. Chi chira cac Text trén slide nam
trong (placeholders) méi duoc chuyén outline,
cac Text trong phan Notes khong duoc luu.

PowerPoint Picture

Presentation -Pptx

Luu bai thuyét trinh trong PowerPoint 2010
hoac 2007 sang dinh dang hinh s€ giup giam
kich thudc tap tin. Tuy nhién, mot sb théng tin
s& bi mat.

OpenDocument Presentation | .odp

Luu tép tin PowerPoint 2010 sang dinh dang
ODP s& gilip ching ta c6 thé mé tap tin bang
c4c trinh bién soan bai thuyét trinh khac nhu
la Google Docs va OpenOffice.org Impress.
Tat nhién, ban c6 thé dung PowerPoint 2010
dé m& cac tap tin .odp. Tuy nhién, mot sb
thong tin cd thé bi mat khi luu.

PowerPoint 2013 khong hé trg’ cdc dinh dang sau:

- binh dang tir PowerPoint 95 trg vé trudc.

- C4c tap tin (.ppz) tao bai Pack and Go Wizard.
Bang 2: Cdc tinh nang maoi trong PowerPoint 2013 ma cac phién ban tiz PowerPoint 2003

trg vé truée khdng hé tror

Tinh nang méi trong PowerPoint 2013

Khi mé tap tin trong PowerPoint 2013 trong cac
phién ban tir PowerPoint 2003 tré ve trwéc

Hinh anh SmartArt

Chuyén thanh hinh khéng cho phép hiéu chinh

Db thi (trir Microsoft Graph charts)

Chuyén thanh doi twong OLE co thé higu chinh, nhung
cac do thi co thé bi bien dang doi chuat khi ma lai trén
PowerPoint 2010.

Cac mau slide tu tao (Slide Layouts)

Chuyén thanh multiple masters (nhiéu slide master)

Céc kiéu d6 bong

Céc kieu bong mém (soft shadows) s& chuyén thanh
cac kiéu do bong don gian (hard shadows)

Font chit cho Heading va phan ni dung

Chuyén thanh font chit binh thuong

Céc hinh v& (shape), hinh anh (picture), dbi
tuong (objects), hiéu tng hoat hinh, cac hiéu
ung mai

- Hiéu trng 2-D hoac 3-D cho van ban

- Gradient cho cac hinh vé hoac van ban

- Gach ngang chit bang nét don hoic kép

- T6 nén bang gradient, picture, va texture
cho van ban

Chuyén thanh hinh khéng hiéu chinh dwoc trong cac
phién ban trudc
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Khi mé tap tin trong PowerPoint 2013 trong cac

LRI U T el e phién ban tir PowerPoint 2003 tré vé truwéc

- B5 bong, hiéu tng trong phan, hau hét cac
hiéu tng 3-D

4. Chuyén bai thuyét trinh sang dinh dang video

(1) M& bai thuyét trinh mudn chuyén sang dinh dang video.
(2) Vao ngan File

(3) Chon Iénh Share

(4) Tai nhém File Types, chon Create a Video

(5) Chon chat lugng video tai hop x6 xubng phia bén phai cira sé6 Share. C6 3 lwa chon cho
ban:

- Computer & HD Displays: Hé tqo video véi chat hong hinh dnh cao nhdt va tdp tin sé
c6 dung lwong lon nhat. Kieu ket xuat nay co thé dung dé phat trén man hinh may tinh, may
chieu hogc cac thiét bi hiéen thi ¢coé do phan giai cao.

- Internet & DVD: Cho char lwong video ¢ mic trung binh va tap tin c6 kich thudt vira
phai. Kieu ket xuat nay thich hop cho viéc chia sé qua mang internet hay chép ra dia DVD.

- Poratble Devices: Xudt ra video cé chdt lirong thap nhdt va tap tin sé cé kich thuéc nhé
nhat. Loai ket xuat nay thich hop dé tai vao cac thiét bj di dong nhu Zune, cac PDA hay Smart
Phone...

Tai Use Recorded Timings and Narrationsban co céc tuy chon sau:

- Don't Use Recorded Timings and Narrations: Néu ban khdng muén Iong tiéng va ghi
lai cac hoat dong cua con tro laser thi chon tuy chon nay.

- Use Recorded Timings and Narrations: Chi cho phép chon khi ban da hoan tat viéc Iong
tleng va cac hoat dong cua con tro laser trong bai thuyét trinh. Ban chon tly chon nay néu
mudn video két xuat co 1ong tiéng va cac hoat dong caa con tro laser.

(6) Nhap nut Create Video, hop thoai Save As xuat hién

(7) Pat tén tap tin, chon noi luu trir va nhan nat Save dé bat d¢au chuyén doi.

Thay déi thoi gian chuyén slide:

Thoi gian chuyén slide mgc dinh la 5 gidy. Thay doi gia trj mdc dinh nay hay diéu chinh tgi
Seconds to spend on each slide trong cua so Create a Video.

5. Chuyén PowerPoint sang dinh dang PDF va XPS

Bo Microsoft Office 2013 tich hop sin cong cu chuyén doi sang dinh dang PDF or XPS rat
de dang va nhanh chong.

v' Portable Document Format (PDF) 1a dinh dang dif li¢u dung dé chia s¢ pho bién
nhat hién nay. Dinh dang PDF dam bao v€ dinh dang cua tap tin khong bi thay doi khi xem
hodc in an va kha kho khan khi muon thay do6i dir liéu ma n6 luu trit. Pinh dang PDF cling
rat hitu ich cho céc tai li¢u xuat ban thuong mai khi mang di in an.

v' XML Paper Specification (XPS) ciing 1a dinh dang tp tin c6 chirc ning twong tu
PDF nhung do Microsoft xay dung.

Céc budc chuyén PowerPoint sang dinh dang PDF hoic XPS:
(1) M& bai thuyét trinh mudn chuyén sang dinh dang PDF/XPS.

(2) Vao File
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(3) Chonlénh Share

(4) Tai nhém File Types chon Create PDF/XPS Document

(5) Nhin nat Create a PDF/XPS, hop thoai Publish as PDF or XPS xuét hién

(6) Nhap tén bai thuyét trinh vao hop File name

Néu chon Open file after publishing thi tap tin PDF/XPS sau khi chuyén s& duoc mo 1én.
(7) Tai Optimize for c6 hai lua chon:

- Standard: khi muén phat hanh truc tuyén véi chat luong cao vé hinh anh hoic dung cho
viéc in an (Kich thudc tap tin 16n).

- Minimim size: dung cho viéc doc truc tuyén 1a chi yéu vi khi in ra cac hinh s& bi mo (kich
thudce tap tin nho).

Nhan nat Option dé thiét lap thém cac tuy chon:

- Tai Range: chon cac slide can chuyén doi hoac cé thé chon tir custom show ma ban d tao
trude do trong bai thuyét trinh.

Tai Publish options: chon hinh thic ma slide s& in ra trén gidy nhu kiéu handout, slide,
notes pages hodc la outline. Ngoai ra con co cac tuy chon khac nhu k& khung cho slide, in cac
slide bi an, in cac théng tin cha thich hay thong tin chinh sua. ..

Tai Include non-printing information:

Chon Document properties thi cac thuoc tinh cua tap tin Powerpoint s& chuyén sang thanh
thudc tinh cua tap tin PDF/XPS.

Chon Document structure tags for accessibility: dwa cac théng tin vé ciu trac sang tap tin
PDF/XPS.

PDF options: tiy chon vé tinh twong thich vai tiéu chuan 1SO va qui dinh cach chuyén vin
ban thanh dang chir bipmap (lam tang kich thudc tap tin) néu cac font khong thé nhung vao
tap tin PDF dugc.

(8) Nhan nat OK sau khi thiét 1ap xong céc tly chon va déng cira s6 Options.

(9) Nhan nat Publish dé bat dau chuyén doi.

6. Tuy chon lwu trir

Thay doi dinh dang tap tin mac dinh

(1) Vao ngan File

(2) Chon Options, hop thoai PowerPoint Options xuat hién

(3) Chon Save tir danh muc bén tréi cira so

(4) Tai Save files in this format ban chon kiéu dinh dang mic dinh tir hop x6 xuéng ké bén.

(5) Nhan OK hoan tét viéc thiét lap. Ké tir thoi diém ndy cAc tap tin méi tao khi duoc luu
s& mac dinh chon kiéu dinh dang tap tin nay.

Thiét 1ap thoi gian lwu trir tw ddng véi muc dich phuc hdi khi co su co

(1) Vao ngan File

(2) Chon Options, hop thoai PowerPoint Options xuét hién

(3) Chon Save tir danh muc bén tréi cira so

(4) Chon Save AutoRecover information every <10> minutes va thiét 1ap lai khoang thoi
gian ma PowerPoint sé& thuc hién 1énh luu trit.
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(5) Nhan OK hoan tat viéc thiét lap.
Thiét 1ap thw muc luu trir mic dinh
(1) Vao ngan File
(2) Chon Options, hop thoai PowerPoint Options xuat hién
(3) Chon Save tir danh muc bén tréi cira sb
(4) Tai Default file location nhap vao duong dan dén thu muc can lwu trir mic dinh.
(5) Nhan OK hoan tat viéc thiét 1ap.
Nhung font kém theo bai thuyét trinh
(1) Vao ngan File
(2) Chon Options, hop thoai PowerPoint Options xuat hién
(3) Chon Save tir danh muc bén tréi cira s6

(4) Chon Embed font in the file va chon tiép Embed all characters dé cho phép
nhitng nguoi khac c6 thé hi¢u chinh véi nhitng font dac biét trong bai thuyét trinh.

(5) Nhan OK hoan tat viéc thiét lap.
I11. B&o vé bai thuyét trinh bang mat ma
1. Thiét 1ap mat ma bao vé
(1) Mo tap tin muén dat mat ma trén man hinh PowerPoint
(2) Vao ngan File
(3) Chon Save As, hop thoai Save As xuét hién
(4) Dattén tap tin tai hop File name
(5) Vao Tools va chon General Options... hop thoai General Options xuat hién
(6) Thiét lap mat ma:

e Néumuédn nguoi ding phai khai bao mat ma khi ma tap tin thi ban hay dat mat ma vao
hop Password for open.

e Néu mudn nguoi ding phai khai bdo mat ma khi muédn hiéu chinh tap tin thi ban hay
dat mat ma vao hop Password ro modify

(7) Xéc nhan lai cac mat ma khi c6 yéu cau trong hop Comfirm Password.
(8) Nhan OK khi hoan tat dat mat ma
Nhan n(t Save dé luu bai thuyét trinh véi cac mat ma vira thiét lap.

Ngoai cach dat mat ma bao vé theo cach cii néu trén, PowerPoint 2013 da don gian hoa cong
viéc nay rat nhiéu vai tinh nang Protect Presentation. Cac budc thuc hién nhu sau:

(1) M tap tin mudn dat mat ma trén man hinh PowerPoint
(2) Vao ngan File
(3) Chon Info, chon Protect Presentation
(4) Chon Encrypt with Password
(5) Hop thoai Encrypt Document xuat hién y&u cau ban nhap mat ma vao
(6) Nhan OK va x&c nhan lai mat ma vira nhap
(7) Nhan OK lan nira
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(8) Nhan Save dé luu cac thiét lap vira thuc hién

2. G& b mat ma khéi bai thuyét trinh.

(1) Mo bai‘ thuyét trinh dang c6 mat ma bao vé va khai bao cac mat ma vao hop Password
khi co yéu cau.

(2) Sau khi bai thuyét trinh duoc mé trong cira s6 PowerPoint, vao ngin File

(3) Chon Save As, hop thoai Save As xuét hién.

(4) Vao Tools chon General Options..., hop thoai General Options xuat hién

(5) Xda bo di cac mat ma dang c6 trong Password to open va Password to modify

(6) Nhan OK dé dong hop General Options

(7) Nhan nat Save va x&c nhan ghi dé 1én tap tin dang co.

Khi chi ¢6 mot loai mat ma mé tap tin duoc &p dung dé béo vé tap tin thi ching ta c6 the ap
dung cach sau day dé go bo:

(1) M¢ tap tin mudn xd6a bo mat ma bao vé
(2) Sau khi bai thuyét trinh duoc mo trong cira s6 PowerPoint, vao File
(3) Chon Info, chon Protect Presentation
(4) Chon Encrypt with Password
(5) X0& bo mat ma dang cé trong hop thoai Encrypt Document
(6) Nhan OK dé dong hop thoai Encrypt Document
(7) Nhan Save dé luu cac thiét 1ap vira thyc hién
IV. Tang cwong d§ an toan cho PowerPoint véi tinh ning File Block Settings

File Block Settings gitip chiing ta thiét lap cach thirc ma PowerPoint s& hanh xu khi mo cac
kicu tap tin PowerPoint ¢ cac phién ban cti hon PowerPoint 2013 (tir Office 2007 tré ve trudc).
File Block Settings cung cap 3 tuy chon nhu sau:

e Do not open sellected file types: khdng cho phép ma tap tin

e  Open sellected file types in Protected View: cho phép mé tap tin trong ché d6 bao vé
nhung khong cho phép chinh stra néi dung.

e  Open sellected file types in Protected View and allow editing: cho phép mao tap tin
trong ché do bao vé va cho phép chinh stra ngi dung.

Thuc hién cac budce sau dé thiét 1ap cac tiy chon cho cac kiéu tap tin:
(1) Vao ngan File
(2) Chon Options, hop thoai PowerPointOptions xuat hién
(3) Chon Trust Center va nhan nat Trust Center Settings
(4) Chon File Block Settings tir danh séch bén trai cira s6 Trust Center

(5) Nhap chon hodc bo chon vao Open va/ hoic Save chocéc kiéu tap tin dé khoa hoac cho
phep kiéu tap tin nay dugc hoat dong trong PowerPoint.

(6) Nhap OK dé dong hop thoai Trust Center
(7) Nhan OK lan nira dé dong hop thoai PowerPointOptions
V. Céac thao tac vei slide
1. Cheén slide mei.
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(1) Chon ngan Slides trong ché do Normal Viewva nhap chudt vao dudi slide dau tién do
PowerPoint ty tao ra khi ban tao bai thuyét trinh magi. Khi d6, ban sé thay mot duong nam
ngang nhap nhay cho biét d6 1a vi tri ma slide mai sé dugc chén vao.

(2) Vao ngan Home chonnhom Slides
(3) Nhan nat New Slide, hop chta cac kiéu layout xuat hién

(4) Nhap chudt chon mét kiéu layout, slide méi s& dugc chén vao bai thuyét trinh theo kiéu
layout vira chon.

2. Sao chép slide.

(1) Trong ché d6 Normal View, chon céc slide trong ngin Slides mudn sao chép
(2) Nhap phai chudt 18n mot trong sé cac slide dang chon dé mé thuc don ngit canh
(3) Chon Duplicate Slide tir danh sach Iénh

Chen nhiéu slide:

- Néu céc slide chon 1 lién tuc: nhap chugt chon slide dau tién réi gii phim Shift va nhap
chugt vao slide cuoi cung.

- Néu céc slide chon 12 khang lién tuc: nhap chugt chon slide dau tién va gia phim Ctrl
trong khi nhap chugt chon cac slide khac.

3. Thay déi layout cho slide.

(1) Trong ché @6 Normal View, chon céc slide trong ngin Slides mudn sao chép
(2) Chon slide can thay d6i layout

(3) Vao ngin Home | nhém Slides | nhan nat Layout

(4) Chon kiéu layout méi cho slide

4. Thay d6i vi tri cac slide.

(1) Trong ché ¢6 Normal View, chon slide trong ngin Slides mudn sap xép
(2) Dung chuot kéo slide dén vi tri mai trong ngan Slides va tha chuot

(3) Slide s& xuat hién & vi tri méi

5. Xda slide.

(1) Trong ché do6 Normal View, chon slide trong ngan Slides mudn x06a

(2) Nhan phim Delete trén ban phim dé x6a slide hozc nhap phai chudt 1én slide va chon
Delete

6. Phuc hoi slide vé thiét 1ap layout mic dinh.

(1) Trong ché @6 Normal View, chon slide bi bién d6i layout.

(2) Vao ngan Home, dén nhom Slides

(3) Nhan nit Reset

7. Nhom cac slide vao céc section.

(1) Trong ché d6 Normal View, chon slide ma ban mudn tach thanh Section mai
(2) Vao ngin Home, dén nhom Slides

(3) Nhan nut Setion va chon Add Section

8. Pat tén cho section.

(1) Trong ché @6 Normal View, chon Section mudn dit tén
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(2) Vao ngan Home, d&én nhom Slides
(3) Nhan nt Setion va chon Rename Section
(4) Bt tén méi cho Section va nhan nit Rename dé doi tén.
9. X0a section.
(1) Trong ché d6 Normal View, chon Section mudn x6a
(2) Vao ngin Home, dén nhom Slides
(3) Nhan ndt Setion va chon Remove Section
VI. Mé va déng bai thuyét trinh.
1. Mé lai bai thuyét trinh dang lwu trén dia.
(1) Vao ngan File
(2) Chon Iénh Recent, hop Recent Presentations xuat hién bén phai
(3) Chon tén bai thuyét trinh can mé tir danh sach

Néu bai thuyét trinh mudn mad khdng co trong danh sach hién hanh thi ban lam theo cac
budc sau:

(1) Vao ngan File

(2) Chon Iénh Open, hop thoai Open xuat hién

(3) Tai Look in, tim dén thu muc luu trir bai thuyét trinh
(4) Chon tén tap tin mubn ma va nhan nat Open

Bdang 3: Cac tuy chon Open

Nut Muc dich

Open Ché d6 md bai thuyét trinh mic dinh.

Mg bai thuyét trinh dudi dang chi doc, cac thay ddi va hiéu chinh

Open Read-Only trong bai muén luu thi phai luu thanh mot tap tin khéc.

Open Copy Mg bai thuyét trinh dudi dang mét ban sao.

Open in Browser Chi c6 tac dung khi chon mot bai thuyét trinh Iuu dudi dang

trang web.
ninPr Ly on A
\C;i% (\EN otected Mg bai thuyét trinh trong ché do bao vé khong cho hi¢u chinh
Open and Repair Mg bai thuyét trinh va kiém cac tra I8i va s& stra 18i néu co.

2. Pong bai thuyét trinh.

Khi dong chuwong trinh PowerPoint, tat ca cac tap tin dang mo sé tu dong dong theo. Néu
ban chi mubn déng mot bai thuyét trinh cu thé nao do6 thi ban hdy chon bai thuyét trinh do,
sau d6 vao ngan File va chon Close. Néu tap tin chua dugc Iuu thi PowerPoint s& thong bao
nhic nho ban.

Té hop phim tdt:

Dé dong nhanh bai thuyét trinh hi¢n hanh trong ciza s6 PowerPoint ban nhan té hop phim
tat <Ctrl+F4>.

Bai 3: XAY DUNG NOQI DUNG BAI THUYET TRINH

79



I. Tao bai thuyét trinh méi

(1) Vao ngan File

(2) Chon Iénh New, hop Available Templates and Themes xuit hién bén phai
(3) Chon Blank presentation va nhin nit Create dé tao mai.

(4) Vao File chon Save, hop thoai Save As xuit hién

(5) Tai hop File name dat tén tap tin la ThuchanhPowerPoint2013.pptx va chon thu muc
luu trix tai Save in.

(6)Nhan Save dé luu bai thuyét trinh lai.

I1. Tao slide tya dé

Cac budc nhu sau:

(1) Nhan chuét vao placeholder Click to add title dé nhap tya dé cho slide.

(2) Dau nhic s& nhap nhiy nhu hinh bén dudi va ban hay nhap tya dé cho slide nay la
“PowerPoint 2013”

(3) Nhap chudt vao placeholder Click to add subtitle dé nhap twa dé phu, thong thuong
day la cac dién giai vé ndi dung chi tiét cho tuya dé cua bai thuyét trinh.

4) !\Ihép chudt vao vung trong bén ngoai cac placeholder dé hoan tat viéc nhap van ban cho
tua dé chinh va tua dé phu.

I11. Tao slide chira vian ban

Céc budc nhu sau:

(1) Vao ngan Home, tai nhom Slides chon New Slide
(2) Chon kiéu layout 1a Title and Content

(3) Tai khung tua dé cua slide mai, ban nhap chuét vao chir Click to add title, sau d6 nhap
vao tua slide.

(4) Nhap chudt vao placeholder Click to add text va nhap vao ndi dung cho slide

(5) Nhan phim ENTER xudng dong. Sau d6 nhap tiép cac noi dung con lai cho slide.
IV. Tao slide cé hai cot ngi dung

Cac budc nhu sau:

(1) Vao ngan Home, tai nhom Slides va chon New Slide.

(2) Chon kiéu layout 1a Two Content

(3) Tai khung tua dé cua slide mai, ban nhap chuét vao chir Click to add title, sau d6 nhap
vao tua slide.

Nhap chudt vao placeholder bén trai va nhap vao
Nhan phim Enter xubng dong

Vao Home | nhém Paragraph | nhan nat Increase List Level dé thut dau dong dé chuan bi
nhap danh séch.

(4) Nhap vao danh sach
(5) Tuong tu, nhap noi dung vao cot bén phai cua slide
V. Chen hinh vao slide

80



Cac budc nhu sau:
(1) Vao ngan Home, tai nhom Slides chon New Slide.
(2) Chon kiéu layout la Two Content

(3) Nhap twa dé vao slide. Nhap chudt vao biéu tugnglnsert Picture from File bén cot bén
trai.Hoac vao ngan Insert, tai nhom Images chon Insert Picture from File.

(4) Cura s6 Insert Picture xuat hién, ban tim dén thu muc luu trit hinh trén may cua minh
va nhap chuot chon mot hinh nao do, sau d6 nhan nat Insert € chén hinh vao Slide.

(5) Tuong tw, nhap chudt vao biéu tuong Insert Picture from File bén cot bén phai va chén
mot hinh khac.

(6) Khi hinh d3 chén vao slide, ban chon hinh d6 cho xuét hién 8 6 vudng nho xung quanh
hinh, dua chudt vao 6 & mét goc nao do va gitr trai chudt kéo ra phia ngoai hinh dé phdng to
hinh. Ban c6 thé dung chuot dé di chuyén hinh dén vi tri mong muon trong slide.

V1. Chén hinh tir Clip Art vao slide

Cac budc nhu sau:

(1) Vao ngan Home, tai nhom Slides chon New Slide.
(2) Chon kiéu layout Ia Title and Content

(3) Nhap tua dé cho slide. Nhap chuét vao biéu tugng Clip Art trong ving placeholder bén
dudi cua slide. Hoac vao ngan Insert, tai nhom Images chon Clip Art.

(4) Mot ngan Clip Art xuat hién bén phai cua so Normal View. Tai 6 Search for ban nhap
vao tur khéoa tim kiem va nhan nut Go dé tim hinh trong thu vién Clip Art.

(5) Kich chudt vao hinh trong khung Clip Art d¢ cheén vao slide. Sap xép hinh va chinh d¢
I6n nho cuaa hinh néu can.

Nhéap chudt vao nat Close & gdc trén bén phai hop Clip Art dé dong hop Clip Art
VII. Chup hinh man hinh dwa vao slide

Céc budc nhu sau:

(1) Vao ngan Home, tai nhom Slides chon New Slide.

(2) Chon kiéu layout 1a Title and Content, nhap twa dé cho slide

(3) Bé chup hinh cira s6 ttng dung va chén vao slide, ban vao ngan Insert, nhém Images,
chon Screenshot.

(4) Néu ban chi mubn chup mét phan cua cira s6 tng dung nao do, thi lam nhu sau:

Ban hdy mé ang dung va mé tap tin can chup hinh noi dung dé dwa vao PowerPoint.

Tro vé slide va vao ngan Insert, nhém Images, chon Screenshot, chon Screen Clipping.
Dung chudt quét chon viing man hinh tng dung can chup réi nha chudt.

V111, Chen thém Shape, WordArt va Textbox vao slide

Cac budc thuc hién nhu sau:

(1) Tro lai slide. Di chuyén hinh vira chyp sang mot goéc va vao ngan Insert, nhom
Illustrations, chon Shape, chon kiéu miii tén Right Arrow. Dung chudt vé mét hinh mdii tén
hudng sang phai trén slide nhu hinh sau.

(2) Vao ngan Insert, nhom Text, chon nat Textbox va vé mét hop van ban trén slide. Sau
do, ban nhap vao néi dung.
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(3) Vao ngan Insert, nhém Text, chon nit WordArt, chon mau sic cho WordArt
(4) Nhap noi dung tai hop Your text here.

IX. Chén SmartArt vao slide

Cac budc nhu sau:

(1) Vao ngan Home, tai nhom Slides chon New Slide.

(2) Chon kiéu layout 1a Title and Content

(3) Nhap twa dé cho slide. Nhap chudt vao biéu tuong Smart Art trong ving placeholder
bén dudi cua slide. Hodc vao ngéan Insert, tai nhom Images chon Smart Art.

(4) Cura s6 Choose a SmartArt Graphic xuat hién. Ban chon nhém kiéu la Picture, chon
kieu Circular Picture Callout va nhap nat Ok dé chén vao slide.

(5) Mot so do duoc chén vao slide nhu hinh dudi, chiing ta s& lan luot gan cac hinh vao céc
Vi tri tao san trén so d6. CAc vi tri tao san nay goi la Shape.

(6) Chon biéu tugng Insert Picture from File trong Shape I6n nhat dé cheén hinh vao.

(7) Hop t,hOai Insert Picture xuat hién, ban tim dén thu muc chta hinh. Sau do6, ban chon
hinh va nhan nat Insert.

(8) Chon lén hinh, hop Type your text here xuat hién bén trai. Ban nhap bén canh hinh noi
dung can mo ta.

(9) Quét chon chudi noi dung vira nhap trong hop Type your text here. Vao ngin Home,
nhom Font, chon Font Color va chon mau mau cho néi dung do.

(10) Lan luot chon Insert Picture from File trong cac Shape nho bén phai va chén céc
hinh con lai.

(11) Chiing ta s& chén thém ba Shape nho cho Smart Art. C6 nhiéu céach thuc hién:
Céch 1: Tai hop Type your text here, di chuyén xuéng dong cudi ciing va nhan phim Enter.

Cach 2: Chon Smart Art trén slide, sau d6 vao SmartArt Tools | nhém Create Graphic |
chon Add Shape | chon Add Shape Affter dé chén thém Shape phia dudi cac Shape dang
co.

(12) Thuc hién cac Iénh tuong tu va chén thém hai Shape nira cho Smart Art. X. Nhing &m
thanh vao slide

X. Nhang am thanh vao slide

Dinh dang tdp tin &m thanh dung cho PowerPoint 2013

PovyerPoint mao rong kh@ nang pc*) tro nhiéu dinh dang &m thanh SO Vdi trudc kia. Chung ta
cé thé dung cac cong cu dé chuyén doi cac dinh dang am thanh la vé dinh dang ma
PowerPoint ho tro nhu 1a Windows Media Encoder
(http://www.microsoft.com/windows/windowsmedia/forpros/encoder/default.msp).

Cac dinh dang &m thanh PowerPoint h tro nhu:.aiff (Audio Interchange File Format), .au
(UNIX Audio), .mid hay .midi (Musical Instrument Digital Interface), .mp3 (MPEG Audio
Layer 3), .wav (Wave Form), .wma (Windows Media Audio)

Poi khi phan ma rong caa tap tin &m thanh gidng voi danh sach & trén nhung khong thé
chén vao PowerPoint dugc do codec sir dung trong tap tin khong phu hop. Céch tét nhit 1a
nén str dung codec cia Microsoft khi chuyén d6i cac dinh dang am thanh dé d¢am bao tinh
twong thich.

Cac budc thuc hanh nhu sau:
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(1) Tir slide ¢ phan trén
(2) Vao ngan Insert, nhdm Media, chon Audio
(3) Chon Audio from File..., hop thoai Insert Audio xuat hién

(4) Chon tap tin Am thanh dang luu trit trén may va nhan ndt Insert d¢ chén vao slide. Mot
biéu tuong hinh loa xuat hién trén slide dai dién cho tap tin &m thanh, ban co thé di chuyén
no vao goc cua slide.

(5) Ngoai ra, ching ta c6 thé chén &m thanh tir cAc ngudn khac nhu 13 thu vién Clip Art
Audio hoac ghi @m voéi tinh nang Record Audio.

(6) Vi tinh nang Trim Audio, chiing ta c6 thé cét bo bot cac doan am thanh khong can
thict va chi chtra lai mot phan cuaa tap tin &m thanh. Ban chon vao biéu tuong hinh loa trén
slide va vao ngan Audio Tools, nhém Editing, chon Iénh Trim Audio.

(7) Thiét lap doan &m thanh can l4y tai Start Time va End Time va nhan nt OK sau khi
hoan tat.

XI. Nhung doan phim vao slide
Dinh dang tdp tin video dung cho PowerPoint 2013

Cac anh dang am thanh PowerPoint hd tro nhu: .flv (Flash Video — day 1a Iya chon video
tot nhat khi chen vao PowerPoint 2010), .asf (Advanced Streaming Format), .avi (Audio
Video Interleave), .mpg hay .mpeg (Moving Picture Experts Group), .wmv (Windows Media
Video).

Poi khi phan ma rong cua tap tin video giong véi danh sach & trén nhung khong thé chén
vao PowerPoint dugc do codec sir dung trong tap tin khong phu hop. Cach tot nhat la nén su
dung codec cua Microsoft khi chuyén d6i cac dinh dang video dé dam bao tinh tuong thich.

Cac budc nhu sau:
(1) Vao ngan Home, tai nhom Slides chon New Slide.
(2) Chon kiéu layout la Two Content. Nhap tua dé cho slide.

(3) Nhap chudt vao Insert Media Clip trong placeholder bén trai. Hop thoai Insert Video
Xuat hién.

(4) Tim dén thu muc chira video, chon video va nhan ndt Insert dé chén vao slide hozc nhan
nat x6 xuong tai nut Insert va chon Link to file d¢ chi lién ket véi video ma khéng nhdng
vao bai thuyeét trinh.

(5) Tuong tu, chung ta chén doan video con lai vao slide nhung véi dinh dang 1a flv. Nhap
chudt vao Insert Media Clip trong placeholder bén phai. Hop thoai Insert Video xuat hién.

(6) Tai hop Files of type, banchon All Files (*.*) dé cac dinh dang tap tin video khac hién
thi. Ban chon tén tap tin 1a Welcome to Zune HD.flv va nhan ndt Insert dé chen vao slide.

Luu y khi chén video:

Khi chén video vao slide, néu la dinh dang ma PowerPoint hé tro va codec diing
thi qué trinh chén dién ra rdt nhanh. Néu b; treo may hay qué trinh chén dién ra
qué lau, ban nén ding cdc chirong trinh chuyén ma video chuyén dung dé chuyén
video vé dinh dang PowerPoint hé tro.

XI1. Chén doan phim tryc tuyén vao slide.
Cac budc nhu sau:
(1) Vao ngan Home, tai nhom Slides chon New Slide.
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(2) Chon kiéu layout la Title and Content. Nhap twa dé cho slide.

(3) Chon placeholder bén dudi, sau d6 vao Insert, nhém Media, chon nat Video va chon
tiép Video from Website..., hop thoai Insert Video From Web Site xuét hién.

(4) Chuyén qua trang web chira video truc tuyén, chang han 1a YouTube, ban tim dén hop
Embed cua doan video trén trang YouTube va chép cac thong so trong hop nay vao bo nhé
may tinh bang cach nhan t6 hop phim <Ctrl+C>.

(5) Sau d6, chuyén sang hop Insert Video From Web Site trong cua s6 PowerPoint va dan
noi dung Embed vao bang t6 hop phim <Ctrl+V>,

(6) Nhan nat Insert dé chén doan video vao slide va diéu chinh kich thude doan phim trén
slide.

Xem trwéc video truc tuyén:

Muén xem trude doan phim truec tuyén dang chén trén slide, ban chon Shape cia
doan phim trén slide roi vao ngan Video Tools, chon Format, chon Play tai nhom
Preview.

XI11. Chén bang biéu vao slide

Cac budc nhu sau:

(1) Vao ngan Home, tai nhom Slides chon New Slide.

(2) Chon kiéu layout la Title and Contentva Nhap tua dé cho slide

(3) Nhap chuot vao Insert Table trong placeholder bén dudi, hop thoai Insert Table xuat
hién. Ban khai bao s6 lugng dong tai hop Number of columns va so luong cot tai hop
Number of rows.

(4) Nhan OK dé chén bang vao slide.
(5) Thu nho chiéu rong céac cot dé chuan bi nhap ndi dung vao slide.

Diéu chinh chiéu rong cua cot bang céach di chuyén chudt vao dudng ludi doc cua bang. Khi
thdy chuot bién thanh hinh miii tén hai chiéu (*I*) thi giir tréi chudt va khéo qua trai dé thu
nho cot hoac kéo qua phai d€ mo rong cot.

(6) Nhap ndi dung cho bang nay.
Tao nhanh bdng trong PowerPoint:

Trong thuec té, khi 1am bao céo thuyér trinh chiing ta thuwong cb san cac bang biéu
trong Word hodc Excel. Khi do, ching ta cé thé chép cac bang nay va dan vao
PowerPoint rat tién loi.

XIV. Chén biéu d6 vao slide

Cac budc nhu sau:

(1) Vao ngan Home, tai nhdm Slides chon New Slide.

(2) Chon kiéu layout la Title and Content va Nhap twa dé cho slide

(3) Nhap chudt vao Insert Chart trong placeholder bén dudi, hop thoai Insert Chart xuat
hién.

(4) Chon nhom db thi tir danh séch bén trai hop thoai Insert Chart va chon kiéu db thi.

(5) Nhan nat OK va cira s6 Microsoft Excel xuat hién chira cac sb liéu mau cua do thi

(6) Ban hdy nhap day du s6 liéu cua bang trén vao cira so Excel va dong cira s Excel lai
sau khi nhap xong. Khi d6, biéu do6 trén slide PowerPoint s¢ xuat hign.
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(7) Chon db thi trén slide, chon twa dé d6 thi va nhan phim Delete trén ban phim dé xoa.

(8) Ddi céc ch thich cua d6 thi xudng phi dudi bang céch chon d6 thi. Sau do, ban vao
Chart Tools, chon Layout, nhdm Labels, chon Legend va chon Show Legend at Bottom.

(9) Thém cac sé liéu thdng ké kém theo cac manh trong banh trénta chon db thi. Sau do,
ban vao Chart Tools, chon Layout, nhom Labels, chon Date Labels va chon Best Fit.

Bai 4: TUY BIEN, HIEU CHINH
BAI THUYET TRINH

I. Sir dung cac méu dinh dang

1. Ap dung theme c6 sian cho bai thuyét trinh

Céc budc nhu sau:

(1) M6 bai thuyét trinh da c6.

(2) Vao ngan Design, nhom Themes, nhap chudt chon kiéu Theme ma ban mudn.

(3) Bé d6i sang bo mau khac cho bai thuyét trinh, ban vao Design, nhém Themes, nhip
chon Theme Colors va chon bd mau khac.

(4) Bé d6i sang bo font chit khac cho bai thuyét trinh, ban vao Design, nhém Themes, nhap
chon Theme Fonts va chon b6 font chit khac.

(5) Bé doi sang bo hiéu tng khac cho bai thuyét trinh, ban vao Design, nhém Themes, nhap
chon Theme Effects va chon kiéu hiéu tng khac. Theme Effects 1a cac hiéu ang trén cac dudng
V& va td nén caa cac doi tugng trén slide. Ching ta khong thé tao thém céac hiéu tng dinh dang
nay ma chi cé thé str dung nhiing hiéu tng da co tir danh sach.

2. TUy bién Theme

2.1. Thém Theme Colors

Céc budc nhu sau:

(1) Vao ngan Design, nhom Themes

(2) Chon nut Thgme Colors va chon tiép Create New Theme Colors, hop thoai Create New
Theme Colors xuat hién.

(3) Tai vung Theme colors, ban hay thiét 1ap mau cho 12 hop mau thudc 3 nhém nhu da
trinh bay & trén. Néu mudn tra vé bo mau mic dinh cua Theme Colors thi nhan ndt Reset.

(4) Tai hop Name, ban hay dat tén cho Theme Colors vira tao.
(5) Nhan nat Save hoan tat.

(6) Mudn xoa Theme Colors vira tao thi vao ngan Design, nhom Themes, chon Theme
Colors. Dung chuot nhap phai 1én tén Theme Colors can x6a va chon Delete... Nhan nat Yes
dé xac nhan Iénh xda trong hop thoai thdng bao.

2.2. Thém Theme Fonts
Céc budc nhu sau:
(1) Vao ngan Design, nhom Themes

(2) Chon nit Theme Fonts va chon tiép Create New Theme Fonts, hop thoai Create New
Theme Fonts xuat hién.

(3) Lwua chon cac font chir tai hop Heading font va Body font

(4) Tai hop Name, ban hay dat tén cho Theme Fonts
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(5) Nhan nit Save hoan tat.

(6) Muf}n x6a Theme Fonts vira tao thi vao Design, nhom Themes, chon Theme Fonts. Dung
chudt nhap phai 1én tén Theme Fonts can x6a va chon Delete. .. Nhan nat Yes dé xac nhan 1énh
x0a trong hop thoai théng bao.

2.3. Luu Theme hién hanh

Céc budc nhu sau:

(1) Vao ngéan Design, nhém Themes

(2) Chon nit More va chon tiép Save Current Theme, hop thoai Save Current Theme xuét hién.

§3) Tai hop File name, ban dit t&n theme va chon phan mé rong 1a .thmx. Nhan nit Save
dé luu theme.

I1. Sir dung hinh va mau Iam nén cho slide
1. Dung hinh 1am nén cho slide: Cac budc thyc hanh nhu sau:
(1) Chon mat hoic nhiéu slide mudn chén hinh nén.

(2) Vao ngan Design, nhom Background, chon Background Styles va chon tiép Format
Background. Hop thoai Format Background xuat hién.

(3) Chon Fill tir danh sach bén trai hop thoai va chon tiép Picture or texture fill
(4) Thuc hién mot trong cac cach sau:

- Céch 1: Nhap nat File dé chén hinh tir tap tin hinh. Ban tim dén thu muc chia hinh roi
nhap chudt hai lan vao hinh muon chén vao.

- Cach 2: Nhip nut Clipboard dé dan hinh dang chira trong b nhé vao 1am hinh nén cho
slide.

- Céach 3: Nhap nat Clip Art dé tim va chén hinh tir trong thu vién ClipArt. Nhap tir khoa
tim hinh tai hop Search text. Chon hinh va nhan nt OK dé chén vao slide. Néu chon thém
Include content from Office.com thi két qua tim kiém hinh s& bao gom ludn céc hinh tim
thay trén trang Office.com.

(5) Nhan ndt Close dé tién hanh &p dung hinh nén cho cac slide dang chon. Néu ban mudn
ap dung hinh nén cho tat ca cac slide thi nhan nat Apply to All.

2. DUing mau lam nén cho slide
Cac budc nhu sau:
(1) Chon mét hoic nhiéu slide mudn t& mau nén.

(2) Vao ngan Design, nhom Background, chon Background Styles va chon tiép Format
Background. Hop thoai Format Background xuat hién.

(3) Chon Fill tir danh sach bén trai hop thoai va chon tiép SolidFill

(4) Ban chon mau can td nén tai nat Color, nhan nit More Colors néu muén chon mau khac
tir bang mau co ban. Ban cé thé tuy chinh do trong suot cua mau tai thanh trugt Transparency
hodc nhap truc tiép vao hop ké bén thanh truot.

(5) Nhan ndt Close de tién hanh &p dung mau nén cho céc slide dang chon. Néu ban mudn
ap dung mau nén cho tat ca céc slide thi nhan nat Apply to All.

3. T6 nén slide kiéu Gradient: Cac buéc nhu sau:
(1) Chon mét hoic nhiéu slide muén t& mau nén.
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(2) Vao ngan Design, nhém Background, chon Background Styles va chon tiép Format
Background. Hop thoai Format Background xuat hién.

(3) Chon Fill tir danh sach bén trai hop thoai va chon tiép Gradient Fill
(4) Tai hop Preset colors, ban chon mét kiéu mau nao dé.

(5) Tai phan Gradient stops, ban chon mau dé phéi voi bo mau da chon & budc trén va thiét
lap thém céc thong so tai Positon, Brightness va Transparency bang cach vira diéu chinh vira
quan sat cac slide dang chon.

(6) Nhan nat Close dé ap dung hiéu tmg Gradient cho céc slide dang chon hoac nhan nat
Apply to All @€ ap dung hiéu trng nay cho toan bai thuyét trinh.

4. X6a hinh nén va mau nén da ap dung cho slide
(1) Chon céc slide mudn x6a mau nén, hinh nén, hiéu tng mau nén Gradient.

(2) Vao ngin Design, nhém Background, chon Background Styles va chon tiép
Reset Slide Background.

I1l. Lam viéc véi Slide Master

1. Sap xép va dinh dang placeholder trén céc slide master.

Cac budc nhu sau:

(1) Chon Slide master hoac slide layout can sap xép céac placeholder.

(2) Dung chudt chon placeholder va giir trai chudt kéo dén vi tri khac theo nhu cau. Dé thay
ddi kich thudc placeholder, ban di chuyén chudt dén vi tri mot trong 8 nat xung quanh
placeholder dang chon. Sau d6 giit trai chudt va kéo 1én, xudng, trai hoac phai dé diéu chinh
kich thudc placeholder.

(3) binh dang lai font chir va c& chir cho placeholder, ban vao ngan Home
- Tai nhém Font:ban chon lai font chit, chon ¢ chit va chon kiéu.

- Tai nhom Paragraph: gip canh 18, thém céc ky hiéu dau dong, danh s thir tu,... cho céac
doan van ban chtwra trong placeholder.

(4) Thyc hién viéc diéu chinh tuong tu cho tat ca céc placeholder trén cac slide master va
slide layout néu can.

2. Thém va x06a placeholder
Céac budce nhu sau:
1) Chon Slide master hoic slide layout b sung placeholder.

(2) Trong ngan Slide Master, dén nhém Master Layout, chon Insert Placeholder va chon
loai placeholder.

(3) V& maot placeholder véi kich thudc vira phai trén cung cua slide.

(4) Mudn xoéa placeholder nao thi ban chon né va nhan phim Delete

3. Chén va xo6a slide layout

Cac budc thuc hanh nhu sau:

(1) Chon vi tri dat slide layout mai trong danh muc slide layout

(2) Vao ngin Slide Master, dén nhém Edit Master, chon Insert Layout.

(3) Tién hanh chén céc placeholder va sip dit ching theo nhu cau caa minh.
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(4) Bit tén cho slide layout nay bang cach nhap chuot vao nat Rename tai nhc')rq Edit Master
trong ngan Slide Master va dat tén trong hop Layout name. Nhan nat Rename dé hoan tat.

(5) Khi d6, trong ché d6 soan thao Normal View ban c6 thé chén slide maéi véi kiéu layout
vua tao.

4. Chen va x0a slide master
Cac budc thuc hanh nhu sau:
(1) Vao ngin View, nhom Master Views, chon Slide Master dé tro lai ctra s6 Slide Master.

(2) Vao ngan Slide Master, dén nhoém Edit Master, chon Insert Slide Master. Mot Slide
Master mac dinh dugc chen vao ngay sau slide master hién co.

(3) C6 rét nhiéu kiéu slide layout dwgc chén, ban c6 thé x6a bt cac kiéu khong st dung
bang cach chon slide layout va nhan Delete trén ban phim dé xoa.

(4) Bé xda slide master va cac slide layout vira tao thi ban chon slide master va nhan phim
Delete trén ban phim dé x6a

5. Ap dung theme va nén cho slide master.

Cac budc nhu sau:

(1) Vao ngan Slide Master, dén nhom EditTheme, chon Themes.
(2) Mot Slide Master méi dugc thém vao véi kiéu theme vira chon.

(3) Thay d6i mau nén cho slide, ban vao Slide Master, dén nhom Background, chon
Background Styles.

6. Thiét lap kich thwéc va chiéu hwéng caa slide.
Cac budc nhu sau:

(1) Vao ngan Slide Master, dén nhom Page Setup, chon Page Setup.Hop thoai Page Setup
xuét hién.

(2) Tai Slide sized for, ban chon kich thudc cho slide. Tuy theo man hinh ma ban dang su
dung ma ban chon kiéu thich hop.

(3) Tai Slides:

- Chon Portrait néu muén slide nam doc

- Chon Landscape néu muén slide nam ngang (mic dinh)

(4) Tai Notes, handouts & outline chon chiéu huéng theo cach twong tu nhu slide.
7. Péng cira s6 slide master tré vé ché d soan thao.

Dé tré vé man hinh soan thao ban nhap vao ndt Close Master View trong ngan Slide
Master ..

Lam viéc vai slide master:

- Chiing ta nén tao va thiét ké slide master truéc khi bar dau bién sogn ngi dung cho cac
slide vi khi do cdc slide ma ching ta chén vao bai thuyet trinh sé duroc ké thira cdc dinh dang,
layout, hinh anh... tir slide master.

- Néu chiing ta tao slide master sau khi dé xdy dung néi dung cho cac slide thi c6 khd nang
Mot so doi tuong trén slide sé khong hodn toan twong thich vdi thiet ke cua slide master. Khi
do, mgt so Kiéu tinh nang dinh dang cho cac doi tuwong c0 thé bi léch lac can phdi diéu chinh
lai mat thoi gian.

- Chi nén thuc hién cdc thay doi vé thiét ké slide trong Slide Master.
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IV. Pinh dang van ban.
Cac buéc dinh dang van ban nhuw sau:
(1) Dung chudt quét chon ving vin ban trén slide can dinh dang.
(2) Chon ngin Home, nhoém Font. Ban thyuc hién céc thay d6i sau:
- Chon lai Font chtr tai hop Font
- Nhap vao kich thuéc chit tai hop Font Size. Hodc nhap chudt vao nit Increase Font
Size (A) dé tang kich ¢& chit va nhin vao nit Decrease Font Size () dé giam kich
o chir.
- Chon mau cho van ban tai nat Font Color ( A )
(3) Qua nhdm Paragraph, ban thuc hién cac thay doi sau:

- Chon nt Bullets (*=)) va chon kiéu

- Chon vao nat Justify (=) dé canh déu vin ban

- Chon nut Line Spacing ( = ) va chon kiéu

(4) Chung ta ciing c6 thé chuyén doi hop van ban sang Smart Art néu thay can thiét.
Sao chép dinh dang: Cac budc nhu sau:
(1) binh dang cho hop van ban

(2) Chon hop van ban bén trai, sau d6 vao ngdn Home, nhém Clipboard va kich chuot mot
lan vao nit Format Painter dé sao chép dinh dang vao bo nhé may tinh.

(3) Khi d6 s& xuat hién thém biéu tuong cay co trén con tro chudt. ban di chuyén chudt dén
hop vin ban bén phai va kich trai chust.
Format Painter:

Khi muén sao chép dinh dang cia mét doi twong va ap dung cho nhiéu doi twrong thi ban
nhap chugt hai lan 1én nat Format Painter khi thuc hién Iénh sao chép dinh dang.

V. Pinh dang hinh, SmartArt, Shape, WordArt, Video
1. Xoay:
Cac budc thuc hién nhu sau:

(1) Chon hinh trong slide. Khi d6, xung quanh hinh duoc chon sé& xuat hién 4 nit nho & céc
goc, 4 nut nho ¢ gitra cac canh va mot nat tron mau xanh nam phia trén dung dé xoay hinh.

(2) Nhap chudt vao ndt nam tron mau xanh & bén trén cua hinh, khi d6 con tro s& bién thanh
hinh mot miii tén cong tron.

(3) Giir trai chudt va kéo theo hudng nguoc chiéu kim dong ho, khi d6 hinh s& dugc xoay
ve phia bén tréai.

Lam tuwong tu cach trén d6i véi hinh bén phai nhung hay cho nghién vé phia phai.

2. Cit tia:

Cac budc thuc hién nhu sau:

(1) Chon doan video trong slide. Khi d6, xung quanh video duoc chon s& xuat hién 4 nit
nhé & céc gdc, 4 nat nho ¢ giira cac canh va mot nit tron mau xanh nam phia trén ding dé
xoay hinh. Poan video nay dung dé hién thi trén loai man hinh rong nén c¢6 du 2 ving mau
den phia trén va dudi. Chlng ta s& cat b6t 2 ving den nay.
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(2) Vao Video Tools, ngan Format, nhom Size va chon nut Crop

(3 Nhap chuét vao & vubng & canh bén trén caa video. Khi d6 con tr6 chudt bién thanh hinh
giong chit T nguoc. Ban giir trai chudt va kéo hudng xudng dudi dén gan hét ving mau den
thi nha chuot.

(4) Twong tu, nhap chudt vao 6 vudng & canh bén dudi cua video. Khi con tré chudt bién
thanh hinh giong chir T thi ban gitr trdi chudt va kéo hudng 1én trén dén gan hét vung mau
den thi nha chuot.

3. Di chuyén:
Cac budc thuc hién nhu sau:

(1) Chon doan video trong slide. Khi d6, xung quanh video dwgc chon s& xuét hién 8 nit va
con tro chuot xuat hién thém hinh 4 miii tén hudng vé 4 hudng.

(2) Giir trai chudt va kéo video dén vi tri méi.

4. Thay d6i kich thwéc:

Cac budc thuc hién nhu sau:

(1) Chon doan video trong slide. Khi d6, xung quanh video duoc chon sé& xuat hién 8 nut.

(2) Dung chudt chon vao ndt nam tron ¢ goc dudi bén phai cua hinh. Khi dé, con tro bién
thanh mii tén 2 chiéu thi kéo hudng qua goc phai dudi.

Thay doi kich thwéc:
- Kéo chugt huong ra phia ngoai hinh sé phéng to hinh, nguoc lai sé thu nho hinh.

- Ban c6 thé két hop thém phim ALT, SHIFT hodc CTRL khi phdng to hay thu hinh dé biét
thém cdng dung cua chung.

5. Thém chu thich cho cac ddi twong trén slide
Cac budc thuc hién nhu sau:
(1) Chon dbi tuong.

2 Nhap phai chuot 1én ddi tuong va chon Iénh Format Shape.... Luu y, tuy loai dbi
tugng ma ban dang chon thi s& xuat hién 1énh Format + <tén ddi twong tuong ang>.

(3) Trong hop thoai Format Picture, ban chon Alt Text

(4) Nhap twa dé& cho dbi twong hinh tai hop Title va nhap phan mé ta tai hop
Description.

(5) Nhap nat Close dé dong ctra sO.
6. Hiéu chinh hinh anh
6.1. Thay doi dp sdng, dj twong phan va dg sdc nét cia hinh dnh
Cac budc thuc hién nhu sau:
(1) Chon hinh can hiéu chinh d6 sang va d6 tuong phan (Brightness and Contrast).
(2) Chon Picture Tools, vao ngin Format, nhdém Adjust, nhap chon nat Corrections.

(3) Tai Shape and Soften va Brightness and Contrast la tap hop cac kiéu diéu chinh hinh
duoc thiet lap san. Ban co thé di chuyén chudt 1én cac ki¢u nay va xem trudc két qua thé hién
trén slide trudc khi nhap chon mét kiéu nao do.

(3) Ngoai ra, ban co thé nhap chon 1énh Brightness and Contrast dé tinh chinh d6 sang,dd
tuong phan va do sac nét caa hinh anh mét cach linh dong hon.
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6.2. Thay déi cwong dé mau, tdng mau, higu i#ng chuyén mau cho hinh dnh
Cac budc thuc hién nhu sau:

(1) Chon hinh can hiéu chinh.

(2) Chon Picture Tools, vao ngin Format, nhém Adjust, nhap chon nat Color.
(3) Trong ctra s6 vira xuét hién:

- Tai nhém Color Saturation, ban chon mét kiéu phu hop trong danh sach céc kiéu thiét
lap san.

- Tai nhém Color Tone, ban chon téng

- Tai nhém Recolor, ban 4p dung hiéu @ng chuyén mau do. Ban c6 thé chon nit More
Variantions dé tuy chon thém cac mau wa thich khéc.

(4) Ngoai ra, ban c6 thé nhap chon Iénh Picture Color Options... dé linh dong tly bién
cuong do mau, tbng mau va chuyén doi mau.

Véi nit Iénh Reset Picture ching ta c6 thé phyc hoi hinh anh vé tinh trang nguyén thiy mot
cach de dang.

6.3. X6a cac mau nén trong hinh
Cac budc thuc hién nhu sau:
(1) Chon hinh can loai bo mau nén.

(2) Chon Picture Tools, vao ngan Format, nhém Adjust, nhip chon nit Remove
Background. Cira s6 man hinh chuyén qua ngan 1énh Background Removal.

(3) Ban diéu chinh 8 nit xung quanh hinh dang chon sao cho bao hét viing hinh can gir lai.
Sau d6, nhan nat Keep Changes.

6.4. Ap dung hiéu #ng ngh¢ thugt cho hinh

Cac buoc thuc hién nhu sau:

(1) Chon hinh can hiéu chinh.

(2) Chon Picture Tools, vao ngan Format, nhém Adjust, chon Iénh Artistic Effects.
(3) Di chuyén chudt I&n cac kiéu hiéu wng dung sin va xem két qua hinh trén slide.
(4) Nhap chuot dé chon mot kiéu hiéu tng mong muén.

(5) Bé bo hiéu tng Artistic thi chon kiéu None (kiéu dau tién) trong hop danh sach Artistic
Effects.

6.5. Ap dung hiéu ing dé béng, dwong vién ... cho hinh
Cac budc thuc hién nhu sau:
(1) Chon hinh can hiéu chinh.

(2) Chon Picture Tools, vao ngan Format, nhom Picture Effects, chon nut Iénh Picture
Effects.

(3) Cac hiéu tmg cho hinh duoc phan loai thanh nhiéu nhém. Ban ré chuét vao céc kiéu hiéu
ung trong cac nhom va xem trudc két qua thé hién trén slide. Nhap chudt chon ki¢u hi¢u tng
mong muon.

(4) O cudi danh déch cac kiéu hiéu tng c6 cac nat Iénh dé mo hop thoai Format Picture
gilp ban tay chinh thém cac hiéu ung.

7. Thay doi kiéu dinh dang dwong ké va mau nén ciaa Shape
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7.1. Ap dung nhanh céc kiéu dinh dang dung san
Cac budc thuc hién nhu sau:
(1) Chon Shape can hiéu chinh.

(2) Chon Drawing Tools, vao ngan Format, nhom Shape Styles, chon nut More dé mo
toan b danh muc va chon mot kiéu trong danh muc nay.

7.2. Thay déi mau ciia cdc dwong ké va mau nén
Cac budc thuc hién nhu sau:
(1) Chon Shape can hiéu chinh.

(2) Chon Drawing Tools, vao ngan Format, nhom Shape Styles, chon nit Shape Fill. Chon
m,o”t‘mau trong bang mau. Nhan vao nut More Fill Colors... @ mo hgp thoai Colors sé cé
nhiéu mau hon cho ban lya chon hogc pha che mau.

(3) Chon nut Iénh Shape Outline trong nhom Shape Styles va chon mot mau trong bang
mau cho khung duong vien. Nhan vao nat More Outline Colors... d&¢ mo cé thém mau lya
chon.

7.3. Thay doi kiéu nét ké
Cac budc thuc hién nhu sau:
(1) Chon Shape can hiéu chinh.

(2) Chon Drawing Tools, vao ngan Format, nhom Shape Styles, chon nat Shape
Outline.

- Bé thay d6i kiéu nét ké thi vao Dashes.
- Bé thay d6i do day caa nét ké thi vao Weight.
8. Thay déi kiéu WordArt
Cac budc thuc hién nhu sau:
(1) Chon WordArt can hiéu chinh.
(2) Chon Drawing Tools, vao ngan Format, nhom WordArt Styles, chon nut Text Effects.
(3) Chon nhém Transform va chon kiéu lwon séng cho WordArt.

(4) Chiing ta c6 thé thay doi nhanh céc kiéu hiéu ang mau sic, bong mo cho WordArt bang
cach nhan vao nat More va chon moét kiéu hiéu ing dung san.

9. Ap dung kiéu dinh dang va hiéu &ng cho Smart Art
Cac budc thuc hién nhu sau:
(1) Chon SmartArt can hiéu chinh.
(2) Chon SmartArt Tools, ngan Design, nhom SmartArt Styles
(3) Chon lénh Change Colors va chon kiéu mau dé d6i mau cho SmartArt
(4) Chon nut More va chon mot kiéu dinh dang dung san.
10. Cat va nén media
10.1. Cat xén audio
Cac budc thuc hién nhu sau:
(1) Chon audio can hiéu chinh.
(2) Vao Audio Tools, ngan Playback, nhom Editing, chon nat 1énh Trim Audio
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(3) Trong hop thoai Trim Audio, ban thiét 1ap thoi gian bat dau va két thic caa doan audio
can trich ra tai Start Time va End Time. Ban cling c6 thé ding chudt dé xac dinh ving am
thanh can trich trén thanh truot.

(4) Nhan nit OK dé hoan tat viéc cit xén am thanh.
10.2. Cat xen video
Cac budc thuc hién nhu sau:
(1) Chon video can hiéu chinh.
(2) Vao Video Tools, ngan Playback, nhom Editing, chon 1énh Trim Video.

(3) Trong hop thoai Trim Video, ban thiét lap doan video s& can trich tai cac hop
Start Time va End Time.

(4) Nhan OK hoan tat.
10.3. Nén audio va video
Cac budc thuc hién nhu sau:
(1) M& bai thuyét trinh c6 chira audio va/hoic video

(2)Vao ngin File, chon Info, chon nhém Media Size and Performance va nhan nit Iénh
Compress Media.

(3)Chon mét kiéu nén media trong 3 tlly chon sau:

- Presentation Quality: Nén nhung bao luu chét lugng am thanh va hinh anh phim ma muc
t6t nhat.

- Internet Quality: Nén vai chat luong trung binh, thich hop cho viéc chia sé trén internet.

- Low Quality: Nén nhiéu [\hé‘[, tao ra tap tin co kich thuéc nho nhat nhung chét lugng
media s€ thap nhat so vai 2 kiéu nén trén.

(4) Vi du ban chon kiéu nén Internet Quality va hop thoai xuat hién Compress Media xuat
hién thyuc hién qua trinh nén cac 4m thanh va doan phim dang nhing trong bai thuyét trinh.

(5) Khi nén xong, PowerPoint sé cung cap thong tin vé két qua nén trong cira s6 Compress
Media. Nhan nit Close dé dong cira s6.

Compress Media:

Khi thuc hi¢gn xong Iénh compress media ca'c’a"oc_zn audio, video 7b.i cat bg’ boi Iénh Trim
Audio va Trim Video sé b logi bé khoi bai thuyet trinh va khdng the phuc hoi lai neu ban da
thuc hién lénh luu va dong bai thuyet trinh.

V1. Pinh dang bang biéu

1. Thay déi kiéu dinh dang cia bang
Cac budc thuc hién nhu sau:

(1) Chon bang can thay d6i kiéu dinh dang.

(2) Vao Table Tools, ngan Design, chon nhom Table Styles va nhap chudt vao nat More
dé m¢é rong danh sach cac kiéu dinh dang.

(3) Bé trang tri thém cho bang, ban vao nat Effects, chon nhém Shadow va chon kiéu bong
mo la Offset Diagonal Bottom Right.

2. Thém hoac x6a dong, cét caa bang.
Cac budc thuc hién nhu sau:
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(1) Chon bang can thay d6i kiéu dinh dang.
(2) Chon vao mét 6 trong bang ma ban du dinh chén thém dong, cot vao bén trai hoac bén

phai 6 chon.

(3) Vao Table Tools, ngan Layout, nhém Rows & Columns va chon Iénh:

- Insert Above: Chén dong ngay trén 6 dang chon

- Insert Below: Chén dong ngay dudi 6 dang chon
- Insert Left: Chén cot bén trai 6 dang chon
- Insert Right: Chén cot bén phai 6 dang chon

(4) Mubn xda dong hoic cot thi nhan vao nut Delete va chon Iénh:

- Delete Columns: X06a céc cot dang chon

- Delete Rows: Xo6a cac dong dang chon

- Delete Table: Xdéa ca bang chtra 6 dang chon

VII. Pinh dang d6 thi

1. Cap nhat thong tin cho d6 thi
Cac budc thuc hién nhu sau:

(1) Chon @6 thi trén slide can hiéu chinh sé liéu.
(2) Vao Chart Tools, ngan Design, nhom Data va chon Iénh Edit Data

(3) Trong cira sd Excel xuat hién, ban tién hanh thay ddi s6 liéu, thém dong s6 liéu hoic xo6a
bat so ligu cua do thi. Ban dong ctra so Excel khi hoan thanh cac thay doi bang cach vao ngan
File chon Exit.

2. Tuy bién dinh dang ab thi

Cac budc thuc hién nhu sau:

(1) Chon d6 thi trén slide can hiéu chinh s liéu.

(2) Vao Chart Tools, ngan Design

- Tai Chart Layout: chon kiéu layout muén thay doi.
- Tai Chart Style: chon kiéu dinh dang d6 thi muén ap dung.

(3) B¢ thay doi kiéu do thi thi vao nhém Type trén ngan Design. Ban chon I¢nh Change
Chart Type, hop thoai Change Chart Type xuat hién.

(4) B¢ thém hoac x6a cac thanh phan trén do thi, ban vao ngin Layout va chon kiéu thanh
phan can thém hoac x6a. Sau day la danh muc cac thanh phan trén do thi:

Bang 4. Danh myuc cé&c thanh phan trén do thi

Lénh Tén Chire ning
! Chart Title An tua dé hoac cho hién tya dé do thi ¢ cac ¢ gitra hoac phia trén do
Chart thi.
Title »
- An hoac hién chd thich cho céc truc trén d6 thi va cé thé chon chiéu
— Axis Titles s Ky pialeoa
Acxtis cua van ban xuat hién trén truc tung.
Titles =
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Lénh Tén Chire ning
itz N | \
_— Legend An hoac hién chu thich cho d6 thi ¢ nhiéu vi tri khac nhau.
egen
il ) o . f e s e
Data Data Labels An hoac hién nhén dit liéu trén do thi va tuy chon vi tri xuat hién.
Labels =
H W
= Chart  Data ) ;. hoac hién bang dir liéu cua db thi
Data Table
Table -
i An hoic hién cac tryc va cac nhan caa tryc tung va truc hoanh. Thay
Axes Z. e .
RS doi don vi tinh cho cac truc
I 2 . . R A .
’ Chart An hoic hién céc dudng lusi ngang va doc trén dd thi
Gridlines Gridlines
oot Plot Area Thay d6i hoac x6a mau nén cua vung do thi trong do thi 2-D
Area~
it N ‘
J_— Chart Wall Thay doi hoac x6a mau cta cac vach dimg (Wall) trong do thi 3-D
'-."‘-."all L
iy ) | |
o Chart Floor Thay do6i hoac x6a mau nén (Floor) trong do thi 3-D
Flaor =
l 3-D Rotation I\/!o h.op thoai Format Chart Area cho phép tuy chinh cac kiéu xoay
3-D do thi 3-D
Rotation
. % Trendline An hién cac duong xu huéng cua sb liéu trong db thi
rendling
An hogc hién cac duong k& tir diém dir liéu xudng truc hoanh hozc
! ' Lines duong noi gitra diém co gid tri thap nhat va cao nhat trong do thi dang
e Line.
Up/Down An hogc hién cac thanh doc giita diém c6 gid trj thap nhét va cao nhat
Up/Down | Bars trong do thi dang Line.
Bars =
alls” | An hoic hién cac thanh chi thi su bién dong cua dit liéu so véi gié tri
Error Bars 2
Error hién th}.
Bars =

VII1. Té chirc cac slide trong bai thuyét trinh

Cac budc thuc hién nhu sau:
(1) M& bai thuyét trinh can to chic lai.
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(2) Vao ngin View chon Slide Sorter. Man hinh PowerPoint chuyén sang ché do hién thi
Slide Sorter.

(3) Dung chudt chon mot hoic nhiéq slide can thay doi vi tri. Mudn chon nhiéu slide cung
Ic thi gitr phim Alt (chon céc slide lién nhau) hoac Ctrl (chon céac slide nam cach xa nhau)
trong khi nhap chon céc slide.

(4) Gitr tréi chudt va kéo cac slide den vj tri mdi. Khi xuat hién duong k& ding tai vi tri mai thi
tha trai chudt va cac slide dugc chon s€ duoc di chuyén dén vi tri méi nay.

Bai 5: LAM VIEC VOI CAC HIEU UNG, HOAT CANH
I. Hiéu &rng cho vin ban.
Bang 5: Tuy chon hié¢u wng cho cdac doan van ban trong Textbox

Nhém vian ban Mo ta

As One Object | Ca Textbox thuc thi hiéu tng mét lan

All Paragraphs | Tat ca cac doan van ban (dong) trong Textbox thuc thi hi¢u ung riéng le
As One nhung dién ra dong thoi.

By 1st Level | Thuc thi hiéu tmg dén cac doan vian ban thudc cip thua nhat trong
Paragraphs | Textbox. Cac dong la cap con cua cap thir nhat khdng cé hiéu tng riéng.

By 2nd Level | Thyc thi higu img dén céc doan vin ban thugc cap thi hai trong Textbox.
Paragraphs | Cac dong la cap con cua cap thir hai khéng co hiéu tng riéng.

By 3rd Level | Thyc thi higu img dén cac doan van ban thugc cap thir ba trong Textbox.
Paragraphs | Cac dong la cap con cua cap thir ba khéng c6 hiéu tng riéng.

By 4th Level | Thyc thi hiéu img dén cac doan van ban thudc cap thi tu trong Textbox.
Paragraphs | Cac dong la cap con cua cap thi tu khong cd hiéu ung riéng.

By 5th Level | Thyuc thi hiéu ung dén cac doan vin ban thudc cap tha nim trong
Paragraphs | Textbox.

Bdng 6: Tuy chon hié¢u 1ng cho cac ter trong cdc dong van ban

Dong van ban M0 ta

All at once Ca dong thyc thi hiéu tng mét lan

By word Thuyec thi hiéu tmg dén mdi tir trong dong vin ban

By letter Thuec thi hiéu tng dén mdi ky tu trong dong vin ban

Cac budc thuc hién nhu sau:

(1) Trong ché dé Normal View, ban chon hdp vin ban can ap dung hiéu tng.

(2) Vao ngin Animations trén Ribbon, nhém Animation va nhap chon nit More dé mo
danh muc cac hiéu ang.

(3) Ban chon nut Effect Options trong nhom Animation va chon kiéu tir danh sach. Ban
O the ré chudt 1én cac kiéu hiéu irng va xem két qua thé hién trén slide trude khi quyet dinh
chon.

(4) Néu thay céc kieu hiéu tmg khdng trong hop Animation Styles con it qua, ban chon
tiep nit More Entrance Effects... trong hop nay. Khi do, hop thoai Change Entrance Effect
xuat hién va&i hon 30 kiéu hiéu ing cho ban lua chon.

96



a. Tich chon vao hop Preview Effect roi nhap chudt vao tén cac hiéu tng va xem két qua
thé hién trén slide.

b. Sau khi chon dugc mot kiéu vira y thi nhan nit OK.
Cac tuy chon hiéu irng nang cao cho van ban

Dé thiét 1ap cac thdng sé hiéu wng nang cao cho hdp van ban. Ban vao nhém Advanced
Animation va chon nat Animation Pane. Khung Animation Pane xuat hién bén phai trong
cua SO soan thao Normal View.

Thuc hién céac tuy chon nang cao nhu sau:

(1) Chon lai hop véan ban trong slide. Khi d6 trong ngan Animation Pane, hi¢u timg da thiét
lap cho doi tuong twong ung trén slide ciing dugc chon.

(2) Nhap chudt vao ndt (¥) bén phai tén cua doi twong dang chon dé mé danh sach Iénh.
Ban hay chon Iénh Effect Options... hop thoai tuy chon cho hiéu rng xuat hién.

(3) Tai ngan Effect:

- Nhém Settings:

+ Direction: thiét lap hudng bay nhu trong tity chon Effect Options da thyuc hién ¢ phan trén.
+ Smooth start: hiéu ¢ng thuc hién cham lac dau

+ Smooth end: hiéu tng thyuc hién cham Idc cudi

+ Bounce end: hiéu tng rung lic caa dbi tuong lGc cudi. Vi du ban thiét 1ap Bouce end la
0.5 giay (0.5 sec).

- Nhém Enhancements:

+ Sgund: qui dinh c6 &m thanh hay khéng khi thuc hién hiéu tng va diéu chinh 4m luong
tai biéu tuong hinh loa bén canh.

+ After animation: thiét lap hanh dong cho d6i tuong sau khi thuc hién xong hiéu ung.

+ Animate text: thiét 1ap pham vi anh huéng ciaa hiéu tng dén ca dong (All at once), ting
tur (By word) hoac tung ky tu (By letter) trong cau kém theo thoi gian cho. S6 phan tram cang
cao thi khoang thoi gian cho cang lau.

(4) Tai ngan Timing:

- Start: su kién thyc hién hiéu tng nhu 13 cho nhap chudt (On Click), hiéu tng sé& dién ra
d6ng thoi voi higu tng trude d6 (With Previouse) hay 1a hiéu tng s& dién ra sau mot hiéu ung
nao d6 (After Previous). Luu y, mac di ta chon 1a After Previous nhung khi ban nhap chuot
thi hiéu ang van s& thuc thi du chua dén thoi diém vi hiéu [énh nhip chudt dugc mic dinh vu
tién hon.

- Delay: thiét 1ap thai gian cho truée khi hiéu eng bat dau thyc thi.
- Duration: thiét 1ap thoi gian hay toc d6 thyuc hién hiéu ung.
- Repeat: thiét Iap sé lan thyc thi lap lai cua hiéu ang.

- Tich chon Rewind when done playing néu mudn di tuong bi tra vé noi xuat phét sau khi
thyc thi hiéu ang.

- Triggers: giir mic dinh khdng thy chinh, ching ta s& thao luan vé Trigger trong phan sau.
(5) Tai ngan Text Animation:
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- Group text: thiét lap cap do van ban trong hop Textbox dugc &p dung higu img. Van ban
trong Textbox bén trai c6 2 cap va ta muon ap dung hiéu tng cho moi dong trong van ban do.
Do vay, ban chon Group text la By 2nd Level Paragraphs.

- Automatically after: thiét 1ap thoi gian cho truée khi thuc hién hiéu tung, dy chinh 1a
Delay bén ngan Timing.

- Animate attached shape: chi xuat hién khi ban dinh dang shape chq hop van ban. Néu
tich chon tuy chon nay thi shape s€ thuc thi hiéu tng trudc, sau d6 madi dén cac hiéu tng cua
van ban chtra trong shape.

- In reverse order: cac hiéu tng s& thyc thi theo trinh tw nguoc lai, vin ban c6 nhiéu dong
thi sé thuc thi hiéu ung cho dong cuoi trudce, dong dau sé thuc thi hiéu (rng sau cung.

(6) Nhan nit OK sau khi thiét 1ap céc théng sd.

(7) Néu céc higu img 1a don gian thi ching ta c6 thé thiét 1ap nhanh cac thong s6 vé hiéu
Iénh thuc thi hiéu tng, thoi gian thuc thi va thoi gian cho trude khi thuc thi hiéu ing. Néu
trén slide c6 nhicu doi twong ap dung hiéu tng la dung cac nit Move Earlier (dua lén thuc
thi trugc) hoac Move Later (dwa xuong thyc thi sau) d€ sap xep trinh ty thyc thi hiéu rng cua
cac doi tugng trén slide.

(8) Nhan nut Play trong khung Animation Pane hoic nhan ndt Preview trong ngin
Animations cua Ribbon dé xem truéc két qua ap dung hiéu ang trén slide.

Bang 7: Tuy chon hanh dong sau khi thyc thi hiéu ing

Hanh dong MO ta
Mau Thay d6i d6i twong (vin ban, shape) sang mau lya chon sau khi
More Colors thuc thi hiéu tng.
Don’t Dim Khong c6 hanh dong gi thém sau khi thyc thi hiéu (ng.

Hide After Animation | An ddi twong sau khi thyuc thi hiéu &ng.

Hide on Next Mouse | An déi tugng sau khi nhap chuot.
Click

I1. Sap xép trinh ty thuc thi hiéu wng cho slide

Thuc hién cac budc nhu sau:

(1) Chon slide c6 nhiéu d6i twong duoc da thiét 1ap hiéu ung.

(2) Vao ngan Animations, nhém Advanced Animation chon Iénh Animation Pane dé mo
hop Animation Pane.

(3) Bé sap xép thi tyr thyc thi higu tmg cho mot doi tugng thi chon higu ing cua dbi tuong
do trong khung Animation Pane va nhap nut miii tén hudng 1én dé tang d wu tién hoac nhap
mii tén hudng xuong dé giam do uu tién khi thuc thi.

(4) D& kiém tra lai két qua cia viéc sap xép, ban nhap vao niit Play dé xem tru6c sy thuc
thi hiéu ng cta cac doi tugng trén slide.

I11. Hi¢u wng cho hinh anh, shape

Ap dung hiéu irng

Thue hién cac buwéc nhu sau:

(1) Chon hinh trong slide.

(2) Vao ngan Animations, nhom Animation va chon mét hi¢u tng tir Animation Style. Nhap
chudt vao nut Effect Options dé tly chon thém cho hiéu tng vira chon néu can.
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(3) Néu thay c6 it hiéu tng lra chon thi nhap vao nit More Emphasis Effects... d¢ mo hop
thoai Change Emphasis Effect. Danh muc hon 20 hiéu (rng xuat hién.

a. Tich chon vao hop Preview Effect roi nhap chut vao tén cac hiéu ing va xem két qua
thé hién trén slide.

b. Sau khi chon dwoc mét kiéu vira y thi nhan nat OK.
Céac tuy chon hiéu wng nang cao cho hinh anh

Mot cach khac dé truy cap hop thoai tly chon hiéu img nang cao cho ddi twong trén slide
bang cach chon doi tugng da ap dung hiéu ng va nhap vao nat Show Additional Effects
Options tai nhém Animation trong ngan Animations.

Thuc hién cac tuy chon nhu sau:
(1) Chon hinh trong slide.

(2) Nhap vao nit Show Additional Effects Options tai nhom Animation trong ngan
Animations. Hop thoai tuy chon nang cao cho hiéu ung da chon xuat hién.

(3) Tai ngan Effect:
- Nhém Settings:
- Nhém Enhancements:

+ Sound: chon kiéu &m thanh Chime tir danh séch, tlly chinh 4m luong tai nit biéu twong
hinh loa ké bén. Chon No sound sé khéng c6 &m thanh kem theo hiéu ung.

+ After animation:

(4) Tai ngan Timing: tuwong t nhw viéc thiét ap thoi gian cho ddi twong van ban.
(5) Nhan nat OK sau khi hoan tdt.

Hiéu wng di chuyén di twong theo dwong di dung sin

Thuce hién theo cic budc sau:

(1) Chon slide trong bai thuyét trinh, vao ngan Insert, nhdm Images va chon lénh Picture.
Ban tim dén thu muc chta hinh va chen mot hinh vao.

(2) Bay gio ching ta s& thiét 1ap hiéu tng Motion Path

(3) Chon hinh va vao ngan Animations, nhdm Animation, chon Animation Styles va chon
Custom Path

(4) V& mot dudng gap khic nhe tir vi tri cua hinh ngang qua phan duéi cua slide.

(5) Ban chon niit Preview trén Ribbon s& thay duoc higu g thyc thi. Tuy nhién toc do di
chuyén gué nhanh, ban hdy chon lai hinh va vao nhém Timing trén ngan Animations dé thiét
lap lai tong thoi gian thuc thi hiéu ang tai hop Duration la va chon tuy chon After Previous
tai hop Start.

(6) Bé thi vi hon, ban hay chon tiép nit Show Additional Effect Options dé mo hop thoai
tly chon hiéu ang nang cao. Ban vao ngén Timing, dén hop Repeat va chon Until End of
Slide dé cho hanh dong di chuyén sé duoc lap lai dén khi chuyén sang slide khéc.

IV. Hiéu wng cho SmartArt

Bang 8. Hiéu iing cho cac thanh phan trong SmartArt

Hiéu trng M0 ta
As one object | Hiéu rng sé ap dung lén ca SmartArt nhu 1a mét hinh anh.

99



Hiéu trng Mo ta
Tat ca shape trong SmartArt s& duoc thyc thi higu tmg dong thoi. Biém
khac nhau cua hiéu trhg cho SmartArt kiéu As one object va All at once la

khi xoay hinh chang han thi kiéu As one object s& xoay ci SmartArt con
kiéu All at one thi c&c shape trong SmartArt sé dong loat xoay.

One by one | Mai shape trong SmartArt s& lan lugt thuc thi hiéu @ng

All at once

Tat ca cac shape cing mot nhanh sé& thuc thi hiéu ang ddng thoi. Kiéu

By branch one hiéu mg nay thuong ap dung trong SmartArt kiéu so do t6 chuc

by one (organization chart) hoic so dd cay (hierarchy).
By;(re]\éil A | T4t ca shape cling cép s& thyc thi higu tmg déng thoi,

1. Ap dung hiéu &ng cho SmartArt kiéu danh sach
Thuc hién theo cac budc sau:
(1) Chon SmartArt dang danh sach trén slide

(2) Vao ngan Animations, nhém Animation, chon More d¢ mo hop Animation Styles,
chon Iénh More Entrance Effects... hop thoai Change Entrance Effect xuat hién

(3) Ban chon kiéu Pinwheel tai nhdm Exciting va nhan nit OK.

(4) Chon Effect Options va chon kiéu One by One. Tily chon thém thoi gian cho hiéu ung
tai nhom Timing: Start chon After Previous, Duration va Delay.

2. Ap dung hiéu &ng cho SmartArt kiéu Picture

Thuc hién theo cac budc sau:

(1) Chon SmartArt dang danh sach trén slide

(2) Vao ngan Animations, nhém Animation, chon kiéu Zoom tai Animation Styles.
(2) Vao Effect Options chon One by One

(4) Vao nhém Timing, chon lai After Previous tai hop Start, chon 1.5 gidy tai hop
Duration va chon 0.5 giay tai hop Delay.

V. Thiét 1ap hiéu #ng va tly chon cho 4m thanh va dean phim
1. Thém va x6a bookmark

Thuc hién theo cac budc sau:

(1) Chon slide chura audio hoac video.

(2) Nhan n(t Play trén thanh diéu khién nam du6i doan phim.

(3) Pé danh dau mot diém trén video hoic audio:

- Néu la video: vao Video Tools, ngin Playback, nhdm Bookmarks, chon Iénh Add
Bookmark.

- Néu 1a audio: vao Audio Tools, ngin Playback, nhém Bookmarks, chon Iénh Add
Bookmark.

(4) Thyc hién lai budc 2 va 3 dé tao thém cac bookmark khéc.

(5) Mubdn x6a bo bookmark nao d6 da tao, ban chon 1&n bookmark can xoa trén thanh diéu
khién nam dudi video hoac audio roi thuc hién lénh sau:
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- Néu la video: vao Video Tools, ngin Playback, nhém Bookmarks, chon lénh Remove
Bookmark.

- Néu la audio: vao Audio Tools, ngan Playback, nhém Bookmarks, chon Iénh Remove
Bookmark.

2. Thiét 1ap céac tly chen cho &m thanh

Thuyc hién theo cac budc sau:

(1) Chon slide chtra audio.

(2) Vao Audio Tools, ngan Playback, nhom Audio Options

-Volume: thiét 1ap mtc 4m luong cho audio

- Start: thiét 1ap su kién nao xay ra thi phat &m thanh.

+ Automatically: &m thanh tu dong phat khi slide duoc trinh chiéu.

+ On Click: am thanh dugc phat khi kich chuot

+ Play across slides: am thanh duoc phat lién tuc khi chuyén sang cac slide khac.

- Hide During Show: néu chon tlly chon nay dé biéu twong hinh loa s& duoc an trén slide
khi trinh chieéu.

- Loop until Stopped: néu chon tlly chon nay sé phat &m thanh lién tuc cho dén khi c6 mét
Iénh dirng xdy ra, chang han nhuw la khi chuyén sang slide khac hogc ban kich chugt bam nit
ditng trén thanh diéu khién Am thanh khi trinh chiéu. Néu tiy chon Loop until Stopped duwroc
chon két hop véi tlly chon Play across slides tai hgp Start thi &m thanh sé duwoc phat tiép tuc
va lap lai @én hét bai bao cao khi trinh chiéu.

(3) Ban ¢4 thé tiy chinh thém hiéu tng cho am thanh trén slide bang cach chuyén qua ngin
Animations, nhém Animation va chon Show Additional Effect Options ('*). Hop thoai
Play Audio xuat hién:

- Ngan Effect:

+ Tai Start playing: thiét lap diéu kién dé phat am thanh

From beginning: s& phat am thanh tir dau.

From last position: s& phét tiép &m thanh tir vi tri diém ding truéc kia
From time: thiét lap thoi gian bat dau trong tap tin &m thanh s& dugc phat.
+ Tai Stop playing: thiét lap diéu kién dirng phat &m thanh

(+) On click: khi kich chugt

(+) After current slide: sau khi chuyén sang slide méi.

(+) After: thiét lap cho am thanh s& tiép tuc phat sau khi khi trinh chiéu tiép mot s slide
nira.

- Ngan Timing:

+ Start: ban chon After Previuos

+ Delay: chon thoi gian cho (tinh theo gidy).

+ Duration: day mac dinh la do dai thoi gian cua am thanh
+ Repeat: tly chon sb 1ap lap lai.
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- Ngan Audio Settings: thiét Iap mirc m lugng va tily chon 4n biéu tuong hinh loa khi trinh
chiéu tai Display options. Ngoai ra, PowerPoint con cung cap théng vé d6 dai ctia am thanh
va tinh trang tap tin luu trir.

(4) Kich chudt vao nit OK dé dong hop Play Audio.

(5) Ban mo ngan Animation Pane va sap xép lai thir tu thyc thi cac higu ing cho cac doi
tuong trén slide. Thong thuong ching ta s& cho am thanh phat ngay sau khi dén luot slide
chira no trinh chiéu. Do vay ban di chuyén hiéu tmg cho doi tugng am thanh 1én dau danh
sach cac hiéu ung.

3. Thiét lap cac tuy chon cho phim

Thuyc hién theo cac budc sau:

(1) Chon slide chtra video.

(2) Vao Video Tools, ngan Playback, nhom Video Options

Volume: thiét 1ap mtc 4m luong cho audio

Start: thiét 1ap su kién ndo xay ra thi phat am thanh.

Automatically: &m thanh ty dong phat khi slide duoc trinh chiéu.

On Click: am thanh dugc phat khi kich chuot.

Play Full Screen: phét phim ché d6 toan man hinh.

Hide While Not Playing: an phim khi khdng phét.

Loop until Stopped: néu chon tly chon nay s& phat phim lién tuc cho dén khi c6 mét Ienh
dung xay ra, chang han nhu la khi chuyén sang slide khac hodc ban kich chugt bam nat dung
trén thanh diéu khién phim khi trinh chiéu.

Rewind after Playing: tra phim vé lai tir dau sau phi phat xong.

(3) Ban c6 thé tiy chinh thém hiéu @ng cho phim trén slide bang cach chuyén qua ngin
Animations, nhom Animation va chon Show Additional Effect Options (™). Hop thoai
Play Audio xuat hién:

Ngin Effect: Thiét 1ap hiéu tng cho dbi tuong video.
Ngan Timing: chon lai After Previous tai hop Start, cac thong sé khéc giir theo mic dinh.
Ngin Video Settings: diéu chinh am lwong video tai Play options.

(4) Sap xép lai trinh ty thyc thi cac hiéu tng cho cac d6i twong trén slide trong khung
Animation Pane.

4. Str dung trigger
Thuc hién theo cac budc sau:
(1) Chon slide chtra video.

(2) Hay vao ngan Insert, nhom Text, chon Iénh WordArt, chon kiéu Fill — Red, Text 2,
Outline — Background 2 va nhép vao doan vén ban trong hop Your text here. Sau d6 thu
nho va di chuyén WordArt xuong nam bén dudi doan video.

(3) Chon WordArt, va vao ngan Animations, nhém Animation chon kiéu hiéu (g Float
In va chinh lai Duration la 3 giay bén nhém Timing dé thoi gian thuc thi hiéu ing duoc l1au
hon.

(4) Thiét Iap trigger nhu sau:
Chon WordArt
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Vao ngan Animations, nhdom Advanced Animation, chon Iénh Trigger, chon On
Bookmark, sau d6 chon Bookmark 1.

(5) Nhan vao nit Preview trén Ribbon trong ngan Animations dé xem ket qua &p dung
Trigger hoac nhan t6 hgp phim <Shift+F5> @¢ trinh chiéu bai thuyét trinh bat dau tur slide
hién hanh.

V1. Hiéu trng cho bang biéu

Thuc hién theo cac budc sau:

(1) Chon slide chaa bang biéu trong bai thuyét trinh.

(2) Vao ngan Animations, nhém Animation va chon kiéu hiéu ang la Wheel. Chon tiép lénh
Effect Options bén canh va chon 2 Spokes.

(3) Qua nhém Timing dé thiét lap thoi gian cho hiéu tng:

Tai Start: chon After Previous

Tai Duration: thiét 1ap thoi gian thuc thi hiéu tng trong vong 2 gidy
Tai Delay: thiét 1ap thoi gian cho d@é thuc thi hiéu tng tiép theo.

(4) Tai nhdm Animation, nhépvvao lénh Show Additional Effect Options dé mo hop ty
chon néng cao. Tai day ban cé thé chon thém am thanh di kém hiéu irng la Breeze chang han
va Cac tuy chon khac @€ mac dinh.

VII. Hiéu vng cho db thi
Bang 8: TUy chon nhém &p dung hiéu ing trong dé thi

Nhém Mo ta
As One Object Thuec thi hiéu ang trén toan bo d6 thi
By Series Thuec thi hiéu ang trén tirng chudi sb liéu
By Category Thuec thi hiéu ng trén tirng loai sb liéu
By Element in Series Thuec thi hiéu tng trén tiring thanh phan trong céc chudi sé liéu
By Element in Category | Thyc thi hiéu tng trén tirng thanh phan trong céc loai s6 liéu

Thuc hién theo cac budc sau:

(1) Chon db thi trén slide trong bai thuyét trinh.

(2) Vao ngan Animations, nhém Animation, chon kiéu hiéu tmg Fade
(3) Chon tiép lénh Effects Options va chon kiéu By Category

(4) Chuyén sang nhém Timing dé thiét lap thoi gian cho céc hiéu tng.

(5) Bé tlly chon thém cac tinh ning nang cao thi chon Iénh Show Additional Effect Options
tai nhom Animation.

Tai ngan Effect:

Sound: chon 4m thanh 13 Laser va diéu chinh 4m luong tai biéu twong hinh loa bén canh.
After animation: chon cho céc cot d6 thi chuyén sang mau xanh sau khi thuc thi hiéu ang.
Tai ngan Timing: khong diéu chinh gi thém so véi bude 4

Tai ngan Chart Animation:

Tai Group chart da thiy chon By Category vi ta ta dd chon tai Effect Options & buéc 3.

Bo tly chon Start animation by drawing the chart background dé khong thyc thi hiéu
ung cho nén cua do thi.
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(6) Nhap nit OK dé dong hop tly chon nang cao va nhan niit Preview trén Ribbon dé xem
trudc két qua thuc thi hiéu ang.

VII1. X6a bé hiéu ing cia cac ddi twong trén slide
Céc budc x0a hiéu tng cho dbi twong:
(1) Chon dbi tuong trén slide dang c6 hiéu ung.
(2) Vao ngan Animations, nhom Animation, chon None tir danh muc hiéu tng
IX. Hiéu @&ng chuyén slide.
Ap dung hiéu trng chuyén slide
Thuwe hién theo cac budc sau:
(1) M¢ bai thuyét trinh can ap dung hiéu ang chuyén slide.
(2) Chon slide can ap dung hiéu tng chuyén slide.

(3) Vao ngan Transitions trén Ribbon, vao nhém Transition to This Slide va chon kiéu
hi¢u ung trong danh muc dyng san.

(4) Chon lénh Effect Options va tly chon thém cho kiéu hiéu tng vira chon.

(5) Chuyén dén nhom Timing dé thiét 1ap thoi gian cho hiéu tng Transition:

a. Sound: ban chon am thanh khi chuyén slide

b. Duration: thiét 1ap thoi gian thuc thi hiéu @ng chuyén tir slide nay sang slide khac.

c. Chon On Mouse Click: thi s& chuyén sang slide khac néu nhap chudt trong khi trinh
chiéu. Nén chon tuy chon nay.

d. Tai hop After: thiét 1ap sb phut:gidy (mm:ss) s& tu dong chuyén sang slide khac khi van
chua c6 hiéu Iénh kich chugt. Ty chon nay phai c6 khi muon xay dung bai thuyet trinh tu
dong trinh chieu. Trong thuc te, chung ta can tinh toan thoi gian sao cho khan gia c6 the doc
hét ndi dung trén slide trudc khi chuyén sang slide khac.

(6) Slide dau tién da thiét lap xong hiéu ¢ng Transition.

Nhan nat Apply To All trong nhém Timing sé& &p dung thiét lap Transition trén cho tat ca
cac slide trong bai thuyét trinh. Khi d6, tat ca cac slide sé ¢ hiéu tng Transition giong nhau.

Ban Iap lai cac budc 2,3,4,5 dé thiét 1ap higu ung Transition cho cac slide khac trong bai
thuyet trinh véi cac tuy chon hiéu ung doc lap vai nhau. Viéc 1am nay s€ ton nhicu thoi gian
nhung bai thuyet trinh s€ sinh dong va thu hut hon. Ngoai ra, noi dung cua moi slide la khac
nhau nén thoi gian thuc thi hoac cho chuyén slide caa moi slide 1a khac nhau.

X6a bé hiéu ing chuyén slide

Cac bwéc xo4 hiéu &ng chuyén slide:

(1) Chon mét hay nhiéu slide can xo4 hiéu @ng chuyén slide

(2) Vao ngan Transitions, nhém Transition to This Slide va chon None dé huy bo hiéu
ung chuyén slide cho cac slide dang chon.

(3) Néu ban chon thém Iénh Apply To All bén nhém Timing thi s& x6a hét hiéu img chuyen
slide trong bai thuyet trinh.

X. Tw dong hod bai thuyét trinh

M6t bai thuyét trinh ty hanh phai dam bao 3 diéu kién sau:

Hiéu tng chuyén slide khi 4p dung phai chon thém tdy chon After va thiét lap thoi gian cho
chuyén slide cho tat ca céac slide.
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Khi 4p dung hiéu tmg cho cac ddi twong trén tat ca cac slide phai sir dung tly chon After
Previous hoac With Previous tai Start.

Chon thém Loop continuously until ‘Esc’ trong ngén Slide Show, nhom Set Up, I¢nh Set
Up Slide Show dé tu dong trinh chiéu lap lai bai thuyét trinh khi két thic.

Thuc hién theo cac budc sau:
(1) M& bai thuyét trinh can &p dung tu dong.

(2) Vao tirng slide, chon cac ddi tuong d ap dung hiéu tmg va vao ngin Animations, nhom
Timing, chon lai After Previous tai hop Start.

(3) Vao tung slide, vao ngan Transitions, nhom Timing, chon After va thiét lap thoi gian
cho chuyeén silde.

(4) Vao ngan Slide Show, nhém Set Up, Iénh Set Up Slide Show, chon Iénh Loop
continuously until ‘Esc’.

X1. Tao céc siéu lién két va cac nat Iénh diéu hwéng trong bai thuyét trinh

1. Lién két dén mat slide khac trong cung bai thuyét trinh.

Thuc hién theo cac budc sau:

(1) Chon vin ban hoic d6i twong can gan thém hyperlink.

(2) Vao ngan Insert, nhom Links, chon Iénh Hyperlink hoic nhan t6 hop phim tat
<Ctrl+K>.

(3) Chon Place in this Document tai khung Link to

(4) Thyc hién cac budc sau:

- Lién két dén mot trinh chiéu tiy bién (custom show) trong ciing bai thuyét trinh. Cach tao
custom show s€ trinh bay trong chuong sau.

+ Chon mét custom show ma ban mubn nhay dén khi trinh chiéu bai thuyét trinh trong hop
Select a place in this document.

+ Chon thém Show and return dé khi trinh chiéu xong custom show s& tré lai slide chta
hyperlink nay.

- Lién két d¢én mot slide trong ciing bai thuyét trinh: chon tén slide muén lién kén toi trong
danh sach céc slide trong hop Select a place in this document.

Text to Display: chinh la ngi dung doan vin ban ma ban chon, néu thay doi trong khung nay thi
doan van ban trén slide ciing thay doi theo.

ScreenTip: mac dinh cho hyperlink chinh la dja chi cia né (URL) hodc duwong ddn dén tap
tin, neu ban muorn thay doi ScreenTip thi nhan vao nut ScreenTip... va nhap phan tro giup
vao.

2. Lién két dén mat slide khac bai thuyét trinh

Thuyc hién theo cac budc sau:

(1) Chon van ban thir hai trong slide s6 2. Chling ta s& thém hyperlink cho n6 dé lién két
dén slide “Enrich Your Presentation” trong bai gidi thiéu vé phan mém PowerPoint 2013
“PowerPoint 2013Sample.pptx”.

(2) Vao ngan Insert, nhdm Links, chon l1énh Hyperlink. Hop thoai Insert Hyperlink xuat
hién.
(3) Dudi khung Link to, chon Iénh Existing File or Web Page va tim dén chon bai thuyét
trinh chua slide can lién ket dén trong khung Look in.
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(4) Chon nat Iénh Bookmark... hop thoai Select Place in Document xuét hién. Ban chon
vao tén slide “Enrich Your Presentation”.

(5) Nhan nut OK dé dong hop thoai va nhan tiép nit OK dé dong hop thoai Insert
Hyperlink.

Néu ban c6 lién kér @én mét slide trong mét bai thuyét trinh phy thi ban can phdi sao chép
bai thuyét trinh phu nay kém theo bai thuyét trinh chinh khi di chuyén sang mét may tinh
kh&c. Ban nén luu bai thuyét trinh phy kia chung thu muc véi bai thuyét trinh chinh dé thudn
tien khi di chuyén sang may khac.

Khéng dwoc phép doi tén, di chuyén di noi khéc, hodc x6a bai thuyét trinh phy néu khéng
muon hyperlink mat tac dung khi duoc kich vao trong luc trinh chieu.

3. Lién két dén mot dia chi thw dién tir

Thuc hién theo cac budc sau:

(1) Chon slide dau tién, ban dung vé& thém mot shape hinh mat cudi trén slide nay.
Vao ngan Insert, nhom Illustrations, chon Iénh Shapes

Chon shape Smiley Face va vé vao slide.

(2) Chon shape vira V&, chiing ta sé& lién két nd véi mot dia chi e-mail. Ban vao ngin Insert,
nhom Links va chon Hyperlink

(3) Tai khung Link to, chon E-mail Address

(4) Trong hop E-mail address, ban nhap vao dia chia e-mail ma minh muén gui thu dén
hoac chon tir danh sach Recently used e-mail addresses néu co san.

(5) Trong hop Subject: nhap tya dé cho e-mail
4. Tao lién két dén dia chi Web hoiac may chi FTP
Thuc hién theo cac budc sau:

(1) Chon slide d,éu tién. Chdng ta s€ chén thém mot hinh logo Office nho nho vao slide nay
va dung no lién ket vai dia chi trang web Office.com.

Vao ngan Insert, nhom Images, chon Iénh Picture
Chon hinh OfficeOnline.jpg va nhan Insertt dé chén vao slide

(2) Nhap phai chudt lén logo vura chén vao va chon Iénh Hyperlink..., hop thoai Insert
Hyperlink xuat hién.

(3) Chon Existing File or Web Page tai khung Link to va nhap dia chi
http://office.microsoft.com vao hop Address.

(4) Nhap nut OK hoan tat.
5. Tao lién két dén tap tin dang luu trén dia hoic trén mang ndi b
Bang 10. Cdc nut Iénh diyng san

Tén Hyperlink dén

Back hoac Previous | V& slide lién truéc trong bai thuyét trinh

Forward hoic Next | Bén slide lién trugc trong bai thuyét trinh

Beginning Vé slide dau tién trong bai thuyét trinh

¥ E V|AE

End Pén slide cubi cung trong bai thuyét trinh
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http://office.microsoft.com/

ﬁ Home Vé slide dau tién trong bai thuyét trinh
Information Mic dinh la khéng lam gi, ban phai tu thiét 1ap hanh dong cho né.
IQI Return Tré vé slide méi xem trude do.
E' Movi Mic dinh 12 khdng 1am gi, ban phai tu thiét 1ap hanh dong cho no (phat
ovie . 2
doan phim chang han) .
|D Document Méc'dlnl"l la !(hong lam gi, ban phai ty thiét 1ap hanh dong cho n6 (mo
tap tin nao do).
< Sound Phat am thqnh do ban chon, néu ban khéng chon 'ghi PowerPoint sé phat
am thanh dau tién trong danh sach &m thanh chuan cta né (Applause).
? Mic dinh 1a khéng lam gi, ban phai tu thiét 1ap hanh dong cho né (link
Help A At pAL gt . X ooa .
den mot tap tin hudng dan nao do) .
None Mic dinh 1a khong 1am gi, ban c6 thé nhap vin ban vao va thiét 1ap hanh
dong cho no.

Bang 11. Cdc tuy chon Hyperlink to

Hyperlink to

Thuc hién

Previous Slide
Next Slide
First Slide
Last Slide

Last Slide Viewed

Cac tay chon nay thuc hién hanh dong giong nhu tén ciia no (xem lai
bang trén)

End Show

Dung trinh chiéu

Custom Show ...

M& hop thoai Link to Custom Show, tir d6 ban chon custom show
muon chuyen toi.

M¢ hop thoai Hyperlink to Slide, tir d6 ban chon slide mudn chuyén

Slide ... 15
Ma hop thoai Hyperlink to URL, tir 6 ban nhap vao dia chi trang
URL ... % PN
Webmuon chuyén tai.
Other o . ) ) ) L
: Mo hop thoai Hyperlink to Other PowerPoint Presentation, tir 46 ban
PowerPoint

Presentation ...

chon cac tap tin thuyét trinh khac muén chuyén tai.

Other File ...

Mo hop thoai Hyperlink to Other File, tir d6 ban chon tap tin muén
ma 1én.Neu la tap tin khac PowerPoint thi tng dung twong tng s¢€
duoc mé 1€én dong thoi vai tap tin.

Thuc hién theo cac budc sau:

(1) Chon slide chira d6 thi trong bai thuyét trinh. Ching ta s& vé thém maot nat 1énh dé khi
nhan nat s€ thuc thi viéc mo mot tap tin Excel luu s6 liéu caa biéu do.

Vao ngan Insert, nhom Illustrations, chon Iénh Shapes

Bén nhém Action Buttons, ban chon kiéu nit Document va v& mot niit nho vao slide bén
canh tua dé cua slide. Hop thoai Action Settings xuat hién.

(2) Ban chon hop Hyperlink to va chon Other File... hop thoai Hyperlink to Other File

xuat hién.
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Tai Look in: tim dén thu muyc chua tap tin mudn lién két. Thong thuong tap tin ndy nén luu
chung thu muc véi bai thuyét trinh dé thuan tién cho viéc di chuyén sang may khac khi bao
cao.

Chon tap tin va nhan nit OK

(3) Ban c6 thé tiy chon thém am thanh khi m¢ tap tin tai Play sound
(4) Nhan OK dé hoan tt.

6. Lién két dén mat wng dung va tao mot tai liéu mei

Thuyc hién theo cac budc sau:

(1) Chon slide chira do thi trong bai thuyét trinh. Ching ta s& v& thém mot nit Iénh méi dé
khi nhan nat sé thyc thi viéc mo chuong trinh Excel va tao méi mot bang tinh mai.

Vao ngan Insert, nhom Illustrations, chon Iénh Shapes
Chon kiéu hinh chir nhat tai nhém Rectangles chon kiéu Rectangle va nhap vao chir Demo.

(2) Chon hinh vira tao, sau d6 nhan t6 hop phim <Ctrl + K> dé truy cap nhanh vao hop
thoai Insert Hyperlink.

(3) Tai Link to, ban chon Create New Document, phan bén phai hop thoai Insert
Hyperlink xuat hién:

Tai hop Name of new document: Nhap tén tap tin can tao kém theo phan mé rong cua né.
Cac phan mo rong thong dung duoc liét ké ¢ bang bén duai.

Tai Full path: nhan nat Change... va chon noi luu tap tin néu can
Tai When to edit:

Chon Edit the new document later dé khi goi thi tng dung phu hop (theo phan mé rong) s&
ma tap tin d€ hiéu chinh.

Chon Edit the new document now thi ing dung phu hop (theo phan maé rong) sé ma tap tin
1én dé hiéu chinh ngay.

(5) Nhin OK hoan tat
Bang 12. Cdc phan mé réng théng dung

Phan mé réng Chuwong trinh twong &ng sé dwoc sir dung
I[D)gglijl Trinh xt Iy van ban Microsoft Word, hoac WordPad khi khong cé
hoisic DOC Word trén may.
TXT Trinh xt Iy van ban thd Notepad
Microsoft Paint hoiac mot chwong trinh xtr Iy anh duoc thiét 1ap mac
BMP .
dinh
MDB Hé quan tri co so dir liéu Microsoft Access
MPP Trinh quan ly du an Microsoft Project.
PPTX hoac . .
PPT Microsoft PowerPoint
XLSX, XLSM, Y .
hosic XLS Bang tinh Microsoft Excel

7. Thay d@6i mau ciia doan vin ban c6 siéu lién két
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Thuc hién theo cac budc sau:

(1) Vao ngan Design, nhom Themes, chon nit Theme Colors va chon 1énh Create New
Theme Colors.

(2) Trong hop thoai Create New Theme Colors, dén phan Theme colors va thuc hién chon
mau cho 2 tuy chon cuoi cung la:

Hyperlink: chon lai mau cho van ban c6 hyperlink

Followed Hyperlink: chon mau cho vian ban hyperlink sau khi d4 nhap Ién lién két.
(3) Nhan nit Save dé luu Theme Colors mdi.

8. Nhan manh hyperlink véi am thanh

Thuc hién thém am thanh cho hyperlink theo cac budc sau:

(1) Chon hyperlink can thém am thanh.

(2) Vao ngan Insert, nhom Links, chon Iénh Action

(3) Thuec hién cac tuy chon sau:

Ngin Mouse Click: thiét 1ap thém am thanh tai phan Play sound trong ngan nay dé khi kich
chuot Ién lién két thi méi thuc thi [énh.

Ngan Mouse Over: thiét lap thém am thanh tai phan Play sound trong ngin nay dé khi di
chuyén chuot Ién trén lién keét thi s€ thuc thi Iénh.

(4) Chon &m thanh tai Play sound va nhan nit OK.

9. Hiéu chinh hoac xda hyperlink

Thuyc hién thém &m thanh cho hyperlink theo cac budc sau:

(1) Chon ddi tugng c6 hyperlink can hiéu chinh hoic x6a.

(2) Vao ngan Insert, nhém Links, chon 1énh Hyperlink, hop thoali

Nhan nat Remove Hyperlink trong hop thoai Edit Hyperlink dé x6a bo siéu lién két
Hoac hiéu chinh lai théng tin cho hyperlink va nhan OK.

Hyperlink:

Hiéu chinh hyperlink: chon doan vin ban hodc doi twong cé hyperlink réi nhdp phdi chugt
va chon lénh Edit Hyperlink ...

Mg hyperlink: chon doan véin ban hodc doi tirong cé hyperlink réi nhap phdi chugt va chon
Iénh Open Hyperlink ...

Sao chép hyperlink: chon doan van ban hodc doi nrong cé hyperlink roi nhap phai chugt
va chon I¢nh Copy Hyperlink ... Sau dé chon doi twong khac va nhan té hop phim tat
<Ctrl+V> de ap dung hyperlink cho doi tuong.

Xéa hyperlink: chon doan véin ban hodc déi twong cé hyperlink rai nhap phdi chugt va chon
Iénh Remove Hyperlink ...

Bai 6: CHUAN BI THUYET TRINH
I. Tao tiéu dé dau va chan trang
Header & Footer cho Slide c6 3 placeholder nhu sau:
e  Footer: Dung dé chira doan vin ban nhu tén tac gia, tén chuong, ...
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e Date and Time: Chira théng tin ngdy thang tao hoac cap nhat 1an cudi bai thuyét trinh.
e Slide Number: Chua sé tht ty cua slide trong bai thuyét trinh

Header & Footer cho Handout va Notes c6 4 placeholder sau:

e  Header: Dung dé chira doan vin ban nhur 13 tén tira d& cua bai béo cdo, tén chuong, ...

Footer: Dung dé chira doan vin ban nhu tén tac gia, tén chuong, ...
Date and Time: Chira thdng tin ngay thang tao hoic cap nhat 1an cudi bai thuyét trinh.
Page Number: Chira sé tha ty cua trang in trong bai thuyét trinh
Cac budc thuc hién nhu sau:
(1) M tap tin trinh chiéu.
(2) Vao ngan Insert, nhém Text, chon 1énh Header & Footer, hop thoai Header and
Footer xuat hién.

(3) Chon ngan Slide trong hop thoai Header and Footer va lam theo nhu sau:

Date and time: thiét lap thoi gian s& xuat hién trén slide

Update automatically: thoi gian se la ngay hién hanh cua may tinh dang su dung va sé tyu
dong thay doi thoi gian trong nhﬁ:pg lan m¢ sau. Ban c¢6 thé chon thém kiéu dinh dang theo
ngbn ngtt tai hop Language va kiéu ngay thang tai hop Calendar type.

Fixed: nhap thoi gian ¢6 dinh vao 06 tréng bén dudi

Slide number: Ban danh dau chon vao 6 nay dé cho hién sb tha ty cua slide.

Footer: Hay nhap vao tén cua ban

Don’t show on title slide: ban hdy chon tlly chon nay dé khéng ap dung Header & Footer
trén cac slide tua de¢ (title slide).

Néu nhén ngt Apply thi chi ap dung cac thugc tinh Header & Footer cho cac slide dang
chon. Neu nhan nat Apply to All thi s€ ap dung cac thugc tinh Header & Footer cho toan b
bai thuyét trinh.

(4) Chon ngan Notes and Handouts:

Date and time: Ban chon kiéu Update automatically va chon dinh dang ngay thang.

Header: Hay nhap vao van ban

Page number: Ban danh d4u chon vao 6 nay dé cho hién sé thi tu trén céc trang in Handout
hoac Notes Pages.

Footer: Hay nhap vao tén caa ban

Nhan nat Apply to All dé ap dung cac thudc tinh Header & Footer cac trang in Handout va
Notes Pages.

I1. Trinh chiéu bai thuyét trinh

1. Thiét 1ap céc thy chen cho ché @é Slide Show

Cac budc thuc hién nhu sau:

(1) Vao ngin File, chon Options, hop thoai PowerPoint Options xuat hién

(2) Chon Advanced tir danh s&ch bén trai trong hop thoai PowerPoint Options va tim dén
nhom Slide Show trong khung bén phai.

(3) Mbt sé tuy chon cho ban:
Show menu on right mouse click: Néu dugc chon va khi ban nhap phai chudt trong khi
trinh chiéu thi mot trinh don nglr canh sé xuat hi¢n.
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Show popup toolbar: Néu chon thi s& hién thém thanh cong cu & goc dudi bén trai trong khi
trinh chiéu.

Prompt to keep ink anno;ations wher) exiting: Néu chon thi PowerPoint sé hién hop tho‘ai
nhac nhé ban luu bai thuy€t trinh lai neu trong khi trinh chicu ban c6 thém ghi chd, t6 nén
lam noi noi dung nao do.

End with black slide: Néu chon thi khi ban bao cao dén hét bai thi s& chuyén sang mét slide
mau den.

(4) Nhap nat OK dé dong hop thoai.

2. Trinh chiéu cac bai thuyét trinh

Cac budc thuc hién nhu sau:

(1) M& bai thuyét trinh can trinh chiéu

(2) Vao ngan Slide Show, nhém Monitor dé tiy chon vé man hinh.

Resolution: chon do phan giai caa man hinh khi trinh chiéu, phan Ién cac may chiéu LCD
hién nay ho trg do phan giai 1024x768.

Show on: khi may tinh ban c6 tir 2 man hinh trg 18n thi tiy chon nay mai xuat hién. Tai
day, ban chon man hinh nao s trinh chiéu bai thuyét trinh.

Use Presentation View: Tuy chon nay chi ¢6 tac dung khi may ban c6 tir 2 man hinh tré 1én.

(3) Bé bit dau trinh chiéu, ban chuyén qua nhém Start Slide Show trén ngan Slide Show
va chon Iénh:

From Beginning: trinh chiéu bao cao bat dau tir slide dau tién trong bai thuyét trinh.
From Current Slide: trinh chiéu bao céo bat dau tir slide hién hanh trong bai thuyét trinh.

Broadcast Slide Show: trinh chiéu bai thuyét trinh théng qua mang internet cho nguoi xem
tu xa.

Custom Slide Show: trinh chiéu bai thuyét trinh tir mot Custom Show trong bai. Ban chon
tén cta Custom Show dé trinh chiéu.

I11. In bai thuyét trinh
Cach 1: File/Print
Céch 2: Bam t6 hop phim Ctrl + P.
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Phin VI:KY NANG SU DUNG INTERNET CO BAN
Bai 1: KIEN THUC CO BAN VE INTERNET

I. Mét s6 khai niém/thuat ngir thwong giap
1. Mt sé thuat ngi trén Internet

Internet 1a mot hé thong thdng tin toan cau c6 the duoc truy nhap cong cong gom cac mang
may tinh duoc lién két véi nhau.

Website con goi la trang web 1a mét tap hop cac trang web bao goém van ban, hinh anh,
video, flash... thuong chi ham trong mot tén mién hoac tén mien phu. Trang web duoc luu
trir trén may chu web cé thé truy cap théng qua trinh duyét.

Thu dién tir hay email 1a mot hé théng chuyén nhan thu tir qua cdc mang may tinh.
Email 1a mét phuong tién thong tin rat nhanh.

URL (Uniform Resource Locator) 14 dia chi caa 1 tai nguyén trén Internet. N6 c6 thé 1a 1
website, 1 trang web, 1 hinh anh,... Vi du: http://www.ictu.edu.vn la mot URL.

Trinh duyét goi tit cua trinh duyét internet. Trinh duyét 1a phan mém dung dé hién thj
trang web tuong tng vaéi dia chi web. Cac trinh duyét pho bien co thé ké den la Internet
Explorer, Firefox, Chrome, Opera, Safari,...

Link 1a goi tat cua thuat ngix Hyperlink 1a nhiing lién ket tir mot van ban, hinh anh, d6 thi
nay dén mot van ban, hinh anh, do thi khac.

Search Engine 1a bo may tim kiém. Trong phuong dién Internet, cong cu nay gidp
ngudi dung tim kieém céac thoéng tin cdng cong trén toan bo Internet.

Upload day Ia qua trinh chuyén tai dit liéu tir may tinh cua ban sang mot may chu.
Download la qua trinh chuyén tai dir liéu tir may chi vé may tinh cua ban.
2. Mt sé &ng dung thdng dung trén Internet

Phin mém Pidgin 12 mot chuong trinh nhan tin nhanh da giao thuc, cung cap cho nguoi
dung mot ing dung co thé két noi vai nhieu mang.

FileZilla Client 1a chuong trinh hd tro truyén tai tap tin thdng qua mang Internet st dung
giao thuc FTP (File Transfer Protocol). FileZilla Client la chuong trinh mién phi, c6 giao dién
than thién, dé sur dung va toc ¢d nhanh nén duoc nhiéu nguoi sir dung.

Google search la dich vu cung cap chinh va quan trong nhat ciia céng ty Google. Cho phep
ngudi truy cap tim kiém thong tin trén Internet, bao gom cac trang Web, hinh anh & nhicu
théng tin khac.

3. Dich vu Internet va vai tro cia nha cung cap dich vu Internet

ISP (Internet Service Provider) — Nha cung cap dich vu Internet cip quyén truy cap Internet qua
mang vién thdng va céc dich vu nhu: Email, Web, FTP, Telnet, Chat. Dé c6 thé truy cap va sir
dung cac dich vu caa Internet, nguoi st dung phai diang ky véi nha cung cap dich vu nay. ISP
duoc cap cong truy cap vao Internet boi 1AP.

Khi ding ky véi mot ISP, nguoi dung duoc cung cip mot tai khoan dé quan ly truy cap va
tinh phi. M&i tai khoan bao gom tén (User name) va mat khau dang nhap (Password). Tai
khoan nay thuong dugc luu sin trong cac thiét bi (nhu cac modem) duoc cau hinh boi ISP
nén nguoi dung khdng st dung truc tiép.

IAP (Internet Access Provider) 1a nha cung cap dich vu duong truyén dé két ndi véi
Internet, quan ly cong (gateway) ndi vai quic té.
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4. Thuat ngir World Wide Web va Web

World Wide Web (Web hoagc WWW) la mot khong gian thong tin toan CAU Ma moi nguoi
c6 thé truy nhap qua cac may tinh noi véi mang Internet.

4.1. Mét s6 khai nigm vé Website

Website - Trang thong tin di¢n tir: La tap hop nhiing trang web lién két v6i nhau bang cac
siéu lién ket.

Webpage - Trang Web: 1a mot file c6 dudi HTM hay HTML. D6 la mot tap tin viét bang
ma code HTML chtra cac siéu lién ket (hyperlink) den cac trang khac. Trén trang web ngoai
thanh phan chit n6 con co6 thé chira cac thanh phan khac nhu hinh anh, nhac, video...

Homepage - Trang chii: 1a trang dau tién xuat hién khi website dwoc goi tén. Trang chu
thuong chira cdc théng tin can ban nhat caa website va céc lién két dén cac trang chuyén de.
4.2. Dja chi cizia Web site

Moi trang Web trén Internet déu c6 mot dia chi cu thé. Pia chi nay duoc goi 1a B dinh vi
tai nguyén thong nhat (URL: Uniform Resource Locator). Pay 1a dia chi toan cuc cta cac tai
liéu va cac tai nguyén khéac trén World Wide Web.

URL bao gom hai phan co ban: phan dinh danh giao thirc (Protocol identifier) va tén tai nguyén
(Resource name). Phan dinh danh giao thtrc va tén tai nguyén duoc phan bi¢t boi dau hai cham
(:) va hai dau gach chéo (//). Vi du: http://www.hpu2.edu.vn

»  Cac giao thwc cia Web site

Mot giao thirc 1a mot tap hop cac quy luat cho phép céc thiét bi dién toan giao tiép véi nhau.
Giao thtrc dugc sir dung duoc dé yéu cau cac trang Web tir may cha Web 1a giao thac truyén
tai siéu van ban (HTTP: HyperText Transfer Protocol)

»  Tén cua tai nguyén

- Phan tén cua tai nguyén trong URL xéc dinh vi tri cua trang Web hodc tép tin. Vi tri do
dugc goi la tén mien.

- Mot ten mién chuan cha ba nhin dugc phan biét boi cac dau cham. Vi du:
www.google.com. Trong do:

+ www: Tén may chu (Chi ra tén cia may chu Web)

+ google: Tén mién da ding ky

+ com: Tén mién & cap do cao nhat (Chi ra loai tén mién da dang ky)
5. Khai niém trinh duyét Web va chirc nang cia no

5.1. Khai niém trinh duyét Web

Trinh duyét Web la mét wng dung twong thich véi may tinh cua ching ta, cho phép ching
ta nhin thay cac trang Web trén man hinh may tinh.

Mgt sé trinh duyét web thong dung

»  Microsoft Internet Explorer

Viét tat Internet Explorer hoic goi 1a IE hay MSIE, day Ia trinh duyét web théng dung nhat
hién nay duoc di kém véi hé dieu hanh Windows cua hang Microsoft.

» Mozilla FireFox(Netscape Navigator)

La mét trinh duyét tw do, ma ngudn mé, c6 kha ning chay trén nhiéu hé diéu hanh khac
nhau, c6 giao dién do hoa va dugc phat trién béi cong ty Mozilla Corporation va hang tram
tinh nguyén vién ¢ khap noi trén the giai.
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» Opera

La mot bo phan mém Internet diéu khién cac tac vu lién quan dén Internet bao gom duyét
web, gui va nhan thu dién ta, tin nhan, quan ly danh sach lién hé va tro chuyén truc tuyén.

5.2. Chirc nang cua trinh duyét Web

» Piachi

- Khi chding ta nhap dia chi Web site vao thanh dia chi, trinh duyét giri mot yéu cau téi may
chu Web thich hop.

- Méy chu nhan yéu cau, truy xuat vao céc trang Web thich hop, va sau d6 giri chung lai téi
trinh duyét caa ban

- Trinh duyét sau d6 s& dinh dang va hién thi cac trang Web bén trong ctra so trinh duyét.

- Chling ta c6 thé ghé tham bat ky trang Web nao bang cach nhap URL cua no vao thanh
dia chi va nhan ENTER (hoac Go)

>  Tai thdng tin 18n (Uploading) va Tai théng tin xuéng (Downloading)

- Uploading la qué trinh giri thong tin tir may tinh cua minh téi may cha trén Internet.

- Downloading I& qué trinh sao chép tép tin tir may chu trén Internet vé may tinh caa minh.

> Siéu lién két

Siéu lién ket 1a mot tham chiéu toi dir ligu ndm ¢ dau do khac vai vi tri hién tai. Siéu lién
ket cb the tro tai ca tai liéu hoac tai mot thanh phan cu thé trong tai liéu.

Siéu lién két cd the duoc thiét 1p cho véan ban; hinh anh hodc cc bicu twong, cac viing cu thé
trén doi tuong do hoa. thi ta xem mot trang web trén trinh duyé@, siéu lién ket co ghé duoc thgo
tac theo nhieu cach cu the. Khi di chuyén chudt qua siéu lién ket, tro chudt chuyéen thanh bicu
tuong ban tay. Khi ban nhap chuot vao mot siéu lién két, ban di chuyén dén mét trang Web dugc
thiet ke 1a dich cua siéu lién két d6. Trang web dich co thé hién thi ngay trong ctra s6 trinh duyét
hién tai hoac & mot thé méi khac.

6. Khai niém bd may tim kiém

Bo may tim kiém (Search Engine - viét tit 14 SE) 1a céng cu dugc xay dung trén nén tang
web cho phép nguoi st dung tim kiem thong tin. La noi ma ban tim thay bat ky thong tin nao
bang cach gd cac cum tir hoac tir tim kiem. Bo may tim kiém s¢ tra vé mot danh sach két qua
cac trang web lién quan dén cum tir ma ban go.

Céc bd may tim kiém naéi tiéng gom:

Google: Pugc nhiéu nguoi danh gia 1a céng cu tim kiém hitu ich va manh mé nhat trén
Internet.

Yahoo: La san pham cua tap doan Yahoo! Cho nén tich hop véi Yahoo chat, hoi dap rat
tién lgi cho nguai dung.

Bing: dugc thiét ké dé toi uu hoa, dua nguoi dung I8n mot trai nghiém hoan toan mai bang
cach tiep can nguoi sir dung theo mot cach hoan toan méi, s dung nhitng cdng cu truc quan
dé ho tro nguoi dung ra quyet dinh tot hon, tap trung vao 4 linh vuc chinh: Quyét dinh mua
hang, 1én ké hoach cho mot chuyeén di, nghién cau vé suc khoe, tim mot doanh nghiép tai
dia phuong.

Il. Bao mat khi lam viéc vei Internet

1. Mt s6 rii ro khi tham gia vao cong dong a0
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- Truyén thong tac thoi ¢6 nghia 1a truy cap nhanh: Théng tin dugc dang tai ma khdng
duoc xem xét trudc vé tinh chinh xac. Kho dé c6 thé lya chon cac ngudn dang tin cay vi
khong c6 bién tap vién danh gia tirng bai viét va dam bao ching dat dén mot mac do chét
lwong nhat dinh. T4t ca moi thtr viét ra khdng dam bao da duoc sang loc.

- Nhan dang c& nhan cua nhirng ngudi vo danh dugc gitr kin do d6 thdng thuong moi nguoi
st dung cong dong ao dé SOng mot cuge séng gia tuong dudi V6 boc mot con nguoi khac.
Nguoi ding nén canh giac vé ngUOn g4 thdng tin trc tuyén va can than kiém tra dan ching
vé6i nhitng chuyén gia hoic ngudn chuy@n mén.

2. Ma hoa ngi dung trén mang

Kiém tra c4c tin hiéu lién quan dén két ndi caa ban véi trang web khi ban luét web.
Trudc tién, hdy nhin thanh dia chi trong trinh duyét cua ban dé xem URL tréng c6 phai la
URL that hay khong. Ban ciing nén kiém tra xem dia chi c6 bat dau bang https:// khéng —
diéu nay cho biét rang két ndi cua ban vai trang web da duoc ma hda va co nhiéu kha niang
chéng lai hanh vi xam nhap hoic gia mao hon. M6t s6 trinh duyét ciing bao gom biéu tuong
khda méc trong thanh dia chi bén canh https:// nham chi rd rang két néi cua ban da duoc
méa hda va ban hién duoc két ndi an toan hon.

Khi ban két ndi qua mang Wi-Fi cong cong, bat cu ai quanh d6 déu cé thé theo ddi thong
tin truyen gitra may tinh cua ban va diém phat song Wi-Fi néu ket noi cua ban khong dugc
ma hoa. Tranh thuc hién cac hoat dong quan trong nhu giao dich ngan hang hoac mua sam
qua mang cong cong. Neu ban su dung Wi-Fi tai nha, ban nén nhd sir dung mat khau dé dam
bao an toan cho bo dinh tuyén cua ban.

3. Twong lira va vai tro caa twong lira

3.1. Khai niém twong lira

Tuong Itra la mot ky thuat duoc tich hop vao hé thong mang dé chdng su truy cap tral phép,

nham bao vé cac ngudn théng tin ndi bo va han ché su xam nhap khéng mong muén vao hé
thdng.

32. Vai tro cua twong lira

Chirc nang chinh cua Firewall Ia kiém soat ludng thong tin tir giira Intranet va Internet.
Thiét 1ap co ché dieu khién dong thong tin gitra mang bén trong (Intranet) va mang Internet.
Cu thé Ia: Cho phép hoac cam nhing dich vu truy nhap ra ngoai (tir Intranet ra
Internet).

- Cho phép hoic cam nhitng dich vu phép truy nhap vao trong (tir Internet vao Intranet).
- Theo d@i ludng dix liéu mang giira Internet va Intranet.

- Kiém soat dia chi truy nhap, cdm dia chi truy nhap.

- Kiém soat ngoi str dung va viéc truy nhap caa nguoi st dung.

- Kiém soat noi dung thdng tin théng tin luu chuyén trén mang

4. Céc dau hiéu dé nhan ra mot website an toan

Khi tién hanh giao dich truc tuyén tai mot websiite, diéu quan trong nhat ma khach hang
can biet do la website do c6 dang tin cdy, co duoc bao mat tot hay khong. Ban c6 thé de
dang nhan ra mot website an toan dya vao cac dau hiéu nhan dién bén dudi.

>  URL bt dau véi https://

Dia chi URL trén thanh dia chi cua trinh duyét phai duoc bét dau bei cum https:// va cd
mot bieu tuong 6 khéa trén thanh dia chi (Luu y rang 6 khoa phai xuat hién ¢ thanh dia chi
trinh duyét chir khéng phai trong noi dung ctua website)
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»  Thanh dia chi trinh duyét chuyén sang mau xanh 14 cay cé hién thj tén cong ty quan
ly website

Khi truy cap vao cac website dugc trang bi ching chi s6 Extended Validation (EV). Day la
mirc xac thuc chac ché nhat, dam bao cong ty hién thi trén thanh dia chi chinh la céng ty dang
so hiru va van hanh website. Dau hiéu nay la dau hiéu dé nhan ra nhat.

5. Kiém soat viéc sir dung Internet

Kurupira WebFilter la chuongqtr‘lnh quan ly tré em sir dung Internet hoan toan mién phi
va de dung. No c6 3 chirc ndng noi bat, dé la chan cac trang web c6 ndi dung khdng lanh
manh, quy dinh thoi gian online va cuoi cung bao cdo cac hoat dong cua tré trén mang.

Bai 2: SU DUNG TRINH DUYET WEB
I. Thao tac duyét Web co ban
1. Cach mé va dong trinh duyét Web
» Mg trinh duyét
Céach 1: M¢ trinh duyét web tir menu Start
Céch 2: Click d6i vao biéu tuong trinh duyét tai man hinh Desktop
Céch 3: Click vao biéu tuong cua trinh duyét dudi thanh Quick Launch.
»  Dong trinh duyét
Di chuyén con tro goc phai thanh tiéu dé click vao bieu tugng WSS 3¢ dong trinh duyét.
Hoac ¢ thé dung to hop phim Alt + F4 trén ban phim.
2. Cach truy nhap dia chi Web
Céch thuc hién nhu sau:
- Nhan chudt vao Thanh bia chi dé chon URL hién tai & do.
- GB URL cua trang ma ban muén mo

- Nhan phim Enter.

3. Céach hién thi trang web

Dé mé nhiéu trang web cung ldc:

- M¢ nhiéu ctra s6 trinh duyét khac nhau, mdi cira sé6 duyét mot trang web; hoic

- M& mot ctra s6 trinh duyét va st dung tinh ning Duyét trén nhiéu tab dé diéu hudng
trang web nhanh hon va dé dang hon.

3.1. Mé va duyét web trén tab méi

Vao menu File\New Tab, hogc nhan t6 hop phim Ctrl+T, hoac bam dap chuot vao
khoang trong trén Thanh Tab.

Dé ma mot lién két trén mot tab, thuc hién mét trong cac cach sau:
Céach 1: Kéo lién két va tha vao khoang tréng trén Thanh Tab
Céch 2: Kéo va tha lién két vao mot tab ¢é mao lién két trén tab do.
Céach 3: Nhan chudt phai vao lién két, chon Open Link in New Tab.

Céach 4: Bé md mot URL trén Thanh Dia chi tai tab mai, nhap URL d6 vao rdi nhan té
hop phim Alt+Enter.
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3.2. Di chuyén céc tab trong mét cira sé

Dé di chuyén mot tab t6i vi tri khéc trong cura so Firefox, dung chudt kéo ching toi do.
Trong qua trinh kéo, Firefox sé hién thi mét chi bado nho cho biét vi tri tab sé dugc chuyén
toi.

3.3. Péng va phuc héi céc tab

Vao menu File\Close Tab, hoac nhan t6 hop phim Ctrl+W, hodc nhan chudt vao bicu
tuong Close Tab bén phai cua tab. Bé dong tat ca cac tab trir tab hién thoi, nhan chuét phai
vao tab va chon Close Other Tabs.

Ctra s6 trinh duyét s& luu danh sach céc tab ban déng gan day. Ban cd thé phuc hoi bat cir
tab nao bang cach chon n6 tr menu History\Recently Closed Tabs

Ban ciing c6 thé phuc hdi tat ca cac tab bang cach chon menu History\Recently Closed
Tabs\Open All in Tabs.

4. Cach ngirng va khoi phuc lai Website
4.1. Cach ngerng tai mgt trang Web

Trén trinh duyét da truy nhap nhan vao biéu tuong & cudi thanh gd dia chi.

4.2. Cach khéi phuc lgi trang Web

Trén trinh duyét da truy nhap vao mét trang web nhan F5 trén ban phim hoic biéu tuong
© | & cuéi thanh g& dia chi.

I1. Thiét 1ap cho trinh duyét

1. Céch thiét lap trang chii cho trinh duyét Web

Pé thiét lap mgt trang lam trang chii:

Vao menu Tools\Options.

Trén hop hoi thoai Options hién ra, chon trang General va thuc hién thay ddi trong
khung Startup.

Tai 6 When Firefox starts, chon tuy chon Show my home page. Tai 6 Home Page, nhap
trang ma ban muon thiét 1ap lam trang cha, vi du: http://ictu.edu.vn/

Nhan ndt OK dé chap nhan thiét lap.
2. Céach xoa lich sir trinh duyét Web
Vao menu History\Clear Private Data hoic nhan t6 hop phim Ctrl+Shift+Del.

Bén canh Khoang thoi gian dé x6a, chon lugng lugc st Firefox ma ban mudn x6a. Ban c6
thé xoa cac lugc st duoc thu thap trong khoang mat, hai, hoac bon tieng gan day; tat ca thoi gian
truedC ctia ngay hom d6 (HOm nay); hoac tat ca lich str ctia ban

Tich chon 6 Browsing & Download History néu mudn xo4 lich sir c4c trang ban da ghé
tham.

Tich chon 6 Form & Search History néu muon xoa lich sir thdng tin d& nhap vao bicu
mau hoac thanh Tim kiém.

Bo chon tai cac 6 con lai rdi nhan nat Clear Now.

3. Thao tac véi cira s6 bét ra (pop-up) va Cookie

Vao menu Tools\Options.

Trén hop hoi thoai Options hién ra, chon trang Content
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Theo méc dinh, 0 Block pop-up windows dugc tich chon c6 nghia la Firefox s& chan cta
sO ngoai y muon cua cac trang. Bé thém ngoai Ié cho mot trang, nhan nut Exceptions, xuat
hién hop hoi thoai:

Tai 6 Address of web site, nhap dia chi cua trang web ma ban cho phép mé ctra s6 ngoai
y muon.

Nhan nat Allow, khi d6 dia chi cua trang s& dugc chuyén vao danh sach ngoai 1¢ bén duéi.

Nhan nit Close dé dong hop hoi thoai.

4. Cach xoa cac tap tin Internet tam thoi

Vao menu Tools\Options....

Trén hop hoi thoai Options hién ra, chon trang Advanced. Nhan Ién thé Network.

Trong phan Cached Web Content, nhan Clear Now.

Trong phan Offline Web Content and User Data, nhan Clear Now. Nhan OK dé déng cira
so Options.

I11. Chuyén hwéng téi mot trang web bat ky
1. Sir dung lich sir @é di chuyén hwéng web

Lich st duyét web la thong tin ma Internet ghi nho va luu trir trén may tinh khi ban duyét
web. Bao gom théng tin ban nhap vao cac biéu mau, mat khau, cac trang ban da ghé tham, va
no gidp cho trai nghiém duyét caa ban tot hon.

2. Siéu lién két

Siéu lién két 1a nguon dan dé khi nguoi dung click vao n6 cho phép di dén mot trang khac,
hinh anh ma ban c6 thé click v?o do d€ di dén mot trang web khac hoac mét vi tri khac nao
do trén trang.. Khi ban di chuyén con tro qua mot lién ket trén trang web, mii tén caa con tro
s€ bién thanh hinh ban tay.

Theo mdc dinh, céc lién két sé xudt hign nhee sau trong tdt cd cac trinh duyét:
- Mot lién két chua duoc nhap chudt s& duoc gach dudi va c6 mau xanh.

- Mot lién két chua dugc nhap chuot s& duoc gach dudi va cd mau tim.

- Mot lién két khi duoc nhap chudt s& duoc gach dudi va c6 mau do.

3. Panh dau trang web

3.1. Cdch danh ddu mét trang web

Dé danh diu mét trang ua thich, thuc hién céc budc sau:

Chon trang mudn danh dau.

Vao menu Bookmarks\Bookmark This Page, hoic click chudt vao biéu tuong ngdi sao
mau tring ff bén phai cua thanh Dia chi (néu ngdi sao mau xanh tuc la trang web d6 da
dugc danh dau), hoac nhan t6 hop phim Ctrl+D, xuat hién man hinh Page Bookmarked.

bat tén cho bookmark tai 6 Name.

Chon thu muc luu bookmark tai 6 Folder

3.2. Céch hién thj trang web da danh ddu

Dé hién thi danh sach céc trang danh dau ma ban di tao:

Nhan [én trinh don \{ieW/Sidebar/Bookmarks. Thanh Bookmarks s& ma ra. Nhan 1&n mot
thu muc trong thanh @& ma no ra.
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Nhan Ién mot trang danh dau trong danh sach ¢é ma né.
3.3. Tao, sira, X04 Cac trang web di danh ddu

Dé chinh sira chi tiét trang danh dau cua ban, hay nhan Ién bicu tuong ngdi sao mot lan
nira. HOp "Chinh stra trang danh dau nay" sé hién ra.

Trong hop "Chinh stra trang danh dau nay", ban cd thé thay dbi céc chi tiét cua trang danh
dau vira tao:

- Name: Tiéu dé caa danh dau.

- Folder: Noi ban muén luu trir trang danh dau nay.

- Tags: CO thé dé tréng.

Nhan Done dé hoan thanh viéc chinh sira trang danh dau.

Bai 3: SU DUNG WEB
. Biéu miu va sir dung mét sé dich vu cong

Biéu mau 1a mot mau van ban dung d@é thu thap thong tin, chiang han nhu hd so xin viéc
lam, mau tham do y kién ...

I1. Tim kiém trén Internet
1. Huwéng dédn tim kiém bang Google

Google 13 mét trong nhiing cong cu tim kiém noi tiéng nhat trén Internet. Kha nang tra ctu
chinh xac cao da khién cho Google tré nén quen thudc vai nguoi stir dung.

Dé sir dung Google, go dia chi http://www.google.com vao 06 dia chi cua trinh duyét Web.
Giao dién tim kiém sé xuat hién nhu dudi day.

- Muc (1): O tim kiém, noi cho phép nhap cau diéu kién.

- Muc (2): NGt khai dong viéc tim kiém.

- Myc (3): Nat khai dong viéc tim kiém va mo ngay dia chi Web dau tién trong danh
s&ch cac dia chi Web tim thay.

2. Sir dung tir khoa dé tim kiém

Dé tim kiém céc thong tin ban can trén Internet, ban g6 tir khéa lién quan dén van dé do
vao 6 tim kiém. Vi du: Internet, eLearning, ADSL... roi nhan nut “Search” hoac nat “Tim”
tuy theo website ban su dung.

Thé ndo 1a mgt tar ?

Mot tir 1a sur két hop cac chir cai hoac cAc s6 voi nhau trong do khong bao gom céc khoang
trong.

Nén str dung tir hai tir tré 18n hoic mot cum tir ngén hon 1a str dung mét tir don khi thyuc hién
tim klem Nhiing tir ban chon Iam tir khoa phai la nhirng tir lién quan tryc tiép va dic trung doi
V6i van dé dang tim. Vi du, néu ban dang tim thong tin vé dao tao may tinh thi cum tir ban g6
vao la “dao tao may tinh” chir khéng chi 1a “dao tao” hoac chi la “may tinh”.

3. Tim kiém nang cao

Dé may tim kiém biét ban muén tim chinh xac cum tir do tao may tinh, ban phai bao cum
tur 36 bang dau ngoac kép, lac nay, tir khoa sé€ la: “dao tao may tinh”.
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C6 thé str dung dau “+” dé tim kiém sao cho ndi dung trang két qua vira cd tir khoa nay, vira
c6 tir khoa kia. Chang han ban gé: “dao tao” +“may tinh” dé tim nhitng trang web vira c6
cum tir “dao tao”, vira ¢6 cum tir “may tinh”. Ban sir dung dau “-” dé tim kiém sao cho noi
dung trang két qua c6 chtra cum tir ndy nhung khong duoc chira cum tir kia. Ching han ban
g0: “dao tao” - “may tinh” dé tim nhitng trang web c6 cum tir “dao tao”nhung khdng duoc
chira cum tir “may tinh”.

II1. Lwu trir ngi dung

1. Luu toan bo mot trang

Muc dich cho phép xem trang d6 ngay ca khi khong két ndi véi Internet.
Céch thyc hién nhu sau:

Vao menu File/Save Page As hoic nhan té hop phim Ctrl+S, xuat hién hop hoi thoai Save
As.

Chon mot kiéu dinh dang cho trang duoc luu tai & Save as type:
bat tén trang tai 6 File name.

Nhan nit Save.

2. Lwu anh trong tranh web

bat con tré chudt Ién trén anh

Nhan chudt phai vao anh, chon Save Image As, xuat hién hop hoi thoai Save Image
Chon noi luu anh

Dit tén anh tai 6 File name. Nhan nit Save

IV. In dix liéu

1. Xem trwoc khi in

Vao menu File\Print Preview.

Tai ctra s6 Xem trudc khi in, ban ¢ thé thuc hién cac thao tac sau:
Chuyén qua lai giita cac trang:

- Nhan n(t Next page # dé chuyén t6i trang tiép theo.

- Nhan n(t Last page # dé chuyén tai trang cudi cing.

- Nhén ndit Previous page. dé chuyén téi trang trudc do.

- Nhan n(t First page 4 dé chuyén t6i trang dau tién.

Thay d6i ty 1é cua cac trang: Chon ty 1¢ thich hop tai 6 Scale.

Thay dbi huéng gidy in: Nhin chudt vao biéu tuong
ﬁ dé in gidy ngang.

Thiét lap trang: Nhan nit “Page Setup” dé thiét lap trang in véi nhiing tuy chon khac
nhu tiéu dé dau trang, tiéu dé cudi trang, ...

. Pertrait] 48 in gidy doc, hoic

Nhan ndt “Print” dé in trang web ngay, hoic nhan nat “Close” dé dong cira s6 Xem
trudce khi in.

2.1n
DPé in trang hi¢n thoi:
Vao menu File\Print hoic nhan té hgp phim Ctrl+P, xuat hién hop hoi thoai:
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Chon may in tai & Name. Nhan nit OK.

Dé in mgt doan vin ban trén trang hién thoi:

Chon doan vin ban can in.

Vao menu File\Print hoic nhan t6 hgp phim Ctrl+P, hop hoi thoai Print xuat hién.
Trong khung Print range, tich chon Selection.

Nhan nat OK.

Bai 4: SU DUNG THU PIEN TU
I. Khai niém va nguy co khi sir dung thw dién tir
1. Khai niém thw dién tir va cong dung cia no
1.1. Thuw dién ter (Electronic Mail)

Email 12 mot phuong tién thong tin rat nhanh. Mot mau théng tin cé thé duoc gui di & dang
ma hoa hay dang thong thuong va duoc chuyén qua cac mang may tinh dac biét 1a mang
Internet. N6 c6 thé chuyén mau thong tin tir mot may ngudn toi mét hay rat nhiéu may nhan
trong cung luc.

1.2. Cong dung cua thuw di¢n tir:

- Thay vi viét thu bang giay myc va bt thi nguoi giri chi can g6 chir tir ban phim cua méay
tinh va biét dung mot phan meém thu dién tu.

- Thu duogc giri trén hé thdng buu chinh 1a vat liéu khdng can may nhan hay may gui. Néu
gtri thu dién tir, chi c6 cac tin hiéu dién ma hoa noi dung birc thu dién tr dugc truyéen di den
may nhan. Do d6, chi c6 noi dung hay cach trinh bay thu dién tir 1a duoc bao toan

- Van téc truyén thu dién tir chi vai gidy dén vai phat va chi phi rat nho khong dang ké
S0 voi gui qua duong buu dién.

- DuNng thu dién tir thi bat ky ldc ndo ciing c6 thé ma phan mém thu dién ti ra doc nén tién
loi hon la viéc phai bo thu ¢ cac thung thu

- Khéi lwong giri va nhan thu dién tir ¢ thé nhiéu hon thu buu dién rat nhiéu lan.

- Hop thu 1 noi cat gitr cac thu tir véi dia chi xac dinh. Tuong ty, trong hé thong thu dién
tu, thi hop thu nay twong duong vei phan dit liéu chira noi dung cac email cong véi dia chi
cua nguoi chu thu dién tir. Biém khéac biét ¢ day la hop thu dién tir s€ 6 nhicu chirc nang hon
la viéc x0a bo cac thu c.

- Mdi nguoi ¢ thé c6 mot hay nhiéu dia chi email (phai duoc dang ky qua mét hé thong
nao do). Moi hop thu sé cd mot dia chi phan biét khéng bao gio trung véi dia chi email khéc.

1.3. Thanh phdn va cdu trac caa thee dién tie

Mot dia chi email s& ¢6 ciu trac nhu sau: anh123@gmail.com

Phan tén hop thw (Vi du: anh123): Dung nhan dién mot hop thu trén may chi thu dién tu
cua cong ty hoac ISP

Phan tén té chirc (Vi du: gmail): Tén caa té chic so hitu may chu
Phan tén mién (Vi du: .com): Chi ra loai mién 1am viéc
2. Lira ddo truc tuyén va cach nhan dién
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2.1. Liva ddo truc tuyén (thuat ngir goc tiéng Anh: phishing) 1a tién trinh thu thap thong tin
ca nhan tur ai d6 vai muc dich thuc hién mét cudc tan céng pham toi.

2.2. Lam thé nao d@é nhan dgng mat email lira ddo?

- Bat ky email nao yéu cau ban cung cap tén, ngay sinh, ma s6 an ninh ca nhan, tén
dang nhap va mét khau cua tai khoan mail, hay nhitng thong tin ca nhan khac, thi cho du dugc
gui di tr ai nira, thi gan nhu chac chan d6 la mot email lira dao.

- Cé4c email yéu cau quyén quang cao quyén gop, can kiém tra do tin cay cua céc t6 chuc tir
thién nay.

- E-mail lra ddo ciing thuong ¢ nhiing logo thoat nhin nhu logo chinh thuc hoac cac thong
tin gidng nhu Iy tryc tiép tir cac website hop phap, no cung c6 thé chira cac chi tiét vé ban

than ban ma nhiing ké danh cap théng tin tim thay trén cac trang mang x& hoi ma ban tham
gia.

3. Nguy co lay nhiém virus tir thr dién tir
Mot s6 nguy co lay nhiém qua thu dién tir bao gom:
- Lay nhiém vao cac file dinh kém theo thu dién tir (attached mail)

- Lay nhiém do md mot lién két trong thu dién tir: Cac lién két trong thu dién tir c6 thé
dan den mot trang web dugc cai san virus, cach nay thuong khai thac cac 16 hong cua trinh
duyét va hé dicu hanh.

- LAy nhiém ngay khi mé dé xem thu dién tir: Cach nay vo ciing nguy hiém bai chua can kich
hoat céc file hoac ma céc lién két, may tinh da co thé bi lay nhiém virus.

Il. Cach soan va giri thw dién tir
1. Mé hop thw
Sau day la cac budc truy nhap hop thu bang trinh duyét web:

Buwéc 1: Mé trinh duyét web (trong huéng dan nay 1a Mozilla Firefox, cac trinh duyét khéc
thi thuc hién tuong tu)

Buréc 2: Nhap: http://gmail.com tai thanh dia chi sau d6 nhan Enter hozc chon nit Go

Nhap dia chi Email va mat khau. Sau khi nhap dia chi Email va mat khau, chon nit
DPing nhap hoic nhan phim Enter giao dién mail s¢ hi¢n ra nhu sau:

2. bong hop thw

Bam vao tai khoan. Bam vao ndt “Pang xuat” dé dong hop thu dién tir

3. Chi tiét vé cira s6 soan thu

Nguwoi nhan: Nhap vao trudong van ban ndy dé nhap dia chi email. Ban ciing c6 thé nhap
vao lién ket Cc hoac Bcec de thém tap hop nguoi nhan méi.

T A . N

binh dang van ban: Nhap vao biu tugng — nay dé thém dinh dang nhu kich ¢& phong

chir, in dam, gach chan va dau dau dong.
. = b .
Pinh kém: Nhap vao biéu tuong Pinh kém ~ dé dinh kém céc t€p vao thu ctia ban.

Tuy chon chen: Di chuét qua biéu tuong dau cong dé nhung anh, lién ket, biéu
twgng cam xdc va su kién trén Lich Google.

Hity: Nhap vao bidu tuong thung ric ™ dé x6a thu nhap cua ban.
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Tuy chon khac: Nhap vao trinh don ndy ™ dé xem c4c cong cu khac nhu kiém tra I8i chinh ta,
dinh dang van ban thuan tay, in, thém nhén va bao gom cac tép dinh kém goc.

Kich c& cira sé: Dé soan thu trong cwra sé toan man hinh, nhip «" m¢ rong trong
goc trén bén phai cua cta s6 soan thu. Bé st dung toan man hinh theo mic dinh, nhap ~
Tuy chon khac va chon Pat mac dinh thanh toan man hinh.

Lwu: Gmail ty dong luu thur nhap khi ban dang viét (nhung ban c6 thé x4c minh rang thu
da duoc luu khi ban nhin thay tir "Pa luu” bén canh ndt Huy). Thu nhap cua ban ciing s&
duoc tu dong luu khi ban dong cua s6 soan thu.

4. Lwu ban nhap

Chi can soan thu méi, g hodc dan ghi chi vao 1a hé thdng tu dong luu lai cho ban.

1. Nhan va tra loi thw dién ti

1. Luu tip tin dinh kém

Mg thu ma c0 tap tin dinh kem.

Di chuyén dén tap tin dinh kém nhap vao n dé luu tap tin dinh kem.

2. Dé hru tap tin dinh kém vao mot thu muc

Vao menu Tools\Options.

Trong muc General vao phan Download nhan Browse ... dé tly chon thu muc luu tap
tin dinh kem

3. Chuyén tiép thw

- M thu ma ban muén chuyén tiép.

- Nhép vao lién két Chuyén tiép trong hop bén dudi thu.

- Thém ngudi nhan mai va moi ndi dung bd sung vao thu cua ban.

- Nhép vao Giri.

4. Chuyén tiép toan bé cudc hdi thoai

- M¢& cugc hoi thoai.

- Nhép vao nit Thém trong thanh cong cu phia trén thu caa ban va chon

- Chuyén tiép tat ca.

IV. Quan ly néng cao hi¢u qua sir dung thw dién tir

1. Sir dung chire ning loc thw giri dén

Khi mudn tim kiém mot thu nao d6 cac ban chi viéc ghd vao hop tim kiém trén thu dién tir.
Két qua cua ban s€ dugc hién thi vai cum tir tim kiém dugc danh dau mau vang trong thu.

‘Néu ban gap khé khan khi tim két qua ban muén, ban cé thé tinh loc truy van ctia minh
bang cach nhap vao mii tén nho trong hop tim kiem va nhap tiéu chi tim kiém caa ban vao
truong phu hop.

Gmail khong nhan dién dwoc cac ky tu tim kiérr) dic biét nhu diu ngoic vudng, dau ngoic
don, ky hiéu tién té, dau "va" (&), dau thang va dau hoa thi.

2. Thiét 1ap chir ky vao cudi tat ca thw

bang nhap vao hop thu Gmail caa ban va chon Cai dat.

Chon muc Cai dat

Chon phan Chix ky, danh ddu chon 6 bén dudi va nhap chir ky cua ban vao khung soan
thao.

Nhap xong nhan Lwu thay doi dé ghi nhé céc thiét 1ap nay./.
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